ABTOHOMHasi HEKOMMepUecKas npoeccuoHasibHasi 06pa3oBaTe/ibHast
opraHmsaums
«KAJTMHNHIPAOCK KOJITELAK YTTPABJIEHNA»

YTBepXAeHO

YyebHO-MeTOANYECKMM coBeTOM Konnemxka
MPOTOKO/ 3acefiaHuns

Ne 24 ot 20.02.2020 .

PAEOYASA MPOMPAMMA AUCLMM/INHDI
NOKYMEHTOOBOPOT B OPFAHU3ALIN C UCMO/b30OBAHVEM
caj
(Or.13)

N 38.02.01 SKOHOMUMKA W ByXranTepCcKuin
Mo cneynanbHOCTU
y4yeT (Mo oTpacsnisam)
Keanngukaumns Byxrantep
dopma 06y4veHUs O4YHasd
Pabouunii y4ebHbIid NnaH no

CneunanbHOCTN YTBepXKAeH
anpekTtopom 05.11.2020 .

KanuHuHrpag,
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JIncT cornacosaHms pa60L|e|71 nporpaMmmbl ANCUNNANHBI

Pabouyas nporpamma AUCUUNINHBI «[lOKYMEHTOOO0POT B OpraHusauuv C WCNONb30BaHWEM
C3/»» paspaboTtaHa B cooTBeTcTBUN ¢ PIOC CIMO no cneymnansHocTn 38.02.01 SKoHOMUKAE U
Oyxrantepckuii yyet (Mo oTpacnsam), YTBEPXAEHHbIM Npuka3oM MuHucTepcTBa 06pa3oBaHus v
Hayku Poccuiickoin ®epepaunn ot 05.02.2018 r. Ne 69.

Cocrasutens bapaHayckeHe M.B.

Pabouass nporpaMMa [AUCUMMNMHBLI paccMOTpeHa W ofobpeHa Ha 3acefaHun YuebHo-

METOLMYECKOro CoBeTa Konneaxa, npotokon Ne 24 ot 20.02.2020 .

PernctpaunoHHbIi HoMep



CogepxaHue Crp.
Llenn 1 3afa4n 0CBOEHWNA AUCLUNNHBI 4
MecTo ancumnnumHbl B cTpykType OMOTM 4
MepeyeHb NNaHNPYeMbIX Pe3ynbTaToB 00YYEHUS NO AUCLMNIVHE,

COOTHECEHHbIX C MNaHUPYEMbIMU pe3yfibTaTtaMy OCBOEHUS 4

o6pas3oBaTte/ibHOM Nporpammbi

O6beMm, CTPYKTYypa 1 cofepXKaHue ANCLMMNINHbI B 3a4ETHbIX eAUHMLAaX C
yKa3aH/WeM KOMMYeCTBa akafleMUYeCKMX YacoB, BblAeNeHHbIX Ha
KOHTaKTHYH0 paboTy obyuvarowmxcs ¢ npenogasarenem (No suaam
3aHATUIA) M Ha CaMOCTOSATeNbHYHO paboTy 06yyvaroLmnxcs

MepeyeHb 06Pa30BaTeNbHbIX TEXHOMOMIA, NCMO/Mb3YEMbIX NPK
OCYLLECTB/IEHMI 06pa3oBaTeNbHOIO MpoLecca Mo AUCLMUMINHE, BKKOYas
nepeyeHb NULEH3MOHHOTO NPOrPaMMHOr0 06ecreyeHms, COBPEMEHHbIX
npoeccnoHanbHbIX 6a3 flaHHbIX Y MHPOPMALMOHHbBIX CMPaBOYHbIX CUCTEM

OueHOoYHble cpefcTBa U MeTOANYECKME MaTepuasbl Mo UTOram OCBOEHUSA
AVCUNNINHDBI 13

OCHOBHas 1 JONONHUTENbHAS yYebHas NMTepaTypa U 3N1eKTPOHHbIe M
06pa3oBaTe/ibHble Pecypcbl, HEOOXOANMbIE ANS OCBOEHMS AUCLUNINHBI

[ononHuTenbHbIe pecypcbl MHPOPMALMOHHO-TEIEKOMMYHUKALVMOHHO
ceTn «VIHTepHeT» He06XoANMbIe AN OCBOEHUS AUCLAMNHBI 14

Tpe6oBaHMA K MUHUMaNbHOMY MaTepuanbHO-TEXHUYECKOMY
obecneyeHnto, HEOOXOAMMOIO ANsi OCYLLECTBNEHMSA 06pa30BaTe/IbHOro 15
npouecca no AUCUnnInHe

MpunoxeHune 1 OueHOYHbIE CPeACTBA AN NPOBEAEHNS BXOAHOTO,
TEKYLLEro, py6eXXHoro KOHTPOAS 1 NPOMEXYTOUYHOI aTTecTalmm
06YyyatoLmMxcsa no AMCLMUNVHE U METOANYECKME MaTepUabl Mo ee
OCBOEHWIO


file://../../../%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx#bookmark16

1. Llenun 1 3afa4m 0CBOEHUS AUCLUNANHbI

OucumnnnmHa «[JoKymeHTo060poT B opraHusauum ¢ ucnonb3osaHvem C3/0» gopmupyet
CMOCO6HOCTb BefieHWsA Aefonpon3BOACTBa M [JOKYMEHTO0O0pPOTa B OpraHax rocyAapCTBeHHOM
Bnactn Poccuiickoil ®epepauun, opraHax rocyfapCTBeHHON Bnactu cy6bekToB Poccuiickoit
defepaunn, opraHax MeCTHOTO CaMOYMpaB/ieHUs, TOCYAAapPCTBEHHbIX W  MYHULMUMNaNbHbIX
NPeAnpUATUAX U YUPeXKAeHUAX, HayuyHbIX U 00pa3oBaTeNbHbIX OpraHu3aumsax, MoUTUYECKMX
napTusx, 06LLeCTBEHHO-MOMIUTUYECKNX, HEKOMMEPYECKUX N KOMMEPYECKUX OpraHu3aLmsx.

Llenb ocBoeHUs AucuunavHbl «[JOKYMEHTO060pOT B OpraHu3auuu ¢ MCNO/b30BaHUEM
C3/» 3aK/ioyaeTca B OBafieHN OCHOBaMU MPaBU/IbHOr0 OhOpMIEHUS AOKYMEHTOB COracHoO
Tpe6oBaHuam MTOCTa v Hagnexalein opraHusauuven JOKYMeHTO060poTa C MCMO/b30BaHWEM
C3aa.

3agaun:

- (bopMMpoBaHMe y 06yyatoLLMXCA CUCTEMHOMO NOAX0A4a K 1eNIonpon3BOACTBY;
- (hOpMMPOBaHME OCHOB 3HaHWA HOPMATMBHO-METOAUYECKON 6a3bl [enonpou3BOACTBA U
coctaea peksumsmtos FOCT P 7.0.97 - 2016, cneundukn ctaHgapta FOCT P 7.0.97 -

2016;

- YCBOEHMe MeTasi3blKa 4efI0Npon3BOACTBA B YCTHON U NMUCbMEHHOW (opME;
- NOHVMaHMe npouecca JOKYMeHT0060pOoTa B OpraHn3aumumn ¢ ncnonb3osaHnem CI/.

2. MecTo gucunnnuHbl B cTpykType OMOr

2.1. YKasaHue MecTa QAUCUUNAWHLI B CTPYKType nporpaMmbl MOArOTOBKU
creynannucToB CpeaHero 3BeHa

OucunnnmHa «[JoKyMeHTO060pOT B OpraHumsauuu ¢ ucnosb3osaHmem C30» m3yyaercs
Ha BTOPOM KypCe B TpeTbeM CEMECTPE WM OTHOCUTCA K AucumnivHaMm o6Lieobpa3oBaTe/sibHOro
umkna (Or1.13) yyebHoro nnaHa AHMOO «KKY» no cneynanbHocTn 38.03.01 OKOHOMUKA U
OyXranTepckuii yyet (nNo otpacnsam).

MonyyeHHble B npouecce 0BYyYeHMS 3HAHWSA, YMEHUS U NPaKTUYEeCKUA OMbIT MOFYT ObITh
NCNONb30BaHbI MPY NMPOXOXKAEHNUN BCEX BUAOB MPaKTUK.

2.2. KaneHpapHbli rpaguk hopMmupoBaHMa KOMMETEHLUM

Tabnuua -1 KaneHgapHblid rpadguk hopMmpoBaHms KomneteHuun OK-5

Ne  HavmeHoBaHve y4ebHbIX AUCLMMINH Y MPaKTVIK, YYacTBYHOLLMX B (DOPMMPOBaHN CewmecTp
n/n KOMMETEHLMN 1 2 3 4
1 MM.05 BbinonHeHve pa6oT no npodeccun “"Kacep™ (KBUIMPUKALMOHHBIA
3K3aMeH)
5 MM.01 JoKyMeHTMpPOBaHWE X03ACTBEHHbIX OMepaLuii n BegeHne +

OyXrasiTepcKoro yyeta akTMBOB OpraHusaumnu
MM. 02 BegeHne 6yxraaTepCcKoro yyeta MCTOYHMKOB (hOPMUPOBaHNS

3. aKTuMBOB, BbIMOJIHEHWe PaboT Mo MHBEHTapU3aunM akTUBOB N (DUHAHCOBbIX +
0653aTeNbCTB opraHM3aLmm

4. On. 13 oKyMeHT0060pOT B 6aHKe C ncrnosib3oBaHnem C3/ +

5 TIM.04 CocTaBnieHUe U UCMOb30BaHNe ByXraiTepCKON OTHETHOCTM +

6. M. 03 MNpoBegeHne pacyeToB C 6IOIKETOM M BHEOKOMKETHLIMU (DOHAAMM +
7.  EH.04 OcHOBbI 1cCreaoBaTeNbCKOM AesTe/TbHOCTU +
8  Orll7 MNpaBoBoe o6ecrneveHne NpoeccMoHaIbHON AeATeNIbHOCTH +
9. NMNA4 MpeaaMnioMHas NpakTuka +
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3. MepeyeHb NNaHUPYEMbIX Pe3ynbTaToOB 006y4YeHUs NO AUCLUMANHE, COOTHECEHHbIX C
NNaHWpPyemMbIMU pe3ynbTaTamMn OCBOEHUS NPOrpaMMbl MOATOTOBKM CNeLnanmcToB
CpefHero 3BeHa

3.1.ba30Bble MOHATUA, UCMOMb3YyEeMbIe B AUCLUMINHE

[lenonpon3BoAcTBO - 3TO  OTpacib  [AesTeNlbHOCTM,  KoTopas — obGecrneuymBaeTt
[OKYMEHTUPOBAHWE 1 OpraHn3aLuio paboTbl C OPULMANBHBIMU JOKYMEHTAMU.
[loKyMeHTaLUMoHHOe obecrieyeHne  ynpaBfeHYECKOl  [esTenbHocTM - 3TO

[eaTe/lbHOCTb — annapata Ynpas/ieHWs, OXBaTblBalOLWas BOMPOCbl JOKYMEHTUPOBaHUA U
opraHmsauuio paboTbl C AOKYMEHTaMW B [MpPOLEecce OCYLLECTB/IEHUA WM YNpaB/ieHYeCKnx
(YHKLMIA.

[JOKYMeHTMpOBaHMeE - 3TO NpoLecc co3gaHnsa 1 0hoOpMIEHNUS JOKYMEHTA.

[JOKYyMeHT - wmaTepuanbHblli 00BEKT C WH(OPMaLMen, 3aKpenneHHON COo34aHHbIM
4e/I0BEKOM Cnocobom, Ans ee nepefayn BO BPEMEHU U MPOCTPAHCTBe.

OpraHusauma paboTbl C JOKYMEHTAMU - 3TO 0b6ecrneyeHve ABUXEHUA LOKYMEHTOB B
annapare ynpas/ieHUs, UX UCNONb30BaHNA B CNPABOYHbIX LLENAX U XPaHEeHWS.

[JOKyMeHTO060pOT - ABMXEHME [OKYMEHTOB B OpraHu3auum C MOMEHTA WX CO34aHus
NN NONYYeHNS 40 3aBepLUeHNs UCMONMHEHUS UAN OTNPaB/eHns.

OduumnanbHble AOKYMEHTbl - 3TO [AOKYMEHTbl, CO34aHHble (U3NYECKUMUN WK
HOPULANYECKUMU TMLAaMU, 0(DOPM/IEHHbIE U YAOCTOBEPEHHbIE B YCTaHOB/IEHHOM MOPALKE.

Cuctema [OKYMEHTaLWW - 3TO COBOKYMHOCTb [OKYMEHTOB, B3aWUMOCBSA3aHHbLIX M0
NnpuU3HaKkaMm MPOUCXOXAEHWS, Ha3HAYeHUs, BUAa, Cepbl AeaTeNbHOCTU, efUHbIX TPeboBaHWMA K
NX OCDOPMIIEHMIO.

Cucrtema 3fleKTPOHHOro fokymeHToobopoTa (C3/[) — 310 cucTema (KOMMbOTEpPHas
nporpaMma, nporpamMmHoe obecneyeHne W T.M.), MO3BONAKOWEAS OpraHU3oBaTb MU
aBTOMaTU3MpPOBATb paboty c 3N1eKTPOHHbLIMU [OKYMeHTamu (T.e. 3/1eKTPOHHbIN
LOKYMEHTO060pOT).

3.2. MnaHnpyemble pe3ynbTaTbl 06yyYeHuUA

MnaHvpyembIMK  pesynbTaTaMu  00y4eHus Mo AucumnavHe «J[JOKyMEHTO060poT B
opraHusaumm ¢ mcnonb3oBaHveM C3[» ABNAKOTCA 3HAHUS, YMEHUS W MNPaAKTUYECKUIA OMbIT,
XapaKTepu3sytoLyme noporosbIil, 6a30BbIii U NPOABUHYTLIA YPOBHU KoMneTeHuun OK-5.

Tabnuua 2 - MepeyeHb pe3ynbTaToB 06yUeHMs, HOPMUPYEMBIX B XOA4e U3YUeHUS AUCLUNVHBI

MepeyeHb KOHTPONMPYEMOIA KOMNETEHLMN
(nrm eé vactn) lMepeyeHb NnaHUpPyeMbIX Pe3y/IbTaToB 0BYyYeHMS Mo AUCUUMIIVHE
Kof Copep>xaHve KOMMeTeHLuiA
3HaTb:
3.1 - HOpPMAaTMBHO-METOAMYECKYHO 6a3y [e/0npon3BoLCTBa;
3.2 - COCTaB PeKBU3NTOB LOKYMEHTOB, TPe60BaHUS K OChOPMIIEHMIO
PEKBU3NTOB [JOKYMEHTOB;
3.3 - TpeboBaHWA K biaHKaM JOKYMEHTOB;
3.4 - KnaccUMKaLMIO JOKYMEHTOB;
3.5 - TEOpeTUYECKME acneKTbl OpPraHM3aLMOHHO-NPaBOBOM

OCyLLECTBNATL YCTHYIO U
MUCbMEHHYH0 KOMMYHUKALMIO
Ha rocyapCTBEHHOM S3blke

AR OKYMeHTaLWIN;
OK-5 Poccniickon depepam ¢ ,ggy Teo eI:tI'VIl-IECKI/Ie acneKTbl 0praHn3aLVIoHHO-PaCcropAANTENbHO
Y4ETOM 0COBEHHOCTEN P . P 4 P PAA
JOKyMEHTaLWN;
COLMATBHOMO U Ky/IbTYPHORO o
3.7 - TeopeTUYECKME acneKTbl MHAOPMALIMOHHO-CNPaBOYHOM
KOHTEKCTa .
JOKYMeHTaLWN;

3.8 - TEOpPETUYECKME acreKTbl KaapoBoii OKYMEHTaLM;

3.9- opraHusaLuo JOKYMeHTO060p0Ta;

3.10 - cxemy paboTbl 3/IEKTPOHHOMO JOKYMEHTO060PO0TE;

3.11 - 0CO6eHHOCTM BefieHNA JOKYMeHToo60poTa B OpraHmsaumm ¢


https://piter-soft.ru/automation/more/glossary/ED/elektronniy-dokument/
https://piter-soft.ru/automation/more/glossary/ED/elektronniy-dokumentooborot/
https://piter-soft.ru/automation/more/glossary/ED/elektronniy-dokumentooborot/
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ncnosb3oBaHuem C3/,
YMmeTb:

Y.1- NpUMeHsITb Ha MPAKTUKe MOoTyHeHHbIE TEOPETUYECKME

3HaHUA,

Y.2 - onpegensiTb Pa3HOBUAHOCTU AOKYMEHTALMM MO Habopy

PEKBUSUTOB;

Y.3 - COCTaB/sITb U 0(hOPM/ISITE OPraHM3aLMOHHO-MPABOBbIE

JOKYMEHTB;

Y.4 - CcOCTaB/sITb M 0hOPM/ISTb PACTIOPSAUTESbHBIE [JOKYMEHTbI;
Y.5 - cocTaB/siTb M 0hOPM/ISTh CrPaBOYHO-MHGOPMALIMOHHBIE

DOKYMEHTbI;

Y.6 - COCTaB/sITb 1 OhOPM/IATEL KaapoBble [OKYMEHTbI;
Y-7 - 0praH130BbIBaTb JOKYMEHTO060POT B OPraHM3aLm ¢

ncnosb3oBaHnem C3/.
VIMeTb NpakTUYeCKNIA ONbIT:

MO. 1- cocTaBneHsa 1 opopMIEHNS JOKYMEHTOB;
MO.2 - TexHOMOrMM paboTbl C JOKYMEHTaMU;
M0.3- BegeHM AOKYMEHTO060pOTa B OpraHm13aLum ¢

ncnosb3oBaHnem C3/.

3.3. MaTpuua COOTHECeHUA Tem AUCLUNINHDI

KOMNEeTEHLUNAMN

c gopmupyembiMn B

Tabnuua 3 - COOTHECEHUe TEM SUCLUMNIUHBI C DOPMUPYEMBIMU B HUX KOMMNETEHLMAMM

Kogb! hopMmpyeMbIx

Ne n/n HavimeHoBaHVe TeMbl AUCLIUMNIIVHBI Kon-80 KOMIMETEHLMI
YacoB
OK-5
1 O6LLme cBefileHMs 0 1e/TI0NPOU3BOACTBE 4 +
2. CuCTeMHBIN XapaKTep [e/0npon3BoaCTBa 16 +
3 XapaKTepucTrKa JOKYMeHT0060poTa 6 +
4, 3a4eT C OLEHKOIA 6 +
4. O61bem, CTPYKTypa U cofepxxaHue AUCUUNANHBI CyKa3aHWEM KONM4yecTBa

aKafleMMYyecKMX 4acoB, BblJeNeHHbIX HA KOHTaKTHY paboTy obydatoLmxcs ¢
npenogasatenemM (No BUAAM 3aHATUIA) M HA CaMOCTOATE/IbHYHO paboTy oby4varoLmxcs

4.1 O6bemM gucuUnInHGI

Tabnuua 4 - TpyLoemMKOCTb ANCUUNINHBI

O6bem AMCUNNAUHBI

O61bem 06pa3oBaTe/ibHONM HarpysKu

B Tom uncne:

KOHTaKTHasi paboTa 06yyatoLMxcs ¢ npenogaBaTenem

1 Mo Bugam y4ebHbIX 3aHATUIA:

TeopeTnyeckoe 06yyeHne

MpaKTnyeckme 3aHATUA

2. MpoMeXyTO4YHOM aTTecTalmm 06yyaroLwerocs - 3a4eT ¢ OLeHKOW
CamocToaTeNlbHas paboTa 06y4aroLNXCS:

MoAroToBKa K 3a4eTy C OLEHKON

Bcero 4yacos
32

28

HUX



4.2. CTpyKTypa AUCLUUNANHDI
Tabnuua 5- CTpyKTypa AUCUUNIINHBI

Bugbl y4ebHon paboTbl,
BK/I04asi CAMOCTOATE/IbHYIO

s paboTy 0by4varomxcs n
o % TPYAOEMKOCTb (B Yacax
3 § = o aya./actp.)
No Pasgen, Tema NporpaMmMbl y4e6HOR AUCLMM/IVHI = o 8 . =
3 @ < % - Bug, KOHTpONS
5 X T C
. 88 g
X E = O C
e § B
C C&
TeKyLMIA KOHTPO/b
1 O6wwpe cBefeHMs 0 AeN0NPON3BOACTBE 2 4 2 2 - - TemaTunyeckuin
KOHTPO/b
TeKyLUiA KOHTPO/Tb
o TemaTunyeckuin
2. CucTeMHBbI XapaKTep Ae/10Npon3BoACcTBa 2 16 8 8 - - KOHTPO/Tb
Py6eXXHblii KOHTPO/b
TeKyLLMil KOHTPOSb
3. XapaKTepucTuKa JOKyMeHTO0b0poTa 2 6 2 4 - - TemaTnueckuia
KOHTPO/b
3ayeT C OLEHKOIA 2 6 5 4 MNpomexxyTouHas
aTTecTauus

Bcero 32 12 14 2 4



4.3. CofepxaHue AUCLUNNNHbLI, CTPYKTYPUPOBaAHHOE NO TeMam

4.3.1. TeopeTnyecKkne 3aHATUA - 3aHATUA NEKLUNOHHOIo TUna

Tabnuua 6 - CofepxxaHue NEKLUOHHOIO Kypca

No HavimeHoBaHWe pa3gena

n/n  (Modyns) AvCLMN/IMHbI, Tembl

1  O6wwue cBefeHUs O
[eN1onpon3BOACTBE

2. OpraHv3auyoHHo-NpaBsoBas
JOKyMeHTaLuA

3. OpraHvsauyioHHo-
pacropsiguTe/ibHast
JOKYMeHTaLWISA.

Cogep>xaHvie

CocrasrsoLLye HOPMaTVBHO-METOANYECKON 6asbl
fenonpoussogctea.  Coctas peksusntoB TOCT P 7.0.97 - 2016.
BriaHk. Knaccvmkauma [JOKYMEHTOB MO COAEPXKaHWIO; MO BUAY,
Mo CTerneHu CrIOKHOCTY; Mo MECTYy COCTaB/IeHVsl; MO CPOKY
UCMOMHEHNS; MO0 MPOVCXOXAEHWIO; MO CTEMeHW [1acHOCTW; Mo
FOPVANYECKO CU/IE; MO HA3HAYEHWIO.

YcTaB: cofiepkaHve ycTasa; Cneumdmka ycTasa; BU3MPOBaHVE,
YTBEPXKIEHME.

MonoxeHwve: TEKCT MOJIOKEHWS; BU3MPOBaHWE, YTBEDXKIEHNE.
JO/MmKHOCTHasA MHCTPYKUMA: TEKCT, BU3UPOBaHWE, YTBEDXKAEHNE.
LLITaTHOe pacnmcaHue: onpedeneHve, oopmieH1e, NOAMUCH.
VIHCTpyKUus: onpedeneHve, odopmieHune, MOAMNUCL, BBEAEHVE B
[eACTBYE.

Jorosop: onpefeneHvie, cofiepXkaHue, 06si3aTe/lbHble 3/1IEMEHTHI
foroeopa

Mprka3 No OCHOBHOW fesATeNIbHOCTU: onpeaesieHne; odhopmieHme
npukasa;  o6a3aTeNlbHble  PEKBUM3UTBI,  CTPYKTypa  Mpukasa
(3aronoBoK,  TekcT);  odopMsIeHMe  MpUKasza;  ohopMIIeHMe
NpunoXeHUii K MpUKasy; BW3MPOBaHWE,  PeaKTUPOBaHVe,
paccblIKa, NoAnMCb, MapLLIPYT.

Kon-Bo
yacoB

2

2

dopma
npoBeaeHns
3aHATUA
TemaTnueckas
JieKkums

TemaTnyeckasi

JIeKUmA

Temartnyeckasi
Nnexkups

OueHoyHoe
CpeacTso

YCTHbI onpoc,
TecT

YCTHbI onpoc

YCTHbIA onpoc

dopmMupyemblii
pesynbTar

3.1 - HopmaTvBHO-
METOANYECKYHO 6asy
[eN1onpov3BOACTBa
3.2 - CocTaB
PEKBV3NTOB
[OKYMEHTOB,
TpeboBaHUst K
0(hopM/IEHUIO
PEKBV3NTOB
[OKYMEHTOB

3.3 - TpeboBaHUs K
6naHkam
[OKYMEHTOB

3.4-
KnaccumKaLmio
[OKYMEHTOB

3.5 - TeopeTnyeckue
acrneKTbl
OpraHy3aLyoHHo-
MpaBoBo
LOKyMeHTaLmmn

3.6 - TeopeTuyeckue
acreKTbl
OpraHu13aLIOHHO-
pacropsiauTeNbHOM
JOKyMeHTaLmm



No
n/n

PacropsikeHue: onpeseneHie, 0hopPMIIEHNE.

YKazaHue: onpefesieHne, NpaBo U3jaHUs yKasaHus; opopmMieHme.
lMocTaHOB/IEHME: COCTaB/EHME 1 ODOPMIIEHVE.

PeLLeHre: OT/INYME PELLIEHUS OT MOCTAHOB/IEHMSI.

MHhopmaLmoHHo-cnpaBodHass CripaBKa: BHELLIHAA, BHYTPEHHAA. TeKCT CrpasKu. 2
[OKyMeHTaLS. AKT: pasHOBUAHOCTY aKTOB, CTPYKTYpa aKToB.

MpoTokon: BWAbI NPOTOKOMOB 3acefaHuii; CTPYKTypa MpOTOKONa;

[iaTa npoToKosia.

JoknagHas 1 06bsACHUTeNbHAA 3anncku. Criy»kebHoe MUCLMO.
JOKyMeHTbI Mo Sin4HoMY Mpukasbl Mo fmMyHOMY cocTasy. [losoXeHVe O MepPCoHasIbHbIX 2
cocTaBy [aHHbIX paboTHUKA. 3asBreHve. JIMYHoe Jeno.
XapaKrepucTrka OpraHvsaums  JOKYMeHT0060poTa. MapamMeTpbl  MOTOKOB, 2
JOKyMeHTOoo6opoTa YyUUTbIBaEMblE MPU  OpraHusauMm [LoKymMeHToobopoTa. Cxema

paboTbl  3/IEKTPOHHOIO  [OKYMEHTO060pOTa B OpraHusaumn.

Oc0BeHHOCTN BeAeHNA [OKYMEHTO060poTa B OpraHusaumm ¢

1cnosb3osaHnem C3/,

Bcero: 12
4.3.2. 3aHATNA CEMUHAPCKOro Tuna
Tabnuua 7 - CofepxaHue NpakTMYecKoro (CeMMHapPCKOro) Kypca
Kon-Bo dopma
TeMbl NPaKTUYECKNX 3aHATWI YacoB npoBefeHns
3aHATUA
2

CemuHap Ne 1 O6LLUme cBeAeHMA O 4e/10npon3BOACTBe
VcTopus genonpoussofcTea B Poccun. CocTaBsitoLLyie HOPMaTUBHO- CemuHap - npecc-
MeToaMyeckoii 6asbl genonponssoacTtea. CocTtas pekBumautoB FTOCT P 7.0.97 - KOHepeHuus

2016. BraHk. Knaccugmkaumsa 10KYMEHTOB.

Tematnyeckasi
JeKkumA

Tematnyeckasi
JieKkums

BblesgHoe
3aHATUE.
TemaTunyecKas
Nnexkups

OueHouHoe
CpeacTBo

MpeseHTauMA,
pechepat

YCTHbI onpoc
TecT

YCTHbI onpoc

YCTHbI onpoc

3.7 - TeopeTuyecKue
acrneKTbl
WHOPMALMOHHO -
CrpaBOYHOA
[OKyMeHTaLum

3.8 - TeopeTnyeckue
acreKTbl KafpoBoi
[LOKyMeHTaLmm

3.9 - opraHusaumio
[OKYMeHT0060p0Ta;
3.10 - cxemy pa6oThl
3/1EKTPOHHOIO
[OKyMeHToo6opoTa
3.11 - ocobeHHOCTH
BefieHNs1
[OKyMeHTo060poTa B
opraHusaumm c
NCMO/Ib30BaHNEM
Cag

dopmrpyeMbiii pesynbTaT

3.1 - HOpPMAaTMBHO-METOANYECKYIO
6a3y [enonpon3BoACTBa;

3.2 - COCTaB pPeKBU3NTOB
[OKYMEHTOB, Tpe6oBaHUs K
0hOPM/IEHMIO PEKBU3NTOB

[OKYMEHTOB.



CemunHap Ne 2. OpraHu3aLoHHO-NPaBoBas JOKYMeHTaLus
YcTaB opraHusaumm. onoXeHve o0 CTPYKTYPHOM rogpasgeneHmu. JomkHocTHasA
MHCTPYKUyA. LLITaTtHoe pacnvcaHve. HCTpyKuus. Jorosop

CemunHap Ne 3. OpraHu3aLmoHHO-pacnopaanTebHasA JOKyMeHTauus.
Mprka3 Mo OCHOBHOW AeATenbHOCTU PacnopsbkeHvie YkasaHve [MocTaHOBMeHWe
PeLueHme

CemuHap Ne 4. HhopMaLMOHHO-CrpPaBoYHas JOKYMeHTaLUS.
CnpaBka. AKT. [MpoTokon. JoknafHas u 06bACHUTeNbHasA 3anickn. CnyxkebHoe
MMcLMO

CemuHap Ne 5. [IoKyMeHTbI MO SIMHYHOMY COCTaBY
Mpuka3s no nMyHoMy cocTasy. JTndHoe feno
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2

2

2

MpakTnyeckoe
3aHATYE

MpakTnyeckoe
3aHATYE

MNpaKTnyeckoe
3aHATUE

MpakTnyeckoe
3aHATYE

MpakTnyeckoe
3aiaHvie

MpakTnyeckoe
3ajaHvie

MNpaKTnyeckoe
3afjaHue

MpakTnyeckoe
3afaHvie

3.3 - TpeboBaHWSA K BiaHKam
[OKYMEHTOB
3.4 - KnaccuMKaLmio JOKYMEHTOB

Y1 - nNpUMeHATb Ha NPaKTuke
MoJTy4eHHbIe TEOpeTUYecKue
3HaHVIS;

Y.2 - onpegenAte PasHOBUAHOCTMU
[OOKYMeHTaumm no Habopy
PEKBU3NTOB;

Y3 - cocTaBnATb U 0hopMIATb

OpraHv3aLUnoHHO-NPaBoBbIe
JOKYMEHTbI;

B.2 - KwLLe, cryXalymmM 0CHOBO
COCTaB/IEHNS OKYMEHTALWN;

MO. 1- coctasneHns 1 ohopMIeHNs

[OKYMEHTOB.
Y1 - nNpUMeHATb Ha NpPaKTukKe
MoJTy4eHHbIe TEOpeTNYecKue
3HaHVIS;

Y.2 - onpefensaTtb PasHOBWUAHOCTU
JOKYMeHTaumu no Habopy
PEKBU3NTOB;

Y4 - cocTaBnATb U 0hopMISATb

pacrnopsanTe/ibHble JOKYMEHTb;
MO.1- cocTaBneHNs 1 opopmIEHUA

[IOKYMEHTOB.
Y1 - nNpUMeHATb Ha MpaKkTuKe
NosyYeHHbIe TeopeTUYecKme
3HaHWs;

Y.2 - onpegenAate pasHOBMAHOCTU
JOKYMeHTaumm no Habopy
PEKBU3NTOB;

Y5 - coctaBnATb M 0hopMAATb

CrpPaBoYHO-MH(OPMALMOHHbIE
JOKYMEHTb;

MO. 1- coctasneHns 1 ohopMIeHNs
[OKYMEHTOB.

Y1 - nNpUMeHATb Ha MpPaKkTuke
MoJTy4eHHbIe TeopeTnYecKune
3HaHWS;



Tabnuua 8 - 3agaHuns A4ns camoCTosATeNIbHOIO U3y4YeHus

Ne
n/n
1

Bcero

CemuHap Ne 6. TexHonorus paboTbl ¢ JOKYMeHTamm

MapaveTpbl MOTOKOB, YYMTbIBaEMble MPU OpraHM3aLMM [OKyMeHToo6opoTa:
HarpaB/ieHVe TMOTOKA, OBBEM [OTOKA; CTPYKTypa MOTOKA, PEXUM MOTOKA.

3NEKTPOHHBIA JOKYMEHTO060POT

CemmHap Ne 7. OpraHusaums [OKyMeHToo6opoTa B opraHusauum

mcnonb3oBaHem C3/[,

Bcero

4.3.3. CamocTtosaTenbHas pabota

MoAroToBKA K3aueTy C OLIEHKOIA.

Tema

C

14

TemaTnueckuin
CEMMHap

Bble3gHoe 3aHATVE.
TemaTnueckuin
CEMUHap

Mpe3seHTaums,
AoKnan

MNpeseHTaums

Kon-Bo
yacoB
4

Y.2 - onpefensaTtb PasHOBUAHOCTU

JOKYMeHTaLMn no Habopy
PEKBU3NTOB;
Y.6 - cocTaBnATb U 0hopMIATb

KagpoBble [OKYMEHTbI;
MO.1- cocTaBneHns n oopmIeHNs
[OKYMEHTOB.

3.19 - opraHv3aumio
[OKYMEHT0060p0Ta;
3.10 - cxemy paboTbl 3/IEKTPOHHOIO
[OKYMEHT0060p0Ta;

MO.2- TexHonorum paboTbl C
JOKYMEHTaMM.

Y.1- NpUMEHATb Ha MPaKTUKe
MoJ/Ty4eHHbIe TEOPETUYECKME
3HaHVIS;

Y.7 - OpraHv30BbIBaTbL
[OKYMEHTO060pOT B OpraHm3aumm ¢
vcnonb3oBaHnem C3/,

M0O.3- BegeHUs1 fOKYMeEHTO06opoTa
B OpraHu3aLyv ¢ 1Crosib30BaHVEM
cag

OueHouHoe dopmmpyembIii
cpeacTeo™ pesynbTar**
3a4eT C OLEHKOM 3111
Y 17
Mno 13
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5. MNMepeyeHb 06pa3oBaTe/ibHbIX TEXHOMOTUIA, NCMOJIb3YEMbIX NMPU OCYLLECTBNEHUN
obpas3oBaTefibHOro npotecca no AMCLUNINHE, BKAOYaa nepeyeHb NMLEH3NOHHOIO
nporpamMHoOro obecrneyeHus, COBPEMeHHbIX NMPO{eccMoHanbHbIX 6a3 faHHbIX 1
MH(OPMALNOHHBIX CMPaBOYHbIX CUCTEM

5.1. Obpa3oBaTte/sibHble TEXHOOI U

Mpun peannsaynmn pasnnyHbIX BULOB y4ebHON paboTbl Mo AucumnavHe «OpraHu3aums
paboTbl NpeanpuaTna (PUpPMbI)» UCMOSMb3YIOTCA CnefytoLne o6pa3oBaTe/ibHble TEXHOMOMNN:

1) TexHonoruv nNpobnemMHOro obyueHus: NpobneMHas Nekums, nNpakTUyeckoe 3aHATUE
B Jopme MpakTUKyma.

2) WHTepaKTUBHbIE TEXHONOIUN: J1eKLUMs «06paTHOM CBA3U» (NEKLNS - AUCKYCCUS)

3) WNH®hopmaLMOHHO-KOMMYHMKALNOHHbIE 06pa3oBaTe/ibHble TexHonoruu: Jlekuus-
BM3yanm3auus

4) VIHHOBaUVOHHbIE MeTOAbl, KOTOpPble MPeAnonaralnT NPUMeHeHNe MHHOPMAaLNOHHbIX

06pa3oBaTeNbHbIX  TEXHONOMUIA, a  Takke  YyuyeOGHO-METOAMYECKMX  MaTepuasios,
COOTBETCTBYHOLMX  COBPEMEHHOMY  MWPOBOMY YPOBHIO, B  Mpolecce npenofaBaHUs
AVNCUMNANHDI

- MCMNOMb30BaHUEe MeAMapecypcoB, SHUMKNONEAWA, 3NMEKTPOHHbIX 6UOANOTEK K
VHTepHeT;

- peLleHne PUANYECKMX, IKOHOMUYECKUX (4pYruX) 3ajay ¢ NPUMEHEHNEM CMPABOYHbIX
cuctem «lapaHT», «KOHCYNbTaHT +»;

- KOHCY/IbTUPOBaHWe CTYAEHTOB C UCMO/Ib30BAHNEM 3/IEKTPOHHOM NOYTHI;

- WUCNONb30BaHMe MNPOrpaMMHO-Nefarornyeckux TecTOBbIX 3afaHuii ANns NPOBEPKM
3HaHWUIA 0ByYaroLLMXCcs.

5.2 JIeH3NOHHOE nporpaMMHoe obecneyeHue:

B o6bpa3oBaTenbHOM Mpouecce npu U3yyYeHUW AUCLUNAUHBE UCNONb3YeTCA Chefytollee
NNLLEH3NOHHOE NPOrpamMmmMHoe obecrneyeHue:

1 MuueHsumn Microsoft Open License (Value) Academic.

BkntovatoT npoaykTel Microsoft Office n Microsoft Windows fgns KOMMNbIOTEPHbIX
naboparopuii U COTPYAHNKOB UHCTUTYTA:

- nporpammHblii npoaykT Office Home and Business 2016 - 2wT (ToBapHas HaknagHas
TNO000011138 ot 01.10.19);

- 3NeKTPOHHaa nuueH3uns 02558535ZZE2106 faTa Bblgaun nNepBOHaYasbHOW NMLEH3UN
21.06.2019 (ToBapHas HaknagHas TN000006340 ot 03.07.19);

- 93074333ZZE1602 faTa Bblfayv nepBoHavanbHoOW nuueH3mmn 21.05.2015;
69578000ZZE1401 paTa Bblgayu nepsoHayasbHoON nuueH3nm 19.01.2012;
69578000ZZE1401 pata Bblgaun nepBoHavasbHON nnueH3nm 30.11.2009;
66190326ZZE1111 paTa Bblgayu nepsoHayasbHON mueH3nm 30.11.2009;
62445636ZZE0907 pata Bblgaun nepBoHavaibHON nuueH3sum 12.07.2007;
61552755ZZE0812 faTa Bblgayu nepBoHayasbHON nuueH3nm 27.12.2006;
60804292ZZE0807 gaTa Bblgayu nepBoHavanbHoOn nuueH3nm 06.07.2006.

2.JlnueH3noHHoe cornaweHve 9334508 1C: Mpepnpusatve 8. KomniekT ans obyyeHus B
BbICLLUMX M CPeAHUX YUYeOHbIX 3aBefeHUsAX:

- YnpasfeHve Npon3BOLACTBEHHbIM MPeAnpUATUEM,

- YnpaBneHve TOProsnei;

- 3apnnata u ¥YnpasneHue NepcoHanom;

- byxrantepwus.
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3.Cy6nuueH3noHHbIn gorosop Ne016/220823/006 ot 22.08.2023. HeucknrounTeNbHbIE
npasa Ha WCMOMb30BaHWE MPOrpaMMHbIX MNPoAyKToB «1C: KomnnekT noggepxxku» 1C: KI1
6a30BbIi1 12 mMec. (0CHOBHOM NpoAayKT «1C: Mpeanpuatue 8. KomnnekT ans oby4eHns B BbICLLMX
N cpefHNX y4ebHbIX 3aBefeHnsAX» per. Homep 9334508).

4.Kaspersky Endpoint Security 10 (nmueH3ns 1C1C-240118-105136-523-1918 po
11.04.2025)

5. KoHTeHT-unbTpayms (gorosop ¢ OO0 «CkanHC» HO-04056/1 ot 10 sHBaps 2024
roga).

6./lnueH3na Ne54736 Ha npaBO MCMOMNb30BaHMA MPOrpaMMHOro npogykra «Cucrtema
TecTupoBaHus INDIGO» (6eccpoyHas akagemmyeckas Ha 30 noakntoyeHuin ot 07.09.2018).

5.3. CoBpeMeHHble npogeccnoHanbHble 6a3bl AaHHbIX

B o6pa3oBaTenbHOM npoLiecce Npu U3yyeHUn AUCLMUMNINHBIL UCMOMb3YIOTCA CnefytoLme
COBpPEMEHHbIE NPO(ecCUoHabHble 6a3bl JaHHbIX:

1 «YHuBepcuTeTckas bubnmoteka OHnanH» - https://biblioclub.ru/.

2. HayuHas anekTpoHHas 6ubnuoteka eLIBRARY.RU - http://www.elibrary.ru/

5.4 NH(hopMaLOHHbIe CIPaBOYHbIE CUCTEMBI:

N3yyeHne  AMCUMNAWMHBI  CONPOBOXAAETCA  MPUMEHEHWEM  WH(OPMAaLMOHHBIX
CNPaBOYHbIX CUCTEM:
1 CIC KoHcynbTaHutMNtoC (morosop Ne M 20-92 ot 01.03.2020).

6. OLeHOYHbIe CPefCcTBa U METOANYECKME MaTepuasibl NO UTOFram OCBOEHUA AUCLUNANHDI

Tunosble 3afaHWs, 6a3a TECTOB W WHble MaTepuasnbl, HEOOXO4UMbIE A1 OLEHKK
pe3ynbTaToB OCBOEHMUS AUCLUMAUHLI (B T.Y. B NPOLECCE ee OCBOEHMUS), a TaKXe MeTOAUYECcKMe
maTtepuanbl, onpeaenstoLie npoLeaypbl 3TON OLEHKN NPUBOAATCA B MPUNOXeHUM 1 K paboueit
nporpaMmMe AUCLUNINHBI.

YHuBepcanbHas CUCTeMa OUeHWBaHWA pe3ynbTaToB  OOY4YEeHMS  BLIMOSHAETCA B
CO0TBeTCTBUM C IMOoNOXeHMEM O (opmax, MePUOSUYHOCTU W MOPALKE MPOBELEHUS TeKyLLero
KOHTPONA YCMeBaemMoCTV M MPOMEXYTOYHOW aTTectauumn obydatrowmxcs B AHMOO «KKY»,
YTBEPXAEHHbLIM MpukKasom aupektopa oT 03.02.2020 r. Ne 31 o/g U BK/ItOYaeT B Ce651 CUCTEMbI
OL,eHOK:

1) «OT/IMYHO», «XOPOLLO», «Y[IOB/IETBOPUTENIbHO», «HEY[0B/IETBOPUTENLHO;

2) «3a4TEHO», «He 3a4TEeHOX.

Mpn pa3paboTKe OLEHOYHbLIX CPeACTB MpenofaBaTefieM WCNOoMb3yrTcs 6a3bl AaHHbIX
nefarorMyeckmx  U3MepuTeNbHbIX — Martepuanos,  npefoctaBneHHolx OO0  «HayuHo-
NCCNeoBaTeNIbCKUn UHCTUTYT MOHUTOPMHIA KayecTBa 06pa3oBaHms».

7. OCHOBHas 1 4ONONHUTENbHAA y4ebHasa nuTepaTypa 1 31eKTPOHHbIe 06pa3oBaTe/ibHble
pecypcbl, HE06X0AMMble AN OCBOEHUS AUCLUNINHbI

7.1. OcHoBHa# y4yebHas nuTepartypa

1 Ky3HeL08, . H. JOoKyMeHTaLoHHOE obecneyeHne ynpaB/ieHus.
[IOKyMEHTO060pOT ¥ [eNnonpou3BOACTBO:  YYeOHMK U NPaKTUKyM 418 CpefHero
npogeccnoHanbHoro obpasosanus / W. H. Ky3HeyoB. — 4-e u3g., nepepab. n gon. — MockBa:
WM3paTtenbctBo HOpaiT, 2024. — 545 ¢. — (MpodeccnoHansHoe obpasosaHue). — ISBN 978-5-
534-16004-8. — TeKcT: aneKTPOHHbI // Obpa3oBaTtenibHas nnatgopma KOpaiT [caint]. — URL:
https://urait.ru/bcode/537146.


https://biblioclub.ru/
https://lib.tusur.ru/ru/resursy/bazy-dannyh/elibrary-ru
http://www.elibrary.ru/
file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
https://urait.ru/bcode/537146
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7.2. JononHuTenbHaa yyebHaa nutepaTtypa

1 Ky3sHeuos, V. H. [enonpon3sofcTeo: yyebHoe nocobme: [16+] / V. H. Ky3Heuo0B.
- 13-e n3g. - Mocksa: fawkos u K°, 2024. - 406 c. - Pexum fgoctyna: no nognucke. - URL:
https://biblioclub.ru/index.php?page=book&id=711135. - bubnuorp.: c. 312-323. - ISBN 978-5-
394-05683-3. - TEKCT: 3NEKTPOHHbIN.

7.3. MNepeyeHb HOPMATUBHbIX NPaBOBbIX aKTOB

1 Tpypgosoii kogekc P® o1 30.12.2001 Nel197 - ®3.

2. TpaxpaHcknii kogekc P® 4yl ot 30 Hosbps 1994 NoS51 - P3. IMeKTPOoH. AaH. U
nporp.: AocTyn yepe3 cuctemy KoHCYNbTaHT-NIOC.

3. 3akoH P® ot 21 utona 1993 Ne5485 - 1 «O rocyfapCTBeHHO TailHe C U3MEHEHUEM
oT 06 okTa6psa 1997) // C3 PP 1997 Ned4l CT.4673.

4. @efepanbHblil 3aKkoH 0T 20 (eBpans 1995 Ne24 - d3 «O6 mMHopmMaLmmn 1 3aluTe
nHopmauum» // C3 PP 1995 Ne8 CT.609.

5  ®epepanbHblil 3aKoH 0T 04 niona 1996 Ne 85-d3 «O6 yyacTum B MeXAyHapoAHOM
NH(OpMaLMOHHOM 06MeHe» // C3 P® 1996 No28 CT.3347.

6. [octaHoBneHune lNMpasutensctsa PP oT 28.07.05 Ned52 «O TMMOBOM perfiamMeHTe
BHYTPEHHENn opraHuzauum gefepanbHbiX OPraHOB UCMONHUTENbHOM BAACTU». DNEKTPOH. AaH. U
nporp.: 4octyn yepe3 cuctemy KOHCYNbTaHT - MOC.

7. Yka3 NpesngeHTta P® ot 6 mapta 1997 Nel86 «O6 yTBEPXKAEHUMN NEepeyHs CBeAeHNI
KOH(uaeHUManbHoro xapakrepa» // C3 P® 1997 Nel0 Cr.1127

8 Yka3 [MMpesungeHTa P® o1 24 gHBaps 1998 r. Ne64 «O nepeyHe CBeAeHWN,
OTHECEHHbIX K rocyapCTBeHHOM TaiHe (C n3MeHeHusMKn oT 24 sHBapsa 1998) // C3 P® 1995 Ne49
C1.4775; 1998 No5 Crt.561.

9. MoctaHoBneHue MpaButensctBa PP oT 04 ceHTA6Gps 1995 Ne870 «O6 yTBEPXAEHMM
MpaBunn OTHECEHWSA CBEAEHWIA, COCTABAIOLLMX FOCYAapCTBEHHYIO TaHY, K Pa3iMyHbIM CTENEHAM
cekpeTHocTu» // C3 P® 1995 Ne37 CT1.3619.

10. MoctaHoBneHue MpaButensctea PCPCP oT 05 gekabpsa 1991 Ne35 «O nepeyHe
CBeLleHNI, KOTOpble He MOTYT COCTaB/IATb KOMMepYecKyto TaiHy» // CMIMP® 1992 1-2 Cr.7.

11. TMocTaHoBneHwue MpaBuTenscTBa PO 0T 27 fekabpsa 1995 Nel268 «O6 ynopsagoyeHnn
M3rOTOB/IEHUS,  WUCMONb30BaHWUS, XPaHEHUS W YHUYTOXEHUS Meyatel M 6GNaHKOB C
BocnpounssegeHnem MocygapcTeeHHoro repba P® // C3 P® 1996 Ne2 Ct.123.

12. TMNoctaHoBneHne T[lpaButensctea P® ot 07 pgekabps 1996 Nel463 «O6
MCNONb30BaHNM B Ha3BaHMWN OpraHM3aLuii HauMeHoBaHWA «Poccus» «Poccuiickas Pegepaums».
AneKTpoH. [aH. U nporp.: goctyn yepe3 cucteMy KOHCYNbTaHT - MItOC.

13. TOCT P 7.0.97 - 2016 «Cuctema cTaHZapToB Mo MHpopmMaTnsaLum, 6bIMoTeHHoOMy
M unsgarenbckomy geny. OpraHu3auMOHHO-MPaBoBas  [AOKyMeHTauums.  TpeboBaHMA K
O(hOPMNEHMIO JOKYMEHTaLMW», SNeKTPoH. [aH. 1 nporp.: 4ocTyn yepe3 cuctemy KOHCYNbTaHT -
Mnoc.

8. [lONONHUTENbHbIE PeCYpPCbl MH(OPMALMOHHO-TENIEKOMMYHUKALMOHHOM CeTm
«/IHTepHET», HE06XOAUMbIX /11 OCBOEHUS AUCLUNNHbI

http://bankir.ru/ - HpopmaLoHHOoe areHTCcTBO Bankir.Ru

http://cbr.ru/ - OuumnansHbIA caiT baHka Poccun .

http://finvector.ru/ Hay4Ho-npakTU4eCKNii XXypHan «baHKOBCKME yCnyrm».
http://lib.usue.ru - NH(popmaLnoHHO 6MBINOTEUHbIVE KOMMNEKC.
http://www.bbdoc.ru/ - Bubnnoteka 6aHKOBCKOro fena.
http://www.eLIBRARY .RU - HayuyHas 3neKTpoOHHas 6ubnnoTeka.
http://www.biblioclub.ru - 9BC «¥YHuBepcuteTcKas 6MBINOTEKA OHMANHY.

NOoO O~ WOD R


https://biblioclub.ru/index.php?page=book&id=711135
http://bankir.ru/
http://cbr.ru/
http://finvector.ru/
http://lib.usue.ru/
http://www.bbdoc.ru/
http://www.eLIBRARY.RU
http://www.biblioclub.ru/
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8. https://i-exam.ru/ - EAVHBIA NOpTa/ MHTEPHET-TECTUPOBaHUA B clhepe 06pa3oBaHms

9. Tpe60oBaHMA K MUHMMaNbHOMY MaTepuanbHO-TEXHUYECKOMY 06ecrneyeHuto,
HEeob6X0AMMOro Ans OCyLLEeCTBNEHNS 06pa3oBaTeNbHOMO NpoLecca no AUCLUNANHE

Ong  n3ydeHns [QUCUUNMMHBL  UCNONb3yeTcA /Nbasd MynbTUMeAuHas ayauTopus.
MynbTUMeanitHaa ayauTopus OCHalleHa COBPEMEHHbIMW CPeACTBaMU BOCMPOM3BELEHUA U
BU3yanm3auum nobon BMAEO M ayamo MHGopMauUu, MNOMydYeHUs W nepefadut 3NeKTPOHHbIX
LOKYMEHTOB.

Tunosas KoMnaeKTauna MynbTUMeLUAHOW ayaUTOPUM COCTOUT Y3:

My/NbTUMEANNHOIO NPOEKTOpa,

MPOEKLNOHHOTO 3KpaHa,

aKyCTUYECKOWN CUCTEMBI,

NnepcoHaNbHOro KOMMbioTepa (C TEXHUYECKUMUN XapaKTepuCTUKaAMUN He HUXE: MpoLeccop
He HWKe 1.6.GHz, onepatmBHas namsATb - 1 Gb, nHTepdeiicol nogkntovenns: USB, audio, VGA.

MpenogaBartesib UMeeT BO3MOXHOCTb JIerko YnpasisaTb BCEN CUCTEMOW, YTO MO3BONSET
NPOBOAUTL NEKL MK, MPaKTUYECKME 3aHATUSA, Mpe3eHTaLuMun, BebuHapbl, KOHPepeHuun n apyrue
BUAbl ayAUTOPHON Harpysku obyyalowmuxcsd B YAOOHONW M [OCTYNHOW Ans HUX (opme C
NMPUMEHEHNEM  COBPEMEHHbIX WHTEPaKTUBHbLIX CPeACcTB  00yyeHWs, B TOM uucne C
MCMosnb3oBaHWEM B MpoLecce 00y4eHUs BCeX KOPNopaTWMBHbLIX PecypcoB. MynbTuMeamnitHas
ayamnTopus TakXKe OCHalleHa LWMPOKONOOCHbIM LOCTYNOM B CeTb «/IHTEpHET».

KomnbloTepHoe 060py0BaHNEM MMeeT COOTBETCTBYHOLLEe NNLEH3NOHHOE NPOrpaMmmMmHoe
obecrneyeHue.

Ona  npoBefeHMs  3aHATMMA  JIEKUMOHHOrO  TWMma  MpegnaralwTcs  Habopsl
AEMOHCTPAUMOHHOTO 060pyAoBaHNA W yyeBHO-HarAsaAHbIX  NOco6uiA, obecneymBaroLime
TeMaTnyeckme UANKCTpaunn, COOTBETCTBYHOLWME paboyeil yuebHOW nporpaMme AUCLUMNINH.

MomelleHNs ANA CaMOCTOATENIbHOW paboThl 06y4YalOLMXCA OCHALEeHbl KOMMbIOTEPHO
TEXHUKOM C BO3MOXHOCTbHO MOAK/OYEHNS K CeTu «WHTepHeT» M obecrneyeHbl AOCTYMOM B
3NEeKTPOHHYIO MH(OpPMaLMOHHO-06pa3oBaTe/bHY0 cpedy VIHCTUTYTa.

YuyebHO-MeTOAMYeCKas nuTepatypa 418 LaHHOW AMCUMNIWHBI UMEETCH B HaMyuu B
3N1EKTPOHHO-6M6IMOTEUHON cucTeme «YHuBepcuTeTcKas 6ubnmoteka ONLINE», poctyn K
KOTOpO# npeaocTaBneH obyuJarowmmcs. ONEKTPOHHO-6M61MOTEUYHAS cucTtema
«YHusepcutetckas 6ubnunoteka ONLINE» peanusyeT neranbHoe XpaHeHWe, pacrnpocTpaHeHue
N 3aWnTy UMPPOBOro KOHTEHTa Y4ebHO-MeTOAUYECKON nuTepaTypbl 415 BY30B C YC/IOBMEM
0653aTeIbHOro CO6/K0EHNA aBTOPCKUX U CMEXHbIX Npas. SNeKTPOHHO-6MBAN0TeYHas cucTema
«YHuepcuterckasd 6mbnnoteka ONLINE» ob6ecrneumBaeT LWMPOKUA 3aKOHHBIA [OCTYN K
Heo6Xxo4MMbIM A5 06pa3oBaTe/lbHOro npouecca U3gaHusM ¢ UCMosb30BaHMEM MHHOBALMOHHbIX
TEXHO/IOMMIA N COOTBETCTBYET BCceM TpeboBaHuam ®IOC CMO.


https://i-exam.ru/
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[MpunoxkeHuve 1
K pabouyelr nporpaMme  AUCUMUMNIUHBI
«[l0KyMeHTO060pOT B OpraHusaumm c
ncnonb3oBaHnem C3/0»

OLIEHOYHbIE CPEACTBA AN MPOBEAEHWA BXOAHOIO,
TEKYLEIO, PYBEXXHOIO KOHTPOJIS M MPOMEXXYTOUYHOM
ATTECTALMN OBYYAIOLMXCA MO ANCLUMINHE U
METOAVNYECKUE MATEPVA/bI MO EE OCBOEHUIO

NOKYMEHTOOBOPOT B OPIFAHU3ALN C VCMOJ/Tb30BAHUEM
cal
(Or.13)

N

38.02.01 DKoHOMMKaA U
Mo cneynanbHOCTU

OyXranTepcKuii yyeT (Mo oTpacnsam)
Keanngukaumns Byxrantep

dopma 06y4yeHns O4YHas

KannHunHrpag,
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6.1. OLueHOYHbIe cpeacTBa N0 UTOramM OCBOEHUA AUCLUNINHDI

6.1.1. Llenb OUEHOYHbIX CPeacTB

Llenbil0  OUEHOYHbIX CPEACTB  ABMAETCA  YCTAHOB/IEHWE  COOTBETCTBUSA  YPOBHA
NOAroTOBNEHHOCTN 0Oyyaroleroca Ha [JaHHOM 3Tane o06y4yeHuss TpeboBaHUsIM pabouyeit
nporpamMmbl Mo AUCUUNANHE «[JOKYMEHTOO60POT B OpraHusaummn ¢ ncnonb3osaHmem C3/0».

OuLeHOYHble cpeacTBa nNpefHasHayeHbl [N KOHTPONS W OLUEHKM 06pa3oBaTefibHbIX
LBOCTUKEHNA obyuaroLmxcs, OCBOMBLUUX nporpaMmMmy yuebHoi OUCUMNNUHBI
«10KyMeHT0060pOT B OpraHusaunm ¢ ucnonb3osaHvem C3[». lNMepeyeHb BUAOB OLEHOYHbIX
CPefCTB COOTBETCTBYET paboyeil nporpaMme AUCLUMNIINHBI.

KoMNNeKT OLEeHOYHbIX CPeACTB BK/IKOYAET KOHTPOJIbHble MaTepuasnbl 418 NPOBeLeHUs
BCEX BWUOB KOHTPONA B (POPMe YCTHOro Onpoca, NpakTUYeCKUX 3aHATUIA U MPOMEXYTOYHO
aTTectayuu B pOpMe BOMPOCOB U 3alaHMNIN K 3a4eTy.

CTpyKTypa u cofepxaHue 3afaHunii - 3afaHus paspaboTaHbl B COOTBETCTBUM C paboueit
NPOrpaMMoin ANCUMNANHBI «[JOKYMEHTOO60POT B OpraHu3auun ¢ ncnonb3osaHmem CO/».

6.1.2. O6beKTbl OLEHNBAHMA - pe3ybTaTbl OCBOEHUA AUCLUNNHBI

O6bEeKTOM OLEHUBAHUA SBNSETCA OBNAfleHWe OCHOBAMW MpPaBU/ILHOTO O OPMIIEHUS
[AOKYMEHTOB cornacHo TpeboeaHmsamM TOCTa u Hafnexalleid opraHusauneid LOKyMeHToobopoTa
¢ ucnonb3osaHnem C3/.

Pe3ynbTataMun 0CBOEHMUA SUCLMUNANHbLI ABNAKOTCA:

3HaHuA:

3.1 - HOpMaTUBHO-MeTOANYECKYO 6a3y Aenonpon3BOACTBa;

3.2 - CcOCTaB pPEKBU3UTOB [OKYMEHTOB, TpeboBaHUS K OMOPM/IEHUID PEKBU3NTOB
[OKYMEHTOB;

3.3 - TpeboBaHuA K 61aHKaM [JOKYMEHTOB;

3.4 - KnaccuuKaumo SOKYMEHTOB;

3.5 - TeopeTnyeckme acnekTbl OPraHN3aLMOHHO-MPABOBOM LOKYMEHTaLMMK;

3.6 - TeopeTMYeCKue acneKTbl OpraHM3aLMoHHO-PacnopaanNTeNIbHOM SOKYMEHTaLNN;
3.7 - TeopeTMyecKme acnekTbl MHHOPMALMOHHO-CNPaBOYHOM

LOKyMeHTaLmu,

3.8 - TeopeTnyecKkme acnekTbl KafpoBOi LOKYMEHTALNN;

3.9- opraHu3aumio JOKyMeHT0060poTa;

3.10 - cxemy paboTbl 3N1EKTPOHHOI0 JOKYMEHTO060pOTa;

3.11 - ocobeHHOCTM BefeHNA LOKYMEeHTO0bopoTa B opraHusanmm ¢ nucnonb3osaHvem C3/,
YMeHus:

Y.1 - NpUMeHATb Ha NPaKTUKe MonyyYeHHble TEOPETUYECKMNE 3HAHUS,

Y.2 - onpegensitb pa3HOBUAHOCTU JOKYMEHTALMUM NO HAGOPY PEKBU3NTOB;

Y.3 - cocTaBnAiTb U 0OYOPMNATL OPraHn3aLMOHHO-NPaBOBbIE LOKYMEHTI;

Y.4 - cocTaBnsiTb U OYOPMNATL PacnopsAaUTeNibHble JOKYMEHTbI;

Y.5 - coctaBnATb U 0hOPMAATL CNPaBOUYHO-UHPOPMALNOHHbBIE JOKYMEHTbI;

Y.6 - cocTaBnsiTb U 0OhOPMAATL KaApOBble LOKYMEHTI;

Y-7 - opraHn30BbIBaTb JOKYMEHTO060POT B OpraHu13auun ¢ ncrnonb3osaHmem C3/.
MIMeTb NpakTUYecKunin onbIT:

MO.1 - cocTaBneHns n ohopmneHns LOKYMEHTOB;

MO.2 - TexHonormm paboTbl C JOKYMEHTaMU;

MO.3- BefjeHMsA JOKYMEHTO060pOTa B OpraHM3aunn ¢ ncnosb3osaHnem COU.



6.1.2. O6BEKTbl OLEHUBAHUSA - Pe3yNbTaTbl OCBOEHUS ANCLUNNHDbI

O6beKkTamm OLEeHNBaHNA ABMAKOTCA TEMbI 3aHATUIA.

Pe3ynbTaTOM OCBOEHWA AMUCLUMNIVHBI ABNSeTCA PopMmupoBaHne komneteHumn OK-5.

Tabnuua 1 - MepeyeHb KOMMETEHLMIA, DOPMMPYEMBIX B MPOLLECCE OCBOEHMUS AUCLMNIUHBI C YKa3aHWEM 3TarnoB UX OPMUPOBaHMS

KoHTponmpyemble KOMNETeHUMN (nn eé

KoHTponupyemble
POIMPY! yacTm)

HavmeHoBaHVe TeMbl AVCLMMIMHBI Kog CogeprkaHvie KOMMETEHLN

Tema 1 n/n. O6LLME CBEAEHNS O
[eN1I0NpPON3BOACTBE

OK-5

OCyLLECTBNATL YCTHYHO U
MUCbMEHHYHO
KOMMYHUKALWMIO Ha
rocyapCTBEHHOM Si3bIKe
Poccwiickoii degepauyn ¢
y4eTOM 0CO6eHHOCTel
COLMANbHOr0 1 Ky/bTYpPHOIO
KOHTeKCTa

Tema 2. /n. CMCTeMHbI XapakTep OK-S

[4enonpon3soacTea

MnaHVpyeMble pesy/ibTarbl
OCBOEHS ANCUMIINHBLI*

3.1 - HopMaTVBHO-METOANYECKYHO
6a3y [enonpon3BOLCTBa;

3.2 - cocTaB pekBM3NTOB
[IOKYMEHTOB, TpeboBaHUsI K
0(POPM/IEHNIO PEKBU3NTOB
[OKYMEHTOB;

3.3 - TpeboBaHUs K 6naHKam
[OKYMEHTOB;

3.4 - KnaccumKaumo
[OKYMEHTOB;

3.5 - TeopeTnYecKue acreKTbl
OpraH13aLyioHHO-MPaBOoBOWA
JOKyMeHTaLmK;

3.6 - TeopeTuYecKue acreKTbl
opraHunsaLlyoHHo-
pacropsiauTeNbHOM
JOKyMeHTaLmK;

3.7 - TeopeTuYecKue acreKTbl
VH(OPMALMOHHO-CNPaBOYHOM
JOKyMeHTaLmK;

3.8 - TeopeTnYecKue acreKTbl
Ka/IpOBO AOKYMEHTaLN;

Y.1- NpUMEHATb Ha NPaKTVKe
MoJ/lyYeHHbIe TEOPETUYECKUE
3HaHViS;

Y.2 - onpefensats pasHOBUAHOCTU
[OKYMeHTaLMK rno Habopy

BuA KOHTPO/IS M HAMMEHOBaHWE OLIEHOUYHOIO

cpeacTea*
TEeKyLLWIA TeMaTUYeCKuit FpomexyTouHas
aTTecTaums
-1
P-1
YO-1 T1 30-1
P-2 301
YO-2 T
3-1- 3-40
n3-1- n-2 30-2
M3-10



OK-5

Tema 3. /n. XapaKTepucTnKa
[OKyMeHTOoo6opoTa
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PEKBU3NTOB;

Y.3 - cocTaBnATb 1 0hopMIAT
OpraHv3aLMoHHO -NPaBoBbIe
[OKYMEHTb;

Y.4 - cOCTaB/sATb Y OhOPM/ISATH
pacropsianTesibHble  OKYMEHTbI;
Y.5 - coctaBnAtb 1 0hopMIATL
CrpaBoYHO-NHOPMALOHHBIE
[OKYMEHTb;

Y.6 - cocTaB/siTb 1 OhopM/ISTh
KafpoBble [OKYMEHTbI;

lMO. 1 - cocTasneHnA 1
0(hOPMIIEHMS JOKYMEHTOB.

3.9 - opraHuzaumio
[OKYMEHT0060p0Ta;

3.10 - cxemy paboTbl
3/IEKTPOHHOI0
[OKYMeHT0060pO0Ta;

3.11- ocobeHHOCTU BefieHNs
[lOKyMeHT0060p0Ta B
OpraHv3aLmm ¢ UCMosb30BaHKeM
Caa.

Y.1- nNpUMeHATb Ha MPaKTUKe
Mosly4yeHHbIE TEOPETUYECKNE YO-3
3HaHVS;

Y-7 - opraHv3oBbIBaTb
[OKYMEHT0060POT B OpraHu1saumu
C ncnonb3oBaHem C3/,

MO.2 - TexHonoruM paboThbl C
[OKYMEHTaMM.

M0O.3- BefeHWA
[lOKyMeHT0060p0Ta B
OpraHu3aumMm ¢ 1Crosb3oBaHNeM
Caa.

=

5
w

1
—

30-1
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6.1.3. ®OpMbl KOHTPO/IS1 U OLEHKMN Pe3ynbTaTOB OCBOEHWS

KOHTPO/Mb M OLEHKa pe3y/ibTaTOB OCBOEHWS - 3TO BbISBNEHUWE, U3MEPEHNE U OLEHWBAHME
3HaHWIA, YMEHWUI W YPOBHS BMafeHWii (POPMUPYIOLLMXCA KOMNETEHUWIA B pamKax OCBOEHUS
AVUCUMNAUHBLI. B COOTBETCTBMM C YYebGHbIM MNaHOM W paboyeli MPOrpaMMmoin AUCLUMAVHBI
«[10KyMeHTO060pOT B OpraHusauuMm c ucnosb3oBaHvem C3[» npegycmaTpuBaeTcsi BXOAHOW,
TEKYLUIA, MEPUOANYECKNIA N NTOTOBbIA KOHTPO/b Pe3yNbTaTOB OCBOEHMS.

6.1.4. MpuMmepHble (TUNOBbIE) KOHTPO/IbHblE 3afaHWUAa WKW WHble MaTepuansl,
HeobXo4MMble AN OLEHKW 3HaHWW, YMEeHWW, BnageHuin (Mnm onbiTa LeATeNIbHOCTW), B
npouecce OCBOEHUS AuCUMNAUHBL  (MOAYNSA, MPaKTUKK), XapaKTepusyrLwmux aTanbl
(hOpMUPOBAHUNSA KOMMETEHLNI B NPOLECCE OCBOEHUSA AUCLUMNIUHbI

MprMepHble OLEHOYHbIe CPeACTBA ANS MPOBEAEHUS TEKYLLEro KOHTPOA

MpumepHble BOMPOCbLI YCTHOro onpoca AN OUeHKW npeabliayLulero YpoBHSA
cthopmmpoBaHHOCTM KomneTeHynn OK-5.

Bonpockl ans yctHoro onpoca (YO-1):
1 Kakue 3Tanbl NPOLLIO pa3BUTNE OTEYECTBEHHOTO Ae/10Nnpon3BoaCcTea?
2. B 4yeM 0co6eHHOCTW NMPUKasHOro Aenonpon3BoAcTea?
3. B yeM 0COBEHHOCTW KONMEXCKOro [enonpon3BoacTea?
4. Ha3oBMTe OCHOBHble 3aKOHOZaTe/lbHble aKTbl, OMpefensaBLIVe MOPAAOK COCTaBNeHUAa U

oopMneHNs OKYMeHTOB B yupexaeHusax XVIII ..

B yem 0cob6eHHOCTM opraHusaumm genonpounssoacTea B XI1X B.?

6. Kakumu nyTaMu WO perynnpoBaHune [enonpov3BOACTBA B MepBble rOfbl COBETCKOM
Bnactun?

7. Uem 3aHUmanca VIHCTUTYT TexHUKN ynpasneHus (UTY) B obnactu Aenonpon3BoacTea?

8. TloyeMy apxumBHOe BeAOMCTBO O6epeT Ha cebd WHWLMATUBY MO MeTOAUYECKOMY
PYKOBOZCTBY [,eN10MpOonN3BOACTBOM B CTPaHe?

9. B yem 3HaueHue EICA?

10. Korga HaumHaeTcs paspabotka FTOCT Ha OP/?

11. Kakue 3akoHofaTeflbHble aKTbl MpPeAnuCbiBatOT 0653aTelbHOCTb LOKYMEHTUPOBaHUSA
NH(opmaymm?

12. Kakune TpeboBaHMA K LOKYMeHTaM M3/10XKEHbI B 3aKOHOAATENbHbIX aKTax?

13. Kakne Bonpocbl paboTbl C AOKYMEHTaMW pernameHTUpYroTCcA 3aKOHOAATeNbHbIMM
aKrammn?

14. Ha KOro BO3/10XXEHO MeTOAMYECKOe PYKOBOACTBO MOCTaHOBKOM [Aen0onpou3BOACTBa B
CTpaHe?

15. KakoBo 3HayveHue NCAOY 1 uTO OHa pernameHTUpyeT?

16. YTO pernameHTUpyeT TUNoBasa UHCTPYKLUUSA N0 4eN0Npou3BOACTBY?

17. Kakoe 3HaueHue nmeet FOCT 7.0.97 - 2016? TpeboBaHUS K OPOPMIEHNIO AOKYMEHTOB,
ero cofepxxaHue?

18. 1na Yero cocTaBNAOT MEPEYHN LOKYMEHTOB C YKa3aHMeM CPOKOB XpaHeHuA?

19. Kakme HOpPMaTMBHO-METOAMYECKME aKTbl WCMOMb3YT B paboTe C [LOKYMeHTamu
KaZpoBble CNyX0bl?

20. Kakoli thopmat 6ymarv peKoMeHoBaH A/19 0POPMAEHUS CNY>XKeOHbIX OKYMEHTOB?

21. Ha30BUTe OCHOBHbIE BMAbI 6/1aHKOB, NPUMEHSAEMbIE B YUPEXAEHNAX.

22. MepeuncnuTe pekBU3NTbI, BXOAALLME B COCTaB 61aHKa A4/ NUCbMa.

23. Uem oTnnyaetcs obwmii 6naHk oT 6/1aHKa ans nucbma?

24. Kakne TpeboBaHMA NPeabaBnsoTca K O(OPMIEHUIO pPeKBM3UTA «HaVMeHOBaHWe
opraHusaunm»?

25. YTo BXOAUT B COCTaB PeKBMU3NTA «CMNpPaBOYHble fAaHHble 06 opraHn3aumum»?

o
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26. KakoBbl NOPAA0K AaTUPOBaHUA AOKYMEHTA U BUAbI JaT?
27. KaKoBbl COCTaBHble 4acTW pPerucTpauuoHHOro Homepa AOKYMeHTa W MOpsALOK ero
NPOCTaB/EHNA?
28. KakoB nopsagokK aapecoBaHna fOKYMeHTa?
29. Kakue TpeboBaHMA NPeabaBistoTCA K Pe30soLmMmn, KakoB NnopsasoK ee opopmaeHus?
30. Kakune TpeboBaH/a NpeabaBnsoTCA K 3aro/ioBky?
31. KakoB nopsifoK ohopmMaeHUA NPUNOXKEHNIA K LOKYMEHTY?
32. Kak ohopmMnsieTcs cornacoBaHme OKyMeHTa?
33. KakoB nopsifoK NpocTaB/ieHNs Ha JOKYMeHTax neyaremn?
34. B yeM 0CO6EHHOCTb A3bIKa U CTUNA CYXXEOHbIX LOKYMEHTOB?
35. Kakoe 3HaueHMe MMeeT 3HaHue opdopradmm npu co3jaHnu Cny>KebHbIX LOKYMEHTOB?
36. KakoB nopsiioK MCMOb30BaHNSA COKPaLLEHWI B CY>KEOHbIX JOKYMeHTax?
37. KakoB nopafoK CKNOHEHWNS CNOXHbIX COCTaBHbIX C/IOB U YNCNTENbHLIX?
Bonpockl Ans yctHoro onpoca (YO-2):
1 HasoBuTe BUAbl OPraHn3aLMOHHbIX JOKYMEHTOB.
YKaxute 0CO6EHHOCTM COCTaBNEHNA N O(OPMEHNSA OpraHM3aLMOHHbIX LOKYMEHTOB.
Kakoi cocTtaB 06513aTe/IbHbIX PEKBU3NTOB OPraHn3aLMOHHbIX JOKYMEHTOB?
Ha3oBuTe BUAbI pacnopsagnTesibHbIX JOKYMEHTOB.
YKaxute 0CO6EHHOCTU COCTaBNEHNUSA 1 0OPMIIEHUS PacCNoPALUTENbHbLIX LOKYMEHTOB.
B yem 0C06eHHOCTM cocTaBfeHMs 1 0hopMIEHNS NPOTOKONA?
B yeM 0CO6EHHOCTW COCTaB/eHUs 1 0hOPMIIEHUS aKTa?
B ueM oTnnumne nocTtaHOBMEHNS OT peLLeHna?
HasoBuTe BUAbI MHPOPMALMOHHO-CNPaBOYHbIX AOKYMEHTOB.
. YKaxunte 0COBGEHHOCTM COCTaBNEHNA N OHOPMIEHNUS NHPOPMALLMOHHO-CNPaBOYHbIX
[OKYMEHTOB.
. Kakne TpeboBaHUA NpefbaBAKOTCA K COCTABNEHUIO U ODOPMIEHUIO LOKNALHbIX
3anncok?
12. Kakue TpeboBaHMsA NPeabsaBAATCA K COCTaB/IEHNIO U OOPMIIEHNIO 0OBACHUTESIbHBIX
3anncok?
13. Kakue TpeboBaHusA NpeabaBsoTCA K COCTaB/EHUIO Y OOPMIIEHUIO CMIPaBOK?
14. Kakue TpeboBaHMsA NPeabsaBAATCA K COCTaB/IEHUIO Y OPOPMIIEHUIO CNY>KEOHbIX NMUCEM?
K pasHoBMAHOCTU nucem?
15. Ha3oBuTE BU/bI JOKYMEHTOB M0 IMYHOMY COCTaBy.
16. YKaXKxuTe 0CO6EHHOCTIN COCTaB/IeHUs 1 OOPMIIEHNS JOKYMEHTOB MO SIMYHOMY COCTaBy.
17. B yem oT/iMuMe npukasa no MYHOMY COCTaBy OT NpuKasa No OCHOBHOW [eATeNIbHOCTN?
Bonpockl ans yctHoro onpoca (Y0O-3):
1 Yrto noHumaeTcs nog o06bemMoM AOKYMeHToobopoTa?
2. UT0 BXOAWT B NOHATME AOKYMEHTOOBOpOTA?
3. YTO BNUAET Ha opraHu3aunio ABMXEHNA JOKYMEHTOB?
4. Kakve opraHusaunMoHHO-NpaBoBble [LOKYMEHTbI OMpeAenstoT MNOpALOK ABUXEeHUs
[OKYMEHTOB B YUpeXaeHnn?
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5. KakoBbl OCHOBHbIe MpaBuna opraHnsalmm oKyMeHToo6opoTa?

6. Kakme OCHOBHble NOTOKM [AOKYMEHTOB MOXHO BbI[e/INTb B OpraHu3aumMm v B YeM MuX
0C06eHHOCTbL?

7. Kakue TpeboBaHUA MpefbsABAAIOTCA K OpraHu3auuMu npuema u nepBuYHON 06paboTKm
[OKYMEHTOB?

8. HasoBuTe atanbl paboTbl UCMOMHUTENA C  AOKymeHTOM. Kakue Tpe6oBaHus
NpeabABAATCA K 06paboTKe NCXOAALLMX LOKYMEHTOB?

9. KakoBbl npasuia 06paboTKy NCXOAALLUX LOKYMEHTOB?

10. UTto fomKHbI 06ecneymBaTb KOMMbIOTEPHbIE TeXHoNorum 4OY?

11. laiiTe xapaKTepuUCcTUKy npobnemam nepexoga Ha 3N1eKTPOHHbIN LOKYMEHTOO60pOT.
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12. MpoBeanTe CONOCTaBUTE/bHLIA  aHa/IM3  OTEYECTBEHHbIX CUCTEM aBTOMaTU3aLUU
AeNnonpon3BoACTBa N 3/IEKTPOHHOI0 JOKYMEHTOO60pOTA.

MpumepHble  3afaynm  (NpakTUYeckume  3afaHua) AN OUEHKM  YPOBHA
cthopmmpoBaHHOCTM KomneTeHynn OK-5.

3apgava 1 (3-1)

CocTtaBbTe MNPOTOKON 3acefaHns WHBEHTapM3aLUMOHHON KOMWCCUM 3aBOja ra30BOM
annapartypbl, Ha KOTOPOM paccMaTpuBasics BONPOC O pe3ynibTaTaX WMHBEHTapM3auum no cknagy
No 2 BcriomorartefbHbIX MaTepuanoB. Ha 3acefaHuy 6bl10 MNPUHATO MOCTaHOB/EHWE 06
YTBEPXJEHUN pe3ynbTaTOB WMHBEHTapU3aLuMM W OTHECEHMUS 3a CYET 3aBefYHOLero CKiagom
HefoCTauyM BCMOMOraTeflbHbIX MaTtepuanoB B CyMme 365 Thic. py6., a Takxke 3ayuTaHbl
cmMunTenbHasa BefOMOCTb MO cknafy Ne2 v 06bACHUTENbHAsA 3anvcka 3aBefyHoLLero CKafom.
OcTanbHble AaHHble onpesennTe No CBOEMY YCMOTPEHMIO.

3afava 2. (3-2)

CocTaBbTe CMpaBKy O BeMUYMHE CpeAHeil 3apabOTHOM nnaTbl 3a rof AN MOMy4YeHus
KOMMeHcauny Ha onnaty Xunbs. OCTasbHble JaHHbIE YKaXXMUTE CaMOCTOATESIbHO.

3agayva 3. (3-3)

CocTaBbTe WMH(OPMALMOHHOE MWUCbMO O MPOLAXE YaCTHbIM U rOCYAapCTBEHHbIM
NpeanpUATUAM MEPCOHa/IbHbIX KOMMbIOTEPOB MO AOrOBOPHON CTOMMOCTM U O BO3MOXHOCTU
NPUHUMATb 3aKa3bl Ha COCTaB/IEHNE NPOrpamMm.

3apgayva 4. (3-4)

CocTaBbTe MOJMHbLIA NPOTOKON 06LWero cobpaHus paboymMx MPOU3BOLCTBEHHOIO
KoonepatmBa «[lyCk», Ha KOTOPOM 06CyXJancs BOMPOC O CO3[4aHUM MPOU3BOLCTBA
CTPOUTE/IbHLIX MaTepuanoB AN CTPOUTENbCTBA XWU/bIX AOMOB. Ha cobpaHuu Obinia 3acnyliaHa
NH(opMaumsa npeacenaTens O BO3MOXHOCTW CO3[aHMS Takoro Lexa M nepcrekTuBax ero
paboTbl. [locne 06CYXAeHUs OblI0 NPUHATO peLleHne Mopy4YuTb NpeacefaTenito U ero
3aMeCTUTe/K0 N0 CTPOUTENIbCTBY B TeUeHUe 6 MecALEeB pa3BepHYTb paboTy Y BblAENUTb ANS 3TUX
uenen 31 MH. pyé.

3apgayva 5. (3-5)

CocTaBbTe npuKa3z 06 0CBO6OXAeHMM Bac OT paboTbl B OOO «3Be3ga» B CBA3N C
nepeesfoM Ha HOBOE MeCTOXMUTe/NbCTBO.

3afava 6. (3-6)

CoctaBbTe rapaHTuitHoe nmucbMo OOO «3kogom» OOO «[porpecc» 06 OKazaHWM
TEXHUYECKON MOMOLLM B pa3paboTke paboumx yepTexkenh HacocHoM ctaHumn. OO0 «3IKoAOM»
NPOCUT NPOM3BECTM 3Ty PaboTy HEMOCPeLCTBEHHO Ha M/OLLAafKe.

3apava 7. (3-7)

CocTaBbTe KpaTKMiA MPOTOKON MPOM3BOACTBEHHOrO COBeWaHWs pPabOTHMKOB OTAena
CTpaTernyeckoro njaHMPoOBaHWA, Ha KOTOPOM  Obl1  pacCMOTPEH BOMPOC O AOCPOYHON
pa3paboTke nnaHa passuTus npeanpuatTua Ha 2019 rog. Mocne 06CyXAeHMA NPOM3BOLCTBEHHOE
COBeLlaHVe NPUHANO pelleHWe pa3paboTaTb MfaH Ha AecATb AHeil paHblue YCTaHOBNEHHOro
cpoka. OcTa/ibHble JaHHble YKaXuTe caMOoCTOATESbHO.

3agayva 8. (3-8)

CocTaBbTe npuKasbl: a) O npueme Ha paboty OyxrantepoMm VBaHoBy A.A.; 6) 00
YBO/IbHEHUM MepeBOAOM B Apyryto opraHusauuto letposy B.P. Hepocrtawowme peksusUThI
YKaXXnTe caMoCTOATENbHO.

3agava 9. (3-9)

CocTtaBbTe nucbMo-npockby OO0 «BANTIATULEMNPOM>» B NMpaBnTenLCTBO 06/1aCTH 0
BbIJeNIEHUN CPeACcTB U3 06/1acTHOro 6rapketa B cymMme 15 MAH. py6. [0 Hauvana peanusauuu
MONOAHAKA-NTULLbI HACENEHWIO.

3apgayva 10. (3-10)
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CocTaBbTe  [OKMagHyt  3anucky  Oyxrantepa  TumowwuHoit  W.M.  rnaBHOMy
oyxrantepy OOO «Py6uH» babuuey H.IM. o1 15.03.19 r. 0 BbINO/HEHMM MpUKa3a AUpPeKTopa
(upmbl Ne92 oT 12.01.19 r. «O COCTOAHUM OYXrafiTepCKOro yyera Ha CTPOMTENbCTBE 6asbl
oTabixa Ha Kypckoil Koce». B npukase O6bliv yKasaHbl KOHKPETHbIe CPOKW JIMKBUAALUM
HefOoCTaTKOB, O6Hapy>eHHbIX B AHBape 2019 roga. B foknafHOW 3anncke [OHKHO ObliTb
OTMEYEHO BbINOMHEHNe BCeX MYHKTOB MpuKasa, 3a WCK/YeHWeM MyHKTOB 06 opraHu3auuun
pPaBHOMEPHOW eXefHEBHOIN clayun paboummMmn HapsaoB Gyxrantepy. BbisiBneHo, uto 25 eBpans
2019 ropa 6b1n0 chaHo TonbkKo 35,2% Bcex HapagoB. OcTa/bHble Hapsafbl caaHbl 1 mapTa. Mo
rpagmky CpoK cpayv nocnefHUX HapsiAoB 3a MPOLUbIA MecAL, YCTaHOBNEeH MepBOro uucna
cnefytollero Mecaua. OcTanbHble fJaHHbIe YKaXNTe CamMOCTOATE/bHO.

3apgava 11. (3-11)

CocTaBbTe XapaKTepPUCTUKY-PEKOMEHAALUMIO HA PabOTHMKA Ballero npefnpuaTua ons
noctynneHusa ero B acnupaHtypy ®raOYBO «b®PY nm. V. KaHTa».

3afava 12. (3-12)

CoctaBbTe nucbMo-npocbdy OO0 «Mebenbrpag» B MUHUCTEPCTBO 3KOHOMWYECKOIO
pa3BUTUSA, NMPOMbILLAEHHOCT U Toprosnn KannHWHIpagckol 061actu O BblAENEHUN NNLEH3UN
Ha noctasky B Kutaii 4000 T mMeTa/ia B CBA3MN C 3aK/KOYEHNEM KOHTpakKTa ¢ 06befMHEHNEM MO
MeXJYHapoA4HOMY COTPYLHMYECTBY Ha CTPOUTENbCTBO [AEBATUITAXKHOINO O6LWEXUTUA B
KanuHuHrpage. CornacHO KOHTpaKTy onnara BblMO/IHEHHbIX pPaboT OyaeT NpOU3BOAUTLCS
POCCUICKUMU PY6SMU 1 MaTepuanamu.

3agayva 13. (3-13)

CocTtaBbTe [OKNALHYIO 3aMUCKY NaBHOro Gyxrantepa AMpPeKTopy 06 utorax paboTbl no
LleHTpam3aLmm pacyeTos ¢ pabounmm u cnyxawmmy 3asoga. LleHTpanmsauma pacyeToB pana
BO3MOXHOCTb MepeBecTn Ha [pyryto paboTy natb 6yxXranteposB LEXOB, YMEHbLUNTL OLWMOKM B
pacyetax C pabouumu n Cnyxawumu, YCUanMTb KOHTPO/Ib pacxofoBaHus (DOHLOB 3apaboTHOM
nnatel. B 3aknyeHne Heob6XOAMMO MOCTaBUTb BOMPOC O MNpemMupoBaHUM pPaboTHWUKOB
oyxrantepun,  obecrneymBaroLLMX Nepexo Ha LEeHTPaN30BaHHbIN pacyeT 3apabOTHON nnaTbl
no 3aBogy. OcCTa/lbHble JaHHble YKaXUTe caMOCTOATESbHO.

3apava 14. (3-14)

HanuwwnTe 3asBneHve 0 npuveme Bac Ha paboty 6yxrantepom B OOO «KoponesBckue
BOpOTa».

3apgayva 15. (3-15)

CocTtaBsbTe NM1NCbMO-0TBET NMpPON3BOLCTBEHHOIO 06beMHeHNs
«KanuHuHrpagrasmpumkauma»  gupektopy XumdapmsaBofa W Haya/lbHUKY  ynpaB/ieHUs
«KanmHuHrpagropras» 0 eXemecayHoil noctaske XumMdapm3aBogy 64 T CXMKEHHOro rasa B
TeueHune 2019 roga. YKasaHHbIN 06bem yuTeH B pas3Hapsfke. [ocTaBka 6yfeT OCyLLeCTBAATHLCA
yepes ynpasfieHne «KanMHUHrpagropras».

3agayva 16. (3-16)

CocTaBbTe [JOKMafHYH 3anucKy CekpeTaps-pedepeHTa PYKOBOAUTENIO MpPesnpuaTus
06 yTepe paboTHUKOM Pbl6buHbIM C./. nncbma-3anpoca, NOCTYNMBLUErO B afgpec NpeanpusaTus
TpY MecALa Ha3as,

3apava 17. (3-17)

Hanuwwurte 3adBfeHve 0 nNpefoCTaB/NeHUN Bam agMUHUCTPATUMBHOIO OTMYyCKa Mo
ceMeiHbIM 06CTOATeNbCTBaM. OCTa/lbHble PEKBU3UTbI YKaXKNTE CaMOCTOATESIbHO.

3apgava 18. (3-18)

CocTtaBsbTe COBMECTHOE NM1UCbMO-0TBET MwuHucTepcTea 3[paBOOXpPaHeHMs
KanuHuHrpagckoin o6bnactm u  MwuHucTepcTBa (PMHAHCOB KanMHWHIpaLCcKonW o06nactm o
BblAE€NEHUN  [OMNOMHUTENbHbIX aCCUTHOBaHWA 13 06M1acTHOro  6GlofKeTa Ha OKasaHue
MeAULMHCKOWM NOMOLLN XUTENAM 061acTw.

3apgaval9. (3-19)

CoctaBbTe 1 oopmute  Tenerpammy  OOO «Cwmaili»  Ka/IMHUHIPaaCcKoOMY
npegnpuaTnio OO0 «Kpuctann» 0 NONHOM OTKa3e OT oniaThl 3a NOCTYMNUBLLYHO NPOAYKLUIO B
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CBA3M C Tem, 4TO 3Ta MpoAyKuusa He Oblna 3akasaHa. OcCTalbHble PEKBU3UTHI YKaXuTe
CaMOoCTOATENbHO.

3apava 20. (3-20)

HanuvwunTte aBTOGMOrpaduio, HeobXoaumyro A8  O(OPMNIEHUs [OKYMEHTOB Mpu
NoCTYN/eHUN Ha paboTy.

3apgayva 21. (3-21)

CocTtaBbTe nucbmo-npurnaweHne OOO «3IKCNOUEHTP», C MNPeanoXeHUeM NPUHATL
y4yacTvie B POCCUICKON BbICTaBKE Ha MEXAYHapOLHOW MeXOTpacneBoin sipmMapke B I. ['aHbCK
(Monbwa), Kotopas 6yfeT npoxoantb ¢ 20 HosA6psa no 10 gekabps 2020 r. JTa spmapka
SBNSETCH OAHUM M3 KPYMHeWWwmnx TOProBbIX MepOnpuATUA cTpaH EBponbl. B TekcTe Hago
yKasaTb, 4TO yuyacTme B 3TOW ApMapkKe [MO3BOMAET LUMPOKO MPEeACTaBUTb  IKCMOPTHYHO
NPOAYKUMIO OpraHu3aumu, npofaTb I3KCMOHATbl CO CTeHAa, M3YyUUTb OCOOEHHOCTM pPbIHKA,
O0OMEHATBCA € APYrMMU  YYaCTHUKAMW  SPMapKM  Hay4yHO-TEXHWYECKON WHDopmaumen wu
3aK/II0YNTb BbIFO4HbIE CLENKN.

3afayva 22. (3-22)

CocTaBbTe [OKMafHYH 3anuCKy HayaslbHWKa OTAeNla PYKOBOAMTENKO MPeanpuaTus o
(baKTe HEBbIMO/IHEHUS PACMOPSHKEHUA O MOHTaXe 000py[OBaHWA Ha y4yacTKe MO0 MNpuynHe
€naboro KOHTPO/IA CO CTOPOHbI MNaBHOr0 MexXaHuKa.

3apava 23. (3-23)

OchopmuTe 3anmcb B TPYAOBOM KHMXKE 00 YBONbHEHWW Bac: a) MO COOGCTBEHHOMY
XenaHuw; 6) B CBA3M C NUKBUAALMEN MpefnpusTus; B) B CBA3W C HECOOTBETCTBUEM
BbINOMHAEMOV  paboTbl NpeabsABAsSieMbIM  TpeboBaHMAM, BCNMEACTBME  HEeLOCTaTOYHOWA
KBaIM(hMKaLunu.

3afayva 24. (3-24)

CocTtaBbTe MHopmMaymoHHoe nucbmMo AO «ABTOTOP» Hemeukoi dmpme «BMW» o
BO3MOXHOCTU NPOJaXMN aBToMo6uNeld. OcTabHble PEKBU3UTBI YKaXKNTE CAMOCTOSTENbHO.

3afava 25. (3-25)

CocTaBbTe [OK/MafHYK 3afnucKy O MpuynHax HeCBOEBPEMEHHOro MpeACTaBieHus
MHOpMaUMM O BbIMOSIHEHUM nNpuKasa fAaupektopa. OcTanbHble  PEKBU3UTBI YKaxute
CaMOoCTOATENbHO.

3afava 26. (3-26)

CocTaBbTe MNPOEKT KOHTpakKTa MO HaiiMy, onnate W YBOJbHEHUWM Bac. OcTa/bHble
PEKBU3UTLI YKAXKMUTE CAMOCTOATESIbHO.

3apava 27. (3-27)

CoctaBbTe MUCbMO-0TBET MMUMHUCTEPCTBA CE/MbCKOr0 X03aicTBa KalMHUHIpagcKom
obnactn npegcepatento akumoHepHoro ob6buiectea «KAJICE/IbXO3» no BOMpocy MnoCTaBoOK
NEerkoBbIX aBTOMO6U/IEN 3a CAAHHOE 3epHO.

3afayva 28. (3-28)

CocTaBbTe [OKNMaAHYH 3aMUCKy [N1aBHOr0 Oyxrantepa pPyKOBOAUTENO NPesnpuaTus O
Heob6X04MMOCTY LeHTpanuM3aunm pacyetoB C paboTHUKamu npegnpusatus. B o06s3aHHOCTU
YUYETHbIX PabOTHWKOB LiEXOB [O/HKHO BXOAWUTb NNLLbL O(OPMIIEHME MEPBUYHBLIX AOKYMEHTOB MO
yuyeTy BblpaboTKu. B [OKNaAHON 3anmcke Heo6XOAMMO MOfAaTb MPeSsIoKEHUe O MepecmoTpe
LUTATOB OTYeTHbIX pPabOTHMKOB B LeXax W [NaBHOW Oyxrantepum u3 pacyeta o06LLero
COKpalLleHMA LITaToB He MeHee yeM Ha 20%.

3afava 29. (3-29)

CocTtaBbTe NMpUKa3 0 NepeBofe Ha paboTy BHYTPY OpraHu3aumu.

3apgayva 30. (3-30)

®dunnan OO0 «Pocrocctpax-KannHuHrpag» vMeeT cTpaxoBoi otgen B r. COBETCKe.
HauanbHuk atoro otgena C.W. MBaHoBa M3fana npukas 0 Ha3HA4eHUN UHCNEKLMOHHON rpynnbl
AN NPOBefeHNs CBEPKM AaHHbIX BYXranTepCKoro 1 onepauyvoHHOrO y4yeTa 3a nepBblii KBapTasl
Tekyuwero roga. CBepka npoBogutca B cooTBeTCcTBUM C nucbMom OOO «Pocroccrtpax-
KannHuHrpag» Ne 09-07/8 ot 19 anpensi Tekywero roga «O npoBeAeHWM MWUIOTHOW CBEPKM
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[aHHbIX OyXrafiTepcKkoro 1 OnepauMoHHOro YyuyeTa 3a MepBblid KBapTai», B COCTaB
MHCNEKUMOHHON Trpynmnbl BKAKOYeHbl 6yxrantep Mwuxanesa J1.J1. n onepayuoHucT lMonskosa
T.B.

3apgayva 31. (3-31)

B coctaB AO «Toprosblit 4om "MepKypuin"» BXOAWUT MarasvH «TPUKOTaXK», pacxoibl Ha
cogep)XaHne KOTOPOro MpeBbIAKT A0X0A OT ero AeATenbHOCTW. [eHepanbHbIA anpekTop AO
nognucan npukas o NMKBMAaUMM marasmHa «TpukoTax». MarasuH NMKBUAMPYETCS B CBA3M C
HepeHTabeNIbHOCTLI0 M B LENAX COKpalleHWs pacxofos. pukKasoM NMKBUAMPOBaH MarasuiH,
co3fjaHa NMKBUIALNOHHAA KOMMUCCUA, COCToAWaa M3 3aMecTUTEeNd TeHepanbHOro AuMpekTopa
3A0 «Toprosbiin gom "Mepkypuit'» (npefcefatens KoMUcCUKM), AMPeKTOpa MarasuHa
«TpUKOTaX» W HayaNbHUKa 3KOHOMMYeckoro otgena AO; AaHbl MOpPy4vYeHUs npencenaTento
NNKBUAALNOHHOW KOMMUCCUM MO CPOKY MNPeACTaBleHMs aKTa JMKBUAALWMOHHOW KOMUCCUW,
3aMeCTUTENI0 TeHepaslbHOro [AWPEeKTopa MO0 3KOHOMWKE M0 BHECEHUIO MNPEeA/IOKEeHUA O
JanbHeliem MCNONb30BaHMM 0CBOBOXAatOLeroca nomeleHns. Mpukas cnegyer oPopMUTh Ha
OnaHke C MPOAONbHBLIM  PACMOIOXEHNEM PEKBU3UTOB, OCTa/lbHble [aHHble YKaxurte
CaMOCTOATE/LHO.

3agayva 32. (3-32)

CocTtaBbTe M oopmuTe npukas o6 utorax pabotbl ¢ gokymeHTamm B OO0 «Mwp» B
npoweawem rogy. B KOHCTaTUpYIOLLEN YacTU YKaXKUTE Ha UTOMM aHann3a, BbISBUBLLME HU3KYIO
TpeboBaTe/IbHOCTb PYKOBOAWTENEA MOAPa3feNeHNn K KayecTBy MOAFOTOBKM AOKYMEHTOB M
KOHTPO/IIO 3a WX WCMONIHEHWEM. B pacrnopsaguTesibHOM 4YacTu MopyymTe PYKOBOAMTENAM
nogpasfeneHnin - ycunutb TpeboBaTeNbHOCTb K KayecTBY paboTbl € AOKYMeHTaMu, a
pykoBogutento otaena AOY paspaboTaTb Mepbl MO YAYyYLWEHWKO 3TOW paboTbl. OcTanbHble
JaHHble YKaXXNTe CaMOCTOATE/NbHO.

3apgayva 33. (3-33)

CocTtaBbTe K otopmute npukaz no OOO «3anag» 06 WCMNONb30BAHMM OTXO/0B
nunomMaTepuasnos. B KOHCTaTUpYylOLWEen 4acTh YKaXuTe, 4TO MpU NpPOBepKe paboTbl cknafa
nunomartepuanoB OblM BbIiBNEHbl (PaKTbl OTMYCKAa B KOTENIbHYK A1 CXKUraHus OTXO0A0B
nuaomaTepuanos [AAMHOW cBbie 20 cMm. B pacnopsguMtenbHOn 4vacTu cnefyeT 00663aTb
3aBegytoulero cknagom W.C.YymakoBa opraHusoBaTb paboTy Mo peasu3auum OTXOLOB
NUIOMaTePUaNOB YacTHbIM NNLAM, & 9KOHOMWUYECKWUIA OTAeNl - MPOBECTU pacyeT CTOMMOCTU
OTNYCKaeMbIX YaCTHbIM NnLaM maTepuanoB. OCTa/lbHble JaHHbIe YKaXXNTe CaMOCTOATENbHO.

3apnayva 34. (3-34)

CoctaBbTe 1 odopmute npukas no OO0 «KomeTa» 06 o06ecneyeHWM MOXKApHON
6e30MNacHOCTU M YCU/IEHUWN OXpaHbl MpesnpuaTus. B KOHCTATUPYHOLLEen 4acTu COLINTECh HA
ONacHOCTb TEPPOPUCTMYECKUX aKTOB W YKaXuTe Uesb obecrievyeHnss 6e30macHOCTU Ntogei un
coXpaHeHue umyllecTBa. B pacnopsfuTenbHON 4yacTu crnegyeT 06s3aTb Haya/lbHUKa OThena
oxpaHbl K.J1.KOWKMHA YCWUAWUTL MPONYCKHOW pexXuM W OpraHuM3oBaTb KPYrnocyTOYHOe
[JeXypcTBo Ha cknage Ne 1, KomeHfaHTa 3gaHua B.[.Kyuma - npoBepuTb COCTOAHME
CUTHaNM3aunmn 1 3NeKTPONpPoBOAKN, a HavanbHUKa agMuHucTpaTtueHoro otgena O.I. banHoBsa -
nepesectn B cknag Ne 1 BocnnameHawowmeca BewectBa. OCTanbHble [aHHble YKaKuTe
CaMOCTOATE/LHO.

3apgayva 35. (3-35)

23 - 31 mapTa Tekyulero roga B KanuHuHrpaze npoxofat uHasibHble COPEeBHOBAHUA
IOHbIX XOKKEWCTOB Knyba «3onoTad wwaiba» wmMeHn A.B.TapacoBa. [1oarotoBbTe
noctaHoBneHne [ naBbl ropofckoro okpyra «lFopog KanuHurpag» A.H. CwunaHoBa 06
obecneyeHun 6GecrnnaTHOro npoesfa LUKONbHUKOB B [HW COPEBHOBaHWW. B KOHCTaTMpyloLein
4yacT Heo6X0AMMO YyKa3aTb LeNn pasBUTUA LETCKOro cnopra B CyObekTax P®, a Takxke
cocnaTbCsl Ha YCTaB ropofcKoro okpyra. B pacnopsagutenbHoi yactu gaetca nopyyvyeHme MK
«KanuHuHrpag-ropTpaHe» no obecnevyeHUto 6ecnnatHOro nNpoesfa OpraHM30BaHHbIX TPy
[eTeli B CONPOBOX[EHUW B3POC/bIX B TOPOACKOM OO6LLECTBEHHOM TpaHCMoOpTe B MEPUOL
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npoBefieHNs copeBHOBaHWMW. KOHTPONb 3a WCMOSIHEHMEM MOCTAHOB/IEHWS BO3/araeTcs Ha
NnepBoro 3amecTuTens rnasbl agMuHUCTpaumm KO.A.deadLuosa.

3apnayva 36. (3-36)

CocTaBbTe M odopmuTe npukas no OO0 «BecT/laiiH» 0 npueme KynewioBoit HuHbI
CepreeBHbl Ha MOCTOAHHYIO paboTy KOHAYKTOPOM MapLupyTHOro aetobyca. Pasmep oknaga
coctasnsger 21 Tbic. py6. OcHOBaHMEM AN U3[aHWUA NpUKasa MNOCNYXUWM  3asaBfieHMe
H.C.Kynewoso# v Tpyzsosoi gorosop Ne 28.

3apayva 37. (3-37)

CocTaBbTe M odopmuTte npukad no OO0 «HOr» 06 yBOJIbHEHWM MO COBCTBEHHOMY
XenaHuto 6yxrantepa Kucenesa Amutpua CepreeBnya B CBA3M C BbIXOAOM Ha MeHcuio. Ha
npuKase NMeKTCA BU3bl FNaBHOMo Byxrantepa U HadanbHUKa oTaena Kagpos OOO.

3afgayva 38. (3-38)

CoctaBbTe ¥ oOGopMUTE [OKMNafHYK 3anucKy B COOTBETCTBMM C CUTyauuein: B
KanMHUHIpaaCcKoM WHCTUTYTE MOBbIWEHUA KBaIMPUKaLMW yunuTenein co3gaHbl MNOCTOSHHO
[e/CTBYylOLNe  KypCbl  MOATOTOBKWM  noronefoB.  Kypcbl  pabotany  Ha  npuHUuMne
CaMOOKYMaemoCTW, OfLHAKO B TeKyllem y4yeOGHOM rofy [AnA MPOLO/IKEHUA WX AeATeNIbHOCTU
Heo6Xo4MMO [OMNONHUTENIbHOe (PMHaHcUpoBaHue. [upekTop wuHcTuTyTa C.P. Tlokansesa
obpatmnacb K MUHUCTPY o6pasoBaHmsi KO C.C.TpyceHeBOW C MNpocb60il BblAenUTb TpUCTa
ThICAY pybnein And NOKBapTabHOIO (UMHAHCUPOBAHUA [eATENIbHOCTU KYPCOB B TEKYLLEM
yuyebHOM rogy. J[oknafHad 3anucka Oblna cocTaBneHa 25 aBrycra MnpoLlefLlero roga,
3apernctpuposBaHa 3a Ne 33 M B TOT Xe [eHb OTnpaBneHa B MUHWUCTEPCTBO 06pa3oBaHUA
KannHnHrpaackom obnactu.

3apgayva 39. (3-39)

CocTaBbTe W 0O(opMUTE MUCbMO-0TKA3 Monaurpagmyeckoro npegnpusatusa «Mobegax»
(O00) akuymoHepHoMy o06uiecTBy «CantoT» Mo BOMPOCY BbIMOMHEHNS 3aKa3a Ha M3roTOB/IEHNe
0/1aHKOB Yy4yeTa U OTYEeTHOCTW. [pMUYMHON OTKasa ABMMACb PEKOHCTPYKLMS MeYaTHOro Lexa,
KOTOpas NpoA/MTCA [0 KOHLA NepBoro nonyroavs; Apyrue faHHble YKaXUTe CaMOCTOATENbHO.

3agayva 40. (3-40)

CoctaBbTe W odopmuTe rapaHTuitHoe nucbMo OOO «Pagyra» B agpec OAO
«TexnpoekT» 06 OKasaHWM TEXHUYECKOW MOMOLLM B pa3paboTke paboumx 4vepTexxelt HaCOCHOM
cTaHuuu. PaboTy Heo6Xx04MMO MpOBECTM [0 Hayana asrycra Tekyuwero roga. [lucbMo
nognucann pumpektop OOO «Pagyra» I.A.KpbinoB u rnaeHblin 6yxrantep O.MN.Kosanesa.
OcTanbHble faHHble YKaXuTe camMoCTOATeSbHO.

MpumepHble NpobniemMHble 3afaHMA (CUTYaLMOHHbIE 3afavyn) ANA OLEHKWU YPOBHA
cthopmmpoBaHHOCTM KomneTeHymnn OK-5.

3apgaHue 1. (MN3-1)

Mo BuHe byxrantepum coTpyaHukam AO «CurpeHa» B TEKYLLLeM Mecsle Oblia 3afepxaHa
BbinfaTa 3apaboTHOM nnatbl. [NaBHbIA Gyxrantep nHhopmupyet gupektopa AO 0 TOM, 4TO
3afiepXXKa HaZMyHoCTM Oblfa cBA3aHa C ono3gaHvem Ha cyeT AO [eHeXHbIX CpeAcTs OT
npegnpusaTUiA-NapTHEPOB.

3afaHve: B ponu Gyxrantepa coctaBbTe CyXebHYH 3anucky. Bug cny>ke6HOW 3anncku
BblOEpUTE, NCXOAA U3 MPELI0XKEHHO CUTYaL 1, CaMOCTOATENbHO.

3agaHue 2. (M3-2)

01.12.19 r. gomkHO cocTosiTbea cobpaHne AO «[paHg». AO «MepKypuii» HanpaBnseT
CBOEro npeAcTaBuTeNs 414 yyactus B cobpaHum.

3apaHue: CocTaBbTe  Tefierpammy 0 npuobLITUN npeacTaBuUTeNS (hupmbl
«MepKypuii», BKIKOUYMB NPOCcbOYy O B6POHMPOBaHWM B OLHOM M3 FOCTUHWL, ropoga 1-MecTHOro
HOMepa «/HOKC» Ha MMA npeacTaBuTena Ha nepuog ¢ 01.12.19 r. no 03.12.19 r.

3agaHue 3. (M3-3)
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Ounpektop OO0 «mnpa» NPUHAN peLleHre 0 NpuemMe Ha paboTy OMbITHOrO MeHemkepa
C COMMUAHbIM CTaXXeM paboTbl MO CNeunasbHOCTU Ha LO/MKHOCTb «MEHeKepa Mo peknames.

3apgaHne: B ponm  cneymanucta  KagpoBOM  CyKObl.  [10AroToBbTe  MPOEKT
COOTBETCTBYHOLLEr0 JOKYMEHTA.

3afaHue 4. (M3-4)

Mpoun3BoACTBEHHAas He0bX0AMMOCTb TpebyeT npogosmkeHne paboTbl AO «JlyHa»
BbIXOAHbIE [HM C Y4YeTOM [eHeXHOW mnepepaboTKM WNN NpefoCcTaBeHUs APYTUX [LHe
0TAbIXa.

3agaHve: B ponu cekpetapa - pedgepeHTa Aupektopa AO MOAroTOBbTe MNPOEKT
COOTBETCTBYHOLLEr0 JOKYMEHTA.

3agaHue 5. (M3-5)

B AO «3apsa» cocTosnoch 3acefiaHue npasneHus. [loBecTKa [HSA Oblia NOCBALLEHa
paclUMpeHnto oTAeNna MapkeTuHra upmbl. B ¢BS3M € 3TUM BO3HUKNA

Heob6X0AMMOCTb BHECTM W3MEHEHMS B LUTATHOE pacnucaHue COTPYLHUKOB (PUPMbI, a
TaKke pas3obpaTb HOBble [LO/DKHOCTHblIE WHCTPYKUUW Ha BBeLeHUEe B OTAeNl MapKeTuHra
[O/IKHOCTU MeHepKepa Nno peknaMe v peKnaMHOro areHTa.

3afaHue: B ponun cekpeTtaps 3acefjaH1s COCTaBbTe MPOEKT MPOTOKONA.

3afaHue 6. (M3-6)

B AO «KYb» npoBeseHa nposepka paboTbl 0TAeNa MAapKeTUHIa Mo OKa3aHWK MIaTHbIX
ycnyr. Komuceus B cocTaBe 3aMeCcTuTens AupekTopa, . Gyxrantepa M Haya/lbHMKa OTAena
MapKeTMHra B XOfe MpOBepkM 06Hapyxwuna HapyLleHus B othopmieHUN [aHHo
[JOKYMeHTauun OyayT npefcTaB/ieHbl CaHKLUW.

3apaHue: MofroToBbTe MPOEKT COOTBETCTBYIOLLErO AaHHON CUTyauuu LOKyMeHTa. Bug
LOKYMeHTa onpejennTe camoCTOATENbHO.

3apgaHune?. (M3-7)

Ha ocHOBaHUWM wuccnefoBaHUs OTAENOM MapKeTMHra KOHBIOHKTYpPbl pblHKa CObITa
npogykumn  OOO  «CeBep» npeAcTaBuia  BO3MOXHOCTb  3aK/IOYUTbL  PAA BbIFOAHbLIX
KOHTPaKTOB.

HavanbHMK oTAena  MapKeTuUHra pewwun  MOOWpuTb  BeAywux  COTPYAHMKOB
npemMuanbHbIMK BbiNaaTaMun K 6avkaiLlen sapnnare.

3ajaHne: B ponuM HavasbHWKA  OTAeNa  MapKeTuMHra  MnoArotoBbTe  MPOEKT
COOTBETCTBYIOLLErO  AaHHOW  cUTyauunm  JOKyMeHTa. Bug  fokymeHTa — onpegenute
CaMOCTOATE/IbHO.

3afaHue 8. (M3-8)

Ovpektop OOO «3anafg» NPUHAN pelleHne O npueme HOBOrOo COTPYAHWKa B OTAen
npojaxk Ha [O/MKHOCTb «MeHefkep no npogaxam». Mexgy OOO wu cneymanncTom
3aKNHYeH TPYyLOBOI [OroBop.

3apgaHue: B ponm  cOTpyfHUKA  KagpoBOM  CMyObl  NOAFOTOBbTE  MPOEKT
[LOKYMeHTa COOTBETCTBYIOLLENO CUTYaLUN.

3agaHue 9. (M3-9)

000 «CmeHa» nonyyaeT oT OOO «HaTypoBOo»  peKnamHyk  6poLutopy,
npeLCcTaBNAOWY0 060rpeeatefibHble MNpPUbOpPbLI, KOTOpble MOMM  6bl  HAWTW NPUMEHEHMe
B TEN/INYHOM XO3ANCTBeE.

Ha coBewaHun no UCMOMb30BaHWUKO 3TUX MPUOOPOB  BLIACHUAOCL, UTO  AN14
MPUHATUA OKOHYATENbHOTO peLleHUss HeobXo4uMMbl GOfiee MOoJSiHble [aHHble MO BCEM TOBapam
[AAaHHOI Fpynnbl, TAKXXEe MPEeNCcKypaHT LeH C yKasaHWeM YC/TOBUIA MOCTaBKW.

3agaHue: CocTaBbTe MPOEKT cny)ebHoro nucbma B cekpetapnat OO0 «HaTypoBo» ¢
3anpocom 60see NoApPO6GHOW UHGOPMaLMK O JaHHOM TOBape.

3agaHue 10. (M3-10)

CornacHo gorosopa Ne33 o1 05.11.18r. Ha nocTaBky ob6orpeBaTtenbHbIX Npnéopos OO0
«3apa» 06s3aHa 6blna noctaBntb OO0 «3aps» B 1 kBapTasie 2019 r. ToBap Ha 06Uy CymMMy
500 MmsH. pye6.

B
7
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dakTuyeckn B 1 kBapTane 2004r. gmpme «CeneHa» 6bI10 NOCTaB/IEHO TOBapa Ha CyMMmy
300 MmsH. py6.

Ha ocHoBaHuu N.9.1. forosopa NOCTaBKM 3a MPOCPOYKY MOCTaBKWM ToBapa [1ocTaBLINK B
30-AHeBHbI CPOK 06513aH BbINIaTUTL WTpad B pasmepe 20% OT CTOMMOCTM He MOCTaB/IEHHOIO
TOBapa.

3afaHue: MoAroToBbTE NPOEKT MPETEH3MOHHOro nNucbMa B agpec MNMocTasLLMKa.

MpuMepHble OLEHOYHbIe CPeACTBa 415 NPOBeAeHNS TemMaTUYecKoro KOHTPOS
Tect 1(T-1)

1. MainTe onpeaeneHne JOKYMeHTa:

A) maTepuanbHbll 06BEKT C UH(OpPMaLMeit, 3aMKCUPOBAHHOW CO34aHHbIM Ye/10BEKOM
cnocobom, Ans eé nepegayn BO BPEMEHW U NPOCTPaHCTBE

B) COBOKYMHOCTb PEKBU3UTOB O(MLMANBHOIO NUCbMa

C) cTaHfapTHOe pacnonoxeHue matepuana

D) TekcT

2. llaiTe onpegeneHne hopmynapa-obpasya:

A) COBOKYMNHOCTb PEKBU3UTOB [€/10BOro nucbMa

B) COBOKYMHOCTb Pacno/ioXXeHHbIX B ONpeje/ieHHON Nocnes0BaTe/isHOCTU PEKBU3NTOB,
NPUCYLLMX BCEM JOKYMEHTaM OMnpefeneHHON CUCTeMbl JOKYMEHTaLnm

C) COBOKYMHOCTb PEKBU3NTOB NpuKasa

D) COBOKYMHOCTb PeKBU3UTOB aKTa

3. [laTa JOKyMeHTa opopmMmAasaeTcs cnegyrowmm obpasom:

A) 1espansa 1997

B) 1 deBpans 97 r.

C) 01.02.97 r.

D) 01.02.97

4. aTa LOKYMEHTa — 3TO:

A) fata ero nognucaHuns, NPUHATUA

B) fnaTa ero cocraeneHus

C) faTa ero nognucaHus, NPUHATUA, YTBEPXAEHNSA, COCTaBeHUs, faTa CoobITUS
D) pata cobbiTus

5. Jenonpon3soacTso — 3TO:

A) npasunbHOe 0hopMIeHNE JOKYMEHTOB.

B) opraHu3saums [OKyMeHT0060p0Ta B YUPEXAEHNN.

C) COBOKYMHOCTb JOKYMEHTOB, OTpaXatoLLMX YNpaB/ieHYeCKYH0 LeATeNIbHOCTb YUPEXAEHNS.
D) coBOKYNHOCTb paboT Mo JOKYMEHTUPOBAHUIO AeATENbHOCTN YNpaBAeHUs 1 no
opraHm3aunmn LOKYMEHTOB B YUpeXxaeHUn.

6. LleaTenbHOCTb annapaTa ynpas/ieHUs, 0XBaTbiBaloWwas BONPOChl LJOKYMEHTUPOBAHUSA 1
opraHusaunm paboTbl C JOKYMEHTaMU — 3TO:

A) JOKYMeHTalunoHHOe obecneyeHne ynpasieHns

B) ctaHgapTu3anms

C)Erca

D) cuctema fOKyMeHTauuu

7. Kakas pyHKUMA OTHOCUTCA K 06WUM PYHKLUAM LOKYMeHTa:

A) 06LLEeKYNbTYPHaSN;

B) nHdpopmaumoHHas;

C) npaBoBas;

D) ynopsigoumsaroLas.

8. 'HOeKc foKyMeHTa — 3T0

A) NopsiAKOBbIA HOMEpP perucTpauum
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B) nHAeKc CTpyKTYpHOro nogpasseneHus

C) undposoe, 6yKBEHHOE UM KOMOUHMPOBAHHOE 0603HaYeHMe JOKYMeHTa, yKa3sblBatolLlee
MECTO ero COCTaBNEHUSA U XPaHEeHUA

D) HomMep fena no HOMeHKNaType fen

9. icnonHUTeNbHOE Aenonpon3BoACTBO — 3TO

A) paboTa ¢ JOKyMeHTamK, NpoBOAMBLLAACH B COBETCKUX YUPEXAEHNAX

B) paboTa ¢ fJOKyMeHTamu, NPOBOAMBLUAACS B KOMNErnsX

C) paboTa c 4JOKYMeHTaMu, NPOBOAMBLIAACA B MUHUCTEPCTBAX

D) paboTa ¢ JOKyMeHTaMu, NMPOBOAMBLLAACS B NMpUKasax

10. Konnexckoe Aenonpons3soAcTBO0 — 370

A) paboTa c JOKYMeHTaMu, NPOBOAMBLLAACS B KO/IErmax

B) paboTa c fJOKyMeHTamu, NPOBOAMBLLIAACA B NPMKa3ax

C) paboTa Cc fJoKyMeHTamK, npoBoAauBLLasca B COBETCKUX YUPeXAEHUSX

D) paboTa ¢ JOKyMeHTaMu, NPOBOAMBLLASACH B MUHUCTEPCTBAX

11. Komnnekc OCHOBHbIX MOMOXEHWIA, ONpefenstowmnx n pernaMeHTUpyLWwmnx
opraHun3auuio LOKYMeHTaLMOHHbIX NPOLLECCOB Ha NPeanpuaTUN — 3TO

A) cuctema JOKyMeHTauum

B)Erca

C) LOKyMeHTaUMoHHOe 0b6ecreyeHne ynpaBieHmns

D) ctaHgapTusayms

12. Ha30BuTe ABa OCHOBHbIX (popmaTta, Ha KOTOPbIX 0hOPMANATCA JOKYMeHTbl OP/]
A) A 5 (148x210 mm); A 3 (297x420 Mm)

B) A 4 (210x297 mm); A 5 (148x210 mm)

c) A 5(148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)

13. Ha30BUTe AOKYMEHT, HE BK/IKOUYEHHbI B FPynny BXOAAWMUX U UCXOAALUX JOKYMEHTOB
B MpMUKasax

A) namsTtn

B) otnucku

C) aKkTt

D) rpamoTbl

14. Ha3oBNTE AOKYMEHT, He N3aBAaEMbIl LLlapeM B Nepmnoj NpUKasHOro Aesonpon3BoacTea
A) XanosaHHas rpamora

B) ykas

C) npurosop

D) akt

15. Ha30BUTe HOPMATUBHbIA AOKYMEHT, Ha OCHOBaHUM KOTOPOro 0hOpMASATCA
LOKyMeHTbl OP/[

A) UHCTPYKUWA MO AeNonponu3BoLCTBY

B) nonoxeHne 06 apxmeHoM hoHae PP

c) FOCT 6.30.-2003

D) rOCT 7.0.97 - 2016

16. O653aTeNbHbIVi NPU3HAK HA LOKYMEHTe, yCTaHOB/IEHHbIV 3aKOHOM — 3T0
A) nHTepsan

B) pekBu3nT

C) nonoxeHwve Tabynartopa

D) ambnema

17. OpraHu3saumsa paboTbl C LJOKYMEHTaMU B KONNErnAX HOCUT Ha3BaHue

A) KONNeXCKoe [1efIonpon3BoACTBO

B) coBeTCcKOe fen10Mpon3BOACTBO

C) npuka3Hoe [enonpom3BoACTBO

D) ncnonHuTeNibHOe Lenonpon3BoAcTBO
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18. OpraHu3sauma paboTbl C LOKYMEHTAMU B MUHUCTEPCTBAX HOCUT Ha3BaHue

A) COBeTCKOe [1e/I0NPOn3BOLCTBO

B) Konnexckoe fenonpon3BoACcTBO

C) npuka3Hoe [enonpom3BoACTBO

D) ucnonHMTeNnbHOE 4eN0NpOn3BOACTBO

19. Mepeuncnute OCHOBHbIe BUAbI 6/1aHKOB

A) 06uKnin 6naHkK, 6naHK ans nucem, 6/1aHK ¢ NPOAO/IbHBLIM M YTI0BbIM PacnoNoXeHUem
PEKBU3NTOB

B) cyLwecTByeT T0/IbKO 6/1aHK C MPOAO/IbHLIM U YT0BbIM PACMOI0XKEHNEM PEKBU3NTOB

C) cyluecTByeT TO/IbKO 06N 61aHK

D) cywiecTByeT TONbKO 6/1aHK A4/11 MUCEM

20. MepeuncnnTe Lenn n3yyeHUs AenonpomsBoCcTea

A) onpesenutb ponb cnyx6 AOY.

B) nokasatb 3HayeHMe paboTbl C AOKYMEHTaMW B XXN3HW 06LLECTBA.

C) oBnafieHMe oCHOBaMu NPaBUIbLHOTO OPOPMIEHUSA LOKYMEHTOB 1 Hadfiexall el
opraHusaynei JOKyMeHTo060poTa.

D) npnBuTbL HEO6X04MMbIe HaBbIKM B paboTe C AenaMu, 3aKOHYEHHbIMU e/10NPON3BOLCTBOM.

Tect 2 (T-2)

1. FapaHTWinHOE NUCbMO - 3TO:

A) LOKYMEHT, COO6LLaloLWMin 0 NMPUBIKEHUN, YCKOPEHUUN, UCTEYEHUN CPOKA UCNONHEHNS
KaKoro-nn6o gencraus

B) LOKYMEHT, cofep)Kallnin npurnalleHne Ha meponpusTune

C) LOKYMEHT, B KOTOPOM rapaHTupyeTcs onjarta BbINOJHEHHON paboTbl Uan
npegocTaB/ieHne Yyero-nn6o (paboTbl, NOMeLLeHnsa U T.4.)

D) LOKYMEHT, MOATBEPXKAAIOLLNIA MONYYEHME LLeHHOCTe

2. [lenoBble NucbMa 06bIYHO 3aKAHYMBAKOT (Ppasamu:

A) B cOOTBETCTBMM C Bawleii npocb6oii ...

B) c yBaXeHuem ...

C) Hamu paccMOTpeHbl Baluy npefnoxeHus .

D) B cBA3N .

3. [LOKYMEHT, 3aKpPennsato LM 4OMKHOCTHON N YNCNEHHbIM COCTaB NpeanpusaTus ¢
yKaszaHueMm (hoHaa 3apaboTHOM nnaTbl — 3TO:

A) LO/MKHOCTHASA UHCTPYKLMS

B) yctas

C) nonoxeHwue

D) wTaTHOE pacnucaHue

4. LOKYMEHT, (OMKCUPYHOLWNIA X0 06CYXXAeHUS BOMPOCOB Y MPUHATUS PeLLEeHNA Ha
cobpaHusx, 3acefaHnax, CoBeLaHnax n T.0.:

A) 06bACHUTENbHAA 3anucKa

B) foknagHas 3anucka

C) akt

D) npoTokon

5. Ecnv Bam Heob6xogmMMo faTb onucaHue peknammpyembix ycnyr, Bbl coctaBuTe
A) LOroBOpHOE NNCbMO

B) peknamHoe nnucbmo

C) conpoBoAnTe/ibHOE MUCbMO

D) nucbMo-npurnatleHne

6. Ecnn Bam Heobxo4MMOo CO06LIMTL 0 NPOBefeHUM MeponpuaTusa, Bbl cocTaBuTe
A) conpoBoanTenbHOE NUCbMO

B) nucbMo-noaTBepXaeHme



3L

C) noroBopHoe NUCcbLMO

D) nHthopmauMoHHOE NUCbMO

7. Ecnn Bam Heobxo4MMO COCTaBUTb MUCbMO, MHOPMUPYIOLLEe aapecaTa O HanpaBieHUm
K HEMY NpUCbINaemMblX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoAUTeNIbHOE MUCbMO

B) nucbmo-yBegomneHme

C) NnncbMO-NoATBePXAeHME

D) foroBopHoe nNucbmMo

8. Ecnu pacnopaguTenbHas 4yacTb TeKCTa HaYMHAETCA CfoBaMu “0643bl1Bat0”, TO 3T0
A) npukas

B) 3anBneHue

C) pacnopsieHue

D) yka3aHue

9. Ecnu pacnopaguTenbHas yacTb TEKCTa HAYMHAETCA cnoBamu “npegnarar™, 10 3T0
A) npukas

B) pacnopskeHue

C) MHCTpyKLMA

D) ykasaHue

10. NH(OpMaLMOHHO-CNPaBOYHbI JOKYMEHT, COCTaBAAOLWMIACA TPYNNoi nuL, ANs
NOATBEPXAEHWNA YCTAHOBNEHHbIX (PAKTOB — 3TO

A) [oknafHas 3anucka

B) akT

C) npotokon

D) o6bACHMTENIbHAA 3anmncKa

11. Komnnekc B3aMOYyBfA3aHHbIX JOKYMEHTOB, PErnaMeHTUPYOLWNX CTPYKTYPY, 3adaun,
(GYHKUMKN NpeanpusaTus, opraHusaumio ero paboTsl; npaea, 0643aHHOCTU U
OTBETCTBEHHOCTb PYKOBOACTBA W CNELNANNCTOB NPesnpuaTua — 370

A) pacnopsgnTenbHble JOKYMEHTbI

B) yctas

C) cnpaBOYHO-NH(OPMaLMOHHbIE

D) opraHu3aunoHHbIe JOKYMEHTbI

12. Ha30BUTe AOKYMEHT, HE BXOAALLMIA B TPYNNy pacnopaguTenbHbIX JOKYMEHTOB
A) CTPYKTypa 1 WwTaTtHas YNCNEHHOCTb

B) ykazaHue

C) npukas

D) noctaHoB/eHME

13. Ha30BUTe AOKYMEHT, HE BXOAALLMNI B COCTAB MHPOPMALMOHHO-CNPABOYHbIX
A) NpoToKoN

B) cnpaska

C) pacnopseHue

D) akt

14. HazoBuTe pasfen, He BXOAAWMNIA B TEKCT ycTaBa

A) pernameHT fesTe/lbHOCTH

B) obuwune nonoxeHus

C) opraHu3aLMoHHOe eANHCTBO

D) 4oMmKHOCTHbIe 0643aHHOCTH

15. Ha3oBWTe yacTn TEKCTa NpukKasa

A) KOHCTaTUpYytoLLas, BBOAHaA

B) KoHCTaTupytowas, pacnopagnTenbHas

C) ocHoBHas, pacnopaguTesnbHas

D) BBOZHAs, OCHOBHaA
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16. OpraHunsaynoHHo-pacnopaanTenbHaa AOKYMeHTaLMa — 3To

A) YHUPULMPOBAHHBIA JOKYMEHT

B) COBOKYMHOCTb PEKBU3UTOB

C) COBOKYMHOCTb B3aMMOYBA3aHHbIX LOKYMEHTOB, ()YHKLNOHUPYOLWKX B chepe
ynpas/fieHUA

D) yHumumpoBaHHasa gopma

17. OpraHn3aunOoHHbI LOKYMEHT AIUTENIbHOTO MM MOCTOSHHOIO CpoKa AelicTBUA, B
KOTOPOM onpejeneHbl Hay4YHO-TeXHUYECKMEe, PUHAHCOBbIE CTOPOHbI AeATEeNIbHOCTY
LOMKHOCTHbBIX UL, — 3TO

A) WTaTHOE pacnucaHue

B) 4O/MKHOCTHAA UHCTPYKLMA

C) ycTaB

D) nonoxkeHune

18. MncbMO Yalle BCero HayMmHaeTcs cnosamu

A) B CBA3n C ...

B) c yBaxkeHUVEM ...

C) B COOTBETCTBUN C ...

D) yBaxkaemble rocnoja ...

19. MpaBOBOW aKT ynpaB/ieHWUA rocyjapCTBEHHOro opraHa, MMelLWmnin 06a3aTeNbHY0 cuny
ONA TpaxaH U opraHn3annin, KOTopbiM OH afjpecoBaH — 3T0

A) yKasaHue

B) npukas

C) pacnopsxeHue

D) pelueHue

20. MpaBOBOW aKT, N34aBaeMblili pyKOBOAMTENEM NPeANPUATUA, AeACTBYIOLLEr0 Ha
OCHOBaHUW eMHOHaYanus, 4ns paspeLeHns 0OCHOBHbIX U OnepaTUBHbIX 3ajau
npeanpuaTUa — 3710

A) npukas

B) yka3zaHue

C) peweHune

D) pacriopshxeHue

21. MNpaBOBOW aKT, oNpefensaoWnin nopsaLok o6pa3oBaHus, 3agaym, 06493aHHOCTU, Npasa,
OTBETCTBEHHOCTb W OpraHu3auunto paboTbl NPeANpUATUS B LLESIOM UM ero CTPYKTYPHbIX
nogpasgeneHnini — ato

A) nonoxexwue

B) ycTas

C) LO/MKHOCTHAsA MHCTPYKLMA

D) wraTHOe pacnuncaHue

22. TTpnUYnHbI N3jaHna yKasaHUa packpbiBatoTCA B

A) BBOAHOI YacTh TeKcTa

B) pacnopsgnTenbHOM YacTu TekcTa

C) KOHCTaTMpYyOLL el YacTu TekcTa

D) OCHOBHOW YacTu TekcTa

23. PacnopsaanTenbHblil JOKYMEHT KONINernasbHOro opraHa ynpasieHus, n3gaBaeMbiii
MWHUCTepPCTBaAMW, BEAOMCTBAMU, HAYUYHbIMU COBETAMU — 3TO

A) pelueHune

B) ykasaHue

C) pacniopsixeHue

D) npuvkas

24. CBOf NpaBun, peryivpyowmx gesaTeqlbHOCTb OpraHn3aumnii, X B3anMOOTHOLLEHUS C
APYTMMU OpraHu3aunsaMun v rpaxgaHamu, npaea u 0643aHHOCTU B cgepe
roCyAapCTBEHHON NN XO3ANCTBEHHOWN AeATENbHOCTM — 3TO



A) WTaTHoe pacnucaHue

B) nonoxeHue

C) LO/MKHOCTHAsA MHCTPYKLMA

D) ycTaB

25. COBOKYMHOCTb JOKYMEHTOB, COfepXalnx nHpopmaLnto 0 PakTUYeCKoM MONOXEHUN
[en, Cnyxawmux OCHOBaHWEM N8 NPUHATUA peLleHWUn, n3gaHmua pacnopsagnuTenbHbIX
LOKYMEHTOB — 3T0

A) pacnopsiguTefibHble LJOKYMEHTbI

B) opraHm3aLnoHHble LJOKYMEHTbI

C) oTYeTHble JOKYMEHTbI

D) nHpopMaLMOHHO-CNPaBOYHbIE JOKYMEHTbI

MpuMepHble TeMbl Mpe3eHTaUUin ANS OLEHKW YPOBHA CHOPMUPOBAHHOCTU
KomneteHumn OK-5.

Tembl npeseHTauni (M-1):

VicTopus genonponssoacTsa B Poccun
JenonponssoAcTso B [lpeBHEpYCCKOM rocyjapcree
lMpuKasHoe fenonpou3BoACTBO

Konnexckoe fenonpon3sBoLCcTBO

MwuHunCTEpPCKOe Aenonpon3BoACTBO
[JenonponssoacTso B COBETCKYHO 3MoXy
3aKoHoAaTeNbHOE PerynnpoBaHne Aenonpou3BoacTBa
HopmaTnBHO-NpaBOBOE M HOPMATUBHO-METOAUYECKOE PerynmpoBaHme Aenonpon3BoAcTBa
PeKkBM3NTBI KaK coCcTaBnaloLme JOKYMeHTa

10 Knaccumkaumsa LOKYMEHTOB

11. BnaHkK opraHusauunn

12. Knaccugukaums JOKYMEHTOB

©ooo~N WD

Tembl npeseHTaunin (M-2):

YCTaB: cofepxaHue yCTaBa; creunduka ycraBa; BU3MPOBaHNe, YTBEPXKAEHME.

[MonoXkeHwe: TeKCT NOMIOXEeHUS; BU3MPOBaHWE, YTBEPXAEHME.

[O0MKHOCTHAsA NHCTPYKLMA: TEKCT, BU3NPOBaHWE, YTBEPXKAEHME.

LLITaTHOe pacnucaHue: onpegeneHune, opopmneHue, noLnuch.

WHCTpyKuma: onpefeneHve, opopmieHne, NoANNCL, BBEAEHWE B [eACTBYE.

[Jorosop: onpefeneHune, cofepxaHue, 0bs3artesibHble 31eMeHTbl 40rosopa

Mpuka3 No OCHOBHOW feATeNbHOCTU: OnpeaeneHne; oopmieHne nprkasa; 06a3aTeNbHble

PEKBU3UTLI; CTPYKTYpa npukasa (3arosioBoK, TEKCT); 0hopMIeHMe NpunKasa; opopmiaeHne

MPUNOXEHUI K MpYKasy; BM3MPOBaHWe, pefakTUpOBaHue, pacchbl/ika, NOAMNUCL, MapLUpyT.

PacriopsXeHwue: onpeaeneHue, oopMmeHMe.

9. YkKasaHue: onpefeneHune, NpaBo MU3LaHNA yKazaHUsA; 0hopMIIEHMe.

10. MocTaHoBMEHME: COCTaBNEHUE U OPOPMIIEHME.

11. PelleHune: cocTaBneHue 1 0thopMIIeHNe.

12. CnpaBKa: BHeLLHAA, BHYTPEHHAA. TeKCT CrpaBKMu.

13. AKT: pa3HOBNAHOCTWN aKTOB, CTPYKTYypa aKTOB.

14. TlpoToKoN: BMUAbl MPOTOKO/OB 3acefaHnii; CTPYKTypa NPOTOKOMa; AaTa NpoTOKo/a.

15. [loknagHas 1 06bACHUTENbHAA 3annckn. Cny>kebHoe NUCbMO.

16. TpuKa3sbl N0 NMMYHOMY COCTaBY: OMpefenieHune; ohopM/IeHNe; CTPYKTYpa npukasa.

17. TlonoXKeHne 0 NepcoHasIbHbIX faHHbIX PaboTHMKa.

18. JlnuHoe feno: onpeseneHve, cofepxkaHue, opopmneHne, 0bs3aTeslbHble 3/1eMeHThbI
NIMYHOro fena.
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Tembl npeseHTauni (M-3):

1 OcHOBHble Mpasuia opraHn3aLun LOKyMeHTo060poTa B OpraHu3aLmm.

2. MNpuem, 06paboTKa 1 pacnpepeneHne NocTynaroLmnX 4OKYMEHTOB.

3. Mopagok Hanpas/ieHWs Ha UCNOJIHeHWE Y PaboTbl UCNONHUTENS C LOKYMEHTaMMU.
4. TNpaBuna 06paboTKN UCXOAALLMNX LOKYMEHTOB.

5. Mogenun sneKTpoHHOro AOKYMEHTO060opoTa.

6. YnpaBneHue 3N1eKTPOHHbIM JOKYMEHTOO60POTOM.

7. OCO6eHHOCTM AOKYMEHTO060pOTa B OpraHm3aumu ¢ ncnonsb3oBaHuem C3/.

MpuMepHbIe OLEeHOYHbIe CPeACTBa AN NPOBefeHUA pPyOeXKHOro KoHTpons (TecT)

1. FapaHTWiiHOE NUCbMO - 3TO:

A) LOKYMEHT, COOOLLaOWMNA 0 NPUBAKEHNI, YCKOPEHNMN, UCTEYEHNW CPOKA UCMOTHEHNS
Kakoro-nunbo aenctens

B) AOKYMEHT, cogepXalluii NpurnalleHne Ha MeponpusTume

C) LOKYMEHT, B KOTOPOM rapaHTuUpyeTcs onsarta BbIMNOJIHEHHOW paboTbl Man
npegocraBfieHne 4yero-nnm6o (paboTbl, NOMeLeHNs v T.4.)

D) AOKYMEHT, NOATBEPXAatoLLMIA NONyYeHUe LLeHHOCTEMN

2. laiTe onpegeneHne AOKYMEHTa:

A) maTepuanbHbll 06BEKT C MH(pOPMaLMeid, 3apUKCUPOBAHHOM CO34aHHBIM Ye/I0BEKOM
cnocobom, ans eé nepegayn BO BpPeMEHW M MPOCTPAHCTBE

B) COBOKYMHOCTb PEKBU3UTOB O(YMLMANIBHOIO NMUCbMa

C) cTaHfapTHOe pacnonoXxeHue matepuana

D) TekcT

3. [laiTe onpegeneHne hopmynapa-obpasya:

A) COBOKYMNHOCTb PEKBU3WUTOB €/10BOro NucbMa

B) COBOKYMHOCTb Pacno/ioXXeHHbIX B ONpejeieHHON Nocnes0BaTe/isHOCTU PEKBU3NTOB,
NPUCYLLMX BCEM JOKYMeEHTaM OnpefeNeHHON CUCTeMbl JOKYMEHTaLnm

C) COBOKYMHOCTb PEKBU3NTOB NpUKasa

D) COBOKYMHOCTb PEKBU3UTOB aKTa

4. laTa JOKYyMeHTa opopmMmasdeTcs cnegyrowmm obpasom:

A) 1espansa 1997

B) 1 despans 97 r.

C) 01.02.97 r.

D) 01.02.97

5. [aTa fOKyMeHTa — 3T0:

A) fata ero nognucaHuns, NPUHATUA

B) fnaTa ero coctaeneHus

C) faTa ero nognucaHus, NPUHATUA, YTBEPXAEHNA, COCTaBNeHUA, fjaTta coobITUS

D) pata cobbiTus

6. Kakm CBOMCTBOM MOXHO OXapaKTepu3oBaTb Hannuue y JOKYMeHTa HEOTbEM/IEMbIX
cnaraembix, 6e3 KOTOPbIX OH CYLLECTBOBATb HE MOXET:

A) BelLeCTBEHHOCTb;

B) aTpubyTMBHOCTb;

C) CTPYKTYpPHOCTb;

D) BepHOro BapraHTa OTBETA HeT.

7. OenoBble nucbMa 06bIYHO 3aKaHYMBAKOT (Ppazamm:

A) B cO0TBeTCTBUY C Balueit npocbboi .

B) c yBaxeHuem .

C) Hamu paccMOTpeHbl Baluy npefnoxeHus .

D) B cBA3N .



8. enonpon3soacTeo — 3TO:

A) npasunbHOe ohopmieHe JOKYMEHTOB.

B) opraHusaums 4OKyMeHT0060p0Ta B YUpeXLeHUN.

C) COBOKYMHOCTb JOKYMEHTOB, OTpaXatoLLMX YyNpaB/ieHYeCKY0 LeATeNIbHOCTb YUPEXAEHNS.
D) coBOKYNHOCTb paboT Mo LOKYMEHTUPOBAHUIO AEATENbHOCTM YNpaBaeHunsa 1 no
opraHm3aunm LOKYMEHTOB B YUpPexAeHUn.

9. eaTenbHOCTb annapara ynpas/ieHWs, 0XBaTbiBalLas BONPOChl JOKYMEHTUPOBAHUSA U
opraHusaunm paboTbl C JOKYMEHTaMU — 3TO:

A) LOKYMeHTaLMOHHOE 0becrneyeHne ynpasieHns

B) cTaHgapTm3auma

C)Ercp

D) cuctema fOKyMeHTaLuu

10. loKyMeHT, 3aKpennawWwmnin JOMKHOCTHON N YNC/IEHHBIN CcOCTaB NPeANpPUATHS C
yKasaHuneM (poHAaa 3apaboTHOM naaTbl — 37T0:

A) LO/MHKHOCTHAsA MHCTPYKLUUA

B) yctas

C) nonoxeHue

D) wTaTHOe pacnucaHue

11. loKyMEHT, PUKCUPYIOLLNIA X0b 06CYXAEeHNA BONPOCOB U NPUHATUSA peLleHnin Ha
cobpaHusx, 3acefaHnax, CoBeLaHnax n T.0.:

A) 06bACHUTENbHAA 3anucKa

B) noknagHas 3anucka

C) akt

D) npoTokon

12. Kakas (PyHKLMUA OTHOCMTCA K 06LUUM PYHKLUNAM LOKYMEHTA:

A) 00LeKyNbTYypHas;

B) nHthopmaunoHHas;

C) npaBoBas;

D) ynopsgoumnsatoLLas.

13. Kak 40/HKHO NPOUCXOAUTL AeneHne LOKYMEHTOB:

A) Ha pofbl, noAsuabl, NOAPOAbI, Pa3HOBUAHOCTY;

B) Ha poabl, BUAbI, NOABUAbLI, PA3HOBULHOCTH;

C) Ha Bufbl, NoOABWAbI, PAa3HOBUAHOCTU, POAbI;

D) Ha noasuabl, NOAPOLbI, PA3HOBULHOCTM.

14. loKyMeHTaLOHHOe 0becneyeHune ynpasneHns — 3To:

A) npoLiecc ycTaHOB/IEHUS Y MPUMEHEHWS NPaBuA C Lenbio YNopagoyeHns LedaTeNlbHOCTU B
[leN10Npon3BOACTBE.

B) neAaTenbHOCTbL annapara ynpaBieHns, 0XBaTbliBatoLLLas BONPOChl JOKYMEHTUPOBaAHMA U
opraHusaunm paboTbl C JOKYMeHTaMu.

C) COBOKYMHOCTb JOKYMEHTOB, MPUMEHSEMbIX B ONpesesieHHON ciepe AesTeNbHOCTH.

D) COBOKYMHOCTb PEKBM3WUTOB, YCTAHOB/IEHHbIX B COOTBETCTBUN C POPMYNAPOM LOKYMEHTA.
15. Erca — aro:

A) COBOKYMHOCTb PEKBU3UTOB, YCTaHOB/IEHHbIX B COOTBETCTBUM C (DOPMY/IAPOM LOKYMEHTA.
B) KOMNNEKC OCHOBHbIX MOMOXEHWIA, ONPefensoWwmnx N pernaMeHTUpYLWmnx
opraHun3auuio LOKYMeHTaLMOHHbIX NPOLLECCOB Ha NpeAnpuaTUn.

C) COBOKYMHOCTb JOKYMEHTOB, MPUMEHSEMbIX B ONpeAeneHHON cepe AeATeNbHOCTY.

D) peatenbHOCTb annapara yrnpas/ieHUs, 0XBaTblBaoLLas BOMNPOCh! JOKYMEHTUPOBAHNA 1
opraHusaumm paboTbl C JOKYMEHTaMMU.

16. loKyMeHT, cogepXxaluii MHhopMaLnto, He NpefHa3HauYeHHY A5 WUPOKOro
pacnpocTpaHeHus:

A) Heony6/IMKOBaHHbIN;

B) TaitHbIi;
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C) Heny6nKyeMbliA;

D) HeneprogNYeCcKUiA.

17. YTOo OTHOCUTCA K NMPU3HaKaM JOKYMeHTa:

A) (hyHKUNOHANLHOCTbL MH(OopMaLUK,;

B) TOXAecTBEHHOCTbL CaMOMYy Cebe;

C) 3aKOHHOCTb;

D) 3aBepLIeHHOCTb CO0BLEeHNS.

18. Kakoil nornyeckuii npuem, Ucnonb3yeTcs Npu co3faHnN LJOKYMEHTOB:
A) onpepgeneHue;

B) yctaHoBNEHME;

C) obocHOBaHMe;

D) pa3bsACHeHue.

19. Ecnn Bam HeobxogMMo faTb ONUcaHWe peknaMmupyemblix ycnyr, Bol coctaBuTe
A) 10roBOpHOE NNCbMO

B) peknamHoe nucbmo

C) conpoBoAnTe/ibHOE MUCbMO

D) nucbMo-npurnawleHne

20. Ecnn Bam Heo6xoamMMo npeAbaBuUTb NPeTeH3UN NapTHEPY, Bbl cocTaBuTe
A) LOroBopHoe NucbMo

B) nHdopmauroHHoe nNMcbMo

C) conpoBoAnTe/IbHOE MUCbMO

D) nucbmo-npeTeH3unto

21. YKaXuTe OTINUNTENIbHOE CBOMCTBO LOKYMEHTA:

A) KONWIAHOCTb;

B) topuanyeckas cuna;

C) MHOXXECTBEHHOCTb;

D) TOYHOCTb.

22. Ecnn Bam Heobxo4MMo NpurnacuTb opraHnsaumio uan oMHKHOCTHOE NMLO Ha
coBeLllaHue, BCTpeyy, Bbl cocTaBuTe

A) NnucbMo-npurnaweHune

B) conpoBoauTenbHOE NUCbMO

C) NnncbMo-NoATBePXAeHME

D) foroBopHoe nucbmo

23. Ecnn Bam Heo6xoaMMo coobLWMTb 0 NPOBeAeHUN MeponpusaTus, Bol coctaBuTe
A) conpoBoAnTENIbHOE MUCbMO

B) nucbmo-noaTBepxaeHne

C) noroBopHoe NUCcbLMO

D) nHthopmauMoHHOE NUCbMO

24. Ecnn Bam Heo6xo4uMmo COCTaBUTb NUCbMO, MH(OPMUpPYIOLLLEe afpecaTta o
HanpaB/fieHUN K HEMY NpUCblNaeMblX LOKYMEHTOB, Bbl cocTaBuTe

A) conpoBOAUTeNIbHOE MUCbMO

B) nucbmo-yBegomneHme

C) NnncbMO-NoOATBePXAEHME

D) foroBopHoe nNucbmo

25. Ecnn Bam Heo6xo4umo cOCTaBUTb NMCbMO, CONPOBOXAAlOLLee LOrOBOP, TO OHO ByaeT
HOCUTb Ha3BaHue (N0 COAEPXKAaHMIO)

A) NNCbMO-NOATBEPXAEHMNE

B) porosopHoe

C) conpoBoguTensHoe

D) nucbMo-yBeLoM/IEHNE

26. Ecnn Bam Heob6xoauMmo yBeJOMUTb OTMNPaBUTENSA O NONYYEHUU LOKYMEHTOB, Bbl
cocTaBuTe
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A) UH(pOpPMaALNOHHOE NMUCbMO

B) forosopHoe nucbMo

C) conpoBoAnTe/ibHOE MUCbMO

D) nucbmo-noATBEPXKAeHME

27. Ecnn pacnopaguTenbHas 4yacTb TeKCTa HauyMHaeTCca cioBaMy “0643b1Bak0”, TO 3TO
A) npukas

B) 3anBneHue

C) pacnopsieHue

D) yka3aHue

28. Ecnu pacnopsaguTenibHas YacTb TEKCTa HAYMHAETCA cnoBamu “npegnarak”, 10 310
A) npukas

B) pacnopskeHue

C) nHCTpyKLMA

D) ykasaHue

29. NHAeKC fOKYMeHTa opopMaseTcs crefyowmnm obpasom

A) 13.14

B) nk 11

C) cn 16.

D) 13/14

30. N"HAeKC fOKYyMeHTa — 3TO

A) NopsAKOBbLIA HOMEP perncTpauunu

B) nHAeKC CTPYKTYpPHOro nogpasgeneHus

C) undposoe, 6yKBEHHOE UM KOMOUHUPOBAHHOE 0603HaYeHe JOKYMeHTa, yKasbiBalollee
MeCTO ero COCTaB/IeHUsA U XpaHeHus

D) HomMep fena no HOMeHKNaType fen

31. NHTepBan — 3to

A) paboyee none

B) cny>ke6Hoe none

C) nonoxeHwve Tabynartopa

D) paccTosiHMe Mexay OCHOBaHUAMU CMEXHbIX CTPOK

32. NH(opMaLNOHHO-CNPaBOYHbI/ JOKYMEHT, COCTaBAAOLWMNIACA TPYNno nuy Ans
NOATBEPXKAEHNSA YCTAHOB/IEHHbIX (DaKTOB — 3TO

A) [oknafHas 3anucka

B) akT

C) npoTtokon

D) o6bACHUTENIbHAA 3anuncKa

33. "'cnonHKUTeNbLHOE Aenonpon3BOACTBO — 3TO

A) paboTa ¢ JOKyMeHTamK, NPOBOAMBLLAACH B COBETCKUX YUPEXAEHNAX

B) paboTa ¢ fJOKyMeHTamu, NPOBOAMBLUIAACS B KOMNErnsAX

C) paboTa c 4OKyMeHTaMu, NPOBOAMBLLAACA B MUHUCTEPCTBAX

D) paboTa ¢ JOKyMeHTaMu, NMPOBOAMBLLAACS B MpUKasax

34. Konnexckoe 1enonpons3soACcTBO — 3T0

A) paboTa c JOKYMeHTaMu, NPOBOAMBLLAACS B KOMIErmax

B) paboTa c fJOKyMeHTamu, NPOBOAMBLLIAACA B NPMKa3ax

C) paboTa c fJoKyMeHTamK, npoBoAuBLLasca B COBETCKUX YUPEXAEHUSX

D) paboTa ¢ JOKyMeHTaMu, NMPOBOAMBLLASACH B MUHUCTEPCTBAX

35. KoMmnnekc B3aMMOYBA3aHHbIX JOKYMEHTOB, perfnaMeHTUPYOLWNUX CTPYKTYPY, 3ajauu,
(GYHKUMKN NpeanpusaTus, opraHusaumio ero paboTsl; npaea, 0643aHHOCTU U
OTBETCTBEHHOCTb PYKOBOACTBA U CNELNANNCTOB NpesnpuaTusa — ato

A) pacnopsiguTefibHble LJOKYMEHTbI

B) yctas



38

C) cnpaBoYHO-UH(OPMALMOHHbIE

D) opraHun3aunoHHbIe JOKYMEHTbI

36. KoMnieKc OCHOBHbIX MOMOXEHWIA, ONpeaenstowmx v pernaMeHTUpyLmx
opraHn3auuio LOKYMeHTaLWOHHbIX NPOLLECCOB Ha NPeanpuaTUN — 3TO

A) cuctema JOKyMeHTauum

B)Erca

C) LoOKyMeHTaLMOHHOe 06ecneyeHmne yrnpasieHuns

D) ctaHgapTusayms

37. HasoBuTe BUAbI fOKNAAHbIX 3aNUCOK

A) NH(OPMALMOHHbIE, OTHETHbIE

B) BHyTpeHHUe, BHeLLHMe

C) OTYeTHble, BHYTPEHHME

D) MH(OPMALMNOHHbIE, OTYETHbIE, BHYTPEHHWE, BHELLHME

38. HazoBuTe Ba OCHOBHbIX (hopMaTa, Ha KOTOPbIX 0hOPMAAKTCSA AOKYMeHTbl OP/]
A) A 5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 mm)

c) A 5(148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)

39. Ha3oBUTe AOKYMEHT, HE BK/IHOUEHHbI B rpynny BXOAAWMUX U UCXOAALLUX JOKYMEHTOB
B MpUKasax

A) namsTtn

B) otnucku

C) aKkrt

D) rpamoTbl

40. Ha30BMTe LOKYMEHT, He BXOAALLMI B TPYNNy pacnopaguTenbHbIX JOKYMEHTOB
A) CTPYKTypa 1 WwTaTtHas YNCNEHHOCTb

B) ykasaHue

C) npuvkKas

D) noctaHOB/EHME

41. Ha3oBnTe AOKYMEHT, HE BXOAALLNIA B COCTaB MH(POPMaLMOHHO-CNPaBOYHbIX
A) NpoToKON

B) cnpaBka

C) pacnopsxeHue

D) akt

42. Ha30BMUTe LOKYMEHT, He u3gaBaeMblii LLlapem B Nepnoj npuKasHoro LenonponsBoacTaa
A) anosaHHas rpamora

B) ykas

C) npurosop

D) akt

43. Ha30BUTe HOPMATUBHbIV LOKYMEHT, HA OCHOBaHWUM KOTOPOro OpOpMAATCS
LOKyMeHTbl OP[]

A) UHCTPYKLWA NO AeNnonpon3BoLCTBY

B) nonoxeHve 06 apxmeHoM hoHae PP

c) FOCT 6.30.-2003

D) rOCT 7.0.97 - 2016

44. HazoBwuTe pasfen, He BXOAAWMNIA B TEKCT yCcTaBa

A) pernameHT fesTe/lbHOCTH

B) obuwue nonoxeHus

C) OpraHu3aLMoHHOe eANHCTBO

D) 4oMKHOCTHbIe 0643aHHOCTH

45. Ha30BUTe PEKBU3UT, He BXOAALLMNIA B (hOpMYNAp aKTa

A) nognucb
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B)Tekct

C)appecar

D )3aronoBok

46. Ha3oBnTe peKBM3MNT, HE BXOAALLMI B POPMYNAp peleHuns

A) TekcT

B) 3aronosok

C) ccbinka Ha UHAEKC 1 faTy BXOAALLEero 4OKyMeHTa

D) nognuco

47. Ha30BUTe PEKBU3UT, He BXOAALLNIA B (hOpMYnsp ycTaBa

A) Ha3BaHMe opraHm3aumm

B) HavMeHOBaHWe MUHUCTEPCTBA AN BEAOMCTBA

C) HavMeHOBaHMe BUAa JOKYMeHTa

D) agpecar

48. Ha3oBuTe Uenun goknaga

A) aprymeHTauus

B) nHthopmmpoBaHue n ybexaeHue

C) LoKa3aTeNbCTBO

D) ybexzaeHue

49. Ha3oBWTe YacT TeKCTa npuKasa

A) KOHCTaTUpYytoLas, BBOAHaA

B) KoHCTaTupytowas, pacnopagnTenbHas

C) ocHoBHas, pacnopaguTenbHas

D) BBOZHAs, OCHOBHaA

50. O6s3aTeNbHbIN NPU3HAK Ha JOKYMEHTe, yCTaHOB/EHHbIN 3aKOHOM — 3TO
A) nHTepsan

B) pekBu3unT

C) nonoxeHuve Tabynatopa

D) ambnema

51. OpraHusaLnoHHO-pacnopaguTenbHaa JOKYMeHTaLna — ato

A) YHUDULMPOBAHHBIA JOKYMEHT

B) COBOKYMHOCTb PEKBU3UTOB

C) COBOKYMHOCTb B3aMMOYBA3aHHbIX LOKYMEHTOB, ()YHKLNOHUPYIOLWKX B chepe
ynpas/fieHUA

D) yHumumpoBaHHas opma

52. OpraHun3auOHHbIN JOKYMEHT AUTENIbHOTO UM MOCTOSHHOIO CPOKa AeNCcTBuUSA, B
KOTOPOM onpefefieHbl HaAyYHO-TEXHUYECKNE, PUHAHCOBbIE CTOPOHbI AEATENIbHOCTM
LOMKHOCTHbBIX AL, — 3TO

A) WTaTHOE pacnucaHue

B) 4O/MKHOCTHAA UHCTPYKLMA

C) ycTaB

D) nonoxkeHune

53. OpraHu3ayoHHbI JOKYMEHT, B KOTOPOM YKa3blBalOTCA BCE CTPYKTYpPHbIE
nofpasfeneHuns npesnpuaTUsA, BBOAMMbIE HA NMPeAnpUATUN SOHKHOCTA U KONMYECTBO
WTaTHbIX eAUHML, MO KaXAO0M U3 AOMKHOCTEN — 3TO

A) npaBuna BHYTPEHHEro 1 TPYLOBOro pacnopsjka

B) ycTas

C) wraTHOe pacnucaHue

D) cTpyKTypa 1 WTaTHas YNCNEHHOCTb

54. OpraHusaumnsa paboTbl C JOKYMEHTAMW B KONIErMAX HOCUT Ha3BaHue

A) KONMexcKoe Aenonpon3BoiCcTBO

B) coBeTCKOe fen10Mpon3BOACTBO
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C) npuka3Hoe [enonpom3BoACTBO

D) ncnonHuTeNibHOe Len10Npon3BOACTBO

55. OpraHusaumnsa paboTbl C JOKYMEHTAMW B MUHUCTEPCTBAX HOCUT Ha3BaHue

A) COBETCKOe [1e/10Mpon3BOACTBO

B) Konnexxckoe 4enonpon3BoACcTBO

C) npuka3Hoe [enonpom3BoACTBO

D) ncnofHMTeNbHOE 4eN0NPON3BOACTBO

56. OCHOBHOE NMpaBnno, KOTOPOro crefyeT NpUAEPXMUBaTLCA NPU nojaye
TeneoHorpamMmmbl

A) nepegaBaTb TONIbKO KPaTKY, CPOUHYIO MH(OpPMaL MO

B) npu pernctpauunu TeneoHoOrpammbl UCMOJb30BaTh XYPHaN perncTpaLmm BXoAALLMX
[OKYMEHTOB

C) TekcT — 6osnee 100 cnoB

D) ncnonb3oBaTb MaKCMMYM CrieLmanbHbIX TEPMUHOB

57. OCHOBHble YacTu TeKCTa NPOTOKOoNa

A) KOHCTaTupytoLas, BBOLHaA

B) ocHoBHas, pacrnopaguTenbHas

C) KoHCTaTMpYytoLWas, pacnopaauTesnbHas

D) BBOAHAasA, OCHOBHas

58. OxapakTepu3yiiTe C TOYKMN 3pEHNA MPUHALNEXHOCTM K PEKBM3NTAM [LaHHbIN
(parmeHT: PekTopy HoBOoCMOUMpPCKOro yHUBepcuTeTa rocnogmHy CmonkmHy C.A. 634635 r.
HoBocnbupck yn. leHnHa, a. 15.

A) pesonouus

B) agpecat

C) BuM3a cornacosaHus

D) Bu3a 3aBepeHuns

59. OxapakTepu3yiiTe C TOYKMN 3peHUA NPUHALNEXHOCTN K PEKBU3MTaM CleayoLnii
(hparmeHT: Plan 1. doc CumknHa 13.01.98

A) 0TMETKa 0 3aBepeEHUN KOMUK

B) oTmeTka 0 noctynieHun

C) ucnonHuTenb

D) oTmeTKa 0 nepeHoce flaHHbIX Ha MallWHHbIA HOCUTENb

60. OxapakTepu3yiiTe C TOYKMN 3pEHUA NPUHALNEXHOCTN K PEKBU3NTaM CleayoLnii
(hparmeHT: BEPHO CekpeTtapb-pedepeHT n/n N.K. KOHTOpKNHA

A) rpu yTBEpXaeHus

B) oTMeTKa 0 3aBepeHMN KOMum

C) nognucb

D) pe3ontouus

61. OxapakTepu3yiiTe C TOYKMN 3pEHUSA MPUHALNEXHOCTU K PEKBU3UTAM CeLY LN
(parmeHT: I'eHepanbHbI gupekTop n/n N.K.Comos

A) Bu3a

B) Tekct

C) nognucb

D) 3aronoBok

62. OxapakTepu3yiiTe C TOYKMN 3peHUA NPUHALNEXHOCTN K PEKBU3MTaM CleayoLnii
(hparmeHT: 3am. gupekTtopa MNMnwoxmHy V.K. ObecneynTsb yCnoBusa BbINONHEHNSA MOCTABOK
[0 16.01.2003. n/n 18.11.2003

A) nognucb

B) 3aronoBok

C) Bu3a

D) pesontouus

63. OxapaKkTepusyinTe C TOUKN 3PEHUS NPUHALNEXHOCTU K PEKBU3UTAM CNeayoLLni
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pparment: HUV OAL 13.01.98 Ne 36/17

A) UcnonHuTeNb

B) oTmeTKa 0 NOCTyn/IeHUM

C) rpud yTBepXaeHus

D) oTMeTKa 0 3aBepeHur Konuu

64. OxapakTepu3yiTe C TOYKMN 3pEHUA NPUHALNEXHOCTN K PEKBU3NTaM CleayoLnii
(parmeHT: O6 MHPOPMaLUOHHOM 0becneyeHUN

A) Bu3a

B)3aronosok

C) pesontoyums

D) TekcT

65. OxapakTepu3yiTe C TOYKMN 3pEHUA NPUHALNEXHOCTN K PEKBU3NTaM CleayoLnii
(pparmeHT: CumoHoB 989-78-35

A) rpu yTBEpXaeHus

B) ncnonuuntenn

C) pesontoyums

D) oTMeTKa 0 3aBepeHur Konuu

66. OxapakTepusyinTe C TOUYKN 3PEHUNS NPUHALNEXHOCTU K PEKBU3UTAM CNeayoLLni
(hparmeHT: YTBEPXXOAK Aunpektop n/n N.0.®. 13.02.98

A) rpug yTBepXaeHus

B) 3aronosok

C) pesontoyums

D) nognuck

67. OxapakTepu3yiTe C TOYKMN 3pEHUA NPUHALNEXHOCTN K PEKBU3UTaM CleayoLnii
(parmenT: KOpuct n/n N.K. CumoHos 10.11.2004

A) agipec

B) pesontoyus

C) Bu3a

D) rput yTBepxaeHuUs

68. OxapaKTepusyiTe C TOUKN 3pEHNS PEKBM3NUTOB cneaytolmnin gparmeHT: «Bx. No 0000
Oata 00.00.00»

A) pesonouuns

B) oTmeTKa 0 NOCTYyN/IeHNM LOKYMEHTa

C) OTMETKA O Ha/IMYMMN NPUNOXKEHNI

D) nognuce

69. OxapaKTepu3yiTe C TOUKN 3PEHNS PEKBMU3NTOB Cneayrowmnii gpparmeHT: “02.03.98.”
A) nognucb

B)pata

C) pesontoyus

D) oTMeTKa O HaMUYny NPUIOXKEHNI

70. OxapakTepu3yiiTe C TOYKMN 3pEHNA PEKBU3UTOB CeayoLWnin hparmeHT: “13/14”
A) NHAEKC

B) oTMeTKa 0 HaMuUM NPUNOXEHNI

C) pesontoyus

D) nognuce

71. OxapaKkTepusyinTe C TOUYKN 3pEHNS PEKBMU3NTOB CNeAYHOLNIA (parMeHT: “npunoxeHue:
Ha 3 . B 2 3K3.”

A) 0TMeTKa 0 HaIM4Ynmn NPUIOXEHWNI

B) nognuck

C) para

D) pesontouus
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72. TlepeyncnmTe BONPOChHI, KOTOPbIe OTpaXxarTca B NpaBuiax BHYTPEeHHEro TPyA0BOTo
pacrnopsjka

A) opraHusauns paboTbl NpesnpuATUSA, B3auMHble 0693aHHOCTU PAa6OTHUKOB U
agMUHUCTpaLKMK, NpefocTaB/ieHMe OTNYCKOB, KOMaHAMPOBaHWe COTPYLHUKOB,
BHYTPUOOBLEKTHbLIN PeXunm

B) AO/HKHOCTHOM M YMCNEHHBI COCTaB NPeanpUATUS

C) Hay4HO-TEXHNYECKME, (PUHAHCOBbLIE CTOPOHbI AEATENIbHOCTU LO/MKHOCTHBIX NNL,

D) nopsfok obpa3oBaHus, 3afayn, 0643aHHOCTM, NpaBa, OTBETCTBEHHOCTb M OPraHn3auuio
paboTbl NPeANpPUATAA B LLeSIOM UK ero CTPYKTYPHbIX NOApasfeeHunia

73. Mepeyncnnte 0CHOBHbIE BUAbl 6/1aHKOB

A) 06unin 6naHkK, 6naHK ans nucem, 6/1aHK ¢ NPOAO/IbHBLIM M YTI0BbIM PacnoNoXeHUem
PEKBM3NTOB

B) cyluecTByeT T0/IbKO 61aHK C MPOLO/IbHLIM U YI0BbIM PACMOI0XKEHNEM PEKBU3NTOB
C) cyluecTByeT TO/IbKO 06WMIA 61aHK

D) cywiecTByeT TONbKO 6/1aHK A4/11 MUCEM

74. lMepeyuncnnTe OCHOBHbIE 3/1IEMEHTHLI A0Knaja

A) 0CHOBHas 4acTb; BbIBOAbI (PeKOMeHAALMM)

B) BcTynneHue; BbIBOAbI (PeKOMeHAaLNN)

C) BCTynsieHNe; OCHOBHasA YacTb

D) BCTyn/ieHMe; OCHOBHAA YacTb; BbIBOAbl (PeKOMeHAaLMN)

75. epeyuncnuTte Lenn N3yyeHua nenonpons3BoacTsa

A) onpefenntb ponb cnyxo JOY.

B) nokasatb 3HayeHMe paboTbl C AOKYMEHTaMW B XXN3HM 06LLECTBaA.

C) oBnaieHMe oCHOBaMu NPaBUIbLHOTO OPOPMIEHUA LOKYMEHTOB U Hadfexall el
opraHusaunein JOKymMeHTo060poTa.

D) npnBuTbL HEO6XOAMMbIE HaBbIKM B paboTe € Aenamu, 3aKOHYEHHbIMU [,e/10NPON3BOLCTBOM.
76. Muncbmo nocne obpalLeHna Yalle BCEro NpoLos/KaeTcd cnosamm

A) Mbl paccunTbiBaem Ha Balle COTPYAHUYECTBO...

B) BcBasu C ...

C) Hamu paccmOTpeHbl Baww npeanoxeHus ...

D) c yBaXeHuem .

77. MucbMo nocse obpalleHnsa yalle BCero Npoao/nKaeTca cioBamm

A) B COOTBETCTBUY C Balleid npocb6boi .

B) Mbl Hafileemcs Ha Bally 3aMHTepecoBaHHOCTD .

C) Cc yBaXKEHMEM .

D) Mbl paccunTbiBaeM Ha Balle cOTpy/AHMYECTBO.

78. IMncbMO Yallle BCEro HauyMHaeTCcA cnoBamu

A) BCBA3U C .

B) c yBaxxeHueMm .

C) B COOTBETCTBUN C .

D) yBaxkaemble rocnoja .

79. NMncbmMo-HaNnOMMHaHue — 3To

A) LOKYMEHT, MOATBEPXAAKOLLNIA NONYYEHNE LLeHHOCTENR

B) AOKYMEHT, coo6LatoWwmin 0 NpUBGANKEHUN, YCKOPEHNN, NCTEYEHUN CPOKA MCMOMHEHNA
Kakoro-nn6o fenctamsa

C) LOKYMEHT, cofepKallunii NnpuraalleHne Ha MeponpusTue

D) LOKYMEHT, cofepXalymii MHpopMaL Mo 0 NPOBOANMOM MeponpUaTUn

80. INoa “CcCOoBOKYMHOCTbIO B3aMMOYBA3aHHbIX LOKYMEHTOB, MPUMEHAEMbIX B
onpefenéHHo cdepe AeATeNbHOCTU” Nogpa3yMeBatoT

A) cuctemy JOKYMEHTUPOBAHUSA

B) yHutunumnposaHHyto gopmy

C) YHN(DMLMPOBaHHbI LOKYMEHT
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D) cuctemy fOKYMeHTaLUN

81. MpaBOBO aKT ynpaBfeHUsa rocyapCTBEHHOr0 opraHa, UMelLWmin 06a3aTeNbHY0 cuny
ANS rpaXiaH u opraHu3aumnii, KOTOpbIM OH afpecoBaH — 3TO

A) ykasaHue

B) npukas

C) pacnopseHue

D) peLueHue

82. MpaBOBOW akKT, M3aaBaemblii PyKOBOAUTENEM NPeANPUATUS, AACTBYHOLLErO Ha
OCHOBaHWMN efMHOHAaYanusa, Ana paspeLleHns 0CHOBHbIX M OMepaTnBHbIX 3a4ay
npegnpuaTua — 3ato

A) npukas

B) ykazaHue

C) peLueHue

D) pacnopsiXeHune

83. NMpaBoBOW akT, onpeaensoLWmii NopsagoK ob6pa3oBaHns, 3agayvm, 0653aHHOCTY, NpaBa,
OTBETCTBEHHOCTb M OpraHm3auuio paboTbl NPeAnpUATUSA B LEIOM UAN ero CTPYKTYPHbIX
nogpasfeneHnin — aTo

A) NonoxeHune

B) yctas

C) LO/MKHOCTHAs MHCTPYKLUMA

D) wraTHOe pacnuncaHue

84. MNMpukasHoe Aenonpons3BoACTBO — 3TO

A) paboTa ¢ JOKyMeHTamu, NPoBOAMBLLAACH B COBETCKUX YUPeXAeHNUAX

B) paboTa c fJOKyMeHTamu, NPOBOAMBLUAACA B MUHUCTEPCTBAX

c) paboTa C JOKyMeHTamu, NPOBOAMBLLIAACA B KONIEMUSX

D) paboTa c JOKyMeHTaMu1, NPOBOAMBLUAACA B MpUKasax

85. [1pnYnHbI N3paHNA yKasaHUa pacKpbiBaloTCa B

A) BBOAHOI YacTh TekcTa

B) pacnopsgnTenbHO YacTu TekcTa

C) KOHCTaTMpYyOLL el YacTu TekcTa

D) OCHOBHOW YacTu TekcTa

86. Mpouecc ycTaHOBNEHNUS Y NPUMEHEHUSA NPABUN C LeNblo YNOPALOYEHNS AeATEIbHOCTU
B le/10NpOn3BOACTBE — 3TO

A) cuctema JOKyMeHTauum

B)cTtaHgapTumsaumna

C)Erca

D) fOKyMeHTaUMOHHOe 06ecrneyeHne ynpasieHuns

87. PaboTa c JOKyMeHTamMu, NpOBOAMBLUAACA B NPUKa3ax, HOCUT Ha3BaHue

A) npukasHoe Lenonpon3BoOACTBO

B) ncnonHuTenbHOE 4enonpon3BoLCTBO

C) KONNeXCKoe [enonpon3BoiCcTBO

D) coBeTCKOe [e/10npon3BoACTBO

88. PacnopsaguTenbHbll AOKYMEHT KONNErManbHOro opraHa ynpaBieHus, n3gaBaeMbiii
MUHUCTEpPCTBaMU, BE4OMCTBAMMU, HAYUYHbIMW COBETAMU — 3TO

A) pelleHune

B) ykazaHue

C) pacnopskeHue

D) npukas

89. PacnopsagnTenbHbll JOKYMEHT, N34aBaeMblii OpraHaMun rocyfapcTBEHHOI0
ynpas/ieHUs, opraHu3aymMamMu, no Bonpocam opraHn3alMoOHHO-METOAMYECKOr0 XapakTepa
(opraHusauns UCNONHEHUsA NPUKa30B, UHCTPYKLUIA) — 3TO

A) npukas



B) pewweHue

C) ykasaHue

D) pacriopshkeHue

90. PaccTosiHMe Mexay OCHOBAHMAMM CMEXHbIX CTPOK 3TO

A) cnyxebHoe none

B) nonoxeHue Tabynatopa

C) pabouee none

D) nHtepsan

91. PekBM3nUT — 310

A) 0653aTeNnbHbIN NPU3HAK HA JOKYMEHTE, YCTAHOB/IEHHbI/ 3aKOHOM

B) cuctema foKymeHTaLmm

C) cnyxebHoe nosne

D) pabouee nosne

92. PeKBM3NT “BU3a 03HAKOM/IEHUSA” BbITNALUT CNefyoWmm o6pa3om:

A) cekpeTtapb n/n ®.11.0. 00.00.00

B) topuct n/n 00.00.00

c) cekpeTapb ®.1.0. n/n 00.00.00

D) ¢ npukasom o3HakomneH: n/n 00.00.00

93. CBof NpaBu, perynmpyroLmx AesTelbHOCTb OpraHu3aumnii, X B3auMOOTHOLLEHUS C
LPYTUMW OpraHu3auusaMun u rpaxjaHaMmu, npasa n 06593aHHOCTY B cepe
rocyfiapCTBEHHOW WU XO3AWCTBEHHOM AeATeNIbHOCTU — 3TO

A) WTaTHOE pacnucaHue

B) nonoxeHue

C) LO/MKHOCTHAsA MHCTPYKLMA

D) ycTas

94. Cnctema JOKyMeHTaLnm — 3To

A) COBOKYMHOCTbIO B3aMMOYBS3aHHbIX JOKYMEHTOB, MPUMEHSAEMbIX B ONpefenéHHON
chepe AeATeNbHOCTHU

B) COBOKYMHOCTb PEKBU3UTOB

C) LOKYMEHT, Cofep>Kallnii NepBMYHYIO MHOPMaLMIO

D) cuctema fJOKYMeHTaUMK, Co34aHHas No eAuHLIM Npasunam 1 TpeboBaHUAM

95. COBOKYMHOCTb B3aMMOYBA3aHHbIX LOKYMEHTOB, PYHKLUMOHUPYOLWNX B Chepe
yrnpaBneHns — ato

A) KagpoBas [JOKYMeHTaLus

B) 6yxrantepckas [LOKYMeHTaLus

C) TexHuYeckas JOKYMeHTauus

D) OPL

96. COBOKYMHOCTb JOKYMEHTOB, OTPaXakLWmnX pacnopagnuTenbHy0 AeaTe/IbHOCTb — 3TO
A) OTYeTHble JOKYMEHTbI

B) nHpopmaLnoHHO-CNpaBOYHbIe JOKYMEHTHI

C) pacnopaguTenbHble LOKYMEHTHI

D) opraH13aunoHHble JOKYMEHTbI

97. COBOKYMHOCTb JOKYMEHTOB, COfepXalnx NH(POPMALMI0 O (PAKTUYECKOM MOJIOXEHNN
[en, Cnyxawmnx OCHOBaHNEM N8 NPUHATUA PeLueHWnin, n3gaHmua pacnopsagnuTenbHbIX
[LOKYMEHTOB — 3TO

A) pacnopsgntenbHble JOKYMEHTbI

B) opraHun3aLnoHHble LJOKYMEHTbI

C) oTYeTHble JOKYMEHTbI

D) nHdpopMaLMOHHO-CNPaBOYHbIE JOKYMEHTbI

98. COBOKYMHOCTb paboT Mo 4OKYMEHTUPOBAHWUIO AEATENbHOCTIN yNpaBieHns 1 no
opraHusaunm LOKYMEHTOB B YUPeXAeHUU — 370

A) cuctema LOKYMeHTUPOBaHUSA
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B) cuctema foKymeHTaLmMm

C) LOKyMeHTOO60pOT

D) nenonpons3BoACcTBO

99. COBOKYMHOCTb PacnosioXKeHHbIX B ONpeAeneHHON nocneAoBaTelbHOCTN PEKBU3UTOB,
NPUCYLLMX BCEM JOKYMEHTaM OMNpeLeNeHHON CUCTeMbl JOKYMEHTaLMmM — 3T0

A) BbINncKa

B) dhopmynap-o6pasel

c) 6naHkK

D) LOKYMEHT

100. CtaHpapTusaymna — 3to

A) cTaH[apTHOe pacrnonoXeHne matepuana.

B) cornacoeaHune ¢ TEKCTOM 3aMHTEPECOBAHHBIX JINLL.

C) ynotpebneHune ycTonumnsbiX 060pOTOB.

D) npouecc yCTaHOBNEHUA U MPUMEHEHUSA NPaBU C LEeNbio YNopAaL40YeHUa AeATeNIbHOCTY
B [e/I0npon3BOACTBeE.

MpumepHasa TemaTuka pedpepaToB  (fOKNafoB) ANA  OLEHKM  YPOBHA
cthopmmpoBaHHOCTM KomneTeHymnn OK-5.

Tembl pedepartos (P-1):

1 Uenm wn 3agaus  [enonpousBOACTBa,  OnpegeneHne  genonpoumssofctesa.  Ponb
[AOKYMEHTALNOHHOI0 06ecneyveHuns B yrnpasieHNN.

2. KpaTtkas xapakTepucTuKa MPUKasHoro, KOJIeXCKOro U UCMoSIHUTENIbHOro Aenonpon3BoACTBa
B Poccum.

3. 3aKoHoaTeNbHOE perynnpoBaHne fenonponsBocTea B Poccun.

4. HopmaTuBHO-NpaBoBOe 0b6ecneyeHve AeaTeNIbHOCTU CNyX0 4en0onpon3BOACTBaA.

5 TloHATME «[OKYMeHT», ero QyHkuus. Knaccupukaums [OKYMEHTOB MO OCHOBHbIM
npu3HaKam.

6. MoHATNE «peKBU3NT». MOCTOAHHBIE U NEPeMeHHbIe PEKBUSUTBI.

7. XapaKTepuCTnKa PeKBU3UTOB 3aro/I0BOYHON YacTu LOKYMEHTa, UX NepeveHb U TpeboBaHUsA K
ohopmIIEHMIO.

8. XapaKTepucTuKa peKBU3NTOB COAEPXKaTeIbHOM YacTu JOKYMEHTa, UX MepeyeHb U TpeboBaHMS
K 0(hOPMJIEHUIO.

9. XapaKTepucTmka peKBM3UTOB O(hOPMASAIOLLEN YacTU JOKYMEHTa, UX nepeyveHb U TpeboBaHMS
K 0(hOPMJIEHUIO.

10. BnaHK [OKyMeHTa, BWAbl 0ONaHKOB OpraHuM3auMOHHO-PacnopAAUTENbHbIX [OKYMEHTOB.
TpeboBaHuMA K 6/1aHKaM, pasmepbl Noseit 61aHKOoB.

Tembl petepatoB (P-2):

1 OpraHu3aunoHHbIe JOKYMEHTbI, UX Ha3HayeHne n ponb. OCHOBHbIE BMUAbI M 06LLMe npaBunia
othopmeHns.

2. O6Lan xapaKTepucTuKa AO/MKHOCTHON UHCTPYKLMKN. OnpefeneHne, CTPYKTypa CofepXxaHus,
nopsLoK OPOPMIIEHNS M OCHOBHbIE PEKBU3UTbI JOKYMEHTA.

3. WratHoe pacnucaHve. O6LLas xapakTepucTuka AOKYMeHTa; (popMa UCMONHEHUS, CTPYKTYypa
cofepxxaHus, NopaLoK OPOPMIIEHNS U PEKBU3NTLI JOKYMEHTA.

4. PacnopaguTtenbHble LOKYMEHTbl, UX Ha3HayeHue W posib B ynpasfieHun. OCHOBHble BUAbl
pacnopsanTeNnbHbIX JOKYMEHTOB 1 06LMe npasuna 0hopMIeHUS.

5. Mpuka3s No 0CHOBHOWN aesiTenibHOCTU. CTPYKTypa TeKCTa npukasa, NopsgoK ero pa3paboTku um
npasuna ohopMIeHNSA PeKBM3NUTOB. Bbinncka nus npukasa.

6. PacriopsxeHve. CTpyKTypa TekcTa, npasuna ohopMneHns pekBU3nNTOB.

7. YkasaHve. OOulaa xapakTepucTMKa [OKYMeHTa, CTPYKTypa ero TekcTa, MNOpsafoK W
0COBEHHOCTY O(hOPMIIEHUSA, PEKBU3UTBI YKa3aHUA.
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8. VIH(hopMaLMOHHO-CpaBoYHble LOKYMEHTbI, UX Ha3HayeHWe 1 posib B ynpasneHun. MepeyeHb
OCHOBHbIX BWAOB WH(OPMALMOHHO-CNPABOYHbIX [OKYMeHTOB. OO6uune TpeboBaHMA K
ohopMIIEHMIO.

9. AkT. O6Laf xapakTepuCTMKa [OKYMeHTa, CTPYKTypa TeKkCTa, MNOPSALOK paspaboTkm u
OohopMNIeHNS PEKBU3UTOB aKTa.

10. MpoTtokon. O6uias xapakTepucTnKa NPOToKONa, CTPYKTypa TeKCTa, NOpAAoK pa3paboTku u
0(hOpPM/IEHNA PEKBU3NTOB NPOTOKONA.

11. [OoknagHasA, o6bAcHUTENbHas 3anucka. O6lias xapakTepucTuKa [OKYMEHTOB, MOPALOK
0(YOPM/IEHNA PEKBU3UTOB CNY>KEOHBIX 3armnCOK.

12. Cnpaska. Bugbl cnpaBok O6ulas XapaKTepucTuKa [OKYMEHTa, PeKBU3UTbI CrpaBok,
0COBEHHOCTM OhopMIIEHNS.

13. CnyxebHoe nwucbmo. Bupgbl nucem. CTpyKTypa, MOpsfoK O(opmMieHus, TpeboBaHUA K
NMUCbMY, PEKBU3UTbI MNCbMA.

14. Tenerpamma wu TenedoHorpamma. O6WEAA XapaKTepucTuka [AOKYMEHTOB, MOPSALOK
OPOpPMNIEHNS PEKBU3NTOB.

15. JoKyMeHTbI N0 IMYHOMY cOCTaBy. epeyeHb AOKYMeHTOB. OCOBEHHOCTUN 3TUX AOKYMEHTOB.

16. OchopmneHne KafpoBbIX NPUKA30B, BbINUCKA M3 NPUKA3a.

17. OchopmneHue 3asBneHNs, aBToOMOrpaun, XapakTepuCcTUKK, pestoMe.

18. TpynoBas KHWXKa. [NpaBuia ohopMaIeHNUs TPYAO0BbIX KHUKEK.

Tembl goknagos (4-1):

1 JokymeHT0060pOT. OCHOBHbIE 3Tanbl JOKYMEHTO060poTa.

2 TexHonorus paboTbl C BXOAALLMMUN LOKYMEHTaAMMU.

TexHonorms 06paboTKn BHYTPEHHUX U UCXOLALLUX LOKYMEHTOB.
Perncrpauma 4OKYMEHTOB WU KOHTPO/Ib UCMOMHEHUA JOKYMEHTOB.

. HomeHknaTypa fen Ha npefnpuatum, hopMruposaHme 1 opopmIeHNe den.
lMoAroToBKa AOKYMEHTOB Ha apXMBHOE XPaHEHME.

Mogenun sneKTPoOHHOro LOKYMeHTo060poTa B OpraHu3aLunu.

. YNpaB/ieHne 3/IEKTPOHHbLIM JOKYMEHTOO60POTOM B OpPraHU3auuu.

0O NG W

MprMepHble OLEHOYHbIe CPeACTBA A5 MPOBEAEHUS NPOMEXKYTOYHOW aTTecTaumm

Bonpocbl 4ns NOArOTOBKN K 3a4eTy C OLEHKON N0 AMCUnnInHe «[LoOKyMeHTo060poT B
opraHusauum c ucnonb3osaHnem C30»

Bonpoc Ko KomneTeHUnun
(cornacHo PN A)

1 CoBpeMeHHoe rocyfapcTBeHHoe perynupoBaHue OK-5
[lenonpon3BoACTBa.

2. CocrtaB peksusutos OCT P 7.0.97 - 2016. Mpasuna OK-5
0(YOpPM/IEHNA OTAENbHbLIX PEKBU3NTOB.

3. YcTaB: cofepXaHue ycTasa; Crneuu@uka ycTasa; BU3MPOBaHWe, OK-5
YTBEPXKAEHME.

4. TlonoxeHwe: TEKCT MOMOXEHWSA; BU3NPOBaHWE, YTBEPXKAEHME. OK-5

5. [o/mKHOCTHasA MHCTPYKLMA: TEKCT, BU3NPOBaHWE, YTBEPXKAEHME. OK-5

6. LLTaTHOe pacnucaHue: ornpegeneHne, opopmaeHne, NOAMUCh. OK-5

7. [oroBop: onpefeneHue, cofep)xaHue, 06s3atenbHble 3/1eMeHTbI OK-5
forosopa

8 Tlpukas N0  OCHOBHOM  [EATENbHOCTMU: onpegeneHue; OK-5

oopMneHne npukasa; o06s3aTeNlbHble PEKBU3UTLI; CTPYKTYypa
npuvkasa  (3arofioBoK,  TeKCT);  odopm/eHWe  NpuUKasa;
othopM/IeHMe  MPWNOXEHWMIA K  NpuKasy,  BM3MpPOBaHMe,
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pefaKTUMpoBaHMe, pacchblaika, NOANMUCH, MapLIPYT.

9. PacrniopsbkeHue: onpegeneHue, ohopMeHMe. OK-5

10. MocTaHoBNEHME: COCTaBNeHNE N OhOpPMIIEHNE. OK-5

11. PewleHune: oTanumne peleHmsa oT nocTaHoBNEHNS. OK-5

12. CnpaBKa: BHELUHAS, BHYTPeHHAA. TeKCT CrpaBKu. OK-5

13. AKT: pasHOBMAHOCTM aKTOB, CTPYKTYypa aKToB. OK-5

14. MpoTokon:  BWUAbl  MNPOTOKOJIOB  3acefaHWil;  CTPYKTypa OK-5
NpPOTOKOMa; AaTa NPOTOKO/a.

15. [loknagHasa n 06bAcCHUTeNbHaA 3anmucknu. Criy)kebHoe NUCbMO. OK-5

16. Mpukasbl NO IMYHOMY COCTaBy: oOnpeaenieHne; OopM/IeHNe; OK-5
CTPYKTYypa rnpukasa.

17. lnyHoe [feno:  ornpefeneHve, CcofepxaHue, OQOpMeHue, OK-5
0bs3aTeflbHble 3/1eMeHTbl IMYHOrO Aena.

18. OcHOBHble MpaBufia oOpraHusauuM  AOKYMeHTOoo6opoTa B OK-5
opraHusauuu.

19. MNpvem, o6bpaboTka W  pacnpefeneHne  NOCTyNaroLLNX OK-5
LOKYMEHTOB.

20. TopsAgoK Hanpas/ieHUs Ha UCNOJIHEHWE U paboTbl UCNONHUTENS OK-5
C [JOKYMeHTaMMu.

21. MpaBnna 06paboTKN NCXOAALLMNX LOKYMEHTOB. OK-5

22. Mofenv aneKTpOHHOIro JOKYMeHT0060p0oTa B OpraHu3aLmm. OK-5

23. YnpaBneHune 31eKTPOHHbIM OKYMEHTOOO0POTOM. OK-5

MpuMepHble NpakTUYecKune 3agaHuns (OLEHOYHbIE CPeACTBA), BbIHOCMMbIe Ha 3a4eT
C OLIeHKO

npaKTMLIeCKVIe 3aflaHnAa Anda OUEeHKWN YPOBHA Cd)OpMMpOBaHHOCTVI KOMNEeTeHL NN
«OK-5»,

MpakTwnyeckoe 3agaHue 1.

CocTaBbTe CMnpaBKy O Be/MYMHE cpefHeli 3apabOTHON MnaTbl 3a FO4 ANS MONYYeHus
KOMMNeHcaunn Ha onnaty »unbd. OcTasibHble JaHHbIEe YKXKNTE CAMOCTOATE/bHO.

MpakTunyeckoe 3agaHue 2.

CocTaBbTe WMH(OPMALMOHHOE MWUCbMO O MPOLAXEe YaCTHbIM U rOCYAapCTBEHHbIM
NPeAnpUATUAM MEPCOHa/IbHbIX KOMMbIOTEPOB MO AOrOBOPHON CTOMMOCTM U O BO3MOXHOCTU
NPMHMMAaTL 3aKasbl Ha COCTaB/IeHNe Nporpamm.

MpakTunyeckoe 3agaHue 3.

CocTaBbTe npuKa3z 06 0CBO6OXAeHMM Bac OT paboTbl B OOO «Pomalika» B CBS3U C
nepeesfom Ha HOBOE MECTOXXMUTENbLCTBO.

MpakTnyeckoe 3agaHue 4.

CocTaBbTe KpaTKUiA MPOTOKON MPOWM3BOACTBEHHOrO COBeLlaHWs pabOTHUKOB OTAena
CTpaTernyeckoro MaaHMPOBaHMS, Ha KOTOPOM Obln  PacCMOTPEH BOMNPOC O AOCPOYHON
pa3paboTke nniaHa passuTus npeanpuatTua Ha 2019 rog. Mocne 06CyXAeHMA NPOM3BOLCTBEHHOE
COBELLaHMe MNPUHANO pelleHMe pa3paboTaTb NnaH Ha AecATb [Heil paHblue YCTaHOB/IEHHOrO
cpoka. OcTa/bHble faHHbIE YKaXXNTe CaMOCTOSATE/bHO.

MpakTwnyeckoe 3agaHue 5.

CocTaBbTe MpuKasbl: a) O npveme Ha paboTy 6yxrantepom 3aiiueBy A.A.; 6) 06
YBOJ/IbHEHUM MepeBOSOM B Apyryto opraHusauuio Mepgseasy B.P. HepocTtalowine pekBusUThI
YKaXUTE CamMOCTOATENbHO.
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MpakTunyeckoe 3ajaHue 6.

CocTtaBbTe nucbMo-npockdby OO0 «BANTMATULEMNPOM» B MNMpaBnTenLCTBO 06/1aCTH 0
BblJEeNIEHUN CPeACcTB U3 06/1acTHOro 6rompketa B cymme 15 MnH. py6. [0 Havana peanusauuu
MONOAHAKA-NTULLbI HACENEHWIO.

MpakTwunyeckoe 3agaHue 7.

CocTaBbTe  AOKMafHyH  3anucky  Oyxrantepa  TumowmHoi  W.IM.  rnaBHOMy
oyxrantepy OO0 «Py6uH» babuuey H.IM. o1 15.03.19 r. 0 BbINO/MHEHMMX MpUKa3a AUPeKTopa
Gmpmbl Ne92 ot 12.01.19 r. «O cocTosAHUM ByXranTepckoro y4yeta Ha CTpouTeNbCTBe 6asbl
oTAbixa Ha Kypckoil Koce». B npukase Obliv ykasaHbl KOHKPETHbIE CPOKW JIMKBUAALMM
HeAoCTaTKoB, O6HapyXXeHHbIX B AHBape 2019 roga. B [foknagHoOM 3anucke LOMKHO ObiTb
OTMEYEHO BbINOMHEHNE BCeX MYHKTOB MpuKasa, 3a WCK/YeHWeM MyHKTOB 06 opraHu3auuun
pPaBHOMEPHOW eXeAHEBHOW caaun paboummm HapsgoB Gyxrantepy. BoisineHo, uto 25 eBpans
2019 ropa 6b110 cpaHo TonbKo 35,2% Bcex HapsagoB. OcCTasbHble HapsAdbl chaHbl 1 mapTta. Mo
rpagmky CpoK cpayv NocnefHUX HapsiAoB 3a MPOLUSbIA MeCAL, YCTaHOBNEH MepBOro 4ucna
cnegytowero Mecsua. OcTasibHble JaHHble YKaXNTe CaMOCTOATE/NbHO.

MpakTunyeckoe 3agaHue 8.

CocTaBbTe XapaKTeEPUCTUKY-PEKOMEHAALUMIO Ha pabOTHMKA Ballero npefnpuaTusa ons
noctynneHusa ero B acnupaHtypy ®rAaOYBO «b®PY um. V. KaHTa».

MpakTunyeckoe 3agaHue 9.

CocTtaBbTe NMUCbMO-0TBET NMPOW3BOLCTBEHHOIO 06befiMHeHNs
«KannHuHrpagrasmumkauma»  OUpektopy  Xumdgapmsasofa W HayaJbHUKY  YrpaB/ieHUs
«KannHuHrpagropras» 0 eXeMecsayHol noctaBke XumdapmsaBogy 64 T CKMXKEHHOrO rasa B
TeyeHve 2019 rofa. YKasaHHbIA 00beM yuTeH B pasHapsfke. [ocTtaBka OyLeT OCyLLeCTBNATLCA
yepes ynpasneHne «KanvHUHrpagropras».

MpakTunyeckoe 3agaHue 10.

CocTaBbTe [JOKMaAHYH 3anuncKy CekpeTaps-pedepeHTa PYKOBOAWUTENIO MpPesnpuaTus
06 yTepe paboTHMKOM Pbi6uHbIM C.W. nucbMa-3anpoca, NOCTYNMBLLErO B afpec NpesnpuaTus
TpY MecsLa Ha3as,

MpakTunyeckoe 3agaHue 11.

Hanvwute 3asBneHne o0 MpefocTaB/ieHUM Bam aLMWHUCTPATUBHOrO OTMycKa Mo
ceMeliHbIM 06cToATENbCTBaM. OCTa/IbHble PEKBU3UTLI YKAXKUTE CAMOCTOATESIbHO.

lMpakTunyeckoe 3agaHue 12.

Hanvwwute aBTobuorpaumio, Heob6XxoauMMyt Ans  O(OpPM/EHUS [LOKYMEHTOB Mpu
NoCTynieHnn Ha paboTy.

MpakTunyeckoe 3agaHue 13.

CoctaBbTe nucbmo-npurnaweHne OO0 «3IKCNOUEHTP», C MNPeasiOXeHNEM MPUHATb
yyacTue B POCCMINCKON BbICTaBKE Ha MEXAYHapOLHOW MeXOoTpacneBoin spmapke B I. I'daHbCK
(Monbwa), kKotopas 6ygeT npoxoantb ¢ 20 HosA6psa no 10 gekabps 2020 r. ITa spmapka
ABNSAETCA OLHMM W3 KPYMHENLWMX TOProBbIX MeponpuaTuiA cTpaH EBponbl. B TekcTe Hamo
yKazaTb, 4TO ydyacTMe B 3TON ApMapke MO3BONMSAET LUMPOKO MPeACTaBUTb  3KCMOPTHYHO
NPOAYKUMIO OpraHu3auuu, npofaTb I3KCMOHATbl CO CTeHAa, M3Yy4UTb OCOBEHHOCTM pPbIHKA,
06MeHATbCA € APYTMMU  y4aCTHWKaMu ApMapKyM  Hay4HO-TEXHUYECKOW MWH(opmalmein 1
3aK/Il0YNTb BbIFO4HbIE CLENKN.

MpakTwnyeckoe 3agaHue 14.

CocTaBbTe [OK/afHYH 3anuCKy HayasJbHWKa OTAeNa PYKOBOAMTENO MPeanpuaTus o
(baKTe HEBbIMOMIHEHUS PACMOPSHKEHUA O MOHTaXe 000py[OBaHWA Ha y4yacTKe MO0 MNpuynHe
€naboro KOHTPO/IA CO CTOPOHbI MNaBHOr0 MexXaHuKa.

MpakTunyeckoe 3agaHue 15.

OdopmnTe 3anmncb B TPYLOBON KHMKKE 00 YBOJIbHEHWM Bac: a) MO COBCTBEHHOMY
XenaHwio; 6) B CBA3N C JIMKBUZAUMEN NpeanpusTusa; B) B CBA3W C HECOOTBETCTBMEM
BbINO/IHAEMOM  paboTbl MpeabABNsSEMbIM  TPebOBaHUAM, BC/MEACTBME  HEAO0CTATOYHOM
KBaIMpmKaLnu.



49

MpakTunyeckoe 3agaHue 16.

CocTtaBbTe MHopMaymoHHoe nucbmMo AO «ABTOTOP» Hemeukoi dvpme «BMW» o
BO3MOXHOCTM NPOoAaXun aBToMobunend. OcTanibHble PEKBU3UTbI YKaXNTE CAMOCTOATE/NBHO.

MpakTwnyeckoe 3agaHue 17.

CocTaBbTe [OKMaAHYK 3anucKy O MNpUYMHaX HeCcBOEBPEMEHHOro mnpeacTaB/ieHns
MHOpMaUMM O BbIMOSIHEHUM nNpuKasa fAupektopa. OcTanbHble  PEKBU3UTHI YKaxute
CaMOCTOATE/IbHO.

MpakTunyeckoe 3agaHue 18.

CocTaBbTe MpUKa3 0 NepeBoe Ha paboTy BHYTPY OpraHu3aumm.

MpakTunyeckoe 3agaHue 19.

®dunman OO0 «PocroccTpax-KannHuHrpag» vmeet cTpaxoBoil otgen B . COBETCKe.
HauanbHuk atoro otgena C.W. iBaHOBa n3gana npukas 0 Ha3Ha4YeHUM UHCNEKLUOHHOM rpynnbl
[N19 POBefEeHNA CBEPKU AaHHbIX BYXranTepCcKoro 1 onepauyvoHHOro yyeTa 3a nepBblid KBapTasl
Tekywero roga. CBepka npoBogutca B cooTBeTCTBMM C nucbmMom OOO «Pocroccrtpax-
KanuHuHrpag» Ne 09-07/8 oT 19 anpens Tekyuwero roga «O npoBefeHUN MUIOTHOW CBEPKM
[aHHbIX OGyXranTepckoro © OMepaLMoHHOrO y4yeTa 3a MepBblii  KBapTai», B COCTaB
MNHCMEKLUMOHHOW Tpynnbl BKIOYeHbl Oyxrantep Mwuxanesa J1.J1. n onepaumoHuct lMonskosa
T.B.

MpakTunyeckoe 3agaHue 20.

CoctaBbTe ¥ oOGopMuTE [OKMaAHYH 3anucKy B COOTBETCTBMM C CUTyauuein: B
KafMHWHIpagckoM WHCTUTYTe MOBbIWEHUSA KBa/IM(MKaLMM YUuTenein co3faHbl MOCTOAHHO
[elCTBYIOLLME  KypCbl ~ MOAroTOBKM  foronefoB.  Kypcbl  paboTanm  Ha  npuHUmne
CaMOOKYMaemoCTW, OfLHAKO B TeKyllem y4yeOHOM rofy [ANA MPOLO/KEHUA WX AeATeNIbHOCTU
Heo6XoAUMO  AO0MONHUTENIbHOE (hMHaHcupoBaHue. [OupekTop uHcTuTyTa C.P. T[lokKansesa
obpatunacb K MuUHMUCTPY o6paszoBaHMs KO C.C.TpyceHeBOW C npocb00i BbIAENUTb TpUCTa
TbicAY pybneii AN NOKBapTa/bHOTO (HMHAHCMPOBAHWUSA [eATeIbHOCTU KYypCOB B TEKYLLEM
yuyebHOM rogy. J[JoknafHas 3anucka Oblna cocTaBneHa 25 aBrycra MnpoLlefLlero roga,
3apermctpupoBaHa 3a Ne 33 M B TOT e [eHb OTnpaBneHa B MUHWUCTEPCTBO 06pa3oBaHUS
KannHnHrpagckoin obnactu.

MpakTunyeckoe 3agaHue 21.

CocTaBbTe K othopmute npukas no OOO «BecT/lailH» 0 npueme Kynewoso HKHbI
CepreeBHbl Ha MOCTOAHHYIO paboTy KOHAYKTOPOM MapLUpyTHOro aetobyca. Pa3mep oknaga
coctasnsger 21 Tbic. py6. OcHOBaHMEM [N W3LaHUSA MpuKasa MNOCNYXUWU  3asaBfieHMe
H.C.KynewoBoli 1 Tpygosoi gorosop Ne 28.

lMpakTunyeckoe 3ajaHue 22.

CoctaBbTe 1 othopmute npukaz no OOO «HOr» 06 YBO/bLHEHUM MO COOGCTBEHHOMY
XenaHuwo 6yxrantepa Kucenesa Amutpua CepreeBuya B CBSA3M C BbIXOLOM Ha MeHcuio. Ha
nprKase MMeKTCA BM3bl FNaBHOro Byxrantepa v HavanbHUKa otaena Kagpos OOO.

MpakTunyeckoe 3ajaHue 23.

CocTtaBbTe M oopmuTe npukas o6 utorax paboTtbl ¢ gokymeHTamm B OO0 «Mwp» B
npoweawem rogy. B KOHCTaTUpyIOLLein YaCcTy YKaXKUTe Ha UTOMM aHann3a, BbISBUBLLME HU3KYIO
TpeboBaTe/IbHOCTb PYKOBOAWTENEN MOAPa3AeNeHNn K KayecTBy MOAFOTOBKM AOKYMEHTOB M
KOHTPO/IIO 3a WX WCMONIHEHWeM. B pacrnopsguTeNibHOW 4YacTu Mopy4ymTe PYKOBOAMTENAM
nofApasfeneHnini - ycunutb TpeboBaTeNbHOCTb K KayecTBy paboTbl C AOKYMeHTaMu, a
pykoBogutento otgena OOY paspaboTatb Mepbl MO YAYYLIEHUIO 3TOW paboTbl. OcCTanbHble
[aHHble YKaXXnTe caMOCTOATE/NbHO.
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6.2. MeToguuyeckme matepuansl
6.2.1. MeToAnYecKmne ykasaHus 419 06yyaroLwmxca no 0CBOEHUO AUCLUNANHbI

MeToAnyecKMe pekoMeHZauuMnm Mo W3yYeHWU AUCLUNAUHBIL «[JOKYMEeHTO060poT B
opraHusaumMm ¢ ucnonb3oBaHvemM CO[M» npeAcTaBnsieT CO60A KOMMAEKC peKomeHdauuii 1
06BSACHEHWNIA, MO3BONSAOWMX 00yYarOLWMMCS ONTUMa/bHbIM 06pa3oM OpraHM30BaTb MpoLecc
M3yYeHUN JaHHON ANCLMMNINHBI.

B cTpykType yuyebHOro njaHa Gyxraitepos OTBOAUTCA HA CaMOCTOSATE/IbHOE U3Yy4eHue
AaHHOW AucUMNAMHbI 4 Yaca, KOTOopble pacnpegeneHbl AN NOArOTOBKMN K 3a4eTy C OLEHKOM.

[ns ycnewHoro ycBoeHUa JaHHOW UCLUN/IMHBI 06yYatoLLMIACS LOMXKEH:

1 MpocnywaTb Kypc NeKunii No JaHHOW AUCLMNANHE.

2. BbINONHUTL BCe 3afjaHNsA, pacCMaTprBaeMble Ha MPAKTUYECKNX 3aHATUAX.

3. BbINONHUTL BCe fOMALLHWE 33flaHuns, MolyYaeMble OT NpenogasaTens.

4. ToAroTOBUTLCA K 3a4ETY C OLEHKOIA.

Cnosapb TEPMUHOB 00Yy4alOLLMIACA MOXKET MOMOJHATb B XO4€e U3YUYeHUs AONONHUTENIbHOM
NUTepaTypbl UM BHOCUTb B HEro Te TEPMUHbI, KOTOPble BbI3bIBAKOT Y HEro 3aTpyAHeHWs B
ycBOeHMn. [py MNOArOTOBKE K 3a4eTy C OLIEHKOW 0cob0e BHUMaHWe cnefyeT 06paTuTb Ha
cnefyoLLine MOMEHTbI:

1 BblyunTb onpegeneHns BCeX OCHOBHbIX MOHATUM.

2. MpoBepuTb CBOWM 3HAHUS C MMOMOLLBIO MPUMEPHBLIX BOMPOCOB, MPaKTUYECKUX W
TeCTOBbIX 3aJaHWiA.

6.2.2. MeTognyeckne pekoMeHpauunm Mno OCBOEHWIO NEKLMOHHOTo maTtepuana no
AVCUUNINHE Ans 06yYatoLLmXcs

3aHATMA NEeKUMOHHOro Tuna JawT 00ydvalolwmMcs CUCTEMATU3UPOBAHHbIE 3HAHUA O
Hanmbonee CNOXHbIX U aKTya/lbHbIX NPo6aeMax M3yvyaemon ANCLMNANHbI «[JOKYyMEeHTO060pOT B
opraHusaumm ¢ ucnonb3osaHvem C3/0».

Ha 7nekUMOHHbIX 3aHATUAX, O0Oyuvarolimecs [O/KHbl BHUMATENbHO BOCMPUHUMATL
martepuas, MoAroTOB/IEHHbIN MpenojasatesieM, MbICAUTb, A06UBATLCA MOHUMAHWUA WU3y4aeMoro
npegmeta. [lMpyu 3TOM  O6yvarolMecsd [LOMKHbl  BECTM  KOHCMEKT  AUcCUMNAMHbL.  Ecnn
obyuvaroLniica NposBfseT HeLONOHMMAHUSA NO Kakoh-nnmbo 4vacTu npegmeTa, TO emy cnefyet
3afaTb BOMNPOC npernojasatento. Takxke B MNpouecce NEeKUMOHHbIX 3aHATUI 0byyatoLmmcs
Heo6X04MMO BbINONMHATL B KOHCMEKTax 3aflaHna, KOTOopble npeasaraeT npenojasate/b B
npouecce Nojayn TeOpeTUYecKoro Matepuana.

6.2.3. MeToanyeckne pekomeHgaumm no  NOAroToBKe  obOydyawwmUxcd K
CEMUHAPCKUM 3aHATUAM MO gUCLUNINHE

[ns ycnewHoro YCBOEHUS AUCLMNIWHBI «JJOKYMEHTO060pOT B opraHusauuu c
ncnonb3oBaHvem C3[» 06y4vatoWMincs AOMKEH CUCTEMATMUYECKN FOTOBUTLCA K CEMUHAPCKMM
3aHATUAM. 14 3T0ro Heo6xoAMMO:

1) N03HAKOMUTLCA C NIAHOM CEMUHAPCKOrO 3aHATUS;

2) M3y4nTb COOTBETCTBYHIOLLME BONPOCHI B KOHCMEKTE NIEKLNIA;

3) 0TBETUTL Ha BONPOCHI, BbIHECEHHbIE Ha 06CYXeHWE;

4) cucTemMaTnyeCcKn BbIMOMHATL 3a/laHNA MpenosjaBaTens.

B xofe ceMMHapCKuX 3aHATUIA 06yyvatoLmnecs nog pyKoBOACTBOM Npenojasartens MoryT
paccMoTpeTb Pa3/IyHble TOUKWN 3peHUS CMELMANUCTOB N0 06CYXAaeMbIM Mpobnemam.

CeMuHapcKuMe 3aHATMSA N0 AMCuMnIvHE «[JOKYyMeHTOo60opoT B oOpraHu3aumm cC
ncnonb3oBaHvem C30» MOryT NPOBOAUTLCS B Pa3/IMUHbIX (hopMax:

1) yCcTHble OTBETbI HA BOMPOCHI Npernojasartens no TeMme CEMUHaPCKOro 3aHATUS;
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2) MUCbMEHHbIE OTBETbI Ha BONPOCHI MpernojaBaTens;

3) rpynnoBoe 06CY>XAeHWe TOW WM MHOW NPo6sembl NOL PYKOBOACTBOM M KOHTPOJIEM
npenojasarens;

4) 3acnywimBaHus 1 0b6CyXXaeHVe npeseHTaumin, pedepaTos, AOKIAL0B.

5) BbINONHeHWE NPAKTUYECKUX 3a[aHUI;

6) pelleHne TECTOBbIX 3aJaHUIA.

MMoAroToBKa K CeMWHapPCKUM 3aHATUAM [OJIKHA HOCUTb CUCTEMATUYECKUIA XapakTep.
3710 No3BONUT 0byyaroLLemMycs B NOIHOM 06bEME BbIMOMHUTL BCe TpeboBaHUA NpenojasaTens.
Ona  nonyyeHns 6onee rNy6oOKMX 3HAHWMI  0Oy4alLMMCA  PEKOMEHAYeTCH  u3yyaTb
AOMONHUTENbHYI0 NTepaTypy (CNUCOK NpMBeAeH B paboyeli mporpaMMe no AUCLUUMANHE).

6.2.4. MeTOoANYECKME YKa3aHMs N0 NOATOTOBKE K 3a4eTy C OLEHKOW

TOTOBUTLCS K 3a4eTy C OLLEHKOW He06X0AMMO NocneAoBaTe/IbHO, C YYETOM KOHTPO/IbHbIX
BOMPOCOB, MpPefNOXeHHbIX B Nporpamme AUCLUNIUHBI «[JOKYMEHTO060pOT B OpraHu3auuun c
ncrnonb3oBaHvem C3/[». CHayana cnefyeTt onpeaennTb MECTO KaXA0ro KOHTPO/IbHOro Bonpoca
B COOTBETCTBYIOLLEN TeMe Y4ebHON NporpaMmmebl, a 3aTeM BHMMATE/IbHO NPOYNTaTb U OCMbIC/IUTH
COOTBETCTBYHOLLME pa3fesibl peKOMeHA0BaHHON nnTepaTypbl. PaboTy Haj TeMOI MOXHO cunTaThb
3aBEPLUEHHONM, eCNN Bbl CMOXETe OTBETUTbL HAa BCE KOHTPOJIbHbIE BOMNPOCHI U AaTb ONpejenieHune
MOHATWI NO U3y4YaeMoli Teme.

[ns obecneyeHns NONHOTbI OTBETA Ha KOHTPO/IbHbIE BOMPOCHI U fly4yLlero 3anoMuUHaHUA
TEOpeTMYeCKOro mMarepmana peKoMeHAyeTcs COCTaBNATb NaH 0TBETa HA KOHTPO/bHbIA BOMpPOC.
3TO MO3BOIUT CIKOHOMUTbL BPeMs A1 NMOArOTOBKW HEMOCPeACTBEHHO Mepes 3a4eToM 3a CYeT
obpalleHns He K nuTepatype, a K CBOMM 3arnucsm.

Mpn NOAroToBKe HEO6XOAMMO BbISBNATL HAMOOMEE CNOXHbIE, LUCKYCCUOHHbIE BOMPOCHI,
C TeM, 4TOObI 06CYAUTL UX C NPenojaBaTesem.

Henb3a orpaHuumBaTb MOAFOTOBKY K 3a4yeTy MPOCTbIM MOBTOPEHUEM W3YYEHHOIO
matepuana. Heobxo4mMmo yrnyouTs 1 pacluMpuTb paHee NPUOGPETEHHbIE 3HAHUS 3a CYET HOBbIX
naein v NONOXKEHWIA.

PekoMeHAaLuu No NPOBEAEHUI0 YYEOHbIX 3aHATUIA C 06YYatOLLNUMUCS C NPUMEHEHNEM
3N1EKTPOHHOTO 06YYEHNSA U ANCTAHLMOHHbIX 06pa30oBaTe/ibHbIX TEXHOMOT NI

[ns npoBefeHMs KOHTAKTHOM paboTbl o6yuvatowmxcs ¢ npenogasarenem AHMOO
«KKY» € npuMeHeHMeM 3/1eKTPOHHOro O0OYy4YeHUsi M AUCTaHLMOHHBLIX 06pa3oBaTesibHbIX
TEXHONOrUA  onpegeneH  Habop  9NMEKTPOHHbLIX  PECcypcoB U MPWIOXEHWA,  KOTOpble
PEKOMEH/YHOTCA K MUCMO/b30BaHUIO B 06pa3oBaTe/ibHOM npouecce. Obpa3oBaTe/bHbIA NPOLecc
OCYLLECTBNAETCA B COOTBETCTBUM C pacnucaHnem y4yebHbix 3aHATMIn 2023/2024 yuebHOro roga,
pasMeLLeHHbIM Ha O(hMLManbHOM CainTe Konnemxa.

OpraHu3sauuns ob6pa3oBaTe/lbHOr0 NpoLecca OCYLLECTBSETCA Yepe3 NMNYHbLIA KabUHET Ha
omumanbHoM  cailTe  Konnempka.  lpenopasatenbs B 3NeKTPOHHOM  XXypHane  Afis
COOTBETCTBYIOLLEN Y4YeOHOW rpynnbl yKasblBaeT Temy 3aHATMA. [pukpennser YyyebHble
martepuasbl, 3afaHUA WM CCbUIKA Ha 3/IEKTPOHHbIE Pecypcbl, Heob6XoAWMble AN OCBOEHUSA
TeMbl, BbINO/HEHNA LOMALUHUX 3afaHWA.

ANropuT™M AUCTaHLMOHHOIO B3aMOLENCTBUA:

11. [Ona obecnevyeHns [UCTAHUMOHHON CBA3M C ob6ydarowmMmucs npenogaBaTenb
B3aMMO/ENCTBYIOT C O0OyvalolWMMUCA Trpynn B 37eKTPOHHOW nnatdopme Cdepym, m60
NocpeacTBOM KOpPNopaTUBHOM 3N1EKTPOHHOM noyTbl (qoMeH @kku39.ru).

12. B c(opMMpoBaHHbIX rpynnax oby4awowuxcd Ha nnargpopmax (CM. BblLLE)
npenogasaTeNlb AOBOAUT 40 00y4YatoLMXCA UHPOPMALUIO:

- 06 anropuTme pasmelleHUs MHDopMaLMm 06 y4yebHbIX MaTepuanax W 3afaHusaX Ha
3NEKTPOHHBIX pecypcax Konnemka.
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- VHANBULYa/bHBI rpak  KOHCY/NbTMPOBaHMUA  0ByuvaroLLmXcH, B
AUCTaHUMOHHOM (hopmare.

1.3. Obyuatolinecs BbIMOMHAT 3afaHne, B COOTBETCTBUM C pacnumcaHnem YyyebHbIX
3aHATUIA B opmaTe O v NpefoCcTaBAOT UX B 3/1EKTPOHHOW POPMeE Ha 3N1EKTPOHHLIN pecypc.

1.4. OcywecTBeHNe MOHUTOPUHTA BbIMOSIHEHUS YY4EOHOr0 MaaHa U NoceLLaemMocTu
3aHATUIA MPOUCXOANT eXeAHEBHO MpenojaBaTesieM Yepe3 3/1eKTPOHHbIE PecypCbl.

T.4.



ABTOHOMHas HEKOMMepUecKasi podeccroHanbHas 06pa3oBaTe/bHas
opraHu3aLus

«KannHUHIpaacKnii Konneak yrnpasneHns»

Nnct akTyanusaumm paboyderi nporpammbl 4UCUUNIUHBIL
CneupnanbHocTh: 38.02.01 - «3KOHOMMKA U BYXranTepCcKui yueT»

B uenax aktyanusaymm obpazoBate/ibHON NporpaMmbl ¢ y4eTOM MOSIBIEHNS
HOBbIX YYEOHMKOB, Y4eOHbIX NOocobuin un Apyrux y4yebHO-METOANYECKNX
mMatepuasioB B pabouyytd Mporpammy  BHECEHbl  Cliefyrolime  U3MeHeHUs
(aononHeHwus):

1.n. 5.2 JINUeH3MOHHOe nporpaMMHOe o06ecneveHne - MNpoBefeHa
aKTyanm3aums MLEH3MOHHOTO MPOrpaMmMHOro obecneyveHus.

2.n.7. OcHOBHas W [OMofHWTeNbHasa YyyebHas nwnTepatypa MU
3NIeKTPOHHbIe  06pa3oBaTe/ibHble  Pecypcbl, HeobXxoAuMble AN OCBOEHUSA
ANCLUMMNIMHBI - MPOBeAeHa akTyanmsaums OCHOBHOW M AONONHUTENbHON yyYebHOM
NNTEPaTypbl

Pa3paboTuuK: LWocTan O.B. 17 anpens 2024 .
3MeHeHns (DONOMHeHMs) B paboyyto Nporpammy pPacCMOTPEHbI U YTBEPXKAEHbI

Ha 3acefaHuu y4ebHO-METOAMYeCKOro coBeTa, MpoTtokon Ne 66 oT 18 anpens
2024 .

COIrnACOBAHO:

Pykosoantens OlMOT < s LLocTans O.B.
. /7

HavanbHuK otgena OKO Mepensesa A.M.

18 anpens 2024 r. M.I.

1JICT aKTyamsauym CAaeTcs B 3/IEKTPOHHOM Brfe B YuebHbIi oTaen AHMOO «KKY»



