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1. MACHOPT IPOI'PAMMBI YYEBHOM JUCHUTIJINHBI
JIOKVMEHTAIMOHHOE 00ecleYeHHe VIIPABJICHUS
HAa36aHue OUCYUNTUHDBL

1.1. O01acTh NpUMEHEHHUsI IPOTrPAMMBbI
Pabouas mporpamma ydebHoi aucturumnbl sBisercs yactbio [IIICC3 mo cnenmanbHOCTH
CIIO 21.02.05 3eme1bHO-UMYIIECTBEHHbIC OTHOLICHHS .

1.2. MecTO0 IMCHUIUIMHBI B CTPYKType OCHOBHOW mNpodeccHoOHANbHON 00pa3oBaTe/bHOH
NPOrpamMMBbl:

VYuebnasg nucumiuiiHa JIoKyMeHTallMOHHOE o0OecreueHre YIPaBICHHUsS OTHOCUTCA K
oOmenpodeccHoHAIPHOMY ~ ITUKITYy ~ OCHOBHOM  TpoecCHOHAIIbHOW  00pa3oBaTeIbHOM
IIPOrPaMMBI.

1.3. lesn ¥ 3ag24u AUCHUILIMHBI — TPe0OOBAHMS K Pe3y/1bTaTaM 0CBOCHMS JMCHHUILIHHbI:

B pe3yiabTare 0CBOCHMS AUCHUNIMHBI 00YYAIOIMINICH J0JKEH YMETh:

oQOpMIIAT, JTOKYMEHTAllMI0 B COOTBETCTBHM C HOPMATUBHOM 0a30if, HCHOIB3YA
MH(POPMAITMOHHBIE TEXHOJIOTUH;

OCYIIECTBIISATH aBTOMATHU3AIIMI0 00pabOTKU TOKYMEHTOB;

YHU(DUIIUPOBATH CUCTEMBI IOKYMEHTALIUY;

OCYIIECTBIISATh XpaHEHUE U NMOUCK JOKYMEHTOB;

OCYILECTBIISATH ABTOMATHU3ALIMIO0 00PAOOTKH TOKYMEHTOB;

UCIIOIb30BaTh TE€IEKOMMYHHUKALMOHHbBIE TEXHOJIOTHH B 3JIEKTPOHHOM JOKYMEHTOO00pOTE

B pe3yiabTare 0CBOCHHS NTUCHUNJIMHBI 00YYAIOMINIACH 10JZKEH 3HATD:

MOHSITHE, 1IeJIH, 3a7]a4ll U IPUHIIMIIBI 1€JI0TIPOU3BO/ICTBA;

OCHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO 00ecieueH sl yIpaBIeHuUs;

CUCTEMBI JIOKYMEHTALlHOHHOTO 00ecrieueHus yIpaBIeHUs;

KJIacCU(UKAIMIO TOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO U O(POPMIIEHUIO JOKYMEHTOB;

OpraHu3alMio JIOKYMEHTO000pOTa: IpHueM, o00paboTKy, pEerucTpanuio, KOHTPOJb,
XpaHeHHUe I0OKyMEHTOB, HOMEHKJIATypy Jell.

IHNEPEYEHDb IIVIAHUPYEMBIX PE3VJIbTATOB OBYYEHUSA 1O JUCHUIIJINHE,
COOTHECEHHBIX C IINTAHUPYEMBIMH PE3YJIIbTATAMHU OCBOEHUA
OBPA3OBATEJIbHOM ITPOI' PAMMBI

B npouecce ocBOeHHsI TUCHMITIMHBI y 00Y4arOLIUXCs JOJDKHBI (OPMUPOBATHCS 0OIIHe
komriereHIu (OK) u npodeccuonansusie komnereHmu (11K):

OK 1. IloHumars CyIIHOCTh W COLHMAIBHYIO 3HAYMMOCTb CBOEW Oyaymied mnpodeccuu,
MIPOSIBIIATH K HEM YCTOMYMBBIN MHTEpEC.

OK 2. AmnanusupoBaTh COLMATbHO-DKOHOMUYECKHE W MOJUTUYECKHE MPOoOIeMbl U
MIPOLIECCHI, UCIIOJIb30BaTh METO/bl TYMaHUTAPHO-COIMOJIOIMYECKUX HAyK B pa3IUYHbIX BHJIAX
npodeCCUOHATBEHON U COIMATIbHOM EATEIbHOCTH.

OK 3. Oprasu3oBbIBaTh CBOK COOCTBEHHYIO MACSATEIBHOCTH, OINPEACIATh METOABl U
CTOCOOBI BHIMOJIIHEHHS MTPO(ECCHOHANBHBIX 33/1a4, OLEHUBATh X 3()(HEKTUBHOCTH U Ka4eCTBO.

OK 4. Pemare npo6nembl, OLIEHHBATh PUCKH M MPUHUMATh PEIIEHUS B HECTaHIAPTHBIX
CUTYyaLMsIX.

OK 5. OcyuiecTBisTh MOUCK, aHalIM3 U OLEHKY HH(OpMaluu, HEOOXOTUMOW IS
MIOCTAaHOBKM M peIIeHUs Mpo(pEeCCHOHANBHBIX 33134, MPO(PECCHOHAIBHOTO W JMYHOCTHOTO
pa3BUTHSA

OK 6. PaboTath B KOJJIEKTHBE W KOMaHJe, oOecreunBarh ee cruiodeHue, 3(hGeKTuBHO
o01IaThCs C KOJJIEraMy, PyKOBOACTBOM, ITOTPEOUTEISIMHU.



OK 7. CamocTosTeNbHO ONpeneniaTh 3afadd MpOo(pEeCCHOHAIBHOTO U JUYHOCTHOTO
pa3BUTHSA, 3aHUMATbCsl  CaMOOOpa30BaHMEM, OCO3HAHHO  IUIAHUPOBATh  IMOBBIIICHHE
KBaJTH(PUKALINH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTUH B IPOPECCUOHATIBHON e TEIIbHOCTH.

OK 9. YBaxuTenbHo U OEpeXHO OTHOCUTHCA K UCTOPUUECKOMY HACIEAMIO U KYJIBTYPHBIM
TpaIUuLUsAM, TOJIEPAHTHO BOCIIPUHUMATh COI[MANIbHBIE U KYJIbTYpHbIE TPAJAULIHUH.

OK 10. CobmomaTh mnpaBuiia TEXHUKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTH 32
OpTaHU3AIMI0 MEPONPUATHIN 1O 00eCTIeuYeHUI0 0€30MTaCHOCTH TPY/IA.

I[IK 1.1. CoctaBnsTh 3eMeIbHBIN OalaHC palioHa.

[1IK 1.2. [ToaroraBnuBath JOKyMEHTAIMIO, HEOOXOMUMYIO JIJIsi IPUHATHS YIPABICHYECKUX
pEeLIeHNH 10 SKCIUTyaTalluy U Pa3BUTHIO TEPPUTOPHUI.

[IK 1.3. ToToBUTh MNpenyokKeHUs IO OIpPENeICHUI0 SKOHOMHUYECKOH A(PPEKTUBHOCTH
HCIIOJIb30BaHMs UMEIOIIErOCs HEABM)KMMOIO UMYLIIECTBA.

I[IK 1.4. VYyacTBOBaTh B MNPOEKTHPOBAHUM M AHAIN3E COLUAIBHO-3KOHOMHYECKOIO
pa3BUTHS TEPPUTOPHH.

[IK 1.5. Ocy1mecTBissTh MOHUTOPHUHT 3€MENb TEPPUTOPHUH.

[IK 2.1. BeINONHATH KOMILIEKC KaJaCTPOBBIX MPOLIETYP.

[IK 2.2 Onpenensite KaAaCTPOBYKO CTOUMOCTD 3€MEJTb.

[IK 2.3 BpINonHATH KaJaCTPOBYIO CHEMKY.

1K 2.4 OcymiecTBiATh KaJaCTPOBBIM U TEXHUUECKUHN yUeT OObEKTOB HEIBUKMUMOCTH.

[1K 3.1. BemmonHsATh paboThl O KapTorpago-reo/ie3n4eckoMy 00ecreueHHI0 TepPUTOPHi,
co3aaBarh rpadUueCcKue MaTepraIbl

[IK 3.2. Hcnonp3oBaTh rocylapCTBEHHBIE TI'€0JIE3MYECKHE CETHM M HWHBIE CETH IS
MIPOM3BOJICTBA KapTOTpado-reo1e3nIeCKuX padorT.

1K 3 3. Mcnonb30BaTh B MPAKTUYECKON JAESITEIbHOCTH F€OMH()OPMAIIIOHHBIE CHCTEMBI.

[IK 3.4. Ompenensate KOOPAWHATBI TPAHUI[ 3EMENBHBIX YYACTKOB M BBIYMCIATH HX
IJIOLIA/IH.

1K 3.5. BeInonHATh NOBEPKY M IOCTUPOBKY I€0JIe3NYECKUX MPUOOPOB U MHCTPYMEHTOB.

[IK 4.1. OcymectBasath cOop u 06pabOTKy HEOOXOIUMOM U JOCTaTOUYHON MH(pOopManuu 00
00BEKTE OLIEHKU U aHAJIOTUYHBIX 0OBEKTaxX.

[IK 4.2. Ilpou3BOAUTH pacueThl MO OIEHKE OOBEKTa OLIEHKH Ha OCHOBE MPUMEHUMBIX
MOJIXOJIOB U METOJIOB OLIEHKHU.

I[IK 4.3. O600mare pe3yabTaThl, MOJyY€HHbIE MOJXOAAMHU, M JaBaTh OOOCHOBaHHOE
3aKJIFOUYeHrE 00 UTOTOBOM BEJIMYMHE CTOMMOCTH OOBEKTA OLIEHKH.

[IK 4.4 PaccuuTbhiBaThb CMETHYIO CTOMMOCTb 3[JaHMM M COOPYXEHMH B COOTBETCTBUHU C
JEHCTBYIOIIMMH HOPMaTHUBaMH U MTPUMEHSIEMbIMU METOIUKAMHU.

I[IK 4.5 KnaccupuuupoBaTb 3JaHHUS M COOPYKEHHS B COOTBETCTBUU C TNPHUHITOM
THUITOJIOTHEH.

I[IK 4.6. OdopmiaTh OLEHOYHYIO JOKYMEHTAIMI0 B COOTBETCTBUU C TpPEeOOBaHUAMHU
HOPMaTHUBHBIX aKTOB, PETYJIUPYIOLIUX TPABOOTHOLIEHHS B 3TOM 00IaCTH.

1.4. PexoMeH1yeMoe KOJIUYECTBO YACOB HA OCBOEHHUE NMPOrPaAMMbI AUCHUIINHBI:

MaKCHUMaJIbHOHM yueOHOI Harpy3ku oOydaromierocsi __70___4acoB, B TOM YHCIIE:
00s13aTeNIbHOM ayTMTOpHON yueOHOM Harpy3ku oOyuaromerocsi __48  wyaca;
CaMOCTOSTENIbHON paboThl 0Oy4Jaromerocs 22 Jaca.



2. CTPYKTYPA U COIEP)KAHUE YYEBHOM JUCHUITIINHBI
2.1. O0beM V4eOHOM TUCHNILINHLI M BUABI VYE€0HO0I padoThl

Buj yueOHoii padoThl Oovem uacos
MakcumaJsibHasi yueOHasi HAarpy3Ka (Bcero) 70
Oo0s3aTe1bHAs ayIMTOPHAsA YueOHasi Harpy3Ka (Bcero) 48
B TOM YHCJI€:
TEOPETHIECKOEe 00yUeHHE 8
IPAKTUYECKHUE 3aHITHSI 40
- U3 HUX B aKTMBHBIX U MHTEPAKTUBHBIX (pOopMax MpoBEIEHUsI 3aHATUI 2
CamocTosiTesibHAast pa6oTa 00y4aionierocsi (Bcero) 22
- U3 HUX B aKTMBHBIX U MHTEPAKTUBHBIX (popmax 6
B TOM YHCJI€:
Pabota ¢ yueOHOIi U crienuanbHON JIUTEPATYPOil, HHTEPHETOM.
Pemienne npakTHYeCKUX U CUTYAI[MOHHBIX 33]a4 C IPUMEHEHUEM
3JIEKTPOHHOT'O O0Y4EeHHUS
[ToaroroBka K MpakTH4eCKUM paboTam

IIpomesrcymounas ammecmayus 6 popme oughgepenyuposanno2o 3avema

Ilepuon ocBoenust nporpammsl: 11 kypce, 4 cemecTp

AXTHBHBICE M MHTEPaKTHBHBIC (OPMBI pEamU3yIOTCSd B BHJE PELICHHUS CHTYaI[HOHHBIX
3aj71a4y ¢ MPUMEHEHHEM 3JICKTPOHHOTO 00ydeHHs (BHEayauTOpHas paboTa), aymuTopHas pabora —
00Cy>K/IeHHE PEIICHHs CUTYal[HOHHBIX 3a/1ay.



2.2. TemaTnuyecKN IJIAH U coJep:KaHNe YUeOHON TucUUIIMHBI JJOKyMeHTallMoHHoe o0ecnieyeHue YIpaBJaeHus
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1 BBenenue 2 - - - 2 - -
2 JIOKyMEHTHPOBaHUE YIIPABJICHYECKON ACSITEIBHOCTH 2 18 2 - 20 10 4
3 Opranmzaiys padoThl ¢ TOKYMEHTaMHU 4 18 - - 22 12 2
JlnpdepeHunpoBaHHbIi 3aueT - 4 - - 4 - -
HNTOI'O: 8 40 2 - 48 22 6
HanmeHoBaHue Copnepxanue y4eOHOro MaTepuaJa, 1a00paTopHbIe U MPaKTHYeCKHe padoThbl, CAMOCTOAATEIbHAS Yposens
pa3esioB U TeM paboTta obyuarnuxcs, KypcoBasi padot (IpoeKT) (eciu npedycmompensl) OCBOEHMS
1 2 4
BBenenne Copeprxanue yueOHOTo MaTepuaa 1
1 | Conep:kanue IMCUMILIMHBI W ee PoOJb B TMOATOTOBKe cnenuaaucra. CBsisb ¢ JAPYrHMH
o0menpogeccHOHAIBHBIMUA M CHeNMAJbHBIMUA aucuMIuinHAMu. Ileawn, 3agaum M npuHOHMNBI
AOKYMEHTALIMOHHOI0 o0ecnevyeHusi ynpapjieHus. JlokymeHTanimoHHoe odecnevyeHne ynpaBJieHHs
KaKk (YHKOMS ynpaBjieHHsl, B3aUMOCBA3b C JAPYruMH (QyHKOUSIMH ylpaBJieHHS.
JlokyMeHTAaLMOHHOe o0eclneyeHHe YIPABJIeHHs KakK cHcTeMa PpadoTbl ¢ JOKYMEHTaMH.
CoBpeMeHHBIC Tpe0OBaHHSI K €ro OpPraHM3alMH, K INPHMEHEHUIO COBPEMEHHOH OQHCHON u
BbIYHC/JIMTEIbHONH TeXHUKH.
Pazpea 1. JloKymenmupoganue ynpagienueckou 0eamenpbHocmu
Tema 1.1. Copeprxanue yaeOHOTO MaTepuana




Ilousitue o

1 | «Andopmanus» U «IOKYMEHT», «JICKTPOHHBII NOKYMEHT». YHH(PHKAUHMA U CTAHAAPTH3ALMSA

AOKYMEHTAaX. AOKYMeHTOB. DyHKIMHU JOKYyMeHTOB. O01as Kiaccupukanus 10KyMeHTOB. /lokymeHTHpOBaHMe.
IIpusnaku n Cnoco0b1 fokyMeHTHPOBaHMA. OpUrHHAJ JOKYMEHTA, €ro NPU3HAKH. YMHOKCeHHbIC¢ OPHTHHAJIBI.
CTPYKTYypa Crpykrypa nokymenrta. PekBuzut. @opmyasip rokymenta. @anbcupukanus 10KyMEeHTOB.
AOKYMEHTa.
Tema 1.2. Coiepkanne yaeOHOTro Marepuaa

OO0mue TpedoBaHNs
K 0popMJIEHH IO
AOKYMEHTOB.

l\:I ~

2 | Xapakrepucrtuka, cocraB u coaep:xkanume I'OCTa P. 6.30-2003. YHuduuupoBanHasi cucrema
OPraHM3alMOHHO-PACNIOPSIAUTENbHOI JoKyMeHTauuu. TpedoBaHusi K 0(popMiIeHHIO JOKYMEHTOB.
®opmyasp - oopazen OP/l. CocTaB u cxeMa pacnoJio:KeHusi peKBU3UTOB Ha hopmyJisipe-o0pa3sue,
cnocoonl opopmiienusi. biranku 1okymMeHToB. Buabl 0/1aHKOB.

[IpakTryeckue 3aHATHS:

1. OdopmieHre peKBU3UTOB TOKYMEHTOB.

2. CocraBnenue o01ero 6JaHka KOHKPETHON OPraHU3AIMH C YTIIOBBIM U TIPOIOJILHBIM BapUaHTAMHU
pacroIoKeHHsI peKBU3UTOB Ha (popmate A4.

3. CocraBneHue OnaHka CIyKeOHOTO MMChMa KOHKPETHOW OPTaHU3AIMH C YTIIOBBIM U MTPOAOIBHBIM
BapHaHTaMHU PacIOJIOKEHUs PEKBU3UTOB Ha dopmare A 4 u AS.

CamocrosTeapHas padoTa 00yJaromuxcs

1. O3nakomienune ¢ [OCTom P 6.30-2003 «YHuduuupoBaHHbIE CHCTEMBI TOKyMeHTaluu. TpeGoBaHus K
0 OPMIICHHUIO TOKYMEHTOBY.

2. O3HaKkoMIIeHHE ¢ TPeOOBaHUSIMH K O(OPMIICHUIO TEKCTa OPTaHU3AIIMOHHO-PACIIOPSAUTEIBHOTO
JIOKYMEHTA.

Tema 1.3.
IIpaBuna
opopmieHUs
OCHOBHBIX BH/IOB
OpPraHM3alOHHO-
pacnopsANTeJbHbIX
AOKYMEHTOB

Copeprxanue yueOHOTo MaTepuaa

3 | XapaKkTepucTMKa U COCTaB OPraHNU3ALMOHHBIX /JIOKYMEHTOB, Tpe0OBaHUS K MX 0(OpPMIICHHUIO. 3
XapakTepuCcTHKAa M COCTAB PACHOPAJMTEBHBIX JOKYMEHTOB, TPeOOBaHUS K MX O()OPMIICHHUIO.
XapakrepucTMKa M COCTaB HMH(OPMALMOHHO-CIIPABOYHBIX [OKYMEHTOB, Tpe0OBaHUSI K HX
oopmIIeHn10.

IIpakTuyeckue 3aHATHS
4. O3HaKOMJIEHHE C OPraHU3alMOHHBIMU IOKYMEHTAMU OPTaHU3ALNH, AHAJIU3 CTPYKTYPbI UX TEKCTAa,

NPaBUIBHOCTH OQOPMIICHHS TTOJI0KEHH, YCTABOB, JOJDKHOCTHBIX HHCTPYKITHA.
5. OdopmieHne ycTaBa OpraHu3aliy.

6. OdopmiieHne nprkasza 1Mo OCHOBHOM JEATEIHHOCTH H 10 JTUYHOMY COCTaBY.
7. OdbopmneHue 3asBICHUS, CIIPABKH.

8. Odopmiene mpoTokona.

9. Odbopmnenue cnyxeOHbIX TuceM Ha popmare A4 u AS.
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CamocrosTenpHas padboTa 00yJaOIIXCst
1. ITpoBectu cpaBHUTENBHYIO XapakTrepucTuky O/, P/l u UC/.
2. CocTaBiicHHE KOHCIIEKTa: 0COOCHHOCTH O(HIIMAIBHO-ICIIOBOTO CTHUIIS.

Tema 1.4.
IIpaBuia
opopMiIeHUA U
BbIJIAYU KOIIUI

Copeprxanue yaeOHOTO MaTepuana

4 | Buabl konmid, onpegessieMbie cl1oco00M ux BocnpousseaeHusi. Komun, pasinyaembie no cnocody
HX yfaocToBepeHusi. TpeboBanusi K 0popMIICHHIO Pa3JIMYHBIX BU/I0B KOIIMI JOKYMEHTOB.

IIpakTHyecKkne 3aHATUSL:

AOKYMEHTOB 10. OpopmiieHne NoIHON KOMKUU OPHUIIMATIFHOTO JOKYMEHTA, BHITUCKU U3 OPUIIMATIBHOTO JTOKYMEHTA.
CamocTosrenpHast paboTa 00y4aromuxcs:
O3HakomiieHHe ¢ TpeOOBaHUSIMU K O(POPMIICHUIO PA3JIMYHBIX BUI0B KOMMHA JOKYMEHTOB.
Paznea 2. Opzanuzayus pabomol ¢ 0OKymMeHmamu
Tema 2.1. ConepxaHnue yueOHOro MaTrepuaa
TpeGoBanus k 1 | Cayxba JOY, ocHoBHble 3a1auW, (PyHKUHMH, THIIOBbIe CTPYKTYPbI, A0JKHOCTHOW COCTAaB.
OpraHM3anuu Persmamentanusi padorsl cay:x0b1 JJOY. lokymenToo0opor. IIpuHIUNIBI OpraHU3anuu AOKyMeH-
AOKYMeHT0000poTA. Too0OpoTa, ero crpykrypa. Ilpuem wu nmnepBoHayaibHasi 00pa0oTKa JOKYMEHTOB.
IIpenBapurtenbHOe paccMOTpeHHMe AOKYMEHTOB. PaccMoTpeHHMe [OKYMEHTOB PYKOBOICTBOM
opranmzauuu. Perucrpaunusi goxkymeHToB. ®opmbl perucrpauuu. Padora wucnojanureass ¢
AOKYMeHTaMM. JTanbl HcnojHeHusaA. Opranusanuss HHPOPMALMOHHO-CIIPABOYHOH PpadoOThI.
Oprannzanus padoThl ¢ 3JIeKTPOHHBIMU J0KYyMeHTaMH. KOHTPOJIb HCIIO/IHEeHHSI IOKYMEHTOB, ero
Buabl. TexnoJsorusi BereHusi KOHTpoJisi. Ilpuem n 00padoTka MCXOASIIINX JOKYMEHTOB.
IIpakTUyeckue 3aHATHS:
11. PaccMoTpeHne BXOIAIIETO JOKYMEHTA (03HAKOMIIEHHE C TEKCTOM, IPOCTABIIEHUE PE30IIOLHH,
BXOJIALIETO PErHCTPAIIMOHHOTO UHJEKCA, 3alI0JTHEHNE PETUCTPALMOHHON (DOPMBI).
12. [IpueM 1 06paboTKa UCXOAALIMX JOKYMEHTOB.
CamocrodrenbHas paboTa 00yJaromuxcs:
Amnanus cxembl «Oprauuszanus JOKyMEHTO000pOoTay.
Tema 2.2. Copeprxanue yueOHOTo MaTepuasa
Opranunszanus 2 | deno, ¢opmMupoBaHue e, HOMeHKJaTypa aed. Buabl Homenkuaatypol aen. Ilopsimok
onepaTUuBHOIO cocTaBjeHus, 0(pOpMIIEHHs], YTBEP:KICHUs M NPUMEHEHMs KOHKPETHOW HOMEHKJIATYPbI e
XpaHeHHs OPraHM3alMy W HOMEHKJIATYPbl [eJl CTPYKTYPHOIO moJpasjieseHusi opraHuzanuu. OcHOBHbIe
JAOKYMEHTOB. Tpe0OBaHMS K OPraHU3alMH ONEPATHBHOIO0 XPAHEHWs WCIHOJHEHHBIX JIOKYMEHTOB B

neaonpoussoactee. Ilopsinok dopmupoBanusi aen B jaeaonpousBoiacTse. OTBeTCTBEHHOCTHh 3a
COXPAHHOCTH JOKYMEHTOB. XpaHeHHE JTOKYMEHTOB B JeKTpPOHHOIl ¢opme. Cpokn XpaHeHHsI
JAOKYMEHTOB.
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IIpakTryeckue 3aHATHS:

13. O3HaKOMJIEHHE C TUTIOBBIMU M IPUMEPHBIMU HOMEHKJIATypaMu JIel.
14. ®opmupoBaHue Jiejla B COOTBETCTBUM C KOHKPETHON HOMEHKJIATYpOM Jel.

CamocTosTenpHas paboTta o0ydarmuxcs:
CocTaBUTh MPOCKT HOMEHKJIATYPHI IC]I CTPYKTYPHOTO MOAPA3ICIACHUSI.

Tema 2.3. Copeprxanue yaeOHOTO MaTepuana
IHopsaaoxk 3 | Hopsanok yYHWYTOXKeHHS] NOKYMeHTOB. TpeOGoBaHus K OQOpPMJICHHI0O aKTa O BbIICJEHHH K
YHUUTOKEHHS YHHYTOKEHHI0 JOKYMEHTOB, He MOJIeKAINX XPAHEHHIO.
AOKYMEHTOB. JlaGoparopHble pabOThI
[IpakTyeckue 3aHATHSL:
15. CocTaBieHue akTa O BbLACJIECHUN K YHUUTOKEHUIO TOKYMEHTOB, HE MOAJIEKAIIUX XPAHEHUIO.
Tema 2.4. Copeprkanue yueOHOro Marepuana
IToaroroska nes k| 4 | Bugbl apxuBoB. CocTaB MeponpusiTHii NpH MOATOTOBKe JeJ K mepenade B apxuB. IIpaBuia
apXHBHOMY odopmiIeHNS /1eJ] NOCTOSIHHOIO M BPEMEHHOI'0 XPAHECHH S, COCTABJICHHS ONMCH JIeJl.
XpaHeHHIo. IIpakTuyeckue 3aHATHS:
16. IlogroroBka ena K nepeaadye B apXUB OpraHU3allii, COCTABICHUE CIATOYHOM OIUCH.
Tema 2.5. Copeprxanue yueOHOTo MaTepuaa
Opranunszanus S | Buasl rpu¢oB orpaHuvYeHHs J0CTyna K JAoKyMeHTaMm. Opranusanusi padéoTbl ¢ JOKYMEHTaAMHU,
padoThI ¢ HMEIUMMH TIpu( orpaHudyeHus aocryna K HUM. Oco0eHHOCTH y4eTra, perucrpaunmu,
AOKYMEeHTaMH, HCII0JIL30BaHusl, oGopMiIeHNs], Pa3MHOXKeHUsI, (JOPMHUPOBAHMs B Jeja, NepeJadyd B apXuB MU
UMEIIUMH rpud YHHYTOKEHHS.
OrpaHNYeHHs [IpakTudeckue 3aHATUS
AOCTYyNA K HUM. 17. Opranuzanus paboThl ¢ JOKYMEHTAMH, UMEIOLTUMH IPUQ OrpaHUYCHUS JOCTyHa K HUM.
Tema 2.6. ConepkaHne yueOHOTro Marepuaa
CoBpemMeHHBbIC 6 | Uadopmannonnsie TEXHOJIOT M H, uHpopManOHHAsA cucTeMa, HH(poOpMALHOHHO-
HH(OPMALMOHHbIE TeJIECKOMMYHMKAIIMOHHAA  ceThb. CHcTeMbl  yNpaBjeHMsl  JOKYMEHTAMH, CIIPABOYHO-
TeXHOJIOT MU HH(OpManMOHHbIE (CIPABOYHO-IIPABOBBIE) CHCTEMbl, KOMILJICKCHbIEC CHCTEMBbI.
CO31aHMA [IpakTrueckue 3aHATHS
AOKYMCHTOB H 18. Co3ranue JOKYMEHTOB C IMIOMOIIIBIO COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHH.
aBTOMaTH3alHUsA CamocrodrenbHas paboTa 00yJaromuxcs:
AOKYMeHT0000poTa. | Osnakomienue ¢ D3 Ne 149-®3 «O6 undopmanuu, MHGOPMAMOHHBIX TEXHOJOTHSX M 3aIlUTE
nHpopmarumy ot 27 uronst 2006 rona.
Tema 2.7. Conepkanue yueOHOTro Marepuaa




TexHuueckue
cpeacrsa,
HCIO0JIb3yeMble B
AOKYMEHTAIIMOHHOM
ob0ecneuyeHNH
yIpaBJICHUA.

7 | llonsitue «oprrexHuka». KoMmblOTepHbIE CpeACTBAa MOJATOTOBKM JOKYMEHTOB. OCHOBHBIE BUJbBI
OpTaHU3AIlMOHHON TEXHWKH. M3roToBieHNe, KOMMPOBAaHHE W THPAKUPOBaHWE NOKyMEeHTOB. CpeacTa
00paboTtku nokymeHToB. [IpaBuia 6e30macHoi pabOThI ¢ OPITEXHUKOM.

[IpakTryeckue 3aHATUA
19. O3HakoMiIeHHE ¢ pabOTON OCHOBHBIX BUJOB O(DUCHON OPTTEXHUKH.

CamMocTosTeabpHas padoTa 00VUYAOIINXCS:

1. ITonroroBka K 3a4ety

JlndbdepennmpoBanHbIii 3a4eT

Jl1sl XapaKTepUCTHKU YPOBHS OCBOEHUsI yU€OHOro Marepuaia UCHOIb3YIOTCS eIy olue 0003HaueHMs:

1. — o3HaKOMHUTENBHBIN (Y3HaBaHHE paHee N3YYCHHBIX OOBEKTOB, CBOMCTB);

2. — penpoayKTHBHBIH (BBIIOJIHEHHE JESTEIbHOCTH 110 00pas3ily, UHCTPYKIMH WIH IO PYKOBOJICTBOM)

3. — IpOIYKTUBHBIN (TUITAHUPOBAHUE U CAMOCTOSATENILHOE BHIMOJIHEHHUE JACATEIbHOCTH, PELICHNE MTPOOIEMHBIX 33/1a4)




3. YCJIOBUA PEAJIMBALIMUA ITPOT'PAMMBI JIMCHUITINHBI

3.1. TpeGoBaHUsI K MMHUMAJILHOMY MaTepHaJIbHO-TeXHMYECKOMY o0ecrne4eHUuIo
Peanuzanuss  mporpamMmbl  JUCHMIUIMHBL ~ TpeOyeT — Hanuuumsg ~ ydeOHOro  KabuHeTa
JOKYMEHTAIIMOHHOTO 00eCTIeYeHNs yIPaBICHHUSL.

O6opynoBanue yueOHOTO KaOMHETa:

Kabunem ooxymenmayuonnozo obecneyenus ynpagienus

MeGenb ayuropHast

Jocka aynmutopHas

KomruiekT MyJpTHMEIMIHOTO 000PYI0BaHHs], BKIIOUAIOIINNA MYJIbTUMEANANIPOSKTOP, IKPaH
HoytOyx

Touka nocrymna

MS Office

Kaspersky Anti-Virus

Hab6ops! yueOHO-HATIAIHBIX TOCOOHI

ObecneunBaronye TeMaTH4eCKHe WILTIOCTPALIH

Bubnruomexa, uumanvuwiii 3an ¢ 6eixo0om 6 cemsv Unmepnem

Tlomewenue ona camocmosamenvHou pabomsl

MeoGenb

KommproTepHast TeXHHKa ¢ BO3MOKHOCTBIO TIOAKITIOUEHUS K ceTH «MHTepHET» M obecreueHus
JI0CTyTIa B 3JIEKTPOHHYIO HH(POPMALMOHHO-00pa30BaTeIbHYIO Cpeay YHUBEpCUTETA

Kaspersky Anti-Virus;

MS Office

3.2. HNudpopmannonHoe oOecneyeHne o00y4yeHHs1 (IIEpPEeUYEHb PEKOMEHYEMBIX Y4eOHBIX
n3nanuit, UuTepHeT-pecypcoB, JOMOTHUTEIBLHON TUTEPaTyphl)

OCHOBHAS:

KyznenoB, M. H. JlokymenTanmmonHoe obOecnieueHne ymnpasieHus. JloKkyMeHTOoO0poT U
JIeTIOTIPOU3BOJICTBO : YYEOHUK M MPAKTHKYM JJISi CpEAHEro npodeccuoHanbHOro oopa3zoBanus /
N. H. Ky3nenos. — 3-e u3., nepepad. u gom. — Mocksa : U3narensctBo FOpait, 2019. — 462
c. — (ITpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Texkct
anekTponHsbli // OBC HOpaiit [caiiT]. — URL: https://biblio-online.ru/bcode/433861.

Kopnees, U. K. JlokymeHnranmonHoe oOecrniedyeHue ympasieHus + tecTsl B ObC : y4eOHHUK U
MIPAKTUKYM Ui cpenHero npodeccuonansHoro oopazosanus / . K. Kopnees, A. B. [Tmenko, B.
A. Mamrypues. — 2-e u3J., nepepad. u non. — Mocksa : M3natensctBo FOpaidt, 2019. — 384 c.
— (IIpodeccuonanbuoe odpazobanue). — ISBN 978-5-534-05022-6. — TekcT : 37€KTpOHHBIH //
OBC HOpaiir [caiit]. — URL: https://biblio-online.ru/bcode/438491.

[llyBamosa, H. H. [lokymeHTanimonHOE OOECIIEUCHNE YIPABICHUS : YYeOHUK W MPAKTUKYM JIJIs
cpennero npodeccronanpHoro obpazoanust / H. H. IllyBanoBa. — MockBa : M3narenbcTBoO
Opaiir, 2019. — 221 c. — (IlpodeccuonanpHoe obdpazoBanue). — ISBN 978-5-534-00088-7.
— Texker : anekrponHslit // OBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/433679.

JIOTIOJTHUTEIIbHAS :
bsnt, B. C. JlokymenTtanmonHoe obecrieueHue ynpasieHus. FOpuandeckas TeXHUKA @ yaeOHOe
nocobue A cpenHero npogeccuoHansHoro oopazosanus / B. C. bsnt. — 2-e usna., ucnp. u 1011
— Mockasa : U3marensctBo IOpaiit, 2019. — 103 ¢. — (IIpodeccronansuoe obpazoBanue). —
ISBN 978-5-534-08233-3. — Texkctr : snektponHsid // DBC IOpaiit [caiit]. — URL:
https://biblio-online.ru/bcode/441885.

Hoponuna, JI. A. JlokyMeHTaIlmoHHOE OOecreYeHne YIpaBleHus : YYeOHUK M MPAKTUKYM JUIs
cpennero npodeccruonanbHoro oopazosanus / JI. A. Jloporunna, B. C. UputukoBa. — Mockga :
WznarensctBo FOpaiit, 2019. — 233 c. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-
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534-05783-6. — Texkcr : snextponHbld // OBC HOpaiit [caiit]. — URL: https://biblio-
online.ru/bcode/438586.

HNuTepHeT pecypcesbi:

1. JenompousBoactBo. MHpopmanmonHblii mnopTan. [DneKTpoHHbINH pecypc|.—Pexum
noctyna: http://www.dist-cons.ru.

2. JlenonpousBoacTtBo. MHpopmanuonHslii mnoptan. [DneKTpoHHbIH pecypc|.—Pexum
nocrtyma: http://www.funnycong.ru/

3. TlpaBoBoif mopTa; Mo JEIOMPOU3BOACTBY. [DIEKTPOHHBIN pecypc].—Pexum mocrtyma:
http://delpro.narod.ru/

4. ®OHJI OLEHOYHBLIX CPEJCTB JJIS1 MPOBEJAEHMSI IPOMEKYTOYHOM
ATTECTALIMM OBYYAIOIAXCS MO JUCIHUATIINHE

4.1.00mue cBeneHust

Kommnexkr ouenounsix cpeacts (KOC) mnpennazHadueH [Uisi MPOBEPKH  Pe3yJIbTaTOB
ocBoeHust y4eOHoW mucuuruinael OIL05 JlokymeHTanMoHHOE oOecreyeHne yrpaBJIeHUs
OCHOBHOM TpOoQecCHOHANTBHOM 00pa3oBaTebHON MporpaMMbl 1o crnenuanbHocTH 21.02.05
3eMeNbHO-UMYIIIECTBEHHBIE OTHOLIECHHUS.

4.2.I1epeuenn GopMupyeMbIX 3HAHUI, YMEHUH M KOMIICTCHIIHI
B pesynbrare ocBoenus yueOHoi nucuuruinael OI1.05 JlokymeHTanmonHoe odecrieueHne
yhnpaBiieHHsT oOyvaromuidcss JgommkeH oOmagate npeaycmorpeHHsiMu  OI'OC  CIIO  mo

CIEIUAITBHOCTH CIIeTyFOIITUMU YMEHUSIMH, 3HAHUSIMH, KOTOpBIE dhopmupyroT
poecCHOHANBHYIO KOMITETEHITHIO, U OOIIUMU KOMIETCHIIUSIMU:
Yvenus:

V1. opopMIsATh JTOKYMEHTALMIO B COOTBETCTBMM C HOPMATHBHOM 0a30i, HCIONIb3ys
WH(POPMAITMOHHBIE TEXHOJIOTHH;

V2. ocymecTBIsATh ABTOMATU3AILIUI0 00paOOTKH IOKYMEHTOB;

V3. yHupUIMPOBATh CUCTEMBI JOKYMEHTALINN;

V4. ocymecTBIsATh XpaHEHHE U TIOUCK IOKYMEHTOB;

V5. ocymiecTBIATh aBTOMaTU3AIMIO 00pa0OTKH IOKYMEHTOB;

V6. wucnonb3oBaTh  TEIEKOMMYHHUKAIMOHHBIE  TEXHOJOTMM B  DJIEKTPOHHOM
TOKYMEHTO000pOoTE

3nanus

31. monsiTHe, 1eNH, 334a491 W TIPUHIIUIIBI JEJTOTIPON3BOJICTBA;

32. OCHOBHBIE MOHATHS TOKYMEHTAITMOHHOTO O0ECTIEUEeHNUS YIIPABICHHUS;

33. cucTeMbl JOKYMEHTAIIMOHHOTO 00ECTICUeHUS yIPaBIICHNUS,

34. xaccu(UKaLUIo JOKyMEHTOB;

35. TpeboBaHUA K COCTaBICHUIO U OOPMIICHHIO TOKYMEHTOB;

36. opraHu3anuio JOKyMEHTOOOOpOTa: MpHeM, OO0pabOTKY, pErucTpaIdio, KOHTPOJb,
XpaHeHHue I0OKyMEHTOB, HOMEHKJIATypy Jell.

OO0mue KoMneTeHIUN

OK 1. IloHumate CyIIHOCTb U COLIMANBbHYIO 3HAUMMOCTh CBOEH Oyaymieil nmpodeccuu, nposBisITh
K HEW yCTOMYMBBIN MHTEPEC.

OK 2. Ananu3upoBaTh COLUAIbHO-IKOHOMHUYECKHE U TOJUTHYECKHE MpOOIEeMBbl U MPOILECCHI,
HCIIOJIB30BaTh ~ METOJbl I'YMAaHHTAapHO-COLMOJIOTMYECKUX HAyK B  Pa3jIMYHBIX  BHJAX
npodeCCUOHATBFHON U COIMATIbHOM 1eATeIbHOCTH.
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OK 3. OpraHu3oBbIBaTh CBOIO COOCTBEHHYIO JESTEIbHOCTb, ONPEAEISATh METOAbI M CIIOCOOBI
BBITIOJIHEHUS NTPO(ECCHOHANTBHBIX 33/1a4, OLIEHUBATh UX 3((EKTUBHOCTH M KaYeCTBO.

OK 4. Pemares mnpoOnembl, OLIEHUBaTh PUCKM M MPUHUMATh pEIICHHS B HECTaHJIAPTHBIX
CUTYyaIHSIX.

OK 5. OcymiecTBiATh MOUCK, aHATU3 U OLEHKY MH(DOpMAIMK, HEOOXOAUMOM At TOCTAHOBKHU U
peieHus npodeccroHabHBIX 33]a4, NPOPECCUOHATBLHOTO U JIMYHOCTHOTO Pa3BUTHUS

OK 6. PaGoTaTh B KOJUIEKTUBE U KOMaHJle, 00ECIIEYNBATh €€ CIUIOYEHUE, IPPEKTUBHO OOIIATHCS
C KOJIJIETaMH, pyKOBOJICTBOM, TOTPEOUTEISIMHU.

OK 7. CamocCTOATENIbHO OIpeaeaTh 3aJaul NpopeCcCHOHATBHOIO U JMYHOCTHOTO PA3BUTHS,
3aHUMAaThCsl caM0o00pa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIIIIEHNE KBATM()UKALINH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTH B MPO(ECCHOHATEHON AESITEIbHOCTH.

OK 9. VBaxurenbHO M OEpPEKHO OTHOCUTHCS K HCTOPHUUECKOMY HACJIEIUI0 U KYyJIbTYpHBIM
TpajuLUsAM, TOJIEPAHTHO BOCIPUHUMATh COLUAJIBHBIE U KYJIBTYPHbIE TPAJULIUH.

OK 10. CobGmoaTh mpaBuiia TEXHUKH O€30MMAaCHOCTH, HECTH OTBETCTBEHHOCTD 32 OPTaHU3AIUIO
MEpPONPUATHI 1O 00ECTIEYEHUIO OE30IIaCHOCTH TPY/a.

IIpodeccuonanbHbie KOMIETEHUHH

IIK 1.1. CocTaBnaTh 3eMenbHBINH OaaHC paiioHa.

IIK 1.2. IloxmroraBmuBaTh JOKYMEHTAIMIO, HEOOXOOUMYIO JUIsl TPUHATUS YIPaBIEHYECKUX
pELIEHNH 10 SKCIUTyaTallui ¥ Pa3BUTHIO TEPPUTOPUH.

I[IK 1.3. TloroButrh mnpeasoxkeHHss MO OMNPEIENIEHUI0 SKOHOMHYECKOH 3(PPEeKTUBHOCTH
HCIIOJIb30BaHMs UMEIOIIErOCs HEABM)KMMOI0 UMYLIIECTBA.

[IK 1.4. Y4yactBOBaTh B NPOEKTUPOBAHMM W AHAINU3E COLHUAIBHO-3KOHOMHUYECKOTO Pa3BUTHS
TEPPUTOPUH.

[IK 1.5. OcyniecTBasiTe MOHUTOPUHT 3€MEJIb TEPPUTOPHH.

[1IK 2.1. BBINOTHATH KOMIUIEKC KaJaCTPOBBIX MPOLEAYD.

[IK 2.2. Onpenensatbs KaJacTPOBYIO CTOUMOCTb 3€MEb.

1K 2.3. BBINONHATH KaJaCTPOBYIO ChEMKY.

I1K 2.4. OcymiecTBisaTh KaJaCTPOBBIA U TEXHUYECKUH yUeT 0ObEKTOB HEIBUKMUMOCTH.

IIK 3.1. BeimomHsTs paboThl MO KapTorpago-reoie3n4eckoMy OOECIeUeHHUI0 TEePPUTOPUH,
co3/1aBaTh rpauuecKre MaTepraibl

IIK 3.2. Mcnonb30BaTh TOCYIapCTBEHHBIE T€OJE3NUECKUE CETH U UHBIE CETH JUIsSl TPOU3BOJCTBA
KapTorpago-reofe3snueckux pador.

1K 3 3. Mcnionb30BaTh B NPAaKTHYECKON AEATEIbHOCTH T€OMH(DOPMAIIMOHHBIE CUCTEMBI.

[1K 3.4. Onpenenarb KOOPAUHATHI TPAHUI] 3€MEJIbHBIX YYACTKOB U BBIUHUCIISTH UX TUIOIA TN,

1K 3.5. BBINONHAT MOBEPKY U FOCTUPOBKY I'€0JIE3NYECKUX TPUOOPOB M HHCTPYMEHTOB.

IIK 4.1. OcymectBiate cO6op u 00pabOTKy HEOOXOAMMOW M TOCTATOYHOW HH(OpMAIUu 00
00BEKTE OLEHKH U aHAJIOTHYHBIX OOBEKTAX.

[IK 4.2. TIpou3BoAUTH pacyeThl MO OIIEHKE 0OBEKTa OIEHKH Ha OCHOBE MPUMEHUMBIX IOIX0JI0B
U METO/IOB OLIEHKH.

[1IK 4.3. O606mate pe3ynbTaThl, TOJYYCHHBIE MMOAX0aMH, U JaBaTh 000CHOBAHHOE 3aKIIOUCHUE
00 UTOTOBOM BETMYMHE CTOMMOCTH OOBEKTa OLCHKH.

I[IK 4.4. PaccunTbhiBaTh CMETHYK) CTOMMOCTHb 3IaHMM M COOPYXEHHMH B COOTBETCTBHM C
JEMCTBYIOIIMMH HOPMaTUBAMH U IPUMEHSIEMBIMU METOIUKAMHU.

[1K 4.5. KnaccuduuupoBars 37aHHUSI U COOPYKEHUS B COOTBETCTBUU C MPUHSATONU TUIIOJIOTHEM.
I[IK 4.6. OdopMiaATh OICHOUHYIO JOKYMEHTALMI0O B COOTBETCTBUH C TpeOOBaHUSAMU
HOPMaTHUBHBIX aKTOB, PETYJIHPYIOLIUX TPABOOTHOLIEHHSI B 3TOM 00JIaCTH.

KOHTpOJ’IBHO-OHeHO‘IHLIe Cp€ACTBA BKIIFOYAIOT KOHTPOJIbHBIC MaTCPUaJIbl JJI ITPOBEACHUA
TeKy'H_[Cﬁ )51 HpOMC)KyTO‘-IHOfI aTTCCTalnu.
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Hrorosoit bopmoii arTecTaluu o yaeOHOU JHUCLUIUINHE SIBIIAETCSA
ougpepenyuposannvlil 3auem.

CryneHThl AOMYCKAIOTCS K 3a4eTy IMpPU HAIMYUU PE3yJbTaTOB TEKYIIEH arTecTaluu,
MPETYCMOTPEHHBIX YUEOHBIM IJIAHOM COOTBETCTBYIOIIETO CEMECTpA.
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4.3. PE3YJIbTATBI OCBOEHUSA JUCIHUIIVIMHBI, TIOVIEKAIIIUE ITPOBEPKE

B pesynbrare arrectanuu 1o y4eOHOW IUCIMIUIMHE OCYIIECTBIISIETCS KOMILJIEKCHAs MPOBEpKA CIEAYIOIIMX YMEHHMH W 3HAaHUM, a TaKxke

TUHAMHKa GOPMHUPOBAHUS OOIIUX KOMIETCHIIUMN:

Pe3yabTathl 00y4eHus
(ocBOeHHBbIE YMEHMNSI, YCBOEHHbIE 3HAHUS)

IToxa3aTesn OLEHKH pe3yJbTaTa

DopMBbI U METOAbI
KOHTPOJISI M OIIeHKHU
pe3yJbTaTOB 00y4eHHs

Ymvenusi:

V1. opopMasTh AOKYMEHTALMIO B COOTBETCTBUHU C
HOpMAaTHBHOM 0a30i, Hcmoyib3ys MHGOPMAIMOHHBIE
TEXHOJIOTHH;

V2. ocymecTBiIsTh
JIOKYMEHTOB;

V3. yauunupoBaTh CUCTEMBI IOKYMEHTAITUH;

V4. ocymecTBIIATh XpaHEHUE U NIOUCK JOKYMEHTOB;

aBTOMAaTU3alUI0  00paboTKU

V5. ocyuecTBiATh aBTOMaTH3alMi0  00pabOTKH
JIOKYMEHTOB;
Vve. WCITOJIB30BaTh TEJIEKOMMYHHKAIINOHHBIE

TCXHOJIOTHH B BJIGKTPOHHOM ,Z[OKYMCHTOO60pOTe
3Hanus

31. IIOHATHC, cu, 3aaa4yu u IMPUHIUITBI
JACJIOIIPOMU3BOACTBA,
32. OCHOBHBIC IIOHATHA AOKYMCHTAIITUOHHOT'O

oOecriedyeHus ynpaBJeHUs;

33. cuctembl JOKYMEHTAIIMOHHOTO OOECTICUCHHSI
yIpaBJICHUS;

34. knaccu(uKanuio JT0KyMEHTOB;

35. TpeOoBaHHMS K COCTaBJICHHIO U OGOPMIICHUIO
JTIOKYMEHTOB;

BBIOOp  BHJIBI
NeSITeNIbHOCTH;
000CHOBAHHOCTbH BHIOOpA M ONTUMAJIBHOCTH COCTaBa
MCTOYHUKOB UH(POPMAIUH [T pelIeHUs PpodhecCuOHAIbHbIX
3a71a4 U caMooOpa30BaHMs;

ONEPAaTHBHOCTh  TOWCKA  HEOOXOIUMOM
HCIIOJIb30BaHUEM PA3IIUMUYHbBIX CPEJICTB;
oopmiieHne TOKYMEHTOB B COOTBETCTBUU C DenepanbHbIM
3akonoM «O0 wuH(pOpManyu, WHPOPMATHU3AMK M 3aAIIUTE U
uHGbOpMAIII,

AOKYMCHTA JJIA OIpeaACJICHHOTO Buaa

uHpOpPMAIIMH  C

pe?)y.]'IBTaTI)I BBIITOJTHCHUA
MPaKTUYECKUX 3aJJaHUuM U
CaMOCTOSTEIBLHOMN
paboThI

pacro3HaHKe THIIA COOTBETCTBYIOIIETO TOKYMEHTA;
oopmieHne NOKYMEHTOB B COOTBETCTBHU ¢ DenepanbHbIM
3akoHoM «0O0 wuHpopManuu, WHPOPMATH3ALMU U 3alUTE U
nH(pOpMaIIN»;

opraHuszanys AO0KyMEHTOOOOpOTa € MCIIOJIb30BAHUEM CPEICTB
TEJIEKOMMYHUKAIIH

BBIOOP METO/Ia pEerucTpaliy T0KyMEHTOB;

pesynLTaTm BBIITOJTHCHUA
MPaKTUYECKUX 3aJJaHul U
CaMOCTOSTEIBLHOMN
paboThI

dopMUpOBaHUE J€]a B COOTBETCTBUU ¢ HOMEHKJIATYpO#l Ael.
Odopmienue nena K cjaue B apXuB.

pe3yJIbTaThl BBINOJIHEHUS
MPAaKTUYECKUX 3aJaHUN U
CaMOCTOSITEJIbHON
paboThI
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36. opraHmM3andio  JOKyMEHTOOOOpOTa: TpHEM, HOHMMAHME U OCO3HAHHE POIM JOKYMEHTOB B )KU3HH Ye€lOBEKa | OMPOC, OLICHKA
00paboTKy, pEerucTpaiui, KOHTPOJb, XpaHCHHE 1 o0miecTBa, B chepe yrnpasieHus U MpodhecCHOHATBHOM pEe3yJIbTaTOB
JAOKYMCHTOB, HOMCHKJIATypy HCJI. JEeSTeNbHOCTH, UX OCHOBHBIX (DYHKLUH, cIOCOO0OB CaMOCTOATEIIbHOM
JTOKYMEHTHPOBAHHSI, paboThI
O6umue KoMmeTeHIHH XapaKTEePUCTUKA BUIOB JOKYMEHTOB;
OK 1. HOHHMim’ CYIIHOCTE ~ M COLMATLHYIO pacro3HaHWe BHJA JOKYMEHTa JUIsl OMNPEICICHHOTO BHJA | OIPOC, OIlCHKA
3HATHMOCTb CBOCH Oymyiieit mpodeccuu, IpOsIBISATH eSTENBHOCTIL: PEAYILTATOR
gﬁeg fTOHqHBHH HHTCpecC. IOHATHE M OTIMYHMS OPraHU3AIMOHHBIX H PACIOPSIUTEIbHBIX | CAMOCTOATEIEHOMU
. AHATM3UPOBATH COIMATBHO-3KOHOMHUYCCKUE H . paGoTEI
MOJINTUYECKHE POOJIeMBI u TPOIIECCHI, AOKYMCHTOB,
HCHOTB30BATE METOEI IyYMaHUTAPHO- nepeynciiecHue ©W  npaBwia  oQOpPMIICHHS ~ PCKBHU3HMTOB
COLIMOJIOTHYECKUX ~HAYK B  pasiMYHbIX  BHIaX AOKYMCHTOB,
1po(ecCHOHATBHOM M COUAIBHOI JAeATeTEHOCTH. MPUMEHEHNE 3HAaHU OCHOBHBIX BUJIOB U pazHoBuaHOcTe OPJI; | ompoc, OIICHKa
OK 3. OpraHu3oBblBaTb CBOK  COOCTBEHHYIO PC3yILTATOB
JIeATEeILHOCTh, OINPEACNATb METOAbl M CIIOCOOBI CaMOCTOATENILHON
paboThI
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BBITTOJIHEHHUS TIPO(ECCHOHATBHBIX 3a/1a4, OIICHUBATh
uX 3 PEKTUBHOCTb U KAYeCTBO.

OK 4. Pewars npoOiembl, OLIEHUBATb PUCKH H
INPUHUMATH PEIICHUS B HECTAHAAPTHBIX CUTYaIUX.
OK 5. OcymiecTBisiTh MOUCK, aHAIU3 U OLEHKY
uHpOpPMaIUK, HEOOXOAUMOW Ui MOCTAaHOBKH H
pemeHus npodeCCHOHATBHBIX 3ajad,
po¢eCCUOHATBHOTO ¥ IMYHOCTHOTO PAa3BUTHUSA

OK 6. PaGoratb B KOWUIEKTUBE M KOMaHIIE,
oOecrieunBarh ee crioueHue, 3QHEeKTUBHO 00IIATHCS
C KOJUIETaMH, PyKOBOJICTBOM, TIOTPEOUTEISIMHU.

OK 7. CaMOCTOATENBHO  ONPENENATh  3ajadu
npoeCCHOHATBHOTO ¥ JIMYHOCTHOTO — Pa3BUTHA,
3aHUMATHCS caMo00pa3oBaHUEM, OCO3HaHHO
TUTAHUPOBATH TIOBBINICHHE KBATH(PHUKALINH.

OK 8. DbbITh TOTOBBIM K CMEHE TEXHOJOIMil B
poeCCHOHATBHON IEATETLHOCTH.

OK 9. VYBaxurenbHO U OEpEeKHO OTHOCHUTBCS K
HUCTOPUYECKOMY  HACICOUI0 W KYJIBTYPHBIM
TPaTULMSM, TOJIEPAHTHO BOCIIPUHUMATh
COITMAIIbHBIC U KYJIbTYpHBIC TPAJIHIINH.

OK 10. CoOmonathb IpaBWwjla  TEXHUKH
0e30I1acHOCTH, ~ HECTU  OTBETCTBEHHOCTh  3a
OpraHu3alMI0  MEpONpHUATUH 10  00eCHeYeHUIO
0€30MmacHOCTH Tpy/ia.

IIpodeccuonanbHbIe KOMIIETCHUHH

IIK 1.1. CocTaBisTh 3eMeNbHBIN OalaHC palioHa.

IIK 1.2. IToaroraBiuBarh JIOKYMEHTAIUIO,
HEOOXOMUMYIO JUI TPHHATHS  YIPaBICHYECKUX
pelieHni M0  3KCIUlyaTallid M Pa3BUTHIO
TEPPUTOPHIA.

IIK 1.3. T'oTOBUTH NpENIOKEHUS IO OIPEIEIECHUIO
SKOHOMUYECKON 3(P(HEKTUBHOCTH  HCIIOJIB30BAHUS

— 3HaHue 3akoHa «O MepCOHANBHBIX JAHHBIXY;
— pacro3HaBaHUE BUAOB CIYXKEOHBIX JOKYMEHTOB;
— CHocOOBI PETUCTPALIMU BXOAALICH TOKyMEHTAIlUU
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4.5. OIEHKA OCBOEHUS YYEBHOM JUCIHUIIJINHBI

Kontpons u oOlleHKa pe3ylbTaTOB OCBOCHUS JTUCIHHUIUIUHBI  «J[OKyMEHTallnOHHOE
o0ecriedeHne yIpaBIeHUsD OCYIIECTBISIETCS MPEoJaBaTelieM B IPOIIECCE TPOBEICHHUS:

— MPaKTUYECKUX (CEMUHAPCKUX) 3aHATHH,

— TECTHPOBAHWSI,

— ormpoca,

— BBINOJIHEHUS CTYAEHTaMH CaMOCTOSITEIbHON paboThl, HHIMBUIYaIbHBIX 3aJaHUN U T.1I.

TecTupoBaHre HampaBlIeHO Ha MPOBEPKY BIAJCHHUS TEPMHUHOJIOTHYECKHM ammaparoM H
KOHKPETHBIMH 3HAHUSIMH B O0JACTH 1O AMCIUIUIMHE. TecTHpOBaHWE 3aHUMAET YacTh Y4eOHOTO
3anatus (10-30 MUHYT), TPaBUIIBHOCTH PELICHUs pa30upaeTcs Ha TOM K€ WIH CIEIyIOIIeM 3aHITUH;
4acTOTa TECTUPOBAHMUS OTIPEIIEIISETCS TPETIOIaBATEIIEM.

Ha cemuHapckux 3aHATHSX OCYIIECTBISETCS 3alluTa MPEICTaBICHHBIX pedepaToB
(ToKIJIaZOB, TIPOEKTOB), TBOPYECKUX PAOOT MITM BHICTYIUICHHH CTY/ICHTOB.

[TpakTrueckue 3aHATHS POBOAUTCS B YACHI, BbIJCIIEHHBIC YIEOHBIM TUIAHOM TSl OTPAOOTKU
MPAaKTUYECKUX HABBIKOB OCBOCHHS KOMIICTCHIIUSIMH, U TIPEAINOJAararoT aTTEeCTAIlHI0 BCEX
00yJaromuxcs 3a KaX10€ 3aHITHE.

CobecenoBaHre TMOCPEICTBOM HCIIONB30BAaHUS YCTHOTO ONpOCa HA 3aHATHUH TI03BOJISIET
BBISICHUTH 00BEM 3HAHUH CTYJICHTA 10 OIIPENIeTICHHON TeMe, pas3jieny, Ipobieme.

Joknan, cooOmieHne SBISETCS TMPOIYKTOM —CaMOCTOSTENbHON  pabOThl  CTyHeHTa,
MPEICTABISIOMUNA cO00M MyOMUYHOE BBICTYIJICHHE MO MPEJCTABICHUIO MOIYYCHHBIX PE3YJIbTaTOB
pelIeHus ONPeCICHHON Y4eOHO-TTPAKTHYECKOM, YIeOHO-UCCIIeI0BATEIbCKON MTH HAYYHOW TEMBI.

[TpogykToM camMOCTOSTENbHON paboThl CTyIEHTa, SBISETCS W pedepar, MpeacTaBISIIOIINN
co0o# KpaTkoe W3JI0KEHHE B IMMCbMEHHOM BHJIE TIOYYEHHBIX PE3yJIbTAaTOB TEOPETHUECKOTO aHaHM3a
OTpe/elICeHHON Hay4YHOl (y4eOHO-HMCCIeIOBaTeIbCKONM) TEMbI, I/€ aBTOpP pacKpbiBaeT CYTh
MCCIIEyeMOM MPOOJIeMbl, IPUBOANUT PA3TUYHBIC TOUYKH 3PEHHs, a TaK)Ke COOCTBEHHBIC B3IJIIIABI HA
Hee.

[ToaroroBka CTyAEHTOM MPE3EHTALMH TIO3BOJISIEM OLIEHUTH YMEHUE 00YyUYaIOIerocs HaTJsIHO
U3Narath CyTh MOCTaBIECHHOW MPOOJIEMBI, CAMOCTOSTENILHO MPOBOJUTH aHAJIN3 ATON MpPOOIEMBI C
WCTIONB30BaHUEM HMH()DOPMAMOHHBIX M KOMITBIOTEPHBIX TEXHOJIOTHMH H  aHAJIMTHYCCKOTO
WHCTPYMEHTapUsl COOTBETCTBYIOLIEH IUCIMIUIMHBI, JelaTh BBIBOIBI, 00O0OIIAIOIIHE aBTOPCKYIO
MTO3UITUIO TI0 TTOCTABJICHHOM mpobiemMe.
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4.6. Tunosbie 3alaHus 1JIsl IPOBEACHUSA TeKymei/i H l'[pOMC)KyTO‘lHOﬁ aTrecralum 1o
AUCHHUIIJINHE

1. TPAKTUYECKHUE (CEMUHAPCKUE) 3AHATHUSI.
1. IIpakTnyeckoe 3ansitue (ceMuHap): «OCHOBHbIE MOHSATHSA 1€JTONPOU3BOACTBAY.

Bomnpocel 1151 00CyKaeHus:

[TonsTHe nenonpons3BOACTBA.

[Ipenmer nenonpou3BOJCTBA.

HOHSITI/IG I[OKYMGHTa, OCHOBHBIC BHUbI IIOKyMeHTOB.
OYHKIMU JOKYMEHTA.

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

M

2. Ilpaktu4eckoe 3ansitue (cemuHap): «Mcropusi pa3BuTHS 0TEe4eCTBEHHOIO
AeJI0NPOU3BOACTBAY.

Bomnpocs! 1151 00CcyKaeHus:

1. OO61as xapakTepucTUKa JeJI0NPOU3BOICTBA B JpEBHEPYCCKOM roCy1apCcTBE, BUIbI
JIOKYMEHTOB B 3TOT IIEPUO/L.

XapakTepucTHKa IPUKA3HOTO AEIONPOU3BOJICTBA.

Komnexckoe nenonpon3BoactBo B Poccun. Pedopmer Iletpa 1.

MunucTepckoe AeIonpon3BOICTBO B yupexkaeHust Poccun. Pepopmbr Anexcanapa 1.
XapaKTepUCTHKa roCyIapCTBEHHOIO 1e101pon3BocTBa B COBETCKYIO JIIOXY.

A

3. IlpakTtuyeckoe 3aHsiTHE (ceMHHAP): «OpraHu3amus cayxKObI 1eJ0NPOU3BOACTBAY.

Bomnpoce! 1151 00CyKaeHus:

. [lonsiTne u 3HaUCHHE CIYkKOBI TOKyMeHTarmoHHoro odecnieueHus (CJ1O).
. Opranuzaronsasie GOpMbI pabOTHI ¢ TOKYMEHTaMH, UX OCOOCHHOCTH.

. «YTIpaBlieHUE JIeJIaMI», €T0 COCTaB U (PYHKIIHU.

. «O0mMit oTIC», €r0 CTPYKTYpA.

. [lonsitne, PyHKIIMU ¥ COCTaB KaHIEISIPUH.

. XapakTepucTuka paboTsl cekpeTaps-pedepeHTa.

AN N AW —

2. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBenb A.

Buvibepume seproe ymeepocoenue

1.TpeboBanuss K OGOPMIICHHIO OPTraHHW3AIMOHHO-PACIIOPSIUTEIBHBIX  JIOKYMEHTOB
ycranasiuBaeT I'OCT P 6.30 — 2003

2. B npunoxxennn k 'OCT P 6.30 — 2003 nanbr o6pasiibl 6JaHKOB TOKYMEHTOB

3.B oprammzammm TIO YCMOTPEHHIO PYKOBOJCTBA JIOJDKHA OBITH pa3zpaboTana
WHIUBUTyJIbHASI MHCTPYKIIHS TI0 JISJIOTPOU3BOICTBY

4. Opranu3alOHHO-TIPABOBBIC IOKYMEHTBI, KaK MPAaBUIIO, MIOJICKAT YTBEPKICHUIO

5. B opranuzaiimoHHO-IIPaBOBbIE JOKYMEHTHI MOYKHO BHOCUTH U3MECHCHHUS

Buvibepume npasunvhwviti omseem.

K xaxnomy 3amanuio naHbl 3 BapuaHTa OTBETA, W3 KOTOPHIX TOJLKO OJUH BepHBIH. B
OJaHKe OTBETOB MMOCTABHTE IO HOMEPOM 3a/IaHusl OYKBY OTBETA, KOTOPHIN Ha Balll B3TJISA SBISCTCS
MIPaBUIIBLHBIM.

1. B coctaB opranu3aliiOHHO-IIPABOBBIX JOKYMEHTOB HE BXOJHT. ..
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a) yCTaB OpraHu3aluu

0) IWTaTHOE paclucaHue

B) IIpHKa3

2. Kakue pacnopsauTenbHble IJOKYMEHTHI MOXeT wu3znaBarh llpesuneHt Poccuiickoit
Odenepanuun?

a) yKasbl

0) pactopspKeHUs

B) IIOCTAHOBJICHUS

3. JIOJKHOCTHASI MHCTPYKIMS COTPYIHHKA. . .

a) TOJVICKUT YTBEPKICHHUIO

0) He yTBep)KIaeTcs

B) YTBEP>KJIA€TCs 110 YCMOTPEHUIO PYKOBOJIUTENS

4. Kakoif HOpMaTUBHBIA JOKYMEHT OIPEACIIIeT 00sI3aHHOCTH COTPYTHUKA?

a) llItatHoe pacniucanue

0) YcraB npeanpusaTus

B) JlOJDKHOCTHASE HHCTPYKIIHS

5. TunoBble JOKYMEHTBI HOCHT ... XapakTep

a) 00s3aTeIbHBIH

0) peKOMEH1aTeIbHBIN

B) 03HAKOMUTEJIbHBIN

6. B kakom nanexe GpopMynupyeTcs 3arojJoBOK K TEKCTY JOJHKHOCTHOM MHCTPYKLIUN?

a) B IMCHUTEILHOM

0) B pOIUTEIILHOM

B) B IIPEVIOKHOM

7. Kakoi JOKyMEHT HE SIBJISICTCS] pa3HOBUIHOCTHIO KOTHU?

a) YePHOBUK

0) oTIyck

B) nyOnuKar

8. JlokyMeHT, BbI1aBa€Mblid B3aMEH YTEPSIHHOTO U UMEIOIIUIA CHITY MOJIMHHUKA,

Ha3bIBAETCH. ..

a) KOIUs

0) oTmyck

B) qyOnuKar

9. JIokyMeHT, OKOHYATEIbHO O()OPMIICHHBIN U MOIMCAHHBIN, HA3BIBACTCA. . .

a) TIOJUTMHHHK

0) oTmyck

B) qyOnuKar

10. VI3meHeHus ¥ JOTIOJIHEHUS B JOJDKHOCTHYIO MHCTPYKIIMIO BHOCATCA. . .

a) TOKJIQTHOM 3aIMCKOM

0) IpUKa30M PYKOBOJHUTEIIS

B) CIPaBKOIl COrmacoBaHus

Yposens B.

Bcmaswme nponywennvle 6 mexcme cnosa.

1. OKY]] — Obmepoccuiickuii KiraccupukaTop

2. YcraB opranuzaluy — paBoOBOM aKT, ONPEAEISIOIHIA

3. JIOmKHOCTHAsE MHCTPYKIHMS — IPABOBOM aKT, W3/1aBaeMbld OpI‘aHI/ISaHI/IeI/I B IEJISIX
perimaMeHTaluy OpraHu3allMOHHO-IPABOBOI0 MOJI0KEHUs pabOTHHKA, €ro

, , H 00ecleYnBaronni

ycnoBus 11 ero 3G GEeKTUBHOM pabOTHI.

4. llpaBunma BHYTPEHHEro TpYAOBOIO  paclopsaka — O3TO IPaBOBOM  axT,
perimaMeHTUPYIOIIHIA .

5. JIOKyMeHTBI KIaCCUPHUIUPYIOT:

no eudam: OpraHu3alliOHHO-PACIIOPAIUTENbHBIE,
, 110 INYHOMY COCTaBY;
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no ¢hopme: MHIUBUIYATbHBIC, , TAOJMYHBIE, TEKCTOBBIC, AaHKCTHBIE,
TpadaperHsie;

no npoucxoxcoenuro: opUIuaIbLHBIC U

1o Mecmy NpoUCX0HCOeHUsL: U BHYTPCHHHE;

no CPOKAM XpaneHus: TOCTOSTHHOTO CPOKa XpaHEHHS, BPEMEHHOTO

( ), BPEMEHHOTO ( );

no 2nacHocmu: CEKPETHBIC U ;

no cpeocmeam ¢hukcayuu: PyKOIMUCHBIE, , rpaduueckue,
, DOTOKMHOIOKYMEHTHI,
no cMaousimM co30anUsl; OPUTHHAIIBI, YSPHOBUKH, ,

, , TyOJTMKaTHI;

no CPOUHOCMU: U HECPOYHBIC;,
N0 HAUMEHOBAHUIO:

TECT 2.

Yposens A.

Buibepume eproe ymeepoicoenue

1.City>xe0HOE 1oJIe JOKYMEHTA MPeIHA3HAYCHO JIJIsl HAHECCHHMSI CTICIIUaThbHBIX
M300paKeHHM

2. [TocTosAHHBIN PEKBU3HUT — PEKBU3UT, HAHECCHHBIN MPH N3TOTOBJICHUH OJIaHKa

3. [lepeMeHHBII peKBU3UT HAHOCUTCS IIPU COCTABIIEHUHU JOKYMEHTa

4. JIeBoe 110JI€ MOXKET OBITH YBEITMYCHO

5. CTpaHuLIbl TOKyMEHTa MOKHO HyMEpOBaTh Ha HIKHEM II0JIe JIUCTa

6. YCTaHOBIJICHO JIBa BapHAHTA PACTIONOKEHHUSI PEKBU3UTOB Ha OJIaHKaX

7. Ha 6nankax ogopmiiseTcs TOJIbKO MepBasi CTpaHHIla JOKYMEHTOB

8.PexBu3uTHI O1aHKa opranu3anuu cyobekra PO MoxHO 0()OpMHUTH TONBKO HA
HAI[MOHAJILHOM $SI3bIKE

9.Ha Gnanke MOXKHO TOMECTHTDH COKpAIIEHHOE Ha3BaHHE OPraHU3aINH, JaXKe €CITH OHO He
3aKpeIIeHO B YCTaBe 3TOW OpraHU3aliu

10. JIokyMeHT HE MOXKET COJepkKaTh 0oJiee YEThIPEX aAPecaToB

11. lokyMeHT MOKET ObITh YTBEPKIEH JOJDKHOCTHBIM JIULIOM

12. B xoHIIe 3aro/IoBKa K TEKCTY JJOKYMEHTa TOUKa HE CTABUTCS

13. K moxymeHnTam, opopmiaeHHBIM Ha (popmaTe A5, 3aroJJOBOK K TEKCTY HE COCTABIISICTCS

14. Texct noxkymenTta Ha ¢popmare A4 odopMisieTcst uepe3 MoATOpa UHTEpBaja

15. TekcT 1OKyMEHTa MOKET OBITH MPE/ICTaBlIeH B (hopme TaOIUIIbI

16. KonnuecTBo JUMCTOB B MIPUIIOKEHUH K TEKCTY HE YKa3bIBAETCS

17. B pacumdpoBKe MOJMUCH HHULIMAJIBI BCETIa CTOST 10 (paMuiiuu

18. JlokyMeHThI (hUHAHCOBOTO XapaKTepa MOTYT UMETh JIBE TIOANUCH

19.0T™meTKa 00 MCTIOJIHEHUH TOKYMEHTa MIPOCTABIISETCS B JIEBOM HIXKHEM YTy MEPBOTO
JIUCTA IOKyMEHTa

20.0T™MeTKa O OCTYIUIEHUU IPOCTABISIETCS TOJIBKO HAa MPUCHUIAEMBIX (BXOJSIIHX )
JOKYMEHTaxX

Buibepume npasunvrwviti omeem.

K kasxcoomy 3a0anuto oanvl 3 sapuanma omeema, uz KOMopwvlx mojibko 00UH ephbiil. B
O1aHKe 0meemos nocmasbme noo HOMEPOM 3a0aHus OYK8y omeema, KOmopbwlil Had 6aul 83271510
ABNAEMCS NPABUTTLHBIM.

1. JIuctel HymMEPYIOTCA. ..

a) nocepeHE HUKHETO I10JIs JIUCTa

0) nmocepearHE BEPXHETO MOJIs JINCTA

B) B IIPABOM BEPXHEM YTy

2. Hymepanus crpanui] oopmIisioT Tax. ..

a) 25

0) -25-

B) cTp.25
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3. CKOJIBKO CYIIECTBYET MOJIOXKECHHUH TabysTopa

a)6

0) 8

B) 4

4. OT HyJEeBOro NOJOXKEHUs TadbyasITOpa OQOPMIISIOT. ..

a) HaMMEHOBAaHME BU/IA IOKYMEHTA

0) anpecar

B) rpud yTBEpKIACHUS

5. KakuM HHTEpBAIOM OTIENSIIOT IPYT OT JIpyra peKBU3UTHI U OPOPMIIEHUHU JOKYMEHTa
Ha popmate A4?

a) OJIMHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kaxoii pekBU3UT HE BXOIUT B COCTaB OJIaHKa Muchma?

a) cripaBOYHbIE JaHHBIE 00 OpraHU3aIul

0) MECTO M3IaHUS

B) CChUIKA HAa HOMEP U JaTy BXOJSIIErO JOKYMEHTa

7. J1omKHOCTHO ONaHK SBISETCS pa3HOBHIHOCTHIO

a) oOmiero OiaHka

0) OylaHKa mUchbMa

B) OJIaHK KOHKPETHOTO BU/Ia JOKYMEHTa

8. Moxer i MUHUCTP MOAMUCATH TOKYMEHT, 0(OpMIICHHBIN HA JTOJDKHOCTHOM OJTaHKe
3aMeCTUTENs] MUHHUCTpa?

a) MOXeT

0) HE MOXKET

B) 110 JKEJIaHUIO

9. PekBU3UT «CIPaBOYHBIE TaHHBIE 00 OpraHU3au» 0POPMIISIIOT

a) TOJBbKO Ha OJaHKax MUChMa

0) Ha Bcex OJIaHKax

B) TOJILKO Ha OJIJAHKE KOHKPETHOTO BUAA JJOKYMEHTA

10. Ha Ganke cyobekToB PD pekBU3UTHI 0POPMIISIOTCS

a) TOJILKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HALIMOHAJILHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: pyCCKOM U HAalIUOHAJILHOM

11. Jlata noxkymeHTa oopmisieTcs:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. IIpu agpecanuul 1OJKHOCTHOMY JIMILY HHUIIMAJIBI CTABAT. . .

a) 10 hamMuun

0) ocie dhaMuuu

B) [10 YCMOTPEHUIO CEKpeTaps

13. MecTto u3nanus 10KyMeHTa opopMIIsIeTCS Tak

a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxebHO€ MUCbMO MOXKET COZIepKaTh He OoJiee

a) 4eThIpex aJpecaToB

0) IByX ajJpecaToB

B) TPEX a/IpecaToB

15. 3aronoBOK K TEKCTY COCTaBIISIETCS K IOKyMEHTaM, O(pOPMIICHHBIM. . .

a) Ha opmare A4

0) Ha popmare AS

B) Ha J1I000M opmare
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16. Texct nokymenTta Ha popmarte A4 0hOPMIISIOT..
a) yepe3 OJIMH MHTEpBa

0) uepes moJiTopa UHTEpBaJa

B) uepe3 JIBa MHTEpBaia

17. Pe3omoruio ohopmIser. ..

a) PyKOBOJAUTEINb

0) cexperapb

B) UCIIOJTHUTEb

18. B pexBU3UTE «IIOANKCHY» UHULIMAIIBI CTaBAT. . .
a) 10 hamMunun

0) ocie dhaMuTuu

B) HE UMEET 3HAYCHUS

19. Ot™meTka o mocTyruieHnn oopmIIsieTcs. ..

a) Ha MOCTYMAIOIINX TOKyMEHTaX

0) Ha OTIPABJISIEMBIX TOKYMEHTaX

B) Ha BCEX JIOKyMEHTaxX

20. Pe3ynbraT paccMOTpeHHs TOKYMEHTa PyKOBOAUTEIEM O(pOPMIISIETCS. . .
a) rpudom yTBepIKICHHS

0) pe3oronuei

B) rpu(OM COTTIACOBAHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. ®opmynsip 1oKyMeHTa — 3TO Habop O(pUIHATBEHOTO MUCEMEHHOTO
JIOKYMEHTA, PaCIOJIOKEHHBIX B ONPECIICHHON .

2. biiank mokymeHTa — 310 Habop , UIEHTU(DUIHUPYIOTTUI

O(UIHATEHOTO MMCEMEHHOTO JOKYMEHTA.

3. Ecnu Texer qokymeHnTa Ha popmate A4 HamedaraH yepe3 MoJITopa HHTEpBaa,
PEKBU3UTHI OTICIISIO APYT OT Apyra WHTEpBaIaMH.

4. PekBU3UT «CIIpaBOYHBIE JaHHbIE 00 OpraHu3anumy oGOpMIISIIOT TOJIBKO B OJIaHKe

5. Jlatoit JOKyMeHTa SIBJISIETCS 1aTa €ro WA

6. YTBepKaeHHE — 3TO 0COOBIN CITOCO0 JIOKYMEHTA TI0CJIE €ro
, CAHKIIMOHUPYIOLIUHN PACIIPOCTPAHEHUE JEUCTBUS JOKYMEHTA Ha
OTIpe/IeJICHHBIN KPYT JIUL, TPaskJaH, OpraHUu3aIuil.
7. Pesomonus — 310 Ha JOKYMEHTE, CACIIaHHAs
U cojiepKalliasi IpUHATOE
8. 3aroioBoOK K TeKCTy JOKYMeHTa 0(hOpMIIsETCS B W
najiexe.
9. PexBH3UT «0TMETKa 00 MCTIOTHEHUH JOKYMEHTA M HAIIPABICHUU €TO B JIEJI0)
odopmiisercs B YaCcTU HUYKHETO MOJIs JUCTa IOKyMEHTa
10. OT™MeTKY O MOCTYIICHUU JOKYMEHTA MPOCTABIISIOT B HIKHEM
yIiy JIUCTA IOKYMEHTA.

TECT 3.

Yposens A.

Buvibepume eproe ymeepoicoenue

1. Perienue u3naeTcst Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

2. Tekct nmpuKasa 1o OCHOBHOM JESTENBHOCTH ,KaK MPABUIIO, COCTOHT U3 JBYX YaCTEH
3.KoHcTatupyromias 9acTh TEKCTa B MPUKA3E [0 OCHOBHOU JCSITEILHOCTH MOXKET

OTCYTCTBOBATh
4. TIyHKTBI TEKCTa TpHUKa3a B PACHOPSAUTEIBHOW YacCTH HYMEPYIOTCS apaOCKUMH
nudpamu

5.1Ipuka3bl 1O OCHOBHOM AESITENILHOCTHU U IO JINYHOMY COCTaBY UMEIOT OOIIYIO
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HyMepaluo

6.PexBU3UT «OTMETKA O HAJIIMYUU TPUIIOKEHUS» TOCIIE TEKCTa MpHUKa3a CaMOCTOATEIbLHO
HEe opopMIIsIeTCS

7.3aronoBoOK K TEKCTY MPUKa3a M0 OCHOBHOM JIEATEIbHOCTH (OPMYIHPYETCS B

POIUTENTHLHOM MaJeKe

8.IIpuka3 mo OCHOBHOM JESATEIHHOCTH, KaK MPaBUIIO, MOAMUCHIBAET PYKOBOJUTEh

OpraHu3aluu

9. [TocTaHOBNIEHUS U PEIICHUS] UMEIOT OJIHY MOIMUCH

10. PacniopsimuTenbHble TOKYMEHTBI BCTYNAIOT B CHITY C MOMEHTA MX MOJIMHCAHUS

Bvibepume npasunvubiti omeem.

K kasicoomy 3adanuro oanvt 3 sapuanma omeema, u3 KOMopvix mMoabKo 0OUH GepHblil. B
O1anKe omeemos nocmagbme NOO HOMEPOM 3a0anus OYKEy Omeemd, KOMOpbll HA 8aul 6327150
A671eMCs NPABUTILHBIM.

1. PactiopsiiuTenbHbIi JOKYMEHT, KOTOPBIN W3/1a€TCS Ha OCHOBE €AMHOHAYAIIUS

a) peleHue

0) npukas

B) IOCTaHOBJICHUE

2. PacniopsiuTenbHbIN T0KyMEHT, KOTOPBINA U31a€TCsl HA OCHOBE KOJIJIETHAIbHOIO

PYKOBOJCTBA

a) npukas

0) peleHue

B) pacropsHKeHHe

3. U3 CcKOMbKHUX COCTaBHBIX YacTeH, KaK MPaBUIIO, COCTOUT TEKCT PACIOPSIUTEIHHOTO
JIOKyMEHTa

a) U3 IByX

0) 13 OTHOMU

B) U3 Tpex

4. ®aMUIKIO U JOHKHOCTH MCTIOIHUTEINS B PACIOPSAIMTEILHON YacTH TEKCTa IMpHUKa3a Mo
OCHOBHOI1 JIeATEIbHOCTH YKa3bIBAIOT

a) B UIMCHUTEIIbHOM TaJIeXKe

0) B pOJIUTEIHLHOM MAJIEKE

B) B JIaTEJILHOM I1aJI€kKe

5. B cocTaB pekBU3UTOB MpUKa3a [0 OCHOBHOMU JESITEILHOCTH HE BXOAUT PEKBU3UT

a) rpud yTBEpKIACHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JOKYMEHTa

6. [Iprka3 mo OCHOBHOM AESATENBHOCTH MOANNCHIBAET

a) PyKOBOJAUTEINb

0) cexperapb

B) UCIIOJTHUTEh

7. [locTaHOBIIEHUE MTOANNCHIBAET

a) PyKOBOJAUTEINb

0) cexperapb

B) PYKOBOJUTEIb U CEKPETaph KOIETHAIBHOTO OpTraHa

8. [Ipuka3 o OCHOBHOM ACATEIBHOCTH O()OPMIISFOT

a) Ha OJaHKe MMchMa

0) Ha OJaHKe KOHKPETHOTO BHIa JOKYMEHTa

B) Ha JJOJDKHOCTHOM OJIaHKe

9. CnoBO «IpHUKa3bIBal0» B TEKCTE MpPHKa3a 10 OCHOBHOW AESATEILHOCTH O(QOPMIISIOT B
CJIEYIOIEM HallMCaHUU

a) [IPUKA3BAIO

0) npUKa3bIBAIO

B) [IpukasbiBaro

10. PacniopsimuTenbHast 4acTh B PaCHOPSKEHUN HAUMHAETCS CIIOBOM
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a) TIPEJJTATAIO
6) PELLIAET
8) IOCTAHOBJISIET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opranu3anoOHHO-PACTIOPSIUTENIbHBIN JOKYMEHT — 3TO BHJI MMCbMEHHOTO JOKYMEHTA,
B KOTOpOM (bI/IKCI/IPYIOTCSI AIMAHUCTPATUBHBIX W OpPraHU3allMOHHBIX
BOIPOCOB, a TaKXe BOIPOCOB , B3aUMOJEHCTBUS, oOecredeHus Hu
peryinMpoBaHusl JAEATEIbHOCTH OPIaHOB BIIACTH, YUYPEKICHUW, IIPEANPUATAN U OpraHU3alMi, UX
MOJIpa3/IeeHU U JOKHOCTHBIX JIUIL.

2. IlocTaHoBIEHME — 3TO IPABOBOM AaKT, IPUHHUMAEMBIM BBICIIUMHU WU HEKOTOPHIMHU
LUEHTPaJbHbIMU OpraHaMu BJIACTH, JICUCTBYIOIIMMU Ha OCHOBE
yOpaBlIeHUs, B LEJNAX paspeuieHus Haubosee BaXHBIX U
MPUHLUINKAIBHBIX 3a]a4, CTOAUIMX Iepe] JaHHBIMH OpraHaMH, W YCTaHOBJIEHHS CTAaOMIIBHBIX
HOpM, IPaBUII

3. Pemiennie — 3T0 pacnopsSAUTENbHBIA TOKYMEHT, KOTOPBIN SBISICTCS PABOBBIM aKTOM,

MIPUHUMAEMBIM BJIACTH.
4. PacnopspkeHne  —  3TO yIIpaBJICHUS
rOCyIJapCTBEHHOI'O OpraHa, UMEIIINUK BJIACTHBIM XapakTep, U3JaHHBIA B paMKax IIPUCBOCHHOIO
JOJDKHOCTHOMY JIMILY, FOCYITapCTBEHHOMY OpraHy KOMIIET€HIIMH, UMEFOLIUI CuILy
JUIA TPaX1aH U OpraHU3alMi, KOTOPBIM paclopsDKEHNE apecOBaHO.
5. Ilpukaz — »3TO MPaBOBOM aKT, WM31aBaECMbIH OpraHu3alui,

JIEHCTBYIOLIEN HA OCHOBE .
6. TexcT pacnopsAIUTEIBLHOTO JOKYMEHTA Yalle BCEro COCTOUT U3 JIBYX B3aMMO3aBUCUMBIX
yacTeu - 51 .
7. B 3aBUCHUMOCTH OT BUJa JOKYMEHTa PaclopsAINTEIbHAs YaCTh HAUMHAETCS CJIOBAMU:
— B IIOCTAHOBJICHUU; — B PEILICHUU;
— B PACIOPSIKEHUH; — B IIPHKAa3e.
8. PexkBUM3UT «OTMETKAa O HANWYUU NPWIOKEHHUSD» TOCJIE TEKCTa PaCIOPSAUTEIIBHOTO
JOKYMEHTA CaMOCTOSTEIBHO .
9. Tekcr pacnopsAUTENIBHOIO JIOKYMEHTa JIOJDKEH MMETh 3arojlOBOK, KOTOPBIU

dbopmynupyercs B majexe.
10. IIpuxa3el ¥ pacopsKEHUS TOANUCHIBAET WU
11. ITocTanoBiaeHus u peLeHust HMEIOT nBe HOJIUCH —
51 KOJIJIETHAJIbHOTO OpraHa.

12. PacniopsiiuTenbHble JOKyMEHTBI BCTYNAIOT B CUJTy C MOMEHTA UX
WIH JOBEJIEHUS 10 CBEICHUS.

TECT 4.

Yposens A.

Buibepume eproe ymeepoicoenue

1. Pemienue usnaercs Ha OCHOBE KOJUIETMAJIbHOTO PYKOBOJCTBA

2. TekcT mpuKasza o OCHOBHOM JI€ATENbHOCTH ,KaK MPABUIIO, COCTOUT U3 ABYX YacTei

3.KoHcTatupyromas 4acTh TEKCTA B IPUKA3€ [10 OCHOBHOW JESITEIHOCTH MOXKET

OTCYTCTBOBATb

4. TlyHKTBI TeKcTa NpUKa3a B paCIOPAJUTEIBHONH YacCTH HYMEpYIOTCS apaOCKUMH
nudpamu

5.1Ipuka3bl 1O OCHOBHOM AESITENILHOCTHU U IO JINYHOMY COCTaBY UMEIOT OOIIYIO

HyMepaluio

6.PexBU3UT «OTMETKA O HATMYUH MPHIIOKECHUSD) TOCIIE TEKCTa MPHKa3a CaMOCTOSTEIBHO
He oopMIIseTCS

7.3aronoBoOK K TEKCTY MPUKa3a M0 OCHOBHOM JIEATEIbHOCTH (OPMYIHPYETCS B
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POIUTENHLHOM MaJeKe

8.IIpuka3 mo OCHOBHOM JESATEIHHOCTH, KaK MPaBUJIO, MOANUCHIBAET PYKOBOIUTEh

OpraHu3aluu

9. [TocTaHOBNIEHUS U PEIICHUS] UMEIOT OJIHY MOIMUCH

10. PacniopsimuTenbHble TOKYMEHTBI BCTYTAIOT B CHITY C MOMEHTA MX HMOJIMHCAHUS

Bvibepume npasunvubiti omaem.

K kasicoomy 3adanuro oanvt 3 sapuanma omeema, u3 KOMopvix mMoabKo 0OUH GepHbvlil. B
O1anKe omeemos nocmagbme NOO HOMEPOM 3a0anus OYKEYy Omeemd, KOMOpwli HA 8aul 632750
A671eMCS NPABUTILHBIM.

1. PactiopsiiuTenbHbIi JOKYMEHT, KOTOPBIN W3/1a€TCS Ha OCHOBE €AMHOHAYAIIUS

a) peleHue

0) npukas

B) IOCTaHOBJICHUE

2. PacniopsiuTenbHbII 10KyMEHT, KOTOPBINA U31a€TCSl HA OCHOBE KOJIJIETHAIbHOIO

PYKOBOJCTBA

a) npukas

0) pelieHue

B) pacropsbKeHHe

3. 13 CKOMbKHUX COCTaBHBIX YacTEH, KaK MPaBUIIO, COCTOUT TEKCT PACIOPSIUTEIHHOTIO
JIOKyMEHTa

a) U3 IByX

0) 13 OTHOMU

B) U3 Tpex

4. ®aMUIKIO U JOHKHOCTh UCIIOIHUTEINS B PACIOPSAIMTEILHON YacTH TEKCTa MpHUKa3a Mo
OCHOBHOI1 JI€ATEIbHOCTH YKa3bIBAIOT

a) B UIMCHUTEJILHOM MaJIeXKe

0) B pOJIUTEIHLHOM MAJIEKE

B) B JIaTEJILHOM I1aJI€kKe

5. B cocTaB pekBU3UTOB MPHUKa3a [0 OCHOBHOMU JESTEIbHOCTH HE BXOAUT PEKBU3UT

a) rpud yTBEpKICHUS

0) 3aroJ0OBOK K TEKCTY

B) HOMEp JOKYMEHTa

6. [Iprka3 mo OCHOBHOM AESATENBHOCTH MOANNCHIBAET

a) PyKOBOJAUTEINb

0) cexperapb

B) UCIIOJTHUTEb

7. [locTaHOBIIEHNE TOANKCHIBAET

a) PyKOBOJAUTEINb

0) cexperapb

B) PYKOBOJUTEIb U CEKPETaph KOIETHAIBLHOTO OpTraHa

8. [Ipuka3 o OCHOBHOM ACATEIBHOCTH O()OPMIISIFOT

a) Ha OJaHKe MMchMa

0) Ha OJaHKe KOHKPETHOTO BHIa JOKYMEHTa

B) Ha JJOJDKHOCTHOM OJIaHKe

9. CnoBO «IpHKa3bIBal0» B TEKCTE MpPHKa3a IO OCHOBHOW AESATEILHOCTH O(QOPMIISIOT B
CJIEYIOIEM HallMCaHUU

a) [IPUKA3BAIO

0) npuKa3bIBAIO

B) [IpukasbiBaro

10. PacniopsimuTenbHast 4aCTh B PaCHOPSKEHUN HAUMHAETCS CIIOBOM

a) [IPEJIVTATAIO

0) PEILIAET

B) [IOCTAHOBJISIET
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Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opranu3anoOHHO-PACTIOPSIUTENbHBIN JOKYMEHT — 3TO BHJI MMCbMEHHOTO JOKYMEHTA,
B KOTOpOM (bI/IKCI/IPYIOTCSI AAMAHUCTPATUBHBIX W OpPraHU3allMOHHBIX
BOIPOCOB, a TaKXe BOIPOCOB , B3aUMOJEHCTBUS, oOecredeHus Hu
peryinMpoBaHusl JAEATENbHOCTH OPIaHOB BIIACTH, YUYPEKICHHUW, IIPEANPUATAN U OpraHU3alMi, UX
MOJIpa3/IeIeHU U JOKHOCTHBIX JIUIL.

2. IlocTaHoBIEHME — 3TO IPABOBOM AaKT, IPUHHUMAEMBIM BBICIIMUMHU WU HEKOTOPHIMHU
LUEHTPaJbHbIMU OpraHaMu BJIACTH, JICUCTBYIOIIMMU Ha OCHOBE
yIOpaBlIeHUs, B LEJNAX paspeuieHus Hauboiee BaXHBIX U
MPUHLUINKAIBHBIX 3a]a4, CTOAUIMX Iepe] JaHHBIMH OpraHaMd, W YCTaHOBJIEHHS CTaOMIIBHBIX
HOPM, MPaBWI— 3TO PACHOPSIAUTEIbHBIA JOKYMEHT, KOTOPBIMA SBIISIETCS IPAaBOBBIM aKTOM,

MIPUHUMAEMbIM BJIACTH.
4. PacnopsskeHue  —  9TO YIpaBICHUS
rOCYJapCTBEHHOIO OpraHa, MMEIOIIMN BIACTHBIN XapakTep, M3JaHHbIA B paMKax MPUCBOCHHOIO
JOJKHOCTHOMY JIMILY, FOCYJAPCTBEHHOMY OpPraHy KOMIIETEHLIMH, UMEIOLIUM cuILy
JUIS TPaXX/1aH U OpraHU3allMii, KOTOPHIM pacHOpsKEHUE apecOBaHO.
5. Ilpukaz — 3TO NMPaBOBOM AKT, M31ABAECMBIN OpraHu3alui,

JEWCTBYIOIIEH Ha OCHOBE .
6. TexcT pacnopsIMTEILHOTO JOKYMEHTA Yallle BCEro COCTOUT U3 JIByX B3aMO3aBUCUMBIX
JacTeH - n .
7. B 3aBUCHUMOCTH OT BUJa JOKYMEHTA PaclopsIMTEIbHAs YaCTh HAUMHACTCS CIIOBAMU:
— B IIOCTaHOBJICHHU; — B PCILICHUU;
— B PACIOPSIKECHUH; — B IIPHUKAa3e.
8. PexkBM3UT «OTMETKAa O HAIWYUU TPWIOKCHHUS» IOCJIE TEKCTa PaCIOPSAUTEIBHOTO
JIOKYMEHTA CaMOCTOSITEIbHO .
9. TekcT pacmopsSAUTEIFHOTO JOKYMEHTA JIOJDKEH UMETh 3arojIOBOK, KOTOPBIT

dbopMynupyercs B najexe.

10. IIpuka3bl u pacniopsiKEHHU MOJIUCHIBACT W

11. [TocranoBneHus u peleHust HMEIOT JIBE MOAMUCH —
u KOJIJIETMAJIbHOTO OpraHa.

12. PaCHOpHI[I/ITeJ'IBHBIe AOKYMCHTEI BCTYIIarOT B CUJIIY C MOMCHTA UX
WK JOBCACHUA 10 CBCACHUA.

TECT 5.

YpoBenb A.

Buibepume éeproe ymeepcoenue

1. B xpaTkoM IIpOTOKOJIE IPUBOAATCS TEKCTHI BHICTYIUICHUN

2. Jlaroil mpoTOKOIa sIBISETCS J1aTa IPOBEICHUS 3aceJaHus

3. B npotokosie 00s13aTeIbHO YKa3bIBAETCS KOJIMYECTBO NMPUCYTCTBYIOIIUX

4. B Tekcre npoTokoia MOkeT oTcyTcTBoBaTh MyHKT BBICTYIINIIN

5. B mpoToKoie yKa3slBatOTCs PE3yIbTaThl TOJIOCOBAHHUS

6. I[IpoTokon cocTaBisieTcsi B OJHOM IK3EMILISIpE

7. IIpoTOKOI NOANMCHIBAIOT NIPEACENATENb U CEKPETAPD KOJUIETMAIBHOTO OpraHa
8. Ha pacumpeHHBIX 3aceJaHusaX COCTaB MPUCYTCTBYIOIUX YKa3bIBAETCSl KOJIMUECTBEHHO
9.BbInMcka U3 IpoTOKOJIa yI0CTOBEPsieTC OPOPMIICHUEM PEKBU3UTA «OTMETKA O
3aBEPEHUU KOIIUN

10./IaToi1 BBINUCKH U3 IPOTOKOJIA SIBIISIETCS 1aTa, yKa3Has KaK J1aTa MOANNCAHUS
IIPOTOKOJIA

Buibepume npasunvruiti omeem.
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K kasicoomy 3adanuro oanvt 3 sapuanma omeema, u3 KOMopvix MoabKo 00UH GepHblil. B
O1anKe omeemos nocmagbme NOO HOMEPOM 3a0anus OYK8y Oomeemd, KOMOpwll HA 8aul 632750
A671AeMCS NPABUTILHBIM.

1. JTaroit mpoToKoIa ABISE€TCS

a) JaTa 3aceIaHus

0) nara opopmiteHuUs

B) JlaTa MOANUCAHUS

2. V3 CKONBbKUX YacTel COCTOUT TEKCT MPOTOKOJA

a) OJIHOU

0) 1ByX

B) Tpex

3. Bonpochl mOBECTKH IHS B MPOTOKOJIE (POPMYIUPYIOTCS

a) B UMCHUTEIILHOM IaJIeXe

0) B PEIOKHOM TaJIeKE

B) B BUHUTEJILHOM MaJIeKe

4. IIpoToKoI NOANUCHIBAET

a) pyKOBOJIUTEIIb

0) cekpeTapb

B) IIpeficeaaTesb U CeKpeTapb KOIIErHaabHOTO OpraHa

5. Kakas yacTb B cXxeMe IOCTPOEHHSI OCHOBHOM YacTH ITPOTOKOJIA MOYKET OTCYTCTBOBAThH

a) CJIVILIAJIN

0) BBICTYIINJIN

B) [IOCTAHOBWJIN

6. ITporoxon oopmisoT

a) B OJTHOM DK3eMIUIsIpe

0) B ABYX dK3eMILIApax

B) B TPEX IK3EMILISIPax

7. J1aTOM BBIIIUCKU U3 IIPOTOKOIIA SIBJISAETCS

a) nara oopmIIeHUS IPOTOKOIA

0) nata, ykazaHHasi B OTMETKE O 3aBEPEHUU KOIUU

B) JlaTa MOANUCAHUS IPOTOKOIA

8. Beinucky 13 poTokosia MonuchIBaeT

a) pyKOBOJIUTEJIb

0) 3aBeAyIOIIUA KaHIeJIspUen

B) ceKpeTapb, 0(OPMUBIIHI BHITUCKY

9. Kak ohopMIsiroTcst B TEKCTE MPOTOKOJIA, MPUCYTCTBYIOIINE, €CITU MX 22 YelloBeKa

a) [IpucyrcrBoBaim: 22 4enoBeka (CIUCOK MPUIAraeTcs)

0) [IpucyTcTBOBANIN: IEPEUUCIIAIOTCS (PaMUIIMH IPUCYTCTBYIOMINX B aj(haBUTHOM

MOpsIKe

B) [IpucyrcTBoBanu: 22 yenoBeka

10. ITpoTOKOIIBI yTBEPKIAOTCS

a) Bceraa

0) YTBEpKJICHUIO MOJUIEKAT HEKOTOPbIE BU/IbI IIPOTOKOJIOB

B) 110 YKa3aHUIO PyKOBOJAUTEIIS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. B 3aBUCHMOCTH OT MOJIHOTHI OCBEILIEHHUS XOJa 3acelaHusi MPOTOKOJIbl MOTYT OBITh

u
2. Tekct MPOTOKOJIa COCTOUT 3 JIBYX qacTe: BBOJHOU u

3. KonuuectBo yKa3bIBaeTCsl 00s3aTeNbHO, TAK KaK OT 3TOrO 3aBUCUT
KBOPYM IMPU MPUHATUU PEIICHUS TOIOCOBAaHUEM

4. Ha pacummpeHHbIX 3aceJaHusIX ¢ OONBIIUM YUCIOM MPUCYTCTBYIOIIMX UX COCTAaB

yKa3bIBaeTCA
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5. Kaxp1ii BOpOC MOBECTKU THS apabckumu nudpamu,
odopmIseTcs: ¢ KpacHOU CTPOKU U GOPMYITHPYETCS B najiexe.
6. Kaxx1p1il yHKT MOBECTKH JHSI CTPOUTCSA MO CXEME: ,

b

7. Eciiu Bonpoc He 00Cyk1aics, MyHKT MOJKET OTCYTCTBOBATb.
8. IIporoxon oopmisercs B SK3EMIUISIPE
9. Beimicka U3 npoToKoia ynoctoBepsieTcs 0ohopMICHUEM PEKBU3HUTA

10. JlaToii BBIMMCKH U3 MPOTOKOJA SABIIAETCS JaTa, yKa3aHHas

TECT 6.

Yposens A.

Buibepume eproe ymeepoicoenue

1. BayTpeHHss gokiaaHas 3amucka oGpopmMisieTcs Ha OJJaHKE OpraHu3aiun

2. TekcT AOKIJIAIHOMN 3alUCKU COJEPIKUT TOJIILKO OOCTOSTENEHOE U3JI0KEHUE BOIIPOCa

3. BHyTpeHHIOI0 TOKIAAHYIO 3a[IUCKY MOJMUCHIBAET COCTABUTEh

4. AnpecaHT B JOKJIAJHOM 3aMMMCKE YKA3bIBAETCS B UMEHUTEIBLHOM TaJIeike

5. B anpecare 1OKIaqHOMN 3aUCKU YKa3bIBAIOT TOJIBKO (haMUITHIO

Buibepume npasunvruiti omeem.

K kadxcoomy 3a0anuto oanvl 3 eapuanma omeema, u3 KOMopwvlx mMoabko 00UH GepHbill. B
OnanKe omeemos nNocmagbme NO0 HOMEPOM 3A0aHus OVKE8Y omeemd, KOMOpbulil HA 6aul 6327150
ABAAEMCS NPABUTILHBIM.

1. BHyTpeHHIOI0 TOKJIaJHYIO 3aHCKY MOIHCHIBAET

a) COCTaBUTEIIb

0) pyKOBOJIUTEIIb MOJIpa3ICTACHUS

B) CEKpeTapb

2. B ckonbkux 3x3emMIuIgpax ohopMisieTcst BHEIIHSS JOKIIaAHAsl 3aMucKa

a) B OJTHOM

0) B ABYX

B) B TpeX

3. PekBU3UTHI OOBSICHUTENBHOM 3aUCKU 110 TTOBOAY OOBSCHEHUS MOCTYIIKA aHAJIOTUYHBI

a) BHYTpEHHEH JOKJIaIHOM 3alUCKU

0) BHyTpPEHHEU CIIpaBKHU

B) CIIy’)kKeOHOMY MHCHEMY

4. TekcT NOKIagHOM 3aMMCKU, KaK MPABUI COCTOUT

a) U3 OJIHOM YacTu

0) U3 IBYX yacTeu

B) U3 TpeX yacTeu

5. B cocTaB peKBU3UTOB BHEIIHEH JOKIAIHOMN 3aMUCKU HE BXOJUT

a) 3arojIoBOK K TEKCTY

0) neyatb

B) TIOJIIKCh

Yposens B.

Bcmasvome nponywennvie 8 mexcme cinosa.

1. JloknagHas 3amucka — JOKYMEHT, aJpeCOBaHHBIN 1o
KOHKPETHOU TEeME C U IIPEIJIOKEHUSIMH 110 HEH.

2. BuemHroro JAOKIAAHYIO 3aIlMCKy, aApC€COBAHHYIO B BBIHICCTOAIIYIO OpPraHHU3aluio
IOAIMHUChIBACT
3. BHYTpeHHIOIO JOKJIAAHYIO 3aIIMCKY COCTaBJIACT U IMOAIIHNCBIBACT

4. PekBU3UTHI BHYTPEHHEW JHOKIaHOM 3alUCKU:
- azpecar (B JaTeIbHOM MaIexke)
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- (B poAMTELHOM TAJICKE)
- HAUMEHOBaHUE BUJA JOKYMEHTA

- TEKCT

- OTMETKA 0 HAJIMYUU MPUIOKEHUS (B Cilyyae HEOOXOIMMOCTH)
- 1ata

5. PexBU3UTHI BHEITHEN JOKJIATHOMN 3aIIMCKU:
- HAUMEHOBaHUE OpPraHU3alluy — aBTOpa JOKYMEHTa
- HAUMEHOBAaHMUE BUJIA JOKYMEHTa

- UHOEKC
- MECTO COCTaBJICHHUS IOKyMEHTa

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCTKA O HAJIMYNU HTPHUITOKCHUA

- OTMETKA 00 UCIIOJIHEHUU U HalpaBJICHUHU JOKYMCHTA B JICJIO

TECT 7.

YpoBensb A.

Bvibepume 6eproe ymeeparcoenue

1. TekcT cimy>keOHOTO MHCbMa MOKET OBITh MPOCTHIM

2. ToH cmy>keOHOTO MUChMA 3aBUCHT OT €TI0 COACPIKAHHUS

3.B tpadapeTHOM TekcTe HE cieqyeT HauuHATh TEKCT CO CBOOOIHOTO MECTa, OTBEAEHHOTO
111 IEpEMEHHOM NH(pOpMaLuU

4. B cny>keOHOM MHUCbMe TEKCT MUILIETCS OT 1-To Jinlia MHOXXECTBEHHOTO Yncia

5. BeiaensT npuchkliaeMbie U OTIIPABIISIEMBIC THCbMa

6. City)xeOHOE THCHMO MOXKHO 0popMHUTh Ha (hopmare AS

7. MakcuMallbHOE KOJIMYECTBO aJpecaToB B MUCHME - 4

8. MakcumaibHbIi 00beM muchMa — 2 JHcTa

9. Ciy>keOHOE TUCHhMO MOXKET UMETh JBE MOANUCH

10. Cny»ebHO€ MUCHbMO MOTYT yJIOCTOBEPSTH MEeYaThIO

Bvibepume npasunvuwiti omeem.

K kasicoomy 3adanuro oanvl 3 sapuanma omeema, u3 KOMopvix MoabKO 00UH GepHblil. B
O1anKe omeemos nocmagbme NOO HOMEPOM 3a0anus OYKEy Omeemd, KOMOpbll HA 8aul 6327150
A671eMCs NPABUTILHBIM.

1. Tekct cinykeOHOro MUChbMa COCTABIISIETCS OT

a) 1-ro nMna MHO>XXECTBEHHOT'O Yncia

0) 2-ro JMIIa IMHCTBEHHOTO YKCIia

B) 3-r0 JMI[a MHOKECTBEHHOIO YUCIIA

2. PekBU3UT «CCBHUIKA HA HOMEP U JaTy BXOJSIIETO JOKYMEHTa» 0QOpPMIIIETCS

a) BO BCeX MHUCbMax

0) B OTBETHBIX MUChMaX

B) B MHULIMATUBHBIX MMHCbMaxX

3. PykoBoauTENb U TTIABHBIN OyXTraiTep MOANUCHIBAIOT

a) MUChbMO-U3BEILICHUE

0) pexIaMHOE TUCHEMO

B) FapaHTUHHOE MHUCHMO

4. B cocTaB peKBU3UTOB CIIYKEOHOTO MUChMa HE BXOJUT

a) ajpecar

0) Ha3BaHUE BUJA JTOKyMEHTA

B) IIOJIIINCH

5. Tekcr ciyxeOHOTO MUChMa MOKHO 0(hopMuUTH Ha opmate AS, eciu
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CTpOK.

a) Het Oyanka ¢popmata A4

0) TEKCT MUChMa HE MPEBBIIIAET 6 CTPOK

B) €CTb COOTBETCTBYIOIIUE YKa3aHUs PyKOBOIUTEsS
6. Cxonbko 01aHKOB MOTPEOyeTCs, €Clu CITy»KeOHOE MMCHMO HAIIPABIISCTCS B JIBA aJipecara
a) oIuH

0) 1Ba

B) TpHU

7. MakcumalbHbI 00beM CITyKeOHOTO MHChMa

a) oJlHa CTpaHHUIIA

0) ABE CTpaHUILIbI

B) TPU CTPAHUIIbI

8. [leuatsto ynocroBepsieTcs

a) MUChbMO-HAaIIOMUHAHHE

0) nUCHMO-IIpUIJIALLIEHNE

B) FapaHTUHHOE MHUCHMO

9. OT™METKa O OCTYIUIEHUU JOKYMEHTA B OPraHU3aLMIO [IPOCTABIISAETCS

a) Ha BceX JOKyMEHTax

0) TOJIBKO Ha MPUCHITIAEMBIX

B) [10 YCMOTPEHUIO CEKpeTaps

10. B nuceMe oTMETKa O MOCTYIUICHUH JIOKYMEHTA MIPOCTABIISIETCS

a) B IPaBOM HIDKHEM YTITy NEPBOTO JIUCTA TOKYMEHTa

0) B JIEBOM HM)KHEM YTITy TOCJIETHETO JINCTA IOKYMEHTA

B) Ha J11000M CBOOOJIHOM MECTE

Yposens B.

Bcmaswme nponywennvle 6 mexcme cnosa.

1. TekcT mucbMa NOMKEH OBITH POCTHIM, T.€. KacaThCs BOIIpOCA.

2. TekcT nucpMa, Kak MpaBUIIO, COCTOUT U3 ABYX 4yacTeil. B mepBoii yactu gaercs

, BO BTOPOH 4acTH .
3. TekcT nucbMa MOXET COCTOATh U3 OJHOU YacTH.
4. IlucekMO MOXXHO OpOpMUTH Ha popmare AS, eclu TEKCT COICPKHUT HE

5. CnyxebHOE MUCHMO — 3TO €IMHCTBEHHBIN JTOKYMEHT, KOTOPBII HE HMEET
JIOKYMEHTA.

6. MakcumalibHOE KOJIMYECTBO aIpeCcaToB B MIUCbMeE- .
7. Kak mnpaBuio, MakCUMajbHbIH OOBEM NHCbMa - JUCTa, BTOpas

cTpaHulia opopmiisercs Ha JHCTE.

8. IlucbMa puHAHCOBOrO XapakTepa J0JKHbI UMETh HOJIHCH.
9. PexBU3UTHI CIIyKEOHOTO ITUChMA!

- PEKBU3UTHI OJaHKa MHCHhMA;

- ajpecar;

- PE30IIOIHS;

- TEKCT;
- OTMETKA 0 HAJIMYUU TPUIIOKEHUS;

- OTTHUCK II€YaTH;
-OTMETKA 00 UCITOIHHUTEIE;

-OTMETKa 00 MCIIOJIHEHUH JOKYMEHTA U HAPABJICHUH €0 B JIETIO;

- ( TOJIBKO TSI BXOMSAIIUX TTHCEM. )

3. IIPAKTUYECKHUE 3AJAHUSA.

1. Tema: «Opranuzanusi JOKyMeHT0000pOTa B YIIPABJICHUN».
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3ananme 1. CocTaBUTh CXeMy F'OPU30HTAIBHOIO JOKYMEHTOIIOTOKA.
3aganue 2. CoCcTaBUTh CXEMY BEPTUKAIBHOIO JOKYMEHTOIIOTOKA.

1. Tema: «PerucTpanusi 1 KOHTPOJIb HCIOJTHEHUS JOKYMEHTOB B OPraHU3alHN»
3aganue 1. ChopmMupoBaTh KapTOUKH JJI51 UCXOAAIIUX TOKYMEHTOB U BHYTPEHHUX
JOKYMEHTOB OpTaHU3aIMH 110 00pa3Ily KapTOUYKH [T BXOIAIINX TOKYMEHTOB.

O6pasel KapTOUKHU PETUCTPALMH BXOSIIUX TOKYMEHTOB.

CpOK HUCIIOJIHCHUA

Mecsr

28293031

1234567891011121314151617 18192021 22 23 24 2526 27

KoppecnonaeHt (aBrop

Jara nomydeHus

Bxonsammii Homep

Jlara noxymMeHTa

Ne noxymeHnra

3arosoBok (0 yem)

Pezommronus

Wcnonaurtens (ykaspiBaeTcs haMuiIns 1 MHUITUAIIBI)

JlaHHbIe I PerHCTPANMH UCXOASIIIUX TOKYMEHTOB:
® Ha3BaHME MOAPA3/EICHUS, TOITOTOBUBIIETO JOKYMEHT,

HUCXOISIIMIA HOMEP TOKYMEHTA;
JlaTa JIOKyMEHTa;

® KpaTkoe€ COACPKAHME TOKYMCHTA,
L4 q)aMI/IJII/ISI HUCIOJIHUTECIIA, TOATOTOBUBLICTO JOKYMCHT,

® KOHTpOJIbHAA J1aTa OXXUJACMOI'0 OTBCTA,

® CCBbLIKA Ha BXO,Z[}IHII/Iﬁ JOKYMCHT, €CJIM JOKYMCHT ABJIACTCSA OTBETOM;

® HOMCp AcJia, KyJa IIOANIMBACTCA KOIMA OTIPABJICHHOTO JOKYMCHTA (I/IJ'II/I IIOAJIMHHUK, CCJIIN
HAOKYMCHT OTIIPABJISICTCA 110 (baKCY).

JlaHHBIE VISl perucTPalMy BHYTPEHHHUX JOKYMEHTOB OPraHUu3auuu

aapecar, T.€. Ha3BaHWEC OpraHu3aluu, KyJa OTIIPABIIACTCA JOKYMCHT,

® [OPSIKOBBIM PErUCTPALMOHHBIA HOMEP, TPUCBANBAEMbIN IOKYMEHTY;
® jara TOKyMEHTa (pEerucTpaIlim);
® KpaTKoe COJEp KaHUE;

HCIIOJIHUTEIIB,
CPOK UCTIOJTHCHHSI,
OTMETKa 00 UCTIOJIHEHUH (XOJ1 UCITOJTHCHHS ),

® HOMEDp Jcia, Kyda NOAMMUT JOKYMCHT.

no/ipa3/ieieHue, MOArOTOBUBILIEE TOKYMEHT;

3anganme 2. ChopMupOBaTh KypHaJ PETUCTPALIUN JOKYMEHTOB.

Hara Peru- | Koppec- | Homep | Comep- | Pe3o- Uc- Cpox | Ormer- | Homep
TTOTTV- cCTNA- TTOH- m maTAa KAaHnUue THINTITU G TIOTTHU - TUCITNOTT- A ﬂﬁ meTTa
TITALITIa TITANITI_ TTALTIT TITNL YT TATIL IIALITIa TAOTTINTT
HRI MEeHTA HEeHuum
HOMED
1 2 3 4 5 6 7 8 9 10
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2. Tema: «Opranu3anus TeKylero XxpaHeHusi J0KYMEHTOB B OPTraHU3aLM )
3aganue 1. CoctaBuTh 00pa3el] HOMEHKJIATYPbI A€ OPraHU3aALNH.
3ananme 2. CocTaBUTh HOMEHKJIATYPY AEJ JJI OpraHu3aluu.

3. Tema: «O0mue TpedoBaHus K 0OPMIICHHIO JOKYMEHTOB)»
3ananmue 1. PazpaboraTts OaHK 00IIECTBA C OTPAaHMYCHHONW OTBETCTBEHHOCTHIO (OTaHK
000 «...»)
3apanmue 2. PazpaboraTth OJaHK OTKPBHITOTO akimoHepHoro obmecTsa (01ank OAO «...»)
3anganue 3. Pa3paboTars O1aHk MHAMBUIAYAIBHOTO NIpeanpuHuMaTens (omank UIT)

4. Tema: «IIpaBusa opopmiieHHsI PEKBU3UTOB JIOKYMEHTOB)

3apanue 1. AnpecyiiTe mucbMo B0 BHENTHEAIKOHOMUYECKOE 0ObETMHEHNE
«Texmanmkenopt», ['erepanpabiii aupexrop Tumodeer A.C. no aapecy : 1.23 yn.CpeTeHka,
Mocksa, 123290

3aganme 2. OhopMuUTh aBTOpA JOKYMEHTA B MUCHME: €CJIM OHO COCTABIICHO B :

otaene Kaapos pupmbr OAO «Metpakom-CepBucy, Haxosecs mo aapecy : od. 14,
1.2, yin. KocmonaBtos, r.PoctoB-na-/lony, 344092

3aganue 3. Opopmure «lloanuce» Ha MpUKa3e: €Il U3BECTHO, YTO €r0 MOIMUCHIBAET
I'enepanbubiil nupextop Boakos H.C.

3aganue 4. OpopmuTte NOANUCH HA JOKYMEHTE, €CJIM U3BECTHO, YTO €T0

IoJinycaia KOMUCCHUSl B COCTABE :

[Ipencenarens — ['maBubIil unx)enep Kapnos B.C.

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

Oxonomuct OT3 Kopones B.C.

3aganue 5. Boinonnuts pesomonuto aupexropa Hocosa I1.I°, ecnu usBecTHO, 4To OHA
odpopmiena 30.10.99 u conepXuT pacriopspKeHHE 0 Ha3HAYCHUH OTBETCTBEHHBIM HCIIOTHUTEIIEM
Porosa B.C. 3a coriiacoBanue TEXHUUECKOI0O 33JIaHus 10 KOHTPAKTy B cpok 10 15.11.99

3aganue 6. Boimonuuth pekBu3uT «['pud yTBEp:KIACHUS», €CIH U3BECTHO, YTO TOKYMEHT
yTBepxkAeH pemeHneM Cosera aupektopos oT 12.05.2000 Ne 34.

3aganue 7. BbIOIHUTH PEKBU3UT, €CJIM U3BECTHO, YTO JOKYMEHT ObLI COTNIacOBaH
20.02.1999 c Coserom nupextopoB OAO “Cantot” B uue ero npenceaarens [lokposckoro B.H.

3ananue 8. PekBusuthbl «Buja 1okymenTay, «lara», «PeructpaunoHHbIil HOMeEpP» U
«CcpliIKa HA PernCcTPAIMOHHBIH HOMEP M ATy JOKYMEHTay». BbIONIHUTL pEeKBU3UTHI, €CIU
W3BECTHO, YTO COCTABJICHO MTMCHMO-OTBET Ha paHee moiydeHHbId 3anpoc Ne 02-04/134 ot
12.06.99. TTucemo 3apeructpupoBano 16.06.99, perucrpammonusiii Ne 03-05/221

5. Tema: «Opranu3anMoOHHO-PACIOPAINTEIbHbIE JOKYMEHTbD.

3aganue 1. CocTaBuUTh ycTaB oOpraHu3anuu (MpeANnpHUATHs) J000M OpraHu3aluoOHHO-
paBoBO¥ (opMBI 110 BaiiemMy BeIOOPY. OPopMHUTh HA ycTaBe HEOOXOIUMBIE TTOITICH U OTMETKH.

3aganue 2. CocTaBUTh JOHKHOCTHYIO HHCTPYKIIHIO IopHcTa npennpustus. OhopMuts Ha
JOJDKHOCTHOW MHCTPYKIIMU HEOOXOAMMBIE TIOJIMHCH U OTMETKH.

3aganue 3. CoctaBuTh U opopMHUTH JOKyMEHT. PacnopsikeHue HayallbHUKA OTAENa O
Haa0aBKax 3a BBICIYTY JIeT K okiiany B pazmepe 20-30% creruanucraM oT/ena.

3ananue 4. CoctaBuTh U 0POPMHUTH JOKYMEHT. YKa3aHUE O rpaduke oTimyckoB Ha 2012
roa. Jlns cocrtaBneHus rpaduka OTIMYCKOB TPEAJIaraeTCs COCTaBUTh CIMCKA pPAaOOTHUKOB C
yKa3aHHEM CpOKa MPEeroiaaraeMoro eXeroJHoro ormiaunBaemoro ornycka B 2012 roay. [lepenats
COCTaBJICHHBIC CIIMCKHU B OTJIE] KaJapoB /10 1 HIOHS.

3apanue 5. OGopMUTh NPUKA3 IO OCHOBHOM JACSITEIBHOCTH.

3akpbiToe aKIMoOHEepHOE 001ecTBO « BAK»

[Ipukas

15.04.2010 N15

KoncrantuHoBck
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O cozmanuu pabouux CEKTOPOB B  YMpPaBIEHUU TPOU3BOJACTBA U  BHEAPECHHUS
WH(OPMAITMOHHBIX CUCTEM

B 1mensx coBeplieHCTBOBaHUSI OpraHu3anuu paboThl YMpaBlieHUs TMPOU3BOJACTBA U
BHE/IpeHUs1 MH(POPMAIIMOHHBIX CHCTeM mpHkasbiBaio: 1. Co3marte B YNpaBieHHWH MIECTh PabOdYMX
CEKTOPOB: pa3pabOTKU MPOrPaMMHOT0 OOeCTeYeHHsI, CONPOBOXKACHUS UH(POPMALIMOHHBIX CHCTEM,
OIepaTopoB 0OpabOTKM JaHHBIX, OOCITY)XMBaHHs KIHEHTOB, TEXHHYECKOro oOecTeyeHus,
JOKYMEHTAIIMOHHOTO obOecrieueHus yrpasieHus. 2. HayanpHuky YmpaBieHHs HTPOU3BOJACTBA U
BHepeHus: uH(popManuoHHbIX cucteM 0. C. PyneHKo NOATOTOBUTH MPOEKTHI TOJOXKEHHHA O
pabounx cekropax. 3. HawanpHuky otmena kanpoB B. B. BacunbeBoli BHecTH W3MEHEHHs B
IITaTHOE PACHHMCaHUE U YKOMIUIEKTOBATh INTAT pabodynx cekTopoB. 4. KoHTponb 3a MCIOTHEHHUEM
IIPUKa3a BO3JIOKUTH Ha niepBoro 3amecturens aupekropa A. C. Koposesy.

I'enepanbubiii qupexrop B. . fIkoies.

6. Tema: «MMTHPpOPMALMOHHO-CIIPABOYHbIE JOKYMEHTBD)

3apanme 1. CoctaButh U opopmMutTh HOKyMEHT. OOBACHUTEIBHYIO 3allUCKy O TOM, YTO
CBOAHBIMN oTyer 3a nexkadpp 2012 roma He ObUI MPEACTABICH B yKAa3aHHBIE CPOKU B CBSI3U C
MOBpPEXKACHUEM (DaKc-MOJIEMHON CBSA3HM U OTCYTCTBHEM BCEX HEOOXOAMMBIX JaHHBIX.

3apanue 2. OGopMUTh BHYTPEHHIOK JOKIIAIHYIO 3aIUCKY.

Joknagnas 3anucka

Hupekropy 000 «ITonmumep» CaBenbeBy UK.

24.05.2010

O npumeHeHu MTpadHBIX CAHKIIHHA

B anpec mockosckoro ¢unmana AO3T «Cnenocnactkay cornacHo norosopy N2123 ot 23.12.
2009 mpowusBeneHa OTrpy3Ka Hamied npomykiud Ha cymmy 1 560 380 pyOmeil. B Tedenne nByx
MECSLEB OIUlaTa Ha Hall pacyeTHbIH CYET HE IOCTYyNWIa, HECMOTPS Ha HEOJHOKpAaTHbIE
MUCbMEHHbIC HATTOMUHAHMUS.

[Ipennmarato  npuMeHHTh INTpadHBIE CAHKIMM K MOCKOBCkoMy (ummamy AO3T
«CnenocHacTka.

3am. qupekropa no purancoBeiM Bonpocam U. 1. Urnaros.

3aganue 3. OhopMUThH CiTy)KEOHBIH aKT.

AO «MoCKOMapXUTEKTYpPbI»

AxT

VYr1Bepxknaro ['enepansubiii nupexktop H. I Iumkun 12.04.2010

12.04.2010 N 12

[lepenaun nen 3aBeyIOMUM XO3SMCTBEHHOM YacThIO

OcHoBanue: npukas I'enepanbHoro nupekropa «Mockomapxutektypob» ot 09.04.2010.

CocTaBieH KOMHCCHEH : TIpeAceaaTelb- 3amecTutelb ['enepansHoro nupekropa AB.Dporos,
yineHsl komuccuu: 1. ImaBueiii  Oyxrantep JI.AKamunkuna. 2. beBmmii 3aBemyromuit
xo3siicTBeHHOM yacThio M. A HoBukoB. 3. BHOBb HazHaueHHbIN 3aBeayromuil xo3giicteoM B . b.
Bbo6poB. M. A HomukoB crmamn, a B. b. boOpoB mpuHsu1 nena m o0 JOMKHOCTH 3aBEIYHOIIETO
XO35IHCTBOM.

B pesynbrate cnaun-npuema Jiei yCTaHOBJICHO:

1.iuBeHTapu3almoHHas BEOMOCTh COCTaBlieHa 1o cocTosgHuio Ha 12.04.2010.

2. [IpencraBiennbie obopynoBaHue, WHBEHTApb, MeOehb COOTBETCTBYIOT
WHBEHTapU3AIIOHHBIM BEIOMOCTSIM.

3. B Hanuuuu UMEIOTCS BEIOMOCTH O CIIMCAHUU WHBEHTAPS U MEOCITH.

AKT COCTaBJICH B 3 3K3.:

1-ii 7K3.- I'eHepanbHOMY IUPEKTOPY

2-i1 9K3. - [maBHOMY OyXrantepy

3-ii 3K3. - B eno N2 12.

[Ipencenarens xkomuccuu JI.A.Kanunkuna

Unensr komuccuu M.A.Hosukos, B.b.bo6poB.
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7. Tema «/InuHbIe JOKYMEHTbD»

3apanue 1. CocraBbre 3asBiieHue Ha umst qupektopa 10 «CnaBa» o npueme Ha padory M.A.
MBanoBa Ha JOIHKHOCTD Oyxranrepa. OcTallbHbIE JAHHbIE YKAKUTE CAMOCTOSITEIIBHO.

3ananue 2.CocTaBUTh pE3IOME.

3aganue 3.CoctaBuTh aBTOOMOTpadUIO.

3ananue 4. CocTaBpTe pACHUCKY B MOJYYEHUHU JEHEKHOW cymMMbl B pasmepe 100 USD
(mox 2%) Ha cpok 1 mecsi.

8. Tema: «CanykeOHble MUCHMAa»

3apanue 1. CocTaBUTh TEKCT MUCHhMa (3ampoc), ucnoiniys mojaenn CCK:

Kpamxkoe codeporcanue: 3anpoc npeyioKeHUs Ha 3allaCHbIE YacTH.

[IpenMer ciedKu: mocTaBKa 3aMacHbIX YacTel B COOTBETCTBUU C MPUIaraeMoi
crerQuKaIuei.

IIpocn0a:

- BbICJIaTh B aJipec ABTOpa MUChbMa NPEAJIOKEHHUE B 3-X IK3EMIUISIPAX;

- yKa3zaTh: TMOJHOE€ HAaUMEHOBAaHUE, THII, TEXHUUYECKHE XapaKTEpUCTHKH, MaTepual,
LEHY ¥ Maccy MO KaXKJI0H MO3UIUH CIICIH(PHUKALINY;

- CPOKHU U 00bEM MTOCTABKHU B Ky0. METpax;

- OTAEJIbHO CTOMMOCTb YIIAKOBKH U TPAHCIIOPTUPOBKH.

Coo0umTh: 00Jiee TOUHYIO ATy BBICHUIKU MPEIOKEHUS.

[loxenanue: B ciryyae, €CJIM HE CMOTYT pa3padboTaTh NPEATIOKEHHUs, TO COOOIUTH 00 ITOM
B MUHUMAJIbHBII CPOK.

3apanmue 2. CocTaBUTh TEKCT MUchMa (odepTa) ¢ ucrnoiabzoBanueM mozeneir CCK

Kpatkoe conepxanue: npeagoKeHne Ha NOCTaBKy CTpOWMaTepraioB.

[IpeniiecTByronMe cOOBITUS: IO JAHHOMY IOBOY OBLI 3aIPOC 3aKa3unKa U Teae(OHHbIN
pasroBop.

[Ipennoxenue: Ha 2000 rog npeangaraeTcs 3aKI0YUTh KOHTPAKT KYTUTH-TIPOJAXKH Ha
IIOCTAaBKy CTpOUTENbHBIX MaTepuainos. [loctaBka B 1 kBaprane 2000 r.

KadectBO: TOBapa OyieT COOTBETCTBOBATh TEXHHUUECKHUM YCIOBUSAM 3aBOJa-U3TOTOBUTEIIS.

YcnoBus: miarexa 1 Jpyrue yCIOBHs U3JI0KEHBI B IIpUIaraeMoM o0pasie KOHTPAKTa.

[Ipocwba: moarBepauTh npeyiokenne He mozauee 20.10.99

3aganue 3. CocTaBUTh TEKCT NMCbMA (IPETEH3US) OT UMEHH MOKYIaTeNlsl C
ucnoib3oBanueM moaene CCK.

OcHoBanue: 1oroBop noctaBku ot 14.02.1999 Ne 324-05

IIpenniecTByromue coOBITHS:

naptus 235 1aKOKpacoOUHBIX MaTepHalioB ObLIAa OTTPY>KEHA IOCTABILMKOM Ha CYHO
“Kepup” o Jloroopy.

YcraHoBIEHO: BCS ApTUs OTIPY’KEHHOIO TOBapa HE COOTBETCTBYET 110 KAUECTBY
crenu@UKaIsIM, Ha OCHOBaHUU KOTOPBIX ObLI 3aKitoueH J{orosop.

ObcrosTenncTBa: 1.6 Jloropopa mgaet npaso [lokynarento 0TKa3aTsCsi OT IPUEMKH STOM
MapTUU TOBapa.

[IpennoxeHue: cornacue NpUHATh OTIPYKEHHBIN TOBAP MPU YCIOBUH NPELOCTABICHUS
ITocTaBminkoM ckuaku 10%.

YenoBus: ansa npunatus pemenus IloctaBmuky npenocrasisercs 15 nHei.

3aganue 4. CocTaBUTh TEKCT NUCbMa (FapaHTHs) C UCIOJIb30BaHUEM

mozeneir CCK

Kparkoe conepskaHue: okazaHUE TEXHUYECKON TOMOLIH.

IIpocrba:

- OKa3aTb TEXHWYECKYI0 TOMOIIb B pa3paboTke paboyux uepTe:kell HacOCHOM
CTaHIUU;

- OTIPE/IETIUTh CTOMMOCTh MTPOEKTHBIX PaldoT;

- BOMTH B JJOTOBOPHBIE OTHOIIICHHUS.
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OO0cTosATEnBCTBA:

- yKe BeIeTCS MOHTa)K HACOCHOM CTaHIUU;

- MIPOEKTHBIE pabOTHl HY>KHO Ha4aTh HEMEJICHHO;

- paboTy HEOOXOAMMO IPOU3BECTH HEMOCPEACTBEHHO Ha CTPOUTEHHOMN TUIOIIA IKE.

lapanTus: ormiara paboT co CBOETO pacyeTHOro cueta Ne ................. B Kb MerabaHk .
PocroBa-na-/lony.

3apanue 5. CocTaBUTh TEKCT MHUChMa (HaIIOMUHAHUE) C cToib30BanueM mojeneir CCK

Kparkoe conepskanue: cBepXIuiaHOBasi IOCTaBKa.

IIpenniecTByromue coOBITHS:

- noroBop nocraBku ot 12.07.99 Ne 257-56, 1o KOTOpOMY IOCTaBIISAETCS XUMUYECKUE
PEaKTUBBI B COOTBETCTBUU C YTBEPKJICHHBIM IUIAHOM ITOCTaBKH;

- paHee yxe HanpaBsud MUchkMO OT 24.07.99 Ne 03-02/45, koTopbiM OBLITO COOOITICHO,
YTO 3aBOJI YBEIMUYWJI IPOU3BOACTBEHHBIE MOIIHOCTH, B CBSI3U C YeM, MOSBUIMCH BO3MOXHOCTHU
JOTIOJTHUTENIBHO M3TOTOBUTh W TocTaBuUTh B 2000 roay pasziuyHble XUMHUYECKHE PEAKTHBBI Ha
cymmy 500 ThICSY pyOJIel, CBEpX YTBEP)KICHHOTO IIJIaHa.

Hanomunanue: B 10-1HEBHBII CPOK NOATBEPAUTD COINIACUE HA ...

JlonoNHUTENbHbIC YCIOBHUA: B CIIyYae HApYIIEHHs CPOKa, CBEPXILJIAHOBAS PO TYKIIHS
OyIeT MoCTaBJICHA APYTUM TPEIIPUATHSIM-TTOKYTIATEIISIM.

K nuceMy npunaraeTcst Konusi, paHee HarpaBJICHHOTO MHChMA.

3anganue 6. CoctaBuTh U 0HOPMUTH MUCHMO-TIPUTIIAIICHUE B COOTBETCTBUU C ITPABUIIAMH.

BricTaBOUHBIN IIEHTP, pacHOJIOKEHHBIN 10 aapecy: . Open, npocnekT AHapomnosa, 23,
MIPOBOJUT BBICTABKY-IpPMapKy TOBApoB HapoaHoro mnotpednenus «Ocenb-2010» u mpocur
nonTBepuTh AO «Ypoxkail» UX ydacThe B BHICTaBKE spMapKe U BHICJIATh UMEIOIIUECS MPOCTIEKTHI
¥ MaTepuabl it 0OPMIICHHS TEMAaTHIEeCKOro cTeHa. [luceMo moanucan pykoBOAUTENNh POEKTa
B. /1. YecHoKoOB.

3aganue 7. CocTaBUTh U OPOPMUTH CITY’KEOHOE TTHCHMO.

I'maBHbI Oyxranrep akiuoHepHoro Oanka «lmMmepuan», pacmoioKeHHOTO MO apecy:
123456, MockBa, yn.MononorBapaeiickas, 1. 24, ten. 141-67-90, daxc: 141-78-87, nHanomuHaeT
YOPaBISIOMUM peruoHanbHbIX ¢unnaioB Ab «Mnepuan» o cobaroaeHuN KOHTPOIISL UCTIOHEHUS
3a CpOKaMH MPEOCTABICHUS OTYETHOCTH HAa ocHOBaHMM nchbMa LlenTpobanka Poccuu N2 01/134
ot 30 suBapst 2008 roma «0 mpemocTaBiIeHUM OTYETHOCTH B cOOTBeTCTBUHM C [lonoxenuem "O
MOPsIIKE TPOBEJECHUSI PACYCTOB B WHOCTPAHHOM BaJIOTE, OCHOBAaHHBIX Ha 3aueTe B3aMMHBIX
TpeOOBaHUIT MEX1y POCCUUCKUMHU CYIOBIIAJICNIbLIaMHU, OCYIIECTBIISIIOIIUMU PHIOHBIN TPOMBICEN, U
HEPE3UJICHTaMHU, OCYIICCTBIISIOIIMMU WX areHTCKoe OOCIyKMBaHUE " » W MpHIaraeT K MHChbMY
konuto Tenerpammbl LB N2 23 ot 15 Hos6pst 2008 roxa.
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4. CUTYALHUOHHBIE 3AJTIAYA
Ornpenenenre BUIOB JOKYMEHTOB IO OJIOK-(haceTHOM cxeMe KilacCu(PuKaImu.
CocTtaBneHue ciry>keOHOI 3anucKu.
CocTtapneHne 00bICHUTETFHON 3aITHCKH.
CocTtaBnenue pestome U aBToouorpaduu.
CocTaBneHne mprKasa 1o JMYHOMY COCTaBY.
CocTaBneHue cxeMbl JOKyMEHTO000pOTa MPEANPUATHS.
CocTaBnieHre HOMEHKIIATYPHI JIEN MPEIIPUSITHS.

NNk Wb =

Meroauyeckne peKOMEHAALMH 110 PeLICHHI0 CHTYallMOHHBIX 3a/1a4

3TO BUJ CaMOCTOSITEIbHON pabOTHI CTyJEHTa MO CUCTeMaTu3alui MH(pOpMaMu B paMKax
MIOCTAHOBKM WJIM pEIIEeHUs KOHKPETHhIX IMpoOieM. Takoil BuA camMoCTOSTEIbHOW paboOThI
HalpaBJieH Ha pa3BUTHE MBIIUICHUS, TBOPUECKUX YMEHHH, YCBOCHME 3HaHU, MOOBITHIX B XO/E
aKTUBHOTO TOWCKA U CaMOCTOSATENBHOIO pemieHus npodsneM. Takue 3HaHuUs OoJjiee MPOYHBbIE, OHU
MIO3BOJISIIOT CTYJIEHTY BUJIECTb, CTAaBUTh W pa3pellaTh KakK CTaHAAPTHBIC, TaK M HE CTaHJIapTHbLIC
3aJ1au, KOTOpPbIe MOTYT BO3HUKHYTh B JaJIbHEHIIIEM B MTpo(eccuoHaNIbHOMN AeITeIbHOCTH.

CTyneHT OJDKEH ONMUpaThes Ha yKe MMEIOUIyIocs 0a3y 3HaHWH. PemeHus: cUTyarmoHHBIX
3aJjad  OTHOCSTCS K YAaCTUYHO IIOMCKOBOMY METONy. XapaKTepUCTHUKU BbIOpaHHOW st
CUTYallMOHHOW 3aJaud TMpoOJeMbl M CIIOCOOBI €€ pelIeHHs SBISIOTCS OTIPABHON TOUKOM st
OLIEHKHM KauecTBa 3Toro Bujaa pador. [Ipenogasarens onpenennTs TeMy, MO0 paszell, peKOMEHTyeT
JIUTEPATYPY, KOHCYIBTUPYET CTYIEHTA IIPYU BO3SHUKHOBEHUH 3aTPYIHEHUN.

CryneHTy HEOOXOIUMO H3Yy4UTh MPEIJIOKEHHYIO MpPENoJaBaTesieM JMTepaTypy U
XapaKTepUCTUKY YCIOBUH 3a7a4d, BbIOpaTh ONTUMAJIbHBIA BapHaHT (MOA00paTh W3BECTHBIE U
CTaHJIapPTHbIE aJITOPUTMbI IEUCTBUS) UM BapUAHThI pa3pelieHusi, OpOpMHUTh U CaTh Ha KOHTPOJIb
B YCTaHOBJICHHBIN CPOK.

Kpurepuu oneHku:

* peuleHUe 3a7a4d IPABUIBHOE, JEMOHCTPUPYET IPUMEHEHHUE AaHAIUTUYECKOIO U TBOPUYECKOIO
MIOJIXOJIOB;
* IPOIEMOHCTPUPOBAHBI YMEHHsI pabOThI B CUTYyallud HEOJAHO3HAYHOCTH U
HEOIPENEICHHOCTH.
5. TEMbI PE®EPATOB, T1OKJIA/IOB

3HaueHue JeJIONPOU3BOICTBA B MPO(HECCHOHANBHOM NeSTeTbHOCTH IOPUCTA.
DBOJTIONNS PA3IMYHBIX BUJOB IOKYyMEHTOB.
JIOCTOMHCTBA U HEAOCTATKU BbIOOpa paznuuHbiXx Gopm CLO.
XapakTepuCTHKa U CTPYKTypa CIIyKObl « YIIpaBIeHHUE JIeTaMmu».
XapakTepucTHKa U CTPYKTypa CIIy>KObl «OOLIHii oTACT.
Xapaktepuctuka padoThl ceKkpeTapsi-pedepenra.
OcoOeHHOCTH M peryIaMeHTaIHsl JOKYMEHTO000POTa B Pa3IMUHBIX YUPEKICHHIX.
JlocToMHCTBA M HETOCTATKH Pa3INYHbIX (DOPM PETUCTPALIUU JOKYMEHTOB.
@DopMBbI KOHTPOJISI UCTIOJIHEHUS JJOKYMEHTOB.

. 3HaYeHHEe KOHTPOJISI UCTIOIHEHUSI JOKYMEHTOB.

. OcoOEeHHOCTH 0TEYECTBEHHOT'O JIETIONPOU3BOCTBA.

. Homenknatypa nen.

. IlpaBoBas pernameHTanust opopMICHHS YIPaBIEHYECKUX JTOKYMEHTOB.

. XapaKTepuCTHKa 1 3HAYEHHUE OTJEJIbHBIX BUJIOB PEKBU3UTOB: ... (HAUMEHOBAHUE
peKksusuma).

15. Bugasl u ohopmiieHre OpraHu3aluOHHBIX JOKYMEHTOB.

16. Buasl u opopmiieHHE pacriopsAUTENbHBIX JOKYMEHTOB.

17. Buast u opopmieHre nHGOpMallMOHHO-CIPABOYHBIX JOKYMEHTOB.

18. Busl u ohopmiieHHE TUUHBIX TOKYMEHTOB.

19. 3Hauenue ciry>keOHBIX MMUCEM B YIPABICHUECKOH 1€ATENbHOCTH.

20. OcoOEHHOCTH COCTABICHUS TEKCTOB CIYKEOHBIX ITHUCEM.

21. DkcnepTr3a HEHHOCTH JTOKYMEHTOB.

XN R
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22. HopMaTuBHO-METOIMYECKUE JOKYMEHTHI, pEriIaMeHTUpPYIOoLIe paboTy ¢ 00paleHusIMU
rpaXkKJaaH.
23. 3HaueHne KOMIBIOTEPU3ALUH IOKYMEHTO000pOoTa i1t paboThI Cciyk0b1 JIOV.

Pedepar neoOxomumo odopmuth Ha Oymare ¢opmara A4. Tekcr medaraercs uepes 1,5
unTepBal, mpudt: Times New Roman, pasmep mpudTta 14. (10-15 crpanun neyatHoro Tekcra. ).
Jlokna HeOOXOIMMO TIPEICTABUTh ayUTOpUH (5-7 MUHYT BBICTYILICHHS).

6. TEMBI IPE3EHTAIIAM

1. 3HayeHue TOKYMEHTOB B HaIllEH KU3HHU.

2. Hcropus pa3BUTHA JOKYMEHTA: OT IPEBHOCTH JI0 HAIIUX JHEH.

3. TlpaBoBoe 3HaueHHE KayecTBa OOPMIICHUS JOKYMEHTOB.

4. Ommbku B pabote CirykObI IETOMPOU3BOACTBA U MX 3HAYCHUE B HAIICH KU3HU.
5. Homenknatypa nedn.

6. PexBu3ut: 3a4eM OH HyXeH?

7. Opranu3anroHHO-PaCHIOPSAUTEIbHbIC JOKYMEHTHI.

8. HMu}popMarmoHHO-CIPaBOYHbIE JOKYMEHTHI.

9. Pa3zHoo0pa3ue CiryeOHBIX MHCEM.

10. .Kak npaBUIBHO COCTaBUTh TEKCT CIIY>KEOHOTO MUChMa?
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KOHTPOJIbHO-OIIEHOUYHBIE MATEPUAJIBI IJI1 U”TOTOBOM ATTECTAIIUA
O YYEFHOM JJUCHUTIJIMHE

HToroBoii Gpopmoii arTecTanuu AUCHUILIMHGI sBiseTcs AuddepeHnpoBaHHbIN 3a4erT,
KOTOPBIN MOXET OCYLIECTBIIIETCS B [JBa JTamna: IPOBEPKAa TEOPETUYECKUX 3HAHHUU
(TecTUpOBaHKE) U MPAKTUUYECKUX YMEHUH (pelleHue NpakTHYeCKHUX 3aad). YCBOEHHbBIE 3HAaHUS
MIPOBEPSIIOTCS. B XOJ€ BBIMOJHEHUS OJAaHKOBOIO WM KOMIIBIOTEPHOTO TECTHPOBAHUS.
KonmnuectBo TecTOBBIX 3amaHuil g BbinoiaHeHWss — 30 eauHun. MakcuManabHOE Bpems
BBIITOJIHEHNS TECTOBBIX 3a7aHuil — 40 MUHYT

3ananus aia aud.3avera:

3ananue 1
Onpeneanre Kakoe yrBep:kIeHHe HCTHHHO, 2 KAKOE HeT...
1)  Hctuna B npunoxenun k 'OCT P 6.30 — 2003 nanbl o6pa3iisl OJ1aHKOB TOKYMEHTOB
2) MHernHa B opraHM3almOHHO-NIPABOBBIE JOKYMEHTHI MOKHO BHOCUTH U3MEHEHMS

B opranuzanuu no ycMOTpeHHUIO PYKOBOJCTBA JOJHKHA OBITH pa3paboTaHa

3) JIoxb
WHIUBUYaJIbHAs HHCTPYKLHSA MO JE€ITONPOU3BOJACTBY

TpebGoBanus kK 0(hOpMIIEHUIO OpPraHU3alMOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB
ycranasnuBaeT 'OCT P 6.30 — 2003

OpraHu3almOHHO-IIPABOBbIE JOKYMEHTBI, KaK [TPaBUIIO, ITOJIEKAT
YTBEPKICHUIO

4)  Hcruna

5)  MHcrtuna

3aganue 2

(Bvlbepume eOuncmeeHHO NPasUIbHbLIL OMEem,)
B cocTaB opraHu3anMoOHHO-IIPABOBBIX TOKYMEHTOB HE BXOJUT. ..

1) + IIpHKa3
2)

3) - LITATHOE PACIUCAHUE

yCTaB OpraHu3aIuu

3aganue 3

(Bvibepume eOuncmeeHHO NPasuibHbliL Omeem,)
Kakwue pacniopsiaurenbHble JOKYMEHTHI MoXkeT uzfaaBarh [Ipesunent Poccuiickoit @enepanun?

1) - pacnopsHKEeHUs
2) + YKa3bl
3) - MOCTAHOBJICHUS

3aganue 4

(Bvibepume eOuHCmeeHHO NpasuUibHblll omeem,)
JloJKHOCTHASI HHCTPYKIHS COTPYAHUKA. . .

1) - YTBEPKJIAETCA 110 YCMOTPEHUIO PYKOBOAUTEIIS
2) + MOJUIEKUT YTBEPKICHUIO
3) - HE YTBEPKIAETCS

3aganme 5

(Bvibepume eOurncmeeHHO NPasuibHblil Omeem,)
Kakoif HopMaTUBHBIN JOKYMEHT OIPEEIIIeT 00I3aHHOCTH COTPYTHUKA?

1) - YcraB npeanpusiTus
2) - [[ITatHOE pacniucanue
3) + JloJKHOCTHAS MHCTPYKIUSA
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3aganue 6

(Bvibepume eOuncmeeHHO NPasUIbHbLIL OMeem,)
Kakoif ToKyMeHT He SBIII€TCSI Pa3HOBHIHOCTHIO KON ?

1) - OTILYCK
2) - TyOnKar
3) + YEPHOBUK

3amanmue 7

(Bvibepume eOuHCmeeHHO NpasuUibHblll omeem,)
JIOKyMeHT, BbIIaBaeMBbIi B3aMEH YTEPSHHOTO M UMEIOINI CHUTY TIOJTMHHUKA, Ha3bIBACTCA. . .

1) - OTILYCK
2) - KOITHS
3) + nyOnmuKar

3aganue 8

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
JloKyMeHT, OKOHYaTeIbHO 0(OPMIIEHHBIN U MOANMCAHHBIN, HA3bIBACTCH. . .

1) - nyOnmukar
2) - OTILYCK
3) + HOJTUHHUK

3aganue 9

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
V3MeHeHus ¥ TOTIOTHEHHS B JOJDKHOCTHYIO HHCTPYKIIUIO BHOCSITCS. . .

1) + IIPUKA30M PYKOBOIUTENA
2) - JOKJIaTHOM 3aIMCKOMN
3) - CITPABKOM COTJIaCOBaHUS

3aganue 10

3akonuume nawamoe npeonodicenue OOHUM U3 mpex 6apuanmos omeema
J1okyMeHTOO0O0pOT - ABM)KEHUE JOKYMEHTOB B OpraHU3alli ¢ MOMEHTA UX CO3JaHMs JIO ...

1) - nepeaayn Ha UCTIIOJTHEHUE
2) - 3aBEpIICHUS UCIIOJIHEHUS WA OTIPaBKU
3) + MOJIIMBKH B €10

3aganme 11

3akonuume Havamoe npeonodceHue OOHUM U3 mpex 6apuarmos omeema
Ionamue "/[enonpouzeoocmeo” - smo...

1) + JIOKyMEHTHPOBAHWE U OpraHu3arusa paboThl ¢ JOKYMEHTaMH
2) - CUCTEMA XPAaHEHUS JOKYMEHTOB
3) - COCTaBJICHHE TOKYMEHTOB

3aganue 12

3axonuume navamoe npeonodicenue OOHUM U3 mpex 8apuanmos omeema
Ilonamue "/{okymenmuposanue" - smo...
Cucrema TOKyMEHTAIH, coaepKaiias HHPOPMAIIHIO, HEOOXOMUMYIO st
1) - YIIPABJICHHUS B
oTpesieNICHHOHN cdepe NesTEIIbHOCTH

2) - JlesTensHOCTh O pa3paboTke U 0hOPMIEHUIO JOKYMEHTOB



3) + 3anuce nHGOpPMAIMK Ha Pa3IMYHBIX HOCUTENSIX MO0 YCTAaHOBJICHHBIM MPaBHIaM

3aganue 13
Ompenenure, 0 KAKOM JOKYMEHTE HJIET pedb, BEIOPAB COOTBETCTBYIOUIYIO IU(PY
JIOKyMEHT, MOCITYKUBIIIHI OdunmanbHBIA TOKYyMEHT
1) 2 Ha4aJIOM pacCMOTPEHUS 1)
OMPEIEIIEHHOTO BOIIpoca
JlokyMeHT, conepkamii NHnuumatuBHBIN JOKYMEHT
2) 3 00s13aTeNbHbBIEC K UCIOJIHEHUIO 2)

YKa3aHUs BbIIICCTOAIIUX OPTaHOB

JlokyMmeHT, cBeqieHHs 00 aBTOpE, JIupeKTUBHBIN JOKYMEHT
BPEMEHHU U MECTE CO3JIaHUS
KOTOPOr0, COZIepKaIluecs B
3) 1 CaMOM JIOKYMEHTE WJIN 3)
BBISIBIICHHBIE UHBIM ITYTEM,
MTOATBEPKAAOT JOCTOBEPHOCTH €TO
MIPOUCXOKICHUS

3aganue 14

(Bvibepume eOuncmeeHHO NPasuIbHbliL Omeem,)
Yro npeamnosiaraer opraHu3anmoHHast GyHkuus J0KyMeHTa?

C momomipio T0KyMeHTa 00eceunBaeTCsi BO3CHCTBHE HA TPYIIIbI JIIOACH IS

1 +
) OopraHu3anyy U KOOPpAUHALUN UX JCSITCIbHOCTH.
2) JlokyMeHT puKcHpyeT ornpesenaeHHbIe (aKThbl, COOBITHS, SBICHUS MPAKTUIECKON
n MLICJ'II/ITCJ'ILHOfI ACATCIIbHOCTHU YCJIOBCKA.
JIokyMeHT oOecrieurBaeT CBSI3M MEXKIY MOJIPa3IeICHUSIMU BHYTPH
3) OpeanpusIThs, a TAaK)KE BHEIIHUE CBSI3U NPEANIPUATUS ¢ APYTUMU

NpCaAnpruATUAMU, OPraHu3ausaMi, roCyJapCTBCHHbBIMU U MYHUIIUIIAJIbHBIMU
OpraHaMH BJIACTH.

3aganue 15

(Bvibepume eOuHCmMEeHHO NPABUTbHBIN OMeem)
ITo kakuM NMPU3HAKAM MOKHO KJIAcCU(PUUUPOBATH TOKYMEHT?

1) - CpencTBa THpaKUPOBaHUS, CPEJICTBA XPAHECHMSI, BUJI, opMma.

2) + [IpoucxoxkaeHue, CpPOK XpaHEHUs, TIIACHOCTb, CPEJICTBA (PUKCAITHH.

3) - Opranu3zaimoHHbIe, pacoOpsSAUTEIbHbIE, HHPOPMAIIHOHHO-CIIPABOYHBIE.
3aganue 16

(Bvibepume eOuHCmMEeHHO NPABUIbHbIN Omeem,)
Ha kakue rpynnsl pa3aesiioTcst J0OKyMEHTbI «I10 MECTY COCTABJIEHUSI»?

1) - [IpocTble u croXKHBIE.
2) - Cny>xeOHBIC U INYHBIE.
3) + BnyTpeHHue 1 BHELIHUE.

3aganue 17

(Bvibepume eOuncmeeHHO NPasuibHbliL Omeem,)
Yro naer ynupukanusi J0KyMEeHTOB 1151 GUPMBbI?

1) + CoxpalleHne KoIn4ecTBa IPUMEHSIEMBIX JTOKYMEHTOB, TUITU3ALMIO UX (OpM.
2) - IoBbIlIeHNe KayecTBa TOKYMEHTALUH, CHIDKEHHE TPYIOEMKOCTH ee 00padoTKH.
3) - Bornee a¢hhexTBHOE UCTIONB30BaHNE KOMIIBIOTEPHOI U BEIYUCIUTEIHLHON
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TEXHUKH.
3aganue 18
Onpeneanrte Kakoe yrBep:KIeHHe HCTHHHO, 2 KAKOE HeT...
1) Jloxxp  CTpaHHIBI TOKyMEHTa MOYKHO HyMEpPOBATh Ha HWKHEM II0JIE JINCTA
2)  Hctuna IloCTOSHHBIN PEKBU3UT — PEKBU3HUT, HAHECEHHBIN NPU U3TOTOBJICHUU OJlaHKa
3) Hcruna B pacmmdpoBke MOANMCH HHUAILMATBI BCETA CTOAT 10 (haMUITHH
4)  HcrnHa B KOHIE 3arojoBKa K TEKCTY JOKYMEHTA TOYKA HE CTABUTCS

OTMeTKa 0 TOCTYIJIEHUHU MIPOCTABIISIETCS] TOJIBKO HA MPUCHUIAEMBIX (BXOJSIINX )

5) HcrtuHa
JIOKYMEHTaxX
3ananue 19

(Bvibepume eOuHCmMEeHHO NPAsUIbHbIN Omeem,)
Kakoif pekBU3UT He BXOAUT B COCTaB OJlaHKa MUchMa?

1) - CCBIJIKa Ha HOMEP U JIaTy BXOJAIIETO TOKYMEHTA
2) + MECTO M3JaHUus
3) - CIPaBOYHBIC TAHHBIC 00 OpraHU3aAINH

3ananue 20

(Bvibepume eOuncmeeHHO NPasUIbHbIUL OMeem,)
Ha 6nanke cyOnexToB PO pekBU3NUTHI 0OPMITSIOTCS:

1) - TOJIBKO Ha PYCCKOM SI3bIKE
2) + Ha JIBYyX SI3bIKaX: PyCCKOM U HAallMOHAJIIBHOM
3) - TOJBKO HA HALIMOHAJIBHOM SI3BIKE

3ananmue 21

(Bvibepume eOuncmeeHHO NPasuIbHblUL OMeem)
Jara mokymeHTa 0pOpMIISETCS:

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

3aganue 22

(Bvlbepume eOuncmeeHHO NPAsUIbHbLI OMEem)
MecTo u3ganus ToKyMeHTa opopMIISeTCs TaK

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

3aganue 23

(Bvibepume eOuncmeeHHO NPasUIbHbLIL OMeem)
3aroj0BOK K TEKCTY COCTABISAETCS K IOKyMEHTaM, O(hOPMIICHHBIM. . .

1) + Ha ¢popmare A4
2) - Ha popmare AS
3) - Ha J11000M gopmaTte
3aganue 24

(Bvibepume eOuHCmMeeHHO NPasUIbHblll Omeem,)
OTMeTKa 0 MOCTYIUICHUN O(OPMIISIETCSL. ..
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) - Ha OTHPABIISIEMBIX JOKYMEHTaX
2) + Ha MOCTYTAOIINX TOKyMEHTaX
) - Ha BCEX JOKYMEHTax
3aganue 25

(Bvibepume eOuHCmMEeHHO NPABUTbHBIN OMeem)

B kakoMm ciayuyae npaBuJbHO 0(popMIIeH PeKBU3UT «OTMETKA 0 HATMYMH NPUJIOKEHUS»,
€CJId B TEKCTE CONMPOBOAUTEIHLHOI0 MUCHMA He YIIOMHHAJIOCH 0 MPUJIOKEHUH ?

1) - [Ipunoxxenue: Ha 6 1. B 1 7K3.

2) n [Ipunoxenue: 1. CrpaBka o coryiacoOBaHUU IpoekTa Ha 4 1. B 1 3K3.
2. OT3bIB 110 IPOEKTY Ha 2 JI. B | 9K3.

3aganue 26

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMmeem)
Ilnan padorsl TexHukyma Ha 2012 — 2013 y4eOHbIH 101 yTBEPKAEeH pellleHueM
MeJaroru4ecKoro copera. B xakom ciyyae npaBujibHo oopmiieH pekBu3uT «I'pud
YTBepPAKACHHUS TOKYMEHTa»?
YTBEPXJIEH
1) + Pemennem nemarornueckoro coBera
Ne 14 o1 12.08.2012

VYTBEPXJIEH
2) - Pemenne mmegarornaeckoro coBeTa
Ne 14 o1 12.08.2012 1.

VTBEPXJIAIO
3) - Pemenue mmegarornaeckoro coBeTa
Ne 14 o1 12.08.2012 1.

3aganue 27

(Bvibepume eOuHCmMEeHHO NPABUIbHbIN Omeem)
B oTcyTcTBHE PyKOBOAMTEISI MOAMUCAHNE TOKYMEHTA 3aMeCTUTEIeM HJIH UCTOJTHSIOIAM
00132aHHOCTH PYKOBOAMTEJISA:
0 Hupekrop A.N. IleTpoB
(moamucsk ero 3ama CugopoBa)

) i 3a aupexTopa A.W. IlerpoB
- (mommucek ero 3ama CumopoBa)
3) n N.O. nupexrtopa I''B. Cunopos

(IMYHas MTOATHNCH)
3aganue 28

(Bvibepume eOuncmeeHHO NPasuIbHblUL OMeem,)
Bymary, Kakoro BeTa MOKHO IIPUMEHSITH NIPH U3TOTOBJIEHUN (JAHKOB:

1) + 0€J10T0 U CBETILIX TOHOB
2) - TOJILKO O€J10ro
3) - 3aBUCHUT OT BHIA OJaHKa
4) - JIF000r0
3aganue 29

(Bvlbepume eOuncmeeHHO NPABUIbHbLI OMEem,)
B kakue peKBH3UTHI COCTABHOI YACTHI0 He BXOIHUT MOANKCH:

1) + anpecar
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1

rpud yTBEpKIACHUS

(98]

) - pesoironus
4) - HOJIIIUCH
3aganue 30
Omnpenennre Kakoe yrBepaaeHne HCTUHHO, 2 KAKOE HeT...

KOHCTaTI/Ip}/IOH_IaH HJacCTb TCKCTA B IIPHUKA3C 110 OCHOBHOH AEATEIbHOCTH MOXKET

1)  Hcruna
OTCYTCTBOBAaTh

Texct IIpuKasa 1o OCHOBHOM AEITENHLHOCTHU ,KaK IIpaBUJIO, COCTOUT U3 ABYX

2)  Hcruna .
yacTen

3) Hcruna PacnopsaurenbHbIE JOKYMEHTBI BCTYIIAIOT B CHULYy ¢ MOMEHTA UX MTOANACAHMS

4)  HctuHa Pemnienue u3gaeTcs Ha OCHOBE KOJJIETHAIBHOIO PYKOBOJICTBA

3aroJoBOK K TEKCTY MPHUKa3a [0 OCHOBHOM JESTeNbHOCTH (POPMYIUpyETCs B

5)  MHcrtuna
POAMTEIIBHOM MaAexKe

3amanue 31

(Bvibepume eOuncmeeHHO NPasUIbHbILIL OMeem)
PacrniopsimuTenbHbBIN TOKYMEHT, KOTOPBII M3/IaeTCs HA OCHOBE €IMHOHAYAIIUS

1) + IIpUKa3
2) - IIOCTaHOBJICHUE
3) - peueHne

3amanue 32

(Bvlbepume eOuncmeeHHO NPasUIbHbLIL OMeem,)
PacnopsiautenbHbIil JOKYMEHT, KOTOPBIN U31A€TCS HA OCHOBE KOJIJIETHAIbHOTO
PYKOBOJICTBA

1) + pelienue
2) - pacnopsiKkeHue
3) - MpuKa3

3aganue 33

(Bvibepume eOuHCmMEeHHO NPABUIbHbIN Omeem,)
B coctaB pekBH3HTOB MpHKa3a M0 OCHOBHOM JEATETLHOCTH HE BXOIUT PEKBH3UT

1) + rpud yTBepKIACHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMEpP JOKyMEHTa

3amanue 34

(Bvibepume eOuncmeeHHO NPasuIbHbliL Omeem,)
[Tpuka3 Mo OCHOBHOM JESTEITHHOCTH MOITHCHIBACT

1) - HUCIOJIHUTEID
2) + PYKOBOIUTEID
3) - ceKkperapb

3aganue 35

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
[Tpuka3 mo oCHOBHO# AESITEIBHOCTH O()OPMIISIOT

1) + Ha JOJDKHOCTHOM OJIaHKE
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Ha OJIaHKe KOHKPCTHOI'O BUJa JOKYMCHTA

[SSIN O]
~ I~
1

- Ha OJIaHKE TTUChMAa
3aganue 36

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
CoBO «IIpUKa3bIBaIO» B TEKCTE TPUKA3a M0 OCHOBHOM JIEATEIIBHOCTH 0()OPMIISIOT B
CJICYIOIIEM HAIMCAHUH

1) + ITPUKA3BIBAIO
2) - IIpukassiBaro
3) - [IPUKa3bIBAI0
3ananmne 37

(Bvlbepume eOuncmeeHHO NPABUIbHbLI OMEem,)
PacniopsimuTensHast 4acTh B pacopsiKeHUH HAUMHAETCS CIIOBOM

1) + [TPEIJTATATO
2) - PEIIIAET
3) - [TOCTAHOBJISET
3aganue 38
VYCcraHOBUTE COOTBETCTBHE MCXKIAY TCPMUHAMHU U UX COACPIKAHUEM

MPaBOBOM aKT, U31aBAEMbIU IlocTanoBeHne
€IMHOJIIMYHO PYKOBOJUTEIEM
TJIaBHBIM 00pa30M KOJUIETHATIBHOTO
OpraHa rocyJapCTBEHHOTO
YIPABICHUS B LIEJISX Pa3pelICHUs
ONEpPaTUBHBIX BOIIPOCOB

IIPaBOBOM AKT, IPUHUMAECMBbIN IIpuka3
BBICILIIMU ¥ HEKOTOPBIMU
LEHTPaJIbHBIMUA OpraHaMH
KOJUIETHAJIBHOTO YIIPABJICHUS B
LEJISX pa3pelieHus Hauooee
BaXHBIX U MPUHLIMIIAAIBHBIX 3a1a4

2) 1 2)

IIPaBOBOM AKT, U3aBAEMbIi1 Pacnopsikenue
PYKOBOJMTEIEM, IEHCTBYIOIIUM Ha

OCHOBC €IMHOHAa4Ya/JIuAd B ICIAX

paspeleHuss OCHOBHBIX U

OIICPAaTHBHLIX 3a/1a4, CTOAIIUX

nepen opranu3anueit

IIPaBOBOM aKT, IPUHUMAEMBII B Pemenue
KOJUIETHAJIBHOM TOPSIZIKE B LENSIX
4) 4 paspernieHust HanboJiee BaKHBIX 4)
BOIIPOCOB BO BPEMSI COBEILLIAHU,
coOpaHuil U T.1.

3apanue 39
Omnpenenure Kakoe yrBep:Kl1eHue HCTUHHO, 3 KAKOe HET...
1)  Hcruna TekcT ciny eGHOTO MUChMa MOXKET OBITh MPOCTHIM
2)  HcrtuHa BplaenstoT npuchlIaeMble U OTIPaBIIseMble TUCbMA
3) Hcruna MakcuManbHOE KOJIMYECTBO apecaToB B MUCHME - 4

4)  Hcruaa CnyxeOHOE THCHEMO MOXHO 0pOpMHUTH Ha (hopmate AS
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HUctnna CryxeOHOE THCEMO MOXKET UMETH JBE TIOIITUCH

5)
3amanue 40

(Bvibepume eOuHCmeeHHO NpasuUibHblll omeem,)
Tekct ciryeOHOTO IIChMa COCTaBIIAETCS OT

1) - 2-T0 NUIa eAUHCTBEHHOTO YHCIa

2) - 3-ro JuIa MHOXKECTBEHHOTO YHCIIa

3) + 1-T0 JMIIa MHOXKECTBEHHOIO YK CIa
3aganme 41

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)

PexBHU3UT «CChITKA HA HOMEP U ATy BXOSIIETO JOKYMEHTa» 0(opMIIseTcs

1) - BO BCEX IIHMChMax
2) + B OTBETHBIX MMACHMAaX
3) - B UHUIIMATUBHBIX OUChMax

3aganue 42

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
B cocraB pekBH3UTOB CITy’KEOHOTO MMHChMa HE BXOIHUT

1) - ajpecar
2) + Ha3BaHUE BUJA JOKYMEHTa
3) - HOIINCE

3amanmue 43

(Bvibepume eOuHCmMEeHHO NPABUIbHbIN OMmeem)
PyKoBOJMTEIb U TIIABHBIN OyXrajTep MOIMHCHIBAIOT

1) - MMHUChMO-U3BEIICHUE
2) + rapaHTUHHOE MUCHMO
3) - peKIaMHOE MUCbMO

3amanue 44

(Bvibepume eOuncmeeHHO NPasuibHbliL Omeem,)
MakcuMabHBIH 00bEM CITY)KEOHOTO MUChMa

1) - OJIHa CTPaHUIIA
2) - TPU CTPAHHULIBI
3) + JIBE CTPAHULIBI

3amanue 45

(Bvibepume eOuncmeeHHO NPasUIbHbILUL OMeem)
[Tewatsto ynocToBepsieTcs

1) - MMUCbMO-HAIIOMUHAHNUE
2) + rapaHTHHHOE ITUCbMO
3) - MMACbMO-TIPUITIALIICHUE

3amanue 46

(Bvlbepume eOuncmeeHHO NPAsUIbHbLI OMEem,)
OTMeTKa O IOCTYIUICHUU JOKYMEHTA B OPraHU3aIUIO IPOCTABIISETCS

1) - II0 YCMOTPEHHUIO CEKpeTaps

2) - Ha BCEX JJOKYMEHTax
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3)

+

TOJIBKO Ha IMMPHUCBIIIACMBIX

3amanue 47

(Bvibepume eOuHCmeeHHO NpasuUibHblll omeem,)
B nceMe oTMeTKa 0 MOCTYIUICHHH JJOKYMEHTA TPOCTaBIISIETCS

1)
2)
3)

+

B JICBOM HHUKHEM YTy IMOCJICIAHCTO JIUCTA JOKYMCHTA

Ha JIF00OM CBOOOIHOM MECTE

B [IPABOM HW)KHEM YIIIy IIEPBOTO JIUCTA JOKYMEHTa

3aganue 48

IIpasunvhvix eapuanmoe modicem Obinv HECKONbKO.
Kakue npu3zHaku xapakTepHbl 1J1s1 0JIAHKOB VIS TUceM?

1)
2)
3)

4)

+

Hanuuue aapecHpIX TaHHBIX TPEINPUATHS HA OJIaHKE

Hanmaue otmeTkn JJId PCKBU3HTA «CcplIIKa Ha HHJICKC U JaTy BXOOAIICTO
AOKYMCHTa»

OTcyTCTBI/Ie Ha3BaHHWA BUJA JOKYMCHTA

Pacnionoxenue o0s3aTeIbHBIX PEKBU3UTOB 3ar0JIOBOYHOM YaCcTH JOKYMEHTA B
JIEBOM BEPXHEM YTITy

3amanue 49

IIpasunvubix eapuanmos modicem Oblmb HECKONbKO.
Kaxoii Buj 1€/10BOro nuchbMa HanpasJjisieTcsl apecaTy A5 3aKJII04YeHUs CAeJIKH C
YKa3aHHeM KOHKPETHBIX YCJIOBHH CaeJKn?

1)
2)
3)
4)

[TuceMo-nioATBEPKICHUE
CornpoBoUTENHHOE MHUCHMO
[TuceMo-nipepioxkeHue
JloroBopHO€E MUCHMO

3amanmne 50

Hpaeuﬂbelx 8APUAHNIOB MOIHCEM ObIMb HECKONLKO.
ABT()pOM c.nymeﬁﬂoro nucbMa AABJIACTCH:

1)
2)
3)
4)

+

UCIIOJIHUTENb, COCTABUBILUI TOKYMEHT

JOJKHOCTHOE JIMLO, TOANUCABIIEE JOKYMEHT
UCTOJIHUTENb, 0)OPMUBILIUI JOKYMEHT

OpraHu3alysi, 0T UMEHU KOTOPOil OTIpaBisieTcsl MUChMO

3aganue 51

Onpeneanre Kakoe yrBep:kIeHHe HCTHHHO, 2 KAKOE HeT...

)

2)
3)
4)
5)

Hctuna

HUctnna
Hctuna
JIoxb

Jloxb

TekcT moKIIagHOM 3aIUCKH COACPIKUT TOJBLKO 00CTOATEIIFHOE H3JI0KCHUE
BOIIpOCa

AnpecaHT B JOKJIAJHOMW 3alIMCKE YKa3bIBAECTCA B UIMEHUTEIIBHOM Maexke
BHyTpeHHIOI0 T0KIaHYIO0 3alIMCKY MOANNCHIBAET COCTABUTEID
B agpecare nokia HON 3aNIMCKH YKa3bIBAIOT TOJIBKO (haMHUIIUIO
BuyTpenHsas noxnanHas 3anucka opopmiisieTcss Ha OnaHKe opraHu3aluu

3amanue 52

(Bvlbepume eOuncmeeHHO NPasUIbHbLIL OMeem)
BHyTpeHHIO0 TOKIaHYIO 3alUCKY MOANUCHIBACT

D

+

COCTAaBUTCIIb
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PYKOBOAMTEIH TIOIPA3ICIICHHS

[SSIN O]
~ I~
1

- ceKkpeTapb
3aganue 53

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
B ckonmpkux 3x3eMIusipax oopMIISIeTCs] BHEIIHSISL JJOKIIATHAS 3aITiCKa

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

3aganue 54

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)

PexBU3UTEI O0BSICHUTEIBHON 3aIIMCKHU 110 IIoBOAY O0OBICHEHUS IMMOCTYIIKa aHAJIOTUYHBI

1) + BHYTPEHHEHN JOKJIATHOM 3alUCKU
2) - BHYTPEHHEN CIIPABKU
3) - CITY)KEOHOMY TTHUChMY
3aganue 55

(Bvibepume eOuHCmMEeHHO NPABUIbHBIN OMeem)
TekeT 1oKIIaIHOM 3aTMCKH, KaK TPaBUIIO COCTOUT

1) - U3 OJHON YacTH
2) - U3 JABYX YacTen
3) + U3 Tpex Jacren

3aganue 56

(Bvibepume eOuncmeeHHO NPasuIbHbliL OMeem)
B coctaB peKBU3UTOB BHEIIHEH JOKIIAJIHOM 3aITUCKH HE BXOIHUT

1) + neJyaThb
2) - MOJANUCH
3) - 3aroJIOBOK K TEKCTY

3amanue 57

Bcmagvme nponywennsie 6 mexcme cnoea

JlokitaiHas 3anmcka — JOKyMEHT, aIpECOBAHHBIN 1o
KOHKPETHOU TeME C Y MIPEUIOKEHUSIMU T10 HEH.
1) OTBeT: BBIIECTOSIILIEMY PYKOBOJICTBY
2) OTBET: BBIBOJAMH
3aganue 58

Bcmasvme nponyuieénnsleé 6 meKcme cjiosa

BreniHo10 AOKJIAAHYIO 3alIUCKY, aIPp€COBAHHYTO B BBIMICCTOANIYIO OpraHU3aluio
OAIIMChIBACT

1) OTBeT: PYKOBOJIUTENH OpraHU3aLUN
3aganue 59

Bcmaevme nponyuieérnHnbsle 6 meKkcme cjioea

BHyTpeHHI010 T0KIaIHYIO0 3alIUCKY COCTABJISIET U MOJIIUCHIBAET
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1) OTBeT: COCTaBHUTEIH
3aganmue 60

Bcmaevme nponyuieéHHble 6 meKcme cjiosa

PexBU3UTHI BHYTPEHHEN JOKIIAAHOMN 3alUCKHU:
- azipecar (B JAaTeILHOM MaJIekKe)
- HAMUMEHOBAaHME BUJA TIOKYMEHTA

- TEKCT
- OTMETKA O HAJTMYHMH MPHUIIOKEHUS (B clTyyae HEOOXOAUMOCTH)
- 1ata
1 OTBeT: HaMMEHOBAHUE CTPYKTYPHOTO MOJPA3/IEICHHUS
2) OTBeT: 3arojlOBOK K TEKCTY
3) OTBeT: MOAIHNCH
4) OtBeT: HOMEp

3aganue 61
Omnpenennre Kakoe yrBepaaeHne HCTUHHO, 2 KAKOe HeT...
1) MHcruna JlaToi nmpoTOKONa SABJIAETCS JaTa MMPOBEACHUS 3aCEIaHUs
2)  Hcruna IIpoTokos MOANMCHIBAIOT MPEACENATENb U CEKPETAPh KOJUIETHAIIBHOTO OpraHa
3) Jloxs B xpaTkoM IIPOTOKOJIE MPUBOIATCS TEKCThI BBICTYIIICHUI
4)  HctuHa B npoToKose yKa3blBarOTCA pe3ybTaThl TOJIOCOBAHUS
5) Hcruna B Tekcre npotokona MoxeT oTcyTcTBOBaTh NyHKT BBICTYIINIIN
3amanmue 62

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
N3 ckonbKuX yacTel COCTOUT TEKCT IPOTOKOJIA

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

3aganue 63

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
[IpoTokon nmoanuchIBaeT

1) + MIpEICEIaTeNb U CEKPETaph KOJUIETHAIbHOTO OPraHa
2) - PYKOBOJIUTEIb
3) - CeKpeTaphb

3amanue 64

(Bvibepume eOuHCmMEeHHO NPABUIbHbIN Omeem)
Kakas yacTh B cxeMe MOCTPOEHHUST OCHOBHOM YacCTH MPOTOKOJIA MOXKET OTCYTCTBOBATh

1) - CJIVIIAJIN
2) + BBICTYIINJIN
3) - ITOCTAHOBUJIN
3ananue 65
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(Bvlbepume eOuncmeeHHO NPAsUIbHbLIL OMEem)
[TpoTokon opopmIiIsroT

1) - B TPeX DK3EMILIIpax
2) + B OJIHOM 3K3EMILISIPE
3) - B JIBYX DK3eMILIApax

3aganue 66

(Bvibepume eOuncmeeHHO NPasUIbHbLIL OMeem,)
Kak odopMisiroTcst B TEKCTE MPOTOKONA, MPUCYTCTBYIOIINE, €CIIH UX 22 YeloBeKa

1) + [IpucyrcrBoBanu: 22 yenoBeka (CIIUCOK MPUIIATAETCs)

2) [IpucyTcTBOBAIH: IEPEUUCISAIOTCS (DAMUIINU PUCYTCTBYIOIIUX B an(haBUTHOM
MOPsIIIKE

3) - IIpucyrcTBOBanu: 22 yenoBeka

3aganue 67

Bcmaevme nponyuieérnHbsle 6 meKkcme cjioea

B 3aBUCHMMOCTH OT ITOJHOTHI OCBCHICHUA XO4a 3aCCAaHUs IMPOTOKOJIbI MOT'YT OBITH

U
1) OTBeT: MONHEIC
2) OTtBeT: KpaTkue

3aganue 68

Bcmaevme nponyuieérnHnbsle 6 meKkcme cjioea

TekcT mpoTOKOJIa COCTOUT U3 ABYX YaCTEH: BBOIHOM U

1) OTBeT: OCHOBHOH
3aganue 69

Bcmaevme nponyuiernnbsle 6 meKkcme cjioea

B npoTtokone kax/plil MyHKT HOBECTKH JIHS PACTIUCHIBAETCS (CTPOUTCS) MO CXEME:

9, b

1) Oteer: BLICTVYIIUIN
2) Oteer: [TOCTAHOBUJIN
3) Otser: CJIVIIAJIU
3amanue 70

Bcmasvme nponyuieénnsleé 6 meKcme cjiosa

Ecnu Bonpoc He 00Cykancs B XoJie COOpaHus MU 3aceJaHus KOJUIETHaIbHOTO OpraHa, TO B

MIPOTOKOJIE TTYHKT MOXKET OTCYTCTBOBAaTh
1) OtBer: BBLICTVYIIWJIN
3aganue 71

Omnpenenure Kakoe yreep:kl1eHue HCTUHHO, 3 KAKOe HeT...
1) Jloxxp  Hannuwne 3aKaro4MTENILHOM YaCTH TEKCTA aKTa 00s3aTelIbHO
2)  Hcrmaa Yamie Bcero akThI COCTABIISTIOTCS KOMHUCCHEH

3) HcrtuHa AKT MOXKET CIIyKUTh OCHOBaAaHUEM JIJI U3JaHUS PACIIOPAIATEIBHOTO TOKYMEHTA
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4)  HctuHa AKXKTBI, KaK IPaBUJIO, OAJIEKAT YTBEPKACHUIO
HUctuna AkT MoxeT opopmisiThest Ha TpadapeTHOM OJlaHKe

5)
3amanmue 72

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
Cny»eOHBII aKT COCTABIISICT U TIOAIMKUCHIBACT

1) + KOMHCCHS
2) - PYKOBOJIUTEIb
3) - HCITOJIHUTEITh

3aganue 73

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
OcHoOBaHHEM 151 H3/IaHUSI KAKOTO PACTIOPSAUTEIHEHOTO JOKYMEHTAa MOXKET OBITh aKT

1) - Pemenne
2) - ITocTanoBiaenue
3) + [Tpuka3

3amanue 74

(Bvibepume eOuHCmMEeHHO NPABUIbHBIN OMeem)
Jlaroii akTa sSBIISICTCS

1) + Jlata akTUBHPYEMOTO COOBITHS
2) - Jlata yTBepxKaeHUS
3) - Jara noanucanus
3aganue 75

(Bvibepume eOuncmeeHHO NPasuIbHbliL OMeem)
B cocTaB peKBH3UTOB aKTa BXOIUT PEKBU3UT

1) + I'pud yrBep)acHUS
2) - I'pud cormacoBanus
3) - OtMeTKa 00 UCTIOJTHUTEIE

3amanue 79

(Bvibepume eOuncmeeHHO NPasUIbHbILI OMeem)
B coctaB peKBU3UTOB aKTa HE BXOIUT

1) + I'pu cormacoBanus
2) - 3arojoBOK K TEKCTY JOKyMEHTa
3) - I'pud yrBepxaeHus

3amanue 80

(Bvlbepume eOurncmeeHHO NPasUIbHbLIL OMeem,)
CKOIbKO YacTel CONEP>KUT TEKCT aKTa

1) - JIBE
2) - OIHY
3) + TpHU

3aganue 81

(Bvibepume eOuncmeeHHO NPasuIbHbliL OMeem,)
Crnenyer nu yKa3bIBaTh JOMHKHOCTH WICHOB KOMHCCHUU MTPH 0(OPMIICHUN PEKBU3HUTA

«(IIOOITUCH»

1) - Ha



[To xenanuto cekperapsi
+ Her

[SSIN O]
~ I~
1

3amanmue 82

(Bvibepume eOurncmeeHHO NpasuibHblil omeem,)
B ckonmbkux 3x3eMIusipax oopMIISIETCS aKT

1) - B tpex
2) + B ckoapKHX HEOOXOIUMO
3) - B uetbipex

3aganue 83

(Bvibepume eOuHCmMEeHHO NPABUTIbHBIN OMeem)
Kakast yacTh TEKCTa akTa MOXKET OTCYTCTBOBATh

1) - Koncratupyromas
2) + 3aKIounTeIbHas
3) - BBoguas yacte

Kputepun onileHUBaHHUA TeCTOBBIX 3aJaHMUIi:

3a KaxJI0€ MPaBWIBLHO BBIMOJHEHHOE TECTOBOE 3a/laHUe (BEPHBIM OTBET)  CTaBHTCS |
0asut, 3a HeBepHBIN OTBET - () 6AUIOB.

«5» - 28-30

«4y» - 24-27.

«3»-19-24

«HEyJIoBI» - 18 u MeHee

IIpakTHyeckasi 4acTh.

Kpurepun onieHHMBaHMs BBIMTOJHEHUS MPAKTHYECKOTO 3aaHUSL:

- 3HAHUC TCPMUHOJIOTHHN

- CKOPOCTb BBITIOJTHEHHE

- CIIOCOOHOCTh HECTAH/IAPTHO MBICIHUTD

- KOJIMYECTBO MPE/UIOKEHHBIX BapUAHTOB PELICHUsI TOCTABICHHOM 3a1a4u.

5. OBECIIEYEHUE OBPA3OBAHUA JJI JIML C OB3 1 UHBAJIN/10OB

Conepxanue npoecCHOHAILHOTO 00pa30BaHUS W YCIOBMS OpraHM3alldud OOy4YeHHs B
OI'bOY BO «MATI'Y» ctyneHToB (cilymiareneil) ¢ OrpaHUYEHHBIMUA BO3MOKHOCTSIMU 3/10POBbS
OIIPENEIAIOTCS aJaNTUPOBAHHOM 00pa30oBaTeIbHOM MporpaMmoit (mpu HEOOXOAMMOCTH), a JUIs
MHBAJINMJIOB TaKXKE B COOTBETCTBUU C MHIUBUIYaIbHON IPOrpaMMOil peabuIuTaluy UHBAJIUAA.

OO0yuenue o 06pa3zoBaTeILHON MPOrpaMMe CpPEeJHEr0 MPOopECCHOHATLHOIO 00pa30BaHMs
CTYZIEHTOB (ciymiaTteneil) ¢ OrpaHMYEHHBIMH BO3MOXHOCTSMHU 370POBbSl OCYILIECTBISIETCS
OI'BOY BO «MAI'Y» ¢ yueToM 0cOOeHHOCTEN NMCUXO(U3NIECKOTO Pa3BUTHS, UHIUBUAYAIbHBIX
BO3MOXHOCTEUN M COCTOSTHUSA 3I0POBbsI TAKUX JIMII.

B ®I'bOY BO «MAI'Y» co3nanbl crieliiaibHbIE YCIOBHS ISl TOTYYeHHUS 0O0pa3oBaHUS
CTyZIEHTaMH (CIyLIaTeasIMI) C OTPaHUYEHHBIMA BO3MOKHOCTSIMU 3/10POBBS.

[Ton conenManbHBIMM YCIOBHSAMHU JJIsl TOJYYEHHUS CpPEIHEro MNpodeccHoHaIbHOTO
o0pa3oBaHMsI CTYIAEHTOB (CiIymmaTeieil) ¢ OTpaHWYCHHBIMH BO3MOXXHOCTSIMH  3/I0POBBS
MIOHUMAIOTCS YCJIOBUSI OOy4eHHs, BOCIIUTAHMUS M Pa3BUTHs TAKMX JIMI, BKIIOYAIOIIME B ceOs
WCTIOJIb30BaHME CIEIMAIbHBIX 00pa30BaTeIbHBIX IPOTPAMM U METOJIOB O0YYEHHSI M BOCITUTAHUS,
CMELUAIbHBIX YYEOHUKOB, YYEOHBIX MOCOOMH M AMIAKTHUECKUX MaTepHalioB, CIHEIHMaIbHbBIX
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TEXHUYECKUX CpPEACTB OOy4eHMs KOJUIGKTUBHOTO W  HHAMBHUIYAIBHOTO  IIOJIb30BAaHUS,
MPEIOCTABICHUE YCIYT acCHUCTeHTa (TIOMOIIHHMKA), OKAa3bIBAIOIIETO CTYACHTaM (CITyIIaTeNsiM)
HEOOXOIMMYI0 TEXHHYECKYI0 IIOMOIb, MPOBEIEHHE TPYNIOBBIX W  WHAWBUIYAIbHBIX
KOPPEKIMOHHBIX 3aHATHH, obecrneueHue aoctyna B 3gaHus ®I'BOY BO «MAI'Y» u npyrue
ycloBHsA, 0€3 KOTOPHIX HEBO3MOMKHO WJIM 3aTPyIHEHO OCBOCHHME 00pa3oBaTENbHBIX MPOrpaMm
JIUIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 3/10POBBS.

B mensx poctymHOCTM ToONydeHHs 0Opa3oBaHMA ~CTyJeHTaMm (CiymiatessiM) ¢
OTrpaHUYEHHBIMU BO3MOXKHOCTAMU 3710poBbsi PT'BOY BO «MATI'Y» obecnieunBaercs:

— U ciyluaTenaeil ¢ OrpaHMYEHHBIMM BO3MOXHOCTSMH 3JI0pPOBbSl 110 CIYXY YCIyTd
CypZIOIepeBOIUMKa U OOecreyeHre HaJIeKalluMH 3BYKOBBIMU CPEJICTBAMHU BOCIPOU3BEACHMUS
uHpOpMaIuHy;

— A CTYIEHTOB (ciymiaTenei), HMEIOUIMX HapylIeHUs OIOPHO-IBUraTeIbHOIO
anmapara, MaTepualbHO-TEXHUUECKUE yCIIOBUS o0ecreunBaroT BO3MOKHOCTb
OecHpernsTCTBEHHOIO0 JOCTyNa B YyueOHble IIOMELICHUS, CTOJIOBbIC, TyaJeTHble U Jpyrue
nomemeanst ®I'BOY BO «MAI'Y», a Taxke ux mnpeObBaHUS B YKa3aHHBIX ITOMEIICHUSX
(HanMuue naHayCcoB, OPYYHEH, paCIIMPEHHBIX ABEPHBIX IPOEMOB U APYTHX MPUCIIOCOOICHHIA).

O6pa3oBaHue CTYAEGHTOB (CIylIaTeieil) ¢ OrpaHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBS
MOXET OBbIThb OPraHW30BaHO KaK COBMECTHO C JPYTUMH CTYAEHTaMHU (CIylIaTesnsMu), Tak U B
OTACNBHBIX Tpymnnax. YHUCIEHHOCTh JHI C OrPAHUYEHHBIMH BO3MOXHOCTSMHU 370POBbSI B
yueOHOI rpymnie ycTaHaBIUBaeTcs A0 15 yenoBexk.

C yueroM 0coObIX MOTpeOHOCTEH CTYINEHTOB (CiyluaTteneil) ¢ OrpaHU4YEHHBIMHU
BO3MOXKHOCTAMU 3710poBbst PI'BOY BO «MAI'Y» obecnieunBaercs nperocTaBiIeHUe y4eOHbIX,
JIEKLIMOHHBIX MaTepUasoB B AJIEKTPOHHOM BUJIE.

C ydyeroM 0coOBIX MOTpeOHOCTEN CTYIAEHTOB (Ciyliareneil) ¢ OrpaHUYEHHBIMU BO3MOXKHOCTSAMHU
3I0POBBS IIPELYCMOTPEHA BO3MOKHOCTh 00yUEHHSI 10 UHAUBUIyaJIbHOMY IUIaHY.
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