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KoMIuieKT O1eHOYHBIX CPeACTB pa3padoTaH Ha OCHOBE:

1. [Mpuka3z Munoo6puayku Poccun ot 05.02.2018 N 69 "O6 yrBepx)aeHun ¢eneparbHOTO
rOCyJapCTBEHHOTO 00pa30BaTEIbHOTO CTAaHAApPTa CPeIHEero MmpogecCHOHAIBLHOro 00pa30BaHUsS MO
cneuuanbHocTd 38.02.01 DxoHomuka u Oyxranrepckuii yder (o otpacisaM)” (3aperucTpupoBaHo B
Munrocte Poccnn 26.02.2018 N 50137)

2. [Ipodeccuonamsubiii ctanmapt «byxranrep» (yTBepKAEH NpukKazoM MuUHHCTEpCTBa
Tpyna u cormanbHo 3aumuThl Poccuiickoit ®eneparuu ot ot 21.02.2019 N 1031 "O06 yTBepKaeHUU
npodeccuonanbHOoro crapmapra "byxranrep" (3apeructpupoBaHo B MUHHCTEPCTBOM IOCTHIIMU
Poccuiickoit eneparuu 25.03.2019 No54154)

Opranuzanus —pazpadotuuk ' BIIOY
«Husice2opoocKkuii npombluiienHO-mMexXHOoN02UYeCKUll MexXHUKyM»



Kommnekt koHTposibHO-01eHOUHBIX cpeacTB (KOC) mpenHazHaueH A1 KOHTPOJISL U OLEHKU
00pa30oBaTEeNbHBIX JOCTWKEHUN OOYYaromUXCsl, OCBOMBIIMX IPOTPaMMy YUeOHOH JMCIUTUINHBI

|. IlacnopT KOMILIEKTA OLIEHOYHBIX CPEICTB

1.1 O6urue moso:KeHUus

OIILL.06 «/lokyMeHTalMOHHOE O0eCIeUeHUE YIIPABICHUSY.

KOC BxiouaeT KOHTPOJIBHBIE MaTepuasbl Uil MPOBEACHUS TEKYLIEro KOHTPOJsS H

MIPOMEXYTOYHOH arTectanuu B popme nuddepeHImpoBaHHOTO 3a49eTa.

KOC pa3paboran Ha OCHOBAaHMM IPOTPAMMBI IMOJITOTOBKH CIIEIHAIHCTOB CPEJHErO 3BEHA
(ITICC3) no cneuuansHocty CIIO 38.02.01 DxoHomMuka u Oyxraiarepckuil yueT (IO OTpacism),

nporpammsbl yaeOHou auctmruinabl OIML.06 «JlokyMeHTanmoHHOe 00ecrieueHre yIpaBICHUsD.

1.2. lleasb n nianupyemMsblie pe3yabTaThbl ocBoeHus Aucuuminnbl OIIL.06 {lokymeHnTanuoHHoe

olecreyeHne ynpaBjieHHs

Oomue komnerenuuu OK

Kon Conepxanne

OK 02 OcyiecTBIATh MOUCK, AaHATIU3 U UHTEpIpETalnio HHPOPMAaIIUU, HEOOXO0IUMOM st
BBITIOJIHEHUS 3314 TPO(EeCCHOHATILHOM NEesITeIbHOCTH

OK 03 [1nanupoBaTh U peain30BbIBaTh COOCTBEHHOE MPO(GECCHOHATBHOE U JIMYHOCTHOE
pa3BHUTHE

OK 05 OcCylniecTBIISITh YCTHYIO U THCHbMEHHYIO KOMMYHHMKAIMIO Ha TOCYAapCTBEHHOM
s3pike  Poccuiickoii dexepanuu ¢ y4eTOM OCOOCHHOCTEH COIMAIBLHOTO |
KYJIbTYPHOIO KOHTEKCTA

OK 09 Hcnons3oBath  WH(POpPMAIMOHHBIE  TEXHOJOTMH B MPodeCcCHOHATHHOM
NEeSATENbHOCTH

OK 10 [Tons3oBaThbesi MpodeCcCHOHANBHONW JOKYMEHTAllMe Ha TOCYJapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

IIpodeccuonaibubie komnerenuuu IK

| TIK 1.1.

‘ OO0pabaTeIBaTh NMEPBUYHBIE OYXTaaTEPCKUE JOKYMEHTHI

JInYHOCTHBIE Pe3yIbTAThI:

Kon

XapakTepucTuka

JIP 4

[IposiBnsiromuii ¥ JIEMOHCTPUPYIOIIMIA YBaXKEHHE K JIIOIIM Tpy[a, OCO3HAOLIUI
LIEHHOCTh coOcTBeHHOro Tpyaa. Ctpemsimuiics K (GOPMUPOBAHHUIO B CETEBOW Cpele
JUYHOCTHO U IPO(ECCHOHATBLHOTO KOHCTPYKTUBHOTO «IIU(POBOTO CIEIa»

JIP 13

CoOmromaronuii B cBoel MPOQPECCHOHAIIBHON JCSITEIIBHOCTH dTHYCCKUE MPUHITUIIBL:
YECTHOCTH, HE3aBUCHUMOCTH, MPO(ECCHOHATBHOTO CKENTHUIIM3MA, MPOTHBOICHCTBUS
KOPPYIIIMA U SKCTPEMHU3MY, OONAJAIONINil CHCTEMHBIM MBIIIJICHUEM W YMEHHUEM
MIPUHUMATh PEIIEHUE B YCIOBUSX PUCKA U HEOTIPEACICHHOCTH

JIP 14

I'OTOBBIII COOTBETCTBOBaTh OKUAAHUAM paboTojarenel: MPOEKTHO-MBICIISALIHM,
3pPEeKTUBHO B3aUMOJCHCTBYIONIUI € YJI€HaMU KOMaHAbl U COTPYJHHYAIOIIUN C
JIPYTUMH JIFOJbMH, OCO3HAaHHO BBINOJHSIOMUN MpodeccunoHaabHble TpeOOBaHUS,
OTBETCTBEHHBIH,  MyHKTyaJbHbIH,  JUCHUIUIMHUPOBAHHBIA,  TPYIOJIHOOUBBIH,
KPUTHUYECKH MBICIAIINN, HAIEIECHHBIM Ha JOCTM)KEHHE IIOCTABJICHHBIX LEJEH;
JEMOHCTPHUPYIOIIUH NPOo(decCHOHANbHYIO KU3HECTONKOCTh

B paMKax HIporpamMmbl yqe6H0171 JAUCITUITIINHBI 06y‘{aIOIJ_II/IMI/ICSI OCBAWBAKOTCA CJIICAYIOIIHC

YMCHHS U 3HAHUS.




Konx IIK, OK,| YMmenus 3HaHus

JIP

OK 02. OK 03 | ocymecTBisITh MIOUCK, aHaJIn3 Y| COJIEp)KaHUE aKTyaJIbHOU

OK 05 HCII0JIb30BAHUE HOPMAaTUBHOIIPABOBBIX | HOPMAaTUBHO-IIPABOBOM

OK 09 JOKYMEHTOB B IpUMeHeHUH K 3a1a4am JJOY; | nokyMeHTanuu;

OK 10 COCTaBJIATH U OOPMIIATH YIPABICHUECKYIO | OCHOBHBIE  IOHSTHUSA

K 1.1 1 TIpo(heCCUOHATBEHYIO JIOKYMEHTAIMOHHOTO 00ECTICUCHHS

K 2.7 JOKYMEHTALUIO B COOTBETCTBUE C| yIpaBJIeHUS;

JIP 4 HOPMAaTUBHOI 0a30ii; KJIacCU(pUKAIA YIIPABJIEHYECKHUX

JIP 13 WCIOJBb30BaTh YHU(PHUIMPOBAHHBIE (HOPMBI| TOKYMEHTOB; MPaBUiIa COCTABICHHUS U

JIP 14 JOKYMEHTOB; oopMIIeHHUS YIIPABJIEHYECKHUX
OCYILIECTBJIATh  JIEJIOBYIO IEPENHUCKYy U | IOKYMEHTOB U
MO/JIEP’KUBATH AIIEKTPOHHbIE | BEICHUS JIEJIOBOI MEPENUCKH; COCTaB
KOMMYHUKAIIMH;,  TNPUMEHATh  CPEACTBA| JOKYMEHTOB CIEIHalIbHBIX CHCTEM
WH(POPMAITMOHHBIX TEXHOJIOTUH JUIs | TOKYMEHTaLUu;

co3manusg W Oo(opmMIICHUS JTOKYMEHTOB;
pa3OupaTeCsi B CHCTEME BHYTPEHHETO
JOKYMEHTOO00POTA OpraHU3AIINH,

OCYIIECTBIIAITh ~ XpaHEHWE H  TIOWCK
JOKYMEHTOB;

UCTIONIB30BAaTh COBPEMEHHOE MPOTPAMMHOE
obecrnieueHue B JNEKTPOHHOM

JOKyMEHTOO00O0pOTE; MPOBEPATh HAJIUYUE B
MIPOU3BOJIBHBIX MEPBUYHBIX OyXTralTepCKUX
JOKyMEHTax o00s3aTeIbHbIX PEKBU3UTOB;
pa3buparbcs B HOMEHKIATYpE AeT;
COCTaBIIATh aKThI M CIIPaBKHU 10 pe3yibTaTaM
BHYTPEHHETO

KOHTPOJIS;

dbopMHpoBaTh  MPOEKTHl  MPUKA30B
MIPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

1o

MpaBujia OpPraHU3AIMM BCEX DITAIoOB
paboOTHI C JOKYMEHTAaMH; MPUIIOKECHUS
nporpamMbl Windows, UCIOJIb3yeMble
JU1s peanuzanuu 3aga4d JJOY;
COBpEMEHHbIE WH()OPMAITMOHHBIE
texHonorun JJOY mnpaBuna U Cpoku
XpaHEHHS TOKYMEHTOB;

(GOpMBI TIEPBUYHBIX OYXTalTEPCKUX
JIOKYMEHTOB, COJIEpIKaIINX
00s13aTeNbHbIE PEKBHU3UTHI
MEPBUYHOTO YYETHOTO JOKYMEHTa;
npoueaypa COCTaBJICHHUS akTa I10
pe3yapTaTaM HHBEHTapU3alllu,
MIPOEKTOB MPHUKA30B IO IMPOBEICHUIO
KOHTPOJBHBIX MPOLIETYP

1.3 Opranu3anusi KOHTPOJIS U OLEHKH OCBOEHMSI TUCUHUIJIMHBI




PesynbraTel 00yyeHus

Kputepnu onenkn

MeTtoabI OlIEHKH

ITepevyeHnnb 3HaAHMI, OCBAUBAEMbIX B
paMKax JuCHUIIHHBI:
COIEP)KAHUE  AKTYaJIbHOU
HOPMATUBHO-IIPAaBOBOU
JIOKYMCHTAIlUH
OCHOBHBIC IIOHATHUA
JMTOKYMCHTAIITUOHHOI'O O6CCHC‘-ICHI/ISI
YIIPaBJICHHUS; KIacCH(PUKALUS
YIIpaBIE€HYECKUX TOKYMEHTOB;
MpaBuiIa COCTABICHUS U OQOPMIICHUS
YIIpaBJIEHUYECKHUX JTJOKYMEHTOB U
BEICHUS JIETOBOH MEPENUCKU;
COCTaB JOKYMEHTOB CIICHIUAJIbHBIX
CHCTeM
MOKyMEHTAIINH;
MmpaBujia OpTraHU3alUn BCEX 3TAIIOB
[paboTHI C TOKYMEHTaMH;
npuiaoKeHus: mporpammbl Windows,
WCTOJIb3YyeMbIE TSI
peamm3anmu 3amaq JJOY;
COBpEMEHHBIE HH(POPMAIMOHHBIE
rexHoioruu JJOY nonsTHe
ITePBUIHON OyXTaJITEPCKOM
MOKYMEHTAINH; (POPMBI ITEPBUIHBIX
OyXranTepcKux JOKYMEHTOB,
coJiepKaIInX 00s3aTeIbHbIC
[PEKBHU3HUTHI IIEPBUYHOTO YIETHOTO
ITOKYMEHTa;
MpaBMJIa M CPOKH XPaHEHHS
MEepPBUYHON OyXTanTepcKoi
MTOKyMEHTAaIINW; TIPoIieTypa
COCTaBJICHUA aKTa IO Pe3ylIbTaTaM
MHBEHTapU3allnH,

Tecruposanue.

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

«2» - 50% u MeHee

Omnpoc.

OrneHKa «5» - OTIUYHOY CTaBUTCS, €CIIU
00yJaIoIIHiics MOJTHO U3JIaraeT MaTepuan
(oTBe4aeT Ha BOIPOC), AA€T MPAaBUIBLHOE
ONpPENETIEHUE OCHOBHBIX MOHATHI;
0OHapyXKMBaeT IOHMMaHUE MaTepuaa.

OrneHka «4» - «XOpOII0» CTABUTCS, €CITH

00 yJarOIIMIACs TaeT OTBET,
[YZIOBJICTBOPSIFOIIMI TEM e TPEOOBaAHMSIM,
MTO M JIJISl OL[EHKH «OTJIMYHOY», HO JIOMYCKaeT
1-2 omuOKwu.

Ornenka «3» -

«YIOBJICTBOPUTEIBHOY» CTABUTCS, €CIIH
oOyJarommiicss oOOHapyXKMUBaeT 3HAHHUE U
MMOHUMAaHUE OCHOBHBIX ITOJIOKEHUM TaHHOU
[TEMBI, HO U3JIaraeT MaTeprall HeToJIHO U
HEIOCIIeJOBATENbHO, IOMYCKaeT HETOYHOCTH
1 OIMOKY B OTIPENIETICHUN TIOHATHH TN
(hopMYJTHPOBKE MTPaBHIL

OrieHka «2» -

«(HEYIIOBJIETBOPUTEIFHOY CTaBUTCA, €CITU
oOygarommiics oOHapy)KHBaeT HE3HAHUE
OOJIBIIIEH YaCTH COOTBETCTBYIOIIETO
BOIIPOCA, AOMYCKaeT OMIMOKH B
(hopMynIHpOBKE ONpeneseHiA U MPaBUJ,
MCKa)KaIOIINE UX CMBICT, OECIIOPAI0YHO
M3IIaraeT MaTepHall.

TectupoBanue.

'Y cTHBIN onpoc.
[TuceMeHHBIN Ompoc.
TuddepenupoBaHHbIH

3a4CT.




JAuddepenunpoBannblii 3a4eT
Onenka «5» - «OTIMYHO» BBICTABIISICTCS
o0ydJaroeMycs, eciu JeMOHCTPUPYETCs
BCECTOPOHHEE, CUCTEMAaTHYECKOE U
rry0oKOe 3HaHUE y4eOHOro MPOrPaMMHOTO
Marcpuajia, CaMOCTOATCIIbHO BbIITOJTHCHBI
BCE MPEIYCMOTPEHHBIE TPOTrPaMMOi
3aJ]aHusl, aKTUBHO paboTaBIIeMy Ha
IMPAKTUYCCKUX 3aHATHAX, ITOKA3aBIICMY
CUCTEMATUYECKUI XapaKTep 3HaHUH, a
TaKXe CIIOCOOHOCTh K X
CaMOCTOSITEIIEHOMY IOIOJTHEHHIO.
Ornenka «4» - «XOpOII0» BBHICTABIISETCS
00y4aroIeMycsi, €ClIi JeMOHCTPUPYIOTCS
JOCTaTOYHO MOJTHOE 3HaHHE YIeOHO-
POrpaMMHOT0 MaTepHara,
CaAMOCTOATEIBHO BBITIOJIHEHEBI BCE
IIPELYCMOTPEHHBIE IPOrPaMMOi 3aJaHus,
OZIHAKO JOIYIIEHBl HETOYHOCTH IIPU UX
BBITIOJTHCHUH,
Onenka «3» -
«YILOBJIETBOPUTEIIHHOY BBICTaBIIAETCS
00y4JaroLeMycsl, eciau JeMOHCTPUPYIOTCS
1po0esibl B 3HAHUSX OCHOBHOTO
y4eOHOIIPOrpaMMHOI'0 MaTepuana,
CaMOCTOSITEJIbHO BBITIOJIHEHbI OCHOBHBIE
IIPEAYCMOTPEHHBIE IIPOrpaMMOii 3a1aHMs,
OJJHAKO JIOITyIEHbI OINOKK IPU UX
BBINTOJIHEHUH.
Orneara«2» -
«HEYyIOBJIETBOPUTEIBHO) BBICTABIIACTCS
00yJaroeMycs, eciim 0OHaAPYKUBAIOTCS
[poOebl B 3HAHUSX WM OTCYTCTBUE 3HAHUH
10 3HAYUTEIBHOM YaCTH OCHOBHOTO
[yaeOHOro MaTepuaa, He BBIIOJHUBILEMY
CaMOCTOSITEIIBHO MIPEAYCMOTPEHHBIE
MIPOrpaMMON 3aJaHusl, JOIYCTUBLIEMY
[IPUHLUNHAIBHBIC OIIMOKH B BBITOJTHEHUHN
MPEAYCMOTPEHHBIX IPOrpaMMON 3aJaHUI




[lepevyenb yMeHUii, OCBaNBaeMbIX B
paMKax AU CHUIIHHBI:
OCYLIECTBIIATH TIOMCK, aHAIIU3 1
HCTIOJIb30BaHHE
HOPMATHBHOIIPABOBBLIX JOKYMCHTOB B
MpUMeHeHnH K 3a1a4dam JJOVY;
COCTaBIISITh U OQOPMIISITH
YIIPaBJICHYECKYIO U
npodecCHOHANTBHYIO
JOKYMEHTAIIMIO B COOTBETCTBHE C
HOPMAaTHUBHOH 0a30ii;

WCTOJIb30BaTh YHU(DUIIMPOBAHHEIE
(hOpMBI TOKYMEHTOB; OCYILECTBIISATH
JIETIOBYIO MEPEMUCKY
IMOAJACPIKUBATH DJICKTPOHHBIC
KOMMYHUKAIUN,; IPUMCHATH
cpencTBa HH(PpOPMAITMOHHBIX
TEXHOJIOTUH JUISL CO3JaHus U

o opMIICHHS TOKYMEHTOB;
pa3dupaThes B CUCTEME BHYTPEHHETO
JOKyMEHTO00O0POTa OpTaHU3aIlHH;
OCYIIECTBIIATh XPAHCHHUE U TIOMCK
JOKYMEHTOB;

pa3dupaThcsl B HOMEHKIIATYPE JIEI;
HCIIOJIb30BATh COBPEMEHHOE
MpOrpaMMHOE OOecIieueHre B
AJIEKTPOHHOM JOKYMEHTO00O0POTE;
MPOBEPSTH HATUYHE B
MPOU3BOJIBHBIX TIEPBUYHBIX
OyXTanTepcKux IOKYMEHTaxX
00s13aTeNbHBIX PEKBU3UTOB;
COCTAaBIISATh AKThI U CIIPABKH IO
pe3yybTaTaM BHYTPEHHETO
KOHTPOJIS;

(hopMHPOBaTH MPOEKTHI TPUKA30B U
pacHopsKEHUN 10 IPOBEACHUIO
BHYTPEHHETO KOHTPOJIS;

OueHka pe3yJbTaTOB BHINOJHEHHUS
NPaKTHYecKOoii padoThI

Onenka «5» - «OTIMYHO» BBICTABIISIETCS,
ecii 00yJaromuUiCs JeMOHCTPUPYET
rIyOOKHEe 3HAHUS TEOPETUIECKOTO U
NPaKTUYECKOr0 MaTepralia 1mo TemMe
PaKTUIECKON paboThI, MOKa3bIBACT
YCBOEHHUE OCHOBHBIX MOHSATHIH,
UCIOJIB3yEMBIX B paboTe, 0€30MMO04YHO U B
MIOJTHOM 00bEeMe BBITIONHSIET 3a/IaHUeE.
Orenka «4» - «xopormro» O0y4Jaromuics
JEMOHCTPUPYET 3HAHUS yueOHOTO
MaTepuaa Mo TeMe MPakTHIECKOi paboThl,
JOIyCKasA HE3HAYUTCIIbHBIC HETOYHOCTHU
ITPU BBIMIOJIHEHUH 3aIaHU IPU IIPaBUJIBHOM
BBIOOpE AITOPUTMA PEIIeHNS 3a1aHusl.
Onenka «3» -

«YIIOBIIETBOPUTENHLHOY BHICTABIISIETCS, €CITH
00y4JaroIIHiics B IIEJIOM OCBOMII MaTepral
MPAKTHYECKON PabOThI, TOMyCKAET OMMOKH
ITPU BBINTOJJTHEHUH 3a1aHHA, BI)I60p
aJrOpUTMa BBITIOTHEHUS 3aJaHHs
BO3MOYKEH TPY HABOSIIIUX BOIPOCAX
MIPENOIaBaTEINs.

Ornenka «2» -

«HEYIOBJIETBOPUTEIILHOY BBICTABIISETCA
00yJaromeMycsi, eClii OH HMEET
CYIIIECTBEHHBIE TTPOOENTBI B 3HAHUSX
OCHOBHOT'O y4eOHOT0 Marepuana
MIPaKTUIECKON pabOoThI, TOMYyCKAET OMNOKH
IIPH BHIIOJTHEHUH 3aJJaHUS, HEMPABUIHHO
BBEIOMPACT aITOPUTM JICHCTBHUH.

DKCrnepTHOE
HaOJI0ICHNE 32 XOJI0M
BBITTOJTHEHHU S
MIPaKTHUYECKOU

padoThI




2 KoMIUIEKT OLIEHOYHBIX CPeICTB

2.1 TunoBble 3aJaHUS 1JIA OLIEHKU YCBOEHHUS Y4eOHOM TMCUMILIUHBI.
2.1.1.3aganus ajis pyoeKHOT0 KOHTPOJIS MO TeMaM AU CHUILTHHBI

Paznen 1. JlokymeHTHPOBaHUE AeATEIbHOCTH NPeINPUATHUS

Tema 1.1. Ilonsitue o 1OY. lleau u 3agaun

YPOBEHb A.

Bri6epute BepHOE yTBEpKICHHUE

1.TpebGoBanus k 0(hOpMIICHUIO OpraHU3AIMOHHO-PACTIOPIUTEIBHBIX JOKYMEHTOB

ycranasimmBaer ['OCT P 6.30 — 2003

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

3.B opranuzanuy no ycMOTPEHHIO pyKOBOJICTBA JIOJKHA OBITh pa3paboTaHa

WHIUBUAYAIbHAS HHCTPYKIIUS IO JISTIOMPOU3BOJICTBY

4. OpraHu3aMOHHO-TIPABOBHIE TOKYMEHTHI, KaK MPABHJIO, TIOJIEKAT YTBEPKICHUIO

5. B opranu3aioHHO-TIPaBOBBIE IOKYMEHTHI MO)KHO BHOCHTH U3MEHEHUS

Bri6epuTe npaBUIIbHBIN OTBET.

K xaxnomMy 3aganuio gaHbl 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJWH BepHbIN. B Onanke
OTBETOB IMOCTaBbTE MOJ HOMEPOM 3aJaHusi OYKBY OTBETa, KOTOPBIA Ha Ball B3TJIS SBISIETCS
MIPaBWIIBHBIM.

1. B cocraB opraHu3aiimOHHO-TIPABOBBIX JJOKYMEHTOB HE BXOIMT. . .

a) yCcTaB OpraHu3anuu

0) mTaTHOE pacIUCaHNe

B) MMpHUKa3

2. Kakue pacropsimutenbHbIE JOKYMEHTHI MOXKeT u3aBaTh [Ipe3unent Poccutickoi

denepanun?

a) YKa3bl

0) pacropspKeHUS

B) [IOCTaHOBJICHUS

3. JomKHOCTHAs] HHCTPYKLIUS COTPYAHUKA. . .

a) MOJICKUT YTBEPKACHUIO

0) HEe yTBep)KaaeTcs

B) YTBEPKIAETCS MO0 YCMOTPEHHUIO PYKOBOIUTEIS

4. Kakoit HOpMaTUBHBIN TIOKYMEHT OIpeeisieT 00A3aHHOCTH COTPYAHUKA?

a) lllratHoe pacniucanue

0) YcTaB npeanpuarus

B) JIoJoKHOCTHASI HHCTPYKIUS

5. TUMOBBIE TOKYMEHTHI HOCAT ... XapakTep

a) 00s3aTeNIbHBIN

0) pekoOMeH1aTeTbHBIN

B) 0O3HAKOMUTEIbHBIH

6. B xakom manexe Gpopmynupyercs 3aroJIoBOK K TEKCTY JOIKHOCTHOM MHCTPYKIIUU ?

a) B MMEHUTEIHbHOM

0) B pOJIUTEIHHOM

B) B MIPEIIOKHOM

7. Kakoil TOKyMEHT He SIBJISIETCS Pa3HOBUIHOCTHIO KOTIMH?

a) YEPHOBUK

0) oTmyck

B) MyOIuKar

8. JIokyMeHT, BbIJTaBAE€MbIii B3aMEH YTEPSHHOTO M UMEIOIINI CUITy TIOITTMHHUKA,



Ha3bIBACTCH. ..

a) KOIus

0) oTmyck

B) ayOnmKkar

9. JlokyMeHT, OKOHYATEIHHO O()OPMIICHHBIN U TTOAMUCAHHBIN, HA3BIBACTCH. . .

a) TIOITTUHHUK

0) oTmyck

B) qyOnuKar

10. i3MeHeHus ¥ TOTIOJIHEHHS B JIOJDKHOCTHYIO MHCTPYKITUIO BHOCSTCSI. . .

a) JIOKJIaTHOM 3anMCKOU

0) MpUKa30M PYKOBOIUTEIS

B) CIIPaBKOM COTJIACOBAHMS

YPOBEHbG B.

BcraBpTe nmpomnyiieHHble B TEKCTE CIIOBA.

1. OKV ] — O6mepoccuiickuii kiaccupukaTop

2. YcTaB OpraHu3aiiy — IMPaBOBOH aKT, OTIPEIEISIOIHA .

3. Jlo)oKHOCTHasi WHCTPYKIHMST — TPABOBOM aKT, W3aBacMbIii OpraHM3alMed B IIEISIX
periaMeHTaly OpraHu3allMOHHO-IIPABOBOTO MOJIOKEHUS paOOTHHKA, €ro

, , n  o0ecreunBarOIINi

ycloBuUs Ui €ro 3pGEeKTUBHOMN pabOTHI.

4. TlpaBuia BHYTPEHHEIO TPYAOBOTO PacHopsKka — 3TO MPABOBOM aKT, periiaMEeHTUPYIOLIUI

5. JIoKyMeHTBI KJIaCCUPUIUPYIOT:
no eudam: OpraHu3allMOHHO-PaCOPSAUTEIbHBIE,
, IO JINYHOMY COCTaBY;
no ¢opme: MHAUBUAYaJIbHBIE, , TaOMUYHbIE, TEKCTOBBIC, AHKETHBIE,
TpadapeTHsIe;
10 NPOUCX0HCOeHUIO: O(DUITHAIBHBIC U
1O Mecmy NPOUCXOHCOCHUSL: Y BHYTPEHHUE;
1O CPOKAM XpaHeHus: TIOCTOSIHHOTO CPOKa XpaHEHUsI, BPEMEHHOIO
( ), BpEMEHHOTO ( );
no 2nacHocmu: CEKpeTHbIe U ;
no cpedocmeam ¢hukcayuu: PyKOTHUCHBIE, , Tpaduueckue,
, POTOKMHOIOKYMEHTHI;
no cmaousiM co30aHuUs: OPUTHHAIIBI, YePHOBUKH,
, , IyOJIHUKAThI;
no cpoYHOCIU: Y HECPOYHBIE;
10 HAUMEHOBAHUIO:

Tema 1.1. Ilonsitue o IOY. biaank. PekBu3uThI
TeopeTndeckue BONMPOCHI
. Uto mpezacraBinseT co0oii OaHK JoOKyMeHTa?
. Kakue Bubl pacnosnoxeHust peKBu3UToB Brl 3Haete?
. Kakue pekBU3UTHI BXOIAT B cOcTaB oO1iero 61anka?
. Kakue pekBU3UTHI BXOJAT B COCTaB ONaHKa i TUCEM?
. Kax ¢popmynupyercst 3arojoBok K TeKCTy TOKyMeHTa?
. Kakue snemMeHThl BKIIIOYAIOTCA B COCTaB PEKBU3UTA «ajapecaT»?
. CKOJIbKO a/IpecOB MaKCUMaJIbHO MOXHO MIOMECTUTh Ha OJJHOM JIOKYMEHTE?
. Kakue anemMeHThI BXOJAT B cOCTaB rpuda coriacoBaHus?
. Kakue anemMeHThI BXOJAT B cOCTaB rpuda yTBEpKACHUS?
10. Kakue snemMeHThl B pEKBU3HUTE «IIOANKUCHY JOJDKHA 3aTparuBaTh rnevyaTh?
YPOBEHbD A.

O 031N DN =~ W~



Bribepure BepHOE yTBEp)KICHNE

1.CnyxebHoe ToJie JOKyMEHTa MPeIHA3HAYCHO TSI HAHECEHUS CTIIeIIMATbHBIX

M300paxeHUi

2. ITocTOSIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN IPU U3TOTOBJICHNUH OJaHKa

3. [lepeMeHHBIH PEKBU3UT HAHOCUTCS MPH COCTABICHUH IOKYMEHTA

4. JleBoe 1oJie MOXET OBITh YBEINICHO

5. CtpaHuIpl JOKyMEHTa MOKHO HYMEPOBATh Ha HUKHEM TIOJIE JINCTa

6. YcTaHOBIICHO /IBa BapHaHTa PACIIOJIOKEHHS PEKBU3UTOB Ha OJIaHKaxX

7. Ha 6mankax oopmiiseTcs: TOJIBKO MepBasi CTpaHUIla JOKYMEHTOB

8.PexBu3uTHI Oanka opranu3anyuu cyobekra PO MokHO 0OPMHTH TOIBKO Ha

HAIIMOHAJIBHOM SI3bIKE

9.Ha 61aHKe MOKHO MTOMECTHTH COKpPAIIEHHOE Ha3BaHHE OPraHU3aINH, JaXKe €CIIH OHO He

3aKpeIyIeHO B Y cTaBe 3TOM OpraHu3aluuu

10. /IokyMeHT HEe MOXKET COAepKaTh 00Jiee YEThIPEX aJIPecaToB

11. JIokyMeHT MOXeT ObITh YTBEPKACH JOJIKHOCTHBIM JIULIOM

12. B koHIIE 3ar0JI0BKa K TEKCTY JJOKYMEHTA TOYKA HE CTABUTCS

13. K noxymenTam, oopMIIeHHBIM Ha (hopmarte A5, 3arojIoBOK K TEKCTY HE COCTaBIISIETCS

14. Tekcr nokymenTta Ha popmare A4 odopMmisieTcs yepes NoaTopa HHTEpBaa

15. Tekct nOKyMeHTa MOXeET OBITh Mpe/cTaBjIeH B (popme TaOIHIIbI

16. Kosm4ecTBO JIHCTOB B MPHIIOKEHUN K TEKCTY HE YKa3bIBACTCS

17. B pacumdpoBke MOAMUCH HHUIMAIIBI BCET/AA CTOSIT 0 (haMUIuu

18. JloxyMeHTHI (PMHAHCOBOTO XapaKTepa MOTYT UMETh J[BE MOIMTUCH

19.0TmeTKa 00 UCTIOTHEHUH TOKYMEHTA MPOCTABISIETCS B JICBOM HUKHEM YTITy TIEPBOTO

JUCTa TOKyMEHTa

20.01™MeTKa O MOCTYIJIEHUH MPOCTABIISETCS TOJIBKO HA MPUCHUTAEMBIX (BXOISIINX )

JOKYMEHTaxX

Bbi0epuTe npaBWIbHbBIN OTBET.

K kasicoomy 3a0anuro oanvl 3 eapuanma omeema, u3z KOMopwix MoJIbKO 00UH 8epHblil. B
OanKe omeemos nocmagbme no0 HOMePoOM 3a0aHus OYK8y omeema, KOMmopbwlll Ha 8aut 83271510
A671eMCs NPABUTLHBIM.

1. JIuctel HyMepyIOTCH. ..

a) rocepeMHE HIKHETO MOJIs JIUCTa

0) nocepeIMHE BEPXHETO MOJIS JIUCTA

B) B IPAaBOM BEPXHEM YTITy

2. Hymeparus ctpanuil opopMIIsIIOT TaK. ..

a) 25

0) -25-

B) CcTp.25

3. CKOJIbKO CYIIECTBYET MOJIOKEHUH TadyasTopa

a)6

0) 8

B) 4

4. Ot HyJEBOTO MOJOXKEHUS Ta0yasITOpa OPOPMIISIOT. ..

a) HalIMEHOBaHHUE BU/IA IOKyMEHTA

0) agpecar

B) rpu¢ yTBepKIEeHUS

5. KakuM uHTEpBaIOM OTIEISAIOT APYT OT Apyra peKBU3UTHI IPH 0POPMIICHUH JOKYMEHTa Ha

¢dopmate A4?

a) OIMHAPHBIM

0) TBOMTHBIM

B) TPOMHBIM

6. Kakoii pekBU3UT HEe BXOJUT B cOcTaB OlaHKa mucbMa’?



a) CripaBOYHbBIC JaHHBIE 00 OpraHu3aluu

0) MeCTo U3JTaHMs

B) CCBUIKA Ha HOMEP U JIaTy BXOJSIIETO JOKYMEHTA
7. JOMKHOCTHOM OJIaHK SIBJIIETCS PAa3HOBHIHOCTHIO
a) oOmrero OJaHKa

0) O6;1aHKa MUChMa

B) OJJaHK KOHKPETHOTO BUA TOKYMEHTA

8. MoeT JIn MUHUCTP TIOANUCATh TOKYMEHT, O()OPMIICHHBIN Ha IOJDKHOCTHOM OJIaHKE
3aMECTHUTENSI MUHUCTpA?

a) MOXET

0) HE MOXKET

B) 110 KEJIaHUIO

9. PekBU3UT «CIIPaBOYHBIC JAHHBIEC 00 OPraHU3aum) 0(HOPMIISIOT
a) TOJIbKO Ha OJIaHKax MHMChMa

0) Ha Bcex OraHkax

B) TOJIBKO Ha OJIaHKEe KOHKPETHOTO BHJIA JIOKYMEHTA
10. Ha Gsranke cyObekTOB PO peKBU3UTHI OPOPMIIIOTCS
a) TOJILKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HAIIMOHAJIBHOM SI3BIKE

B) Ha JIBYX S3BIKaX: PyCCKOM H HAITMOHAJILHOM

11. Jlata moxymeHTa OPOPMIIAETCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHun JOTKHOCTHOMY JIMIY MHUIHAIIBI CTABST. . .
a) 10 hamMuIun

0) mocne dhaMuuu

B) 110 YCMOTPEHUIO CEKpeTaps

13. MecTto u3aanus foKymMeHTa 0(OpPMIIIETCS TaK

a) r.Koctpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxebHOoe MIChbMO MOXKET coJiepkaTh He OoJee
a) 4eThIpex aJipecaToB

0) IBYyX aJapecaToB

B) TpeX aJpecaToB

15. 3aro0BoK K TEKCTY COCTABIIACTCS K JOKYMEHTaM, 0(DOPMIICHHBIM. . .
a) Ha popmare A4

0) Ha popmare AS

B) Ha JIT000M (hopmaTe

16. Tekct nokymenta Ha hopmare A4 0HOPMIISIOT. .
a) yepes OJMH UHTEpBAJ

0) yepe3 nosiropa UHTEPBAJIA

B) uepe3 /iBa MHTEpBaJa

17. Pezomroninto opopmIIsier. . .

a) PyKOBOJUTEID

0) cexperapp

B) HCIIOJIHUTENb

18. B pekBU3UTE «OMUCHY WHUIIUABI CTABSIT. ..

a) 1o hamunnu

0) nocie pammmu

B) HE UMEET 3HAUYCHUS



19. OTmetka o mocTyruieHuu oGopMIIsIeTcs. ..

a) Ha MOCTYNALIUX JOKYMEHTaX

0) Ha OTIIpaBJISIEMbIX JOKYMEHTaX

B) Ha BCEX JIOKYMEHTax

20. Pe3ynbTaT paccMOTpeHHs JOKYMEHTa pyKOBOUTENEM O(opMIIsieTcs. . .
a) TpuQoM yTBEpKIACHUS

0) pesomonuei

B) rpu(oM COTIacoBaHUS

YPOBEHbD B.

BcraBbTe nmponyuieHHbIe B TEKCTE CJI0BA.

1. ®opmynsap nokymeHTa — 3TO HabOp o(HINATBHOTO MMCHMEHHOTO
JIOKYMEHTA, PacIoJIO’KEHHBIX B ONPEeIeHHOM .

2. biiank qokymMeHTa — 3T0 Habop , UIEHTUDUITHPYIOTITII

O0(pUIMATIEHOTO MUCbMEHHOTO JOKYMEHTA.

3. Ecimn Teker moxymenTa Ha popmare A4 HaredaTaH yepe3 MoJATopa HHTEPBaIa, PEKBU3UTHI
OTJIEIIAI0 APYT OT JIpyra MHTEpBaJIlaMU.

4. PexBU3UT «CIIpaBOYHbIE JaHHBIE 00 OpraHu3au» 0(QOPMIIIOT TOJIBKO B OJIaHKE

5. JlaToit mokymeHTa SIBJIIETCSI 1aTa €ro 158105

6. YTBepkieHue — 3TO 0COOBIH CIIoco0 JIOKyMEHTA TIOCJIE€ €T
, CAHKITMOHUPYIOIINN pactpoCcTpaHEHUE ACHUCTBUS TOKyMEHTA Ha
ONIPENIETIEHHBIN KPYT JINLL, TPAKIaH, OpraHU3aIHi.

7. Pe3omonus — 310 Ha IOKYMEHTE, C/IeIaHHas
U cojeprKaIiasi IpHHSTOE
8. 3aroJIoBOK K TEKCTY JOKyMEHTa 0(popMIIsieTCs B WIIH
najiexe.

9. PexBU3HT «0TMETKA 00 MCIIOJHEHNUHN JTOKYMEHTA U HAIPABJIICHUH €T0 B JIEJI0» 0POpMIISeTCs
B 4aCTH HWKHETO TIOJISI J¥CTa IOKyMEHTA

10. OTMeTKy 0 TIOCTYIUICHUH IOKYMEHTa IIPOCTABIISIOT B HWKHEM
yriIy JMCTa JOKYMEHTA.

IIpakTuyeckas padora Nel
Tema:«OcHOBHBIE IOHATHS JOKYMEHTAIIHOHHOTr000ecneYeHHsl yIIPaBJIeHUsD)
Haumenosanuepabomuol: «Cocmasnenue u opopmienue paziuiuHovix U008 0;1aHK0G
Llenu pabomoi:cOBEPIICHCTBOBAHNE HABBHIKOB COCTaBJICHHS M OQOPMIICHHUS IOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMU

3aganue 1. Haueptute Ha mnotHoil Oymare (Batman) ¢opmarta A4, B macmrtabe 1:1,
(bopMyIISIpBl YIIIOBOTO M TPOAOJIBHOTO ONAHKOB C YKa3aHHEM HOMEpPOB PEKBH3UTOB Ha JIMIIEBON
CTOpPOHE, 3 HAUMEHOBAaHUI PEKBU3UTOB — HA 00OOPOTHOM.

3apanme 2. Odopmure MakeT OnaHka MUcbMa (YrJIOBOE PacloioKeHNUE PEKBU3UTOB IITaMIIa
6manka):0OAO «MocTtopr».

CrpaBouHble aaHHble 00 opraHuzammu: Mocka, 131564, KpachHompecHeHckasiHab. , 15;
tenerpag: Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacHonpecHeHckoM ¢unnaie MockoBCKOro kommepueckorobanka, MOO
26894, xon OKIIO 985623, OI'PH 345123789023, MHH/KIIIT

4500583453/02387560.

3apanue 3. Odopmure MakeT OigaHKa NMHcbMa (MPOJOJIBHOE PACIOI0KEHHUE DPEKBH3UTOB
mramia OJaHKa), COCTaBUB CAaMOCTOSITENIbHO HEOOXOJUMbIE PEKBU3UTHI.



3ananue 4. Odopmure MakeT OJaHKa KOHKPETHOTO BUJAA JOKYMEHTa (TpUKa3a) ¢ YriOBBIM
pacroyiokKeHueM PEKBU3UTOB: TOBAPHBIH 3HAK WM 3MOJieMa MpeAnpusTUs (1o BalieMy YCMOTPEHHIO)
AO «bepe3kay, mpukas, gata puKa3a u ero Homep, r. KoHCTaHTHHOBCK.

3aganue 5. Odopmure Maker ONaHKa KOHKPETHOTO BHUAA JOKYMEHTa (IPOTOKOIA) C
IIPOJIOJIBHBIM  pacriosiokeHneM pekBu3ntoB: OAO «I'A3», mpoTokos, Jata 3acefaHus, HOMEp
IIPOTOKOJIA, I'. KOHCTaHTHHOBCK.

3aganue 6. Opopmurte MakeT OIaHKa JOIHKHOCTHOTO JIHMIA (MIP BAaIIero TOpoja), COCTABUB
HEO0XOIMMBIE PEKBH3HUTHI.

IIpakTnueckas padora Ne2
Tema:«OcHOBHBIE OHATHSA JOKYMEHTAIIMOHHOTO 00ecrieYeHHs1 YIPaBJIeHUs»
Haumenosanuepabomul: «Oghopmnenue ochosnuvix pexeusumos ¢ coomeemcmeuu c 'OCT P
6.30-2003»
Llenu pabomol: COBEPIICHCTBOBAHWE HABBHIKOB COCTABJICHHS W O(GOPMIICHHUS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUAMU

3apanue 1. OhopMuTe PEKBUBHUT «aapecaTy:

a) razosvim cnocobom:

1. MunuctepceTBo o Hasoram u cbopam HavganeHuk otnena niuanupoBanus Kpacuos B. U.

2. Hupextop 000 «Opouta-cepsuc» CokosoB B. @. 125789, r. CmoneHck, y 1. LlentpanbpHasi,

28.

3. Yyrynosa T.JI. , 123456, Mocksa, yi. ABTO3aBoJicKas, 1. 23, KB. 12;

0) ueHmpupPoOBaAHHBLIM CHOCODOM:

4. BOopoHEKCKHI TOCYTapCTBEHHBI YHUBEPCUTET DaKynbTET KyPHATUCTHKA 3aB . Kadeapoid
npodeccop Bazemckuii B. B.

5. JlokymeHT HampaBisieTcs: B nBa azapeca: 1) AO «benbiii Betepy» ['eHepaabHBIN TUPEKTOP
Kykos M. U.; 2) npubopocTpouTenbHbIi 3aBoJ «nekTpon» Otnen mapketunra Ct. meHemkep JI. 3.
CoxkoJoBa.

3apanmue 2. OhopmuTe rpud yTBEpKIACHUS:

a) ¢nazosvim cnocodoom:

1. YtBepxkaaro Jupexrop 000 «Jlakmun» B. A. Tumodeen «15 » mapta 2010 rona.

2. Y1Bepxkaeno [Iporokon 3acenanust Coera nupexktopoB N212 ot 23 mapra 2010 roaa.

0) ueHmpupPoOBaAHHBLIM CHOCODOM:

3. Y1Bepxkaeno Pemenue obmero coobpanus akuuonepoB N207 ot 12 mas 2010 rona.

4. JIokyMeHT yTBEp:KJIeH ABYMS JOJKHOCTHBIMU JIUIIAMU:

1) YBepxknato Jupextop AO «IIpoton» I'. U. bopucos « 12» anpens 2010 roaa.

2) YrBepxknato upekrop AO «Ksant» B.W.Jlonros «13» anpens 2010 roxa.

3aganue 3. Odbopmure Ha3BaHKUE BHJIA JOKYMEHTAa U 3aroJIOBOK K TEKCTY 3TOTO JOKYMEHTa
LEHTPUPOBAHHBIM U (IarOBBIM CLIOCOOAMHU, YIIOTPEOUB HYKHBIH MaIeK:

a) MPUKa3 0 BBEJCHUH UHCTPYKILUHU MO MPOTUBOMOXKAPHOH 0€30MacCHOCTH;

0) MPOTOKOJI O 3aceJaHNK COBETA MO MPO(UIAKTUKE MPaBOHAPYILICHUH;

B) CIIpaBKa O COCTOSTHUM YCIIEBAEMOCTH B y4eOHOM TpymIe;

T') aKT 00 MHBEHTApHU3AIMH HATTUYMs JCHEKHBIX CPEJICTB.

3ananue 4. OPopMuUTE OTMETKY O HATMUUU NPHIIOKCHHS:

1. IIpunnoxxenne. Ha 2 1. B 4 7k3.

2. IMpunoxenue. ['ocynapcTBeHHas cucTeMa JOKYMEHTAIIHOHHOTO OOECTIeUeHUs YIpaBIeHHUs,

3 3K3.

3. Ilpunoxxenue

1. [Inan pacnpenenenus odydaromuxcs no oobeKTam Ha 3 1. B 2 9K3.

2. OTueT 0 pacmpeeleHnH 1Mo 0ObEKTaM Ha BpeMs MPOU3BOJICTBEHHON MPAKTUKH, B 2 2K3. Ha
3.

3ananue 5. OpopMuTe peKBU3UT «IOAMUCHY. JIOKYMEHT MOANUCHIBALT:



1. Jupexrop [enapramenTa BHewmHuX cBsi3ell P.A.Epoxuna.

2. HayanpHUK CICACTBEHHOIO OT/IE]IA, IIOJKOBHUK rocThIiny B.B.UibuH.

3. dupexrop B. E. CemenoB u HaganbHuK (pruHancoBoro ynpasienus f. 3. Koposne 3A0 «
dakem».

4. Komuccust B cocrase : mpezacenartesnb komuccun [lonomapesa B .JI., unensl komuccuun
[Toramos P. T. , Ceupuzos P. B.

5. JIBa pykoBOAMTEISI paBHO3HAYHBIX JIOJDKHOCTEH: HauanpHUK nemapraMenTa HHPOpPMAaLuu U
neyatd MU Jla Poccuu P. H. CtenanoB u JJupekrop nenapramMeHTa 1o CBA3SM C 00IIECTBEHHOCTHIO
Muno6pazoBanust Poccun JI. E. HoBuukos.

3aganue 6. OpopmuTte rpud coriacoBaHHUS:

a) ¢nazoevim cnocovom:

1. CornacoBano Jupexkrop BO «IIponuntopr» K. A IlepsizeB «10» anpens 201 O roxa.

2. Cornacoano [Ipotokos N!! O6 ot 23 mapta 2010 roa 3aceranust IUKIOBON METOTUIECKOM
KOMUCCHH;

0) uenmpuposaHHvIM _cnocodom:

3. CornacoBano [upekrop bankoBckoro xosemka N2 45 M. A MoxoB « 12» anpenst 2010

roja.
4. CornmacoBano Pemenue coOpanust TpyaoBoro koyuiektuBa ot 14 anpens 2010 roxa.

Tema 1.3. CucremMbl JOKYMEHTaLUH
IIpakTuyeckast padora Ne3

Tema:«CucTeMbl JOKYMEHTAIIMOHHOI 0 00ecreyeHusl yIpaBJIeHHus»

Haumenosanuepabomol: «Cocmaenenue u ogpopmienue opeanu3auuoHHuIX 00OKyMEHMo06»

Llenu pabomul: COBEPIICHCTBOBAHWE HABBIKOB COCTaBIICHUS M O(QOPMIICHUS JOKYMEHTOB B
COOTBETCTBHUH C TPEOOBAHUSIMHU

3ananue 1. CocTaBuTh JOJKHOCTHYIO HHCTPYKLIMIO COTPYIHHKA.

3apanue 2. OGopMHUTh B TOHDKHOCTHON MHCTPYKIIMH HEOOXOIUMBIC TIOAIMHUCH U OTMETKH.

PACIIOPAAUTEJBHBIE JOKYMEHTbI
Teopernyeckue BONpPOCHI

N3 xakux yacTeil COCTOUT TEKCT MpuKasza’?

Kak ¢popmynupyeTcs 3arojoBoK K npukasy?

Kak ¢popmynupyroTcst myHKTHI TpuKa3a’?

Kaxo#t hopmynupoBKo#t 3aKaHYMBASTCS TEKCT MpUKa3a’?
Kornma uznaercsa pacnopspkenue?
Kak ¢popmynupyeTcs 3aroJoBOK K pacopsiKeHUIO?
Kakumu cnoBamu HauMHAETCS pacOPSAIUTENbHAS YaCTh PACIIOPSHKEHUs ?
Ha xakom Gnanke odopmisieTcst pacnopspbkenue?
B kakux ciydasix uzaercs ykasanue?
10 Kak ¢popmynupyeTcst 3arojgoBoK K yKazaHuio?
11. KakuMu c10BaMH MOKET HAUMHATHCS PACTIOPAIUTENbHAS YaCTh YKa3aHUs?
12. Kakoit hopMyarpoBKOW 3aKaHUNBAETCS TEKCT YKa3aHHs?
YPOBEHbD A.
Bri0epute BepHOe yTBep KAeHHE
1. Pemenue u3naercs Ha OCHOBE KOJUIETHAIbLHOTO PYKOBOJICTBA
2. TekcT puKa3a 0 OCHOBHOM JIEATENBHOCTH ,KaK MPaBUIIO, COCTOUT U3 JIBYX YacTei
3.KoHcTaTupyrormiast 4acTh TEKCTa B MPUKa3€ 10 OCHOBHOM JESITETEHOCTH MOYXKET
OTCYTCTBOBATH
4. TTyHKTBI TEKCTa IPHUKa3a B PACTIOPSIUTENBHON YaCTH HYMEPYIOTCS apaOCKuMU Iuppamu
5.IIpukaspl IO OCHOBHOM JIEATEIBHOCTH | 10 TUYHOMY COCTaBY UMEIOT OOIIYIO
HyMEpPALHIO
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6.PekBM3UT «OTMETKAa O HAIMYHMU MPHIOKEHHUS» TOCIE TEKCTa MPUKa3a CaMOCTOSATEILHO HE
odopmisieTcs

7.3aro0BOK K TEKCTY MPHKa3a 10 OCHOBHOH IESATEILHOCTH (pOpMyIHpyeTcs B

POIUTENBHOM HAAEIKE

8.IIpuka3 Mo OCHOBHOM JEeATEIBHOCTH, KaK IPABUIIO, ITOAMUCHIBACT PYKOBOIUTEH

OpraHu3anuu

9. [locTaHOBNECHHUS U PEIICHUS] UIMEIOT OJHY MTOAINCH

10. PacniopsimuTenbHbIe TOKYMEHTHI BCTYIAIOT B CHITY C MOMEHTA UX TIOITUCAHUS

Bri0epuTte npaBuJbHBIH OTBET.

K xascoomy 3adanuro oanvl 3 eapuanma omeema, uz KOmopuvlx MOoaAbKO 00UH 8epHblli. B bnanke
omeemos nocmasvme NOO HOMEPOM 3a0anusi OYK8Yy omeema, KOMOpblil HA 8aul 632140 AGJAEnCsl
NPaABUIbHBIM.

1. PacniopsauTenbHbIid JOKYMEHT, KOTOPBIHM U3/1aeTCsl HA OCHOBE €IMHOHAYAIINS

a) pelieHue

0) mpukas

B) [TIOCTAHOBJICHUE

2. PaciopsimuTenbHBIN TOKYMEHT, KOTOPBIH N3/1aeTCsl HA OCHOBE KOJUIETHATIHHOTO

PYKOBO/JICTBA

a) npukas

0) perenue

B) PacopsiKEeHUe

3. U3 CcKONBKHX COCTaBHBIX YacTed, KaK MpPaBHIIO, COCTOMT TEKCT PaCIOpPSIUTEIHHOTO
JOKYMEHTa

a) U3 IByX

0) 13 ogHOM

B) U3 TpeX

4. ®aMuIUI0 U JOJDKHOCTH WCHOJHUTENS B PacHOpPSIUTENBHON 4acTH TEKCTa MpHKasa Io
OCHOBHOM JI€ATEIbHOCTH YKA3bIBAIOT

a) B IMEHUTEJIBHOM I1aJIeXkKe

0) B pOJIUTEIIBHOM NAJEKE

B) B JIaTE€JIbHOM IaJIeXKe

5. B cocTaB pekBU3UTOB MPHKa3a [0 OCHOBHOM AEATEIHLHOCTH HE BXOJAUT PEKBU3UT

a) rpu¢ yTBepKIeHuUs

0) 3aroJIOBOK K TEKCTY

B) HOMEp JOKYMEHTAa

6. [Ipukas Mo 0OCHOBHOM JA€ATEILHOCTHU MOANUCHIBAET

a) pyKOBOJUTEIb

0) cexperapb

B) HCIIOJHUTENb

7. [locTraHoBNEHNE MOAMUCHIBAET

a) pyKOBOJUTEIb

0) cexperapp

B) PYKOBOJUTEIb U CEKPETAPh KOJIJIETHAIBHOIO OpraHa

8. ITpuka3 mo OCHOBHOM AEATEIBHOCTU O(QOPMIISIOT

a) Ha OlaHKe MUChMa

0) Ha OaHKe KOHKPETHOTO BU/a JOKYMEHTa

B) Ha JIOJDKHOCTHOM OJIaHKe

9. CnoBo «IIpHKa3bpIBalO» B TEKCTE IpHKa3a MO OCHOBHOM AEATENBHOCTH O(QOPMISIOT B
CIIEYIOIEM HallMCaHUH

a) [IPUKA3BAIO

0) npuKa3bIBaIo

B) [IpukassiBaro



10. PacniopsinuTenpHasi 4acTh B paCHOPSDKEHUH HAUUHACTCS CIIOBOM
a) [IPE/IJTIAT'ATIO

0) PEIHAET

B) [IOCTAHOBIJIAET

YPOBEHbD B.

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. OpranuzannoHHO-PACTIOPSIAUTENBHBINA JOKYMEHT — 3TO BHJI IMCBMEHHOTO JIOKYMEHTA, B
KOTOPOM  (DUKCHUPYIOTCS aJMUHUCTPAaTUBHBIX M OPraHMU3al[MOHHBIX
BOIIPOCOB, a TAK)KE BOIIPOCOB ,

B3aUMO/ICHCTBUS, 00eCIIeUeHUS U peryJIMpOBaHus JESITEIbHOCTH OPraHOB BJIACTH,

YUPEKIACHUH, TPEANPUATHNA U OpraHnu3alui, UX NOApa3AeIeHUN U JOJDKHOCTHBIX JIULI.

2. TlocraHOBNEHHE — 3TO TPABOBOM aKT, NMPHUHUMAEMBIH BBICHIMMU WM HEKOTOPBIMHU
LEHTPAIbHBIMM  OpraHaMH BJIACTH, JICHCTBYIOUIUMH Ha OCHOBE
yIpaBi€HHUs, B LEIAX paspelieHuss Haubosiee BaXHBIX U
MPUHIMIHAIBHBIX 3a/1a4, CTOSIIUX Mepe]l TaHHbIMU OpraHaMH, U YCTaHOBJICHUS! CTAOMIIBHBIX HOPM,
MIPaBHII

3. Pemenne — 3TO pacmopsAMTENEHBIA JTOKYMEHT, KOTOPBIA SIBIISIETCS TPABOBBIM aKTOM,
IIpUHUMAaCMbIM BJIaCTH.

4. PacriopspkeHHE — 3TO yIpaBJIeHHs TOCYJapCTBEHHOTO
OpraHa, UMMM BIACTHBIA XapaKTep, U3/IaHHBIM B paMKax MPHUCBOCHHOIO JOJHKHOCTHOMY JIMILY,
rOCYJapCTBEHHOMY OpraHy KOMIIETEHIWH, HMEKUIUN CWIy I TpaxIaH U
OpraHu3aluii, KOTOPHIM pactopsiKeHHE apecOBaHO.

5. Tlpuka3 — 95TO MpPaBOBOW aKT, W3JAaBAEMBIN OpraHu3alluu,

JEMCTBYIOIIEN Ha OCHOBE .
6. TekcT pacnmopsiAUTETHLHOTO JOKYMEHTA Yallle BCEr0 COCTOMT M3 JIBYX B3aHMO3aBHUCHUMBIX
JacTeH - u .
7. B 3aBEUCHUMOCTH OT BHJia JOKYMEHTA PacHopsIAUTEIbHAS YaCTh HAYMHACTCS CIIOBAMM:
— B IIOCTaHOBJICHHUU; — B PCIIICHUH,
— B PaCIOPSKEHUU; — B IIpUKa3e.
8. PexBM3UT «OTMETKa O HAIMYUK NPWIOKEHHUS» II0CIAE TEKCTa PaclopsaUTeIIbHOTO
JIOKYMEHTa CaMOCTOSITEIIBHO .
9. TekcT pacmopsaAUTEIBHOTO IOKYMEHTA JOJKEH UMETh 3ar0JIOBOK, KOTOPBIN
dhopmynupyercs B najgexe.
10. Ilpukassl U pacrmopsHKEHUS TOAMUCHIBACT 5 R0

11. IlocTaHOBIEHUS U PEIICHUS UMEIOT JBE MOANMUCH —
u KOJUIETHAJIBLHOTO OpraHa.
12. PacniopsiniuTenbHbIE JOKYMEHTHI BCTYNAIOT B CHIIY C MOMEHTA MX
WM TOBEIEHMS 10 CBEACHHUS.

IIpakTnyeckas padora Ne4
Tema: «CucteMbl IOKYMEHTAMI»

Haumenosanuepabomuoi: «Cocmasnenue u opopmnenue pacnopaoumenvHoil
OOKyMeHmayuu»

Llenu pabomul: COBEpIICHCTBOBAHNWE HABBIKOB COCTABJICHUS U OGOPMIICHHUS TOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMHU

3aganue 1. CoctaButh U 0GOPMUTH JOKYMEHT. PacmopsbkeHue o MOBBIIIEHHH KBaTA(UKAIIH
nepcoHana. B cBs3M ¢ mepexooM Ha HOBYIO CHUCTEMY aJIMUHHCTPHPOBAHMUA W NPEACTOSIICH



aTTecTalMu pabOTHUKAM MPEAJIOKEHO MpoTH o0ydeHHe Ha KypcaxX MOBBIIICHUS KBaIH(HUKALINW;
CEeKpeTaplo OT/ella — MPEJOCTAaBUTh I'padUK MPOBEICHHS 00OYUEHHs COTPYIHHKOB OT/IENA.

3apanue 2. CoctaBuTh U OQOPMHUTH JOKyMEHT. PacropsbkeHue HadalbHUKa OTHENa O
Hag0aBKax 3a BBICIYTY JIET K okiany B pazmepe 20-30% cnenmanucram oTaena.

3amanue 3. CoctaBuTh 1 0OPMHUTH JOKYMEHT. YKa3aHue o rpaduke otmyckoB Ha 2012 ron.
st cocraBieHusi rpaduka OTITYCKOB TPEAJIAaraercss COCTaBUTh CIMCKU PA0OTHHKOB C yKa3aHUEM
CpOKa IPEAIOoIaraéMoro exeroJHoro omiayuBaeMoro ormycka B 2012 roay. Ilepenats cocraBiieHHbIe
CIIMCKH B OTJEJ KaapoB 10 | HIoHS.

3aganue 4. OpopmMuTe MPUKa3 M0 OCHOBHOU JCSITEIHLHOCTH.

3akpeiToe akimonepHoe oomiectBo « BAK»

[Ipukas

15.04.2010 N15

KoncranTuHOBCK

O coznanun pabo4Mx CEKTOPOB B YTIPABIEHUH [TPOU3BOJICTBA U BHEAPEHUS NH(DOPMALIMOHHBIX
CUCTEM

B nensx coBepiieHCTBOBaHUS OpraHu3aluy paboThl YTpaBiaeHUs IPOU3BOICTBA U BHEAPEHUS
nH(pOPMaLMOHHBIX cucTeM MpukasbiBato: 1. Co3naTeh B YIpaBlieHUM IIECTh PabOYMX CEKTOPOB:
pa3paboTKH MPOrpaMMHOTO OOecTeyeH sl, COPOBOXKIEHUS HHPOPMAIIMOHHBIX CUCTEM, OIIEpaTOPOB
00paboTKN JaHHBIX, OOCITYKUBaHUS KIMEHTOB, TEXHMUYECKOIO OOecreyeHus], TOKyMEHTAallMOHHOTO
obecnieueHus ympasineHusa. 2. HauvanbHuky VYmpaBieHuss NpoM3BOJACTBA UM BHEIPEHUS
nHpopmanunoHHbIx cucteM FO. C. PyeHKO NOAroTOBUTH MPOEKTHI MOJI0KEHUH 0 pabodynX CEKTOpax.
3. HavanpHuky otaena kajapoB B. B. BacwibeBoil BHECTH M3MEHEHHsI B LITAaTHOE PACIHCAHUE U
YKOMIUIEKTOBATh MITaT pabouux ceKTopoB. 4. KOHTpoJsb 3a MCIONHEHHWEM IpHKa3a BO3JIOKUTH Ha
nepBoro 3amecturens aupekropa A. C. Koponesy.

I'enepanpublii nupekTop B. A. Skosines.

3ananmue 5. CoctaButh 1 0QOPMHUTH JOKYMEHT. [locTaHOBIIEHHE O TPEMUPOBAHUH PAOOTHHUKOB
COIMAJIBHO — 3KOHOMMYECKOro oTnaesia AnMuHUCTpaun KOHCTaHTHMHOBCKOTO paiiOHA 3a BBICOKHE



nokasarenu paboTsl oTaena. [Ipemust BbiaeTcs u3 GoHAa MaTepUATBHOTO MOoMIpeHws B pasmepe 60%
€KEMECSIYHOIO JIOJPKHOCTHOTO OKJIaja.
NHO®OPMAINNOHHO-CITPABOYHBIE JOKYMEHTbBI
AKT
Teoperudeckne BONpPOCHI

1. Kem cocTaBisitoTcst akTb1?

2. Kakue pyOpuKH BBIACTSIOTCS BO BBOJJHOW YacTH aKTa?

3. UTo yKa3bIBalOT B KOHCTATUPYIOIIEH YacTH aKkTa?

YPOBEHbD A.

BobiGepuTe BepHOe yTBep:KIeHNE

1. AKTBI, KaK MPaBUIIO, TIOVICKAT YTBEPHKACHHIO

2. Akt MoxeT opopMITATECS Ha TpadapeTHoM OTaHKe

3. Harrie Bcero aKThl COCTABIISTFOTCS KOMUCCHEH

4. AKT MOJKET CITy’KUTh OCHOBAaHUEM JUIS1 U3/IaHUsI pacTiOpsSIMTENIbHOTO JOKYMEHTa

5. Hannume 3aKimounTebHOM YacTy TeKCTa akTa 0053aTelTbHO

Bbi0epuTe npaBuIILHBIN OTBET.

K kaosrcoomy 3a0anuro oanwvl 3 sapuanma omeema, uz KOmopbix moJibKo 0OuH 6epHbiil. B

OnanKe omeemos nocmagbme NOO HOMEPOM 3a0anusi OYKEY omeema, KOMOpblll HA 8aul 83271510
AGNIAEMCA NPABUTLHBIM.

1. City»xkeOHBII aKT COCTaBIISIET U IO IITHUCHIBACT

a) PyKOBOJUTEITH

0) MCTIOJTHUTEITb

B) KOMHUCCHS

2. OcHOBaHHEM 1Sl M3JaHHS KAKOTO PAacIIOPSAUTEILHOTO IOKYMEHTA MOXKET OBbITh aKT

a) [Ipukas

0) Pemienne

B) Ilocranornenne

3. [laroii akTa sIBIISICTCS

a) [lara yrBepkaeHus

0) Jlata akTupyemMoro coObITHs

B) lara moamucanus

4. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBH3UT

a) ['pud cornacoranmst

0) ['pud yrBepkneHus

B) OT™MeTKa 00 HCIIOJIHUTEIIC

5. B cocraB peKkBH3UTOB aKTa HE BXOJUT

a) ['pud yrBepxieHus

0) I'pud cornacoBanms

B) 3aroJI0BOK K TEKCTY JOKyMEHTa

6. CkoJbKO YacTeil COIEPIKUT TEKCT aKTa

a) ozHy

0) Be

B) TpU

7. 3arooBOK K TEKCTY akTa (hopMyIupyeTcs

a) B IMEHUTEJIbHOM Ta/IeKe

0) B pOIMTEIBHOM IaJEXKe

B) B IIPEVIO’KHOM TIaJIEKE

8. Crnienyer i yKas3bIBaTh IOJDKHOCTH YJICHOB KOMUCCHH TPU OPOPMIICHUN PEKBH3UTA

(TIO/TIHCH)

a) [la

0) Her

B) [lo >xemanuto cexperapst



9. B CKONBKUX AK3eMIUIIpax 0POPMITIETCS aKT

a) B tpex

0) B ueTbipex

B) B ckonbkux HE0OX0, MO

10. Kaxkast gacTb TeKCTa aKTa MOJKET OTCYTCTBOBATh

a) BeojiHas yactb

0) Koncratupyroras

B) 3aKITIOUMTETbHAS

YPOBEHbD B.

BcraBbTe nmponyuieHHbIe B TEKCTE CJI0BA.

1. AKT — 3TO JOKYMEHT, COCTaBJIECHHBII , KOTOpBIN
MOJTBEPIK/IA€T YCTAHOBJICHHBIE (DAKTHI U COOBITUS

2. AKTBI YaIie BCero COCTABIISIOTCS MIOCTOSTHHO JICHCTBYIOIIMMUA

3. JlaTta 1 MecTa COCTaBJICHHUS aKTa JIOJDKHBI COOTBETCTBOBATH JaTE H MECTY

4. AKTBbI, KaK [PaBUJIO, YTBEPKAAIOTCA YUpEKACHUS.
5. [locne cnoB «4IeHbl KOMUCCUN HE CTaBUTCH.




IMPOTOKOJI
Teopernueckue BOnpochl
1. HazoBute pyOpuKH BBOJHOM YacTH MPOTOKOIA?
2. M3 kaKkux pa3/iesoB COCTOUT OCHOBHAS YacTh IPOTOKOJIA?
3. Kak ¢opmynupyeTcst moCTaHOBIIAIONIAS YaCTh MPOTOKOJIA?

YPOBEHbD A.

BriOepuTe BepHOe yTBep:KIeHUE

. B xpaTkoM pOTOKOJIE MPUBOIATCA TEKCTHI BHICTYILICHUM

. [JlaToi1 mpoToKoJIa ABIIAETCS 1aTa MPOBEACHUS 3aCeAaHuUs

. B mporokosie 00s3aTeIbHO YKa3bIBACTCS KOJMYECTBO MPHCYTCTBYIONTUX

. B Tekcre mpoTtokosa MoxeT orcyrcTBoBaTh MyHKT BBICT YITNJIN

. B mpoTokosie yKka3pIBaroTCs pe3ynbTaThl TOJIOCOBAHUS

. IIpoTOKOJI COCTaBISAETCS B OJTHOM IK3EMILISIPE

. [IpoTOKOJI MOANMMUCHIBAIOT MPEICEATENIb U CEKPETaph KOJIIETHAIbHOTO OpraHa

. Ha pacmmpeHHbIX 3aceJaHUsIX COCTaB MPUCYTCTBYIOMINX YKa3bIBAETCS KOJTUIECTBEHHO

9.BrInKCcKa U3 MPOTOKOJIA YIOCTOBEPSETCS 0(hOPMIICHIEM PEKBU3UTA «OTMETKA O

3aBEPEHUU KO

10./laToii BEIMUCKH M3 TIPOTOKOJIA SIBJIICTCS JaTa, yKa3Has Kak JiaTa MO THCaHMs

MPOTOKOJIA

Bri0epuTte npaBuJbHbBINH OTBET.

K xascoomy 3adanuto oanvt 3 6apuanma omeema, uz KOmopwvlx MoaAbKo 00UH 8epHblll. B bnanke
0meemog nocmasbme NOO HOMEPOM 3a0anusi OYKEY omeemd, KOMOpbwlil HA 8aul 6327150 A611emcs
NPABUNLHBIM.

1. laToii mpoTOKOJIA SBIISETCS

a) ;maTta 3aceaaHus

0) mata opopmIeHUS

B) J1aTa MOJIKUCAHUS

2. VI3 CKOTbKHX YacTe COCTOUT TEKCT ITPOTOKOIA

a) ogHOM

0) 1Byx

B) TpexX

3. Bompocsel moBecTku AHS B IPOTOKOJIE (POPMYIUPYIOTCS

a) B IMEHUTEJILHOM Majiexe

0) B IIPEUIOKHOM Ma/IeKe

B) B BUHUTEILHOM MaJIEKE

4. TIpoTOKOJ MOANUCHIBAET

a) pyKOBOJUTEIb

0) cexperapb

B) MpejcenaTellb U CeKpeTaph KOJIErHaabHOTO OpraHa

5. Kakas dacTtp B cxeMe OCTPOEHHUsI OCHOBHO YacTH MPOTOKOJIA MOKET OTCYTCTBOBATh

a) CJIVIIAJIN

0) BRICTYIINIJIN

B) [IOCTAHOBUJIN

6. [IpoTokos opopMITSIIOT

a) B OJTHOM DK3EMILISIpE

0) B IBYX dK3eMIUIIpax

B) B TPEX IK3EMILISpax

7. JlaToi BBIMHUCKH U3 MPOTOKOJIA SBISETCS

a) nata oopMIICHHSI IPOTOKOJIA

0) nara, ykazaHHas B OTMETKE O 3aBEPEHUU KOTIUU

B) JlaTa TMOJIUCAHMSI IPOTOKOJIA

coO~NO OIS~ WN -



8. Beimucky 13 MPOTOKOJIA MOITUCHIBAET

a) pYKOBOJUTEID

0) 3aBenyroIIMI KaHLEeIsIpUel

B) CEKpeTapb, 0(OPMHBIIHIA BBIITUCKY

9. Kak opopMIISIOTCS B TEKCTE MPOTOKOJIA, IPUCYTCTBYIOIINE, €CIH UX 22 YeJIOBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK IPUIIAraeTcs)

0) [IpucyrcTBOBaNM: MEPEUUCIAIOTCS (PaMUIINN TPUCYTCTBYIOIINX B aj(aBUTHOM

MOPsIZIKE

B) [IpucyrcTBoBanu: 22 yenoBeka

10. TTpoTOKOJIBI YTBEPIKIAFOTCS

a) Bcerja

0) yTBEpKJIEHUIO MOJIeKAT HEKOTOPBIE BU/IbI TPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJIUTENS

YPOBEHD B.

BceraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. B 3aBucuMoOCTH OT MOJIHOTHI OCBEIEHUS XOJa 3aceJaHHsl MPOTOKOJbl MOTYT OBITh

"

2. Tekct mpoTOKOJIa COCTOMT M3 JIBYX YacTeil: BBOIHOU H .

3. KommuectBo yKa3bIBaeTcsi 0043aTeNbHO, TaK KaK OT 3TOrO 3aBUCHUT
KBOPYM IIPH MIPUHITHAN PEHICHUS TOJI0COBAaHHEM

4. Ha pacumpeHHbIX 3aceJaHusIX ¢ O0JIBbIINM YHCIIOM MPUCYTCTBYIOIIHUX UX COCTaB

YKa3bIBACTCS
5. Kaxp1ii Bompoc MoBecTKU AHS apa0bckumu udpamu,
0hOopMIIIETCS C KPACHOU CTPOKHU M (JOPMYIIUPYETCS B najiexe.

6. Kaxxaplii MyHKT TOBECTKH JTHS CTPOUTCS IO CXEME: ,

7. Eciiu Bonpoc He 00cyKaancs, MyHKT MOET OTCYTCTBOBATb.
8. IIpoTokos oopmitsieTcst B IK3EMILISIPE
9. Brimucka U3 mpoToKoJa yA0CTOBEpseTcs: 0(hOpMIIEHUEM PEKBU3UTA

10. HaTOﬁ BBIIIMCKH U3 IMIPOTOKOJIA ABJIACTCA JaTa, yKazaHHasA

JAEJIOBOE ITUCBMO
Teopernyeckue BONpPOCHI
1. Kakue pekBU3UTHI BXOJAT B COCTaB OJIaHKa ISl UceM?
2. Kakue Bapuantsl oopmMieHus OJaHKOB CITYyKEOHBIX IMHCEM BbI 3HaeTe?
3. B xakux ciydasx ciyxeOHOe MHChbMO cocTaBisieTcs Ha Oianke popmara AS?

YPOBEHbD A.

Bri0epute BepHOe yTBep:KIeHUE

1. Tekcr cimyx’eOHOTO MUChbMa MOKET OBITh MPOCTHIM

2. ToH ciy)e0HOTo MUChbMa 3aBUCUT OT €r0 COJep KaHUs

3.B TpadapeTHOM TEKCTE HE ClleAyeT HaunHaTh TEKCT CO CBOOOIHOIO MECTa, OTBEICHHOTO IS
nepeMeHHoN nHpopMauu

4. B ciy>xeOHOM MHCbMeE TEKCT MUIIETCs OT 1-ro JIMia MHOKECTBEHHOTO YuClia

5. Beienar npucsliaeMble U OTHpaBisieMble MHCbMa

6. Cnyxe6HOe MHCbMO MOXKHO 0(OpMHTH Ha hopmate AS

7. MakcuMaiabHOE KOJMUYECTBO a/IpecaToB B MUCHME - 4

8. MakcuManbHbIi 00beM NuchMa — 2 JIUcTa

9. Cnyxe6HO€ MHCbMO MOKET UMETh JIBE TIOIMHCH

10. Cny>xe6HO€ MHCbMO MOTYT YOCTOBEPATH MEYaThIO



Bri0epuTte npaBuJIbLHBIH OTBET.

K xasxcoomy 3aoanuto oanvl 3 éapuanma omeema, u3 KOmopbix moibko 0OUH epHulil. B

Oaanke omeemos nocmagvme no0 HOMepoM 3a0anus OYK8y omeema, KOmopbwlil Ha 8aul 8327150
ABAAEMCS NPABULLHBIM.

1. Tekcr ciyxeOHOTO MUChMa COCTABIISIETCS OT

a) 1-ro nMia MHOXECTBEHHOTO Uncia

0) 2-ro nuIa eTUHCTBEHHOTO YHCIIa

B) 3-TO JIMIIa MHO>KECTBEHHOTO YHUCIIa

2. PeKBHU3HT «CCBUIKA Ha HOMEP U JIaTy BXOJSAIIETO TOKYMEHTa» 0(OpMIIIETCS

a) BO BCEX MUChbMax

0) B OTBETHBIX [TUCbMaxX

B) B MHUIIMATUBHBIX MTUChMaX

3. PykoBoauTeNb U II1aBHBIN OyXrauTep MOAMUCHIBAIOT

a) NMMMUCHbMO-HU3BEIICHUE

0) peksiaMHO€ TTMCHhMO

B) TAPaHTUHHOE TUCBMO

4. B cocTaB peKBU3UTOB CIIy’KEOHOTO MHUChMa HE BXOJUT

a) aapecar

0) Ha3BaHME BUJA IOKYMEHTa

B) MOJIUCH

5. Tekct cimyxeOHOTO MChMa MOKHO 0popMUTh Ha hopmate AS, ecinu

a) Het Onanka gpopmara A4

0) TEeKCT MUCbMa HE MPEBbIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIIME YKa3aHUSI PYKOBOIUTES

6. CkoapKO OJIaHKOB TIOTPEOYETCs, €CITH CIIY)KEOHOE IMUChMO HAIPaBIIACTCS B JIBa aapecara

a) OJuH

0) nBa

B) TpHU

7. MakcuMaibHbIi 00BEM CITY’)KEOHOTO MHChMa

a) OJIHA CTpaHMIlA

0) BE CTpaHULIbI

B) TPU CTPAHUIIBI

8. [lewarbio ynocroBepsiercs

a) MMChMO-HaIIOMUHAHUE

0) TUCHMO-TIpUTJIAIIICHUE

B) FrapaHTUHHOE MHUCHMO

9. OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTa B OPTaHU3aIIMIO TPOCTABIISAETCS

a) Ha BCeX JOKYMEHTaxX

0) TOJIBKO Ha IPUCHLIAEMBIX

B) 110 YCMOTPEHHUIO CeKpeTaps

10. B mucbMe oTMETKa O MOCTYIUICHUH JOKYMEHTA MIPOCTABIISIETCS

a) B IPaBOM HMKHEM YTy NEPBOTO JINCTA JOKYMEHTA

0) B JIEBOM HIDKHEM YIJIy IIOCIEAHETO JIMCTA TOKYMEHTa

B) Ha TI0OOM CBOOOHOM MeCTe

YPOBEHbD B.

BcraBpTe mponyuieHHbIe B TEKCTE CJI0BA.

1. TekcT nucbMa JOKEH OBITH MTPOCTHIM, T.€. KacaThCs BOIIpOCA.

2. TexkcT nmuchbMa, Kak MpaBUIo, COCTOMUT U3 ABYX dacTeil. B mepBoii vactu naercs
, BO BTOPOM 4acTu .
3. TekcT mucbMa MOXKET COCTOSITh U3 OJJHOM YacTH.
4. ITucbmo MOkHO 0pOopMUTE Ha popmarte AS, eciiu TEKCT COAECPIKUT He CTpOK.
5. Cnyxe6HO€e MHCbMO — 3TO €IUHCTBEHHBIN TOKYMEHT, KOTOPbII HE UMEET




JIOKyMEHTA.
6. MakcuMaabHOE KOJTHYECTBO apecaToB B MUChME-

7. Kak npaBuio, MakCUMajbHbIM 00bEM MUCHMA - JIMCTa, BTOpAsi CTPaHULIA
odopmisieTcs Ha JIHCTE.
8. [TucpMa (puHAHCOBOTO XapaKTepa JOKHBI UMETh MO/AITUCH.

9. PexBHU3HTHI CITy’>KEOHOTO MHCHMA!
- PEKBU3UTHI OJIaHKA MTUCHMA,

- ajpecar;

- pe3omonus;

- TEKCT;
- OTMETKA O HAJIMYUH TPUIIOKECHHUS;

- OTTUCK TI€YaTH;

-OTMETKA 00 UCIOJIHUTEIIE;

-OTMETKa 00 MCIOJHEHUH JOKYMEHTA U HAlpaBJICHUHU €0 B JEJ0;

- ( TOJIBKO ISl BXOJISIINX ITUCEM. )

IIpakTuyeckas padora NeS
Tema:«CHucTeMbI JOKYMEHTAIMOHHOI0 o0ecreYeHHsl yIpaBJIeHHUs»
Haumenosanuepabomul: «Cocmaenenue u opopmaenue ciyyncedOnvix nucem
Lenu pabomvi: COBEPIIEHCTBOBAHNE HABBIKOB COCTaBJIECHUS U O(GOPMIIEHUS JTOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMU

3apanue 1. OdhopmuTe OTBETHOE TUCHMO.

OTkphITOC aKIMOHEPHOE 001IecTBO «Paiinoy

Va. Hentpanbhas, 1. 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 «Dopmynan

[lo Bameli mnpocrbe HampaBiiieM BaM Npalc-THCTHI HAa IEHbl KOMIUIEKTOB TOPrOBOTO
0o0opynoBaHus, a TaKKe€ HOBbIE peKJIaMHbIe MPOCHEKTHI. [IpH MoJI0KUTETLHOM pEllIeHHH BOIIpoca O
3aKyIlKe TOProBOro OOOpPYJOBaHUS COOTBETCTBYIOIIHME JOKYMEHTHI JOJDKHBI OBITh HAaIlpaBJICHbI
HavyalnbHUKY oTaena cobita Mruarosy B. I1.

Hauvaneauk otnena mapketunra U. U. Pynenko.

3aganue 2. Opopmure ciayxebHOE TUCHMO.

Msnarensckuit noM «Ku3Hbp)»

123456, Mockaa, bonbmmoiillepesiciaBckuii niep., a.12. Ten. (495) 987-45-89

Daxc (495)456-34-56 p/c N2 8967546 B Oktsi6psckoM otaenenuu Ab «MockBa»

[Ipencenarento koMuTeTa MO OOpPa30BAHUIO AIMUHUCTpalMU TrOMEHCKON oOmacTu Tr-HY
ConosbeBy B.I'.

CooOrraem , yto uzgaTenbekuii oM «Ku3Hb» cornacHo Bareli 3asBke cienu@ukaiiy roToB
MOCTaBUTh y4eOHYIO JTUTEpaTypy MO IporpaMMe CPEeTHETO MOJHOTO 00Iero 00pa3oBaHus Ha CyMMY
B 1,5 (monropa) muiroHa py6ieid. B cBs3u ¢ atum npocum Bac 3akimouuTh T0r0BOP Ha BBHITIOJTHEHUE



B3aMMO3a4€TOB M0 peanu3anuu OeH3uHa ¢ HedTaHoi kommanuen «Wurtep Ilmoc», nmeromen
JMIEH3UIO HA pean3aluio OeH31Ha.

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

I'enepanbubiit qupexrop K. M. KpacHos.

3ananue 3. CoctaBbTe M 0()OPMHUTE TUCHMO-TIPUIIIAIIICHUE B COOTBETCTBHH C IPABHIIAMH.

BricTaBouHbIN LIEHTp, pacHoJioKEHHBIM 1O azapecy: T. Open, mpocrnekT AHaporosa, 23,
IIPOBOJUT BBICTABKY-SpMapKy TOBapoB HapojgHoro mnorpedienuss «Ocenp-2010» u mpocut
noarBepauTh AO «Yporkail» UX ydyacTHE B BHICTABKE SIPMapKe U BHICJIATh UMEIOLUECS TPOCHIEKTHI U
MaTtepuaisl 11 ohopMIIeHUST TeMaTu4eckoro crena. [luceMo noanucan pykoBoauTens npoekra B.
. YecHOKOB.

3aganue 4. CocrtaBbTe W OQOPMHUTE TMHCHMO- MPEIUIOKEHHE, T00aBHB HEIOCTAIOIINE
PEKBU3UTHIL.

[Ipemiaraem BamieMy BHHMAHMIO HOBBIM KaTalOr, COJEPKAIIMNA ITOJHBIA aCCOPTHUMEHT
BbIITyCKaeMoM Hamieil ¢pupmoit Mebenu. Mbl Takke HampasisieM Ipaic-IMCT, B KOTOPOM Bbl Haiijiere
3HAUYMUTENIbHBIE CKUJIKH , JehcTByronme 10 1 okTsiops 2010 roga asis HaIUX MOCTOSTHHBIX OMTOBBIX
MTOKYIIaTEJIEH.

Hagneemcs Ha B3auMonoHMMaHNE JallbHENIIEe MJI0JOTBOPHOE COTPYAHUUECTBO.

3ananmue 5. CoctaBbTe 1 0OPMHUTE CITYKEOHOE TTUCHMO.

I'maBHBIN OyxranTtep akiuoHepHoro Oanka «lMmmepuam», pacroyIOKEHHOTO 10 aJipecy:
123456, Mocksa, yn.MomnogorBapaeiickas, a. 24, ten. 141-67-90, dakc: 141-78-87, manomuHaet
YIOPaBISAIOUUM peruoHanbHbIX (unnanoB Ab «MMnepuam» o coOa0AeHN KOHTPOJIS UCTIOTHEHUS 3a
CpOKaMH TIPEIOCTaBIECHUS OTYETHOCTH Ha OcHOBaHnHU nucbMa [lenTpobanka Poccun N2 01/134 ot 30
saBaps 2008 romga «0 mpenocraBieHUH OTYETHOCTH B cooTBeTcTBUM C [lomokennem "O mopsiake
IIPOBE/ICHUS PacUeTOB B MHOCTPAHHOM BAJIIOTE, OCHOBAHHBIX HA 3a4€TE€ B3aMMHBIX TPEOOBaHUI MEX Ty
POCCUICKMMH CYAOBIAJEIbLIaMHi, OCYIIECTBISIOUMMH  PBIOHBIA IPOMBICEN, U HEPE3UAECHTAMHU,



OCYIIECTBISIONIMMHU UX areHTCKOE 00CTy)KUBaHue " » U MpUIIaraet K MuchbMy KOIuo TejaerpaMmmsbl LB
N2 23 ot 15 nHos16pst 2008 roma.

CJOYXEBHBIE 3AIIUCKHA
TeopeTnyeckue BONPOCHI
1. B kakux ciydasx cO3aloTCs JOKIIATHBIC 3aIUCKH?
2. Ha xakue BuABI AenATCS JOKIAIHBIE 3AIIUCKA?
3. M3 kakux yacTed COCTOUT TEKCT HOKJIATHOM 3aIINCKA?

YPOBEHbD A.

Bri0epute BepHOe yTBepiKieHUe

1. BHyTpeHHss noKIaaHas 3anucka oGopmisieTcss Ha OJIaHKe OpraHu3aluu

2. TexcT MOKIIaIHOM 3aIMUCKHU COACPIKUT TOJIBKO 00CTOSITETHHOE H3JI0KEHHE BOTIPOCa

3. BHYTpeHHI0I0 JOKIIaIHYIO 3aMKCKY MOAIMCHIBAET COCTABUTEINb

4. AnpecaHT B JOKJIQJHOM 3alIMCKE YKA3bIBACTCSl B UMEHUTEIBHOMN Maiexe

5. B agpecare noknaaHOM 3aMMCKH YKa3bIBAIOT TOJIBKO (PaMIIINIO

Bri0epuTte npaBuJbHbBIH OTBET.

K xascoomy 3adanuto oanvl 3 eapuanma omeema, uz KOmopulx moabKo 00Ul 8epHulll. B bianke
0meemog nocmasbme NOO HOMEPOM 3a0anusi OYKEy omeemd, KOMOpbuli HA 6aul 6327150 A611emcs
NPAaABUILHBIM.

1. BHyTpeHHIOI0 JOKJIAAHYIO 3alIUCKY MOAMUCHIBAET

a) COCTaBUTENb

0) pyKOBOJMTEIb MOApPA3ICICHHUS

B) CEKpeTaphb

2. B ckonbpkux sK3eMIusipax oGopmiisieTcsl BHEIIHAS JOKJIa Has 3aMucKka

a) B OJTHOM

0) B ABYX

B) B Tpex

3. PexBu3UTHI 00BACHUTEIBHOMN 3aMUCKHU MO MTOBOTY OOBSCHEHUS OCTYIKA aHAJIOTUYHBI

a) BHYTpPEHHEH TOKJIAIHOW 3alIUCKU

0) BHYTpEHHEH CIIPaBKU

B) CIIy)K€OHOMY MHUCHMY

4. TekcT nOKIJIaHOM 3aMMCKU, KaK MPaBUI COCTOUT

a) 13 OJHOM YacTu

0) U3 IBYyX YacTeu

B) U3 TpeX yacTeu

5. B cocTaB pekBU3UTOB BHEIIHEH JOKIaIHOMN 3aIIMCKU HE BXOIAUT

a) 3aroJIOBOK K TEKCTY

0) meyarb

B) MOJAMHUCH

YPOBEHbD B.

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. JokmagHas 3amuMcka — JOKYMEHT, aJpeCOBaHHBIN o
KOHKPETHOU TeMeE ¢ Y TIPEJIOKEHUSIMU IO HEM.

2. BHemHIOI0 AOKJIAAHYHKO 3allMCKy, aJApCCOBAHHYIO B BBIIICCTOANIYHO OpraHU3alnuio
IO AITUChIBACT
3. BHYTpeHHIOIO AOKJIAAHYIO 3aIlIMCKY COCTABIIACT U MOAIUCHIBACT

4. PekBU3UTHI BHYTPEHHEH TOKIAHON 3aIHCKH:

- ajpecar (B 1aTeIbHOM MaJIexKe)

- (B poiUTENHHOM TAEKE)
- HAMMEHOBAHUE BUA JOKYMEHTa




- TEKCT
- OTMETKA O HAIMYHMU PUIIOKEHUS (B CIydae HEOOXOIMMOCTH)
- JaTa

5. PekBU3UTHI BHEITHEN TOKIAHOM 3AIUCKU:
- HAMMEHOBAHHE OpPraHu3allii — aBTOpa JOKYMEHTA
- HAUMEHOBAHME BUJIa TIOKYMEHTA

- HHICKC
- MECTO COCTaABJICHUA NOKYMCHTA

- 3ar0JIOBOK K TEKCTY
- TEKCT
- OTMETKa O HAJIMYUU IPUI0KEHUS

- OTMETKA 00 MCIIOJTHEHUU U HaIpaBJICHUU JOKYMCHTA B JI€JI0

IIpakTuyeckas padora Ne6

Tema: «CucTemMbl JOKYMEHTAIUOHHOT0 00ecneYyeHUusl YIPaBJIeHUs»

Haumenosanue pabomui: «Cocmaenenue u oghopmienue ungopmayuonno-cnpasounvix
00KYMEHmM08»

Llenu pabomoul: COBEpIICHCTBOBAHNE HABBIKOB COCTAaBJICHUS U O(DOpPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMU

3ananue 1. ObopmuTe cyKeOHBIHN aKT.

AO «MOCKOMapXUTEKTYpPbI»

AKT

Vreepxaato ['enepansubiii nupektop H.I'. Iumkun 12.04.2010

12.04.2010 N 12

[lepenaum nen 3aBeayrONIUM XO35IMCTBEHHON YaCThIO

OcHoBanue: npuka3 ['enepanbHoro aupekropa «MockomapxutekTypb» oT 09.04.2010.

CocTraBiieH KOMHCCHEH : TIpeaceaaTeb- 3aMecTuTeNb ['enepanbHoro nupektopa AB.Dporos,
yieHbl Komuccuu: 1. 'maBueiit Oyxrantep JI. AKanunkuna. 2. BeIBIINT 3aBEaYIOMMA XO35HCTBEHHON
gacThio M. A HoBukoB. 3. BHOBs Ha3zHaueHHBIN 3aBenyromui xo3siicteom B . b. bo6pos. M. A
HosukoB caain, a B. b. BoOpoB npuHsut nema m o J0HKHOCTH 3aBEYIOMIETO X03SIHCTBOM.

B pe3ynbTaTe caaun-npuemMa Jen yCTaHOBJIEHO:

1 .inBeHTapu3amoHHas BEJOMOCTh COCTaBlieHa Mo coctosiHuio Ha 12.04.2010.

2. [IpencraBnennsie obOopynoBaHue, WHBEHTAapb, Me06enb COOTBETCTBYIOT
MHBEHTapHU3aUOHHBIM BEJOMOCTSIM.

3. B Hanuuuu UMEIOTCS BEAOMOCTH O CIIMCAHUU UHBEHTApsl U MeOeH.

AKT cOCTaBJIEH B 3 3K3.:

1-i1 5k3.- ['eHepanbHOMY JUPEKTOPY

2-11 5K3. - ' 1aBHOMY OyXranrepy

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

[Ipeacenarens komuccun JI.A.Kanunkuna

Unensl komuccun M.A.HoBukos, B.5.bo6pos.

3aganme 2. OpopMuTe BHYTPEHHIOO JOKIAJHYIO 3aIIHCKY.

Jloxnaanas 3anucka

Hupekropy 000 «ITomumep» CasenseBy UK.

24.05.2010

O npuMeHeHuU mTpapHBIX CAHKIIHHA

B anpec mockockoro ¢mmmana AO3T «CrnenocHactka» coraacHo gorosopy N2123 ot 23.12.
2009 mpou3BeneHa OTrpy3ka Hamed mpoaykuuu Ha cymmy 1 560 380 pyOneii. B Teuenue aByx



MECSIIIEB OIUIaTa Ha HaIll PaCUETHBIN CUET HE MOCTYINIA, HECMOTPS Ha HEOJHOKPATHBIEC TMChbMEHHBIC
HATIOMUHaHMAL.

[Ipeqyararo  mpuUMeHUTh MTpadHbIE CAHKIMM K  MOCKOBCKoMy ¢ummany AO3T
«CrenocHacTKay.

3am. aupexTopa 1o puHaHcoBeIM Borpocam M. W. Mruatos.

3aganue 3. CocraBuTh U 0QOPMUTH JNOKYMEHT. OOBSICHUTENBHYIO 3allMCKy O TOM, YTO
CBOJHBIM OTUeT 3a Jekadpp 2012 roma He OBLT NMpPENCTaBleH B YKa3aHHBIE CPOKM B CBSI3U C
MOBpEXJICHHEM (DaKC-MOJIEMHOM CBS3H U OTCYTCTBHEM BCEX HEOOXOIMMBIX JTaHHBIX.

3anganmue 4. CoctaBuTh 1 0POpMUTH JOKYMEHT. Cy)eOHYI0 3aIICKY O 3aKa3€ HOBBIX OJJAHKOB
JOKYMEHTOB B CBSI3H C IPOM3BOJICTBEHHON HEOOX0MMOCTRIO (B KonmdecTtBe 1000 mTyk)

3aganue 5. CocraBbTe MNPOTOKON cOOpaHMs Bamield Yy4eOHOM Trpynmbsl IO IMOBOJIY
MOCEIIAEMOCTH 3aHATUH (CTPYKTYpa MPOTOKOJIA MPUITAraeTcs).

CITPABKA
Teopernueckue BOnpochI

1. Yro Takoe cnpaBka?
2. Kakwue ObIBaroT CripaBKu?
3. Kakwue pekBH3UTHI COJICPIKUT JIMYHAS CIIpaBKa?

IIpakTuyeckue 3axaHus

1. CocraBbTe crpaBKy O pasMepe 3apabOTHOUM TUTaThl paOOTHHMKA OTZAeNia CObITa TOTOBOM
npoaykunu [IO «I'pant» U1 mpenocrtaBieHuss B JIeTCKMM caa. OcTalnbHbIE JAHHBIE YKaXUTE
CaMOCTOSITENIBHO.

2. CocraBbTe crpaBKy o ctaxke paboTel 3koHOMHCTa OO0 «ATiIaHT» A MPEJOCTaBICHUS B
Jpyroe MecTo paboThl [0 MPUYKHE YX0Ja co ctaporo. OcTanbHble JaHHBIE YKaXKUTE CaMOCTOSITENHHO.

3. CocraBbte crpaBky u3 K2Ca Ne 97 [lepBomaiickoro paiiona r. MUHCKa O COCTaBE CEMbH
MOJIOZIOTO CIIEUaNNCTa JUIsl IMPEJOCTaBlIEHUSI Mo MecTy paboThl. OcTanbHblE JaHHBIE YKaKUTE
CaMOCTOSITENIBHO.

4. CocraBbre cnpaBky u3 aekanata AM® BI'ATY o tom, uto crynentka E. A. HoBukoBa
YUUTCS Ha TJIATHOM OT/AEJICHUH U HE MOJIy4aeT CTUIIEHIUIO JUIS MPEIOCTABICHUS €€ B OyXTralTepuio
o mecty pabotsl ee matepu 0. C. HoBukoBoii. OcTanbHbIE TaHHBIC YKAKUTE CAMOCTOSTEIIBHO.

5. CocraBbte crnpaBky o ToM, uto A. I'. CokomnoBa sBisercs cryneHtkou Il kypca OITY
BI'ATY. OcranbHble 1aHHBIE YKOKUTE CAMOCTOATEIBHO.

Tema 2.2 JlIokyMeHTHPOBaHHEe PadOTHI M0 MEPCOHALY
Teopernyeckue BONpPOCHI

1. Kakue npurkassl Ha3bIBaIOTCS IPUKA3aMU 110 TUYHOMY COCTaBY?

2. Kak popmynupyercs 3arooBoK K CBOAHOMY NpHUKa3y?

3. Kak oopmisiercs Bu3a 03HaKOMIJIEHUS B ITpHKa3ax Mo JUYHOMY COCTaBy?

IIpakTHyeckue 3axanus

1.CocraBpTe mnpHka3z 00 OCBOOOXKIAECHHWM OT 3aHMMAEMOW JOJKHOCTH IO COOCTBEHHOMY
JKEJIaHHMIO TJIaBHOTO MHXEHepa BTOpOro Lexa 3aBoaa. Odopmure BU3y HadyalbHUKA 11€Xa, PEKBU3UT
«(haMuIMKU HUCIOJHUTES» U Ipud coryacoBaHus ¢ npopxkomMoM. OcTanbHblE JaHHBIE JONOJHHUTH
CaMOCTOSITENBHO.

2. CocTaBbTe IpHUKa3 O MpHUeMe Ha JIOJDKHOCTh riaBHoro Oyxrantepa OAO «besncoros» c
OKJIQJIOM corJlacHO mTatHoMy pacnucanuto HMBanosoit JI. K. OcranbHble AaHHBIE YKaXHUTe
CaMOCTOSTENBHO.

3. CocraBbre npukaz o6 yBosmbHeHun Komams B. H., umxenepa I10 «JIrommumna», B cBsi3u C
cokparieHreM mrata. OcrajabHble CBEAECHHS IOTIOJIHUTD CaMOCTOSTENBHO.

4. CocraBuTh IpHKa3 O mepeBoje uHxeHepa MBanoBa A. Il. Ha JOKHOCTH TJIABHOTO
nHxeHepa. OcraabHble CBEIECHUSI TOTIOJIHUTD CAMOCTOSITENBHO.

5. CocraButh npuka3 no bpecrckomy KOBpOBOMY KOMOMHATY CO CIEIYIOLUIMMH JaHHBIMH: 1) O
npueMe Ha JIOJDKHOCTB cekpeTaps-MarruucTku KoponeBoit B. 1.; 2) 06 0cBOOOXKA€HHN OT 3aHUMaeMOn



AOJDKHOCTH HAa4YaJIbHUKA KPEIUTHOI'O OTHACIA IO COrIaCOBAHUIO CTOPOH. OcraiabHbie JAaHHBIC OOIIOJIHUTH
CaMOCTOATCIIBHO.

3ASIBJIEHUE, XAPAKTEPUCTHUKA
Teopernueckue BOnpochI

1. Kak nuiercs 3asBineHue?

2. VI3 kakux CTPYKTYPHBIX 3JIEMEHTOB COCTOUT XapaKTEpUCTHKA?

3. K10 moanuceiBaeT XapakTepuCTUKY?

IIpakTHyeckne 3a1aHusA

1. CocraBbre 3asBiienne Ha ums aupekropa [10 «CnaBa» o mpueme Ha pabdoty M.A. MBanoBa Ha
JIOJDKHOCTB Oyxrantepa. OcTalbHbIe TAHHBIE YKOKUTE CAMOCTOSITEITHHO.

2. CocraBbTe 3asBIIEHHE O TIEpeBOJIE Ha JIOJDKHOCTH TiaBHOro uHkeHepa A. P. HoBuka.
OcTajnbHbIe JaHHBIC YKAXKUTC CAMOCTOATCIIBHO.

3. CocraBpre 3asBrnenue B. E. Jlpo3amackoro mHa ums mgupekropa 10 «bemmpoekT» 00
YBOJILHEHHH €T0 C 3aHUMaeMO# JODKHOCTH. OcTalbHbIE TaHHBIE YKAXKUTE CAMOCTOSTEIHHO.

4. CocTaBbTe XapaKTEpUCTHUKY Ha CBOETO TOBapuIla Mo padore uinu yuede. OctanbHble JaHHbIE
YKQKUTE CaMOCTOSITEIHHO.

5. CocraBbTe XapaKTEpUCTUKY Ha YBOJBHSEMOTO 3aMecTHUTeNs riaBHoro Oyxraiarepa OOO
«UMumx» Ui TIpEOCTaBICHHUST 1O JpyromMy Mecty paboTel. OcTalbHbIE TaHHBIE YKaKHUTE
CaMOCTOSITENIBHO.

6. CocraBbTe XapaKTepHUCTHKY Ha IiaBHOTO mrkeHepa [10 «Pemctpoi, mpopabdorasmero 10 ser. 3a
9T0 BpeMsi OH OKOH4M 3a04Hoe otaeneHne AM® BI'ATY, mposiBii cebsi HHUIMATHBHBIM PaOOTHHKOM.
OcTabHbIE JaHHBIE YKAKUTE CAMOCTOSTENBHO.

PACIIUCKA, JOBEPEHHOCTbD
TeopeTnyeckue BONpPOCHI

1. Kak oopmitsieTcst pacrmcka?

2. Yto npencrasisieT co00i JOBEPEHHOCTH?

3. Kakue ObIBarOT BU/IBI JJOBEPEHHOCTEH?

IIpakTuyeckue 3axaHust

1. CocraBbTe pacmucky 3aB. ckiamgam [1O0 «l"apant» o monydenuu Ha 6aze 5000 mTyk
KOHJIeHCaTOpoB. OcTalibHbIe JaHHBIE YKAXKUTE CAMOCTOSITENILHO.

2. CocTaBpTe pacmMcKy OT CBOETO HMMEHH B TNOJYYEHMHM HANmpOKaT MHIIYIIEH MaIIlHbI
«Stpanby, uuB. Ne 5302. OcranbHble TaHHBIE YKAKUTE CAMOCTOSATEIBHO.

3. CoctaBbTe paclucKy B HOJy4eHUH AeHEx)HOUM cyMMbI B pazmepe 100 USD (mox 2%) na cpok
1 mecs.

4. CocraBbTe JOBEPEHHOCTh YKOHOMUCTA OT/eNa TPYy/la U 3apIuiaThl Ha UMs OyXrajirepa Toro
XKe oTHeNa JJis MOJY4YeHUs NMPUYUTAIONIecs eMy 3apIuiaThl 3a CeHTA0pb. JloBepeHHOCTh 3aBepeHa
OTJIeTIOM KaJpoB npeanpusitus. OcTalbHbIe TaHHbIE YKAKUTE CAMOCTOSTEIBHO.

5. CocraBbre noBepeHHoCTh Ha uMs 1. K. Moioxa (3xcneantopa) Ha MoTydeHHuEe TOBAPHO-
MaTepHUaTbHBIX LIEHHOCTEH (IMCKeThl, mucuel Oymaru u ap.) u3 marazuna Ne 5. OcranbHble JaHHBIE
YKaXUTE CaMOCTOSITENBHO.

6. B cBs13u ¢ yrepeil macmopTa cOCTaBbTE JTOBEPEHHOCTHh HAa MOMyYEHHE CTUICHINHU 32 CBOETO
OJIHOKYPCHUKA.

Tema 3.1. Opranuzaunusi J0KyMeHT0000pOTa

YPOBEHbD A.

Bri0epute BepHOe yTBepiKAeHHE

1.B kaxJ1I0M yUpeKJCHUH TOJKHBI OBITh Pa3paOOTaHbl CXEMBI IBHKEHHUSI OCHOBHBIX KaTeTOpUi
JOKYMEHTOB

2. YckopeHHe JOKyMEHTO000pOTa JOCTUTAeTCs 3a CUET COKpAICHHS KOJTMYeCTBa

o0OpabaThIBaeMBbIX IOKYMEHTOB



3. BCKpBITHIO TIOUIEKUT BCSI KOPPECTIOHCHIIHSI, TOCTYTAIOIIAsE B OPraHU3allHIo

4. KoHBepTHI MOCJIE BCKPHITHS NPUCHUIAEMON KOPPECTIOHICHIIMH BCET1a YHUUTOXKAIOT

5. @aKT MocTyIUIeHUs JOKYMEHTa B OpPraHu3auio 0(popMIIsieTcs pe30TIoNrel pyKOBOAUTEIS

6.0TMeTKa 0 MOCTYIJICHUH JOKYMEHTA B OpPraHU3alKIo IPOCTABISETCS Ha JIIOOOM

cBOOOJTHOM MeCTe TIepBOTO JIMCTA IOKyMEHTA

7. OTMETKY O MOCTYIJICHUU JOKYMEHTA B OpraHU3allUI0 MOKHO TTPOCTABIISATh HA KOHBEPTE

8. Bce mOKyMEHTBI, MOCTYIHBIIKE B OPraHU3aIHIO, TIOICKAT PErUCTPAIUH

9. [Noctynaromme JOKyMEHTBI PETHCTPUPYIOT B JICHb MTOCTYIUICHUS

10. Co3nnaBaeMble TOKyMEHTBI PETHCTPUPYIOTCS B JICHD TTOANUCAHUS WIIA YTBEPIKICHUS

Bri0epuTte npaBuJIbHBIH OTBET.

K kasxcoomy 3adanuto oansl 3 sapuanma omeema, u3 KOMopwvlx MoabKo 00UH 8epHblll. B bnanke
0meemos nocmasbme NOO HOMEPOM 3a0anusi OYKEy omeemd, KOMOpbulil HA 8aul 632150 A61Aemcs
NPABUNTLHBIM.

1. JlokyMeHTbI, TOCTYIUBLINE HE IO aJIpecy, CAEAYET

a) BEpPHYTh Ha IIOYTYy

0) YHUUYTOXUTh

B) IIEpPEIaTh C KypbepoM

2. KoHBepTHI OCTYIMHUBIIHNX JIOKYMEHTOB

a) YHUUYTOXKAIOT

0) OCTaBJISAIOT

B) B 3aBUCUMOCTH OT CHUTYyaIllUH

3. ®akT NOCTYIJICHUS JIOKYMEHTA B OPraHU3aIHI0 0(POPMITSIFOT PEKBH3UTOM

a) OTMETKA O KOHTPOJIE

0) OTMETKA O MOCTYIUICHUU TOKYMEHTA

B) OTMETKa 00 HCTIOJIHUTEIIC

4. O06s13aTeIBLHOM PErUCTPAIMH IO ICKAT

a) skcnpecc-uHpopManus

0) pexiIaMHbI€ MHUCbMA

B) 3asIBJICHUS TPAXKIAH

5. Henbto perucrpanuu siBisieTcs

a) obecrieueHre yyeTa U KOHTPOJIS

0) OBICTpBIN IOWCK JOKYMEHTOB

B) BCE BBIIICTIEPEUHUCIICHHOE

6. [Ipouenypa peructpaiii BKIrO4aeT B ceost

a) OJuH dTal

0) nBa sTama

B) TpH dTana

7. B uHaeKc J0KyMEeHTa HEe BXOJUT

a) xog o OKVY/]

0) HOMep Jien1a IO HOMEHKIIAType

B) HOMEp CTPYKTYPHOTO HOJIpa3AeIeHUs

8. XKano6a wumu 3asBIeHNEe, MOCTYIHUBIINE B apeC OpraHU3aIiH, UMEIOT UHACKC

a) Ne 18-M

0) Ne 18

B) No 18 o/k

9. [Ipukas 1Mo OCHOBHOM JAEATEILHOCTH UMEET UHICKC

a) 34 n/c

0) Ne 34

B) Ne 34-x

10. He nmoanexuT perucTpaiu

a) MpuKa3 0 OCHOBHOM JIESITEIbHOCTU

0) »xano0a rpaxJJaH1HA



B) MMCHMO UH(POPMALTMOHHOTO XapaKTepa, MPUCIAHHOE ISl CBEICHUS
11. O6s3aTenbHOM PETUCTPALIUN TIOICIKUT

a) JJOKyMEHT, KOTOPBIH 110 CBOEMY COJICPKAHUIO TPEOyeT PeleH s UM OTBETA
0) nmporpaMmma CoBelLIaHUs

B) IJIAHOBO-()MHAHCOBAS IOKyMEHTAIUS

12. NapuBuyansHbIe CPOKU MCIIOTHEHHS YCTAHABIINBACT
a) VCHOJIHUTEIIb

0) pyKOBOJUTEIb

B) CEKpeTapb

13. Cpok UCHIOJTHEHUS TOKYMEHTA UCUUCIISETCS

a) C MOMEHTA IOCTYIJICHUS IOKYMEHTA B OPraHU3al1I0
0) ¢ MOMEHTa MOJY4YEeHHsI TOKYMEHTAa UCIIOJIHUTENIEM

B) C JIaThl IOCTYNHUBILIETO JOKYMEHTa

14. Cpox ucnosHeHus TOKyMEHTa MOKET IPOJIUTh

a) TOT, KTO €r0 YCTaHOBHJI

0) UCIIOJIHUTEIb JOKYMEHTA

B) PYKOBOJIUTEIb

15. JIokyMeHT cUuTaeTCsi HICTIOJTHCHHBIM

a) Kor/la eCTh YKa3aHHe PyKOBOIUTENs

0) KorJa MpocTaBlieHa OTMETKA 00 WCIIOTHEHUHN

B) TIOCJIE PETUCTPALUN JOKYMEHTA

YPOBEHbBG B.

BceraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. IokyMEHTOO00pOT — 3TO JIOKYMEHTOB B YUPEKJICHUH C MOMEHTA
ux WM TIOJTyY€HUS JI0 3aBEPIICHUS WM OTHPaBICHUS

2. O0BeM TOKyMEHTO000pPOTa — 3TO MOCTYMAIOIINX U CO3/1aBaEMbIX
JOKYMEHTOB 3a OIpe/IeJIeHHbIN TIepro/1, 0ObIYHO 3a TOI.

3. Wapmekcamusi — 53TO TPOCTaBIICHHE U HEO0OXOINMBIX
YCIIOBHBIX MIPU PErucTpalyy, yKa3blBaIOIIMX MECTO CO3JaHUs (MCHOJHEHHsS) U

XpaHEHUs TOKYMEHTA.
4. Kaprounas (hopMa perucTpanuy UCHOIb3yeTCs B YUPEKIECHUSIX ¢ 00BbEMOM
JTOKyMEHT0000opoTa €IMHHUII B TO/I.
5. CpoK UCHIOJTHEHHSI — 3TO MEPHOJ BPEMEHHU, KOTOPBIN OTBOAUTCA Ha

JNOKYMEHTa, WIM KaJeHJapHas Jara, Ha KOTOPYIO Ha3HAueHO

3aBCPIHICHUC €TO

IIpakTuyeckasi padora Ne7
Tema:«Opranusanusi JOKyMeHTO000pOTa»
Haumenosanuepabomuol: «Cocmaenenue cxemovt OOKyMeHmMo060poma 6 op2anu3ayuu»
Llenru  pabomul:COBEPUICHCTBOBAHUE  HABBIKOB COCTaBIICHUS U odopmieHUs
JOKyMEHTO00OopoTa
3aganue 1. M300pa3ute omeporpaMMy MOATOTOBKM M MPOXOKISHHUS MpHKa3a MO BalleMy
yueOHOMY 3aBEACHUIO (IPYTroi OpraHU3aIliy 10 BallleMy YCMOTPEHHIO).
3aganue 2. [loarotossTe oneporpaMmy MOArOTOBKH MUChMa PYKOBOUTEIS BAIlIEro yueOHOTO
3aBe/IeHUs Ha MMS MUHUCTpa CPEAHEro U MpodeccHoHaTbHOro 00pa3oBaHUS COOTBETCTBYIOIIETO
cyonekTa POD.
IIpakTnyeckas padora Ne§
Tema:«Opranusanusi J0KyMeHTO000pOTa»
Haumenosanuepabomuoi: «Co3oanue pecucmpayuonHoul dopmol onsa
pecucmpayuuexo0auux U UCX00AUUX 00OKyMeHmoe»
Lenu pabomui:COBEPIICHCTBOBAHNE HABBIKOB PETUCTPALIMH JOKYMEHTOB



3aganme 1. M3yunTe NEKIMOHHBIN MaTepHUall, PEKOMEHIYEMYIO JTUTEPATYPY.

3aganue 2. OdopmuTe KypHaI PETUCTPALUN BXOISIICH KOPPECIOHICHIIUN

i} P K H C U C 0 H
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3aganue 3. 3anosHuTe rpadsl KypHAIa BXOISIICH KOPPECIOHICHITUN
IIpakTnueckas padora Ne8

Tema:«Opranusanust J0KyMeHT0000pOTa»

Haumenosanuepabomol: «Cocmasnenue u ogpopmienue HOMEHKIAMYpPsl 0e1»

Llenu pabomoi:cOBEPIICHCTBOBAHNE HABBIKOB COCTABJICHHUSI HOMEHKIIATYPHI JETT

3aganue 1. O3HaKOMBTECh CO CBOJHOM HOMEHKJIATYpOM i€l Ballero yueOHOro 3aBe/IeHUs,
nonpoOyiTe YCTAaHOBUTH Ha TPUMEpPE Ballero OT/AENCHHUs (CIEeNUaNTbHOCTH), Kakue BEAyT Jema



(aKTHUECK M COOTBETCTBYIOT JIU OHM IO PEKBU3UTAM U O(POPMIICHHIO TPEOOBAHUSAM CBOJHOMN
HOMEHKJIATYPBI JEI.
3amanue 2. CocTaBbTe HOMEHKIATYPY /A€M Ul OpraHNW3aluH, BHIOPAHHOM BaMU JIMYHO.

Tema 4.1 . Texnuueckue cpeacrsa, ucnosan3yemsoie B 111
Teoperuyeckune BONPOCHI:
1. JaiiTe O0OIyl0 XapaKTEepUCTHKY OPTaHU3AlUOHHBIX TEXHUYECKUX CPEICTB B
«JlokyMeHTalMOHHOM O00ECIIEUEHUH YIIPABICHUSY.
2. Kakune koMnbroTepHbI€ CpEACTBA IPUMEHSIOTCS IS TOATOTOBKH JOKYMEHTOB
3. N3yunte KOMIBIOTEPHBIE IPOrPAMMBI 110 pabOTe C TOKyMEHTaMU
4. N3yunTte TEXHUYECKYIO JOKYMEHTAIUIO CPEACTB OPITEXHUKHU
I[IpakTnueckas padora Ne9
Tema:«AndpopmManuoHHbIE TEXHOJIOTUH BJIOKYMEHTALMOHHOM olecreyeHUH
ylpaBJIeHHS»
Haumenosanuepabomui: «Ilepedaua  ungpopmayuu ¢ ucnonvzoeanuem  cpeocme
meneKOMMYHUKAYUU
Lenu pabomvi:cOBEPLUIEHCTBOBAHNE HABBIKOB 110JIb30BaHMs VIHTEpHETOM

3ananue 1. Coznars B UHTEpHETE DIIEKTPOHHBIN ajapec.

3ananue 2. [lepegaTe nucpbMa yepes dJIEKTPOHHBIA aIpec CAEAYIOMIETO COAEPKaHUS:

a) [Mucemo-oTka3 HoBocnOGupckoMy NHpOM3BOJCTBEHHOMY KoorepaTuBy «Bektop» mo
BOIpOCY 0OecreyeH sl 3allaCHbIMU YacTSAMHU Mapka aBTOOycOB (C yKa3aHHEM MPUYMHBI 0TKA3a).

b) [Mucemo-u3zBemeHne 3A0 «IKocan» 0 MPUYMHAX 3aJICP)KKH MOCTABOK MAIIHH
000pyI0BaHUA.

IIpakTnyeckas padora Nel(

Tema:«AH¢popManuoHHbIE TeXHOJIOTHH BJAOKYMEHTAIIHOHHOM o0ecrnie4yeHNH
ylnpaBJieHHUsD»

Haumenosanuepabomolr: «Cocmasnenue, ogopmienue OOKYMEHmMOE8 CUCHOIb306AHUEM
cpeocme op2mexHuKu»

Lenu pabomoi:cOBEPIIEHCTBOBAHNE HABBIKOB IM0JIb30BAHUS OPTTEXHUKOM

3aganue 1. OnuH U3 COCTaBICHHBIX paHee JTOKYMEHTOB IepeaaTh MOCpelCcTBOM (akca B
JPYrylo OpraHU3aluIo.

3aganue 2. CaenaTh KOMUIO JIFOOOT0 JTOKYMEHTA IIPU IMOMOIIHU KCEPOKca.

3aganue 3. OTCKaHUPOBATH OJMH U3 paHEe CO3JaHHBIX TOKYMEHTOB.

2.1.2. 3ajanus 1J1s1 CaMOCTOATEIbHOH padoThI

3aoanue NelTema: «OcHOBHbIE MOHATUA W TepMHUHBL. COBPEMEHHOE TOCYAApCTBEHHOE
pEryIUpOBaHUE  JIEIONPOU3BOJICTBA.  3aKOHOJATEIIbHOE  PEryIHpOBaHUE  JIEJIOMPOU3BOJICTBA.
HopmatuBHO-MeTOAMUECKOE PEryITMPOBAHUE JICTOMPOU3BOJICTBAY.

Bonpocsi:

1. Kakue 3akoHOaTeNbHBIE aKThI MPEANUCHIBAIOT 0053aTeIbHOCTD JOKYMEHTHPOBAHUS
nHdopmarun?

2. Kakue TpeboBaHMs K TOKyMEHTaM U3JI0KEHBI B 3aKOHOJATENbHBIX aKTax?

3. Ha xoro B03/10K€HO METOINYECKOE PYKOBOACTBO IIOCTAHOBKOM JIENONPOU3BOJICTBA B
cTpane?

4. KaxoBo 3nauenue ['C/IOVY u uto oHa pernameHTHpyer?

5. UTto pernamMeHTHpPYeT THIOBasi HHCTPYKIIUSA 110 IETONPOU3BOJICTBY?

6. B uem 3nauenue EI'CJ1?

7. YTo Takoe JOKYMEHT?

8. Uto Takoe 10KyMeHT0000pOoT?

3aoanue Ne 2Tema: «BO3HUKHOBEHHE M DPA3BUTHE OTEYECTBEHHOI'O [JEJIONPOU3BOICTBA.
Henonpoussoacrtso B JlpeBHepycckoMm rocyaapctse (X-XV BB.), IpUKa3HOE AEIONPO-U3BOJICTBO
(XV1-XVII BB.). Komnexckoe nenomnpousBoactBo (XVIII B.). MuHHCTEpCKOE AEIOMPOU3BOJICTBO



(XIX- nauano XXB).»
Bonpocut:

1. Kakue 3Tamnsl IpoIsio pa3BUTHE OTEYECTBEHHOE JETIOTPOU3BOICTBO?

2. B ueM 0cOOEHHOCTH MPUKA3HOTO JAETOTPOU3BOICTBA?

3. B ueM 0c0OEHHOCTH KOJUICKCKOTO JICTIONPOU3BOJICTBA?

4. B ueM 0COOCHHOCTH MHUHHUCTEPCKOTO JICIIONPOU3BOICTBA?

5. [1enonpousBoaCTBO B COBETCKOE BPEMSI.

3aoanue No3Tema: «OdopmiieHUE YNPaBICHYCCKUX TOKyMeHTOB. OOmme TpeOoBaHMS.
@®opmarer Oymaru u moisi. brnanku goxkymeHToB. [IpaBmiia oopmiieHHs] OTAETBHBIX PEKBU3HTOB
TOKyMEeHTOB. TpeboBaHMs K U3rOTOBJICHUIO TOKyMeHTOB. CocTaBieHue TOKyMeHTOB. TpeboBanus K
TEKCTYy JOKyMeHTa. [IoAroToBka JOKyMEHTOB Ha KOMIIBIOTEPE. »

1. Ha3BaTh 1 0XapakTepu30BaTh PEKBU3UTHI 3aT0JI0BOYHOM YaCTH TIOKYMEHTA;

2. Ha3BaTh 1 0XapakTepru30BaTh PEKBU3UTHI COJEPKATEIbHOM YacTH IOKYMEHTA;

3. Ha3BaTh 1 0XapakTepu30BaTh PEKBU3UTHI O(POPMIISIONIEH YaCTH TOKYMEHTA.



MHHHUCTEPCTBO TPYJIA U COLIMAJIBHOI'O PASBUTUS POCCUNCKON ®EJIEPALINN
JNEITAPTAMEHT 3AHATOCTHU HACEJIEHUA
IIPUKAS3
17.02. 2004r. Mocksa Ne 22

OO0 yTBEepKIECHUU TOJIOKEHUH TI0
BOIpocam IpoeCcCHOHATBHON
OpHEHTAIIUH IPaXKIaH

B nensx peanuzanuu "OCHOBHBIX TIOJIOKEHUH TIOJMTHKYU B 00J1acTH TIPO(HECCHOHATEHON
opueHTanuu B ciyxx0e 3anstoctd Ha 2003-2004 roner", ogoOpennsix Koterneir Muntpyna Poccun
11 HOs10ps1 2003 T.

[TPUKA3BIBAIO:

1. YTBepauts [IpumepHoe nosoxenue o [loapaznenennn npodeccnoHanibHON OpHUEeHTAluU
ciyxObl 3aHsTOCTH (IpHitoxkenue 1) u [IpumepHoe nosoxxenue o Llentpe npodeccrnoHanbHON
OPHEHTAINH U TICUXOJIOTMYECKOH MOJIEPKKH HACETIEHUS! TEPPUTOPHATILHOTO OpraHa 3aHsATOCTU
(npunoxenue 2).

2. TeppuTopuanbHBIM OpraHaM 3aHATOCTH, TOPOJCKUM, PAafOHHBIM, MEXPalOHHBIM CITyKOam
3aHSTOCTH PYKOBOJICTBOBATHCS YTBEPKICHHBIMU IPUMEPHBIMU MOJIOKEHUSMU MPU pa3paboTKe
(mepepaboTKe) MOJIOKEHHUH 0 CO3/]aBaeMbIX (JIEHCTBYIONINX) CAMOCTOSATEIBHBIX MOAPA3ACICHUSIX



npodeccrnoHabHOM oOpreHTaluy, ycTaBoB LleHTpoB (1aboparopuii, KaOMHETOB) PO (HECCUOHATBLHOM
OPHUEHTAIINH U TICUXOJIOTUYECKOH MO ICPKKU HACETICHUSI.

3. KoHTpo:b 32 HCIIOJTHEHHEM TIPHUKa3a BO3JIaracTcsi Ha MePBOTO 3aMECTUTENSI PYKOBOTUTEIS
nenapramenTa Capuyka O.T.

PykoBoaurens [lognucs H.P.CmupHOBa

Bonpocul ons camonooecomosku.

. Uto Takoe OJIaHK JOKyMEHTa?

. Kakue OnaHku opraHu3amnuy BaM U3BECTHBI?

. Uto Takoe oOmmii 6JaHK OpraHu3anum?

. Uto Takoe repOOBbIi OJaHK OpraHU3aluU

. Yro Takoe OsnaHkK nucpma’?

. Kakue pazHoBuHOCTH OJlaHKa TUChMa BaM U3BECTHBI?

. Kakue pekBU3UTHI coiepKUT OJIaHK nucbMa’?

. Kakue TpeboBaHus NpeIbsABISIOTCS K XpaHEHUIO OJJaHKOB ITUCEM?

0O JON DN~ W —

3aoanue Ne4Tema:«OCOOEHHOCTH fA3bIKA M CTHISA CIYXEOHBIX JOKyMEHTOB. Hopwmbl
ourmansHO-Ie0BOTO CTHA. Pemakropckas mpaBKa CIyKeOHBIX JOKyMeHTOB. OcobeHHOCTH
IIOATOTOBKHU U O(l)OpMJ'IeHI/ISI OTACJIBbHBIX BUJOB IOKYMCHTOB. PaCHOpHJII/ITCJ'H)HI)Ie JOKYMCHTBI. »

CoctaBuTh 1 0)OPMUTH TIPUKA3 110 JUIHOMY COCTaBY B COOTBETCTBUH C TPEOOBAHUSIMU TIO
obpasiy:

OBIIECTBO C OTPAHUYEHHOM OTBETCTBEHHOCThIO

" TIAJIbMUPA TPEIJIMAPK-89 "

IIPUKAS3

_22.10.2004  MockBa Ne_ 98

O co3gaHuu SKCIEPTHON KOMHUCCUU

B nensx dopmupoBanus ce30HHOM Kosutekuu 00yBH "BecHa-JIeTo-2004" 1 B COOTBETCTBUH
¢ Meroaukoii popmMHupoBaHUs SKCIIEPTHON KOMUCCHH T10 MPOBEACHUIO MAPKETUHTOBBIX
HCCIIEIOBAaHUM, YTBEPKIACHHON reHepaibHbIM upekTopoM 12.06.2004,

[TPUKA3BIBAIO:

1. Co3naTh SKCIEPTHYIO KOMUCCHIO B COCTAaBE:

npezacenaTesb - 3aMECTUTENb FEHEPAIBHOTO JupeKTopa 1o mapketunry [lerpos B.H.;

YJIEHBI: CT. MapKeToJor oTaena mapkerunra Cepebpsinckas H.H., cT. Menemkep otaena
npoaax CokoB W.IL., ct. sxcnepT koHTpoabHOrO oTaena Maperuesa O.b.

2. DKCHEepTHON KOMHUCCHUU TTPOBECTU aHKETHUPOBAHUE U 00paOOTKY MOJTYYSHHBIX PE3yIbTaTOB
B TEUEHHUE UIOHS-UIOJS 3TOTO roja.

3. HayaneHuky otaena kKoHbIOHKTYpHI U 1ieH CepreeBy M.JI. mo utoram o6paboTku
Pe3yIbTaTOB OIpoca Mo GopMUPOBAHHUIO CE30HHOM KoJuteKInu 00yBu "Becna-Jleto-99" mposectu



YTOYHEHHE U 10Pa0OTKY HOPMATHBHBIX JJOKYMEHTOB, Pa3paO0TaHHBIX OTAEIOM MapKETHHTa JUIs
(opMUpPOBaHUS CE30HHBIX KOJUICKIIUI 00YBH.

4. KoHTpOJIb 32 BBINIOJIHEHUEM IIPHKa3a BO3JIAraeTcss Ha KOMMEPUYECKOTO AUPEKTOPa (PUPMBI
Kosansckoro 1.P.

I'enepanbubiii qupexrop (noanucs) T.B.)Kusos

Bonpocul ons camonooecomosku.

1. Kakue pacniopsauTesbHble JOKyMEHThI BaM U3BECTHbI?

2. Kakue Bupl IpUKa30B BaM U3BECTHbI?

3. Kakue pekBU3UTHI cOlepKaTCs B IpHUKa3ax 110 OCHOBHOM AESITEIbHOCTH?

4. KakoB nopsaok u TpeboBaHust K 0(pOpMIICHUIO IPUKA30B 10 JIUYHOMY COCTaBy?

5. Kakue GpopMynupoBKY B pacHOPSANTEIIEHOW YaCTH HCIIONB3YIOTCS B IPUKA3aXx,
pacnopsKeHUsIX, YKa3aHUsIX, pelIeHUsIX?

3aoanue NeSTema:«Opranuzanusi ciyxObl JeI10npon3BoJcTBa. OpraHu3zalnvoHHbIe (OPMBI
paboThl ¢ JOKYMEHTaMH. TUIIOBBIE OpraHU3aI[MOHHBIE CTPYKTYPbI CIIY>KOBI I€IONPOU3BOJICTBA. »

CoctaBuTh J{0JPKHOCTHYIO HHCTPYKIIMIO CEKpeTapsi-pedepeHTa OpraHu3aiuy B COOTBETCTBUU
¢ TpeOOBaHUSIMHU.

Bonpocul ons camonooecomosku.

1. Kakne TOKyMEHTBI OTHOCATCSA K OPraHU3alMOHHBIM JIOKYMEHTaM ?

2. Kakyto QpyHKIHIO BBITOJHSIOT OPraHU3allMOHHbIE JOKYMEHTHI?

3. KaxoBbl mpaBuiia opopmiieHus: OpraHu3allMOHHBIX TOKYMEHTOB.

4. Kakue pekBu3uThI coaepxarcs B [1o10%keHnn 0 CTpYKTYpHOM NOAPA3AECIICHUN
OpraHu3anuu’?

5. Kakne pexBu3nuThl coqepxarcs B JlOJDKHOCTHON MHCTPYKLIIAN?

6. Kakue pekBu3uThl cojepkarcs B CTPYKType U IITATHOW YMCIEHHOCTH OpraHu3auu’?

7. Kakue pekBu3uThl cojaeprxkarcs B llITaTHom pacnvcannu opranu3amnuu?

8. Kakue pexBu3uThl coaepxarcs B JloroBope-KOHTpakTe?

3adanue 6Teva:«Opranuzanms JokymMeHTooOopoTta. [IpoGiema coBepIICHCTBOBAHUS
nokymMeHToobopoTa. IloHsATHE «IOKYMEHTOOOOPOT», €ro pa3Buthe M HopMma. OCHOBHBIE IpaBHIIA
OpraHu3auy JOKyMeHTooOOpoTa B yupexaeHuu. I[Ipuem, o0paboTka W pacmnpenencHue
MOCTYMAKOMMUX JA0KyMeHTOB. IlpaBuna o00pabGoTku uCXOIAIIMX JOKYMEHTOB. Peructpanus



JOKYMEHTOB. 3HAu€HHWE W 3aJaud PETUCTpaluu JOKyMEHTOB. POpMbI perucrpauuu JOKYMEHTOB
(>KypHasbHasi, KapTO4Hasl, JIEKTPOHHA).»

3adanue: cocTaBUTh U 0POPMUTH PETUCTPALOHHBIHN KypHAJ C 3aMUCSIMH O IOKyMEHTE.

Bonpocwi ona camonoozomosku:

1. Yro Takoe perucrtpanus J0KyMeHTa?

2. Kakue ¢opmbl perucrpanuu JOKyMEHTOB BaM U3BECTHBI?

3. Kakue cBeneHust 0 JOKyMEHTE BHOCSITCSI B pETMCTPALIMOHHBIN KypHa?

4. B yem npeuMyIiecTBa JMEKTPOHHOU (POPMBI perucTpanuu J0KymeHTa?

3aoanue 7 Tema: «H(DOpMaOHHO-CIIpaBOYHAs paboTa 1Mo JoKyMeHTaM. MHpopManmoHHo-
CIpaBOYHBIC JOKYMEHTHI. KOHTpOJb 32 MCIIOJHEHHEM NOKYMEHTOB. 3HAUu€HHE W BUIBI KOHTPOJISL.
®opmbl KOHTpOIsT. CpoKOBast KAPTOTEKA. »

3aoanue: cocTaBUTh U OQPOPMHUTH MUCbMO- MPOCHOY B COOTBETCTBHHU C TPEOOBAHUSIMH 10
MPEATI0OKEHHOMY 00pasIy:

3aKkphITOE aKIMOHEPHOE OOIIECTBO

“9KOHMUK A” Tupexkropy naBuiboHa
Bcepoccuiickoro BeicTaBOY-

Psazanckuit np-1, 99, xopn. Mocksa, 1109542, Horo nentpa
T. 371-3922, daxc (095) 377-8227

r-uy Typosy B.C.

10.09.2004 Ne 01-18 / 395

Ha Ne oT
O npenocTaBieHUU BbICTABOYHOM
IUIOII A

[Ipocum Bac npegocraButh B apenay Hamei pupme 300-400 KB. M BBICTABOYHOM TIIOIIA A
u1st poBenieHus ¢ 13 HosOps no 31 mexabpst 2004 r. Becepoccuiickoi poxkaeCTBEHCKOW SpMapKH
00yBH.

Omnaty rapanatupyem. Hammm 6aHKOBCKHE PEKBU3HTHI: ...

Ucnonnutensubiii qupekrop [Hoanucs A.A.Kouepos

I'maBneiii Oyxranrep [loanuce I'.B. Tymanos

[TeuaTs

CnaBuna Auna EBrenreBna 377-65-45

Bonpocul ons camonooecomosku.

. Kakue Buabl HHPOpPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB BaM U3BECTHBI?

. Kakue ¢pynkuuu BHIIOTHSAIOT HHGOPMAITMOHHO-CIIPABOYHBIE IOKYMEHTHI?
. Kakue pekBU3uTHI coepkarcs B mpoToKoJie?

. Kakue pekBu3uThI conepxarcs B akre?

. Kakue BubI TOKIaAHBIX 3aMIHUCOK BaM U3BECTHBI?

. Kakue BubI 1€710BBIX MHCEM BaM U3BECTHBI?

. Ans yero nmpegHa3HAYECHbI FrapaHTUHHBIE THCHMA?

. Kakue pexkBU3UTHI coziepKaTcs B TApAaHTUUHBIX MHUCbMaXx?

. KakoBel Tpe6oBaHus K 0(hOpMIIEHUIO CITyKEOHBIX TEJIeTrpaMM, CIIyKeOHBIX
TenedoHorpamm?

10. Kakue Bupl ¥ pOpMBI KOHTPOJISI BAM U3BECTHBI?

3aoanue 8.Tema: «OpraHuzanus TEKyIIEro XpaHEHHs NOKyMeHTOB. HomeHkmarypa nei.
dopmupoBaHue e, XpaHeHue eIl »

3aoanue.CocTaBUTh IPUMEPHBIN 00pa3er] HOMEHKIATYPHI JieJl CTPYKTYPHOTO MOApa3AeIeHHUs.

Bonpocwl 0ns camonooecomosku:

1. Yro Takoe hopmupoBanue aemn?

2. KakoBbI OCHOBHBIE MPUHIMIIEI (POPMUPOBAHUS A€ ?

3. UTo Takoe HOMEHKJIaTypa Jein?
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4. Kakue TpeOoBaHUS MPEIBBIAIOTCSA K COCTABICHUIO U 0(POPMIICHUIO HOMEHKJIIATYPHI Je7?

5. Kakue peKkBU3HTHI UCTIONB3YIOTCS MPH 0(GOPMIIEHUN HOMEHKIIATYPHI e ?

3aoanue 9.Tema: «lloaroroBka Jen K apXMBHOMY XpaHEHHUIO. OKCIEpPTU3a LIEHHOCTH
nokymenrta. Odopmiuenue aen. Cocrapnenue onuceit nen. [lopsaaok nepenayuu 1ei B apxuB. »

3aoanue: cocTaBUTh U OPOPMUTH AKT O BBIICICHUH JIE)I K YHUUTOKECHHUIO.

Bonpocul ons camonooecomosku.

1. Yro Takoe sKcrepTHU3a LIEHHOCTH JOKyMeHTa?

2. KakoBsl 3a/1auy IPOBEIEHUS IKCIEPTU3bI LIEHHOCTH TOKyMEHTa?

3. KakoBbl kpuTepuu, NpeabsBiIseMble K JOKYMEHTY 3KCIIEPTHON KoMuccuen?

4. KakoB NOps0K COCTABJICHUS ONIMCEN Aen?

5. KakoB nopsiiok nepejayuu Aen B apXuB?

KOHTpOb BBINIOJIHEHUS CTYACHTOM 3aJJaHUM JUIsl CaMOCTOATEIbHON pabOThl IPOBOAUTCS B
X0JI€ AyJIMTOPHBIX 3aHATUH, KOHCYJIbTALIUM, a TAKKE MPH OMPEIEICHNUN IOMYCKA K 3a4ETy.

2.1.3. Tembl 1151 BHINOJTHEHNSI TBOPUYECKUX PadoT, pedpepaToB, 10KJIa10B

Hcropus pa3Butus 1e10mpou3BOICTBA.

CraHoBiieHHe J1enonpou3BoicTBa B Poccun

Jlenonpoun3BoICTBO B JOPEBOJIIOIIMOHHON Poccun

CoBeTrckuil meproj pa3BUTHUS JEI0TTPOU3BOJICTBA

Kpatkas xapakreprcTrka IeHCTBYIOIINX B CTpaHe YHU(PUITUPOBAHHBIX CUCTEM JOKYMEHTAITHH.
Hcropudeckuii xapakTep JOKYMEHTOB U JIOKYMEHTUPOBaHUsl. Pa3BuTne MoHATHS TOKYMEHTA.

CocraB GopMyisapa JOKYMEHTOB Ha Pa3TMYHBIX HOCUTESX HHPOPMAIIHH.

TpeGoBaHMs K U3TOTOBJICHHUIO, YUETY, UCIIOJB30BAHUIO U XPAHEHUIO OJAaHKOB C BOCIPOU3BEIACHUEM
INocynapcrBenHoro rep6a Poccuiickoit @enepannu, repooB cydorekToB Poccuiickoit deneparumu.
Dopmynsp-obpaser] OpraHu3alMOHHO-PACTIOPSIIUTENBHOIO JTOKYMEHTAa KaK CXeMa pPAacloJIoKEeHHS
PEKBHU3UTOB.

CocraBnienne 1 oopMIIeHHE TOKYMEHTOB C McmoJib3oBanueM [1K.

[IpaBuna BbIAAYM KOTIMI TIOKyMEHTOB B OpraHU3aIMsIX.

3HavYeHNE KOMITBIOTEPU3AIIUU JOKYMEHTO000poTa isi paboThl ciayx0bl JJOY.

Kaprounas cuctema perucrpanuu JOKyMEHTOB.

NudopmanronHo-cripaBoyHas paboTta 1o JeCTBYIONUM HOPMATHUBHO-IIPABOBBIM aKTaM.
Texnonoruss HHPOPMAIMOHHO-CIIPABOYHON pPAaOOTHI € MOMOIIBIO CIPABOYHBIX KAPTOUEK H
PEruCTPaMOHHO-KOHTPOJIBHBIX KAPTOUEK.

OcHoOBHbIE BUbI JOKYMEHTOB, HYXIAIOIIHUECS B YTBEPKICHHUH.

OcHoBHbIE BUbI JOKYMEHTOB, Ha KOTOPBIX [TPOCTABJISAETCS M€YaTh.

[lepeueHr HOPMATHBHBIX JOKYMEHTOB, PEIJIAMEHTUPYIOIIMX TMOPSAIOK OINEPATHBHOIO XPaHECHUS
WCIIOJIHEHHBIX JIOKYMEHTOB.

[TpuHIMMBI U KPUTEPUH OTIPECIICHUS HAYYHO-TEXHUUYECKON U MPAKTHUECKOM IEHHOCTH T0KYMEHTOB.
HopmartusHo-MeToanueckue JOKYMEHTHI (hefiepanbHOl apXuBHOM ciyx0b1 Poccun.
HopmartuBHo-MeToquueckrue JOKYMEHThI, PerIaMEeHTUPYIOINE paboTy ¢ 00OpallleHusIMHU TpaX/IaH.
Oco0eHHOCTH TEXHOJIOTHH PabOThI C OOPAILEHUSIMH TPAKIaH.

[ToaroToBKa TOKYyMEHTOB K apXUBHOMY XPaHEHHIO

DKcnepTh3a HEHHOCTH JOKYMEHTOB.

HcTounuky Ui NOArOTOBKH K AM(PepeHIHPOBAHHOMY 324€Ty

OcHOBHBIC HICTOYHHMKH:
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st CIIO / Xawarpsia I A., Ky3znenoa 1.B.. — Caparos, Mocksa : IIpodo6pazoBanue, At IIu Ap
Menua, 2020. — 283 ¢. — ISBN 978-5-4488-0742-8, 978-5-4497-0783-3. — TeKcT : 2MeKTPOHHBIN
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5. @enepanbHsblii 3akoH 0T 06.12.2011 N 402-D3 (pen. o1 26.07.2019) «O OyxXranTepckoM yaeTe»
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m3narensckomy aeny. OPJI. TpeboBanust kK 0pOpMICHUIO JOKYMEHTOB".

7. TOCT P.7.08-2013 «CHUBU. Jlenonpous3BOACTBO UM apXWBHOE Jej0. TepMHHBI W
OTIpE/ICIICHUS.

8. IlpumepHas WHCTPYKIHS IO JCIIONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OPraHU3AIUIX
(yrBepkneHa npukaszoMm Pocapxusa ot 11.04.2018 No44).
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/ Y. B. Ky3nenoBa, I'. A. Xauatpsia. — 2-e uzn. — Capatos : [IpodobpazoBanue, Ait [Tu Op Menua,
2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT : 3MEeKTPOHHBIN //
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