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1.1.06mme cBenenns

Kommiekt omnenounsix cpenacts (KOC) mpenHasHadyeH Il TPOBEPKH PE3YIbTAaTOB
ocBoeHns yueOHOW gucuurumael OIL13  JlokymMeHTanmMOHHOE OOeCIeYeHne YIpaBJIeHUS
OCHOBHOM TmpodeccuoHaIbHOW 00pa3zoBarenbHON mporpaMmbl 1o crnenuaabHocT 40.02.01
«IIpaBo 1 opranu3zanus COLUAIBLHOrO 00eCIeYeHUs (110 OTPACISIM)».

1.2.lepeyens GpopmMupyeMbIX 3HAHUH, YMEHHH U KOMIIeTeH U
B pesynbsrare ocBoeHus yueoHoi nucuumumabl OI1.13 JlokymeHTarimoHHoe oOecieueHne
ylpaBieHUsl OoO0ydJaroluiics JokeH ob6naaate mnpeaycmoTrpensivu  ®I'OC  CIIO  mo

CIEeLUaTbHOCTH CIICAYIOLIMMHU YMEHUSIMU, 3HAHUSMU, KOTOpbIE bopmupyrOT

npoeCCHOHATBLHYIO KOMIIETEHIIHIO, U OOIIUMH KOMIIETSHLUAMU:

Ymenus

Vi opOpMIIATH OPraHU3alMOHHO-PACTIOPAIUTEIbHBIE JIOKYMEHTHI B COOTBETCTBHH C
nerictBytomum 'OCTowm;

V2 OCYIIECTBIIAATh 00pabOTKY BXOASIINX, BHYTPEHHHUX M HCXOIALIMX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCHOJHEHUEM;

v3 0(QOpMIISITh TOKYMEHTBI JUIsl IEPEIaYu B apXUB OpraHU3allly;

3Hanusn

31 MOHATHE TOKYMEHTa, €T0 CBOMCTBA, CITIOCOOBI IOKYMEHTHPOBAHUS;

32 IOpaBUiIa COCTaBIE€HUA U odopmieHus OpraHU3alMOHHO-PACIIOPAAUTENbHBIX
nokymeHToB (nanee - OPJI);

33 CHUCTEMY M THUIIOBYIO TEXHOJIOTHUIO JIOKYMEHTALlMOHHOIO OO0ECledyeHus: yIpaBJeHUs
(manee - 10Y);

34 0COOEHHOCTH JIeJIONPOM3BO/ICTBA O OOpAIEHUSAM TpaxJaH U KOH(HIECHIHMAIBHOIO

ACJIOIPON3BOJACTBA,

O01mue KOMIEeTEeHITHH

OK 1. [loHuMaTh CyOIHOCTP M COLMAIBHYIO 3HAYMMOCTh CBOeW Oyaymied mpodeccuw,
IIPOSIBIIATH K HEH YCTOMYUBBINA UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO I€ATEIBHOCTh, BHIOMPATh TUIIOBBIE METObI U CIIOCOOBI
BBITOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX YPPEKTUBHOCTb U Ka4ECTBO.

OK 3. [IpyHMMaTh pelieHus B CTaHIAAPTHBIX M HECTAHJIAPTHBIX CUTYallUSIX M HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcylecTBisiTh MOMCK M HUCHOJB30BaHHWE HMHPOpMAIUM, HEOOXOOUMOW  AJis
3(Q(GEKTUBHOTO BBIMOJHEHUS NPOPECCHOHANBHBIX 3aJad, MNPOPECCHOHATIBHOIO U
JMYHOCTHOT'O Pa3BUTHSI.

OK'5. Hcnonp3oBath UH(POPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npohecCuOHATBHON e TENbHOCTH.

OK 8. CamocTosTeNnbHO ONpENensaTh 3a/1a4d NPOopECCHOHATBLHOIO M JIMYHOCTHOIO Pa3BHUTHS,
3aHMMATbhCA CaMOOOPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh MOBBIIIEHNE KBATU(UKALINH.

OK 9. OpueHTHPOBATHCS B YCIOBHUAX NOCTOSHHOTO U3MEHEHUS TPABOBON Oas3bl.

IIpodeccnonanbHbie KOMIIETEHIIUN

[IK 1.1.  OcymectBiarh npodhecCHOHATFHOE TOTKOBAaHWE HOPMATHUBHBIX MPABOBBIX AKTOB IS
peanu3aluu mpas rpaxaaH B chepe IEHCHOHHOTO 00eCTeYeHUs U COIIMAIBHON 3aIlUTHI.

[IK 1.2.  OcymiecTBiarh TMpUEM TpakJaH IO BOINpocaM TEHCHOHHOTO oO0ecreueHus u
COIMATLHOM 3aIHUTHI.

[IK 1.3.  PaccmarpuBarh makeT JOKYMEHTOB /IS Ha3HAUY€HUs MEHCUHU, MOCOOMI, KOMIEHC AN,
JIIPYTUX BBIIUIAT, a TaKXKE€ MEP COIMAIbHOW MOJIEPKKH OTIEIbHBIM KAaTETOPUIM
rpaxkaaH, Hy>KJIArOLIMMCS B COUUAJIBHOM 3aIlUTe.

[IK 1.4. OcymecTBiaTh ycTaHOBJEHUE (HA3HAYEHHWE, TEpepacyeT, MEepPEeBOJ), HHACKCAIIUI0 H
KOPPEKTUPOBKY TEHCUH, Ha3HAUCHHE MOCOOMI, KOMIIEHCAIIUN M JIPYTHX COIHATBHBIX
BBITIJIAT, UCTIOIB3YS HH(DOPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoHcynbTHpOBaTh TpaxaaH U MPEACTABUTENECH IOPUAMYECKUX JHI[ MO BOIPOCaM



IIEHCUOHHOTO 00CCIICUCHUS U COI_[I/IaJII:HOI\/'I 3allUTHI.

KOHTpOJIBHO-OIICHOUHBIE  CPENCTBA  BKIIOYAOT  KOHTPOJIBHBIE  MaTepUalbl UL
IIPOBEJCHUS TEKYLIEH U MPOMEKYTOUHOHN aTTeCTalUu.

Hrorosou dopmoit arrecranuu 110 yueOHOMI JUCLUIUINHE SIBIACTCS
ougpepernyuposannvlil 3auem.

CrTyneHThl JOMYCKAIOTCS K 3a4eTy IpU HAJIWYUM PEe3y/bTaTOB TEKYILEW aTTECTALUH,
IPEIYCMOTPEHHBIX Y4€OHBIM IJIAHOM COOTBETCTBYIOIIETO CEMECTPA.



1.3. PE3YJIbTATBI OCBOEHUSA JUCIUIIJINHBI, TOAJIEXAIIUE ITPOBEPKE

B pe3yiabTaTe arreCrauuu I10 yqe6H0171 JUCHUIIIMHE OCYHICCTBIIACTCA KOMILICKCHASA IIPOBEPKA CICAYIOIIHUX YMeHI/Iﬁ u 3HaHHI>i, a TaKXKC

IUHAMUKa (POPMHUPOBAHUS OOIIMX KOMIIETEHIIHIA:

Pe3yabTaThl 00yuyeHus
(ocBOEHHBbIE YMEHHUS1, YCBOCHHbIE 3HAHUSA)

IToka3zaTenn oeHKH pe3yJjbTara

@DopMbI U METOAbI
KOHTPOJISI ¥ OLIEeHKH
pe3yabTaToB 00y4eHusl

YMmenus
Y 1 — 0hopMIIATH OpTraHU3alHuOHHO- BHIOOp  BUIBI  JIOKYMEHTa JUIsl  OMNPENCJICHHOTO  BHUA | PE3YJIbTAThl BBHIITOJHCHUS
pacnopsiIUTENbHbIE JTOKYMEHTBl B COOTBETCTBUM C JIeSITENBLHOCTH; MPaKTUYECKUX 3aJlaHUi U

nerictBytomuM ['OCTowm;

OK | — noHUMaTh CYITHOCTb U COLUATBHYIO
3HaYMMOCTb CBOEH OyayIei npodeccuut, MposBIATh
K HEW YCTOMYMBBIA HHTEPEC.

OK 4 - ocymiecTBIsATh OUCK U UCIIOJIB30BAHUE
nH(popmManuu, He00X0AUMOH 17151 3P PEKTUBHOTO
BBINOJIHEHUS TPO(eCcCHOHANBHBIX 33/1a4,
pohecCHOHANBHOTO U IMYHOCTHOT'O Pa3BUTHS.

OK 5 — ucnonb3oBate HHGOPMAITIOHHO-
KOMMYHHMKATHUBHBIE TEXHOJIOTHH B
npoecCUOHATLHON 1EATEIbHOCTH.

OK 9 — opueHTHpOBATHCS B YCIOBUAX MOCTOSHHOTO
M3MEHEHMs IPaBOBOM Oa3bl.

000CHOBaHHOCTbH BBIOOpA M ONTUMAIBHOCTh COCTaBa
UCTOYHUKOB MH(POPMAIIUH [T PEIICHHUS TPOPECCHOHATTBHBIX
3a/1a4 ¥ caMo0o0pa3oBaHus;

ONEpPaTUBHOCTh  TIOMCKA  HEOOXOIUMOM
WCTIOJIB30BAaHUEM PA3IMYHBIX CPE/ICTB;
oopmiieHHEe JTIOKYMEHTOB B COOTBeTCTBUH ¢ DenepaibHbIM
3akoHoM «OO0 wuHpopmanuu, HHGOpPMATH3ALMM W 3alIUTE U
uH(pOpMaLIUN»,

uHpOpMALIUU  C

CaMOCTOATEIIbHOMN
paboThI

VY 2 — ocymiecTBiATh 00pabOTKY BXOSIINX,
BHYTPEHHUX U UCXOAIINX TOKYMEHTOB, KOHTPOJIb
32 UX UCTIOJIHEHUEM.

OK 3 — npuHMMAaTh pelIeHHs B CTAaHIAPTHBIX U
HECTaHJAPTHBIX CUTYALMSIX U HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 8 — camocTosiTenbHO ONPEeAeATh 3aaun

pacro3HaHHUEe THUIIA COOTBETCTBYIOMICTO JIOKYMEHTA,
opopMIICHHE JOKYMEHTOB B COOTBETCTBHH ¢ DenepanbHbIM
3akonoM «0O0 wuHpopmanmu, uHGOpPMATH3AIMM U 3alIUTE U
uH(pOpMaITUNY,;

OpraHu3aIys JOKYMEHTO00OpOTa C HCIOJIh30BAaHUEM CPEICTB
TEJICKOMMYHUKAIIUN

BBIOOP METOJ1a PETUCTPALIUN JOKYMEHTOB;

pGS}’HBTaTI)I BBIITOJIHCHUSL
MPaKTUYECKHUX 3aIaHUI 1
CaMOCTOSITCIILHOMI
paboThI




HpO(beCCI/IOHaJ'IBHOl"O 1 JIMYHOCTHOT'O pa3BUTHA,
3aHUMAaTbCA CaMOO6pa30BaHI/I€M, OCO3HAaHHO
IJIAHUPOBATH ITOBBIIICHUC KBaJ'II/I(l)I/IKaI_[I/II/I.

VY 3 — oopMIIATE TOKYMEHTHI /ISl IEPEIavd B aPXUB
OpraHu3aluu

dopmMupoBaHHe Jesia B COOTBETCTBUU C HOMEHKIIATYPO# JIElI.
Odopmienue ena K cade B apXuB.

PE3YJIbTATHI BBIIIOJIHCHUA
IMPAKTUYICCKUX SaHaHI/Iﬁ u

CaMOCTOSITCIILHOU
OK 2 — opranu3oBbIBaTh COOCTBEHHYIO paboThI
NEeSTEIbHOCTD, BRIOUPATh TUIIOBBIE METOIBI U
CIOCOOBI BBIMOTHEHUS PO ECCHOHABHBIX 33]1a4,
OIICHUBAThH WX d()(PEKTUBHOCTH U KAYECTBO.
3uanus
3 1 — noHATHE NOKYMEHTA, €ro CBOMCTBA, CIOCOObI IIOHUMAaHHE W OCO3HAHUE POJIM JOKYMEHTOB B )KH3HH YeJoBeKa | OIpoC, OLICHKA
JAOKYMCHTHUPOBAHMS 1 o0mIecTBa, B cepe yrnpaBieHUs U MPOPECCHOHATBHON pe3ynbTaTOB
JESTENIbHOCTH, UX OCHOBHBIX (DYHKIIHIA, CIIOCOO0B CaMOCTOSITEIIbHOU
JIOKyMEHTHUPOBAHMUS, paboTHI
XapaKTEPUCTHKA BUJIOB JOKYMEHTOB;
3 2 — mpaBwia COCTaBieHUS W OQOPMIICHUS pacrlo3HaHWe BHJA JIOKYMEHTa JUIsl OIpeAeNIieHHOro BHUaa | OMpOC, OIleHKa
OpraHU3alMOHHO-PACTIOPSAAUTEIbHBIX  JTOKYMEHTOB JIeATEILHOCTH; pEe3yNbTaTOB
(OPLD) MIOHATHE U OTIWYUS OPTraHU3aIMOHHBIX U PaCHOPATUTEIIHHBIX CaMOCTOSITENIbHON
JOKYMCHTOB; paboTeI
nepevncieHne W mpaBuwia  oQOpMIICHHST — PEKBU3UTOB
JIOKYMEHTOB;
3 3 — cucreMy M THUIOBYIO TEXHOJIOTHIO MIPUMEHEHNE 3HAaHUI OCHOBHBIX BUAOB U pazHoBuaHocTed OP/I; | ompoc, OLICHKA
JOKYMEHTAIIMOHHOTO ~ OOECTIEYCHHS  YIpaBJICHUS pe3yIbTaToOB
(0Y) CaMOCTOATEJIbHOM
paboThl
3 4 — 0CcOOEHHOCTH JENONPOU3BOACTBA  IIO 3HaHKe 3aK0oHa «O MEPCOHANBHBIX JAaHHBIX; ompoc, OIICHKA
oOpaiieHusIM TpakgaH ¢  KOH(MUICHIMAIBLHOTO pacro3HaBaHKUe BUIOB CITYKEOHBIX JJOKYMEHTOB; pe3yabTaTOB
JIEIOTIPON3BOICTBA CaMOCTOSTEIIbHOM

CIOCOOBI PETUCTPAIIMHU BXOIAIIEH JOKYMEHTAITMH

paboThI




1.4. ®opMbI TeKylIero KOHTPOJIsl U MPOMEKYTOYHOM aTTeCTAIMH 10 Y4eOHO JUCIUTIJINHE

Texkyuuii KOHTPOJIb

IIpomeskyTouHast aTTecTALMS

JJIeMeHT y4eOHOi TNCUUILINHBI ®opMbI U METOAbl KOHTPOJISI M OLIEHKHU IIpoBepsiemble ®opma IIpoBepsiembie
pe3yJibTaToB 00y4eHHs Y, 3, OK KOHTPOJIA Vv, 3, 0K

Pa3nea 1. BBenenune B

JOKYMEHTAIlMOHHOE o0ecneyeHne

ynpaBJieHHUs

Tema 1. 1. OcHOBHBIE TOHATHS Onpoc, pelieHue TECTOBbIX 3aJaHUM, Pe3yJbTaThl 31. OK 1. OK 5

JIeJI0TPOU3BOJICTBA BBIIIOJIHEHHUS IIPAKTUYECKUX 3alaHui u|31. Hudgh. 3auem OK, 9 ’ ’
CaMOCTOSITENIbHOM pabOThI ’

Tema 1.2. Mctopust pa3BuTHs Onpoc, peleHue TECTOBBIX 3aJaHUN, PE3yJIbTaThl

OTEYECTBEHHOTI'O JCJIONPOU3BOACTBA | BBHIITOJIHEHUS MPaKTUYECKHUX 3aJlaHui u|3l.
CaMOCTOSITEJIbHOM pabOTHI

Paznen 2. Opranusanus

JAeJIONPOU3BOACTBA B

OpraHu3anuu

Tema 2.1. Opranuzanus ciryK0bl Pemrenne TecTOBBIX 3aaHU, pe3yIbTaThI 33

JIeJIONPOU3BOICTBA BBITOJIHEHUS] CAMOCTOSITEIbHON paboThI

Tewma 2.2. Opranuzarus Ormpoc, perieHne TeCTOBBIX 3aJaHui, PE3yIbTaThI VI, V2,V3 3

JOKYMEHTO000pOTa B YIIpaBIEHUU BBIIIOJIHEHM S IPAKTUYECKUX 3aJaHUN U 33 3, 0K 2, 0K 3,
CaMOCTOSITEIbHON PabOThI Aucp. sauem OK 4, OK 5, OK

Tema 2.3. Peructpauust u KoHTpoib | Onpoc, peleHue TECTOBBIX 3aJaHU, PE3yIbTaThl V1,V2,33 8.

HCIIOJIHEHUS IOKYMEHTOB B BBITNIOJTHEHUSI TPAKTUYECKUX 3a/laHUuM U

OpraHM3alMH. CaMOCTOSITEJIbHOM pabOTHI

Tema 2.4 Opranuzanus TeKyIIero Pemenne TECTOBBIX 3aJlaHuH, pesyabratel | Y 1, V2,V 3,

XpaHEHUs JOKYMEHTOB B BBITOJIHEHHS CAMOCTOATENBHOM paboThI

OpraHM3aLMH.

Pasznea 3. Odopmiienne Tucp. sauem V1,V2, 31,0K

YHpaBJCHICCKHX TOKYMCHTOB

3, 0K 4, OK 5,




Tewma 3.1. O6mue TpeboBaHUS K

Oripoc, pe3ynbTaThl BHITOJIHEHUS! MPAKTUYECKUX

0 OpMIICHHUIO TOKYMEHTOB. 3aIaHU W CaMOCTOSITEIIBHOM PaOdOThI v1,y2 31
Tewma 3.2. IIpaBuna oopmiieHus Pemienne TecToBBIX 3a1aHU, pe3yIbTaThI
PEKBU3UTOB IOKYMEHTOB. BBITTOJTHEHUS TPAKTUYECKUX 3aJJaHUN U V1,V 2, 31
CaMOCTOSITEJIbHOM PabOTHI
Paspnen 4. Buabl 10KyMEHTOB.
Tema 4.1. Opranu3zanuoHHo- Omnpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTHYECKUX V1.V231.32
pacOPSAIATENBHBIE JOKYMEHTHI. 3aIaHUIl U CAMOCTOSITEIIbHOM pabOThI ’ T T
Tema 4.2. UudopmarmonHo- Omnpoc, pe3ynbTaThbl BHIITOJIHEHUS MPAaKTUYECKUX v2.31] V1.V231.32
CIIPaBOYHBIE JOKYMEHTHI 3aJIaHUA 1 CAMOCTOSITEIIBHOM PaOOThI T Hugh. 3auem OK’ 4 Oi{ 5 T
Tema 4.3. JIuuHble JOKYMEHTBHI. Orpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTUYECKUX v2.31 ’ ’
3aJJaHUNl U CaMOCTOSITENIbHOM pabOThI T
Tema 4.4. CnyxeOHbIE THCHMA. Omnpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTHYECKUX V.34
, 3 4.

3a/laHuil M CaMOCTOSITEIbHON pabOThI




1.5. OEHKA OCBOEHUWS YUYEBHOM JUCIIUILIUHBI

Kontpons W oOIeHKa pe3ylbTaTOB OCBOCHHUS JTUCHHUIUIMHBI  «J/OKyMeHTalnmoHHOE
o0ecreyeHue yrpasieHHs» OCYLIECTBISETCS IPENnoiaBaTesIeM B IIPoLecce IPOBEICHUS:

— IPAaKTHUYECKUX (CEMUHAPCKUX) 3aHATUH,

— TECTUPOBaHMUA,

— ompoca,

— JIUCKYCCHUH, TUCITYTOB, 1€0aTOB,

— BBIIOJIHEHHUS CTYAEHTaMH CaMOCTOSATEIbHOM paboThl, MHANBUAYAJIbHBIX 3aaHUN U T.J.

TectupoBaHue HampaBIeHO Ha IPOBEPKY BIAJACHUS TEPMHHOJIOTMYECKMM ammaparoM M
KOHKPETHBIMU 3HAHUSAMHU B OOJIACTH MO JMCUUIUIMHE. TecTupoBaHHE 3aHUMAET YacTh Y4eOHOTO
3aHATHSA (10-30 MMHYT), NpPaBUWIIBHOCTb pELICHUs pa3dUpaeTcss Ha TOM K€ WM CIEAYIOIIEM
3aHATUH; YACTOTA TECTUPOBAHUS ONPEIEIAETCS MPEoIaBaTeNIeM.

Ha cemuHapckux 3aHATHSX OCYLIECTBISIETCS 3alllUTa IpeJCTaBIEHHBIX pedeparon
(1oKJIaI0B, MPOEKTOB), TBOPUECKUX PAOOT WITH BBICTYILJICHUHN CTYIEHTOB.

[IpakTyeckue 3aHATUS IPOBOJUTCS B YaChl, BbIJCJICHHbIE YUEOHBIM IIIAHOM JJIsi OTPaOOTKH
NPAaKTUYECKUX HABBIKOB OCBOCHHS KOMIICTCHIMSIMH, W TIPEAINOJIAraloT AaTTeCTAallui0  BCeX
00yyaroImuxcs 3a Kaxa0e 3aHaTue.

CobecenoBaHue IMOCPEICTBOM MCIOJIb30BAaHUSI YCTHOIO OINPOCAa HA 3aHSITUU I103BOJISET
BBISICHUTh 00bEM 3HaHUH CTY/IEHTa 10 ONpeAETIeHHON TeMe, pa3zeny, npodieme.

Kpyrasiit  cros, nuckyccusi, NOJEMHKA, JUCIYT, JAe0aThl - OLIGHOYHBIE CpPEJCTBA,
MO3BOJISIOIINE BKIIOUUTH 00YYaIOLIMXCS B MpoLece 00CYKAEHUS CIIOPHOTO BOIpOca, MpoOiIeMbl U
OLICHUTh UX YMEHHUE apTyYMEHTUPOBATh COOCTBEHHYIO TOUKY 3PECHUS

Jloknan, cooOLieHue SIBISETCS IPOAYKTOM  CaMOCTOATENbHOM  pabOThl  CTYyIEHTA,
IPEJICTaBISIIOIIMM cOO0N MyOJMYHOE BBICTYIUIEHHUE 10 MPEJICTaBICHUIO TOJIYYEHHBIX PE3YyJIbTaTOB
pelLIeHHs ONpeIeIeHHON yueOHO-TTPaKTUUECKON, y4eOHO-ICCIe10BaTeIbCKON MIIM HAYYHOU TEMBI.

[IpoayKTOM caMOCTOATENbHOM pabOThl CTYAEHTA, SBISETCS U pedepar, NpeacTaBIsIOUUi
coOOM KpaTKoe H3JI0)KEHHE B NHCbMEHHOM BHJE MOJYYEHHBIX pE3yJbTaTOB TEOPETUYECKOTO
aHaJIM3a ONpPENEICHHON HayuyHOU (yueOHO-UCCIeI0BaTEeNbCKOM) TEMBI, I/Ie aBTOP PacKPBIBAET CYTh
uccieyeMoil npo6ieMbl, MPUBOIUT pa3IMYHbIC TOUKU 3PEHMS, @ TaKXKe COOCTBEHHBIE B3IJIS/AbI HA
Hee.

ITonroToBka CTYJEHTOM MpE3EHTALMH TI03BOJIIEM OLIEHUTh YMEHHE OOy4arolerocs
HarJsiJHO M3JaraTh CyTh IIOCTABJIEHHOM MpPOOJIEMbI, CaMOCTOSITEIbHO IMPOBOJUTH AHAIM3 STOU
npoOjaeMbl € HCIOJb30BaHMEM  HMH(POPMALMOHHBIX U KOMIIBIOTEPHBIX  TEXHOJOTMH |
AQHAJTUTHYECKOTO ~ WHCTPYMEHTApHsl  COOTBETCTBYIOIIECH  JWUCHUIUIMHBI,  JIENaTh  BBIBOJIBI,
0000111a101IT1e aBTOPCKYIO MO3UIIMIO 110 TIOCTaBICHHOMN mpobieme.



1.6. TunoBble 3aaHust VI NPOBeIeHUs] TeKYIIeld H MPOMEeKYTOYHOM aTTeCTAlUH 110
AUCHHUILINHE

1. MIPAKTUYECKUE (CEMUHAPCKHUE) 3AHATUS.
1. Ilpakrtuyeckoe 3ansitue (ceMuHap): «OCHOBHbIE MOHSITHS 1eJIONPOU3BOACTBAY.

Bomnpoce! 1151 00cy:KkaeHus:

[TonsiTne nenonpous3BoOCTBA.

[Ipenmer nemonpon3BoACTBA.

HOHSITI/IC I[OKyMeHTa, OCHOBHBIC BUBI ,Z[OKyMeHTOB.
OYHKIIMU JOKYMEHTA.

HOHSITI/IC CUCTCMBbI I[OKYMGHTEU_II/II/I.

arONE

2. IIpakTuyeckoe 3aHsATHE (ceMuHap): «cTOpHs pa3BUTHS 0Te4eCTBEHHOIO
JeJI0NPOU3BO/ACTBAY.

Bomnpoce! a1 00Ccy:KaeHus:

1. OOwias xapakTepucTUKa AEIONPOU3BOACTBA B J[peBHEPYCCKOM IrOCy1apCTBE, BUIbI
JOKYMEHTOB B 3TOT IIEPUOL.

XapakTepucTrKa NPUKa3HOIO JEIO0NPOU3BOCTBA.

Komnexckoe nenonpounspoctBo B Poccuun. Pedpopmer Ilerpa 1.

MuHHCTEPCKOE IeIOPOU3BOCTBO B yupexaenus Poccun. Pepopmbr Anexkcannpa 1.
XapaKTepUCTUKA FOCY1apCTBEHHOIO JAEJIONPOU3BOACTBA B COBETCKYIO DIIOXY.

agblrwn

3. IIpakTuueckoe 3aHsTHE (ceMuHAp): «Opranu3zanus cJay:k0bl 1eJIONPOU3BOICTBAY.

Bomnpocel a1 00Cy:KaeHus:
. [lonsiTe 1 3HaYeHHe CITyKObI TOKyMeHTannoHHoro obecnedenus (C/10).

. OpranuszanuoHHbsle GopMbl pabOThI ¢ JOKYMEHTaMH, UX OCOOEHHOCTH.
. «YTpaBleHUe JIeJaMu», €ro CoCTaB U PYHKIIMH.

. «O0mmit oTen», €ro CTPyKTypa.

. IlonsiTHe, yHKIIMU U COCTAB KaHLIEISPUH.

. XapakTepucTruka paboThl cekpeTaps-pedepeHTa.

o OB WDN B

2. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBens A.

Buvibepume seproe ymeepoicoeHue

1.TpeboBanuss K OGMGOPMIICHHIO OPTaHU3AUOHHO-PACTIOPSIUTENBHBIX  JTOKYMEHTOB
ycranaBnuBaeT ['OCT P 6.30 — 2003

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

3.B opraHumzanmmu 1m0 YCMOTPEHHUIO PYKOBOJICTBA JOJKHA OBITh pa3paboTaHa
WHIUBUTyaJIbHASI HHCTPYKIIHUS TI0 JIEJIOTMPON3BOJICTBY

4. OpraHu3alOHHO-TIPaBOBBIE IOKYMEHTBHI, KaK MPABUIIO, TTOJJIEKAT YTBEPHKICHUIO

5. B opranuzaiimoHHO-TIpaBOBbIE JOKYMEHTHI MOKHO BHOCUTH U3MEHEHUS

Bvibepume npasunvuwiii omeem.

K xaxmomy 3amaHuio JaHbl 3 BapuaHTa OTBETA, U3 KOTOPHIX TOJIBKO OJWH BEPHBIM. B
OJlaHKe OTBETOB TIOCTaBbTE IOJ] HOMEPOM 3a/aHus OYKBY OTBETa, KOTOPBIM Ha Ball B3I
SIBJISICTCS TIPABWJIHHBIM.



1. B cocTaB opranu3aliMOHHO-TIPAaBOBBIX JOKYMEHTOB HE BXOAMT. ..

a) yCTaB OpraHu3alun

0) mTaTHOE paclUCaHue

B) IIpUKa3

2. Kakue pacnopsauresbHble TOKYMEHThI MOXeET u3naBaTh lIpesuaent Poccuiickoii
®Oenepannn?

a) yKa3bl

0) pacnopspKeHUs

B) MIOCTAHOBJICHUS

3. JloIKHOCTHAsE MHCTPYKILUS COTPYIHUKA. . .

a) NOJUIEKUT YTBEPKIACHUIO

0) He yTBepKIaeTcs

B) YTBEPXKIA€TCsl 10 YCMOTPEHUIO PYKOBOAUTEIIS

4. Kakoii HOpMaTHBHBII JOKYMEHT OIpeensieT 00s3aHHOCTH COTPYIHUKA?

a) llltatHoe pacniucanue

0) YcraB npeanpusTys

B) JloKHOCTHAs MHCTPYKLUS

5. TurnoBble JOKYMEHTBI HOCHT ... XapaKTep

a) 00s3aTeNbHBIN

0) peKOMEHIaTeIIbHBIN

B) 03HAaKOMMTEJIbHBIH

6. B xakom mazgexe GpopMynupyercs 3arojoBOK K TEKCTY JOKHOCTHOW MHCTPYKIINU?

a) B UMEHUTEJIbHOM

0) B pOIUTEIIEHOM

B) B IIPEJIOKHOM

7. Kakol TOKYMEHT He ABJIIE€TCS Pa3HOBUIHOCTbIO KOMUU?

a) YePHOBUK

0) oTmyck

B) AyOnuKar

8. JlokyMeHT, BbIIaBaeMbIii B3aMeH YTEPSHHOTO ¥ UMEIOIINI CHITY TIO/UTMHHUKA,

Ha3bIBAETCH. ..

a) Komusi

0) oTmyck

B) 1yOJIuKat

9. JlIokyMeHT, OKOHYaTeIbHO O()OPMIICHHBIN U MOAMMCAHHBIH, HA3bIBACTCH. ..

a) MOJYTMHHUK

0) oTmyck

B) 1yOIuKat

10. i3MeHeHus U IOTOIHEHUS B IOJDKHOCTHYIO HHCTPYKIIMIO BHOCSTCA. . .

a) TOKJIQHOM 3aIUCKON

0) MpUKa30M pyKOBOJAUTEIS

B) CITPaBKOM COTJIACOBAHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme ciosa.

1. OKY I — Obmepoccuiickuii kmaccupuraTop

2. YcraB OpraHU3aIiiy — MPaBOBOH aKT, OMPEESIISTFOIITHIHA .

3. JloJbKHOCTHasi MHCTPYKIUS — TNPaBOBOM akT, M3JaBaeMblii OpraHu3alueil B Iensx
perlaMeHTaly OPTraHU3aIMOHHO-TIPAaBOBOTO TIOJIOKEHUST PA0OOTHUKA, €r0

) , 1 00ecIeunBarOIINi

ycIIoBuUs AJis ero 3QPeKTUBHOI pabOTHI.

4. IlpaBuna BHYTPEHHErOo TPYIOBOIO pacmopsiika — 93TO IPaBOBOM  axT,
perylaMeHTHP YOI .

5. JlIokyMeHTBI K1acCu(UIHPYIOT:

no eudam: OpraHu3allMOHHO-PACTIOPSIUTENbHBIE,

10



, IO TNYHOMY COCTaBY;

no gpopme: MHIUBUIyaTbHBIC, , TaOJIMYHBIC, TEKCTOBBIC, AaHKCTHBIC,
TpadapeTHBIC;

nO NPoUCxodicoenuio: OQUIUATbHBIE 1 ;

1O MeCmy NPOUCXOHCOCHUSL: Y BHYTPCHHHUC,

no CpoKam XpaueHus: TIOCTOSTHHOTO CPOKa XpaHEHHs, BpEMEHHOTO

( ), BP€MEHHOTO ( );

N0 21ACHOCMU: CEKPETHBIE 1 ;

no cpeocmeam puxcayuu: PyKOTHUCHBIC, , Tpaduyeckue,
, (DOTOKMHOTOKYMEHTHI;
1o cmaousim co30aHus: OPUTUHAIIBI, YEPHOBUKH, ,

, , TyOJTMKATHL;

1O CPOYHOCIU: Y HECPOYHEIC,
1O HAUMEHOBAHUIO'

TECT 2.
YpoBens A.

Buvibepume eproe ymeepowcoenue

1.CnyxebHoe nose JOKyMEHTa NpeHAa3HAYEeHO JUIs HAHECEHUS CTIeLUaIbHBIX
N300paKCHHM

2. IlocTOsIHHBINA PEKBU3UT — PEKBU3UT, HAHECEHHBIN IPU U3TOTOBJICHUH OaHKa

3. IlepeMeHHBI PEKBU3UT HAHOCUTCS IIPU COCTABIEHUH JOKYMEHTa

4. JleBoe 1oJie MOKET ObITh YBEIHUEHO

5. CtpaHuIlpl JOKyMEHTa MOKHO HyMEPOBAaTh Ha HU)KHEM T10JI€ JIHCTa

6. YcTaHOBIIEHO /IBa BapHaHTa PacIioJIOKEHUS] pEKBU3UTOB Ha OJaHKax

7. Ha 6nankax oopMIIseTcst TOJIBKO MepBasi CTPaHUIA JOKYMCHTOB

8.PexBu3uTHI Gi1aHKa opranu3anuu cyobekra PO M0XxHO 0(OPMUTH TOJIBKO Ha
HaIlMOHAJIbHOM SI3bIKe

9.Ha GaHke MOYKHO IOMECTUTh COKpAIllEHHOE Ha3BaHHE OPraHU3alNM, JaKe €CIM OHO He
3aKpeIuIeHo B Y CcTaBe 3TOM opraHu3aluu

10. /IokyMeHT He MOXET COIepkKaTh 00Jiee YeThIPEX aJIPecaToB

11. /IokyMEHT MOKET ObITh YTBEPKJEH JIOJKHOCTHBIM JIULIOM

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

13. K nokymeHnTam, opopmIiieHHBIM Ha (hopmare AS, 3ar0JIOBOK K TEKCTY HE COCTaBIISETCS

14. Texct nokymenTa Ha popmaTte A4 opopmisieTcs yepe3 NoATOpa HHTEpBaia

15. TekcT JOKyMeHTa MOXeT ObITh MpeJICTaBlIeH B (popMe TaOIULIbI

16. KosinyecTBO JMCTOB B MPHIJIOKEHUH K TEKCTY HE yKa3bIBaeTCs

17. B pacmmdpoBKke MOANKUCH MHUIHAIBI BCET/AA CTOSIT 0 (pamMunuu

18. JlokymMeHTHI (PMHAHCOBOTO XapaKkTepa MOTYT UMETh JIBE TIOANNCH

19.0TmeTka 00 UCTIOTHEHUH TOKYMEHTA IIPOCTABIISIETCS B JIEBOM HU)KHEM YTITY ITEPBOTO
JMCTa TOKyMEHTA

20.01™MeTKa O TIOCTYIUIEHUH MPOCTABIISIETCS TOJIBKO HA MPHUCHUTAEMBIX (BXOJISIIHX )
TOKYMEHTax

Bvibepume npasunvuwiti omeem.

K xaosrcoomy 3adanuio oanel 3 éapuanma omeema, u3 KOmopvix moibko 00UH GepHulil. B
bnanke omeemos nocmagvme nOO HOMEPOM 3a0aHuUs OYKEY 0Omeema, KOmopwlil Ha 6aul 6327140
ABNAEMCA NPABUNLHBIM.

1. JIucTtel HyMEPYIOTCHL. ..

a) MocepeIMHE HUYKHETO TOJIS JINCTa
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0) nocepevHE BEPXHETO MO0JIS JIUCTA

B) B [IPAaBOM BEPXHEM YTy

2. Hymeparnus ctpanui; opopMIIsitoT Tax. ..

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CyIIECTBYET MOJI0KEHUH Tadynaropa

a)6

0) 8

B) 4

4. Ot Hy/IEBOTO MOJIOKEHUS Ta0YIATOpa 0HOPMIISIIOT. . .

a) HaMMEHOBaHUE BUJAa IOKyMEHTa

0) ampecar

B) Tpu} yTBEPKIACHUS

5. Kakum HHTEpBAIOM OTICIISIOT IPYT OT APYyra PpeKBU3UTHI MTPU 0(OPMIICHUH TOKYMEHTA
Ha popmate A4?

a) OAMHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kakoii pekBU3HUT HE BXOJUT B COCTaB OJaHKa MUchbMa?

a) CIpaBOYHbIE TaHHbIE 00 OpraHu3aluu

0) MecTo M3maHus

B) CChUIKA HAa HOMEP | JIaTy BXOJIAIIETO JTOKYMECHTA

7. JIOTKHOCTHOM OJIaHK SIBIISICTCS] Pa3HOBHIHOCTHIO

a) oOmero O1aHKa

0) OaHKa IMUCchMa

B) OJJaHK KOHKPETHOTO BH/Ia JOKYMEHTA

8. Mo>keT Tu MUHUCTpP MOJNUCaTh TOKYMEHT, O(OPMIICHHBII Ha JOKHOCTHOM OJIaHKe
3aMeCcTUTENs] MUHHUCTpa?

a) MOXKeT

0) HEC MOXKET

B) 110 JKEJIaHUIO

9. PekBU3UT «CIIpaBOYHBIC JaHHBIC 00 OPTaHU3AIHIY 0()OPMIISIOT

a) TOJIBKO Ha OJIaHKax MHChMa

0) Ha Bcex OJTaHKax

B) TOJIbKO Ha OJlaHKe KOHKPETHOTO BUJa IOKYMEHTa

10. Ha Gnanke cy0bekToB PO pekBU3UTH 0)OPMIISIOTCS:

a) TOJBKO Ha PYCCKOM SI3BIKE

0) TOJIbKO Ha HAIIMOHAJILHOM SI3bIKE

B) Ha JIBYX S3bIKaX: PyCCKOM M HAITMOHATLHOM

11. Jlata moxymeHTa O(pOPMIIIETCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHnU AOTKHOCTHOMY JTUIy HHUITUAIBI CTABSIT. ..

a) 10 hamuuu

0) nociie pamMuINu
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B) [10 YCMOTPEHUIO CEKpeTaps

13. MecTo u3ganus JOKyMeHTa 0(hOPMIISIETCS TaK

a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxeOHOE THCbMO MOXKET CO/IepKaTh He Ooee

a) 4eThIpex aJpecaToB

0) IBYX aapecaToB

B) TPEX a/IpecaToB

15. 3aronoBoK K TEKCTY COCTABISIETCA K JOKYMEHTaM, O(OPMIICHHBIM. ..

a) Ha popmare A4

0) Ha popmate AS

B) Ha mo6oM (popmate

16. Tekct nokymenTa Ha popmare A4 0hOPMIISIOT..

a) yepes OJIMH MHTEPBAIl

0) uepe3 MoJITOpa UHTEpBAJA

B) Uepe3 JBa UHTEpBaja

17. Pe3omonnto 0hOpMIISIET. ..

a) pyKOBOJIUTEIb

0) cexpeTrapb

B) HCIIOJIHUTEIb

18. B pexBHU3UTE «IIOAMUCH)» UHUIIUABI CTABST. ..

a) 10 haMuIIu

0) nocne Gpamuinu

B) HE UMEET 3HAUYCHUS

19. Or™MeTKka 0 MOCTYTUICHUH O(OPMIISETCS. ..

a) Ha MOCTYMAOIIUX TOKyMEHTaX

0) Ha OTIPABIIAEMBIX JOKYMEHTaX

B) Ha BCeX JIOKYMEHTax

20. Pe3ynbpTaT paccMOTpeHMsI JOKYMEHTa pyKOBOAMUTENEM OopMIIsieTcs. ..

a) rpuoM yTBEpKICHUS

0) pesonronuei

B) rpu(oOM coracoBaHus

Yposens B.

Bcmasvme nponywenuvie 6 mexcme cnosa.

1. ®opmymsip JOKyMeHTa — 3TO Habop o(uMaIEHOrO MUCBMEHHOTO
JIOKYMEHTA, pacloJIOKEHHBIX B ONPEIETICHHOM

2. bnank JoKyMeHTa — 3To Habop , UICHTUPHUIUPYIOIINNA
o(uMaIbHOr0 MUCHMEHHOTO JJOKYMEHTA.

3. Ecm TexeT mokyMmeHTa Ha popmare A4 HareyataH gyepes MmoJTopa HHTepBaa,
PEKBU3UTHI OTACIISIO IPYT OT IpyTa UHTEpBAJIAMH.

4. PekBU3UT «cIIpaBOYHBIE JaHHBIE 00 OpraHu3aIm» oQOPMIIIOT TOJIBKO B OJIaHKe

5. JlaToit moKyMeHTa sIBIISIETCS AaTa €ro WIH
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6. YTBepkaeHne — 3T0 0coObIii criocod JTOKYMEHTa TI0CJIE €T0
, CAHKIIMOHUPYIOIINI paclpoCcTpaHeHUe ACHCTBHS JOKYMEHTa Ha

ONpeACIICHHBIN KPYT JIUII, TPaXJaH, OpraHU3alHil.

7. Pe3omtonust — 310 Ha JIOKYMEHTE, ClIeIaHHas
U COJIepIKalliasl IPUHATOE
8. 3arooBoOK K TEKCTy JOKyMeHTa oopmiisieTcs B W
najiexe.

9. PexBusut «oT™MeTKa 06 HCIIOJIHCHUU JOKYMCHTA U HAIIPaBJICHUU €TI0 B JACJI0»
O(l)OpMJ'ISIeTCSI B HYaCTHU HUXKHETO IT0JIsA JIMCTa JOKYMCHTA

10. OT™MeTKy O OCTYIUICHUH IOKYMEHTA IPOCTABIISIOT B HIDKHEM
YTy JMCTa JIOKYMEHTA.

TECT 3.

YpoBenn A.

Buvibepume eproe ymeepoicoerue

1. Pemenne u3gaercss Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

2. Tekct nprKkasa Mo OCHOBHOM JICATEIILHOCTH ,KaK MPABHIIO, COCTOUT M3 JIBYX YacTeu
3.KoHcraTupyromiast 4acTh TEKCTa B MIPUKA3€ 110 OCHOBHOM JICATEITLHOCTH MOXKET
OTCYTCTBOBAaTh

4. TIyHKTBI TEKCTa NpHKa3a B PaCHOPSAIUTEIHLHOM YaCTH HYMEPYIOTCS apaOCKUMH

nudpamu

5.ITpuKasbpl IO OCHOBHOM JIEATEIBHOCTH H 10 JIMYHOMY COCTaBY UMEIOT OOMIYIO
HyMepaIuio
6.PeKBU3HAT «OTMETKA O HAIMYMH MPUIIOKEHHS» MOCIIe TEKCTa MPHUKAa3a CaMOCTOSTEIIEHO

He oopMIIIeTCs

7.3aroJ0BOK K TEKCTY MPHUKa3a 110 OCHOBHOM IEATEIHHOCTH (hOpMyaupyeTcs B
POJIUTEIHLHOM MaJeKe

8.I1pukas3 1mo OCHOBHOM JEATEIBHOCTH, KaK MPABUIIO, MTOIMUCHIBAET PYKOBOIUTEIH
OpraHu3aIu

9. IlocTaHOBIEHUS M PEIICHHS] UMEIOT OHY ITOJAINCH

10. PacniopsiiuTenbHble TOKYMEHTBI BCTYIAIOT B CHJIy C MOMEHTA UX MOJMTUCAHUS
Buvibepume npasunvuwii omeem.

K kaostcoomy 3adanuio danwi 3 eapuanma omeema, u3 KOMOpPuIX MOJIbKO 00UH 6epHblU. B

Onamke omeemos nocmasbme NOO HOMEPOM 3a0anusi OYKEY omeema, KOMopwli HA 8aul 8327510
ABTIEMCS NPABUTLHBIM.

1. PaciopsAMTENbHBIA JOKYMEHT, KOTOPBIN U3aeTCa Ha OCHOBE €IMHOHAYaIH

a) peleHue

0) npukas

B) [IOCTaHOBJICHUE

2. PacTiopsiuTeNbHBIN TOKYMEHT, KOTOPBI U3/1aeTCs HAa OCHOBE KOJUIETHAILHOTO
PYKOBOJACTBA

a) rpukas

0) peuieHue

B) pacnopsiKeHue

3. U3 CKOJBKUX COCTaBHBIX YacCTeW, KaK MPaBUIIO, COCTOMT TEKCT PACHOPSAUTEIHHOTO

JIOKYMEHTa

a) U3 IByX

0) u3 oHOM

B) U3 TpeX

4, ®aMunio U AOHKHOCTD UCIIONHHUTEIS B PACTIOPSIUTEILHON YaCTH TEKCTa MPUKa3a o

OCHOBHOH JI€ATEIbHOCTH YKa3bIBarOT

a) B UMCHHUTEILHOM I1aJIeKe
0) B pOIUTENLHOM NAJEXKE
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B) B J1aTEJIbHOM IT1aJICKE

5. B cocTaB pekBU3HUTOB MpHKa3a 0 OCHOBHOM AESITEIBbHOCTU HE BXOJUT PEKBUZUT

a) rpud yTBEpKIACHUS

0) 3aroJI0BOK K TEKCTY

B) HOMEp JJOKYMEHTa

6. [Iprka3 Mo OCHOBHOM JIeATEIHLHOCTH TIOITUCHIBACT

a) pyKOBOJIUTEIIb

0) cekperapb

B) HCIIOJIHUTEIb

7. [locTanoBIEHUE TOJIUCHIBAET

a) pyKOBOJIUTEIIb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJJIETHaIbHOTO OpraHa

8. [Ipuka3 Mo OCHOBHOM JeATEIHHOCTH O(POPMIISIOT

a) Ha OJIaHKe MTHChMa

0) Ha OJaHKe KOHKPETHOTO BU1a JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CnoBo «IIpHWKa3bIBalO» B TEKCTE MPHUKa3a MO OCHOBHOW NEATEIHHOCTH O(OPMIISIOT B
CJIETyIOIIEeM HATUCAHUH

a) [IPUKA3BAIO

0) nMpuKa3bIBaIO

B) IIpukassiBaro

10. PacniopsinuTenbHas 4acTh B paCHOPSHKEHUH HAYMHAETCS CIIOBOM

a) [IPEJIJIATATO

0) PELIHAET

B) [IOCTAHOBJISET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. OpranuzanoHHO-pacTIOPSIAUTEIbHBIN JOKYMEHT — 3TO BUJ MHUCbMEHHOTO JJOKYMEHTA,
B KOTOPOM (PUKCHPYIOTCS aAMUHUCTPATUBHBIX M OPTraHU3aLMOHHBIX
BOIIPOCOB, a TakKX€ BOIPOCOB , B3aUMOJEWCTBUS, oOOecreueHus u
PETrYIMPOBAHMS JI€ATEIbHOCTH OPraHOB BIIACTU, YUPEXKICHHUM, MPEANPUITHI U OpraHU3alMi, UX
MO/APA3/IeJICHUN U JOJKHOCTHBIX JIUIL.

2. TlocTaHoBNeHHE — 3TO MPABOBOM aKT, MPUHUMAEMBIA BBICIIMMH WJIH HEKOTOPHIMHU
LEHTPaJbHbIMU  OpraHaMu BJIACTH, JICUCTBYIOIIMMH HAa OCHOBE
yIpaBieHHs, B IENAX pa3pelieHuss HauOolee BaXKHBIX H
NPUHLMIIAAIBHBIX 33]a4, CTOSIIMX Mepe]l NaHHBIMU OpraHamMH, M YCTAHOBJIEHHS CTaOMIJIbHBIX
HOPM, MPaBUII

3. Pemenrie — 3T0 pacmopsAUTENbHBIA JOKYMEHT, KOTOPBIH SBIISICTCS MPABOBBIM aKTOM,
MIPUHUMAEMbIM BJIACTH.

4.  Pacnops:keHMe  —  3TO YIPABJICHUS
rOCYJapCTBEHHOTO OpraHa, UMEIOLIMK BJIACTHBIN XapakTep, W3/IaHHbIM B pamMKax MPUCBOEHHOTO
JOJIKHOCTHOMY JIMIYy, TOCYJapCTBEHHOMY OpraHy KOMIETEHLUH, UMEIOINN
CUJTY JUIsl TPaXK/1aH U OpraHu3alui, KOTOPhIM pacToOpsiKEHUE aJpecOBaHO.

5. [Ipukaz — 3TO MpPaBOBOM aKT, W3/1aBACMBIN OpraHH3aInH,
JIEUCTBYIOILEH HA OCHOBE .

6. TekcT pacnopsIUTEIEHOTO JOKYMEHTA Yallle BCEro COCTOUT U3 IBYX B3aMMO3aBUCHUMBIX
qyacTeu - 51 .

7. B 3aBHCHUMOCTH OT BUJa IOKYMEHTa PaclopsInTeNbHAsl YaCTh HAYMHAECTCS CJIOBAMU:

— B [IOCTaHOBJICHUH; — B PEILICHUH;
— B pacHopsiKeHHH; — B IIPHUKAa3e.

8. PexkBH3UT «OTMETKAa O HAIMYUU TMPWIOKEHHUS» IOCIE TEKCTa PACIOPSIUTEIHHOTO

JIOKYMEHTA CaMOCTOATEIIbHO
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9. TekcT pacHoOpsSAUTENLHOTO JTOKYMEHTa JOKEH HMETh 3arojioBOK, KOTOPBII

bopmynupyercs B najexe.
10. Ilpukassl U pacoOpsKEHUS TTOAMUCHIBACT WIH
11. [TocTanoBieHUs u peeHus UMEIOT 1BE TIOJTITHCH —
" KOJIJIETHAJILHOTO OpraHa.

12. PaCHOpHI[I/ITeJ'ILHI)IC JOKYMCHTEI BCTYIIalOT B CUJIy C MOMCHTA UX
NI JOBCACHUA JO CBCIACHMUA.

TECT 4.

YpoBensb A.

Buvibepume 6epnoe ymeepaicoenue

1. Pemenue uznaeTcsi Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJICTBA

2. TekcT mpurKa3a Mo OCHOBHOM JIEATEIBHOCTH ,KaK MPaBUIIO, COCTOUT U3 JIBYX YacTen

3.KoHcraTupyromias 4acTh TeKCTa B IPUKA3€ [0 OCHOBHOM JI€ATEIbHOCTU MOXKET

OTCYTCTBOBAaTh

4. TIyHKTBI TEeKCTa NpHUKa3a B paACHOPSAUTEIBHOM YACTH HYMEPYIOTCS apaOCKUMuU
udpamu

5.I1pukasbl MO OCHOBHOM IEATEIBHOCTH U M0 TUYHOMY COCTaBY UMEIOT OOIIYIO

HyMEpaIuio

6.PexBU3UT «OTMETKA O HAIMYUH MPUIIOKEHHS» MOCIe TEKCTa MPHUKa3a CaMOCTOSTEIILHO
He oopmitsercs

7.3aroJIoBOK K TEKCTY MPHUKa3a [0 OCHOBHOMU AESITeTbHOCTU (hOPMYIIUpYyeTCs B

POIUTEIIBHOM TIaJICKE

8.IIpuka3 o oCHOBHOM AESITENbHOCTH, KaK MPaBUIIO, MTOANUCHIBAET PYKOBOIUTENb

OpraHH3aIiH

9. [locTaHOBIEHUS U PELICHUS UMEIOT OJJHY MOJIMUCH

10. PacriopsiiuTenbHBIE TOKYMEHTHI BCTYIAIOT B CHJTY C MOMEHTA MX TIOIITUCAHUS

Buvibepume npasunvhuwiii omseem.

K kascoomy 3a0anuto oanvl 3 eéapuanma omeema, u3 KOmMopvlx mojabko 0OUH 8epHulll. B
Onanke omeemog nocmasbme NOO HOMEPOM 3A0aHUs OYKEY omeema, KOMOpbll HA 8aul 6327510
ABNAEMCS NPAGUTILHBIM.

1. PaciopsiAMTeNnbHBIN JOKYMEHT, KOTOPBIN U37aeTCa Ha OCHOBE €IMHOHAYAIHS

a) pelreHue

0) npukas

B) IOCTAHOBJICHUE

2. PacniopsiuTeNbHBIN TOKYMEHT, KOTOPBIA U3Ja€TCSI HA OCHOBE KOJUIETHAIbHOTO

PYKOBOJICTBA

a) npuKas

0) peuieHue

B) pacropsbKeHue

3. VI3 CKONBKUX COCTaBHBIX YacTel, KaK MPaBWIO, COCTOUT TEKCT PACIOPSIUTEIBHOTO
JOKyMEHTa

a) 13 IByX

0) U3 ogHOIM

B) U3 TpeX

4. ®aMUIIMIO U TOJDKHOCTH UCTIONHUTENS B PACIOPSAUTEILHON YacTH TEKCTa MpHKa3a 1o
OCHOBHOM JIEATENIBHOCTH YKa3bIBAIOT

a) B UMCHUTEILHOM IaJIeXKe

0) B pOJIUTEIILHOM MaJeKe

B) B JIaTEIILHOM TIaJIekKe

5. B cocTaB peKBH3UTOB IPHKa3a IO OCHOBHOM JICATEILHOCTH HE BXOJAUT PEKBU3HT

a) rpu¢ yTBepKIeHUS

0) 3aroJI0BOK K TEKCTY
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B) HOMEp JOKYMEHTA

6. [Iprka3 Mo OCHOBHOM JEATEIHHOCTH TOITUCHIBACT

a) pyKOBOJIUTEIIb

0) cekperapb

B) HCIIOJIHUTEIb

7. [TocTaHOBJIEHUE TOJINMUCHIBAET

a) pyKOBOJIUTEIIb

0) cekperapb

B) PYKOBOJUTEINb U CEKPETAPh KOJUIETHAJIBHOI'O OpraHa

8. [Ipuka3 Mo OCHOBHOM JeATEIHHOCTH O(POPMIISIOT

a) Ha OJIaHKe IMHChMa

0) Ha OJaHKe KOHKPETHOTO BU1A JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CnoBo «IIpHKa3bIBalO» B TEKCTE MPHUKa3a M0 OCHOBHOW JEATEIHHOCTH O(OPMIISIOT B
CJEIYIOIEM HAIMCAHUHU

a) [IPUKA3BAIO

0) nMpuKa3bIBaIO

B) IIpuka3siBaro

10. PacniopsinuTenbHas 4acTh B paCHOPSHKEHUH HAYMHAETCS CIIOBOM

a) [IPEJIJIATATO

0) PEIIIAET

B) [IOCTAHOBJISET

Yposens B.

Bcmaesvme nponywennvie 6 mexcme cnoea.

1. Opranu3anMoOHHO-pacIOPSIAUTEIbHBIA JOKYMEHT — 3TO BUJ MUCbMEHHOI'O JOKYMEHTA,
B KOTOPOM (PUKCHPYIOTCS aJIMMHHUCTPATUBHBIX U OPraHU3allMOHHBIX
BOIIPOCOB, a TakKX€ BOIPOCOB , B3aMMOJCUCTBUS, OOECIeYeHUsT |
pEryJINPOBaHUs JESATEIBHOCTH OPraHOB BIACTH, YUPEKICHWM, NPEIIPUITHA U OpraHu3alui, Ux
MO/APAa3/IeJICHNN U JOJKHOCTHBIX JIUIL.

2. IlocraHOBNIEHHE — 3TO MPABOBOM AKT, NPUHUMAEMBIH BBICIIMMH WJIH HEKOTOPHIMH
LEHTPAIbHBIMM  OpPraHaMH BJIACTH, JICUCTBYIOIIMMH HAa OCHOBE
yIpaBleHHs, B ILeNAX paspelieHus Haubojee BaXHBIX U
NPUHLMIIAAIBHBIX 33Ja4, CTOSIIUX Mepel JaHHBIMU OpraHaMH, M YCTAaHOBJIEHUS CTaOMJIbHBIX
HOpPM, MPaBUI— 3TO PaCHOPSAOUTEIBHBIM JOKYMEHT, KOTODPBIN SBISIETCS IPaBOBBIM aKTOM,
MPUHUMAEMbIM BJIACTH.

4.  PacnopspkeHue  —  3TO YIIPaBICHUS
rOCYJapCTBEHHOTO OpraHa, MMEIOIINK BIIACTHBIN XapaKTep, W3aHHBIA B paMKax IPUCBOCHHOTO
JOJDKHOCTHOMY JIMIYy, TOCYAApPCTBEHHOMY OpraHy KOMIIETCHIUHU, WUMEIOLIUN
CUJIy JUISl TPaXK/1aH U OpraHU3alui, KOTOPBIM PACIIOPSKEHUE aAPECOBAHO.

5. Ilpuka3 — 3TO MpaBOBOM aKT, W3/laBaEMbIii OpraHu3alui,
JIEUCTBYIOIIEA HA OCHOBE .

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

7. B 3aBUCHMOCTH OT BUJa JJOKYMEHTa PAacCHOPsAUTENIbHAS YaCTh HAUUHACTCS CIIOBAMMU:

— B IIOCTAHOBJICHNUH; — B pelICHUH;
— B pacopsKEHUH; — B IIPUKAa3e.

8. PeKkBU3MT «OTMETKa O HATUYMW TPIIOKEHHS» IOCIE TEKCTa PACIOPSAUTEIHHOTO
JIOKYMEHTa CaMOCTOATEIILHO .

9. TekcT pacnopsAUTENEHOTO JOKYMEHTA JIOJDKEH UMETh 3aroJIOBOK, KOTOPBIN

bopmynupyercs B rajexe.

10. [Tpuka3sl ¥ pacIoOpsHKEHHS MO IITHCHIBACT 1581071
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11. [Tocra"oBieHUS u perieHus UMEIOT Be IIOAITHUCH —
u KOJUIETHaJIbHOTO OpraHa.

12. PacriopsiiuTebHBIC TOKYMEHTHI BCTYIAIOT B CHJTY C MOMEHTA MX
NI JOBCACHUA 10 CBCIACHUNA.

TECT S.

YpoBensb A.

Buvibepume 6epnoe ymeepaicoenue

1. B xpaTKoM NPOTOKOJIE MPUBOIATCS TEKCThI BHICTYIUICHUIA

2. JlaToit mpOTOKOJIa SIBJISIETCS 1aTa MIPOBEICHHUS 3aceIaHus

3. B mpoTroxkoiie 00s3aTeIbHO YKA3bIBAETCS KOJIUYECTBO MPUCYTCTBYIOIINX

4. B Tekcte nmpoTokosia MoxeT orcyrcTBoBaTh NyHKT BBICTYIIMJIN

5. B mpoTtoxkoiie yka3pIBaroTCs pe3yiabTaThl TOJIOCOBAHUS

6. IIpoTOKOJI COCTAaBIISAETCS B OTHOM SK3EMIUISIpE

7. I[IpoTOKOI MOMUCKHIBAIOT MPEACEIATENb U CEKPETaph KOJJIETHaIbHOTO OpraHa

8. Ha pacimpeHHBIX 3aceJaHMsIX COCTAaB MPUCYTCTBYIOIINX YKA3bIBACTCS KOJTMICCTBEHHO

9.BrInucka u3 MpoToKoa yaocToBepsiercs 0hopMICHHEM PEKBU3UTA «OTMETKA O

3aBEPCHUU KON

10./laToii BHIMUCKY U3 IPOTOKOJIA SIBJISIETCA JaTa, YKa3Has Kak Jara MOoMUCaHHs

IIPOTOKOJIA

Buibepume npasunvuwiii omeem.

K kaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3z KOmopwvix mojibko 0OUH 8epHulll. B
Onanke omeemog nocmasbme NOO HOMEPOM 3A0aHUs OYKEy omeemda, KOMOpbll HA 8aul 6327510
ABNACMCA NPAGUTLHBIM.

1. laToii mpoTOKOJIA SBIIACTCS

a) jaTa 3ace/laHus

0) nata opopmieHuUs

B) JlaTa MOANUCAHUS

2. VI3 CKONBKUX YacTei COCTOUT TEKCT MPOTOKOJIA

a) ojTHOM

0) 1BYX

B) Tpex

3. Bonpocel moBecTKH JHS B MPOTOKOJIE (DOPMYIHUPYIOTCS

a) B UMECHHUTEIBbHOM MAJIEKE

0) B IPEUIOKHOM AJEKE

B) B BUHUTEIHOM MaJIexKe

4. [TpoTOKOJI MOAMKUCKHIBAET

a) pyKOBOJIUTEIb

0) cexperapb

B) IIpe/iceaTellb U CEKpPEeTaph KOJIJIETHaIbHOIO OpraHa

5. Kakas gacTh B cxeMe OCTpOeHHUs OCHOBHOM YacTH MPOTOKOJIAa MOXKET OTCYTCTBOBAThH

a) CJIVIHAJI1

0) BbICTYIINJIN

B) [IOCTAHOBWJIN

6. [TpoToxon odopmisoT

a) B OJIHOM 3K3EeMILISIpE

0) B ABYX 3K3EMIUIIpax

B) B TPEX IK3EMILIAPAX

7. JlaToi BBIMUCKH U3 MIPOTOKOJIA SBISETCS

a) nata opopMIIEHUS TPOTOKOJIA

0) nata, yka3aHHasi B OTMETKE O 3aBEPEHUU KOITUU

B) JaTa NOANMCAaHUS TPOTOKOJIA
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8. Beimucky 13 npoToOKoIa MOANKUCHIBACT

a) PYKOBOJUTEINb

0) 3aBeyIOIINI KaHIEIsIpUen

B) CEKpeTapb, 0(pOPMUBIIHIA BBITHCKY

9. Kak oopmiisitoTes B TEKCTE MPOTOKOJIA, IPUCYTCTBYIOIINE, €CITU UX 22 YeIoBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPUIIATaeTCs )

0) [IpucyrcTBOBaNU: NEPEUNCIAIOTCS (PAMUITUU TPUCYTCTBYIOLIUX B aj(aBUTHOM

MopsiAKe

B) [IpucyrcrBoBanu: 22 yenoBeka

10. ITpoToKOIBI YTBEPKIAIOTCS

a) Bcerma

0) yTBEp>KJICHUIO TTO/JIeKAT HEKOTOPbIE BUbI IPOTOKOJIOB

B) 10 YKa3aHUIO PYKOBOJIUTES

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnoaa.

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

2. Tekct MPOTOKOJIA COCTOUT u3 JIBYX qacTeu: BBOJIHOI "

3. KomngectBo YKa3bIBaeTCsl 00513aTE€NbHO, TaK KaK OT 3TOT'0 3aBUCHUT
KBOPYM IIPU MPUHATHH PEIICHUS TOJI0COBAaHHEM
4. Ha pacimpeHHBIX 3aCeJaHUAX C OOJBIITUM YHCIIOM MPUCYTCTBYIOIIUX UX COCTAB

yKa3bIBaeTCs
5. Kaxaplit Bonpoc noBecTKy JHS apabckumu nudpamu,
oopmisieTcs: ¢ KpacHOM CTPOKH U (GOPMYIIHUPYETCs B nasiexe.

6. Kaxxplii IyHKT MMOBECTKH JHS CTPOHUTCS IO CXEME: ,

7. Ecmu Bompoc He oOcyxpaiucs, ITyHKT MOXET
OTCYTCTBOBATb.
8. IIpoTokoin opopmisercs B 9K3EMILISIpe

9. Beinucka 13 NpoToKoJa y10cToBepseTcs: 0hOpMIEHUEM PEKBU3NUTA

10. Z[aTOﬁ BBITIMCKHU U3 ITPOTOKOJIA ABJISICTCA AaTa, YKa3aHHAA

TECT 6.

YpoBens A.

Buibepume seproe ymeepoicoenue

1. BuyTpeHnHss nokiaaaHas 3anucka oopmisiercs Ha OlaHKe OpraHu3alun

2. TekcT HOKIaIHOM 3aITUCKU COAEPIKUT TOJIBKO 00CTOSITEIbHOE H3JI0KEHUE BOIPOCa

3. BHYTpEHHIOI0 JOKIIAHYIO 3aMMCKY MTOAMMCHIBAET COCTABUTEINb

4. AnpecaHT B JIOKJIaJIHOM 3alMCKe YKa3bIBAETCsl B UMEHUTEIBHOM Majiexe

5. B ampecare nokiiamHOM 3aMMCKU YKa3bIBAIOT TOJIBKO (DaMHIIHIO

Bvibepume npasunvhbiii omeem.

K kascoomy 3aoanuro daner 3 eapuanma omeema, u3 KOmopuvlx moabko 0OUH 6epHulil. B
Onanke omeemos nocmasvbme NOO0 HOMEPOM 3A0aHusi OYKEy omeemad, KOMopbvlil HA 6aul 632750
ABIAEMCS NPABUTLHBIM.

1. BHYTpeHHIOIO JOKJIaHYIO 3aITUCKY MOIICHIBAET

a) COCTaBUTEIb

0) pyKOBOJUTENb MOAPA3/ICICHUS

B) CEKpeTapb

2. B ckonbKuX 3K3eMIUIsipax opopMIiIsieTcss BHEIIHSAS JOKIa{Has 3a1ucKa

a) B OJIHOM
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0) B IBYX

B) B TpeX

3. PekBU3UTHI 00BACHUTEIBHOMN 3aIIMCKHU IO TOBOLy OOBSCHEHUS OCTYIKA aHAJIOTUYHBI
a) BHYTPEHHEH TOKJIaHOM 3al1CKU

0) BHyTpEHHEH CIPaBKU

B) CIIy’KEOHOMY ITUCHbMY

4. TexcT AOKJIAQAHOMN 3alMCKU, KaK MPaBUJI COCTOUT

a) U3 OJHOM YacTH

0) U3 IBYX YacTei

B) U3 TpeX yacTeu

5. B coctaB pekBU3UTOB BHELIHEH TOKIaIHOM 3aIIMCKU HE BXOAUT
a) 3aroJIOBOK K TEKCTY

0) meyathb

B) TIOAIHUCH

Yposens B.

Bcmasbme nponywennvie 6 mexcme cnosa.

1. Jloknmagnasi 3amucKka — JOKYMEHT, aJpecOBaHHBIM I10
KOHKPETHOW TEME C Y MIPEIUIOKEHUSIMH 11O HEM.

2. BaemHmoro JOKJIAAHYHO 3allUCKy, aJApC€COBAHHYIO B BBIHICCTOAINYHO OpraHUu3alunio
oA ChIBACT
3. BHYTpeHHIOIO JOKJIAIHYIO 3aIlIUCKY COCTABJIACT U IMOAIIUCHIBACT

4. PexBU3HUTHI BHYTPCHHEH JIOKJIaTHOW 3aIIMCKH:

- agpecar (B 1aTebHOM MaJIexKe)

- (B pOIUTEIIHBHOM ITaJICHKE)
- HANMEHOBAHUE BHUJIa JOKYMEHTA

- TEKCT

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

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

- HHJICKC
- MCCTO COCTABJICHHUA JOKYMCHTA

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

- OTMETKa 00 MCIIOTHCHUU U HaITpaBJICHUU JOKYMCHTA B ACJI0

TECT 7.

YpoBens A.

Buvibepume seproe ymeepoicoeHue

1. Tekcr cimy»)eOHOTO MUChbMa MOKET OBITh POCTHIM

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

3.B TpadapeTHOM TEKCTE HE ClIeAyeT HAUMHATh TEKCT CO CBOOOIHOTO MECTa, OTBEJCHHOTO
JUIsl IepeMEeHHON UH(popMaIun

4. B ciy>keOHOM MHUChbME TEKCT MUIIETCs OT 1-To JIMiia MHOKECTBEHHOT'O YUCIia

5. Beigenst npuceuiaeMbie U OTIIpaBiIsieMble THChMa

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

7. MakcuMaabHOE KOJIMYECTBO a/IpecaToB B MUCHME - 4
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8. MakcuManbHbIil 00BEM MHUCbMA — 2 JIHCTA

9. CiyxebHOe TUCHhMO MOXKET UMETh JBE MOAHICH

10. CnyxeGHOE MUCHMO MOTYT YJOCTOBEPATH IEUATHIO

Bvibepume npasunvuwiii omeem.

K kaosicoomy 3adanuro oanvl 3 eapuanma omeema, U3 KOmMopvlx moabkKo 0OUH 8epHulil. B
Onamnke omeemos nocmasbme NOO HOMEPOM 3A0aHUsi OYKEY omeemad, KOMOpbill HA 8aul 6327150
ABNIAEMCS NPABUTILHBIM.

1. Tekcr cimy»)eOHOTO MUChbMa COCTABISIETCS OT

a) 1-ro n1Mia MHOXKECTBEHHOTO YKCiIa

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 IHCbMaXx

B) B MHULIMATUBHBIX TUCbMaxX

3. PykoBouTeNb M IIIaBHBIM OyXrajiTep NOJIHCHIBAIOT

a) MUChbMO-U3BEIICHUE

0) pexiiaMHOE TTUCEMO

B) TapaHTUHHOE MUCHMO

4. B cocTaB peKBU3UTOB CIY>KEOHOI'O MMCbMa HE BXOAUT

a) ajpecar

0) Ha3BaHUE BUJA IOKYMEHTA

B) IIOJINTHCH

5. TekcT ciry:ke0HOro MUchMa MOKHO 0(OpMHUTE Ha GopmaTe AS, eciu

a) Het Oyranka ¢popmara A4

0) TEKCT MKUcbMa HE IPEBBIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIIINE YKa3aHUS PYKOBOAUTES

6. Ckonbpko OJIaHKOB MOTpeOyeTcs, €ClIu CIy)KeOHOe MHUChMO HAIpPaBIsICTCS B JiBa
aapecata

a) OJIH

0) 1Ba

B) TpHU

7. MakcuManbHbIi 00beM CiTyKeOHOTro IHChbMa

a) 0JlHa CTpaHHUIlA

0) ABE cTpaHUIIBI

B) TPU CTPaHULIbI

8. Ileuatsto ynocroBepsercs

a) MMChbMO-HAIIOMUHAHUE

0) nuCHLMO-TIpUTTIAIICHNE

B) FapaHTUIHOE TUCBMO

9. OT™meTKa 0 MOCTYIUIEHUH JOKYMEHTa B OPTaHU3alUI0 TPOCTABIISAETCS

a) Ha BCceX JOKyMEHTax

0) TOJIBKO Ha MPUCHUIAEMBIX

B) 110 YCMOTPEHHIO CEKpeTapsi

10. B nucbMe 0oTMETKa O TIOCTYIUICHUH IOKYMEHTA MPOCTABISAETCS

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

0) B IEBOM HUKHEM YTJy MOCIEAHETO JUCTA TIOKYMEHTa

B) Ha J11000M CBOOOTHOM MECTE

Yposens B.

Bcmasvme nponywennvie 6 mexkcme cnoaa.

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

2. TekcT muchMa, Kak MpaBUiIo, COCTOMT M3 JIBYX YacTel. B mepBoii acTu gaercs
, BO BTOPOM 4acTu .
3. TekcT nucbMa MOYKET COCTOATH U3 OTHOIM YacCTH.

21



4. TTucekMo MOXHO o(pOopMUTH Ha GopMare A5, €Ciau TEKCT COJAEPKUT HE

CTpOK.

5. CityebHO€ MTUChMO — 3TO €IMHCTBEHHBIN JOKYMEHT, KOTOPBIA HE UMEET
JOKYMEHTA.

6. MakcuManbHOE KOJIMYECTBO aJpecaToB B IHChMe- .

7. Kak mpaBuiao, MakCUMalbHBIH 00BEM NHUCHMA - JMcTa, BTOpasd
cTpaHuLa opopmisieTcs Ha JHCTE.

8. IlncbMa (pMHAHCOBOTO XapaKTepa JOKHBI UMETh MOJIHUCH.

9. PexBHU3UTHI CITy’)KeOHOTO MHUCHMA:

- PEeKBU3UTHI OJIaHKA MTUCHMA;

- ajpecar;

- pe30IIIoNus;

- TEKCT;
- OTMETKA O HAJUYHH MPUII0KCHHS;

- OTTHCK TI€YaTH;

-0TMETKA 00 MCIIOJIHUTENE;

-OTMeTKa 00 UCTIOJTHEHUH JTOKYMEHTA U HAIPaBJICHUH €r0 B JEJI0;

- ( TOJBKO TSI BXOSIINX ITHCEM. )

3. IPAKTUYECKHUE 3AJIAHUS.

1. Tema: «Opranusanus J0KyMeHTO000pOTAa B yIIPABJICHUN.
3apanue 1. CocTaBUTh CXEMY FOPU30HTAIIBHOTO JJOKYMEHTOIIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBLHOTO JIOKYMEHTOIOTOKA.

1. Tema: «Perucrpamnusi ¥ KOHTPOJIb HCIOJHEHNUS TOKYMEHTOB B OPraHU3aMN»
3apanue 1. ChopMupoBaTh KAPTOUKH JIJIST UCXOSIINX TOKYMEHTOB U BHYTPEHHHUX
JOKYMEHTOB OpPTaHU3AIMU M0 00pa3ily KapTOUKH AJIsT BXOSIINX JOKYMEHTOB.

OO0pa3sen KAPTOYKH PEruCTPANMU BXOASIIHX TOKYMEHTOB.

CpoOK UCTIOTHEHUS Mecsng
1234567891011121314151617 1819202122 23242526 27
28293031

KoppecnonieHT (aBTOp)

[ara nonyuenus Bxonsmmit Homep [ara nokymeHnra No nokymenta

3aroyioBoK (0 4eM)

Pesonronms

Wcnonnutens (yka3piBaeTcst paMuiIus U HHUIIMATIB)

I_[aHHl)le AJIA PErucrpanu HCxXoadmux J10KyMEHTOB:

Ha3BaHUE MO/APa3/IesieHus1, TOATOTOBUBILIETO JOKYMEHT,
UCXOSIIINANA HOMEpP TOKYMEHTA;

JaTa TOKyMEHTa;

ajJpecar, T.€. HA3BaHHWE OpPraHU3alMH, Ky/a OTIPABISAETCS JOKYMEHT;
KpaTKoe COepKaHue TOKYMEHTA;

(haMuIIHs UCTIOTHUTENS, TOATOTOBUBIIETO TOKYMEHT;

KOHTPOJIbHAS J1aTa 0KUIaEMOTO OTBETA;

CCBUTKA Ha BXOJSIIUN JOKYMEHT, €CJTU JJOKYMEHT SIBJISIETCSI OTBETOM,;
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JlaHHbIe 1JIs1 perucTPauuy BHYTPEHHHX IOKYMEHTOB OPraHU3aluu

HOMEp JieN1a, KyJa MOAIIMBAETCS KON OTHPABICHHOTO JOKYMEHTA (MU MOAIMHHUK, €CITU
JOKYMEHT OTIIpaBIsieTcs 1o (akcy).

MIOPSIAKOBBIM PErUCTPALMOHHBINA HOMED, IPUCBAUBACMBIN JIOKYMEHTY;

JaTa JOKyMEHTa (perucTpanum);
KpaTKO€ COJECp KAHUE;

MOJIpa3IeICHUE, MOATOTOBUBIIECE JOKYMEHT;
WCTIOJTHUTEIIB;

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

3apanue 2. ChopMupoBaTh KypHAI PETUCTPALIUNA TOKYMEHTOB.

ara

TTOTTV-
ulsrUOuUIa

Peru-
cTHhA=-

TTANT =
HBIT

HOMED

Koppec-

TTOH-
TAUT

Howmep

m  maTAa
AW\ -

MEHTA

Conep-

KAaHue

Pe3o-
THIOTTUA Y9

TTOTTHU -
TATTL

Cpoxk
UCTTIOTT-
HAUOuIa

OtMmeT-

xa 0h
TACTINTT=

HEeHun

Howmep

metmra

4

10

2. Tema: «Opranu3anusi TeKylero XxpaHeHusi JOKyMEHTOB B OPraHU3aLHN»
3aganmue 1. CoctaButh 00pa3en HOMEHKIATYPHI A€ OpraHU3aIHH.
3anganme 2. CocTaBUTh HOMEHKJIATYPY 1€l A1l OpraHU3alMH.

3. Tema: «O6une TpeGoBanus K 0(pOPMJIEHHIO TOKYMEHTOB
3aganue 1. Pazpabotars 6iaHk 0011eCTBA C OTPAHUYEHHON OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpabotath 651aHK OTKPBITOrO akioHepHoro obmecta (6nank OAO «...»)
3aganue 3. Pazpabotars 6i1aHK HHIUBUAYAIbHOTO Npeanpuaumarens (onank UIT)

4. Tema: «IlpaBusa ogopMiieHUs] PEKBU3UTOB I0KYMEHTOB»

3ananme 1. Anpecyiite nuceMo Bo BHenHeskoHOMUYecKkoe 00beIMHEHNE
«Texmanmkcenopty, I'enepansublil qupektop Tumodeen A.C. o aapecy : a1.23 yn.Cpetenka,
Mocksa, 123290

3aganue 2. OQpopMuUTh aBTOpa JOKYMEHTA B MHCbME: €CIIM OHO COCTABIICHO B :

oraene Kanpos pupmer OAO «Metpakom-CepBrcy», Haxoasdiecs o aapecy : od. 14,
1.2, yn. KocmonaBTos, r.Poctos-Ha-/lony, 344092

3anpanme 3. Odopmute «Iloanuce» Ha MpUKa3e: €CIU U3BECTHO, YTO €TI0 MOMHUCHIBAET
I'enepanpHbiil qupekrop Boskos H.C.

3ananne 4. OpopmMuTe MOAMUCH HA IOKYMEHTE, €CIIM U3BECTHO, YTO €T0

MOANKcana KOMUCCHUSI B COCTaBe :

IIpencenarens — ['naBubIi nHxenep Kapnos B.C.

Unensl komuccun — Menemkep otaena cosita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3angaunme 5. BeimonHuTh pesomonuto aupexkropa Hocosa I1.T., ecnu u3BecTHO, 4TO OHA
odopmiena 30.10.99 u cogepKUT pacnopsKEeHHE O Ha3HAUEHUH OTBETCTBEHHBIM HCIOTHUTEIIEM
Porosa B.C. 3a cornmacoBanue TEXHUYECKOTO 3aJaHus 10 KOHTPAKTY B cpok 110 15.11.99
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3ananue 6. BemomHuTh pekBU3UT «I prid yTBEpKIESHUS», €CIIM U3BECTHO, YTO JOKYMEHT
yTrBepxacH pemenneM Coseta nupektopos oT 12.05.2000 Ne 34.

3ananue 7. BBIMOTHUTE PEKBU3UT, €CJIM U3BECTHO, UYTO JIOKYMEHT OBLIT COTJIACOBAH
20.02.1999 c Coserom aupexropoB OAO “Cantot” B nune ero npeacenareins [lokposckoro B.H.

3ananue 8. PekBu3utnl «Buja 1okymenray, «/lara», «PerucrpaumnoHHbIi HOMEP» U
«CchliIKa HA PerHCTPAIMOHHBII HOMEP U AaTy I0KYMEHTAa». BBIMOIHNUTE PEKBU3UTHI, €CITH
H3BECTHO, YTO COCTABJICHO MUChMO-OTBET HA paHee NmoydeHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. ITucemo 3apeructpupoBano 16.06.99, peructparpionnsiii Ne 03-05/221

5. Tema: «Opranu3anuOHHO-PACHIOPSAUTEIbHbIE IOKYMEHTbI».

3aganue 1. CocTaBuTh yCTaB opraHu3anuu (MpeAnpusiTus) 000l opraHu3alMoOHHO-
paBoBO# (OpPMBI 110 BamieMy BeIOOpy. OhopMHTh Ha ycTaBe HEOOXOIUMBIC TTOMUCH U OTMETKH.

3aganue 2. CocTaBUTh JOKHOCTHYIO HHCTPYKLHUIO IopucTa npeanpusatus. OpopMuTh Ha
JOJKHOCTHOW MHCTPYKIIUUA HEOOXOUMBIC TIOJIITACH U OTMETKH.

3apanue 3. CoctaBuTh U OPOPMUTH AOKYMEHT. PacmopspkeHre HadaJlbHUKA OTAeia O
Haj0aBKax 3a BBICIYTY JIeT K okiany B pazmepe 20-30% crenuanucram oTaena.

3aganue 4. CoctaBuTh U 0DOPMUTH JOKYMEHT. YKazaHue O rpaduke oTmyckoB Ha 2012
rog. Jnst cocrtaBmeHus TpaduKa OTIYCKOB IPEIIaraeTcsi COCTaBUTh CHHCKH PaOOTHHKOB C
YKa3aHHEM CpOKa MPeojaraéMoro eXXeroiHoro omiayuBaemoro otnycka B 2012 rony. Ilepenats
COCTaBJICHHbIE CIIMCKHU B OTJIEN KaJpoB 10 1 HIOHS.

3aganue 5. OQPopMUTH IPUKA3 10 OCHOBHOW JEATEILHOCTH.

3akpeiTOe akiroHepHoe o0miecTBO « BAK»

IIpukas

15.04.2010 N15

KoncrantuHOBCK

O co3ganuM paboyux CEKTOPOB B YIpaBJIEHWU TPOU3BOJACTBA U  BHEIPEHUS
UH(GOPMAILIMOHHBIX CUCTEM

B wmensx coBeplIeHCTBOBAaHUS OpraHu3alMi padoThl YIpaBi€HUsI IPOU3BOJICTBA U
BHEJpeHUs HH(POPMAIIMOHHBIX cHcTeM npukas3biBato: 1. Co3nath B YHpaBieHHH IIECTh paboynx
CEKTOPOB: pa3padOTKH MPOrPaMMHOI0 O00ECIeUeHus, CONIPOBOXKACHN NHPOPMAIITMOHHBIX CUCTEM,
ormepaTopoB 00pabOTKM JaHHBIX, OOCTY)KMBAaHUSA KJIMEHTOB, TEXHHYECKOTO OOeCleUYeHHs,
JOKYMEHTAIlMOHHOTO o0ecrieueHusi ynpasieHus. 2. HauanbHuky VYmpaBieHHs NMPOU3BOJCTBA U
BHeApeHus uH@opMmanuoHHbix cucteM HO. C. PyneHKO MOATOTOBHUTH MPOEKTHI MOJOXKEHHH O
pabouux cexrtopax. 3. HawanbHuky otnena kaapoB B. B. BacuibeBoit BHeCTH u3MEHEHHS B
HITaTHOE pPaclHCaHUe M YKOMIUIEKTOBATh mTAT pabounx cekTopos. 4. KOHTpoIb 3a HCIOTHEHHEM
MpUKa3a BO3JIOKUTH Ha MepBOTo 3amectuTens nupekropa A. C. Koponeny.

I'enepanbubiil gupexrop B. 4. fIkoBies.

6. Tema: «AH(popMaALHOHHO-CIPABOYHbIE JOKYMEHTbHI»

3aganue 1. CoctaBuUTh U OPOPMUTH JOKYMEHT. OOBSICHUTEIBHYIO 3aIUCKy O TOM, 4YTO
CBOJHBIA oTueT 3a Jexabpp 2012 roga He OB MpejacTaBleH B YKa3aHHbIE CPOKH B CBS3M C
MOBPEXICHUEM (aKC-MOJIEMHOMN CBSI3U M OTCYTCTBHEM BCEX HEOOXOTUMBIX JAHHBIX.

3ananue 2. OGopMUTH BHYTPEHHIOKO JOKIJIATHYIO 3aMHCKY.

JlokiagHas 3anucka

Hupexropy 000 «ITomumep» CasenseBy 1.K.

24.05.2010

O npumMeHeHuu WTpapHbIX CAaHKIUI

B agpec mockoBckoro ¢ummana AO3T «CremocHacTka» corjacHo jaorosopy N2123 ot
23.12. 2009 mpowusBeaeHa OTTpy3Ka Hariel nmpoaykiuu Ha cymmy 1 560 380 pyOsneii. B Teuenue
JIBYX MECSIEB OIUIaTa HAa HAll PACUETHBIM CUET HE MOCTYNHJIA, HECMOTPS HAa HEOJHOKPATHBIE
MUCbMEHHbIE HATOMUHAHUS.

[lpennarato  npuMeHHTh IITpadHBIE CAHKIMM K MOCKOBCKOMY ¢ummany AO3T
«CrieriocHacTKa.
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3am. nupektopa no puHaHcoBsiM Borpocam WM. 1. Urnaros.

3ananue 3. OGopMUTD CITYy>KEOHBIH aKT.

AO «MOCKOMapXHUTEKTYpPhI»

AKT

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

12.04.2010 N 12

Ilepenaun nen 3aBeAyrOIIUM XO35IMCTBEHHON YacThIO

OcHoBanue: npuka3 ['enepasibHOro qupektopa «Mockomapxutektypsi» ot 09.04.2010.

CocraBieH KOMUCCHEH : ITpecenaTelb- 3aMecTuTelb ['enepanbHoro aupexkropa AB.®@poinos,
yineHsl komuccuu: 1. I'maBubiii  Oyxrantep JI.AKamuakuua. 2. DBeiBmmid 3aBemyromniuit
xo3siicTBeHHOM yacThio M. A HoBukoB. 3. BHOBb Ha3HaueHHBIN 3aBenyromuii xo3siicteom B . b.
bo6poB. M. A HoukoB cnam, a B. b. boOpoB mpuHsu1 fena m o JOJDKHOCTH 3aBEAYIOIIETO
XO35IICTBOM.

B pe3ynbTaTe craun-npuemMa Aell yCTaHOBJIEHO:

1 .MHBeHTapU3aMOHHAsl BEJOMOCTb COCTaBJIeHa 110 cocTosAHUIO Ha 12.04.2010.

2. [IpencraBnenHsie o0opynoBaHue, VHBEHTAaphb, Mebenb COOTBETCTBYIOT
WHBEHTApU3AIMOHHBIM BEIOMOCTSIM.

3. B Hanuuuu MMErOTCS BEIOMOCTHU O CIIMCAHUU UHBEHTAPs U MEOEITH.

AKT cocTaBJieH B 3 3K3.:

1-i1 5k3.- ['eHepanbHOMY TUPEKTOPY

2-1 3K3. - [ maBHOMY OyxTanTepy

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

[Ipeacenarens komuccum JI.A.Kannukuna

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

7. Tema «JInuHbIe JOKYMEHTHD)

3aganue 1. CocraBbTe 3asBieHue Ha ums aupektopa 110 «CnaBay» o npueme Ha padoty L.A.
BaHoBa Ha IOJDKHOCTB Oyxrantepa. OcTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

3aganue 2.CocTaBUThH PE3IOME.

3aganue 3.CoctaBUTh aBTOOHOTpadUIO.

3aganue 4. CocraBbTe pacluCKy B MOJYYEHUH JCHEKHOH cymMMbl B pazmepe 100 USD
(mox 2%) Ha cpok 1 mecsi.

8. Tema: «Cay:ke0Hble MHCbMAa»

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

Kpamrxoe codepoicanue: 3anpoc npeioKeHns Ha 3aracHble YacTH.

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

IIpockba:

- BBICJIATh B a/ipec ABTOpa NMUChMa MpeJUI0KEeHUE B 3-X IK3EeMILIApax;

- yKa3aTh: IMOJIHOC HAWUMEHOBAaHHWE, THII, TEXHHYECKHE XapaKTEPUCTUKH, MaTephall,
[IEHY M Maccy MO K10 MO3UINHU CTIelUUKAIIH;

- CpPOKH 1 00BEM MOCTaBKH B Ky0. MeTpax;

- OTJIENIEHO CTOMMOCTh YIAaKOBKH U TPAHCIIOPTUPOBKH.

Co00muTh: 6051€€ TOUYHYIO TaTy BBICBUTKH MPET0OKEHHUS.

Ioxenanue: B ciIydae, €CJIM HE CMOTYT pa3padoTaTh MPEIOKEHUs, TO COOOLTUTH 00 ITOM
B MUHUMAJIBHBIN CPOK.

3aganue 2. CocTaBUTh TEKCT NHchbMa (odepra) ¢ ucnosb3oBanueM mojeneit CCK

Kparkoe copeprkanue: npeajgokeHrue Ha OCTaBKy cTpoiiMaTepuaios.

[IpenmecTByroniye cOOBITHS: 110 TaHHOMY TTOBOJY OBLJ 3aIIpOC 3aKa3uuKa U Tesne(OHHBIH
pasrosop.

[pemnoxenue: Ha 2000 rox npeuraraeTcs 3aKIOYUTh KOHTPAKT KYIIJIU-IIPOJIAXKHU Ha
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MOCTaBKY CTPOUTENbHBIX MaTepuainoB. [loctaBka B 1 kBaprane 2000 r.

KauecTBo: TOoBapa OyeT COOTBETCTBOBATH TEXHUUYECKUM YCIOBHSIM 3aBOJ1a-U3TOTOBUTEISL.

YcnoBus: niatexa U Ipyrue ycioBUs U3JI0KEHBI B IIpHiiaraeMoM o0pasiie KOHTPaKTa.

IIpocnba: moaTBepANTH Npeanoxenue He nmo3anee 20.10.99

3aganue 3. CocTaBUTh TEKCT MUChbMa (IIPETEH3Hs) OT UMEHU MOKYIATENs C
ucnosabs3zoBanueM mojenein CCK.

OcHoBanue: nmoroBop nocraBku ot 14.02.1999 Ne 324-05

[penmecTBytonye cOOBITHS:

naptust 235 1akoKpacouHbIX MaTepUasoB OblIa OTIPYKEeHA OCTABLUIMKOM Ha CYIHO
“Kepup” 1o [lorosopy.

YcTaHOBNIEHO: BCSI MApTHsI OTIPY>KEHHOTO TOBapa HE COOTBETCTBYET IO KAUYECTBY
cnenuuKanysaM, Ha OCHOBAaHHH KOTOPBIX OB 3aKitodeH [lorosop.

O6cTosrenberBa: 1.6 JloroBopa maet mpaso [lokymnarento oTka3aTbesi OT IPUEMKH dTOU
napTUU TOBapa.

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

YcnoBus: qst npuHsaTHs perienus [locraBmiuky npenocrapusiercs 15 nHei.

3aganue 4. CocTaBUTh TEKCT NHUCbMa (FrapaHTHsl) C UCIOJIb30BAHUEM

moxener CCK

Kpatkoe conepxanue: okazaHHe TEXHUUECKOH OMOILH.

IIpockba:

- OKa3aTh TEXHUYECKYI0 IIOMOINb B pa3paboTKe pabouux uepTe kel HacOCHOM
CTaHIINH;

- OTIPECIIUTh CTOUMOCTH IMMPOCKTHBIX PadoT;

- BOITH B IOTOBOPHBIE OTHOIICHHUS.

OO6cTosTeNnbCTBRA:

- YK€ BEJIETCSI MOHTaX HACOCHOM CTaHIINH;

- MPOEKTHBIC paObOTHI HY’)KHO HaYaTh HEMEJICHHO;

- paboTy HE0OXOUMO MPOU3BECTH HETIOCPEICTBEHHO HA CTPOUTEIHHOM TIIOMIAJIKE.

lapanTtus: omara paboT co cBoero pacyeTHoro cuera Ne ................. B Kb Merab6ank r.
PocroBa-na-/lony.

3aganue 5. CocTaBUTh TEKCT MHUChbMa (HAIOMHUHAHUKE) C Ucmoyib3oBaHueM mojenet CCK

Kpatkoe conepskaHue: cBEpXIJIaHOBAs TOCTaBKa.

[IpeamecTByOIINE COOBITHS:

- noroBop noctasku ot 12.07.99 Ne 257-56, mo KOTOPOMY HOCTaBISAETCSI XMMUUECKHE
PEaKTHBBI B COOTBETCTBHH C YTBEP)KICHHBIM IIJIAHOM TIOCTABKH;

- paHee yxe HampaBsuid mucbkMo oT 24.07.99 Ne 03-02/45, xotopeiM ObLIO
COOOILIEHO, YTO 3aBOJ| YBEJWYWJI MPOU3BOACTBEHHBIE MOIIHOCTH, B CBA3M C Ye€M, IOSBHINCH
BO3MOKHOCTH JIONOJIHUTEIBHO H3TOTOBUTH M MocTaBuTh B 2000 roay pas3nvyuHble XUMHUYECKHE
peaktuBbl Ha cymmy 500 ThIcsSY pyOIieid, cBepX yTBEpkACHHOTO IUIaHa.

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

JlonoyHUTEeNbHbBIE YCIOBHS: B ClIydae HapyIIEHUsI CPOKA, CBEPXILIIAHOBAS MTPOTYKIIHS
OyJeT MmocTaBlieHa APYTUM MPEINPUATHIM-TIOKYIaTeIsIM.

K nmucemy npumnaraercst Konusi, paHee HampaBJICHHOTO MUChMa.

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

BricTaBOYHBIN HEHTpP, pacmooKeHHbIA 10 aapecy: T. Open, npocnekT AHApOINoBa, 23,
MPOBOAMT BBICTABKY-IpPMapKy TOBapoB HapogaHoro moTpebnenus «Ocenp-2010» u mpocut
noaTBepauTh AO «Yporxkaii» UX y4aCTHE B BBICTABKE SIPMapKe U BbICIATh UMEIOIIUECS TPOCTIEKTHI
U MaTepuaibl A7 0pOPMIICHHUS TeMaTH4ecKoro cteHaa. [TuckMo moamucan pykoBOIUTENb MIPOEKTA
B. JI. YecHokoB.

3anganme 7. CoctaBUTh U 0QOPMUTH CIY)KEOHOE MTHCHMO.

I'maBHBIN Oyxrantep akuuoHepHoro Oanka «lmmepuany, pacnoiaokeHHOro MO ajapecy:
123456, MockBa, yn.MomnongorBapaetickas, 1. 24, ten. 141-67-90, daxc: 141-78-87, HanmomuHaer
YIPaBISIOUUM pErnoHaNbHBIX QuinanoB Ab «mnepuan» o coOaoeHUN KOHTPOIISI UCIIOTHEHUS
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3a CpOKaMH TMPEAOCTaBICHUsI OTYETHOCTH Ha OCHOBaHMH TiMchMa LlenTpobanka Poccun N2 01/134
ot 30 suBapsa 2008 roma «0 mpeaocTaBIEHMM OTYETHOCTH B COOTBETCTBUM C llomoxkenuem "O
MOpSAKE MPOBEICHUS PACYETOB B HHOCTPAHHOW BajlOTE, OCHOBAaHHBIX HA 3aueTe B3aWMHBIX
TpeOOBaHUHN MEKIY POCCHICKUMHU CYIOBIIAACIbLAMH, OCYIIECTBISIOIUMHI PHIOHBIA MPOMBICEN, U

HEpE3NACHTaMH, OCYIICCTBIAIOIMMU HMX arc¢HTCKOC O6CJ'Iy>KI/IBaHI/IC

n

» W Ipujiara€t K IMUCbMY

konuio Tenerpammsl LIb N2 23 ot 15 Hos6ps 2008 rona.

CoNoOA~WNE

O Nl
~AWNEO

15.
16.
17.

18

23

4. TEMBI PE®GEPATOB, JTOKJIAJOB

3HaueHue eJ0NPOU3BOICTBA B IPO(HECCHOHATIBLHON JEATEIbHOCTH FOPUCTA.
DBOJIIOLMS PA3TMYHBIX BUIOB JOKYMEHTOB.

JlocTonHCTBa M HETOCTaTKH BhIOOpa paznudHbix hopm CLO.

XapakTepHucTUKa U CTPYKTYpa CIIyKObI «YTIpaBlIeHUE JeTaMu.

XapakTepucTHKa M CTPYKTypa Ciayk0bl «OO0Iuit oTnem.

XapakTrepuctruka paboThl ceKpeTaps-pedepeHTa.

Oco0eHHOCTH U peryiaMeHTaIs TOKYMEHTO000poTa B Pa3IMYHbIX YUPEKICHUIX.
JIoCTOMHCTBA M HEOCTATKH PA3IMIHBIX (POPM perucTpariu JOKyMEHTOB.
@DopMBbI KOHTPOJISI UCTIOJIHEHUST JOKYMEHTOB.

. 3HaueHue KOHTPOJIA UCITOJTHCHHA JOKYMCHTOB.

. OcOOEHHOCTH OTEUYECTBEHHOTO JIeJIONPOU3BO/ICTRA.

. Homenknarypa nen.

. [IpaBoBas pernamenTaius opopmieHUs yIIPaBICHUYECKUX TOKYMEHTOB.

. XapakTepucTUKa U 3HAYCHUE OT/AEIbHBIX BU0B PEKBU3UTOB: ... (HAUMeHO8aHUEe

peKsuzuma,).

Buner u opopmiieHHe OpraHU3aIMOHHBIX JOKYMEHTOB.

Bunsl 1 oopmiteHrE pactiopsAUTEIbHBIX JOKYMEHTOB.

Buner u opopmiierrne nHGOPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB.

. Buapl 1 oopmiteHne TMUHBIX TJOKYMEHTOB.
19.
20.
21.
22.

3HaueHue CIyKeOHBIX MHCEM B YIIPABICHUYECKON AESITETbHOCTH.

OCOOEHHOCTH COCTABIIEHHS TEKCTOB CITY)KEOHBIX MUCEM.

DKcnepTu3a HEHHOCTH IOKYMEHTOB.

HopmatuBHO-MeTO[MuecKre JOKYMEHTHI, periaMeHTHpYoue padboTy ¢ 0OpameHUsIMUA
rpaXkJIaH.

. 3HaUYeHHEe KOMIIBIOTEPU3AINH TIOKYyMEHTO000poTa it padoThl ciyx0sl JJOY.

Pedepat nHeobxoaumo opopmuts Ha 6ymare popmara A4. Tekcr neuaraercs yepes 1,5
unatepBai, wpudt: Times New Roman, pazmep mpudra 14. (10-15 crpanur neyatHoro Tekcra. ).
Jloxitag He0OXOAMMO IPEACTABUTH AYAUTOPUH (5-7 MUHYT BBICTYILICHUS).

©CoNoR~wWNE

10

5. TEMBI IPE3EHTAIIUIA

3Ha4yeHUE TOKYMEHTOB B HAILIEH KU3HM.

HcTopus pa3BUTHS JOKYMEHTA: OT IPEBHOCTHU J0 HAIIKUX JHEH.

[IpaBoBoe 3Ha4YeHHEe KauecTBa OPOpMIIEHUS JOKYMEHTOB.

Omunbxu B paboTe ciry>kObI 1€T0NPON3BOICTBA U UX 3HAYCHUE B HAIIEH KU3HU.
Howmenxknarypa nein.

PexBu3ut: 3auem OH HyXeH?

Oprann3anmoOHHO-PaCIOPSIUTENbHBIE JOKYMEHTHI.
WHdpopmannoHHO-CIIpaBOYHbIE JOKYMEHTBI.

Pa3znoobpa3zue ciy:keOHBIX THCEM.

.Kak npaBuipHO COCTaBUTH TEKCT CIy»KEOHOTO MUChbMa?
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4. KOHTPOJIbHO-OIIEHOYHBIE MATEPUAJIBI VI UTOI'OBOM ATTECTAIIUM 11O

YYEBHOM JUCHUIIINHE

HToroBoii (hopMoii aTTecTanvu AUCHMILIMHBI ABiseTca AuddepeHunpoBaHHbIN 3aUeT, KOTOPbI MOXET
OCYILECTBIISICTCSI B JBa JTama: MPOBEpPKAa TEOPETUUECKUX 3HAHUN (TECTHUPOBAHUE) M IPAKTHUYECKUX YMEHHH
(pemieHre TPAKTUYECKUX 3a7ad). YCBOCHHbIC 3HAHUS IPOBEPSIIOTCA B XOJE BBINOJIHEHUS OJIAHKOBOTO WIIH
KOMIIBIOTEPHOI'O TeCTUpOBaHUA. KoanuecTBO TeCTOBBIX 3aAaHui [Id BbiMoaHeHUs — 30 eauHun. MakcumaibHOe

BpEMsI BBIIIOJIHEHUS TECTOBBIX 3a/1aHuil — 40 MUHYT
4.1 3apanus 1S IK3aMeHYI01Ierocs:
3aganme 1

Omnpenenure Kakoe yTBep:KIeHHe HCTHHHO, 4 KAKOe HeT...
1) HUctuna B npunoxkennu k TOCT P 6.30 — 2003 gansl 00pa3iisl 01aHKOB JJOKYMEHTOB

2) Hcruna B opraHu3aiioHHO-TIPABOBBIC JOKYMEHTBI MOXKHO BHOCHTh U3MECHEHUS

3) Mo B opranuzaiyu o ycMOTPEHHIO PYKOBOJICTBA JJOJDKHA OBITh pa3paboTaHa
WHIMBHIyaJIbHAsI HHCTPYKIUS MO JACTIOIPOU3BOICTBY

2) Vetnma TpeboBanus k 0HOPMIICHUIO OPraHU3AIMOHHO-PACIIOPSAUTEIBHBIX TOKYMEHTOB
ycranaBiuaeT [[OCT P 6.30 — 2003

5) Hctuna  OpraHu3anMOHHO-TIPABOBBIC IOKYMEHTBI, KaK MPABUIIO, IOJICKAT YTBEPIKICHHIO

Saganue 2

(Bvloepume eOuHCmeeHHO NpasUbHblLL OMeem)
B cocraB opraHu3aiioHHO-TIPaBOBBIX JOKYMEHTOB HE BXOJIHT. . .

1) + NpUKa3
2) - yCTaB OpraHu3anuu
3) - IITATHOE PACITUCAHKE

3aganue 3

(Bvlbepume eOUHCMBEeHHO NPABUTIbHBLI 0MEent)
Kakwue pacniopsautensHbie JOKYMEHThI MOXKeT u3faBath [Ipesunent Poccuiickoit @eneparun?

1) - pacropsHKeHHS
2) + YKa3bl
3) - MTOCTAHOBJICHUS
3ananmue 4
(Bvibepume eOuHCmeeHHO NPAsUIbHBLIL Omeent)
JlomKHOCTHAST HHCTPYKIHS COTPYAHHKA. . .
1) - YTBEPIKIACTCS TI0 YCMOTPEHHIO PYKOBOTUTEIIS
2) + MOJIJIEKUT YTBEPKJIEHUIO
3) - HE yTBEP)KIAETCS
3amanme 5

(Bvibepume eOuHCmMeeHHO NPABUIbHBLIL Omeent)
Kakoii HopMaTUBHBIN JTOKYMEHT OIpeeNsieT 00sS3aHHOCTH COTPYAHUKA?

1) - YcTaB npennpusTUs
2) - [lITatHOE pacircanme
3) + JloJKHOCTHASI MHCTPYKIIHSI

3amanne 6

(Boibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
Kakoii TOKyMeHT He SIBJISIETCA Pa3HOBUIHOCTHIO KOITHU?
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1) -
2) -
3) +

OTITYCK
TyOnmuKaT

YEPHOBUK

3aganue 7

(Bvloepume eOuHCmMeeHHO NPAsUIbHBLL OMeemn)
JIOKyMEHT, BbIIaBacMblil B3aMEH YTEPSIHHOIO U UMEIOLUI CUITy ITOJJIMHHUKA, HAa3bIBACTCH. ..

1) -
2) -
3) +

OTILYyCK
KOIHS

nyonmuKaT

3aganue 8

(Bvlbepume eOuHCmMEeHHO NPAsUIbHbLL OMeem)
JIOKyMeHT, OKOHYATeIbHO OOPMIICHHBII U IOJIMCAHHBIN, HA3bIBACTCA. . .

1) -
2) -

3) +

TyomuKaT

OTITYCK
MOITTUHHUK

3aganue 9

(Bvloepume eOuHCmeeHHO NpasUibHbLLL OMeent)
V3MeHeHHs U IOTIOJIHEHUS B TOJDKHOCTHYIO WHCTPYKIIMEO BHOCSITCS. . .

1) +

2) -
3) -

MIPUKA30M PYKOBOAUTEIIS
JOKJIaJHOM 3aIIMCKOHN
CIIPABKOM COIJIaCOBaHUS

3amanue 10

3axonuume navamoe npedﬂoofceHue OOHUM U3 mpex eapuarmoe omeema
I[OKYMCHTOO60pOT - ABHKCHUC JOKYMCHTOB B OpTaHHU3allii C MOMCHTA UX CO3AaHHUsA N0 ...

1) -
2) -

3) +

nepeaayn Ha UCITOJIHCHUC
3aBCPUICHUA UCIIOJHCHUS WA OTIIPABKU
MNOAJIMINBKHA B ACJIO

3aganue 11

1
3akonuume Hauamoe npeonodceHue OOHUM U3 MPex 6apUAHmMos omeema
THonamue "/lenonpouzsoocmeo” - smo...

1) +

2) -
3) -

JAOKYMCHTHPOBAHUC U OpraHU3alusd pa6OTI>I C JOKYMCHTaMU
CUCTEMaA XpaHCHUA NOKYMCHTOB
COCTaBJICHUEC JOKYMCHTOB

3aganue 12

1
3akonuume nauamoe npeodiodceHue OOHUM U3 MPex 8apuanmos omseema
Ionuamue "/{Jokymenmuposanue” - smo...

1) .
2) .

3) +

CucreMa JOKyMEHTAIINH, COJIepKalias HHPOPMAIUIO, HEOOXOAUMYIO AJIs YIPaBICHUS B
OTIpeNIeTICHHOM cepe NeaTeTbHOCTH

I[C}ITCJ'IBHOCTB 1o pa3pa60TI<e n O(I)OpMJICHI/IIO AOKYMCHTOB
3amuch I/IH(I)OpMaI_II/II/I Ha pa3JIMYHbIX HOCUTCJIAX IO YCTAHOBJICHHBIM IIpaBUJIaM

3aganue 13

Omnpenenure, 0 KAKOM JOKYMEHTE UAET pedb, BEIOPAB COOTBETCTBYIOILYIO LIU(PY

1)

2) 3

JIOKyMEHT, MOCTyKMBIINI HAYaJIOM 1) OdunuanbHbINA JOKYMEHT
PacCMOTPEHMS ONIPEIECIIEHHOTO BOIIpoca

JIoKkyMeHT, cofepxkaiuii 00s3aTeNbHbIE K 2)  VIHMUIMATHBHBIA JOKYMECHT
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HCIIOJIHCHUTIO YKa3aHU A BBIMICCTOAINX
OpraHoB

JloxymeHT, cBeZieHus1 00 aBTOpE, BpEMEHHU JIMpEeKTUBHBINA TOKYMEHT
U MECTE CO3JaHMs KOTOPOTo,
coJieprkaiirecs B
3) 1 CaMOM JIOKYMEHTE WJIH BbISIBICHHBIC 3)
UHBIM ITyTE€M, IIOJITBEPXKIAIOT
JIOCTOBEPHOCTb €T0
MIPOUCXOKACHUS

3aganue 14

(Bvibepume eOuHCmMEeHHO NPABUILHBLIL OmEent)
Yro npeamosiaraer OpraHu3alMOHHAsA (PyHKUMS JOKYMeHTa?

1) + C nomol1pio JOKyMeHTa 00ecrieunBaeTcsl BO3CCTBIE Ha TPYIIIbI JIIOIeH AJs
OpraHu3aluyu U KOOPAUHALUYU UX IEATEIbHOCTH.

2) JlokyMeHT (pUKCUpYET onpeieleHHbIe (PaKThl, COOBITHS, SIBJICHUS MPAKTUICCKOHN 1
MBICJIUTEJIbHON JEATEIbHOCTH YEI0BEKA.

JlokyMeHT o0OecrieurnBaeT CBA3M MEXAY MOIpa3AeeHUsIMU BHYTPHU NPEANPUATHUS, a TAKKE

3) - BHEILIHUE CBSI3U MPEANPUATHS C IPYTUMHU NPEAIPUITUIMU, OpraHU3aALMIMH,

FOCYIlapCTBeHHI)IMI/I nu MyHI/IIII/IHaJ'IBHI)IMI/I OpFaHaMI/I BJIACTH.
3amanue 15

(Bvlbepume eOuHCmMEeHHO NPABUTIbHBLI OMeEent)
Ilo kKaKuM NMPU3HAKAM MOKHO KJIACCH(PUUMPOBATH JOKYMEHT?

1) - CpencrBa THpaXHPOBaHMS, CPEICTBA XPAHEHHUS, BU, (hopMma.

2) + [TpoucxoxaeHue, CpOK XpaHEeHHs, TITACHOCTh, CPEeNICTBA (pUKcauy.

3) - OpraHu3aioHHbIC, PACIOPSIUTEIbHbIC, HHPOPMAIIHOHHO-CITPABOYHEIE.
3ananue 16

(Bvlbepume eOUHCMBEeHHO NPABUTIbHBLLL OMEem)
Ha xakue rpynnbl pa3aesiloTcsi JOKYMEHTBI «I10 MECTY COCTABJIEHUSD?

1) - IIpocThle U CIIOXKHBIE.
2) - CrnyxeOHble U TNYHbIE.
3) + BHyTpeHHMe 1 BHEUTHHE.

3amanue 17

(Bvlbepume eOuHCmMEeHHO NPABUIbHBLL OMEem)
Yro naer ynnpuxkanusa 10KyMeHTOB 111 pupmbr?

1) + CoxkpaliieHre KoJIM4ecTBa MPUMEHEMBIX JOKYMEHTOB, TUITU3ALUIO UX (OpM.
2) - [ToBbIIeHNE KayecTBA JOKYMEHTAIUHU, CHIKEHHE TPYIO0EMKOCTH €€ 00pabOTKHU.
3) - bonee a¢dexkTrBHOE UCTIOIB30BaHNE KOMITBIOTEPHOMN U BHIYMCIUTENBHON TEXHUKH.
3ananmue 18
Onpenenure Kakoe yrBep:kIeHHe HCTHHHO, 4 KaKoe HeT...
1) Jloxs  CrpaHMIIBI JOKYMEHTa MOYKHO HyMEpOBaTh HAa HUYKHEM IOJIE JIUCTa
2) Hctuna  IlocTOSHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN NPH U3TOTOBJIEHUH OJIaHKa
3) Hctuna B pacmmdpoBke NOANMCH HHULKMAIBI BCET/1a CTOAT 10 (haMuimuu
4) Hctrnaa B KoHIE 3aroiioBKa K TEKCTY JOKYMEHTA TOYKA HE CTABUTCS

OTMmeTKa 0 MOCTYIUIEHUH IPOCTABIISIETCS TOJIBKO Ha MPUCHITAEMBIX (BXO/SIIUX )

5) Hctuna
JIOKYMEHTax

3aganue 19

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
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Kakoii pekBU3HUT He BXOJIUT B COCTaB OJaHKa nuchma?

1) - CCBUIKA Ha HOMEP U 1aTy BXOJALIETO JOKYMEHTa
2) + MECTO W3HaHUs
3) - CIIpaBOYHBIC JaHHBIC 00 OpraHU3aAINH

3aganue 20

(Bvlbepume eOuHCmMEeHHO NPAsUIbHBLL OMeemn)
Ha G6nanke cy0bekToB PO pekBU3NTHI 0)OPMIISIOTCS:

1) - TOJILKO Ha PYCCKOM SI3BIKE
2) + Ha JIBYX SI3bIKAX: PYCCKOM M HAIlHOHAIBHOM
3) - TOJILKO Ha HAIIMOHAJILHOM SI3BIKE
3aganue 21
(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
Jara noxymeHTa opopmIIseTcs:
1) - 23.12.10
2) - 23.X11.2009
3) + 23.12.2010
3aganue 22
(Bvloepume eOuHCmeeHHO NpasuUibHblLL OMeent)
Mecto u31aHus TOKyMeHTa 0OPMIISICTCS TaK
1) + r. MypmaHnck
2) - MypmaHck
3) - rop. Mypmanck
3aganue 23

(Bvlbepume eOuHCmeeHHO NpasUIbHblLL OMeem)
3arooBOK K TEKCTY COCTABIISETCS K JOKYMEHTaM, OQOPMIEHHBIM. . .

1) + Ha (popmate A4
2) - Ha (opmate AS
3) - Ha JI'o0oM opmare
3aganue 24
(Bvlbepume eOuHCmMEeHHO NPABUIbHBLL OMEem)
OTMeTKa 0 MOCTYIUIEHUH O()OPMITSIETCSL. ...
1) - Ha OTIPABJISIEMbIX TOKYMEHTaX
2) + Ha MMOCTYIAIOIINX JOKYMEHTaX
3) - Ha BCEX JIOKYMEHTax
3aganue 25

(Bvibepume eOuHCmMBeHHO NPABUIbHBLL OMeEem)
B kakoM ciryyae npaBWibHO 0popMIIeH PeKBU3UT «OTMETKA 0 HATUYMHU MPUJIOKEHUSD,
€CJIM B TEKCTE COMPOBOAUTEIHHOI0 MICHMA He YIIOMHUHAJIOCH 0 MPHJIOKEHUH?

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

2) + [Tpunosxxenue: 1. CpaBka o0 corsiacoBaHuM NpoeKTa Ha 4 1. B 1 3K3.
2. OT3BIB IO IPOEKTY HA 2 J1. B 1 3K3.

3amanue 26

(Bvibepume eOuHCmMeeHHO NpasUIbHBLL OMeem)

Inan padoTsl kosuteq:ka HA 2016 — 2017 yyeOHbIii roJ yTBep KIeH pellieHneM
MeJarorn4eckoro copera. B kakom ciay4yae npaBuibHO ogopMieH pekBU3UT «I'pud
yYTBep:KIeHHS JOKYMEHTa»?
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1) +

2) -

3) -

YTBEPX/JEH
Pemennem neparoruueckoro coBera
Ne 14 ot 12.08.2016

VYTBEPXJEH
Pemenue memarornueckoro coBera
Ne 14 o1 12.08.2016 1.

YTBEPXJIAIO
Pemenne nenqaroruyeckoro CoBeTa
Ne 14 o1 12.08.2016 1.

3apanmue 27

(Bvlbepume eOuHCmMEeHHO NPAsUIbHbLL OMeEent)
B oTcyTcTBHE PYKOBOIMTEISI MOANUCAHNE JOKYMEHTA 3aMeCTHTEIeM HJIH UCTOTHIIOIUM
00513aHHOCTH PYKOBOJIUTEJISA:

1) -
2) -

3) +

HupexTop A.W. IleTpoB
(monmuck ero 3ama CuzmopoBa)

3a nupekropa A.W. IleTpoB
(moamuck ero 3ama Cuzmopona)

N.0O. nupexTopa I'.B. Cunopos
(JTMYHAs TTOATIHCH)

3amanmne 28

(Bvibepume eOuHcmeeHHO npasuibHblil Omeent)
Bymary, kakoro uBera MoOKHO MPUMEHSITH IPU U3rOTOBJIEHHH (JIAHKOB:

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

0€JI0ro U CBETJIBIX TOHOB
TOJIBKO O€eJIoro

3aBHUCHT OT BHJa OJIaHKa
JIF000Tr0

3aganue 29

(Bvloepume eOuHCmMEeHHO NPABUNbHBLL OMEem)
B kakue peKBH3UTHI COCTABHOI YaCThI0 He BXOAUT MOAMUCH:

1) *
2) :
3) :
4) :

ajapecar
rpu¢ yTBep>KACHUS
PE30IIIOLIMS
MOJIHUCH

3amanue 30

OnpeueJmTe KaKo0€ YTBEPKACHUEC HCTUHHO, 4 KAK0€ HET...

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

KOHCT&TI/IPYIOHIaﬂ YaCTb TCKCTA B IIPUKA3C 110 OCHOBHOM JACATCIIbHOCTH MOXXET
OTCYTCTBOBATb

TekcT mpuka3a o OCHOBHOM JI€SITEIbHOCTH ,KaK MPABUIJIO, COCTOUT U3 JIBYX YacTeu
PacnopsianTenbHble JOKYMEHTBI BCTYNAOT B CUJTY C MOMEHTA UX MOJAIUCAHUS
Pemienune n3gaeTcs Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

3aroyioBOK K TEKCTY MPHKa3a [0 OCHOBHOM AESITeTbHOCTH (POPMYIIUPYETCS B
POJIUTEIILHOM MaJIEXKe

3amanmue 31

(Bvibepume eOuHCmMeeHHO NpasUIbHbLL OMeem)
PacniopsiiuTenbHbBIN TOKYyMEHT, KOTOPBIA W3/1a€TCSl HA OCHOBE €IMHOHAYAINS

1) +
2) -

NpUKa3

IIOCTAHOBJICHUC

32



3) - pelieHue
3aganue 32

(Bvlbepume eOuUHCMBeHHO NPABUTIbHBLL OMEent)
PacnopsaurenbHblii JOKYMEHT, KOTOPBIA U3a€TCSl HA OCHOBE KOJIJIErHAJIbHOIO
PYKOBOJICTBa

1) + perieHue
2) - pacnopspKeHHe
3) - IpPHKa3

3aganue 33

(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
B cocTaB peKBU3HUTOB MpHKa3a 10 OCHOBHOM JESITEIBHOCTHA HE BXOJUT PEKBUZUT

1) + rpud yTBEpKICHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMEp JOKYMEHTA

3amanue 34

(Bvlbepume eOuHCmeeHHO NpasUIbHbLLL OMeem)
[Iprka3 1o OCHOBHOM JAEATEIEHOCTH MOAIKUCHIBACT

1) - HCITOJTHUTEIIb
2) + PYKOBOJIUTEID
3) - CEKpeTaphb
3aganmne 35
(Bvlbepume eOuHCmeeHHO NpasUbHblLL 0OMmeem)
[Tpuka3 1Mo OCHOBHOM AEATEIBHOCTA O(POPMIISIOT
1) + Ha JIOJDKHOCTHOM OJIaHKe
2) - Ha OJaHKe KOHKPETHOTO BUA TOKyMEHTa
3) - Ha OJaHKe mUchMa
3aganue 36

(Bvlbepume eOUHCMBEeHHO NPABUNbHBLLL OMEem)
CnoBo «IIpuKa3bIBal0» B TEKCTE MPHKa3a MO0 OCHOBHOM JIEATEIHHOCTH O(QOPMIISIOT B
CJICAYIOIIEM HaIMCaHUH

1) + [TPUKA3BIBAIO
2) - [TpukassiBaio
3) - NIPUKa3bIBAIO

3aganue 37

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL Omeent)
PacniopsiintenbHas 4acTh B PacopsKEHUH HAYUHAETCS CJIOBOM

1) + TIPEJUUTATATO
2) - PEIIAET
3) - TTOCTAHOBJISIET

3aganue 38
Y CTaHOBHUTH COOTBETCTBUE MEX]TY TEPMUHAMH U UX COACPKAHHEM

MPaBOBOM aKT, U3JABAEMBbIN €AUHOINIHO IlocTanoBJieHUe
PYKOBOJMTEIIEM TJIaBHBIM 00pa3zoM 1)

KOJIJIETMAJIBHOT'O OpraHa

rOCYJIapCTBEHHOTO YIPABJICHUS B IENAX

1) 3

33



pa3peleHus OepaTUBHBIX BOIIPOCOB

[IPAaBOBOM aKT, IPUHUMAEMBII BBICIIIMHU U IIpukas
HEKOTOPBIMH LIEHTPAJIbHBIMUA OpPraHAMH

2) 1 KOJIJICTUAJIBHOTO YIIPABJICHUS B LIETSIX 2)
paspenieHns HauOoJiee BaXKHbIX U
MIPUHLMIIHAIBHBIX 3a4a4

MIPaBOBOM aKT, U3/1aBAEMBbIN Pacnopsizkenue
PYKOBOJUTENIEM, TEHCTBYIOIINM Ha
3) 2 OCHOBE €IMHOHAYAJIHS B LEIISAX 3)
pa3peleHust OCHOBHBIX U OMEPATUBHBIX
3a/1a4, CTOSIIUX MepPe] OpraHu3aIuen

MIPaBOBOM aKT, IPUHUMAEMBIN B Pemenne

4 KOJUIETHAJIbHOM IOPSIZIKE B LEISIX
paszpeleHus Haubosee BaKHBIX BOIPOCOB
BO BpEMsI COBEILIAHH, COOpaHUii U T.1.

4)

3ananue 39
Onpenenure Kakoe yTBep KIeHHe HCTHHHO, 2 KAKOe HeT...
1) HUctnna Tekcr cimykeOHOTO MUChbMa MOXKET OBITH TPOCTHIM
2) Hctnna  BeigensioT npuckliaeMble U OTIPABIISEMbIE MHChMa
3) Hctnna MakcumanbHOE KOJTUYECTBO a/IpecaToB B MUChME - 4
4) HUctuna CryxeOHoe MUCbMO MOXHO 0hOpMUTh Ha GopmaTe AS
5) Hctuna  Ciy:xeOHOE MUCEMO MOXKET UMETh JIBE TTOANNCH
3aganue 40

(Bvlbepume eOuHCmeeHHO NpasUIbHblLL OMeem)
Tekct ciry’keOHOTrO MMChbMa COCTABIISETCS OT

1) - 2-T0 JIMIa €AUHCTBEHHOI0 YHCIIa

2) - 3-ro auIa MHOYKECTBEHHOIO YHCIa

3) + 1-ro MIIa MHOXKECTBEHHOTO YHUCIIA
3aganue 41

(Bvlbepume eOuHCmMEeHHO NPABUIbHBLL OMEem)
PexBU3UT «cchbllika Ha HOMEP U JIaTy BXOJAIIETO TOKYMEHTa» odopmisercs

1) - BO BCEX ITUCbMAxX
2) + B OTBETHBIX ITHCbMaxX
3) - B MHUIIMATUBHBIX ITMCbMAaX

Saganue 42

(Bvloepume eOuHCmMEeHHO NPABUIbHBLLL OMEem)
B cocTaB pekBU3UTOB CITy)KEOHOT'O MUChMA HE BXOJUT

1) - aapecar
2) + Ha3BaHWE BHJIa JOKyMEHTa
3) - MOJIHUCH

3aganune 43

(Bvibepume eOuHCmMeeHHO NPABUIbHBLIL OmeEent)
PykoBoauTeNb U TJIaBHBIN OyXTanTep MOAMUCHIBAIOT

1) - MACbMO-U3BEIICHUE
2) + rapaHTUHHOE MUCHMO
3) - peKIaMHOE MHUChbMO

3amanue 44
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(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
MakcumanbHbIi 00bEM CITY’)KEOHOTO TTHChMa

1)
2)
3)

+

OJIHa CTpaHuLa
TPU CTPaHUILIbI

JIBE CTPAHULIBI

(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
[TeuaThio yaocToBepsieTcs

1)
2)
3)

+

3apanmne 45
MHCHMO-HAIIOMHUHAHHUE
rapaHTUMHOE MUCbMO
MUCHMO-TIPUTIIAIIICHUE

3amanue 46

(Bvlbepume eOuHCmMEeHHO NPAsUIbHbLL OMeem)
OTMeTKa 0 TOCTYIUICHUU JOKYMEHTA B OPraHU3aINIO IPOCTABIISETCS

1)
2)
3)

+

II0 YCMOTPEHHUIO CEKpeTaps

Ha BCEX JOKYMCHTaxX

TOJIBKO HAa NPUCHIIACMBIX

Saganue 47

(Bvibepume eOuHcmeeHHO npasuibHblil 0Omeen)
B nuceMe oTMeTKa 0 OCTYIIIICHUH TOKYMEHTA TPOCTABIISICTCS

1)
2)
3)

+

B JICBOM HUKHEM YTJIy MTOCJICTHETO JINCTA JIOKYMEHTA
Ha JIFOOOM CBOOOIHOM MECTE
B IIPaBOM HW)KHEM YTITy MIEPBOTO JINCTA JOKYMEHTA

3aganune 48

Ipasunvuvix eapuanmos modicem 6bimsv HECKOLKO.
Kakue npu3Haku xapakTepHbl 1JIs1 0J1aHKOB JIsl muceM?

1)
2)
3)
4)

+

Hanuuune agpecHbIX 1aHHBIX IPEANPUITHS HA OJaHKe

Hannuue ormerku IJid pCKBU3HUTA «CcplIKa Ha HWHJCKC U OaTy BXOAAIICTO
JAOKYMCHTa»

OTCYTCTBI/IG Ha3BaHWA BUJa JOKYMCHTaA

Pacnosnoxenue o0s3aTebHBIX PEKBU3UTOB 3arojIOBOYHOM YaCTH JOKYMCHTA B

JIEBOM BEPXHEM YTIIy

3aganue 49

Ipasunvuvix eapuanmos modicem 6bimsv HECKOLKO.
Kaxkoii Buj 1€710BOro NuchbMa HaNpasJisieTCsl aipecaTy /sl 3aK/JII04eHHs CAeIKHU ¢
yKa3aHHeM KOHKPETHBIX YCJIOBUH caeaKkn?

1)
2)
3)
4)

[TuceMo-TIOATBEpKACHUE
ConpoBOIUTEIHHOE TUCEMO
[TnuceMo-tipeioKeHne
JloroBopHoe nmuceMo

3aganue 50

Ipasunvuvix 6apuanmos modicem Obimb HECKOTbKO.
ABTOpPOM CJIy;Ke0HOI0 NMCbMa SIBJISETCS:

1)
2)
3)

+

WCTIOJTHUTEIb, COCTABUBIIHI JOKYMEHT
JIOJ>KHOCTHOE JIMIO, MOIMKUCABIIEe TOKYMEHT

UCTIOJIHUTEIb, O()OPMUBILNHN TOKYMEHT
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4) + opraHusanus, OT UMEHH KOTOPOU OTIIPABJISIETCS ITUCBMO

3aganme 51
Omnpenenure Kakoe yTBep:KIeHHe UCTHHHO, 4 KAKOE HeT...
1) HNctnaa  TekcT mokIagHOM 3alUCKH COEPIKHUT TOIBKO 00CTOSATEILHOE H3JI0’KEHHUE BOIIPOCca
2) HNctnaa  AnpecaHT B JOKJIQJHOMW 3alMCKE YKa3bIBACTCS B UMEHUTEIBLHOM MaIeKe
3) HNctnHa  BHYTpeHHIOIO JOKJIAJIHYIO 3aITMCKY MOAMKMCHIBAET COCTABUTEIH
4) Jloxs B agpecare mokiaaHON 3alMCKH YKA3bIBAIOT TOJIBKO (haMUIIHIO
5) Jloxs  BHyTpeHHss qokianHas 3arnvicka ohopMisieTcst Ha OJlaHKe OpraHu3aIuu
3aganue 52

(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
BHYTpEHHIOIO OKIIQJIHYIO 3aITKCKY TOANKUCHIBACT

1) + COCTaBUTEIb
2) - PYKOBOJUTENb MOIPa3ICICHUS
3) - CEKpeTaphb

3apanune 53

(Bvlbepume eOuHcmeeHHO NpasuibHblll 0meent)
B ckonpkux 3k3eMIuIsipax ohopMIISIETCsl BHEIIHSSI TOKTaIHAS 3aITMCKa

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

3aganue 54

(Bvibepume eOuHcmeeHHO npasuibHblil 0meent)
PexBU3HUTHI OOBSICHUTEHHOMN 3aITUCKHU 110 MIOBOIY OOBSICHCHHS TOCTYITKA aHAIOTHYHBI

1) + BHYTpPEHHEH JTOKJIaTHOH 3aITUCKU
2) - BHYTPEHHEH CIIPaBKU
3) - CIIy’)KeOHOMY TIHCbMY
3aganme 55

(Bvibepume eOuHCmMEeHHO NPABUTILHBLIL OmeEent)
Teker nOoKIaaHON 3aIUCKH, KAK IIPABUIIO COCTOUT

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

3aganue 56

(Bvibepume eOuHCmMEeHHO NPABUNILHBILL OmEent)
B cocraB pekBU3UTOB BHEIIHEW JTOKJIAHON 3alIMCKH HE BXOJAUT

1) + nevyaTh

2) - MOAIHUCH

3) - 3aroJIoBOK K TEKCTY

3aganue 57

Bcmaevme nponyuiennsle 6 mekcme cnoea
JlokiiagHas 3amucKa — TOKYMEHT, aJIpeCOBaHHBII o
KOHKPETHOU TeMeE ¢ U TIPEJIOKCHUSIMH 110 HEH.

1) OTBeT: BBIIIECTOSIIEMY PYKOBOJICTBY

2) OTBeT: BBIBOJAMU



3aganue 58

Bcmasvme nponyuieéHHbleé 6 meKcme cjiosa

BremH00 10KIaqHY0 3allUCKY, aPECOBAHHYIO B BBIIIECTOSAILYIO0 OpraHU3aLUI0
MOANKCHIBACT

1) OTBeT: PYKOBOAMUTEIb OPraHU3aIuU
3aganue 59

Bcmasvme nponyuieénHnbsle 6 mexkcme cjiosa

BHyTpeHHIOI0 T0KIaJHYIO 3alIUCKY COCTABJISET U MOANUCHIBAET

1) OtBer: cocTaBUTENb
3ananue 60
Bcmagvme nponywennsie 6 mexcme cnoga
PexBHU3UTHI BHYTpEHHEN JOKIAHON 3aIUCKHU:
- ajipecat (B 1aTeIbHOM TaeKe)
- HAMMEHOBaHME BHJIa TOKYMEHTa
- TEKCT
- OTMETKA O HAIMYUU NPUIIOKEHUS (B ClIydae HEOOXOAUMOCTH)
- JaTa
1) OTBeT: HaMMEHOBaHUE CTPYKTYPHOIO MTOAPA3AECIICHUS
2) OTBeT: 3aroJIoBOK K TEKCTY
3) OTBET: TOIIHUCH
4) OtBer: HOMEp
3aganue 61
Omnpeaenure KaKkoe yrBepsKJaeHHe HCTUHHO, 4 KAKOe HeT...
1) Uctnna  [laTtoii mpoToKosa SBISIETCS JaTa MPOBEICHUS 3aceaaHus
2) Hctuna  IIpoTOKOI MOANMCHIBAIOT MPEACENATEND U CEKPETAPh KOJUIETMAIBHOTO OpraHa
3) Jloxp B KpaTkoM IpOTOKOJIE IPUBOASATCS TEKCTHI BBICTYIIIICHUI
4) Hctura B npoTokose yKa3bIBatOTCs PE3yJIbTaThl FOJOCOBAHUS
5) Hctuna B tekcte nporokosa MoxeT orcyrcTBoBaTh NyHKT BBICTYIIMJIN
3aganue 62

(Bvibepume eOuHCmMeeHHO NpasUIbHbLLL OMeem)
N3 ckonbKUX YacTeil COCTOUT TEKCT MPOTOKOIA

1)
2)
3)

+

ABYX
OJHOU
Tpex

3aganue 63

(Bvibepume eOuHCmeeHHO NpasUbHblLL OMeemn)
[IpoTokos moAnuCcHIBaeT

1)
2)

+

npeaceaareyib U CCKpPETapb KOJICTUAJIBHOI'O OpraHa

PYKOBOJUTEIH
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3) - CeKpeTapb
3amanue 64

(Bvibepume eOuHCmMBeHHO NPABUIbHBLLL OMEem)
Kakas gacTp B cxeMe moCTpOCHHSI OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBATh

1) - CIIYIIAJIAN
2) + BBICTVYIINJIN
3) - I[MOCTAHOBWJIN
3aganue 65
(Bvlbepume eOuHCmMEeHHO NPABUIbHBLL OMeEem)
[Iporokos opopMIIsSIFOT
1) - B TpeX IK3EeMIUIIpax
2) + B OJIHOM 3K3eMIUISIpe
3) - B JIBYX DK3EeMIUIIpax
3aganue 66

(Bvlbepume eOuHcmeeHHO npasuibHblll 0meent)
Kak odopmitsitorcst B TeKCTE MPOTOKOIA, TPUCYTCTBYIOIHE, €CITH UX 22 YeloBeKa

1) + [TpucyrcTBOBanu: 22 yenoBeKa (CIUCOK MPUIIAraeTcs)

2) [TpucyTcTBOBAIM: TEPEUUCIIAIOTCS (PAaMUIMK IPUCYTCTBYIOIUX B aJI(haBUTHOM
HOpsi/IKe

3) - [TpucyrcTBOBamM: 22 YemoBeka

3aganue 67

Bcmaevme nponyuieérnHble 6 meKcme cjioea

B 3aBHCHMOCTH OT ITOJTHOTEI OCBCHICHU XO0/J4a 3aCCAaHuA MPOTOKOJIbI MOT'YT OBITh

u
1) OTBer: TOIHEIE
2) OTtBetr: Kparkue

3aganue 68

Bcmaevme nponyuiernHble 6 meKcme cjioea

TekcT MpOoTOKOJIa COCTOUT U3 JIBYX YacTEl: BBOJHOU U
1) OTBET: OCHOBHOM
3aganmue 69

Bcmasome nponyuieéHHble 6 meKcme cjiosa

B IIPOTOKOJIC KaKObIN ITYHKT IIOBECTKU JHA PAaCIIUCBIBACTCA (CTpOI/ITCH) IO CXEMCE:

1) Otser: BBICTVIINIIN
2) Otser: IIOCTAHOBWJIN
3) Otser: CJIIYIHAJIA
3aganue 70

Bcmaevme nponyuiernHble 6 meKcme cjioea

Ecmm BOIIPOC HE 06cy>1<)13nc>1 B X0A€ CO6paHI/I$I HJIK 3aCC€JaHu KOJICTUAJIBHOI'O OpradHa, TO B IIPOTOKOJIC ITYHKT
MOKET OTCYTCTBOBATb

1) Otser: BBICTVYIINJIN
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3aganue 71
Omnpenenure Kakoe yTBep:KIeHUEe HCTHHHO, 4 KAKOE HeT...

1) Jloxxp ~ Hamnuue 3akIIFOYMTEILHON YaCTH TEKCTa aKTa 00s13aTeIIbHO
2) HUctuna  Yaie Bcero akThl COCTABJISIOTCS KOMHUCCHEH
3) HctuHa  AKT MOXET CIYXUTh OCHOBaHHEM JUIsl U3aHUS PACTIOPSAUTEIBLHOTO JOKYMEHTA
4) Uctuna  AKTBI, Kak MpaBUiIo, MOJJIEKAT YTBEPKIACHUIO
5) HctnHa  AKT MOXeT 0OpMIISTHCS Ha TpadapeTHOM OIaHKe
3aganue 72

(Bvibepume eOuHCmMEeHHO NPABUILHBLIL OmEent)
CnyxeOHBIN aKT COCTaBJISCT U MOAIKUCHIBACT

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

3aganue 73

(Bvloepume eOuHCmeeHHO NpasUIbHblLL OMeem)
OcHoBaHMeM JUI U3/1aHUs KAKOTO PACcIIOPSIAUTEIHLHOTO JOKYMEHTA MOXKET ObITh aKT

1) - Pemenune
2) - [TocraHoBICHHE
3) + [Tpukas
3ananue 74
(Bvibepume eOuncmeeHHo npasuibHblil 0meent)
Jartoii akTa sBiseTCs
1) + Jlata akTUBHpPYEMOro COOBITHS
2) - Jlara yTBepxaeHus
3) - Jlata moanucanus
3ananne 75
(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
B cocTaB peKBU3UTOB aKTa BXOJUT PEKBH3HUT
1) + ['pud yrBepkaeHus
2) - ['pud cornmacoBanwmst
3) - OtmeTKa 00 UCTIOTHUTEIIE
3aganmue 79
(Bvibepume eOuHCmeeHHO NPAsUIbHBLIL Omeent)
B cocTaB pekBU3UTOB aKTa HE BXOAUT
1) + ['pud cornmacoBanwmst
2) - 3aroJIoBOK K TEKCTY JOKYMEHTA
3) - ['pud yrBepxaeHus
3ananmue 80
(Bvibepume eduncmeenno npasunvhulii omeent)
CKOJIBKO YacTel CONEPKUT TEKCT aKTa
1) - IBE
2) - OJIHY
3) + TpH
3aganue 81

(Boibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
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Crenyer i1 yKa3bIBaTh TOJKHOCTH WICHOB KOMHCCHH NPH 0(OPMIICHIUH PEKBU3UTA

«TTOJIITUCHY
1) - Ha
2) - [To xxenanuio cekperaps
3) + Her
3aganue 82
(Bvibepume eOuHCmMeeHHO NPABUILHBLIL OmEent)
B ckonmpkux sK3eMInIsipax 0QOpMIISIETCS aKT
1) - B tpex
2) + B ckonpkux HEOOXO0AMMO
3) - B getnipex
3ananue 83

(Bvlbepume eOuHCmMEeHHO NPAsUIbHbLL OMeem)
Kakas gacTh TeKCTa aKTa MOXKET OTCYTCTBOBATH

1)
2)
3)

- KoHcratupyromas
+ 3aKIounTeIbHas

- BBojHag yactn

PykoBoACTBO U151 9K3aMeHATOPA
Kputepuu onieHuBaHMs TECTOBBIX 3a/1aHUI:
3a Ka)K70€e NPaBUIbHO BBIIIOJHEHHOE TECTOBOE 3aJaHKE (BEPHBIM OTBET)

orBeT - 0 0aJuIoB.

«5» - 28-30
«y» - 24-27.
«3»-19-24
«HEeyanoBI» - 18 u MmeHee

IIpakTHYecKas 4acThb.

KpI/ITepl/II/I OLCHUBAHMS BBITIOJIHCHUSA NPAKTUYCCKOTO 3aJaHs:

- 3HaHHUE TEPMUHOJIOTUHU

- CKOPOCTb BBIITOJIHCHUEC

- CIOCOOHOCTh HECTAH/IAPTHO MBICIUTh

- KOJIMYCCTBO NPCAJIOKCHHBIX BAPUAHTOB PCIICHUA MMOCTaBICHHOM 3aJa4i.

ctaBuTcs 1 Gai, 3a HEBEPHBII
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