ABTOHOMHAsi HEKOMMepYecKas NMpo¢eccCuoHaTbLHAs
o0pa3oBaTe/ibHasi OpraHu3al U

«KAJIMHUHT PAJICKAM KOJIIEJK YIIPABJIEHUS»

YTBEpKIAECHO
VuebHo-MeTOAnYecKUM coBeToM Koiuiemxka

IIPOTOKOJI 3aCeNaHus
Ne 87 o1 21.05.2026 .

PABOYAS ITPOT'PAMMA JACHUILTAHBI
JTOKYMEHTALIMOHHOE OBECIIEYEHUE YITPABJIEHUS
(OI1.11)

ITo cnenmanbHOCTH 38.02.01 dxonomMuka u
OyXrajrepckui y4yer (1o 0TpacjisiM)

KBanudukamus Byxrajarep

®opma 00yueHus Ounasn

PaGounii yaeOHbI# m1aH

O CTIEIHAIIBHOCTU YTBEPKIEH
nupexrtopom 24.04.2025 r.

Kanununrpan



ABTOHOMHas HEKOMMepYecKas IpodecCHOHaIbHAs 00pa3oBaTelbHas OpraHn3allis
«KalnuHUHIPaJCKUN KOJIeIDK YIIPABIEHHS

JIucr aktyanusanuu OI1.11 JlokyMeHTaIlMOHHOE 00ecieYeHne yrpaBieH s

Creumanbrocts: 38.02.01 Oxonomuxa u 6yxeanmepckuil yuem (no ompaciam)

B memsix axryanusanMH OCHOBHOH 00pa3soBaTeNbHOM MPOrpaMMBl BHECEHbI
CJIEYIOIe H3MEHEHNUs/ OTIOHEHHUS:

L m. 5.2+ JIMOEH3WOHHOE IIPOrpaMMHOE O0eCIeueHHe - [poBeaeHa
aKTyanu3alys JIMIEH3HOHHOrO MPOrpaMMHOT0 00eCIeYeHHS.
2. m 53. CospemeHHBle npopecCHOHANLHbIE 6a3bl JaHHBIX — B

npodeccuonansuble  6asbl  maHHBIX  goGaBnena  OGpasoBaTesnbHas
mwiat@opma «<KOPAWT - https://urait.ru/.

Pazpabotyuk: [lloctans O.B. 20.05.2026 r.

(PHO, yueHas cTeneHb, yueHOe 3BaHNE)

V3MeHeHust (IOTIONHEHHs) B pabodyio OporpaMMy pacCMOTPEHBl U YTBEPIKAEHbI
Ha 3aCe/laHiH y1e0HO-METOIMIeCKOT0 coBeTa, IpoTokoa Ne 87 ot 21 mas 2026r.

COI''TACOBAHO:

Pyxosomurens OITOIT @ = [Iocrans O.B.

Hauanesauk

OT[IeNIa OLIEHKH KauecTBa 00pa3oBaHus Ilepensea A.M.

20.05.2026 r.
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JIncr cornacoBanus padodeil nporpaMMbl JUCHHUIIIMHBI

Pabouas nporpamma nuctummiiuHbl «/lokyMeHTalmoHHOe obecnieueHue ynpapieHus» papaboTana
B cooTBeTCTBHH ¢ DepepabHBIM TOCYAAPCTBEHHBIM O0Pa30BaTENLHBIM CTAHIAPTOM CPEIHETrO
npodeccnoHabHOTO 00pa3oBaHus 1o crenuaabHocTH 38.02.01 DxoHOMHKA U OyXraaTepcKui
yueT (10 oTpacisM), YyTBEpKIEHHBIM MpruKka3oM MuHHCTEpCTBAa 00pazoBanus u Hayku PD ot 24
utoHs 2024 r. Ne 437.

Cocrasutens: bapanayckene M.E.

PaGouasi mporpamMma JIUCHUIUIMHBI PAacCMOTPEHAa H OJ00peHa Ha 3acedaHu YueOHO-
METOJIUYECKOTO COBETA KoJutexka, mpotokos Ne 87 ot 21.05.2026 r.

Peructpannonusiii Homep OBY — 17/25



10.

Conep:xkanue

[lenu 1 3a7a4u OCBOCHUS JUCIUILINHBI
Mecto nucuumuinael B cTpykType OITOIT

HepequL IJIAHUPYCMBIX PE3YJIbTATOB 06yquH51 110 JUCHUIIJIIUHE,
COOTHECEHHBIX C IUTAHUPYEMBIMH PE3YJIbTaTaAMH OCBOCHUS
00pa30BaTeNbHOM POrpaMMbl

O0mbeMm, CTpYKTypa U CofiepKaHne TUCIUILTMHBI B 3aU€THBIX €AMHUIIAX C
yKa3aHHEM KOJIMYECTBA aKaJIEMUYECKUX YacOB, BBIJCICHHBIX HA
KOHTaKTHYIO paboTy 00yJaromuxcs ¢ npernogaBareneM (1o BHIam
3aHATHI) U HA CAMOCTOSTENHHYIO paboTy 00yJaromuxcs

[Tepeuens 00pa3oBaTENbHBIX TEXHOJIOTHI, UCTIOIB3YEMBIX MPH
OCYILECTBIIEHMH 00pa30BaTEIbHOrO MpoLecca N0 AUCHUIUINHE, BKIIIOYast
NepeyeHb JIMLEH3MOHHOTO TPOrPaMMHOI0 00ECIIEYEHHU s, COBPEMEHHBIX
npodeccHOHATBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIIPABOYHBIX CUCTEM

OHGHO‘IHBIG cpeacTBa U MCTOAUYCCKUE MATCPUAJIbI I10 U'TOT'aM OCBOCHUA
JUCIUITIINHBI

OcHoBHasl U JOTIONTHUTEJIbHAS y4eOHAas JINTEepaTypa U AJIEKTPOHHbBIE
00pa3oBartesibHbIE PECYPChI, HEOOXOIUMBIE /IS OCBOCHUS UCITUTUIMHBI

I[OHOJIHI/ITCJILHBIG pPeCypChI I/IH(bOpMaI_II/IOHHO'TGHCKOMMYHHK&HHOHHOﬁ
CCTHU «I/IHTepHeT» H€06XOI[I/IMI)IG JJIs1 OCBOCHUS THUCITUITIINHBI

TpeboBaHus K MUHUMAILHOMY MaTepHAIbHO-TEXHUIECKOMY
o0ecrneyeHnt0, He0OX0AMMOr0 JJIsl OCYLIECTBICHHUs 00pa30BaTEIbHOTO
mpouecca 1o JUCLHHIIINHE

[Tpunoxxenue 1. OueHouHbIe CpeICTBA AJIsl IPOBEAEHUS BXOAHOIO,
TEKYILETo, pyOeKHOT'0 KOHTPOJIS U IPOMEKYTOUHOU aTTecTaluu
oOyyaromuxcs 1Mo AUCUUIIMHE U METOJUYECKHE MaTepHallbl 110 €€
OCBOCHHIO

CcTp.

11

12

13

14

14

15
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1. I_Ie.J'II/I H 3a1a4YH1 OCBOCHHUA JUCHUIIJIMHBI

enp ocBoeHus JOUCHUIUIMHBI «/IOKyMEHTallMOHHOE OOECIEYEHUE  YIpaBICHUS»
3aKJII0YAeTCsl B OBJIAZICHUM OCHOBAaMM IPABWIIBHOTO O(OPMIIEHUS JOKYMEHTOB COIJIACHO
tpeboBanusm 'OCTa u Hamexaieil opranu3anueil JOKyMeHT0000poTa B OpraHU3alHy.

3amaun:

—  (opmupoBanue y 00y4aronuxcsi CHCTEMHOTO ITO/IX0/1a K JICJIONPOU3BO/ICTBY;

—  (opMupoBaHHE OCHOB 3HAHUH HOPMATHUBHO-METOIMYECKOH 0a3bl AEI0NPOU3BOACTBA
u coctaBa pekBu3uToB ['OCT P 7.0.97 - 2016, cnenuduxu ctangapra [OCT P 7.0.97 - 2016;

—  YCBOEHHE METasi3bIKa JIeJIONPOU3BOCTBA B YCTHON M MMCBMEHHOM (hopme;

— TMOHHMMAaHHE Mpolecca JOKYMEHTO000pOTa B OpraHU3aIUH.

PesynbpraTamu ocBoeHus pabodel mporpaMMbl y4eOHOM JUCIUIIIHNHEI SBJISIETCS OBIIaICHHE
CTyZIeHTaMH OOIIMX U MPO(ECCHOHAIBHBIX KOMIIETEHIUH:

OK 02. Hcnonb3oBaTb COBPEMEHHBIE CPEJICTBA IIOWUCKA, aHAJINW3a W HMHTEPIpPETALUU
uHpOpMaLUU U MHPOPMALMOHHBIE TEXHOJOIMM AJIS BBIIOJHEHHS 3ahad Mpo(ecCHOHAIbHOU
JeSITEIIbHOCTH;

OK 05. OcymiecTBisATh YCTHYIO M NHCBMEHHYI0 KOMMYHHUKALMIO Ha TOCYJapCTBEHHOM
a3bike Poccuiickoit ®epepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

TpeboBanust k HOPMUPOBAHHIO TUIHOCTHBIX PE3YIHTATOB:

JIP-16 Beipaxaromuii NOHUMaHuEe LIEHHOCTH OTEYECTBEHHOTO U MHUPOBOIO HCKYCCTBA,
POCCHUICKOI0 U MUPOBOTO XY/10)KECTBEHHOI'O HACJIEUSI.

JIP-17 IlposiBasirolinii BOCHIPUMMYHUBOCTh K Ppa3HbIM BHMJAM HMCKYCCTBa, IOHMMAaHUE
HMOLIMOHAIBHOTO BO3AEMCTBUS HCKYCCTBA, €O BIMSHUS Ha JYIIEBHOE COCTOSIHME U IIOBEJICHUE
JIOJEH, YMEIOINNA KPUTUYECKH OLIEHUBATh 3TO BJIUSHHUE.

JIP-18 IlposBnstonuii  MOHMMAaHHWE XYIOKECTBEHHOW KYJIBTYphl KaKk CpelCcTBa
KOMMYHHKAIIMM U CaMOBBIPAKEHUS B COBPEMEHHOM OOIIECTBE, 3HAUYEHUE HPABCTBEHHBIX HOPM,
LEHHOCTEM, TPAJAUIMI B HCKYCCTBE.

JIP-19 OpueHTUpOBaHHbBIM Ha OCO3HAHHOE TBOPUYECKOE CAMOBBIPAKEHHE, pean3alnio
TBOPYECKUX  CIIOCOOHOCTEW, Ha OICTETUYECKOe OOYCTpPOHMCTBO  COOCTBEHHOro  ObITa,
npodecCHOHATBLHON Cpeibl.

JIP-37 [lesiTenpbHO BBIPKAIOMIMKA ITO3HABATENBHBIE WHTEPECHl B PA3HBIX IMPEIMETHBIX
o0nacTsax ¢ y4éToM CBOMX MHTEPECOB, CIOCOOHOCTEH, TOCTH)KEHUH, BEHIOPAHHOTO HAIPaBICHUS
MpoQeCCHOHAIBHOTO 00pa30BaHUs U TTOATOTOBKHU.

JIP-38 OGnamaronuii mpeicTaBIeHHEM O COBPEMEHHOM HaydyHOM KapTUHE MHUpa,
JOCTHKEHUSIX HAayKH M TEXHUKH, apryMEHTHPOBAHHO BBbIpAXKAIOIIWN IMOHUMaHHE 3HauYeHUs
HaYK{ ¥ TEXHOJIOTUH /7Sl pa3BUTHs poccuiickoro oliecTBa U o0ecreyeHust ero 6e30nacHOCTH.

JIP-39 JleMOHCTpUPYIOMIUK  HABBIKM  KPUTUYSCKOTO  MBIIIICHUS,  OTPEICIICHUS
JIOCTOBEPHOCTH HayyHOW wuHpopmanuu, B ToM uucie B chepe mnpodeccHoHaIbHON
JeSITEIbHOCTH.

JIP-40 Ymeromuii  BbIOMpaTh  CIOCOOBI  pemieHus  3afad  [MpodecCHOHATbHOU
JESTEIbHOCTH IPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM.

JIP-41 Vcnonp3yonmii COBpeMEHHbIE CPEJCTBa IMOWUCKA, aHajIM3a W HHTEPIpETaLuu
uH(popMaluy, WHGOPMAIMOHHBIE TEXHOJIOTMM JUIS BBIINOJHEHHs 3ajad NpoQeccHOHANIbHON
JESATEIBHOCTH.

JIP-42 Pa3puBaronmuii W TPUMEHSIONUNA HABBIKM HAOJFOJICHUS, HAKOIUICHUS W
cucreMaTu3aluyd (aKTOB, OCMBICIEHHUS ONbITA B €CTECTBEHHOHAYYHOM U TI'yMaHUTapHON
00JacTsX MOo3HaHUsI, UCCIIEeI0BATENIbCKON U MPOECCUOHATBHON ASITENTbHOCTH.
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2. Mecrto aucuuminHsl B ctpykrype OIIOIT

VYuebHas mporpamMma AMCHUIUIMHBI «J{OKyMEHTAIlMOHHOE OO0ECIeYeHUE YIpPaBICHUS
SIBIISIETCS YaCThIO0 00pa30BaTEILHONW MPOTPAMMBI CPETHETO MPO(ecCHOHAIBHOTO 00pa3oBaHus -
IporpaMMbl TIOATOTOBKM CHEIHMAIMCTOB CpeAHero 3BeHa 1o crenuansHocTH  38.02.01
DKOHOMHKA U OYXTaJITepCKUH y4eT (110 oTpacisam), kBanudukaius — «byxraiarepy.

JlucumriiimHa OTHOCHUTCS K 0OmenpodeccCuoHanbHOMY UKy, M3ydaeTcss Ha TMEepBOM
Kypce BO BTOpOM cemecTpe (Ha 0a3ze cpemHero oOmiero oOpa3oBaHMs), Ha BTOPOM Kypce B
4eTBepTOM ceMecTpe (Ha 6a3e OCHOBHOTO OOIIEro 0Opa3oBaHus).

3. Ilepevyenb NJIaHMPYEMBbIX Pe3yJbTATOB 00y4eHHs MO IMCUMILIHHE, COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJIbTATaAMM 0CBOEHHUsI 00pa30BaTeIbHO MPOrpPaMMbI

B pamkax wW3y4eHuss mporpaMMmbl y4eOHOW JIUCHMILIMHBI  «JOKyMeHTannoHHOE
obecrieueHre yrpaBIeHUs» 00yIarOIIUNACS JOKCH:

yMeThb:

— ompeAenATh 3amayd JUIs  [OMCKAa HWHGOpPMAIMH; ONPEACIsITh HEOOXOAUMBIC
UCTOYHUKH UH(POPMAIINH; TUIAHKPOBATH TPOIIECC MOUCKA,;

—  CTPYKTYPHPOBATh MOJydaeMyr0 HH()OPMAIIHIO;

—  BBLIETATH HauboJiee 3HAaYUMOeE B IepeuHe HH()OpMAIIHH;

—  OLICHUBATh IPAKTUYECKYIO 3HAYUMOCTb PE3YJIbTATOB ITIOMCKA;

—  0hOopMIIATH Pe3yJbTaThl IOMCKa,

— TPUMEHATh  CpPEeACTBa  HMH(DOPMAIMOHHBIX  TEXHOJOTMHA  JUISI  pEIICHUsS
poeCCHOHANIBHBIX 3a71a4;

—  HCIOJIb30BaTh COBPEMEHHOE MTPOrPaMMHOE 00eCIIeUCHUE;

— TIPaMOTHO H3JIaraTh CBOM MBICIU ¥ O(QOPMIISITh JOKYMEHTHI 1O POPECCHOHATBLHON
TEMATHUKC HAa T'OCYAapCTBCHHOM SA3BIKC, IIPOABJIATH TOJICPAHTHOCTDL B pa60qu KOJIJICKTUBCE.

3HATH:

- HOMCHKIJIATYypy I/IH(l)OpMaHI/IOHHI)IX HCTOYHUKOB, IMIPUMCHACMBIX B
poeCCHOHAIBHON JESTENHHOCTH;

—  NPHEMBI CTPYKTYPHUPOBAHUS HHPOPMAIINH;

—  COBpPEMEHHBIEC CPEIICTBA M YCTPOHCTBA HHPOPMATU3AIINY;

— TMOpSANOK WX TPUMEHEHHS W TPOTPaMMHOE OOecledyeHHue B TPOQECCHOHAILHOU
NeSITeITbHOCTH,

— O0COOCHHOCTH COIIMAJIBHOTO W KYyJbTYPHOTO KOHTEKCTa; MpaBwiia O(OpMIICHHUS
JIOKYMEHTOB ¥ TIOCTPOEHUS YCTHBIX COOOIICHHIA.

4. O0beM, CTPYKTYpa U coep/KaHue TUCHHUILUINHBI ¢ YKa3aHHEM KOJIMYeCTBA
aKajgeMMYecKHMX YacOB, BbIIeJIEHHbIX HA KOHTAKTHYIO pa0oTy 00y4yaroimuxcs ¢
npenoaasareseM (M0 BUIaM 3aHATHI) U HA CAMOCTOAATEJIbHYI0 padoTy 00y4yaroummxcst

4.1 O0beM TUCHUTIINHBI

Tabnuna 1 — TpyaoeMKOCTh AUCIUITITHBI

O0beM JAUCIHUITTTHMHBI Bcero gacor

O6beM 00pa3oBaTeNbHON HArpy3KH 46

B ToM umucie:

KOHTaKTHasi paboTa 00y4aroIuXcs C Mpeno/iaBaTeieM 40




1. ITo BunaM yueOHBIX 3aHATHIA:

Teopernueckoe oOyueHHE 16
[IpakTrueckue 3aHATHS 22
[TpomexyTOUHOM aTTecTaluu 00yJaroerocs — 3a4eT ¢ OICHKOM 2
2. CamocTrosTenbHas paboTa 00ydaromuxcsi: 6
[ToaroToBKka K 3a4eTy ¢ OICHKOM 6

4.2 CTpyKTYypa TUCHMILUIHHBI

Tabmuma 2 — CTpyKkTypa AUCIUTUIHHBI

Bunpl yue6HO# paboTHI,
g BKJTFOYAsI
o § CaMOCTOSITENIbHYIO paboTy
Ne T % 3 % 00y4atoIIMXCsl ¥ Bun kontposns
o eMa JMCIUTUTHHBI = o 2 |_Tpysnoemkocts (B yacax)
&) S = .
) 5 2z s
s & & 8 3
= =
Bxonnoit

1 Tema 1. OOmue cBeneHus 1 1- 4 2 2 i KOHTPOJIb

0 JICIONTPOU3BO/ICTBE. (V) Texymuii
KOHTPOJIb

2 Tema 2. OpranuzaioHHO- 1 3.5 6 9 4 i Texymmit
npaBoBas qokymentanus. | (IV) KOHTPOJIb
Tema 3. Opranu3aiuoHHO- I Texviuiii

3 | pacmopsiiuTenpHas (V) 69 | 8 2 6 - KOHZH;J'IB
JOKYMEHTaIUs p
Tema 4. IudopmarmonHo- Texymuii

4 | roymermmanms " 11013) 8 | 2 6 R [ i
AIOKYM LA (V) PyOexubrii
JIOKyMEHTBI 110 THIHOMY COHTDOME
COCTaBY. %

5 Tewma 5. Xapakrepucruka I 14-16| 6 4 2 i Texymun
JIOKYMEHTO000pOTAa. (V) KOHTPOJITb
Tema 6. Opranuzanus

g | OUepaTHBHOIO H I 17-19| 6 4 9 i Texymnii
ApXMBHOTO XpaHEHUS (v) KOHTPOITh
JJOKYMEHTOB

IIpomexxyTouHast arrecTanus — I 20 8 i i 6 [TpomexxyTouHas

3a4eT ¢ OIeHKOH (2 yaca) (V) aTTeCTaIus
Bcero 46 16 22 6




4.3. Conep:xanne JMCHHILIMHBI, CTPYKTYPHPOBaHHOE 10 TeMaM (pa3jaejiam)

4.3.1. TeopeTuyeckue 3aHATHS - 3AHATHS JIEKIMOHHOTO TUIIA

Ta6muma 6 — Coxeprxanue JEKIIMOHHOTO Kypca

HanmenoBanue Kon- .
Ne .. | Ouenounoe dopMupyeMbIi
paznena (MoyJist) Conepxanue BO | Bunawl 3anstuit
n/m CpEeICTBO pe3ynbTat
JICIUIUIMHBL, TEMBI 4acoB
Cocrapnisromnye HOpMaTUBHO-METOAMYECKON 0a3bl
Tema 1. Ouute nenorpousBozacTea. Cocras pekBuszutoB 'OCT P 7.0.97 - 2016. JEKITUs — YcrHbii
) bmank. Knaccudukanust 1TOKyMeHTOB IO COAEP KAHUIO; IO BHJ IUCKyccHs / onpoc OK 02, 05
1 | cBenenus o ’ ’ 2 ’ ’
. 10 CTETICHU CJIIOKHOCTH; I10 MECTY COCTaBJIEHUS; 10 CPOKY JEKITUs — TeCT JIP 16-19, 37-42
p " | UCTIOTHEeHHUS;, 110 MPOUCXOKIECHUIO; IO CTENIEHH ITACHOCTH; 110 BU3Yyalu3aIus
IOPUANYECKON CHJIE; IO HA3HAYEHMUIO.
YcTaB: coaepkaHue ycTaBa; cienu@uKka ycTaBa; BUSUPOBaHUE,
YTBEpKICHHE.
Tema 2 [TonoxxeHue: TEKCT MOJIOKEHMsI; BUSUPOBAHUE, YTBEPKICHHE. P—
o FaHI/;SaIII/IOHHO JIOJDKHOCTHAst MHCTPYKIUSA: TEKCT, BU3UPOBAHUE, YTBEPKACHUE. [— YcrHbIl OK 02. 05
2 P ItaTHOE pacnucanue: onpeaeiacHue, 0opopMiIeHHe, OIUCH. 2 Y onpoc ’
npaBoBas JIEKIIUS — JIP 16-19, 37-42
WHucTrpykuus: onpenenenue, ohopmiieHue, MOANNUCH, BBECHHUE B
JIOKYMEHTAITHSI. . BU3yaIH3aIIs
nencTBue.
JloroBop: omnpeneneHue, cojiepkaHue, 00s3aTenbHbIE YIEMEHTHI
J0ToBOpa
[Ipuka3 mo OCHOBHO¥ ACSITEIBHOCTH: onpenesieHne; ohopMICHHE
MpHKa3a; 00si3aTeNbHbIE PEKBU3UTHI; CTPYKTYypa MpUKa3a
Tewma 3. (3arosoBOK, TEKCT); 0hOpMIICHHE TTpHKa3a; 0(hOpMIICHHE TEKITUS — V oTHEL
3 OpranuzanvoHHO- IIPWJIOKEHUH K IPUKa3y; BU3UPOBAHUE, PEJAKTUPOBAHUE, 5 aucKyccus / olhOC OK 02, 05
pacmopsiiuTeNbHAsT | pacChUIKa, MOAMUCH, MAPIIPYT. JIEKITUS — p JIP 16-19, 37-42
JIOKYMEHTaIUs Pacniopspxenue: onpenenenue, opopMICHHE. BHU3yallu3aIus
VYkazaHue: onpeaenenue, NpaBo U3JaHus yKa3aHus;
odopmiieHue.




[TocranoBienue: cocraBiieHrne U 0ohopmiIeHUE.
Pemenwe: oTiimuue penieHus OT MOCTAHOBIICHUSI.
Tena 4 CrpaBka: BHEUIHSS, BHYTPeHHsISl. TEKCT CIIpaBKH.
' AKT: pa3HOBUHOCTH aKTOB, CTPYKTYpa aKTOB.
Mngopmanmonto- [IpoTokom: BUABI MPOTOKOJIOB 3aCeAaHUi; CTPYKTYypa MPOTOKOJIA; JICKIHA = VYcrHbIi
CIIpaBOYHAs p ) p - CTPYKTYpa p ’ TUCKyccus / OK 02, 05
4 JaTa MpoTOKOJIA. 2 oTIpoC
JIOKYMEHTAIHSI. JEKIUs — JIP 16-19, 37-42
JoknangHas u 06bsacHUTENbHAs 3anucKu. Ciy)keOHOE MHUCHMO. TeCT
JIOKyMEHTHI 110 BU3yau3alus
[Ipuka3sel o nM4HOMY coctaBy. [losoxkenue o nepcoHanbHbIX
JUYHOMY COCTaBY.
JTaHHBIX paboTHUKA. 3asBineHue. Jluunoe neno..
JCKIUS — .
Tewma 5. Opranu3zanus 1okyMmeHTo000poTa. [lapaMeTpsl TOTOKOB, mcKyceHs / Y cTHBIN OK 02. 05
5. | XapakTepucTuka YUUTBHIBa€MbIE TIPU OPTaHU3aIUH TOKyMEHTo0o0opoTa. Cxema 4 nekilms{ oTpoc 1P 16 19’ 37-42
OKYMEHTOO00O0pOTa. | pabOTHI AIMEKTPOHHOTO TOKYMEHTOO00POTA. ’
AOKYM p P P FIOKYM p BU3Yyau3alus
Tema 6.
Howmenknarypa nen. UaauBuyaibHbIe, CBOHBIC, IPUMEPHBIC U
Opranuzanus JEKLIUS — .
TUTIOBBIE HOMEHKIIATYPHI JIeI. YcTHbIM
p. | olicbatuBrioron [lonroToBka u MOpPSIOK Nepeiauu A€ B apXuB. 3aKOHOAATEIIbHbIE 4 auckyceus / onpoc OK 02, 05
" | apXuBHOTO P P PXHBE. JIEKIIUS — p JIP 16-19, 37-42
aKThl 1 HOPMaTHUBHO-METOANYECKHE JOKYMEHTHI IO apPXUBHOMY
XpaHEHUs BH3yaJTH3aIUs
XPaHCHHIO JOKYMEHTOB.
JTOKYMEHTOB
Bcero 16
4.3.2. 3aHATHS CeMHHAPCKOI0 THIA
Tabmuma 7 — CoaeprxaHue MpakTUYECKOro (CEMHUHAPCKOro) Kypca
Ne . ®opma
TeMbl MPaKTUYECKUX 3aHITHH. Kon-Bo Onenounoe o
i/ MIPOBEICHUS dopmupyembIii pe3yabTaT
4acoB CPEJICTBO
i 3aHSITUS
Tema 1. O61ue cBeleHUs O 1eJT0NPOU3BOACTBE.
IIpakmuueckoe 3anamue Ne 1.
P Cemunap — npecc- | [IpesenTanus, OK 02, 05
1 | Ucropus nenonpousBoacTta B Poccuun. CocTaBisitoiniue HOpMaTUBHO- 2
. KOH(pEPEeHITHS pedepar JIP 16-19, 37-42
MeToIm4YecKoi 6a3bl nenornponsBoacTBa. Cocras pekBusutoB [[OCT P
7.0.97 - 2016. bnank. Knaccudukarus J0KyMeHTOB.




Tema 2. Opranmaunonﬂo-npaBOBaﬂ AOKYMEHTaNusl.

Ilpaxmuueckoe 3anamue Ne 2. Oghopmnenue 00KyMeHmMOos. Hpaxruiym Hpaxruteckoe
VcraB opranuzanuu. [looxenue o CTpyKTypHOM MOAPaA3/ICIECHUN. n n SAIAHHIE OK 02, 05
Ipaxmuueckoe 3anamue Ne 3. Ogopmaenue 0OKyMeHmMO8. PAKTHIYM PAKTHHCCKOE JIP 16-19, 37-42
JoipkHocTHas uHCTpyKLUus. llItaTHoE pacniucanue. SAIAHIE
Mnctpykuus. JIorosop. [IpakTukym IIpaxTHueckoe
3aJlaHue
Tema 3. Opranu3auMoOHHO-PACIOPAIUTEIbHAS TOKYMEHTALHA
Ipaxmuueckoe 3anamue Ne 4. Ogopmnenue 00KymMeHmos. [IpakTuxym [TpakTHueckoe
[Ipuka3pl 1O OCHOBHOM AESITENBLHOCTH 3aJJaHue
OK 02, 05
Ipaxmuueckoe 3anamue Ne 5. Ogopmnenue 00KymeHmos. [IpakTuxym [TpakTHueckoe TP 16-19. 37-42
Pacnopsioxenne Ykaszanue 3aJ1aHue ’
Ipaxmuueckoe 3anamue Ne 6. Ogopmnenue 0oKymeHmos. [IpakTuxym [TpakTHueckoe
[Nocranoenenne Pemenue 3aJlaHue
Tema 4. UndopMaumoHHO-CIIPaBOYHAS IOKYMEHTALMSA.
JJOKYMEHTBI 110 THYHOMY COCTABY. IIpaxkTukym IIpaxTueckoe
Ilpaxmuueckoe 3anamue Ne 1. Ogopmaenue 00KyMeHmMOo8. 3a/laHne
Crnpaska. AKT. IIpaxkTukym IIpaxTueckoe OK 02, 05
Ipaxmuueckoe 3ansmue Ne 8. Ogopmnenue 0okymenmos. 3aJlaHue JIP 16-19, 37-42
[Tpotoxon. JloknanHas U 00BSICHUTENbHAS 3aMUCKU. [IpakTukym [TpakTaeckoe
Ipaxmuueckoe 3ansmue Ne 9. Ogopmnenue 0okymenmos. 3a/laHne
Cnyxe6noe ncbmo/ [pukas mo tnuHoOMy cocTtaBy. JInuHoe aemno [IpakTukym [TpakTaeckoe
3aJlaHue
Tema 5. XapakTepucTuka 10KyMeHT0000poOTA.
IIpaxmuuecxoe 3ansmue Ne 10. Ogpopmnenue 0oxymenmos. . [Ipe3enTanms
H[a)paMeTpLI MOTOKOB, y‘lI/ITLIBaeMIqﬁe]l?'IpI/I OpFaHHSJ;HHH Temarieckuii ’ I[OKJ'Ia;[I , OK 02, 03
ceMHUHap JIP 16-19, 37-42

JIOKYMEHTO00O0pOTa: HallpaBJIeHHE IOTOKA, 00BEM IOTOKA; CTPYKTYypa

IMOTOKa, PCKUM ITIOTOKaA. SJICKTpOHHHﬁ I[OKyMeHTOO60p0T
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Tema 6. Opranu3zanusi ONepaTUBHOIO U APXMBHOI0 XPAHEHHS
TOKYMEHTOB

Ipaxmuyeckoe 3ansmue Ne 11. Oghopmaenue 0okymenmos. 2
CocraBieHre HOMEHKIATYpHI jiei. [1oIroToBKa U MOPSIIOK epenavn
Jiel B apXUB.

[IpakTukym

[TpakTueckoe OK 02, 05
3aJaHue JIP 16-19, 37-42

Bcero 22

4.3.3. CamocrosiTesibHas paGora

Tabnuma 8 — 3ananus A1 CaMOCTOSTENIHOTO U3yUeHUs

iﬁ[ Tema Koi-Bo vacos OneHo4HOE CPeACTBO ®opMHUpYyEMBIN pe3ybTaT
1. IMoaroToBKa K 3a4eTy. 6 3auer OK 02, 05

JIP 16-19, 37-42

Bcero 6




11

5. Ilepevyenn 00pa3oBaTeIbHBIX TEXHOJIOI Ui, HCII0JIb3YyeMbIX NPH OCYIECTBICHHH
o0pa30BaTe/IbHOIO MpoLecca Mo JMCUUIIMHE, BKJIYasi epevyeHb JTULEeH3HOHHOI0
NPOrpaMMHOI0 o0ecre4eHusi, COBpeMEeHHBIX NPo(ecCHOHAIBHBIX 023 JaHHBIX U
HH(GOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

5.1. Ob6pa3oBaresibHbIE TEXHOJIOTHU

[Ipu  peanuzanmmu  pa3au4HBIX  BUAOB  y4eOHOH  paboOThl 1O  JAUCIUIUIMHE
«/lokyMeHTallMOHHOE 00ECIIeYCHHE YIIPABIICHHUS» UCTIONB3YIOTCS CICIYIOIINE 00pa3oBaTeIbHbIC
TEXHOJIOTHU:

1) TexHonoruu mpoOIEMHOT0 OO0yUeHUs: MPOOIEMHAs JICKIUs, IPAKTHUECKOE 3aHATHE
B (hopMme mpakTUKyMma.

2) MWutepakTuBHBIC TeXHONIOTUU: JIeKIns «00OpaTHOM CBA3M» (JISKIIUS — TUCKYCCHSI)

3) MHudpopmanroHHO-KOMMYHHKAIIMOHHBIE 00pa30BaTC/IbHbIE TEXHOJIOTHH: JIeKIus-

BU3YaIHU3alus
4) VIHHOBalMOHHBIC METO/IbI, KOTOPBIC MPEAIOIAralT IPHMEHEHHE HH(POPMAIIOHHBIX
00pa30BaTENIbHBIX  TEXHOJIOTHUH, a  Takxke y4eOHO-METOTUIECKUX MaTepuaios,

COOTBETCTBYIOILIUX COBPEMEHHOMY MHMPOBOMY YPOBHIO, B IIpoLlecCc€ IpENoJaBaHus
JUCLATIIINHBL:

- HCHOJb30BaHHWE MEIUAPECypCcOB, SHIUKIONEIUH, 3JEKTPOHHBIX OHOIUOTEK WU
WHTepHer;

- pelleHue PUINYECKUX, SKOHOMHUECKUX (APYruX) 3a7ay ¢ MPUMEHEHUEM CIIPaBOYHbIX
cucreM «l'apanT», «KOHCYIBTaHT +»;

- KOHCYJIbTUPOBAHUE CTYJIEHTOB C UCIIOJb30BAHUEM DIEKTPOHHOM IOYTHI;

- HCIIOJIb30BAaHHWE INPOIPAMMHO-IIEJArOTUYECKUX TECTOBBIX 3aJaHMM I IPOBEPKHU
3HaHUI 00yyaronMxcs.

5.2 JIuneH3nOHHOE MPOrpaMMHOe oOecredeHue:

B obpazoBaTenbHOM mpoliecce Mpy U3YUYEHUHU JUCHUIUIMHBI MCIIONB3YeTCsl CIEAYIoIee
JUIICH3UOHHOE MPOTpaMMHOe 00ecTieUeHNe:

1.JIunenzun Microsoft Open License (Value) Academic.

Bxitouaror mpoxykrer Microsoft Office u Microsoft Windows ist KOMIBbIOTEPHBIX
nabopatopuii U COTPYIHUKOB MHCTUTYTA:

- mporpammubIii poxykt Office Home and Business 2016 - 2t (ToBapHasi HaKJIaaHAS
TNO000011138 ot 01.10.19);

- anexTponHas nunen3us 02558535ZZE2106 nata Bbigauu NEepBOHAYAIBHON JTUIIEH3UU
21.06.2019 (toBapnas Haknagaas TN000006340 ot 03.07.19);

- 93074333ZZE1602 nata BeImaun rnepBoHadabHOMN JuneH3nn 21.05.2015;
69578000ZZE1401 nara Beinauyn nepBoHauanbHOU uieH3un 19.01.2012;
69578000ZZE1401 nara BeImaun nepBoHadanbHOU ymmeH3un 30.11.2009;
66190326ZZE1111 nara Beigauu nepBoHavyaabHoi Junensun 30.11.2009;
62445636ZZE0907 nara BeIa4yw nepBoHadanbHOU yumeH3un 12.07.2007;
61552755ZZE0812 nara Beinaun nepBoHaYanbHOU nuiieH3un 27.12.2006;
60804292Z7E0807 nara BbI1auM nepBoHadanbHOU umeH3un 06.07.2006.

2.JIuniensuonnoe cornamenne 9334508 1C: [pennpusitue 8. KoMruiekT ans oOydeHus B
BBICIIIUX M CPSTHUX YICOHBIX 3aBEICHUSAX:

- VrpaBneHue NPOU3BOICTBEHHBIM MPEATNPUATUEM;

- YmpaBieHue TOproBiiei;

- 3apruiata u Ynpasienue [lepconanom;

- byxranrepus.
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3.Cybmunensuonnbiit goroBop Ne016/070825/002 ot 09.09.2025. HewuckimouuTenbHbIE
MpaBa Ha HCMOJIb30BaHWE MporpamMmHbIX NpoaykToB «l1C: Kommuexkt mommepxku» 1C: KII
6aszoBblii 12 mec. (ocHoBHOU npoaykT «1C: Ilpennpustue 8. Kommuekt 11 00ydeHus B BBICIINX
U CPEeIHUX y4eOHBIX 3aBeJCHUAX» per. Homep 9334508).

4. loroop NelI120-92 ot 01.03.2020 06 nHpOpMaMOHHON TOAACPKKE H 00ECTICUCHUS
noctyna k uHpopMmanmoHHbIM pecypcam Cetu Koncynbrant Ilntoc B oObeMe KoOMIUIEKTa
Cuctem CripaBouno [IpaBoBoit Cucremsl Koncynbrant [ntoc (uucno O] 50).

5. JImnensus 1C1C-251219-083916-150-638 Kaspersky Endpoint Security qis 6usneca -
Cranpaptablii Russian Edition. 50-99 Node 1 year Educational Renewal License (80 Users mo
13.04.2027).

6.JIunensust Ne54736 Ha mpaBO MCHOJIB30BAHUS HPOTPaMMHOTO Mpoaykra «Cucrema
tectupoBanus INDIGO» (6eccpounas akagemudeckas Ha 30 mogkmouenuii ot 07.09.2018).

7. lorobop AHOOBO «KNY» ¢ OO0 «Cxkait/IHC» Nel39800 na okazaHue yciyr
KOHTEHT-(UIbTpanuu cpokom 12 mecsies ot 16.12.25 rona.

8.loroBop AHIIOO «KKVY» ¢ OOO «Cxa/I[HC» Nel39774 nHa oxazaHue yCiayr
KOHTEHT-(UIbTpauu cpokomM 12 mecsnes ot 16.12.25 rona.

9.00pazoBarenpuas  smnensuss  NC250P-O9ADCDE9538E5-176570 wa  mpaBo
MCIONIb30BaHus nporpaMmHoro npoaykra "l[lnatdpopma nanoCAD" (Bepcus "25.0") no 15.01.27
(30 pab. mecT).

5.3. CoBpeMeHHbIe TPpo(deccuoHaIbHBbIE 0a3b1 JAHHBIX

B o0pazoBarensHOM mpolecce MpH U3YYSHHU JAUCIMIUIAHBI UCIIONBb3YIOTCS CICAYIOIINE
COBpEMEHHBIC MPOPEeCCHOHANBHbBIC 0a3bl JaHHBIX:

1. «YuuBepcurerckas bubnuorexa Onnaiiny - https://biblioclub.ru/.

2. Hayunas snextponnas oubnmmnoteka eLIBRARY.RU — http://www.elibrary.ru/

3. OG6pazoparenpHas miathopma «<FOPAMTy - https://urait.ru/

5.4 UndopMmaniuoHHbIe CIPABOYHbIE CHCTEMBI:

I/I3yq€HI/I€ JUCITUITIINHBI COITPOBOXKAACTCHA IMPUMCHCHUEM I/IH(l)OpMaHI/IOHHI)IX
CIPABOYHBIX CUCTEM:
1. CIIC Koncynprantllntoc (norosop Ne MIT20-92 ot 01.03.2020).

6. OneHouHble Cpeacrea 1 METOAUYECCKHUE MAaTEPHAJIBI 110 UTOraM OCBOCHHUA TUCIHUIIJIUHBI

TunoBble 3amaHus, 0a3a TECTOB M HHbBIE MarTepHalibl, HEOOXOIUMBIE Il OLIEHKHU
pPe3y/bTaTOB OCBOEHUS AUCLUMILIMHBI (B T.4. B IIPOLIECCE €€ OCBOCHMS), a TAaKXKE METOANYECKUE
MaTepHalbl, ONpeAEsIoIINe MPOLEAYphl 3TOM OLIEHKU MPUBOAATCS B MPUIIOKEeHUH | K paboueit
porpaMMme JAUCLUHUIIIUHBIL.

VHHUBepcalibHas CHCT€Ma OLIEHUBAHMS PpE3yJbTaTOB OOyYeHHUs BBINOJIHSAETCS B
cooTBeTcTBUM C [lonoxenuem o ¢opmax, MEPUOTUYHOCTH U MOPSAKE MPOBEACHUS TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH M MpOMeXyTouHoW arrectauuu oOywaromuxcs B AHIIOO «KKVYy,
YTBEPKJICHHBIM Tpuka3zoMm aupektopa ot 03.02.2020 r. Ne 31 o/x u BKItOYaeT B ceOsl CHCTEMBI
OLICHOK:

1) «OTIMYHOY, «XOPOLIOY, «yIOBIETBOPUTEIHHOY, «HEYI0BIETBOPUTEIHLHOY;

2) «3aYTEHOY, KHE 3aUTCHOY.

[Ipn pa3paboTke OLIEHOYHBIX CPENCTB MpEnoAaBaTeleM MCIONb3YIOTCS 0as3bl JTaHHBIX
NEAArorn4eckuX  M3MEPUTENbHBIX  MaTepuanoB, mnpegocraBieHHblx 00O  «Hayuno-
MCCJIEIOBATEIbCKUN HHCTUTYT MOHUTOPUHTA KauecTBa 00pa30BaHUY.


https://lib.tusur.ru/ru/resursy/bazy-dannyh/elibrary-ru
http://www.elibrary.ru/
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7. OcHOBHAsI U IONOJIHUTEJIbHAS y4eOHasl JIUTePaTypa U 3JIEeKTPOHHbIE 00pa3oBaTe/ibHbIe
pecypchbl, He0OX0AUMbIe 1JIsi OCBOECHUS TUCIHIJIMHBI

7.1. OcHOoBHas1 yyeOHasi JJuTEepaTypa

1. KopaeeB, W.K. JlokymMeHTanuOHHOE OOECIICUYCHUE YMPABICHUSA: YYECOHUK H
NPaKTUKYM Ul cpeaHero npodgeccuonansHoro odpasosanusi/ U. K. Kopuees, A. B. [lmenko,
B. A. Mamrypues. — 3-¢ m3a., nepepad. u mon. — MockBa: M3garensctBo FOpaiit, 2025. —
438 c. — (IIpodeccmonanpHoe oOpazoBanme). — ISBN 978-5-534-16002-4. —  Tekcr:
anekTpoHHbli  //  OOpasoBarenpHass — miatdpopma  FOpaiit [caiiT]. — URL.:
https://urait.ru/bcode/563193.

7.2. lonoiHUTeIbHASA y4eOHAs JuTepaTypa

1. AGynmamse, [.I. JlokyMeHTalmoOHHOE OOCCIICUEHUE YIPABICHUS MEPCOHAIOM:
y4eOHUK W TPaKTHKyM [UIsi cpefaHero mpodeccruoHaibHoro obpaszoBanus/ JI. I'. AGynan3e,
U. b. Bempsikkuna, B. M. MacnoBa. — 3-¢ u3a., nepepad. u mom. — Mocksa: M3naTenbcTBo
Opaiit, 2025. — 374 c.— (Ilpodeccuonanpuoe obpazoanue). — ISBN 978-5-534-16657-6.
— Tekct: oanekrponnbii // OOpazoBatenbHas mmnargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/562146.

2. JHoponmna, JI. A. JlokyMeHTaMOHHOE OOECIIEYCHUE YIPABJICHUS: YUYEOHUK W
OpakTUKyM Ui cpeaHero  npodeccrmoHanbHoro — obpaszoBanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e m3a., nepepad. u gon. — MockBa: M3marensctBo FOpaiit, 2025. —
270 c.— (IIpodeccnonanpHoe oOpazoBanue). — ISBN 978-5-534-16017-8. —  Teker:
uiekTpoHHBIH  //  OOpaszoBarenpHass  miatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/563264.

3. HmanoBa, A. FO. Pycckuii s3Ik B JISJIOBOM TOKyMEHTAIMU: YICOHUK Ui CPEIHETO
npodeccuonaibHoro oopasosanus / A. FO. BanoBa. — 3-e u3a., nepepad. u gom. — MockBa:
WznatenberBo FOpaiit, 2025. — 129 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-20346-2. — Texct: anexTpoHHbIHN / OOpa3oBartenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/565786.

7.3. IlepeyeHb HOPMATHBHBIX PABOBBIX AKTOB

Tpynosoii kogexkc P® ot 30.12.2001 Ne 197-D3.

['paxxnanckuit kogekc PO 4.1 ot 30.12.1994 Ne51-D3.

3akoH P® ot 21.07.1993 Ne5485-1 «O rocynapcTBEHHOM TaliHE».

4. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 236 «O6 yrtBepxknenuu IlepeuHs THIOBBIX

wn e

VIOPABJICHUYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yloIIMXCS B TIPOIECCe JEATeIbHOCTH
rOCY/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPAaBJIEHHUS M OpraHHU3alllid, ¢ yKa3aHHEM
CPOKOB UX XpaHEHUS.

5. IIpuka3 Poccrannmapra ot 25.05.2017 Ne 435-ct «O BHeceHMM W3MEHEHUH B MpHKa3
®denepallbHOTO areHTCTBA M0 TEXHUYECKOMY PEryJIHMPOBAHHUIO U METPOJIOTUH OT 8 nexadps 2016
r. N 2004-ct "OO6 yTBepkIeHIH HAIMOHATIBHOTO cTaHaapTa Poccuiickoit @eneparmm.

6. TOCT P 7.0.97 — 2016 «HauuonaneHblii ctanmapt Poccuiickoit ®exeparuu.
Cucrema crapgaptToB 1o uHboOpMAIMK, OUOMMOTEUHOMY H  HW3JATEIBLCKOMY  JIETy.
Opranu3aioHHO-paclopsIuTeNbHas JoKyMeHTauus. TpeboBaHus K 0pOPMIIEHUIO JOKYMEHTOB"
(yrB. IIpukazom Poccranmapra ot 08.12.2016 Ne 2004-cT).

7. Wsmenenme Ne 1 TOCT P 7.0.97-2016 Cucrema cTaHmapToB 1O HWH(OPMAIIHH,
OMOIMOTEYHOMY W H3JaTelIbckoMy Aermy. OpraHu3aloOHHO-PACTIOPSANTENbHAS JOKYMEHTAIHS.


file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
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TpeboBanus k opopmieHHIO TOKyMeHTOB" (YTB. B BBeZeHO B jAeiicTBue [Ipukaszom Poccrangapra
oT 14.05.2018 Ne 244-cT).

8. I[OHOJIHI/ITCJILHLIG PeECypcChbI I/IH(])0])MaIII/IOHHO-TeJ'IeKOMMYHI/IKaIII/IOHHOﬁ CEeTH
«I/IHTepHeT», H606XOL[I/IM]>IX AJIfd OCBOCHUSA JUCHUIIJIMHBI

1. http://www.eLIBRARY.RU - nay4nas snekTpoHHast OHOIHOTEKA.
2. http://www.biblioclub.ru — 5bC «YHuBepcuTeTckas OMOIMOTEKA OHIIARHY.
3. https://i-exam.ru/ - Enqusblii mopTan HHTEPHET-TECTUPOBAHUS B chepe 00pa3oBaHuUs

9. TpeGoBaHUsI K MUHUMAJIbHOMY MAaTEPHAJIbHO-TEXHHYECKOMY 00ecevYeHHIo,
He00X0UMOro 1JIs1 OCYIEeCTBJIEHUsI 00Pa30BaTEJIbHOI0 MPOLEeCcca MO AUCHUIINHE

JUis u3ydeHUs JTUCHUIUIMHBI HCHOJb3yeTcs Jto0as MyJIbTUMEAUNMHAs ayAUTOpPHS.
MynpTuMeauiiHass ayauTOpUsl OCHAIlEHa COBPEMEHHBIMU CpPEACTBAMM BOCIPOM3BEICHUS U
BU3yaJIM3alliK JI000H BHIEO M aynuo WHGOpPMAIMHU, TONYYEHHUS M Tepefadd SIEKTPOHHBIX
JIOKYMEHTOB.

Tunosass KOMILIEKTAlMs MYJbTUMEINWUHON ayIUTOPUU COCTOUT U3:

MYJIbTUMEANIHOTO IPOEKTOPA,

IIPOEKLIHOHHOTO DKPaHa,

AKyCTUYECKON CUCTEMBI,

MIEPCOHAIIBHOI'O KOMITbIOTEPA (C TEXHUYECKUMHU XapaKTEePUCTUKAMU HE HUXKE: MPOLECCOP
He Hwke 1.6.GHz, oneparuBnas mamsate — 1 Gb, untepdeiicer noaxmouenus: USB, audio, VGA.

IIpenonaBaresb UMEET BO3ZMOXKHOCTB JIETKO YIIPABJIATh BCEM CUCTEMOM, YTO IO3BOJISAET
MPOBOAMTH JIEKLWHU, IPAKTUYECKUE 3aHATUA, IPE3CHTALNN, BeOMHAPHI, KOH(DEPEHIINH U IpyTrHe
BUJBl AyAUTOPHOW HArpy3ku OOy4aromuXcsi B yHOOHOW W IOCTYIHOW Ui HHUX (opMme ¢
NPUMEHEHHEM COBPEMEHHBIX HWHTEPAKTUBHBIX CPEACTB OOYy4YeHHs, B TOM 4HCIE C
UCTIOJIF30BaHUEM B Tpoliecce OOydeHHs] BCEX KOPIOPATHBHBIX pecypcoB. MynbTuMenniHas
ayJIMTOpUS TaKXKE OCHAIIEHA HIMPOKOIOJIOCHBIM IOCTYIIOM B ceTh «VHTEepHETY.

KomnbrorepHoe 060py0BaHHEM UMEET COOTBETCTBYIOLIEE JIUIIEH3HOHHOE IPOrPaMMHOE
o0ecrieueHue.

JUia  mpoBeneHuss — 3aHATUH  JIGKUOHHOTO  THUMA  MpeajaralTcs  Habopsl
JIEMOHCTPAIIMOHHOTO O0OpPYAOBaHUS M Yy4yeOHO-HAINIAJHBIX IOCOOMH, oOecreunBarolye
TeMaTHYECKHE WIUTIOCTPAIMH, COOTBETCTBYIOIIME pabouell yueOHON mporpaMMe AUCLUIIINH.

ITomerieHust A CaMOCTOSITENTLHOM pabOThl O0YYAIOIIUXCs OCHAIIEHBl KOMIBIOTEPHOM

TEXHUKOW C BO3MOXHOCTBIO MOJKIIOUeHUs K cetu «MHTepHeT» M obecredeHbl JOCTYIOM B
AIIEKTPOHHYIO UHPOPMALIMOHHO-00pa3oBaTenbHyto cpeny MHcTuTyTa.
VYyeOHO-MeTOAMYECKAsE JIUTEpaTypa s JaHHOM JUCHUIUIMHBI HMEEeTCsl B HAJIWYUU B
3JIEKTPOHHO-O0MOIMOTEeYHOM cucteme «YHuBepcuterckas oOubnmoreka ONLINE», noctynm k
KOTOpOM MIPeI0CTaBIIEH oOy4aromumcs. DneKTpOHHO-OMOINOTeUHAs cucrema
«YHuBepcuterckas oubimoreka ONLINE» peanusyer neranbHoe XpaHeHHE, paclipoCTpaHEHHE
U 3alIUTy HU(POBOro KOHTEHTAa y4eOHO-METOJMYECKOM JIMTEepaTypbl AJiS BY30B C YCIOBHEM
00513aTeIbHOTO COOTIOIEHUS aBTOPCKUX U CMEXKHBIX MPaB. DJIEKTPOHHO-OMOIMOTEUHAs CUCTEMa
«YHuuepcuterckas Oubmuoreka ONLINE» obecrneunBaeT HIMpPOKUN 3aKOHHBIA JOCTYH K
HEOOXOMUMBIM  JUII  OOpa3oBaTEeNBbHOIO  Ipollecca  M3JaHUSAM € HCIOJIb30BaHHEM
WHHOBAIIMOHHBIX TEXHOJIOTHI B cOOTBETCTBYET BceM TpeboBanusim ®I'OC CIIO.


http://www.biblioclub.ru/
https://i-exam.ru/
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[Tpunoxenue 1

K paboueii mporpaMme TUCIHILIHBI
«JlokyMeHTallMOHHOE 00ecTIcueHUE
ynpasieHus» (OI1.11)

OLIEHOYHBIE CPEJICTBA J1JIS1 MPOBEJAEHUS BXOHOT O,
TEKYILIETO, PYBEKHOI'O KOHTPOJISI U MPOMEXKYTOUYHOM
ATTECTALIMM OBYYAIOILMXCS MO JUCHUIIIUHE U
METOJNYECKHUE MATEPHAJIBI ITO EE OCBOEHUIO

JTOKYMEHTALIMOHHOE OBECIIEYEHUE YITPABJIEHUS
(OI1.11)

[To criemanbHOCTH 38.02.01 DxoHoMuKa "

Oyxrajrepckui y4er (10 0TPacCJasiM)

Ksanudukarus Byxraarep

dopma 00yueHus OYHAasA

Kanununrpan
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6.1. OeHoO4YHBbIE CPEACTBA MO0 UTOTAM OCBOCHUS THCHMIIAHBI

6.1.1. Llesib OLIEHOYHBIX CPEICTB

Ilenb0 OLEHOYHBIX CPEACTB SBJSETCS YCTAHOBJIEHHE COOTBETCTBUS  YPOBHS
MOJTOTOBJICHHOCTH OO0yYaromierocss Ha JlaHHOM JTane oOyueHusi TpeOoBaHHSIM paboueit
IPOTPaMMBI 10 TUCHUIUTMHE «JlOKYMEHTAIIMOHHOE 00ECTIEYCHHUE YITPABICHHS .

OueHouHble cpeacTBa NPEIHA3HAYEHBI JUJIsI KOHTPOJS U OLEHKH 00pa3oBaTelbHBIX
JOCTUKEHUN o0yJaromuxcs, OCBOUBIINX IIporpaMmy yueOHOi JUCLIUIINHBI
«/loxymeHTanlmoHHOe oOecrieueHue yrpaBieHus». llepedeHb BHIOB OLIGHOYHBIX CPEICTB
COOTBETCTBYET paboyueill mporpaMMe AUCIUTLINHBIL.

KoMIIEKT OlleHOYHBIX CPeICTB BKIIOYACT KOHTPOJIbHBIE MaTEpUAIIbl JIsl IPOBEACHUS
BCEX BUJIOB KOHTPOJS B (pOpME YCTHOTO OMpPOCa, MPAKTUYECKUX 3AHATHHA U MPOMEKYTOYHOU
aTTectauuu B (hoopMe BOMPOCOB U 33aJaHUI K 3a4eTy.

CTpyKTypa M cojep:kaHue 3aJaHMii — 3agaHus pa3pabOTaHbl B COOTBETCTBUH C
paboueii mporpaMMoil TUCHUIUTHHBI «Jl0OKyMEHTAaIMOHHOE O0EeCTIeYeHUE YIIPABICHUS.

6.1.2. O0beKThI OLIECHUBAHUS — Pe3YJIbTATHI OCBOEHUS TUCHUILINHBI

O0beKTOM OLEHMBAHHUS SIBISETCS OBIAJCHWE OCHOBAMH IMPABUIBHOTO OG(OpMIICHHUS
JOKYMEHTOB coryiacHo TpeboBanusaM ['OCTa u Hajuiexkaleit opranuzanueit 10KyMeHTo000poTa
B OpTaHU3aIHH.

Pe3yabTaTaMu 0CBOeHHUS AUCLUUIUINHBI SBISIFOTCA:

Ymenus:

Y1 — onpepensaTs 3amaud Ais NOUCKAa HHGOpPMALMK; ONPEAENsATh HEOOXOIuMble
UCTOYHUKH MHPOPMALIMH; TUITAHKPOBATH MPOIIECC TIOUCKA,;

V2 — cTpyKTYpHUpOBaTh MOIY4aeMyt0 HH(POPMALHIO;

VY3 — BeIaeNATH HanboJee 3HaUMMOE B IepeuHe UH(OpMaLnu;

VY4 — onieHnBaTh NPaKTHUYECKYIO 3HAYMMOCTb PE3YyJIbTATOB ITOMCKAa,

V5 — opopmitsATh pe3yabTaThl IOUCKA,

Y6 — nOpuMeHATh cpencTBa MH(POPMALMOHHBIX  TEXHOJOTHMHM  JUIsL  pelIeHus
MpoQeCCHOHANIBHBIX 33714,

VY7 — ncnosap30BaTh COBPEMEHHOE IPOrPaMMHOE 00ECTIEUeHHUE;

VY8 — rpaMOTHO U3Jaratb CBOM MBICIH U 0QOPMIISATh TOKYMEHTHI 10 TPO(ECCUOHATILHOM
TEMaTHUKe Ha rOCyIapCTBEHHOM SI3bIKE, IPOSBIISTH TOJIEPAHTHOCTh B pab0dYeM KOJIJIEKTHBE.

3Hanusn

31 —  HOMeHKJIaTypy  HMH(QOPMALMOHHBIX  HCTOYHHUKOB,  TNPUMEHSAEMBIX B
MpoeCCHOHAIBHON JESATENHHOCTH;

32 — npueMbl CTPYKTYpUPOBaHUS HH(OpMaIH;

33 — coBpeMEHHBIE CPEACTBA U yCTPOKCTBAa MH(OPMAaTU3ALINN;

34 — nopsAoK UX NPUMEHEHHMS W NpOrpaMMHOe oOecreyeHHe B NpogecCHOHATbHON
NesITeTTbHOCTH;

35 — 0COOEHHOCTH COIMAIBHOIO M KYJIbTYPHOTO KOHTEKCTa; MpaBuiIa O(OpMIIEHUsS
JOKYMEHTOB H ITOCTPOEHHSI YCTHBIX COOOIICHUH.

6.1.3. ®opMBI KOHTPOJIS U OLIEHKH Pe3yJIbTATOB OCBOCHHUA

KoHTpoIIb 1 OLIEHKa PE3yJIbTATOB OCBOECHHMS — 3TO BBISIBJICHUE, U3MEPEHHUE U OLICHUBAHUE
3HaHUHM, YMEHUH M YpOBHS BIAJeHUH (OPMHUPYIOIIUXCS KOMIIETEHIMH B paMKax OCBOCHHUS
JUCIUIUIMHBL. B cooTBeTcTBUM C y4yeOHBIM IJIAHOM W pabodeil mporpaMMoi AMCHUITIUHBI
«JlokyMeHTalmoHHOEe OOeCleYeHne YIpaBICHUs» NPEAyCMaTPUBACTCS BXOAHOM, TEKYIIMH,
MIEPUOTUYECKUI U UTOTOBBI KOHTPOJIb PE3YJIBTATOB OCBOCHHSI.
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6.1.4. IlpumepHble (THNOBbIC) KOHTPOJIbHBbIE 33/IaHUSl HMJIH HHBbIE MaTepPHAJIbI,

HeoOXoaMMbIe JJIS1 OleHKH 3HAHWI, YMeHMiH, BJaJieHHl (WIH ONbITa JAeSTeJJbHOCTH), B
npouecce OCBOCHUSI JAUCHHUIUVIMHBI (MOAYJs, NPAKTHKH), XapPaKTepU3yKIIMX 3Tanbl
(hopMHUpPOBaAHUA KOMIIETEHIMH B MpoLiecce 0CBOEHHs TN CHUTITHHBI

IIpumepHbie (THNOBBIE) OLEHOYHbIE CpeACTBA ISl TPOBEAECHUS] MEKyuLeco

KOHTPOJIS

IIpumepHbIe (TUNIOBBIE) BONPOCHI YCHIHO20 ORPOCA

Bomnpocs! 1J1s1 yCTHOTO ompoca:

o hPowbdE

~

9.

10.
11.

12.
13.

14.

15.
16.
17.

18.
19.

20.
21.
22.
23.
24.

25.
26.
27.

28.
29.
30.
31.

Kakwue stamnsl npomuio pa3BUTHE OTE€UECTBEHHOTO JEIONPOU3BOICTBA?

B yem 0coOeHHOCTH MPUKA3HOTO AETONPOU3BOICTBA?

B yem 0co0eHHOCTH KOJUIEKCKOTO JIeJI0NPOU3BOICTBA?

HazoBuTe OCHOBHBIE 3aKOHOIATENBHBIE AKThI, ONPEICIISBIINE MOPAIOK COCTaBICHUS U
odopmiienus qokyMeHToB B yupexaeHusx XVIII B.

B 1yem ocobeHHOCTH OpraHu3anuu aeiaonpousBoacTea B XI1X B.?

Kakumu mytsiMu 1110 peryiMpoBaHHE AENONPOU3BOJACTBA B IMEPBbIE T'OJbl COBETCKON
BJacTu?

Uewm 3anumancs Mucturyt rexuuku ynpasienus (UTY) B obnactu neionpousBoacTsa’?
[louemMy apxuBHOE BeAOMCTBO OepeT Ha ce0sd HHULIMATUBY IO METOAUYECKOMY
PYKOBOJCTBY JEJIOMPOU3BOACTBOM B CTpaHe?

B gem 3nauenune EI'C/1?

Korna naunnaercs papadorka 'OCT na OP/1?

Kakue 3akoHOJaTeNbHbIE aKThl MPEANHCHIBAIOT O00SI3aTENILHOCTh JTOKYMEHTHPOBAHUS
uHpopmanun?

Kakue TpeboBaHus K JOKYMEHTaM H3J10KEHbI B 3aKOHOAATEIbHBIX aKTax?

Kakue Bompockl paboThl € JTOKYMEHTaMU PETJIAMEHTUPYIOTCS 3aKOHOAATEIbHBIMU
aKTamu?

Ha xoro BO310XE€HO METOIMYECKOE PYKOBOACTBO IOCTAaHOBKOM JEJIONPOU3BOACTBA B
cTpane?

KaxoBo 3nauenune I'C/IOY u 4yto oHa pernameHTHpYET?

UYro persiiaMeHTUpyeT TUIOBAask MHCTPYKIUS MO JEIONPOU3BOJCTBY?

Kakoe 3nauenue umeer 'OCT 7.0.97 — 2016? TpeboBanus k 0pOpMICHHUIO JOKYMEHTOB,
ero cojaepxanue?

J171s1 4ero cocTaBIsAIOT MEPEYHU JOKYMEHTOB C YKa3aHUEM CPOKOB XPAHEHHUS?

Kakune HOpMaTMBHO-METOJMYECKHE AaKThl HCIHOJB3YIOT B paboTe ¢ JOKyMEHTaMu
KaJIpOBBIE CITY>KOBI?

Kakoii popmar 6ymaru pekoMeHa0BaH AJi1 0POPMIICHHUS CIYKEOHBIX JOKYMEHTOB?
HazoBuTe ocHOBHBIE BU/IBI OJIAHKOB, TPUMEHSIEMbIE B YUPEIKICHUSIX.

[lepeuncnure peKBU3UTHI, BXOASIINE B COCTaB OJIaHKA JUIsl MHChMa.

Uem oTnnyaetcs oOuuit 61aHK oT OaHKa JUTsl muchMa’?

Kakue tpeboBaHus mpenbsABISIOTCS K OQOPMIICHHIO PpEKBU3UTAa «HAUMEHOBAHME
opraHu3anumn»?

UTo BXOJUT B COCTaB PEKBU3UTA «CIIPABOYHBIE JAHHBIE 00 OpraHU3alUN»?

KakoBbI nopsiiok JaTUPOBAHMS TOKYMEHTA U BUJIbI 1aT?

KakoBbl cocTaBHBIE YacTH PErHCTPAIlMIOHHOTO HOMEpa JOKyMEHTa M MOpSAJOK €ro
IPOCTaBJICHUA?

KaxoB nopsinok agpecoBaHus 10KyMeHTa?

Kakue TpeboBanus MpeabsSBISIOTCS K PE3OIOLNN, KAKOB IOPSAI0K ee oopMiIeHUs?
Kakue TpeboBanus npeabsaBIsSIOTCS K 3ar0JIOBKY?

KaxoB mopsinok opopMiaeHus MPUIOKEHUN K JOKYMEHTY?



32.
33.
34.
35.
36.
37.
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Kak odopmisiercs cornacoBanue 10KyMmeHTa?

KakoB nopsiiok mpocTaBieHHs HA JOKYMEHTAX Mevareii?

B 1yem 0c0OeHHOCTH SI3bIKA U CTUJISL CIY)KEOHBIX TOKYMEHTOB?

Kakoe 3HaueHune umeer 3HaHue ophopraduu npu co3JaHUU CIIYKEOHbIX JOKYMEHTOB?
KakoB nopsi10K MCIIONIb30BaHMSI COKPAIICHUH B CITYKEOHBIX TOKyMEHTAX?

KakoB NOps110K CKJIIOHEHUS CIOKHBIX COCTABHBIX CJIOB U YUCIIUTENIbHBIX?

Bomnpocs! 1J1s1 yCTHOTO Ompoca:

CoNoA~WNE

[EEN
o

[EEY
[EEY

12.

13.
14.

15.
16.
17.

HazoBuTe BUIbI OpraHU3alMOHHBIX JOKYMEHTOB.

VYkaxure 0COOEHHOCTH COCTaBJICHUS U 0(OPMIICHHS OPraHU3alMOHHBIX JIOKYMEHTOB.
Kakoii cocTaB 00s13aTeIbHBIX PEKBU3UTOB OPraHU3AIIMOHHBIX JOKYMEHTOB?

Ha3oBute BBl paciopsIUTEIbHBIX JOKYMEHTOB.

VKaXuTe 0COOCHHOCTH COCTABICHUS M OPOPMIICHHSI PACTIOPSIUTEIBHBIX JOKYMEHTOB.
B yem ocobenHOCTH cocTaBiieHUs: U OhopMIIEHUS IPOTOKOTA?

B 1em ocobeHHOCTH cocTaBieHus U 0hOpMIICHHS aKTa?

B yeMm oTiune MoCcTaHOBJIEHUS OT peH_IGHI/I}I‘.7

HazoBuTe Buibl HHPOPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

. YKaxuTe 0cOOEHHOCTH COCTaBJICHUS M 0(OpMIICHHs HH(OPMAIIMOHHO-CIIPABOYHBIX

AOKYMCHTOB.

. Kakue Tpe6OBaHI/IH MNpEABABIAIOTCA K COCTABJIICHUIO U O(bOpM.HeHI/IIO JOKJIaJHBIX

3aMnuCcoK?

Kakwue TpeGoBaHMs NMPEebIBIAIOTCS K COCTABICHUIO H O(OPMIICHHIO 00BSICHUTEIBHBIX
3aMnucoK?

Kakwne TpeOGoBaHMs NPENBIBIAIOTCSA K COCTABICHUIO B OOPMIICHHIO CITPABOK?

Kakue Tpe6oBaHMs NPEebIBIAIOTCA K COCTABICHUIO U O(OPMIICHHIO CIYKEOHBIX Mucem?
K pasnoBuanocT nucem?

Ha3zoBute BuabI JOKyMEHTOB IO JIUYHOMY COCTaBY.

VYkaxure 0COOEHHOCTH COCTaBJICHUS M OPOPMIICHHS JOKYMEHTOB T10 INYHOMY COCTaBY.
B yem oTaunume npukasza 1o JMYHOMY COCTaBY OT IPUKa3a 10 OCHOBHOM /1€ TEIbHOCTH ?

Bomnpocs! 1Jist yCTHOTO onpoca:

N

o

8.

9.

10.
11.
12.

Yro noHUMaeTcs o1 00beMOM JOKYMEHTooO0opoTa?

Uto BXOAUT B MOHATHE TOKYMEHTOO00pOTa?

UYro BIUSET HA OPraHU3ALMIO JBI)KEHUS IOKYMEHTOB?

Kakne opraHu3anoOHHO-TIPABOBBIE JIOKYMEHTBHI ONPEACISIOT TOPSAOK JIBUIKCHUS
JIOKYMEHTOB B YUPEKICHUN?

KaxoBbl OCHOBHBIE ITpaBUJIa OpraHU3aMK TOKyMEHTO000opoTa?

Kakne OCHOBHBIE MOTOKHM JOKYMEHTOB MOYXHO BBIICIIUTh B OpPraHU3allMM M B YeM HX
0COOEHHOCTB?

Kakue TpeGoBaHuUS NpPEABABISIOTCS K OpraHU3allMM MpHEeMa U NEepBUYHOM 00pabOTKH
JIOKYMEHTOB?

HazoBure »stambl paboTel HCHOMHUTENS C J0KyMeHToM. Kakue TpeOGoBaHus
NPEIbABISAIOTCA K 00pab0oTKe UCXOASIINX TOKYMEHTOB?

KakoBsl mpaBuiia 00pabOTKH NCXOAALINX TOKYMEHTOB?

Uto moimKHBI 00ecnednBaTh KOMITbIOTEpHBIE TexHomoTHH JJOY?

JlaiiTe XapakTepHCTUKY ITpobeMaM Mepexoa Ha 3JeKTPOHHBIH JOKYMEHTOO0O0POT.
[IpoBenuTe COMOCTaBUTENBHBIA aHAIU3 OTEYECTBEHHBIX CHUCTEM AaBTOMAaTU3AlUU
JIeNTOTIPOU3BOICTBA U 3JIEKTPOHHOTO JOKYMEHTO000pOTa.

IIpumepHbIe (TMNOBBIE) 32/1a4U (IPAKTHYECKHE 32 JaHNS)

3amaua 1.
CocraBpTe mpuka3z 00 ocBoboxaenun Bac ot padbotsl B [TAO Kb «POCT'OCCTPAX-

BAHK» B cBsI3u C nepee3joM Ha HOBOE MECTOXKHUTEIBCTBO.
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3amaua 2.

CocraBpre TapantuitHoe muchMo OO0 «Qxomom» OOO «IIporpecc» 00 okazaHum
TEXHUYECKON MOMOIIHM B pa3paboTke paboumx ueprexeit HacocHoU cranmuu. OO0 «Ikogom»
MPOCUT MPOU3BECTH 3TY pabOTy HEMOCPEACTBEHHO HA IUIOMIAJIKE.

3amaua 3.

CocrtaBpTe  KpaTKuil  NPOTOKOJ  COBELIAHUS  CHEIUAIMCTOB  OaHkKa  OTAena
CTPATETUYECKOr0 IUIAHHUPOBAHUS, HA KOTOPOM OBUI  pPacCMOTPEH BOINPOC O JIOCPOYHOU
paszpaboTke miuaHa pa3Butus Oanka Ha 2019 rox. Ilocime oOCykaeHUs HA COBEIIAHWH TPHHSIIO
pelieHue pas3paboTaTh IUIaH Ha JAECATh JHEW paHblLIE YCTAaHOBIEHHOro cpoka. OcrajbHble
JTaHHbIE YKAXKUTE CAMOCTOSITENILHO.

3anaua 4.

CocraBpTe mpuUKa3pl: a) O MpueMe Ha paboTy HavyaIbHUKOM OTJela Mo padore ¢
¢usnueckuMu JmnamMu  3aineBy A.A.; 0) o0 YBOJIbHCHHH IEPEBOJIOM B JpYyroi OaHK
MengeneBy B.P. Hegocraroiiye peKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

3amaua 5.

Coctasbte uceMo-mipocb0y OO0 «BAJITIITULEIIPOM» B IIpaButenscTBO 06nactu o
BBIZICJICHUH CPEJICTB M3 00JIaCTHOTO OIO/KeTa B CyMMe 15 muiH. py0. 10 Havajia peau3aiuu
MOJIO/THSIKA-TITULIBI HACEJICHHIO.

3agaua 6.

CoctaBpTe  JOKIamHyH 3amucky Oyxraiarepa Tumommuoit W.II.  rnaBHOMY
oyxranrepy [TAO Kb «Co6epbank» babmueBy H.II. or 15.03.19 r. o BBIIOJIHEHWH TNpHKa3a
ynpasisomero 6ankom Ne 92 or 12.01.19 r. «O cocTosHuUM OyXraiaTepckoro ydera Ha
cTpouTenbeTBe 0a3bl oTAbixa Ha Kypckoil koce». B npukase OblM yka3aHbl KOHKPETHBIE CPOKU
JMKBUJIAIIUU HEJOCTAaTKOB, OOHapyXeHHbIX B ssHBape 2019 rona. B goknagHoii 3anmicKe JOIKHO
OBIT OTMEYEHO BBIIIOJIHEHUE BCEX IIYHKTOB IIpUKa3a, 3a MCKJIIOYEHUEM IIYHKTOB 00
OpraHHu3alil PaBHOMEPHOW €XEIHEBHOW caauu pabounMu HapsanoB Oyxrantepy. BeisBieHo,
yto 25 ¢eBpanst 2019 roma Obulo cnaHo ToiabKO 35,2% Bcex HapsiioB. OcraibHble Hapsbl
caanbl 1 mapra. [lo rpaduky cpok ciayu MociIeTHUX HAPSIOB 3a MPOILIBIA MECSI] YCTaHOBIEH
NEepBOro 4yKcia cieayromiero Mecsna. OcraiabHble JaHHbIE YKaXKUTE CAaMOCTOSITENIBHO.

3agauya 7.

CocTaBbTe NPOTOKON 3aceJaHHUs WHBEHTAapHU3allMOHHOM KOMHCCHM 3aBOJAa Ta30BOM
anmnapaTypbl, HA KOTOPOM pacCMaTpUBAJICS BOMPOC O pe3yJbTaTax MHBEHTAPU3ALMH 1O CKIAaay
Ne 2 BcmomoratenbHbIx MarepuanoB. Ha 3acemanumm ObUIO NPUHATO TOCTAHOBJIEHHE 00
YTBEPKACHUM DPE3YIbTATOB WHBEHTapHU3allMM W OTHECEHMsI 3a CYET 3aBEAYIOILEro CKJIaJoM
HEJ0CTauld BCIIOMOTaTENbHbIX MaTepuanoB B cymMMe 365 Teic. py0., a TakKe 3a4MTaHbI
CIIMYUTENbHAS BEAOMOCTh MO ckiany No2 u oOBsSCHUTENbHAS 3alMCKa 3aBEIYIOIIETO CKIaIOM.
OcTaJibHbIe JaHHBIE ONPEENIUTE M0 CBOEMY YCMOTPEHHUIO.

3agaua 8.

CocraBbTe CIpaBKy O BETUYMHE CpeAHEl 3apaOOTHOM IJIaThl 3a TOJ IS MOJyYeHUS
KOMIIEHCAILIMH Ha OIIaTy *uibs. OCTanbHbIE JAHHBIE YKAKUTE CAMOCTOSITENBHO.

3agaua 9.

CocraBbTe MH()OPMAIMOHHOE MHCHMO O TMPOJAAXE YACTHBIM MU TOCYJapCTBEHHBIM
OPEINPUATHSIM MEPCOHANBHBIX KOMIBIOTEPOB IO JOTOBOPHONM CTOMMOCTH M O BO3MOXXHOCTH
MPUHUMATh 3aKa3bl HA COCTABJICHUE MPOTPAMM.

3anaya 10.

CocraBbTe TONMHBIA MPOTOKON o0O0IIero coOpaHus pabouynux MPOU3BOJICTBEHHOTO
koonepatuBa «lIlyck», Ha KoTOpoM oOOCyXJajics BOMNPOC O CO3JaHUU IPOU3BOJCTBA
CTPOUTENBHBIX MaTEPUaJIOB ISl CTPOUTENHCTBA KUIIBIX IOMOB. Ha coOpanuu Oblia 3acimyiiaHa
uH(popMalus Tpeaceaarenss O BO3MOXKHOCTH CO3JaHHUSl Takoro Iiexa M TMEepCHEeKTHBaX €ro
pabotel. Ilocme oOcyxkaeHus OBLIO MPHUHATO peIIeHHEe MOPYYUTh MPEICeNaTeNio U €ro
3aMECTHUTEIIIO 110 CTPOUTENHCTBY B TeUE€HUE 6 MeCALEB pa3BEPHYTh padOTY U BBIIEIUTH JJISl 3TUX
neneii 31 miH. pyo.
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3agaua 11.

CocraBbTe XapaKTEPUCTHKY-PEKOMEHJIAIMI0 Ha paOOTHHMKAa Bamero OaHka Ul
noctymieHus ero B acnupantypy PI'’AOYBO «b®VY um. U. Kanray.

3agaua 12.

CocraBpre mucpMo-nipock0y OO0 «Mebenbrpan» B MUHUCTEPCTBO IKOHOMHUYECKOTO
Pa3sBUTHSL, IPOMBIIUICHHOCTH U TOProBiu KaauMHMHIpaacKod 00JIacTH O BBIACICHUM JIULEH3UU
Ha noctaBky B Kutaif 4000 T MeTaia B CBsI3U € 3aKIIOYEHHEM KOHTPAaKTa ¢ 00BbEIMHEHUEM TIO
MEXYHApOJAHOMY COTPYAHMYECTBY HAa CTPOUTEIBCTBO JEBATHITAXKHOIO OOLISKUTUS B
Kanmununrpazge. CorinacHo KOHTPAaKTy OIUIaTa BBIMOJHEHHBIX paboT OyJeT NpOU3BOIAUTHCS
pPOCCHMCKMMHU PYOJIsIMU U MaTepHaIaMH.

3amaua 13.

CocraBbTe JOKJIAJHYIO 3alIUCKYy IJIaBHOI'O OyXrajarepa JUPEeKTopy 00 uTorax paboThl 1O
[EHTpAIN3alMi PAacueTOB C PadOYMMM M CIyXAaIIMMHU 3aBoja. LleHTpanuzanusi pacyeToB gana
BO3MOXHOCTb IIEPEBECTH Ha JPYrylo paboTy MATh OyXrajaTepoB LI€XOB, YMEHbIIUTh OLIMOKH B
pacuyerax ¢ pabOYMMHU U CIYXKaIIUMH, YCHIUTh KOHTPOJIb pacxoaoBaHus (HOHIIOB 3apabOTHOM
wiatel. B 3akimroueHue HEOOXOJMMO IOCTaBUTh BONPOC O MPEMUPOBAHMM pPaOOTHUKOB
Oyxrantepuu, 00€CIEYMBAIONINX NEPEX0/1 Ha EHTPATM30BaHHBIN pacueT 3apaboTHOH IIaThl
110 3aBojly. OCTajbHbIE JaHHBIE YKaXKUTE CAMOCTOSTENBHO.

3agaua 14.

Hanummure 3asBienue o npueme Bac Ha paboty kaccupom B [IAO Kb «OTKPBITUE.
3agaua 15.

CocraBbTe MUCHEMO-OTBET MIPOU3BOJICTBEHHOTO o0BbeIMHEHUS

«Kamuauarpagrazudukamus» Oupekropy Xumdapm3aBoja M HAYaJIbHUKY — yIPaBICHUS
«Kanmuuunrpagropras» o exeMecsyHoll mocraBke XumdapmiaBoay 64 T CKMKEHHOIO ras3a B
teuenue 2019 roma. Yka3zaHHblii 00beM yuTeH B paszHapsaake. [locraBka OyneT oCyIecTBIAThCS
yepe3 ynpasieHue «KanuHuHrpaaroprasy.

3anaua 16.

CocraBbTe JOKJIAJHYIO 3alMCKy cekperaps-pedepenra ympasistomero [TAO Kb
«JueproTpancbank» 06 yrepe kaccupom PridomnbpiM C.HM. muchma-3arnpoca, MOCTYIUBIIETO B
ajzipec OaHKa TpHU MecsiIa Ha3aj.

3anaua 17.

Hanummre 3asBieHHe O TMNPeAOCTaBICHMHM BaM aJIMUHHCTPATUBHOIO OTIycKa I10
ceMeUHBIM 00CTOsATENECTBAM. OCTaTbHBIE PEKBU3HUTHI YKAKUTE CAMOCTOSTEIBHO.

3agauya 18.

CocraBbTe COBMECTHOE UCHMO-OTBET MunucrepcTBa 3/IpaBOOXPAHEHUS
Kanununrpanckoit obmactu u  MunucrepcrBa ¢unancoB KanuHuHrpanckoit obnactu o
BBIIEJICHUM JIONOJIHUTENIbHBIX ACCUTHOBAaHMM M3 00JacTHOro OoJKeTa Ha OKa3aHue
MEIUIUHCKONW TTOMOIIH KUTESIM 00JIacTH.

3apgaual9.

CocraBere U oopmute tenerpammy ITAO Kb «Poccenpxozbank» OOO «Kpucramm»
0 TIOJTHOM OTKa3€ OT OIUIATHI 32 MOCTYMUBIIYIO MPOIYKIIMIO, B CBS3U C TEM, YTO 3Ta MPOLYKIUSI
He Oblia 3aka3aHa. OcTajabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3agaya 20.

Hanummre aBroOmorpaguio, HEOOXOMUMYIO Ui O(QOPMIICHHS TOKYMEHTOB IIpHU
MOCTYIJIEHUU Ha paboTy B OaHK.

3agaua 21.

CocraBpre nucbMmo-tipurinamesue OO0 «OKCIOUEHTP», € MPEMIOKEHUEM TNPHHSITH
y4acTHe B POCCHMCKON BBICTaBKE Ha MEXAYHApOIHOW MeXoTpacieBod spMmapke B T. I 1aHbCK
(ITonbmia), xoropast Oyner mpoxonuth ¢ 20 HosOps mo 10 nmexaGpst 2020 r. Drta spmapka
SBISICTCA OJHUM M3 KPYIHEWIIMX TOProBBIX Mepomnpuatuii crpan EBpombl. B Texcre Hango
yKa3aTh, YTO YYacTHE B OTOH spMapKe IMO3BOJSET HIMPOKO NPEIACTaBUTh  AKCIOPTHYIO
IOPOAYKIMIO OpraHu3aliy, MpOoJaTh SKCIOHATHl CO CTEHJA, M3YyYUTh OCOOEHHOCTH pBIHKA,
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OOMEHSATbCS C JPYTMMH YYaCTHUKAMHU SIPMAapKu HAy4YHO-TEXHHUYECKOW uHpopMaimend u
3aKJIIOYUTh BBITOJHBIE CICIIKH.

3agaua 22.

CocraBbTe MOKIAJHYIO 3allMCKy HAayaJlbHUKA OTJeNa PYKOBOAMTENIO MNPEANPHUITUS O
(axTe HEBBINOJHEHUS PACIOPSHKEHHUS O MOHTaXe OO0OpyNOBaHHMS HA Y4YacTKe [0 NPUYHUHE
€J1a00r0 KOHTPOJISI CO CTOPOHBI INIABHOTO MEXaHUKA.

3amaua 23.

Odopmure 3anuch B TPyJOBOH KHHXKE OO0 YBOJBHEHHH Bac: a) IO COOCTBEHHOMY
KeNaHuio; 0) B CBSA3M C JMKBUAALMEH OaHKa; B) B CBSI3M C HECOOTBETCTBHEM BBINOJIHAEMON
paboThI NPeIbABIIEMBbIM TPEOOBAHUAM, BCIEACTBUE HEJOCTATOYHOM KBAIU(HUKALHMH.

3amaua 24.

CocraBpre umHpopManuonHoe nucbMo AO «ABTOTOP» nemenxoit pupme «BMW»» o
BO3MOYXHOCTH MPOJaKu aBTOMOOMIIEH. OCTalmbHbIe PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

3agaua 25.

CocTaBpTe MAOKJIAAHYIO 3aIUCKy O MpPUYMHAX HECBOEBPEMEHHOI'O IIPEACTaBICHUS
UHPOpPMALlMM O BBIIOJIHEHUU YHpaBistolmero 6aHkoM. OcTanbHble PEKBU3UTHI YKaXKUTE
CaMOCTOSITENILHO.

3amgaua 26.

CocTaBpTe NpPOEKT KOHTpaKTa IO HalMy, OIUlaTeé M YyBOJbHEHUM Bac. OcTaibHblE
PEKBU3UTHI YKAKUTE CAMOCTOSATEIIBHO.

3anaua 27.

CocraBpTe MNUCHMO-0TBET MHUHMCTEpPCTBA CEIbCKOro Xo3siicTBa KanuHuHrpaackoit
obmactu mpexacenarento aknuoHepHoro odbmectBa «KAJICEJIBXO3» mo Bompocy MOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 3a CAaHHOE 3€PHO.

3anaua 28.

CocraBbTe OKIAJHYIO 3alIUCKY IVIABHOTO OyXraiarepa pyKOBOIUTENO HPEANPUATHS O
HEOOXOJUMOCTH LIEHTpaJIM3allud pacyeToB ¢ pabdoTHHKaMM npeanpustus. B o0s3aHHOCTH
YUYETHBIX PAaOOTHUKOB 1I€XOB JOJKHO BXOJMTH JIMIIb 0OPMIICHUE MEPBUYHBIX JOKYMEHTOB I10
yueTy BbIpaOOTKH. B nokmagHoi 3amucke HEOOXOAMMO IMOJATh MPEMJIOKEHHUE O MEPECMOTpe
IITaTOB OTYETHBIX PAa0OTHUKOB B Il€XaX M TIJaBHOM OyXraaTepuu U3 pacueTa oOIIero
COKpAILIEHUs IITaTOB HE MeHee ueM Ha 20%.

3amgaua 29.

CocraBpTe mIpuKa3z O nepeBofe Ha paboTy BHyTpu OaHka. OcTanbHble PEKBU3UTHI
YKaXXHUTE CAMOCTOSITENIBHO.

3anaua 30.

@wman OO0 «Pocroccrpax-Kannanarpan umeer crpaxoBoil otaen B r. CoBercke.
Havanbhuk storo otnena C.U. MBanoBa u3jana npukas o Ha3HAU€HUU MHCIIEKIIMOHHOMN TPYTIIbI
JUIS TIPOBEJIEHUs] CBEPKH JJAHHBIX OyXTaJTepCKOro M ONEepalliOHHOIO y4eTa 3a MepBblil KBapTal
Tekymero rona. Ceepka mnpoBoguTcss B cooTBeTcTBUM ¢ nucbMoM OOO «Pocroccrpax-
Kamununrpan» Ne 09-07/8 ot 19 ampens Tekyuiero roga «O HpoBeIeHUH MUIOTHON CBEpKU
JaHHBIX OyXraJTEepCKOro W OINEpaliOHHOTO YydeTa 3a IepBblii KBapTal», B COCTaB
MHCIIEKIIMOHHOM Tpynmnbl BKIOueHbl Oyxranrep Muxanesa JIJI. u onepaumonuct Ilomskosa
T.B.

3agauya 31.

B coctaB AO «Toproseiit oM "Mepkypuii"» BXoaut marazul «TpUKOTax», pacxoabl Ha
CoJIepsKaHuE KOTOPOTO IPEBBIIAIOT J10X0J OT €ro NesATeNbHOCTH. [ enepanbHblii qupektop AO
MoJAMuUcaN NpUKa3 O JUKBUJAUU MarazuHa «Tpukorax». MarasuH JTUKBUIUPYETCS B CBS3H C
HEpeHTA0EIbHOCTBI0O M B ILIEJSX COKpamleHus pacxozoB. [Ipuka3zoM JMKBUIUPOBAH MarasuH;
CO3/1aHa JIMKBHJIALIMOHHAs KOMHCCHUS, COCTOSIIAs M3 3aMECTHTENs I'eHepalbHOro IUpeKTopa
3A0 «ToproBeiii oM "Mepkypuil"» (mpeacenaTenb KOMHUCCHH), TUPEKTOpa MarasuHa
«TpukoTak» M HayalbHHMKA 3KOHOMHYecKoro otnaena AQ; naHbl MOpPYYEHHs MpeAcenaTellto
JUKBUJALIMOHHON KOMHCCHUHM II0 CPOKY IpPEACTABIEHHUS aKTa JIMKBUAALIMOHHOW KOMMCCHH,
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3aMECTUTENI0 TEHEPATbHOTO JHUPEKTOpa IO HKOHOMHUKE IO BHECEHHUIO MPEJIOKEHUN O
JAIbHENIIEM HUCIIOIb30BAaHUM OCBOOOKIatomierocs nomemlenus. [lpukas cneayer ohopMuth Ha
0JlaHKe C TPOJIOJIbHBIM  PACIIOJIOKEHUEM PEKBU3UTOB, OCTAJIbHBIE JIAHHBIE YKAXUTE
CaMOCTOSITENIbHO.

3anaua 32.

CocraBbte 1 opopmuTe prkasz o0 urorax padotsr ¢ fokymentamu B [IAO Kb «BTb 24»
B NpouUIeAlIeM Toay. B KOHCTaTUpyrolled 4YacTh YKaKUT€ HAa WUTOTM aHajiu3a, BBISIBUBILIKE
HU3KYI0O TpeOOBaTEIbHOCTh PYKOBOJAWTENEH TMOApA3JENICHUA K KauecTBY MOATOTOBKHU
JIOKYMEHTOB M KOHTPOJIO 3a HMX MCIOJHEHHEM. B pacnopsiaiuTeNbHOM YacTU MOpPy4YUTE
PYKOBOAMTENSIM MOJpa3felieHuil  yCUIUTh TpeOOBaTENbHOCTh K KauecTBY paboThl ¢
JOKyMEHTaMu, a pykoBoauTelnto oraena JJOY pa3paborare Mephl 1O YITYUYIICHUIO 3TOH pabOTHI.
OcTaJibHbIe JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3anaua 33.

CocraBpre u odopmute mnpukaz nmo OOO «3amam» 00 HCMONB30BAHHHM OTXOOB
nujaoMarepuanoB. B KoHCTaTUpyroleld 4YacTH YKaXXuUTe, YTO IMPU TMPOBEpPKE padOThI CKIana
MUJIOMAaTepUaIoB OBUTU BBISBICHBI (DAKThl OTIYCKAa B KOTEJIBHYIO AJ CXKHTAaHUS OTXOJIOB
MUIOMAaTepruaIoB JUIMHOW cBbimie 20 cM. B pacmopsauTenbHONH dYacTu cCieayer o00s3aTh
3apenyromero ckiaagom HM.C.UymakoBa opranu3oBath paOOTy MO peanu3alud OTXO/0B
MUAJIOMAaTePUAJIOB YaCTHBIM JIMIIAM, @ SKOHOMHMYECKHH OTIEeN — MPOBECTU PacueT CTOUMOCTHU
OTIIYCKaeMBbIX YaCTHBIM JTUIaM MaTeprasioB. OcTaabHbIe JaHHBIE YKAKUTE CAMOCTOSTEIBHO.

3agaua 34.

CocraBbre u odopmute mnpuka3z no I[IAO Kb «bank Aanrapa» o0 oOecnedueHuu
MO’KapHOW 0€30MacHOCTH U YCUJICHUH OXPaHbI 0aHKa. B KOHCTaTHpyrOIIel YacTH CONUINTECh Ha
OMACHOCTh TEPPOPUCTHUUECKUX AKTOB U YKaXKUTE IeNib oOecreueHus: 0€30MacHOCTH JIOAeH H
COXpaHEHHUE HMMYIIECTBA. B pacrnopsauTeNbHON YacTU CIeNyeT 00s53aThb HAaYaJIbHUKA OXPaHBI
K.JI.KouiknHa ycunuTh NpomyckHOM pexuM. OcTajabHble JaHHBIE YKaKUTE CAMOCTOSATEIBHO.

3agaua 35.

23 — 31 mapta Tekymiero roga B Kanmununrpaze mpoxonsT (QuHAIbHBIE COPEBHOBAHUS
IOHBIX XOKKEHCTOB Kiyba «3omotas 1maitbay wumenu A.B.Tapacoa. IloarorossTe
nocrtaHoBieHue [maBel roponckoro okpyra «lopox Kamunurpan» A.H. CumanoBa 00
oOecnieueHnH OECIIaTHOrO Mpoe3Aa IIKOJIBHUKOB B JIHM COpeBHOBaHMI. B koHcTaTupyromeit
YacTH HEOOXOJUMO yKa3aTh IeNId Pa3BUTHS JIETCKOTO cropta B cyObektax P®D, a Takke
cociaThCd Ha YCTaB ropoAcKoro okpyra. B pacnopsaurensHoi yactu aaerca nopydenrne MKII
«Kanununrpang-I'opTpane» mo obecredeHHio OECIIATHOTO Mpoe3/ia OPraHU30BAHHBIX TPYII
JIeTell B COIPOBOXKIEHUM B3POCIBIX B TOPOJCKOM OOIIECTBEHHOM TPAHCIIOPTE B MEPUOJ
MpOBEACHUST CcOpeBHOBaHUU. KOHTpOJIb 3a HCHNONHEHHMEM ITOCTAHOBJIEHUS BO3JIAaraeTcs Ha
MEepBOTO 3aMecTUTeNs raBsl anmuauctpanuu 0. A.densmiosa.

3anaua 36.

CocraBpre 1 odopmure npukaz no [IAO Kb «OTII BAHK» o nmpueme Kynemooi
Hunpr CepreeBHbl Ha MOCTOSIHHYIO paOOTy CHEIMAIMCTOM KpeauTHOro oTnena. Pasmep okiana
cocraBnsieT 55 Teic. pyO0. OcHoBaHMeM JJsi UW3JaHUS MIpPHKa3a IMOCIYKUJIM 3asBIIEHUE
H.C.KynemoBoii u TpynoBoit norosop Ne 28.

3anaua 37. (3-37)

CocraBsre u odopmure mpukas no [IAO Kb «Pycpunanc bank» o0 yBoJdbHEHHH IO
cOoOCTBEHHOMY >KEJIaHUIO crenuanucTa BamoTHoro otaena Kucenesa [mutpus CepreeBuua B
CBSI3M C BBIXOJIOM Ha MeHcuio. Ha mpukase UMEIOTCS BU3bI INIABHOTO OyXrairepa U HadalbHHUKA
otnena kanpoB [IAO Kb «Pycdunanc banky.

3agaua 38.

CocraBpTe W oOQopMHUTE TOKIAAHYIO 3alUCKy B COOTBETCTBHU C CHUTyallUeill: B
KanuHuHTpajickoM WHCTUTYTE MOBBIIICHUS KBaTU(PUKALMK YYUTENEH CO37aHbl TOCTOSIHHO
JNEHCTBYIONIME KYpChl  MOJATOTOBKM  JjoromenoB. Kypcel  pabotamm Ha  NPUHIUIE
CaMOOKYIaeMOCTH, OJJHAKO B TEKYIIeM Y4eOHOM TOMy IS MPOJOJIKCHHS HUX JAeATEeIbHOCTH
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HE00X0UMO JomnoNHUTENbHOe ¢uHaHcupoBanue. Jupektop wuncturyra C.P. Ilokansesa
obpatunace k muHUCTpY oOpazoBanusi KO C.C.TpyceHeBoil ¢ mMpoch0Oi BBIIECTUTH TPUCTA
TBICSY pPYOJe A MOKBapTaIbHOTO (UHAHCHUPOBAHMS JEATEIHHOCTH KYpPCOB B TEKYIIEM
yuebHOM Troxy. JlokmanHas 3amucka Obula cocTaBieHa 25 aBrycra MpOILIEAIIEro roja,
3apeructpupoBana 3a Ne 33 u B TOT K€ JeHb OTIpaBiieHa B MUHHCTEPCTBO OOpa30BaHHA
Kanmuaunarpaackoi obaacTy.

3agaua 39.

CocraBpTe M odopmHUTE MNHUCbMO-0TKa3 monurpadudeckoro mnpeanpuarus «lloGema»
(O0O0) ITAO Kb «bAHK 3EHHMT» no Bompocy BBHIIOJHEHUS 3aKa3a Ha U3TOTOBJICHUE OJIAaHKOB
yuyera W OoTuyeTHOCTU. lIpuumHON OTKa3a sSBWJIACh PEKOHCTPYKLHMS INEYaTHOTO Iiexa, KoTopas
IPOJUIMTCSA A0 KOHIIA IEPBOTO MOIYTOJUs; APYTUE JAHHBIE YKAXUTE CAMOCTOSATEIBHO.

3anaua 40.

CocraBeTe U odopmurte rapantuitHoe mnuceMo OOO «Pamgyra» B agpec OAO
«TexmpoekT» 00 OKazaHUU TEXHUYECKOUW MOMOIIM B pa3zpaboTke pabouux depTekeld HaCOCHOMN
cranuuu. PaboTy HeoO0XoaMMo WpOBECTH [0 Hayajga aBrycra Tekymiero rona. Ilucemo
noanucanu jgupektop OOO «Pagyra» I'.A.KpeutoB u rnaBusiii Oyxrantep O.I1.Koanesa.
OcTaJibHbIE JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

IIpumepHble (THIIOBBIE) TPOOJIEMHBbIE 32JaHUA (CUTYallMOHHbIE 32Ja4H1)

3aganue 1.

01.12.19 r. nmomxHO cocTtoaTbcs coOpanue Kamumuunrpaackoro dummana ITAO Kb
«OTKPBITHUE. 'onoBHOIM 0aHK HampasJisieT CBOETO MPEACTaBUTENS AJI y4acTHsl B COOpaHUMU.

3apanue: CocTaBbTe  TellerpaMmy 0 npUOBITHH npeacrasutens [TAO Kb
«OTKPBITHUE», BxitouuB npocs0y 0 OpOHHPOBAHUH B OAHOM M3 TOCTUHHII TOpoJa 1-MecTHOTO
HOMeEpa «IKKC» Ha UM npeactaButens Ha nepuoa ¢ 01.12.19 r. mo 03.12.19 1.

3aganue 2.

[To Bune O6yxrantepuu corpyaaukam AO «CupeHa» B TEKyIIeM Mecsiie Oblia 3aJepKaHa
BBITJIaTa 3apa0oTHOW TIaThl. [ maBHBIN Oyxrantep nHpopmupyer aupekropa AO o ToMm, 4TO
3aJepKKa HAJIUYHOCTH ObUla CBsi3aHAa C omno3gaHueM Ha cueT AO JEHEeXHBIX CPEICTB OT
IPEANPUITHI-ITAPTHEPOB.

3apanue: B ponu Oyxranrepa coctaBbTe ciayxeOHYI0 3anucky. Bun ciayxeOHol 3anucku
BBIOEPUTE, UCXO/S U3 IPEUIOKEHHON CUTYaIH, CAMOCTOSITENILHO.

3aganue 3.

Cormnacno noroBopa Ne33 ot 05.11.18r. Ha moctaBky oborpeBatenbHbIX MTpuOoOopoB OO0
«3aps» o6s3aHa 6bu1a moctaBuTh OO0 «3apsi» B 1 kBaprase 2019 r. ToBap Ha 00ILIYI0 CyMMY
500 mutH. pyoO.

@axtuuecku B 1 kBaptane 2004r. pupme «CeneHa» ObLUTO MOCTABIECHO TOBapa HA CYMMY
300 mutH. pyoO.

Ha ocHoBanuu 11.9.1. noroBopa nocraBku 3a IpocpodKy nocrasku toBapa IlocraBuuk B
30—mHEeBHBIN cpoK 00s3aH BHITLUIATUTE MTpad B pasmepe 20% OT CTOMMOCTH HE ITOCTABJICHHOTO
TOBapa.

3ananue: [TonroroBpTe NPOEKT NMPETEH3MOHHOTO NchMa B aapec [locraBmiuka.

3ananmne 4.

[TpousBoacTBEHHAsT HEOOXOIUMOCTh TpelyeT mpomomkenue padotel AO «Jlyna» B
BBIXOJIHBIE JHM C YYETOM JCHEXKHOH mepepaboTKH WM MPEeAOCTaBICHUS APYTUX JHEH
OTJIbIXa.

3apanue: B pomau cekperaps — pedepenta aupektopa AQO TOATOTOBBTE IMPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3aganue S.

B AO «3Bapsa» cocrosimoch 3aceganue mpabiieHus. [loBecTka nHS ObUTa TOCBSIIEHA
pacuIMpeHnIo OTAeNa MapKeTUHra GUPMEL. B CBsI3U ¢ 3TUM BO3HHUKIIA
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HE0OXOIMMOCTh BHECTHM HM3MEHEHHS B INTATHOE PACIHCAHUE COTPYAHHKOB (UPMEI, a
TaKk)Ke pa3o0paTh HOBBIE JODKHOCTHBbIE HHCTPYKIIMM Ha BBEJIEHHUE B OTAEN MapKeTHHra
JOJDKHOCTH MEHEJDKEpa 10 pEKIaMe U PEKJIIAMHOI'0 areHTa.

3ananue: B ponu cexperaps 3acejaHus COCTaBbTE MPOEKT IMIPOTOKOJIA.

3aganue 6.

B AO «KYb» npoBezaeHa npoBepka pabOThI OT/Ae/Ia MAPKETHUHTA 1O OKA3aHHUIO TUIATHBIX
yeayr. KoMuccust B coctaBe 3amMecTUTeNsl AUPEKTOpa, M. OyXrajirepa W HadalbHUKA OTENa
MapKeTHHIa B XOJ€ IPOBEPKH OOHApYXKWJIA HaAPYIICHUS B oopmiieHUn JTAHHOM
JOKYMEHTAIuu OyayT TPEICTaBICHBI CAHKIIWU.

3aganue: [loAroToBbTE MPOEKT COOTBETCTBYIOLIErO JAHHOW CUTYallUH JOKYMEHTa. Bup
JIOKYMEHTA OIIPEAEIUTE CAMOCTOSATEIBHO.

3aganue’.

Ha ocHOBaHuM wcclemoBaHUS OTIEIOM MapKETHHTa KOHBIOHKTYPHI pPBIHKA COBITa
npoanykuun  OOO  «CeBep» mnpeacTtaBuiia  BO3MOXKHOCTh — 3aKJIIOYUTh  Psii BBITOJHBIX
KOHTPAKTOB.

HavanpHuk otTnena MapkeTMHra peumwl — HOOLPUTh  BEAYIIMX  COTPYIHUKOB
[IPEMUAJIBHBIMU BbIIUIATaMU K OJmKaiiiel 3aprarte.

3ananue: B ponm  HavanbHMKA  OTAENAa  MapKETUHra IOArOTOBBTE  MPOEKT
COOTBETCTBYIOILIETO  JIaHHOM  CUTyalluM JOKyMeHTa. Buj  JOKymMeHTa  OIpeaenuTe
CaMOCTOSTEIIbHO.

3aganue 8.

Vupasnstomuii [TAO Kb «Pycckuit Crannapt» HNpUHAI PELIEHHE O NPHEME HOBOTO
COTPYAHUKA B OTHEN cOeperaTteibHBIX ONEpaluii Ha JODKHOCTh  «CHEIHANCTa OTIeNa
coeperarenbHbix omeparuii ». Mexay [IAO Kb «Pycckuit Ctangapt» U CHEIUATHCTOM
3aKJIFOYEH TPYIOBOM JIOTOBOP.

3amanue: B poam  coTpynHHMKa — KagpoBOMl  CIykObI  MOATOTOBBTE  MPOEKT
JIOKYMEHTa COOTBETCTBYIOIIETO CUTYaLIUH.

3aganme 9.

000 «Cwmena» momyuaer ot OOO «HarypoBo» pekiaMHyI0  OpoOIIOpY,
MPEJICTABISIIONIYI0  00OrpeBaTeNbHble MPUOOPBI, KOTOpPbIe MOTJIM Obl HAWTH MpUMEHEHUE
B TEIUIMYHOM XO35IMCTBE.

Ha coBemanuu 1o UCHONB30BaHUIO O3TUX NPUOOPOB  BBIICHHIOCH, YTO IS
MPUHATHS OKOHYATEIHHOTO pEIIeHUs] HeoOXOaUMbl 0oJiee TMOJHBIE JTaHHBIE MO BCEM TOBapaM
JTAHHOM TPYMIIbI, TAK)KE MPEHUCKYPAHT LIEH C YKa3aHUEM YCIIOBUN MMOCTaBKH.

3amanne: CocTaBbTe MPOEKT ciaykeOHOTO muchMa B cekperapuar OO0 «HarypoBo» ¢
3armpocoM 6osee moapoOHOI nHpOpMAIK O TaHHOM TOBape.

3aganue 10.

VYnpasmsromuit [ITAO Kb «Jloko-6aHk» MpUHSAT pelieHre 0 IpueMe Ha paboTy ONBITHOIO
crenuaiucTa 1no padbore ¢ IeHHbIMU OymaraMu C COJUAHBIM CTaXXeM pabOThl Ha JOJKHOCTb
«HayaNbHHKA OTJeNa IIEHHBIX OyMar.

3ajanue: B pomm cneumanmucta  KajapoBod  cimykObl.  IloAroToBbTE  MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

I[IpumepHbie (THNMOBBIE) OLEHOYHBIE CPEACTBA JJIsi MPOBEIEHUS] MEMAMUUECKO20
KOHTPOJIsI

Tecr 1

1. MajiiTe onpeaesieHne JOKYMeHTA:

A) MmaTepuaJIbHBIN 00beKT ¢ HHGoOpManHeil, 3aUKCHPOBAHHON CO31aHHBIM Y€JI0BEKOM
crocoooMm, JIs1 €€ nepeaayu BO BpeMEHHU U NIPOCTPAHCTBE

B) coBOKyNMHOCTH PEKBU3UTOB O(QUIIMATEHOIO THCbMa
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C) cranzapTHOE pacIoyioKEHUE MaTepraia

D) Teker

2. laiiTe onpenesienue ¢gopmyisipa-odpasua:

A) COBOKYITHOCTb PEKBU3UTOB JIEJIOBOI'O ITMChbMa

B) cOBOKYNHOCTB pacno/ioKeHHbIX B ONIpeleIeHHOI M10CJIeJ0BaTeIbHOCTH PEKBU3HTOB,
NPHUCYIIUX BCEM JOKYMEHTAM OIpeAeIeHHOH CHCTEeMBbI JOKYMEHTALMHU

C) COBOKYITHOCTb PEKBU3UTOB IIPUKa3a

D) cOBOKYMHOCTb PEKBU3UTOB aKTa

3. JaTa nokymeHnTa opopmJisieTcsi CJeIyHOIHM 00pa3om:

A) 1 despans 1997

B) 1 peppans 97 1.

C) 01.02.97 r.

D) 01.02.97

4. Jlata 1OKyMeHTa — 3TO:

A) naTa ero noJNuCaHusl, MPUHITHS

B) nata ero cocraBnenus

C) nara ero noanucaHus, NPUHATHS, YTBePKIeHHUS, COCTABJICHHS, 1aTa COOBITHS
D) nara coObITUS

5. esionpou3BoACTBO — 3TO:

A) npaBuiibHOE 0(hOpMIIEHHE TOKYMEHTOB.

B) opranusanus 10kyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTb IOKYMEHTOB, OTPAYKAIOIIUX YIIPABIEHUYECKYIO IEATEIHOCTh YUPEXKICHHS.
D) coBokynHocTh padoT 10 JOKYMEHTHPOBAHMIO 1eSITEJILHOCTH YIIPABJICHUS U 110
OPraHu3anyy JOKYMEHTOB B y4YPE/KICHHH.

6. JlessiTeJIbHOCTH anmapaTa ynpasJieHHs, 0XBaThIBAIOLIasi BONPOCHI JOKYMEHTHPOBAHUSA H
OpraHu3anuu padorsl ¢ JOKYMEHTAMH — 3TO:

A) 10KYMEHTALMOHHOe o0ecrieyeHue yIpaBJIeHHs

B) cranpapruzanus

C) EIrCJ

D) cucrema noKyMeHTalH

7. Kakasi pyHKIUSI OTHOCUTCA K 001IUM (PYHKUIMAM JOKYMEHTA:

A) o0LIeKyIbTYpHAS;

B) undopmanuonHnas;

C) npaBoBasi;

D) ynopsnounBaromasi.

8. Unpexc nokymeHTa — 310

A) OpAAKOBBI HOMEP perucTpauu

B) unaekc cTpykTypHOTro noapasieeHus

C) undposoe, OykBeHHOE I KOMOUHHNPOBAHHOE 0003HAYeHHE JOKYMEHTA, yKa3bIBaKollee
MECTO €ro COCTABJICHHUS U XPaHeHHUs

D) Homep niena o HOMEHKJIAType e

9. UcnotHuTEIBHOE 1€JIONIPOU3BOICTBO — 3TO

A) pabora ¢ ToKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX yUPEKICHHIX

B) pabota ¢ qokymMeHTaMu, IPOBOIMBIIAACS B KOJUIETHIX

C) pa6oTa ¢ 10KyMeHTaMH, IPOBO/IMBILIASICS B MUHUCTEPCTBAX

D) pabota ¢ toxymMeHTaMH, IPOBOJUBILASCS B IPHKa3axX

10. KoJureskckoe 1e/10n1poOU3BOJACTBO — 3TO

A) pa0oTa ¢ JOKyMeHTaMH, NIPOBOAUBIIASICA B KOJLJICTHAX

B) pabota ¢ nokymeHTamu, MpoBOJUBIIASICS B PUKa3ax

C) paboTa ¢ 1oKyMeHTaMH, TpoBoAuBIIasics B COBETCKUX YUPEKICHUAX

D) pabora ¢ ToKyMeHTaMU, TPOBOAMBILASCS B MUHUCTEPCTBAX
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11. KoMniekc 0CHOBHBIX NOJIOKeHHU, ONpeIe/SII0INX U PerJaMeHTHPYOIHX
OPraHM3aLMI0 TOKYMEHTAHOHHBIX POLECCOB HA MPEeINPHUATHH — ITO

A) cucreMa JOKyMEHTaluu

B) EI'CJ1

C) noKyMeHTallMOHHOE 00eCIIeUeHHE YIpaBICHUS

D) crannapruzanus

12. Ha3oBuTe ABa OCHOBHBIX (popMaTa, Ha KOTOPBIX oopMiIsOTCs JOKyMeHTbI OP /]
A) A5 (148x210 mm); A 3 (297x420 mm)

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

C) A5(148x210 mm); A 6 (105x148 mm)

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

13. HazoBHuTE 10KYMEHT, He BK/JIIOUEHHBII B rPyNIy BXOASIIMX U HCXOASIIMX JOKYMEHTOB
B IIpMKa3ax

A) mamstu

B) oriucku

C) akT

D) rpamotsl

14. HazoBHuTE 1OKYMEHT, He U31aBaeMblil HapeM B NEePHO/l NPUKA3HOI0 J1eJI0NPOU3BOACTBA
A) ’xanoBaHHas rpaMoTa

B) yka3

C) npurosop

D) akr

15. HazoBuTEe HOPMATHUBHBIH JOKYMEHT, HA OCHOBAHMHU KOTOPOro 0()oOpMIISIOTCSA
noxyMeHTbl OPJ]

A) MHCTPYKIIUS 1O AETONPOU3BOACTBY

B) monoxenune 06 apxuBHoM ¢ongae PO

C)I'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

16. O6s13aTe1bHBINH NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbII 3aKOHOM — 3TO
A) unTepBan

B) pexBusur

C) nonoxxenue Tadbynaropa

D) smbnema

17. Opranusanusi padéoTsl ¢ JOKYMEHTAMH B KOJJICTHAX HOCUT Ha3BaHHUe

A) KoJLJIeKCKOe 1eJIONPOU3BOICTBO

B) coBetckoe 1e10npon3BoICTBO

C) npukazHoe 1eT0NPOU3BOICTBO

D) ucnoiHuTenbHOE JeN0NpOnu3BOACTBO

18. Opranusanusi pa6éoTsl ¢ JOKYMEHTAMH B MUHMCTEPCTBAaX HOCUT HA3BAHME
A) coBeTcKoe J1eN0NpOU3BOJICTBO

B) konnexckoe 1enonpou3BoJICTBO

C) npukazHoe JeI0NnpOnu3BOICTBO

D) ucnostHuTEIbHOE 1€JI0NIPOU3BOACTBO

19. Ilepeuyncaure 0CHOBHBbIE BU/bI 0JIAHKOB

A) o0muii 0J1aHK, 0JIaHK /151 THceM, 0JIaHK ¢ MPO0JIbHBIM M YIJIOBBIM Pacnoji0:KeHueM
PEKBH3HTOB

B) cymiectByeT ToIbKO OJ1aHK € TPOAOIBHBIM U YITIOBBIM PACIONIOKEHHUEM PEKBU3UTOB
C) cymiecTByeT TOIBKO OOIIMIA O1aHK

D) cymecTByeT TOJIBKO OJaHK JTs TTHCEM

20. IlepeuncauTe Heau U3y4eHHUs JeJIONPOU3BOACTBA

A) omnpenenuTs poiib cyx6 10Y.

B) nokasarte 3HaueHue paboThl ¢ JOKYMEHTAMH B KU3HHU OOIIECTBA.



27

C) oBJ1ageHNe OCHOBAMM NMPABUJIBHOI0 0()OPMJICHUS JOKYMEHTOB M HA/IJIeKa el
opraHusanueil J0KyMeHT0000poTaA.
D) npuBuTh HEOOXOIMMBIE HABBIKK B paboTe € AeTaMU, 3aKOHUYCHHBIMH JIEIOTIPOU3BOICTBOM.

Tecr 2

1. 'apanTHiiHOE MUCBMO — 3TO:

A) TOKYMEHT, COOOLIAIONMIUI O MPUOIMKEHIH, YCKOPEHUH, NCTCUYCHUH CPOKA UCIIOTHEHUS
KaKoro-ian0o nencTBus

B) nokyMeHT, cofepxalinii mpuriameHue Ha MEpOIpUsTHE

C) 10KyMeHT, B KOTOPOM FapaHTHPYeTCsl OIJIATA BbINOJIHEHHOH PadoThl UM
NnpeocTaBjIeHNe Yero-auoo (padoTel, MOMeEIeHUus 1 T.1.)

D) nokyMeHT, MOATBEPKIAIOIINH IMOTyYeHUE IIEHHOCTEH

2. le1oBbIe MHCbMA 00BIYHO 3aKAHYNBAIOT pazamu:

A) B cooTBeTcTBUU ¢ Bamel mpocb00ii ...

B) ¢ yBa:keHuem ...

C) namu paccmotpensl Baiu npeuioxenus . ..

D) BcBazu ...

3. JokyMeHT, 3aKpenISIOIMUH J0JKHOCTHON U YMCJICHHBbIH COCTAB NPEeANPHUSTHSA C
ykazaHueM (poHaa 3apadoTHOM IJIAThI — 3TO:

A) IOJKHOCTHASI UHCTPYKIIHS

B) ycras

C) nonoxxenue

D) mrraTtHoe pacnucanue

4. lokyMeHT, (PMKCHPYIOLIUI X0/ 00CyK/1eHHs BOIIPOCOB 1 NPUHATHS PellleHUi Ha
co0paHuAX, 3aceJaHUAX, COBCIIAHUAX H T.IL.:

A) 00BsSCHHUTEIIbHAS 3aITUCKA

B) noxnagnas 3anucka

C) akt

D) nporoko.

5. Eciin Bam Heo0X0aMMO J1aTh ONIMCAHHE PEKJIAMHPYEMBIX YCJIyT, Bbl cocTaBuTe
A) 1OroBOpHOE MUCHMO

B) pexsaMHoOe NUCHLMO

C) conpoBOaUTENBHOE MTUCHMO

D) nucemo-nipurnaiieHue

6. Eciin Bam Heo0xoauMo coo0IIMTH 0 MPOBeeHUU MeponpusiTus, Bol coctaBuTte
A) conpoBOAUTEIBHOE MHCHEMO

B) nucemo-noaTBepxieHne

C) noroBopHO€ MUCHMO

D) undopmannonHoe nucbmMo

7. Eciin Bam He00X0aMMO COCTABUTh MUCHbMO, HH()OPMHPYIOLIIEe aJpecaTa 0 HaNpaBJIeHUH
K HeMy NPHUCbLIaeMbIX 10KYMeHTOB, Bbl cocTaBute

A) conpoBoaNTEIbHOE IHCHMO

B) nucsmo-yBenomienue

C) nucbMO-TIOITBEPKACHUE

D) noroBopHOe MUCbMO

8. Ecan pacnopsiguTe/ibHAsl YACTh TEKCTAa HAYNHAETCS CJI0BAMM “0053bIBAI0”, TO 3TO
A) npuka3

B) 3asBnenue

C) pacnopsi:keHue

D) yka3anue

9. Eciiu pacniopsauTe/JbHAsl YaCTh TEKCTAa HAYUHACTCS CJIOBAMHM “lpeasiararw’, To 3To
A) npukas
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B) pacnopsixenune

C) uHCTpYKIIUS

D) ykazanmue

10. UudopManiuoHHO-CIIPABOYHbII JOKYMEHT, COCTABJISIIOMIUICH IPYNIOM JIMIL JJIs
NOATBEP KACHUS] YCTAHOBJIEHHBIX (PAKTOB — 3TO

A) nokjaaHas 3amnucka

B) akTr

C) nmpoTokon

D) oObscuuTenbHAs 3anTUCKA

11. Kommiekc B3auMOYBSI3aHHBIX JOKYMEHTOB, PerJIaMeHTHPYIOIIUX CTPYKTYPY, 3a1a4H,
(pyHKIMH NpeAnpHUsATHS, OPraHU3ALHUIO ero padoThl; IPaBa, 00A3aHHOCTH 1
OTBETCTBEHHOCTh PYKOBO/JCTBA M CIIELHAJMCTOB MPEANPUATHS — 3TO

A) pacniopsIUTENbHBIE TOKYMEHTHI

B) ycras

C) cipaBoyHO-MH(POPMAITIOHHBIE

D) opranu3anmoHHbIe JOKYMEHTbI

12. Ha3oBHuTeE JOKYMEHT, He BXOASIIMI B IPYIIY PacOPSiAUTEIbHBIX JOKYMEHTOB
A) CTPYKTYpa H IITATHAS YUCICHHOCTH

B) ykxazanue

C) npuka3

D) nocranosnenue

13. HazoBHuTE 1OKYMEHT, He BXOAS M B COCTAB HH(POPMALMOHHO-CIIPABOYHBIX
A) IpoTOKOI

B) cripaBka

C) pacnopsizkeHue

D) akr

14. HazoBuTe pasies, He BXOASIIIMI B TEKCT yCTaBa

A) periiaMeHT AeSITeIbHOCTU

B) o6mume nonoxxenus

C) opranu3zalioHHOE €TUHCTBO

D) nos:xHoCTHBIE 00SI3AHHOCTH

15. Ha3oBuTe YacTH TeKCTAa NPUKA3a

A) KOHCTaTHpYyIOLasi, BBOJAHAS

B) xoHcTaTHpYyOIIAs, PACIIOPSAAUTEIbHAS

C) ocHOBHas1, pacTOpsAUTEIbHAS

D) BBO/iHAs, OCHOBHAs

16. Opranu3anuoOHHO-PACIOPAAMTEIbHAS JOKYMEHTAUMSA — 3TO

A) yHUPUIMPOBAHHBIN TOKYMEHT

B) coBOKyIHOCTH pEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBS3aHHBIX JOKYMEHTOB, (yHKIMOHUPYIOIIUX B cepe
ylpaBJieHUS

D) yaudunuposannas popma

17. Opranu3anMOHHbIN JOKYMEHT JAJMTEIbHOI0 WJIH OCTOSIHHOT0 CPOKA JeiCTBHS, B
KOTOPOM omnpeaeaeHbl HAYYHO-TeXHHYecKHe, PUHAHCOBbIE CTOPOHBI 1eATEIbLHOCTH
JAOJIKHOCTHBIX JIML — 3TO

A) mITaTHOE pacnMcaHue

B) no/xkHOCTHASI HHCTPYKIMS

C) ycras

D) nonoxenue

18. [IncbMo yame Bcero HAYMHAeTCs CJI0BAMH

A)BcCBsI3UC ...

B) c yBaxkenuewm ...
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C) B COOTBETCTBUHU C ...

D) yBaxkaemble rocrojaa ...

19. IIpaBoBoii aKT ynpaBjeHHs rOCy1apCTBEHHOI0 OPraHa, HMeIIMi 00513aTeIbHYI0 CHITY
JJISl TPAKAAH M OPraHU3alMii, KOTOPBIM OH aPeCOBAH — 3TO

A) ykazaHue

B) mpukas

C) pacnopsizkenune

D) pemenue

20. IlpaBoBoii aKkT, M31aBaeMblii pyKOBOAMTEIEeM NPeINPUATHS, 1efiCTBYIOIIEro HA
OCHOBAHMH ¢IUHOHAYAJIUA, 1JIsl pa3pelieHUsI OCHOBHBIX M ONlePAaTHBHBIX 32124
NpeanpusiTuss — 3T0

A) npuka3s

B) ykxazanue

C) peuienue

D) pacniopsixenue

21. IIpaBoBoii aKT, onpeae/silOUIUAil MOPSIAOK 00pa3oBaHusl, 3a1a4M, 005I3aHHOCTH, IPaBa,
OTBETCTBEHHOCTh M OPraHU3alUI0 Pa0OThHI NPEeINPUSTHS B LeJIOM MJIH €r0 CTPYKTYPHBIX
noJpasaesieHuid — 3T0

A) nosioxkeHue

B) ycras

C) nomKHOCTHASI MHCTPYKIIHUS

D) mrtaTHOE pacnivcanue

22, IIpyyMHBI M31aHUS YKA3aHUS PACKPBIBAIOTCS B

A) BBOJIHOM YacCTH TEKCTa

B) pacniopsinurenbHON yacTu TEKCTa

C) KoHCcTAaTHPYIOLIEH YaCTH TEKCTa

D) ocHoBHOII yacTu TekcTa

23. PacnopsauTe/ibHbIN JOKYMEHT KOJJIETHAJIbHOI0 OPraHa yNpaBJIeHNsl, U31aBaeMbIi
MHMHHCTEPCTBAMH, BEAOMCTBAMH, HAYYHbIMH COBETAMH — 3TO

A) pemienue

B) ykazanue

C) pacnopsixeHue

D) npukas

24. CBoj npaBuJI, peryJIMpyloIuX AeTeJbHOCTh OPraHU3a1Hiil, HX B3AaHMOOTHOIICHHSA C
APYTHMH OPraHU3ALMAMHU M IPAa’KIaHAMHU, IPaBa 1 00s13aHHOCTH B cdepe
rocy1apCcTBEeHHON WJIH X039HCTBEHHOH NeATeIbHOCTH — 3TO

A) mITaTHOE pacnycaHue

B) nonoxxenue

C) nomKHOCTHASI MHCTPYKIIUS

D) ycras

25. CoBOKYNHOCTD 10KYMEHTOB, coiepKkalux nHGopMauuio 0 GakTu4ecKoM MoJI0KeHUH
AeJ, CIYKaluX OCHOBAHMEM /ISl IPMHATHS PelleHU I, U31aHUSA PaCIIOPSIAUTEIbHBIX
JAOKYMEHTOB — 3TO

A) pacniopsiIUTENbHBIE TOKYMEHTHI

B) opranuzanuoHHble JOKYMEHTHI

C) oT4eTHBIE TOKYMEHTHI

D) undopmannoHHo-CIpaBOYHBIE JOKYMEHTHI

IIpuMmepHbIe (THNIOBbIE) TEMbI NIPE3CHTALMI

Tembl npe3eHTaAlMIM:
1. Hcropus aenonpousBoactsa B Poccun
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Jenonpon3BoacTtBo B JIpeBHEPYCCKOM roCyqapCcTBe

[Tpuxa3zHoe 1e10MpOn3BOJICTBO

Konnexckoe nenonpou3BoicTBO

MunmcTepckoe 1eJI0Mpou3BOICTBO

JenonpounsBoactBo B COBETCKYIO AIOXY

3aKOHOJATEIBLHOE PETYIUPOBAHKE JEIONPOU3BOICTBA

HopmartuBHO-paBoBO€ ¥ HOPMAaTUBHO-METOAMUYECKOE PETYIUPOBAHUE JEIOIPOU3BOCTBA

PekBU3UTHI KaK COCTaBIISIFOIINE JOKYMEHTA

10 Knaccugukaius 10KkyMeHTOB

11. bnank opranu3zanuu

12. Knaccudukaius 10KyMEHTOB

TeMbl npe3eHTALMIA:

VYcraB: conepkaHue ycraBa; crieuduKa ycTaBa; BU3UPOBAHUE, YTBEPKICHHE.

[TonoxkeHue: TEKCT MOJIOKEHUS; BUSUPOBAHHE, YTBEPKICHHUE.

JloIKHOCTHAST MHCTPYKIIHSL: TEKCT, BUSUPOBAHUE, YTBEPKICHHE.

[ItaTHOE pacnucaHue: onpeaencHue, opopMiIeHHE, TIOTUCH.

WucTpykuus: onpezenenue, ohopmieHUe, MOANNUCH, BBEJCHUE B JIEHCTBUE.

JloroBop: omnpeneneHue, coiepkanme, 00s3aTeabHble 2IEMEHTHI JOroBOpa

[Tprkas3 Mo OCHOBHOM AEATEIBHOCTHU: OIpeesieHIe; OPOpMIICHHIE TPHUKa3a; 00s3aTebHbIe

PEKBU3UTHI; CTPYKTYpa MprKa3a (3aroJioBOK, TEKCT); opopMIICHHE MTPHKa3a; OPopMIICHHE

IPWIOKEHUH K IPHUKa3y; BU3UPOBAHUE, PEJaKTUPOBAHUE, PACCHIIKA, OJAIUCH, MAPUIPYT.

8. Pacmopspkenue: onpenenenue, ohopmIeHUE.

9. Vkazanue: onpezeneHne, MpaBo U3JaHUS yKa3aHUs; 0POpMIICHHE.

10. ITocranoBieHuE: cocTaBieHnEe U 0pOpMIICHHE.

11. Pemenue: cocraBienue u ohopmicHHE.

12. CnpaBka: BHEIIHSSI, BHYTpeHHssA. TeKCT cripaBKH.

13. AKT: pa3HOBUJHOCTH aKTOB, CTPYKTYpa aKTOB.

14. TIportokoun: BHIbI MPOTOKOJIOB 3aCEAaHMI; CTPYKTYpa MPOTOKOJIA; JaTa MPOTOKOJIA.

15. JloknamHas u 0ObsiCHUTENbHAS 3anmucKu. CiTyKeOHOe MIChMO.

16. IIpukassl o JMYHOMY COCTaBY: OIpeneneHue; ohopMiIeHIE; CTPYKTYypa MpUKasa.

17. TlonoxeHue o MepCOHATBHBIX JAHHBIX PAOOTHHKA.

18. JIuuHoe neno: onpeneneHue, coaepkanue, opopmiieHre, 00s3aTeNIbHbIE 3JI€MEHTHI
JIMYHOTO Jena.

Tembl npe3eHTaAlMIN:

1. OcHOBHBIE IpaBUJIAa OPTaHU3AINN JOKYMEHTO000POTa B OpraHU3aIiH.

2. Ilpuem, 0O6paboTka 1 pacnpeaeaeHre NOCTYNAINIMX TOKYMEHTOB.

3. Ilopsinok HampaBiIeHHs Ha UCTIOJHEHHE U PaOOThI UCTIOIHUTENS C JOKYMEHTaMHU.

4. ITpaBuna 06pabOTKH UCXOISAIINX JOKYMEHTOB.

5. Mopenu 37eKTPOHHOTO IOKYMEHTO000POTA.

6. YrpaBineHue 3JIeKTPOHHBIM TOKYMEHTOOOOPOTOM.

CoNoORWN

NoakownE

IlpumepHbie (THMOBBIE) OIEHOYHbIE CpeICTBA /Jsi TPOBEICHUS] PYOEHCHO20
KOHTPOJIA (TecT)

1. 'apanTHiiHOE MMCBMO — 3TO:

A) TOKYMEHT, COOOLIaIOMUil O MPUOIMKEHNH, YCKOPEHUH, HCTEUYCHUH CPOKA UCIIOTHEHUS
Kakoro-anbo neicTBus

B) nokyMeHT, cofepxaiinii MpuriameHue Ha MEpOIpUsATHE

C) 10KyMeHT, B KOTOPOM rapaHTHpPyeTcs OIJIaTa BHINOJIHEHHOI padoThl MK
npegocTaBjaeHue 4ero-a1uoo (padorsl, MOMEIeHUs U T.[1.)

D) noxymeHT, mOATBEPKTAIOLINI MOTyYeHHEe IEHHOCTEN
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2. JlaiiTe onpeaejieHue JOKYMEHTA:

A) maTepuaIbHBbINA 00beKT ¢ HHGOpManueil, 3aPUKCHPOBAHHOI CO3AHHBIM Y€JI0BEKOM
crocodom, /i1 eé mepeaadyn BO BpeMeHH M IIPOCTPAHCTBE

B) cOBOKYITHOCTb PEKBU3UTOB OPHUIIHMATLHOTO MHChMa

C) crangapTHOE pacnoioKEeHUE MaTepHalia

D) Teker

3. Jaiite onpenesienue ¢gopmyisipa-odpasua:

A) COBOKYITHOCTh PEKBU3HUTOB JEIOBOTO MHUChMa

B) cOBOKYNHOCTB PacinosioKeHHbIX B ONIpeAeIeHHOM 10C/1eJ0BATeIbHOCTH PEeKBU3UTOB,
NpHUCYIIMX BCEM JOKYMEHTaM Onpe/ieleHHOH CHCTeMbI IOKYMEeHTAIMHU

C) COBOKYITHOCTb PEKBU3UTOB IIPHKa3a

D) COBOKYIMHOCTh pEKBU3UTOB aKTa

4. laTa noxkymenta ogopmJsieTcs caeAy0IuM o0pa3om:

A) 1 despans 1997

B) 1 ¢deBpans 97 1.

C) 01.02.97 r.

D) 01.02.97

5. lata 1oKyMeHTa — 3TO:

A) naTa ero moJMuCaHusl, MPUHITHS

B) nara ero cocraBnenus

C) nara ero noanucaHus, NPUHATHS, YTBePKIeHHUS, COCTABJICHHS, 1aTa COOBITHS
D) nara coObITUS

6. Kakum cBOiCTBOM MOKHO 0XapaKTepU30BaTh HAJIMYME Y JOKYMEHTAa HeOTheMJIeMbIX
cjaraeMbix, 0e3 KOTOPBIX OH CYILIIeCTBOBATH He MOKeT:

A) BeIIECTBEHHOCTD;

B) arpudyTHBHOCTB;

C) CTpYKTYpHOCTB;

D) BepHOro BapuaHTa OTBETa HET.

7. le10BbIe MHCbMA 00BIYHO 3aKAHYNBAIOT Gpazamu:

A) B cooTBeTcTBHH ¢ Baieit mpocs00ii ...

B) ¢ yBa:keHuem ...

C) mamu paccmoTpeHsl Baiu npeioxenus ...

D) BcBazu ...

8. [lesionpon3BoacTBO — 3TO:

A) npaBunbHOE 0POPMIIEHHE TOKYMEHTOB.

B) opranusanus 10KkyMeHTOO00pOTa B YUPEKACHUU.

C) COBOKYITHOCTb JOKyMEHTOB, OTPAYKAIOLIUX YIPABICHUECKYIO JESITEIbHOCTh YUPEXKICHUS.
D) coBokynHoCTBh padoT O JOKYMEHTHPOBAHMIO AEATEJIHLHOCTH YIIPABJICHHSA H 110
OPraHu3alyu J0KYMEHTOB B y4Ype:KIeHHH.

9. [lesiTe/ILHOCTH aNnapaTa ynpasJieHHsl, 0XBAThIBAIOIIasi BOMPOCHI JOKYMEHTHPOBAHMS U
OpraHu3anuu padorsl ¢ JOKYMEHTaAaMH — 3TO:

A) 10KYMEHTAIMOHHOE o0ecneYeHue yIpaBJIeHHs

B) crannaptusanus

C) EIrca

D) cucrema noKkyMeHTalMK

10. TlokymeHT, 3aKpenIsilOLUii J0JKHOCTHOI U YHCJIEHHBIH COCTaB NPeANPUATHSA C
ykazaHnueM (poHaa 3apadoTHOM MJIATBI — 3TO:

A) DOMKHOCTHAsI MHCTPYKIIUS

B) ycras

C) monoxeHue

D) mratHoe pacnucanue
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11. lokymeHT, GUKCHpPYIOIIMA X0 00CyK1eHHUs BONIPOCOB M NPUHSATHS PelleHNi Ha
coOpaHusIX, 3aceJaHUAX, COBCIIAHUAX U T.IL.:

A) 00bsCHHUTEINIbHAS 3aITUCKA

B) noknaanas 3anucka

C) akt

D) nporoko.

12. Kakast pyHKIUSI OTHOCHTCS K 00IIMM (PyHKIMSAM JOKYMEHTA:

A) oOmeKyIbTypHas;,

B) undopmanuonnas;

C) nmpaBoBasi;

D) ynopsnounBaromasi.

13. Kak 10/12kHO IPOMCXOAUTH JIeJIeHUe TOKYMEHTOB:

A) Ha poJibl, TOJIBU/IBI, TOPO/Ibl, PA3HOBUIHOCTH;

B) Ha poabl, BUabl, NOABHAbI, PA3HOBHIHOCTH;

C) Ha BUJIbI, TOJIBU/IBI, PA3HOBUIHOCTH, POIBI;

D) Ha moaBH/IbI, TOAPO/IBI, PA3HOBUIHOCTH.

14. loxymeHTalIMOHHOE 00ecniedeHue yIpaBJaeHuss — 3TO:

A) mpol1iecc yCTaHOBJICHHS ¥ IPUMEHEHHSI IPABUII C 1IEJIbI0 YIOPSAOUYECHHS IeATEeIHbHOCTH B
JIEJIONIPOU3BO/ICTBE.

B) nesiteibHOCTH anmapaTa ynpabJieHHsl, 0XBAThIBAIONIasi BONPOCHI JOKYMEHTHPOBAHMS U
OpraHu3anuu padorsl ¢ JOKYMEHTaMH.

C) COBOKYITHOCTh JIOKyMEHTOB, IIPUMEHSIEMbIX B OIIPEEIICHHOMN cepe 1esTeTbHOCTH.

D) coBOKYITHOCTBH PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C (POPMYIIIPOM JTOKYMEHTA.
15. EI'CA — 3To0:

A) COBOKYITHOCTB PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C (POPMYIIIPOM JTOKYMEHTA.
B) koMILIeKC OCHOBHBIX I0JIOKEHHI, ONpeAe/SIIOIIMX U PerJiaMeHTHPYIIIUX
OPraHu3aNyIo0 JOKYMEHTALMOHHBIX IPOLECCOB HA NMPeANPUATHH.

C) COBOKYITHOCTb IOKyMEHTOB, IPUMEHSIEMBIX B OIIPEEICHHOM cepe NesITeTbHOCTH.

D) nearenpHOCTh anmapata yrpaBiIeHHs, OXBAaThIBAIOIIAs BOIPOCHl JOKYMEHTUPOBAHUS U
OpraHu3aiuu paboThl ¢ JOKYMEHTaMH.

16. lokymeHT, coep:xkaimii HH(pOpMaLHI0, He MPeJHAZHAYECHHYIO JISl IIMPOKOI0
PACIpPOCTPAHCHUS:

A) HeonyOJIMKOBaHHBIIH;

B) Taiinbrii;

C) HenyOJMKyeMblii;

D) nHenepuoauueckuii.

17. YT0 OTHOCHTCH K NPU3HAKAM JOKYMEHTA:

A) pyHKIIMOHATBHOCTH HH(POPMALINY;

B) Tox)xnectBeHHOCTH camoMy cebe;

C) 3aKOHHOCTb;

D) 3aBepuieHHOCTH COOOLIEHUS.

18. Kakoii jornueckuii npueM, HCMOJIb3yeTCsl IPH CO3JaAHHHM JOKYMEHTOB:

A) onpeneJieHue;

B) ycranoBnenue;

C) obocHoOBaHuE;

D) pa3psacHenue.

19. Ecain Bam He00X0a1MMO 1aTh ONMCAHUE PeKJIAMUPYeMBbIX YeJIyr, Bel coctaBuTe
A) 1OTOBOPHOE TUCHEMO

B) pexkiiaMmHoe nucsMoO

C) conmpoBOaUTENBEHOE MUCEMO

D) nucbMo-npurianieHue
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20. Ecau Bam Heo0xoauMo npeabABUTH NPETEH3UH NapTHEPY, Bbl cocTaBuTe

A) 1OTOBOpHOE TUCHEMO

B) nadopmanmonnoe nucbMo

C) conpoBoaUTETBHOE TUCEMO

D) nucbMo-npeTeH3uio

21. YkaxkuTe OTJIMYUTEIbHOE CBOIICTBO IOKYMEHTA:

A) KONMUIHOCTB;

B) ropuanueckas cuja;

C) MHOXECTBEHHOCTb;

D) ToYHOCT®.

22. Ecau Bam Heo0X0a1uMO NPUTJIACHTD OPTaHU3ALUI0 WM JO0JTKHOCTHOE JIUI0 HA
coBellanune, Bcrpedy, Bel coctaBuTte

A) nMcbMO-TIPUITIAIIECHUE

B) conpoBoaurensHOe MUCEMO

C) nucbMo-MOATBEPKICHHE

D) noroBopHoe NUCbMO

23. Ecau Bam Heo0xoauMo co00IIUTH 0 NPOBeJAeHUN MeponpusaTHs, Bel coctaBuTe
A) conpoBOAUTEIBHOE MUCHEMO

B) nucemo-noaTBep:xieHne

C) noroBopHO€ MUCHMO

D) undopmanmonHoe nucbMo

24. Eciiu Bam Heo0X0AUMO COCTABUTH MUCHMO, HH()OPMHUPYIOLIIEe agpecara o
HAaINpaBJICHNH K HeMY NPHChLIAeMbIX JOKYMEHTOB, Bbl coctaBuTe

A) conpoBoAUTEIbHOE TUCHMO

B) nucemo-yBenomienue

C) nucbMO-IOITBEPKACHUE

D) norosopHoe nucbMo

25. Eciiu Bam He00X0AUMO COCTABUTH MUCHMO, CONMPOBOKIAOIIEE I0TOBOP, TO OHO OyAeT
HOCHUTBH Ha3BaHMe (110 COIEPKAHUIO)

A) NUCBEMO-TIOATBEPXKICHUE

B) norosopnoe

C) compoBoauTENbEHOE

D) nucsmo-yBennomiienne

26. Ecau Bam Heo0XxoauMo yBeIOMHTH OTIIPABHUTEJIS O MOJYYCHHH JOKYMEHTOB, Bbl
cocTaBHTe

A) nH(popMaIIIOHHOE THCEMO

B) norosopnoe nucsmo

C) conpoBoaUTETHHOE MUCEMO

D) nucbMo-nioaTBEpPIKIEHHE

27. Eciu pacniopsiiuTe/IbHas YaCTh TEKCTa HAYUHACTCH CJI0BAMH “00513bIBAI0”, TO ITO
A) npuka3

B) 3asBnenue

C) pacnopsi:keHue

D) ykazanue

28. Eciiu pacniopsiiuTeIbHAast 4YaCTh TEKCTA HAYMHAETCH CJI0BAMHU “mpeasarain”, To 310
A) npuka3

B) pacnopsxenue

C) uHCTpYKIHS

D) yka3anue

29. Unaexc nokymeHTa oopmiisieTcs cieayommum o0pa3om

A) 13.14

B) ok 11.
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C)cn 16.

D) 13/14

30. Unpexc 10KyMeHTa — 3TO

A) TIOPSIIKOBBIM HOMEP PEeTUCTpaIuu

B) unaexc cTpykTypHOTro noapasieneHus

C) undposoe, OykBeHHOE WJIH KOMOMHUPOBAHHOE 0003HAYEHHE JOKYMEHTA, YKa3blBalollee
MeCTO ero COCTABJIEHUS U XPaHeHHUs

D) Homep Jenia Mo HOMEHKIAType Jel

31. UuTepBajg — 310

A) pabouee mosie

B) ciyxe0OHoe none

C) nonoxeHue TadyasaTOpa

D) paccTosinne MeK1y OCHOBAHUSIMH CMEKHBIX CTPOK

32. UudopManiOHHO-CIIPABOYHBIH IOKYMEHT, COCTABJISIIOIIMICH TPYNNON JIUIL 151
MOJATBEP:KAeHUs YCTAHOBJIEHHBIX (PAKTOB — 3TO

A) noxiiagHas 3amucKa

B) akr

C) npoTokon

D) obbsicHuTenpHas 3anucka

33. UcnoJiHUTEIBLHOE 1eJI0NPOU3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX YUPEKICHUIX

B) pabota ¢ noxymMeHTamMH, IPOBOJUBILIASACS B KOJUIETUAX

C) pa6oTa ¢ 1TOKyMeHTaMH, IPOBO/IMBIIASICH B MUHHCTEPCTBAX

D) pabGota ¢ tokyMeHTaMu, IPOBOAMBILASCS B ITPUKa3ax

34. Koaexckoe 1eJ10MpOU3BOACTBO — 3TO

A) paboTa ¢ JOKyMEeHTaMH, IPOBOAUBIIASICH B KOJLJIETUsIX

B) pabota ¢ nokyMeHTamMu, NpPOBOMBIIASCS B IPUKa3ax

C) pabota ¢ foKkymMeHTamMH, IpoBoauBIIascs B COBETCKUX YUPEKACHUAX

D) pabora ¢ noxkymeHTamMH, TPOBOAMBINASACA B MUHUCTEPCTBAX

35. Kommieke B3aUMOYBSI3aHHBIX JOKYMEHTOB, PerJIaMeHTHPYIOLIMX CTPYKTYPY, 3a1a4H,
(pyHKUIMH NpeAnpHUsATHS, OPraHU3AIUIO ero padoThl; NPpaBa, 00A3aHHOCTH U
OTBETCTBEHHOCTh PYKOBO/ICTBA U CHEHHUATUCTOB NPeINPUATHS] — ITO

A) pacniopsiIUTENIbHbBIE IOKYMEHTHI

B) ycras

C) cnpaBoYHO-MH(POPMALIMOHHbIE

D) oprann3anuoHHble JOKYMEHTbI

36. Kommuiekc 0CHOBHBIX IOJI0KEHHUH, ONpeAe/ IS IOIINX U PerjiaMeHTHPYIOIIUX
OPraHM3alMI0 TOKYMEHTAHOHHBIX MPOLECCOB HA MPeINPUATHH — ITO

A) cucteMa JOKyMEHTaluu

B) EI'CJ1

C) noKyMeHTaIOHHOE 00ecTIeYeHHe YIpaBIeHUs

D) crannaptuzanus

37. HazoBuTE BHBI JOKJIAAHBIX 32IIMCOK

A) uadopMaIioHHbIe, OTUYETHBIE

B) BHyTpeHHue, BHELIHUE

C) oTueTHbIE, BHYTPEHHHE

D) nndopmanoHHble, OTYETHBIEC, BHYTPEHHUE, BHEITHNE

38. HazoBuTe 1Ba OCHOBHBIX (hopMaTa, HA KOTOPBIX 0opmisiioTest 10KyMeHThI OP /]
A) A5 (148x210 mm); A 3 (297x420 mm)

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

C) A5 (148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)
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39. Ha3zoBuTE JOKYMEHT, He BKJIIOYEHHBIH B IPYNILy BXOASIIUX U UCXOAAIIMX JOKYMEHTOB
B IIPUKa3ax

A) namstu

B) oTnucku

C) akT

D) rpaMoThI

40. HazoBuTe 10KYMEHT, He BXOJSIIIUI B IPYNILy PacOPSAANTENbHBIX TOKYMEHTOB
A) CTPYKTYpa ¥ IITATHASI YUCJIEHHOCTh

B) ykxazanue

C) npuka3s

D) nocranosnenue

41. HazoBuTE JOKYMEHT, He BXOASIIIHUIA B COCTAaB HH(OPMAUOHHO-CIIPABOYHbIX
A) npoTOKOI

B) cripaBka

C) pacnopsizkenune

D) akr

42. HazoBuTe JOKYMEHT, He H31aBaeMblii lIapeM B IIepHO/ IPUKA3HOI0 1eJ10NPONU3BOACTBA
A) j)xanoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akt

43. HazoBuTe HOPpMATHBHBIH JOKYMEHT, HA OCHOBAHHUH KOTOPOro oopMisoTcst
noxkymeHThl OP/]

A) UHCTPYKIIHS 1O ASTOMPOU3BOACTBY

B) nonosxenue 06 apxuHom ¢ouge PO

C) I'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

44. HazoBure pa3aeJi, He BXOASIIUI B TEKCT yCTaBa

A) periiaMeHT AeSTeIbHOCTU

B) o0Omue monoxxeHus

C) opranuzaimoHHOE €JUHCTBO

D) noskHOCTHDBIE 00SI3AHHOCTH

45. HazoBuTe peKBU3UT, He BXOASAIIMII B (pOPMYJISIpP aKTa

A) moanuck

B) Tekcr

C) aapecar

D) 3aromnoBok

46. HazoBuTe peKBU3UT, He BXOASAIIMI B (DOPMYJISIP pellIeHHSA
A) TexkcT

B) 3aronoBok

C) ccbliika Ha MHAEKC U 1aTy BXOASIIEr0o J0KYMEeHTa

D) noanuck

47. HazoBuTe pEKBU3UT, HEe BXOAALIMIA B (OPpMYJIsSIp ycTaBa
A) Ha3BaHUE OpraHU3ALNU

B) HanmMeHOBaHME MUHUCTEPCTBA WJIM BEIOMCTBA

C) HauMeHOBaHUE BUa TOKyMEHTa

D) aapecar

48. Ha3zoBHuTE IIeJIH T0KJIAAA

A) aprymMeHTanus

B) nunopmupoBanue u yoexnenue

C) moka3aTenbCTBO

D) y6exnenue
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49. HazoBuTe 4aCcTH TEKCTa NPUKa3a

A) KOHCTaTUpyroIIas, BBOIHAS

B) xoHcTaTHpyOIIas, paCIOPSAMTEIbHAS

C) ocHOBHas1, pacriopsIUuTeNIbHAS

D) BBOgHAs1, OCHOBHAs

50. O0s13aTeIbHBINA NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbI 3aKOHOM — 3TO
A) unTepBan

B) pexBu3uT

C) nonosxxenue TabynsaTopa

D) smbnema

51. Oprann3anuoHHO-pPacHOPSAUTEIbLHASL JOKYMEHTAIIUSI — 3TO

A) yHUGUIIMPOBAHHBIN TOKYMEHT

B) coBOKYyIIHOCTbH pEKBU3UTOB

C) COBOKYNHOCTHb B3aUMOYBSI3AHHBIX IOKYMEHTOB, (P)YHKUMOHMPYIOIIUX B cepe
ynpaBJieHusl

D) yaudunuposannas hopma

52. Opranu3anuoHHbI JOKYMEHT AJUTEJIbHOr0 UM MOCTOSIHHOTO CPOKA JeiCTBHS, B
KOTOPOM omnpejaeieHbl HAY4YHO-TeXHHYecKHe, GUHAHCOBbIE CTOPOHBI /IeATEILHOCTH
AOJKHOCTHBIX JIMI[ — 3TO

A) mITaTHOE pacnucaHue

B) no/kHOCTHASI HHCTPYKIMS

C) ycras

D) nonoxenue

53. Oprann3anuoHHbI JOKYMEHT, B KOTOPOM YKa3bIBAKTCH BCe CTPYKTYPHbIE
nojpasjaejieHusi NpeANnpPUsATHS, BBOAUMbIE HA NPEeINPUATHH J0JKHOCTH U KOJIMYECTBO
INTATHBIX €UHUIL 10 KAKI0H U3 NOJKHOCTEH — DTO

A) npaBuia BHyTPEHHETO U TPYAOBOI'O pacropsijika

B) ycras

C) mratHOe pacnucaHue

D) cTpykTypa M IITATHASA YHCIACHHOCTH

54. Opranu3anusi padoThl ¢ JOKYMEHTAMM B KOJJIETMSIX HOCUT HA3BaHUe

A) KOJLIEKCKOE 1eJI0NPOU3BOACTBO

B) coserckoe nenonpon3BoACTBO

C) npuka3Hoe JeI0npPOU3BOJCTBO

D) ucCnoNHUTEIBHOE ACTOIPOU3BOICTBO

55. Opranmn3anusi padoThl ¢ JOKYMEHTAMHM B MUHMCTEPCTBAX HOCUT HA3BAHHE
A) coBeTCKOe JeIOMPOU3BOICTBO

B) xonnexckoe Aenonponu3BOACTBO

C) npukazHoe 1eT0IMpPOU3BOICTBO

D) ucnotHuTeILHOE 1€JI0NPOU3BOACTBO

56. OcHoBHOE NPaBUJI0, KOTOPOTO cJIeAyeT NPUAEPKUBATHCS NPHU NoAaye
TeJ1epOHOrpaMMbl

A) nepenaBaTthb TOJbKO KPATKYI0, CPOUYHYI0 HH(pOpMAILIHIO

B) ipu peructpanuu teiaegoHOrpaMMBbl HCTIONB30BATh )KYPHAT PETUCTPAIIMN BXOSIINX
JIOKYMEHTOB

C) tekct — 6onee 100 cmoB

D) ucnonb30BaTh MaKCUMYM CIIEIIMAIBHBIX TEPMUHOB

57. OcHOBHBIE YaCTH TEKCTAa MPOTOKOJIA

A) KOHCTaTHpYIOLIasi, BBOJAHAS

B) ocHoBHas1, pacniopsauTenbHas

C) KOHCTaTHpYIOIIasl, pacTIOPSAIUTETHHAS

D) BBoaHas1, oCHOBHAsI
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58. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NIPUHAJIEKHOCTH K PeKBU3UTAM JaHHbIH
¢pparment: PexTopy HoBocuOupckoro ynusepcurera rocnoanny Cmoukuny C.A. 634635 r.
HoBocubdupck yJi. Jlenuna, a. 15.

A) pe3onronus

B) aapecar

C) Bu3a coriaacoBaHus

D) Bu3a 3aBepenus

59. OxapakTepu3yiTe ¢ TOUKH 3peHHUs MPUHANIEKHOCTH K PEKBU3UTAM CJIeAYIOIIM A
¢pparment: Plan 1. doc Cumkuna 13.01.98

A) OTMeTKa 0 3aBE€pEeHUU KOITUU

B) ormerka o noctynineHun

C) UCIIOTHUTEID

D) ormeTka 0 mepeHoce TaHHBIX HA MAIIMHHBIA HOCUTEIb

60. OxapakTepu3yiiTe ¢ TOUKH 3peHHUs MPUHANIEKHOCTH K PEKBU3UTAM CJIeAYI0OLIM A
¢pparmenT: BEPHO Cekperaps-pedepent a/n U.K. Kontopkunna

A) rpud yTBEepKIeHUS

B) ormMeTKa 0 3aBepeHMH KONIMH

C) moanuce

D) pezomtonus

61. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVICKHOCTH K PEKBU3UTAM CJIeAY O
¢pparment: I'enepanbublii gupexrop Ja/n U.K.Comon

A) BU3a

B) Tekcr

C) noanuck

D) 3aromnoBok

62. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVICKHOCTH K PEKBU3UTAM CJIeAYOIINH
¢pparment: 3am. qupekropa [Lmoxuny UK. ObecieduTs yC10BUsI BHINOJIHEHUSI TOCTABOK
10 16.01.2003. 1/ 18.11.2003

A) moanuck

B) 3arosi0Bok

C) Bu3a

D) pezomrorus

63. Oxapaxkrepu3yiiTe ¢ TOUYKH 3peHHs NPUHALIEKHOCTH K PEKBU3UTAM CJIeAy IOIIM i
¢pparment: HUMIAJL 13.01.98 Ne 36/17

A) UCTIOJTHUTEND

B) oTMeTKa 0 MOCTYIJICHUH

C) rpud yrBEepKICHUS

D) oTmeTKa 0 3aBepeHUH KOTHH

64. Oxapaxkrepu3yiiTe ¢ TOUYKH 3peHUs] IPHUHAIEKHOCTH K PEKBU3UTAM CJIeyOIM i
¢pparmenT: O0 HHpOpMaALIIOHHOM OOecedeHUH

A) Bu3za

B) 3arosioBok

C) pesomronus

D) Tekct

65. OxapakrTepu3yiTe ¢ TOUYKH 3peHHUS MPUHANIEKHOCTH K PEKBU3UTAM CJeAYIOLIM A
¢pparment: CumonoB 989-78-35

A) rpud yTBEpKIEeHUS

B) ucnosiHuTeNBH

C) pesomronus

D) ormeTka 0 3aBepeHUN KOMIUU

66. OxapakTepu3yiiTe ¢ TOUKH 3peHHUS MPUHANAJIEKHOCTH K PEKBU3UTAM CJIeY O LI
¢pparment: YTBEP/KJAIO Jupexrop a/n 1.0.®P. 13.02.98
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A) rpu¢ yTBepxKIeHust

B) 3aronoBok

C) pesontonus

D) noanuce

67. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHUs] IPHHAIEKHOCTH K PEKBU3UTAaM CJIeAyOIM i
¢dparmenTt: IOpucr a/n U.K. Cumonos 10.11.2004

A) aapec

B) pezomonust

C) Bu3a

D) rpud yrBepxnenus

68. Oxapaxrepu3yiiTe ¢ TOUKH 3peHUs] PEKBU3UTOB cjeayommii pparment: «Bx. Ne 0000
Jara 00.00.00»

A) pe3ononus

B) orMeTKa 0 MOCTYIJIEHMH JOKYMEHTA

C) oTMeTKa 0 HATMYUH [TPUIIOKEHUIN

D) noanuck

69. OxapaxkTepu3syiiTe ¢ TOUKH 3peHHUs PEKBU3UTOB cJenywoiuii pparment: “02.03.98.”
A) moanuck

B) nara

C) pesomtonus

D) ormeTka 0 HanTU4UK MPUIIOKEHUIN

70. OxapakTepu3yiiTe ¢ TOYKH 3peHUs] PeKBU3UTOB ceaywumuii pparment: “13/14”
A) MHaeKC

B) oTmMeTKa 0 HAIMYWY TPUITOKEHUI

C) pesonronus

D) noanuck

71. OxapakTepu3yiiTe ¢ TOYKH 3peHUs] PEKBU3UTOB CJeAYIOIIUIA (PparMeHT: “npuiio:keHue:
Ha 3 J1. B 2 3K3.”

A) 0TMETKA 0 HAJIMYHMHU NPUHII0KEHHU I

B) moanuce

C) nata

D) pesomtorus

72. IlepeunciiuTe BONPOCHI, KOTOPbIe OTPAKAIOTCS B IPABUJIAX BHYTPEHHEr0 TPYA0BOI0
pacnopsiaka

A) opranusaums padoThl NpeNpUsTHsl, B3aUMHbIe 00513aHHOCTH PA0OTHUKOB H
aJIMHHHMCTPALMH, NPEAOCTABJICHHE OTIYCKOB, KOMAaHIMPOBAHHE COTPYAHHKOB,
BHYTPUOOBEKTHBIN PeKUM

B) 10mKHOCTHOH 1 UHMCIEHHBINA COCTAB MPEIPUATUS

C) HayyHO-TE€XHUYECKHE, (PUHAHCOBBIE CTOPOHBI JESATEIBHOCTH JTOJIKHOCTHBIX JIMII

D) nopsiaok oOpa3oBanus, 3a/1aun, 00s13aHHOCTH, MPaBa, OTBETCTBEHHOCTh U OPTaHU3AIUI0
pabOoThI MPEANPUATHS B LIETIOM UJIM €T0 CTPYKTYPHBIX MOApa3eIeHUN

73. llepeuncinTe OCHOBHBbIE BHAbI 0JIAHKOB

A) o0umit 0s1aHK, 0J1aHK U1 THCeM, 0JIaHK € IPOJAOJIBHBIM M YIJIOBBIM PACIIO0JIOKEHHEM
PEKBH3HTOB

B) cymiectByeT TOIbKO OJ1aHK € TPOAOIBHBIM U YITIOBBIM PACIIONIOKEHHUEM PEKBU3UTOB

C) cymiecTByeT TOIBKO OOIIMIA O1aHK

D) cymecTByeT TOJIBKO OJaHK JTsl TTHCEM

74. llepeuncnTe OCHOBHBIE 3JIEMEHTHI JOKJIA/1A

A) OCHOBHAs 4acTh; BbIBOJIbI (PEKOMEHIAINH )

B) BcTynnenue; BbIBOJBI (PEKOMEHJAIINN )

C) BcTymieHUE; OCHOBHAS 4acTh

D) BcTyniieHue; 0CHOBHAsI YacTh; BbIBOABI (PEKOMEH/1alluM)
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75. llepeuncinTe HeaIu U3y4eHHs 1eJ10NPOU3BOACTBA

A) onpenenuTs poib ciryx6 JJOY.

B) nokazarte 3HaueHNe pabOTHI C JOKYMEHTAMH B JKU3HH OOIIECTBA.

C) oBJ1aieHNEe OCHOBAMM NMPABUJIBHOT0 0OpMJIeHHSI JOKYMEHTOB M HajJIexKaei
opraHu3anuei J0KyMeHTo000poTa.

D) npuBuTh HEOOXOAMMBIE HABBIKH B pabOTE C JIeIaMU, 3aKOHYEHHBIMU JIETIOTPOU3BOICTBOM.
76. IIncemo nocJie oOpaleHns Yaiie Bcero NpoaoJKaeTcsi CJIOBaMHU

A) MBI paccunThIBaeM Ha Bariie coTpyIHUYECTBO. ..

B)BcBs3uc ...

C) namu paccmoTpenbl Bamm npenpsio:xkenus ...

D) c yBaxenuem ...

77. IlncbMoO nocJie o0panieHUs Yaiie BCero mpoaoskaeTcsi CJIoBaMu

A) B cooTBeTcTBHH ¢ Bamieit mpocs00ii ...

B) mb1 Hafeemcst Ha Bamry 3aMHTepecOBaHHOCTb ...

C) ¢ yBaXKCHUEM ...

D) MbI paccunThiBaeM Ha Baiie coTpynHu4ecTBo. ..

78. IIncpmo yaie Bcero HAaYMHACTCS CJI0BAMU

A)BcBs3u C ...

B) c yBaxxenuewm ...

C) B COOTBETCTBHH C ...

D) yBa:xkaemsble rocnoaa ...

79. IlucbMO-HAIOMHUHAHUE — 3TO

A) IOKYMEHT, TOATBEPKAAIOIINN IOTyYEHUE LIEHHOCTEH

B) nokymeHT, coo0marmmii 0 NPpUOJINKEHNH, YCKOPEHUH, HCTEYEHUH CPOKA UCIIOJTHEHUS
KAaKOro-jmoo 1eiicTBus

C) noKyMeHT, coiepKalluii IpUTIalieHue Ha MEPOIIPHUITHE

D) noxymeHT, coneprxaiuii HHQOpMAIUIO O IPOBOAUMOM MEPOIPUITUN

80. Ilox “coBOKYNHOCTHIO B3aMMOYBSI3aHHBIX IOKYMEHTOB, IPUMEHsIeMbIX B
onpenenéHHol cdepe aesiTeTbHOCTH” MOAPAZyMeBAIOT

A) cuctemy TOKyMEHTHPOBAHUS

B) yaudumuponannyro popmy

C) yHUGUIMPOBAHHBIN JOKYMEHT

D) cucremy nokymeHTauuu

81. IlpaBoBoii aKT ynpasJieHHsI TOCYAapPCTBEHHOI0 OPraHa, MMEKIIN 003aTeJIbHYI0 CHITY
JAJISl TPAaKIaH U OPraHu3auuii, KOTOPbIM OH a/]pecOBaH — 3TO

A) ykazaHue

B) npuxas

C) pacnopsizkenune

D) pemenue

82. IlpaBoBoii aKT, M31aBaeMblii PYKOBOIMTEIEM NPEANPHATHS, 1eiCTBYIOIIEr0 HA
OCHOBAHMH €IMHOHAYAJINS, VIl pa3pellieHUs OCHOBHBIX M ONePaTUBHBIX 32124
NpeanpusiTuss — 3T0

A) npuka3s

B) ykxazanue

C) pemienne

D) pacniopsixenue

83. [IpaBoBoii aKkT, onpeae/IAIONIUI OPSIA0K 00pa30BaHuUsA, 3a1a4H, 00A3aHHOCTH, NIPaBa,
OTBETCTBEHHOCTh H OPraHU3alUI0 padoThI NPEANPHUATHS B LeJIOM HJIU €ro CTPYKTYPHBIX
noApasae/ieHuil — 310

A) noJio:keHue

B) ycras
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C) nomKHOCTHAsI MHCTPYKIUS

D) miratHOE pacnicanue

84. Ilpuka3Hoe 1eJI0MPOU3BOACTBO — 3TO

A) pabota ¢ 1oKyMeHTaMH, TpoBoAuBIIasicsa B COBETCKUX yUPEKICHHIX
B) pabota ¢ nokymeHTamu, NpoBOAMBLIASsICS B MUHUCTEPCTBAX

C) pabota ¢ JOKyMEHTaMH, IPOBOAUBIIASICS B KOJUIETHSIX

D) pabora ¢ noxymeHTaMH, NPOBOAUBIIASICA B IPUKA3axX

85. IIpuyuHbI U31aHUS YKA3aHUS PACKPBIBAIOTCS B

A) BBOJIHOM YacTH TEKCTa

B) pacnopsiiuTensHO# 4acT TeKCTa

C) xoHCcTAaTHPYIOLIEH YACTH TEKCTA

D) oCHOBHOI YacTH TEKCTa

86. Ilpouecc ycTaHOBJIeHUS] M IPUMEHEHHS NIPABHUJI € LeJIbIO YIIOPSIA0YeHHUSs AeATeJIbHOCTH
B J1€JIONIPOU3BO/JCTBE — ITO

A) cucreMa JOKyMEHTaluu

B) cranpapruzanus

C) EI'CJ

D) noxymeHTannoHHOe 00ecreueHrne yrpaBIeHHs

87. PaGora ¢ 1oKyMeHTaMH, IPOBOIMBIIASICH B PUKA3aX, HOCUT Ha3BaHUe
A) npuka3sHoe 1eJ10NPOnu3BOACTBO

B) ucnonnuTenbHOE 1€710MPOU3BOICTBO

C) xomnexcKoe JeI0NpPOU3BOCTBO

D) coBerckoe 1enonpon3BoACTBO

88. PacnopsiauTe/ibHbIN JOKYMEHT KOJJIETHAJIBHOI0 OPraHa yIpaBJeHH s, U31aBaeMblil
MHMHHCTEPCTBAMH, BEAOMCTBAMH, HAYyYHbIMH COBETAMH — 3TO

A) peuieHue

B) ykxazanue

C) pacniopspxeHue

D) npukas

89. PacnopsiAnTe bHBII JOKYMEHT, H3/1aBaeMblii OpPraHaMu rocyiapCcTBeHHOI0
ylpaBJieHHsl, OPTaHU3ALUSIMH, [10 BOMPOCAM OPraHU3allMOHHO-MeTOAUYEeCKOI0 XapaKkrepa
(opranmM3anusi HMCIIOJTHEHHUS IPUKA30B, HHCTPYKIHU) — 3TO

A) npuka3

B) pemenue

C) ykazanue

D) pacnopsixenue

90. PaccTosiHMe MeK1y OCHOBAHMSAMM CMEKHBIX CTPOK 3TO

A) ciayxeOHoe 1oje

B) nonoxxenue tabynaropa

C) pabouee nomne

D) unrepBan

91. PexBU3UT — 3TO

A) 00s13aTeJIbHBIN IPU3HAK HA JOKYMEHTE, yCTAHOBJICHHBIN 3AaKOHOM
B) cucrema noxymeHntauuu

C) cnyxxebHoe mose

D) pabGouee none

92. PeKBM3UT “BH3a 03HAKOMJICHUS” BBITJISIIUT CJIeYIOIUM 00pa3oMm:
A) cexperaps 1/n @.1.0. 00.00.00

B) ropuct 1/m 00.00.00

C) cexperaps ©.1.0. n/m 00.00.00

D) ¢ npuxka3zom o3naxkomJiex: Jji/m 00.00.00
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93. CBoa npaBuJI, peryJIupylUHX AeTeJJbHOCTh OPraHU3alHil, UX B3AHMOOTHOIIICHHUS C
APYTMMH OPraHM3AUMAMH M IPA’KIaHAMHU, IPaBa U 00A3aHHOCTH B cdepe
roCy/1apCTBEHHOH MJIN X0351iiCTBEHHOM /1esiITeJIbHOCTH — 3TO

A) mTatHoe pacnucaHue

B) nonoxenue

C) 10oMKHOCTHAs UHCTPYKLUS

D) ycras

94. Cucrema 1OKyMeHTAIMH — 3TO

A) COBOKYNTHOCTBIO B3aIMOYBSI3aHHBIX JOKYMEHTOB, IPUMEHsIeMbIX B ONpeae1éHHOM
chepe neATENBLHOCTH

B) coBOKyIIHOCTb pEKBU3UTOB

C) noxyMeHT, cofepxKaluil NepBUUHY0 HH(POPMALIHIO

D) cuctema nokyMeHTaIMK, CO3/IaHHAS MO €AMHBIM MTPABUIIAM U TPEOOBAHHIM

95. CoBOKYNHOCTH B3aMMOYBSA3AHHBIX JOKYMEHTOB, QYHKIIMOHUPYIOIIMX B cepe
yIpaBJieHUsS] — 3TO

A) KazpoBasi JOKyMEHTaIHsI

B) Oyxrantepckast JOKyMeHTaIUs

C) TexHuueckasi TOKyMEHTaLUs

D) OP[

96. COBOKYIIHOCTB IOKYMEHTOB, OTPAKAIOIINX PACTIOPAAUTEIbHYIO 1eATeIbHOCTh — 3TO
A) OTYETHBIE IOKYMEHTbI

B) undopmarnmonHo-cripaBoyHbIe TOKYMEHTBI

C) pacnopsiiuTebHbIe JOKYMEHTbI

D) oprannzannoHHble JOKYMEHTBI

97. CoBOKYNHOCTB JOKYMEHTOB, coiepKaluxX HHGopManuIo 0 GaKTHIecKOM MO0JI0KeHUH
JeJ, CIYKaIuX OCHOBAHMEM /IS IPUHATHS PelleHui, U31aHUA PacoOPSAUTEeIbHbIX
JOKYMEHTOB — 3TO

A) pacniopsauTenbHbIE TOKYMEHTbI

B) opranusanoHHble JOKYMEHTBI

C) oTueTHBIE TOKYMEHTHI

D) undopmannoHHO-CIPABOYHBIE JOKYMEHTHI

98. CoBOKYNHOCTB PadoT 10 JOKYMEHTHPOBAHMIO AEATEIbHOCTH YIIPABJICHHUS H 110
OPraHu3alu J0KYMEHTOB B y4Ype:KIeHHH — 3TO

A) cuctema JOKYMEHTUPOBAHMS

B) cucrema noxymenrauuu

C) noxkymeHT0000pOT

D) nesionpou3BoacTeo

99. CoBOKYIHOCTH PACIOJIOKEHHBIX B OINIpe/ieIeHHOI M0C/1e10BAaTeIbHOCTH PEKBU3HUTOB,
NPHUCYIIMX BCeM JOKYMEHTAaM ONpe/ieJIeHHOH CHCTeMbl IOKYMEHTAUMH — 3TO

A) BbINIHCKA

B) popmyasip-odpasen

C) 6mank

D) noxymeHt

100. CtanpapTu3zanusi — 370

A) cTaHgapTHOE paclojioKeHUEe MaTepuana.

B) cornacoBaHune ¢ TEKCTOM 3aMHTEPECOBAHHBIX JIULI.

C) ynotpe0OieHne yCTOMIHBBIX 000POTOB.

D) npounecc ycraHoBJIeHHSI U IPUMEHEHHS NMIPABHUJI € LEJbIO YIIOPSIA0YeHUS AeATEeJIbHOCTH
B J1eJIONIPOU3BO/ICTBE.

IIpumepHas (TUIIOBas) TeMaTUKA pedepaToB (10KJIAT0B)
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1. Dlenim wu 3amauu  JEJIONPOMU3BOJACTBA,  OINpPEAEIEHHE  JIEIONpOU3BOJACTBA.  Poib
JIOKYMEHTAIlMOHHOTO 00eCTieUeHus B yIIPaBICHUH.

2. Kpartkas xapakTepucTrKa IPUKa3HOT0, KOJUIEKCKOTO U UCIIOJIHUTENBHOIO JEI0IPOU3BOICTBA
B Poccun.

3. 3aKoHO/AaTeNbHOE PEryIUpPOBaHUE JEIONPON3BOCTBA B Poccuu.

4. HopmatuBHO-TIpaBOBOE 0OecrieueHne IeATEIbHOCTH CIY>KO J1eI0MPOU3BOICTBA.

5. Tlomsatue «aoKyMeHT», ero ¢yHknusa. Kiaccupukanuss TOKYMEHTOB IO OCHOBHBIM
MpU3HAKaM.

6. ITonstue «pexBu3uT». IlocTosIHHBIE U IEPEMEHHBIE PEKBU3UTHI.

7. XapakTepHuCcTUKa PEKBU3UTOB 3aroJIOBOYHOM 4acTU JTIOKYMEHTA, UX MepeueHb U TpeOOBaHUS K
0(OPMIICHHUIO.

8. XapakTepuCTHKa PEKBU3UTOB COEPKATEIbHOM YaCTH TOKYMEHTa, UX MepeueHb U TpeOOBaHUS
K 0(pOPMIICHHIO.

9. XapakTepucTiKa peKBU3UTOB O(hOPMIIAIONIEH YacTH JOKYMEHTA, UX IepeueHb U TPeOOBaHUS K
0(OPMIICHHUIO.

10. bnank AoKyMeHTa, BUABl OJIAHKOB OpPraHU3alMOHHO-PACIIOPSIUTENbHBIX JTOKYMEHTOB.
TpeGoBanwmsi Kk 6J1aHKaM, pa3MepsI MOJIeH OJIAHKOB.

1. OpranuzanyoHHbIE JOKYMEHTHI, X Ha3HaueHUE U posib. OCHOBHbBIE BUBI M O0IIME MpaBUia
odopmIieHuUs.

2. O0mas xapakTepucTUKa JOJKHOCTHOW MHCTpyKUuu. Onpenenenue, CTpYKTypa CoJlep:KaHus,
nopsiI0K 0(hOpMIICHNSI 1 OCHOBHBIE PEKBH3HUTHI JOKYMEHTA.

3. llratHoe pacnucanue. OOIas XapaKTepUCTUKA TOKYMEHTa; (hopMa MCIOIHEHUS, CTPYKTypa
COJIepKaHUs, TIOPSI0K OOPMIICHHS U PEKBU3UTHI TOKYMEHTA.

4. PacniopsAuTeNnbHbIE JTOKYMEHTBHI, UX Ha3HAU€HHE U poJib B ympaBieHUH. OCHOBHBIC BUIbI
pacropsIuTeIbHBIX JOKYMEHTOB U 00IIHe paBuia o(hopMIIeHHUS.

5. Ilpuka3 no ocHOBHOI nearenbHOCTH. CTPYKTypa TEKCTa MpHKa3a, MOPSI0K ero pa3paboTKu U
npaBuiia opopMIIEHUS PEKBU3UTOB. Brinucka U3 npukasa.

6. Pacnopsixenne. CTpykTypa TeKcTa, mpaBuiia opopmIIeHUs] PEKBU3UTOB.

7. VYkazanue. OOmas XxapakTepuCTHKa JOKYMEHTa, CTPYKTypa €ro TeKCTa, MOpAIOK H
0c00eHHOCTH 0(OPMIIEHU S, PEKBU3UTHI YKa3aHUS.

8. UndopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX Ha3HAUYE€HUE U poJib B ynpaBieHuU. [lepeueHn
OCHOBHBIX BHUJOB HMH(DOPMAIMOHHO-CIIPABOYHBIX JIOKyMEHTOB. OOmue TpeOoBaHHS K
0 OpMIICHHUIO.

9. Akr. OOmas XapakTepUCTHKa JOKYMEHTa, CTPYKTypa TEKCTa, IMOpPAJOK pa3paboTKu U
odopMIIeHUS PEKBU3UTOB aKTa.

10. IIporokon. Ob6mas xapakTepucTUKa IPOTOKOJIA, CTPYKTypa TeKCTa, MOPSIOK pa3paboTKH U
o opMIIEeHHS PEKBU3UTOB IPOTOKOJIA.

11. [JoknanHas, oObsACHUTENbHAs 3amucka. OOmIas XapaKTepUCTUKA JIOKYMEHTOB, MOPSIOK
o opMIIEHUS] PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

12. CnpaBka. Buabel crnpaBok OOmas XapakTepHCTHKa JOKYMEHTAa, PEKBU3HUTHI CIPABOK,
0COOEHHOCTH 0(hOpMIICHHUS.

13. CnyxeOHoe mucbMo. Buapl nucem. CTpykTypa, mopsaok odopmieHus, TpeOoBaHUSA K
MUCHMY, PEKBU3HUTHI MUCHMA.

14. Tenerpamma u Tenedonorpamma. OOmas XapaKTepUCTUKAa JOKYMEHTOB, TMOPSJIOK
odopMIIeHUS PEKBU3UTOB.

15. JlokyMeHTBI 110 TUYHOMY cocTaBy. [lepeuenb 1okyMeHTOB. OCOOEHHOCTH ITHX JIOKYMEHTOB.
16. OpopmieHre KaapoBbIX MPUKA30B, BHINKUCKA U3 MTPUKA3a.

17. Odopmienue 3asBieHus1, aBTOOHOrpaduu, XapaKTEPUCTUKH, PE3IOME.

18. TpynoBas kumxka. [IpaBuna oopmieHUs TPYIOBbIX KHUKEK.

1. okymeHT0000pOT. OCHOBHBIE 3TAIBI JOKYMEHTOOOOPOTA.

2 TexHnonorust pabOTHI C BXO/ISIIIMMHE IOKYMEHTAMH.

3. Texnonorust 00pabOTKN BHYTPEHHUX U UCXOSIINX JOKYMEHTOB.
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4. Peructpanus JOKyMEHTOB M KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTOB.

5. Homenkmarypa ien Ha npeanpusTuy, GopMHUpOBaHUE U 0)HOPMIICHHE JIEI.
6. [TonroroBka JOKYMEHTOB Ha apXUBHOE XPaHCHHE.

7. Moaenu 31eKTpOHHOTO JOKYMEHTO000poTa B OaHKe.

8. YnpaBieHue 31eKTPOHHBIM JJOKYMEHTOOOOPOTOM.

IIpumepHbIe (TUNIOBBIE) OLIEHOYHbIE CPEACTBA Il IPOBEACHUS HPOMEHCYMOYHOU
aTrecTanuu

Bonpocskl U1 MOATOTOBKH K 3a4eTy ¢ OLEHKOI 1Mo qucuuiiimue «/JoxkymeHnTaunmonHoe
ol0ecrneyeHue ynpaBJaeHUs»

1. CoBpeMeHHOE TOCyIapCTBEHHOE PEryJIMpOBaHHE JEIONPOU3BOICTBA.

2. CocraB pekBuszutoB ['OCT P 7.0.97 - 2016. IlpaBuna odopMiaeHUsT OTACIBHBIX
PEKBU3UTOB.

3. VYcraB: comepikaHue ycTapa; crienuurka ycraBa; BA3UPOBAHUE, YTBEPKICHHUE.

4. TlomoxeHHe: TEKCT MOJIOKEHUS; BA3UPOBAHHE, YTBEPKICHHE.

5. JlomkHOCTHAs MHCTPYKIUS: TEKCT, BA3UPOBAHUE, YTBEPKICHUE.

6. IlraTHOE pacmmcanue: onpeneneHue, ohopmMIIeHHE, TIOIHCh.

7. JloroBop: ompezeneHue, coaepKanue, 00s3aTeabHbIe AIEMEHTHI JOTOBOpa

8. Ilpukaz 1O OCHOBHOH JEATENFHOCTH: OIpeneneHue; OQOopMIICHHE IPHKa3a;
o0s3aTeNnbHbIE PEKBU3UTHI; CTPYKTypa NpHKa3a (3arojioBOK, TEKCT); o(opMIeHHE MpUKa3a;
oopmieHHEe TPUIOKEHUH K TMpHKa3y; BU3MPOBAaHUE, PEIAKTHPOBAHME, PACCHUIKA, MOAIIHCH,
MapIIpyT.

9. Pacnopsokenue: onpenenenue, ohopMieHue.

10. ITocraHoBieHHE: cocTaBieHNE U 0OpMIICHHE.

11. Pewenue: oTiavune pemeHus: OT HOCTaHOBJICHUS.

12. CnpaBka: BHEIIHSSI, BHYTpeHHssA. TeKCT cripaBKH.

13. AKT: pa3HOBHJHOCTH aKTOB, CTPYKTYpPa aKTOB.

14. TIpoTokoui: BUAbI MPOTOKOJIOB 3aCeIaHuil; CTPYKTypa MPOTOKOJIa; JaTa IPOTOKOIA.

15. JloknamHas u oObsiCHUTENNbHAS 3anmucKu. Ci1yeOHO€e MIUChMO.

16. Ilpukassl MO JIMYHOMY COCTaBY: OIpeesieHHe; 0pOopMIIEHHE; CTPYKTYypa IIpHUKasa.

17. JIuunoe meno: ompeneneHue, cojaepxanue, opopmiieHue, 00s3aTeIbHBIE AJIEMEHTHI
JUYHOTO JeTa.

18. OcHoBHBIC ITpaBWIIa OPTAaHU3AIUH JIOKYMEHTO000pOTa B OaHKeE.

19. Ilpuem, o6paboTka u pacupeeneHre NOCTYNAOMINX TOKYMEHTOB.

20. Topsmok HampaBiIeHUs HA UCTIOJTHEHUE W PA0OTHI HCIIOTHHUTEINS C TOKYMEHTAMH.

21. TIpaBuna 06pabOTKH UCXOASIIUX JOKYMEHTOB.

22. Mopenu 3JIeKTPOHHOTO JOKYMEHTO000pOTa B OaHKeE.

23. YnpaBieHue 3JeKTPOHHBIM JJOKYMEHTOOOOPOTOM.

IIpumepHbie (THIOBBIC) MNPpaKTHYeCKHe 3aJaHusl (OLGHOYHBIC CpPeACTBA),
BBIHOCHMbIE HA 3a4eT ¢ OLEHKOM

Ilpaxkmuueckoe 3a0anue 1.

CocrtaBbTe CHpaBKy O BEJIWYMHE CpeIHEH 3apa0OTHOW IMJaThl 3a roj I IMOJyYeHHS
KOMITCHCAIIMH Ha OIUIaTy XUibs. OCTalbHBIC TaHHBIE YKAKUTE CAMOCTOSTEIBHO.

Ilpakmuueckoe 3a0anue 2.

CocraBbTe mpuka3 006 ocBoboxaenun Bac ot pabotsl B [IAO Kb «POCI'OCCTPAX-
BAHK» B cBs3u ¢ mepee31oM Ha HOBOE MECTOXKUTEIbCTBO.

Ilpakmuueckoe 3a0anue 3.
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CocraBpTe  KpaTKMi  TNPOTOKON  COBEIAHUS  CIEHUATUCTOB  OaHKa  oThena
CTPaTEerMuecKoro IJIaHUPOBAaHUS, HA KOTOPOM OBLT pPAacCMOTPEH BOMNPOC O JAOCPOYHOM
pa3paboTtke raHa pa3utus 6anka Ha 2019 rox. Ilocne oOCykaeHuss Ha COBEIIAHUM TTPUHSIIO
pelieHue paszpaboTaTh IJIaH Ha JAECATh JHEW paHblIe YCTaHOBJIEHHOro cpoka. OcrajbHbIe
JTaHHBIE YKA)KUTE CaMOCTOSITENILHO.

Ilpakmuueckoe 3a0anue 4.

CocraBbTe mMpHUKa3bl: a) O HpueMe Ha padOTy HAYaIBbHUKOM OTIeNa 1o padore C
buznveckuMu JunamMu - 3aiiieBy A.A.; 0) o0 yBOJBHEHHMH TIEPEBOJIOM B JpYyroi OaHK
MenseneBy B.P. Henocraromnme pekBU3UThI YKaKUTE CAMOCTOSITEIBHO.

Ilpakmuueckoe 3a0anue 3.

CocraBpTe  JOKIaAHYIO 3amucky Oyxraarepa Tumommuoit W.II.  rmaBHOMY
oyxranrepy [IAO Kb «Coep6ank» baduueBy H.II. or 15.03.19 r. o BbIMOJIHEHMH MpHKa3a
yrnpagisitomero 6aakom Ne 92 or 12.01.19 1. «O cocrosHuM OyXTalnTEepCcKOro yd4eTra Ha
cTpouTenbeTBe 0a3bl oTAbIxa Ha Kypckoil koce». B npukase ObUIM yka3zaHbl KOHKPETHBIE CPOKHU
JMKBUJALUU HEIOCTATKOB, 0OHApYXeHHBIX B ssHBape 2019 rona. B mokiagHo# 3amucke JOIKHO
OBITh OTMEYEHO BBIMIOJIHEHHWE BCEX IIYHKTOB TMpUKa3a, 3a MCKIIOYEHHEM IYHKTOB 00
OpraHu3aliil PaBHOMEPHOW €XETHEBHOW cHayd pabOYMMH HapsaoB Oyxranrepy. BeisBieHO,
yto 25 deBpans 2019 roma 6wsu10 cmaHo Tonbko 35,2% Bcex HapsmoB. OcTanbHBIC HapsIbl
caanbl 1 mapra. Ilo rpaguky cpok cllauu MocjieTHUX HapsIOB 3a MPOILIbIA MECSI] YCTaHOBIEH
MepBOro Yucia clieayoiiero Mecsina. OcraabHble JaHHBIE YKAKUTE CAMOCTOSITENBHO.

Ilpakmuueckoe 3adanue 6.

CocTaBbTe XapaKTEpUCTHKY-PEKOMEHJALMI0O Ha pabOTHUWKA Bamiero OaHka s
noctymieHus ero B acnupantypy ®I'’AOYBO «b®Y um. U. Kanrar.

Ilpakmuueckoe 3a0anue 7.

Hanummure 3asBnenue o npueme Bac Ha padoty kaccupoM B ITAO Kb «OTKPBITUE».

Ilpakmuueckoe 3a0anue 8.

CocraBere u odpopmute tenerpammy ITAO Kb «Poccenpxozbank» OO0 «Kpucramm»
0 TIOJTHOM OTKa3€ OT OIUIAThI 33 MOCTYMUBIIYIO MPOIYKIUIO, B CBA3H C T€M, UYTO AT MPOAYKIIHS
He Obula 3aka3aHa. OcTajabHble PEKBU3UTHI YKaXKUTE CAaMOCTOSATENIbHO.

Ilpakmuueckoe 3adanue 9.

CocraBpTe JOKJIAIHYIO 3allUCKy cekperaps-pedepenta ynpasisiomero [IAO Kb
«QHeprorpancbank» 06 yrepe kaccupom PriounbsiM C.M. mucbMa-3ampoca, MOCTYNMBIIETO B
azpec 0aHKa TpH Mecslla Hazal.

Ilpakmuueckoe 3a0anue 10.

Hanumwure 3asBieHne o NOperoCTaBIEHUU BaM aJMHHHCTPATUBHOIO OTIHYyCKa IO
ceMelHbIM 00cTosATeNbCTBAaM. OCTaIbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

Ilpakmuueckoe 3a0anue 11.

Hanummre aBroOmorpaguio, HEOOXoIuMyro i O(QOpPMIIEHHS JTOKYMEHTOB NpU
MOCTYIJIEHUU Ha paboTy B OaHK.

Ilpakmuueckoe 3adanue 12.

CocraBere u odopmute mpukaz no [TAO Kb «bank Aanrapa» o0 obecrnieueHUH
MOXKapHOW 0€30MacHOCTH M YCHJIEHHH OXpaHbl 0aHKa. B KOHCTaTupyroleil 4acTi COIUTUTECh Ha
OMACHOCTh TEPPOPUCTHUECKUX AKTOB M YKAXKUTE 1eNb oOecredeHrs O0e30MacHOCTU JIoJeH U
COXpaHEHHE MMyIIecTBa. B pacmopsiuTensHONW yacTu ciefqyeT 00s3aTh HadalbHHUKA OXpaHbI
K.JI.LKomknHa ycunuTs NponycKHON pekuM. OCTalbHBIE TAHHBIE YKAKUTE CAMOCTOSATEIBHO.

Ilpakmuueckoe 3a0anue 13.

CocraBbTe mHpuKa3z o mepeBojie Ha paboTy BHyTpu OaHka. OcranbHble PEKBU3UTHI
YKaXXHUTE CAMOCTOSITENIBHO.

Ilpaxmuueckoe 3a0anue 14.

Odopmure 3amuch B TPyJOBOH KHHXKKE 00 YBOJBHEHHH Bac: a) MO COOCTBEHHOMY
JKeJlaHuio; 0) B CBSI3U C JMKBHUJAIMEl OaHKa; B) B CBA3M C HECOOTBETCTBHEM BBINMOJIHAEMOM
paboThI MPeIbABIIEMBbIM TPEOOBAHUAM, BCIIEACTBUE HEJOCTATOUYHOM KBATU(HUKAIIH.
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Ilpakmuueckoe 3a0anue 15.

01.12.19 r. momxHO coctosiThes coOpanue Kamuuunrpanckoro dunmmana [TAO Kb
«OTKPBITHUEY®. 'onoBHO# OaHK HAIpaBIIsIeT CBOETO MPEACTABUTES ISl yUACTHs B COOpPAHUU.

3aganue: CocTraBbTe€  TEJIErpamMmy 0 pUOBITUN npencrasutens [TAO Kb
«OTKPBITHUEY, BxitouuB npocs0y 0 OpOHHPOBAHUM B OAHOM M3 TOCTUHHII TOpoJa 1-MecTHOTO
HOMeEpa «IKKC» Ha UM npeacraButess Ha nepuoa ¢ 01.12.19 r. mo 03.12.19 1.

IlIpakmuueckoe 3a0anue 16.

CocTaBbTe MAOKIAAHYIO 3alMUCKy O TMPUYMHAX HECBOEBPEMEHHOIO IPEICTaBICHUS
uHPOpPMALIMM O BBINOJIHEHUH YHpaBistomero 0ankoM. OcTanbHble PEKBU3UTHI YKAXKUTE
CaMOCTOSITENIbHO.

Ilpakmuueckoe 3a0anue 17.

CocTaBbTe NpPOEKT KOHTpaKTa IO HalMy, oriare M yBoJdbHeHUU Bac. OcTajbHbIC
PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

Ilpaxmuueckoe 3a0anue 18.

Vopasmstomuii [TAO Kb «Pycckuit Crannapr» HNpUHSUI pELIEHHE O IPUEME HOBOIO
COTpYIHUKA B OTHEN cOeperareibHbIX OMepalnuil Ha JOJDKHOCTh  «CIEHUANNCTa OTAeNa
coeperarenpHbix onepauuii ». Mexay IIAO Kb «Pycckuit Crangapt» U crienuanucToM
3aKJIIOYEH TPYAOBOIl 1I0TOBOP.

3amanue: B ponm  coTpynHHMKAa — KaapoOBOW  CIYXKOBI  TMOATOTOBBTE  IPOEKT
JIOKYMEHTa COOTBETCTBYIOIIETO CUTYaIIUH.

Ilpakmuueckoe 3ad0anue 19.

VYopasnsomuid [TAO Kb «Jloko-0ank» mnpuHSAI pelieHne o MpHeMe Ha padoTry
OIBITHOTO CIIELMAINCTA MO0 padoTe ¢ LEHHbIMU OyMaraMu C COJMJHBIM CTakeM padoThl Ha
JOJKHOCTh «HavyallbHUKA OT/IeTIa [IEHHBIX OyMar.

3ajanue: B ponm cneumanmucra  KajupoBod  ciaykObl.  IlogroToBbTe  IpOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

Ilpakmuueckoe 3adanue 20.

CocraBbTe 1 oopmute npukaz o0 utorax pabotsl ¢ fokymeHTamu B [IAO Kb «BTb 24»
B MpolIeAleM roay. B KoHcTaTHpyromied 4YacTH yKakKMTE€ Ha MTOTM aHalu3a, BHISIBUBIINE
HU3KYI0 TpeOOBaTeIbHOCTh PYKOBOJUTENECH MOJApa3/leleHnii K KauecTBY MOATOTOBKH
JOKYMEHTOB W KOHTPOJIO 3a HMX MHCIOJHEHHeM. B pacnopsauTenbHON dYacTh mopydure
PYKOBOJIUTENSAM  TOJApa3AeieHU YCWINTh TpeOOBaTelIbHOCTh K KadecTBY palboThl ¢
JTIOKyMEHTaMH, a pykoBoauTento otaena JIOY pazpaborath Mepsl MO YIyUIIEHUIO ATOM PabOTHI.
OcTasibHbIE TaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 21.

CocraBbre u odpopmure npukas no [TAO Kb «OTII BAHK» o mpueme KynemoBoii
Hunbr CepreeBHbl Ha MOCTOSIHHYIO pabOTy CHEUAIMCTOM KpeauTHoro otnaena. Pasmep okiana
coctaBisgeT 55 Tbhic. py0. OcHoBaHMEM s M3JaHUSA NPUKa3a MOCITYKWIH 3asBICHHUE
H.C.KynemoBoii u TpynoBoii norosop Ne 28.

Ilpakmuueckoe 3a0anue 22.

CocraBbre u odopmure npukas no IIAO Kb «Pycpunanc bank» o0 yBoiabHEHHM 11O
COOCTBEHHOMY JKEJIaHUIO ClieluaiucTa BamoTHoro ornena Kucenesa /Imutpus CepreeBuua B
CBSI3M C BBIXOJIOM Ha meHcuio. Ha npukase uMeroTcsi BU3bI INIaBHOTO OyXranrepa U HaualbHHUKA
otnena kaapos [TAO Kb «Pycdunanc bank».

Ilpaxmuueckoe 3a0anue 23.

CocraBbTe M O(hOpMHUTE MUCHMO-OTKa3 moyurpaduueckoro mnpennpuarus «lloGema»
(O00) ITAO Kb «bAHK 3EHUT)» no Bompocy BBITIOJHEHUS 3aKa3a Ha U3TOTOBJICHHE OJaHKOB
ydyera M OTueTHOCTU. [IpnumHON OTkKas3a sBWJIACh PEKOHCTPYKLHUS IEYAaTHOTO Liexa, KoTopas
MPOJUIUTCS A0 KOHIIA MIEPBOTO MOITYTOJUs; APYTUE JaHHbIE YKaXKUTE CaMOCTOATEIHHO.
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6.2. MeTonnueckne MaTepuaJIbl
6.2.1. MeToanyeckue yKa3aHus A5 00y4alOUXCS 10 OCBOEHHIO THCHUTLIMHbI

Metoauueckue peKOMEHAAUMHU 110 M3YYEHUIO0 JUCLUIUIMHBL «JlOKyMEHTallmOHHOE
o0ecrieueHre YHpaBlEHUS» MPEICTABISIET COOONW KOMIUIEKC PEKOMEHAAUUA U OOBICHEHUH,
MO3BOJISAIOMMX OO0YYaIOIUMCST ONTHUMAJIBHBIM 00pa3oM OpPraHU30BaTh IPOLECC H3YUYCHUs
JAHHOM TUCLMILIVHBI.

B cTpykType y4eOHOro 1uiaHa CHerHaaicTOB OTBOJUTCSA Ha CaMOCTOSTENIEHOE U3yUCHHE
JTaHHOW AUCUMILIUMHBI 16 yaca, KOTopble pacipenenaeHbl A MOATOTOBKU K 3aU€Ty C OLIEHKOM.

JUis ycnemHoro yCBOSHHsI JAaHHOM TUCIUIUTMHBI 00 yJarOIMNACS TOJIKEH:

1 [Ipocaymars Kypc JeKIui 10 JaHHON JUCHUILIMHE.

2 BoinonHuTh Bee 3aAaHus, pacCMaTpUBaeMble Ha IPAKTUYECKUX 3aHATHSIX.
3. BrInonHUTh BCe JOMAILIHKE 3a/1aHMs], I0Jy4aeMbI€ OT MIPENO1aBaTelIs.

4 [ToaAroTOBUTHCS K 3a4ETY C OLIEHKOM.

CrnoBapb TEpMUHOB 00YYAIOIIUNCS MOKET MOMOJHSTh B X0/1€ U3YUYECHHUS JOTOIHUTEIBHON
JUTEpaTypbl WJIM BHOCUTh B HETO T€ TEPMHUHBI, KOTOPHIE BBI3bIBAIOT y HETO 3aTPyJHEHUS B
ycBoeHud. [lpu moaroroBke K 3aueTy € OLIGHKOW 0co0oe BHUMaHUE CleyeT OoOpaTuTh Ha
CJIEIYIOIE€ MOMEHTHI:

1. Bslyuuts onpe/eneHus BceX OCHOBHBIX MOHSATHH.
2. TlpoBepuTb CBOM 3HAHUS C TIOMOIIBIO TMPHUMEPHBIX BOIPOCOB, IMPAKTHUYECKUX H
TECTOBBIX 3aJaHUil.

6.2.2. MeToauueckue peKOMEHIANUM IO OCBOCHHUIO JIEKIIMOHHOTO0 MaTepHuaja Io
AUCHHUILJIMHE 1JI51 00y4aI0IMXCA

3augaTus JICKOUOHHOI'O THUIIA HOarT O6yanOHII/IMC$I CUCTCMATU3UPOBAHHBIC 3HAHHUA O
Han0oJIee CIOKHBIX M aKTyalIbHBIX MpoOJIeMax M3y4aeMOW TUCIHILIHHBI «JlOKyMEHTalMOHHOE
obecrieueHre ypaBJICHU».

Ha neKkIMoHHBIX 3aHATHUSX, OOy4arouluecs JOJDKHBI BHUMATENbHO BOCIPHUHUMATH
Marcpual, HOI[FOTOBJ'IGHHI)H\/’I npenoaaBaTejicM, MBICIIMTD, )IO6I/IBaTI>C$[ IMOHUMAaHHA N3y4acMoro
npenvera. [lpu »>ToM oOydarommuecs JOMKHBI BECTH KOHCHEKT AUCHMILTHHBL. Ecmum
00YJarOIIUICS TPOSBIISET HEJOMOHUMAHUS M0 KaKOH-JIMOO YacTH MpeaMeTa, TO €My CIeAyeT
3a/1aTh BOMPOC TMpernojaBaTento. Takke B Mpolecce JIGKIHMOHHBIX 3aHATUN O00ydarolnuMmcs
H606XOI[I/IMO BBITIOJIHATE B KOHCIICKTAaX 3aAdaHHWsd, KOTOPLIC IMpeIaract IMpernoaaBarciib B
mpolecce MoAauu TEOPEeTUUECKOTro MaTepHraia.

6.2.3. Meroauyeckue peKOMEHJAAIMM 10 MNOATOTOBKe o0y4yawumuxess K
CeMUHAPCKHUM 3aHSTUSM M0 AUCHUIIHHE

Jns  ycmemHoro - yCBOGHHS  JUCHUIUIMHBI  «JloKyMeHTalnMoHHOE oOOecreueHue
yIpaBIeHUS» 00YJAIOIIUNCS TOKEH CHCTEeMAaTUYECKU TOTOBUTHCS K CEMUHAPCKUM 3aHITHSIM.
st 5TOr0 HEOOXOIUMO:

1) H03HAKOMUTBCS C TIIAHOM CEMMHAPCKOTO 3aHATHS;

2) HN3YUYUTH COOTBECTCTBYIOIIHUE BOIIPOCHI B KOHCIICKTC HeKHHﬁ;

3) OTBCTUTH Ha BOIIPOCHI, BEIHCCCHHBLIC Ha 06CY)K}IGHI/Ie;

4) cucTeMaTHUeCKH BHITIONHATH 3aaHHS TIPETONABATEN.

B xone cemuHapckux 3aHATHII 00y4arolrecs Mol pyKOBOJCTBOM MPEIoaaBaTesss MOTYT
paccMOTPETh Pa3IMYHbIE TOUYKU 3PEHUS CIIEIMAINCTOB IO 00CYX/TaeMbIM TIpoOIeMaM.

CeMuHapckue 3aHiATHS TI0 JAUCHUIUIMHE  «JlOKyMeHTalmoHHOe obecreueHue
YIpaBIEHUS» MOTYT MPOBOJUTHCS B PA3IUYHBIX opMax:
1) ycTHBIE OTBETHI Ha BOTIPOCH MPEMOABATENS 110 TEME CEMUHAPCKOTO 3aHSATHS;
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2) NMUCbMCHHBIC OTBCTHI Ha BOIIPOCEHI MPETIOAaBaTCIIA

3) rpymmnoBoe o6CykIeHHE TOI MM MHON MPOGIEMBI MO PYKOBOJACTBOM M KOHTPOJIEM
IpenojaBaTes;

4) 3acnymuBanus u 06CysKIeHNE IPpe3eHTallnil, pedepaToB, T0KIaI0B.
5) BbINONHEHHE TIPAKTHYECKUX 3a1aHHil;

6) pemrenue TeCTOBBIX 3a1aHMIA.

[ToArOTOBKA K CEMHHAPCKHM 3aHATHAM JOJUKHA HOCHTh CHCTEMATHUYECKHH XapakTep.
DT0 T03BOIHUT 06YUAIOIIEMYCs B TIOJHOM 0OheMe BHIOJTHUTH BCE TPEOOBAHHS MPENONABATENS.
Jlna  momydenus Gomee TyOOKMX 3HAHMH — OOYYarOIIMMCA —PEKOMEHIYeTCS —M3ydaTh
JIOTIOTHUTENTBHYIO TUTEPATypy (CIIHMCOK MPUBEIEH B paboueii MporpamMMe 1o JUCIHUILIMHE).

6.2.4. MeToguyecKue yKa3aHus 10 MOJATOTOBKE K 3a4eTy ¢ OLEeHKOM

['0TOBUTBHCS K 3aU€Ty C OLIEHKOW HEOOXOIMMO MOCIEIOBATEIBHO, C YIETOM KOHTPOJIBHBIX
BOIIPOCOB, TMPEIJIOKEHHBIX B IpOorpaMMe IUCHMIUIUHBI «JloKyMeHTalmoHHOE OOecIeueHne
yopasieHusi». CHauana ciaeayeT ONpeAeNIUTbh MECTO KaKIOT0 KOHTPOJBHOIO BOIpOca B
COOTBETCTBYIOIICH TeMe Y4eOHOM MPOTrpaMMbl, a 3aTEM BHUMATEIbHO MPOYUTATh U OCMBICIUTD
COOTBETCTBYIOILIKE Pa3/iesibl PEKOMEHI0BAHHOU TUTepaTyphl. PaboTy Ha TeMON MOKHO CUHUTATh
3aBEPIICHHOM, €CIIM Bbl CMOKETE OTBETUTh Ha BCE KOHTPOJIBHBIE BOIPOCHI U JAaTh ONPEICIICHUE
MOHATUI IO U3y4aeMOU TEME.

Jyis oGecrieueHus MOTHOTHI OTBETA Ha KOHTPOJIBHBIC BOPOCHI H JIYUIIIETO 3alTOMHUHAHHS
TEOPETHYECKOr0 MaTrepuajga peKOMEH]IyeTCsl COCTABIIATh IIJIaH OTBETA HA KOHTPOJIBHBIM BOIIPOC.
DTO MO3BOJIUT CIKOHOMHUTH BPEMsl ISl MOJATOTOBKH HEMOCPEACTBEHHO TEPe] 3a4eTOM 3a CUeT
oOpallleHus1 He K JINTEePaType, a K CBOMM 3aITHCSIM.

[Tpu moaroTOoBKE HEOOXOIUMO BBISIBJIATH HAMOOJIEE CIIOKHBIC, JUCKYCCHOHHBIC BOIIPOCHI,
C TeM, YTOOBI OOCYIUTh UX C IPENoAaBaTeIeM.

Henb3ga orpaHnunBaTh NOATOTOBKY K 3a4€Ty IPOCTHIM IMOBTOPEHUEM HM3YYEHHOIO
MmaTepuana. Heobxoaumo yrinyOuTh U pacuiuputh paHee MpuoOpPETCHHBIE 3HAHUS 32 CUET HOBBIX
UIed U NOJIOKEHUHN.

PexoMeHnauum no NpoBeAeHUI0 Y4eOHBIX 3aHATHI ¢ 00y4alOLIMMMCS ¢ IPUMeHeHHeM
3J1eKTPOHHOI0 00y4eHHs M TUCTAHIMOHHBIX 00pPa30BaTeILHBIX TEXHOJIOTHIi

Jlns mpoBeAeHUsT KOHTAaKTHOM paboTel oOyuwarommuxcs ¢ mnpenopasarenem AHITOO
«KKVY» ¢ mnpuMeHEHHEM »JIIEKTpPOHHOTO OOYYEeHHs | JAUCTAaHIMOHHBIX 00pa3oBaTeIbHBIX
TEXHOJIOTUI  ompefeseH Habop AJIEKTPOHHBIX PECypcoB M NPUIIOKEHHMH, KOTOpHIE
PEKOMEHIYIOTCS K MCIOJIb30BaHUIO B 00pa3zoBarenbHOM Mporiecce. OOpa3oBaTeNbHBIN MPOIIECC
OCYILECTBIISICTCSI B COOTBETCTBHUHM C paclMCaHUEM YYEOHBIX 3aHATUH, pa3MEUIeHHbIM Ha
OoQUIMATIEHOM caliTe KOJIJIeIXkKa.

Opranuzanus o0pa3oBaTeIbLHOIO Mpollecca OCYIIECTBISIETCS Yepe3 JIMUHbIM KaOMHET Ha
opuianbHOM  caliTe Kolemka. llpenmonmaBarens B 3JEKTPOHHOM  KypHaJle IS
COOTBETCTBYIOILIEH yueOHOW Tpynmbel ykaspiBaeT Temy 3aHsATHs. [Ipukperuiser ydeOHbIe
MaTepuaibl, 3aJaHusl WM CChUIKM Ha JJIEKTPOHHBIE PECypChl, HEOOXOIUMBIE ISl OCBOCHHS
TEMBI, BHITIOJHEHUS TOMAITHUX 3aaHUH.

AJITOPUTM JUCTAHIIMOHHOTO B3aUMOJICUCTBUS:

1.1. Jlns oOecrmeueHHss AMCTAHIIMOHHON CBs3M C OOyYaroIIMMHCS MpPEeroiaBaTeb
B3aUMOJICCTBYIOT C OOydYaromuMucs Tpynm B diekTpoHHo matdopme Cdhepym, mmbdo
NIOCPEICTBOM KOPIIOPATHBHOW dIIEKTPOHHOH mouThl (1omeH @kku39.ru).

1.2. B cdopmupoBaHHBIX TIpynmax oOydaroImuxcs Ha MiIatrgopmax (CM. BBIIIIE)
IpenoJiaBaTesb JOBOAUT 10 00ydJarOLIMXCsl MH(pOpMaIHIo:

— 00 anroputme paszMenieHus HHGOpMAIU 00 yueOHBIX MaTepHualiax W 3aJaHusIX Ha
AIIEKTPOHHBIX pecypcax KOoJIeKa.
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—  WHAUBHIYANBHBIM  TrpaduK  KOHCYJIBTHPOBAaHUS  OOy4arommxcs, B  T.4.
JTUCTaHIIMOHHOM (hopmare.

1.3. OOyuaromuecss BBIIOJHSIOT 3aJlaHHE, B COOTBETCTBUH C PACIUCaHMEM Yy4eOHBIX
3arsaTui B hopmate JIO 1 mpeaocTaBlISIOT UX B 3JIEKTPOHHOM JopMe Ha AIIEKTPOHHBIN pecypc.

1.4. OcymecTBiIeHHE MOHHUTOPUHIA BBHITIOJHEHHSI y4E€OHOTO TUIaHA M TIOCEHIaeMOCTH
3aHATUN TPOUCXOAMT €XKEIHEBHO MPEIOoaBaTeeM Yepe3 SICKTPOHHBIE PECYPCHI.
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