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1.1.00mme cBegennst

Kommnexkr onenounsix cpencts (KOC) npenHazHaueH Jis HPOBEPKU pe3ysbTaTOB
ocBoeHus yueOHOM gucuumiuHbl OI1.04 JlokymeHTanMOHHOE oOOecleYeHne YIpaBIeHUsS
OCHOBHOM mpodeccuoHambHOW 0O0pa3oBaTenbHOM mporpamMmbl o chnenuainbHocTd 38.02.06
DuHAHCHI.

1.2.Ilepevyenn (popmMupyemMbIX 3HAHMI, YMEHHI 1 KOMIIETCHIIUH
B pesynbraTte ocBoeHus yueOnoil nucuumuinnbl OI1.04 JlokymMeHTalmoHHOE oOecreueHue
yhnpaBiieHUsl oOydaromuiics AopkeH obnanath mnpexycMmorpeHHsiMu  PI'OC  CIIO  mo

CITEIUATBHOCTH CJIe Iy IOIIUMH YMEHUSMH, 3HAHUSIMH, KOTOpBIE dbopMupyIOT
po(hecCHOHANBFHYI0 KOMIIETEHITUIO, U OOIIUMU KOMIETCHIIUSIMH:
YMenus:

- 0OpMIISATh TOKYMEHTAIUIO B COOTBETCTBUU C HOPMATHBHOM 0a30ii, B TOM YHUCIIE C
UCIOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTH;

- UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIC (POPMBI JIOKYMEHTOB;

- OCBauBaTh TEXHOJOTUU aBTOMAaTU3UPOBAHHON 00PaOOTKHU TOKYMEHTALINUH;

- OCYIIECTBIISATh XPAHEHUE U TIOUCK JIOKYMEHTOB;

- HCIIOJB30BaAThH TCHCKOMMYHI/IKaHI/IOHHBIe TCXHOJIOTUH B 3J'IeKTpOHHOM
JOKYMEHTO000pOoTE.

3uanusa:
- IIOHATHE, ICIIN, 3aJa4U U HpI/IHHI/IHI)I HGHOHpOI/ISBOHCTBa;
- OCHOBHBIE MOHSTHS JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPABICHUS;
- CUCTCMBI )IOKYMeHTaI_[I/IOHHOFO 06ecnequI/Is{ ynpaBJ'IeHI/ISI;
- KIaccUpUKaIHUIO JOKYMEHTOB;
- TpeboBaHUS K COCTABICHUIO B O(DOPMIICHHIO JJOKYMEHTOB;
OpraHM3aIHI0 TOKYMEHTO000pOTA! npueM, 00paboOTKy, pEerucTpaimio,
KOHTPOJIb, XpaHEHUE TOKYMEHTOB, HOMEHKJIATYPY JIeI.
0COOCHHOCTH COCTAaBJICHUS 3aKyTIOYHON JOKYMEHTAIIMH, METO/IbI ONIPE/ICICHUS U
000CHOBaHHUS HaYaJIbHBIX (MaKCUMAaJIbHBIX) IIEH KOHTPaKTa U MOPsIIKa OpraHu3aluu
MIPOBEICHUS 3aKYTIOK
- HOpr)IOK COCTABJICHUSI OCHOBHBIX }IOKYMeHTOB q)HHaHCOBOﬁ qacTu 6H3HCC-HHaHa
OpraHu3alNH;

IIpodeccnonabHbIe KOMIIETCHUH

[IK 1.5. ObecneunBaTh (PUHAHCOBO-3KOHOMHUYECKOE COIPOBOXKACHUE AESITEIBHOCTH IO
OCYIIIECTBIEHUIO 3aKyIIOK JJIsl TOCYJapCTBEHHBIX U MyHULIUIIAIbHBIX HYXI.

1K 3.2. CoctaBnsaTh (MHAHCOBBIE TJIAHBI OPTraHU3AIUY;

INIK 3.4. OGecneunBaTth OCYLIECTBJICHHE (MHAHCOBBIX  B3aUMOOTHOLICHHHA  C
OpraHM3alMsIMH, OpraHaMH FOCYAapCTBEHHON BJIACTH U MECTHOTO CaMOYIIPaBIICHUS;

IIK 4.1. Pa3pabareiBaTh IJIaH W NPOrpaMMy NPOBEACHHUS KOHTPOJIBHBIX MEPOIPHUATHI,
oQopMIIATE  pe3yibTaThl  MPOBEIEHHBIX  KOHTPOJIBHBIX  MEPONPUSTUH, BbIpaOaTHIBAThH
pPEKOMEHJALMN 10 YCTPAaHEHHMIO HEJAOCTaTKOB M PHUCKOB, OLEHUBATh 3((HEKTUBHOCTH
KOHTPOJIbHBIX MTPOLEAYD;

[IK 4.2. OcyuiecTBisTe NpeABapUTENbHbIN, TEKYIIUH M MOCIEIYIOIIUNA KOHTPOIb
XO3SIICTBEHHOH /1€ATEIbHOCTH O0BEKTOB (PMHAHCOBOTO KOHTPOJIS;

IIK 4.3. YuyacTBOBaTh B peBU3UU (PUHAHCOBO-XO3SHUCTBEHHOM ESATEIBHOCTH OOBEKTa
(MHAHCOBOTO KOHTPOJIS;

KOHTpOJ'IBHO-OI_[eHO‘-IHBIe cpeacrsa BKJIIOYAarOT KOHTPOJIbHBIC MaTcpHralibl JJIs0
IMPOBCACHUA TCKyIJ_Ieﬁ n HpOMe)ICYTO‘IHOﬁ aTTeCTaluu.



Hroroson bopmoii aTTecTaluu o yaeOHOU JHUCLUIUINHE SIBIISIETCSA
ougpepenyuposantvlil 3auem.

CTyneHThl JOMyCKAalOTCS K 3a4eTy MpPU HAIMYUM PE3YJbTATOB TEKYIIEH aTTecTalluH,
MPEAYCMOTPEHHBIX YUEOHBIM TUIAHOM COOTBETCTBYIOIIETO CEMECTPA.



1.3. PE3YJIBTATBI OCBOEHUSA JUCHUIIVIMHBI, ITIOJJIEZKALIUE ITPOBEPKE

B pe3yjibTarte arreCTaliuu I10 yqe6H0171 JAUCHUIUIMHE OCYHICCTBIIACTCA KOMIIJICKCHAsA IHPOBCPKaA

CHEAYIOIUX YMEHUM U 3HAHUI:

Pe3yabTarnl 00yyeHus
(0CBOEHHbIE YMEHUsI, YCBOEHHbIE 3HAHNS)

@®opMbI U METOIbI KOHTPOJISI U
OlIEHKH Pe3yJIbTATOB 00y4eHusl

3HaTh:
- TMOHSATHE, LENH, 33Ja4l U IPUHIIUIIBI 1eT0MPOU3BO/ICTRA;
- OCHOBHBIC IMMOHATHA JOKYMCHTALITUOHHOI'O oOecrieueHns
yIpaBIcHUS;
CUCTEMbI JOKYMCHTAIITMUOHHOT'O oOecrieueHns YHOpaBJICHUAA,
KITacCU(UKAIIUIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHHUIO U O(DOPMIICHHUIO JOKYMEHTOB;
OpTraHMU3AIHI0 TOKYMEHTO000pOoTa: pueM,
00paboTKy, PETrUCTpaInIo, KOHTPOJIb,
XpaHeHUE JTOKYMEHTOB, HOMEHKIIATYpy JIe.
O0COOCHHOCTH COCTABJICHUS 3aKYIIOYHOH JJOKYMEHTAIIHH,
METO/IbI OTpEeIeIeHNs U 000CHOBAaHUS HAYaIbHBIX
(MakcUMaJIbHBIX) IIEH KOHTPaKTa U MOpsJIKa OpraHUu3aluu
MIPOBEICHUS 3aKyIOK

yacTu OM3HEC-IIaHa OpraHu3anuu;

YMmern:
- 0(hopMIIATH JOKYMEHTAIHIO B COOTBETCTBUU C
HOPMaTHBHOW 0a30ii, B TOM YHCIIE C UCIIOJIb30BAHUEM
UH(POPMALMOHHBIX TEXHOJIOTUH;
- HCIOJB30BaTh YHU(HUIHUPOBAHHBIE (OPMBI JOKYMEHTOB;
- OCBaMBaTh TEXHOJIOTUM aBTOMATU3UPOBAHHON 00pabOTKH
JOKyMEHTAIIH;
- OCYILIECTBISITh XPaHEHHE U TIOUCK JIOKyMEHTOB;
- HCIIOJB30BaATh TENICKOMMYHHUKAIIMOHHBIC

TEXHOJIOTHH B 3JIEKTPOHHOM JOKYMEHT0000pOTE.

- TOPSZOK COCTABJICHHUSI OCHOBHBIX IOKYMEHTOB (DMHAHCOBOM

NpaKTHYECKHE  3aHATHA,
BHCAyIUTOPHAA CaMOCTOATCIIbHAA
pabota, onpoc




Tunosble 3a1aHNsl 1JIA IPOBeIeHUs] TeKYIIeld U MPOMEKYTOYHON aTTeCTALMHU 110
JTUCHUILIHHE

1. IPAKTUYECKHUE (CEMMHAPCKUE) 3AHATUA.
1. IIpakTuyeckoe 3ansTHE (ceMHHApP): «OCHOBHBIE NOHATHS AeJTO0NPOU3BOACTBA.

Bomnpocs! 1ist 00cykaeHus:

ITonsiTue nenonpou3BOACTBA.

IIpenmMer neaonpou3BOACTBA.

ITonsiTHE NOKYMEHTa, OCHOBHBIE BUBI JOKYMEHTOB.
@yHKIUU JOKYMEHTA.

ITonsiTHe cUCTEMBI JOKYMEHTALIMH.

Nk W=

2. Ilpaktuyeckoe 3ansTHe (ceMuHap): «cropusi pa3BUTHA 0TE4eCTBEHHOI0
AeJIONPOU3BOACTBA.

Bonpocs! ais 00cyxaenus:

1. OO6mas xapakTepucTHUKa JIeJI0MPOU3BOICTBA B J[peBHEPYCCKOM rocy1apcTBe, BUIbI
JIOKYMEHTOB B 3TOT IIEPUO/L.

XapakTepucTuKa MPUKa3HOTO JIeJIONPOU3BOJICTRA.

Komnexckoe nenonpounsBoactso B Poccun. Pepopmer Ilerpa 1.

MuHucTepckoe AeIonpou3BOACTBO B yupexkaenus Poccun. Pedopmbr Anekcanapa 1.
XapakTepucTuKa rocy1apcTBEHHOI0 JeI0Npon3BoACcTBa B COBETCKYIO 310Xy .

N

3. Ilpaktu4eckoe 3aHsiTue (ceMHHap): «Opranu3anus cJayxKO0bl 1eJ0NPOU3BOICTBAY.

Bonpocs! ais 00cyxaenus:
. IlonsiTrie 1 3HAYEHUE CITY)OBI JOKyMeHTarmoHHoro ooecnedenus (C10).

. Opranuzamonsasie HOpPMBI pabOTHI C TOKYMEHTaMH, UX OCOOECHHOCTH.
. «YTpaBlieHUE eTIaMi», €ro COCTaB U (PYHKITHH.

. «O0mmMit oTIEN», €T0 CTPYKTYypA.

. [lonsiTue, pyHKIIMU U COCTAB KaHLESPUU.

AN LN AW —

. XapakrepucTuka paboThl cekpeTapsa-pedepenTa.

2. TECTOBBIE 3AJIAHUAL.

TECT 1.

YpoBensb A.

Buvibepume seproe ymeepoicoenue

1.TpeOoBanuss K OG(OPMIEHUIO OpPraHU3alMOHHO-PACIOPATUTENBHBIX JOKYMEHTOB
ycranasinuBaeT 'OCT P 6.30 — 2003

2. B npunoxenuu k 'OCT P 6.30 — 2003 nans! 00pa3iipl 01aHKOB TOKYMEHTOB

3.B opraHumzaimuum 1O YCMOTPEHUIO pPYKOBOJCTBa [JOJDKHA OBbITH pa3paboTaHa
VHJVBHTyaJIbHAS! UHCTPYKIMS IO JIE€JIONPOU3BOJICTBY

4. Oprann3allMOHHO-IIPABOBbIE TIOKYMEHTHI, KaK IIPABUIIO, IOAJIEKAT YTBEPKIACHHIO

5. B opraan3annoHHO-IPaBOBbIE JOKYMEHTBHI MOKHO BHOCUTh U3MEHEHUS

Bvibepume npasunvubiti omeem.

K xaxnomy 3amaHuio naHel 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJIMH BEpHBIN. B
OnaHKe OTBETOB IIOCTaBbTE IO HOMEPOM 3aJaHus OyKBY OTBETa, KOTOPbIM Ha Ball B3IVISA[
SIBJIIETCS. IPABUIIbHBIM.

1. B cocTaB opraHn3alliOHHO-IIPABOBBIX JOKYMEHTOB HE BXOJUT. ..



a) yCTaB OpraHu3aluu

0) IWTaTHOE paclucaHue

B) IIpUKa3

2. Kakue pacrnopsauTenbHble JTOKyMEHTbI MokeT u3naaBaTh [Ipesupent Poccuiickoi
denepanuun?

a) yKasbl

0) pactiopspKeHHSI

B) IIOCTAHOBJICHUS

3. JIOJ>KHOCTHASI MHCTPYKIMS COTPYAHUKA. ..

a) MOJJICKUT YTBEPIKICHHUIO

0) He yTBepKIaeTCs

B) YTBEPK/1a€TCs 10 YCMOTPEHUIO PYKOBOIUTENS

4. Kakoli HOpMAaTHBHBIN TOKYMEHT ONpeIesieT 00s13aHHOCTH COTPYTHUKA?

a) llIratHoe pacnircanue

0) YcraB npeanpusTus

B) JloJKHOCTHAsL HHCTPYKLUS

5. TunoBble TOKyMEHTHI HOCAT ... XapakTep

a) 00s3aTeNIbHBIN

0) peKOMeHIaTeIbHBIN

B) 03HAaKOMMTEJIbHBIN

6. B kakom nazexe GopMmynupyercs 3arojioBoK K TEKCTY JOKHOCTHOW MHCTPYKIUU?

a) B IMCHUTEIILHOM

0) B pOJAMTEILHOM

B) B IIPEUI0KHOM

7. Kakoll JOKYMEHT HE SIBJISIETCS] pa3HOBUAHOCTBIO KOITUU?

a) YePHOBUK

0) oTIycK

B) nyOnuKar

8. JlokyMeHT, BblIaBaeMblil B3aMEH yTEPSHHOTO U UMEIOLIUI CUITY MMOAJTUHHUKA,

Ha3bIBAETCH. ..

a) Komust

0) oTmyck

B) nyOaukar

9. JlIoKkyMeHT, OKOHYaTeIbHO O(OPMIICHHBIN U MTOMUCAHHBINA, HA3BIBACTCA. . .

a) TOJJTMHHUK

0) oTmyck

B) nyOaukar

10. I3MeHeHus U JONOJTHEHUS B IOJKHOCTHYIO HHCTPYKIIUIO BHOCSITCS. . .

a) TOKJIATHOM 3aITUCKON

0) IpUKa30M pPyKOBOJUTEIIS

B) CIPaBKOM COTJIacOBaHUs

Yposens B.

Bcmasvme nponywenuvie 6 mexcme cnosa.

1. OKVY ]I — O6mepoccuiickuii KIracCu(PUKATOP

2. YcTaB opranusanyy — NpaBoOBOM aKT, ONpeAeIoIuil

3. JlomxHOCTHAsT WHCTPYKLHUS — IPABOBOW aKT, HM31aBacMbIN opraHmauHeH B IIETISIX
perJaMeHTaluy OpraHU3alOHHO-TIPABOBOTO MOJIOKEHHS pAaOOTHHUKA, €To

, , 1 oOecreynBaroIIHi

ycoBHs 11 ero ) PEeKTUBHOM paObOTHI.

4. IlpaBuna BHYTPEHHErO0 TPYAOBOTLO  paclnopsaka — 3TO IPaBOBOM  akKT,
peraaMeHTHPYIOIINA .

5. JIOKyMEHTBI KIIaCCUPUITUPYIOT:

no eudam: OpraHu3alliOHHO-PACTIOPSIUTENIbHBIE,
, 110 INYHOMY COCTaBY;




no gopme: VHIUBUYaJIbHBIC, , TaOJIMYHBIC, TEKCTOBBIE, AaHKCTHBIE,
TpadapeTHsie;

no npoucxodicoenuio: opUIUaIbHBIC | ;

1O Mecmy NPOUCXOHCOCHUSL: Y BHYTPCHHHC;

no CPOKAM XpaHerust: TOCTOSHHOTO CPOKa XPaHCHHS, BDEMEHHOTO

( ), BpPEMEHHOTO ( );

no enacnHocmu: CEKPETHBIC U ;

no cpedcmeam ¢huxcayuu: PyKOTHUCHBIE, , Tpaduueckue,
, DOTOKMHOJOKYMEHTHI,
1o CMAousiM cO30aHUs: OPUTHHAIIBI, YePHOBHKH, ,

, , TyOJINKATHI;

no CpOUHOCU: 1 HECPOYHBIC,
N0 HAUMEHOBAHUIO"

TECT 2.
YpoBens A.

Buvibepume seproe ymeepoicoenue

1.Cny>xe6Ho€ 1oJie JOKYMEHTa MpeHa3HaueHO JJIsi HAHECEHHUS CTICIIMAIbHBIX
M300paxeHHA

2. [loCcTOSIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MTPU U3rOTOBJIEHUH OJaHKa

3. [lepeMeHHbIN PEKBU3UT HAHOCUTCS MPU COCTaBJICHUU JOKYMEHTA

4. JleBoe 10Jie MOKET ObITh YBEIHMUEHO

5. CTpaHu1lbl JOKYMEHTa MOKHO HyMEpPOBAaTh Ha HUYKHEM I10JI€ JIUCTA

6. YCTaHOBJICHO JIBa BApHAHTA PACIIOJIOKEHUSI PEKBU3UTOB Ha OJIaHKaxX

7. Ha 6mankax ohopMIIsSieTCsl TOJIBKO MepBasi CTpaHUIla JIOKYMEHTOB

8.PexBu3uTHI O1aHKa opranuzamnuu cyorekra PO MokHO 0pOopMUTE TOJIBKO HA
HallMOHATHHOM SI3bIKE

9.Ha 6ranke MO>KHO TOMECTUTh COKpAIllEHHOE Ha3BaHUE OpPraHU3alllu, Ja)Ke eclid OHO He
3aKpETUICHO B Y CTaBe 9TOM OpraHU3aluu

10. JlokyMeHT He MOKET coJepKaTh Oojiee YEThIPEX aIpecaToB

11. JIokyMEeHT MOXET OBITh YTBEPHKICH TOJDKHOCTHBIM JIUIIOM

12. B xoHIIe 3arofioBKa K TEKCTY TOKyMEHTa TOYKa HE CTaBUTCA

13. K moxymenTam, opopMiieHHBIM Ha ¢opMare A5, 3aroJIOBOK K TEKCTY HE COCTaBJISETCS

14. Tekct nokymenta Ha ¢popmaTte A4 odopmiiseTcs yepes MmoaTopa HHTEpBaIa

15. TexkcT moOKyMeHTa MOKET ObITh MpeCTaBleH B (hopMe TabIUIIbI

16. Konu4ecTBO TMCTOB B MPUIIOKEHUHU K TEKCTY HE YKa3bIBACTCS

17. B pacmmdpoBKe MOANKUCH UHUIHAIBI BCETAa CTOST 10 paMuiIuu

18. JlokymMeHTHI (PMHAHCOBOTO XapaKTepa MOTYT UMETh JIBE TIOIITUCH

19.0TmeTKa 00 UCTIOMHEHUU JOKYMEHTA MPOCTABIISACTCS B JIEBOM HH)KHEM YTITy MIEPBOTO
JUCTa JOKYMEHTa

20.01MeTKa 0 MOCTYIUIEHUH MPOCTABISAETCS TOJBKO Ha MPUCHUIAEMBIX (BXOISAIINX)
JIOKyMEHTaxX

Bvibepume npasunvuwiti omeem.

K kaosrcoomy 3a0anuro oanvl 3 éapuanma omeema, uz KOmopvix moabko 0OUH 6epHbiil. B
Oaanke omeemos nocmagvme nOO HOMEPOM 3a0anus OYK8y omeema, KOmopwlili Ha 6aul 8327140
ABIAEMCA NPABUILHBIM.

1. JIuctel HymMepyrOTCH. ..

a) MocepeIMHE HUKHETO TOJIS JINCTa

0) rocepeIHe BEPXHEro IMOJIs JINCTa



B) B IPaBOM BEPXHEM YTy

2. Hymeparnus ctpanul opopmIIsioT Tax...

a) 25

0) -25-

B) CTp.25

3. CKOJIBKO CYIIIECTBYET MOJIOKEHUH TaOysTopa

a)6

0) 8

B) 4

4. OT HyJIEBOTO MOJOXKEHHS Ta0yIsATOpa OPOPMIISIOT. ..

a) HaMMEHOBaHUE BUJIA IOKyMEHTA

0) agpecar

B) rpud yTBEPKACHUS

5. Kakum HHTEpBaAJIIOM OTIENSAIOT APYT OT ApYyra peKBU3UTHI TP 0QOPMIICHUH JOKYMEHTA
Ha popmare A4?

a) OAMHAPHBIM

0) TBOMHBIM

B) TPOWHBIM

6. Kakoli pekBU3UT HE BXOJUT B COCTaB OJjaHKa nMucbma?

a) CIpaBOYHbIE JIaHHbIE 00 OpraHu3aluu

0) MecTo u3maHus

B) CChUIKa Ha HOMEp U J1aTy BXOJSILIEro JOKyMEHTa

7. JoJDKHOCTHOM OJIaHK SIBJISIETCSI pa3HOBUIHOCTHIO

a) oOmiero OyaHKa

0) OaHKa mUCchMa

B) OJJaHK KOHKPETHOTO BUAA TOKYMEHTa

8. MoeT JIu MUHUCTpP MOJNMUCATh TOKyMEHT, O(OPMIICHHBIN Ha JOHKHOCTHOM OJIaHKe
3aMECTUTEIISI MUHUCTpA?

a) MOXKET

0) HE MOXKET

B) 110 YKEJIaHUIO

9. PekBU3UT «CIIpaBOYHBIE JaHHBIE 00 OpraHU3alUn» O(POPMIIAIOT

a) TOIBKO Ha OJaHKaX MUChMa

0) Ha Bcex OlaHKax

B) TOJIKO Ha OJJaHKE KOHKPETHOTO BUA IOKyMEHTa

10. Ha 6ranke cyobexkToB PD pekBU3UTHI 0(OpMIIAIOTCS:

a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOJIBKO Ha HAILIMOHAJILHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: pPyCCKOM U HaI[MOHAJIbHOM

11. Jlata moxymeHTta oopmisiercs:

a) 23.12.2010

0) 23.XI11.2009

B) 23.12.10

12. IIpu agpecoBaHuy AOKHOCTHOMY JIUIY MHULMAIIBI CTABAT. . .

a) 10 hbamMuiInu

0) mociie pamMuITIH

B) 110 YCMOTPEHUIO CEKpeTaps



13. Mecto u3nanus 10KyMeHTa 0pOpMIIIETCS TaKk
a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxeGHO€ MMCbMO MOKET CO/IepKaTh He Ooiee
a) YeThIpex aJpecaTtoB

0) 1BYX aJipecaToB

B) TpeX aJpecaToB

15. 3aronoBoK K TEKCTY COCTABIIACTCS K JOKYMEHTaM, O(DOPMIICHHBIM. . .
a) Ha popmate A4

0) Ha hopmare AS

B) Ha J1I000M (hopMmate

16. Texct nokymenTa Ha hopmare A4 0hOPMIISIOT. .
a) yepe3 OJIMH UHTEPBaJ

0) uepe3 moJITOpa UHTEpBaja

B) Uepe3 /1Ba NHTEpBaJa

17. Pe3omroruio opopmiser. ..

a) PyKOBOJUTEINb

0) cexperapb

B) UCIIOJHUTEIb

18. B pekBu3uTE «IOANUCH» WHUIMAIBI CTABAT. ..
a) 10 haMuIH

0) ocie GpamMuIIn

B) HE UMEET 3HAUYCHUS

19. OtMmeTka 0 mocTyIuIeHHH 0opMITSIETCS. . .

a) Ha MOCTYMAIOIIUX JOKYMEHTaX

0) Ha OTNPABISIEMBIX JOKYMEHTAX

B) Ha BCEX JIOKYMEHTaX

20. Pe3ynbTat paccMOTpeHUs! JOKYMEHTa PyKOBOJIUTENIEM O(pOPMITSIETCS. . .
a) rpudoM yTBEpKICHUS

0) pe3ontouuein

B) rpudoM coriacoBaHuUs

Yposens B.
Bcmasome nponywennvie 6 mexcme ciosa.
1. ®opmynsip JOKyMEHTa — 3TO Habop o(pUIHMaTHEHOTO MUCEMEHHOTO

JOKYMEHTA, PacloJIOKEHHBIX B ONPEIEICHHOM
2. bnank 1okyMeHTa — 3T0 Habop , MICHTH(PUIUPYIOIHN

o(pUIIMaTIBHOTO MUCHMEHHOTO JJOKYMEHTA.

3. Ecniu Teker mokymenTa Ha ¢popmare A4 HaredataH yepes MmoJiropa MHTepBaa,

PEKBU3UTHI OTAEIISAIO IPYT OT Apyra UHTEpBaJIaMHU.
4. PekBU3UT «cIIpaBOUYHbIE JaHHBIE 00 OpraHU3alu» 0QOPMIISIOT TOJIBKO B OJIaHKE

5. JlaTtoi TOKyMeHTa SBJISIETCS J1aTa €ro 158105

6. YTBepkaeHue — 3To 0coOblii criocod JIOKYMEHTa TI0CJIe €To

, CAHKIIMIOHUPYIOIIUN PAaCIIPOCTPAHEHHE IEUCTBUS JOKYMEHTA HA

ONPEACIICHHBIN KPYT JIUII, TPaXJaH, OpraHu3alHiil.



7. Pe3omronus — 3T0 Ha JOKYMEHTE, ClIeJIaHHas
U coJiepKaniasi IpuHITOe

8. 3aronoBok K TEKCTy JOKyMeHTa oopmiisercs B WIH
najiexe.
9. PekBU3UT «OTMETKA 00 MCIIOIHEHUH JOKYMEHTA U HAMIPABIEHUU €T0 B I€JI0»
odopmiisercs B YaCcTU HUKHETO TOJIS JIUCTA JOKYMEHTA
10. OT™MeTKY O MOCTYIIEHUU JOKYMEHTA IPOCTABIISIOT B HUOKHEM
yriy JUCTa TOKYMEHTA.

TECT 3.

YpoBens A.

Buvibepume seproe ymeepoicoenue

1. Pemenue u3gaerca Ha OCHOBE KOJIJIETHAJIbHOTO PYKOBOJCTBA

2. TekcT nprkas3a 1o OCHOBHOM JESATENbHOCTH ,KaK IPABUIIO, COCTOUT U3 JIBYX YaCTEH
3.KoHcTaTupyromnas 4acTh TEKCTa B IPUKA3€ 110 OCHOBHOW JEATENIBHOCTH MOXKET
OTCYTCTBOBATH

4. TlyHKTBI TeKcTa NpUKa3a B pacHOpPAIUTEIBHONH YacTH HyMepylTCs apaOCKUMH

nudpamu

S5.ITpuka3sl TO OCHOBHOM EATEIBLHOCTH U TI0 JINYHOMY COCTaBY UMEIOT OOLIYIO
HyMepaluio
6.PexBU3NT «OTMETKA O HAMYMU MPUIOKEHUSD IOCIE TEKCTa IMPHUKa3a CaMOCTOSITEIBHO

He oopmMITIeTCS

7.3aroJ0BOK K TEKCTY MpHKa3a M0 OCHOBHOM JeSTeIbHOCTH (hOPMYITUPYETCS B
POJIUTEIILHOM TaJiexke

8.[Ipuka3 o 0OCHOBHOM AESITEIBLHOCTH, KaK IIPaBUJIO, IOANKMCHIBAET PYyKOBOINUTEIND
OpraHu3aluu

9. [TocTaHOBIEHNS U PELIEHUS UMEIOT OJHY MOJINCH

10. PacniopsimuTenbHble TOKyMEHTBI BCTYIAIOT B CHITy C MOMEHTA UX MOIHCAHUS
Bvibepume npasunvhbiti omeem.

K kascoomy s3adanuro danwt 3 eapuanma omeema, uz KOmMopwvix mojbko 0OUH 6epHbili. B

Onanke omeemos nocmasome Noo HOMEPOM 3a0anus 6yK6y omeenia, KOmOpbllZ Ha eawl 6327510
A6Alemcs npaculbHbIM.

1. PacniopsiiutenbHblil JOKYMEHT, KOTOPBIM M3/1a€TCs HA OCHOBE €IMHOHAYAIIHS

a) pelieHue

0) npukas

B) ITIOCTAHOBJICHHE

2. PacriopaiuTeNbHbIN TOKyMEHT, KOTOPBIA N3/JA€TCSI HA OCHOBE KOJUIETHAJIBHOTO
PYKOBOJCTBA

a) npukas

0) peleHue

B) pacropsbKeHHe

3. 13 CKOJNBKHX COCTaBHBIX 4YaCTEW, KaK IPABUIIO, COCTOUT TEKCT PACIOPSAUTEIBHOTO

JIOKyMEHTa

a) U3 IByX

0) u3 ogHOM

B) U3 TpeX

4. ®amMWINIO U TOJDKHOCTh MCIIOJHUTENS B PACIOPSIAUTENBHON YacTH TEKCTa IpUKas3a 1o

OCHOBHOM ACATCIIBHOCTH YKa3bIBaIOT

a) B UMCHHUTEJILHOM TIaJIekKe

0) B pOJIUTEIHHOM MaJeKe

B) B JIaT€JIbHOM MaJeKe

5. B cocTaB peKBU3UTOB MpPHKa3a IO OCHOBHOM JAEATEIBHOCTH HE BXOAUT PEKBU3HUT
a) rpud yTBEpKIACHUS
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0) 3aroJIOBOK K TEKCTY

B) HOMEp JOKYMEHTa

6. [Iprka3 mo OCHOBHOH AEATEIBHOCTH MOAINCHIBAET

a) PyKOBOJUTEINb

0) cexpeTrapb

B) UCIIOJIHUTEIb

7. IlocTaHOBJIEHUE TIOANKUCHIBAET

a) PyKOBOJUTEINb

0) cexpeTrapb

B) PYKOBOJUTENb U CEKPETAPh KOJIJIETHAILHOTO OpraHa

8. [Ipuka3 o OCHOBHOM AEATEIBHOCTH OQOPMIIIOT

a) Ha OnaHKe mIchMa

0) Ha OjaHKe KOHKPETHOTO BUAA JOKYMEHTA

B) Ha JJOJDKHOCTHOM OJIaHKE

9. C10BO «IpHKa3bIBalO» B TEKCTE MPHUKa3a MO OCHOBHOM JEATENbHOCTH O(GOPMIISIIOT B
CJIEIyIOIEM HalUCAHUU

a) [IPUKA3BAIO

0) npuKa3bIBaro

B) [Ipuka3sbiBato

10. PacniopsimuTenbHast 4acTh B PaCHOPSKEHUH HAYMHAETCS CJIOBOM

a) [IPEJUJIATAIO

0) PEILIAET

B) [IOCTAHOBIJIAET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opraau3alOHHO-PACIIOPSAUTENBHBIA JOKYMEHT — 3TO BUJI MIUCbMEHHOTO JOKYMEHTA,
B KOTOPOM (PHKCHPYIOTCS aJMMHHUCTPATUBHBIX U OPraHU3alMOHHBIX
BOIIPOCOB, a TakKXe BOIPOCOB , B3aUMOJIEUCTBUS, OOecleYeHUs] U
peryupoBaHMsl JESTEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUH, NPEANPUATUI U OpraHMU3alUi, uX
MOAPA3/AEICHUN U JOJKHOCTHBIX JIMII.

2. IlocraHoBiIeHHE — 3TO INPABOBOM AaKT, MPUHUMAEMBIH BBICUIMMHM WJIH HEKOTOPHIMHU
LEHTPAIbHBIMU  OpraHaMu BJIACTH, JICUCTBYIOIIMMH Ha OCHOBE
yIOpaBieHUs, B LEJNAX paspeuieHus HauOojee BaXHBIX U
MPUHLUIMATBHBIX 3aJ]a4, CTOSIIUX Mepel JaHHBIMU OpraHaMH, M YCTaHOBIIEHUS CTAaOMJIbHBIX
HOPM, IPaBUII

3. PemieHne — 3T0 pacnopsIUTEIbHBIN TOKYMEHT, KOTOPBIH SIBISIETCS MPAaBOBBIM 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 — 5TO MPaBOBOM aKT, M31aBAECMBbI OpraHu3alvi,
JIEUCTBYIOLLEH Ha OCHOBE .

6. TekcT pacropsiANTENBHOIO JOKYMEHTA Yallle BCETO COCTOUT U3 JIBYX B3aUMO3aBUCUMBIX
yacTed - u .

7. B 3aBUCHMOCTH OT BUJA JOKYMEHTA PacClOpsAINTEIbHAS YaCTh HAUMHAETCS CIIOBAMM:

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

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

9. TekcT pacnopsSAUTENBHOTO JOKYMEHTAa JOJDKEH HUMETh 3arojloBOK, KOTOPBIN
dbopmynupyercs B najexe.

10. IIpuka3bl 1 pacOpsKEHUS TOANNUCHIBAET W
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11. ITocTanoBnenus u peLeHus HMEIOT nBe HOIIHUCH —
u KOJUIETHAJILHOTO OpraHa.

12. PacniopsiiuTenbHbIe IOKYMEHThI BCTYHAOT B CUJIY C MOMEHTA UX
WJIH TOBEICHUS 10 CBEIACHMUS.

TECT 4.

YpoBens A.

Buvibepume éeproe ymeepoicoerue

1. Pemienue u3gaercsa Ha OCHOBE KOJIJIETHAJIbHOTO PYKOBOJICTBA

2. TekcT npurKasa o OCHOBHOM JIESATEIIbHOCTH ,KaK MPABUIIO, COCTOHUT U3 JIBYX YacTen

3.KoHcTaTupytoias 4acTh TEKCTa B MPUKa3€ 110 OCHOBHOM JEATEIHLHOCTH MOXKET

OTCYTCTBOBATh

4. TIyHKTBI TEKCTa TpHUKa3a B PACHOPSAUTEIBHOW YacTH HYMEPYIOTCS apaOCKUMU
nudpamu

5.ITpukasbl IO OCHOBHOM JIEATEIBHOCTH H 0 JIUYHOMY COCTaBY UMEIOT OOIIYIO

HyMepaIuio

6.PexBU3UT «OTMETKA O HAIMYUU MPUIIOKEHUSD TMOCJE TEKCTa MPUKa3a CaMOCTOSITEIbHO
He oopmMIIIeTCs

7.3aroJ0BOK K TEKCTY MPHKa3a M0 OCHOBHOM JESTEIbHOCTH (hOPMYITHPYETCS B

POJIUTEIILHOM MaJIexke

8.IIpuka3 1o OCHOBHOM JESATEIBHOCTH, KaK MPaBUIO, MOAMUCHIBACT PYKOBOIUTEIb

OpraHu3aluu

9. [TocTaHOBJIEHUS U PEILICHUS UMEIOT OJIHY TIOJIIUCH

10. PacniopsimuTenbHble TOKyMEHTBI BCTYIAIOT B CHIIy C MOMEHTA UX MOIHCAHUS

Bvibepume npasunvhbiti omeem.

K kaosicoomy 3adanuto danvl 3 eapuanma omeema, u3 KOMopwvlxX mMobko 00UH 8epHblil. B
Onanke omeemos nocmagvme NOO HOMePOM 3adanus OYKey omeema, KOMOPbIU HA 8aul 6327150
A671eMCs NPAGUILHBLM.

1. PacniopsiiutenbHbIi JOKYMEHT, KOTOPBINA U3/1a€TCS HA OCHOBE €IMHOHAYATIHUS

a) peleHue

0) npukas

B) IIOCTaHOBJICHHE

2. PacriopsaiuTeNbHbIN 10KyMEHT, KOTOPBIA U3/1a€TCSl HA OCHOBE KOJUIETHAIbHOTO

PYKOBOJICTBA

a) npukas

0) pelieHue

B) pacropsiKeHue

3. 3 CKONBbKUX COCTaBHBIX YacTed, KaK IMPaBHJIO, COCTOUT TEKCT PACHOPSAUTEIHLHOTO
JIOKyMEHTa

a) U3 IByX

0) 13 ogHOM

B) U3 Tpex

4. ®aMuUnMIo U JA0HKHOCTD UCTIOJIHUTENS B PACHOPSIUTEIHLHOM YaCTH TEKCTa MpUKas3a 1o
OCHOBHOM JIESITEIbHOCTH YKa3bIBAIOT

a) B UIMCHHUTEIILHOM TaJIeXKe

0) B pOJIUTEILHOM MaJieKe

B) B JIaTEJILHOM MaJIeXKe

5. B coctaB pekBU3UTOB MIPHKa3a [0 OCHOBHOM JEATEILHOCTH HE BXOAUT PEKBU3UT

a) rpud yTBepKICHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JOKYMEHTa

6. [Iprka3 mo OCHOBHOH AESATEIBHOCTH MOAINCHIBAET

a) PyKOBOJUTEINb
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0) cexpeTrapb

B) UCIIOJIHUTEIh

7. IlocTaHOBJIEHUE TIOANHUCHIBAET

a) PyKOBOJUTEINb

0) cexpeTrapb

B) PYKOBOJUTENb M CEKPETAPh KOJJIETHAILHOTO OpraHa

8. [Ipuka3 1o OCHOBHOM AEATEIBHOCTH OQOPMIIIIOT

a) Ha OnaHKe mIchMa

0) Ha OjaHKe KOHKPETHOTO BUAA JOKYMEHTA

B) Ha JJOJDKHOCTHOM OJIaHKE

9. C10BO «IpHKa3bIBalO» B TEKCTE MPHUKa3a MO OCHOBHOM JEATENbHOCTH O(GOPMIISIIOT B
CJIEyIOIIEM HaIlMCaHUU

a) [IPUKA3BAIO

0) npuKa3bIBaro

B) [Ipuka3sbiBato

10. PacniopsimuTenbHast 4acTh B PaCHOPSKEHUN HAYMHAETCS CJIOBOM

a) [IPEJUJIATAIO

0) PEILIAET

B) [IOCTAHOBIJIAET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opranu3anuoHHO-PACIOPATUTENbHBIN JOKYMEHT — 3TO BHUJI MUCbMEHHOTO JIOKyMEHTa,
B KOTOPOM (PUKCUPYIOTCS AQIMUHUCTPATUBHBIX U OPraHU3aI[MOHHBIX
BOIIPOCOB, a TaKXXe BOIPOCOB , B3aUMOJIEUCTBUS, OOecleYeHUs] U
pEeryJaupoBaHus AESITEIbHOCTH OPraHOB BJIACTH, YUPEXKICHUM, MPEANPUATUA U OpraHU3alMMi, UX
Mo/ipa3iesieHui 1 TOJKHOCTHBIX JIMII.

2. [locTaHoBiieHHE — 3TO MPABOBOW aKT, MPUHUMAEMbIA BBICIIMMH WM HEKOTOPBHIMU
LUEHTpaJbHBIMU OpraHaMu BJAacTH, JEHUCTBYIOIIMMHU Ha OCHOBE
yOpaBlieHUs, B IENIAX pa3pelicHus HauOoliee BaXHBIX U
MPUHLUIKATBHBIX 3aJ]a4, CTOSIIUX Mepe] JaHHBIMH OpraHaMH, M YCTaHOBJIEHUS CTaOMJIBbHBIX
HOPM, MpPaBUJI— 3TO PACHOPSAUTEIbHBIA JOKYMEHT, KOTOPBIM SIBJISIETCS TPABOBBIM AaKTOM,
MIPUHUMAEMbIM BJIACTH.

4. PacnopsskeHue  —  9TO yIpaBiIeHUS
roCy/IapCTBEHHOI'O OpraHa, MUMEIOLIUI BJIACTHBIA XapakTep, U3/aHHBIM B paMKax NMPUCBOCHHOTO
JOJDKHOCTHOMY JIMILY, TOCYJapCTBEHHOMY OpraHy KOMIIETCHIIMHM, HWMEIOIIHUI
CHITY JIJISl TPaKJaH M OpraHu3aluii, KOTOPbIM PaclopsyKEHUE aIpecOBAHO.

5. Ilpuka3z — 3TO NMPaBOBOW AKT, M3/1aBACMbIN OpraHH3allH,
JEUCTBYIOIIEH HA OCHOBE .

6. TekcT pacropsiANTENLHOTO JOKYMEHTA Yallle BCETO COCTOUT U3 JIBYX B3aUMO3aBUCHUMBIX
yacTei - u .

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

— B [IOCTaHOBJICHUH; — B pellIeHUY;
— B PaCIOPSIKEHUY; — B IIPUKa3e.

8. PexkBM3UT «OTMETKa O HAIMYUHM TMPUIOKEHHUS» IOCIE TEKCTa PaCHOPAIUTEIHLHOTO
JIOKyMEHTa CaMOCTOSATEILHO .

9. TeKCT pacnopsIUTeNIbHOTO JOKYMEHTA JOJIKEH UMETh 3ar0JI0BOK, KOTOPHBIi

dbopmynupyercs B najiexe.

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.
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TECT S.

YpoBensb A.

Bvibepume 6epnoe ymeepaicoenue

1. B xpaTkoM MpOTOKOJIE IPUBOISATCS TEKCTHI BBICTYIICHUI

2. JlaToli IpOoTOKOJIa SIBJISIETCS JaTa IPOBEICHUS 3aCeAaHUs

3. B nportoxkosie 0043aTeNbHO YKa3bIBAE€TCS KOJIMYECTBO MPUCYTCTBYIOIINUX

4. B tekcre mpoTokosia MoxeT orcyrcTBoBaTh MyHKT BBICTYIINMJIN

5. B mpoToxkoJie yka3pIBaroTCs pe3yIbTaThl TOJIOCOBAHUS

6. [IpoTOKOJ COCTABIISIETCS] B OJTHOM SK3EMIUISIPE

7. I[IpoTOKOJ MOANMUCHIBAIOT MPEAceaTellb U CEKPEeTaph KOJJIETHaIbHOIO OpraHa

8. Ha pacmmpeHHbIX 3aceJaHUsIX COCTaB MPUCYTCTBYIOIINUX YKA3bIBAECTCS KOJIUYECTBEHHO

9.Brinucka u3 mpoTokosia yaoctoBepsiercs 0ohopMICHHUEM PEKBU3UTA «OTMETKA O

3aBEPEHUH KON

10./IaToli BEIMKMCKHU U3 MPOTOKOJA SIBJIAETCS JaTa, yKa3Has Kak JlaTa MOANHCaHUs

MPOTOKOJIa

Buvibepume npasunvrwviti omeem.

K kaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3 KOmMopwix moabko 00UH éephbill. B
OnanKe omeemos nocmasbme Nno0 HOMEPOM 3a0aHusi OYKey omeema, KOMOPull HA 8aul 632150
ABAAEMCS NPABUTLHBIM.

1. JlaToit mpoTOKOJIa SIBISETCS

a) J1aTa 3acelaHus

0) nata opopmieHUs

B) JaTa MOAITHUCaHMS

2. VI3 CKOJIBKUX YacTel COCTOUT TEKCT MPOTOKOJIA

a) oJHOM

0) 1ByX

B) Tpex

3. Bormpockl noBecTky JHs B MPOTOKOJIE (POPMYITUPYIOTCS

a) B UIMCHUTEIILHOM MaJIeXKe

0) B IpEVIO)KHOM Majiexe

B) B BUHUTEJILHOM TaJICKE

4. IIpoTOKOJI MOAIUCHIBAET

a) PyKOBOJUTEINb

0) cexpeTrapb

B) MpeJiceaTeNlb U CEKPETaph KOJJIETHAIbHOTO OpraHa

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

a) CJIVILIAJI1

0) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. [TpoTokos opopMIIAIOT

a) B OJTHOM 3K3eMILIsIpE

0) B IBYX dK3EeMILISIpax

B) B TPEX IK3EMILILIpax

7. [1aToi1 BBIKMCKHU U3 MPOTOKOJIA SBIIAETCA

a) nata oopMIICHHS IPOTOKOJIA

0) nara, ykazaHHas B OTMETKE O 3aBEPEHUU KOITUU

B) JIaTa MOANMUCAHUs TPOTOKOJIA

8. Beinicky 13 npoToKosia MmoANrChIBaeT

a) PyKOBOJUTEINb

0) 3aBeAyIONIMI KaHLETIpUeH

B) CEKpeTapb, 0(pOPMHUBIIHIA BBIITUCKY
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9. Kak opopMIIsitoTCsl B TEKCTE IPOTOKOJIA, IPUCYTCTBYIOIINE, €CIIH UX 22 YeJIOBEKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIHUCOK IPUIIAraeTcs)

0) [IpucyrcTBOBaNM: NepeuucIsoTces (paMuIny NPUCYTCTBYIOUIMX B aj(aBUTHOM

MOpSJIKE

B) [IpucyrcTBoBanu: 22 yenoBeka

10. IIpoToKoJBl yTBEPKIAKOTCS

a) Bcermga

0) YTBEpXKIECHUIO MTO/JIEKAT HEKOTOPBIE BUJIbI IPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOAUTEIS

Yposens B.

Bcmasvme nponywennvie 6 mekcme cnosa.

1. B 3aBUCHMOCTH OT IOJIHOTHI OCBELICHHS XO/a 3aCEJaHHUs HPOTOKOJBI MOTYT OBITh
u

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

3. KonunuecTBo YKa3bIBaeTCsl 0053aTeNbHO, TaK KaK OT 3TOrO 3aBHCUT
KBOPYM IIPU IPUHATHH PELICHUS TOJIOCOBAHUEM
4. Ha pacmmpeHHbIX 3aceIaHusAX ¢ OONBIINM YHCIOM MPUCYTCTBYIOUINX 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. Beimmcka u3 mpoToKoja yA0CToBepsaeTcss 0pOPMIICHUEM PEKBU3UTA

10. JlaToi1 BBIMKMCKYU M3 NPOTOKOJIA SABJISETCA aTa, yKa3aHHas

TECT 6.

YpoBens A.

Buibepume eproe ymeepoicoerue

1. BayTpeHHsis okIaaHas 3anmucka ohopMiIsieTcsl Ha OJIaHKe OpraHu3aiuu

2. TeKkCT IOKJIaHOM 3aIIUCKU COJIEPKUT TOIBKO OOCTOSTEIIBHOE H3JI0KEHHE BOIIPOCca

3. BHYTpeHHIOO JOKJIaJHYIO 3aMUCKY MOAMUCHIBAET COCTABUTEIb

4. AnpecaHT B JOKJIAJAHOM 3allMCKE YKA3bIBAETCSl B UMEHUTEIHHOM MaJeKe

5. B agpecare mOKIaIHOM 3aIIMCKU YKA3bIBAIOT TOIBKO (haMHITUIO

Buvibepume npasunvrwviti omeem.

K kaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3 KOmMopbix moabko 00UH éephbill. B
OnanKe omeemos nocmasbme NnoO HOMEPOM 3a0aHusi OYKey omeema, KOMOPulIl HA 6aul 632150
ABAAEMCS NPABUTLHBIM.

1. BHyTpeHHIOI0 JOKIIAHYIO 3alHCKY MOAMUCHIBACT

a) COCTaBUTEIb

0) pyKOBOJIUTEJIb MOIPA3ACIICHUS

B) CEKpeTapb

2. B ckonbkux sk3emIuigpax ohopMiIsieTcsl BHEIIHSS JOKIIaHAasl 3aicKa

a) B OJITHOM

0) B IBYX

B) B TpeX

3. PexBU3UTHI OOBICHUTEIBHOMN 3aMIUCKHU IO MOBOAY OOBSICHEHHS IMOCTYIIKA aHATOTHUHBI

a) BHYTpEHHEH JAOKJIaIHOM 3alUCKU
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0) BHyTpPEHHEW CIPABKHU

B) CIIy’)keOHOMY ITUCHMY

4. TexcT NOKJIaAHOM 3aMUCKU, KaK MPABUI COCTOUT

a) U3 OJHOM YacTH

0) U3 JBYX YacTei

B) U3 TpeX yacTeu

5. B cocTaB peKBU3UTOB BHEIIHEW TOKJIAJHOM 3aMUCKUA HE BXOJIUT
a) 3aroJIoBOK K TEKCTY

0) neyathb

B) TIOJMHCH

Yposens B.

Bcmasbme nponywennvie 6 mexcme cnosa.

1. JlokymanHas 3amucka — JOKYMEHT, aJpECOBAaHHbIN 1o
KOHKPETHOH TEME C U IIPEIIOKEHUSMU 110 HEH.

2. Buemmnroro JOKIIAAHYI0 3aIlMCKy, aJpPC€COBAHHYIO B BbIIICCTOAIIYIO OpIraHU3allUuio
oAU CHIBACT
3. BHYTpeHHIOI-O JOKJIAAHYIO 3alIMCKY COCTaBJISICT U IMOAIMUCBIBACT

4. PeKBU3UTHI BHYTPEHHEW JOKIaAHOMN 3aMUCKHU:

- azipecat (B 1aTEIbHOM MaJEXKe)

- (B pOIUTEIIBHOM ITaJICHKE)
- HANMEHOBaHUE BUJIA JOKYMEHTa

- TEKCT

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

5. PekBU3UTHI BHEIIHEN TOKJIAAHOM 3aIIUCKU:
- HANMEHOBaHUE OpraHU3alMK — aBTOPA JIOKYMEHTa
- HAUMEHOBaHUE BUJIA JJOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHUS JOKYMEHTa

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCTKA O HAJIMYWH IPHUITIOKCHUSA

- OTMETKa 00 HCIIOJHEHHH U HaIlpaBJICHUU JOKYMCHTA B ACJIO

TECT 7.

YpoBensb A.

Bvibepume 6epnoe ymeepaicoenue

1. Tekcr ciay»eOHOro muchMa MOXKET OBITh ITPOCTHIM

2. ToH cnykeOHOTO MUChMa 3aBUCHUT OT €0 COJCPIKAHUS

3.B TtpadapeTHOM TEKCTE HE claeayeT HauMHATh TEKCT CO CBOOOAHOIO MECTa, OTBEACHHOTO
U1l IEPEMEHHOM HH(pOpMaIuu

4. B cny>xeOHOM MUChbME TEKCT MUIIETCS OT 1-T0 JIMlla MHOYKECTBEHHOTO YKClia

5. Boienst npucblIaeMble U OTIPABIIsIEMbIEC MHUChbMa

6. CityxeO0HO€ MUCbMO MOKHO 0OpMHUTH Ha popmare AS

7. MakcumanbHO€ KOJIMYECTBO a/IpecaToB B MUCHME - 4

8. MakcumanbHbIl 00beM MHUCbMa — 2 JIUCTA

9. Cny>xe0HOe TUCHMO MOKET UMEThH JIBE TOIITUCU

10. CnyxebHO€ MMCHhMO MOTYT YAOCTOBEPSATH MEYaThIO

Bvibepume npasunvhbiti omeem.
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K kaosicoomy 3adanuio danvl 3 eapuanma omeema, u3 KOMopwvlX mMoabko 00UH 8epHblil. B
Onamnke omeemos nocmagvme NOO HOMEPOM 3a0anus OYKey omeemda, KOMOPbI HA 8aul 6327150
A671eMCs NPABUILHBLM.

1. Tekct ci1y>ke0HOT0 MUChMa COCTAaBISETCS OT

a) 1-ro 1MIa MHOXXECTBEHHOI'O YUCIa

0) 2-ro JnMIla €IMHCTBEHHOTO YKCa

B) 3-I0 JMIIa MHO>KECTBEHHOT'O YHCIIa

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

a) BO BCEX IHChMax

0) B OTBETHBIX ITHUCbMaX

B) B MHULIMATUBHBIX TUChMAaX

3. PykoBoauTenb ¥ TIIaBHBIN OyXrajiTep MOAMUCHIBAIOT

a) MUChbMO-U3BEILIEHUE

0) pexjilaMHOE TTUCHEMO

B) FapaHTUHHOE MUCHMO

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

a) ajpecar

0) Ha3BaHUE BUJA IOKyMEHTa

B) IIOJIMHCH

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

a) Het Oyranka ¢popmara A4

0) TEKCT MKMCbMa HE IPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIIME YKa3aHUSI PYKOBOAUTENS

6. Ckonbpko OJaHKOB MOTpeOyeTcs, €ciau CIyKeOHOe MUChMO HANpaBIseTCs B JIBa
ajpecara

a) OJIMH

0) n1Ba

B) TpU

7. MakcuMabHBI 00BEM CITYKEOHOTO MHChMa

a) o/lHa CTpaHuULIA

0) J1B€ CTpaHUIIbI

B) TPU CTPaHUILIbI

8. Ileyatrto ynocroBepsieTcs

a) MUCbMO-HAIIOMUHAHUE

0) MUCHMO-TIpUTJIAIICHUE

B) FapaHTUHHOE MHUCHMO

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 MIPOCTABIISIETCA

a) B MPAaBOM HUKHEM YTJIy IEPBOIO JUCTA JOKYMEHTA

0) B JIECBOM HUKHEM YTJTy [TOCJIETHETO JINCTA TIOKyMEHTa

B) Ha JJF0OOM CBOOOJHOM MeECTe

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

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

2. TekcT nucpMa, Kak MpaBUIo, COCTOUT U3 JIByX uactel. B nmepBoit yvactu naercs
, BO BTOpOI YacTu .
3. TekcT mucrMa MOXKET COCTOSITh U3 OHOM YacTH.
4. ITuceMo MoxHO oopmMuTh Ha opMare A5, e€ClaM TEKCT COIACPKUT HE

CTpOK.
5. Ciy)e0Ho€e MUChbMO — 3TO €AMHCTBEHHBIN TJOKYMEHT, KOTOPBI HE UMEET
JIOKyMEHTA.
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6. MakcumanpHOE KOJIMYECTBO aapecaTroB B IIMCbME-

7. Kak mpaBuio, MakCUMalbHBIH 0O0BEM MHUCHMA - JIACTa, BTOpasd
cTpaHuna ohopmisieTcs Ha JHCTE.
8. [Tucerma pUHAHCOBOTO XapaKTepa JOJKHBI UMETh MOJIMHCH.

9. PexBHU3UTHI CTy’)k€OHOTO MHUCHMA:
- PEKBU3UTHI OJIaHKa MUCHMA;

- ajipecar;
- PE30ITOTIHS,

- TEKCT;

- OTMETKA O HaJIMYKUH IIPUITOXKCHUSA;

- OTTUCK II€YaTH;
-OTMETKA 00 MCITOIHHUTEIIE;
-OTMETKa 00 HCIIOJIHEHHH JOKYMCHTA M HAIIPaBJICHHUHU €T0 B JICIIO;

( TOJBKO 11 BXOJSIINX ITHCEM. )

3. NIPAKTUYECKUE 3AJIAHUSI.

1. Tema: «Opranusanusi 10KyMeHT0000pPOTAa B YIIPABJIECHUI).
3aganue 1. CocTaBUTh CXEMY TOPU30HTAIBHOIO JOKYMEHTOIIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBLHOTO IOKYyMEHTOMOTOKA.

1. Tema: «Perncrpanusi ¥ KOHTPOJIb UCIOJHEHHSI JOKYMEHTOB B OPraHU3allum»
3aganue 1. ChopmMupoBaTh KapTOUYKHU IS UCXOSIINX JOKYMEHTOB U BHYTPEHHUX
JOKYMEHTOB OpTraHu3alliy Mo 00pa3ily KapTOUKH JIJIs BXOSIIUX JTOKYMEHTOB.

O0pa3zer KapTOYKH PETUCTPAIIMH BXOSIINUX JTOKYMEHTOB.

CpoK UCIIOTHEHUS

Mecsin
123456789101112131415161718192021222324252627
28 29 30 31

KoppecnonaeHT (aBTOp)

[ara noiy4yenus

Bxonsgmmii Homep [ara nokymeHTa Ne moxymenTa

3arosioBoK (0 4em)

Pe3omronus

VcnomuuTens (yka3piBaeTcs (paMuiius M1 HHULIAAIIBI)

JlaHHble 1JIs1 perucTpauuy UCXOASIIHNX JOKYMEHTOB:

Ha3BaHUE MOJpa3/IeNeHus1, TOATOTOBUBLIETO JOKYMEHT,
UCXOJAIIUNA HOMEDP TIOKYMEHTA;

naTa JT0KyMEHTa;

azpecar, T.€. HA3BaHHE OpPraHU3alUH, KyJa OTIPABIAETCS JOKYMEHT;
KpaTKoe COAepKaHNuEe JOKYMEHTA;

(haMuIHS UCTIOTHUTEIS, TTOITOTOBUBIIIETO IOKYMEHT;

KOHTPOJIbHAS J1aTa 0’KMIaeMOTr0 OTBETA;

CCBUIKA HAa BXOJSAIINI JOKYMEHT, €CJIU JIOKYMEHT SIBJISIETCSI OTBETOM;
HOMep Jiefia, Ky/la TOIINBAETCS KOMUS OTIIPABJICHHOTO JOKyMEHTA (WM MOATUHHUK, €CITU

JOKYMEHT OTITIpaBJIgeTcs 1o (akcy).
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JlaHHble 1JIs1 perucTpauMy BHYTPEHHUX IOKYMEHTOB OPraHU3aluu

MOPSAKOBBIN PETUCTPALIMOHHBIN HOMED, IPUCBAUBAEMbIN IOKYMEHTY;

JaTa JOKYMEHTA (perucTpalum);
KpaTKOe COJICpKAHHE;

nojipa3ziesieHue, MoAroTOBUBILEE JOKYMEHT;
UCIIOJTHUTEIb;

CPOK MUCIIOJTHEHHUS;
OTMETKa 00 UCTIONTHEHUH (X0 UCTIOTTHEHHUS );
HOMED JIeJ1a, KyAa MOAIINUT TOKYMEHT.

3anganme 2. CopMHUpOBaTH KypHAJl PETHCTPALUU TOKYMEHTOB.

Hara

TINTIV=-

IToaOmua

Peru-

cTNA-

TITANII_

HETU
HOMCED

Koppec-

TTOH-

ToaIT

Howmep

m maTAa

TTAL YT

MeHTA

Cogep-

WAHUA

Pe3o-

TENTTIAY

Uc-

TINTTHUA -

TATIL

Cpok
TOTTNTT =

mAaOTIa

OtMmeT-
wa oh

TANTINTI_

HerHUuum

Howmep

meTTa

2

4

10

2. Tema: «Opranu3anusi TeKymero XxpaHeHusi JOKYMEHTOB B OPraHHU3amumn»
3aganue 1. CoctaBuTh 00pa3er] HOMEHKIATYPBI JeJT OpraHU3aIiH.
3ananue 2. CocTaBUTh HOMEHKJIATYPY A€ AJIsl OpraHU3aI1H.

3. Tema: «O0mue TpeGOBaHUSA K 0()OPMJICHHIO TOKYMEHTOBY»
3ananmue 1. Pazpaborats G1aHK 00I1E€CTBA C OTPAaHUYECHHON OTBETCTBEHHOCTHIO (OJ1aHK
000 «...»)
3ananmue 2. Pazpaborath 01aHK OTKPBITOTO akipoHepHoTo obmecTBa (6ank OAO «...»)
3ananme 3. Pa3paboTars 6maHK MHAUBUIyaTbHOTO NpeanpuauMaTtens (Oxank UIT)

4. Tema: «IIpaBuia opopMiIeHUsI PEKBU3HTOB JOKYMEHTOB)

3ananmue 1. Anpecyiite miuchbMo Bo BHENTHEAIKOHOMHYECKOE 00bETMHEHHE
«Texmanmkenopt», I'enepansubiii aupextop Tumodees A.C. o aapecy : 1.23 yn.CpereHka,
Mocksa, 123290

3anganue 2. OhopMuTh aBTOpa JOKYMEHTA B IHCbME: €CIIH OHO COCTAaBJICHO B :

otnene Kampos pupmer OAO «Metpakom-CepBHcy, HaXOsIIEHCs 110 aapecy : od. 14,
1.2, yi. KocMonaBTtoB, r.PoctroB-na-Jlony, 344092

3ananue 3. Opopmure «Iloamuce» Ha MpUKa3e: €CIIM U3BECTHO, YTO €0 MOAMHUCHIBAET
I'enepainbblil nupextop Bonkos H.C.

3ananue 4. OpopmMute MOAMKUCH HA TOKYMEHTE, €CJIH U3BECTHO, YTO €0

MOJNKCAIa KOMUCCHUS B COCTaBe :

[Ipencenarens — ['naBubiii unxxeHep Kapnos B.C.

Unens! komuccnu — Menekep otaena cobita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aganue 5. BoinosnHuTs pesomonuto aupekropa Hocosa I1.I7., ecim n3BecTHO, 4TO OHA
odpopmiena 30.10.99 u cogepKuT pacnopspKeHHE 0 Ha3HAYEHUH OTBETCTBEHHBIM HCITOJIHUTEIEM
Porosa B.C. 3a coriiacoBanne TeXHUYECKOTO 3a/IaHUsl 110 KOHTPAKTy B Cpok j10 15.11.99

3ananue 6. BeimoaHuTh pekBU3UT «I pud yTBEpKIEHU», €CIIM U3BECTHO, YTO TOKYMEHT
yTBepxkaeH pemenueM Coseta nupektopos oT 12.05.2000 Ne 34.

3ananue 7. BeIMOTHUTE PEKBU3UT, €CJIM U3BECTHO, YTO JIOKYMEHT OBLIT COTJIACOBAH
20.02.1999 c Cosetom aupexropoB OAO “Camtor” B nuie ero npeacenareins [Tokposckoro B.H.
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3ananue 8. PexkBuszursl «Buja 1okyMmenra», «/laTta», «PerucTpauiMoOHHbIA HOMepP» U
«CcpblIKa Ha PerucTPAIMOHHBIH HOMEP U 1aTy JOKYMEHTa». BBINIOJIHUTD PEKBU3UTHI, €CIIH
M3BECTHO, YTO COCTABJICHO MMUChMO-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-PACTIOPSIAUTEIbHbIE TJOKYMEHTbD».

3aganue 1. CocTtaBuTh ycTaB OpraHu3anuul (MpeAnpusTus) o000l opraHu3alMOHHO-
paBoBO# (OPMBI 110 BarieMy BeIOOpy. OhopMuTh Ha ycTaBe HEOOXOUMBIC TIOIITUCH U OTMETKH.

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

3aganue 3. CocraBuTh U 0hOPMUTH TOKYMEHT. PacropspkeHue HadaabHUKa OTAENa O
Haa0aBKax 3a BBICIYTY JIET K OKiIany B pasmepe 20-30% crenuanucraM oTaena.

3apanue 4. CoctaBuTh U1 0POPMUTH JOKYMEHT. YKazaHue o rpaduke oTmyckoB Ha 2012
roa. Jns cocrtaBieHus Tpaduka OTIYCKOB MPEIIaraeTcsi COCTaBUTh CHUCKH PAOOTHUKOB C
yKa3aHHEM CpOKa MpPEeJIojIaraeMoro exerojHoro omiayuBaemoro ornycka B 2012 rony. Ilepenats
COCTABJICHHbBIE CITUCKH B OTJIE] KaJapoB /10 1 HUIOHS.

3apanue 5. OGopMUTh MPUKA3 IO OCHOBHOM JCSATEIHBHOCTH.

3akpbiTOoe aKIMOHEepHOE 001ecTBO « BAK»

[Tpukas

15.04.2010 N15

Koncrantunosck

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

B mensix coBeplIeHCTBOBaHHS OpraHuM3alud padbOThl YTIPaBJICHUS MPOU3BOJCTBA U
BHEJPEHUs MHPOPMAIMOHHBIX cucTeM mnpukasbiBaio: 1. Co3garh B YIpaBieHUU IIECTh pabodmx
CEKTOPOB: pa3pabOTKU MPOrPaMMHOTO 0OECIICUCHHsI, COTIPOBOXKICHHSI HH(POPMAIIMOHHBIX CHCTEM,
orepaTopoB 00paOOTKM JaHHBIX, OOCIYXUBAaHUS KJIUEHTOB, TEXHUYECKOTO0 OOeCHeueHus,
JOKYMEHTAIIMOHHOTO o0ecreueHus yrpasieHus. 2. HauanpHuWKy YTpaBlieHUs TPOW3BOACTBA U
BHenpeHus uH@opmanuoHHblx cucteM 0. C. PyneHKO MOATOTOBUTH MPOEKTHI IMOJIOKEHUH O
pabounx cekropax. 3. HawanpHuky otmena kaapoB B. B. BacunbeBoil BHeCTH W3MEHEHHS B
IITAaTHOE paclHucaHue M YKOMIUIEKTOBATh TAT pabounux cekTopoB. 4. KoHTpomb 3a UcMoNHEHUEM
MpUKa3a BO3JIOKUTh Ha repBoro 3amectutelns nupekropa A. C. Koposesy.

['enepanbubiit qupektop B. S1. SIkosies.

6. Tema: «MHpOpMALIMOHHO-CIIPABOYHBIE TOKYMEHTbI»

3aganme 1. CoctaButh U 0hopMUTH JOKyMEHT. OOBSCHHUTENBHYIO 3alMCKy O TOM, YTO
CBOAHBIA OTYeT 3a Ackabpp 2012 roma He ObUI MPEACTaBICH B yKa3aHHBICE CPOKH B CBSI3H C
MOBPEKACHUEM (DAKC-MOJEMHOM CBSI3U U OTCYTCTBHEM BCEX HEOOXOJAMMBIX JTAHHBIX.

3aganue 2. OHopMuUTH BHYTPEHHIOIO TOKJIAHYIO 3aITUCKY.

JloknagHast 3amucka

Hupekropy 000 «ITomumep» CaBenseBy MN.K.

24.05.2010

O npumMeHeHUN mTPaQHBIX CAHKIIUN

B anpec mockoBckoro ¢ummana AO3T «CnermocHactka» coriacHo jgoroBopy N2123 ot
23.12. 2009 npousBeneHa oTrpy3ka Haimed npoaykuuud Ha cymmy 1 560 380 py6neii. B Teuenue
JIByX MECSIIeB OIUlaTa Ha HAaIll pACUETHBIM CYET HEe MOCTYIHIa, HECMOTPS Ha HEOJHOKpAaTHbIE
MMCbMEHHbIC HATIOMUHAHUSI.

[Ipemmarato  nmpuMeHuTh MmTpadHbIE CAHKIUA K MOCKOBCKOMY dummany AO3T
«CrenocHacTKay.

3am. nupektopa no puHancoBsiM Borpocam WM. U. rnaros.

3ananue 3. OGopMUTh CITy’KEOHBIN aKT.
AO «MOCKOMapXUTEKTYPbD»
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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 : ITpesceaTelb- 3aMecTUTeNb I 'enepanpHoro nupekropa AB.@poinos,
wieHpl Komuccuu: 1. I'nmaBueiii  Oyxranrep JI.AKamuukuna. 2. BeBmwmi  3aBemyrommid
xo3siicTBeHHOM yacThio M. A HoBukos. 3. BHOBs HazHaueHHBIN 3aBeayronmii xo3siicteom B . b.
bo6poB. M. A HosukoB caan, a B. b. boOpoB mpuHsn aena m o JOHKHOCTH 3aBEAYOIIETO
X034 CTBOM.

B pesynpraTe caaun-npuema Jen yCTaHOBJIEHO:

1.MlHBeHTapU3alMOHHAsl BEAOMOCTh COCTaBjIeHa 110 cocTossHuIo Ha 12.04.2010.

2. [IpencraBneHHsie o0opyoBaHue, WHBEHTApb, Mebenb COOTBETCTBYIOT
WHBEHTAPU3AIMOHHBIM BEJOMOCTSIM.

3. B Hanuuuu MMEr0TCs BEAOMOCTHU 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.

[Ipenacenarens komuccuu JI.A.Kanunkuna

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

7. Tema «JIu4uHbIE JOKYMEHTbI»

3aganue 1. CocraBbTe 3asBreHue Ha umsi aupekropa 110 «CrnaBa» o mpueme Ha padory N.A.
WBanoBa Ha OmKHOCTD Oyxranrepa. OcTaibHbIe 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 MMCHbMa)

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

Kpamkoe codeporcanue: 3amipoc npejioxKeH s Ha 3a1acHbIe YacTH.

[Ipenmer caenku: OCTaBKa 3alacHbIX 4acTed B COOTBETCTBUM C IIPUIaraeéMou
cnenuduKaIuen.

IIpocnba:

- BBICJIaTh B a/ipec ABTOpa MHUChbMa MPEIIOkKEHNE B 3-X IK3EMILISPax;

- yKa3aTh: MMOJHOE HAWUMEHOBAaHHWE, THII, TEXHUYECKHE XapaKTEPHCTUKU, MaTepuall,
LEHY U Maccy MO0 KaXkJ10¥ MO3ULUHU CHelHPUKAIIN;

- CPOKH 1 00BEM MOCTaBKHU B KyO. METpax;

- OTJEJIIBHO CTOUMOCTh YIIAaKOBKU U TPAHCTIOPTHPOBKHU.

Coo0muTh: 60JIee TOUHYIO JaTy BBICBUIKH MPEIOKECHUS.

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

3aganue 2. CoctaBuUTh TEKCT nEchbMa (odepra) ¢ ucnonb3oBanueM mojeneir CCK

Kpatkoe conepxaHnue: npeasioxkeHrue Ha MOCTaBKy CTpOMMaTepralioB.

[IpenmecTBytone coOBITUS: TIO JAHHOMY ITOBOJY OBUI 3aIIPOC 3aKa34MKa U TeIePOHHBIN
pasroBop.

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

KadecTB0: TOBapa OyeT COOTBETCTBOBATh TEXHUYECKHM YCIOBHSM 3aBO/1a-U3TOTOBUTEIIS.

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

IIpocwba: noaTBepANTH Npeanoxenue He mozanee 20.10.99
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3aganue 3. CocTaBUTH TEKCT MHCbMa (IIPETEH3HsI) OT UMEHHU MOKYIATENs ¢
ucnosapszoBanueM mojenei CCK.

OcHoBanue: 1oropop noctaBku ot 14.02.1999 No 324-05

[IpeniiecTByIOINE COOBITHS:

naptus 235 J1akOKpaCcOYHBIX MaTepUaioB ObljIa OTIPYy’KeHa MOCTABUIMKOM Ha CYJIHO
“Kepup” 1o [lorosopy.

YcTaHOBIEHO: BCSI MApTHsI OTIPY>KEHHOTO TOBapa HE COOTBETCTBYET MO KAaUYeCTBY
crienQuKaIusIM, Ha OCHOBAHUN KOTOPBIX ObLT 3aKitoueH J[orosop.

O6cTosTenberBa: 1.6 JloroBopa maet mpaso [lokymarento 0Tka3aThCs OT MPUEMKH dTOU
MapTUH TOBapa.

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

YcnoBus: qis npunsatus pemeHus [locraBumky npenocrapisieTcs 15 aHei.

3ananne 4. CocTaBUTh TEKCT MUCbMA (FapaHTHs) C UCIIOJIH30BAHUEM

monener CCK

Kpartkoe conepkanue: okazaHue TEXHUUYECKON MOMOIIIH.

IIpock0a:

- OKa3aTh TEXHUYECKYIO TIOMOIIb B pa3paboTke padoumx dYepTeKeil HaCOCHOM
CTaHIINY;

- ONPEJEIUTh CTOUMOCTD ITPOEKTHBIX PaboT;

- BOITH B IOTOBOPHBIE OTHOIICHHS.

Ob6cTosTenbeTRa:

- y>Ke BEJIETCS] MOHTaX HACOCHOM CTaHIIUU;

- MPOEKTHBIC paOOTHI HY)KHO HaYaTh HEMEJICHHO;

- paboTy He0OX0IMMO MPOU3BECTH HETIOCPEACTBEHHO HA CTPOUTEIHHOM TIOMIAJIKE.

lapanTus: omara paboT co CBOETo pacdeTHOro cueTa No ................. B Kb Merab6ask r.
PocroBa-na-/lony.

3apanmue 5. CocTaBUTh TEKCT NMMCbMa (HallOMUHAHUE) ¢ ucnoyib3oBanueM mozenen CCK

Kpatkoe conepxanue: cBEpXIJIaHOBAs TOCTABKA.

[IpeniiecTByIOMNE COOBITHS:

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

- paHee yxe HanpaBmsui nucbMo oT 24.07.99 Ne 03-02/45, xoTopbiM OBLIO
COOOIIIEHO, YTO 3aBOJ YBEIWYHJ MPOU3BOJCTBEHHBIC MOIIHOCTH, B CBSI3M C YEM, IOSBUIIKCH
BO3MOXXHOCTH JOIOJIHUTENBHO HM3rOTOBUTH M TNocTaBuTh 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 HAPYILIEHUS CPOKA, CBEPXILIAHOBAS MPOTYKIIHS
OyZeT rmocTaBlieHa APYTUM IPEIIPUITUAM-IOKYTIaTEI M.

K nucemy npunaraercst Konusi, paHee HalpaBJIEHHOTO MHUChMA.

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

BricTaBouHBIN LIEHTP, pacmoyIOKEHHBIN 10 ajapecy: r. Open, mpocnekT AHapomnona, 23,
MPOBOAMT BBICTABKY-SIpMapKy TOBapoB HapogHoro mnotpebnenuss «Ocenp-2010» u mpocur
noarBepautb AO «Ypoxait» UX ydyacTue B BBICTABKE sIPMapKe U BBICTIATh UMEIOIIMECS MTPOCTIEKTHI
U MaTepuabl s opOpMIIEHUSI TEMAaTHYECKOTo cTeHa. [lucpbmMo noanucan pykoBOJUTENb IPOEKTa
B. JI. YecHoKkoOB.

3apanue 7. CocTaBuTh U OPOPMHUTH CITYKEOHOE TTHUCHMO.

I'maBHBIN Oyxrantep akmuoHepHOTo OaHka «lmmepuamy, pacmonokEeHHOTO MO aapecy:
123456, MockBa, yin.MomnonorBapaeiickas, 1. 24, ten. 141-67-90, dakc: 141-78-87, nanmomuHaet
YIPAaBISIONIUM PETUOHANBHBIX (prmnanoB Ab «mmepuany o coOMIOACHIHH KOHTPOIIST UCIIOIHEHUS
3a CpOKaMH IMPEAOCTaBICHUS OTYETHOCTH Ha OcCHOBaHMM nuchMa LlenTpobanka Poccuu N2 01/134
ot 30 auBaps 2008 roma «0 mpenocTraBieHUM OTYETHOCTH B cooTBeTcTBUU C Ilomoxenuem "O
MOPSAIKE TPOBEICHUS PAacyeTOB B HMHOCTPAHHOW BalOTE, OCHOBAHHBIX HA 3ayeTe B3aWMHBIX
TpeOOBaHUI MEXITYy POCCUUCKUMU CYAOBIAACIBIIAMH, OCYIIECTBISIONIIMHI PHIOHBINA MPOMBICEIN, U
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HEpE3NACHTAMHU, OCYIICCTBIAIOIHUMU HX Ar¢HTCKOC 06CJ'Iy}KI/IBaHI/Ie

konuio Tenerpammbl LI N2 23 ot 15 Hos6ps 2008 rona.

TEMbI PE®EPATOB, JTOKJIALOB

PN R

9. ®opMBbl KOHTPOJISI UCTIOJIHEHHUS TOKYMEHTOB.

10. 3HaueHne KOHTPOJISI UCIIOJIHEHUS JJOKYMEHTOB.

11. OcobeHHOCTH OTEYECTBEHHOTO AEIONPONU3BO/ICTBA.
12. Homenkmnatypa ned.
13. IIpaBoBas periaameHTanys oGpopMIICHHS YIIPABICHYECKUX JOKYMEHTOB.
14. XapakreprucTuka ¥ 3Ha4YeHUE OTICIbHBIX BUJIOB PEKBU3UTOB: ... (HAUMEHOBAHUE

peKeuzuma,).
15. Bunsl u opopmiieHHue OpraHu3allMOHHBIX JTOKYMEHTOB.
Buns! 1 opopmiieHre pacropsAUTENIbHBIX 10KYMEHTOB.
Bunst 1 opopmiieHre nHPOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

16.
17.

18. Bunbl 1 opopMiIeHHE JIMYHBIX JOKYMEHTOB.

19.
20.
21.
22.

rpaXkJaaH.
23.

n

3Ha4YeHue CITy>KEOHBIX MHCEM B YIIPABICHUECKON AEATEIbHOCTH.
Oco0eHHOCTH COCTaBIICHHS TEKCTOB CITY>KEOHBIX ITHUCEM.

DKcnepTh3a LEHHOCTH I0KyMEHTOB.
HopmaTtuBHO-MeTOIMYECKHE JOKYMEHTHI, PerilaMeHTHpPYIOIue padoTy ¢ 0OpalieHusIMA

Kpumepuu oyenusanun peghepama

3HaueHue eJIO0NPOU3BOJICTBA B TPO(hECCHOHATBHON eI TEbHOCTU IOPUCTA.
DBOJIONHS Pa3TUIHBIX BHIOB JIOKYMEHTOB.
JlocTonHCTBa M HEOCTATKX BbhIOOpa pa3inuaHbix ¢popm CJ1O.
XapaKkTepHuCcTHUKa U CTPYKTypa CITyKObI « YTIpaBIICHUE JCeTaMu».
XapakTepucTUKa U CTPYKTypa ciryk0b1 «OO1Iuil oTACI.
Xapaxkrepuctuka paboTsl cekpeTaps-pedepenTa.
Oco0OeHHOCTH U peryiaMeHTaIHs TOKyMEHTO000pOTa B Pa3IUUHbBIX YUPEKICHUSX.
JlocTOMHCTBA ¥ HEJIOCTATKHU Pa3IUIHBIX (POPM pEerucTpamuu JOKyMEHTOB.

3HaueHue KOMIbIOTEPU3alUU JOKYMEHTO000poTa A paboThl ciyx0b1 JIOY.

» W Ipujaract K IMUCbMY

Kpurepuu 5 b6aynos 4 Gamna 3 Gamna 2 bayuia
[IpaBuIBHOCTH CO-
cTaByieHus pede-
paTa (TUTYJIbHBIN
JMCT, IaH pede- | pedepar cocTaBlieH | €CTb OT/ENIbHBIE pedepat pedbepar co-
para, BBe/IeHUE, NPaBWIBHO B COOT- | HETOYHOCTH B CO- |  COCTaBJICH C
OCHOBHAs 4acTh, BETCTBUU C PEKO- | CTaBJIeHHH pede- | cepbe3HbIMU CTABIICH Henpa-
3aKIIIOYCHUE U BBI- MEHIAIHSIMA para YIYIICHUSIMHU BIIBHO

BOJBI, CITMCOK HC-
HOJIb30BAHHOU JIU-
TepaTyphl

Hannuwne aktyans-

OTpa’XC€Ha aKTyallb-

€CTb OTACIBHBIC
HETOYHOCTH B

aKTyaJIbHOCTb U
pe3roMe U3Io-

aKTyaJbHOCTb U
pe3romMe oTpa-

HOCTh, UMEETCA pe- OTpaKEHUU HKEHBI C Cepbe3-
HOCTH U pe3IoMe JKEHbI HeTpa-
310Me aKTyaJbHOCTH M | HBIMH yIyIlle-
BUJIBHO
B pe3oMe HUSIMH
Jloka3zaTenpHas [Tpo6nema nonHo- | IIpoGnema noru- | Ilpu packpeitun | IlpoGnema B
PacKpbIBaEMOCTh CTBIO JIOTHYECKHM | YECKHM H3JIOKe- | MpoOJIeMBI J10- OCHOBHOM
pobJIeMbl B M3JI0KEHUEM pac- | HHUEM pacKpbITa, | MYIICHbI HE3Ha- 4acTH
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HO TpeOyeT He-

OCHOBHOH 4acTH YHUTEIbHBIC TIOJTHOCTHIO HE
KpBITa 00J1B1I0TO
pedepara OLITUOKHU packpbITa
JIOTIOJIHEHMSI
Hanuuue B ciucke
JIUTEPATYpPHI
patyb . CIIMCOK
OCHOBHBIX TIOJTHBIH CITUCOK .
HETIOJTHBIN BKJIFOYAET
HCTOYHHUKOB, MCTOYHUKOB, OTpa-
CIIMCOK ycTapeBIIUe Uc-
OCBEIIAIOIIUX CO- KAFOIIIUX
WCTOYHUKOB, OT- | TOYHHUKH, HE OT-
BpPEMEHHOE COBPEMEHHOE HET CIUCKa
paKaloUIMX CO- | paKkarolLIHe Co-
COCTOSTHUE COCTOSIHHE BOITpOCa
BpPEMEHHOE CO- | BPEMEHHOI'O CO-
BoOIpoca (Mo- (;uTepartypa
CTOSIHHE BOIIpoca CTOSTHUS
Horpaduu, mepuo- MOCJIETHUX JIET)
BOIIpOCa

JANYCCKas J'II/ITepa-
Typa)

OTBETHI HA KOH-
TPOJIbHBIE
BOIPOCHI

BCECTOPOHHHUE U
rTyOOKHe 3HAaHHS
MarepHaia

3HaHUE
MaTepHuaia TEMBI,
HO METIKHe
HETOYHOCTH B OT-
BETax

OTBETHI MOJTY-
yedrl Ha 1 u3 3
BOIIPOCOB

HE OTBETUJI HA
BOTIPOCHI

NowUnhE LD —

4. CUTYAHMOHHBIE 3AJAYHA

OmnpeneneHne BUIOB TOKYMEHTOB 10 0J10K-(haceTHO cxeme KiracCu(UKAIIHH.
CocTaByieHHE CITyKCOHOM 3aIUCKH.
CocraBnenne 0ObSICHUTEILHON 3aIMCKU.
CocTaBiieHHE pe3roMe U aBTOOHOrpaduu.
CocraByieHHe TIpHKa3a Mo JUIHOMY COCTaBY.
CocTaBJIeHHE CXEMBI JIOKYMEHTO000POTa MPEATIPUSTHS.
CocraBiieHre HOMEHKJIATYPhI J1e]1 IPEATIPUSATHS.

5. TEMBI IPESEHTAIIAI

3HaueHue TOKyMEHTOB B HaIllel KU3HU.
Hcropus pa3BUTHs TOKyMEHTA: OT IPEBHOCTH /10 HAILIUX JHEH.

[IpaBoBOE 3HAUEHHUE KauecTBa OPOPMIICHHS JOKYMEHTOB.

Omubxu B paboTe Ciry>KObI 1€T0NPOU3BOJICTBA U UX 3HAUEHHUE B HAIIEH KU3HU.

PexBu3uT: 3aueM OH HYKEH?
OpFaHI/I3aHI/IOHHO-paCl'IOpS[I[I/ITCJ'II)HI)IC JOKYMCHTEIL.
WHpopManimoHHO-CITPABOYHBIC JOKYMEHTHI.

PaznooOpa3ue ciry)keOHBIX TTHCEM.

1

2

3

4.

5. Howmenxknarypa gen.
6

7

8

9.

1

0. Kak IpaBHUJIbHO COCTABUTH TCKCT CJ'Iy>I(G6HOFO nucbMa?

Kpumepuu OUeHU6AHUA npe3eHmauuu

[Tnoxo (2) VY nosnerBopu- Xoporo (4) Otnuuso (5)
TeabHO (3)
I. JIn3aiin u LBeT dona He 1. LBet ¢pona | 1. LBer 1. LBeT pona
MYJIbTUMEINA- | COOTBETCTBYET IJIOXO COOTBETCT- | )OHA XOPOIIIO TapMOHHPYET C
3¢ hekThr I[BETY TEKCTa BYET IIBETY TEKCTa | COOTBETCTBYET I[BETOM TEKCTa, BCE

Hcnonb3oBano
0oJiee I1BETOB

2. Hcnonn3oBa
HO OoJiee 4 11BETOB
mpudra

LIBETY TEKCTA, BCE
MO>KHO MPOYECTh
2. Hcnoib3o

OTJIMYHO YUTAETCS
2. HUcnonrs3osa
HO 3 nBeta mpudra
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mpudra

Kaxnas crpa-
HHIIA UMEET
CBOM CTHUIIb
odopmITeHHS

I'nepccbuiku He
BBI/ICIICHBI

Anumanus ot-
CYTCTBYET (WJIH

3. Hexotopsie
CTPAaHMIIbI UMEIOT
CBOM CTHJIb
odopmiteHus

4. INunepcebin
KU BBIJICJICHBI

5. AHnManus
JI03UpOBaHa

6. 3BYKOBOI1
¢oH He
COOTBETCTBYET
€MHOM KOHILIEN-
LMW, HO HE HOCUT

BaHO 3 1BETA
mpudra

3. 1-2
CTpPaHUIIBI UMEIOT
CBOM CTUIIh
oopmienus,
OTIINYHBIA OT
o01ero

4. I'unepccer
JIKH BBIJCIICHBI U
HMEIOT pa3Hoe
odopmiteHue 10 U
MOCJIE OCEIIEHUS

3. Bce
CTpaHUIIbI BbI-
Jep>KaHbl B €JMHOM
CTHIIE

4. ['mnepccepin
KU BBIJICTICHBI U
UMEIOT pa3Hoe
odopmiieHHe 10 U
MOCJIE TOCEIICHUS
Kaapa

5. AHumanus
MPUCYTCTBYET
TOJIBKO B TEX

K€ TIpe3eHTalMsl | OTBJIECKAIONIMMI Xa- | Kaapa MecTax, I7ie OHa
reperpyKeHa pakrtep 5. AHMMaIMs | yMECTHA U yCUIIH-
aHUMaImei) 7. Pazmep MIPUCYTCTBYET BaeT 3¢ exT Boc-
mpudTa cpeIHun TOJIBKO B TE€X MIPUATHS TEKCTOBOM
3ByKoBOH (oH (COOTBETCTBEHHO, | MECTax, IJle OHa | 4acTd MH(pOPMaIU
HE 00BEM yMeCTHa 6. 3BYyKOBOM
COOTBETCTBYET UHpOpMALU 6. 3BYKOBOW | (hOH COOTBETCTBYET
eIIMHOM KOHIIeN- | CIMIIKOM OobInoi | (oH co- €IMHON KOHIIEIIINH
[IUH, HOCUT — KaJJp HECKOJIBKO | OTBETCTBYET U YCHIINBAET
OTBJIEKAIOLINAN Meperpy>keH) uH- (11405007 s dexT Bocpu-
XapakTep dopmarnueit KOHLIETILIMH U ATUSA TEKCTOBOU
MIPUBJIEKAET yacTu UH(pOpMaLuu
Crumikom men- | 8. Ccpliku BHUMaHHUE 7. Pa3zmep
Kui mpudT paboraroT 3puUTENEN B mpudTa
(COOTBETCTBEHHO HYKHBIX MECTaxX ONITUMAJIbHBIN
, 00BEM HMEHHO K HH-
uHpopMaIu bopmanuu 8. Bce ccbuiku
CJTMIIIKOM BEJTHK 7. Pazmep paboraroT
— Kazap mpudTa
TeperpykKeH) ONTUMAaJIbHBIN
He pa6orarot 8. Bce
OT/eNIbHbIC CCBUIKH paboTaroT
CCBUIKH
II. Conepxa- | Conepxxkanne He | ComepkaHue Conepxxanne B | ComepxaHue SBISI-
HUE SBIISICTCS Ha- | BKJIFOYaeT B ce0s | eJoM  sIBISieTCs | eTcs CTpOTO
YYHBIM JJIEMEHTHl HAYYHO- | HAYYHBIM HAYYHBIM
CTH
Nimoctpanuu WNimoctpanuu Nnmoctpanuun
(rpaduueckue, Nnnroctparnum (rpaduueckue, (rpaduueckue,
MY3BIKaJIbHbIE, (rpauyeckue, My- | My3bIKaJIbHBIE, MY3bIKaJIbHBIE,
BHJICO) HE COOT- | 3bIKAJIbHBIC, BUJICO) | BUACO) COOTBET- | BU/ICO) YCHUIIUBAIOT
BETCTBYIOT TE€K- [ B OIpPENEIECHHBIX | CTBYIOT TEKCTY apdexT BOC-

CTY

ciIydasx COOTBET-

MPUATHST TEKCTOBOM

CTBYIOT TEKCTY Opodorpaduuecku | yacTu HHPOPMALUH
Muoro  opdo- e,
rpaduuecKux, Ectp opdorpa- | nyHkryaunonssle | Opdorpaduueckue,
MyHKTYallMOHHBI | Udeckue, IyHK- | , CTWJIMCTHYECKUE | MyHKTYallMOHHBIE,
X, TYalMOHHBIE, CTHU- | OLIMOKU CTUJIUCTUYECKHE
CTHJIMCTUYECKUX | JINCTHUECKHUE MPAKTUIECCKH OIIMOKH
o1n0oK oLIMOKH OTCYTCTBYIOT OTCYTCTBYIOT
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Habopsr umcino-
BBIX JAaHHBIX HE
IPOMII-
JTFOCTPUPOBAHBI
rpadukamMu = #
JarpaMMaMu

Nndopmanus nHe
npezcTaBiseTcs
aKTyaJlbHOM  H
COBPEMEHHOM

KiroueBrie
CJIOBA B TEKCTE
HE BBIJIEJICHEI

HaGopsl uucnoBbix
JAHHBIX qae
BCEro IPOUJUIIOCT-
pupoBaHbl rpadu-
KaMd M JMarpam-
MaMu

WNudpopmanus
ABJIIETCSl AKTyaJlb-
HOM M COBPEMEH-
HOMU

KiroueBrle cioBa B
TEKCTE Yallle BCErO
BBIIEJIEHBI

HabGopsr
YHCIIOBBIX
JTAHHBIX
MIPOMILIIOCT-
PUPOBAHBI
rpaduxkamu u
JrarpaMMaMu

HNudopmanus
SIBJISIETCS
aKTyaJIbHOU u
COBPEMEHHOM

KimroueBrie citoBa
B TEKCTE
BBIIEIIECHEI

Habopbl umncnoBbIx
JTAHHBIX
IPOMJUTIOCT-
PUpPOBaHbI
rpaduxamu u
JrarpaMMamH,
npuyeM B Haubosee
aJZieKBaTHOM popme

Wudopmanus sBis-
eTcsl aKTyaJIbHOH |
COBPEMEHHOM

KitroueBrle ciioBa B
TEKCTE BBIIEIECHBI
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KOHTPOJIbHO-OLIEHOUYHBIE MATEPHAJIBI JIJIS UTOTOBOI ATTECTALIUU
MO YYEBHOW JUCUMILIMHE

HtoroBoii ¢popmoii arTecTalii AUCUUILINHBI sBiseTcs MU epeHIIMpoBaHHbIN 3a4eT,
KOTOpBII OCyIIecTBiIsAeTCs B (pOopMe TECTUPOBaHMS. YCBOEHHBIC 3HAHUS MPOBEPSIOTCS B XOJIe
BBITIOJTHEHHSI OJIAHKOBOTO WJIM KOMIIBIOTEPHOTO TeCTUPOBaHUA. KoJIHMYecTBO TECTOBBIX 3a/laHUM
Ui BbinonaHeHus: — 30 enuHul. MakcuMainbHOE BpeMs BBINOJIHEHHS TECTOBBIX 3agaHuil — 40
MUHYT

3ananus aaa nud.3ayvera:

3aganue 1
OmnpeneanTte Kakoe yTBep:KIeHne HCTHHHO, a KaKoe HeT...
) Hcrura B npunoxenuu k 'OCT P 6.30 — 2003 naubr 06pasiisl 0JaHKOB TOKYMEHTOB
2) Hcruna B opraHu3allMOHHO-IIPABOBBIE TOKYMEHTHI MOKHO BHOCUTh U3MEHEHHUS

B opraHuszanuu 1o YCMOTPCHHUIO pPYKOBOJACTBA NOJIDKHA OBITh pa3pa60TaHa

3) JIoxnb
WHIUBUTyJTbHAS WHCTPYKIIHS 10 JIETIOTPOU3BOJICTBY

TpeboBanus k 0HOpMICHIIO OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX
4)  HctrHa JDOKYMEHTOB
ycranaBiauBaeT ['OCT P 6.30 — 2003

OpFaHI/ISaHI/IOHHO-HpaBOBHe JOKYMCEHTBI, KaK IIpaBuJIO, IIOAJICKAT

5)  Hcrtuna
YTBEP>KJICHUIO
3aganue 2

(Bvibepume eOuncmeerHo npasuibHblil Omeem)
B coctaB opranun3annoHHO-IIPABOBBIX JOKYMEHTOB HE BXOJUT. ..

1) + IIpUKa3
2) - yCTaB OpraHu3aluu
3) - LITAaTHOE pacIuCaHue

3amanmue 3

(Bvlbepume eOuHcmeeHHO NpasuibHblil Omeem)
Kakue pacniopsaurenbHble JOKYMEHThI MOXKeET u3aaBaTh lIpesunent Poccuiickoit @enepauyn?

1) - pacnopsbKeHus
2) + yKasbl
3) - IOCTAHOBJICHUS

3aganue 4

(Bvlbepume eOuncmeerHHO NpasuibHblil Omeem)
JIOIKHOCTHASI HHCTPYKIIHS COTPYAHHKA. . .

1) - YTBEPKIAECTCSA IO YCMOTPEHHUIO PYKOBOIUTENS
2) + MOJUICKUT YTBEPKIACHUIO
3) - HE yTBEpXKJIaeTcs

3aganue 5

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
Kaxoli HopMaTUBHBIN JOKYMEHT OIpeessieT 0053aHHOCTH COTPYyIHUKA?

1) - VYcraB npeanpusaTUs

2) - [IITaTHOE pacnircanue
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3) + JloJKHOCTHAS! MHCTPYKITUS
3amanue 6

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
Kakoli ToOKyMeHT He sIBJII€TCSl Pa3HOBUIHOCTHIO KOTMU?

1) - OTIyCK
2) - nyOmukar
3) + YEPHOBHK

3aganue 7

(Bvlbepume eOuHcmeeHHO NpasuIbHblil Omeem)
JIOKyMEHT, BBIJJaBa€MbIif B3aMEH YTEPSIHHOTO U HMEIOIINN CYITY TIOJUTMHHUKA, HA3bIBACTCS. ..

1) - OTITYCK
2) - KOIHS
3) + nyOnuKaT

3aganue 8

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
JlokymMeHT, OKOHUaTeIbHO O()OPMIICHHBIN U TTOATMCAHHBIA, Ha3bIBACTCH. . .

1) - nyOmuKat
2) - OTIYCK
3) + HOUTUHHHUK

3amanue 9

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
V3MeHeHH S U TOTIOTHEHHS B TODKHOCTHYFO HHCTPYKITHIO BHOCSITCS. . .

1) + MIPUKA30M PYKOBOJIUTEIS
2) - OKJIAOHON 3aIUCKOMI
3) - CIIPaBKOM COTJIACOBAHUs
3aganue 10

3axonuume navamoe npedfzomcenue OOHUM U3 mpex eapuanmoe omeema
I[OKyMeHTOO60pOT - ABUKCHUC NOKYMCHTOB B OpraHu3aliiu ¢ MOMCHTA UX CO3daHUs [0 ...

1) - nepeiadyy Ha UCTIOJIHEHUE
2) - 3aBEPLICHUS UCIIOJIHEHUS WIIH OTIIPABKU
3) + MNOJIIUBKHU B JICJIO

Saganue 11

3axonuume navamoe npeodnodiceHue 0OHUM U3 Mmpex 8apuanmos omeema
Tousmue "/lenonpouzeoocmeo"” - smo...

1) + JTOKYMEHTHUPOBAHHE U OpraHu3aiys paboThl ¢ JOKyMEHTaMH
2) - CHCTEMA XpaHEHU JOKYMEHTOB
3) - COCTaBJICHHE JOKYMEHTOB

3ananue 12

3axonyume nauamoe npeonodicenue 0OHUM U3 Mpex 8apuUanmos omeema
Tonamue "/{lokxymenmuposanue” - smo...
CucreMa JOKyMEHTAIMH, CofieprKalias nHPOopMaInio, HEOOXOTUMYIO IS
1) - YIIPaBJICHUS B
OIpeJIeNIeHHON cdepe e TeTbHOCTH
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2) - JlesTenbHOCTD MO pa3paboTke ¥ 0(HOPMIICHHIO JOKYMEHTOB

3anuce I/IH(l)OpMaIII/II/I Ha Pa3sjIMYHbBIX HOCUTCIIAX 110 YCTAHOBJICHHBIM

3) +

npaBujIamM

3ananue 13
Ornpenenure, 0 KaKOM JJOKyMEHTE UJIET pedb, BELIOPAB COOTBETCTBYIOIIYIO ITUDPY

JIOKyMEHT, MOCITyKUBIIIHI OdunmanbHpIN JOKYMEHT
1) 2 Ha4yaJIOM paCCMOTPEHHUS 1)

ONpEeEIeHHOr0 BOIpOca

JIOKyMeHT, coliepxanui NHnnumaTuBHBIN JOKYMEHT
2) 3 00s13aTeNIbHbIE K UCIIOJHEHHIO 2)

YKa3aHWA BBIIECTOAIINX OPraHOB

JIOKyMeHT, cBeJileHHs1 00 aBTOpE, JIMpEeKTUBHBIN TOKYMEHT
BPEMEHHU U MECTE CO3/IaHus
KOTOPOT0, COZlep Kalluecs B
caMOM JJOKYMEHTE WJIN
BBISIBIICHHBIE UHBIM ITyTEM,
MOJITBEPKIAI0T JJOCTOBEPHOCTD
ero

MIPOUCXOXKACHUS

(O8]
~"
p—

3)

Saganue 14

(Bvlbepume eOuncmeerHHO npasuibHblil Omeem)
Yro npeamnoJiaraet opraHu3auuoHHasi GQyHKIuUs J0KyMeHTa?

C MOMOIIBIO JOKYMCHTA obecnieunBaeTCs BO3JCHCTBHUE HA TpYyHIIbI JIIoJei ajist

] +
) OpraHM3aly U KOOPAUHAIMU UX JEATeIIbHOCTH.
2) JlokyMeHT dukcupyet onpeaeneHHble (aKkTbl, COOBITHS, SBICHUS
MPAKTUYECKOW M MBICIIUTENIBHON AEATEIbHOCTH YEIIOBEKA.
JlokymMeHT o0ecreuynBaeT CBSI3U MEXIy MOApPa3ACICHUSIMU BHYTPU
3) MPENPUATHS, a TAK)KE BHEITHUE CBS3U MPEANPUATUS C IPYTUMU

npeanpuiaATusaAMU, opranu3aiuiaMu, roCy1apCTBEHHBIMU U MYHULIUTIAJIbHBIMUA
OpraHaMu BJIaCTH.

3aganue 15

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
Mo kakuM NMpU3HAKAM MOKHO KJacCU(PUUMPOBATH TOKYMEHT?

1) - CpencTBa TUpaXHpPOBaHUs, CPEACTBA XPaHEHUs, BUJ, (hopMa.

2) + [TpoucxoxaeHue, CpoK XpaHESHHs, TIIACHOCTh, CPEACTBA (PUKCAITUH.
3) - OpraHu3annoHHbIe, PACIOPSAUTENbHbIE, HH()OPMAIIHOHHO-CIIPAaBOYHBIE.
3aganue 16

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
Ha kakue rpynmnsl pa3aejsiioTcsi JOKYMEHTBI «I10 MeCTY COCTABJIEHUS»?

1) - IIpocTeie u cIOXKHBIE.
2) - CryxeOHble U THYHBIE.
3) + BnyTpeHHue u BHEIIHUE.
3ananme 17

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
Yro naet yHupukamus J0KyMeHTOB 1J1s1 pUpmMbI?
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CoxkpallieHre KoJIM4ecTBa MPUMEHSIEMBIX TOKYMEHTOB, TUITH3AIUIO UX (GopMm.

IloBerIEHME KauecTBa JOKYMCEHTAIIUH, CHMXKCHUC TPYJOCMKOCTH €€
00paboTKHu.

Bonee r¢pexTrBHOE NCTIONB30BaHUE KOMITBIOTEPHOW M BEIYHCIUTEIHLHOM
TEXHUKH.

3aganue 18

Onpeneanre kakoe yTBepkJAeHHe HCTHHHO, 2 KAKOe HeT...

1)
2)
3)

JIoxb
Hctuna

Hctuna

CrpaHH1Ibl TOKyMEHTA MOKHO HyMEpPOBAaTh HAa HI)KHEM I10JI€ JINCTA
[TocTOosIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN MTPU U3rOTOBJIEHUH OJaHKa

B pacmmdpoBke momMCH HHAIAATBI BCET/Ia CTOAT JI0 (haMUITHH

4)  HctuHa B KoHIE 3arojioBKa K TEKCTY JOKYMEHTa TOYKa HE CTaBUTCSA

OTMmeTKa 0 MOCTYIUICHUU MPOCTABJIACTCA TOJIBKO HAa IPUCBIIAECMBIX

5) HcrtuHa (BXOMASIIMX)
JIOKyMEHTaxX

3amanmue 19

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
Kakoli pekBU3UT HE BXOAUT B COCTaB OJaHKa nmucbma?

1) - CChUIKA Ha HOMEP M ATy BXOJAIIET0 JOKYMEHTA
2) + MECTO M3JaHUS
3) - CIPaBOYHBIE JaHHBIE 00 OpraHU3aIuu

3aganue 20

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
Ha 6manke cyobekToB PO pekBU3UTHI 0OPMIIIIOTCS:

1) - TOJIBKO HAa PYCCKOM SI3BIKE
2) + Ha JIBYX SI3bIKaX: PyCCKOM M HAllUOHAJIbHOM
3) - TOJIBKO Ha HAllMOHAJIBHOM SI3BIKE

3aganue 21

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
Jata noxymeHnTta opopmiisercs:

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

3aganue 22

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
Mecto n3nanus JOKyMeHTa 0hOpMIISIETCS] TaK

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

3amanue 23

(Bvibepume eOuncmeeHHoO NpasuibHblil Omeem)
3aroJ0BOK K TEKCTY COCTaBJISICTCS K JOKyMEHTaM, O)OPMIICHHBIM. . .

1) + Ha Gopmare A4
2) - Ha Gopmare AS
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3) - Ha Jr000M Gopmare
3aganue 24

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
OTMeTKa 0 MOCTyIUIEHHH 0(hOpMIISETCS. ..

1) - Ha OTMHPABJISIEMBIX JOKYMEHTaX
2) + Ha MOCTYMAKIUX JOKYMEHTaX
3) - Ha BCEX JJOKYMEHTax
3amanme 25

(Bvlbepume eOuHcmeeHHO NpasuIbHblil Omeem)
B kakoM ciiyuyae npaBWJIbHO 0()opMiIeH PeKBU3UT «OTMETKA 0 HAJTUYMHU MPUJIOKEHUSD,
€CJIM B TEKCTE COMPOBOIUTEIbHOI0 MACHMA He YIOMUHAJIOCH 0 NPHJIOKEHUH ?

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

2) n ITpunoxxenne: 1. CpaBka 0 corjiacoBaHMM NPOEKTa Ha 4 1. B 1 3K3.
- 2. OT3BIB 1O NPOEKTY Ha 2 1. B 1 7K3.

3amanmue 26

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)

IInan padotsl TexunkyMma Ha 2012 — 2013 yyeOHbIii roJ yTBepsKAeH pelieHueM
MeIarorn4eckoro cosera. B kakom ciayuae npaBuibHO ogopmiieH pekBu3UT «I['pud
YTBep:KAeHHUSA JOKYMEHTa»?

YTBEPXJIEH
1) + PelmenneM nemaroruyeckoro cCoBeTa
Ne 14 o1 12.08.2012
YTBEPXJIEH
Penienue megaroruueckKoro cCoBeTa
Ne 14 oT 12.08.2012 1.

YTBEPXJIAIO
3) - Pemienue nemaroruiueckoro coBeTa
Ne 14 ot 12.08.2012 1.

(\&}
~"
1

3aganue 27

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
B oTcyTcTBHE pyKOBOAMTEIS MOANKUCAHUE IOKYMEHTA 3aMeCTUTeJIeM HJIU HCTIOJTHSIOIMUM
00SI3aHHOCTH PYKOBOJIUTEJIS:

1) ) Jupexrop A.N. Iletpos
(moamuck ero 3ama CumopoBa)
2) ) 3a nupekropa A.N. IlerpoB
(mognuce ero 3ama CuzopoBa)
3) 4 N.O. nupexropa I'.B. Cunopos

(JTMYHAS TTOATIHCH)
3ananme 28

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
Bymary, Kakoro uBeTa MoKHO IPUMEHSATH NMPH U3TrOTOBJIEHUH 0JIAHKOB:

1) + 0€eIoro M CBETIIBIX TOHOB
2) - TOJILKO O€eJI0ro

3) - 3aBUCHUT OT BHUa OJlaHKa
4) - J1I000T0
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3aganue 29

(Bvibepume eOuncmeerHo npasuibHblil Omeem)
B kakue peKBH3UTHI COCTABHOI YACTHI0 HE BXOIUT MOANKCH:

1) + azgpecar

2) - rpud yTBEPKIACHUSI
3) - pe30JIIoIHUs

4) - MNOJIKUCH

3aganue 30

Omnpenennre Kakoe yTBep:KIeHHe HCTHHHO, 2 KAKOE HeT...

KoHcTarupyromas yacTb TEKCTa B IIPUKa3€ 110 OCHOBHOM A€ATEIbHOCTU
1) HctuHa MOXKeET
OTCYTCTBOBATb
TekcT npukasza 1o OCHOBHOM JESITEIbHOCTH ,KaK MPaBUIIO, COCTOUT U3 JBYX

2)  Hcruna .
qacTeu

3) Hcruna PacnopsauTenbHble TOKYMEHTHI BCTYNAOT B CUJIy C MOMEHTA UX MOJAMUCAHUS

4)  Hcruna PemnieHue n3aaeTcss HA OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

3aroJ0BOK K TEKCTY MPHUKa3a M0 OCHOBHOM NesATEIbHOCTH (hOPMYITUpPYETCS B

5)  Hcrtuna
POAUTEIBLHOM IMANIEKE

3amanmue 31

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
PacnopsiantenbHbIi JOKYMEHT, KOTOPBIM U31A€TCS HA OCHOBE €IMHOHAYAIHS

1) + IIpUKa3
2) - IIOCTaHOBJICHHE
3) - pelieHune

3aganue 32

(Bvlbepume eOuncmeeHHO NpasubHblil Omeem)
PacniopsauTenbHblil JOKYMEHT, KOTOPBIM U34A€TCS HA OCHOBE KOJUIETHAJIBHOTO
PYKOBOJICTBA

1) + pelenue
2) - pacnopsbKeHue
3) - IIpUKa3

3aganue 33

(Bvlbepume eOuncmeerHHoO NpasuibHbliL Omeem)
B coctaB pekBH3UTOB MpHKa3a M0 OCHOBHOM JESATEILHOCTH HE BXOAUT PEKBU3UT

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

3aganue 34

(Bvibepume eOuncmeerHo npasuibHblil Omeem)
[Tpuka3 Mo OCHOBHOM JAESATEILHOCTH MOIMTUCHIBACT

1) - HACTIOJTHUTEIb
2) + PYKOBOJUTEIIb
3) - CeKpeTaphb
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3aganue 35

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEent)
[Ipuka3 o OCHOBHOM AESITEITHLHOCTH OPOPMIISIOT

1) + Ha JOJDKHOCTHOM OJIaHKe
2) - Ha OJJaHKe KOHKPETHOT'O BH/a IOKyMEHTa
3) - Ha OJaHKe ImUchMa

3aganue 36

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
CrnoBo «IIpUKa3bIBalo» B TEKCTE MPUKa3a M0 OCHOBHOU AESITENbHOCTA O(POPMIISIIOT B
CJIEYIOUIEM HATMCAHUH

1) + [MTPUKA3BIBAIO
2) - [IpukasbiBaro
3) - MIPUKA3BIBAIO
3ananme 37

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
PacriopsimuTensHast 9acTh B pacopsiKeHUN HAYMHACTCS CIIOBOM

1) + [MTPEJIJIAT'AYO
2) - PEIIIAET
3) - ITOCTAHOBJISAET
3aganue 38
Y cTaHOBUTE COOTBETCTBUE MCXKAY TCPMHUHAMU U UX COACPIKAHUCM

MPaBOBOM aKT, U34aBAEMBII IlocTanoBJeHue
€AMHOINIHO PYKOBOAUTEIIEM
TJIaBHBIM 00pa3oM
1) 3 KOJUIETHAJIBHOTO OpraHa 1)
roCcyJapCTBEHHOTO YNIPABJICHHUS B
LEJISX pa3pelieHus ONePaTHBHBIX
BOIIPOCOB

IIPaBOBOM aKT, IPUHUMAEMBII IIpukas
BBICILIMMHU U HEKOTOPBIMHU
LEHTpaJIbHBIMU OpraHaMH
2) 1 KOJUIETHAJIbHOTO YIPABICHUS B 2)
LEJISX pa3pelieHus Hauooee
BAKHBIX M IPUHIUIINAIBHBIX
3ajga4

IIPaBOBOM aKT, U3/1aBaEMbII Pacnopsikenue
PYKOBOJUTEIIEM, NEHCTBYIOLINM
Ha OCHOBE €IMHOHAYaJIMs B LEISX
paspeleHuss OCHOBHBIX U
ONEPAaTHUBHBIX 33144, CTOSALIUX
nepel OpraHu3anuei

W
~
[\

IIPaBOBOM aKT, IPUHUMAEMBbIN B Pemenue
KOJUIETMAJIBHOM TIOPSIIKE B LIETIAX
4) 4 pasperieHus: Hanbosee BaXKHbBIX 4)
BOIIPOCOB BO BPEMS COBEIIAHUM,
cOOpaHuil U T.1I.
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3apanue 39
Omnpeaeanre Kakoe yrBep:KIeHHe HCTUHHO, 2 KAKOe HeT...
1)  Hcrtuna Tekcr ciny’ke0HOro mucbMa MOXKET ObITh TPOCTHIM
2) HctuHa BelaensroT npucsliacMble U OTIPABIISEMBIE INCbMA
3) HcruHa MakcuManabHOE KOJIMUYECTBO apecaToB B MUCbME - 4
4)  Hcrmna CryxkebHoe MUCBMO MOXHO 0()OpMUTH Ha Gopmare AS
5) Hcrmra CuyxeOHOE TUCHMO MOXKET UMETH JIBE TOIIHCH
3ananue 40

(Bvlbepume eOuncmeerHHO npasuibHblil Omeem)
TekcT ciryke0HOr0 MUChMa COCTaBISETCS OT

1) - 2-ro JIuIa eJUHCTBEHHOI'O YHCIa

2) - 3-ro nauIa MHOYKECTBEHHOT'O YHCIIa

3) + 1-T0 JIHMI]a MHO>KECTBEHHOTO UHCIIa
3ananmne 41

(Bvibepume eOuncmeerHoO npasuibHblil Omeem)

PekBU3UT «CChHIIKa Ha HOMCPp U ATy BXOIAIICTO JOKYMCHTA» O(I)OpMJ'I}ICTC}I

1) - BO BCEX MUCBbMax
2) + B OTBETHBIX ITHChbMax
3) - B UHUIIMATHUBHEIX ITMCHEMAaX

3aganue 42

(Bvibepume eOUHCMEEeHHO NPABUTILHBLI OMEent)
B cocraB pekBH3HUTOB CTyKeOHOTO MHUChMa HE BXOJUT

1) - azgpecar
2) + Ha3BaHMWE BHUJA IOKYMEHTA
3) - MO AIINCH

3amanne 43

(Bvlbepume eOuHcmeeHHO NpasuibHblil Omeem)
PykoBOIUTEND 1 TTIaBHBIN OyXTalTep MOAMUCHIBAIOT

1) - MHUCbMO-HU3BEIICHUE
2) + rapaHTHIHOE MMACHMO
3) - pEeKIIaMHOE TUCHEMO

3aganue 44

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
MakcumanbHbI 00bEM CITY>KEOHOTO MTHChMa

1) - OJ[HA CTpaHUIlA
2) - TPU CTPAHUILIBI
3) + JIBE CTPAHUIIBI

3amanue 45

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEen)
[TeuaTsro ynocrosepsiercs

1) - MMACbMO-HAITOMUHAHUE

2) + rapaHTHitHOE MUCHMO
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3) - MUCbMO-TIPUTJIAILICHHE
3amanue 46

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
OTMeTKa 0 MOCTYIJICHUN JOKYMEHTa B OPTaHU3aLHUIO IPOCTABIISETCS

1) - 10 YCMOTPEHUIO CEKpeTaps
2) - Ha BCEX JTOKYMEHTax
3) + TOJIBKO Ha MPUCHIIAEMBIX
3ananue 47

(Bvlbepume eOuHcmeeHHO NpasuIbHblil Omeem)
B mmceMe oTMeTKa 0 MOCTYIUICHHH JOKYMEHTA TIPOCTABIISICTCS

1) - B JIEBOM HWKHEM YTJTy IMOCJEAHETO JINCTA TJOKYyMEHTA

2) - Ha JIFOOOM CBOOOITHOM MECTE

3) + B [IPABOM HUKHEM YTITy TEPBOTO JIUCTA TOKyMEHTa
3aganue 48

Ipasunvuvix eapuanmos modHcem 6bimv HECKOLKO.
Kaxkue npu3Haku xapakTepHbI 1 0JJAHKOB JJIs muceM?

1) - Hanuuue anpecHbIX TaHHBIX TPEINpUATHS HA OJlaHKE

2) n Hannune ormerkn uia pexkBu3uTa «CcblIka HA MHAEKC U JaTy BXOJSAIIETO
JOKyMEHTa

3) + OTtcyTcTBUE Ha3BaHUS BUJa JOKyMEHTa

4) i PacnionoxeHnune o0s13aTeIbHBIX PEKBU3UTOB 3ar0JI0BOYHON YaCTH JOKYMEHTA B

JIEBOM BEPXHEM YIIIy
3amanue 49

IpasunvHovlx sapuanmos moxcem ObIMb HECKOIbKO.
Kaxkoii Buj 1e/10B0Oro nucbMa HanpasJisieTcsl apecary JJs 3aKJII0YeHHs CIeJKH ¢
YKa3aHUEeM KOHKPETHBIX YCJI0BUH CIeJIKH?

1) - [Incemo-nioaTBEpKIEHNE
2) - ConpoBOIUTENTBHOE MUCEMO
3) + [TuceMo-nipeioxkeHne
4) + JloroBopHoe nucbMo
3aganue 50

Ipasunvuvix eapuanmos modHcem 6bims HECKOLKO.
ABTOPOM CJIY:KeOHOT0 MMCbMA SIBJISETCS:

1) - HCTIOJTHUTEIIb, COCTABUBIIHMI JOKYMEHT

2) + JOJKHOCTHOE JIMLO, MOANUCABIIEE JOKYMEHT

3) - HCIIOTHUTEIb, O()OPMHBIIHHI TOKYMEHT

4) + opraHu3sanys, OT UMEHU KOTOPOH OTIPABIIAECTCS MUCbMO
3apanme 51

Onpe)le.nnTe KaKo0€ YTBEPKACHUEC HCTUHHO, 4 KAK0€ HET...

TekcT moKnIamHOMN 3aIMMCKU COACPIKUT TOJIBKO 00CTOSTENHHOE U3JI0KEHHE

1) HcruHa
BOIpoOCca

2) MHcruna AppecaHT B TOKJIAJHOM 3aITUCKE YKA3bIBAETCS B UMEHUTEIBLHOMN MaeKe

3) Hctuna BHYTpCHHIOIO JOKJIAAHYIO 3alIMCKY IMMOANMMUCBIBACT COCTABUTCIIb
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4) Jloxp B ampecare noxiamHOM 3alMMCKU YKa3bIBAIOT TOJIBKO (DaMIlIHIO
5)  Jloxs BHyTpeHHss TOKIaaHas 3amucka opopmiisieTcs Ha OJlaHKe OpraHu3aliu
3amanmue 52

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
BHyTpeHHIOI0 TOKIaIHYIO 3aMUCKY TOIHCHIBACT

1) + COCTaBHUTEIb
2) - PYKOBOJIUTEND MOIPA3ACTICHUS
3) - CeKkpeTapb

3aganue 53

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
B cronmbkux sK3eMInsipax oQpopMIISIeTCsT BHEIIHSS JOKIaTHAsI 3aIiCKa

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

3amanue 54

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEent)
PexBHU3HUTHI OOBICHUTEIILHOM 3aIMMCKH TI0 TIOBOIY OOBSCHEHHUS MOCTYITKA aHATOTHYHBI

1) + BHYTPEHHEN JOKJIAIHOMN 3alIUCKU
2) - BHYTPEHHEHN CIPaBKU
3) - CITy’)KeOHOMY TIHCBbMY
3apnanme 55

(Bvibepume eOuncmeeHHoO NpasuibHblil Omeem)
TekcT NOKIaIHOM 3aITUCKH, KaK MPABHIO COCTOUT

1) - U3 OTHOM YacTHu
2) - U3 ABYX 4YacTei
3) + U3 Tpex Yacren

3amanue 56

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
B cocrtaB pekBU3UTOB BHEUTHEW JOKJIATHOW 3aITUCKH HE BXOIHT

1) + neyaThb
2) - MOJIHUCH
3) - 3aroJIOBOK K TEKCTY

3amanue 57

Bcmaevme nponyuieHHble 6 meKcme cjioea

JlokiianiHas 3anucka — TOKYMEHT, aipeCOBaHHbIN 10
KOHKPETHOH TEME C U IIPEIIIOKEHUSIMU 110 HEH.
1) OTBeT: BBIIIECTOAILIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJAMU
3aganue 58

Bcmaevme nponyuieHHble 6 meKcme cjioea

BHenHio0 10K HYIO 3aMKUCKY, apEeCOBAaHHYIO B BBIIIECTOSIIYIO OpPraHU3aIII0
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OO CHIBACT

1) OTBET: PYKOBOIAUTEIH OPTaHU3ALNU
3amanmue 59

Bcmaevme nponyuieHHble 6 meKcme cioea

BHYTpeHHIOIO JAOKIIAAHYIO 3aIIMCKY COCTABJISACT U IOAIIMCBIBACT

1) OTBeT: COCTaBUTEID
3amanue 60

Bcmaevme nponyuieéHHble 6 meKcme Ciosa

PexBU3UTHI BHYTPEHHEN JOKIIAIHON 3aNIMCKU:
- azipecat (B 1aTeTbHOM MaexKe)
- HAMMEHOBaHUE BUJA JOKYMEHTa

- TEKCT
- OTMETKA O HAJIMYMU MPUIIOKEHUS (B Cilydyae HEOOXOIUMOCTH)
- JaTa
1) OTBeT: HaMMEHOBAaHME CTPYKTYPHOTI'O IOJpa3AeiIeHUS
2) OTBeT: 3arojoBOK K TEKCTY
3) OTBeT: NOANNCH
4) OtBet: HOMEp

3aganune 61
Omnpeneanrte Kakoe yTBep:KIeHNe HCTUHHO, 2 KAKOe HeT...
1) Hcruna JlaToil npOTOKOJIA ABISETCA 1aTa MPOBEACHUS 3aCCIaHUs
2)  Hcruna IIpoTOKON NOAMUCHIBAIOT MPEACEAATENDb U CEKPETAPh KOJJIErHaIbHOTO OpraHa
3)  Jloxs B KpaTkoM IpOTOKOJE MPUBOAITCS TEKCTHI BHICTYIIIICHUM
4)  Hctuna B npoTokoJsie yKa3bIBatOTCS pe3ysibTaThl TOJTOCOBAHUS
5) Hcermnra B Tekcre nmpoTtokoaa MokeT oTcyTcTBoBaTh NyHKT BBICTYIINIIN
3amanue 62

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
N3 ckonpkux yacTel COCTOUT TEKCT MPOTOKOJIA

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

3aganue 63

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEemn)
[IpoTokon moanUChIBaeT

1) + MpeceaTeNlb U CEKPeTaph KOJJIETHaIbHOIO OpraHa
2) - PYKOBOJIUTEIIb
3) - CeKpeTaphb
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3aganue 64

(Bvibepume eOuncmeerHo npasuibHblil Omeem)
Kakas gacTh B cxeMe moCTpOeHHUsI OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBAThH

1) - CJIVHIAJIN
2) + BBICTYIIUJIN
3) - ITOCTAHOBUJIN
3aganue 65

(Bvibepume eOUHCMEEeHHO NPABUTILHBLI OMEent)
[TpoTokon opopMIISIOT

1) - B TPEX JK3EeMIUIIpax
2) + B OJTHOM 3K3EMILISIPE
3) - B JIBYX 3K3E€MILUTApax

3amanmue 66

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
Kak oopmiisitoTest B TEKCTE POTOKOIIA, TPUCYTCTBYIOIINE, €CIIA UX 22 YelIOBEKa

1) + [IpucyrcrBoBanm: 22 yemoBeka (CIUCOK MPUIAraeTcs)
[TpucyTcTBOBANN: TIEPEUUCIIIOTCS (PAMHIINH TPUCYTCTBYIOIINX B
2) - an(haBUTHOM
TOPSIZIKE
3) - [IpucyrcrBoBanu: 22 yenoBeka

3aganue 67

Bcmaesvme nponyuieéHHble 6 mexkcme Cjioea

B 3aBHCHUMOCTH OT IOJHOTHI OCBCHICHUS XO0/Ja 3aCCAaHus TPOTOKOJIbI MOT'YT OBITE

u
1) OtBeT: mONHBIE
2) OtBeT: KpaTkue

3aganue 68

Bcmaesvme nponyuieéHHble 6 mexkcme Cioea

TeKCT mpOTOKOJIa COCTOUT U3 ABYX YACTEN: BBOAHOU U

1) OTBeT: OCHOBHOM
3aganue 69

Bcmasvme nponyuieénnble 6 mexkcme Cjioea

B niporoxosie kax bl MyHKT [TOBECTKH JHS PaCHMCHIBAETCS (CTPOUTCS) MO CXEME:

3, b

1) Otser: BBICTVYIINJIA

2) OtBet: TIOCTAHOBUJIN

3) Otet: CJIYIIIAJIN
3amanue 70

Bcmasvme nponyuieéHHble 6 mexKcme ciosa
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Ecnu Bonpoc He 06cy:xancs B xoe coOpaHMsl UITH 3aCeIaHus KOJUIETHalIbHOTO OpraHa, To B

MPOTOKOJIE MYHKT MOJKET OTCYTCTBOBATh
1) OtBet: BBICTVIIMIIN
3amanmue 71

Onpeneanre KaKoe yTBep:KIeHue HCTUHHO, a KAKOe HeT...
1) Jloxp  Hannuue 3aKI0YUTENRHON YaCTH TEKCTA aKkTa 00s3aTENbHO
2) Hcruaa Yamie Bcero aKTBI COCTaBISIOTCS KOMUCCHEH

3 Hermma AKT MOXET CITy’KHTh OCHOBaHHEM [Tl U3/IaHUS PACTIOPSIUTEIBHOTO
JIOKyMEHTa

4)  HctuHa AKTBI, KaK IPaBUJIO, TIOJICKAT YTBEPIKICHUIO

5) Hcruna AxT MoxeT opopmMisIThCs Ha TpadapeTHOM OnaHke

3ananue 72

(Bvibepume eOUHCMEEeHHO NPABUTILHBLI OMEent)
Crmy>keOHBIN aKT COCTaBJISET U MOJIMKUCHIBAET

1) + KOMUCCUSA
2) - PYKOBOJIUTENH
3) - HUCIIOTHUTEND

3aganue 73

(Bvlbepume eOuHcmeeHHO NpasuibHbliL Omeem)
OcHoBaHHEM [Tl U3/IaHUST KAKOTO PACTIOPSIUTEIHHOTO JOKYMEHTA MOXKET OBITh aKT

1) - Pemrenne
2) - IlocTtanoBnenme
3) + [Ipuka3

3aganue 74

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEen)
JlaToit akTa sBIsSeTCS

1) + Jlata akTUBHPYEMOT'O COOBITHS
2) - JlaTa yTBEepKIeHHs
3) - Jlata moamycaHus
3ananue 75

(Bvibepume eOUHCMEEHHO NPABUTILHBLIL OMEent)
B coctaB pekBH3HTOB aKTa BXOJAWT PEKBH3HT

1) + I'pud yrBepxaeHus
2) - I'pud cormacoBanms
3) - O1MeTKa 00 UCIIOIHUTETIES

3aganue 79

(Bvibepume eOuncmeeHHO NpasuibHblil Omeem)
B cocrtaB pekBU3HTOB aKTa HE BXOJIUT

1) n I'pud cornmacoBanus

2) - 3aroJ0BOK K TEKCTY JOKyMEHTa
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3) - I'pud yrBepx)acHMS
3apanue 80

(Bvibepume eOUHCMEEHHO NPABUTILHBLI OMEent)
CKOJIBKO YacTel COAEpKUT TEKCT aKTa

1) - JIBE
2) - OIIHY
3) + TpH
3amanmue 81

(Bvlbepume eOuHcmeeHHO NpasuIbHblil Omeem)
CrnemyeT 1 YKa3bIBaTh JOMKHOCTH YICHOB KOMUCCUU TP OPOPMIICHUN PEKBU3UTA
«TIO/IITUCHY

1) - Ha
2) - 1o xenanuro cexperaps
3) + Her

3amanue 82

(Bvlbepume eOuncmeerHO NpasuibHbliL Omeem)
B ckonpkux sx3emIuispax ohopMIIseTCs aKT

1) - B tpex
2) + B cxonpkux HE0OX0 MO
3) - B uetsipex

3aganue 83

(Bvlbepume eOuncmeerHoO NpasuibHblil Omeem)
Kakas yacTh TeKCTa akTa MOXKET OTCYTCTBOBATh

1) - Koncratupyromas
2) + 3aKIIroYuTeIbHAS
3) - BBoaHas gacth

Kpurepuu oueHku NpakTu4ecKux pador
OTMeTKa «5)» CTaBUTCS, €CJIM CTYJICHT:

® TBOPYECKH IUIAHUPYET BBHIMOJHEHUE PAOOTHI;

® CaMOCTOSATEIBHO W TMOJIHOCTBIO MCIOJB3YET 3HAHUS IPOrPAMMHOIO
Marepuana;

® [PAaBWJIbHO U aKKYPaTHO BBINIOJIHACT 3aJaHUE;

® yMEEeT MOJIb30BAThCSA CIPABOYHOMN JTUTEPATYPOid, HATIISTHBIMHU MTOCOOUSIMH U
OPYTUMU CPEJICTBAMM.

Ot1meTka «4» CTaBUTCS, €CIIU CTYIECHT:

® T[IPaBUJILHO IUIAHUPYET BBHIIIOJIHEHUE PAOOTHI;
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® CaMOCTOSTENBHO MCIOJIB3YET 3HAHUS IPOTPAMMHOTI0 MaTepuaia;

¢ B OCHOBHOM IIPaBUJIBHO M aKKYPaTHO BBINIOJIHSET 3aJaHHUCE;

® yMEEeT MO0JIb30BaThCA CIPABOYHOMN JTUTEPATYPOM, HATIISAHBIMU TOCOOUAMH U
JOPYTUMH CPEICTBAMM.

OtrMeTKa «3» CTaBUTCS, €CIIU CTYJICHT:

® JIOMyCKaeT OIIMOKHU MPH IUIAHWUPOBAHUU BBITIOTHEHUS PabOTHI;

® HE MOXET CaMOCTOSITEJIbHO MCIOJIb30BAaTh 3HAYUTEIBHYIO YacThb 3HAHUUI
MPOrPaMMHOr0 MaTepuarna;

® JIOMyCKAET OLIMOKHU U HEAKKYyPaTHO BBIMOJIHSIET 3a/IaHUE;

® 3aTPYJHSIETCS CaMOCTOSITEJIbHO MCIOJIb30BaTh CIPABOYHYIO JIUTEPATypY,
HaTJIsTHBIE TTOCOOUS U IpyTHE CPEICTBA.

OT1meTka «2)» CTaBUTCS, €CIIU CTYAEHT:

® HE MOXXET NMPABUIILHO CIUIAHUPOBATH BHITIOJHEHNE PAOOTHI;

® HE MOXET UCITOJIb30BaTh 3HAHUS IIPOrPAMMHOIO MaTepUaIa;

® JOmMycKaeT rpyOble ONMOKY U HEAaKKYpPaTHO BBITIOJTHSET 3a]JaHUE;

® HE MOXET CaMOCTOATENBHO MCIIOJIB30BaTh CIPABOYHYIO JIUTEPATYPY,
HarJIsiAHbIe TOCOOUS U IPYyTHE CPENICTBA.

KpuTepuu oeHKn TeCTOBBIX padoT

Ouenka «5» - 100 — 90% npaBuIbHBIX OTBETOB
Onenka «4» - 89 - 80% npaBUIIbHBIX OTBETOB
Onenka «3» - 79 — 70% npaBUIBHBIX OTBETOB
OneHka «2» - 69% u MeHee NpaBUIbHBIX OTBETOB
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