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1. TACHOPT PABOYEW MPOTIPAMMBI JUCIATLIIMHBI

1.1.

OobsacTh NpuMeHeHus1 pado4eil MPOrpamMmbl

Pabouas mporpamma TUCIUIUIMHEI SIBJISIETCS YaCThIO OCHOBHOHM 00pa3oBaTEbHOMN Mpo-
rpammbl B cooTBeTcTBHH ¢ PI'OC mis cnenmansHocT: 40.02.03 TIpaBo u cyneOHOe aIMHUHUCT-
pupoBanue (ykpynHéHHas rpynna crneuuaibHoctedl 40.00.00 FOpucnpynenuus) ans odydaro-

IIUXCSI OYHOW OPMBI O0yUCHHUS.

1.2.
TeJIbHON NMPOrpamMMBbl:

MecTo yueOHO# JUCUMILUIMHBI B CTPYKTYpPe OCHOBHOI NpodeccuoHanbLHOol 00pa3oBa-

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

cuonanpubIx aucuumnd [TTTCCS.

1.3. Leap u niiaHupyeMble pe3yJibTAThbl 0CBOCHHUS M CHMIIJIMHbBI:
Kox OK, IIK YMmenus 3HaHusA
OK 1. IToHuMarh CyHUIHOCTh M COLIMAJIb- | IPUMEHSATH HA IPAKTUKE TEPMHHOJIOTHIO B 00acTu
HYI0 3HA4MMOCTb CBOEW Oyaylied Npo- | rocyJapCTBEHHbIE CTaH- JIOKYMEHTAIUOHHOTO

deccun, MpOABIATH K HEMl YCTOWYMBBINMA
HHTEpEC.

JapThl, APYTUe HOPMATUB-
HO-METOJINYECKHE JTOKY-
MEHTBI, pErNIaMEHTUPYIO-
1Y€ OPraHU3aLHIO JOKY-
MEHTaLMOHHOTr0 obecre-
YEHUS yIPABIICHHUS;

obecrieueH s yIpaBICHuU;
HOPMATUBHBIC TOKYMCH-
TBI, PETIIAMCHTUPYIOIITHE
cocTaBlieHUE B oopMmIIe-
HHE JOKYMEHTAIMH H I10-
psAaoK ee 00paboTKu;

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO
JIeSITEJIbBHOCTh, BHIOMPATh TUIIOBBIE METO-
JIbl U CIIOCOOBI BBINOJIHEHUS MTPOeccHo-
HAJIBHBIX 3a7lad, OLUEHHBATh WX JPPek-
TUBHOCTb U KaY€CTBO.

PUMEHSTH Ha IPAKTHKE
rOCYJapCTBCHHBIC CTaH-
JapThl, APYrHe HOPMATHUB
HO-MCTOAUYCCKHUC HOKy-
MEHTBI, PETIIAMEHTHPYIO-
II1€ OPTaHU3AIHIO JTOKY-
MEHTAIIMOHHOr0 o0ecIe-
YEHHUS YIIPABJICHUS,

HOPMAaTUBHBIE JOKYMEH-
ThI, pErJIaMEHTUPYIOILINE
cocTaBlieHUE 1 ohopmIie-
HUE JIOKYMEHTALUU U T10-
pPAIOK ee 00paboTKH;
IIpaBUJia COCTABJICHUS U
o(opMIIeHHs OpraHu3alu-
OHHO-PACIIOPAIUTEIBHBIX
JIOKyMEHTOB, BXOZSILUX B
YHuduuupoBaHHyo cuc-
TEMY OpraHU3alMOHHO-
pacopsAUTENbHBIX T0KY-
MEHTOB, Y HU(ULIMPOBaH-
HYIO CUCTEMY IIEPBUYHON
YYETHON JOKYMEHTAIUU B
4acTH JOKYMEHTAIUH 110

yueTy Tpyna;

OK 5. HUcnonb3oBarh MH(OpPMALKOHHO-
KOMMYHHKAITIOHHBIE TEXHOJIOTUU B TMPO-
(dheccroHaTBHOM IeATETLHOCTH.

HpI/IMCHSITB Ha HpaKTI/IKe
rOCy/1IapCTBEHHBIE CTaH-
JIapThI, IPYru€ HOPMATHUB-
HO-METOJIMYECKUE JIOKY-
MEHTBI, PErIAMEHTUPYIO-
M€ OpTraHU3aIUIo JOKY-
MEHTALIMOHHOTO 00ecIe-
YEeHUsI YIIPABIICHUS;
COCTAaBJIATH U HpaBI/IHBHO

IIpaBUJjIa COCTABIICHHUS U
o(opMIIeHHs OpraHu3alu-
OHHO-PAaCIOPSIIUTENbHBIX
JIOKYMEHTOB, BXOJSIIUX B
YHuduimpoBaHHyo CHc-
TEMY OpraHU3allMOHHO-
paclopsAUTENbHBIX T0KY-
MEHTOB, Y HU(DUIMPOBAH-
HYI0 CUCTEMY IEPBUYHOU




0(pOpPMIISITH OCHOBHBIE BU-
JIbl OPTaHU3AI[OHHO-
PacnopsITUTEIbHBIX TOKY-
MEHTOB;

Y4ETHOU JOKYMEHTALUU B
4aCTU JOKYMEHTALUHU 110
y4ery Tpyna,

MOPSIIOK IIPOBEIECHUS IKC-
IEPTU3bl LIEHHOCTU JOKY-
MEHTOB U IOJAIOTOBKH JIE]
K apXMBHOMY XPaHEHUIO;

OK 8. CamocTosTEIbHO ONpENesaTh 3a-
Jauu Mpo(eCcCHOHANTBHOTO U JIMYHOCTHO-
ro pa3BUTHS, 3aHUMATbCS caMO0Opa3oBa-
HUEM, OCO3HAHHO IUIAHUPOBATH MOBHIIIIEC-
HUE KBATH(UKALINH

HNPUMEHSATh Ha MPAKTHKE
roCyIapCTBEHHbIC CTaH-
JIapThl, APYrHe HOPMATHB-
HO-METOAMYCCKHE JOKY-
MEHTBI, PETJIAMCHTUPYIO-
IIME OPTaHU3AIHMIO JIOKY-
MEHTAIIMOHHOTO o0ecIie-
YCHUS YIIPABICHHUS,
COCTAaBJISITh U IPABUIIBHO
0(pOpMIISITH OCHOBHBIE BU-
JIbl OPraHU3aI[MOHHO-
PacHopsITUTEIbHBIX TOKY-
MEHTOB;

HOpPMAaTHBHBIE JOKYMEH-
ThI, PETJIAMEHTUPYIOIIHE
cocTasiieHue U oopmiie-
HUE JOKYMEHTAIUH U T0-
PAIOK ee 00paboTKH;
NpaBUjIa COCTABJICHUS U
o(opMIIeHHs OpraHu3alu-
OHHO-PACTIOPATUTEIBHBIX
JIOKYMEHTOB, BXOJISIIMX B
YHUGHUIHUPOBAHHYIO CHC-
TEeMY OpraHU3alMOHHO-
pacropsauTeIbHbIX JOKY-
MEHTOB, Y HU(DHUIMPOBAH-
HYIO CUCTEMY IIEPBUYHON
YY4ETHOU JOKYMEHTALUU B
YacTH TOKyMEHTAllUU 10

yueTy Tpyna;

OK 9. OpuentupoBaThCsi B YCJIOBHSX TO-
CTOSIHHOT'O U3MEHECHHUS TIPABOBOM 0a3bl

HpI/IMerlTI) Ha HpaKTI/IKe
rOCY/JIapCTBCHHBIC CTaH-
JapThl, Ipyrue HOpMaTUB-
HO-METOJMYECKHE JTOKY-
MEHTBI, PErIIaMEHTUPYIO-
1€ OPTaHU3AIHIO JIOKY-
MEHTALIMOHHOT0 00ecIe-
YEeHUsI YIPaBICHUS;

HOPMAaTHUBHBIEC JOKYMEH-
Thl, PErJIAMEHTUPYIOIINE
cocraBiieHue U oopmite-
HUE JOKYMEHTAlUHU U M0-
pAIOK ee 00paboTKH;
[paBUjIa COCTABJIECHUS U
odopMIIeHUS OpTaHU3aIU-
OHHO-PaCNOPAIUTEIbHBIX
JOKYMEHTOB, BXOJISIIIIUX B
YHUPUIHPOBAHHYIO CHC-
TEMY OpTaHU3aIMOHHO-
pacropsIUTeIbHBIX JOKY-
MEHTOB, Y HU(DHUIIMPOBAH-
HYIO CUCTEMY IIEPBUYHOU
YYETHOHM TOKyMEHTAallUu B
YaCTH TOKyMEHTAIIUHU TI0

yueTy TpyJa;
[1IK 1.2. TonaepxuBaTh B akTyaJlbHOM | IPUMEHATh HAa IPAKTUKE TEPMUHOJIOTHIO B 00JaCTH
COCTOSTHUM 0a3bl HOPMATUBHBIX IPaBO- | TOCYJAPCTBEHHbIE CTAH- JIOKYMEHTAllMOHHOTO

BbIX AKTOB U cyne6H0171 IIPAKTUKHU.

JapThI, IPYrHue HOPMATUB-
HO-METOOUYCCKUEC )]OKy-
MEHTBI, PeTJIaMEHTHPYIO-
II1€ OPTaHU3AIHIO TOKY-
MEHTAIIHOHHOTr0 o0ecIIe-
YEHHUS YIPABJICHUS,

obecrieyeHust yrpaBlIeHUs;
HOPMATUBHBIC TOKYMCH-
ThI, pETJIAMEHTHPYIOIIINE
cocTaBieHue u oopmiie-
HUE TOKYMEHTAIIUU U TI0-
PAIOK ee 00paboTKH;
MOPSIOK TIPOBEICHUS IKC-
MNEPTU3bI IIECHHOCTU OOKY-




MEHTOB U IOJATOTOBKH JIE]
K ApXUBHOMY XPaHEHUIO;

[IK 2.3. OcyiiecTBisTh U3BEIICHHUE JIUII,
YYaCTBYIOIIMX B CyJIeOHOM pa3OupaTeib-
CTBE, MPOW3BOAHUTH PACCBHUIKY U BpyuYe-
HUE CyJIeOHBIX JOKYMEHTOB U H3Bellle-
HUH.

IIPUMEHSATH HA IIPAKTUKE
rOCyJIapCTBEHHBIE CTaH-
JapThl, Ipyrue HOpMaTUB-
HO-METOJMYECKHE TOKY-
MEHTHI, PErIaMEHTUPYIO-
IIM€ OPTaHU3AIHIO TOKY-
MEHTALIHOHHOr0 o0ecIIe-
YEeHUS YIPABICHHMS,

HOPMATUBHBIC TOKYMCH-
ThI, PETIIAMCHTUPYIOIIHE
cocTaBlieHUE 1 0dopMIIe-
HHE JOKYMEHTAI[MH H I10-
psAaoK ee 00paboTKu;
npaBuiia COCTABICHUS
MOPSIOK TIPOBEICHUS IKC-
HepPTHU3bI IEHHOCTH JIOKY-
MCHTOB U ITIOAT'OTOBKH OCJ
K apXMBHOMY XPaHEHHIO;

2. CTPYKTYPA U COAEP/KAHUE JUCLHUIIJIMHBI

2.1. OO0beM IMCHUIIMHBI U BU/BI YU4eOHOH padoThl
Bup yuedoHoii paboTbl O0bem yacoB

MakcumanbHas yyeOHas Harpy3ka (Bcero) 50
O0s3aTesIbHAsI AYIUTOPHAs Y4eOHAsi Harpy3Ka (Bcero) 32
B TOM YHCIIE:

neKuuu (Ypoku) 12

IIPAKTHUYECKUE 3aHATHS 20
CamocrosiTesibHas padoTa o0yuyaruerocs (Bcero): 15

[TpomexxyTouHas aTTectanus B popmMe UTOTOBOM KOHTPOJIBHOU pabOThI

[To nucuuIuIMHE NMPEyCMOTPEHO 3 Yaca KOHCYJIbTAIUMA




2.2. TemaTuyeckuii JIaH U cojiep:KaHHe TN CHUTIHHBI

AKTHBHBIE U | YPpO
HHTEPAKTHB- | BeHb
HaunMeHoBaHue pa3jeiioB u Conepsxanue y4e0HOro MaTepuaJia, NpaKTHYeCKHe U TeOpeTHYeCKHe 3aHATHS, O0Bem
TeM caMoCTosITeIbHAsI padoTa o0y4yaromuxcs 4acoB HbIE opMEI oc-
NpOBeJleHNsl | Boe-
3aHATHH HHUSA
1 2 3 4 5
Pa3nen 1. lokyMeHTHPOBaHUE YIIPABJIEHYECKOI e TeJILHOCTH
Tema 1.1 Beenenue. Cooeporcanue yuednozo mamepuana: Huckyccus 1
[lonaTne nokymeHrTa, ero cBoi- | 1) JlokyMeHTannoOHHOE 00ecTieueHUe yIpaBieHNs, O0ObEKT, IPEAMET, LU U 3aJa4u
CTBa, MPU3HAKU U (PYHKIIUU JOVY. [Ienonpou3Bo/ICTBO, €r0 3JIEMEHTHI, (DOPMBI JISIOIPOU3BOICTBA
2) CBoiicTBa U MPU3HAKH IOKYMEHTA.
3) OYHKIMU JOKYMEHTa
Tema 1.2 Metonp! u crioco0bl | Codepacanue yuedonozo mamepuana: Huckyccus 1
JnokyMmeHTupoBanus. Knaceu- | 1) JokymeHTrpoBaHue. MeTobpl ¥ CIOCOOBI TOKYMEHTHPOBAaHUS
(uKanyst JOKyMEHTOB 2) CpencTBo 1OKyMEHTUPOBAHHUS
3) Knaccudukamms T0KyMeHTOB
Tema 1.3 Yuudukanus u cran- | IIpakmuueckoe 3anamue: Tpenunr 2
JapTu3anus J0KyMeHTOB. Pex- | 1) VYHudukanus u cTaHaapTH3aus JOKYMEHTOB.
BU3UTHI IOKYMEHTOB 2) CocraB peKBU3UTOB JOKYMEHTOB
3) TpeboBanus K 0OpPMIICHUIO PEKBU3UTOB JIOKYMEHTOB
Camocmoamenvnasn paboma: 2
CoctaBuTh KOHCIIEKT «O0ume TpedoBaHus K OJaHKaM TOKYMEHTOBY
Tema 1.4 PexBusutsl 1okyMeH- | Codeporcanue yuetonozo mamepuana: Juckyccus 2
TOB U O0IIME MPaBHiIa UX 1) Wzyuenne pekBU3UTOB JOKYMEHTOB Ha 00pa3iax JOKYMEHTOB
odopmIieHus 2) OdopmieHne TOKYMEHTAIH B COOTBETCTBUU ¢ HOPMAaTHBHOM 0a30i, HCIOJIB3Ys
yHA(UIPOBaHHBIE POPMBI JOKYMEHTOB
Tema 1.5 Yuudpuuuposannas | Codepicanue yuedonozo mamepuana: Juckyccus 1
CHUCTEeMa OpraHU3alMOHHO- 1) Ocuogubie nousTus Y COPJ]
paclopsINTENbHON TOKYMEH- | 2) Ha3znauenwue, coctaB u opopMIIeHHE OpPraHU3allMOHHO-TIPABOBOM JOKYMEHTAIINH
Taluu 3) Haznauenwue, coctaB u opopmieHre HHOOPMAMOHHO-CIIPABOYHON TOKYMEHTAIMN
4) Hasnauenwue, coctaB 1 0()OpMIICHHUE PACTIOPAIUTEIHHON JOKYMEHTAIIUU
Camocmoamenvnan paboma: 2

CoCTaBUTh KOHCIEKT II0 TEME «Ha3Ha‘{eHI/IC, COCTaB U O(l)OpMJ'IeHI/IG I/IH(I)OpMa]_[I/IOHHO-
CHpaBO‘lHOﬁ JOKYMCHTAIIUNY




Tema 1.6 [IpaBuna opopmnenust | Ilpakmuueckoe zanamue: TpeHunr
OCHOBHBIX BHJIOB OpraHuzanu- | 1) OcHOBHBIE I'PyMITBl OPraHU3aLMOHHO-IIPABOBOI JOKYMEHTALMH.
OHHO-TIPaBOBOM JOKyMEHTaUuu | 2) XapaKkTepUCTHKA U COCTAB OPraHU3aLMOHHO-IPAaBOBOM JOKyMEHTanuu (ycrasa, mojo-
JKEHUs, HHCTPYKIINH, JOJDKHOCTHON MHCTPYKLIWH, IPAaBUII IITATHOTO PACITUCAHUS, CTPYKTYPHI
Y IITATHOW YHCIICHHOCTH )
3) TpeboBanus k nx 0()OPMIICHHUIO B COOTBETCTBHH ¢ AeHcTBYyomuM ['OCTom.
4) Odopmnenne kp.cogepkanust OI1J] B Bue Tabauip
Tema 1.7 Odopmnenue OP ¢ | IIpakmuueckoe 3anamue: Tpenunr
UCIIOJIb30BaHuEM HHpopmanu- | 1) Odopmnenue konuil opuuuanbHbIX JOKYMEHTOB, C UCIIOJIb30BAHUEM TEXHOJIOIMH aB-
OHHBIX TEXHOJIOTHH TOMAaTH3MPOBaHHON 00pabOTKK AJOKYMEHTALUU
2) O3HaKOMJIEHHE C OPraHU3alUOHHBIMHI JOKYMEHTAaMH OPTaHU3allH, aHATU3 CTPYKTYPBbI
UX TEKCTa, IPaBUIBHOCTU O(OPMIICHHS [IOJI0XKEHHUH, YCTAaBOB, TODKHOCTHBIX MHCTPYKIHH.
3) Odopmierne cipaBOYHO-HH(OPMAITMOHHBIX JTOKYMEHTOB 110 00pas3Ily C HCIOIb30Ba-
HUEM TEXHOJIOTUU aBTOMAaTH3UPOBaHHON 00pabOTKH JOKYMEHTAIUU
Tema 1.8 Odopmienue city- Ilpakmuueckoe 3anamue: Tpenunr
KEOHBIX TTHCEM 1) Odopmienne cipaBOYHO-UH(OPMAITMOHHBIX TOKYMEHTOB
2) Odopmnenne cinyxeOHbIX ICEM C HCIONb30BaHUEM HH(OPMALMOHHBIX TEXHOJOTHHA
Kontponbhas padota Ne 1 | IIpakmuueckoe 3anamue: Tpenunr
1) TectupoBanue 1o teme «lOKyMEHTHPOBAHUE YIIPABICHUYECKOUN EATEIbHOCTH
2) OdopmieHne Oprauu3aloHHO - PACHOPSIANTEIbHBIX JOKYMEHTOB
Paszpnen 2. Opranu3annoHHbie paGoThl ¢ JIOKYMEHTAMHU
Tema 2.1 Cuctema u Tunosas | Codepacanue yuedonozo mamepuana: Huckyccns
TEXHOJIOTHS JOKYMEHTallMoH- | 1) Oprasu3zanus ciy>xk0bl TOKYMEHTALHOHHOTO 00ECIIeYeHUs YIpaBICHUs
HOT'0 o0ecIieueHus yrnpasieHus | 2) HopmartusHo-npaBoBoe o0ecniedenue aesreabHocTu ciyx0er 10Y
3) Cucrema JIOY, 3a1aun, pyHKIMH, THIIOBBIE CTPYKTYPHIL, JOJKHOCTHOH COCTAB.
4) TpebGoBanus K opraHmu3alyy JOKYMeHT0000poTa (HOMEHKIATypa Jel)
Tewma 2.2 Ilpuem u nepBuuHas | Ilpakmuueckoe 3anamue: TpeHuHr
o0paboTka okyMeHToB. Tex- | 1) [Tpuem u nepBuuHas 06paboTKa JOKYMEHTOB
HOJIOTHS PETHCTPAIllUK U KOH- | 2) OdopmieHne )XypHaJIOB PErHCTPAIIUH BXOISIIIX, UCXOISAIINX, BHYTp. JOKYMEHTOB
TPOJIS UCTIOJIHEHUS TOKYMEHTOB | 3) Iesin KOHTPOJISI HCIIOJTHEHUS] IOKYMEHTOB, €TI0 BUJbI.
Camocmoamenvuan paboma:
[onroToBuTh pedeparsl Mo NPeTIOKESHHBIM TEMaM
Tewma 2.3 Iopsinok ucnonnenns | Ilpakmuueckoe 3anamue: Tpenunr

BXOJAINX, UCXOOAIINX U BHYT-
PCHHUX NJOKYMCHTOB

1) Benenue cripaBouHo-MH()OPMAIIMOHHON PabOTHI IO TOKYMEHTaM
2) [Topsanox ucronHeHns BXOAALINX, UCXOIALINX U BHYTPEHHUX JOKYMEHTOB
3) Brmonnenne 00paboTKH BXOIAIINX, HCXOISAIINX, BHYTPEHHUX JOKYMEHTOB B COOT-

BeTcTBUHU ¢ AeicTByrommM 'OCTom




Tema 2.4 Ocobennoctu neno- | Ilpakmuueckoe 3anamue: 2 TpeHuHr
MIPOM3BOJICTBA 1O oOparmeHnsiM | 1) Bunapr oOparmiennii rpakaad
rpakaaH ¥ KOHPHUICHIIHAIBHO- | 2) HopmaTuBHBIE TOKYMEHTHI, PETYJIUPYIOIINE TOPSIOK PAOOTHI ¢ 00paIeHUAMH TpaX-
'O ICTONPOU3BOACTBA JaH
3) OCco0EHHOCTH IETTOTPON3BOICTBA TI0 0OPAIIICHUSAM TpaXKaaH
4) OcobeHHOCTH KOHGOHUIACHITHAIBHOTO JEIOIPOU3BOICTBA
Tema 2.5 Homenknatypa gen. | Codepicanue yueonozo mamepuana: 2 Huckyccus
OKcrepTu3a UEHHOCTH I0Ky- | 1) CocraBiieHrne HOMEHKIIATYD Je
MeHTOB. Opranusanus xpane- | 2) dopMupOBaHKE U OTIEPATUBHOE XPAHCHHE JICT
HHUA NOKYyMCHTOB 3) Opranusanus dKcrepTU3bl IEHHOCTH JOKYMEHTOB
4) IToaroToBka Aen Kk apXUBHOMY XPaHEHUIO
5) TTopsIIOK YHHUTOKCHHUS TOKYMEHTOB
Kontponbhas padota Ne 2 | IlIpakmuueckoe 3anamue: 2 Tpenunr
1) TectupoBanue o pazzaeny «OpraHu3alioHHbIE Pa0OTHI C TOKYMEHTaAMID)
2) Brinonnenye npakTHYECKOro 3a1aHUs
Hrorosoe 3anstHeE: IlIpakmuueckoe 3anamue: 2 TpeHunr

UTOrOBasi KOHTPOJIbHAS pa-
oora

TectupoBanue o Kypcy
IloaBeneHue UTOrOB 3a CEMECTP

Bcero

50/15

s XapakTepUCTUKH YPOBHS OCBOECHUS yU€OHOT0 MaTepHaja UCIIOJIB3YIOTCA CIIEAYIOINEe 0003HAUCHHUS:

1 — 03HAaKOMUTETBHEIH (Y3HABAaHHE paHee N3YYEHHBIX 0OBEKTOB, CBOHCTB);

2 — penpoAYKTUBHBIH (BBINOIHEHUE JESITEIBHOCTH 110 00pa3ily, MHCTPYKLUH WM HOJ PYKOBOJCTBOM);
3 — MpOAYKTUBHBIN (IJITAHUPOBAHHUE M CAMOCTOSITENILHOE BBIIIOJIHEHHE ACATEFHOCTH, pelIeHHe NPOoOIeMHBIX 3a1ay).




3. ®OHJ OUEHOYHBIX CPEJCTB, UL [IPOBEJEHNS TEKYILEIO
KOHTPOJISI U TPOMEKYTOUYHOM ATTECTALIUU OBYYAIO-
[UXCS MO JUCHMUIITUHE (MOAYJIIO)

®onp oneHouHbx cpeacts (naigee — @OC) - KOMIUIEKT METOJIMYECKUX U KOHTPOJIbHBIX
MaTepuasoB, UCIOIb3yEMbIX IIPU MPOBEACHUU TEKYLIEr0 KOHTPOJIS OCBOCHHUS PE3YIbTaTOB 00Y-
YeHHsI U MPOMEKyTouHol arrecranuu. ®OC npenHazHadyeH JIsl KOHTPOJIS U YIPABJICHUS MPO-
[[ECCOM MpUOOpeTeH s 00yJaroIUMUCA HEOOXOAUMBIX 3HAaHUHN, YMEHUN, MPAKTUYECKOTO OIMbITa
u komretenuuit, onpeneneHubix Bo ®I'OC (IIpunoxenue Ne 2).
4. YCJIOBUSA PEAJINBAIIUU JUCHUIIJIMHBI
4.1. TpeOoBaHusi K MUHUMAJBLHOMY MaTEePHAJIbHO-TEXHHYECKOMY 00ecreyeHnIo
Peanu3arust mporpaMmbl TUCHUIUTHHBI TpeOyeT Hanuuus ydeOHoro kabunera mpodeccuo-
HAJIbHBIX TUCIUILINH.
4.2. Y4yeOHO-MeTOoaHYeCKOe U MH(OPMAIIMOHHOE o0ecniedeHne TN CIUITHHbI
4.2.1. IlepeyeHb OCHOBHOI M JOMOJHHUTEJbHON Y4yeOHOMH JHUTEepaTypbl, HEOOXOAMMOMH sl
OCBOEHHS THCIUIIHHBI

OcHoBHas1 yueOHas JIUTEepaTypa:

1. I'pososa, O.C. Jlenompou3BOACTBO : y4eOHOE IOCOOUE IS CPEAHEro MpodeCcCHOHAIBHOIO
obpazoBanus / O. C. I'pozoBa. — Mocksa : U3znarensctBo IOpaiit, 2022. — 126 c. — (IIpo-
dbeccuonanpHoe oopazoBanue). — ISBN 978-5-534-08211-1. — Texkcer : anextponHsit // O0-
pasoBatenbHas ardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/492787.

2. Packun, JI. I. MeToauka ¥ IpakTHKa apXMBOBEIEHHUS : YUEOHUK I CPEIHETO IPO(ECCHO-

HajgpHOTO OOpasoBanms / JI. . Packun, A. P. CokonoB. — Mocksa : M3natenscTBo FOpaiiT,
2022. — 339 c. — (IIpodeccuonanvHoe obOpa3oBanue). — ISBN 978-5-534-02419-7. —
Texct : onextponHbli // OOpazoBarenpHas minatrgopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/492546 .

JlonoiHUTeIbHAS yueOHAasl JJUTepaTypa:
1. Ilemenxosa, C. . ApxuBosenenue. Mcropus apxuBoB Poccuu ¢ ApeBHEHIIMX BPEMEH JI0 Ha-
gajja XX Beka: ydeOHOe TmocoOHMe Ml CpeIHEro MpoQecCHOHAIBHOTO 00pa3oBaHus /

C. . lemenkoBa ; mox HayuyHoil penakuued JI. H. Ma3zyp. — Mocksa : M3narenbcTBo
FOpaiir, 2022. — 153 ¢. — (Ilpodeccuonansuoe odbpazopanue). — ISBN 978-5-534-10241-3.
— Texkcr : snextpoHHbii // OOpa3oBarenbHas minatgopma [Opaiir [caiit]. — URL:

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

2. Kopnees, W. K. JIoKyMeHTaMOHHOE 0GECTIEYEHNE YIIPABIEHHS | YUEOHHUK U TPAKTUKYM LIS
CpEIHero po¢eCCuOHATBHOTO obpazoBaHusi / . K. Kopnees, A. B. [Tmenko,
B. A. Mamypues. — 2-e u3n., nepepad. u nomn. — Mocksa : U3narensctBo FOpaiit, 2022. —
384 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-05022-6. — TekcT : 3mek-
TPOHHBIN // Ob6pa3oBarenbHas miargopma IOpaiit [calT]. —  URL:
https://urait.ru/bcode/492541 .

4.2.2. Tlepeyenb pecypcoB HHGPOPMANUOHHO-TEJEKOMMYHUKANMOHHOH ceTHn «UHTepHeT»
(nanee - cerb «AHTEpHET»), HEOOXOAMMBIX JISl OCBOCHU S JUCIHUIJIMHBI

IHepeuensb norosopos IbC u B/|

Cpoxk aeiict-

Y4eOHbIi HanMeHoBaHMe 1O0KYMEHTA C YKa3aHUEM PEKBHU-
BHSI IOKYMeH-
rox 3UTOB a
2023/2024 Horosop Ha noctyn k ObC ZNANIUM.COM wmexny C 12.07.2023

1 YVYHuT B mune mupekropa CO YVYHuT u OOO
«3Hannym»Ne 1151-36¢ ot 11.07.2023
2 Horosop Ha noctyn k 9bC ZNANIUM.COM mexnay | C 28.08.2023

no 11.07.2024



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

YVHuT B nune mupekropa CO® YVYHuT u OOO | mo 31.12.2024
«3uannym»Ne 223/801 ot 23.08.2023 (mpenocrasie-
HHE J0CTyIa K KoJuieKiuu DPY «DenepasibHbIN Te-
pedeHb yueOHNKOB n3narenscTBa «lIpoBenienuey
Jlorosop Ha goctyn k DBC «9B5C OPAUT» (nonnas

3 kojutekuus) Mexay YYHuT B nune aupexkropa CO | C 04.03.2023
YYHuT u OOO «OnekrponHoe wuzaarensctBo | mo 02.03.2024
IOPAIT» Ne 1/23-56¢ ot 03.03.2023
JHorosop Ha goctyn k ObC «YHuBepcurerckas 6u0-

4 nuoTeka onylae» Mexay baml'yV u «Hekcmennay Ne C 01.10.2022
223-950 ot 05.09.2022 no 30.09.2023

5 JHorosop Ha noctyn Kk IbC «Jlaup» mexxay bamly u | C 01.10.2022
n3nareabcTBOM «JlaHp» Ne 223-948 ot 05.09.2022 o 30.09.2023

6 JHorosop Ha noctyn Kk IbC «Jlaup» mexxay bamly u | C 01.10.2022
n3nareabcTBOM «JlaHp» Ne 223-949 ot 05.09.2022 o 30.09.2023

7 Cornamenue o corpyannyectse mexay baml'y u uz- | C 01.10.2022
narenscTtBoM «Jlamb» Ne 5 ot 05.09.2022 o 30.09.2023
ObC «Ob baml'V», GeccpouHblil 10TOBOp MEKIY

8 baml'V u OOO «OTkpbITble OMOIMOTEYHbIE CHUCTE- | OEeCCpPOUHBIH
MbD» Ne 095 ot 01.09.2014 r.
JloroBop Ha AOCTYI K AJIEKTPOHHBIM W3JaHUSIM B CO-

9 crase 0a3nl maHHbIX «HAYUHAS DJIEKTPOHHAA | C 28.03 2023
BUBJIMOTEKA eLIBRARY.RU» mexnay YVHuT u | mo 31.12.2023
00O HOb Ne SU- 20179 /2023 ot 28.03.2023

10 Horosop Ha BJ] auccepraumit mexxny YYHuT u PI'b | C 11.08.2023
Ne 223-997 ot 11.07.2023 no 10.08.2024
Horosop o nmoakmouenud k HOb u o mpenocrasie-

11 Huu aoctymna Kk oosekraM HOb mexxny baml'V B mune | C 11.06.2019
mupekropa C® bamlyV ¢ OI'BY «PI'b» Ne | mo 10.06.2024
101/HOb/1438-I1 ot 11.06.2019

S. HWHBIE CBEAEHUSA U (MJIN) MATEPUAJIbBI

5.1. IlepeueHb 00pa3oBaTeJNbHBIX TEXHOJIOTHIi, UCMOJIb3YeMbIX MPH OCYLIECTBJEHUHN 00-

pa3oBaTEeJIbHOr0 mpouecca 1mo JTMCumIJInge

AKTHBHBIE H HHTEPAKTUBHBbIE ()OPMBI NPOBeIeHUA 3aHATHI

AKTUBHBIE U UHTEPAKTUBHBIE (POPMBI TPOBEACHNUS 3aHATUI Peann3yroTCs IPU MOJrOTOBKE
[0 IIporpaMmaM CpeiHero npogecCHOHaIbHOr0 00pa3oBaHMs U IMPEANOIaraloT 00y4eHHE B CO-
TpyaHudecTBe. Bee yyacTHUKH 00pa3oBaTeabHOro npolecca (MpernoaaBareNb U CTyJEHTbI) B3au-
MOJICHCTBYIOT JIPYT C JIPYroM, OOMEHHWBAIOTCS MH(OpPMAIKEl, COBMECTHO PEIIAIOT IPOOIEMBI,
MOJIEIUPYIOT CHTYalliu B aTMOC(epe JETOBOTO COTPYAHUYECTBA, ONTHMAIBHOHN /ISl BBIPAOOTKH

HaBBIKOB M KauecTB Oyyliero npodeccuoHana.
OcHOBHbIE MPEUMYIIECTBA AKTUBHBIX U MHTEPAKTUBHBIX ()OPM MTPOBEICHUS 3aHATHIL:

- aKTUBU3alLUs IO3HABATEIbHON U MBICIUTENIBHON 1€ATENBHOCTH CTYACHTOB;
- YCBOEGHHE CTYy/I€HTaMHU Y4eOHOro MaTepuaia B KaueCTBE aKTUBHBIX YYaCTHUKOB;
- pa3BUTHE HABBIKOB pe(dIeKCHH, aHATN3a U KPUTUYECKOTO MBIIIJICHUS;
- YCWJIEHHE MOTHUBALIMU K U3YYEHHIO TUCHUIUIMHBI U 00YYEHHUIO B LIEJIOM;
- co31aHue OJaronpusITHON aTMOC(Ephl Ha 3aHIATUH;
- pa3BUTHE KOMMYHHUKATHUBHBIX KOMIIETEHIIUHN Y CTYI€HTOB;
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- pa3BUTHE HABHIKOB BJAJICHUS COBPEMEHHBIMH TEXHHUUYECKHUMH CPEACTBAMU U TEXHOJO-
rusiMu 00paboTKK HHPOPMALINY;

- ¢opMHpOBaHHUE U PA3BUTHE CIIOCOOHOCTH CAMOCTOSITEIbBHO HaXxOJUTh WH(POPMAIHIO U
OTIpeNieNIATh YPOBEHb €€ JOCTOBEPHOCTH;

- HCIIOJIb30BAHME AJIEKTPOHHBIX (POpM, 00ECTIEeUMBAIOUINX YETKOE YIpaBiICHHE Y4eOHBIM
IPOIIECCOM, TIOBBIIIEHHE OOBEKTUBHOCTH OIICHKH PE3YJIbTaTOB O0yUEHHSI CTYICHTOB;

- pubIMKeHe y4eOHOro mpoiecca K yciaoBUsIM Oynyuiel mpodeccrnoHalbHON AesaTerb-
HOCTH.

AKTHUBHbBIC U UHTEPAKTUBHbBIE (POPMBI YUEOHBIX 3aHATUNA MOTYT OBbITh HCIIOJIB30BaHbI MPU
MIPOBEJICHUH JICKIIUN, TPAKTHYECKUX ¥ TAOOPATOPHBIX 3aHATHIA, BEIIOJHEHUH KYPCOBBIX MPOECKTOB
(paboT), Ipu MPOXOKAECHUN MTPAKTUKH U IPYTUX BUAAX YICOHBIX 3aHSATHH.

Hcnonb30BaHre aKTUBHBIX U MHTEPAKTUBHBIX (POPM YUIEOHBIX 3aHATHIA TO3BOJISET OCYIIe-
CTBJISITh OIICHKY YCBOEHHBIX 3HaHUH, c(HOPMHPOBAHHOCTH YMEHUN M HABBIKOB, KOMIIETEHUUN B
paMKax MpoIeayphl TEKYIIET0 KOHTPOJS MO JUCHUIUIHHE (MEKTUCIUIUIMHAPHOMY KYpCy, MPO-
beccroHaIbHOMY MOJYJIIO), TPAKTHKE.

AKTHBHBIC U UHTCPAKTUBHBIC (OPMBI YUCOHBIX 3aHATUN PEATU3YIOTCS MPEMoAaBaTeIeM
corjiacHo paboueit mporpamme y4eOHOM TUCHUTUIHHEIL.

Juckyccusi — 3TO MyOJIMYHOE 00CYXKICHHE WIIM CBOOOJHBIA BepOabHBI OOMEH 3HAHMS-
MU, CY)KACHUSMH, UICSIMA WIM MHEHHSIMHU 110 TIOBOJAY Kakoro-aubo CIIOpPHOTO BOMpoca, mpodiie-
MbL. Ee CyIleCTBEHHBIMU YepTaMU SIBJISIFOTCS COUYE€TaHUE B3aUMOJIOTIOTHSIONIET0 Auanora u oocy-
KJICHUS-CIIOPA, CTOJIKHOBEHUE PA3IMYHBIX TOUEK 3PCHUS, TIO3UIHH.

BosmoxHOCTH MeTO1a TPYNIOBON JUCKYCCUU:

- YYaCTHHKH JUCKYCCHUU C PA3HBIX CTOPOH MOTYT YBHJIETh MPOOJIEMY, COTIOCTABIISIS IPOTH-
BOTIOJIOKHBIE MTO3UIUY;

- YTOUHSIIOTCS B3aUMHBIC MO3UIIUHU, YTO, YMCHBIIIAECT CONMPOTHUBIICHUE BOCIIPUSATHIO HOBOM
nHpopMmanuu;

- B TIPOIECCE OTKPBITHIX BBICKA3BIBAHUN YCTPAHICTCS SMOIMOHAIBHAS TPEIB3SITOCTh B
OIICHKE MO3UIIUY TAPTHEPOB U TEM CAMBIM HUBEIUPYIOTCSA CKPBIThIE KOH(JIUKTHI;

- BBIpa0aTHIBACTCS TPYIIIOBOE PEIICHHE CO CTATyCOM I'PYIIIOBOM HOPMBI;

- MOYKHO HCTIOJIb30BaTh MEXaHU3MbI BO3JIOKEHUS U MPUHSITHS OTBETCTBEHHOCTH, YBEINYU-
Basi BKIIFOUEHHOCTh YYaCTHUKOB JIMCKYCCHH B TIOCJIEIYIONIYIO PEATH3AIMIO TPYIIIOBBIX PEIICHHH;

- YIIOBJIETBOPSIETCS NOTPEOHOCTh YUACTHUKOB JUCKYCCHH B MPU3HAHUU U YBaXKEHUU, €CIIU
OHHM TPOSIBIJIM CBOKO KOMITIETEHTHOCTh, ¥ TEM CaMbIM TMOBBIMIACTCS 3PPEKTUBHOCTh UX OTIAAYU U
3aMHTEPECOBAHHOCTH B PEIICHUH TPYIIOBOH 3a1a4u.

OcHoBHBIE QYHKITHH MPETIOIaBATEIIS TPH MPOBEJICHUN JUCKYCCHU:

- opmymnupyet npoOiemMy U TeMy AUCKYCCHUH, TaeT UX padoune onpeaencHus;

- co37aeT HeOOXOIMMYI0 MOTHBAIIMIO, TIOKA3bIBAET 3HAYUMOCTH NIPOOJIEMBI ISl y4acTHU-
KOB JTUCKYCCHH, BBIJECNAET B HEW HEpEIIeHHbIE W MPOTHUBOPEUMBHIE MOMEHTHI, OMPENEseT OXKHU-
JTA€MBII pe3yJIbTaT;

- co3/1aeT 100poKenaTenbHyo aTMochepy;

- (hopMynHupyeT BMECTE C YIaCTHUKAMHU MIPaBHJIa BEICHHS UCKYCCHH;

- ToOMBaeTcsl OTHO3HAYHOTO CEMAHTUUYECKOTO MTOHUMAaHUSI TEPMUHOB U MTOHSTHIA;,

- CIIOCOOCTBYET TMOJAJEPKAHUIO BBICOKOTO YPOBHSI aKTHBHOCTH BCEX YYaCTHUKOB, CIEIUT
3a COOIIO/IEHUEM periiaMeHTa U TeMbI TUCKYCCHH,

- (puxcupyeT npeanoKEHHbIE S Ha TUTaKaTe WK Ha JIOCKE, YTOOBI HCKIIFOYUTh ITOBTOpE-
HUE ¥ CTUMYJIUPOBATH JOMOJHUTEIHHBIE BOTIPOCHI;

- YYaCTBYET B aHAJIN3€ BBICKA3aHHBIX UJCH, MHEHUH, IO3UIINI; TIOJIBOJUT MTPOMEKYTOUHBIC
UTOTH, YTOOBI U30€XKaTh IBHKEHUS JUCKYCCUU TI0 KPYTY.

- 0000mIaeT mpeanoXKeHusl, BEICKa3aHHbBIC TPYIONW, M MOJBITOKUBAET BCE JIOCTUTHYTHIE
BBIBOJIbI U 3aKJTFOUCHUS;

- CPaBHUBAET IOCTUTHYTHIN PE3yabTAT C HCXOIHOH IEJBIO0.

[Tpu mpoBeneHUU NUCKYCCHH MOTYT HCIIOJNB30BAThCS Pa3iMYHbIE OpraHU3allMOHHBIE (OPMBI 3aHS-
THH.
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Tpenunr — gopma aKTHBHOTO OOYYEHHs, LIEIBI0O KOTOPOTO SBJISIETCS Iepenada 3HaHWM,
pa3sBUTHE HEKOTOPBIX YMEHUI W HABBIKOB; METO]] CO3/aHUS YCIOBHM JJISi CAMOPACKPBITHS yJacT-
HHUKOB M CAMOCTOSITEJIFHOTO TIOMCKA UMH CIIOCOOO0B PELICHUS TPOOIIeM.

Crnenuduueckue 4epThl TPEHUHIOB KaK IPYMIOBOH (OpMbI 00yUeHHUS:

- co0II0IeHUE OTIPEeNICHHBIX ITPUHIIMIIOB IPYIIIOBON paboTHI;

- HalIEJIGHHOCTh Ha TCUXOJIOIMYECKYIO MOMOIIIb YYaCTHUKAM TPYIIBI B CAMOPAa3BUTHH, KO-
TOpast UCXOJMUT HE TOJIBKO OT BEAYIIET0, HO M OT CAMUX YYaCTHUKOB,

- HAJIMYHE MOCTOSTHHOM Tpymiibl (00BIYHO OT 7 110 15 YenoBek), mepuoaAndYeckn coOuparo-
IIeiics Ha BCTPEUN MM padOTaroIel HePEePhIBHO B TEUEHHE HECKOJIBKUX JHEH;

- OIpezeIeHHAas IPOCTPAaHCTBEHHAsI OpraHU3alys (Jalle BCero paboTa B OJHOM U TOM K€
OTAEIHHOM IOMEIICHNH, KOTa YYaCTHUKH OOJIBIIYIO YaCTh BPEMEHH CHIST B KPYTY);

- aKIIEHT Ha B3aMMOOTHOIICHUSX MEXKJy YYaCTHHKAMHU TPYIIIbI, KOTOPbIE Pa3BUBAIOTCS U
AQHATM3UPYIOTCS B CUTYAIMH <«3JIECh U TETIEPhY;

- IPUMEHEHHE aKTUBHBIX METOOB IPYIIOBOM pabOTHI;

- BepOanM30BaHHAs peQIEKCHS IO MOBOAY COOCTBEHHBIX YYBCTB U IIPOMCXOJSILNETO B
rpymre;

- atMoc(depa pacKOBaHHOCTH U CBOOOBI OOLIEHUS MEXIY yYaCTHHKAMH, KIMMaT IICUXO-
JOTUYECKOH OE30IaCHOCTH.

OOBIYHO B TPEHUHTE HCIIOJIB3YETCS TPEXYPOBHEBAsI MOJEIh OOy4EHUs: MPUOOpETeHHE —
JIEMOHCTpalus — npuMeHeHue. /it npuoOpeTeHust 3HaHUi B TPEHHHI€ UCIONIB3YIOTCS HHDOP-
Marysi, MUHU-JICKIHS, COOOIIEHNe, KHUTH; JJIsl IEMOHCTPALlMU - POJIEBBIC UTPHI, KEHCHI U KEHcC-
METO/l, KMBbIE MJUIIOCTPAIIMU M BHICOMWIBMBI; Ul MPUMEHEHHUS - POJIEBBIC M JEJOBBIC WIPHI,
MozenupoBanue. IlpenmonaBaTens-TpeHep AOKEH BIAACTh IICHXOJIOrO-NEAarorn4ecKUMH 3Ha-
HUSIMU M TIPUMEHATh MX B y4eOHOM Ipolecce; BIIAJETh METOAAaMH IOJY4YEHUs, HAKOIUICHHUS U
NPENOTHECEHUsT NHPOPMALIMU yIaCTHUKAM TPEHHHTA, BIUSHHUS HA UX MOBEJCHHE W OTHOIICHHS,
YMETb COCTABISATh MPOTrPaMMbI YUE€OHBIX 3aHATHH B JopMaTe TPEHUHTA.
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IMPUJIOKEHUE 1

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJIBHOE
YUYPEX/JEHUE BBICIIEI'O OBPASOBAHMA
«BAIIKMPCKHUU I'OCY JAPCTBEHHbBIN YHUBEPCUTET»

CTEPJINTAMAKCKHI ®UIIHAIT

Komnemx

KanennapHo-reMaTuyecKHuil mJjiaH

10 TUCLMILINHE Oll.11 /lokymenmayuonnoe obecneuenue ynpagieHus
CIELUAIBbHOCTh
40.02.03 Ilpaso u cyoeonoe admunucmpuposanue
KO HalMEHOBAaHME CIELUAIbHOCTU

YPOBCHBb TOATOTOBKHU

oazoewtii
Pa3paboTtunk (cocTaBUTEND)
Ilpenooasamens
T'anukaesa JI.A.
yueHasi CTeTeHb, YU€HOE 3BaHuE, MOJIMUCH naTa
kareropusi, ®.1.0.
Crepauramak 2023
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No Kon- | Kanennapueie
0 /;1 HaumenoBanue pasaenoB u TeM BO CPOKH u3yue- Bup 3ansaTus JomamHss paboTa
4acoB Husl (TU1aH)
Pazjen 1. [lokyMeHTHPOBaHNeE YIIPABJIEHYECKOH AeITeJIbHOCTH
1. | Benenue. [lonstue noky-
o IToBTOPUTH KOH-
MEHTa, €ro CBOMCTBA, IPU3Ha- 2 SIHBAph Jlexnus creKT
KU ¥ QYHKITUN
2. MeTo/1bI ¥ CIOCOOBI JOKYMEHTH-
IToBTOPUTH KOH-
poBanus. Knaccubukamms mo- 2 STHBapb Jlexmms crTeKT
KYMCHTOB
3. | YHudukanus u ctaHiapTH3anus CocTaBUTh KOH-
[IpakTrueckoe
JIOKYMEHTOB. PEKBH3UTHI TOKY- 2 STHBaph cnekt «Oommue Tpe-
3aHATHE
MEHTOB 0OBaHHUS K OJIAHKaM)
4. PexBU3NTHI JOKYMEHTOB U 00- IToBTOPUTH KOH-
Y 2 (heBpann Jlexmms p
¥e MpaBmiia X oopMIICHUS CIIEKT
5. | YuudunupoBanHas cuctema N3yunts nHdopma-
Opra’Hu3auoOHHO- HOHHO-

p o 2 (heBpann Jlexmms H
pacropsAuTEIbHON TOKYMEH- CIIPaBOYHEIE JTOKY-
Taluu MCHTBI

6. | [IpaBuna odhopmieHHS OCHOB-
IIpaktnueckoe | IIoBTOpHUTH KOH-
HBIX BHJIOB OPTaHU3aIHOHHO- 2 MapT
N 3aHATHE CIICKT
MIPaBOBOM TOKYMEHTAITUU
7. | Odbopmuenune OPJ] ¢ ucnomn3o-
IIpakTnueckoe | IIoBTOpHUTH KOH-
BaHWEM HH()OPMAIIMOHHBIX TeX- 2 MapT
. 3aHATHE CIICKT
HOJIOTHH
8. [Ipaktnueckoe | [IoBTOpUTH KOH-
Odopmrenne ciry>keOHBIX ITHCEM 2 MapT
3aHITHE CIIeKT
9. | KontposnbHas pabora Ne 1 2 anpenb
Pa3zjnen 2. Opranu3anmsi ¥ TEXHOJIOTHS PadOThI C JOKYMEHTAMU
10. | CucreMa u TUIIOBas TEXHOJIO-
IToBTOPUTH KOH-
U JOKYMEHTAlMOHHOTO 2 arpenb Jlekius cIeKT
o0ecrieueHus ynpaBIeHUs
11. | IIpuem u nepBuuHas 00paboTKa
JIOKYMEHTOB. TeXHOJIOTUs peru- 2 J—— [IpakTuueckoe | [ToaroroButh pede-
CTpaIiy ¥ KOHTPOJISL UCITIOJTHE- P 3aHATHE patbl
HUS IOKYMEHTOB
12. | Tlopsnok UCTIOTHEHUS BXO -
IITUX, HCXOJSIINX ¥ BHYTPEHHIX 2 Maif [Ipaktnueckoe | [IoBTOpUTH KOH-
’ FutiL yp 3aHATHE CIIEKT
JIOKYMEHTOB
13. | OcobGeHHOCTH 1ETOMTPOU3BOICT-
Ba 110 00paIeHusIM rpakiaad u ) ai [IpakTiueckoe | [loBTOpUTH KOH-
KOH(UACHIIUAIBHOTO JIJIOPO- 3aHATHE CIIeKT
W3BOJICTBA
14. | Homenknatypa jaein. DkcrepTrsa
ypaa P N IToBTOPHUTH KOH-
[IEHHOCTH TOKyMeHTOB. OpraHu- 2 Mait Jlexuus -
3aIusi XpaHEHUs! JOKYMEHTaIlUN
15. | Kourponsnas pabota Ne 2 2 HIOHB
16. | UtoroBoe 3aHsTHE: UTOrOBast
2 HIOHb
KOHTpPOJIbHAs paboTa
Bcero yacoB 32
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I ITaciopT )OHAOB OLECHOYHBIX CPEICTB

1. O0aacTh NPpUMEHEeHUs
®onpa oueHouHbIx cpeacts (POC) mpenHazHaueH U1l IPOBEPKU PE3YJIbTATOB OCBOCHHUS

JTUCIUIUIMHBI, BXOJALIEH B COCTaB MpOrpaMMbl MOATOTOBKH CIIELUAIMCTOB CPETHEr0 3BEHA IO

cnenuanbHOCTH OO0BEeM YacoB Ha ayJUTOPHYIO HArpy3Ky MO JTUCHUIUTMHE 32 Yaca, Ha CaMOCTOsI-

TeIbHYIO paboTy 15 Jacos.

2. O0beKTHI OlleHUBAHHUS — Pe3YJIbTAThI 0CBOCHHUS THCIMIIJIMHBI
OOC no3BOJISET OLUEHUTH CIAEAYIOIINE PEe3yIbTaThl OCBOCHUS AUCLUHUIUIMHBI B COOTBETCT-

Buu ¢ ®I'OC crnenumanpaoctu 40.02.03 [IpaBo u cyneOHOE aAMHUHUCTPUPOBAHUE U pabodel mpo-

rpaMMoOil TUCHUIUIMHBI JJOKyMeHTallnOHHOE 00ecrieueHre yrpaBiIeHHUs:

yMEeHHus:

— TPUMEHATH HA MPAKTUKE rOCYAapCTBEHHBIE CTAHAAPTHI, IPYTUe HOPMATUBHO-METOIUYECKUE
JIOKYMEHTBI, perJIaMeHTUPYIOIINE OPraHU3aIUI0 JOKYMEHTAIIMOHHOTO 00eCIIeueHus yIpaB-
JICHHUS;

— COCTaBJISTh U NMPABUIHHO OQPOPMIISATH OCHOBHBIE BH/IbI OPTaHU3allMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB;

3JHAHHUA:
— TCPMHUHOJIOTHUIO B obnactu JAOKYMCHTAITUOHHOT O obOecrieueHus YIpaBJICHU,

— HOpPMaTHBHBIC JOKYMEHTBI, PETJIAMEHTHUPYIOIIUE COCTaBICHUE U 0pOpMIICHHE JOKYMEHTA-
MU U TIOPSIJIOK €e 00pabOTKU;

— TIpaBWIa COCTaBJICHHS U O(OPMIICHHS OPraHU3alMOHHO-PACTIOPSIIUTEIBHBIX TOKYMEHTOB,
BXOJIAIINX B YHUPUIIUPOBAHHYIO CHCTEMY OpPraHU3alMOHHO-PACTIOPSIUTEIBHBIX JIOKYMCH-
TOB, Y HU(PUIIUPOBAHHYIO CUCTEMY NIEPBUYHOM YUETHOM TIOKyMEHTAIlMU B YaCTH JOKYMEHTa-
IIUH 110 YYETY TPY/a;

—  TIOPSAIOK MPOBEACHUS IKCIIEPTHU3BI IEHHOCTH JOKYMEHTOB U TIOJITOTOBKH JIE]T K apXUBHOMY
XPaHEHHUIO;

BeienepeuncienHble yMeHUs, 3HaHUsL HalpaBiieHbl Ha (GOPMHUpPOBaHUE Y O0yUaroIIUXCs

CIIEYIOMNX O0IHMX U NMPodecCHOHATBHBIX KOMIIETeHMIi:
Oo6ume komnerenuuu (OK):

Komnerenuuu oOyuatoierocsi, popmMupyemble B pe3ysibTaTe OCBOCHHS TUCIUIUIMHBI (MO-
nyns) cornacHo [ITICC3:

OK 1. TloHumath CyIIHOCTh U COIMAIBHYIO 3HAYMMOCTh CBOEH OyayIei npodeccuu, mpo-
ABJIATH K HEH YCTOMYUBBIN UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BEIOUPATh THUIIOBBIE METObI U CIIOCO-
ObI BBIOJTHEHUS PO EeCCUOHATIBHBIX 33J]ay, OLIEHUBATh UX Y3PPEKTUBHOCTD U KAYECTBO.

OK 5. Hcnonb3oBaTh MH()OPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B Mpodeccuo-
HaJIbHOM J1€ATEIbHOCTH.
IIpogeccnonanbubie komnerenuuu (I1K):

I1K 1.2. [onaepxuBath B aKTyalbHOM COCTOSIHMM 0a3bl HOPMATHBHBIX MPABOBBIX aKTOB U
CyJ1eOHON MPAKTUKH.

I1IK 2.3. OcymiecTBisATh M3BEUICHHWE JIML, YYacTBYIOUIMX B CyAeOHOM pa3OUpaTesbCTBE,
MPOU3BOJUTH PACCHIIKY U BpyU€HUE CYJEOHBIX TOKYMEHTOB U U3BEIICHUN.

3 @opMBbl KOHTPOJISI M OLIEHKH Pe3yJIbTATOB OCBOCHUSI JUCIHUNJIMHBI

KoHTposb 1 orieHka pe3yiabTaTOB OCBOCHHS — 9TO BBISBICHUE, U3MEPEHUE U OI[CHUBAHHE
3HaHWM, YMEHUN U HOPMUPYIOMIUXCS O00IMUX U MPo(ecCHOHANTBHBIX KOMIETSHIINA B PAMKaX OC-
BOEHUS JUCIMITINHEL.

B cootBercTBUU ¢ yueOHBIM aHoM crnenuansHoctu 40.02.03 IIpaBo u cyaeOHoe agMu-
HUCTpUpOBaHUE, pabouell mporpaMMoi TUCIUIUIMHBI JIOKyMEeHTallMOHHOE oOecreueHue yrpas-
JIEHUs IPEAYCMaTPUBAETCS TEKYIIUNA U TPOMEKYTOUHBI KOHTPOJb PE3YJIBTATOB OCBOCHUSI.
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3.1 @opMbl TeKyLIEr0 KOHTPOJIS

Texymuit KOHTPOJIb YCIEBAEMOCTH MPEACTABISET COOOM MPOBEPKY YCBOCHUS Y4EOHOTO
MaTepHaia, peryasipHO OCYIIECTBIIEMYIO Ha IPOTSKEHUH Kypca 00ydeHuUs.

Texymmii KOHTPOJIb Pe3yIbTATOB OCBOCHHUS TUCIUILIMHBI B COOTBETCTBUH C pabodeil mpo-
IrpaMMOM M KaJCHIApPHO-TEMATHYECKUM IIJIAHOM IPOUCXOIUT IPU UCIOIB30BAHUU CIIECTYIOIIUX
00s13aTeNbHBIX (POPM KOHTPOJIS:

— BBIIOJHEHHUE U 3aLUTa IPAaKTUYECKUX padoT,
— IIPOBEpKa BBIIIOJIHEHUS CAMOCTOSTEIbHON pabOThI CTY/IEHTOB,
— IIPOBEpKa BBIIOJIHEHUS KOHTPOJIbHBIX PadOT.

Bo Bpems npoBeleHMs y4eOHBIX 3aHATHH JONOIHUTENBHO HCHOJB3YIOTCS ClEAyHoIIne
(OpMBI TEKYIIET0 KOHTPOJISI — YCTHBIH OIPOC, TECTUPOBAHKE MO0 TEMaM OTJCIbHBIX 3aHATHH.

BbinosHeHHe W 3alMTa NPakTHYecKHX pador. [IpakThueckue pabOThI MPOBOIATCS C
LEJIBI0 YCBOCHMS U 3aKPETUICHHs MPAKTHUECKUX YMEHUI M 3HaHUH, OBIaJeHUus MpopecCuoHalb-
HbIMU KOMIIETEHLUSAMU. B Xo/1e npakTHueckoil paboThl CTYAE€HTHI MIPUOOPETAIOT YMEHUS, MIpery-
CMOTpPEHHBIE paboYeil MpOorpaMMoOi AMCHUIUIMHBI, y4aTcs COCTaBIATH JOKYMEHTBI, aHAJIU3UPO-
BaTh I10Jy4YEHHBIC PE3YJIbTAThl U I€]1aTh BBIBOJBI, ONIUPASCh HA TEOPETUUECKHUE 3HAHNUS.

Crnucok npakTUYECKUX padoT:

[TpakTrueckas padota Ne 1. PekBU3UTHI JOKYMEHTOB

[Tpaktuyeckas padora Ne 2. [IpaBuna opopmieHrss OCHOBHBIX BUIOB OPTaHU3aI[IOHHO-
IIPAaBOBOM JOKYMEHTALNU

[TpakTuaeckas padorta Ne 3. Ocdopmnenune OP/] ¢ ucnons3zoBanuem UT

[Tpaktuueckas padora Ne 4 OdopmiieHHe Ci1y>KeOHBIX TUCEM

[TpakTudeckas pabora Ne 5. TeXHOIOTUM pErHCTPALUU U KOHTPOJIS HCIIOTHEHUS JOKYMEHTOB.

Copepxxanue, dTanbl MPOBEICHNUS U KPUTEPUM OLIEHWBAHUS MPAKTUYECKUX padboT Ipen-
CTaBJICHBl B METOJIMYECKUX YKA3aHUSAX MO IPOBEICHUIO MPAKTUUYECKUX paloT.

IIpoBepka BbINOJTHEHUSI CaMOCTOSITeIbHONH padoThl. CamocrosiTeNnbHas paboTa Ha-
IpaBJeHa HA CAMOCTOSITEIbHOE OCBOCHHE M 3aKpEIUICHHE OOYYarOIIUMHUCS MPAKTHYECKUX yMe-
HUU ¥ 3HaHU, OBJIaJIcHHE NPOPECCUOHAIBHBIMU KOMITETEHIIUSMHU.

CaMocrosiTenbHasi MOATOTOBKA O0YyYaroIMXCs MO JUCUUIUIMHE MPENIoJaraeT Clenyro-
1ue BUABI U (HOpMBI paObOTHI:

— Cucremaruueckass mpopadOTKa KOHCIIEKTOB 3aHSATHH, Y4eOHOW M CHElUaIbHON TeXHHYe-
CKOU JIMTEPATYPBI.

— Hanucanwue u 3amura pedepara; moAroToBka K COOOIIEHHUIO MO 3aJaHHON MpernojaBaTesieM
TEME.

—  OdopmiieHre 0OTYETOB MO MPAKTHIECKUM paboTaM, U MOJITOTOBKA K UX 3alUTE.

IIpoBepka BbINOJHEHUs] KOHTPOJILHBIX padot. KoHTpoabHas paboTa mpoBOIUTCA C Iie-
JbI0 KOHTPOJISI YCBOCHHBIX YMEHMM M 3HAHWM U MOCIEIYIONIEro aHaju3a TUIHMYHBIX OIIMOOK U
3aTpyAAHEHUI O00ydJaroluxcs B KOHIE M3Y4eHHUs TeMbl Wiu pasjena. CoriacHo KajleHJapHO-
TEMaTUYECKOMY IUIaHY AUCLUMILIMHBI IPEAYCMOTPEHO MPOBEACHUE CIAEAYIOUUX KOHTPOJIBHBIX pa-
60T:
— Kontponbnas padota Ne 1 «/lokymeHTHpOBaHUE yIPaBICHYECKON JAEATETHHOCTH
— KonTtponbnas padota Ne 2 «Opranu3zanusi 1 TEXHOJIOTUS pabOThI C JOKYMEHTaMU»
Cpoagnas Ta0iuMIa Mo npuMeHsieMbIM (GopMaM M MeTOJAAM TeKYILIero KOHTPOJS M OLEHKH
pe3yJbTAaTOB 00yUYeHUs

PesynbTarel 00yueHus1 @DopMBI U METOAbI KOHTPOJIS 1
(ocBOEHHBIE YMEHNsl, YCBOCHHbIE 3HAHNSA) OIIEHKH pPe3yJabTaTOB 00yYeHHUsI

OcBoeHHbIE YMEHUS:

0OpMIIATH OPraHMU3ANMOHHO-PACTIOPSIAUTENBHBIE JIOKYMEHTHI B | BBITIOJHEHHE H 3alllUTa HpaKTH4e-
cootBeTcTBUU ¢ AeicTByrommM ['OCTom ckux pabor Ne 1,2, 3,4

OCYIIECTBJIATh 00pabOTKY BXOMASIINX, BHYTPEHHUX U MCXOJSIIMX | BBIOJHCHHE M 3allldTa IpaKTH4e-
JIOKyMEHTOB, KOHTPOJIb 332 UX HCIIOJTHEHHUEM ckux pabot Ne 5
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YCTHBIA OMPOC BO BpEeMs 3aHSITHA,
TECTUPOBaHHE

0o OpPMIIATH JOKYMEHTHI IS [IEpPeIadt B apXUB OPraHUu3alluu BBIIIOJIHCHME M 3allldTa IpaKTH4e-
ckux pabor Ne 1,2, 3,4

YcBoeHHDBIE 3HAHUA:

MOHATHE JOKYMEHTA, €r0 CBOWCTRA, CIIOCOOBI TOKYMCHTHPOBAHUS | YCTHBIH OMPOC BO BpeMs 3aHATHSA,
TECTUPOBaHHE

MpaBUja COCTAaBJICHUS W O(GOPMIIEHUS OPraHU3ALMOHHO- | YCTHBIH ONPOC BO BPEMs 3aHATHS,
pacnopsauTeabHbIX JOKYMEHTOB (fanee - OPJ]) TCCTUPOBAHUC

CHCTEMY M THIIOBYIO TEXHOJIOTHIO JIOKYMEHTALIMOHHOTO | YCTHBIA ONPOC BO BpEMs 3aHSATHS,
obecrieyenus yrmpasienus (ganee - JJOY) TECTUPOBAHUE

OCOOCHHOCTH JENOTPOMU3BOJCTBA IO OOpAaIIeHWAM TPaKJaH W | YCTHBIM ONpPOC BO BpeMs 3aHITHA,
KOH()MJICHIINATHHOTO JCTIOMPOU3BOICTBA TECTUPOBAHUE

3.2 @opma NpoOMeKYTOYHOM aTTeCTAMHU

[TpomerxyTouHas aTTecTanus IpoBOIUTCA B (hopMe 3aueTa.

OOyuaromiyecs: 1OIMyCKAlOTCs K 3aueTy NP BHIIOJIHEHUU BCEX BHUJOB CaMOCTOSITENLHOU
paboThl, MPAKTUYECKUX M KOHTPOJBHBIX padOT, MPelyCMOTPEHHBIX pabodeil nmporpaMMoi U Ka-
JICHIapHO-TEMATUYECKUM IIJIAHOM JAUCLUILINHBIL.

3aueT NpOBOJAUTCS 3a CUET BPEMEHM OTBEACHHOIO Ha M3y4deHHE MUCHUIUIMHBL. [Ipu ycio-
BUU CBOEBPEMEHHOI'0 M KAYE€CTBEHHOI'O BBINOJIHEHUS O0y4aroIMMCs BCeX BUJOB paboT, mpeny-
CMOTPEHHBIX paboueil mporpaMMoiN AUCHUIIINHBIL.

JU1 MOATOTOBKU K MUTOTOBOM KOHTPOJIBHOM paboTe 00yyaromuMCes MpeagaraeTcs CrucoK
BOMpOoCcOB. VIToroBast KOHTpoJIbHAst paboTa MPOBOAMTCS B MUCbMEHHOH opme B popMe TecTa.

Bomnpocsl 1J11 IOATOTOBKH K UTOTOBOM KOHTPOJIbHOM padore
M0 JUCHHUIIHHE «[lOKyMeHTallnOHHOe o0ecrneyeHne ynpaBJieHus»

[TonsiTre, nenu, 3aa4n U IPUHLUIIBEL JEIONIPOU3BOICTBA
Knaccudukanus 10KkyMeHTOB
TpeboBaHMs K COCTABICHUIO U O)OPMIICHHUIO JOKYMEHTOB. biiaHKku TOKyMEHTOB
PexBU3NUTHI TOKYMEHTOB U OCHOBHBIE ITPAaBHJIa X OPOPMIICHHUS
YHuuuupoBaHHas cuCTeMa OpraHU3al[IOHHO-PACIOPSAUTEIbHON JOKYMEHTAI[UH
OpranuzalvoHHO-IIPABOBbIE TOKYMEHTHI
PacniopsiauTenbHbIE TOKYMEHTHI
WH(popMalinoHHO-CIIPaBOYHbIE TOKYMEHTBI
Odopmrnenue cnyKeOHBIX MHCEM

. CucreMa 1 TUIIOBask TEXHOJIOTHSI TOKYMEHTAIMOHHOTO 00eCIIeUeHNUs yIIPaBICHUS

. IIpuem u nepBuyHast 06paboTKa JOKYMEHTOB.

. TexHonOrHs perucTpanyy NCIOJIHEHUS JOKYMEHTOB

. TexHONOorus1 KOHTPOJIS UCTIOJTHEHMSI TOKYMEHTOB

. [lopsaiox MCTIOTHEHMSI BXOAAIIUX, UCXOASAIINX U BHYTPEHHUX TOKYMEHTOB

. OCOOeHHOCTH [IeNONPOU3BOJICTBA MO OOpallleHUsIM TpakJaH M KOH(PHIEHIMAIBHOIO Jelo-
MIPOU3BOJICTBA

16. Homenkunarypa nedn.

17. Texymiee u onepaTUBHOE XpaHEHUE AEI

18. DkcnepTr3a HEHHOCTH TIOKYMEHTOB

19. IloaroroBka u nepeaaya Aei Ha XpaHEHUE B apXUB

WX nhw =

N Y Y
DN B~ W —=O
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4 Cucrema oueHuBanusi komiiekta @OC TeKkylero KOHTpPOJsi U (pOPM NMPOMEKYTOUHOM
aTTecTanuu

[Ipu onleHMBaHWM TTPAKTUYECKOH, JTAOOPATOPHON M CAMOCTOSITEIbHOM PabOTHI CTY/CHTA,
a TaK)Ke UTOTOBOUM KOHTPOJIHHOU PabOTHI yUUTHIBACTCS CIICAYIOIIEE:

- KQ4eCTBO BBIMIOJIHEHUS TPAKTUYECKON 4acTH paboThI;

- Ka4ecTBO 0(hOpMIICHUS OTYETa MO padboTe;

Kaxxapiit BuJ paboThl OLIEHUBAETCS 110 MATH OaTbHOM IIKaJIe.

«5» (0TIIMYHO) — 3a MIyOOKOE U TMOJTHOE OBJIAJICHUE COACPKAHUEM y4eOHOTro MaTepHara,
B KOTOpOM 0Oyuaroluiicsi CBOOOIHO U YBEPEHHO OPUEHTUPYETCS; 32 YMEHUE MPAKTHUECKU MPHU-
MEHSTh TCOPETHUYECKUE 3HAHUS, BBICKA3bIBATH U OOOCHOBBIBATH CBOU CYXKIeHHs. OleHKa «5»
(OTIIMYHO) IpeoiaraeT rpaMOTHOE U JIOTHYHOE U3JI0’KEHUE OTBETA.

«4» (xoporio) — ecau 00y4YaroIIMICs MOJTHO OCBOMJ YUeOHbIH MaTepHall, BJaJeeT Hayd-
HO-TIOHSATHIHBIM anmnapaTroM, OPUEHTUPYETCS B U3YYEHHOM MaTepuaje, OCO3HaHHO MPUMEHSET
TEOPETUYECKHE 3HAHUS HA MPAKTUKE, TPAMOTHO HM3JIaraeT OTBET, HO COoJepKaHue u (popma oTBe-
Ta UMEIOT OTJEJIbHbIE HETOUHOCTH.

«3» (YHOBIETBOPUTENIBHO) — €CJIM O0yJaronuiicss 0OHApYKMUBACT 3HAHWE W TIOHUMaHUE
OCHOBHBIX TOJIO)KEHUI y4eOHOro Marepuana, HO M3JaraeT ero HenoJIHO, HEMOoCIe0BaTeNbHO,
JOTIYCKaeT HETOYHOCTHU, B MPUMEHEHUU TEOPETUYECKMX 3HAHUI NpH OTBETE Ha MPAKTUKO-
OpPUEHTUPOBAHHBIC BOIIPOCHI; HE YMEET JI0Ka3aTeIbHO 000CHOBATh COOCTBCHHBIE CYKICHUS.

«2» (HEYIOBIETBOPUTEIHHO) — €CJIM OOYUaIOIIUICS UMEET pPa3pO3HEHHbIE, OeccucTeM-
HBIC 3HAHUS, JOIYCKAeT OMIMOKH B ONMpPEICICHUHA 0a30BBIX NMOHSTHH, HCKAKAET WX CMBICI; HE
MOJKET MPAKTHYECKU MPUMEHSATh TEOPETUUECKHIE 3HAHMUS.

TecT onenuBaercs 1Mo miATH OATBHOM MIKAJE CIACAYIOIMIMM 00pa3oM: CTOMMOCTH KaXKIO0TO
Bomnpoca 1 Gami. 3a mpaBUIIBHBINA OTBET CTYAEHT MoiydaeT 1 Gai. 3a HEBEpHBIN OTBET WM €ro
OTCYTCTBHE OaJThI HE HAUHUCIISIOTCS.

Ouenka «5» cootrBercTByeT 86% — 100% npaBUIbHBIX OTBETOB.

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

Ouenka «3» coorBercTBYeT 53% — 72% npaBUIIbHBIX OTBETOB.

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

Pedepar onenuBaetcs mo nsaTu O0aabHON MIKaJe CIEAYIOMUM 00pa3oMm:

«5» (OTIMYHO) — BHITIOJIHEHBI Bce TpeOoBaHusA K pedepary: o0o3HaueHa mpobiaemMa u 0o6oc-
HOBaHa €€ aKTyallbHOCTb, CIICNIaH KPATKUIl aHAIM3 pPa3IMuHbIX TOYEK 3PEHHS Ha paccMaTpHhBae-
MyI0 TIPOOJIEMYy U JIOTHYHO HM3JI0K€HAa COOCTBEHHAsl MO3UIUsA, CHOPMYIUPOBAHBI BBIBOJBI, TEMa
pacKpbITa MOJHOCTBIO, BBIAEPXKAH 00BEM, COONO/IeHbl TPeOOBaHMUS K BHEUIHEMY O(GOPMIICHHUIO,
JIaHbI MIPABUJIBHBIC OTBETHI HA JOTIOJHUTEIHHBIE BOIIPOCHI.

«4» (X0poI10) — OCHOBHBIE TpeOOBaHUs K pedepara BHIIOTHEHBI, HO TIPU 3TOM JOMYIIEHBI
HeO0u€Thl. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B M3JI0KEHUU MaTepualia; OTCYTCTBYET JIOTHYe-
CKas MOCIe0BATEIbHOCTh B CYXJICHUSX; HE BBIAEpkKaH 00bEM pedepara; UMEIOTCS YIYIIEHUS B
odopMIIEHUH; HA TOTIOJHUTEIBHBIE BOIPOCHI MPH 3aIUTE JaHbI HETIOTHBIC OTBETHI.

«3» (yIOBIETBOPUTEIHHO) — TeMa pedepara OCBelleHa YAaCTUYHO; JOMYIIeHbl (aKkTuye-
CKHE OIMMOKH B COJEPKAHWUU TEKCTa WM MPU OTBETE Ha JIOTOJHUTEIHHBIE BOMPOCHI; BO BpeMs
3aIIUTHl OTCYTCTBYET BBIBO/I.

«2» (HEYIOBJIETBOPUTEILHO) — TeMa pedepaTa HE pacKpbITa, OOHAPYKUBACTCS CYIIECT-
BEHHOE HETIOHUMAaHHE MPOOIEMBI.

Tabnuia oreHUBaeTCs Mo NATH OaTbHON MIKaJIe CIEeAYIOIUM 00pa3oMm:

«5» (OTJIMYHO) — BBHITIOJIHEHBI BCE TPEOOBAHUS IO COCTABJICHHUIO TAOJUIIBI: JIOTUIECKH T10-
CJIeIOBATENFHO M3JI0KEH BeCh HEOOXOIMMBIM MaTepuai, MPUCYTCTBYET JIOTWYeCKas MOCien0Ba-
TETBHOCTD B CYXJICHUSX; OPOPMIICHO SCTETHYHO U aKKypaTHO; MPUCYTCTBYET JIOTHYSCKH BEPHBIH
BBIBO/I.

«4» (XOpOI1I0) — OCHOBHBIE TPeOOBaHUS K TAOJIHUIE BHIMOTHEHBI, HO TIPH STOM JIOMYIICHBI
HEO0YETHI, B YACTHOCTH, UMEIOTCSI HETOYHOCTH B M3JIOKEHUU MaTepHhalia; UMEIOTCS YIYIICHUS B
0(pOPMIICHHH; OTCYTCTBYET JIOTHYECKH BEPHBINA BBIBO/I.
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«3» (YIOBJIETBOPUTEILHO) — UMEIOTCSI CYIIECTBEHHBIC OTCTYIUICHHS OT TEMBbI TaOJUIIBI, B
YaCTHOCTH, TeMa OCBEIIEHA YACTUYHO; JAOMYIIEHBI (PaKTHUeCKHe OMMUOKU B COJIEPIKAHUU; OTCYT-
CTBYET JIOTHUECKAs TIOCJICIOBATEILHOCTD B CY)KJIEHHSIX; OTCYTCTBYET BBIBO/I.

«2» (HEYHOBIETBOPUTEIHHO) — TAONIMIIa HE 3aBepIleHa, OOHAPYKUBACTCS CYIIECTBEHHOE
HETIOHMMAaHUE €€ TEMBI.

Cxema OlIeHUBACTCs 1O MSATH OATbHOM IIKAJIE CIICIYIOIUM 00pa3oM:

«5» (OTJINYHO) — BBIMOJHEHBI BCE TPEOOBAHMS IO COCTABIICHUIO CXEMBI: JIOTUYECKH TTOCIIe-
JIOBATEIILHO M3JIOKEH BECh HEOOXOMMBIN MaTepuall; IPUCYTCTBYET JIOTHUECKAs ITOCIIEA0BATEIb-
HOCTb ITOCTPOCHHUHU IJIEMEHTOB; 0()OPMIIEHO SCTETHYHO U aKKypaTHO.

«4» (X0poI110) — OCHOBHBIE TPEOOBAHHUS K CXEME BBIMIOJIHEHBI, HO MPH 3TOM JIOYIICHBI He-
JOY€THI, B YACTHOCTH, MUMEIOTCS HETOYHOCTH B HM3JIOKCHHHM MaTepHalia; UMEIOTCS YIYIICHUS B
0 OpMIICHHH.

«3» (yIOBIETBOPUTEILHO) — UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHHS OT TEMBI CXEMBI, B Ua-
CTHOCTH, T€Ma OCBEII[CHa YaCTUYHO; OTCYTCTBYET JIOTUYECKasi MOCIIEI0BATEIbHOCTh MMOCTPOCHUH
DJIEMEHTOB; TONYIIEHBI (DAKTHUECKUE OIUOKHU B COACPKAHUH SJICMEHTOB CXEMBI.

«2» (HEYIOBJIETBOPHUTEIBHO) — CXEMa HE 3aBepIlIeHa, OOHAPYKUBACTCS CYIIECTBEHHOE He-
NIOHUMaHHE €€ TEMBI.

Kputepuu onieHnBaHus OTBETA [0 YCTHOMY OIPOCY.

«5» (OTJIMYHO) — 3a TIIyOOKOE | MOJTHOE OBJIAJICHUE COMIepPKaHNEeM yIeOHOro MaTepuaa, B
KOTOpOM 00y4aromuicss cBOOOIHO U YBEPEHHO OPHUEHTHPYETCS; 32 YMEHUE MPAKTUUECKH MpUMe-
HSTh TEOPETHUECKUE 3HAHMS, BHICKA3bIBaTh U OOOCHOBHIBATH CBOM CYXKJIEHUS; 32 TPAMOTHOE U JIO-
TUYHOE U3JI0KEHHE OTBETA.

«4» (X0po110) — ecii 00YJArOIIUIICS TTOJTHO OCBOMJI y4eOHBI MaTepuall, BJaJeeT HayqdHO-
MOHSITUMHBIM anmnapaToM, OPUEHTUPYETCS B U3YUEHHOM MaTepuasie, OCO3HAHHO MPUMEHSIET TeO-
peTHYecKre 3HaHUS Ha MPaKTHKE, TPAMOTHO H3JIaraeT OTBET, HO Coaep)kaHue W ¢opma oTBeTa
UMEIOT OT/ICIbHbIE HETOYHOCTH.

«3» (yIOBIETBOPUTEIIEHO) — €cli OOydaromuiicss 0OHApYKUBAeT 3HAHWE W MOHUMAHHE
OCHOBHBIX IOJIOKEHHUI Y4eOHOTr0 MaTepuaa, HO U3JlaraeT ero HeroJIHO, HeTOCIeI0BaTeNbHO, J10-
NyCKaeT HETOYHOCTH B TPUMEHEHHUH TEOPETUYECKUX 3HAHUN MpPU OTBETE HAa MPAKTUKO-
OpPUEHTUPOBAHHBIE BOIPOCHI; HE YMEET JI0Ka3aTelIbHO 000CHOBATh COOCTBEHHBIE CYKICHUS.

«2» (HEeyIOBIETBOPUTEIHHO) — €CITU OOYUYAIOIIMIICS UMEET pa3pO3HEHHbIE, 0€CCUCTEMHbBIS
3HaHUS, JIOIYCKaeT OMMOKN B ONpeeNeHUH 0a30BbIX MOHATUH, UCKaXaeT UX CMBICI;, HE MOXKET
NPaKTUYECKH TPUMEHSTh TEOPETUUECKIE 3HAHUSI.

IIpakTnuyeckas padora Ne 1. PeKBH3UTBI IOKYMEHTOB

Henp padoter: m3yunts Ha [OCT P 7.0.97-2016 "Cucrema craHmapToB 1o uHpopMauy, ONOIHOTEIHOMY 1 U3/1a-
TeNbCKOMY ziesry. OpraHu3aIlioHHO-pacoOpAANTENbHAS JoKyMeHTanus. TpeboBaHus K 0(pOpMIICHNIO TIOKYMEHTOB'".

OcHalenne 3aHATHS
1. TekcTol 3a1aHuil.
2. OO6pa3ubl JOKYMEHTOB.
3. Terpangp s npakTHIECKUAX PaboT.

3ananue: 3anonHuTh Tabnuuy, onupasich Ha [OCT P 7.0.97-2016 "Cucrema crannapToB rno uadopmanuu, oudiano-
TEYHOMY M U3JIaTeIbCKOMY Jieny. OpraHn3ainoOHHO-PaCcTIOPSIANTENbHAS TOKyMeHTanus. TpeboBanus K 0(OpMIICHHIO
JIOKYMEHTOB"

Homep pexBusuta HaumeHoBaHHE peKBH3UTA Onncanne peKBU3UTA IIpumep

IIpakTuyeckas padora Ne 2. [IpaBuiia odopmiieHNsi OCHOBHBIX BUJOB OPraHU3alluOHHO-
NMPaBOBOM J0KYMEHTALMHU
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LIC.HI) pa6OTLIZ HU3y4YUTh Oq)OpMHeHI/Ie OpraHn3aliMOHHO-NIPABOBBLIX JOKYMCHTOB Ha IIpUMEpax.

3a7aHue: BHIMOJHUTH AHAJIN3 opraﬂmauﬂmmo-npalsonoﬁ AOKYMEHTAIUU U O(I)OpMI(ITL B BHJI€ TA0JIUIbI (I[.]'Ifl
3aM0JTHEHUSA TPETHEIro cT0JI0NA KpoMe TeKCTa UCNO0Jb30BaTh pncymm)

HaumeHnoBanue y4-
PeIHTeILHOIO 10KY-
MEHTa

Hasznauenue g0-
KYMEHTa

O0s3aTe/bHbIe PEKBU3UTHI

Pexomennyemast
CTPYKTYpa I0KyMeH-
Ta (ero cocras)

Kem qokymeHT BuU-
3UpyeTcst WIH yT-
BepiKIaeTcst Wiu
NMOANMCHIBAETCS

YeraB — IpaBOBOi aKT, MPEACTABISIONINIA CO00I CBOJI PaBHJI, YCTAHOBIICHHBIX FOCYAapPCTBOM HIIH OpTaHHU-
3alue, MpeaNnpHusTHEM, PETYIUPYIOIUX JeSATEIbHOCTh ITUX OpPraHU3aliid, MPEANPHIATHH WK ONpeNelIeHHBIX chep
yIpaBleHUs U XO3AHCTBeHHOH nesrenbHOcTH (Berepunaphsiil yctaB, CTpoeBoit ycraB, JMCIUNIMHApHBIN yCTasB,
VYcTaB OTKPBHITOrO aKIMOHEPHOIO OOLIECTBa, Y CTaB OOIIECTBA ¢ OTPaHUYEHHON OTBETCTBEHHOCTBIO, Y CTaB rocynap-
CTBEHHOT'0 YHUTApHOTO MPEANPUITHS U JIp.).

O6umie momokeHust 00 ycTaBe comepKarcs B 9acTu nepBoit [ paxkmanckoro koxekca P®. Ycras opranu-
3aIlM YTBEPKAACTCS €r0 yupeauTessiMu (ydacTHHKaMu). KOpuandeckoe U0, CO3IaHHOE OJHUM YUPEAUTENEM,
JEHCTBYET Ha OCHOBAHUH yCTaBa, YTBEP>KACHHOTO 3TUM YUPEIUTEIIEM.

B ycraBe opranm3anuy JOIKHBI OIPENENATHCA: CTaTYC, HANMEHOBaHNE IOPUINYECKOTO JINIA, MECTO €TO
HAaXOXJICHUS, OPTaHN3alMOHHAsI CTPYKTYpa, LIENH, XapakTep M MOPAIOK YNPaBICHUS AEATEIBHOCTBIO, a TaKKe
coJlepKaTbCsl APYTUe CBEACHNUS, IPELyCMOTPEHHBIE 3aKOHOM JUIsl IOPUIUUECKUX JHUIl COOTBETCTBYIOIETo BUa. B
ycTaBaX HEKOMMEPUECKUX OpraHM3alliil 1 YHUTAPHBIX NPEANPHUATHH, a B IPEAYCMOTPEHHBIX 3aKOHOM CIy4asx U
JPYTUX KOMMEPYECKUX OpraHU3aluil JODKHBL OBITH ONpEesieHbl IPEMET U eNIU ACATeIbHOCTH I0PUINIECKOro
mna. [IpeaMer u 1enu AesTebHOCTH KOMMEPUYECKO OpraHu3alui MOTYT OBITh NMPEAYCMOTPEHBI YCTABOM U B
Clly4asix, KOT/1a 110 3aKOHY 3TO HE SIBJISIETCS 00513aTeNIbHBIM.

YcTaB MOXKET COCTOSITh U3 CIICAYIOIIMUX pa3aesioB:

1) OOmue moa0KeHUs

2) AxmmoHepHBIH KanuTan (YCTaBHBIN KalluTan)

3) Ilopsanok nesareabHOCTH

4) VYmupasneHnue

5) Vuder u OTYETHOCTH

6) Pacmnpenenenue npuOBLIH

7) IlpekpaiieHue neaTeIbHOCTH.

B ycTaB MOTyT BKJIIOYATBCS U APYTHE Pa3ieiibl, OTpaXkatoline crieln(pUKy AesTeIbHOCTH OpTaHU3alHH.

Ha turynsHOM nucTe ycTaBa ykasbiBaroT: Bua gokymenTa (YCTAB), opraHu3aiiioHHO-IIpaBoBYIO (Gop-
MYy IOpPHUIMYECKOro JIMIA, €ro MHAWBUIyalbHOE Ha3BaHHE, MECTO COCTABJICHHs NOKYMEHTa, rpud yTBEp KICHUS
ycTaBa Y4YpeAMTENAMU WM YJacTHHKaMM (BBEpXy crpaBa). Ha momiuHHUKE yCTaBa perMCTPHPYIOLIUI OopraH
BBEPXY CJIEBa MPOCTABIAET OTMETKY O PErucTpaIuu ycTaBa. OTMETKA O PErHCTPAIlUH 3aBEPSAETCS MEeYaThI0 Pert-
CTpHpyIoIIero oprana. I'pr¢ yTBepskaeHHs Ha ycTaBe 3aBepsIeTCs 1€9aThi0 OPTaHU3aIIH.

HopmaTuBHBIMHU NPaBOBBIMH aKTaMH YCTAHOBIJIEHBI THIIOBBIE M ITPUMEPHBIE (JOPMBI YCTaBOB OPraHU3ALMNA U

MPEANPUATHN Pa3TNYHBIX OPraHN3alMOHHO-TIPAaBOBBIX (hOPM.
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BOPUA NOATDTORNBKA C WONOTIIOBAHABK NDEB0BLIX AKTOB N0 COCTORHMK ka 21.09 2010

Yrnepmaen
Pewsnnen yapegarensi
MNporeson N

D_l — "

YCTAB

HEKOMIMEDSECEON MAEDODANSHCOBOA COTaNMIEI
©ong *
r
20 _r
1. OBUWME NONOXEHNRA

1.1, ®oma " T, Muenyemuwi 8 ganueeiwen "Oong®, ANOHETCR He MMl

UNEHCTHA WS EOMMEDUECKON OPANAISUWME R COLZNMNON FRIGIANIMM 1 (UI1M) OPRITIMIECIOIMM FINLEANM N2
0CHODE ZOOPORANBLHLX HNYWIECTHEIMLX EINOCON ANS DEANMOIAUNM ULNEH, YERIAMHMX B HACTOALGEM
Yerape

12, ®owg COInAM W OCYWECTRARET CROK ACATENMMOCTE § CooTRETCTEMM © KoncTHTywmsed
Fooomicion Segepaus, Pegepanssiau Jacowon Fooosicron Pepepaus O MPOGaNasiconon
ASKTENLHOCTE M MHKDODHMANCORMX  OPFANVIAUMSDC, LN SERCTRYIOUMM  SAROMOJITENLCTROM
Pocoailcrol Segepaunie 1 MACTORLHM YCTasoM

13 Monwoe wanmenosawne QONEA Ma  PYCCKOM  HamNe; m .=

Wummumﬂm Qomn " " NONMOE HAHNEHDRANAE
manme (M MOGOM  WHOCTPAMNOM  AMIKS  ne M waponon  Pooowicxan
W) ¥, CORDALLENMOE NaMMENOBAHWE 3 (M mabow

MMOCTRAMMON AIKE UNK RIWKE MAPOJoe Poccamcron Segepaymm); ~ *

14, fleatermuccti Dowga CONOBLIBACTCR 1A NpEsILpanax mﬁpuomoocn PABHONPISHE,
CAMTYNPARNEHA 1 I2R0MNOCTH,

15 Do SENNETCH KPMIMHECKNAN NMUOM C MOMENTH €0 FOCYAAPCTRENNON PErvCTRa™ NO
POCCHRCKOMY JAROHONATENLCTRY,

16 ©ow NpMoGRETAET CTATYE MEKPODNMANCOBON DRTAMLIGLMA CO NS RNECCINR CREATHAR O
HEM B TOTYASPCTRANHMIE PESTTP MURPODIHANCOR KX OPFaMHIALMA B YNONHOMOSE WA Dpras,

17 SoHa MOMET OT CROBID WMEHH NOHOOPSTATL WMYIECTREHHLE H YLD HEMMYIISTTRSH WS
NPABE. HOCTH OORIAMHOCTH, DeiTe BCTLON # OTBETHHIOM 8 CYAD. B WKTEPOCEX JOCTHARHMS yOT BN
Enel  CORPPIWATE CAENKH, COOTERTCTRYWALME YOTARMIN U@nAN  DOMGE ¥ ISKOROAATENSCTRY
Poccmilciod Sejjepauni tak wa Tepprmopus Foconiickol Seaepauma, 1aK # 3a pyfesom

Dosa MaeeT SBOOOGNEHNDE IIYIIOCTRO M CAMICTORTEMNLIA GANAMG. PATHETHLIA M ISWe CHETR B
YIPesaesx GANDe. @ TAONE KIYINYI0 NEYaTh. WTANN, oMGNersd, GNaki 00 CRONM HaHMEHOBANMEN |
DPYIYO CHNBOMMEY, IGPENNCTPMDOBSHHYIO B YOTEHOGNRHHOM J2E0H0M NOPRILD

18 [JesmenssocTs SoHIA AUNAETER MMACHOR, 8 WHDOPUAINA © BM0 YYPAINTamsHLX M
NPOTPEIMIX QOKYMOHT X - 0BWIRAOCTYIHOA.

1.8 Pernos aesTenkkocTi DoKkLa -

110 Mecto vaxasgene Sosia -

2. UENK ¥ 3A0A4A $OHOA

21 Uenwo coanamesn SONIa SENSITCH  ROCTHARHHE COUHANLEMX  (GNErOTEopuTen i,
PYNLTYPHLIX, OOPEIORATEMHED HITH Wb DOULBCT BEFHO NONRIMLX) LIeNeR

2.2 NpapmeTon JesTans=ICTH Dosla RENRETCH X

23 ine  peamnsUMM  CROMX  YOTABMMX  UANER B COOTRATCTRMM  ©  ROBCTBYIOUHM
ZAMOHORATENLCTSON POCCHcinn Sanepaig Sos OCYWUECTERART CHRYNILNE SHOW JOSTRNBHOCTY ¥
mmwuwun FETERT

OCYUBCTBNEHMA  MHEDODAKEHCOBOR  AEATENSHOCTH N0 NPEACCTEENEHID  MHKDO3A A0S

(umummuo)

- OCYUPCTENEHNE Meibix BWI0H JEATENSHOCTH, HENPEBIEHHEIX HE JOCTHASHIE YOTSEMLI LIBNER 1
HE NPITMB0PEALUINE AERCTRYILLONY IBKOHOASTENLCTEY POCCARCKOR SeepaLinm.
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[osoxkeHne 00 OpraHM3amMM — 3TO MPABOBOW aKT, ONPEICISIONIMN MOPSAIOK 0O0pa3oBaHus, 3a1ayH,
00513aHHOCTH, TPaBa, OTBETCTBEHHOCTh W OPTAHHU3AIMIO PA0OTHI MPEATPHUATHS B TICITIOM.

Ha ocHoBaHuu nosoxxeHust AEUCTBYIOT rOCYIapCTBEHHBIE M MYHHUIIUIIAJIbHBIE HEKOMMEPYECKHUE OpPTaHu-
3aIlMH, BBIMOJHSIONIME CBOM (DYHKIIMH 3a CUET CPeACTB OrokeTa. B mepByro odepenb, 3TO OpPTaHbI BIACTH H
ympapiieHus. Ha 0OCHOBaHHMM TOJIOKEHUH NEHCTBYIOT Takke (DHIMAbl KOMMEPYECKHX M HEKOMMEPUECKHX Opra-
HU3ALUN, UX OTIEJICHUS U IPEACTaBUTENbCTBA.

[omoxxerns 00 opraHU3alMAX MOTYT OBITH TUIOBBIMH, IPUMEPHBIMH, WHANBUAYAIGHBIMA. THUIOBEIC U
MIPUMEPHBIC MOJIOKCHHS Pa3padaThIBAIOTCS IS MTOIBEAOMCTBCHHBIX OpraHU3aIluii, OTACICHUMN, (PHITHATIOB, MPEeI-
CTaBUTENIbCTB, 3aHUMAIOIINX PABHOE IMOJOKEHUE B UEPAPXUU OPraHOB YNPABJICHUS U OCYILECTBIISIIOUIUX OJNHA-
KOBYIO JICSITEIBHOCTh. THUIIOBBIC U MPUMEPHBIC MMOJIOKEHUS CITY)KAaT OCHOBOM JJIsl pa3pabOTKU MHIUBHUIYaTbHBIX
MOJI0KEHUH.

IOpunudeckyro cuily MOJIOKEHHE 00 OPraHU3aIUK MOJIYYaeT MOCIE YTBEPIKICHHS €r0 BBINICCTOSIICH
opranm3aiuei. Kak mpaBuiio, yTBepKICHHE MOJIOKCHHUS 00 OpraHM3allii MPOBOIUTCS PACIOPSAUTCIBHBIM J0-
KyMEHTOM (TIPHKa30M, PacTopsHKEHNUEM, TIOCTAHOBIICHIEM) BEIIIECTOSIIIETO OpraHa ynpasieHus. [lomoxenne 06
OpTaHW3aIlMA MOKET YTBEpPKIATh HEMOCPEICTBEHHO PYKOBOIUTEIH BEHIMICCTOSIICH OpraHM3alMy 0e3 H3IaHH
pacnopsaUTENbHOrO TOKYMEHTA.

[NonmoxeHne SIBISIETCS CIOKHBIM JOKyMEHTOM. He cymecTByeT HOpMAaTHBHO yCTaHOBJICHHBIX TPeOOBaHUI K
COJICPKAHUIO TIOJIOKECHHS 00 OpraHn3anui. TeKCT MOI0KeHH 00 OpraHU3aliy MOXKET BKITIOYATh CICAYIONINE pa3Jie-
JIBI:

1) «Ooumie nonoxenusn». Comaepxarcs opUIMATBHBIC MOJHOE M COKPAICHHOS HAUMCHOBAHHS OpPTraHU3aIllH, OIl-
peaenstoTCa UeIN U OCHOBAHMS €€ CO3[aHMs C yKa3aHUEM HaUMEHOBAHUs, 1aThl U HOMEPA COOTBETCTBYIOLIETO
MIPAaBOBOI'0 aKTa, YKa3bIBAETCS, YEM PYKOBOJICTBYETCS OPTaHM3allUsl B CBOEH NESITEIBHOCTH, KEM BO3IJIABIIAECTCS
1 KOMY [TOTYMHSCTCS, KAKHE TIeYaTH U O(HUIIMATbHBIC OJIAHKH UMEET.

2) «OcHoBHbBIC 3amaun». DOPMYIUPYIOTCS IICTU ACSITEIBPHOCTH OpPraHU3aIUy WM POOJIEMbI, KOTOPhIC PU3BaHa
pelaTh opraHu3alus U KOTOpble ONPEACNIAIOT XapaKTep U OCHOBHBIE HAPABJICHUS €€ JeSTENbHOCTH.

3) «Dyukmumy. [lepedncnsroTcst ASUCTBUS WM BUABI padOT, KOTOPBIE MOJDKHA BBHITIOIHATH OpPTaHU3alus I pe-
LIEHMSI IOCTABJICHHBIX NIEpe]] HeH 3a1ad.

4) «lIpaBa u ob6s3anHOCTHY. CONMEPIKUTCS TIEPEUHUCICHUE TIPaB U 00s3aHHOCTEH, KOTOPHIMH HAJICISICTCS] OPraHu3a-
U B ITUIE ee pyKoBoAuTels. [IpaBa ycTaHaBIMBAIOTCS B 00BbeMe, HEOOXOAUMOM JJIsl PEeaji3alii BO3IOKCH-
HBIX Ha opraHu3ammio QyHKIuil. B umcie oOs3aHHOCTEH MEepeYNCISIOTCS NSHCTBHSA, KOTOPBIC OpTaHU3aIlHs
JIOJDKHA BBITIOJHSITh JIJIS pealTU3aIliy CBOUX (DYHKITHIA.

5) «PykoBoACTBO». YCTaHAaBIMBAETCS, KEM OCYILECTBISETCS PYKOBOJICTBO OpPTaHM3allMel, Ha KaKUX MPHUHIIUIAX,
KeM Ha3Ha4aeTCs K OCBOOOKIACTCS OT JOJDKHOCTH PYKOBOJHUTEb, a TAKXKE chepa ero KOMICTCHIUH.

6) «B3auMOOTHOIICHUS». Y CTaHABIMBAECTCS KPYT OpraHu3aluid U JOJDKHOCTHBIX JIUI], ¢ KOTOPBIMH OpTaHU3allns
OCYILIECTBIIACT B3aMMO/ICHCTBHE Ha HH(POPMAIIMOHHOM U JJOKYMEHTAIIUOHHOM YPOBHSIX.

7) «KoHTpoisb, poBEpKa U PEBU3US NEATEIHHOCTH». YCTaHABIMUBACTCS, KEM OCYIIECTBIISIIOTCS KOHTPOIb, MPO-
BEPKH M PEBU3UH (PUHAHCOBO-XO3SHCTBCHHOW NEATEIHHOCTH, WX MEPHOAUIHOCTD WM CPOKH, MOPSIOK IPea-
CTaBJICHUS UTOTOBBIX TOKYMEHTOB.

8) «Peopranuzanus v JUKBUAALUS». Y CTAHABIMBAETCS, B KAKOM HOPSAKE U KEM OCYILECTBIISIETCS] peopraHu3alus
Y JINKBUAALINS OpraHU3aluu.
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Haumenosanse opranusanim YTBEPXJIAIO
Haumexosanme 10mMKHOCTH
MOJIOKEHME PYKOBOANTENA OPraHM3aimm

Ne Nodnuce

HAama

G o o TaRNIR )

B -

CTPYKTYPA TEKCTA
O6ume nonoxenmns
OcunoBuble sagaun
DynKupn
Tpasa u obazannocTy
OTBETCTBEHHOCTD
Baaumoorrowennn. Ceasu
Opranusauun paborsi

Haumenosanne QOMKHOCTH

PYKOBOAMTENA CTPYKTYPHOTO
NOJIpasjie/ieHna Modnuce

Buawm cornacopanus

€ 3aMHTEPECOBAHHBIMM
AO/KHOCTHBIMI IMLAMM
(npu HeobxomMMOCTH)

C nonoxenneM 03HAKOM/ICHbI:

Haumenosarus JomxkHocTel paboruukos Modnucu
Aamet

B neno No 00-00
Nodnuce fama

Pacumdposka nojunmcu

Pacumndposxa nopnmcu

Pacumdposku noanuceit
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IosoxkeHne 0 CTPYKTYPHOM MoOApPa3aeleHUH (KOJLUIETHAJIbHOM WIH COBEIIaTeJIbHOM OpraHe) — IIpaBo-
BOW aKT, YCTaHAaBIMBAIOIINI cTaTyc, QyHKINH, MpaBa, 0OS3aHHOCTH M OTBETCTBEHHOCTb CTPYKTYPHBIX IOJpa3zeie-
HUH ¥ MHBIX OPTaHOB yUPE)KICHUS, OPraHN3aluu, IPEATIPUATHS.

[TonoxxeHns O CTPYKTYPHBIX MOJPA3ACIECHUIX MOTYT OBITh THIIOBBIMU M WHIMBHIYaJIbHBIMU. THIIOBBIE
MIOJIOXKEHHS pa3palbaThIBAalOTCS Ul OJHOTHITHBIX OPTaHH3ALUN M CTPYKTYPHBIX monpaszencHui. Ilpu Hammanm
THUIIOBOTO KOHKPETHBIE MTOJIOKEHUS pa3padaThIBalOTCS HA €TO OCHOBE.

[TonoxxeHns 0 CTPYKTYPHBIX IOApa3AeIeHUSIX 0QOpMIIIIOTCS Ha oOIeM ONaHKEe OpraHM3alid, yTBEp-
KAIOTCSI PYKOBOAMUTENEM OPraHU3aAINY, MMOJMUCHIBAIOTCS PYKOBOAMUTENIEM MOJpPA3JENeHUs WIH, COOTBETCTBEH-
HO, PYKOBOJUTEIEM KOJUIETHATIbHOIO WM COBEIIAaTeNbHOro opraHa. IlomoxeHus o moapasfeneHusx MOryT yT-
BEP)KIATHCS PACTIOPSAUTEIBHBIM JTOKYMEHTOM (TIOCTAHOBIIEHHEM, MPHUKA30M, PACHOPSHKEHUEM), €CJIU OJHOBpeE-
MEHHO C YTBEP)KICHHEM JJOKyMEHTa HEOOXOJMMO JIaTh IIOPYUYEHUs], CBSI3aHHBIE C €T0 IPUMEHEHUEM.

[MonoxxeHus: pa3padaThIBAIOTCS MO YKA3aHHUIO PYKOBOJUTEINEH MPEANPHUATHS, 110 HHUIIMATHBE PyKOBOAMTEINEH
CTPYKTYPHBIX Hoapa3aeneHuil. VICHoIHUTeNb cocTaBuseT IpoeKT nosoxeHus. [lonoxeHne noAMuChBaOT PyKOBOAU-
TENb CTPYKTYPHOTO IMOApAa3AeieHUs (IEATEIbHOCTh KOTOPOTO PETJIAMEHTHUPYETCSI), BBIMIECTOSIINA PYKOBOAUTETD,
KOTOPOMY TIOAYHMHSETCS TAaHHOE TIOApa3eIIeHUE, i pa3padoTIHK.

ITpoeKT MOJIOKEHNUS COTIIACOBBIBACTCS C IOPUAMIECKUM OTAeNoM. Ecii MpOeKT BBI3BIBACT BO3PAKEHHMS, 3a-
MEUYaHUs, OHM M3JIaraloTcs Ha BTOPOM 3K3EMIULIPE HIIM Ha OTACIHHOM JINCTE, IPUI0KEHHOM KO BTOPOMY 3K3EMILTAPY
npoekTa. [IpoeKT MoNoKeHns MPEACTAaBISIETCS] Ha YTBEPXKICHUE PyKOBOAUTENO npeanpusaTus. [lonoxeHune o6 opra-
HHU3ALUH YTBEP)KAACTCS PACIOPAAUTENBHBIM JOKYMEHTOM BBIIIECTOSAIIEH opraHn3aiyy. J{aToil moIokeHns BiIseTcs
JlaTa yTBEPKICHUS TOKyMEHTa, €ClId B TEKCTE HE yKa3aHa Jpyras Jara.

O0s13aTeIbHPIMU PEKBU3UTAMHU IIOJI0KEHHS O CTPYKTYPHOM IIOJpa3JeieHuH (KOJUIETHabHOM WM COBEIla-
TEJILHOM OpraHe) sSBJSIIOTCS: HauMEHOBaHHE OpraHW3allid, HAMMEHOBaHUE CTPYKTYPHOTO MoApa3aeieHus rpud yr-
BEPKJICHHUS, MECTO U3JaHKs, HAMMEHOBaHHE BHJA JOKYMEHTa C 3ar0JIOBKOM K TEKCTY, TEKCT, MOAINUCH, BU3bI, IPUP
YTBEpXKIEHHsI, Jara, HOMEp, MECTO M3JaHus (Topoj), 3arojoBOK, TEKCT, HMOANUCH, IpH( coriacoBaHusl.

TexcT mosnoKeHUs 0 NOAPa3IeICHUN COCTONUT U3 CIICIYIOUINX PA3/IeIIOB:

1) «O6mue nonoxenus». YKa3plBAKOTCA: MONHOE OPUIMATHLHOE HANMEHOBAHHE TOIPA3/IECIEHUS, 1aTa, HOMED U
HaVMEHOBAHHUE TPaBOBOTO aKTa, HA OCHOBAaHMM KOTOPOTO CO3JIaHO M JEHCTBYET MOAPA3ICICHNE, YeM PyKOBO-
JCTBYETCS B CBOCH AEATEIBHOCTH, KEM BO3IJIABISETCS W KOMY NOAYHHSETCS, HOPAJOK Ha3HAUYCHUSA U 0CBOOO-
JKAEHUS OT TOJDKHOCTH PYKOBOAUTENS MOApa3iefieHNs, HaJHMUUe y MOoApa3ieCHUs IIeYaTH.

2) «OcHoBHbIE 3anauny». DOPMyIMPYIOTCS 1IeJH, CTOALIKE Tepes MOApas/eeHHEM, MM NPOOIeMbl, KOTOphIE
MIPU3BAHO pelaTh MoApa3eIeHHe B CBOCH AEATEIbHOCTH.

3) «®ynkimu». YCTaHABIMBAKOTCS BUIBI PabOT, KOTOPBIE JOJKHO BBIIONHATE TIO/Pa3IeeHHe sl OCYIIECTBIIE-
HUS TIOCTaBJICHHBIX Mepen HUM 3aaad. OYHKIMK JODKHBI MOJHOCTHIO OTPaXKaTh CIEHU(HKY AEATEIHHOCTH
MOApa3IeNCHNUS.

4)  «Ilpaa u o6s3aHHOCTUY. [lepeuncnsioTcs AeicTBUSA, KOTOpbIe 0053aHO OCYIIECTBIATh MOAPa3IcIeHHUE B JIUIE
€ro PyKOBOJUTEIIS JJIsI BBIOJIHEHHS BO3JIOKEHHBIX Ha HEro (pyHKLHH.

5) «OTBEeTCTBEHHOCTBY. Y CTAHABIMBAIOTCS BU/IbI JUCIUILIMHAPHOMN, a[MUHUCTPATUBHOMN H, IPH HEOOXOIUMOCTH,
YTOJIOBHOH OTBETCTBEHHOCTH, KOTOPYIO MOKET HECTH PYKOBOAMTEIb MOIPA3/ICICHHUS B CIIydae HEBBIOIHCHHS
TOZIpa3/IeICHHEM CBOUX O0S3aHHOCTEH.

6) «BsauMooTHOWIEHHUS». PernaMeHTHPYrOTCS HHYOPMAIIMOHHBIE U IOKYMEHTAIIHOHHbIE TIOTOKH MOJIpa3IeyIeHus,
OCHOBHBIE IOKYMEHTBI, CO3/JaBaeMbIe MM, a TAK)K€ YKa3bIBA€TCs, C KAKUMH TOAPA3ICICHISIMA U OpraHN3aIus-
MH OCYILIECTBJISIETCS] B3aMMOJEHCTBHE, KaKyl0 WH(GOPMALHUIO MOIyYaeT W MPEJICTABISIET MOJpa3/ielieHue, me-
PHOAMYHOCTH U CPOKH IIPECTABICHUS; B KAKOM IOPSAAKE M K€M pacCMaTPHUBAIOTCS BO3HUKAIOIIHME Pa3HOTIA-
cusl.
Ecim cTpykTypHOE mozpasjeneHne COCTOMT M3 TOApa3jesieHnil (CEKTOpPOB, OTIEIOB, TPy, O0I0po H
Jp.), B TIOJIOKEHUE O TaKOM I0J(pa3zieJeHuH rocie paszaena «OCHOBHBIE 3a/1aun» BKIroyaercs pasnen «CTpyKTy-
pa», a Ha KaXk/10€e MoJIpa3/ieJIeHue B COCTaBe KPYITHOM CTPYKTYPHOH €AMHHIBI pa3pabaThIBAIOTCSl CAMOCTOSTENb-
HBIE ITOJI0KEHHS.
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y  —

Hawnmenosanue «YTBEPXIAK»
[peTpPHsITHS PyKoBoIMTE b MPEANPUSTHS
[MOJIOXXEHUE —
0 (TMoanuce) (Pacuudposka
(HaumeHoBaHHKE MOJITHCH)
CTPYKTYPHOTO NOAPA3IeNeHHs) Jara
Jlara Ne
Mocksa
CTPYKTYPA TEKCTA

O061ue nonoxeHust
OCHOBHBIE 3a1a4u
QyHKIMH

ITpaBa u 06s13aHHOCTH
OTBETCTBEHHOCTD
B3aumootHowmenust. Cesazu
Opranusanus paboTsl

Pykosoaurenb
CTPYKTYPHOTO MOAPa3ieneHus

(IMoamuce) (Paciumdposka
TMOATTMCH)

Bu3bl cornacosanus

C nosoxeHueM 03HAKOMJIEHbI

(IMoanucwu) (Pacumdposka
MOJTHCEH)

(Mara)

CTpyKTypa M IITATHASs YUCJIEHHOCTb — IIPABOBOM aKT, PErJaMEHTUPYIOIIUHA COCTaB CTPYKTYPHBIX
[0/Ipa3IeJIeHNH OPraHU3ally 1 IITaTHYIO YUCIEHHOCTb.

CocraBieHHe JOKYMEHTA, ONPEAEISIOIEr0 CTPYKTYpY M IUTATHYIO YHUCIEHHOCTh OPraHU3ALMH, MOXKET
obITh npeaycMorperno YcraBoM (ITosoxennem 00 opranusaipu). [IpoekT 3TOro JOKyMEHTa MO MOPYYCHHUIO PY-
KOBOJIMTENSI OpTaHU3AI[MH TOTOBUTCS OTACIOM KaJpOB, BUSUPYETCS 3aUHTEPECOBAHHBIMU JIMIIAMH U TIOJpa3ierie-
HUAMH, 3aMECTUTCISIMU PYKOBOAUTEIIA, MOANUCHIBACTCA 3aMECTUTCIIEM PYKOBOAUTEIIA MO NEPCOHATTY U YTBEP-
KIACTCA PYKOBOJUTECIIEM OpTaHU3aluu. CprKTypa " mraTHas YUCJICHHOCTh OpraHu3alnu, Kak IpaBuiio, yrBep-
JKOACTCs Ha KaJIeHJlapHI:Jﬁ ron. N3menenus B JOKYMEHT BHOCATCA MPHUKA30M PYKOBOAUTEIIA OpraHU3aluu.

TekcT moKyMeHTa UMeeT Ta0In4IHyIo (GopMy. B HeM yKa3bIBalOTCS KOJIBI CTPYKTYPHBIX TOpa3IeIICHHH,
MX HAMMEHOBAHUS U IUTaTHas YUCIEHHOCTD.
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3 VTBEPKIAIO
Y Ienepansubiii THPEKTOP

b i Dbercod, NN Nsanos

3A0 «dperar»

110000, Mockea
V. Teepckas, .15, oduc 215
Ten. (095) 111-00-01

raxc: (095) 111-00-02

E-mail: fregat@mail.ru

« ¥ 200 1.

CTPYKTYPA H IITATHAA UHCJIEHHOCTD

ILlITaTHan
Ne n/m HamumenosaHmne CTPYKTYPHOMO NOAPaA3ACNCHUA YHMCAEHHOCTD
(em)
1. I'enepa/JibHAA JHPEKITHS 5
Craoyxda aaMHHHCTPATHBHO-X03AHCTBEEHHOI O H
1.1. TEXHHYECKOT000ecrneueHua 6
Beero: 11
2. IEyM'a.lrl'cpuﬂ 3
Becero:
3. KoMmMepHueckas THPEeKITHA
3.1. OTtaen npoaasi 5
3.2. OTaen no padoTe ¢ KOHEUHBIM 3aKA3YHKOM 5
33. OToen MapKeTHHTa 1 PeKlaMBbl 3
34 OTtoen cHab:EKeHHA 3
3.5 OToen TOTHCTHEH 3
3.0. TpaHcnopTHO-2KCIeIUTOPCKAaa cay:rda 10
3.7. Crnan 8
Beceero:
4, TexHHUeCKANA AHPCKLHA
4.1 OTaen rmaBHOTO HHIKEHEepa 7
4.2. I[IpoexTHHEINT OTOeT 5
4.3. [lpou3BoaCcTECHHO-MOHTAMXKHBIN OTACT 48
4.4, CeppucHas cayxda 14
4.5. Macrepckas 3
Beero- 77
Hroro: 128
COTJITACOBAHO:
{30 TIKHOCTS ) (noanuce) (pacwnpoBKa NOANHCH)
(AOTHATHOCTE ) (n0anuce) (pacwH(POBKA NOAMHCH)
({0 TCHOCTD) (noannce) (pacwnpoBKA NOANHCH)

IlITaTHoC pacnucanue — HpaBOBOﬁ aKT, YCTaHaBHI/IBa}OH.II/Iﬁ MTATHYO YUCJICHHOCTb OpraHu3alunu, COCTaB

JIOJDKHOCTEH M pa3Mep OIuIaThl Tpy/a.

ITarHOe pacnucanue odopmisiercs Ha OnaHke nmpeanpuatus. @opma MMTATHOTO paclMCaHUs yTBEP)KACHA
nocranoBieHueM ['ockomcraTa ot 5 saBaps 2004 1. Ne 1 (popma T-3 AnpOoma yHHDUITUPOBAHHBIX (POPM MTEPBUIHBIX

YUYETHBIX JOKYMEHTOB IO Y4ETY TPYAA 1 €T0 OILIATHI).

CTpyKTypa MITaTHOTO PACIIHICAHUS COCTOUT U3 CBEICHUIA:
- CTPYKTYpHOE Moipa3/ielieHrne (HANMEHOBAHNE U KON);

- mpodeccust (IOMHKHOCTB);

- KOJIMYECTBO LITATHBIX €MHHUIL;

- oknaj (TapudHas craBka);

- HaJ0aBKH;

- MeCSTYHBIHA (hOH[ 3apabOTHOI MIIATHI;

- IPUMEYAHUSI.

HOHHI/ICLIBEIGTCSI ITaTHOC PACIUCAHUEC 3aMECTUTCIIEM PYKOBOJUTECIA HNPCAINPUATHA, COIJIACOBBIBACTCA C
T'JIaBHBIM 6yX1"aJ’[TCpOM, YTBEPIKAACTCA PYKOBOAUTCIIEM MPEANPUATUA. H3MmeHeHns B IITaTHOE pacimcaHnue BHOCATCA

IMMPpUKa30M PYKOBOJAUTEJISL OPraHru3aluu.
OCHOBHEIE PEKBU3UTHI LITATHOI'O PACIIMCAHUS OIMMHUIINTE U3 PUCYHKA.
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Yunuguunponanunan popya Na T-3
Yisepagiena nocTanosnestes Fockomcrama PO

or S misapn 2004 Ne ]
Kon
Dopma no OKV]] 0301017
no OKTIO
TEOCHI08RBIC OPT HBOAHOL
; Honmep aokymenTa Jarta cocTapneHms
INITATHOE PACITHCAHHE | | VYTBEPXKJIEHO
IMpuxazom opramspapm or " 20 r. Ne
Ha 1epHoj [k ” 20 r LlITar B KO/MvecTBE /ML
CTpyKTypHOE rnojipasjiencHie Josmanocms (cnewpansiocts, | Kommecrso T — HanGasxu, py6 Beero, py6
g 2 apndman craska 54 - 1 z
R - npodeccin), paspan, Kaace HITATHBIX (onan) H ., py6 (rp. S+1p. 6+ 1p. 7+ | lNprmenarmie
- | M (xkaTerophs) KsamHdixaLpm ePHHL i | | p.8)
1 2 3 4 ) 6 7 8 | 9 10
\
Hroro
PyxkoBoauTe b KaApoB ol coryxOLI
AOTDCTS BROGR ATUICH POCIIRDPOR NOTIBICH

I'nas bt Gyxranrep

B cooTBeTcTBUM € yCTaBOM IIPEANPHUATHS pa3pabdaThIBacTCs €ro CTPYKTypa M ONpPEAEIsieTCs MTaTHAs YHC-
JICHHOCTB, YTO 3aKPEIUIIETCS B COOTBETCTBYIOIIEM JA0KyMeHTe. CTpyKTypa M IITaTHAs! YUCICHHOCTD - OPraHU3alllOH-
HBIIl TOKyMEHT, B KOTOPOM YKa3bIBaIOTCS BCE CTPYKTYPHBIC MOAPA3JCICHUS MPEIIPHUITHS, BBOIUMbIEC Ha MPEATIPH-
ATHH JOJDKHOCTH M KOJTMYECTBO INTATHBIX €AMHUII IT0 KAXKJOH M3 IOJDKHOCTEH. JJaHHBIH TOKYMEHT COCTaBiseTcs Ha
OaHKe NPEANPHUSATHSA, MOJIHCHIBACTCA 3aMECTHTENIEM PYKOBOAUTENS MPEINPUSATHS, COTJIACOBBIBACTCS C IJIABHBIM
OyxrantepoM, yTBEp>KAAaeTCsl PYKOBOJIUTENEM MpeanpusaTus. M3meHeHus B "CTPYKTypy M IITATHYIO YHCIEHHOCTH"
BHOCATCS IPUKA30M PYKOBOJHUTENS MIPEAIPUATHS.

WHcTpyKknMsa — OpaBOBOM akT, COJEpXKAIUMKM IIpaBuila, PETyJIUPYIOIUE OPraHU3ALMOHHBIE, HAy4YHO-
TEXHHUYECKUE, TEXHOJIOIMYeCcKue, (UHAHCOBBIC U MHBIE CIICIHATIbHBIE CTOPOHBI IESTEIbHOCTH OpraHU3alui, UX MO0 -
pa3aeneHni, JOMKHOCTHBIX JIHII.

Wucrpyknnn odopminsitores Ha oOmem OnaHke opraHusanui. OOs3aTeNbHBIME PEKBU3UTAMH HHCTPYKIUH
SBJISIFOTCS: HANMEHOBAHUE OPraHU3alny, TpUQ yTBEPXKICHNS, MECTO W3aHUs, HANMEHOBAaHHUE BU/A JOKyMEHTa C 3a-
TOJIOBKOM K TEKCTY, TE€KCT, IOJIINCH, BU3bl. B 3aroioBke 0003HayaroTcsi 0OBEKT U KPYT BOIPOCOB, Ha KOTOPBIE pac-
MPOCTPAHSAIOTCS €€ TPeOOBaHUSL.

TekcT MHCTPYKINH JIOJDKEH HauMHATHCA ¢ paszaerna «O0Iue MoNoKeHHUs», Te N3JIaraloTcs Hen U IPUIHHBI
U3/laHusl JOKYMEHTa, 00J1aCTh paclpOCTPaHEHHs, OCHOBAHHUS JUIsl pa3pabOTKH U ApYyrHe CBeAEHHs O0IIero xapakrepa.
B TekcTe HCTIONBb3YIOTCS CIIOBA «IOJIKEH», «CIEIYeT», «HE00X0JUMOY, «HE JIOMYCKAETCA», «3aNpeLiaeTcs» U T.I1.

B npouecce noAroTOBKU MHCTPYKLMS BU3UPYETCS PYKOBOIUTESIMU BCEX 3aUHTEPECOBAHHBIX INOJApa3elie-
HUH, IOPUCKOHCYJIBTOM, 3aMeCTHTeNeM pyKoBoauTensd. IloamuceiBaeTcss HHCTPYKIMS PYKOBOJIUTENIEM CTPYKTYPHOTO
HOZpa3AeNeHus, pa3pabOTaBIINM €€, YTBEPKIACTCS PYKOBOJIUTEIEM OPTraHU3aLH.

JloJZKHOCTHAS MHCTPYKIUS — IIPAaBOBOM aKT, W31aBaeMblil I PETIaMEHTALUU OpraHM3alMOHHO-
MPaBOBOTO MOJIOKEHUSI PAOOTHHKA, €ro 00I3aHHOCTEH, PaB, OTBETCTBEHHOCTH M 00ECIICUNBAIONINI YCIIOBHS AJISl €70
3¢ pexTuBHON PaboTHl. J[OIKHOCTHBIE MHCTPYKIHMH WIPAlOT OPraHW3alMOHHYIO, PEriaMEHTHUPYIOUIYI0 M peryiu-
pytomyro poib. OHH HO3BOJSIOT 00ECIIEYNTh YETKOE pa3TpaHHUYCHHE OOS3aHHOCTEH W IIPaB MEXIY pabOTHHKaMHu,
WCKITIOUNTD TApaJIeNIN3M B BBIIIOJIHEHUH OTJICNIBHBIX Pa0d0T, 00ECIIeUnTh B3aNMOCBS3b B paboTe COTPYAHUKOB, 3aHU-
MalOIMX pa3JInuHble JOKHOCTH. Kpome Toro, oHM MO3BOJISIOT OCYIIECTBUTH OOBEKTHBHYIO OLIEHKY AEATEIbHOCTH
PpabOTHUKOB, SBISIFOTCS HOPMATHBHOW OCHOBOH JUTSI IPIMEHEHHS K HUM Mep BO3JCHCTBUSL.

JlomKHOCTHBIE MHCTPYKIMHU pa3padaThIBalOTCS HA BCE JTOJDKHOCTH, KOTOPBIE IPEAYCMOTPEHBI ITaTHBIM
pacnucaHueM, KpoMe JOKHOCTH PYKOBOJIUTENS MOAPA3ACICHHUs, IeATEIbHOCTh KOTOPOrO PErJIaMEHTUPYET I10-
JIO)KEeHHe 0 moapasneneHnu. OCHOBOM uX pa3paboTku sBisercs TapudHO-KBaTU(PUKAITMOHHBIE XapaKTePUCTUKA
10 00IIEOTPACTIEBBIM JODKHOCTAM CiryXammx. 1lpu pa3paboTke JOHKHOCTHBIX MHCTPYKIWH IS TOCYAapCTBEH-
HBIX CITY)KaIINX HCIONB3YIOTCA PexoMeHmanun mo pa3paboTKe JOHKHOCTHBIX MWHCTPYKINH (IOIKHOCTHBIX 005-
3aHHOCTEH) 110 TOJPKHOCTSIM TOCYIapCTBEHHBIX CITyKaluX (eaepaabHbIX OPraHOB HCIOIHUTEIEHON BIIACTH.

JomkHOCTHAsE MHCTPYKIUS 0opMIiIIeTcs Ha o0ieM OJaHKe OpraHu3amny.

PexBu3uTH (hopMyssipa JOIDKHOCTHOH WHCTPYKIMU: HAaMMEHOBaHWE MUHHCTEPCTBA WJIN BEAOMCTBA; HaUMe-
HOBAaHUE OpPraHU3aly; 3. HAUMEHOBAaHUE BUAA AOKYMEHTA; JaTa, HOMEp; MECTO M3[aHMs; 3aroJOBOK B UMEHMTEINb-
HOM MaieXe; IpruQ YTBEP>KACHHS; TEKCT; IOJIINCh aBTOPA; BU3HI.
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JomKHOCTHAsT MHCTPYKLHUS MOJNUCHIBAETCS PYKOBOAUTENEM CTPYKTYPHOTO MOAPA3JENICHUS U YTBEp-
KTaeTCsl pyKOBOAMTEIIEM OpPTaHMW3alWU WM 3aMECTHUTEIEM PYKOBOAWTEISI, KYpPHPYIOIIMM IaHHOE MOIapa3elie-
HHUe. Bu3upyroTcs T0MKHOCTHRIE HHCTPYKIIMK PYKOBOIUTEIISIME 3aMHTEPECOBAHHBIX MOPAa3IeIICHIH, PYKOBOIH-
TeJIeM CIyXOBI TIepcoHalIa, IOPUCTOM, a TaKXKe APYTHUMHU JOJDKHOCTHBIMU JIMIIAMH, OT JEHCTBUI KOTOPBIX MOXKET
3aBUCETh €€ BbIIOJHEHME. JaTol NOIKHOCTHON MHCTPYKLUU sBJIAETCS naTa ee yrBepxkaeHus. Ilocne yrBepxkae-

1)

2)

3)

4)

5)

HUS HA NOJJIMHHUKE JOJDKHOCTHOM MHCTPYKIMH PaOOTHHK IPOCTABIIET 03HAKOMHUTEIIBHYIO BU3Y.
TekcT HOIPKHOCTHOW MHCTPYKIUH, KaK IIPABUIIO, COCTOUT U3 Pa3lesioB:

«O0uue mojoxeHus». BrimovyaeT: HaMMeHOBaHNE JIOJDKHOCTH ¢ 0003HAYE€HHEM CTPYKTYPHOTO IMOJpaszese-
HUSI; KOMY HETIOCPEACTBEHHO TOJYMHSIECTCS PaOOTHHUK; ITOPSAOK Ha3HAYECHHUS Ha JIOJDKHOCTh M OCBOOOXKICHUS
OT JJOJDKHOCTH; TIepeYeHb HOPMATUBHBIX, METOAMYECKUX U JIPYTUX JOKYMEHTOB, KOTOPBIMU PYKOBOICTBYETCS
pabOTHHK, 3aHUMAIOLIUH JaHHYIO JOJKHOCTh; KBATU(QHKAMOHHbBIE TpeOoBaHuUs (YPOBEHb 00pa30BaHus, CTax
paboThl); TpeOOBaHUS K CIIELHATIBHBIM 3HAHHUSIM M HaBBIKaM.

«JlomKHOCTHBIE 00SI3aHHOCTH». Y CTaHABIMBACTCSA KOHKPETHOE COJEPXKAHUE JAESATEIbHOCTH pabOTHUKA: yda-
CTOK paboTHI, 3aKPETJICHHBIH 32 PaOOTHIKOM (TPYIIa PEIIaeMbIX BOIIPOCOB); BHIBI paOOT, BHIOTHIEMBIX pa-
OOTHHKOM (HE TOJIBKO MO COZEPIKAHUIO, HO U IO OPraHH3al[HOHHO-IIPABOBOMY XapaKTepy: «PYKOBOIHTY, «TO-
TOBUT», KYTBEPXKIACT», «PACCMATPUBACTY, UCIIOIHICTY, «0OeceYnBacTy | T.11.).

«[IpaBay». YcTaHaBIMBAIOTCS IMOJTHOMOYHUS pabOTHHKA, 00ECIEUNBAIOIINE PEATH3aUI0 BO3IOKEHHBIX HA HETO
00s3aHHOCTEH: NpaBO NPUHUMATh PEIICHHUS, NaBaTh YKa3aHUs 110 KOHKPETHBIM BOIIPOCAM, CaMOCTOSTENBHO
HOJANKCHIBATE JOKYMEHTHI B IIpeAeNax KOMICTSHIUH | T. .

«OTBETCTBEHHOCTbY». YCTaHABIMBAIOTCS KPUTEPUH OLIEHKH PabOTHI M Mepa MEePCOHAIBHON OTBETCTBEHHOCTH
paboTtHrka. KpurepusiMu OIIEHKH SIBISIFOTCSI OOBEKTUBHBIE MOKa3aTeNH, XapaKTepHU3yIOIie KaueCTBO U CBOE-
BPEMEHHOCTH BBINOJIHEHUsI paboThl. OTBETCTBEHHOCTh pabOTHHKA OINPEAENSIeTCS B COOTBETCTBUU C JICHCT-
BYIOLIUM 3aKOHOJATCIBCTBOM U MOKET 6I)ITI> I[HCHHHHHHapHOﬁ, a}IMI/IHHCTpaTHBHOﬁ nin yFOJ’IOBHOﬁ.
«B3anmooTHoOIIEHHsA». YKa3bIBaeTCsA: OT KOro, B KakWe CPOKHM M Kakylo MH(opManuio nojiydaer pabOTHHK;
KOMY, Kakylo M B Kakie CPOKH IPEICTABISCT; C KEM COIIACOBBIBACT HMPOCSKTHI MOATOTABIMBAECMBIX JOKYMEH-
TOB; C KEM OCYILECTBIISIET COBMECTHYIO IMOJArOTOBKY JOKYMEHTOB U APYTHe BOIPOCH HH(POPMALMOHHBIX B3aH-
MOCBsI3eil paboTHHKA ¢ IPYTHMHU TTOIPa3IeICHUSIMH, JINLAMHU, OPTaHU3aHAMH.

HAMMEHOBAHHME OPTAHHU3AIIMHA

YTBEPXIOAIO

PyKOBOAMTE/Ib OPraHHU3aUMH

(moanuce) . O. @amunusa
2 00.00.0000

JOJIXKHOCTHASI HHCTPYKIIHMA

(HanMeHOBaHHe AOJDKHOCTH M CTPYKTYPHOTIO NOAPAMICICHHA OPTaHH3aLHMH
MO IMTATHOMY PAcITMCAHHIO)

TEKCT

1. OO Me TIOJIOXEHUA -
2. PyHKUHHA
) 3. JOMKHOCTHBbIE 'oGsi:xauuoc‘ru
' 4. IIpaBa
5. OTBeTCTBEHHOCTD  _
6. BzanMoOOTHOLUEHUA (CBA3H IO NOJDKHOCTH)
7. KpanuduKauuoHHEBIEe TPeGOBaAHUA
8. OueHka paGoTsl

PykoBoaurennb
noxpasnexcHMuA (noanuce) H. O. DamMmuwiun

Bu3sa cormacoBaHus

IOPHUCTKOHCYJ/IBTA (nognucs) l/l.. O. Damuausa

; - o
HUncTpykKuuio X
NOJIYYIHA: _ (rmoanmce) . O. Damunun .
00.00.0000 it
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IIpakTuyeckas padora Ne 3. Opopmiienue OPJ] ¢ ucnosibzopanuem UT

Henp paboTel: mproOpecTH HABBIKU B cocTaBiacHUU U opopmieHun pekpusutoB OPJ], «'OCT P 7.0.97-2016. Ha-
MMOHANTLHBINA cTaHmapT Poccuiickoii denepanuu. CucreMa CTaHIAPTOB 0 WHPOpMAIH, OHOIHOTEed-
HOMY WM H3JaTelbcKoMy Jeny. OpraHu3alnOHHO-pacTIOpsAIUTENbHAS JOKyMeHTanus. TpeboBaHHS K
0OPMIICHHIO JOKYMEHTOBY

OcHalenue 3aHATHA

—_

TekcThl 3aaHu.
OO0pa3sipl JOKYMEHTOB.
3. Terpaap i NpaKTUYECCKUX PabOT.

»

Iopsinok npoBeaeHus 3aHATHS
1. 3anmmcaTh B TeTpaad s MPAKTHUECKUX PaOOT TEMY U IIeTb pabOTHI.
2. BbINOMHUTE 3aJaHue 2: B TeTpaIyl A1 IPAKTHUECKUX PabOT COCTABUTh IPHKA3 110 OCHOBHOM JEATEIEHOCTH.

3aganmue 1.
OdopMUTh TPUKA3 MO OCHOBHOHN [EATEIBHOCTH HA OCHOBE IMPEAJIOKCHHOTO MaKeTa MpHKa3a Mo OCHOBHOM Jies-
TENBHOCTH U CIICIYIONINX TaHHBIX:

B coomeemcmeuu ¢ Pacnopsowcenuem Munucmpa om 04.03.20 __ Ne 115 «O6 ycunenuu npomuseono-
JHcapHotl  Ge30nacHocmu U YCUuleHuu — OXpawvl 8  Nepuod NpazOHUuHLIX  Onetly  oupexkmopom Hayuno-
npouU3B00CmMBeHH020 00vedunenuss «Aeponpubopy e. Mockewr M /. T'ankunvim uzoan npuxaz Ne 245 om
06.03.20__

B pacnopsoumenvruoii wacmu evioenums 4 nynkma.

1. 06 opeanuzayuu y6opxu meppumopuu 06eOUHeHUs.

2. O nposepke cocmosius 31eKmponposooKu

3. O mpedocmasnenuu 8 ceKpemapuam 2eHeparbHO20 OUPEKMOpd CHUCKA COMPYOHUKO8, NpebbléaHue KOmopblx Heoo-

Xo0umo Ha meppumopuu 00vbeOUHeHUs 6 NPA3OHUYHble OHU

4. Kommponv 3a ucnoimenuem 8031a2aemcs HA 21A6H020 UHdiceHepa oOvedunenus I1.P. JKaposa.

5. Kaowcowui nynkm paccmompems no cxeme «Komy?», «Umo myscno coenamwv?», «/Jo kakozo cpoxa? ».
Hanpumep, x n.1 3asedyrowemy cxnaoom O.H. Huxumumny opeanuzoeamuv yoopxy meppumopuu 0o 07.03.20
Ilpocmasumu 6u3y 21a8H020 uHdICEHEPA.

3apanue 2.

Ogopmums  pacnopscenue Ne 137 om 10.01.20 _ enaguoeo umdicenepa Mockosckoeo cmaHKo-
cmpoumenvroeo 3aso0a «Texmawy .M. Connyesa «O HA3HAYEeHUU OMEeMCHBEeHHbIX 3d 6bINYCK HA
JIUHUIO A8MOMOOULEl 8 MEeXHUYECKU UCHPABHOM COCTNOSHUUY

B pacnopsoumenvuoii wacmu npukasa oondichvl bvims 3 nyHKma:

1) Omeemcmeennvie 3a obecneuenue UCHPABHO2O MEXHUYECKO20 COCMOSHUSL A6MOMPAHCNOPIMHBIX CPeICmE pa-
oomuuxu: eooumenv Borooun K.E. 3a asgmomoouns Volkswagen Passat Ne A 555 XE u eooumenv Maxcumos
M.B. 3a asmomobunv Toyota Celica Ne X 002 HK.

2) Omsemcmeennvle 3a nposedenie 20006020 MEXHUMECKO20 OCMOMPA AGMOMPAHCROPMA CREYUANUCT OMOed
obecneuenuss Gunun I1.7].

3) Kommponw 3a ucnoanenuem pacnopaxcenus 0310XCUMb HA HA4AAbHUKa omoena obecneuenus Myxomoposa
5.1

Compyonuxog Bonoouna K.E., Maxcumoea M.B., @uauna I1J]. Myxomoposa b.11. o3naxomums ¢ pacnops-

JHceHueM.

3ananmue 3.

CocTaBuTh CiIyXeOHYIO 3amHCKy OT TeKylled JaThl, HAMMCAaHHYIO HadalbHUKOM opuamdeckoro K.H. Ka-
PUMOBBIM, anpecoBaHHyl aupekropy npeanpustus OAO "Cnaprak" CemenoBy K.P. K.H. Kapumos coobuiaer, o
TOM, YTO OTJIEJI HE MOKET BBIIIOJIHUTH B CPOK 10 1 HOSIOps TeKyIero roja nepeodopMiieHne JOrOBOPOB COTPYIHHKOB
MPEINPHUATHS B CBS3H C IPEKPAIICHUEM CpOKa JeHCTBHS JIUIeH3UH Ha makeT nporpamm MS Office, mostomy HeoOx0-
JIIMO TIPOJUTUTD JINIIEH3UIO HA 3TH MPOTPaMMBI.

[Ipunoxxenue: cmeta pacxonoB u3 1 cTp. B 3 3K3.

HaunmenoBanue cTpyKTypHOTO HaumeHnoBaHue 1OKHOCTH ajipecarta
MOApa3ACIICHUs B natenpHoM nanexe M.0. damunus
CIYXEBHAS 3AITMCKA

00.00.0000 Ne...
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MecTto u3nanms

3aroyoBoK K TCKCTY, B IPCAJIOKHOM IAJICIKE,
HaYMHACTCA Mpeajiora (0]

MamyHONUCHBIA TEKCT AOKJIAAHON 3allMCKU MedaTaroT yepe3 1,5 uHTepBana, ¢ KpacHOM cTpoku. TekcT 3a-
MICKN COCTOMT W3 JBYX YaCTEH: B EPBON ONHCHIBACTCS CIOXKUBINASICA CUTyalusi, BO BTOPOH M3/IaratoTCst MPeIoxKe-
HUS, TIPOCKOBI, AETal0TCS KOHKPETHBIE BBIBOJBI. Ecim cBeneHus, MpUBOJMMBIE B HOKIAIHON 3alHCKE, OTHOCATCS K
OTIPEZIETICHHOI 1aTe MIIM OTPE3KY BPEMEHH, TO 3TO BPEMs BKIIIOYAETCS B 3ar0JIOBOK. (Hanpumep, B ceéaszu ¢ usmenenu-
emM npou3B00CMEEHHLIX MOWHOCHEL HOB020 060pY008aHUs 8 noMeweHuu Ne . npouly Hanpasums CReyuarucma
0/ OanbHelule20 YCmpanenust Henoiaook.)

OQopMIIAIOT IPUIIOKEHHE, ECITH OHO €CTh, IT0CJIE TEKCTa.
IIpunoxenue: 1. Ha3zBaHue qokyMeHTa Ha ... JI. B ... 3K3.
2. Ha3paHMe NOKYMEHTa Ha ... JI. B ... 3K3.

HanMmeHoBaHMe NOKHOCTH JINIIA, MHOIITHCH N.0.damunns
TIOIIIFCABIIETO JOKYMEHT

KoHnTposabHbIe BONIPOCHI
1. KakoBbl TpeOOBaHUS K COJCpPKaHHIO ¥ O(OPMIICHUIO NIPUKA30B I10 OCHOBHOM JEATENBHOCTH W IIPUKA30B 10
JMYHOMY COCTaBy?
KakoBbI TpeOoBaHus K COAEPIKAHUIO U 0)OPMIICHUIO CIY)KEOHBIX 3aITHCOK?
KakoBbl hyHKIMH HH)OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB?
KakoBbl (hyHKIIUM OpraHU3aI[IOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB?
[lepeuncaure Buasl 1 Ha3HaueHue MCJI.

A e

IIpakTuyeckas pabora Ne 3 OgopmiieHue CIy:KeOHBIX MUCEM

Lenp paboThl: IPHOOPECTH HABBIKH B COCTABICHHU U O(OPMIICHUH CIYKeOHBIX IHceM, pykoBonctBysick «['OCT P
7.0.97-2016. HanponaneHnsiii cranaapt Poccuiickoit deneparuu. Cucrema craHIapToB 1o MHGopMa-
1K, OMOIMOTEYHOMY M H3JaTelIbCcKoMy Jeny. OpraHu3alioHHO-PacOPSIUTENIbHAS JOKYMEHTAIHS.
TpebdoBanus Kk 0HOPMIICHUIO TOKYMEHTOBY

OcHaleHnue 3aHITHA

—_

OO6pa31pl JTOKYMEHTOB.
2. Terpangp s NpakKTUIECKUAX PadboT.

IMopsinok npoBeneHust 3aHATHS
3ammcaTh B TETPaAN JUIS IPAKTHIECKUX PabOT TeMy U LeJIb pabOTHI.
[IpountaTh TEOpPETHIECKYIO YACTh, 3AINUCATH B TETPAb PEKBU3NUTHI MMCbMA M IPUMEPHYIO CTPYKTYPY ITHUCHMa.
3. BbImonHMTH 337aHUE : B TETPAIM AJSI MPAKTHYECKUX PaOOT COCTABUTH JBA MMChbMA, B KOTOPBIX OTpaXKeHa Iepe-
MICKA IBYX (QHUPM.

[N

CocrasjieHne nucem

IInepmMo — 060011eHHOE HA3BaHUE PA3TMYHBIX 110 COJEPKAHUIO JOKYMEHTOB, CIYXAI[UX CPEICTBOM OOIIIe-
HUSL MEXIly YUPEXKACHUSIMH B IPOIECCE OCYIIECTBICHHUS HUX JESITEIbHOCTH. [IMChMa COCTaBIAIOT OONBIIYIO YacTh
BXOSIIIUX M UCXOASIINX TOKYMEHTOB JII000TO YUPEXKIECHUS U UMEIOT MHOXKECTBO Pa3HOBHIHOCTEH.

Cay:xe0Hble mIcbMa — 0000IIEHHOE Ha3BaHUE OOJIBIION TPYIIIEI YIPABICHYECKHX JOKYMEHTOB, KOTOPHIE
CITy’KaT CPE/ICTBOM OOILIECHUS C yUPSKACHUSIMU M YaCTHBIMH JINI[AMHU, COOOIIEHHS Yero-HUOY b, YBEAOMIICHHUS O YeM-
HUOYIb.

B 3aronoBo4HOI yacTH NHChMa IEYaTAOTCs CIEAYIOINE PEKBU3UTHL: /1aTa, HOMEP, CChUIKA Ha PErHCTpany-
OHHBIIl HOMEp U JIaTy AOKyMeHTa (€ciM IIMChbMO SIBJIAETCS OTBETOM), 3ar0JIOBOK K TEKCTY, U3JIOKEHHBIH OHOH (pa-
30M.

B mmceMax A0JDKHBI OBITH MPaBWIIBHO YKa3aHBI COCTaBHBIE YacTH PEKBH3HTA «ajapecaTy (ToydaTess MUCh-
Ma): pupma, CTpyKTypHOE ToApa3AeeHNe, TODKHOCTh, (paMIInsI M MHUIHAJIB], TIOYTOBEIIN apec morydaTess.

JlaToi mucbMa SBISIETCS J1aTa €ro MOMUCaHMUs.

TekeT mMUCbMa CTPOSAT IO CXEME:
1. BBemeHue (37e€Ch NPUBOIATCS MOTHUBBI COCTABJICHHS MMUCHMA, CCBUIKM HA COOBITHSA, (QaKThHI, PEIICHNS BBIIIECTOS-

IUX YIPEeXICHNUH U Apyrue (HaKTOPhl, TOCTYKUBIINE OCHOBAHUEM IS COCTABJICHHS MTHChMA);

2. JOKa3aTeNnbCeTBa (3/1€Ch M3NIaraloT 000CHOBaHKE BOIPOCA, U3JIOKEHHOTO B ITHCHEME);
3. 3akirouyeHue (IepedyrciIeHre BBIBOJIOB, MPOCHOBI, TPEOOBAHNS, PEIT0KEHHS).
3amaHue: COCTAaBUTH JBa IHCHMa, B KOTOPBIX OTPa)KeHa MEPENHCKa IBYX (GUpM.
1) I'enepansusbiii nupexkrop 3AO «Menrexnuka» IOpuit Hukonaesnd Mopo3oB U3BEIIAET II1aBHOTO Bpada CTO-
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Mmatonorudeckoit knmuauku OOO «Cynepaent» lllupoxoBy Maprapury TapacoBry o ToMm, uto ¢ 12 mo 18 mapra Te-
KYILETO ToJa B BEICTABOYHOM IeHTpe «COKONBHUKM» OyAeT MPOXOANTH BBICTaBKa mpoaykiuu 3A0 «MenTexHuka,
rae OyayT MpeacTaBieHBl HOBBIE 00pasIbl 00OPYIOBAaHHUS UL CTOMATOJIOTMYECKHX KaOWHETOB OTEYECTBEHHOTO U
3apyOexHOTO TPOM3BOACTBA. ['ocmognH Mopo3oB mpuriamaer rocrnoxy lupokxoBy P.T. moceTuts cTeHn cBoei
¢bupmbl Ha BeicTaBke. [TnceMo moaroToBuia cekperapb Comosa K. /1. ten. 973—13-02.

2) Tlocnoxa Inpoxosa M.T. ¢ GrarogapHOCTBIO MMPUHAMAET MPUTIIAICHUE W BBIpa)kaeT HAJEKITy Ha B3aMMO-
BBITOAHOE cOoTpyaHUYecTBO. [IncbMo noarorosuna peructpatop Apxunosa P.1O. Ten.135-65-23.

JlaHHbBIE AJ151 3aaHUS:
3A0 «MeaTexHuKa»:

112356, r. Mocksa, yn. Hwkasas Macnoska, 1. 12. Ten/daxc: (495) 973

54-09. OKIIO 00000000, OI'PH0000000000000, MTHH/KIIIT 0000000000/000000000.

000 «CynepaeHnr»:
OI'PH0000000000000

1. Tlepeuncnure BUL

113241, r.Mocksa, yn.BaBunosa, n. 64, ten/dakc (495) 135-21-98.
, UHH/KTIIT 0000000000/000000000.

KoHnTposabHbIe BONIPOCHI
bl ¥ HA3HAYCHHUE THCEM.

2. KaxoBsl TpeOOBaHUS K COAEPIKAHUIO K OPOPMIICHHIO CITY>KEOHBIX THceM?

OKIIO 00000000,

%]

[
OBIECTEO ¢ OTPAHNIEHHOI OTEETCTEEHHOCTHID TeHepansHOMY IUPEKTOPY
«IMEKTPOHHEL MHP» 000 «Mupangan
(000 «InexTpomups) O.H. lerposy

¥n. Oipy=ena, n. 35, Mockea, 123456
Ten.fdpaxc: (495) 111-22-33
http:/ fwwwiofic_tex.ru, e-mail: info@ofic_tex.ru
OKITO 29804150, OTPH 1027739189542
HHH/KIII 771501251 1/772501001

e
! Ha Ne oT

. O porosope Ha nposeperie obyueHHA
| CHCTEME CKMAZICKOTO yueTa

Yeamaemutit Oner Hukonaesnu!

< =P cOOTBETCTEMH ¢ NpeABAPUTENEHON JOTOBOPEHHOCTHI0 BRICKIIAK BaM MpoekT foro- ==

=~ BOpa Ha MpoBefieHne 0fyIeHUA CHCTEME CKIAMICKOTO YUETa. "
[Ipomwy Bac nocne NMOANMCIHWA OfMH SK3EMIVIAP JOrOBOPA OTIPABMTE B afipec

000 «3nexTpoMMps.
| Ipunowenme: Ha 6 1. B 2 3K3.

C.}-'BEI.JEEHHCM. 4
" lenepantHuIL gUpeKTOp T pocuepx B.B. Kocapes

. .M. Munaroea
(495) 111-22-33
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IpakTnyeckas padora Ne 5. TexHoJ10ruM perucTpanuu ¥ KOHTPOJISI MCIIOJTHEHHU S JOKYMEeH-
TOB.

Ilems paGoThI: OCYMIECTBIATh 00PaOOTKY BXOAIINX, HCXOIAIINX JOKYMEHTOB.

OcHaleHnue 3aHATHA

1. Tekct 3agaHus.
2. Terpangp g npakTHIEeCKUX padoT, TMHEWKA, IPOCTONW KapaHIaIll.
Iopsgok npoBeneHus 3aHATHS
1. 3amucaTh B TeTpaau UL NPAKTHYECKUX PaOOT TEMY U LieJib paboTHI.
2. B Terpagp aist npakTHYECKUX pabOT HAYEPTHUTH U 3aMOJHUTH TAOIHILy 3a1aHus 1.
3. B Terpagp st npakTHYECKUX padOT HAYEPTHUTH U 3aMOJHUTH TAOIHILY 3a1aHUs 2.
3ananue 1.

BrImoTHATE perncTpanuio mpeIosKeHHBIX BXOSIINX JOKYMEHTOB.

ZKypHaJj1 perucTpaumy NocTynaueil J0KyMeHTalu1

Perucrpa- ABTOp-
pa Jara no- p Kparkoe co-| Hcnonnu-| Cpok ucnoj-{ Otmerka o6 uc-| Homep | Ilpume-
LU OHHBII OTNIpaBH-
CTYILICHHS AepiKaHHue TeJb HeHHs NOJIHEHHH Aejia YaHuUe
HOMep TeJb
1 2 3 4 5 6 7 8 9

1y

2)

3)

4)

21.04.20...r. u3 OO0 «Knun» NOCTYNUIO MUCHMO C IPEAJIOKEHUEM O 3aKJIIOYEHHUHU JTIOTOBOPA Ha MOCTaBKy Me-
TayuTa B Havyasie mae. McnonanTenem HazHaunnu MeHemxepa Cokonosa E.1O. [Tocne nenonHeHns mMcbMO OTIIpa-
BUTH B Aeno 04-12/102.

05.05.20... r. ot mmpexropa 3AO «bank-MKb» H.B. PasymoBckoii OBLTIO IPUCIIaHO MUCHMO ¢ MPOCKO0it 0 Ha-
MPaBJICHUU BBIMUCKU MO pacdeTHOMY cueTy kiameHta OOO «XoymcTpoiiMoHTax». Byxranrepy MupoHoBoit
K.M. Heo0X0IMMO BBIMTOJHUTH 3a1anue 10 12 mas. [Toce uCmonHeHUs MMChMO OTHPaBuTh B Aeno 04-12/105.
Ot renepansHoro nupektopa 3A0 «Arar» 3yea K.K. 12.05.20... r. moctynuio nucsMo K aupextopy Tpudono-
By FO0.B. MockoBckoro mpencraButensctBa pupmsl Tokyo Boeki Ltd B ¢BsI3M ¢ TOATOTOBKOW CTPOUTEIBECTBA MY-
copornepepabartsiBatomero 3aBosa. 3A0 «AraTy IpOCUT COOOINTH XapaKTEPUCTUKN 3KOJIOTHYECKH OE3011acHOTO
3aBofa 1o mepepadorke mycopa. OtBeTHOE THCEMO A0 22.05.20.. T. TOIDKEH MOATOTOBUTH TJABHBIN TEXHOJIOT
¢upmer Tokyo Boeki Ltd Tapacenko B.1. Tloce ncmomHeHns TUCEMO OTIIpaBUTh B meno 04-12/105.

T'enepanpabril aupexrop 3A0 «Jlya» Edumor C.JI. obpatmics ¢ muckMoM oT 27.06.20.. T. K TeHepaIbHOMY JH-
pexropy 3A0 HIIO «IIporpeccy» npocdeccopy IlepoBy H0.H. I'ocnoaun Edumon C.JI. obpatmics ¢ mpocb0oit
OopraHu30BaTh KOHCYNIbTaluu A cnenuaniuctoB 3A0 «Jlyu» 5 utons 20.. rona. OTBeT Ha MUCHMO MOJITOTOBHII
Bexymuit nmxenep Ceperuna JLII. Tlocne ucnomHeHUs THCHMO OTHpaBuTh B aeno 04-12/105.

3aganue 2.
BrImoHATE perucTpanmio mpeuIosKeHHBIX UCXOIAMIAX JOKYMEHTOB TI0 cenyromei gopme:

ZKypHaJj perucTpauuy UcXoasileid KOppecnoHIeHIIUN

Jara perucrt-

Peru
pauuu ucxo-| Bua noky- Kpartkoe co- Buna or-
CTPaLMOH Anpecart HUcnonnurennb IIpumeuyanne
. JASIero MEHTa JaepxaHue NMpaBKH
HbIIl HOMe]
JIOKYMEHTAa
1 2 3 4 5 6 7 8

1 HOsA0ps Tekymiero rojga MeHepkepoM 3yeBbiM O.T.0bu10 oTHpaBneHo 3aka3Hoe mucbkMo Ne 3989 B 000 «Dxox»c
yKa3aHHEM N3MEHEHHS CPOKOB OTTPY3KH 000PYHZOBAHHUS

15 anpens tekymero roaa topuctoM PepkoBeiM I1.K. Obima otnpaBineHa B OAO «TpyBop» 3aka3Has 6aHIEpOIb
Neo 123, comeprkaiasi IMCbMO O HAIIPABJICHUH MPOEKTa JOTOBOPA C MPHIIOKEHUSIMHU Ha COTJIACOBAHHME.

3 HOs0ps Tekymiero roga MeHemkepoM 3yeBbiM O.T. Obu1 oTmpasiieH gorosop Gupme 000 «DK0» Ha MOCTaBKY
Tpy6. JloroBop OBUT OTIPaBIEH KypHEPOM.

5 aBrycta Tekymero roga meaemxepom JIpikoBeiM C.C. B OAO «Omck DHepro» 1o ¢akcy ObIJIO OTHPaBIEHO
MIICHMO C HAITOMUHAHUEM O IPEICTOSIINX NTEPEroBopax ANPEKTOPOB.

00O «3omunit» ¢ 6marogapHocTsio npuHsuio npemioxeHne 3A0 Bl «CokonbHukn» 00 yyactun B MexayHa-
poaHoii BeicTaBke «/lepeBsiHHOE toMocTpoeHue» ¢ 21 o 30 HosAOpst TEeKyIIero rojia ¥ HalpaBmiIo KaTajlor CBOeH
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MPOAYKIUH C TCXHUYCCKUMU XapPaKTCPUCTUKAMH TUIIOBBIX JICPEBSHHBIX JOMOB. Kataior moaroToBmi HayaibHUK
otnena mapkerunra booposa T.O. u oTpaBuII 3aKa3HbIM MACbMOM Ne 23,

6. HaiiTn MOKyMEHTHI CPOK HCIOJTHEHHS, KOTOPBIX HCTEK, NMPOAHATM3UPOBATH HCIOJHEHHE JTHX JOKYMEHTOB.
Brerscants @O ncnoHuTENeH, KOTOPBIE HE BBHITTOJHWIIN 331aHUS B CPOK.

7. HaiiTi TOKyMEHTHI CPOK MCTIOTHEHHS, KOTOPBIX 3aKaHINBACTCS TEKYIITUM JTHEM.

8. HaiiTu JOKyMEHTHI CPOK HCIIOTHEHHS, KOTOPBIX 3aKaHUYMBACTCS Yepe3 HEAECIIO.

KonTpoabHbIe BONPOCHI
B 4eM 3axiiodaroTcs ey U 3a1a4M CIIyKOBI 1eI0Npor3BoACTBa?
2. B ugem 3axmouatorcss pyHKIHU CIIyK0 JeI0npon3BoicTBa?
3. B uem 3axioyaroTcsi OCHOBHBIE (DYHKIMH PETUCTPALUH JOKYMEHTOB?

—_

IIpakTyeckas padora Ne 5
Oco00eHHOCTH /1eJI0ONPOU3BOACTBA M0 00PALIEHUSIM IPAKIAH U KOH(UIEHIIMATIBLHOTO J1eJ10-
NMPOU3BO/JCTBA

N3yunB @enepaibHblii 3akoH 0T 2 Mast 2006 r. N 59-®@3 "O nopsiake paccMOTpeHHs 00paleHui
rpa:knan Poccniickoii @enepanun' (¢ ”3MEHEeHHSIMH M 10TIOJTHEHHSIMH) OTBETHTE HA BONPOCHL:
Kakne TpeOoBaHuUS BBIIBUTAOTCSl K MUCBMEHHOMY OOPAIEHHIO TpaxIan?
Kakne mpaBa rpaxjaHuHa TapaHTUPYIOTCS IPH PACCMOTPEHUH OOpameHus ?
OnuimmTe aIropuT™M pacCMOTPEHH 00panIeHAs TPaKIaH.
JlaHBI TEKCTHI ABYX OOpaIieHHH rpakaaH. 3amoiHUTE (parMeHT MpenIoKeHHOW pPErucTpannoHHON (OpPMBI
JUISL TaHHBIX 00OpaIeHNH.

o=

21 ampenst 20 rona xurenb ropoga Kyprana Kanyrun I1.I1. o6paTtuics mo ¢hakTy HeCaHKIMOHUPOBAaHHOM
CBAJIKM 3a MarasuHoM «Tomnois». 3asBUTENb yKa3all, YTO BEIBO3 MycOpa B JAHHOM paiioHe perysipHO OCYIIECTBISICT-
Cs KaK MECTHBIMHU KHUTCJISIMU, TaK U pa3IMdHbIMH opraHm3anusamu. 22.04.20 1. oOpaiieHue ObLJIO OTIPABIICHO B
OTZEJ HKOJOTUIECKOT0 KOHTPOJISI AIMUHUCTPALINY T. KypraHa. J{J1st BEIACHEHUS 0OCTOSTENBCTB CELUATICTOM OT/IENa
skosoruueckoro kourposst Kapnoseim C.C. 0611 ocymectsieH Boie3n 24.04.20 1., B Xxone KOoToporo (axThl, yKa-
3aHHbBIC B OOpaleHny, noarsepawinck. Ceiluac cBajika BKIIIOYEHA B IUIAH OYUCTKH FOPOACKUX TEPPUTOPUI (3eMelib)
MY «I'opoackast HHCHEKIHS 10 3€MEIbHBIM OTHOLICHUSM M OXPaHE OKPYXKAIOLIEH CpelbD» Ha anpeib CICTyIOLIEero
rozga. [Ipennucanue HaXOAUTCS HA KOHTpOJIC.  3asiBUTEIIIO JIaHbI MOJTHBIE Pa3bsICHEHUS.

SassurenpHuma [letposa K.M. n3 Kyprana 12.06.20 1. 00paTriocs ¢ mpocs00ii pa3o0paThCs B CHTYAIHH C
3arpszHeHneM o3zepa lllym. B cBoeit xanobe oHa yrouHmia, 4yto no ynune OTasixa, 53 pacnonokeH KaHaIN3aIuo H-
HbII moK. M3 Hero rpsi3Has BoAa MOMAJacT B OTBOJ, a 3aTE€M U B 03€pO, TEM CAMBIM 3arpsi3Hss ero. Ilo naHHOMY BO-
mpocy 13.06.20  r. Cunsersim ILII. crnenuamicToM oTAena BOAHOTO U T€OJOTHUECKOTO KOHTPOJs B JlemapTamMeHt
M0 YNPaBJICHHUIO >KWINIIHO-KOMMYHAaJIBbHBIM XO3SHCTBOM UM OJylaroyctpoiictBy Anmuuuctpanuu ropoaa Kyprawa,
MVII «KyprauBonokanam» u OOO YK «IIpectmx Kypran» Oblny HanpaBiIeHs! YBEIOMIIECHHUS O BBIABICHUIO (pakTa
U npuHaTUio Mep. 15.06.20 1. B NpUCYTCTBUM NPEJICTABUTENEH ITUX OpraHu3alMii MPOBEJCHO 00CIeJ0BaHUE TEP-
puTopHH, yKa3aHHbII B oOpaieHnu dakt noarsepauics. B pesynbrare nposenennoi padorst MYII «Kypransono-
KaHaJ» OYMCTHUJI KaHanu3auuMoHHbIN konozgeu. 20.06.20  r. mocTyIuleHHe 3arpsi3HSOLUX CTOKOB B 03€pO IpeKpa-
HICHO.

34



IIpumepnas ¢popma
PerncTpanuoOHHO-KOHTPOJIbHON KapTOYKH 00palleHuii rpamIaH

N

(perucTpanMoHHbIN HHIEKC)

damunms, UM, OTIECTBO

Anpec MecTa KHUTENbCTBA U (MIIH) pabOThI, KOHTAKTHBIN Tene(oH

[Jata noctymnieHus
KonmuecTBo nuctoB oOparmeHus
Temarnka

Conepxanne

Pesomomnus

Ucnomaurtens
JIOKyMeHT HaIlpaBJicH Ha MCIIOJTHCHHE

[JaTa HanpaByieHuUs Cpor [Hata ucnoynHeHus
UCTIOTHEHUS
XoJ paccMOTpeHNUs

Ot1MmeTKa 0 BbIAA4C MPEANNCAHNA U €TI0 UCITOJITHCHUHN

Pesynbrar paccmotpenus oopamernus N aTa OTBETa
OTMeTKa O CHSATHU C KOHTPOIIS
JlokyMeHT noamur B esno N I

Opranusanus pa3padoTKu TEMATHKHU U BbINIOJIHEHUs pedepara

B pedepare nomkna ObiTh 0003HaUeHa MpodiemMa 1 000CHOBaHA €€ aKTyalbHOCTh, CAeNaH
KpaTKU{ aHAJINU3 pa3InYHbIX TOYEK 3pEHHS Ha pacCMaTpUBaEMyo Ipo0JIeMy U JIOTUYHO H3JI0KEHA
coOCTBeHHas MO3UIIHs, CHOPMYIUPOBAHBI BBIBOJBL. Tema MoMKHa ObITh PACKPBITA OTHOCTHIO.
Pedepat nmeer cTporo onpeneneHHyo0 CTpyKTypy:

Tutyabublii et (HoMmep cTpanuibl He ctaButcs) ([Ipunoxenue 1)

Copepxanue (IIpunoxenue 2)

Beenenue

OcHoBHasi yacThb (cocTosiias u3 riias, naparpados, IyHKTOB)

3akiao4enue

CnucoK MCN0JIb30BAHHBIX HCTOYHUKOB.

O06beM pedepara A0KEH cocTaBnATh 15-20 cTpaHul.

Conep:xanue - ykazareinb pyOpHK (3aroJIoBKOB), BKJIIFOYAET B ce0s1 Bce pasjiensl pedepara.
B comepxanuu pyOpuKd TOMKHBI TOYHO COOTBETCTBOBATH 3arojOBKaM TEKCTa, B3aHMOPACIIONIO-
KEeHHe pyOpHK JTOJDKHO MPAaBUIBHO OTpa)kaTh IOCIIENOBATEIbHOCTh M COMOJAYMHEHHOCTh HUX B
TekcTe. B KOHIle KaxI0i TIaBbl COJEPKaHUS MPOCTABIISIOT HOMEp CTPAHUIIBI, HA KOTOPOU Hare-
YaTaH JIaHHBIN 3ar0JIOBOK B TEKCTE.

BBenenue 3anumaet 1-3 cTpaHHIlBI M BBOAUT YHTaTele B Kypc mpobOieMbl. Bo BBeneHuun
He00X0oauMO chOopMyIIMPOBATH 1IETh PAOOTHI.

B ocHoBHOW 4acTum HEOOXOOUMO [aTh COJECPKATEIBHYIO XapaKTePUCTHKY MPOOIEMEI.
TexcT OCHOBHOI YacTu JOKEH OBbITh pa3/ielieH Ha HECKOJIbKO naparpadoB, UMETh CChIJIKU Ha JIU-
TepaTypHbIE HCTOUHUKH.

B 3ak/iloueHUH JODKHBI OBITh CHOPMYIMPOBAHBI BHIBOJBI, OTPAXKAIOIINE OCHOBHBIE pe-
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3yJIbTaThl PaOOTHI.

B »10i1 cocTaBHOIi yacTH pedepaTa JOKHA OBITH MpEACTaBICHA BCs JIUTEpaTypa, KOTOPOi
N0JIb30BAJICSL ABTOP IPU U3YYEHUH TeMbI. B crucke MCHOIb30BaHHBIX UCTOYHUKOB JOJKHBI OBITH
HOPMATHBHBIE U UHCTPYKTHBHBIC JOKYMEHTHI, HAy4Hble MOHOTpaduu, y4eOHUKN U MPAKTUYECKHE
1ocoOusi, CTaTbu U3 NEPUOJANYECKOM IIeuaTH, U3 HUX 0oJiee MOJIOBUHBI JOIKHBI COCTABIISTh U3/1a-
HUS NOCIEAHUX IIATH JIET. B CIMCOK BKIIIOYAIOTCS TOJBKO T€ MCTOYHMKH, KOTOPHIE MCIOIb30BA-
JMCh IIPU NOJATOTOBKE PabOTHI, M HA KOTOPbIE UMEIOTCS CCBUIKH B TEKCTE.

Cnucok UCHOIb30BaHHBIX UCTOUHUKOB OTPa)KaeT MEepEUYeHb UCTOYHUKOB, KOTOPbIE UCIIOJNb-
3oBasiich npu Hanucannu BKP ux gomxHo ObITh HE MeHee 20, COCTaBIICHHBIN B CIEAYIOIIEM I10-
psake:

HopmaTuBHO-IIPaBOBBIE aKThl:

- Koncrurynus PO;

- HopMBI 1 npuHIMIIBI MEXTyHApOAHOTO 11paBa;

- MenepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI;

- denepanibHble 3aKOHBI, KOAEKCHI (B 0YEPEHOCTH OT MOCIEIHEr0 ro/ia MPUHATHS K IPEbl-
AYLIAM);

- ykassbl [Ipesunenta Poccuiickoit @eaepanuu (B TOH )K€ IMOCIEA0BATEILHOCTH);

- nocranosienus [IpaBurensctBa Poccuiickoit deneparuu (B TOM ke 04EPETHOCTH);

- UHbIE HOPMATHUBHbIE MIPABOBBIE AKTHI (PACIOIaraloTcs B C yu€TOM UX HOPUINYECKON CUIIbI);

CIucoK MCHOAb30BAHHON JIUTEPATYPBbI:

- MOHOTpaduu, yueOHUKH, yaeOHbIe TOcOOHs (B aihaBUTHOM TOPSIIIKE);

- HHOCTpaHHAas JINTepaTypa;

HHTEepHET-pecypesl:

- ounmanbHble CaliThl HAalpUMeEp, OPraHOB rocyaapcTBeHHoN Biactu Poccuiickoit denepa-
Uy, cyobekToB PO, opraHoB MECTHOTO caMOyNpaBiIeHUS U T.1.

Cnucok HCMONb30BAaHHBIX HUCTOYHUKOB odopmisiercs B coorBerctBuu ¢ ['OCT 7.1-2003
«bubmmorpaduueckoe omucanue aAoKymMeHTOB. OOmme TpeOGOBaHHS W TMpaBHJA COCTABICHUSY,
I'OCT P 7.0.5—2008 «Cucrema ctanaapToB 1no nadpopmanuu, 6MOINOTEYHOMY U U3JATEIBECKOMY
neiny. bubnmuorpadudeckas ccpuika. O0muye TpeOOBaHMS U MTPABUIIA COCTABIICHUS

CchUIKY Ha IUTEpaTYpHBIM HCTOYHMK JIOJIKHBI OBITh IPABUIBHO O(OPMIIEHBI B BHJI€ CHOCOK
B HIKHEH 4acTH CTpaHUIbl (IOCPEACTBOM UX OTAENIEHUS OT OCHOBHOI'O TEKCTA YEPTOHl, MO KOTO-
poii yKa3bIBaeTCs MOPAAKOBBII HOMEp CChUIKM apaOCKumu nudpamu, paMuiIus U UHULMAIbI aB-
TOpa, MOJHOE Ha3BaHHUE (3aroJIOBOK) MCTOYHMKA, MECTO M3JaHMs, M3AATEIbCTBO, T'OJ| U3JaHUS,
cTpanuna.). Ha kaxxoit cneaytoeit ctpanuiie HyMepaluio CCbUIOK HaYMHA0T 3aHoBo (1,2,3...).

CHocku nmaroTcst 0e3 OTCTyIa, BBIPABHUBAIOTCS MO IIMPUHE, JOJDKHBI OBITH BBIMOJIHEHBI
mpudToM Times New Roman Ne 10 uepe3 oquHapHbIil HHTEpBaL.

TekcT paboThl ceayeT nevaTarb, COOI0Aast CIEAYIOIINE pa3MephI MOJIEH; IeBOE — HE MEHEE
30 mm, npaBoe — HE MeHee 10 MM, BepxHee — He MeHee 16 MM, HikHee — He MeHee 20 mm. Crieny-
€T BKJIIOUUTh PEKHUM BBIpaBHHUBAHUE IO IIMPUHE M aBTOMATUYECKUH MepeHoc cioB. AG3arl (OT-
CTyIH) B TeKCTe paseH 1,25.

Crpanuipl cieqyer HymMepoBaTh apaOCkuUMH LHdpamu, cobio/ias CKBO3HYIO HyMepaluio
1o BceMy TeKCTy pedepara. Hymeparus cTpaHull NpoBOJUTCS B IPAaBOM BEPXHEM YTy CTpPaHU-
1pl, apabckumu nudpamu. [Ipu 3Tom mepBas cTpaHula (TUTYJIBHBIN JIUCT) HE HyMEpyeTcs, TO
€CTh HyMepalusl HauuHaeTcs co cTpaHullpl «Cozepxkanue» ¢ Ludpsl «2».

K 3ammure nomyckaercs pedepaT, BHIIOTHEHHBI B CTPOrOM COOTBETCTBUU C yKa3aHHBIMU
pexoMeHanusaMu. HeBbInmonHenne Kakoro-a1u0o u3 TpeboBaHUI HACTOALIMX PEeKOMEHAalui, Bie-
YeT CHUKEHHE OLIEHKHU 3a MOJIMOTOBJICHHBIN pedepar.
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Hpuiaoxenue 1

MUHHCTEPCTBO OBPA3OBAHMS U HAYKU POCCUMCKOU ®EJIEPALIUN
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE
OBPA3OBATEJIbHOE YUYPEX/IEHUE
BBICIIEI'O OBPA3OBAHUA
«BAIIKUPCKHI TOCYJIAPCTBEHHBI YHUBEPCUTET»
CTEPJINTAMAKCKUI ®UTTUAJT

Komnemx
[IpeameTHO-TTUKITOBAs KOMUCCHS FOPUIUICCKUX TUCITUTUTHH

udp n HauMeHOBaHUE CIICIIMATBHOCTH

PEDEPAT
QU0 CTYHEHTA

Crynenta __ kypca (3a)ouHo#t ¢popmbl o0ydeHus (21 10m)

CHAUMEHOBAHHUE TEMbI»

IIposepun

IperoaaBaTenb

®UO npenoaparesns

«_» 2016 .

CTEPJIMTAMAK - 2016
Hpuniaoxenue 2
COIEPXAHUE

BBEJIEHIE .......ccoiiiiiiiiiietente ettt st st b e st st ae st b e ees 3
TJIABA 1. HABBAHUE TTEPBOM TJIABBL ..o 6
1.1 Ha3BaHUe Maparpada MEPBOM TTIABBL........cceueereerteerreerueerteareateesseasseesueesseesnseeseesseesseesssesnsesnsessseenses 6
1.2 HazBaHue naparpada MEPBOM TIIABBL.........cveeveeereerreerseersressseeseesseesseessessssesssessseesseessesssessssesssesssesssees 6
TJIABA 2. HABBAHUE BTOPOY TTIABDL......ccouiiiiiincriiiceieceeeseseesseseisessesesessecseseseesessnenns 6
2.1 HazBaHue Naparpada BTOPOM TIIABBL........ccc.eeeeterrirtenterieetentesitententeestensesseensensesssensessessessesseensessesnee 6
2.2 HazBaHUE TaparPa(a BTOPOM TITABBL.........eeeureerrrreerreeaseeessseesseeessseeesseessssessssesasssesssessssessssesssssesssees 6
SAKIIHOUEHUE ..ottt sttt sttt sttt sne st s e enne 6
CIINCOK HUCIIOJIB30BAHHBIX NCTOUYHUMKOB........coiiiiiiniiiiinieetcceieeeieetese et 6
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® NN A

33.
34.
35.
36.
37.
38.

Tembl pedepaTon

AKTYalnbHOCTb CIEIIMATILHOCTH U MOTPEOHOCTD B CIIEHUANINCTAX - JOKYMEHTOBEAAaX

Posb undopmanuu B oduiectse. JJokyMeHT Kak HOCUTENb HH(POpMAIUU

HcTopus opranuszanuu JeJI0IpOU3BOJICTBA B IOPEBOIIOIIMOHHOM Poccuu, coBeTckux rocyaap-
CTBEHHBIX YUPEKACHUSIX U B YUPEKACHUSIX IOCTCOBETCKOIO IEPHOJIA.

[Henonpounsoactso B yupexaeHusx Pycckoro rocynapcrsa B XVI-XVII BB.
HenonpousBoactso B yupexkaeuusx Poccuu B XVIII B.

Henonpou3sBoactBo B yupexaeHusx Poccun XIX - Hauvana XX BB.

IN'ocynapctBennoe aenonponsBocTBo B 1960-2000-¢ rr.

HcTopuueckuii xapakTep JOKYMEHTOB U JOKYMEHTHUPOBAHUS.

[TpukasHoe nenonpon3BoACTBO (Absiku U noapsiure XV-XVII BB.).

. Komnexckoe nenonpoussoactso (XVIII B.).
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

Kannenspus B crpykrype munucrepersa XIX Beka.

Hctopust ynpasiieHuss ¥ aenonpousBojcta B 1917- nauane 1940-x rr..

Hcropus npodeccuu B EPHOA MOCAEBOSHHBIX JIeT 10 1990-x rT.

[TostBneHne apxuBoB B J[peBHEPYCCKOM rOCyJapCTBe.

ApXuBHas IeSTEIbHOCTh B IEPUO/I CKJIaIbIBAHUS U CYLLIECTBOBAaHUS (Pe01aIbHON MOHAPXUH.
Peopranuzanms apxusHoro aena B Poccun B Hawane XVIII B.

Peopranuzanmst apxvBHOTO Aena BO BTopoiul mojoBuHe XIX B.

Cocrosinue apxuBOB B Havasie XX B.

CraHoBieHue coBeTcKoi apxuBHOM cucteMsl (1917-1929 rr.).

ApxuBHoe 71710 BO BpeMsi Benukoit OTeuecTBEHHOM BONHBI.

ApxuBsl B 1945-1980-¢ rrT.

Bnusanaue nocneactsuii Benukoil oTedecTBEHHON BOMHBI HA apXUBHOE JIETIO.

ApxusHoe aeno B 70-80-e rofsl.

ITepconasbHbIE NaHHBIE U UX JOKYMEHTUPOBAHUE

3akoHonarenbHble akThl Poccuiickoit denepaunu B chepe nHpopmManuy U TOKyMEHTALUU
MexnyHapoaHas KOPpECIOHACHIUS

PaszHoBHIHOCTH 1€710BOM MEPENTUCKU

S3b1KOBBIE HOPMBI B O(UIIMAIBHO-/1ETI0OBOM CTHIIE PEYU

OO011re TPUHLIKIIBI PEAAKTUPOBAHUS CITYKEOHBIX IOKYMEHTOB

HNudopmaninoHHble pecypcsl U TexHoiIoruu Havana XXI Beka.

HNudopmannonnsie pecypesl Poccuniickoit @enepanuu.

OcHoBbl nHGOpMaIMOHHON Oe3omacHocT Poccuiickoii @eaeparuu B HHGOPMAIIMOHHOI cde-
pe.

Buzpl 1 ncTouHMKH yrpo3 nHGopMannoHHO# 6e3omacHocTH Poccuiickoit denepannu.
[TpaBoBast oxpaHa HH(POPMAIIMOHHBIX PECYPCOB.

I'ocynapcTBenHas TaiiHa.

Knaccugukanus BUjoB HErocy1apCTBEHHON TalHbI.

Knaccudukanus BU0B, METOJIOB M CPEJICTB 3aIUTHI HH()OPMALIUH.

CymHocTb, 3a/1a41 ¥ 0COOCHHOCTH KOH(HIEHIIMATIBHOTO 1€JI0MPOU3BOJICTBA.
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Tect «OcHoBHBIe MOHATHSA JOY. JlIokyMeHT: cBoiicTBa, QyHKIMH, KIaccHPUKADMUD)

1 Bapuant

1)

JIOKYMEHT WJIM KOMILIEKC IOKYMEHTOB JTO ...
a) TpeaAMeT JOKYMECHTOBEICHUS;

b) 00BEKT JOKYMEHTOBEACHHUS;

C) JOKYMEHTOBEIEHHUE.

2)

YT0 OTHOCUTCH K CBOHCTBAM JI0KYMEHTA:
a) (hYHKIIMOHAIBHOCTH HH(OPMALINH;

b) TOXIECTBEHHOCTH CaMOMYy ceOe;

C) 3aBepIIEHHOCTh COOOLICHHSI.

3)

Kakasi pyHKIHSI OTHOCHTCSH K CIEIHATBHBIM (DYHKIIUSIM TOKyMeHTa?
a) YHOpsAIOYMBAKOLIAS;

b) ymnpaBneHueckas;

c) wuHpOpPMAIMOHHAs.

4)

... — JOKYMEHTBI, OTPA:KAIOLIHEe Pe3yJbTAT CTPOMTETbHOI0 U TEXHOJIOTHYECKOr0 MPOEeKTHPOBA-
HMS$1, KOHCTPYMPOBAHMS, MHKEHEPHBIX M3bICKAHMIA H APYTUX padoT 10 CTPOUTENbCTBY 3AaHMI U
COOpYKeHN M M3r0TOBJICHUIO M3/1eJINii MPOMBIIIVIEHHOT 0 IPOM3BO/ICTBA.

a) TEXHHYECCKHE JOKYMEHTEI,

b) doTomoxymMeHTHI;

C) KUHOJIOKYMEHTHI;

d) ¢oHOTOKYMEHTHI;

€) JOKYMEHTHI HA MAIIMHHOM HOCHTEIE.

5)

... — IOKYMEHTbI, CO3JaHHbIE C UCIO0JIb30BAHUEM HOCHTEJIeil H croco0 3anmucu, odecneYnBaIUX
0TpadoTKY UX HH(OPMAIIUM 3TEKTPOHHO-BBIYHCIUTEIHLHOH MAIIUHOI.

a) TCXHHUYCCKHUC ILOKYMCHTI)I;

b) doTomoxyMeHTHI;

C) KUHOJOKYMEHTHI;

d) ¢oHOTOKYMEHTHI;

e) I[OKYMCHTI)I Ha MAIlIMHHOM HOCHUTCIJIC.

6)

JlokyMeHT, BOCIIPOH3BOSILIMI HH(OPMALHKIO IPYTOro 10KyMEHTa U BCe ero BHEIIHNE MPH3HAKH
a) BTOPUYHBIN;

b) BU3yaNbHBIN;

Cc) Komud.

7)

CornacHo kinaccupuKanuu J0KYMEHTOB 10 YPOBHIO 00001eHNs HH(OPMAIMHA Pa3InvyaT [10-
KYMEHTbI:

a) TIEpPBUYHBIC U BTOPHUUHBIE;

b) TEKCTOBBIC U HETEKCTOBBIE JOKYMEHTBHI;

C) JIOKYMEHTHI HAa €CTECTBEHHOH M MCKYCCTBEHHON MaTepUaIbHOW OCHOBE;

d) mnepuoaMYECKHE U HENMEPUOIUIECKHE TOKYMEHTHI.

8)

Boinmucka —

a) 3TO NepBHIi (WM AMHUYHBIN) K3EMILTAP TOKyMEHTA, 00JIaIafoIuil FOPUINIECKON CHUIION;

b) Komus 4acTu JOKyMEHTA, BOCIIPOU3BOSINAS MOJHBIA TEKCT PEIICHUS MO OMpeaeIEHHOMY BOIPO-
cy.

C) 3TO Konws OQUIHMAIEHOTO JOKYMEHTA, UMEIOIIast OPUINIECKYIO CHITY MOJTHHHHUKA.

9)

TecHasi B3aMMOCBA3b JJ1€MEHTOB JOKYMEHTa, 00eclednBalomIasi ero HeJOCTHOCTh W TOXKAecT-
BEHHOCTBb caMoOMYy cebe — 3T0

a) arpuOyTHUBHOCTB;

b) (yHKIMOHATHEHOCTS;

C) CTPYKTYpPHOCTb.

10) ConocTaBbTe JOKYMEHT M Hau0o0JIee XapaKTePHYIO AJis Hero PyHKIHIO

1) zeoonuueckasn a) HayyHas cmamos
2) memopuanvnan b) cnpasounux
3) no3nasamenvnan C) pexnammuulil OyKiem
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Tect «OcHoBHBIe MOHATHSA JOY. JlIokyMeHT: cBoiicTBa, QyHKIMH, KIaccHPUKADMUD)

2 BapuaHT

1)

Kakum cBOHCTBOM MOKHO OXapaKTepH30BATh HAJHYHME Yy JOKYMEHTA HeOoThbeMJeMbIX cJiarae-
MBIX, 0€3 KOTOPBIX OH CyIIeCTBOBATH He MOXKeT?

a) aTpuOyTHBHOCTE;

b) BelIeCTBEHHOCTS;

C) CTPYKTYpPHOCTb.

2)

Kakasi pyHKuus1 OTHOCUTCS K 001IMM PYHKUMAM TOKyMeHTa?
a) OOIIeKyIbTypHAS,

b) wuH(DOpMaNMOHHAS;

C) TMpaBoBasl.

3)

... - AeliCTBHE WJIH COBOKYIIHOCTb JAeHCTBUIl, IPUMeHsIeMbIX NP 3anucy MHGoOpMALMU HA MaTe-
PHAJLHOM HOCHUTEIE.

a) MeTOoJ JTOKyMEHTHPOBaHUS;

b) cmocob MOKyMEHTHPOBAHYIS,

C) CpeICTBO JOKYMEHTHPOBAHMSL.

4)

... — I300pa3uTeIbHbIE JOKYMEHTBI, CO3aHHbIe GoTorpadguyeckuM cnocodoom.
a) TEXHHYECCKHE JOKYMEHTEI,

b) doTomoxymMeHTHI;

C) KUHOJIOKYMEHTHI;

d) ¢oHOTOKYMEHTHI;

€) JOKYMEHTHI HA MAIIMHHOM HOCHTEIE.

5)

ComnocraBbTe JOKYMEHT U HanOoJiee XapaKTePHYIO JIsl Hero (PyHKIuIo

1) ¢ynxkyua yuema a) yuyebnasa eedomocmo
2) npaeosas pynxkyusn b) npuxas
3) ynpaenenueckasn c) o0ozosop

6)

JloKyMeHT, coep:kammii HHGopManuio, He NPeIHAZHAYEHHYIO VISl IIMPOKOT0 PAacHpoCTPaHeHust
a) HeOoMyOJUKOBaHHBIN;

b) HemyOIHKyeMBbIif;

C) HENEepUOANYECKUIL.

7)

CornacHo kjiaccu(puKanuy JOKYMEHTOB 0 KaHATY BOCHPUATHA HHGOPMAUK Pa3JInyaloT ...
a) TEKCTOBBIE U HETEKCTOBbIE JOKYMEHTHI;

b) BHU3yanbHBIN, TAKTWIBHBIHN, ayIUATBHBIN, ayIHOBU3YaTbHBIN;

C) TEepPUOAMYECKHE U HENMEPHUOINIECKHE TOKYMEHTHI.

8)

9)

BTopuuHBIi TOKYMEHT — 3TO

a) JIOKYMEHT COJEpXHT MH(OpMaLuio, KOTOpas SBIAETCS W3JI0KEHHEM (OIMCaHHWEM) PEe3yNbTaTOB
U3y4EHUs, UCCIIEeI0BAaHNs, pa3paboOTOK U T.1.

b) JOKyMEHT siBIsieTcs Pe3yIbTaTOM aHAIUTUKO-CHHTETHYECKOH mepepabOoTKH OJHOTO WU He-
CKOJIBKUX MEPBUYHBIX JOKYMEHTOB.

Ipeana3zHavYeHHOCTH JOKYMEHTA /151 epeJaun MH(OPMAIIMY B MPOCTPAHCTBE U BPEMEHH - ITO
a) aTpuOyTHUBHOCTH;

b) (yHKIMOHATHEHOCTS;

C) CTPYKTYPHOCTb.

10) K.]IaCCH(l)HKaIII/Iﬂ AOKYMEHTOB Ha PYKONHUCHBIC, MCYATHbLIC, MEXAaHNIECCKUEC, MAI'HUTHLIE, Q)OTO-

rpadguyeckue, ONTHYECKUE, Ja3epPHbIe ABIfAETCHA Kiaccupukanuei ...
a) IO croco0y JOKYMEHTUPOBAaHUS

b) 1o cTeneHn UX pacIpPOCTPAaHEHHOCTH

C) IO KaHaJy BOCHPUSTHI HHPOPMAIIH
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1 BapuaHT

1) JdoKyMeHT WJId KOMILUIEKC JOKYMEHTOB 3TO ...
a) MpeaAMeT JOKYMEHTOBEICHUS;
b) O00BEKT JOKYMEHTOBEACHHUS;
C) JIOKyMEHTOBEJICHUE.
2) UYrto oTHOCHTCS K CBOIiCTBAM JJOKYMEHTA:
a) (yHKIMOHAJIBHOCTH HHPOPMAILNY;
b) TOXIECTBEHHOCTH caMOMy cele;
C) 3aBEPIICHHOCTh COOOIIEHHS.

3) Kaxkas GyHKUIHSI OTHOCHTCSH K CHIENHAJbHBIM (PYHKIHMAM JOKyMeHTa?

a) yHnopsao4MBaroIas;
b) ympaBneHueckas;
¢) wuHGOpMAIMOHHAS.

4) ... — IOKYMEHTbI, 0TPaKalolie pPe3yJabTAT CTPOUTEJbHOT0 H TEXHOJOTHYECKOro NMPOeKTHPOBAHHUSI, KOHCT-
PYMpPOBaHHUsl, HHKEHEPHBIX N3bICKAHUI U APYTHX PadoT MO CTPOMTEILCTBY 31AHHIL M COOPYKEHU W U3I0-
TOBJICHHMIO H3/eJINi MPOMBIIIJIEHHOT0 MPOU3BOACTBA.

a) TEXHUYECKUE JOKYMEHTBI;

b) doTtonokymeHTsI;

C) KHHOJOKYMEHTBI;

d) dononOKYMEHTHI;

€) JOKyMEHTHI Hd MalIMHHOM HOCHTEJIE.

5) ... — DIOKYMEHTbI, CO3IaHHBbIE C HCIOJIF30BAHHEM HOCHTE/IEH H CI0co0 3amucH, 00ecnednBaIOIINX 0TPadoT-
KY UX HHGOpMALMH 3J1eKTPOHHO-BBIYHCIUTEIbHOH MAIIMHOM.

a) TEXHUYECKUE JOKYMEHTBI;
b) ¢doTomOKYMEHTHI;
C) KHHOIOKYMEHTHI;
d) ¢oHOTOKYMEHTHI,
e) JOKYMCHTHI Ha MAIIMHHOM HOCHUTCJIC.

6) JoxyMmeHT, BOCHPOM3BOASIINI MH(OPMALHIO IPYTroro JOKYMeHTa U BCE ero BHEUIHUE NPH3HAKH
a) BTOpPUYHBI;

b) BU3yaNbHBIIL;
C) Komwus.

7) Coraacno kinaccupuKanuy J0KyMEHTOB 110 YPOBHIO 00001eHUsI NH(POPMAMH Pa3INYalOT JOKYMEHTBI:
a) IEpBUYHBIC U BTOPUYHBIE;

b) TeKCTOBBIE U HETEKCTOBBIC IOKYMEHTBI,
C) IOKYMEHTHI Ha €CTECTBEHHOM M NCKYCCTBEHHOM MaTepuaibHOH OCHOBE;
d) nepuoaMYecKHe U HEEPHOINUCCKHE JOKYMEHTBHI.
8) Breinucka —
a) 9TO NMEepBHIH (M eTUHUYHBIHN ) SK3EMIULIP TOKYMEHTA, 00JIa a0 IOPHINIECKOH CHITOH;
b) Konms 4acTH TOKyMEHTa, BOCIIPOM3BO/ISIIAS OIHBINH TEKCT PELISHHS MO OIPEIEIICHHOMY BOIIPOCY.
C) 3TO KOnHs O(HIHAIBHOTO JOKYMEHTA, HMEIONIAsl FOPUINYECKYIO CHITY ITOUTHHHHUKA.

9) TecHasi B3aNMOCBA3b 3JIEMEHTOB IOKYMEHTAa, 00eCTeYBAIONIAs €ro HeJ0CTHOCTh H TOXK/IeCTBEHHOCTh Ca-
MoMmy cebe — 3T0
a) aTpuOyTHUBHOCTB;

b) QyHKIMOHAIBHOCTH;
C) CTPYKTYPHOCTb.

10) ConocraBbTe JOKYMEHT 1 Hau0oJiee XapaKTepHYIO A5 Hero GyHKIMIO
1) zedonuueckan a) Hayunasa cmamos
2) memopuanvnasn b) cnpasounux
3) nosnasamenvnasn C) pexnammuvlii OyKiem

2 BapHaHT
1) KakuM cBOICTBOM MOKHO 0XapaKTepU30BaTh HAJIMUMeE Y IOKYMEHTAa HEOTheMJIEMbIX cJaraeMblx, 6e3 Ko-
TOPBIX OH CYIIECTBOBATH He MOKeT?
a) aTpuOyTHUBHOCTS;
b) BemIeCTBEHHOCTS;
C) CTPYKTYPHOCTb.
2) Kaxkas ¢pyHKIHsS OTHOCHTCH K 00IIMM QYHKIMAM JOKyMeHTa?

a) OoOIIeKyIbTypHas;
b) wuHpOpManMOHHAS;
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C) TIpaBoOBas.
3) ... - #eiicTBHE WJIM COBOKYNHOCTH JIeiiCTBHii, MPUMeHsIeMBIX NPH 3aIHCH HHPOPMANHUHE HA MATEPHAILHOM
HOCHTeJIe.
a) METOX NOKYMEHTHPOBAHHMS;
b) cmoco6 TOKyMEHTHPOBAHWS,
C) CPEACTBO NOKYMEHTHPOBAHHS.
4) ...-—u300pa3uTeNbHbIe JOKYMEHTbI, CO3JaHHbIEe (POTOrPaPUIECKHM CIIOCOOOM.
a) TEXHUYECKUE JOKYMEHTHI;
b) ¢doTomoKyMeHTH!;
C) KHHOIOKYMEHTBI;
d) doHOonOKYMEHTSI;
€) JOKYMEHTHI Ha MalllMHHOM HOCHUTEJIE.
5) ComnocraBbTe NOKYMEHT H HaN0o0JIee XapaKTEPHYIO VISl Hero pyHKIHIo
1) @yuxkyua yuema a) yuebnas eedomocms
2) npasosasa ynkuus b) npukas
3) ynpaenenueckan ¢) 0ozoeop
6) JloKyMeHT, coaep:kamuii HH(pOPpMAaNHNI0, He MPeTHAZHAYEHHYIO JIsl IIMPOKOT0 PacpoCTpaHeHus
a) HEOMyOJUKOBAHHBIN;
b) HenmyOJIMKyeMBIN;
C) HenepuoAMYECKUU.
7) Coraacno kiaccupuKanuu JOKYMEHTOB 10 KaHAJIY BOCIPHATHS HHGOPMAaNMH pa3inyanT ...
a) TEKCTOBBIE U HETEKCTOBBIC IOKYMEHTHI,
b) BU3yaNbHBINA, TAKTUIBHBIN, ayAHAIbHBINA, ayTHOBU3YaJIbHBIH;
C) NEepUOAMYECKUE U HENEPHOJUUESCKHE TOKYMEHTBHI.
8) BTopUYHBIH JOKYMEHT — 3TO
C) JOKYMEHT COICPKHT MH(OpPMAIHIO, KOTOpast SIBISETCS W3JI0KEHHEM (ONHCaHWEM) pe3yJIbTaTOB M3Y4CHUS,
HCCIIeI0BaHMs, Pa3pabOTOK U T.1.
d) IOKyMEHT SBIAETCS PEe3yabTaTOM AHAJINTHKO-CHHTETHYECKOW NepepadOTKH OJHOTO WM HECKOJIbKHX
MEPBUYHBIX JOKYMEHTOB.
9) IIpeaHa3Ha4YeHHOCTb JOKYMEHTa JJIs nepelayn HHPOPMAIMHU B IPOCTPAHCTBE U BPeMEHH - 3T0
a) aTpuOyTHUBHOCTB;
b) GYHKIHOHATBHOCTS;
C) CTPYKTYpPHOCTb.
10) Knaccudpukanusi JOKYyMeHTOB Ha PYKOINHCHBbIE, NMeYaTHbIe, MeXaHUYeCcKHe, MarHUTHbIe, (hoTorpaduye-
CKHe, ONTHYECKHeE, Ja3epHbIe sIBJIsieTcs Kiaccupukanuei ...
a) 10 croco0y JOKYMEHTUPOBAHUS
b) 1o creneHu ux pacHpoCTPaHEHHOCTH
C) MO KaHaJly BOCHIPHATHSI HHYOPMALUH

Tect 2 «Y}mqmuuposalmaﬂ CucremMa Opl"a]-[l/l3alll/l01-l]-l0-paCHOpﬂI[HTeJIBHOﬁ AOKYMEHT A UN»

1 BapuaHT

1)

Habop pekBH3NTOB 0(HINAIBEHOTO MUCHMEHHOTO JIOKYMEHTA, PACIIOJIOKEHHBIX B ONPEeICHHON
MIOCJIE/I0BATENILHOCTH, COCTABIISIOT ...

a) OJaHK JOKYMEHTa;

0) Qopmyrsp TOKyMEHTa;

B) (Qopmymsp-oOpasen JOKyMEHTa.

2) [ata BBemenusa FOCT P 6.30-2003 «YuupuuupoBaHHbIe CHCTEMbI JOKYMEHTANHHA. Y HH()UIIMPOBAHHAS CHC-
TeMa OPraHu3auMOHHO-PACIOPSANTENbHOM NokyMeHTauun. TpeGoBaHus Kk opopmiieHnI0»
a) 1997-07-31;
6) 2003-07-31;
B) 2003-07-01.
3) Kakmue pa3mepsl noJeii 0;1anka ycranasiauaer 'OCT P 6.30-2003?
a) 20 MM — neBoe; 10 MM — mpaBoe; 15 MM — BepxHee; 20 MM — HIKHEE,
6) 20 MM — neBoe; 10 MM — mpaBoe; 10 MM — BepxHee; 10 MM — HIKHEE,
B) 20 MM —neBoe; 10 mm — mpaBoe; 20 MM — BepxHee; 20 MM — HIDKHEe.
H])]'IJIOHQEHHEZ TTonoxeHne 00 YII])‘«]BJIE]I]’I[{ PErHOHAJBHOI0 KPpeIHTOB AHHA
Ha S 1. B 19K3.
4) PexkBu3nT —37T0 ...

a) MPWIOKEHUE K JOKYMEHTY;
0) HauMEHOBaHHWE JIOKYMEHTa;
B) HaWMEHOBAaHHNE OPTaHU3AINH.
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5) Koa ¢opmMbI f0KyMeHTa MPOCTABJISIOT 1O ...

a) OKIIO;
6) OKVI;
B) OKOIY.

6) CocraB u 00beM cBeleHHI, BKIIOYEHHBIX B CHIPABOYHbIE JaHHbIC 00 OPraHU3ALMUH ...
a) CTaHAAPTOM CTPOTO PerJIaMEHTHPOBAHH;
0) craHmapTOM HE JIMMUTHPYIOTCS;
B) YCTaHaBJIMBAIOTCS HAJIOTOBBIMU OPTaHAMH.

7) Yxaxxute HeBepHoe oopMIIeHHe PEKBH3UTA «AApecaTy

a) 3AO0 «Ctpemay

I'nmaBHOMY Oyxranrtepy

10.B. KoxopeBy
6) I'enepanbHBIIl TUPEKTOP

OAO «¥OnoHa»

B.11.Hukonenko
B) AJMHUHHCTpalUH paliOHOB

Openbyprckoit obmactu

8) IlouTtoBklii aapec B afpecaTe MUILIETCH CIAETYIONIUM 00pa3oM:
a) 301264, Tymbsckas 00IacTb
Kupeesckuii p-H, r. JInnkwy,
yn. CamoBas, 1.5, kB. 12
0O.I1.06pa3moBy

6) O6pasuosy O.I1.

301264, Tynnckas o6aacThb

Kupeesckuit p-H, r. JIunkwy,

yn. CanoBas, 1.5, kB. 12
B) O6pasuosy O.I1.
yi. Canosas, 1.5, kB.12,
r. JIunku, Kupeesckuii p-H,
Tynsckast 001., 301264

9) B cocras pekBu3uTa «Iloamuce» BXoaAT:
a) (aMuIus, MHUIUATIBI JIUIA, TTOIIKCABIICTO JOKYMEHT; JINYHAS MOAMKUCH; HAUMEHOBAHHUE JIOJDKHOCTH;
0) HauMCHOBAHHE JOJDKHOCTH JIMIIA, TOIMUCABIICTO JOKYMCHT; JIMYHAS TOMKCH; paciupoBka moamucH (hamu-
JIUsl, HTHUIIAATIBI);
B) HaWMCHOBaHHE JOJDKHOCTH JIUIA, TOAMUCABIICTO JOKYMEHT; JIMYHAsI MOIIUCH; pacuindpoBKa MOMUCH (MHH-
1uaibl, hamMuins).

10) I'pud cornacoBaHusi AOKYMEHTA MOKET COCTOSATh:
a) wu3 cioBa COIJTACOBAHO (6e3 kaBbIYeK U JBOSTOUNS ), HAMMEHOBAHHSI JJOKYMEHTA, KOTOPBIM OCYIIECTBIISICT-
s corylacoBaHue (B MIMEHHUTEIBHOM MaJIeXkKe), ero JaThl 1 HOMEPa;
0) W3 IOJPKHOCTU BU3HMPYIOILETO, €ro JIMYHOM MOJIHUCH U pacuiu(pOBKYU MOINHUCH (MHUIMAIOB U (aMUIIUH), J1aThl;
B) wu3 cioa COI'JTACOBAHO (6e3 kaBbIu€K U JJBOETOUHS ), JOKHOCTH JIUIA, C KOTOPBIM COTIIACOBBIBAETCS J10-
KyMEHT (BKJIFOYasi HAUMEHOBaHHUE OPraHU3alIMH ), TUYHOH [TOINCH, paciIM(POBKHU MOAINCH (MHUIMAIOB U (a-
MUJIIH).

11) Kaxkoii n3 npuBeIeHHBIX HUKe PEKBU3UTOB BKJIIOYAET MOANUCH UCIOJHUTENSI JOKyMeHTa?
a) OTMeTKa 00 HCITOJIHUTEIIE;
6) oTMeTKa 00 UCIIONHEHUH JOKYMEHTa U HAMPABJICHUU €T0 B JIEII0;
B) OTMETKa O MOCTYIJICHUH JJOKYMEHTA B OPTaHU3AIHIO.

12) Ha3oBuTe pa3Mep NpaBoro moJjs (B MM), KOTOPbIil YCTAHABJIHBAET JJI ynpaBiaeHYecKnx fokymenToB 'OCT
P 6.30-2003
a) 10 MM
0) 20 MM

13) Kakasi yacTh TeKCTa NPHKA3a ABJSIETCSH 00513aTeIbHOM?
a) KOHCTaTHpYIOIIas
0) pacnopsauTeabHAas

14) PexkBU3MT JOKyMeHTa — 3TO:
a) ero OTHENbHBIN dJIEMEHT
0) dYacTh CIy)eOHOTO HUChMa
B) (upMEHHBIH OJIaHK

15) C nomoubi0 KaKkoro pekBu3nuTa ogopmiisieTcsi BHEIIHee COrJiacoBaHUue JOKyMeHTa?
a) BU3BI COTTIACOBAHUS
0) rpuda cormacoBaHus

16) Kem moanmchiBaOTCA J0KYMEHTBI, COCTABJIsIeMble KOMHCCHEH?
a) PYKOBOJHUTEIIEM OpTaHHU3aluU
0) mnpencenareneM
B) TpelceiaTeNIeM H WICHAMU KOMHUCCHH
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T) TIpefcefaTesieM U CeKpeTapeM

17)

W3 npuBeieHHBIX HIKe NAPHBIX HAUMEHOBAHNI BbI0epHUTe MPOLeCcChl, KOTOPbIE COKPAIIAIT YHCI0 (hopMm
AOKYMEHTOB U YCTAHABJIMBAKT UX ¢JUHO00PAa3HOE HATIUCAHHE:

a) THUNU3AIMA 1 aBTOMATH3ALUA

0) yHHpUKAIUSI U ONITUMHU3AINS

B) yHHU(UKANWS U CTaHIAPTH3ALMS

18)

B rpynny opranuzanunonnsix fokymentos HE Bxoaur:
a) TPYIOOBOH JOTOBOP

0) 1TaTHOE pacIUcaHue

B) TIOJIOKEHHE

19)

Bbi0epurte npaBuiibHbIH BapuaHT Hu¢poBoro ogopmieHus 1aThl:
a) 06.05.2013

6) 6.5.13

B) 06.05.13

20)

IIpuxa3s saBasercs:

a) JOKyMEHTOM, IPHHUMAaEMbIM KOJUICTHaJIbHBIM OPTaHOM JUJIsl pEIICHUs] TPOM3BOACTBEHHBIX 33/1a4, BOIPOCOB;

0) mpaBOBBIM aKTOM, U3aBa€MBIM PYKOBOAMTENIEM, JUIS PELICHUS OCHOBHBIX ONEPAaTUBHBIX 3ajjay, CTOSIINX Mepes
JIaHHOMW opraHu3aluein

Tecr 2 «YHUPUUHMPOBAHHAS CHCTEMA OPraHN3alHOHHO-PACHIOPSIANTEIbHOM TOKYMeHTAIuI»
2 BapuaHT

1

I'1aBHAsi YacTh JOKYMEHTA, PACKPBIBAIONIAS €r0 CMbICJ U HA3HAYEeHHEe — ITO...
a) 3aroJIOBOYHAS YacTh;

0) coxmepxaTenbHAs YacTh;

B) oQopMIISIIOIIAs YacTh.

2)

Kakue BapnaHThI pacnojio:keHns peKBH3UTOB Ha 0JIaHKAX YCTAHOBJIEHbI?
a) YIJO0BOI U IIEHTPUPOBaHHEIN;

0) (uaHroBBIN U MPOIOJILHBIN;

B) YIVIOBOM M MPOJOJIBHBIM.

3)

VTBEPKIATO
HHpPEeKTOpP KOHTOPBL
noamck  O.I1 BeHmep

PexBusur 10.10.9 —93T0 ...
a) rpud yTBepKICHUS;

0) rpud corilacoBaHUs TOKYMEHTA;

B) BH3bI COIJIACOBAHUSI JIOKYMEHTA.

4)

Pexpmsur | Boeto 05-14|_ .,

a) OTMeTKa 00 UCTIOJIHUTEIE;
0) orMeTka 00 MCIIOJHCHUHU JTOKYMEHTA U HAlPaBJICHUH €T0 B JII0;
B) OTMETKa O NMOCTYIJICHUH JOKYMEHT B OPTaHU3AIHIO.

5)

Kakoe u3 noJioxxeHuii HeBepHo?

a) OpraHM3alys BIpaBe U31aBaTh BCE JOKYMEHTHI, npeaycMoTpenHsie OKY/I;

0) HaMMEHOBaHHWE BUJIA IOKYMEHTA, COCTABJICHHOTO MJIM U3/IaHHOTO OpraHHu3aliei, JOIKHO OBITh ONPEEIIeHO B
YYPEOUTEIbHBIX JOKYMEHTAX OpraHUu3aliu,

B) cOCTaB JJOKyMEHTOB, M3/1aBaeMbIX OpraHusaiuei, hpukcupyercs B Tabene GpopM 10KyMEHTOB, IPUMEHSIEMBIX
OopraHusanuen.

6)

Kakoe u3 noJioxeHuii HeBepHo?

a) MECTO COCTaBJICHHS WM W3JJaHUs JOKYMEHTa YKa3bIBalOT B TOM Clly4ae, €ClI 3aTPyJHEHO €ro Olpe/ieneHne
o pexuzutam 08 u 09;

06) MecTo COCTaBJIeHHs JOKYMEHTA HE YKa3bIBAaeTCs B HChMaXx;

B) MECTHOM COCTaBJICHHMS IOKYMEHTA, KaK MPaBUIIO, SIBJISIETCS apec, 10 KOTOPOMY OpPraHH3aIHs BeJleT CBOIO
JIeATEeIbHOCTB.

7)

Ha xakoM 1oxyMeHTe He cTABUTCH IpU( yTBep:KIeHUs1?
a) pacnopsKeHHe

6) ycras;

B) INTaTHOE pPacIMCaHHE.

8)

Kakoe u3 noJioxeHuii HeBepHo?
a) PE3OIIOIS MPEACTABIAET COOOH HAIHICh Ha TIOKYMEHTE, CIICIaHHYIO JOIDKHOCTHBIM JIMIIOM M COJEPIKAIIYI0
TIPUHSITOE UM PEIICHHE;
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0) pe30IIOIHS MPOCTABISACTCS B IPABOM BEPXHEM YIITy TOKYMEHTa MEXKYy PEKBU3UTAMU «Apecar» u «TekcT;
B) Ha JOKYMEHTE He JIOJDKHO OBITh OoJiee IBYX Pe30IFOLUH.

21)

BoiOepuTe npaBuILHBIN BapuaHT [H(GPOBOro opopMiIeHNs JaThI:
a) 06.05.13

6) 6.5.13

B) 06 mas2013T.

22)

OTMeTKa 00 HCIIOJIHUTeJIe BKIIIOYAeT B cedsl:

a) OIDKHOCTB; (haMIITHIO M WHHUIIAAJIEI HCTIOTHHUTENS JOKYMEHTa U ero TenedoH;

0) QaMmIHIO M MHUAITMAIEI UCTIOHUTENS TOKYMEHTa, €To MOIIICh U HoMep Tele]oHa;
B) HMHHIIHAIB U (aMIJIMIO UCTIOTHUTEIS JOKYMEHTa W HOMep ero TenedoHa.

23)

Kaxkue oprannsanuoHHble JOKYMEHTbI YTBEPKIAKOTCS PYKOBOJUTEIeM OpraHu3anuu?
a) JIOJDKHOCTHBIE HHCTPYKLIUU

0) TOJIOXKEHHUS O CTPYKTYPHBIX HOAPa3IeIICHUIX

B) IpaBWIa BHYTPEHHErO pacrnopsiaka

r) BCE NepeyrCIIEHHBIE BbIIIE JOKYMEHTBI

24)

Kaxue pacnopsiiuTe/ibHbIe JOKYMEHTHI H3aI0TCSI HA OCHOBE €IMHOHAYAI NS ?
a) peleHus
0) mnpuxassl

25)

C kaxo¥i neJbI0 Ha cJIyKe0HOM NMUCbMe YKA3bIBAKOT (aMUInIo U TejedoH HCIIOTHUTE s ?
a) I OTIEPAaTHBHOW CBSI3H C HCIIOJIHUTEIIEM
0) Ui OpUJAHUS JOKYMEHTY IOPUANYECKOMN CHIIBI

26)

B pexBusure «Aapecar» (15) MHUIIUAJIBI CTABAT:
a) mepen GpaMmneli axpecaTa
0) mocne GpaMunnu ampecaTta

27)

Ha xakoM cay:ke0HOM nucbMe npocraJsiercs pekBU3uT (13) «Cebliika Ha perncTPALMOHHBIA HOMEpP U
ATy J0KyMeHTa»?

a) mHUChbMax - Mpockdax

0) CONPOBOIMTENLHBIX MUCHMAX

B) HH()OPMAIMOHHBIX THCHMAX

r) NHUChbMaX- OTBETax

28)

TunoBoii GopmMyJasip T0KYMEHTa — 3TO COBOKYIHOCTH PEKBH3HTOB:
a) 00s3aTenbHBIX (TIOCTOSTHHBIX)

0) HEoOXOAUMBIX JUIS JaHHOTO JOKyMEHTa

B) PAcCIONIOKEHHBIX B ONPEICICHHON MOCIIEA0BATSIbHOCTH

29)

IIpoexT npukasa Mo JIMYHOMY COCTABY 'OTOBHTCH:

a) PYKOBOIUTEIEM OpraHU3alUuU

0) pPYKOBOIUTEIEM CTPYKTYpHOTO IMOJpa3/eieH s, I1e TPYAUTCS PaOOTHUK
B) HavyaJbHUKOM OT/ENA KaJIPOB

30)

Kakoii peKkBM3MT He BXOJAUT B COCTAB NpUKa3a?
a) Jara JOKyMEHTa

0) anpecar

B) HAaWMEHOBaHHE OpTaHM3ALUI

r) TOANKCH

31)

He BepeH ciienyioniuii 3aroioBok npukasa:
a) «O peopranuzanuu MpeanpUsITHS;

0) «IIpuka3 no npeAnpUsATHION;

B) «OO0 M3MEeHEHUH OIIATHI OTIIYCKOBY

32)

YkaxkuTe NpaBUJIbHOE 0003HAYEHNE MECTA W3TAHUS JOKYMEHTA:
a) T. MockBa;

0) ropox Mockga;

B) Mocksa

Tect 3

«Cnyx6a JIOY. IIpuem u nepBuyHas 00paboTKa JOKYMEHTOB. TE€XHOJIOTHS PEeTUCTPAIIN
Y KOHTPOJIS UCTIOJIHEHUS IOKYMEHTOBY

Bapuanr 1

1) VYxkaxnte, kKakas ¢popmMa padoThI ¢ JOKyMeHTAMHI MPUHATA HA NMPEINPUATHH, €CJIM BHINOJTHEHHE BCEX
TEXHOJIOTHYECKHUX ONePAHii Mo padoTe ¢ JOKYMEHTAMH BBIMOJIHSIETCS OHAM CIeNHATU3HPOBAH-
HbIM CTPYKTYPHBIM NIOAPAa3IeIeHuEM W ceKpeTapem?

a) TEeHTpaIru30BaHHAs,
0) JeleHTpaln30BaHHAS;
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B) mapajuleibHasl.

2)

K Ttexnosiorun IQY He oTHOCHTCS:

a) TEXHOJIOTHMH 00pabOTKM IMOCTYNAIOUIUX U OTIPABISIEMBIX JOKYMEHTOB;

0) TEXHOJIOTHH Tepelauyl TOKyMEHTHON HH(POPMAIK KOHSTHOMY TI0JIh30BaTEIIO;

B) TEXHOJIOTUH BBE/ICHHS JOKYMEHTOB B MH(OPMAIMOHHYIO 0a3y JaHHBIX OpraHnu3alluu;
I) TEXHOJIOTHUS CO3MaHus JokymeHnTta B MS Word,

) TEXHOJOTUH 00pabOTKHM JOKYMEHTHOW HHPOPMAIIUHN U HAKOIUICHHUS TOKYMEHTOB;

€) TEXHOJIOTMH XPaHCHHUS M HCIOJIb30BaHUS OT/ICNIbHBIX JIOKAIBHBIX TPYIII JOKYMEHTOB.

3)

Ilo HanmpaBJIeHHIO IBUKEHUS] BHIAEIAIOT JIOKYMEHTONMOTOKH:
a) BHYTPEHHHH JOKYMEHTOIOTOK;

0) TOpU3OHTAJIBHBIN JOKYMEHTONOTOK;

B) BXOAALIUH JOKYMEHTONOTOK;

I) BEpTUKAJIbHBIA JOKYMEHTOIIOTOK;

J) MCXOJSIIMHA JOKYMEHTOIIOTOK.

4)

JloKyMeHTBI U3 BBILIECTOSIIINX, MOBeJOMCTBEHHBIX OPraHU3alHii M 00paleHus] TPAKAAH OTHOCSTCS
K

a) BXOJSIIEMY JIOKYMEHTOIOTOKY;

0) wucCXoAsIEeMY TOKyMEHTOIIOTOKY;

B) BHYTPEHHEMY JOKYMEHTOIIOTOKY.

5)

OcHoBHas neab cayxosl 10OY

a) OCYIIECTBUTH B MTOJTHOM Mepe Bce ACHCTBHA MO0 MaTepHAFHO-TEXHIYECKOMY 00ECTICUCHHIO JCATEeNb-
HOCTH OpTaHH3aIlNY;

0) OCYIIEeCTBUTH B MOJTHOM Mepe Bce ACHCTBHA MO JOKYMEHTAIIHOHHOMY OOCCIICYCHUIO NESTSIBHOCTH OP-
TaHU3AlUU;

B) OCYIICCTBUTH B MMOJHOU Mepe BCE ACUCTBHS 110 MHGOPMAIIMOHHOMY O00CCIICUCHUIO JCSITeIBHOCTH Op-
TaHU3alnuu.

6)

JenenTpanusopanHas ¢gopma opranuszauuu padorsl cay:xoel JOY npeanosaraer

a) BBIIOJHEHHE BCEX TEXHOJIOTHUECKUX ONepanuii o paboTe ¢ JOKyMEHTaMH OJHUM CIICIHATH3UPOBaH-
HBIM CTPYKTYPHBIM IOJAPA3ACICHUEM UIIU CEKPETapEM.

0) BBINOJHEHHE YaCTH OTEPALUI EHTPAIBLHO CITy>KOO0# A€10NpONU3BOJICTBA, U YACTH ONEPALHi - B
CTPYKTYPHBIX HOApa3AeICHUSAX.

B) CO3JaHHE COOCTBEHHOH JIETIOMPON3BOICTBCHHOM CIIyKOBI B KaXKIOM CTPYKTYPHOM IIOApa3AeNeHUH OJI-
HOW OpraHu3alyH.

7)

K TexHosioruueckoii pynkuum cay:x0nu1 1OY cienyer otHecTn:

a) PErHCTPalHIO BXOSIINX, HCXOSIINX U BHYTPEHHUX JIOKYMEHTOB;

0) OpraHM3aIMIO COBPEMEHHOI'O PACCMOTPEHHMS TOKYMEHTOB PYKOBOACTBOM OPraHU3aLNHY;
B) KOHTpOJIb 32 CPOKAMH HCIIOJIHEHNUS IOKYMEHTOB;

I) TpOBEACHUE YKCIEPTU3BI HAYYHOH M MPAKTHUECKOH IEHHOCTH JOKYMECHTOB.

8)

K xouTpoabHoii pynkuun cay:x0b1 JJOY ciaenyer oTHecTH:

a) PErucTpanuio BXOSIINX, UCXOISIINX U BHYTPEHHHUX JOKyMEHTOB;

0) oOpraHM3alMIO COBPEMEHHOI'O PaCCMOTPEHHMs IOKYMEHTOB PYKOBOACTBOM OpraHU3allNH;
B) KOHTPOJIb 32 CPOKAMH HCIIOJIHEHHSI JOKYMEHTOB;

I') TPOBEICHME IKCIEPTHU3bl HAYYHON M MPAKTUIECKON IEHHOCTH JOKYMEHTOB.

9) PeryampoBaHue X012 UCHOJTHEHHUSI JOKYMEHTOB, IIPOXO0KIE€HUs M HCTIOJTHEHUSI IOKYMEHTOB B yCTa-
HOBJIEHHBIH CPOK OTHOCUTCA K ...

a) K TeXHOJoru4eckoi QpyHkimu ciayxost 10Y;
0) K opraHM3anMOHHOW (QyHKIHHU CITykO0bI JJOVY;
B) K KOHTPOJBbHOW (yHKIHHU ciy)k0b1 IOV

r) K Meroandeckoil pyHkmmm ciryx6s JJOVY.

10) ....—3T0 pukcanus paKkTa CO3AAHUSA MM MOCTYNJIEHUS] JOKYMEHTA MyTeM NPOCTABJIEHHS HA HeM
AAThI M PeTHCTPANMOHHOTO HH/IEKCA C NMOCJIeAYIOLIIUM BHECeHeM He00X0IMMBIX CBe/IeHHI 0 I0KY-
MeHTEe B PerHCTPALHOHHYIO 023y JaHHBIX.

a) KOHTPOIIB;
0) perucTparus;
B) TepeyYeHb.

11) YcaoBHOoe 0003HAYeHUE JOKYMEHTA, IPUCBAUBAEMOe €My NPU PerucTpauuu, Ha3bIBaeTcs ...

a) PerucrpanuoHHbIH HHACKC;
6) IlopsaxoBerii HOMED;
B) YUeTHBIN WHJEKC.
12) IpeaBaputenbHoe paccMOTpPeHHE TOKYMEHTOB B cay:k0e JOY noapasaensiercs Ha
a) BaXHBIC M HEBAXHBIE;
0) CpOYHBIC U HECPOYHEIC;
B) Ul 0043aTENHHOTO PACCMOTPEHHS PYKOBOJICTBOM M HE TPeOYIOIUe PE30JIIOINN PYKOBOACTBA U Ha-
IIpaBJIsIeMble Cpa3y B CTPYKTYPHBIE NOApa3/IesICHHs] HCIIOTHUTEISIM.
13) I'naBHOe Ha3HAYEeHHE PerNCTPALNHT

a) NpUJaHHE JJOKYMEHTY IOPHINYECKOM CHIIbI,
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6)

HanpaBJICHUEC JOKYMCHTA PYKOBOAUTCIIIO;

B) TOATBEpXKICHUE (PaKTa €ro CO3JaHMUs WU MOCTYILICHHS,
T) BBOJ JOKYMEHTA B MH)OPMAIMOHHYIO 0a3y OpraHu3aIuy.
14) ITocTtynawmue J0KYMeHThI PerUCTPUPYIOTCS

a) B JCHD IMOCTYILJICHUSI,
0) B JICHP MMOJINICAHUS WM YTBEP)KICHHUS.
15) ®@opmbl perucTpannu 10KyMeHTOB MOTYT ObITH

a) KypHaJbHasd,
0) ampbomMHas
B) KapToyHas;
r) OJIOKHOTHas;
J) aBTOMaTWU3UpOBaHHas 3JeKTpoHHas (Ha [IDBM).

Tect3 «Cnyxo6a JIOY. [Ipuem u nepBuyHas 06paboTKa JOKYMEHTOB. TE€XHOJIOTHS PEeTUCTPAIIH

1 KOHTPOJIA UCITOJIHCHUA JOKYMCHTOBY

Bapuant 2
1) ....3To IBMKeHHe JOKYMEHTOB B OPraHM3aIlM{ C MOMEHTA UX CO3AAHHUS WU MOJyUYeHHUsI 10 3aBep-
IIEeHHUs HCIOJHEHHs WU OTIPABJIEHHUS.
a) perucTpaus;
0) cucTeMa JOKYMEHTAIIHN;
B) JTOKYMEHTOOOOpOT.
2) K Texnosorum JJOY He oTHOCHUTCS:
a) TEXHOJIOTUH 00pabOTKH MMOCTYTAIONINX U OTIIPABISEMBIX JOKYMEHTOB;
0) TeXHOJIOTHsI CO3JaHus TabJIMYHOTO JOKYMEHTa,
B) TEXHOJIOTHH Nepefadyt JOKYMEHTHOI nH(popMalny KOHEYHOMY OJIb30BaTENIO;
r) TEXHOJIOTHH BBEICHHS JJOKYMEHTOB B MHOPMAIIMOHHYIO 0a3y JaHHBIX OpraHu3allly;
JI) TEXHOJOTHH 00pabOTKU TOKYMEHTHOH HH(OpMaLMK U HAKOIUICHHS JOKYMEHTOB;
e) TCXHOJIOTYU XPAaHCHUA U UCTIOJIb30BAHUA OTACIbHBIX JIOKAJIbHBIX I'PYHIT JOKYMCHTOB.
3) TIlo oTHOLIEHHIO K YNIPABJIEHYECKOMY 00bEKTY BbIIEISIIOT JOKYMEHTONOTOKM:
a) BHYTPEHHHUH JOKYMEHTOIOTOK;
0) TOpPW3OHTANBHBIA JOKYMEHTOIIOTOK;
B) BXOISIINN JOKYMEHTOIOTOK;
T) BEPTUKAIBHBIA JOKYMEHTOIIOTOK;
) WUCXOISIMINN TOKYMEHTOMOTOK.
4) JlokyMeHTHI OTHPaBJIsieMble H3 OPraHN3AIHH OTHOCATCS K
a) BXOIAIIEMY JOKYMEHTOIIOTOKY;
0) wuCXOAAIEMY TOKYMEHTOMOTOKY:;
B) BHYTPEHHEMY JIOKYMEHTOIOTOKY.
5) OcHoBHas ueb cay:xob1 JOY
a) OCYIIECTBHUTH B MOJHON Mepe BCe ACUCTBUS MO JOKYMEHTAITMOHHOMY 00€CTIEUeHHUIO JIEATEIHHOCTH Op-
raHu3alny;
0) OCYIIeCTBUTH B MOJIHOM Mepe BCE NCHCTBUS MO0 MaTEPHAILHO-TEXHUUECKOMY 00ECTICUEHUIO NesATEeNb-
HOCTH OpraHu3allky;
B) OCYIICCTBUTH B MTOJTHON Mepe Bce ACHCTBHS M0 HHPOPMANMOHHOMY 00ECIICUCHUIO JCSITEIBHOCTH Op-
TaHMU3aIIH.
6) HenTpanuzoBanHas popMa opranuzanuu padorsl ciay:x0b1 JJOY npeamnosiaraer
a) BBINOJHEHUE BCEX TEXHOJIIOTHIECKUX OIEepanii Mo paboTe ¢ JOKYMEHTAMH OJHUM CIICIIHaIH3HpOBaH-
HBIM CTPYKTYPHBIM TIOAPA3ACICHUEM U CEKPETapeM.
0) BBINOJHEHUE YACTH OIEPAIHil [IEHTPAIEHON CITY>KOOH JIEIOTPOU3BOACTBA, H YaCTH ONICpAIHiA - B
CTPYKTYPHBIX TTOApa3ACICHUAX.
B) CO3JaHHE COOCTBEHHOH EIONPOU3BOICTBEHHOMN CITYKOBI B K&XKIOM CTPYKTYPHOM IIO/Ipa3AeICHAN O/
HOW OpraHu3aIl}y.
7) K opranm3anuonnoii pynkuuu cayxonl JJOY ciexyer otnectn:
a) PETUCTPANIO BXOOAIINX, UCXOOAINNX U BHYTPEHHUX JOKYMECHTOB;
0) opraHu3aIUI0 COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PYKOBOJCTBOM OpraHM3alltu;
B) KOHTPOJIb 32 CPOKAMHU HCTIOTHEHHUS JOKYMEHTOB;
T) TPOBeJEHHE YKCHEPTH3H! HAYYHOW M MPAKTHYECKON IIEHHOCTH TOKYMEHTOB.
8) K Mmeroauueckoii pynxuun cay:xkonl JJOY ciaenyer oTHecTH:
a) PETUCTPAIIO BXOOAINX, UCXOOAINNX U BHYTPEHHUX JOKYMCHTOB,
0) opraHu3aIMI0 COBPEMEHHOTO PACCMOTPEHHS JIOKYMEHTOB PYKOBOJICTBOM OpraHU3allly;
B) KOHTPOIJIb 32 CPOKAMU HCIIONTHEHHS JOKYMEHTOB;
T) TPOBEICHHE PKCIESPTH3bl HAYYHOW U MPAKTHYCCKON IIEHHOCTH IOKYMECHTOB.
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9) Benenue nHPpOPMAIHOHHO-CIPABOYHOIT PA0OTHI 0 JOKYMEHTAM OPTraHU3AINN OTHOCHTCS K ...
a) K TexHoJIorndeckor ¢pyHkimu ciyxosl JJOVY;
0) K opraHu3anMoHHON QyHKIMH cIy)O0bI JJOY;
B) K KOHTPOJBbHOU QyHKIHH cyx0b1 JIOY;
r) K Meroamdeckoi pyHkmmu ciayxosl JJOY.
10) Kontpoas — 310 ..
a) COBOKYITHOCTH JICHCTBHM, 00ECTIEUNBAIOIIIX CBOCBPEMEHHOE UCTIOITHEHUE JOKYMEHTOB;
6) cucTeMaTH3UPOBaHHBIN MIEPEUYEHb 3ar0JIOBKOB JIeJI C YKa3aHHUEM CPOKOB MX XPAaHECHUS;
B) HET IPaBHIBHOIO OTBETA.
11) YcaoBHoe 0003HaUYeHHE TOKYMEHTA, IPUCBAaBaeMoe eMy IIPU PerucTpanuu, Ha3bIBaeTcs ...
a) [lopsinkoBblii HOMep;
0) PerucrpanmoHHBbIN HHICKC;
B) YueTHbIY MHAEKC.
12) IIpenBaputeibHOE pacCMOTPeHHE JOKYMEHTOB B ciy:k0e IOY nmoapasnessiercst Ha
a) Ui 0053aTETBHOTO PACCMOTPEHHSI PYKOBOJCTBOM M HE TPEOYIOIE PE30JIIOIIMU PYKOBOICTBA U Ha-
NpaBJIsieMbIe Cpa3y B CTPYKTYpPHBIE HOAPa3/IeNICHUs] HCIIOTHUTEISIM;
6) Ba)KHBIC M HEBAXKHBIE;
B) CpOYHBIC M HECPOUHEIE.
13) I'naBHOe Ha3HAYeHHUE PerucTPaluu
a) HampaBJICHUE JOKYMEHTa PyKOBOAUTEIIO;
0) mpumaHNe JOKYMEHTY IOPHUINIECKOI CHIIBI,
B) MOATBEpXICHHE (paKTa ero co3laHus WM HOCTYIIICHUS;
I') BBOJ JOKYMEHTa B MH()OPMAILIMOHHYIO 033y OpraHH3aliH.
14) Co3naBaemMble JOKYMEHTHI PerHCTPUPYIOTCS
a) B JIeHb NOCTYIUICHHUS,
6) B JIeHb NOJMUCAHUS WU YTBEPKICHUS.
15) ®opmMbI perucTpanuu 10KYMeHTOB MOI'YT ObITh
a) KapToyHasi;
6) >KypHaJIbHasd,
B) anpOoMHas
T) aBTOMaTU3WpPOBaHHAas deKTpoHHas (Ha [IDBM);
n) OJOKHOTHAS.

Tect 4
«Cucremarnzanus u o0ecriedeHre COXpPaHHOCTH JOKYMEHTHOH HH(opMaIu B yupexxaeHnn. Opranu3anus dKcIep-
TU3BI IEHHOCTH JOKYMEHTOB U TIepeiada JOKYMCHTOB B apXHUB OPTaHU3AIINH»

Bapuanm 1
1. Homenkaatypa aei —3T0
a) KHaCCHq}HKaHHOHHLIﬁ CIIPaBOYHUK, 00s13aTEIbHBIN JJIA COCTABJICHUS BO BCEX TOCYAApPCTBCHHBLIX OpraHU3aluAX, KO-
TOPBII COAEPKUT IOJIHBIN NIEPEUEHD JEJI, 3aBOAUMBIM BCEMU CTPYKTYPHBIMU NOAPA3AEICHUSIMHY, C YKa3aHUEM CPOKOB
XpaHeHus1, 0OPMIICHHBIH B yCTAaHOBJICHHOM TOPSIKE.
b) KkiaccupuKaTOp KOTOPBIH, CONCPIKUT MEPeUeHb MPUMEHIEMbIX B PAa3IMYHBIX OTPACISX IKOHOMHKH JIOJDKHOCTEH pa-
0ouuXx u CJIyXKallux, Sa(I)HKCHpOBaHHI)IX 3aKOHOJATCIbHBIMU aKTaMH U HOPMAaTHUBHBIMU JTJOKYMCHTaMU.
C) UW3JaHWe MPAKTHYECKOTO Ha3HAYEHHs, C KPAaTKUM HM3JI0KEHHEM CBEJCHHH B CHCTEeMaTH4YecKoi (opme, B pacuére Ha
BBIOOPOYHOE YTEHHE, HA TO, YTOOBI MOXKHO OBLIO OBICTPO M JIETKO HAaBECTH 110 HEMY CIIPABKY.
2. TumoBasi HOMEHKJIATYpa e
a) COCTaBILIETCS U1l OZTHOPOAHBIX MO XapaKTepy JESTEIbHOCTH U CTPYKTYpE OpraHu3aui (MIPEeATpUATHI).
b) cocraBnsercs A7 OJHOPOJHBIX MO XapaKTEpy AESTEIBHOCTH, HO MMEIONINX Pa3HYI0 CTPYKTYpY OpraHusanuii (mpen-
TIPUSATHI).
C) COCTaBISIETCS JJIsl OT/JIENILHOTO MPEANPHUSTHS M OTPAXKACT €0 CHEHUPHKY.
3. HomeHkaaTypa jJeJl OPraHH3AINHU HA CJeAYIIIel KaJeHIapHbIil TO COCTaBJIsIeTCH
a) B 1-2 kBapTanax TEKyIIero rojaa
b) B 2-3 kBapTanax TEKyIIETo rojaa
¢) B 3-4 kBapTasax TEKyIIEero rojaa
4. Jleno —3To0
a) COBOKYITHOCTH JOKYMCHTOB, ITIOMECIICHHBIX B OTACIIbHYIO O6HO)KKy.
b) COBOKYITHOCTH JOKYMCHTOB, OTHOCAIIUXCA K OJHOMY BOIIPOCY WU YYACTKY JACATCIBHOCTH, IIOMCIICHHBIX B OT-
NIETbHYI0 00JIOKKY.
C) COBOKYIHOCTH JIOKYMEHTOB, OTHOCSIIIIMXCSI K OJTHOMY BOIIPOCY HJIM YYacTKy JIESITEIbHOCTH.
5. T'pynnupoBaHHe HCHOJHEHHBIX JOKYMEHTOB B /IeJI0 B COOTBETCTBHHM C HOMEHKJIATYPOil /1eJ M CHCTEMaTH3alus
AOKYMEHTOB BHYTPH [JeJa - 3T0
a) dopmMupoBaHHe HaNoK
b) ®dopmupoBanue aena
c) dopmuposaHue apxuBa
6. C 1mesbio OBICTPOro MOMCKA JOKYMEHTHI B JiejIe PacnoJiaraioTcsi B onpeaesieHHOI IMoc/IeIoBaTeTbHOCTH:
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a)

B XpOHOJ'IOFH‘-ICCKOﬁ noCJICA0BaATCIIBHOCTH (bOpMI/IpyIOTCH B JicJia MPpUKa3bl U T.A;

b) B nopsake andaBuTa Mo HaMUIUSAM FPYIIUPYIOTCS B CAMOCTOSATEIILHBIC JIEia JIMIEBBIC CUETAa [0 3apIliaTe;
C) TI0O HOMepaM B Jiefia MOANINBAIOTCS HAKJIQAHbIE, KBUTAHIINY;
d) Bce OTBETHI BEpHBI
€) BCE OTBETHI HEBEPHBI
7. CdopmMupoBaHHOE €10 T0JLKHO COIEPKATH
a) 250 mucToB
b) He 6oaee 250 nmucToB
¢) He menee 250 nmucToB
8. DJkcnepTru3a HeHHOCTH JOKYMEHTOB — 3TO
a) 0TOOp JOKYMEHTOB Ha TOCYNapCTBEHHOE XpaHEHHE
b) ycraHOBIEHHE CPOKOB MX XPAHEHHUS] HA OCHOBE NPUHSATBHIX KPUTEPHUEB.
c) 0TOOp IOKYMEHTOB Ha IOCYAAapCTBEHHOE XpaHEHHE WIJIM yCTAaHOBICHHE CPOKOB MX XPAaHEHHS Ha OCHOBE NPHHSTHIX
KPHUTEPHEB.
9. Ilo cpokam xpaHeHMsI JOKYMEHTBI AeJISITCS
a) Ha JOKYMEHTHI C IIOCTOSIHHBIM CPOKOM XpaHEHHsl, JOKYMEHTBI CO CPOKOM XpaHeHHs cBbiiie 10 jiet, TOKyMEHTHI CO
cpokoM xpaHeHus 10 10 ner.
b) Ha TOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHEHHS, JOKYMEHTHI CO CPOKOM XPaHEHHsI CBEIIIE SJET, JOKYMEHTHI CO CPO-

)

KOM XpaHEHHs 10 5 JIeT.
Ha IOKyMEHTHI C TIOCTOSTHHBEIM CPOKOM XpaHEHH:, JOKYMEHTHI CO CPOKOM XPaHEHUS CBBIIIE 3JIeT, JOKYMEHTHI CO CPO-
KOM XpaHeHUs 110 3 JIeT.

10. PaGora no (popMHUPOBAHHIO [I€JI COCTOUT M3 CJIEAYIOUIUX OMePALMii:

a)
b)
)
d
€)

9KCITETUIIHOHHAsE 00paboTKa TOKYMEHTOB, IOCTYMAOIINX B OPTaHH3AIIHIO,

pacrpeeneHe UCIOTHEHHBIX JOKYMEHTOB I10 JIejlaM B COOTBETCTBUH C HOMEHKIIATYPOH JIEl,
pETHUCTpAIHH Je,

PAaCIONOKEHHUS JOKYMEHTOB BHYTPH [ieJia B OTPEACICHHOMN MOCIIeI0BATEIHOCTH,
odopmiieHHIE 00JIOKKH JIea.

Tect 4

((CI/ICTeMaTI/BaLII/IH U o0ecreueHre COXpPaHHOCTH I[OKyMeHTHOﬁ I/IH(i)OpMa]_II/II/I B YUYPCIKACHHNU. OpFaHI/IBaI_lI/IiI OKCIICP-

THU3bI ICHHOCTU JOKYMCHTOB U IIEpeiada TOKYMCHTOB B apXHUB OpraHu3aluun»

Bapuanm 2
1. Homenkjatypa gea —3T0

a) KIAcCHU(PHUKATOP KOTOPEIHA, COMCPKUT MEPEICHb MPUMEHICMBIX B PA3IMIHBIX OTPACISIX IKOHOMHKH JOJDKHOCTEH pabodnx
U CITyXKaIuX, 3a(pUKCHPOBAHHBIX 3aKOHOIATCIHHBIMHI aKTaMU 1 HOPMATHBHBIMHU TOKYMEHTaMHU.

b) knaccuUKAIMOHHBIN CIIPABOYHKK, 00SI3aTEIBHBIN /I COCTABJICHUS BO BCEX FOCYIAPCTBCHHBIX OPraHU3aIUsaX, KOTOPHIi
COJIEP KHT TIOJIHBIN MepedeHsb Jiell, 3aBOJAUMBIM BCEMHU CTPYKTYPHBIMHU MOJIPA3JIeNICHUsIMH, C YKa3aHHEM CPOKOB XpaHEHUS,
0(OPMIICHHBIH B YCTAaHOBJICHHOM MOPSIIKE.

C) WU3JaHWE MPAKTUYCCKOTO HA3HAYCHUS, C KPATKUM HM3JIOKCHHEM CBEICHHU B CHCTEMAaTHUECKOW (opme, B pacuéTe Ha BbI-
0OpOYHOE YTEHHE, Ha TO, YTOOBI MOXKHO OBLIO OBICTPO U JIETKO HABECTHU 110 HEMY CIPABKY.

2. TIpumepHasi HOMEHKJIATYpa A€

a) COCTaBICTCS IS OMHOPOMHBIX IO XapaKTepy ACSITEIBHOCTH ¥ CTPYKTYPE OpraHU3aINi (TIp eIIPUSTHIA).

b) cocraBiseTcs AN OJHOPOAHBIX IO XapaKTepy ACATEIEHOCTH, HO UMEIOIINX Pa3HYI0 CTPYKTYPY OpraHH3anui (penrpu-
SITHH).

C) COCTaBISETCS JJIS OTACTHHOTO MPEIMPUATHS U OTPAXKACT €T0 CIICITU(HKY.

3. HomeHKJIaTypa JieJl OPraHU3alNu Ha CJIeAYIIIel KaJeHIapHbIi o/l COCTABIISIETCS

a) B 1-2 kBapTasax TEKyLIEro rojaa

b) B 2-3 kBapTanax TEKyIIero romaa

¢) B 3-4 kBapTayax TeKylIero rojaa

4. CoOBOKYNHOCTb IOKYMEHTOB, OTHOCSIIIMXCSI K OJTHOMY BONMPOCY WM YYACTKY JIeSiTeIbHOCTH, MOMENIEeHHBIX B OT-

JeJLHYI0 00J105KKY — Ha3bIBAKOT

a) JenaoMm,

b) mnankowu,

C) apXHWBOM.

5. ®opmupoBaHue aeJ — 3TO

a) TPYNIHPOBAHHE HCIIOJIHEHHBIX JOKYMEHTOB B JIENO.

b) rpynnupoBaHue JOKYMEHTOB B JIEJIO M CHCTEMATH3alusl JOKYMEHTOB BHYTpPH JeJa.

C) TIpPYNIUPOBAHUE UCIOJHEHHBIX JOKYMEHTOB B JIEJI0 B COOTBETCTBHM C HOMEHKJIATYpO# A€l U cucTeMaTu3alusl JOKyMeH-
TOB BHYTpHU JeJa.

6. C meab OBICTPOro MOMCKA JOKYMEHTHI B JieJie PACIOJIATAIOTCS B ONPeIeIeHHOI MOCIe10BATEIbHOCTH:

a)
b)
¢)
d)

B XpOHOJ’IOFH‘leCKOﬁ OoCJICA0BATCIIBHOCTH (I)OpMI/Ipy}OTCﬂ B JICJIa MPpUKa3bl U T.A;

10 HOMEpaM B Ji€jia NOAIINBAKOTCA HAKJIAIHbIC, KBUTAHIINH

B BOHpOCHO-HOFquCKOﬁ TMOCJIEA0BATCIIBHOCTHU MOAUINBAOTCA TOKYMEHTEI C IPHUJIOKCHUAMU.
BCC OTBCTHI BEPHBI
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e)

BCC OTBCTHI HCBCPHBI

CdopmupoBaHHoOe 1€J10 10JKHO COAEPKATH

a)
b)
©)

250 nmucToB
He Oosee 250 nmucToB
He menee 250 aucToB

JKCcnepTH3a HEHHOCTH J0KYMEHTOB — 3TO

a)

b)
©)

0TOOp TOKYMEHTOB Ha IOCYAApPCTBCHHOE XpAaHEHHUE MM yCTAHOBICHUE CPOKOB MX XPAHEHUS HA OCHOBE NPHUHSTHIX KPHU-
TEPUEB.

0TOOp JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE

YCTaHOBJICHHE CPOKOB MX XPAaHEHHUsI HA OCHOBE IIPHHSATHIX KPUTEPHEB.

JKcnepTHAsA KOMHCCHS - 3TO

a)

b)
9]

COBelaTeIbHbIN OpraH, ee pelleHus BCTYIAoT B CHITy TI0CJIE YTBEP)KICHHUS PYKOBOJUTENIEM OpraHU3alluu, TaK Kak
COIIaCHO 3aKOHOAATENbCTBY OH HECET OTBETCTBEHHOCTh 3a COXPAHHOCTh TOKYMEHTOB.

COBELIATENbHBIN OpPraH, ee pelIeHus BCTYNAalOT B CUIY IOCHE YTBEPKACHUS PyKOBOAUTENIEM OpraHU3aluy.
CoBelaTenbHbIN, YKCIIEPTHO-KOHCYJIBTATUBHBIA OpraH, 00pa3yemblil B LessiX 3()(EeKTHBHOIO ydyeTa MHEHHUS Tpax-
JIaH ¥ UX 00beIMHEHHH B MpOIlecce 3aKOHOTBOPUYECKOI JeTeIbHOCTH.

10.

Padora nmo q)OpMPIpOBaHI/IlO A€JI COCTOUT U3 CJIECAYIOIIUX onepaum‘flz

pacripezienieHie UCIIOIHEHHBIX IOKYMEHTOB I10 JiejlaM B COOTBETCTBUHU C HOMEHKIIATY PO ae,
PETHCTpauy e,

pacIoyoKeHNs] JOKYMEHTOB BHYTPH JieJla B ONPEACICHHON MOCIIeIOBAaTEIbHOCTH,
odopmIleHHE OOIOKKH AeTa,

9KCIIeTUIMOHHAs 00pa00TKA MCIIOJHECHHBIX M OTIPABISICMBIX JOKYMEHTOB.

KonTpoubnas padora Ne 1

1 BapuaHT

1

JIOKYMEHT WJIM KOMILIEKC JOKYMEHTOB 3TO ...
a)  TpeaMeT JOKyMEHTOBEICHHUS;

0) OOBEKT JOKYMEHTOBEJCHUS,

B)  JIOKYMEHTOBEJICHHE.

2)

YTo 0OTHOCHTCS K MPU3HAKAM JOKYMEHTA:
a)  (OYHKIHOHAIBHOCTH HH)OPMALIUH;

0)  TOXIECTBEHHOCTH caMoMy cele;

B)  3aBEPUICHHOCTb COOOIICHUSL.

3)

Kaxas ¢pyHKIHSI OTHOCHTCS K CHENHATBHBIM (QYHKIHAM J0KyMeHTa?
a)  yIopsI0YHMBAONIAs;

0) ympaBieHUecKas;

B)  uH(pOpMaIMOHHAsL.

4)

... — IOKYMEHTbI, OTPa:KAIOIIHE Pe3yIbTAT CTPOUTEIHHOIO0 H TEXHOJIOTHYECKOT0 IPOEKTHPOBAHMSI, KOHCTPYHPOBAHMSI, HHIKEHEPHbBIX
M3BICKAHHIT H JPYTHX Pa6oT 10 CTPOUTEILCTBY 3AaHHIi H COOPY KeHU I H N3TOTOBJIEHHIO H3/eJIHIi MPOMBILIIEHHOT0 MPOH3BO/ACTBA.
a)  TeXHHYECKHE JOKYMEHTHI,

0)  (OTOIOKYMEHTEI;

B)  KHMHOJOKYMEHTHI;

r)  (OHOJZOKYMEHTHI,

1)  JIOKYMEHTHI Ha MallIMHHOM HOCHTEJIE.

S)

«+. — IOKYMEHTBI, CO3[JJaHHbIE C HCNO0Jb30BAHUEM HOCHTEICH 1 Crocod 3anmucH, 00eceYnBaOIIUX 0TPA0OTKY MX HH(OPMALHH JJIeK-
TPOHHO-BBIYHCIHTEIbHON MALIUHOI.

a)  TeXHHYECKHEe JOKYMEHTEI;

06)  (GOTONOKYMEHTHI;

B)  KHMHOJIOKYMEHTHI;

r)  (OHOIOKYMEHTEI;

1)  JOKYMEHTHI HA MAIIMHHOM HOCHTEJIC.

0)

Habop pexBU3HTOB OGUINATBHOTO MICHEMEHHOTO TOKYMEHTA, PACIIOTIOKEHHBIX B ONPE/EICHHOI ITOCIeA0BATENbHOCTH, COCTABIISIOT ...
a)  OIaHK JOKYMEHTa;

0)  dopmyIap TOKyMEHTa;

B)  (opmynsp-oOpasel JOKyMeHTa.

7)

Jara BBeaenusi TOCT P 7.0.97-2016. Haunonaiabuslii cranaapt Poccuiickoii @egepanuu. Cucrema ctanaapTos no uHdgopmanum,
OHOJIHOTEYHOMY H H31aTeILCKOMY Jeay. Opranu3anHoHHO-pacnopsAuTe bHast fokyMeHTanus. TpeGoBanus k opopMiIeHHIO T0KY-
MEHTOB

a) 1997-07-31;

6) 2003-07-31;

B)  2003-07-01.

8)

Kaxkwue pa3mepsl noJeii 6;1anka ycranasiausaer F'OCT P 7.0.97-2016?
a) 20 mm —neBoe; 10 MM — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE;
6) 20 mm — neBoe; 10 MM — npaBoe; 10 MM — BepxHee; 10 MM — HIKHee;
B) 20 mM —neBoe; 10 MM — nipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEE.

9)

PexBusur 07 — 370 ...

a)  KOJ OpraHu3aIyu;

0) xon GopMbI JOKYMEHTA;

B) HAWMEHOBaHHE OPraHU3AINH.

10)

Kop ¢opmbI 1oKyMeHTa NPOCTABJISIOT IO ...
a) OKIIO;

6) OKVY];

B) OKOI'VY.
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11)

CocTaB 1 00beM CBe/IeHHii, BKJIIOYEHHbIX B CIIPABOYHbIE JaHHBIE 00 OPraHU3ALHH ...
a)  CTaHZapTOM CTPOrO PErIaMEeHTHPOBAHEL;

6) cTaHZapTOM He JIMMHTHPYIOTCS;

B)  yCTaHABIMBAIOTCSI HAJIOTOBBIMH OpraHaMH.

12)

Ykaknte HeBepHoe oGopMIIeHHE PeKBH3HTA «ApecaT»
a)  3AO «Crpema»

I'naBHOMY OyxXrantepy

10.B. Koxopey

6) I'eHepanbHBIH AUPEKTOP

OAO «tOnoHna»

B.M.HuxoHeHnko

B) AIMUHHCTpalUH paiOHOB

Openbyprekoii obactu

13)

ITouToBslii agpec B agpecaTe MULIETCS CJIAYIOUIIM 00pa3oM:
a) 301264, Tynbckas 00aacTb
Kupeesckuii p-H, r. JIumkuy,

yi. Canosas, 1.5, kB. 12
0O.I1.06pa3zuoBy

6) O6pasuosy O.I1.

301264, Tynbsckas obnactb
Kupeesckuii p-H, r. JIumnkuy,

yi. CapnoBas, 1.5, kB. 12

B) OG6pasuosy O.I1.

yi. Canosas, 1.5, kB.12,

r. Jlunku, Kupeesckuit p-H,
Tynbckast 0611, 301264

14)

B cocras PEeKBH3UTA «IMoamuce» BXOASIT:

a) q)aMl/IJlI/Iﬂ, WHHUIHUAJIBI JIALA, TOAMUCABIICTO JOKYMEHT, JIUYHAsA MMOANKUCH, HAUMEHOBAHUE JTOJKHOCTH,

6) HanMEHOBAHUE NOJDKHOCTH JIMILa, IMOANUCABIIETO JOKYMEHT, JINYHAS ITOAITUCH, pacmmbposka IoAIMUCH ((baMI/UII/I}I, I/IHI/ILII/IaIII)I);
B) HAaMMEHOBAHUE NOJDKHOCTH JIMIA, ITOANNCABIIETO JOKYMEHT, JINYHAS ITOAITNCH, pacum(bposka TTOAITUCHU (m—muuanm, dpaMI/IJ'[I/I}I).

15)

I'pud cornacoBaHus AOKYMEHTA MOKET COCTOSTh:

a) 3 cnoa COIJIACOBAHO (6e3 kaBbIUeK U ABOSTOUHMS ), HANMEHOBAHUS JOKYMEHTa, KOTOPBIM OCYIECTBIISICTCS COIIACOBAHHE (B UMEHH
TEBHOM IaJIeXke), ero AaThl U HOMEpa;

6) U3 JOIDKHOCTH BH3UPYIOLIETO, €ro JIMYHOU MOAIKMCH U PacIii(POBKY MOANKUCH (MHULUATIOB H (haMUIINK), TATHI;

B) wu3cinoBa COT'JTACOBAHO (6e3 kaBbIueK U IBOSTOUHS), JOJDKHOCTH JIUIIA, C KOTOPBIM COTJIACOBBIBACTCS IOKYMEHT (BKJIFOYasi HAUMEHO-
BaHWE OPraHU3ALIH), TMYHOM TOJIUCH, paciIi(POBKH NOANKUCH (MHULIHAIOB U (paMUIINH).

16)

Kaxkoii u3 kputepues oLeHKH HH(MOPMALIMK IPEAIONaraeT, 4To 3a BpeMs coopa 1 06paboTku nHGOPMALHU COCTOSTHHE 00BEKTA HE H3MEHUIIOCH,
T.e. ”H(QOPMAIHS SBISETCS aKTyaIbHOH?

a)  monHoTa nHGOpMALHY;

©) omepaTHBHOCTb HH(OPMALIUHL

B)  JIOCTOBEpPHOCTh HH(OpMAIHN.

17)

Ilo xakoMy IpU3HAKY Pa3IUYAIOTCS CPOUHBIE U HECPOUHBIE YIIPaBICHUECKHE JOKYMEHTHI?
a) 0 NIPOMCXOXKIEHHUIO;

0) 10 Ha3HAYEHHIO;

B) IO CPOKaM MCIIOJIHEHHUSI.

18)

OpUruHabl, COCTaBIsEMbIE B HECKOJIBKUX 3K3EMILLIpax — 37O ...
a)  KOIuM;

0) nmyOnuMKatsl;

B)  YMHOXXCHHBIC OPHTHHAIIBL.

19)

Habop pexBU3HTOB OGUINATBHOTO MHCHMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B OMpPE/IENCHHOI! ITOC/ICA0BATENBHOCTH, COCTABIIAIOT ...
a)  OJaHK JIOKyMEHTa;

6) ¢dopMmyIsIp JOKYMEHTa;

B)  ¢dopmyisip-oOpasern JOKyMeHTa.

20)

YTO SIBIISIIOCH OCHOBHBIM MaTepHajIoM /I nUchMa 10 KoHia XIV Beka?
a)  IEepraMeHT;

06) mamupyc;

B) Oepecra.

CocTaBUTh 1 0(pOPMHTEH NPUKA3HI 10 OCHOBHOI 1eITETLHOCTH, HEOOX0JUMBbIE B YIPABJIeHUYECKHX CHTYAIHSX.

T'enepanbublii aupexTop kommepueckoro 6anka Kb «Kpenut 6ank» B r. Crepauramak @omun I1.H. 12 mapTa Tekymiero roga us-
Jjan ipuka3 Ne 23 o peopraHm3aIMy CTPyKTYphI OaHKa.

DTH U3MEHEeHHs ObUIM BBI3BaHBI PACIIHPEHHEM COCTaBa YCIyT, OKa3bIBACMbIX OAHKOM CBOMM KJIMEHTaM, HOIy4eHHEM OaHKOM JIH-
L[CH3MH Ha MPOBECHNE BAFOTHBIX OIEpalHii, yBEINUCHHEM 00beMa ONepalHii ¢ EHHBIMH OyMaramu.

IIpuka3zoM mperycMaTpuBaIoCh:
Jlo 1 mexaOpst TeKyIIero roja co3uath B CTPyKType OaHKa OTIE] BAFOTHBIX ONEpalliii ¥ OTAEN ONepaluii ¢ IeHHbIMI Oymaramu. Havanbhu-
KaMH OTZAENOB Ha3zHadauch coorBeTcTBeHHO OpiioB B.C. u Koroa M.1.
HauansHEKaMi HOBBIX OTAEINIOB HAJI0 IPUHATH MEPHI 10 YKOMIUICKTOBAHHIO IITATOB CBOMX OT/ETIOB COOTBETCTBYIOIIMMH CIICIHAINUCTAMH 10
1 nexabpst TeKyIero roza.
Kpome Toro, HayanbHHKaMH HOBBIX OT/ACJIOB IPEAINNCHIBAIOCH MTOATOTOBUTH M MPEACTABUTH Ha yTBEpkAcHHE 10 | (eBpams cieayromero
rojia MOJIOKEeHUs 00 OTAEeNaX U JODKHOCTHBIC HHCTPYKIMH Ha CBOMX COTPY/IHHKOB.
Otneny aBToMatH3auuu (HavanbHUK otaena Becenor C.I1.) mo 1 deBpans ciepyromiero roja cTaBuiach 3a1ada OCHAIIECHNUST aBTOMAaTH3UPO-
BaHHBIX Pa0OYMX MECT I HAayaJbHUKOB CO31aBAEMBIX OTIEIOB COOTBETCTBYIOLIMM O0OPYIOBAHMEM M IOIKIIOYECHHS MX K JIOKAIBHOW MH-
(opMaroHHO ceTH OGaHKa.
OOmmuit KOHTPOJIb 32 UCIIOJIHEHUEM NPHKa3a ObUT BO3JIOXKEH Ha KOMMEPYECKoro aupekropa 6anka 3omotosa C.B.

TIpuka3 ObUT COrIacOBaH C 3aMECTHTENEM IreHepalbHOro AupekTopa 6anka Hedenosoii 3.11. u rnaBHeIM Oyxrantepom Oanka Co-
moBbIM B.II.

CocTaBUTb U 0POPMHTD CIy:KeOHbIe MHCbMA, He00X0IMMbIe B YIPaBJIeHYeCKHX CHTyalusX.

®upma 3AO «AHTEN» CTPOUT aBTO3aNpPaBouHOM cTaHImu B I. CtpyHuHO. ['enepanbubiii aupektop 3AO «AnTten» Caxapos 1.0.
coobmraer 3aka34uKy - reHepatbHoMy aupekTopy OOO «Emnwucein» MapkenoBy M.B. o roTOBHOCTH 00BEKTa U IPOCUT Ha3HAYHUTH JCHb IIPH-

51




eMKH pabodeil KOMHICCHEH 3aKOHYEHHOTO CTPOUTEIbCTBA.

Anpec 3A0 «Awnten»: 202013, r. Bnagumup, yi. JIyrosas, a.13; ten./daxc: (491)5-22-11. Ilucemo moarorosuia uucrnektop XKa-
posa U.B. Ten. 5-16-10

T'enepanbhslit qupekTop «EHucei» MapkenoBy M.B. mpemaraer Ha3HauuTh IeHb PUEMKH 00bekTa 21 nexabpst TeKyero roua.
Takke OH IPOCHUT 00ECIIEUUTh MPUCYTCTBHE MPEICTaBUTENeH MoxapHoit oxpanublii MUC ¥ rocyaapCTBEHHOM HHCTICKIUH OE30TacHOCTH [10-
PpOXHOTO IBIKEHUS T. CTpyHHHO.

Anpec OO0 «Enuceii»: 113012, r. Mocksa, JKusapes nep., 1.9/1. Ten./daxc :(495) 927-18-34. IlucbMO MOATOTOBHJ CTApIIHi
unxenep Kpasuos T.U. ten. 927-13-87.

2 BapuaHT
1) KakuM cBOHCTBOM MOKHO 0XapaKTepH30BATh HAJHYHE Y JOKYMEHTA HeOThbeMJEeMbIX CJIaraeMbIX, 6e3 KOTOPHIX OH CyLIeCTBOBATL HeE
MoiKeT?
a)  aTpHOYTHBHOCTH;
0)  BEILIECTBEHHOCTb;
B)  CTPYKTYPHOCTb.
2) Kakas GpyHKUMS OTHOCHTCS K 001IMM (YHKIHAM JOKYMeHTa?
a)  OOLIEeKyIbTypHAs;
6) uHbOpMaMOHHAS;
B)  IpaBOBasl.
3) ... - JeiicTBHe WJIH COBOKYMHOCTD AeiiCTBHUIl, MPHMeHsIeMbIX MPH 3aMHCH HHPOPMAIIMH HA MATePHATLHOM HOCHTeJIe.
a)  MeToX JOKyMEHTHPOBAHHUS;
6) cmoco® HOKyMEHTUPOBAHUS;
B)  CpEJCTBO JIOKYMEHTHPOBAHHS.
4) ...—u300pa3uTesIbHbIE JOKYMEHTHI, CO31aHHbIe hoTorpadguuecKum crnocodom.
a)  TEeXHHYECKHe JOKYMEHTEI;
6)  (GOTONOKYMEHTHI;
B)  KHHOJOKYMEHTHI;
r)  (oHOZOKYMEHTEI;
J)  JOKYMEHTHI HAa MAIlIMHHOM HOCHUTEJIE.
5) ... —3To mpomuecc ynopsiio4eHHsl HJIH pacnpe/ielieHusl JOKYMEHTOB 10 KJIaccaM ¢ IelIbl0 0TPA:KeHUs] OTHOLIEHWIl MexK1y HHMH U €O
CTaBJCHHA KJIACCH(PUKAIMOHHOMN CXeMBbI.
a)  CTPYKTYpHPOBAHHE;
0) kiaccuduuupoBaHUe;
B)  JIOKYMEHTHUPOBaHHE.
6) Kaxoii n3 npuBeIeHHBIX HIKe PEKBU3UTOB BKIIOYAET MOAMHCH HCIIOJTHUTEISI JOKyMeHTa?
a)  OTMeTKa 00 HCIIOJHHTEIE;
6) ormeTKa 00 MCIOJHEHHH JJOKYMEHTA U HAalPaBJICHUH €ro B JIEN0;
B)  OTMETKa O IOCTYIUICHHHU JOKYMEHTA B OPTaHU3aIHIO.
7) Ha3soBuTe pa3mep Npasoro noJs (B MM), KOTOpPbIi yCTaHABJIUBAET 15 ynipaBjeHyeckux fokymentos FOCT P 7.0.97-2016
a) 10mm
0) 20wmm
8) Kakas yacTh TeKcTa NpUKa3a sBJisieTcs 00513aTeJIbHOM?
a)  KOHCTaTHpyoLIas
0) pacrnopsauTenbHas
9)  PexBHU3NT JOKyMeHTa — 3TO0:
a)  ero OTAEJbHBIH AIeMEHT
0) d9acTh ciy)keOHOTrO IMIChMa
B)  (upMeHHBIH O1aHK
10) C nomMouBI0 KAKOT0 PeKBU3UTA 0GopMIsieTcsl BHEIIHee COTJIACOBAHHE T0KYMeHTa?
a)  BU3BI COTIACOBAHUS
0) rpuda cormacoBanus
11) Kem noanuceIBalOTCsi JOKYMEHTBI, COCTaB/IsieMble KOMHCCHeli?
a)  PYKOBOIHTEIEM OpraHH3aINH
0) npencenarenem
B)  IpeiceaaTelieM H WICHaAMHU KOMHUCCHI
r)  TIpeficenaTeNieM U CeKpeTapeM
12) M3 npuBeeHHBIX HHIKe NAPHBIX HAHMEHOBAHMI BHIOEPHTE MPOLECCHI, KOTOPbIE COKPAIIAIOT YHCJI0 (JOPM TOKYMEHTOB H YCTAHABIH-
BAIOT MX €IHHO00PAa3HOE HANINCAHKE:
a)  THIIM3AIWs U aBTOMATH3aIHsL
0) yHuduUKaUMA U ONTUMH3AIHS
B)  yHH(UKAIWS U CTAaHIAPTH3AIHS
13) B rpynny opranmzannoHHbix JokymentoB HE Bxoaut:
a)  TPYAOBOIA JOTOBOP
0) mTaTHOE pacmucaHue
B)  TIOJIOXKEHHE
14) BroiGepuTe NpaBUIBLHBIH BapuaHT HU¢POBOro ogopmiIeHHs AAThHI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
15) IIpuka3 siBisiercs:
a)  JTOKYMEHTOM, IPHHUMAEMBIM KOJUICTHaIbHBIM OPTaHOM [ PEIICHHUs IIPOM3BOACTBEHHBIX 3a/1a4, BOIPOCOB;
§)  NpaBOBBIM aKTOM, M3/1aBAEMBIM PYKOBOUTEIEM, ISl PEIICHUs] OCHOBHBIX OIIEPaTHBHBIX 33/1a4, CTOSIIMX Mepe/] JaHHON OpraHu3anueit
16) Kax Ha3bIBaJICS TOKYMEHT, yupexaeHHsI [letpoum I, onpenensionuii KpoMe BCEro Ipovero OpraHu3aIyio padboThl ¢ JOKYMEHTaMH B
KOJUIETHsIX?
a)  ['eHepasbHbIN periameHT;
6) T'enepanbuslii Gpopmyssp;
B) ['eHepanbHblii MaHU}ECT.
17) OcHoBO¥ OpraHu3alUH AESATEILHOCTH MUHUCTEPCTB CTaJ MPUHIIMII ...

a)  KOJUICTHAJILHOCTH;
0) eaMHOHAYAINS;
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B)  pa3felieHMs IOJHOMOYMMH.

18)

IIpoexT kakoro qoxymeHTa ObL1 pa3padboran UTVY?

a)  «OOmue mpaBmiIa JOKYMEHTAIIHU U JOKYMEHTO000pOTay;

0) «EmuHas rocyapcTBeHHas CHCTEMa JICTIOIPOU3BOJICTBAY,

B) «[ocymapcTBeHHas CHCTEMa JOKYMEHTAaIHOHHOTO 00eCHeUeHHUs] yIpaBICHUS.

19)

Bcecoto3Hbli HayYHO-HCCIEA0BATEICKUI HHCTHTYT JOKYMEHTOBeAeHHs 1 apxuBHoro fena (BHUMJIA /L) ObL1 yuIpexneH ...
a) B1958T1.;

6) B1966T.;
B) B1970T.

20) B ocHOBY pa3paboTKH YHU(HUIIMPOBAHHBIX CHCTEM AOKYMEHTAIMH OBbLIT IOJIOKEH €AMHBII METONOIOIHYECKUi TIOJX0/1, COACPIKALIMIICS B...
a)  OO6merocyaapcTBeHHOI cucteMe coopa u 00padoTky HHGOPMAIMY AT yIeTa INIAHHPOBAHUS U yIPaBICHUS HAPOJHBIM XO03SHCTBOM;
6) T[ocymapctBeHHOM cTaHmapTe «YHHOUIUPOBAHHBIE CHCTEMBbI JOKyMeHTau. OCHOBHBIE MOJIOKCHUSD;
B)  OOuepoccHiiCKOM KIacCU(pUKATOpe yIPaBICHYSCKOH JOKYMEHTAIIUH.

1. CocraBuTh H 0pOPMHUTH NPHKA3BI 10 OCHOBHOI JesITe/IbHOCTH, HEOOX0AHMbIE B YIPABIEHYECKHX CUTYalUsX.

OAO «Mocmamr» (r.MockBa) OPUCTYIHIO K MOAEPHH3AIMH POM3BOACTBA B LIE/SIX HAJKUBAHUS BBITYCKa OPOHHPOBAHHOIO
aBTOMOOWMIISL BBICOKOH MTPOXOANMOCTH 1t MUHUCTEPCTBA 000pOHEI PO.

T'enepanbuslil nupexrop OAO «Mocmamn» Kopuees B.C. usnan npukas o MOJEpHU3aLHU OCHOBHOIO IPOU3BOJICTBA.

B npukase yka3biBanoch:

1. Otgen Mexanmsanum (r1aBHbI Mexannk Oumvonos B.I1.) T0MKeH 3aKOHINTH PEKOHCTPYKIMIO TIIAaBHOTO KOHBeHepa 3aBoja 0 1 mioHs
CIIE/TYIOLIETO TofIa.

2.  Orpeny texuonoruu (raBsiii Texsonor Cepos B.C.) u koHCTpyKTOpcKoMy oTaeny (Hau.otaena Bacuu E.IL.) npeimuchBagoch 3akOHUUTh
TEXHOJIOTMYECKYIO MOATOTOBKY IIPOU3BOJICTBA U BCEl HEOOXOAMMOM TEXHOJIOIMYECKOW M KOHCTPYKTOPCKOH JIOKYMEHTALMH 110 pa3paboTke 1
MIOCTaHOBKE Ha MIPOMBIIUICHHOE IPOM3BOJCTBO HOBOTO aBTOMOOMIIS 70 | aBrycTa ciemyIomero roja.

3.  Kommepueckomy aupextopy Kympusmosy H.II. mopydanoch mocTaBka MepBoi MapTHH aBTOMOGMIEH B Y patbckuit BOeHHEIH oKkpyT. [TocTas-
Ka aBTOMOOMJIEH 3aKa3uuKY JIOJDKHA OCYLIECTBIIATHCS IIPU YCIOBUM NPEIOILIAThl CTOMMOCTH BCEl MAapTUU aBTOMOOHIIEH.

4. 3amecrturemo renepanbHOro aupextopa Porosy U.T. mopydanoch o6ecnednTh KOOPIMHALMIO HPOU3BOACTBA U MOCTABOK KOMIUIEKTYIOIIUX K
ABTOMOOWIIIO 3aBOJJAMH-CMEKHHKAMU.

5. KoHTposb 3a HCTIONHEHHEM TPHKa3a GBI BO3NOKEH Ha 3aM. TeHepabHoro aupekTopa OAO «Mocmarmy Unsuenxo C.IT.

IIpuxa3 mogmican reHepanbHbIM qupekTopoM Kopreeem B.C. 15 okTs6pst Tekymmero roza.
IIpuxa3 ObLI 3aBU3UPOBAH KOMMEPUYECKHM JUPEKTOPOM, ITIaBHBIM MEXaHUKOM U IJIaBHBIM TEXHOJIOTOM.

2.  CocTtaBuTb H 0)OPMHUTH JOK/IAHbIE 3aIHCKH, HEOOX0AMMbIE B YIPABJIEHYECKHX CUTyalHsX.

Hauansauk otnena kagpos OAO «Metamrypr» (1. [Tepms) H.H. I'pomoB Hanpasuin renepansaomMy aupexropy OAO «Meramtypr»
KpachoBy T.E. n1oknagHyo 3aucky.
B noknajgHoii 3anucke OH TOBOJMII 10 CBEJICHUS TeH.AUPEKTOpa, yTo paboune Broporo uexa JI.A. IIpoknos, I[1.A. [Ipo3nos, E.M.
JIpyHHH IIOCTOSHHO OIa3IbIBAIOT Ha padoTy. OH MOSCHSII, YTO UM, KaK HAa4aJbHUKOM OTZAElNa KaJpoB, ObLI IPHHAT s Mep, HAIIPaBJICHHBIX
Ha TIOBBIIICHNUE IUCIUIUINHB] YKa3aHHBIX pabodYHX: MPOBEIEHbI Oece/Ibl, BEIICHEHBI 00CTOATENBCTBA OIO3JaHuil Ha paboTy, cOOpaHbI 00bsIc-
HHUTeJbHBIE 3aIIHCKH C HapyIIuTeIel TpyA0BOH JUCIUILINHEL, OJHAKO, OHO3IaHUs PETYSIPHO IPOIOIDKAIOTCS.
TTostomy H.H. I'pomos npocur T.E. KpacHoBa Haka3aTb HapymuTeneil Tpy10BOH JUCHUIUIMHBL, JUIIUB UX MPEMHUHU 3a YETBEPTHIN
kBaptan 2006 roza.
JlokinaaHas 3anucKka HanycaHa 27 aBrycra TeKyIEero roia ¥ 3aperucTpupoBaHa 3a Homepom 23.
3 BapuaHT
1)  oxymeHT, BOCIIPOU3BOASIMIA MHOPMALHKIO IPYTOro 10KYMEHTA U BCe €ro BHEIIHHe NPHU3HAKH
a)  BTOPHYHBIN;
0)  BU3YaJbHBINU;
B)  KONMS.
2) CormacHo Ki1accH()MKANNH JOKYMEHTOB 0 YPOBHIO 00001meHnst ”HGOPMAIMH Pa3InYaloT J0KYMEHThI:
a)  IepBUYHbIC U BTOPUYHEIE;
0)  TEKCTOBEIE W HETEKCTOBBIE JOKYMEHTHI;
B)  JIOKYMEHTbI Ha €CTECTBEHHOU U MCKYCCTBEHHOW MaTepHabHOIl OCHOBE;
r)  IepHOAMYECKHE H HEMepHOIHYECKHEe TOKYMEHTHIL.
3) JAy6aukar—
a)  DTO NEpBbIH (WM AMHUYHBIN) HK3EMIULIP JOKYMEHTA, 00JIaIat0IUi IOPUIMTYECKOH CHIION;
6)  9TO AOKYMEHT, BOCHPOHM3BOIIINH HH(POPMALUIO APYTOro JOKYMEHTa U BCE €r0 BHEIIHNE IPH3HAKU WK 9acTh UX;
B)  9TO KOIHs OQpHIHAIBEHOrO JOKYMEHTA, HMEIOIIasl FOPUIMYECKYIO CHITY ITOJJIMHHUKA.
4) TecHas B3aMMOCBSI3b JIEMEHTOB M IMOACHCTEM JOKYMEHTA, 00eCreunBaOIIast ero IeJ0CTHOCTh M TOKIeCTBEHHOCTE CaMoOMYy cede — 3T0
a)  aTtpuOyTHBHOCTB;
0) (YHKIHOHAIBHOCTE;
B)  CTPYKTYPHOCTb.
5) IIpaBoBasi pyHKIHUSI JOKYMEHTA OTHOCHTCS K KATerOPHH
a)  TJIaBHBIC
0) oOmume
B)  CHeIHaJIbHBIE
6) T'1aBHasi yacTh JOKYMEHTA, PACKPHIBAIOIIASI €10 CMbBICJ ¥ Ha3HAYEHHE — 3TO...
a)  3aroJoBOYHAs YaCTb;
0) coxmepxarenbHas 4acTb;
B)  ohopMIsIONIas YacTh.
7) Kaxue BAPHAHTBI PACIIOJIOKEHHS] PEKBH3HTOB HAa 0JIAHKAX yCTAHOBJIEHBI?

a)  yIJOBOM M IIEHTPUPOBAHHBIN;
6)  (naHroBBIil U POIOIBHBIN;
B)  YIJIOBOH M MPOAOJIBbHBIN.
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VIBEPKJAIO
JHpeKTOp KOHTOPBI

noarmice  O.I1 BeHnep

10.10.99
8) PexBu3snr —3T0 ...
a)  rpu¢ yTBEpKICHHS;
0) rpud cornacoBaHus JOKYMEHTA;
B)  BU3BI COITIACOBAHUS JOKYMEHTA.
9)  PexBH3HT M —970 ...
a)  OTMeTKa 00 HCIIOIHHTENE;
6) orMmerka 00 HCIIONHEHHU JOKYMEHTA M HAIPABJICHUH €0 B JIENI0;
B)  OTMETKa O HOCTYIJIEHHH JOKYMEHT B OpTaHU3ALHIO.
10) Kaxkoe u3 noJio:keHuii HeBepHO?
a)  OpraHH3alus BIPaBe U3/1aBaTh BCE JOKYMEHTEHL, pexycMoTtpenusie OKY I;
0) HaMMEHOBAaHME BMJA JOKYMEHTA, COCTABJICHHOTO MM H3[IaHHOTO OpraHU3aLleH, JOKHO OBITh OIPEACICHO B YUPECANTEIbHbIX JJOKYMEH-
Tax OpraHU3aluy;
B)  COCTaB JOKYMEHTOB, H3aBaeMbIX opraHu3anueil, puxcupyercs B Tabene ¢popM JOKyMEHTOB, IPUMEHSEMBIX OpTraHU3anueil.
11) Kaxkoe u3 noJio:keHuii HeBepHO?
a)  MECTO COCTAaBJIEHUS WIM H3JaHHs JOKYMEHTA yKa3bIBalOT B TOM CIIydae, eClIH 3aTpyQHEHO ero onpesenenue mo peksusuram 08 u 09;
6)  MecTo cocTaBjIeHUs JOKYMEHTa HE yKa3bIBA€TCsl B MIChMaX;
B)  MECTHOM COCTABJIEHUs JOKYMEHTa, KaK MPaBUJIO, SIBJIIETCS apec, 10 KOTOPOMY OpraHM3alus BeIeT CBOO JeATENbHOCTb.
12) Ha kakoM A0KyMeHTe He CTaBUTCs IpHd yTBep:KIeHus?
a)  pacropspKeHue
6) ycras;
B)  INTAaTHOE PAaCIUCaHHUE.
13) Kakoe 43 noJio:keHuii HeBepHO?
a)  Pe30NIONUs HpeCcTaBisieT coOoi HaUCh HA JOKYMEHTE, CIeIaHHYI0 JODKHOCTHBIM JIMIIOM H COIEPIKAIyI0 IPHHITOE UM PEeLICHUE;
0)  pe3oMoNHUs MPOCTABIIETCS B IPABOM BEPXHEM YIUIy JOKYMEHTa MEXIY PEKBH3UTaMU «Anpecat» U «TekcTy;
B)  Ha JOKYMEHTE He JIOJDKHO ObITh 00JIee IBYX PE30JIOLUil.
14) Ha kakoM J0KyMeHTe He CTABUTCSl OTTHCK nevyaTu?
a)  ycras;
0)  JODKHOCTHAsE UHCTPYKLHS;
B)  CIpaBKa.
15) OtMeTKa 00 HCHOJHUTEIE BKJIKYAET B Ce0M:
a)  JIOJDKHOCTb, (PaMHIIMIO M MHHUIMAIIBI MCTIOIHUTEIS JOKYMEHTA U ero TeiedoH;
0)  ¢aMIIHMIO M MHUIMAJE] HCIIOIHUTEIS JOKYMEHTA, ero MOAIICH U HoMep TenedoHa;
B)  MHHNHWAJIHI ¥ HaMIINIO VICIIOJHUTEISI JOKYMEHTA H HOMEp ero TeneoHa.
16) Kakue BapHaHTBI PacHo/I0KeHHs] PEKBU3HTOB HA 0JIAHKAX YCTAHOBJIEHbI?
a)  YIJOBOH U LIEHTPUPOBAHHBII;
6)  (GuaHroBbIil U IPONOJIBHBIN;
B)  YIJIOBOHM M NPOAOJIbHBIN.
17) Ha kakoM J0KyMeHTe He CTABUTCH rpud yTBep:KIeHus?
a)  pacrnopsbKeHue
6) ycras;
B)  INTAaTHOE PAaCIMCaHHUE.
18) Kaxkoe u3 noJio:keHuii HeBepHO?
a)  Pe30NIONHs IMpeCTaBIsIeT co00H HaIUCh Ha TOKYMEHTE, CIeTIaHHYI0 TOJDKHOCTHBIM JINIIOM U COAEPIKAIIYIO IIPHHSATOE MM pelleHue;
0)  pe3oMoNHs MPOCTABIIETCS B IPABOM BEPXHEM YTy JOKYMEHTa MEXIY PEKBH3UTaMU «Anpecat» U «TekcTy;
B)  pe30IIoLHs IPOCTABISETCA M10]] PEKBU3UTOM HAUMEHOBAaHUE JOKYMEHTA.
19) Kakoe u3 noJio:xeHuii BepHo?
a)  3aroJIOBOK COCTABIIIETCS K JIFOOOMY OKYMEHTY;
0)  3aroJOBOK OTBEYAET Ha BOIIPOC «O YeM?»;
B) B KOHIIE 3ar0JIOBKA TOUKA HE CTABUTCSL.
20) Ha3soBuTe pa3mep NpaBoro noJs (B MM), KOTOpPbIi yCTAHABJIMBAET JIs ynipaBjeHyeckux fokymentos 'OCT P 7.0.97-2016
a) 10mm
0) 20wmm
1. CocraBuTh 1 0pOPMHUTH NPHKA3BI 0 OCHOBHOI JesITeIbHOCTH, HEOGX0AHMBIE B YIPAaBJIeHIeCKHX CHTYalHsIX.
Ha MockoBckom kombuHate OAO «Ckpurka» neiictByer IlonokeHWe O NpEeMHPOBAaHUHM PYKOBOJUTENEH LEXOB, OTHENIOB U
CITy0, YTBEpKISHHOE 5 SHBaps MPOIIOro roja.
12 ampens Tekymiero rojga AupekTop komOuHata B.M. JlapnoHOB MOpy4MJI HayalbHHUKY OTAENA TPyAa W 3apabOTHOH IUIaThl
MapmkanoBy H.I'. paccunrats pazmep IpeMHH PYKOBOAUTEISIM OT/ENIOB, IIEXOB H CIIy’KO KOMOHMHATa I10 HTOrOM paOOTHI 3a MEPBEIH KBapTail
K 15 anpens, a rmaBHoMy Oyxrantepy komOunaTa TpommHoi C.I'. — opraHu30BaTh BHIIUIATY MpeMuu K 20 anpenst TeKyIero roja.
HauaneHuk mnanoBo-3koHoMuueckoro orena MerinoBa C.H. u rnaBusiii Oyxrantep Tpommna C.I'. 3aBU3MpoOBany MPOEKT MpHKa3a
JIUPEKTOpa KOMOHMHATA.
2.  CocTtaBHTH H 0()OPMHUTH CJIyKeGHbIe MHCHMA, HEOGX0AHMBbIE B YIPaBIeHYeCKNX CUTYalHsIX.

B ampene Texymiero roga cocrosmuck neperopopsl npezcrasureneit 3A0 «CTekIo», BBITYCKAIONIEro H3AEMNs U3 CTEKIIa U TIpec-
COBaHHOTO XpycTaist, 1 ToproBoi Gupmsr OO0 «Kombpopt.

Ccputasich Ha pe3ylbTaThl EPEroBOpoB, reHepanbHblil aupextop OO0 «KomdopT» dyboB M.U. obpatuics ¢ mpoch0oii K TeHe-
pansHOMY mupekTopy 3AO «Crekno» JIyropomy M.U. 0 moAroToBke KOMMEpPUYECKOT0 MPEIOKEHHS Ha TIPOAAKY JTFOCTPHI M3 TIPECCOBAHHOTO
XpyCTals ¢ yKa3aHHEM MaKCHMaJIbHOrO KOJIMYECTBA BO3MOXKHBIX ITOCTABOK.

Anpec OO0 «Komdopt»: 122098, r. Ummmbait., yin. Jpyx0sL, 1.14, Ten/daxc (495) 549-21-34. IIncbMo MOATOTOBHII HAYaIbHUK
Toprosoro otyena I'eBopksa M.C. Ten. 549-90-65

3A0 «Crexkno» Hanpasmio OO0 «KomdopT» KoMMepUYecKoe NMPEUToKEHNE, IIe YKa3al0: KOJIHMIECTBO JIOCTP, FTOTOBBIX JUIS HO-
craBkd (36 1IT.), PO/l yIakoBKH (KOPOOKH MO 1 IIT.), yCIOBHS MOCTaBKU (camMOBBIBO3), IieHa (2 300 py0.), CPOK MOCTaBKH (B TEUCHUE HENETH
TIOCTIE OILIATHI).

Anpec 3A0 «Crexnon: 123564, r. Yda, yn. Ipasasl, 1.12, ten/dakc 540-13-09. ITuceMo moAroToBUI HauaIbHUK OTAENA COBITA
roroBoi npoxykiuu Cepos ILJI. Ten. 540-34-98.
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4 BapuaHT

1) JloxymeHT, cogep:xamuii HHOpPMaNHIO, He MPeIHAZHAYEHHYIO /ISl IIHPOKOI0 PACIIPOCTPAHEHHUS
a)  HEOmyOJIMKOBaHHBIN;
0) HemyONIUKyeMBIi;
B)  HENEepHOIUYECKUH.
2) Cornacno KIaccHpHKAIMY JOKYMEHTOB 10 KAHAJIY BOCIIPHATHSI HH(pOpManuu pa3jiHyanoT ...
a)  TEKCTOBBHIE U HETEKCTOBEIE JOKYMEHTHI;
0)  BU3YaJbHBIN, TAKTUIbHBIN, ayJUaIbHbBIH, Ay IMOBU3YaJIbHbIN;
B)  IEpPHOAMYECKHE H HENEPHOIMICCKHE TOKYMEHTEL.
3) Bce onepanuu no 00padoTke J0KyMEHTOB COCPe0TOYHBAIOTCS B eJHHOM LEHTPe - KAaHLeIsSPUH, 00L1eM OTe/1e HiIH y CeKpeTapsi IpH
a)  LEHTPaNIU30BaHHOU (opMe OpraHM3aliH JeIONPOU3BOACTBA;
0)  JeleHTpaIN30BaHHOH (hOpMe OpTaHU3AIHYU JEIOIPOH3BOICTBA;
B) CMeIIaHHOW opMe opraHU3aliy JeJIOMPOU3BOICTBA;
4) TlpenHa3HayeHHOCTb JOKYMEHTa [JIsl epeAadyn HHGOPMAIMH B IPOCTPAHCTBE H BPEeMEHH - 3TO
a)  aTpuOyTHBHOCTb;
6)  (YHKUMOHAIBHOCT;
B)  CTPYKTYPHOCTb.
5) Kaaccuduxanus 10KyMeHTOB HA PYKONHCHBIE, TeYaTHbIe, MeXaHHYeCKHe, MATHUTHBIe, poTorpaduueckue, onTHIeCKHeE, Ja3epHbIe
fABJsieTcs Kaaccuukanueii ...
a) IO cnoco0y JOKYMEHTHPOBAHUS
0) IO CTEeNneHM UX PACHpPOCTPAHEHHOCTH
B) 110 KaHAJLy BOCHPHSATHS HHPOpMALII
6) Kaxue opraHu3anMoHHbIe JOKYMEHTHI YTBEPKAAIOTCS PyKOBOIHTe/IeM OpraHu3anuu?
a)  JOJDKHOCTHBIE HHCTPYKIMU
0)  HOJIOKEHHS O CTPYKTYPHBIX IOJPA3AEICHUAX
B)  IIpaBWJIa BHYTPEHHETO pacropsaka
r)  BCE IEePeUHCIICHHbIE BHIIIE JOKYMEHTBI
7) Kakue pacnopsiiuTe/ibHble JOKYMEHTBI H3/1a10TCS1 HA OCHOBE eJMHOHAYAIHSA?
a)  peleHus
0) npukasbl
8) C kakoii HeJbIO HA CJIY:KeGHOM NUCbMe YKA3bIBAOT (paMuIMI0 U TestedoH ucroaHuTeIs1?
a) U1 ONIEPATUBHOM CBSI3U C HCIIOJHHUTEIEM
0) U1 NpUJIaHUS JOKYMEHTY FOPUJINYECKOM CHIIbI
9) B pexBusute «Anpecar» (15) ”HUIHAIBI CTABAT:
a) mepex pamuinei aapecata
0) nocue pamMmiInM aspecara
10) Ha kakoMm ciryxe0HOM mucbMe npoctapiisieTcs: peKBU3MT (13) «CebliIKa Ha perHCTPALMOHHBINA HOMeP M 1aTy JOKYMeHTa»?
a)  mIMchbMax - npochbax
0)  CONPOBOJUTENBHBIX MUCHMAX
B)  HH(OPMALMOHHBIX MHCEMAX
I) NHUCbMax- OTBETaxX
11) TwunoBoii ¢popMyJIsip JOKYMEHTA — 3TO COBOKYNHOCTH PEKBU3UTOB:
a)  00s3aTeNbHBIX (IOCTOSHHBIX)
06) HEOOXOOMMBIX JJI JAHHOTO JOKYMEHTa
B)  PAacIIONIOKEHHBIX B ONPEIENICHHON TTOCIIEI0BATEIbHOCTH
12) IIpoexT mpHKa3a 1o JHYHOMY COCTaBY FOTOBHTCH:
a)  PYKOBOIHUTEIEM OpraHH3allUuH
0) PYKOBOIHTEIEM CTPYKTYPHOTO MOAPA3AENICHS, Ile TPYIUTCS paOOTHHK
B)  HAaYaJIbHUKOM OTJENa KaJpoB
13) Kakoii peKBH3HT He BXOAUT B COCTAB NpPHKa3a?
a)  Jara JIOKyMeHTa
0) axpecat
B) HAWMEHOBAaHME OpPraHHU3aLUU
r)  TOJIHUCHh
14) He BepeH caeayronImii 3aroJ0BOK MPHKAa3a:
a)  «O peopraHu3zanuy NPeIIPUIATHY;
6)  «lIpukas 1o mpeanpHUATHION;
B)  «OO0 M3MEHEHUH OIIATHI OTIYCKOBY»
15) VYkakuTe npaBHIbHOE 0003HAYEHHE MECTA M3TAHUS JOKYMEHTA:
a) 1. Mockga,
6) ropox Mockaa;
B) MockBa
16) Kax Ha3bIBaJICS TOKYMEHT, yupexxaeHHsI [TetpoM I, onmpenensionuii kpoMe BCEro Ipouero OpraHu3aIyio paboThl ¢ JOKYMEHTaMH B
KOJUIerusix?
a)  ['eHepasbHBIN pernameHT;
6) T'enepanbublii Gopmyssp;
B) ['eHepanbHblii MaHU(ECT.
17) Kakwue opraHu3alioHHbIE JOKYMEHTHI YTBEPKIAI0TCH PYKOBOIUTETEM OPraHu3anuu?
a)  JOJDKHOCTHBIE HHCTPYKIIMU
0)  TOJIOKEHHS O CTPYKTYPHBIX MOJPA3ACICHUIX
B)  IpaBMJIa BHYTPEHHETO pacropsaka
r)  BCE IEPEYHCIICHHBIC BBIIIE JOKYMEHTBI
18) Ilpuka3Hoe 1eJONPOU3BOICTBO GHLIO PA3BUTO B ...
a) X-XVBB;
6) XV-XVIIBB;
B) XVI-XVIII BB.
19) CBUTOK U3 MOAKIEEHHBIX APYT K IPYTy JUCTOB — 3TO ...

a)  TpaMmoTa;
0) Terpans;

55




B) croJbell.

20) Komexckas cHcTeMa JSIONPOU3BOACTBA B YUPESKICHHISAX CIOKHIACK ...
a) BXVIs;
0) BXVIIB,;
B) B XVIB.
1. CocraBuTh H 0pOPMUTH NPHKA3BI 10 OCHOBHOIi /1eSITEILHOCTH, HEOOX0AHMbIE B YIPABIEHYECKUX CUTYalUsX.

Ha ocnoBanunu pemenus [Ipasnenus OAO «a3mpom» Ne 12 ot 27 aBrycra Texymiero roga «O IMKBUIALMH ITOCISICTBHI aBapHU
Ha rasomnpoBoze B I. Cypryr» reHepanbHbIi aupektop npeanpustus «Oproneprorasy (r. Cypryr) Bacumses B.C. 28 aBrycra Tekymero roga
u3nan npukas Ne 18 o npoBeieHUH POBEPKU U YCTAHOBJICHUH IPUYUHBI aBapUU.

B mpuxase 65110 yKa3aHO:

1. Co3naTh KOMHCCHIO IT0 BBLICHEHHIO IIPUYHH aBapHU HA yJacTKe ra3ompoBoja B I. CypryT B cocTaBe TIIaBHOTO HHDKeHepa npeanpusrtus Jlemn-
ko M.H. (pencexnatens koMuccun), crapiiero Mmacrepa yyactka Cumakosa A.I1. u uHxeHepa-TexHosora Msanosa I1.1.
2.  Ha3nauuTbh NpoBEpKy SKCILTyaTallUH yIacTKa Ta30IpoBoa ¢ 29 aBrycra 1o 3 ceHTIOps.
3. Komuccun nopy4eHo BBISIBHTH NPHYHMHEI aBAPUH U JaTh IPETOKEHUS 110 UX ITUKBUAAU. Pe3ynbpTaTsl paboThl KOMHCCHE OQOPMHTH B aKTe
K 4 ceHTsI0psL.
ITpoexT mpukasa OB 3aBU3UPOBAH HAYAIFHUKOM OTJIEa OXpaHbI Tpy/Aa U TeXHUKH Oe3omacHocTH JIyranossmm C.O.
2. CocTtaBuTb H 0)OPMHTH CJIyxKeOHbICe NHCHMA, HE00X0AMMBbIE B YIPaB/JIeHYeCKHX CHTyalHsIX.

T'enepanbubiit gupektop 3A0 «Jlyu» Edumor C.JI.  oOpaTuics ¢ mUCbMOM K reHepaibHOMY aupekropy 3AO HaydHO-
IIPOU3BOACTBEHHOTr0 00BbeauneHus «IIporpecc» nmpodeccopy Ieposy FO.H. On coobmmui, 9To (pupmMa NPHCTyNHIA K BRILYCKY POIYKIUH C
IIPUMEHEHHEM onTHieckoro BoaokHa. [Tockonsky HITO «IIporpeccy» siBisiercs BemyIuel opraHu3anueii mo pa3padborke U MPHMEHEHHUIO ONTH-
KO-BOJIOKOHHBIX TexHouoruii, rocnogut Edumos C.JI. o6patuics ¢ mpocs00ii opraHu30BaTh KOHCYIbTAlUy 11 crennanuctoB 3A0 «Jlyay,
1 cOOOIIUTE 00 yI0OHOM BpeMEHH IIPOBEACHUS KOHCYIbTAIIH.

Anpec 3A0 «JIyu»: 107113, r. Mockga, yiu. [lepoBckas, 1.3, ten/dakc (495) 438-13-24. [TuchbMoO MOArOTOBWII TJIABHBINA TEXHOJIOT
Comos 0. /1. Ten.438-23-65.

I'ocnomun Iepos F0.H. otBetu, uro B HITO «IIporpecc» roross! npuHaTh crenuanuctoB 3A0 «JIya» B moboe ynodHoe st HUX
BpeMmsi. B To jxe Bpemsi, OH 0OpaTii BHUMaHue Ha To, yTo ¢ 20 no 27 mas B Dxcnouentpe Ha KpacHoii [Ipecue Oyner npoxoauts MexayHa-
ponHas BeicTaBka «Ontukay, rae HITO npexcraBuT cBon HOBBIE pa3pabOTKH M NMPOEKTHL. [1oaToMy BeTpeda B 9TOT neprox Obuta ObI Ooiee
MIPEITIOYTUTEIBHOM.

Anpec 3A0 HIIO «IIporpecce»: 121113,r. Mocksa, yin. Akagemuka bapauna, 1.8, ten/bakc (495)135-01-35. OtBer moaroToBmI
Beayumii unxenep Ceperuna JLIL.

KonTponbHnas padora Ne 2
Bapuant 1
1) VYxaxknTe, kakasi popMa paGoThI ¢ JOKYMEHTAMH NPUHSTA HA NPeINPHSATHH, €CJIH BBINOJHEHHE BCeX TeXHOJIOTHYeCKHX ONepamnuii mo
paboTe ¢ JOKYMEHTaMH BLINOJIHSETCS OJHHM CHeNHAJIN3HPOBAHHBIM CTPYKTYPHBIM NoApa3e/ieHHeM HJIH ceKpeTapem?
a)  ICHTpPAJU30BaHHAs,
0)  JeUeHTpalM30BaHHAs;
B)  IapajulesbHAasl.
2)  OcHoBHas HeJb ciay:xob1 JOY
a)  OCYILECTBUTbH B IOJIHON Mepe Bce JeHCTBUS 110 MaTepHAIbHO-TEXHUUECKOMY 00ECIICUeHHIO [EATeIbHOCTU OPTraHu3allly;
0)  OCyIIECTBHTH B IIOJIHOH Mepe Bce JNEHCTBHS 110 IOKYMEHTAalHOHHOMY OO€CIICYeHHIO AesTeIbHOCTH OpraHU3aliH;
B)  OCYIISCTBHTH B IIOJIHOH Mepe Bce JeHCTBHS 10 HH(YOPMAOHHOMY 00ECIIEUEeHUIO JIeTEeNbHOCTH OpTaHU3aIHH.
3) K texHonornyeckoii pyHkuuu cay:xon1 JOY cieayer oTHecTH:
a)  PErucTPalHIo BXOMSIIHUX, HCXOMINIMX H BHYTPEHHNX JOKYMEHTOB;
6)  OpraHM3aIMIO COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PyKOBOJCTBOM OpraHHU3allUH;
B)  KOHTPOIb 3a CPOKAMU HUCIIONHEHHS JOKYMEHTOB;
I)  IpOBeJeHHE SKCIIePTU3BI HAYYHOH U NPaKTHIECKOH IEHHOCTH JJOKYMEHTOB.
4) PeryampoBaHHe X0Aa HCIOJTHEHHS TOKYMEHTOB, IIPOXO0:KIeHHS M UCIIOJTHEHHS JOKYMEHTOB B YCTAHOBJIEHHBIH CPOK OTHOCHTCA K ...
a) K TeXHOJOruueckoi QpyHkuuu ciyxosr JOY;
0) K OpraHM3alMOHHON (yHKIMH ciryXObl JJOV;
B) K KOHTPOIbHO# GyHKIMH ciyx0st IOV
r) K Meroaunueckoi ¢ynkiuu ciayxost JOY.
5)  YciaoBHoe 0603HaUeHHe JOKYMEHTA, IPHCBaMBaeMoe eMy IIPH PerucTpaluu, Ha3bIBaeTcs ...
a) PermcrpannoHHbIi HHIEKC;
6) IlopsaxoBslit HOMED;
B)  YueTHBII HHIEKC.
6) TunoBasi HOMEHKJIATYpa el
a)  coCTaBIIsIeTCs IUIsI ONHOPOIHBIX IO XapaKTepy AesTeIbHOCTH M CTPYKTYpe OpraHu3anii (IpearpHsTHii).
0)  cocraBisieTcs ISl OMHOPOIHBIX IO XapaKTepy AesTeIbHOCTH, HO HMEIOIHX PasHylo CTPYKTYPy OpraHH3anui (MpearpHsTHii).
B)  cOCTaBJIsIeTCs JIsI OTJEIbHOTO MPEANPHUATUS U OTPAXKAET ero CrieluduKy.
7) Heso —3T10
a)  COBOKYIHOCTBH JOKyMEHTOB, IOMEIIEHHEIX B OTACIBHYIO O0JIOKKY.
6)  COBOKYMHOCTbH JOKYMEHTOB, OTHOCSIIIUXCS K OJHOMY BOIIPOCY MU YJaCTKy JeATEIbHOCTH, IOMEIIEHHBIX B OTACIBHYIO 00JI0XK-
Ky.
B)  COBOKYIHOCTB JOKYMEHTOB, OTHOCSIIIMXCSI K OTHOMY BOIIPOCY I YYACTKY JeSTEIbHOCTH.
8) C meabo 6BICTPOrO MOKMCKA JOKYMEHTHI B JeJie PAcloIaralTcsi B ONpeieIeHHOM 1MocIe0BaTeIbHOCTH:
a) B XPOHOJIOTHYECKOH MOCIIEA0BATEILHOCTH (GOPMHUPYIOTCS B JieNa IIPUKa3bl H T.1;
0) B mopsake andasura Mo GaMUIUSIM TPYIIHPYIOTCS B CAMOCTOSTENBHBIE JeNa JIMLEBbIE CUeTa M0 3apIuiaTe;
B) II0 HOMEpaM B Jeja MOANNBAIOTCS HAK/IaAHbIe, KBUTAHIINH;
I)  BCE OTBETHI BEPHBI
J1)  BCE OTBETHI HEBEPHBI
9) OxkcnepTH3a HEHHOCTH A0KYMEHTOB — 3TO
a)  oTOOp JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHUE
0)  yCTaHOBICHHE CPOKOB HX XPAaHEHUS Ha OCHOBE IPUHATHIX KPUTEPHUEB.
B)  0oTOOp JOKYMEHTOB Ha TOCYIapPCTBEHHOE XPAHEHHE MIIH YCTAHOBJICHUE CPOKOB UX XPAHCHHS HA OCHOBE NPHHSITHIX KPHTEPUCB.
10) ....7T0 ABMiKeHHEe JOKYMEHTOB B OPraHHM3AIlMH C MOMEHTA HX CO3JaHUs HJIH MOJy4YeHHUs 0 3aBepIleHHs] HCIIOTHeHHUsl WIH OTIIpaBJie-

HHS.
a)  perucTpausi;
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0) cucrema JOKyMEHTALUH;
B)  JIOKYMEHTOOOOpOT.
11) TIlo OTHOIIEHHUIO K YNIPABJIEHYECKOMY 00bEKTY BbIICJISIIOT JOKYMEHTONOTOKH:
a)  BHYTPEHHMI JIOKYMEHTOIIOTOK;
0) TOpPH30HTANBHBIA JOKYMEHTOIIOTOK;
B)  BXOJIIMII JOKYMECHTOIIOTOK;
I)  BEPTHUKAIBHBIHA JOKYMEHTOIOTOK;
1)  HCXOASIIMH JOKYMEHTOIIOTOK.
12) OcHoBHast neab cayxos1 JOY
a)  OCYIIECTBHTb B IIOJHOM Mepe BCe JCHCTBHS MO JOKYMEHTAIIMOHHOMY OOECIIEUCHHIO JIEATEIbHOCTH OpraHU3aliy;
0)  ocyIecTBUTH B IIOJHOH Mepe Bce JeHCTBHS 10 MaTePHAILHO-TEXHUIECKOMY 00ECIICUeHHIO JEsSTEIbHOCTH OpTaHH3aIlH;
B)  OCYIIECTBUTbH B OJIHON Mepe Bce AeHCTBHS 0 HHPOPMAMOHHOMY 00ECIICUEHUIO JIeTeIbHOCTH OpTaHU3aIHHL.
13) K opranmsanuonnoii pynkuuu ciay:xonl JJOY cienyer orHecTu:
a)  PErucCTPalUIO BXOASIIUX, HCXOISMIINX H BHYTPEHHUX JOKYMEHTOB;
6)  OopraHH3aLHIO COBPEMEHHOTO PAaCCMOTPEHHs JOKYMEHTOB PYKOBOJCTBOM OpraHH3alLHy;
B)  KOHTPOJb 32 CPOKAMH UCIOJIHEHHS JOKYMEHTOB;
I)  IpOBEJCHHE YKCIIEPTU3BI HAYYHOH U NPAKTHIECKOH [IEHHOCTH JOKYMEHTOB.
14) Benenne nHGOPMAIHOHHO-CIPABOYHOI PaGOTHI 10 JOKYMEHTAM OPraHH3AIMH OTHOCHTCS K ...
a) K TexHouoruueckoi ¢pyHkuuu ciyx6ost JOY;
0) K OpraHM3alMOHHOI QyHKIMH ciryx0b1 JJOV;
B) K KOHTPOJbHOI GyHKIMH ciyx0bl IOV
r) K Meronuyeckoil GyHkimu ciyxosr JJOVY.
15) YcioBHoe 0603HAUYEHHE TOKYMEHTA, MPHCBAHBaeMoOe eMy IPH PerncTPaliy, Ha3pIBaeTcs ...
a)  IlopsaxoBslit HOMeD;
0) PerucrpauuoHHbI HHIEKC;
B)  YueTHBII HHIEKC.
16) T'1aBHOe Ha3HAYEHHUE PErHCTPALUN
a)  HampaBJICHHE JOKYMEHTa PyKOBOIUTEIIO;
0) mpuzaHUe JOKYMEHTY IOPUANYECKOI CHIIBI,
B)  IMOATBEPKJACHHE (aKTa ero CO3AAHMUS HIH IOCTYILICHUS;
I)  BBOJ JOKYMEHTa B HH(OPMAIMOHHYIO 6a3y OpraHH3alliH.
17) ®opmbl perucTpanum A0KYMEHTOB MOTYT ObITh
a)  KapToYHas;
0) KypHaJIbHA,
B)  aibOOMHas
r)  aBTOMAaTH3MpPOBaHHAs 3JEeKTpoHHas (Ha [ID9BM);
1)  GJIOKHOTHas.
18) IIpuMepHasi HOMEHKJIATYpA el
a)  COCTaBJIAETCS VI OAHOPOIHBIX 10 XapaKTepy AEATEIbHOCTH U CTPYKTYPE OpraHu3aLuii (peaAnpusTuii).
0)  cocraBisieTcs ISl OMHOPOIHBIX 10 XapaKTepy AesTeIbHOCTH, HO HMEIOIHX PasHylo CTPYKTYpy OpraHu3anui (IpearpHsTHIi).
B)  COCTaBJISIETCS IJIsl OTACIBHOIO MPENPHUATHS H OTPaXKaeT ero CHeLU(UKY.
19) CoBOKYNHOCTH JOKYMEHTOB, OTHOCSILIHXCS] K O/THOMY BONPOCY HJIH YYACTKY JeSITeIbHOCTH, IOMELIeHHbIX B OTIeJbHYIO 00-
JIOJKKY — HAa3bIBAIOT
a)  JenoM,
0)  mankow,
B)  apXHBOM.
20) C ueabio GLICTPOro MOUCKA IOKYMEHTHI B JIeJie PAcNoIaraloTcs B ONPe/IeIeHHO# M0c/e10BaTeIbHOCTH:
a) B XPOHOJIOTHYECKOH MOCIIET0BATEILHOCTH (GOPMHUPYIOTCS B Jielia IIPUKa3bl H T.X;
0) 1o HOMepaM B JeNa MOANINBAIOTCS HAKIIA{HbIe, KBUTaHIH;
B) B BOIPOCHO-JOIHYECKON MOCIIE0BATEILHOCTH MOIINBAIOTCS JOKYMEHTHI C MPHIOKCHHIMU.
I)  BCE OTBETHI BEPHBI
J1)  BCE OTBETHI HEBEPHEI
3ananue

CocTaBUTB M 0)OPMUTH CJIy:KeOHOE MHCHMO.

B mae tekymero roga cocrosiauce neperoBopsl npeacrapurenei 3A0 «CTekno», BBITYCKAIOIIETO U3AENUs U3 CTEKIIa, U TOProBon
dupmsr OO0 «Kompopt». Cepunasich Ha pe3yJbTaThl IEPEroBopoB, renepanbHblil aupektop OO0 «Komdpopr» Cemakun .M. obpatuics ¢
mpock00ii k reHepanbHOMy aupekTopy 3AO «Crexino» IleroBy T.U. o moaroroBke moroBopa Ha MOCTaBKY OKOHHOTO CTEKJIA JUIS TIIACTUKO-
BEIX OKOH. Anipec OO0 «Komdopt»: 122098, r. Bunoe MockoBckoii 00i1., yi. pyx0sl, 1.14, Ten/dakc (495) 549-21-34. Ilucemo moxaro-
TOBMJI HaYalbHUK Toprosoro otaena SAmkud O.I1. (Ten. 549-90-65).

Bapuant 2
1) K texnonoruu JIOY He oTHOCHTCS:
a)  TEXHOJIOTHH 0OpabOTKH ITOCTYMAOIINX W OTHPABIISEMBIX JTOKYMEHTOB;
0)  TEeXHONOTHH Mepeaauy JOKYMEHTHOI HH(OPMAIK KOHEYHOMY TT0JIb30BaTElIi0;
B)  TEXHOJIOTHH BBEACHHS JOKYMEHTOB B MH(OPMAIMOHHYIO 6a3y JaHHBIX OpraHH3alliy;
I)  TEeXHOJOTHs CO3IaHMs NoKyMeHTa B MS Word;
1)  TEXHOJOTHH 0OpabOTKM JOKYMEHTHOH MH(OPMaINN 1 HAKOTIIEHHS JOKyMEHTOB;
€)  TeXHOJIOTHH XPaHCHHs U HCIIOIb30BAHHUS OTACIbHBIX JIOKATBHBIX PYII JOKYMEHTOB.
2) JIoKyMeHTBI U3 BBILIECTOSILIMX, O/{BEIOMCTBEHHBIX OPraHH3aluil U 00pALIEHHS TPAXKIAH OTHOCATCH K
a)  BXOJAIIEMY JOKYMEHTOIIOTOKY;
0) ucxomsIeMy JOKYMEHTOIOTOKY;
B)  BHYTPEHHEMY JIOKYMEHTOIIOTOKY.
3) K konTposbHOii pynknun cayxosl JJOY ciaexyer oTHecTH:
a)  PETUCTPALUIO BXOISIIMX, HCXOMIINX U BHYTPEHHHUX JOKYMEHTOB;
0) opraHHM3aIHIO COBPEMEHHOTO PACCMOTPEHMS JOKYMEHTOB PYKOBOJCTBOM OpPTaHH3aIHH;
B)  KOHTPOJb 32 CPOKAMHU UCIIOIHEHHUS JOKYMEHTOB;
r)  IpOBEICHHE IKCICPTHU3bI HAYYHOMN U MPAKTHYCCKOI [ICHHOCTH JOKYMCHTOB.
4) ....—9T0 puxcanus GpaKTa CO31AHUA HJIH NOCTYIIEHUS JOKYMEHTA IIyTeM POCTABJIEHHUS HA HEM AaThl M PEIrHCTPALOHHOTO HH/IeKCca ¢

nocJIeAyIOIIHM BHeCeHHeM Heo0X0AHMBbIX CBeJeHHi 0 JOKyMeHTe B PericTPAllMOHHYI0 0a3y JaHHBIX.
a)  KOHTPOJb;

6) perucrpanus;

B) NEpeyeHb.
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5)

IpenBapurteabHOe paccMOTpPeHHe JOKYMEHTOB B ciay:xkoe JJOY nmoapasaensiercs Ha

a)  Ba)KHbIC U HEBAXKHEIE;

6) cpoYHBIC H HECPOUHEIE;

B) Ul 00S3aTENIBHOTO PAaCCMOTPEHHs PYKOBOACTBOM M HE TPeOYIOIHE PE30IIONNH PYKOBOACTBA M HAIIPABIISIEMbIC CPa3y B CTPYKTYPHbIC
HO/Ipa3/ielIeHHs] MCTIOTHHUTEIAM.

6) Ilocrynammue 10KyMEHTbI PerHCTPHPYIOTCS
a) B JICHb IIOCTYIUICHHS,
0) B JIeHb NOANMCAHMS WIH YTBEPKICHUSL.
7) HomeHnkiaaTtypa aeJ —3T0
a)  KIacCH(HMKALMOHHBIN CIIPaBOYHHK, 00S3aTeNbHbIN Il COCTABIICHUS BO BCEX IOCYIapPCTBEHHBIX OPraHU3ALMUSX, KOTOPBIN COACPKHUT MOJI-
HBIH TIepedeHb Jell, 3aBOJUMBIM BCeMH CTPYKTYPHBIMH HOJpa3/eIeHUsIMY, C yKa3aHHEM CPOKOB XpaHEHHUs, OOPMICHHBIH B YCTAHOBIICH-
HOM TIOpSIIKeE.
6) ximaccu(UKaTop KOTOPBIi, COAEPHKUT NEPeucHb NPUMEHIEMbIX B PA3JIMYHBIX OTPACIIAX SKOHOMHKH JO/DKHOCTEH PadOuHX H CIIy)KaIlHX, 3a-
(bMKCHPOBAaHHBIX 3aKOHOJATEIBHBIMI aKTaMH I HOPMATHBHBIMU JOKYMEHTAMH.
B)  HU3/aHUE NPAKTUYECKOr0 Ha3HAYEHHUS, C KPATKHM H3JI0XKEHUEM CBEICHUII B CHCTEMAaTHIECKOH (opMe, B pacuéTe Ha BHIOOPOUHOE UTCHHE,
Ha TO, 4TOObI MOXKHO OBLIO OBICTPO U JIETKO HABECTH 110 HEMY CIIPABKY.
8) I'pynnupoBaHWe HCIOJHEHHBIX TOKYMEHTOB B /1eJI0 B COOTBETCTBHH ¢ HOMEHKJIATYPOI J1eJ1 H CHCTeMATH3AIHs T0KYMEHTOB BHYTPH
JeJia - 3T0
a)  @dopmupoBaHUE NANOK
6) ®dopmupoBanue nena
B) ®opmupoBaHue apXuBa
9) Ilo cpokam XpaHeHHsI JOKYMEHTBI AeIATCS
a)  Ha JOKYMEHTHI C IOCTOSHHBIM CPOKOM XPaHEHHs, JOKYMEHTEI CO CPOKOM XpaHeHHs cBbInre 10 J1eT, JOKyMEHTHI CO CPOKOM XpaHeHus 10 10|
JIer.
6) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHEHHsI, IOKyMEHTbI CO CPOKOM XPaHEHHMS CBBIIIE SIIET, JOKYMEHTBI CO CPOKOM XPaHEHHs 110 5
JeT.
B)  Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHCHHsI, JOKyMEHTbI CO CPOKOM XPaHEHHMS CBBIIIE 3JI€T, JOKYMEHTBI CO CPOKOM XpaHEHHS 10 3
JIeT.
10) loxyMeHTBI OTIIpaBJisieMble H3 OPraHU3aLUH OTHOCATCS K
a)  BXOJAIIEMY JOKYMEHTOIOTOKY;
0) ucxonsIeMy JOKYMEHTOIIOTOKY;
B)  BHYTPEHHEMY JOKYMEHTOIIOTOKY.
11) LentpanuzoBanHas Gpopma opranuzanuu padbotsl ciryx0sr JOY mpeamonaraer

a)

HOJpa3/ieICHUEM HITH CEKPETapeM.

6)

JICHUAX.

B)

BBIMIOJTHEHUE BCEX TEXHOJIOTHYECKHUX OMEpaluii mo paboTe ¢ JOKyMEHTaMH OJHHMM CIEIHAIH3HPOBAHHBIM CTPYKTYPHBIM
BBINIOJTHEHUE YacTH Olepaliii HEHTPaIbHOH CIy>KOOH eIONpON3BOACTBA, U YaCTH ONEPalHil - B CTPYKTYPHBIX ITOJpa3ze

CO3J1aHHe COOCTBEHHOI IeTIONPOU3BOICTBEHHOMN CIIyKObI B KaXIOM CTPYKTYPHOM HOJpa3AeIeHUH OJHON OpraHu3aliu.

12) K merognyeckoii pynxnun cayxon1 JJOY ciaexyer oTHecTH:
a)  PErUCTPALUIO BXOIAIIMX, HCXOMIINX U BHYTPEHHUX JJOKYMEHTOB;
6) opraHM3aIHIO COBPEMEHHOI'O PACCMOTPEHMS JOKYMEHTOB PYKOBOJCTBOM OpPTaHH3aIHH;
B)  KOHTPOJIb 32 CPOKAMHU UCIIOJIHEHHUS JOKYMEHTOB;
r)  IpPOBEICHHE KCHEPTU3bl HAYYHOU M MPAKTUUECKOM IIEHHOCTH JOKYMEHTOB.
13) KonTpoas — 370 ..
a)  COBOKYIHOCTH JICHCTBUH, 00€CIIeYHBAIOIIMX CBOEBPEMEHHOE UCIIOIHEHHUE JIOKYMEHTOB;
0) cuCTeMaTU3UPOBAHHBIN MEPEUCHB 3ar0JIOBKOB JIEJI C YKa3aHUEM CPOKOB MX XPaHEHHUS;
B)  HET IPaBHIIBHOIO OTBETA.
14) IlpeaBapuTesbHOE pacCMOTPeHHE JOKYMEHTOB B ciyxkoe JJOY moapasaensiercs: Ha
a) Ui 00sA3aTENBHOTO PaCCMOTPEHNs PYKOBOICTBOM M HE TPeOYIOIHe PE30TIONNY PYKOBOICTBA M HANPABIIsIEMBIE CPa3y B CTPYKTyPHbIE
TI0/Ipa3/IeNICHNs NCIIOTHHUTEISM;
0) BaXHBIC M HEBaXKHBIC;
B)  CpPOYHBIC M HECPOYHBIE.
15) HomeHnkJjatypa jeJ — 3T0
a)  KIaccH(HUKaTOp KOTOPBIi, COACPKUT MEpeucHb NPHUMEHIEMbIX B PA3IMYHBIX OTPACIISIX SKOHOMUKH JIOJDKHOCTEH PaboumX M CIIyKalluX, 3a-
(PMKCHPOBAaHHBIX 3aKOHOAATEILHBIMU aKTaAMH H HOPMaTHUBHBIMHI JTOKYMEHTAMH.
0) KIaccU(UKAMOHHEIN CIPaBOYHHK, 00S3aTENIBHBII IS COCTABJICHNS BO BCEX TOCYIApCTBEHHBIX OPraHU3aLHsIX, KOTOPBI CONEPIKHT MOJ-
HbIH [IePEYEHb JICJT, 3aBOAMMBIM BCEMH CTPYKTYPHBIMHU HMOJIPa3ACICHUSIMH, C YKa3aHHEM CPOKOB XPaHEHHUS, 0(OPMICHHEI B yCTaHOBIICH-
HOM TOPSIJIKE.
B)  W3/laHUE NPAKTHIECKOr0 HA3HAYEHMS, C KPATKHM H3JI0KEHUEM CBEJICHUI B CHCTEMAaTHYECKOH (opMe, B pacyéTe Ha BEIOOPOUHOE UTEHHE,
Ha TO, YTOOBI MOKHO OBLIO OBICTPO M JIETKO HABECTH MO HEMY CIPABKY.
16) HomenkiaTypa jeJ1 OPraHU3alMU HA CJeAYIOIeil KaJdeHIapHBIii rojJ] cocTaBJseTCs
a) B 1-2 xBapTajmax TeKyIero rojga
0) B 2-3 kBapTanax TEKyILEro rojga
B) B 3-4 xBapTajgax TEeKyIIero rojaa
17) dopmupoBaHue J1eJ — 3TO
a)  TPYNIHPOBAHHE HCTIOIHEHHBIX JIOKYMEHTOB B JIEIIO.
0) rpynnupoBaHHe JOKYMEHTOB B JI€JI0 M CHCTEMAaTH3AIMsl JOKYMEHTOB BHYTPH Jiela.
B)  IPYNIHPOBAHHE MCIIOJHCHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUH C HOMEHKIIATYPOH JIeN M CHCTEMaTH3alHs JOKYMEHTOB BHYTPH Jela.
18) CdopmupoBaHHOe 1€J10 10KHO COTEPKATH
a) 250 nmcroB
6) He Oonee 250 aucTOB
B)  He MeHee 250 nHCTOB
19) DkcneprHasi KOMHCCHS - ITO

a)  COBEMIATeNbHBII OPraH, ee PEIICHHUs BCTYNAIOT B CUITY IIOCIIE YTBEP KACHUS PyKOBOJHUTEIEM OpPraHU3allUH, TaK KaK COIJIACHO 3a-
KOHOJIATEJILCTBY OH HECET OTBETCTBEHHOCTD 3a COXPAHHOCTD JIOKYMEHTOB.

0)  coBelIaTEeNbHBINH OpraH, ee PeNIeHNs BCTyHNAlOT B CHILY IOCJIE YTBEPIKICHHS PYKOBOAUTENIEM OPTaHU3AIHN.

B)  CoBemaTensHbli, 5KCIEPTHO-KOHCYIbTaTUBHBII OpraH, 00pa3yemblii B nessix 3G ()eKTUBHOro yyera MHEHUS TpaXkJIaH U UX 00be-
JIMHEHUH B ITpoIecce 3aKOHOTBOPUYECKOM NEesITENbHOCTH.
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WUTOTOBAasi KOHTPOJIbHAs paboTa
Jucnuninna «JlokyMeHTannoHHOe ofecnedeHue YIpPaBJIeHUsS»

1 BapuaHT

1) Yto oTHOCHTCS K MPU3HAKAM JOKYMEHTA:

a) (QYHKIMOHAIFHOCTH HH(OpPMAITHH;
0) TOXIECTBEHHOCTH caMOMy cele;
B) 3aBEpIIEHHOCTh COOOIICHUSL.

2) ... — IOKYMEHTBHI, OTPa’Kal0IINe Pe3yabTaT CTPOUTEIHLHOT0 H TEXHOJOIMYeCKOT0 MPOEKTHPOBAHMUS,
KOHCTPYHPOBAaHMUSI, MHKEHEPHBIX M3bICKAHMI M IPYTrUX padoT IO CTPOUTEILCTBY 3AAHMI H COOpPYKe-
HHUM ¥ U3r0TOBJIEHHUIO H3/1eJIUH MPOMBIIIIEHHOT0 TPOU3BO/ICTBA.

a) TEXHUYECKHE JOKYMEHTBI;

0) (QOTOIOKYMEHTHI,

B) KHHOJOKYMEHTBI;

r) (OHOIOKYMEHTEI,

A) JOKYMEHTHI Ha MAIIMHHOM HOCHTEIIE.

3) /JloxkyMeHT, BOCIIPOM3BOASIINI HH(POPMALMIO APYIOro JOKYMEHTA H BCe ero BHELIHUEe MPU3HAKH
a) BTOPWYHBIH;

0) BH3YaIbHBI;
B) KOTMHS.

4) CorgacHo Ki1accu(puKaluu T0KYMEHTOB MO YPOBHIO 00001IeHus] HHpOpManuN pa3inyaioT J0KyMeH-
THI:

a) TEepBUYHBIC U BTOPUYHBIE;
0) TEKCTOBBIE U HETEKCTOBBIE TOKYMEHTBI;
B) JOKYMEHTHI Ha €CTECTBEHHOHN M HCKYCCTBEHHOI MaTepHalbHOW OCHOBE;
l") NICPUOANICCKUEC U HETICPUOANICCKUEC TOKYMCHTEI.
5) AyOaumkar —
a) 9TO MEPBBIH (WU eIUHUIHBIH ) IK3EMIUIAP JOKYMEHTA, 00JIaIaI0IUi IOPUIMYCCKON CHIION;
06) 3TO TOKYMEHT, BOCIIPOM3BOAALINI MH(OPMAIUIO IPYTOTO JOKYMEHTa U BCE €r0 BHEIIHUE NPU3HAKH HIIH
4acTh UX;
B) 3TO KON 0HINAIBHOTO JOKYMEHTA, MMEIOIIAs FOPUINYECKYIO CHITY ITO/UIMHHHUKA.

6) TecHast B3aHMOCBA3b 3JIEMEHTOB U MOACHCTEM JOKYMEHTA, 00ecleYHBaOIIasi ero HeJI0CTHOCTh H TOXK-
JeCTBEHHOCTh CaMOMYy cefe — 3T
a) arpuOyTHUBHOCTE;

0) (QYHKIMOHAIBEHOCTE;
B) CTPYKTYPHOCTb.

7) IlpaBoBasi GyHKIMSI TOKYMEHTA OTHOCUTCS K KaTeropuu
a) TJIABHBIE
6) oOmrue
B) CHEIUAIbHBIC

8) Kakum cBOiiCTBOM MOKHO 0XapaKTepH30BaTh HAJIMYMeE Y TOKYMEHTA HEOTheMJEMBIX cilaraeMbix, 0e3
KOTOPBIX OH CYIIECTBOBATH He MOKeT?

a) arpuOyTUBHOCTE;
0) BEIICCTBECHHOCTD;
B) CTPYKTYPHOCTb.

9) ... — 3TO mpouecc YNOpsiI0YeHHs] HJIM pacnpenesieHHsl JOKYMEHTOB MO KJIAcCaM € LeJbI0 OTPaKeHUsl

OTHOLUIEHUH MeK1y HUMHU U COCTABJIEHMS KJIACCH(PHUKALUMOHHON cXeMBbl.
a) CTPYKTYpHpOBaHHE;

0) xIaccupuIupOBaHHE;

B) JIOKYMEHTHPOBAHHE.

10) Kakoii U3 npuBeeHHbIX HHKE PEKBU3HTOB BKJIIOYAET MOANMCH UCIIOJTHUTE/S JOKyMeHTa?
a) OTMeTKa 00 UCTIOJIHUTEIE;

6) oTMeTKa 00 MCIIOJTHEHUH JOKYMEHTa U HAIIPaBJICHUH €TO0 B JIEN0;
B) OTMETKa O MOCTYIJICHUH JOKYMEHTa B OPTaHU3AIIHIO.

11) Ha3oBuTe pa3Mep NpaBoro noJisi (B MM), KOTOPBI yCTaAHABJIMBAET /1151 yNPaBJIeHYeCKUX IOKYMEHTOB
I'OCT P 7.0.97-2016
a) 10mm
0) 20 mm

12) Kakast yacThb TeKcTa NPHKAa3a sABJsieTcs 00s13aTebHON?

a) KOHCTaTHpyoIas
0) pacnopsauTenabHas
13) PexBHU3HT JOKYMEHTa — 3TO:

a) €ro OTJENbHBIN J1€eMEHT
6) dYacTh CIry)KeOHOro mrchMa
B) (QupMEHHBIN OJaHK
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14)

C noMombI0 KaKOro peKBU3UTa 0hopMIIsieTcsl BHELIHee COrIacOBaHMe J0KyMeHTa?
a) BU3bBI COITIACOBAHMUS
0) rpuda cormacoBaHus

15) U3 npuBeJeHHBbIX HUKe MAPHBIX HAUMEHOBAaHMII BbIOepHTe NMpouecchl, KOTOPbIe COKPAINAIOT YHCJI0
(opM N1OKYMEHTOB M YCTAHABJIUBAKIOT HX €IMHOO0PAa3HOE HATIMCAHHE:
a) THUNU3AIWSA U aBTOMATH3aLHUs
0) yHHpHUKAIKA ¥ ONTHUMHU3AIIL
B) yHU(UKALUS U CTAaHAAPTH3AMA
16) B rpynny opranm3anuoHHbix fokymentoB HE Bxoamur:
a) TPYIOBOH JOTOBOP
0) mTaTHOE paclucaHue
B) TIOJIO)KEHUE
17) Boi0epuTte NpaBWJIbHBIA BapuaHT NU(POBOro opopmMiIeHHs AaThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
18) Ilpuka3s siBasiercsi:
a) JOKyMEHTOM, TPUHHUMAEMbIM KOJUIETHAIbHBIM OPTraHOM JJIsl PELIEHUs IPOU3BOICTBEHHBIX 3a/1a4, BOIIPO-
COB;
0) MPaBOBBIM aKTOM, M3/1aBAEMBIM PYKOBOAUTEIIEM, ISl PEIICHNS] OCHOBHBIX ONEPAaTHBHBIX 337at, CTOSIINX
nepes JaHHOM OpraHu3anuen
19) Kax Ha3pIBaICA JOKYMEHT, yUpekaeHHBIN [leTpoM I, onpenenstontiii KpoMe BCETo MpOYero OpraHu3amnio
paboTHI C JOKyMEHTaMH B KOJIIETHSX?
a) ['eHepasIbHBII pernameHT;
6) [I'enepanbHbIii GopMyIISIp;
B) [‘eHepanbHbIil MaHU(ECT.
20) OcHOBOIi OpraHU3aIUH 1EATETHPHOCTH MUHUCTEPCTB CTaJl MPUHIIUII ...
a) KOJIJICTHAJIBHOCTH;
0) cIMHOHAYAIHS;
B) pa3eleHHs MOJTHOMOYHIMA.
21) ....9TO ABM:KeHHeE JTOKYMEHTOB B OPraHHM3alHU ¢ MOMEHTA UX CO3AaHMS WU MOJIy4eHHUs 10 3aBepil e-
HHUSl MCTIOJTHEHNSI HJIM OTIIPABJIEHNS.
a) perucTpanus;
0) cHcTeMa JOKYMCHTAIIHH;
B) JOKYMEHTOOOOpOT.
22) ITo OTHOLIEHHIO K YIIPABJIEHYECKOMY 00beKTY BbIAEISIOT JOKYMEHTOIMOTOKHU:
a) BHYTPCHHUH JOKYMEHTOIIOTOK;
0) TOpU3OHTAIBHBIA JTOKYMEHTONOTOK;
B) BXOAAIINH JOKYMEHTOIIOTOK;
I) BEPTUKAIbHBIA JOKYMEHTOIIOTOK;
J) MCXOJSIIHIA JOKYMEHTOIOTOK.
23) OcHoBHas Heb cay:xk0ob1 JOY
a) OCYLIECTBHUTH B IIOJHOM Mepe BCe JICUCTBHUS MO JOKYMEHTAIIMOHHOMY O0ECIICYEHUIO JESTeIbHOCTH Op-
raHu3alny;
0) OCYLIECTBHUTH B IOJHOM Mepe BCe ACHCTBHUS 110 MaTEPUAIbHO-TEXHUUECKOMY 00ECIIEYEHUIO AesTEIbHO-
CTH OpTaHM3alNy;
B) OCYIIECTBHUTH B ITOJHOM Mepe Bce NeHCTBHS 10 HHPOPMAILIMOHHOMY 00ECIIEUCHUIO AeATeIbHOCTH Opra-
HU3aIUH.
24) K opranm3anuoHHoii pynknun ciay:xkobl JOY ciaexyer oTHecTH:
a) PErucTpanuio BXOSIINX, HCXOISIINX U BHYTPEHHHUX JOKyMEHTOB;
0) OpraHM3aIMIO COBPEMEHHOI'O PACCMOTPEHHS JJOKYMEHTOB PyKOBOJICTBOM OpTaHU3allly;
B) KOHTpOJIb 38 CPOKAMH HCIIOJIHEHUS IOKYMEHTOB;
I) IpOBEJEHUE FKCIEPTU3bI HAYYHOH U MPAKTUUECKOH LIEHHOCTH JOKYMEHTOB.
25) Benenue uH(popManMoOHHO-CIPABOYHOIi PaGOTHI 110 TOKYMEHTAM OPraHU3aIllMi OTHOCHTCS K ...
a) K TeXHOJIOTH4ecKoi QyHKIwm ciyx0os! JJOVY;
0) K opraHM3anMoOHHON (yHKIMHU ciry)05I JJOY;
B) K KOHTpOJbHOW ¢yHKIHHU ciryk051 IOV
r) K Meroandeckoil pyHkimm ciryx6s JJOV.
26) YcyoBHOe 0003HAUEHHE JOKYMEHTA, IPUCBANBaeM0e eMy NMPH PerucTpaiun, Ha3pbIBaeTcsl ...
a) IlopsaxoBerii HOMEp;
0) PerucrpanuoHHBbIN HHAECKC;
B) Y4ETHBIA UHJICKC.
27) I'naBHOe Ha3HAYeHHe PEruCTPANHMH

a) HarpaBJeHHUE JOKYMEHTa PYKOBOJIUTEIIO;
0) npuzaHue TOKYMEHTY IOPHINUYECKOM CHIIBI,
B) IOATBEp>K/IeHHE (aKTa ero co3/1aHMs WM NOCTYIUICHUS;

60




I) BBOJ JIOKYMEHTa B MH(OPMAIIOHHYIO 033y OpraHHU3aliH.

28) ®opmblI perucTpanuu J0KyMeHTOB MOTYT ObITh

a) KapTouHas;

0) KypHaJIbHas,

B) ampOOMHas

I) aBTOMAaTHW3WPOBaHHaA AIeKkTpoHHAsA (Ha [[DBM);
1) OJOKHOTHAs.

29) CoBOKYNHOCTH JOKYMEHTOB, OTHOCSIIIHXCH K OTHOMY BOMPOCY HJIM YYaCTKY AesITeIbHOCTH, MO~

MeIeHHBIX B OTEJbHYIO 00JI05KKY — Ha3bIBAIOT
a) Jelom,

0) mMmamKkoi,

B) apXHBOM.

30) DxcnepTU3a HEHHOCTH TOKYMEHTOB — 3TO

a) 0oTOOp JOKYMEHTOB Ha FOCYIApPCTBEHHOE XPAHCHHE MM YCTAHOBJICHHE CPOKOB UX XPAHEHHS HA OCHOBE
TPUHATHIX KPUTCPUECB.

0) 0TOOp JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE

B) YCTaHOBICHHE CPOKOB MX XpaHEHHs HAa OCHOBE MPHHATHIX KPHTEPHEB.

2 BapMaHT
1) JoKyMeHT WjIH KOMILJIEKC T0KYMEHTOB 3TO ...
a) MpeAMeT JOKYMEHTOBEICHUS;
0) O0OBEeKT TOKyMEHTOBEICHUS;
B) JIOKyMEHTOBEJCHUE.
2) Kaxas GyHKIHSI OTHOCHTCA K CIENMAJbLHBIM (DYHKIMAM JOKyMeHTa?
a) yIopsI04HBarOIIas;
06) ympaBleHuUecKas;
B) uH(pOpManMOHHAS.
3) ... — DIOKYMEHTHI, CO3JaHHbIE C HCIO0JIb30BaHHEM HOCHTEJIeH M cnocod 3anmucu, o0ecne4nBalOIIuX 0TPadoT-
Ky UX HH(OPMAINH YJIEKTPOHHO-BBIYHCINTEILHO MaLINHOIA.
a) TEXHHYECKUE JOKYMEHTBI;
0) (OTOMOKYMEHTHI,
B) KHHOIOKYMEHTHI;
r) (OHOTOKYMEHTEHI;
A) JTOKYMEHTHI HA MalIMHHOM HOCHTEJIE.
4) JloxymeHT, BOCHPOU3BOAAMMI HHPOPMALHIO APYTOT0 TOKYMEHTA U BCE €ro BHENIHNE NPH3HAKH
a) BTOPHUYHEI;
0) BHU3yaJbHEI;
B) KOMHS.
5) dyOJaumkar —
a) 9TO MepBBIN (WM €IMHUIHBIN) K3EMIUTSIP JOKYMEHTA, 00JIaJarolIni IOPUAMYECKON CHUITON;
0) 9TO JOKYMEHT, BOCHPOM3BOAANINN MH(OpPMALIMIO JIPYroro NJOKyMEHTa M BCE €ro BHEIIHHE MPHU3HAKU WU
4acTh UX;
B) 9TO KOIHs OQHIMAIBHOTO JOKYMEHTa, HMEIONIAsl FOPUINYECKYIO CHIY MOJJTHHHHUKA.
6) TecHast B3aMMOCBSI3b 3JIEMEHTOB U IOACHCTEM JOKYMeHTa, 00ecleyuBalOLIasi ero HeJOCTHOCTh M TOXKAe-
CTBEHHOCTh caMOMYy cele — 3TO
a) arpuOyTHBHOCTH;
0) (YHKIMOHAIBHOCTE;
B) CTPYKTYPHOCTb.
7) IlpaBoBasi pyHKIUA TOKYMEHTA OTHOCHTCH K KAaTErOpPHH
a) TJIaBHBIC
0) oOmue
B) CIENUaIbHbIE
8) Jokymenr, conepxauuii HHpopManuio, He NMPeAHAZHAYEHHYIO /IUIsI IIMPOKOT0 PacpoCcTpaHeHust
a) HeomyOJIMKOBaHHBII;
0) HemyOIMKyeMBbIH;
B) HENEpUOAUYECKUH.
9) Bce onepauuu no 06padoTKe JOKYMEHTOB COCPEIOTOYUBAITCS B €IUHOM L[EHTPeE - KaHIeJIsIPuH, 001IeM
oTAeJie WM Y ceKpeTaps npH ...
a) [EHTPaTU30BaHHON (hOpMe OpraHM3aIH JIETOMPOU3BOJICTRA;
0) IeueHTpanM30BaHHOH (hopMe OpraHU3aIMH JIEIONPOU3BOICTBA;
B) CMeNIaHHOH (hopMe OpraHHu3aIH JICIONPON3BOACTBA;
10) Kakue opraHnu3anoHHbIe JOKYMEHTHI YTBEP:KAAI0TCS PYKOBOANTEIeM OPraHu3anum?

a) JJOJDKHOCTHBIE MHCTPYKINHU
0) T1OJ0XKEHHS O CTPYKTYPHBIX NOJpa3/IeeHUsIX

61




B) IpaBuWia BHyTPEHHETO pacropsaKa
T) BCE NEPEYMCICHHBIE BhIIE JOKYMEHTHI

11) Kakue pacnopsiaurejbHble JOKYMEHTHI H3AAI0TCS HA OCHOBE eIMHOHAYATNS?
a) pemeHus
0) TpuKa3bI
12) C kakoii neJbI0 Ha CJIY:KeOHOM MUCbMe YKA3bIBAOT GaMIIUIO U TesieOH MCIIOTHUTEeNA?
a) UIS OTIEPATHUBHOM CBSI3H C MCIOIHUTEIEM
0) Ui NpUJaHUS JOKYMEHTY IOPUANYECKON CHUJIIBI
13) Ha xakom ciy:ke0HOM nmucbMe nmpocrapiasiercs pekBH3UT (13) «Ccebliika Ha perucTpanuoOHHbII HOMep H
ATy TOKyMeHTa»?
a) THChMax - MPOCKOax
6) COMpOBOIUTENLHBIX MUCHMaX
B) WH(OPMANMOHHBIX UCbMaX
r) MHChMax- OTBETax
14) Tunosoii (popmMyasip AOKYMEHTA — 3TO COBOKYITHOCTh PEKBH3UTOB:
a) 00s3aTeNbHBIX (TIOCTOSHHBIX)
0) HEoOXOAMMBIX JJIsl JAHHOTO JJOKYMEHTa
B) PAaclHOJIOKEHHBIX B OIIPEAEICHHO MOCIeN0BaTEIbHOCTH
15) IIpoekT npuKa3a no JUYHOMY COCTABY TOTOBHUTCSI:
a) PYKOBOIMTEJIEM OpraHU3alNU
0) pyKOBOAWTENIEM CTPYKTYPHOTO MOApa3AeICHNUs, TAe TPYAUTC pabOTHHK
B) HAYaJbHUKOM OTHAENA KaJpoB
16) Kaxkoii peKBH3UT He BXOJUT B COCTAaB MpuKa3za?
a) Jara JOKyMEHTa
0) ampecat
B) HaMMEHOBAHUE OpraHU3aLUH
r) TMOJMNHUCH
17) He BepeH cieqyronuii 3aro/I0BOK NpuKasa:
a) «O peopranuzanuu MpearnpusITHs;
6) «lIpuka3 no NpeAnpUATHION;
B) «OO0 M3MEHEHUH OIUIATHl OTIIYCKOBY
18) Yxkaxkurte npaBujibHOe 0003HAYEHHE MeCTa U3JaHUs JOKYMEHTa:
a) T. Mocksa;
0) ropoxm Mockga;
B) Mocksa
19) Kaxk HaspIBancs JOKyMEHT, yupexxaeHHbIN [leTpoM I, onpenensroniuii KpoMe BCEro NpoYero OpraHu3anuio
paboTHI C JOKYMEHTaMH{ B KOJIJIETHAX?
a) ['eHepasbHBIl periaMeHT;
0) [enepambHBIH QOpMYIIAp;
B) [eHepampHBIN MaHU}ECT.
20) Kakue oprann3anmoHHbIe JOKYMEHTHI YTBEPKIAIOTCS PYKOBOIUTeEIeM Opranu3anuu?
a) JIOJDKHOCTHBIE HHCTPYKIIUH
6) TONOXXEHHS O CTPYKTYPHBIX MOIPa3IEICHISIX
B) TpaBHJa BHYTPEHHErO pacropsaka
r) BCE MePEUUCIICHHBIE BhIIIE JOKYMEHTBI
21) CBUTOK U3 MOAKJIECHHBIX APYT K IPYTY JIUCTOB — 3TO ...
a) TpaMoTa;
0) TeTpanb;
B) CTOJIOCII.
22) JlokyMeHTBI U3 BBILIECTOSIIINX, MI0IBeJOMCTBEHHBIX OPraHU3AIU 1 00paleHusi TPAKIaH OTHOCATCS K

a) BXOIAIIEMY JOKYMEHTOIIOTOKY;
0) wuCXOAIEMY TOKYMEHTOMOTOKY:;
B) BHYTPEHHEMY JTOKYMEHTOIOTOKY.

23) JleuentpanusoBannas GopMa opranuzamuu padorsl cay:xos JOY npeanonaraer

a) BBINIOJHEHHE BCEX TEXHOJIOTHUECKHX OIepalii 1o paboTe ¢ JOKyMEHTAaMH OJJHAM CHEeNNaTN3MPOBAHHBIM
CTPYKTYPHBIM MOJpPa3IeIEHUEM WU CEKPETapeM.

0) BBINOJIHEHUE YACTH OTIEPAIlMil IEHTPAIIEHON CITY>KOO¥ IeIOIPON3BOACTBA, H YaCTH OIEPAIUi - B CTPYKTYp-
HBIX MTOJIPa3/ICICHUAX.

B) CO3JaHHE COOCTBEHHOH EIOIPON3BOACTBEHHOMN CITYKOBI B KAYKAOM CTPYKTYPHOM ITOAPa3AEICHUN OTHOM
OpraHU3alHH.

24)

K xonTpoabHoi pyHkmuu cay:xont JOY cienyer oTHecTH:

a) pEeTUCTpaAlIO BXOOAINX, UCXOOAINNX U BHYTPEHHUX JOKYMCHTOB,

0) opraHU3aIMIO COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PYKOBOJCTBOM OpPraHM3alHH;
B) KOHTpOJIb 32 CPOKAMH HCIIOJIHEHHUS IOKYMEHTOB;

r) NpOoBeJIeHHE YKCIEPTU3bl HAYUHOH U MPAKTUYECKON IIEHHOCTH JOKYMEHTOB.

25)

... —3T0 puKcanus GaKTa CO3TaAHNA WJIH NOCTYIJIEHUsI JOKYMEHTA MyTeM MPOCTABJIEHHS] HA HeM 1aThl H
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PerncTpanMoOHHOr0 HHAEKCA ¢ MOCTeIyIOIHM BHeCeHHeM HeOOX0INMBbIX CBeIeHHii 0 JOKYMeHTe B PerucT-
PAHOHHYI0 023y NaHHBIX.

a) KOHTPOJIb;

0) perucTpanus;

B) TIEpEUYEHb.

26) IIpeaBapuTeabHOE paccMOTpPeHUEe TOKYMeHTOB B cayxkoe /IOY nmoapasaensiercs Ha
a) BaXHBIC U HCBa)KHBIC,
0) CcpouHBIE H HECPOUHEIE,
B) JUIA 0053aTEJILHOTO PaCCMOTPEHHUS PYKOBOICTBOM M HE TPEOYIOLIHE PE30IIOLIH PYKOBOJICTBA U HaIlpaBJIsie-
MBIE Cpa3y B CTPYKTYPHBIE MOJpa3/ieleHHs UCTIOTHUTEISIM.

27) IocTynaoumme 10KyMEHTbI perucTPUPYIOTCS
a) B JICHb MMOCTYIUICHHUS,
6) B JIeHb NOANKMCAHUS WIH YTBEPKICHHUSI.

28) HomeHkJ/aTypa Jejl OpraHu3anuu HA cieaylouleil KajeHIapHblil roJ coCTaBIseTCs
a) B 1-2 KBapTajax TEKyIIero rojaa
6) B 2-3 kBapTanax TEKyILEero rojaa
B) B 3-4 xBapTajax TEKyIIEro roja

29) I'pynnupoBaHue NCHOJHEHHBIX JOKYMEHTOB B /IeJI0 B COOTBETCTBHH ¢ HOMEHKJIATYPOH /1eJ1 M CHCTEMATH-
3a1Ms JOKYMEHTOB BHYTPH AeJIa - 3TO
a) dopmupoBaHHe TAIOK
06) ®dopmupoBanHme rena
B) ®opmupoBaHHe apXxuBa

30) ITo cpoxam xpaHeHHUsI JTOKYMEHTHI TeJIATCS
a) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEeHWs, TOKYMEHTBI CO CPOKOM XpaHeHus cBbinie 10 net, ToKy-
MEHTHI CO CPOKOM XpaHeHus a0 10 jer.
6) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEHHs, TOKYMEHTHI CO CPOKOM XPaHEHHs CBBIIIE SJIeT, JOKyMEH-
THI CO CPOKOM XPaHECHUs 10 5 JIeT.
B) Ha JOKYMCHTBI C TIOCTOSIHHBIM CPOKOM XpaHCHUA, JOKYMEHTBI CO CPOKOM XpaHCHHUA CBBILIC 3J'IeT, JOKYMCH-
THI CO CPOKOM XPaHEHUs 10 3 JIeT.
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