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1. lleanb ocBOeHNSI AUCUUILIHHBI

Henp npucuumiussl: Jlath 3HaHUS, HEOOXOAMMBbIE NS  NPABWIBHOTO COCTaBICHHUS U
o(OpMIICHHUS TOKYMEHTOB, CO3[aBa€MBIX B MPOIECCE MPUHATUS U peaTu3aliyl YIPaBIECHYCCKUX
pelieHuit, OCBOUTH OOIICTIPUHSATHIC JIEKCUKY U CTHIIb J€JI0BOM KOPPECTIOHACHIINH.

OCHOBHBIMU 33J1ayaMu Kypca sIBJISIOTCS:

- 0O3HAKOMUTH CTYJEHTOB C MMPaBUJIAMU COCTaBJICHUS U O(OPMIICHUS OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, IPUKA30B, CIYKEOHBIX 3aMMCOK, IPOTOKOJIOB, AaKTOB, CIPAaBOK W
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

- JIaTh MPEJCTaBICHUE 00 OpraHu3aluu JOKYMEHTOO00pOTa, CHCTEMATHU3alUH TOKYMEHTOB U
WX XpaHEHUU;

- copMHUpOBaTH y CTYACHTOB HABBIKM CaMOCTOSITEILHOTO COCTABJICHHS YIPABICHYECKOM
JIOKYMEHTAIUH, JIEJIOBBIX MTHUCEM.

2. Mecro mucuuniannsl B crpykrype OIIOII BO
bazoil 1 n3ydeHust Kypca SIBJISIFOTCS 3HAHUS IOJIyYEHHbIE CTYJIEHTAMU B XOJ€ M3Y4YEHUs
TakuxX JucuuIuiiH kak: "MHoctpanublid s3bk", "MHQOpMaTuka". 3HaHHE OCHOBHBIX IOJIOKEHHMA
JUCUMIUIMHBL  "J[OKyMeHTallMOHHOEe oOecneueHne yrnpaBieHUs" HEoO0XOAUMO IpU  H3YYEHUH
quciuiuin "Ypasnenue nepconanom", "Jlenossie kommyHukanuu', "Ituka OuszHeca'", a TaKKe Mpu

HAIMCaHUH BBITYCKHOW KBaJM(UKAIIMOHHOW PabOTHI.

3. Ilnanupyembie pe3yabTaTbl 00y4eHHS 110 TUCUMILIHHE
[Inanupyemble pe3ynbTaTbl OOy4YeHMs [0 JUCLUIUIMHE, COOTHECEHHbIE C IUIAaHUPYEMBIMU
pe3ynbraramu ocBoeHust OIIOII (koMneTeHUAMY U UHAUKATOPaMHU JOCTHXKEHUS KOMITETEHITHI )

MUCBEMEHHOU (opmax
Ha TOCyIapCTBEHHOM
s361Ke Poccuiickoit
®denepanuu u
HHOCTpaHHOM(BIX)
sI3bIKE(axX)

OpTaHU3AINA ABIKCHHS
JIOKYMCHTOB Ha
MPEINPUATHAX U B
opraam3amsix (YK-4.1)
YMeTh NpUMeHSTh Ha
MIPAaKTHKE JCTOBYIO
KOMMYHUKAIIUIO B
MUCBMEHHOHU (opme,
TPaMOTHO pa3pabaThiBaTh
OCHOBHBIE BUJIBI
YIpaBIeHYECKUX
JIOKYMEHTOB, paboTaTh ¢
JOKYMCHTAIHEH B
COOTBETCTBHUH CO
CTaHJIapTaMH
nenorpousBojacta (YK-4.1)
Bnagers npaBunamMu u
dhopmamMu AeTOBON U
KOMMEpPUYECKOH NIEPENUCKH, B
TOM YHCJIE C 3apyOeKHBIMH
naptHépamu (YK-4.1)

dopMupyembie [Tnanupyemsble pe3yabpTaTbl 00y4YeHUs M0 AUCUUILTHHE, B
KOMIICTCHIIU (KO I, COOTBETCTBUU C UHIAUKATOPOM JOCTHMIKCHUSA KOMICTCHINNU HaumeHoBaHHE OLIEHOYHOTO
COZIEpXKaHNE WNunukaTop qocTHXEHUS PesynbTaTel 00yueHus 1o cpeacTBa
KOMIICTCHITHH) KOMITETEHITUH JUCLUIUINHE
VYK-4 Cnocoben VYK-4.1 OcymecTtniser 3HaTh CUCTEMBI Tect, mpakTHYeCKHUE 3aJaHUS
OCYILIECTBJIATH JIEIIOBYI0 KOMMYHHUKAIIUIO B JIOKyMEHTalUy,
JIEJIOBYIO YCTHOHM ¥ TUCbMEHHOU COBPEMCHHBIE CIIOCOOBI U
KOMMYHMKALHIO B (hopMax Ha PyCCKOM SI3bIKE TEXHUKY CO3JaHMs
YCTHOU U JOKYMEHTOB, 0COOEHHOCTH




4. CTpyKTYypa " coepkaHne TUCHUILTUHbI
OO6m1ast TpyI0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aUeTHbIe eAMHUIBI, 108 qacoB.

4.1. ®opma o0y4eHHsI: OUHAS

YpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.
Cpoxk 00yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI

KonraktHas pabora

06yqa}01unxc>1 C Ieaarorut4eCKumM

<
paboOTHUKOM S
g dopMa TeKyIero
g‘ KOHTPOJIS
B s ycneBaeMocTH (1o
Ne Paznen (Tema) 3 e HeJIeNIAM CeMecTpa),
m\it JACITUIIIHHBI z =| 3| ~ g dopma
@) = & = S MPOMEKYTOUHOM
§ =] Lg = 5 aTrrecTanuu(Io
S| al & Sl = ceMecTpam)
Sl ol 2| o] & € = =
= = o = = = o
g | 2| | =| &| & ©
0 3 s 2 B > o=
Sl g g 8| %] 2| S
5|l s| & S| =
El & B
2| o & 2
S| B
ol & Q
=l =
1 JIOKyMEHTOBEICHHE 4 110 |12 42 Tectuposanne,
BBIIIOJIHEHUEC NPAKTUYCCKUX
3aJJaHUNi
2 Opranuzanus 4 16| 4 32,15 Tectuposame,
BBITNIOJTHCHUEC TIPAKTHUYCCKUX
JIOKYMEHT0000poTa sajiaHHii
Bcero 3a cemectp 108 | 16 | 16 1,6 [ 0,25 | 74,15 3au.
Hroro 108 | 16 | 16 1,6 | 0,25 | 74,15
4.1.2. CogepkaHue TUCUMILIMHBI
4.1.2.1. IlepeyeHnb JeKUM i
Cemectp 4

Pasoen 1. /lokymenmoseoenue

Jleknus 1.

COCTaBJICHUIO U 0(OPMIICHUIO TOKYMEHTOB (2 yaca).
Jlekumus 2.

Jlexuus 3.

Jleknus 4.

Jlexkuus 5.

JlenoBast mepemnucka (2 gaca).

NudopmanronHo-cipaBoyHas ToKyMeHTalus (2 gaca).

JlokymeHTaIus 1o JIMTYHOMY COCTaBy (2 Jaca).

Pasoen 2. Opeanuzayusa ookymenmoodbopoma
Jlekuus 6.

Opranu3zanus 10KyMeHToo00poTa (2 Jaca).

OpraHu3alvoOHHO-pACIIOPIUTENbHAS JOKyMeHTalus (2 yaca).

Beenenue B aucuumiuHy. Bunel u kinaccugukaius 1okyMeHToB. TpeGoBaHus K




Jleknus 7.

CucremaTtuszanus 1okymeHToB. @opmupoBanue aen. Xpanenue. [loaroroska u nepenava aein
B apxuB (2 Jaca).
Jlexnus 8.

DNEeKTPOHHBIA TOKYMEHT U AJICKTPOHHBIN JOKYMEHTO000pOT (2 Jaca).

4.1.2.2. IllepeyeHb NPAKTHYECKUX 3AHATHH

Cemectp 4
Pa3zoen 1. Jlokymenmoseoenue
IIpakTnyeckoe 3ausitue 1

TpeboBanust k opopMIIEHHIO TOKYMEHTOB. biianku gokymenToB (2 vaca).
IIpakTnyeckoe 3ansiTue 2

Cocrasiienue u ohopMIIEeHUE OPTaHU3AIMOHHBIX TOKYMEHTOB (2 "aca).
IIpakTnyeckoe 3ansitue 3

CocraBienue u opopMIICHHE PaCTIOPSAIUTEIBHBIX JOKYMEHTOB (2 daca).
IIpakTnyeckoe 3ansitue 4

CocraBienue u opopmiieHHEe HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (2 Jaca).
IIpakTH4yeckoe 3ansiTue S

Cocrasiienue u ohopmIIeHUE TOKYMEHTOB 10 TJUYHOMY COCTaBy (2 "aca).
IIpakTnyeckoe 3ansiTue 6

Cocrasiienne u ohopmiteHUe CITy>)KeOHBIX riceM (2 gaca).
Paszoen 2. Opeanuszayus ooxymenmoobopoma
IIpakTuHyeckoe 3ansitue 7

dopmupoBanue aein (2 yaca).
IIpakTHyeckoe 3ansaTHE 8

Xpanenue gen. CoctaBieHne BHYTPEHHEH OMUCH, aKTa O BBIJACICHUU K YHUUYTOKEHUIO U
CHSATHIO C y4era (2 yaca).

4.1.2.3. Ilepeuennb J1adopaTOpHBIX padboT
He mianupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecliedeHue CAMOCTOATEIbHOM

padoThI
[lepeueHb TeM, BHIHECEHHBIX Ha CAMOCTOSITEIbHOE U3yUEHUE:
. HopmatuBHO-cipaBouHasi OCHOBa OpraHU3aIMK JOKYMEHTAIMOHHOTO 00eCTIeYeH s yIIpaBICHUSL.
. CocTaB peKBU3UTOB, BBl OJ1aHKOB U TpeboBaHus k 6iankam 1o I'OCTy.
. TpeboBaHus K 0()OPMIIEHUIO OPraHU3AIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.
. TpeboBanus K 0pOPMIIEHNIO OCHOBHBIX BUJIOB MHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
. OdopmiteHune KaJIpOBBIX TOKYMEHTOB.
. OdopmieHnue Ciry eOHBIX MTHUCEM.
. @OpMBI perucTpalyu J0KyMEHTOB.
. TpeGoBaHuMs 10 3aMIOJIHEHUIO eIl
. XpaHeHHEe JOKYMEHTOB.
10. Opranuzaius paboThI C TOKYMEHTaMHU, COACPKAITUMHU KOH(DHICHIIMATILHBIE CBECHUSI.
11. Opranusanus 31eKTpOHHOTO JOKYMEHTO000pOTa.
Jlis caMoCTOSITENbHOM pPAa0OTHl MCHOJIB3YIOTCS METOAMYECKHE YKa3aHHUsS [0 OCBOEHUIO
JUCLUIUINHBI ¥ U3/IaHUS U3 CIMCKa PUBEJCHHON HM)KE OCHOBHOM U TOTIOJHUTEIbHON JIUTEPATYPBHI.

O 001N DN K W~

4.1.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoT, pedeparos, TP, PI'P, PIIP

He mmanupyercs.

4.1.2.6. IlIpumepHbIi IepeYeHb TeM KyPCOBbIX padoT (IIPOEKTOB)
He mmanupyercs.



4.2 ®opma 00yueHHA: OUHO-3204YHAS
VYpoeHs 6a30B0or0 00pazoBaHms: CpeiHee odee.

Cpok o0yueHnus 5.
Bcero ®opma
Tpynoem- | oo | Hpaxm- | Jlabopa- Koncy.ib- (koHTaK- IPOMEKYTOUHOT0
KOCTb, qyecKue TOPHBIE KonTt- CPC,
Cemectp MM, TaNMs, THas KOHTpOJs (3K3.,
yac./ 3a4. 3aHATUS, | padoThl, poJb,4ac. Jac.
gac. qac. padora), 3ad4., 3a4. C 01I.)
ea. gac. qac.
qac.
3 108/3 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
KonrakTHas pabora
00yJaromuxcs ¢ <
MeJJarOTHYECKUM PAOOTHUKOM é
a dopMma TeK
= D YILETO
= % KOHTPOJIS yCIIEBAEMOCTHU
No Paznen (tema) 3 2 | (no Henenam cemectpa),
m\n JICLIUIUTUHBI = = =| ~ © | dopma IpOMEKYTOUHOI
O = £ = = aTTecTamuu(To
=8 S = 5 ceMecTpam)
| & & S a2l 8
El o] 2| o | S| B 5
= = 7 =2 ~ = o O
S| E| Bl 2| =S| E| &
ol 8| & 2| E| »| E
Sl g 8| %| 2] S
Sl & & S
gl g |
ol 8| &S
S| 5| X
1 JlokymMeHTOBEICHNE 3 414 51 TectupoBanue,
BBITTOJIHEHUE
MPaKTUYECKHUX
3aJaHuN
2 Opranu3zanus 3 42,75 TectupoBanue
JIOKYMEHT0000poTa
Bcero 3a cemectp 108 4 | 4 + 2 10,5(93,75 3au.(3,75)
Htoro 108 4 | 4 2 10,5193,75 3,75
4.2.2. CogepkaHue TUCUMUILIMHBI
4.2.2.1. IlepeyeHnb JeKUM
Cemectp 3
Pasoen 1. Jlokymenmosedenue
Jlexnus 1.

Benenue B aucuuminHy. Buasl u knaccudukaius 10KkyMeHTOB. TpeboBaHus K
COCTaBJICHHUIO U 0()OPMIICHUIO TOKYMEHTOB (2 4aca).
Jleknus 2.

JlenoBast mepemnucka (2 gaca).



4.2.2.2. IllepeyeHb NPAKTHYECKUX 3AHATHH
Cemectp 3
Pa3zoen 1. Jloxymenmoseoenue
IpakTnyeckoe 3ansitue 1.
TpeboBanust k oopMIIEHHIO TOKYMEHTOB. biianku gokymenToB (2 vaca).
IIpakTnyeckoe 3ansiTue 2.
Cocrasnenue u opopmiieHue ciry>keOHbIX mrceM (2 yaca).

4.2.2.3. IlepeueHnb 1a00paTOPHBIX PadoT
He mmanupyercs.

4.2.2.4. IlepeyeHb TeM U y4eOHO-MeTOANUYECKOE O0ecIIedeHUe CAMOCTOSATEIbLHOM

padoThbI

IlepedyeHb TeM, BBIHECEHHBIX HA CAMOCTOSATEIbHOE U3YUYEHHE:

1. HopmaTtuBHO-CIIpaBOYHasi OCHOBA OPTaHU3AIMH JOKYMEHTAI[HOHHOTO 00ECTIeYeHNUS
yIpaBJICHUSL.

2. CocraB peKBU3UTOB, BU/1bI OJaHKOB U TpeboBaHus k 6iiankam 1o I'OCTy.

3. TpeboBanus K OPOPMIICHHIO OPraHU3allMOHHO-PACTIOPAIUTEIbHBIX JJOKYMEHTOB.

4. TpeboBanus K 0(OPMIIEHUIO OCHOBHBIX BHI0B HH(POPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

5. OdopmiieHre KaJpoBBIX TOKYMEHTOB.

6. OdopmineHue cnyKeOHBIX MHCEM.

7. ®OpMBI PETUCTPALIUNA JOKYMEHTOB.

8. TpeGoBaHus 1O 3aIIOJHEHHUIO JIE]T.

9. XpaHeHue JOKYMEHTOB.

10. Opranusanus paboThl ¢ JOKyMEHTaMHU, COACPIKALIMMU KOH(PHICHIIMAIbHbIE CBEACHUS.

11. Opranusaius 3JIeKTPOHHOTO JJOKYMEHTO000pOTA.

Jis  caMOCTOSTENbHOM paboThl HUCIOJB3YIOTCS METOJUYECKHE YKa3aHHs IO OCBOECHHUIO
JTVICIUTUTMHBI U U31aHUS U3 CIIMCKA MPUBEICHHON HIKE OCHOBHOM U JIOTIOJHUTEIBHOM JTUTEPATYPHI.

4.2.2.5. IlepeyeHb TeM KOHTPOJbHBIX padoT, pedepartos, TP, PI'P, PIIP

1. Ponb 1oKyMeHTa B COBPEMEHHOM OOIIECTBE.

2. Crioco0ObI 1 0COOEHHOCTH IOKYMEHTUPOBAHUS.

3. BO3HUKHOBEHUE U pa3BUTHE CUCTEM JIOKYMEHTALINH.

4. YHUpULIMPOBAHHBIE CUCTEMbI TOKYMEHTALIMH.

5. IIpaBuiia opopmIIeHHS OCHOBHBIX BUJIOB OPraHU3allMOHHO-PACTIOPSIAUTEIbHBIX
JIOKYMEHTOB, KOITUH JIOKYMEHTOB.

6. [TonsaTue o 1eTONMPOU3BOACTBE M MH(POPMAIIMOHHO-I0KYMEHTAIIMOHHOM 00€CTIeUeHUN
yIIpaBJICHUSL.

7. JlenoBoe mucbmo.

8. IInuceMma 3apyOeXHBIM MapTHEPaM.

9. JInuHble TOKYMEHTHI, TPEOOBaHMS K MX COCTABIECHUIO U 0)OPMIIEHUIO.

10. Cniyxx6a nokymeHTaimonHoro odecrnieuenus ynpasinenus (CIOY), ee ctpykTypa,
(GyHKIMH, TOJKHOCTHOM COCTaB.

11. TunoBast TEXHOJIOTHSI OPraHU3ALUHU TOKYMEHTOO0O0pOTA.

12. KonduaeHmaibHOE AETOMPOU3BOICTBO.

13. ABTOMaTHu3aIUs MPOLECCOB JOKYMEHTAIIHOHHOTO 00EeCTIeUeHUs YIIPABICHHMS.

4.2.2.6. [IpuMepHbIi IepeYeHb TeM KypPCOBbIX padoT (IIPOEeKTOB)
He mnanupyercs.



4.3 ®opma 00yueHHA: OUHO-3204YHAS
YpoBeHb 6a30BOT0 00pa3oBaHMs: CpenHee MPodeCcCHOHATBHOE.

Cpok o0yueHus 3r 6M.
Ilepeart- ®opma
Bcero
Tpynoem- pakrTu- | Jlabopa- TecTa- MPOMeEIKY-
Jlek- Koncynsb- (KOHTaK-
KOCTb, yecKue TOpPHbIE Kour- CPC, st TOYHOI0
Cemectp 110711 Tanms, THAS
yac./ 3a4. 3aHATHUS, | padoThlI, poJib,uac. gac. KOHTPOJIsA
yac. yac. padora),
ef. gac. qac. (3K3., 3a4.,
yac.
3a4. C OII.)
3 108/3 2 2 1 0,5 5,5 62,75 36 3a4.(3,75)
Hroro 108/3 2 2 1 0,5 5,5 62,75 36 3,75
4.3.1. CTpykTypa IMCUUILJINHbBI
KonraktHas pabora
oOyJaromuxcs ¢ <
IIeJaror ut4ycCKumM pa6OTHI/IKOM é
<
g" dopMa TEKyIIEro
= % KOHTPOJIS yCIIEBAEMOCTHU
No Paznen (tema) 3 2 | (no Henenam cemectpa),
m\n JICLIUIUTUHBL = = =| ~ © | dopma IPOMEKYTOUHOI
O = £ = = aTTecTanuu(To
= 8 S = 5 ceMecTpam)
s| &| S = S
el =1y = = s
El ol 2| o S| B s
= = 7 =2 ~ = o O
S 2| z| 2| =~| 8| &
2| 2| §| E E| &
) o 5 2 = 2 g
q < = 5 M T M
£l & & S
gl g |
ol & §
= =
1 JlokymMeHTOBEIEHNE 3 2|2 34 TectupoBanue,
BBITIOJIHCHUC
MPAKTUICCKUX
3aJlaHu i
2 Opranu3zanus 3 28,75 TectupoBanue
,Z[OKYMGHTOO60pOTa
Bcero 3a cemectp 721 2| 2 + 1 10,562,775 3au.(3,75)
Uroro 72 1 2| 2 1 10,5]62,75 3,75

Wtoro ¢ nepearrectanmeir | 108

4.3.2. ConepkaHue TUCUMILIMHBI

4.3.2.1. IlepeuyeHnb JeKuMi
Cemectp 3
Pasoen 1. /lokymenmoseodenue
Jlexnus 1.
BBenenue B quctuiuinHy. Bunbl u kiaccudukaius 1okyMeHToB. TpeOoBaHUs K
COCTaBJICHHUIO U 0()OPMIICHUIO TOKYMEHTOB (2 4aca).



4.3.2.2. IlepeyeHb NPAKTUYECKUX 3AHATHH
Cemectp 3
Pa3zoen 1. Jloxymenmoseoenue
IpakTnyeckoe 3ansitue 1.
Cocrasiienue u ohopmiieHUE CITyKeOHBIX mrceM (2 gaca).

4.3.2.3. IlepeueHnb 1a00paTOPHBIX PadoT
He manupyercs.

4.3.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMYECKOE O0ecIIedeHue CAMOCTOATEIbHOM

padoThbI

IlepeuyeHb TeM, BBIHECEHHBIX HA CAMOCTOSATENbHOE U3YUYEHHE:

1. HopmaTtuBHO-CIIpaBOYHasi OCHOBA OPTaHU3AIMH JOKYMEHTAIHOHHOTO 00ECTIeUeHHS
yIpaBJICHUSL.

2. CocTaB peKBU3UTOB, BBl 0JIaHKOB 1 TpeboBaHus Kk Oi1ankam o 'OCTy.

3. TpeboBanus K OPOPMIICHHIO OPraHU3aLMOHHO-PACTIOPAIUTEIbHBIX JJOKYMEHTOB.

4. TpeboBanus K 0(OPMIIEHUIO OCHOBHBIX BHI0B HH(POPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

5. OdopmiieHre KaJpOBBIX TOKYMEHTOB.

6. OdopmieHue cnyKeOHBIX MHCEM.

7. ®OpMBI PETUCTPALIUNA JOKYMEHTOB.

8. TpeGoBaHus 1O 3aIIOJHEHHUIO JIE]I.

9. XpaHeHue JOKYMEHTOB.

10. Opranusanus paboThl ¢ JOKyMEHTaMHU, COACPKALIMMU KOH(PHIEHIIMAIbHbIE CBEACHUS.

11. Opranuzanus 3JIeKTPOHHOTO IOKYMEHTO000POTa.

Jlis  caMOCTOSITENTbHOM paboOThl HUCIOJB3YIOTCS METOJUYECKHE YKa3aHHs IO OCBOECHHUIO
JTVICIUATUTMHBI U U31aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JIOTIOJHUTEIBHOM JTUTEPATYPHI.

4.3.2.5. IlepeueHb TeM KOHTPOJILHBIX padoT, pedeparos, TP, PI'P, PIIP

1. Ponp 1oKyMeHTa B COBPEMEHHOM OOIIECTBE.

2. Crioco0ObI 1 0COOEHHOCTH IOKYMEHTUPOBAHUS.

3. BO3HHKHOBEHHUE U PA3BUTHE CHCTEM JIOKYMEHTAIINH.

4. YHU(pUUIMPOBAHHBIE CUCTEMbI TOKYMEHTALIUH.

5. IlpaBuina opopmIeHHsSI OCHOBHBIX BHIIOB OPTaHU3aIIMOHHO-PACTIOPSAUTETBHBIX
JIOKYMEHTOB, KOITUH JIOKYMEHTOB.

6. [TonsaTHe 0 1ETONPOU3BOACTBE M MH(POPMAIIMOHHO-I0KYMEHTAIIHOHHOM 00€CTIeUeHUN
yIIpaBJICHUSL.

7. JlenoBoe mucbmo.

8. IInuceMma 3apyOeXHBIM MTapTHEPaM.

9. JInuHble TOKYMEHTHI, TPEOOBaHUS K UX COCTABIECHUIO U O)OPMIIEHUIO.

10. Cnyxx6a nokymeHTaimonHoro odecrnieuenus ynpasienus (COVY), ee cTpykTypa,
(GYHKIMH, TOJKHOCTHOM COCTaB.

11. TunoBasi TEXHOJIOTHsI OPraHU3ALUHU JOKYMEHTOO00pOTA.

12. KonduaeHmumaibHOE AETOTPOU3BOICTBO.

13. ABTOMaTHu3aIs MPOLECCOB JOKYMEHTAIIMOHHOTO 00EeCTIeUeHUs YIIPABICHHUS.

4.3.2.6. IIpumepHblii NepedyeHb TeM KYPCOBBIX padoT (IPOEKTOB)
He mnanupyercs.

5. O0pa3oBare/ibHbIE TEXHOJIOTHHU
B nponecce U3ydCeHud AUCHUIIIMHBI MPUMCHACTCA KOHTAKTHAA TCXHOJIOTHA MNPCIOJaBaHUSA
(32 HCKJIIOYEHHEM CaMOCTOSITEIbHO M3y4aeMbIX CTyAeHTaMu BompocoB). Ilpu mnposenenuu
MPAKTUYCCKUX pa60T IIPUMCHSACTCA I/IMI/ITaI_II/IOHHHﬁ 201041 CI/IMy.]'IHI_II/IOHHHﬁ noaxon. Iaru pelicHus



MPAKTUYECKUX 3aJaHUM CTYJIEHTaM JEMOHCTPUPYIOTCS MPU MOMOIIUA MYJbTUMEIUNHON TEXHUKHU. B
HaﬂbHeﬁmeM CTYACHTBI CAMOCTOATCIIbHO PCHIAOT aHAJIOTUYHBIC 3a/IaHN .

6. OueHovHbIE CpeaCcTBA /151 TEKYIIEro KOHTPOJIA yCIeBaeMOCTH,

l'[pOMe)KyTO‘IHOﬁ aTTeCTallum 1Mo uToraM OCBOCHHUA JUMCHMUILJIMHBI.
@OH/1bI OLIECHOYHBIX MATEPHAIIOB (CPEICTB) IPUBEIEHBI B IPUIIOKEHUH.

7. YueOHO-MeTOANYeCKOe U HHPOPMAITMOHHOE o0ecniedyeHne JUCHUIIIMHBI.

7.1. OcHOBHas1 y4eOHO-METOAMYECKAS JIUTEPATypa M0 AMCHUIIIIMHE

1. Psa6oBa, C. B. JlokymeHTanmoHHOEe OOECHEeUCHHE YIPaBICHUYECKON IESTEIBHOCTH !
yaeOHoe mocooue / C. B. Ps6oBa. — VYIbsSHOBCK : YIbSHOBCKUH TOCYIapCTBEHHBIN TEXHUYECKUMA
yauBepeuteT, 2021. — 341 c. - https://www.iprbookshop.ru/121268.html

2. ApacnanoBa, B. A. JIokyMEeHTaIlIMOHHOE 00ECTICUCHHUE YIIPABICHHS ;| yUeOHO-TIPAKTHICCKOE
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 3-e uzn. — Cypryt : Cypryrckuii
roCy1apCTBEHHbIN MeJarorH4eCcKuii YHUBEPCUTET, 2019. — 240 C. -
https://www.iprbookshop.ru/94291.html

3. AnekceeBa, T. B. JlokymeHnTanuonHoe oOecrnedeHue ympabineHus : yuyebnuk / T. B.
AnekceeBa, O. A. CrpaxoB. — MockBa : YuuBepcuter «Cuneprus», 2020. — 132 c. -
https://www.iprbookshop.ru/101344 . html

4. IImutpuena, JI. M. JlokyMeHTallMOHHOE OOECIEUEHUE YNPABICHUYECKON NEATEIbHOCTH :
yuebHoe mocobue / JI. U. JImutpueBa, M. B. Py3aeBa. — HoBocubupck : HoBocuOupckuit
roCy/1apCTBEHHBIN TEXHUYECKUN YHUBEPCUTET, 2019. — 100 c. -
https://www.iprbookshop.ru/98703.html

7.2. JlonoJIHUTEIbHAS Y4eOHO-MeTOAUYEeCKAasi JIUTEPATypa M0 AUCHUILINHE

1. Ky3nenona, 1. B. JlokymeHTanimonHoe o0ecneyeHre ynpasieHus : yueOHoe nocooue amis
CIIO / M. B. Ky3nenona, I'. A. Xauarpstn. — 3-e uzn. — Caparos : [IpodobpazoBanue, 2024. — 168
c. - https://www.iprbookshop.ru/135470.html

2. JoxymeHTanmoHHoe obOecrnieueHue ymnpapieHus. CoctaBieHue u 0(OPMIICHUE ICIOBBIX
JNOKyMeHTOB : yueOHoe nocobue st CIIO / cocraButenu E. U. bammakoBa. — 2-e uzg. — Caparos,
MockBa : IlpodobpazoBanme, Au Ilu Ap Memma, 2024. — 144 c. -
https://www.iprbookshop.ru/142218.html

3. JlokyMeHTanmnoOHHOE oOOecreueHne YIpaBICHUS :@ YYEOHHK JUIs CTYJICHTOB BY3OB,
oOyyaromuxcst 10  HampaBleHUsIM  «OKOHOMHUKa» U «MEeHeDKMEHT», CIEeHUAIbHOCTIAM
«Mudpopmaruka», «JlokyMeHTOBeJIeHHE ¥ JTOKYMEHTAIMOHHOE O0O0ECHeueHNe YIPaBICHUSN,
«ABTromaruzanus u ynpasinenue» / A. C. I'punbepr, H. H. I'op6aués, H. H. T'opbaués, O. A.
MyxamermmHa. —  MockBa :  IOHUTU-AAHA, 2023. — 391 c. -
https://www.iprbookshop.ru/142685.html

4. 3acenko, B. E. JlokymeHTanmonHoe obecriedyeHue ympasieHus. [IpakTukym : yueOHOe
nocobue / B. E. 3acenko, B. B. Xozpipes ; non penakuueir B. E. 3acenko. — Cankr-IletepOypr :
Cankr-IlerepOyprckuit monurexHuueckuid yHusepcurer Ilerpa Bemmxoro, 2023. — 88 c. -
https://www.iprbookshop.ru/142986.html

5. I'anuesa, H. B. JlokymenTanmonHoe odecnieuenue ynpasienus : yueonuk / H. B. ['anuesa,
K. K. TamueB. — MockBa : MWM3garensckuii Jlom MHUCuC, 2021. — 188 c. -
https://www.iprbookshop.ru/116986.html

6. TekcroBoe U 3JeKTpOHHOE oOQoOpMIIEHHE JOKyMeHTanuu. JIOKyMEHTaIl[MOHHOE
obecrieuenue ymnpapieHus: [IpakTukym st CTyaeHTOB oOpasoBarenbHOM mporpamMmbl 38.03.01
Oxonomuka / coct. KonechnukoBa VY.B., Marepa W.B. [DaexTponHBI pecypc]. — DIEKTpOH.
TekcToBble AaH. (1,6 M0O). - Mypom: MU Bal'Y, 2020. - 1 snektpon. ont. quck (CD-R). — Cucrem.
TpeboBaHus: mnpoueccop x86 ¢ TakroBoil vactoroit 500 MI'nm u Beime; 512 M6 O3Y; Windows
XP/7/8; Buneokapra SVGA 1280x1024 High Color (32 bit); mpuog CD-ROM. - 3aru. ¢ skpana. - Ne
TOCPErUCTPALIHT 0322001643 -
https://evrika.mivlgu.ru/index.php?mod=book inf&com=view_ inf&book id=3145



7. Kypnan "Bectauk BHUNUJIAJL" - https://www.elibrary.ru/title_about new.asp?id=69542

7.3. Ilepeyenb nHGPOPMALTMOHHBIX TEXHOJIOT Ui, MCIIOJIb3YyeMbIX IIPH
OCYLLIECTBJICHHH 00pa30BaTeJIbHOI0 MpPoLecca 1o AUCHUIIHHE, BKJIYast
nepevYeHb NPOrpaMMHOr0 odecnevyeHusi 1 HHPOPMALMOHHBIX CIIPABOYHBIX

CHUCTEM

B  oOpazoBarenbHOM  TpOIECCE  HUCHONB3YIOTCS  MH(POPMAIMOHHBIE  TEXHOJIOTUH,
peann30oBaHHbIE  HAa  OCHOBE  HMH(OPMAIMOHHO-00pa30BaTENILHOTO  TOpTaja  WHCTUTYTA
(www.mivlgu.ru/iop), 1 ”HGOKOMMYHUKAITMOHHOW CETH UHCTUTYTA:

- IPEIOCTaBJICHUE YIeOHO-METOINYCCKIX MaTEPHAJIOB B JICKTPOHHOM BH/IC;

- B3aMMOJICHCTBHE YYAaCTHMKOB 0Opa30BaTENILHOTO IMpoIecca depe3 JIOKAIbHYI0 CeTh
uHCcTUTyTa M VIHTEepHET;

- IPEJOCTaBIICHUE CBEICHUI O pe3yibTaTax yueOHOU NeSTeNbHOCTH B 3JEKTPOHHOM JIMYHOM
KaOMHETE 00yJaromerocs.

HNudopmannoHHbIe CIIPABOYHBIE CHCTEMBI:

CIIC «Koncynbrant [Tmtocy, URL: http://www.consultant.ru/

Hayunas anekrponnast 6ubnmoteka eLibrary.ru, URL: https://www.elibrary.ru

DOnexTponHas 6ubnnoreunas cuctema «[PRbooksy, URL: http://www.iprbookshop.ru

OnexrponHas oubnmoreka MU Bnl'Y, URL: https://evrika.mivlgu.ru/

[TporpammHuoe oOecrieueHue:

Google Chrome (JInnensznonnoe cornamenue Google)

Adobe Reader XI (OOuue ycnoBus UCnoib30BaHus MpoaykToB Adobe)

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

PEJI OC (Cornamenue Ne140/05-21V ot 18.05.2021 rona o coTpyiHUYECTBE B 00JIaCTH
HAyKW, Pa3BUTHS HHHOBAIIMOHHOW JICATCIILHOCTH )

7.4. Ilepevennb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM CeTH

«AHTEpHET», HEOOXOAUMBIX JIJI OCBOCHHUS TN CIIUILIMHBI
iprbookshop.ru
evrika.mivlgu.ru
elibrary.ru
consultant.ru
mivlgu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0ecneYeHue I CIUTITHHbI
JlexuMoHHas ayauTOpuUs
HpOGKTOp, HpOGKI_II/IOHHHﬁ 9KpaH, HepCOHaHBHLIﬁ KOMIIBIOTCP.

Kabuner 6u3Hec-mIaHUpOBaHUS
12 kommbrotepoB: CPU Core 13-6100; untepaktuBHast nocka SMART BOARD 480 co
BCTPOEHHBIM ITPOEKTOPOM V25

9. Meroan4yeckne yKa3aHHus 10 OCBOCHHMIO 1M CHUIIIMHBI
I[HSI YCHCHIHOTO OCBOCHUA TCOPETUYCCKOIO Marcpuajia 06yqalom1/1171c51: 3HAKOMUTCA CO
CIIUCKOM PEKOMEHIYEMOW OCHOBHOM W JIOMOJHUTEIBHOW JINTEPATYPHI; YTOUHSET y MPENoJaBaTes,
KaKuM OOIIOJIHUTCIBbHBIM oCcoOHsIM CJICAYCT OTAATh HNPCANOYTCHHUEC, BCIACT KOHCIICKT HCKL[I/Iﬁ u
npopa6aTLIBaeT J'IeKI_[I/IOHHI)II‘/'I Marepurail, oJb3ysACh KaK KOHCIICKTOM, TaK U y‘-Ie6HBIMI/I IMOCOOUSIMH.
Ha MPAKTUYCCKUX 3aHATUAX HpOﬁI[CHHBIﬁ TeOpeTI/I‘-ICCKI/Iﬁ MaTcepuall MOAKPCIIACTCA
pPEeHICHUEM Sa)IaHI/Iﬁ II0 OCHOBHBIM TEMaM AUCIIHUIIIINHEI. 3angaTus OpOBOAATCA B KOMIIBIOTECPHOM
KJIaCcCC, HUCMOJIb3Yys CIICHUAJIBHOC IPOTrpaMMHOC obecrneucHue. Kaxc;loﬁ MOATPYIIIIC 06yqa}oumxc;{
mpenojaBaTesb BBIJACT 3aJaHue. B KoHIe 3aHATHS OoO0ydaroliue AEMOHCTPUPYIOT IOJIyYEHHBIE
PE3YJbTAThI IPETIOAABATCIIIO U ITPU HeO6XOIII/IMOCTI/I JACIar0T pa60Ty Hanjg OIIIMOKaMH.



CamocrosiTenbHas paboTa OKa3bIBa€T BAXHOE BIMSHHE Ha (OPMHUPOBAHHE JIMYHOCTH
OyAyIIero CrenuanrucTa, OHa INIAHUPYETCSl 00yJaroImuMcs caMocToaTenbHO. Kaxapiil oOydatonuiics
CaMOCTOSATENIFHO OIPEIEIIsieT PEXUM CBOEi paboThl M Mepy TpyZa, 3aTpavyrBaeMOro Ha OBIIA/ICHHE
y4eOHBIM COAEp)KaHUEM JIUCHUILTUHBL. OH BBINOJHIET BHEAYAMTOPHYIO pabOTy W H3ydeHHe
pa3lesioB, BHIHOCHMBIX Ha CAMOCTOSTENBHYIO PaloTy, IO JIMYHOMY HHIMBHIYaJbHOMY IIIaHY, B
3aBHCHUMOCTH OT €T0 MOJArOTOBKH, BPEMEHH U APYTHX YCIOBUI.

@dopma 3aKIIOYUTENFHOTO KOHTPOJS TPH IPOMEXKYTOUYHOW arrecTaumu — 3adeT. Jlms
IPOBEICHUS MPOMEKYTOUHOM aTTeCTallK MO AUCHUILIMHE pa3paboTaHbl (HOH/ OLEHOYHBIX CPEACTB
U OaIbHO-PEUTHHIOBAsl CHCTEMa OLEHKH YYeOHOW JesTenbHOCTH cTyaeHToB. OIeHKa 110
JUCLIUTUIMHE BBICTABISETCS B MH()OPMAIIMOHHONW CHCTEME M HOCHUT HMHTETPHPOBAHHBIN XapakTep,
YUYUTBHIBAIOUIMN PE3YJIbTaThl OLICHUBAHUS yYaCTHs CTYJCHTOB B ayJUTOPHBIX 3aHATHSIX, KauyecTBa M
CBOECBPEMEHHOCTH BBINIOJIHEHHS 3aJaHU B XOJ€ H3yYCHHUS ITUCHUIUIMHBI U MPOMEKYTOUHOM
aTTeCTaIHH.



[Iporpamma cocrtaBieHa B cooTBercTBUM ¢ TpeboBanmsmMu PI'OC BO mo HampaBiieHHIO
38.03.01 Dxonomuxa v IPOGUITIO OATOTOBKU DKOHOMUKA U OU3HeC ((huHaHCwvl, uHgecmuyuu, OAHKU)
PaGouyto nmporpammy coctaBui cm. npenooasamenv Konecnuxosa V.B.

[IporpamMma paccMoTpeHa u ogo0peHa Ha 3acenannu kapeapsl DTuMK

npotokoi Ne 14 ot 14.05.2025 rona.
3aenyromuii kadenpoit ITuMK Maztioposa JI.B.
(ITonmuce)

Pabouass mporpamma paccMOTpeHa W OAOOpeHa Ha 3aceJaHuu Y4eOHO-METOAMYECKON
KOMHUCCHU (paKyJIbTeTa

npoTokoa Ne 5 ot 15.05.2025 ropa.
IIpencenarens komuccnu 'O Maxapos M.B.
(IToxmuce) (®.1N.0.)




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHAJIOB (CPEeACTB) MO AUCHHUILINHE
JlokyMeHTaIMoHHOE oOecrieueHne ypaBlieHus

1. OHeHO‘IHbIe MaTepuaJbl AJ NPOBCACHUS TEKYIICI0 KOHTPOJISA yCII€EBAEMOCTH

o JMCIUIIJIMHE

TecTsl:

1. Boibepute npaBuiIbHbINA OTBET:

a) TpeOoBaHuss K O(QOPMIICHHIO OPraHU3aALUOHHO-PACTIOPSAUTEIbHBIX  JTOKYMEHTOB
ycranasnuaeT 'OCT P 7.0.97 — 2016

0) B npunoxxeranu k TOCT P 7.0.97 — 2016 nanb1 oOpa3iibl 6J1aHKOB TOKYMEHTOB

B) B oprammsanmm 1o yCMOTpPEHHIO pYKOBOACTBAa JOJDKHA OBITH  pa3paboraHa
WHAUBUAYalIbHAS HHCTPYKLHUSA MO JIEJIOMPOU3BOJICTBY

r) Oprann3annoHHO-TIPABOBbIE JOKYMEHTBI, KaK IPABUJIIO, MOJICKAT YTBEPKICHUIO

1) B oprannzaninoHHO-IIpaBOBbIE JOKYMEHTHI MOKHO BHOCUTH U3MEHEHHUSI

2. B coctaB oprann3anoHHO-IIPABOBBIX TOKYMEHTOB HE BXO/MT. ..
a) ycTaB OpraHu3aiuu

0) mTaTHOE paCIUCaHHE

B) IpUKa3

3. K paciopsiutenbHbIM JOKYMEHTaM OTHOCSTCS:
a) MPOTOKOJIBI

0) ycraBbl

B) IIPUKA3bI

4. WHopManMOHHO-CIIPAaBOYHBIA  TOKYMEHT, COCTaBJISEMbIi HECKOJbKUMH JIHIIAMH,
MOITBEPKTAIOIIUI YCTAaHOBJICHHBIC (DaKTHI, COOBITUS WIIN JACHCTBUS

a) IMPOTOKOJT

0) akT

B) JIOKJIQJHAS 3aMHCKa

5. Kakue pacnopsauTenbHble JAOKYMEHTHl MOXET wu3aaBaTh llpesupent Poccuiickoit
denepanun?

a) yKasbl

0) pactiopspKeHUs

B) ITOCTaHOBJICHHS

6. JIoKHOCTHAS HHCTPYKIIUS COTPY/AHUKA. . .

a) MOJJICKUT YTBEPKACHUIO

0) He yTBepKIaeTcs

B) YTBEP)KAACTCS 110 YCMOTPEHHIO PYKOBOIUTEIISI

7. Kaxkoii HOpMaTUBHBIN JOKYMEHT OIpe/eNseT 005S3aHHOCTH COTPYIHUKA?
a) llltatHoe pacniucanue

6) YcraB npeanpusaTus

B) JlOJKHOCTHAS HHCTPYKLIHS

8. Kakue pacriopsanTenbHble JOKYMEHTHI U3JJaI0TCSl HA OCHOBE €AMHOHAYANNS?
a) perieHus
0) mpuKasbl

9. JIOKyMEeHT, aJpeCOBaHHBII BBHIIIECTOALIEMY PYKOBOJMUTENIO C W3JIOKEHUEM KOHKPETHOU
poOJIEMbI HJIM TIOCTAHOBKOW BOMIPOCA U COACPIKAITNI BBIBOIBI U TIPEITIOKECHUS



a) cimy)xeOHas 3amucKa
0) cBOJIKA
B) JIOKJIa/THAsI 3aIMCKa.

10. TunoBbIe JOKYMEHTHI HOCST ... XapaKTep
a) 00sI3aTeIbHBII

0) peKOMeHJaTeIbHBIN

B) 03HAKOMHTEILHBIN

11. Kakoil 1OKyMEHT He SIBISETCS pa3HOBUIHOCTBIO KOIUU?
a) YePHOBUK

0) oTmyck

B) nyOnuKar

12. JloKyMeHT, BbIJaBa€MbIii B3aME€H YTEPSIHHOIO M MUMEIOIUMNA CHIy TOJJIMHHUKA,
Ha3bIBaeTCH. ..

a) Komus

0) oTmyck

B) AyOnuKar

13. JIoKyMeHT, OKOHYATeJIbHO OQOPMIICHHBIN U MOANUCAHHBIHN, HA3bIBAETCH. ..
a) MOJJTMHHUK

0) oTmyck

B) AyOJIuKat

14. PeKBU3UT JOKYMEHTA — 3TO:
a) ero OT/CJbHBII AJIEMEHT

0) 9acTh CIy)eOHOTO THChMa
B) (hMpMEHHBIN OJIaHK

15. C momortipro Kakoro pekBu3uTa o(hopMIISIETCsl BHEIITHEE COTIIACOBAHKUE JOKYMEHTA?
a) BU3bI, COTJIaCOBaHUS
0) rpuda coriacoBaHus

16. B kakoMm ciydae npaBUIbHO OQOPMIIEH PeKBU3UT «OTMETKA O HAJIMYUM HPUIOKEHUSY,
€CJIM B TEKCTE COMPOBOAUTENLHOTO MHUCbMA HE YITOMUHAJIOCH O IPUIIOKEHUU?

a) [Ipunoxenue: 1. CnpaBka o corinacoBaHUM MpoekTa Ha 4 1. B 1 3Kk3.

2. OT3bIB 1O MPOEKTY Ha 2 JI. B 1 7K3.

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

17. Kak B TOKyMEHTE OTpa)kaeTcs peKBU3UT «a1aTan?

a) pUMCKUMU 1 pamu

0) apabckumu UppaMu

B) apaOCcKkuMu U pamMu U CIOBECHO-LHU(PPOBBIM CIIOCOOOM

18. KeM nmoanuceiBaroTCsi JOKYMEHTHI, COCTaBIIIEMbIE KOMUCCUEN?
a) PyKOBOJHUTENIEM OpTaHU3aIiH

0) mpezacenareneM

B) IIpejice/iaTeIeM U YWIeHaMH KOMUCCUU

T) IpeJICeaTeNIeM U CeKpeTapeM

19. Ha xakoM ciy>keOHOM MUCbME MPOCTaBIsieTcsl peKBU3UT «CchlIKa HA perucTpaliioOHHbIHN
HOMEp M J1aTy JOKYMEHTa»?
a) mpocrOax



0) COPOBOIUTEITBHBIX
B) MH(OPMAITMOHHBIX
') OTBETax

20. B pexBusute «Anpecar» npu aJpecOBaHUM JOKYMEHTa JIOJDKHOCTHOMY JIMILY WHUIHAIIBI
CTaBsIT:

a) nmepen haMuiIMen aapecara

0) mocrne dpammnu aapecaTa

21. B xakoM citydae npaBWIbHO 0(OPMIIEH PEKBU3UT «Azipecary»?
a) HupekTopy mikossl Ne 269
MarseeBoii Tamape [lerpoBHe
0) Hupexropy mkoibl Ne 269
T.Il.MarBeeBoii
B) 129128, MockBa, yi. Poctonunckas, 7
Hupekropy mkosusl Ne 269
r-xe MarseeBoii T.II.

22. Jlato¥i npoTOKOJa SBIISIETCS
a) J1ata MoAMMCcaHus MPOTOKOJIa
0) naTta 3acenaHus

B) JlaTa pErUCTpAIMU IPOTOKOIA

23. B xakoM citydae npaBuiibHO opopmiieH pekBu3uT «lloanuce» B mpoTokosue?

a) Jlupextop JIndnHas moanuckh M.B.JIapun

0) [Ipencenarens komuccuu JIMdHas TOIIUCH A.N.ITerpoB
YiieHBI KOMHUCCUH JIngyHasg noamnuch B.A.CmupHoBa
JImgyHas moanuch M.K.Moxkeesa

B) [Ipencenarens JInynas moanuch A.N.I1leTpoB
Cexpertapb JInunas noanucey O.H.Hukutnna

24. Kakast yacTb T€KCTa IIpHKa3a ABIsAETCS 005A3aTeIbHON?
a) KOHCTaTUpyroILas
0) pacniopsiuTenbHas

25. Kakoil pekBU3UT HE BXOAMT B COCTaB OyaHKa nucbma?
a) CIIpaBOYHBIE IaHHbIE 00 OpraHu3aluu

0) MecTO U3IaHus

B) CCBhIJIKAa HA HOMEP U JaTy BXOJAIIEr0 JOKYMEHTA

26. JIoKHOCTHOM ONaHK SIBISIETCS] PA3HOBUTHOCTHIO
a) obmiero 6yaHka

0) 6raHka mucpMa

B) OJIaHK KOHKPETHOT'O BHJIa TOKYMEHTA

27. MoxeT I MHUHHUCTP MOJANUCATh JTOKYMEHT, O(OPMIIEHHBIM Ha JOJDKHOCTHOM OJaHKe
3aMECTUTENS] MUHHUCTpa?

a) MOXET

0) HE MOXKET

B) 110 KEJIAHUIO

28. PexBU3UT «CIIpaBOYHBIC JaHHBIE 00 OPraHU3aAUI OPOPMIISIOT
a) TOJIbKO Ha OJIaHKaX MUChbMa
0) Ha Bcex OaHKax



B) TOJIBKO Ha OJJaHKE KOHKPETHOTO BUA TOKYMEHTa

29. Ha 6manke cyOobekToB PO pekBU3UTHI 0OPMIIIOTCS:
a) TOJIbKO Ha PYCCKOM SI3BbIKE

0) TOJIbKO Ha HAITMOHAJILHOM SI3BIKE

B) Ha JIBYX SI3BIKaX: PYCCKOM M HAIIMOHAITBHOM

30. [lara noxymenTa oopMIIseTcs:
a) 23.12.2023

0) 23.X11.2023

B) 23.12.23

31. Ilpu anpecoBaHny TOKHOCTHOMY JIMILY HHUIIMAIIBI CTABAT. . .
a) 10 hamMuIun

0) mocie GpamMuIuu

B) II0 YCMOTPEHUIO CEKpeTapst

32. Mecto u31anusi TOKyMeHTa 0pOPMIISETCS TaK
a) r. Mypom

6) Mypom

B) Top. Mypom

33. Cinyxke0HOe MUCbMO MOXET COIepKaTh He Ooee
a) YETBHIPEX aJpecaToB

0) ABYyX ajpecaTtoB

B) TPEX aJpecaroB

34. 3aroJ0BOK K TEKCTY COCTaBJISACTCS K IOKYMEHTaM, O(OPMIICHHBIM. . .
a) Ha opmare A4

0) Ha popmate AS

B) Ha 0OoM opmare

35. Tekct nokymeHTa Ha opmaTte A4 0pOpPMIISIOT..
a) uepe3 OJNH UHTEpBaI

0) uepes mosiropa MUHTEpBAJIA

B) uepe3 JBa UHTEpBaa

36. Pesomtonuio opopmIIsier. ..
a) pyKOBOJUTEIb

0) cekperapb

B) MCIIOJIHUTEIb

37. B pekBH3HTE «IIOANUCH» HHUIHAIbI CTABAT. ..
a) 10 hamMumu

0) nocne pamMuIun

B) HE UMEET 3HAYCHUS

38. OTmeTKka 0 MOCTYIUICHUU 0(pOPMIISETCS. ..
a) Ha TIOCTYMAIOIIUX JOKYMEHTaxX

0) Ha OTIPABIISIEMBIX JOKYMEHTaX

B) Ha BCEX JOKYMEHTax

39. Pe3ynbpTaT pacCMOTpPEHUS JOKYMEHTa PYKOBOIUTENEM 0pOpMIIIETCS. . .
a) TpuoM yTBEPKICHUS



0) pe3omronuei
B) rpuom coriacoBaHus

40. PacriopsiauTenbHbIA JOKYMEHT, KOTOPBIM H3a€TCsl HA OCHOBE €IMHOHAYAIINS
a) perieHue

0) npukas

B) IIOCTAHOBJICHUE

41. PacniopsiauTenbHbIl  JOKYMEHT, KOTOPBIM M3/1a€TCSi Ha OCHOBE KOJUJIETMaJIbHOIO
PYKOBOJICTBA

a) MpUKa3

0) pemeHue

B) paclopspKEHUE

42. W3 CKONBKHX COCTaBHBIX YacCTei, KaK NPaBWIIO, COCTOUT TEKCT PACIOPSIUTEIHLHOTO
JIOKYMEHTa

a) U3 ABYX

0) U3 oTHOM

B) U3 TpexX

43. daMUIUI0 ¥ JOJHKHOCTh MCIIOJIHUTENS B PACIOPSIUTEIBHON YacTH TEKCTa MpHKas3a I10
OCHOBHOﬁ NCATCIIBHOCTHU YKaBI)IBaIOT

a) B IMEHUTEIIBHOM IaJIe)Ke

0) B POIUTEIILHOM TaJIeKe

B) B JIaTEJILHOM I1aJICIKE

44. B cocTaB peKBU3UTOB IPUKa3a 10 OCHOBHOM JI€ATEIbHOCTU HE BXOAUT PEKBU3UT
a) rpud yTBEPKICHUS

0) 3aroJI0OBOK K TEKCTY

B) HOMEp JIOKyMEHTA

45. IIpuka3 mo OCHOBHOU J€SITEIBHOCTH TTOAMKUCHIBAET
a) pyKOBOJUTEIh

0) cekperapb

B) MCIIOJIHUTEIb

46. IlocTanoBieHUE MOAITMCHLIBAET

a) pYKOBOJUTEIb

0) cexpeTapb

B) PYKOBOJIUTEIH U CEKPETAph KOJUIETHATBLHOTO OpraHa

47. Ilpuka3 o OCHOBHOM J1€ATENbHOCTH OOPMIISIOT
a) Ha OIlaHKe MUChMa

0) Ha OJaHKe KOHKPETHOIO BUJa TOKYMEHTa

B) Ha JOJDKHOCTHOM OJIaHKe

48. CnoBO «IpUKa3bIBalO» B TEKCTE IMpHKa3a MO0 OCHOBHOM NEATEIBLHOCTH O(GOPMISIOT B
CJIEAYIOIIEM HallMCaHUU

a) [IPUKA3BAIO

0) mpHKa3bIBaIO

B) IIpukaseiBaro

49. PacniopsAMTenpHas 4acTh B PACIOPSIKEHUN HAUNHAETCS CIIOBOM
a) [IPEJIJTIATAIO



6) PEIIIAET
B) TOCTAHOBJISIET

50. Ciry>keOHBIN aKT COCTABISET U MOANMKUCHIBAET
a) PYKOBOJUTEIIb

0) UCIIOJIHUTEIIb

B) KOMHCCHS

51. OcHoBaHUEM ISl U3JAHUSI KAKOTO PACIOPSAIUTEILHOTO IOKYMEHTa MOKET ObITh aKT
a) [Ipukas

0) Pemenue

B) [locTanoBnenue

52. JlaToit akTa sSIBISIETCS

a) Jlata yrBepxIeHus

0) Jlara akTHpYeMOTO COOBITHS
B) JlaTa monnucanus

53. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT
a) I'pud cornmacoBanus

0) ['pud yrBepxaenus

B) OT™MeTKa 00 NCTIOTHHTEIEe

54. B cocTaB peKBU3UTOB aKTa HE BXOJAUT
a) ['pud yrBepxaenus

0) I'puc cornacoBanus

B) 3aroJIOBOK K TEKCTY JJOKYMEHTa

55. CKoNbKO YacTel COJIePKUT TEKCT aKTa
a) OJHY

0) nBe

B) TpH

56. 3aroj0BOK K TEKCTY aKTa popMyIupyeTcs
a) B UMEHUTEJILHOM MaJIexke

0) B pOJUTENILHOM MaJiexke

B) B MIPEJIOKHOM IaJEKe

57. Cnenyer nu yKa3blBaTh JOJDKHOCTH YJICHOB KOMHUCCHUU TpU OGOPMIICHHHM PEKBH3UTA
«ITOTTHCHY

a) Jla

0) Her

B) Ilo »xenanuto cekperaps

58. B cKoJIBKHX 3K3eMILIsIpax 0(OpMIIIETCS aKT
a) B tpex

0) B ueTbIpex

B) B ckonbkux HEOOX0IMMO

59. Kakas gacTh TEKCTa aKTa MOXKET OTCYTCTBOBATh
a) BBogHas yacthb

6) Koncratupyromas

B) 3aKJIIOYUTEIbHAS



60. [laToit mpoTokosa sBIsSETCS
a) 1aTa 3aceaaHus

0) nata opopmieHuUs

B) JlaTa MOMHUCAHUS

61. I3 ckoJIbKUX YacTel COCTOUT TEKCT MPOTOKOJIA
a) OJTHOM

0) 1Byx
B) TpeX

62. Borrpochl TOBECTKH JTHS B MPOTOKOJIC (DOPMYITUPYIOTCS
a) B MIMEHUTEJIBHOM Ta/IekKe

0) B MPETIOKHOM TTaJIeKe

B) B BUHUTEJILHOM IaJIeKE

63. [IpoTOoKOI MOMKUCHIBAET

a) pYKOBOAUTEIIb

0) cexperapnb

B) MPEJICEIATENb U CEKPETaph KOJUIETHAILHOTO OpraHa

64. Kakasg yacTp B cxeme IMOCTPOCHUA OCHOBHOM YaCTH MMPOTOKOJIa MOXKET OTCYTCTBOBATH
a) CITVILIAJIN

6) BBICTYITWIIN

8) TOCTAHOBIWIN

65. IIpoTokon opopMIISIOT
a) B OJIHOM DK3EMILISIPE
0) B ABYX 2K3EMILISIPAx
B) B TPEX IK3EMILISIPax

66. JlaToil BBIMMCKH U3 IPOTOKOJIA SIBJISETCS

a) nara oopMIIEHHUS MPOTOKOJIA

0) narta, ykazaHHasi B OTMETKE O 3aBEPEHUU KOIUHU
B) J1aTa MOJIIMCAaHUS POTOKOJIa

67. Beinucky U3 MpoTOKOJIa OMUCHIBAET
a) pyKOBOJIUTEIb

0) 3aBeqyIOIIHNI KaHIIETIsIpUeit

B) CEKpeTapb, OPOPMUBILUI BHITUCKY

68. BHYTpEHHIOIO JTOKJIAJHYIO 3aIIMCKY TOJITHChIBACT
a) COCTaBUTEIb

0) pyKOBOAUTENH MOAPA3ACTICHUS

B) CEKpeTaph

69. B ckonmbkux K3eMIUIsIpax 0OpMITSIETCS] BHEITHSISA TOKJIaAHAs 3allicKa
a) B OJTHOM

0) B ABYX

B) B TpeX

70. PekBU3UTHI 0OBSACHUTEIBHOM 3aMCKU IO TOBOAY OOBSCHEHHS MOCTYIKA aHAIOTUYHBI
a) BHyTPEHHEW TOKJIAAHON 3aIUCKU

0) BHYTpEHHEH CIIpaBKH

B) CIIy’)k€OHOMY ITUCbMY



71. Texkct noKIagHON 3aMCKH, KaK IPAaBUII COCTOUT
a) U3 OJTHOW YacCTH
0) U3 IByX YacTei
B) U3 TPEX YacTeu

72. B cocTaB peKBU3UTOB BHEITHEN JTOKJIAIHOW 3alIMCKU HE BXOJUT
a) 3aroJIOBOK K TEKCTY

0) reuathb

B) MOAMUCH

73. Tekct cay»)eOHOTO MUChMa COCTABIISIETCS OT
a) 1-ro nuIa MHOXXECTBEHHOT'O YHCIIa

0) 2-ro nuIa eqUHCTBEHHOTO YHCIIa

B) 3-r0 JIMIIa MHO>KECTBEHHOT'O Yncia

74. PEeKBU3HT «CChUIKA HA HOMEP U JaTy BXOJSIIET0 JOKYMEHTay odopmisieTcs
a) BO BCEX MUChMax

0) B OTBETHBIX MHUChMaX

B) B MHUIIMATHBHBIX MUCbMaX

75. TekcT ciayke0HOro muchMa MOXHO ohopMuTh Ha popmare AS, eciu
a) HeT Oianka popmara A4

0) TEKCT MUChbMa HE MPEBBIIACT 6 CTPOK

B) €CTh COOTBETCTBYIOILIHE YKAa3aHUs PYKOBOAUTEIS

76. CkoibKo OJIaHKOB MOTpeOyeTcs, ecliu Clly>keOHOe MUChMO HAMpaBiseTcs B Ba ajpecaTa
a) OJIMH

0) nBa

B) TpH

77. MakcuMainbHbIi 00beM Ci1yKeOHOT0 MHchbMa
a) 0JlHa CTpPaHHULIA
0) IBe CTpaHUIIBI
B) TP CTPAHUIIBI

78. IleuaTpro y1oCTOBEpSAETCS
a) MIChbMO-HAIIOMUHAHUE

0) MMCbMO-TIpUTIIALIIEHNE

B) TapaHTUIHOE THUCHMO

79. OT™MeTKa 0 MOCTYIUIEHHH JOKYMEHTA B OPraHU3aINIO IIPOCTABIISETCS
a) Ha BCEX JIOKyMEHTax

0) TOJIBKO Ha MPUCHITIAEMbBIX

B) 110 YCMOTPEHUIO CeKpeTaps

80. B mucbMe oTMeTKa O IOCTYIIEHHUH TOKYMEHTA MPOCTABISAETCS
a) B MPAaBOM HIDKHEM YTITy IIEPBOTO JINCTA JIOKYMEHTA

0) B JIEBOM HUKHEM YTITy MOCIIEHETO JIUCTa TOKYMEHTa

B) Ha JJIOOOM CBOOOJHOM MECTE

81. JlenoBoe MMCbMO, HCTIOIB3YEMOE I OTIPABKH TOKYMEHTOB, HA3bIBACTCS:
a) MUCbMO-TIOATBEPIKICHNE
0) nHpOPMaITMOHHOE TTUCHMO



B) COIIPOBOJUTENILHOE MMUCHMO

82. B kakux ciy4yasx UCHOJb3yeTCsl MUChbMO-HAIIOMUHAHUE?

a) Korja HeoOXO0AMMO COOOIIUTh O KAaKOM-THO00 (hakTe MU COOBITHH

0) Korza HeoOXOMMO MOJITBEPAUTD MOJTYUYEHUE TOKYMEHTOB MJIM MaTepPHaiOB

B) Koraga opranv3aluga-rapTHEP HC BLITOJIHACT B3AThIC HA ce0s1 00s13aTeNNbLCTBA WIIU IIPUHATBIC
JIOTOBOPEHHOCTHU

83. JIOKyMEeHTBI, TOCTYIUBIIKE HE 10 aJPECy, CIACIYET
a) BEpHYTb Ha MOUTY

0) YHUYTOXKHUTD

B) IIepeaiaTh C Kypbepom

84. KoHBepThl IOCTYNUBUINX JOKYMEHTOB
a) YHUYTOXKAIOT

0) OCTaBJISAIOT

B) B 3aBICHMOCTH OT CUTYyalluu

85. ®aKT MOCTYIUICHUS JOKYMEHTA B OPraHU3alUI0 0(QOPMIISIFOT PEKBH3UTOM
a) OTMETKa 0 KOHTPOJIe

0) OTMETKa O MOCTYIICHUH JOKYMEHTa

B) OTMeTKa 00 MCIIOIHUTEIE

86. O0s13aTeNbHON PErUCTPaLIUY MOJJIEKAT
a) sKcnpecc-uHpOopMaIHsl

0) peKJIaMHBIC MHUCHMa

B) 3asBJICHUS TPAXKIaH

87. Llenbro perucTpanuu siBiasieTcst
a) obecrieyeHre yuera u KOHTPOJIs
0) OBICTPBII MOUCK IOKYMEHTOB
B) BCE BBILIETIEPEUNCICHHOE

88. Ilponiemypa peructpanuu BKIOYAET B CeOst
a) OJIVH dTan
0) nBa sTamna
B) TpM dTana

89. He noxnexxut peructpanuu

a) IPUKa3 110 OCHOBHOM JEATEIbHOCTH

0) »kanoba rpaxJaH1HA

B) MMCHMO WH(POPMAIIMOHHOTO XapaKTepa, IMPUCIAHHOE JUTsl CBEACHUS

90. O0s3aTenbHON perucTpanuy MoAISKUT

a) JOKYMEHT, KOTOPBIH IO CBOEMY COJIEPXKaHUIO TPeOyeT pelIeHus Ui OTBEeTa
0) mporpaMmma CoBEIIaHUS

B) IJIAHOBO-(hMHAHCOBAs TOKyMEHTAIH

91. MaauBHIyaibHBIE CPOKU MCIIOJTHEHHS YCTaHABIMBACT
a) UCTIOJTHUTEIh

0) pyKOBOAMTENb

B) CEKpeTaph

92. CpoK HCIIOJIHEHUS JOKYMEHTA UCUUCIISAETCS



a) C MOMEHTA MOCTYIUIEHUS JOKYMEHTa B OPraHU3alhIo
0) C MOMEHTA MOJIy4eHHs TOKYMEHTA UCTIOTHUTEIIEM
B) C JIaThl MOCTYIHUBIIETO TOKYMEHTa

93. Cpok UCMOJHEHHS JOKYMEHTA MOXKET MPOJTUTh
a) TOT, KTO €r0 YCTaHOBMJI

0) UCTIOTHUTENH IOKYMEHTA

B) PYKOBOJIUTEID

94. JIOKyMEHT CUMTAETCS UCTIOTHEHHBIM

a) KOTJ]a eCTh YKa3aHUe PYKOBOJIUTEIIS

0) Korza mpoCTaBJIeHa OTMETKA 00 MCIIOJIHCHUN
B) ITOCJIC PETHCTPALIUU TIOKyMEHTA

95. Ha xakue JOKyMEHTOIIOTOKH JACIUTCS TOKYMEHTAIIUS:

a) MUChMA, PACTIOPSIKCHHSI, TOTOBOPA

0) JIOTOBOPA, TOKYMEHTBI OPTraHOB BJIaCTH

B) BXO/ISIINE, UCXOSIINE, BHYTPEHHUE JIOKYMCHTHI

T) oOpareHus rpaxaan (5kamoObl, TPEITOKCHHS U 3asBIICHUS )

96. Kakue ¢hopMbl peructpaiii J10KyMEHTOB CYIIECTBYIOT?

a) KypHaJbHas1, KAPTOUHAs U aBTOMaTU3UPOBaHHAs

0) LIEHTPAIN30BaHHasl, JCHEHTPAIN30BaHHAs, CMEIIAHHAS

B) yd4eT JIOKyMEHTOB, KOHTPOJIb 3a MX HCIIOJIHEHUEM, CIpaBoYHas pabora IO
JOKyMEHTaM

r) JIbOOMHAs!, KHHKHAsS

97. JIoKyMEHTONIOTOK UCXOJSIINX JTOKYMEHTOB COCTABIISIOT:

a) OTBETHBIC U HHULIMATUBHEIC MMChMa

0) MHACbMA, aKThl, IPUKA3BI

B) ITIOCTAHOBJICHUS, PELIEHNUS, PACIIOPSIKEHUS, IPUKA3bl, IMCbMA U T.II.

T) JIOKYMEHTBI TOJIBEJJOMCTBEHHBIX OpraHU3alrii, MPUCHUIAIOIINX NEPBUYHYIO OTUYETHO-

YUYCTHYIO JOKYMCHTAIIUIO U PA3JIMYHOI'0O poaa 3alIpOChl

98. O6beM 10KyMEeHTO000pOTa — ITO:

a) 3TO MAaKCHMAQJIBHO pAalMOHAIBHOE COKpAIlEHHE KOJIMYECTBA YEro-mbo MyTeM
CTaHJapTU3aIMH K eJMHON hopme

0) MaTepuaibHbIi OOBEKT, cCOAepXKallui HHPOpPMAIHUI0 B 3a(UKCUPOBAHHOM BHUJE U
CHelHaNIbHO NpelHa3HaueHHBIN /I ee Tepeiadd BO BpEMEHU U IPOCTPAHCTBE

B) YCTAHOBJICHHE KOJHMYECTBA M COCTaBa apXMBHBIX JIOKYMEHTOB B €IMHHUIAX y4eTa U
buKcanys NPUHAUIEKHOCTH KaKION €IMHUIBI yueTa K OINpe/le]IeHHOMY KOMIUIEKCY U o0IIeMy HX
KOJIMYECTBY B YUETHBIX JJOKYMEHTaX

r) KOJINYECTBO JOKYMEHTOB, OCTYMUBIINX B OPraHU3AIMIO U CO3JJaHHBIX €10 B TEUECHUE
OIIpEJIETICHHOTO TIEPHO/ia BpEMEHH, KaK IPaBHiIo, roJa

99. KT0 MOXKET OCyIIECTBIIATh NEPBOHAYATBHBIN TPHUEM U 00pabOTKY TOKYMEHTOB:

a) Cekpertapb

0) Hupekrtop

B) HAYaJbHUK OT/IEa KaJIpOB

T) CrnemnanpHoe moapazaenenne ciyxos1 10V, pabotauk ciyx6s1 JIOY unu cekperapnb
PYKOBOJUTENS

100. Yuer oOKyMEHTOB — 3TO:



a) BOXHEHIIMHA 3Tan paboThl ¢ AOKYMEHTaMHM M ONpPEAENSIeTCs KaK 3aluCh YYETHBIX
JAHHBIX O JIOKyMEHTE I0 YCTaHOBJICHHOH (opme, puxcupyronias (pakT ero co3iaHusi, OTIPABICHUS
WJIH TTOJTYy4EHHUS

6) ABMIKCHUC NOKYMCHTOB B OpraHu3aliik ¢ MOMCHTA HUX IOJYUYCHUA WM CO3AaHUA OO
3aBCPIICHU UCIIOJIHEHU A, OTIIPABKH agpecaTy UK CAa41 Ha XpaHCHHUC
B) YCTAHOBJICHUC W IMPUMCHCHHUC IIpaBHJI C LCJIbIO YIHNOPAAOYCHHUA HACATCIBHOCTH B

OIpe/Ie]IEeHHONW 00JacTH Ha MOJb3y U MPH YYaCTUU BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YAaCTHOCTH,
JUISL IOCTHXKEHHS BCEOOIEH ONTUMANBbHON SKOHOMHHU TPU COOMIOCHUN (PYHKIIMOHAIBHBIX YCIOBHMA
U TpeOOBaHUN TEXHUKHU 0€30M1aCHOCTH

r) YCTaHOBJICHME KOJIMYECTBA M COCTaBAa apXMBHBIX JOKYMEHTOB B €IMHMIAX y4eTa U
(buKcanys NPUHAUIEKHOCTH KaKAOH €IMHUIIBl y4eTa K OIpPEJeIECHHOMY KOMIUIEKCY M O0IeMy HUX
KOJIMYECTBY B YYETHBIX JOKYMEHTaX

101. B unaexc 1oKkymMeHTa HE BXOJIUT

a) koxa mo OKVY /I

0) HOMeEp JieTa 0 HOMEHKJIIAType

B) HOMEP CTPYKTYPHOT'O IMOPA3ICICHUS

102. Xanoba nnu 3asiBIIeHHE, TOCTYNHUBILIHUE B aJIpeC OPraHU3aIN, UMEIOT HHJICKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

103. [Ipuka3 1o OCHOBHOM AESITEIbHOCTH UMEET UHJEKC
a) 34 n/c

0) Ne 34

B) Ne 34-x

104. Iepen cnaveit TOKYMEHTOB Ha apXMBHOE XPAHCHUE CIICIYET ...
a) CTPYIIIHUPOBATD U MOAMIUTH JOKYMEHTBI B TAITKH

0) 0(pOpPMUTH U OMHCATh JeNa

B) COCTaBHUTh OMHKCH JOKYMEHTOB U TIEPEIUIECTH UX

r) CHUCTEMaTH3UPOBATh U YTOYHHUTH JOKYMEHTBI

) CKOIHMPOBATH 0CO00 BaXKHBIC TOKYMEHTHI

105. Yaie Bcero 10KyMeHTBI TPYIIIUPYIOTCS:

a) 3a OJMH KaJIeHAAPHBIN o
0) 3a JIBa KaJICHIapHBIX ro/ia
B) 3a TPH KaJICHJapHBIX roja
r) 3a [I9Th KaJeHAapHBIX JIET
1) 3a JIECATh KaJICHAPHBIX JeT

106. leno ¢popmupyertcs ...

a) B Ipeieliax KaJleHJapHOTro rojia (3a UCKITIOYSCHUEM TIEPEXOSAIINX J1EM)
0) 710 JOCTHXKEHHSI MaKCUMaJIbHOTO 00beMa B JIUCTAX, T. €. 10 250 1.

B) 10 YCMOTPEHHIO OPTaHU3aluu

r) JI0 OKOHYAHUS PEIICHHUs BOIIPOCa, HE3aBUCHMO OT KaJIEHAAPHBIX CPOKOB
) HET IPaBUJIBHOTO OTBETA

107. CBogHast HOMEHKJIaTypa e GupMbl BBOJUTCS B ICHCTBHE:

a) ¢ 1 sHBaps creAyromero KajaeHaapHoro rojaa
0) C IeKadpsI TEKYIIEero rojaa
B) Ka)K7ble TIONTO/a TeKYIIEeTo Mepruoaa

T) o Mepe HaIOOHOCTH



108. Beigaua e u3 apxuBa Juist pabOTHUKOB APYTHX OpraHu3anui opopmisiercs ...

a) aKTOM O BbIJ1a4€ JIeJ1 BO BpEMEHHOE 0JIb30BAHUE B IPYTHUe OpraHU3aliu

0) 3aKa30M Ha BbIIady JIeJl BO BPEMEHHOE I10JIb30BaHUE B APYTrUe OpraHu3aluu

B) 3asBJICHUEM Ha BbIJIady JIeJI BO BPEMEHHOE I10JIb30BaHKE B APYrHe OpraHu3aluu
r) HET IIPaBUJILHOTO OTBETA

109. Homenknatypa aein — 3710 ...

a) NepeveHb 3ar0JIOBKOB JIEJI U CPOKOB UX XpaHCHUS
0) CIIMCOK BCEX JI€JI, UMEIOIINUXCS Ha HPEAIPUATHN
B) NepeveHb JIes IS TIepejadu B apXUB

r) CIIUCOK 0C000 BaXKHBIX JJOKYMEHTOB

110. DaeKTpOHHBINA JOKYMEHTOOOOPOT — 3TO:

a) MaTepUalibHBI 00BEKT, colepkanuii HHPOpMAIMIO B 3aQHUKCHPOBAHHOM BHIE M
CIIC1uaJIbHO HpeﬂHa3Ha‘-IeHHBIﬁ AJIg €€ Inepeaayr BO BpEMCHU U IPOCTPAHCTBC

0) JIBIDKCHUE JIOKYMEHTOB B OPraHM3allid ¢ MOMEHTA UX MOJYYCHHS WM CO3JaHHS 110
3aBCPUICHUA UCITIOJHCHUS, OTIHIPABKH aApeCaTy UJIM CAa4X Ha XPAHCHUC

B) 9JIEKTPOHHBIA JOKYMEHT - 3TO JAOKYMEHT, B KOTOPOM HH(pOPMAIUs MPEICTaBICHA B
IIEKTPOHHO-ITUPPOBOH Popme

r) OTpaciib JICATEIbHOCTH, OXBATHIBAIOIIAass BOMPOCHI XPAHEHUS W HCIOJIb30BAHMS

APXUBHBIX TOKYMCHTOB

111. Peructpanus 31€KTPOHHBIX JOKYMEHTOB — 3TO:

a) YCTAQHOBJICHHE KOJIMYECTBA U COCTaBA ApPXUBHBIX JIOKYMEHTOB B €AMHHUIAX y4eTa U
¢dukcanys NpUHAIICKHOCTH KaXJI0H €IUHMIIBI yuyeTa K ONpPEJIeICHHOMY KOMIUIEKCY U o0LeMy HX
KOJINYECTBY B YUETHBIX JOKYMEHTaX

0) BaXHEHIINN 3Tanm paboThl C JOKYMEHTaMU U ONPENENAETCs KaK 3allliCh YYETHBIX
JAHHBIX O JIOKyMEHTE I10 YCTaHOBJICHHOH (opme, purcupyromas (pakT ero co3iaHusi, OTIPaBICHUs
WJIM [IOJIY4EHUS

B) 3TO MAaKCHMalbHO pAIMOHANIBHOE COKpAIIeHHE KOJIMYECTBAa YEro-aiudbo myTeM
CTaHJapTHU3allMU K €IUHON (hopme
r) OpraHM3aiys JOKyMEHTOOOOpOTa, XpaHeHHWS M HCIOJIb30BaHUSA JOKYMEHTOB B

TEKYILIEH AESITENbHOCTH YUPEKICHUS

[IpakTrueckue 3agaHus:
1. YcraB opraHuzali — YYpEIUTEIbHBIA JOKYMEHT, YCTaHaBIIMBAKOUIUN
(3aKOHYHUTE OTIpE/IECTICHHE)

2. llonmoxxeHue — 3TO JAOKYMEHT, pErIaMEHTUPYIOIIUI .(3axoHUHnTE
oTpesieNieHue)

3. JIokyMeHTBI K1acCu(UIHUPYIOT (3aM0JHUTE ITyCThIE MECTa):

10 BHUJIaM: OPTaHU3AI[MOHHO-PACTIOPSIUTEIBLHBIC, , IO INYHOMY COCTaBY;

o gopme: HHIUBUyaTbHBIE, , TpadapeTHEIE;

10 TTPOUCXOKICHHUIO: CITY’)KEOHBIE U ;

10 MECTY MPOUCXOKICHHUS: U BHYTPEHHHUE;

IO CPOKaM XpaHCHHS: , BPEMEHHOTO XPaHCHHS,

IO CTEMEHU TTTACHOCTHU: OTKPBITHIE U ;

mo cmnoco0y ¢ukcanuu wuHQOpPMAIUK: PYKOMHCHBIC, , Tpaduueckue,
, OTOKMHOTIOKYMEHTHI;

10 BUTY 0(hOpMIICHUS: TIOJTHHHUKH, , , TyOJTNKATHI,

110 CPOYHOCTH: Y HECPOYHEIE;

110 HAUMCHOBAHHIO:




4. Ilpuka3 - 5TO HOPMAaTUBHBIM JTOKYMEHT, H31aBacMbIii .(3axoHumnTE
ompeieTIeHNE)

5. VYkazaHwe - pacnopsaUTENIbHBIA JOKYMEHT, W3/1aBaeMbIi .(3aKoHUHTE
OmpeieTICHUE)
6. [IpoTOKOII - 3TO JOKYMEHT, COAECPKALUN .(3aKOHYHTE OIpeICIICHUE)

7. Jdata W MecTa COCTAaBJEHHsS aKTa JIOJDKHbI COOTBETCTBOBATb JIaT€ W MECTY
(OKOHYHTE MPEIOKEHUE)

8. AKTBI, KaK NPaBHJIO, YTBEPXKIAIOTCS ydpexaeHus (BCTaBbTe
IIPOIYILLIEHHBIE CIIOBA).

9. Tlocine CclOB «4J€HBI KOMHUCCHUMY HE CTaBUTCS (BCTaBbTE
MPOIYIIEHHBIE CIOBA).

10. Teker IPOTOKOJIA COCTOHT u3 IBYX JacTeu: BBOJTHOI u
(BCTaBbTE MPOIYIIEHHBIE CIOBA).

11. KonuuectBo yKa3bIBaeTCsl 00s3aTeNbHO, TaK KaK OT 3TOTO 3aBUCHT
KBOPYM IIpH IIPUHATUY PELLICHHsI FOJIOCOBAHNEM (BCTaBbTE MPOMYIIEHHBIE CII0BA)

12. Ha paCHIMpCHHbIX 3aCCIaHusiAXx C OOMBIINM YHCIOM MNPUCYTCTBYIOIINX HX COCTaB

YKa3bIBAETCs (BCTaBbTE MPOIYILIEHHBIE CJIOBA)
13. Kaxnplii BOIpOC NOBECTKH [JHS apabckumu  1Udpamuy,
odopmisieTcs ¢ KpacHOM cTpoku U (GopMynupyeTcs B najexe. (BCTaBbTe

IPOIYILLEHHBIE CIIOBA)

14. Kaxnaplii TyHKT TIOBECTKM JHS CTPOUTCS TIO CXEMe: ,
, .(BCTaBbTE MPOIMYIIEHHBIE CIIOBA)

15. Ecniu Bonpoc He o0cyxancs, MyHKT MOJKET OTCYTCTBOBATb.
(BCTaBbTE MPOIYIIEHHBIE CJIOBA)

16. Ilporoxon odopmisercs B 9K3eMIUIApe (BCTaBbTE MPOIYILEHHBIE
CJIOBA)

17. Bemmcka U3 NpPOTOKOJA  yIOCTOBEpseTcss  OQOpPMIIEHHMEM  PEKBH3HUTA
.(BcTaBbTE MPOMYIIEHHBIE CIIOBA)

18. Hatrou BBIIIHCKH u3 [IPOTOKOJIA ABJIACTCS Jara, yKa3aHHast
.(BCTaBbTE MPOIMYIIEHHBIE CIIOBA)

19. JloknanHast 3amucka — JOKYMEHT, aJpECOBaHHBIN o
KOHKPETHOW TEME C U TPEIIOKCHUSIMU TI0 HEW. (BCTaBbTE MPOMYIICHHBIS
CJIOBa)

20. BHemHOI0 JOKIaJHYIO 3alUCKY, aJpPECOBAHHYIO B BBILIECTOSIIYIO OPraHU3alLUIO
MTOITMCHIBAET (BCTaBBTE MPOMYIIICHHBIE CIIOBA)




21. Bnytpennioro JIOKJIATHYIO 3alUCKy COCTaBJISIET u MO CHIBAECT
.(BCTaBbTE NPONYIIEHHBIE CIIOBA)

22. PexBU3UTHI BHYTPEHHEH JOKIAIHON 3aMUCKHU (BCTABbTE MPOMYIIEHHBIE CJIOBA):
- azpecat (B 1aTEIILHOM TaJIexKe)

- (B poUTENBHOM HAEKE)

- HAaMMEHOBaHME BUa JOKYMEHTA

- TEKCT

- OTMETKA O HAIMYUU MPUIIOKEHUS (B Clydae HEOOXOAUMOCTH)

- ata

23. PekBU3UTHI BHENIHEH TOKJIATHOM 3aITMCKH (BCTaBbTE MPOIYIIICHHBIC CII0BA):
- HAUMEHOBAHUE OpraHU3alMK — aBTOPA JIOKYMEHTA
- HAaMMEHOBaHME BHUIa JOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHUS JOKYMEHTA

- 3ar0JI0BOK K TEKCTY
- TEKCT
- OTMETKA O HAIMYUU NPUITOKEHUS

- OTMETKa 00 MCIIOJIHCHUU U HaITpaBJICHUU JOKYMCHTA B €10

24. PykoBoactBysicb ['OCT P 7.0.97 — 2016, cocraBbTe BapuaHThl O0IIETO OJIAHKA C YTIIOBBIM
¥ TIPOJIOJIBHBIM PACHOI0KEHHEM PEKBU3UTOB JUIS OPraHU3aluy (TIPeIIpPUSITHS ).

25. PykoBoactBysick 'OCT P 7.0.97 — 2016, coctaBbTe BapraHThl OJ1aHKa MUCbMA C YIIIOBBIM
Y TIPOAOJIbHBIM PACIIOIOKEHUEM PEKBU3UTOB I OpraHU3aluy (IPEATPUATHS).

26. PykoBOACTBYsICb TpeOOBaHUSMU OCHOBHBIX HOPMAaTHMBHO-NIPAaBOBBIX JIOKYMEHTOB,
COCTaBbTE MOJIOKEHHE 00 SIKOHOMUYECKOM OT/AEIIE.

27. PYKOBOI[CTBYHCB Tpe60BaHI/I$IMI/I OCHOBHbBIX HOPMAaTUBHO-IIPABOBBIX HTOKYMCHTOB,
COCTaBbTC JOJDKHOCTHYIO HHCTPYKIHIO BEAYIICTO DKOHOMMUCTA.

28. PyKOBOACTBYsICb TpeOOBaHUSMU OCHOBHBIX HOPMAaTHBHO-NIPABOBBIX JIOKYMEHTOB,
COCTaBbTE LITATHOE PACIIUCAHUE.

29. CocraBbTe MpHKa3 MO DIEKTPOBAKYYMHOMY 3aBOJly 00 YCTaHOBJICHHM €IMHOTO pEXHUMa
paboThl LIEHTPAJIbHBIX CKJI3J0B. B KOHcTaTupyromiel uacTH OTMEThTE, YTO OTIYCK IleXaM
MaTepHaJioB CO CKJIAJOB MPEANPUSATHS B TeUeHHE pabodero JHA HapyllaeT HOPMATUBHYIO paboTy
CKJIQJICKOro ammapara. B pacnopsauTenbHOW 4YacTH YKaXXUT€ KOHKPETHBIE 4Yachl OTIIYCKa
MaTepHaJioB CO CKJIJ0B, HA30BUTE KOHKPETHBIX JOJDKHOCTHBIX JIUI] (B TMPEKIIMHU U 1eXaX), KOTOpbIe
OTBEYAIOT 33 MEPEeBOJ CKJIAJ0B Ha OoJiee palMOHAIBHBIA peXuUM paOoThl. OCTalbHBIE PEKBU3UTHI
YKaXXHUTE CAMOCTOSITENIBHO.

30. CocraBpre mpukaz mo AO «[Iumor» 00 u3MeHeHuMu rpaduka pabOThl B CBS3H C
IIPOM3BOJICTBEHHONW HEOOX0IMMOCThIO. B KOHCTaTHpYIOIIeH YacTH yKa)KUTe OCHOBAHUE JUISl U3JaHUS
IpuKaza  JIOKJaJHas 3alMCKM HaudanbHHKa ornaena Oprnosa B.M. B pacnopsiaurensHOl yacTu
MPEJIOKUTE HAYAIbHUKY TEXHUYECKOTO OT/eNia OPraHru30BaTh paboTy B CyOOOTHUE THU B MEPUOT;
[JIABHOMY OyXrairepy MOATOTOBUTh MNPEJIOKEHHUsS IO OIUIaTe CBEPXYPOUHBIX JHEH, TJIaBHOMY
WHXEHEepy OpraHu30BaTh KOHTPOJIb 32 UCIIOJTHEHUEM MPUKa3a.



31. CocraBbte pacnopsikenue no AO «Bocxomy» o MpoBeACHUN PEMOHTHBIX paboOT B CBSI3U C
ABApUIHBIM COCTOSSHMEM OTOIUTENbHOM cucteMbl B 1exe Ne3. Ha3HauuTh OTBETCTBEHHOTO
HAYaJbHUKA PEMOHTHO-TEXHUYECKOW CIIy’)KObI, yKa3aTh CpPOK BbINIONHEHUs pador. KoHTponsb 3a
MIPOBEICHUEM PEMOHTHBIX pa0OT BO3JIOKUTH Ha HadasbHKKA 11exa Ne3 Antonosa 1O.B.

32. CocrtaBbTe NpoTOKOJ 0O0IIero codopanus akmuoHepoB AQO «lIporpecc», Ha KOTOpOM
paccMaTpuBalCs BONPOC OO0 yBEIMUEHHHM YCTaBHOTO KamuTana oOmiecTBa. B Xxoxe 3acemanus
npeJceaaTeab COBeTa JUPEKTOPOB MPEICTaBUI TEXHUKO-3KOHOMHYECKOE 0O0OCHOBAHUE YBEITUUYCHUS
yCTAaBHOTO KamuTaja oOmiectBa Ha 85 muH. pyO. BeicTymaromme mopnepkaid mpeajgoxeHue oo
YBEJIMYEHUH YCTAaBHOT'O KamnuTajaa oOLIecTBa U MPeUI0KIIN IepeueHb MepUOIUYECKIX U3AaHUN IS
nyOIMKanuy nHGOpMAaIMU O JOMOJHUTEIHLHOM BBITYCKe akuuid obmectBa. CoOpaHHe MOCTaHOBHUIIO:
YBEJIMYUTh YCTaBHBIM KamuTaad OOIeCTBa; YTBEPAUTh NpeiacTaBieHHbII COBETOM IUPEKTOPOB
IIPOCHEKT 3MHUCCUM aKLIMi; BHeCTHM u3MeHeHus B yctaB AQO «llporpecc» B uyacTH yBelIWYEHHE
YCTaBHOI'O Kanutajia. Pemenus npuHsAThl €AUHOTIACHO.

33. CocraBbTe akT peBu3uu kaccol Ha AO «Pycckuii dhapdop» no cocrosuuio Ha 08.02.20
r. OcHoBaHueM siBisieTcsl npukas aupekropa AO «Pycckuit dapdop» ot 05.02.20 1. Ne2l «O
CO3JaHMM KOMHCCHUU TIO TPOBEACHUIO PEBU3MM Kacchl». B pe3ynbrare MNpoBEeNEHHON peBU3HH
YCTAaHOBJEHO: 1) OCTaTOK HAJWYHBIX JIEHEI B Kacce COIVIACHO KAacCOBOM KHUIE M JIaHHBIM
OyXrajaTepckoro yuera J0JKeH cocTaBlsTh 25283 py0.; 2) pakThuueckuii OCTaTOK HaJUYHBIX JIEHET B
kacce coctaBisger 21500 py6. Henocraua nanmusbix aeHer B kacce — 3783 py0.; 3) Hemocraua
HAJIMYHBIX JIGHEr B Kacce oOpas3oBajiachk MO BUHE Kaccupa XapuToHoBoil B.M. B akre mmeercs
MIPUJIOKEHNE — O0BSICHUTEIbHAS 3aMMiCcKa Kaccupa XapuToHoBoi B.1.

34. CocTaBbTe aKT MPOBEPKH COXPaHHOCTU JOKyMeHTOB B AO «Tepmuka» Ha OCHOBaHHUH
NpuKa3a reHepanbHoro nupekropa ot 18 aBrycra 20 1. Ne35 «O mnpoBeneHMM TPOBEPKHU
COXPaHHOCTH JOKyMEHTOB». Kommuccus mnpoBesia MPOBEPKY OpPraHu3allUd U YCIOBHUSX XPaHEHHUS
JOKYMEHTOB, B pe3ylbTaTe KOTOPOH YCTaHOBIEHO ClEAyollee: JOKYMEHThl XpaHSATCS B
CTPYKTYPHBIX TOApa3AeIeHUsIX, CHOPMUPOBAHHBIE B JIela, B COOTBETCTBHH C HOMEHKJIATYpOIl.
@®akTOB yTpaThl, IOPYM WM HE3aKOHHOTO YHMUTOXKEHUS TOKYMEHTOB HE ycTaHOBJIeHO. Kommuccus
PEKOMEHAYET NMPEAOCTaBUTh CHEIMATIbHOE TOMEIIEHUE /171l apXUBa, 000PYyI0BaB €ro CTeJlIaXaMH.

35. CocraBbTe aKkT YCTaHOBJEHHUS (PAKTUUECKOW MPOU3BOIUTENILHOCTH TEXHOJIOIMUYECKON
JUHUU. B cocTaBe KOMHCCHU YKaKUTE PYKOBOIMTENS JIaOOpPAaTOPUH, CTapLIero JiabopaTopuw,
npejceaaTenab — IIaBHbIA TEXHOJIOT, MPUCYTCTBOBAI  IJIaBHBIA MHXEHep. B Tekcre akra oTpasute
cBeleHUs O ToM, uTo B mepuoa ¢ 10 okTsaOpst mo 12 okTsabps Komuccusi mpoBesia paboTy Mo
YCTaHOBJICHHUIO (DAKTHUECKON INPOU3BOJUTENIBHOCTH TEXHOJIOIMUECKON JMHUM MO W3TOTOBJIEHUIO
acOeCTOIIEeMEHTHBIX JTUCTOB Ha 3aBojie Nel. JIuHus nmpuHsaTa B 9KCIUTyaTanuio B nekadbpe 2013 r. co
CpeIHel MPOU3BOIUTENBHOCTBIO 88 rcToB/4ac. 3a mpoluieaee BpeMsi IPOU3BOAUTEIbHOCTh JTUHUU
3HaYUTEIbHO BoO3pocia. [[ng yTouHEeHUs NPOM3BOJUTEIBHOCTH JMHMM M KadecTBa MPOIYKIHH
KOMHCCUSL PAacCMOTpela MaTepuanbl: CBEIeHUs O padoTe JIMHUU 3a BeChb IMEPUOJ; (U3UKO-
MeXaHUYecKue ToKazarenu. B pesynabrare paboThl KOMHCCHS — ONpEAeNyia  4acOoBYIO
MPOU3BOIUTENBHOCTD TUHUU 400 JIHCTOB, YTO COOTBETCTBYET ro10Boi MoutHocTy 300 MITH. JIUCTOB B
rof

36. CocraBpTe akT crnucaHusi umymiectBa. OCHOBaHUE — MPHUKa3 TeHEPaIbHOTO TUPEKTOpa
000 «Tpukorax» ot 19.06.20  Ne 29 «O npoBeAeHWH WHBEHTapU3allMu HUMYyIIeCTBa». B akre
cienyeT OTpa3uTh cieayromue aanHsie: B nepuona ¢ 20.06.20  mo 17.07.20 _ xomuccus nposena
paboTy 10 YCTaHOBJICHUIO HEMPHUTOJHOTO K JaJIbHEHIIIEMY HCIOIh30BaHUIO UMYyIecTBa. Komuccns
YCTaHOBWJIA, YTO HUMYIIECTBO COIMJIACHO MPHJIAraéMoMy K aKkTy MEPEYHI0 MOJJIEKUT CIHUCAHUIO B
CBSI3M C HEMIPHUTOTHOCTHIO JIJISI UCTIOB30BAHUS.



37. CocTaBbTe AOKJIAAHYIO 3alIMCKY HaYaJIbHUKA oTaea pekinamy aupekTopy OO0 «AnbaHC»
0 JIOTIOJIHUTENFHOM (prHaHCHpOoBaHUU 3aka3a Ne 174/15 B ¢BsA3M ¢ pocTOM 1LieH Ha nonurpaduyeckue
yCIIyTH BO BTOPOM KBapTaje TeKyliero rojaa. 1 usmeHeHmuem cMeTsl 3aTpar.

38. CocraBbTe IOKIAJHYIO 3alMCKy HWH)KEHEpa I0 TEXHUKE OE30MaCHOCTH TJIaBHOMY
umkenepy CMY Ne 23 o coGumto/ieHH TeXHUKU Oe30macHOCTU. B OKIagHON 3amicKe YKaXKUTE Ha
TO, YTO OTIEN TEXHHKH OE30MacHOCTH HEOJHOKPATHO HH(OPMHPOBAN TJIABHOIO HHXKEHEpA O
HECOOIIOICHUN TEXHUKHU O€30MaCHOCTH Ha CTPOMTENIBHOM IUIOIIAJKE, HO J0 HACTOAIIEIO BPEMEHH
OTCYTCTBYIOT OTPaKICHHs B MECTaxX IPOBEACHUS CTPOUTEIBHBIX PAadOT, HE OTPa)KIalTCI MecTa
cBapouHbIx pabot. Ilpu mpoBeneHun paboT B MEXaHOCOOPOUHOM I€X€ BENETCS OCTOHHPOBAHHE
KOJIOHH, XOTSl OTrpaKJA€HHE KOTJIIOBaHA HE cnaenaHo. HeoOXoauMo CpOYHO HpPUHATH MEpHI IO
0e30MacHOMY BEJICHUIO pa0OT Ha CTPOUTEIBHOM Y4aCTKeE.

39. CocraBbTe OOBSICHHTEIBHYIO 3alUCKy MEHEIDKEpa OTHaela MPOJaX 3aMECTHUTEIO
TCHEPAIbHOIO JUPEKTOpa 1O MpOoAaXaM O 3aJep)KKe 3arpy3Kd TOTOBOH NPOAYKIMH B BaroH
No234578910 u3-3a OTCYTCTBUS TPY3UYMKOB Ha CKJIa/i€ TOTOBOM MPOAYKIMHU. B TekcTe oTMEThTE, YTO
HAYaIbHUK CKJIaJa TOTOBOW MPOJYKIIMH HEOJIHOKPATHO MPEAYIPEKIAICT O TOM, YTO 3a 3aJACPIKKY
BaroHOB TMpearnpusTue miatuT mrpadsl. OmHAKO 3arpy3ka BaroHa Obla OCYIIECTBIIEHa B OoJjee
MO3JHUE CPOKH, YeM IUIaHUPOBaJoch, B cBsi3u ¢ 3TuM AQO PXK]] Obin BhicTaBieH cyer 00 orjaTe
mrpada (mpocroii Barona) B cymme 5000 py0.

40. CocraBbTe OOBSICHUTEIBHYIO 3alUCKY HauyaJlbHUKA OT/ENAa LEHHBIX Oymar IUPEKTOpYy
ITAO «Mudo-bank» o HenpeacTaBIeHUN B CPOK CBOAHOTO OTUETa B CBA3M C MOBpEXKAECHUEM (akc-
MOJIEMHOH CBSI3M M OTCYTCTBHEM OTUETHBIX JaHHBIX Biagummupckoro ¢uimana 6aHka.

41. CocraBbTe 00BsICHUTENBHYIO 3amucKy Kaccupa OO0 «Jlyu» mupektopy 00 OmmdbOYHO
npoOUTOM ueke Ha cymMmy 85 pyOueid. Uek ObUT MPOOHUT OMIMOOYHO 10 MPUYMHE HEBHUMATEILHOCTH
npu padoTe Ha KOHTPOJIBHO-KACCOBOW MallluHe.

42. PexBU3UTHI CIIy’)K€OHOr0 MHCbMa (BCTaBbTE MPOIYLICHHBIE CJIOBA):
- PEeKBU3UTHI OJIaHKa MUChMA;

- ajpecar;

- pe30IIoNHS;

- TEKCT;
- OTMETKAa O HAJUYHH MPUITIOKECHHUS;

- OTTHUCK II€YaTH;
-0TMETKa 00 MCITOJIHUTENE;

-0TMeTKa 00 UCTIOJTHEHUH JOKYMEHTA Y HAIPABJICHUH €0 B JIEII0;

- ( TOJBKO TSI BXOAIIUX ITHCEM. )

43. Onpenennure TN I€JI0BOr0 NUChbMa:
Ha Bam 3anpoc coobiiaeM, 4To Bce KOMIOHEHThI aBTOOYCHBIX BO3JYIIHBIX KOHIWLIMOHEPOB
Y TPAHCIOPTHBIX MOPO3WIBHBIX YCTPOWCTB UMEIOT NOATBEp:KIeHue cranaaptoB ISO 9001.

44. Onpenenurte TUI JIEJIOBOTO MUChMa!
[Ipocum Bac cooOmuth, KOorja ¥ Ha KakuUX YCJIOBHsIX Bwl mMoxkere moctaButh Ham 200
KomOaitHOB Mapku B-45.

45. Onpenenurte TUI JIEIOBOTO MUChMA!
C coxaneHreM coo0IIaeM, 4To KajpoBas CHTyalHs B HalleM YHHUBEPCHUTETE HE TO3BOJISET
MOJIOKUTEIHHO OTKIIMKHYTHCS Ha Ballle peIoKeHHe 0 padoTe y Hac.



46. OnpeaenuTe TUII JETOBOTO MUChMA:

HampaBnisieM cocTaBleHHBI Ha OCHOBE COTJIACOBAHHOTO TIPOEKTa JOTOBOp 00 apeHne
noMemennii nox lleHTp coumanbHOM momomu ceMbe. [IpocuM moamucarh, 3aBEpUTH IMEYATHIO U
BbIC/IAaTh | (OJIMH) SK3EMILISIP B HAIII aJIpec.

[Tpunoxenue 1oroBop 06 apeHse Ha 8 J1. X 3 2K3.

47. PyKOBOJACTBYSICh ITpaBUiIaMHu 0(OpMIICHHSI TOKYyMEHTOB, COCTaBbTE aBTOOHOrpaduIo.
48. PyKOBOJACTBYSIChH ITpaBuIaMu 0(OPMIICHHSI TOKYMEHTOB, COCTaBbTE XapaKTEPUCTHUKY.
49. PykoBOACTBYsIChH IpaBuiIaMu 0(OPMIICHHSI TOKYMEHTOB, COCTaBbTE pE3lOMe.

50. CocraBbTe MUCHMO-TIOATBEPKACHUE 00 oriate npoaykuuu. Omiata NapTuu TpOAYKLUUN
ObLIa mpou3BeaeHa GUPMON B JeHb MOCTYIUICHUST ToBapa B MockBy. Il MOATBEPKICHUS OTLIATHI
OpraHu3alys BbICHLIAET KOIHUIO IUIATEXHOTO opydeHus oT 27.06.20  Ne 245.

51. CocraBbTe comnpoBogutesbHoe THUCbMO OT OOO «lIpocnekT» K OTHpaBKe ajapec
oprauzaiun «O00 «CepBuct+» IByX 3K3EMIUIIPOB JOMOIHUTEIBHOTO COTJalIeHus: K JoroBopy Ne
2008-25-02 ot 25.02.20 o coTpyaHuuecTBe. B mucbMe conep:kuTcs mpockda MOAMUCATH €ro,
CKpENUTb NeYaThlo U OJUH 3K3eMIuLsIp BbicaaTh B agpec OO0 «IIpocnekT» B Teuenue 10 guei.

52. CocraBbre nuceMo-npemsiokearne OO0 «CTpoNKOMILIEKTY, CICIHATIU3UPYIOIIETOCs Ha
KOMIUIEKTAllMM OOBEKTOB CTPOUTENHCTBA M IMPOMBIIUICHHBIX MNPEANPUATUN 3IIEKTPOTEXHHUUECKUM
0o0opyIoBaHHEM M KaOEJIbHO-TIPOBOJIHUKOBOW Tpoaykiuend. OpraHuzaiusi UMEET BO3MOXKHOCTh
OpraHH30BaTh B IIOJIHOM O00BEME TOCTAaBKH HEOOXOJMMOT0 OTEYECTBEHHOTO U HMIIOPTHOTO
000pyI0BaHUS U KaOEIbHO-IIPOBOJIHUKOBOM TMPOAYKIIMH JJIsi CTPOSIIUXCA U PEKOHCTPYUPYEMBIX
00BbekToB. OpraHuzainusi MpeajgaraeT BOCIOJIB30BAaThCS yCIyraMu IO MOCTaBKE KaueCTBEHHOU H
HEJIOPOTON AIEKTPOTEXHUYECKON MPOIYKIIMHU, TPOM3BOAUMON JTYUYIIUMHU npennpustusamu Poccun, a
Tak)Ke MPOAYKLUHU TakuxX cTpaH kak Mrtamus, Typuus, ['epmanus.

53. J1oKyMEHTOOO0OpOT — 3TO JOKYMEHTOB B YUPEXJEHUU C
MOMEHTa HX WIA TOJIYYEHUs /10 3aBepIIeHUs WIN
OTMpaBJIeHHs (BCTaBHTE MPOIYIICHHBIE CJIOBA)

54. Tlponomkure npemioxerue: « OpopmiaeHue Aem — 3TO...»

55. OCHOBHBIMHU NpaBUJIAMH JOKYMEHTOOOOPOTA SBISIOTCS:
1.
2.
3.

56. CocraBbTe (QopMyIssAp-oOpaszer] AODKHOCTHOM HMHCTPYKLUUHU, PACKpPOHTE OCHOBHBIE
pazzenbl HHCTPYKIIMH, pacCKaXuTe 00 0013aHHOCTAX PYKOBOJUTENS CIIYKObI 1€JI0MPOU3BOACTBA.

57. CoctaBbTe (hopmyssip-oOpaserr CBOTHON HOMEHKIATYPHI J1e.

58. CocraBbTe (Hopmysap-oOpazelr HOMEHKJIATYPHl AN CTPYKTYPHOTO TOApa3aelieHUs
(Oyxranrepun).

59. CocTaBUTH JIUCT-3aBEPUTEIID JIETA.

60. CocTaBbTe O0JIOXKKY JeTa.



61. 3amoaHUTH aKT O BBIACICHWH K YHUYTOKCHHMIO JOKYMEHTOB MW i€, HE IOJICKAITUX

XPaHEHUIO.

Oo01ee pacnpenesieHue 0aJ1JI0B TEKYIEr0 KOHTPOJIA 10 BUAAM Y4eOHbIX PadoT IJisl CTY/IeHTOB

. TectupoBaHue, BEITIOTHEHHE
Peittunr-kontpos 1 o 10
MPAKTUYECKUX 3aJaHH
. TectupoBaH¥e, BBHITIOTHEHHE
PeliTuHr-KOHTpOIH 2 . 10
MPAKTUYECKUX 3aJaHHM
. TectupoBanue, BbIIIOTHEHHE
Peittunr-konTpOH 3 N 10
MPAKTUYECKUX 3aaHHH
Tlocemenue 3agaTui ITocemenne JeKIMOHHBIX, 40
CTYJICHTOM MPAKTUYECKUX 3aHATUI
JlomoTHUTETbHBIE OATUTBI AKTHBHOCTb Ha MPAKTUICCKUX 10
(6onyCHI) 3aHATHUSAX
BrinonHenue ceMecTpoBOro Brimmonnenue ninana
TJIaHa CaMOCTOSITEIbHOM CaMOCTOSITENIbHOM pabOThI 20
paboThI CTYJCHTOB

2. HpOMe)KyTO‘IHaﬂ arrecranms 1o IuCuauIilJinue
ITepedyenb BOpPoCoOB K IK3aMeHYy / 3a4eTy / 3a4eTy ¢ OLeHKOM.
Ilepeyenn npakTHYecKUX 3a1a4 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OleHKOMH (mpu

HAJIMYHIH)

HJ’IH MMPOBCACHU: 3a1UCTa UCIIOJIB3YHOTCA 3a1aHUA B TECTOBOM (I)opMe, IMPUBCACHHLIC B pa3/iciic

MeToauuecKkue MaTepHuaJibl, XapaKTCPU3YIOIIME NNPOLUHCAYPLI OLICHUBAHUA

Ha ocHoBe

THUIIOBBIX

331aHUII  NIPOTPaMMHBIM

KOMIIJIICKCOM

MH(}OPMAaLIMOHHO-

oOpaszoBatensHoro mnoprana MU Bal'V ¢opmupyroTcss B aBTOMAaTu4ecKOM peXHME TECTOBBIE
3ajaHus s crTyneHToB. IIporpaMMHBIM KoMmIuleKC (OpMHUpYET HHAWBHIyalbHBIE 3aJaHUs IS
KQXJIOT0 3aperuCTPUPOBAHHOIO B CHUCTEME CTYACHTA M YCTAHABIMBAET BpPEMs IPOXOKICHUS
TECTUPOBaHUs. Pe3ynbTaToOM TECTUPOBAHUS SBJISETCS KOJUYECTBO HAOpaHHBIX 0asIoB.

MakcumanbHas cymMma 0ajuioB, Habupaemasl CTyIeHTOM 1o AucuuiinHe pasHa 100.

Orenka | OreHka 1o mkane O6ocHoBaHME Yposeno
B chopmuposannocmu
Oamnax KomMnemeHnyuil
bonee | «OtmmaHO» Conepxanne Kypca OCBOCHO Buicokuii yposens
80 MOJIHOCTBIO, 0€3 MPoOesoB,

HEOOXOUMbIE TIPAKTHIECKUE HABBIKU

paboThI C OCBOSHHBIM MaTEPUATIOM

c(hOopMUPOBAHBI, BCE

MPEyCMOTPEHHBIC IPOTPAMMOIA

o0ydeHus1 yueOHBIC 3aTaHUS

BBIMOJIHEHBI, KAYECTBO UX

BBITIOJTHEHUS OIEHEHO YHCIIOM

0ayI0B, OJIM3KUM K MAaKCUMATHbHOMY
66-80 «Xopomro» ConepxaHne Kypca OCBOEHO Ilpoosunymuti

MIOJIHOCTHIO, 0€3 MPoOesoB, YpoeeHb




HEKOTOPBIE MPAKTUUYECKUE HABBIKU
paboThI C OCBOEHHBIM MaTEPHUATIOM
c(hOpMHUPOBAHBI HEJIOCTATOYHO, BCE
IPEAYCMOTPEHHBIE POTPAMMON
oOyueHust yueOHbIE 3aTaHs
BBIITOJIHEHBI, KAUECTBO BBIIIOJIHEHUS
HH OJTHOTO U3 HUX HE OLIEHEHO
MUHUMAaJIbHBIM YHCIIOM OaJIjIOB,
HEKOTOPbIC BUAbI 3aJaHUI
BBITIOJTHEHBI C OLTMOKaMU

50-65 «Y 1OBIETBOPUTEIILHO) CopepxaHue Kypca OCBOEHO Ilopozoewiit yposens
YaCTUYHO, HO IIPOOEIIBI HE HOCAT
CYLIECTBEHHOI'O XapaKTepa,
HE00XO0AMMBbIE IPAKTUYECKHUE HABBIKU
paboThI ¢ OCBOSHHBIM MaTEPUAJIOM B
OCHOBHOM C()OPMUPOBAHBI,
OO0JIBIIMHCTBO MPEIYCMOTPEHHBIX
porpaMMoii 00yueHus: yueOHbIX
3aJlaHuH BBIIOJIHEHO, HEKOTOPBIE U3
BBINOJIHEHHBIX 33JJaHUH, BO3MOXKHO,
coJiepKaT OUTMOKU

Menee | «HeynosnerBopurenbHo» | CoaepkaHue Kypca HE OCBOEHO, Komnemenuyuu ne
50 HE00XO0AMMbIe IPAKTUYECKHUE HABBIKU | chopmuposansvl
paboThI He CHOPMHUPOBAHEI,
BBINOJIHEHHbIE YUeOHbIE 3a/1aHUS
COJIEpIKaT TpyObIe OMMOKH

3. 3agaHus B TeCTOBOI (popMe MO TUCHHUIINHE
[Ipumeps! 3ananuii:
K KaKOMY BUAY JOKYMCHTAIUN OTHOCUTCSA YCTaB:
-OpraHvM3alivuoHHasd
-MH(OPMAIIIOHHO-CIIPaBOYHAs
-pacnopsAauTeNIbHas
-A0OKYMCHTANU: 110 INYHOMY COCTaBY

Z[OKYMCHTaI_II/IOHHOC obecrnieueHue YIIPpaBJIICHUA — 3TO!

-IpOoHCCC YCTAHOBJICHUA W MPHUMCHCHUS NpaBUJI C LEJIBIO YIHNOPAAOUYCHHUA ACATCIbHOCTU B
ACJIONIPOU3BOJACTBE

-COBOKYITHOCTb JOKYMCHTOB, IPUMCHSCMBIX B OHpeHGHGHHOﬁ cq)epe JCATCIIBHOCTH

-COBOKYITHOCTb PCKBU3UTOB, YCTAHOBJICHHLIX B COOTBECTCTBUHU C (I)OpMYJ'ISIPOM JOKYMCHTa

-ACATCIBbHOCTE alllapara YHpaBJICHUSA, OXBaTbhbIBAOLIAsA BOIPOCHI AOKYMCHTUPOBAHUA U
OopraHu3alnuunu pa6OTBI C JOKYMCHTaMH

[TomHBIN TIEpeUeHb TECTOBBIX 33JJaHUN C YKa3aHUEM MPABHILHBIX OTBETOB, pa3MeIlleH B OaHKe
BOMPOCOB  Ha  HMH(OPMAIIMOHHO-00pAa30BaTeILHOM  TOpTaje  HHCTUTYTAa IO CCBUIKE
https://www.mivlgu.ru/iop/question/edit.php?courseid=763 &category=24234%2C23297&qbshowtex
t=0&gbshowtext=1&recurse=0&recurse=1&showhidden=0&showhidden=1

O1leHKa pacCUUTHIBACTCS KaK MPOICHT MPABUJIBHO BBIMOJIHEHHBIX TECTOBBIX 33JJaHUN U3 HX
oO1ero yucia.



