MUHUCTEPCTBO HAYKHU U BBICIIETO OBPA3OBAHM ST POCCUMCKOWN ®EJIEPAITN
(enepanbHOE rocyiapcTBeHHOE 0I0/1KeTHOE 00pa3oBaTeIbHOE YUpesKIeHne
BbICIIIET0 00Pa30BaHUNA
«MypMaHCKHI apKTHYECKUI rOCy1apCTBEHHbIN YHUBEPCUTET»

(PI'bOY BO «MAI'Y»)

KoMIuieKT KOHTPOJILHO-0IIEHOYHBIX CPeICTB
Mo y4eOHO# Jucuuminie «J[okyMeHTaumoHHOe o0ecnevyeHue ynpaBJaeHus)
cruenuaibHoCcTH 38.02.06 duHAHCHI

0a30BOU MOATOTOBKH

YTBEPXIEHO

Tlupsxtap Koiigxa OIBOY BO MAT'Y»

2\ /
5@%7 _/ Kosnosa H.B./

@.H1.0.

MypmaHCck
2020



1.1.061mme cBenennst

Kowmmexkr onenounsix cpencts (KOC) mpennazHadeH uis HPOBEPKU Pe3yiIbTaTOB
ocBoeHns yueOHOW mucuurumael OI1.04 JlokymMeHTaloHHOE OOecreueHre YIpaBiICHUs
OCHOBHOM TmpodeccuoHaIbHOW 00pa3zoBaTenbHON mporpaMmbl 1o crnenuaibHocTH  38.02.06
DUHAHCHI.

1.2.Ilepeyens popmMupyeMbIX 3HAHNN, YMEHUI U KOMIIeTeHIHI
B pesynbsrare ocBoeHus yueoHou nucuummabl OI1.04 JfokymeHTanmoHHoe o0ecredeHue
yhpaBieHus oO0ydJaroluiics JomkeH obnaaate mnpeaycmoTrpeHsivu  OI'OC  CIIO  mo

CHELHUaJIbHOCTU CIIeYIOIUMHU YMEHUSIMU, 3HAHUSAMU, KOTOpBIS bopMHpYIOT
po(heCcCHOHATEHYIO KOMITIETCHIINIO, U OOIIIMMH KOMIIETCHITHSIMHU:
YMeHus:

- 0(hopMIIATH TOKYMEHTAIMIO B COOTBETCTBHH C HOPMAaTUBHOW 0a30ii, B TOM 4HCIIE C
MCII0JIb30BaHUEM MH(POPMAIIHOHHBIX TEXHOJIOTHIA;

- WCIIOJIb30BaTh YHU(PHIUPOBAHHBIE (JOPMBI IOKYMEHTOB;

- OCBaWBaTh TEXHOJIOTMU aBTOMATU3HPOBAHHOW 00Pa0OTKU JOKYMEHTAIIUH;

- OCYHIGCTBJI?[TI) XpaHeHI/IC " ITIOHUCK I[OKYM€HTOB;

- HCIOJIB30BaTh TEJIEKOMMYHHUKAIIHOHHBIC TEXHOJIOTHU B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE.

3HaHus:
- TIOHSATHE, 1IeIH, 3aJIa4X U IIPUHIIUIIBI JSTIONPOU3BOJICTBA;
- OCHOBHBIC MMOHATHUS JJOKYMEHTAIIMOHHOTO 00CCIICUCHHSI YIIPABIICHUS;
- CHCTEMBbI JIOKYMEHTAIIMOHHOT'O OOCCIICUCHHUS YITPABIICHHSI,
- KJaccu(UKaIUO JOKYMEHTOB;
- TpeOOBaHMS K COCTaBICHHIO M O()OPMIICHHUIO TOKYMEHTOB;
OpraHU3aINI0 JOKYMEHTO000pOTa:! npueM, o0pabOTKy, PpErucTparuio,
KOHTPOJIb, XpaHEHHE TOKYMEHTOB, HOMEHKIIATypy Je.
OCOOCHHOCTH COCTAaBJICHHS 3aKYIIOYHOMN JOKYMEHTAIIMH, METOJIbI ONIPEICIICHUS U
000CHOBaHHUS HaYalbHBIX (MAaKCUMAIIbHBIX) IIEH KOHTPAKTa U MOPSJIKa OpraHU3aIuu
MIPOBEJICHUS 3aKYTIOK
- TIOPSZIOK COCTaBJICHUSI OCHOBHBIX TOKYMEHTOB (PMHAHCOBOM YacTH Ou3HeC-TIaHa
OpTraHH3aInH;

IIpodeccnonanbHbie KOMIIETEHIIUH

IIK 1.5. ObecneunBaTh (UHAHCOBO-DKOHOMUYECKOE COMPOBOXKAECHUE NEATEIBHOCTH IO
OCYIIECTBIIEHUIO 3aKYyIOK JUISl TOCYTAPCTBEHHBIX U MYHULIUITAJIBHBIX HYX]I.

1K 3.2. CocTaBnsaTh (pHAHCOBBIE TUIaHBI OPraHU3ALINY;

I[IK 3.4, OOecneunBaThb OCYIIECTBIIEHHE (UHAHCOBBIX  B3aHMMOOTHOIIEHHH C
OpraHM3alsaMH, OpraHaMH rOCyJapCTBEHHOM BJIACTH U MECTHOT'O CaMOYIIpaBJICHHUS];

IIK 4.1. Pa3pabaTpiBaTh IUIaH M NPOTrpaMMy INPOBEAEHUS KOHTPOJIBHBIX MEPONPUSITUH,
oQOopMIIATH  pe3ynbTaThl  MPOBEJIEHHBIX  KOHTPOJIBHBIX  MEpOINpPHATHH, BbIpabaThIBaTh
PEeKOMEHJallMi M0 YCTPAHEHHUIO HEIOCTaTKOB U PHUCKOB, OLEHUBaTh 3((HEKTUBHOCTH
KOHTPOJIBHBIX NTPOLIENYP;

[IK 4.2. OcymecTBiasATh NpEeABapUTENbHBIN, TEKYIIUH M MOCIECIYIOUIUNA KOHTPOJb
XO35ICTBEHHOM J1eATEIEHOCTH 00bEKTOB (PMHAHCOBOTO KOHTPOJIS;

I[IK 4.3. YyactBoBaTh B peBH3WU (PUHAHCOBO-XO3SIMCTBEHHOM JESITEIBHOCTH OOBEKTA
(UHAHCOBOT'O KOHTPOJIS;

KOHTpOJIBHO-OLIGHO‘IHbIe cpcacTBa BKJIFOYAKOT KOHTPOJIbHBIC MaTcpHraJibl JJIA
MPOBEJICHUS TEKYIIEW U MPOMEKYTOUYHON aTTECTAINH.



Hrorosou dbopmoii arTecTaluu o yueOHOH JHUCLHUIUINHE SIBIIIETCSA
ougpepernyuposannvlil 3auem.

CryaeHThl JIONMYCKAIOTCS K 3a4eTy IMPU HAJWYUM PE3YJbTaTOB TEKYIEW aTTeCcTalluH,
MPElyCMOTPEHHBIX YUeOHBIM IIIAHOM COOTBETCTBYIOIIETO CEMECTPA.



1.3. PE3YJIbTATBI OCBOEHUA JUCHUIIVINHBIL, IIOAJIEKALIUE ITPOBEPKE

B pesynprate artecrauuM no y4yeOHOM [MCLUUIUIMHE OCYILECTBISETCS KOMILJIEKCHAs IpOBEpPKa

CIEAYIOUIMX YMEHUM U 3HAHUI:

PesyabTaTnl 00yueHus
(ocBOEHHBbIE YMEHMSI, YCBOCHHbIE 3HAHMS)

®opMbI 1 METOAbI KOHTPOJISI H
OlIeHKH pe3YJIbTATOB 00y4eHHusl

3HaTh:

- MOHATHEC, UCIIN, 3aJa491 1 NPUHIUIIBI JCJIOIIPOU3BOJACTBA,
- OCHOBHBIC MTOHATHS JOKYMEHTAI[IOHHOTO 00eCTIeYeHHSI
yIIPaBJICHUS;

- CHCTEMBI JIOKyMEHTAIIHOHHOTO 00eCIIeUeH s yIIPaBICHUS;
- KJaccu(UKAIUIO TOKyMEHTOB;

- TpeOOBaHMS K COCTABJICHUIO U 0()OPMIICHHIO JOKYMEHTOB;
- OpraHu3aluio TOKYMEHTO000pOTA: pUEM,

00paboTKy, PETHCTPAIHIO, KOHTPOJIb,

XpaHEHHE JOKYMEHTOB, HOMCHKIIATYPY JeJ.

0COOCHHOCTH COCTABIICHUS 3aKyIOYHOM JJOKYMEHTALlUH,
MCTOJbI OIIPCACIICHUA U 000CHOBaHHS HAaYaJILHBIX
(MaKkCHMaJbHBIX ) IIEH KOHTPAKTa U MOPSAAKa OpTaHH3aluH
IMPOBCACHUA 3aKYIIOK

yacTu OM3HEeC-IIaHa opraHu3anuvu,

Ymersn:
- 0(OpPMIIATH TOKYMEHTAIIUIO B COOTBETCTBHH C
HOPMAaTUBHOI 0a30l, B TOM UHCIIE C UCTIOJIb30BAaHUEM
MH(POPMALIMOHHBIX TEXHOJIOTUH;
- HCII0JIb30BaTh YHU(PUIIMPOBaAHHBIE ()OPMBI TOKYMEHTOB;
- OCBaMBaTh TEXHOJOI'MU aBTOMAaTU3UPOBAHHONW 00pabOTKU
AOKYMCHTAIUH,
- OCYILECTBJIATh XPAaHEHUE U NTOUCK JOKYMEHTOB;
- HCIIOJb30BAaTh TCJIICKOMMYHUKAIITUOHHBIC

TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTO00O0pOTE.

- HOpAAOK COCTaBJICHHUA OCHOBHBIX JOKYMCHTOB q)HHaHCOBOﬁ

NpaKTHYECKHE  3aHATHS,
BHCAYyAUTOpPHAA CaMOCTOATCIIbHAA
pabota, onpoc




TunoBble 3aJaHUs 1JIS IPOBEeHUs] TeKYIleH U MPOMeKYTOYHOM aTTecTauuu 1o
AUCIHHUIJIMHE

1. IPAKTHYECKUE (CEMUHAPCKHUE) 3AHATUSI.
1. IlpakTtuyeckoe 3aHsiTue (ceMuHap): «OCHOBHbIC MOHATHS 1€JIONPOU3BOICTBAY.

Bonpocsl 1J1st 00cyKIeHus:

[TonsTe nenonpon3BoACTBa.

IIpenmMer neaonpou3BOACTBA.

IlonsiTHE IOKYMEHTA, OCHOBHBIE BU/IbI JOKYMEHTOB.
QDyHKIUU JOKYMEHTA.

ITonsTe cucTeMpl JOKYMEHTALUH.

agrwnE

2. IlpakTHyeckoe 3ansTHe (ceMuHap): «McTopusi pa3BUTHS 0T€YeCTBEHHOTO
1eJIONPOU3BOICTBAY.

Bonpocsl 1J1s1 00cyKIeHus:

1. O6mas xapakTepucTUKa 1eJI0IPOU3BOICTBA B [IpeBHEPYCCKOM roCy1apCcTBE, BU/IbI
AOKYMCHTOB B 3TOT IICPHUOU.

XapakTepucTHKa MPUKA3HOTO JEI0NPOU3BOICTBA.

Komnexckoe nenonpoussoactso B Poccun. Pegopmsi [etpa 1.

MuHHCTEpCKOE JeNI0NPOU3BOJACTBO B yupexxaeHus Poccun. Peopmbr Anexcanapa I.
XapakTepucTHKa rocy1apCTBEHHOIO AEJI0NPOn3BoACTBA B COBETCKYIO JIOXY.

arwN

3. IpakTuyeckoe 3aHsaTHE (ceMUHAP): «OpraHu3zanus cay:K0bl 1eJT0NPOU3BOACTBA.

Bonpocs! 1151 00cyKIeHus:
. [lonsiTre u 3HAaYeHUE CIIY)ObI JoKyMeHTarmoHHoro ooecnedenus (C0O).

. OpranusanuonHbie popmbl paboThI C JOKYMEHTaMHU, UX OCOOCHHOCTH.
. «YTIpaBlieHUE JIelaMi», €T0 COCTaB M (DYHKIUH.

. «O0mmii oTaENY», €ro CTPYKTYpa.

. [lonsiTre, PyHKIMHU U COCTaB KaHLEISPUH.

. XapakTepHucTuKa paboThl cekperaps-pedepenra.

o Ol WDN B

2. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBensb A.

Buibepume seproe ymeepoicoenue

1.TpeboBanuss Kk OGMGOPMIICHHIO OPTaHU3AUOHHO-PACTIOPSIUTENBHBIX  JTOKYMEHTOB
ycranaBimBaeT [[OCT P 6.30 — 2003

2. B mpunoxennn k 'OCT P 6.30 — 2003 nansr 06pa3iibl 0JaHKOB TOKYMEHTOB

3.B opraHumzanum 10O yCMOTPEHHMIO PYKOBOJCTBAa JOJKHAa OBbITH pa3paboTaHa
WHUBUlyalIbHAsI THCTPYKIIHUS IO JI€JIOMPOU3BOJICTBY

4. Opranu3aioHHO-TIPABOBBIC IOKYMEHTHI, KaK MPaBUJIIO, ITOJICKAT YTBEPIKICHHUIO

5. B oprann3aniioHHO-IIPaBOBbIE JOKYMEHTHI MOXXHO BHOCUTH U3MEHEHHUS

Buvibepume npasunvrwiti omeem.

K xaxgomy 3amanuio JaHbl 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJWH BEpHbIA. B
OJlaHKe OTBETOB IOCTaBbTE I0J] HOMEPOM 3a/aHus OYyKBY OTBETa, KOTOpBIM Ha Ball B3I
SIBIISIETCS] TIPABUITLHBIM.

1. B coctaB opraHu3anOHHO-TIPABOBBIX TOKYMEHTOB HE BXOJMT. ..



a) ycTaB OpraHu3aIiuu

0) WTaTHOE pacnucaHue

B) IIpUKa3

2. Kakue pacnopsauTenpHble JTOKYMEHTHI MOKeT u3naBath lIpesuneHt Poccuiickoi
denepanun?

a) yKa3bl

0) pactiopsoKeHHS

B) TOCTaHOBJICHUSI

3. JOmKHOCTHASI MHCTPYKIIUS COTPYAHUKA. . .

a) MOJJICKUT YTBEPHKACHUIO

0) He yTBep)KaaeTcs

B) YTBEPKJIa€TCs 10 YCMOTPEHUIO PYKOBOJIUTENS

4. Kakoif HOpMaTHUBHBII TOKYMEHT onpezesieT 0013aHHOCTH COTPYAHUKA?

a) llItatHoe pacniucanue

0) YcraB npeanpusaTus

B) JlOJ’KHOCTHAS HHCTPYKLIUS

5. TumnoBble TOKYMEHTHI HOCST ... XapakTep

a) 00s3aTeNbHBIN

0) peKOMeHIaTeIbHBIN

B) 03HaKOMHTEIIbHBIN

6. B kakom nazexe GopMynupyeTcs 3arojioBOK K TEKCTY JOKHOCTHOM MHCTPYKIUU?

a) B MUMECHUTEIHLHOM

0) B pOIUTEIILHOM

B) B IIPEUI0KHOM

7. Kakoii TOKyMEHT He ABJIIETCS Pa3HOBUIHOCTHIO KOTIHH?

a) YepHOBUK

0) oTmyck

B) AyOJIuKat

8. JlokyMeHT, BbI1laBaeMblii B3aMEH YTEPSIHHOT'O M UMEIOIINI CUITY TIOJUIMHHUKA,

Ha3bIBAETCH. ..

a) Komus

0) oTmmyck

B) AyOnuKat

9. JlokyMeHT, OKOHYaTeIHbHO O()OPMIICHHBIN U MTOAMTMCAHHBIA, HA3bIBACTCH. . .

a) MOJTMHHUK

0) oTmmyck

B) AyOnmuKat

10. i3MeHeHHs 1 IOTIOTHEHUS B TOJDKHOCTHYIO WHCTPYKIIAO BHOCSTCSI. . .

a) TOKJIQHOM 3aIUCKON

0) MpUKa30M PYKOBOJIUTEIS

B) CIIPaBKOM COTJIACOBAHHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. OKV ]I — O6mepoccuiickuii kiaaccupukaTop

2. YcraB OpraHu3aiiiy — IpaBoOBOM aKT, ONPEaeIIIOLIHMA

3. JloymkHOCTHAsT MHCTPYKIUS — TIPABOBOM akT, M37aBaeMBbIA opraHmauHen B IEJSIX
perjiiaMeHTaliy OpraHU3alMOHHO-TIPABOBOT0O MOJ0KEHUsI PaOOTHUKA, €r0
, u olecreynBaronIuii

)
ycnoBUA 17151 ero 3((HEeKTUBHON pabOTHI.
4. TlpaBuna BHYTPEHHEro TPYAOBOTO  pacrmopsifka — 93TO MPaBOBOM  aKT,
perIaMeHTHPYIOIIUN
5. lokyMeHTBI Knaccn(bnunpy}m
no euoam: OpraHU3alMOHHO-PACTIOPSIIUTENBHBIE,
, IO INYHOMY COCTaBY;




no ¢opme: VTHIUBUAYAIbHBIC, , TaOJIMYHBIC, TEKCTOBBIC, AaHKETHHIC,
TpadapeTHsie;

no npoucxodicoenuro: opUIHaIbHBIE 1 ;

1O MeCmy NPOUCXOHCOCHUSL: Y BHYTPEHHUE;

N0 CpoKam XpaueHus:: TIOCTOSTHHOTO CPOKa XpaHSHHUS, BPEMEHHOTO

( ), BPEMEHHOTO ( );

NO 21aCHOCMU: CEKPETHBIE H ;

no cpeocmeam uxcayuu: PyKOTHCHBIE, , Tpaduueckue,
, OTOKMHOTIOKYMEHTHI;
no cmaousam co30aHus: OPUTUHAIIBI, YEPHOBUKH, ,

, , IyOITUKAaThI;

no CPOUHOCIU: Y HECPOYHEIC,
10 HAUMEHOBAHUIO'

TECT 2.
YpoBensb A.

Buvibepume eproe ymeepowcoenue

1.Ciy>xe0Hoe ToJie IOKyMEHTA MPETHA3HAYCHO TSl HAHECEHUS CTICIIHATbHBIX
MN300paKEeHHI

2. IlocTOSIHHBIN PEKBU3HUT — PEKBU3UT, HAHECEHHBIN TIPU U3TOTOBJICHUN OJaHKa

3. IlepeMeHHBI PEKBU3UT HAHOCUTCS IIPH COCTABICHUH IOKYMEHTA

4. JleBoe 1oJie MOKET ObITh YBEIHUEHO

5. CtpaHuipl JOKYMEHTa MOKHO HyMEpPOBAaTh Ha HUYKHEM I10JI€ JIHCTa

6. YcTaHOBIEHO J1Ba BapUaHTa PACIIOIOKEHUS PEKBU3UTOB Ha OJIaHKaX

7. Ha 6rankax opopmiisieTcs TOJIbKO MepBas CTPaHUIIA JOKYMEHTOB

8.PexBu3uTHI Oi1anka opranu3aimu cyobekra PO M0OXHO 0OPMHUTE TOJIBKO Ha
HAI[MOHAJIbHOM fI3bIKE

9.Ha GraHKe MOYKHO TIOMECTHTh COKpAIllEHHOE Ha3BaHWE OPTaHU3AINH, JaXKe €CIIM OHO HE
3aKperyieHo B Y cTaBe 3TOi opraHuzanuu

10. JIokyMEHT He MOXKET co/iepKaTh 0oJiee YeThIpeX aapecaToB

11. JIokyMEHT MOXET ObITh YTBEP)KJIEH JOHKHOCTHBIM JIMLIOM

12. B xoHI1I€ 3aro0BKa K TEKCTY JOKyMEHTa TOUKa HEe CTaBUTCSA

13. K nokymeHTam, opopmiieHHBIM Ha (popmaTe AS, 3aroI0BOK K TEKCTY HE COCTABIISETCA

14. Texct nokymenrta Ha popmare A4 oopmisieTcs: yepes MoJaTopa UHTEpBaja

15. Tekct JOKyMeHTa MOXET OBITh Mpe/iCTaBjIeH B (popMe TaOINIIbI

16. Kosim4yecTBO TMCTOB B MPHJIOKEHUH K TEKCTY HE YKa3bIBACTCS

17. B pacimm@poBKke MOANMUCH MHUIIMAIIBI BCET/Ia CTOAT 10 (haMUITUHI

18. JlokymMeHThI (PMHAHCOBOTO XapaKTepa MOT'YT UMETh JIBE MOANNUCH

19.01meTka 00 UCTIOTHEHUH JOKYMEHTA IPOCTABJISIETCS B JIEBOM HH)KHEM YTITy IIEPBOTO
JIUCTa JOKYMEHTA

20.01™MeTKa O MOCTYIUIEHUH MPOCTABIISETCS TOJBKO Ha MPUCHIIAEMBIX (BXOISIINX )
JIOKYMEHTax

Buvibepume npasunvHulii omeem.

K xascoomy 3aoanuro oanel 3 eapuanma omeema, uz KOmopwvix MmoIbKo 00UH 6epHblii. B
Onamnke omeemos nocmagvbme NOO HOMepPOM 3a0anus OyKey omeema, KOmopwvlil Ha 8all 83271510
ABNIAEMCS NPABUTILHBIM.

1. JIucTel HymMEpPYIOTCH. ..

a) ocepeIMHE HUKHETO I10JIsI JIUCTa

0) nocepenHE BEPXHETO I0JIs JIUCTA



B) B [IPaBOM BEPXHEM YTy

2. Hymepanus ctpanui; opopMIsitoT Tax. ..

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CyIIECTBYET MOJI0KEHUH Tadynaropa

a)6

0) 8

B) 4

4. Ot Hy/IE€BOTO TOJIOKEHUS TaOYIATOpa 0(OPMIISIOT. ..

a) HaMMEHOBaHUE BUJa IOKyMEHTa

0) anpecar

B) rpu yTBEp>KICHUS

5. Kakum HHTEpBAIOM OTICISIOT IPYT OT APYyra PeKBU3UTHI IPU 0(HOPMIICHUH TOKYMEHTA
Ha popmare A4?

a) OAMHApHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kakoii pekBU3HUT HE BXOJUT B COCTaB OJaHKa MuchbMa?

a) CIpaBOYHbIE TaHHbBIE 00 OpraHu3aluu

0) MecTo u3maHus

B) CChLIIKA HAa HOMEP U JIaTy BXOJAIIETO TOKyMEHTa

7. JOIDKHOCTHOM OJIaHK SIBJISIETCS] pa3HOBUIHOCTHIO

a) oOmrero OjaHKa

0) OaHKa IMUChMa

B) OJJaHK KOHKPETHOTO BHJIa JJOKYMEHTA

8. Mo>keT i MUHUCTpP MOJNMUCaTh TOKYMEHT, O)OPMIICHHBII Ha JOMKHOCTHOM OJIaHKe
3aMecTUTeNs] MUHHUCTpa?

a) MOXeT

0) HE MOXKET

B) 110 KEJIaHUIO

9. PekBU3UT «CIIpaBOYHBIC JaHHBIC 00 OPTaHU3AIIIY O()OPMIISIOT

a) TOJIBKO Ha OJIaHKax IMHChMa

0) Ha Bcex OaHkax

B) TOJIEKO Ha OJJaHKe KOHKPETHOTO BUJAa IOKYMEHTa

10. Ha Gnanke cy0bekToB PD pekBU3UTHI 0hOPMIIIOTCS:

a) TOJBKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HAILIMOHAJILHOM SI3bIKE

B) Ha JBYX SI3bIKaX: PyCCKOM U HAIMOHATLHOM

11. Jlata moxymeHTa OpOPMIISETCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHuU JOHKHOCTHOMY JIUITY WHUIIMABI CTABSIT. ..

a) 10 hamuiu

0) nociie pamMuInu

B) [10 YCMOTPEHUIO CEKpeTaps



13. Mecro u3nanus ToKyMeHTa opopMIIsieTcs TaK

a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. Cnyxe0HOE MUCHMO MOXKET COJIepkKaTh HEe OoJiee

a) 4eThIpex aJpecaToB

0) IBYX aapecaToB

B) TPEX a/IpecaToB

15. 3aroioBoK K TEKCTY COCTABISICTCS K JOKyMEHTaM, O(DOPMIICHHBIM. . .

a) Ha popmare A4

0) Ha popmate AS

B) Ha 1o6oM (popmate

16. Tekcr nokymenTa Ha popmare A4 0hOpMIISIOT..

a) yepe3 OJIMH UHTEPBaJ

0) uepe3 MoJITOpa UHTEpBAJA

B) Yepe3 JBa UHTEpBaa

17. Pe3omonnto ohOpMIISIET. ..

a) pyKOBOJIUTEIb

0) cexpeTrapb

B) HCIIOJHUTEIH

18. B pexBHU3UTE «TIOAMUCH)» UHUIIUATBI CTABST. ..

a) 1o pamunrmn

0) nocne Gpamuinu

B) HE UMEET 3HAUYCHUS

19. Ot™MeTKa 0 MOCTYTUICHUH O(OPMIISIETCS. ..

a) Ha ITOCTYINAOIIMNX JOKyMEHTaxX

0) Ha OTIPABIIAEMBIX JOKYMEHTaX

B) Ha BCeX JIOKYMEHTax

20. Pe3ynbTaT paccMOTpeHMsI JOKYMEHTa PyKOBOAUTEIEM OpOpMIIsieTcs. . .

a) rpudoM yTBEpKICHUS

0) pesonronuei

B) rpu(oOM coracoBaHus

Yposens B.

Bcmasvme nponywennvie 6 mexkcme cnoaa.

1. ®opmymsip JOKyMeHTa — 3TO Habop o(umaNTEHOr0 MUCHMEHHOTO
JIOKYMEHTA, PaCIOJIOKEHHBIX B OMpeeeHHOM

2. bnank [oKyMeHTa — 3To Habop , WICHTUPHUIUPYIOIINH
o(umaIbHOr0 MUCHMEHHOTO JJOKYMEHTA.

3. Ecnu TekcT nokymeHTa Ha popmare A4 HamedataH yepes MoJaTopa HHTEepBaa,
PEKBU3UTHI OTJEISIO IPYT OT Apyra MHTEpBaJlaMU.
4. PekBUBUT «cIipaBOUYHbIE JaHHBIE 00 OpraHU3auN» OPOPMIISIIOT TOJIBKO B OJIaHKE

5. JlaToit TOKyMEHTa SIBIIIETCS J1aTa ero WA

6. YTBepxaeHne — 3T0 0coOblii criocod JTOKYMEHTa TOCJIE €ro
, CAHKLIMOHUPYIOIIHUN pacIpoCTpaHEHUE NEUCTBUS JOKYMEHTa Ha
OIIPEETICHHBIN KPYT JIALL, IPAKJaH, OpraHU3aLui.




7. Pe3omronus — 910 Ha IOKYMEHTE, CACIaHHas
U coeprkaiiasi IpuHsITOe

8. 3aroJ0BOK K TEKCTY JOKyMEHTa 0(hopmIIsieTCs B WIIH
najiexe.
9. PexBU3HUT «O0TMETKA 00 UCIIOJHEHUH JIOKYMEHTA U HAIPABJICHUH €T0 B JICIO)
O(l)OpMJ'ISIeTCSI B HaCTHU HUXKHETO ITOJIA JIMCTAa JOKYMCHTA
10. OT™MeTKy 0 IOCTYIUICHUU JOKYMEHTA IMPOCTABIISIOT B HWKHEM
yrity JMCTa JIOKyMEHTA.

TECT 3.

YpoBensb A.

Buvibepume éeproe ymeepaicoenue

1. Pemienue uznaeTcsi HA OCHOBE KOJUIETHAILHOTO PYKOBOJICTBA

2. TekcT mpurKas3a Mo OCHOBHOM JIEATEIIBHOCTH ,KaK TPABHUIIO, COCTOUT M3 JIBYX YaCTCH
3.KoHcraTupyromias yacTh TeKCTa B IPUKa3€ M0 OCHOBHOM J€ATEILHOCTH MOXKET
OTCYTCTBOBAaTh

4. TIyHKTBI TEKCTa NpUKa3a B pPACHOPSAUTEIHHOM YACTH HYMEpYIOTCS apabCcKuMu

udpamu

5.ITpuka3sl 1O OCHOBHOM JEATEIBHOCTH U MO JITYHOMY COCTaBY UMEIOT OOIILYIO
HyMepaluio
6.PekBU3UT «OTMETKA O HAJTMYUU MPUIOKEHUS» MOCIe TEKCTa MPUKa3a CaMOCTOSATEIIBHO

He oopmirsercs

7.3aroyIoBOK K TEKCTY MPHUKa3a [0 OCHOBHOMU AESITeTbHOCTU (OpMYyIUpYyeTcs B
POIUTEIIEHOM TIAJICHKE

8.IIpuka3 mo oCHOBHOM JESITENFHOCTH, KaK MPaBUIIO, MOAMICHIBAET PYKOBOAUTEIh
OpraHHu3aI’

9. [locTaHOBIEHUS U PEIICHUS UMEIOT OJIHY TOJIMUCH

10. PacriopsiiuTenbHBIE TOKYMEHTHI BCTYIIAIOT B CHITY C MOMEHTA MX TIOIITUCAHUS
Bvibepume npasunvuwiii omeem.

K kascoomy 3a0anuto danvl 3 eapuanma omeema, U3 KOmopwvlx mojibko 0OUH 8epHulll. B

onanke omeemog nocmagvme noo HOMEpOM 3a0aHUsA 6yK6y omeema, KOWlOpbll:Z Ha eaui 6327150
A6NAemcs npasulbHbIM.

1. PacriopsAMTeNbHBIN JOKYMEHT, KOTOPBIM N3/Ja€TCsl HA OCHOBE €JMHOHAYANINS

a) pelreHue

0) npukas

B) IOCTAHOBJICHUE

2. PacniopsiuTenbHbIN TOKYMEHT, KOTOPBIM N3/1aeTCsl Ha OCHOBE KOJUIETHAIBHOTO
PYKOBOJICTBA

a) npukKas

0) peleHue

B) pacropsbKeHHe

3. U3 CKOJBKUX COCTaBHBIX YaCTEW, KaK MPABUIIO, COCTOMT TEKCT PACMOPSAUTEIHHOTO

JIOKYMEHTa

a) 13 IByX

0) U3 oHOIM

B) U3 TpeX

4. ®aMuIHI0 M JOHKHOCTH MCIIOMHUTENS B PACHOPSIIMTENIbHOW YaCTH TEKCTa MpHUKa3a Mo

OCHOBHOH ACATCIIBHOCTH YKa3bIBarOT

a) B UMCHUTEIIbHOM IaJIeXkKe

0) B pOJMTEILHOM MaJeKe

B) B JIaTE€JILHOM MaJeKe

5. B cocraB pekBU3HTOB NpHKa3a 10 OCHOBHOM ACSITEIIBHOCTA HE BXOJIUT PEKBU3UT

a) rpud yTBEepIKICHHS
10



0) 3aroJIOBOK K TEKCTY

B) HOMED JJOKYMEHTA

6. [Iprka3 Mo OCHOBHOM ACATEIHHOCTH MOAIMUCHIBACT

a) PyKOBOJIUTEINb

0) cexpeTrapb

B) UCIIOJIHUTEIb

7. [locTaHoBI€HNE MTOANUCHIBACT

a) PyKOBOJUTEINb

0) cexpeTrapb

B) PYKOBOJUTEIb U CEKPETAPh KOJJIETHAIBHOIO OpraHa

8. [Ipuka3 mo OCHOBHOM €ATEIbHOCTH O(POPMIIAIOT

a) Ha OJIaHKe MUChMa

0) Ha OJaHKe KOHKPETHOTO BUAA JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKE

9. CnoBo «IpHKa3bIBalO» B TEKCTE MPHUKa3a MO OCHOBHOW NEATENHHOCTH O(OPMIISIOT B
CJIEIYIOIlIEM HAallMCaHUU

a) [IPUKA3BAIO

0) npuKa3bIBaro

B) [Ipuka3sbiBaro

10. PacriopsiiuTenbHast 4aCTh B paCIOPSHKCHUH HAYMHACTCS CIIOBOM

a) [IPEJUJIATAIO

0) PEIHAET

B) [IOCTAHOBIJIAET

Yposenn B.

Bcmasvme nponywennvie 6 mexcme cioea.

1. Opranu3annoHHO-PacTIOPAIUTEIbHBIN JOKYMEHT — 3TO BUJ MHCbMEHHOTO JI0KYMEHTa,
B KOTOPOM (PUKCUPYIOTCS aJIMMHHUCTPATUBHBIX U OPraHU3allMOHHBIX
BOIIPOCOB, a TakKXe BOIPOCOB , B3aMMOJEUCTBUs, oObOecredyeHus: u
peryinupoBaHus JESTEIbHOCTH OPraHOB BIACTH, YUPEKICHHUM, NPEINpUITHUA U OpraHu3auui, Ux
MOJpa3IeJIEHNI U TOJPKHOCTHBIX JIMII.

2. IlocraHoBneHHEe — 3TO TPABOBOM aKT, MPUHUMAEMBI BBICIIMMHU WA HEKOTOPBIMHU
LEHTPAJbHBIMA  OpraHaMU BJIACTH, JEHWCTBYIOUIMMM Ha OCHOBE
yIOpaBieHUs, B LeJAX pa3pelieHus Hauboyee BaXHBIX U
NPUHIUNHMAIBHBIX 3a]la4, CTOSALIMX Mepea JaHHBIMH OpraHaMM, W YCTaHOBJEHHS CTaOMIIbHBIX
HOPM, MPaBUII

3. Pemienrie — 3T0 pacnopsiAUTENbHBIA JOKYMEHT, KOTOPBIH SBISETCS MPAaBOBBIM aKTOM,
MPUHUMAEMbIM BJIACTH.

4.  PacnopsokeHue  —  93TO YIIpaBICHUS
rOCYJapCTBEHHOTO OpraHa, UMEIOIINK BIIACTHBIN XapaKTep, W3/IaHHBIA B paMKax IPUCBOEHHOTO
JOJKHOCTHOMY JIMIly, TOCYJapCTBEHHOMY OpraHy KOMIIETEHLUH, UMEIOIUN
CUJIy JUIsl TPaXKIaH U OpraHu3alui, KOTOPBIM PaCIIOPSKEHUE apEeCOBAHO.

5. Ilpuka3 — 3TO MpPaBOBOM aKT, W3/IaBaeMbIii OpraHu3aluy,
JIEUCTBYIOIIEH HA OCHOBE .

6. TekcT pacnopsAUTENIEHOTO JOKYMEHTA Yallle BCero COCTOUT U3 IBYX B3aMMO3aBUCHUMBIX
yacTen - 51 .

7. B 3aBUCHMOCTH OT BUJA JOKYMEHTA pPacHOpsIUTENbHAs YaCTh HAUWHAETCS CIIOBAMMU:

— B IIOCTAHOBJICHNUH; — B peIICHUH;
— B pacHopsKEHUH; — B IIPUKAa3e.

8. PexkBU3UT «OTMETKAa O HAIUYUU TNPHIOKEHHS» IOCIE TEKCTa PaCHOPSAAUTEIBHOTO
JIOKYMEHTA CaMOCTOSATEIILHO .

9. Tekcr pacnopsIUTEIbHOIO JIOKYMEHTAa JOJDKEH HMETh 3arojloBOK, KOTOPBIH
dopmynupyercs B Majexe.

10. Ilpukassl U pacmoOpsKEHUS TOAMUCHIBACT WIn
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11. ITocTanoBneHus u pelieHus HUMEIOT JIBE MIOATIUCH —
u KOJIJIETHAJIBHOTO OpraHa.

12. PacniopsinuTenbHble TOKYMEHTHI BCTYHAIOT B CUIIY C MOMEHTA UX
WIN JOBEICHUS /10 CBEJICHHUS.

TECT 4.

YpoBenn A.

Buvibepume eproe ymeepoicoerue

1. Pemenue uzaeTcst Ha OCHOBE KOJUIETMAJIbHOTO PYKOBOJICTBA

2. TekcT npurKasza o OCHOBHOM JIESATEIbHOCTH ,KaK MPaBUII0, COCTOUT U3 JIBYX YacTel

3.Koncratupyromas 4acTh TeKCTa B IPUKA3€ 10 OCHOBHOM JESITEIHHOCTH MOXKET

OTCYTCTBOBAaTh

4. IIyHKTBI TEeKCTa NpUKa3a B pacHOPSAUTEIbHOW YacTH HYMEPYIOTCS apabCKUMHU
nudpamu

5.ITpuka3sl IO OCHOBHOM JESTEIHLHOCTH U 110 JITYHOMY COCTaBY MMEIOT OOIIYIO

HyMepaIuio

6.PexBM3UT «OTMETKA O HAJTMYWHU MPUIOKEHUS» MOCTEe TEKCTa MPUKa3a CaMOCTOSATEIEHO
He oopMIIIeTCs

7.3aroJ0BOK K TEKCTY MPHKa3a 110 OCHOBHOM NESTEIBHOCTH (DOPMYIHPYETCS B

POIUTENBHOM Ma/IekKe

8.I1puka3 Mo OCHOBHOM JEATENBHOCTH, KaK MPABUIIO, MTOIMUCHIBACT PYKOBOIUTEIH

OpraHu3alu

9. IlocTaHoBIEHUS M PEIICHHS] UMEIOT OHY MOAINCH

10. PacniopsinuTenbHbIE TOKYMEHTHI BCTYIAIOT B CUITY C MOMEHTA UX TOIMTUCAHUS

Buvibepume npasunvhuiti omeem.

K xaosicoomy 3aoanuro danel 3 eapuanma omeema, u3 KOmopuvlx mojibkKo 0OUH @epHulil. B
Onamke omeemos nocmasbme NOO HOMEPOM 3a0anusi OYKEY omeema, KOMopwli HA 8aul 8327510
A67151eMCsl NPABUTILHBIM.

1. PaciopsAMTENbHBINA JOKYMEHT, KOTOPBIN U3Aa€TCs HA OCHOBE €IMHOHAYAIIHS

a) peleHue

0) npukas

B) IOCTaHOBJICHHE

2. PacmiopsiuTenbHBIN TOKYMEHT, KOTOPBIH N3/1aeTCsl HA OCHOBE KOJUIETHAIHLHOTO

PYKOBOJICTBA

a) rpukas

0) peuieHue

B) pacnopsiKeHue

3. U3 CKOJBKUX COCTaBHBIX YacTeW, KaK MPaBUIIO, COCTOMT TEKCT PACHOPSAUTEIHHOTO
JIOKyMEHTa

a) U3 IByX

0) u3 oHOM

B) U3 Tpex

4. ®amMIINIO U JTOJDKHOCTh MCIOJIHUTENS B PAcIOPSANTEIBLHON YacTH TEKCTa MpHKasza 1o
OCHOBHOMH JI€ATEIbHOCTH YKa3bIBAIOT

a) B UMCHHUTEILHOM I1aJIeKe

0) B pOIUTENHLHOM NAJEXKE

B) B JIaTEJILHOM ITaJIEKE

5. B cocTaB pekBU3UTOB MpHKa3a [0 OCHOBHOMW JEATEIbHOCTH HE BXOJUT PEKBU3UT

a) rpud yTBEpKIACHUS

0) 3aroJ0BOK K TEKCTY

B) HOMEp JOKYMEHTA

6. [Iprka3 Mo OCHOBHOM JEATEIHHOCTH TIOITUCHIBACT

a) pyKOBOJIUTEJIb
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0) cekpeTrapb

B) UCIIOJIHUTEID

7. [locTaHoBI€HNE MTOANUCHIBACT

a) PyKOBOJIUTEINb

0) cexpeTrapb

B) PYKOBOJUTEIb U CEKPETAPh KOJJIETHAIBHOIO OpraHa

8. [Ipuka3 mo OCHOBHOM 1€ATEIbHOCTH O(POPMIIAIOT

a) Ha OJIaHKe UChMa

0) Ha OJaHKe KOHKPETHOTO BUIA JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKE

9. CnoBo «IpHKa3bIBalO» B TEKCTE MPHUKAa3a MO OCHOBHOM NEATENbHOCTH O(OPMIISIOT B
CJIEIYIOIIEM HAallMCaHUU

a) [IPUKA3BAIO

0) npuKa3bIBaro

B) [IpukasbiBaro

10. PaciopsimuTenpHasi 4acTh B pPaCHOPSDKEHUN HAYMHACTCS CIIOBOM

a) [IPEJIJIATAIO

0) PELHAET

B) [IOCTAHOBIJIAET

Yposenn B.

Bcmasvme nponywennvie 6 mexcme cioea.

1. Opranu3annoHHO-pacTIOPAIUTEIbHBIN JOKYMEHT — 3TO BUJ MHUCbMEHHOTO JT0KYMEHTA,
B KOTOPOM (PHKCHPYIOTCS aMUHUCTPATUBHBIX U OPraHU3aLMOHHBIX
BOIIPOCOB, a TAaK)X€ BOIIPOCOB , B3aUMOJAEUCTBUs, oObOecredyeHus: u
pEeryaupoBaHus AEITEIBHOCTH OPraHOB BIIACTH, YYPEKACHUH, NPEIIPUATUN U OpPraHU3alui, UX
MOAPAa3AEICHUN U JOJKHOCTHBIX JIUIL.

2. IlocraHoBNEHHE — 3TO TPABOBOM aKT, NPUHUMAEMBIA BBICIIUMH WJIA HEKOTOPBIMH
LEHTPAJbHBIMA  OpraHaMU BJIACTH, JEUCTBYIOIUIMMH Ha OCHOBE
yhOpaBieHUs, B LEJAX pa3peleHus Hauboiiee BaXHBIX U
NPUHIUIHMAIBHBIX 3a]1a4, CTOSALIMX Mepe] JaHHBIMH OpraHaMH, U YCTAHOBJIEHHS CTaOMIJIbHBIX
HOPM, IpPAaBWJI— 3TO pAaCHOPSAUTENBHBIA JOKYMEHT, KOTOPBIM SIBJISETCS IPAaBOBBIM AaKTOM,
IIPUHUMAEMBIM BJIACTH.

4.  PacmnopsskeHue  —  9TO YIPABIICHUS
rOCyJapCTBEHHOI0 OpraHa, MMEIOLIUN BJIACTHBIN XapaKTep, U3JaHHBIA B paMKaxX IPUCBOCHHOTO
JIOJDKHOCTHOMY JIMIYy, TOCYAApCTBEHHOMY OpraHy KOMIIETCHIWH, WMEKLIUN
CUJLy JUIS TPaXkJaH U OpraHU3alui, KOTOPBIM PACIIOPSKEHUE aIpECOBAHO.

5. [Ipukaz — 93TO MpaBOBOM aKT, W3/1aBACMBIN OpTraHW3aluu,
JIEUCTBYIOLLEH HA OCHOBE .

6. TekcT pacnopsAUTEIEHOTO JOKYMEHTA Yallle BCEro COCTOUT M3 JIBYX B3aUMO3aBHCHMBIX
qacTeu - u .

7. B 3aBHCHUMOCTH OT BUJa JOKYMEHTa PACIOpsIUTENbHAs YaCTh HAUMHAETCS CJIOBAMMU:

— B IIOCTaHOBJICHUU; — B PCILECHUY;
— B PACIIOPSKEHUU; — B IIPHUKAa3e.

8. PexkBU3UT «OTMETKAa O HAJUYUU TPHIOKEHHUS» IOCIEe TEKCTa PaCHOPSAUTEIBHOTO
JIOKYMEHTA CaMOCTOSATEIBHO .

9. TekcT pacnopsAUTENBHOTO JOKYMEHTA JI0JKEH UMETh 3arojIOBOK, KOTOPBIN

dbopmynupyercs B MaJiexke.

10. [Tpukassl ¥ pacropsKEHUs TOIMHCHIBAET I

11. ITocTanoBneHus u peuieHus UMEIOT JBE MIOATINCH —
u KOJIJIETHAJILHOTO OpraHa.

12. PacniopsiiuTenbHble TOKYMEHTHI BCTYNAIOT B CUIIY C MOMEHTA UX
WIM TOBEICHUS 10 CBEACHHUS.
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TECT S.

YpoBensb A.

Buvibepume eeproe ymeepaicoenue

1. B xpaTKoM NPOTOKOJIE MPUBOJIATCS TEKCThI BHICTYIUICHUN

2. JlaToit mpOTOKOJIa SIBJISIETCS 1aTa IPOBEIACHHSI 3aceIaHus

3. B mpoTroxkoiie 00s3aTeIbHO YKA3bIBAETCS KOJIMYECTBO MPUCYTCTBYIOIINX

4. B Tekcte nmpoTokosia MoxeT orcyrcTBoBaTh MyHKT BBICTYIINJIN

5. B mpoTtoxkoie yka3bIBatoTCs pe3yabTaThl TOJIOCOBAHMUS

6. [IpoTOKOI COCTaBISETCS B OJJHOM IK3EMILIAPE

7. I[IpoTOKOJ MOMUCKIBAIOT MPEACEATeNlb U CEKPEeTaph KOJJIETHaIbHOTO OpraHa

8. Ha pacimpeHHBIX 3aceIaHMsIX COCTaB MPUCYTCTBYIOMINX YKa3bIBACTCS KOJTHMUECTBEHHO

9.Brinucka u3 MpoTokoia yaocToBepsiercs ohopMICHHEM PEKBU3UTA «OTMETKA O

3aBEPCHUU KON

10./laToii BHIMUCKY U3 POTOKONA SIBJISIETCA JaTa, YKa3Has Kak J1aTa MOJIMUCaHHs

IIPOTOKOJIA

Buvibepume npasunvhuwiii omseem.

K kaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3 KOmopwvix mojibko 0OUH 8epHulll. B
Onanke omeemog nocmasbme NOO HOMEPOM 3A0aHUs OYKEy omeemd, KOMOpbll HA 8aul 6327510
ABNACMCA NPAGUTLHBIM.

1. laToii mpOTOKOJIA SBIIACTCS

a) jaTa 3ace/laHus

0) nata opopmieHUsS

B) JlaTa MOANCaHUs

2. VI3 CKONBKUX YacTei COCTOUT TEKCT MPOTOKOJIA

a) ojTHOM

0) 1BYX

B) Tpex

3. Bonpockl MoBeCTKY JHS B MPOTOKOJIE (DOPMYIHUPYIOTCS

a) B UMECHHUTEIBLHOM IAJIEKE

0) B IPEUIOKHOM AJAEKE

B) B BUHUTEIBHOM MaJIexKe

4. [TpoTOKOJI MOAMKUCKHIBAET

a) pyKOBOJIUTEIb

0) cexperapb

B) TIpeJIceIaTeNb U CEKPETaph KOJJIETHAILHOTO OpraHa

5. Kakas gacTh B cxeMe OCTPOCHHUs OCHOBHOM YacTH MPOTOKOJIa MOXKET OTCYTCTBOBATH

a) CJIVIIAJIN

0) BbICTYIINJIN

B) [IOCTAHOBWJIN

6. [TpoToxon odopmisroT

a) B OJIHOM 3K3EeMILISIpE

0) B ABYX 3K3EMIUIIpax

B) B TPEX IK3EMILIAPAX

7. JlaTo# BBIMUCKY U3 MPOTOKOJIA SBIISETCS

a) nata opopMIIEHHUS TPOTOKOJIA

0) nata, ykazaHHasi B OTMETKE O 3aBEPEHUU KOMUU

B) /1aTa MOANMUCAHUs TPOTOKOJIA

8. BeImuCKy 13 MPOTOKOJIA MOAMUCHIBACT

a) pyKOBOJIUTEJIb

0) 3aBeyIOIINN KaHLIEIApUeEn

B) CEKpeTapb, 0hOPMHUBIINI BBITTUCKY
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9. Kak odopmIISIrOTCSl B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOMINE, €CITH MX 22 YeIOBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIIUCOK MPUITIATAETCS)

0) [IpucyrcTBOBaNM: MEPEUNCIAIOTCS (PaMUITHHU PUCYTCTBYIONMUX B aI()aBUTHOM

MopsiAKe

B) [IpucyrcrBoBanu: 22 yenoBeka

10. ITpoTOKOIBI YTBEPKIAIOTCS

a) Bcerma

0) yTBEp>KJICHUIO TTO/IJIeKAT HEKOTOPbIE BUbI IPOTOKOJIOB

B) I10 YKa3aHUIO PYKOBOJMTEIS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. B 3aBUCHMMOCTH OT TIOJHOTHI OCBEIICHUS XOJa 3aceJaHUsl MPOTOKOJBI MOTYT OBITh
u

2. Tekct MPOTOKOJIA COCTOUT u3 IBYX qacTeu: BBOJTHOH u

3. KomngectBo YKa3bIBaeTCsl 00513aTE€NbHO, TaK KaK OT 3TOr0 3aBHCHUT
KBOPYM IIPH MPUHATHH PEIICHUS TOJI0COBAaHHEM
4. Ha pacimmpeHHbIX 3aCE€IaHUSIX C OOJBIITUM YHCIIOM MPUCYTCTBYIOIIUX WX COCTaB

YKa3bIBaeTCsI
5. Kaxxaplit Bonpoc noBecTky JHS apabckuMu dpamu,
otopmiIsieTcst ¢ KpacHOU CTPOKHU U (OPMYIHPYETCS B najexe.

6. Kak11p1ii IyHKT TIOBECTKH JIHSI CTPOUTCS IO CXEeMe: ,

7. Ecmu Bompoc He oOcyxpaics, IyHKT MOXKET
OTCYTCTBOBATb.
8. Ilporokon oopmisiercs: B HK3EMIUTSIpE

9. Beinucka 13 NpoToKoJIa y10CTOBepseTCsl 0pOpMIIEHUEM PEKBU3UTA

10. Z[aTOﬁ BBITIMUCKHU U3 ITPOTOKOJIA ABJIICTCA aTa, YKa3aHHAA

TECT 6.

YpoBens A.

Buvibepume seproe ymeepoicoenue

1. BuyTpeHnHss nokjaaaHas 3anucka oopmiisiercss Ha OaHKe OpraHu3aluu

2. TexcT nOKIaIHON 3aITUCKHU COAEPIKUT TOJILKO 00CTOSTEIBHOE U3JI0KEHHE BOIIPOCa

3. BHYTpEHHIO0 JOKIIAIHYIO 3aIHCKY ITOANNACHIBAET COCTABUTEINb

4. AnpecaHT B JIOKJIaJJHOM 3alMCKe YKa3bIBAETCSl B UMEHUTEIHLHOM MaJiexe

5. B ampecare nokitamHoOM 3aMMCKU yKa3bIBAIOT TOJIBKO (haMHIIHIO

Bvibepume npasunvubiii omeem.

K kascoomy 3aoanuro daner 3 eapuanma omeema, u3 KOmopulx moabko 0OUH 6epHulil. B
Onanke omeemos nocmasvbme nOO0 HOMEPOM 3A0aHusi OYKEy omeemad, KOMopblil HA 6aul 632750
ABNAECMCS NPABUTILHBIM.

1. BHYTpeHHIOIO TOKJIaHYIO 3a[TUCKY MOIHCHIBAET

a) COCTaBUTEIh

0) pyKOBOJIUTENb MOAPA3/IECICHUS

B) CEKpeTapb

2. B ckonbKuX dK3eMIUIsIpax oopmMisieTcss BHEIIHSS TOKIaHas 3a1ucKa

a) B OJJHOM

0) B 1ByX

B) B TpeX

3. PexBU3UTHI O0BSICHUTENEHON 3aIIUCKH 10 MTOBOY OOBSICHEHHS ITOCTYIKA aHATIOTUYHbI

a) BHYTPEHHEN TOKJIAIHOW 3alUCKU
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0) BHYTpEHHEN CIIPABKU

B) CIIy’)kK€OHOMY ITUCHMY

4. TekcT MOKJIaIHOM 3alMCKH, KaK MPAaBUJI COCTOUT

a) U3 OJHOM YacTH

0) U3 JBYX YacTei

B) U3 TpeX yacTen

5. B cocTaB pekBU3UTOB BHEIIIHEH TOKJIATHONW 3aITUCKA HE BXOJAUT
a) 3aroJIOBOK K TEKCTY

0) meyathb

B) TIOAIHUCH

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. JloxnagHast 3amucka — JOKYMEHT, aJpeCOBAaHHBIN 1o
KOHKPETHOM TEME C U NPEMIOKECHUSAMH 110 HEH.

2. Baemmoro JOKJIAAHYHO 3allUCKy, aJAp€COBAHHYIO B BBIHICCTOAINYHO OpraHU3aluio
oA ChIBACT
3. BHYTpeHHIOIO JOKJIAAHYIO 3aIlMUCKY COCTABJIACT U ITOAIIUCHIBACT

4. PexBU3HUTHI BHYTPCHHEH JIOKJIaTHON 3aIIHCKH:

- agpecar (B 1aTebHOM MaJIexKe)

- (B pOIUTEIIBHOM ITaJICHKE)
- HANMEHOBAHME BHUJIa JOKYMEHTA

- TEKCT

- OTMETKA O HAIMYUU TPUIIOKEHUS (B CIIydae HEOOXOUMOCTH )
- nara

5. PexkBU3UTHI BHEIIHEN JOKIAIHON 3aIIUCKU:
- HAMMEHOBAHUE OpPraHU3alMy — aBTOpa JOKYMEHTa
- HAMMEHOBAHUE BUJA JOKYMEHTA

- HHJICKC
- MCCTO COCTABJICHHUA JOKYMCHTA

- 3ar0JI0BOK K TEKCTY
- TEKCT
- OTMETKA O HAIMYUU MPUITOKEHUS

- OTMETKa 00 HCIIOITHEHUU U HaITpaBJICHUU JOKYMCHTA B €10

TECT 7.

YpoBens A.

Buvibepume seproe ymeepoicoeHue

1. Tekcr cimy»keOHOTO MUChbMa MOXKET OBITh TPOCTHIM

2. ToH cny»)e0HOTO MUChMA 3aBUCHUT OT €r0 COACPIKAHUS

3.B TpadapeTHOM TEKCTe HE ClleAyeT HAUMHATh TEKCT CO CBOOOTHOTO MECTA, OTBEACHHOTO
JUIsI IepeMEeHHON UH(pOopMaIuu

4. B ciy>keOHOM NMHUChME TEKCT MUIIETCs OT 1-ro JIMia MHOKECTBEHHOT'O YuClia

5. Beigenst npucsiiaeMbie M OTIPaBIsieMbIe TUChMa

6. Cry)xe6HO€ MMCbMO MOXKHO 0(OpMHTH Ha popmate AS

7. MakcuMaabHOE KOJIMYECTBO a/IpecaToB B MUCHME - 4

8. MakcuManbHbIi 00BEM MHUCHMA — 2 JTHCTA

9. City)ebHO€ MUCHbMO MOXKET UMETH JABE TOMMUCH

10. CnyxeOHOe THCbMO MOTYT yIOCTOBEPSATH IEYaThIO

Buvibepume npasunvrwiii omeem.
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K xascoomy 3aoanuro daner 3 eapuanma omeema, u3 KOmopulx moabko 0OUH 6epHulil. B
Onanke omeemos nocmasvbme NOO HOMEPOM 3A0aHUsl OYKEY omeemad, KOMopblil HA 6aul 632750
ABNAEMCS NPABUTILHBIM.

1. Tekcr cimy»)eOHOTO MUChMA COCTABISIETCS OT

a) 1-ro n1Mia MHOXKECTBEHHOTO Yncia

0) 2-ro WA eTUHCTBEHHOTO YK CIia

B) 3-T0 JIUI]a MHOXKECTBEHHOT'O YHCIIa

2. PEeKBU3HUT «CCHUIKA HA HOMEP U JIaTy BXOSIIETO TOKYMEHTa» 0(OpMIIIETCS

a) BO BCceX MUChMax

0) B OTBETHBIX ITMUCbMaX

B) B MHULIMATUBHBIX THUCbMaxX

3. PykoBouTenb U IIIaBHBIA OyXrajirep MoJIUCHIBAIOT

a) MUChbMO-U3BEILICHNE

0) pexiiaMHOE TTUCEMO

B) TapaHTUHHOE MUCHMO

4. B cocTaB peKBU3UTOB CIY>KEOHOIO MMChMa HE BXOAUT

a) ajpecar

0) Ha3BaHUE BUJA IOKYMEHTA

B) IIOJITHCH

5. TekcT ciry:ke0HOro MuchMa MOKHO 0(OpMHUTH Ha opmaTe AS, eciu

a) Het Oyranka ¢popmara A4

0) TEKCT MUcbMa HE MPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE yKa3aHUS PYKOBOAUTENS

6. Ckonbko OJIaHKOB MOTpeOyeTcs, €ciaM CIyKeOHOe MUChMO HANpaBIsETCS B JIBa
aapecata

a) OJIMH

0) 1Ba

B) TpHU

7. MakcuManbHbIi 00beM CiTyKeOHOTr0 MChbMa

a) OJlHa CTpaHHUIla

0) ABE cTpaHUIIBI

B) TPU CTPaHULIbI

8. Ileuatsto ynocroBepsercs

a) MMChbMO-HAIIOMUHAHUE

0) nuCHLMO-TIpUTTIAIICHNE

B) FapaHTUIHOE TUCBMO

9. OTMeTKa 0 MOCTYIUIEHUH IOKYMEHTa B OPraHU3aLUI0 IPOCTABIISAETCS

a) Ha BCceX JOKyMEHTax

0) TOJIbKO Ha MPUCHUIAEMBIX

B) 110 YCMOTPEHHIO CEKpeTapsi

10. B nucbMe oTMETKa O MOCTYIUIEHUH TJOKYMEHTa IPOCTaBIISETCS

a) B IpaBOM HU)KHEM YTJIy [IEPBOTO JIUCTA JOKYMEHTa

0) B JIEBOM HM)KHEM YTJIy [TOCIIEHETO JIMCTA IOKYMEHTa

B) Ha J11000M CBOOOTHOM MECTE

Yposens B.

Bcmasvme nponywennvie 6 mexkcme cnoaa.

1. Texct nucbMa 10JKEH OBITh MPOCTHIM, T.€. KaCaThCs BOIIpOCA.

2. TekcT muchMa, Kak MpaBUiIo, COCTOMT U3 JIBYX YacTeld. B mepBoii wacTu jpaercs
, BO BTOPOM 4acTu .
3. TekcT mucpMa MOYKET COCTOSATEH U3 OHOM JaCTH.
4. ITucemo MOXkHO opopMHUTH Ha Gopmare AS, €Cliu TEKCT CONEPKUT He

CTPOK.
5. Cnyxe6HO€ MMChMO — 3TO €AMHCTBEHHBII TOKYMEHT, KOTOPbI HE IMEeT
JOKYMEHTA.
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6. MakcruMaabHOE KOJIMYECTBO aapecaToB B IIMCbMEC-

7. Kak mnpaBuio, MakCUMalbHBIA OO0BEM MHUCHMA - JUCTa, BTOpas
cTpaHHLa opopmisieTcs Ha JHCTE.
8. IlncbMa (pMHAHCOBOTO XapaKTepa JOKHBI UMETh MOJIUCH.

9. PexBHU3UTHI CITy’)KeOHOTO MHUCHMA:
- PEeKBU3UTHI OJIaHKA MTUCHMA;

- ajipecar;
- PE30ITIOIIHS;

- TEKCT;

- OTMETKA O HaJIMYUHW IIPUIIOKCHH

- OTTUCK II€YaTH;
-0TMETKA 00 HCIIOIHUTEINE;
-OTMETKa 00 MCITOJHEHUH JOKYMEHTA M HAIPAaBICHUHU €r0 B JIEII0;

( TOJMBKO LIS BXOMSIIMX MHCEM. )

3. IPAKTUYECKHUE 3AJIAHUS.

1. Tema: «Opranusanus J0KyMeHTO000pOTAa B yIIPABJICHUN.
3apanue 1. CocTaBUTh CXEMY FOPU30HTAIBHOTO JOKYMEHTOIIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBLHOTO JIOKYMEHTOIOTOKA.

1. Tema: «Perucrpamnusi ¥ KOHTPOJIb HCIOJIHEHHUsI JOKYMEHTOB B OPraHH3aINI»
3apanue 1. ChopMupoBaTh KaPTOUKH JIJIST UCXOSAIINX JTOKYMEHTOB M BHYTPEHHHX
JOKYMEHTOB OpPTaHU3AIMU MO0 00pa3ily KapTOUKH JIJIsl BXOSIIUX TOKYMEHTOB.

OO0pa3sen KAPTOYKH PErucTPANMU BXOASIIHX TOKYMEHTOB.

CpoK UCTIOTHEHUS

Mecsix
1234567891011121314151617 18192021 222324252627
28293031

KoppecnonieHT (aBTOp)

Jara nomydeHus

Bxonsmmit Homep [ara noxkymeHnTa Ne nokymenrta

3aroyioBoK (0 4eM)

Pesonronms

Wcnonuutens (ykaspiBaeTcs paMuans 1 MHULIAATIbI)

I_[aHHl)le AJIA PErucrpanuu HCxXoasdmux J10KyMEHTOB:

AaTta JOKYMCHTA,

Ha3BaHUC MOApA3ACIICHUS, IOATOTOBUBIICTO JOKYMCHT,
HUCXOISIIUN HOMCP HOKYMCHTA,

aapecar, T.C. Ha3BaHUC OpraHu3alvun, KyJaa OTIIPABIIACTCA JOKYMCHT,
KpaTKO€ COACPIKAHUC NOKYMCHTA,

CbaMI/IJ'II/IH HCITIOJIHUTEIIA, TIOATOTOBUBIICTO JOKYMCHT,

KOHTPOJIbHAA aaTa OXXHUJA€MOI'0O OTBETA,

CCBhIJIKA Ha BXOI[?IH_[I/If/'I JOKYMCHT, €CJIU JOKYMCHT ABJIACTCSA OTBETOM;
HOMEDP Acjia, Kyaa NOAMMBACTCA KOIIHA OTIIPABJICHHOI'O JOKYMCHTA (I/IJ'II/I IMOJJIMHHHK, €CJIN

JTIOKYMEHT OTIIPABIIACTCA MO (haKcy).
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JlaHHbIe 1JIS1 perucTPalMy BHYTPEHHHUX IOKYMEHTOB OPraHU3aluu

MIOPSIAKOBBIN PErUCTPALMOHHBIA HOMED, IPUCBAUBACMBINA JOKYMEHTY;

JaTa JOKyMEHTa (perucrpanum);
KpaTKOE COJEpP KAHUE;

MOJIpa3IeIeHUE, MOATOTOBUBIIECE JOKYMCHT;
WCTIOJTHUTEIIB;

CPOK HCIIOJTHEHHSI,
OTMETKa 00 UCIIOTHEHUU (X0 UCTIOTHEHUS);
HOMep JIeN1a, Ky/a MOJIIIUT JOKYMEHT.

3aganue 2. ChopMupoBaTh KypHall PETUCTPALIUU JOKYMEHTOB.

ara

TTOTTV-
ulsrUOuUa

Peru-
cTHhA=-

TTANT =
HRIT

HOMED

Koppec-

TTOH-
TAUT

Howmep

m  maTAa
AW\ -

MEHTA

Conep-

KAHUue

Pe3o-
THIOTTU Y

TTOTTHU -
TATTL

Cpoxk
UCTTIOTT-
THAUOUIa

OtMmeT-

xa 0h
TACTINTT=

HEeHUu

Howmep

metma

4

10

2. Tema: «Opranu3anusi TEKylero XpaHeHusi JOKYMEHTOB B OPraHU3aLHM»
3aganmue 1. CoctaButh 00pa3en; HOMEHKIIATYPHI el OpTaHU3AIIH.
3anganme 2. CocTaBUTh HOMEHKJIATYPY J€J1 1711 OpraHU3alHH.

3. Tema: «O6ume TpeGoBanus K 0(pOPMJIEHHIO TOKYMEHTOB)
3aganue 1. Pazpabotars 61aHk 0011eCTBA C OTPAHUYEHHON OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpabotarh 651aHK OTKPBITOTO akipoHepHoro obmecTta (6mank OAO «...»)
3aganue 3. Pazpabotars 6s1aHK HHIUBUAYAIbHOTO Ipeanpuaumarens (onank UIT)

4. Tema: «IIpaBuia ogopMiieHUs] PEKBU3HUTOB J0KYMEHTOB»

3ananme 1. Anpecyiite nuceMo Bo BHenmHeskoHOMUYeckoe 00beIMHEHNE
«TexmanmkcenopTy, I'enepansublil aupexktop Tumodees A.C. mo aapecy : .23 yn.CpereHka,
Mocksa, 123290

3aganue 2. OQopMUTH aBTOpa JOKYMEHTA B MMCbME: €CIIH OHO COCTABIICHO B :

otaene Kanpos pupmer OAO «Metpakom-CepBHcy», Haxoasiecs o aapecy : od. 14,
1.2, yn. KocmonaBTos, r.Poctos-Ha-/lony, 344092

3anpanmue 3. Odopmute «Iloanuce» Ha MpUKa3e: €CIU U3BECTHO, YTO €r0 MOMHUCHIBAET
I'enepanpubiil qupekrop Bonkos H.C.

3ananue 4. OpopmMuTe MOAMUCH HA TOKYMEHTE, €CIIU U3BECTHO, YTO €TO0

MO/NKcana KOMUCCHUSI B COCTaBe :

IIpencenarens — ['naBubIi naxenep Kapnos B.C.

Unens! komuccun — Menemkep otaena cosita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aganme 5. BeimonHuTk pesomonuto aupekropa Hocosa I1.I., ecnu u3BecTHO, 4TO OHA
odopmiiena 30.10.99 u copepKuUT pacnopsHDKEHHE 0 Ha3HAYEHUU OTBETCTBEHHBIM HCTIOTHUTEIIEM
Porosa B.C. 3a cornacoBanue TEXHUYECKOTO 3aJaHusl 10 KOHTPAKTY B cpok 110 15.11.99

3anganue 6. Boinonuuth pekBu3uT « pud yTBEpKACHUS», €CITU U3BECTHO, YTO TOKYMEHT
yTBepk/eH pemenreM Coseta gupektopoB oT 12.05.2000 Ne 34.

3anganue 7. BoINOTHUTH PEKBU3UT, €CIIU H3BECTHO, YTO TOKYMEHT OBLI COTIaCOBaH
20.02.1999 ¢ Cosetom aupekropoB OAO “Camtor” B nuiie ero npeacenarens [lokposckoro B.H.
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3ananue 8. PekBu3utnl «Bua 1okymenra», «/lara», «PerucTpaumoHHbIi HOMeEP» H
«CcpbL1Ka Ha PerncTPAMOHHBIM HOMEP M ATy JOKYMEHTa». BEINOIHUTh pEKBU3HUTHI, €CIIN
M3BECTHO, YTO COCTABJICHO MUCHhMO-OTBET HA paHee NmoydeHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. ITucemo 3apeructpupoBano 16.06.99, peructparmonnsiii Ne 03-05/221

5. Tema: «Opranu3aluOHHO-PACNIOPSAUTEIbHbIE IOKYMEHTbI».

3aganue 1. CocTaBuTh ycTaB opraHu3auuu (MpeAnpusaTvs) 000N OpraHu3alMOHHO-
paBoBO# (OpMBI 10 BarieMy BeIOOpy. OhopMHTh Ha ycTaBe HEOOXOIUMBIC TTOMUCH U OTMETKH.

3aganue 2. CocTaBUTH JOHKHOCTHYIO HHCTPYKLHUIO 1opucTa npeanpuatus. OpopMuTs Ha
JOJKHOCTHOM MHCTPYKIIUU HEOOXOMMBIE TIOJIITUCH i OTMETKH.

3apanue 3. CoctaBuTh U OPOPMUTH JOKYMEHT. PacmopspkeHre HadaJlbHUKA OTAena O
Haj0aBKax 3a BBICIYTY JIeT K Okiany B pazmepe 20-30% crenuanucram oTaena.

3ananue 4. CoctaBuTh 1 0OPOPMUTH JOKYMEHT. YKa3zaHue O rpaduke oTnyckoB Ha 2012
rog. Jns cocrtaBmeHust Tpaduka OTHYCKOB MpEIaraeTcsi COCTaBUTh CHHCKH PAaOOTHHKOB C
YKa3aHHUEM CpOKa MPeojaraéMoro exXeroHoro omiaduBaemoro otnycka B 2012 rony. Ilepenats
COCTaBJICHHbIE CIIMCKHU B OTJIEN KaJpoB 10 1 UIOHS.

3aganue 5. OPopMUTH IPUKA3 10 OCHOBHOW JEATEIHHOCTH.

3akpeiTOe akiroHepHoe o01ecTBO « BAK»

IIpukas

15.04.2010 N15

KoncrantuHoBCK

O co3ganuM paboyux CEKTOPOB B YIpaBI€HUM MPOU3BOJACTBA U  BHEAPEHUS
UH(OPMAILIMOHHBIX CUCTEM

B wmensx coBeplIeHCTBOBAaHUS OpraHM3alMi padoThl YIIpaBiE€HUs IPOU3BOJICTBA U
BHEJpeHUs MH(POPMAIIMOHHBIX cucTeM npukas3biBato: 1. Co3nath B YmpaBieHHH IIECTh pabo4nx
CEKTOPOB: pa3pabOTKH MPOrpaMMHOTO 00eCreueHus], COMPOBOXKICHUS NHPOPMALIMOHHBIX CUCTEM,
orepaTopoB 00pabOTKM JaHHBIX, OOCHY)KMBaHUSA KJIMEHTOB, TEXHMYECKOTO OOecredyeHus,
JOKYMEHTAllMOHHOTO o0ecrieueHusi ynpasieHus. 2. HauanbHuky YmpaBieHHs NMPOU3BOJCTBA U
BHeApeHus uH@opMmanuoHHbix cucteM HO. C. PyneHKO MOATOTOBUTH MPOEKTHI TMOJOKEHHH O
pabouux cexrtopax. 3. HawanbHuky otnena kaapoB B. B. BacuibeBoil BHeCTH U3MEHEHHS B
HITaTHOE paclHCaHue M YKOMIUIEKTOBATh mTAT pabounx cekTopoB. 4. KOHTpoIb 3a HCIOTHEHHEM
MIpUKa3a BO3JIOKUThH Ha MepBOTo 3amectuTens nupekropa A. C. Koponeny.

I'enepanbubiil gupexrop B. 4. SIkosies.

6. Tema: «AH(poOpMaALHOHHO-CIPABOYHbIE JOKYMEHThHI»

3aganue 1. CoctaButh U OPOPMUTH NOKYMEHT. OOBSICHUTEIBHYIO 3alUCKy O TOM, 4YTO
CBOJHBIA oTdeT 3a Jexabpp 2012 roga He OB MpejacTaBleH B YKa3aHHbIE CPOKH B CBS3HM C
MOBPEXICHUEM (paKC-MOJIEMHON CBSI3U M OTCYTCTBHEM BCEX HEOOXOTUMBIX JaHHBIX.

3ananue 2. OGopMUTH BHYTPEHHIOKO JIOKJIATHYIO 3aIHCKY.

JloxiagHas 3anucka

Hupexropy 000 «Ilomumep» CasenseBy 1.K.

24.05.2010

O npuMeHeHuu WTpapHbIX CAaHKIUI

B agpec mockosckoro ¢ummana AO3T «CrenocHacTka» corjacHo jaoroBopy N2123 ot
23.12. 2009 mpowusBeaeHa OTTpy3ka Hamiel nmpoaykiuu Ha cymmy 1 560 380 pyOseii. B Teuenne
JBYX MECSIEB OIUIaTa HAa HAll PACUETHBIM CUET HE MOCTYNHJIA, HECMOTPS HA HEOJHOKPATHBIE
MUCbMEHHbIE HATOMUHAHUS.

[lpennarato  npuMeHHTh MITpadHBIE CAaHKIMHM K MOCKOBCKoMY ¢ummanmy AO3T
«CrerocHacTka.

3aMm. ntupekropa no ¢puHaHcoBbIM Boripocam W. Y. Urnaros.

3ananue 3. OhopMuTh CyKeOHBIH aKT.
AO «MOCKOMapXUTEKTYPbD»
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AKT

YrBepxkaato I'enepanbubiil nupexrop H.I'.Humxkun 12.04.2010

12.04.2010 N 12

Ilepenauu nen 3aBeAyrOIIMM XO035IMCTBEHHON 4acThIO

OcHoBanue: npuka3 ['enepaibHoro qupekropa «Mockomapxutektypsi» ot 09.04.2010.

CocraBieH KOMUCCHEH : NTpeacenaTelnb- 3aMecTuTelb ['enepanbHoro aupexkropa AB.@poinos,
yieHsl komuccuu: 1. I'maBubiii  Oyxrantep JI.AKammakuua. 2. DBeiBmmid 3aBemyromniuit
xo3siicTBeHHOM yacThio M. A HoBukoB. 3. BHOBb Ha3HaueHHBIN 3aBenyrolnid xo3siicteom B . b.
bo6poB. M. A HosukoB cnan, a B. b. bo6poB mpuHsI nena m 0 JOJDKHOCTH 3aBEAYIOIIETO
XO3SIICTBOM.

B pe3ynbTaTe craun-npuemMa Aell yCTaHOBJIEHO:

1 .MlHBeHTapU3aMOHHasl BEJOMOCTb COCTaBJIeHa 10 cocTossHUI0 Ha 12.04.2010.

2. [IpencraBnenHsble o0opynoBaHue, VHBEHTAaphb, mebenb COOTBETCTBYIOT
WHBEHTApU3AI[MOHHBIM BEIOMOCTSIM.

3. B Hanuuuu MMEr0TCs BEIOMOCTH O CIIMCAHUU UHBEHTAPS U MEOEIH.

AKT cocTaBJIeH B 3 3K3.:

1-i1 5k3.- ['eHepanbHOMY TUPEKTOPY

2-1 9K3. - [ maBHOMY OyxTanTepy

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

[Ipeacenarens xkomuccuu JI.A.Kanuukuna

Unensl komuccun M. A . HoBukos, B.b.bo6poB.

7. Tema «JInuHbIe JOKYMEHTHI»

3aganme 1. CocraBbTe 3asBieHue Ha ums aupekropa 110 «CnaBay» o npueme Ha padoty WL.A.
BaHoBa Ha IOJDKHOCTB OyxranTepa. OcTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

3aganue 2.CocTaBUThH pE3IOME.

3aganue 3.CoctaBuTh aBTOOHOTpadUIO.

3aganune 4. CocraBbTe pacluCcKy B IOJyYEHUH JCHEXKHOH cymMMbl B pazmepe 100 USD
(mox 2%) Ha cpok 1 mecs.

8. Tema: «Cay:ke0Hble MHCbMAa»

3aganue 1. CoctaBUTh TEKCT NKCbMa (3arpoc), ucnonb3ys Mmojaenu CCK:

Kpamrxoe codepoicanue: 3anpoc npeioKeHns Ha 3aracHble YacTH.

[Ipenmer cenKu: MOCTaBKa 3amacHbIX YacTeld B COOTBETCTBHUH C TPUIIaraeMoi
cnenuduKanuen.

IIpockba:

- BBICJIATh B a/ipec ABTOpa MUChbMa MPeJUI0KEHUE B 3-X IK3EMIUIAPaAX;

- yKa3aTh: IMOJIHOC HAWUMEHOBAaHHWE, THII, TEXHHUYECKHE XapaKTEPHCTUKH, MaTepHall,
[IEHY M Maccy MO K10 MO3ULINHU CTIelu UKL,

- CpPOKH U 00BEM MOCTaBKH B Ky0. MeTpax;

- OTJENIHO CTOUMOCTh YIaKOBKH U TPAHCTIOPTUPOBKH.

Co00muTh: 6051€€ TOUYHYIO TaTy BBICBUIKH MPEIOKEHHUS.

Ioxxenanue: B ci1ydae, €CJIM HE CMOTYT pa3padoTaTh MPEUI0KEHUs, TO COOOLTUTH 00 ITOM
B MUHUMAJIbHBIN CPOK.

3ananue 2. CocTaBuTh TEKCT NMUchbMa (odepTa) ¢ ucnoiaszoBanneMm mojeneit CCK

KpaTkoe copepxanue: NpeaoKeHNe Ha IOCTaBKy CTPOMMAaTepHalioB.

[IpenmecTBytoniye cOOBITHS: 110 TaHHOMY TTOBOJY OBLJI 3aIIPOC 3aKa3unKa U Tene(OHHBIH
pasrosop.

[Ipennoxenue: Ha 2000 rox nmpearaeTcs 3aKII0UYUTh KOHTPAKT KYIUIU-MPOJAXKH Ha
IIOCTAaBKY CTPOUTENbHBIX MaTepuainos. [locraBka B 1 kBaprane 2000 r.

KauecTBo: ToBapa 6y1eT COOTBETCTBOBATH TEXHUYECKUM YCIOBHSIM 3aBOJ1a-U3TOTOBUTEIS.

YcnoBus: miarexa u Apyrue yCiaoBUs U3JI0KEHBI B IpUIaracMoM o0pasie KOHTPaKTa.

[Ipocwba: moaTBepaAuTH Npenoxkenne e nmozauee 20.10.99
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3apanue 3. CocTaBUTh TEKCT MUCHhMa (MMPETEH3MS) OT UMEHHU MTOKYIATEINsI C
ucnonb3zoBanueM mozeneit CCK.

OcHoBanue: noroBop noctaBku oT 14.02.1999 Ne 324-05

[IpenmecTByronye COObITHS

naptust 235 1akoKpacouHbIX MaTeprasIoB OblIa OTIPYyKeHa MOCTABLUIMKOM Ha CYIHO
“Kepup” 1o [{orosopy.

YcTaHOBNIEHO: BCSI MApTHsI OTIPY>KEHHOTO TOBapa HE COOTBETCTBYET IO KAYECTBY
cnenuuKanysaM, Ha OCHOBAaHHH KOTOPBIX ObLIT 3aKiIto4eH [lorosop.

O6cTosTenberBa: 1.6 JloroBopa maet npaso [lokynarento oTka3aTbest OT IPUEMKH dTOM
napTUU TOBapa.

[IpennoxeHue: coryiacue NPUHATh OTTPYKEHHbBIN TOBAP MPHU YCIOBUH NMPEAOCTABICHUS
[TocTaBumkom ckuaku 10%.

YcnoBus: qis npunatus pemenus [locraBuuky npenocrapisercs 15 nHei.

3ananue 4. CocTaBUTh TEKCT NMUCHhMa (FrapaHTHsl) C UCTIOIb30BAHUEM

moxenern CCK

Kpartkoe coneprkanue: okazaHue TEXHUYECKOW TTOMOIIIH.

IIpockba:

- OKa3aTh TEXHUYECKYI0 TIOMOIIb B pa3pabdoTKe paboumMx dYepTex el HaCOCHOMN
CTaHIINH;

- OTIPECIIUTh CTOUMOCTD ITPOCKTHBIX PaboT;

- BOITH B IOTOBOPHBIE OTHOIICHHUS.

OO6cTosTeNbCTBRA:

- YK€ BEJIETCSI MOHTa)XK HACOCHOM CTaHIINU;

- MIPOEKTHBIE pa0OTHI HY)KHO HA4aTh HEMEJICHHO;

- paboTy HE0OXO0UMO MPOU3BECTH HETIOCPEACTBEHHO HA CTPOUTEIHHON IUIOMIA IKE.

lapanTus: omarta paboT co CBOETo pacdeTHOro cueta No ................. B Kb Merabask r.
PocroBa-na-/lony.

3aganue 5. CocTaBUTh TEKCT MKUChbMa (HAIOMUHAHUKE) ¢ ucnoib3oBanueM mojeneit CCK

Kpartkoe conepskaHue: cBEpXIJIaHOBAs TOCTaBKa.

[IpeamecTByOIMME COOBITHS:

- noroBop noctaBku oT 12.07.99 Ne 257-56, mo KOTOPOMY HOCTaBIAETCS XMMUUECKHE
PEaKTHBBI B COOTBETCTBHUH C YTBEP)KICHHBIM IIJIAHOM TOCTABKH;

- paHee yxe HampaBsuid nucbkMo oT 24.07.99 Ne 03-02/45, xotopeiM ObLIO
COOOIIIEHO, YTO 3aBOJ[ YBEJIUYHJI MPOU3BOJCTBEHHBIE MOIIHOCTH, B CBSI3U C YE€M, IOSBHIUCH
BO3MOKHOCTH JIONOJIHUTEIBHO H3TOTOBUTH M MocTaBuTh B 2000 romy pas3ivyuHblE XUMUYECKHE
peaktuBbl Ha cymmy 500 ThIcsSY pyOIieid, CBepX yTBEpkACHHOTO IUIaHa.

Hanomunanue: B 10-AHEBHBIN CpOK MOATBEPAUTH COTJIACHE HA ...

JlomoTHUTEIbHBIC YCIOBHS: B CIydae HapYyIIEHUs CPOKA, CBEPXILIAHOBAS PO TYKITH
OyJeT MocTaBlieHa APYTUM MPEINPUITHIM-TIOKYIaTeIsIM.

K nmucemy npumnaraercst Konusi, paHee HalmpaBJICHHOTO MUChMa.

3aganue 6. CoctaBuTh U OPOPMHUTH MUCEMO-TIPUTIIAIIIEHHE B COOTBETCTBUU C MPABUIAMH.

BricTaBOUHBIN HEHTpP, pacmoioKeHHbIM 1o aapecy: T. Open, npocnekT AHApomnosa, 23,
MPOBOAMT BBICTABKY-IpPMapKy TOBapoB HapogHoro moTpebnenus «Ocenp-2010» u mpocut
noaTBepauTh AO «Yporxkaii» UX y4acTHE B BBICTABKE SIPMapKe U BbICIATh UMEIOIIUECS TPOCTIEKTHI
U MaTepuaibl A7 0pOPMIICHHS TeMaTH4ecKoro cteHaa. [luckMo moamnucan pyKoBOIUTENb MPOEKTA
B. JI. YecHokoB.

3aganue 7. CoctaBUTh U 0OPOPMHUTH CITYKEOHOE MHCHMO.

['maBHBI OyxranTep akimuoHepHOoro OaHka «lmmepuany, pacmoyioKEHHOTO IO aJpecy:
123456, MockBa, yn.MonogorBapaetickas, 1. 24, ten. 141-67-90, daxc: 141-78-87, HanmomuHaer
YIPaBISIOUUM pernoHaANbHBIX QuinanoB Ab «Mmnepuan» o coOmoeHNN KOHTPOIISI UCTIOJIHEHUS
3a CpOKaMH MPEJIOCTABICHUS OTYETHOCTH Ha OcHOBaHWU nuckMa llenTpobanka Poccum N2 01/134
ot 30 suBaps 2008 roga «0 mpegocTaBI€HUM OTYETHOCTH B cooTBeTCTBUHU ¢ [lonoxkenwem "O
MOPSIIKE TPOBEACHHSI PACUETOB B HMHOCTPAHHOM BaIOTE, OCHOBAHHBIX HA 3au€Te€ B3aMMHBIX
TpeOOBaHUI MEXIy POCCUHCKUMU CYA0OBIaAeNbllaMi, OCYIIECTBIISIOMIMMU PHIOHBII IPOMBICEN, U
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HEPE3NACHTaMH, OCYHICCTBIAIOIIMMU HMX arcHTCKOC 06CJ'Iy>KI/IBaHI/Ie

n

konuio Tenerpammbl LIb N2 23 ot 15 Hos6ps 2008 rona.

CoNoO~WNE

O Nl
~AWNEO

15.
. Buael u O(bOpMJ'ICHI/IC pacnopsAauTCIbHBIX JOKYMCHTOB.

16

TEMBbI PE®EPATOB, 1IOKJIAJJIOB

3HaueHue eJI0NPOU3BOICTBA B IPO(HECCHOHATIBLHON JETEIbHOCTH FOPUCTA.
DBOJIIOLMS PA3TMYHBIX BUIOB IOKYMEHTOB.

JlocTonHCTBa M HeMOCTaTKU BhIOOpa pasznudHbix ¢hopm CLO.

XapakTepucTruKa U CTPYKTYpa CIIyKObl «YTIpaBlIeHUE CTIaMI».

XapakTepucTrKa M CTPYKTypa CayK0bl «OO0IIuit oTIem.

XapakTrepuctruka paboThl ceKpeTaps-pedepenTa.

Oco0eHHOCTH U peryiaMeHTaIs JOKYMEHTO000pOTa B Pa3IUUYHbBIX YUPEKICHUSX.
JIoCTOMHCTBA U HEAOCTATKHU PA3IMIHBIX (POPM perucTpamnuu JOKyMEHTOB.
@DopMBbI KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

. 3HaueHue KOHTPOJIA UCITOJIHCHHA JOKYMCHTOB.

. OCOOEHHOCTH OTEUYECTBEHHOTO JIEJIONPOU3BO/ICTBA.

. Homenknarypa nen.

. [IpaBoBas pernamenTaius opopmiieHUs yIIPaBICHUYECKUX TOKYMEHTOB.

. XapakTepucTUKa U 3HaYCHUE OT/AEIbHBIX BUI0B PEKBU3UTOB: ... (HAUMeHO8aHUe

peKsu3uma,).
Buner u opopmiieHHe OpraHU3aIMOHHBIX JOKYMEHTOB.

» W Ipuiara€t K IMUCbMY

17. Bugasl u opopmiieHue HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
18. Buzsl u opopmiieHUE TUYHBIX TOKYMEHTOB.
19. 3nauenwne ciry>keOHBIX TUCEM B YIIPABICHUECKON JACITEITHHOCTH.

20.

OCOOEHHOCTH COCTABIIEHHSI TEKCTOB CITY)KEOHBIX MTUCEM.
21. DxcnepTH3a MEHHOCTH IOKYMEHTOB.

22. HopMaTUBHO-METOANYECKHE JJOKYMEHTBI, PErJIaMEHTUPYIOLIHE paboTy ¢ 0OpalleHUsIMU

TpaK/IaH.

23. 3HaueHne KOMITbIOTepU3alliuU JOKYMEHTO000poTa At paboThl ciyk0b1 JIOY.

Kpumepuu oyenuesanus peghepama

Kpurepun 5 6amioB 4 Gayta 3 Gauta 2 bayuta
IIpaBUIBHOCTE CO-
cTaBleHus pede-
pata (TUTYIbHBIN
JUCT, TUTaH pede- | pedepaTr COCTaBICH | €CTh OTICIbHBIC pedepar edhepart co
para, BBeJleHHeE, NPaBUJIBHO B COOT- | HETOYHOCTHU B CO- |  COCTaBJIEH C CTIZIBJ'IeEI Herna
OCHOBHas 4acTh, BETCTBHH C PEKO- | CTaBleHWH pede- | Ccepbe3HBIMH BIILHO p
3aKJIFOYCHHE U BbI- MEHJIAIUSIMH pata YIYIICHUSIMU
BOJIBI, CTIICOK HC-
NOJIb30BAHHOM JIM-
TepaTyphl
€CTb OTJIeNIbHbIE | aKTyaJIbHOCTb U
aKTyaJTbHOCTb
OTpa)KeHa aKTyajlb- | HETOYHOCTH B pe3oMe H3IIo0-
Hanuuue axryais- U pe3roMe
HOCTb, IMEETCSI pe- OTpaKECHUU JKEHBI C Cephe3-
HOCTHU U pe3tomMe OTpa’kEeHbI
3I0Me aKTyaJlbHOCTH U | HBIMH YITyIlle-
HETPaBUIBHO
B pPE3IOMe HUSMU
JlokazatenbHast [Ipo6nema moao- | IIpobnema noru- | Ilpu packpeitum | [IpobGnema B
PacKpbBIBAEMOCTh CTBIO JIOTHYECKUM | YECKHM H3JI0kKe- | TMPOoOIeMBI J0- OCHOBHOM
po0OsIeMbl B M3JI0’)KEHUEM pac- | HHUEM PacKphITa, | MyIIEHbI HE3Ha- 4acTH
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OCHOBHOM 4acTu KpBITa HO TpeOyeT He- YUTENbHBIC MOJIHOCTHIO HE
pedepara 0OJIBIIIOTO OIIMOKHU packpseiTa
JIOTIOTHCHUS
Hanuuwue B cincke
JTUTEPATYPHI
patyp . CIIMCOK
OCHOBHBIX TIOJIHBIH CIIHCOK .
HEMOJIHBIH BKJIFOYAET
HUCTOYHUKOB, HUCTOYHUKOB, OTpa-
CIIMCOK ycTapeBIINe uc-
OCBEILAIOIINX CO- YKAIOIINX
WUCTOYHUKOB, OT- | TOYHHUKH, HE OT-
BpPEMEHHOE COBPEMEHHOE HET CIHCKA
PAXKAIOIIUX CO- | paKalolue co-
COCTOSTHUE COCTOSTHHE BOIIpOCa
BPEMEHHOE CO- | BPEMEHHOTO CO-
Bompoca (Mo- (JtuTeparypa
CTOSIHME BOIIpOCa CTOSIHUSI
Horpadwuwu, nepuo- MTOCJICTHUX JIET)
BOIIpOCA

JOUYCCKast JII/ITepa-
Typa)

OTBeTHI HA KOH-
TPOJIbHBIE
BOIIPOCHI

BCECTOPOHHHE H
rIIyOOKHE 3HAHUS
Marepuaia

3HaHHUC
MaTcepuajia TCMbI,
HO MCJIKUEC
HCTOYHOCTH B OT-
BE€Tax

OTBETHI MOJTY-
yensl HA 1 u3 3
BOIIPOCOB

HE OTBETUJ Ha
BOIIPOCHI

NookrwnpE

4. CUTYALHUOHHBIE 3AJIAYN

5. TEMBI IPE3EHTAIIUIA

3HaueHue TOKYMEHTOB B HaIlIeH KU3HU.
Hcropus pa3BuTHS TOKYMEHTA: OT IPEBHOCTHU J0 HAIKX JHEH.
[IpaBoBoe 3Ha4YeHME KauecTBa O(POPMIIEHUS JOKYMEHTOB.
Omunbxu B paboTte ciry:KObI 1€70MPON3BOICTBA U UX 3HAUECHUE B HAIIEH KU3HH.
Howmenxknarypa nein.
PexBu3nT: 3a4em oH HyXeH?
Oprann3anoOHHO-PaCIOPSIUTENbHBIE JOKYMEHTHI.
WHdopmanoHHO-CIIpaBOYHbIE JOKYMEHTBI.

©CoNoR~wWNE

PaznooOpaszue ciyKeOHBIX MHUCeM.

10. Kak npaBMJIbHO COCTaBUTh TEKCT CIYKeOHOro MUchbMa?

Kpumepuu OUCHUBAHUA npe3enmayuu

Omnpenenenne BUI0OB JTOKYMEHTOB 1O OJIOK-(paceTHOU cxeme Kilaccu(pukanuu.
CocraBneHue city>keOHOH 3alHCKHU.
CocraBnenne 0ObSICHUTETLHON 3aITHCKH.
CocraBieHue pe3roMe U aBToonorpaduu.
CocraBneHue npukasa 1o JU4HOMY COCTaBY.
CocraBieHue cxeMbl JOKYMEHT0000pOTa MPEAIPUATHS.
CocraBieHre HOMEHKJIATYphI JIE]1 IPEANPUATHS.

[Tmoxo (2) VY noBnerBopu- Xoporo (4) OtnuyasO (5)
TeabHO (3)
IlBet poHa He 1. et pona | 1. [BeT 1. LBet pona
I, Tusaits u COOTBETCTBYET IJIOXO COOTBETCT- | JOHA XOPOIIIO TapMOHHpYeT €
My TbTHME - I[BETY TEKCTa BYCT LIBETY TEKCTA | COOTBETCTBYET | LIBETOM TEKCTa, BCE
2. Hcnonb3oBa | 1iBETYy TEKCTa, BCE | OTIMYHO YUTACTCS
3P PeKThI

Hcnonp3oBano
0oJiee 1IBETOB

HO OoJiee 4 11BETOB
mpudra

MO>KHO TIPOYECTh
2. Hcmions3o

2. Hcnonb3oBa
HO 3 nBeta mpudTa
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mpudra

Kaxnas ctpa-
HHIA UMECT
CBOH CTHIIb
oopMIICHHS

I'unepccbuiky He
BBIJICTICHBI

AHuManus ot-
CYTCTBYET (MU
)K€ TIpe3eHTaIUs

3. Hekoropsie
CTPaHHULIbI UMEIOT
CBOM CTWJIb
odopmIIeHUS

4. I'mnepcesin
KU BbIICTICHBI

5. Anumarnus
JI03UPOBaHa

6. 3BYKOBOH
¢doH HE
COOTBETCTBYET
€IUHOI KOHIIEII-
[[UU, HO HE HOCUT

BaHO 3 1BeTa
mpudTa

3. 1-2
CTpaHUIbl UMEIOT
CBOU CTHJIb
odopmIIeHuUs,
OTJIWYHBIA OT
o0miero

4. I'nnepcest
JIKU BbIJIEJICHBI U
HMEIOT pa3Hoe
odopMIIeHHE JI0 U
OCJIe MOCEUICHUS

3. Bcee
CTpaHUIIbI BbI-
JepKaHbI B AMHOM
CTHIIE

4, I'mnepccesin
KU BbIICTICHBI U
UMEIOT pa3HoOe
odopMIIeHHE JI0 U
10CJI€ TIOCEIICHUS
Kaapa

5. AHumarus
MPUCYTCTBYET
TOJIBKO B T€X

neperpyxeHa OTBJICKAIOIIMHI Xa- | Kajapa MecTax, TJie OHa
aHUMAaIIMeH ) pakTep S. AHuMaIus | yMEeCTHA U YCHIIU-
7. Pazmep PUCYTCTBYET BaeT 3¢ ekt Boc-
3ByKOBOH (hoH mpudra cpeqHUN | TOIBKO B TEX HPUATUSL
HE (COOTBETCTBEHHO, | MECTax, IJIe OHa | TEKCTOBOU 4acTH
COOTBETCTBYET 00BEM yMecTHa uHbopMaIuu
eIUHOM KoHIen- | uHbopMauu 6. 3BykoBO# | 6. 3BYKOBOM
UK, HOCUT CITMIIKOM OOJIBIION | OH CO- ¢oH COOTBETCTBYET
OTBJICKAIOIINH — KaJIp HECKOJIBKO | OTBETCTBYET €IUHON KOHI NN
Xapaktep neperpyx eH) uH- eMHON U YCUJIMBAET
dopmarnueit KOHLENIUH U a¢dexT Boctpu-
Cnumkom men- | 8. Ccbuiku IpUBIIEKAET SITUSI TEKCTOBOM
KU mpugT paboTtarT BHUMaHUE Y4acTH
(COOTBETCTBEHHO 3puUTENel B uH(bOopMaIuu
, 00bEM HY)XHBIX MecTax | /. Pazmep
uH(popManun UMEHHO K UH- mpugTa
CJIMIIIKOM BEJTHK ¢dhopmarun ONITHUMATEHBIN
— KajIp 7. Pazmep 8. Bce cebuikn
MIEPETPYIKEH) mpudra paboraroT
ONTUMAJIbHBIN
He pa6orator 8. Bcee
OTJICTbHbBIE CCBUIKH paboTaroT
CCBUIKH
Copnepxanune He | ConepxkaHue Conepxanne B | ComepkaHue sBIs-
SIBIISIETCS Ha- | BKJIIOYaeT B ce0s | memoM  sIBIsIETCS | eTcs CTpOro
YYHBIM AJIEMEHTHl HAy4YHO- | HAYIHBIM HAyYHBIM
CTH
Nnmoctpanuun Nnmoctpanuu Nnmoctpanuu
(rpaduueckue, Nnnroctpanun (rpaduueckue, (rpaduueckue,
MY3bIKaIbHBIE, (rpaduueckue, My- | My3bIKaJIbHbBIE, MY3bIKATbHbIE,
BUJICO) HE COOT- | 3bIKAJIbHBIC, BU/EO) | BUJIEO) COOTBET- | BUJEO) YCUIIMBAIOT
II. Comepxa- | BETCTBYIOT TE€K- | B OIPEJEIIEHHBIX | CTBYIOT TEKCTY apdexT BOC-
HUE CTy Clly4asiX COOTBET- MIPHUSATHS TSKCTOBOU

Muoro  opdo-
rpadu4ecKux,
NyHKTYallnOHHBI
X’
CTHITUCTUYECKHIX
OInO0K

CTBYIOT TCKCTY

Ectp opdorpa-
(duueckne, MyHK-
TyalMOHHBIE, CTU-
JTUCTUYECCKHE
OLIMOKH

Opdorpaduuecku
c,
IIYHKTYyalluOHHbIE
, CTHJIICTUYECKHE
OLIMOKH
NPaKTHYECKH
OTCYTCTBYIOT

4acTu UH(OopMaIuu

Opdorpaduueckue,
MYHKTYallHOHHEIE,
CTUJIUCTHYECKUE
OLIMOKHU
OTCYTCTBYIOT
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Habopsr umcno-
BBIX JIaHHBIX HE
IPOMJI-
JTFOCTPUPOBAHBI
rpapukamMu = u
JMarpaMMaMH

WNndopmanus ne
IpecTaBiseTcs
aKTyaJIbHOM U
COBpPEMEHHOM

Kirouesrie
ClIOBa B TEKCTE
HE BBLIEJICHBI

HaGopsl uyucioBbIx
JTAHHBIX qarme
BCEr0 MPOUILTIOCT-
pupoBaHbl  rpadu-
KaMH U JUarpam-
MaMH

WNudopmanms
ABJIACTCS AKTyalb-
HOM U COBpPEMEH-
HOH

KiroueBrle ciioBa B
TEKCTE Yallle BCETO
BBLIIEJICHB]

HaGopsr
YHCIIOBBIX
JTAHHBIX
MPOMILITFOCT-
PUPOBaHbI
rpadgukamMu
JarpaMMamMu

Nudopmanus
SIBIISICTCS
aKTyaJIbHOM
COBPEMEHHOM

Knrouesrle ciioBa
B TEKCTE

BBIACICHBI

HabGopsl umncioBsix
JTAHHBIX

MIPOUJLITIOCT-
PUPOBAHBI
rpapuKamMu u
JMarpaMmMamH,
npuaeM B
HanoboJee aJieK-

BaTHOU opme

Nudopmanus sBisi-
€TCsl aKTyaJIbHOU U
COBPEMEHHOM

KiroueBrle cioBa B
TEKCTC BbIJICIJICHBI
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KOHTPOJIbHO-OIIEHOYHBIE MATEPHAJIBI V11 UTOITOBOM ATTECTAIIUMA
O YYEFHOM JUCIHATIIMHE

HtoroBoii ¢popmoii arTecTaliui JUCUMILTUHBI sBiseTcs TuddepeHInpOBaHHbIN 3a4eT,
KOTOPBIA OCYIIECTBIISIETCS B (DOpME TECTUPOBAHUS. Y CBOCHHBIC 3HAHHS MPOBEPSIOTCS B XOJIEC
BBITNIOJHEHUS OJIAaHKOBOTO MJIM KOMIIBIOTEPHOTO TeCTUpOBaHUA. KoIMYecTBO TECTOBBIX 3aJaHUMN
Jutst BeimosiHeHUsT — 30 enuHMIl. MakCUMallbHOE BpeMsl BBITIOJTHEHHS TECTOBBIX 3amanuil — 40
MUHYT

3ananus aia qud.3ayvera:

3aganue 1
Onpenenure KaKkoe yTBep KAeHUE HCTUHHO, 2 KAKOE HeT...
1)  Hcruna B npunoxenun k TOCT P 6.30 — 2003 ganbr 00pasiisl 0JaHKOB JOKYMEHTOB
2) Hcruna B opraHu3aiyoOHHO-IIPABOBBIC JOKYMEHTHI MOKHO BHOCHTh H3MEHCHHUS

B opranuzanuu no ycMOTpeHHIO pyKOBOJICTBA JI0JIKHA ObITh pa3padoTaHa

3) Jloxn
UHIUBHIyaIbHASI HHCTPYKIHUS O JAETOMPOU3BOICTBY

TpeboBanwusi K 0POPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB

ycranaBinuBaeT [[OCT P 6.30 — 2003

Opranu3aliOHHO-IIPABOBBIE TOKYMEHTHI, KaK IIPABUJIO, ITOJIEXKAT
YTBEPKICHUIO

4)  Hcruna

5)  HUcruna

Saganue 2

(Bvlbepume eOuHcmeeHHo npasuibHblll 0meent)
B coctaB opranuzannoHHO-TIPABOBBIX TOKYMEHTOB HE BXO/MT. ..

1) + NpYKa3
2) - yCTaB OpraHu3anuu
3) - NITATHOE PAaCITUCAHKE

3aganue 3

(Bvlbepume eOuncmeeHHo npasuibHblll 0meent)
Kakue pacnopsauTensHbie JOKYMEHTHI MOXKeT u3naBath [Ipesuaent Poccuiickoii @eneparun?

1) - pacropspKeHHS
2) + YKa3bl
3) - MTOCTaHOBJICHHSI

Saganue 4

(Bvibepume eOUHCMBEHHO NPABUIbHBILL OMEent)
JIOJDKHOCTHASI HHCTPYKIIMSI COTPY/IHHKA. . .

1) - YTBEPIKIACTCS TI0 YCMOTPEHHIO PYKOBOTUTEIS
2) + MOJJIKUT YTBEPIKJIEHUIO
3) - HE YTBEPXKJ1aeTCsl

3amanmne 5

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
Kaxkoit HopMaTUBHBIN JOKYMEHT ONPECIISICT 00S3aHHOCTH COTPYIHUKA?

1) - VYcraB npeanpusTus

2) - [IItaTHOE pacnucaHue
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3) + JloIDKHOCTHAS HHCTPYKITUS
3aganue 6

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
Kakoii ToKkyMeHT He SIBJISIETCS] pa3HOBHIHOCTBIO KOTIHH?

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

3amanue 7

(Bvibepume eOuHCMEEHHO NPABUILHBIL OMEent)
JIOKyMEHT, BbIJIaBaeMbIii B3aMEH YTEPSTHHOTO M MMEIOIIHIA CHITY TTOJUTMHHUKA, Ha3bIBACTCA. . .

1) - OTITYCK
2) - KOTTHSI
3) + TyOnHMKaT

3ananue 8

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
JIOKyMEHT, OKOHYATEJIbHO OPOPMIICHHBIH U TIOAIMCAHHBIN, HA3bIBACTCA. . .

1) - TyOnuKaT
2) - OTITyCK
3) + [IOUTHHHUK

3ananue 9

(Bvlbepume eOuncmeerHHo npasuibHblll 0Omeent)
W3meHeHus 1 AOMOTHEHUS B IOJKHOCTHYIO HHCTPYKITUIO BHOCSITCSL. ..

1) + NIPUKA30M PyKOBOJUTEIIS
2) - JIOKJIATHON 3aIUCKOMN
3) - CTPaBKOH COTIIacOBaHHS

3amanue 10

Baxonyume navamoe npedﬂoofceﬁue OOHUM U3 mpex eapuarmoe omeema
Z[OKYMCHTOO6OPOT - ABUKCHUC NOKYMCHTOB B OpraHnM3alliu ¢ MOMCHTA UX CO3JaHUMA [0 ...

1) - nepeayy Ha UCTIOTHEHUE
2) - 3aBEPIICHHS UCTIOJTHEHUS WU OTIIPaBKU
3) + MOJIINBKHU B J€JI0

3aganme 11

3axkonuume nawamoe npeonodicenue 0OHUM U3 Mpex 8apUaHmos omeema
Iouamue "/lenonpouzeoocmeo” - amo...

1) + JIOKYMEHTHUPOBAHUE U OpraHu3ainus paboTsl C TOKyMEHTaMU
2) - CHCTEMA XPAHEHUS TOKYMEHTOB
3) - COCTaBJICHUE JIOKYMCHTOB

3ananme 12

3akonuume Hauamoe npeonodceHue OOHUM U3 Mpex 8apUaHmos omeema
Ilonamue "/{okymenmuposanue" - smo...

Cucrema TOKyMEHTAIIHH, CO/IepIKaIasi HHPOpMaIUio, HEOOXOJUMYIO IS
1) - yIpaBJICHUS B
OlpeieNIeHHOH cepe e TeTbHOCTH



2) - JlesTenpHOCTh IO pa3padoTKe M OPOPMIICHUIO JOKYMEHTOB

3) + 3anuch nHGOPMALIUY HA PA3IMYHBIX HOCUTEIISAX 110 YCTAaHOBJICHHBIM MpaBUiIaM
3ananue 13
Omnpenenure, 0 KAKOM JOKYMEHTE HJIET PeUb, BBIOPAB COOTBETCTBYIONIYIO IU(pY

JIOKyMEHT, OCIyKUBIINI OdunmanbHBIN TOKYMEHT

1) 2 HAYaJIOM PaCCMOTPECHHUS 1)
OIPEEIEHHOr0 BOIIpOCca
JIoKyMeHT, cozepKaliuii NHnupmatuBHBIA JOKYMEHT

2) 3 00s13aTeIbHbIC K UCITOJIHEHHIO 2)

YKa3aHus BBILICCTOAINX OPraHoOB

JlokymeHT, cBefieHus1 00 aBTOpE, JIMpEeKTUBHBINA IOKYMEHT
BPEMEHU U MECTE CO3JJaHUs
KOTOPOT0, COJIepKaIHecs B
3) 1 CaMOM JJOKYMEHTE WJIH 3)
BBISIBJICHHBIE UHBIM ITYTEM,
MOJTBEPKJIAI0T JOCTOBEPHOCTD €r0
MIPOUCXOKIACHUS

3aganue 14

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
Yro npeamoJiaraer opraHn3anuoHHas GPyHKIUsI JOKyMeHTa?

C nomol1pio JOKyMEHTa 00eCrIeunBaeTCsl BO3AEMCTBYIE Ha IPYIIIbI JIOJEH 1S

1 +
) OpraHM3ali U KOOpAUHALIMY UX JEATEIbHOCTH.
2) JlokyMeHT pukcupyer onpezeneHHble (haKThl, COOBITHUS, SIBICHUS
IIPAKTUYECKON M MBICIIUTEIBHON JESITEIbHOCTH YEJIOBEKA.
JlokyMeHT o0ecrieurBaeT CBSA3U MEXIY MOApa3IeeHUsIMA BHYTPH
3) NPEIIPUATHS, & TAKXKE BHEIIHUE CBSI3U MPEANPUATHS C APYTUMU

npeanpuiATUsAIMU, OpraHuzaiuiaMu, roCya1apCTBEHHbIMU U MYHUIIUIIAJIbHBIMU
opraHaMu BJIaCTH.

3amanue 15

(Bvlbepume eOuHcmeeHHo npasuibHblll 0Omeent)
Ilo kakuM MPU3HAKAM MOKHO KJaccuGUIUpPoOBaTh JOKYMEHT?

1) - CpencTBa TUpaXUPOBaHUS, CPEACTBA XpaHEHUs, BUJ, (opma.

2) + [TpoucxoxaeHue, Cpok XpaHEHUs, IITaCHOCTh, CpPEACTBa (PUKCAITIH.

3) - OpraHu3anuoHHbIe, PaCIOPSIAUTENbHBIC, HH()OPMAIIHOHHO-CIIPaBOYHBIE.
3ananne 16

(Bvlbepume eOuHcmeerHo npasuibHblll Omeent)
Ha xakue rpynnsl pa3iejsiloTcsi JOKYMEHTBI «I10 MECTY COCTABJICHUS»?

1) - [IpocTeie U ClIOXKHBIE.
2) - CrnyxeOHble U INYHbIE.
3) + BHyTpeHHue u BHeIIHUE.

3amanue 17

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
Yro naer yHupukanus J10KyMeHTOB 1Jis1 pupmbI?

1) + CoxkpallieHre KOIMYecTBa MPUMEHSEMBIX JOKYMEHTOB, TUITU3AIUIO UX (OpM.

2) - [ToBbIIeHHE KayecTBA JOKYMEHTAIINH, CHIDKCHHE TPYIOEMKOCTH €€ 00pabOTKH.
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3) bonee a¢gdexTuBHOE MCTIONB30BaHNE KOMITBIOTEPHON 1 BBIYMCIUTEIBLHOMN
TEXHUKH.
3ananmue 18
Onpenenure Kakoe yTBep K/ieHUe HCTUHHO, a2 KAKOe HeT...
1) Jloxs  CrpaHHIBI JOKYMEHTa MOKHO HyMEpPOBAaTh Ha HMYKHEM I10JI€ JINCTa
2)  HWcruna [IlocTOSIHHBIM PEKBU3UT — PEKBU3HUT, HAHECCHHBIH MTPH N3TOTOBIICHHH OJIaHKA
3) Hcruna B pacmmdpoBKe MOAMMCH MHUIIMAIBI BCETIa CTOST 10 (haMIIIuu
4)  Hcruna B KoHIlE 3arojioBKa K TEKCTY JOKYMEHTA TOYKA HE CTABUTCS

OTMeTKa O MOCTYIJIEHUU MPOCTABIISIETCS] TOJIBKO HA MPUCHLIAEMBIX (BXO/ISIIINX )

5)  Hcruna
JOKYMEHTax
3amanmne 19

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
Kaxoii pekBU3UT HE BXOJUT B cOCTaB OJaHKa nucbma?

1) - CCBUIKA HAa HOMED M JIaTy BXOMSIIETO JOKYMEHTA
2) + MECTO U3JaHUs
3) - CIPAaBOYHBIC JTAHHBIC 00 OpraHu3aluu

3amanmne 20

(Bvlbepume eOuHcmeeHHoO NpasuibHulll 0meen)
Ha 6nanke cyObekToB PO pekBU3UTHI 0POPMIISIFOTCS:

1) - TOJILKO Ha PYCCKOM SI3bIKE
2) + Ha JIBYX f3BIKaX: PYCCKOM M HAllUOHAJILHOM
3) - TOJIBKO Ha HAIIMOHAJIBLHOM SI3BIKE

3aganue 21

(Bvlbepume eOuncmeeHHo npasuibHblll 0Omeent)
Jlata nokymeHTa oopmisiercs:

1) - 23.12.10
2) - 23.X11.2009
3) + 23.12.2010
3ananue 22

(Bvlbepume eOuHcmeerHo npasuibHblll Omeent)
MecTto uznanust JOKyMeHTa 0(OpMIISIETCS TaK

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

3amanmue 23

(Bvlbepume eOuHcmeerHo npasuibHblll 0Omeent)
3aroyioBOK K TEKCTY COCTABIIACTCS K JOKYMEHTaM, O(hOPMIICHHBIM. . .

1) + Ha (opmate A4
2) - Ha popmate AS
3) - Ha JI'o0oM ¢opmare

3ananue 24

(Bvlbepume eOuHcmeeHHO NpasuibHblll Omeent)
OTMeTKa 0 TOCTYTUICHUU OPOPMIISIETCS. . .
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1) - Ha OTIPABIISIEMBIX TOKYMEHTaX

2) + Ha MMOCTYIAIIIUX JOKYMEHTaX

3) - Ha BCEX JOKYMEHTaX

3ananmue 25

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
B kakom caydae npaBuiibHO 0opMIIeH peKBU3UT «OTMETKA 0 HATMYMHU NPUJIOKEHU S,
€CJIM B TEKCTEe COMPOBOUTEILHOI0 MUCHMA He YIIOMHHAJIOCH O MPUJIOKEHHU?

1) - [Tpunoxenue: Ha 6 1. B 1 9K3.

2) + [Ipunoxenue: 1. CnpaBka o corjiacoBaHuM mpoekTa Ha 4 1. B 1 9k3.
2. OT3bIB 1O IIPOEKTY Ha 2 JI. B 1 3K3.

3aganue 26

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
Ilnan padorsl TexHnkymMa Ha 2012 — 2013 y4eOHbIii IO YTBep K/JAeH pelieHr eM
1eJaroru4eckoro cosera. B kakom ciydae npaBuiabHO 0(popmiIeH peKBU3UT «I'pud
YTBEpsKACHHUSA JOKYMEHTa»?

YTBEPXIEH

1) + Pemenuem memarormueckoro coBera
Ne 14 ot 12.08.2012

YTBEPX/EH
2) - Pemenue negarornyeckoro coera
Ne 14 o1 12.08.2012 r.

VYTBEPXIAIO
3) - Pernrenne mnmegarornueckoro CoOBeTa
Ne 14 or 12.08.2012 1.

3amanue 27

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
B oTcyTcTBHE PYKOBOANTESA MOANKMCAHNE JOKYMEHTA 3aMecTHTe/IeM UM HCTIOTHSIOIHM
00513aHHOCTH PYKOBOIUTEJISA:

1) ) [upexrop A.N. Tlerpos
(moamucek ero 3ama CumopoBa)
2) ) 3a nupektopa A.U. TlerpoB
(moamuch ero 3ama CuiopoBa)
3) + N.0O. nupexropa I'.B. Cunopos

(JInyHAsI TOATHCH)
3ananmue 28

(Bvlbepume eOuHcmeerHo npasuibHblll Omeent)
Bymary, kakoro uBera MoKHO MPUMEHSITH MPU U3rOTOBJIEHUH (JIAHKOB:

1) + 0eJIOTO M CBETIIBIX TOHOB
2) - TOJIBKO O€JI0T0

3) - 3aBHUCHUT OT BUIA OJaHKa
4) - T000T0

3aganue 29

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
B kakue peKBH3UTHI COCTABHON YaCTHIO He BXOAUT MOANHUCH:

1) + aapecar
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2) - rpud yTBEpKIACHUS
3) - PE30ITIOLIHS
4) - MOJINUCH
3ananue 30
Onpenenure Kakoe yTBep KIeHUE HCTUHHO, a KAKOE HeT...

KOHCTaTI/Ip}/IOH_[aﬁ YaCTb TCKCTA B ITPUKA3C 110 OCHOBHOM JACATCIIBHOCTU MOXKCET

1)  Hcruna
OTCYTCTBOBATh

Tekct IIprKasa 110 OCHOBHOI1 ACATCIIBHOCTH ,KaK IIPpaBUJIO, COCTOUT U3 ABYX

2)  Hcruna .
qyacrei

3) Hcruna PacnopsaurenbHbIe JOKYMEHTHI BCTYIAIOT B CHJTY C MOMEHTA MX TIOITACAHHMS

4)  Hcruna PemieHue u3gaercs HA OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

3aroJIoBoOK K TCKCTY IIpHKa3a 110 OCHOBHOM JACATCIIbHOCTH (I)OpMYJ'II/IpyeTCH B

5) Hcruna
POIUTEIHLHOM TaIeKe
3amanme 31

(Bvlbepume eOuHcmeeHHoO NpasuibHblll 0meent)
PacnopsianTenbHbIi JOKYMEHT, KOTOPBIA U3JA€TCA HA OCHOBE €MHOHAYAJIUSA

1) + NpUKa3
2) - MTOCTAHOBJICHHE
3) - peleHue

3amanmne 32

(Bvibepume eOuHCmMEeHHO NPABUTIbHBILL OmaEent)
PacniopsauTenbHblid JOKYMEHT, KOTOPBIM U3JA€TCS HA OCHOBE KOJUIETHAJIBHOTO
PYKOBOJICTBA

1) + pelieHne
2) - pacriopspkeHne
3) - NpYKa3

3amanue 33

(Bvlbepume eOuHCcmeenHo npasuibHulll 0meent)
B coctaB pekBH3UTOB MpHKa3a M0 OCHOBHOMN AESITEIbHOCTU HE BXOAUT PEKBU3HT

1) + rpu¢ yTBEpKACHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMED JIOKYMEHTA

3amanue 34

(Bvlbepume eOuncmeerHo npasuibHblll 0Omeent)
[Ipuka3 Mo OCHOBHOM AEATEILHOCTH MOMUCHIBACT

1) - UCIIOJTHUTEIb
2) + PYKOBOJUTEIND
3) - CeKpeTaphb

3aganue 35

(Bvlbepume eOuHcmeerHoO npasuibHblll 0meent)
[Tpuka3 mo OCHOBHOU AESITETLHOCTA OPOPMITSIFOT

1) + Ha JODKHOCTHOM OJIaHKe
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2) - Ha OJIaHKe KOHKPETHOTO BHJIa JOKyMEHTa
3) - Ha OJaHKE IIMChMa
3ananue 36

(Bvibepume eOUHCmMEEHHO NPABUILHBLLL OMEent)
CJ10BO «IIpUKa3bIBar0» B TEKCTE MPUKa3a 0 OCHOBHOM JIEATEIILHOCTH O(OPMIISIOT B
CIICAYIOIIEM HalUCaHUH

1) + ITPUKA3BIBAIO
2) - [TpukassiBaio
3) - MIPUKA3bIBAIO

3apanmue 37

(Bvlbepume eOuHcmeeHHO NpasuibHulll Omeent)
PacriopsimuTenbHas 9acTh B paCOPSHKCHHH HAYMHACTCS CIIOBOM

1) + ITPEJIAT AIO
2) - PEIIIAET
3) - ITOCTAHOBJIAET
3amanue 38
VY CTaHOBUTH COOTBETCTBUE MEXIAY TEPMUHAMHU U UX COJIEPKAHUEM

IIPaBOBOM aKT, N3/1aBa€MbII ITocTaHoB/IeHHME
€AMHOJIMYHO PYKOBOJUTEIIEM
IJIaBHBIM 00pa30M KOJUIETHAJIBHOTO
opraHa rocyAapCTBEHHOI0
YIIPaBJIEHUS B LEISAX Pa3pEIICHUS
OIIEPATUBHBIX BOIIPOCOB

1) 3

[IPaBOBOM aKT, IPUHUMAECMBIN IIpuka3s
BBICIIMMU ¥ HEKOTOPBIMHU
LEHTPAJIbHBIMA OPraHaMHU
KOJUIETHAJILHOTO YIIPABIICHHUS B
LeNsAX pa3pelieHns Hauboee
BA)KHBIX M MPUHLUITAAIBHBIX 3a/1a4

2) 1 2)

IIPaBOBOM aKT, N3/1aBa€MbII Pacnopsizkenue
PYKOBOAMTEIIEM, ACHCTBYIOLIUM Ha

OCHOBE €IMHOHAYaJIMs B LEIAX 3)

paspenieHuss OCHOBHBIX U

OIICpaTUBHBIX 3a7a4, CTOAIINX

nepes opraHusanuen

[IPaBOBOM aKT, IPUHUMACMBbIN B Pemenue
KOJUIETHAJIbHOM TOPSIZIKE B LIETSIX
4) 4 pa3pelieHus: Hanboee BaKHBIX 4)
BOIIPOCOB BO BpPEMS COBEIIIAHUM,
coOpaHHii U T.J.

3aganue 39
Onpenennre KaKkoe yTBep:KAeHHEe HCTHHHO, 2 KAKO€e HeT...

1)  Hcruna Tekcr Ciry’>keOHOTO MUChbMa MOXKET OBITH TIPOCTHIM

N

HctuHa BBI,Z[CJ'ISIIOT IMPUCBUIAEMBIC U OTIIPABIACMEBIC ITMCbEMa

w

) HctuHa MakcuMaabHOE KOJIHYECTBO aIPecaToB B MUChME - 4

o

Hctnna Ciyxe0HOE MUCEMO MOXKHO 0popMuUTh Ha popmare AS



5) MHcruna CriyxeOHOE MUCHMO MOYKET HMETh JIBE TIOIITUCH
3aganue 40

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
Tekct ciry>)keOHOTO MHChMa COCTABIISIETCS OT

1) - 2-T0 JIAIa €IUHCTBEHHOr0 Yucia

2) - 3-ro JIMIa MHOKECTBEHHOT'O YHCJIa

3) + 1-ro auIa MHOKECTBEHHOI'O YHCIIa
3aganue 41

(Bvibepume eOUHCMEEHHO NPABUILHBILL OMEent)

PexBu3uT «CChHIJIKA Ha HOMEP U JaTy BXOOAIIECTO JOKYMCHTAa» O(bOpMJ'IHeTCSI

1) - BO BCEX IIUCbMax
2) + B OTBETHBIX ITHCBMax
3) - B MHUIMATUBHBIX MHUCbMaxX

3aganue 42

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
B cocrtaB pekBU3HTOB CTy)KeOHOTO MUChMA HE BXOJIUT

1) - aapecar
2) + Ha3BaHHUE BHJA TOKYMEHTa
3) - MOJIITUCH

3amanue 43

(Bvlbepume eOuncmeerHHo npasuibHblll 0Omeent)
PykoBouTeNnb 1 TNIaBHBIN OyXranTep MOAMUCHIBAIOT

1) - MTUCHMO-H3BEIICHHE
2) + rapaHTUHHOE TTHCHMO
3) - pPEKIIaMHOE TUCHMO

3aganue 44

(Bvlbepume eOuncmeeHHo npasuibHblll 0meent)
MaxkcuManbHbI 00BEM CITYKeOHOTO MHUChMa

1) - OJIHA CTpaHUIIA
2) - TPH CTPAHUIIBI
3) + JIBE CTPAHUIIBI

3amanue 45

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
[TeuaTrro ygocrosepsiercs

1) - MMCbMO-HAITOMUHAHNE
2) + rapaHTUHHOE MHUCHMO
3) - MUCHMO-TIPUTTIAIICHNE

3amanmne 46

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
OTMeTKa O MOCTYIUICHUH TOKYMEHTA B OPTaHU3aIIMIO TIPOCTABIISACTCS

1) - 0 YCMOTPECHHIO CEKpeTapst

2) - Ha BCEX JOKYMEHTax
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3)

+

TOJIBKO Ha IPUCBIIACMBIX

3ananue 47

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
B nucbMe oTMeTKa O TIOCTYIUICHUH IOKYMEHTA IPOCTABIISCTCS

1)
2)
3)

+

B JICBOM HHIKHEM YTJIy MTOCJICTHETO JINCTA JIOKYMEHTA
Ha JIFOOOM CBOOOIHOM MeECTe
B IIPABOM HHIKHEM YTJIy ITEPBOTrO JIUCTA IOKYMEHTA

3amanue 48

IIpasunvhvix eapuanmos mosscem 6bims HECKObKO.
Kakue npusHaku xapakTepHbl sl OJJAaHKOB 1JIA ucem?

1)
2)
3)
4)

+

Hanuuune AJIPCCHLIX JAHHBIX IPCAIIPUATHUA HA O1aHKe

Hanuuue ormeTku /uia pekBu3nTa «CChlIKa HA HHAEKC U ATy BXOSIIETO
JIOKYMEHTa»

OTCYTCTBI/Ie Ha3BaHUA BHJa JOKYMCHTA

PacmionosxeHue 00a3aTenbHbIX PEKBHU3UTOB 3aroJIOBOYHOM YacTH AOKYMCHTA B

JIEBOM BEPXHEM YTIIy

3amanue 49

IIpasunvHovix sapuanmos modrcem ObIMb HECKONbKO.
Kaxkoii Buj 1€JI0BOro nuchbMa HanpasJisieTcsl agpecary /sl 3aKJII0UeHHsl C/1eJIKH ¢
yKa3aHUeM KOHKPETHBIX YCJIOBHM CAeJKH?

1)
2)
3)
4)

[TuceMo-TIOATBEPKIECHUE
ConpoBoaAUTENbHOE TUCEMO
[Tucemo-tipeasioxkeHue
JloroBopHoe nmuceMo

3amanue 50

IIpasunvhvix éapuanmos modicem Obimsb HECKOLKO.
ABTOPOM CJIyKe0HOI0 MUChbMA SIBJISIETCH:

1)
2)
3)
4)

+

VCIIOJIHUTEIIb, COCTAaBUBIIUI TOKYMEHT

JOJKHOCTHOE JIMIIO, TIOJNUCABIIEE JOKYMEHT
UCTIOJIHUTEIb, O(OPMUBIINN JOKYMEHT

OpraHu3anys, OT UMEHH KOTOPOM OTHpaBIseTCs] MUCbMO

3amanmue 51

Onpenennre KaKkoe yTBep:KAeHHE HCTHHHO, 2 KAK0E HeT...

1)

Hctuna

Hctuna
Hctuna
Jloxb

JIoXEb

TekcT HoKIIaTHOM 3aIHCKU COJCPIKHUT TOJIBKO OOCTOSITEIEHOE U3JI0KCHUE
BOITpOCa

AJlpecaHT B JOKJIAIHOM 3alMCKE YKA3bIBACTCS B MMECHUTEIIHHOM TMaJIekKe
BHyTpeHHI010 JOKIIaIHYIO 3aIMUCKY MOAMUCHIBAET COCTABUTEND
B angpecare noknamHO# 3aMMCKU YKa3bIBAIOT TOIBKO (haMUITHIO
BryTpenHsis noknaaHas 3amucka opopmisieTcs: Ha OJIaHKe OpraHU3aIuH

3aganue 52

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
BHYTpeHHIOI0 JOKIaIHYIO 3aUCKY TOAMUCHIBACT

1)

+

COCTaBHUTCIIb
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2) - PYKOBOJAUTENb MOIPa3ICTICHUS
3) - CEKpeTaph
3ananme 53

(Bvibepume eOUHCmMEEHHO NPABUILHBLLL OMEent)
B cronbkux sK3eMInIsipax opopMIIETCS BHEIIHSS JOKIIaIHAs 3aIicKa

1) + B JIBYX
2) - B OJIHOM
3) - B Tpex

3amanue 54

(Bvibepume eOUHCmMEEHHO NPABUTILHBIL OMEent)

PexBHU3UTEI OOBICHUTEILHON 3aIMCKU 10 noBoay 00BACHEHHS MMOCTYIIKa aHAJIOTUYHBIL

1) + BHYTPEHHEH JOKJIaTHOMN 3alIUCKU
2) - BHYTPEHHEH CIIPaBKU
3) - CITy)KeOHOMY TTHChMY
3ananme 55

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
Tekct noKIaIHOM 3aTUCKH, KaK TPABHIIO COCTOUT

1) - W3 OJIHOM YacTu
2) - U3 JIBYX YacTei
3) + U3 Tpex Jacrei

3amanue 56

(Bvibepume eOuHCmMEeHHO NPABUTIbLHBILL OmaEent)
B cocraB pekBU3UTOB BHEIIHEW JOKIAAHON 3aIIMCKA HE BXOAUT

1) + nevarhb
2) - MOJIITHCH
3) - 3aroj0BOK K TEKCTY

3amanue 57

Bcmasvme nRpoOnyuieHHble 6 meKcme Cioea

JloknagHas 3anMcKa — TOKYMEHT, aJpeCOBaHHBIH o
KOHKPETHOU TeME ¢ 1 TIPEJUTOKCHHUSIMH 110 HEH.
1) OTBeT: BBINIECTOSNIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJAMH
3ananue 58

Bcmasvme nponyuieHHble 6 meKcme Cioea

BHemiHor0 AOKJIAAHYIO 3aIMUCKY, aAPCCOBAHHYIO B BBIIICCTOAIIYIO OpraHU3aluio
IOAIIMChIBACT

1) OTBET: PYKOBOAUTEIH OPraHU3ALNU
3aganue 59

Bcmasome nponyuieHHble 6 meKcme cioea

BHyTpeHHI010 TOKIaHYIO 3alIMCKY COCTAaBIISIET U MOMUCHIBAET
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1) OTBET: COCTaBHTECIb
3aganue 60

Bcmasvme nponyuieéHHble 6 mexkcme Cioea

PexBU3UTEI BHYTpEHHEN AOKIJIAIHOM 3aIIUCKU:
- azpecat (B 1aTEIILHOM MaJIexKe)
- HAMMEHOBAHME BHU/Ia JOKYMEHTA

- TeKCT
- OTMETKa O HAJIMYUU IPUIIOKEHUS (B CIydae HEOOXOIUMOCTH)
- Jata
1) OTBeT: HaMMEHOBaHUE CTPYKTYPHOI'O MOAPa3IeICHHs
2) OTBeT: 3aroJIoBOK K TEKCTY
3) OTBeT: MNOAINUCH
4) OtBer: HOMEp

3aganue 61
Omnpeneanre Kkakoe yrBep:KIeHHe HCTHHHO, 2 KAK0e HeT...
1)  Hcruna Jlaroii mpOTOKOJIA SBJISIETCS J1aTa MPOBEACHUS 3aCeIaHus
2)  HWcruna IIpoToKOJI MOJNUCHIBAIOT MPEACEAaTENh U CEKPETaph KOJUIETHAIBHOT'O OpraHa
3) Jloxp B KpaTKoM NpPOTOKOJIE NPUBOAATCS TEKCTHI BHICTYIUIEHUM
4)  HcrmHa B mpoTokoie yKas3bIBalOTCS Pe3yNbTaThl FOJIOCOBAHHUS
5) Hcrura B Tekcre nmpoTokona MoxeT orcyTcTBoBaTh MyHKT BBICTYIIMIIN
3aganue 62

(Bvlbepume eOuHcmeeHHo npasuibHblll 0meent)
W3 ckonmbKUX YacTeil COCTOUT TEKCT MPOTOKOIA

1) +  IByx
2) - OJTHOH
3) - Tpex

3amanmue 63

(Bvlbepume eOuHcmeerHo npasuibHblll Omeent)
[TpoTokos moAnuckHBaeT

1) + npejcenaTeab U CeKpeTapb KOJJIETHAIbHOTO OpraHa
2) - PYKOBOIUTEID
3) - CeKpeTaphb

3ananmue 64

(Bvlbepume eOuHcmeenHo npasuibHulll 0meent)
Kakas gacTs B cxeMe moCTpOeHHUs OCHOBHOM YacTH MPOTOKOJIA MOKET OTCYTCTBOBAThH

1) - CJAYWAJU
2) +  BBICTYIIWIU
3) - HOCTAHOBWIN

3aganue 65
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(Bvlbepume eOuHcmeeHHO NpasuibHblll Omeent)
[Tporokon opopMIIIOT

1) - B TpeX IK3EeMIUIsIpax
2) + B OJIHOM JK3EMILISIPE
3) - B JIBYX DK3eMILLIpaxX

3aganue 66

(Bvlbepume eOuHCmeeHHO NpasuibHblll Omeent)
Kak opopmiisitoTcst B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOIIHE, €CITH UX 22 YeloBeKa

1) + [TpucyrcrBoBayn: 22 denoBeka (CIIUCOK MPUIaraeTcs)
2) ) [TpucyTcTBOBANIN: EPEUUCIAIOTCS (PaMIIIMK IPUCYTCTBYIOLIUX B aj(aBUTHOM
MOpsIIKE
3) - [TpucyrcTBOBamM: 22 YemoBeka
3aganue 67

Bcmasovme nponyuieHHble 6 meKcme cioea

B 3aBucHMMOCTH OT IOJIHOTBI OCBEIICHUS X04a 3aceIaHus IMPOTOKOJIBI MOT'YT OBITH

u
1) OTBer: MOIHEIE
2) OTBer: KpaTKue

3amanue 68

Bcmasvme RpOnyuieHHble 6 mEeKcme Ciosa

Texkct IMPOTOKOJIAa COCTOUT U3 NIBYX yacTel: BBOJHON U

1) OTBeT: OCHOBHOM
3ananmne 69

Bcmasvme RpoOnyuieHHble 6 meKcme Ciosa

B IMPOTOKOJIC KaXKIbIN ITYHKT IMOBECTKU NHS PaClIChIBACTCA (CTpOI/ITCH) IO CXEMC:

1) OtBer: BBICTYIIWJIN
2) Otser: IIOCTAHOBUIIA
3) Otet: CJIVIIAJIA
3ananue 70

Bcmasvme nponyuieHHble 6 meKcme Cioea

Eciu BOIIPOC HC O6CY)K)13.HC$I B X0A€ COGpaHI/IH HJIK 3aCCJaHud KOJUICTUAJIBHOI'O OpraHa, TO B

HpOTOKOHe HYHKT MOXKET OTcyTCTBOBaTI)
1) Oteer: BLICTVYIIUJIN
3amanue 71

Omnpenesanre Kakoe yTBep:KIeHHEe HCTHHHO, 2 KAKOE HeT...
1) Jloxs  Hanmuuue 3aKITIOYUTENLHON YaCTH TEKCTa aKTa 00s3aTeIbHO
2)  Hcruna Yarie Bcero akThbl COCTABISIOTCS KOMUCCHEH

3) HctuHa AKXT MOXET CIIy)KUTh OCHOBAaHHEM JUIS U3AaHUS PACHIOPSIIUTEIBHOTO
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JIOKyMEHTa
4)  HWcruHa AKTBI, KaK MPABUJIO, TIOUICIKAT YTBEPIKICHUIO
5) Hcruna AKT MOXeT opOpMIISTHCS Ha TpadapeTHOM OaHKe
3ananue 72

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
CiyxeOHBIN aKT COCTABIISIET U ITONUCHIBACT

1) + KOMHCCHS
2) - PYKOBOJUTEIH
3) - UCTIOJTHUTEIb

3aganue 73

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
OcHoOBaHMEM JJIsl M3aHUSI KAKOTO PACIIOPSIUTEIBHOTO IOKYyMEHTAa MOXKET OBITh aKT

1) - Pemenune
2) - [TocraHoBicHHE
3) + [Tpukas

3ananue 74

(Bvlbepume eOuncmeeHHoO NpasuibHblll 0meent)
Jaroii akTa siBisieTcs

1) + JlaTta akTUBHpPYEMOro COOBITHS
2) - Jlara yTBepKaeHus
3) - Jlata moanucanus
3aganue 75

(Bvibepume eOuHCmMEeHHO NPAGUIbHYIL OMEent)
B cocTtaB pekBH3HUTOB aKTa BXOIHUT PEKBU3UT

1) + ['pud yrBepkaeHus
2) - ['pud cornmacoBanwms
3) - OtmeTKa 00 UCTIOTHUTEIIE

3aganue 79

(Bvibepume eOuHCmMEeHHO NPABUTIbHBILL OmEent)
B cocraB pekBH3HUTOB aKTa HE BXOJIUT

1) + I'puc cornacoBanus
2) - 3aroJIoBOK K TEKCTY JOKYMEHTA
3) - ['pud yrBepxaeHus

3aganue 80

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
CKOJIBKO YacTel CONEPKUT TEKCT aKTa

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

3aganue 81

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
Crefyer Jin yKa3bIBaTh TODKHOCTH WICHOB KOMHCCHH ITPU 0(OPMIICHUN PEKBU3HUTA
«IOIITUCHY
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1) - Ha
2) - ITo xenanuio cekperapsi
3) + Her
3ananmue 82

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
B cronbkux 3K3eMInIsIpax 0pOpMIISETCS aKT

- B tpex
+ B cxonpkux HEOOXOIMMO
- B uetsipex

3aganue 83

(Bvlbepume eOuHCcmeenHo NpasuibHbulll 0meent)
Kakast gacTh TekcTa akTa MOKET OTCYTCTBOBATh

- Koncratupyromas
+ 3aKIIrounTeIbHAS

- BBojHag yacTth

Kpurepuu oneHk# npakTu4ecKux pador

OTMeTKa «5)» CTaBUTCS, €CIIU CTYICHT:

TBOPYECKH ITJIAHUPYET BHIMOJHEHUE PaOOTHI;

CaMOCTOSITEJIbHO ¥ TOJHOCTBIO HCIOJB3YyeT 3HAHHUA MPOTPAMMHOTO
Marepuana;

IMPaBUJIbHO U AKKYPATHO BBIMMOJHACT 3a/1aHUC,

YMEET IMOJIb30BAThCS CIIPABOYHOM JINTEPATYPOMl, HATISIIHBIMU MOCOOUSIMU U
JIPYTUMH CPEICTBAMH.

OT1meTka «4» CTaBUTCA, €CIIU CTYACHT:

MPaBUJILHO TUIAHUPYET BHITIOJIHEHHE PA0OTHI;
CaMOCTOSITENIbHO MCIOJIb3YET 3HAHUS MPOTPAMMHOI0 MaTEepUAIIa;
B OCHOBHOM IPABUJIBHO U aKKYPaTHO BBIMIOJIHSIET 3a/1aHNUE;

YMEET TMOJIb30BaThCSI CIIPABOYHOMN JINTEPATYPOU, HATJISITHBIMU TIOCOOUSIMU H
JPYTUMHU CPEICTBAMM.

OTmeTKa «3)» CTaBUTCS, €CIIA CTYICHT:

JOITyCKAeT OLUIMOKH MPH MIIAHUPOBAHUH BBIMOJIHEHUS PaOOTHI;

HE MOXET CAaMOCTOSTEJIBHO HCIIOJb30BAaTh 3HAYUTEIIBHYK) 4YacTb 3HAHUHI
IIPOTPAMMHOI0 MaTepraa;

JOITYCKAeT OUIMOKH U HEAKKYPaTHO BBITIOJHAET 33JJaHUE;
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® 3aTPYAHSETCS CAMOCTOSITENIbHO HCHOJb30BaTh CIPABOYHYIO JIUTEPaATypYy,
HarJIsSJIHbIE TTOCOOUS U IPYyTUE CPEACTBA.
OTMeTKa «2)» CTaBUTCSI, €CITU CTYJICHT:

® HE MOXKET IIPABWJIBHO CIIJIAHUPOBATH BBIIIOJIHEHUE PAOOTHI;

® HE MOXET UCIIOJIb30BATh 3HAHUSA ITPOTPAMMHOI0 MaTepUaa;

® JIOMyCKaeT rpyOble OMMOKHA U HEAKKYPaTHO BBINOJHAET 33JaHUE;

® HE MOXET CaMOCTOATEIBHO HCIIOJNb30BaTh CIIPABOYHYKO JIUTEPATypy,
HarJIIHbIE TIOCOOMS U IpyTUe CPEACTBA.

KpuTtepun oieHKu TeCTOBBIX PadoT

Omenka «5» - 100 — 90% mpaBUIBHBIX OTBETOB
Omenka «4» - 89 - 80% mpaBUIbHBIX OTBETOB
Omenka «3» - 79 — 70% mpaBUIbHBIX OTBETOB
OneHka «2» - 69% u MeHee NPaBUIbHBIX OTBETOB
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