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INOACHUTEJIBHASA 3AIINCKA

®onpa oneHouHbix cpencte (namee ®OC) nmo yuebHoi aucturuae «OIl. 04
JIOKyMEHTaIlMOHHOEe OOeCIeueHre YIpaBICHUs» TMpeJHa3HAUYECH [JIs CTYJCHTOB,
oOy4Jaronuxcsi 1Mo nporpaMMamM CpeHero npopeccuoHalIbHOTO 00pa3oBaHus (Haiee
CIIO) cneunanpHoctr 38.02.06 DUHAHCHI.

®OC pa3paboTaH Ha OCHOBAHUU:

-TpeboBanuil K ypoBHIO noAroToBku odydaromuxcs GI'OC CIIO no cnenuanbHOCTH
38.02.06 ®duHAHCHI;

-OCHOBHON oOpa3oBareinbHOM mporpammbl W ydeOHoro 1uwiana CIIO mo
cruenuaibHocTh 38.02.06 duHaHCHL;

- paboueii nporpammbl yueOHOM mucturuimHbl  «OIl 04  JlokymeHTanmoHHOE
oOecrieueHue ynpasieHus» peanusyemoii B coorBerctBuu ¢ GI'OC CIIO.

®OC no yuebnoit mucrummHe «OIl 04 JlokyMeHTalMOHHOE OOECIIECUCHHE
yIOpaBlIeHUs» pa3paboTaH C [EJIbI0 KOHTPOJISI U YIOPABJICHHS IPOIECCOM
npruoOpeTeHUsT 00yJYaIOIMUMHC HEOOXOANUMBIX 3HAHUM, YMEHUHN, HaBBIKOB, a TAKXKe
YPOBHSI  CPOPMHUPOBAHHOCTH o0mMX  KOMIETEHIHH (manee OK) u

npodeccuonansubix komneTeHuil (manee I[IK) B 00béme yueOHOMU
nporpaMmsl 1o crienraibHocT 38.02.06 PuHAHCHI.

@OC  BKIHOYAET KOHTPOJBHBIE MaTepUajbl Uil TPOBENECHUS TEKYLIETO
KOHTPOJII M TPOMEXKYTOUHOW aTrTecTanii B (opme auddepeHpoBaHHOTO
3auera.

B pe3ynbpTaTe ocBoeHUs Y4eOHOMN NUCHUIUIMHBI 00YYarOIIHICS TOJIKEH:

UMeTh NMpeAcTABJIEHUE!

-0 poJM JIOKyMEHTa, (PYHKIUAX, CIMOco0ax JOKYMEHTHPOBAHUS, O HOCHUTEISIX
uHdopmanuu;

-00 yHU(]UKAIMK U CTaHAAPTU3AIMHU JTOKYMEHTa, 00 YHHU(PUIUPOBAHHBIX CHUCTEMAaX
JIOKyMEHTAITNH;

-0 KPUTEPUSIX HAYYHO-UCTOPUUYECKOW M MPAKTUYECKOW IIEHHOCTU JOKYMEHTOB, 00
ONpeEICHUN CPOKOB UX XPAHEHUS;

-0 KOMITIBIOTCPHBIX TCXHOJOIUAX, IPUMCHSICMBIX B ACIIOIIPOU3BOJICTBC.



3HATh:
- IOHSATHSI, LIEJIH, 3a/1a41 U IPUHIIUIIBI IETOTPOU3BOJICTBA;
- OCHOBHBIE MOHATHUS JOKYMEHTAIIHOHHOTO 00eCTIeueHuUs
yIIpaBJICHUS; - KJIACCU(PUKAINIO TOKYMEHTOB;
- TpeOOBaHUS K COCTABJICHUIO 1 0(OPMIICHHUIO TIOKYMEHTOB;
-OpraHM3aluio JT0KyMEHTO000poTa: mpueM, 00paboTKy, pPErucTpaluio,
KOHTPOJIb, XpaHEHHE JOKyMEHTOB, HOMEHKJIATYpy el
yMeTh!
-0QOpMIIATh JOKYMEHTAllUI0 B COOTBETCTBHH C HOPMATHBHON 0a30ii, ¢
UCIIOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTH;
- OCBaMBaTh TEXHOJIOTUH aBTOMATHU3UPOBAHHOW 00pabOTKM JOKYMEHTAIUH;
-HCII0JIb30BaTh YHU(PUIIUPOBAHHBIE (POPMBI JOKYMEHTOB;
-OCYIIECTBIISITh XPaHEHHE, TIOUCK TJOKYMEHTOB;
-UCTIONIb30BaTh ~ TEJICKOMMYHUKAIIMOHHBIE  TEXHOJOTMUM B DIIEKTPOHHOM
JIOKyMEHTOOOOpOTE.

A0CTUYD JUYHOCTHBIX PE3YyJIbTATOB:
- O6J'IaI[aTb KIIFOYCBBIMH LIPI(l)pOBBIMI/I KOMIICTCHIUSAMHU W TOTOBHOCTBh HX

MPUMEHSTH B COBPEMEHHBIX SKOHOMUYECKUX YCITOBHUSIX

OueHka pe3ynbTaTOB OCBOCHUS OOYYAIOMIMMHUCA YYEOHOM JTUCHMILIUHBI
«OIl. 04 JTokyMeHTallMOHHOE OOECIIeUeHnEe YIMPaBICHUS»  OCYIIECTBIACTCS C
WCITIOJIb30BAaHUEM CJIENYIONUX (POPM U METOI0B KOHTPOJIA:
TeKYIIMHH:

— YCTHBIM ¥ IUCBMEHHBIN ONPOC,

— BBINOJIHEHUS NTPAKTUYECKUX PaloT,

— BBINOJIHEHUSI KOHTPOJIBHBIX PabOT MO TeMaM JUCIUILINHBL,
— BBINIOJIHEHUS TECTOBBIX 3a1aHUH,

- BBINIOJIHEHNUE Pa3HOYPOBHEBBIX 3aJaHUM 10 TEMAaM;

- BBIMOJHEHHE MPAKTUYECKUX PaldoT.

— TOATOTOBKA JI0KJa/l0B, pedepaToB, COOOIIECHHUI.

IIpomexxyTounasi arrectanusi — 1udPpepeHIIMPOBAHHBIN 3a4ET



I. OBIIAA XAPAKTEPUCTUKA ®OHJA ONIEHOYHBIX CPEACTB

0 JUCLHUIIIINHE
«OIl. 04 TokymeHTalluOHHOE o0ecrieyeHue yIpaBJIeHUsD)

cuenaiabHOCTh 38.02.06 duHaHCH

Pe3yabTaThl 00yyeHus Kona u popmynuposka HaumeHoBaHue DopMbl U METO/IbI
KOMIICTCHINH pa3iejioB 1 TeEM OICHKH
(OK, ]'[K) Texymmii Ipomexy-
KOHTPOJb TOYHasA
aTTecTalnu
A
1 2 3 4 5
OcBoeHHbIE 3HAHUSA: TIOHATHE, OK 01 BriGupats crioco0bl pemeHus Paznen 1. -YCTHBII U Huddep
IeJIH, 331241 U TIPHHIUIIBI 3a1a4 IpoQeccuoHaNBEHOH JlokyMeHTUpOBaHHe MHChMEHHBIN SHIIUPOB
JICJIONIPOU3BOJICTBA; OCHOBHBIC JeSTeIEHOCTH IPHUMEHUTEIIBHO K yhnpaBJieH4ecKoii ompoc, AQHHBIN
HOHSTHUS JOKYMEHTAIlMOHHOTO Pa3IMYHBIM KOHTEKCTaM; JesITeJIbHOCTH. -BBINIOTHEHUS 3a4er
obecrieueH s yIpaBiIeHHs; OK 02 Ocy1miecTBisTh OUCK, aHATIH3 IIPAKTUYECKUX
CHCTEMBI JOKYMEHTAIIHOHHOTO 1 MHTEPIpETaIHI0 HHPOPMALIH, Tema 1.1 pabor,
obecriedeHHs yIpaBIeHHS; HEOoOXOIMMOH JUIs BEIITOJHEHNUS 33134 Beenenue. -BBINIOJTHEHUS
KIIacCU(HUKAIIIO JOKYMEHTOB; npodeccnoHaIbHOM NesTeIbHOCTH; JIOKYMeHT U cucTeMa KOHTPOJIBHBIX
TpeOOBaHHS K COCTABICHHIO U OK 03 [1nanupoBaTh U pealn3oBbIBaTh JOKyMEHTALH. paboT 1o TeMaM
oopMIEHHIO TOKyMEHTOB coOcTBEHHOE PO ecCHOHANBHOE U JUCIUILTUHEL,
JIMYHOCTHOE Pa3BUTHE; -BBINIOTHEHUS
OcBoeHHbIe YMeHHSA: 0OPMIIATH OK 09 Ucronb3oBaTh TECTOBBIX
JOKYMEHTALUIO B COOTBETCTBUHU C I/IHq)OpMaL[I/IOHHBIC TEXHOJIOTHUHU B 3auaHm71,
HOpMaTPIBHOﬁ 63,3()1}'17 B TOM YHUCJIE HpO(l)CCCI/IOHaHLHOI\;I IEeATCIBHOCTH, - BEITIOJTHECHHUE
C MCIIOJIb30BaHUEM OK 10 [Nonp30BaThes Pa3HOYPOBHEBBIX
I/IH(bOpMaHI/IOHHLIX TEXHOJIOTHIA; HPO(’pCCCI/IOHaHBHOﬁ JIOKyMEHTaIllel Ha 3aJaHUi o
OCBaMBaTh TEXHOJOIrUU TOCyAapCTBEHHOM U NTHOCTPAHHOM TEMaM,
ABTOMAaTHU3UPOBAHHOMN SI3BIKAX - BBITIOJTHEHUE
00pabOTKH JOKyMEHTAIHH; OK 11 Hcnonn3oBaTh 3HAHMS IO MPAKTHYECKUX
WCIIOJIb30BATh (uHAHCOBOM TPaMOTHOCTH, pabor;
yHADUITMPOBAHHBIE (HOPMBI TUIAHUPOBATH IPEANPUHUMATENILCKYIO -IIOJITOTOBKA
JIOKYMEHTOB AEATEIIbHOCTH B JIOKJIaJI0B,
npodeccHoHaANBHOI cdepe. pedepatos,
COOOIIEHU.
OcBoeHHbIe 3HAHUS: TIOHSTHE, Tema 2. -YCTHBII U
LIeJY, 3aa4H U IIPUHIUIIBL OK 01 BbiGupats crioco0s! perieHus OpraHu3aoHHO- MMChMEHHBIN
JIeJIONIPOU3BOJICTBA; OCHOBHBIE 3a1a4 PO QeCCHOHATBHOM pacnopsauTeIbHbIe ompoc,
HOHSTHS JOKYMEHTAIIMOHHOTO NeSITeIbHOCTH TIPAMEHUTEBHO K JOKYMEHTBL. -BBINTOJTHEHHUS
obecrieueH s yIpaBiIeHHs; Pa3IUYHBIM KOHTEKCTAM; MPaKTHYECKUX
CUCTEMBI JIOKYMEHTALMOHHOIO OK 02 OcymecTBisTh MOUCK, aHANU3 U pabor,
oOecrieueHys ypaBiIeHUs; HMHTEPIIPETAINI0 HHPOpMAIIHH, -BBITIOJTHEHUS
KJIacCU(HKAIIMIO TOKYMEHTOB; HEOOXOIMIMOM IS BBITIOJTHEHHUS 3a/1a4 KOHTPOJIBHBIX
TpeOOBaHMS K COCTABIECHHIO U MpoeCCHOHATBHOM NEeSITeNEHOCTH; paboT mo Temam
oopMIIEHHIO TOKYMEHTOB OK 03 IInanupoBaTh 1 peanu3oBbIBaTh JUCLUILIUHEL,
coOcTBEHHOE TIPO(ecCHOHANBHOE H -BBINIOJTHEHHUS
OcBoeHHbIE YMEHHS: JMIHOCTHOE TECTOBBIX
0OpMIISITH TOKYMEHTAIHIO B OK 04 Paborath B KOJUIEKTHBE U 3a1aHui,
COOTBETCTBUH ¢ HOPMATHBHOM KOMaH/ie, 3P PEKTHBHO - BBINIOJIHEHHE
0a30M, ¢ HCIIONB30BaHUEM B3aUMO/ICHCTBOBATE C KOJUIETaMH, Pa3HOYPOBHEBBIX
I/IHq)opMauI/IOHHLIX TEXHOJIOTHH, PYKOBOACTBOM, KIIMCHTAMHU, 3a/laHui 1o
OK 05 OcymiecTBIsTh yCTHYIO U TeMam;
NHCHMEHHYI0 KOMMYHHUKALIUIO Ha - BBITIOJTHEHUE
TOCYIapCTBEHHOM SI3bIKE HPaKTUUECKUX
Poccuiickoit denepanuu ¢ pabort;
Y4eToM 0COOEHHOCTEH -TIOATOTOBKA
COLMAIEHOTO U KyJIBTYPHOTO JIOKJIaJI0B,
KOHTEKCTa; pedepatos,
OK 09 Ucnons3oBats COOOIIEeHUH.
nH(pOpPMAIOHHBIE TEXHOIOTHH B
npodeccnoHaNTBEHOH AesATeNbHOCTH




OCBauWBaTh TCXHOJIOI'MHU

aBTOMATH3UPOBAHHOM
HCIIOJIB30BaTh

YHU(HULIUPOBAaHHBIE (POPMEI
JIOKYMEHTOB

OK 10 ITons30oBaThCs

npoQecCHOHATTBHOM JOKYMEHTAIlUeH Ha

TOCYIapCTBEHHOM H HHOCTPaHHOM
SI3BIKAX

I[IK 1.5 OGecmnieunBatb (pMHAHCOBO-
9KOHOMHYECKOE CONPOBOXKACHUE
JESATENBHOCTH O OCYIECTBICHHUIO
3aKyIOK JUIS TOCYIapCTBEHHBIX U
MYHHULHUTATBHBIX HYX]

OcBOeHHbIE 3HAHUSI:
OCHOBHBIC MOHSITHUS
JIOKYMEHTAIUOHHOTO
obecrieueHns yrpaBICHAS
cUCTEeMa IOKYMEHTAIIMOHHOTO
oOecrieucHHs yIpaBICHHS
KIJIacCH(UKAIUIO TOKYMEHTOB
TpeOOBAHUS K COCTABIICHHUIO U
0(OPMIICHHIO JOKYMEHTOB
CpOKH MpCaACTaBJICHUSA
HAJIOTOBBIX ~ JCKIapanmuii B
rOCYIapCTBCHHBIC HAJIOTOBBIC
OpTaHsbl, BHEOIOKETHBIE
GOHOBI W TOCyIApCTBEHHEIE
OpTaHbl CTATHCTUKU

OcBOeHHBIE 3HAHHUS.
0pOPMIIATh JOKYMCHTAIIHIO B
COOTBETCTBUH C HOPMATUBHOMN
0a30ii, C HCIIOJIL30BAHUEM
nH(pOpMaLMOHHBIX
TEXHOJIOTHI

HCII0Ih30BaTh
yHUGHUIMPOBaHHBIE (HOPMBI
JTOKYMEHTOB

MIPUMEHSATH MOPSAOK U
coOMI01aTh CPOKU
HCYHUCIICHUS 110 CTPaXOBBIM
B3HOCAaM B TOCYJapCTBCHHBIC
BHEOFOKETHBIC (POHIBI

OK 01 Bri6upats criocoOsl
penieHust 3a/1a4 NpodhecCHOHAIBHOM
JeSITeIbHOCTH NPUMEHHUTENBHO K
Pa3IMYHBIM KOHTEKCTaM;

OK 02 OcymecTBIsTh MOUCK,
aHaJIM3 U MHTEPIIPETAIUIO
HHPOPMALINH, HEOOXOIUMOHN IS
BBITIOJTHEHHMS 32124
npo¢eCCUOHATBHOM IeSITeIbHOCTH;
OK 03 IInanupoBats u
peaTi30BbIBATh COOCTBEHHOE
npodeccnoHanbHOE U JIMYHOCTHOE
pasBuTHE;

OK 04 PaboTath B KOJJICKTHUBE H
KoMmaHze, 3¢pdexruBHO
B3aUMOJICHCTBOBATh C KOJUIETaMHU,
PYKOBOJICTBOM, KIIMEHTAMH;

OK 05 OcymiecTBIATh YCTHYIO U
MHCHMEHHYIO KOMMYHHUKAILIUIO Ha
TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit ®denepanuu ¢ yaeTom
0COOEHHOCTEH COIMAIBLHOTO U
KYJIbTYPHOI'O KOHTEKCTA,

OK 09 Hcnons3oBath
UH()OPMALMOHHBIE TEXHOJIIOTHH B
npodeccnoHanbHOM IeATENBHOCTH,
OK 10 ITose30BaThCs
npodeccroHaNbHO R
JIOKyMEHTaI1el Ha
roCy/IapCTBEHHOM M HHOCTPAHHOM
S3BIKAX

OK 11 Hcmons3oBaTh 3HAaHHS IO
TPaMOTHOCTH,

(huHAHCOBOH
IUIAHUPOBATh
NpeANPUHUMATENBCKYIO

JACATCIBbHOCTD B

npodeccronansHoOH cepe.

IIK 1.5 Ob6ecmneunBaTh
(hMHAHCOBO-3KOHOMUYECKOE
COTNPOBOXICHHE JIEITEIBHOCTH
[0 OCYLIECTBICHHIO 3aKYIOK ISt
rOCYJapCTBEHHBIX U
MYHHHIAIbHBIX HYK]T

Tema 3.
Kanposas
JOKYMEHTAIHsL.

-YCTHBIN U
MMUCbMEHHBIN
onpoc,
-BBITTOJTHCHHS
MPAKTUICCKIX
pabor,
-BBITTOJTHCHHS
KOHTPOJIBHBIX
pabor mo Temam
JUCIUIUTAHBI,
-BBITTOJTHEHHSI
TECTOBBIX
3a/IaHHH,

- BBITIOJIHECHHE
Pa3HOYPOBHEBBIX
3aTaHAI o
TeMam;

- BBITIOJTHCHHE
MPAKTUUCCKIX
pabor;
-TOITOTOBKA
JIOKJIJIOB,
pedeparos,
COOOIIICHU.




OCBOCHHbIE 3HAHHA
OCHOBHBIC TTOHSATHS
JIOKYMEHTaI[HIOHHOT'O
obecrieueHns yrpaBICHAS
cHCTeMa JOKYMEHTallHOHHOTO
obecrieueHNs yIIpaBIeHuUS,
KJaccu(UKaIHIO JOKYMEHTOB;
TpeOOBAHMUS K COCTABICHHIO U
0pOPMIICHHIO JOKYMEHTOB

OcBOeHHBIE€ YMEHHUSI .
0(pOpPMIIATh TOKYMECHTAIHIO B
COOTBETCTBUH ¢ HOPMATUBHOMN
0a30ii, C UCIOJIL30BAHUEM
HHPOPMAIIMOHHBIX
TEXHOJIOT UL

HCIIOJIB30BaTh
YHU(HULIUPOBAHHBIE (POPMBI
JIOKYMEHTOB;

OK 01 Bri6upaTh crmoco0bl pereHus
3a/1a4 mpodeccnoHaTbHON
JIeSITeTbHOCTH PAMEHHUTEBHO K
Pa3IMIHBIM KOHTEKCTaM,

OK 02 OcymecTBIsTh MOUCK,
aHAIN3 ¥ HHTEPIIPETAIIHIO
HHPOPMALIUHU, HCOOXOTUMOM JIJIst
BBIMOJTHEHUS 33124
npo¢heCCUOHATIBHOM SSITeTbHOCTH;
OK 03 ITnanupoBaTs u
peaT30BBIBaTh COOCTBEHHOE
npo¢ecCHOHANBHOE H THIHOCTHOE
pa3BuUTHE,;

OK 04 PaboTath B KOJJICKTHUBE H
KoMmaHze, 3¢ dexruBaO
B3aMMO/ICHCTBOBATH C KOJUICTAMH,
PYKOBOJACTBOM, KITUCHTAMU,

OK 05 OcymiecTBIATh YCTHYIO U
MUCHMEHHYI0 KOMMYHHUKAIIMIO Ha
TOCYAApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢ y4eToM
0COOEHHOCTEH COMAIFHOTO U
KYJIbTYPHOI'O KOHTECKCTA,

OK 09 Ucnonbs3oBath
WHPOPMAMOHHBIE TEXHOJIOTHU B
npo¢eCcCHOHaIBHOM NeATeTHHOCTH,
OK 10 ITonb3oBatbes
npogeccHoHaIbHOM
JIOKyMEHTAIHeH Ha
TrOCyIapCTBCHHOM M HHOCTPAaHHOM
SI3BIKAX

IIK 4.1 Pa3paGatbIBaTh IUIaH U
MporpaMMy MPOBEACHHUS
KOHTPOJIbHBIX MEPOTIPHUSATHUH,
0(QOPMIISTH PE3yIBTATHI
MPOBEICHHBIX KOHTPOJIBHBIX
MEpPOTPUATHH, BRIPa0ATHIBATH
PEKOMEHIAITUH 10 YCTPAHESHUIO
HEJIOCTATKOB U PHCKOB, OIICHUBATH
3(h(HEeKTHBHOCTH KOHTPOIBHBIX
IpoIeIyp

IIK 4.3 YgacTBOBaTh B PEBU3UU
(bMHAHCOBO-X03IHCTBEHHOM
JeSITeTbHOCTH O0BEKTa
(uHAHCOBOTO

Tema 4.

JloroBopHO-TIpaBOBast

JAOKYMCHTalIUA

KOHTPOJIS

-YCTHBIN U
MMUCHMECHHBIN
onpoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITTOJTHCHHS
KOHTPOJIBHBIX
pabor mo Temam
JACIUILTAHEL,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITIOJTHCHHE
Pa3HOYPOBHEBBIX
3aIaHUI o
TeMam;

- BBITIOJTHCHHE
MPAKTUUCCKIX
pabor;
-TI0JIrOTOBKA
JIOKJIaJIOB,
pedeparos,
COOOIIICHU.




OcBOeHHbIE 3HAHMS:
OCHOBHBIE TTOHATHS
JIOKYMEHTaI[HIOHHOT'O
obecrieueHHs1 ynpaBIIeHHS;
CHCTEMY JOKYMEHTAI[HOHHOTO
obecrieueHHs1 ynpaBIIeHHS;
KJaccu(UKaIHIO JOKYMEHTOB;
TpeOOBAHNUS K COCTABIICHHUIO U
0pOPMIICHHIO JOKYMEHTOB
OCBOECHHbIC YMEHUS:
OdopMIATh TOKYMEHTALUIO B
COOTBETCTBUH C HOPMaTHBHON
0a30ii, C UCITOJIH30BAHHEM
nH(pOpMaMOHHBIX
TEXHOJIOT UL

HCTIONb30BaTh
yHIUPHUIHPOBAHHEIE (POPMEI
JIOKyMEHTOB

OK 01 Bsi6upath crmoco0sI
pereHus 3a1a4 npohecCHOHATBEHOR
JICSITeBbHOCTH MPUMEHHUTELHO K
Pa3IMYHBIM KOHTEKCTAM;

OK 02 OcymecTBIsTh MOUCK,
aHaIIN3 ¥ UHTCPIIPETAIIHIO
UHPOPMALIUH, HEOOXOTUMOM JIJIst
BBIITOJTHEH U 33184
npodeccHOHANBHOMN eI TeNbHOCTH;
OK 03 ITnanupoBaTs u
peaT30BbIBATE COOCTBEHHOE
npodeccnoHanbHOE 1 JIMYHOCTHOE
pa3BuUTHE;

OK 09 Hcnonp30Bath
MH()OPMALMOHHBIE TEXHOIOTHH B
npodeccHOHANBHOMN eI TeNbHOCTH,
OK 10 ITons3oBaThCs
npodeCCHOHATBHON
JIOKyMEHTaI1el Ha
TOCyApCTBCHHOM M HHOCTPAaHHOM
SI3BIKAX

OK 11 Hcmonws3oBaTh 3HAaHHS II0

(uHAHCOBOM TPaMOTHOCTH,
IUTAaHAPOBATh
MpeANPUHIMATENBCKYIO
JeATEIBHOCTh B

npodeccuonansHoOl chepe.

IIK 4.1 Pa3paGaTbIBaTh IUIaH U
porpamMmy MpOBEICHUS
KOHTPOJIbHBIX MEPOTIPHSTHI,
0pOpPMIIATH Pe3yTHTATHI
MPOBEICHHBIX KOHTPOJIbHBIX
MEpOIIPUATHH, BHIpaOaTHIBATh
PEKOMEHAAINH 110 YCTPAHEHUIO
HEJIOCTATKOB U PHCKOB, OLICHUBATh
3(h(HEeKTHBHOCTH KOHTPOIBHBIX
npoueayp

IIK 4.3 YgacTtBOBaTh B PEBU3UU
(MHAHCOBO-X03IHCTBEHHOM
JeSITeTbHOCTH O0BEKTa
(brHAHCOBOTO

KOHTPOJISI

Pazgen 2.
Opranuzanus
padoThI ¢
JOKyMeHTaMH

Tema 5.
ITousarue

JOKyMEHT0000pOTa.

perucrpanmys
JOKyMEHTOB

-YCTHBIN U
MMUCHMECHHBIN
ompoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITTOJTHCHHS
KOHTPOJIBHBIX
pabor mo Temam
JACIUILTAHEL,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITIOJTHCHHE
Pa3HOYPOBHEBBIX
3aIaHUI o
TeMam;

- BBITIOJTHCHHE
MPAKTUUCCKIX
pabor;
-TI0JIrOTOBKA
JIOKJIaJIOB,
pedeparos,
COOOIIEHHIA.




OcBOeHHbIC 3HAHNA
KJ1acCU(UKAIHIO JIOKYMEHTOB
TpeOOBaHMUS K COCTAaBICHUIO U
oopMIIeHHIO TOKYMEHTOB,;
OpTaHH3aIHIO
JIOKYMEHTO000pOTa: IIPHEM,
00paboTKy, perucTpanuio,
KOHTPOIIb, XpPaHEHHE
JIOKyMEHTOB, HOMEHKJIATYpy
nen

OcBoeHHbIE YMEHHS:
0(QOpPMIISTh JOKYMCHTAIIHIO B
COOTBETCTBHH C HOPMaTHBHOH
0a30i1, ¢ UCITOIB30BAHNEM
HH(POPMAITUOHHBIX
TEXHOJIOT U,

HCITIOJIB30BATh
YHUGHUIUPOBaHHBIE (HOPMBI
JIOKYMCHTOB

OK 01 Bri6upats criocoObl
pereHus 3a1a4 NpohecCHOHATBEHON
JEATETbHOCTH IPUMEHHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM;

OK 02 Ocy1ecTBisITh MOUCK,
aHaJU3 ¥ UHTEPIPETaLHIO
nHpOPMALNHN, HEOOXOIUMON IS
BBINTOJTHEHUS 337149
IpodecCHOHANBEHON JIESITENbHOCTH;
OK 03 ITnarupoBats U
peaM30BEIBAaTE COOCTBEHHOE
podeccHOoHaNBHOE 1 JINYHOCTHOE
pas3BUTHE;

OK 04 PaboTtaTh B KOJIJIGKTUBE U
KoMmaHze, 3pPEeKTHBHO
B3aMMOJECHCTBOBATH C KOJUIETaMH,
PYKOBOJCTBOM, KIIHECHTAMH;

OK 05 OcymiecTBasTh yCTHYIO U
MMICbMEHHYIO0 KOMMYHHUKAIIUIO Ha
rOCyJapCTBEHHOM SI3BIKE
Poccuiickoit ®enepanuu ¢ yueTom
0COOCHHOCTEH COIMAIBHOTO U
KYJIbTYPHOTO KOHTCKCTA,

OK 09 UcnoarzoBaTh
nH(pOpMaNNOHHBIE TEXHOIOTHH B
PO eCCHOHANBHON eI TENbHOCTH,
OK 10 [onb30Batbes
podecCHOHANEHON
JOKyMEHTaIueH Ha
roCyJapCTBEHHOM U HHOCTPaHHOM
SI3BIKAX

OK 11 Hcnonp3oBaThk 3HaHUA 10
(bMHAHCOBOM rPaMOTHOCTH,
TUTAHUPOBATh
HpeANPUHUMATEIBCKYIO
JIeSITeTIbHOCTD B
mpodeccHOHaNBHOM chepe.

[IK 4.3 YuacTtBOBaTh B peBU3UU
(hMHAHCOBO-XO03AHCTBEHHON
JIeSITeIbHOCTH O0BEeKTa
(huHAHCOBOTO

KOHTPOJIA

Tema 6.
Opranuzanus
OTIEPATUBHOTO

U apXUBHOTO
XpaHEHUs JOKYMEHTa

-YCTHBIN U
MMUCbMEHHBIN
ompoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITIOJTHCHHS
KOHTPOJBHBIX
pabor mo Temam
JUACIUTUTAHBI,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITTOJTHCHUE
Pa3HOYPOBHEBBIX
3aJaHAi mno
TeMam;

- BBITNIOJTHCHUE
MPAKTUIECKUX
pabor;
-TI0JITOTOBKA
JIOKJIAJIOB,
pedeparos,
COOOIIICHUA.
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II. ”THOOPMAIIMOHHOE OBECIIEYEHUE OBYYEHMUA

2.1 HopMaTUBHO-IPABOBbIE JOKYMEHTbI:

1. «O06 anexTponHOU 1HppoBoi oamuch». Dexepanbhbiii 3akoH ot 06.04.2011 T. (c
M3MEHEHUSIMU U JIOTIOJTHEHUSIMH ).

2. TOCT P.7.0.97-2016. «Cucrema cranaapToB 1o uHbopMaiuu, OUOIMOTEUHOMY U
u3gatensckoMy  feny.  OpraHu3alMOHHO-paclopsiAMTEIbHAS — JIOKyMEHTAallUU.

TpeboBanust k odopmieHHo mokymeHToB. (yTB. Ilpmkasom Poccrammapra ot
08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

2.2 OcHOBHAs JTUTEPATYypa

1. bacakoB, M.U, JlokyMeHTanMoHHOE oOecleueHrue yIpaBieHus (C OCHOBAMH
apXWBOBeJCHUS) [DyeKTpoHHBIN pecypc]: yueOHOoe mocooue / M.U. bacakoB. — M.:
KnoPyc, 2020. — 216¢c. — Jlma CIIO wu HIIO.— Pexcum oocmyna:.
http://www.book.ru

2. Kysnenos, U. H. JlokymeHTanimoHHoe oOeCneYeHUE YIPaBIEHUS IMEPCOHATIOM

[DnexTponnbIid pecype]:  yueOHuk u npaktukym s CITO / U. H. Ky3nenoB. — M.

: FOpaiit, 2019. — 521 c¢. — Pearcum oocmyna: http://biblio-online.ru

2.3.J10N0JIHUTEJIbHbIE HCTOYHUKH:

1. lllyBanoBa, H. H. JoxymenTanimonHoe obecrieueHrue ymnpaBieHUs [DJICKTPOHHBIM
pecype]:  yueOnuk u npaktukym qis CITO / H. H. Ilysanosa. 20- e uzg— M.:
FOpaiit, 2020. — 221 c. — Pearcum oocmyna: http://biblio-online.ru

2. I'pososa, O. C. Jlenonpou3BoactBo [DneKTpoHHBINA pecypc]:  ydueOHOE mocoOme
s CIIO / O. C. I'pozoBa. — M. : IOpaiit, 2020. — 126 c. — Pexcum docmyna:
http://biblio-online.ru

3. Amngpeena, B.M. [lenonpou3BoACTBO: OpraHU3amus M BelAeHUE [ DIEKTPOHHBIN
pecypc]:  yuebHoe mocooue / B.M. AuapeeBa. — M. : KuoPyc, 2020. — 294 c. —
Pestcum oocmyna: http://www.book.ru

2.4. Tlepeuenb pecypcoB HHGPOPMALHOHHO-TEIEKOMMYHUKAIIMOHHONH CeTH
«/HTEepHET», HE0OXOAUMBIX IJISl 0CBOCHHS JUCHMILIHHbI

1. DnexrponHo-6mOmMoTeyHas cuctema BOOK.RU http://www.book.ru

2. DIEeKTpOHHO-OMOIMOoTeYHas cucteMa Znanium http://www.znanium.com

3. DnexTpoHHO-OHOIMOTEeYHAs cucTeMa n3narenscrsa « OPAUTy https://www.biblio-
online.ru

4. DeKTpOHHO-OMOIMOTeUHas cucTeMa «YHHBepcuTeTckas Guonmorexa OHJIAVTH»
http://biblioclub.ru/

5. DrnekTpoHHas onoOInOTEKA W31aTEIHLCKOTO oMa «I"peOEHHUKOBY

https://qgrebennikon.ru
6. DaeKkTpoHHO-OMOIMOTEeUHAas crucTeMa u3aaTenbeTBa «Jlanby https://e.lanbook.com
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III. OHEHOYHBIE CPEJICTBA

Ilpunoscenue 1
Bomnpocsl 11t yCTHOT0 (MECbMEHHOT0) ONPOca

T3 1. Tema 1. BBenenue. JlokyMeHT U cucTeMa gokymentanuu OK 01-03, OK 09-11 JIP 17

1./latiTe onpenenenne nHGOPMAITUH B COOTBETCTBHH ¢ DenepaabHBIM 3aKOHOM.

2.IlepeunciauTe cBOMCTBA HH(DOPMAITHH.

3.HazoBuTe cBoiicTBa HH(MOpMAINHU, KAKOE CBOMCTBO SIBISIETCS BAKHEUIITHM U 1TOUeMY?

4.HazoBuTe OCHOBHOE CBOWMCTBO yIpaBiIeHUECKOi HH(opMaIiu.

5.Kaxk 1 kor/ia mosiBUI0oCh BepBbie MOHATHE ToKyMeHT? KTo ero BBen?

6.B cootBerctBuu ¢ [OCToM, 1OKyMEHT, JOKyMEHTHpOBaHHasl MH(opMarys o3HaYaeT?

7.J1aiiTe MOHATHE PEKBUBUTHI.

8.Uto o3HavaeT craHgapT JOKyMEeHTa?

9.JlaliTe MOHATHE CITY>KEOHBI JOKYMEHT?

10.0OxapaxTepusylite ”HGOPMALMOHHYIO GYHKIHUIO ToKyMeHTa: 11.0xapakTepu3yiiTe opraHu3alOHHYO
¢ysakuro nokymenTa: 12.0xapakrepu3yiite 1opuandeckyro GyHKIuio nokymenTa: 13.0xapakrepusyire
BOCTIUTATENbHYIO (pyHKIHIO oKyMeHTa: 14.Ha30BuTe TpU COCTABISIOIINE JEONPON3BOICTBRA:

T3 2. Tema 1. Beenenue. JlokymeHT u cucrema qokymenranuu OK 01-03, OK 09-11 JIP 17

1. Yro mpencraBnser codoi 6aHK JOKyMeHTa?

2. Kakue Buibl pacmosiokeHus pekBu3uToB Bel 3HaeTe? 3. Kakue peKBU3UTHI BXOJAT B COCTAaB 00IIEro OJaHKa?
4. Kakue peKBU3UTHI BXOJAT B cOCTaB OyaHka Juisg mrceM? 5. Kak hopmynupyeTcs 3aroinoBok K TEKCTY
JOKyMeHTa?

6. Kakue sneMeHThI BKIIIOUAKOTCS B COCTAB PEKBU3UTA «aapecary?

7. CKOJBKO aIpeCOB MAKCUMAIBHO MOXHO IOMECTUTh Ha OAHOM JoKyMeHTe? 8. Kakue 311eMeHThI BXOAST B
cocraB rpuda corjiacoBanus’?

9. Kakwuie ameMeHTBI BXOIST B cOCTaB rpra yTBep KIeHUs?

10. Kakue 371eMeHTHI B pEKBU3UTE «IIOAIHUCHY OJDKHA 3aTparuBaTh 1edarh?

T3 3. Tema 1. BBeaenue. JlokyMeHT U cucTeMa JokymMeHTanuu OK 01-03, OK 09-11 JIP 17

Bri6epute BepHOE yTBEpKIEHHIE

1.Ciy:xe0Hoe 1oj1e JOKYMEHTa MPeIHA3HAYCHO JIJISl HAHECCHUS CIIeUAIbHBIX n300pakenuit 2. [TocTosHHBIN
PEKBU3UT — PEKBU3UT, HAHECCHHBIN NPU U3TOTOBJICHUN OaHKa

3. [lepeMeHHBIN pEKBU3UT HAHOCHUTCS TIPH COCTaBJICHUH JOKyMeHTa 4. JIeBoe 1mojie MOXeT ObITh YBEITHYCHO
5. CtpaHuIbl JOKYMEHTa MOKHO HyMEpOBAaTh Ha HIDKHEM TI0JI€ JIHCTa 6. Y CTaHOBJICHO JiBa BapHaHTa
pacroyioKeHHsl PEeKBU3UTOB Ha OyiaHkax 7. Ha 6mankax oopMiisieTcs: TONBKO IepBast CTpaHWIa JOKYMEHTOB
8.PexBu3uTHI OaHKa opranu3aniu cyobekta PO MOXHO 0(OPMHTH TOJILKO HA HAITMOHAIEHOM si3bike 9.Ha
OJaHKe MOKHO IIOMECTUTH COKpAILlEHHOE HAa3BaHHE OPTaHU3alllH, JaKe €CIIM OHO HE 3aKpeIUieHO B Y CTaBe ATOM
OpTaHu3aIuu

10. JIokyMeHT He MOXKET COIepKaTh 00JIee YEThIPEX apPecaToB

11. /IoKkyMeHT MOXeT OBITh YTBEPKACH JOIHKHOCTHBIM JIUI[OM

12. B xoHIIe 3arojioBKa K TEKCTY JOKYMEHTa TOYKa HE CTaBUTCSI

13. K noxymeHnTam, oopMiieHHBIM Ha (opmaTe AS, 3aroJIOBOK K TEKCTY HE COCTaBIISIETCS

14. Texct noxkymeHTa Ha hopmare A4 odopmirseTcs depes MmoJaTopa HHTEpBaja

15. Tekct JOKyMeHTa MOXET OBITh TIpeICTaBlieH B (hopMe TaOIHIIbI

16. Konmn4ecTBo JIMCTOB B MPHIJIOXKEHUU K TEKCTY HE YKa3bIBaeTCS

17. B pacmundpoBKe MOANUCH HHULIUAIIBI BCETAA CTOST A0 haMUiInu

18. ToxymeHTHI (pHHAHCOBOTO XapaKTepa MOTYT HMETh JIBE MOJIIICH

19.0T1meTka 06 UCHIOJIHEHUH AOKYMEHTA MIPOCTABIISIETCS B JIEBOM HM)KHEM YTy IIEPBOTO JIMCTA IOKyMEHTa
20.0t™meTKa 0 MOCTYIUIEHUH MTPOCTABIISIETCS TOJILKO HA MPUCHUIAEMBIX (BXOJSIINX ) TOKYMEHTaX.

T3 4. Tema 2. Opranu3anuoOHHO-PACTIOPSIAUTENIbHBIE TOKYyMeHThI OK 01-05, OK 09-11, TTK1.5 JIP 17
3 xakux yacTeil COCTOUT TEKCT MpukKasza?

Kax ¢popmynupyercs 3arooBoK K MpuKa3zy?

Kax ¢popMyaupyroTcst yHKTHI IpUKa3a?

Kakoit (hopMyTHpOBKOIi 3aKaHYMBACTCS TSKCT MPHKa3a’?

Korna uznaercs pacnopsoxenue?

aorwdE

12



Kak dhopmynupyeTcs 3aronoBok K pacrnopsbKeHHIO?

Kaknmu crioBamMy HAYMHAETCS PACHIOPAANTEIbHAS YaCTh PACTIOPSHKEHHSA?
Ha xaxom 61anke oopmisercs pacropsbkeHue?

9. B kakux ciny4asx uzgaercs ykazanue?

10. Kak hopmymnmpyeTcs 3ar0JI0BOK K YKa3aHHIO?

11. Kaknmu cioBaMH MOXKET HAUWHATHCS PACTIOPSIINTENbHAS 9aCTh YKa3aHHs?
12. Kakoii popMynrpoBKOH 3aKaHUMBAETCS TEKCT YKa3aHHs?

o ~N o

T3 5. Tema 2. OpraHuzanuoOHHO-paCOPSAMTENbHbIE JOKYMeHTHI OK 01-05, OK 09-11, IK1.5 JIP 17
1. Kem cocTaBisitoTcst akThi?

2. Kakue pyOpHKH BBIACISIOTCS BO BBOJHOW 4acTH aKTa?

3. Urto yKa3pIBaIOT B KOHCTATHPYIOIIEH 9acTH aKTa?

T3 6. Tema 2. OpraHuzanUOHHO-pACIOPSAUTENbHBbIE AOKYMeHTHI OK 01-05, OK 09-11, IK1.5 JIP 17
1. HazoBuTe pyOpHKH BBOAHOW YacTH MPOTOKOJA?

2. U3 kakux pa3/ienaoB COCTOUT OCHOBHAS YacTh MPOTOKOJA?

3. Kak popmynupyercst mIOCTaHOBIAIOMIAS YacTh MPOTOKOIA?

T3 7. Tema 2. OpraHuzauuoOHHO-pacnopsiAMTeNbHBIE HO0KyMeHThI OK 01-05, OK 09-11, [TK1.5
JIP 17

1. B kakux ciydasx co34al0TCsl JOKJIaTHbIE 3aMUCKu?

2. Ha xakue BUIBI AEISATCS TOKJIAAHbIEC 3aITUCKH?

3. U3 Kkakux yacTed COCTOMUT TEKCT JAOKJIAIHOM 3aIUCKH?

T3 8. Tema 2. OpraHu3anMoHHO-pacHOPAAUTENbHBIE HOKYMeHThI OK 01-05, OK 09-11, TTIK1.5
JIP 17

1. Yo Takoe crpaBka?
2. Kakue ObIBatoT cripaBku?
3. Kaxue pekBU3UTHI COJCPIKUT JIUUHAS CITpaBKa?

T3 9. Tema 2. OpraHu3anMOHHO-pPACHOPAIUTEIbHbIE JOKYMeHTHI OK 01-05, OK 09-11, I1K1.5
JIP 17
1. Kakue peKkBU3UTHI BXOJAT B COCTaB OJIaHKa [yl IHCEM?
2. Kakue BapuanTsl ohopmiieHHsI OJIaHKOB CITy>KEOHBIX MUCEM BbI 3HaeTe?
3. B kakux cirydasx ciyeOHOe MICEMO COCTaBIIsieTCs Ha Onanke ¢oopmaTa AS?

T3 10. Tema 3. Kaaporas noxymenTanusi OK 01-05, OK 09-11 IIK 1.5 JIP 17
1. Kakuie mprka3sl Ha3bIBAIOTCS MPUKA3aMH 10 JHMYHOMY COCTaBYy?

2. Kak ¢popmynupyetcst 3aroJIoBOK K CBOJHOMY MPHKa3y?

3. Kak odopmiisiercss BU3a 03HAKOMJICHHSI B ITPHKa3aXx M0 JUYHOMY COCTaBy?

T3 11. Tema 3. Kaaporas noxymenTanusi OK 01-05, OK 09-11 IIK 1.5 JIP 17

1. Kak nummercs 3asBneHue?
2. VI3 KakuX CTPYKTYPHBIX JIEMEHTOB COCTOUT XapaKTepUCTHUKA?
3. KT0o noAnuceIBaeT XapakTepUCTHKY?

T3 12. Tema 4. JloroBopHo-npaBoBasi fokyMeHTamus. OK 01-05, OK 09-10, [1K4.1 [1K4.3 JIP 17

1.KaxoBbI TOHATHE U CTPYKTYpa KOMMEPYECKOT0 I0TOBOpa?

2.Kakyo (yHKIOHIO BBITOJNHSIOT JOTOBOPBI KYIUIM-NIPOJAXKH, JOroBop TNocTaBku? 3.B kakux ciydasx
oopmitsieTcst MPOTOKOJ pa3HOITIACHH K IOTOBOPY IMOCTABKU?

4.B KakHX caydasx U KaK COCTABIISIOTCS KOMMEPUYECKHE aKThI?

5.KakoBbI copepkaHre ¥ Ha3HAUEHUE HCKOBOTO 3asiBJICHUs?

T3 13. Tema 5. [lousaiTHE AOKYMEHT0000POTA, perucrpamus JokyMeHToB OK 01-03, OK 09-11, 1K 4.1, T1K4.3
JIP 17

1.UT0 Takoe «TIOKyMEHTOO0OPOT» M KaKOBa €T0 OpTraHU3aIlHs?
2.Yto BBI 3HaETE 0 hopMax OpraHu3aIuy padoTHI CO CIyKeOHBIMH noKkyMeHTamMu? 3.Kak opranmsyercs padoTa
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¢ KOH(HICHIIMATLHBIMU JOKYMEHTaMHU Ha MPEAPUITHN?

Kputepun ouenkn T3 1 - T3 13:

- OIICHKA «OTJIMYHO» BBICTABISETCS CTYACHTY, €CIIHU:

1)mosiHO M3NaraeT M3YYCHHBIH MaTepuai, MPaBUIBHO BOCIPOU3BOJUT ONPEACICHHS TOHSATHS, TCPMUHBI;
2) oOHapyXHBacT MOHMMAaHHE Marepuaia, MOKXET O0OCHOBATh CBOM CY)KICHUS, MPHUMCHHTh 3HAHHUS Ha
MPaKTUKE, TPUBECTH HEOOXOJMMbIE TPUMEPHl HE TOJIBKO MO YYeOHHKY, HO UM CaMOCTOSTEIbHO
COCTaBJICHHEIC,

3) u3maraeT Marepuai ocjaea0BaTeILHO U MPaBUILHO.

- OIICHKA «XOPOIII0» BBICTABJISICTCS CTYJCHTY, CCIIH:

CTYJCHT AaéT OTBET, YOBJICTBOPSIONINIA TEM K€ TpeOOBaHMSIM, UYTO U AJIs1 OTMETKH 5", HO gomyckaer 1-2
OmKOKH, KOTOPBIE caM Ke UCTIPaBIIsET, U 1-2 Heo4éTa B MOCIEIOBATEIEHOCTH MaTepHala.

- OIICHKA «yJOBJIETBOPUTEIBHO» BBHICTABIISICTCS CTYACHTY, €CIIH;

1) m3maraer marepuasy HEMOJHO M JOIMYyCKAeT HETOYHOCTH B OMpPEICICHUHM MOHSITHH Wi (OpMyIHpOBKE
MIPaBUII;

2) He yMeeT JOCTaTOYHO IIyOOKO M J0Ka3aTeibHO 000CHOBATH CBOM CYXK/ICHHS U IIPHUBECTH CBOU IPUMEPHI;
3) u3naraeT MaTepHall HEMOCIeJOBATEILHO U JIOMYCKAET OIMUOKH.

- OIICHKA «HEY/0BJIETBOPHUTEIBLHO» BBICTABIISICTCS CTYACHTY SCITH:

CTYJICHT OOHapyXHMBaeT HE3HAHHE OOJBIICH YacTH COOTBETCTBYIOIIETO pasjeia M3ydaeMOro MaTepHana,
JIOITYCKAeT OMMOKH B (DOPMYJIMPOBKE OMpEACICHUN M MPaBUJ, UCKAKAIOIIUE UX CMBICI, OSCIOPSAI0YHO U
HeyBepeHHO u3naraet Marepuai. Orenka "2" oTMedyaeT Takue HeOCTAaTKH B IIOATOTOBKE CTYICHTa, KOTOPBIC
SIBJITIOTCSL CEPBE3HBIM MPEMATCTBUEM K YCIICITHOMY OBJIJICHUIO TIOCICYIOIUM MaTePHaIOM.
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Ilpunoscenue 2
Kourtpoasnbie padorsi (KP)

KommuiekT 3aianuii 1J11 KOHTPOJIbHBIX padoT
10 ITUCOUITJINHEC ((I[OKYMCHTEILII/IOHHOC O6CCHC‘ICHI/IC ynpaBneHI/m»

Tema 2 Oprann3alnuoHHoO-pacnopsiAuTeIbHbIe JoKyMeHThI OK 01-05, OK 09-11, [TK1.5, JIP 17
KP1

Bapwmanr 1.

1.HazoBuTe OCHOBHOE Ha3HAUYEHUE OPTraHU3AIMOHHBIX TOKYMEHTOB.

2. Jlaitre onpenenenue — PEIIEHUE.

3.Jlatite onpenenenne — [IOJIOXKEHUE.

Bapuanr 2.

1.HazoBuTE OCHOBHOE Ha3HAUEHHUE PACTIOPSIAUTENBHBIX JOKYMEHTOB.
2. Jlavite onpenenenne — JJOJDKHOCTHAS MHCTPYKIIMAL.

3. Haiite onpenenenne — [IOCTAHOBJIEHHUE.

Bapwuanr 3.

1.Ilepeuncnure, YTO OTHOCUTCS K OPraHU3ALMOHHBIM JOKYMEHTaM.
2.JlaliTe XapaKTepUCTUKY MPUKa3aM [0 OCHOBHOM ESATEILHOCTH.
3.Haiire onpenenenne — [IITATHOE PACITMCAHUE.

Bapuasnr 4.

1.Ilepeuncnure, 9TO OTHOCUTCA K PaCIOPSIUTENIBHBIM JOKYMEHTAM.
2. laiiTe XapakTepUCTHKY MpHUKa3aM 10 OCHOBHOMU JI€ATEIbHOCTH.

3. Haiite onpenenenne — MHCTPYKLMA.

KP 2.

1 BapuanT

3ananne Nel. CocTaBUTh cripaBKy o ToM, 4To KupoBa AHHa AHaToNbeBHA PabOTaeT IKOHOMUCTOM OT/IEJIa
mapkeTrHara B OAO «Komeray ¢ oknmagom 7000 pyOneit, s mpeaocTaBieHus B JETCKUH cal.

3aganne No2. CocTaBUTh MUCHMO AJIEKTPOHHOTO KOJJIE/Ka KOMHUTETY 10 HAyKe U TEXHHKE O BBIICICHUU
JIEHEeXKHBIX cpencTs, B pazmepe 100000 pyoureii Ha mpuoOpeTeHrne KOMIbIOTEPOB B KoiudecTBe 30 mTyK.

2 BapuaHT

3amanne Nel. CoctaBuTh mmpukas 06 ocBoboxkaennu Mkaesa N.1O oT 3aHuMaeMoil JOKHOCTH TEXHOJIOTA TIEXE
KOMIUTEKTAI[H 3aBO/Ia « brHOMY.

3ananue Ne2. CocTaBUTh AOKIAJHYIO 3aucKy rmaBHOMy MHkeHepy C.®@. UrnatoBy C.M. OAO «JIngep» o1
UH)KEHepa 1Mo TexHuke OesonacHoctd B.M.MnbuHa 0 HECOOIO/ICHUM TEXHMKH O€30MacHOCTH Ha CTPOH -
ydacTtke. He orpakaarorcst Mecta CBapOYHBIX padoT, I/ie MOTYT NalaTh MPEMETHI C BEICOTHI.

3 BapuaHt

3amanne Nel CocTaBUTh OOBSICHUTENBbHYIO 3aIIMCKY Ha MMs ri1aBHoOro Oyxrantepa CU. KycoBoit oT
kaccupa B.B. UcaeBoii 06 orcyrcTBun Ha padore 27.10.200__.

3ananne No2. CocraButh npuka3 3A0 « Mctok « 00 n3mMeHeHun rpadrka padoThl TEXHUYECKOTO OT/IeNa B
cy000THHE THMU.

4 BapuaHT

3ananue Nel. CocraBuTh cipaBky Ha ums lletposa I'.U., nHxeHepa 1exa KOMIUIEKTALUK 3aBOJIA «
burOM», 0 TOM YTO €ro MPOU3BOACTBEHHBIN CTaX HAa JAHHOM MpPEANPUATHH cocTaBui 5 et. CrpaBka qaHa
JUTSL TIPE/ICTaBJICHHSI B TEXHOJIOTUYECKUH TEXHUKYM.

3amanue Ne2. CocraBuTh npukas no o0yBHo# gadpuke ot 22.11.200__ Ne58 o mepeBojie ¢ TOMKHOCTH
MH)KEHepa Ha JIOJDKHOCTH IJIaBHOTO HMHXXEHEepa.

5 BapuaHT
3agaame Ne 1. CocTaBUThH JHOKIAIHYIO 3aMMMCKY HHGOPMAITMOHHOTO XapaKTepa Ha UM HadaJIbHUKA Iexa
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Cwmupnosa B.I1, o HemocTaTkax B OpraHu3aniy pabouux MECT Ha yJacTKe.

3amanne Ne 2. CocTaBUTh MHCBMO OT HWMEHHM JAMpPEKTOpa 3aBoja « Jlomomur» B afpec
MAaIIMHOCTPOUTEIIFHOTO 3aBOA € MPOCKOOH OTITYCTHTH CIIEAYIOIINE TOBAPHI: -JINCTOBOE JKENe30 — 2 TOHHBI; -
M oBaNIbHBIE KPYTH - 5 HITYK.

KP 3.

Bapmuanr 1.

1.lajiTe MOJMHYIO XapaKTEPUCTHUKY NIPHKa30B (OIpeeIeHne, BUbl, Ha3HaU€HHE, PEKBU3UTHI, 0QOPMIICHHE).
2.JlaiiTe onpeneneHne opraHU3allMOHHON JOKYMEHTALINH.

Bapmuanr 2.
1.laliTe XapakTepUCTUKY IO COCTABIICHHIO aKTOB (ONpeaeeHne, Ha3HauYCHHE, PEKBU3UTHI, 0(pOpMIICHHE).
2.JlatiTe onpeneneHne pacoOpSIIUTENBHON JOKYMEHTAITHH.

Bapmuanr 3.
1.[laiiTe XapaKTEpPUCTUKY 10 COCTABICHUIO U OQOPMIICHHIO TOKJIATHBIX U 00BSICHUTEIHHBIX 3AITHCOK.
2.JlaiiTe onpeiereHIe PEKBU3UTA.

Bapuanr 4.

1./laliTe XapakTepUCTHUKYy II0 COCTaBICHUIO IIPOTOKOJIOB (OIMpeAeNicHUE, Ha3HAuYCHUE, PEKBU3HTEHI,
odopmiieHue).

2. JlaiiTe onpeneneHue TOKyMEHTa.

KP 4

Bapuant Nel

1. Ucropus pa3BuTHs AeI0NpOU3BOACTBA B Poccuu, 3a1aun qenonporu3BOICTBA.

2. JoxkymeHTO000pOT. BHIBI HOKYMEHTOMOTOKOB. MHACKCAINS U PETUCTPAIIHSI JOKYMEHTOB.

Bapuant Ne2
1. Knaccudukanms JoKyMEHTOB
2. CocTaB peKBH3HUTOB CITyKEOHBIX JOKYMEHTOB.

Bapuant Ne3
1. brank: Bubl, HA3HAYCHUE, PACTIONOKEHHE PEKBU3HUTOB.
2. YTBepKACHUE CTYy)KeOHBIX JJOKYMEHTOB.

Bapuant Ne4
1. Odopmienre NpuIoKEHUH U OTMETOK O HAJTMYUH MPUIOKEHUH K JOKYMEHTaM.
2. CornacoBaHue Ci1y)kKeOHBIX JJOKyMEHTOB.

Bapuant Ne5
1. Bunsr cmyxe0HbIX nceM. CocTaB peKBU3UTOB MTHUCHMA.
2. Bunpl noknagHbIX ¥ O0BSICHUTENBHBIX 3aIMHCOK, UX 0(hOpMIICHHE.

Bapuant Ne6
1. Bujibl cripaBoK, COCTaB PEeKBU3UTOB, MOJIIICAHIE.
2. [Ipuka3 mo 0OCHOBHOM JIEATENLHOCTH, COCTAB PEKBHU3UTOB, 0COOCHHOCTH MOCTPOCHUS TEKCTOBOM YaCTH.

Bapuant Ne7
1. AKT, cOoCTaB PEeKBU3UTOB, OCOOCHHOCTH IMIOCTPOCHMSI TEKCTOBOW YACTH.
2. Bunel npoTokona, cocTaB peKBU3UTOB, 0COOCHHOCTH TTOCTPOSHUS TEKCTOBOM YaCTH.

Bapuant Ne8

1. [IpaBuna oopMiIcHUS BRIMUCKU U3 TIPUKA3a, TPOTOKOIIA.
2. Yka3aHue, pelieHre, IoCTaHOBJICHHE.
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BapwuanTt Ne9
1. Bunel 1 Ha3HaYEHUE TOKYMEHTOB I10 INYHOMY COCTaBY.
2. [Ipuka3 1o JMYHOMY COCTaBY, COCTaB PEKBU3UTOB, 0COOCHHOCTH MOCTPOSHUS TEKCTOBOM YaCTH.

BapwuanTt Nel0
1. Buzs! 3asBIICHUI, UX OTIAYHS.
2. Homenkuatypa Jien, cocTaB peKBU3UTOB, 0COOCHHOCTH MTOCTPOSHUS TEKCTOBOM YacTH, TIOITUCAHNUE.

Kpurtepun onenxkn KP 1 - KP 4:

- OIICHKA «OTJIUYHO» BBICTABIISETCS CTYICHTY, €CIIH:

1) mosiHO M3NIaraeT W3y4eHHBINH MaTepUal, IPABUILHO BOCIIPOM3BOAUT  ONPEICICHUS  MOHATHS,
TEPMUHBIL;

2) oOHapyXXHBaeT IMOHMMAaHHWE MaTepHhaia, MOXXET OOOCHOBaTh CBOM CYXKICHHS, MPUMEHHUTDH
3HAHWS Ha NPAKTUKE, TPHUBECTH HEOOXOJWMBIE TIPUMEPBI HE TOJNBKO TIO Y4eOHUKY, HO H
CaMOCTOSITENILHO COCTABJICHHBIE; 3) U3/IaracT MaTeprall Mocle0BaTEIbHO U MPABUIBHO.

- OIICHKA «XOPOII0» BBICTABJISETCS CTYACHTY, €CIIH:

CTYINEHT Ja€T OTBET, YAOBIETBOPAIOLIMN TeM e TpeOOBaHMUAM, YTO M s OTMETKH 5", HO
noryckaer 1-2 ommOKH, KOTOpBIE CaM K€ HCIpaBisieT, U 1-2 Hemodéra B MOCICIOBATEIIEHOCTH
MaTepuarna.

- OIICHKA «Y/I0BJIETBOPUTEIBLHO» BHICTABIISICTCS CTYICHTY, €CIIH:

1) wu3naraer Marepuay HEMOJHO U JOMYCKaeT HETOYHOCTH B ONPEACICHHH MOHATHI
win  (GOpMyIHpPOBKE TMpaBWi; 2) HE  yMeeT  JOCTaTOYHO TIIIYOOKO M JI0KazaTeiabHO
000CHOBaTh  CBOM  CYXJCHHS HW  TPHUBECTH CBOM  IPHMEPHI;, 3) H3JIaracT Marepual
HETOCIIEI0BATEIFHO U JIONYCKAET OIINOKH.

- OIICHKA «HEYT0BJIETBOPUTEIbHO)» BBICTABIISICTCS CTYICHTY SCIIH:

CTYyJIeHT OOHapyXMBaeT HE3HaHWE OOJIbIIEH YacTH COOTBETCTBYIOIIETO pa3jelia HU3ydyaeMOoro
MaTepuaina, AOMYCKaeT OIMUOKA B (QOPMYITHUPOBKE OMpEIEICHUNH M MpaBWI, HCKAXKAIOIMINE WX
CMBICT, OECIOpSIOYHO W HEYBEpPeHHO wu3naraer wmarepuan. Omenka "2" oTMedaer Takue
HEJOCTAaTKW B TOATOTOBKE CTYJAEHTa, KOTOpBIE SIBISIIOTCS CEPHE3HBIM TPEMATCTBUEM K
YCTEIITHOMY OBJIJICHHIO TIOCIICIYIOIINM MAaTePHAIIOM.
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Ilpunoosicenue 3
TecToBble 3a1aHus — TecT-KOHTPOJIb (TK)

KommnuiekT 3aianuii 1JI1 TeCT-KOHTPOJIA
nmo JUCIMUIIJINHE «I[OKyMeHTaIII/IO]-lﬂoe oﬁecneqe}me ynpaBneHnﬂ»

TK 1. Tema 1. BBegenue. JlokymeHT u cuctema qokymentanuu OK01,0K02, OK03,0K09, OK 10, OK 11
JIP 17

Bri0epruTe npaBUIBLHBINH OTBET.

K xaxxnoMy 3amaHuio JaHbl 3 BapUaHTa OTBETA, U3 KOTOPHIX TOJIBKO OJWH BepHBINA. B O1aHKe OTBETOB
MOCTABBTE TI0]] HOMEPOM 3a/IaHUsI OYKBY OTBETa, KOTOPBIH HA BAIIl B3TJISI SIBJISCTCS TIPABUIIBHBIM.,
1. JIucTel HyMEpYIOTCHA. . .

a) ocepeInHe HIKHETO TOJIS JINCTa

0) mocepeMHE BEPXHETO MOJIA JINCTA

B) B IIPABOM BEPXHEM YTIIY

2. Hymepanus ctpanull oopMIISIIOT TaK. ..

a) 25

0) -25-

B) CTp.25

3. CKOIIbKO CyIIeCTBYET MOJNOKEHHUH Ta0ysITopa

a) 6

0)8

B) 4

4. OT HyJEBOTO TIOJIOKEHUSI TA0YIIATOPa O(POPMIISIIOT. . .

a) HaMEHOBaHHUE BHUJIa IOKyMEHTa

0) agpecar

B) 'pud yTBEPKICHUS

5. Kakum nHTEpBaIOM OTAEISIIOT APYT OT JpYyra peKBU3UTHI MPH 0QOPMIICHNH JIOKyMeHTa Ha ¢popmarte A4?
a) OAUHAPHBIM

0) 1BOMHBIM

B) TPOHHBIM

6. Kakoii peKBU3UT HE BXOJWT B COCTaB OJIaHKa THUChMa?

a) cripaBOYHBIC JaHHBIE 00 OpraHU3aIuN

0) MecTo M3JaHus

B) CCBUIKAa Ha HOMEp U JaTy BXOJSIIETO JOKYMEHTa

7. IomKHOCTHO ONaHK SBISIETCS Pa3HOBHUIHOCTHIO

a) oOmero OyaHka

0) OnaHka mUChMa

B) OJIaHK KOHKPETHOTO BUJIA IOKYMEHTa

8. MokeT T MUHHUCTP MOIHUCATh JJOKYMEHT, 0OPMIIEHHBIH Ha JOJDKHOCTHOM OJIAaHKE 3aMECTHTEIIS
MUHHCTpA?

a) MOXXeT

0) HE MOXKET

B) 110 KEJIAHUIO

9. PekBU3UT «ClpaBOYHBIC JaHHBIC 00 OpraHU3aI|umy 0QOPMIISIOT

a) TOJBKO Ha OJaHKaX MHChMa

0) Ha Bcex OaHKax

B) TOJIEKO Ha OJIaHKEe KOHKPETHOTO BUJIa JOKYMEHTA

10. Ha Gnanke cyobexToB PD pekBU3UTH 0)OpMIIIOTCS:

a) TOJIBKO Ha PYCCKOM SI3BbIKE

0) TOJIbKO Ha HALIMOHAIBHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: PYCCKOM M HAIIMOHAIHHOM

11. Jlata noxymeHTa 0(hOPMIISICTCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10
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12. Ilpu agpecoBaHUM JOKHOCTHOMY JIMIY HHULMAJIBI CTABSAT. ..
a) 10 dhamMuIun

0) nocie paMuuu

B) [0 YCMOTPEHUIO CEKpeTapst

13. Mecro uzganus TokyMeHTa oopMIIETCs TaK

a) r.Koctpoma

0) Koctpoma

B) rop. Koctpoma

14. CayxeOHOE MUCHMO MOXKET COZlepKaTh He Oojee
a) YeThIpeX aJpecaToB

0) ByX agpecaToB

B) TpEX a/ipecaroB

15. 3aronoBoK K TEKCTY COCTaBIACTCS K JOKYMEHTaM, O(OpMIICHHBIM. ..
a) Ha hopmate A4

0) Ha hopmare AS

B) Ha 1I000M opmare

16. Tekcr nokymenrta Ha Gopmare A4 0QOpPMIIIIOT..
a) yepes3 OJUH UHTEpBAI

0) uepe3 NoaTOopa UHTEPBAJIA

B) Uepe3 Ba HHTEpBAJIa

17. Pezomtoruio opopmisier. ..

a) pyKOBOJIUTEIb

0) cekpeTapb

B) HCIIOJIHUTENb

18. B pexBuU3HTE «ITOAMNCHY UHUIHAIBI CTaBST. ..

a) 710 hamMmIuu

0) nociie paMuu

B) HE IMEET 3HAUYCHMUSI

19. OrMeTKa 0 OCTYIICHUH O(OPMITSIETCA. . .

a) Ha MOCTYMAIOMINX TOKyMEHTaX

0) Ha OTHPABISEMBIX JOKYMEHTAX

B) Ha BCEX JOKYMEHTax

20. PesynbTar paccMOTpEHHS JOKyMEHTa PYKOBOJHUTEIEM OQOPMIISETCS. . .
a) rpudom yTBepKICHUS

0) pezomonuei

B) rpudoM cormacoBaHus

Kpurepuu ouenku I13- TK 1.
- OYeHKa «OMAUYHOY 8bICMABIIAEMC S, ecly CTYACHT NMPaBUIbHO OTBETHI Ha 18-20 BOompocoB;

- OYEeHKa «XOPOULo» BblCMABIAemcs, ecy CTYJeHT MPAaBUIbHO OTBETHI Ha 14-17 BOmpocoB;

- OYeHKa «yO008J1emEOPUMENbHO» BbICNAGIAEMCS, eCclu CTYIeHT TpaBuiabHO orBeTmn Ha 10-13
BOIIPOCOB;

- OYeHKAa «HEY0061emEOPUMEIbHO» BbICABIIAENCA, ecli. CTYAEHT NPAaBUILHO OTBETUI MEHEE ueM 9
BOIIPOCOB.

TK 1. Tema 2. Opranu3zauuoHHO-pacnopsiiuTe/bHble J0KyMeHTbl OK01,0K02, OK03, OK 04 OK 05,
OK09, OK10, OK 11, TIK 1.5 JIP 17

1.CnoBo unghopmayusi IPOU30IIO OT JTATUHCKOTO CJIOBA!

A) yay;

b) ocBegoMIIATS;

B) rpamora.

2.Mudopmanus ObIBaeT:

A) conmabHO-3KOHOMUYECKAS,

b) xkynpTypHas;

B) ncuxomornueckas;

I') Bce BapuaHTHI BEPHEL.

3.3adukcupoBaHHas Ha MaTepHalbHOM HoOcUTeNle HHGPOpPMauus C PEKBU3UTAMH, MO3BOJSIIOIIUMH €&
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WACHTHU(PULIUPOBATS:

A) TOKyMEHTHpOBaHHas HHOOPMAILIUS;
B) noxymenr;

B) crannapr;

I') Bapuanr a u 0.

4.CnenuanbHbIe 3JIEMEHTHI O(DUIIUATBHOTO TIOKYMEHTA 3TO —
A) nadopmartus;

B) nara, perucrpannoHHbIN HOMEpP, TIOJITUCH;

B) pexBU3UTHI.

5.HazoBute QpyHKINN TOKyMEHTA:
A) ropunuyeckas;

b) nadopmarnmonnas;

B) BocniuratensHas;

I') Bce BapuaHTH! BEpHBI;

J1) BepHSI a U B.

6.B cTpykTypy 3aKOHOAATENHHO-TIPABOBON 0a3bI JOKYMEHTOB BXOIST:
A) Koncrurynus PO;

b) Hanorogslii kozaexc;

B)I'paxnanckuit konekc;

I') YromoBHBIN KOMIEKC;

) TosbKko a u 0;

E) Tompko a, B, T.

7.K opraHu3aninOHHO-IPAaBOBBIM JIOKYMEHTaM OTHOCSTCS:
A) Ionoxenmue;

B) Pacnopskenue;

B) Uuctpyxmus;

I') Pemenus;

J1) TonpKo a u B;

E) Tonpko 6 uT.

8.JlokyMeHTHI cTporo 00s3aTeNbHbIE I UCTIOJIHEHHS — 3TO:
A) opraHu3almOHHO-TIPaBOBEIE;

B) pacniopsaurensHsle.

B) cnipaBouHO-UHPOPMAIIIOHHEIE

9.Yto 00111ero Bo BceX OpraHn3aliOHHO-TIPABOBBIX JOKYMEHTaX?
A) UMeroT Tpud yTBEPIKICHNUS;

b) noanuce pykoBoauTens opraHu3aluu;

B) peructparmonHsiii Homep.

10.K pacropsauTenbHbIM JOKYMEHTaM OTHOCSTCS:
A) 3asBIEHHUS;

B) cyxe0OHbIE IHICEMA;

B) npukass

11.I1pukass! u3gar0TCA

A) m00BIM PYKOBOJMTENIEM OpPraHU3aluH;
b) ennHONMMYHO pyKOBOIUTENEM;

B) HauansHUKOM OTHIENA

12.ITpoTokobl 0HOPMIISIOTCS Ha OCHOBAaHUH
A) 4epHOBBIX 3aIMceil X0/1a 3ace/IaHu;

B) yTBepKIeHHBIX TPOEKTOB 3acelaHuM;

B) 3asBienuit uieHOB 3aceqaHms
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Kpurtepuu ouenku I13- TK 2.

- OYeHKAa «OMAUYHOY 8bICMABTIAEMCS, ey CTYACHT MPaBWIbHO OTBETHI Ha 11-12 Bompocos;
- OYEHKA «XOPOU0» BbICMABNAEmCsl, eclu CTYAEHT IpaBwIbHO oTBeT!I Ha 9-10 Bompocos;
- OYeHKa «YO061eMEOPUMENbHOY BbICINAGIAEMCA, eciy CTYIEHT NPaBUIbHO OTBETHI Ha 8-9
BOIIPOCOB;

- OY€HKa «Heydoeﬂemeopumeﬂbno» evicmaejisiemcs, eciu. CTYACHT IPaBUJIbHO OTBCTUJI MCHECC UCM 8
BOIIPOCOB.
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Ilpunoscenue 4

PasnoypoBHeBbie 3aqanus (PY3)

Tema 1. Beenenue. /lokymeHT u cucrema qokymenranuua OK01,0K02, OK03,0K09, OK 10, OK11

JIP 17

BcraBbTe nponyimeHHbIe B TEKCTE CJIOBA.

1. ®opmynsp fOKyMeHTa — 3TO HabOp O(QUIMATHFHOTO TUCHBMEHHOTO JJOKYMCHTA,
PaCIOJIOXKECHHBIX B ONPEICICHHOMN .

2. bnaHk 10KyMeHTa — 3TO Habop , WICHTUDUITUPYIOIINAN

0(1)I/II_II/IaJ'IBHOFO IMMCBbMEHHOI'O IOKYMCEHTA.
3. Ecnu Teker AOKYMCHTA Ha (pOpMaTC A4 narnevaran qepe3 MoJTOpa UHTEpBAJIa, PCKBU3UTHI OTACIIAI0 APYyT

OT Apyra MHTEPBAJIAMH.
4. PexBU3UT «CIIpaBOYHBIC JaHHBIE 00 OpraHu3anum» o(GpOPMIISIIOT TOIBKO B OJaHKe

5. JlaToit mOKyMeHTa SIBIIIETCS 1aTa ero W

6. YTBepxIeHne — 3TO 0COOBIN crIoc00 JTOKYMEHTA TI0CIIE €T0

, CAHKIIMOHMPYIOIIHNK pacipoCTpaHEHUE IEUCTBUA JOKYMEHTa Ha ONPEACIICHHBI KPYyT
JIUL, TPakAaH, OpraHu3alui.

7. Pe3onronus — 310 Ha JJOKYMEHTE, C/IeNaHHast "

coJiepkaliiasi MPUHSATOE .

8. 3aromoBOK K TEKCTy JOKYMEHTa 0(OpMIISIETCS B WA

najiexe.

9. PekBU3UT «OTMETKA 00 MCIIOJIHCHUH TOKYMEHTA M HAIIPABJICHUH €TI0 B JeJ10» 0(QOpMIISETCS B
YaCcTH HWYKHETO MOJIS JKCTa TOKYMEHTA

10. OT™MeTKy 0 MOCTYIUICHUH JOKYMEHTA MPOCTABIISIOT B HWDKHEM

yriy JICTa IOKYMEHTA.

Tema 2. Oprann3anHoOHHO-pACHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, [IK 1.5 JIP 17

Bbi0epuTe npaBWIBLHBINH OTBET.

K xaxmomy 3amanuto naHel 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJIBKO OJMH BepHBIH. B OmaHke OTBETOB
MOCTaBbTE TI0J] HOMEPOM 3aJlaHus OYKBY OTBETa, KOTOPBIA Ha BaIll B3IJIS SIBISICTCS TPABUIILHBIM.
1. B coctaB opranu3aiiOHHO-TIPABOBBIX IOKYMEHTOB HE BXOJIUT. ..

a) yCTaB pacrucaHue

B) IIpUKa3

OpraHu3aluu

0) wratHoe

2. Kakue pacniopsauTenbHbIe JOKYMEHTH MOKeT n3naBath [Ipesunent Poccuiickoit @emeparium?
a) yKasbl

0) pacriopspKeHUs

B) TIOCTaHOBJICHHS

3. JIoJDKHOCTHAS MHCTPYKIMASA COTPYTHUKA. . .

a) MOJUICKUT YTBEPIKICHHIO

0) He yTBep)KIaeTCs

B) YTBEPKJIAETCS 110 YCMOTPEHHUIO PYKOBOAUTES

4. Kaxoif HOpMaTHBHBIN TOKYMEHT OIpenessieT 00I3aHHOCTH COTPYTHUKA?

a) llltatHoe pacnincanue

0) YcraB npeanpusiTus

B) Jlo:yKHOCTHAS HHCTPYKINS

5. TurnoBble TOKYMEHTBI HOCHT ... XapakTep

a) 00s3aTeIbHBIN

0) pekoMeHIaTeIbHbIN

B) 03HAKOMUTEIBHBII

6. B xaxoM maziesxxe GopMyIUpyeTcs 3arojIoBOK K TEKCTY JOJDKHOCTHON WHCTPYKITUH?

a) B MMCHUTEIIBHOM

0) B pOUTEITLHOM

B) B IIPEVI0)KHOM

7. Kakoit TOKyMEHT HeE SBJISETCS pa3HOBUIHOCTHIO KOITUN?
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a) YEPHOBUK

0) oTImycK

B) nyOnukar

8. JlokymeHT, Bb1aBaeMblii B3aMEH YTEPSHHOTO U MMEIOLIMK CHITY TIOAJMHHMKA, HA3bIBACTCH. . .
a) KOTIHS

0) oTIyck

B) MyOnmMKaT

9. JlokyMeHT, OKOHYATEeTThHO OQOPMIICHHBIN U TIOAMMCAHHBIN, Ha3bIBACTCHI. . .
a) OJTMHHUK

0) oTmyck

B) nyOnukar

10. Mi3mMeHeHUs 1 AOTIOHEHHS B TOHKHOCTHYIO HHCTPYKIIUIO BHOCSITCSL. . .

a) MOKJIATHOM 3aIHCKOM

0) mpuKa3oM PyKOBOAUTENS

B) CITPaBKOM COTJIaCOBAHUS

Tema 2. Oprann3zanMoHHO-pacHOpPsIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, TIK 1.5 JIP 17

BceraBbTe nponyeHHbie B TEKCTE CJIOBA.

1. OKY I — Obmepoccuiickuii kiaaccuduraTop
2. YcraB opranusaiy — IpaBOBOU aKT, OIPEIEIISONINI .
3. JIo)KHOCTHAsE MHCTPYKIMS — TPABOBOWM aKT, HM3/IaBaeMblii OpraHu3allMeil B IENIAX perjiaMeHTaIud
OpPTaHU3allMOHHO-TIPABOBOTO  MOJIOKEHUSI Pa0OTHHKA, €ro , ,
1 00eCTIeYNBAIONINN YCIOBHSA JUIA €ro 3PPEKTUBHONW PaOOTHI.

4. TlpaBuma BHYTpPEHHETO TpPYIOBOTO paclopsgka — 0JTO TMPaBOBOW akT, perjJaMeHTUPYIOMINH

5. JIoKyMeHTHI KIlacCH(UIHUPYIOT:
MO BHJAM: OPraHHU3al[MOHHO-PACIIOPSAUTEILHBIE, , IO TUYHOMY
COCTaBy;
o (hopMe: HHAUBUAYAIBHBIE, , TaOJIMYHBIE, TEKCTOBBIE, aHKETHBIE, TpadapeTHhIE;
0 TIPOUCXOXKICHUIO: O(UIHAIBHBIE U ;
M0 MECTY MTPOHUCXOKICHHS: Y BHYTPEHHHUE;
MO CPOKaM XPaHEHUS: TIOCTOSIHHOTO CPOKa XPaHEeHHsI, BDEMEHHOTO
( ), BpPEMEHHOTO ( );
TI0 TJTACHOCTH: CEKPETHBIE U ;
Mo cpejcTBaM (PUKCAIMU: PYKOIMCHBIE, , Tpapuyeckue, ,
(OTOKHHOTOKYMEHTHI;
0 CTa/INSIM CO3JIAHUSI: OPUT'HHAJIBI, YSPHOBHKH, ,
, , IyOJIMKaTHhI;
10 CPOYHOCTH: Y HECPOUHBIE;
M0 HAMMEHOBaHUIO!

Tema 2. Oprann3anMoOHHO-PACHOPSAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11,IIK 1.5JIP 17

BriGepuTe BepHOe yTBep:KIeHUE
1. Pemenne u3gaeTcss Ha OCHOBE KOJUICTHAIBHOTO PYKOBOICTBA
2. TexkcT npukasa o OCHOBHOM JICSITEILHOCTH ,KaK MPABUIIO, COCTOUT M3 JIBYX 4acTei
3.KoHcTaTtupyroias 4acTh TEKCTa B IPUKA3€ 110 OCHOBHOM JIEATEIIBHOCTH MOXKET OTCYTCTBOBATh
4. [TyHKTBI TEKCTA MPUKa3a B paCHOPSAUTEIHLHON YaCTH HYMEPYIOTCS apabCKuMu U paMu
5.[1puKa3bl 10 OCHOBHOM JEATEIBHOCTH U 110 JIMYHOMY COCTaBY MMEIOT OOIIYI0 HyMEpaIHio
6.PeKBU3UT «OTMETKA O HATMYUH MPUIIOKEHUSD MTOCIIE TEKCTA MTPHKa3a CAMOCTOSATEIBHO HE 0POPMIISIETCS
7.3aroJIOBOK K TEKCTY MPHUKa3a [0 OCHOBHOM JICATEILHOCTH (hOPMYJIUPYETCS B POJUTEILHOM MaJIEikKe
8.[Ipuka3 mo OCHOBHOM JEATENLHOCTH, KaK MPaBUJIO, TIOAMCHIBAET PYKOBOIUTEb
OpraHu3aluu
9. [locraHOBIIEHUS U PEIICHHUS UMCIOT OJTHY MOJITUCH
10. PacriopsiguTenbHbie JOKYMEHTHI BCTYIAIOT B CUIY C MOMEHTA UX MOAMHUCAHUS
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Tema 2. Oprann3anHoHHO-PACHOPSAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17

Bui0epruTe npaBUIBLHBINH OTBET.

K kaxxgomy 3afgaHuio aHel 3 BapuaHTa OTBETa, U3 KOTOPBIX TOJBKO OAWH BepHBIA. B OnmaHke oTBEeTOB
MTOCTaBhTE TIOJT HOMEPOM 33/IaHNsI OYKBY OTBETa, KOTOPBIHA Ha BAIll B3TJISII SIBJISIETCS TIPABHIILHBIM.
1. PaciopsiiuTenbHBIA JOKYMEHT, KOTOPBIA U3JaeTCS HA OCHOBE €TMHOHAYAIUS

a) peleHue

0) rmpukas

B) IOCTAaHOBJICHHE

2. PacmiopsiauTenbHBINA TOKYMEHT, KOTOPBII H3aeTCsl Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA
a) npuKas

0) perreHme

B) pacrlopsuKeHue

3. V3 CKONBKHX COCTAaBHBIX YaCTeH, KaK MPaBHIIO, COCTOUT TEKCT PACTIOPIIUTEIHHOTO JOKYMEHTa
a) U3 IByX

0) u3 ogHOM

B) U3 TpexX

4. ®amMuIMI0 ¥ JOIDKHOCTh HWCIOJMHUTENS B PACIOPSIUTENBHON YacTH TEKCTa TpHKa3a MO0 OCHOBHOM
JeSITeNIbHOCTH YKa3bIBalOT

a) B UIMCHUTEIILHOM TaJIekKE

0) B pOIUTEIBLHOM MAJIEHKE

B) B JIaTE€JIbHOM I1aJI€KE

5. B cocTaB peKBU3HTOB MPHKa3a 0 OCHOBHOM JAESATEIFHOCTH HE BXOJUT PEKBU3UT

a) rpud yTBepKACHUS

0) 3aroJOBOK K TEKCTY

B) HOMEpP JOKYMEHTa

6. [Ipuka3 110 OCHOBHOM JEATEIBHOCTH IOANUCHIBACT

a) PyKOBOJIUTEh

0) cekpeTapb

B) HCIIOJHUTENb

7. [locraHoBIIEHUE TIOANUCHIBACT

a) pyKOBOJIUTEID

0) cekpeTaphb

B) PYKOBOJMTENb U CEKPETAPh KOJUIETHAIILHOTO OpraHa

8. [Ipuka3 1o OCHOBHOM JEATEIHHOCTH OOPMIISIOT

a) Ha OnaHKe MuchMa

0) Ha O;aHKe KOHKPETHOTO BU/Ia JOKYMEHTA

B) Ha IOJDKHOCTHOM OJIaHKe

9. CioBo «mpHKa3bpiBalO» B TEKCTE MpUKa3a MO OCHOBHOW JAEATENFHOCTH O(OPMIISIOT B CIIEAYIOIIEM
HaITUCaHUH

a) [[IPUKA3BAIO

0) puKa3bIBaIO

B) IIpuka3piBaro

10. PacriopsiiurenbHas 4acTh B paclopshDKEHUH HAUWHAETCS CIIOBOM

a) [IPE/IJIAT AIO

0) PEIIIAET

B) [IOCTAHOBJIAET

Tema 2. Oprann3anuoHHO-pACHOPSAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17

BcraBbTe NMPONMYIIEHHbIC B TEKCTE CJ10BA.

1. OpraHm3anmoHHO-PACTIOPSIANTEIBHEIN TOKYMEHT — 3TO BHJ NHUCHBMEHHOTO IOKYMEHTa, B KOTOPOM
(ukcupyoTcs AJIMAHUACTPATUBHBIX M OPTraHU3alMOHHBIX BOIPOCOB, a TaKKe
BOIIPOCOB ,B3AaUMOJICHCTBUS, OOeCTeueHNs] W pPEryIupOBaHUS IesTeIbHOCTH

OpraHoB BJIACTH, y‘-Ipe)K,Z[CHI/If/’I, Hpe,Z[HpI/ISITI/Iﬁ u OpFaHPIBaL[PIfI, nux HOI[pa3I[eJ'ICHHfI 1 JOJIZKHOCTHBIX JIMII.

2. TlocraHoBiieHHE — OSTO TPABOBON aKT, MPHUHUMAEMBIH BBICIIMMH MU HEKOTOPBIMH I[IEHTPAIHHBIMH
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OopraHaMu BJIACTH, JACWCTBYIONIMMH Ha OCHOBE
YIpaBIeHUS, B IISJIAX pa3pelieHuss HanOoJee BaXKHBIX U MIPUHIMITHAIBHBIX 33/1a4, CTOSIIUX TIepe]] JaHHBIMH
OpraHaMu, ¥ YCTaHOBJICHHUS CTAOMIIBHBIX HOPM, ITPABIIT

3. Pemienne — 3TO pacmopsIUTENLHBIA TOKYMEHT, KOTOPBIH SBJISIETCS MPABOBBIM aKTOM, MPUHUMAEMbIM

BJIACTH.
4. PacnopspkeHME — 3TO YIPaBJICHUS] TOCYAApCTBEHHOTO Oprasa,
WMEIONINA  BIACTHBIA  XapakTep, W3AAHHBIM B paMKax MPHUCBOCHHOTO JIOJDKHOCTHOMY  JIHILY,
roCyJapCTBEHHOMY OpPraHy KOMIECTEHIIUU, UMEIOIINI CUJTy JUISI TPaXKJIaH U OpraHu3aIiuii,
KOTOPBIM PACIIOPsDKEHHE apecOBaHO.

5. [Ipuka3 — 3TO IPaBOBOM aKT, W3IaBACMBIN OpraHu3alyy, NEUCTBYIOLIECH Ha
OCHOBE .

6. TekcT pacmopsIMTENHHOTO JOKYMEHTAa Yalle BCEro COCTOUT M3 JBYX B3aUMO3aBUCHMBIX YacTed -

u .
7. B 3aBHCHMOCTH OT BUJIa JOKyMEHTA PACIIOPSIUTEIbHAS YaCTh HAUMHAETCS CJIOBAMMU:
— B TIOCTAHOBJICHUH; — B peIlIeHUN;
— B PacCTIOPSKEHNH; — B IIPHUKa3e.

8. PekBM3UT «OTMETKAa O HaAIUYUU NPWIOKEHHUS» IIOCIE TEKCTa PaCIOPSAUTENBHOIO JOKYMEHTa
CaMOCTOSATEIBHO .
9. TekcT pacmopsAMTENBFHOTO JOKYMEHTa JOJDKEH HWMETh 3arojloBOK, KOTODBIH (GopMynHupyeTcs B

majexe.

10. [IpuKa3bl ¥ pacIoOpsHKEHHS TOAMTMCHIBAET 15001

11. TlocTaHOBICHHMS ¥ pPEIUICHUS HMEIOT JBE IOIIHUCH — u
KOJUISTHAIBHOTO OpraHa.

12. PacnopsaurenbHble JOKYMEHTBI BCTYIAIOT B CHJIY C MOMEHTa HX WIIH

JIOBENIEHUS IO CBEICHUS.

Tema 2. Oprann3zanMoHHO-paCHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17

BceraBbTe nmponynieHHbIe B TEKCTE CJI0BA.

1. AKT — 3TO JIOKyMEHT, COCTaBIIEHHBIN , KOTOpBII MOATBEPKIAET
YCTaHOBJICHHBIE (DAKTHI I COOBITHS

2. AKTBI 4ale BCEero COCTaBIISIIOTCS ITIOCTOSIHHO z[ef/'ICTBy}omHMI/I

3. Hara u MecTa COCTaBJICHUA aKTa JTOJIKHBI COOTBETCTBOBATh JaTe u
MecCTy .

4. AKTBI, KaK MPaBHJIO, YTBEPXKIAIOTCS YUPEKICHHUS.

5. [locne cnoB «usIeHbl KOMHCCHI HE CTaBUTCS.

Tema 2. Oprann3zanHoOHHO-pACHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, TIK 1.5 JIP 17

BriOepuTe BepHOe yTBep:KIeHUe

1. B kpaTKkoM MPOTOKOJIE MPUBOIATCS TEKCTHI BBICTYIUICHHIA

2. JlaToit mpoTOKOJIA SIBJISETCS J1aTa MPOBEICHUS 3aceIaHus

3. B mpoTokosie 00s13aTenbHO yKa3bIBaCTCs KOJIMYECTBO MPUCYTCTBYFOIIAX

4. B Texcre mpoTOKOIa MOXKeT OTcyTcTBOBaTh MyHKT BBICTYIINJIN

. B mpoTokoJie yka3bIBatOTCsl PE3yIbTaThl TOJI0COBAHUSA

. [IpoToko cocTaBnsieTcs: B OTHOM 3K3EMILIIpE

. [IpoToKOa MOANUCHIBAIOT NpeceaaTeNlb U CEKPETaph KOJJIETHAILHOTO OpraHa

. Ha paciiipeHHbIX 3acelaHusIX COCTaB MPUCYTCTBYIONIMX YKA3bIBAETCS KOJTUYECTBEHHO
9.BrImCcKa U3 MPOTOKOJIA YIOCTOBEPSETCS O(POPMIICHEM PEKBU3NUTA OTMETKA O 3aBEPEHUU KOTIHI
10./laToli BBIMKMCKH K3 MTPOTOKOJIA SIBJIIETCS J1aTa, yKa3Has KakK JaTa IMOAMMCaHHUs MPOTOKOJIa

~N O O1

oo

Tema 2. Oprann3zanMoOHHO-PACHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, TIK 1.5 JIP 17
Bri0epuTe npaBUILHBIN OTBET.

K kaxmomy 3amaHui0 JaHbl 3 BaphaHTa OTBETA, M3 KOTOPBIX TOJIBKO OJAWH BEepHbIH. B OjaHKe OTBETOB
MOCTaBBTE TIOJ] HOMEPOM 3a/IaHUsI OYKBY OTBETa, KOTOPBIHA HA BAIll B3TJISI SIBJISICTCS TIPABHIIBLHBIM.,
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1. JaToii mpoToKona sIBAsiETCS

a) 1aTa 3aceaHus

0) nata opopmieHUs

B) JlaTa MOANUCAHUS

2. U3 cKONBKHUX 4acTeil COCTOUT TEKCT IIPOTOKOIA

a) oaHOI

0) 1ByX

B) Tpex

3. Bompocsl NOBECTKH AHS B MPOTOKOJIE (OPMYITUPYIOTCS
a) B UIMEHHUTEIBHOM HaJeKe

0) B IpEIITOKHOM TTaeKe

B) B BUHUTEJILHOM HaJIeKe

4. TIpoTOKOJI TIOAMTACHIBAET

a) PyKOBOJIUTEID

0) cekpeTapp

B) IIpeceaaTeNb U CEKpeTaph KOJUIETHAIBHOTO OpraHa

5. Kakas yacte B cxeme HOCTPOEHHsI OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBATh
a) CJIVIIIAJIN

0) BBICTYIINJIN

B) [IOCTAHOBWJIN

6. [IpoTokoa opopMIsIOT

a) B OJHOM 3K3EMILISIpE

0) B IByX dK3eMIUIsIpax

B) B TPEX dK3EMILISIpax

7. JlaToM BBIKMCKH U3 MPOTOKOJIA SIBIISIETCS

a) nara opOpMIIEHHUS POTOKOIIA

0) naTta, ykazaHHasi B OTMETKE O 3aBEPEHHUH KOIHUU

B) JlaTa MOANUCAHUS IPOTOKOJIA

8. BBIMTUCKY M3 MPOTOKOJIA MTOAMUCHIBAET

a) pyKOBOJIUTEIb

0) 3aBeAyIOMUN KaHIISTIPUCH

B) ceKpeTapb, 0pOPMHUBIIHN BBITUCKY

9. Kak ohopmiIsitoTcst B TEKCTE POTOKOJIA, IPUCYTCTBYIOIINE, €CIIH UX 22 YesioBeKa
a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPHUIIATASTCS)
0) [IpucyTcTBOBaNIM: MEPEUNUCIIAIOTCS PaMUINN IPUCYTCTBYIOLIMX B al1()aBUTHOM MOPSAKE
B) [IpucyrcTBoBanmm: 22 yenoseka

10. [TpoToKOMBI YTBEPKIAIOTCS

a) Bceraa

0) YTBEPXKICHUIO TOJICKAT HEKOTOPHIC BUIIBI IIPOTOKOJIOB
B) 110 YKa3aHMIO PYKOBOAUTEIS

Tema 2. Oprann3zanMoOHHO-PACHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17

BcraBbTe mponylieHHbIE B TEKCTE CJI0BA.

1. B 3aBucuMoCcTM OT TIOJHOTHI OCBEHICHHWS XOJa 3aceJaHus IPOTOKOIBI MOTYT  OBITh

u
2. TekcT MPOTOKOJIA COCTOUT U3 JIBYX YacTel: BBOJHOM U .
3. Kommuecto yKa3bIBaeTCs 00s3aTeNbHO, TaK KaK OT ATOTO 3aBUCUT KBOPYM IIpH

MPUHATUHN PCHICHUA I'OJIOCOBAHUEM
4. Ha paCiMpCHHBIX 3aCCAaHUAX C OOJIBIIIMM  YHCIIOM NOPUCYTCTBYIOIINX HUX COCTAB YKa3bIBACTCA

5. Kaxxmprit BOIIpoc TMOBECTKH JTHS apaOckumu nudpamu, opopmirseTcs ¢ KpacHOH
CTPOKH U (POPMYITHPYyETCS B najyiexe.
6. Kaxxprii MyHKT TIOBECTKHU JHS CTPOUTCS IO CXEME: ,

7. Ecu BomIpoC He 00Cy»)aaics, MyHKT MOXET OTCYTCTBOBATb.
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8. Ilporokon opopmisiercs B IK3eMIULsIpe (ax)
9. Brimucka U3 mpoToKkoia ynocroepsiercss ohopMICHHEM PEKBU3NTA
10. /laToii BBIMMCKY N3 IPOTOKOJIA SBIIACTCS JaTa, yKa3aHHas

Tema 2. Oprann3anHoHHO-PACHOPSAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17
Brbi0epuTe BepHOe YTBep:KIeHUE
1. BuyTpenHss qokiiaaHas 3anmucka ohopMisieTcss Ha OJTaHKe OpraHU3alliu
2. TeKcT MOKIATHON 3aITUCKU COJICPKUT TOJIBLKO OOCTOSATEIILHOE U3JI0KEHUE BOITPOCca
3. BHYTpeHHIOI0 JTOKIIAIHYIO 3aITUCKY TOAMUCHIBAET COCTABUTEIb
4. AnpecaHT B TOKJIATHOW 3aITUCKE YKA3bIBACTCS B UMCHUTEIIBHON MMajIeKe
5. B agpecate noxmagHON 3aMCKH YKa3bIBAIOT TOJIBKO (haMUIIHIO

Tema 2. OpranuzanMoHHO-pacnopsANTENbHBIE J0KyMeHTHI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IIK 1.5 JIP 17

Bri0epuTe npaBWIBLHBIN OTBET.

K kaxxpomy 3ajaHuio JaHel 3 BapuaHTa OTBETAa, M3 KOTOPBIX TOJBLKO OAWH BepHBIA. B Onanke oTBEeTOB
MOCTaBhTE TIOJT HOMEPOM 33/IaHUsI OYKBY OTBETa, KOTOPBIA Ha BAIll B3TJISI SIBISIETCS TIPABHIIBLHBIM.
1. BHYTpeHHIOI0 TOKIaIHYO 3aIHCKY TIOIITUCHIBAET

a) COCTaBUTENb

0) pyKOBOJIUTEIDb MOJIPA3AETCHUS

B) CEKpeTaphb

2. B cKOJBKHX 3K3eMIUIsIpax ohopMIIsIeTCs BHEIIHSS TOKIIAAHAS 3aMucKa

a) B OJIHOM

0) B IByX

B) B Tpex

3. PexBU3UTHI OOBSICHUTENFHOMN 3aMKUCKHU 110 TIOBOY OOBSICHEHHS TIOCTYIIKA aHAJIOTUYHBI
a) BHYTPECHHEH TOKJIATHON 3aIMUCKU

0) BHYTpEHHEH CIIpaBKU

B) CIIy’)K€OHOMY MUCHMY

4. TexcT MoKIa HON 3aMMUCKH, KaK MPaBUI COCTOUT

a) U3 OJIHOM YacTu

0) U3 IByX yacTeu

B) U3 TpeX JacTei

5. B cocTaB peKBU3NTOB BHEIIHEW JOKIIAJHOM 3aMCKH HE BXOIHT

a) 3aroJOBOK K TEKCTY

0) nevatn

B) TTOAIHUCH

Tema 2. Oprann3anHoHHO-PACHOPSIAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, TIK 1.5 JIP 17

BcraBbTe mponylieHHbIE B TEKCTE CJI0BA.
1. JloxnamHas 3amucka — JOKYMEHT, alpecOBaHHBIN 10 KOHKPETHOW TEeME C
U IPEIJIOKEHUSAMH 10 HEH.
2. BHemHmOI0 JOKIAJHYIO 3alUCKy, aJPECOBAHHYI0 B BBINICCTOSIIYI0 OPIraHU3AIHI0 ITOJAIUCHIBAET

3. BHYTpeHHIO0 JIOKIIAIHYIO 3alTUCKY COCTABIISIET U MOJIIHCHIBACT
4. PexBU3UTHI BHYTPEHHEH JTOKJIQJHOM 3aIIMCKH:

- anpecar (B AaTeIbHOM TajIexke)

- (B pOIMTENIEHOM TAJICKE)

- HAUMEHOBaHHUE BHUJA JOKYMEHTa

- TEKCT

- OTMETKa O HAJIMYUH NPUIOKeHHs (B Cirydae HEOOXOIMMOCTH)

- narta

5. PekBU3UTHI BHEIIHEN TOKJIAAHON 3aIIUCKH:
- HAUMECHOBAHME OPraHU3alllK — aBTOPa JOKYMEHTA

27



- HAUMCHOBAHUC BUJId JOKYMCHTa

- UHAEKC
- MECTO COCTAaBIICHUS JOKyMEHTA

- 3aroJioBOK K TCKCTY
- TCKCT
- OTMCTKa O HAJIMYWU ITPUITOKCHUA

- OTMETKA 00 UCITOJTHECHUH U HarmpaBJICHUHU JOKYMEHTa B €JI0

Tema 2. OpranuzanHoHHO-pacnopsANTeNbHBIE JoKyMeHTHI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, TIK 1.5 JIP 17

Bui0epuTe BepHOe yTBep KAeHUe

1. TexcT ciay)eOHOTO MUCHEMa MOXKET OBITh TIPOCTHIM

2. ToH cimy>keOHOTO TUChMA 3aBHCHUT OT €TO COAEPIKaHUS

3.B TtpadapeTHOM TEKCTE HE ClleAyeT HAYMHATH TEKCT CO CBOOOJHOTO MECTa, OTBEICHHOTO JUIsl IEpeMEHHOMN
HHpOpPMALTUH

4. B ciny»eOHOM MHUChME TEKCT MUIIETCS OT 1-ro JiMiia MHOYKECTBEHHOT'O YHCIIa

5. BeigensaT npuceliaeMble U OTIIPaBIIsieMble TMChbMa

6. City>)xeOHOE MTUCHMO MOKHO 0DOpMUTH Ha hopmare AS

7. MakcumalbHOE KOJIHYECTBO aApecaToB B TUCHME - 4

8. MakcumanbHblil 00beM nUCbMa — 2 TUCTa

9. CnyxeOHOE MHUCHMO MOYKET UMETh JIBE TIOITHUCH

10. CiyxeOHOE MUCHMO MOTYT yJOCTOBEPSITH TIEYaThIO

Tema 2. Oprann3anHoHHO-paCHOPSAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK 11, IK 1.5 JIP 17

Bri0epuTe npaBuJIbHbII OTBET.

K xaxmomy 3amanuto naHpl 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJIBKO OJMH BepHBIH. B OmaHKe OTBETOB
MoCTaBbTEe TI0J] HOMEPOM 3aJjaHusl OyKBY OTBETa, KOTOPHIH Ha Balll B3TJISA/L SIBISETCS TIPABHUIILHBIM.
1. TekcT ciy’>ke0HOTO MUChbMa COCTABIISETCS OT

a) 1-ro nuia MHOXKECTBEHHOT'O YHCIIa

0) 2-ro JMIa eIMHCTBEHHOTO YHCIa

B) 3-TO JMIa MHOKECTBEHHOTO YHCIIa

2. PekBU3UT «CcCHUIKA HA HOMEP | JaTy BXOJSIIETO JOKYMEHTa» 0(OPMIIIETCS

a) BO BCEX IMUChMax

0) B OTBETHBIX ITUCHhMaX

B) B MHUI[MATHBHBIX MTUChMAX

3. PykoBouTeNb U IIIaBHBIH OyXTaiTep MOIHChIBAIOT

a) UCHbMO-U3BEILECHUE

0) pexIaMHOE MUCbMO

B) FapaHTUITHOE THCHMO

4. B cocTaB peKBU3UTOB CIYKEOHOTO MHCbMa HE BXOIUT

a) ajpecar

0) Ha3BaHUE BUA TOKYMEHTA

B) TIOAIHUCH

5. Teker cimyx)eOHOTrO MckMa MOKHO 0hopMUTh Ha hopmare A5, ecnu

a) "Her Onanka ¢popmara A4

0) TEKCT MUChMa He MPEeBBIIIAaeT 6 CTPOK

B) €CTb COOTBETCTBYIOIINE YKa3aHUs PyKOBOIAUTEIS

6. CkoJIbKO OJIaHKOB NOTPEOYyeTCs, €CIU Cly:KeOHOE IMMChbMO HAIpaBJISIeTCs B JIBa ajpecaTa
a) onuH 0) Ba B) TpuU

7. MakcuMmanbHBIH 00BEM CITY’)KEOHOTO MUChbMa

a) oJlHa CTpaHuIla

0) B CTPAHMITBI

B) TPU CTPAHHMIIBI
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8. [leuathio ymocTOBEpSICTCSA

a) MMChMO-HalOMHUHAHUE

0) MHCHEMO-TIPUTIIAIIICHHE

B) FapaHTUIHOE TIHCHMO

9. OTMeTKa 0 OCTYIUICHUU JOKYMEHTA B OPTaHH3AIIHIO TPOCTABIISICTCS
a) Ha BCEX JIOKYMEHTax

0) TOTBKO Ha TIPUCHIIAEMBIX

B) 110 YCMOTPEHUIO CEKpeTaps

10. B nuckMe oTMETKA O OCTYIJICHHH JOKYMEHTA MTPOCTABIISICTCS
a) B IPaBOM HIDKHEM YTITy TIEPBOTO JICTA TOKYMEHTa

0) B JIEBOM HIDKHEM YTITy ITOCIIEIHETO JTUCTA JOKYMEHTA

B) Ha J11000M CBOOOTHOM MECTE

Tema 2. Opranu3anMoHHO-pacnopsINTeNbHBIE JOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10
K 1.5 JIP 17

BcraBbTe nponymeHHbie B TEKCTE CJIOBA.

1. TekcT nuchbMa AOIKEH OBITH IPOCTBIM, T.€. KaCaThCs BOTIpOCa.

2. TexcT mrcbMa, KaK paBUJIO, COCTOUT U3 IBYX YacTel. B mepBoii uactu maercs

, BO BTOPOH 4acTH .
3. TexcT mucbMa MOXKET COCTOSITh U3 OJTHOMN YacTH.

4. [luceMo MOxHO 0OpMUTH HA (hopMaTe A5, ecITi TEKCT COJIEPIKUT HE CTpOK.

5. CayxeOHOE MHCBMO — 3TO EIWHCTBEHHBIH JIOKYMEHT, KOTOpPBIH HE HMEET

JOKYMEHTA.

6. MakcuMmanbHOE KOJTMYECTBO aJpecaToB B TUCEMe- .

7. Kak mpaBuiio, MakCHMaIbHBIH 00BEM MHCHMA - JCTa, BTOpasi cCTpaHuia oGpopMisieTcs Ha
JIHCTE.

8. [lncema prHaHCOBOTO XapakTepa JA0JKHBI UMETh MOJIITUCH.

9. PexBU3UTEHI CITy)KEOHOTO MUCHMa!
- PEKBU3UTHI OJIaHKA MHCHMA;

- azpecar;

- pe3oIroNus;

- TEKCT;
- OTMETKA 0 HATMYUHU TPIOKCHIS;

- OTTHCK II€YaTH;
-OTMETKA 00 UCIIOIHUTENE;

-0TMETKa 00 UCTIOTHEHUH JOKYMEHTA W HAITPABJICHUH €0 B JIEIIO;

- ( TOJBKO JIJIST BXOJIATITUX ITHCEM. )

Tema 5. [onsiTe 10KyMeHTO00OPOTA, perucTpamust 10KymenToB OK 01-OK 03, OK 09-OK 11, TIK 4.1 TIK
4.3 JIP 17

Bui0epuTe BepHOe yTBepsKaeHHe

1.B ka)Xa0M yUpexAeHNH JTOJDKHBI OBITh pa3pab0OTaHbl CXEMBI IBIKEHUSI OCHOBHBIX KaTErOpHid JOKYMEHTOB
2. yCKOpeHI/Ie }.'[OKYMCHTOO60p0Ta AOCTUTACTCA 3a CYCT COKpallCHHUS KOJNYCCTBA O6pa6aTBIBa€MBIX
JTOKYMEHTOB

3. BCKpBITHIO TIOJICKUT BCsI KOPPECTIOHACHIIVS, TIOCTYIAOIIAs B OPTaHU3AIHIO

4. KoHBepThI MocIie BCKPBITUS TPUCHITIAeMON KOPPECTIOHIEHITNH BCET/Ia YHUYTOXKAIOT

5. dakr MOCTYIUICHUA NOKYMCHTA B OpTraHU3aluio Oq)OpMJ'ISICTC}I peBOHIOI_[I/ICﬁ PYKOBOAUTECIIA

6.0T™MeTKa O MOCTYIUIGHWH JOKYMEHTa B OpPraHM3allMi0 MPOCTaBisieTcss Ha JI000M CBOOOJHOM MecTe
MEpBOIo JIMCTAa JOKYMCHTA

7. OTMCTKy O INOCTYIUNICHMU JOKYMEHTA B OpPraHU3alnuio0 MOXXHO ITPOCTABJIATh HA KOHBEPTE

8. Bce mOKyMeHTBI, MOCTYIHUBIIKE B OPTaHU3aLIMIO, TIOJIEKAT PErUCTPALIUU

9. IlocTynaromye AJOKYMEHTBl PETUCTPUPYIOT B ICHB MOCTYIIICHUS

10. Co3maBaeMbie JOKYMEHTBI PETHCTPUPYIOTCS B JCHD MOAMMCAHHUS WIH YTBEPIKICHHUS
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Tema 5. IlousiTue 10KyMeHT0000poTa, perucrpamus 10KkymentoB OK 01-OK 03, OK 09-OK 11, TIK 4.1 TIK
4.3 JIP 17

BriGepuTe npaBUJIbLHBIN OTBET.

K kaxxgomy 3ajaHvio JaHel 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJIBKO OAWH BepHBIA. B OnaHke OTBETOB
[IOCTaBbTE II0J] HOMEPOM 3aJaHus OyKBY OTBETa, KOTOPBIM Ha Balll B3I SIBJASCTCS IPAaBUIIBHBIM.
1. JIokyMeHTBI, TOCTYNHBLINE HE 10 aApeCy, CIeayeT

a) BEpHYTh HA MOYTY

0) YHIYTOXHUTD

B) MlepeaaTh C KypbepoM

2. KoHBepTHI HOCTYNUBIINX TOKYMEHTOB

a) YHUYTOXAIOT

0) OCTaBISAIOT

B) B 3aBUCHMOCTHU OT CUTyalluu

3. dakT nocTymieHus JOKyMEHTa B OpraHu3anuio 0(hOpMIIIOT pEKBU3UTOM
a) OTMETKa O KOHTpOJIe

0) OTMETKa O MOCTYIJIEHUU JOKYMEHTa

B) OTMETKa 00 UCIIOJIHUTENE

4. O0s13aTeNIBHOM PErUCTPAIIIY MOJIEKAT

a) sKcipecc-uHpOpMAaLUS

0) pekJIaMHbIe MUCbMA

B) 3asBJICHUS TPAXKIAH

5. Llenbto perucTpanuu siBasieTcs

a) obecrieueHne y4eTa 1 KOHTPOJIS

0) OBICTPBII TOUCK TOKYMEHTOB

B) BCE BBIILICIICPEUUCICHHOE

6. [Iporiemypa peructpaniu BKIIIOYAET B Ce0s

a) OJIMH 3Tal

0) 1Ba »Tana

B) TpHU dTana

7. B MHOEKC JOKYMEHTa HE BXOIUT

a) kox o OKY /|

0) HOMED J1eJia 0 HOMEHKJIaType

B) HOMEp CTPYKTYPHOTO HOApa3AeIeHUs

8. He mouiexxut perucrpaunu

a) MpUKa3 Mo OCHOBHOM JESITETLHOCTH

0) 'xanoba rpakIaHuHa

B) MUCbMO MH(POPMAIIMOHHOTO XapaKTepa, MPUCIaHHOE JIJISl CBEACHUS
9. O0s3aTeNnPHON PErucTpanyy MOAICKHUT

a) IOKyMEHT, KOTOPBIH 110 CBOEMY COJIEPKaHUIO TpeOyeT pelieHus Wik OTBETa
0) mporpamma COBELLIAHUSA

B) IJIAHOBO-(DMHAHCOBASI TOKYMEHTAITHS

10. MunuBuyaabHbIE CPOKH UCIIOTHEHUS YCTaHABINBACT

a) UCIIOJIHUTEh

0) pyKOBOJIUTEIND

B) CEKpeTapb

11. Cpok UCTIOJIHEHHS JOKYMEHTA UCUUCIIETCS

a) C MOMEHTa MOCTYIUICHUsI JOKYMEHTa B OpraHU3aLHIO

0) c MOMEHTa MOJTY4YEHUS JOKYMEHTa HCIIOTHUTEIEM

B) C JIaThl IOCTYMHUBIIETO JJOKYMEHTa

12. Cpoxk ucnosHeHHsI JOKYMEHTa MOXKET MPOJUTHTh

a) TOT, KTO €r0 yCTaHOBUII

0) HCIIOTHUTEIb TOKYMEHTa

B) PYKOBOAUTEIb

13. JIoKyMeHT CUUTaeTCs! HCIIOJIHEHHBIM

a) KOI/la ecTh YKa3aHUe PyKOBOAUTEIIS

0) KoTIa MPOCTaBJICHa OTMETKA 00 UCIIOJTHCHUH

B) IIOCJIE PETHCTPALH JOKYMEHTa
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Tema 5. IlonsiTHe T0KYMEHTO0GOPOTA, perucTpamusi JokyMmeHnToB OK 01-OK 03, OK 09-OK 11, IIK 4.1 TIK
4.3 JIP 17

BceraBbTe nponyeHHbie B TEKCTE CJI0OBA.

1. JIokyMeHT00OOpOT — 3TO JOKYMEHTOB B YUpEXJICHHH C MOMECHTa

ux WITH TTOJTYYCHHUS 10 3aBEPIICHUS WK OTIIPABJICHHS

2. O0BeM JOKYMEHTO000pOTa — 3TO MOCTYMAKOIIUX U CO3/1aBaCMBIX

JOKYMEHTOB 32 OTPEICICHHBIN MMEePUO/I, 0OBIYHO 32 TOI.

3.  MHWupmekcamusi —  3TO  HPOCTABICHHUE u
HEOOXOIUMBIX YCIOBHBIX MPH PETUCTPAIMH, YKA3bIBAIONIMX MECTO CO3IaHHS

(WcTIOHEeHNS) ¥ XpaHEeHUs TOKYMEHTA.

4. Kaprounas (opma perucTpanuu HUCHOIb3YyeTCS B YUPSKICHUSIX C 00BEMOM
JOKYMEHT0000pOoTa €JIMHUIL B TOJI.

5. Cpok WUCHOJHEHWS — 3TO MEPHOJ BPEMEHH, KOTOPHIH OTBOIUTCS Ha

JIOKYMEHTA, WJIM KaJIeHIapHas JlaTa, Ha KOTOPYIO Ha3HAYCHO 3aBEPIICHHUE €r0

Kpurtepuu ouenxu PY3.

OrnecHuBaeTcs Ha 5 0aJIJIOB, €CIIU.

1. Yerko chopMynpoBaHO HOHUMAHUE IPOOJIEMBI U SICHO BBIPAYKEHO OTHOLIEHHUE K HEW aBTOpa,;

2. [IpoGnema packpbiTa Ha TEOPETUUYECKOM (B CBSI3AX U C OOOCHOBAaHUSMHU) U OBITOBOM
YPOBHSX, C KOPPEKTHBIM MCIIOJIb30BAaHUEM MM 0€3 UCHOJIb30BaHUs OOIIECTBOBEJUECKUX ITOHATUH B
KOHTEKCTE OTBETA,

3. Jloruyecky COCTUHEHBI B €JIMHOE MOBECTBOBAHWE TEPMHHBI, MOHATHUS, TEOPCTUYCCKHE
00001IeHNS, OTHOCAIINECS] K pPacKpbhIBaeMOU mpodiieme;
4. [IpencraBnena uyeTkas apryMeHTalWs, JOKa3bIBAIOIIAs MO3UIMIO aBTOpa (B BHUJE

I/ICTOpI/I‘ICCKI/IX q)aKTOB, COBpeMeHHBIX COIIMAJIBHBIX HpOHGCCOB, KOHerTHI)IX cnyt{aeB U3 XU3HU
aBTOpa M €ro OJM3KUX, CTATUCTHYECKUX JaHHBIX U T. I1.);

OnennBaercs Ha 4 6aJiia, eciu.

1. C HeTO4YHOCTSMU MpeJCTaBleHa COOCTBEHHAs TOUYKA 3peHHUs (TTO3UIHUS, OTHOILIECHHUE) TTPH
PaCKPBITUU TPOOIIEMBI.

2. IIpobnema packpbiTa Ha TEOPETUUECKOM YPOBHE C HETOUHOCTSIMH B MCIIOJIb30BAaHUH
00IIeCTBOBEJUECKMX TEPMUHOB U MOHATHIA B KOHTEKCTE OTBETA.
3. JlaHa aprymMeHTaIusi CBOero MHEHUs co ciaboif onopoit Ha (akThl OOIIECTBEHHOHN KU3HU UITH

JINYHBINA COLMAIIBHBIN OIIBIT.

OuenuBaercs Ha 3 0aJLIa, CCIIH.

1. PacnneiBuaTo npencraBieHa cOOCTBEHHAs TOUKA 3pEHHUs (ITO3ULMUS, OTHOLLIEHHE) TPU PACKPBITUU
pOOIIEeMBI,

2. [IpoGnema packpbiTa ¢ HEKOPPEKTHBIM HCIOIb30BAaHUEM OOIECTBOBEIUECKUX TEPMUHOB U
MOHATUI B KOHTEKCTE OTBETa (TEOPETUUECKUE CBSI3U M 0OOCHOBAHUS HE MPUCYTCTBYIOT HJIU SIBHO HE
MIPOCIICKUBAIOTCS );

3. Cnabo apryMeHTUpOBaHO COOCTBEHHOE MHEHHE C MUHUMAJIBHOW OMOPOi Ha (aKThI
0OIIIeCTBEHHOMN JKU3HH, JIMYHBIN COIUATBHBIN OIBIT UJIH €€ OTCYTCTBUE.

OuenuBaeTcs Ha 2 0aJjLIa, eciu.

1. He npocnexuBaercss COOCTBEHHAs TOUKA 3peHUs (TIO3ULUS, OTHOIIEHUE) IPU PACKPBITHH
poOIIEMBI,

2. IIpobnema packpseita ciabo, 6e3 UCTIO0Ib30BaHUS OOIIECTBOBETUECKIUX TEPMUHOB;

3. He aprymenTupoBaHo cOOCTBEHHOE MHEHHE;

4. Dcce He MPeI0CTaBICHO.
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Ilpunoosicenue 5
IHPAKTUYECKUE PABOTBI 11O TEMAM (I13)

113 1.IIpakTu4yeckasn padora Nel

Tema 1. Beenenne. JlokymeHT u cuctema grokymentanuu OK01,0K02, OK03,0K09, OK 10, OK11, JIP 17
3aganue 1. Haueptute Ha uioTHOH Oymare (BatMmaH) ¢opmata A4, B macmrade 1:1, hopMmysipsl yrioBoro
W TMPOAOJBHOTO ONaHKOB C YKa3aHHEM HOMEPOB PEKBHU3UTOB Ha JIMIIEBOW CTOpOHE, & HaWMEHOBAaHUUN
PEKBU3UTOB — Ha 00OPOTHOH.

3amanme 2. Opopmure Maker OiaHKa nmuchbMa (YriioBOE PacIoIOKEHUE PeKBU3UTOB mTamma Onanka):OAO
«MocTtopr.

CrpaBouHble jgaHHbIE 00 opranuszaruu: MockBa, 131564, KpacnompecHeHnckas Ha0. , 15; Temerpad:
Mocrtopr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacHonpecHerckoM ¢unraie MOCKOBCKOro kommepueckoro 6anka, M®O 26894, xon
OKIIO 985623, OI'PH 345123789023, MTHH/KIIIT

4500583453/02387560.

3ananme 3. Odopmure MakeT OnaHka mUCbMa (MPOIOIBLHOE PACITIONOXKEHHE PEKBU3UTOB IITaMIia OJIaHKa),
COCTaBHB CaMOCTOSITEIILHO HEOOXOAUMBbIE PEKBU3UTHIL.

3aganme 4. Opopmute MakeT OJaHKa KOHKPETHOTO BHJIA JOKYMEHTA (IIPHUKa3a) C YIIOBBIM PACIIONOKEHUEM
PEKBH3HUTOB: TOBAPHBIN 3HAK WJIH dMOIIeMa TpeAnpusaTus (1o BameMy yemorpennto) AO «bepeskay, mpukas,
Jata IpuKasa u ero Homep, r. KoHCTaHTHHOBCK.

3aganme 5. Odopmure MakeT OJaHKa KOHKPETHOTO BHJAa JOKyMEHTa (IPOTOKOIA) € MPOJOJIHHBIM
pacnionoxxenueM pekBu3suToB: OAO «I'A3», nOpoTokoJ, Jara 3acedaHusi, HOMEpP NpPOTOKona,  T.
KoHncTaHTHHOBCK.

3aganue 6. Odopmure MakeT ONaHKa JODKHOCTHOTO Juma (Mdp (TiaBa) BalIero TOpojaa), COCTABHB
HEO0OXOIUMBIE PEKBU3HUTHI.

113 2.1IpakTyeckas padora Ne2
Tema 1. Benenue. JIokyMeHT 1 cucTemMa JokyMentamuu OK01,0K02, OK03,0K09, OK 10, OK 11
JIP 17

3aganue 1. OdopMuTe PEKBU3UT «aApecaT»:

a) YIJIOBBIM CHOCO00M:

1. Mun#CTEpCTBO O HastoraM U coopam HauanpHuk otnena rmianupoBanus Kpacaos B. U.

2. Mupexrop 000 «Opbura-cepsuc» Cokonos B. @. 125789, r. Cmonenck, y 1. Llentpanbhas, 28.

3. YUyrynosa T.[I. , 123456, Mockga, yi. ABTo3aBojckas, 1. 23, kB. 12;

0) NPO0JbHBIM CHOCOOOM:

4. BopoHEKCKUH TOCYIapCTBeHHBIN yHUBepcuTeT DakynbTeT KypHATUCTUKU 3aB . Kadeapoi mpodeccop
Bszemckuii B. B.

5. lokymeHT Hanpasisiercst B 1Ba aapeca: 1) AO «beunsiii Betep» ['enepanbhblil qupexkrop XKykos M. U.; 2)
npuOOPOCTPOUTENBHBIH 3aBoj «DnekTpon» OTnen mapkerunra Ct. menemkep JI. 3. Cokomnosa.

3aganue 2. Opopmute rpud yTBEpKICHHUS:

a) YIJIOBBIM CHHOCO00M:

1. VtBepxknato upekrop 000 «Jlakmun» B. A. Tumodees «15 » mapra 201 ropa.

2. YTBepxkaeno llporokoin 3aceqannsa Coseta nupektopoB N212 ot 23 mapra 201 ropa.

0) NMPO0JIbLHBIM CIIOCO0OM:

3. Y1BepxkaeHo Pemenne obmero coopanus akunonepoB N207 ot 12 mas 201 ropa.

4. JIOKyMEHT yTBEP>KACH ABYMsI JOJKHOCTHBIMH JINLIAMH:

1) YtBepxnato Hupekrop AO «IIporon» I'. U. Bopucos « 12» anpens 201__ rona.

2) Vreepxknato upekrop AO «Keanty» B.M.Jonros «13» anpenst 201 ropna.

3aganue 3. OdopmuTe Ha3BaHWE BUAA JOKYMEHTA M 3arojIOBOK K TEKCTY 3TOr0 JAOKYMEHTA YIJIOBBIM H
MIPOJIOIBHBIM CTIIOCO0AMU, YIOTPEOUB HYKHBIN MaIexK:

a) pYKa3 0 BBEACHWU MHCTPYKLIUH 110 TPOTHBOIOKAPHOH 0€3011aCHOCTH;

0) IPOTOKOJI 0 3acelaHuM COBETA IO MPOQUITAKTHKE TPABOHAPYIICHUIA;

B) CITpaBKa O COCTOSTHUH YCIIEBAEMOCTH B yIeOHOH rpyIIre;

T') aKT 00 MHBEHTapU3aLMK HAJTMYUS JCHEKHBIX CPEICTB.
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3aganue 4. OhopMUTE OTMETKY O HAJTHMYUU PUIOKCHUS:

1. [Ipunoxenue. Ha 2 1. B 4 3K3.

2. [punoxenue. ['ocynapcTBEeHHAs CHCTEMa JOKYMEHTAIIMOHHOT'O 00CCIICUEHsI YIIPaBIeHHS, 3 9K3.

3. [Ipunoxenne

1. Ilnan pacnpenenenus o0yqaromuxcs no o0bekTaM Ha 3 J1. B 2 9K3.

2. Oryer 0 pacnupeneseHUH 10 00bEKTaM Ha BpeMsl IIPOU3BOICTBCHHON MPAKTUKH, B 2 3K3. Ha 3 JI.

3aganue 5. OdhopMuTe PEKBUUT ITOAMUCHY. JJOKYMEHT IMOANHCHIBAET:

1. Jupekrop Jemapramenrta BHeITHUX cBs3ell P.A . Epoxuna.

2. HauanpHUK cIeICTBEHHOI'O OT/ENIa, MOJKOBHUK rocThin B.B. MnbuH.

3. Hupexrop B. E. CemeHoB u HavanpHUK prHAHCOBOTO yripaBnenus 5. 3. Kopones 3A0 « Daxem».

4. Komuccus B coctaBe . mpezacenarens komuccuu [lonomapesa B JI., unensl komuccuu [lotamos P. T. ,
Csupunos P. B.

5. /lBa pykoBoauTeNss paBHO3HAYHBIX JOJDKHOCTeW: HavanbHuk nenapraMeHTa WH(QOpPMANUM W TEYaTH
MUN/Ja Poccum P. H. CremanmoB wm JlupekTtop memapramMeHTa IO CBS3SM C  OOIIECTBEHHOCTHIO
Muno6paszosanus Poccun JI. E. HoBuukos.

3aganne 6. Odopmure rpud coraacoBaHus:

a) VIJIOBBIM CIIOCOOOM:

1. Cornacosano [Jupexrop BO «IIpogunropr» K. A Ilepsizes «10» anpenst 201 roxa.

2. CornacoBano Ilporokonr N 11 or 23 mapra 201 roma o 3acedaHHMU IMKJIOBOH METOIWYECKOM
KOMHCCHH;

0) MPOI0JbHBLIM _CIIOCOOOM:

3. Cornacoano Jlupektop bankosckoro komiemka N2 45 M. A MoxoB « 12» anpens 201 roga.

4. CornacoBano Pemenune cobpanus TpynoBoro koiwiekTiBa ot 14 ampenst 201 roxa.

113 3. IIpakTHueckas padora Ne3

Tema 2. Oprann3zanMoHHO-pacHOpsiAUTENbHBIE TOKyMeHThI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, IIK 1.5 JIP-17

3aganme 1. CocTaBuTh ycTaB opranu3anuu (IpeANpHUATHs) 0001 OpraHW3alIOHHO-TIPaBOBOW (HOPMBI TIO
BaleMy BBIOODY.

3aganue 2. OGopMuUTh Ha yCTaBe HEOOXOIUMBbIEC OJINUCH U OTMETKH.

3aganue 3. CocTaBUTh AOJDKHOCTHYIO HHCTPYKLHUIO I0PUCTA MPEATPHUSITHUSI.

3aganue 4. OhopMuUTh Ha JOHKHOCTHON MHCTPYKIIMK HEOOXOIUMBIC MOJIITUCH U OTMETKHU.

113 4. IlpakTHyeckas padoTa Ned

Tema 2. OpraHu3zanMoHHO-pPaCHOPSIAUTENbHBIE JOKYyMeHTHI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, IIK 1.5 JIP-17

3aganme 1. CocraButh 1 0QOPMUTH JTOKYMEHT. PacropsbkeHue o MOBBIIICHUH KBaJTU(QHUKAIWKU IepcoHana. B
CBSI3U C IEPEXOJIOM Ha HOBYIO CHUCTEMY aJIMHUHUCTPHPOBAaHUS W IPEJCTOSINEH arrecTau pabOTHUKAM
MPEUIOKEHO TIPOUTH 00yueHHe Ha Kypcax IMOBBILIECHHS KBaTU(UKALMK; CEKpeTapo oTheNa — MpedoCTaBUTh
rpad¥K MpoBeeHUs] 00yUeHHS COTPYIHUKOB OTJIENA.

3aganmne 2. CoctaBUTh U 0QOPMHUTE TOKYMEHT. PacriopspbkeHue HauanbHUKA OT/AENa O Hai0aBKax 3a BBICIYTY
JIeT K okjiaay B pasmepe 20-30% crnenuairctaM oTiena.

3aganme 3. CocraButrh U 0QOPMHUTH NOKYMEHT. YKazanue o rpaduxe ormyckoB Ha 201__ roam. s
cocTaBieHHs TpaduKa OTIIYCKOB TpEAJIaraeTcsi COCTAaBUTh CIHCKH pabOTHUKOB C YKa3aHHWEM CpOKa
MPEIoIaraeéMoro exxeroaHoro ormiaduBaemoro ormycka B 201_ roay. Ilepenars coctaBieHHBIE CIIMCKHU B
OTIeT KaJpoB 10 | HroHS.

3aganue 4. OdopmuTe MPHUKa3 MO0 OCHOBHOM AEATEIBHOCTH.

3akpbITOe aKImoHepHoe 00mecTBo « BAK»

IIpukas
15.04.202__ N15
KonctaHTHHOBCK

O co3manum pabourx ceKTOPOB B YIIPaBICHHU MPOU3BOJICTBA U BHEIPCHUS HH)OPMAIIMOHHBIX CUCTEM
B memsx coBeplIeHCTBOBaHWS OpraHu3aldd paboThl YTpaBiCHUS TPOU3BOJICTBA W BHEAPCHUS
nH(GOPMAITMOHHBIX CUCTEM IpuKa3biBaro: 1. Co3aarh B YIpaBicHHH IIECTh pab0OYHX CEKTOPOB: Pa3pabOTKU
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MPOrPaMMHOI0 00ECIICYCHHMSI, CONPOBOKIACHHUS MHPOPMALIMOHHBIX CHCTEM, OIIEPaTOpPOB 00PaOOTKU JaHHBIX,
00CITy)XKMBaHHS KIMEHTOB, TEXHUYECKOTO O0OCCIICUEHUS, IOKYMEHTAIIMOHHOTO O0CCIICYCHUS YIPaBICHUS. 2.
Hawansnuky VYmpaBnenuns mpousBoAcTBa u BHenperus wuHpopmannonaeix cucteM . C. Pyzmenko
MOATOTOBUTH MIPOCKTHI MOJIOXKEHHH 0 pabounx cekTopax. 3. HauanpHuky otnena kaapos B. B. Bacunberoit
BHECTH M3MEHEHHUS B IITATHOE PACIHCaHWE W YKOMIUIEKTOBaTh MTaT paboumx cextopoB. 4. KoHTpons 3a
HCIIOJIHEHUEM TPHKa3a BO3JIOKUTE Ha nepBoro 3amecturens aupekropa A. C. Koponesy.

I'enepanbHeiil nupexrop B. . fIkosiues.

3aganue 5. CocraButh 1 0ohopMuTh NOKyMeHT. [locTaHOBIEHNE 0 TPEMUPOBAHUH PAOOTHHUKOB COITUAIBHO —
ASKOHOMHYECKOTO OTAeaa AnMUHUCTparui KOHCTaHTHHOBCKOTO paiioHa 3a BBICOKHE IOKa3aTeldd padoOThI
ormena. Ilpemus Bbimaercss u3 (OHIA MaTepUAIBHOTO IOOIIPeHHS B pasmepe 60% exeMecIYHOro
JOJDKHOCTHOT'O OKJIaZa.

I13 5. IlpakTuueckas padora Ne 5

Tema 2: OpranuzanHoHHO-pacopsAuTeIbHBIE JOKyMeHTbI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, 1K 1.5 JIP-17

1. CocraBpTe cnpaBKy O pa3Mepe 3apaboTHOM IUIaThl PaOOTHWKA OTHena cObiTa TOTOBOM mpomykiwu [10
«['panT» 115 IpenocTaBieHus B AeTCKui can. OcTanbHble JaHHBIE YKQKUTE CAMOCTOSITEIBHO.

2. CocraBpTe crpaBKy 0 cTtaxke padoTsl skoHOMHCTa OO0 «ATIaHT» U MPEIOCTaBIEHUS B JPYroe MECTO
paboThI o MpUYHHE yX01a co ctaporo. OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSTEIBHO.

3. CocraBbre crpaBky u3 KIOCa Ne 97 TlepBomaiickoro paiiona r. MUHCKa O COCTaBe CEMbH MOJOIOTO
CHeLUAINCTa IS IPEIOCTABICHHS IO MecTy paboThl. OcTalbHBIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

4. Cocrtasbre crpaBky u3 gexaHata AM® BI'ATY o tom, uro crynenrka E. A. HoBukoBa yuutcs Ha
TUTATHOM OTJENICHHH W HE TMOJTydaeT CTUIICHIUIO JJISl IPEJOCTAaBICHUs €€ B OyXTalTepHIO TI0 MECTy paboThI
ee marepu 0. C. HoBukoBoii. OcTanbHble JaHHbIE YKaKUTE CAMOCTOSTENBHO.

5. CocraBbre cmpaBky o ToM, uro A. I'. CokomoBa siBusiercsi crynentkoit IIl kypca ®ITY BIATY.
OcrTanbHble JaHHBIE YKQKUTE CAMOCTOSTEILHO.

I13 6. IlpakTuyeckas: padora Ne 6

Tema 2: OpranuzauuoHHO-pacnopsAuTe/IbHbIE JOKYMeHTbl OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, IIK 1.5 JIP-17

1.CocraBbTe mpuka3 00 OCBOOOXKIEHHUU OT 3aHMMAEMOM IOJKHOCTH MO COOCTBEHHOMY KEJIaHHIO TJIaBHOTO
WH)XEHepa BTOPOro mexa 3aBoaa. OdgopMuTe BU3Yy HadyaJIbHUKA 1I€Xa, PEKBU3UT «()aMUINU HCTIOTHUTEID» H
rpud coriacoBanus ¢ npogroMoM. OcTabHbIE TaHHbBIE JONOIHUTH CAMOCTOSATENBHO.

2. CoctaBbTe NpHKa3 O MpHeMe Ha JOJDKHOCTE raaBHoro Oyxranrepa OAO «bencoros3» ¢ 0KIIaoM COTJIacHO
mratHoMy pacrniucanuio MBanosoii JI. K. OcTanbHble JaHHbBIE YKaXKUTE CAMOCTOSTEIBHO.

3. CocraBbre nprika3 00 yBonbpHeHun Kosais B. H., umkenepa 10 «Jlromqmunay, B CBS3U C COKpAILICHHUEM IIITATA.
OcranbHble CBEACHNS JOMIOJHUTH CAaMOCTOSITENBHO.

4. CoctaBuTh NpHKa3 o nepesoje umwkeHepa Meanosa A. I1. Ha gomKHOCTD raBHOTO HHXeHepa. OcTabHbIe
CBEIICHHSA JOTMOIHUTH CAMOCTOSITENBHO.

5. CocraButs mpuKa3z 1mo bpecTckoMy KOBpOBOMY KOMOWHATY CO CJCIYIOLIMMH JaHHBIMU: 1) o mpueme Ha
JOIDKHOCTB  cekpeTaps-MammuicTkn  Koponesoit B. ., 2) 00 0CBOOOXIEHMH OT 3aHUMAEMOM JIODKHOCTH
HavyaJIbHUKA KPEIUTHOTO OTAENA O COrIACOBAaHUIO CTOPOH. OCTANIBHBIE JAHHBIE TOTOIHUTH CAMOCTOSATENBHO.

113 7. IlpakTuyeckas padora Ne 7

Tema 2: Opranu3anuoHHO-PacCIOPSIANTEIbHBIE JOKYMeHTHI OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, IIK 1.5 JIP-17

3aganue 1. Odopmurte ciayxeOnblil akT. AO «MOCKOMapXUTEKTYPBI»

AKT

YrBepxkaaro ['enepansubiil qupektop H.I'.IHumxkun 12.04.201

12.04.201__N 12

ITepenauu e 3aBeayrONIUM X039UCTBEHHON YacThIO

OcHoanue: pukas ['enepansHoTo AEpekTopa «MockomMapxuTeKTypsh» oT 09.04.201 .

CocraBiieH KOMHCCHEH  TIpemcenaTellb- 3aMecTUTelIh | eHepampHOTO nupekropa AB.DposoB, wieHBI
komuccuu: 1. [masnbiii Oyxranrep JI. AKanunkuna. 2. BeIBIImiA 3aBeIy o X03sHCTBEHHOM yacThio M. A
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Hoguxor. 3. BHOBh Ha3HaueHHBIH 3aBenyromuil xo3sictBoMm B . b. boopos. M. A HoBukoB cnan, a B. b.
BoOpoB npuHsuI fena 1 0 JOJKHOCTH 3aBEAYIONIETO XO3SHCTBOM.

B pesynbpTaTe cnauu-npuemMa Jaei yCTaHOBJICHO:

1.HBeHTapU3aMOHHAS BEJJOMOCTh COCTaBJIeHa 110 cocTosiHuio Ha 12.04.201__ .

2. [IlpexacraBnenHble 000pyIOBaHWE, WHBEHTaph, MeOEIb COOTBETCTBYIOT HWHBEHTApU3aAIUOHHBIM
BEJOMOCTSIM.

3. B Hanuuuu UMEIOTCS BEAOMOCTHU O CITUCAHUM WHBEHTAPs U MEOCIIH.

AXT cocTaBiicH B 3 9K3.:

1-i1 5K3.- ['eHepanbHOMY TUPEKTOPY

2-i1 5k3. - [maBHOMY OyxTanTepy

3-i 3K3. - B gemo N2 12,

[Ipeacenarens xomuccuu JI.A . Kanunkuna

Unens! komuccuu M.A.HoBukog, B.b.bo6pos.

3aganne 2. OdopMuTe BHYTPEHHIO AOKIAJHYIO 3aHCKY.

Hoxnannas 3anucka

Hupexropy 000 «Ilomumep» CasenseBy UK.

24.05.201

O npumeHeHnH MTPaAPHBIX CAHKIAN

B ampec mockoBckoro ¢mmana AO3T «CrermocHactka» coriacHo goroBopy N2123 ot 23.12. 200
Mpou3BeIeHa OTTpy3Ka Hamlel npoaykiuy Ha cymmy 1 560 380 pyOneii. B Tedenune nByx mecsieB ormiaTa Ha
HaIll pacueTHBIN CueT He MOCTYNHIa, HECMOTPS Ha HEOJTHOKPAaTHbIE MUChbMEHHbIE HATTOMUHAHUS.

[Ipennararo npuMeHUTH mTpadHbIe CAHKIUU K MOCKOBcKoMY (unany AO3T «CnemnocHacTkay.

3am. qupekTopa no ¢puHaHCOBBIM Bompocam U. W. Urnartos.

3aganue 3. CocraButh U 0POPMHUTH TOKYMEHT. OOBSICHUTEIBHYIO 3alIMCKY O TOM, YTO CBOJHBIA OTYET 3a
nexabps 201 roma He OBUT MPEACTABJICH B YKa3aHHBIC CPOKU B CBSA3U C MOBPEXKACHUEM (haKC-MOJICMHOM
CBSI3U M OTCYTCTBHEM BCEX HEOOXOJUMBIX JAHHBIX.

3aganme 4. CoctaButh 1 0QOPMHUTH JOKYMEHT. CiyKeOHYIO 3allUCKy O 3aKa3e HOBBIX OJIaHKOB JJOKYMEHTOB
B CBA3M C IIPOM3BOICTBEHHON HEOOX0AMMOCTHIO (B KomuuecTBe 1000 mTyK)

3aganue 5. CocTaBpTe IPOTOKOJI COOpaHMs Bamied ydueOHOW TpyYIIBI 10 MOBOXY MOCENIaeMOCTH 3aHATUI
(cTpyKTypa IpOTOKOJIA IPUJIATaeTCs).

113 8. IlpakTuueckas padora Ne 8

Tema 2: OpranuzauuoOHHO-pacnopsAuTe/IbHbIE JOKYMeHTbl OK01,0K02, OK03, OK 04 OK 05, OK09, OK 10,
OK11, IIK 1.5 JIP-17

3aganme 1. Odopmute orBeTHOE MHCHEMO. OTKpPHITOE akuHoHEepHOe obmecTBo «Paiino» Y. LlentpansHas, 1.
14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «Poccuiickuii KpeauT»»

k/c N2 89765689456534543212, BUK 456321908

23.04.201__ N2 45

Ha N2 01/56 ot 06.04.201

Texanueckomy nupextopy 000 «Dopmynar

[lo Bameii npockOe HampaBisieM BaM MPaNiC-TUCTHI Ha LEHbI KOMIJIEKTOB TOPIOBOIO 000PYIOBAaHHUS, @ TAKKE
HOBBIE pEKJIIAMHBIE TMPOCHEKTHL. llpW TMOMOXUTENIFHOM pEIIEHHH BOMPOCAa O 3aKyNKe TOPTOBOTO
000pYZIOBaHHS COOTBETCTBYIOIIUE JIOKYMEHTHI JOJDKHBI OBITh HAIpaBJICHbl Ha4YaJbHUKY OTJeNla COBITa
Urnarosy B. I1.

Hauanbauk otnena mapkerunra U. U. Pynenxo.

3aganue 2. Odopmure cayxeOHOE MUCHMO.

Wz narensckuii noM «OKu3Hb»

123456, Mocksa, bonbmiotii [lepesicnaBckwmii tiep., 1.12. Ten. (495) 987-45-89
Dakc (495)456-34-56 p/c N2 8967546 B Oxts16ppckoM oTnenenun Ab «Mockay
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[Ipencenaremto kKOMHUTETa IO 0OPa30BAHUIO AIMUHHUCTpAITHU TioMeHcKoi obmactu r-Hy ConoBbeBy B.I'.
CoobmraeM , uro usgarenbckuil qoM «Ku3Hby coriacHo Barmieii 3asBke crienuUKanuyd roToB MOCTaBUTh
Y4eOHYIO JINTEpaTypy IO IMpoTrpamMMe CPeIHEro MOJHOTO o0mero oopazoBaHus Ha cymmy B 1,5 (mmomropa)
MWUIHOHA pyOneii. B cBs3u ¢ 3tum mpocuM Bac 3akiIrouuTh TOTOBOP HAa BBIMOJHEHHUE B3aUMO32a4€TOB 10
peanm3anuy OcH3MHa ¢ HeTsHOW Kommanued «uTep Ilmroc», MMEIOMIEH JUICH3WIO Ha peaTu3allnio
OeH3uHa.

[Ipunoxenue: norosop Ha 8§ 1. B 1 3K3.

I'enepanbhsiii qupextop K. Y. KpacHos.

3aganue 3. CoctaBbTe U 0OQOPMHUTE IHUCHMO-TPUIJIAIIICHUE B COOTBETCTBUH C ITPABHJIAMHU.

BrIcTaBOYHBIH IIEHTP, PACTIONOKEHHBIN 0 ajipecy: T. Ope, mpocnekT AHIponoBa, 23, MPOBOIUT BBHICTABKY -
sipMapKy TOBapoB HapoaHoro mnorpedneHus «OceHb-2014» u mpocut mnoarBepauth AO «Ypoxaity ux
y4acTHEC B BBICTABKE SpPMapKe W BBICIATh HMMEIOIIUECS MPOCHCKThI M MaTepUasibl i O(OpMIICHUS
TeMaTH4YecKoro crenaa. Ilucemo nmoanucan pykoBoauTelns npoekra B. JI. UecHOKOB.

3aganue 4. CoctaBbTe U 0QOPMHUTE TUCHMO- NIPETIOKEHHUE, JOOABUB HEIOCTAIONIUE PEKBU3HTHI.
[Ipennaraem BalieMy BHUMaHHUIO HOBBIA KaTaJIOT, COACPMKAIINI MOJHBIM aCCOPTUMEHT BBIITYCKAEMOW Hallen
¢upmoii Mebenn. MbI Takke HampapBiIseM Npaic-THCT, B KOTOPOM BBl HailieTe 3HAYUTENbHBIE CKUIKHU ,
neiictytomtue 10 1 okTsaOps 201 roma IS HalIMX MOCTOSTHHBIX ONTOBBIX MTOKYTIATEICH.

Hagneemcs Ha B3auMonoHMMaHKe AajbHelIIee I010TBOPHOE COTPYAHUYECTRO.

3aganme 5. CocraBbTe 1 0opMHTE CITYKEOHOE MUCHMO.

I'maBHBIA OyxranTtep aknuoHepHoro OaHka «MMmepuamy, pacmonokeHHOro 1o aapecy: 123456, Mockga,
yi.Monogoreapaeiickas, a. 24, Tten. 141-67-90, dakc: 141-78-87, HamoMUHAET yNPaBISIFOIIUM
pernoHanbHblX ¢(ummanoB Ab  «Mmnepuam» o0 COONIOACHWM KOHTPOJS HWCIONHEHHWsI 3a CpOKaMu
MPEIOCTABICHUS OTYETHOCTH Ha OcHOBaHuU mrchMa Ilenrpodanka Poccun N2 01/134 ot 30 saBapst 200
roja «0 mpenocTaBieHUH OTYETHOCTH B cooTBEeTCTBUU ¢ [lonoxxenueM "O nopsiake MpoBEAeHHs pacieToB B
WHOCTPAaHHOI BajJiOTe, OCHOBAaHHBIX Ha 3a4yeTe B3aUMHBIX TpPEOOBaHUH MEXAY POCCHUUCKUMHU
CYZIOBJaJIeNbI[aM1, OCYIICCTBISIONMMH PBIOHBIA MPOMEBICET, U HEPE3UACHTAMHU, OCYIIECTBISIFOIIUMH WX
are’TcKoe oOCIyKMBaHue "' » M mpuiaraeT K mucbMy komuto tenerpammbl LB N2 23 ot 15 Hos16ps 200
roja.

113 9. IIpakTuueckas padora Ne 9

Tema: 3 «Kagposasi nokymenramus» OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, OK 10, OK — 11, IIK 1.5,
JIP 17

1. Cocrasbte 3aspieHne Ha umst mupektopa 110 «CnaBa» o mpueme Ha pabory W.A. MBaHoBa Ha JOIDKHOCTD
Oyxranrepa. OcTalbHbIC IJAHHBIC YKOKUTE CAMOCTOSITEIHHO.

2. CocraBbTe 3asiBICHUE O TIEPEBO/JIE Ha JIOJDKHOCTH TNaBHOTO MHKeHepa A. P. HoBuka. OcranbHble JaHHBIE
YKKHUTE CAMOCTOSTEIILHO.

3. Cocrasbte 3asBienue B. E. /Ipo3nunckoro Ha umsa aupekrtopa 10 «benamnpoekt» 00 yBOIbHEHHH €0 ¢
3aHUMaeMoi JOKHOCTH. OcTanbHbIE JaHHBIE YKAXKUTE CAMOCTOSTENBHO.

4. CocraBbTe XapaKTEepUCTUKY Ha CBOETO TOBapHuIla 1o padote wiau ydeOe. OcTanbHble aHHBIE YKaKHTE
CaMOCTOSITEIBHO.

5. CocTaBbTe XapakTEPUCTUKY Ha YBOJBHSIEMOTO 3amecTuTess rimaBHoro Oyxranrepa OOO «Mumky» s
MPEJOCTAaBICHHUS IO APYTOMY MeCTy paboTsl. OCTalbHbIE JaHHBIE YKAXKUTE CAMOCTOATEIBHO.

6. CocraBeTe XapakTepHCTHKy Ha riiaBHoro umkeHepa [10 «Pemcrpoiiy, npopadoraeiiero 10 yier. 3a 310 BpeMs OH
okoH4m1 3a0uHoe otaeneHne AM® BI'ATY, nposiBuit ce0st MHUIMATUBHBIM pabOTHUKOM. OcTajbHBIE JaHHBIE YKKUTE
CaMOCTOSITEITHHO.

113 10. MpakTnyeckas padora NelQ
Tema 5. IlonsiTHe T0KYMEHT0060POTA, perucTpamusi JoKyMmenTos OK 01, OK 02, OK 03, OK 09, OK 10,
OK 11,1IK 4.1, TIK 4.3, JIP 17

3aganue 1. M300pasuTe opraHu3alMio IMOATOTOBKM M IMPOXOXKACHUS IIpHKa3a IO BalieMy ydeOHOMY
3aBEJICHUIO (IPYroi OpraHU3aI|y 10 BallleMy YCMOTPEHHUIO).
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3aganue 2. [ToAroToBbTE OpraHU3aIMIO MOATOTOBKY ITMChMa PYKOBOJUTEIS BAIIEr0 Y4eOHOTO 3aBEICHUS Ha
MM MUHHCTpa 00pa30oBaHHS PETHOHA

113 11. IIpaxkTuyeckas padora Nell
Tema 5. IlousaTue JAOKYMEHT0000p0Ta, perucrpauus AokymeHToB OK 01, OK 02, OK 03, OK 09, OK 10,
OK 11,1IK 4.1, TIK 4.3, JIP 17
3aganue 1. V3yuuTe NEKIMOHHBIN Marepwal, PeKOMEHIyeMyro Jmteparypy. 3amanue 2. Odopmure
JKypHaJl peTUCTPallluy BXOALIENH KOPPECTIOHACHIINU

Jata Pern- Koppec-| Howmep Conep- Pe3so- Hc- Cpok Or™mer- Howmep
Momy- CTpa- TIOH- W JaTa | JKaHue JIOIUSL | TIOJNIHU- | HCIIOJI- Ka 00 niena
YCHHUS ITUOH- JeHT JTOKY- TeNb HEHUS HCTION-
HBIN MEHTa HEHUU
HOMEp
1 2 3 4 5 6 7 8 9 10

3ananue 3. 3anonHuTe rpadbl )KypHAIa BXOIAIICH KOPPECIIOHACHIIUN

I3 12. MpakTnyeckas padora Ne 12

Tema 6. Opranusanusi onepaTHBHOr0 M APXHBHOI0 XpaHeHHst H0KyMeHToB OK 01-OK 05, OK 09-OK 11
K 4.3 JIP 17

3ananne 1. O3HaKOMbTECh CO CBOAHOW HOMEHKIATYpOW e Ballero yueOHOro 3aBeleHUs, mompoOyiire
YCTAHOBHTh HA MPHUMEPE BalIero OTICICHHS (CIELMATbHOCTH), Kakhe BeAyT Jeia (aKTHYECKH H
COOTBETCTBYIOT JI OHU TI0 PEKBU3UTaM U 0(QOPMIICHHIO TPEOOBAHHSIM CBOAHON HOMEHKIATYPHI JIE.
3aganue 2. CoctaBbTe HOMEHKJIATYPY €] AJIs1 OPraHu3aliK, BBIOPAaHHOI BaMU JIMYHO.

Kputepun onenxu I13 1-13.
- OIIEHKA «OTJIMYHO)» BBICTABIISICTCS, €CIIU .CTYJICHT MOAPOOHO U MPABUIBLHO OTBETHII Ha
BCE BOTIPOCHI 33]1a4H;

- OIICHKa «XOPOILLO»
BOIIPOCHI, HO JIOMYCTUJI HE3HAYUTEIHHbBIE HETOYHOCTH;

BBICTABJIACTCA, CCJIM CTYACHT IIPpAaBHJIBHO OTBCTHJI Ha BCC

- OII€CHKa «yJA0BJIE€TBOPUTECIAbHO» BLICTABJIACTCA, CCJIM CTYACHT IIPABHUIILHO OTBCTHUII HA

OTACJIBbHBIC BOIIPOCHI, h1%(e10) IIOBEPXHOCTHO OTBETHIJI HA BCE BOIIPOCHI,

- OIICHKA «KHEYAOBJECTBOPHUTECIbHO0» BBEICTABIIACTCA, €CIIM CTYACHT HC CMOI' OTBETUTH HaA

OCHOBHYIO 4aCTb BOIIpOCaA.
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Ilpunoosicenue 6
Hokaanbl, pedepartsl, coodmenus (JAPC)

Tembl pedepatoB, 10k1a10B, coodmenuii (T3 — APC)
no qucuuminHe «/J{okymenTaunonHoe odecneyenne ynpasiaenus» OK 01-OK 05, OK 09-OK 11, IIK 1.5, TIK
41, TIK43JIP 17

1.«Opranu3aniMoHHbIE JOKYMEHTBl - YCTaB, TOJIOKEHHE, JOTOBOp YUpEAUTENel, NMpaBuiia BHYTPEHHETO
TPYIOBOTO PACIIOPSAKAY;

2.«CrpaBouHO-MH(POPMAIIOHHBIE TOKYMEHTHI - TOKJIaaHas (CITy)KeOHas ) 3aIUCKa, CIIPaBKay;

3.«I[lopsimoK COCTaBIEHHUS aKTOB CBEPKU PAaCUETOB MEXAY JeOUTOPAMHU B KPETUTOPAMU»;

4 «SI3BIK ¥ CTHITB JEIOBO KOPPECTIOHICHITHI;

5.«lHUIMATUBHBIE U OTBETHBIE CITy>KEOHBIC TIHCHMAY;

6.«BHYTpeHHNE ¥ MEeXIYHAPOIHBIE TeJIeTPaMMEI, Tere(oHOrpaMMBbI U TenehaKch».

7.IlpumepHas TeMaTHKa BHEAYJUTOPHOH CAaMOCTOSATEIIBHON pa0OTHI:

8.«IIpuMepHBIil TOroBOp KYILIN — MPOAAKNY;

9.«[IpumepHast popma JOroBopa MOCTABKIY;

10.«I[IpumepHas Gpopma q0oroBopa OAaHKOBCKOTO BKJIAIa»;

11.«OdopmieHre NpUI0OKEHUH K JOTOBOpaM»;

12.«OdopmieHre akToB 1Mo MpUEMKe MPOIYKINH (TOBAPOB) MO KOJIMYECTBY M KadecTBY. OOpasIibl aKTOBY;
13.«I[IpumepHas popma JOTOBOPA MOCTABKI;

14.«ATeHTCKOE COTJIAIICHUEY.

15.0¢dopmienne qOMOTHEHUH U cTIeNU(HUKALINI K KOHTPaKTaM.

16.«TpebGoBaHus MEXTYHAPOIHOTO apOUTPaXKa K COCTABJICHUIO U 0O(DOPMIICHHUIO IIPETSH3UOHHO - HCKOBBIX
JIOKYMEHTOB TI0 BHEIITHEAKOHOMIYECKOH JIEATEIEHOCTIY.

17.«3y4yeHre 3aKOHOJaTebHBIX aKTOB U HOPMATUBHBIX JOKYMEHTOB IO MTPETEH3MOHHO-UCKOBON
JOKYMEHTAIIAI».

18.«M3y4ueHne 3aKOHOJATENFHBIX aKTOB M HOPMaTHBHO-METOUYECKHUX JOKYMEHTOB (eepalbHO-apXUBHON
CITy>KOBI 110 XPaHEHHUIO JIOKYMEHTOBY

19.«B3anmogeiicTBue Ciry’)k0 JOKYMEHTAIMOHHOTO OOECIICUeHHs YIPaBICHHUS W BEIOMCTBEHHBIX apXHWBOB
npu GOPMHUPOBAHUH OCHOBHI JUIsI TIOCJIEAYIOIIErO XPaHEHUSI M HCTIONB30BaHMsI IOKYMEHTOBY;

20.«EguHCTBO TpebOBaHU K XpaHEHHIO JJOKYMEHTAIIUY B JIEIIOTIPOU3BOJICTBE U ApXUBE.

Kpurepun ouenxu T3 — JIPC 1-20

OreHka 5 cTaBUTCSI, €CITU BBITIOJIHEHBI BCEe TPEOOBaHMS K HAITMCAHUIO JIOKJIA/Ia: TEMa PACKPhITa TIOJHOCTHIO,
chopMyJIUPOBaHbI BBIBOJIBI, BRIJICPIKAH 00BEM, COOJIOICHBI TPEOOBaHUS K BHEIITHEMY O(OPMIICHHUIO, 1aHbI
MPaBWIbHBIC OTBEThI HA JONOJHUTEIbHBIE BOIIPOCHI,

Onenka 4 — ocHOBHbIE TpeOOBAaHWSI K JIOKNAIy BBIMOJHEHBI, HO TPH 3TOM JIOMYIIEHBI HemouéThl. B
YaCTHOCTH, HMEIOTCS HETOYHOCTH B M3JIOKEHHH MaTepuaa; OTCYTCTBYET JIOTHUECKas MOCIIeI0BATEILHOCTD
B CYXJICHHSIX; HE BbIJICpKaH 00BEM JOKIIANa; UMEIOTCS YIyIIeHHUs B O(GOPMIICHWH; HA JOMOJHUTEIbHbIC
BOTPOCHI MIPH 3aIMUTE JAHbI HETOJIHBIC OTBETHI.

Onenka 3 — IMEIOTCS CYIIECTBEHHBIC OTCTYIICHHS OT TpeOOBaHMIA K O(OPMIICHUIO JI0KIana. B qacTHOCTH:
TeMa OCBEIICHA JIUIIb YACTHYHO; JIOMYIIEHBI (PakTHYeCKre OIUOKH B COIEPIKAHUU WITH TPH OTBETE Ha
JIOTIOJTHUTEIIEHBIE BOIPOCHI; OTCYTCTBYET BBIBO/.

OrmeHka 2 — TeMa JIOKJIajia He pacKkpbiTa, 00HAPYKUBAETCS CYIECTBEHHOE HEOHMMAaHUE MPOOIeMbI OO
paboTa CTy/IEHTOM He TIpEeCTaBIICHA.
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Ilpunoosicenue 7

JMuddepennupoBannsrii 3a4ét (13)
Bonpoce! nuddepeHIIpoBaHHOrO0 324€TA 10 JOKYMEHTAIIHOHHOMY 00eCII¢YCHUI0 yIIPaBICHHS.
TecToBbIe 3aaHNuA N0 pa3jenaM Kypca
«loxkymenTannonHoe odecrneyenue ynpasjenusn» OK 01-OK 05, OK 09-OK 11, 1K 1.5, TIK 4.1, [IK 4.3, JIP 17

1. Jlenonpon3BOACTBO (JIOKYMEHTAIIMOHHOE O0eCIIeUeHUE YIpaBieHus1) Kak (DYHKIUS YIIpaBICHUS,
COBpPEMEHHBIE TPeOOBaHU K ero opranuzanui. OCHOBHbIE TEPMUHBI 1€0IPOU3BOICTBA.

2. JIOKyMEHT, OCHOBHBIEC TOHATHS, (PYHKIIH U CIIOCOOBI JOKYMEHTUPOBAHHS.

3. Undopmanus u nokyment. Knaccudukaius 1oKkymeHTa.

4. DAEKTPOHHBINA JOKYMEHT U IOKyMEHTOOOOPOT.

5. Yuudukanus u cTaHapTU3alus Kak OCHOBHOE HaIlPaBJICHUE COBEPLICHCTBOBAHMSI IOKYMEHTOB.
6. CucteMbl JOKYMEHTAMU. Y HU(PHUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIHH.

7. O6mue TpeOOBaHUS K TEKCTy JIOKyMeHTa. [lopsaoK HM370XKEeHus TeKCTa JOKyMEHTa. SI3bIk
CIIY>KEOHBIX JOKYMEHTOB.

8. HopmaTuBHO-IpaBoBast 6a3a /1e101pOU3BOICTBA.

9. Xapaktepuctuka, coctaB u cogepxanue 'OCTa P.7.0.97-2016.

10.CoctaB pexsuzutoB OP/l, mpaBuia ux opopmMiaeHuUs.

11.Buzbr 61aHKOB TOKYMEHTOB, X XapakTepuctuka. [IpaBuna odopMieHus, U3roToBIeHUs, yUeTa,
UCIOJIb30BAaHUS U XpaHEHUs 0JIaHKOB OpraHu3alluu.

12.¥Opuanueckas cuina JOKyMEHTOB.

13.XapakTepucTuka ¥ COCTaB OpPraHM3allMOHHO-TIPABOBBIX JIOKYMEHTOB: TpeOOBaHHUS K
COCTaBJICHUIO U 0()OPMJIICHUIO.

14.XapakTepucTUKa W COCTAaB PACIOPAIUTEIbHBIX JIOKYMEHTOB: TPEOOBAHUS K COCTABJICHUIO U
0(pOpMIIEHHIO.

15.XapakTepucTuka U CcOCTaB HMH(DPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB: TpeOOBaHMUS K
COCTaBJICHUIO ¥ 0()OPMIIEHHUIO.

16.Pa3paboTka  JTOKYMEHTallMW, OTpaxkaromeid  (UHAHCOBO-XO3SICTBEHHYIO  JIEATEIbHOCTh
OpraHU3alHH.

17.Pa3paboTka JOKyMEHTAIIH, OTpaXkarolleil KOMMEPUYECKYIO JesTeIbHOCTh OpraHu3alliu.
18.[lokymeHTHpOBaHUE pabOTHI ¢ IepcoHanoM. KoMmIieke kaapoBoil JOKYMEHTAIIHH.
19.YHudunupoBanHbsie (popMbl IEpBUUHON yUETHON JOKYMEHTAIMHU 10 YUeTy TPYAa U €ro OIjaThl.
O6mwme npaBuiia 0OpMIICHUS PUKA30B T10 JINYHOMY COCTaBY.

20.TpyznoBoil 10roBop: COAEP>KAHNUE U TIOPSATOK 3aKIHOUCHMUS.

21.0co0eHHOCTH JOKYMEHTUPOBAaHUS JTaloB TPYAOBON [€ATENbHOCTH pabOTHUKA: TIPHEM,
MepeBO/I, OTIYCK, KOMaHIUPOBKA, YBOJbHEHUE, TOOLIPEHNE, AUCIUIITIMHAPHOE B3bICKaHHE.

22 .TpynoBasi KHUXKKA: TIpaBuiia BeJleHUs U 0pOpMIICHHUS.

23.0dopmieHne 1 BeleHUE JTNYHONW KapTOUKU U JIMYHBIX JIE.

24 Ilpouecc 3amuThl TpoQecCHoHaIbHBIX JAHHBIX B KaJIpOBOi ciryxo0e.

25.3amaun ¥ QYHKUMU KaapoBoil ciy:k0bl. OpraHuzalroHHasi CTPYKTypa KaJpoBOU CITyXKOBbI.
26.IIpuHnunsl 1 GOpMBbI OPraHU3AIMH JIETONPOU3BOICTBA HA MIPEIIPUATHH.

27.Cnyx0a HJOKYMEHTAI[MOHHOTO OOecredeHus! yrnpaBieHus: QYHKIUH, CTPYKTYpa, JOKHOCTHOU
COCTaB.

28.ITonsiTHe, MPUHILIUIIBI U XapaKTEPUCTHUKU JOKYMEHTO000pOTa

29.0OcHOBHBIE 3TaINbl JOKYMEHTO000pOTA.

30.ITepBonavanbHast 06pabOTKa TOKYMEHTOB B OpTaHU3AIUH.

31.TexHonorust paccCMOTpEHUs JOKYMEHTOB B OPraHU3aLNH.
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Kpurepun ouenku auddepeHIIHPOBAHHOIO 3a4€Ta.

JuddepeHunpoBanHblii  3a4€T CTYAEHTHl CHAIOT MOSTAHO, HA TPOTSHKEHUHM BCEro Kypca
U3y4eHHsl JIOKYMEHTALMOHHOTo o0ecredeHus ympasineHus. I[lo kaxaold Teme BbICTaBIsIeTCA
OTJeNbHAasl OLIEHKAa, B MTOI€ OHU CYMMHUPYIOTCS 10 cpeaHeMmy apudmernueckomy. Ilpu
BBICTABJICHUU OICHKH 1O /I3 yuuThIBaeTcs HE TOJBKO KayecTBO OTBETa, HO Takxke oOrmiee
KOJIMYECTBO CIAHHBIX TEM U COOOILEHUH.

- OYeHKa «OMJIUYHOY 8bICIAGTIAEMCSl, eCcly CTYIEHT IPABUIBHO U ITOJAPOOHO OTBETUII BCE BOIIPOCHI;

- OYeHKA «XOPOUL0» 8blCMAasisiemcs, eciu CTYJCHT NMPaBUiIbHO 0TBeTU OT 18 10 20 Bompocos ;

- OYeHKa «YO061emeopUmMenbHO» 8blCMABIAeMcsl, eclu CTYACHT MPaBUIbHO OTBeTW I Ha 12-18
BOIIPOCOB,;

- OYeHKa «HeyO061emEoOPUMENIbHO) 8bICINABIIAICNCS, eClu. CTYIEHT OTBETUII MEHEe YeM 12 BOIIPOCOB.
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IV. PE3YJIbTATBI OCBOEHUS YUEBHOM JUCHUTIJIAHBI

KoHTpons m oreHKa pe3yiabTaTOB OCBOEHUs yueOHOW mucruiuimabl  «OIL
04  JloxymMeHTalMOHHOE o0ecrieueHue yIpaBICHUS OCYIIIECTBIISCTCS
npenojaBaTeieM B nporiecce IPOBEACHUS PaKTUYECKUX 3aHATHH,

TECTUPOBAHUS, a
3aJJaHuM, UCCIICIOBAaHMH.

TAaK)KC  BBIITOJIHCHUA 06y‘{aI-OHII/IMHCH HHAWBUYAJIBbHBIX

Pe3yabTarhl 00yueHus Kpurepun ouneHkun DopMbl, METOABI
KOHTPOJISI U
OLICHKH
OcBoeHHBIE 3HAHNSA: OrneHka «OTJHYHO» BBICTABISIETCA Texymmi
1. noHsATHA, LIETH, 3a8a4H1 U CTYJEHTY, €CJIH: KOHTPOJIb:
MIPUHIIMIIBI l)monHO wW3MaraeT W3YyYEeHHBIA MaTepua, —  YCTHBIH U
JIEJIOIPON3BOJICTBA; NPaBUJIBHO  BOCIIPOM3BOAUT  ONPENEICHUS | [pichMEHHBIH
2. OCHOBHBIE MTOHATHUS MIOHSTHSA, TEPMUHBL; ompoc,
JOKYMEHTAI[HOHHOTO 2) oOHapyXHMBaeT IOHUMaHNUE MaTepUaa, e ——
oOecriedyeHus yrpaBieHus; MO>KET 000CHOBATH CBOM CY>KACHUS,
3.cucTemsl MIPUMEHUTH 3HAHUS Ha PAKTHUKE, IPUBECTH TPAKTHHCCKHIX
JOKYMEHTAI[HOHHOTO HEO0XOIUMBIE IPUMEPHI HE TOJIBKO 110 pabor,
o0ecrieyeHus yrpaBieHUs; Y4eOHHUKY, HO ¥ CAMOCTOSTEIILHO — BBIIOJHCHUA
4.xnaccuuKanuro COCTaBJICHHBIE; KOHTPOJIbHBIX
JIOKyMEHTOB; 3) uznaraeT MaTepuai Mocjie0BaTeIbHO U pabor Mo TemMaMm
5.Tpe0oBaHMS K COCTABJICHHUIO U | TIPaBHUIIBHO. JUCLIUILIVHEL,
0(hOPMIIEHUIO JOKyMEHTOB; —  BBINOJHCHUS
6.0praHu3aLxo O1eHKa «X0pOII0» BEICTABILIETCS TECTOBBIX 3a/1aHUl,
JIOKYMGHTOO60pOTaI IIpUueMm, CTYJEHTY, eC:]:II/IZ 3 _ BEITIOJTHCHHE
06pa60TKy, perucrpanuro, CTYJAEHT JaCT OTBET, yJIOBJICTBOPAIOIINHN Pa3HOYPOBHEBBIX
KOHTPOJIb, XpaHCHHEC TEM XK€ Tpe6OBaHI/I$1M, 4TO U JJII OTMETKH o .
wen 3alaHuM 110 TEMaM
NOKYyMCHTOB, HOMCHKIIATYPY 5", Ho momyckaet 1-2 ommnOKH, KOTOpBIE caM ’
Ae. K€ UCIIPABISIET, U 1-2 Henouéra B ) BBITOTHCHHC
OCIIEI0BATEFHOCTH MaTepUaa. HPaKTATCCKUX
OcBO€eHHBbIE YMEHHS: pabor;
O1eHKa «y/10BJIETBOPUTEIbLHO» — IIOATOTOBKa
BBICTABJISICTCS CTYJICHTY, eciiu: 1) JIOKJIA/I0B,
1.0popMIIATE TOKYMEHTALMIO B | y3naraeT MaTepuain HENOJHO 1 pedeparos,
COOTBETCTBHHU C HOPMATUBHOM JIOIyCKAaeT HETOYHOCTH B OIPEECIICHUN COOOILIEHU.
0a30M, B TOM 4HCIIE € HoHATU mwim GopMyIupoBKe IpaBuI; 2)
HUCIOJIb30BAHUEM HE YMEEeT JIOCTaTOYHO TIIyOOKO U
MH(OPMALMOHHBIX TEXHOJIOTHH; JTIOKa3aTelIbHO 00OCHOBATH CBOU CYXKICHUS U
2.0CBaMBaTh TeXHOH(iI‘I/II/I IIPUBECTHU CBOU IIPUMEPBI; HpOMe)KyTO‘lHaSI
ABTOMAaTU3MPOBAHHOU 3) u3naraeT MaTeprall HENOCIEA0BATEIbHO U aTTecTAINS -
00pabOTKH JIOKYMEHTALIMH; JIOTTYCKAeT OIINOKH. mubdepenimposan
3.ACIIONIB30BaTh v
HBIH 3a4eT
YHUGULMPOBaHHBIE POPMBI OrneHka «Hey10BJIeTBOPUTEIBHO»
JIOKYMEHTOB; 4.0CYILIECTBIATH BBICTABJISIETCSI CTYJICHTY €CIIH:
XpaHCHHUE M IIONCK CTYAEHT OOHapyKMBaeT He3HAHUE OOJIbIICH
JIOKYMEHTOB; 5.MCII0JIb30BaTh 4acTH COOTBETCTBYIOIICTO pa3jeiia
TEICKOMMYHNKAINOHHBIC H3y4yaeMoro MaTepuana, J0IMyCKaeT OIMOKN B
TEXHOJIOTVH B SJICKTPOHHOM (hopMynpoBKe OnpeieNIeHril U MPaBHII,
JIOKYMEHTOO00POTE; HCKXXAIOIINE WX CMBICT, OECTIOPSIIOYHO H
6.0praHNU30BBIBATE HeyBepeHHO n3naraeTr marepuai. Ounenka "2"
JOKYMEHTO000pOT; OTMeYaeT
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