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1.1.00mme cBegennst

Kommekr onenounbix cpeacts (KOC) mpennasHaueH uisi MPOBEPKU PE3YIHTATOB
ocBoeHuss yueOHoM aucuumuimHbl OI1.13  JlokymMeHTanMOHHOE oOOecleYeHne YyNpaBIeHUS
OCHOBHOW TmpodeccroHanbHOl 00pa3oBaTenbHOM mporpamMmbl 1o crneruanbHocTH 40.02.01
«[IpaBo u opranu3anus COUUAIBLHOrO o0ecrieyeHus (TI0 OTPACIIM)».

1.2.I1lepevyenn popmMupyemMbIX 3HAHMI, YMEHHIT 1 KOMIIETCHIIUH
B pesynbraTe ocBoenust yueobHou nucturuabl OI1.13 JlokymeHTanmonHoe obecrieueHne
yropaBieHus oOydamoumiicas AomkeH obnazate mnpexycMmoTrpeHbiMu  PI'OC  CIIO mo

CIIENUAIBHOCTH CJIe Iy IOIIUMH YMEHUSMH, 3HAHUSIMH, KOTOpBIE bopMHpYIOT

po(heCcCHOHATBFHYI0 KOMIIETEHITUIO, U OOIIMMU KOMIETCHIIHSIMH:

YMenusn

Vi oOpMIIATE  OPTraHU3AIMOHHO-PACTIOPSTUTEIILHBIE JTOKYMEHTHI B COOTBETCTBUU C
nerictByromm ['OCTowm;

V2 OCYIIECTBIISITh OOpPaOOTKY BXOMAIIMX, BHYTPEHHUX W UCXOASIIUX JTOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHCHHUEM;

V3 oOpMIIATH JOKYMEHTBI JUIS TIepeiadll B apXUB OPTaHU3AIINN;

3Hanuna

31 MOHSITHE JOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI TOKYMEHTUPOBAHUS,

32 MpaBUjia COCTaBJeHUA U O(OPMIICHHS OpraHU3aAIMOHHO-PACTIOPSATUTETHHBIX
nokymeHToB (nanee - OPJI);

33 CHUCTEMY W THUIOBYI) TEXHOJIOTHIO JIOKYMEHTAllUOHHOTO OOEeCredYeHHusl YIpaBIeHUs
(manee - J1I0VY);

34 O0COOEHHOCTH JIeJIOTIPOU3BOJICTBA IO OOpaIleHUsIM TPaKJaH W KOH(DHUICHIIMAIBHOTO
JEJIONPOU3BOICTBA;

O0mue KoMIeTEHIIUU

OK 1. [loHuMaTh CyIIHOCT, M COLMAIBHYIO 3HAYUMOCTh CBOEH Oynaymieil mnpodeccun,
MPOSIBIISITH K HEM YCTOMYUBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATENBHOCTh, BEIOMPATh TUIIOBBIE METOBI U CIIOCOOBI
BBITIOJTHEHHS TIPO(ECCHOHATBHBIX 3a/1a4, OIICHUBATh UX 3(P(PEKTUBHOCTh M KAYECTBO.

OK 3. [IpyHMMAaTh pelieHus B CTaHAAPTHBIX W HECTAHJAPTHBIX CUTYallUSX W HECTH 32 HHUX
OTBETCTBEHHOCT.

OK 4. OcymecTBiaTh TOWCK W HUCHOJb30BaHWE HHMOpPMAIMK, HEOOXOAMMOW IS

3((PEeKTUBHOTO BBHITIOJIHEHHUSI TMPOQPECCHOHANBHBIX 3a1ad, MPo(heCcCHOHATBHOTO U
JIMYHOCTHOT'O pa3BUTHUA.

OK 5. Hcnonp3oBath nH(})OPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B
poheCCUOHATILHOM 1eATEILHOCTH.

OK 8. CaMocCTOsATENBHO ONPEACNATh 3a7a4d MPOo(hEeCCHOHATBHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThbCA CaMOO6paBOBaHI/IeM, OCO3HAHHO IJIAHUPOBATH IMOBBIIIICHUEC KBaHI/I(l)I/IKaI_[I/II/I.

OK 9. OpueHTHUPOBATHCS B YCIOBUSAX MTOCTOSTHHOTO H3MEHEHHUS MPAaBOBOM Oa3kbl.

IIpodeccnonaabHbIe KOMIIETCHIUH

I[IK 1.1.  OcymectBisiTh npodhecCHOHATBHOE TOJKOBAHWE HOPMATHUBHBIX MPABOBBIX AKTOB JIS
peau3anuu mpas TpaxkaH B cepe MEHCHOHHOTO 00ECTICUeHUs U COIMATBHOMN 3aIHUTHI.

I[IK 1.2. OcymecTBisiTh TpHEM TpaKJaH IO BONMPOCaM TICHCMOHHOTO OOECIeYeHUs W
COLMAJIbHOW 3alUTHI.

IIK 1.3.  PaccmarpuBarh makeT JOKYMEHTOB I Ha3HAYEHUs NEHCUH, MOCOOMA, KOMIIEHCAIIUH,
JpYTUX BBIIJIAT, a TaKXKe MEp COUUAIbHOM MOJACPKKH OTICIbHBIM KaTeTOpHsIM
IPaKJaH, HYKJIAIOIKUMCS B COLIMAJIBHOM 3aILUTE.

IIK 1.4.  OcymecTBisITh yCTaHOBJIEHHE (Ha3HA4YEHHE, IEpepacueT, MEpPEBOM), HHIEKCALUI0 U
KOPPEKTUPOBKY TEHCUMW, HA3HAYCHHE MOCOOMI, KOMIIEHCAIUA U JIPYTUX COIMAIbHBIX
BBITUIAT, HUCTIONIB3YsI HH(POPMAIIMOHHO-KOMITEIOTEPHBIE TEXHOJIOTHH.



IIK 1.6.  KoHCynpTHpOBaTh TIpaXkJaH M MpPEACTAaBUTENEH IOPUAUYECKHX JMI[ 10 BOIpOCaM
MIEHCUOHHOTO 00ECIeueHHs U COLMATbHON 3alUTHI.

KOHTpOJIBHO-OLICHOYHBIE  CPEJICTBA  BKJIIOYAIOT  KOHTPOJBHBIE  MaTEpHANBl IS
IIPOBEJEHUS TEKYILIEH U IPOMEXYTOUHOMN aTTeCTal|H.

Hrorosoi dbopmoii arrecTalnuu o yaeOHOU JUCLIUIUIUHE ABJIACTCS
oughghepenyuposannvlil 3auem.

CTyneHTsl JOITyCKAalOTCS K 3a4eTy NPU HAMYUHM PE3YJIbTATOB TEKYIIEW AaTTeCTALMH,
MPEIYCMOTPEHHBIX YUeOHBIM IJIAHOM COOTBETCTBYIOLIETO CEMECTPA.



1.3. PE3YJIBTATBI OCBOEHUSA JUCHUIIVIMHBI, IIOAJEKAILIUE ITPOBEPKE

B pesynbrate arrecramuu mo y4yeOHOW AMCHUIUIMHE OCYIIECTBIISIETCS KOMIUIEKCHAs MPOBEpKa CIEAYIOIUX YMEHUH W 3HAHWH, a TaKkke

TuHaMuKa GOPMUPOBaHUS OOIINX KOMIETSHIIHIA:

Pe3yabTarsl 00yyeHus
(ocBOEHHBbIE YMEHUsI, YCBOEHHbIE 3HAHMS)

IToxa3aTenn oneHKH pe3yjbTara

DopMbI U METOBI
KOHTPOJISI M OLIEeHKHU
pe3yJbTaTOB 00y4YeHUs

YMmenust
vy 1 - opOopMITITH OpraHu3alOHHO- BBIOOp  BHIBI  JIOKYMEHTa JUIsi  ONPEACICHHOTO  BHUJAA | PE3YJIbTaThl BBIIOJHCHHUS
pacropsiIUTeIbHbIE JOKYMEHTHI B COOTBETCTBUHU C IEeITENLHOCTH; MPAaKTUYECKUX 3aJaHUN U

nercrByromuM ['OCTowm;

OK | — noHuMaTh CyLIHOCTh U COLUAIBHYIO
3HAYUMOCTh CBOEH OymyIieit mpodeccun, MposiBIATh
K HEW yCTOMYMBBIA UHTEPEC.

OK 4 - ocymiecTBiIATh NOUCK U UCTIOJIb30BAHUE
uHpOpPMaLIUU, HEOOXOAUMOM U1 HPPEKTUBHOTO
BBITMIOJTHEHUSI TPO(EeCCUOHANIBHBIX 3a/1a4,
po¢eCCHOHATIBLHOTO M TMYHOCTHOTO PA3BUTHS.

OK 5 — ucnonp3oBath HHPOPMAITHOHHO-
KOMMYHHKATHBHBIE TEXHOJIOTUU B
npodeccuoHaNbHOM e TEIbHOCTH.

OK 9 — opueHTHpOBATHCS B YCIOBUAX TOCTOSIHHOTO
W3MEHEHUS TTPaBOBOM Oa3bl.

000CHOBAHHOCTB BBIOOpA U ONITUMAIILHOCTh COCTaBa
MCTOYHHUKOB MH(OPMALIUK ISl peIIeHUs] TPO(HECCHOHANBHBIX
3a7a4 ¥ caM000Opa30BaHNS;

ONEPAaTUBHOCTh  TIOMCKa  HEOOXOAMMO
WCTIOJI30BAaHUEM PA3IMYHBIX CPEJICTB;
oopmieHne TOKYMEHTOB B COOTBETCTBHHM C DenepaibHbIM
3akoHoM «OO0 wuHpopManuu, HHPOpPMATH3ALMKU W 3aIIUTE U
nHpopmanumny,

uHpopMauu ¢

CaMOCTOSITEIILHOU
paboTsl

VY 2 — ocymecTBIATh 00pabOTKy BXOJISIINX,
BHYTPEHHUX U UCXOJAIINX JJOKyMEHTOB, KOHTPOJIb
3a X UCIIOJIHCHUEM.

OK 3 — npuHuMaTh peuieHus B CTaHAapTHBIX U
HECTaHJAPTHBIX CUTYalUSIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 8 — caMOCTOATENIbHO ONPENETATh 3aa4u

pacro3HaHue THITa COOTBETCTBYIOIIETO TOKYMEHTA;
oopMmiieHHE TOKYMEHTOB B COOTBEeTCTBHHM C DenepaibHbIM
3akoHoMm «O0 wuHbopmarnuu, WHOOpPMATH3AIMH W 3aIIUTE H
uHpOpMAaLIUNY;

opraHuszanys J0KyMEHTOO0OpOTa C MCIOJIb30BAHUEM CpPEICTB
TEJICKOMMYHUKAIIUN

BBIOOp METO/1a PErHCTPALUU JIOKYMEHTOB;

PE3YJIbTAThI BHITIOTHCHUS
NPaKTUYECKUX 3aJaHUHN U
CaMOCTOATEIIbHOMN
paboTsl




MPOECCHOHAIBHOTO U TUYHOCTHOTO Pa3BUTHS,
3aHUMAThCSl CaMO0Opa30BaHUEM, OCO3HAHHO
TJIAHUPOBATH MOBBINIIEHUE KBATH(PUKAIINH.

VY 3 — ohopMIIATH JOKYMEHTHI [yl Iepeiayyl B apXuB
OpraHu3aIu

dopmupoBaHHe Jie1a B COOTBETCTBUU C HOMEHKJIATYPOU JIell.
Odopmienue fena K cjadye B apXuB.

pe3yJIbTaThl BBIIIOJIHEHHUS
MPAKTUYECKUX 3aJaHUN U

CaMOCTOSTEIbHOMN
OK 2 — oprann3oBbIBaTh COOCTBEHHYIO paboTsl
JeSITENIbHOCTD, BHIOMPATh TUIIOBBIE METOIBI U
CrocoObl BHIMOIHEHUS MPOo(deccHoHaNbHBIX 3a1a4,
OIICHUBAThH UX 2((HEKTUBHOCTH U KaYECTBO.
3HaHuna
3 1 — moHsATHE TOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI MMOHUMaHWE U OCO3HAHUE POJIH IOKYMEHTOB B KU3HH U€JOBeKa | OIpPOC, OIICHKa
MOKYMCHTUPOBAHUS u obmecTBa, B chepe ynpasieHus 1 mpodhecCuoHaTbLHOM pe3yJIbTaToB
JeSITeNIbHOCTH, UX OCHOBHBIX (DYyHKIIMH, CIIOCOOOB CaMOCTOSATCILHOU
JIOKyMEHTHUPOBAHWS, paboThI
XapaKTEPUCTHKA BUJIOB JOKYMEHTOB;
3 2 — mpaBWia COCTaBI€HUS H odopmiIeHus pacro3HaHMe BHAA JOKYMEHTa JUIs OINPENEICHHOrO BHa | OIpPOC, OLIEHKA
OpraHU3aIllIOHHO-PACTIOPSAUTEIBHBIX  JOKYMEHTOB JIEATEIILHOCTH; pe3yNbTaToB
(OPLD) MOHATHE W OTJIIMYUS OPraHU3allMOHHBIX U PaCHOPSIAUTEILHBIX CaMOCTOSATENLHON
JIOKyMEHTOB; paboThI
MepeyuciieHne ©W  TnpaBmwia  OQOPMIICHHS  PEKBU3HUTOB
JIOKYMEHTOB;
3 3 — cucTteMy ¢ THUIOBYIO TEXHOJOTHIO MIPUMEHEHUE 3HAaHUI OCHOBHBIX BUAOB U pazHoBuaHocTed OP/I; | ompoc, OIICHKA
JOKYMEHTAI[MOHHOTO ~ O0ECTIeYeHUs]  yIpaBICHUS pe3yabTaToOB
(10Y) CaMOCTOSITEIIbHON
pabOThI
3 4 — o0co0eHHOCTH JEJIONPOM3BOACTBA IO 3HaHKe 3aK0oHa «O MEPCOHATBHBIX JaHHBIX); onpoc, OlLIeHKA
oOpameHusM TpaxIaH ¥  KOH(UIECHIHUAILHOIO pacro3HaBaHHE BHJOB CIyKEOHBIX JOKYMEHTOB; pe3yJbTaToB
ZCIOIPOU3BOJACTBA CIOCOOBI PETUCTPAIMH BXOSAIIEH JOKYMEHTAIIMH CaMOCTOSTEIILHON

paboThI




1.4. (I)OpMI)I TCKYIIECI0 KOHTPOJIA 1 HpOMe)KyTOqHOﬁ aTTeCTalluM 110 yqeﬁﬂoﬁ AUCHHUITIJIMHE

Texkyumuii KOHTPOJIb

HpOMe)KyTO‘-IHaﬂ arrecranus

JJIeMeHT y4eOHOi TN CUUILINHDBI ®opMbI 1 METOABI KOHTPOJIA H OLIEHKHU IIpoBepsiemble dopma IIpoBepsiemble
pe3yJbTaTOB 00yUeHUs Y, 3, OK KOHTPOJISI Y, 3, OK
Pa3nen 1. Beenenne B
AOKYMEHTAIlHOHHOe o0eclieyeHune
ylpaBJieHUsA
Tema 1. 1. OCHOBHBIE TIOHSTHS Ormpoc, pelieHne TEeCTOBBIX 3a/laHUM, pPe3yJIbTaThbl 31. 0K 1. OK 5
JIEJIONPON3BOJICTBA BBITIOJIHEHUS MPaKTUYECKUX 3aJaHuNn ul|31. Jugh. 3auem OK, 9 i ’
CaMOCTOSITEIBHOW PabOThI ’
Tema 1.2. UcTopus pa3Butus Onpoc, pelieHHe TECTOBBIX 3aJaHui, pe3yJbTaThl
OTEYECTBEHHOT'O JIEIIONPOU3BOACTBA | BBIMOJIHEHUS MPAKTHYECKUX 3a/laHui ul31.
CaMOCTOSITEJIbHOM pabOThI
Paspnen 2. Opranusanus
AeJI0ONPOU3BO/ACTBA B
OpPraHMu3auNu
Tema 2.1. Opranuzanusi ciryxO0bl Pemienne TecTOBBIX 3aaHUIA, PE3yIbTATHI 33
JIeJIONPOU3BOCTBA BBITIOJIHEHHSI CAMOCTOSTEIBHOM paboThI
Tema 2.2. Opranuzanus Omnpoc, perieHne TECTOBBIX 3a/laHui, pe3yIbTaThl V1,V2,V3, 3
JIOKyMEHTOO0O0pOTa B YIPABICHUN BBITIOJTHEHHS TPAKTUYECKUX 3aJaHUN U 33 3,0K2,0K3,
CaMOCTOSITCIIBHOW PaOOThI Aucp. saiem OK 4, 0K 5, OK
Tema 2.3. Peructpauust u KoHTponb | Onpoc, pelieHue TECTOBBIX 3aJaHU, PE3yJIbTaThl V1,V2,33 8.
HCIIOJTHEHUS IOKYMEHTOB B BBITIOJTHEHUSI TPAKTUYECKUX 3aJaHUI U
OpraHH3aIlHH. CaMOCTOSITENIbHOM pabOThI
Tema 2.4 Opranuzaius TeKyIero Pemenne TECTOBBIX 3aIaHUH, pesyibTathl | Y 1, V2,V 3,
XpaHEHUs JOKYMEHTOB B BBITIOJIHEHHSI CAMOCTOSATENBHOM paboThI
OpraHH3aliH.
Paznen 3. Odopmiaenne
ylpaBJjeH4YeCKUX JOKYMEHTOB
Tema 3.1. O6uue TpeGoBaHus K Omnpoc, pe3ynbTaThl BBITOJTHEHUS MPAKTHYECKUX V1.V2 31 Juch. 3auem Y1,¥2 310K
0()OpMIICHHIO TOKYMEHTOB. 3aJIaHUA W CAMOCTOSITEIIBHOW PabOThI ’ ’ 3,0K 4, OK’5,
Tema 3.2. Ipasnna opopmnennus Pemenue tecToBBIX 3a1aHUM, PE3YIBTATHI VI1,¥V2, 31




PEKBU3UTOB JOKYMCHTOB.

BBITIOJIHCHUSI IPAKTHYECKUX 3aJaHUN 1
CaMOCTOSITENIbHOM pabOThI

Pa3znea 4. Buabl 10KyMeHTOB.

Tema 4.1. OpranuzanuoHHoO-

Orpoc, pe3yiabTaThl BHITOJTHEHUS] MPAKTHYECKUX

pacnopsIUTeNIbHbIE TOKYMEHTHI. 3aJIaHUA 1 CAMOCTOSITEIIbBHON PabOThI v1,¥2,3132
Tema 4.2. UudopmannonHo- Omnpoc, pe3ynbTarhl BHITOJIHEHUS MPAKTUYECKUX v2.31
CIIPABOYHBIC JOKYMEHTBI 3aJIaHUA W CAMOCTOSITEIIBHOW PabOThI P
Tema 4.3. JInuHble JOKYMEHTBHI. Omnpoc, pe3ynbTaThl BHIIIOJIHEHUS MPAKTUYECKUX v23]

3aJIaHUA 1 CAMOCTOSITEIIbBHON PabOThI ’ )
Tema 4.4. CnyxeOHble TUCbMA. Omnpoc, pe3ynbTaThl BHIIOJIHEHUS MPAKTUYECKUX V2,34,

3aJJaHUil 1 CaMOCTOSTEIIbHOM pa60TBI

Jug. 3auem

V1,V2,31,32,
OK 4, OK 5,




1.5. OIIEHKA OCBOEHUA YYEFHOM JUCIHUATLIAHBI

KonTponr u© olleHKa pe3yabTaTOB OCBOGHHUS JUCHUIUIMHBI  «JlOKyMEHTAIlMOHHOE
o0ecrniedyeHune yrnpaBieHHsD OCYIIECTBISETCS MPEroiaBaTeeM B Mpoliecce MPOBEICHHUS:

— MPaKTUYECKUX (CEMUHAPCKHUX) 3aHATHUH,

— TECTUPOBAHUS,

— orpoca,

— JUCKYCCHUH, TUCIYTOB, 1e0aTOB,

— BBIMOJHEHUS CTYJIEHTAMH CAMOCTOATEIHHON pabOThl, MHIWBUIYaIbHBIX 3JaHUN U T.1I.

TecTupoBaHue HaMpaBIEHO Ha TPOBEPKY BIAJEHUS TEPMUHOJOTMUECKHUM amnmaparoM Hu
KOHKPETHBIMU 3HAHUSIMU B 00JacTU MO MUCHUIUIMHE. TecTUpoBaHWE 3aHUMAET YacTh Y4eOHOTO
3anatuss (10-30 MUHYT), TPaBWIBLHOCTH pPEIICHUs pa30UpaeTcs HAa TOM K€ WIH CIEAYIOIEM
3aHATHU; YaCTOTa TECTUPOBAHUS ONPEAEISETCS MPEroiaBaTeIeM.

Ha cemuHapckmx 3aHATHUSX OCYIISCTBISICTCS 3alllTa TNPEJCTABICHHBIX pedepaTon
(IoKIa/10B, MPOEKTOB), TBOPYECKUX PAOOT WU BBICTYINIEHUHN CTYICHTOB.

[IpakTrueckue 3aHITUS IPOBOJAUTCS B YaChl, BBIJICJICHHBIC YUEOHBIM TUIAHOM JIJIsI OTPaOOTKH
MPAKTHUYECKUX HABBIKOB OCBOCHHUSA KOMIIETCHIMSIMH, W TPEINOJaraloT aTTecTalhi0 BCeX
o0yJaroImuxcs 3a KaxJ10€ 3aHsATHE.

CobecenoBaHre MOCPEICTBOM HCIOJIB30BAHUS YCTHOTO ONpOCA HA 3aHITHHU TO3BOJSET
BBISICHUTh 00bEM 3HAHUU CTY/ICHTA 10 ONPEIeIICHHON TeMe, pa3jieny, mpodaeme.

Kpyrnslit  cronm, nauckyccus, TMOJeMHKa, MJUCIYT, Ae0aThl - OLIGHOYHBIE CpEJCTBA,
MO3BOJISIONINE BKIFOUYUTH OOYYAIOMIMXCS B TIPOIECC OOCYXICHUS CIIOPHOTO BOIPOCA, MPOOIEMBI U
OLIGHUTh UX YMEHHE apryMEHTHUPOBATh COOCTBEHHYIO TOUKY 3PCHHUSI

Hoxnan, cooOuieHue SBISETCS MPOJYKTOM  CaMOCTOATENBbHOM pabOThl  CTYJ/EHTA,
MIPEJICTaBIISIONINI cOO0M MyOIUYHOE BBICTYIUICHHE IO MPECTABICHUIO MOTYYEHHBIX Pe3yIbTaToOB
pelIeHus onpeeIeHHON Y4eOHO-TPaKTUYECKOM, yueOHO-UCCIeI0BATEIBCKON WM HAYYHOU TEMBI.

[TpoaykTOoM caMOCTOSATENbHON paboOThl CTYyAEHTA, SABIAETCA U pedepar, NpeaCTaBISIOMINN
co00if KpaTKOE W3JIOKEHHWE B IMHUCHMEHHOM BHJIE IIOJIYYCHHBIX PE3yJIbTaTOB TEOPETHUECKOTO
aHalM3a onpeeseHHOW HaydyHOU (YueOHO-MCCeq0BaTeNbCKOM) TEMBI, TJI€ aBTOP PACKPHIBAET CYTh
uccaeayeMon mpoOIeMbl, MPUBOIUT PA3IMUHbIE TOUKHU 3PEHHS], a TaKKe COOCTBEHHBIE B3TJISIbI HA
Hee.

[ToaroroBka CTYIEHTOM TMPE3CHTAIIMM IIO3BOJISIEM OLIEHUTh YMEHHE O00yYarolerocs
HarJISiIHO M3JaraTh CyTh IOCTAaBJIEHHOM MPOOJIEMBbI, CaMOCTOSITENIbHO IMPOBOJIUTH AHAIM3 STOM
mpoOJIeMbl ¢ HWCIOJB30BaHWEM  HMH(POPMAIMOHHBIX W KOMIBIOTEPHBIX  TEXHOJIOTHH U
AQHAJIMTUYECKOTO  MHCTPYMEHTapus  COOTBETCTBYIOLIEH  AMCHUUIUIMHBI,  JeNaTh  BBIBOJBI,
00001IaroNIIe aBTOPCKYIO MO3UITUIO TI0 MIOCTABJIICHHOW Mpo0IeMe.



1.6. Tunosbie 3alaHuA 1JIA IIPOBEACHUS TeKyIIIeﬁ Hu l'[pOMC)KyTO‘lHOﬁ aTTeCTallum 110
AUCHHUIIJINHE

1. IPAKTUYECKHUE (CEMUHAPCKUE) 3AHATUSI.
1. IIpakTnueckoe 3ansitue (ceMuHap): «OCHOBHBbIE MOHATHUSA 1€JIONPOU3BOJACTBAY.

Bomnpocs! 1151 00cy:KaeHus :

[TonsaTHE AENONPOU3BOACTBA.

[Ipenmer nemonpon3BoICTBA.

HOHHTHG I[OKYMCHTa, OCHOBHBIC BUIbI I[OKyMeHTOB.
OYHKIMU JOKYMEHTA.

HOHHTHG CUCTEMBI I[OKYMCHTaL[I/II/I.

MRS

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

Bomnpocs! 1151 00cyKkaeHus:

1. OO61as xapakTepucTHUKa J1e€J10IPOU3BOJCTBA B J[peBHEPYCCKOM roCcy1apCcTBE, BUbI
JOKYMEHTOB B 3TOT IIEPHOL.

XapakTepucTuKa MPUKa3HOTO JI€JI0IPOU3BOJICTBA.

Komnexckoe nenonpounsBoactso B Poccun. Pedopmer [lerpa 1.

MunucTepcKOe IeIONPOU3BOACTBO B yupexxaeHus Poccun. Pedpopmbr Anexcanapa 1.
XapakTepHUCTUKa roCy1apCTBEHHOTO JEJI0NPOU3BOACTBa B COBETCKYIO JIIOXY.

NhARWD

3. Ilpaktuyeckoe 3aHsiTHE (ceMUHAP): «OpraHu3anus cayKkO0bl 1eJIONPOU3BOACTBAY.

Bomnpocs! 1151 00cyKkaeHus:
. [lonsiTue u 3HaYeHHE CITyKOBI JOKyMeHTannoHHOTO obecnieuenus (CJ1O).

. OpranusaioHHbie GOpMbI pabOTHI C JOKYMEHTaMH, HX OCOOCHHOCTH.
. «YTpaBJIeHUE JIeIaMU», €T0 COCTaB U (DYHKITUH.

. «O0mwmii oTIE», €r0 CTPYKTYpAa.

. [lonsiTne, PyHKIMH U COCTAB KAHIICIISPUU.

. XapakrepucTuka paboThl CeKpeTaps-pedepeHTa.

AN DN B~ W -

2. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBens A.

Buvibepume 6eproe ymeepoicoenue

1.Tpe6oBanust K OG(GOPMIICHHUIO OPraHU3ALUOHHO-PACTIOPAAUTENBHBIX JIOKYMEHTOB
ycranasnuBaeT ['OCT P 6.30 — 2003

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

3.B opraHumzanuM 1o YCMOTPEHHIO pYKOBOJCTBAa JOJDKHA ObITh pa3zpaboTaHa
MHAVBUYaJIbHAs NHCTPYKLHUS 110 1EI0IPOU3BOJCTBY

4. Oprann3alOHHO-IIPABOBbIE TOKYMEHTHI, KaK IIPABHUIIO, OAJIEKAT YTBEPKIACHUIO

5. B oprann3aniuoHHO-IPaBOBbIE JOKYMEHTBI MO>KHO BHOCUTb U3MEHEHUS

Buvibepume npasunvrwviti omeem.

K kaxmomy 3agaHuio JaHbl 3 BapuaHTa OTBETA, M3 KOTOPBIX TOJIBKO OJMH BEpHbIH. B
OJlaHKEe OTBETOB IIOCTaBbTE I10J HOMEpPOM 3aJaHusi OyKBY OTBeTa, KOTOpBIM Ha Ball B3MVIAJ
SBIISICTCS IPABUIbHBIM.



1. B coctaB opraHn3aliiOHHO-IIPABOBBIX JJOKYMEHTOB HE BXOJIUT. ..

a) yCTaB OpraHusanuu

0) mTaTHOE paclycaHue

B) IIpUKa3

2. Kakue pacnopsaudrtenbHble JOKYMEHTbI MOXeT wu3faaBaTth lIpesunent Poccuiickoii
Oenepanun?

a) yKa3bl

0) pacnopspKeHHs

B) IOCTAHOBJICHUS

3. JIoJ>KHOCTHAsI MHCTPYKLMS COTPYAHUKA. ..

a) MOJJICKUT YTBEPKACHUIO

0) He yTBepKIaeTcs

B) YTBEPKIaeTCs IO YCMOTPEHUIO PYKOBOIUTES

4. Kakoil HOpMaTHBHBII JOKYMEHT ONpeensieT 00s3aHHOCTH COTPY/HUKA?

a) lllratHoe pacnucanue

0) YcraB npeanpusTus

B) JloJDKHOCTHAS MHCTPYKLUS

5. TuoBbIE JOKYMEHTHI HOCHT ... XapakTep

a) 00s3aTeNbHBIN

0) peKOMEHIaTeIIbHBII

B) O3HAKOMUTEIbHBIN

6. B xakom nazgexe GpopMynpyeTcs 3arojJoBOK K TEKCTY TOKHOCTHOM WHCTPYKIIMN?

a) B UIMEHUTEJIBHOM

0) B pOUTEILHOM

B) B IIPEJIOKHOM

7. Kakoli JOKYMEHT He BJIIE€TCS Pa3HOBUIHOCTHIO KON ?

a) YepHOBUK

0) oTmyck

B) nyOaukar

8. JlokyMeHT, BblAaBa€Mblil B3aMEH YTEPSHHOTO U UMEIOLIUI CUITy MTOAJIMHHUKA,

HA3bIBAETCH. ..

a) KOIHsI

0) oTIycK

B) nyOauKar

9. lokyMeHT, OKOHYATEIHbHO O(DOPMIICHHBIN 1 MTOANMMCAHHBINA, HA3bIBACTCH. . .

a) OVTMHHUK

0) oTIycK

B) nyOnuKar

10. VI3MeHeHus ¥ TOTOIHEHUS B JOMKHOCTHYIO HHCTPYKIIMIO BHOCSTCS. . .

a) JOKJIaTHOM 3alMMCKOU

0) MpUKa30M PYKOBOJIUTES

B) CIIPaBKOM COTJIACOBAHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnoaa.

1. OKY ]I — O6mepoccuiickuii kiaaccupukaTop

2. YcraB opranu3aiuy — IpaBoOBOM aKT, ONMPEACIISIONINI .

3. JIOJDKHOCTHAasi MHCTPYKUHUS — MPABOBOM aKT, M3/1aBa€Mbld OpraHu3alliel B LEJAX
periaMeHTaly OpraHU3allMOHHO-TIPABOBOT'O TMOJIOKEHUS pAaOOTHHKA, €T0

, , u oOecreunBarOIUn

ycnoBus Jyist ero 3 (HEeKTUBHON PabOTHI.

4. IlpaBuna BHYTPEHHEr0 TPYAOBOTO paclopsaka — 3TO MPaBOBOM  akKT,
perilaMeHTUP YOI .

5. JIOKyMeHTBI KJIaCCU(PHUITUPYIOT:

no 6udam: OpraHu3aliOHHO-PACIIOPSIUTENIBHBIE,

10



, IO INYHOMY COCTaBY;

no gopme: AHIUBUTYaTbHBIC, , TAOJIMYHBIE, TEKCTOBBIC, AaHKETHBIEC,
TpadapeTHbIC;

no npoucxodcoenuro: opuIHaIbHbIe 1 ;

1O MeCmy NPOUCXOHCOCHUSL: Y BHYTPEHHHE;

no CpoKam XpaumeHus: TIOCTOSTHHOTO CPOKa XpaHEHHUs, BpeMEHHOTO

( ), BpEMEHHOTO ( );

no 21aCHOCMU: CEKPETHBIE U ;

no cpeocmeam puxcayuu: PyKOIUCHBIC, , Tpadudeckue,
, (DOTOKMHOJJOKYMEHTHI,
no cmaousim co30aHus: OPUTUHAIIBI, YEPHOBUKH, ,

, , TyOJINKAThI;

1o CpoUHOCIU: Y HECPOYHEIC,
1O HAUMEHOBAHUIO:

TECT 2.
YpoBensb A.

Buvibepume seproe ymeepoicoenue

1.Cny>xe0HOe 1oJie JOKYMEeHTa MpeJHa3HAYeHO /JIs HAHECEHHUS CIIeIUaIbHBIX
M300paKEeHHI

2. [TocTOSIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MPH U3TOTOBIEHUH OJaHKa

3. [lepeMeHHBII pEKBU3UT HAHOCUTCS TIPU COCTABICHUU JOKYMEHTA

4. JIeBoe 110Jie MOXKET ObITh YBEJIINYEHO

5. CTpaHulbl TOKyMEHTa MOKHO HyMEpOBaTh Ha HI)KHEM I10JIe JINCTa

6. YCTaHOBJICHO /IBa BapUaHTa PacIONIOKEHHs PEKBU3UTOB Ha OJaHKax

7. Ha 6nankax ohopmMisieTcst TOIBKO MepBasi CTpaHUIlA T0KyMEHTOB

8.PexBu3nTHI 6NaHKa opranu3anuu cyobekra PO MokHO 0pOpMUTH TONIBKO HA
HAIIMOHAJIBHOM SI3bIKE

9.Ha Gnanke MOKHO IOMECTUThH COKpAIllEHHOE Ha3BaHUE OPTaHU3AIMH, JaXKe €CIIH OHO HE
3aKperieHo B Y CTaBe 3TOM OpraHn3aluu

10. JIokyMEeHT HEe MOKET COJIepKaTh O0JIee YSTHIPEX aIPecaToB

11. JIokyMEeHT MOXET OBITh YTBEPX/IEH JOJKHOCTHBIM JIUIIOM

12. B KoHIIe 3arojioBKa K TEKCTY JOKYMEHTa TOYKa HE CTABUTCS

13. K moxymenram, ohopmiieHHBIM Ha popmaTe AS, 3ar0JI0BOK K TEKCTY HE COCTABIISCTCS

14. Texct nokymenTa Ha ¢popmare A4 odopmiiseTcs yepes3 MmoITopa HHTepBaia

15. TekcT MOKyMEHTa MOKET OBITh TPE/ICTaBICH B (pOpME TaOIHIIBI

16. KonmuecTBo TMCTOB B IPHIIOKEHUH K TEKCTY HE YKa3bIBACTCS

17. B pacmmdpoBKe MOANMCH WHUITHAIBI BCETIa CTOSAT JI0 (haMUITHN

18. JlokymMeHTHI (PMHAHCOBOTO XapaKkTepa MOTYT UMETh JABE TOMUCH

19.01™eTKa 00 UCIIOTHEHUH JIOKYMEHTA MPOCTABIISIETCS B JICBOM HIDKHEM YTITy TIEPBOTO
JUCTa TOKYMEHTA

20.0T™MeTKa O MOCTYIUIEHUH MPOCTABIISIETCS TOJIBKO Ha MPUCHIIAEMBIX (BXOSIINX )
JOKYMEHTax

Buvibepume npasunvrwviti omeem.

K xasicoomy 3a0anuro oanvl 3 eapuanma omeema, uz KOmMopvix MoJbKo 00UH 8ephbliil. B
OanKe omeemos nocmagvme nOO HOMEPOM 3a0anus OYK8y omeema, KOMopbwlll Ha 8aut 83271510
A671eMCs NPABUILHBIM.

1. JIucTtel HymMepyrOTCH. ..

a) mocepeMHEe HIKHETO I0JIs JINCTa
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0) nocepenrHe BEPXHEro MOJIs JIMCTa

B) B [IPABOM BE€PXHEM YTy

2. Hymeparus ctpanui] opopmIsioT Tax...

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CYyLIECTBYET MOJOXKEHUN Ta0yIsaTOpa

a)6

0) 8

B) 4

4. OT HyNIEBOTO MOJOXKEHUS TabyIsATOpa 0POPMIISIOT. ..

a) HaMMEHOBaHUE BUJIA IOKyMEHTa

0) anpecar

B) rpud yTBEpKICHUS

5. Kakum MHTEpBaJIOM OTAEINSAIOT APYT OT Ipyra peKBU3UTHI IPU 0(POPMIIEHUH JOKYMEHTA
Ha popmare A4?

a) OAVHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kakoif peKBU3UT HE BXOAUT B COCTaB OJIaHKa MHCHhMa?

a) cripaBOYHbIE JIaHHbIE 00 OpraHu3aluu

0) MECTO M3TaHMS

B) CChUIKa Ha HOMEp U J1aTy BXOJSIIEro JOKyMEHTa

7. JJOM>KHOCTHOM OJIaHK SIBJISIETCS] Pa3HOBUHOCTBIO

a) oOmiero OJlaHKa

0) OmaHKa ITMChMa

B) OJJaHK KOHKPETHOTO BUA TOKYMEHTa

8. MoXeT Iu MUHHCTpP TIOJNKUCATh TOKYMEHT, O()OpPMJIICHHBIN Ha TODKHOCTHOM OJIaHKe
3aMeCTUTENS MUHUCTpa?

a) MOXKET

0) HE MOXXET

B) I10 JKCJIaHUIO

9. PeKBU3UT «CIpaBOYHBIE JaHHBIE 00 OpraHU3alum» 0pOPMIISIOT

a) TOJIbKO Ha OJaHKaX MUChMa

0) Ha Bcex OJTaHKax

B) TOJIbKO Ha OJaHKEe KOHKPETHOTO BUJA TOKYMEHTa

10. Ha 6anke cyobekToB PD pekBU3UTHI 0(OPMIIIOTCS:

a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOJIBKO Ha HAITMOHAJILHOM SI3BIKE

B) Ha JIBYX SI3bIKaX: PyCCKOM U HAI[MOHATHHOM

11. Jlata noxkymeHTa oopmisieTcs:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. IIpu agpecoBaHNM JOKHOCTHOMY JIMIlY UHULIMAJIBI CTABST. ..

a) 10 haMuIH

0) ocie GpamMuIIn
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B) [10 YCMOTPEHUIO CEKpeTaps

13. Mecto u3nanus 1oKyMeHTa 0OpMIIIETCS TaKk
a) r.Koctpoma

0) Koctpoma

B) rop. Kocrpoma

14. Cnyxe6HO€ MUCHhMO MOXET COJIepKaTh He Ooee
a) 4eThIpex aJpecaToB

0) IByX aJipecaToB

B) TPEX aJpecaToB

15. 3aronoBoK K TEKCTY COCTABIIAETCS K JOKYMEHTaM, ODOPMIIEHHBIM. . .
a) Ha popmate A4

0) Ha hopmare AS

B) Ha J1F000M (hopmate

16. Tekct nokymenTa Ha ¢popmare A4 opOPMIISIOT..
a) yepes OJIMH UHTEPBAI

0) uepes mosiTopa UHTEpBaIa

B) 4yepe3 JBa MHTEpBaJa

17. Pe3omroruto opopmiiser. ..

a) pYKOBOJIUTEIIb

0) cekperapb

B) UCIIOJTHUTEIb

18. B pexBH3UTE «IIOANUCHY» UHUIMAIIBI CTaBAT. ..
a) 1o GpamMuIu

0) nocne gpamminu

B) HE UMEET 3HAUCHUS

19. OtmeTka 0 mocTyIuieHHH 0opMITsIETCS. . .

a) Ha MOCTYMAONIUX TOKyMEHTaX

0) Ha OTNPABISAEMBIX JOKYMEHTAX

B) Ha BCEX JIOKyMEHTax

20. Pe3ynbTaT paccMOTpeHHs TOKyMEHTa PYKOBOJUTENEM oopmiisercs. . .
a) rpudoM yTBEPKICHUS

0) pe3oronuei

B) rpudoM corracoBaHus

Yposensn B.
Bcmasvme nponywennvie 6 mexcme cnosa.
1. ®opmysip 1OKyMeHTa — 3TO Habop o(umaNIbHOr0 MUCHbMEHHOTO

JOKYMEHTA, pacIOJI0’KEHHBIX B ONPENEICHHON
2. bnank 1okyMmeHTa — 310 Habop , UIEHTH(PUIUPYIOIIUN

O(l)I/IIII/IaJII)HOFO MUCBbMCHHOI'O TIOKYMCHTA.

3. Ecnu TekeT nokymeHTa Ha ¢popmare A4 HaredaTaH dyepes MoJiTopa UHTepBaa,
PEKBU3UTHI OTAEIISAO IPYT OT Apyra HMHTEpBaJlaMU.
4. PexBU3UT «CIIPaBOYHBIC JaHHBIE 00 OpraHu3an» 0(GOPMIIIOT TOJIBKO B OJIaHKE

5. JlaTtoi TOKyMeHTa SIBJISIETCS J1aTa €ro W
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6. YTBepxKaeHHE — 3TO 0COOBIN CITOCO0 JIOKYMEHTA T0CJI€ €ro
, CAHKITMOHHUPYIOIIUNA pacpoCTpaHEHUE JACHCTBUS TOKyMEHTa Ha

OTpeieNICHHBIN KPYT JIMII, TPak/iaH, OpraHu3alni.

7. Pezomronus — 3T0 Ha IOKYMEHTE, CAelaHHas
U coJieprKaliasi IpUHATOe
8. 3aro10BOK K TEKCTY JOKyMeHTa opopMIIseTCs B 3 A0
majeiKe.

9. PexBU3UT «OTMETKA 00 UCTIOJHEHNUN JOKYMEHTA U HAPABJIICHUH €TO B JICIIO»
odopmiisiercs B YacTH HIDKHETO MOJIS JMCTa JOKYMEHTa

10. OT™MeTKY O MOCTYIUIEHUU JOKYMEHTA IPOCTABIISIOT B HIDKHEM
yriy JUCTa JOKYMEHTA.

TECT 3.

YpoBens A.

Buvibepume 6eproe ymeepoicoenue

1. Pemienue u3naercsi Ha OCHOBE KOJUIETHAIIbHOTO PyKOBOJCTBA

2. Tekct npukasza no OCHOBHOM AESATEIbHOCTH ,KaK MPABUIIO, COCTOUT U3 JBYX YacTEH
3.KoHcTaTupytoias 4acTh TEKCTA B PUKa3€ 110 OCHOBHOM JEATEIbHOCTH MOXKET
OTCYTCTBOBATh

4. TlyHKTBI TeKCTa NpHKa3a B PaACHOPSAUTEIBHOW YacCTH HYMEPYIOTCS apaOCKUMHU

nudpamu

S5.ITpuka3bl 1O OCHOBHOM EATEIBLHOCTH U IO JINYHOMY COCTaBY UMEIOT OOLIYIO
HyMepaluio
6.PexBu3NT «OTMETKA O HAIMYMU NPUWIOKEHUSD IOCIE TEKCTa IPHUKa3a CaMOCTOSITEIBHO

He odopmIIIeTCs

7.3aroJ0BOK K TEKCTY MpHKa3a M0 OCHOBHOM JesTeIbHOCTH (hOPMYIIUPYETCS B
POJIUTEIILHOM MaJIexke

8.[Ipuka3 1o 0OCHOBHOM AESTEIBLHOCTH, KaK IIPaBUIIO, IOANKNCHIBAET PYyKOBOIUTEIND
OpraHu3aluu

9. [TocTaHOBIEHUS U PELLIEHUS UMEIOT OJHY MOJINCH

10. PacniopsimuTenbHble JOKyMEHTbI BCTYIAIOT B CUIIy C MOMEHTA UX MOIHCAHUS
Bvibepume npasunvubiti omeem.

K xaoswcoomy 3a0anuro danvl 3 éapuanma omeema, u3 KOMopwix moabko 00UH eephbili. B

onanKe omeemos nocmaebme noo HOMEPOM 3a0aHUA 6yK8y onmeema, K0m0pblﬁ Ha eaul 632150
A6Alemcs npaculbHbIM.

1. PacniopsiautenbHblil JOKYMEHT, KOTOPBII M3/1a€TCs HA OCHOBE €IMHOHAYAIINS

a) pelieHue

0) npukas

B) ITIOCTAHOBJICHHE

2. PacriopsiuTeNbHbII TOKyMEHT, KOTOPBIHA U31a€TCSl HA OCHOBE KOJUIETMAJIbBHOTO
PYKOBOJACTBA

a) npukas

0) pelieHue

B) pacropsbKeHHE

3. 13 CKOJIBKMX COCTaBHBIX 4YaCTEW, KaK IPABUIIO, COCTOUT TEKCT PACIOPSAUTEIBHOIO

JIOKyMEHTA

a) U3 IByX

0) 13 ogHOM

B) U3 TpeX

4. ®amMWInIO U TOJDKHOCTh MCIIOJHUTENS B PACIOPSIAUTENBHON YacTH TEKCTa IpUKas3a 110

OCHOBHOM ACATCIIBHOCTH YKa3bIBaIOT

a) B UMCHUTEJILHOM TaJIekKe
0) B pOJIUTEILHOM MaJeKe
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B) B JIaTEJILHOM IaJIeXkKe

5. B cocTaB peKBU3UTOB MPHUKa3a 0 OCHOBHOW AEATEIbHOCTH HE BXOJIUT PEKBU3UT

a) rpud yTBepKICHUS

0) 3aroJ0BOK K TEKCTY

B) HOMEp JIOKYMEHTa

6. IIpukas mo OCHOBHOH JI€ATEILHOCTH MOANUCHIBACT

a) pYKOBOJIUTEJIb

0) cekperapb

B) UCIIOJIHUTENIb

7. IlocTaHOBJIEHUE TIOAIIACHIBAET

a) pyKOBOJIUTEJIb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJJIETHAIBHOTO OpraHa

8. IIpukas mo OCHOBHOM JEATEIBHOCTH O()OPMIISIOT

a) Ha OJlaHKe MHUcbMa

0) Ha OJlaHKe KOHKPETHOTO BHJIA JIOKyMEHTa

B) Ha JIOJDKHOCTHOM OJIaHKe

9. CII0BO «IIpHUKa3bIBAIO» B TEKCTE IMpPHKa3a IO OCHOBHOM JEATEIBHOCTH O(GOPMIISIOT B
CJICAYIOLIEM HalMCaHUU

a) [IPMUKA3BAIO

0) npHUKa3bIBAIO

B) [IpukasbiBaio

10. PacniopsiquresnbHas 4acTh B pacCOPsKEHUHM HAUMHAETCS CIIOBOM

a) [IPEJIJTIATAIO

0) PEIHAET

B) [IOCTAHOBIJISIET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opraau3aluoOHHO-PACTIOPSAUTENbHBINA TOKYMEHT — 3TO BHUJI MUCHbMEHHOTO JJOKYMEHTA,
B KOTOPOM (PUKCUPYIOTCS aJIMUHHUCTPATUBHBIX U OPraHU3alMOHHBIX
BOIIPOCOB, a TAaK)XXe€ BOIPOCOB , B3aUMOJICUCTBUs, OOECIICUCHHS U
pEryupoBaHusl JESTEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUN, MPEANPUATUN U OpraHMU3alUi, UX
MIOAPA3ACICHUN U JOJKHOCTHBIX JIMII.

2. TlocTaHoBieHHE — 3TO MPAaBOBOM aKT, MPUHUMAEMbIH BBICIIMMU WM HEKOTOPBIMH
LHEHTPAIbHBIMU ~ OpraHaMu BJIACTH, JICUCTBYIOIIMMH HAa OCHOBE
yOpaBlieHUs, B IeIAX pa3penieHuss Haubojiee BaXHBIX WU
MPUHIUIUATBHBIX 337a4, CTOALIMX Iepel] JAaHHbIMM OpraHaMu, U YCTAHOBJICHUS CTAOMIIBHBIX
HOPM, TPaBUII

3. Pemienne — 3TO pacnopsIUTEIbHBIN TOKYMEHT, KOTOPBIH SIBISIECTCS MPABOBBIM aKTOM,
MIPUHUMAEMbIM BJIACTH.

4. PacnopsskeHue  —  9TO yIpaBiIeHUS
roCy/IapCTBEHHOIO OpraHa, MUMEIOLIUI BJIACTHBIA XapakTep, U3/IaHHBIM B paMKax NMPUCBOCHHOIO
JOJDKHOCTHOMY JIMILY, TOCYJapCTBEHHOMY OpraHy KOMIIETCHIIMHM, HWMEIOIIHI
CHITY JIJISl TPaKJaH M OpraHu3aluii, KOTOPbIM PaclopsyKEHUE aIpecOBAHO.

5. Ilpuka3z — 3TO NMPaBOBOW AKT, M3/1aBACMbII OpraHM3alvH,
JEUCTBYIOILIEH Ha OCHOBE .

6. TexcT pacropsIUTENBHOTO TOKYMEHTA Yallle BCEr0 COCTOUT U3 JIBYX B3aUMO3aBUCUMBIX
yacTei - u .

7. B 3aBUCHUMOCTHU OT BUJa IOKYMEHTA PaclopsIMTEIbHAs YaCTh HAUMHACTCS CIIOBAMM:

— B [IOCTaHOBJICHUH; — B pellICHUY;
— B PaCIOPSIKEHUY; — B [IPUKAa3e.

8. PexkBM3UT «OTMETKa O HAIMYUHM TMPUIOKEHHUS» IOCIEe TEKCTa PaCHOPAIUTEIHLHOTO

JOKYMEHTa CaMOCTOSATEIbHO
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9. Tekcr pacnopsAguTEIIbHOIO JOKYMEHTA OOJDKEH HMMETh 3arojioBOK, KOTOpBIfI

dbopMmynupyercs B najexe.
10. ITpuka3bl U pacriopsiKEHHUS MOAMUCHIBACT W
11. [TocranoBnenus u peleHus HMEIOT JIBE MOIUCH —
u KOJUIETHAJILHOTO OpraHa.

12. PaCHOpHI[I/ITeJ'IBHBIe JAOKYMCEHTBI BCTYIIAKOT B CUJIY C MOMCHTA UX
WnJIn JOBECACHUA JO CBCIACHMA.

TECT 4.

YpoBenb A.

Bvibepume 6epnoe ymeepaicoenue

1. Pemienue u3gaercs Ha OCHOBE KOJIJIETHAJILHOTO PYKOBOJICTBA

2. TekcT npukasa 1o OCHOBHOU JIEATEIbHOCTH ,KaK MPaBUIIO0, COCTOUT U3 ABYX YacTeu

3.KoHcraTupyromias 4acTh TEKCTa B PUKa3€ 110 OCHOBHOM JESATEIbHOCTH MOYXKET

OTCYTCTBOBATH

4. IlyHKTBl TeKCTa NpUKa3a B paCHOPSAUTEIBLHOW 4YacTH HYMEpYIOTcS apaOCKUMU
mudpaMu

S5.[1puKasbl 1O OCHOBHOM JIEATENBHOCTH U M0 JIMYHOMY COCTaBY UMEIOT OOLIYIO

HyMEpaLuio

6.PexBU3UT «OTMETKA O HAMYMU MPUIOKEHUSD TMOCIEe TEKCTa MpHKa3a CaMOCTOSITENIEHO
He oopmisercs

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

POJIUTEIILHOM MaJIexKe

8.[Ipukas mo OCHOBHOM AESITETbHOCTH, KaK IMPaBUIIO, MOAMUCHIBAET PYKOBOAUTENb

opraHu3aluu

9. [TocTaHOBIEHUS U PELICHUS UMEIOT OJHY MOJIHUCH

10. PacniopsimuTenbHble IOKYMEHTHI BCTYNAOT B CUJIy C MOMEHTA UX MOJMUCAHUS

Buvibepume npasunvrwviti omeem.

K kaoswcoomy 3a0anuro danvl 3 apuanma omeema, u3 KOmMopbix moabko 00UH éephbill. B
Onanke omeemos nocmasbme noO HOMEPOM 3a0aHusi OYKey omeema, KOMOpull HA 8aul 6327150
ABAAEMCS NPABUTLHBIM.

1. PaciopsiautenbHbINA JOKYMEHT, KOTOPBII M3/1aeTCsl HA OCHOBE €IMHOHAYAIIHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacniopsiuTenbHbIi JOKYMEHT, KOTOPBIN U37]aeTCs Ha OCHOBE KOJLIETHaIbHOTO

PYKOBOJICTBA

a) npukas

0) pelieHue

B) pacnopsiKeHue

3. V3 CKOJIbKMX COCTaBHBIX YacTeW, KaK MPAaBUIJIO, COCTOUT TEKCT PaCIOPSIAUTEIHLHOTO
JTOKYMEHTa

a) U3 IByX

0) u3 omHOM

B) U3 TpeX

4. ®amMIIKIO U JTOJDKHOCTH MCIIOJHUTENS B PACIOPSAUTEIbHON YacTH TEKCTa MpUKas3a 1o
OCHOBHOM JI€ATEILHOCTH YKa3bIBAIOT

a) B UMCHHUTEIILHOM IaJIeKe

0) B pOAUTENTHLHOM TAJCKE

B) B JIaTEJILHOM MaJIexke

5. B coctaB peKBU3HUTOB MPHKAa3a IO OCHOBHOM JAESTEIIBHOCTUA HE BXOJUT PEKBU3UT

a) rpud yTBepKACHUS

0) 3aroJ0BOK K TEKCTY
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B) HOMEp JTOKYMEHTa

6. IIpukas mo OCHOBHOH JI€ATEILHOCTH MOANUCHIBACT

a) pyKOBOJIUTEJIb

0) cekperapb

B) UCIIOJIHUTENb

7. IlocTaHOBJIEHUE TIOAIIACHIBAET

a) pYKOBOJIUTEJIb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJJIETHAIBHOIO OpraHa

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

a) Ha OnaHKe nmuchbMa

0) Ha OJlaHKe KOHKPETHOTO BHJIA JIOKyMEHTA

B) Ha JJOJDKHOCTHOM OJIaHKe

9. ClI0BO «IIpHUKa3bIBAIO» B TEKCTE IMpPHKa3a IO OCHOBHOM JEATEIBLHOCTH O(GOPMIISIOT B
CJIEyIOIEeM HaIMCaHUH

a) [IPUKA3BAIO

0) NpHUKa3bIBAIO

B) [IpukasbiBaio

10. PacniopsimuTenbHas 4acTh B pacClOpsHDKEHUN HAYMHAETCS CIIOBOM

a) [IPEJIJTIATAIO

0) PELHAET

B) [IOCTAHOBIJISIET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Oprann3aniuoHHO-PACIOPAIUTENBHBIN JOKYMEHT — 3TO BUJI IMCbMEHHOTO JIOKyMEHTA,
B KOTOPOM (PUKCUPYIOTCS QIMUHUCTPATUBHBIX U OPraHU3aLMOHHBIX
BOIIPOCOB, a TAaK)XX€ BOIPOCOB , B3aMMOJICUCTBHS, OOECICYeHUs U
pEeryJaupoBaHus IEATEIbHOCTU OPraHOB BJIACTH, YUPEXKICHUM, MPEANPUATUA U OpraHU3alMi, UX
MIOAPA3AEICHUN U JOJKHOCTHBIX JIMII.

2. IlocTaHOBIIEHHE — 3TO MPABOBOM AKT, MPUHUMAEMBIN BBICIIMMU WJIH HEKOTOPBIMU
LEHTpaJIbHbIMU OpraHaMu BJIACTH, JACWUCTBYIOUIMMM Ha OCHOBE
yOpaBieHUs, B IeIAX pa3peuieHuss Haubojiee BaXHBIX WU
IIPUHLMINNAIBHBIX 3aja4, CTOSILIMX MEepe] JaHHBIMU OpraHaMH, M YCTAaHOBJIEHUS CTAaOMJIbHBIX
HOPM, MpaBUJI— 3TO PACHOPSAUTEIbHBIA JOKYMEHT, KOTOPBIM SBIISIETCS IPABOBBIM AKTOM,
IIPUHUMAEMbIM BJIACTH.

4. PacnopsskeHue  —  3TO yIIpaBJICHUS
roCyJapCTBEHHOI0 OpraHa, UMEIOLIUN BIACTHBIM XapakTep, U3JaHHBbIM B paMKax IPUCBOCHHOIO
JOJDKHOCTHOMY JIMILY, TOCYJApCTBEHHOMY OpraHy KOMIIETCHLIMHM, WMEIOIIHA
CWJIy JUJISl TPa)KJlaH M OpraHu3aluii, KOTOPbIM PaclopsyKEHUE alpeECOBAHO.

5. Ilpuka3z — 3TO MPaBOBOM aKT, M3/1aBAECMBbIi OpraHu3alvi,
JIEUCTBYIOLIEH HA OCHOBE .

6. TekcT pacropsiANTENBHOIO JOKYMEHTA Yallle BCErO COCTOUT U3 JIBYX B3aHUMO3aBUCUMBIX
yacTed - u .

7. B 3aBUCHUMOCTH OT BUJA JOKYMEHTA PacloOpsAIUTEIbHAs YaCTh HAUMHAETCS CIIOBAMM:

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

8. PexBM3UT «OTMETKAa O HAJIWYUM TPWIOKEHUS» IOCIE TEKCTa PaCHOPSAIUTEIBLHOTO
JIOKyMEHTA CaMOCTOSATEIIbHO .

9. TeKCT pacnopsIUTENBHOrO JOKYMEHTA JOJKEH UMETh 3ar0JI0BOK, KOTOPBIH

dbopmynupyercs B najiexe.

10. IIpuka3bl 1 pacOpsKEHUS TOANNUCHIBAET W
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11. ITocTtanoBnenus Hu peleHus HMEIOT JIBE MO AITUCH —
u KOJUIETHAJILHOTO OpraHa.

12. PacniopsimuTenbHbIC TOKYMEHTHI BCTYMAOT B CHJTY C MOMEHTa UX
WM JOBEJECHUS O CBEJIECHUS.

TECT S.

YpoBensb A.

Bvibepume éeproe ymeepaicoenue

1. B xpaTkoM MpOTOKOJIE IPUBOISATCS TEKCTHI BBICTYIIICHUI

2. JlaToii IpoTOKOJIa SIBJISIETCA JaTa IPOBEICHUS 3aCeAaHUs

3. B nportoxkosie 0043aTeNbHO YKa3bIBA€TCS KOJIMYECTBO MPUCYTCTBYIOIINUX

4. B tekcre nmpoTokosa MoxeT orcyrcTBoBaTh MyHKT BBICTYIINJIN

5. B mpoToxkoJie yka3pIBaroTCs pe3yIbTaThl TOJIOCOBAHUS

6. [IpoTOKOJ COCTABIISIETCS] B OJTHOM SK3EMIUISIPE

7. I[IpoTOKOJ MOAMUCHIBAIOT MpEAceaTellb U CEKPEeTaph KOJJIETHaIbHOIO OpraHa

8. Ha pacmmpeHHbIX 3aceJaHusIX COCTaB MPUCYTCTBYIOIINUX YKA3bIBAECTCS KOJIUYECTBEHHO

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

3aBEPEHUH KON

10./IaToli BBIMKMCKHU U3 MPOTOKOJA SIBJIAETCS JaTa, yKa3Has Kak JlaTa MoANHCaHus

MPOTOKOJIa

Buibepume npasunvrwviti omeem.

K xaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3 KOmMopbix moabko 00Ul éephbill. B
OnanKe omeemos nocmasbme NnoO HOMEPOM 3a0aHusi OYKey omeema, KOMOpulll HA 8aul 832150
ABAAEMCS NPABUTLHBIM.

1. JlaToit mpoTOKOJIa SIBISETCS

a) J1aTa 3ace/laHus

0) nata opopmieHuUs

B) JaTa MOAIHUCaHMS

2. I3 CKOJIBKUX YacTel COCTOUT TEKCT MPOTOKOJIA

a) oJHOM

0) 1ByX

B) Tpex

3. Bormpockl noBecTky JHs B MPOTOKOJIE (POPMYITUPYIOTCS

a) B UIMCHHUTEIILHOM TaJIeXKe

0) B IPEJIOKHOM Masiexe

B) B BUHUTEJILHOM TaJICKE

4. IIpoTOKOJI MOAIUCHIBAET

a) PyKOBOJUTEINb

0) cexpeTrapb

B) MpeJiceaTeNb U CEKPETaph KOJJIETHAIbHOTO OpraHa

5. Kakas yacTh B cXxeMe OCTPOEHHUSI OCHOBHOM YacTH MPOTOKOJIa MOKET OTCYTCTBOBAThH

a) CJIVIIAJI1

0) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. [TpoTokos opopMIIAIOT

a) B OJTHOM 3K3eMILIsIpE

0) B IBYX dK3EeMILIsIpax

B) B TPEX IK3EMILISIpax

7. [1aToi1 BBIMKMCKHU U3 MPOTOKOJIA SBIIAETCA

a) nata opopMIICHHS IPOTOKOJIA

0) nara, ykazaHHas B OTMETKE O 3aBEPEHUU KOMTUU

B) JIaTa MOANUCAHUs TPOTOKOJIA
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8. Brinucky 13 mpoTokosia NOANUChIBAET

a) PyKOBOJUTEINb

0) 3aBeAyIONIMI KaHETIpUeH

B) CEKpeTapb, 0(pOPMHUBIIHIA BBIITUCKY

9. Kak opopMIIsitoTCsl B TEKCTE MIPOTOKOJIA, IPUCYTCTBYIOIINE, €CIIH UX 22 YeJIOBEKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIHUCOK IPUIIAraeTcs)

0) [IpucyTrcTBOBaNM: NepeuucIstoTces (paMuIny NPUCYTCTBYIOUIMX B aj(aBUTHOM

MOpSJIKE

B) [IpucyrcTBoBanu: 22 yenoBeka

10. IIpoToKoJIBl yTBEPKAAKOTCS

a) Bcermga

0) YTBEpXKIECHHUIO MO/JIEXKAT HEKOTOPBIE BUJIbI IPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJAUTEIS

Yposens B.

Bcmasvme nponywennvie 6 mekcme cnosa.

1. B 3aBUCHMOCTH OT TOJIHOTHI OCBELICHHS XOJa 3aCEJaHHUs MPOTOKOJBI MOTYT OBITh
u

2. Teker [IPOTOKOJIA COCTOUT U3 IBYX yacTen: BBOJIHOM u

3. KonunuecTBo yKa3bIBaeTCsl 0053aTeNbHO, TaK KaK OT 3TOTO 3aBHCUT
KBOPYM IIPU IPUHATHH PELICHUS TOJIOCOBAHUEM
4. Ha pacmmpeHHbIX 3aceIaHusAX ¢ OONBIINM YHCIOM MPUCYTCTBYIOLIMX X COCTAB

YKa3bIBaCTCS
5. Kaxxaplit BOpoC MOBECTKU JHS apabckuMu 1dpamu,
oopmiIsieTcst ¢ KpacHON CTPOKH U (OPMYIIUPYETCS B naJiexe.

6. Kaxx 11 IyHKT MOBECTKU JTHSI CTPOUTCS 110 CXEME: ,

b

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

9. Beimicka u3 mpoToKoja yA0CToBepsAeTCs 0pOPMIICHUEM PEKBU3UTA

10. JlaToi1 BBIMKMCKYU M3 NPOTOKOJIA SABJISETCA aTa, yKa3aHHas

TECT 6.

YpoBens A.

Buvibepume éeproe ymeepoicoerue

1. BayTpeHHsis ToKIaaHas 3anucka ohopMisieTcsl Ha OJIaHKe OpraHu3aiuu

2. TeKkCT IOKJIaHOM 3aIIUCKU COJIEPKUT TOIBKO OOCTOSTEIILHOE H3JI0KEHHE BOIIPOCca

3. BHYTpeHHIOIO JOKJIaJAHYIO 3aMUCKY MOAMUCHIBAET COCTABUTEIb

4. AnpecaHT B IOKJIAIHOM 3aIUCKE YKA3bIBACTCSI B UMEHUTEIILHOM Majiexe

5. B angpecate mOKIaIHOM 3aNIMCKH YKA3bIBAIOT TOIBKO (haMHITUIO

Buibepume npasunvrwviti omeem.

K kaoswcoomy 3a0anuro danvl 3 apuanma omeema, u3 KOmMopwix moabko 00UH éepubill. B
OnanKe omeemos nocmasbme noO HOMEPOM 3a0aHusi OYKey omeema, KOMOpull HA 6aul 6327150
ABAAEMCS NPABUTLHBIM.

1. BHyTpeHHIOI0 JOKIJIAHYIO 3alHUCKY MOAMUCHIBACT

a) COCTaBUTEIb

0) pyKOBOJIUTEJIb MOIPA3ACIICHUS

B) CEKpeTapb

2. B ckonbkux sk3emIuigpax ohopMiIsieTcsi BHEIIHSS JOKIIaHAast 3aicKa

a) B OJITHOM
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0) B IBYX

B) B TpeX

3. PexBU3UTHI OOBSCHUTEIHLHOM 3aMTMCKH 110 TTOBOAY OOBSICHEHHS TOCTYITKA aHAJIOTHYHbI
a) BHYTpPEHHEH JOKJIaIHOM 3alUCKU

0) BHyTpPEHHEN CIPABKHU

B) CIIy’)keOHOMY MTUCHMY

4. TexcT NOKJIaAHON 3aMUCKU, KaK MPABUI COCTOUT

a) 13 OJHOM YacTH

0) U3 JBYX YacTei

B) U3 TpeX yacTeu

5. B cocTaB peKBU3UTOB BHELIHEW TOKJIAHON 3aMUCKUA HE BXOJUT
a) 3aroJIoBOK K TEKCTY

0) neyathb

B) TIOJMHCH

Yposens B.

Bcmasbme nponywennvie 6 mexcme cnosa.

1. JlokimanHas 3amucka — JOKYMEHT, aJIpECOBAaHHBIN 1o
KOHKPETHOH TEME C U IIPEIIOKECHUSIMU 110 HEH.

2. Buemmnroro JOKIIAAHYIO 3aIlMCKy, aJpPC€COBAHHYIKO B BbIIICCTOAIIYIO OpIraHU3allUuio
oAU CHIBACT
3. BHYTpeHHIOI-O JOKJIAAHYIO 3alIMCKY COCTaBJISCT U IMOAIIMCBIBACT

4. PeKBU3UTHI BHYTPEHHEW JHOKIaAHOMN 3aMUCKHU:

- azpecat (B 1aTEIbHOM MAJEXKe)

- (B pOIUTEIIBHOM ITaJICHKE)
- HANMEHOBaHUE BUJIA JOKYMEHTA

- TEKCT

- OTMETKA O HaJUYHMH MPUIIOKEHUS (B CIIydae HEOOXOIUMOCTH)
- 1aTa

5. PekBU3UTHI BHEIIHEN TOKJIAgHOM 3aIIUCKU:
- HAUMEHOBAHUE OpraHU3alMK — aBTOPA JIOKYMEHTa
- HAUMEHOBaHUE BUJIA JJOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHUS JOKYMEHTa

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCTKA O HAJIMYWHU PHUITIOKCHUSA

- OTMETKa 00 HCIIOJHEHHH U HaIlpaBJICHUU JOKYMCHTA B ACJI0

TECT 7.

YpoBensb A.

Bvibepume éeproe ymeepaicoenue

1. TekcT cmy»)eOHOTO MUChMA MOYKET OBITh IPOCTHIM

2. ToH ciy>keOHOT0 MUChMa 3aBHCUT OT €T0 COJCPKAHUS

3.B tpadapeTHOM TekcTe HE ClIeyeT HAYMHATH TEKCT CO CBOOOJHOTO MECTa, OTBEJCHHOTO
U1l IEPEMEHHOM HH(pOpMaIuu

4. B city>ke0HOM MHUChME TEKCT MHINETCs OT 1-To JIMIa MHOKECTBEHHOTO YKCIIa

5. Beiensar npucsuiaeMbie ¥ OTIpaBiIsieMble THCbMa

6. CityxeOHO€ MUCHbMO MOKHO 0hOopMHUTH Ha popmare AS

7. MakcumanbHO€ KOJIMYECTBO a/IpecaToB B MUCHME - 4
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8. MakcumanbHbIi 00beM MHUCbMa — 2 JIUCTa

9. Cny>xe0HOe TUCHMO MOXKET UMEThH JIBE TOIITUCU

10. CnyxebHO€ MMUCHhMO MOTYT YAOCTOBEPSATH MEYaThIO

Bvibepume npasunvhbiti omeem.

K kaosicoomy 3adanuto danvl 3 eapuanma omeema, u3 KOMopwvlX mMoabKo 00UH 8epHbulil. B
Onanke omeemos nocmagvme NOO HOMeEPOM 3a0anus OYKey omeemda, KOMOPbI HA 8aul 6327150
A671eMCs NPABUILHBIM.

1. Tekct ci1y>ke0HOT0 MUChMa COCTAaBJISETCS OT

a) 1-ro 1MIa MHOXXECTBEHHOI'O YUCiIa

0) 2-ro JnMIla €IMHCTBEHHOTO YKCia

B) 3-r0 U2 MHO>KECTBEHHOT'O YKCIIa

2. PekBU3HUT «CCHUIKA HA HOMEP U JIaTy BXOJSIIETO JOKYMEHTa» o(opmisercs

a) BO BCEX IHChMax

0) B OTBETHBIX ITMUCbMaX

B) B MHULIMATUBHBIX TUChMAaX

3. PykoBoauTeNnb ¥ TIIaBHBIN OyXrajiTep MOAMUCHIBAIOT

a) MUChbMO-U3BEILICHUE

0) pexjilaMHOE TTUCHEMO

B) FapaHTUHHOE MHUCHMO

4. B cocTaB peKBU3UTOB CITy>K€OHOTO MUChMa HE BXOIHUT

a) ajpecar

0) Ha3BaHUE BUJA IOKyMEHTa

B) IIOJINKCH

5. Tekcr city:xe0HOTO MHChMa MO>KHO 0(OpMHTH Ha popmare AS, eciu

a) Het Oyranka ¢popmara A4

0) TEKCT MKMCbMa HE IPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIIME YKa3aHUSI PYKOBOAUTENS

6. Ckonpko OJaHKOB MOTpeOyeTcs, €ciau CIyKeOHOe MUCHhMO HANpaBIseTCs B JIBa
ajpecara

a) OJIMH

0) n1Ba

B) TpU

7. MakcuMasbHBI 00BEM CITYKEOHOTO MHChMa

a) o/lHa CTpaHuULIA

0) J1B€ CTpaHUIIbI

B) TPU CTPaHUILIbI

8. Ileyatrto ynocroBepseTcs

a) MUCbMO-HAIIOMUHAHUE

0) MUCHMO-TIpUTJIAIICHUE

B) FapaHTUHHOE MMUCHMO

9. OT™MeTKa O MOCTYIUICHUH JOKYMEHTa B OPTaHU3alIMIO POCTABIISETCS

a) Ha BCceX JOKyMEHTax

0) TOJIBKO Ha MPUCHUIAEMBIX

B) 110 YCMOTPEHUIO CEKpeTapst

10. B nuceMe oTMeTKa O MOCTYIJICHUH IOKYMEHTa IIPOCTABIISIETCA

a) B MPAaBOM HUKHEM YTJIy IEPBOIO JUCTA JOKYMEHTA

0) B JIECBOM HU)KHEM YTy [TOCJIETHETO JINCTA TIOKyMEHTa

B) Ha JTF0OOM CBOOOJHOM MeECTe

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnoaa.

1. Tekct nucbMa AOKEH OBITH IPOCTHIM, T.€. KacaThCs BOINpOCA.

2. TekcT nucpMa, Kak MpaBUIo, COCTOUT U3 JIByX uacted. B nmepBoit yactu naercs
, BO BTOpOI YacTu .
3. TekcT mucrMa MOXKET COCTOSITh U3 OHOU YacTH.
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4. ITuceMo MoxHO oopmMuTh Ha opmMare A5, €ClaM TEKCT COIACPKUT HE

CTPOK.

5. Ciy)e0Hoe MUChbMO — 3TO €AMHCTBEHHBIN TOKYMEHT, KOTOPBI HE UMEET

JIOKyMEHTA.
6. MakcumanbHOE KOJIMYECTBO aJpecaToB B MHCbMe-

7. Kak mpaBwio, MakCUMalbHBIH O0BEM NHUCHMA -

cTpaHuna ohopmisieTcs Ha JHCTE.
8. [lnucbMa prHAHCOBOTO XapakTepa JOKHBI UMETh

IIOAIIUCH.

9. PexBU3UTHI CTy’)k€OHOTO MHUCHMA:
- PEeKBU3UTHI OJIaHKa MMUChMA;

- aJpecar;

- pe3osTonys;

- TEKCT;
- OTMETKA O HaJUYHH MPUIIOKCHHSI;

- OTTHCK TeYaTH;

-OTMETKA 00 MCITOIHHUTEIIE;

-0TMeTKa 00 UCTIOJTHEHUH TOKYMEHTAa U HalpaBJICHUH €ro B JEJI0;

- ( TOJBKO 11 BXOJSIINX ITHCEM. )

3. NIPAKTUYECKUE 3AJIAHUSI.

1. Tema: «Opranusanusi 10KyMeHT0000pPOTAa B YIIPABJIECHUI).

3aganue 1. CocTaBUTh CXEMY TOPU30HTAIBHOIO JOKYMEHTOIIOTOKA.

3az[a}me 2. CocTaBHUTH CXEMY BCPTUKAJIbHOI'O JOKYMCHTOIIOTOKA.

1. Tema: «Perncrpanusi ¥ KOHTPOJIb UCIOJTHEHHSI JOKYMEHTOB B OPraHU3al M)
3aganue 1. ChopMupoBaTh KapTOUKHU AJI UCXOISIINX TOKYMEHTOB U BHYTPEHHHX
JOKYMEHTOB OpTraHu3alliy M0 00pa3ily KapTOUKH JIJIs BXOSIIUX JTOKYMEHTOB.

OO6pa3zel KapTOUKH PEruCTPaIMi BXOISIIUX JJOKYMEHTOB.

JUCTa, BTOpas

CpoK UCIIOTHEHUS Mecsig

28293031

1234567891011121314151617 1819 20 21 22 23 24 2526 27

KoppecnonaeHT (aBTOp)

[ara nomydeHus Bxonsgmmii Homep [ara nokymeHTa

Ne moxymenTa

3arosioBoK (0 4em)

Pe3omronus

VcnomuuTens (yka3piBaeTcs (paMuius 1 HHULIAATIBI)

JlaHHble ISl perucTpPauuy UCXOASIIHNX JOKYMEHTOB:

Ha3BaHUE MOJPa3/IeJeHus, TOATOTOBUBLIETO JOKYMEHT,
UCXOJAIIUNA HOMEDP IOKYMEHTA;

naTa JTOKYMEHTa;

azpecar, T.€. HA3BaHHE OPraHU3alUH, KyJa OTIPABIAETCA JOKYMEHT;
KpaTKoe COAepKaHNuEe JOKYMEHTA;

(haMuIHS UCTIOTHUTEIS, TTOITOTOBUBIIIETO IOKYMEHT;

KOHTPOJIbHAS J1aTa 0’KMIaeMOTr0 OTBETA;

CCBUIKA HAa BXOJSAIINI JOKYMEHT, €CJIU JIOKYMEHT SIBJISIETCSI OTBETOM;
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JlaHHble 1JIs1 perucTPalMy BHYTPEHHUX IOKYMEHTOB OPraHU3aluu

HOMCp ACJid, KyJa TOAIINBACTCA KON OTIIPABJIICHHOI'O JOKYMCHTA (I/IJ'II/I MNOJJIMHHHUK, €CIIN
AOKYMCHT OTIIPABJIACTCA 11O (I)ElKCY).

MTOPSIIKOBBIN PErMCTPALIMOHHBIN HOMED, TPUCBANBAEMBIA IOKYMEHTY;

naTa JJOKYMEHTa (perucTpalun);
KpaTKOe COJICpIKAHHE;

NOJpPa3/IeJIEHUE, MOArOTOBUBLIEE JJOKYMEHT;
UCIIOJTHUTEIb;

CPOK MCIIOJTHEHHUS;
OTMETKa 00 MCTIOTHEHUH (X0 UCTIOTHEHUS);
HOMeEp Jena, Ky/J1a IOJIINT JOKYMEHT.

3aganmue 2. CopMHUpOBaTH KypHAIl PETHCTPALIUU TOKYMEHTOB.

Hara

TINTTIV =

IToama

Peru-

cTHhA-

TITANII_

HETA
HOMED

Koppec-

TTOH-

TaIrm

Howmep

m maTAa

TTALXT_

MeHTA

Cognep-

WaHdaue

Pe3o-

TINTTU T

Uc-

TINTTHUA -

TATIL

Cpox
MTCOTTOTT =

wwAaATIa

OtMeT-

wa nh

TANTINTI_

HeHUuT

Howmep

meTTa

2

4

10

2. Tema: «Opranu3zanusi TeKyIero XpaHeHusi J0KyMeHTOB B OPraHU3alMN»
3aganue 1. CocraBuTh 00pa3er] HOMEHKJIATYPhl J€J1 OpraHu3aliH.
3anganme 2. CocTaBUTh HOMEHKIATYPY JeJl AJIsl OpraHu3aluu.

3. Tema: «O0mue TpedoBaHus K 0)OPMIICHUIO TOKYMEHTOB)
3aganue 1. Pazpaborars 61aHk 001ECTBA C OTPAaHUYEHHOM OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpaborars 651aHK OTKPHITOrO akoHEpHOTO obIiecTBa (6nank OAO «...»)
3aganue 3. Pa3zpabortars 6s1aHK HHAMBUAYAIbHOTO peanpunumarens (6inank UIT)

4. Tema: «IIpaBuna ogpopMiieHUs] PEKBU3HUTOB JOKYMEHTOB

3ananme 1. Anpecyiite nuceMo Bo BHeniHeskoHOMIUECKOe 00beIMHEHNE
«Texmannkenopt», ['enepanbubiii nupextop Tumodees A.C. o agpecy : 1.23 yn.CpereHka,
Mocksa, 123290

3aganue 2. OpopmMuTh aBTOpa JOKYMEHTa B MCbME: €CIIM OHO COCTABJICHO B :

otaene Kanpos pupmer OAO «MetpakoM-CepBucy, Haxoaduiencs o ajapecy : od. 14,
1.2, yi. KocmonaBTos, r.PoctoB-Ha-/lony, 344092

3ananme 3. Opopmute «lloanucey Ha MpUKa3e: €CIU U3BECTHO, YTO €r0 MOMHUCHIBAET
I'enepainbhblil nupextop Bonkos H.C.

3ananue 4. OhopMuTe MOANUCH HA TOKYMEHTE, €CIIM U3BECTHO, YTO €T0

MOJINKCaa KOMUCCHUS B COCTaBe :

IIpencenarens — I'naBHbIil naxkenep Kapnos B.C.

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

Oxonomuct OT3 Kopones B.C.

3ananmue 5. Bemoaauts pesonmornuio qupekropa Hocosa I[1.I7., ecinu u3BecTHO, 4TO OHA
odopmiiena 30.10.99 u conepkuT pacnopsKeHHE O Ha3HAYSHUH OTBETCTBEHHBIM HCTIOTHHUTETIEM
Porosa B.C. 3a coriiacoBanne TeXHUYECKOTO 3a/IaHUsI 110 KOHTPAKTYy B Cpok 110 15.11.99
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3aganue 6. BoimonHuTs pekBU3UT «I'pud yTBEpKICHUS, €CIIU U3BECTHO, YTO JJOKYMEHT
yTBepkeH pemenneM Cosera nupektopos oT 12.05.2000 Ne 34.

3aganue 7. BbIOIHUTH PEKBU3UT, €CIIU U3BECTHO, YTO JOKYMEHT ObLII COTJIaCOBaH
20.02.1999 c Cosetom aupexropoB OAO “Camtor” B nuie ero npeacenareins [Tokposckoro B.H.

3ananue 8. PexkBu3zurtsl «Buja 1okyMenra», «/laTta», «PerucTpauiMoOHHbIA HOMepP» U
«CchliIKa HA PerHCTPAIMOHHBII HOMEP U AaTy JOKYMEHTAa». BBIOIHNUTE PEKBU3UTHI, €CITH
W3BECTHO, YTO COCTABJICHO MUChMO-OTBET Ha paHee nmoy4eHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. TTucemo 3apeructpupoBano 16.06.99, perucrpanmonnsiii Ne 03-05/221

5. Tema: «Opranu3anuOHHO-PACHOPSIAUTEIbHbIE TOKYMEHTbD».

3aganue 1. CocTaBuUTh ycTaB OpraHu3anuu (MpeAnpusTus) o000l opraHu3alMOHHO-
paBoBO# (OPMBI 110 BarieMy BeIOOpy. OhopMuTh Ha ycTaBe HEOOXOUMBIC TIOIITUCH U OTMETKH.

3aganue 2. CocTaBUTH JOHKHOCTHYIO HHCTPYKIHUIO IopucTa npeanpusatus. OdbopMuTh Ha
JOJKHOCTHOW MHCTPYKIIMU HEOOXOAUMBIE MOAMUCH U OTMETKH.

3aganue 3. CocraBuTh U 0OPMUTH TOKYMEHT. PacmopsbkeHue HadaabHUKa OTAENa O
Haa0aBKax 3a BBICIYTY JIET K OkiIany B pasmepe 20-30% crienuanucram oTaena.

3apanue 4. CoctaBuTh U 0POPMUTH JOKYMEHT. YKazaHue o rpaduke oTmyckoB Ha 2012
roa. Jlns cocrtaBieHus Tpaduka OTIYCKOB MPEIIaraeTcsi COCTaBUTh CHUCKH PAOOTHUKOB C
yKa3aHHEM CpoKa MpPEeJIoIaraeMoro exerojHoro omiaynuBaemoro ormnycka B 2012 rony. Ilepenars
COCTABJICHHbBIE CITUCKH B OTJIE] KaJapoB /10 1 HIOHS.

3apanue 5. OGopMUTH MMPUKA3 IO OCHOBHOH JCSATEIBHOCTH.

3akpbITOoC aKIMOHEepHOE 001ecTBO « BAK»

[Ipukas

15.04.2010 N15

KoncrantunoBck

O co3manuu paboyuX CEKTOPOB B YMPABICHWU TMPOU3BOJCTBA U BHEIPCHHS
MH(GOPMALIMOHHBIX CUCTEM

B mensix coBepiIeHCTBOBaHHS OpraHuW3alud padOThl YTPaBJICHUS MPOU3BOJCTBA U
BHEJpEHUs MHPOPMAIMOHHBIX cucTeM mnpukasbiBato: 1. Co3garh B YIpaBieHUU IIECTh pabodmx
CEKTOPOB: pa3pabOTKU MPOrPaMMHOTO 0OECTICUCHHsI, COTPOBOXKICHISI HH(POPMAIIMOHHBIX CHCTEM,
orepaTopoB 00paOOTKM JaHHBIX, OOCIYXKUBAaHUS KIMEHTOB, TEXHUYECKOTO0 OOeCHedeHus,
JOKYMEHTAIIMOHHOTO o0ecreueHus yrpaBieHus. 2. HauanpHuWKy YTpaBlieHUs TPOW3BOACTBA U
BHenpeHus uH@opmanuroHHbIx cucteM 0. C. PyneHKO MOATOTOBUTH MPOEKTHI IMOJIOKEHUH O
pabounx cekropax. 3. HawampHuky otmena kaapoB B. B. BacunbeBoil BHeCTH W3MEHEHHS B
IITaTHOE paclHcaHue M YKOMIUIEKTOBATh TAT pabounx cekTopoB. 4. KoHTposb 3a UCMONHEHUEM
MpUKa3a BO3JIOKUTH Ha repBoro 3amectutens nupekropa A. C. Koposesy.

I'enepanbubiii qupextop B. S1. SIkosies.

6. Tema: «MHpOpMALIMOHHO-CIIPABOYHBIE TOKYMEHTbI»

3aganme 1. CoctaButh U 0opMUTH JOKyMEHT. OOBSCHHUTENBbHYIO 3alMCKy O TOM, YTO
CBOAHBIA OTYeT 3a Ackabpp 2012 roma He ObUI MpEACTaBICH B yKa3aHHBIC CPOKH B CBSI3H C
MOBPEXKACHUEM (DAKC-MOJAEMHOM CBSI3U U OTCYTCTBHEM BCEX HEOOXOJAMMBIX JTAHHBIX.

3aganue 2. OHopMuUTH BHYTPEHHIOIO TOKJIAHYIO 3aITUCKY.

JloknagHast 3amucka

Hupekropy 000 «ITonmumep» CaBenseBy MN.K.

24.05.2010

O npumMeHeHUN mTPAQHBIX CAHKIIUN

B anpec mockoBckoro ¢ummana AO3T «CnemocHactka» coriacHo jgoroBopy N2123 ot
23.12. 2009 npousBeneHa oTrpy3ka Hamed npoaykuuud Ha cymmy 1 560 380 py6neii. B Teuenue
JIByX MECSIIeB OIUIaTa Ha HAIll PACUETHBIM CYET HEe MOCTYIHIa, HECMOTPS Ha HEOJHOKPAaTHbHIE
MMCbMEHHbIC HATIOMUHAHUSI.

[Ipemmarato  nmpuMeHuTh MmTpadHbIE CAHKIUA K MOCKOBCKOMY dumnany AO3T
«CnenocHacTKay.
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3am. nupektopa no puHancoBsiM Borpocam U. U. Mrnaros.

3ananue 3. OGpopMUTh CTy’KEOHBIN aKT.

AO «MOCKOMapXHUTEKTYPhI»

AKT

VYrBepxknato I'enepanbubiii fupexrop H.I'.IHumkun 12.04.2010

12.04.2010 N 12

Ilepenaun nen 3aBeyIOIUM X035 HCTBEHHON 4acTbIO

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

CocTaBiieH KOMUCCHEHN : ITpesceaaTelb- 3aMecTUTeNb I 'enepanpHoro nupekropa AB.@poos,
wieHbl Komuccuu: 1. I'nmaBueiii  Oyxranrep JI.AKamuukuna. 2. bBeBmmil 3aBemyrommii
xo03siicTBeHHOM vyacThio M. A HoBukos. 3. BHOBs HazHaueHHBIN 3aBeayronmii xo3siicteom B . b.
bo6poB. M. A HosukoB caan, a B. b. boOpoB npuHsn aena m o JOHKHOCTH 3aBEAYOIIETO
XO34MCTBOM.

B pesynbraTte cnaun-npuema jiea yCTaHOBIEHO:

1.MlHBeHTapu3aMOHHAsl BEAOMOCTh COCTaBJIeHa 110 cocTossHMIo Ha 12.04.2010.

2. [IpencraBiennbie o0opyoBaHue, WHBEHTaph, Mebenb COOTBETCTBYIOT
WHBEHTAPU3AIMOHHBIM BEJOMOCTSIM.

3. B Hanuuuu UMEroTCs BEIOMOCTHU O CIIMCAaHUU UHBEHTApsl U MeOeH.

AKT CcOCTaBJIEH B 3 3K3.:

1-i1 5K3.- ['eHepanbHOMY JTUPEKTOPY

2-ii 9K3. - ' maBHOMY OyXranrepy

3-11 5K3. - B neso N2 12.

[Ipencenarens komuccuu JI.A.Kanunkuna

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

7. Tema «JIu4uHbIE JOKYMEHTbHI»

3aganue 1. CocraBbTe 3asBineHue Ha ums gupekropa 110 «CrnaBa» o mpueme Ha pabory N.A.
WBanoBa Ha OmKHOCTD Oyxrainrepa. OcTaabHbIe JaHHbIE YKaKUTE CAMOCTOSITENBHO.

3ananue 2.CocTaBUTh pe3lOMeE.

3apanue 3.CocTaBuTh aBTOOHOTpadHIO.

3aganue 4. CocTaBbTe paclucKy B MOJIYYEHMM JEHEKHOM cymmbl B pazMepe 100 USD
(mox 2%) Ha cpok 1 mecs.

8. Tema: «Cany:xeOHbIe MMCHMa)

3apanme 1. CocTaBuTh TEKCT NMUCHbMa (3ampoc), ucnoib3ys moaenun CCK:

Kpamkoe codeporcanue: 3ampoc npejioxKeHHs Ha 3aracHble YacTH.

[Ipenmer caenKu: OCTaBKa 3alacHbIX 4YacTed B COOTBETCTBUM C IIPUIIaraeMou
cnenuduKaIuen.

IIpocnba:

- BBICJIaTh B a/ipec ABTOpa MHUChMa MPEII0okKEHNE B 3-X IK3EMILISpax;

- yKa3aTh: MMOJHOE HAWUMEHOBAaHHWE, THII, TEXHUYECKHE XapaKTEPHCTUKU, MaTepuall,
LEHY U MaccCy MO KaXKJI0¥ MO3ULUHU CHelHPUKAIIN;

- CPOKH 1 00BEM MOCTaBKHU B KyO. METpax;

- OTJEJIIBHO CTOUMOCTh YIaKOBKU U TPAHCTIOPTHPOBKHU.

Coo0muTh: 60JI€e TOUYHYIO JaTy BBICHUIKH MPEI0KECHUS.

[loxxenaHue: B ciyyae, €CJIM He CMOTYT pa3padboTaTh NMpeAsIoKeHUs, TO COOOIIUTH 00 3TOM
B MUHUMAJIbHBIN CPOK.

3aganue 2. CoctaBUTh TEKCT nEcbMa (odepra) ¢ ucnonb3oBanueM mojueneir CCK

Kpatkoe conepxkanue: npeagokeHue Ha OCTaBKy CTpoiMaTepHasoB.

[penmecTBytomnye coOBITUS: TIO JAHHOMY MTOBOJY OBUI 3aIIPOC 3aKa34MKa U TeIePOHHBIN
pasrosop.

IIpennoxenue: Ha 2000 rox npeiaraeTcst 3aKI0YUTh KOHTPAKT KYIIU-IPOJIaXKH HA
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MOCTaBKy CTpOUTENbHBIX MaTepuasnoB. [locraBka B 1 kBaprane 2000 r.

KauecTBo: TOBapa Oy/1eT COOTBETCTBOBATH TEXHUYECKUM YCIOBHUSIM 3aBO/1a-U3TOTOBUTEIIS.

YcnoBus: nmiarexa U Ipyrue yCiaoBUs U3JI0KEHBI B IPUIaraeMoM 00pasiie KOHTPaKTa.

IIpocwba: noaTBepAnTH Npeanoxenue He mozanee 20.10.99

3aganue 3. CocTaBUTH TEKCT MHCbMa (IIPETEH3HsI) OT UMEHHU MOKYIATENs C
ucnoiaszoBanueM mogaeneid CCK.

OcHoBanue: 1oropop noctaBku ot 14.02.1999 No 324-05

[IpeniiecTByIOINE COOBITHS:

naptus 235 J1akOKpacOYHBIX MaTepUalioB ObljIa OTIPYy’KeHa MOCTABUIMKOM Ha CYIHO
“Kepup” 1o [lorosopy.

YcTaHOBIEHO: BCSI MApTHsI OTIPY>KEHHOTO TOBAapa HE COOTBETCTBYET MO KAUeCTBY
crienuQUKaIusIM, Ha OCHOBAaHUN KOTOPBIX ObLT 3aKitoueH J[orosop.

O6cTosrenberBa: 1.6 JloroBopa maet mpaso [lokymarento 0Tka3aThCs OT MPUEMKH YTOU
MapTUH TOBapa.

[IpennoxkeHue: coryiacue NPUHATH OTTPYKEHHBIN TOBAP MPU YCIOBUH MPEAOCTABICHUS
[TocraBumkom ckuaku 10%.

YcnoBus: qis npunsatus pemenus [locraBuuky npenocrapisieTcs 15 aHei.

3ananne 4. CocTaBUTh TEKCT MUCHbMA (TapaHTHS) C UCIIOJIH30BAHUEM

monener CCK

Kpartkoe conepkanue: okazaHue TEXHUUYECKOW MOMOIIIH.

IIpockba:

- OKa3aTh TEXHUYECKYIO TIOMOIIb B pa3paboTke padoumx dYepTeKeil HaCOCHOM
CTaHIINY;

- ONPEJEIUTh CTOUMOCTD ITPOCKTHBIX PaboT;

- BOUITH B IOTOBOPHBIE OTHOIICHHUS.

Ob6c¢rosTenbeTBa:

- y>Ke BEJIETCS] MOHTaX HACOCHOM CTaHIIUU;

- MPOEKTHBIC paOOTHI HY)KHO HaYaTh HEMEJICHHO;

- paboTy He0OXO0IMMO MPOU3BECTH HEMIOCPEACTBEHHO HA CTPOUTEIHHOM TUIOMIAJIKE.

lapanTus: omara paboT co CBOETo pacdeTHOro cueTa No ................. B Kb Merabask T.
PocroBa-na-/lony.

3apanme 5. CocTaBUTh TEKCT MMCbMa (HallOMUHAHUE) ¢ ucnoyib3oBanueM mozenen CCK

Kpatkoe conepkanue: cBEpXIJIaHOBAs TOCTABKA.

[IpeniiecTByIOINE COOBITHS:

- noroBop noctaBku OT 12.07.99 Ne 257-56, 1o KOTOpOMY MOCTABJISAETCA XUMUYECKUE
PEaKTHUBBI B COOTBETCTBUU C YTBEPKICHHBIM IIJIAHOM OCTABKU;

- paHee yxe HanpaBmsui nrcbMo oT 24.07.99 Ne 03-02/45, xoTopbiM OBLIO
COOOIIIEHO, YTO 3aBOJ YBEIWYHJ MPOHU3BOJCTBEHHBIC MOIIHOCTH, B CBSI3M C YEM, IOSBUIIHCH
BO3MOXXHOCTH JOIOJIHUTENBHO HM3rOTOBUTH M TocTaBUTh B 2000 romy pa3iuyHble XUMUYECKUE
peakTuBbl Ha cymmy 500 Thicsiu pyOuieli, CBEpX YTBEPKJIEHHOTO IJIaHa.

Hanomunanue: B 10-1HEBHBIN CPOK MOJATBEPAUTH COTJIACHUE HA ...

JONOTHUTENbHBIC YCIOBHS: B CIy4Yae HApPYILIEHUS CPOKA, CBEPXILIAHOBAS MMPOTYKIIHS
OyZeT rmocTaBlieHa APYTUM IPEIIPUITUAM-IOKYTIaTEIsIM.

K nucemy npunaraercst Konusi, paHee HalpaBJIEHHOTO MHUCbMA.

3aganue 6. CoctaBUTh U OPOPMUTH MUCHEMO-TIPUTTIAIIEHNE B COOTBETCTBUH C IIPaBUIIAMHU.

BricTaBouHBIN LIEHTP, pacmoyiOKEHHBIN 10 anapecy: r. Open, mpocnekT AHapomnona, 23,
MIPOBOAMUT BBICTABKY-SIpMapKy TOBapoB HapogHoro mnoTpebnenuss «Ocenp-2010» u mpocur
noarBepautbh AO «Ypoxait» UX ydyacTue B BBICTABKE sIPMAapKe U BBICIATh UMEIOIIMECS MTPOCTIEKTHI
U MaTepuabl s opOpMIIEHUSI TEMAaTHYECKOTo cTeHa. [IucbmMo noanucan pykoBOAUTENb IPOEKTa
B. JI. YecHokoB.

3apanue 7. CocTaBuTh U OPOPMHUTH CITYKEOHOE TTHUCHMO.

I'maBHBI Oyxrantep akmuoHepHOTo OaHka «lmmepuamy, pacmonokEeHHOTO IO ajapecy:
123456, MockBa, yin.MomnonorBapaeiickas, 1. 24, ten. 141-67-90, dakc: 141-78-87, nanmomuHaet
YIPAaBISIONIUM PETHOHANBHBIX (prmnanoB Ab «mmepuany o coOTIOACHIH KOHTPOIIST UCITOJIHEHUS
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3a CpOKaMH IMPEAOCTaBICHUS OTYETHOCTH Ha OCHOBaHMH nuchMa LlenTpobanka Poccuu N2 01/134

T 30 auBaps 2008 roma «0 mperocTaBieHUMM OTYETHOCTH B cooTBeTcTBUM C Ilonmoxkenuem "O
MOpSAKE TPOBEICHUS PAacyeTOB B HHOCTPAHHOW BalOTE, OCHOBAHHBIX HA 3ayeTe B3aWMHBIX
TpeOOBaHUI MEXY POCCUICKIMHU CYAOBIACIbIAMH, OCYIIECTBISIFOIIMMHI PHIOHBIN MPOMBICEN, U

HEPpE3NACHTAMHU, OCYIICCTBIAIOIHUMU HMX Ar¢HTCKOC 06CJ'Iy>KI/IBaHI/Ie

n

» W Ipujaract K IMUCbMY

konuio tenerpammsl LIb N2 23 ot 15 Hos6ps 2008 rona.

PN R W=

©

10.
1.
12.
13.
14.

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

21

23.

4. TEMbI PE®EPATOB, TJOKJIALOB

3HaueHue eJIO0NPOU3BOJICTBA B TPO(hECCHOHATBHON eI TENbHOCTU IOPUCTA.
DBOJIIOLMS PA3JIMYHBIX BUIOB JOKYMEHTOB.

JlocTonHCTBa U HEIOCTATKX BbhIOOpa pa3inuanbix ¢popm CJ1O.
XapaKkTepHuCcTHUKa U CTPYKTYpa CIIyKObI « YTIpaBIICHUE JeTaMu».
XapakTepucTUKa M CTPYKTypa ciryk0b1 «OOuii oTem.

Xapaxkrepuctuka paboTsl cekpeTaps-pedepenTa.

OcoOeHHOCTH U peryiaMeHTalHsl TOKyMEHTO000pOTa B Pa3IUUHbBIX YUPEKICHUSX.
JlocTOMHCTBA M HEOCTATKHU Pa3IUIHBIX (POPM perucTpamuu JOKyMEHTOB.
@DopMbI KOHTPOJIS UCTIOJIHEHUS! JOKYMEHTOB.

3HavYeHHE KOHTPOJISI UCTIOJHEHHUS IOKYMEHTOB.

Oco0eHHOCTH 0TEYECTBEHHOT'O AEIONMPOU3BO/ICTBA.

Howmenxknatypa neir.

[IpaBoBast pernamenTanus ohopMICHHS YIIPABICHYECKUX TOKYMEHTOB.
XapaKkTepuCTUKa U 3HAYEHHUE OT/IEIbHBIX BUI0B PEKBU3UTOB: ... (HAuMeHo8aHue
pexeuzuma,).

Buner u opopmiieHre opraHu3aliOHHBIX JOKYMEHTOB.

Bunel u opopmiieHrne pacropsITENbHBIX JOKYMEHTOB.

Buner u opopmiienrne nHGOPMaIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Bunel u opopmiieHrne TMUHBIX JOKYMEHTOB.

3HaueHue CITy’)KeOHBIX MHCEM B YIIPABICHYECKON JESATEILHOCTH.
Oco0eHHOCTH COCTaBICHHS TEKCTOB CITYKEOHBIX MHCEM.

. DKCIepTH3a EHHOCTHU I0OKyMEHTOB.
22.

HopMmaTtuBHo-MeToIMYeCKHE JOKYMEHTBI, peryIaMEHTUPYIOLIe paboTy ¢ oOpalieHusIMu
rpaXkJaaH.
3HaueHue KOMIbIOTEPU3aLUU JOKYMEHTO000poTa A paboThl ciyx0b1 JIOY.

Pedepat nHeobxoanmo ohopmuth Ha Oymare popmarta A4. TexcT newaraercs yepes 1,5
unTepBai, mpudt: Times New Roman, pazmep mpudra 14. (10-15 crpanull me4yaTHOro TEKCTA. ).
Joxiiag He00X0AUMO IPEACTABUTH AYAUTOPUH (5-7 MUHYT BBICTYIIJICHUS).

0

5. TEMbI IPESEHTALIAIA

3HaueHue JOKYMEHTOB B HAIICH KU3HU.

Hcropust pa3BUTHS JOKyMEHTA: OT IPEBHOCTH JIO HAIIMX JTHEH.

[TpaBoBoe 3HaUYeHHE KauecTBa OPOPMIICHUS JOKYMEHTOB.

Ommbku B paboTe CITy>KOBI IETONMPON3BOICTBA U X 3HAUCHUE B HAIIICH JKH3HHU.
Howmenxknatypa neir.

PexBu3uT: 3aueM OH HYKEH?

OpraHu3aimoHHO-PACTIOPSTUTEILHBIC TOKYMEHTHI.
NudopmanmoHHO-cripaBOYHBIE TOKYMEHTHI.

PaznooOpa3ue ciry)keOHBIX TTHCEM.

.Kak npaBuIbHO COCTaBUTH TEKCT CITY)KEOHOTO TTMchMa?
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4. KOHTPO.JIbHO-OIIEHOYHBIE MATEPHAJIBI 1JISI UTOTOBOM ATTECTAIIAH IO

YYEBHOM JUCLHUIIIUHE

HroroBoii ¢hopMoit arTecTannu JUCHUILTUHBI SBIsieTCs TuHepeHIIMPOBaHHBINA 3a4eT, KOTOPBIA MOXKET
OCYIIECTBJISIETCS B JIBa JTama: MPOBEpKa TEOPETUUYECKUX 3HAHUHN (TECTUPOBAHME) M TMPAKTHUYECKUX YMECHHM
(pelieHMe TPAKTHUECKUX 3a/1ay). YCBOCHHBIC 3HAHUSA MPOBEPSIOTCS B XOJ€ BBHIMOIHEHHUS OJIAHKOBOTO WIIU
KOMIBIOTEPHOTO TeCTHUpOBaHUA. KoJnMuecTBO TECTOBBIX 3aaHUil 1 BhINOJHEHUS — 30 equuui. MakcuMalibHOE

BpPCEMs BBIIIOJIHCHUS TCCTOBBIX 3aJlaHuM — 40 MUHYT

4.1 3apanus A5 IK3aMEeHY0LIEerocs:

3aganue 1
Omnpeaennre Kakoe yTBep:KIeHHe HCTUHHO, a2 KAKOe HeT...
1) Hctuna B mpunoxxenuu k [OCT P 6.30 — 2003 ganbt 06pa3iisl 0J1aHKOB JOKYMEHTOB
2) HNcrnaa B opraHn3aiimOHHO-IIPaBOBBIE JOKYMEHTHI MOKHO BHOCUTh U3MEHEHUS

B opranuzanuu 1o yCMOTpEHHUIO pyKOBOJACTBA J0JIKHA ObITh pazpaboTaHa

5]
3 JIoxb
) WHMBUYyaJlbHAsl UHCTPYKUHUS MO JIEJIONPOU3BOICTBY

TpebGoBanust K OPOPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB
ycranaBiuBaetr ['OCT P 6.30 — 2003

5) Hctuna OpraHI/I3aHI/IOHHO-HpaBOBBIe JOKYMCEHTBI, KaK IIpaBUJIO, IIOAJICKAT YTBCPKIACHUIO

4) Hctuna

3aganue 2

(Bvibepume eOuHCmMEeHHO NPABUTIbHBLIL OMEem)
B cocraB opraHu3anoOHHO-TIPAaBOBBIX JOKYMEHTOB HE BXOJMT. ..

1) + TpUKa3
2) - yCTaB OpraHu3alnuu
3) - LITaTHOE paclucaHue

3amanmue 3

(Bvlbepume eOuncmeenHo npasuibHblll Omeem)
Kakue pacniopsiiutenbHbie JOKyMEHTBI MOXeET n3naBath [Ipesunent Poccuiickoit denepannn?

1) - pacnopsKeHus
2) + YKa3bl
3) - TIIOCTAHOBJICHUS
3ananmue 4
(Bvibepume eOuHCmeenHo NPasuibHblil omeemnt)
JIoJKHOCTHAs! MHCTPYKLUS COTPYAHUKA. . .
1) - YTBEPKIAETCS IO YCMOTPEHHUIO PYKOBOIUTEIIA
2) + MOJIEKUT YTBEPKICHUIO
3) - HE YTBEPKIaeTCs
3amanmue 5

(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
Kakoli HOpMaTHUBHBINM JOKYMEHT OTpeAemsieT 00sS3aHHOCTH COTPYIHUKA?

1) - YcraB npeanpusaTus
2) - [[ITaTHOE pacniucanue
3) + JIOJDKHOCTHAS! MHCTPYKLUS

3amanue 6

(Bvlbepume eOuHcmeerHo NpasubHblll Omeem)
Kakoli ToOKyMeHT He SIBJISIETCSI Pa3HOBHIHOCTHIO KOTIHH?
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OTILYCK

nyOnuKaT

3) + YEPHOBUK

3aganue 7
(Bvlbepume eOuncmeerHo npasuibHblll Omeem)

JIOKyMEHT, BbI1aBacMblii B3aMEH yTEPSIHHOIO U UMEIOLIUI CUILY ITOJAJIMHHUKA, HA3bIBACTCH. . .

1) -

OTIYCK
2) - KOTHS
3) + nyOmuKar

3aganmue 8
(Bvlbepume eOuncmeenHo npasuibHblll Omeem)

ﬂOKyMeHT, OKOHYATCIIBHO O(I)OpMJIeHHLIf/'I u HOHHHC&HHLIﬁ, Ha3bIBACTCA. ..

1) -

nyOmuKar
2) - OTILyCK
3) + HOJUTMHHUK

3ananue 9
(Bvibepume eOuHCmMEenHO NPABUTIbHBLIL 0OMmeEen)

HN3menenus u JOMOJHCHHUA B JOJDKHOCTHYIO MHCTPYKIIUIO BHOCATCA. . .
1) +

2) -
3) -

MPUKA30M PYKOBOIUTEIIS
NOKJAagHON 3aIIUCKOU
CIIPABKOM COTJIACOBaHUSA

3aganmne 10
361KOHllum€ Hauamoe npedﬂo:)fceHue OaHl/lM uz mpex eapudrmoe omeema

I[OKYMGHTOO6OPOT - ABMKCHUC JOKYMCHTOB B OpraHu3aliiyu ¢ MOMCHTA UX CO3aHUsd 10

1) - nepelayy Ha UCTIOJIHEHUE
2) - 3aBEPILECHUS] UCTIOJTHEHUS U OTIIPABKU
3) +

IIOAIINBKH B ACJIO

3aganue 11

3akonuume nauamoe npeonodceHue 0OHUM U3 MpPex 8apuanmos omseema
Iousmue "/lenonpouzeoocmeo” - amo...

1) +
2) -
3) -

JOKYMEHTUPOBAHUEC U OpraHu3anus pa6OTLI C IOKYMCHTaMH1
CHUCTCMA XpaHCHUS JOKYMCHTOB

COCTAaBJICHUC JOKYMCHTOB

3aganue 12

3akonuume nauamoe npeonodceHue OOHUM U3 Mpex 8apuanmos omeema
llonamue "/{okymenmuposanue" - smo...

D i Cucrema 1OKyMEHTAllUU, CoJiepsKaliasi HHPOpMAaIHi0, HEOOXOAUMYIO AJIsl YIIPaBJICHHUS B
orpeeNieHHON cepe NesATeIIbHOCTH

2) - JlesTensHOCTD 0 pa3paboTke U 0(hOpPMIICHUIO JOKYMEHTOB

3) +

3anuce nHGOPMAITIHN Ha PA3IMUYHBIX HOCUTENSX 10 YCTAHOBJICHHBIM TTpaBUjIaM
3amanue 13
Omnpenenure, 0 KAKOM JOKYMEHTE UJET Peub, BRIOPAB COOTBETCTBYIOUIYIO IU(PY
) ) JIOKyMEHT, TOCTY>KMBIIIHN HA49aJI0OM 3 OdunmanbHBI JOKYMEHT
PacCMOTPEHHUsI ONIPEEIICHHOTO BOIpOca
2) 3 JlokyMeHT, cofiepkammuii 00s13aTeIbHbIE K

2)  VHUIMaTUBHBINA JOKYMEHT
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HCITIOJTHCHUIO YKAa3aHUA BBIICCTOAIINUX
OpraHoB

JloxymeHT, cBefieHus1 00 aBTOpE, JIMpEeKTUBHBINA TOKYMEHT
BPEMEHHU U MECTE CO3[JaHUsI KOTOPOTrO,

coJieprKalirecs B

CaMOM JOKYMEHTE WJIU BbISIBIICHHbIE 3)

WHBIM TIyTEeM, TTOATBEPKIAI0T

JIOCTOBEPHOCTb €T0

MIPOUCXOXKICHUS

W
~'
—

3aganune 14

(Bvlbepume eOuHCcmeeHHO npasuibHblll Omeem)

Yro npeanoJiaraer OpraHu3aluOHHAst PyHKIUA JOKYMeHTa?

C nmoMomipio JOKyMEHTa 00eCTIeYMBAETCSI BO3ICUCTBUE HA TPYIIITBI JTFOJEH IJIs
OpraHu3alMK U KOOPAUHAIIUY UX JIEATETbHOCTH.

JlokyMeHT dukcupyeT onpeaencHHble (haKThl, COOBITHS, SIBICHUS IPAKTHUECKON 1
MBICTUTEIIEHON JIEATETFHOCTH YEJIOBEKA.

JIoKyMeHT o0ecreunBaeT CBSI3U MEXKAY MOApa3AeeHUsIMUA BHYTPH MPEIIPUATHS, a
3) - TaK)K€ BHEIIHHUE CBSI3H NPEANPHUATHUS C IPYTUMH NPEAIPUATUIMHA, OpTaHU3ALUSIMH,
roCyJapCTBEHHBIMU U MYHHULIMIIAIIbHBIMUA OPraHaMHU BJIACTH.

3aganue 15

(Bvibepume eOUHCmMEEeHHO NPABUTILHBLI OMeEen)
Ilo kakuM MpU3HAKAM MOKHO KJacCu(PUuUMpPoOBATH TOKYMEHT?

1) - CpencTBa TUpaKUPOBAHUS, CPECTBA XpaHEHHUsI, BUJI, opMa.

2) + [IpoucxoxxaeHue, CpoK XpaHEHHUs, TITACHOCTh, CPEICTBA (PUKCALIUY.

3) - OpraHu3anuoHHbIe, pacoOpsANTeNbHbIE, HH()OPMAIIMOHHO-CIIPAaBOYHBIE.
3ananne 16

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEemn)
Ha xakue rpynnbl pa3aejasiioTcsi JOKYMEHTBI «I10 MECTY COCTABJIEeHHS?

1) - [IpocTeie U cnoxHBIE.
2) - CiyxeOHble U JTUYHBIE.
3) + BryTpeHHue u BHEIIHUE.

3aganue 17

(Bvlbepume eOuHcmeenHoO NpasUbHbllL Omeem)
Yro naetr yunpukanusa 10KyMEeHTOB 1 (pupmbI?

1) + CoxpalieHne KoJu4ecTBa MPUMEHAEMbIX JOKYMEHTOB, TUITM3ALMIO UX (OpM.
2) - [oBbIlIeHNe KauecTBa JOKYMEHTAIMH, CHIDKEHHE TPYA0EMKOCTH €€ 00pabOoTKH.
3) - Bonee 3¢ppexTrBHOE NCTIOTB30BAHNE KOMITBIOTEPHON U BBIYMCIUTEIBHON TEXHUKH.
3aganue 18
Omnpeaennre Kakoe yTBep:KIeHHe HCTUHHO, a2 KAKOe HeT...
1) Jloxp  CTpaHuULBI JOKYMEHTa MOKHO HYyMEPOBATh HA HM>KHEM I10JI€ JTUCTA
2) Hctuna  IlocTossHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN NIPU M3TOTOBJICHUM OJIaHKa
3) Hctuna B pacmmdpoBke moanucu HHULMAIBI BCETAa CTOAT 10 (paMuinu
4) HctuHa B KOHIE 3aronoBKa K TEKCTY JOKYMEHTa TOYKa HE CTABUTCS

OTMeTKa 0O MOCTYIUICHUU MPOCTABJIAICTCS TOJIBKO Ha IMMPUCHUIACMBIX (BXOI[HH_[I/IX)

5) HUctuna
JIOKYMEHTax

3amanue 19

(Bvibepume eOuHCmMEenHO NPAasUbHblL 0meemn)
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Kakoii pekBU3UT HE BXOJHT B COCTaB OJIaHKa MUCbMa?

1) - CCBUIKA Ha HOMEP U ATy BXOJAILIETO JOKYMEHTA
2) + MECTO U3JaHUA
3) - CIIpaBOYHbIE JaHHBIC 00 OpraHU3aIuU

3aganue 20

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

1) - TOJIBKO Ha PYCCKOM S3BIKE
2) + Ha JIBYyX A3BIKaX: PyCCKOM U HAIlMOHAIHHOM
3) - TOJILKO Ha HAITMOHAIILHOM S3BIKE

3aganue 21

(Bvibepume eOuHCmMEenHO NPAsUIbHbLIL 0Omeemn)
Jara noxymenTa opopmiseTcs:

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

3aganmne 22

(Bvlbepume eOuHCcmeeHHO npasuibHblll Omeem)
MecTo nzganus 10KyMeHTa 0(OpMIISETCS TaKk

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

3aganue 23

(Bvibepume eOuHCmMEeHHO NPABUTILHBLIL OmMeEent)
3aroJ0BOK K TEKCTY COCTaBJISETCS K JOKyMEHTaM, OOPMIICHHBIM. . .

1) + Ha ¢popmate A4
2) - Ha ¢popmate AS
3) - Ha J1r000M Gopmare

3aganue 24

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
OTmeTka 0 MOCTYIIICHUN 0(hOPMITSIETCSI. ..

1) - Ha OTIIPABJIIEMBIX JOKYMEHTaX
2) + HAa TOCTYMAIINX TOKyMEHTax
3) - Ha BCEeX JOKyMEHTax
3aganue 25

(Bvibepume eOuHcmeerHO NpasuibHblil Omeem)
B kakoM ciryuyae npaBWJIbLHO 0(popMIIeH PeKBU3UT «OTMETKA 0 HATUYMHU MPUJIOKEHUSD,
€CJIM B TEKCTE CONMPOBOIMTEIHLHOI0 MUCHMA He YIIOMHHAIOCH 0 MPUJIOKEHNU?

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

2) n [Tpunoxenue: 1. CnpaBka 0 coraacoBaHUM MpoekTa Ha 4 1. B 1 3Kk3.
2. OT3bIB IO IPOEKTY Ha 2 11. B | 3K3.

3aganue 26

(Bvibepume eOuHcmeerHo NpasuibHblil Omeem)

Ilnan padotsl kosieaxka Ha 2016 — 2017 yyeOHBbIIH roJ yTBEP:KIEH pelieHueM
MeJarornyeckoro copera. B kakom ciay4dae npaBujibHO ogopmiieH pekBu3uT «I'pud
YTBEpPKACHHUSA JOKYMEHTa»?
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VYTBEPXIEH
Pemennem negaroruueckoro coBera
Ne 14 o1 12.08.2016

VTBEPXJEH
Pemenne mmegarornueckoro coBera
Ne 14 o1 12.08.2016 1.

YTBEPXJIAKO
Pelienue megarorudeckoro COBETa
Ne 14 o1 12.08.2016 1.

3ananue 27

(Bvlbepume eOuncmeenHo npasuibHblll Omeem)
B oTcyTcTBHE PYKOBOAMTEJISI MOANMCAHNE JOKYMEHTA 3aMeCcTHTEIeM HJIH UCTOTHSKOIIUM

0013aHHOCTH PYKOBOJIUTEJISA:

3) +

HupekTop A.W. TletpoB
(moamuck ero 3ama CumopoBa)
3a nupekTopa A.W. ITerpoB

(moamuce ero 3ama CumopoBa)

N.O. nupexTopa I".B. Cunopos
(TMYHas TOAMHCH)

3aganue 28

(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
Bymary, kKakoro 1iBeTa M0OKHO MPUMEHSIThH MPU U3rOTOBJIEHUH OJIAHKOB:

1) +
2)
3)
4) ;

0€JIOro M CBETJIBIX TOHOB
TOJIEKO O€JI0ro
3aBHCHUT OT BHIa OJaHKa
JIF000TO
3aganne 29

(Bvlbepume eOuHcmeerHHo npasuibHblll Omeem)
B kakue peKBH3UTHI COCTABHOI YACTHI0 HE BXOIUT MOANNUCH:

1) +
2) -
3)
4) -

azpecar
rpud yTBepKACHUS
pe3oronus
MOJIIHCh
3ananmue 30

Onpeneanre Kakoe yTBep kJAeHHe HCTHHHO, 2 KAKOe HeT...

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

5) Hctuna

KOHCTaTI/IPYIOHIaSI YaCTb TCKCTA B MPUKA3€ 110 OCHOBHO1 JACATCIBHOCTHU MOXKCET
OTCYTCTBOBAThb

Tekct IIpHUKa3sa I10 OCHOBHOM JACATCIIbBHOCTU ,KaK IIpaBHJIO, COCTOUT U3 ABYX yacTen
PaCHOpHI[I/ITeJIBHBIC JOKYMCHTLI BCTYIIAKOT B CUJIIY C MOMCHTA UX MOAIMUCAHUA
Pemenue HU3aCTCA Ha OCHOBC KOJJICTUAJIBHOTO PYKOBOACTBA

3aroJoBOK K TEKCTY MPHKa3a M0 OCHOBHOM JESTEIHHOCTH (DOPMYITUPYETCS B
POAMTENBHOM MajekKe

3aganue 31

(Bvibepume eOuHCmMEEeHHO NPABUTILHBLIL OMEemn)
PacniopsianTenbHbIN JOKYMEHT, KOTOPBIM M31A€TCSl HA OCHOBE €AMHOHAYAIHS

1) +
2) -

MIpUKa3

IIOCTAaHOBJICHUC
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penieHue
3aganue 32

(Bvibepume eOuHcmeenHo NpasubHblil Omeem)
PacrniopsimuTenbHbIN TOKYMEHT, KOTOPBI M3IaeTCs HA OCHOBE KOJUICTHATLHOTO
PYKOBOJICTBA

1) + pelienue
2) - pacnopsikeHue
3) - MpHUKa3

3aganue 33

(Bvlbepume eOuHcmeeHHo npasuibHblll Omeem)
B coctaB pekBH3UTOB MpHKa3a M0 OCHOBHOM JCATEILHOCTH HE BXOJUT PEKBUZHUT

1) + rpud yTBEpKIACHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMEp JOKyMEHTa

3aganue 34

(Bvibepume eOUHCmMEEeHHO NPABUTILHBLI OMeEen)
[Ipuka3 o OCHOBHOM AESITENIBHOCTH MOANKNCHIBAET

1) - HCIIOJIHUTENb
2) + PYKOBOJIUTEIIb
3) - CeKpeTaphb
3aganue 35
(Bvibepume eOuHCmMEenHO NPAsUIbHbLIL 0meemn)
[Tpuka3 1o OCHOBHOM AESATEILHOCTH OPOPMIISIFOT
1) + Ha JIOJDKHOCTHOM OJIaHKe
2) - Ha OJIaHKe KOHKPETHOTO BHJIa TOKyMEHTA
3) - Ha OJaHKe MUcbMa
3aganue 36

(Bvlbepume eOuHcmeeHHo npasuibHblll Omeem)
CIoBO «IIpUKa3bIBAI0» B TEKCTE MPUKa3a M0 OCHOBHOM JIEATEIIBHOCTH 0(DOPMIISIOT B
CJICAYIONIEM HATMCAHUH

1) + I[TPUKA3BIBAIO
2) - [IpukaseiBaro
3) - [IPUKa3bIBAIO

3amanmue 37

(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
PacniopsimuTensHas 4acTh B pacmopsDKEHUN HAYMHACTCS CIIOBOM

1) + TIPE/JIATAIO
2) ; PEIIIAET
3) - [TOCTAHOBJISIET

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

1) 3 MIPaBOBOH aKT, U3[]aBAEMbIN €JUHOJINYHO 1) IlocraHoBjeHHe
PYKOBOJUTENIEM TJIABHBIM 00pa3oM
KOJUIETMaJIbHOTO OpraHa
TOCYJJaPCTBEHHOTO yIPABJICHUS B IIEJISIX
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pa3pCuiCHus OINCPAaTUBHBIX BOIIPOCOB

[IPaBOBOM aKT, IPUHUMAEMBbIN BBICIIMMHU IIpukas
Y HEKOTOPBIMHU LIEHTPAIbHBIMH OPTaHAMU

2) 1 KOJUIETHAJILHOTI'O YIIPABJICHHS B LEIAX 2)
paspernieHus: HanboJiee BaXKHBIX U
IIPUHIUIINATIBHBIX 3a/1a4

IIPaBOBOM aKT, N31aBa€MbIN Pacnopsizkenue
PYKOBOIUTEIEM, IEHCTBYIOIIUM Ha
3) 2 OCHOBE €IMHOHAYAJIHA B IIEIISIX 3)
pa3peleHuss OCHOBHBIX U ONIEPATUBHBIX
3a/1a4, CTOSIIIMX IIepe] OpraHu3anuen

IIPaBOBOM aKT, IPUHUMAEMBbI B Pemenue
4) 4 KOJUIETUAJIBbHOM MOPSJIKE B LEIIAX 4)
paspelnieHus HanboJee BaXKHBIX BOIIPOCOB
BO BpEeMs COBEIIaHUM, COOpaHUi U T.1I.
3ananme 39
Omnpeaennre Kakoe yTBep:KIeHNe HCTUHHO, 2 KAKOe HeT...
1) Hctuaa  Tekct ciry)ke0HOTO MHChMa MOXKET OBITh MTPOCTHIM
2) HMcertrHa  BBIACIAIOT IPUCHUIAEMBIE M OTIPABIISIEMBIE IMCbMaA
3) Uctnna MakcuManbHOE KOJIMYECTBO apecaToB B MUCbME - 4
4) HUctnna  CiyxeOHOE THCHMO MOKHO 0popMHUTH Ha popmate AS
5) HUctuna CnyxeOHOE THCHMO MOKET UMEThH JIBE MOIITUCU
3aganue 40
(Bvibepume eOuHCmMEeHHO NPABUTILHBLI OMEemn)
TekcT city>)ke0HOro MUChMa COCTaBISIETCS OT
1) - 2-r0 NUIa eTMHCTBEHHOTO YHcia
2) - 3-ro Juia MHOKECTBEHHOI'O YHCIIa
3) + 1-ro aua MHOXKECTBEHHOI'O YHCIIa
3ananme 41

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEemn)
PekBHU3UT «cChlTKa HA HOMEP | JIaTy BXOJIAIICTO IOKYMEHTa» 0(hOpMIIIETCS

1) - BO BCEX ITMChMaxX
2) + B OTBETHBIX ITHCHMax
3) - B MHUIIMATUBHBIX MMCbMaX

3aganue 42

(Bvibepume eOuHcmeeHHO NpasuUbHbllL OmMeem)
B cocTtaB pekBU3HUTOB CITyKeOHOT'O THCbMa HE BXOIUT

1) - azpecar
2) + Ha3BaHHUE BUAA JOKYMEHTA
3) - NOAIUCH

3amanue 43

(Bvibepume eOuncmeenHo npasuibHblil Omeem)
PyKoBOAMTEIb U TITaBHBIN OyXTanTep Mo IMHCHIBAIOT

1) - MHUCHbMO-HU3BEIICHUE
2) + rapaHTHUHHOE MMHCBMO
3) - pEeKJIaMHOE ITUCbMO

3aganue 44
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(Bvibepume eOuHCmMEeHHO NPABUTILHBLI OMeEent)
MakcumanbHbIl 00beM CITy>KeOHOTO MTHChMa

1) - OJ[HA CTpaHUIlA
2) - TPU CTPAHUIIBI
3) + JIBE CTPAHUIIBI
3amanmue 45
(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
[Teuatbto yaocToBepsieTcst
1) - MACbMO-HAIIOMUHAHUE
2) + rapaHTUMHOE MUCHMO
3) - [MACbMO-IIPUIJIALICHUE
3amanmue 46

(Bvibepume eOuHcmeenHO NpasubHblil OmMeem)
OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTa B OPTaHU3AIINIO MPOCTABIISAETCS

1) - 10 YCMOTPEHHIO CEKpeTapst
2) - Ha BCEX NOKYMEHTax
3) + TOJIbKO Ha MPUCHLIAEMBIX

3amanmue 47

(Bvibepume eOuncmeenHo npasuibHblil Omeem)
B nicbMe oTMETKa O TIOCTYIUICHUH TOKYMEHTA MPOCTABIISCTCS

1) - B JIEBOM HWKHEM YIJIy IIOCJIEIHETO JIUCTA JOKYMEHTA

2) - Ha J000M CBOOOTHOM MECTE

3) + B [IPAaBOM HIDKHEM YTy IIEPBOIO JIMCTA JTOKYMEHTA
3ananue 48

IIpasunvrvix eapuanmog modcem Oblmb HECKONbKO.
Kakue npu3Haku xapakTepHbI 1JIs1 0J1aHKOB VIS MUCeM?

1) - Hanuune afgpecHbIX JaHHBIX MPEANPUATHS Ha OJIaHKe

2) n Hanuuune ormertku 1uis pexkBusuTa «CcbllIka Ha UHAEKC U JaTy BXOJSAIIETO
JOKYMEHTa»

3) + OtcyTcTBUE Ha3BaHUSA BUA TOKyMEHTa

4) i Pacnionoxenune 00s13aTeIbHBIX PEKBU3UTOB 3ar0JIOBOYHON YaCTH JIOKYMEHTA B

JICBOM BEPXHEM YTITy
3amanue 49
Hpa(fu]leblx 6apuaHm06 Moancem 6blmb HECKOJIbKO.

Kaxkoii BUj 1€710BOro NuCbMa HANPaBJISIeTCs aJpecaTy /s 3aKII0YeHHs CAeJIKH €
YKa3aHHeM KOHKPETHBIX YCJI0BHUH CeJKHn?

1) - [Iucemo-mmoaTBEPKACHHE

2) - ConpoBoanuTenbHOE TUCHMO
3) + [Tucemo-tipeaioxkeHne

4) + JIoroBopHO€ NMUCHMO

3amanue 50

IIpasunvhvix eapuanmog modcem Obimb HECKONbKO.
ABTOpOM CJIyKe0HOT0 MMCbMA SIBJISIETCSH:

1) - HCIIOJIHUTEIIb, COCTABUBIINN JOKYMEHT
2) + JOJDKHOCTHOE JIMIIO, IMTOJANUCABIIEE JOKYMEHT
3) - WCTIOJTHUTEIb, O()OPMHUBIININ TOKYMEHT
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4) + opraHu3anys, OT UMEHU KOTOPOU OTIPABIIAECTCS MUCbMO

3aganue 51
Omnpenennre KaKkoe yrBep:kJaeHne HCTUHHO, 2 KaKoe HeT...
1) HctnHa  TekcT MOKIAIHOM 3aIUCKH COJEPIKUT TOIHKO 0OCTOSTEIIEHOE H3JI0KCHHE BOIIPOCca
2) Uctnna  AnpecaHT B TOKJIQJIHOM 3alUCKE YKA3bIBAETCS B MUMEHUTEIbHOM Maiexe
3) HNcertrnHa  BHYTpEHHIONO TOKIAIHYIO 3aIIMCKY MOJIUCHIBAET COCTABUTEIND
4) Jloxb B angpecare noknaaHOM 3aMUCKU YKA3bIBAIOT TOIBKO (haMIIIHIO
5) Jloxxb  BHyTpeHHss HOKIIagHas 3amucka odhopmiiseTcs Ha OJaHKe OpraHu3aIiu
3aganue 52

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEemn)
BHyTpeHHIOI0 TOKJIaIHYIO 3aITUCKY TIOIHCHIBACT

1) + COCTaBUTEIb
2) - PYKOBOJIUTEIIb MOJIpa3ACICHUS
3) - CeKpeTapb

3aganue 53

(Bvibepume eOuHcmeenHo NpasubHbll OmMeem)
B ckonmbkux sK3eMInIsipax 0QpOpMIISICTCS BHEIIHSS JOKJIaIHAs 3aiCKa

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

3amanue 54

(Bvibepume eOuncmeenHo npasuibHblil Omeem)
PexBU3HUTHI OOBSICHUTEIBHOM 3aITUCKH TI0 TIOBOTy OOBSICHEHHUS TIOCTYITKA aHAJIOTHYHBI

1) + BHYTPEHHEN JOKJIAIHOMN 3alUCKU
2) - BHYTPEHHEHN CIIPABKU
3) - Cl1y’kKeOHOMY MTUCBMY
3ananme 55

(Bvlbepume eOuncmeerHo npasuibHblll Omeem)
TekcT HOKIagHOM 3aUCKH, KaK IPABUIIO COCTOUT

1) - W3 OJTHOW YacTH
2) - W3 ABYX 4YacTei
3) + 13 Tpex Jacren

3aganue 56

(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
B coctaB pekBH3UTOB BHEUTHEH TOKIAIHON 3aMMCKH HE BXOIUT

1) + rneyaTh

2) - MOJIUCH

3) - 3aroJIOBOK K TEKCTY

3aganue 57

Bcmaevme nponywiennvie ¢ mexkcme cnoea
JoxnaanHas 3anucka — JOKyMEHT, aIpeCOBaHHbIN I10
KOHKPETHOM TeMe C U TIPEAJIOKEHHUSIMU TI0 HEM.

1) OTBeT: BBIIIECTOSAIIEMY PYKOBOJICTBY

2) OTBeT: BBIBOJAMU
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3aganue 58

Bcmaevme nponyuieHHble 6 meKcme cjiosa

BHeniH010 JOKJIAAHYIO 3aIlIMCKY, aIPpECOBAHHYIO B BBIIICCTOAIIYHO OpraHU3aluto
oA CHIBACT

1) OTBeT: PYKOBOJUTEIH OPTraHU3ALNHI
3aganue 59

Bcmaesvme nponyuieHHble 6 meKcme cjiosa

BHYTpEeHHIOI0 JOKIIAIHYIO 3aIIUCKY COCTABIISET U IOAIIUCHIBAET

1) OTBeT: coCTaBUTEb
3amanmne 60
Bcmaevme nponywiennvie ¢ mexkcme cnosa
PexBU3UTHI BHYTpEHHEHN JOKIAIHOM 3aIHUCKU:
- ajgpecar (B 1aTelIbHOM a/IEXKe)
- HAMMEHOBaHUE BUJA JOKYMEHTA
- TEKCT
- OTMETKa O HAIMYUH MPUIOKEHHS (B ClIydae HEOOXOIUMOCTH)
- l1ara
1) OTBeT: HAaMMEHOBAaHHUE CTPYKTYPHOTO MOAPA3ACICHUS
2) OTBeT: 3aroJaoBOK K TEKCTY
3) OTBeT: NOOINHUCH
4) OtBeTr: HOMED
3ananme 61
Onpeneanre Kakoe yTBep kJAeHHe HCTHHHO, 2 KAKOe HeT...
1) Uctuna  JlaToil mpOTOKOJIA ABISETCA 1aTa MPOBEACHUS 3aCEIaHUS
2) Uctuna  IIpoTOKON MOANKMCHIBAIOT MPEICEAATEND U CEKPETAPh KOJIETHAIBHOTO OpraHa
3) Jloxp B kpaTkom MpoTOKOJIE TPUBOJATCS TEKCTHI BHICTYIUICHHI
4) HNcerrHa B nmpoToKose yKa3bIBaKOTCS PE3YJIBTATHI TOJIOCOBAHMS
5) Hctuna B Tekcre mpoTokona MoxeT oTcyTcTBoBaTh yHKT BBICTYITNIIN
3aganue 62

(Bvibepume eOuHCmMEeHHO NPABUTILHBLIL OmMeEemn)
N3 ckonpkux yacTell COCTOUT TEKCT MPOTOKOJIA

1) + JIBYX
2) - OJHOU
3) - Tpex
3ananue 63
(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
[IpoTokon moanUChIBaeT
1) + npeiceaaTenb U CeKpeTapb KOJUIETHAIBHOTO OpraHa

2) - PYKOBOJIUTENH
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CeKpeTapb
3amanue 64

(Bvibepume eOuHcmeenHo NpasubHblil Omeem)
Kakast 4acTh B cxemMe MOCTPOSHHSI OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBATh

1) - CJIYHIAJIN
2) + BBICTYIINJIN
3) - INOCTAHOBWJIN
3aganue 65
(Bvlbepume eOuncmeenHo NpasuIbHblll Omeem)
[TpoTokon opopmIISIOT
1) - B TPEX IK3EMIUIAPAX
2) + B OJHOM DK3EMILIAPE
3) - B JIBYX DK3E€MIUIIpax
3aganue 66

(Bvlbepume eOuncmeernHo npasuivbHblll Omeem)
Kak opopmisitoTest B TEKCTE MPOTOKOIIA, IPUCYTCTBYIOLIHE, €CITU UX 22 YeloBeKa

1) + IIpucyrcTBoBanu: 22 yenoBeka (CIIMCOK MPUIIAraeTcs)

2) [IpucyTcTBOBaANIN: MEPEUUCIISIOTCS (PaMIIINK IPUCYTCTBYIOIIUX B aj()aBUTHOM
HopsiiKe

3) - [IpucyrcrBoBanu: 22 yenoBeka

3aganue 67

Bcmaevme nponyuieHHnble 6 meKkcme cjiosa

B 3aBHCHMMOCTH OT IIOJIHOTHI OCBEIIEHUS X0/1a 3aceIaHus IMPOTOKOJIbI MOT'YT OBITh

u
1) OTBeT: TOJHBIE
2) OTBeT: KpaTkue

3aganue 68

Bcmaevme nponyuieHHnble 6 meKcme cjiosa

Tekct ITPOTOKOJIA COCTOUT M3 IBYX YyacTel: BBOJHON U

1) OTBeT: OCHOBHOM
3aganme 69

Bcmaevme nponyuieérnHnbsle 6 meKcme cjioea

B mpoTtoxosie kaxapIi MyHKT MOBECTKHU JHS PACIHUCHIBAETCS (CTPOUTCS) IO CXEME:

9. b

1) OtsBer: BBICTVYIIMJIN
2) Otset: [TOCTAHOBWJIN
3) Otset: CIIYIHAJIN
3amanmue 70

Bcmaevme nponyuieérnHnbsle 6 meKcme cjioea

Ecmu BOIIPOC HE 06C}’)KI[&J'IC$I B XO0A€ CO6paHI/I$I HJIK 3aCCHaHUs KOJIJICTHAJIIBHOT'O OpraHa, TO B IIPOTOKOJIC ITYHKT
MOKET OTCYTCTBOBATHb

1) OtBet: BBICTVIIUWJIN
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3aganue 71

Onpeneanrte Kakoe yTBep kJAeHHe HCTHHHO, 2 KAKOe HeT...

1) Jloxp  Hanwmume 3aKIi0YMTENIEHOM YacTH TEKCTA aKTa 00s3aTEIbHO
2) HMctuna  Yarne Bcero akThl COCTaBISIOTCS KOMUCCHEH
3) HctnHa ~ AKT MOXKET CIIY>KHTh OCHOBAHHUEM JJISI U3[ITaHUS PACTIOPSIANTENBLHOTO IOKYMEHTA
4) HUctuna  AKTBI, KaKk IpaBUIIo, MOJIEKAT YTBEPKICHHUIO
5) HUctuna Akt MoxkeT oopmiiaThes Ha TpadapeTHOM OllaHKe
3aganue 72

(Bvibepume eOuHCmMEeHHO NPABUTILHBLIL OmMeEemn)
CirykeOHBIN aKT COCTaBIISICT U TOAMKUCHIBACT

1) + KOMHCCHS
2) - PYKOBOJIUTEIIb
3) - HUCIIOTHUTEND

3aganue 73

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEemn)
OcHOBaHHEM JUTSl H3/TaHUS KAKOTO PaCTIOPSIUTEIIHFHOTO JOKYMEHTA MOXKET OBITh aKT

1) - Pemienue
2) - IlocTanoBnenue
3) + IIpuka3s
3amanue 74
(Bvibepume eOuHcmeenHo NpasuibHblil Omeem)
JlaTol akTa SBIISIETCS
1) + JlaTa akTUBHPYEMOTO COOBITHUS
2) - Jlata yTBEpKICHUSA
3) - JlaTta moamucaHus
3aganue 75
(Bvlbepume eOuncmeenHo NpasubHblil Omeem)
B coctaB pekBU3UTOB aKTa BXOJUT PEKBU3UT
1) + I'pud yrBepxkIeHHs
2) - I'pud cornmacoBanus
3) - OtMeTKa 00 UCITOTHUTETIS
3aganue 79
(Bvlbepume eOuncmeenHo npasuibHblll Omeem)
B coctaB peKBH3UTOB aKTa HE BXOJIUT
1) + I'pud cornmacoBanus
2) - 3aroJioBOK K TEKCTY JOKYMEHTa
3) - I'pud yrBepxkIeHUS
3aganue 80
(Bvlbepume eOuncmeenHo npasuibHblil Omeem)
CKOIBKO YacTell COAePKUT TEKCT aKTa
1) - ZIBE
2) - OIHY
3) + TpHU
3aganue 81

(Bvibepume eOuHCmMEenHO NPAsUTIbHBLIL 0Omeemn)
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Crenyer nu yKa3bIBaTh TOJKHOCTH WICHOB KOMHCCHH MPH 0(OPMIICHIH PEKBU3UTA

«TOJIUCH»
1) - a
2) - 1o xenanuro cekperaps
3) + Her
3aganue 82
(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
B cxonbkux sx3eMIuisapax opopmisieTcst akT
1) - B tpex
2) + B cxonpkux HE00X0IUMO
3) - B uetsipex
3aganue 83

(Bvibepume eOuHcmeenHO NpasubHblil OmMeem)
Kakast yacTh TeKcTa akTa MOKET OTCYTCTBOBATh

1) - Koncratupyromas
2) + 3aKIIroYuTeIbHAS
3) - BBognas gacte

PykoBoacTBO /151 3K3aMeHATOpAa

Kputepun orieHuBaHusI TECTOBBIX 3aaHUM:

3a KaXxkJ10€ MPaBUJIbHO BBHIMIOJIHEHHOE TECTOBOE 3aJjaHue (BEpPHBINA OTBET)
otBeT - 0 6aoB.

«5» - 28-30

«y» -24-27.

«3» - 19-24

«HEYyAOoBI» - 18 1 MeHee

IpakTnyeckasi 4acThb.

KpI/ITepI/II/I OILICHUBAHMSA BBITTOJHCHUSA NPAKTUYICCKOTO 3aJaHUA:
- 3HAaHHE TEPMHUHOJIOTHH

- CKOPOCTb BBIIIOJIHCHUEC

- CIIOCOOHOCTH HECTAHJIAPTHO MBICIHUTD

- KOJIMYCCTBO NPCIOKCHHBIX BAPUAHTOB PCIICHUSA MMOCTaBJIICHHOMN 3ada4u.

craButcs 1 Oa, 3a HEBepHBIi
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