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1. ITACITIOPT KOMIIJIEKTA ONEHOYHBIX CPEJACTB

®onp oueHouHbX cpencts (POC) mpenHazHayeH Uil MPOBEPKU PE3YJIbTATOB OCBOEHHUS
yueOnori mucummuiaabel  OI1.06  Jokymenmayuonnoe  obecneuenue  ynpaeieHus  OCHOBHOM
npodeccnoHabHOM 00pa3oBaTeIbHONW MporpaMMbl 1o crenuanbHocTH 38.02.01 DkoHOMUKA |
OyXTalTepCKHui y4eT (110 OTpacisim).

B pesymbrate ocBoeHus y4eOHOH JMCHMIUIMHBI OOydYaloOUIMiics JOJDKeH 007anaTh
npeaycmorpeHabiMu GI'OC CIIO no cnenuanbHOCTH CIEAYIOMMMH YMEHUSIMU, 3HAHUSIMHU, KOTOPbIE
dbopMupyrOT TPOHeCcCHOHATBHYIO KOMIIETCHIIUIO, U OOIIIMMH KOMITETECHITUSIMHU:

Ymenus
V1 odopmisaTs opraHu3allMOHHO-PACIOPSIUTENbHbIE JOKYMEHTBl B COOTBETCTBUHU C
nerctBytomuM ['OCTowm;
VYV 2 ocymecTBiasaTh 00paOOTKY BXOAALIMX, BHYTPEHHMX M HCXOIALIMX JIOKYMEHTOB,
KOHTPOJIb 3@ UX UCIIOJIHEHUEM;
Y 3  odopMIsATh JOKYMEHTHI [l Iepeiayl B apXUB OpraHU3aliH;
3Hanus
31 mnoHsTHE TOKYMEHTa, €ro CBOICTBA, CIIOCOOB! JOKYMEHTUPOBAHMS;
32 mpaBwia COCTaBJI€HUS U OQOPMIIEHHS OpraHU3alMOHHO-PACHOPSAIUTENBHBIX
ToKyMeHTOB (nanee - OPJI);
33 cucreMy M TUIOBYIO TEXHOJOTHIO JOKYMEHTAI[HOHHOTO OOECHeUeHHs yIpaBICHHS
(nanee - I0V);
34 0COOEHHOCTH NEIONPON3BOJICTBA IO OOpAIIEHUSM TpaXJaH U KOH(PHUICHIIHATIHLHOTO
JIEJIONIPOU3BO/ICTBA,
O0mme KoMNeTeHINH

OK'1. IloHumarh CyIIHOCTh W COLMANbHYIO 3HAYMMOCTb CBOEH Oynyuieil npodeccun,
IIPOSIBJIATH K HEH YCTOWYMBBINA MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO J€ATEIBHOCTh, BBIOMpAaTh THUIIOBBIE METOIBI U
CI0CcOObI BBHIIOJHEHUS TPO(ECCUOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh U
Ka4yeCTBO.

OK 3. TlpuHumaTh peuieHus B CTaHAAPTHBIX U HECTAaHAAPTHBIX CUTYAIUSX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasiTh MOUCK U HCIOJNb30BaHME WHGPOpPMALMU, HEOOXOIUMON Juid
3 (PEKTUBHOIO BBINOIHEHUSI NMPO(ECCHOHANBHBIX 3a/ad, MPOPECcCCHOHATBHOTO U
JMYHOCTHOT'O Pa3BUTHS.

OK 5. Hcnonb3oBarh MH(POPMALMOHHO-KOMMYHUKAITUOHHBIE TEXHOJIOTUU B
poeCCHOHAIBHON JeSTEIHHOCTH.

OK 8. CamocTosATenbHO OHpEnensaTh 3ahadd  MpPO(EeCcCHOHAIBHOTO W JMYHOCTHOTO
pa3BUTHS, 3aHUMATbCs CaMO00pa30BaHUEM, OCO3HAHHO IJIAHUPOBATh MOBBIIICHHUE
KB (DUKALIHH.

OK 9. OpueHTHpoBaThCs B YCIOBHUSIX MOCTOSHHOTO U3MEHEHHUSI IPAaBOBON Oa3bl.

IIpodeccnonanbHbIe KOMIIETEHIUH

[IK 1.1. OcymecTBaarh MpoQecCHOHAIBHOE TOJKOBAHME HOPMATHBHBIX TPABOBBIX aKTOB
JUIS pealin3alliy MpaB TpakaaH B chepe MEeHCHOHHOTO 00ECIIeYeHNs M COLUAIbHOM
3aIUTHI.

I[NK 1.2. OcymecTBisaTh NpuUeM TpakAaH [0 BONpPOCaM MEHCHMOHHOTO oOOecreyeHus Hu
COIIMAIbHOW 3aIIIMTBHI.

[IK 1.3. PaccmarpuBarh makeT JOKYMEHTOB JUIsi HA3HAue€HHUS TEHCHH, TMOcoOuii,
KOMIIEHCAIINH, IpYruX BBIIUIAT, @ TaKXKe Mep COIMAIbHON MOJAEPKKU OTIEIbHBIM
KaTeropusaM rpakJaH, Hy KIalOLMMCS B COLUAIbHOMN 3alUTE.

[IK 1.4. OcymecTBaaTh ycTaHOBJICHHE (Ha3HAUCHHUE, ITEpepacyueT, MepeBo/I), HHIACKCAINIO 1
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KOPPEKTUPOBKY TEHCHUW, Ha3HaueHUE TOCOOWi, KOMIIGHCAlMd U JIPYrHX
COLMAJIBHBIX BBIILIAT, UCIOJIb3Ys HH(OPMALIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUH.

IIK 1.6. KoHCynbTHpOBaTh TpaXkJaH U MPEACTABUTENEH IOPUAMYECKHX JIMII TI0 BOIPOCAM
IEHCHUOHHOTO 00€CIeUeHHs U COLMAIbHOM 3alUThI.

KoHTpOJIbHO-01IEHOYHBIE CPEACTBA BKIIIOYAIOT KOHTPOJIBHBIE MaTepUalibl JUIsl MPOBEICHUS
TEKYLIEH U MTPOMEXKYTOUHOU ATTECTALIUH.

HroroBoii hopmoii arTecTanmu 1Mo yueOHON AUCIUILUIMHE SIBISETCS 3auem.

CryneHTsl JOMYCKAIOTCA K 3a4eTy NpH HaJU4YUM PE3YJIbTaTOB TEKYIIEH aTTecTaluu,
MPEyCMOTPEHHBIX y4eOHBIM IUTIAHOM COOTBETCTBYIOIIETO ceMecTpa.



2. PE3YJIBTATBI OCBOEHUA JUCHUIIJINHBIL, TIOAJEKAIIUE ITPOBEPKE

2.1. B pesynbrare arTecTalyy M0 Y4eOHOW AUCIUILIMHE OCYIIECTBISETCS KOMIUIEKCHAsI MPOBEPKa CICAYIONIMX YMEHUH W 3HAHUU, a TakkKe

IUHaMHUKa GOPMUPOBAHUS OOIIMX KOMIETEHIIHIA:

Pe3yabTarsl 00yyeHus
(oCBOEHHBbIE YMEHUS1, YCBOCHHbIE 3HAHUS)

IToka3aTenu oeHKH pe3yJjbTara

DopMBbI U METOAbI
KOHTPOJISI ¥ OLIeHKH
pe3yabTaToB 00y4YeHHsl

YMmenus
Yy 1 - 0hopMIIATH OpraHu3alOHHO- BHIOOp  BUIBI  JIOKYMEHTa JUIsl  OMNPEACIICHHOrO  BHUAA | PE3YJIbTAThl BBHIITOJHCHUS
pacnopsAUTeIbHbIE JTOKYMEHTHI B COOTBETCTBUU C JESITEIILHOCTH, MPaKTUYECKUX 3aJlaHUi U

nerictBytomuM ['OCTowm;

OK | — noHUMaTh CYyITHOCTb U COLUATIBHYIO
3HaYMMOCTb CBOEH Oyay1uel npodeccuut, MposBIsATh
K HEW YCTOMYMBBIA HHTEPEC.

OK 4 - ocymiecTBISITh HOUCK U UCIIOJIb30BAaHUE
uHpopManuu, HeoOXOAUMOM 11 AP PEKTHBHOTO
BBINOJIHEHUS NTPO(EeCCHOHANIBHBIX 3a/1a4,
poheccnoHaTbHOTO U IMYHOCTHOTO Pa3BUTHS.

OK 5 — ucnonp3oBate HHYOPMAITMOHHO-
KOMMYHHMKATHUBHBIE TEXHOJIOTHH B
npoecCUOHATLHOMN 1EeATEIbHOCTH.

OK 9 — opueHTHpOBaTHCS B YCIOBUSX MTOCTOSIHHOTO
M3MEHEHMs IPaBOBOM 0a3bl.

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

ONEPaTUBHOCTh  TIOMCKA  HEOOXOIUMOM
UCIIOJIb30BAHUEM Pa3IMYHBIX CPE/ICTB;
oopmieHHe TOKYMEHTOB B COOTBETCTBHUH C DenepaabHbIM
3akonoM «O6 wunHopmaluy, WHGOpPMATHU3ALMUA U 3alIUTe, U
uH(pOpMaLIUN»,

uHdpopmaruu ¢

CaMOCTOATEIIbHOMN
paboThI

VY 2 — ocymiecTBiATh 00pabOTKY BXOSIINX,
BHYTPEHHUX U UCXOAIINX TOKYMEHTOB, KOHTPOJIb
3a UX UCTIOJIHEHUEM.

OK 3 — nprHHMAaTh penieHus B CTaHJapPTHBIX U
HECTaH/JIAPTHBIX CUTYAIMsIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 8 — camocTosiTenbHO ONPEeAeNATh 3aJa4n
po(hecCHOHATEHOTO M IMYHOCTHOT'O Pa3BUTHS,

pacrio3HaHue THITa COOTBETCTBYIOIIETO IOKYMEHTA;
oopmieHHEe TOKYMEHTOB B COOTBETCTBUU ¢ DemeparbHBIM
3akoHoM «O0 wuHdopmanuu, MHGOpPMATHU3aALUU M 3allUTe, U
uHpOpMaLUN»;

OpraHm3anys JOKYMEHTO00OpOTa C HCIOJIb30BAHHEM CPE/CTB
TEJIEKOMMYHHUKAIHH

BBIOOp METO/1a PErHCTPALIUU IOKYyMEHTOB;

pGSYJ'II)TaTI)I BBIITOJIHCHUS
MPaKTUYECKUX 3aJaHUI 1
CaMOCTOSTCIBLHOMI
paboThI




3aHUMAaThCsA CaMOO6paSOBaHI/IeM, OCO3HAaHHO
IJIaHWUPOBATH ITOBBIICHUC KBaJII/I(l)I/IKaLII/II/I.

VY 3 — odopMIsATh JOKYMEHTHI AJIsl IEPEJaul B ApXUB
OpraHu3aluu

dopmupoBaHUE Jieda B COOTBETCTBUU C HOMEHKJIIATYpOU Jell.
Odopmienue ena K caye B apXus.

pe3yabTaThl BBIOJIHEHUS
MPAKTUYECKUX 3aJJaHUI U

CaMOCTOSITEIIbHOM
OK 2 — opranu3oBbIBaThH COOCTBEHHYIO paboThI
NesITebHOCTb, BEIOUPATh TUIIOBBIE METOIbI U
CIIOCOOBI BBIMTOJIHEHHSI TPO(ECCHOHATBHBIX 3a/1a4,
OLIeHUBATh UX 3P (PEKTUBHOCTh U KaYECTBO.
3Hanusn
3 1 — nonsArue HOKYMCHTA, €ro CBOICTBa, CIOCOOBI OHMMAaHHE U OCO3HAHHUE POJIM JOKYMEHTOB B JKU3HH Y€JIOBEKa U | OIIPOC, OLICHKA
AOKYMCHTUPOBAHHA oOmiecTBa, B chepe ynpasieHus U mpodhecCHOHATbHOM pe3yasTaToB
JEeSITeTIbHOCTH, UX OCHOBHBIX (DYHKIIHH, CIIOCOOOB CaMOCTOATEIILHOU
JIOKYMEHTUPOBaHHS, paboThI
XapaKTEPUCTUKA BUJIOB JIOKYMEHTOB;
3 2 — mpaBuia COCTaBleHHS U O(OpMIICHHs paciio3HaHue BHJAa JOKyMEHTa JJIs OIIPEACJICHHOI0 Buaa | OIIpoC, OIICHKa
OPraHU3allMOHHO-PACIIOPSAAUTENIBHBIX  JOKYMEHTOB JIeSITEIbHOCTH; pe3yapTaToB
(OPQD) IOHATHE M OTJIHMYHMS OPTaHM3alMOHHBIX M PaCHOPSIAUTEIBHBIX | CAMOCTOSTEIbHON
JOKYMEHTOB; paboTsI
nepeuyncieHie W IpaBuiga  OQOPMIIEHUS  PEKBU3UTOB
JIOKYMEHTOB;
3 3 — cuUCTeMy M THUIOBYK TEXHOJOIHIO NPUMEHEHHE 3HAHUI OCHOBHBIX BHJIOB M pasHoBHaHOCTel OPJl; | ompoc, OLICHKA
JOKYMEHTAI[MOHHOTO  OoOecreueHust  ympaBlIeHHs pe3yIbTaToB
(1OY) CaMOCTOSATENLHOM
paboTHI
3 4 — 0COOEHHOCTH JENIONPOM3BOJCTBA IO 3HaHKe 3aK0oHa «O NEePCOHATBHBIX JAHHBIX), orpoc, OLIEHKa
oOpalieHussM TrpaxJaH W  KOH(UICHUIUAIBHOTO pacro3HaBaHUE BUIOB CITYyKEOHBIX JIOKYMEHTOB; pe3yIbTaToOB
ACIIONIPON3BOCTBA CHOCOOBI PErUCTpalUU BXOSAIIEH TOKYMEHTAUU Ca%’IOCTO’ITeHBHOﬁ
paboThI




2.2 ®opMBbI TeKyl1ero KOHTPOJIS U NPOMEKYTOYHOM aTTecTALMH N0 y4eOHOH AUCHMILINHE

Texkyuuii KOHTPOJIb

IIpomeskyTouHas1 aTTecTALMS

JJIeMeHT y4e0HO0i THCUMIINHBI ®opMbI U METOJAbl KOHTPOJISA  OLIEHKHU IIpoBepsiemble ®opma IIpoBepsiembie
pe3yJbTaTOB 00yUYeHHs Y, 3, OK KOHTPOJIA Y, 3, OK

Pasnen 1. BBenenne B

AOKYMEHTAIlMOHHOe o0ecneyeHne

ynpaBJieHHUs

Tema 1. 1. OCHOBHBIE TOHATHUSA Onpoc, pelieHue TECTOBBIX 33JaHUN, PE3yIbTaThl 31. 0K 1. OK 5

JIEJIONIPOU3BOICTBA BBIIIOJIHEHUS MPaKTUYECKUX 3aaHuN ul31. 3auem OK, 9 ’ ’
CaMOCTOSITENILHOM paboThI ’

Tema 1.2. Vicropust pa3BUTHS Onpoc, pelieHue TECTOBBIX 3aJaHUN, PE3yJbTaThl

OTEYECTBEHHOT'O JCNOMPON3BOACTBA | BBHIIOJIHEHUS MPAKTHYECKHUX 3aaHui ul|31.
CaMOCTOSITEJIbHOM pabOThI

Paznen 2. Opranusanus

J1eJI0ONPOU3BOACTBA B

OpraHu3anuu

Tema 2.1. Opranuzanus ciyx0bl Pemrenne TecToBBIX 3a4aHUM, PE3YyJIbTaThI 33

JIeJIONPOU3BOCTBA BBITOJIHEHHS CAMOCTOSATENbHOM paboThI

Tewma 2.2. Opranuzarus Orpoc, penieHne TeCTOBBIX 3aJaHui, Pe3yIbTaThl V1,V2,V3 3

JOKYMEHTO000pOTa B yIIpaBIE€HUU BBIIIOJIHEHM S IIPAKTUYECKUX 3aJaHUN U 33 3, 0K 2, 0K 3,
CaMOCTOSITEIbHOU pabOThI sauem OK 4, 0K 5, OK

Tewma 2.3. Peructpauust u KoHTposib | Omnpoc, pelieHre TECTOBbIX 3aJaHul, pe3yIbTaThl V1,V 2,33 8.

UCIIOJIHEHUS IOKYMEHTOB B BBITNIOJTHEHUSI TPAKTUYECKUX 3aJIlaHUM U

OpraHu3alyu. CaMOCTOSITENIbHON PabOThI

Tema 2.4 Opranuzanus TEKyIero Pemrenne TECTOBBIX 3aJIaHHM, pesyabtatel | Y 1, V2,V 3,

XpaHEHUs JOKYMEHTOB B BBITOJIHEHHS CAMOCTOSATENBHOM paboThI

OpraHu3alMH.

Paznen 3. Odopmienne VI1,V2, 31,0K

3auem

YHPaABJICHYCCKUX JOKYMCHTOB

3, OK 4, OK 5,




Tewma 3.1. O6mue TpeboBaHUS K

Oripoc, pe3ynbTaThl BHITOJIHEHUS TPAKTUYECKUX

0(pOpMIICHHUIO TOKYMEHTOB. 3aIaHU 1 CaMOCTOSITEIIBHOU paObOThI v1,y2 31
Tewma 3.2. IIpaBuna oopmiieHus Pemienne TecToBBIX 3a1aHU, pe3yIbTaThI
PEKBU3UTOB IOKYMEHTOB. BBITTOJTHEHUS TPAKTUYECKHUX 3aJaHUN U VI1,V2, 31
CaMOCTOSITEJIbHOM PabOTEHI
Pa3znen 4. Buabl 10KyMEHTOB.
Tema 4.1. OpranuzamoHHo- Onpoc, pe3yiabTaThl BHITOJHEHHUS TPAKTHYECKUX v1VY231.32
pacropsIUTENIbHBIE JOKYMEHTHI. 3aJlaHuil M CaMOCTOSITEIbHON pabOThI ’ R
Tewma 4.2. UndopmarimonHo- Omnpoc, pe3yabTaThl BHITOJHEHUS MPAKTHYECKUX v2.131 V1.V231.32
CIIPABOYHBIE JJOKYMEHTBI 3aIaHUIl U CaMOCTOSITEIbHOM PabOThI P 3auem OK’ 4 Oi{ 5 T
Tema 4.3. JIuunbie TOKYMEHTHI. Orpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTHYECKUX v23] ’ ’
3aJJaHUN U CaMOCTOSITENIbHOM pabOThI T
Tema 4.4. CnyxeOHbIE THCHMA. Omnpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTHUYECKUX V2,34,

3a/laHuil ¥ CaMOCTOSITENIbHON pabOThI




3. OIEHKA OCBOEHMS YUYEBHOM JUCIHUILIAHBI

KonTponb u omeHka pe3ylbTaToB OCBOEHUS JAMCHUIUIMHBI «JlOKyMeHTallmoHHOE
o0ecrieyeHne yrpaBieHHs» OCYIIECTBISETCA MPENoaBaTeNIeM B IPOLECCe TPOBEICHUS:

— NPaKTHUYECKUX (CEMUHAPCKUX) 3aHATHUH,

— TECTUPOBAHMUA,
ompoca,

JUCKYCCHIA, UCITYyTOB, 1e0aToB,
BBITOJIHEHUS! CTYJICHTAMHU CAMOCTOSITEIIbHON paOOThl, HHANBUAYAJIbHBIX 3aJJaHUN U T. 1.

TectupoBaHue HamNpaBICHO HAa MPOBEPKY BIIAJACHUS TEPMHUHOJOTMYECKHM aIllapaToM M
KOHKPETHBIMU 3HAHHUSIMH B OOJIACTH MO JUCHUIUIMHE. TecTUpOBaHUE 3aHUMAET 4acTh y4eOHOIO
3anatus (10-30 MHHYT), NpPaBHIBHOCTH pelICHHS pa3OUpaeTcss Ha TOM JK€ WM CIETYyIOLIeM
3aHATUHU; YaCTOTa TECTUPOBAHUS ONPEAEIAETCS MPEernoiaBaTeseM.

Ha ceMuHapckux 3aHATUSAX OCYIIECTBIISCTCS 3alllMTa IPEACTABICHHBIX pedepaToB
(ToK1a/10B, MPOEKTOB), TBOPYECKUX PAOOT HIIM BHICTYIIEHUN CTYICHTOB.

[IpakTuyeckre 3aHATHS TPOBOAMUTCS B 4YacChl, BBIACICHHbIC YYEOHBIM IIJIAHOM JUIS
OTpabOTKH TMPAKTUYECKHUX HABBIKOB OCBOCHHS KOMIIETCHLHUSMH, W MPEIIOoJIaraloT aTTEeCTaIUIo
BCEX 00yJaromuUXCs 3a KaX10€ 3aHsATHE.

CobecenoBanre TMOCPEICTBOM HCIIOJIB30BAHUS YCTHOTO OIPOCAa HA 3aHSATUU IO3BOJISET
BBISICHUTH 00bEM 3HAHUH CTYJCHTA 10 ONPEACICHHON TeMe, pa3elry, mpooieme.

Kpyraslit  cron, pauckyccus, NOJIEMHUKa, OUCIYT, Ae0aThl - OIEHOYHBIE CpPEICTBa,
MO3BOJISIOIINE BKIIOYUTH 00YUYaIOMIMXCS B MPOIECC 0OCYKICHHS CIIOPHOTO BOMPOCA, MPOOJIEMBI U
OLICHUTh UX YMEHHE apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PEHHS

Joknan, cooOmeHne SBISIETCS MPOAYKTOM —CaMOCTOSTENIbHOW paboOThl  CTYyIEHTa,
MPEJICTABIISIIONINI cO00M MyOIMYHOE BBICTYIUICHHE 10 MPEACTABICHUIO MOTYYCHHBIX PE3yIbTaTOB
pelIeHus OnpeeIeHHON Y4eOHO-IPAaKTUUECKOM, YIeOHO-UCCIIEeI0BATEILCKON UITH HAYYHON TEMBI.

[IpoaykTOM caMOCTOSATENbHOM paboThl CTYACHTA, ABIsAETCA U pedepar, nmpeacTaBIsIoOMui
co00il KpaTKoe H3JI0)KEHWE B IMUCBMEHHOM BHJIE IIOJYYEHHBIX PE3YyJIbTaTOB TEOPETUUYECKOIO
aHaJM3a OIpeeJIeHHON HayyHO! (yueOHO-HUCCIeI0BaTeIbCKON) TEMBI, T/Ie aBTOP PACKPHIBAET CYTh
UCCIIeyeMOl MpoOIeMbl, IPUBOIUT pa3IMUHbIE TOUKHU 3PEHUs, a TAK)KE COOCTBEHHBIE B3IJISbI HA
Hee.

[TonroToBka CTYIEHTOM NPE3CHTAIlMHM II03BOJIIEM OLEHUTh YMEHHE OOydaromierocs
HATJISITHO W3JIaraTh CyTh IOCTAaBJICHHON MPOOIEMBI, CAMOCTOSITENFHO MPOBOJIUTH aHAIU3 STOU
npoOsieMbl C  HMCHOJb30BaHMEM HWHGOPMAIMOHHBIX M  KOMIBIOTEPHBIX TEXHOJOTHMH U
AHAIUTUYECKOTO  MHCTPYMEHTApHsl  COOTBETCTBYIOIIEH  AUCIMIUIMHBL,  J€aTh  BBIBOJBI,
000011aronMe aBTOPCKYIO MO3UIMIO 110 TTOCTaBICHHOM MpobiiemMe.

INPAKTUYECKHUE (CEMHUHAPCKUE) 3AHATUAL.
1. IIpakTnueckoe 3anaTHE (ceMHHAP): «OCHOBHBIE MOHATHUS 1€J10NPOU3BOACTBA.

Bonpocsl 1J1st 00cykIeHus:

ITonsiTHE NENONIPOU3BOACTBA.

[IpenMeT nenonpou3BOACTBA.

IlonsiTHE NOKYMEHTA, OCHOBHBIE BU/IbI IOKYMEHTOB.
DyHKIUHA JOKYMEHTA.

ITonsiTHE CUCTEMBI TOKYMEHTALIVH.

agbrwpnE

2. Ilpaxktuueckoe 3ansitue (cemunap): «Mcropusi pa3BUTHSI 0T€4eCTBEHHOI 0
J€JI0NPOU3BO/ACTBAY.

Bomnpocsl 1i1s1 00CcyKaeHus:
1. O6mas xapakTeprcTuKa AeJI0NPOU3BOICTBA B J[peBHEPYCCKOM TOCYAapCTBE, BUABI
JOKYMEHTOB B 3TOT MEPHO/I.
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2. XapakTepuCTHKa MPUKA3HOTO JEIONPOU3BOICTBA.

3. Komnexckoe nenonpousBoactso B Poccuu. Pedopmer [etpa L.

4. MUHHCTEPCKOE JeIONPON3BOJICTBO B yupexkaeHus Poccuu. Pedhopmer Anekcanmpa I.
5. XapakTepucTHKa TOCYJapCTBEHHOTO EI0NpPOonu3BoicTBa B COBETCKYIO AMOXY.

3. IIpaktu4eckoe 3ansitue (ceMuHap): «OpraHu3amnus cJayKobl 1eJJONMPOU3BOICTBAY.

Bonpocs! 1151 00cyKI1eHus:
. [lonsiTue u 3HaYeHHE CITy>KObI TOKyMeHTannoHHOro obecneueHus (C/10).

. Opranuzanuonssie popmbl paboThI ¢ JOKYMEHTaMHU, KX OCOOCHHOCTH.
. «YTpaBleHUE JIeJaMmu», €ro COCTaB U (PyHKIIUH.

. «O0mmit oTe», €ro CTPYKTYypaA.

. [lonsiTue, PyHKINU U COCTaB KaHLEISPUU.

o Ok WODN P

. XapakTepHucTuka paboThl cekperapsa-pedepenra.

1. TECTOBBIE 3AJIAHUSI.

TECT 1.

YpoBens A.

Buibepume eproe ymeepoicoenue

1.TpeboBanuss K O(GOPMIICHHIO OpPraHU3ALUOHHO-PACTIOPAIUTEIBHBIX TOKYMEHTOB
ycranaBnuBaeT ['OCT P 6.30 — 2003

2. B npunoxenun k 'OCT P 6.30 — 2003 nanbl 00pa3iibl OJaHKOB TOKYMEHTOB

3.B opraHusanumum 1O YCMOTPEHHIO PYKOBOJCTBA JOJDKHA OBITh pa3paboTaHa
WH/IMBUIYyalIbHAS HHCTPYKIUS 110 IEIOTPOU3BOJICTBY

4. OpraHu3alrOHHO-TIPABOBBIC JOKYMEHTBI, KaK MTPABUJIO, MOJIEKAT YTBEPHKIACHUIO

5. B opranu3aioHHO-TIPaBOBBIE JOKYMEHTHI MOKHO BHOCUTH W3MEHEHHS

Bvibepume npasunvuwiii omsem.

K kaxmomy 3amaHuio JaHbl 3 BapuaHTa OTBETA, M3 KOTOPBIX TOJBKO OJWH BepHBIA. B
OJlaHKE OTBETOB IIOCTAaBbTE IIOJI HOMEPOM 3aJiaHusi OyKBY OTBETa, KOTOPBIA Ha Ball B3TJIS]
SIBIISICTCS IPABUIIHHBIM.

1. B cocTaB opraHu3aliMOHHO-TIPAaBOBBIX JOKYMEHTOB HE BXOJMT. ..

a) yCTaB OpraHu3aiuu

0) IWTaTHOE pacnyucaHue

B) IpUKa3

2. Kakue pacnopsauTenbHble AOKYMEHThl MOKeT u3faBarh IIpesuneHT Poccuiickoit
denepanun?

a) yKasbl

0) pactiopspKeHUs

B) MIOCTAHOBJICHUS

3. JIoIKHOCTHASt MHCTPYKIHS COTPY/AHUKA. . .

a) MOJUIEKUT YTBEPKIACHUIO

0) He yTBepKIaeTcs

B) YTBEPXKIAETCSI IO YCMOTPEHUIO PYKOBOUTEIIS

4. Kakoil HOpMaTHBHBII TOKYMEHT onpeessieT 00S3aHHOCTH COTPYTHUKA?

a) llIratHoe pacnicanue

0) YcraB npeanpusTHs

B) JlOJKHOCTHAS HHCTPYKIIUS

5. TunoBble TOKYMEHTHI HOCST ... XapakTep

a) 00s3aTeNbHBIN

0) peKOMEHIaTeIbHBII

B) 03HaKOMHTEIIbHBIN

6. B xakom nazgexe GpopMynupyeTcs 3arojloBOK K TEKCTY JTOJKHOCTHOM MHCTPYKIIMU?

a) B UMEHUTEIILHOM
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0) B pOAUTEIILHOM

B) B MIPEIJIOAKHOM

7. Kakol JOKyMEHT HE SBIISICTCS Pa3HOBUIHOCTHIO KOTIUN?

a) YEPHOBUK

0) oTIycK

B) AyOnuKar

8. JIoKyMeHT, BbljaBaeMblii B3aMEH YTEPSHHOTO U UMEIOLIUI CUITY MTOAJTUHHUKA,

Ha3bIBAETCH. ..

a) Komus

0) oTmyck

B) AyOnuKar

9. JlokyMeHT, OKOHYaTeIbHO O()OPMIICHHBIN U IMOAMMCAHHBIH, HA3bIBACTCH. ..

a) MOJTMHHUK

0) oTmyck

B) AyOnuKar

10. Mi3MeHeHHs U IOTIOHEHUS B JOJDKHOCTHYIO HHCTPYKIIMIO BHOCSTCHL. . .

a) TOKJIAHOM 3aIUCKON

0) IprKa30M pyKOBOJIUTEIIS

B) CIPaBKOM COTJIacCOBaHUs

Yposens B.

Bcmasvme nponywenuvie 6 mexcme cnosa.

1. OKY 1 — Obmepoccuiickuii KiaccupuraTop

2. YcTaB opraHusaluy — NpaBoOBOW aKT, ONPEAEIISIONU .

3. JloybKHOCTHAsi MHCTPYKIUS — TPABOBOM akT, M3JaBaeMbIi OpraHM3aluell B IEsX
perJamMeHTaluy OpraHu3alMOHHO-TIPABOBOTO MOJI0XKEHHUS pabOTHHKA, €r0

) , A 00eCIeYNBaAIOIINI

ycIoBus st ero 3QGeKTUBHOM pabOTHI.

4. IlpaBuna BHYTPEHHEro TPYJIOBOILO pacmopsaka — 3TO [PaBOBOM  akKT,
perJaMeHTUPYIOIIUN .

5. IoKkyMeHTHI KJIaCCUPUITUPYIOT:

no eudam: OpraHu3aluOHHO-PACTIOPSIUTENbHBIE,
, 10 INYHOMY COCTaBY;

no gopme: MHINBUTyaTbHBIE, , TAOMIMYHBIE, TEKCTOBbIC, aHKETHBIE,
TpadapeTHsbIE;

no npoucxodcoenuro’. opuraIbHbe 1 ;

1O Mecmy NPOUCXOHCOEHUSL: Y BHYTPEHHHUE,

1O CpOKAM XpaHeHUs: TIOCTOSHHOTO CPOKa XPaHEHHSI, BDEMEHHOTO

( ), BPEMEHHOTO ( );

no 2nacHocmu: CEKpeTHbIE U ;

no cpedcmeam ¢huxcayuu: PyKONHUCHBIE, , Tpaduyeckue,
, DOTOKMHOIOKYMEHTHI;
no cmaousimM co30anusl; OPUTUHAIIBI, YSPHOBUKH, ,

, , TyOTMKaTHI;

no CpOUHOCMU. Y HECPOYHEIE,
no HAUMEHOBAHUIO:

TECT 2.
YpoBens A.

Buibepume seproe ymeepoicoenue

1.CnyxebHoe nose JOKyMeHTa MpeAHa3HaYeHO [l HAHECEHUS CTIeUAIbHBIX
MN300paKeHUI

2. ITocTOSIHHBIN PEKBU3HUT — PEKBU3UT, HAHECEHHBIN TIPU U3TOTOBJICHUN OJIaHKa

3. IlepeMeHHBII PEKBU3UT HAHOCUTCSI TIPH COCTABJICHUH IOKYMEHTA
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4. JIeBoe 10Jie MOXKET OBITh YBEIHUEHO

5. CtpaHuIlBbl JOKyMEHTa MOKHO HyMEPOBaTh Ha HU)KHEM I10JIC JINCTA

6. YcTaHOBIICHO JIBa BapHaHTa PACIIOJIOKEHHS PEKBU3UTOB Ha OJaHKax

7. Ha Giankax opopmIIsieTcs TOJIBKO MepBasi CTpaHUIla JOKYMEHTOB

8.PexBu3uThI O1aHKa opranu3anuu cyobekra PO MokHO 0pOpMHUTH TONBKO Ha
HAI[MOHATILHOM SI3BIKE

9.Ha GnaHKe MOKHO ITOMECTUTH COKpAILICHHOE HAa3BAaHUE OPTaHU3AIMH, JAKE €CIIH OHO HE

3aKpEIUICHO B Y CTaBE 3TOM OpraHU3auu
10. JIokyMeHT HE MOXET COJIepPKATh 0OJiee YEThIPEX aIPecaToB
11. JTokyMeHT MOKET OBITh YTBEPK/EH JOJKHOCTHBIM JIUIIOM
12. B KOHIIE 3arojIoBKa K TEKCTY JJOKYMEHTa TOYKa HE CTABUTCS

13. K noxymenram, opopmiieHHbIM Ha hopmare AS, 3arojIOBOK K TEKCTY HE COCTaBIISIETCS

14. Tekct nokymeHnTta Ha popmare A4 odopmisieTcs dyepes moJaTopa HHTEpBaja

15. TekcT JOKyMeHTa MOXET OBITh Mpe/CTaBlIeH B (popMe TaOIUIIbI

16. Kosim4yecTBO TMCTOB B MPHJIOKEHUH K TEKCTY HE YKa3bIBACTCS

17. B pactummdpoBKe MOANMCH MHUIHAIBI BCET/Ia CTOSIT 10 (hamMuiiuu

18. JlokyMeHTHI (PHHAHCOBOTO XapaKTepa MOTYT UMETh JBE IMOIIHCH

19.01meTka 00 UCTIOTHEHUH JOKYMEHTA IIPOCTABIISIETCS B JIEBOM HU)KHEM YTITy IIEPBOTO
JUCTa JOKYMEHTa

20.0TmeTKa 0 OCTYIIEHUU MPOCTABIIAETCS TOIBKO Ha MPUCHIIAEMbIX (BXOISIINX)
JIOKYMEHTax

Buvibepume npasunvhwiti omeem.

K kaoswcoomy 3a0anuro oanvl 3 éapuanma omeema, uz KOmopvix moabKo 00UH epubiil. B
OanKe omeemos nocmagvme o0 HOMEPOM 3a0aHUsL OYK8Y omeema, KOMopblil HA 8aul 83271510
ABNACMCS NPAGUTILHBIM.

1. JIuctel HyMEpPYIOTCH. ..

a) mocepeIMHe HUKHETO OIS TUCTA

0) nocepevHE BEPXHETO MOJIS JIUCTA

B) B IPaBOM BEpXHEM YTy

2. Hymeparus ctpanuil opopmIIsioT Tax. . .

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CYIIECTBYET TOJI0KEHUH Ta0ymnsaTopa

a)6

0) 8

B)4

4. OT HYJEBOTO MOJOXKEHHS Ta0yasiTOpa 0POPMIISIOT. ..

a) HaMMEHOBaHUE BUJa IOKYMEHTa

0) anpecar

B) rpud yTBEp>KICHUS

5. Kakum uHTEpBaNIOM OTAENSAIOT IPYT OT APYyra peKBU3UTHI IPU 0QOPMIIEHUH TOKYMEHTa

Ha ¢popmaTe A4?
a) OAMHAPHBIM
0) IBOMHBIM
B) TPOWHBIM
6. Kakoii pekBU3HUT HE BXOJHUT B COCTaB OJaHKa MHchMa?
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a) CIIpaBOYHBIE TaHHBIE 00 OpraHu3alnuu

0) MecTo u3maHus

B) CChUJIKa Ha HOMEP U JIaTy BXOJAIIETO TOKyMEHTa

7. JIOM>KHOCTHOM OJIaHK SIBJISIETCS] Pa3HOBUIHOCTHIO

a) oOmrero OjlaHKa

0) OaHKa nmMchMa

B) OJJaHK KOHKPETHOTO B/ JOKYMEHTA

8. MoskeT I MUHUCTP TOJIIUCATh TOKYMEHT, O)OPMIICHHBIN HA OKHOCTHOM OJIaHKE
3aMECTHUTENS] MUHUCTpA?

a) MOXET

0) HE MOXET

B) 110 JKEJIAHUIO

9. PexkBU3UT «crpaBOYHBIC JaHHBIE 00 OPraHU3aII» O(POPMIIIIOT

a) TOJBKO Ha OJaHKaX MUChMa

0) Ha Bcex OJIaHKax

B) TOJIKO Ha OJIaHKE KOHKPETHOTO BUJIA IOKYMEHTA

10. Ha Gmanke cy0bekToB PD pekBU3UTHI 0()OPMIIIOTCS:

a) TOJIBKO Ha PYCCKOM SI3BIKE

0) TOJIBKO HA HAIIUOHAJILHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: PyCCKOM U HAIMOHATLHOM

11. Jlata nokymeHTa opopMIISIeTCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHuU JOHKHOCTHOMY JIUITY WHUIIAAIBI CTABST. ..

a) 10 haMuIu

0) nociie pamMuINK

B) [10 YCMOTPEHUIO CEKpeTaps

13. Mecto u3nanus 10KyMeHTa opopmisieTcs Tak

a) r. Koctpoma

0) Koctpoma

B) rop. Koctpoma

14. Cny>)xeGHO€ MUCBEMO MOXKET COZIEpPKaTh He Oolee
a) YeThIpEeX aJpecaToB

0) AByX azpecaToB

B) TPEX aJpecaToB

15. 3aroj0BOK K TEKCTY COCTaBISETCS K JOKYMEHTaM, O(OPMIICHHBIM. ..
a) Ha ¢popmare A4

0) Ha hopmate AS

B) Ha mo6oM (popmate

16. Tekct nokymenTa Ha popmate A4 0hopMIISIOT.
a) yepe3 OJIMH UHTEPBAI

0) uepes3 noaTopa MHTEpBaja

B) Uyepe3 /IBa HHTEepBaia

17. Pe3omtoninto 0hOpMIISIET. ..

a) PYKOBOJUTENb



JIOKYMEHTA, PACIOJIOKEHHBIX B ONPEICICHHON

0) cexperapb

B) HCIIOJIHUTEIh

18. B pexBHU3UTE «IIOAMNCHY) UHUITAAIIBI CTABSIT. ..

a) 1o pamunrmn

0) ocie pamuau

B) HE UMEET 3HAYCHUS

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

a) Ha MOCTYMAIIUX JTOKyMEHTaX

0) Ha OTHPABIIAEMBIX JOKYMEHTaX

B) Ha BCEX JIOKYMEHTax

20. Pe3ynpTaT paccMOTpEeHUS JOKYMEHTa PYKOBOJUTENIEM 0pOpMIIIETCS. . .
a) rpudoM yTBEpKICHUS

0) pe3oirronuei

B) rpu(OM COTJIACOBAHUS

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. ®opmynsp JOKyMeHTa — 3TO HabOp o(umaNIEHOTO MUCHMEHHOTO

2. bnank noKyMeHTa — 3TO Habop , UICHTUDUITUPYIOIIHIA

O(bHI.IPIEU'ILHOFO IMUCBbMCHHOI'O JOKYMCHTA.

3. Ecnu Teker nokymenTa Ha ¢hoopmare A4 HamedaTaH yepes MoJITopa HHTepBasa,

PCKBU3UTHI OTACIIAO APYT OT Apyra HHTCPBAJIaMU.

4. PexBHU3HT «CIPAaBOYHBIE JaHHBIE 00 OpraHU3aIm» 0(OPMIIIOT TOJIBKO B OJIaHKE

5. [laToit ToKyMeHTa SIBJIIETCS J1aTa ero 1581051

6. YTBep)KI[eHI/IC — 3TO0 0COOBIH CIIOCO0 AOKYMCHTA ITOCJIC €TO
, CaHKI_II/IOHI/IpYIOIJ_II/Iﬁ pacnpoCTpaHCHUC JIeNCTBUSA AOKYMCHTA Ha

OTIpeIeIeHHBIN KPYT JIMIL, TPasKAaH, OpraHU3aI|i.

7. Pe3omtonust — 310 Ha JIOKyMEHTE, CIeJIaHHas
U coJieprKalas MpuHITOe
8. 3aroIoBOK K TeKCTy JOKyMeHTa ohopMIIsieTcs: B WIH
Majexe.

9. PexBU3UT «O0TMETKA 00 UCMIOITHEHNUH JIOKYMEHTA 1 HAIPABJICHUH €T0 B JICIO)
odopmisiercs B 9aCTH HUKHETO IOJIS JMCTa TOKyMEHTa

10. OT™MeTKy O MOCTYIUIEHUH TOKYMEHTA MPOCTABIISAIOT B HIDKHEM
yriy JIUCTa JOKYMEHTA.

TECT 3.

YpoBensb A.

Buibepume seproe ymeepoicoenue

1. Perienuie u3aaeTcs Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

2. Tekct nprkasa Mo OCHOBHOM JICATEIILHOCTH ,KaK MPABUIIO, COCTOUT U3 JIBYX 4aCTeH
3.Koncratupyromas 4acTh TEKCTa B MPUKA3€ M0 OCHOBHOM JESITEIbHOCTH MOXKET
OTCYTCTBOBATh

4. TIyHKTBI TeKCTa NpHUKa3a B paCIOPSIIUTEIBHON YaCTH HYMEPYIOTCS apaOCKUMH

udpamu

5.[1puka3bl 1O OCHOBHOM JIEATENBHOCTH U O IMYHOMY COCTaBY UMEIOT OOIIYIO
HyMepaIuio
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6.PekBU3UT «OTMETKA O HAJIMYUM MPUIIOKEHHS» MOCNIEe TEKCTa MPHUKa3a CaMOCTOSTEIIbHO
He oopmisercs

7.3aroyIoBOK K TEKCTY MPHUKa3a [0 OCHOBHOMU AESITeIbHOCTH (OPMYyIIUpYyeETCs B

POIUTEIHHOM TIA/IeKE

8.IIpuka3 o oCHOBHOM JESITENbHOCTH, KaK MPaBUIIO, MOJIUCHIBAET PYKOBOAUTEIh

OpraHu3aIu

9. [locTaHOBIEHUS U PEILICHUS UMEIOT OJJHY MOJIUCH

10. PacniopsiiuTenbHBIE TOKYMEHTHI BCTYIAIOT B CHITY C MOMEHTA MX TIOITUCAHUS

Buibepume npasunvrwviti omeem.

K xaoswcoomy 3adanuro damwl 3 eapuanma omeema, u3 KOMoOpPwvIX MoOIbKO 00UH 6epHbll. B
Onamke omeemos nocmasvme nNOO HOMepPoM 3a0anusi OYKEY omeema, KOMmopsli HA 8aul 8327510
ABNACMCS NPAGUTLHBIM.

1. PacniopsiAuTenbHBIi JOKYMEHT, KOTOPBIN U3[aeTCa Ha OCHOBE €IMHOHAYAHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacniopsiuTeNnbHbIN TOKyMEHT, KOTOPBIA U3Ja€TCsl HA OCHOBE KOJUIETHAIbHOTO

PYKOBOJCTBA

a) npukas

0) peuieHue

B) pacrnopsbKeHue

3. VI3 CKONBKUX COCTaBHBIX YacTeW, KaK IMPAaBWIO, COCTOMT TEKCT PACIOPSIUTEIHHOTO
JIOKyMEHTa

a) U3 IByX

0) u3 omHOM

B) U3 TpeEX

4. ®aMUIIMIO U JTOJDKHOCTh MCTIOJIHUTENS B PACHOPSAUTEILHON YacTH TEKCTa MpHKasa 1Mo
OCHOBHOM JIeATEIIPHOCTH YKa3bIBAIOT

a) B UMCHUTEIILHOM IaJIeXKe

0) B pOIUTEITLHOM TAJIEKE

B) B JIaTEIILHOM MaJIexKe

5. B cocTaB pekBU3UTOB MpHKa3a IO OCHOBHOM AEATEIbHOCTH HE BXOAUT PEKBU3HUT

a) rpud yTBepIKICHUS

0) 3aroJI0BOK K TEKCTY

B) HOMED JOKYMEHTa

6. [Tprka3 1o OCHOBHOM JIeATEIHLHOCTH TIOIITUCHIBACT

a) PYKOBOJUTEINb

0) cekperapb

B) UCIIOJIHUTEID

7. IlocTaHoBIEHNE TOANUCHIBAET

a) PYKOBOJIUTENb

0) cekpeTrapb

B) PYKOBOJUTEIb U CEKPETAPh KOJJIETHAIBHOIO OpraHa

8. [Ipuka3 1o OCHOBHOM JIEATEILHOCTH O(POPMIISIOT

a) Ha OJlaHKe MuchMa

0) Ha OJTaHKE KOHKPETHOTO BHJIa TJOKYMEHTA

B) Ha JIOJUKHOCTHOM OJIaHKe

9. CrnoBo «aIpHKa3bIBalO» B TEKCTE MPHKA3a 10 OCHOBHOW JIEATEILHOCTH OQOPMIISIOT B
CJIEIYIOIEM HallMCaHUH

a) [IPUKA3BAIO

0) npuKa3bpIBaro

B) IIpukassiBaro
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10. PacniopsinuTenbHast 4acTh B paCHOPSKEHUH HAYMHAETCS CJIOBOM
a) [IPEJJIAT AIO

0) PELHAET

B) [IOCTAHOBIJIAET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. OpranuzanoHHO-PaCHOPSAIUTEIbHBIN JOKYMEHT — 3TO BUJ MUCbMEHHOTO JOKYMEHTA,
B KOTOPOM (PUKCUPYIOTCS aMUHUCTPATUBHBIX U OPraHU3aLMOHHBIX
BOIIPOCOB, a TakKXe BOIPOCOB , B3aUMOJICUCTBUS, OOECIEUYCHHUS U
PEryJIMpPOBAHMS JI€ATEILHOCTH OpPraHOB BIIACTH, YUPEKACHUH, NMPEAIPUATUNA U OpraHu3alui, UX
MIOAPA3ACICHNUN U JOJKHOCTHBIX JIUIL.

2. TlocTaHoBieHUE — 3TO MPABOBOM AaKT, MPUHUMAEMbIA BBICHIMMH WJIH HEKOTOPBHIMHU
LEHTPAJIIbHBIMU ~ OpraHaMu BJIACTH, JICUCTBYIOIIMMU HAa OCHOBE
yhopaBieHUs, B ILENAX pa3peuieHus Hauboyiee BaXKHBIX U
NPUHIMITAATIBHBIX 337a4, CTOSIIUX Tepel JaHHBIMH OpraHaMH, W YCTAaHOBIICHUS CTaOMIbHBIX
HOPM, IIPaBUII

3. Pemmenne — 3T0 pacnopsaUTEIbHBIA JOKYMEHT, KOTOPBIN SIBJISICTCS TIPABOBBIM aKTOM,
MIPUHUMAEMbIM BJIACTH.

4.  PacnopsskeHue  —  9TO YIPABIICHUS
roCyJapCTBEHHOT'O OpraHa, UMEIOLIMK BJIACTHBINA XapaKTep, M3/IaHHbId B paMKaX MPUCBOEHHOI'O
JIOJDKHOCTHOMY JIMILY, TOCYJIApCTBEHHOMY OpraHy KOMIIETEHLIMH, WUMEIOIIUN
CUJIy JUIsl TPaXK/aH U OpraHu3aluii, KOTOPhIM PACIIOPSKEHUE aIpECOBAHO.

5. [lpukaz — 3TO MpPaBOBOW aKT, W3/1aBACMBIi OpraHH3alnu,
JIEUCTBYIOLLEH HA OCHOBE .

6. TekcT pacopsIUTEIILHOTO JJOKYMEHTA Yallle BCEro COCTOUT U3 JIBYX B3aUMO3aBUCUMBIX
qacrei - u .

7. B 3aBUCHUMOCTH OT BHJa IOKYMEHTA PacCOPSAUTENIbHAS YaCTh HAUMHACTCS CIIOBAMM:

— B IIOCTAHOBJICHUU; — B PEILIECHUH;
— B PacClopsKEHUY; — B [IPUKAa3e.

8. PexkBH3UT «OTMETKAa O HAIMYUU MPUIOKEHHs» TOCIEe TEKCTa PaclopSIUTEIbHOTO
JIOKYMEHTa CaMOCTOATEIIbHO .

9. TekcT pacnopsSAUTENFHOTO JOKYMEHTa JODKEH MMETh 3arojioBOK, KOTOPBIi

bopmynupyercs B najexe.
10. ITpukassl ¥ pacriopsKeHUs MOIHCHIBAET WIH
11. [TocranoBnEHNA " peleHus HUMEIOT nBE HOJITUCH —
u KOJIJIETHAJILHOTO OpraHa.

12. PaCHOpHI[I/ITCHBHHe JAOKYMCHTHI BCTYIIAKOT B CUJTY C MOMCHTA UX
HNJIn JOBCACHHUA JJO CBCICHMUA.

TECT 4.

YpoBens A.

Buvibepume seproe ymeepoicoeHue

1. Pemienue uzaeTcsi Ha OCHOBE KOJUIETHAILHOTO PYKOBOJICTBA

2. TekcT mpurKa3a o OCHOBHOM JIEATEIbHOCTH, KaK MIPABHIIO, COCTOUT M3 JIBYX YacTeH

3.KoHcraTupyromiast 4acTh TEKCTa B MIPUKA3€ MO OCHOBHOM JI€ATETLHOCTH MOXKET

OTCYTCTBOBATh

4. TIyHKTBI TeKCTa NpHUKa3a B PaCHOPSIUTEIHLHOM YacTH HYMEPYIOTCS apaOCKUMH
nudpamu

5.IIpukasbl MO OCHOBHOM JIEATEIBHOCTH U M0 TUYHOMY COCTaBY UMEIOT OOIIYIO

HyMEpaIuio

6.PexBU3UT «OTMETKA O HAMYMH MPUIIOKEHHS» MOCIe TEKCTa MPHUKa3a CaMOCTOSTEIIEHO
He oopMITIeTCS
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7.3aroyIoBOK K TEKCTY MPHUKa3a 10 OCHOBHOU AESITeTbHOCTU (DOPMYIUPYETCS B

POIUTEHHOM TA/IeKE

8.IIpuka3 no oCHOBHOM AESITENTbHOCTH, KaK MPaBUIIO, MOANUCHIBAET PYKOBOIUTEND

OpraHHu3aIu

9. [locTaHOBIEHUS U PELLICHUS UMEIOT OJJHY MOJIMUCH

10. PacriopsiiuTenbHBIE TOKYMEHTHI BCTYIAIOT B CHITY C MOMEHTA MX TIOITUCAHUS

Buibepume npasunvruiti omeem.

K xasicoomy 3adanuro damwl 3 eapuanma omeema, u3 KOMoOpPuIX MoIbKO 00UH 6epHbll. B
Onamke omeemos nocmasbme NOO HOMepPOM 3a0anusi OYKEY omeema, KOMopwli HA 8aul 832750
ABNACMCS NPAGUTLHBIM.

1. PacniopsiAuTenbHBIM JOKYMEHT, KOTOPBIN U3aeTCA HA OCHOBE €IMHOHAYATHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacniopsiuTeNnbHbIN TOKYyMEHT, KOTOPBIA U3Ja€TCSsI HA OCHOBE KOJUIETHAJIbHOTO

PYKOBOJICTBA

a) npukas

0) peuieHue

B) pacrnopsbKeHue

3. VI3 CKONBKUX COCTaBHBIX YacTeW, KaK IMPABWIIO, COCTOMT TEKCT PaCIOPSIUTEIBHOTO
JIOKyMEHTa

a) U3 IByX

0) u3 omHOM

B) U3 TpeX

4. ®aMUIIMIO U TOJDKHOCTh MCTIOMHUTENS B PACIOPSAUTEILHON YacTH TEKCTa IpHKas3a 1o
OCHOBHOM JIeATEIIBHOCTH YKa3bIBAIOT

a) B UMCHUTEIILHOM IaJIeXKe

0) B pOIUTEILHOM TAJEXKE

B) B JIaTEIILHOM MaJIexKe

5. B cocTtaB pekBU3NUTOB MpHKa3a M0 OCHOBHON JEATEIIbHOCTU HE BXOJIUT PEKBU3UT

a) rpu¢ yTBEepKIeHUs

0) 3aroJ0BOK K TEKCTY

B) HOMEp JOKYMEHTa

6. IIpuka3 mo OCHOBHOM J1€ATEIbHOCTH MOANUCHIBAET

a) pyKOBOJIUTEIb

0) cexperapb

B) UCIIOJTHUTEIIb

7. IlocTaHoBIEHUE MTOANUCHIBACT

a) pyKOBOJIUTEIb

0) cexperapb

B) PYKOBOJUTEIb U CEKPETaph KOJIJIETHAIbHOTO OpraHa

8. Ilpuka3 mo oCHOBHOM /€ATEIBHOCTH O)OPMIISIIOT

a) Ha OJlaHKe MMHChMa

0) Ha OJlaHKE KOHKPETHOTO BHJIA IOKyMEHTa

B) Ha JIOJDKHOCTHOM OJIaHKE

9. CnoBo «IIpuKa3bIBalO» B TEKCTE MPHKA3a 110 OCHOBHOW JEATENILHOCTH OQOPMIISIOT B
CJIETyIOIEM HallUCaHUH

a) [IPUKA3BAIO

0) MpuKa3pIBato

B) [IpukassiBaro

10. PacniopsimuTenpHasi 4acTh B pacOPSDKEHUN HAYHMHASTCSI CIIOBOM

a) [IPEJIJTIATAIO

0) PEILIAET
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B) [IOCTAHOBJIAET

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. Opranu3annoHHO-pacIOPAIUTEIbHBIN JOKYMEHT — 3TO BUJ MUCbMEHHOT'O JOKYMEHTa,
B KOTOPOM (PHKCHPYIOTCS aAMUHUCTPATUBHBIX U OPTaHU3ALUOHHBIX
BOIIPOCOB, a TAaK)Xe BOIIPOCOB , B3aUMOJEWUCTBUS, oOOecreyeHuss u
PEryJIMpOBaHMs IEATEIBHOCTH OpPraHOB BIIACTH, YYPEXKACHUH, NPEAIPUATUN U OpPraHU3alui, UX
NOJpa3JeJICHUI U TOJDKHOCTHBIX JIMII.

2. IlocraHoBNeHHE — 3TO MPABOBOM aKT, NPUHUMAEMBIA BBICIIUMH WJIA HEKOTOPBIMH
LEHTPAJIbHBIMA  OpPraHaMU BJIACTH, JACHUCTBYIOUIMMM Ha OCHOBE
yIpaBJIeHUs, B LENAX pa3pelieHus Hauboliee BaXHBIX U
NPUHUUNMAIBHBIX 3a]a4, CTOALIMX Hepe] JaHHBIMM OpraHaMM, W YCTaHOBJIEHMS CTaOMIIbHBIX
HOPM, IPaBWJI— OTO PACHOPSAUTEIBHBIA JOKYMEHT, KOTOPBIM SIBJISETCS IIPAaBOBBIM AaKTOM,
IIPUHUMAEMBIM BJIACTH.

4.  PacnopsskeHue  —  9TO YIIPABIICHUS
rOCYyIapCTBEHHOI'O0 OpraHa, MMEIOIUN BIIACTHBIM XapakTep, U3JAHHBIA B paMKaX IPHUCBOECHHOIO
JOJDKHOCTHOMY JIMIYy, T'OCYAApCTBEHHOMY OpraHy KOMIIETCHUMH, WMEKOLIUN
CUJLy JUJISl TPa)KJlaH ¥ OpPraHu3alyi, KOTOPBIM PAclopsKEHUE aipECOBAHO.

5. [Ipukaz — 3TO MpaBOBOM aKT, W3/1aBaCMbIid OpraHu3alnH,
JIEUCTBYIOLLEH HA OCHOBE .

6. TekcT pacnopsAUTEIBHOTO JOKYMEHTA Yallle BCEro COCTOUT U3 IBYX B3aMMO3aBUCHUMBIX
qacrei - u .

7. B 3aBUCUMOCTH OT BUJa IOKYMEHTa PACIIOPSIUTENbHASI YACTh HAYMHAETCS CJIOBAMU:

— B [IOCTaHOBJICHUH; — B pELICHUY,;
— B PACIIOPSKEHUU; — B IIPHUKAa3e.

8. PexkBU3UT «OTMETKAa O HAJIMYUU MPWIOKEHHUS» IOCIEe TEKCTa PACIOPAIUTEIBHOIO
JIOKYMEHTA CaMOCTOATEIIBHO .

9. TekcT pacnopsiAUTENBHOTO JOKYMEHTA JI0JKEH UMETh 3arojI0OBOK, KOTOPBIH

dbopmynupyercs B MaJIekKe.

10. IIpukassl U pacropsHKEHUS MOAMHCHIBAET W

11. [TocTanoBnenus u pereHus UMEIOT JIBE NOAMUCH —
" KOJUIETMaJIbHOTO OpraHa.

12. PaCHOpHI[I/ITCHBHHe JAOKYMCHTHI BCTYIIAKOT B CUJTY C MOMCHTA UX
HNJIn JOBCIACHHUA JO CBCICHHA.

TECT S.

YpoBensn A.

Buvibepume eproe ymeepoicoenue

. B xpaTkom npoTOKOJIE NPUBOAATCS TEKCTHI BHICTYIIJICHUI

. laToit npoTokona sBigeTCs JaTa MPOBEACHUS 3aceIaHus

. B mpoToxkoie 00s3aTenbHO YKa3hIBAETCS KOJIUYECTBO MPUCYTCTBYIOIINX

. B Tekcte nporokona moxer orcyrcTtBoBath MyHKT BBICTYITMJIN

. B mpoTokoiie yka3pIBaroTCs pe3ysbTaThl TOJIOCOBAHUS

. [IpOoTOKOJI COCTABIISIETCS B OTHOM SK3EMILISIPE

. [IpoTOKOJ MOANMCHIBAIOT MPEACENATENb U CEKPETAPh KOJUIETUAIIBHOTO OpraHa
. Ha pacmmpeHHbIX 3aceJaHusIX COCTaB MPUCYTCTBYIONIUX YKa3bIBAETCA KOJTMYECTBEHHO
9.BrInucka u3 MPOTOKOJIA YA0CTOBEpsieTcs 0OPMIICHHEM PEKBU3UTA «OTMETKA O
3aBEPEHHUU KOITHM

10./laToii BRIMUCKY U3 IPOTOKOJA SIBJISIETCS JaTa, YKa3Has Kak Jara MoMUCaHus
IIPOTOKOJIA

CONO OIS WN B
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Buvibepume npasunvrwiti omeem.

K xaosrcoomy 3adanuro damwi 3 eapuanma omeema, u3 KOMopulx MoabKo 0OUH 6epHblil. B
Onamke omeemos nocmasbme NOO HOMeEPOM 3a0anusi OYKEY omeema, KOMopwli HA 8aul 832750
ABNACMCA NPAGUTLHBIM.

1. laToii mpoTOKOJIA SBIIACTCS

a) J1aTa 3ace/laHus

0) nata opopmieHUs

B) JaTa MOAIMCAHUS

2. VI3 CKONBKUX YacTei COCTOUT TEKCT MPOTOKOJIA

a) oHOH

0) nByx

B) Tpex

3. Bonpockl moBecTKu AHS B IPOTOKOJIE (HOPMYIUPYIOTCS

a) B UMCHUTEIIbHOM I1aJ1eXKe

0) B IPEIJIOKHOM IMajIexKe

B) B BUHUTEJILHOM aJICKE

4. IIpoTOKOJI MOAMKUCKHIBACT

a) pyKOBOJIUTEIb

0) cexpeTrapb

B) [Ipe/iceaTelNb U CEKPETaph KOJIJIETHAIbHOIO OpraHa

5. Kakas yacTh B cxeMe OCTpOEHHUsI OCHOBHOM YacTH MPOTOKOJIa MOXKET OTCYTCTBOBATH

a) CJIVIIAJIN

0) BBICTVYIINJIN

B) [IOCTAHOBWJIN

6. [TpoTokos 0hOpMIIIIOT

a) B OJIHOM 3K3EMILISIpE

0) B IBYX 3K3EeMILIApPAX

B) B TPEX IK3EMIUIAPAX

7. J1aToi BBIMUCKH U3 MPOTOKOJIA SBIISETCS

a) nata opopMIIEHUS TPOTOKOJIA

0) nata, ykazaHHas B OTMETKE O 3aBEPEHUH KOITUU

B) JaTa NOANMCAaHUS TPOTOKOJIA

8. Beimucky 13 mpoTOKOIa MOAMKUCHIBAET

a) pyKOBOJIUTEIIb

0) 3aBeyIOIINN KaHLIEIApUEn

B) CEKpeTapb, OPOPMUBLINI BBIITUCKY

9. Kak oopmisitoTes B TEKCTE MPOTOKOJIA, IPUCYTCTBYIOIINE, €CII UX 22 YeloBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPUIIATaeTCs)

0) [TpucyTcTBOBaNM: IEPEUNCIAIOTCS (PAMUITUU TPUCYTCTBYIONINX B aj(haBUTHOM

TOPSIIKE

B) [IpucyrcrBoBanu: 22 yenoseka

10. TTpoTOKOIIBI YTBEPIKIAIOTCS

a) Bcerja

0) YTBEPKICHUIO MOJJIEAKAT HEKOTOPHIEC BUIbI MPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJMUTEIIA

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. B 3aBHCHMOCTH OT TIOJIHOTHI OCBEIIEHHUs XOJla 3aceJaHus MPOTOKOJIbI MOTYT OBITh

u
2. Teker IIPOTOKOJIA COCTOMUT n3 IBYX JacTeu: BBOJIHOM 51

3. KommaectBo YKa3bIBaeTCsl 0053aTEeNbHO, TaK KaK OT 3TOTO 3aBUCHUT
KBOPYM IPH MPUHATUH PEIICHUS TOJI0COBAHUEM
4. Ha pacmmpeHHbIX 3aceJaHusIX ¢ OOJIBIIUM YHCIIOM NMPUCYTCTBYIOMIMX UX COCTAB
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YKa3bIBACTCS
5. Kaxkaplii Bonmpoc MoBECTKU JHS apabckumu nudpamu,
odopMIIeTCs ¢ KPaCHOM CTPOKH M (JOPMYIIUPYETCS B najiexe.
6. Kax11p1if IyHKT TTOBECTKH JIHSI CTPOUTCS 110 CXEeMe: ,

7. Ecaum Bompoc He O0OCYXHajics, IyHKT MOJKET
OTCYTCTBOBATb.
8. [IpoTokon odopmiisiercs B IK3EMILISAPE

9. Beinmcka u3 mpoTokojia yAoCcToBepsaeTcs 0opOpMICHUEM PEKBU3HUTA

10. HaTOﬁ BBIIIUCKH U3 IIPOTOKOJIA ABJIACTCA NdTa, YKa3aHHAA

2. IPAKTUYECKUE 3AJAHUS.

1. Tema: «Opranu3anusi JOKyMeHTO000pOTAa B yIIPABJIEHUN.
3apanue 1. CocTaBUTh CXEMY FOPU30HTAIBHOTO JOKYMEHTOIIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBLHOTO JIOKYMEHTOIOTOKA.

2. Tema: «PerucTpanusi 1 KOHTPOJIb HCMOJTHEHHUsI TOKYMEHTOB B OPTaHU3AINI»
3apanue 1. ChopMupoBaTh KapTOUKH JJI UCXOAIINX JTOKYMEHTOB U BHYTPECHHUX
JIOKYMEHTOB OpraHH3aliy 10 00pa3ily KapTOYKH JUIsl BXOJSIIUX TOKYMEHTOB.

O0pa3en KAPTOYKH PErucTPAlMU BXOASIIIUX TOKYMEHTOB.

CpoK UCTIOTHEHUS Mecsng
1234567891011121314151617 1819202122 23242526 27
28293031

KoppecnonnieHt (aBTop)

[ara nonydyeHus Bxonsmmit Homep Jara nokymeHTa Ne moxymenTa

3aroyioBoK (0 4eM)

Pezomronusa

Wcnonnutens (yka3piBaeTcst paMuiIus U MHULIMAIIBI)

JlaHHbIe 1JIS1 perucTpauuu UCXOASIIHUX IOKYMEHTOB:

Ha3BaHME 0/Ipa3/IeJICHNUs], TIOrOTOBUBIIETO JOKYMEHT,

UCXOJSIINNA HOMEP TOKYMEHTAa;

JlaTa JOKyMEHTa;

ajzpecar, T.€. HA3BaHHE OPTaHMU3alMH, Ky/la OTIIPABIAETCSA JOKYMEHT;

KpaTKOe COJIepKaHNE JOKYMEHTA;

(baMuIMs UCTIOJIHUTES], TOATOTOBUBIIETO IOKYMEHT;

KOHTPOJIbHAS JJaTa 0KMIaEMOT0 OTBETA;

CCBIJIKA Ha BXOASIINN JOKYMEHT, €CIIH JOKYMEHT SBJIIETCS OTBETOM;

HOMeEp JieJa, Ky/Ja MOIINBAETCS KONUS OTIIPABICHHOTO TOKYMEHTA (WIN MOAJIUHHUK, €CIIU
JIOKYMEHT OTIIpaBisieTcs 1o (akcy).

I_[aHHble AJIA PErucrpaiui BHYTPEHHUX JOKYMCHTOB OpraHu3aluu

® TOPSAAKOBBIN pEeruCTpallMOHHBIN HOMEp, IPHUCBANBAEMbBIN TOKYMEHTY:;
e Jara JOKyMEHTa (perucTpalun);
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® KpaTKOe CoJepKaHue;

e MoJpasAcieHue, NOATOTOBUBIIIEE JOKYMEHT,

®  HCHOJHUTEID,

® CpPOK HCIOJHEHUS;

e OTMeTKa 00 MCIIOJHEHUH (X0 HCIIOIHEHHUS);

e HOMeEp Jena, Ky/Ja MOAIHNT JOKYMEHT.

3apanue 2. ChopMUpOBaTh XypHAI PETUCTPAIIUU JOKYMEHTOB.
Hara Peru- Koppec- | Homep | Comep- Pe3o- Uc- Cpok Otmer- | Homep
HOJIV- cTpa- HOH- U JaTa | >KaHHE JTIOIHS HOJIHU- UCHOII- Ka 00 nena
qeHud nl/lﬂlj- MTEeHT TOKV=- TEh HEeHUug UCTIOI-
HbIit MEHTa HEHUH
HOMeEp
1 2 3 4 5 6 7 8 9 10

3. Tema: «Opranu3anus TeKyuero XpaHeHusi J0KyMEeHTOB B OPraHU3alN»
3aganmue 1. CoctaButh 00pa3en HOMEHKIATYPHI A€ OpraHU3alHH.
3aganme 2. CocTaBUTh HOMEHKJIATYPY J€J1 AJIs1 OpraHU3alHH.

4. Tema: «O01mue TpeGoBaHUS K 0()OPMIIEHHIO TOKYMEHTOBY»
3apanue 1. Pazpaborars Gi1aHK 00111€CTBA ¢ OTPAHUYEHHON OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpaborarhk 6J1aHK OTKPBITOrO akiuoHepHOTo obmiecTa (6ank OAQO «...»)
3aganue 3. Pazpabotars 65aHk HHAUBUAYAIbHOTO Ipeanpuaumarens (omank MUIT)

5. Tema: «IIpaBuiia ogpopMiIeHUs] PEKBU3UTOB IOKYMEHTOB»

3aganue 1. AnpecyiiTe mucbMo BO BHEITHEAKOHOMUYECKOE 00 TUHEHHE
«Texmannkenopty», ['enepanbubiit aupexktop Tumodeer A.C. o agpecy : 1.23 yn.CpereHka,
Mocksa, 123290

3apganne 2. OpopMuTh aBTOpa TOKYMEHTA B ITUChME: €CJIM OHO COCTABJIEHO B :

otnene Kampos pupmel OAO «Metpakom-CepBucy, Haxo e 1o aapecy : od. 14,
1.2, yn. KocmoHaBToB, r.PoctoB-Ha-/{ony, 344092

3aganue 3. Opopmurte «Iloanucey» Ha MpUKa3e: €CIIM U3BECTHO, YTO €0 TOITUCHIBACT
I'enepanbublil nupexktop Bonkos H.C.

3ananue 4. OdopmuTe MOAMUCH HA TOKYMEHTE, €CIIM U3BECTHO, YTO €0

MIOJNKCANa KOMUCCHUS B COCTAaBE :

[Ipencenarens — ['maBubIit unxenep Kapmnos B.C.

Unens! koMuccuu — Menexep otaena cobita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3apanme 5. Beinonuuts pesomonuto aupexropa Hocosa ILI., ecinu u3BecTHO, 4TO OHA
odpopmitena 30.10.99 u conepkuUT pacopsLKEHHE 0 HA3HAYEHWU OTBETCTBEHHBIM HUCIIOJIHUTENIEM
Porosa B.C. 3a coriiacoBanne TEXHUYECKOTO 3a/IaHHs 110 KOHTPaKTy B Cpok 110 15.11.99

3anganue 6. Bermonauts pekBu3uT «I'prd) yTBEPKIACHUS», €CITH U3BECTHO, YTO TOKYMEHT
yTBepxkAcH pemeHneM Coseta nupekTopoB oT 12.05.2000 Ne 34.

3aganue /. BeIMONHNUTH PEKBU3UT, €CIIM U3BECTHO, YTO JOKYMEHT ObLI COrIacoBaH
20.02.1999 c Coserom nupexropoB OAO “Cantot” B mune ero npeacenarens [lokposckoro B.H.

3ananne 8. PexBu3ntsl «Bua nokymenra», «/lara», «PeructpauuoHHbIi HOMEP» H
«CcpbL1Ka Ha PerucTPAIMOHHBIM HOMEP M 1aTy JOKYMEHTAa». BBINOIHUTD pEKBU3HUTHI, €CIIN
W3BECTHO, YTO COCTABJIEHO MUCHhMO-OTBET HA paHee NmoaydeHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. TTucemo 3apeructpupoBano 16.06.99, peructparmonnsiii Ne 03-05/221

6. Tema: «Oprann3alHOHHO-PACTIOPAIUTETbHbIE TOKYMEHTBD).
3aganue 1. CocTaBuTh ycTaB opraHu3auuu (MpeAnpusTus) Jo00H opraHu3alMoOHHO-
npaBoBoOi (hopMBbI IO BaiieMy BbIOOpy. OdopMHUTH Ha yCTaBe HEOOXOAMMBIE OIIUCH U OTMETKH.
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3ananue 2. CocTaBUTh JOHKHOCTHYIO MHHCTPYKIIHIO IopucTa npeanpusatus. OhopmMuTs Ha
JOJKHOCTHOW MHCTPYKIIUU HEOOXOIUMBIC TIOJIITUCH M OTMETKH.

3apanue 3. CoctaBuTh U OPOPMUTH JOKYMEHT. PacmopspkeHre HadaJlbHUKA OTAEeia O
Ha/10aBKax 3a BBICIYTY JIET K OokJaay B pazmepe 20-30% cnenuanucram oTaena.

3ananue 4. CoctaButh 1 0OPOPMUTH JOKYMEHT. YKa3zaHue O rpaduke oTnyckoB Ha 2012
rog. Jns cocrtaBmeHus Tpaduka OTHYCKOB IpeIIaraeTcss COCTaBUTh CHHCKH PaOOTHHKOB C
yKa3aHHEM CpOKa Mpe/ojaraéMoro exXeroHoro omiayruBaemoro ormnycka B 2012 rony. Ilepenats
COCTaBJICHHBIE CIIMCKHU B OTJIEJN KaJpoB 10 | HIOHS.

3apanue 5. OpopMuUTh MPUKa3 110 OCHOBHOM JCSATEIBHOCTH.

3akppiTOC aKIMOHEpHOE 001IecTBO « BAK»

[Tpuxaz

15.04.2010 N15

KoncrantuHoBck

O cozmanuu paboumx CEKTOPOB B YIpaBJICHUH TPOHU3BOJICTBA M  BHEIPEHUS
MH(GOPMALIMOHHBIX CUCTEM

B mensx coBepIICHCTBOBAHUS OpraHW3alMi padbOThl YTPaBICHHUS IPOU3BOJCTBA U
BHEJ[peHUs MH(POPMAIMOHHBIX cucTeM npukas3biBato: 1. Co3nath B YIpaBieHHH IIECTh pabOyuX
CEKTOPOB: pa3pabOTKH MPOrpaMMHOTO 00ecreueHus], COMPOBOXKICHHS WH(POPMAIIMOHHBIX CHCTEM,
ormepaTopoB 00pabOTKM [aHHBIX, OOCHY>KMBAaHUSA KJIMEHTOB, TEXHHYECKOTO OOecreyeHus,
JIOKYMEHTAllMOHHOT0 olecrieueHusi ynpasieHus. 2. HauanbHuky YmpaBieHHsI NPOU3BOJCTBA U
BHeApeHus uH@popMmanuoHHbx cucteM HO. C. PyneHKO MOATOTOBUTH MPOEKTHI IMOJOKEHUH O
pabouux cexrtopax. 3. Hawanbnuky otnena kaapoB B. B. BacunbeBoil BHeCTH H3MEHEHHs B
HITaTHOE paclHCaHUe M YKOMIUIEKTOBATh MTAT pabounx cekTopos. 4. KoHTpoIb 3a HCHoIHEeHHEM
MpUKa3a BO3JIOKUTH Ha MepBOro 3amectutens nupekropa A. C. Koponeny.

I'enepanbubiii qupekTop B. S1. SIkoBies.

7. Tema: «AHdopMaiHOHHO-CTIPABOYHBIE JOKYMEHTbI»

3aganme 1. CocrtaButh U 0pOpMUTH TOKYMEHT. OOBSCHHUTENBHYIO 3alHCKy O TOM, YTO
CBOIHBIM OT4eT 3a jaekabpp 2012 roma He ObUI MpeNCTaBIeH B YKa3aHHBIE CPOKU B CBSI3U C
MOBPEXICHUEM (PaKC-MOJAEMHOMN CBS3U U OTCYTCTBHEM BCEX HEOOXOJIMMBIX JTAHHBIX.

3ananue 2. OGopMUTHh BHYTPEHHIOKO JOKJIATHYIO 3aIUCKY.

JloxiagHas 3anucka

Hupextopy 000 «ITonmumep» CaBenseBy UK.

24.05.2010

O npuMeHeHuu WTpapHbIX CAaHKIUI

B anpec mockosckoro ¢umuana AO3T «CnemocHactka» corigacHo jgoroBopy N2123 ot
23.12. 2009 mpousBeneHa OTrpy3ka Hamie npomaykiuu Ha cymmy 1 560 380 py6neii. B Teuenue
JByX MECSILEB OIUIaTa HAa HAll PACUETHBIA CUET HE IOCTYNHJIA, HECMOTPS HAa HEOJHOKPATHBIE
MUCbMEHHbIE HATIOMUHAHUS.

[lpennarato  npuMeHHTh IITpadHbIE CAHKIMM K MOCKOBCKOMY (ummany AO3T
«CrieriocHacTKa.

3aM. ntupekropa no ¢puHaHcoBbIM Boripocam U. M. UruaTos.

3ananue 3. OhopMuTh CIyKeOHBIN aKT.

AO «MOCKOMapXHTEKTYpPhI»

AKT

Vreepxknato I'enepansubiil qupextop H.I'.Iumxkun 12.04.2010

12.04.2010 N 12

[lepenaun nen 3aBeAyIOMIMM XO35IUCTBEHHON YacThIO

OcHoBanue: npuka3 ['enepanbHoro aupexropa «MockomapxutekTypsb» ot 09.04.2010.

CocraBileH KOMHCCHEN : MpeaceaaTeNb- 3aMecTuTeNb 1 'enepanbHoro aupekropa AB.®@poiios,
yneHsl Komuccuu: 1. ['maBubiii  Oyxrantep JILAKanmunkuna. 2. beiBmmid 3aBemyromuii
x03s1cTBeHHOM YacThio M. A HoBukoB. 3. BHOBh Ha3Ha4YeHHBIN 3aBeAyIOMMMA X03s11cTBOM B . B.
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bo6poB. M. A HosukoB cnam, a B. b. boOpoB mpuHsut nena m o JOJDKHOCTH 3aBEAYIOINIETO
XO3SIICTBOM.

B pesynbraTte cnaun-npuema Jiein yCTaHOBIEHO:

1.MlHBeHTapHU3alMOHHAs BEIOMOCTh COCTaBIIeHa Mo cocTostHuIo Ha 12.04.2010.

2. [IpencraBieHHbie o0opynoBaHue, WHBEHTaph, Mmebenb COOTBETCTBYIOT
WHBEHTApU3AIMOHHBIM BEIOMOCTSIM.

3. B Hanuuum MMEr0TCs BEIOMOCTHU O CIIMCAHUU UHBEHTAps U MEOEIIH.

AKT cocTaBJIEH B 3 3K3.:

1-# 9k3.- ['eHEepaTbBHOMY TUPEKTOPY

2-1 2K3. - [ maBHOMY OyxTanrtepy

3-11 9K3. - B nemo N2 12.

[Ipeacenarens xkomuccuu JI.A.Kanuukuna

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

8. Tema «JInuHbIe TOKYMEHTbI»

3aganue 1. Cocrasbre 3asBiieHue Ha umsi aupekropa [10 «Cnasa» o npueme Ha padoty WLA.
MBaHoBa Ha OKHOCTD Oyxrainrepa. OcTaabHbIe JaHHBIE YKAKUTE CAMOCTOSITEIBHO.

3aganue 2.CocTaBUThH PE3IOME.

3aganue 3.CoctaButh aBTOOHOTrpadUIO.

3anganue 4. CocTaBbTe pacnmcKy B IOJYYEHHUH NEHEKHOW cyMMbl B pazmepe 100 USD
(mox 2%) Ha cpok 1 mecs.

9. Tema: «Cay:ke0Hble NHCbMAa»

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

Kpamkoe codepoicanue: 3anpoc npeioKeHus Ha 3aracHble YacTH.

[Ipeamer caenKu: MOCTaBKa 3aacHbIX YacTeld B COOTBETCTBHUH C IPUIIaraeMoi
crienupuKanue.

Ipocnoa:

- BBICJIATh B a/ipec ABTOpa MUChbMa MPeJUI0KEHUE B 3-X K3EMIUIAPaAX;

- yKa3aTh: IMOJIHOC HAWMEHOBAHHWE, THII, TEXHHUECKHE XapaKTEPUCTHUKH, MaTephal,
LIEHY U Maccy MO KaXI0W NO3ULNHU CTIeHUPUKALIHN;

- CPOKH U 00BEM MOCTaBKU B Ky0. METpax;

- OTJEJIEHO CTOUMOCTh YIaKOBKH M TPAHCIIOPTUPOBKH.

Co00muTh: 00s1€€ TOUYHYIO 1Ty BBICBUIKH MPEIOKEHHUS.

IToxxenanue: B cirydae, €CIM HE CMOTYT pa3padoTaTh MPEIOKEHUs, TO COOOLIUTH 00 ITOM
B MUHUMAJIbHBIN CPOK.

3apanue 2. CoctaBuTh TEKCT NUcbMa (odepTa) ¢ ucnoiabzoBanuem mojeneit CCK

Kpatkoe copepxanue: NpeaioKeHNe Ha IOCTaBKy CTPOMMAaTEpHalIOB.

[IpenmecTByroniye cOOBITHS: 110 TaHHOMY TIOBOJY OBLJI 3aIIPOC 3aKa34uMKa U Tene(OHHBIH
pasrosop.

pennoxenue: Ha 2000 rox npeaaraeTcs 3aKI0YUTh KOHTPAKT KYIJIU-TIPOIAXKU Ha
IIOCTAaBKY CTPOUTENBHBIX MaTepuanos. [locraBka B 1 kBaprane 2000 r.

KauecTBo: ToBapa 6y1eT COOTBETCTBOBATh TEXHUYECKUM YCIOBHSIM 3aB0J1a-U3TOTOBUTEIS.

YcnoBus: miarexa u Apyrue yciaoBUs U3JI0KEHBI B IpUaraeMoM o0pasiie KOHTPAKTa.

[Ipocwba: moaTBepaAuTH Npenoxkenne e nmozauee 20.10.99

3apanue 3. CocTaBUTh TEKCT MUCHhMa (MMPETEH3Hs) OT UMEHHU MOKYIATENs C
ucnoin3osanueM Moueinei CCK.

OcHoBanue: 10roBop noctaBku oT 14.02.1999 Ne 324-05

[IpenmecTBytoniye coObITHS:

naptus 235 1akOKpacoOYHBIX MaTEpUaoOB ObliIa OTTPYKEHA MOCTABIIMKOM Ha CYJAHO
“Kepup” 1o Jlorosopy.

Y cTaHOBIIEHO: BCS TApTHsI OTTPYKEHHOTO TOBapa HE COOTBETCTBYET IO KAUECTBY
crienuuKanusiM, Ha OCHOBAaHWHU KOTOPBIX OBLIT 3aKitoueH [[oroBop.
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O6cTosrenberBa: 1.6 JloroBopa maet mpaso [lokymarento oTka3zaTbest OT IPUEMKH dTOU
napTUu TOBapa.

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

YcnoBus: qis npunatus pemenus [locraBuuky npenocrasisiercs 15 nHei.

3ananue 4. CocTaBUTh TEKCT MUCHbMa (FapaHTHsI) C UCIIOIb30BAHUEM

monener CCK

KpaTkoe conepxanue: Oka3aHUE TEXHUUECKON OMOILH.

IIpock6a:

- OKa3aTh TEXHUYECKYI0 TIOMOIIb B pa3paboTKe paboumMx dYepTexeill HacOCHOMN
CTaHIINH;

- OTIPEICIIUTh CTOUMOCTH MPOCKTHBIX PadoT;

- BOITH B IOTOBOPHBIE OTHOIICHHUS.

Ob6crodTenbeTBa:

- YK€ BEJIETCSI MOHTaXK HACOCHOM CTaHIINU;

- MPOEKTHBIE paObOTHI HY>)KHO HaYaTh HEMEJICHHO;

- paboTy HE0OXOIUMO MPOU3BECTH HEIIOCPEICTBEHHO HA CTPOUTEIHLHOM TIIOMIAJIKE.

lapanTus: omaTta paboT co CBOETO pacdeTHOTo cueta No ................. B Kb Mera6asnk .
PocroBa-na-/lony.

3aganue 5. CocTaBUTh TEKCT NKUCbMa (HAIOMUHAHUE) € ucnoib3oBanueM mojeneit CCK

Kpatkoe conepxaHue: cBepXIUIaHOBasi TOCTABKa.

[penmecTByromnye COOBITHS:

- JnoroBop noctaBku ot 12.07.99 Ne 257-56, 1o KOTOpOMY MOCTaBIIAETCSI XUMUYECKUE
PEaKTHBBI B COOTBETCTBUH C YTBEP>KICHHBIM IIJIAHOM IMOCTABKHU;

- paHee yxke HampaBsuid nucbMo oT 24.07.99 No 03-02/45, koropbiM ObLIO
COOOIIIEHO, YTO 3aBOJ| YBEJIUYHJI IPOU3BOJCTBEHHBIE MOIIHOCTH, B CBSI3U C Ye€M, IOSBHIUCH
BO3MOXXHOCTH JOTIOJIHUTENBHO HM3TOTOBUTH U mMocTaBuTh B 2000 rogy pa3nuyHble XUMHYECKHE
peaktuBbl Ha cymmy 500 ThICs4 pyOIIeid, CBEpPX YTBEPKIECHHOTO IJIaHa.

Hanomwunanue: B 10-aHEBHBIN CPOK MOATBEPAUTH COTJIACHE HA ...

JlonoyHUTEeNbHbBIE YCIOBHS: B ClIydae HapyIIEHUsl CPOKA, CBEPXILIIAHOBAS MTPOTYKIIHS
OyZeT MocTaBlieHa APYTUM MPENNPUATHIM-TIOKYIaTeIsIM.

K nucemy npunaraercst Konusi, paHee HalmpaBJIeHHOTO MHUCbMA.

3aganue 6. CoctaBuTh U 0POPMHUTH MUCEMO-TIPUTIIAIIIEHUE B COOTBETCTBUU C MPABUIIAMH.

BricTaBouHBIN LIEHTP, PaCMONIOKEHHBIN MO aapecy: r. Open, nmpocnekT AHAporiosa, 23,
MPOBOAMT BBICTABKY-IpMapKy TOBapoB HapogHoro mnoTpebnenus «Ocenb-2010» u mpocut
noaTrBepauTb AO «Ypoxaii» UX ydyacTHe B BBICTABKE sIPMAapKe U BHICIATh UMEIOIIHMECS TTPOCTICKTHI
U MaTepuaibl A7 0pOopMIICHHS TeMaTH4YecKoro cteHaa. [TuckMo moamnucan pykoBOIUTENb MPOEKTA
B. JI. YecHoKOB.

3aganue 7. CoctaBUTh U OPOPMUTH CITYKEOHOE TUCHMO.

['maBHBI OyxranTep akmuoHepHOTO OaHka «Vmmepuany, pacmoyioKEHHOTO IO aapecy:
123456, MockBa, yn.Monongorsapaetickas, 1. 24, ten. 141-67-90, daxc: 141-78-87, HamomuHaet
YIOPaBJISIOUUM pernoHalbHbIX Quinano Ab «Mnepuan» o cobit0/1IeHuN KOHTPOJIS UCIIOJHEHUS
3a CpOKaMH MPEAOCTABICHUS OTYETHOCTH Ha ocHOBaHWU nuckMa LlenTpobanka Poccun N2 01/134
ot 30 suBaps 2008 roma «0 mpeaocTaBICHHH OTYETHOCTH B cOOTBETCTBHH ¢ [lomoxenuem "O
MOPSIIKE TPOBEACHHS PACUETOB B HMHOCTPAHHOM BaJlOTE€, OCHOBAaHHBIX Ha 3a4e€Te B3aUMHBIX
TpeOOBaHUI MEXKy POCCUUCKUMU CYAOBIIAICTbIIAMHU, OCYIIECTBIISIFONTAMU PBHIOHBIA TTPOMBICEIN, 1
HEPE3UJICHTaMH, OCYIIECTBISIONIMMH MX areHTcKoe OoOcTyKuBaHWE " » W TMpHJIaraer K MUChbMY
koruto Tenerpammbl LIb N2 23 ot 15 Hos6ps 2008 rona.

3. TEMbI PE®@EPATOB, 1OKJIAJOB

1. 3naudeHue aenONpPOU3BOACTBA B MPO(HECCUOHATLHOMN NEATEIBHOCTH IOPUCTA.
2. DBONIOUHNA PA3TUYHBIX BHJIOB TOKYMEHTOB.
3. JlocTomHCTBa M HEIOCTATKH BBIOOpa paznuaHbiX Gopm CJO.
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PoOo~No oA

15.
16.
17.
18.
19.
20.
21.
22.

23.

0.
11.
12.
13.
14.

XapaKkTepUCTUKA M CTPYKTYpa CIIYKOBI «YTIPAaBIICHHUE JACTaMU.
XapakTepuCcTUKa U CTPYKTypa Ciryk0bl «OOmuid oTaem.

XapaktepucTruka paboThl cekpeTapsi-pedepeHTa.

OcCo0eHHOCTH U periaaMeHTalus JOKYMEHTO000pOTa B PA3IMUHbIX YUPEKICHHSIX.
JIOCTOMHCTBA U HEOCTATKHU Pa3IHYHBIX (POPM pPErrcTpannu T0KyMEHTOB.
@DOopMbI KOHTPOJISE UCTIOTHEHUS TOKYMEHTOB.

3Ha4YeHNE KOHTPOJISI UCTIOJTHEHUS JIOKYMEHTOB.

Oco0eHHOCTH 0TEUECTBEHHOTO JEI0IPOU3BO/ICTBA.

Howmenkarypa nern.

[TpaBoBast perinaMmeHTanus OQPOPMIICHHS YIIPABICHYECKUX JOKYMEHTOB.
XapaKkTepuCTUKa ¥ 3HAYCHHUE OTACIBHBIX BUJOB PEKBU3UTOB: ... (HAUMEHOBAHUE
pexeuzuma,).

Bupl 1 opopmIteHHE OpraHU3alMOHHBIX JIOKYMEHTOB.

Bunst u oopmiieHue pacropsguTeIbHbIX JOKYMEHTOB.

Bugpl 1 opopmiieHre HHPOPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB.

Bunast u oopmiieHne TUUHBIX TOKYMEHTOB.

3HavYeHUE CITY)KEOHBIX MTHUCEM B YIIPaBICHUECKOW JCATEIBHOCTH.

OCOOEHHOCTH COCTABIICHUS TEKCTOB CIYKEOHBIX ITHACEM.

DKcrnepTu3a HEHHOCTH JOKYMEHTOB.

HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI, pETJIaMEeHTHPYOIIUe paboTy ¢ 0OpameHus MU
IpaXkJaH.

3HavYeHHE KOMIBIOTEPU3AINH JOKYMEHTO000poTa yisi padoThl ciryx061 JOY.

Pedepar Heooxomumo opopmuts Ha Oymare popmara A4. Tekcr neuataercs uepes 1,5
untepsai, mpudt: Times New Roman, pazmep mpudra 14. (10-15 cTpaHuil me4aTHOro TEKCTA. ).
Jloknax HeoOX0AMMO MIPEACTaBUTh ayAUTOPHUH (5-7 MUHYT BBICTYIUICHHUSA).

CoNoOARWNE

10

4. TEMBI IPE3EHTALIUI

3HaueHue TIOKYMEHTOB B HaIlleH KU3HU.

HcTopust pa3BUTHS JTOKYMEHTA: OT IPEBHOCTH J0 HAIIUX JTHEH.

[TpaBoBoe 3HaUeHME KauecTBa OOPMIICHUS TOKYMEHTOB.

OmnOku B paboTe cy>KObI IeTOMPOU3BOICTBA U UX 3HAUCHUE B HAIIEH KU3HU.
Homenknarypa gen.

PexBu3uT: 3aueM oH Hy»)eH?

Opranu3anoHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI.
WubopManinoHHO-CIIPAaBOYHBIC JJOKYMEHTHI.

Paznoobpaszue ciry:keOHBIX TTHCEM.

.Kax npaBmIbHO COCTaBUTH TEKCT CITYKEOHOTO THChMa?
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4. ®OHJO0-OLEHOYHBIE MATEPHAJIBI JIUISI UTOTOBOI ATTECTALIUH 110
YYEBHOM JUCIHUTIINHE

HtoroBoil opmoil arrectanui ITUCHMIUIMHBI sBiIseTcs nupdepeHInpoBaHHbIN 3auerT,
KOTOPBIII MOYET OCYLIECTBJISIETCS B JIBA JTala: IPOBepKa TEOPETUUECKUX 3HAHUN (TECTUPOBAHHE)
U NPAKTUYECKUX YMEHUH (pElleHUE NMPAKTUYECKUX 3ajjad). YCBOEHHBIE 3HAHUS IPOBEPSIIOTCS B
XOJI€ BBINOJIHEHUS OJIAHKOBOI'O WJIM KOMIIBIOTEPHOIO TeCcTUpoBaHMs. KonnyecTBO TECTOBBIX
3anaHuil Juist BelnoiHeHus — 30 enuHun. MakcuManabHOE BpeMs BBIIIOJIHEHUS TECTOBBIX 33aJaHUMN —
40 MuHYT

4.1 3apanus AJ1s1 IK3aMeHYIOIIerocs:

3aganmue 1
Onpenenure Kakoe yrBep:KIeHHe HCTHHHO, 2 KAK0e HeT...
1)  HUcruna B mpunoxenuu k TOCT P 6.30 — 2003 nanbl 00pasiisl 0J1aHKOB JOKYMEHTOB
2)  MHcruna B opraHu3almoHHO-IIPABOBBIC JOKYMEHTBI MOKHO BHOCHTh H3MCHEHHS

B opranuzanuu 1o yCMOTpEHHUIO pyKOBOACTBA J0JIKHA OBITh pazpaboTaHa

3) Jloxn
WUHIUBHIyaTbHAS] HHCTPYKIUS MO JAETOMPOU3BOICTBY

TpeboBanust kK 0OPMIICHHIO OPTraHU3AIMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB
ycranasiuBaeT ['OCT P 6.30 — 2003

5) Hctuna OpraHI/IBaHI/IOHHO-HpaBOBLIe JAOKYMCHTHI, KaK IIPpaBUJIO, IIOAJICIKAT YTBCPKACHUTO

4)  Hcrtuna

3aganue 2

(Bvlbepume eOuncmeerHoO npasuibHblll 0Omeent)
B cocraB oprann3aninoOHHO-TIPABOBEIX TOKYMEHTOB HE BXOJHT. . .

1) + npuKa3
2) - yCTaB OpraHu3anum
3) - IITaTHOE PAaCIHCaHHe

3amanmne 3

(Bvibepume eOuHCmMEeHHO NPABUTIbLHBILL OmEent)
Kakue pacnopsautenbHble JOKYMEHTHI MOKeT u3naBath [Ipesunent Poccuiickoit ®enepanun?

1) - pacnopsKEHUs
2) + yKassl
3) - MIOCTaHOBJICHHUS

3aganmne 4

(Bvlbepume eOuHcmeeHHo npasuibHblll 0meent)
JIOMKHOCTHAS! HHCTPYKIIHS COTPYAHUKA. ..

1) - YTBEPKAAETCS IO YCMOTPEHHUIO PYKOBOIUTEIS
2) + MOJJIE)KUT YTBEPKICHUIO
3) - HE yTBEpKIaeTcs

3ananmue 5

(Bvlbepume eOuHcmeerHo npasuibHblll 0Omeent)
Kakoif HopMaTUBHBIN TOKYMEHT ONpeAeNsieT 00sS3aHHOCTH COTPYIHUKA?

1) - YcraB npeanpusaTis
2) - [IITaTHOE pacnrcaHnue
3) + JIOJKHOCTHAs! MHCTPYKIUS

27



3amanmue 6

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
Kakoii 1oOKyMEeHT He SIBJISIETCA Pa3HOBUIHOCTHIO KOTTHH?

1) - OTITyCK
2) - nyOnuKaT
3) + YEepPHOBUK

3aganue 7

(Bvlbepume eOuHCmMeeHHO NpasuUibHbLLL OMeent)

I[OKYMGHT, BBII[aBaeMbe/'I B3aMCH YTCPSAHHOTO U I/IMGIOH_II/Iﬁ CHUJ1y IOAJIMHHUKA, HA3BIBACTCA. . .

1) - OTITyCK
2) - KOTHs
3) + nyOnmuKaT

3amanue 8

(Bvlbepume eOuHcmeeHHo npasuibHblll 0meent)
JIOKyMEHT, OKOHYATEeITbHO O(POPMIICHHBIH U TOAMMCAHHBIN, HA3bIBACTCS. . .

1) - nyOnHMKaT
2) - OTITYCK
3) + MMOUTUHHUK

3aganne 9

(Bvlbepume eOunHcmeerHoO NpasuibHblll 0meent)
W3MeHeHus 1 AOTOIHEHUS B JIOJDKHOCTHYIO HHCTPYKIIUEO BHOCSITCSL. . .

1) + MIPUKA30M PYKOBOIUTEIS
2) - JOKJIaTHOM 3aIUCKOM
3) - CIIPAaBKOM COTJIACOBAHUSI
3ananmue 10

3axonuume nauamoe npedﬂo:)fceﬂue OOHUM U3 mpex eapuarmoe omeemad

JIOKyMeHTO000POT - IBUKEHUE IOKYMEHTOB B OpraHU3al[Ml C MOMEHTA UX CO3JaHUs IO ...

1) - nepeaayy Ha UCTIOTHEHNE
2) - 3aBEpUICHUS UCTIOIHEHHS MIT OTIIPABKH
3) + MIOJIIIMBKH B J€JI0

3ananme 11

3axonuume nauamoe npeonodiceHue 0OHUM U3 mpex 6apuanmos omeema
Iouamue "/lenonpouzeoocmeo” - amo...

1) + JOKYMEHTUPOBaHUE U OpraHu3aius paboThl C TOKyMEHTaMU
2) - CUCTEeMa XpaHEHHUs JOKYMEHTOB
3) - COCTaBJICHHE JOKyMEHTOB

3aganue 12

3axonuume nauamoe npeonodxcerue 0OOHUM U3 MPeX 8APUAHMOE Omeema
Ilonuamue "/Joxymenmuposanue” - smo...

Cucrema JOKYMCHTAalUU, COACPIKallas I/IH(I)OpMaI_II/IIO, HCOGXOI[I/IMYIO JJIA

1) - yIpaBiIeHUs B
ompezenaeHHO chepe AesTeIbHOCTH
2) - JlesaTenbHOCTD MO pa3paboTKe U 0POPMIICHHIO TOKYMEHTOB
3) + 3anuce HH(pOpMAIK HA PAa3IMYHBIX HOCUTENSX 110 YCTAaHOBJIEHHBIM IpaBUIIaM
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3aganue 13
Omnpenenure, 0 KAKOM JOKYMEHTE UJIET pedb, BEIOPAB COOTBETCTBYIONIYIO IU(DPY

JIOKYMEHT, MOCITYKUBIIIHI HAaYaJI0M OdunmanbHbI JOKYMEHT
1) 2 paccMOTPEHMSI OIIPEIETIEHHOTIO 1)

BOIIpoca

JIOKyMeHT, coJiepxaluii NHunyatuBHBIA JOKYMEHT
2) 3 00s13aTeNbHBIC K UCIIOIHEHUIO 2)

YKa3aHus BbINICCTOAIINX OPraHOB

JIokyMeHT, cBeieHHs 00 aBTOpE, JIMpeKTUBHBINA IOKYMEHT
BPEMEHU U MECTE CO3JIaHUs
KOTOPOT0, CO/IepKaluecs B
3) 1 CaMOM JIOKyMEHTE HJIH BBISIBICHHBIE =~ 3)
UHBIM ITyTE€M, MTOITBEPKIAI0T
JIOCTOBEPHOCTH €T0
MIPOUCXOXKACHUS

3aganue 14

(Bvlbepume eOuncmeeHHoO npasuibHblll 0Omeent)
Yro npeanosiaraer OpraHu3anuoHHass PyHKIHUSA JOKyMeHTa?

1) + C noMo1pio JOKyMeHTa 00ecrieunBaeTcs BO3IeCTBUE HA TPYIIIBI JIIOJIeH 171
OpraHu3alyy U KOOPAUHALIUY UX JEATEIbHOCTH.

2) JIOKyMEHT (PUKCHPYET OIpeieIeHHbIE (PaKThl, COOBITHS, SIBICHUS MPAKTHUECKON
U MBICIIUTENIBHOM EATEIBHOCTH YEI0BEKa.

JIOKyMEHT o0ecrieqnBaeT CBSI3U MEXAY MOApa3AeIeHUSIMUA BHYTPU IPEAIPUATHS,

3) - a TaK)Ke BHELIHUE CBSI3U NPEIIPUITHS C APYTUMU IIPEITPUATHIMH,

OpraHu3alMsIMH, TOCYJIaPCTBCHHBIMA U MYHHIIMIIAIbHBIMUA OPTaHAMH BIIACTH.
3aganue 15

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
Ilo kakuM NMPU3HAKAM MOKHO KJaccuGUuIUpPoOBaTh JOKYMEHT?

1) - CpenctBa TUpaKUPOBAHUS, CPEICTBA XpaHEHUS, BU]I, hopMa.

2) + [IpoucxoxaeHue, CpPOK XpaHEHUs, TTTACHOCTh, CPEACTBA (PUKCAITHH.

3) - Opranu3zalioHHbIe, pacOPSAUTENbHbIE, HH(OPMAIMOHHO-CIIPABOYHBIE.
3aganue 16

(Bvlbepume eOuHcmeeHHo npasuibHblll 0Omeent)
Ha xakue rpynnbl pa3iejisiloTcsi JOKYMEHTBI «I10 MeCTY COCTABJIEHUS»?

1) - IIpocTble U CIIOXKHBIE.
2) - CayxeOHble U JTUYHBIE.
3) + BHyTpeHHUE 1 BHEIIHHE.

Saganue 17

(Bvlbepume eOuHcmeerHo npasuibHblll 0Omeent)
Yro naer ynu(pukanusa 10KyMEHTOB s pupMbI?

1) + CoxkpallieHre KOJIMYeCcTBa MPUMEHSEMBIX JOKYMEHTOB, TUITH3AIUIO UX (OPM.
2) - [ToBbITIICHNE KayecTBA JOKYMEHTAITUH, CHUKEHUE TPYIOEMKOCTH €€ 00pabOTKH.

Bonee a¢dhexTBHOE MCTIONB30BaHNE KOMITBIOTEPHON M BEIYHCIUTEIHHOM

3) -
TEXHUKH.
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3aganue 18
Onpenenure Kakoe yTBep KIeHUE HCTUHHO, 2 KAKOE HeT...

1) Jloxp  CTpaHuULBI JOKYMEHTA MOKHO HYyMEPOBATh HAa HIXKHEM I10JI€ JIUCTA

N

HUctmna IlocTosHHBIN PEKBU3UT — PCKBU3UT, HaHECCHHBIN IIpH U3TrOTOBJICHUU O7aHKa

w

) Hcruaa B pacmmdpoBke moamyucy HHUIMAIBI BCET/Ia CTOAT 10 (haMuIuu

4 HUctmaa B KOHIIC 3arojiIoBKa K TCKCTY JOKYMCHTA TOUKAa HEC CTABUTCA

OTMeTKa 0 NOCTYIUIEHUHU IIPOCTABIIAETCS TOJIBKO Ha MPUCHIIAEMBIX (BXOISALINX )

5)  HUcruna
JOKYMEHTaX
3aganune 19

(Bvlbepume eOuHCmeeHHO NpasuibHbllL Omeent)
Kaxoii pekBU3UT HE BXOJUT B cOCTaB OJaHKa mucbma?

1) - CCBUIKA Ha HOMEP U JaTy BXOJSIIETO JOKYMEHTA
2) + MECTO U3JaHUs
3) - CIPaBOYHBIC JIAHHBIC 00 OpraHu3aluu

3aganue 20

(Bvlbepume eOuHcmeeHHoO NpasuibHblll 0meent)
Ha Gnanke cy0bpekToB PO pexBu3nThl 0hOpMIISIOTCS:

1) - TOJILKO Ha PYCCKOM SI3bIKE
2) + Ha JIBYX SI3bIKAaX: PyCCKOM M HAIMOHAIILHOM
3) - TOJBKO Ha HAIIMOHAJILHOM SI3BIKE

3aganue 21

(Bvlbepume eOuHcmeerHo npasuibHblll 0meent)
Jlata nokymeHTa oopmiisiercs:

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

3aganune 22

(Bvlbepume eOuHcmeeHHo npasuibHblll 0Omeent)
MecTto uznanusi JOKyMeHTa 0(OpMIISeTCs TaKk

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

3aganue 23

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
3aroyioBOK K TEKCTY COCTABIIAETCS K JOKYMEHTaM, O(hOPMIICHHBIM. . .

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

3ananue 24

(Bvlbepume eOuHcmeerHo npasuibHblll 0Omeent)
OTMeTKa 0 TOCTYTUIEHUU OPOPMIISIETCS. . .

1) - Ha OTIPABJISIEMBIX JTOKYMEHTaxX
2) + Ha IMOCTYMAOIIUX JOKYMEHTaX
3) - Ha BCEX JJOKYMEHTax
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3amanue 25

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
B kakom caydae npaBuiIbHO 0opMIIeH peKBU3UT «OTMETKA 0 HATMYMHU NPUJIOKEHU S,
€CJIM B TEKCTe CONMPOBOAUTEIHLHOI0 MMCHbMA He YIIOMHHAJIOCH 0 MPUJIOKEeHUN?

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

2) + [Tpunoxenue: 1. CrpaBka o corjaacoBaHuu NpoekTa Ha 4 J1. B 1 3Kk3.
2. OT3bIB IO NIPOEKTY Ha 2 JI. B 1 7K3.

3aganue 26

(Bvibepume eOuHCMEEHHO NPABUILHBIL OMEent)

ILiian padorsl Texuukyma Ha 2012 — 2013 y4yeOHblii 1ol yTBEPKIeH pellleHueM
nearoru4eckoro copera. B kakom ciyuyae npaBujibHO ogopmiieH pekBH3UT «['pud
YTBepP:KIeHHS JOKYMEHTa»?

YTBEPXJIEH
1) + PemrenueM memgaroruueckoro COBeTa
Ne 14 o1 12.08.2012

YTBEPXIEH
2) - Pemenue negarornueckoro coera
Ne 14 o1 12.08.2012 r.

YTBEPXIAIO
3) - Pemenue negarornueckoro coera
Ne 14 o1 12.08.2012 r.

3ananue 27

(Bvlbepume eOuncmeerHoO npasuibHblll 0meent)
B oTcyTcTBHE pyKOBOANTEJISI MOANMUCAHUE JIOKYMEHTA 3aMeCTHTEIeM WUJIH HCIOJIHIIOIIIM
00513aHHOCTH PYKOBOIUTEJISA:

1) i Hupektop A.W. IlerpoB
(moamuck ero 3ama Cuzmopona)
2) i 3a nupekTopa A.N. ITerpoB
(moamuck ero 3ama CumopoBa)
3) + N.O. nupexropa I'.B. Cunopos

(JInyHAas MOAMKCH)
3ananue 28

(Bvibepume eOuHCmMEeHHO NPABUTIbHBLLL OmaEent)
Bymary, kakoro uBera MoKHO IPUMEHSITH PH U3rOTOBJIEHUH 0JIAHKOB:

1) + 0€eJ10r0 M CBETJIBIX TOHOB
2) - TOJIBEKO 0eJIoT0

3) - 3aBHICHT OT BHJIa OJIaHKA
4) - m000r0

3aganune 29

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
B xaxkue peKBU3MTHI COCTABHOI YaCcThI0 HE BXOAUT MOANUCH:

1) + aapecar

2) - rpud yTBEpKIACHUSI
3) - PE30ITIOIHS

4) - MOIIUCH
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3amanue 30
Onpenenure Kakoe yTBep:KIeHHe HCTHHHO, 2 KAK0e HeT...

KOHCTaTI/IPYIOHIaﬂ 4JaCTb TCKCTa B IIPUKA3€ 110 OCHOBHOM JCATCIIBHOCTH MOXKCET

1)  HUcrtuna
OTCYTCTBOBATh

Tekct IpuKasa 1o OCHOBHOI ACATCIIBHOCTH ,KaK IpaBUJIO, COCTOUT U3 IBYX

2)  Hcrtuna .
qacrei

3) Hcruna PacnopsauTenbHbIC JOKYMEHTHI BCTYIAIOT B CHITy C MOMEHTA UX TIOJIITHCAHUS

4)  Hcruna PemeHue n3gaercs Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

3aroJ0BOK K TEKCTY NMPHUKa3a M0 OCHOBHOM JIEeSATEIBLHOCTH (pOopMyTupyeTcs B

5)  HUcruna
POIUTETHLHOM MaICKe
3aganne 31

(Bvlbepume eOuHCmMeeHHO NpasUibHblLL OMeent)
PacnopsiauTenpHblii JOKYMEHT, KOTOPBIA U3JAa€TCS HA OCHOBE €MHOHAYAJIMUS

1) + npuKa3
2) - MOCTaHOBJICHUE
3) - pelieHue

3aganue 32

(Bvlbepume eOuHcmeerHoO NpasuibHblll 0meent)
PacniopsauTenbHblid JOKYMEHT, KOTOPBIM U3a€TCS HA OCHOBE KOJIJIETMAJIBHOTO
PYKOBOJICTBA

1) + perieHue
2) - pacropspKkeHue
3) - npuKa3

3aganue 33

(Bvlbepume eOuncmeeHHo npasuibHblll 0Omeent)
B coctaB pekBH3UTOB MpHKa3a 10 OCHOBHON AESITETbHOCTH HE BXOAUT PEKBU3ZHT

1) + rpud yTBEPKIACHUS
2) - 3aroj0BOK K TEKCTY
3) - HOMEp JIOKYMEHTa

3aganue 34

(Bvibepume eOuHCmMEeHHO NPABUTILHBLLL OmaEent)
[Ipuka3 mo OCHOBHOM AESATEIBHOCTH MOAIMCHIBAET

1) - WCTIOJTHUTEIb
2) + PYKOBOJIUTEIH
3) - CeKpeTapb

3aganue 35

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
[Ipuka3 Mo oCHOBHOMU AESITETbHOCTA OPOPMIISIFOT

1) + Ha JODKHOCTHOM OJIaHKE
2) - Ha OJIaHKe KOHKPETHOTO BHJIa TJOKYMEHTA
3) - Ha OJIaHKe TTUChMa
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3aganue 36

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)

CnoBo «I1puKa3bIBalo» B TEKCTE MPUKa3a M0 OCHOBHOM 1eATeIbHOCTH 0OPMIISIOT B

CJICAYIOIICM HallMCaHUU

1) + I[MTPUKA3BIBAIO
2) - [Ipuka3biBato
3) - MIPUKA3BIBAIO

3aganune 37

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
PacniopsinutensHas 4acTh B paclopsHKEHUU HAYMHACTCSI CIIOBOM

1) + I[MTPEJIJIAT'ATO
2) - PEIIAET
3) - ITOCTAHOBIJISIET
3ananue 38
Y CcTaHOBUTE COOTBETCTBUE MCKAY TCPMHUHAMU U UX COACPIKAHUCM

IIPaBOBOM aKT, U3/1aBAEMBIN ITocTaHoB/IeHHME
€IMHOJIMYHO PYKOBOJUTEIIEM
IJIaBHBIM 00pa30M KOJUIETHaJIbHOTO
OpraHa rocy1apCTBEHHOTO
YIPaBJICHUS B LEIAX pa3pelleHUs
OIlEpaTUBHBIX BOIIPOCOB

1) 3

[IPaBOBOM aKT, IPUHUMAEMBIi1 IIpuka3s
BBICILIUMHU ¥ HEKOTOPBIMHU
LEHTPaJIbHBIMH OPTaHAMHU
KOJIJIETMAJIbHOTO YIIPABIICHUS B
LeNsIX pa3pelieHus Haubomnee
BAXHBIX U MPUHIIUITAAIIBHBIX 33/1a4

2) 1

IIPaBOBOM aKT, U3/1aBAEMBIN Pacnopsizkenue
PYKOBOAMTEIIEM, JEHCTBYIOLIUM Ha
OCHOBE €IMHOHAYaJIMs B LEISX
paspelieHus OCHOBHBIX U
ONEPATUBHBIX 33]1a4, CTOSAIIUX
repes Opranusanuen

3) 2 3)

IIPAaBOBOM aKT, IPUHUMAEMBIN B Pemenue
KOJUIETMAJIbHOM IIOPSIIKE B LENSX
4) 4 paspernieHus Hau0oJiee BaXKHBIX 4)
BOIIPOCOB BO BPEMsI COBELIaHMI,
coOpaHuil U T.J1.

3aganue 39
Onpeaenure Kakoe yrBep:KIeHHe HCTHHHO, 2 KAK0e HeT...

1)  Hcrmra TekcT caykeOHOTO MUChMa MOXET OBITh MMPOCTHIM

2)  HcrtuHa BeIgensioT nmpuchUIaeMble U OTIPABIIsiEMbIC THCEMa

3) Hctmaa MaxkcuManbHOE KOJHMYECTBO a/IpECaToB B MUCHME - 4
4)  Hcruna CmyxeOHOE MTUCHBMO MOXKHO 0(OpMHTH Ha popmate AS
5) Hcruna CayxeOHOE THCEMO MOXET HMETh JBE OIIHCH
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3aganne 40

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
TekcT ciy)keOHOTO MHChbMa COCTABISACTCS OT

1) - 2-T0 JHIa eIUHCTBEHHOTO YK CIia

2) - 3-T0 JIMI[a MHOKECTBEHHOTO YKClIa

3) + 1-ro yMI1a MHOKECTBEHHOTO YHUCIIa
3ananue 41

(Bvlbepume eOuHCmMeeHHO NpasuUibHbLLL OMeent)

PekBU3MT «cChUTKa HA HOMEP | JIaTy BXOJIAIIETO TOKYMEHTa» oopmiisercs

1) - BO BCEX MUChMax
2) + B OTBETHBIX IMUChMaX
3) - B MHUIMATHUBHBIX MMHChMaX

3aganue 42

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
B cocraB pekBU3UTOB C1y>KeOHOTO MMChMa HE BXOAUT

1) - ajpecar
2) + Ha3BaHUC BH/IA JOKYMEHTA
3) - IMOAIUCH

3aganne 43

(Bvlbepume eOunHcmeerHoO NpasuibHblll 0meent)
PykoBouTENb 1 TIIABHBIN OyXTalTep MOAMUCHIBAIOT

1) - MMMCHEMO-HU3BEIICHUE
2) + rapaHTUHHOE TTHCHMO
3) - PEKIaMHOE ITHCHMO

3aganue 44

(Bvibepume eOuHCmMEeHHO NPABUTIbHBLLL OmaEent)
MakcumanbHBI 00BEM CITY)KEOHOTO MHUChMa

1) - OJTHA CTpaHUIIA
2) - TPH CTPaHULIBI
3) + JIBE CTPAHUIIBI

3aganune 45

(Bvibepume eOuHCmMEeHHO NPABUTIbLHBILL OmEent)
[TeuaTsto ynocrosepsiercs

1) - MUCbMO-HAITIOMUHAHHE
2) + rapaHTUHHOE MHCHMO
3) - MUCHMO-TIpUTJIAIlICHHE

3aganune 46

(Bvlbepume eOuHcmeerHo npasuibHblll 0Omeent)
OTMeTKa 0 IOCTYIUICHUU JOKYMEHTa B OPraHU3aIIUIO POCTABISAETCS

1) - 10 YCMOTPEHMIO CEKpETapst
2) - Ha BCEX JOKYMEHTax
3) + TOJILKO Ha MPHUCHLIAEMBIX
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3amanmue 47

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
B nrceMe 0TMETKa 0 MOCTYIUICHUH TOKYMEHTA MTPOCTABIISCTCS

1) - B JICBOM HMKHEM YTy MOCIICAHETO JINCTA JOKYMEHTA

2) - Ha JIFOOOM CBOOOTHOM MeCTe

3) + B IIPABOM HHYKHEM YIJTy IIEPBOTO JMCTa JOKYMEHTA
3aganue 48

Hpaeuﬂbelx 8APUARM OB MOHCEM OblMb HECKOJIbKO.
Kaxkne MNPU3HAKU XaPpaKTEePHbI 1JIs1 0JIaHKOB IJIs nucem?

1) - Hanwuue aapecHbIX TaHHBIX TPEINPHUITHS HA OJIaHKE

2) + Hanuune ormetku aiis pexkBusurta «Ccbluika Ha MHACKC U AaTy BXOSIIETO
JIOKYMEHTa»

3) + OtcyTcTBHE HAa3BaHMS BUJIA IOKYMEHTA

4) i Pacrnonosxenue 00s3aTeNbHBIX PEKBU3UTOB 3ar0JIOBOYHOM YaCcTH JOKYMEHTA B

JICBOM BEPXHEM YTy
3aganune 49

Hpasuﬂbelx B8APUAHRMOB MOIHcem OblMb HECKOIbKO.
Kaxkoii Buj 1€J10BOro nucbMa HanpasJisieTcsl agpecary AJisl 3aKJII04YeHHUs] CAeJIKH C
yKa3aHMeM KOHKPEeTHBIX YCJIOBHH CIeJKu?

1) - [TrcbMO-TIOATBEPXKICHHE
2) - ComnpoBOUTENLHOE MTUCHMO
3) + [TuceMo-nipeiIoKeHne
4) + JloroBopHOE TUCHMO
3aganue 50

IIpasunvhvix éapuanmos modicem Obimb HECKOLKO.
ABTOPOM CJIyKe0HOI0 MUChbMA SIBJISICTCH:

1) - WCIOJIHUTEIb, COCTABUBILINN JOKYMEHT

2) + JOJKHOCTHOE JIMIIO, MOJMKCABILEe JOKYMEHT

3) - WCIIOJIHUTEIb, OPOPMUBIINHA JOKYMEHT

4) + OpraHu3aiysi, OT UMEHU KOTOPOU OTIPaBISAETCS MUCbMO
3aganme 51

Onpene.lmTe KaKo0€ YTBEPKIACHUEC HCTUHHO, 4 KAK0O€ HET...

TekcT qoknaaHOM 3alMuCKU COACPIKUT TOJIBKO 00CTOSTEHHOE U3IIOKECHHE

1)  Hcrtuna
BOTIpOCa

2)  HctuHa AppecaHT B JIOKJIAJHOW 3alMCKE YKA3bIBACTCS B MMEHUTEIBHOM MaJIekKe

w

Hctuna BHYTpeHHIOIO JOKJIAIHYTIO 3alIMCKY NOAMMUCBIBACT COCTABUTECIIb

o1 b

) Jloxs B anmpecare nokiiagHOM 3aMMCKU YKa3bIBAIOT TOJBKO (DaMUITHIO
) Jloxxs  BHyTpeHHss HOKIaaHas 3amucka oGopMIiseTcs Ha OTaHKe OpraHu3aluu
3aganmne 52

(Bvlbepume eOuHcmeerHo npasuibHblll Omeent)
BHyTpeHHIOI0 TOKIaJHYIO 3alUCKY MOMUCHIBAET

1) + COCTAaBUTENb
2) - PYKOBOJAUTENH MOIPA3ICICHIUS
3) - CeKpeTapb



3aganue 53

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
B CKOJBKHX 3K3eMIUTApax 0QOPMIISIETCS BHEITHSISI JOKIAHAS 3AHCKa

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

3ananne 54

(Bvlbepume eOuHCmMeeHHO NpasuUibHbLLL OMeent)

PexBHU3UTEI OOBSICHUTENHLHON 3aIIUCKH I10 mnoBoay 00BACHEHUS IMMOCTYIIKa aHAJIOTMYHbI

1) + BHYTpPEHHEH JIOKIIQTHOMN 3aITUCKU
2) - BHYTPEHHEH CIIPaBKU
3) - CITy)KEOHOMY MHUCHMY
3aganmne 55

(Bvlbepume eOuHcmeeHHo npasuibHblll 0meent)
TekcT noKIaaHOM 3aMUCKH, KaK MPABUIIO COCTOUT

1) - W3 OJIHOM 4acTH
2) - U3 JIBYX YacTeu
3) + U3 TpeX Jacrei

3aganue 56

(Bvlbepume eOunHcmeerHoO NpasuibHblll 0meent)
B cocTaB pekBHU3UTOB BHENIHEN JOKJIAIHOW 3alIMCKU HE BXOJUT

1) + nevarhb
2) - IIOIIACH
3) - 3aroJIOBOK K TEKCTY

3aganmne 57

Bcmasovme RpOnyuieHHble 6 MEKcme Ciosa

JloknanHas 3anucka — JOKyMEHT, a/IpeCOBaHHBII 110
KOHKPETHOU TeMe C U TIPEITIOKCHUSIMU 110 HEH.
1) OTBeT: BBIIECTOSIIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJIAMU
3aganme 58

Bcmasovme RpOnyuieHHble 6 MEKcme Ciosa

BHeniHo10 JOKIIAIHYIO 3aIlIMCKY, aIPE€COBAHHYIO B BBIICCTOALIYIO OPraHU3aIl[uI0
IOAIIMCHhIBACT

1) OTBET: PYKOBOAUTEIH OPraHU3ALNU
3aganmne 59

Bcmasvme nponyuieéHHble 6 meKcme Cioea

BHYTpCHHIOIO JOKJIAIHYTO 3alIMCKY COCTABIIACT U MMOAIMUCHIBACT

1) OTBeT: COCTaBUTEIb
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3aganue 60

Bcmasvme nRponyuieéHHble 6 meKcme Cioea

PexBU3UTEI BHYTpEHHEHN AOKIJIAIHOM 3aIIUCKU:
- azpecat (B 1aTEeIILHOM TaJIexKe)
- HAMMEHOBAHUE BHU/Ia JOKYMEHTA

- TEKCT
- OTMETKa O HAJIMYUU IPUIOKEHUS (B CIydae HEOOXOIUMOCTH )
- 1ara
1) OTBeT: HaMMEHOBAHME CTPYKTYPHOTO MOAPA3ACIICHUS
2) OTBeT: 3aroJIoBOK K TEKCTY
3) OTBET: NOAIHUCH
4) OtBer: HOMEp

3aganue 61
Onpenenure Kakoe yrBep kJieHue HCTHHHO, a2 KAKOe HeT...
1)  Hcruna JlaToit mpoTOKOJIA SBISETCS JaTa MPOBEACHUS 3acCeIaHus
2)  Hcruna IIpoTOKOJI MOAMMCHIBAIOT MIPEACEAATENh U CEKPETaph KOJJICTHAIBHOTO OpraHa
3) Jloxxp B kpaTkoM IPOTOKOJIE IPUBOJATCS TEKCTHI BBICTYIUICHUN
4)  Hcruna B npoTokose yKa3bIBAIOTCS Pe3yIbTaThl TOJIOCOBAHUS
5) Hcruna B Tekcre npoTokoiia MokeT oTcyTcTBoBaTh IMyHKT BBICTYITMJIN
3ananue 62

(Bvlbepume eOuHCmeeHHoO npasuibHbulll 0meent)
W3 ckonbKUX YacTeil COCTOUT TEKCT MPOTOKOIA

1) +  mByx
2) - OJTHOM
3) - Tpex

3aganue 63

(Bvibepume eOuHCmMEeHHO NPABUTIbHBILL OmEent)
[IpoTokos noanucsBaeT

1) + npejiceiaTelb U CEeKpeTaph KOJUIETHAIBHOTO OpraHa
2) - PYKOBOJIUTEIH
3) - CeKpeTapb

3ananmue 64

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
Kakast gacTh B cXeMe MOCTPOCHHsI OCHOBHOM YaCTH MPOTOKOJIA MOYKET OTCYTCTBOBATH

1) - CIOYUIAIHA
2) +  BBICTYIWJIU
3) - TIOCTAHOBWIN
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3amanue 65

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
[TpoTokos opopMIsitOT

1) - B TPeX dK3EeMIUIIpax
2) + B OJTHOM 3K3EMILISIPE
3) - B JIBYX IK3EMILISIPAax

3aganue 66

(Bvlbepume eOuHCmMeeHHO NpasuUibHbLLL OMeent)
Kak opopmiisitoTcst B TEKCTE MPOTOKOJIA, MPUCYTCTBYIOIIHE, €CITU UX 22 YelloBeKa

1) + [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPUIIATACTCS)

2) [TpucyTcTBOBANIN: IEPEUUCIISIFOTCS (PaMIIMK IPUCYTCTBYIONIUX B aI()aBUTHOM
MOpSAJIKE

3) - [IpucyrcrBoBanu: 22 yenoBeka

3aganue 67

Bcmasvme nponyuieHHble 6 mEeKcme cioea

B 3aBHCHUMOCTH OT IIOJIHOTEI OCBCHICHUA X0[4a 3aCCAaHus IPOTOKOJIbI MOT'YT OBITH

u
1) OTBeT: TOJNHBIC
2) OTBeT: KpaTkue

3aganue 68

Bcmasvme nponyuieHHble 6 mMEeKcme cjioea

TekcT MpoTOKOJIa COCTOUT U3 JIBYX YacTel: BBOJIHOU U

1) OTBET: OCHOBHOM
3aganue 69

Bcmasvme nponyuieHHble 6 mEeKcme cioea

B nporokosie kaxkaplii MyHKT MOBECTKU JHS paCIUCBIBAETCS (CTPOUTCS) MO CXEME:

1) Otser: BBICTVYIIMIIN
2) Otser: [TOCTAHOBUJIN
3) Otget: CJIYIHAJIN
3aganue 70

Bcmasvme nponyuieHHble 6 meKcme cioea

Ecnu Bonpoc He 06cy:x1aincs B Xxoae coOpaHus WM 3aC€AaHNsI KOJUIETHAIIBHOTO OpraHa, TO B
MPOTOKOJIE TYHKT MOET OTCYTCTBOBAaTh

1) Otser: BBICTYIIMIIN
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3ananue 71
Omnpenesnnre Kakoe yTBep:KIeHHEe HCTHHHO, 4 KAKOE HeT...
1) Jloxxps  Hammuwme 3aKkirounTeIbHONM YaCTH TEKCTA aKTa 00513aTeIbHO
2)  HWcrtuna Yaine Bcero akThl COCTABISIOTCS KOMUCCHEH
3) HctuHa AXT MOXET CIIY’)KUTh OCHOBAHUEM JIJIS U3JIaHUS PACTIOPSAIUTEIIEHOTO IOKYMEHTA
4)  HctuHa AKXTBI, KaK IPABHIIO, TTOJICHKAT YTBEPKICHUIO
5) Hcruna AKT MOXKeT 0pOpMIIATHCS Ha TpadapeTHOM OJIaHKe
3ananue 72

(Bvibepume eOUHCmMEEHHO NPABUTILHBLLL OMEent)
CayxeOHBIH aKT COCTaBIISIET U IOANUCHIBACT

1) + KOMUCCHS
2) - PYKOBOJIUTENH
3) - WCTIOJHUTEIb

3aganue 73

(Bvibepume eOuHCcmeenHo npasuibHulll 0meent)
OcHOBaHMEM JJIsl M3IaHUSI KAKOTO PACIIOPSIUTEIBHOTO IOKYyMEHTA MOYKET OBITh aKT

1) - Permenne
2) - [TocranoBneHme
3) + [Tpukas

Saganue 74

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
JlaTol akTa ABJISIETCS

1) + Jlata akTUBHPYEMOT'O COOBITUS
2) - Jlata yTBepKACHUS
3) - Jlara moanucaHus
3ananmne /5

(Bvibepume eOuHCmMEeHHO NPABUTILHBILL OmEent)
B cocraB pekBH3HUTOB aKTa BXOJHUT PEKBU3UT

1) + I'pud yrBepxneHus
2) - I'pud cornacoBanus
3) - OtmeTka 00 UCTIOTHHUTETIE

3aganmne 79

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)
B cocraB pekBH3HUTOB aKTa HE BXOJIUT

1) + I'pud cornacoBanus
2) - 3aroJioBOK K TEKCTy JTOKYMEHTa
3) - I'pud yrBepxneHus

3aganne 80

(Bvibepume eOUHCMEEHHO NPABUTILHBLLL OMEent)
CKOJIBKO YacTel COEPKUT TEKCT aKTa

1) - Be
2) - OJIHY
3) + TpH
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3amanue 81

(Bvibepume eOUHCmMEEHHO NPABUTILHBILL OMEent)
Crefyer Jid yKa3bIBaTh TODKHOCTH WICHOB KOMHCCHH TIPU O(OPMIICHHUH PEKBH3HUTA
«IOJIITUCH

1) - Ha
2) - [To »xenanuto cekperapsi
3) + Her

3aganune 82

(Bvibepume eOUHCMEEHHO NPABUTILHBILL OMEent)
B cronbkux sK3eMInisipax ohopMIIIETCs aKkT

1) - B tpex
2) + B ckonbkux HEOOX0IMMO
3) - B getbipex

3aganue 83

(Bvlbepume eOuncmeerHo npasuibHblll 0meent)
Kakast gacTh TeKcTa akTa MOKET OTCYTCTBOBATh

1) - Koucratupyromas
2) + 3aKIrouuTeNbHAS
3) - BBoaHas 4acthb

4.2. PykoBoACTBO ISl 3K3aMeHATOpAa

Kpurepuu ouieHMBaHUS TECTOBBIX 3aJaHUIA:

3a KaxxJ0e MpaBWIILHO BBINIOJIHEHHOE TECTOBOE 3a/laHUe (BEpHBIH OTBET)  craBUTCsA 1 Oami, 3a
HEBEPHBII OTBET - () 6aIoB.

«5» - 28-30

«@y - 24-27.

«3»-19-24

«HEeyHoBI» - 18 1 MeHee

HpaKTI/I‘lQCKaﬂ 4acThb.

KpI/ITepI/II/I OLICHUBAHMS BBITIOJITHCHUSA NPAKTUYCCKOTO 3aJaHs:

- 3HAHUC TCPMUHOJIOTHUN

- CKOPOCTb BBIITOJIHCHUEC

- CI0OCOOHOCTh HECTAHAAPTHO MBICIINTH

- KOJIMYCCTBO NPECAJIOKCHHBIX BAPUAHTOB PCIICHUA IIOCTaBJICHHOM 3aga4u.

40



