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1. lleanb ocBOeHNSI AUCUUILIHHBI

Henp mucuumnnuwsbsl: [laTh 3HAHUS, HEOOXOAMMEBIE /I  MPABWJIBHOTO COCTABICHUS U
oQOpMIIEHHS TOKYMEHTOB, CO3/IaBa€MbIX B IPOLIECCE MPUHATHSA W peaju3aluu YIPaBICHYECKUX
pElIeHUI, OCBOUTH OOIICTIPUHSATHIC JICKCUKY U CTHJIb JIEJIOBON KOPPECTIOHACHIINH.

OCHOBHBIMU 3a7JauaMu Kypca SBISIOTCS:

- 0O3HAKOMUTH CTYJECHTOB C MPABUJIAMH COCTaBICHUS U 0(DOPMIICHUSI OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, TPUKA30B, CIYXKEOHBIX 3alHCOK, IMPOTOKOJIOB, AaKTOB, CIPaBOK U
JIOKYMEHTOB 110 INYHOMY COCTaBY;

- JaTh IpeJCTaBlIeHne 00 OpraHu3aluu JTOKyMEHTOO00pOTa, CUCTEMAaTU3alUN TOKYMEHTOB 1
WX XpaHEHUHU;

- copMHpOBaTh y CTYACHTOB HABBIKM CaMOCTOSITEILHOTO COCTaBIIEHHUS YIpPaBICHUYECKOMN
JIOKYMEHTAIMH, JEIOBBIX HCEM.

2. Mecto mucuumiuabl B ctpykrype OITIOII BO
bazoii g n3ydeHust Kypca SIBISIOTCSI 3HaHUS MOJIYYEHHBIE CTYAEHTAMM B XOJI€ M3yuUEHUs
TakuX JUCHMIUIMH Kak: "MHocTpanHbii s3b1k", "MHGDOpMaIMOHHBIE TEXHOJOTHH B SKOHOMHKE'.
3HaHUE OCHOBHBIX IMOJIOKCHUN AUCHUIUIMHBI "JlOKyMeHTalMoHHOE obecreueHue yrpasieHus"
HEO0OXOMMO TPH U3YUYCHUH JUCHHUILIAH "YTIpaBieHue nepconanom"”, "Otruka OuzHeca", a Takxe nmpu
HaIMCaHUM BBITYCKHOM KBaJTU(PUKAIIMOHHON pabOTHI.

3. IlmanupyemMble pe3yJabTaTbl 00y4eHHs 10 JMCHHUIINHE
[Tnanupyemble pe3ynbTaTbl OOy4YeHMS IO AUCHUILIMHE, COOTHECEHHBIE C IUIAHHUPYEMBIMU
pesyasTatamu ocBoeHus1 OITOIT (koMmeTeHIMAMY U UHIUKATOPaMU JOCTHKEHUS KOMITCTCHITH )

dopMuUpyeMbIe [Tnmarupyemslie pe3yabTaTel 00ydeHHS 0 JUCIUIUINHE, B
KOMIIETEHIMH (KO, COOTBETCTBHH C MHIUKATOPOM JTOCTH)KEHHUS! KOMITCTCHIINU HaumenoBaHue OLleHOYHOTO
COJZICpKaHue HNupukaTop 10CTHXEHUS PesynbraTel 00y4eHus mo CpeacTBa
KOMIIETCHIIUN) KOMIIETEHIIUHI JTUCTIATUTHHE
YK-4 Cniocoben YK-4.1 OcymectBiser 3HaTh CUCTEMBI Tecr, mpakTHYEeCKUE 3aTaHUS
OCYILECTBIISITh JIEJIOBYI0 KOMMYHHKAIIHIO B JIOKYMEHTAINH,
JIETIOBYIO YCTHOUM ¥ TUCbMEHHOU COBPEMEHHBIE CITOCOOBI U
KOMMYHHKAIIHIO B (hopMax Ha PyCCKOM SI3BIKE TEXHUKY CO3TaHUS
YCTHOI 1 JOKYMEHTOB, 0COOCHHOCTH
MMUCBMEHHOU (hopMax OpTaHU3AINH JBIKEHIS
Ha TOCYJapCTBEHHOM JIOKyMEHTOB Ha
a3bIke Poccuiickoit HPEANPUATUAX U B
®denepanuu u opraam3amusx (YK-4.1)
UHOCTpaHHOM(BIX) YMeTh NpUMEHATH Ha
SI3bIKE(aX) MIPAKTHUKE JIEJIOBYIO

KOMMYHHKAIIHIO B
MMChMEHHOH (hopme,
TPaMOTHO pa3pabaThiBaTh
OCHOBHBIE BHJIBI
YOPaBICHIECKIX
JIOKyMEHTOB, pab0OTaTh C
JIOKyMEHTaI1e B
COOTBETCTBHUH CO
CTaHJIapTaMHu
nenonpousBoactea (YK-4.1)
Bnagers npaBunamu u
(dbopmamu J€T0BO# U
KOMMEPUYECKOU MEePETnCKH, B
TOM YHCJIE C 3apyOeKHBIMU
naptaépamu (YK-4.1)




4. CTpyKTYypa " coepkaHne TUCHUILTHHbI
OO0mast TpyA0eMKOCTh JUCHHUTIINHBI COCTABISAET 3 3a4eTHbIe enuHuIlbl, 108 gacos.

4.1. ®opma o0y4eHHsI: OUHAS
YpoBeHb 6a30BOro 00pa3oBaHus: CpeHee ooIee.

Cpoxk o0yueHust 4r.

4.1.1. CTpykTypa AMCHUILIAHBI

KonrtakTHas pabota
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1 ﬂOKYMeHTOBC TICHUE 10 12 42 TecTupoBaHue, BbINOIHEHHE
TIPAKTUICCKUX 3aZ[aHPII>‘I
2 OpFaHI/IBaI_[I/IH 6 4 32.15 | Tecruposarue, BbinonHeHHe
’ TIPAKTUICCKUX 3aZ[aHPII>‘I
JIOKYMEHT0000poTa
Bcero 3a cemectp 108 | 16 16 1,6 [ 0,25 | 74,15 3au.
Uroro 108 | 16 | 16 1,6 1 0,25 | 74,15
4.1.2. Conepxkanue TUCHUILTHHbBI
4.1.2.1. Ilepeuensn JeKkuuii
Cemectp 4

Pazoen 1. Jloxymenmoseoenue

Jlexnusa 1.
Brenenue B qucrumuinay. Buasl n knaccudukanus nokymeHToB. TpeboBaHus K

COCTaBIIEHUIO U O(hOpPMIIEHUIO TOKYMEHTOB (2 yaca).

Jlexnus 2.
OpraHu3anroHHO-pacopsAAUTENbHAs JOKYMEHTAIH (2 yaca).
Jlexnus 3.

WudopmannoHHO-cIIpaBOYHast JOKYMEHTAIHs (2 yaca).

Jlexnus 4.

JIOKyMEHTAIHsI 110 TMYHOMY COCTaBY (2 yaca).

Jlexnus 5.

JlenoBast nepemnucka (2 yaca).

Pazoen 2. Opeanusayus ooxymenmoobopoma
Jleknus 6.
Opranm3anus 10KyMeHT0000poTa (2 yaca).




Jexkuusa 7.

Cucremaruzanusi fokyMeHToB. @opmupoBanue aen. Xpanenue. [loaroroska u nepenaya aen
B apxuB (2 yaca).
Jexnusn 8.

DNEeKTPOHHBIA JOKYMEHT M 3JIEKTPOHHBINA JOKYMEHTO000POT (2 4aca).

4.1.2.2. IllepeyeHb NPAKTHYECKUX 3AHATHH

Cemectp 4
Pa3zoen 1. Jloxymenmoseoenue
IIpakTHyeckoe 3ansaTHe 1

TpebGoBanus kK opopMIIEHUIO TOKYMEHTOB. biiaHku TOKyMeHTOB (2 yaca).
IIpakTH4eckoe 3ansTHE 2

Cocranenue n 0opMIICHHE OPTaHU3AIMOHHBIX JOKYMEHTOB (2 Jaca).
IIpakTHyeckoe 3ansaTHe 3

Cocranenue u 0OpMIICHUE PACTIOPSIUTEIBLHBIX TOKYMEHTOB (2 Jaca).
IIpakTH4eckoe 3ansaTHE 4

Cocranenue u odopmiieHre HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB (2 Jaca).
IIpakTH4yeckoe 3ansATHE S

CocraBnenue u oopMIICHHE TOKYMEHTOB 110 TUYHOMY COCTaBy (2 Jaca).
IIpakTH4eckoe 3aHsATHE 6

CocraBnenue u opopmiIeHHE CTYKEOHBIX IUceM (2 Jaca).
Pa3zoen 2. Opeanuzayus doxymenmoobopoma
IIpakTuyeckoe 3ansiTue 7

®opmuposanue e (2 yaca).
IIpakTnyeckoe 3ansiTue 8

Xpanenue nen. CocraBieHne BHYTPEHHEH OMMCH, aKTa O BBIJICJICHUU K YHUUTOKEHHIO U
CHATHUIO C y4eTa (2 Jaca).

4.1.2.3. IlepeueHnb 1a00PATOPHBIX padboT
He mianupyercs.

4.1.2.4. [lepeyeHb TeM U yUeOHO-MeTOANYECKOE o0ecriedyeHre CaMOCTOATEILHOM

padoThI
Hepequb TEM, BBIHCCCHHBIX Ha CAMOCTOATCIIbHOC U3YUYCHUC!
. HOpMaTI/IBHO-CHpaBO‘-IHaH OCHOBA OpraHu3alvi JOKYMCHTAIITUOHHOT'O O6€CH€‘-I€HI/I$I YIIpaBJICHUA.
. CocTaB peKBU3UTOB, BHIBI OJIAHKOB U TpeOoBaHus Kk 6mankam o ['OCTy.
. TpeboBaHus K 0(OPMIIEHUIO OPraHU3ALMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB.
. TpeGoBanus Kk 0pOPMIIEHHIO OCHOBHBIX BUJI0B HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
. OdopmiteHne KaJIpOBBIX TOKYMEHTOB.
. OdopmreHue ciry eOHBIX MTUCEM.
. @OpMBI pETUCTPALIUHA JOKYMEHTOB.
. TpeboBaHwMs 10 3aNIOJIHEHUIO JIEIT.
. XpaHeHHEe JOKYMEHTOB.
10. Opranusanus paboThl ¢ JOKYMEHTaMH, COAEepKAIIUMU KOH(UIEHIIMATbHbBIE CBECHUS.
11. Opranusanus 3J1eKTPOHHOTO JOKYMEHT0000pOoTa.
Jlis caMOCTOSITENIbHOM Pa0OThl MCHOJB3YIOTCS METOAMYECKHE YKa3aHHsl 10 OCBOEHUIO
JUCHUITIIMHBI U U3aHUA U3 CIINCKA HpHBGI[CHHOﬁ HIDKE OCHOBHOU U I[OHOHHHTGHBHOﬁ JIMTCPATYPHhI.
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4.1.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoTt, pedepartos, TP, PI'P, PIIP

He mnanupyercs.

4.1.2.6. IlpumepHbIii IepeYeHb TeM KyPCOBBIX padoT (IIPOeKTOB)
He mmanupyercs.



4.2 ®opma 00yueHHS: OYHO-3204YHAS
YpoBeHb 6a30BOro 00pa3oBaHus: CpeHee oodIee.

Cpox o0yueHus 5.
Bcero ®opma
Tpynoem- Jlek- Hpakru- | JIabopa- Koncynb- (KOHTaK- MPOMEKYTOUHOTO
KOCTb, qyecKue TOPHBIE Konrt- CPC,
CemecTp M, Tanms, THast KOHTpoJIsI (3K3.,
yac./ 3a4. 3aHATHS, padoThI, poJib,uac. qac.
yac. yac. pa6ora), 3a4., 3a4. C OII.)
ea. qac. qac.
qac.
4 108/3 4 4 2 0,5 10,5 93,75 3au4.(3,75)
Hroro | 108/3 4 4 2 0,5 10,5 93,75 3,75
4.2.1. CTpyKTypa AUCHUIIMHBI
KonTrakTHas pabora
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Ne Paznen (Tema) 3 e (TI0 HeIeNAM CeMecTpa),
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1 JlokymMeHTOBEIeHNE 4 4] 4 51 TecTtupoBanue,
BBITIOJIHCHHE
MPaKTUYECKHUX
3aJlaHu i
2 Opranuzanus 4 42,75 TectupoBanue,
JIOKyMEHTO000pOoTa BBITIOJTHEHHE
MPaKTUYECKHUX
3aJlaHu i
Bcero 3a cemectp 1081 4 | 4 + 2 10,5(93,75 3au.(3,75)
Hroro 108 4 | 4 2 10,5]93,75 3,75
4.2.2. Conepxkanue TUCHUILTHHbBI
4.2.2.1. IlepeuyeHnb Jgexkuuii
Cemectp 4
Pa3zoen 1. JloxymenmogedeHnue
Jlekums 1.

COCTaBJICHHUIO U 0(OPMIICHUIO TOKYMEHTOB (2 yaca).

Beenenue B quctuiuinHy. Busbl u knaccugukanus 1okyMeHToB. TpeOoBaHMs K




Jleknus 2.
JlenoBast mepernucka (2 gaca).

4.2.2.2. IlepeyeHb NPAKTHYECKUX 3AHATHI
Cemectp 4

Pa3zoen 1. JloxymenmogedeHnue
IIpakTnyeckoe 3ansaTue 1.

TpeboBanust k 0ohopMIIEHUIO JOKYMEHTOB. bliaHku TOKyMEHTOB (2 Jaca).
IIpakTnyeckoe 3ansTue 2.

Cocranenue u opopmiieHre CIIy:keOHBIX THceM (2 yaca).

4.2.2.3. Ilepeuyenn 1a00paTOPHBIX padoT
He mnanupyerces.

4.2.2.4. IlepeueHb TeM U y4eOHO-MeTOAMYECKOE 00eceYeHre CAMOCTOSATEIbHOI
padoThI

[TepeueHp TeM, BHIHECEHHBIX Ha CAMOCTOSATENIFHOE H3YyUCHHE!

1. HopmaTtuBHO-CIIpaBOYHasi OCHOBA OPTaHU3AIUH JJOKYMEHTAIMOHHOTO 00eCTIeYeHHS
yIIpaBJICHUSL.

2. CocTaB peKBU3UTOB, BUIbI OJIaHKOB 1 TpeboBaHus K O1ankam o 'OCTy.

3. TpeboBauus Kk 0HOPMICHHIO OPTaHU3ALUOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB.

4. TpeboBanus K 0(OPMIIEHUIO OCHOBHBIX BUI0B HH(POPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

5. OdpopmieHne KagpoBbIX TOKYMEHTOB.

6. OdopmieHue CryKeOHBIX TTHCEM.

7. @OpMBI PETUCTPALUUA JOKYMEHTOB.

8. TpeboBaHuUsI 1O 3aMOTHEHUIO JIETI.

9. XpaHeHue JOKYMEHTOB.

10. Opranu3zanus paboThl ¢ JOKYMEHTAaMH, COICPKaIIMH KOH(UACHIINATbHBIC CBEICHUS.

11. Opranu3anus 3J1eKTPOHHOTO JJOKYMEHTO000POTa.

JInst camMocTosITeNnbHOW pabOThl MCIONIB3YIOTCS METOAMYECKHE YKa3aHHS II0 OCBOCHHIO
JUCLUTUTMHBI U U3aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JTONIOJIHUTENBHOM JTUTEPATYPHI.

4.2.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoTt, pedgepartos, TP, PI'P, PIIP
1. Posb moKyMeHTa B COBPEMEHHOM OOIIIECTBE.
2. CrtocoObI 1 0COOCHHOCTH TOKYMEHTHPOBAHUS.
3. Bo3HUKHOBEHUE U PAa3BUTHUC CUCTCM JOKYMCHTAIIUU.
4. YanunmpoBaHHbIC CHCTEMBI JOKYMEHTAITUH.
5. IlpaBuna opopmieHHss OCHOBHBIX BUIOB OPTaHU3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, KOTIMH JOKYMEHTOB.
6. ITonsiTHE O NENONMPOU3BOACTBE U MH()OPMAITMOHHO-T0KYMEHTAIIMOHHOM 00ecIie4eHu !
yIpaBIeHUS.
7. JleoBoe MUChbMO.
8. [lucbma 3apyOeKHBIM TTApPTHEPAM.
9. JInyHble TOKYMEHTHI, TPEOOBAaHUS K MX COCTABICHUIO U OPOPMIICHHIO.

10. Cnyxx6a moxymenTarimonHoro obecrieuenus ynpasierus (CIOY), ee ctpykrypa,
(GyHKINH, TOTKHOCTHOM COCTaB.

11. TunoBast TEXHOJIOTHS OPTaHU3ALUU TOKYMEHTOO0OPOTA.
12. Kon¢uaenmansHoe 1€710IPOU3BOICTBO.
13. ABTOMaTu3aIus MpoIecCOB JOKYMEHTAIIMOHHOTO 00eCIIeUeHHUs YIIPABJICHHUS.

4.2.2.6. IlpumepHbIii IepeYeHb TeM KyPCOBBIX padoT (IP0eKTOB)
He mianupyercs.



4.3 ®opma 00yueHHSA: OYHO-320YHAS
YpoBeHb 6a30BOro 00pa3oBaHMsI: BBICIIEE.

Cpoxk o0yuenus 3r 6M™.
Bcero ®opma
Tpynoem- Jlek- Hpakru- | JIabopa- Koncynb- (KOHTaK- MPOMEKYTOUHOTO
KOCTb, qyecKue TOPHBIE Konrt- CPC,
CemecTp M, Tanms, THast KOHTpoJIsI (3K3.,
yac./ 3a4. 3aHATHS, padoThI, poJib,uac. qac.
yac. yac. pa6ora), 3a4., 3a4. C OII.)
ea. qac. qac.
qac.
1 108/3 2 2 0,5 5,5 98,75 3au4.(3,75)
Hroro | 108/3 2 2 0,5 55 98,75 3,75
4.3.1. CTpyKkTypa AUCHUIIIMHBI
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1 JlokymMeHTOBEIeHNE 1 2 |2 53 TecTtupoBanue,
BBITIOJIHCHHE
MPaKTUYECKHUX
3aJlaHu i
2 Opranuzanus 1 45,75 TectupoBanue,
JIOKyMEHTO000pOoTa BBITIOJTHEHHE
MPaKTUYECKHUX
3aJlaHu i
Bcero 3a cemectp 1081 2 | 2 + 1 10,5]98,75 3au.(3,75)
Hroro 108 2 | 2 1 10,5]98,75 3,75
4.3.2. Conepxkanue JTUCHUILTHHBI
4.3.2.1. Ilepeuennb Jgexkumii
Cemectp 1
Pa3zoen 1. JloxymenmogedeHnue
Jlekums 1.

COCTaBJICHHUIO U 0(OPMIICHUIO TOKYMEHTOB (2 yaca).

Beenenue B quctuiuinHy. Busbl u knaccugukanus 1okyMeHToB. TpeOoBaHMs K




4.3.2.2. IllepeyeHb NPAKTHYECKUX 3AHATHH
Cemectp 1
Pa3zoen 1. Jloxymenmoseoenue
IIpakTyeckoe 3ansaTHe 1.
Cocranenue u oopmiIeHHE CTYKEOHBIX IHUceM (2 Jaca).

4.3.2.3. IlepeueHnb 1a00pPATOPHBIX padoT
He mianupyercs.

4.3.2.4. IlepeyeHb TeM U yueOHO-MeTOANYECKOE o0ecriedyeHre CaMOCTOATEILHOM
padoThI

[lepeueHb TeM, BEIHECEHHBIX Ha CAMOCTOATEIBHOE U3YUYEHHE:

1. HopMaTuBHO-cripaBoUHasi OCHOBA OpraHU3alK JOKYMEHTAIMOHHOTO 00eceueHUs
yIpaBICHUSI.

2. CocTaB peKBU3UTOB, BUBI O1aHKOB U TpeOoBanus Kk 6ankam o 'OCTy.

3. TpeboBanus kK 0OPMIICHHIO OPraHU3aIMOHHO-PACTIOPAIUTEIBHBIX JJOKYMEHTOB.

4. TpeboBanus K 0hOPMIICHHIO OCHOBHBIX BUJIOB MH()OPMAIITMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

5. OdopmieHue KaIpoBbIX JOKYMEHTOB.

6. OdopmueHme cyKeOHBIX MHCEM.

7. DOpMBI perucTpanyu J0KyMEHTOB.

8. TpeboBaHuUs MO 3aTIOTHEHUIO JETI.

9. XpaHeHnue TOKyMEHTOB.

10. Opranusanus paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMHI KOH(UACHIMAILHBIEC CBEICHUSL.

11. Opraau3anus 3JIEeKTPOHHOTO IOKYMEHTO000pOTa.

Jlnst caMOCTOSITENTbHONH pabOThl MCIONB3YIOTCS METOJIMYECKHE YKa3aHWA IO OCBOCHHIO
JUCIUIUIMHBI U U3JIaHUS U3 CIHMCKA MPUBEIEHHON HUXKE OCHOBHON U IOMOJHUTENbHOM JIUTEPATYypPHI.

4.3.2.5. IlepeyeHb TeM KOHTPOJIbLHBIX padoT, pedeparos, TP, PI'P, PIIP
1. Ponp qokymMeHTa B COBPEMEHHOM OOIIIECTRBE.
2. Crioco0ObI 1 0COOEHHOCTH IOKYMEHTHPOBAHUSI.
3. BOBHMKHOBEHHUE U Pa3BUTHE CUCTEM JIOKYMEHTAIIUH.
4. YHu(pUUIMPOBAHHBIE CUCTEMbI JOKYMEHTALINH.
5. IlpaBuna oopmieHNs OCHOBHBIX BUIIOB OPraHU3aMOHHO-PACHIOPSAUTENBHBIX
JIOKYMEHTOB, KOITUH JIOKYMEHTOB.
6. IlonsTHE O N1EIONPOU3BOACTBE U MH()OPMAITMOHHO-T0KYMEHTAILIMOHHOM 00€ecIIe4eHun
yIIpaBJICHUSL.
7. JlenoBoe muchbMo.
8. [InucpMma 3apyOeKHBIM MapTHEPAM.
9. JInyHble TOKYMEHTHI, TPEOOBAaHUS K MX COCTABICHUIO U OPOPMIICHHIO.
10. Cniyx6a nokymeHnTtaimonnoro obecrnieuenus ynpasienus (COVY), ee cTpykTypa,
(GyHKLNH, TOJKHOCTHOM COCTaB.
11. TumoBast TEXHOJOTHSI OpraHU3alUU JOKYMEHTO000pOTA.
12. KonduaeHmaibHOE JEIOMPOU3BOICTBO.
13. ABTOMaTu3aIus MpoLEecCOB JOKYMEHTAIIHOHHOTO O0ECTIEYECHHUS YIIPaBICHHUSL.

4.3.2.6. IlpumepHbIii IepedeHb TeM KyPCOBBIX padoT (IIP0eKTOB)
He mnanupyercs.



4.4 ®opma 00yueHHSA: OUHO-3204YHAS
YpoBeHb 6a30Boro 006pazoBaHus: cpenHee MpodeCCHOHATBHOE.

Cpoxk o0yuenus 3r 6M™.
Ilepear- ®opma
Bcero
Tpynoem- IIpakTu- | JlaGopa- TecTa- TPOMeEIKY-
Jlex- Koncynsb- (KOHTAK-
KOCTb, YyecKue TOPHbIE Konr- CPC, s TOYHOIO
Cemectp IUH, Tanms, THaN
yac./ 3a4. 3aHATHHA, | padoThI, poab,4ac. Jac. KOHTPOJIA
yac. yac. padora),
el. gac. qac. (3K3., 3a4.,
yac.
3a4. € OIL.)
2 108/3 2 2 0,5 5,5 62,75 36 3a4.(3,75)
Hroro | 108/3 2 2 0,5 5,5 62,75 36 3,75
4.4.1. CrpykTypa AMCUUILJINHBI
KonrtakTHas pabota
o0yJaromuxcs ¢ 5
neaarorn4yeCKumM pa6OTHI/IKOM 8
<
i* dopma TeKyIero
& < KOHTPOJIS YCIIEBAEMOCTH
e
Ne Paznen (Tema) 3 e (TI0 HeIeNAM CeMecTpa),
n\n JCLIUILIAHEI 2 = | 7| - 2 opMa IPOMEKYTOUHOI
@) = & = S aTTecTaruu(Io
T QS S w 5 ceMecTpam)
s| &| 8 = 3
3] o, = v =
= o O o ) < = =
E|l 2l 3| 2|~ &g ¢ S
S| E|El2|=|E| &
s S| & 2| E| 2| &
= =) = 5 7 = C
= | S| & 5 | =
= o
2| o E 2
S | & =
o < <z
= | =
1 JlokymMeHTOBEIeHNE 2 1212 34 TectupoBanue,
BEBITIOJTHEHHUE
IMPAKTUICCKUX
3aJlaHu i
2 Opranuzanus 2 28,75 TectupoBanue,
JIOKyMEHTO000pOoTa BBITIOJTHEHHE
IMPAKTUYCCKUX
3aJlaHu i
Bcero 3a cemectp 7212 | 2 + 1 10,5]62,75 3au.(3,75)
Nroro 721 2 | 2 1 {0,5]62,75 3,75
Hroro ¢ nepearrecranuen 108




4.4.2. Conepxanue IMCUMILINHBI
4.4.2.1. IlepeyeHsn JeKuui
Cemectp 2
Pazoen 1. Jloxymenmoseoenue
Jleknus 1.
Beenenwne B qucnuiuinay. Buabl u knaccudukanus 1okyMeHTOB. TpeOoBaHMs K
COCTaBIICHUIO U O(hOpPMIIEHUIO TOKYMEHTOB (2 yaca).

4.4.2.2. IllepeyeHb NPAKTHYECKHUX 3AHATHH
Cemectp 2
Pa3zoen 1. JloxymenmosedeHnue
IIpakTnyeckoe 3ansTue 1.
Cocrasnenue u opopmiieHre CIIy:keOHBIX THceM (2 yaca).

4.4.2.3. Ilepeyenn 1a00paTOPHBIX padoT
He mnanupyercs.

4.4.2.4. IlepeueHb TeM U y4eOHO-MeTOAMYECKOE 00ecieYeHre CAMOCTOSATEIbHOI
padoThI

[lepeueHb TeM, BEIHECEHHBIX Ha CAMOCTOATEIBHOE U3YUYEHUE:

1. HopMaTuBHO-cIipaBoUHasi OCHOBA OpraHU3alK JOKYMEHTAMOHHOTO 00eceueH s
yIpaBIeHUSI.

2. CocTaB peKBU3UTOB, BUIBI O1aHKOB U TpeboBanus k Oankam 1o 'OCTy.

3. TpeboBanus kK 0(OPMIICHHIO OpPraHU3aIMOHHO-PACTIOPAIUTEIBHBIX JJOKYMEHTOB.

4. TpeboBaHus K 0hOPMIICHHIO OCHOBHBIX BUJIOB MH()OPMAITMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

5. OdopmieHue KaIpoBbIX JOKYMEHTOB.

6. OdopmneHme cyKeOHBIX MMHCEM.

7. DOpMBI perucTpanyu J0KyMEHTOB.

8. TpeboBaHus MO 3aTIOTHEHUIO JETI.

9. XpaHeHnue TOKyMEHTOB.

10. Opranusanus paboThl ¢ JOKYMEHTaMH, COJEPKAIIUMHI KOH(UACHIMAILHBIEC CBEICHUSL.

11. Opraau3anus 3JIEeKTPOHHOTO IOKYMEHTO000pOTa.

Jlnst caMOCTOSITENTbHONH pabOThl UCIONB3YIOTCS METOJIMYECKHE YKa3aHHUS IO OCBOCHHIO
JUCIUIUIMHBI U U3/IaHUS U3 CIHMCKA MPUBEIEHHON HUXKE OCHOBHON U IOMOJHUTENIbHOM JIUTEPATypPHI.

4.4.2.5. IlepeyeHb TeM KOHTPOJIbLHBIX padoT, pedeparos, TP, PI'P, PIIP

1. Ponp qokymMeHTa B COBpPEMEHHOM OOIIIECTRBE.

2. CriocoObI 1 0COOEHHOCTH IOKYMEHTHPOBAHUSI.

3. BOBHMKHOBEHHUE U Pa3BUTHE CUCTEM JIOKYMEHTAIIUH.

4. YHu(pUUIMPOBAHHBIE CUCTEMbI TJOKYMEHTALINH.

5. IlpaBuna opopMieHNss OCHOBHBIX BUIIOB OPraHU3aMOHHO-PACIOPSAUTEIBHBIX
JIOKYMEHTOB, KOITUH JIOKYMEHTOB.

6. IlonsTHE O N1EIONPOU3BOACTBE U MH()OPMAITMOHHO-T0KYMEHTAILIMOHHOM 00€ecIie4eHun
yIIpaBIICHUSL.

7. JlenoBoe muchbMo.

8. [InucpMma 3apyOeKHBIM MapTHEPAM.

9. JInyHble TOKYMEHTHI, TPEOOBAaHUS K MX COCTABICHUIO U O(POPMIICHHIO.

10. Cniyx6a nokymeHnTtaimonnoro obecrnieuenus ynpasienus (CJOVY), ee cTpykTypa,
(GyHKLNH, TOJKHOCTHOM COCTaB.

11. TumoBast TEXHOJOTHSI OpraHU3alUU JOKYMEHTO000pOTA.

12. KonduaeHmaipHOE JEIOMPOU3BOICTBO.

13. ABTOMaTu3aIus MpoLeccoB JOKYMEHTAIIHOHHOTO 00ECTIEYECHHUS YIIPaBICHHUSL.



4.4.2.6. IIpumepHbIii NepevyeHb TEM KYPCOBBIX PadoT (IIPOEKTOB)
He mianupyercs.

5. O0pa3oBaTre/ibHbIE TEXHOJIOT U
B mpouecce m3ydeHHsl TUCHUIUIMHBI IPUMEHSAETCS KOHTAKTHAs TEXHOJIOTHs INPENOJaBaHUs
(32 HMCKIIOYEHHEM CaMOCTOSTEIbHO H3Yy4aeMbIX CTyAeHTaMu Bompocos). Ilpu mnpoBeneHun
IPAaKTUYECKUX pabOT MPUMEHSAETCS] UMUTALIMOHHBIN MM CUMYISIHMOHHBIN noaxof. [laru pemenus
IIPAaKTUYECKUX 3aJaHUM CTYIEHTaM JEMOHCTPUPYIOTCS IPU MTOMOILUM MYJIbTUMEIUNHON TEXHUKU. B
JAJIBHEUINEM CTYACHTBI CAMOCTOSATENBHO PEIIAIOT aHAJIOTUYHBIC 3aJaHUS.

6. OueHovHbIe cpeacTBa /51 TEKYIIEro KOHTPOJISA yCIeBaeMOCTH,

l'[pOMe)KyTO‘IHOﬁ aTTeCTallii IO UTOIraM OCBOCHUA NUCHUIIJINHBI.
@DOH/IbI OLICHOYHBIX MATEPHAIIOB (CPEACTB) IPUBEAEHBI B IPUIIOKEHUH.

7. Y4eOHO-MeTOAUYecKOe U MHGOPMAaIHOHHOE 00ecrieYeHre TMCHHMIIINHBI.

7.1. OcHOBHAasl y4eOHO-MeTOANYECKAsl JJUTEepaTypa no JUCHUILINHE

1. ApacnanoBa, B. A. JlokyMeHTalIMOHHOE 00ECTICUCHHUE YIIPABICHUS : yIeOHO-TIPAKTHIECKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 3-e uzn. — Cypryr : Cypryrckuii
roCy1apCTBEHHBIN MearorH4ecKuit YHUBEPCUTET, 2019. — 240 C. -
http://www.iprbookshop.ru/94291.html

2. JlokyMeHTalMOHHOE oOecredyeHrue yhpaBiIeHUs : Y4YEeOHHMK JJisi CTYJEHTOB BY30B,
o0yJaromuxcst 1O  HampaBlIeHUSIM  «OKOHOMHUKa» U «MEHEKMEHT», CHEeUHUaTbHOCTIM
«Uudopmaruka», «JlokymeHTOBeIeHHE U JOKYMEHTAIlMOHHOE OO0ecreueHue yIpaBiIeHUs,
«ABromaruzanusi u ynpasinerue» / A. C. I'punbepr, H. H. I'op6aués, H. H. T'opbaués, O. A.
Myxamermnaa. —  MockBa IOHUTU-IAHA, 2017. — 391 C. -
http://www.iprbookshop.ru/71213.html

3. AnekceeBa, T. B. JlokymeHTammonHoe oOecrieueHue ympaiaeHus : ydeOonwmk / T. B.
AnexceeBa, O. A. CrpaxoB. — MockBa : Ynusepcuter «Cuneprus», 2020. — 132 c. -
https://www.iprbookshop.ru/101344.html

4. CumonsH, P. . JlokymeHTanmoHHoe o0ecrieyeHre CUCTEMBbl YIPaBICHUs OpraHu3anueil :
yaeObnoe mocobue / P. 5. CumonssH. — CaparoB : Ait [Ilm Dp Memma, 2018. — 180 c. -
https://www.iprbookshop.ru/72458.html

5. JImutpuea, JI. U. JlokymeHTarimoHHOE OOECIICUCHHUE YMPABICHYECKONW ACSITEIBHOCTH :
yuebnoe mocobue / JI. M. HdmurpueBa, WM. B. PyzaeBa. — Hoocubupck : HoBocubupckuit
rOCy1apCTBEHHBIN TEXHUYECKUI YHUBEPCUTET, 2019. — 100 c. -
https://www.iprbookshop.ru/98703.html

7.2. JIonoJIHUTEJIbHAS Y4e0OHO-MeTOANYEeCKAasl JTUTEPATYPA 10 AUCHHUIIHHE

1. MHdopManmoHHble TEXHOJIOTMH B JOKYMEHTAIlMOHHOM OOECIIEYCHUU YIPABJICHUS H
apxuBHOM Jnene : yueOnuk st By3oB / T. B. Kongpamosa, H. H. Kynses, E. B. TepentseBa, A. I'.
®abpuynoB ; mon pemakmueir H. H. KynseB. — Mocksa : Jloroc, 2016. — 408 c. -
https://www.iprbookshop.ru/70714.html

2. Ky3neunosa, 1. B. JlokymeHTanmoHHoe obecrieueHne yrnpaBieHus : yueOHoe nocodue Juist
CIIO / U. B. Ky3nenosa, I'. A. Xauarpsin. — 2-e u3a. — Caparos : [IpodoGpazoBanue, At [Tu DOp
Menmna, 2019. — 166 c. - http://www.iprbookshop.ru/80326.html

3. CumonsH, P. f. JlokyMeHTanlMOHHOE O0ecredyeHne CUCTEMBI YIIPaBJICHUS OpraHU3aIuei :
yuebnoe mocobue / P. . Cumonsn. — CapatoB : Ai#l Il Op Menma, 2018. — 180 c. -
http://www.iprbookshop.ru/72458.html

4. Ky3neuona, U. B. JlokymeHTanimoHHoe obecrieueHne yrnpaBiieHus : yueOHoe mocodue Juist
CIIO / U. B. Ky3nenona, I'. A. Xauarpsin. — 2-e u3a. — Caparos : [IpodoGpazoBanue, At [Tu DOp
Menamna, 2019. — 166 c. - https://www.iprbookshop.ru/80326.html



5. Apacnanosa, B. A. JlokyMeHTaIlMOHHOE 00eCTIeYeHNE YIIPABICHHS | yUeOHO-TIPAKTHYECKOE
nocobue B cxemax, Tadnuiax, oopasmnax / B. A. ApacnanoBa. — 3-e uza. — Cypryt : Cypryrckuii
roCy1apCTBEHHBIN NE1arorn4ecKuil YHHUBEPCUTET, 2019. — 240 c. -
https://www.iprbookshop.ru/94291 . html

6. TekcroBoe © DJIEKTpoHHOE oOdoOpMIeHHE JOKyMEHTanudh. JIOKyMEHTAI[MOHHOE
obecrieuenue ympasieHus: I[IpakTMKym 17 CTyIeHTOB oOpaszoBaTenbpHOM mporpammbl 38.03.01
Oxonomuka / coct. KonechnukoBa VY.B., Marepa W.B. [DnexTpoHHBIi pecypc]. — DIEKTPOH.
tekcToBble AaH. (1,6 M0O). - Mypom: MU Bal'V, 2020. - 1 anektpon. ont. auck (CD-R). — Cucrem.
TpeboBanus: mporeccop x86 ¢ takroBod yacroroil 500 MI'm m Bbime; 512 M6 O3Y; Windows
XP/7/8; Buneokapra SVGA 1280x1024 High Color (32 bit); npuBox CD-ROM. - 3armn. ¢ skpaHa. - Ne
TOCPETUCTpaLMH 0322001643 -
https://evrika.mivlgu.ru/index.php?mod=book_inf&com=view inf&book id=3145

7. KXypnan "Bectauk BHUMJIA" - https://www.elibrary.ru/title_about new.asp?1d=69542

7.3. Ilepeyenb nHGOPMALTMOHHBIX TEXHOJIOTHIl, HCIIOJIb3YyeMbIX IIPH
OCYLLIECTBJICHHH 00pa30BaTeIbHOIO MpoLecca 1o JUCHUIIMHE, BKJIIYast
nepevYeHb NPOrpaMMHOro odecnevyeHusi 1 MHPOPMALMOHHBIX CIIPABOYHBIX

CHUCTEM

B  oOpasoBarenbHOM  Tpolecce  HCIONB3YIOTCS ~ MH()OPMAIMOHHBIE  TEXHOJIOTHH,
pealM30BaHHBIE HA  OCHOBE  WH(MOPMAIMOHHO-00PA30BATENBHOTO  IMOpTaja  HMHCTUTYTA
(www.mivlgu.ru/iop), 1 ”HPOKOMMYHHKAITUOHHON CETH HHCTUTYTA!

- IPEIOCTABJICHUE YUeOHO-METOINIECKUX MAaTEPHATIOB B JIEKTPOHHOM BH/JIE;

- B3aWMOJICHCTBHE YYaCTHHKOB O0Opa30BaTENBHOTO IMpollecca dYepe3 JIOKaIbHYIO CETh
uHctutyra u MHTepHer;

- IPEJIOCTABIICHUE CBEICHUH O pe3yiibTaTax y4eOHOU NEATEILHOCTH B 3JICKTPOHHOM JTHYHOM
KaOWHETe 00yJaroIIerocs.

WHpopmanoHHbIe CITPABOYHBIC CUCTEMBI:

CIIC «KoncynstanT Ilmoc», URL: http://www.consultant.ru/

Hayunas snektponnas 6ubnmoreka eLibrary.ru, URL: http://www. eLibrary.ru

OnextponHas oubianoreunas cuctema «[PRbooks», URL: http://www.iprbookshop.ru

OnekrponHas 6udmmoreka MU Bal'Y, URL: https://evrika.mivligu.ru/

[TporpammHuoe oOecrieueHme:

Google Chrome (JIutiensnonnoe cornamenue Google)

Adobe Reader XI (O6mue yciaoBust ucronb3oBanus mpoayktoB Adobe)

Pascal Pascal ABC.NET (GNU Lesser General Public License v.3)

Microsoft Windows XP (IIporpamma Microsoft Azure Dev Tools for Teaching (Order
Number: IM126433))

7.4. Ilepeyenn pecypcoB HHPOPMALNMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CeTH
«AHTEpHET», HEOOXOAUMBIX JIJIS OCBOCHHUSA TUCHHUILIIMHBI
iprbookshop.ru
evrika.mivlgu.ru
elibrary.ru
consultant.ru
eLibrary.ru
mivlgu.ru/iop

8. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHne TUCIUIINHBI
JlexunoHHas aygutopus

HoyTtOyk, mpoekTop, mMpOeKIIMOHHBIA SKpaH

KabuneT OuzHec-TUIaHUPOBAHUS



Kommiekt yuebHO-MeTomuueckux mocobuil; 12 kommbrorepoB E8400/2048Mb/VGA int
/320Gb/BenQ19; unrepaktuHas focka SMART BOARD 480 co BctpoeHHBIM TIpoeKTOpoM V25

9. MeToan4yecKkue yKa3aHusl M0 OCBOECHUIO JUCHUIINHbBI

JUis yCHEemIHOrO OCBOGHHMSI TEOPEeTHYECKOro Marephaya OO0y4aromMiics: 3HAKOMUTCS CO
CITUCKOM PEKOMEHyeMO OCHOBHOW W JOTIOJHUTEIHHOW JIMTEPATYphl; YTOUHSIET y MperoaaBares,
KaKUM JIONOJHUTENbHBIM IMOCOOUSAM CJEeIyeT OTAATh IPEANOYTEeHUE; BEAEeT KOHCIEKT JEKUUH M
npopabaThiBaeT JEKIIMOHHBIN MaTepUall, OJIb3YsICh KaK KOHCIIEKTOM, TaK H Y4€OHBIMU MTOCOOUSIMHU.

Ha mnpaktudeckux 3aHATHSX MPOHUICHHBIA TEOPETUUECKUA MaTepual MOJIKPEIUIsieTCs
pelIeHreM 3aJaHWil MO0 OCHOBHBIM Te€MaM JUCIHUIUIMHBI. 3aHSATHS MPOBOASTCS B KOMIBIOTEPHOM
KJIacce, MCIOJNIb3ys CIieluanbHOe ImporpaMMHoe obecrieueHue. Kaxmoil moarpymme oOydaromuxcs
MpernojaBaTellb BBIJACT 3a/JaHue. B KOHIle 3aHATHS OO0yd4aromue JASMOHCTPHUPYIOT IOJTYYCHHBIE
pe3yabTaThI MPENoAaBaTeN0 U IPH HEOOXOIUMOCTH ACNIA0T paboTy HaJl OIINOKaMH.

CaMmocrtosiTenbHasi paboTa OKa3pIBa€T BaXXHOE BIUSHUE HA (DOpPMHpPOBAHHE ITUYHOCTH
OyIylIero CreruaniucTa, OHa IIaHUPYETCsT 00yJaromuMes caMocTosTenbHO. Kaxkapiit oOyJaronuiics
CaMOCTOSITENIFHO ONpEIeIseT PeXXUM CBOEH paboThl U Mepy TpyZa, 3aTpauyuBacMOro Ha OBJaJIeHUE
yu4eOHBIM cojepxKaHueM AUCUUILTUHBL. OH BBINOJHSAET BHEAYIUTOPHYIO paboOTy M H3yueHUe
pa3aenoB, BBIHOCHMBIX Ha CaMOCTOSITENBbHYIO paboTy, MO JIMYHOMY HHAWBHIYaJILHOMY IUIaHY, B
3aBHCHUMOCTH OT €T0 MOJATrOTOBKH, BPEMEHU U IPYTUX YCIOBHUH.

@opMa 3aKJIIOUUTEIIBHOIO KOHTPOJS IIPH IIPOMEXKYTOYHOM arrecrauuu — 3ader. [l
IIPOBEJICHUS MPOMEKYTOYHON aTTeCTallMU MO AUCHUIUIMHE pa3paboTaHbl (POH] OLEHOYHBIX CPEICTB
U OaJUIbHO-PEHTHHTOBAs CHCTEMa OLIEHKM Y4YeOHOW JesTeabHOCTH CTyAeHToB. OleHKa 110
JTUCIUIIMHE BBICTABISETCS B MH(OPMALIMOHHOW CHUCTEME€ M HOCHUT HMHTETPUPOBAHHBIN XapakTep,
YUUTHIBAIOMIMKA Pe3yIbTaThl OICHUBAHMS yYacCTHs CTYJCHTOB B ayJUTOPHBIX 3aHATHSIX, KAuecTBa U
CBOEBPEMEHHOCTH BBIIIOJIHEHUS 3a/laHUi B XOJI€ HW3YYEHMs] AUCHUUIUIMHBI W MPOMEKYTOUHOMN
aTTEeCTallUU.



[Iporpamma cocraBieHa B cooTrBeTcTBUU ¢ TpeboBanusmMu OI'OC BO mo HampaBieHHIO
38.03.01 Dxonomuka v TPODUITIO MOATOTOBKH PUHAHCHL U DIKOHOMUKA
Pabouyto nporpamMmy coctaBui cm. npenodasamensv Konecnuxosa V.B.

[Iporpamma paccmotpena u ogo0peHa Ha 3aceganuu kadeapst ITuMK

npoTokoa Ne 22 ot 16 mas 2023 rona.
3asenytrommii kapeapoit dTuMK T'ycaposa M.E.
(IToxmuce)

PabGouast mporpamMma paccMoTpeHa u 0J00peHa Ha 3acefaHUu y4eOHO-METOIUYECKOM
KOMHCCUU (paKyIbTeTa

npotokoi Ne 8 ot 22.05.2023 rona.
[Ipencenarens komuccuu OOM Tepenmvesa U.B.
(IToxmuce) (®.1N.0.)




Ipunoscenue
DoH/I OLIEHOYHBIX MAaTEPHUAJIOB (CPeACTB) MO AUCHUIIHHE
JIOKyMEHTAIlHOHHOE 00eCTIeYeHNE YITPABICHHS

1. OueHo4HbIEe MaTEePHAJIBI AJIS1 POBEICHUS TEKYLIEro KOHTPOJIA yCIeBaeMOCTH

mo IMCIMIIJIMHE

Tectsr:

1. BeiOepuTe npaBUIIBHBIN OTBET:

a) TpeboBanuss K O(GOPMIICHHIO OPraHU3ALUOHHO-PACIIOPSAAUTEIBHBIX JIOKYMEHTOB
ycranaBiuBaer ['OCT P 7.0.97 — 2016

6) B npunoxenuu k 'OCT P 7.0.97 — 2016 nansr 00pa3is! 0JaHKOB JOKYMEHTOB

B) B oprammzamum 10 yCMOTPEHHMIO pPYKOBOJCTBAa JOKHAa OBITh pa3paboTaHa
WHAUBUIyalIbHAS HHCTPYKIIHS 10 I€JIOMPOU3BOJICTBY

r) Opranu3anoHHO-IPABOBHIE TOKYMEHTHI, KaK MPaBUIIO, MOJIEKAT YTBEPKICHUIO

1) B oprannzannoHHO-TIPaBOBbIE TOKYMEHTHI MOXHO BHOCUTH H3MEHEHHS

2. B cocTaB opranu3aiiMOHHO-TIPABOBBIX JOKYMEHTOB HE BXOAMT. ..
a) ycTaB OpraHu3aIuu

0) IWTaTHOE pacnucaHue

B) IIpUKa3

3. K pacniopsiiuTebHbIM IOKYyMEHTAaM OTHOCSATCS:
a) MPOTOKOJIbI

0) ycTaBbl

B) IIpUKa3bl

4. HVH)OopMarMOHHO-CIIPAaBOYHBIA  TOKYMEHT, COCTaBJSIEeMbIii HECKOJbKUMH JIMILIAMHU,
HOJATBEPKIAOIIMN YCTaHOBJIEHHBIE (DAKThI, COOBITHS UM JeHCTBUS

a) MPOTOKOJI

0) aKkT

B) JIOKJIa/IHAs 3amucKa

5. Kakue pacnopsauTenbHble JOKYMEHTH MokeT u3zaaBarh IIpesupent Poccuiickoi
denepanun?

a) yKasbl

0) pactiopspKeHHS

B) TOCTaHOBJICHUSI

6. JIoMKHOCTHAsE MHCTPYKLUS COTPYAHUKA. . .

a) TMOJJICKUT YTBEPIKICHHUIO

0) He yTBepKIaeTcs

B) YTBEPXKIAETCSI IO YCMOTPEHUIO PYKOBOIHUTEIIS

7. Kakoit HOpMaTHBHBIN TOKYMEHT OTpeeseT 00sI3aHHOCTH COTPYTHUKA?
a) lllratHoe pacnicanue

0) YcraB npeanpusTus

B) JlomKHOCTHAsI MHCTPYKIUS

8. Kakue pacnopsauTenbHble TOKYMEHTBI U3JJal0TCS HA OCHOBE €AMHOHAYanus?
a) pereHus
0) mpuKasbl

9. JIOKyMEeHT, aJpecOBaHHBIA BBILIECTOSIIEMY PYKOBOIUTENIIO C HM3JI0KEHHUEM KOHKPETHOMN
Ipo0JIeMbI MITH IIOCTAHOBKOW BONPOCA M COEPIKAILUI BBIBOJBI U IIPEIJIOKEHUS



a) cykeOHas 3amucKa
0) cBOIIKA
B) JIOKJIaJIHAs 3arucKa.

10. TunoBble TOKYMEHTBI HOCHT ... XapakTep
a) 00s3aTeNbHBIN

0) peKOMEHIaTEIbHBII

B) 03HaKOMUTEIIbHBIN

11. Kakoil JOKyMEHT HE SIBISETCS] pa3HOBUAHOCTBIO KOMTUU?
a) YEPHOBUK

0) oTIycK

B) MyOIMKaT

12. JlokyMeHT, BBIJaBa€MbIil B3aMEH YTEPSAHHOIO M MMEIOIIMNA CHJIy IOAJUHHUKA,
Ha3bIBACTCH. ..

a) Komus

0) oTIycK

B) nyOnMKar

13. JIokyMeHT, OKOHYATEeJIbHO O0(OPMIICHHBIN U OIMHCAHHBIN, HA3bIBACTCA. . .
a) MOJTMHHUK

0) oTmyck

B) nyOnuKar

14. PexBU3UT JOKYMEHTA — 3TO:
a) €ro OTACIbHBIN PJIEMEHT

0) 4acThb CIIy)KEOHOTO MIUChMa
B) pUpMEHHBIH O1aHK

15. C momoipo0 Kakoro pekBu3uTa ohopmMisieTcsi BHEIIHEE COTIacoBaHNE JOKYMEHTa?
a) BU3bI, COTJIaCOBaHUS
0) rpuca cormacoBaHus

16. B kakoMm ciydae mpaBUIBLHO OQOpMIIEH peKBU3UT «OTMETKa O HAJTUYUU MPUIOKECHUSN,
€CII B TEKCTE COIPOBOJUTEIBHOIO MMChbMA HE YIIOMHHAJIOCH O IPUI0KEHUN?

a) [Ipunoxenue: 1. CnpaBka 0 coryiacoBaHUM NpoeKTa Ha 4 1. B 1 7K3.

2. OT3BIB IO MPOEKTY Ha 2 JI. B 1 3K3.

0) IIpunoxenue: Ha 6 1. B 1 3K3.

17. Kak B TOKyMEHTE OTpa)kaeTcsl pEKBU3UT «JaTan?

a) pUMCKUMU 1upamu

0) apabckumu 1 paMu

B) apabckuMu nudpamMu 1 CIOBECHO-IIUGPOBBIM CIIOCOOOM

18. KeM nmoanuceIBaroTCsi JOKYMEHTBI, COCTABIISIEMbIE KOMUCCUEH?
a) pyKOBOJUTENIEM OpraHU3aLUU

0) mpezacenareneM

B) Ipejice/iaTeIeM U WICHAMH KOMUCCUU

T') IpeiceaTeNIeM U CeKpeTapeM

19. Ha xakoM ci1y’keOHOM MHUChbME MPOCTABIsAETCS PEKBU3UT «CChUTKA Ha PETUCTPAIMOHHBIN
HOMEp M J1aTy JOKYMEHTa»?
a) mpocrbax



0) COPOBOTUTENBHBIX
B) HH(OPMAITMOHHBIX
') OTBETax

20. B pexBusure «Anpecar» Npu aJpecOBaHUM JOKYMEHTA JOKHOCTHOMY JIMILY MHULIAAJIBI
CTaBsIT:

a) mepex (hamuinelt agpecata

0) mocie ¢pamMuIuu aapecara

21. B xakoM cirydae mpaBuIbHO 0POPMIIEH PEKBU3UT «Aapecar»?
a) Jupektopy mkossl Ne 269
Marseesoii Tamape IlerpoBHe
0) Jupextopy mxkossl Ne 269
T.I1.MatBeeBoi
B) 129128, Mockaa, yn. Poctonunckas, 7
HupekTopy mikossl Ne 269
r-xe Marseeson T.I1.

22. JlaToil mpOTOKOIIA ABIAETCS
a) Aara MOANMCAHUS IPOTOKOJIA
0) naTta 3aceaHus

B) JlaTa perucTpaluy NpoToKosa

23. B xakoM ciydae npaBuiibHO oopmiieH pekBU3UT «lloanucey» B mpoTokoe?

a) lupekrop JInynas noanuce M.B.JIapun

0) [Ipencenarens komuccuu JInuHas moAnuch A.N.ITerpor

UneHbl KOMHUCCUU JInuHas noanuce B.A.CmupHoBa
JInyHas nmoanuce, N.K.MoxkeeBa

B) [Ipencenarens JInyHas noanucky A.N.IlerpoB

Cexkperapb JInunas noanucey O.H.Hukutnna

24. Kakas 4acTh TEKCTa NMpUKa3a sSBIAETCS 0053aTeIbHON?
a) KOHCTaTUpYroLias
0) pacniopsiIuTeIbHAS

25. Kakoit peKBU3UT HE BXOJIUT B COCTaB OJIaHKa TUChMa?
a) CIIpaBOYHBIC JaHHBIE 00 OpraHU3aIIN

0) MecTO U3IaHus

B) CCBUIKA HAa HOMEP U AATy BXOZSAIIEr0 JOKYMEHTa

26. JIoJKHOCTHOM OJTaHK SIBISIETCS] PA3HOBUTHOCTHIO
a) obmiero 6yaHka

0) OiaHka muchbMa

B) OJIaHK KOHKPETHOT'O BHJIa JOKyMEHTA

27. MoXXeT Tu MUHHUCTD TMOJNUCATh JOKYMEHT, O(OPMIICHHBIH Ha JOHDKHOCTHOM OJIaHKE
3aMeCTUTENS] MUHHUCTpa?

a) MOXeET

0) HE MOXKET

B) T10 JKEJIAaHUIO

28. PexkBU3UT «CIpaBOYHBIC JaHHBIC 00 OpraHU3aIN» 0POPMIIIIOT
a) TOJIbKO Ha OJTaHKaxX MUchMa
0) Ha Bcex OaHKax



B) TOJIBKO Ha OJIaHKE KOHKPETHOTO BU/Ia JOKYMEHTA

29. Ha 6nanke cyObexToB PD peKkBU3UTHI OPOPMIISIOTCS:
a) TOJIBKO HA PYCCKOM SI3BIKE

0) TOJIBKO Ha HAITMOHAIBHOM SI3bIKE

B) Ha JIBYX S3BIKaX: PyCCKOM U HAI[HOHAJIHLHOM

30. Jlata moxymeHTa 0pOpMIISETCS:
a) 23.12.2019

0) 23.X11.2019

B) 23.12.19

31. Ilpu agpecoBaHUM JOIHKHOCTHOMY JIMILY HMHUIIAAJBI CTABST. ..
a) 1o haMuIuu

6) nocne pamuTun

B) IO YCMOTPEHHIO CeKpeTaps

32. MecTo u3nanus JOKyMeHTa 0(popMIISIETCS TakK
a) r. Mypom

0) Mypom

B) rop. Mypom

33. Ciyxke0Hoe MUCHbMO MOXKET COoJiepKaTh He Oojiee
a) YeTHIPEX aJpecaToB

0) IByX aapecaToB

B) TPEX aapecaToB

34. 3aroyioBOK K TEKCTY COCTABIISIETCS K JJOKYMEHTaM, O(pOPMIICHHBIM. . .
a) Ha opmate A4

0) Ha popmate AS

B) Ha moOoM opmare

35. Tekct nokymenra Ha popmate A4 0pOpPMIISIOT..
a) yepe3 ONH MHTEPBaI

0) depes mosiropa UHTEpBAJIA

B) yepe3 JBa MHTEpBaIA

36. Pesomonuro opopmiiser...
a) pyKOBOJUTEIb

0) cekperapb

B) UCIIOJIHUTEID

37. B peKBHU3UTE «IIOJIMUCHY UHULIUAIIBI CTABST. . .
a) 1o haMuIuu

0) nocne pamunuu

B) HE UMEET 3HAUYCHHUS

38. OTmeTKa 0 MOCTYIIICHUH 0OPMIISCTCS. ..
a) Ha TIOCTYMAIOIINX JOKYMEHTaX

0) Ha OTIPABIISIEMBIX JOKyMEHTaX

B) Ha BCEX JOKYMEHTaxX

39. Pe3ynbTaT paccMOTpEHHSI JOKYMEHTa PYKOBOJAUTEIEM OPOPMIISETCS. . .
a) rpuoM yTBEPKICHUS



0) pe3omonueit
B) TpudOoM COTIIacCOBaHMS

40. PactiopsiiuTeNbHBINA TOKYMEHT, KOTOPBIM U3/1a€TCsl HA OCHOBE €IMHOHAYAIIUS
a) peleHue

0) nmpukas

B) NOCTaHOBJICHUE

41.  PacnopsauTenbHbIi JOKYMEHT, KOTOPBIM M31aeTCi Ha OCHOBE KOJUIETHAIBHOIO
PYKOBOJCTBA

a) MpHUKa3

0) pemieHne

B) pacnopsKeHUE

42. U3 CKOJABKHUX COCTAaBHBIX YacTe, Kak MpPaBHIIO, COCTOUT TEKCT PacHOpsSIUTEIbLHOTO
JIOKYMEHTa

a) U3 ABYyX

0) U3 oTHOM

B) U3 TPEX

43. ®amMuauio U JO0HKHOCTh MCIIOJHUTENS B PacHoOpsAIMTEIbHON YacTh TEKCTa MpHUKasza 1o
OCHOBHOM JIEATEIILHOCTH YKa3bIBAIOT

a) B MUMEHUTEIBHOM MaJIeke

0) B pOIUTEIILHOM TaJIeKe

B) B JIaTE€JIbHOM TIaJIeXkKe

44. B cocTaB peKBHU3UTOB MPUKa3a IO OCHOBHOM JEATEILHOCTH HE BXOAUT PEKBU3HUT
a) rpud yTBEPKICHUS

0) 3aroJIOBOK K TEKCTY

B) HOMED IOKYMEHTa

45. Tlpuka3 1o OCHOBHOM J€ATEIbHOCTH MOAMUCHIBAET
a) pyKOBOJUTEIb

0) cekperapb

B) UCIIOJIHUTEIb

46. IlocTanoBieHUE NOAITUCEIBAECT

a) pYKOBOAUTEIb

0) cexpeTapb

B) PYKOBOJIUTENb M CEKpETaph KOJUIETHAILHOTO OpraHa

47. Ilpuka3 mo OCHOBHOM AESITEIBHOCTH O)OPMIISIFOT
a) Ha OIlaHKe MUCchMa

0) Ha O1aHKe KOHKPETHOTO BHJIa JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKE

48. CnoBO «IpUKa3bIBalO» B TEKCTE IMpHKa3a MO0 OCHOBHOW NEATENBHOCTH O(GOPMISIOT B
CJIEAYIOIIEM HalMCaHUU

a) [IPUKA3BAIO

0) mpuKa3bIBaIo

B) IIpukaspiBaro

49. PacniopsAMTenpHas 4acTh B PACIOPSYKEHUU HAUMHAETCS CIIOBOM

a) [IPEJIJTIAT'AIO



6) PELLIAET
8) [IOCTAHOBJISIET

50. Cy>keOHBIN aKT COCTABISET U MOANMKUCHIBACT
a) pyKOBOJUTEIb

0) UCTIOTHUTEID

B) KOMHCCHS

51. OcHoBaHueEM /ISl U3AHUS KAKOTO PACTIOPSIUTEILHOTO JOKYMEHTA MOXKET OBITh aKT
a) [Ipukas

0) Pemenue

B) [locTanoBnenune

52. JlaToit akTa SIBJIIETCS

a) [lata yrBepxaeHus

0) [aTa akTupyemMoro coOBbITHS
B) /lara nmoanucanus

53. B cocTaB peKBU3UTOB aKTa BXOAUT PEKBU3UT
a) ['pud cornmacoBanus

6) I'pud yrBepxaeHus

B) OT™MeTKa 00 UCIIOTHUTEIIS

54. B cocTaB peKBU3UTOB aKTa HE BXOJIUT
a) ['pud yrBepxnenus

0) ['pud cornacoBanus

B) 3arojI0OBOK K TEKCTY JOKYMEHTa

55. CkonbKO yacTel COEPIKUT TEKCT aKTa
a) OJHY

0) nBe

B) TpH

56. 3aroIoBOK K TEKCTY akTa (popMynupyercs
a) B MUMEHUTEIBHOM MaJIeke

0) B pOIUTEIILHOM TIaJIeKe

B) B IIPEUIOKHOM IaJEKe

57. Crnemyer nM yKasbIBaTh JOJDKHOCTH WJIECHOB KOMHCCHU TpU O(GOPMIICHHH DPEKBH3UTA
«TIOJITUCH

a) Jla

0) Her

B) Ilo xenanuto cekperapst

58. B cKOJIBKHX 3K3eMILIsIpax 0(OpMIIIETCS aKT
a) B Tpex

6) B ueTsIpex

B) B ckonbkux HEOOX0IMMO

59. Kakast 4aCTh T€KCTa aKTa MOXET OTCYTCTBOBAaTh
a) BBoiHas gacth

0) Koncrarupyromias

B) 3aKJIIOYUTEIbHAS



60. JlaToii mpoTOKOJIa ABISAETCS
a) J1aTa 3acenaHus

0) nata oopmiieHUS

B) JlaTa MOJIITUCAHUS

61. 13 CKOJIBKKX YacTel COCTOUT TEKCT MPOTOKOJIA
a) OJTHOMU

0) aByx
B) Tpex

62. Bonpochl MOBECTKH JHS B IPOTOKOJIE (POPMYTUPYIOTCS
a) B MMEHUTEJIBHOM MaJIexke

0) B IPEIIOKHOM TaJIeKe

B) B BUHUTEJIBHOM MaJIeXKe

63. [IpoTokoJ MOANUCHIBAET

a) pyKOBOJUTEIb

0) cekperapb

B) IIpeICeIaTeNb U CeKpeTaph KOJUIETHAIIBHOTO OpraHa

64. Kakas gacTb B cXxeMe IIOCTPOEHHUSI OCHOBHOW 4acTH IIPOTOKOJIA MOYKET OTCYTCTBOBATh
a) CJIYIIAJIA

6) BBICTYIINJIN

B) [IOCTAHOBUJIN

65. IIpotokon opopmistoT
a) B OJTHOM 3K3EMIUISIpE
0) B IBYX 3K3eMILISIpax
B) B TPEX 3K3EMIUIIPAx

66. JlaToii BEINUCKHU U3 IPOTOKOJIA SIBIISIETCA

a) nara opopMIICHHUS MPOTOKOJIA

0) narta, ykazaHHast B OTMETKE O 3aBEPEHUU KOIUU
B) JlaTa MOANMCAHUS IPOTOKOJIA

67. Beimucky U3 MpoTOKOJIa MOANUCHIBAET
a) pyKOBOJUTEIb

0) 3aBeqyIONIMI KaHIIETsIpUueH

B) CEKpeTaph, 0hOPMUBIIUN BHITTUCKY

68. BHYyTpeHHI0I0 JOKJIaJHYIO 3alMCKY [TOANHUCHIBAET
a) COCTaBHUTEIb

0) pyKOBOAUTEINb MOJIPA3ICICHUS

B) CEKpeTaph

69. B ckonbkuX dK3eMInIsIpax ohopMIISIETCS] BHEITHSS JOKJIaIHAs 3alicKa
a) B OJTHOM

0) B IByX

B) B TpeX

70. PexBU3UTHI OOBSICHUTEIHHOM 3aIMMCKH 110 TIOBOY OOBSCHEHUS TIOCTYIKA aHAJIOTUIHBI
a) BHYTPEHHEH JTOKJIATHOU 3aITUCKH

0) BHyTpeHHEH CIpaBKU

B) CIIy)K€OHOMY NMHCHMY



71. TekcT MOKIaIHOM 3aMCKH, KaK MPABUJI COCTOUT
a) U3 OJTHOM YacTH
0) U3 IBYX YacTeu
B) U3 TPEX YacTeil

72. B cocTaB peKBU3UTOB BHEIIHEN JOKIAAHON 3aMCKUA HE BXOJUT
a) 3arOJIOBOK K TEKCTY

0) reyathb

B) MTOAMKCH

73. TekcT caykeOHOTO TUChMa COCTABJISIETCS OT
a) 1-ro nuIa MHOKECTBEHHOTO YKCIIa

0) 2-T0 JIMIIa €MMHCTBEHHOTO YKCIa

B) 3-TO JMIIa MHOKECTBEHHOTO YHCIa

74. PeKBU3UT «cChUIKA HA HOMEP U JaTy BXOJSIIETO JOKYMEHTa» 0(POpMIISETCS
a) BO BCEX MHUChMax

0) B OTBETHBIX NMHUCHMaX

B) B MHUIIMATUBHBIX MHChMaxX

75. Teker caykeOHOTO THChMa MOXHO 0hopmMuTh Ha hopmate AS, ecinu
a) HeT Oianka ¢popmara A4

0) TeKCT MUChMa HE TIPEBBIMIACT 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKA3aHHS PyKOBOIUTEIS

76. CxonbKo 0J1aHKOB MOTpedyeTcs, ecu caykeOHOe MUChbMO HaIlpaBIsieTcs B JBa ajpecara
a) OJIMH

0) nBa

B) TpH

77. MakcuMallbHBIA 00beM CITYy’KeOHOTO MTHChMa
a) OJTHA CTpaHMIIA
0) IBE CTPaHUIIBI
B) TPU CTPaHULIBI

78. IleuaThio y1oCTOBEPSAETCS
a) MIChbMO-HAIIOMUHAHUE

0) MHCbMO-TIpUTIIAIIICHNE

B) TApaHTUIHOE MTHCHMO

79. OTMeTKa O MOCTYIJIEHUH JOKYMEHTA B OpPraHU3alUI0 TPOCTABIIACTCS
a) Ha BCEX JIOKYMEHTax

0) TOJIPKO Ha MPUCHIIIAEMBIX

B) IO YCMOTPEHUIO CEKpeTapst

80. B nucbMe oTMETKa O OCTYIUIEHUHU JOKYMEHTA IIPOCTABIIAETCS
a) B MPAaBOM HIKHEM YTITy IIEPBOTO JINCTA JIOKYMEHTA

0) B JIEBOM HID)KHEM YTITy MOCJIEIHETO JIUCTA JOKYMEHTA

B) Ha JIIOOOM CBOOOJHOM MECTE

81. JlenoBoe mucbMoO, UCIOJIB3YEMOE ISl OTIPABKU JOKYMEHTOB, HA3bIBACTCS:
a) MUCbMO-TIOTBEPKACHUE
0) nHpOPMaITMOHHOE TTUCHMO



B) CONIPOBOAUTCIIBHOC TMCbMO

82. B kakux ciyyasx MCIOJIb3yeTCsl MUCbMO-HAallOMUHAHKE?

a) KorJia He0O0X0AMMO COOOITUTh O KAKOM-THO0 (DaKTe Wi COOBITHH

0) Korza HeoOXOUMO MOATBEPAUTD MOJyUYEHHE JOKYMEHTOB UM MaTepPHAIIOB

B) KOTJ]a OpraHu3aIusA-apTHEP HE BBITTOIHAIET B3sThIC Ha ce0s1 00s13aTEIhCTBA WU TTPUHSATHIC
JIOTOBOPEHHOCTH

83. JIoKyMEeHTBbI, IOCTYIIMBIINE HE I10 aJIpeECy, CAEAYET
a) BEpHYTh Ha MOYTY

0) YHUUTOXUTh

B) IIepeIaTh C Kypbepom

84. KoHBepThI NOCTYNUBIINUX JOKYMEHTOB
a) YHUUYTOXKAIOT

0) OCTaBISIOT

B) B 3aBUCHMOCTH OT CUTYallUU

85. @aKT MoCTYIICHHUS JOKYMEHTa B OPraHU3aIHI0 0(OPMIIIOT PEKBU3UTOM
a) OTMETKa O KOHTPOJIe

0) OTMETKa O MOCTYIIEHUH JOKYMEHTa

B) OTMETKA 00 UCTIOJTHUTEIE

86. O0s13aTeTbHON perucTpaIuy Mo ajiexKaT
a) PKcHIpecc-uHpopMaIHs

0) pexkJIaMHbIE TUChMa

B) 3asIBJICHUS TpaxaaH

87. Llenpro perucTpanuu sBISETCS
a) obecnieyeHre ydeTa U KOHTPOJIS
0) OBICTPBII MMOUCK TOKYMEHTOB
B) BCE€ BBINICTIEPEUYHUCICHHOE

88. Ilponieypa perucTpannu BKIOYAET B CeOs
a) OJIUH dTan
0) nBa sTamna
B) TpU dTana

89. He noxnexxut peructpanuu

a) IPUKa3 10 OCHOBHOM JIEATEIIHOCTH

0) xanoba rpaxIaHuHa

B) IMMCHMO MH(OPMAIIHOHHOTO XapaKTepa, MPHUCIAHHOE ISl CBEICHUS

90. O6s13aTeTbHON PETUCTPAITAN TTOJICIKUT

a) TOKYMEHT, KOTOPBIN IO CBOEMY COJICPIKaHUIO TPEOYET PEIICHUs WU OTBETa
0) mporpamma CoBEIIaHUs

B) IJIAHOBO-(DMHAHCOBAs JIOKYMEHTAIIHS

91. unuBuyanbHble CPOKH UCIIOJIHEHUS YCTAaHABINBACT
a) UCTIOJTHUTEIh

0) pyKOBOAMTENb

B) CEKpeTaph

92. Cpok MUCTIOJHEHUS! JOKYMEHTA HCUHUCIISIETCSA



a) C MOMEHTA IOCTYIUIEHUs] JOKyMEHTa B OpraHU3al1Io
0) ¢ MOMEHTa MOJIYYCHHS JOKYMEHTA UCTIOJTHUTEIIEM
B) C J1aThl IOCTYIUBUIETO TOKYMEHTA

93. Cpok HUCIIOJIHEHUS JOKYMEHTA MOXKET ITPOUIUTH
a) TOT, KTO €r0 yCTaHOBUJI

0) MCTIOJIHUTENb TOKyMEHTa

B) PYKOBOJIUTEITH

94. JIoKyMEHT CUMTAETCS UCITOJTHEHHBIM

a) KOT/Ia €CTh YKa3aHUE PyKOBOIUTEIS

0) Korja mpocTaBiieHa OTMETKa 00 UCTIOTHEHUHN
B) TIOCJIE PETUCTPALIU TOKYMEHTa

95. Ha xakue JOKYMEHTOIOTOKH JEIUTCS TOKYMEHTALIUS:

a) MUChMa, pacropsHKEHUs, I0TOBOpa

0) noroBopa, JOKYMEHTHI OPTaHOB BIIACTH

B) BXOJSIINE, UCXOSIINE, BHYyTPEHHUE TOKYMEHTHI

r) oOpaiieHus rpaxaan (’kamoObl, MPEATOKEHUS U 3asSBICHUS )

96. Kakue hopMbl perucTpanuu JOKyMEHTOB CYIIECTBYIOT?

a) )KypHaJbHas, KapTOUHasl U aBTOMaTU3UPOBaHHAs

0) LIeHTpaTn30BaHHAas, IEICHTPATN30BaHHAs, CMEIIIAHHAS

B) Y4€T JIOKyMEHTOB, KOHTPOJIb 32 UX UCIIOJHEHHUEM, CIIPABOYHAs paboTa 110 JOKyMEHTaM
r) anbOOMHas1, KHMKHAS

97. JIoKyMEHTONIOTOK UCXOSIINX JOKYMEHTOB COCTABIISIOT:

a) OTBETHBIC Y MHUIMATUBHBIE TUCbMA

0) muchbMa, aKThl, MPUKA3HI

B) MIOCTAHOBJICHUS, PELLICHUSI, PACTIOPSKEHUS, IPUKa3bl, TMCbMa U T.I1.

I) JOKYMEHTHl IOJBEJIOMCTBEHHBIX OpraHU3aIMi, MPHUCHUIAIONIMX MNEPBUYHYIO OTYETHO-
YUYETHYIO JOKYMEHTAIMIO U PA3JINYHOTO POJIa 3alpOCH

98. O6BeM TOKYMEHTO000pOTa — ITO:

a) 9TO MaKCHMAaJbHO palMOHAIBFHOE COKpallleHHE KOJIMYEeCTBA Yero-aiubo myrem
CTaHAapTU3AIMH K eTUHOH hopme

0) MaTepuaJbHBIH OO0BEKT, conepXKamui uHPoOpMaANMIO B 3a(QHUKCHPOBAHHOM BHJIE U
CIIeUaIbHO NPEJHA3HAYCHHBIH IS €€ TIepejadl BO BpEMEHH U IPOCTPAHCTBE

B) YCTAHOBJIGHHME KOJHMYECTBA M COCTaBa ApPXUBHBIX JOKYMEHTOB B €IUHHIIAX YydeTa M
(uKcanus NPUHAMICKHOCTH KaXI0W €ANHUIBI yUeTa K ONpeNelIeHHOMY KOMIUIEKCY U o0ImeMy ux
KOJINYECTBY B YUETHBIX JJOKYMEHTaX

I') KOJIMYECTBO JIOKYMEHTOB, IOCTYNHBIIMX B OPTaHM3AalMIO U CO3JaHHBIX €I0 B TCUCHHE
OTIpeNIeIEHHOTO MIEPHO0/ia BpPEMEHH, KaK MPaBUIIO, T0J1a

99. KTo MOXEeT OCyIIeCTBIATh IEPBOHAYAIBHBIHN MTpHeM U 00paboTKy JOKYMEHTOB:

a) Cekperapb

6) dupexrop

B) HaYaJIbHUK OTJEJa KaJIpoB

r) CneunanbHoe nojapasaenenue ciyxosl 1OV, paborHuk cmyx6s1 JOY umu cexperapb
PYKOBOAUTEIS

100. Yuer 1oKyMeHTOB — 3TO:



a) BaXKHEUINH 3Tan pabOThI C TOKYMEHTAMHU H OMPEEsIeTCsS KaK 3aUCh YIETHBIX JaHHBIX O
JIOKYMEHTE TI0 YCTAaHOBJICHHOW QopMme, duxcupyromas (pakT ero co3naHus, OTIPABICHHUS WIH
MOJTy4eHUS

0) ABWKEHHE NOKYMEHTOB B OpTaHU3alli C MOMEHTAa WX IOJYYEHHS WU CO3JaHHS J0
3aBepIICHUS UCIIOTHEHUS, OTIIPABKH apecaTy WU ClIadu Ha XpaHEHUE

B) YCTaHOBJICHWE W TPHMEHEHHE TMPAaBHJ C LENbI0 YIIOPSIIOYCHHS JESTCIHHOCTH B
OTIpeNieIeHHONW 00JIacTH Ha TMOJNB3y M MPHU yYacCTUH BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YaCTHOCTH,
JUTSL JIOCTHIKEHHSI BCEOOIIEH ONTHMAaIbHON SKOHOMHH TIPU COOJTIOJICHUN (YHKIIMOHAIBHBIX YCIOBUI
U TpeOOBaHUN TEXHUKHU 0€3011acCHOCTH

I') yCTaHOBJCHHE KOJIMYECTBA M COCTAaBAa ApXHMBHBIX JOKYMECHTOB B CIUHHIAX ydYeTa M
(buKcanys NPUHAICKHOCTH KaXKJIOW €AMHHUIBI yUeTa K ONpPe/IeICHHOMY KOMILUIEKCY U 00IeMy ux
KOJINYECTBY B YUETHBIX JJOKYMEHTaX

101. B unaekc 1OKyMeHTa HE BXOJIUT

a) koa no OKVY /I

0) HOMep J1eJ1a IO HOMEHKJIAType

B) HOMEP CTPYKTYPHOIO MOJpa3ieieHus

102. XKano6a unu 3asiBieHHE, TOCTYIUBIINE B a/IpeCc OPraHu3aluu, UMEIOT UHIICKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

103. [Ipuka3 mo OCHOBHOM AESATEIbHOCTA UMEET UHIEKC
a) 34 nn/c

0) Ne 34

B) Ne 34-x

104. Ilepen cnauelt JOKYMEHTOB Ha apXUBHOE XpPaHEHUE CIEYET ...
a) CrpyNIupoBaTh U MOJIINUTH JOKYMEHTHI B MANKU

0) opopMUTH U ONUCaTh JIea

B) COCTaBUTH OMUCH JJOKYMEHTOB U MEPEIIECTH X

I') CHCTEMaTU3HPOBATh U YTOYHUTH JOKYMEHTHI

1) CKOTTUPOBATh 0COO0 Ba)KHBIE TOKYMEHTHI

105. Yare Bcero 10KyMEHTBI TPYIIUPYIOTCS:
a) 3a OJIMH KaJICHJIapHBIN 1o

0) 3a 1Ba KaJICHIapHBIX ro/1a

B) 3a TPH KaJICHJApHBIX Toja

T') 3a MATh KaJICHIAPHBIX JIET

1) 3a JECATh KaJIECHJApHbIX JIET

106. deno ¢popmupyercs ...

a) B mpeJenax KaJeHIapHoTOo To/1a (3a UCKIIOUYCHUEM MEePEXO0IAIINX JIeIT)
0) 10 TOCTHKEHUS MaKCUMaJIbHOTO 00beMa B JIUCTaX, T. €. 10 250 1.

B) TI0 YCMOTPEHHIO OPraHU3aliu

T') 10 OKOHYAHUS PEIISHUS BOMPOCa, HE3aBUCUMO OT KaJICHIAPHBIX CPOKOB
1) HET TPaBHIILHOTO OTBETA

107. CBogHass HOMEHKJIaTypa Jei GUuPMbI BBOJAUTCS B ICHUCTBUE:
a) ¢ 1 ssHBaps ciaeAyoIIero KajJeHaapHoro roaa

0) ¢ nexadps TEKYIIEro roja

B) Ka)/IbI€ MOJT0/1a TEKYIIETO Mepruoaa

T') 10 Mepe HATOOHOCTH



108. Beiraua gen u3 apxuBa 1l paOOTHUKOB JIPYTUX OpraHU3auidi 0hopMIIsieTcs ...
a) aKTOM O BbIJaue JIe] BO BPEMEHHOE M0JIb30BAHUE B JIPYTUe OpraHu3aIiuu

0) 3aKka30M Ha BbIIaUYy JI€J1 BO BPEMEHHOE MOJIb30BaHUE B IPYTrUe OpraHu3aluu

B) 3as4BJICHUCM Ha BbIAa4dy JC€JI BO BPCMCHHOC ITOJIB30BAHUC B APYIrUC OpraHu3aluu
T') HEeT MPaBUILHOTO OTBETA

109. Homenknarypa aen — 370 ...

a) mepeueHb 3aroJIOBKOB JIeT M CPOKOB UX XPaHCHHUS
0) CITMCOK BCEX J1eJ1, MMEIONTUXCS Ha MPEINPUATHN
B) MIEpEYUECHb JIeJ JJIs Iepeayul B apXUB

T') CIIUCOK 0CO00 BaKHBIX IOKYMEHTOB

110. DAeKTpOHHBINA TOKYMEHTOOOOPOT — 3TO:

a) MarepuaJbHBI OOBEKT, coiepkaumii MHPOpManuioo B 3a(QUKCUPOBAaHHOM BHIE U
CIIeUaIbHO NTPEJHA3HAYECHHBIH IS ee IIepejadl BO BpEMEHH U IPOCTPAHCTBE

0) ABIWKEHHE NOKYMEHTOB B OpraHU3allMM C MOMEHTAa WX IOJYYEHHsS WU CO3JaHUs [0
3aBEPIICHNS NCTIOIHEHNS, OTIIPABKH a/IpecaTy WM C1a4l Ha XpaHEHHE

B) QJIGKTPOHHBIA JTOKYMEHT - 3TO JOKYMEHT, B KOTOpPOM HHQOpMalus IpeJIcTaBlicHa B
3JIEKTPOHHO-TIU(PPOBOI hopme

') OTpacib JAEATEIbHOCTH, OXBAThIBAIOIIAsl BOIPOCHI XPAaHEHHS U UCIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB

111. Peructpaius 31€KTPOHHBIX JOKYMEHTOB — 3TO:

a) YCTAHOBJICHME KOJIMYECTBA M COCTaBa ApXMBHBIX JOKYMEHTOB B €IUHMIIAX YydeTa W
(uKcanus NPUHAMICKHOCTH KaXI0W €INHUIBI y9eTa K ONpeNeIeHHOMY KOMIUIEKCY M 0o0ImeMy ux
KOJINYECTBY B YUETHBIX JJOKYMEHTaX

0) BakHEeWIMi >Tan pabOTHI ¢ JOKYMEHTAMH U OTIPEENIAeTCS KaK 3alHCh YYETHBIX JaHHBIX O
JOKYMEHTE II0 YCTaHOBJIEHHOW ¢opme, ¢ukcupyromas (GakT ero co3JaHus, OTHPABICHUS WU
HOTY4CHHS

B) O9TO MAaKCHUMaJbHO pAlMOHAIbHOE COKpAIlEHHE KOJIMYECTBA YEro-nbo IyTeMm
CTaHAapTU3AIMH K eTMHOH hopme

I') OpraHu3anusi JOKYMEHTOOOOpOTa, XpaHEHHUS U WCIOJIb30BAHUS JIOKYMEHTOB B TEKYIIEH
JeATEIIFHOCTH YIPEKICHUS

[IpakTrueckue 3aganus:
1. YcraB opraHuM3anuu — Yy4YpeIUTENbHBIH JOKYMEHT, YCTaHaBJIMBAIOIIMM
(3aKOHUYHUTE OTpE/ICTICHHUE)

2. llomnoxxeHwe — DOTO JOKYMEHT, pErIaMEHTUPYIOIIUH .(3aKoHUHTE
ONpeieTICHUE)

3. JlokyMeHTHI K1acCu(UIHUPYIOT (3aMOJIHUTE TYCThIE MECTa):

10 BUJIaM: OpTaHU3aIMOHHO-PACTIOPAIUTEIbHBIC, , TIO JINYHOMY COCTaBY;

1o (hopMe: HHIUBUAYATIbHBIE, , TpathapeTHsIe;

10 TIPOUCXOKACHUIO: CITY)KEOHBIE ;

10 MECTY MPOUCXOXKICHUS: U BHYTPEHHHUE;

10 CPOKaM XPaHCHHUS: , BPEMEHHOT'O XPaHCHHS;

IO CTETIeHU TJIaCHOCTHU: OTKPBITHIC U ;

mo cnoco0y ¢ukcanuu wuHPOPMAIUUA: PYKOTHUCHBIC, , Tpaduyeckue,
, DOTOKMHOIOKYMEHTHI;

10 BULy 0(hOpMIICHHS: OIJTMHHUKH, , , TyOJIHMKAaTHI;

110 CPOYHOCTH: Y HECPOUHBIE;

110 HAUMCHOBAHHIO:




4. Ilpuka3 - 5TO HOPMATUBHBIA JTOKYMEHT, HW3JaBAEMbIi .(3aKoHYHTE
OnpeieTICHUE)

5. VYkazaHue - pacHOpPSAOUTENbHBIA JTOKYMEHT, H31aBacMblil .(3axoHumnTE
ompeieTIieHne)
6. [IpoTOKOI - 3TO JOKYMEHT, COACPKAITUI .(3aKOHYHTE OTPECIICHHE)

7. Jlata M MecTa COCTaBJIE€HHMsA akTa JOJDKHBl COOTBETCTBOBAaTh JaTe€ M  MECTY
(OKOHYMTE MPEATIOKEHUE)

8. AKTBI, KaK IIpaBWJIO, YTBEPIKIAIOTCA yupexeHus (BCTaBbTE
MIPOITYIIICHHBIC CJIOBA).

9. Ilocne cnoB «4jaeHBl KOMHCCHN» HE CTaBUTCSA (BCTaBbTE
IPOIYILLEHHBIE CIIOBA).

10. Tekct MpPOTOKOJIa COCTOUT 3 JIBYX JacTen: BBOJHOH u
(BCTaBbTE MPOMYIIEHHBIC CIIOBA).

11. KonmnuectBo YKa3bIBaeTCsl 00s3aTEIbHO, TaK KaK OT 3TOTO 3aBUCHT
KBOPYM IIPH NMPUHSATUH PEIICHUS TOJOCOBAHUEM (BCTaBbTE MPOIYIICHHBIE CIIOBA)

12. Ha pacummmpeHHBIX 3acelaHUsIX C OOJBIIUM YHCIOM TNPUCYTCTBYIOIIMX HMX COCTaB

YKa3bIBaETCS (BcTaBBTE MPOMYIIICHHBIE CIIOBA)
13. Kaxnapiii BoOmpoc TOBECTKH JIHS apabckumu udpamu,
oopmIIsIeTCs ¢ KpacHOW CTPOKU U (OPMYyIUPYETCs B najgexe. (BCTaBbTE

MIPOITYIIICHHBIE CIIOBA)

14. Kaxnaplii NOyHKT TOBECTKH JHS CTPOUTCS 1O CXEMe: ,
, .(BcTaBbTE IPONYILLIEHHBIE CII0BA)

15. Ecniu Bonpoc He 00Cy»x)aaincs, MyHKT MOJKET OTCYTCTBOBATh.
(BCTaBbTE MPOMYIIEHHBIE CIIOBA)

16. IIporokon odopmisercs B 9K3eMIUIApe (BCTaBbTE TMPOIYIICHHBIC
CJIOBa)

17. Bemmucka w3 mpoTokona  ymocToBepsieTcss  oopmileHHeM — PEeKBU3HTA
.(BCTaBbTE MPOIYIICHHBIC CJIOBA)

18. Harou BBITTHCKH u3 MPOTOKOJIA SIBJISIETCS Jara, yKa3aHHas
.(BcTaBbTE NPONYILIEHHBIE CIIOBA)

19. [oxmagHas 3amucka — JOKYMEHT, aJlpeCOBAHHBIN o
KOHKPETHOH TeMe C U NPEeATIOKEHUAMHU 10 HEW. (BCTaBbTE NPOIMYIIEHHBIE
CJIOBA)

20. BHemH00 AOKIAJHYK 3alUCKy, aJpPECOBAHHYIO B BBIIIECTOSIIYIO OpPraHU3aLUIO
MOAMKUCHIBACT (BCTaBbTE MPOMYIIEHHBIE CIIOBA)




21. Bnytpennioro JOKJIAHYIO 3aMUCKy COCTAaBJISIET 51 MIOJAIUCHIBAET
.(BCTaBbTE MPOIYIICHHBIC CJIOBA)

22. PexBU3UTHI BHYTPEHHEH JOKJIAHON 3aMUCKU (BCTABbTE MPOMYIIICHHBIE CIOBA):
- ajgpecar (B 1aTEIbHOM Ta/IeKe)

- (B pOAUTEIIHHOM ITaJICHKE)

- HAMMEHOBAaHUE BUIa JOKYMEHTA

- TEKCT

- OTMETKa O HAJIMYMU NPUJIOKEHHUS (B cydae HEOOXO0AUMOCTH)

- l1aTta

23. PexkBHU3UTHI BHEITHEH JOKIIATHOW 3aMUCKH (BCTaBbTE MIPOMYIIIEHHBIC CIIOBA):
- HAaMMEHOBaHMe OpraHu3alliy — aBTOpa JOKYMEHTa
- HANMEHOBaHUE BUJIA JOKYMEHTA

- HHACKC
- MCCTO COCTABJICHHA JOKYMCHTa

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCETKA O HAJIMYUHU IIPUITOKCHUA

- OTMETKa 00 MCIIOJTHECHUHU U HaIlpaBJICHUU JOKYMCHTA B €10

24. PykoBoactBysick 'OCT P 7.0.97 — 2016, cocTaBbTe BapuaHTHI 0011ero 0JaHKa ¢ YTIIOBBIM
Y TIPOAOJIBHBIM PACIIOIOKEHUEM PEKBU3UTOB ISl OpraHU3aluy (MIPEANpUATHS).

25. PykoBogactBysick [OCT P 7.0.97 — 2016, coctaBpTe BapHaHThI OJ1aHKA MUChMa C YTIIOBBIM
¥ TIPOJIOJIBHBIM PACHOI0KEHHEM PEKBU3UTOB JUISI OPraHU3aluy (IPEAPUSITHS).

26. PykoBOACTBYsICb TpeOOBaHUSMU OCHOBHBIX HOPMAaTHUBHO-IIPABOBBIX JIOKYMEHTOB,
COCTaBbTE MOJIOKEHHE 00 IKOHOMUYECKOM OTHAETIE.

27. PykoBOACTBYSICh TpeOOBaHHUSMHU OCHOBHBIX HOPMAaTHBHO-TIPABOBBIX JIOKYMEHTOB,
COCTaBbTE AOJKHOCTHYIO MHCTPYKLIMIO BEAYILEr0 YKOHOMHUCTA.

28. PyKOBOACTBYsICb TpeOOBAaHUSMU OCHOBHBIX HOPMAaTHUBHO-IIPABOBBIX JIOKYMEHTOB,
COCTaBbTE IITATHOE paclucaHue.

29. CocraBbTe MpHKa3 N0 DJIEKTPOBAKYYMHOMY 3aBOAY 00 YCTaHOBJIEHUHU €IMHOTO pPEeKUMa
paboThl LIEHTPATIBHBIX CKJIaJ0B. B KOHCTartupyromed dYacTH OTMETbTE, YTO OTIYCK LEeXaM
MaTepHaJioB CO CKJIAJOB MPEANPUSATHS B TeUCHHE pabodero JHsA HapyliaeT HOPMATUBHYIO paboTy
CKJIAJCKOro ammapata. B pacnopsauTenbHOM dYacTH YKaXXUTe KOHKPETHbIE Yachl OTIIyCKa
MaTepHajioB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JOJDKHOCTHBIX JIUI] (B IUPEKIIMU U 1[eXaX ), KOTOPbIe
OTBEYAIOT 3a MEPEeBOJ CKJIAJ0B Ha Oosiee palMOHAIBHBIA pexuM paOoTbl. OCTalbHBIE PEKBU3MTHI
YKaXXHUTE CAMOCTOSITENIBHO.

30. CocraBpre mpukaz no AO «[lumor» 00 u3MeHeHun rpaduka pabOTbl B CBSI3U C
MIPOU3BOJICTBEHHON HEOOXOAMMOCTHIO. B KOHCTaTHPYIONIEH YacTH YKaKUTE OCHOBAHUE TSI M3/IaHUS
npuKasa JIOKJIa/IHasi 3alucKy HaudajdbHuKa otnena OpnoBa B.M. B pacnopsnurensHoil yacTu
MPEIOKUTE HAYaJbHUKY TEXHUYECKOTO OTJIeNIa OpraHu30BaTh paboTy B CyOOOTHHE JHU B TIEPHOI;
[JIABHOMY OyXTanTepy MOATOTOBUTH MPEAJOKEHUS IO OIUIaTe CBEPXYPOUHBIX IHEU, TIaBHOMY
WHXEHEPY OPraHU30BaTh KOHTPOJIb 3a UCIIOJIHEHUEM MPUKA3a.



31. CocraBbre pacnopsikenue mo AO «Bocxom» o mpoBeIeHHH PEMOHTHBIX paOOT B CBS3U C
aBapUUHBIM COCTOSIHUEM OTONUTENbHOM cucteMbl B 1exe Ne3. Ha3HauuTh OTBETCTBEHHOIO
HAYaJbHUKA PEMOHTHO-TEXHUYECKOW CIIy>KObI, yKa3aThb CpOK BbIMOJNIHEHUs pabor. Kontpons 3a
MPOBEJICHUEM PEMOHTHBIX PabOT BO3JIOKHUTH Ha HadanbHUKA 1iexa Ne3 AnTonosa FO.B.

32. CocraBbTe mpoTokon oOmiero coOpanus akuuoHepoB AO «lIporpecc», Ha KOTOpOM
paccmarpuBajcs BOIpoc 00 yBENTMYEHMHM YCTAaBHOTO KamuTajga oOumiectBa. B xone 3acenanus
npeJceaaTeb COBeTa JUPEKTOPOB MPEICTABUI TEXHUKO-IKOHOMHYECKOE 00OCHOBAHUE YBEITUYCHHUS
YCTaBHOTO KamuTasia oOmectBa Ha 85 mutH. pyO. BricTymaromue moajiepskaiu MpenjioKeHue 00
YBEJIMUEHUHU YCTABHOTO KamuTaja OOIIECTBA U MPEIJIOKUIH TIePEeUCHb EPUOTNUECKUX U3AaHUN ISt
nyonuKanuu “HGOPMAIMK O JOTIOTHUTEILHOM BBITYCKE akiuii oomecTBa. CoOpaHue MOCTaHOBUIIO:
YBEJIMYUTh YCTaBHBIM KamuTajd OOINECTBA; YTBEPAWTH MpencTaBieHHbIH COBETOM JHPEKTOPOB
MPOCHEKT SMHUCCUU aKIMh; BHeCTH H3MeHeHus B yctaB AO «lIporpecc» B 4HacTu yBelHYEeHUE
YCTaBHOT'O KanuTaia. PemeHus mpuHsATh €JUHOTIIACHO.

33. CocraBbTe akT peBu3uu kaccsl Ha AO «Pycckuii dpapdop» mo cocrosauro Ha 08.02.20
r. OcHoBanueMm siBisieTcs: npuka3 aupekropa AO «Pycckuii dapdop» ot 05.02.20 1. Ne21 «O
CO3JaHMM KOMHCCUHU IO TPOBEACHUIO PEBU3MM Kacchl». B pe3ynpTaTe NpOBEAEHHON pPEBU3UU
YCTaHOBJEHO: 1) OCTaTOK HaJWYHBIX JIEHEI B Kacce COIVIACHO KacCOBOW KHHUTe€ U JaHHBIM
OyXTaJTepCKOro yueTa JOJKEH COcTaBlsATh 25283 py0.; 2) pakTudeckuii OCTaTOK HATUYHBIX JICHET B
kacce cocraBmsier 21500 py6. Hemocraya HammuHbIX aeHer B kacce — 3783 py0.; 3) Hemocraua
HAJIMYHBIX JIGHET B Kacce oOpa3oBajiach 10 BHMHE Kaccupa XapuToHoBoii B.M. B akre mmeercs
MIPUIIOKEHNE — OOBSICHUTEIbHAS 3aMiCKa Kaccupa XapuToHoBou B.1.

34. CocTaBbTe aKT MPOBEPKU COXPAaHHOCTU NOKYMEHTOB B AO «Tepmuka» Ha OCHOBAHUU
IpHUKa3za TeHepalbpHOro aupektopa oT 18 aBrycta 20 1. Ne35 «O mnpoBeneHHH NPOBEPKHU
COXPaHHOCTH JOKyMEeHTOB». Kommccus mpoBena MpOBEPKY OpPraHU3alMM U YCIOBUSX XPaHEHUS
JOKYMEHTOB, B pE3yJbTaTe€ KOTOPOM YCTaHOBJIEHO CIEIYyIOIlee: JOKYMEHThl XpaHATCA B
CTPYKTYpPHBIX TOJpa3fefieHusiX, cHOpMUPOBAHHBIE B J€jla, B COOTBETCTBUU C HOMEHKIATYpPOM.
@®akTOB yTpaThl, IOPYM WM HE3aKOHHOTO YHMUTOKEHHUS TIOKYMEHTOB HE ycTaHOBJIeHO. Komuccus
PEKOMEHAYET NMPEAOCTaBUTh CHEIHAbHOE MTOMEIIEHUE AJIsl apXUBa, 000pYyI0BaB €ro CTEUIaKaMu.

35. CocrtaBbTe aKT YCTAaHOBJICHHUS (AKTHUYECKOW MPOU3ZBOIUTEILHOCTH TEXHOJIOTHYECKOMN
auHUE. B cocTaBe KOMHUCCHHM YKaXXHTE PYKOBOIUTENS JIA0OpATOPUH, CTapliero 1abopaTopuw,
npejceaarenab — IIaBHBIA TEXHOJIOT, MPUCYTCTBOBAN  IJIaBHBIA MHXeHep. B Tekcre akrta oTpasute
cBelleHUsI O ToM, 4To B mepuof ¢ 10 oxTsa0ps mo 12 okTsaOps Komuccusi mpoBesia paboTy Mo
YCTAaHOBJICHHUIO (PAKTUUECKONW MPOU3BOAUTEIHLHOCTH TEXHOJOTHYECKOW JIMHUU IO HU3TOTOBIECHUIO
acOecTOIeMEeHTHBIX JTUCTOB Ha 3aBoje Nel. JIuHus nmpuHsaTa B 3KCIuTyaTanuio B nekadpe 2013 r. co
CpeIHEeH MPOU3BOIUTEIHHOCTHIO 88 MMCTOB/9ac. 3a mpolieAlIee BpeMs MPOU3BOAUTEIbHOCT JIMHUN
3HAUYMUTENIbHO Bo3pocia. JlJis yTOYHEHHS MPOU3BOJUTEIBHOCTH JIMHHUM W KadecTBa HPOIYKLHUU
KOMHUCCHSI paccMOTpesia MaTepuaibl: CBEJeHHS O paldoTe JMHUU 3a BeChb NEepuoi; (U3UKO-
MEXaHWYeCKHMe TMoKa3arenu. B pesymbrare pabOThl KOMECCHS ~ OINPEACTWIa  YacOBYIO
MPOU3BOAUTENBHOCTD JIMHUH 400 JTUCTOB, YTO COOTBETCTBYET roA0BOM MouHOCTA 300 MIIH. JINCTOB B
rox

36. CocraBbTe aKT crnucaHus umyuiecTBa. OCHOBaHUE — INPUKa3 I€HEPAJIbHOTO TUPEKTOpa
000 «Tpukorax» ot 19.06.20  Ne 29 «O mpoBeaeHUM WHBEHTapU3allMd MMYIIECTBa». B akre
cienyeT OTpa3uTh cieayromnue aanHeie: B nepuona ¢ 20.06.20 mo 17.07.20  xomuccus mposesna
paboTy MO yCTAaHOBJIEHUIO HETPUTOIHOIO K JalbHEHIlIeMy HCIOJIb30BaHUIO UMyniecTBa. KoMuccus
YCTQHOBMJIA, YTO MMYILIECTBO COIJIACHO NPHIIAraéMOMY K aKTy MEPEYHIO MOJUICKHUT CIUCAHUIO B
CBSI3M C HEMIPUTOTHOCTBIO JIJISl UCTIOIb30BaAHUSI.



37. CocTaBbTe JOKJIAJHYIO 3alIMCKY HadaJlbHUKA 0TAeNa pekiamy aupektopy OOO «AmnbsHe»
0 JIOTIOTHUTENbHOM (MHaHCHpOBaHWU 3aka3a Ne 174/15 B ¢Bsi3u ¢ pOCTOM 1IeH Ha ToJUrpadudecKue
YCIYT'H BO BTOPOM KBapTaye TeKyuiero roga. M usMeHeHueM cMeThI 3aTpart.

38. CocraBbTe [NOKJIAIHYIO 3alMCKy HMHXXEHepa MO TEXHUKE OE30MacCHOCTH TJIaBHOMY
umwkenepy CMY Ne 23 o coOmrofieHUN TEXHUKW O€30MacHOCTH. B OKIamHON 3amucKe YKaKuTe Ha
TO, YTO OTJET TEXHUKH O€30MacCHOCTH HEOJHOKPATHO HH(POPMHUPOBAT TIABHOTO HHXKEHEpa O
HECOOIIOICHUH TEXHUKU 0€30MacHOCTH Ha CTPOUTENBHOM IUIONIAJIKE, HO 0 HACTOSALIEr0 BPEMEHU
OTCYTCTBYIOT OTPXJCHHUS B MECTaX MPOBEICHUS CTPOUTEIBHBIX PabOT, HE Orpa)KIal0TCs MecTa
CBapouYHbIX paboT. [Ipu mpomegeHUM pabOT B MEXaHOCOOPOUHOM I€Xe BEACTCS OCTOHMPOBAHUE
KOJIOHH, XOTs OrpaKJIeHHWE KOTJOBaHAa He craeiraHo. HeoOXomMMo CpOYHO MPUHSATH MEpPHI IO
0e30macHOMY BEICHHIO pabOT Ha CTPOUTEITLHOM y4YacTKe.

39. CocraBbTe OOBSICHUTEIBHYIO 3alMCKy MEHEHKepa OTAeNa NPOAaX 3aMECTUTEIIO
TEHEPAIbHOIO JMPEKTOpa IO IpoAa)kaM O 3aJ€p)KKEe 3arpy3Kd TOTOBOW MPOAYKLMU B BaroH
No234578910 u3-3a OTCYTCTBUSA TPY3UMKOB Ha CKJIaJle TOTOBOM MPOAYKIUH. B TekcTe OTMEThTE, 4TO
HAYaJbHUK CKJIa/Ja TOTOBOM NMPOIYKIMU HEOJAHOKPATHO MPEAYNPEKIAICI O TOM, UTO 3a 3aIEPKKY
BaroHOB MpeAanpusAtue miatut mrpadel. OnHAKO 3arpy3ka BaroHa Oblga OCYyIIECTBIEHa B OoJee
MO3/IHUE CPOKH, YeM IUIaHUPOBAJIOCh, B cBs3u ¢ 3TUM AO PXKJI Obur BbicTaBiieH cyeT 00 ormiaTe
mTpada (mpoctoii Barona) B cymme 5000 pyo0.

40. CocraBbTe OOBACHHUTEIBHYIO 3allMCKy HadajbHHKA OTHENa LEHHBIX Oymar TUPEKTOpy
[MTAO «1Hdo-bank» 0 HEMPEACTaBICHUH B CPOK CBOJHOTIO OTYETA B CBSI3U C MOBPEXICHHEM (hakc-
MOJIEMHOH CBSI3M U OTCYTCTBUEM OTUETHBIX JaHHBIX Brnagumupckoro ¢unnana 6aHka.

41. CocraBbTe 00BsICHUTENTBHYIO 3amucKy Kaccupa OO0 «Jlyu» nupekropy 00 ommbOodHO
npoOUTOM ueke Ha cymmy 85 pyoOuneil. Uek ObUT MPoOUT OMMOOYHO MO MPUYHUHE HEBHUMATEITHHOCTH
npu padoTe Ha KOHTPOJIHHO-KACCOBOW MallluHe.

42. PexkBU3UTHI CITy>KeOHOTO NTMChMa (BCTaBbTE MPOMYIICHHBIE CIIOBA):
- PEKBHU3UTHI OJIaHKA MTUCHMA;

- ajpecar;

- PE30JIIOIHS;

- TEKCT;
- OTMETKAa O HAJUYHH MPUIIOKCHHS;

- OTTHCK TI€4aTu;

-0TMETKA 00 HCIIOIHUTENE;

-OTMeTKa 00 UCTIOJTHEHUH TOKYMEHTAa U HalpaBJICHUH €T0 B JEJI0;

- ( TOIBKO ISl BXOJSIUX TTHCEM. )

43. Onpenenurte TUI JIEIOBOTO MUChMA!
Ha Bam 3anpoc coo01miaem, 9To Bce KOMIOHEHTHI aBTOOYCHBIX BO3IYIIHBIX KOHIUIIMOHEPOB
Y TPAHCHOPTHBIX MOPO3WIBHBIX YCTPOMCTB UMEIOT NOATBEpkAeHUE cTanaapToB [SO 9001.

44. Onpenenurte TUI JIEIOBOTO MUChMA!
[Ipocum Bac cooOmuTh, KOTJa W Ha Kakux ycCJIoBHsIX Bbl moxkere moctaButh Ham 200
KomOaitHOB Mapku B-45.

45. Onpenenurte TUI JIEIOBOTO MUChMA!
C coxajeHreM co00IaeM, 4To KaapoBasi CUTYallisl B HAIIeM YHUBEPCUTETE HE MO3BOJISET
MOJIOKUTEIHHO OTKIIMKHYTHCS Ha Ballle PeJI0kKEeHHE 0 padoTe y Hac.



46. Onpenenurte TUI JIEIOBOTO MUChMA!

HanpasisieM cocTaBlieHHBIE Ha OCHOBE COINIACOBAaHHOI'O IIPOEKTa JOroBop 00 apeHze
nomemieHul nox LleHTp conumanbHOM nmomomu cembe. [IpocuMm moamnucars, 3aBEpUTH MEYATHIO U
BBIC/TAaTh | (OJIMH) SK3EMILISIP B HAIII aJIpec.

[Tpunoxenue gorosop 06 apene Ha 8 J1. X 3 9K3.

47. PyKoBOACTBYSCH MpaBUIIaMU 0()OPMIICHUS TOKYMEHTOB, COCTaBbTE aBTOOHOTpaduIio.
48. PyKoBOJCTBYSCh MpaBUiIaMu 0(hOPMIICHUS TOKYMEHTOB, COCTaBbTE XapaKTEPUCTHKY.
49. PyKkoBOJCTBYSCh MpaBUIIaMu O(hOPMIICHUS JOKYMEHTOB, COCTaBbTE PE3IOME.

50. CocTaBbTe MUCHMO-TIOATBEPKIACHNUE 00 orutare nmpoaykuuu. OmaTa napTuu NPOIyKIHU
ObuTa pom3BeieHa (pUpMOI B €HB MOCTYIUICHHS ToBapa B MockBy. [lyiss OATBEPKACHUS OIUIATHI
OpraHM3alys BbICHUIAET KOIUIO IUIaTeXHOro nopyueHus ot 27.06.20  Ne 245.

51. CocraBbre comnpoBogutTenbHoe nucbMO oT OOO «IIpocmekT» K OTnpaBke aapec
opranuzamuu «O00 «CepBuct» IBYX 3K3EMIUISIPOB JOMOJHUTEIBHOTO COTVIAICHUS K T0roBopy No
2008-25-02 ot 25.02.20 o coTpyaHudYecTBe. B mmchMe comepiKHTCS Mpochk0a MOIMKCATh €ro,
CKpENUTh MeYaThlo U OJUH 3K3eMIULp BeicaaTh B agpec OO0 «IIpocnekr» B TeueHue 10 nueil.

52. CocraBbre nuceMo-tipeioxkenne OO0 «CTpOMKOMIUIEKT», CHEIUATA3UPYIOLIErocs Ha
KOMIUICKTAIlM OOBEKTOB CTPOUTENHCTBA U TPOMBIIUICHHBIX MPEANPHUITHHA SICKTPOTEXHUICCKIM
o0opy/noBaHHEM U KaOelbHO-NPOBOJHUKOBON mpoaykuuend. OpraHusanuss UMEET BO3MOXKHOCTb
OpraHu3oBaTh B TIOJHOM OOBEME TIIOCTaBKHM HEOOXOAMMOT0 OTEYECTBEHHOIO M HWMIIOPTHOTO
00opy/soBaHUsl U KaOelbHO-MPOBOJHUKOBOM MPOIYKIUU JJISl CTPOSIIUXCS U PEKOHCTPYHPYEMBIX
00BekTOB. OpraHuzaius MpeagaraeT BOCIOIB30BAThCS yCIyraMd IO TOCTAaBKE KAY€CTBEHHOU U
HEJIOPOroM AIEKTPOTEXHUYECKON MPOAYKIIMU, TPOU3BOAUMOMN JIYUIIUMH NpeanpustusamMu Poccuu, a
TaKKe NPOAYKIMH TakKuX cTpaH kak Wranus, Typuus, ['epmanus.

53. JIokyMeHTO00OpOT — 3TO JIOKYMEHTOB B YYPEKICHUU C
MOMECHTa HX WM TOJYYCHUSA OO0 3aBCPLICHHUA niim
OTMpaBJICHHUs (BCTaBHTE MPOITYIIICHHBIC CJIOBA)

54. Ilponomkute npemioxeHue: « OgopmieHue Aei — 3TO...»

55. OcHOBHBIMU TIpaBUJIAMH JOKYMEHTO000POTA SBIISIIOTCS:
I.
2.
3.

56. CoctaBbTe (opMynsip-oOpaszer] AOKHOCTHOW WHCTPYKIIMH, PACKPOWTE OCHOBHBIE
pazzenbl HHCTPYKIINH, pACCKaXXUTE 00 00I3aHHOCTAX PYKOBOJUTENS CITYKObI 1€TONPOU3BO/ICTBA.

57. CocraBbTe hopMyIIsip-oOpaser] CBOJHOW HOMEHKIIATYPHI JIeII.

58. CocraBbre (hopmyisip-oOpazer; HOMEHKIATYPhl el CTPYKTYPHOTO TOApPA3IACIICHHS
(Oyxranrepun).

59. CocTaBUTH JIMCT-3aBEPUTEITD JIEA.

60. CocTaBbTe OOJIOXKKY J€Ta.



61. 3amodHUTL akKT O BBIACIICHUU K YHHUYTOXCHUIO NOKYMCHTOB MW JCJI, HC IMOIJICKAIUX
XpaHEHHIO.

O0mee pacnpenenenne 0a/1710B TeKyIero KOHTPOJISI 110 BUAAM y4eOHBIX padoT 1JIsl CTYACHTOB

. TecTtupoBaHue, BBINOJIHEHNE
Pelitunr-konrpons 1 . 10
MPaKTUYECKUX 3aJaHUI
. TecTtupoBaHue, BBINOJIHEHNE
PeiTuHr-KOHTpOIH 2 o 10
MPaKTUYECKUX 3aJaHUI
. TectupoBaHue, BHIIOTHEHUE
Peittunr-koHTpOosb 3 o 10
MIPAKTUYECKUX 3aJaHUI
. [Tocewmenne NEKIMOHHBIX
[Tocewenue 3aHATHI CTYIEHTOM m 1 N 40
MIPAKTUYECKUX 3aHATUI
JlononuurtenbHbIe OB AKTUBHOCTb Ha IPAKTUYECKUX 10
(6oHyCBI) 3aHATHUAX
BrinosiHeHue ceMecTpoBOTO Brinonuenue niaxna
MJIaHA CAMOCTOSITEIbHOM CaMOCTOSITEIbHON PabOThI 20
paboThl CTYJICHTOB

2. IIpome:xxyToUHAs aTTECTAIUA MO TUCHUTLINHE
IlepeuyeHb BONPOCOB K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLleHKOI.
Ilepeyenb MpakTHYECKHUX 32/1a4 / 3aJJaHUI K IK3aMeHy / 3a4eTy / 3a4eTy ¢ OlleHKOH (pu
HAJTUYHH)

Jl1is mpoBeieHus 3aUeTa UCTIONB3YIOTCS 3aJaHusl B TECTOBOM (hopMe, IPUBEACHHEIE B pa3jiene

MeTtoauyeckue MaTepuasbl, XapaKTepHu3yolue Npoueaypbl OleHUBAHUS

Ha ocHOoBe THNOBBIX 3aJaHMi  NPOrpPaMMHBIM  KOMILJIEKCOM  MH(OPMALUOHHO-
oOpaszoBatensHoro mnoprana MU Bual'Y ¢opmupyriorcss B aBTOMaTHYECKOM pEXHME TECTOBBIC
3afjaHusd U1l CTyAEHTOB. IIporpamMmHbIN KOMIUIEKC (OPMHUPYET WHAMBHUIYyalbHbIE 3aJaHUS JUIS
KQXKJIOTO 3aperuCTPUPOBAHHOIO B CUCTEME CTYACHTAa W YCTAHABIMBAET BpEMs IIPOXOKICHUS
TeCTUpOBaHUs. Pe3ynbTaToM TECTUPOBaHMSI ABISETCA KOJINYECTBO HAOPaHHBIX OAJIOB.




MakcumanbHast cymMmMa 6ajuioB, HabupaeMasi CTyIGHTOM 1o AucuuiuiiHe pasHa 100.

OrneHka
B
Oayutax

OrneHKa 10 mKaje

O06ocHOBaHue

Yposenw
chopmuposannocmu
KomnemeHnyuil

Bosee
80

«OTInyHO»

CogepxaHue Kypca OCBOCHO
MOJTHOCTHI0, 0€3 MpoOeIoB,
HEOOXOIMMBIC TIPAKTUUYCCKUE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEPHAIOM
c(opMHpOBAHBI, BCE
IPETyCMOTPEHHBIC MPOTrPaMMOi
o0yuyeHHsI yueOHbIe 3aJaHHs
BBIIIOJIHEHBI, KAYECTBO MX BBHITOTHCHUS
OIICHEHO YHCIIOM 0ajIoB, OJIM3KUM K
MaKCHMaJIbHOMY

Buvicokuit yposens

66-80

«Xopomio»

CopneprxaHue Kypca OCBOCHO
MOJTHOCTBIO, 6€3 Mpo0esIoB, HEKOTOPbIE
IPaKTUYECKHE HaBBIKU PAOOTHI €
OCBOCHHBIM MaTEpUaAIOM
c(OpMHUPOBAHBI HEJOCTATOYHO, BCE
IIPEAYCMOTPEHHBIE IPOTPaMMOM
00y4eHus1 yueOHbIC 3adaHuUs
BBITIOJIHEHBI, KAYECTBO BBIMOJIHEHUS HU
OJIHOTO U3 HUX HE OLICHEHO
MHUHHMAaJIbHBIM YUCIIOM 0aJlIOoB,
HEKOTOPbIE BUbI 33/1aHUI BBITIOJTHEHBI
¢ omuOKaMu

Ilpoosunymuti
YpOGeHb

50-65

((YI[OBJ'ICTBOPI/ITCJ'II)HO»

Conep:xanue Kypca OCBOCHO
YaCTUYHO, HO MPOOEITBl HE HOCST
CYIIECTBEHHOTO XapakTepa,
HE00XO0IMMbIE MPAKTUYECKUE HABBIKU
paboThI C OCBOCHHBIM MAaTEPUAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIIMHCTBO MPEAYCMOTPEHHBIX
porpamMMoil 00ydeHus: yaeOHbIX
3a1aHUH BBITTOJIHEHO, HEKOTOPHIE U3
BBITTOJIHEHHBIX 33JJaHUI, BO3MOXKHO,
coJiepKaT OIMUOKH

Ilopozosuwiit yposens

Meunee
50

«HeynoBneTBOpUTENHHOY

CopneprkaHue Kypca He OCBOCHO,
HGO6XOI[I/IMBIG MPAKTUYICCKUEC HABBIKU
paboTtsl HE CHOPMHUPOBAHBI,
BBITIOJTHCHHBIC yLICGHBIC 3aaHusA
cojiepkaT rpyObie OmruOKu

Komnemenyuu ne
chopmupoeanvt

3. 3amanus B TeCTOBOM (popMe 1O TUCHHUIIHMHE
[Tpumepsl 3aganmid:
K xakomy By JOKYMEHTAllUU OTHOCUTCS YCTaB:
-OpraHu3aIMOHHAsN
-uH(OPMAITIOHHO-CIIPaBOYHAS
-pacropsiiuTeabHAs
-AOKYMCHTAN M 110 JINYHOMY COCTaBy

JIoKyMeHTaIlMOHHOE 00eCTIeueHUE YIPABICHUS — ITO:




-TIPOIIeCC YCTAHOBIICHUS W TPUMEHEHHUS TMPABUJI C IENbI0 YIOPSAOYCHHS ACSITETLHOCTH B
JIEJIONPOU3BOJICTBE

-COBOKYITHOCTh JJOKYMEHTOB, IPUMEHIEMBIX B OMPEICTICHHON cdepe AesITeNbHOCTH

-COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C (DOPMYIISIPOM TOKYMEHTA

-IeATENHHOCTh ammapara yIpaBlICHHUS, OXBATBHIBAIOIIAs BOMPOCH JTOKYMEHTHPOBAHHS U
OpraHu3auy padoThl ¢ JOKYMEHTaMHI

[TomHBIH TIEpeUeHb TECTOBBIX 33JaHU C YKa3aHUEM MPABHIIbHBIX OTBETOB, pa3MeIIeH B OaHKe
BOMPOCOB  Ha  HMH(OPMAIIMOHHO-00pa30BaTCILHOM  IMOpTaje  MHCTUTYTa 1O  CCBUIKE
https://www.mivlgu.ru/iop/question/edit.php?courseid=763 &category=24234%2C23297&qbshowtex
t=0&qbshowtext=1&recurse=0&recurse=1&showhidden=0&showhidden=1

OreHKa pacCUUTHIBACTCS KaK MPOICHT MPABHIBHO BBITIOJHEHHBIX TECTOBBIX 3alaHUI M3 UX
o01m1ero yucna.



