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1.1.00mme cBegeHust

Kommnekr onenounbix cpenacts (KOC) mpennasHaueH st MPOBEPKUA PE3YJIHTATOB
OCBOGHUSI y4eOHOW AMCUMUILTUHBI J[OKyMEHTAIIMOHHOE OOecleueHne YIPaBIICHUS OCHOBHOM
npodecCHOHAIBHOW ~ o0pa3oBaTelbHOM  mporpamMmbel 1o crnenuanbHoct  40.02.04
«¥OpucnpyneHus».

1.2.I1lepevyenn (popmMupyeMbIX 3HAHUHN, YMEHHIT 1 KOMIIEeTCHIIHI
B pesynbrare ocBoeHuMs y4eOHOW IUCHMIUIMHBI JloKymMeHTarmoHHOe oOecreueHne
yrOpaBieHus oOydamommiics AomkeH obnagate mnpexycMmorpeHsiMu  ®I'OC  CIIO mo

CIIEIUAJIbHOCTH CJIe I IOIUMHU YMEHUSIMH, 3HAHUSAMH, KOTOpBIC dhopmupyrot

poecCHOHAEHYI0 KOMIIETCHIINIO, U OOIIMMH KOMIIETEHITHSIMHU:

YMenusn

Vi oOpMIIATE OPraHU3AlMOHHO-PACTIOPSTUTEIILHBIE JOKYMEHTHI B COOTBETCTBHUU C
nerictBytomuMm ['OCTowm;

V2 OCYIIECTBIISATh OOpPaOOTKY BXOISANINX, BHYTPEHHUX U MCXOASIIUX JTOKYMEHTOB,
KOHTPOJIb 32 X UCIIOJTHCHUEM;

V3 oQOpMIIATH JOKYMEHTHI JUIsI IepeIaul B ApXHUB OPTaHU3AIINN;

3HaHusa

31 MOHSITHE JOKYMEHTA, €T0 CBOHCTBA, CIIOCOOBI IOKYyMEHTUPOBAHHS,

32 MpaBUjia COCTaBJIeHUA U O(DOPMIICHHS OpraHU3aIMOHHO-PACTIOPSIUTETHHBIX
noKyMeHTOB (nanee - OPJI);

33 CHUCTEMY W THUIOBYI TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO OOECreYeHHUsl YIpaBICHUS
(manee - 10Y);

34 OCOOEHHOCTH [IEJIOTIPOU3BOJICTBA TIO OOpaIlleHUsIM TpaKJaH W KOH(HICHIIMAIBHOTO
JIeIIOTIPON3BOICTBA,

O0mme KoMneTeHUHU

OK 01. Bsibupath cmocoObl pemieHus 3agad  MNpo(pECCHOHANBHONW  AEATEIbHOCTH
IIPUMEHHUTEIBHO K Pa3IMUHBIM KOHTEKCTaM;

OK 02. Hcnonws3oBaThb COBPEMEHHBIE CpEACTBA IIOHMCKA, aHaIW3a W MHTEpIpeTaruu
uHpopMaLUu M HMHQOPMAIMOHHBIE TEXHOJOTUHM JJI BBIIOJIHEHUS 3aJad NpoQecCHOHANTBHOM
NESITENIBHOCTH;

OK 03. IlmaaupoBaTh M peaan30BbIBaTh COOCTBEHHOE MPO(ECCHOHATHLHOE M JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATENBCKYIO IeSITEIbHOCTh B TNpodeccuoHanbHOM cdepe, HMCHOIB30BaAThH
3HAHUS 110 IPaBOBOI U (PMHAHCOBOW I'PAaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYaALUX;

OK 04. D¢} dexTrBHO B3aMMOAECHCTBOBATH M PabOTaTh B KOJUIEKTUBE U KOMAH/IE;

OK 05. OcymecTBiaATh YCTHYIO U MHCbMEHHYI0 KOMMYHHUKAIIMIO HA TOCYJIAPCTBEHHOM SI3BIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOEHHOCTEH COLMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 06. ITposBIATh TpaKAAHCKO-MATPUOTUYECKYIO MO3UIINIO, IEMOHCTPUPOBATH OCO3ZHAHHOE
MOBEJICHHE HAa OCHOBE TPAJAMLIMOHHBIX OOIIEUETOBEYECKUX LEHHOCTEH, B TOM YHUCIIE C YyYETOM
rapMOHU3AIUN MEXHALMOHAJIBHBIX U MEXPEIUTHO3HBIX OTHOIIEHUH, NPUMEHATh CTaHIAPTHI
AHTUKOPPYILIMOHHOIO IIOBE/ICHUS;

OK 07. ConelicTBOBaTh COXpaHEHUIO OKPYKAIOIIEH Cpe/bl, PECypCOCOepeKeHUI0, TPUMEHSITh
3HaHUS 00 W3MEHEHMM KJIMMaTa, MPUHLUINB OEpEeXIMBOIO MPOU3BOACTBA, APPEKTHUBHO
JEWCTBOBATh B UPE3BbIYANHBIX CUTYyAIIUSX;

OK 09. Ilomb3oBaThCcsi mNpoeCCHOHATBHON TOKYMEHTAUMEH Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.

IpodeccnonanbHbie KOMIIETEHIUT

IIK 1.1. OcymiecTBasTh MpodecCHOHAIIBHOE TOJIKOBAaHHUE HOPM TTpaBa.



I[IK 1.2. IlpuMeHsAT, HOpPMBI MpaBa Ui pelIeHUs 3agad B NpodecCHOHATBLHON
NeSITENIbHOCTH.

IIK 1.3. Bnagers HaBbIKaMU NOJTOTOBKM IOPUAWYECKUX TOKYMEHTOB, B TOM YHCIE C
MCIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOIOTH.

KOHTpOJIBHO-OLICHOYHBIE ~ CPEJICTBA  BKJIOYAKOT  KOHTPOJBHBIE  MaTEpHANIBl IS
IIPOBEJEHUS TEKYILIEH U IPOMEKYTOUHOM aTTECTaLUH.

Hroroson dopmoii arrecTanuu o yueOHOM JUCLIUIUINHE SBJIAETCS
oughghepenyuposannvill 3auem.

CTyneHTsl ONyCKarOTCs K 3a4eTy NPU HAIWYUU PE3YJIBTATOB TEKYIIEW AaTTEeCTAlMH,
NPEIYCMOTPEHHBIX Y4eOHBIM IJIAHOM COOTBETCTBYIOILIETO CEMECTpa.



1.3. PE3YJIBTATBI OCBOEHUSA JUCHUIITINHBIL, ITIOAJIEKALIUE ITPOBEPKE

B pesynprate arrecranum mo y4eOHOW AMCIUIUIMHE OCYIIECTBIISIETCS KOMIUIEKCHAs MPOBEpKa CIEAYIOIMX YMEHHH W 3HAHWH, a TaKkke

TUHaMHUKa GOPMUPOBAHHUS OOIIMX KOMIETEHIIHIA:

Pe3yabTarsl 00y4yeHus
(ocBOEHHBbIE YMEHUsl, YCBOCHHbIE 3HAHMS)

IToxa3aTen oneHKH pe3yJjbTara

DopMBbI U METOBI
KOHTPOJISI M OLIEeHKHU
pe3yJbTATOB 00yUeHUsI

YMmenust
vy 1 - 0pOpMITSITH OpraHu3alOHHO- BHIOOp  BHIBI  JIOKYMEHTa Uil  OMNPEACIICHHOTO  BHJA | PE3YJIbTAaThl BBHIITOJIHCHMS
pactopsiIUTENbHBIE JOKYMEHTBI B COOTBETCTBUHU C IEeSITEILHOCTH, MPAKTUYECKUX 3aJlaHUi U

nercteyromuM 'OCTowm;

OK | — noHMMAaTh CyIITHOCTb U COLUATIBbHYIO
3HAYUMOCTb CBOEH OyyIieit mpodeccun, mposiBIsATh
K HEW yCTOMYMBBIA HHTEPEC.

OK 4 - ocymiecTBISTh TOUCK M UCIIOJIb30BAHUE
UHpOpMaLUU, HEOOXOAUMOM 1 A3PPEKTUBHOTO
BBITNIOJIHEHUSI TPOPECCUOHANBHBIX 33124,
npo¢eCCHOHATBHOTO U TMYHOCTHOTO Pa3BUTHS.

OK 5 — ucnonb3oBaTh HHGOPMAITMOHHO-
KOMMYHHKATHBHBIE TEXHOJIOTHH B
npodeccuoHaNbHOM NesSTEIbHOCTH.

OK 9 — opueHTHpOBaTHCS B YCIOBUAX TOCTOSTHHOTO
W3MEHEHUS TPaBOBOM Oa3bl.

000CHOBaHHOCTb BBIOOpA U ONITUMAIILHOCTH COCTaBa
HCTOYHHUKOB MH(OPMALIUH [T pEeLIeHUs TPOopeCCHOHATBHBIX
3a7a4 ¥ caMo0Opa30BaHMUS;

ONEPATUBHOCTh  TIOMCKAa  HEOOXOIMMOI
WCTIOJIb30BAHMUEM PA3IMYHBIX CPEJICTB;
oopmieHre TOKYMEHTOB B COOTBETCTBHH C DenepaibHbIM
3akoHoM «OO0 wuHpOpManuu, uH(OPMATH3ALMK U 3AIUTE H
nHpopManumny,

nHpopManuu ¢

CaMOCTOSITSIILHOUN
paboThl

VY 2 — ocymecTBIATh 00pabOTKy BXOISIINX,
BHYTPEHHHX U UCXOJSAIINX JJOKyMEHTOB, KOHTPOJIb
3a UX MCHOJIHEHHEM.

OK 3 — npuHHMAaTh pelIeHus B CTaHJapTHBIX U
HECTaHJAPTHBIX CUTYAIMsIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 8 — caMOCTOSITEIbHO ONPEACIISITh 33141

pacro3HaHKe THIIA COOTBETCTBYIOIIETO JJOKYMEHTA;
oopmiIeHHE IOKYMEHTOB B COOTBETCTBHU ¢ DenepanbHBIM
3akoHoM «OO0 wuHpopmanuy, MHGOpPMATH3ANMKM W 3alIUTE U
uHpOpMALIUNY;

OpraHusanus J0KyMEHTO00O0pOTa € MCIOJIb30BAHUEM CpPEICTB
TEJIEKOMMYHUKAIIH

BBIOOP METO/1a PETUCTPALIUH JOKYMEHTOB;

pe3yNbTAThI BBIOJHEHUS
NPaKTUYECCKUX 3a/IaHUH U
CaMOCTOATEIIbHOMN
paboThI




PO ECCHOHAIBHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHUMAThCA CaMOOOPa30BaHUEM, OCO3HAHHO
TJIAHUPOBATH MOBBIIIEHUE KBATM(PUKAIINH.

VY 3 — opopMIATH JOKYMEHTSHI JUIs NIepeiaud B apXUB
OpraHu3auu

dopmupoBaHUE Jie]a B COOTBETCTBUN C HOMEHKJIIATYpPOU Jell.
Odopmienue fena K cjaue B apXuB.

pPEe3yJIbTaThl BBINOJHEHUS
MPAKTUYECKUX 3aJIaHUI U

CaMOCTOSTEIbHOM
OK 2 — opraamn3oBbsIBaTh COOCTBEHHYTO paboTsl
JESITEIbHOCTD, BHIOMPATh TUIIOBBIE METOJIBI U
crocoObl BHIMOTHEHUS MTPpo(eccHoHaNbHBIX 3a/a4,
OIICHUBAThH UX 3(P(HEKTUBHOCTH U KAYECTBO.
3HaHusn
3 1 — moHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI MOHUMaHHE U OCO3HAHWE POJIH JIOKYMEHTOB B JKM3HH Y€JIOBEKAa | ONpOC, OLICHKa
JIOKyMEHTUPOBaHUS 1 o01iecTBa, B cepe yrupaBlIeHUs U MPOPECCHOHATBHON pE3yIbTaTOB
JIESITENIbHOCTH, UX OCHOBHBIX (DYHKIIMH, CTIOCOOOB CaMOCTOSITCIIBHOM
JIOKYMEHTHPOBAHUS, paboThI
XapaKTePUCTHKA BUJIOB JOKYMEHTOB;
3 2 — mpaBuia cocTaBieHUST W OdopMIeHHUs pacro3HaHWe BHAA JOKYMEHTa JUIs OINPENEICHHOrO BHja | OIpPOC, OLIEHKA
OpraHW3aIl[MOHHO-PACTIOPSAAUTEIBHBIX  JTOKYMEHTOB JIEATETHLHOCTH; pe3yJIbTaTOB
(OPLI) HOHATHE W OTJIMYUS OPraHUu3allMOHHLIX U PaCHOPSIIUTEIbHBIX CaMOCTOSITEIIBHON
JIOKyMEHTOB; padoThI
nepevucieHne ©u  npaBmwia  OQOPMIICHHS  PEKBU3HUTOB
JIOKYMEHTOB;
3 3 — cucTeMy H THUIOBYK TEXHOJIOTHIO MIPUMEHEHNE 3HAaHUI OCHOBHBIX BUI0B U pa3HoBuaHocTed OP/I; | ompoc, OIICHKA
JOKYMEHTAI[MOHHOTO  O0ECIeueHUs]  yIpaBICHUS pe3yNbTaToB
(10Y) CaMOCTOSITEIbHOU
paboTHI
3 4 — o0co0eHHOCTH JEIONPOM3BOACTBA IO 3HaHKe 3aK0oHa «O MEPCOHATBHBIX JAHHBIX); ompoc, OLIeHKa
oOpalieHussM TpaxkJaH ¥  KOH(UICHIMAILHOTO pacro3HaBaHKe BUIOB CITyKEOHBIX JJOKYMEHTOB; pe3yabTaToOB
JICIIONPOU3BOICTBA CaMOCTOSITEIbHOM

CIOCOOBI PETUCTPAINH BXOSIIEH JOKYMEHTAIITH

paboThI




1.4. ®opMbI TeKylIero KOHTPOJISI U MPOMEKYTOYHOM aTTeCTAIMM N0 Y4eOHOH TUCIUIJINHE

Texkyummii KOHTPOJIb

HpOMe)KyTO'-lHaﬂ arrecranus

JJ1eMeHT y4eOHOi TN CUUILINHBI ®opMbI 1 METOALI KOHTPOJIA U OLEHKH IIpoBepsiemble dopma IIpoBepsiembie
pe3yJbTATOB 00yUeHUs Y, 3, OK KOHTPOJISI Y, 3, OK
Pasnea 1. BBenenue B
JOKYMEHTALlMOHHOEe o0ecrneyeHue
ynpaBJeHHSA
Tema 1. 1. IlonsTie o nokymeHTax, | Ompoc, pelieHHe TECTOBBIX 3aJaHWi, pe3yJbTaThl
croco0ax JIOKYMEHTUPOBAHUS U O BBITIOJTHCHHS MPAaKTUYECKUX 3aaHui u|31.
HOCHUTEJISIX UH(OPMAIIHH. CaMOCTOSITEJIbHOM PabOTHI
Tewma 1.2. Ilpu3Haku u CTpyKTypa Ormpoc, pelieHne TECTOBBIX 3aJlaHUi, PEe3yJIbTaThl
JOKyMEHTa BBITTOJIHEHUS MPAKTUYECKUX 3aJaHuif u|31.
CaMOCTOSITEJIbHOM pabOThI
Tema 1.3 Yauduxauus u Onpoc, pelieHue TECTOBBIX 3aJaHui, pPe3yJIbTaThl
CTaHJapTHU3aLUs JOKYMEHTOB. BBIIIOJIHEHUS MIPAKTHYECKUX 3a1aHUI u 31,0K1,0K5,
YHUPUIHPOBAHHBIE CUCTEMbI CaMOCTOSTEJIBHOM PabOTHI Hugp. saem OK9,
nokyMenTaiuu (YC/)
Tema 1.4 O6mue TpeboBaHus K Onpoc, peleHue TECTOBBIX 3aJaHui, pPE3yJbTaThl
0 OpPMIIEHHIO TOKYMEHTOB BBITIOJTHEHUSI MPaKTUYECKUX 3a/laHui u
CaMOCTOSITEJIbHOM PabOTHI
Tewma 1.5 IpaBuna opopmneHus Omnpoc, pelieHre TECTOBBIX 3aJaHUM, PEe3yJIbTaThl
OCHOBHBIX BUJIOB OPTaHU3aLMOHHO- | BBIIIOJHEHUS MIPaKTUYECKUX 3a1aHui u
pacnopsIUTeIbHbIX JOKYMEHTOB CaMOCTOSITEJIbHOM PabOTEhI
Tema 1.6. Onpoc, peleHue TECTOBBIX 3aJaHui, pPe3yJbTaThl
IIpaBuna opopmiieHHs U BblIa4u BBIIOJIHEHUS IIPAKTUYECKUX 3aJJaHul U
KOIIUM IOKYMEHTOB CaMOCTOSITEJIbHOM PabOTHI
Pa3zpnen 2. Opranuszanus padorsl ¢ Jugh. 3auem V1,V2,V¥V3 3
JOKYMEHTAMH 3, 0K 2, OK 3,
Tema 2.1. TpeGoBanus x PeleHye TECTOBBIX 3a1aHUM, PE3yIbTaThI 33 OK 4, OK 5, OK
OpraHu3alK JOKYMEHTO000poTa BBINOJIHEHHSI CAMOCTOSITENbHOM paboThI 8.
Tema 2.2. Opranuzanus Omnpoc, penieHre TeCTOBbIX 3a/1aHUM, pe3yIbTaThbl 33

OIICPATUBHOI'O XPAaHCHUA

BBIIIOJIHCHUA IIPAKTHYCCKUX 3aJaHuM U




JJOKYMEHTOB CaMOCTOSITEJIbHOM pabOThI
Tema 2.3. DkcniepTu3a 1IEHHOCTH Omnpoc, perieHre TeCTOBbIX 3a/laHni, pe3yIbTaThbl V1,V2,33
JIOKYMEHTOB BBITIOJTHEHUSI TPAKTUYECKUX 3aJaHUI U
CaMOCTOSITENIbHOM pabOThI
Tema 2.4.
[ToaroToBka eyt K apXUBHOMY Perienue TecTOBBIX 3a1aHUH, PE3YIbTATHI
XPpaHCHUIO. BBITTIOJTHEHHS CAMOCTOSITEIILHOM paGOTLI
Tema 2.5. -
Omnpoc, penieHne TECTOBBIX 3a/laHNl, pe3yIbTaThl
Opranuzaius paboThI C o
BBITMIOJTHEHUSI MPAKTUYECKUX 3aJaHUM U
oOpaleHus MU TpaXkaaH .
CaMOCTOSITEJIbHOM PabOTHI
Tema 2.6. Pemenne TECTOBBIX 3aJIaHNM, pesynbTathl | Y 1, V2,V 3,

Opranuzanus paboThl C
JTOKyMEHTaMH, UMEIOIIIMU I'pUd
OI'paHHUYCHUA JOCTYIId K HUM

BBITTIOJTHEHHS CAMOCTOSITEIILHOM paGOTLI




1.5. OIIEHKA OCBOEHHUA YYEBHOM JUCIUTLIMHBI

Kontponb u omeHKa pe3yiabTaTOB OCBOEHUS JUCHUILIMHBI  «JloKymMeHTanmoHHOE
o0ecrnieueHre yrnpaBieHHsD OCYIIECTBISETCS MPENoiaBaTeeM B Mpoliecce MPOBEACHHUS:

— MPaKTHYECKUX (CEMUHAPCKUX) 3aHATHUH,

— TECTUPOBAHMUS,

— orpoca,

— JIUCKYCCHUH, TUCIYTOB, 1e0aTOB,

— BBIMOJHEHUS CTYJIEHTAaMHU CAMOCTOSATEIbLHON PabOThl, MHIMBUIYaTbHBIX 3aJaHUHA U T.1I.

TCCTI/IPOBaHI/Ie HaImpaBJICHO Ha HOPOBCPKY BJIIAJACHUA TCPMHHOJIOTMYCCKHUM alIraparoM H
KOHKPETHBIMU 3HAaHUSAMHU B 00JacTU MO MUCHUIUIMHE. TecTupoBaHWE 3aHUMAET YacTh Y4EOHOTO
3aHaTud (10-30 MuUHYT), NpPaBUIBHOCTH pEIICHHs pa30upaeTcs Ha TOM JK€ WIM CIEAYIOLIEM
3aHATUU; YaCTOTA TECTUPOBAHUS ONPEIEISAETCS IPETOIaBATEIEM.

Ha cemuHapckmx 3aHATHSX OCYIIECTBISICTCS 3allliTa TPEJCTABICHHBIX pedepaTon
(IoKJIa/10B, MPOEKTOB), TBOPYECKUX PAOOT UM BBICTYIUIEHUN CTYJIEHTOB.

HpaKTI/I‘-IGCKI/Ie 3aHATUA IIPOBOJUTCA B YaChI, BBIJICJICHHLIC yqe6HI)IM IIJTaHOM IJIsA OTpa6OTKI/I
MPAaKTUYECKUX HABBIKOB OCBOCHMS KOMIETEHUMSMH, W MPEANOJaraloT aTTECTalUI0 BCeX
o0yJaroImuxcs 3a KaxJ10€ 3aHsATHE.

CobecenoBaHne MOCPEICTBOM HCIOJIB30BAaHUSI YCTHOTO ONpOCA HA 3aHITHHU TO3BOJSET
BBISICHUTH 00bEM 3HAHUU CTY/ICHTA 10 ONPEICTICHHON TeMe, pa3ieny, mpolaeme.

Kpyrnelit  cron, guckyccus, MOJeMHKa, MAHUCIYT, Ae0aThl - OIEHOYHBIE CpEJCTBa,
MO3BOJISIOIINE BKITIOUUTH 0OYYAOUIMXCS B MPOIECC 0OCYKACHUS CIIOPHOTO BOMPOCA, MPOOIEMBI U
OLICHUTH UX YMEHHE apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PEHUS

Joknan, cooOmeHne SBISETCS TPOMYKTOM  CaMOCTOATENBHOM  pabOThl  CTYyJNEHTA,
MIPEJICTaBJISAIONINI cO00M MyOIUYHOE BBICTYIUICHHE IO MPECTABICHUIO MOTYYSHHBIX PE3yIbTaTOB
pENICHHUs OTpeIeIEHHOW yIeOHO-TTPAKTUIECKON, YIeOHO-HCCIIeI0BATEIHCKOM UITH HAYIHON TEMBI.

[TpogykToM caMoCTOATENbHON paboOThl CTyAEHTA, ABIsETCS U pedepar, MNpeaCTaBISIOMINUN
co0Ol KpaTKO€ H3JI0KEHHE B TMHChMEHHOM BHJE MOJYYCHHBIX pPe3yJbTaTOB TEOPETUYECKOTO
aHaJIM3a OmpeeNieHHON HayuyHOU (YueOHO-MCCleI0BaTeIbCKOM) TEMBI, TJI€ aBTOP PACKPHIBAET CYTh
uccaeayeMon mpoOIeMbl, MPUBOIUT PA3IMUHBIE TOUKH 3PEHHS, a TaKKe COOCTBEHHbIE B3TJISbI HA
Hee.

[lonrotoBka CTyA€HTOM TPE3EHTALMKM IIO3BOJISIEM OLEHUTh YMEHHE O00yYaroIerocs
HATJISITHO M3J1araTh CyTh IOCTABJICHHOM MPOOJIEMBbI, CaMOCTOSITENIbHO MPOBOAUTH aHAIMU3 ATOU
npoOJIeMbl C  HUCIOJB30BaHUEM HMH(POPMALMOHHBIX W  KOMIBIOTEPHBIX TEXHOJOTUH U
AHAJIUTUYECKOTO  HMHCTPYMEHTapus  COOTBETCTBYIOIIEH  JUCUUIUIMHBL,  JI€JaTh  BBIBOJBI,
00001IaroNIFe aBTOPCKYIO MO3UIIHIO TI0 MOCTABJICHHOM Mpodieme.



1.6. Tunosbie 3alaHuA 1JIA IIPOBEACHUS TeKymei/i Hu l'[pOMC)KyTO‘lHOﬁ aTTeCTallui 110
AUCHHUIIJINHE

1. IPAKTUYECKHUE (CEMHUHAPCKHUE) 3AHATUASI.
1. IIpakTnueckoe 3ansitue (ceMuHap): «OCHOBHbIE MOHITHSA 1€JIONPOU3BOACTBA.

Bomnpoce! 1151 00cy:KaeHus :

[TonsiTHE AENONPOU3BOACTBA.

[Ipenmet nenonpou3BoACTBA.

HOHSITI/IG I[OKYMGHTa, OCHOBHBIC BUIBI I[OKYMGHTOB.
OyYHKIMU JOKYMEHTA.

HOHSITI/IG CUCTEMBI I[OKYMCHTaI_[I/II/I.

MRS

2. Ilpaktu4eckoe 3ansitue (cemuHap): «Mcropusi pa3BuTHS 0TE€4eCTBEHHOI'0
JeJI0TPOU3BO/ICTBAY.

Bomnpocs! 1151 o0cy:kaeHus:

1. OOmias xapakTepucTHKa JeJIONPOU3BOACTBA B J{peBHEPYCCKOM IOCYIapCTBE, BUIBI
JIOKyMEHTOB B 3TOT MIEPUO/I.

XapakTepHucTuKa MIPUKA3HOTO JIEJIONPOU3BOJICTBA.

Komnexckoe nenonpouspoictBo B Poccuu. Pepopmer Iletpa 1.

MuHHCTEpCKOE JIEIONPOU3BOACTBO B yupexaeHus Poccun. Peopmbr Anexcanapa 1.
XapakTepucTrKa rocy1apCTBEHHOIO JEI0NPON3BOACTBAa B COBETCKYIO 3IIOXY.

NhARWD

3. Ilpaktuyeckoe 3aHsiTHE (ceMuHAP): «OpraHu3anus cayxk0bl 1eJI0MPOU3BOACTBAY.

Bomnpocs! 1151 o0cy:kaeHus:
. [lonsiTue u 3HaYeHHE CITyKOBI JOKyMeHTalmoHHOTo obecnieuenus (C1O).

. OpranusanuonHbie GOpMbI pabOTHI ¢ JOKYMEHTAMH, UX OCOOCHHOCTH.
. «YTpaBJIeHUE JIeIaMU», €T0 COCTaB U (PYHKITUH.

. «O0mWMit 0OTIICI», €r0 CTPYKTYpA.

. [lonsiTHe, PyHKIIMH U COCTAB KAHIICIISPHH.

. XapakrepucTuka paboThl ceKpeTaps-pedepeHTa.

AN DN B~ W -

2. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBens A.

Buvibepume 6eproe ymeepoicoenue

1.Tpe6oBanuss K O(OPMIICHHUIO OPraHU3ALMOHHO-PACIIOPAAUTENBHBIX JOKYMEHTOB
ycranasiuBaer ['OCT P 6.30 — 2003

2. B npunoxennu k 'OCT P 6.30 — 2003 nanbl 00pasiipl 0JaHKOB JOKYMEHTOB

3.B opraHumzanuu 1o yYCMOTPEHHIO pYKOBOJICTBAa JOJKHA OBbITh pa3zpaboTaHa
UHAWBUAYaJIbHAsS HHCTPYKLHUS 110 IEJI0IPOU3BOJCTBY

4. Oprann3alnoOHHO-IIPABOBbIE TIOKYMEHTHI, KaK IIPABHUIIO, ITOJIEKAT YTBEPHKACHUIO

5. B opranu3animoHHO-NIPaBOBbIE JOKYMEHTBI MOKHO BHOCUTb U3MEHEHUS

Buvibepume npasunvHuiti omeem.

K kaxnomy 3amgaHuio faHbl 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJBKO OAMH BepHbIH. B
OJlaHKEe OTBETOB IIOCTaBbTE IO HOMEpPOM 3aJaHusi OyKBY OTBETa, KOTOpBIM Ha Ball B3MJIAJ
SBIISICTCS IPABUIbHBIM.



1. B coctaB opranu3annoOHHO-IIPABOBBIX JJOKYMEHTOB HE BXOJIHUT. ..

a) yCTaB OpraHu3aiuu

0) mTaTHOE PacCIUCaHKE

B) IIpUKa3

2. Kakue pacnopsaurenbHble JOKYMEHTbI MOXeT wu3faaBaTh lIpesunent Poccuiickoii
Oenepanun?

a) yKas3bl

0) pacnopspKeHUst

B) IIOCTAHOBJICHUS

3. JoiKHOCTHASI MHCTPYKIUSL COTPYAHUKA. . .

a) MOJAJIC)KUT YTBEPKACHUIO

0) He yTBepXKIaeTcs

B) YTBEPKIaeTCs 10 YCMOTPEHUIO PYKOBOIUTENS

4. Kaxoil HOpMaTUBHBIN TOKYMEHT ONpeeisieT 005S3aHHOCTH COTPYAHUKA?

a) llIratHoe pacnucanue

0) YcraB npeanpusTus

B) JloJDKHOCTHAS HHCTPYKLIUS

5. TumnoBble TOKYMEHTBI HOCHT ... XapaKTep

a) 00s3aTeNIbHBIN

0) peKOMEHIaTEIbHBII

B) O3HAKOMUTEIbHBIH

6. B kakom najexe GopMyHpyeTcs 3aroJIoBOK K TEKCTY JOHKHOCTHOW HHCTPYKIIUN?

a) B UMEHUTEIbHOM

0) B pOIUTEILHOM

B) B IIPEIOKHOM

7. Kaxkoli JOKYMEHT He ABJIIE€TCS Pa3HOBUIHOCTHIO KOIUU?

a) YepHOBUK

0) oTmyck

B) nyOaukar

8. JlokyMeHT, Bbl1aBacMblil B3AMEH YTEPSHHOIO U UMEIOLIUI CUITy MTOAJIMHHUKA,

HA3bIBAETCH. ..

a) KOIHs

0) oTIycK

B) AyOJIMKAT

9. lokyMeHT, OKOHYATEIbHO O(DOPMIICHHBIN U TTOAMMCAHHBIN, Ha3bIBACTCH. . .

a) TONIMHHUK

0) oTIycK

B) AyOJIMKAT

10. Vi3MeHeHus ¥ JOTOIHEHUS B TOJKHOCTHYIO HHCTPYKIIHIO BHOCSTCA. . .

a) JOKJIAHOMN 3aIMCKOMN

0) MpUKa30M PYKOBOIUTES

B) CIIPaBKOM COTJIACOBAHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. OKY I — O6mepoccuiickuii KiaaccudukaTop

2. YcraB opranu3anuu — IpaBoOBOM aKT, ONPEACIISIFOIINI .

3. JIOJDKHOCTHAasi MHCTPYKLHMS — IMPABOBOM AaKT, M3/IaBa€Mbld OpraHuU3alluel B LEJAX
perIamMeHTalny OPraHU3aIMOHHO-TIPABOBOTO MOJIOKCHHS pAOOTHUKA, €T0

, , 1 o0ecrneynBaroui

ycnoBHs 1151 ero 3¢ (HEeKTUBHON pabOTHI.

4. IlpaBuna BHYTPEHHEr0 TPYAOBOTO paclmopsaka — 3TO MPaBOBOM  akKT,
perilaMeHTUPYOLIUI .

5. JIOKyMEHTBI KJIaCCU(PHUITUPYIOT:

no 6udam: OpraHu3aluOHHO-PACIIOPSIUTENBHBIE,
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, IO IMYHOMY COCTaBY;

no gopme: UHIUBUTyaTbHBIC, , TAOTMYHBIE, TEKCTOBBIC, AaHKETHBIE,
TpadapeTHbIC;

no npoucxodcoenuro: opuIHaIbHBIE U ;

1O MeCmy NPOUCXOHCOCHUSL: Y BHYTPCHHHC;

N0 CpoKam XpaueHus: TIOCTOSTHHOTO CPOKa XpaHEHHS, BPEMEHHOTO

( ), BPEMEHHOTO ( );

no 21aCHOCMU: CEKPETHBIE H ;

no cpeocmeam puxcayuu: PyKONHUCHBIC, , Tpaduyeckue,
, (DOTOKMHOJJOKYMEHTHI,
no cmaousim co30aHusi: OPUTHHAIIBI, YSPHOBUKH, ,

, , TyOJINKATHI;

1o CpoUHOCIU: Y HECPOYHEIC;
1O HAUMEHOBAHUIO:

TECT 2.
YpoBensb A.

Buvibepume seproe ymeepoicoenue

1.Cniy>xe0HOe 1oJie JOKYMEeHTa MpeJHa3HAYeHO /171l HAHECEHUS CIIeIIUAIbHBIX
M300pakeHUI

2. [TocTOSIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIH MPHU U3TOTOBIEHUH OJaHKa

3. [lepeMeHHBII peKBU3UT HAHOCUTCSI IPH COCTABJICHUU JOKYMEHTA

4. JIeBoe 110Jie MOXKET ObITh YBEJINYECHO

5. CTpaHuIIbl TOKyMEHTa MOKHO HYMEpOBAaTh Ha HIKHEM IOJIE JIUCTA

6. YCTaHOBJICHO JIBa BapUaHTa PACIIOIOKEHHs pEKBU3UTOB Ha OJaHKax

7. Ha 6nankax odopmisieTcs: TOIbKO MepBasi CTpaHUIA TOKyMEHTOB

8.PexBu3nTHI 6NaHKa opranu3anuu cyobekra PO MokHO 0pOpMUTH TOJIBKO Ha
HaIIMOHAJIbHOM SI3bIKE

9.Ha Gnanke MOKHO IOMECTHTh COKpAIlleHHOE Ha3BaHUE OPTaHU3ALNH, JaXKe €CIIM OHO HE
3aKpeIrieHo B Y cTaBe 3TOM OpraHu3alnuu

10. JIokyMEeHT HE MOXET coJiepkKaTh OOJIee YeThIPEX apecaToB

11. JIokyMeHT MOXET OBITh YTBEPXK/IEH JTOJKHOCTHBIM JIUIIOM

12. B xoHIIe 3aroyioBKa K TEKCTY JOKyMEHTa TOUKa HE CTaBUTCS

13. K moxymenTtam, oopmiieHHBIM Ha hopmaTe AS, 3ar0JIOBOK K TEKCTY HE COCTABISCTCA

14. Texct nokymenTa Ha ¢popmare A4 odopmiisieTcs yepes3 MoJITOpa MHTEpBaJia

15. TekcT oOKyMeHTa MOKET ObITh NPEACTaBIEH B (hopMe TaOIHUIIbI

16. KonnyecTBO TMCTOB B MPUJIOKEHUH K TEKCTY HE YKa3bIBaeTCs

17. B pacmmgpoBKe MOAMMCH HHUITHAIBI BCETa CTOST 10 (haMIIin

18. JlokyMeHTBI (PMHAHCOBOTO XapaKTepa MOTYT UMETh JBE TOMUCH

19.0T™meTKa 00 UCTIOTHEHUH JOKYMEHTA IMPOCTABIIAETCS B JIEBOM HU)KHEM YTJIy [IEPBOTO
JUCTa JOKYMEHTa

20.0T™meTKa 0 MOCTYIUIEHUH IPOCTABIISIETCS TOJILKO Ha MPUCHIIAEMBIX (BXOIAIINX)
JOKYMEHTaxX

Buvibepume npasunvrwviti omeem.

K xasicoomy 3a0anuro danel 3 eapuarnma omeema, u3z KOmMopvlx MoIbKo 00UH 8epHblil. B
OanKe omeemos nocmagvme nOO HOMepPOM 3a0anus OYKey omeema, KOMopwlll Ha 8aul 83271510
A671eMCs NPABUILHBIM.

1. JIucTtel HymMepyrOTCH. ..

a) mocepeMHEe HIKHETO I0JIs JINCTa
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0) nmoceperHe BEPXHEro MOJis JINCTA

B) B [IPAaBOM BEPXHEM YTy

2. Hymeparus ctpanui opopMIISIOT Tak. ..

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CyIIECTBYET NOJI0XKEHUN Ta0yIsaTOpa

a)6

0) 8

B) 4

4. OT HyNIEeBOTO MOJOXKEHHS TabyIATOpa 0POPMIISIOT. . .

a) HAMMEHOBAaHUE BHJIA IOKYMEHTa

0) anpecar

B) I'pud yTBEpKACHUSI

5. KakuM HHTEpBAIOM OTAETSIOT IPYT OT ApYyra peKBU3UTHI MPpU 0(hOPMIICHUN TOKYMEHTa
Ha popmare A4?

a) OAMHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kaxoli pekBU3UT HE BXOAUT B COCTaB OJaHKa Muchbma?

a) CripaBOYHbIE JIaHHbIE 00 OpraHu3alun

0) MECTO M3TaHUS

B) CCBUIKa Ha HOMEDP U J1aTy BXOASIIET0 JTOKYMEHTa

7. JJOMKHOCTHOM OJIaHK SIBJISIETCS pPa3HOBUIHOCTHIO

a) oOmiero OJlaHKa

0) OaHKa ITMChMa

B) OJIaHK KOHKPETHOI'O BHJIa IOKyMEHTa

8. Moxxert JIn MUHUCTP NOJANHUCATh TOKYMEHT, O(pOPMIICHHBIH Ha T0JKHOCTHOM OJIaHKe
3aMecTHUTeNs MUHUCTpa?

a) MOXKET

0) HE MOXKET

B) I10 JKEJIAHUIO

9. PeKBU3UT «CIpaBOYHBIE JaHHBIE 00 OpraHU3alun» 0POPMIISIOT

a) TOJIbKO Ha OJIaHKaX MUChbMa

0) Ha Bcex OJIaHKax

B) TOJILKO Ha OJaHKe KOHKPETHOT'O BHJa JOKYMEHTa

10. Ha 6manke cy0bekToB PD pekBU3UTHI 0(OPMIIAIOTCS:

a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOJIBKO Ha HAITMOHAJILHOM SI3BIKE

B) Ha JIBYX S3bIKaX: PyCCKOM M HAIlMOHAJIBHOM

11. /lata noxkymeHTa oopmiasieTcs:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpn agpecoBaHUM TOTKHOCTHOMY JIMIY MHULMAJBI CTABAT. ..

a) 10 haMuIH

0) ocie pamuIn
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B) [10 YCMOTPEHUIO CEKpeTaps

13. Mecto uznanus 1oKyMeHTa 0(OpMIIIETCS TaK
a) r.Koctpoma

0) Koctpoma

B) rop. Koctpoma

14. Cnyxe6HO€ MICHhMO MOXET COJIepKaTh He Ooee
a) 4eThIpeX aJpecaToB

0) IByX aJipecaToB

B) TPEX aJpecaToB

15. 3aronoBoK K TEKCTY COCTABIIAETCS K JOKYMEHTaM, O(QOPMIIEHHBIM. . .
a) Ha popmate A4

0) Ha ¢popmare AS

B) Ha J1F000M (hopMmate

16. Texct nokymenTa Ha popmare A4 opOPMIISIOT..
a) yepes OJIMH UHTEPBAJ

0) uepes noJaTopa UHTEpBaja

B) 4Yepe3 JBa HHTEpBaJa

17. Pe3omroruto opopmiiser. ..

a) pyKOBOJIMTEIb

0) cekperapb

B) UCIIOJTHUTEIIb

18. B pexBH3UTE «ITOANUCH» UHUIUAIIBI CTABAT. ..
a) 1o GpamMuIu

0) nocne gpamminu

B) HE UMEET 3HAUCHUS

19. OtmeTKa 0 moCcTyIUICHUH OPOpMIIIETCS. . .

a) Ha MOCTYMAONIUX TOKYMEHTaX

0) Ha OTHPABISIEMBIX JOKYMEHTAX

B) Ha BCEX JIOKyMEHTax

20. Pe3ynbTaT paccMOTpeHHs TOKyMEHTa PYKOBOAUTENEM oopmiisercs. ..
a) rpudoM yTBEpKICHUS

0) pesoJronuei

B) rpudoM corracoBaHus

Yposens B.
Bcmasvme nponywennvie 6 mexcme cnosa.
1. ®opmysip 1OKyMeHTa — 3TO0 Habop o(uImanTbHOr0 MUCBMEHHOTO

JOKYMEHTA, PacIOJIOKEHHBIX B OIPEIEIEHHON
2. bnank 1okymeHTa — 3T0 Habop , WICHTHU(PULIUPYIOIINH

O(l)I/IIII/IaJH)HOFO MUCBbMCHHOTI'O TOKYMCHTA.

3. Ecnu Teker nokymeHTa Ha ¢popmare A4 HaredyaTaH yepes MoJiropa HHTepBaa,
PEKBU3UTHI OTAEIIAO IPYT OT Apyra MHTEpBaJlaMHU.
4. PexBU3UT «CIIPaBOYHBIC JaHHBIE 00 OpraHU3ai» 0(QOPMIIIOT TOJIBKO B OJIAaHKE

5. JlaTtoi TOKyMeHTa SIBJISIETCA J1aTa €ro 158105
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6. YTBepxkaeHue — 3TO 0COOBIN CITOCO0 JIOKYMEHTA T0CJI€ €T0
, CAHKITMOHUPYIOIIHUHA pacrpoCcTpaHeHNe JCHCTBUS TOKyMEHTa Ha

oTpeieNIeHHBIN KPYT JIUI, TPaXk/laH, OpraHu3alui.

7. Pesomronus — 3T0 Ha IOKYMEHTE, CAeIaHHas
U coJieprKaIiasi IpuHATOe
8. 3aro10BOK K TEKCTY JOKyMeHTa opopMIIseTCs B S R0
majeixe.

9. PexBH3UT «OTMETKA 00 UCTIOJIHEHUH IOKYMEHTA U HAIIPABJICHUH €TO B JCIIO
odopmisercs B YaCTH HIDKHETO MOJIS JUCTa JOKYMEHTA

10. OT™MeTKy O MOCTYIIEHUH JOKYMEHTA IPOCTABIISIOT B HIDKHEM
yriy JIICTa TOKYMEHTA.

TECT 3.

YpoBens A.

Buvibepume eeproe ymeepoicoenue

1. Pemienue u3gaercs Ha OCHOBE KOJUIETHAIIbHOTO PyKOBOJCTBA

2. Tekct npukasa 1o OCHOBHOM AESATEIbHOCTH ,KaK MPABUIIO, COCTOUT U3 ABYX YacTEH
3.KoHcTaTupytomas 4acTh TEKCTA B PUKa3€ [0 OCHOBHOM AESATEIbHOCTU MOXKET
OTCYTCTBOBATh

4. IIyHKTBI TeKCTa NpUKa3a B PACHOPSAUTEIBLHOW YacTH HYMEPYIOTCS apaOCKUMU

nudpamu

S.ITpuka3sl 1O OCHOBHOM AEATEIBHOCTH U IO JINYHOMY COCTaBY UMEIOT OOLIYIO
HyMepaluio
6.PexBu3NT «OTMETKA O HAIMYMM NPUIOKEHUSD» NOCIE TEKCTAa IPUKa3a CaMOCTOSITEIBHO

He odopmMIIIeTCS

7.3aroJ0BOK K TEKCTY MpHKa3a 10 OCHOBHOM NesITeIbHOCTH (hOPMYIUPYETCS B
POJIUTEIILHOM MaJIexke

8.[Ipuka3 1o 0OCHOBHOM AESTEIBHOCTH, KaK IIPaBUIIO, OANKNCHIBAET PyKOBOIUTEIND
OpraHu3aluu

9. [TocTaHOBIEHUS U PELLIEHUS UMEIOT OJHY MOJINCH

10. PacniopsimuTenbHble TOKYMEHTHI BCTYIAIOT B CHIIy C MOMEHTA UX TOIUCaHUS
Bvibepume npasunvuwiti omeem.

K kaosicoomy 3a0anuto danvl 3 eéapuanma omeema, u3 KOMopvix moabko 00Ul eephbili. B

onanKe omeemos nocmaebme noo HOMEPOM 3a0aHUA 6)/1('6’)/ omeema, KOmOpbllZ Ha eaul 632140
A6AIemcs npaculbHbIM.

1. PacniopsiiurenbHblil JOKYMEHT, KOTOPBIM U3/1a€TCs HA OCHOBE €IMHOHAYAIIMS

a) pelieHue

0) npukas

B) ITIOCTAHOBJICHHE

2. PacriopsaiuTenbHbIN TOKyMEHT, KOTOPBIA N3/1a€TCSl HA OCHOBE KOJUIETHAJIbHOTO
PYKOBOJACTBA

a) npukas

0) peleHue

B) pacIopspKeHHE

3. 13 CKONBKHX COCTaBHBIX 4YaCTE€W, KaK IPABUIIO, COCTOMT TEKCT PACIOPSAUTEIBHOIO

JIOKyMEHTA

a) 3 IByX

0) 13 oHOM

B) U3 TpeX

4. ®amMWInIo ¥ JOJDKHOCTh MCIIOIHUTENS B PACIIOPSIAUTENBHON YacTH TEKCTa IpUKas3a 110

OCHOBHOM ACATCIIBHOCTH YKa3bIBAIOT

a) B UMCHHUTEJILHOM IaJIeKe
0) B pOJUTEIBHOM MaJeKe
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B) B JIaTEJILHOM IaJIexKe

5. B cocTaB peKBU3UTOB MpHUKa3a 0 OCHOBHOW AEATEIBHOCTH HE BXOJIUT PEKBU3UT

a) rpud yTBEpKICHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JJOKYMEHTa

6. IIpukas Mo OCHOBHOH /I€ATEIIEHOCTH IOANMCHIBAET

a) pyKOBOJIUTEJb

0) cekperapb

B) UCIIOJIHUTEIb

7. IlocTaHOBJIEHUE TIOAIIACHIBAET

a) pyKOBOJIUTEJb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJUIETHAIBHOIO OpraHa

8. IIpukas mo OCHOBHOM J€ATEIBHOCTH O()OPMIISIOT

a) Ha OJjaHKe nmuchbMa

0) Ha OJaHKe KOHKPETHOTO BU/1Aa JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CII0BO «IpHKa3bIBAIO» B TEKCTE IMpPHKa3a MO0 OCHOBHOM JESATEIBHOCTH O(GOPMIISIIOT B
CJIeTyIOIlleM HalMCaHUH

a) [[IPUKA3BAIO

0) npuUKa3bIBaAIO

B) [IpukassiBaro

10. PacniopsimuTenbHas 4acTh B pacoOpsDKEHUH HAUMHAETCS CIIOBOM

a) [IPEJUUTATAIO

0) PELHAET

B) [IOCTAHOBIJIAET

Yposens B.

Bcmasvme nponywenuvie 6 mexcme cnosa.

1. Opranu3aliuOHHO-PACTIOPSAUTENbHBIA TOKYMEHT — 3TO BHUJI MUCHbMEHHOTO JJOKYMEHTA,
B KOTOPOM (PUKCUPYIOTCS aIMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX
BOIIPOCOB, a TAaK)XXE BOIIPOCOB , B3aUMOJICUCTBUsS, OOECICUCHHS U
pEryJIUpOBaHUsl JESTEIIbHOCTH OPraHOB BJIACTU, YUPEKACHUN, MPEANPUATUN U OpraHMU3alfi, uX
MIOAPA3ACIICHUN U JOJKHOCTHBIX JIMII.

2. TlocTaHoBieHUE — 3TO MPAaBOBOM aKT, MPUHUMAEMbIH BBICIIMMU WU HEKOTOPHIMU
LHEHTPAIbHBIMH ~ OpTraHaMu BJIACTH, JICUCTBYIOIIMMH HAa OCHOBE
yOpaBlieHUs, B IeNlAX pa3peuieHuss Haubojiee BakHBIX U
MPUHIMITAATBHBIX 33]a4, CTOSIIHUX Tepe] TaHHBIMH OpraHaMH, W YCTAaHOBIICHUS CTaOWMILHBIX
HOPM, TPaBUII

3. Pemienre — 3T0 pacnopsIUTENbHbIN IOKYMEHT, KOTOPBIM SIBJISICTCS PABOBBIM aKTOM,
MIPUHUMAEMbIM BJIACTH.

4. PacnopsskeHme  —  3TO YIpaBJIEHUS
roCy/IapCTBEHHOI'O OpraHa, MMEIOLINI BJIACTHBIA XapaKTep, U3/IaHHBIM B pamMKax MPUCBOCHHOIO
JOJDKHOCTHOMY JIMILY, TOCYJAapCTBEHHOMY OpraHy KOMIIETCHIIMH, HWMEIOIINI
CHITY JIJISl TPaXKJIaH M OpraHu3alui, KOTOPBIM PaclopsKeHUE aipecoBaHO.

5. Ilpuka3z — 3TO NMPaBOBOW AKT, M31aBAaECMbIi OpraHu3aluy,
JEUCTBYIOIIEH HA OCHOBE .

6. TexcT pacriopsIUTENBHOTO JIOKYMEHTA Yallle BCEro COCTOUT U3 JIBYX B3aUMO3aBUCUMBIX
yacTei - u .

7. B 3aBUCHUMOCTH OT BUJa JIOKYMEHTA PacoOpsIUTEIbHAs YaCTh HAUMHACTCS CIIOBAMM:

— B [IOCTaHOBJICHHH; — B pellleHuY;
— B PaCIOPSIKEHUU; — B [IPUKAa3e.

8. PexkBM3UT «OTMETKa O HAIUYUHU MPHIOKEHUS» IOCIEe TEKCTa PaCHOPSIUTEIHLHOTO

JOKYMEHTa CaMOCTOSATEIbHO
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9. Tekcr pacnopAgUTCIIBHOIO OOKYMEHTA OOJDKEH HMMETh 3arojioBOK, KOTOpHﬁ

dbopMyupyercs B najexe.
10. ITpuka3bl U pacriopsiKEHUsI MOAMUCHIBACT W
11. ITocTanoBnenus u peleHus UMEIOT ZIBE HOIIUCU —
u KOJUIETUAJILHOTO OpraHa.

12. PaCHOpHI[I/ITeJ'II)HBIe JOKYMCHTEI BCTYIIalOT B CHJIY C MOMCHTA UX
NI JOBCACHUA 10O CBCIACHMA.

TECT 4.

YpoBensb A.

Bvibepume 6epnoe ymeepaicoenue

1. Pemienue u3gaercs Ha OCHOBE KOJIJIETHAJILHOTO PYKOBOJICTBA

2. TekcT npukaza 1o OCHOBHOU JeATEILHOCTH ,KaK MPaBUIIO, COCTOUT U3 JABYX YacTeil

3.KoHcraTupyrolias 4acTh TEKCTa B IPUKa3€ 110 OCHOBHOU AESITEIbHOCTH MOKET

OTCYTCTBOBATh

4. IlyHKTBI TeKcTa NpUKa3za B pPACHOPSAUTEIBLHOW 4YacTH HYMEpYIOTCS apaOCKuMU
mudpaMu

S5.[IpuKasbl 1O OCHOBHOM JIEATEIBHOCTH U M0 JIUYHOMY COCTaBY UMEIOT OOLIYIO

HYMEpaLuio

6.PexBU3UT «OTMETKA O HAMYHMH MPUIOKEHUSD MOCIEe TEKCTa MpHKa3a CaMOCTOSITENEHO
He oopmisercs

7.3aroJIoBOK K TEKCTY MPHUKa3a [0 OCHOBHOM AESITEIbHOCTU (OPMYIUPYETCS B

POIUTEIHHOM IaJIeKe

8.[Ipuka3 mo OCHOBHOM AESITENbHOCTH, KaK MPaBUIIO, MOAMUCHIBAET PYKOBOIAUTEb

OpraHH3aINH

9. [TocTaHOBIEHUS U PELICHUS UMEIOT OJIHY MOJIUCH

10. PacniopsimuTenbHBIC TOKYMEHTHI BCTYIAIOT B CHITY C MOMEHTA MX TIO{ITUCAHHS

Buibepume npasunvruiii omeem.

K xaosicoomy 3aoanuio danwt 3 eapuanma omeema, uz KOmMopslx moivko 00UH 6epHbill. B
OnanKe omeemos8 nocmasbme NoO HOMEPOM 3a0aHusi OYKey omeema, KOMOpulll HA 8aul 6327150
ABAAEMCS NPABUTLHBIM.

1. PaciopsiautenbHbI JOKYMEHT, KOTOPBII U3/1a€TCs HA OCHOBE €IMHOHAYAIIHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacniopsuTenbHbIN JOKYMEHT, KOTOPBIN U3J]a€TCsl HA OCHOBE KOJIETHaIbHOTO

PYKOBOJICTBA

a) npuKas

0) peuieHue

B) pacropsiKeHue

3. V3 CKONBKUX COCTaBHBIX YacTeW, KaK MPAaBHIIO, COCTOUT TEKCT PACHOPSIUTEIHLHOTO
JOKYMEHTa

a) U3 IByX

0) u3 oHOM

B) U3 TpeX

4. ®amMIIMIO U JOJKHOCTH HCIIOJHUTENS B PACIOPSIAUTEIBHON YaCcTH TEKCTa MpHKasza 1o
OCHOBHOM JIESITEIIbHOCTH YKa3bIBAIOT

a) B UMCHHUTEIILHOM MaJIeXKe

0) B pOIUTENTHLHOM TAJEKE

B) B JIaTEJILHOM IaJIexKe

5. B coctaB peKBH3UTOB MPHKA3a [0 OCHOBHOM JEITEILHOCTH HE BXOJAUT PEKBU3HT

a) rpud yTBEpKICHUS

0) 3aroJI0OBOK K TEKCTY
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B) HOMEP JJOKYMEHTa

6. IIpukas Mo OCHOBHOH /€ATEIIFHOCTH IOANKCHIBAET

a) pyKOBOJIUTEJb

0) cekperapb

B) UCIIOJIHUTEIb

7. IlocTaHOBJIEHUE TIOIIUCHIBAET

a) pyKOBOJIUTEJb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJUIETHAIBHOIO OpraHa

8. IIpukas mo OCHOBHOM J€ATEIBHOCTH O()OPMIISIOT

a) Ha OJjaHKe muchbMa

0) Ha OJaHKe KOHKPETHOTO BU/1Aa JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CII0BO «IIpHKa3bIBaIO» B TEKCTE IMpPHKa3a MO0 OCHOBHOHM JESATEIBHOCTH O()OPMIISIIOT B
CJIeTyIOIleM HalHMCaHUH

a) [[IPUKA3BAIO

0) npuKa3bIBaIO

B) [IpukassiBaro

10. PacniopsimuTenbHas 4acTh B pacOPsDKEHUH HAUMHAETCS CIIOBOM

a) [IPEJUUTATAIO

0) PELHAET

B) [IOCTAHOBIJIAET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opranu3alnoOHHO-PACIOPAIUTENBHBIN JOKYMEHT — 3TO BUJI IMCBMEHHOTO JIOKyMEHTA,
B KOTOPOM (PUKCUPYIOTCS aIMUHUCTPATUBHBIX U OPraHU3alUOHHBIX
BOIIPOCOB, a TAaK)XE BOIIPOCOB , B3aMMOJEUCTBUS, OOECledyeHus: u
pEeryJaupoBaHus IEATEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUM, MPEANPUATUA U OpraHU3alMi, UX
MIOAPA3ACIICHUN U JOJKHOCTHBIX JIMII.

2. IlocTaHOBIIEHHE — 3TO MPABOBOM AKT, MPUHUMAEMBIN BBICIIMMU WJIH HEKOTOPHIMHU
LEHTPaJbHbIMU OpraHaMu BJIACTH, JACWCTBYIOUIMMM Ha OCHOBE
yOpaBleHUs, B IeNAX pa3peuieHuss Haubojiee BakHBIX U
NPUHIUNHAIBHBIX 33]a4, CTOSAMIMX Tepes] NaHHBIMH OpraHaMH, M YCTAHOBJICHHUS CTaOMIIBHBIX
HOPM, MpPaBWJI— 3TO pPaCHOPSAUTENbHBIA JOKYMEHT, KOTOPBIM SBIISIETCS IPABOBBIM AKTOM,
IIPUHUMAEMbIM BJIACTH.

4. PacnopsskeHue  —  3TO YIIpaBIICHUS
roCyJapCTBEHHOI0 OpraHa, UMEIOLIUN BIACTHBIM XapakTep, U3JaHHBbIM B paMKax IPHUCBOCHHOIO
JNOJDKHOCTHOMY JIMILY, TOCYJAapCTBEHHOMY OpraHy KOMIIETEHIIMHM, HWMEIOIINI
CWJIy JUJISl TPaXKJIaH ¥ OpraHu3aluii, KOTOPBIM PaclopsKEHUE alpECOBAHO.

5. Ilpuka3z — 3TO MPaBOBOM aKT, M31aBaEMBbIii OpraHu3allni,
JIEUCTBYIOLLEH HA OCHOBE .

6. TekcT pacnopsiANTENTBHOIO JOKYMEHTA Yallle BCETO COCTOUT U3 ABYX B3aMMO3aBUCUMBIX
yacTe - u .

7. B 3aBUCHMOCTH OT BUJa TOKYMEHTA PaCIOPSAIUTEIbHAS YaCTh HAUMHAETCS CIIOBAMM:

— B [IOCTAaHOBJICHUH; — B pEILICHUY;
— B PACIOPSKEHUU; — B IIPHKa3e.

8. PexBM3UT «OTMETKAa O HAJIWYUHM IPWIOKEHUS» II0CIE TEKCTa PaCHOPAAUTEIBLHOTO
JIOKyMEHTA CaMOCTOATEIIbHO .

9. TekcT pacnopsIUTENILHOTO T0KYMEHTA JOJKEH UMETh 3ar0JI0BOK, KOTOPBI

dbopmynupyercs B najJiexe.

10. IIpuka3bl U pacOpsKEHUS TOANNUCHIBAET W
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11. ITocTanoBnenus u peleHus UMEIOT ZIBE HOIIUCHU —
u KOJUIETUAJILHOTO OpTraHa.

12. PacniopsimuTenbHbIe TIOKYMEHTHI BCTYHAOT B CHJTY C MOMEHTa UX
WM JOBEJAECHUS 10 CBEIECHUS.

TECT 5.

YpoBensb A.

Bvibepume 6epnoe ymeepaicoenue

1. B xpaTkoM pOTOKOJIE€ IPUBOISATCS TEKCTHI BBICTYIICHUIN

2. JlaToii IpoTOKOJIa SIBJISETCA JaTa IPOBEICHUS 3acCeAaHMsI

3. B nporokosie 00s3aTenbHO YKa3bIBAETCS KOJIUYECTBO MPUCYTCTBYIOIINUX

4. B tekcre nmpoTokosia MoxeT oTcyTrcTBoBaTh MyHKT BBICTYIIMJIN

5. B mpoToxoiie yka3bIBaloTCs pe3yIbTaThl TOJIOCOBAHUS

6. [IpoTOKOJI COCTABIISIETCS B OJTHOM SK3EMILISIPE

7. I[IpoTOKOJ MOAMUCHIBAIOT MPEACENaTeNb U CEKPETaph KOJIJIETHaIbHOIO OpraHa

8. Ha pacmmpeHHbIX 3aceJaHusIX COCTAB MPUCYTCTBYIOLIUX YKA3bIBAECTCA KOJTUYECTBEHHO

9.Brinucka u3 mpoTokoia yaoctoBepsiercs 0ohopMICHHEM PEKBU3UTA «OTMETKA O

3aBEPEHUU KON

10./laToli BRIMKMCKHU U3 MPOTOKOJA ABIISETCS JAaTa, yKa3zHas Kak JaTa MOANUCaHUs

MPOTOKOJIa

Buibepume npasunvruiii omeem.

K xaosicoomy 3aoanuio danwt 3 6apuanma omeema, uz KOmMopwlx moibko 00UH 6epHbill. B
OnanKe omeemos nocmasbme NoO HOMEpPOM 3a0aHusi OYKey omeema, KOMOpulll HA 8aul 6327150
ABNAEMCS NPABUTLHBIM.

1. laToit mpoTOKOJIa SIBISIETCS

a) J1aTa 3ace/laHus

0) nata opopmieHuUs

B) JaTa MO CAHMS

2. U3 CKOJIBKUX YacTe COCTOUT TEKCT MPOTOKOJIA

a) oJHOM

0) 1ByX

B) Tpex

3. Bormpockl noBecTky AHS B MPOTOKOJIE (POPMYITHPYIOTCS

a) B UMCHHUTEIIbHOM TaJIexkKe

0) B IPEIO)KHOM IMa/IexKe

B) B BUHUTEIHLHOM MaJICKe

4. IIpoTOKOJI OANTUCHIBAET

a) pyKOBOJAUTEIb

0) cexperapb

B) MpeJiceIaTeNlb U CEKpPeTaph KOJJIETHAIbHOTO OpraHa

5. Kakas yacThb B cXeMe OCTPOEHHUsI OCHOBHOM YacTH MPOTOKOJIa MOKET OTCYTCTBOBATH

a) CJIVIIAJI1

0) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. [TpoTokos opopMIIAIOT

a) B OJJHOM 3K3eMILIsIpE

0) B IBYX dK3EeMIUISIpax

B) B TPEX IK3EMIUIIPAX

7. [1aToii BBIMMCKYU U3 IPOTOKOJIA SBISETCA

a) nata opopMIICHHS TPOTOKOJIA

0) nara, yka3zaHHasi B OTMETKE O 3aBEPEHUU KOITUU

B) JIaTa MOANMUCAHUs IPOTOKOJIA
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8. Brinucky U3 MpoTOKOIa NOAIMCHIBAET

a) PyKOBOJAUTEIb

0) 3aBeNyIONIMN KaHIEIsIpUeh

B) CEKpeTapb, O(pOPMHUBIIHIA BEIITUCKY

9. Kak oopMisiroTcst B TEKCTE IPOTOKOJIA, IPUCYTCTBYIOLINE, €CIIH UX 22 YeJIOBEKa

a) [IpucyrcTBoBanu: 22 yenoBeka (CIHUCOK IPUIaraeTcs)

0) [IpucyrcTBOBaNIM: NEPEUUCIAIOTCS (PaMUIINU IPUCYTCTBYIOLIMX B ajI(aBUTHOM

MOpsJIKE

B) [IpucyrcrBoBanu: 22 yenoBeka

10. IIpoToKoJIBl yTBEPKIAAKOTCS

a) Bcermga

0) YTBEpXKIECHHUIO NTO/JIEKAT HEKOTOPBIE BUJIbI IPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJUTEIIS

Yposens B.

Bcmasvme nponywennvie 6 mekcme cnosa.

1. B 3aBUCHMMOCTH OT MOJIHOTHI OCBELICHHS XOJa 3aCE€JaHHs MPOTOKOJBI MOTYT OBITh
u

2. Teker [IPOTOKOJIA COCTOUT u3 IBYX yacTeu: BBOJIHOM U

3. KonunuecTtBo yKa3bIBaeTCsl 0053aTeNbHO, TAK KaK OT ITOTO 3aBHCUT
KBOPYM IIPU IPUHATUH PELICHUA TOJTOCOBAHUEM
4. Ha pacimupeHHbIX 3aceIaHusAX ¢ OONBIINM YHCIOM MPUCYTCTBYIOUIMX X COCTAB

YKa3bIBaCTCS
5. Kaxxaplit BOpoC MOBECTKU JHS apabckumu nudpamu,
oopmiIsieTcst ¢ KpacHOW CTPOKH U (hOPMYITUPYETCs B naJsiexe.

6. Kaxx 11t IyHKT NOBECTKU JTHSI CTPOUTCS 110 CXEME: ,

b

7. Ecmm Bompoc He OOCyXHajics, MyHKT MOYKET
OTCYTCTBOBATb.
8. IIporokon oopmisiercs: B AK3EMILISIPE

9. Boimucka U3 IpoToKoja y0CTOBEpeTCs 0pOPMICHUEM PEKBU3HUTA

10. JlaToi1 BBINMKMCKYU W3 NPOTOKOJIA ABJISIETCS J1aTa, yKa3aHHas

TECT 6.

YpoBenn A.

Buibepume eeproe ymeepoicoerue

1. BayTpeHHss nokIaaHas 3amucka ohopMisieTcsl Ha OJIaHKe OpraHu3aluu

2. TekcT NOKJIaHOM 3aIIUCKU COJEPKUT TOIBKO 0OCTOSTENBHOE H3JI0KEHHE BOIIPOCca

3. BHYTpeHHIOIO TOKJIQIHYIO 3aMUCKY TOIMUCHIBAET COCTABUTEIh

4. AnpecaHT B IOKJIAIHOM 3alMCKE YKA3bIBACTCSI B UMEHUTEJIBHOM Majiexe

5. B angpecate mOKIaIHOM 3aITUCKU YKA3bIBAIOT TOIBKO (haMHITUIO

Buibepume npasunvruiti omeem.

K xaosicoomy 3aoanuio danwt 3 6apuanma omeema, uz KOmMopslx moivko 00UH 6epHbill. B
OanKe Oomeemos nocmasbme NoO HOMEpPOM 3a0aHusi OYKey omeema, KOMOpulll HA 6aul 632150
ABAAEMCS NPABUTLHBIM.

1. BHyTpeHHIOI0 JOKIIAHYIO 3alHUCKY MOANKCHIBACT

a) COCTaBUTEIb

0) pyKOBOJIUTEJIb MOAPA3ACICHUS

B) CEKpeTapb

2. B ckonbkux sk3emIuigpax ohopMiIsieTcsl BHEIIHSS JOKIIAIHAas 3aIiCcKa

a) B OJIHOM
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0) B IByX

B) B TpeX

3. PexBU3UTHI O0BSCHUTEIBLHOM 3aMIMCKH 110 MTOBOAY OOBSICHEHHS MOCTYIIKA aHAIOTMYHBI
a) BHYTpEHHEH JOKJIaIHOM 3allUCKU

0) BHyTpPEHHEU CIIPABKU

B) CIIy’)keOHOMY MTUCHMY

4. TekcT NOKJIaHOM 3aMUCKHU, KaK MPaBUI COCTOUT

a) U3 OJTHOM YacTH

0) U3 IByX 4acTen

B) U3 TpEX yacTeu

5. B cocTaB peKBU3UTOB BHELIHEH TOKJIAHON 3aIIUCKUA HE BXOJIUT
a) 3aroJIOBOK K TEKCTY

0) neyatp

B) TIO/MHUCH

Yposens B.

Bcmasbme nponywennvie 6 mekcme ciosa.

1. JlokimanHas 3anmucka — JOKYMEHT, aJpECOBAaHHBIN o
KOHKPETHOM TEME C U IIPEJIOKECHUSMU 110 HEW.

2. Buemmnroro JOKIIAAHYIO 3aIlMCKy, aApPCCOBAHHYIO B BbIIICCTOAINYIO OpraHU3allUuIo
oAU ChIBACT
3. BHYTpeHHIOIO JOKJIAAHYIO 3alIMCKY COCTABJISCT U IMOAIMCBIBACT

4. PeKBU3UTHI BHYTPEHHEH JTOKIaAHOMN 3aMUCKH:

- azipecar (B aTeJIbHOM MaJexKe)

- (B pOIUTEIIBHOM ITAJICHKE)
- HANMEHOBAHUE BUJIA JOKYMEHTA

- TEKCT

- OTMETKA O HAJIMYUU NPUIOKEHUS (B CIyyae HEOOXOAUMOCTH)
- 1aTta

5. PekBU3UTEI BHEIIHEN JOKIAHON 3aIIUCKU:
- HAUMEHOBAHUE OPraHU3AIMK — aBTOPA JIOKYMEHTa
- HANMEHOBAHUE BUJIA JOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHUS JOKYMEHTA

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

- OTMETKAa 00 UCIIOJHEHHH U HaIlpaBJICHUU JOKYMCHTA B €10

TECT 7.

YpoBensb A.

Bvibepume 6epnoe ymeepaicoenue

1. TekcT cmy»)eOHOTO MUChMA MOYKET OBITh MPOCTHIM

2. ToH cay>keOHOIr0 MUChMa 3aBUCUT OT €0 COAEPKAHUS

3.B tpadapeTHOM TekcTe HE CleAyeT HAYMHATH TEKCT CO CBOOOIHOTO MECTa, OTBEJICHHOTO
U1l IEPEMEHHOM nH(pOopMauu

4. B city>)ke0HOM MHUChME TEKCT MHIIETCS OT 1-TO JIMI[a MHOYKECTBEHHOTO YKCIia

5. Beigensar npucsuiaeMbie ¥ OTIPaBiIsieMble THChMa

6. CityxeO0HO€ MUCHbMO MOKHO 0hOpMHUTH Ha opmarte AS

7. MakcumaabHOE KOJIMYECTBO apecaToB B MUCHME - 4
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8. MakcumanbHbIi 00BEM MHUCHbMa — 2 JINCTA

9. Ciy>xe0HO€ TUCHBMO MOKET UMETH JIBE MOAIUCH

10. Cnyxe6HO€ MIUCHhMO MOTYT YAOCTOBEPSTH MEYATHIO

Bvibepume npasunvusiti omeem.

K kaosicoomy 3adanuio danvl 3 eapuanma omeema, u3 KOMopwvlX mMoabko 00UH 8epubulil. B
Onanke omeemos nocmagvme NOO HOMepOM 3adanus OYK8y omeemda, KOMOPbI HA 8aul 6327150
A671eMCs NPABUILHBIM.

1. Tekct caykeOHOTO MUChMa COCTABIISIETCS OT

a) 1-ro JM1a MHOXXECTBEHHOI'O YUCIa

0) 2-ro JIMlla €MHCTBEHHOIO Yucia

B) 3-r0 U@ MHO>KECTBEHHOT'O YHCJIa

2. PekBU3HUT «CCHUIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTa» 0popMIIseTcs

a) BO BceX MUChbMax

0) B OTBETHBIX ITUCbMaX

B) B MHULIMATUBHBIX TUChMaX

3. PykoBoauTeNb U TJIaBHBIN OyXrajiTep MOAMUCHIBAIOT

a) MUChbMO-U3BEILICHUE

0) pexjiaMHOE TUCHEMO

B) FapaHTUHHOE MUCHMO

4. B cocTaB peKBU3UTOB CITy>KEOHOTO MUCHhMa HE BXOIUT

a) azjpecar

0) Ha3BaHUE BUJA IOKyMEHTA

B) IIOJINHCH

5. Tekcr ciry:xe0HOTO MHChMa MO>KHO 0(OopMHTH Ha popmate AS, eciu

a) Het Oyranka ¢popmara A4

0) TEKCT NKMCbMa HE IPEBBIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKa3aHUS PYKOBOAUTENS

6. Ckonbpko OJaHKOB MOTpeOyeTcs, €ClIu CIyKeOHOe MUChMO HAmpaBseTCs B JIBa
azpecata

a) OJIMH

0) n1Ba

B) TpU

7. MakcuMasIbHBI 00BEM CITYKEOHOTO MHChMa

a) olHa CTpaHUIIA

0) JIB€ CTpaHUIIbI

B) TPU CTPaHUILIbI

8. IleyaTrto yiocToBepseTcs

a) MUCbMO-HAIIOMUHAHUE

0) MUCHLMO-TIpUTJIAIICHUE

B) FapaHTUHHOE MTUCHMO

9. OT™MeTKa O MOCTYIUICHUH AOKYMEHTA B OPraHU3alIUI0 IPOCTABIISAETCS

a) Ha BCEX JOKYMEHTax

0) TOJIBKO Ha MPUCHUIAEMBIX

B) [10 YCMOTPEHHUIO CEKpeTaps

10. B nuceMe oTMeTKa O MOCTYIJICHUH JOKYMEHTA IIPOCTaBIISIETCS

a) B IPAaBOM HUKHEM YTJIy IEPBOTO JUCTA JOKYMEHTA

0) B JIEBOM HI)KHEM YTJIy MOCIIEIHEr0 JIUCTa TIOKyMEHTa

B) Ha JTFOOOM CBOOOJHOM MecCTe

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Tekct nucbMa AOKEH OBITH MPOCTHIM, T.€. KaCaThCs BOIpOCA.

2. TekcT nucpMa, Kak MpaBuIo, COCTOUT U3 JIByX yacTeld. B nepBoit yactu naercs
, BO BTOPOI 4acTu .
3. TekcT nucrMa MOXKET COCTOSITh U3 OAHOU YacTH.
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4. ITuceMo MoxHO oopmMuTh Ha opmMare AS, €ClM TEKCT COIACPKUT HE

CTpOK.

5. Ciyxe0Hoe MUChbMO — 3TO €AMHCTBEHHBIN JOKYMEHT, KOTOPBIA HE UMEeT
JIOKYMEHTA.

6. MakcuManbHOE KOJIMYECTBO aJpecaToB B MHUChMeE- .

7. Kak mnpaBuio, MakCUMalbHBIH 00BEM NHUCHMA - JIACTa, BTOpad
cTpanuna oopmisercs Ha JHCTE.

8. [Tucerma pUHAHCOBOTO XapaKTepa JOJIKHBI UMETh MO/ITTHCH.

9. PexBHU3UTHI CITy’)k€OHOTO MHUCHMA:

- PEKBU3UTHI OJaHKA MUCHMA;

- aJpecar;

- pe30IIIoIIHS;

- TEKCT;
- OTMETKA O HAJUYHH MPUITIOKCHHUS;

- OTTHCK MeYaTH;

-0TMETKA 00 HCIIOIHUTEE;

-0TMeTKa 00 UCIIOJTHEHUH JOKYMEHTAa U HAalpaBJICHUH €ro B JIEJI0;

- ( TOIBKO JJIs BXOJSIIUX ITHCEM. )

3. NIPAKTUYECKUE 3AJIAHUSI.

1. Tema: «Opranusanusi 10KyMeHT0000pPOTa B YIIPABJIECHUM.
3aganue 1. CocTaBUTh CXEMY I'OPHU30HTAIBHOIO JOKYMEHTOIIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBHOTO IOKYMEHTOMOTOKA.

1. Tema: «Perucrpanusi ¥ KOHTPOJIb HCIOJIHEHUS] JOKYMEHTOB B OPraHU3alM D)
3aganue 1. ChopMupoBaTh KApTOUKH IJIsI UCXOASIINX JOKYMEHTOB U BHYTPEHHUX
JOKYMEHTOB OpPraHu3alliy 0 00pa3ily KapTOUKH JIJIs BXOASIIUX IOKYMEHTOB.

O0pa3zer KapTOYKH PETUCTPAIIH BXOSIIUX JOKYMEHTOB.

CpoK UCTIOJTHEHUS Mecsig
123456789101112131415161718192021222324252627
2829 30 31

KoppecnoneHT (aBTop

Jlata nony4deHus Bxonsmmit Homep JlaTa nokymeHTa Ne moxkymenTa

3arooBok (0 ueM)

Pe3omronus

HcnomuuTens (yka3biBaeTcsi paMuiis 1 MHUIUATIBI)

JlaHHble 1JIS1 perucTpauuy UCXOASIIHNX JOKYMEHTOB:

Ha3BaHUE NO/pa3/IeNIeHus1, TOATOTOBUBIIETO JOKYMEHT,
UCXOSAIINNA HOMEP JOKYMEHTA;

naTa JOKyMEHTa;

azpecar, T.€. HA3BaHHE OpPraHU3aluy, Kya OTIPaBISAETCS JOKYMEHT;
KpaTKoO€ COAEpKaHUEe TOKYMEHTA;

(bamMuIUs UCTIOTHUTEIS, TOATOTOBUBIIETO JOKYMEHT;

KOHTpOJIbHAS JaTa 0KMJ1a€MOT0 OTBETA;

CCBUIKA HAa BXOJSIIUI JOKYMEHT, €CIU JJOKYMEHT SBJISIETCS] OTBETOM;
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JlaHHbIe 1JIS1 perucTPAlMy BHYTPEHHHUX IOKYMEHTOB OPraHU3aluu

HOMCp ACJia, KyJia TOAMIMUBACTCA KOIIHA OTIIPABJICHHOI'O JOKYMCHTA (I/I.III/I MNOJJIMHHHUK, €CJIN
AOKYMCHT OTIIPABJIACTCA 11O (I)aKcy).

MTOPSIIKOBBIN PErUCTPALIMOHHBINA HOMED, TPUCBANBAEMBIN IOKYMEHTY;

naTa JOKYMEHTa (perucTpalun);
KpaTKOe COCpKAHHE,

Moipa3/ielieHre, MOArOTOBHBIIICE JOKYMEHT;
HCIIOJHUTEIIb,

CPOK HCIIOJTHCHHUS,
OTMETKa 00 MCITOTHECHUH (XO/1 UCTIOTHCHUS );
HOMeEp JieJia, Ky/a TIOJIIIAT JOKYMEHT.

3anganmue 2. CopMHUPOBATH KypHAIl PETHCTPALIUU TOKYMEHTOB.

Jarta
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Peru-
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MEeHTA
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wandaue

Pe3o-

TINTTIAYG

Uc-

TINTTHIA -
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Cpok
MACTTINTT =

wwAaAITIIa

OTMmeT-

©a nh

TAINTTINTI_

HeHUU

Howmep

meTTa

2

4

10

2. Tema: «Opranu3zanus TeKyIlero XpaHeHusi J0KyMeHTOB B OPraHU3alMu»
3aganue 1. CoctaBuTh 00pa3el] HOMEHKJIATYpPhI JeJl OpraHu3alHH.
3ananme 2. CocTaBUTh HOMEHKJIATYPY JeJ1 AJIsl OpraHu3alyu.

3. Tema: «O0mue TpedoBaHus K 0)OPMIICHUIO TOKYMEHTOB)
3aganue 1. Pazpaborars 6iaHk 001I€CTBA C OTPAHUYEHHON OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpaborarh G1aHK OTKPBITOrO akipoHepHoro obiectsa (6ank OAO «...»)
3aganue 3. Pa3zpaborarh 6s1aHK HHAUBUAYATbHOTO peanpuaumarens (onank UIT)

4. Tema: «IIpaBuna ogpopMiieHUs] PEKBU3HUTOB J0KYMEHTOB

3ananme 1. Anpecyiite nucbMo Bo BHentHeskoHOMUYecKoe 00beAMHEHNE
«Texmamnkenopr», ['enepanbubiit aupexrop Tumodees A.C. no agpecy : 1.23 yn.CpereHka,
Mocksa, 123290

3aganue 2. OpopMHUTh aBTOpa JOKYMEHTA B MCbME: €CJIM OHO COCTABJICHO B :

otaene Kanpos pupmer OAO «Metpakom-CepBucy, Haxoaduielcs 1o ajapecy : od. 14,
1.2, yi. KocmonaBtos, r.Poctos-Ha-Jlony, 344092

3apanme 3. Odpopmute «lloanuce» Ha MpuKase: €CIU U3BECTHO, YTO €r0 MOIHCHIBAET
I'enepanbusbiil nupexktop Bonkos H.C.

3ananue 4. OhopMuTe MOINUCH HA TOKYMEHTE, €CIIU U3BECTHO, YTO €T0

MoK cana KOMUCCHUS B COCTAaBE :

IIpencenarens — I'naBHbIil naxkenep Kapnos B.C.

Unensl komuccun — Menemxkep otnena copita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3ananmue 5. Bemonuuts pe3omonuio qupexkropa Hocosa I1.I7., ecm u3BecTHO, 4TO OHA
odopmiiena 30.10.99 u comepkUT pacnopsKeHHE 0 Ha3HAYEHUU OTBETCTBEHHBIM HCTIOTHUTENIEM
Porosa B.C. 3a coriacoBanne TeXHUYECKOTO 3a/IaHMsI 110 KOHTPAKTy B Cpok 110 15.11.99
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3aganue 6. BeimonHUTh pekBU3UT «I pud yTBEpKACHUS, €CIIU U3BECTHO, YTO JJOKYMEHT
yTBepkaeH pemeHneM Cosera nupektopoB oT 12.05.2000 Ne 34.

3aganue 7. BbIMOIHUTH PEKBU3UT, €CIIU U3BECTHO, YTO JOKYMEHT ObLI COTIacOBaH
20.02.1999 c Cosetom aupexropoB OAO “Cantor” B nuie ero npeacenareins [lokposckoro B.H.

3ananue 8. PexkBu3utsl «Buja 1okymenta», «lata», «PerucTpaumoHHbIi HOMEP» U
«CchlIKa HA PerHCTPAIMOHHBII HOMEP U ATy JOKYMEHTAa». BBIMOIHUTE PEKBU3UTHI, €CITH
M3BECTHO, YTO COCTABJIEHO MUCHhMO-OTBET Ha paHee nmoy4eHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. TTucemo 3apeructpupoBano 16.06.99, perucrparmonnsiii Ne 03-05/221

5. Tema: «OpraHu3anHOHHO-PACTIOPSINTEIbHBIE JOKYMEHTHI».

3aganue 1. CocTaBUTh yCTaB OpraHu3aluyl (MpeAnpusiTHs) 000l OpraHu3aluoOHHO-
paBoBO# (hOPMEI 110 BarieMy BeiOopy. OopMuTh Ha ycTaBe HEOOXOUMBIC TTOIMUCH U OTMETKH.

3aganue 2. CocTaBUThH JOHKHOCTHYIO HHCTPYKLHUIO IopucTa npeanpusarus. OdbopMuTs Ha
JOJHKHOCTHOW MHCTPYKIIMU HEOOXOAMMBIE TIOJITUCH U OTMETKH.

3aganue 3. CoctaBuTh U 0OPMUTH TOKYMEHT. PacmopsbkeHue HadadbHUKA OTAENa O
Haa0aBKax 3a BBICIYTY JIET K okiany B pasmepe 20-30% crenuanucram oTaena.

3ananue 4. CoctaButh U 0POPMUTH TOKYMEHT. YKa3zaHue o rpaduke oTmyckoB Ha 2012
roa. Jnsa cocraBneHus rpaduka OTIYCKOB NpeJIaraeTcsi COCTaBUTh CIUCKUA PaOOTHUKOB C
yKa3aHHEM CpOKa MPEeIoaraeMoro exeroJHoro omiayuBaemoro otnycka B 2012 rony. Ilepenats
COCTaBJICHHBIE CITUCKU B OTJIE KaJPOB /10 1 HIOHS.

3apanue 5. OGopMUTH MPUKA3 IO OCHOBHOM JCATEIHHOCTH.

3akpbITOC aKIMOHEepHOE 001IecTBO « BAK»

[Ipukas

15.04.2010 N15

KoncrantunoBck

O co3gaHuM pabouyux CEKTOPOB B YIPABIEHUU IPOU3BOJACTBA U BHEIPEHUS
MH(GOPMALIMOHHBIX CUCTEM

B mensix coBepiieHCTBOBaHHWS OpraHuM3aluu pabOThl YTPaBICHUS MPOU3BOJCTBA U
BHEJPEHUA MHPOPMAIIMOHHBIX cucTeM Inpukas3biBaio: 1. Co3garh B YIpaBieHUH IIECTh pabodux
CEKTOPOB: pa3pabOTKH MPOTPaMMHOTO 0OecrieueHusl, COMPOBOXKACHUS HH(POPMAITUOHHBIX CUCTEM,
orepaTopoB 00paOOTKM JaHHBIX, OOCIYXUBAaHUS KIMEHTOB, TEXHUYECKOTr0 OOECHeUeHNUs,
JOKYMEHTAIMOHHOTO o0ecreueHust yrpapieHus. 2. HauanpHWKy YTpaBlieHUs TPOW3BOACTBA U
BHenpeHus uH@opmanuoHueix cucteM 0. C. PyneHKO NMOATOTOBUTH MPOEKTHI IMOJOKEHUH O
pabounx cekropax. 3. HawanpHuky otaena kagpoB B. B. BacunbeBoil BHeCTH H3MEHEHHUS B
IITaTHOE paclHCaHUe M YKOMIUIEKTOBATh TAT pabounx cekTopoB. 4. KoHTposb 3a ucmoiHeHueM
MpUKa3a BO3JIOXKUTH Ha repBoro 3amectutens nupekropa A. C. Koponey.

['enepanbsubiii qupektop B. S1. SIkosines.

6. Tema: «MHpOpMALIMOHHO-CIIPABOYHBIE IOKYMEHTbBI»

3apganme 1. CoctaButh U 0popMUTh JOKyMEHT. OOBSCHHUTENBHYIO 3alMCKy O TOM, YTO
CBOAHBIA OTYeT 3a Ackadpp 2012 roma He ObUI MpEACTaBICH B yKa3aHHBIE CPOKH B CBSI3H C
MOBPEKIACHUEM (DAKC-MOJEMHOM CBSI3U U OTCYTCTBHEM BCEX HEOOXOJAMMBIX JTaHHBIX.

3aganue 2. OHopMuUTH BHYTPEHHIOI TOKJIATHYIO 3aITUCKY.

JloknagHast 3amucka

Hupekropy 000 «ITomumep» CaBenveBy UK.

24.05.2010

O npuMeHeHUH MTPAQHBIX CAHKIIHIA

B anpec mockoBckoro ¢unmana AO3T «CnemocHactka» cormiacHo goroBopy N2123 ot
23.12. 2009 npousBeneHa oTrpy3ka Hamed npoayknuud Ha cymmy 1 560 380 py6neii. B Teuenue
JIByX MECSIIEB OIIaTa Ha HAIll PACUETHBIM CYET He MOCTYIHJIa, HECMOTPS Ha HEOJHOKPAaTHbHIE
MMCbMEHHbIC HATIOMUHAHMUS.

[Ipemmarato  nmpuMeHHTh mTpadHbIE CAHKIMA K MOCKOBCKOMYy ¢ummany AO3T
«CnenocHacTkay.

24



3am. nupektopa no puHancoBsiM Borpocam WM. . runaros.

3ananue 3. OGopMUTH CITy’KEOHBIN aKT.

AO «MOCKOMapXHUTEKTYpPbI»

AKT

VYrBepxkaato I'enepanbubiil fupextop H.I'. 1 nmkun 12.04.2010

12.04.2010 N 12

Ilepenaum nen 3aBeyOIUM X035 HCTBEHHON 4acTbIO

OcHoBanue: npukas ['enepanbHoro gupekropa «MockoMmapxutekTypsp» oT 09.04.2010.

CocTaBiieH KOMUCCHEHN : ITpesiceaTelb- 3aMeCTUTENb [ 'enepanbHoro nupekropa AB.@poiios,
wieHbl Komuccuu: 1. I'maBueiii  Oyxranrep JI.AKamubokwHa. 2. bBeBImmil  3aBemyromuid
xo3siicTBeHHOU YacThio M. A HoBukoB. 3. BHOBb Ha3HaueHHBIN 3aBenytomuii xo3siicteom B . b.
bo6po. M. A HosukoB caan, a B. b. boOpoB mpuHsn gena m o JODKHOCTH 3aBEAYIOIIETO
XO34MCTBOM.

B pesynbrarte cnaun-npuema jiea yCTaHOBIICHO:

1.MlHBeHTapu3aMOHHAs BEAOMOCTh COCTaBJIeHa 110 cocTosiHUIO Ha 12.04.2010.

2. [IpencraBieHHbIe o0opyoBaHue, WHBEHTapb, Mebenb COOTBETCTBYIOT
WHBEHTApU3AIMOHHBIM BEJOMOCTSIM.

3. B Hanuuuu UMEr0TCs BEIOMOCTH O CIIMCAHUU UHBEHTApsl U MeOeH.

AKT cocTaBJIEH B 3 3K3.:

1-1 5K3.- ['eHepaibHOMY TUPEKTOPY

2-ii 9k3. - [ maBHOMY OyXranrepy

3-11 9K3. - B nemo N2 12.

[Ipenacenarens komuccun JI.A.Kanunkuna

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

7. Tema «JIu4uHbIE JOKYMEHTbHI»

3ananme 1. Cocrasbre 3asBiieHue Ha umst qupektopa [10 «CnaBa» o mpueme Ha padory ULA.
MBanoBa Ha OKHOCTD Oyxrainrepa. OcTabHbIe JaHHbIE YKaKUTE CAMOCTOSITENBHO.

3ananue 2.CocTaBUTh pe3OME.

3apanue 3.CocTaBuTh aBTOOMOTpadUIo.

3aganue 4. CocTaBbTe pacnMcKy B MOJIYYEHHM JEHEKHOM cymmbl B pazmepe 100 USD
(mox 2%) Ha cpok 1 mecs.

8. Tema: «Cay:xeOHbIE MUCHMA))

3apanme 1. CocTaBuTh TEKCT NMUCHhMa (3ampoc), ucnoib3ys moaenn CCK:

Kpamxkoe codeporcanue: 3anpoc peiiokeHs Ha 3allacHbIE YacTH.

[Ipenmer cAeIKu: IOCTaBKA 3allaCHBIX 4YaCTE B COOTBETCTBUM C IIPUIIAraeMOU
cnenuduKanuen.

IIpocn0a:

- BBICIIATh B aJIpec ABTOpaA IMHUChMa MPEIJIOKECHUE B 3-X IK3EMILIIPaAX;

- yKa3aTh: MOJHOE HAWUMEHOBAaHUE, THII, TEXHUYECKHE XapaKTEPHCTUKH, MaTepuall,
[EHY ¥ Maccy 0 Ka)JI0H MO3MUIMU CTIeHU(UKAIIH;,

- CpOKH 1 00BEM MOCTAaBKU B Ky0. MeTpax;

- OTAEIFHO CTOUMOCTh YITAKOBKH U TPAHCIIOPTUPOBKH.

Co00uuTh: 60JI€€e TOUHYIO ATy BBHICBUIKH MPEIOKEHUSI.

[loxenanue: B ciryvae, €Cl HE CMOTYT pa3padoTaTh MPEUIOKEHUS, TO COOOIUTH 00 AITOM
B MUHUMAJIBHBIN CPOK.

3aganue 2. CoctaBuUTh TEKCT nrchbMa (odepra) ¢ ucnonb3oBanueM mojeneit CCK

Kpatkoe conep:kanue: npeajgokeHue Ha MOCTaBKy cTpoiMaTepHuaios.

[IpenmecTByromnre coOBITUS: TIO JAHHOMY ITOBOTY OBLI 3aIIPOC 3aKa34yuKa U TeIe(POHHBIN
pasrosop.

[Ipennoxenue: Ha 2000 rox npeaaraeTcs 3aKI0YUTh KOHTPAKT KYIUIU-IPOAAKU Ha

25



MOCTaBKY CTPOUTEIbHBIX MaTepualoB. [ToctaBka B 1 kBaptane 2000 r.

KauecTBo: TOBapa Oy/IeT COOTBETCTBOBATH TEXHUYCCKUM YCIIOBHSIM 3aBO1a-U3TOTOBUTEIIS.

YcnoBus: miatexa U Ipyrue yciaoBUs U3NI0KEHBI B IIpHiIaraeMoM o0pasiie KOHTPaKTa.

IIpocwba: moaTBepaAnTH Npeanoxenue He nozanee 20.10.99

3aganue 3. CocTaBUThH TEKCT MHUCbMa (IPETEH3HsI) OT UIMEHHU MOKYIIaTesl C
ucnosps3oBanueM mozenei CCK.

OcHoBanue: 10oroBop noctaBku ot 14.02.1999 No 324-05

[IpeniiecTByOIIKE COOBITHS:

naptus 235 1akOKpacOYHBIX MaTepuasioB Oblja OTIPYy’KeHa MOCTABLUIMKOM Ha CYIHO
“Kepup” 1o [lorosopy.

YcTaHOBNIEHO: BCsI MapTHsl OTIPY>KEHHOTO TOBapa HE COOTBETCTBYET MO KaueCTBY
crienQUKaIusIM, Ha OCHOBAaHUU KOTOPBIX ObLT 3aKiroueH Jlorosop.

O6cTosTenberBa: 1.6 JloroBopa maet mpaso [lokymarento 0Tka3zaTbCs OT MPUEMKH dTOU
MapTUU TOBapa.

[IpennoxkeHue: coryiacue NPUHATh OTTPYKEHHBIN TOBAP MPHU YCIOBUH NMPEAOCTABICHUS
[TocTaBukom ckuaku 10%.

YcnoBus: qis npunatus pemenus [locraBuky npenocrasisiercs 15 aHen.

3ananne 4. CocTaBUTh TEKCT MUCHbMA (FapaHTHsI) C UCIIOIb30BAHUEM

monener CCK

Kpartkoe conepkanue: okazaHue TEXHUUYECKON MOMOIIIH.

Ipockba:

- OKa3aTh TEXHUYECKYI0 TIOMOIIb B pa3padoTKe padoumx dYepTekell HaCOCHOM
CTaHIINH;

- OTIPECITUTh CTOUMOCTh IIPOEKTHBIX PadoT;

- BOITH B IOTOBOPHBIE OTHOIICHHUS.

O6crosTenpeTBa:

- y>Ke BEJIETCS] MOHTa)X HACOCHOW CTaHIINH;

- MIPOEKTHBIC paOOTHI HY)KHO Ha4aTh HEMEIJICHHO;

- paboTy He0OX0IMMO MPOU3BECTH HETIOCPECTBEHHO HA CTPOUTEIHLHOM TUIOMIA/IKE.

lapanTus: oruata paboT O CBOET0O pacueTHOro cueta Ne ................. B Kb Mera6aHk r.
PocroBa-na-/lony.

3apanme 5. CocTaBuTh TEKCT MUCHbMa (HallOMUHAHKE) ¢ ucnolyib3oBanueM mozenen CCK

Kpatkoe conepskanue: cBEpXIJIaHOBAsk IOCTABKA.

[IpeniiecTByOIIKE COOBITHS:

- noroop noctaBku oT 12.07.99 Ne 257-56, 1o KOTOpOMY MOCTABISAETCS XUMUYECKUE
PEaKTHUBBI B COOTBETCTBUU C YTBEP>KICHHBIM IIJIAHOM IOCTABKH;

- paHee yxe HampaBsuim TUcbMo oT 24.07.99 Ne 03-02/45, xoTopeiM ObLIO
COOOIIIEHO, YTO 3aBOJ YBEIWYHJI MPOU3BOJICTBEHHBIC MOIIHOCTH, B CBSI3U C 4YEM, IOSBUIIHCH
BO3MOXXHOCTH JOIOJIHUTEIbHO HU3TOTOBUTH M TNocTaBuTh B 2000 roay pasiuyuHble XUMUYECKUE
peakTuBbl Ha cymMMy 500 Thicsy pyOueit, cBepX yTBEPKICHHOTO IJIaHa.

Hanomunanwue: B 10-1HEBHBIN CPOK MOATBEPAUTH COTIIACHE HA .

JlonoaHUTENbHBIC YCIOBHS: B CIIydae HApYIICHUS CPOKa, CBerHJIaHOBaSI MPOTYKIIHS
OyZeT rmocTaBlieHa APYTUM IPEIIPUITUIM-TIOKYTIaTeIIsIM.

K nucemy npunaraercst Konusi, paHee HaNpaBJI€HHOTO MUCbMA.

3aganue 6. CoctaBUTh U OPOPMUTH MUCHEMO-TIPUTTIAIICHNE B COOTBETCTBUH C IIPABUIIAMHU.

BricTaBouHBIN LIEHTP, pacmoyIOKEHHBIN 10 aapecy: . Open, mpocnekT AHponosa, 23,
MPOBOJIUT BBICTABKY-IpMapKy TOBapoB HapogHoro mnoTpedieHuss «Ocenp-2010» wu mpocut
noarBepauTb AO «Ypoxait» UX ydyacTue B BBICTABKE sIPMAapKE U BBICIATh UMEIOIIMECS MTPOCTICKTHI
U MaTepuaibl A 0pOpPMIICHUS TeMaTHUecKoro ctenaa. [lucpsmo noamnucan pykoBouTeNlb IPOEKTa
B. 1. YecHoKoOB.

3apanue 7. CocTaBuTh U OPOPMHUTH CITYKEOHOE TTUCHMO.

I'maBHBIN Oyxrantep akmuoHepHOTo OaHka «lMmmepuan, pacmonokEeHHOrO MO aapecy:
123456, MockBa, yin.Momnonorsapaeickas, 1. 24, ten. 141-67-90, dakc: 141-78-87, nanmomuHaeT
YIPAaBISIONIUM PeTHOHANBHBIX (prnanoB Ab «mmepuamy o coOMIOACHIH KOHTPOJIS UCIIOJTHEHUS
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3a CpOKaMU IMPEJAO0CTABICHUs] OTYETHOCTH Ha OCHOBaHMM nuchMa [lenTpobanka Poccuu N2 01/134

T 30 suBaps 2008 roma «0 mpexocTaBieHMU OTYETHOCTH B cooTBeTcTBUU C llomoxkenuem "O
MOPSAKE TMPOBEICHUS PACYETOB B HHOCTPAHHOW BalOTe, OCHOBAHHBIX Ha 3aueTe B3aMMHBIX
TpeOOBaHUI MEXY POCCUICKUMH CYAOBIAACIbIAMH, OCYIIECTBISIOIIMMHI PHIOHBIA POMBICEN, U

HEPpE3NACHTaMH, OCYIICCTBIIAIOIIMMU HMX arcHTCKOC 06CJ'Iy}KI/IBaHI/Ie

» W Ipuiiara€t K IUcCbMy

konuio Tenerpammbl LIb N2 23 ot 15 Hos6ps 2008 rona.

PN R W=

©

10.
1.
12.
13.
14.

15.
16.
17.
18.
19.
20.

21

23.

4. TEMbI PE®EPATOB, JOKJIALOB

3HaueHue eJI0NPOU3BOJICTBA B IPO(HECCUOHATIBLHON AesITeIbHOCTU IOPUCTA.
DBOIONUS Pa3INYHBIX BHIOB JOKYMEHTOB.

JlocTonHCcTBa M HeOCTaTKU BhIOOpa pa3nuvHbx ¢hopm CO.
XapaKkTepHuCcTHUKa U CTPYKTypa CIIyKObI « YIIpaBJICHUE JeTaMu».
XapakTepucTUKa U CTPYKTypa ciryk0bl «O01uit oTaen».

Xapaxkrepuctuka paboThl cekpeTaps-pedepenTa.

Oco0eHHOCTH U peryiaMeHTaIs TOKyMEHTO000pOTa B PA3IUYHbBIX YUPEKICHUSX.
JlocTOMHCTBA U HEIOCTATKHU Pa3IMIHBIX (POPM perucTpanuu JOKyMEHTOB.
@DopMBbI KOHTPOJISI UCTIOJIHEHUSI JOKYMEHTOB.

3HaueHUE KOHTPOJISI UCTIOTHEHHSI IOKyMEHTOB.

Oco0eHHOCTH 0TEYECTBEHHOTO JEeIONPON3BOACTBA.

Howmenxknarypa nein.

[IpaBoBast pernameHTanus ohoOpMICHHS YIIPABICHYECKUX TOKYMEHTOB.
XapaKkTepUCTHUKA U 3HAYEHHUE OT/AEIbHBIX BUI0B PEKBU3ZUTOB: ... (HauMeHo8aHue
pexeuzuma,).

Bunsl v opopmiieHre opraHu3aIiMOHHBIX JOKYMEHTOB.

Bunet u opopmiieHne pacnopsiiuTeNbHBIX JOKYMEHTOB.

Bunstr u opopmiienre nHGOPMaIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Bunel u opopmiieHre TMUHBIX JOKYMEHTOB.

3HaueHue CIIy)KeOHBIX MHCEM B YIPABICHUYCCKON ACSITEITLHOCTH.
Oco0eHHOCTH COCTaBICHHS TEKCTOB CITYKEOHBIX MTUCEM.

. DKCcHepTU3a UEHHOCTHU JTI0KYMEHTOB.
22.

HopMmaTtuBHO-MeTOAMYECKHE JOKYMEHTBI, perJIaMeHTUPYIOLIUE padoTy ¢ 00palieHUsIMH
Tpak/JIaH.
3HavYeHHE KOMIIBIOTEPU3AIMH JTOKYMEHTO000poTa yisi paboThl cirykob1 [JOY.

Pedepat nHeodxoaumo ohopmuts Ha Oymare popmarta A4. TexcT neyaraercs yepes 1,5
unTepsai, mpudt: Times New Roman, pazmep mpudra 14. (10-15 crpanuir me4yaTHOTo TEKCTA. ).
Jloknaa HeoOX0IMMO NPEJICTaBUTh aAyAUTOPHUH (5-7 MUHYT BBICTYIUICHUS).

0

5. TEMbI IPE3SEHTAIIAM

3HaueHue JOKYMEHTOB B HaIICH KU3HU.

Hcropust pa3BUTHSA JOKyMEHTA: OT IPEBHOCTH JIO HAITUX JTHEH.

[TpaBoBoe 3Ha4YeHHE KauecTBa OPOPMIICHUS JOKYMEHTOB.

Ommbku B paboTe CiIy>KOBI ISTIONMPOU3BOJICTBA U UX 3HAYCHUE B HAIIICH JKH3HHU.
Howmenknarypa nei.

PexBu3HT: 3a4ueM OH HYKEH?

OpraHu3almoOHHO-PACIIOPSTUTEIILHBIC TOKYMEHTHI.
HNudopManinoHHO-CTIpaBOYHBIC TOKYMEHTHI.

PaznooOpa3ue ciry)keOHBIX TTHCEM.

.Kak nmpaBuiIbHO COCTaBUTh TEKCT CITY)KEOHOTO TTMchMa?
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4. KOHTPOJIbHO-OIIEHOYHBIE MATEPHAJIBI JIVISI UTOTOBOM ATTECTAIIAM IO

YYEBHOM JUCLHMUIIIUHE

HtoroBoii (hopMoit arTecTanuiv JUCIUILTUHEL SBIsieTCs TuddepeHIIMPOBaHHBINA 3a4eT, KOTOPBIA MOXKET
OCYIIECTBIISIETCS B JBa JTama: MPOBEpKa TEOPETUYECKUX 3HAHUN (TECTUPOBAHHME) M TMPAKTHUYECKUX YMECHHM
(pelieHre TPAKTHUECKHUX 3a/1ay). YCBOCHHBIC 3HAHHUS MPOBEPSIOTCS B XOJE BBHIMOIHEHHS OJIAHKOBOTO WU
KOMIBIOTEPHOTO TeCTHpoBaHUA. KoinuecTBO TECTOBBIX 3aJaHMil i BhINOJHEHUS — 30 enquHuIl. MakcuMaibHOE

BPCEMs BBIIIOJIHCHUS TCCTOBBIX 3aJlaHui — 40 MUHYT

4.1 3apanus A5 IK3aMEeHY0IIEerocs:

3aganue 1
Omnpeaennre Kakoe yrBeps;KIeHHe HCTUHHO, 2 KaKOe HeT...
1) HUctuna B nmpunoxxkennn k TOCT P 6.30 — 2003 nansl 06pa3isl 0J1aHKOB JOKYMEHTOB
2) Hcrnaa B opraHu3anmoHHO-IIPAaBOBBIE JOKYMEHTHI MOKHO BHOCUTh U3MEHEHUS

B opranuzanuu 1o ycMOTpeHHUIO pyKOBOJICTBA JI0JIKHA OBITh pazpaboTaHa

5]
3 JloXxb
) VMHJMBUYyaJIbHAs UHCTPYKLHUS [10 IEIONPOU3BOICTBY

TpeGoBanust K 0HOPMIICHUIO OPTaHU3AIIMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB
ycranaBiauBaet ['OCT P 6.30 — 2003

5) HUctuna OpFaHI/ISaHI/IOHHO-HpaBOBHe JOKYMCHTEI, KaK IIpaBUJIO, IIOAJICKAT YTBCPKIACHUIO

4) Hctuna

3aganue 2

(Bvibepume eOuHCmMeenHO NPAasUibHblll 0meent)
B cocraB opraHu3animoHHO-TIPABOBBIX JOKYMEHTOB HE BXOJMT. ..

1) + TIpHUKA3
2) - yCTaB OpraHu3anuu
3) - LITaTHOE paclucaHue

3amanmue 3

(Bvibepume eOuncmeenHO NpasuUbHbliL Omeem)
Kakue pacniopsauTelbHbIe JOKYMEHTBI MOXeET u3naBath [Ipesunent Poccuiickoit ®enepanun?

1) - pacnopsiKeHUs
2) + YKa3bl
3) - IMOCTaHOBJICHUSA
3ananmue 4
(Bvibepume eOuHcmeenHo npasuibHblil omeemn)
JloJKHOCTHAs! MHCTPYKIUS COTPY/AHHKA. . .
1) - YTBEPKIAETCS IO YCMOTPEHHUIO PYKOBOJIMUTEIS
2) + [MOJJIEKHT YTBEPIKIACHUIO
3) - HE yTBEPKIaeTCs
3amanmue 5

(Bvlbepume eOuHcmeenHo NpasuibHblil Omeem)
Kakoli HOpMaTHUBHBINM JOKYMEHT OTpeAeNsieT 00s3aHHOCTH COTPYIHUKA?

1) - VYcraB npeanpusaTus
2) - [IITaTHOE pacnucanue
3) + J10JDKHOCTHAST MHCTPYKLUS

3amanue 6

(Bvlbepume eOuHCcmeeHHO NpasUIbHblL OMeem)
Kakoli TOKyMeHT He SBJISIeTCS Pa3HOBUIHOCTHIO KOTIHH?
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OTIIyCK
TyOnuKaT

3) + YEPHOBUK

3aganue 7
(Bvlbepume eOuHcmeerHo NpasubHblil Omeem)

JIOKyMEHT, BbI1aBacMblil B3aMEH yTEPSIHHOIO U UMEIOLUI CUILY ITOAJIMHHUKA, HA3bIBACTCH. ..
1) -

OTITYCK
2) - KOTTHS
3) + TyOnuKaT

3aganmue 8
(Bvlbepume eOuHcmeenHo NpasuibHblil Omeem)

ﬂOKyMeHT, OKOHYAaTCJIbHO O(I)OPMHGHHLIﬁ n HOHHHC&HHBIﬁ, Ha3bIBACTCA. ..

1) - nyOmKkar
2) - OTIIyCK
3) + O UTHHHUK

3ananue 9
(Bvibepume eOuHCmMEeHHO NPABUTIbHBLI OmeEen)

HN3menenus u AOMOJHCHHUA B JOJDKHOCTHYIO HHCTPYKIIMIO BHOCATCA. . .

1) + [IPUKA30M PYKOBOJIUTEIIS
2) - NOKJIAQJHOU 3aIIUCKON
3) - CIIPABKOM COTJIACOBAHHUS
3aganmne 10
3axonyume nauamoe npeonodxiceHue 0OHUM U3 Mpex 8apUanmos omeema
JIoKyMeHTOO000pOT - IBUKEHUE TOKYMEHTOB B OpraHU3allui C MOMEHTA UX CO3JIaHus 10
1) - nepeayy Ha UCTIOJTHEHUE
2) - 3aBEPILICHUS] UCTIOJHEHUS WU OTIIPABKU
3) + MOJIINUBKYU B JIEJI0
3aganue 11
3akonuume Hauamoe npeonodceHue 0OHUM U3 Mpex 8apuanmos omseema
Iousmue "/lenonpouzeoocmeo" - amo...
1) + JIOKyMEHTHPOBAHHUE M OPTaHU3aIMs PAOOTHI C TOKYMEHTAMH
2) - CHUCTEMa XPaHEHUSI IOKYMEHTOB
3) -

COCTAaBJICHUC JOKYMCHTOB

3aganue 12

3akonuume Hauamoe npeonodceHue 0OHUM U3 Mpex 8apuanmos omeema
llonamue "/{okymenmuposanue" - smo...

D i Cucrema JOKYMEHTALIH, COAepIKalIas nH(pOopMaIIKI0, HEOOXOJUMYIO JIJIsl YIIPABIICHHUS B
ompezesieHHoN chepe NesaTeTbHOCTH
2) - JlesTenbHOCTH 110 pa3paboTke U 0POPMIICHUIO TOKYMEHTOB
3) + 3anuch nHGOPMALIMK HA PA3IMYHBIX HOCUTENSX 110 YCTAaHOBJIEHHBIM NpaBUiIaM
3ananue 13
Omnpenenure, 0 KAKOM JOKYMEHTE HJIET Peub, BRIOPAB COOTBETCTBYIOLIYIO IU(PY
) 5 JIOKYMEHT, MOCITYKUBIIHA HaYaIOM 3 OdunmanbHbIN TOKYMEHT
paccMOTpEeHMsI OIIPEIETIEHHOTO BOIpoca
2) 3

JIoOKyMeHT, cozieprkammuii 00s13aTeIbHbIE K 2)  VHUIMATHUBHBIN JOKYMEHT
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HCIOJIHCHUTIO YKAa3aHUS BBIIICCTOAIIUX
OpTaHoB

JlokyMeHT, cBesieHus: 00 aBTOpe, BpeMEH! JIMpeKTUBHBIN JOKYMEHT
U MECTE CO3JaHusl KOTOPOTo,

coJiepaKalyecs B

CaMOM JJOKYMEHTE WJIN BBISIBJICHHbIE 3)

UHBIM ITyTEeM, MTOJATBEPIKIAI0T

JOCTOBEPHOCTH €r0

TIPOUCXOKACHUS

W
~'
—_—

3aganune 14

(Bvlbepume eOuHcmeeHHO NpasuIbHbliL Omeem)

Yro npeanoJiaraer OpraHu3alMOHHAA (PYyHKIUA JOKYMeHTa?

C moMoIipIo JOKyMeHTa 00eCIIeYnBaeTCs BO3ICHCTBUE HA TPYTIIBI JTFOJEH IS
OpraHU3alU U KOOPAUHAIIUY UX JIEATETbHOCTH.

JlokyMeHT ¢uKcupyer onpeaeneHHbIe (DaKThl, COOBITHUS, SIBICHUS MTPAKTUIESCKON U
MBICJTUTEIIEHOMN JCATEIHPHOCTH YEIOBEKA.

JlokyMeHT o0ecrieurBaeT CBS3U MEXAy MOoApa3eeHUsIMUA BHYTPH MIPEANPUATHS, a
3) - TaK)K€ BHEIIHHUE CBSA3H NMPEAIPUATHS C IPYTUMH NPEIIPUATUIMH, OPTaHU3ALUAMU,
roCyJapCTBEHHbIMU U MYHHULIUIIAJIbHBIMUA OpPraHaMH BIIACTH.

3aganue 15

(Bvibepume eOuHCmMEenHO NPAsUIbHbLIL Omeent)
IIo kakuM NMpU3HAKAM MOKHO KJIacCH(PUUMPOBATH JOKYMEHT?

1) - CpenacTBa TUpa)KUPOBAHUS, CPEJICTBA XPaHEHMUsI, BUJI, popMa.

2) + [TpoucxoxaeHue, CpOK XpaHEHHUs, IITACHOCTh, CPEICTBA (PUKCALIUY.

3) - OpraHu3alnoHHbIE, PaCIOPSAUTENbHbIE, HH)OPMAIIMOHHO-CIIPAaBOYHBIE.
3ananne 16

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
Ha kakue rpynmnbl pa3aejsiloTcsi JOKYMEHTBI «I10 MECTY COCTABJICHUSI» ?

1) - IIpocTeie U CHOXKHBIE.
2) - CnyxeOHble U JTMYHBIE.
3) + BHyTpeHHUE U BHELIHUE.

3aganue 17

(Bvibepume eOuHcmeerHO NpasUbHbliL OMeem)
Yro naetr yunpukanusa 10KyMeHTOB 1A (pUpMbI?

1) + CoxkpallieHre KOJIM4ecTBa MPUMEHSEMBIX TOKYMEHTOB, TUITH3AIUIO UX (opM.
2) - [ToBbIIeHNE KayecTBa JOKYMEHTAIMH, CHIDKEHHE TPYI0EMKOCTH €€ 00paboTKH.
3) - Bonee a¢ppexTrBHOE MCTIONB30BaHNE KOMIBIOTEPHON M BHIYUCIUTEIBHON TEXHUKU.
3aganue 18
Onpenennre Kakoe yTBep k/JaeHue HCTUHHO, 2 KAKOe HeT...
1) Jloxes  CTpaHuULBI JOKYMEHTa MOKHO HYMEPOBATh Ha HM>KHEM IT0JIE JIUCTA
2) Hctuna IlocTosSHHBIN PEKBU3HUT — PEKBU3UT, HAHECEHHBIN MTPHU U3TOTOBICHUH OJaHKa
3) HUctuna B pacumdpoBke NoamucH MHULIMAIBI BCETIa CTOAT A0 (haMUITHH
4) HUctnna B KoHIIE 3arojoBKa K TEKCTY IOKYMEHTA TOYKa HE CTABUTCS

OTMeTKa 0 MOCTYIUICHUU MPOCTABIIACTCA TOJILKO HAa MPUCHUIACMBIX (BXOZ[}IH_[I/IX)

5) Hctnna
JIOKYMEHTaX

3amanue 19

(Bvibepume eOuHCmMEeHHO NPABUTIbHBLI OmeEen)
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Kakoii pekBU3UT HEe BXOAMT B COCTaB OJIaHKa MUcbMa?

1) - CCBUIKAa HAa HOMED U ATy BXOJAIIET0 JOKYMEHTA
2) + MECTO U3HAHUSA
3) - CIIpaBOYHbIC JaHHBIE 00 OpraHU3alUN

3aganue 20

(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
Ha Gnanke cy0bekToB PD pekBU3UTHI 0hOPMIISIOTCS:

1) - TOJIBKO HAa PYCCKOM S3BIKE
2) + Ha JBYX f3BIKaX: PyCCKOM U HAIlMOHAJIBHOM
3) - TOJILKO Ha HAITMOHAIBLHOM SI3BIKE

3aganue 21

(Bvibepume eOuHCmMEeHHO NPABUTILHBLI OMEen)
Jara nokymeHTa oopmisercs:

1) - 23.12.10
2) - 23.XI11.2009
3) + 23.12.2010

3aganmne 22

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
MecTo nzganus 1oKyMeHTa 0(OpMIISIETCS TaK

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

3aganue 23

(Bvibepume eOuHCMEEeHHO NPABUTILHBLIL OMEen)
3aroJ0BOK K TEKCTY COCTaBJISETCS K JOKyMEHTaM, OOPMIICHHBIM. . .

1) + Ha Gpopmate A4
2) - Ha ¢opmate AS
3) - Ha JTIF000M opmare

3aganue 24

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
OTMeTKa O MOCTYIUICHHH 0()OPMIIAETCS. . .

1) - Ha OTIIPABJIAEMBIX JOKYMEHTaX
2) + Ha MOCTYNAINX TOKyMEHTax
3) - Ha BCEX JTOKYMEHTax
3aganue 25

(Bvibepume eOuHCcmeeHHO NpasUbHbliL OMeem)
B kakoM ciryuyae npaBuJIbHO 0)opMIIeH PeKBU3UT «OTMETKA 0 HAJTUYMHU MPUJIOKEHUD),
€CJIM B TEKCTe CONMPOBOIUTEIHLHOI0 MUCHMA He YIIOMHHAIOCH 0 MPUJIOKEHNU?

1) - [Tpunoxenue: Ha 6 1. B 1 3K3.

2) n [Tpunoxenue: 1. CnpaBka o corinacoBaHuM NpoekTa Ha 4 1. B 1 3Kk3.
2. OT3bIB IO ITPOEKTY Ha 2 JI. B 1 9K3.

3aganue 26

(Bvibepume eOuHCcmeeHHO NpasUbHbliL OMeem)

Ilnan padotsl kosieaka HA 2016 — 2017 yueOHBbIH roJ yTBEpP:KIEeH pelieHueM
MeJarorn4yeckoro copera. B kakom ciyyae npaBujbHO ogopMieH pekBu3uT «I'pud
YTBEpPKACHHUSA JOKYMEHTa»?
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YTBEPX/JEH
Pemennem negaroruueckoro cosera
Ne 14 o1 12.08.2016

VYTBEPXJIEH
Pemenne mmegarornaeckoro coBeTa
Ne 14 ot 12.08.2016 1.

YTBEPXJIAIO
Perienue e 1arorudeckoro COBETa
Ne 14 or 12.08.2016 1.

3ananue 27

(Bvlbepume eOuHcmeerHo npasuibHblil Omeem)
B oTcyTcTBHE PYKOBOIMTEJIS MOANMUCAHNE JOKYMEHTA 3aMeCTHTEIeM HJIH UCTOTHSIIOIHM
00513aHHOCTH PYKOBOJIUTEJISA:

3) +

Hupexrop A.N. Ilerpos
(monmuck ero 3ama Cuyopona)

3a nupekropa A.N. Tlerpos
(moamuck ero 3ama CumopoBa)

N.0O. nupextopa I'.B. Cunopos
(JIM4HAs TOATNCH)

3aganue 28

(Bvlbepume eOuncmeenHo NpasuibHblil Omeem)
Bymary, Kakoro ipeTa Mo:KHO MPUMEHSITH IPU U3rOTOBJIEHUH OJIAHKOB:

1) +
2) ;
3) _
4) ]

0eJIoro U CBETILIX TOHOB
TOJIBKO 0€JI0ro
3aBHUCHUT OT BUIA OJaHKa
JIF000T0
3aganne 29

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
B kakue peKBH3UTHI COCTABHOI YACThI0 HE BXOIUT MOANNCH:

1) +
2) -
3) -
4) -

azpecar
rpud yTBepKICHUS
PE30ITIOIHS
HOJIHCH
3aganue 30

Onpeneanre Kakoe yTBepkAeHHe HCTHHHO, 2 KAKOe HeT...

1) Hctuna
2) Hctuna
3) Hctuna
4) Hctuna
5) Hctuna

KOHCTaTI/Ip}II-OHIaH 4JaCTb TCKCTa B IIPUKA3€ IO OCHOBHOM JACATCIIBHOCTH MOXKET
OTCYTCTBOBATb

Tekct IIpUKa3sa 1o OCHOBHOM ACATCIIbBHOCTHU ,KaK IIpaBUJIO0, COCTOUT U3 ABYX JacTeu
PaCHOpHILI/ITeJIBHHe JAOKYMCHTHI BCTYIIAIOT B CHJIY C MOMCHTA UX NMOANMCAHU A
Pemienune N31aCTCA Ha OCHOBC KOJIJICTUAJIIBHOT'O pPYKOBOJACTBA

3aroyioBOK K TEKCTY MPHKa3a N0 OCHOBHOM AEATEIbHOCTU (POPMYJIUPYETCS B
POIUTEIBHOM MaJIeKe

3aganue 31

(Bvibepume eOuHCmMEenHO NPAsUIbHBLIL Omeent)
PacniopsianTenbHbIN JOKYMEHT, KOTOPBIM M31A€TCS HA OCHOBE €IMHOHAYAIHS

1) +
2) -

IIpUKa3

IIOCTAHOBJICHUC
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perieHue
3aganue 32

(Bvibepume eOuHCcmeerHO NpasUbHbliL OmMeem)
PacrniopsimuTenbHbIN TOKYMEHT, KOTOPBIH M31aeTCs HA OCHOBE KOJUIETHATLHOTO
PYKOBOJICTBA

1) + pelieHue
2) - pactopsiKeHue
3) - MpUKa3

3aganue 33

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
B cocTaB pekBH3UTOB MPHKa3a M0 OCHOBHOM JEATEILHOCTH HE BXOJUT PEKBU3HUT

1) + rpud yTBEpKICHUS
2) - 3arojIOBOK K TEKCTY
3) - HOMEp JIOKyMEHTa

3aganue 34

(Bvibepume eOuHCmMEeHHO NPABUTILHBLIL OmMeEen)
[Iprka3 mo OCHOBHOM AESATEILHOCTH MOIUCHIBAET

1) - HCIIOJIHUTENb
2) + PYKOBOJIUTEIIb
3) - CeKpeTaphb
3aganue 35
(Bvibepume eOuHCmMEeHHO NPAsUTIbHBLI Omeen)
[Ipuka3 o OCHOBHO# AESITEIBHOCTH O(POPMIISIOT
1) + Ha JOHKHOCTHOM OJIaHKe
2) - Ha OJIaHKE KOHKPETHOTO BHJIa JOKyMEHTa
3) - Ha OJaHKe MHCHMa
3aganue 36

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
CIoBO «IpUKa3bIBAl0» B TEKCTE MPUKA3a MO0 OCHOBHOM JIEATEIIBHOCTH 0(hOPMIISIOT B
CJICAYIONIEM HATMCAHUH

1) + [NTPUKA3BIBAIO
2) - [IpukaseiBaro
3) - [IPUKa3bIBAIO

3amanmue 37

(Bvlbepume eOuHcmeerHo NpasuUIbHblil Omeem)
PacniopsimuTenbHas 4acTh B pacopsKeHUH HAYMHACTCS CIIOBOM

1) + [IPEJUTAT ATO
2) ; PEIIIAET
3) ; TIOCTAHOBJISET

3aganue 38
YCTaHOBI/ITB COOTBCTCTBUC Me>1<)1y TepMI/IHaMI/I n ux conepmaHHeM

1) 3 MIPaBOBOM aKT, U3/1aBAEMbI €TUHOIMYHO 1) IlocraHoBJIeHHE
PYKOBOJUTEIIEM TJIaBHBIM 00pazoM
KOJJIETHaJIbHOTO OpraHa
rOCYJapCTBEHHOTO YNPABJICHUS B IEJIAX

33



pa3peleHus OepaTUBHBIX BOIIPOCOB

[IPaBOBOM aKT, IPUHUMAEMBbIN BBICILIUMHU IIpukas
Y HEKOTOPBIMH LIEHTPAJIbHBIMM OPTaHAMH

2) 1 KOJUIETUAJIBHOI'O YIIPABJIEHUS B LEIAX 2)
paspernieHus HanboJiee BaXKHBIX U
MIPUHLUIIAATIBHBIX 3a1a4

IIPaBOBOM aKT, U3/1aBAEMBIN Pacnopstzkenue
PYKOBOJUTEIIEM, NEHCTBYIOIINM Ha
3) 2 OCHOBE €JMHOHAYAINA B LIETIIX 3)
pa3pelleHns] OCHOBHBIX U ONIEPATUBHBIX
3a/1a4, CTOSIIIKX NIEpel OpraHu3anuen

IIPaBOBOM aKT, IPUHUMAEMBII B Pemenne
4) 4 KOJUIETMAJIBHOM TIOPSIIKE B LIETAX 4)

paspeleHus: Haubosee BaKHBIX BOIIPOCOB

BO BpeMs COBEIIaHUM, COOpaHUH U T.1I.

3aganue 39
Onpeneanre Kakoe yTBepkAeHHe HCTHHHO, 2 KAKOe HeT...

1) Hctuaa  TekcT cimykeOHOTO MHCbMa MOXKET OBITh MTPOCTHIM
2) HMcetrHa  BBIAENSIOT IPUCHIIAEMBIE U OTIIPABISEMbIE TUChMA
3) Uctnna MakcuMaiibHOE KOJIMYECTBO apecaToB B MUCHME - 4

4) HUctuna  CmyxebHOE THCEMO MOKHO 0opMHTh Ha popmate AS
5) HUctuna Cnyxe6HOE MTUCHMO MOXKET UMETh JIBE MOANUCH
3aganue 40

(Bvibepume eOuHCMEEeHHO NPABUTILHBLIL OMEen)
Tekct ciry’)ke0HOTO MHChMa COCTABIISIETCS OT

1) - 2-T0 JUIla €JUHCTBEHHOT'O YUCIa

2) - 3-ro auIila MHOYKECTBEHHOI'O YHCJIIa

3) + 1-ro nuIa MHOYKECTBEHHOI'O YHCJIIa
3aganme 41

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
PexBH3HT «CCBHIJIKA HA HOMED U JIaTy BXOJSIIETO JOKYMEHTa» 0(OpMIIIETCS

1) - BO BCEX IMMCHbMax
2) + B OTBETHBIX ITHCHMaXx
3) - B HHUIIMATHUBHBIX ITHCbMax

3aganue 42

(Bvibepume eOuHCcmeeHHO NpasUbHbliL OMeem)
B coctaB pekBU3HUTOB CiTyKEOHOTO MChMa HE BXOIUT

1) - azipecar
2) + Ha3BaHHE BUA JOKYMEHTA
3) - HOJIINCH

3amanue 43

(Bvibepume eOuHcmeenHoO NpasubHblil Omeem)
PyKkoBOAMTENb U TITaBHBIH OyXranTep Mo IIHCHIBAIOT

1) - MMUCHbMO-HU3BEIICHUE
2) + rapaHTUIHOE MMHCHMO
3) - peKIaMHOE MUCHbMO

3aganue 44
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(Bvibepume eOuHCmMEenHO NPAsUIbHbLIL Omeent)
MakcumanbHbI 00bEM CITY>)KEOHOTO MTHChMa

1) - OJlHA CTpaHUIlA
2) - TPU CTPAHMULIBI
3) + JIBE CTPAHUIIBI
3amanmue 45
(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
[Teuatsto yaocToBepsieTcs
1) - MUCbMO-HAalIOMUHAHUE
2) + rapaHTHITHOE MUCHMO
3) - [ACHMO-IIPUTIIALIEHUE
3amanmue 46

(Bvibepume eOuHCmeeHHO NpasUIbHbIL OMEem)
OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa B OPraHU3alNI0 IPOCTABISAETCS

1) - 10 YCMOTPEHHIO CEKpeTapsi
2) - Ha BCEX TOKYMEHTax
3) + TOJBKO HA MPUCHLIAEMBIX

3amanmue 47

(Bvibepume eOuHcmeeHHO NpasUIbHblL OMeem)
B nicbMe oTMETKa O TIOCTYIUIEHUH TOKYMEHTA MPOCTABIISCTCS

1) - B JIEBOM HI)KHEM YIUIy IIOCIEIHEr0 JIUCTA JOKYMEHTA

2) - Ha JJIOOOM CBOOOJHOM MECTE

3) + B IIPAaBOM HWKHEM YIJIy IIEPBOTO JIUCTA JOKYMEHTA
3ananue 48

IIpasunvhvix eéapuanmos modxrcem Oblmb HECKONLKO.
Kakue npu3Haku xapakTepHbI 1JIs1 0J1AaHKOB JIsI MACeM?

1) - Hanuuue agpecHbIX JaHHBIX MPEANPUATHS Ha OJIaHKe

2) . Hannune ormerku 1uis pexkBusnTa «Ccblika Ha UHAEKC U JaTy BXOJSIIETO
JIOKYMEHTa)

3) + OtcyTrcTBHE Ha3BaHUS BUJA TOKyMEHTA

4) i Pacnonoxenue 00s13aTebHBIX PEKBU3UTOB 3ar0JI0BOYHOM YaCTH IOKYMEHTA B

JICBOM BEPXHEM YTy
3amanue 49

Hpaeuﬂbelx 6apuanmoe moarcem ObIMb HECKONILKO.
Kaxkoii Buj 1€710BOro NuChbMa HanpasJisieTcsl apecaTy AJs 3aKII04YeHHs CAeJIKH ¢
YKa3aHHeM KOHKPETHBIX YCJI0BUH CIeJIKH?

1) - [Tucemo-nioaTBEpK ACHNE

2) - ConpoBoaAUTEIBHOE TUCHEMO
3) + [Tnucemo-npeuioxkenue

4) + JloroBopHoe nucpMo

3amanue 50

IIpasunvhvix eapuanmos modxcem Oblmb HECKONbKO.
ABTOpOM CJIykKe0HOT0 MHCbMA SIBJISIETCSH:

1) - UCIIOJIHUTEIIb, COCTABUBIINN JOKYMEHT
2) + JOJKHOCTHOE JIMIIO, MOJAIMCABIIEE JOKYMEHT
3) - UCTIOJIHUTEIb, 0(OPMHUBIINHN TOKYMEHT
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4) + opraHu3anus, OT UMEHHU KOTOPOU OTIIPABIISIETCS ITUCBMO

3aganue 51
Omnpenennre KaKkoe yrBep:KJAeHNe HCTUHHO, 2 KAKoe HeT...
1) HctuHa  TekcT MOKIaHOM 3aITUCKU COJIEPIKUT TOJIBKO 0OCTOSATEIIHPHOE U3JI0KEHUE BOIIPOCa
2) Uctnna  AnpecaHT B JOKJIQJAHOM 3alMCKE YKa3bIBAETCA B UMEHHUTEIIBHOM Majexe
3) Uctnna  BHYTpeHHIOIO JOKIAAHYIO 3aMMCKY MOAMUCHIBAET COCTABUTEND
4) JIoxb B agpecare noknaaHO#M 3aMMCKH YKA3bIBAIOT TOIBKO (haMUIIHIO
5) Jloxxp  BHyTpeHHss AOKIIaHas 3anmucka ohopmiisieTcs Ha OJaHKe OpraHu3aIiiu
3aganue 52

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
BHYTpeHHIOI0 JOKIAIHYIO 3aIMCKY TMOAMUCHIBAET

1) + COCTaBUTEIb
2) - PYKOBOJIUTEIIb MOJIPA3ICIICHUS
3) - CeKpeTapb

3aganue 53

(Bvibepume eOuHcmeerHO NpasUbHbliL Omeem)
B cronmbkux sK3eMInIsipax 0QpOpMIISICTCS BHEIIHSS JOKIa{HAs 3aIucKa

1) + B IBYX
2) - B OJJHOM
3) - B Tpex

3amanue 54

(Bvlbepume eOuncmeerHO NpasuUbHblil Omeem)
PexBU3UTHI OOBSICHUTEBHOM 3aITUCKH TI0 TIOBOTy OOBSICHEHHUS TIOCTYITKA aHAJIOTHYHBI

1) + BHYTPEHHEN JOKJIAJHOMN 3alIMCKU
2) - BHYTPEHHEH CIIPaBKU
3) - CIIyKeOHOMY MTUCBEMY
3ananme 55

(Bvlbepume eOuHcmeerHo NpasubHbliL Omeem)
TekcT HOKIagHOMN 3aUCKH, KaK IIPABUIIO COCTOUT

1) - W3 OJHOW YacTH
2) - U3 IBYX 4YacTei
3) + U3 TpeX yacren

3aganue 56

(Bvlbepume eOuncmeerHo NpasuibHblil Omeem)
B coctaB pekBH3UTOB BHEUTHEH TOKIATHON 3alMCKU HE BXOJUT

1) + rneyaTh

2) - MHOAITUCH

3) - 3aroJIOBOK K TEKCTY

3aganue 57

Bcmaevme nponywiennvie 6 mexkcme cnoea
Joxnaanas 3anucka — JOKyMEHT, aIpeCOBaHHBII 10
KOHKPETHOM TEME C U TIPEIJIOKEHUSIMU TI0 HEH.

1) OTBeT: BBIIIECTOAIIEMY PYKOBOJICTBY

2) OTBeT: BBIBOJAMU
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3aganue 58

Bcmaevme nponyuieéHHble 6 mexkcme cjioea

BHemH010 AOKJIAAHYIO 3aIlIMCKY, aIPpECCOBAHHYIO B BBIIICCTOALIYIO OpTraHU3allnuto
oAU ChIBACT

1) OTBeT: PYKOBOJUTEH OpraHU3ALNHI
3aganue 59

Bcmaesvme nponyuieéHHble 6 mexkcme Cjioea

BHYTpEeHHIOI0 JOKIIAIHYIO 3aIIUCKY COCTABIISIET U ITOAIIUCHIBAET

1) OTBeT: cocTaBUTENb
3amanmne 60
Bcmaevme nponywiennvie 6 mexkcme cnosa
PexBr3UTHI BHYTpEHHEN JOKIJIAIHOM 3alUCKU:
- ajpecar (B 1aTeIbHOM a/IEkKe)
- HAMMEHOBAaHUE BUJIA JOKYMEHTA
- TEKCT
- OTMETKa O HAIMYUU MPUIOKEHHS (B ClIydyae HEOOXOIUMOCTH)
- 1ata
1) OTBET: HAaMMEHOBAHHME CTPYKTYPHOTO MOAPA3AECICHUS
2) OTBeT: 3aroJoBOK K TEKCTY
3) OTBeT: HOOIIHUCH
4) OtBer: HOMED
3ananme 61
Onpeneanre Kakoe yTBepkJAeHHe HCTHHHO, 2 KAKOe HeT...
1) HUctuna  JlaToil mpoTOKOJIA SIBASETCS AaTa NPOBEACHUS 3aCECIaHUS
2) Uctuna  [IpoTOKON MOANMKUCHIBAIOT MPEACEAATEND U CEKPETAPh KOJUIETHAIBHOTO OpraHa
3) Jloxs B KpaTkoM MpoOTOKOJIE MPUBOIATCS TEKCThI BHICTYILJICHHI
4) HcertnHa B npoToKose yKa3bIBArOTCS PE3YJIbTATHI TOJIOCOBAHUS
5) Hctuna B Texcre npoTokoaa MOXeT oTcyTcTBOBaTh MyHKT BBICTYIINIIN
3aganue 62

(Bvibepume eOuHCmMEenHO NPASUIbHBLI Omeent)
N3 ckonbKkux yacTel COCTOUT TEKCT MPOTOKOJIA

1) + JIBYX
2) - OJHOU
3) - Tpex
3ananue 63
(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
[TpoTokon moanuckIBaeT
1) + npejcenaTenb U CeKpeTapb KOJJIETHAILHOTO OpraHa

2) - PYKOBOJHUTEIb
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CeKpeTapb
3amanue 64

(Bvibepume eOuHCcmeerHO NpasUbHbliL OmMeem)
Kakast yacTh B cXeMe MOCTPOCHHSI OCHOBHOM YacTH MPOTOKOJIA MOXET OTCYTCTBOBATh

1) - CIIVIIAJIN
2) + BBICTYIINJIN
3) - IHOCTAHOBUWJIN
3aganue 65
(Bvibepume eOuncmeerHo NpasUIbHbliL Omeem)
[TpoTokon opopmIIsIOT
1) - B TPEX IK3EMIUIAPAX
2) + B OJJHOM 3K3EMIUIAPE
3) - B JIBYX JK3EMIUIIpax
3aganue 66

(Bvlbepume eOuHcmeerHo NpasuibHblil Omeem)
Kak opopmIstoTest B TEKCTE MPOTOKOIIA, MPUCYTCTBYIOIIHE, €CIIU UX 22 YeloBeKa

1) + [IpucyrcTBoBanu: 22 yenoBeka (CIUCOK MPHUIIAraeTcs)

2) [IpucyTcTBOBAIH: IEPSUUCIISIFOTCS (PAMITUN TIPUCYTCTBYIONIUX B a(haBUTHOM
MopsIIKe

3) - [IpucyrcTBOBanu: 22 yenoBeka

3aganue 67

Bcmaevme nponyuieéHHble 6 mexkcme cjioea

B 3aBHCHUMOCTH OT IIOJIHOTHI OCBEIIIEHUS X0/1a 3acCeIaHus MMPOTOKOJIbI MOT'YT OBITh

u
1) OTBeT: NOJHBIE
2) OTBeT: KpaTkue

3aganue 68

Bcmaevme nponyuieénHble 6 mexkcme cjioea

Tekct IMPOTOKOJIa COCTOUT U3 ABYX yacTel: BBOJHOM U

1) OTBeT: OCHOBHOM
3aganme 69

Bcmaevme nponyuieHHble 6 meKcme cjioea

B mpoTtoxosnie kaxablii MyHKT MOBECTKH JHS PACHHUCHIBAETCS (CTPOUTCS) O CXEME:

9. b

1) OtsBer: BBICTVYIIMJIN
2) OtBet: TTIOCTAHOBUJIN
3) Otset: CJIYIHAJIN
3amanmue 70

Bcmaevme nponyuieHHble 6 meKcme cjioea

Ecmu BOIIPOC HE O6C}’)K,I[&J'IC$I B X01€ CO6paHI/I$I HJIN 3aC€AaHnd KOJUICTUAJIBHOI'O OpraHa, TO B IIPOTOKOJIC ITYHKT
MOKET OTCYTCTBOBATb

1) OtBet: BBLICTVIIWJIN
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3aganue 71

Onpeneanre Kakoe yTBepkJAeHHe HCTHHHO, 2 KAKOe HeT...

1) Jloxp ~ Hanmwdme 3aKII0OYATENIFHON 9acTH TEKCTa aKTa 00s3aTeIbHO
2) HNctuna  Yarre Bcero akThl COCTABISIOTCS KOMUCCHEH
3) HNctrHa ~ AKT MOXET CIIY>KUTh OCHOBAHUEM IS M3JIaHUS PACTIOPSIAUTEIBHOTO IOKYMEHTA
4) HNertnHa — AKTBI, Kak NpaBWIIo, MOJJIEXKAT YTBEPKACHUIO
5) HctuHa  AKT MoxeT opopmiAThCs Ha TpadapeTHOM OlaHKe
3aganue 72

(Bvibepume eOuHCmMEenHO NPABUIbHBLIL Omeent)
CiyxeOHBIN aKT COCTABJISIET U TIOIMHUCHIBACT

1) + KOMUCCHS
2) - PYKOBOJUTEIb
3) - HUCIIOTHUTEND

3aganue 73

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
OcHOBaHHEM TS U3aHUS KAKOTO PaCIOPSIUTEIBHOTO TOKYMEHTAa MOKET OBITh aKT

1) - Pemenue
2) - ITocTanoBieHHE
3) + IIpukas
3amanue 74
(Bvibepume eOuHcmeeHHO NpasUbHbliL OmMeem)
JlaTol akTa SBIISIETCS
1) + JlaTa akTUBHpPYEMOTO COOBITHS
2) - Jara yrBepKaeHus
3) - JlaTa moanucaHus
3aganue 75
(Bvibepume eOuncmeenHoO NpasubHblil Omeem)
B coctaB pekBU3UTOB aKTa BXOJIUT PEKBU3UT
1) + I'pud yrBepxnenus
2) - I'pud cornacoBanus
3) - OtMeTKa 00 UCIIOJIHUTEIIS
3aganue 79
(Bvlbepume eOuHcmeerHO NpasuUIbHbliL Omeem)
B coctaB peKBH3UTOB aKTa HE BXOIUT
1) + I'pud cornacoBanus
2) - 3aroJIoBOK K TEKCTY JOKYMEHTA
3) - I'pud yrBepxnenus
3aganue 80
(Bvlbepume eOuncmeenHo NpasuibHblil Omeem)
CKONBKO YacTell COAePKUT TEKCT aKTa
1) - BE
2) - OZHY
3) + TpHU
3aganue 81

(Bvibepume eOuHCmMEeHHO NPABUTIbHBLI OmMeEen)
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Crenyer nu yKa3bIBaTh TOJKHOCTH WICHOB KOMHCCUH MPH 0(OPMIICHHH PEKBU3UTA

IOJINCH
1) - Ha
2) - o xenanuro cekperaps
3) + Het
3aganue 82
(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
B cxonbkux sx3eMIuisgpax opopmisieTcst akT
1) - B tpex
2) + B ckonpkux HEOOXO0AUMO
3) - B uetsipex
3aganue 83

(Bvibepume eOuHCmeeHHO NpasUIbHbIL OMEem)
Kakast yacTh TeKkcTa aKkTa MOKET OTCYTCTBOBATh

1) - Koncratupyromas
2) + 3aKIounTeaIbHAS
3) - BBoanast gacTtb

PykoBoacTBO /151 3K3aMeHATOpAa

Kputepun orieHnBaHus TECTOBBIX 3aJaHUN:

3a Kak/10€ MPaBUJILHO BBHITIOJIHEHHOE TECTOBOE 3aJjaHue (BEPHBIN OTBET)
oTBeT - 0 OayIoB.

«5» - 28-30

«4» - 24-27.

«3» - 19-24

«HEeynoBm» - 18 u MeHee

IIpakTnyeckasi 4acThb.

KpI/ITepI/II/I OLICHUBAHMS BBITIOJIHCHUS NPAKTUICCKOTO 3aJaHUsA:

- 3HaHHE TEPMHUHOJIOTHH

- CKOPOCTH BBIIIOJIHCHUEC

- CIIOCOOHOCTH HECTAH/IAPTHO MBICIHUTD

- KOJIMYCCTBO NPCIJIOKCHHBIX BAPUAHTOB PCIICHUA IIOCTaBJICHHOU 3aa4yiu.

craButcs 1 Ga, 3a HeBepHBIN
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