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1. lleanb ocBOeHNSI AUCUUILIHHBI

Henp mucuumuuuel: Jlate 3HaHUS, HEOOXOAMMBIC Ui  NPAaBUIBHOTO COCTABICHHUS U
o(QOopMIIEHHUS OKYMEHTOB, CO3/IaBa€MbIX B IPOLIECCE MPUHATUS U pealu3aludl YIpaBIEHYECKUX
peLIeHHIA, OCBOUTH OOIICTTPUHSATHIC JIEKCUKY U CTHIIb JI€JIOBOM KOPPECTIOHICHIIHH.

OCHOBHBIMU 33J1a4yaMU Kypca SIBJISIOTCS:

- O3HAKOMUTbH CTY/ICHTOB C MPABHJIAMH COCTABICHHS U OQPOPMIICHHS OCHOBHBIX IOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, IPUKA30B, CIYKEOHBIX 3allMCOK, IPOTOKOJIOB, aKTOB, CIPAaBOK U
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

- JaTh IpeJICTaBIeHue 00 OpraHu3aluu JOKyMEHTO000pOTa, CUCTEeMaTH3allui IOKYMEHTOB U
WX XpaHEHUHU;

- copMHUpOBaTh y CTYACHTOB HABBIKM CAaMOCTOSITEIbHOTO COCTaBJICHHS YIPaBIIEHYECKOM
JIOKYMEHTAI1H, JIEJIOBbIX [TUCEM.

2. Mecro mucuuniaunnsl B crpykrype OIIOII BO
bazoit nnsa u3yueHus: Kypca SIBISIIOTCS 3HAHUS MOJYYEHHBIE CTYJEHTAMU B XOJ€ HU3y4CHUS
TakuX JUCHMIUIMH Kak: "MHocTpanHblil s3bIK", "HMH(MOpMaIMOHHBIE TEXHOJIOTHU B KOHOMHKE'.
3HaHME OCHOBHBIX IIOJIOKEHUH JUCHUIUIMHBI "JIOKyMEHTAllMOHHOE oOOecreyeHue yrnpaBieHus"
HEO0OXOUMO MPHU U3YUEHUU AUCHUILTUH "Y1paBieHue nepcoHaioM”, "Ituka OuszHeca'", a Takke mpu

HAIKMCAaHUH BBITYCKHOW KBaTH(PUKAIIMOHHON pabOTHI.

3. IliannpyeMble pe3yabTaTbl 00y4eHHUs M0 JUCUMILINHE
[Tnaampyemble pe3yabTaThl OOYYCHHS 1O TUCIHUIUIMHE, COOTHECCHHBIC C IUIAHUPYEMBIMH
pesynbratamu ocBoeHust OITOII (koMneTeHIUsIMHU U UHANKATOPaAMH JTIOCTHXKEHUSI KOMIIETEHIINHN )

dopmupyeMbIE [TmarupyeMble pe3yabpTaTsl 00yUCHHS 0 AUCIUILTHHE, B
KOMIICTCHIIU (KO}I’ COOTBCTCTBUU C MHAUKATOPOM HOCTHIKCHUS KOMIICTCHIINHN HauMmenoBanue OLICHOYHOI'O
coJiepKkaHue WNHaukaTop JOCTHKEHUS Pesynerater 00y4deHus 1Mo cpelcTBa
KOMIICTEHIINH) KOMITICTCHITHH JIHUCITUTIINHE
VK-4 Ciocoben VYK-4.1 OcyumectBiser 3HATh CUCTEMBI TecT, npakTUYECKUE 3a1aHUS
OCYLIECTBIISATh JIEIIOBYI0 KOMMYHHUKAIIUIO B JIOKyMEHTaLUH,
JIEJIOBYIO YCTHOM M MIUCbMEHHOMN COBpPEMEHHBIE CIIOCOOBI I
KOMMYHHKALHIO B (hopMax Ha PyCCKOM SI3BIKE TEXHHUKY CO3aHMS
YCTHOU U JIOKYMEHTOB, OCOOCHHOCTH

MMUCBMEHHOU (hopMax
Ha rocy1apCTBEHHOM
s3plke Pocculickoit
Denepanuu u
MHOCTPaHHOM(BIX)
A3bIKe(ax)

OpTaHM3aINN JABHKEHHS
JIOKYMEHTOB Ha
NPENNpUITUSIX U B
opraumanusx (YK-4.1)
YMeTh IpUMEHATh HA
MIPAKTHKE JIETOBYIO
KOMMYHHUKAIIMIO B
IcbMeHHOH (opme,
IpaMOTHO pa3padaThIBaTh
OCHOBHBIEC BHIbI
YIPaBIEHYECKUX
JIOKyMEHTOB, paboTaTh ¢
JIOKyMEHTaLueH B
COOTBETCTBHH CO
CTaHIApTaMHU
nenonponssoactea (YK-4.1)
Bnaners npaBusiamu u
(hopmamu JeoBOM U
KOMMEpPYECKOH IEepEeICKH, B
TOM YHCIIE C 3apyOEKHBIMU
naptHépamu (YK-4.1)




4. CTpyKTYypa " coepkaHne TUCHUILTHHBI
OO01mmast Tpy10€MKOCTh TUCHIUTUIHHBI COCTABISIET 3 3a4eTHhBIE equHUIBI, 108 yacoB.

4.1. ®opma o0y4eHHsI: OUHAS

YpoBeHb 6a30BOro 00pa3oBaHusi: CpeHee ooIee.

Cpoxk o0yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI

KonTakTtHas paborta
00y4aroImuxcs ¢ MeJaroru4eckuM | g
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1 JlokymMeHTOBeIeHEe 4 11012 42 | Tectuposanue, BmomHeHKe
ITPAKTUYCCKUX 3aJaHUN
2 OpraHnaauI/m 4 6 4 32.15 TecTupoBaHue, BHIIOIHEHHE
6 ! TIPaKTHICCKUX 3aI[aHI/II\/'I
JIOKYMEHT0000poTa
Bcero 3a CEeMECTp 108 16 16 1,6 0,25 74,15 3au.
Hroro 108 | 16 | 16 16 0,25 | 74,15
4.1.2. CogepkaHue TUCUMILIMHBI
4.1.2.1. IlepeyeHn JieKUMi
Cemectp 4
Pasoen 1. /lokymenmoseoenue
Jleknus 1.

Beenenne B gucuuiuiMHy. Buabl u o kinaccudukanus A0KyMeHTOB. TpeOoBaHusa K

COCTaBJICHUIO U 0()OPMIICHUIO TOKYMEHTOB (2 daca).
Jleknus 2.

Opranu3aloOHHO-pACIIOpAIUTENbHAS JOKyMeHTalus (2 yaca).
Jleknnus 3.

NudopmanronHo-cipaBoyHas ToKyMeHTalus (2 yaca).
Jlexnus 4.

JlokymeHTaIus 1o JIMYHOMY COCTaBy (2 Jaca).
Jlexnus S.

JlenoBast mepemnucka (2 gaca).
Paszoen 2. Opeanuzayus ooxkymenmoodbopoma
Jleknus 6.

Opranu3zanus 10KyMeHToo00poTa (2 yaca).




Jexkuusa 7.

Cucremaruzanust 1okymeHToB. DopmupoBanue nen. Xpanenue. [loaroroska u nepegava aen
B apxuB (2 yaca).
Jlexnus 8.

DNEeKTPOHHBINA JOKYMEHT M 3JIEKTPOHHBIA JOKYMEHTO000POT (2 yaca).

4.1.2.2. llepeyeHb NPAKTHYECKUX 3aAHATHI

Cemectp 4
Paszoen 1. Jloxymenmoseoenue
IIpakTuyeckoe 3ansaTue 1

TpebGoBanus K 0pOpMIICHUIO TOKYMEHTOB. biiaHku 10oKyMeHTOB (2 Jaca).
IIpakTuyeckoe 3ansaTHE 2

CocraBieHue 1 0pOopMIICHHE OPTaHU3alMOHHBIX IOKYMEHTOB (2 daca).
IIpakTHyeckoe 3ansaTHe 3

CocraBieHue 1 0OopMIICHHE PACTIOPSIUTEIBHBIX JOKYMEHTOB (2 daca).
IIpakTuyeckoe 3ansaTue 4

CocrasieHue u opopmiieHHEe HHPOPMAIIMOHHO-CITPABOYHBIX JJOKYMEHTOB (2 Jaca).
IIpakTuyeckoe 3ansAaTHE S

CocraBieHue 1 0popMIICHHE JOKYMEHTOB I10 INYHOMY COCTaBY (2 yaca).
IIpakTH4eckoe 3ansATHE 6

CocraBnenue u opopmiieHue ciyke0HbIX mrceM (2 yaca).
Pa3zoen 2. Opeanusayus ooxymenmoobopoma
IIpakTH4yeckoe 3ansiTue 7

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

Xpanenue nen. CocraBieHHEe BHYTPEHHEH ONWCH, aKTa O BBIICICHUU K YHUYTOXKEHHIO H
CHATHIO C y4eTa (2 Jaca).

4.1.2.3. Ilepeuennb J1adopaTOpHBIX padboT
He mnanupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecliedeHue CAMOCTOATEIbHOM

padoThI
[lepedyeHb TeM, BEIHECEHHBIX HAa CAMOCTOSTEIBHOE U3YICHHUE!
. HopmatuBHO-cipaBoYHasi OCHOBa OpTraHU3aIlMH JOKYMEHTAIMOHHOTO 00ECTICUeHHSI YIIPaBICHUSI.
. CocTaB pekBU3UTOB, BUIbI OJ1aHKOB 1 TpeboBaHus Kk 6mankam o ['OCTy.
. TpeboBanus Kk 0OpPMIICHUIO OPTaHU3AMOHHO-PACTIOPSIUTEIIBHBIX JTOKYMEHTOB.
. TpeGoBanus K 0pOPMIIEHNIO OCHOBHBIX BUJIOB HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
. Odbopmienune kaapoBbIX TOKYMEHTOB.
. OdbopmiieHue ciy>keOHBIX TMHCEM.
. @OPMEBI perucTpaIyu J0KYMEHTOB.
. TpeGoBaHwMs 1O 3aMOJHEHUIO eIl
. XpaHEeHHEe JOKYMEHTOB.
10. Opranuzaius paboThl ¢ JOKYMEHTaMH, COACPKAIMMUMU KOH(PUICHIIMATbHBIC CBEACHHUS.
11. Opranuzais 31eKTPOHHOTO TOKYMEHTOO00pOTa.
Jns caMOCTOSTENTbHONH pabOThl MCIONB3YIOTCS METOJUYECKHE YKa3aHHs IO OCBOCHHUIO
TVICIIATUTMHBI U U3IaHUS U3 CIIMCKA TIPUBEICHHON HIKE OCHOBHOM U JIOTIOJTHUTEBHOW JTUTEPATYPHI.

O 0 1IN DN K W —

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

He mnanupyercs.

4.1.2.6. IlIpuMepHbIi IepeYeHb TeM KypPCOBbIX padoT (IIPOEeKTOB)
He mnanupyercs.



4.2 ®opma 00yuyeHHA: OYHO-3204YHAS
YpoBeHb 6a30BOro 00pa3oBaHus: CpeHee ooIee.

Cpoxk o0yueHus 5.
Bcero ®opma
Tpynoew- Jlek- Hpakru- | JIa6opa- Koucyab- (KOHTaK- MPOMEKYTOYHOTO
KOCTb, qyeckue TOPHBIE KonT- CPC,
Cemectp umu, TaNMs, THas KOHTpOJs (3K3.,
gac./ 3a4. 3aHATHS, padoTsI, poJib,4ac. gac.
qac. qac. padota), 3ad4., 3a4. C OIl.)
(918 qgac. qyac.
qac.
4 108/3 4 4 2 0,5 10,5 93,75 3a4.(3,75)
HTroro 108/3 4 4 2 0,5 10,5 93,75 3,75
4.2.1. CTpyKTypa AUCHUIIMHBI
KonrakTtHas padota
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E o) 8 = 5 ceMecTpam)
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1 | HokymeHToBelneHHE 4 | 4 | 4 51 TectupoBanue,
BEITIOJTHEHHE
MPAKTUIECKIX
3aJaHuN
2 Opranuzanus 4 42,75 TectupoBanue,
JIOKYMEHTOO000pOTa BBITIOJIHCHHE
MPAKTUIECKIX
3aJaHuN
Bcero 3a cemectp 108 4 | 4 + 2 10,5]93,75 3au4.(3,75)
Htoro 108 | 4 | 4 2 10,5]93,75 3,75
4.2.2. CogepkaHue TUCUMUILIMHBI
4.2.2.1. IlepeyeHnb JeKUM
Cemectp 4
Pa3zoen 1. Jloxymenmoseoenue
Jlexnus 1.
Beenenne B jgucnuiuimHy. Buabsl w kiaccupukanus JOKYMEHTOB. TpeOoBaHUS

COCTaBIIEHUIO ¥ O(hOPMIIEHUIO JOKYMEHTOB (2 yaca).




Jlexknus 2.
JlenoBast mepernucka (2 gaca).

4.2.2.2. IlepeyeHb NPAKTUYECKUX 3AHATHI
Cemectp 4
Pa3zoen 1. Jlokymenmoseoenue
IpakTnyeckoe 3ansitue 1.
TpeboBanust k opopMIIEHHIO TOKYMEHTOB. biianku gokymenToB (2 gaca).
IIpakTnyeckoe 3ansiTue 2.
Cocrasnenue u ohopmiieHue CITy>KeOHBIX mHceM (2 gaca).

4.2.2.3. IlepevyeHnn 1a00paTOPHBIX padoT
He mmanupyercs.

4.2.2.4. [lepeyeHb TeM U y4eOHO-METOAUYECKOE O0ecleueHre CAMOCTOSATEIbLHOI

padéoTbI
IlepeuyeHb TeM, BBIHECEHHBIX Ha CAMOCTOSATEIbHOE U3YUYEHUE:
1. HopmaruBHO-CIIpaBOYHass OCHOBAa OpraHU3allMd JOKYMEHTAllMOHHOIO O0ecHedeHus
yIIpaBJICHUSL.
2. CoctaB peKBU3UTOB, BHJIbI OJIaHKOB 1 TpeOboBaHus K Oimankam o 'OCTy.
3. TpeboBanus K OOPMIICHHIO OpraHU3alMOHHO-PACTIOPAIUTEIbHBIX JJOKYMEHTOB.

4. TpeboBanust K OQGOPMIICHHIO OCHOBHBIX BHJOB HH(OPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

5. OdopmiieHre KaJpOBBIX TOKYMEHTOB.

6. OdopmieHue cnyKeOHBIX MHCEM.

7. ®OpMBI PETUCTPALIUN JOKYMEHTOB.

8. TpeboBaHus IO 3aIIOJHEHHUIO JIEI.

9. XpaHeHne JOKYMEHTOB.

10. Opranusanus paboThI ¢ TOKYMEHTaMH, COJIEPKAIIMMU KOH(PHUICHINAIBHBIC CBEICHHSL.

11. Opranusaius 3JeKTPOHHOTO JTOKYMEHTO000pOTA.

Jlis caMOCTOSTENTbHONM paboThl HMCMONB3YIOTCS METOJUYECKHE YKa3aHHs IO OCBOECHHUIO
JTVICIATUTMHBI U U31aHUS U3 CIIMCKA TIPUBEACHHON HI)KE OCHOBHOM M JOTIOJHUTEIBHOM JTUTEPATYPHI.

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

1. Ponp qoKkyMeHTa B COBPEMEHHOM OOIIIECTBE.

2. Crioco0ObI 1 0COOEHHOCTH IOKYMEHTUPOBAHUS.

3. BO3HUKHOBEHHUE U PA3BUTHE CHCTEM JIOKYMEHTAIINH.

4. YHU(QUUIMPOBAHHBIE CUCTEMbI TOKYMEHTALIUH.

5. IlpaBuma odopmieHHs OCHOBHBIX BHJOB  OPTraHU3AIMOHHO-PACIIOPSAUTEIHHBIX
JIOKYMEHTOB, KOITUH JIOKYMEHTOB.

6. TloHarue O JENIONPOM3BOJCTBE W HMH(POPMANUOHHO-TOKYMEHTAIIMOHHOM OO0ECTICUeHUH
yIIpaBJICHUSL.

7. JlenoBoe mucbmo.

8. IInucpMma 3apyOeKHBIM MapTHEPaM.

9. JInuHble TOKYMEHTHI, TPEOOBaHUS K UX COCTABIECHUIO U 0()OPMIIEHUIO.

10. Cnyx0a nokymeHTanmoHHoro obOecnedenus ynpasienus (CHOY), ee cTpykrypa,
(GyHKINH, TOJKHOCTHOM COCTaB.

11. TunoBasi TEXHOJIOTHSI OPraHU3ALUHU JOKYMEHTOO0O0pOTA.

12. KonduaeHnuanbHOE JEITOMPOU3BOICTBO.

13. ABTOMaTu3aIus NpoLeccoB JOKYMEHTAI[HOHHOTO O0ECIIeYeH s yIIPaBIEHHS.

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



4.3 ®opma 00yueHHA: OUHO-3204YHAS
YpoBeHb 6a30BOro 00pazoBaHus: cpeaHee MpodheCCHOHATBHOE.

Cpoxk o0yuenus 3r 6M™.
Ilepeart- ®opma
Bcero
Tpynoem- [pakrTu- | JlaGopa- TecTa- NpOMeKy-
Jex- Koncyasb- (KOHTaK-
KOCTb, yecKue TOpPHbIE Kour- CPC, s TOYHOI 0
Cemectp IUH, Taus, THast
yac./ 3a4. 3aHATHHA, | padoThI, poJib,uac. yac. KOHTPOJIsI
yac. yac. padora),
ef. gac. qac. (3K3., 3a4.,
yac.
3a4. ¢ 01I.)
2 108/3 2 2 1 0,5 55 62,75 36 3au4.(3,75)
Hroro | 108/3 2 2 1 0,5 55 62,75 36 3,75

4.3.1. CTpyKTypa IMCHUNINHBI

KonTakTHas paborta
o0yyJarommxcs ¢ 5
MeAarorn4eckuM pabOTHUKOM 8
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g" dopMa TeKyIIero
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1 | HokymeHToBeleHHE 2 | 2] 2 34 TectupoBanue,
BEITIOJTHECHUE
MPAKTUIECKIX
3aJaHuN
2 Opraauzanus 2 28,75 TectupoBanue,
JIOKyMEHTO000poTa BBITIOJTHEHHE
MPAKTUIECKIX
3aJaHuN
Bcero 3a cemectp 721 2| 2 + 1 (0,5](62,75 3au4.(3,75)
Htoro 7212 | 2 1 (0,5]62,75 3,75

Wtoro ¢ nepearrecranmeii | 108




4.3.2. Conepxkanue TUCHUILTHHbBI

4.3.2.1. llepevyennb Jekuni
Cemectp 2
Pazoen 1. Jloxymenmoseoenue
Jlexknus 1.
Beenenne B mucnuiuinHy. Buabl W kiaccudukanms JAOKyMEHTOB. TpeOoBaHus K
COCTaBIICHUIO ¥ O(hOPMIICHUIO JOKYMEHTOB (2 yaca).

4.3.2.2. IlepeyeHb NPAKTHYECKUX 3AHATHH
Cemectp 2
Pa3zoen 1. Jlokymenmoseoenue
IpakTnyeckoe 3ansiTue 1.
Cocrasnenue u ohopmiieHuE CITy>KeOHBIX mHceM (2 gyaca).

4.3.2.3. IlepeuyeHnn 1a00paTOPHBIX padoT
He mmanupyercs.

4.3.2.4. llepeyeHb TeM U y4eOHO-MeTOAMYECKOE O0ecIIedYeHHe CAMOCTOSTEIbHOM

padoThI

[lepedyeHb TeM, BEBIHECEHHBIX HA CAMOCTOSTEIBHOE U3YYCHHUE!

1. HopmaTuBHO-cIipaBOYHAsi OCHOBa OpraHM3AIMH JIOKYMEHTAllMOHHOTO 00ecredYeHHUs
yIIpaBIICHUSI.

2. CocTaB peKBU3UTOB, BUIbI OJaHKOB 1 TpeOoBaHus K 6mankam mo 'OCTy.

3. TpeboBanwmst K 0HOPMIICHUIO OPTaHU3AIOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB.

4. TpebOoBanusi K OGOPMJIICHHIO OCHOBHBIX BHUIOB HH(DOPMALIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

5. Odopmienne KaJIpoBbIX TOKYMEHTOB.

6. OdopmieHNE CITyKEOHBIX ITHCEM.

7. @OpMBI PETUCTPALIUU JOKYMEHTOB.

8. TpeGoBaHuUsI 1O 3aMOTHEHUIO JIETI.

9. XpaHeHue JOKYMEHTOB.

10. Opranuzanus padoThI C TOKYMEHTaMH, COACPKATUMU KOH(PHICHIIMAIbHBIE CBEJICHUS.

11. Opranusanus 31eKTpOHHOTO JOKYMEHTO000pOoTA.

Jlist caMOCTOSITENTbHONH pabOTBhl MCIIONB3YIOTCS METOIUYECKHE YKa3aHWs TI0 OCBOCHHIO
JTUCITUIIMHBI U U3JIaHUS U3 CIHCKA MPUBECHHON HI)KE OCHOBHOM M TOTIOJHUTEIHHON JTUTEPATYPHI.

4.3.2.5. IlepeueHb TeM KOHTPOJbHBIX padoT, pedepartos, TP, PT'P, PIIP

1. Ponp 1oKyMeHTa B COBPEMEHHOM OOIIECTBE.

2. CriocoObl 1 0COOEHHOCTH TOKYMEHTHPOBAHHUS.

3. BO3HMKHOBEHUE U Pa3BUTHE CUCTEM JOKYMEHTALIMH.

4. YaupuuupoBaHHbBIE CUCTEMBI JJOKYMEHTAIUH.

5. IlpaBmia oQOpMJIEHHS OCHOBHBIX BHJOB  OpPTraHU3ALMOHHO-PACIOPAAUTEIBHBIX
JOKYMCHTOB, KOITMHU JOKYMCHTOB.

6. IlonsTHEe O IENOMPOU3BOACTBE M HMH(POPMAIMOHHO-JOKYMEHTAIMOHHOM OOECIeYeHUN
YIIpaBJICHUS.

7. JlenoBoe MUCbMO.

8. Ilucema 3apyOeKHBIM MMapTHEPaM.

9. JInyHble TOKYMEHTHI, TPEOOBAaHUS K UX COCTABICHHUIO U O(POPMIICHHIO.

10. Cnyx06a nmoxkymeHtamuoHHoro ob6ecrneuenus ynpasierus (CIOVY), ee crpykrypa,
(byHKLMH, TOTHKHOCTHOM COCTaB.

11. TunoBas TEXHOJIOTHSI OpraHU3alUU TOKYMEHTO000pOTA.

12. Kon¢uaenmansHOe 1€710IPOU3BOJICTBO.

13. ABTOMaTu3aIus MpoIeccoB JOKYMEHTAIIMOHHOTO 00eCIIeueHUs YIIPABICHHUS.



4.3.2.6. IlpumepHblii NepedyeHb TeM KYPCOBBIX padoT (IPOEKTOB)
He nmianupyercs.

5. O0pa3oBaTe/ibHbIC TEXHOJIOTHH
B mpouecce u3ydyeHHs IUCUUIUIMHBI IPUMEHSETCS KOHTAKTHAs TEXHOJIOTHS IPENojaBaHUs
(32 HCKIIOYEHHUEM CaMOCTOATEJIBHO H3Y4aeMbIX CTyldeHTamu BompocoB). [Ipu mnposeneHun
IPAaKTUYECKUX paOOT MPUMEHSAETCS] UMUTALMOHHBIM WM CUMYIALMOHHBIN noaxoa. aru pemenns
IIPAaKTUYECKUX 3aJaHUM CTYACHTaM JEMOHCTPUPYIOTCA IPU ITOMOILUM MYJIbTUMEIUNHON TEXHUKHU. B
JAJIBHENIIEM CTYAECHTBI CAMOCTOSTENBHO PEIIAIOT aHAJIOTUYHBIC 3aJaHUSl.

6. OueHo4HbIE cpeCcTBA /151 TEKYLIEro KOHTPOJIA YCIeBaeMOCTH,

l'[pOMe)KyTO‘IHOﬁ arTrecrTalmm 1o uToraMm OCBOCHHUA JUCHUIIIMHDBI.
@DOH/1bl OLICHOYHBIX MATEPUAIIOB (CPEACTB) IPUBEAEHBI B IIPUIIOKEHUH.

7. YueOHO-MeTOAMYECKOE U MH(OPMAIITHOHHOE 00ecieYeHne JUCIUILIUHBI.

7.1. OcHOBHAas1 y4eOHO-MeTOAMYECKAS JIUTEPATypa M0 AMCHUILIINHE
1. ApacnanoBa, B. A. JlokymeHTalnoHHOE 0OecrieueHre yrpaBieHus : y4eOHO-TIPaKTUYECKOEe
nocobue B cxemax, Tabnuuax, oopasuax / B. A. ApacnanoBa. — 3-¢ u3n. — Cypryt : CypryTckuii

rOCyJapCTBEHHBII neqarornyecKui YHUBEPCUTET, 2019. — 240 C. -
http://www.iprbookshop.ru/94291.html
2. JlokyMeHTalMOHHOE oOOecIieueHrue YyhpaBieHHs : Y4YeOHUK [JIsl CTYACHTOB BY30B,

oOydarolmuxcsi IO  HampaBleHUsIM  «OKOHOMHMKa» UM «MEHEIKMEHT», CHEeLHaIbHOCTSIM
«Uupopmatuka», «JloKyMEeHTOBEJEHHME U JIOKYMEHTAllUOHHOE OOEcleYeHUue YIpPaBICHUN»,
«ABromaruzanusi u ynpasneaue» / A. C. I'punbepr, H. H. T'op6aués, H. H. TI'opbaués, O. A.
Myxamermmaa. —  MockBa :  OHUTU-HAHA, 2017. — 391 c. -
http://www.iprbookshop.ru/71213.html

3. AnekceeBa, T. B. JlokymeHTanuonHoe oOecredeHue ympasieHus : ydebnuk / T. B.
AnekceeBa, O. A. CrpaxoB. — MockBa : Yuuepcurer «Cuneprus», 2020. — 132 c. -
https://www.iprbookshop.ru/101344.html

4. CumonsiH, P. S. JlokyMeHTaliMOHHOE 0OecrieyeHNe CUCTEMBI YIIpaBIeHUs] OpraHu3anuen :
yuebHoe mocobue / P. . Cumonsn. — CapatoB : Ai#l Ilm Op Menma, 2018. — 180 c. -
https://www.iprbookshop.ru/72458.html

5. Amutpuesa, JI. U. JlokyMeHTallMOHHOE OOecreueHre YIpaBIeHYECKON AeATeNIbHOCTH :
yueOnoe mocooue / JI. WU. IdmutpueBa, U. B. Py3zaeBa. — HoBocubupck : HoBocuOupckuii
roCy1apCTBEHHBIN TEXHUUYECKUN YHUBEPCUTET, 2019. — 100 C. -
https://www.iprbookshop.ru/98703.html

7.2. JlonoJIHUTEJIbHAS Y4eOHO-MeTOAnYecKasi JIUTEPATYPa M0 JAUCHUILINHE

1. MHopManmoHHBIE TEXHOJOTUH B JOKYMEHTAIIMOHHOM OOECIEUeHUH YIpaBICHHUS U
apxuBHOM Jiene : yueOHuk g By3oB / T. B. Konapamosa, H. H. Kynses, E. B. TepentseBa, A. I'.
®abpuunoB ; mox pemaknmed H. H. KynmseB. — Mocksa : Jloroc, 2016. — 408 c. -
https://www.iprbookshop.ru/70714.html

2. Ky3nenona, 1. B. JlokymeHTanimonHoe oOeCnieueHre ypaBiaeHus : yaeOHoe mocodue st
CIIO / U. B. Ky3nenosa, I'. A. Xauatpsn. — 2-e uza. — Capatos : [IpodoOpaszoBanue, Aii ITu Op
Menmua, 2019. — 166 c. - http://www.iprbookshop.ru/80326.html

3. CumonsH, P. f. JlokymMeHTalMoHHOE 0OecriedeHne CUCTEMbI YIPABJICHUsI OpraHu3aluen :
yueoHOe mocodmue / P. S. Cumonsn. — CapartoB : A# I[lm Dp Memma, 2018. — 180 c. -
http://www.iprbookshop.ru/72458.html

4. Ky3nenona, 1. B. JlokymeHnTanmonHoe o0ecrieueHue yrpaBiaeHus ;| yueOHOe mocooue st
CIIO / U. B. Ky3nenosa, I'. A. Xauatpsn. — 2-e uza. — Capatos : [IpodoGpaszoBanue, Aii I1u Op
Menmua, 2019. — 166 ¢. - https://www.iprbookshop.ru/80326.html



5. Apacnanosa, B. A. JlokyMeHTaIllMOHHOE 00ecriedeHre YIpaBIeHUs ;| y4eOHO-TIPAKTHUECKOE
nmocobue B cxemax, Tabnuiax, oopasmax / B. A. ApacnanoBa. — 3-¢ uza. — Cypryt : Cypryrckuii
roCy1apCTBEHHBIN NeAarorn4eckui YHUBEPCUTET, 2019. — 240 C. -
https://www.iprbookshop.ru/94291.html

6. TekcroBoe © 3JIEKTpPOHHOE OQOpPMICHHE JOKyMEHTAluu. JIOKyMEHTaI[MOHHOE
obecrieuenue ynpapieHus: [IpakTukym Ui CTyaeHTOB oOpasoBarenbHOW mporpammbl 38.03.01
Oxonomuka / coct. KonechmukoBa Y.B., Marepa W.B. [DnekTpoHHBId pecypc]. — DIEKTpOH.
TekcToBbIe aaH. (1,6 M6). - Mypom: MU Bal'V, 2020. - 1 snextpon. onrt. auck (CD-R). — Cucrem.
TpeboBanus: mporeccop x86 ¢ takroBod yacroroit 500 MI'm m Bemme; 512 M6 O3Y; Windows
XP/7/8; Buneokapta SVGA 1280x1024 High Color (32 bit); npuBog CD-ROM. - 3aru. ¢ skpana. - Ne
rOCpPErUCTpaLuu 0322001643 -
https://evrika.mivlgu.ru/index.php?mod=book_inf&com=view_inf&book id=3145

7. Kypuan "Bectauk BHUMJIA" - https://www.elibrary.ru/title_about_new.asp?id=69542

7.3. Ilepeyenb nHGOPMALMOHHBIX TEXHOJIOT Ui, HCIIOJIb3YyeMbIX IIPH
OCYLLIECTBJICHHH 00pa30BaTeJIbHOI0 MpoLecca Mo AUCHUIIHHE, BKJIYast
nepevYeHb NPOrpaMMHOI0 odecnevyeHusi 1 MHPOPMALMOHHBIX CIIPABOYHBIX

CHUCTEM

B  oOpa3oBarenbHOM  TIpOIECCE  KCIOJB3YIOTCS  MH()OPMAIMOHHBIE  TEXHOJIOTHH,
pealuM30BaHHBIE  HAa  OCHOBE  HMH(OPMALMOHHO-OOpA30BATENBHOTO  MOpTajla  WHCTHUTYTA
(www.mivlgu.ru/iop), 1 ”HOOKOMMYHUKAIIMOHHOW CETH UHCTUTYTA:

- IPEIOCTABICHUE YIeOHO-METOANYECKIX MaTEPHAJIOB B JIEKTPOHHOM BH/IE;

- B3aMMOJICHCTBHE YYaCTHHKOB 00pa30BaTEIbHOTO IpoIlecca depe3 JIOKAIbHYI CeTh
uHcTuTyTa U VIHTEepHET;

- IPEJIOCTABIICHUE CBEICHUI O pe3y/ibTaTax Y4eOHOW NEATEIbHOCTH B 3JICKTPOHHOM JIMYHOM
KaOWHETEe 00YyJaroIIerocs.

WNudpopmanoHHbIE CITPABOYHBIC CUCTEMBI:

CIIC «KoncynbranT I[Imocy», URL: http://www.consultant.ru/

Hayunas snexktponnas 6ubaunoreka eLibrary.ru, URL: http://www. eLibrary.ru

OnexrponHas oubnuoreunas cucrema «IPRbooks», URL: http://www.iprbookshop.ru

OnextponHas 6ubnnoreka MU Bnl'Y, URL: https://evrika.mivigu.ru/

[IporpamMmmMHoe obecrieueHue:

Google Chrome (JIutiensuonnoe cormnamenue Google)

Adobe Reader XI (OOuue ycnoBus ucnonb3oBanus mpoaykToB Adobe)

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

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

7.4. IlepeyeHnb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIUOHHOM CeTH

«AHTEpHET», HEOOXOAUMBIX JIJIA OCBOCHUS TN CIIMILIMHBI
iprbookshop.ru
evrika.mivigu.ru
elibrary.ru
consultant.ru
eLibrary.ru
mivlgu.ru/iop

8. MaTepuaibHO-TeXHHUYECKOe o0ecnevyeHne TUCIUTIINHBI
JlexuMoOHHas ayAuTOpUs

HoytOyk, mpoekTop, MpOeKLINOHHBIH SKpaH

Kabuner 6u3Hec-maHUpPOBaHUS



Kommekt yuebHo-mMeTomuueckux mocobuit; 12 xommbiorepoB E8400/2048Mb/VGA int
/320Gb/BenQ19; unrepaktuHas focka SMART BOARD 480 co BctpoeHHBIM mpoeKTOpoM V25

9. MeToan4yecKue yKa3aHus M0 OCBOEHUIO JUCHUILJINHbBI

JUis yCIIEIIHOTO OCBOECHMSI TEOPETHUYECKOro Marepuana oOydaroluiics: 3HAKOMUTCS CO
CIIUCKOM PEKOMEHIYEMON OCHOBHOM M JOIOJIHUTEIILHOW JINTEPATYphl; YTOYHAET y IPENOoJaBaTes,
KakUM JONOJHMUTENbHBIM MOCOOUSAM ClIeAyeT OTIaTh MPENNOYTEHUE; BEeIeT KOHCHEKT JIeKUUH u
npopabaThIBaeT JIGKIIMOHHBIM MaTepHall, MOJIb3YsICh KaK KOHCIIEKTOM, TaK U y4eOHBIMU TTOCOOUSMH.

Ha mnpakthuecknx 3aHATUSAX MPOWJCHHBIA TEOPETHUYECKUN MaTepuan IMOAKPEILIAETCS
pelIeHrueM 33JaHUi 110 OCHOBHBIM T€MaM JUCLMIUIMHBL. 3aHATUS MPOBOJATCS B KOMIIBIOTEPHOM
KJlacce, MCIOJIb3ysl CllelMallbHOe IporpaMMHoe oOecrnieueHue. Kaxaoi moxarpymnme o0ydaromuxcs
IpernojaBaTesb BBIIACT 3ajaHue. B KoHLE 3aHATUS O0ydYaroliMe AEMOHCTPUPYIOT IOJIyYEHHBIE
pe3yibTaThl IPENOIAaBATENI0 U IPH HEOOXO0AUMOCTH JIe1at0T PaboTy Ha/l OIIMOKaMHU.

CamocrosarenbHass paboTa OKa3blBa€T BAXKHOE BIMAHWE Ha (HOPMHPOBAHUE JHMYHOCTH
OyaylIero crenuanucTa, OHa INIAHUPYeTCs: 00yJyaroIuMces caMocTosTenbHO. Kaxplit o0ydaronuiics
CaMOCTOSATENILHO OIPEENsieT PeXUM CBOeil paboThl U Mepy Tpyna, 3aTpadyrBaeMOro Ha OBJIA/ICHHE
y4eOHBIM COJAEp)KaHUEM JUCUUILIMHBL. OH BBINOJHSET BHEAYAUTOPHYIO paboOTy U HU3yueHHe
pa3zenoB, BHIHOCHUMBIX Ha CaMOCTOSITEIbHYIO pabOTy, MO JIMYHOMY WHJMBHUIYaJbHOMY ILUIaHY, B
3aBHCHUMOCTH OT €T'0 IMOATOTOBKH, BDEMEHU U IPYI'MX YCIOBHM.

dopMa 3aKIIIOUUTEIBHOIO KOHTPOJSA MpPU NPOMEXKYTOYHOM arrectauuu — 3ader. [{ns
IPOBE/ICHUS TPOMEXKYTOUYHOM aTTecTally 1O JAUCLUILIMHE pa3paboTaHbl (JOH]I OLEHOYHBIX CPEJCTB
U OaUTbHO-PEHTHHTOBAs CHCTEMa OLECHKH YYEeOHOH JesTeNbHOCTH CTyneHTOB. OIneHka 1o
JUCLUIUIMHE BBICTABISAETCS B MH(OPMAIMOHHONW CHCTEME M HOCUT MHTETPUPOBAHHBIM XapakTep,
YUHUTBHIBAIOIIMM PE3YJIbTATHl OLICHUBAHUS YYaCTHUsI CTYJIECHTOB B ayJIMTOPHBIX 3aHATUAX, Ka4eCTBA U
CBOCBPEMEHHOCTH BBIIIOJIHEHUS 3aJlaHUil B XOJ€ HW3Y4YECHHs [UCLUIUIMHBI U IIPOMEXKYTOUHOU
aTTeCTaluN.



[Iporpamma cocraBieHa B cooTBeTcTBUH ¢ TpeOoaHusMu OI'OC BO mo HampaBieHUIO
38.03.01 Dxonomuka v IPODUITIO MOATOTOBKH DUHAHCHI U IKOHOMUKA
Pabouyto nporpamMmy coctaBui cm. npenodasamens Konecnuxosa V.B.

[Iporpamma paccmorpeHa u omoOpeHa Ha 3acemannu kadenpsl ITuMK npotokon Neld ot
26 anpens 2022 roxa.
3aeayromuii kadenpoit ITuMK I'ycaposa M.E.
(ITonmuce)

PabGouass mporpamma paccMOTpeHa W OAO0OpeHa Ha 3aceJaHuu Y4eOHO-METOAMYECKON
koMmuccun pakynprera DOM

npotokoi Ne8 ot 12 mas 2022 rona.
ITpencenarens komuccun OGOM Tepenmuvesa U.B.
(IToxmuce) (®.1.0.)




JIuer aktyanuzanum padoyeii nporpaMMbl AU CHUIITHHBI

[Tporpamma ogo0peHa Ha

y4eOHBIH TOJI.

[Tporokon 3acenanust kKageapnl Ne

3aBenyrommii kKageapoit

[Tporpamma ooOpeHa Ha

[Tporokon 3acenanust kKageapnl Ne

3aBenyromnmii kKageapoit

[Tporpamma otobpeHa Ha

oT 20 ropna.
(IToxmuce) (©.1.0.)
YUYEOHBIH TO/I.
oT 20 ropna.
(IToxmuce) (®.1.0.)

YUeOHBIH TO/I.

[Tporoxon 3aceqanus kageapnl Ne

3aBenyromnuii kageapoit

oT 20 ropa.

(ITonmuce) (®.1.0.)



Ilpunoscenue
@DoH/I OLIEHOYHBIX MATEPHUAJIOB (CPeICTB) MO AUCIHHUIINHE
JIOKyMEHTAIlHOHHOE 00eCTI€YeHNE YIPABICHUS

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

o JMCIUIIJIMHE

Tectsr:

1. BeiOepuTe npaBUIIbHBIN OTBET:

a) TpeboBanust Kk O(OPMICHHIO OPTraHU3AMOHHO-PACIIOPSAUTENBHBIX JIOKYMEHTOB
ycranasiauBaetr [OCT P 7.0.97 — 2016

6) B npunoxxenuu k 'OCT P 7.0.97 — 2016 nansr 0Opasiipl 6JaHKOB JOKYMEHTOB

B) B oprammsanuum 1o yCMOTpPEHHMIO PYKOBOJCTBAa JOJDKHa OBITh pa3zpaboTaHa
WH/IMBUYyaJIbHAS HHCTPYKIUS 110 1EIOIPOU3BOJCTBY

r) Opranu3anoHHO-IPaBOBbIE TOKYMEHTHI, KaK MIPABUIIO, MOAJIEKAT YTBEPKIACHUIO

1) B opranu3anmoHHO-TIpaBOBBIE TOKYMEHTHI MOXXHO BHOCUTH U3MEHEHHS

2. B cocTaB opranu3animOHHO-TIPABOBHIX JOKYMEHTOB HE BXOJMT. ..
a) yCTaB OpraHU3alnu

0) mWTaTHOE pacucaHue

B) IIpUKa3

3. K pacnopsiiuTesibHbIM JOKYMEHTaM OTHOCSITCSL:
a) MPOTOKOJIBI

0) ycTaBbl

B) IIpUKa3bl

4. HWuapopMalIMOHHO-CIIPABOYHBIA  JOKYMEHT, COCTABJISIEMBI HECKOJBKUMHU JIMIIAMH,
MOJTBEPXKIAIOLINI YCTaHOBIIEHHBIE (DaKThI, COOBITUS WU ACHCTBUS

a) MPOTOKOJI

0) aKT

B) JIOKJIa/IHAsI 3aIicKa

5. Kakue pacnopsauTenbHble JOKYMEHTBI MOXKET u3faBarh lIpesuneHt Pocculickoit
denepaunn?

a) yKas3bl

0) pacnopspKeHUs

B) IOCTAHOBJICHHUS

6. JIoIKHOCTHASE MHCTPYKIHS COTPY/AHUKA. . .

a) MOAJICKUT YTBEPKACHUIO

0) He yTBepKIaeTcs

B) YTBEPKIA€TCS TI0 YCMOTPEHUIO PYKOBOIUTENS

7. Kakoif HOpMaTHBHBIN JOKYMEHT OlpeienseT 00s3aHHOCTH COTpYAHUKA?
a) llIratHoe pacnincanue

0) YcraB npeanpusTHs

B) JlOJKHOCTHAS HHCTPYKLIUS

8. Kakue pacnopsiauTenbHble JOKYMEHTBI U3JAl0TCSl HA OCHOBE €IMHOHAYAIHS?
a) peuieHus
0) mpuKa3bl

9. JIOKyMEHT, apeCOBaHHBII BBIIIECTOAIIEMY PYKOBOJIUTEIO C W3JIOKEHUEM KOHKPETHOU
po0IeMbl MU TIOCTAaHOBKOW BOIIPOCA M COJIEPIKAIMI BHIBOJIBI U MPEATIOKEHUS



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

10. TunoBbIe TOKYMEHTBI HOCAT ... XapakTep
a) 00s3aTeNbHBIN

0) peKOMEHIaTEeIbHBII

B) 03HAaKOMHTEIIbHBIH

11. Kakoil IOKyMEHT HE SIBISETCS pa3HOBUIHOCTBIO KONTUU?
a) YePHOBUK

0) oTIycK

B) AyOnuKar

12. JIoKyMeHT, BBIJJaBa€MbIil B3aMEH YTEPSHHOIO M HMEIOLMH CHIy IOJJUHHUKA,
Ha3bIBACTCH. ..

a) Komus

0) oTmyck

B) AyOJIuKat

13. JlokyMeHT, OKOHYATEIbHO O(POPMIIEHHBIN U NOIIMCAaHHBIN, HA3bIBACTCA. . .
a) MOJTAHHUK

0) oTmyck

B) AyOnuKar

14. PekBU3HUT TOKYMEHTA — 3TO:
a) €ro OTJEIbHBIN 2JIEMEHT

0) yacThb ciry)eOHOTO mIchmMa
B) GUpPMEHHBIN OJaHK

15. C noMomibio Kakoro pekBu3nuTa opopmiisieTcsi BHEIIHEE COTIacOBaHUE JOKYMEHTa?
a) BU3bI, COTJIACOBAHUS
0) rpuda coriacoBaHus

16. B xakom cimy4yae mpaBWIBHO O(QOPMIIEH PeKBU3UT «OTMETKAa O HAIWYHH TIPHIIOKEHHS,
€CJIA B TEKCTE COITPOBOAUTENBHOTO MMCbMA HE YITOMUHAJIOCH O TIPUIIOKEHUU?

a) [Ipunoxenue: 1. CnpaBka o coryiacoBaHUM MpoekTa Ha 4 1. B 1 3K3.

2. OT3bIB IO IPOEKTY HA 2 JI. B | 9K3.

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

17. Kak B TOKyMEHTE OTpa)kaeTcsl PEKBU3UT «J1aTa»?

a) pUMCKUMU I ppamu

0) apaOckumu nudpamu

B) apaOCKUMU IU(ppamMH U CIIOBECHO-LIU(POBBIM CIIOCOOOM

18. Kem noanuceIBatOTCsl JOKYMEHTHI, COCTaBIIIEMble KOMUCCHEH?
a) pYKOBOAMUTEJIEM OpTaHU3aIlun

0) mpencenareiaemM

B) IIpejiceiaTeIeM U WIeHaMH KOMUCCHH

T) peJCeaAaTeNIeM U CEKpEeTapeM

19. Ha kakoM ciny»eOHOM IHCbME MPOCTaBiseTcsl peKBU3UT «CChUIKa Ha PeruCTpallMOHHBIN
HOMED U J1aTy JTOKYMEHTa»?
a) mpocb0ax



0) COMPOBOTUTEBHBIX
B) HH(OPMAITMOHHBIX
') OTBETax

20. B pekBusute «Aapecar» npu apecoOBaHUU JOKYMEHTA JOHKHOCTHOMY JIMIY MHUIIAAJIBI
CTaBsT:

a) mepen haMuiHel agpecara

0) mocie ¢pamMuIuu aapecara

21. B xakoM ciydae mpaBUILHO OPOPMIIEH PEKBU3HUT «Aapecar»?
a) Jupextopy mkossl Ne 269
MarseeBoii Tamape IlerpoBHe
0) Jupextopy mkossl Ne 269
T.I1.MatBeeBoit
B) 129128, Mockaa, yi. Poctonunckas, 7
HupexTopy mikossl Ne 269
r-xe Marseeson T.I1.

22. JlaToil mpoTOKOIIA ABISAETCS
a) Jata MOANMCAaHUs IPOTOKOJIA
0) nara 3acenaHus

B) JlaTa perucTpanuy IpoToKoia

23. B xakoM city4ae npaBuiIbHO opopMiieH pekBU3UT «lloanucey B mpoTokose?

a) Jupektop JInunas noanucey M.B.JIapun

0) [Ipencenarens komuccuu JInyHas MOAMKUCH A.N.I1leTpoB

UseHbl KOMHCCUU JInunas noanuce B.A.CmupnoBa
JInynas moamnuch N.K.MoxkeeBa

B) IIpencenarens JInuHas noAnuch A.N.Iletpos

Cexkperapb JInunas noanuce O.H.Hukutuna

24. Kakast yacTh TEKCTa IIpHKa3a sBJseTcs 00s3aTeIbHON?
a) KOHCTaTUpYoIIast
0) pacniopsiiuTenbHas

25. Kakoif peKBU3UT HE BXOAUT B COCTaB OJiaHKa muchMa’?
a) CIIpaBOYHBIC JTAHHBIE 00 OpraHU3aIu

0) MecTO U3IaHus

B) CCBIJIKA HA HOMEP U JaTy BXOJISIIETO JIOKYMEHTa

26. JIomKHOCTHOM OJIaHK SIBSIETCS] pa3HOBUIHOCTBIO
a) obmiero OyaHKa

0) OnaHka nmucbMa

B) OJJaHK KOHKPETHOT'O BHUJa JOKYMEHTa

27. MoXeT I MHUHHUCTP TMOJNUCATh JOKYMEHT, O(pOpPMIIEHHBIM Ha JOJDKHOCTHOM OJaHKe
3aMECTUTEIISI MUHUCTpA?

a) MOXKeT

0) HE MOXET

B) IO JKEJIAHUIO

28. PEeKBU3UT «CIIPaBOYHBIC JaHHBIC 00 OpraHU3aIuu» 0(QOPMIISFOT
a) TOJIBKO Ha OJIaHKaX MUChbMa
0) Ha Bcex OJlaHKax



B) TOJIBKO Ha OJIAaHKE KOHKPETHOTO BHUJIa JOKYMEHTA

29. Ha 6nanke cyObexToB PD pekBU3UTHI 0OPMIISIOTCS:
a) TOJIBKO HA PYCCKOM SI3BIKE

0) TOJIbKO Ha HAIMOHAJILHOM SI3BIKE

B) Ha JIBYX S3bIKaX: PyCCKOM M HAI[MOHAJIHHOM

30. Jlata moxymeHTa opOopMIISETCS:
a) 23.12.2019

6) 23.XI11.2019

B) 23.12.19

31. IIpu agpecoBaHNM JOHKHOCTHOMY JIMILY HHULIMAIIBI CTABSIT. . .
a) 1o haMuIuu

0) nocie pamunTun

B) 110 YCMOTPEHUIO CeKpeTaps

32. Mecto u31anus 10KyMeHTa opopMIIsieTcs TaK
a) r. Mypom

6) Mypom

B) rop. Mypom

33. Cnyke0HOE MUCEMO MOXET COIepKaTh He Oojiee
a) 4eThIpeX aJIpecaToB

0) ABYX aJpecaTroB

B) TPEX aJIpecaToB

34. 3aroj0BOK K TEKCTY COCTaBJISAETCS K TIOKyMEHTaM, O()OPMIICHHBIM. . .
a) Ha opmare A4

0) Ha popmare A5

B) Ha JITOOOM popmare

35. Tekcr nokymeHnTa Ha popmare A4 ohopMIISIOT..
a) yepe3 OJJMH UHTepBall

0) uepe3 moJITOpa MHTEpBaJIa

B) uepe3 JiBa MHTEpBaia

36. Pesomronuto odopmitsier. ..
a) pYKOBOAUTEIb

0) cexpeTapb

B) UCIIOJIHUTEIb

37. B peKBHU3UTE «IIOMUCH» UHUIIAAIIBI CTABSIT. ..
a) 1o hamummn

0) mocne ¢pamuIuu

B) HE UMEET 3HAYEHUS

38. OTtmerka o mocTyIIeHUH ohopMIIsieTcs . . .
a) Ha MOCTYMAIONUX JTOKYMEHTax

0) Ha OTIPaBJIIEMBIX JOKYMEHTaxX

B) Ha BCEX JOKYMEHTaxX

39. Pe3ynbpTaT paccCMOTpEHUS TOKYMEHTA PYKOBOUTENIEM O(OPMIIACTCS. ..
a) TpuGoM yTBEPKIACHUS



0) pe3omonueit
B) rpudOoM COTIIacCOBaHMSI

40. PactiopsiiuTeNbHbBINA TOKYMEHT, KOTOPBIM U3/1a€TCS HA OCHOBE €JMHOHAYAJIUs
a) perieHue

0) nmpukas

B) TOCTaHOBJICHUE

41.  PacnopsauTenbHbI JOKYMEHT, KOTOpBIM H3/ae€TCsi Ha OCHOBE KOJUIETHAIbHOIO
PYKOBOZCTBa

a) MpHUKa3

0) perieHue

B) pacnopsKeHUe

42. W3 CKONBKHX COCTaBHBIX YacCTeH, KaK IPaBUIIO, COCTOUT TEKCT PaCIOPSIIUTEIHLHOTO
JIOKYMEHTa

a) U3 IByX

0) U3 oJTHOM

B) U3 TpEX

43. daMuIMIo W JOJHKHOCTH HMCIIOJIHUTENSI B PACIIOPSIUTEIIFHON YacTH TEKCTa MpHKa3a 10
OCHOBHOI1 JIeATEIbHOCTH YKa3bIBAIOT

a) B MIMEHUTEJIBHOM NaJIekKe

0) B pOJIMTEIILHOM TaJIeKE

B) B 1aT€JIbHOM MAJIEKE

44. B cocTaB peKBHU3UTOB IPUKa3a IO OCHOBHOM JEATEILHOCTH HE BXOAUT PEKBH3HUT
a) rpud yTBEpKIACHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JIOKyMEHTa

45. TIpuka3 o OCHOBHOM J€ATEIBLHOCTH MOIMTUCHIBAET
a) pYKOBOJUTEIb

0) cexpeTapb

B) UCIIOJIHUTEIb

46. IlocTaHOBJIEHNE TIOJITUCHIBAET

a) pyKOBOJIUTEIb

0) cekperapb

B) PYKOBOJIUTEJIb U CEKPETaph KOJUIETHAIbHOIO OpraHa

47. TIpyka3 o OCHOBHOH JIE€ATETbHOCTH 0(OPMIISIOT
a) Ha OJlaHKe MUChMa

0) Ha OGJ1aHKe KOHKPETHOI'O BHJIa IOKyMEHTa

B) Ha JIOJDKHOCTHOM OJlaHKe

48. CioBO «IpUKa3bIBalO» B TEKCTE IMpHUKa3a MO OCHOBHOM JEATEIbHOCTH O(QOPMISIOT B
CJIEIYIOIEM HallMCaHUH

a) [IPUKA3BAIO

0) npuKa3bIBaIO

B) IIpukassiBaro

49. PacniopsauTenbHas 4acTh B paclopsHKEHUN HAYMHAETCS CIIOBOM
a) [IPEJIJTIAT'AIO



6) PELLIAET
8) [IOCTAHOBJISIET

50. Cny>xe0OHBII aKT COCTABIISIET M MOITHUCHIBACT
a) pyKOBOAUTEIIb

0) UCTIOTHUTEID

B) KOMHCCHSI

51. OcHOBaHUEM IS U3JAHUS KAKOTO PAaCHOPSIIUTENFHOTO JOKYMEHTA MOXKET OBbITh aKT
a) [Ipukas

0) Pemrenue

B) [locranoBnenue

52. JlaToi1 akTa SBISETCS

a) Jlata yrBepxieHus

0) [laTa akTupyemMoro coObITHs
B) Jlata moanucanus

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

0) I'pud yrBepxaeHus

B) OTMeTKa 00 UCTIONHUTENE

54. B cocTaB peKBU3HTOB aKTa HE BXOJUT
a) 'pud yrBepxaeHus

0) ['pud cornacoBanus

B) 3arojioBOK K TEKCTY JOKYMEHTa

55. CKonbKO YacTel COIEPIKUT TEKCT aKTa
a) OHY

0) nBe

B) TpHU

56. 3arojoBOK K TEKCTY aKTa popMyIupyeTcs
a) B UIMEHUTEJIBHOM Ta/Iexke

0) B pOIUTENHLHOM MaJIexKe

B) B IIPEUIOKHOM NaJIekKe

57. Cnenyer nu yKa3blBaTh JOJDKHOCTH 4IEHOB KOMHUCCHUHM THpU OQOPMIIEHHHM PEKBHU3UTA
«TIOATIHCHY

a) Jla

0) Her

B) Ilo sxemanuro cexkperaps

58. B ckonpKHX 3K3eMIUIsIpax 0hopMIIsieTcs aKT
a) B Tpex

0) B uetsIpex

B) B ckoibpkux HEOOX01MMO

59. Kakas 4acTh TEKCTa aKTa MOXET OTCYTCTBOBATh
a) BBogHas yacth

6) Koncrarupyromas

B) 3aKJIFOUNTENbHAS



60. JlaToii mpoTOKOJIa ABISETCS
a) J1aTa 3acenaHus

0) nara oopmiieHUS

B) J1aTa IOAMUCAHUS

61. M3 CKOJIBKMX YacTel COCTOMT TEKCT MPOTOKOJIA
a) OJTHOM

0) nByx
B) Tpex

62. Bonpochl MOBECTKH JHS B IPOTOKOJIE (HOPMYITUPYIOTCS
a) B MMEHUTEJILHOM IaJIexkKe

0) B IPEIJIOKHOM TAJIeIKe

B) B BUHUTEJILHOM Ma/IeXKe

63. IIpoTokoJ moanuchBaeT

a) pyKOBOAUTEIIb

0) cekperapb

B) MIpe/iceiaTeNb U CEKpeTaph KOJUIETHATBHOTO OpraHa

64. Kakas gyacTb B cXxeMe IOCTPOEHHSI OCHOBHOM 4aCcTH IIPOTOKOJIA MOKET OTCYTCTBOBATh
a) CJIYILIAJIN

6) BBICTYIINJIN

B) [IOCTAHOBUJIN

65. IIpoTokoa opopmistoT
a) B OJTHOM 3K3EMILISIPE
0) B ABYX 2K3EeMILISIPax
B) B TPEX 3K3EMIUIIpax

66. JlaToii BEIMUCKHU U3 IPOTOKOJIA SIBJISIETCS

a) nata o(hOpMIIEHHUS IPOTOKOJIA

0) nata, ykazaHHasl B OTMETKE O 3aBEPEHUU KOIUU
B) JlaTa MOJAMUCAHUS IPOTOKOJIA

67. BeITUCKY U3 MPOTOKOJIA MOITHCHIBACT
a) pYKOBOJUTEIb

0) 3aBeyrOIINI KaHIeIsIpuei

B) CeKpeTapb, 0(pOPMHUBILIHUI BBITUCKY

68. BHYyTpeHHIOI0 JOKJIAHYIO 3allMCKY MOAMUCHIBAET
a) COCTaBHTEIb

0) pyKOBOJUTEIb MOAPA3ACTICHUS

B) CEKpeTaphb

69. B ckosbKHX 3K3eMILIsIpax oopMIIIeTCs BHEIIHSS JOKIIA Has 3alcKa
a) B OJTHOM

0) B 1BYyX

B) B TpexX

70. PexBU3UTHI OOBSCHUTEIBHON 3aIUCKH 110 MIOBOAY OOBSICHEHHSI ITOCTYIKA aHaJIOTHYHbI
a) BHYTPEHHEH JIOKJIaJHOM 3al1CKH

0) BHYTpEHHEHN CITPaBKH

B) CIIyK€OHOMY IMMUCHBMY



71. TexcT MOKIAHON 3aMUCKU, KaK TIPABUII COCTOUT
a) U3 OJTHOM YacTu
0) U3 ABYX YacTeu
B) U3 TPEX YacTen

72. B cocTaB peKBU3UTOB BHEIIIHEN JOKJIAHON 3aMCKUA HE BXOIUT
a) 3aroJIOBOK K TEKCTY

0) rmeyathb

B) MOAMKCH

73. TekcT cyKeOHOTO TUChMa COCTAaBJISETCS OT
a) 1-ro auIa MHOKECTBEHHOTO YKCIia

0) 2-T0 JIMIIa €MTMHCTBEHHOTO YKCIa

B) 3-r0 JIMIla MHOXXECTBEHHOI'O YUCIa

74. PeKBU3UT «CCHUIKA HA HOMEP U ATy BXOJSIIET0 JOKyMEHTa» odopmisiercs
a) BO BCceX MUChbMax

0) B OTBETHBIX MUCHMaX

B) B MHUIIMATUBHBIX MHChMax

75. Tekct cayxebHoro nucbMa MOkHO 0opMuTh Ha popmare AS, ecinu
a) Het Oianka ¢popmara A4

0) TEKCT MUChbMa HE MPEBBIIIAET 6 CTPOK

B) €CTb COOTBETCTBYIOIINE YKA3aHUS PYKOBOIAUTENS

76. Cxoiibko OJIaHKOB MOTPEOYETCs, €ClIU CIyKeOHOe MTUChMO HAIpaBJIsIeTCs B JBa ajipecara
a) OJIMH

0) nBa

B) TpH

77. MakcumainbHbIii 00beM CITy>KEOHOT0 MUchMa
a) OJTHA CTpaHHIIA
0) BE CTpaHUIIbI
B) TPU CTPaHUILIBI

78. IleyaTpio ynocToBepsieTcs
a) MIChbMO-HAIIOMHUHAHUE

0) nucbMO-TIpUTTIalIeHNE

B) TapaHTHIHOE MHCHMO

79. OT™MeTKa 0 MOCTYIJICHUH TOKYMEHTA B OpraHU3aIUI0 TPOCTABISIETCS
a) Ha BCeX JIOKYMEHTax

0) TONBKO Ha MPUCHITIAEMBIX

B) TI0 YCMOTPEHHIO CEKpeTaps

80. B nmuceMe oTMETKA 0 OCTYIJIEHUU JOKYMEHTA IPOCTAaBISAETCS
a) B IPaBOM HUYKHEM YTIIy IIEPBOT'O JINCTA JOKYMEHTA

0) B JIEBOM HMIKHEM YTJTy TIOCTEAHETO JINCTA IOKYMEHTa

B) Ha IFOOOM CBOOOJTHOM MECTe

81. [lenoBoe nMucbMoO, UCTIONB3YEMOE /ISl OTIPABKU JOKYMEHTOB, Ha3bIBAETCS:
a) MUChMO-TIOATBEPKIACHHE
0) nH(OPMALIMOHHOE TUCHMO



B) CONPOBOAUTCIIBHOC TMCbMO

82. B kakux ciyyasx MCIOJIb3yeTCsl MTUChbMO-HAallOMUHAaHKE?

a) KorJ1a He0OX0AMMO COOOITUTh O KAKOM-TTHO0 (PaKTe MM COOBITHH

0) Korza HeoOXO0 MO TTOITBEPAUTD MOTyUYECHUE IOKYMEHTOB HJIH MaTEPHAJIOB

B) KOTJ]a OpraHu3aIusa-apTHEP HE BBITTOIHAET B3AThIC Ha ceOsl 00s3aTEIHCTBA UIIH IPUHSTHIC
JIOTOBOPEHHOCTH

83. JIoKkyMeHTBbI, TOCTYIIMBLINE HE 10 aJIpECy, CAEAYET
a) BEpHYTb Ha I10YTY

0) YHUYTOXUTh

B) MepesiaTh ¢ KypbepoM

84. KoHBepThl NOCTYNUBIIUX JOKYMEHTOB
a) YHUUYTOXKAIOT

0) OCTaBISAIOT

B) B 3aBUCUMOCTH OT CUTyalluu

85. @akT MOCTYIUICHUS JOKYMEHTA B OPTaHU3AIHIO O(hOPMIISIOT PEKBU3HTOM
a) OTMETKa O KOHTPOJIC

0) OTMETKa O MOCTYIUIEHUH TOKYMEHTa

B) OTMETKA 00 MCIIOJTHUTEIE

86. O0s13aTeILHON perucTpaIuy Mo IjIeKaT
a) sKcIpecc-uHGOpMaIHs

0) pexkJIaMHbIE TTUChMa

B) 3as1BJICHUS TPaKJlaH

87. Llenbro perucTpanuu sBISETCS
a) obecrieyeHe yuera u KOHTPOJIS
0) OBICTPBII MOUCK JOKYMEHTOB
B) BCE BBILIECIEPEUNCIEHHOE

88. [Ipouemypa peructpaiuy BKIOYAET B ce0s
a) OJIMH dTan
0) nBa JTamna
B) TpH dTana

89. He nonnexxut peructpanuu

a) MpUKa3 110 OCHOBHOM AEATENbHOCTH

0) xanoba rpaxaaHuHa

B) MUCBMO WH(OPMAIIMOHHOTO XapaKTepa, MPUCIAHHOE JUIsl CBEACHUS

90. O6s13aTeTBHON PErUCTPALIUH MTOITIEKUT

a) JOKYMEHT, KOTOPBII TI0 CBOEMY COJICPYKAaHHIO TPeOyeT peIIeHHUs HITH OTBETa
0) mporpaMma CoBeIlaHUs

B) IUTaHOBO-(pMHAHCOBAs JTOKYMEHTAIIHS

91. InpuBHIyalIbHBIE CPOKU UCIIOJIHEHHSI YCTAHABIMBAET
a) UCTIOJIHUTEIb

0) pyKOBOJIUTEITH

B) CEKpETAph

92. Cpok UCIIOTHEHUS TOKYMEHTA UCUUCIISIETCS



a) C MOMCHTA MOCTYIUICHUA NOKYMCHTA B OpTraHU3aluI0
0) ¢ MOMEHTa MOJIYYCHHS JOKYMEHTA UCTIOJTHUTEIEM
B) C J1aThl IOCTYIUBUIETO TOKYMEHTA

93. CpoK HCIIOJIHEHUS JOKYMEHTA MOXKET IPOUIUTh
a) TOT, KTO €0 yCTaHOBHJI

0) UCTIOIHUTEND JTOKyMEHTa

B) PYKOBOJIUTEIH

94. JIoKkyMEHT CUMTAETCSI UCITOJTHEHHBIM

a) KOT'/Ia €CTh YKa3aHUE PyKOBOIUTEIIS

0) Korja mpocTaBiieHa OTMETKa 00 UCIIOJTHEHUHN
B) MIOCJIE PETUCTPALIUU IOKYMEHTA

95. Ha kakue 10KyMEHTOIIOTOKH JEJIUTCS JOKYMEHTAIUS:

a) NUCbMa, PAaCHOPSKEHUs, J0rOBOpa

0) 1oroBopa, JOKYMEHTHI OPTaHOB BJIACTH

B) BXOJALINE, UCXOAIINE, BHYTPEHHHE JOKYMEHTBI

r) oOpaieHus rpaxian (KajuoObl, MPEAJIOKEHUS U 3asIBICHHS)

96. Kakue (hopMbI perucTpariu JOKyMEHTOB CYIIECTBYIOT?

a) )KypHaJbHasl, KAPTOYHAS U aBTOMATHU3WPOBAHHAs

0) eHTpaT30BaHHAas, IEIICHTPATN30BAHHAS, CMEIIaHHAs

B) y4YeT IOKYMEHTOB, KOHTPOJIb 3a UX UCIIOJIHEHUEM, CIIpaBOYHasi paboTa Mo TOKyMEeHTaM
I) anbOOMHas!, KHI)KHAS

97. JIoKyMEHTONIOTOK UCXOSIINX JTOKYMEHTOB COCTABIISIOT:

a) OTBETHbIC M HHUIIMATUBHBIE IICbMa

0) mrcbMa, aKThI, TPUKA3bI

B) MIOCTAHOBJICHUS, PELLICHUSI, PACHIOPSDKEHUS, TPUKA3bl, TMCbMa U T.I1.

I) JOKYMEHTHI I10/IB€IOMCTBEHHBIX OpTraHM3alfii, MPUCHUIAIONIUMX MEPBUYHYIO OTYETHO-
YUETHYIO TOKYMEHTALMIO U Pa3JIMYHOIO POJia 3alpOoChl

98. O6beM 10KyMEeHTO000pOTa — ITO:

a) O9TO MaKCHMaJbHO pALMOHAIBPHOE COKpAlleHWEe KOJIMYECTBa Yero-mubo IyTeM
CTaHJapTU3aLMH K eJUHOM popme

0) MarepuaIbHBII OOBEKT, coiepX)amuid HHPOpMaIUI0 B 3a(pUKCHPOBAHHOM BHJE H
CHelHanbHO NpeHa3HaueHHBIN /I ee Tepeiadd BO BpEMEHU U IPOCTPAHCTBE

B) YCTAaHOBJICHHME KOJHMYECTBA M COCTaBa ApXUBHBIX JOKYMEHTOB B €IUHHIAX ydeTa W
buKcanys NPUHAUIEKHOCTH KaKIOH €IMHUIBI yueTa K OINpeeIEeHHOMY KOMILJIEKCY U O0IIeMy HMX
KOJIMYECTBY B YUETHBIX JOKYMEHTaX

I') KOJUYECTBO JOKYMEHTOB, MOCTYNHUBIIMX B OPTraHU3alMI0 U CO3JaHHBIX €l0 B TEUYCHHE
OIIpEJIETICHHOTO TIEPHO/ia BpEMEHH, KaK IPaBHiIo, roJa

99. KT0 MOXKET OCYIIECTBIIATH EPBOHAYAIIbHBIN PUEM 1 00pabOTKY TOKYMEHTOB:

a) Cekperapb

6) dAupexrtop

B) HaYaJIbHUK OT/EJa KaJpoB

r) CnemuanpHoe moapasneneHue ciyxosr JIOY, padotHuk ciayxOs JIOY mnu cexperapb
PYKOBOJUTENS

100. Yuer oKyMEHTOB — 3TO:



a) BaKHEUIINI 3Tan paboThl ¢ TIOKYMEHTAMH U OMPENEsIeTCsS KaK 3alMiCh YYETHBIX TaHHBIX O
JIOKYMEHTE TI0 YCTaHOBJICHHOW ¢opMme, dukcupyromas (pakT ero co3aaHus, OTHPABICHHS WIN
MOJTyYeHUS

0) JBIWKEHHE TOKYMEHTOB B OpraHU3allid C MOMEHTAa WX IOJIYYCHHS WM CO3JaHUS 10
3aBEpILEHUS UCIIOTHEHHUS, OTIPABKU aIpecaTy WK Cadd Ha XpaHEHHE

B) YCTaHOBJICHUE M TPUMEHEHHE MPaBHJ C IEIbI0 YIOPSAIOYCHUS JCSATEIBHOCTH B
OTIpeNieIeHHONW 00JacTH Ha MOJb3y U MPH YYaCTUU BCEX 3aMHTEPECOBAHHBIX CTOPOH, B YaCTHOCTH,
JUTSL IOCTHIKEHHSI BCEOOIIEH ONTUMAIBHON SKOHOMHH TIPU COOJIOCHNUU (DYHKIIMOHAIBHBIX YCIOBUH
U TpeOOBaHUN TEXHUKH 0€3011acCHOCTH

I') YCTAaHOBJICHHE KOJIMYECTBA M COCTaBa ApPXHMBHBIX JOKYMEHTOB B CIMHHIAX y4eTa W
(buKcanys NPUHAUICKHOCTH KKIAOH €IWHUIIBI yYeTa K OMpeeIeHHOMY KOMIUIEKCY M O0IeMy HUX
KOJINYECTBY B YUETHBIX JOKYMEHTaX

101. B unaekc 10KyMeHTa HE BXOJIUT

a) koa no OKVY /I

0) HOMep JieJ1a IO HOMEHKJIAType

B) HOMEP CTPYKTYPHOI'O MOJAPA3ICICHUS

102. XXano6a nnu 3asiBIIieHHE, TOCTYUBIINE B aJI[peC OPTaHU3AIIH, UMEIOT HHICKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

103. IIpuka3 mo OCHOBHOM JI€SITEILHOCTH UMEET UHICKC
a) 34 n/c

0) Ne 34

B) Ne 34-x

104. Ilepen coaveit TOKYMEHTOB Ha apXUBHOE XPAHEHHE CIICIYET ...
a) CrpyNnUpoBaTh M MOAMIUTE JOKYMEHTHI B TAKU

0) opopMuUTH U onucaTh Jena

B) COCTaBUTH OMUCH JJOKYMEHTOB M MEPETIECTH HX

') CUCTEMaTU3UPOBATh U YTOUHUTH JTOKYMEHTHI

1) CKOTIUPOBATh 0CO00 BaXKHbBIE TOKYMEHTHI

105. Yaie Bcero 10KyMEHTBI TPYIIIUPYIOTCS:
a) 3a OJIMH KaJICHJIAPHBIN T0J1

0) 3a Ba KaJeHIapHbBIX roja

B) 3a TpU KaJICHJApHBIX rojia

T) 3a MATh KaJleHAAPHBIX JIET

1) 3a JeCATh KaJIeHJapHbIX JIET

106. leno ¢popmupyercs ...

a) B Ipeesax KaJleHAapHOoro rojia (3a HCKIIYEHUEM NepexoIsIiX Aem)
0) 10 TOCTHKEHUSI MaKCUMAIBHOTO 00BheMa B JIUCTaX, T. €. 10 250 1.

B) [0 YCMOTPEHUIO OpraHu3aIuu

F) 10 OKOHYaHUs peH_IeHI/ISI Bonpoca, HE3aBUCUMO OT KaHeH)IapHI)IX CpOKOB
1) HET MPAaBUIJILHOTO OTBETA

107. CBoHas HOMEHKIIATypa Jied PUpMbI BBOAUTCS B ACHCTBHE:
a) ¢ 1 ssHBaps cleAyIONIero KajleHJapHOTo To1a

0) c nexadps TeKyIero roaa

B) KaXJIbI€ MOJTO/Ia TEKYIIIETO IEPHOIa

T) IO Mepe HaJIOOHOCTH



108. Berraua e u3 apxuBa Jjisi paOOTHUKOB JIPYTUX OpraHu3aiiuii 0hopmIIsIeTcs ...
a) aKTOM O BbIJjaue JIe] BO BPEMEHHOE MOJIb30BAHKE B JIPyTUe OpraHu3aIiun

0) 3aKka30M Ha BbLIavy JIeJI BO BPEMEHHOE M0JIb30BaHHUE B JIPYrHe OpraHu3aluu

B) 3as4BJICHUCM Ha BblAa4dy €I BO BPCMCHHOC I10JIb30BAHUC B APYIUC OpTraHU3allun
I') HET MPaBUILHOTO OTBETA

109. Homenknarypa aen — 370 ...

a) MepeyeHb 3aroJ0BKOB €]l U CPOKOB UX XpaHEHUs
0) CIIUCOK BCeX Jell, UMEIOIIUXCS Ha MPEATNPUITUI
B) MIEpEUCHb JII JJIs Iepejauu B apXUB

T') CIUCOK 0c000 BaXKHBIX TOKYMEHTOB

110. DAEKTPOHHBINA JOKYMEHTOOOOPOT — 3TO:

a) MarepuaibHbI OOBEKT, coaepkammii uHGOpManuio B 3aQUKCUPOBAHHOM BHJIE U
CIEIHAalIbHO NMpeAHa3HAUYCHHBIN [Tl ee epeaud BO BPEMEHU U IIPOCTPAHCTBE

0) ABIKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTA WX IOJIyYCHHS WM CO3MAaHUS 0
3aBepIIICHUS UCIIOJIHEHUS, OTIIPABKYU a/IpecaTy WK CAaud Ha XpaHeHHe

B) AJIGKTPOHHBIA JOKYMEHT - 3TO JOKYMEHT, B KOTOpPOM HWH(OpManus IpeIcTaBlicHa B
3JIEKTPOHHO-IIU(PPOBOI hopme

') OTpacib JAEATEIbHOCTH, OXBATHIBAIOIIAS BOMPOCHI XPAaHEHHS U MCIOJIb30BAHUS apXHBHBIX
JIOKYMEHTOB

111. Peructpanus 371€KTPOHHBIX JOKYMEHTOB — 3TO:

a) YCTAaHOBJICHHE KOJMYECTBA WM COCTaBa APXHMBHBIX JIOKYMCHTOB B CIWHHUIAX YydYeTa U
dbukcanys NpUHAAIC)KHOCTH Ka)XJI0H AUHHIIBI yueTa K ONpPEeICHHOMY KOMILIEKCY U o0liemMy ux
KOJIMYECTBY B YUETHBIX JOKYMEHTaX

0) BayKHEHIIMIA 3Tan paboThI C JOKYMEHTaMH U OINPEeseTCs KaK 3alich YYETHBIX TAHHBIX O
JIOKyMEHTE TI0 YCTAaHOBJICHHOW Qopme, (ukcupyromas (akT ero co3gaHus, OTIPABICHUS WU
MOJTyYeHUs

B) OTO MAaKCHUMaJbHO palMOHAIBHOE COKpAIIeHHWE KOJUYECTBA YEro-iubo MmyTeMm
CTaHJapTH3aIUH K eIUHON Popme

I') OpraHu3anus JOKYMEHTOOOOpOTa, XpaHEHUs U HMCIOJb30BaHUS JOKYMEHTOB B TEKYIIEH
JESTENIbHOCTH YUPEXKICHUS

[IpakTrueckue 3anaHus:
1. YcraB opraHm3alvi — YYpPEIUTENIbHBINM JOKYMEHT, YCTaHABJIMBAIOLIHI
(3aKOHYHTE OTIpeCTICHUE)

2. TllonmoxxeHue — 0OTO [AOKYMEHT, pErJIaMEHTUPYIOLIUi .(3akoHUHTE
oTpeieTICHUE)

3. IOKyMeHTHI KJIacCCUPUIUPYIOT (3aIOJTHUTE ITYCThIE MECTA):

10 BUJIaM: OPTaHU3ALMOHHO-PACIIOPSAAUTENIbHBIE, , IO JMYHOMY COCTaBY;

o Gpopme: UHIMBUyaTIbHBIE, , TpadapeTHbIE;

10 MIPOUCXOXKICHHUIO: CITY>KEOHbIE U ;

M0 MECTY TPOUCXOKICHUSI: U BHYTPEHHHE;

M0 CPOKaM XpaHEHUS: , BDEMEHHOT'O XpaHEeHHUS;

IO CTETICHU TIACHOCTHU: OTKPBITHIE H ;

no crnocoly Qukcanun HHOOPMAIMHU: PYKONHCHBIE, , Tpaduueckue,
, POTOKMHO/IOKYMEHTHI;

10 BUY O(hOPMIICHHUS: TIOJUIMHHUKH, , , TyOJIMKaTsl,

10 CPOYHOCTH: Y HECPOYHEIC;

110 HAMMCHOBAHHUIO:




4. Ilpuka3 - 5TO HOPMATHUBHBIA JTOKYMEHT, W3JaBaeMblii .(3aKoHYHNTE
OmpeieTICHUE)

5. VYkazaHnue - pacHOPAOUTENBbHBIA JTOKYMEHT, H3/1aBacMbli .(3aKoHumnTE
ompeeeHue)
6. IIpoToKOJI - 3TO JOKYMEHT, CoJlepKalluil .(3aKoHUYHNTE ONpeieeHne)

7. Jlata um wMecra COCTaBJIICHHMS aKTa JOJDKHBI COOTBETCTBOBATh JaT€é M MECTy
(OKOHYMTE MPENTIOKEHUE)

8. AKTBI, KaK IIPaBWJIO, YTBEPKAAIOTCA yupexJeHus (BCTaBbTE
IPOIMYIIEHHBIE CIIOBA).

9. Ilocme cnOB «4WIEHBI KOMHCCHN HE CTaBHUTCS (BCTaBBTE
IIPOIYILLEHHBIE CIIOBA).

10. Texct IPOTOKOJIA COCTOUT u3 JIBYX qJacTeu: BBOJHOM U
(BCTaBbTE MPOIYIICHHBIE CIIOBA).

11. Konnuectso yKa3bIBaeTcsl 0053aTeNbHO, TaK KaK OT 3TOr0 3aBUCHT
KBOPYM IIPU NIPUHSATHU PEILIEHUS TOJI0COBAaHUEM (BCTABbTE IIPOIYLLIEHHBIE CII0BA)

12. Ha pacumupeHHbIX 3aceJaHusX ¢ OOJIbIIMM YHCIOM IMPUCYTCTBYIOUIMX HX COCTaB

YKa3bIBAETCS (BCTaBbTE MPOIYIICHHBIE CTIOBA)
13. Kaxnapiii BONpOC TOBECTKU JIHS apabckumu Udpamu,
oopMIsIeTCS ¢ KPacHOW CTPOKU U (HOPMYIIUPYETCs B najexe. (BCTaBbTE

MPOIYIIEHHBIE CIIOBA)

14. Kaxnaplii DNYHKT TOBECTKM [JHS CTPOUTCS IO CXEMe: ,
, .(BcTaBbTE MPOMYIIEHHBIE CIIOBA)

15. Ecau Bompoc He 00Cy»KIaicsi, MyHKT MOYET OTCYTCTBOBATh.
(BcTaBbTE MPOIYIIECHHBIE CJI0BA)

16. IIporokon odopmisercs B 9K3eMILIApE (BCTaBHTE MPOIMYIIEHHBIE
CJIOBA)

17. Beimncka u3 [IPOTOKOIA YAOCTOBEPSETCS oopMIIeHHEM peKBU3UTA
.(BCTaBbTE MPOIYIIEHHBIE CIIOBA)

18. Haroii BBINTHUCKU u3 MIPOTOKOJIA SABIISETCS Jara, yKa3aHHas
.(BcTaBbTE MPOMYILIEHHBIE CIIOBA)

19. HoxmamHas 3amMcka — JOKYMEHT, aJIpeCOBAaHHBIN o
KOHKPETHOU TeMe C U TIPEUIOKCHUSIMH 10 HEW. (BCTaBbTE MPOIYIIEHHBIC
CJIOBA)

20. BHemHIOK JOKIAAHYIO 3alUCKy, aJPECOBAHHYIO B BBIIIECTOSAIIYIO OpPraHU3aINI0
MOAMKUCHIBAET (BCTaBbTE MPOIYIICHHBIE CIIOBA)




21. Bnytpenntoro JIOKJIATHYIO 3aIUCKY COCTAaBJIISAET u MOJAIUCHIBAET
.(BCTaBbTE MPOIYIICHHBIC CIIOBA)

22. PexkBU3UTHI BHYTPEHHEH JOKJIQIHON 3aIMMCKU (BCTABhTE MPOMYIICHHBIE CIIOBA):
- ajgpecar (B 1aTelIbHOM aJIEKeE)

- (B pOIUTEIIHPHOM ITaJICHKE)

- HAUMEHOBAaHUE BUJA JOKYMEHTA

- TEKCT

- OTMETKA O HAIMYUU MPUIIOKEHUS (B CIIydae HEOOXOUMOCTH )

- l1aTta

23. PexBU3UTHI BHEIIHEH JTOKIAAHOM 3aTMCKH (BCTaBHTE MPOIYILIEHHBIE CII0BA):
- HAaMMEHOBaHHUe OpPraHu3allii — aBTOpa JOKYMEHTa
- HAUMEHOBAaHUE BUJA JOKYMEHTA

- HHACKC
- MCCTO COCTAaBJICHUA NOKYMCHTA

- 3aroJIOBOK K TEKCTY
- TCKCT
- OTMCTKaA O HAJIMYHUU ITPUITIOKCHUA

- OTMETKa 00 MCIIOIHEHHH U HaITpaBJICHUHU JOKYMCHTA B €10

24. PyxoBoactBysice 'OCT P 7.0.97 — 2016, cocraBbTe BapuaHThI 0011ero OJaHKa ¢ yrJIOBBIM
Y TIPOJIOIIBHBIM PACTIONIOKEHUEM PEKBU3UTOB IS OPTaHU3AMH (TIPEATIPHUSTHS).

25. PykoBogactBysick OCT P 7.0.97 — 2016, coctaBbTe BapHaHThI OJIaHKA MUChMA C YTIIOBBIM
¥ TIPOIOJIBHBIM PACHOI0KEHHEM PEKBU3UTOB JUIS OpTaHU3aluy (TIPEAPUSTHS).

26. PYKOBOI[CTBYFICL Tpe6OBaHI/I$[MI/I OCHOBHBIX HOPMAaTUBHO-IIPABOBBIX HTOKYMCHTOB,
COCTaBbTE ITOJ0KEHUE 00 IKOHOMHUUECKOM oTAacIc.

27. PyKOBOACTBYsSICb TpeOOBAaHUSMU OCHOBHBIX HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB,
COCTaBbTE JOJKHOCTHYIO MHCTPYKLIMIO BELYIETO SdKOHOMUCTA.

28. PYKOBOI[CTBYHCL Tpe6OBaHI/I$IMI/I OCHOBHBIX HOPMAaTUBHO-IIPABOBBIX HTOKYMCHTOB,
COCTAaBbTC LITATHOC paCliuCaHUuC.

29. CocTtaBbTe IpHKa3 MO DJIEKTPOBAKYYMHOMY 3aBOAY 00 YCTAaHOBJICHUHU €IUHOTO PEKUMA
paboThl LEHTPANbHBIX CKJIaJ0B. B KOHCTaTHpyromied 4YacTH OTMEThTE, UYTO OTIYCK IleXaM
MaTepuajoB CO CKJIAJO0B IMPEANpPHUATHS B T€UEHHE pabouero JHsS HapyllaeT HOPMaTUBHYIO paboTy
CKJIQJICKOTO ammapara. B pacnmopsauTenbHOW 4YacTH YKaXXUT€ KOHKPETHBIE 4Yachl OTIIyCKa
MaTCpHraJIOB CO CKJIaA0B, HA30BUTEC KOHKPETHBIX JOJDKHOCTHBIX JIMI] (B JAUPCKOUU U uexax), KOTOPBIC
OTBEUAIOT 3a MEPEeBOJl CKIAJ0B Ha Oojiee palMoOHANBHBIA peXuM paboThl. OCTalbHBIE PEKBU3UTHI
YKQKUATE CAMOCTOSITEIIHHO.

30. CocraBpre mpukaz no AO «[lwror» 00 u3MeHeHuu rpaduxa paboTbl B CBSI3U C
IPOM3BOJICTBEHHOI HEOOXOIMMOCTBIO. B KOHCTaTHpYyIOIIe YacTH yKaXXUuTe OCHOBaHHUE I U3/1aHUs
npuKaza  JIOKJaJHas 3amucku HadainbHUKa otnena Opnosa B.M. B pacnopsinurensHoi yactu
NPEeUIOKUTE HAYaJIbHUKY TEXHHUYECKOTO OTJeNla OPraHu30BaTh paboTy B CyOOOTHHE THHU B MEPUOL;
[JIaBHOMY OyXrainTepy MOJArOTOBUTH MPENJIOKEHUS MO OIJIaTe CBEPXYPOUYHBIX JHEW, TJIaBHOMY
WH)KEHEPY OpPraHU30BaTh KOHTPOJIb 33 UCIIOJHEHUEM IIPUKA3a.



31. CocraBbre pacnopsikenue mo AO «Bocxoa» o mpoBeIeHHH PEMOHTHBIX pa0OT B CBS3H C
ABApUUHBIM COCTOSIHHEM OTOIMUTENbHOM cucteMbl B I1iexe Ne3. Ha3HauuTh OTBETCTBEHHOTO
HAYaJbHUKAa PEMOHTHO-TEXHUYECKOW CIIy>KObI, yKa3aThb CpOK BbINOJNHEHHUs1 pador. KoHTponb 3a
NPOBEIEHUEM PEMOHTHBIX Pa0OT BO3JIOKUTH HA HadalmbHUKA 11exa Ne3 Anronosa 10.B.

32. CocraBpTe npoTOKON o0OmIero codpanus akuuoHepoB AO «IIporpecc», Ha KOTOpOM
paccMarpuBalCsl BOIPOC 00 YBENMUEHHM YCTaBHOTO KamuTana oOmectBa. B xone 3acemaHus
npejceaTeIb COBETa JUPEKTOPOB MPEACTABIII TEXHUKO-3KOHOMUYECKOE OOOCHOBAHHUE YBEJINYEHHS
YCTaBHOTO KamuTtana oOmiecTBa Ha 85 MuH. py0. BricTymaromme mopmepainy HpeaiokeHHe 00
YBCIMUCHUH YCTABHOI'O KallkuTala O6H.[CCTB3 U IMPECIJIOKUIIN TMIEPCUCHD MMEPUOANICCKUX I/I3I[aHI/II71 JIIsL
nyOoIMKanuy MHQGOpPMAIKHU O JOTOJHUTEIFHOM BBIITycKe akuuii obmectsa. CoOpaHue MOCTaHOBHIIO:
YBEIIMYUTh YCTAaBHBIM KamuTal OOILIECTBa; YTBEPAUTHh MpeAcTaBiIeHHbIH COBETOM TUPEKTOPOB
IPOCHEKT SMHUCCUHU aKIui; BHecTH m3MeHeHuss B ycraB AO «[Iporpecc» B uwacTu yBenudeHue
YCTAaBHOI'O KanyTaja. Pemenus IMPUHATHI CIUHOTIIACHO.

33. CocraBbTe akT peBu3un kaccsl Ha AO «Pycckuit papdop» no cocrosuuto Ha 08.02.20
r. OcHoBanueM siBnsieTcss mpuka3 gupekropa AO «Pycckuit dapdpop» ot 05.02.20 1. Ne21 «O
CO3JJaHMM KOMHCCHHM TIO TIPOBEJICHUIO PEBU3MM Kacchl». B pe3ynbrate NpOBENEHHOW PEBU3UHU
YCTaHOBJEHO: 1) OCTaTOK HANUYHBIX JIEHET B Kacce COIJacHO KAacCOBOM KHUTE M JIaHHBIM
OyXraJTepCKOTO y4eTa JOJDKEH COCTaBIATh 25283 py0.; 2) pakThyeckuii 0CTaTOK HaJMYHBIX JIEHET B
kacce coctaBisger 21500 py6. Hemoctaua nanmunbix aeHer B kacce — 3783 py0.; 3) Hemocraua
HAIMYHBIX JICHET B Kacce oOpa3oBajiach 1O BUHE Kaccwpa XapuToHoBoi B.M. B akre mmeercs
MIPUIIOXKEHNE — OOBSICHUTEIbHAS 3aMMCKa Kacchupa XapuToHoBoi B.1.

34. CocTaBbTe aKT MPOBEPKU COXPAHHOCTU JOKyMEHTOB B AO «TepmMuka» Ha OCHOBaHUHU
puKa3za reHepaipHOro aupekropa ot 18 aBrycra 20 1. Ne35 «O mpoBeaeHUM MPOBEPKU
COXPAHHOCTH JOKYMEHTOB». Kommuccus mpoBena MPOBEPKY OpPraHU3allMd U YCIOBHUSX XPaHEHUS
JIOKYMEHTOB, B pE3yJbTaTe€ KOTOPOH YCTAaHOBJIEHO CJEIYyIOIIee: JOKYMEHThl XpaHATCA B
CTPYKTYpPHBIX TOJpa3iefeHusiX, cOPMUPOBAHHBIE B Ji€Jila, B COOTBETCTBHHM C HOMEHKIIATYpOM.
@®akTOB yTpaThl, MOPYU WM HE3aKOHHOTO YHMUYTOXKEHUS TOKYMEHTOB He ycTaHOBIeHO. Kommuccus
pPEKOMEHyeT MPEJOCTaBUTh CIEIMaIbHOE MOMEILEHHE JJIsl apX1Ba, 000pyI0BaB €ro CTEIaKaMu.

35. CocraBbTe aKT YCTaHOBIEHUS (PAKTUUECKOW MPOU3BOIUTENHLHOCTH TEXHOJIOTHMUYECKOM
nuHUU. B cocTaBe KOMHCCHU YKaXHTE PYKOBOJUTENS JIaOOpaTOpHH, CTapiiero jJabopaTopuu,
npejcenarenab — IJIaBHbIA TEXHOJIOT, IPUCYTCTBOBAJ  TJIABHBIM MHXKeHep. B Tekcre akra oTpasute
CBEJIEHHUS O TOM, 4To B mepuonx ¢ 10 oxTsaOpst mo 12 okTaOpsi komuccusl TpoBesia paboTy Mo
YCTaHOBJICHHUIO (DAKTHYECKON MPOU3BOAUTEIHHOCTH TEXHOJOTHYECKONW JTUHUHM MO HW3TOTOBJICHHIO
acOeCTOIIeMEHTHBIX JIUCTOB Ha 3aBoje Nel. Jlunus mpuHsATa B dKCIUTyatanuoo B aekadbpe 2013 r. co
CpenHel MPOU3BOIUTENBHOCTHIO 88 MHCTOB/4ac. 3a Mmpoliealiee BpeMs MPOU3BOIUTEIHHOCTh TUHUH
3HAYMTENILHO BO3pocia. s yTOYHEHHS MPOU3BOJUTEIHHOCTH JIMHUM M KauecTBa MPOIYKIIUU
KOMHUCCHSI paccMOTpesia MaTepuaibl: CBEIeHHS O paboTe JTUHUM 3a BECh NEpuoia; (U3UKO-
MEXaHWYeCKHe TIoKazatenu. B pesynbrare paOOThl KOMHUCCHUS — ONpeaenuia  YacOBYIO
MPOU3BOAUTENBHOCTh TUHUU 400 THCTOB, YTO COOTBETCTBYET roA0BOM MOITHOCTH 300 MIIH. TUCTOB B
roJ

36. CocraBbTe akT crucaHus umyniectsa. OCHOBaHME — MPHUKA3 FEHEPAIBHOIO JHUPEKTOpa
000 «Tpukortaxx» or 19.06.20  Ne 29 «O mpoBeaeHHHM HMHBEHTapH3alMu MMyllecTBa». B akrte
CIEAyeT OTpa3uTh ciaeayromue aaHHeie: B nepuop ¢ 20.06.20  no 17.07.20  xomwuccusa mposena
paboTy MO YCTaHOBJIEHUIO HENPUTOJHOTO K JaJIbHEHIIeMy MCIONb30BaHUI0 UMYyInecTBa. Komuccus
YCTaHOBWJA, YTO UMYIIECTBO COIVIACHO NPHUJIAraéMOMY K aKTy IEpPEeYHI0 MOJUICKUT CIUCAHHUIO B
CBSI3M C HENIPUT'OJHOCTBIO /711 UCTIOIb30BAHUS.



37. CocTaBbTe JOKJIAJHYIO 3aIIMCKY HadaJlbHUKa 0TAeNa pekinamy qupektopy OOO «AmnbpsHe»
0 JIOTIOTHUTEIbHOM (pMHAHCHPOBaHUU 3aKka3a Ne 174/15 B ¢BsI3u ¢ pOCTOM II€H Ha MOJUTPaPUICCKHE
YCIYT'H BO BTOPOM KBapTaye TeKyliero roga. M usMeHeHueM CMeThI 3aTpar.

38. CocraBbTe MAOKIAIHYIO 3alUCKy HWHXXEHEpa IO TEXHUKE OE30MacHOCTH TIJIABHOMY
umwkenepy CMVY Ne 23 o coOmrogeHIM TEXHUKU 0€301acHOCTH. B 1OKIIamHON 3amucKe YKaKUTe Ha
TO, YTO OTHENT TEXHUKH O€30MacCHOCTH HEOJHOKPATHO HH(POPMHUPOBAT TIABHOTO HWHXKEHEpPa O
HECOOJIIOICHHHM TEXHUKUA 0€30MacHOCTH Ha CTPOMTENIBHOW TUIONIAJKE, HO 10 HACTOSIIETO BPEMEHHU
OTCYTCTBYIOT OTPKICHHUS B MECTaX MPOBEICHHS CTPOUTENBHBIX PabOT, HE OTPakIarOTCs MecTa
cBapouHbIX paboT. [Ipu mpoBeaeHHH pabOT B MeXaHOCOOPOYHOM II€X€ BeaeTcs OeTOHHpOBaHHUE
KOJIOHH, XOTs OTrpaXJE€HHE KOTJIOBaHa He cnenaHo. HeoOxoaumo CpoYyHO NTPHUHSATH MEpHI IO
0e30macHOMY BEICHHIO PabOT Ha CTPOUTEILHOM yYacTKe.

39. CocraBbTe OOBSICHUTEIBHYIO 3alUCKy MEHEIKepa OTAeNa MPOAaX 3aMECTUTEINIO
TEHEPAIbHOIO JUPEKTOpa IO MPOAaKaM O 3aJep’KKE 3arpy3kd TOTOBOM MpPOAYKIHMHM B BaroH
No234578910 u3-3a OTCYTCTBUSA TPY3UMKOB Ha CKJIaJle TOTOBOM MPOAYKIMU. B TeKcTe OTMEThTE, UTO
HAYaJIbHUK CKJa/a TOTOBOM MPOIYKIMM HEOJHOKPATHO MPEAYNPEKIAICS O TOM, YTO 3a 3aACPKKY
BaroHOB MpeAnpusatue miatut mrpadel. OnHAKO 3arpy3ka BaroHa ObUla ocyllecTBIeHa B Oosee
MO3JHUE CPOKM, YEM IUIAaHUPOBAJIOCH, B cBs3u ¢ 3TuM AQO PXK]] Obun BhicTaBieH cyer 00 orjare
mrrpada (mpoctoit Barona) B cymme 5000 pyoO.

40. CocraBbTe OOBSCHHUTEIbHYIO 3alUCKY HauyalbHHUKA OT/AENA LIEHHBIX OyMar AUPEKTOpY
[TAO «Mudo-bank» 0 HenpeACTaBICHUN B CPOK CBOJHOTO OTUYETa B CBS3M C MOBPEXAeHUEM (hakc-
MOJIEMHOH CBSI3M U OTCYTCTBHEM OTUETHBIX JAaHHBIX BraguMupckoro ¢uinana 0aHka.

41. CocraBbTe 00BSICHUTENBHYIO 3anucky kaccupa OOO «JIyu» nupexropy o0 ommbGoyHO
poOUTOM 4Yeke Ha cymmy 85 pyOseii. Uek ObLT MPOOUT OMMOOYHO IO IPUYMHE HEBHUMATEIIBHOCTH
pu paboTe Ha KOHTPOJIbHO-KAaCCOBOW MalllMHE.

42. PekBU3UTHI CIIY’)KeOHOTO MHUChbMa (BCTaBHTE MPOMYIICHHBIE CIIOBA):
- PEKBU3HTHI OJIaHKA TTUCHMA;

- azipecar;

- PEe30ITIOIIHS;

- TEKCT;
- OTMETKA O HAIMYUU TPUITOKEHHUS;

- OTTHUCK II€YaTH;

-OTMETKA 00 UCIOIHUTEIIE;

-OTMETKa 00 MCIIOJIHEHUH JJOKYMEHTA M HAallPaBJIEHUHU €ro B JIEII0;

- ( TOJIBKO IS BXOJSIIUX [THUCEM. )

43. OnpenenuTte TUI JIEJIOBOTO MUChMa!
Ha Bam 3anpoc coo0riaem, 9To Bceé KOMIOHEHTHI aBTOOYCHBIX BO3IYIIHBIX KOHIUIIMOHEPOB
¥ TPAHCIIOPTHBIX MOPO3MIBLHBIX YCTPOUCTB HMEIOT oATBepkIeHue cTanaapros 1SO 9001.

44. OnpenenuTe TUII JEJIOBOTO MUChMA:
[Ipocum Bac cooOmuTth, KOrma W Ha Kakux ycinoBusXx Bel moxkere mocraButh Ham 200
KoMOaifHOB Mapku B-45.

45. OnpenenuTte TUI ISJIOBOTO MUChMa!
C coxaneHueM cooOIaeM, 4TO KaJpoBasi CUTyallls B HAIIEeM YHUBEPCUTETE HE TO3BOJISET
MOJIOKUTETHHO OTKIIMKHYTHCS HA Ballle MPEIOKEHNE 0 paboTe y Hac.



46. Onpenenute TUI JIEJIOBOTO MUChMA!

HanpasisieM cocTaBlieHHBIE Ha OCHOBE COINIACOBAaHHOI'O IPOEKTa JOroBop 00 apeHze
nomenieHu nox LleHTp conumanbHOM momowu cembe. IIpocum moamucars, 3aBEPUTh IEYATHIO U
BbICcIaTh | (OJMH) SK3EMIUIAP B HAII ajpec.

[Tpunoxxenue OoroBop 06 apeHae Ha 8 J1. X 3 IK3.

47. PykoBOJCTBYSCH MpaBUWIaMu 0()OPMIICHUS TOKyMEHTOB, COCTaBbTE aBTOOHOTrpaduIio.
48. PyKoBOACTBYSCH MpaBMIaMU 0()OPMIICHUS IOKYMEHTOB, COCTaBbTE XapaKTEPUCTHUKY.
49. PyKkoBOJCTBYSCh MpaBUJIaMU 0()OPMIICHUS TOKYyMEHTOB, COCTaBbTE PE3IOME.

50. CoctaBbTE NMUCHMO-NIOATBEPKACHUE 00 orulare npoAaykuuu. Omiara napTuy MpOayKIHMH
Obula Ipou3BeicHa (GUPMOI B JIeHb MOCTYIUIEHUS ToBapa B MockBy. [l MOATBEpKIEHHSI OILIAThI
OpraHu3aIys BbICHUIAET KOIHUIO MIATeKHOTO opydenus ot 27.06.20  Ne 245.

51. CocraBbre comnpoBogutTenbHoe nuUcbMO oT OOO «IIpocmekT» K OTHIpaBKe ajapec
opraam3ain «O00 «CepBuc+» IBYX 3K3EMIUIIPOB TOMOIHUTEIHLHOTO COTJalIeHus K JoroBopy Ne
2008-25-02 ot 25.02.20 o coTpyaHHYecTBE. B mHCbMe COIEPKUTCS TPOChOA IMOMANUCATH €ro,
CKPEIHUTH MeYaThI0 U OJUH 3K3eMIusIp BbicaaTh B aapec OO0 «lIpocnekT» B Teuenue 10 nHei.

52. CocraBpre nuceMo-npeniaoxkenne OO0 «CTpOMKOMIUIEKT», CHEUUATU3UPYIOLIErocs Ha
KOMIUIEKTAIllMM OOBEKTOB CTPOUTEIHCTBA M MPOMBINIICHHBIX MPEANPUITUN AICKTPOTEXHUYECKUM
o0opynoBaHHEeM U KaOeIbHO-MPOBOJHUKOBON mpoaykuuend. OpraHuzanuss UMEET BO3MOXKHOCTD
OpraHHW30BaTh B IIOJIHOM OOBEME TIOCTABKH HEOOXOIUMOT0 OTCYECTBEHHOTO W HWMIIOPTHOTO
o0opy/noBaHUsl U KaOelbHO-MPOBOJIHUKOBON MPOIYKIUU JJISI CTPOSIIUXCS M PEKOHCTPYHUPYEMBIX
00bekToB. OpraHuzanusi npejyiaraeT BOCIOJIb30BAThCS YCIyraMH IO TOCTaBKE KadeCTBEHHOM U
HEJOPOTOM ANEKTPOTEXHUYECKON MPOAYKIUHU, IPOU3BOAUMON JTyUYIIMMH Opennpustusamu Poccuu, a
TaKKe MPOAYKIMH TakuxX cTpaH Kak Wranus, Typuus, I'epmanus.

53. JIoKyMeHTOOO0OpOT — 3TO JOKYMEHTOB B YYPEKICHUU C
MOMECHTa HX HWJIN TIOJYUCHUA OO0 3aBCPHICHUA NN
OTnpaBjieHus (BCTaBbTE MPOMYIIICHHBIE CIOBA)

54. llponomxkute npepnoxenue: « Odpopmienue aen — 310...»

55. OCHOBHBIMU IIPAaBUJIAMHU JOKYMEHTO000POTA SBISIOTCS:
1.
2.
3.

56. CocrtaBpTe (QopMyIsIp-00pa3zer] MODKHOCTHOM WHCTPYKIIMU, PACKPONTE OCHOBHBIC
pas3zienbl MHCTPYKIIMH, PACCKaXKUTE 00 00S3aHHOCTSIX PYKOBOAMTENS CIIYKOBI IETOMPOU3BOICTBA.

57. CocraBbre (hopmysip-oOpa3zer] CBOIHON HOMEHKIIATYPHI JIeT.

58. CocrtaBbTe (hopMyisip-oOpaserr HOMEHKJIATyphl Jed CTPYKTYPHOTO IOJpa3/ieieHus
(Oyxranrepun).

59. CocTaBUTH UCT-3aBEPUTEID JIENA.

60. CocTaBbTe O0JIOKKY Jea.



61. 3amoaHUTH akT O BBIACIICHUU K YHHUYTOXCHHUIO JOKYMCHTOB W [CJI, HC IMOJJICIKAIIUX
XpaHEHHIO.

O0mee pacnpenenenue 0a/110B TeKyIero KOHTPOJIS 10 BUAAM y4eOHBIX padoT 1Jisl CTY/IeHTOB

. TectupoBaHue, BbIIOTHEHHE
PefiTunr-xontposns 1 . 10
NPAaKTUYECKHX 3a/IaHUH
. TectupoBaHue, BbIIOTHEHHE
PeliTuHr-KOHTpOIH 2 P ’ . 10
NPAaKTUYECKUX 3a/IaHU
. TectupoBaHue, BHITOTHEHHUE
PeiiTuHr-KOHTpOJIBH 3 P ’ . 10
MPAKTUYECKUX 3aJaHHH
. ITocemenue JIEKMOHHBIX
Ilocemenue 3aHATHN CTYACHTOM . 40
MPAKTUYECKHUX 3aHATUI
JononuurenbHbie OaIbl AKTHBHOCTb Ha MPAKTUYECKUX 10
(6oHyCHBI) 3aHATUAX
Brimonaenue cemecTpoBoro Beimonnenue miana
IJIaHa CaMOCTOSITENIbHOM CaMOCTOSITENIbHOM pabOThI 20
paboThI CTYJICHTOB

2. HpOMe)KyTO‘lHaSI arrecranms 1o 1MCIuIlJinue
Ilepeyenb BOpoCoOB K 3K3aMeHY / 3a4eTy / 3a4eTy ¢ OLleHKOM.
Ilepeyenn npakTHYeCKHUX 32124 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OleHKOMH (mpu
HAJIUYUH)

Jlnist mpoBeieHus 3a4eTa MCIIONIB3YIOTCS 33/IaHus B TECTOBOM (hopMe, IPUBEICHHBIE B pa3/ielie

MeTtoauyeckue MaTepuabl, XapaKTepU3yIOIIUX NPoLeIypPbl OLleHNBAHUS

Ha ocHoBe THMNOBBIX 3aJaHWii MOPOrpaMMHBIM  KOMIUIEKCOM  HH(OPMAaIMOHHO-
obpasoBarenbHoro moptrara MU Bal'V dopmupyorcs B aBTOMaTHYECKOM PEXKHUME TECTOBBIE
3aanus Ans cTyneHToB. [IporpaMMHbIif KOMIUIEKC (OpMHUpYET HHAWBHUIyalbHBIE 3aJaHUsS IS
KaXJIOTO 3apEeTUCTPUPOBAHHOTO B CHUCTEME CTYACHTAa M YCTAaHABIMBAET BpPEMsl MPOXOXKICHUS
TECTUPOBaHUs. Pe3ynbTaToM TECTUPOBAHUS SBISETCS KOTUYECTBO HAOpaHHBIX OasIOB.

MakcumanbHas cymMMa OanioB, HabupaeMmasi CTyIeHTOM 1o aucuuminHe pasHa 100.




Ornenka

Oaax

OreHka 110 mKaje

O0ocHOBaHUE

Yposenw
cghopmuposannocmu
KomnemeHyuil

Bonee

80

«OTInYHOY

CopeprxaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 TPOOEIIoB,
HE0OXO0IUMBIC TTPAKTUICCKHE HABBIKU
paboThl C OCBOEHHBIM MaTEPUAIIOM
c(hOpMHPOBaHEI, BCE
MPElyCMOTPEHHBIE POTPaAMMOI
00y4eHus1 yueOHbIC 3adaHuUs
BBINIOJHEHBI, KAUECTBO UX BBIITOTHCHUS
OLIEHEHO YHCJIOM 0aIoB, OJIU3KUM K
MaKCHMaJIbHOMY

Buicoxuii yposens

66-80

«Xoporo»

CopepxaHue Kypca OCBOCHO
MIOJTHOCTBIO, O€3 POOEIIOB, HEKOTOPHIC
NPAaKTUYECKHE HABBIKK PA0OTHI C
OCBOCHHBIM MaTepUAJIOM
chopMHUPOBaHBI HEJOCTATOUYHO, BCE
IPEYCMOTPEHHBIC IPOTPAMMOi
oOydeHus yueOHbIe 3aaHus
BBINOJIHEHBI, KAYECTBO BBIMOJIHEHUS HU
OJIHOTO U3 HUX HE OILICHEHO
MUHHMAJIbHBIM YUCIIOM 0aJUIOB,
HEKOTOPBIC BU/IbI 3a1aHUI BBITIOTHEHBI
C omuOKaMu

Ilpoosunymutii
yposenp

50-65

«Y IOBIIETBOPUTEIIBHOY

ConepxaHue Kypca OCBOCHO
YaCTHYHO, HO TIPOOEITbI He HOCST
CYIIECTBEHHOI'O XapaKkTepa,
HEOOXOMMBIE IPAKTUYECKUE HABBIKU
paboThl C OCBOEHHBIM MaTEPHUAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBITMHCTBO MPETyCMOTPEHHBIX
nporpamMmoil o0ydeHus: yaeOHbIX
3aJJaHU BBITTOJTHEHO, HEKOTOPHIE U3
BBITOJIHEHHBIX 33JJaHUH, BO3MOXKHO,
COJIepXKaT OIUOKH

Ilopozoeuwiit yposens

Memnee
50

((HCYI[OBHGTBOPI/ITCJ'IBHO»

Coneprxanue Kypca He OCBOEHO,
HE00X0/IMMbI€ MPAKTUYECKUE HABBIKU
paboThl HE CPOPMUPOBAHBI,
BBINOJIHEHHBIE YU€OHbIE 3a/1aHUS
cojiepxaT rpyObie OlnOKu

Komnemenuuu ne
cghopmuposani

3. 3aganus B TecTOBOI (popMe MO TUCHUILINHE
[Ipumeps! 3ananmii:
K KaKOMY BUY JOKYMCHTAIUN OTHOCHUTCA YCTaB:
-OpraHu3alivuoOHHasd
-MH(OPMAIIIOHHO-CIIPaBOYHAS
-pacnopsAauTelbHas
-AOKYMCHTAN U IO JIMYHOMY COCTaBy

I[OKYMCHTaI_II/IOHHOe obecrneucHue YIIpaBJICHUA — I3TO!




-Hpouecc yCTaHOBHeHI/ISI nu HpI/IMeHCHI/ISI HpaBI/IH C LCJIbIO y'HOpﬂ,HO‘-ICHI/ISI JCATCIIBHOCTU B
JICIIONTPOU3BOJICTBE

'COBOKYT[HOCTB I[OKyMeHTOB, HpI/IMeHHGMBIX B OHpe,Z[eJ'IeHHOf/'I C(bepe JCATCIIBHOCTU

-COBOKYITHOCTh PEKBHU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (DOPMYIISIPOM JIOKYMEHTA

=-ICATCIIBHOCTDb aHHapaTa ynpaBJIeHI/ISI, OXBaTbIBAKOIIaAa BOHpOCBI I[OKYMGHTI/IPOBaHI/ISI 58
OpraHu3aIi padOThI ¢ JOKYMEHTaAMHM

ITomabrin IEPECUCHb TECTOBBIX 3aHaHHﬁ C YKa3aHUEM IIpaBUJIbHBIX OTBETOB, Pa3MCIICH B OaHke
BONPOCOB  Ha  HMH(OPMAIIMOHHO-00pa30BaTeNbHOM  TOpTaje  HMHCTUTYTa 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

OHGHKa PACCUUTBIBACTCA KaK ITPOUCHT IMPABUJIBHO BBIIIOJHCHHBIX TCCTOBBIX SaHaHI/Iﬁ n3 ux
o011ero yucia.



