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1. TACHOPT PABOYEW MPOTIPAMMBI JUCIATLIIMHBI

1.1.

OobsacTh NpuMeHeHus1 pado4eil MPOrpamMmbl

Pabouas nmporpamMMa IUCIHHMIUIMHBI SBISETCS 4aCThIO OCHOBHOM 00pa30BaTEeIbHON MpO-
rpammbl B cooTBeTcTBUM ¢ DPI'OC mina cnenmanbHocTd CITO 38.02.06 ®unanchl (YKpPYITHEH-
Hast Tpynma crennansaoctr 38.00.00 « DKOHOMHUKA | yIpaBieHre») Il 00y4JaroIuXCst 09HOU (HOPMBI

00yJeHUsI.

1.2.
TeJbHON NMPOrpamMMBbl:

MecTo yueOHO# JUCUMILUIMHBI B CTPYKTYpPe OCHOBHOI NpogeccuoHaIbLHol 00pa3oBa-

JucuunimHa peanusyeTcss B paMkax 0a30BOi 4acTH MpodeccHOHAIBHOrO LHKIA, obmenpodec-

cuonanpubIx aucuumnd [TTCCS.

1.3.

IIe.m: H INIAHUPYEMBIC PE3yJabTaThbl 0OCBOCHUA IUCIHUIIJIMHBI:

Kog OK, IIK

YmMmenusa

3Hauusg

OK 01.Beibuparh criocoObl perieHus 3a1ad mpo-
(dbeccroHaTbHON JEATEIbHOCTH PUMEHHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM

oopMIIATH TOKYMEHTa-
IO B COOTBETCTBUH C
HOPMATHBHOM 6a30ii, B
TOM YMCJIE C UCIIOJIL30-
BaHHEM MH(POPMAIIMOH-
HBIX TEXHOJIOTHI

IIOHSTHE, IS, 3a-
Ja49M U TIPUHIIATIBI
JIEIOTIPOU3BOICTBA

OK 02.OcymiecTBiasTh HOUCK, aHAJIU3 U HHTEP-
npeTauuio MH(GopManuu, HeoOXOIUMOM IS BbI-
HOJHEHHs 3a7a4 NPO(EeCcCCHOHANBHON AEATEeIbHO-
cTH

OCYHICCTBJIATD XPAHCHUC
U NMOUCK JOKYMCHTOB

KJIACCU(UKALIHIO JT0-
KYMEHTOB

OK 04.PaGoTtaTe B KOJJIEKTHBE U KOMaHje, 3¢-
(EKTUBHO B3aUMOJICHCTBOBATh C KOJUICTaMH, PY-
KOBOJICTBOM, KJIHCHTaMU

HCIIOJB30BAaTh TCICKOM-
MYHUKAIIUOHHBIC TCXHO-
JIOTUHM B 3JICKTPOHHOM
,Z[OKYMGHTOO60pOTe

OpraHM3aIUIo0 TOKY-
MEHT0000pOTA: MPH-
eM, 00paboTKy, pe-
TUCTPAIIHIO, KOH-
TPOJIb, XPaHCHUC
JOKYMEHTOB, HO-
MEHKJIATYpY A

IIK 1.3.0cyniecTBiaATh KOHTPOJIb 3a COBEPLICHU-
€M oIleparui co CpecTBaMu OOHKETOB OIOIKET-
HoU cucteMbl Poccuniickon denepaunu

OCBanBaTh TEXHOJIOTUU
ABTOMAaTU3MPOBAHHON
00pabOTKH JOKYMEHTa-
UK

TpeOOBaHUs K CO-
CTaBIICHHIO U
oopmiIeHnIO TOKY-
MEHTOB

IIK 1.4.CocTaBiATh IUIAaHOBBIE AOKYMEHTBI TOCY-
TapCTBEHHBIX M MYHUIUIAJIBHBIX YUPEKICHUN U
000CHOBaHHUS K HUM

UCIIOJIb30BaTh YHU(PUIIN-
poBaHHbIE (POPMBI JOKY-
MEHTOB

OCHOBHBIE ITOHATHS
I[OKYMGHTaHI/IOHHOFO
obecrieueHus
yIpaBJICHUS

I1IK 2.2.06ecneunBaTh CBOEBPEMEHHOE U IOJIHOE
BBITIOJTHEHUE 0053aTeNbCTB MO YIUIATe HAJIOTOB,
cOOpOB M Jpyrux o0s3aTeNbHbIX IUIaTeXeH B
OromkeThl OrmKeTHON cucteMbl Poccuiickoii De-
Jepanuu

UCIIOJIb30BaTh YHU(PUIIN-
poBaHHbIE (POPMBI JOKY-
MEHTOB

CUCTEMBI IOKYMEH-
TalIMOHHOTO 00ec-
MIeYEeHUs yIpaBIie-
HUS

[IK 3.4.06ecneuynBaTh OCyIIECTBICHUE (PUHAHCO-
BBIX B3aMMOOTHOIICHUN C OpraHHU3aIUsMH, Opra-
HaMHU TOCYJapCTBEHHOW BJIACTH W MECTHOTO ca-
MOYIIPaBJICHUS

WCIOJIb30BaTh YHU(DUIIH-
poBaHHBIE GOPMBI TOKY-
MEHTOB

TpeOoBaHUs K CO-
CTaBJICHUIO U
0(OPMIIEHHUIO JTOKY-
MEHTOB

ITK 3.5.06ecnieunBaTh (hrHAHCOBO-

WCI0JIb30BaTh YHU(DUIIH-

TpeOoBaHUs K CO-




SKOHOMHUYECKOE COMPOBOXKICHUE JEATEIbHOCTH
110 OCYIIECTBIIECHUIO 3aKYTOK JJI KOPIIOPATUBHBIX
HYX]T

poBaHHBIE (OPMBI IOKY-
MEHTOB

CTAaBJICHUIO N
odopMIIeHUIO TOKY-
MCHTOB

IIK 4.1.Pa3paGaTeiBaTh IJIaH ¥ IPOrpaMmy Ipo-
BEJICHUSI KOHTPOJIBHBIX MEPOTIPUATHI, OPOPMIISTH
pe3yNbTaThl MPOBEACHHBIX KOHTPOJBHBIX MEpO-
MPUATHIA, BHIPa0aThIBaTh PEKOMEHIAIMU TI0 YCT-
pPaHEHHUIO HEJOCTAaTKOB U PUCKOB, OIICHUBATH (-
(hEeKTUBHOCTH KOHTPOJIBHBIX TPOIEAYD

MCTIONIb30BaTh YHU(UIIH-
poBaHHBIE (POPMBI IOKY-
MEHTOB

TpeOOBaHUS K CO-
CTaBJICHUIO U
oopmieHHIO TOKY-
MEHTOB

I[IK 6.1.06ecnieyeHue 3aKymok Il TOCYIapcCT-
BCHHBIX, MYHUIMNAIbHBIX UM KOPIOPATUBHBIX

HYX]T

MCTIONIb30BaTh YHU(DUIIH-
poBaHHBIE (OPMBI IOKY-
MEHTOB

TpeOOBaHU K CO-
CTaBJICHUIO U
oopmieHnIO TOKY-
MEHTOB

2. CTPYKTYPA U COAEPKAHUE JUCLHHUIIJIMHBI

2.1. OO0BbeM JUCHUILIHHBI U BUbI y4eOHOH padoThI

Ounast popma 00ydeHUS

Buo yueonoii pabomut Oobvem uacos
O0beM 00pa3oBaTeIbHON IPOrPaAMMBbI 32
Pabora o0yuarommxcsi BO B3auMo/1eiicTBHU ¢ NpenojaBaTejieM 30
B TOM YHCIIE:
nexuuu (ypoku) 20
B (hopMe MPaKTHUUECKON MOJATOTOBKH (€CIU MPEayCMOTPEHO) *
NPAKTUYECKHUE 3aHSTUS 8
B (hopMe MPaKTHUUECKON MOATOTOBKH (€CIH MPEIyCMOTPEHO) *
1abopaTOPHBIE 3aHATHS 2
B (hopMe MPaKTHUECKON MOATOTOBKH (€CIH MPEayCMOTPEHO) *
KypcoBasi paboTa (mpoekT) (eciu npedycmompena)
CamocTtosTrenpHas paboTta o0yuaromierocs (Bcero) (eciu npedycmompena) 2
Koncynberaumu (eciu npedycmompena)
[TpomexxyTouHas arTecTanust B JOpPME umo2080u KOHMPOIbHOU pabomul




2.2

TeMaTuuecKHil IJIAH U cO/lepP:KaHUe TUCIUIIUHbI

Ounas gopma o0yueHus

= @ OcBanBaeMble
HaumenoBanmue pa3aesnioB u | Coaepxkanue yueOHOro Marepualia, JjadopaTtopHbie padoThl U NPAKTHYECKHE 3aHATHSA, 2 D LEMEHTLL KOM-
TeM caMocCTosiTeIbHAsA padoTa 00y4yaommxcst 8 8 .
neTeHuui
1 2 3 4
Pa3nes 1. JloKkyMeHTHPOBaHHE YIIPABJIECHYECKOM e TeJIbHOCTH
Tema 1.1 Cooepoicanue yueonozo mamepuana: 2 OK 01.
Beenenue. [lonsarue, enmu, | 1) JlokymeHTanmonHoe oOecrieuenue ynpasienus, oosekt 10V, mpenmer JJOY.
3aa4yd U NpuHIUIE aeno- | 2) Uenw, 3anaun u npuniumns: JOY
IIPOU3BOJICTBA 3) Ilonsarue, cBO¥CTBA M MPU3HAKHN (PYHKIIMH JOKYMEHTA.
4) HopmaTtuBHO-IIpaBoBO€ o0OecneueHne AesiTenbHoCTH iy k061 JJOY
Tema 1.2 Cooepotcanue yueonozo mamepuana: 2 [IK 3.4.
Knaccudukanus 1) Jlemomnpous3BOACTBO, €TO AIEMEHTHI, (POPMBI AETOMPOU3BOACTBA.
JTOKYMEHTOB. YHUHKamA 1 | 2) OpraHuzanus ciaykO0bl JOKYMEHTAITMOHHOTO 00ECTICUYeHHS YIIPaBICHUS
CTaHJIapTHU3AIIH 3) HoxymentupoBanue. CriocoObl JOKYMEHTUPOBAHUS
JIOKYMEHTOB 4) Kiaccuduxammsi JOKyMEHTOB
5) Yauduxanms u craHgapTu3anus JOKYMEHTOB
Tema 1.3 Cooepotcanue yueonozo mamepuana: 2 IIK 3.5.
PexBu3uthl TokymMeHTOB M | 1) M3ydyeHue peKBU3UTOB JOKYMEHTOB Ha 00pa3liax JJOKyMEHTOB
oOuiue npasuia ux opopMm- | 2) HaznaueHue, coctaB U 0popMIIEeHHE OPTaHU3ALMOHHO-TIPABOBON JJOKYMEHTAIlUU
JEHUS 3) Hasnauenue, coctaB 1 0(pOpMIIEHHE PACTIOPSAUTEIBHON TOKYMEHTAIIUU
4) Ha3znadenue, coctaB U opopmiieHre HHPOPMAITMOHHO-CIIPAaBOYHOMN JOKYMEHTALUH
5) Haznauenue, coctaB ¥ 0(opMIIEHHE TOKYMEHTOB 10 JINYHOMY COCTaBY
Tema 1.4 Ilpakmuueckoe 3anamue: 2 OK 04.
Yuudunuposannas cuctema | 1) OcHoBHble nmoHsaTHs Y COPJ]
OP/I. Odbopmiienne ocHoB- | 2) Xapakrepuctuka u coctaB OIT/]
HBIX BUJIOB pacriopsautenb- | 3) TpeboBaHuUs K MX 0(hOPMIIEHHUIO B COOTBETCTBHH ¢ JieiicTBytomuM 'OCTom.
HBIX TOKYMEHTOB
Tema 1.5 Ilpakmuueckoe 3anamue: 2 [IK 1.3.

[TpaBua opopmiieHus oc-
HOBHBIX BHA0B P/l C uc-
MOJIb30BaHNEM MH(pOpMAaIu-
OHHBIX TEXHOJIOTHH

1) OdopmieHne pacopsAUTEIbHBIX JOKYMEHTOB OPTaHU3aI[MU B COOTBETCTBHH C HOpMa-
TUBHOU 0a30i ¢ ucnoip3oBanuem UT




Tema 1.6 Ilpakmuueckoe 3auamue: IIK 1.3.
[IpaBuna opopmienus crpa- | 1) TpeboBaHUs K 0HOPMIICHUIO JOKYMEHTOB 10 JMYHOMY COCTaBY B COOTBETCTBHU C JICHCT-
BOYHO-WH(OPMAITMOHHBIX Bytomum ['OCTom.
JOKYMEHTOB C UCHOJB30Ba- | 2) OdopmiieHue cripaBoyHO-UH(OPMAIIMOHHBIX JOKYMEHTOB 110 00pa3Ily ¢ HCIIOJIb30BaHH-
HUEM UH(POPMAIIMOHHBIX €M TEXHOJIOTUH aBTOMATHU3UPOBAHHON 00pabOTKU JOKYMEHTALIUH
TEXHOJIOTHI
Tema 1.7 Ilpakmuueckoe 3auamue: OK 04.
Cocrasnenue ciyxebnoro | 1) OdopmieHne ciryeOHbBIX MUCEM C UCIIOJIb30BaHHEM WH(OPMAIIMOHHBIX TEXHOJIOTHI
nMchbMa Camocmoamenvnan paboma:
OdopmiieHrEe OTYETOB MO0 MPAKTHYECKUM PabOTaM, U TIOJTOTOBKA K UX 3aIUTE
Kontposbhas padora Ne 1 Cooeporcanue yueonozo mamepuana: OK 02.
1) TectupoBanue 1o treMe «[0OKyMEHTUPOBAHHUE YIIPABICHUYECKOU EATEIBHOCTH» IIK 1.4.
2) OdopmieHne opraHMu3aUOHHO - PACHIOPSAUTEIbHBIX TOKYMEHTOB
Paspnen 2. Opranu3anusi ¥ TEXHOJIOTHs Pa0dOTHI C JOKYMEHTaAMHU
Tema 2.1 Cooepotcanue yueonozo mamepuana: K 2.2.
Cucrema u TunoBasi Texuo- | 1) OpraHuzaius ciyk0bl JOKYMEHTAIIMOHHOTO O0ECTIeueHus yIIpaBIeHUs
JIOTHSI JOKYMEHTaMoHHOro | 2) HopmaTuBHO-TIpaBoBOE oOecredeHre AesTebHOCTH ciy k061 JIOY
obecnieuenus ynpasienus | 3) Cucrtema IOV, ocHOBHBIE 3a7auu, (YHKIIUH, TUTIOBBIE CTPYKTYPHI.
4) TpeboBaHMS K OpraHU3aIUU JOKYMEHTO000pOoTa (HOMEHKIIATypa JIeN)
5) OcHOBHBIE BO3MOXHOCTH KOMIIBIOTEPHBIX TexHOJIOTH B JIOY
6) Opranuzanus J0KyMEeHTO000pOTa C HCIIOJIb30BAHUEM CPEJICTB TEIEKOMMYHHUKAIIUU
Tema 2.2 Cooepotcanue yueonozo mamepuana: OK 02.
[Tpuem u nepBuuHas obpa- | 1) Ilpuem u mepBuyHas 00paboTKa TOKYMEHTOB
0oTka JOKyMeHTOB. TexHo- | 2) OdopmileHne KypHaJIOB PETUCTPAIIMN BXO/ISIINX, UCXOISANINX, BHYyTPEHHUX JTOKYMEHTOB
JIOTHUs perucTpanuu v KoH- | 3) Tlopsaok UCTIONHEHUs BXOISIINX, HCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB
TpOJIA UCTIONHEHUS JOKY- | 4) Llenu KOHTpoOJIA UCTIOTHEHUS! JOKYMEHTOB, €0 BU/BIL.
MEHTOB
Tema 2.3 Ilpakmuueckoe 3anamue: [IK 4.1.
TexHonoruu aBToMaTu3upo- | 1) BuUIbI COBpEMEHHBIX CUCTEM DJIEKTPOHHOTO JIOKYMEHTOO000pOTa
BaHHOU 00pabOTKH JOKY- 2) Benenue cripaBoYHO-UH(POPMAITMOHHON paOOTHI TTO TOKYMEHTaM
MEHTAIIH 3) TenexkoMMYHUKAIIMOHHBIE TEXHOJIOTUU B AJIEKTPOHHOM JOKYMEHTO000pOTE
Tema 2.4 Cooeporcanue yueonozo mamepuana: OK 02.

Howmenxknarypa nein. I[Toaro-

1) CocraieHrne HOMEHKJIATYp JeJT IOKYMEHTOB




TOBKa W Tepeaya J1e Ha

2) DopMUPOBAHUE U OTIEPATUBHOE XPaHEHHUE JIET

XPAaHECHUE B apXUB 3) Opranu3zanus 5KCrepTU3bl HEHHOCTU
4) [ToaroroBka /1€y K apXUBHOMY XPaHEHUIO
5) ITopsiAOK YHUYTOKEHHUSI TOKYMEHTOB
Tema 2.5 Cooepoicanue yueonozo mamepuana: 2 OK 02.
Bunel oprrexHuku u croco- | 1) KomMmnbprotepu3zanus Ae10n1pon3BOACTBA HAa IPEAIPUITUN
OBl €€ HCII0JIb30BaHMs B 2) OpraHu3annoHHas TEXHUKA B JEJIONPOU3BOICTBE.
J0Y
Kontponsnas pabora Ne 2 | Cooepacanue yueonozo mamepuana: 2 IIK 4.1
1) TectupoBanue no reme «Opranu3aOHHbIE Pa0OTHI C JOKYMEHTaMM»
2) BeinonHeHue 3a1aHui
Hrorosas KOHTpOJIBHAA Cooeporcanue yuebnozo mamepuana: 2 [IK 6.1.
pabora 1) TectupoBanue
2) BrmonHeHue 3a1aHUI UTOTOBOM KOHTPOJIBHOM PabOTHI
3) IlonBeneHue UTOTOB 3a CEMECTP
Bceero: | 32/2

JU1st XapaKTepUCTUKH YPOBHSI OCBOECHHS Y4eOHOI0 MaTepHaa HCHONb3YIOTCS CIeAYyIoNe 0003HaYeH S

1 — 03HAKOMUTETHHBIH (Y3HABaHHE paHEee N3YYCHHBIX OOBEKTOB, CBOHCTB);

2 — penpoAYKTUBHBIH (BBIIIOIHEHUE JESTENBHOCTH 110 00pa3ily, MHCTPYKLIUH WM TIOA PYKOBOACTBOM);

3 — IpOAYKTUBHBIN (IJITAHUPOBAHHUE M CAMOCTOSTENILHOE BBIIIOIHEHHE ACATEIEHOCTH, PEIIeHNe TPOOIEMHBIX 3a1ay).




3. ®OHJ OUEHOYHBIX CPEJCTB, Ui [IPOBEJEHNS TEKYILEIO
KOHTPOJISI U TIPOMEKYTOUYHOM ATTECTALIIA OBYYAIO-
[UXCS MO JUCHMUIITUHE (MOAYJIIO)

®onp oueHounbix cpencts (aanee — @OC) - KOMIUIEKT METOAMYECKUX M KOHTPOJBHBIX
MaTepUaoB, HCIOIB3yEMbIX TIPH MPOBEACHUH TEKYIIETO KOHTPOJISI OCBOCHUS PE3YyJIbTaTOB 00Y-
YyeHusl ¥ npomexxyTouHoi arrectauuu. ®OC npegHazHavyeH JUisi KOHTPOJIS U YIPaBJICHUS MPO-
[[ECCOM MPUOOpETeHHS 00YyJaAIOIUMUCS HEOOXOAUMBIX 3HAHUH, YMEHHMA, MPAKTUYECKOTO OTBITA
1 KoMrieTeHnui, onpeneneHHbix Bo ®I'OC (IIpunoxenue 2).

4. YCJIOBUA PEAJIM3ALIUN JUCHUITJIMHBI

4.1. TpeOoBaHMs K MUHUMAJIBHOMY MAaTE€PHAJBHO-TEXHHYECKOMY 00ecneYeHH 0
Peanu3anus mporpamMmbl AUCHUIUIMHBI TpeOyeT HaJIW4Ms ayAUTOPUI JIEKLIMOHHOTO

TUIA, ayJUTOPUN CEMHHAPCKOTO THUIA, YUEOHBIX ayJUTOPUN TEKYLIET0 KOHTPOJS M MPOMEXKY-

TOYHOM aTTECTALUU; AYAUTOPUH JUIsl CAMOCTOSATEIILHOM PabOTHI.

4.2. Y4eOHO-MeTOANYeCKOEe M HHPOPMALIMOHHOE 0O0ecriedeHue U CIUTIINHbI
4.2.1. IlepeyeHb OCHOBHOW M [ONOJHHUTEJbHOH y4eOHOW JMTepaTypbl, HeOOXOAUMON IS
OCBOEHMS THCIMIIJIHHBI

OcHoBHasi yyeOHasi IuTEpaATYpa:

1. I'pozosa, O.C. [lenonpou3BoACTBO : yueOHOE IMOCOOUE I CPeAHEro NpoheCcCHOHATEHOTO
obpazoBanus / O. C. I'pozoBa. — MockBa : UznarensctBo Opaiit, 2022. — 126 c. — (IIpo-
deccuonanpHoe oopazoanue). — ISBN 978-5-534-08211-1. — Texkcer : anekTponHsii // O06-
pazoBatenbHas wiardopma KOpaidt [caiit]. — URL: https://urait.ru/bcode/492787.

2. Packun, J[. 1. MeTonuka U NpaKTUKAa apXUBOBEAECHUS | yI€OHMK i1 CPEAHErO Mpodeccuo-
HanpHOTO OOpasoBanus / J1. U. Packun, A. P. CokonoB. — Mocksa : M3narensctBo HOpaiir,
2022. — 339 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Texct : onextpoHHbli // OOpazoBarenpHas 1argopma HOpait [caiir]. — URL:
https://urait.ru/bcode/492546 .

JlonoIHNTeIbHAS Y4eOHas1 JuTepaTypa:

1. Iemenkosa, C. U. Apxusosenenue. Mcropus apxuBoB Poccuu ¢ IpeBHEMIINX BpEMEH 10 Ha-
yama XX Beka: ydeOHoe mocobue sl cpenHero mpodeccrnoHalbHOTO 00pa3zoBaHus /

C. U. IllemenkoBa ; mox HayuHoill penakuuedt JI. H. Masyp. — Mocksa: W3narenscTtBo
FOpaiit, 2022. — 153 c. — (IIpodeccuonansuoe odpazosanue). — ISBN 978-5-534-10241-3.
— Teker : anextponssid // OOpazoBarenvHas tiargopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/495215 .

2. Kopuees, U. K. JIoKyMeHTAIMOHHOE 0OECIIEUEHUE YIPABJICHHUS | YUEOHUK M TIPAKTUKYM LIS
CpEeIHero npodeccuoHaIbHOTO oOpa3oBanus / . K. Kopnees, A. B. [Trenko,
B. A. Mamypues. — 2-e u3f., nepepad. u gomn. — Mocksa : UznatensctBo FOpaiit, 2022, —
384 c¢. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : anek-
TPOHHBIN // O6pazoBaTenpHas maTdopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/492541 .

4.2.2. Ilepeyenb pecypcoB HHGPOPMANMOHHO-TEJEKOMMYHHMKAUMOHHOH ceTH «UHTepHeT»
(najsee - ceTb «AHTEpPHET»), HEOOXOAUMMBIX /IJIsI OCBOECHUSI JUCIUTJIMHBI

Ilepeuens norosopos IbC u B/|

. Cpok aeicrt-
YueOHbIi HanMeHoBaHMe JOKYMEHTA C YKa3aHUEM PEKBHU-
BUA TOKYMECH-
rof 3UTOB a

2023/2024 1 Horosop Ha noctyn k 9bC ZNANIUM.COM mexnay | C 12.07.2023



https://urait.ru/bcode/492787
https://urait.ru/bcode/492546
https://urait.ru/bcode/495215
https://urait.ru/bcode/492541

YVHuT B nuue mupekropa CO® YVYHuT u OOO
«3uannym»Ne 1151-36¢ ot 11.07.2023

o 11.07.2024

Horosop Ha poctyn k 9bC ZNANIUM.COM wmexny
YVYHuT B mune mupekropa CO YVYHuT nu OO0

C 28.08.2023

2 «3naanym»Ne 223/801 ot 23.08.2023 (Hpe,Z[OCT(:):BJ'Ie- 10 31.12.2024
Hue aoctyna K komiekuuu DDV «DenepanbHbiil me-
pedeHb yueOHNKOB u3narenscTBa «lIpoBenienue
Jlorosop Ha goctyn k OBC «39BC FOPAUTY (monHast

3 kojuiekuus) Mexay YYHuT B nune aupekropa CO | C 04.03.2023
YVYHuT u OOO «OnexrtponHoe wuznarenscrso | mo 02.03.2024
FOPAMT» Ne 1/23-36¢ ot 03.03.2023
Horosop Ha noctyn k ObC «YHuBepcurerckas 6uo-

. C 01.10.2022

4 nuroteka onyaiH» Mexay bamly u «Hexkemenua» No 10 30.09.2023
223-950 ot 05.09.2022 o

5 HoroBop Ha noctyn k ObC «Jlanb» mexay bamly u | C 01.10.2022
m3narenbcTBoM «Jlanby No 223-948 ot 05.09.2022 o 30.09.2023

6 JHorosop Ha noctyn Kk IbC «Jlaup» mexxay bamly u | C 01.10.2022
m3narenbetBoM «Jlanby No 223-949 ot 05.09.2022 o 30.09.2023

7 Cornamenue o corpyauudectse Mmexay baml'y u u3- | C 01.10.2022
nmarenbcTBoM «JIaub» Ne 5 ot 05.09.2022 o 30.09.2023
OBC «9b baml'V», GeccpouHblil T0TOBOP MEXIY

8 baml'yV u OO0 «OtkpbIThie OMOIMOTEUHBIE CHCTE- | OECCPOUHBII
MbD» Ne 095 ot 01.09.2014 1.
JloroBop Ha AOCTYI K 3JEKTPOHHBIM U3JIaHUSIM B CO-

9 crase 0a3el maHHbIX «HAYUHAS DJIEKTPOHHAA | C 28.03 2023
BUBJIMOTEKA eLIBRARY.RU» mexny YVHuT u | no 31.12.2023
00O HDb Ne SU- 20179 /2023 ot 28.03.2023

10 Jorosop Ha B/ auccepraumit mexxny YYHuT u PI'b | C 11.08.2023
Ne 223-997 ot 11.07.2023 o 10.08.2024
HoroBop o noakioueHun k HOb u o nmpenocrasie-

1 Huu aoctyna k oorekraM HOb mexny baml'y B mune | C 11.06.2019
mupektopa C®  bamly ¢ ®IBY «PI'b» Ne | mo 10.06.2024

101/HOB/1438-I1 ot 11.06.2019




IMPUJIOKEHUE 1

OEJEPAJIBHOI'O I'OCYAPCTBEHHOI'O BIO/DKETHOI'O OBPA3OBATEJIBHOI'O VY-
PEXZEHIMA BBICIHEI'O OBPA3OBAHUA
«YOUMCKUN YHUBEPCUTET HAVKH U TEXHOJIOT UI»
CTEPJINTAMAKCKHI ®UJIHAJ

Komnemx

KanenaapHo-reMaTuyeckuii njiax

10 JUCUUIUINHE OI1.04 /lokymenmayuonnoe obecneyenue ynpasieHus
CHEIUATBbHOCTh
38.02.06 QDunancol
KOJT HAaMMEHOBAHHE CTICIIMAIIBHOCTH
Keanugpuxkayus
DUHAHCUCT

Pa3paboTtunk (cocTaBUTEND)
Ilpenooasamens

T'anuxaeea JI.A.

yueHasl CTeleHb, y4eHOE 3BaHHe,
kareropusi, ®.1.0.

Crepaurtamak 2023
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No Kon- | Kanennapusie
. /;1 HaumeHnoBaHnue pa3zienoB u TeM BO CPOKHU U3yue- Bup 3ansaTus JloMaiiiHee 3ajaHue
JacoB Hu (TU1aH)
Pazgen 1. lokyMeHTHpOBaHMe yIIPaBJIeHYECKOMH esiTeJIbHOCTH
1. | Beenenue. [lonstue, nenu, 3agauu u
A » LI, 347 2 SIHBaph Jlexuus IToBTOPUTH KOHCHIEKT
IPUHIMIIBI JeI0NPON3BOICTBA
2. | Knaccudukanus 1okyMeHTOB. YHU- CocTaBUTb CXEMy
¢duKanys 1 cTaHJAPTH3ALUS TOKY- 2 SHBapb Jlexums «Knaccudukanuu
MEHTOB JIOKYMEHTOB»
3. CocTaBuTh TaOIUILY
PexkBU3UTHI TOKYyMEHTOB U 00IIKE
2 SHBapb Jlexums «PeKkBH3UTHI HOKY-
npaBuiIa uX 0POPMIICHHS
MEHTOBY
4. CocrtaButh TabIMILL
VYuauduuuposannas cucrema OPJI. Y
IIpaktuueckoe | «OpraHu3aluOHHO-
OdopmiieHrE OCHOBHBIX  BHIIOB 2 STHBapPb
3aHsATHE NPaBOBBIE TIOKYMEH-
pacnopsauTeNIbHBIX JOKYMEHTOB ThDy
5. | IlpaBmia odopMIIeHHsT OCHOBHBIX
IIpakTHueckoe
BuzoB P/l ¢ ucnons3oBanuem HH- 2 SHBapb AT BrimonuuTs 3aganue
(hopMalMOHHBIX TEXHOJIOTHH
6. | [IpaBuna oopmueHus cripaBOIHO-
UHGOPMALMOHHBIX JOKYMEHTOB C [IpakTuueckoe
(bopman HOKY 2 (heBpaib p BrimonauTs 3a1anne
HCIOJIb30BaHUEM HH(OPMAITUOH- 3aHATHE
HBIX TEXHOJIOTUH
7. JlaboparopHas
CocraBieHue ciry>keOHOTO THChMa 2 (eBpainb pabota BrinonuuTs 3ananue
8. | KonrponpHas padora Ne 1 2 (berpanb
Pazpnen 2. Opranu3anmsi ¥ TEXHOJIOTHs pad0Thl ¢ JOKYMEHTAMU
9. | Cucrema u TUIIOBask TEXHOJIOTUSI
JOKYMEHTAIMOHHOTO o0ecreye- 2 ¢eBpaipb Jlexus IToBTOPUTH KOHCHEKT
HUS YIIPABJICHUS
10. | Ilpuem u mepBuuHas 0OpaboTKa
JIOKYMEHTOB. TexHO0JI0rus peru-
Y p 2 (heBpaib Jlexrus [ToBTOPUTH KOHCIIEKT
CTpalliy U KOHTPOJIS UCIIOJIHE-
HUS JIOKYMEHTOB
11. | TexHONOrMM AaBTOMATU3UPOBAHHOMN IIpakTrHueckoe
2 MapT IToBTOPUTH KOHCEKT
00pabOTKH JIOKYMEHTAIUH 3aHATHE
12. | Homenknarypa nen. Iloaroroska u
ypan A 2 MapT Jlexuus IToBTOPUTH KOHCHIEKT
nepeiaya Jiell Ha XpaHeHHe B apXuB
13. | Buabl OprreXHUKU U CIIOCOOBI €¢
2 MapT Jlexuus IToBTOPUTH KOHCIEKT
ucnojibzoBanus B JIOY
14. | KoutpomsHas padora Ne 2 2 MapT
15. | Uroroas kKoHTpoJIbHAsI paboTa 2 MapT
Bcero yacos 30
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MNPUJITOKEHMUE 2

OEJIEPAJIBHOI'O 'OCYAAPCTBEHHOI'O BIO/DKETHOI'O OBPA30OBATEJIBHOI'O VY-
PEXIEHMA BBICIHEI'O OBPA3OBAHUA
«YOUMCKUN YHUBEPCUTET HAVKH U TEXHOJIOT Uy
CTEPJINTAMAKCKHI ®UIIAAII

Komnemx

DoH/1 OIIECHOYHBIX CPEJICTB

10 JUCLUIUINHE OI1.04 /lokymenmayuonnoe obecneuenue ynpagieHus

Obwenpogeccuonanvhuvlii YUK, 00A3amenbHan 4acmo
[UKJI JUCHUTUTMHBI U €r0 4acTh (00s3aTebHas, BApUATHBHAS)

CHEIHAbHOCTD
38.02.06 Dunancol
KOJ HAaUMEHOBAHUE CHEIMAIbHOCTH
Keanuguxkayus
DUHAHCUCT
Pa3paboTtunk (cocTaBUTEND)
Ilpenooasamens
Tanukaega JI.A.
yueHasi CTeTeHb, YU€HOE 3BaHue,
kareropusi, ®.1.0.
Crepauramak 2023
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I MacnopT (poHI0B OLIEHOYHBIX CPEICTB
1. Ob01acTh NpUMeEHeHUs!
®onj oueHouHbIX cpeacTB (OOC) mpenHazHaueH ISl MPOBEPKH PE3YIbTATOB OCBOCHUS
JUCUHUIIMHBI, BXOJSIIEH B COCTaB MPOrpamMMbl MOJATOTOBKH CHEIUAIMCTOB CPEIHEro 3BEHA IO
cnenuanbHocT  Pabora oOyvarommxcsi BO B3aUMOJICHCTBUM ¢ mpenogaBaTeneM 30 yacos, Ha ca-
MOCTOSITENIbHYIO paboTy 2 yaca.
2. O0BbeKThI OLCHUBAHUS — Pe3YJIbTATHI 0CBOCHUS M CUMIINHBI
®OC 1no3BOJIAET OIEHUTH CIEAYIOIINE PE3yabTaThl OCBOCHUS JUCHUIUIMHBI B COOTBETCT-
Bun ¢ ®I'OC cneumanbroct 38.02.06 duHaHCH U paboyeil mporpaMMoN AUCIUIUTHHBI JIOKY-
MEHTAIIMOHHOE 00ECIIeYCHIE YIIPaBICHUS:
YMEHHS:
— oopMIIATH TOKYMEHTAIMIO B COOTBETCTBUU C HOPMAaTUBHOM 0a30i, B TOM YHCIIE C UCIIOJIb-
30BaHHEM WH(OPMAIMOHHBIX TEXHOIOTHIA,
— UCHOJb30BaTh YHU(ULIHUPOBAHHBIE POPMBI JOKYMEHTOB;
— 0CBaMBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON 00pabOTKH IOKYMEHTAIUU;
— OCYIIECTBIISITh XpaHEHHUE U MOUCK TIOKYMEHTOB;
— UCHOJB30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B SJIEKTPOHHOM JJOKYMEHTO000pOTE
3HAHUSL:
— TIOHATHUE, LU, 3a7a491 U IPUHIUIIBI IeTTOTIPOU3BOJICTBA;
— OCHOBHBIE MMOHATHS TIOKYMEHTALMOHHOTO 00eCIeYeHHsl YIIpaBICHUS;
— CHCTEMBbI JOKYMEHTAIIMOHHOTO 00ecTeueHHs YIPaBICHUS;
—  KJIaccH(PUKAIUIO JOKYMEHTOB;
— TpeOoBaHMs K COCTaBICHUIO U 0OPMIICHHUIO IOKYMEHTOB;
— OpraHM3allyio JOKyMEHTO000poTa: mpueM, 00paboTKy, perucTpaiuio, KOHTPOIb, XpaHEHHE
JTOKYMEHTOB, HOMEHKJIATYpy Ael

BelenepeuncienHble yMeHUs, 3HaHUsI HalpaBiieHbl Ha (OPMHUPOBAHUE Y O0YyUarOIIUXCS

CIIEYIOINX O0IHX U NMPodecCHOHATBHBIX KOMIIeTeH I :
O6mme komnerennuu (OK):

Komnerenuuu oOyuatoierocsi, popmMupyemble B pe3ysibTaTe OCBOCHHS TUCIUILIMHBL (MO-
nynsi) cornacHo [TIICC3:
OK 01.BpiOupars crioco0bl perieHust 3a1ad npohecCuoHaIbHON AeSITENbHOCTH TPUMEHUTEIBHO
K pa3JIM4HbIM KOHTEKCTaM;
OK 02.Ocy1iecTBasTh NOUCK, aHAIU3 U MHTEPIpPETALU0 HHpOpMaluy, HEOOXOJUMON ISl BbI-
MOJIHEHUs 3a7a4 NPo(eCcCHOHANBHON JesITeNbHOCTH;
OK 04.PaboraTh B KOJUIEKTHBE U KOMaHJie, 3 PEeKTUBHO B3aMMOJEICTBOBATH C KOJUIETaMHU, PY-
KOBOJICTBOM, KIIMEHTAMU;
IIpogeccnonanbubie komnerenuuu (I1K):
I1K 1.3.0cymiecTBiasATh KOHTPOJIb 32 COBEPLICHUEM OIepaluil Co CpecTBaMU OOKETOB O10/-
’keTHOM cuctemsl Poccniickoit denepanuu;
I1IK 1.4.CocTaBnsTh MIaHOBBIE JOKYMEHTBI FOCYIAPCTBEHHBIX U MYHULUNAIBHBIX YYPEKICHUI
1 000CHOBAHUSA K HHM;
1K 2.2.00ecneunBaTh CBOEBPEMEHHOE M MOJHOE BBIOJHEHHE 0053aTeNbCTB MO yIUIaTe HaJo-
roB, COOPOB M JIPYyruX 00s13aTEIBHBIX TUIATEXKEH B OFO/HKETH OFOKETHON cHCTeMbl Poccuiickoi
denepaunu;
[1K 3.4.00ecneunBarh ocyiecTBiIeHHE (PMHAHCOBBIX B3aMMOOTHOUIEHUM C OpraHU3alusIiMu, Op-
raHamMH rocylapCTBEHHOM BJIACTH U MECTHOTO CaMOYIIPABIICHUS;
IIK 3.5.006ecneunBarh (PMHAHCOBO-IKOHOMUYECKOE COMPOBOXKICHUE ACATEIHHOCTH IO OCYIIE-
CTBJICHHIO 3aKYIOK JUIsl KOPIIOPATUBHBIX HYXI.
[1K 4.1.Pa3pabaThiBaTh IUIaH U IpOrpaMMy MPOBEACHHS] KOHTPOJIbHBIX MEPONPUITUH, 0(OpM-
JSITHh Pe3yNbTaThl IPOBEIEHHBIX KOHTPOJIBHBIX MEPOIIPUATHH, BbIpaOaThIBaTh PEKOMEHIAIMH 110
YCTPaHEHUIO HEJOCTAaTKOB U PUCKOB, OLIEHUBATh 3P PEKTUBHOCTh KOHTPOIBHBIX MPOLIETYP;
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[IK 6.1.00ecrmieuenne 3aKkymok JUisi TOCYJApPCTBEHHBIX, MYHHIIMIAIBHBIX M KOPIOPATUBHBIX
HYXK]

3 ®opMBbI KOHTPOJISl M OLIEHKHU Pe3yJIbTATOB 0CBOCHHS THCHMIJIHHBI

KoHTposb 1 OLleHKa pe3ysIbTaTOB OCBOCHMS — 3TO BBISABIEHUE, U3MEPEHUE U OLIEHUBAHHE
3HaHUH, yMEHUN U (HOPMUPYIOMIUXCS OOUIMX M MPO(ECCHOHATBHBIX KOMIIETEHIIUH B paMKax OC-
BOCHUS AUCLUIIUHBIL.

B cooTtBercTBUM ¢ y4eOHBIM TuTaHOM crieruanbHOCcTH 38.02.06 duHaHCh, paboyeit mpo-
rpaMMoOil AMCUUIUIMHBI JIOKYMEHTAllMOHHOE OOecleYeHne YIpaBICHUs MPEeayCcMaTpUBAETCs Te-
KYLIUH U IPOMEKYTOYHBIM KOHTPOJIb PE3yJIbTaTOB OCBOCHMUS.

3.1 ®opMBbI TeKylIero KOHTPOJIS

Texymuii KOHTPOJIb YCIIEBAEMOCTH MPEACTaBISET COOOW MPOBEPKY YCBOCHUS Y4eOHOTO
MaTepHaia, peryasipHO OCYIIECTBISIEMYIO Ha IPOTSDKEHUH Kypca 00ydeHHUS.

Texyiuit KOHTPOJIb PE3yIBTATOB OCBOCHUS AUCIMILTUHBI B COOTBETCTBUH C pabouei npo-
rpaMMOIl M KaJeHJapHO-TEMATUYECKUM IIJIAHOM IPOUCXOJUT MPU UCIOIb30BAHUU CIIETYIOIIUX
00s13aTeIbHBIX (HOPM KOHTPOJIS:

— BBINOJHEHUE U 3aIUTa IPAKTUYECKUX padoT,
— TPOBEpKa BHITIOJIHEHUSI CAMOCTOSTEILHON paOOTHI CTY/ICHTOB,
— IPOBEpKa BBINOJIHEHUS KOHTPOJIbHBIX padoT.

Bo Bpemst mpoBeneHus yuyeOHBIX 3aHATHI JIOMOIHUTEIBHO HCIIOJIB3YIOTCS CIEIYIOIINE
(bOpMBI TEKYIIET0 KOHTPOJISI — YCTHBIN OMPOC, TECTUPOBAHKE 110 TEMaM OT/ICIbHBIX 3aHITHIA.

BoinosiHeHHe M 3a1IIMTA MPAKTHYECKHUX M jJadopaTopHbIX padort. [IpakTrueckue pado-
ThI IIPOBOJISTCS C LENbI0 YCBOCHUSI U 3aKPEIUICHUS MPAKTUYECKUX YMEHUN M 3HAHWA, OBIAICHUS
npodeCCHOHATBLHBIMI KOMITETCHIIUAMHU. B X07ie MpakTHUecKoil paboThl CTYJACHTHI MPUOOPETAIOT
YMEHHs], MPEIyCMOTPEHHBIE paboyeil mporpaMMoi AUCHUIIIIMHBI, YY4ATCS COCTABMIATH JTOKYMEHTHI,
AQHAIN3UPOBATH MOJIYYEHHbIE PE3YJIbTAThI U JIEJIaTh BBIBOJIbI, OIUPAsACh HA TEOPETUYECKUE 3HAHUS.

Crucok mpakTHYECKUX U 1ab0paTopHbIX paboT:

[Tpaktuyeckas padora Ne 1. OpopmiieHrEe OCHOBHBIX BUJIOB PACIIOPSAUTENBHBIX TOKYMEHTOB
[TpakTuueckas pabota Ne 2. [IpaBuia opopmienus ocHoBHbIX BuoB OPJ[ ¢ ucrnonbp3oBaHreM
MH(POPMALMOHHBIX TEXHOJIOTUN

Jlaboparopnas pabota. OdopmiieHue ciykeOHbIX MHCEM

[Tpaktuueckas padota Ne 3. TexHom0rHu aBTOMaTU3UPOBAHHON 00PAaOOTKHU TOKYMEHTAIIUH.

Copep:xaHue, 3Tanbl NPOBEIECHUS U KPUTEPUH OLIEHWBAHUS MPAKTUYECKUX padboT mpen-
CTaBJIEHBI B METOJIMYECKUX YKA3aHUSAX MO MPOBEICHUIO MPAKTUUECKUX paloT.

IIpoBepka BBINOJIHEHUSI CAMOCTOSITeNIbHONH padoThl. CamocTosATenbHas paboTa Ha-
IIpaBJIEHAa HA CaMOCTOSITEIbHOE OCBOEHHUE U 3aKpEeIUICHHE 00YyJarolMMUCS MPAKTUYECKUX yMe-
HUH 1 3HaHW, OBNIa/ieHUe MPO(EeCCHOHATBHBIMU KOMITETEHIIUSMHU.

CaMocrosiTenbHasl MOATOTOBKA OOyYaroIIMXCs MO JUCUUIUIMHE MPENIoJiaraeT Cilenyro-
mye BUAbI U (POPMBI PaOOTHI:

—  OdopmiieHre 0OTYETOB MO MPAKTHIECKUM paboTaM, U TOJITOTOBKA K WX 3alUTE.

IIpoBepka BbINOJHEHUs] KOHTPOJILHBIX padot. KoHTpoabHas paboTa mpoBOIUTCA C 1ie-
JIBIO KOHTPOJIA YCBOCHHBIX yMeHI/II\/’I ¥ 3HAHWUHN " MOCICAYIOUIETO aHAJIM3a THUIIWUYHBIX OIINOOK U
3aTpyAHEHUN O0O0ydYaroluxcs B KOHIIE M3Y4YeHHS TeMbl WM paszzaena. CorjacHO KaleHAapHO-
TEMATUYCCKOMY IINIaHY AUCHUILIMHBI IPEAYCMOTPEHO MPOBCACHUC CIICAYIOIINX KOHTPOJIBHBIX pa-
60T:
— Kontponbnas pa6ora Ne 1 no paszneny «JloKyMEHTHpPOBAaHUE YIPABIEHUYECKOU AESTENbHO-
CTH»
— Kontponbhas pabota Ne 2 no pazneny «OpraHusanus U TEXHOJIOTUS pabOThI ¢ TOKyMEHTa-
MU
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CBogHas TaldiMua mo npuMeHsieMbIM (opmam u

OlIeHKH pPe3yJIbTATOB 00y4eHus!

MeETOAaM TEKYHLICTr0 KOHTPOJHA H

PesynbTarhl 00yueHus
(oCBOCHHBIE YMEHMS, YCBOCHHbIE 3HAHMSA)

@opMBI U METOAbI KOHTPOJIS 1
OLICHKHU Pe3yJIbTATOB 00y4eHHs

OcBoeHHbIE YMEHHS:

0oOpMIIATh JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMAaTUBHOW Oa-
30, B TOM YHCJIE C UCIOJh30BAaHHEM HH(DOPMAIMOHHBIX TEXHO-
JIOTH

BHIMIOJIHEHWE W 3aIlUTa MPaKTHYe-
cKuXx u nabopatopHbix padbot Ne 1, 2,
3

OCBaMBaTh TEXHOJOTHH aBTOMATH3MPOBAHHON 00pabOTKH JOKY-
MEHTAaLUU

BBINIOJTHEHHE M 3aIlUTa IpaKTHYe-
CKuX U nabopatopHbix padot Ne 3, 4

WCTONB30BaTh YHU(UIMPOBAHHBIE (POPMBI JOKYMEHTOB

BBITIOJTHCHWE M 3alllUTa MpaKTH4e-
CKHX | JJabopaTopHBIX padoT Ne 1, 2,
3

OCYIICCTBJIATH XPpAaHCHUC U ITOUCK NJOKYMCHTOB

YCTHLIﬁ OIMpoC BO BpPCMA 3aHATHA,
TCCTUPOBAHUC

UCIIONb30BaTh TENEKOMMYHUKAIIMOHHBIE TEXHOJOTHH B JIIEK-
TPOHHOM JOKYMEHTO000pOTE

YCTHBIN OIPOC BO BpeMs 3aHSTHS

YcBoeHHDBIE 3HAHUA:

MOHATHE, LICIINU, 3ala4i U ITPUHLIUIIBI ACJIOMPOU3BOJACTBA

YCTHBIA OIIPOC BO BPEMS 3aHATHI,
TECTUPOBAHUE

OCHOBHBIC ITOHATHA JOKYMEHTAalTUOHHOI'O obecrieucHUs Yy1ipaBJie-
HUA

YCTHBI OIPOC BO BpeMs 3aHATHS,
TECTHUpPOBaHUE

CHUCTCMbI JOKYMCHTALIMOHHOT'O 06CCHC‘ICHI/I$1 YIIPpABJICHUA,
KJ1acCU(UKAIHIO JOKYMEHTOB

YCTHBIA OIIPOC BO BPEMS 3aHATHI,
TECTUPOBaHUE

TpeOOBaHMS K COCTABIEHUIO ¥ O()OPMIICHUIO JOKYMEHTOB

BBINIOJIHEHHE M 3aIlUTa IpaKTHYe-
CKHX U JabopaTopHbIX padotr Ne 1, 2,
3

OpraHu3alMio TOKyMEHTO000pOTa: TpHemMa, 00paboTKy, PEerucT-
palHio, KOHTPOJTb, XPAHEHUE IOKYMEHTOB, HOMEHKJIATYPY JIeJT

BBIIIOJTHEHWE W 3alUTa MpaKTH4e-
ckux pabot Ne 3

3.2 ®opMa NpoOMe:KyTOUYHOM aTTeCTANMHA

[IpomexyTouHas aTTecTalus MPOBOJUTCS B POpPME UTOTOBOI KOHTPOJIBLHOU PabOTHI.

OOyuaromyecs: JOMYCKalOTCS K MTOrOBOM KOHTPOJBHOM paboTe MpH BBITOJHEHHH BCEX
BUJIOB CAMOCTOSITEJIbHON pabOThl, IPAKTUUECKUX U KOHTPOJBHBIX paboT, MPELyCMOTPEHHBIX pa-
60uyelt mporpaMMoii U KaleHIapHO-TEMAaTHYECKUM TJIAHOM JIHUCIUTITUHBI.

HtoroBas koHTposibHAs paboTa MPOBOAUTCS 3a CUET BPEMEHU OTBEJIECHHOTO Ha M3y4eHUE
JUCUUIUTMHBL [TpH ycI0oBUM CBOEBPEMEHHOTO U KaYECTBEHHOI'O BBIMOJIHEHHS 00YJaroLMMCs BCeX
BUJIOB paboT, MPeAyCMOTPEHHBIX paboueli MporpaMMoOn JUCIUILINHEL.

Bonpocskl 1J151 IOATOTOBKH K HTOTOBOW KOHTPOJIbHOM padoTe
no AucuumInHe «JokymeHTannoHHoe odecrneyeHne ynpaBJieHUsD)

Knaccugukarus 10KkyMeHTOB
YHubukanys u cranaapTu3anus J10KyMEHTOB

bnanku HAOKYMCHTOB

OpranuzanvoHHO-IIPABOBbIE TOKYMEHTHI
PacniopsiaurenbHble TOKYMEHTHI

WA E LN
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10. HupOopManMOHHO-CIIPABOYHBIE TOKYMEHTHI

11.  Odopmienue cnyxeOHBIX THCEM

12.  Cucrtema u TUIIOBAsI TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS YIIPABICHUS
13. IIpuem u nepBuuHas 06paboTKa TOKYMEHTOB.

14.  TexHoysOrus perucTpalu UCIOJIHEHUS TOKYMEHTOB

15. TexHoysOrUss KOHTPOJISL UCIIOJIHEHUS JIOKYMEHTOB

16. Tlopsaok UCIIONHEHUS BXOISAIINX, UICXOASIINX U BHYTPEHHUX JTOKYMEHTOB
17. Homenknarypa nedn.

18. Tekylee U onepaTuBHOE XpaHEHUE JETT

19. DkcnepTu3a HEHHOCTH I0KYMEHTOB

20. IloaroroBka u nepenaya Jeia Ha XpaHEHUE B apXUB

4 Cucrema oueHuBanusi komiiekta ®OC Tekylero KOHTpPoJsi U1 (pOpPM NMPOMEKYTOUHOM
arrecTaluu

IIpu oueHUBaHUM MPAKTUYECKOM, 1a00PaTOPHOM U caMOCTOATENbHON paboThl CTY/EHTA,
a TaK)K€ UTOTOBOW KOHTPOJIBHOM pabOThl YUUTBHIBAETCS CIIEIYIOIEE:

- KQYeCTBO BBIIIOJHEHUS IPAKTUYECKOH yacTu paboThl;

- KayecTBO 0(OpMIICHUS OTYETA 110 paboTe;

- KQYeCTBO YCTHBIX OTBETOB HA KOHTPOJIbHbIE BOIPOCHI ITPH 3aLIUTE PAOOTHI.

Kaxnpiii BU paOOTHI OIIEHUBACTCSI 110 TIATH OATBHOM IIKaJIe.

«5» (OTIMYHO) — 3a NIYOOKOE M IOJHOE OBJIJICHUE COJIepKAHUEM yueOHOro mMaTtepuaia,
B KOTOPOM OOyYaromuicsi CBOOOTHO U YBEPEHHO OPUEHTHPYETCS; 32 YMEHUE MPAKTUIECKU MPH-
MEHSTh TEOPETUYECKHUE 3HAHMS, BBICKA3bIBaTh U OOOCHOBBIBaThH CBOM CyxaeHUs. OueHka «5»
(0TNIMYHO) IpeoiaraeT rpaMOTHOE U JIOTHYHOE U3JI0’)KEHUE OTBETA.

«4» (xopouio) — ecnu 00y4aroLuiicsl MOJTHO OCBOMJI yueOHbII MaTepual, BiIajeeT Hayy-
HO-TIOHSATUIHBIM aIlllapaToM, OPUEHTUPYETCS B M3YYEHHOM MaTepuajie, OCO3HAaHHO IPUMEHSET
TEOpEeTUYECKHE 3HaHUS Ha IPAKTHUKE, IPAaMOTHO M3JIaraeT OTBET, HO CoJepKaHue U popma OTBe-
Ta UMEIOT OT/EJIbHbIE HETOUHOCTH.

«3» (yIOBIETBOPUTEIBHO) — €CIM O0ydarouuiicss oOHapyKUBaeT 3HAHUE U ITOHUMaHUE
OCHOBHBIX IIOJIOKEHUI yueOHOro Marepuasa, HO M3JIaraeT €ro HEIOJIHO, HENOCJIE10BaTeNbHO,
JIOIYCKAaeT HETOYHOCTH, B IPUMEHEHHUU TEOPETUYECKMX 3HAHUM IIPU OTBETE Ha IPAKTHUKO-
OpPUEHTHPOBAaHHBIE BOIIPOCH]; HE YMEET JI0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKICHUSI.

«2» (HeyIOBIIETBOPUTEIBHO) — €CJIM O0YyYaroIUiCs UMeeT pa3po3HEeHHbIe, OeccucTeM-
HbI€ 3HAHUS, JOMYCKaeT OMMOKHU B ONpENelIeHUH 0a30BbIX NMOHSTHUN, UCKAKAET UX CMBICI; HE
MOJKET IIPAKTUYECKH TPUMEHATH TEOPETUUECKHUE 3HAHMS.

Tect ouenuBaercs no naTu OagbHOW IIKaJe CIEAYIOUIMM 00pa3oM: CTOMMOCThH Ka)KJ0To
Bornpoca 1 6ami. 3a npaBUJIbHBIN OTBET CTYAEHT noiydaeT 1 6ami. 3a HeBepHBI OTBET WJIU €ro
OTCYTCTBHE Oalibl HE HAUUCIISIOTCS.

Onenka «5» coorBercTBYyeT 86% — 100% npaBUIIBHBIX OTBETOB.

Onenka «4» coorBetcTBYeT 73% — 85% NpaBUIBHBIX OTBETOB.

Onenka «3» coorBeTcTBYET 53% — 72% NpaBUIBHBIX OTBETOB.

Onenka «2» coorBercTByeT 0% — 52% NpaBUIIBHBIX OTBETOB.

Tabnuia oreHruBaeTcst Mo MATH 0aTBHOM MIKaJIe CISAYIOIUM 00pa3oM:

«5» (OTIAMYHO) — BHITIOJHEHBI BCE TPEOOBAHUS MO COCTABICHHUIO TAOJIUIIBI: TOTUYECKH I0-
CJIEZIOBATENILHO M3JI0KEH BECh HEOOXOIMMBIN MaTepHall; MPHCYTCTBYET JIOTHYECKasi MOCIIeI0Ba-
TETBHOCTh B CYXACHUAX; OPOPMIICHO SCTETHYHO U aKKypaTHO; MPUCYTCTBYET JIOTUYECKU BEPHBIIA
BBIBOJI.

«4» (XOpoI110) — OCHOBHBIE TPeOOBaHUS K TaOJIHIIE BBHITIOJHEHBI, HO TIPU ATOM JOMYIIEHBI
HeI[O'-IéTI)I, B YaCTHOCTH, UMCIOTCA HETOYHOCTH B HU3JIOKCHUU MATCpHaia, UMCIOTCA YIIYIICHHA B
0(OPMIIEHUH; OTCYTCTBYET JIOTHUECKH BEPHBIN BHIBO/I.

«3» (yIOBJIETBOPUTEIHLHO) — HMEIOTCS CYIIECTBEHHBIC OTCTYIUICHHUS OT TeMbI TaOJIHIIBI, B
YaCTHOCTH, TeMa OCBEIIeHa YAaCTUYHO; JAOMYIIEHBI (pakTHUecKue OMMUOKU B COJIEPKaHUU; OTCYT-
CTBYCT JIOTUYCCKaAs MOCICA0BATCIbHOCTD B CYXKACHUAX,; OTCYTCTBYET BbIBO/.

«2» (HeYHOBIETBOPUTENIHHO) — TAONMIIa HE 3aBepIleHa, OOHAPYKUBAETCS CYIIECTBEHHOE
HCIIOHMMAHUEC €€ TCMHEI.
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Cxema OlleHUBaeTCs 10 MATH 0aTbHON MIKAIE CIeAYIONIIM 00pa3oM:

«5» (OTJINYHO) — BBIMOJIHEHBI BCE TPEOOBAHUS IO COCTABJIEHUIO CXEMBI: JIOTUYECKH MOCIIe-
JIOBATEILHO M3JI0KEH BECh HEOOXOIAMMBIA MaTepUaT;, MPUCYTCTBYET JOTHYECKast MMOCIIeI0BATEb-
HOCTb [TIOCTPOCHUHU AJIEMEHTOB; O()OPMIIEHO SCTETHYHO U aKKYpaTHO.

«4» (XOpoI110) — OCHOBHBIE TPEOOBAHUS K CXEME BBIIIOJIHEHBI, HO IIPU ATOM JOIYIICHbI HE-
JO4Y€THI, B YACTHOCTH, MUMEIOTCS HETOYHOCTHU B M3JIOKEHUM MaTepuaja; UMEIOTCS YIYIIEHUs B
oopmIeHHH.

«3» (yIOBJIETBOPUTEILHO) — UMEIOTCS CYIIECTBEHHbIE OTCTYIJICHHS OT TEMBI CXEMBI, B Ya-
CTHOCTH, TEMa OCBELIEHA YaCTHUYHO; OTCYTCTBYET JIOTMUYECKasl IOCJIEI0BATENbHOCTD TIOCTPOCHUU
3JIEMEHTOB; AOMYIIEHBI (PAKTHUECKHUE OIHUOKU B COJIEPKAHUU DJIEMEHTOB CXEMBI.

«2» (HeYIOBIETBOPUTEIIBHO) — CXEMa HE 3aBepIlIeHa, 0OHAPYKUBACTCS CYIIECTBEHHOE He-
MOHMMAaHUE €€ TEMBI.
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IIpakTuyeckas padora Ne 1. OdopmiieHne 0CHOBHBIX BUI0B
pacnopsiiNTebHbIX TOKYMEHTOB

ens padoter: u3yunth Ha [OCT P 7.0.97-2016 "Cucrema crangaptoB 1o uHdopmaruu, 6uo-
JTUOTEYHOMY M M3JIaTebcKoMy Jieny. OpraHu3ainoHHO-pacopsANTEIbHAs TOKYMECHTAIIUS.
TpeboBanust K 0POPMIICHUIO TOKYMEHTOB".

OcHaleHnue 3aHATHSA
1. TexcThl 3a1aHUM.
2. OO0pa3siibl TOKYMEHTOB.
3. Terpanp Ay MPaKTUIECKUX PaOOT.

3ananme 1
Ucnons3ys 3ananue 1 coctaButh npuka3z Ne 65k or 05.03.20 «O mpenocraBieHUH yye-
HUYECKOT0 OTIHycKa» A kaccupa 3asoga M.IL MBanosoii ¢ 06.03.20 r. mo 18.03.20 r.
MPOJOJKUTEIIBHOCTRIO 13 KalleHIapHbIX JTHEM Ha OCHOBAaHMM CIpaBKU-BbI3oBa Ne 5655 ot
01.03.20__ r. mimuHoro 3asaBieHus kaccupa M.II. IBanoBoOi.
[IpoctraBuTh BH3y coriiacoBaHusi HadaibHUKa oTAena kaapoB O.A. CepreeBoid U OTMETKY 00
O3HaKOMJIeHUH ¢ npuka3zom M.I1.MBaHOBOM.

Ipriosenne 2

OBPAJEL ITIPHEAIA IO THYHOMY COCTABY

QAQ wllyws
TIPHEAZ
10.03.2009 MNaGR

O mpreme HA padoTy

IMTPHE ASBIBARD:

IMpereare C M. PasTHHy Ha ZToI#HOCTE LIABHOT0 OyxraaTepamexa Nel ¢
05032009 ¢ ommagom 10000 (gecare TeicAY) pyOaeHl B MECA COTIACHO

SARTHYEHHOMY TPYA0EOMY KOHTPAETY.

Ocaogamue: Tpygosofi mogTrpasT Ne20 0z 03032009

I eHepaTeHED AHpeETOD 0.B.Cugopoe
3aMeCTHTEIE JHPeETOp A TI0 KEaApan C M.Tlasaosa
HpncroHcyIeT C K.Hraatees
C mpmeason osHarosteda 10.03.2009 C M. Pasmrrasa
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3ananme 2. CocTaBUTh NMPUKA3 MO OCHOBHOM JEATEIHLHOCTH.
B Hay4Ho-npon3BOACTBEHHOTO OOBbEIUHEHHE «Arpornpudop» mnoctynuio PacmopspkeHue
Munuctpa ot 28.02.2018 Ne 115 «OO0 ycwieHHH OXpaHbl B TIEPHUOJ MPA3THUYHBIX THEH.
B cBs3u ¢ atum aupexrop HITO «Arpompubop» (r. Mocksa) I'ankun M.JI. wuznpan
npukaz Ne 245 ot 06.03.2018 r.
B pacnopsauTenbHOM YacTu MpuKasa JOJDKHBI ObITh 3 MyHKTA:
1. OO6 opranmu3anuu yOOpKH TeppuTOpuu oOBeauHEHUs 3aBenyomuM ckimagom O.H. Hu-
KUTHUHBIM.
2. O npoBepKe COCTOSHUS ANEKTPONPOBOAKH dJ1eKkTpukoM O.T.KapornoBbiM.
3. KoHTponb 3a HCHOJHEHHMEM BO3JIaracTcs Ha TIJIABHOTO WHXXKeHepa oobeanneHus I1.P.
Kapoga.

Kaxnapiii nyHkt paccmoTpeTh no cxeme «Komy?», «Uto HyxHO caenath?», «Jlo kakoro
cpoka?». Hanpumep, 3aBenyromemy ckiaagom O.H. HukuTtuHy OpraHu3oBaTh YOOPKY
Teppuropuu 10 07.03.2017 r.

[IpocTaBuTh BU3y INIaBHOTO MHKEHEPA.

[ToctaBuTh OTMETKY 00 HCIIOJNHHUTENE: TNpUKa3 cocTaBmia cekperapb CosroBbeBa M.M. Te-
nedon 302-34-56.

MAKET MIFHKAIATIO O GEOBHOE,IEHTE:JLHO CTH

Harnusmoeammte MurmeT2peTES
HOH E2I0MCTES

Harnusmosammts 0prassaem

IIPHEAS
00.00.0000 M=

WMecTo mwagarms

3aromoECE (BII&.T.B:DECD,IEP}KB.'EIE: ERIDECESHHOS 0 TTNAT ONEHEDL
CYMESCTENTENEHED E DD S0 0EHOM ITAJ252, HETHHISTCE Ip 0 0T0M w.. .>-j

TercT EOHCTATHPVIOMSH  9ACTH  OPHES:S. [ODHEOIATCE  DEETEL
OOCOVEHENNE OCHOBIHNSM ANS MIJSHHS NPHESSE. [OHCTATHDYIOMAS 9a0Th
MO®ST OTCYTCTEOESTE.

TTPHFASEIBAHD
PacmopaIMTeneHAT 92CTE ..

1. Monme: masneegoEamr: Jomeno ot HenomwTan: FLO. $aummus & gsTenemom
mageE: HOH HAMMEHOEIHHS CTPYETYPHOTO IOJPS3ISNSHHE — HE0OK0THMER
J2ICTENE, ERPAESHHER TNATOIOM E HS0OpaJsnsEHOR fopus, - ¢pok JsHoTEMS
{02z cnoEa wepows)

2. IHonmos mamgemosamwms gomeEoete O, $awvmnms mom erpyverypEO:
moJpazdensHME (SCOM B OVHETS HeCEONBED JSHCTEM, DASHERX IO XEDEETIPY,
To E&EI0S ERISNESTOR E IOIMYHET )

2.1 JeitcTER: H P 0E MO0 THSHHS

22Tome

1. IMocre et TVEET MOMEST IO ST 0 SHEVE 0 DAV IHD 0EEY:

HForTpone 32 Homo THEHHEM MPHES3E EOT0EHIE HE (CTPYETYDHD S
o Ipa3T2TSHNE MTH THII0, HE EOTOP 02 EO3TAT 28T EOHTD O Nk, HANMSHOELHHS
JOTEEEO CTH, (AMIITHS, HEMITHATE E ERHETEIEHOM T8T8EE).

Hamusrnoparms

J0MEEEOCTH PYEOED IMTSN H.0. Pavmaus

Eziu nsofxodums, Mo § SMOM MESTHS VRATLS I SUTH (553 £108a reuszas ),
HAHPUMSE

Tnaemegt ovxranrep H.O. $avmmus

Jata
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3aganue 3.
Odopmuts pacnopspkenue Ne 137 ot 10.01.20  rmaBHoro wuHxeHepa MoOCKOB-
CKOro craHkoctpoutenbHoro 3aBoaa «Texmam» JI.M. Connuea «O Ha3sHAYE€HUU OT-
BETCTBEHHBIX 32 BBITYCK Ha JIMHUIO aBTOMOOMJICH B TEXHUUYECKU UCTIPABHOM COCTOSTHHID)
B pacnopsiiurenbHON 9acTH MPHKa3a JOJDKHBI ObITh 3 MyHKTA!
1) OTBeTCTBEHHBIE 32 00CCIICUCHUE HCIIPABHOTO TEXHHUYECKOTO COCTOSIHHSI aBTOTPAHCIIOPTHBIX
cpeacts pabotHuku: Boautenb Bomomun K.E. 3a aBTromoOmias Volkswagen Passat
Ne A 555 XE u Bomutens MakcumoB M.B. 3a aBTomo6miis Toyota Celica Ne X 002 HK.
2) OTBETCTBEHHBIC 3a MMPOBEJACHUE T'OA0BOI0 TEXHUYSCKOTr0 OCMOTpa aBTOTPAHCIIOPTA CIICIHA-
aucT otnena obecrieueHus Ouaun I1./1.
3) KoHTpoib 3a UCIOJIHEHHEM PacHOPsKCHHS BO3JIOKHUTh Ha HaYaJbHUKA OT/Iea 00eCIeUCHHUS
Myxomoposa b.I1.

Cotpynuuko Bonoguna K.E., MakcumoBa M.B., ®ununa I1./]. Myxomoposa b.1I1. o3nHa-
KOMMUTb C PAaCIOPSIKEHHEM.

Obpaszen pacnopsukenns ¢ NPOAOALHLIM PACHOJOKCHHEM
PERBHINTOB
Hamsmcenosanine npeanpusris
PACHOPAXEHHE
00.00.0000 Ne
Yéa
3ArOOBOK K TCKCTY
¢ «O» W «oO»
Koncrarupyrouss wacrs
NPEJUIATAIO (OBA3BIBAIO)
1
.
Pyxosoamrens npeanpusrus
W DOAPALICACH I Twsnan noonucy H.O.Qavns
C pacniopaaciney OMaxoMICH i
Jloxxwocts Jhwwnas noonucs 1.0 . Qaviins Jara
Jloxxnocts Jwwax noonucs  H.O.Qavnans Jamn

IIpakTnueckas padora Ne 2. [Ipasuia opopminenns ocHoBHbIX BunioB OPJl ¢ ncnosnabs3oBaHneM
MH(OPMALIMOHHBIX TEXHOJIOTHI

ens paGoThl: MpHOOPECTH HABBIKK B cocTaBieHUH U oopmienuu pekBuzutoB OPJ], «'OCT P
7.0.97-2016. HanmonaneHslii crannapt Poccuiickoin @enepaunn. Cucrema cranaap-
TOB 10 MH(OpMaMH, OMOTMOTEYHOMY M HM3JaTelbcKoMy neny. OpraHu3zalioHHO-
pacriopsauTenbHas JOKyMeHTalus. TpeboBaHUs K 0pOPMIICHHUIO TOKYMEHTOBY

OcHanlenue 3aHATHSA

[S—

TexkcThI 3aaHuin.
OO6pa3ibl JOKYMEHTOB.
3. Terpanp ans mpakTUYECKUX PadoT.

D

Ilopsinok npoBeneHust 3aHATHS
3anucath B TETPaaH IS MPAKTUYECKUX pabOT TEMY U Liedb pabOTHI.
2. BbInoaHMUTH 337aHueE 2: B TETPAIH JUIS IPAKTUYECKUX paOOT COCTaBUTh MPUKA3 O OCHOBHOM

)
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JCATCIIBHOCTH.

3aganue 1.
OdopMuths TpHUKa3z MO OCHOBHOW JEATEILHOCTH HA OCHOBE IMPEJIOKEHHOTO MakKeTa MpuKasza
10 OCHOBHOM JESTEILHOCTH U CIEAYIOUINX JaHHBIX:
B coomeemcmeuu ¢ Pacnopsiocenuem Munucmpa om 04.03.20  Ne 115 «O6 ycune-
HUU NPOMUBONONCAPHOU 0OE30NACHOCMU U YCUNEeHUU OXPaubl 6 Nepuod npazoOHUdHbIX OHely
oupexmopom Hayuno-npouzsoocmeennoz2o obveounenus «Aeponpubopy 2. Mockevr M.J]. I'anku-
HuIM u3oan npuxaz Ne 245 om 06.03.20
B pacnopsoumenvnou wacmu evioenums 4 nynkma:
1. 06 opeanuzayuu yoopku meppumopuu 06beOuHeHUs.
2. O nposepke cocmosnus 31eKmponpo8ooKu
3. O npedocmasneHuu 6 cekpemapuam 2eHepalbHo20 OUPeKmopa CRUCKA COMPYOHUKOS,
npebdvlganue KOMOPLIX He0OXO0UMO HA meppumopuu 00veOUuHeHus 8 NpasOHuuHble OHU
4. Koumponv 3a ucnoimeHuem 6031a2aemcsi HA 21A8HO20 UHdceHepa obveounenus I11.P.
Kapoesa.
5. Kaowcowviti nynkm paccmompems no cxeme «Komy?», «4mo nysicno coenamwu?y, «/lo
Kako2o cpoka?y.
Hanpumep, k n.1 3asedyrowemy ckraoom O.H. Huxumuuy opeanuzosame yOOpKy meppumo-
puu 00 07.03.20 .
Ilpocmasumu 6u3y 2naeno2o undxicenepa.

3aganue 2.

Ogopmums pacnopsisicenue Ne 137 om 10.01.20 _ enasnozo umsicenepa Mockos-
cK020 cmaunkocmpoumenvuozo 3aeooa «Texmawy /M. Connyesa «O  Hasnauenuu om-
BEMCMBEHHBIX 3A 8bINYCK HA JTUHUIO ABMOMOOUIIE 8 MEeXHUYECKU UCNPABHOM COCTMOSHUUY

B pacnopsoumenvnou wacmu npukaza 00axcHul Obimov 3 nyHKmMa:

4) OmeemcmeenHvle 3a 0becneyeHue UCNPasHO20 MEXHUYEeCK020 COCMOSIHUSA A8MOMPAHCNOPHI-
HbIX cpeocme pabomuuku: eooumenv Bonooun K.E. 3a asmomobuns Volkswagen Passat
Ne A 555 XE u 6ooumensy Maxcumos M.B. 3a asmomodbune Toyota Celica Ne X 002 HK.

5) Omeemcmeennvle 3a npogedeHue 20008020 MEXHUYECKO20 OCMOMPA A8MOMPAHCNOPMa cne-
yuaaucm omoena obecneuenus Quaun I1.7].

6) Koumponv 3a ucnonnenuem pacnopsasjicenusi 803104Cums Ha HAYAIbHUKA omoena obecneye-
Hus Myxomopoea b.11.

Compyonuxos Bonoouna K.E., Maxcumosa M.B., Qununa I1./]. Myxomoposa B.11. o3ua-
KOMUMb C PACHOPAHCEHUEM.

3aganue 3.

CocTaBUTh Cly’)k€OHYIO 3allUCKYy OT TEKYyIIEW JaThl, HaNUCaHHYIO HAaYaJIbHUKOM IOpU-
mndeckoro K.H. KapumoBeiM, aapecoBannyro aupekrtopy npeanpuarus OAO "Cnaprak" Ceme-
HoBy K.P. K.H. KapumoB cooO1miaet, o TOM, YTO OTJEJT HE MOKET BBIIIOJTHUTH B CPOK 710 1 HOSOPs
TEKYILEro roja nepeoGpopmieHre J0roBOpoB COTPYAHUKOB MPEINPUATHS B CBA3U C NMPEKPAILCHU-
€M CpoKa AeicTBHs JuleH3un Ha nakeT nporpamm MS Office, mosToMy HEOOXOAMMO MPOUIUTH
JIMILIEH3UIO HA 3TH IPOIPaMMBI.

[Tpunosxxenue: cmeta pacxoqoB u3 1 cTp. B 3 3K3.

HaumeHnoBaHue CTpyKTypHOTO HaunmeHoBaHMe HOIKHOCTH agpecaTa
NoJipa3iesIeHus B natenbHoM nanexe @amunus 1.0.
CIIVXXEBHAA 3ATTMCKA

00.00.0000 Ne ...

MecTo u3ganus

21




3arooBOK K TEKCTY, B IIPEIJIOKHOM MaJEKe,
HaunHaeTcs npeiora O

MamMHONMCHBIA TEKCT JOKJIAJHOM 3alMCKH IeyYaTaroT depe3 1,5 mHTepBana, ¢ KpacHOU
CTPOKHU. TEeKCT 3aIMCKU COCTOMT M3 JBYX 4YacTEl: B IIEPBOM ONMUCBHIBACTCS CIIOKHBILASCS CUTYya-
111, BO BTOPOI M3NaraioTcs NpeiokKeH s, IpochObl, AeNaloTcsl KOHKpeTHbIe BhIBOABL. Eciu cBe-
JI€HUS], IPUBOAMMBIE B JIOKJIAJAHON 3alMCKE, OTHOCATCS K ONPEIECIIEHHON aTe WM OTPE3Ky Bpe-
MEHH, TO 3TO BpeMsl BKJIIOYAETCS B 3ar0JIOBOK. (Hanpumep, B céa3u ¢ usmenenuem npouzsoocm-
BEHHBIX MOWHOCMEL H08020 000PY008aHUs 8 nomeweHuu Ne . npouty Hanpasums cneyuaiu-
cma 0711 OaibHelue20 YCmpaneHust Henoadoox.)

OdopMIsIOT IPUIIOKEHNE, €CIIH OHO €CTh, ITOCJIE TEKCTA.
[Ipunoxenue: 1. Ha3Banue noxkymeHTa Ha ... JI. B ... 9K3.
2. Ha3BaHue 1OKyMEHTa Ha ... JI. B ... 9K3.

HanmeHoBaHue JOIKHOCTH JIUIIA, OJITUCH N.0.Oamunus
MOAMKUCABIIETO JOKYMEHT

KonTposabHbie Bonpockl
1. KaxoBbl TpeOOBaHUS K COJEPKAHUIO U 0(OPMIIEHHUIO ITPUKA30B IO OCHOBHOM JEATEIbHOCTU
Y TIPUKA30B 110 TUYHOMY COCTaBy?
KakoBbl TpeOOBaHUS K COAECPIKaHUIO U O(OPMIIEHHUIO CITY>KEOHBIX 3aIIMCOK?
KakoBsl hyHKIIMHM HHPOPMALTMOHHO-CITPABOYHBIX TOKYMEHTOB?
KakoBbI (hyHKIIMM OpraHU3alMOHHO-PACIIOPAAUTENbHBIX JOKYMEHTOB?
[lepeuncnure Buasl u HazHauenue UC/I.

AW

CocragiieHue ci1yke0HOIro NuCbMa
Jlaboparopnasi padora

[{enb paboThl: IPHOOPECTH HABBIKU B COCTABICHUH U OOPMIIEHUHU CITYKEOHBIX TUCEM.

I'maBHas 1nenp cinyxeGHOro nmuchbMa — MOOYIUTh K JeMCTBHIO, YOEIUTh, OKa3aTh, pa3bsic-
HUTb. DTO JOCTUTAETCS SICHOCTBIO, YUETKOCTBIO M KPATKOCTBHIO TekcTa. CoBa JOKHBI TOYHO OT-
paxatb cMmbIci. [IpuBoMBIe (aKThl TOIKHBI ObITH O0BEKTUBHBI, 0053aTEIbHO MPOBEPEHBI, LU ]-
pOBBIE JITaHHBIE - TOYHBI. TOH MUCbMa JIOJKEH OBITh HEHTpalbHBIM. B mpakTHke COBpEMEHHOTro
JIEJIONPOU3BO/ICTBA UCTIONB3YIOT CAEAYIOUINE (POPMBI U3JI0KEHUS TEKCTA B MHUChMaX:

- OT MEPBOTO JHIA MHOKECTBEHHOTO YHcia («IIPOCHM HAINPaBUTBY», «HAIPABIAEM
Ha PaCCMOTPEHUEY);

- OT IEPBOrO JINLA €IMHCTBEHHOT0O YHCIa («CUUTa0 HEOOXOIUMBIMY, IIPOILY BbI-
TEIUTHY);

- OT TPETHETO JIHIA €AUHCTBEHHOIO YHCIIa («YHUBEPCUTET HE BO3PAXKAETY).

Pexomenayercst u3beraTh B MUCbME KaTETOPUYECKUX BBIPAXKEHUI, YTO TOCTUTAETCSI BBOJI-
HBIMH CJIOBAaMU U KOHCTPYKLIMEN: MO-BUJUMOMY, IO-TIPEXKHEMY, KaK U3BECTHO, €CJIM BO3MOYKHO U
T.I. YBaXX€HUE K aJpecaTy MOMOTralT BBIPA3UTh J€elpHUUacTHbIE 000POTHI THUIA: «BHUMATEIBHO
paccmoTpeB Bamm npemoxenus...», «TmarensHo u3yuns Bamm 3ameuanus...». Hecmorps Ha
MHOro00pa3ue BOINPOCOB, OTPaXKaeMbIX B MUCbMaX, MpU OOOCHOBAHUU JIEHCTBUIN HCIIONb3yeTCS
OTpaHUYEHHBIA HaOOp HAYalbHBIX M 3aKJIIOUYHUTENIBHBIX CIOBOCOYETAaHWH M BblpakeHUil: «B mo-
psnke oOMeHa...», «B nopsake UCKIItOUeHHUs...», «B cBs3u... », «B coorBercTBUU...» UT.II. [Iprun-
HBI IPUHATHUS PELICHUH Takke GOPMYITUPYIOTCS C TIOMOIIBIO AEEPUYACTHBIX O0OPOTOB: «yUHUTHI-
Basl», «CUUTas», «IIPUHUMAsi BO BHMMAHHE», «paccMaTpUBas», «PYKOBOACTBYACH» HT.I. TekcT
IMChbMa Yallle BCET0 COCTOMT M3 BBOJHOM 4YacTH M OCHOBHOH. B BBOJHOI 4YacTH yKa3bIBarOTCS
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NPUYHHBI, BRI3BABIINE COCTABJICHHUE MUChMA, COMPOBOXKIAEMBIC CChUTKAMHU Ha (aKThl, JAaThI, 10-
KyMeHTBl. Bo BTOpOif yacTu nucbMa GOpMYyITUPYETCSl €r0 OCHOBHAS IIeNb (MPEIIOKEHHE, 0TKa3,
npocb0a, rapaHTHs U T.11.). {715t OONBIIMHCTBA JIEIIOBBIX IMUCEM XapaKTEepHA ITOBTOPSIEMOCTh OJTHUX
U TeX k€ 000POTOB, OCBOMB KOTOPHIE MOXHO COCTABUThH THUIIOBBIE TEKCTHI Pa3IMUHBIX MuceM. Ec-
JIM B 3ar0JIOBOYHOM YaCTH MMHChMa-OTBETA 3al0JHEH PeKBU3UT «CChUIKa HA HOMED U JIaTy BXOJIs-
HIeTO JIOKYMEHTa», TO HE CIEAYEeT MOBTOPSITH CCHUIKY HA JIOKYMEHT B TEKCTE MUChMa (3TO TUIOXOH
TOH).

3aganue
CocTaBuTh ciy:keOHOE TUCHMO Ha OJIaHKE MUChMA C YTIIOBBIM PACIIONIOKCHHUEM PEKBH3HU-
TOB Ha OCHOBAHHH JaHHBIX.

Bapuanrt 1

Hupextop 3AO0 «Csetou» IO.H.Tpudonor 21.09.2012 r. oTBETHI PYKOBOIUTENIO Tpe-
HuHropod komnanun «CtaptM» BacunbeeBy P.1O. r. TBeps, yin. ®aneeBa 12, 0 BO3MOKHOCTH
IIPOBEJICHUS TPEHUHTIA /ISl CEKPETapell PyKOBOAUTENEH CTPYKTYPHBIX NOJpa3AcIeHUN KOMIIaHUH.
Ucnonautenem B.T. Toponosoii (ten. 35 58 11) 6b110 odopmiieno nmucbmo 3a N 35/01-14, B xo-
TOPOM OTMEUYEHO, YTO OBLIIO PACCMOTPEHO MPEAJIOKEHUE 110 OpraHu3auu TpeHUHra « ¢ eKTuB-
Hasi KOMMYHUKaLMs» Ui CEKpeTapel pyKOBOAUTENEH CTPYKTYPHBIX MOJpa3esieHuil KOMIaHUH.
Tak ’xe coOOLIMIM, YTO aHAJIOTHYHBIM TPEHUHT OBLI MPOBENEH AJs CeKpeTapell KOMIaHHH B
2011r., mO3TOMY OpPTaHHU3AIUIO JAHHOTO MEPONPUITHS MTOCUUTAIHA HEIEIIECOO0Pa3HOM.

-

3aKpeITOe aKIHOHepHOe 00mecTeo «CBETOY»
170000, r. Teeps, Borxckan yiI., 14,

Ten. 355815, dakc 355816, E-mail: svetoch@intex.ru
OKIIO 03115207 OTPH 1154800218751

HMHH/KIIII 7700182510/772002001

HMupextop FO.H. TprabOHOE

Bapuanr 2.

Ucnonuutenem A. M. MansimeBoi (ten. (8512) 31-13-15) mo nopydyeHuro nupexkTopa
OAO «Causmx» II.XK.Ko3znmoa 28.06.2012 N 129/01-15 6bu1 oTnpaBieH OTBET Ha MUCHBMO Ha
N189/07-09 ot 21.05.12 renepansHomy naupekropy OAO «Crpoimuaep» A. Il. KyapseBy o
cTpouTenbecTBe OMOMMOTEKH. B mucbMe cooOmianock, 4To MpeANpHUsITHE COTJIACHO MPHUHATH yda-
CTHE B CTPOUTENBCTBE 37JaHMs OuOaroTeku 1o aapecy: . Kpacnoropcek, yi. ['opbkoro, 25, cTp. 2,
10CJI€ 3aKJIIOYEHHUs JOrOBOpa O COTPYIHUYECTBE (AOroBop Ha 4 1. B 2 9K3.).

OAQO «CerETE»

145761, Mockoeckad 001., r. KpacHoropck, yi. BHIHeRas, 7,
Temn.: (495) 576-46-76 Dakc: (495) 576-46-77

OKIIO 04579878 OI'PH 0456989044896

HHH/KIIII 7707067850/771001001

T'en. mupexTop II1. 2K Kosmos

Bapmuanr 3

I'en. qupextop OAO «KPOHBEPK» O.}O. KprokoB obparuics k aupexropy 3A0O «Peru-
oH-ctap™ A. JI. MakcumoBy (yn1. Hametkuna, 1. 15 Mocksa, 119708) 06 yuactuu B KoH(pepeH-
IIUH, B KOTOPOM INPOCHJI pa3peliuTh OpraHU3alUK IPUHATh yyacThe B KOH(PEPEHIINH, OCBSIIEH-
HOM BOIIpOCaM COKpaIIeHHs TOKyMEeHTooO0opoTa, koTopas coctoutcsa 20.12.2012 roxa. Benyuae-
HOJIOKHUTEIBHOI 00TBETAPOCUIICOO0-IIUTHYCIIOBUydacTUsIBKOHpepeHMu. [IucbMo ObIIO  CO-
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craBneHo ucnosauteseM A.T. Crynunoiu (ten. 167-18-43) m moamumcano 23.09.2012r. 3a N

102/03-18

0AO «KPOHBEPK»

JleHHHCKHH np-T, 120, Mockea, 119162
TelL: (495) 913-11-21,dakc: (495)913-11-64
OKIIO 7856231,

OI'PH 9876543210086

HMHH/KIIIT 9654378271/687951234

I'en. gupekTOop O.10. KpIOKOE

KoHTposnbHbIE BOIPOCH
1. UYto Takoe MUCHMO, M KaK MOKHO KJIacCU(pHITHPOBATH MHCHMa?

2. KakoB cocTaB peKBU3NUTOB U CTPYKTypa JEI0BOr0 MUchMa?
3. Kakwue 3Tansl BKIIOYaeT MOArOTOBKA MHChMa?
4. KaxoBbl mpaBuia 3TUKETa B IEJIOBON Nepenucke?

IIpakTuyeckas padora Ne 3. TexHOJIOTHMH aBTOMaTU3UPOBAHHON 00paOOTKH TOKYMEHTALIUN
L{enb paboThI: OCYIIECTBIATH 00PaOOTKY BXOASIINX, UCXOISIIINX JOKYMEHTOB.

OcHaleHue 3aHATHSA

p—

TexkcTt 3amanus.
2. Terpanp 11 IpaKTHYECKUX PabOT, IMHEHWKA, MPOCTOW KapaH/IaIll.

IHopsinok npoBeeHNs 3aAHATHS
3amucarp B TETpaau AJIs MPAKTHUECKUX PAOOT TEMY U LN PaOOTHI.
B TeTpanp ans npakTHUeCKUX pabOT HAYEPTUTh U 3aIOTHUTH TaOMUIy 3a1aHus 1.
3. B Terpanp s npakTudeckux paboT HAYEPTUTH M 3aMOJTHUTH TAOIHILy 3a1aHUs 2.

N =

3ananmue 1.
BrinmonHuTe peructpanuio npeyioxKeHHBIX BXOISAIINX JOKYMEHTOB.
7KypHaj perucTpanum noctynamiieii 10KyMeHTaAIluH

Perucr-
Mara mo-| AsBtop-| Kparkoe IIpu-
panuoH- HUcnoa-| Cpok uc-| Otmerka 06 | Homep
N CTyIUIe-| OTHpa- | coaepiKa- Meva-
HBIH HHUTEJb | MOJHEHHsI| HCIOJHEHHMH | JeJa
HUS BUTEJIb HHe HHE
HOMep
1 2 3 4 5 6 7 8 9

1) 21.04.20...r. n13 OO0 «KnuH» NoCTynuiIoO NUCbMO € MPEUIOKEHUEM O 3aKIF0UYEHUN TOr0BOpa
Ha MOCTaBKy MeTajia B Havasie mae. Mcnomaurenem HazHaumin MeHemkepa Cokosoa E.TO.
[locne ucnoaHeHUs: MUCbMO OTHPaBUTH B jaeno 04-12/102.

2) 05.05.20... 1. or nupekropa 3A0 «bank-MKb» H.B. PazymoBckoii Ob110 pUCIIaHO TUCHEMO
C MMpocb0OH 0 HANPaBJIEHUH BBIIUCKHU 10 pacyeTHOMY cdery kireHTa OO0 «XoyMcTpoiMOH-
tax». byxranrepy Muponosoit K.M. Heo0Xxo1uMo0 BbIIOTHUTE 3a1aHue A0 12 masd. [locne nc-

MOJIHEHUS IMCbMO OTNpaBuTh B zeno 04-12/105.

3) Ot renepanpHOro nupekropa 3A0 «Arar» 3yesa K.K. 12.05.20... r. mocTynmmio muceMo K
mupektopy Tpucdonoy FO.B. MockoBckoro npeacraButensctBa pupmbsl Tokyo Boeki Ltd B
CBSI3U C MOJTOTOBKOM CTPOUTENHCTBA MycoporepepadarreiBatomiero 3apoja. 3A0 «Arat» npo-
CHUT COOOIINTH XapaKTEPUCTUKHU IKOJIOTHUECKH 0€30MacHOro 3aBojia Mo mepepaboTKe Mycopa.
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4)

OtBetrHoe muchbMoO 70 22.05.20.. r. JODKEH MOATOTOBUTH TJIaBHBIA TexHOMOT (Gupmbl Tokyo
Boeki Ltd Tapacenko B.I. ITocne ucnonnenus nuceMo otnpaButs B aeno 04-12/105.
I'enepanbubiit nupektop 3A0 «Jlyu» Edumor C.JI. obparmiics ¢ mucsmom oT 27.06.20.. T. kK
rerepanbHoMy aupektopy 3A0 HIIO «IIporpecc» mpodeccopy Ilepory FHO.H. I'ocnogun
Edumon C.JI. oGpatwmiics ¢ mpocb0oi opraHM30BaTh KOHCYJIbTAIMHU s crienranuctoB 3A0
«JIya» 5 urons 20.. roga. OTBeT Ha MUCHMO MOATOTOBMWI Benymuit nxenep Ceperuna JLIL.
[Tocne ucmoaHeHUs MMCbMO OTHPaBUTh B Aeno 04-12/105.

3aganue 2.
BrImosHUTE perucTpanuio npeioKeHHBIX UCXOSMIINX JOKYMEHTOB T10 cleaytonei gpopme:

KypnaJj perucTpaunu ucxoasimeil KoppecrnoHIeHIIun

Perm | /lara peru-

cTpanMoH crpanuu ucf Bua noky: Kpartkoe Buja or-
pan pan A1 10Ky Anpeca P HUcnoanuren ! IIpumeyanu
HBLIM HO- XOJAIIEero MEHTAa co/Iep:KaHu NMPaBKU
Mep AOKYMEHTAa
1 2 3 4 5 6 7 8

N —

1 HOsIOpst Tekymiero roaa MeremkepoM 3yeBbiM O.T.0bUT0 OTHpaBiIeHO 3aKa3HOE MUCHMO No
3989 B 000 «Dxo»C yKazaHuEM U3MEHEHUS CPOKOB OTIPY3KH 000PY10BaHUS

15 anpens Texymiero roaa ropuctom PepxoBeiM I1.K. 6bia otnipaBiena B OAO «Tpysop» 3a-
ka3Has Oanaeponb Ne 123, comeprkaiiasi mMCbMO O HalpaBICHUH IMPOEKTa TOTOBOpa C MPUIIO-
KEHUSMH Ha COTJIACOBAHUE.

3 HOs0ps Tekymiero roaa menemxkepom 3yeBbiM O.T. Obu1 oTnpaBnen goroop ¢gupme 000
«2K0» Ha nocTaBKy Tpy0. JloroBop ObLI OTIPABIIEH KYpPbEPOM.

5 aBrycra Tekymero roga meHemkepom JIsikoBeiM C.C. B OAO «OmMck DHepro» mo dakcy
OBLIO OTIIPABJICHO MHUCHMO C HAIIOMUHAHUEM O TIPEICTOSAIINX MTEPETOBOPAX TUPEKTOPOB.

000 «3oaunit» ¢ 6narogapHoctsio npuHsuio npepioxkerHune 3A0 BL «CokonpHUKH» 00 yua-
ctuu B MexxayHapoaHou BbicTaBke «/lepeBsHHOe momoctpoeHue» ¢ 21 mo 30 HosOpst Tekyte-
ro ro/la ¥ HalpaBUJIO KaTaJor CBOEH MPOAYKLIUU C TEXHUYECKUMHU XapaKTEPUCTUKAMU THUIIO-
BBIX JIEPEBSHHBIX JOMOB. Karamor moaroToBui HadyaabHUK OTAeNa MapkeTunra bobposa T.O.
Y OTHPABUII 3aKa3HBIM MUCbMOM Ne 23.

Haiitu moKyMeHTBI CPOK UCTIOTHEHUS, KOTOPBIX UCTEK, MPOaHATU3UPOBATH UCTIOTHEHUE ITUX
NOoKyMeHTOB. Brisicaute ®NO ucnonHuTenei, KOTOpble HE BHIMOIHUIN 33aHus B CPOK.
Haiitn 1OKyMEHTBI CPOK MCIIOIHEHUS], KOTOPBIX 3aKAHYMBAETCS TEKYILIUM JTHEM.

Haiitn TOKyMEHTBI CPOK MCITOIHEHUS], KOTOPBIX 3aKaHYMBAETCS YEPE3 HEAECIIIO.

KoHTpoJibHbIE BOMPOCHI
B 4ewm 3akirogaroTcs e U 3a1a4M CITy>KOBI AeTOTPOU3BOACTBA?
B uem 3akmrouarorcst QyHKIMU CITYKO T€TOTMPOU3BOICTBA?
B 4ewm 3akmrogaroTcst OCHOBHBIE (DYHKIIUU PETHUCTPAIIUU JOKYMEHTOB?
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Tect «OcHoBHbIe oHsATHUSA JJOY. JlokymMeHT: cBolicTBa, QyHKIUM, KJIacCHPUKAIH»

1 BapuaHT

1)

JIOKYMEHT WJIM KOMILIEKC IOKYMEHTOB JTO ...
a) IpeAMeT JOKYMEHTOBEICHHUS;

0) 0OBEKT JOKyMEHTOBEICHUS;

B) JIOKYMEHTOBEJICHHE.

2)

YTo OTHOCHTCS K CBOIICTBAM /IOKyMEHTA:
a) (YHKIIMOHAIBHOCTH HH(OpPMALINH;

0) TOXIECTBEHHOCTh CaMOMYy ce0e;

B) 3aBEPIICHHOCTH COOOIICHMSI.

3)

Kakasi pyHKUIMSI OTHOCUTCS K CIelUATbHBIM (PYHKIIUSIM JOKyMeHTa?
a) YIOPSIOYNBAIOIIA;

0) ympaBieHYECKas;

B) uH(OpMAaIMOHHAS.

4)

... — JOKYMEHTBI, OTPAKaloLUe Pe3yJbTAT CTPOMUTEIbHOI0 M TeXHOJIOTHYEeCKOI0 MPOEeKTHPOBA-
HMS$1, KOHCTPYMPOBAHMS, MHHKEHEPHBIX M3bICKAHMI U APYTUX padoT 10 CTPOUTENbCTBY 3AaHMI U
COOpPY’KeHUH U U3TOTOBJIEHHMIO M3/1eJIHii IPOMBILIJIEHHOT0 MPOU3BOACTBA.

a) TEXHUYECKHE TOKYMEHTHI,

0) (oTOmOKYMEHTHI;

B) KHHOJOKYMEHTHI,

r) (OHOJOKYMEHTBI;

1) JOKYMEHTHl Ha MAIIMHHOM HOCHUTEJIE.

5)

... — IOKYMEHTbI, CO3JaHHbIE C UCIO0JIb30BAHUEM HOCHTEJIeil H croco0 3anmucu, odecrnevnBaIUX
0TpadoTKY UX HH(OPMAIIUM ITEKTPOHHO-BHIYHCIUTEIHLHOH MAIIUHOI.

a) TEXHUYECKUE IOKYMEHTHI;

0) (oTOmOKYMEHTHI;

B) KHHOJOKYMEHTHI,

r) (OHOIOKYMEHTBI;

J1) JTOKYMEHTHI Ha MAITHHHOM HOCHTEIIE.

6)

JlokyMeHT, BOCIIPOM3BOSILIMI HH(OPMALHKIO IPYTOro A0KyMEHTa 1 BCe ero BHEIIHNE MPH3HAKH
a) BTOPWYHBII;

0) BH3YyaJIbHEII;

B) KOTHS.

7)

CoriacHo kiaccH(pUKAIHNM JOKYMEHTOB 110 YPOBHIO 00001meHns1 HHGOPMALUH Pa3IM4aloT 10-
KYMEHTbI:

a) TEepBUYHBIC U BTOPHYHBIE,

0) TEKCTOBbIE U HETEKCTOBBIC IOKYMEHTHI;

B) JOKYMEHTHI Ha €CTECTBEHHOI M HCKYCCTBEHHOI MaTepHaIbHON OCHOBE;

I) TEpPUOANYECKUE M HEMEPHUOINIECKHE TOKYMEHTHI.

8)

Brinucka —

a) 9TO MepBbIN (WM SIUHUIHBIN) SK3EMILTAP TOKYMEHTA, 001a1af0IIUi IOPUIUIECKON CHITOM;

0) KomMs YacTH JOKYMEHTa, BOCIIPOU3BOIAIIAS MOJHEIN TEKCT PEIICHUS TI0 ONPEIeICHHOMY BOMIPO-
cy.

B) 3TO KONHs OUIIMAILHOTO JOKYMEHTA, UMEIOIIast OPUINIECKYIO0 CHITY MTOJTIMHHHUKA.

9)

TecHass B3aMMOCBfI3b 3/1€MEHTOB JOKYMEHTa, 00ecHeuYHBaIOIIAsl ero LeJ0CTHOCTh U TOXKAecT-
BEHHOCTBb caMoOMy cebe — 3T

a) aTpuOyTUBHOCTE;

0) (YHKIIMOHATHHOCTH;

B) CTPYKTYpPHOCTb.

10) ConocTaBbTe JOKYMEHT M Hau0oJIee XapaKTepPHYIO s Hero GyHKIHI0

1) zeoonuueckasn a) HayyHas cmamos
2) memopuanvnas b) cnpasounux
3) no3nasamenvnan C) pexnammuulil OyKiem
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Tect «OcHoBHbBIe OHATHA JJOY. JlokyMeHT: cBOlicTBa, QyHKIUM, KJIAaCCUPUKAIM»

2 BapuaHT

1)

Kakum cBOHCTBOM MOKHO 0XapaKTepU30BATh HAJIMYHE Y JOKYMEHTAa HeOTbeMJIeMbIX
cJiaraemMbIx, 0e3 KOTOPbIX OH CylIeCTBOBATH He MOKeT?

a) aTpuOyTHUBHOCTb;

b) BeEIICCTBEHHOCTS;

C) CTPYKTYPHOCTb.

2)

Kakas pyHKIUsI OTHOCUTCH K 00IIUM (PYHKIMAM JIOKYMeHTa?
a) OoOIeKyIbTypHas;

b) uHpOpMaIMOHHAS;

C) MpaBoOBasl.

3)

... = 1eliCTBHE MJIH COBOKYIHOCTH JIeHCTBUIl, MPUMEHAEMbIX MPH 3aNMUCH HUH(OPMAIUH
HA MaTepHaAJIbHOM HOCHTeJIe.

a) MeTOJ JOKYMEHTHUPOBAHUS;

b) crmocobd TOKyMEHTHPOBAHUS;

C) CpEeICTBO TOKYMEHTHUPOBAHMUS.

4)

... — M300pa3uTeIbHbIE JOKYMEHTHI, CO31aHHbIe GoTOrpaduuecKkum cnocodoom.
a) TEXHUYECKHE JOKYMEHTHI;

b) (GOTOIOKYMEHTHI;

C) KHHOJOKYMEHTBHI;

d) ¢doHOZOKYMEHTHI;

€) JOKYMEHTHI Ha MAallTMHHOM HOCHUTEJIC.

5) ComnocraBbTe JOKYMEHT H Han(oJiee XapaKTePHYIO Il Hero GyHKIUI0
1) dyukuyua yuema a) yuebnas 6e0omocmeo
2) npasoeasn pynxkyus b) npukas
3) ympaenenueckas c) 0o0z06op
6) JoxymeHT, conep:xxammii nHGoOpMALMIO, HE NMPEIHAZHAYEHHYIO JIS1 IIHPOKOI0 pacipo-
CTpaHeHus!

a) HeonmyOIMKOBaHHBIN;
b) HemyOJIMKyeMBlii;
C) HENepPUOJIUYCCKHI.

7)

CorylacHo kJjJaccupuKanuu AOKYMEHTOB IO KaHAJy BOCHPHUATHA HHGOpPMALMH Pa3JiH-
4amrT ...

a) TEKCTOBBIE U HETEKCTOBBIE JOKYMEHTHI,

b) Bu3yanbHbIN, TAKTUIBHBIN, ayIUaIbHBIN, Ay AMOBU3YyaIbHBIN;

C) TNEpUOJHUYECKUE U HENIEPUOINYECKHE TOKYMEHTHI.

8)

9)

BropuuyHbIH JOKYMEHT — 3TO

a) JOKYMEHT COAEPKUT MH(OopMalnIo, KOTOpast SBJISETCS U3JI0KEHUEM (OMUCAaHUEM) Pe3yiib-
TaTOB U3yUEHUs, UCCIIEI0BaHNUs, pa3pabOTOK U T.1.

b) NOKyMEHT sIBiIsieTCs pe3ylbTaTOM aHAIUTUKO-CUHTETUYECKOH mepepaboTKU OJTHOTO MU
HECKOJIbKUX MEPBUYHBIX TOKYMEHTOB.

IIpennasHa4yeHHOCTH JOKYMEHTA IS NepeAaYd HHPOPMALHMHU B POCTPAHCTBE U BpeMe-

HH - 3TO

a) aTpuOyTUBHOCTH;

b) (pyHKIIMOHATBHOCTS;

C) CTPYKTYPHOCTb.

10) Knaccudukauus 10KyMEeHTOB HA PYKONHCHbIE, MeYaTHbIE, MEXaHUYeCKHe, MATHUTHbIE,

(¢ororpapuyeckue, onTHYECKHE, Ja3ePHbIE ABJIAETCH KIaccHpukanuei ...
a) 1o crnoco0y JOKYMEHTHPOBaHUS

b) 1O cTeneHu UX pacpOCTPAHEHHOCTH

C) MO KaHaJy BOCHPUATHS MH(OpMaLUU
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1 BapuaHT

1)

JIOKYMEHT WJIM KOMILJIEKC IOKYMEHTOB 3TO ...
a) TpeaMET TOKYMEHTOBEICHUS,

b) 00BEKT JOKYMEHTOBEICHNUS,

C) JTIOKYMEHTOBEJCHUE.

2)

YTo OTHOCHUTCS K CBOICTBAM JIOKYMEHTA:
a) (YHKIMOHAILHOCTH HH(DOpMAITUH;

b) TOXIECTBEHHOCTH CaMOMYy cele;

C) 3aBEpIICHHOCTH COOOIICHUSI.

3)

Kakas GyHKIUsI OTHOCUTCH K CHENHAJBHBIM (PYHKI[USIM TOKYMEHTa?
a) YIOPSIOYUBAIOIIAS,

b) ymnpaBieHueckas;

¢) wuH(bOpMAIOHHAs.

4)

... — JIOKYMEHTBI, OTPAKAIOIIHE Pe3yJbTAT CTPOUTETHHOI0 U TEXHOJIOTHYeCKOro MpOeK-
THPOBAHUsI, KOHCTPYHPOBAHUSI, HHKEHEPHBIX M3bICKAHUI M APYrUX PadoT Mo CTPOUTEb-
CTBY 3/1aHUI M COOPY:KEHUI U U3rOTOBJIEHUIO U3/IeJIHil MPOMBILLJIEHHOT0 MPOU3BO/ICTBA.

a) TEXHUYECKHE JOKYMECHTHI,

b) (orogokyMeHTHI;

C) KHHOJOKYMEHTHI;

d) dhoHOAOKYMEHTHI;

€) JOKYMEHTHI Ha MAaIIMHHOM HOCHUTEJIC.

5)

... — JOKYMEHTBI, CO3/JaHHbIE C MCNO0JIb30BAHUEM HOCHTEJel U crnocod 3amucu, odecrnedu-
BAaOIIUX 0TPA0OTKY MX HHGPOPMALIUH 3J1eKTPOHHO-BIYUCIUTEIHLHON MAIIIMHOM.

a) TEXHUYECKHE JOKYMEHTHI;

b) (GOTOIOKYMEHTHI;

C) KHHOJOKYMEHTBHI;

d) ¢doHOTOKYMEHTHI;

€) JOKYMEHTHI Ha MAallTMHHOM HOCHTEJIC.

6)

JIOKYMEHT, BOCHPOU3BOASIIINI HH(OPMALMIO APYroro J0KyMEHTa M BCe €ro BHeNIHHe
NMPU3HAKHU

a) BTOPUYHBIN;

b) BuU3yalbHbIN;

C) KOImus.

7)

CorylacHo KjIaccH(PMKAIHUM AOKYMEHTOB 10 YPOBHIO 00001mennss nHpopmanun pasimnya-
10T JOKYMEHTbI:

a) TEpBUYHBIE U BTOPUYHBIE;

b) TEKCTOBBIE M HETEKCTOBBIE JOKYMEHTHI;

C) JOKYMEHTBI Ha €CTECTBEHHON M MCKYCCTBEHHON MaTE€pUaIIbHOW OCHOBE;

d) mepuonnMyecKue M HENEPUOJNUYECKHE TOKYMEHTHI.

8)

Boinucka —

a) 9TO MepBbIH (MM €IUHUYHBIN) SK3EMIUIAP JOKYMEHTA, 00JIa1at0nil IOPUINYECKON CUIION;

b) xomus yacTM JOKYMEHTa, BOCIIPOM3BOJSLIAS IMOJIHBIM TEKCT PEUICHMS MO0 ONPEAECICHHOMY
BOIIPOCY.

C) 9TO KOnMsl OUIHMATIBHOTO JOKYMEHTA, UMEIOLIasi FOPUAMYECKYIO CHITY MTOJITMHHUKA.

9)

TecHasi B3aMMOCBS3b 3J1€eMEHTOB IOKYMEHTA, 00eceYHBAIOIIAs €r0 HeJOCTHOCTh M TOXK-
JAeCTBEHHOCTb CaMoOMYy cede — 3TO

a) aTpuOyTHUBHOCTb;

b) (QYHKIHMOHATBHOCTS;

C) CTPYKTYPHOCT.

10) ConocTraBbTe JOKYMEHT M Hau0o0J1ee XapaKTEePHYIO [1JIsl Hero (pyHKIHUIO

1) z2edonuueckasn a) Hayuynasa cmamos
2) memopuanvhas b) cnpasounux
3) no3nasamenvuas C) pexnamuwlil OyKiem
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2 BapuaHT

1)

KakuM cBOHCTBOM MOKHO 0XapaKTepH30BaTh HAJM4YHMe Y JOKYMEHTa HeOThbeMJeMbIX
cJiaraemMbIx, 0€3 KOTOPbIX OH CyIIeCTBOBATH HEe MOKeT?

a) aTpuOyTHUBHOCTE;

b) BeIIeCTBEHHOCTS;

C) CTPYKTYPHOCTb.

2)

Kakas pyHkuusi oTHOCHTCH K 001IMM (PyHKUIMAM JOKYMeHTa?
a) OOIIEeKyIbTYypHas;

b) wuHpOpManMOHHAs;

C) MNpaBoOBasi.

3)

... - J€HICTBHE WJHM COBOKYIHOCTH JAeMCTBUI, NPUMEHAEeMbIX MPH 3anucu UHGOPpMAUN
Ha MaTepUaJIbHOM HOCHUTEJIE.

a) MeToJ TOKYMEHTHPOBAHUS,

b) cnocod JOKyMEHTUPOBAHUS;

C) CpeACTBO JOKYMEHTHUPOBAHUSI.

4)

... — H300pa3uTeIbHbIE JOKYMEHTbBI, cO31aHHbIe GoTOrpaduIecKUM Cocooom.
a) TEXHUYECKHE TJOKYMECHTHI,

b) (orogokyMeHTHI;

C) KHHOJOKYMEHTHI;

d) dhoHOZOKYMEHTHI;

€) JOKYMEHTHI Ha MAaIIUHHOM HOCHTEJIE.

5) ComnocraBbTe JOKYMEHT M HanOoJiee XapaKTepPHYIO Il Hero GyHKIHUIO
1) dyukyua yuema a) yuebnasa ee0omocmap
2) npasoeasa pynkyusn b) npukas
3) ynpasenenueckas c) 002060p
6) JloxymeHnT, conep:xkammii HHpOPMALMIO, He NPEeJHAZHAYEHHYIO VI IMPOKOI0 pacnpo-
CTpaHeHHUs!

a) HEeONmyOJIMKOBAaHHBIN;
b) HemyOJIUKYyeMBIif;
C) HENEPUOJANYECKHIA.

7)

CorsnacHo kjaccu(puKanmum JOKYMEHTOB MO0 KaHAJIY BOCHPHUATHA HHGOPMAIUU Pa3jiu-
4amT ...

a) TEKCTOBBIC U HETEKCTOBBIE IOKYMEHTHI;

b) BHU3yalIbHBIN, TAKTUIIbHBIHN, ayIUATbHBIN, ayAMOBU3YaIbHBIH;

C) TMEPHOJUYECKHE U HENEPUOJANYECKHE TOKYMEHTHI.

8)

9)

Bropu4yHbIi JOKYMEHT — 3TO

C) JIOKYMEHT COJEPX HUT MHPOPMALIMIO, KOTOpast SIBJISIETCS U3JI0)KEHUEM (OMHUCaHUEM) Pe3yIlb-
TaTOB U3YYEHUSs, UCCIIEeI0BaHMs, pa3pabOTOK U T.1.

d) MOKyMEHT sIBIsieTCs pe3yJbTaTOM aHAJUTHUKO-CUHTETHUYECKOHN nepepaboTKH OJHOTO WU
HECKOJIBKUX NTEPBUYHBIX TOKYMEHTOB.

IIpenHazHayeHHOCTH JOKYMEHTA IS NepeAayd HHPOPMALHMHU B IPOCTPAHCTBE U BpeMe-

HH - ITO

a) aTpuOyTUBHOCTE;

b) (QYHKIMOHAIBHOCTS;

C) CTPYKTYPHOCTb.

10) Knaccugukauusi JOKYMEHTOB HAa PYKONHCHBbIE, eYaTHbIE, MEXaHMYeCKUe, MATHUTHbIE,

(dororpaduyeckue, onTuYecKue, Ja3epHble ABIAAETCH Kiaaccupukanuei ...
a) 0 croco0y TOKYMEHTHPOBAHUS

b) 1o cTeneHu Ux pacnpoCTPaHEHHOCTH

C) IO KaHaJy BOCHPUATUS HHPOPMALIUU

29




Tecrt 2 «YHUPUIIUPOBAHHAS CHCTEMA OPraHU3AMUOHHO-PACTIOPAANTEILHON TOKYMEHTAa-
HUH»

1 BapuanT

1) HaGop pekBU3UTOB O(PHUIMAIBHOTO MMCHMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B ONPEACICHHON
II0CJIEI0BATEIBHOCTH, COCTABIISIOT ...
a) OJlaHK JIOKYMEHTa;
0) dopmymsip TOKYMEHTa;
B) ¢opmynsip-oOpasel JOKyMEeHTa.

2) Hara BBeaenuss FOCT P 6.30-2003 «Yuu¢uiupoBaHHbIe CHCTEMbI JOKYMEHTAIUN. Y HU-
(puuMpoBaHHAA CHCTEMA OPTAHU3ALMOHHO-PACIOPAANTENbHON NokyMeHTanun. TpedoBa-
HUA K 0(pOpPMIICHUIO»

a) 1997-07-31;
6) 2003-07-31;
B) 2003-07-01.

3) Kakmue pa3mepsbl noJseii 6;1anka ycranasiausaer OCT P 6.30-2003?
a) 20 mm —neBoe; 10 Mmm — ipaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE;
0) 20 mm — neBoe; 10 MM — paBoe; 10 MM — BepxHee; 10 MM — HIDKHEE;
B) 20 mm —neBoe; 10 MM — npaBoe; 20 MM — BepxHee; 20 MM — HIKHEE.

IIpunoxenne: Ionokenne 06 VOpaB/le HHH PerHOHATBHOT 0 KpeJHTOBAHHA
HAS L B 193K3.
4) PexBu3HUT —937T0 ...

a) MPUIOKEHHE K JOKYMEHTY;
0) HaMMEHOBaHUE JIOKYMEHTa;
B) HaMMEHOBaHHE OPraHU3ALMU.

5) Koa ¢popMbl 10KyMeHTa NPOCTABJSIOT MO ...
a) OKIIO;
6) OKV[;
B) OKOI'Y.

6) Cocras u 00beM cBeleHHTl, BKJIIIOYEHHBIX B CIPABOYHbIE TaHHbIE 00 OPraHu3alNy ...
a) CTaHAAPTOM CTPOTO PErIIaMeHTHPOBAHEL;
0) cTaHmapTOM HE JUMHTHUPYIOTCS;
B) YCTaHABJIMBAIOTCS HAJOTOBBIMH OpPTaHAMH.

7) Ykaxurte HeBepHOe 0GopMIIeHIE PEKBH3UTA «AJpecaT»

a) 3AO «Crpena»

['maBHOMY OyXTanTepy

10.B. Kokopesy
0) I'eHepanbHBII TUPEKTOP

OAO «tOHoHa»

B.M.Huxonenko
B) AIMHHHCTpaIUU PaiOHOB

Openbyprckoii obaactu

8) IlouToBhbIii agpec B aJpecaTe MUIIETCHA CJIEAYIONIAM 00pa3oMm:
a) 301264, Tynsckas o6nacTb
Kupeesckuii p-H, r. JIunkwu,
yin. CanoBas, 1.5, kB. 12
0O.I1.06pa3moBy

0) Oo6paszuory O.I1.

301264, Tynsckas obaacts

Kupeesckuii p-H, r. JIunku,

yi. CamoBas, 1.5, kB. 12
B) OO6pasuoy O.I1.
yin. CamoBas, 1.5, kB.12,
r. JInnku, Kupeesckuii p-H,
Tynbckas 0611., 301264

9) B cocras pexkBusurta «Iloanuces» BXOasT:
a) (i)aMI/I.HI/IS[, WHHUIWAJIBI 1WA, IOANNCABIICTIO0 JOKYMCHT, JIMYHAA IMOAINNCH, HAMMCHOBAHUC NOJDKHOCTH,
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0) HauMEHOBaHHE IOJDKHOCTH JIMLIA, MOAMUCABLICTO JOKYMEHT; IMYHAas MOANKCH; paciIn(pOBKa MOIIIH-
cu (haMusIust, MHUIHATIBI);

B) HaMMEHOBAaHHUE IOJDKHOCTH JIUIIA, TOJIHMCABIIETO JOKYMEHT; JINYHAs HOAINCE; pacuin(poBKa MOAIH-
cH (MHALMAIBL, haMuIns).

10) I'pud cornacoBaHus1 JOKYMEHTA MOKET COCTONATH:

a) wu3 cioBa COI'JTACOBAHO (0e3 kaBbIYeK U JBOETOUNS ), HAMMEHOBAHUS JIOKYMEHTa, KOTOPBIM OCY-
HIECTBIISIETCSI COTJIACOBaHME (B MMEHHUTEIILHOM MaJIeKe), €ro JaThl U HOMEPA;

0) U3 JOJDKHOCTH BU3UPYIOIIETO, €r0 JIMYHOW TIOIICH U pacIii(POBKH MOANUCH (MHUITUAIIOB U (paMu-
JIAH), ATHI,

B) m3 cioBa COI'JTACOBAHO (6e3 kaBBIYeK M IBOCTOYHS ), JOJHKHOCTH JIHMIIA, C KOTOPHIM COTJIACOBHI-
BaeTCs JIOKYMEHT (BKJIFOYAs HANMEHOBAHUE OpraHW3alliK ), TIMYHOM IMOANMKUCH, pacIIu(POBKH ITOITH-
cv (MHUITAIOB U (haMUJTHH).

11) Kakoii u3 npuBeieHHbIX HIKe PEKBH3UTOB BKJIIOYAET MOANNCH HCIHOJIHUTENA JOKyMeHTa?
a) OTMETKa 00 MCIOJHUTEIIE;
0) oTMeTKa 00 MCIOJHEHUH JOKYMEHTA U HAallPaBJICHUHU €TO B JICNO;
B) OTMETKa O MOCTYIUICHUH JOKYMEHTA B OPTaHH3AIIHUIO.

12) Ha3oBuTe pa3Mep mpaBoro moJis (B MM), KOTOPBIil yCTAHABJIMBAET /1JIsl YIPABJIE€HYECKUX
nokymenToB 'OCT P 6.30-2003
a) 10 mm
0) 20 MM

13) Kakas yacTh TekcTa npukasa sipjsercs: 00s13aTeJIbHOM ?
a) KOHCTaTUpYoLIas
0) pacnopsauTeIbHas

14) PekBU3UT 10KYMEHTa — 3TO:
a) ero OT/ACJIbHBIN AIEMEHT
0) 4acTh Ciy>)keOHOTr0 MHUChMa
B) (QuUpMEHHBbII OJaHK

15) C noMob10 KAKOTr0 peKBU3UTAa 0(popMJisieTcsi BHEIIHee COTIacoBaHue J0KyMeHTa?
a) BH3BI COTVIACOBAHUS
0) rpuda cormacoBaHus

16) Kem moanuchiBalOTCs T0KYMEHTBI, COCTABJIsieMble KOMHUCCHEH ?
a) PYKOBOJUTEIIEM OpraHH3aIiu
0) mpexacenarenem
B) MpejcenaTeieM U YieHaMU KOMUCCHH
r) mpeacenaTeseM U CeKpeTapeM

17) U3 npuBegeHHBIX HUKE MAPHBIX HAUMEHOBAHMI BbIOepHUTe MPOLECCHl, KOTOPbIe COKPa-
LIAK0T Y1 CJI0 (OPM JOKYMEHTOB H YCTAHABJIUBAIOT UX eJUHOO0Opa3HOe HANIMCAHUE:
a) THUMM3AIMS U aBTOMAaTH3aIUs
0) yHH}UKAIUSI U ONITUMH3AIUS
B) YHU(UKAIM U CTaHAAPTH3AIUS

18) B rpynny opranuszanuonnsix 1okymentoB HE Bxoaut:
a) TPYIOBOM TOrOBOP
0) mTaTHOE pacImucaHue
B) TMOJIOKECHUE

19) BoiGepuTte npaBWIbHbINH BapHAHT HM(PPOBOro 0hpopmMJIeHHs AAThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13

20) ITpuxkas3 siBasieTcs:
a) JOKYMEHTOM, MIPUHUMACMBIM KOJUICTUAJIbHBIM OPraHoOM AJId PCIICHHSA ITPOU3BOACTBEHHBIX
3ajJa4, BOIIPOCOB;
6) IMPaBOBBIM AKTOM, U3AaBACMBbIM PYKOBOJUTEIICM, JJIA PCIICHUSA OCHOBHBIX OIICPATHBHBIX 3a-
Jlay, CTOSIIUX Nepes] JaHHOM opraHu3anuei
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2 BapHaHT

1) I'maBHas 4yacThb JOKYMEHTa, pACKPbIBAIOIIASl €r0 CMbIC/ U HA3HAYeHHE — ITO...
a) 3aroJIoBOYHas 4acTh;
0) conepxaTelbHAs 4acTh;
B) odopMISIONIas YacThb.

2) Kakwue BapHaHTBI PacnoJio;KeHusl PeKBU3UTOB HAa 0JIaHKAX YCTAHOBJIEHbI?
a) YIJIOBOM M LEHTPUPOBAHHBIN;
0) GbaaHTOBBIN W IPOJIOJIBHBIN;
B) YIUIOBOU U IPOJOJIbHBIN.

VTBEPKAIO
JHpeKTOp KOHTOPBL
noamick  O.I1. BeHnep

3) PexBu3ur 101059 —93TO0 ...

a) Tpud yTBEpKICHHS;
0) rpu coriacoBaHUs TOKYMEHTA;
B) BW3BI COTJIACOBAHUS JIOKYMEHTA.

4) Pexpmsur | deno 05-14|_ 5 ...

a) OTMETKa 00 UCTIOJTHUTEIE;
0) oTMeTka 00 MCIIOJHEHHH JJOKYMEHTA U HAIPABJIICHUH €T0 B JIEJIO;
B) OTMCTKA O IMOCTYIUICHUHU JOKYMCHT B OpTraHHU3allUuI0.

5) Kaxkoe u3 noso:xeHuii HeBepHO?
a) OpraHM3aNys BIIPaBe W3/1aBaTh BCE MOKYMEHTHI, IpeaycMorpernsie OKY /1;
0) HanMEHOBaHME BHJA JOKYMEHTA, COCTABICHHOIO MJIM W3JaHHOTO OpTraHU3aluel, JOJKHO
OBITH OTIPE/ICIICHO B YUPEIUTEIBHBIX IOKYMEHTAX OpraHU3aIllH;
B) COCTaB JJOKYMEHTOB, H3/1aBae€MbIX OpraHusanueii, pukcupyercsa B Tabene popM JOKyMEHTOB,
IPUMEHSIEMBIX OpraHu3aHeH.

6) Kaxkoe u3 mosno:xenuii HeBepHO?
a) MECTO COCTABJICHMS WU U3[laHUs JOKYMEHTA yKa3blBalOT B TOM ClIydae, €CIM 3aTPyIHEHO €To
onpenenenue no peksuzuram 08 u 09;
0) MecTO COCTaBJICHHS JOKYMEHTa HE YKa3bIBAETCS B IMChMaXx;
B) MECTHOM COCTaBJICHHA JOKYMEHTa, KaK MPaBUJIIO, ABJISETCS apec, 10 KOTOPOMY OpTaHM3aLus
BEJIET CBOIO JI€ATEIIbHOCTD.

7) Ha xaxoM 10KyMeHTe He CTaBUTcS rpu¢ yTBep:KaeHus?
a) pacrnopsiKeHHe
0) ycras;
B) IITaTHOE paclHCaHUe.

8) Kakoe u3 noJioxkenunii HeBepHo?
a) PE30JIIOIUS MPEACTaBIseT CO00M HAANUCh HA JIOKYMEHTE, CIICIaHHYIO JTOJKHOCTHBIM JIUIIOM U
COJIepIKaIIyI0 PUHATOE UM PEIICHNE;
0) pPEe30IoIUs MPOCTABIAETCS B TPABOM BEPXHEM YTy JOKYMEHTA MEXIY PEKBU3UTAMU «AJpe-
ca™ u «TekcTy;
B) Ha JIOKYMEHTE He JIOJHKHO OBITh 00JIee IBYX PE30IFOIHIA.

21) Bei0epuTe npaBuIbHbIIA BapuaHT HH(POBOro oGopMieHus 1aThl:
a) 06.05.13
6) 6.5.13
B) 06 mas 2013 .

22) OTMeTKA 00 HCIOJIHHUTE/IE BKIIIOYAET B ce0s:
a) JOJIDKHOCTB, (I)aMI/I.HI/HO 1 MHULIUAJIBI UCIIOJTHUTECIIA HOKyMeHTa " €ro Te.]'[e(i)OH;
0) ¢daMuIHIO ¥ UHUIHAIBI UCTIOTHUTEIS JOKYMEHTA, €ro MOJIICh U HoMep TeledoHa;
B) WHUIMAIKI U ()aMWINIO UCTIOJTHUTENS IOKYMEHTa M HOMep ero TenedoHa.

23) Kakue opraHu3anMoHHbIe JOKYMEHThI YTBEP:KAAKTCA PYKOBOAMTEIeM OpPraHu3a-
uuu?
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a) JIOJDKHOCTHBIE MHCTPYKIIMU

0) MOJIOKEHHS O CTPYKTYPHBIX MOJIPa3/IeICHUSIX
B) IpaBUJia BHYTPEHHETO pacropsiaKa

r) BCE [IEPEUNCIICHHBIE BBIIIE JOKYMEHTHI

24) Kakue pacniopsiiuTe/ibHbIe TOKYMEHTBI U3/1aI0TCSI HA OCHOBE eJHHOHAYAJIHS ?
a) pelIeHus
0) mnpuKasbl

25) C kakoii HeJibI0 Ha CJIYKeOHOM NMUCbMe YKA3bIBAIOT (JaMHIINIO U TeJie)OH MCIIOTHH-
Tenast?
a) IS ONEpaTUBHOM CBS3U C UCIIOJIHUTEIEM
0) U1 IpUJIaHKS JOKYMEHTY FOPUANYECKON CHUIIbI

26) B pexBu3nte «Agpecar» (15) nHUIUAJIBI CTABAT:
a) mepen pamwiment axpecarta
0) mocne pamunum anpecara

27) Ha kakoM ciy:ke0HOM nucbMe npocrtapisieTcs: pekBu3uT (13) «Ccplika HA peruct-
PALMOHHBIN HOMEP H JaTy JOKYMEHTa»?
a) THUChbMax - Mpock0ax
0) CONMPOBOAMTENHHBIX MHUCHMAX
B) HMH(OpPMAIMOHHBIX MTUChMaX
I) MNHCbMAax- OTBETAX

28) Tunosoii ¢popmy.isip AOKYMEHTAa — 3TO COBOKYIHOCTH PEKBU3UTOB:
a) 00s3aTeNbHBIX (IOCTOSHHBIX)
0) HEOOXOAMMBIX ISl JAHHOTO JOKYMEHTA
B) PAaCIOJIOKEHHBIX B ONPEACICHHON MOCIEA0BATEIHHOCTH

29) [IpoekT npuKa3a no JU4YHOMY COCTABY FOTOBUTCS:
a) PYKOBOJUTEIIEM OpraHHU3aIu1
0) pPYKOBOIHUTEIIEM CTPYKTYPHOTO TIOJpa3ACICHUS, TJI€ TPYAUTCS paOOTHUK
B) HAYaJIbHUKOM OTJIEJa KaJpoB

30) Kakoii peKBU3UT He BXOJMT B COCTaB Npukaza?
a) Jara JOKyMeHTa
0) ampecar
B) HaMMEHOBaHHE OPraHU3ALUU
r) TOAMNHNCH

31) He BepeH ciieqyommii 3aro10BOK NpuKasa:
a) «O peopraHuzaiuu NPeaPUATHD;
6) «lIpuka3 no NpeaAnpHUsITHION;
B) «0OO0 M3MEHEHUHU OIUIAThl OTITYCKOB)»

32) YkaxuTe npaBuJibHOE 0003HAYEHHE MeCTA U3aHUA JOKYMEHTA:
a) T. Mocksa;
6) ropoa Mocksa;
B) Mocksa

Tecr 3 «Cay:xoa JOY. IIpuem u neppuyHasi 00pad0TKa OKyMeHTOB. TexHo10rus peru-

CTpalvi 1 KOHTPOJSA UCITIOJTHCHUA JOKYMCHTOB»

Bapmuanr 1

HHAJTM3NPOBAHHBIM CTPYKTYPHBIM MOJpa3/ie/ieHHeM WJIN ceKpeTapem?
a) ICHTPaIU30BaHHAS;

0) IeleHTpaTM30BaHHAS,

B) TmapajuiedbHasl.

1) VYxkaxure, kakas opmMa paGoThl ¢ JOKYMEHTAMH MPHHATA HA NPEeANPUSITHH, €CJTU BBINOJIHe-
HHe BCeX TeXHOJOTHYeCKHMX onepanuii no padore ¢ JOKyMeHTaMH BBINOJIHSETCHA OTHUM CIie-

2) K texnojiorun JIOY He OTHOCUTCSH:
a) TEXHOJIOTUH 00pa0OTKH MOCTYMAIINX U OTIIPABJISIEMBIX JOKYMEHTOB;
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0) TEXHOJIOTUU Nepeaadu JOKyMEHTHOW HH(OPMAIUK KOHEYHOMY TOJIh30BaTEIIO;

B) TEXHOJIOTHH BBEJCHMUS JIOKYMEHTOB B MHPOPMAITMOHHYIO 0a3y TAHHBIX OpPraHHU3aIliH;
I) TEXHOJOIHs co3AaHus JokymMeHTa B MS Word,;

J1) TEXHOJOTHH 00pabOTKH TOKYMEHTHON MH(OPMAINK U HAKOIUICHHS JOKYMEHTOB;

€) TEXHOJIOTUHU XPaHECHHUs M UCIIOJIb30BaHHS OTACTbHBIX JIOKABHBIX TPYIIN JJOKYMEHTOB.

3)

Ilo HanpaB/1eHUIO IBUKEHHS BbIACIAIOT JOKYMEHTONOTOKH:
a) BHYTPEHHHI JOKYMEHTOIIOTOK;

0) TOPU3OHTAIBHBIN TOKYMEHTOIIOTOK;

B) BXOISIINNA JOKYMEHTOIIOTOK;

T) BEpPTHKAIBHBIN JOKYMEHTOIIOTOK;

J1) HCXOJSIINN JOKYMEHTONOTOK.

4)

JIOKYMEHTBI U3 BbIIIECTOSIIINX, OBeIOMCTBEHHBIX OPraHU3AIUi 1 00paleHus IrPakiaH
OTHOCSATCS K

a) BXOJAILIEMY TOKYMEHTOIIOTOKY;

0) HCXOAsIEMY TOKYMEHTOMOTOKY;

B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

5)

OcHoBHas neab cayxonsl JOY

a) OCYIIECTBUTbH B MOJHOW Mepe BCE JACHCTBUS 110 MaTepHAIbHO-TEXHUYECKOMY obecrie-
YCHHUIO JCATCIBbHOCTHU OPraHU3aluu;

0) OCYIIECTBUTH B MOJHOW Mepe BCE JCHCTBUS 110 JOKYMEHTAIIHOHHOMY 00ECIICUCHHIO
JESTEIIbHOCTH OpTraHU3aIuy;

B) OCYIIECTBUTbH B MOJHOW Mepe BCE ACUCTBUS 110 HHPOPMAITMOHHOMY 00€CIICUCHUIO
ACATCIIBHOCTH OPraHu3aluu.

6)

JeunenrpanusoBanHas ¢gopma opranusanum padorsl ciayxosl JOY npeanoJiaraer

a) BBINNOJIHCHHUEC BCCX TCXHOJOTNYCCKUX onepaunﬁ 110 pa60Te C OOKYMCHTaMU OOJHUM
CIELIMAIU3UPOBAHHBIM CTPYKTYPHBIM IIOAPA3AEICHUEM UIIU CEKPETAPEM.

0) BBINOJHEHUE YaCTH OMEpallfil IEHTPAIbHOM CITyKO0H AeTONpPON3BOACTBA, U YaCTH
omnepauuii - B CTPYKTYPHBIX MTOAPA3AEICHUSX.

B) CO31aHHuC COOCTBEHHOI I[eHOHpOHSBOHCTBeHHOﬁ CJ'Iy>K6bI B KAXJOM CTPYKTYPHOM
noapa3acICHUU OI[HOﬁ OopraHn3anyvu.

7)

K Texnonornueckoi pynkunuu ciayxonl JJOY ciaenyer orHecTn:

a) PEruCTpalvio BXOAAIMMNX, UCXOAAINX U BHYTPCHHUX JOKYMCHTOB;

0) opraHM3alnI0 COBPEMEHHOI'O PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpIraHU3a-
IIUH;

B) KOHTPOJIb 32 CPOKAMHM MCIIOJIHEHUS IOKyMEHTOB;

I') NOPOBEJECHHE SKCIEPTU3bl HAYUYHOM U MPAKTUYECKON [IEHHOCTH IOKYMEHTOB.

8)

K xonTpoabsHoii pynkuun cayxos1 JJOY ciaexyer otHecTn:

a) PErUCTpalrio BXOAAIMNX, HCXOAAIINX U BHYTPCHHUX JOKYMCHTOB;

0) opraHM3alnI0 COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpIraHU3a-
IIUH;

B) KOHTPOJIb 32 CPOKAMH UCIIOJHEHUS IOKYMEHTOB;

I') NOPOBEJCHHE SKCIEPTU3bl HAYUYHOM U MPAKTUYECKON [IEHHOCTHU JIOKYMEHTOB.

9)

PeryiupoBanue Xo0/1a HCIIOJTHEHHS JOKYMEHTOB, IPOXOJKACHUS W UCTIOJTHEHHUS 1I0KY-
MEHTOB B YCTAHOBJICHHBIH CPOK OTHOCUTCH K ...

a) K TexHosiorndeckoil pyHkuu ciyxos 10V

0) k opraHuzanMoHHON pyHKUMHU ci1yxO0b1 IOV

B) K KOHTpOJIbHOU (yHKIMU ciyk0b1 JIOY;

r) K Meronudeckoi pynkiuu ciyx0sl JIOY.

10)

... —ITO (puKcanus (paKTa CO3IAHNA WIH NOCTYIUICHHS] JOKYMEHTA IyTeM NPOCTABJICHUS HA
HeM JaThl H PerHCTPALMOHHOI0 HHEKCA ¢ MOC/IeAYIOLINM BHeceHHeM Heo0X0AUMBbIX cBejle-
HMH 0 JOKYMEHTe B PerMCTPAIMOHHYIO 0a3y JaHHBIX.

a) KOHTPOJIb;

0) peructpanus;

B) INepeyeHb.

11)

Yc10BHOe 0003HaYeHNe TIOKYMEHTA, IPUCBANBAaeMOe eMy NPH PerucTPanuy, Ha3bIBaeTcs ...
a) PerncrpanuoHHBIH MHIEKC;
0) IlopsakoBblil HOMED;
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B) Y4UeTHBIH HHJEKC.
12) IlpeaBapuTebHOE pacCMOTpPeHHe JOKYMEHTOB B ciayxoe JIOY noapasnessiercs Ha
a) BaXHBIC U HEBAXKHBIC,
0) cpodHbIe U HECPOUHEIE,
B) JUIsSI 0053aTEIBHOTO PACCMOTPEHHS PYKOBOCTBOM M HE TPEOYIOIINE PE30JIOIUN PYKO-
BOJICTBA M HAIIPABJIIEMBIE CPa3y B CTPYKTYPHbIE TMOAPA3ACICHUS UCIIOJTHUTESM.
13) I'maBHoe HA3HAYEHHE PeTHCTPALNHT
a) TMpuAaHHe JOKYMEHTY FOPHIMYESCKOW CHIIBI,
0) HampaBleHHE JOKYMEHTa PYKOBOJHUTEIIO;
B) TMOATBEPXICHHUE (paKTa ero CO3JaHus WX MOCTYIUICHHUS,
r) BBOJ JIOKYMEHTa B MH(GOPMAIIMOHHYIO 0a3y OpraHu3alum.
14) ITocTynawomme J0KyMeHTbI PErHCTPUPYIOTCS
a) B JIEHb [IOCTYIUIEHUS,
0) B JIeHb MOJNUCAHUS WIN YTBEPKICHUS.
15) ®opmbI perucTpauu 10KyMEHTOB MOTYT ObITh
a) JKypHallbHas,
0) anpOoMHas
B) KapTOYHas;
r) OJIOKHOTHAS,
J1) aBTOMAaTH3MpOBaHHad AeKTpoHHas (Ha [IDBM).

Tecr 3 «Cay:xoa 1OY. IIlpuem u neppuuHasi 00padoTKka 10KyMeHTOB. TexHo10rusl peru-
CTPALMH M KOHTPOJISI HCIIOJTHEHHUSsI IOKYMEHTOB)

Bapuant 2

1) ....3To ABM:KeHHE JTOKYMEHTOB B OPraHHM3ali¥ ¢ MOMEHTA UX CO3IaHHUS WUJIH MOJTyYeHUs!
110 3aBepIIeHHusT UCTIOJTHEHUSI UJIH OTIPaBJIeHHSI.
a) perucrpaunus;
0) cucreMa JOKyMEHTAIHH;
B) JOKYMEHTOOOOPOT.

2) K texnonoruu JIOY He oTHOCHTCS:
a) TEXHOJIOTMU 00pabOTKU MOCTYMAIOUINX U OTIIPABIISIEMbIX JIOKYMEHTOB;
0) TEXHOJIOTHS CO3/IaHus TaOIMYHOTO JJOKYMEHTA,
B) TEXHOJIOTHH MepeIayu JOKYMEHTHON HH(pOpPMAaIMU KOHEUHOMY IOJIb30BATEIIIO;
I') TEXHOJIOTUU BBEJCHUS JOKYMEHTOB B HH(POPMAIIMOHHYIO 0a3y JaHHBIX OpraHU3alluu;
JI) TEXHOJOTMH 00pabOTKH JOKYMEHTHOW HHPOPMAITUK U HAKOTUICHHS JJOKYMEHTOB;
€) TEXHOJIOTHU XPAaHCHHUS M UCTIOJIb30BAHHUS OTCIbHBIX JIOKAIBHBIX TPYI JOKYMEHTOB.

3) Ilo oTHOLIEHMIO K YIPABJIEHYECKOMY 00beKTY BbIICJIAIOT JOKYMEHTONOTOKHU:
a) BHYTPEHHHH JOKYMEHTOIOTOK;
0) TOPHU3OHTAIBHEIN TOKYMEHTOIIOTOK;
B) BXOJSIIMHA JOKYMEHTOIOTOK;
I') BEPTUKAIBHBIN JOKYMEHTOIIOTOK;
J1) HCXOJSIINNA JOKYMEHTOIOTOK.

4) JlokyMeHTbI OTHIpaBJisieMble U3 OPraHU3aIMU OTHOCATCSH K
a) BXOJAIIEMY JIOKYMEHTOIIOTOKY;
0) wucxomsImeMy JOKYMEHTOTIOTOKY;
B) BHYTPEHHEMY JIOKyMEHTOIIOTOKY.

5) OcHoBHas nesb ciayxon1 JOY
a) OCYIECTBUTH B TIOJHOW Mepe BCce AEHCTBUS MO JOKYMEHTAIIHOHHOMY OOECIICUCHUIO JIes-
TETBPHOCTH OPTaHU3AIINH;
0) OCyIIeCTBUTH B TIOJHOM MEpe Bce ACHCTBHS 110 MaTepUATbHO-TEXHUUECKOMY olecreye-
HUIO ACATCIIBHOCTU OpraHHU3alnu,
B) OCYILECTBUTH B IOJHOU Mepe Bce AeCTBHS 10 HHPOPMALMOHHOMY 00ECIIEUEHHIO JIesl-
TEJTHHOCTU OPTaHU3AIINN.

6) ILlentpanu3zoBanHasi popma opranusamuu padorsl cay:xosl JOY npeanonaraer
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a) BBINOJIHEHNE BCEX TEXHOJIOTMYECKHUX OIepaluii no pabore ¢ JOKyMEHTaMU OJITHUM CIie-
OHUAIU3UPOBAHHEBIM CTPYKTYPHBIM IIOAPA3ACIICHUEM HUIIA CEKPETAPEM.

0) BBITIOJIHEHHE YACTH OTICPALMI IEHTPATBLHOM CITY>KOO0H AeIONPOU3BOACTBA, M YACTH OTIe-
pauui - B CTpPYKTYPHBIX IIOAPA3IEICHHUSX.

B) CO3/1aHue COOCTBEHHOM JENONPON3BOACTBEHHOMN CITY>KOBI B K&XKIOM CTPYKTYPHOM IO JI-
pa3/ieJIeHUN OTHOM OpraHU3alMH.

7) K opranm3zanmonnoii pynkuum cayxonl JOY cieayer oTHecTH:
a) PErucCTpao BXOAAIUX, UCXOOAIUX U BHYTPCHHUX JOKYMCHTOB,
0) oOpraHu3alMIO COBPEMEHHOI'O PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpPraHU3alIlu;
B) KOHTPOJIb 32 CPOKAMH UCTIOJHEHUS JOKYMEHTOB;
I') NOpPOBEJCHHE SKCIEPTU3bI HAYUYHOM U MPAKTUYECKON IIEHHOCTH JTOKYMEHTOB.

8) K meroamueckoii pynkuuu cayxonl JJOY ciaeayer oTHecTH:
a) PETUCTPAIMIO BXOJSIINX, UCXOASIINX ¥ BHYTPEHHHUX JIOKYyMEHTOB;
0) opraHM3anrio COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJICTBOM OpTaHU3aIHH;
B) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS IOKyMEHTOB;
I') HOPOBEIECHHE SKCIIEPTU3bl HAYUYHOM U MPAKTUUYECKON [IEHHOCTHU JIOKYMEHTOB.

9) Benenue uHGOPMAIHOHHO-CIIPABOYHOI Pa0OTHI M0 JOKYMEHTAM OPraHU3aliud OTHOCUT-
CAK...
a) K TexHosiorndyeckoil pyHkiuu ciayxos 10V
0) k opranm3anuoHHOW PyHKIMHU Ciry k061 IOV
B) K KOHTPOJIbHOHM QyHKIMH ciayx0b1 JJOY;
r) K Mmeronundeckoil pynkmmn ciayx0sr IOY.

10) KonTpoas — 370 ..
a) COBOKYIHOCTb JCHCTBHIA, 00€CIIEUNBAIOIINX CBOCBPEMEHHOE HCIIOJTHEHUE JOKYMEHTOB;
0) cucTeMaTH3MPOBAHHBIN IEPEUCHB 3ar0JI0BKOB JIEN C YKa3aHUEM CPOKOB X XPaHEHHS;
B) HET NPaBHJIBHOTO OTBETA.

11) YcioBHOe 0003Ha4YeHHE JOKYMEHTA, IPHCBAHBaeMoe eMy IIPH PerucTpauuu, Ha3bIBaeTcs ...
a) IlopsaxoBsiii HOMeED;
0) PermcrpaunuoHHblil HHIEKC;
B) VYdeTHBINH HHJEKC.

12) [IpeaBapuTe/ibHOE pacCMOTPEHNeE JOKYMEHTOB B ciiyxoe JOY noapasaensercs: Ha
a) 178 0053aTeIbHOT0 PaCCMOTPEHUS PYKOBOACTBOM U HE TPEOYIOIIME PE30JIIOLIMU PYKOBO-
JICTBA U HAIIpaBJIsieMble Cpa3y B CTPYKTYPHbIE MOJpPAa3/eIeHUs HCTIOIHUTEM;
0) Ba)XHbBIC U HEBAXKHBIE;
B) CpOYHBIE U HECPOUHBIE.

13) 'naBHOe Ha3HAYEHHE PerUCTPAI[UH
a) HaIpaBJICHUE JOKYMEHTa PyKOBOIUTEIIIO;
0) mnpugaHUe JOKYMEHTY IOPUANYECKON CHIIBI,
B) TOATBEpKAEHUE (haKTa ero CO3AaHus UM MOCTYIUICHUS,
I') BBOJ IOKYMEHTa B MH)OPMAMOHHYIO 0a3y OpraHU3auuy.

14) Co3naBaemble JOKYMEHTbI PETHCTPHPYIOTCS
a) B JIEHb MOCTYIJICHUS,
0) B JIeHb NOJITMCAHUS WU YTBEPIKJICHUSL.

15) ®opmbI perncTpanu 10KyMEeHTOB MOTYT ObITh
a) KapToyHas;
0) KypHaJbHas,
B) anbpOOMHas
r) aBTOMaTH3MpOBaHHAA dIeKTpoHHAas (Ha [[DBM);
1) OJOKHOTHAsI.

Tecr 4
«Cucremaruzanus 1 00ecre4eHre COXPaAaHHOCTH IOKYMEHTHON HH(pOpMaIK B yupexaeHuu. Op-
TaHU3aIMs SKCIIEPTU3bI IICHHOCTH IOKYMEHTOB U TIepeiada JOKYMEHTOB B apXUB OpraHu3a-
LAW»
Bapuanm 1
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1.

Homenxkaarypa nena — 310

a) KJIaccU(PMKAIMOHHBIN CIPAaBOYHHK, OOSI3aTENbHBIN I COCTABICHHS BO BCEX T'OCYIAPCTBEHHBIX
OpraHMu3aIysaX, KOTOPBIA CONEPKUT MOJIHBIM MepeueHb e, 3aBOJAMMBIM BCEMH CTPYKTYPHBIMU
MOJIpa3IelIeHUsIMHU, C YKa3aHHEM CPOKOB XpaHEHUs, 0(DOPMIICHHBIN B YCTAHOBICHHOM TOPSIIKE.

b) kimaccupuKaTop KOTOPBIN, COACPKUT MEePeUueHb MPUMEHSEMbIX B PA3JIMYHBIX OTPACIAX SKOHOMHU-
KH JIOJDKHOCTEH pa0ovyuX M CIyKaluX, 3a)MKCUPOBAHHBIX 3aKOHOIATEIIBHBIMU aKTaMU B HOpMa-
TUBHBIMH JIOKYMEHTAMHU.

C) H3JaHHUE MPAKTUYECKOTO HA3HAYEHUs, C KPATKUM H3JI0KEHUEM CBEIACHUM B CUCTEMATHYECKOU
dbopme, B pacuéTe Ha BHIOOPOYHOE YTCHHE, HAa TO, YTOOBI MOXHO OBLIIO OBICTPO W JIETKO HABECTH
10 HEMY CIIPaBKY.

TunoBasi HOMEHKJIATypa AeJl

a) COCTaBJSIETCS AJIE OJHOPOJHBIX MO XapaKTepy ACSITENLHOCTH M CTPYKTYype OpraHu3anuid (mpen-
TIPUSATHI).

b) cocraBusieTcst AJiE OJHOPOJHBIX MO XapaKTepy AEITeIbHOCTH, HO UMEIONINX Pa3HYIO CTPYKTYPY
opraHu3aiui (IpeanpusTui).

C) COCTaBIISIETCS JUISI OTACIBHOTO MPEANPUSATHS U OTPAKACT €ro CHeUuPUKY.

HomenkJiaTypa 1ej1 OpraHnu3amnuy Ha cjeayonled KajJeHIapHbIi o/l COCTaBJIAETCH
a) B 1-2 kBapTanax TEKyIlero roja
b) B 2-3 kBapTanax TEKyIIero rojaa
¢) B 3-4 kBapTajiax TEKYyIIEro roja

Jleao — 310

a) COBOKYITHOCTb JOKYMCHTOB, IOMCIICHHBIX B OTACIIBHYIO OGJIO)KKy.

b) COBOKYMHOCTH JOKYMEHTOB, OTHOCSIIIUXCSI K OJHOMY BONPOCY WJIHM YYacTKy AEATEIbHOCTH,
MOMEIICHHBIX B OT/ACIIbHYIO 00JIOXKKY.

C) COBOKYIHOCTb IOKYMEHTOB, OTHOCSIIUXCS K OJJHOMY BOIIPOCY WJIM YYaCTKY AESATEIbHOCTH.

I'pynnupoBanne MCIOJHEHHBIX JOKYMEHTOB B [1eJI0 B COOTBETCTBHM ¢ HOMEHKJIATYPO# Jes1 U
cucTeMaTu3anus J0KYMeHTOB BHYTPH /JeJ1a - 3TO

a) DopMHpOBaHHUE MANIOK

b) dopmupoBaHue aena

¢) DopMHpOBaHHE apXUBa

C ueabl0 OBICTPOro MOMCKA JOKYMEHTHI B JieJie PACIOJIATAalTCS B ONpede/IeHHOH IocJie10Ba-

TeJIbHOCTH:

a) B XPOHOJIOTMYECKOH MOCIeA0BaTEIbHOCTH (POPMUPYIOTCS B Jiefia MPUKA3bl U T.[;

b) B nopsake andasuta no GaMUIUIM IPYNINHUPYIOTCS B CAMOCTOSITENIBHBIE JIeNa JIUIEBbIE CUeTa 10
3apIuiare;

C) IO HOMEpaM B JieJia MOAIINBAIOTCS HaKJIaJHble, KBUTAHIUY;

d) Bce oTBETHI BEpHBI

€) BCE OTBEThl HEBEPHBI

CdopmupoBaHHoOe J1€J10 10JIKHO COAEPKATH
a) 250 mucTtoB

b) He 6omee 250 nucToB

¢) He MeHee 250 nucToB

JKcnepTH3a HeHHOCTH 10KYMEHTOB — 3TO

a) oTOOp JOKYMEHTOB Ha rOCY/1apCTBEHHOE XpaHEHHE

b) ycTaHOBJIEHHE CPOKOB UX XPAHEHHUSI HA OCHOBE NMPUHSATHIX KPUTEPHUEB.

c) oTOOp JOKYMEHTOB Ha TOCYAApCTBEHHOE XpaHEHHUE MM YCTAHOBJIEHHE CPOKOB MX XPAaHEHHs Ha
OCHOBE IPUHSATHIX KPUTEPHUEB.

ITo cpoxkam XpaHeHUs] JOKYMEHTBI AeJATCH

a) Ha JIOKYMEHTHI C ITIOCTOSIHHBIM CPOKOM XpaHEHUs, JTOKYMEHTBI CO CPOKOM XpaHeHHs cBbiie 10
JIET, JOKYMEHTBI CO CPOKOM XpaHeHus 1o 10 ser.

b) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEHUSs, JOKYMEHThI CO CPOKOM XpaHEHUSs CBBIIIE SJIeT,
JIOKYMEHTBI CO CPOKOM XpaHEHUs 10 S JIET.

C) Ha JJOKYMEHTHI C MIOCTOSSHHBIM CPOKOM XPaHEHUs, TOKYMEHTBI CO CPOKOM XpaHEHUs CBBILIE 3JIET,
JIOKYMEHTBI CO CPOKOM XPaHEHHUs 110 3 JIeT.

10. Pa6oTa no ¢popMUPOBAHUIO J1€J1 COCTOUT M3 CJETYIOIIHUX ONePaIuii:
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a) JSKCIIC AT OHHAas 06pa60TKa JOKYMCHTOB, MOCTYIAIOIINX B OPraHu3anuto,

b) pacnpeneneHne UCITOTHEHHBIX TOKYMEHTOB I10 JeJIaM B COOTBETCTBHH ¢ HOMEHKJIATypOil JeT,
C) PperucTpaiuu aen,

d) pacmonoxxeHus: TOKyMEHTOB BHYTpPH JieJia B OTPEACIICHHON MOCIeI0BATEILHOCTH,

e) odopmieHue o0I0KKHY Aena.

Tect 4
«Cucremarusanus 1 o0ecrieueHue COXpaHHOCTU TI0KyMEHTHOM HH(opmManuu B yupexaenuu. Op-
raHu3aus 3KCIEPTU3bI LICHHOCTH IOKYMEHTOB U IIepeaaya J0KYMEHTOB B apXUB OpraHu3a-
LU
Bapuanm 2

Homenkaarypa aei — 310

a) KJIaccu(UKATOp KOTOPBIM, COAEPKUT MEPEUCHb NPUMEHSIEMbIX B PA3JIMYHBIX OTPAacisiX 3KOHOMUKHU
JOJDKHOCTEH pabounx W ciayxamux, 3aMKCUPOBAHHBIX 3aKOHOAATENbHBIMUA aKTaMH U HOPMAaTHB-
HBIMU JOKYMEHTAMH.

b) kmaccupUKaMOHHBIN CIIPABOYHUK, 00S3aTEIBHBINA JJIs1 COCTABJICHUSI BO BCEX TOCYAAPCTBEHHBIX Op-
TaHU3aLUAX, KOTOPBIM COACPKUT MOIHBINA EPEYEHB A€, 3aBOAMMBIM BCEMU CTPYKTYPHBIMH IOLPA3-
JeTICHUSIMA, C YKa3aHHEM CPOKOB XpaHEeHHsI, 0pOPMIICHHBIH B yCTAHOBJICHHOM IMOPSIKE.

C) WH3/aHUe MPAKTHUYECKOro HA3HAUYEHUs, C KPATKUM M3JI0)KEHUEM CBEICHUN B cUcTeMaTHYecKou (op-
Me, B pacuéTe Ha BRBIOOPOYHOE YTEHHE, HA TO, YTOOBI MOYKHO OBLIO OBICTPO U JIETKO HABECTH MO HEMY
CIIPABKY.

IIpuMepHast HOMEHKJIATYpA e

a) COCTaBJISIETCS JJIS OJHOPOAHBIX IO XapakTepy AESTeIbHOCTH U CTPYKTYpe OopraHu3anuil (mpeamnpu-
SATUN).

b) cocraBnsercsa A8 OJHOPOAHBIX MO XapaKTepy IEATEbHOCTH, HO UMEIOIIUX Pa3HY CTPYKTYpY Op-
raHu3anuil (MpeanpusaTHiL).

C) COCTaBJSIeTCs AJIsl OTAEIBHOIO MPEANPHUSITUS U OTPAXKAET €r0 CelUu(UKY.

Homenkuatypa e opranu3ainum Ha cjieayionieii KajJeHAapHbIH roj coOCTaBJ/IsieTCsl
a) B 1-2 kBapranax TeKyllero roaa
b) B 2-3 kBapTanax TEKyIIEro rojaa
¢) B 3-4 KkBapTaJlax TEKyIIEero roja

COBOKYIIHOCTH IOKYMEHTOB, OTHOCSIIMXCH K OJHOMY BONPOCY WJIH YYACTKY AeSITeIbHOCTH,
NMOMEIIEHHBIX B OT/AeJbHYIO 00JI05KKY — HA3BIBAIOT

a) Jenom,

b) mankoii,

C) apXuBOM.

dopmMupoBaHHUe e — 3TO

a) TpYIIIMPOBAHUE UCIIOJHEHHBIX JIOKYMEHTOB B JEIIO.

b) rpynnupoBaHHe TOKYMEHTOB B J€JI0 U CUCTEMATHU3alMsl JOKYMEHTOB BHYTpH J€fa.

C) TpYNIHPOBAHHME UCIOIHEHHBIX JOKYMEHTOB B JI€JI0 B COOTBETCTBUU C HOMEHKJIATypOU J€Nl U CUCTe-
MaTu3anys JOKYMEHTOB BHYTPH JeJIa.

C wesabio ObICTPOro MOMCKA JOKYMEHTHI B JieJie PacloJiaraloTcsi B onpeaeIeHHOi mocie10BaTesb-
HOCTH:

a) B XPOHOJIOTUYECKOH MOCIeI0BaTEIbHOCTH (POPMUPYIOTCS B Jiefia MPUKA3bI U T.1T;

b) 1O HOMepaM B Jiena TOIMBAIOTCS HAKIIAIHbIEC, KBUTAHIIAH;

C) B BOIPOCHO-JIOTHYECKOM MOCIIeI0BATEIbHOCTH MOJIINBAIOTCS TOKYMEHTBI C MTPUIIOKECHUSIMU.

d) Bce OTBEThI BEpHBI

€) BCE OTBETHI HEBEPHBI

CdopmupoBaHHOe 1€J10 J0JKHO COAEPKATH
a) 250 nmucrtoB

b) He Ooiee 250 nucTOB

¢) He Mmenee 250 mucToB

JKCNepTH3a HEeHHOCTH T0KYMEHTOB — 3TO
a) OoTOOp JIOKyMEHTOB Ha rocy/lapcTBEHHOE XPaHEHUE MJIM YCTAHOBJICHHE CPOKOB MX XPaHEHHs Ha OC-
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b)
c)

HOBE MPUHATHIX KPUTEPHUEB.
0TOOp TOKYMEHTOB Ha TOCYJapCTBEHHOE XpaHEHHUE
YCTaHOBJICHHE CPOKOB MX XPaHEHHs] HA OCHOBE MPUHSTHIX KPUTEPUEB.

9. JkcnepTHas KOMUCCHS - 3TO

a)

b)

c)

COBEILATEIIBHBIN OpPraH, €€ PEIICHUs BCTYNAIOT B CHIIY I0CJIE YTBEPKACHUS PYKOBOJUTEIEM Op-
raHU3alMM, TaK KaK COIJIACHO 3aKOHOATENILCTBY OH HECET OTBETCTBEHHOCTH 3a COXPAHHOCTH
JOKYMEHTOB.

COBELIATENIbHBIN OPraH, €€ PELICHUs BCTYIIAIOT B CUILY II0CJIE YTBEPKIACHUS PYKOBOJUTEIEM Op-
raHU3aluu.

CoBemaTenbHbli, YKCHEPTHO-KOHCYIBTATUBHBIA OpraH, oOpa3yeMblii B meiasix 3((EeKTHBHOTO
yueTa MHEHHsI IpaX/iaH ¥ X 00beIMHEHUH B IPOLIECCEe 3aKOHOTBOPUYECKON JAEATENbHOCTH.

10. PaGora no ¢popMHPOBAHMIO /IeJI COCTOUT U3 CJIEeAYIOLIHX ONepaluii:

a)
b)
c)
d
e)

pacnpeacjacHue UCIIOJIHCHHBIX JOKYMEHTOB I10 AC/IaM B COOTBETCTBUH C HOMCHKJ'IaTypOI\/'I pI(SAI
pETUCTpALUA JeT,

pacroyioKeHus TOKYMEHTOB BHYTPH Jieja B OTPEICICHHOM MOCIeI0BaTEIbHOCTH,
odopmiieHre 00JIOXKKH JeIa,

IKCIIEUIMOHHAs 00pab0TKa MCTIOTHEHHBIX U OTIIPABIISIEMBIX JOKYMEHTOB.

KonTpoubnas padora Ne 1

1 BapuanT

Y

JIOKYMEHT MJIH KOMILIEKC JOKYMEHTOB 3TO ...
a) TpeAMeT JOKYMEHTOBEICHHS;

0) OOBEKT TOKYMEHTOBEJCHUS;

B) JOKYMEHTOBEJCHUE.

2)

YTO OTHOCHUTCS K MPU3HAKAM JIOKYMEHTA:
a) (YHKIMOHATBHOCTH MHPOPMAIIIH;

0) TOXIECTBEHHOCTh CaMOMYy ce0e;

B) 3aBEPIICHHOCTH COOOIICHUSI.

3)

Kakasi pyHKIMS OTHOCUTCS K CHIENHAJBHBIM (PYHKIUSAM I0KyMeHTa?
a) YHOpSIOYMBAIOLIAS;

0) ympaBlieHUYEeCKas;

B) HH(pOpMaIMOHHAsL.

4)

... — JIOKYMEHTBI, OTPaKalolIie pe3yJIbTaT CTPOUTEIHLHOI0 H TEXHOJIOTHYeCKOro NMpoeK-
THPOBAHUS, KOHCTPYMPOBAHNS, HHKEHEPHbIX U3bICKAHUI U APYTHX PadoT N0 CTPOUTEIb-
CTBY 3/aHUI U COOPY:KEHHU I U U3rOTOBJIEHUIO U3/1eJIHii MPOMBIILIEHHOT0 TPOU3BO/ACTBA.
a) TEXHUYECKHE JOKYMEHTHI;

0) (HOTONOKYMEHTHI;

B) KHHOJOKYMEHTHI;

r) (OHOJOKYMEHTHI;

J1) JIOKyMEHTHl Ha MAallIUHHOM HOCHUTeJIE.

5)

... — JIOKYMEHTBI, CO3JaHHbIE ¢ MCI0Ib30BAHNEM HOCHTEJIeH H crocod 3anucH, odecnequ-
BAKOIIMX 0TPAOOTKY X HHGPOPMALMH JIEKTPOHHO-BHIYUCIUTETbHOH MAIIIMHOIM.

a) TeXHWYECKHE JOKYMEHTHI;

06) (HOTOMOKYMEHTHI;

B) KHHOJOKYMEHTHI;

r) (OHOJOKYMEHTHI;

J1) JTOKyMEHTHl Ha MAaIIMHHOM HOCHUTeJIE.

6)

HabGop pexBu3uTOB 0(HUITHATBHOTO TUCHMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B
OTpeIeIEHHON MOCIIeI0BATEIbHOCTH, COCTABIISIOT ...

a) OJaHK TOKYMEHTa;

0) dopmynsp TOKYyMEHTa;

B) bopmyssip-oOpaszer JOKyMeHTa.

7

Jata BBegenuss TOCT P 7.0.97-2016. HaunonaabHblii cranaapt Poccuiickoii @enepanum.
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Cucrema cTaHIapTOB 10 MH(pOPMAINUU, OUOJINOTEYHOMY M U3AAaTeNbCKOMY Aeiy. Opranu-
3allHOHHO-PaCNoOPsAUTeIbHAsA JOKyMeHTanus. Tpe6oBanus K 0popMiIeHHI0 JOKYMEHTOB
a) 1997-07-31;

6) 2003-07-31;

B) 2003-07-01.

8) Kakue pa3mepsnl noJieii 6;1anka ycranapiaupaetr FOCT P 7.0.97-2016?
a) 20 MM — sieBoe; 10 mm — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE,
6) 20 mMm — nieBoe; 10 mm — npaBoe; 10 MM — BepxHee; 10 MM — HIKHEE;
B) 20 MM — sieBoe; 10 mm — nipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEE.

9) PexBu3ur 07 — 370 ...
a) KOJ OpraHu3alluy;
0) koa GpopMbI TOKYMEHTa;
B) HaMMEHOBAHWE OpPraHU3alUH.

10) Koa ¢opmblI J0KYMEHTA NPOCTABJISIOT 1O ...
a) OKIIO;
06) OKV[;
B) OKOI'Y.

11) CocTaB u 00beM CBeleHHIi, BKJIIOYEHHBIX B CIPABOYHbBIE JaHHbIE 00 OPraHU3AIUH ...
a) CTaHJapTOM CTPOTO PErIaMEHTHPOBAHBI;
0) cTraHgapTOM HE JTUMHUTHPYIOTCS;
B) YCTaHaBJIMBAIOTCS HAJIOTOBBIMU OPTaHAMH.

12) Yka:xxute HeBepHOoe 0(popMIIeHHE PEKBU3UTA «AIpecarTy
a) 3AO0 «Crpena»
['maBHOMY OyXTanTepy
10.B. KokopeBy
0) I'eHepanbHBIN TUPEKTOP
OAO «tOnona»
B.1.HukoneHko
B) AIMUHHCTpaIMU PaliOHOB
OpeHOyprckoii 00JacTu

13) IlouToBbIii agpec B agpecare NUIIETCS CAEAYIOIIUM 00pa3om:
a) 301264, Tynbckas obiactb
Kupeescknii p-, r. JInnkw,
yi. Canosas, 1.5, kB. 12
O.I1.06pa3toBy
6) O6pa3uosy O.I1.

301264, Tynbckas o0nacThb
Kupeescknii p-, r. JInnkw,
yi. CanoBas, 1.5, kB. 12

B) OO6pa3uosy O.I1.

yi. CanoBas, 1.5, kB.12,

r. JInniku, Kupeesckuii p-H,
Tynbckas 06:1., 301264

14) B coctaB pexBu3sura «Iloanuces» BXoasT:
a) q)aMI/IJ'II/ISI, HWHUIIKAJIBI JIMIAa, IIOAITNCAaBIICT O )IOKYMGHT; JJMYHas 1noAInnucCh, HAMMCHOBAHUE
OJKHOCTH;
0) HaMMEHOBaHUE JOJKHOCTH JIMIIA, OMUCABIIETO TOKYMEHT; JIMYHasl MOIMUCH; pacing-
poBKa moanucH ((haMumvsi, THUITUAIBI);
B) HaMMCHOBAHUEC JOJI?’KHOCTH JIMIIA, ITIOAINKNCAaBIICTO )IOKyMeHT; JIMYHasA MOoAIHNCH, pacum(b-
POBKa MOANMUCH (MHUIIUABI, hamMuius).

15) I'pu cornacoBaHusi AOKYyMeHTa MOKET COCTOATh:
a) wu3 cinoBa COI'JTACOBAHO (6e3 kaBbIYeK U ABOETOUMSI), HAUMEHOBAHUS TOKYMEHTa, KOTO-
PBIM OCYIIIECTBIISIETCS COIVIacCOBaHMUE (B UMEHUTEIILHOM Ma/IeXkKe), €ro AaThl U HOMEPa;
0) ©3 JOIDKHOCTU BU3UPYIOILETo, €ro JUYHON MOANKUCH U PaciIM(POBKH MOAMUCH (MHUIIMATIOB
u haMuINn), 1aThl;
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B) u3 cnoBa COI'JTACOBAHO (6e3 kaBbIYEK U ABOCTOUMS ), TOJDKHOCTH JIMIIA, C KOTOPBIM CO-
[JIACOBBIBACTCS JOKYMEHT (BKIIIOYasi HAUMEHOBAHUE OPTaHU3AINHN ), TIMIHON TIOJIITUCH, pac-
MUGPOBKH MOANUCH (MHUITUATIOB U (DaMUIIHH).

16) Kaxoii u3 kpurepueB oLleHKH HHPOPMAIIUH MTPEIoIaraeT, 4ro 3a Bpems coopa u 00paboTKu
UH(POPMALIUU COCTOSIHUE 00BEKTa HE U3MEHUJIIOCH, T.€. HH(OpMAaLUs ABISAETCSA aKTyalbHON?
a) monHoTa HH(OpMAaINH;
0) omepaTMBHOCTH HH(POPMAIIHH;
B) JIOCTOBEPHOCTH MH()OPMAIIUH.

17) Ilo xakoMy NpHU3HAKY PA3JINYAIOTCSA CPOUHBIE M HECPOUHBIE YIIPABIEHUYECKUE TOKYMEHTHI?
a) 110 IPOUCXO0XKJIECHUIO;
0) 110 Ha3HAYCHUIO;
B) I10 CPOKAaM MCIOJHEHHUS.

18) OpurrHanbl, COCTaBISIEMbIE B HECKOIBKUX YK3EMILISIPAx — 3TO ...
a) Komuu;
0) nyOuKaThl;
B) YMHOKEHHbBIC OPUTHUHAJIBI.

19) Habop pexkBU3UTOB 0GUIIHMATIBHOTO TUCHbMEHHOTO JOKYMEHTA, PACHOJI0KEHHBIX B
OTIpeIeIEHHON MOCIEeI0BATEIbHOCTH, COCTABIISIOT ...
a) OJlaHK JIOKYMCHTA,
0) dopmymsip TIOKYMEHTa;
B) ¢opmynsip-obpasel JOKyMEeHTa.

20) YTo sABASAIOCH OCHOBHBIM MaTepHalioM JUIsl mucbMa 10 kKoHua XIV Beka?
a) IepraMeHT;
0) nanupyc;
B) Oepecra.

1. CocraBuTh H 0()OPMHUTH NMPHUKA3HI 10 OCHOBHOM /1eAITEJILHOCTH, HEO0X0IMMbIE B YIIPaB-
JICHYeCKHX CUTYalusAX.

["'enepainbhblil 1upexTop komMmepueckoro 6anka Kb «Kpeaut 60ank» B r. Ctepiautamax
®omuH [1.H. 12 mapra Tekymero roja uznan npukas Ne 23 o peopraHuzanuu CTpyKTypbl OaH-
Ka.

OTH U3MEHEeHUs1 ObUIM BBI3BAHBI PACHIMPEHUEM COCTaBa YCIYT, OKa3bIBaeMbIX OaHKOM
CBOMM KJIMEHTaM, MOJy4yeHHEM OaHKOM JIMIIEH3MH Ha MPOBEJICHUE BAJIOTHBIX ONEpaluii, yBe-
TUYeHreM o0beMa ornepalnii ¢ IICHHBIMU OyMaraMmu.

IIpuka3om npeaycMaTpuBaIoOCh:

1. Jlo 1 mexalOps Tekyiero roja co3aaTh B CTPYKType OaHKa OT/EN BaJIOTHBIX OMeparuil u oT-
JIeN oTepalyii ¢ eHHbIMU Oymaramu. HauanbHUKaM# OT/I€JIOB Ha3HAYAIUCh COOTBETCTBEHHO
Opios B.C. u Korosa M.1.

2. HauanpbHHKaMU HOBBIX OT/IEJOB HAJO MPUHATH MEPHI MO YKOMIUIEKTOBAHUIO INTATOB CBOMX
OTJIEJIOB COOTBETCTBYIOIIMMHU CIIEUANNCTaMU 10 1 Aexadps TeKyIero roja.

3. Kpome Toro, HauagpHUKaMu HOBBIX OTAEJIOB MPEANUCHIBAIOCH NOATOTOBUTh U MPEICTABUTH
Ha yTBepxXkaeHue 0 1 ¢eBpans cienyromero roja MojokeHus 00 oTAenax U JOIKHOCTHBIE
MHCTPYKIIMU HA CBOMX COTPYJHHUKOB.

4. Ortneny aBroMartu3aruu (HauansbHUK oTaena Becenos C.I1.) mo 1 deBpans ciemxyromiero roga
CTaBWJIACh 3aJ]auya OCHAIICHHs aBTOMATH3UPOBAHHBIX paOOYMX MECT Ui Ha4aJbHUKOB CO3/a-
BAaE€MBbIX OT/IEJIOB COOTBETCTBYIOIIMM OOOpPYIOBAaHMEM U MOJKIIOYEHMS] UX K JIOKAIbHON WH-
dbopMarmoHHOM ceTu OaHKa.

5. OOwmuii KOHTPOJb 3a UCIIOJIHEHUEM IpHUKa3a ObLI BO3JIOXKEH HAa KOMMEPYECKOIO JAMPEKTOpa
6anka 3omnotoBa C.B.

[Tpuka3 ObUT COTNIACOBAH C 3aMECTUTEJIEM TeHEPATIbHOTO nupekTopa 6anka Hedenopoii
3.W. u rnaBHBIM Oyxrantepom 6anka ComobiM B.IL.

2. CocraButb u 0popMHUTH ciy:KeOHbIe MMCHbMAa, He00X0AUMbIe B YIIPABJEHYECKUX CUTYa-
11780 &
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®upma 3A0 «AHTED» CTPOUT ABTO3ANPABOYHOM cTaHIMK B I'. CTpyHHHO. I'eHepaib-
Heiit qupektop 3A0 «AnTten» CaxapoB M.D. coobmraer 3aka3dyuKy - TeHEPATbHOMY JUPEKTO-
py OOO «Enuceit» MapkenoBy M.B. o roToBHOCTH 00BbEKTa U MPOCUT HA3HAYUTH JICHb MIPU-
eMKHU paboueil KOMUCCHEH 3aKOHUEHHOTO CTPOUTENIbCTRA.

Anpec 3A0 «Anten»: 202013, r. Bmagumup, yi. JIyrosas, a.13; ten./dakc: (491)5-22-
11. ITucemo moaroToBmia uacnekrop Kaposa M.B. Ten. 5-16-10

I'enepanbubil qupekrop «Enucein» MapkenoBy M.B. npemyiaraer Ha3Ha4uTh JICHb
npueMku odbekta 21 gexabps Tekymiero roga. Takke OH MPOCUT OOECHEUUTH MPUCYTCTBUE
npeacraButeneil noxxapHoit oxpanublii MUC U rocyaapcTBEHHOM MHCIIEKIUH OE30MacHOCTH
JOPOKHOTO IBM>KEHUS T. CTpyHHHO.

Anpec OOO «Enuceii»: 113012, r. Mocksa, XXusapes mniep., 1.9/1. Ten./pakc :(495)
927-18-34. Ilucemo noaroroBui crapumuid naxkenep Kpasuos T.U. ten. 927-13-87.

2 BapUaHT

1)

KakuM cBOHCTBOM MOKHO 0XapaKTepH30BATh HAJHYHE Yy JOKYMEHTAa HeOTbeMJIeMbIX
cJiaraemMblIx, 0e3 KOTOPbIX OH CylIeCTBOBATH He MOKeT?

a) aTpuOyTHUBHOCTH;

0) BEIIECTBEHHOCTD;

B) CTPYKTYPHOCTb.

2)

Kakas ¢pynkuus orHocuTces K 001uM GyHKIHMAM JOKYMEHTAa?
a) OOIIEeKyIbTYpHas;

0) wuHbopmanmoHHAas;

B) IIPaBOBAsl.

3)

... - 1eficTBHE WJIH COBOKYIHOCTD /IeHCTBHUIi, MPHUMeHsAEMBIX NPH 3anucu nHpopManuu HA
MaTepHaJbLHOM HOCHTeJIe.

a) MEeTOoJ JIOKYMEHTHPOBAHWUS;

0) cnoco0 JOKYMEHTUPOBAHUS;

B) CpE/ICTBO JIOKYMEHTHPOBAHHUSI.

4)

... — H300pa3uTeJbHbIE JOKYMEHThI, co3aHHbIe (poTorpaguuecKuM crnocodom.
a) TEXHUYECKHE JOKYMEHTHI;

0) (HOTONOKYMEHTHI;

B) KHHOJOKYMEHTHI;

r) (OHOJOKYMEHTHI;

) JTOKYMEHTHl Ha MAalIMHHOM HOCHUTeJIE.

5)

... — 3TO MpoUECC YHOPAAOUYECHUS UJIM pacnpeeieHHsl JOKYMEHTOB 10 KJIAcCaM C LeJbK]
OTPA’KEHUs OTHOLICHUI MeKAY HUMH U COCTABJICHUS KJIACCH(PUKALMOHHON CXEMBbI.

a) CTPYKTYpHpPOBaHHUE;

0) xiaccuuUUpPOBaHUE;

B) JIOKYMEHTHPOBAHHE.

6)

Kakoii n3 npuBeeHHBIX HUKEe PEKBH3MTOB BKJII0YaeT MOANUCH HCIOJHUTEIA JOKYMEeH-
Ta?

a) OTMeTKa 00 UCTIOTHUTEE;

0) orMeTka 00 UCIIOJHEHUH TOKYMEHTAa U HalpaBJICHUH €ro B JEJI0;

B) OTMETKa O NNOCTYIUIEHUH JOKYMEHTa B OPraHU3alHIo.

7)

Ha3zoBurte pazmep npaBoro noJisi (B8 MM), KOTOPbIii YCTAHABJIMBAET AJIs1 YIIPABJIECHYECKHX
noxkymentoB 'OCT P 7.0.97-2016

a) 10 mm

0) 20 MM

8)

Kakas yacTp TekcTa NpuKa3a siBJsieTcs 00A3aTeJbHOM ?
a) KOHCTAaTHUPYHOLIAs
0) pacnopsauTelbHas

9)

PexkBM3UT JOKYMEHTA — 3TO:
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a) ero OT/ACJbHBIN AIEMEHT
0) yacTh CiIy’>keOHOTO NMUChMa
B) (GuUpMEHHBIN OJ1aHK

10) C noMoImb10 KAKOTr0 peKBU3UTA 0(hOPMJIsieTCsl BHELIIHEe COrIaCOBAHME JOKYMeHTa?
a) BH3BI COINIACOBAHUS
0) rpuda coriacoBaHus

11) Kem noanucsIiBalOTCsl JOKYMEHTBI, COCTABJIsieMble KOMUCCHEH?
a) PYKOBOJHUTEIEM OpraHU3aINU
0) mpexacenareneMm
B) TpejcenaTeieM U YWieHAMU KOMUCCHH
r) IpejcenaTelieM U CeKpeTapeM

12) I3 npuBeieHHBIX HUKE MAPHBIX HAMMEHOBAHMII BbIOEpUTE MPOLEeCChl, KOTOpPbIE COKPa-
AT YHCJI0 (POPM TOKYMEHTOB M YCTAHABJIMBAKT X €IMHOOOpa3HOe HANIMCAHME:
a) THUMH3AIWS U aBTOMATH3AIUs
0) yHH(UKAIUSI U ONITUMH3AIUS
B) YHUDUKAIMS U CTAaHAAPTH3AIMS

13) B rpynny opranu3zanuonHsix 1okymenTtoB HE Bxoaur:
a) TPYIOBO 1OrOBOp
0) mTaTHOE pacmucaHue
B) TIOJIO)KEHHUE

14) BoiO0epuTe npaBuJibHbIii BapHaHT HH(POBOro ohpopmieHUus 1aThI:
a) 06.05.2013
0) 6.5.13
B) 06.05.13

15) lIpuxa3s aBasercs:
a) JOKYMEHTOM, IPUHUMAEMbIM KOJUIETHAIbHBIM OPIaHOM Ul PELIEHUs IPOM3BOICTBEHHBIX
3a/1a4, BOIIPOCOB;
0) NpaBOBBIM aKTOM, U3aBACMbIM PYKOBOJUTEIEM, [UIsSl PEILICHNS OCHOBHBIX OIIEPAaTUBHBIX 3a-
Jla4, CTOSAUX Nepe]l JAaHHOW OpraHu3anuen

16) Kax Ha3bIBascs JOKYMEHT, yupexaeHHbIi [letpom I, onpenenstomumii kpome Bcero npodero
OpraHHu3auIo padoThl C JOKYMEHTaMU B KOJJIETUSIX ?
a) ['eHepanbHbIN periiaMeHT;
0) ['enepanbHblil hopmyIsp;
B) ['eHepanbHbIil MaHU(ECT.

17) OcHOBO# OpraHU3aIy AEITEIbHOCTH MUHUCTEPCTB CTaJl MPUHIIMNII ...
a) KOJUIETHAIbHOCTH;
0) eIMHOHAYAIIHS;
B) pa3JeeHus] HOJHOMOYHM.

18) [IpoekT kakoro gokymeHnTta Obu1 pazpadoran UTY?
a) «OO0muue npaBuia TOKyMEHTAIMH U JOKYMEHTO000POTaY;
0) «Enunasi rocyapcTBEHHAs CHCTEMa JIETIOPOU3BOJICTBAY;
B) «['ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs] YIIPABICHUS.

19) Bcecoro3Hblit Hay4YHO-UCCIIEI0BATEIBCKUI HHCTUTYT JOKYMEHTOBEICHHS U apXUBHOTO Jieja
(BHUNA]L) Obu1 yupesxieH ...
a) B1958r.;
0) B1966T.;
B) B1970T.

20) B ocHOBY pa3paboTKu YHU(HUIIMPOBAHHBIX CUCTEM JTOKYMEHTALUHU ObLT MOJ0KEH eIUHBIN
METOJIOJIOTUYECKUI MOJIX0/1, COAEPKAITUNCS B...
a) OO0uerocyaapcTBeHHOM cucreMe coopa U 00paboTKKU HHPOPMALIUY TSI yueTa
IIJIAHUPOBAHUS M YIIPABJIEHUS HAPOIHBIM XO35IIICTBOM;
0) T'ocynapcTBeHHOM cTaHAapTe «YHUPHUIMPOBAHHBIE CUCTEMBI TOKyMeHTalMu. OCHOBHBIE
TIOJIOKECHHUS,
B) OO6mepoccuiickoM KJ1acCU(pUKATOpe yIpaBIeHUYECKON TOKYMEHTAIUH.
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CocraButh U 0GOPMHUTH NMPUKA3BI 10 OCHOBHOM [1€AATEJILHOCTH, HEO0OX0AMMbIe B yIIPaB-
JIEHYEeCKHUX CHUTYyalMsX.

OAO «Mocwmam» (r.MockBa) MPUCTYNUIIO K MOJIEPHU3AIMHN TIPOU3BOJICTBA B IIEIISIX
HAT&KWBAaHUS BBITyCKa OPOHMPOBAHHOTO aBTOMOOWIIS BBICOKOW MPOXOIUMOCTH Uit MUHH-
cTepcTBa 000poHbI PD.

I'enepanbubiil qupekrop OAO «Mocmam» Kopaees B.C. uznan npukas o MoJaepHU-
3allMM OCHOBHOI'O ITPOU3BOJICTBA.

B npukase yka3bpIBaJIOCH:

Otnen Mexanuzanuu (r1aBHbIM MexaHuK OwimMoHoB B.I1.) nomkeH 3aKOHYUTH PEKOHCTPYK-
LIMIO TJIABHOT'O KOHBEHepa 3aBoja 10 1 MIOHA CIIEeNyIOIIEro roja.

Otneny texHomorumu  (ryaBHbId TexHosor CepoB B.C.) W KOHCTPYKTOPCKOMY OTHAETY
(nau.otnena Bacun E.I1.) npeanuceiBagoch 3aKOHYUTh TEXHOJIOTMYECKYIO TOATOTOBKY MPOU3-
BOJICTBA M BCel HEOOXOAMMOMN TEXHOJOTUYECKOW U KOHCTPYKTOPCKOM JOKYMEHTAIUH I10 pas3-
paboTKe M MMOCTAaHOBKE HAa MPOMBIIIICHHOE MPOM3BOJCTBO HOBOTO aBTOMOOWIISA 10 1 aBrycra
CJIEIYIOLLEro rojia.

Kommepueckomy aupekropy Kynpusnosy H.II. nmopydanocs nocraBka 1nepBoi IapTUH aBTO-
MoOwmIel B YpallbcKuii BOGHHBIM OKpyr. [locTaBka aBTOMOOMIIEH 3aKa34HMKy JOJDKHA OCYIIe-
CTBJISITHCSI IPU YCIIOBUU TIPEIOIUIAThl CTOMMOCTH BCEH MapTHH aBTOMOOUIIEH.

3amecTuTenio reHepanbHoOro aupekropa Poropy U.T. mopydanock o0ecneunTh KOOPAHMHAIIUIO
MIPOU3BOJICTBA U MOCTABOK KOMIUIEKTYIOIIMX K aBTOMOOMIIIO 3aBO/IaMHU-CMEKHUKAMHU.
KoHnTposb 3a ucnosiHeHreM mpuka3za ObUT BO3JIOKEH Ha 3aM. reHepaibHoro aupekropa OAO
«Mocmamn» Unbuenko C.I1.

[Tpuxa3 noanucan resepanbHeIM aupekTopoM Kopueesbim B.C. 15 okTsa0ps Tekyuiero
roja.

[Tpuka3 ObUT 3aBU3UPOBAH KOMMEPUYECKUM JTUPEKTOPOM, TJIaBHBIM MEXAHUKOM U IJIaB-
HBIM TE€XHOJIOTOM.

CoctraButh ¥ 0pOPMHUTDH JOKJIAIHbIE 3aIMCKH, HEO0OX0AUMbIE B YNIPaBJIeHYECKHX CUTYa-
UAX.

Hauansuuk otaena kaapoB OAO «Metamnypr» (r. [lepms) H.H. 'pomoB HampaBui
reHepanbHoMy qupektopy OAO «Meramnypr» KpacnoBy T.E. noxiiagayro 3anucky.

B noknanHo# 3anucke OH JOBOJMI JI0 CBEACHUS I'€H.IUPEKTOpa, YTO paboune BTOPOro
nexa JI.A. IIpoxios, IT.A. Ipo3nos, E.M. JIpyHHH NOCTOSHHO omna3abIBaloT Ha padboTy. OH
MOSICHSUI, YTO UM, KaK Ha4aJIbHUKOM OT/eJa KaJIpoB, OblI MPUHAT P MEp, HAIlPAaBJIEHHBIX Ha
MOBBIIIEHUE TUCIMILIMHBI YKa3aHHBIX pabouuX: MPOBEAEHBI Oecellbl, BBIICHEHBI 00CTOSTENb-
CTBa OMNO3JaHUN Ha paboTy, coOpaHbl OOBSCHUTENbHBIE 3aMUCKU C HAPYLIUTENIEH TPYIOBOU
JUCLUIUIMHBL, OTHAKO, ONO3JaHMsI PETYIIAPHO MPOIOJIKAIOTCS.

ITostomy H.H. I'pomoB npocut T.E. KpacHoBa Haka3aTs HapylmuTeneu Tpya0BOU JuC-
LUIUIMHBI, JIMIIUB UX IPEMUU 3a 4eTBepThIi kBapTan 2006 roaa.

JloxiagHas 3amnucka HanucaHa 27 aBrycTa TEKYyIIero roja v 3aperucTpupoBaHa 3a Ho-
MepoM 23.

3 BapuaHT

1)

JloKyMeHT, BOCHPOM3BOAAIMA HH(OPMALMIO APYroro JOKYMEHTAa W BCe €ro BHELIHHUE
NPU3HAKHA
a) BTOPUYHBIN;
0) BU3yaJIbHBIII;
B) KOIHUA.

2)

CoryiacHo KJaccH(PUKALUM JOKYMEHTOB N0 YPOBHIO 00001eHUs HHPOPMALMH Pa3/In4a;
10T JOKYMEHTbI:

a) TMepBUYHBIE U BTOPUYHBIE;

0) TEKCTOBbIE U HETEKCTOBBIE IOKYMEHTHI;

B) JIOKYMEHTHI Ha €CTECTBEHHOM W MCKYCCTBEHHON MaTepuaibHOW OCHOBE;
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r) TEPHOIUYECKUE U HETIEPUOANICCKHUE TOKYMEHTHI.

3)

Jyoaukar —

a) 9TO MEpBHIN (WM €IUHUYHBIN ) SK3EMILISIP TOKYMEHTa, 00J1aJatonnuii FOpUINICCKON CHIION;

0) 9TO IOKYMEHT, BOCIPOU3BOAIINN MHPOPMALUIO JPYTOro JOKYMEHTa M BCE €0 BHEUIHH(
NPU3HAKH WIN YaCTh UX;

B) 9TO KONHsI OUIMATIBHOTO JOKYMEHTA, HMEIOLIasi FOPUAMYECKYIO CHITY MOJJTMHHUKA.

4)

TecHasi B3aMMOCBSI3b 3JIEMEHTOB U MOJACHCTEM JOKYMEHTA, 00eCTeYHBAIOIIAN €0 IeJI0CTH
HOCTb M TOK/1€CTBEHHOCTH caMOMYy ce0e — 3T0
a) aTpuOYTUBHOCTH;

0) (YHKIHOHATHHOCTE;

B) CTPYKTYPHOCTb.

5)

IIpaBoBasi pyHKIHUSI TOKYMEHTA OTHOCHTCSI K KATErOpHH
a) TJIaBHBIC

0) obmue

B) CHenuagbHbIe

6)

I'1aBHAs 4acTh JOKYMEHTA, PACKPBIBAIOIIAS €r0 CMbICJ U HA3HAYEHHE — ITO...
a) 3aroJIOBOYHAsl 4acCTh;

0) coxepxaTeibHas 4acTh;

B) 0OPMIIAIOIIAS YaCTh.

7)

Kakue BapuaHTBI pacnojio:KeHusi peKBU3UTOB HA OJIAHKAX YCTAHOBJIEHBI?
a) YIJIOBOH U IICHTPUPOBAHHBIN;

0) (naHTOBBIN U MPOIOJIBHBIN;

B) YIJIOBOH U MPOJIOJIBHBIN.

8)

VTBEPKTAIO
HHpeKTop KOHTOPBI
noarmce  O.I1. BeHnep

101099
PexBuszur —9T0 ...

a) Tpud yTBEpPKICHUST;
0) rpud coriacoBaHus JOKYMEHTA;
B) BU3bI COTJIACOBAHMS IOKYMCHTA.

9)

Pexpusur [ B de10 05-14|_9pg ,,

a) OTMeTKa 00 UCTIOJTHUTEIE;

0) orMeTka 00 UCTIONHEHUH TOKYMEHTa U HAMPaBICHUH €T0 B JIEIO;
B) OTMETKa O NMOCTYIUIEHUH JOKYMEHT B OPraHU3aIHIo.

10) Kakoe u3 noJioxeHuii HeBepHO?

a) OpraHu3alys BIpaBe U3JaBaTh BCE JOKYMEHTHI, npeaycmorpeHHsie OKY 1;

0) HauMeHOBaHHE BHJA JOKYMEHTA, COCTaBJICHHOTO WM U3/1aHHOT'O OpTaHU3alle, T0JIKHO
OBITH ONPEENEHO B YUPEAUTEIbHBIX TIOKYMEHTAX OpraHU3allly;

B) COCTaB JOKYMEHTOB, M3/JaBa€MbIX OpraHu3zaiue, pukcupyercs B Tabenae Gpopm AOKyMeH-
TOB, IPUMEHSAEMBIX OpPTaHHU3aIUEN.

11) Kakoe u3 noJioxeHuii HeBepHO?

a) MECTO COCTABIICHUS MJIM W3JIaHMs TOKYMEHTa YKa3bIBAIOT B TOM CJydae, €Clii 3aTpyTHEHO
ero onpexaeneHue no peksusuram 08 u 09;

0) MecTO COCTaBIICHUS IOKYMEHTA HE YKa3bIBACTCS B TUCHhMAX;

B) MECTHOM COCTaBIICHMs JJOKYMEHTa, KaK MPaBUIIO, SBISETCS a/ipec, 0 KOTOPOMY OpraHu3a-
ITUSI BEJIET CBOIO JICSTEIILHOCTB.

12) Ha xakoM I0OKyMeHTe He CTaBUTCS rpud yrBepkaenus?

a) pacropspKeHUe
0) ycras;
B) INTAaTHOE pacluCaHue.

13) Kakoe u3 noso:xxeHuii HeBepHO?

a) Ppe3OIoIUs MPECTaBIIeT COOOM HAMUCh HA JOKYMEHTE, CICTaHHYIO JOKHOCTHBIM JTH-
1IOM M COJICPIKAIIYIO IPUHSATOE UM PEIICHNUE;
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0) pe30JIoIHUs MPOCTABIISICTCS B TPABOM BEPXHEM YTy JOKYMEHTA MKy PEKBH3UTAMH «A -
pecar» u «TekcTy;
B) Ha JOKYMEHTE HE JIOJDKHO OBITH 00JIee IBYX PE3OJTIOIIHIA.

14) Ha kakoM JJOKyMeHTe He CTABUTCH OTTUCK Me4yaTu?
a) ycrTas;
0) OJKHOCTHAsI UHCTPYKLIKS;
B) CIIpaBKa.

15) OT™MeTKa 00 HCIIOJTHUTEIE BKJIIOYAET B Ce0sl:
a) JIOJDKHOCTb, (DAMUJIMIO M MHHUIIMAJIBI UCTIOJTHUTENSA JOKYMEHTA U ero TeleoH;
0) daMmiIMIO 1 MTHULMAIIBI UCTIOTHUTENS JOKYMEHTA, €r0 OJIMKICh U HOMep Tele(oHa;
B) HMHHIMAJIGI U (PaMUJIHIO HCITOJIHUTEIS JIOKYMEHTa U HOMEp ero TejaedoHa.

16) Kakue BapuaHTBI pacnojioKeHusl PeKBU3UTOB HA 0JIAHKAX YCTAHOBJIEHbI?
a) YIJOBOM M IIECHTPUPOBAHHBINH;
0) (maHroBbIil U MPOAOIBHBIN;
B) YIJIOBOW M MPOAOJLHBIN.

17) Ha kakoM JJOKyMeHTe He CTaBUTCH rpud yrBep:kaenus?
a) pacropsHKCHHE
0) ycras;
B) IITaTHOE PACIUCAHUE.

18) Kakoe u3 noso:xxeHuii HeBepHO?
a) Ppe3odroIus MPeJCTaBIgeT COOOM HAMUCh HA JOKYMEHTE, CICIaHHYIO JOIKHOCTHBIM JIHU-
IIOM U COJICPIKAIIYIO MPUHATOE UM PEIICHHCE;
0) pe3odronus MPOCTABIAETCS B IPABOM BEPXHEM YTy JOKYMEHTa MEKAY PEKBU3UTAMHU «A -
pecar» u «TekcTy;
B) PE30JIIONMS MPOCTABISETCS MOJ PEKBU3UTOM HaUMEHOBAHHE JOKYMEHTA.

19) Kakoe u3 nosoxeHuii BepHo?
a) 3aroJIOBOK COCTABIIACTCS K JIOOOMY TOKYMEHTY;
0) 3aroJIOBOK OTBEYAET HA BOIPOC «O Y4eM?»;
B) B KOHIIC 3aroJIOBKa TO4YKa HEC CTaBUTCA.

20) HazoBuTe pa3Mep npaBoro moJisi (B MM), KOTOPbIii YCTAHABJIUBAET sl YIPaBJIeHYECKHX
noxkymentoB 'OCT P 7.0.97-2016
a) 10 mm
0) 20 MmMm

1. CocraButh U 0pOpPMHUTH NPHUKA3HI 10 OCHOBHOM /1eATEJHLHOCTH, HE00X0AMMbIe B YIIPaB-
JICHYECKHX CUTYalHAX.
Ha Mockosckom komOunate OAO «Ckpunka» aeiictByet [lomoxkeHue o npemupoBa-
HUH PYKOBOJUTENEH 11€X0B, OT/AEIOB U CIYXO0, YTBEPKACHHOE 5 SHBApsI MPOILIOro roja.
12 anpens Tekymiero roja nupekrop komounarta B.M. JlapuoHoB mopy4nsi HadaJIbHU-
Ky OTJiena TpyJa U 3apaboTHoi miaTel MapxanoBy H.I'. paccuuraTs pasmep npemun pyko-
BOJMTENSIM OT/IEJIOB, IIEXOB U CIIy>)k0O KOMOMHAaTa 10 UTOrOM paboTHI 3a MEePBbIN KBapTai K 15
ampesns, a raBHOMY Oyxrantepy komOunata Tpommuoit C.I. — opraHu3oBath BBIILIATY Ipe-
Muu K 20 anpens TeKyLero roja.
HauanbHuk 1uiaHoBo-3koHOMHUYeckoro otena MetnoBa C.H. u riaBHbI Oyxrantep
Tpommna C.I'. 3aBU3MpoBaIN NPOEKT NpUKa3a IUpeKTopa KoMOUHaTa.
2. CocraButb 1 0QOPMHTH CiIy:KeOHbIEC MHCHbMA, HEOOXOAUMBbIE B YIIPABJICHYECKUX CHTYya-
HHAX.

B ampene Texymiero roma coctosuuch neperoBopsl npeactaButeneit 3A0 «CTekion,
BBIITYCKAIOIIEr0 M3/EHs U3 CTEeKJIa U MPEeCCOBAHHOIO XpycTais, U ToproBoil pupmser OO0
«Komdopt».

Ccpinasicb Ha pe3ynbTaThl MEperoBopoB, renepanbHblil qupexktop OO0 «KomdopT»
Hy6oB U.U. oGpatwmics ¢ mpock0oii k TeHepaibHoMy aupektopy 3A0 «Crekio» JlyroBomy
M.U. 0 noAroToBKE KOMMEPUYECKOTO MPEJIOKEHUS HA MPOJAXKy JIFOCTPBI U3 IPECCOBAHHOTO
XpycTajs ¢ yKa3aHHeM MaKCHMAaJIbHOTO KOJIMYECTBA BOZMOXKHBIX IIOCTaBOK.
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Anpec OO0 «Kombopt»: 122098, r. Ummmbaii., yn. Jdpyx0s1, 1.14, Ten/dakc (495)
549-21-34. Ilucbmo MOAroTOBUI HavyadbHUK TOprosoro otaena I'eBopksH U.C. Ten. 549-90-
65

3A0 «Crekno» Hanpasuwio OO0 «KomdpopT» KoMMepyeckoe MpeioKeHue, Tae yKa-
3aJ10: KOJMYECTBO JIIOCTP, TOTOBBIX UIsl MOCTaBKU (36 IIT.), poJ ymakoBKH (KOpoOku mo 1
IIT.), YCJIOBUS MOCTaBKHU (caMOBBIBO3), 11eHa (2 300 py6.), Cpok moCTaBKU (B TEUCHUE HENETU
MIOCJIE OIIaThI).

Anpec 3A0 «Crexmno»: 123564, r. Yoda, yn. IlpaBas, a.12, ten/dakc 540-13-09.
[TncbMO MOATOTOBMIT HAYAIBHUK OT/Iea cObITa roToBoi npoaykiuu Cepos I1.J1. Ten. 540-34-
98.

4 BapuaHT

1)

JIOKyMeHT, cojiep:kaimuii HHGOPMAaINI0, He MPeTHAZHAYEHHYIO IJIs1 IMPOKOT0 pacnpo-
CTpaHeHus:

a) HeoNmyOJIMKOBAaHHBIN;

0) HemyOJUKyeMBbIi;

B) HEINEPUOJINYECKUI.

2)

CoruracHo kiaccupuKanyy JOKYMEHTOB 110 KaHAJTY BOCIIPUATHA MH(popManun pa3inya-
0T ...

a) TEKCTOBbIE U HETEKCTOBBIE IOKYMEHTHI;

0) BU3yaJIbHBII, TAKTUIBHBIN, ayHAJIbHBIHN, ayIHOBU3YaJIbHBII;

B) IMEPUOJUYECKUE U HENIEPUOJNYECKHE JTOKYMEHTHI.

3)

Bce onepanun mo 06padoTke J0KYMEHTOB COCPEAOTOYHUBAIOTCA B €INHOM IIeHTPe - KaHIle-
JIAPUH, 001IIeM OTAeJIe MM Y CeKpeTaps IpH ...

a) LEHTPAIM30BaHHON (OpME OpraHU3aAINH JeTIONPON3BOICTBA;

0) HeueHTpanu30BaHHON (popMe opraHU3alUu IEJIONPOU3BOJICTBA;

B) CMeIaHHOW (hopMe opraHU3aIuu JICTIONPOU3BOJICTBA;

4)

IIpennazHaYeHHOCTH JOKYMEHTA /1JIsl epeaayu nHGOpMaNi B MPOCTPAHCTBE U BPeMEHH
- 3TO

a) aTpuOyTHUBHOCTD;

0) (YHKIIMOHAIBHOCTB;

B) CTPYKTYPHOCTb.

5)

Kinaccupukanusi 10KyMeHTOB HA PYKOIIUCHBIE, IeYaTHbIE, MEXaHUYECKHEe, MATHUTHDIE,
(pororpapuueckue, onTHYECCKUE, Ja3ePHBIE ABJIACTCH KIaccuPUKaumen ...

a) 1O crnoco0y JOKYMEHTHpPOBaHUS

0) MO CTeNeHH UX PacCIpPOCTPAHEHHOCTH

B) I10 KaHaJy BOCIIPUSATHUS HHPOPMAITUU

6)

Kakue oprann3anoHHbie JOKYMEHTBI YTBEPKIAKTCH PYKOBOAUTEIEeM Opranu3anuu?
a) JIOJDKHOCTHBIE MHCTPYKIIMH

0) MOJIOKEHUS O CTPYKTYPHBIX MOApa3AeICHUIX

B) MpaBuja BHYTPEHHETO paclopsiaka

I) BCE NIEPEUYHUCICHHBIE BBIIIE JOKYMEHTBI

7)

Kakmue pacnopsiiutebHble JTOKYMEHTHI H31AI0TCA HA OCHOBE eIMHOHAYAIUA?
a) peleHus
0) mnpuKassl

8)

C kaKoil HeJbI0 Ha CJ1YKeOHOM NMUCbMe YKA3bIBAIOT (aMHIIUIO U TesieOH UCTIOTHUTEeNsA?
a) s ONEepaTUBHOM CBSA3M C UCIIOJHUTEIEM
0) U NpuIaHus JOKYMEHTY FOPHIHYECKON CHJIBI

9)

B pexBusnre «Anpecar» (15) HHULIIAIBI CTABAT:
a) mepen pamuimeit aapecara
0) mnocne pamMuinu aapecara

10) Ha xakom ciy:xxe0HOM nucbMe npocrapJsiercss pekBU3UT (13) «CcebliIka HA perucTpanu-

OHHBIIf HOMep M AaTy JT0KyMeHTa»?
a) MHCbMax - Mpocb0ax
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0) COMPOBOIUTEIBHBIX MTUCHMaX
B) HH(OPMAIIMOHHBIX THCbMaX
r) MOUChbMax- OTBETax

11) TunoBoii opmMyasip AOKYMEHTA — 3TO COBOKYNHOCTH PeKBU3UTOB:
a) 00s3aTeabHBIX (ITOCTOSHHBIX )
0) HEOOXOAMMBIX JUIsl JAHHOTO TOKYMEHTa
B) pACIIOJIOKCHHBIX B ONPECIICHHON OCJIEA0BATEIbHOCTH

12) [IpoekT npuka3a no JUYHOMY COCTABY FOTOBUTCS:
a) PYKOBOJUTEIIEM OpraHH3aIuu
0) pYKOBOIUTENIEM CTPYKTYPHOTO MOApA3ACICHUS, TJI€ TPYAUTCS pabOTHUK
B) HAYaJIbHHUKOM OTJIEJIa KaJpOB

13) Kakoii peKBH3UT He BXOJMT B COCTaB NpHKa3a?
a) Jara JOKyMEHTa
0) anpecar
B) HaMMEHOBaHHE OPraHU3ALUU
r) TOJAMKCH

14) He BepeH cjieqyIonuii 3aroj10BoK NpuKasa:
a) «O peopraHu3zanuy NpeAnpUATUIY;
0) «lIpuka3s 1o IpeanpUsTHION;
B) «0O0 MU3MEHEHUH OIUIAThI OTIYCKOB)»

15) Yka:xkute npaBujIbHOE 0003HAYeHUE MeCTA U3IaHUsl IOKYMEeHTA:
a) 1. Mockaa;
06) ropoa Mockga;
B) Mocksa

16) Kak Ha3bIBajICsl TOKYMEHT, yupexxaeHHbIN [leTpom I, onpenensromuii Kpome BCEro npoyero
OpraHu3aluIo paboThl C JOKYMEHTaMH B KOJUIETHSX?
a) [ 'eHepanbHBIN PEIIAMEHT;
0) ['enepanbHblii hopmyIsp;
B) [eHepanbHbIil MaHU(DECT.

17) Kakue opraHu3aiuoHHbIe IOKYMEHTbI YTBEPK/AAI0TCSl PYKOBOJAUTE1eM OPraHu3anuu?
a) JIOJDKHOCTHBIE MHCTPYKIIMU
0) MOJOXKEHUS O CTPYKTYPHBIX MOAPA3ICICHUIX
B) MpaBujia BHYTPEHHETO pacrnopsaka
I) BCE [IEPEUYHCIICHHBIE BbIIIE JOKYMEHTHI

18) [Ipuka3Hoe 1e/10NPOU3BOACTBO ObLJIO PA3BUTO B ...
a) X-XV BB,;
6) XV-XVIIBB,;
B) XVI-XVIII BB.

19) CBUTOK U3 MOJKIEEHHBIX IPYT K APYTY JUCTOB — 3TO ...
a) rpamora;
0) TeTpap;
B) croibel.

20) Konnexckas cucreMa J1eJ0NpOU3BOICTBA B YUPEXKIEHUAX CIOKUIACH ...
a) B XVIsg,;
0) B XVIIB,;
B) B XVIIIB.

1. CocraBuTh M 0()OPMHUTH NPHUKA3BI 10 OCHOBHOM /1eATEJIbLHOCTH, HeO0X0AMMBbIE B YIIPaB-
JICHYeCKHX CUTYalHAX.

Ha ocnoBanuu pemenus [Ipasinenust OAO «l"a3npom» Ne 12 ot 27 aBrycra Te€KyIiero
roga «O JTUKBUAALMU TOCIEICTBUN aBapuu Ha razonpoBoje B I. Cypryr» reHepalbHbIN 1H-
pextop npeanpustus «Opraneproras» (r. Cypryrt) Bacunses B.C. 28 aBrycra Tekyuero roaa
n3aan npukas Ne 18 0 npoBeieHnH MPOBEPKU U YyCTAHOBIICHUH ITPUYNHBI aBAPUU.

B npukase 6b110 yka3zaHo:

1. Co3naTh KOMHCCHIO MO BBISICHEHHIO IPUYUH aBapUM Ha ydacTke razomnponoja B r. Cypryr B
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COCTaBe TJIaBHOTO MHXeHepa npeanpusatus Jlenko M.H. (mpencenarens KOMACCHUN), CTAPIIIETO
Mmactepa yuactka Cumakosa A.Il. u nnxenepa-rexnosnora Meanosa I1.11.

2. Ha3nauuTth mpoBepKy SKCITyaTallMH y9acTKa ra30mpoBojia ¢ 29 aBrycra 1o 3 ceHTsopsi.
3. KoMuccuu mopy4eHO BBISIBUTH NMPUYUHBI aBAPUU U JIaTh MPEAJIOKEHHS MO0 UX JTUKBUIALMH.
Pesynbrarel paboTel KOMUCCHU OPOPMUTDH B aKTe K 4 CEHTSIOPSI.

[TpoexT mpuka3a ObU1 3aBU3MPOBAH HAYAJBHUKOM OT/AENa OXpaHbl TPyla U TEXHUKU
6e3onacHocTH JlyranoBeim C.D.

2. CocraButb H 0pOpMHUTH CiIy:KeOHbIEe MMCHbMA, HEOOX0AMMbIEe B YIPABJIECHYECKHX CHTya-
nusx.

I'enepanbubiii gupextop 3A0 «Jlyu» Edumor C.JI. obparuics ¢ mUCbMOM K TeHe-
panbHOMY nupekTopy 3AO HayuyHO-Ipou3BOACTBEHHOTO 00BeauHenus «IIporpeccy» mpodec-
copy IlepoBy FO.H. On cooOmui, 4To ¢upMa NpUCTyNuia K BBITYCKY MPOIYKIIUU C TIPUMe-
HeHueM onrtuueckoro BoJsiokHa. [Tockonmbky HITIO «IIporpecc» sBisiercs Beayieil opraHnusa-
uei mo pa3paboTKe W MPUMEHEHHUIO ONTHUKO-BOJOKOHHBIX TEXHOJOTHH, rocrnoauH Edumos
C.JI. obparmiics ¢ mpock00ii OpraHu30BaTh KOHCYJIbTaHK IS cieruannucToB 3A0 «Jlyuy, u
coo0IMTH 00 YyI0OHOM BpEMEHH MTPOBEACHUS KOHCYIbTAIIHUH.

Anpec 3A0 «Jlyu»: 107113, r. Mocksa, yi. IlepoBckas, 1.3, Ten/dakc (495) 438-13-
24. TIucemo moaroroBua riaBHeii TexHosor Comos FO. /. Ten.438-23-65.

I'ocniogun Ilepos FO.H. otBetun, uro B HITO «lIporpeccy» rotoBsl NpuHTH CEUATN-
ctoB 3A0 «Jlyu» B m060€ yno06HOe 11 HUX BpeMs. B To e BpeMs, OH 00paTuil BHUMaHKE Ha
TO, uTo ¢ 20 mo 27 mas B Dkcnouentpe Ha Kpacnoii [Ipecue Oyner mpoxoauts MexayHapoa-
Has BbicTaBka «Ontukay, rae HIIO npencraBuT cBoM HOBBIE pa3pabOTKU U MPOEKTHI. [1oaTo-
My BCTpeya B 3TOT nepuoy Oblia Ob1 Oosiee mpenouTUTEIbHOM.

Anpec 3A0 HIIO «Iporpece»: 121113,r. Mocksa, yi1. Axkanemuka bapnauna, 1.8,
ten/dake (495)135-01-35. OtBet noarotosui Beayumii uuxkenep Ceperuna JLII.

KonTpoabsnas padora Ne 2
Bapuanr 1
1) VYkaxute, kakasi popma padoThl C JOKYMEHTAMHU MPHHSITA HA MPEINPUITHH, €CJIH BHINOJIHEHUE
BCE€X TEXHOJOIHIE€CKHUX onepalmﬁ o paGOTe C TOKYMCHTaAMHU BBINOJHACTCHA OAHUM CII€ENUATUI -
POBaHHBIM CTPYKTYPHBIM NOAPa3iejeHNeM UM ceKpeTapem?
a) HCHTPAJIN30BaHHAs
0) JCLIEHTpaIU30BaHHAS,
B) mapajuleJbHasl.
2) OcHoBHad 1HeJb cay:k0b1 JJOY
a) OCYILECTBUTbH B NOJHON Mepe Bce ACUCTBUS 110 MaTepUAIbHO-TEXHUUECKOMY 00€CTIeUeHUI0
NeSITeIbHOCTH OpraHu3alluy;
0) OCYIIECTBUTH B OJHON Mepe Bce ACUCTBUS 10 JOKYMEHTAIIMOHHOMY OOECIIEUeHHIO Jesl-
TEIbHOCTU OpraHU3alNH;
B) OCYIIECTBUTH B ITOJIHOW Mepe Bce JecTBUS 0 HHPOPMALMOHHOMY 00€CIIEUEeHUIO Jies-
TEJIbHOCTU OpPraHU3alUH.
3) K rexnosnoruyeckoii pynkuuu cay:xon1 JJOY ciaexyer oTHecTH:
a) PETUCTPAIUIO BXOISIINX, UCXOAAIINX U BHYTPEHHUX JOKYMEHTOB;
0) opraHM3alMIO0 COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpTraHU3aINH;
B) KOHTPOJIb 32 CPOKAMH HCIIOJIHEHUS TOKYMEHTOB;
I') NPOBEACHHE HKCIIEPTU3bl HAYYHOU U MPAKTUUECKON IIEHHOCTH TIOKYMEHTOB.
4) PeryaupoBaHue X012 MCIIOJTHEHUS IOKYMEHTOB, IPOXO0KI€HUS U UCIIOJTHEHHS T0KYMEH-
TOB B YCTAHOBJICHHBIN CPOK OTHOCUTCA K ...
a) K TexHoyoruyeckoi gpynkuuu ciyx0sl JJOVY;
0) K opraHu3auMoOHHON QyHKIMM cinyx0b1 JJOY;
B) K KOHTpPOJIbHOM QyHKIMH ciayx0bl JJOY;
r) K Meroaudeckoil pynkiuu ciyx6s JJOVY.
5) VYciaoBHoe 0003HaYeHHE JOKYMEHTA, IPUCBAHBAaEeMOe eMYy IIPU PerucTPalui, HA3bIBAETCH ...
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a) PermcrpanuMoHHBIN MHAEKC;
0) IlopsakoBeIii HOMED;
B) YUCTHBIN HHIIEKC.

6)

TunoBasi HOMeHKJIATypa aeJ

a) COCTaBIISIETCS IS OTHOPOHBIX 1O XapaKTepy ACATeIbHOCTU U CTPYKTYpE OpraHu3anui
(TpennpusTuii).

0) cocTaBisieTcs UL OTHOPOIHBIX 110 XapaKTepy ACITeIbHOCTH, HO UMEIONUX Pa3HYI0 CTPYK-
Typy OpraHu3amnuil (mpeanpusiTui).

B) COCTaBJISICTCS JUISl OTACIBHOTO MPEANPHUSITHS U OTPAKACT €ro CIeUuUKYy.

7)

Jeao —3To0

a) COBOKYIHOCTH JJOKYMEHTOB, TOMEIIEHHBIX B OTJCILHYIO OOJIOXKKY.

0) COBOKYIHOCTbH JIOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOIIPOCY WIIM YYaCTKY Jesi-
TEJIbHOCTH, TIOMEUIEHHBIX B OTACIBHYIO O0JIOKKY.

B) COBOKYIHOCTH JIOKYMEHTOB, OTHOCSIIIUXCS K OJJHOMY BOIIPOCY WJIM YYacCTKY JAesi-
TCJIBHOCTH.

8)

C 1ne/ib10 OBICTPOro MOMCKA JOKYMEHTHI B Jiejie PaciojiaraloTcs B onpeaeIeHHOi mocJe-

A0BATEJIbHOCTH:

a) B XPOHOJIOTHYECKOH IOCIIEeI0BATEILHOCTH (POPMUPYIOTCS B Jiea MPUKA3bI U T.1;

0) B mopsake andasuTa M0 GaMHIUSAM TPYIIUPYIOTCS B CAMOCTOSITEIBHBIE JIEIIa JINICBBIC
cueTa 110 3apIuiaTe;

B) II0 HOMEpaM B JieJia MOAIIUBAIOTCS HAKJIaIHbICe, KBUTAHIIUY;

I) BCE OTBETHI BEPHBI

J1) BCE OTBEThI HEBEPHBI

9)

JKCNepTH3a HEHHOCTH J0KYMEHTOB — 3T0

a) oTOOp IOKYMEHTOB Ha rOCYJAapCTBEHHOE XPaHEHUE

0) yCTaHOBIIEHHE CPOKOB MX XPaHEHHs Ha OCHOBE IPUHSATHIX KPUTEPHEB.

B) OTOOp JOKYMEHTOB Ha TOCY/IapCTBEHHOE XpAaHEHUE M YCTAHOBJIEHUE CPOKOB MX XpaHe-
HUSI HA OCHOBE IPHUHSITHIX KPUTEPHEB.

10) eeee ITO ABHKCHHE NOKYMEHTOB B OPraHM3aniu ¢ MOMEHTA UX CO3JAaHUA WIH IMOJTYYCHUSA

10 3aBeplIeHUs] UCTIOJTHEHHS] WJIM OTIPABJIEHHSA.
a) pEerucTpams;

0) cucrema JIOKyMEHTAIIUH;

B) JOKYMEHTOOOOPOT.

11) ITo OTHOIIEHUIO K YNIPABJIEeHYECKOMY 00bEKTY BbIIEJIAIOT JOKYMEHTOMOTOKH:

a) BHYTPEHHHH JOKYMEHTOIOTOK;

0) TOPHU3OHTAIBHBIN JOKYMEHTOIIOTOK;
B) BXOJSIINHA JOKYMEHTOIIOTOK;

T) BEPTHKAIBHBIA JOKYMEHTOIOTOK;
1) WCXOISIINKA TOKyMEHTOIIOTOK.

12) OcnoBHas uesb cay:x0b1 JOY

a) OCYIIECTBUTH B IMOJHOW Mepe BCe NEHUCTBUS MO JOKYMEHTAIIMOHHOMY O0€CTICUeHUIO JIesi-
TEILHOCTU OpraHU3alINy;

0) OCYIIECTBUTH B IMOJHOW Mepe BCE JEHCTBUSI 0 MaTEPUATHHO-TEXHUUECKOMY 00€CIIeUEHHUIO
NEeSATEIbHOCTH OPraHU3alUu;

B) OCYIIECTBUTH B MOJHOM Mepe BCE IEUCTBHS MO HHPOPMAIIMOHHOMY O0ECTICUCHHIO Jesi-
TEJIbHOCTH OPraHU3alllH.

13) K opranuzanuonnoii pyukuuu ciay:xob1 JJOY ciaenyer oTHecTH:

a) PErUCTPalMIO BXOIAIINX, UCXOAAIMX U BHYTPEHHUX JJOKYMEHTOB;

0) OpraHu3alxi0 COBPEMEHHOI'O PACCMOTPEHUS JOKYMEHTOB PYKOBOJICTBOM OpraHU3aliy;
B) KOHTPOJIb 32 CPOKAMM HUCIIOJIHEHUS JOKYMEHTOB;

I') NPOBEACHHE FKCIEPTH3bl HAYYHOU U MPAKTUUECKON IIEHHOCTH TOKYMEHTOB.

14) Benenne nn¢popManmoHHO-CIIPABOYHON padoThI MO0 JOKYMEHTAM OPraHu3alul OTHOCHT-

CAK ...

a) K TexHosoruueckoil pynkiuu ciyxost JJOVY;
0) k opraHuzanMoHHON PyHKUMHU ciy)O0bI IOV
B) K KOHTpOJIbHOM (pyHKIMHU ciryx0b1 JJOY;
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r) K Merogudeckoi ¢pyHkumu ciyx0n1 JJOY.

15) YciaoBHoe 0003HaYeHNe NOKYMEHTA, IPUCBABaeMoe eMy IIPH PerucTpanuu, Ha3bIBaeTcs ...
a) IlopsaxoBblil HOMED;
0) PermcrpanmMoHHBIN MHACKC;
B) YUCTHBIN HHIIEKC.

16) I'maBHOe Ha3HAYEHHUE PErHCTPANNHU
a) HamnpaBJICHHE JOKYMEHTA PYKOBOJIUTEIIO;
0) mnpugaHUE JOKYMEHTY IOPUINYCCKON CHIIBI,
B) TOATBEpKACHUE (pakTa ero CO3JaHus WU MOCTYIJICHNUS;
I') BBOJ IOKyMEHTa B HH()OPMAIMOHHYIO 033y OpraHU3aluu.

17) ®opmbl perucTpauun JA0KyMeHTOB MOTYT ObITH
a) KapTovHas;
0) KypHaJbHa,
B) ajnOOMHast
I') aBTOMaTU3MPOBaHHAs AeKTpoHHAas (Ha [[DBM);
1) OJOKHOTHAS.

18) IlIpumepHasi HOMEHKJIATYpa JeJl
a) COCTaBJISIETCS ISl OAHOPOAHBIX IO XapaKTepy AEATENbHOCTH U CTPYKTYpe OpraHu3anui
(npennpusarTuii).
0) cocraBisieTcs ISl OHOPOHBIX 110 XapaKTepy AEATEIIbHOCTH, HO UMEIOIIUX Pa3HYIO CTPYK-
Typy OpraHu3ainuil (mpeanpusiTui).
B) COCTaBJISIETCS JIsl OTAEIBHOIO MPEANPUSITUS M OTPAXKAET €r0 CHEeLU(UKY.

19) CoBOKYNHOCTb JOKYMEHTOB, OTHOCSIIIIUXCS K O/ITHOMY BONPOCY MJIM YYACTKY /Aesl-
TeJIbHOCTH, IOMEIIEHHBIX B OTAeJIbHYI0 00JI05KKY — HA3bIBAIOT
a) JeIom,
0) NamnKou,
B) apXUBOM.

20) C uesabio ObICTPOro MOMCKA JOKYMEHTHI B /Iejie pacioJiaraloTcs B onpeaeeHHoil mocie-
J0BATEJILHOCTH:
a) B XPOHOJIOTUYECKOH MMOCIIEI0BATEILHOCTH (DOPMUPYIOTCS B Jieiia IPUKA3bI U T.1T;
0) 1Mo HOMEepaMm B Jieja MOAIINBAIOTCS HAKIIAIHBIC, KBUTAHITUH;
B) B BOIPOCHO-JIOTHYECKOM MOCIIEIOBATEIBHOCTH MO/ IIUBAIOTCS IOKYMEHTBI C MIPHIIOKCHH -
MH.
I') BCE OTBETHI BEPHBI
J1) BCE OTBETHI HEBEPHBI

3amanmue
CoctaBuTh U 0OPMUTH CJ1yKeOHOE MHCHBMO.

B mae Tekymero roga cocrosmch neperosopsl npexacrasuteneid 3AO «Crekio», BbI-
MycKaroIiero u3aenusi u3 crekia, u topropoir pupmer OO0 «KompopTt». Ceblnasice Ha pe-
3yJIbTaThl IEPEroBOpoB, reHepanbHblil qupektop OO0 «Kompopt» Cemakun M.U. obparuics
¢ MpockOoii k TeHepanbHOMy AupekTopy 3AO «Crekio» [lenoBy T.U. 0 moaroroBke 10roBo-
pa Ha MOCTaBKY OKOHHOT'O CTEKJIa JJIs INIacTUKOBBIX OKOH. Anpec OO0 «Komdopt»: 122098,
r. Bunnoe MockoBckoi 00:1., yi. Jdpyx0sl1, 1.14, ten/dakc (495) 549-21-34. Tlucsmo moaro-
TOBHJI HayaJIbHUK Toprosoro otaena Aumkux O.I1. (ten. 549-90-65).

Bapmuanr 2

1) K rexnosoruu JOY He oTHOCHTCS:
a) TEXHOJIOTUH 00Pa0OTKH MOCTYMAIOIMINX U OTIIPABISIEMBIX JOKYMEHTOB;
0) TEXHOJIOTHH Mepeaun JOKYMEHTHON HH(POPMAIIMU KOHEUHOMY TIOJIh30BATEIIO;
B) TEXHOJIOTMH BBEJCHHUS JOKYMEHTOB B MHPOPMALMOHHYIO 0a3y TaHHBIX OpraHU3aluH;
T) TEXHOJOTHs co3AaHus JokyMeHTa B MS Word;
I) TEXHOJOTHH 00pabOTKH JOKYMEHTHON MH(POPMAIK U HAKOIUICHHUS JOKYMEHTOB;
€) TEXHOJIOTMH XPaHEHHUs M UCIIOJIb30BaHMs OTAEIbHBIX JIOKAJIbHBIX IPYII JOKYMEHTOB.

2) JloKkyMeHTBI U3 BBIIIECTOSIIIUX, MOIBEIOMCTBEHHBIX OPraHU3alHil U 00paleHusi TPAKIAH OTHO-
cATCH K
a) BXOJAIIEMY IOKYMEHTOIIOTOKY;
0) HCXOAsIEMY TOKYMEHTONOTOKY;
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B) BHYTPEHHEMY JOKYMEHTONOTOKY.

3) JleuenTpanu3zoBanHas opma opranuzanuu padoTsl ciyx0s1 JJOY npenmnonaraer

a) BBITTOJIHEHUE BCEX TEXHOJIOTMUYECKUX OMEpaIiii mo paboTe ¢ JOKYMEHTaMH OJHUM CIICIHa-
JU3UPOBAHHBIM CTPYKTYPHBIM IO/Ipa3AeICHUEM HIIH CEKpeTapeM.

0) BBITIOJTHCHUE YaCTH OIEpaIuii IEHTPATbHON CIy>)KO0H IeTOnpon3BOACTBA, U YaCTH OTEpal
Uil - B CTPYKTYPHBIX [TOJIPA3/ICICHUSX.

B) CO3JlaHKE COOCTBEHHOMW JIEIOMPOM3BOJCTBECHHOM CITYKOBI B KaXKJJOM CTPYKTYPHOM IIO/Ipa3;

JICJICHUU OJTHOM OpraHU3alliH.

4) K xoHTpoJbHO# pyHKIMHU cay:x0b1 JJOY ciexyer oTHecTH:
a) PErucCTpamo BXOAAIUX, UCXOOAIUX U BHYTPCHHUX JOKYMCHTOB,
0) opraHu3aLUIO COBPEMEHHOT'O PAaCCMOTPEHHS JOKYMEHTOB PYKOBOJCTBOM OpPTraHHU3aLUH;
B) KOHTPOJIb 32 CPOKaMH UCIIOJTHEHUS IOKyMEHTOB;
I') IpOBEJICHHE SKCIEPTH3bl HAYYHOH U MPAKTUYECKON IIEeHHOCTH JOKYMEHTOB.

5) ....—23T0 Ppukcanus pakTa co3AAHMS WIH MOCTYIUIEHHN JOKYMEHTA IIyTeM MPOCTABJIEHUS HA HEM
AAThl M PErUCTPAIMOHHOI0 HH/IEKCA C MOC/IeAYIOIUM BHECEHHEM He00X0TUMBIX CBEeHHUIi 0 10KY-
MeHTe B PericTPAMOHHYIO 0a3y JaHHBIX.

a) KOHTpOJIb,
0) perucrpanus;
B) IIEPCYCHb.

6) IlpeaBapuTenbHOe paccCMOTpPeHHE JOKYMEHTOB B ciiy:x0e JIOY moapasaessiercs: Ha
a) BaXHBIC U HEBAXKHBIC;
0) CcpouHbIE U HECPOUHBIE;
B) IS 0053aTEIFHOTO PACCMOTPEHHS PYKOBOJICTBOM U HE TPEOYIOLIHE PE30IIOIHH PYKOBO-
JICTBA W HAIIPABIISIEMbIE Cpa3y B CTPYKTYPHBIE NOJpPa3ICICHUS HCIIOTHUTEISIM.

7) Hoctynaoume 10KYMeHTHI PErHCTPUPYIOTCS
a) B JIEHb [IOCTYIUICHUS,
0) B JIeHb TONHMCAHMS MU YTBEPKICHHSL.

8) Homenkiartypa gei — 310

a) KiIacCH(HUKAIMOHHBIA CIIPaBOYHUK, 00S3aTSIBHBIN JIJIsl COCTABJICHHUS BO BCEX TOCY/IapCTBEH-
HBIX OPTaHU3AIMSIX, KOTOPBIN COJICPKUT IOTHBIN MIEPEUYCHB JIEIT, 3aBOANMBIM BCEMU CTPYK-
TYPHBIMH MO/Ipa3ACICHUSAMH, C YKa3aHHEM CPOKOB XpaHeHHUsI, 0pOPMIICHHBIH B YCTaHOBJICH-
HOM TIOPSIJIKE.

0) kiaccudukraTop KOTOPHIN, COAEPKUT MEePEUEHb MPUMEHSIEMBIX B Pa3JIMYHBIX OTPACIIAX KO-
HOMMKH JIOJDKHOCTEH pabounX | CIyXallnX, 3a)UKCHPOBAHHBIX 3aKOHOIATEIbHBIMU aKTaMH
¥ HOPMATHUBHBIMU JOKYMEHTAMH.

B) W3JaHHE MPAKTUICCKOTO HA3HAYCHHUS, C KPATKUM U3JI0KEHUEM CBEJICHUH B CICTeMaTHIe-
CKO#t opMe, B pacuére Ha BBIOOPOUHOE YTEHHE, HA TO, YTOOBI MOXKHO OBIJIO OBICTPO U JIETKO
HABECTH 110 HEMY CITPABKY.

9) I'pynnupoBaHHe HCTIOJTHEHHBIX IOKYMEHTOB B /1eJI0 B COOTBETCTBHH ¢ HOMEHKJIATYPOIi el
U cHCTeMaTH3auusi JOKYMEHTOB BHYTPH JieJia - 3TO
a) dopmupoBaHUE MANOK
0) dopmMmupoBaHuUe aena
B) dopmupoBaHue apxuBa

10) ITo cpoxkam XpaHeHHMs JOKYMEHTBbI JAeJIsITCH
a) Ha JIOKyMEHTHI C TIOCTOSIHHBIM CPOKOM XPaHEHUs, JOKYMEHTBI CO CPOKOM XPAaHEHHMs CBBIIIIE
10 net, HOKyMEHTBI CO CPOKOM XpaHeHus 10 10 ner.
0) Ha JJOKyMEHTHI C TIOCTOSIHHBIM CPOKOM XPaHEHHs, JOKYMEHTBI CO CPOKOM XPAaHEHHS CBBIIIE
Sner, TOKYMEHTBI CO CPOKOM XPaHEHHS 10 5 JIeT.
B) Ha JOKYMEHTHI C IOCTOSSHHBIM CPOKOM XPaHEHUS, TOKYMEHTBI CO CPOKOM XPAaHEHHUs CBBIIIE
3151eT, TOKYMEHTBI CO CPOKOM XPaHEHHUS 10 3 JIET.

11) lokyMeHTBI OTHIPaBJIsieMble U3 OPraHU3AIUU OTHOCATCS K
a) BXOISIEMY JOKYMEHTOIOTOKY;
0) wucxomsImEMY TOKYMEHTOIIOTOKY;
B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

12)  Lentpanu3oBanHas popma opranuzanuu padotsl ciyx0s1 JJOY npennonaraer
a) BBITIOJTHEHNE BCEX TEXHOJIOTMYECKHX OIepanuii mo pabore ¢ JOKYMEHTaMH OJHHMM CHEIHa/
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JM3UPOBAHHBIM CTPYKTYPHBIM MOJIpa3ielIeHUEM WU CEKPETapeM.

0) BBITTOJIHEHUE YaCTH ONEpaluid LEHTPATbHOM CITy>KOON NeNONMpOU3BOJACTBA, U YACTH OIEpaq
UM - B CTPYKTYPHBIX ITOAPA3JECIICHUSAX.
B) CO3JIaHHE COOCTBEHHOMW JIEIIOMPOU3BOJACTBEHHOM CIYXObl B KaXKJOM CTPYKTYPHOM I10/Ipa3;

JICJICHUU OJTHON OpraHU3alluH.

13) K meTtoauyeckoii pynkuuu cayx0b1 JJOY ciaenyer oTHecTH:
a) PETUCTPAIMIO BXOJSIINX, UCXOAAIINX U BHYTPSHHUX TOKYMEHTOB;
0) opraHM3anrio COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJICTBOM OpTaHU3aIHH;
B) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS JIOKyMEHTOB;
I') HIPOBEJECHHE SKCIIEPTU3bl HAYUYHOUN U MPAKTUUYECKON [IEHHOCTHU TIOKYMEHTOB.

14) Kontpoas — 370 ..
a) COBOKYITHOCTH JICWCTBHH, 00ECIIEYNBAIOIINX CBOEBPEMEHHOE NCIIOTHEHNE JOKYMEHTOB;
0) cucTeMaTH3MPOBAHHBIN MIEPEUCHD 3ar0JIOBKOB JIEN C YKa3aHHEM CPOKOB MX XPaHEHHUS;
B) HET NPaBWJIBHOTO OTBETA.

15) IIpenBapuTeibHOE paccMOTPEeHHE JOKYMEHTOB B cj1yk0e JJOY moapasnessiercs Ha
a) U 0053aTEIBHOTO PACCMOTPEHHS PYKOBOJCTBOM H HE TPEOYIOIINE PE30IIIOLUN PYKOBO-
JICTBA U HaIIpaBJISIEMbIE CPa3y B CTPYKTYpPHBIE MOJpa3AeseHUs] UCTIOIHUTEISIM;
0) Ba)XHbBIC U HEBAXKHBIE;
B) CpOYHBIE U HECPOUHBIE.

16) HomenkaTypa aena — 310

a) Kiaccu(pHUKATOp KOTOPBIHA, COACPKUT NMEPEUCHb IPUMEHIEMBIX B Pa3JIHYHBIX OTPACIIAX KO-
HOMHMKH JIOJDKHOCTEH PabourX | CIIyXallnX, 3a)MKCUPOBAHHBIX 3aKOHOIATEIbHBIMU aKTaMH
Y HOPMaTHUBHBIMH JIOKYMEHTaMHU.

0) kiaccu(pUKAIMOHHBIA CIIPABOYHUK, 00S3aTeIBHBIN JJIS COCTABIICHUS BO BCEX TOCYIapCTBCH-
HBIX OpPraHHU3aIUsAX, KOTOPBIH CONEPIKUT MOJIHBIN TIEPEUCHb JIEJT, 3aBOIMMBIM BCEMH CTPYK-
TYPHBIMH MTOAPA3ICIICHUSMH, C YKa3aHHEM CPOKOB XpaHEHHUs, 0OPMIICHHBII B YCTAHOBJICH-
HOM TIOPSIJIKE.

B) W3JaHHE MMPAKTUICCKOTO HA3HAYCHHUS, C KPATKUM U3JI0KEHUEM CBEJICHUH B CICTeMaTHIe-
ckoii (hopme, B pacuére Ha BEHIOOPOYHOE YTCHHE, HAa TO, YTOOBI MOYKHO OBLIO OBICTPO U JIETKO
HABECTH 110 HEMY CIIPABKY.

17) HomenkaTypa /ieJ1 OpraHu3aluy Ha cieaylonleil KajaeHIapHblii roJ cocTaBJIsieTCs
a) B 1-2 kBapranax TEKyILero roja
0) B 2-3 KkBapTanax TEKyIIEro roja
B) B 3-4 KBaprajax TEKyIIEro roja

18) ®opmupoBanue gea — 310
a) TPYNIHUPOBAHHUE UCTIOJHEHHBIX IOKYMEHTOB B JIETIO.
0) rpynnupoBaHUE JOKYMEHTOB B JI€JO M CUCTEMAaTH3aIMsl JOKYMEHTOB BHYTpPH Jefa.
B) TpYIIIMPOBAHHUE UCTIOJHEHHBIX IOKYMEHTOB B JIEJIO B COOTBETCTBUU C HOMEHKJIATypO A€l U
cucTeMaTH3anys JOKYMEHTOB BHYTPH JieJa.

19) ChopmupoBanHoe /1€J10 T0JKHO COAEPKATH
a) 250 nucroB
06) He 6omee 250 nucToB
B) He MeHee 250 nucToB

20) DxkcnepTHAsA KOMUCCHA - 3TO

a) COBeLIATEIbHBIN OpraH, ee peleHus BCTYNaloT B CUITY TIOCJIE YTBEPKICHUS PYKOBOIU-
TEJIEM OpraHU3alMH, TAK KaK COIIACHO 3aKOHOJATEIbCTBY OH HECET OTBETCTBEHHOCTh
3a COXpaHHOCTb JOKYMEHTOB.

0) coBelIaTeNbHBIN OpraH, €€ peleHHs BCTYNAIOT B CUILY I0CJIE YTBEPKACHUS PYKOBO-
JUTENIEM OpPraHU3aLHH.

B) CoBemarenbHbli, 3KCIEPTHO-KOHCYIbTaTUBHBIN OpraH, 00pa3zyeMblil B 1eNAX 3P dek-
TUBHOTO y4eTa MHEHHUS TpakJJaH U UX 00bETUHEHUH B MPOIIecce 3aKOHOTBOPUYECKON
JIeSITEJIbHOCTH.

3ananue
CocTraBuTh U 0()OPMHUTH JIOKJIATHYIO 3N CKY.
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Hauvaneauk otaena koHTposia kadecTBa 3aBoaa «Kupnuu» ComoB K.O. cocraBui nokian-
Hy!o 3anucky Ne 65 Ha umsa aupekropa 3aBoaa Cepreea C.K. o ToM, 4TO B X0OJi€ IJIAHOBBIX MPO-
BEPOK KavyecTBa MPOIYKIUHU ObLIO BBIIBICHO 25% Opaka kupnuya B exe Ne 12. Comos K.O. npo-
CHUJI MIPOBECTU MPOBEPKY C LEIbIO BBISBICHUS IPUYUHBI BHITYCKA HEKAY€CTBEHHOW MPOAYKIIMHU U
HaKa3aTh BUHOBHBIX JIMII.

HNroroBas koHTpOIBLHAsI padoTa
Jucounimnna «/lokymMmeHTallMOHHOE o0ecnieyeHre YIIPaABJIeHUs»

1 BapuanT

1)

YTO OTHOCHUTCS K MPU3HAKAM JIOKYMEHTA:
a) (yHKIMOHAIBHOCTH MH(POPMAIIUH;

0) TOXXIIECTBEHHOCTh CaMOMYy cebe;

B) 3aBEPIICHHOCTH COOOIICHHUS.

2)

... — IOKYMEHTBI, 0TPa:Kal0llie pe3yJIbTAaT CTPOUTEJHLHOI0 U TEXHOJOIHYeCKOro MpoeKTH-
POBaHUsl, KOHCTPYUPOBAHUSI, MHKEHEPHBIX U3BICKAHUI U JPYTUX padoT MO CTPOUTEILCTBY
30AHUH M COOPYKEHUH M U3r0TOBJICHUIO U3/1e/IHii MPOMBIILIEHHOT0 IIPOU3BO/ICTBA.

a) TEXHUYECKHE JOKYMCHTHI,

0) $OTOAOKYMEHTHI;

B) KHHOJIOKYMEHTBI;

r) (OHOJOKYMEHTHI;

) JOKYMEHTBI HA MAIIMHHOM HOCHUTEIIC.

3)

JloKkyMeHT, BOCHIPOU3BOASLIMIA HH(pOPMALHIO APYroro A0KyMeHTa H BCE €ro BHEUIHHe MpHu-
3HAKH

a) BTOPHWYHBIN;

0) BU3yaJIbHBII;

B) KOIHSA.

4)

CoriacHo kJaccH(PMKALMU JOKYMEHTOB 10 YPOBHIO 00001meHnss HH(pOpMALHMH Pa3InyaoT
JOKYMEHTBI:

a) IMEepBUYHBIE U BTOPUYHBIE;

0) TEKCTOBbIE U HETEKCTOBBIE IOKYMEHTHI;

B) JIOKYMEHTHI Ha €CTECTBEHHOM U MCKYCCTBEHHON MaTepHaIbHON OCHOBE;

r) NEPUOJUYECKUE U HENTEPUOJNYECKHE TOKYMEHTHI.

5)

Jyoaukar —

a) 9TO NEePBbI (MK eTMHUYHBIN) SK3eMIUISp JOKYMEHTA, 00JIa/1al0Mui I0pUIMUECKON CUIIOH;

0) PTO JOKYMEHT, BOCIPOHU3BOIAIINNA MHPOPMAIMIO JPYTOTO JOKYMEHTAa U BCE €ro BHEITHUE
NPU3HAKU WIN YacTh UX;

B) 9TO KOIIUA O(l)I/IIII/IaJ'IBHOFO JOKYMCHTA, UMCIOoIasl FOPUAUYCCKYIO CUJTY IMMOAJIMHHHUKA.

6)

TecHasi B3aMMOCBSI3b 3JIEMEHTOB U MOACHCTEM J0KYMEHTa, o0ecle4yuBaOIAs ero mejaocT-
HOCTH M TOXK/1eCTBEHHOCTH caMOMYy cebe — 3TO

a) aTpuOyTHUBHOCTH;

0) (YHKIIMOHAIBHOCTB;

B) CTPYKTYPHOCTb.

7)

IIpaBoBasi pyHKIMSA JTOKYMEHTA OTHOCUTCS K KATErOpHHU
a) TJIaBHBIE

0) obmue

B) CIElUaJIbHbIE

8)

Kakum cBoiicCTBOM MO’KHO 0XapaKTepHU30BATh HAJIHYHE Y JOKYMEHTAa HEOTheMJIEeMBbIX CJIa-
raemMbix, 0€3 KOTOPbIX OH CYyLIECTBOBATh HE MOMKET?

a) arpuOyTHUBHOCTH;

0) BEIIECTBEHHOCTD;

B) CTPYKTYPHOCTb.

9)

... — 3TO Mpolecc YNOPsSiA0YeHHUsI WM pacnpe/ie/ieHUusi JOKYMEHTOB 10 KJIAaccaM ¢ LeJIbI0 0T-
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paskeHUsl OTHOIIEHWA MeKy HUMH U COCTABJIEHHUS KJIACCU(PUKALMOHHOM CXeMBbI.
a) CTPYKTYpUpPOBAHHUE;

0) xmaccuduIMpoBaHUE;

B) JIOKYMEHTHPOBAHMUE.

10) Kakoii U3 npuBeIeHHBIX HUKe PEKBH3UTOB BKJIIOYAET MOANKCH HCIOJHUTEISI JOKyMeHTa?
a) OTMETKa 00 MCIIOJIHHUTEIIC,
0) oTMmeTrka 00 MCITOJHEHHH JOKYMEHTA M HAIPABJIEHUH €r0 B J€JI0;
B) OTMETKa O MOCTYIUICHUHU JIOKYMEHTa B OPraHU3aIIHIO.

11) HazoBuTe pa3mMep npaBoro moJisi (B MM), KOTOPbIi YCTaHABJIUBAET [IJIs1 YIIPaBJeHYECKUX
noxkymentoB 'OCT P 6.30-2003
a) 10 mm
0) 20 MM

12) Kakas yacTh TeKCTa MPUKa3a siBJIsieTcsl 00s13aTeJIbHOI ?
a) KOHCTaTHUpPYIOLIAs
0) pacnopsauTesbHas

13) PexBU3UT JOKYyMeHTa — 3TO:
a) ero OTAENbHBIN 2JIeMEeHT
0) dYacTh CIIy’)keOHOTO MHUChMa
B) (UpMEHHBIN OJIAHK

14) C noMo1mb10 KAKOT0 peKBU3MTAa 0(hopMJIsieTcsl BHEIIHee COIJIacoOBaHue JOKyMeHTa?
a) BH3BI COITIACOBAHUS
0) rpuda coriiacoBaHus

15) I3 npuBeIeHHBIX HUKE MAPHBIX HAMMEHOBAHMIT BLIOEPUTE MPOLECCHI, KOTOPbIE COKPAIIa-
0T YHCJI0 ()OPM TIOKYMEHTOB M YCTAHABJIMBAKT X €IHHOO0OPa3HOEe HATIHCAHHUE:
a) THIH3AIWS U aBTOMATH3aIUs
0) yHubuUKa¥sI 1 ONTUMH3AIHS
B) YHUDUKAIMS U CTaHIAPTH3AIHS

16) B rpynny opranuzanuonnsbix 1okymentoB HE Bxoaut:
a) TPYIOBOM IOrOBOP
0) mTaTHOE pacnucaHue
B) TIOJIO)KEHUE

17) BbiGepuTe NpaBUJIbLHBINH BapHAHT HM(PPOBOro 0popmMJieHHs AAThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13

18) Ilpuka3 saBasercs:
a) JOKYMCHTOM, MIPUHUMACMBIM KOJUJICTUAJIbHBIM OpTraHOM JIA pEIICHUA ITPOU3BOACTBCHHBIX
3aJa4, BOIIPOCOB;
6) IMPaBOBBIM AKTOM, U3AaBACMbIM PYKOBOJUTEIICM, JI PCIICHUSA OCHOBHBIX OIICPATHBHBIX 3a-
Jlay, CTOSIIUX Nepe]] JaHHOM opranu3anuei

19) Kak Ha3bIBajiCcsl TOKYMEHT, yupexxaeHHbIl [leTpom I, onpenensromuii kpome BCEro mpoyero
OpraHu3aluio paboThl C JOKYMEHTaMH B KOJUIETHSX?
a) I'eHepa/IbHBIN pPerjIaMeHT;
0) I'enepanbubiii popmyasp;
B) ['enepanbHblii Manudect.

20) OcHOBOM OpraHU3alMH JIEITETbHOCTH MUHUCTEPCTB CTaJl IPUHIIUII ...
a) KOJLIErHaJIbLHOCTH;
0) eIMHOHAYAJINS;
B) pa3jejieHUusi MOJTHOMOYHIA.

21)....9T0 ABM:KEHHE JOKYMEHTOB B OPraHH3alMM ¢ MOMEHTA UX CO3JaHUS WJIH MOJyYeHHUs 10
3aBCPIICHUA UCITOJTHEHUSA UJIH OTIIPABJICHUA.
a) PErucTpaIys;
0) cucreMa JOKyMEHTAallWH;
B) JIOKYMEHTOOOOPOT.

22) 1o 0OTHOLIEHMIO K YIIPABJEHYECKOMY 00bEKTY BbI1eJISIOT JOKYMEHTONOTOKH:
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a) BHYTPEHHHH TOKyMEHTOIOTOK;

0) TOPHU3OHTATBHBIN JOKYMEHTOIOTOK;
B) BXOZSIIMNA JOKYMEHTOIOTOK;

I) BEpPTUKAIbHBIM JOKYMEHTOMNOTOK;
J1) UCXOMSIINNA JOKYMEHTOIOTOK.

23) OcHoBHas HeJab ciayxosl 10Y
a) OCYIIECTBUTH B MTOJHOW Mepe BCE ACUCTBUS 110 JIOKYMEHTAIIMOHHOMY OOCCIICUCHHIO JIes-
TETHHOCTH OpPTaHU3AIINH;
0) OCYIIECTBUTH B MOJHOW Mepe BCE ACUCTBUS 110 MATEPUATBHO-TEXHHUECKOMY 00€CIICUeHUI0
JESITEIIbHOCTH OpTraHU3aIuy;
B) OCYIIECTBUTbH B ITOJHOW Mepe BCE ACUCTBUS 110 HHPOPMAITMOHHOMY 00ECIICUCHUIO JIeSTEIb-
HOCTH OpraHu3aluu.

24) K opranuszanuonHoii pynkuun ciayxonl JJOY cienyer oTHeCTH:
a) PErucCTpalo BXOAAIUX, UCXOOAIUX U BHYTPCHHUX JOKYMCHTOB,
0) opraHM3aIrI0 COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJICTBOM OpPTaHU3aIlHH;
B) KOHTPOIIb 32 CPOKAMHU UCIIOJHEHUS IOKYMECHTOB;
I') TNPOBEJICHHUE YKCIEPTH3bI HAYYHOH W MPAKTUYECKOM IIEHHOCTH TOKYMEHTOB.

25) Benenune HH(pOPMALHOHHO-CIIPABOYHOI PaGoOThI 110 TOKYMEHTAM OPraHU3aIMU OTHOCHTCH K
a) K TeXHOJIOTH4ecKoil GpyHkimu ciyx0s1 JJOY;
0) K opranuzanroHHON pyHKIKU ciyx0b1 IOV
B) K KOHTpOJIbHOU (yHKIMHU ciry)061 JIOY;
r) K Mmeroaundeckoil pynkiuu ciayx0sl IOY.

26) YcaoBHOe 0003HaYeHHE TOKYMEHTA, IPUCBalBaeMoe eMy MPHU PerucTpauunu, Ha3bIBaeTcs ...
a) IlopsakoBbiii HOMED;
0) PermcrpaumoHHbIN HHIEKC;
B) YUeTHBII UHJCKC.

27) I'naBHOe Ha3HAYeHHeE PerucTpalu
a) HampaBJEHUE JTOKYMEHTa PYKOBOJIUTEIIO;
0) npugaHue JOKYMEHTY IOPUIUYECKON CHUIIbI,
B) MOATBEp)KACHUE (aKTa €ro CO3JaHMs WIK NOCTYIUICHUS;
I') BBOJ JIOKyMEHTa B MHPOPMAIMOHHYIO 0a3y OpraHu3aluy.

28) ®opMbI perucTpaumu 10KYMeHTOB MOTYT ObITh
a) KapToyHas;
0) ’KypHaibHas,
B) aibOOMHas
I') aBTOMAaTHU3MPOBaHHas 3JeKTpoHHas (Ha [I9BM);
1) OJOKHOTHAsI.

29) COBOKYNHOCTH TOKYMEHTOB, OTHOCSIIIUXCS K OTHOMY BOMPOCY WJIM YYACTKY JAesTeb-
HOCTH, IOMEIIEHHBIX B OTJEJbHYI0 00/105KKY — Ha3bIBAKOT
a) JeioMm,
0) Tmankoi,
B) apXUBOM.

30) DxcnepTH3a HEHHOCTH TIOKYMEHTOB — 3TO
a) 0TOOp JOKYMEHTOB Ha rOCYJapCTBEHHOE XPAaHEHUE WM YCTAHOBJIIEHNE CPOKOB UX XPAHEHHS
Ha OCHOBE TIPUHSTHIX KPUTEPUEB.
6) oTOOp TOKYMEHTOB Ha IOCYJapCTBEHHOE XpaHEHHE
B) YCTaHOBJICHHE CPOKOB MX XpaHECHUS HAa OCHOBE MPUHSATHIX KPUTCPHEB.

3amanue

CocTtaBuTh U 0)OPMHUTH CJIYKEOHYIO 3AIIUCKY.

CocTaBuTh NOKIAJHYI 3allUCKY HadajabHUKa otnena pykosoautento 3A0 «HTC-JImpep» o
(akTe HEBBIMOIHEHHS PAaCHOPSKEHHs] O MOHTa)ke 00Opy/JI0BaHUs Ha y4yacTKe IO MPUYHHE Cclia-
60ro KOHTPOJISI CO CTOPOHBI TMIAaBHOT'O MeXaHuKa. OCTalbHbIE TaHHBIE YKa3aTh CAMOCTOSITENBHO.
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HTorosasi KOHTpoJIbHasE padoTa
JAucuumimna «J{[okyMeHTAaUMOHHOEe o0ecneuyeHue YIpaBJIeHus»

2 BapuaHT

1) JIokyMeHT MJIM KOMILJIEKC TOKYMEHTOB 3TO ...
a) TpeaAMeT JOKYMEHTOBEICHHS;
0) OOBEKT TOKYMEHTOBEJCHUS;
B) JIOKyMCHTOBEJICHUE.

2) Kakasi pyHKIUSI OTHOCUTCS K CHENHAJBHBIM (YHKIIUSIM TOKYMeHTa?
a) YIOPSIOYUBAIOIIAS,
0) ympaBlieHUYECKas;
B) WHPOPMAIMOHHAS.

3) ... — IOKYMEHTBI, CO3aHHbIE C MCI0JIL30BAHHEM HOCUTEJIeH 1 c1ocod 3anucH, odecneyn-
BAaKIIHUX OTPAOOTKY HX HH(OPMAIUH 3JIEKTPOHHO-BHIYUCIUTEIbHON MAILIMHOM.
a) TEXHUYECKHE JOKYMEHTHI,
0) (HOTONOKYMEHTHI;
B) KHHOJIOKYMEHTHI;
r) (OHOJOKYMEHTHI;
) JOKYMEHTBI HA MAIIMHHOM HOCHUTEIIC.

4) JlokyMeHT, BOCHPOU3BOAALIUI MHGOPMALMIO APYroro J0KyMeHTa M BCe ero BHeEIIHUe
NMPU3HAKHU
a) BTOPHUYHBIN;
0) BU3yaJIbHBII;
B) KOIHSA.

5) Ayoamkar —
a) 9TO MEPBBIM (WM €IUHUYHBINA) SK3EMIULIp HOKYMEHTAa, O0JNaJalonIiil IOpUInYecKon Ccu-
JIOH;
0) 9TO JOKYMEHT, BOCIIPOU3BOIAIINI HH(GOPMAIIUIO APYTOr0 TOKYMEHTa M BCE €r0 BHEITHHE
IMMPU3HAKH WUJIK YaCTh UX;
B) 9TO Komusl O(UIIMATBHOTO JOKYMEHTA, MMEIoIas IOPUINYECKYIO CUITY MOAJMHHUKA.

6) TecHasi B3aUMOCBSI3b 3JIEMEHTOB M IOJCHCTEM JTOKYMEHTA, 00eCleYnBaIOIasl ero meJsio-
CTHOCTH W TOKIECTBEHHOCTH CAMOMY cede — ITO
a) aTpuOyTUBHOCTE;
0) (YHKIHOHATHHOCTE;
B) CTPYKTYPHOCTb.

7) IlpaBoBasi pyHKIHUSI TOKYMEHTA OTHOCHTCSI K KATErOpuH
a) TJIaBHBIC
0) oOmue
B) CIEIMaJIbHbIE

8) JloxkymeHT, cogepxamuii nHGoOpMALMIO, He IPeJHA3ZHAYEHHYIO /I IHIHPOKOIr0 pacnpo-
CTpPaHeHus
a) HeoMmyOJIMKOBAaHHBIN;
0) HemyOJIMKyeMblii;
B) HENEPHOIUYECKHM.

9) Bce onepanuu mo 06padéoTKe JOKYMEHTOB COCPEI0TOUYMBAIOTCS B €IMHOM LIEHTPE - KaH-
HeJIsIpUM, 001EeM OT/IeJIe WJIH Y CeKpeTaps MpH ...
a) IEHTPAIM30BAHHOUN OpMeE OpraHu3alnU AeTOMPOU3BOICTBA;
0) JerneHTpaTIn30BaHHOW (JopMe OpraHU3aINH JIeTOTPON3BOICTBA;
B) CMelIaHHOW (hopMe opraHu3aIuu AeTIONPOU3BOJICTBA;

10) Kakue opranusaiuoHHbIe IOKYMEHTbI YTBEP:KAAI0TCSl PYKOBOAUTe1eM OPraHu3anum?
a) JIOJDKHOCTHBIE MHCTPYKIIMH
0) MOJOXKEHUS O CTPYKTYPHBIX MOJpa3AeICHUsX
B) IpaBHJa BHYTPEHHETO pacropsiaKa
r) BCe [IePEUrCIICHHbIE BBIIIE JOKYMEHTBI
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11) Kakue pacnopsiiuTe/ibHble JOKYMEHTHI H31aI0TCS HA OCHOBE eIMHOHAYAJIHS ?
a) peueHUs
0) mnpuKassl

12) C kaxoii nejibi0 Ha CJIYKe0HOM MUCbMe YKa3bIBalOT (paMUIuI0 U Tesle)OH UCIOJHUTe-
as?
a) s ONEepaTUBHOMW CBSA3M C UCIIOJHUTEIEM
0) U1 NpUIaHKs JOKYMEHTY FOPUANYECKON CHIIbI

13) Ha kakoM cjiy:ke0HOM nucbMe npocrasJisiercs: pekBU3HT (13) «CeblIKa HA perucTpanu-
OHHBIM HOMEP M AaTy JOKYMEHTa»?
a) MHCbMax - Mpocbdax
0) CONPOBOIUTEIBHBIX MTUCHMaX
B) HH(OPMAIIMOHHBIX THCbMaX
r) IUCbMAax- OTBETaX

14) TunoBoii opmMyasip AOKYMEHTA — 3TO COBOKYNHOCTH PEKBU3HTOB:
a) 00s3aTeabHBIX (ITIOCTOSHHBIX )
0) HEOOXOAMMBIX JUIsl JAHHOTO TOKYMEHTa
B) DACIIOJIOKEHHBIX B ONPEJICIICHHON MOCIIeIOBATEIIBHOCTH

15) IpoekT npukasa 1no JUYHOMY COCTABY FOTOBUTCS:
a) PYKOBOJUTENIEM OpraHu3aluu
0) pyKOBOJIUTENEM CTPYKTYPHOI'O OJAPA3AEICHUS, I/1€ TPYAUTCS paOOTHUK
B) HA4yaJbHUKOM OTJIeJIa KaJIpOB

16) Kakoii pekBM3MT He BXOAUT B COCTAaB NpUKa3a?
a) Jara JOKyMEHTa
0) angpecar
B) HaMMEHOBaHHE OPraHU3ALUU
r) TMOJIUCH

17) He BepeH cienyomuii 3arojioBoK NpuKasa:
a) «O peopraHu3zalnuy OPeANPHUITUI;
0) «lIpuka3 no npeanpusATHION;
B) «OO0 M3MEHEHUH OILIAThl OTIYCKOBY

18) Ykaxkure npaBuiIbHOEe 0003HAaYeHHE MeCTa U3/1aHusl IOKyMeHTAa:
a) 1. Mockaa;
06) ropoa Mockga;
B) Mocksa

19) Kak Ha3bIBajiCcsl TOKYMEHT, yupexxaeHHbIl [leTpom I, onpenensromuii kpome BCEro mpovero
OpraHu3aluio paboThl C JOKYMEHTaMH B KOJUIETHSX?
a) I'eHepa/IbHBIN pPerjiaMeHT;
0) I'enepanbublii popmyasp;
B) ['eHepanbHblii Manudect.

20) Kakue opraHu3anMoHHbIe JOKYMEHTbI YTBEPKAAKOTCH PYKOBOAMTE1eM OPraHu3anuu?
a) JIOJDKHOCTHBIE MHCTPYKIIMH
0) MOJIOKEHUS O CTPYKTYPHBIX MO/Apa3AeICHUIX
B) MpaBujia BHYTPEHHETO pacrnopsaka
I) BCE IEPEUYHCICHHBIE BBIIIE JOKYMEHTBI

21) CBUTOK U3 MOAKICEHHBIX IPYT K APYTY JUCTOB — 3TO ...
a) rpamMora;
0) Terpanb;
B) cToJI0€Il.

22) IoKyMeHTbI U3 BbIIIECTOSIIIHX, MIOIBEOMCTBEHHbIX OPraHU3ALUI U 00palleHnsT IPaskK-
JIaH OTHOCATCH K
a) BXOMAAIIEMY JOKYMEHTOIOTOKY;
0) wucxomsIEeMy T0KyMEHTOIIOTOKY;
B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

23) [leuenTtpanu3oBanHas popma opranuzanuu padotsl ciayx0sl IOY npeamnonaraer
a) BBITIOJTHEHNE BCEX TEXHOJOTMYECKUX OIepalnuii mo paboTe ¢ JOKYMEHTaMU OJHHUM CIie-
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UATU3UPOBAHHBIM CTPYKTYPHBIM MOAPA3/IEIICHUEM MM CEKPETapEM.

0) BBINOJIHEHUE YaCTH ONEpaIfii EHTPAIbHOM CITyKO0H AeT0NMpPOU3BOICTBA, U YAaCTH ONepa-
UM - B CTPYKTYPHBIX ITOAPA3JIECIICHUSAX.
B) co3JlaHhe COOCTBEHHOM JEIONPOU3BOICTBEHHON CIYXKObl B KaXJIOM CTPYKTYPHOM IOJ-

paszieJICHUN OJTHOW OpraHU3aIlHH.

24) K xoHTpoJbHO# (pyHKImMu cay:xob1 JJOY ciexyer oTHecTH:
a) PErHCTPAIMIO BXOASAMINX, HCXOSIIMX U BHYTPEHHUX JOKYMEHTOB;
0) opraHu3aLUI0 COBPEMEHHOI'O PaCCMOTPEHHSI JOKYMEHTOB PYKOBOJICTBOM OpPraHU3aLUH;
B) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS IOKYMEHTOB;
I') HOPOBEIEHME SKCIEPTU3bl HAYUYHOM U MPAKTUYECKON [IEHHOCTHU IOKYMEHTOB.

25)....— 23710 pukcanus GpakTa co3qaHUs WIH MOCTYNJIEHHUsI JOKYMEHTA IMyTeM IPOCTaBJIe-
HHS HA HeM /1aThl H PerucTPALMOHHOI0 HHIEKCA € MOCJIeIyI0IMM BHeCeHHeM Heo0Xo-
JAUMBIX CBeJleHHii 0 JOKyMEHTe B PerncTPallMOHHYI0 023y JaHHBIX.

a) KOHTpPOJIb;
0) perucrpanusi;
B) IEpEYEHb.

26) [IpenBapuTe/ibHOE paccMOTPeHHe TOKYMeHTOB B ciy:xoe JJOY noapaszaessiercst Ha
a) BaXKHBIC U HEBAXKHBIC,
0) CpOYHBIC M HECPOYHBIC;
B) Ui 0053aTEIILHOTO PACCMOTPEHUS PYKOBOACTBOM M HE TPEOYIOIIHNE PE30TIOLNH PYKOBO-
JICTBA M HaIIPaBJISIEMbIE CPa3y B CTPYKTYPHBIE MOJIpa3eNIeHUs] UCTIOTHUTEISIM.

27) lHocTtynawuye J0KYMEeHTbI periCTPUPYIOTCS
a) B JICHb [IOCTYILJICHUS,
0) B JIeHb NOJINUCAHUS WIN YTBEPIKJICHUS.

28) HomeHnkJ1aTypa J1eJl OpraHu3aluy Ha cJieAylolell KaJleHIapHbIii roj cocTaBJisieTcs
a) B 1-2 kBapranax TEKyILero roja
0) B 2-3 KBapTanax TEKyIEro rojaa
B) B 3-4 KBaprajax TEKyIEro roja

29) I'pynnupoBaHue UCTIOJTHEHHBIX JOKYMEHTOB B /110 B COOTBETCTBHH ¢ HOMEHKJIATYPOii
JAeJ U CUCTeMATH3alUsl JOKYMEHTOB BHYTPH J1eJia - 3TO
a) dopMupoBaHUE MANOK
06) dopmMmupoBaHHUE aea
B) dopmupoBaHue apxusa

3aganue

CocTraBuTb H 0OPMHUTH NPHUKA3 110 OCHOBHOM 1eATEJbHOCTH.

CocraButh npukas (yrioBoe pacnonoxenue pekBu3zntoB) OAO «PEMOHTHUK» o mposenennu
PEMOHTHBIX paboT. B KoHCTaTHUpyIOIIEH YacTh yKa3aTh 1eTb U3JaHus IprKa3a (B CBSI3U C aBa-
PUHHBIM COCTOSTHUEM OTOMHTENIBHOU cucTeMbl B 11exe Ne 4). B pacnopsiiuTensHON 4acTH yKa-
3aTh CPOKH MPOBEACHHS PEMOHTHBIX paObOT, OTBETCTBEHHBIX, KOHTPOJIb 32 UCIIOJTHEHUEM pac-
MOPSKEHUST BO3JIOKUTh Ha HadaiabHUKA 1iexa. @O coTpyIHUKOB U OCTalbHbIE JAHHbBIE YKa-
3aTh CAMOCTOSITEIBHO.
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