ABTOHOMHas HeKOMMep4ecKas npodeccuoHanbHas obpasoBarte/ibHas
opraHusaymsa
«KanMHUHIpaacKui Konnemxk ynpaBieHns»
Nnct akTyanusaumm paboyein nporpaMmmMbl AUCLMMIUHBIL
On.04 «[JoOKyMeHTaLNnoHHOEe 06ecrneyeHmne ynpaBneHus»
CneymansHocTb: 38.02.04 Kommepums (no oTpacnsam)
B uenax akTyanu3auumy o06pas3oBaTenbHOM MPOrpaMMbl C YYETOM MOSIBNEHUS

HOBbIX YYEOHUKOB, YYEOHbIX NOCOOGUA U APYrnX YyY4ebHO-MeTOANYECKUX MaTepunasioB
B pabouyto nNporpamMmmy BHeCeHbl CriefytoLine n3meHeHns (4ONOHEHUSA):

1 n. 52 JINUEH3MOHHOE nporpaMMHOe obecneyeHne - NpoBefeHa
aKTyanmsaumsa INLEeH3NOHHOro nNporpaMMHOro obecneyeHus.
2. n. 6 OLUeHOYHbIE CpefcTBa M MeTOAMYECKMe MaTepuanbl Mo UTOram

OCBOEHWA [AUCUUMNINHBI BHECEHO [OMOJIHEHWE, 4TO NpU pa3paboTke OLEHOYHbIX
CpeAcTB  MpenofaBatesieM  UCMOMb3YOTCA  6asbl  AaHHbIX  Mefarormyeckmnx
N3MepuTeNibHbIX MaTepnanos, npegocTasneHHbIX OO0 «HayuHo-Uccnefo0BaTeNbCKUiM
MHCTUTYT MOHUTOPWHIra Ka4yecTsa 06pa3oBaHuns»

3. n. 8. JononHnTensHoble pecypchbl NH(OPMaLMOHHO
TeNeKOMMYHUKAUNOHHON  ceTn  «VIHTepHeT»  HeobxofuMble 418 OCBOEHUS
ANCUMNMNMHBI - BHeceH pecypc https://i-exam.ru/ - EAWHBbIA nNopTan WHTEPHET-
TECTUPOBaHMUSA B Chepe 06pa3oBaHuS.

4. B MMpunoxenne 1 k PMNA n. 6.2 (MeToanyeckue pekomeHgauun u
yKaszaHus) - aKTyain3mpoBaHbl PEKOMEHAAUMM MO NPOBEAEHMNI0 YUYEeBHbIX 3aHATUIA C
obyvyaloWwMmMmncs ¢ NPUMEHEHWEM 3NEKTPOHHOro 00y4YeHUs W AUCTaHUMOHHbIX
06pa3oBaTe/ibHbIX TEXHOMOM M.

Pa3paboTunK: LocTans O.B. ] 18 mas 2023 .

M3meHeHns (gonosiHeHMs) B paboyyto nporpamMMy PacCMOTPEHbI U YTBEPXAeHbl Ha
3acefjaHMmM y4yebHO-MeTOAMYECKOr0o COBEeTa, NPOTOKON Ne 57 ot 25 masa 2023 .

COINACOBAHO:

WocTtanb O.B.

YceHok C.C.

1/1ncT akTyanusaunm caaeTcs B 3NEKTPOHHOM Buge B YuebHbiit otaen AHMOO «KKY»


https://i-exam.ru/

ABTOHOMHas! HEKOMMepUecKas npodeccuoHasibHasi 06pa3oBaTe/ibHast

opraHusaums

«KAJTMHVHIPAZICKUIA KONNEQK YTTPABEHNS»

YTBepXAaeHo

Y4yebHo-MmeTOANYECKMM coBETOM Konnenxa
MPOTOKO/ 3acefiaHuns

Ne 33 ot 01.09. 2021 r.

PABOYAA NMPOIMrPAMMA ONCUUNTT/TNHBI
OJOKYMEHTAUMNOHHOE OBECIEYEHUE YTIPABJIEHNA

Mo cneunanbHoOCTH
Ksanugmkayms

dopma 06y4yeHus

Pabounii yuebHbIid nnaH no

CneunanbHOCTU YTBEPXKAEH
anpekTopom 12.04.2021 .

(Orn.o4)
38.02.04 Kommepuumsa (no otpacnsm)
MeHepKep no npoaaykam

O4YHas

KannHunHrpag,



JlncT cornacoBaHuns paboyein NporpamMmmbl AUCLUUNINHbI

Pabouas nporpamMMa AuUCLUMNANHBI  «[JOKYMEHTaLMOHHOe O6ecrneyeHne  ynpaBiaeHUs»
paspaboTtaHa B cooTBeTcTBUM ¢ ®IOC CIO no cneuunansHocT 38.02.04 Kommepuus (no
oTpacnsm), yTBEPXAEHHbIM MpuKa3oM MuHucTepcTBa 06pa3oBaHUs U Hayku PocCUincKol
®epepaumm oT 15.05.2014 1. Ne 539.

Paboyas nporpamma [AUCLUMMAUHbLI pacCMOTpPeHa W ofobpeHa Ha 3acefaHUn Y4yebHo-

METOAMYECKOro coBeTa Konneaxa, npotokon Ne 33 ot 01.09. 2021 .

PermcTpaymoHHbIi Homep



Cogep>kaHune Crp.
Llenn v 3agaym 0CBOEHNS ANCLUNINHLI 4
MecTo gucunnnnHel B cTpykType OMOIr 4
MepeyeHb NNaHNUPYeMbIX pe3ynbTaToB 00YUYeHUs NO AUCLMNINHE,

COOTHECEHHbIX C MIaHUPYyEMbIMU pe3y/ibTaTaMy OCBOEHUS 4

o6pas3oBaTe/ibHO Nporpammbi

O6beM, CTPYKTYpa 1 cofiepXKaHne AUCLMNVHBI B 3a4€THbIX eAnHNLAX C
yKasaHWeM KOnMyecTBa akaZieMUYeCKMX 4acoB, Bblfe/IeHHbIX Ha
KOHTaKTHY0 paboTy obyu4arowmxcs ¢ npenogasarenem (No suaam
3aHATUIA) U Ha CaMOCTOSTENbHYI0 PaboTy 06ydaroLmxcs

MepeyeHb 06pa3oBaTe/IbHbIX TEXHOOMNIA, UCMO/b3YeMbIX MPU
ocyLlecTBieHMM 06pa3oBaTeNbHOroO nNpoLecca no AUCUMNIMHE, BKIOYas
nepeyeHb JINLEH3NOHHOTO MPOrpPaMMHOro obecneyveHns, COBPEMEHHbIX
npoeccroHabHbIX 6a3 JaHHbIX Y MHPOPMALMOHHBIX CMIPaBOYHbLIX CUCTEM

OugeHoYHble cpefcTBa U MeTOANYECKME MaTepuasbl MO0 UTOram OCBOEHUA
ANCUMNANHBI 10

OCHOBHasl 1 fONONHUTENbHAsA yYebHas nuTepaTypa U 3N1eKTPOHHbIE AN
o6pa3oBaTe/bHbIE PECYPCbl, HEOOXOANMbIE 415 OCBOEHUS ANCLMMVHBI

[lononHMTE bHbIE PecypChbl MH(OPMaLMOHHO-TENEKOMMYHUKALMOHHOM
ceTn «HTepHET» HEOBXOAMMbIE N5 OCBOEHMS AUCLUNINHBI 12

TpeboBaHMS K MUHMMaNIbHOMY MaTepUasibHO-TEXHUYECKOMY
obecneyeHnto, HEOOXOAMMOIO ANS OCYLLECTBNEHMSA 06pa30BaTe/IbHOIo 12
npouecca no AUCUUNINHE

MpunoxeHne 1 OueHOYHbIE CpeAcTBa 414 NPOBELEHNA BXOLHOTO,
TeKyLLlero, py6e>kHoro KOHTPOAs 1M NPOMEXYTOUYHOW aTTecTauum
06yuaroLLMXCA MO AUCLUNINHE N METOAUYECKME MaTepuasbl Mo ee
OCBOEHUIO


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

1. Uenwn v 3agaym 0CBOEHUA AUCLUNNUHBI

OucumnnmHa  «[JOKyMeHTaluMOHHOe  obecrneyeHwe  yrnpasneHus»  opmupyet
CNOCOBHOCTb  BefleHUs [eNnonpou3BOACTBA M [OKYMeHToobopoTa Ha npeanpuatum (B
opraHusauum).

Llenb OCBOEHWA  AUCUMMIUHBLI - «JJOKyMEeHTaUWOHHOe 06ecrneyeHne ynpaBneHus»
3aK/l0YaeTcs B OB/AJEHUN OCHOBaMMW MPABU/LHOrO OMOPMIEHUA [LOKYMEHTOB COr/acHO
Tpe6oBaHuam TOCTa v Hagexallei opraHu3almein LOKYyMeHTo060poTa B OpraHu3auuu.

3agaun:

- (bopMMpOBaHMe Y 06yyatoLLMXCA CUCTEMHOMO NOAXoA4a K enonpons3BoACTBY;
- (hopmMypoOBaHMe OCHOB 3HAHUIA HOPMAaTUBHO-METOAMYECKON 6a3bl [enonpousBoACTBa U
cocTtasa peksusntos FOCT P 7.0.97 - 2016, cneungukn ctaHgapta FOCT P 7.0.97 -

2016;

- YCBOEHWe MeTas3blKa 4e/10Npon3BOACTBa B YCTHOM U NUCbMEHHOW (OopME;

2. MecTto ancumnnaunHel B cTpykType MIMCC3

OucunnnmHa  «[JOKyMeHTauMoHHOe  obecrnievyeHne  ynpaBieHUsi»  OTHOCMTCA K
0bueobpasoBaTeibHbIM AUCUUNIMHAM NPOGECCUOHANBHOMO YY4e6HOro LK.

N3yuaeTcs Ha BTOPOM Kypce B TPETbeEM W YeTBEPTOM ceMecTpe. [poMeXyTouyHas
aTTecTauus B popMe 3a4eTa C OLIEHKON.

MonyyeHHble B MPOLECCE O0OYYEHMS 3HAHWS, YMEHMS 1 NPAKTUYECKUA OMbIT MOFYT ObITh
CMO/Mb30BaHbI NPY NPOXOXAEHUN BCEX BUAOB MPaKTUK.

B pe3ynbTaTe 0CBOEHMS ANCLMNANHBI 06YYatoLLMIACA [JOMKEH:

YMETb:

- oopMnsiTb WM MpoOBepsATb  MPaBWU/bHOCTb  OOPMAEHMS  AOKYMEHTauuM B
COOTBETCTBMM C YCTAHOB/IEHHbIMW TPeOOBaHMSIMMK, B TOM YMUCME UCMO/Mb3ys MHHDOPMALMOHHbIE
TEXHONOTUK;

- MpOBOAMTb aBTOMaTU3MPOBaHHY 06pabOTKy AOKYMEHTOB;

- OCYLLECTBNATb XpPaHEHWNE U MOUCK AOKYMEHTOB;

- 1CNONb30BaThb TeNeKOMMYHUKALNOHHBbIE TEXHONOrUn B 3NIEKTPOHHOM
AOKYMEHTO060pOTE;

3HaTb:

- OCHOBHbIE MOHATUA: LeNW, 3afa4vn U NPUHLMMbI JOKYMEHTALUMOHHOIO0 06ecneyvyeHus
ynpaBneHus;

- CMCTeMbl AOKYMEHTALMOHHOTO 06eCNeYeHNs yrnpaBneHns, NX aBTOMaTU3aLmIo;

- KnaccudmKaumio JOKYMEHTOB;

- TpeboBaHWUs K COCTaBNEHMNIO U OPOPMIEHNIO AOKYMEHTOB;

- opraHusauuio AOKymeHToO6opoTa: npuem, 06paboTKy, perucTpaumio, KOHTPOSb,
XpaHeHWe JOKYMEHTOB, HOMEHKNATYPY Aen.

3. MNepeyeHb NIaHMPYeMbIX Pe3ybTaToOB 00yUYeHMsA MO AUCLUMNINHE, COOTHECEHHbIX C
NAaHMpPyeMbIMW pe3ynbTaTaMy 0CBOEHUSI MPOrpamMmmbl NOArOTOBKM CreLmManucToB
CPeAHEro 3BeHa

3.1.ba3oBble NOHATUA, UCMO/b3yEMbIe B AUCLUMNINHE

[lenonpounsBofCcTBO, AOKYMEHTAUMOHHOEe 06ecneyveHne ynpaB/ieHYECKOW [eATeNIbHOCTH,
LOKYMEHTUPOBaHMe, [OKYMEHT, opraHusauus paboTbl C AOKYMeHTamu, [LOKYMeHT0060poT,
ohmumanbHble [LOKYMEHTB!, cuctema [AOKYMeHTaLum, cucTemMa  3/71eKTPOHHOIO
[OKyMeHToO60opoTa (C34)



3.2. MnaHnpyemble pesynbTaTbl 06yYeHUSs

PesynbTataMu 0CBOeHWs paboyeil nporpaMMbl  Y4YeGHOM  AUCUMNAWHBLI - ABNSETCA
OBNafileHve CTyAeHTamu Cnefyownmmy KOMNeTeHLMAMN:

OK 1 TMoHvMMaTb CYLLHOCTb M COLUMaTbHYK 3HA4YMMOCTb CBOel Gyaylieit npodeccuu,
NPoSBNATb K HEll YCTONYMBBIA MHTEPEC.

OK 2. OpraHu3oBbIBaTb COOGCTBEHHYH [AeATe/IbHOCTb, BblOMPaTb TUMOBbIE METOAbI U
CNocobbl BbIMOMHEHNA NPOMeCCUOHANbHbIX 3a4a4, OLEHNBaTb UX 3NPEKTUBHOCTb N Ka4eCTBO.

OK 3. MpuHMMaTb pelleHns B CTaH4APTHbIX M HECTaHAAapPTHbIX CUTyauusaX U HecTu 3a
HWUX OTBETCTBEHHOCTb.

OK 4. OcyuwectBnaTb MOUCK W WCNO/Mb30BaHME WHGMOpMaLMK, Heobxoaumon ans
3(h(PeKTMBHOIO BbINO/HEHNSA MPO(ECCMOHA/IbHBLIX 334ay, NPOMecCUOHaNbHOINo M JIMYHOCTHOrO
pasBUTUA.

OK 6. PaboTtaTb B KOMMEKTMBE M B KOMaHAe, 3P(eKTMBHO 06WATbCA C KO/ieramu,
PYKOBOACTBOM, NOTPEOUTENAMMN.

OK 12. CobniogaTb AeicTBytOLLee 3aKOHOAATE/NIbCTBO W 06sA3aTeNlbHble TpeboBaHUS
HOPMaTVBHbIX LOKYMEHTOB, & Tak)e TpeboBaHWSA CTaHAAaPTOB, TEXHUYECKNX YCNOBUIA.

MK 2.2. Odopmnatb, NPOBEPATL NPaBUILHOCTL COCTaB/IEHMSA, 06ecneymnBaTb XpaHeHue
OpraHn3aunoHHO-pacnopsANTeNIbHbIX, TOBapOCOMPOBOAUTENbHBLIX U UHbLIX  HEO6XO4UMbIX
[AOKYMEHTOB C MCMNO/Ib30BaHMEM aBTOMATU3MPOBAHHbLIX CUCTEM.

4. O6beM, CTPYKTYypa 1 cogepxkaHue AUCUUNINHBI C YKa3aHUEM Ko/inyecTBa
aKafeMn4yecKMX 4acoB, BblfeNleHHbIX HA KOHTaKTHYO paboTy 06y4varomxcs ¢
npenogasatenemM (Mo BMam 3aHATUIA) U HA CAMOCTOATENIbHYO PaboTy 0byvaroLmxcs.

4.1 O6bemM AUCUUNINHDBI
Tabnmua 1- TpyLoemMKOCTb ANCUUNANHBI

O6bem AMCUNNAUHBI Bcero yvacos

O6bem ob6pa3oBaTeNbHOM Harpy3Ku 54

B ToM uuncne:

KOHTaKTHas paboTa 00yuvaroLmxcs ¢ npenogasaTesieM 36

1 Mo Bugam y4ebHbIX 3aHATUA:

TeopeTunyeckoe 0by4yeHue 18
lMpakKTMnyecKne 3aHATUSA 16
MpoMeXyYTOUHOI aTTecTalMmn 06yyatoLerocs - 3a4eT C OLEHKOWA 2

2. KoHcynbTaums 2

3. CamocTosiTesibHas paboTa 06yyaroLwmnxcs: 16

MoAroTOBKA K 3a4eTy C OLEHKO 16



4.2. CTpyKTypa AUCUMMNAVHDI

Tabnuua 2 - CTpyKTypa AUCLUNINHBI

Ne
Paspgen, TeMa nporpaMmbl y4e6HOW AUCUUMNINHbI
1. O6Lume cBefieHMA 0 Ae/I0NPOn3BOACTBe
2. CuCTeMHbI XxapakTep 4eN0Mpou3BoACTBa
3. XapakTepucTnka JoKymeHToo60poTa
4. [JOoKyMeHT0060pOT B opraHu3aumu ¢ ncnonb3osaHnem C3/

3ayeT C OLeHKOl

KoHcynbTaums
Bcero

CemecTp

5

Hegena cemecTpa

1-2

3-6

7-10

11-14

14
14

Bcero

18

54

Bugpbl yuebHo it paboThl,
BK/10HasA CaMoC TOATE/bHYIO
paboTy oby4daroLmxca un
TPYLOeMKOCTb (B Yacax ayj.)

£1

Jlekymn

18

g

16

C

p

5

(¥

pqg Bug KoHTpons

TeKyLwmii KOHTPOSTb
- TemaTun4yeckuin
KOHTPO/1b
TeKyLWwmii KOHTPO/Ib
TemaTn4yeckuin
KOHTPO/Tb
Py6eXHbIi KOHTPO/1b
TeKyLWmMii KOHTPOSb
- TemaTn4yeckuin
KOHTPO/1b
TeKyLWmMiA KOHTPOSb
- TemaTn4yeckuin
KOHTPO/1b
MpomexxyTouHas
aTTecTayms

16

16



4.3. Cofep>kaHue ANCUMNNNHBI, CTPYKTYPUPOBAHHOE M0 Temam

4.3.1. TeopeTnyecKkne 3aHATUA - 3aHATUA NEKLUNOHHOIo TUna

Tabnuua 3 - CofepxxaHue NEKLUOHHOIO Kypca

No
n/n

HanmeHoBaHwve pasgena
(Mogyns) AUCUMNVHBI,
TeMb!
O6Lupe cBefieHWs 0
[enonpon3BOACTBe

OpraHu13aLVoHHO-MPaBoBast
[OKYMeHTaLWsi

OpraHu3aLmMoHHO-
pacnopsiauTenbHast
[OKYMeHTaLs.

MHhopMaLmoHHO-
CrpaBoYHasi JOKYMeHTaLyis.
JOoKYMeHTbI N0 INYHOMY
cocTaBy

XapakTepuctnka
[LOKyMeHTO060poTa

CogepxxaHuvie

CocTaBrsiiolyie  HOPMaTVMBHO-METOAUYECKOM — 6a3bl  [eN0NpOM3BOACTBA.
CoctaB pekBusutos MOCT P 7.0.97 - 2016. BnaHk. Knaccnmkauyms
[LOKYMEHTOB M0 COZepP>KaHWio; Mo BUAY, MO CTENEHWN CMNOXHOCTW; MO0 MeCTY
COCTaB/IeHUSI; MO CPOKY WCMOSIHEHWS; MO MPOUCXOXAEHUIO; MO CTemneHu
rNacHOCTU; M0 FOPUANYECKON CUsie; MO Ha3HAYeHMIO.
YcTaB:  codep)kaHue  yctaea;  crneumdmka
YyTBEPXIeHNe.

MonoxeHve: TEKCT MOJIOXKEHNS; BU3NPOBaHWe, YyTBEPXKIEHNE.

JO/MKHOCTHAA NHCTPYKUMA: TEKCT, BU3NPOBAaHWe, YTBePXAeHNe.

LLITaTHoe pacnivcaHue: onpegeneHne, opopmieHne, Noanmch.

VHCTpyKUMS: onpeseneHune, ohopmaeHme, NoANUCL, BBeAEHWE B elicTBMe.
[Jorosop: onpegeneHuve, cogepxxaHue, o0bsi3aTesibHble 3/1eMeHTbI 40roBopa
MprKa3 Mo OCHOBHOM AesATeNbHOCTW: onpefeneHne; ohopMIeHne MPUKasa;
0b6s3aTeNlbHble  PEKBM3UTBLI;  CTPYKTypa npuKasa (3arosioBOK, TeKCT);
othopmMieHre NpuKasa; ohopMIeHMe NPUIOKEHUIA K NpYKa3y; BU3MPOBaHME,
pefaKTMpoBaHue, paccbinka, NoANMCb, MapLUPYT.

PacriopsixeHue: onpegeneHue, ohopMIIeHNE.

YKazaHue: onpegesneHvie, Npaso N3faHnA yKazaHns; ohopMIIeHNe.
MocTaHOBNEHME: cocTaBfeHWe 1 0hOPMIIEHNE.

PeLueHWe: 0T/IMUME peLleHns OT MNOCTaHOB/EHUS.

CnpaBKa: BHELLHSASA, BHYTPeHHAA. TeKCT CrpaBKu.

AKT: pasHOBULHOCTU aKTOB, CTPYKTYpa aKToB.

MpoTokon: BWAbl MPOTOKOMIOB 3acefaHuii; CTPyKTypa MpOTOKOMa; Adarta
NpoToKoNA.

[JoknagHaa n o6bACHUTENbHAA 3anucku. CnyxxebHoe nucbMo. MNpurkasbl Mo
NM4HOMY cocTaBy. [10NOXeHMe O MNepcoHasIbHbIX [AaHHbIX PaboTHUKA.
3asBneHvie. JInuHoe feno..

OpraHuzaums JoKyMeHT0060poTa. NMapameTpbl NOTOKOB, YUYUTbIBaEMbIe MPU
opraHusaumm  [OKyMeHToo6opoTa. Cxema  paboTbl  3/IEKTPOHHOIO
[OKYMeHT0060pOTa.

yCTaBa,  BM3MPOBaHMe,

Kon-Bo
yacoB

dopma
npoBeaeHnA
3aHATUA
TemaTundeckas
nexkyusa

Tematunyeckast
Nnekums

Tematunyeckast
Nnekums

Tematunyeckast
Nnekums

Tematunyeckast
Nnekuns

OLgeHOYHOoe CPeiCcTBO

YCTHbI onpoc, TecT

YCTHbIN onpoc

YCTHbIli onpoc

YCTHbI onpoc
TecT

YCTHbIN onpoc



TexHo/ormsa paboTbl ¢ JOKYMeHTaMu B 6aHKe. Cxema JOKYMeHT0o060poTa B 6

OKYMEHTO060pOT B
Aoky P 6aHKe. OpraHusaumsl JOKyMeHT0060poTa B 6aHKe C 1crosib3oBaHeM CI/,.

opraHv3aLmm ¢
ncnosb3osaHnem C3/[,

Bcero: 18

4.3.2. 3aHATMA CEMNUHAPCKOro Tna

Ta6nmua 4 - CoaepxxaHue NpaKTUYeCKoro (CeMMHapPCKOro) Kypca

No
n/n

Kon-Bo yacoB
TeMbl NPaKTUYECKNX 3aHATUI

CemuHap Ne 1. O6LLUme cBefieHNs O 4e/I0NPON3BOACTBE 2
VcTopusa genonpounssofctsa B Poccun. CocTaBnstoLLMe HOPMATUBHO-METOANYECKON 6asbl

fenonponsBogctBa. Cocta pekBusuToB FOCT P 7.0.97 - 2016. BbnaHk. Knaccugmkaums

[OKYMEHTOB.

CemuHap Ne 2. OpraHm3saLoHHO-NpaBoBas JOKYMeHTauus 2
YctaB opraHusauun. T1onoKeHe 0 CTPYKTYPHOM MoApasfeneHnn. JOo/mKHOCTHasA WHCTPYKLUUS.

LLiTaTHoe pacnuncaHue. IHCTpyKLUmA. [loroBop

CemuHap Ne 3. OpraHu3aloHHO-pacnopsaanTe/ibHas JOKYMeHTaL S, 2
MprKa3 No 0CHOBHOWM AeAaTelbHOCTU PacrnopshkeHne YKasaHuve MNoctaHoBNeHWe PelleHne
CemuiHap Ne 4. VIHhopMaLMOHHO-CNpaBoYHas AOKyMeHTaums. 2

CnpaBka. AKT. MpoTokon. [oknagHas 1 06bsiCHUTeNbHas 3anncku. Cry)xe6Hoe NUCbMO

CemuHap Ne 5. JOKYMeHTbI MO SIMHHOMY COCTaBY 2
Mprkas no nMyHomy coctaBy. JIMUHOe Aesno
CemyHap Ne 6. XapaKTepucTuka JOKYMeHToo60poTa 2

MapameTpbl MOTOKOB, Y4YMTbIBaeMble MpU OpraHM3auMn 4OKYMeHT0060pOoTa: Hamnpas/ieHMe MOoToKa,
06bEM MOTOKA; CTPYKTYpa MOTOKa, PeXXUM NOTOKA. SNEeKTPOHHbI JOKYMEHTO060poT
CemuHap Ne 7. [JOKyMeHT0060pOT B OpraHm3auumm ¢ Ucnosib3oBaHnem C3/L4 4
TexHonormsa paboTbl C JOKYMeHTamMuy B opraHumsaumm. Cxema [OKYMeHT0060poTa B OpraHvsauum.
OpraHuzaumsi [OKyMeHT0060poTa B C MCMo/Ib3oBaHNeM C3[,

Bcero 16

Bble3gHoe
3aHATHE.
Temartunyeckasi
nexkyua

dopma
npoBefeHns
3aHATUA

CemuHap - nipecc-
KOHepeHuus

[MpaKTnyeckoe
3aHATME

MpakTnyeckoe
3aHATVE
[MpaKTnyeckoe
3aHATYE

MpakTnyeckoe
3aHATNE
TemaTuueckunii
ceMuHap

TemaTn4eckuii
ceMuHap

YCTHbIN onpoc

OLEeHOYHOe CPeACcTBO

Mpe3seHTauws, pedepart

MpakTnyecKoe 3agaHne

[MpaKTnyeckoe 3afaHve

MpaKTuyeckoe 3afaHvie

MpakTnyecKoe 3agaHne

[Mpe3eHTaUmMs, joKNag

MpeseHTauMA



4.3.3. CamocToATe/IbHasA paboTa

Tabnuua 5- 3afaHua Ans caMOCTOATENIbHOTO N3yYeHns

Ne Kon-Bo *
Tema OLEeHOYHOE CPeacTBo
n/n YyacoB
1  TMoAroToBKa K3a4eTy C OLEHKOMA. 16 3aueT C OLeHKOM

Bcero 16
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5. MepeyeHb 06pazoBaTe/IbHbIX TEXHO/IOMMNIA, UCMONb3YEMbIX MPW OCYLLLECTB/IEHUN
obpasoBaTenibHOro npotecca rno AUCUMNAInHe, BK/OYasa rnepeyeHb NNLEH3NOHHOIO
nporpaMmMHOro obecneyvyeHnsi, COBpPeMeHHbIX NPoeccuoHasIbHbIX 6a3 AaHHbIX U
NHPOPMAaLMOHHbIX CMPaBOYHbIX CUCTEM

5.1. ObpasoBaTe/ibHble TEXHO/I0M N

B npouecce 0CBOEHUS AUCUMNAMHBI «[OKYMEHTaLMOHHOE 0b6ecreyeHne ynpaBneHns»
MCNONb3YIOTCA CeaytoLie 0bpa3oBaTe/ibHble TEXHONOMUK:

1 CraHpapTHble METOAbl 00yYeHNs:

- NeKumu;

- CEMUHAPCKNE 3aHATUS;

- camocTosTeNbHasA paboTa (4ns NOArOTOBKM K caye 3a4yeTa C OLLEHKON).

2. MeTogbl 00y4yeHUs C MNPUMEHEHWEM WHTEPaKTMBHbLIX (opM 06pa3oBaTe/ibHbIX
TEXHOMOT NIA:

- Npe3eHTaLNN;

- NPaKTUYeCKMe 3afaHuns;

- CUTYaLVOHHbIe 3aJauu;

- Bbl€3/[Hble 3aHATUS.

5.2 JINLeH3MOHHOE NPorpammMHoe obecrieveHue:

B 06pa3oBaTe/ilbHOM MPOLIECCE MPU U3YUYEHUN AWUCLMMANHLI UCMONb3YeTCs creaytollee
NMLEH3MOHHOE NPOrpaMMHOE 06ecneyeHne:

onepaLMoHHbIE CUCTEMBI MS Windows 10 Professional SP1
MS Windows 7 Professional SP1
MS Windows Server 2016 Standard
O(UCHble NporpaMmbl MS Office 2013 Standart
MS Project 2013
Adobe Acrobat 11

6a3bl AaHHbIX MS Access 2013
aHTUBMPYCHbIE MaKeTbl AVP Kaspersky Endpoint Security 11
CUCTEMa TeCTUPOBAHUA INDIGO

5.3. CoBpeMeHHble NpoteccMoHanbHble 6a3bl JaHHbIX

B o6pa3oBaTenibHOM npoLecce Npu M3yYeHUU AUCLUUMAUHBI UCMO/b3YOTCA CneyroLme
COBpPeMeHHbIe npodeccuoHasbHble 6a3bl JaHHbIX:

1 «YHuBepcuteTcKaa Bubnuoteka OHnaitH» - https://biblioclub.ru/.

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

5.4 H(hopmaLMOHHbIe CNpaBOYHble CUCTEMbI:

N3yyeHne  AMCUUNAMHBI  CONPOBOXAAETCA  MPUMEHEHWEM  WH(OPMAaLMOHHBIX
CNPaBOYHbIX CUCTEM:

1 CnpaBo4Has MHpOPMaLMOHHO-MPaBoBas cuctema «lapaHT» (gorosop Ne 118/12/11).

2. CnpaBo4yHas MHMOpMaLMOoHHO-NpaBoBas cuctema «KoHcynbTaHTlNt0C» (forosop Ne
M20-92 ot 01.03.2020).


https://biblioclub.ru/
https://lib.tusur.ru/ru/resursy/bazy-dannyh/elibrary-ru
http://www.elibrary.ru/
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6. OUeHOUYHbIe CpeAcTBa M MeTOANYECKME MaTepuasnbl MO UTOramMm OCBOEHUS AUCLUN/IHBI

Tunosble 3afaHus, 6a3a TECTOB W WHble MaTepuanbl, HeoOXO4MMble A1 OLEHKU
pe3ynbTaToB OCBOEHWS AWCLMUMINHLI (B T.4. B NPOLIECCE ee OCBOEHUSA), a TakKe MeTOoAMYEeCKMe
martepuabl, onpefenstoLine npoueaypbl 3TOW OLEHKN MPUBOAATCS B NPUIOXKEHUN 1 K pabouei
nporpamme gUCLUUNINHLI.

YHuBepcasibHasas CUCTEMA OUEHWBaHWA pe3ynbTaTOB  00YyYeHUS  BbIMNOJIHAETCA B
cooTBeTCTBUM C lMonoXeHMeM O ¢opmax, MePUOSUYHOCTU W MOPALKE MPOBeLeHUs TeKyLlero
KOHTPO/A YCMEeBaeMOCTU W MPOMEXYTOUYHON atTecTauum obydarowmxca B AHIMOO «KKY»,
yTBEPXAeHHbIM npukasoM aupektopa ot 03.02.2020 r. Ne 31 o/g4 1 BKOYaeT B ceb6s CUCTEMBI
OLIEHOK:

1) «OTNIMYHO», «XOPOLUO», «Y[0BNETBOPUTENBHO», «HEY0BNETBOPUTENLHOY;

2) «3a4YTEHO», «HE3aUYTEHOX.

Mpun pa3paboTke OLEHOYHbIX CPeACTB MpernojaBaTefieM WCMoMb3yrTca 6asbl AaHHbIX
negarornyecknx  U3MepuTeNnbHbIX — MaTepuanoB,  npegoctaBneHHbIX OO0  «Hay4Ho-
MCCNeaoBaTeIbCKUn UHCTUTYT MOHUTOPMHIA KayecTBa 06pa3oBaHms».

7. OCHOBHasl 1 AONOHUTeNbHAA yyYebHas nuTepaTypa 1 3N1eKTPOHHbIe 06pasoBaTe/lbHble
pecypcbl, HEO6X0AUMbIE A1 OCBOEHUSI AUCLUMINHBI

7.1.  OcHOBHas y4yebHas nuTepaTypa

1 BewkypoBa, A.b. [JokymeHTaLMOHHOE ObecrneyeHne ynpasneHus: yyebHoe nocobue
ANs CTY[EHTOB cpeAHero npodeccuoHanbHoro obpasosaHusa: [12+] / A.b. Belwkyposa. -
Mocksa ; bepnuH : AnpekT-Meguma, 2020. - 170 c.: un, Tabn. - Pexxum focTyna: no noAnucke. -
URL.: http://biblioclub.m/index.php?page=book&id=570999 - bubnuorp.: c¢. 156-159. - ISBN
978-5-4499-0436-2. - DOI 10.23681/570999. - TeKCT: 3N1eKTPOHHbIIA.

2. TpuHbepr A. C., Top6aués H. H., MyxamerwmnHa O. A.. [OKyMEHTaLMOHHOe
obecrieyeHne ynpasneHus: y4ebHUK [AneKTpoHHbIA pecypc] / M.:KOHuTu-AaHa, 2015. -391c. -
978-5-238-01770-9 - TeKCT: 3/IEKTPOHHbIA.

7.2. JononHuTenbHasa yyebHasa nuTtepartypa

1 ApacnaHoea, B.A. [1oKyMeHTauuoHHOe o06ecneyeHne ynpaeneHus: y4yebHoO-
npakTU4Yeckoe rnocobue B cxemax, Tabnuuax, obpasuax: [12+] / B.A. ApacnaHosa. - 2-e W34,
pon. v nepepab. - Mocksa; bepnuH: AupekT-Megua, 2020. - 265 c. : un., T1abn. - Pexum
poctyna:  no nognucke. -  URL: http://biblioclub.m/index.php?page=book&id=578394 -
Bubnunorp. B kH. - ISBN 978-5-4499-1454-5. - DOI 10.23681/578394. - TeKCT: 3N1eKTPOHHbIN.

2. baHkoBckoe feno :yye6Huk / KO.M. Cknsposa, W.FHO. Cknsapos, H.B. Co64eHko u gp. ;
nog ob6bw. peg. HO.M. Cknaposoii ; ®defepanibHOe TOCYAapCTBEHHOE — OHOKETHOe
obpas3oBaTeNlbHOE Y4peX/eHne BbICLIEr0 MpodeccMoHanbHOro obpasoBaHus CTaBpOMOMbCKUI
rocyfapCTBEHHbIN arpapHblii yHUBepcuTeT. - CTaBponosb: CTaBpOMoSbCKUIA rocyaapCTBEHHbIN
arpapHbIii yHmusepcuteT, 2017. - 400 c.: un. - bubnumorp. B KH. - ISBN 978-5-9596-1395-2; To xe
[@nekTpoHHbIA pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=484973- TekcT :
3NEKTPOHHbIIA.

3. 'posoBa, O.C. [enonpons3BoactBo: yyebHoe nocobue / O.C. Npo3oBa; MOBOMKCKNIA
FOCY/JapCTBEHHbIi TEXHONOTNYECKMI YHBEpCUTeT; nog ped. J1.C. Xypasnesoii. - Mowkap-Ona:
MrTy, 2015. - 124 c.: un. - brubn. B KH. - ISBN 978-5-8158-1599-5; To e [INeKTPOHHbIA
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=439196 - TeKc : 3NEKTPOHHDbIIA.

4. Pblbakos, A.E. OcHOBbI fenonponsBofcTa: yuyebHuk / A.E. Pbibakos. - 3-e u3fg.,
ncnp. - MuHck: PUMO, 2016. - 320 c. - bubnmorp. B kH. - ISBN 978-985-503-606-8; To e


file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
http://biblioclub.m/index.php?page=book&id=570999
http://biblioclub.ru/index.php?page=book&id=578394
http://biblioclub.ru/index.php?page=book&id=484973
http://biblioclub.ru/index.php?page=book&id=439196
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[@nekTpoHHbI pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=463666- TekcT:
3NEKTPOHHbIN.

7.3. epevyeHb HOPMATUBHbIX NPaBOBbLIX aKTOB

1 Tpyposoi kogekc PP ot 30.12.2001 Nel197 - @3.

2. TpaxpaHcknii kogekc PP 4yl oT 30 HoAbps 1994 Nobl - 3. IneKTPOH. AaH. W
nporp.: focTyn Yyepe3 cucteMy KoHCynbTaHT-MNtoC.

3. 3akoH P® ot 21 utona 1993 Ne5485 - 1 «O rocyaapCTBEHHON TailHe C M3MEHEHMEM
ot 06 okTa6psa 1997) // C3 P® 1997 Nedl Ct1.4673.

4.  ®depepanbHblii 3aKkoH 0T 20 heBpana 1995 Ne24 - ®3 «O6 MH(opMauum 1 3alimTe
nHgopmaunm» // C3 PO 1995 Ne8 CT.6009.

5 ®epepanbHblil 3akoH 0T 04 mtona 1996 Ne 85-d3 «O6 yyacTuu B MeXAYHapOLHOM
NH(OpMaLMOHHOM obmeHe» // C3 P® 1996 No28 Ct.3347.

6. [ocTtaHoBneHue lMpaButensctea PP o1 28.07.05 Ne452 «O TUNOBOM pernameHTe
BHYTPeHHen opraHusauun gefepanbHbiX OpraHoB UCMONHUTEIbHOW BNACTW». DNEKTPOH. AaH. U
nporp.: 4ocTyn yepe3 cuctemy KOHCYNbTaHT - MOC.

7. Ykas lNpe3sngeHTta PP oT 6 mapTa 1997 Nel86 «O6 yTBEP)KAEHUM MEPEYHst CBEAEHWI
KOH(pMAeHLManbHoro xapakrepa» // C3 P® 1997 Ne10 Cr.1127

8 Yka3 [lMpesmgeHTa Pd o1 24 guBapa 1998 . Ne64 «O nepeyHe CBeAeHWA,
OTHECEHHbIX K FOCYJapCTBEHHOW TailHe (C M3MeHeHnsaMU oT 24 siHBapsa 1998) // C3 Pd 1995 Ne49
C1.4775; 1998 No5 Cr.561.

9. MoctaHoBneHue MpaButensctea PP otT 04 ceHTAGps 1995 Ne870 «O6 yTBEPXAEHMM
MpaBunn OTHECEHUA CBEAEHWIA, COCTaBAIOLLMX rOCYAapCTBEHHYIO TallHy, K pa3/IMyHbIM CTENeHAM
cekpeTHocTu» // C3 P® 1995 Ne37 CT1.3619.

10. MoctaHoBneHue MpaButensctBa PCPCP oT 05 gekabps 1991 Ne35 «O nepeyHe
CBefleHWIi, KOTOpble He MOTYT COCTaBNATb KOMMEPYECKYO TaiHy» // CMIMP® 1992 1-2 C1.7.

11. MNocTtaHoBneHue MpaBuTenbcTBa PP 0T 27 fekabps 1995 Nel268 «O6 yrnopssoueHnn
M3roTOBNEHUS,  UCMONb30BaHWUSA, XPaHeHWs U YHUUTOXEHWA neyaTteid ©  6GMaHKOB C
BocnpounsBeaeHnem MocygapcTBeHHoro repba P® // C3 P@® 1996 Ne2 Ct.123.

12. MMocTtaHoBneHne T[paButensctBa P® o1 07 pgekabps 1996 Nel463 «O6
MCNONb30BaHNM B Ha3BaHMWN OpraHu3auuii HauMeHoBaHWiA «Poccus» «Poccuiickas Pefepaumss.
OnekTpoH. AaH. U nporp.: goctyn yepes cucteMy KOHCYNbTaHT - MIIHOC.

13. TOCT P 7.0.97 - 2016 «CucTema cTaH4apTOB MO MH(opMaTu3almm, 6ubanoTeyHoMy
W un3garensckomy geny. OpraHu3auMOHHO-NPaBoBas  [AOKyMeHTaums.  TpeboBaHMA K
O(hOPMNEHMIO AOKYMeHTauum», AnekTpoH. MaH. U nporp.: goctyn yepes cucteMmy KoHCynbTaHT
- nnoc.

8. lonoNHNTeNbHbIE Pecypcbl MH(OPMaLMOHHO-TENEKOMMYHUKALMOHHOM CeTu
«/IHTEpHET», HEOBXOAUMbIX /11 OCBOEHMSA ANCUUNINHbI

http://bankir.ru/ - IHdopmaLmoHHoe areHTcTBO Bankir.Ru

http://cbr.ru/ - OuymansHbIi cadT baHka Poccun .

http://finvector.ru/ Hay4Ho-npakTu4eckuii XXypHan «baHKOBCKME YCyru».
http://lib.usue.ru - VIHopMaLMOHHO 6MGINOTEUHBIA KOMMEKC.
http://www.bbdoc.ru/ - Bubnnoteka 6aHKOBCKOro0 fena.
http://www.eLIBRARY.RU - Hay4yHas 3/1eKTpOHHas 6ubnnoTeka.
http://www.biblioclub.ru - 9BC «¥YHuBepcuteTcKas 6MBINOTEKA OHMNANHY.
https://i-exam.ru/ - EQUHbIA nopTan MHTEPHET-TECTUPOBaHUSA B cihepe 0bpa3oBaHUs

O N OHAE WD


http://biblioclub.ru/index.php?page=book&id=463666-
http://bankir.ru/
http://cbr.ru/
http://finvector.ru/
http://lib.usue.ru/
http://www.bbdoc.ru/
http://www.eLIBRARY.RU
http://www.biblioclub.ru/
https://i-exam.ru/
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9. Tpeb6oBaHUSA K MMHMMa/IbHOMY MaTepuasibHO-TEXHUYECKOMY 06eCneyeHuto,
Heo6X0AMMOro /151 OCYLLLECTB/IEHUS 06pa3oBaTe/IbHOro npouecca Mo AUCUUNINHE

Ans  n3yyeHus [OMCUMNAUHBL  UCNONb3YeTCcA Nobas MynbTUMeAuiAHas ayauTopus.
MynbTUMeanitHaa ayauTopus OCHalleHa COBPEMEHHbLIMW CPeACcTBaMM BOCMPOW3BELEHUA 1
BU3yanM3aummn 060 BMAEO W ayaMo WHGOpMauMK, MOAYYeHUSs W nepefayn 31eKTPOHHbIX
[LOKYMEHTOB.

TunoBas KOMNAeKTauna MynbTUMESUAHON ayaUTOPUN COCTOUT U3

MYNbTUMELUAHOIO NPOEKTOPA,

MPOEKLNOHHOTO 3KpaHa,

aKyCTMYeCKOW CUCTEMbI,

NepCcoHaNbHOro KoMnbroTepa (C TEXHUYECKUMU XapaKTePUCTUKAMUN He HXKE: npoLeccop
He HWKe 1.6.GHz, onepatmBHas namsATb - 1 Gb, nHTepdeiicol nogkntovenns: USB, audio, VGA.

MpenogaBatesib UMeeT BO3MOXHOCTb /IeMKO YMNpas/sTb BCEA CUCTEMON, YTO MO3BOMSET
NPOBOAUTL NIEKL MK, MPaKTUYECKMe 3aHATUSA, MpeseHTaLumn, BebuHapbl, KOHPepeHuun 1 apyrue
BUAbl ayLUTOPHOW Harpysku obydarolmxca B YAOOHOW W JOCTYMHOW ANn8 HUX ¢opme ¢
NMPUMEHEHNEM  COBPEMEHHbIX WHTEPaKTMBHbLIX CPeACTB  00yyeHus, B TOM 4ucne C
MCMONb30BaHWEM B MpoLecce 00yYeHMs BCeX KOPMOPaTUBHbLIX pecypcoB. MynbTumMeaniiHas
ayanTopus TakXKe OCHalleHa LWMPOKONOOCHLIM LOCTYNOM B CeTb «/IHTEpHET».

KomnbloTepHoe 060py0BaHNEM MMeeT COOTBETCTBYHOLLEe NNLEH3NOHHOe NPOorpaMmmMmHoe
obecneyeHue.

Ons  npoBefeHWs  3aHATWIA  NIEKUMOHHOIO  TwWna  npegnaraldTca  Habopbl
AEMOHCTPALUMOHHOIO 060pyAoBaHNA W yyeBHO-HarnsaAHbIX  NOco6uiA, obecneymBaroLime
TemaTuyeckme UANCTpaLMmn, COOTBETCTBYOLWME paboyeli yueOHOW nporpamme AUCLUMANH.

MomeleHNs ANA CaMOCTOATENIbHOW PaboThl 06y4YatoLMXCA OCHaLeHbl KOMMbIOTEPHO

TEXHUKOM C BO3MOXHOCTbHO MOAKMOYEHUS K ceTu «/HTepHeT» u obecneyeHbl AOCTYMNOM B
3NEeKTPOHHYIO MH(OpPMaLMOHHO-06pa3oBaTe/lbHY0 cpedy VIHCTUTYTa.
YuebHO-MeTOAMYECKas nuTepatypa A0S AaHHOW AWCLUMNAMHBI UMEeTCs B Haluyuum B
3N1EKTPOHHO-OM6IMOTEYHOW cucTeMe «YHuBepcuTeTckas 6ubnmoteka ONLINE», pgoctyn K
KOTOpoii npegocrasfeH obyyatoLmmes. SNeKTPOHHO-6MbNNoTEYHASsA cucTtema
«YHusepcutetckas 6mbnmoreka ONLINE» peanusyet feraibHoe XpaHeHue, pacnpocTpaHeHue
M 3alnUTy LUPPOBOro KOHTEHTA y4ebHO-MeTOAMUYECKON NuTepaTypbl AN BY30B C YC/IOBUEM
0653aTeIbHOro CO6NI0AEHNA aBTOPCKNX U CMEXHbBIX MpaB. NEeKTPOHHO-6M6M0TevHas cucTema
«YHuBepcuteTckaa 6ubnnoteka ONLINE» ob6ecneumBaeT LUMPOKMIA 3aKOHHbLIA A0OCTYN K
Heob6Xo4MMbIM  And  00pa3oBaTe/lbHOro  npouecca  U3LaHUAM  C  WUCMOJIb30BAHUEM
MHHOBALMOHHbIX TEXHOMOTMIA N COOTBETCTBYeET BCeM TpeboBaHusm dIOC Crl10.
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[MpunoxeHuve 1

K paboyer nporpaMmMe AUCLMUMN/INHBI
«[JOKYMeHTaUMoHHOoe obecrneyeHme
ynpasneHus» (Or.04)

OLIEHOYHbIE CPE[ICTBA /1A MPOBEAEHUSA BXOAHOIO, |
TEKYLErO, PYBEXXHOIO KOHTPOS 1 MTPOMEXKYTOYHOW

ATTECTAUNN OBYUHAKOLWNXCA MO ANCUUNTITIMHE U
METOAONYECKNVE MATEPUWAJIbI MO EE OCBOEHNIO

NOKYMEHTALIMOHHOE OBECIMEYEHUE YTPABJIEHVA
(Or1.04)

Mo cneymanbHOCTU 38.02.04 Kommepuusa (rno otpacnsam)

KBanumkayms MeHepKep no npogaykam

dopma 06y4eHns O4YHas

KannHunHrpapg,
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6.1. OueHOUHbIe cpeacTBa No UToOram OCBOEHUA SUCLUMNNHBI

6.1.1. Llenb oUeHOYHbIX CPeacTB

Llenbl0  OUEHOYHbIX CPeACTB  ABMASETCA  YCTaHOB/IEHWE  COOTBETCTBUS  YPOBHSA
MOAroTOBNEHHOCTU 00yyarolerocs Ha fAaHHOM 3Tane o06ydeHus TpeboBaHMAM paboueit
nporpaMmMbl No ANCUMNANHE «[OKyMeHTaLNOHHOe 0becrneyeHne ynpaBaeHns».

OueHOYHble cpeAcTBa npeAHasHayeHbl AN KOHTPONAA W OLEHKM 06pa3oBaTeflbHbIX
LOCTUXEHUIA obyuatoLmxcs, OCBOVBLLNX nporpammy yuebHoW ANCLMNNHBI
«[10KyMeHTaLUnoHHOe obecrneyeHne ynpaeneHus». [lepeyeHb BULOB OLEHOYHbLIX CPeAcTB
COOTBETCTBYET paboyeil nporpaMme AUCLUMNIIVHI.

KoMNneKT OueHOYHbIX CPeACTB BK/KOYAET KOHTPO/IbHble MaTepuanbl A1 NpoBefeHus
BCEX BUOB KOHTPONS B (DOPMe YCTHOro Onpoca, MPakTUYeCKUX 3aHATUIA U MPOMEXYTOYHON
aTTecTayum B popMe BOMPOCOB Y 3alaHMNIN K 3a4eTy.

CTpyKTypa 1 cogep>aHue 3afaHnii - 3afaHns paspaboTaHbl B COOTBETCTBMM C paboyei
NpOrpammoin AucunnanHbl «JOKyMeHTaUnoHHOe 0b6ecrneyeHmne ynpaBneHns».

6.1.2. O6bEeKTbI OLEHNBAHUA - pe3y/ibTaTbl OCBOEHUA AVUCLUNNINHbI

OO6BLEKTOM OUEHMBaHUA fBNSETCA OBNAfleHWe OCHOBaMy NPaBWILHOTO O(OPMIEHUSA
[AOKYMEHTOB cornacHo TpebosaHmsaM TOCTa u Hagnexalleih opraHusauneli LOKyMeHToo6opoTa
¢ ucnonb3osaHnem C3/.

PesynbTatamu 0CBOEHWUA SUCLUNANHbI ABNAIOTCA:

- Y1 - ogopmnAaTb U MPOBepPATb MNPaBUNbHOCTb O(OPM/IEHUSA [LOKYMEHTauum B
COOTBETCTBUW C YCTAHOB/IEHHbIMWN Tpe6OBaHMAMMW, B TOM YMUCNE UCMO/Mb3Ys UHPOPMALUOHHbIE
TEXHONOrnu;

- Y2 - npoBOANTb aBTOMATU3NPOBAHHYO 06paboTKy AOKYMEHTOB;

- Y3 - 0CyLLEeCTBNATb XPaHEHME N MOUCK [JOKYMEHTOB,;

- Y4 - ncnonib3oBaTb  TeIEKOMMYHUKAUMOHHbIE  TEXHOMOTUU B 3/1EKTPOHHOM
[LOKYMEeHTO060pOTE;
- 31 - OCHOBHble TMOHATUA: UenW, 3agauyM U MPUHLUNBI  AOKYMEHTALMOHHOIO

obecneyeHns yrnpasneHus;
- 32 - cuctemMbl JOKYMEHTaLMOHHOIO 06ecrneyeHns ynpas/ieHus, UX aBToMaTn3auuio;
- 33 - KknaccugmKauno LOKYMEHTOB;
- 34 - TpeboBaHUS K COCTaBNEHNIO N OOPMIEHNIO JOKYMEHTOB;
- 35 - opraHusayuMo JOKymeHTooGopoTa: npuemM, 06paboTKy, permcrpauuto,
KOHTPO/1b, XpaHEHWE JOKYMEHTOB, HOMeHKNaTypy fer.

6.1.3. POpPMbl KOHTPO/IA U OLLEHKM PesynbTaToB OCBOEHUA

KOHTpOnb 1 OueHKa pe3ynbTaToB OCBOEHUS - 3TO BbISBEHUE, U3MEPEHME U OLEHMBaHNE
3HaHWIA, YMEHWIA W YPOBHA BnajeHuii (HOPMUPYIOLMXCA KOMNETEHUUA B pamMKax OCBOEHMS
ANCLMNAUHBI. B COOTBETCTBUM C Y4YeOHbIM MIaHOM M paboyeil NPOrpaMMoi AWUCLUNAUHBI
«[1I0OKyMeHTaLMoHHOe obecrneyeHne ynpaB/ieHUs» MNpeLyCcMaTpuMBaeTCA BXOLHOW, TeKyLWiA,
NePUOANYECKNIA N UTOTOBbIA KOHTPO/b Pe3yNbTaTOB OCBOEHMUS.
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6.1.4. MpumepHble (TMNOBbIE) KOHTPOJIbHbIE 3aflaHUSA WU UHble MaTepuansbl,
HeobXoAnMbIe ONA OUEHKW 3HAHWW, YMEHWIA, BNajeHWin (MM onbiTa AeATeNbHOCTU), B
npoLecce OCBOEHUS AUCLUNNHBI  (MOAYNA, NPaKTUKK), XapaKTepusylwmx aTanbl
(hopMMpOBaHMS KOMMNETEHLMI B NPOLLECCe OCBOEHMUS AUCLUMN/INHDI

MprMepHbIe OLEHOUYHbIE CPeACTBA A/1st MPOBeAeHNST TEKYLLLEro KOHTPOS
MprMepHbIe BONPOCLI yCTHOro onpoca

Bonpocbl Ansa yctHoro onpoca (YO-1):
1 Kakwue sTanbl NPOLLIO pasBUTNe OTeYeCTBEHHOrO 4e/I0npon3BoACTBa?
2. B 4yeM 0co6eHHOCTW NMPUKa3HOro Aenonpoun3BoAcTea?
3. B yeM 0COBEHHOCTW KOMEXCKOro 4enonpoun3BocTea?
4. Ha3oBUTe OCHOBHble 3aKOHOAATE/bHbIe aKTbl, OMpeAensBLUVe NOPALOK COCTaBNEHUA U

oopMneHNs OKYMeHTOB B yupexaeHmax XVIII ..

B yem 0co6eHHOCTM opraHusauumn genonpounssoacTea B XIX B.?

6. KakvuMu nyTtamu Lo perynvmpoBaHve Aenonpou3BOACTBA B MepBble oAbl COBETCKOM
BnacTun?

7. Uem 3aHUmanca VIHCTUTYT TexHUKK ynpasneHns (UTY) B obnactu Aenonpon3BoacTea?

8. TloyemMy apxmBHOe BeAOMCTBO OepeT Ha Cebd WHWLMATUBY MO MeTOAUYECKOMY
PYKOBOZCTBY [,€N10MpOonN3BOACTBOM B CTPaHe?

9. B uem 3HaueHue EFCA?

10. Korga HaumHaeTcs paspabotka FTOCT Ha OP/?

11. Kakue 3akoHogaTeNbHble aKkTbl MNpPefnucbiBatoT 0643aTefIbHOCTb [OKYMEHTMPOBaHUS
NH(opmaunn?

12. Kakue TpeboBaHMA K LJOKYMeHTaM U3/10XKeHbI B 3aKOHOAATE/NbHbIX aKTax?

13. Kakne Bonpocbl paboTbl C [OKYMEHTaMu pernameHTUpYoTCA 3aKoHOAaTeNbHbIMU
aKTamn?

14. Ha KOro BO3/10)KEHO MEeTOAMYECKOe PYKOBOACTBO MOCTaHOBKONM [Aen0npou3BOACTBa B
CTpaHe?

15. KakoBo 3HayeHue CAOY v 4TO OHa pernameHTUpyeT?

16. YUTo pernameHTUpYyeT TUNOBas UHCTPYKLMSA MO Ae/0NponN3BOACTBY?

17. Kakoe 3HayeHune nmeet FOCT 7.0.97 - 2016? TpeboBaHUS K 0hOPMIEHNIO AOKYMEHTOB,
ero cofepxxaHue?

18. 1nfa Yero cocTaBNAOT MEPEYHU LOKYMEHTOB C YKa3aHMeM CPOKOB XpaHeHUs?

19. Kakme HOpPMAaTMBHO-METOAMYECKME aKTbl WCMOMb3YT B paboTe C [OKYMeHTamMu
KaZpoBble CNyX0bl?

20. Kakoli thopmat 6ymarv peKoMeHoBaH A/19 0POPMIEHUS CNY>XXeOHbIX JOKYMEHTOB?

21. Ha3oBWUTe OCHOBHbIEe BMAbI 6N1aHKOB, NPUMEHSAEMbIE B YUPEXEHUSAX.

22. MepeuncnuTe pekBU3NTBI, BXOASALLME B COCTaB 6naHKa Ans nucbma.

23. Uem oTnmyaeTcs obwmii 6naHK oT 6n1aHKa Ans nucbMa?

24. Kakne TpeboBaHUA NPeabaBnsoTCa K O(OPMIEHUIO pPeKBM3UTA «HaVMeHOBaHWe
opraHusaunm»?

25. UT0 BXOAWT B COCTAB PeKBM3NUTA «CMPABOYHbIe JaHHble 06 opraHM3aLumn»?

26. KakoBbl NOpAA0K AAaTMPOBAHMA AOKYMEHTA U BUAbI JaT?

27. KakoBbl COCTaBHble 4acTW PerucTpauuMoHHOro HomMepa [OKYMEHTa W MOpsAoK ero
npocTaBfeHna?

28. KakoB nopsijoK agpecoBaHns OKYMeHTa?

29. Kakune TpeboBaHMA NpeAbsABAAOTCA K Pe30/IoLNN, KakoB NopsgokK ee oopmieHns?

30. Kakue TpeboBaH/a NpeabaBasoTCA K 3aro/ioBky?

o1
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32.
33.
34.
35.
36.
37.
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KakoB nopsgok opopMaeHns NPUIOXKEHNA K JOKYMEHTY?

Kak othopmsieTcs cornacosaHvue JoKyMeHTa?

KakoB nopsgoK NpocTaBneHns Ha JOKYMeHTax nevateii?

B uem 0c06eHHOCTb f3bIKa U CTUNSA CNYXKEOHbIX LJOKYMEHTOB?

Kakoe 3HayeHune nmeeT 3HaHWe opdopraumn Npu co3faHnum Cny>KebHbIX JOKYMEHTOB?
KakoB nopsfoK UCnosb30BaHNA COKpaLLeHU B CY>KEOHbIX JOKYMeHTax?

KakoB NopsioK CKNOHEHUS CNOXHbIX COCTaBHbIX C/IOB Y YACAIUTENbHbLIX?

Bonpocbl Ansa yctHoro onpoca (YO-2):

1

©oooNOOA~WN

=
o

[EY
-

12.

13.
14.

15.
16.
17.

HasoBuTe BUAbl OpraHn3aLNoHHbIX JOKYMEHTOB.

YKauTe 0CO6eHHOCTN COCTaBEHNA 1 OPOPMIEHNS OpraHN3aLNOHHbIX JOKYMEHTOB.
Kakol1 cocTaB 06s3aTe/lbHbIX PEKBU3NTOB OpraHM3aLnoHHbIX JOKYMEHTOB?

HasosuTe BUAbl pacnopsaanTeNibHbIX JOKYMEHTOB.

YKauTe 0CO6eHHOCTM COCTaBEHUA 1 OPOPMIEHUS PacnopsAUTENbHbIX LJOKYMEHTOB.
B uem 0co6eHHOCTM COCTaBMEHNA U OPOPMAEHUS NPOTOKONA?

B 4em 0CO6eHHOCTM COCTaBNEHUS 1 0(hOPM/IEHMSA aKTa?

B uem oT/M4Me NOCTaHOBEHMUS OT peLLeHns?

HasosuTe BUAbI MHPOPMALMOHHO-CNPaBOYHbIX AOKYMEHTOB.

. YKaXXnTe 0CO6EHHOCTM COCTaBNEHMUA U oq)opmneva I/IH(*JOpMaLU/IOHHO-CI'IpaBOHHbIX

[LOKYMEHTOB.

. Kakne Tpe605aH|/|9| npeabvABnArTCA K COCTaBNEHNIO U 0(*)OpM1'IeHVIlO AOKNnagHbIX

3anmcok?

Kakue Tpe6oBaHWsA NpeabsABAAIOTCA K COCTaBMEHNIO M OPOPMIIEHNIO 0OBACHUTESNIbHBIX
3anmcok?

Kakue Tpeb6oBaHVA NpeAbABAAIOTCA K COCTaBEHNIO Y OPOPMIIEHUIO CrPaBOK?

Kakune TpeboBaHMA NpeabaBAsatOTCA K COCTAB/EHNIO U OPOPMIEHUIO CNYXKEBHbIX MUcem?
K pa3HoBMAHOCTM nucem?

HasosuTe BUAbl JOKYMEHTOB NO IMYHOMY COCTaBY.

YKaxunte 0CO6EHHOCTM COCTaBNEHNA N OOPMIEHNSA LOKYMEHTOB MO IMYHOMY COCTaBY.
B uem oT/MuMe nprkKasa no MYHOMY COCTaBy OT MpKKasa No OCHOBHOW AeATeNlbHOCTU?

Bonpocbl Ansa yctHoro onpoca (YO-3):

1

2.
3.
4

o1

9.

10.

YT0 noHMmaeTcs nog 06eMOM LOKYyMeHTOoO60poTa?

UYT0 BXOAMT B NOHATUE LOKYMEHT0060pOTA?

UTO BMAET Ha OpraHmn3aLnio ABUKEHUSA LOKYMEHTOB?

Kakue opraHu3auMOHHO-NPaBoBble AOKYMEHTbI OMPeAensdoT MNOPALAOK  ABUKEHUS
LOKYMEHTOB B YUpeXkaeHum?

KakoBbl OCHOBHbIe Npasuna opraHM3auum 4OKyMeHToobopoTa?

Kakune OCHOBHble MOTOKW [OKYMEHTOB MOXHO Bbl4e/inTb B OpraHu3auum M B Yem UX
0C06EHHOCTbL?

Kakune TpeboBaHMA NpeabsBAAKOTCA K OpraHu3auyuu npuemMa U nepBUYHON 06paboTKM
[OKYMEHTOB?

Hasosute 3srtanbl paboTbl WUCMONHUTENA C  AOKyMeHTOM. Kakue Tpe6oBaHus
NpeabABAATCA K 06paboTKe NCXOAALLMX LOKYMEHTOB?

KakoBbl npaBuna 06paboTKyN NCXOAALMX AOKYMEHTOB?

UT0 fOMmKHBbI 06ecneymBaTb KOMNbIOTEPHbIE TexHOMOrMm JOY?

11. [ainTe xapakTepucTUKy npobnemam nepexofa Ha 3MeKTPOHHbIN JOKYMEHTO060POT.

12.

MpoBeauTe COMOCTaBUTENbHbIA  aHaNM3  OTEYECTBEHHbIX CUCTEM aBTOMATM3aLyM
[eNonpon3BOACTBA M 3NEKTPOHHOTO J0KYMEHTO060pOTa.

Bonpocbl Anga yctHoro onpoca (YO-4):

1

2.
3.

B Kakux HOpMaTMBHO-MeTOAMYECKUX AOKYMeHTaxX 3akpensieHbl TpeboBaHMs K paboTe C
[NOKYMeHTamu B 6aHKe?

B yem 0CO6eHHOCTb BeAeHUS Aenonpon3BoAcTBa B baHKax?

KakoBa TexHonorus pabotbl ¢ JOKyMeHTaMun B 6aHKe?
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4. KakoBa cxema JOKyMeHTO060poTa B 6aHKe?
5. KakoBa opraHusauus JoKyMeHToo6opoTa B 6aHKe ¢ ncnonb3osaHnem CoO47?

MpumepHble 3agaum (NpakTUYecKne 3ataHns)

3agava 1. (3-1)

CocTaBbTe npukas 06 ocBoboxgeHun Bac oT paboTbl B NMAO Kb «POCIOCCTPAX-
BAHK» B CBA3M C Nepee3fom Ha HOBOE MECTOXXUTENLCTBO.

3agava 2. (3-2)

CocTtaBbTe rapaHTuiiHoe nucbmo OOO «3kogom» OOO «[lporpecc» 06 OKazaHWM
TEXHMYECKON MOMOLLM B pa3paboTKe paboumx yepTeXxel HacocHoW ctaHumm. OO0 «3Koaom»
MPOCUT NPOM3BECTM 3Ty PaboTy HEMoCPeLCTBEHHO Ha M/OLLAafKe.

3agaya 3. (3-3)

CocTaBbTe  KpaTKMiA  MPOTOKON  COBEWaHWs  creunannctos  6aHka  oOTAena
CTpaTernyeckoro MiaHMPOBaHWS, Ha KOTOPOM Obin  pPacCMOTPEH BOMNPOC O AOCPOYHOLN
paspaboTke nnaHa pa3suTua 6aHka Ha 2019 rog. lNMocne 06CYXAeHUA Ha COBELLAHUWU NPUHANO
pelleHne pa3paboTaTb MNJiaH Ha [AecATb [AHEW paHblle YCTaHOB/EHHOro cpoka. OcTabHble
[aHHble YKaXXUTe camMOCTOSATe/bHO.

3agava 4. (3-4)

CocTaBbTe MpuKasbl: a) O MpuemMe Ha paboTy HayalbHWKOM OTAena no paboTe C
(manyeckumn nmuamm - 3aiueBy A.A.; 6) 006 yBOMbHEHMM NEPeBOAOM B APYrok 6aHK
MepaBeaesy B.P. HepgocTarolwme peKBU3UTbI YKaXKUTe CaMOCTOATENIbHO.

3agava 5. (3-5)

CoctaBbTe nucbmo-npocbby OO0 «BANTTITULUEMNPOM>» B MNpaBuTeNbCTBO 06/1aCTU O
Bbl€NeHNN cpeAcTB M3 obnacTHoro 6romketa B cymme 15 MH. py6. [0 Havana peasvsauunn
MONOAHAKA-NTULLbI HACENEHWIO.

3agava 6. (3-6)

CocTaBbTe  AOKMaAHyH  3anucKky  Oyxrantepa  TumowwuHoi  W.IM.  rnaBHOMy
oyxrantepy NMAO KB «C6epbaHk» Babuyesy H.IM. ot 15.03.19 r. 0 BbINONHEHUN MNpUKasa
ynpasnaiouwero 6aHkom Ne 92 ot 12.01.19 r. «O cOCTOSAHUM OyXranTepckoro y4yera Ha
CTpouTenbCTBE 6asbl 0TAbIXa Ha KypcKoil koce». B npukase 6Gbln yKasaHbl KOHKPETHbIE CPOKU
NNKBULALMWN HeJOCTaTKOB, 06HapyXXeHHbIX B sHBape 2019 roga. B goknafHoW 3anucke LOMKHO
ObiTb  OTMEYEHO BbINOMNHEHWE BCEX MYHKTOB MpuKasa, 3a WCKIYEHWEM MYHKTOB 00
opraHusaumMm paBHOMEPHOW eXeAHEBHOW cfaun paboummu Hapsgos Oyxrantepy. BbisBneHo,
yto 25 (beBpans 2019 roga Obi10 caaHO TONbKO 35,2% Bcex HapsgoB. OcTalbHble HapsAbl
cfaHbl 1 mapTa. Mo rpatmKy CpoK cAauum nocnefHUMX HapsAoB 3a NPOLWbIA Mecsl, YCTaHOB/EH
nepBoro yncna cnegytoulero mecaua. OctanbHble faHHbIE YKaXKUTE CAMOCTOATENbHO.

3agayva 7. (3-7)

CocTtaBbTe MNPOTOKON 3acefjaHNs WHBEHTapM3aLMOHHON KOMWUCCUM 3aBOja ra30BOl
annapartypbl, Ha KOTOPOM paccMaTpuBasics BONPOC O pe3y/fibTaTaX WMHBEHTapM3auum no cknagy
No 2 BcrnomoraTeflbHbIX MaTtepuanoB. Ha 3acefaHun OblI0 NPUHATO MNOCTAHOBMEHME 06
YTBEPXAEHUN pe3ynbTaToB WHBEHTapU3aLuMM W OTHECEHMUS 3a CYET 3aBefyHLlero CKiajom
HefoCTayuyM BCMOMOraTeflbHbIX MartepuanoB B CymMme 365 Thic. py6., a Takxke 3ayuTaHbl
CmMunTenbHasa BefOMOCTb MO cknagy Ne2 v 06bACHUTENbHasA 3anucka 3aBefyHoLero CKafom.
OcTanbHble AaHHbIe OnpesennTe no CBOEMY YCMOTPEHUIO.

3agayva 8. (3-8)

CocTaBbTe CMnpaBKy O Be/MYMHE cpefHeli 3apabOTHON MnaTbl 3a ro4 AN MONyYeHus
KOMMeHcauny Ha onnaty Xunba. OCTasbHble [aHHbIE YKaXXMUTE CAMOCTOATENIbHO.

3agayva 9. (3-9)

CocTaBbTe WMH(OPMALMOHHOE MWUCbMO O MPOAAXEe YaCTHbIM U roCyAapCTBEHHbIM
NPeanpUATUAM MEPCOHa/IbHbIX KOMMbIOTEPOB MO AOrOBOPHON CTOMMOCTM U O BO3MOXHOCTU
NMPUHUMATb 3aKa3bl Ha COCTaB/IEHNE NPOrpamMm.
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3agava 10. (3-10)

CocTtaBbTe MOMHbLIA NPOTOKON 06Wero cobpaHus paboymx MNPOWU3BOACTBEHHOIMO
KoonepatmBa «[lyCk», Ha KOTOPOM 06CyXzJancs BOMPOC O CO3J4aHUM MPOW3BOACTBA
CTPOUTENbHBLIX MaTepuanos AN CTPOUTENbCTBA XWU/bIX AOMOB. Ha cobpaHuu 6bina 3acnyluaHa
NHopMaumsa npeacefaTens O BO3MOXHOCTW CO3[aHMS Takoro Lexa M MNepcrekTuBax ero
paboTbl. [locne 06CYXAeHUs OblI0 NPUHATO peLleHne Mopy4YuTb NpeacefaTenito U ero
3aMeCTUTE/K0 N0 CTPOUTENIbCTBY B TeUEHUE 6 MecALEB pa3BepHYTb paboTy Y BblAENUTb ANS 3TUX
uenein 31 mMnH. pyo.

3apgava 11. (3-11)

CocTaBbTe XapaKTEPUCTUKY-PEKOMEHAAUMI0  Ha paboTHMKa Bawero 6aHka AnA
noctynneHus ero B acnupaHTypy ®rAOYBO «b®Y um. V. KaHTta».

3agayva 12. (3-12)

CocTtaBbTe nucbMo-npocbby OO0 «Mebenbrpag» B MUHUCTEPCTBO 3KOHOMWYECKOTO
pa3BUTUSA, NMPOMbILLIEHHOCTU U TOprosau KanuHWHrpagcko o6nactu O BblAeNeHUN NNLEH3NUN
Ha noctaBky B Kutaii 4000 T meTansia B CBA3M C 3aK/HOYEHMEM KOHTPaKTa ¢ 06beAMHEHMEM MO
MeXAYHapoAHOMY COTPYLHMYECTBY Ha CTPOUTENbCTBO [AEBATUITAXKHOIO O6LLEXUTUA B
KanuHuHrpage. CornacHo KOHTPaKTy ornata BblMOMHEHHbIX paboT OyAeT MNpou3BOAMTLCA
POCCUICKUMU py6ISMU 1 MaTepuanamu.

3apgava 13. (3-13)

CocTaBbTe [OKNALHYIO 3aMNUCKY FNaBHOro Gyxrantepa AMpeKTopy 06 mTorax paboTbl Mo
LleHTpaim3aLmm pacyeTos ¢ pabounmm u cnyxawmmy 3asoga. LleHTpanmsauma pacyeToB gana
BO3MOXHOCTb MepeBecTn Ha [Apyryto paboTy nATb GyXranteposB LEXOB, YMEHbLUNTL OLWWOKM B
pacyetax C pabouMmmn n CayXawumm, YCUIMTb KOHTPONb pacxofoBaHuns (hOHAO0B 3apaboTHOW
nnatel. B 3aknyeHne Heob6XOAMMO MOCTaBUTbL BOMPOC O MNpemMupoBaHUM PabOTHWUKOB
byxrantepum,  obecneymBaloOWMX NEPexof Ha LeHTPann30BaHHbI pacyeT 3apaboTHON nnaThl
no 3asofy. OcTaibHble JaHHbIe YKaXX1UTe CaMOCTOATES/IbHO.

3agava 14. (3-14)

HanuwuTe 3asBneHne o npmeme Bac Ha paboty kaccmpom B MAO Kb «OTKPbITUE».

3apaua 15. (3-15)

CocTaBbTe NMUCbMO-0TBET NPOV3BOLCTBEHHOIO 06befiMHeHNA
«KanuHuHrpagrampumkauma»  gupektopy XumdapmsaBofa W Haya/lbHUKY — ynpaBfieHUs
«KannHuHrpagropras» 0 eXeMecsiyHOM noctaBke XumdgapmsaBogy 64 T CXKWKEHHOro rasa B
TeyeHne 2019 roga. YKasaHHbIi 06beM y4TeH B pasHapsgke. [NocTtaBka OyAeT OCyLWecTBAATLCA
yepes ynpasfieHne «KafMHUHrpagropras».

3apava 16. (3-16)

CocTaBbTe [OKMafHyK 3anucky cekpeTapsi-pedpepeHTa ynpasnsawouwero NAO Kb
«JHeproTpaHcbaHk» 06 yTepe Kaccupom PbionHbIM C.A. nucbma-3anpoca, MoCTynuBLIEro B
afipec 6aHKa Tpy mecsiLa Hasag.

3apava 17. (3-17)

Hanvwute 3adBneHne o npefocTaBfeHMM BaMm aLAMWHUCTPATMBHOrO OTMYyCKa Mo
ceMeiHbIM 06¢ToATeNIbCTBaM. OCTa/lbHble PEKBU3UTbI YKaXKNTE CaMOCTOATESIbHO.

3agayva 18. (3-18)

CocTtaBbTe COBMeCTHOe NMNCbMO-0TBET MuHucTepcTBa 3[paBOOXpaHeHns
KanuHuHrpagckoh obnactm m MuHucTepctBa (uHaHcoB KanuHuWHrpagckoim obnactm o
BblA€NeHUN  [OMNOJIHUTENbHbIX aCCUTHOBaHWA 13  06M1acTHOro 6rKeTa Ha OKasaHue
MeAULMHCKOM MOMOLLM XUTeNsm o6nacTu.

3agayval9. (3-19)

CoctaBbTe U ogopmute Tenerpammy TNAO KB «Poccenbxo3baHk» OOO «Kpuctann»
0 MONHOM OTKa3e OT OnnaThbl 3a MOCTYNUBLLYIO NPOAYKLMIO, B CBA3M C TeM, YTO 3Ta NPOAYKUMA
He 6blna 3aKka3aHa. OcTanbHble PEeKBU3UTBI YKaXKNUTE CaMOCTOATESbHO.

3apaua 20. (3-20)
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Hanuwwute aBTobGMOrpaduio, HeobXoaumyko A4  O0(OpPMIEHUS [AOKYMEHTOB Mpu
NOCTYN/IEHUN Ha paboTy B GaHK.

3apava 21. (3-21)

CoctaBbTe nucbMo-npurnaweHme OOO «IKCMOUEHTP», C MNPEANOXKEHNEM MNPUHATb
yyacTue B POCCMIACKOI BbICTAaBKE Ha MEeXAYHApOAHON MeXOTpacneBol spMapke B I. ['AaHbCK
(Monbwa), kotopasa 6ygeT npoxoantb ¢ 20 HosA6pa no 10 gekabps 2020 r. ITta spmapka
ABNAETCH OLHUM M3 KPYMHeWWwmnx TOProBbIX MepOnpuATUA cTpaH EBponbl. B TekcTe Hago
yKasaTb, 4TO ydyacTuMe B 3TOM ApMapKe MO3BOMISET LUMPOKO MPeAcTaBUTb — 3KCMOPTHYHO
NPOAYKUMIO oOpraHu3auuu, npofaTb 3KCMOHATbl CO CTeHAa, M3YyUUTb OCOOEHHOCTM pPbIHKA,
06MeHATbCA C  APYIMMU  yYyaCTHUKaMW ApMapkyM Hay4YHO-TEXHWYECKON WH(opmaumein u
3aK/I0YUTb BbIFO4HbIE CLENKN.

3agayva 22. (3-22)

CocTaBbTe [OKMafHYK 3anuUCKy HayalbHWKa OTAeNna PYKOBOAWUTENHD MNPEeAnpuATUS O
(haKTe HEeBbLIMOMIHEHUA PACMOPSKEHUA O MOHTaXe 0060py[OBaHWA Ha y4yacTKe MO0 NpuyuHe
€naboro KOHTPO/IA CO CTOPOHbI 1aBHOr0 MeXaHuKa.

3agayva 23. (3-23)

OcopmuTe 3anmMcb B TPYAOBOM KHMXKE 00 YBONbHEHWW Bac: a) MO COOGCTBEHHOMY
XenaHwio; 0) B CBA3W C NvMKBMAauueli 6aHka; B) B CBSI3U C HECOOTBETCTBMEM BbIMOHAEMON
paboTbl NpeAbABASEMbIM TPe60BaHNUAM, BCEACTBME HELOCTATOUHON KBaIM(UKaLUN.

3agayva 24. (3-24)

CocTtaBbTe MHopmaymoHHoe nucbmo AO «ABTOTOP» Hemeukoi dmpme «BMW» o
BO3MOXHOCTU NPOJaXMN aBToMo6uneid. OcTabHble PEKBU3WUTbI YKaXUTE CaMOCTOATENbHO.

3apaua 25. (3-25)

CocTaBbTe [OK/MafHYK 3arnuCKy O TMPUYMHAX HECBOEBPEMEHHOIO MpefCTaB/IEHUS
NH(OpPMaLUMM O BbIMOSIHEHUN  yMpaBnawowWwero 6aHKoM. OcTa/lbHble PEKBU3UTbI YKaxute
CaMOCTOATENbHO.

3agava 26. (3-26)

CocTaBbTe MNPOEKT KOHTpaKTa Mo HaiiMy, onfate W YBOJbHEHUW Bac. OcTa/bHble
PEKBU3UTLI YKAXKMUTE CAMOCTOATENIbHO.

3agayva 27. (3-27)

CocTtaBbTe MUCbMO-0TBET MMWMHUCTEPCTBA CEMbCKOr0  X03AicTBa KafMHUHIpaacKol
obnactn npegcepaTento akumoHepHoro obuwectsa «KAJICE/IbXO3» no BOnpocy noCTaBoK
NerkoBbIX aBTOMO6OWNEN 3a CAaHHOE 3epHO.

3agayva 28. (3-28)

CocTaBbTe [OKNaAHYHO 3aMUCKY rNaBHOro OGyxrantepa PyKOBOAWUTENHO MPEANpPUATUS O
Heo6X04MMOCTM LeHTpanu3auum pacyeToB C paboTHUKamu npegnpuatus. B 0653aHHOCTH
YUYeTHbIX PabOTHWKOB LEXOB [O/HKHO BXOAWUTL NULIbL OOPMIEHNE NepPBUYHBLIX LOKYMEHTOB MO
yuyeTy BblpaboTKW. B [JOKNagHOWM 3anmMcKe HeOO6XOAUMO MOfaTb NPeAsioKeHWe O nepecMoTpe
LUTATOB OTYETHbIX PabOTHMKOB B LEXaX W [NlaBHOW Oyxrantepum K3 pacyeTa o06LWero
COKpalLleHMs LITaToB He MeHee YeM Ha 20%.

3apaua 29. (3-29)

CocTaBbTe MnpuKas 0 MNepeBofe Ha paboTy BHYTpU 6aHka. OcTasibHble PEKBU3UTHI
YKaXunTe caMOoCTOATENbHO.

3agaya 30. (3-30)

®dunnan OO0 «Pocrocctpax-KannHuHrpag» vMeeT cTpaxoBoi otgen B r. COBETCKe.
HauanbHuk atoro otgena C.W. BaHOBa usgana npukas 0 HazHa4eHUM UHCNEKLUOHHOM Tpynnbl
AN5 NPOBefeHNsA CBEPKU AaHHbIX BYXrasTepCcKoro 1 onepawuyvoHHOro y4yeTa 3a nepBblii KBapTasl
Tekywiero roga. CBepka npoBoguTCca B COOTBETCTBUM € nucbMoM OOO «PocroccTpax-
KanuHuHrpag» Ne 09-07/8 ot 19 anpensi Tekywero roga «O npoBeAeHWM MWUIOTHON CBEPKM
[aHHbIX OyXranTepckoro W OMepaLMoHHOro y4yeTa 3a [MepBblii KBapTai», B COCTaB
WHCMEKLUMOHHONM Tpynnbl BKAOYeHbl 6yxrantep Muxanesa J1.J1. n onepaymoHuct onskosa
T.B.
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3agava 31. (3-31)

B coctaB AO «Toprosblit 4oM "MepKypuii"» BXOAUT MarasvH « TpMKOTaX», pacxofbl Ha
COZiepPXKaHne KOTOPOro MpeBbILLAKT A0XO04 OT ero feaTenlbHOCTU. [eHepanbHblil gupekTop AO
nognucan npukas o IMKBMAaUUM marasmHa «TpukoTax». MarasuH NMKBUANPYETCSH B CBA3N C
HepeHTabeNbHOCTLI0 M B LENAX COKpalleHWs pacxofos. pukKasoM NMKBUAMPOBaH MarasuiH,
co3faHa NMKBMAALMOHHAA KOMWCCKSA, COCTOAWAA W3 3aMecTUTeNd reHepanbHOro AupekTopa
3A0 «Toprosblii gom "MepKkypuit"» (npeacedaten KoMuccuW), AMPEKTOpa MarasvHa
«TpUKOTaX» W HayalbHUKa 3KOHOMWU4YecKoro otgena AO; fdaHbl MOpyyeHUs npeacenaTesnto
NNKBULALNOHHOW KOMMUCCUM MO CPOKY MNPeACTaBleHUs akTa JUKBUAALUOHHOW KOMUCCUW,
3aMecTUTeNIl0  reHepasibHOro0 AMpeKTopa MO 3KOHOMUKE MO BHECEHMIO MPeS/IoKeHUA o
[anbHelLeM MCnob30BaHUM 0CBOGOXAalOLEerocs nomelteHuns. Mpukas cnefyet ohopMuUTb Ha
bnaHke C MPOLOSIbHLIM  PACMONOXEHWEM PEKBU3NTOB, OCTa/lbHble [aHHble YKaXWUTe
CaMOCTOATE/IbHO.

3agayva 32. (3-32)

CocTaBbTe 1 othopmuTe Nprkas 06 ntorax paboTsbl ¢ gokymeHTamun B NMAO Kb «BTB 24»
B npowefjlemM rogy. B KoOHCTaTupyloLWen 4acTu yKaXute Ha WTOrM aHaiv3a, BblSBUBLLME
HU3KYl0O TpebOoBaTeNbHOCTb  PYKOBOAMTENeid noapasfeneHuin K KayecTBy MOArOTOBKM
[JOKYMEHTOB M KOHTPONIO 3a WX WCMNOMHeHWeM. B pacnopsaguTenbHOM 4acTu nopyuyute
PYKOBOAMTENSIM  MNOApasfeNeHnii  ycunuTb TpeboBaTeNlbHOCTb K KayecTBy paboTbl ¢
[AOKYMeHTaMK, a pykoBoauTento otaena AOY pa3paboTaTtb Mepbl MO YayUyLleHWUO 3TOW paboThl.
OcTasibHble AaHHbIE YKaXXUTE CaMOCTOATE/NbHO.

3agayva 33. (3-33)

CoctaBbTe K otopmute npukas no OOO «3anag» 06 MCMNONb30BAHWMM OTXO/0B
nuaomartepuanoB. B KOHCTaTUpytOLWeil 4acTM yKaxute, YTO NpW NpoBepke paboTbl CKnaga
nunomarepuanos Obln BbiiBNEHbl (aKTbl OTMYCKA B KOTE/IbHYH A8 CXWUraHWa OTXOLOB
nunomaTepuanoB AMHON cBbiwe 20 cM. B pacnopsguTenbHOW 4acTu cnegyeT 006d3aTb
3aBefytolero cknagom W.C.Uymakosa opraHu3oBaTb paboTy Mo peanusauuyv OTXOL0B
nuaoMaTepuasoB YacTHbIM MLaM, a 3KOHOMWYECKUIA OTheN - MNpOBeCcTU pacyeT CTOMMOCTU
OTMYCKaeMblX YaCTHbIM NnLam MaTepuanos. OCTa/lbHble [aHHble YKaXKUTE CaMOCTOATE/bHO.

3agaya 34. (3-34)

CoctaBbTe ¥ othopmute npukas no MNMAO KB «baHK ABaHrapg» 06 ob6ecrneyeHun
MOXapHOoi 6e30MacHOCTN M YCUIEHUN OXpaHbl 6aHKa. B KOHCTaTMpyHOLLel YacTu COoWInMTeCh Ha
ONacHOCTb TEPPOPUCTUYECKUX aKTOB U YKaXuTe LUesb obecriedeHns 6e30nacHOCTU Nitogei u
COXpaHeHMe umyllecTBa. B pacnopsgunTenbHON 4vacTu crnefyeT 0643aTb Hayva/bHUMKA OXpaHbl
K.J1.KowKmnHa yeunutb NponyckHOW pexxum. OcCTabHble faHHbIe YKaXUTe CaMOCTOATE/bHO.

3agaya 35. (3-35)

23 - 31 mapTa Tekyulero roga B KanuHuHrpaze npoxofat uHasibHble COPEBHOBAHUA
IOHbIX  XOKKEWCTOB Knyba «3on0Taa wainba» wmMeHn A.B.TapacoBa. [1oArotoBbTe
noctaHoBneHne [ naBbl ropofckoro okpyra «Fopog Kanunurpag» A.H. CwunaHoBa 06
obecrieyeHun bGecnnaTHOro npoesfa LUKOMbHUKOB B [HW COPEBHOBaHWA. B KOHCTaTUpyloLLel
4yacT Heo6X0AMMO YyKa3aTb LEeNn pasBUTMA [ETCKOro cnopra B CyObekTax P®, a Takxke
cocnaTbCA Ha YCTaB ropofCcKoro okpyra. B pacnopaguTenbHol yactu gaetcs nopydenve MK
«KanuHuHrpap-ropTpaHe» no obecnevyeHnto 6GecnnatHOro npoesfa OpraHu3oBaHHbLIX rpynmn
[eTeil B COMPOBOXAEHWW B3POC/bIX B TFOPOACKOM OO6LLECTBEHHOM TpaHCNopTe B MNepuoj
NpoBeAeHNs COPeBHOBaHMA. KOHTPO/Sb 3a WCMNOAHEHWEM MOCTaHOB/IEHUS BO3/araeTcs Ha
nepBOro 3amMecTUTens rnasbl agMuUHUCTpaunn KO.A.PeasaLlosa.

3agaya 36. (3-36)

CoctaBbTe 1 ogopmute npukas no NMAO Kb «OTMN BAHK» o npueme KynewoBoli
HuHbl CepreeBHbl Ha MOCTOAHHYHO PaboTy CheLmanncTom KpeauMTHOro otgena. Pasmep oknafa
coctasnser 55 Tbic. py6. OcHOBaHMEM AN WU3[aHWUA MNpuKasa MNOCNYXWUIN  3asaBfieHne
H.C.KynewoBoi v TpyaoBoi gorosop Ne 28.

3agayva 37. (3-37)
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CoctaBbTe 1 oopmute npukas no NMNAO KB «PyctumHaHC BaHK» 06 YyBONbHEHMM MO
COOGCTBEHHOMY XXeNaHuKo creumanicTa BantoTHoro otgena Kucenesa OAmutpusa Cepreesuya B
CBAI3W C BbIXOAOM Ha MeHcuo. Ha nprikase MMeroTcA BU3bl TNaBHOrO Byxrantepa U HavyanbHUKa
otgena kagpos NMAO Kb «PyctmHaHc baHk».

3agaya 38. (3-38)

CocTtaBbTe M oOopMUTE [OKNALHYK 3anucKy B COOTBETCTBUM C CUTyauuen: B
KanMHNHIpaaCcKoOM WHCTUTYTE MOBbIWEHUA KBaMPUKALMM yuynUTeNnein co3gaHbl MNOCTOSHHO
[elCTBYIOLIME  KypCbl ~ MOAroTOBKM  fioronefoB.  Kypcbl  paboTanM  Ha  npuHUune
CaMOOKYNaemoCTW, OfHAKO B TeKyllem y4yebHOM rofy [AnA MNPOLOKEHUA UX [eATeNbHOCTU
Heo6Xo4MMO [OMNONHUTENIbHOe (MHaAHcUpoBaHue. [upekTop wuHcTuTyTa C.P. Tlokansesa
obpatmnacb K MUHUCTPY ob6pasoBaHmsi KO C.C.TpyceHeBoli C Mpocb60i BbigenUTb TpucCTa
TbiCAY pybneid AN MNOKBApTa/IbHOTO (QUHAHCMPOBAHUSA [eATeIbHOCTU KYypCOB B TeKYLLEM
yyebHOM rogy. JoknafHad 3anucka Oblna cocTaBneHa 25 aBrycra MnpoLlefLlero roga,
3apeructpuposaHa 3a Ne 33 1 B TOT Xe [eHb OTnpasneHa B MUHUCTePCTBO 06pa3oBaHuA
KannHnHrpaackon obnactu.

3agayva 39. (3-39)

CocTaBbTe W O(opMUTE MUCbMO-0TKA3 MonAurpagmyeckoro npegnpusatusa «Mobegax»
(O00) NMAO Kb «<bAHK 3EHWT» no Bonpocy BbIMOMHEHNA 3aKa3a Ha U3roTossieHne 61aHKOB
yyeTa M OTYeTHOCTWU. lMpUUMHOW OTKa3a ABUIACb PEKOHCTPYKLMA MeYyaTHOro Lexa, KoTopas
NPOANNTCA LO KOHLA NepBoro Nonyroaus; Apyrve AaHHble YKaXKuTe caMmoCTOATENbHO.

3agava 40. (3-40)

CoctaBbTe W odopmuTe rapaHTuinHoe nucbMo OOO «Pagyra» B agpec OAO
«TexnpoeKkT» 06 OKa3aHWWM TEXHWYECKON MOMOLLM B pa3paboTKe paboumx 4epTexkei HaCOCHOM
cTaHumu. PaboTy Heo6xo4MMO MpPOBeCcTM [0 Hayana asrycra Tekyuwero roga. [ucbmo
nognucanu pupektop OO0 «Pagyra» I.A.KpbinoB u rnaeHblit 6yxrantep O.MN.Kosanesa.
OcTanbHble faHHble YKaXuTe camoCTOATe bHO.

MpuMepHble NPo6eMHble 3agaHnsA (CUTyaLMOHHbIe 3a4aun)

3agaHue 1. (M3-1)

01.12.19 . JO/MKHO cocToATbCA cobpaHue KanuHuHrpagckoro cunvana NMAO KB
«OTKPbITWE». MonoBHOM 6aHK HanpasnseT CBOEro NpeAcTaBuUTeNs 415 yy4acTus B cCObpaHMn.

3agaHve: CocTaBbTe  TejnerpamMmmy 0 npuoébITUN npeacrasutens MAO Kb
«OTKPbITUE», BKNtOUMB Npocbby 0 6POHNPOBAHUN B OAHOW M3 FOCTUHUL, ropofa 1-MecTHOro
HOMepa «/1HOKC» Ha MMA npeacTasuTens Ha nepuog ¢ 01.12.19 r. no 03.12.19 r.

3agaHue 2. (M3-2)

Mo BuHe 6yxrantepumn cotpygHmkam AO «CupeHa» B TEKyLLEM Mecsale bblna 3afepxaHa
BbiniaTa 3apaboTHOM nnatbl. [NaBHbIA Gyxrantep uHpopmupyeT ampektopa AO 0 TOM, 4TO
3aflep>Kka HanMyHOCTM Oblna cBA3aHa C ono3jaHvem Ha cyeT AO [eHeXHbIX CpeAcTs oT
npeLnpuaTUA-NapTHEPOB.

3agaHue: B ponu Gyxrantepa cocTtaBbTe CNY>Xe6HYH 3anncky. Bug cny>xebHoi 3anmncku
BblOepuTE, NCXOAA U3 MPeLN0XEHHOW CUTYyaL M1, CaMOCTOATESbHO.

3agaHue 3. (M3-3)

CornacHo gorosopa Ne33 o1 05.11.18r. Ha nocTaBky ob6orpeBartenbHbIX Npnéopos OO0
«3apa» 06s3aHa 6blna noctaBntb OO0 «3aps» B 1 KBapTasne 2019 r. ToBap Ha 00y CymMMy
500 MAH. py6.

dakTuyeckn B 1 kBapTasne 2004r. gupme «CeneHa» Obl/I0 NOCTaB/IEHO TOBapa Ha CyMMmy
300 mnH. py6.

Ha ocHoBaHuu n.9.1. forosopa nocTaBKyM 3a MPOCPOYKY MOCTaBKM ToBapa [MocTaBLNK B
30-4HEBHbIN CPOK 00653aH BbINATUTL WTpad B pasmepe 20% OT CTOMMOCTU He NMOCTaB/IEHHOrO
TOBapa.

3afaHue: MoAroToBbTE NPOEKT MPETEH3MOHHOr0 NMUcbMa B agpec MNocTaBLyuKa.
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3agaHue 4. (M3-4)

[Mpon3BOACTBEHHAA HEOOXOAUMOCTL TpebyeT npofoskeHue paboTbl AO «JTyHa»
BbIXOAHbIE [HM C YYeTOM [JeHeXHOW nepepaboTKM WAN NPeAoCTaBNeHNs APYruX AHe
OTAbIXa.

3agaHue: B ponu cekpetapa - peepeHTa aupektopa AO MOAroTOBbTE MPOEKT
COOTBETCTBYHOLLEr0 JOKYMEHTA.

3agaHue 5. (M3-5)

B AO «3apsa» cocTosanocb 3acefjaHue npasfeHus. lMoBecTka AHA Oblna MocBslLeHa
paclUMpeHnto oTAena MapkeTuHra mpmbl. B ¢BS3M € 3TUM BO3HUKNA

HeobXo4MMOCTb BHECTM W3MEHEHUS B LUTATHOE pacnucaHue COTPYLHUKOB (UPMbI, a
TaKXXe pas3obpaTb HOBble [O/DKHOCTHblE WHCTPYKUUW Ha BBefeHWe B OTAeNn MapKeTuHra
LOMKHOCTU MeHe[pKepa No peknamMme v PeKaMHOro areHTa.

3agaHve: B ponu cekpeTaps 3acefjaHns cOCTaBbTe MPOEKT NPOTOKONA.

3agaHue 6. (M3-6)

B AO «KYb» nposeseHa nposepka paboTbl 0TAeNa MapKeTUHra no OKasaHWK MIaTHbIX
ycnyr. Komuceus B coCTaBe 3aMeCcTuUTens AupekTopa, . Gyxrantepa M HayanbHWKa OTAena
MapKeTMHra B XOfe MpOBepkM 0O6HapyXuna HapyLleHus B otopmeHUn [aHHO
[JOKYMeHTauum OyayT npefcTaBfieHbl CaHKLUN.

3agaHuve: TofAroToBbTe MPOEKT COOTBETCTBYHOLLEro AaHHON CUTyauuu LOKyMeHTa. Bupg
[LOKYMEHTA onpesennuTe caMoCTOATENbHO.

3agaHue?. (M3-7)

Ha ocHOBaHUW wuccnefoBaHWs OTAENOM MapKeTMHra KOHBIOHKTYpPbl pblHKAa CObITa
npogykuun OOO  «CeBep» npeAcTaBuia  BO3MOXHOCTb  3aKNHOUUTL  PAL BbIFTOLHbIX
KOHTPAKTOB.

HavyanbHWK OTfena MapKeTMHra pewun  noowpuTb  Befylmnx  COTPYLHMKOB
npemMuaibHbIMK BbiNaaTaMun K 6AvkanLLlen sapnnare.

3agaHve: B ponvM HavanbHWKA  OTAena  MapKeTMHra  MNOArOTOBbTE  MPOEKT
COOTBETCTBYIOLLErO  AaHHOW  cuTyaumm  [OKyMeHTa. Buj  [OKymeHTa  onpegenute
CaMOoCTOATENbHO.

3agaHue 8. (M3-8)

Ynpasnsowmnin NMAO Kb «Pycckuii CTaHAapT» NPUHAN pelleHue O MpuemMe HOBOro
COTpyZAHUKA B OTAen cbeperatesibHbIX OMepauMii  Ha  [O/DKHOCTb  «Cheyuanucra oTgena
cbeperatesibHbIX onepaumii ».  Mexgy [MAO Kb «Pycckuin CTaHgapT» M cneuuanncTom
3aK/0YeH TPYAO0BOI OroBop.

3agaHve: B ponu  COTpyAHMKA — KafpoBOM  CNyXObl  MOArOTOBbTE  MPOEKT
[LOKYMEHTA COOTBETCTBYHIOLLETO CUTYyaLUN.

3agaHue 9. (M3-9)

OO0 «CmeHa» nonyyaetT oT OOO «HaTypoBo» peknamHyt  6poLutopy,
npeLCTaBNAOWY0 060rpeeatefibHble NpUbOpPbI, KOTOpble MOMIM  6bl  HAWTW NPUMEHEHMe
B TEN/IMYHOM XO35IACTBe.

Ha coBewaHun no WCMNOMb30BaHUKO 3TUX MPUOOPOB  BLICHUIOCL, YTO  A/1A
MPUHATUA OKOHYATENbHOrO peLleHuUs Heobxo4uMbl 60fee NoJiHbIe [aHHble MO BCEM TOBapam
[AaHHON Tpynnbl, TaKXKEe MNPEeNCcKypaHT LEH C yKa3aHWeM YC/TOBUIA NOCTaBKW.

3agaHune: CocTaBbTe MPOEKT cny>ebHoro nucbma B cekpeTapmat OO0 «HatypoBo» cC
3anpocom 6onee nNogpobHOM MHPOPMaLLMK O LJaHHOM TOBape.

3agaHue 10. (M3-10)

Ynpasnstowuin MAO Kb «JI0K0-6aHK» MPUHAN peLleHne 0 npueme Ha paboTy ONbITHOTO
cneuvanucta no paboTte C LEHHbIMU BymMaramy C CONUAHBLIM CTaXeM paboTbl Ha LOMKHOCTb
«HavasibHVKa 0TAena LeHHbIX bymars.

3agaHve: B ponm  cneumanucTta  KagpoBOM  cyObl.  [MOArOTOBbTE  MPOEKT
COOTBETCTBYHOLLEro JOKYMeHTA.

B
7
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MprMmepHbIe OLEHOYHbIE CPeACTBA A4/1A MPOBeAeHUA TeMaTUYeCKOro KOHTPoIs
Tect 1(T-1)

1. fainTe onpefeneHne JOKYMeHTA:

A) MaTepuasnbHbIii 06bEKT € MHDOpMaymeli, 3ahMKCUPOBaHHON CO34aHHbLIM Ye/10BEKOM
cnocobom, Ans eé nepefayn BO BPEMEHWN U NPOCTPAHCTBE

B) COBOKYMHOCTb PEKBU3UTOB OPULMANLHOTO MUCbMA

C) cTaHfapTHOE pacrnonoXeHne matepuana

D) TekcT

2. JanTe onpegeneHne opmynsapa-obpasua:

A) COBOKYNHOCTb PEKBM3NTOB [e/I0BOr0 NUcbMa

B) COBOKYMHOCTb pacnosioXeHHbIX B ONpefesieHHON MocnefoBaTe/lbHOCTU PEKBU3UTOB,
NPUCYLLMX BCEM AOKYMEHTAM OMpefeeHHON cucTeMbl JOKYMeHTaLnn

C) COBOKYMHOCTb PEKBU3UTOB NpurKasa

D) COBOKYMHOCTb PEKBU3WNTOB aKTa

3. [laTta JoKyMeHTa ohopMasieTcs cregyowmm obpasom:

A) 1 despansd 1997

B) 1despans 97 1.

c) 01.02.97 r.

D) 01.02.97

4. NaTa LOKYyMeHTa — 3T0:

A) faTa ero noanucaHus, NPUHATUSA

B) parta ero coctaBneHus

C) paTta ero nognucaHus, NPUHATUA, YTBEPXAEHUS, COCTaB/IeHUs, AaTa cobbITuA

D) pata cobbiTus

5. Jenonpon3BoacTBO — 3TO:

A) npasunbHOe ohopM/IeHNE LOKYMEHTOB.

B) opraHusaymsa LOKyMeHTO060pOTa B yUpPEXAEHUN.

C) COBOKYMHOCTb JOKYMEHTOB, OTPaXatoLmnx yrnpaBneH4Yeckyo LesTeNbHOCTb YUpexaeHus.
D) coBOKYMNHOCTb paboT No LJOKYMEHTUPOBAHUIO AeATe/IbHOCTU YNpaB/eHUs 1 Nno
opraHusaunm LJOKYMEHTOB B YUpeXAeHUW.

6. JeaTenbHOCTb annapara ynpas/ieHns, 0XBaTblBaloLasA BONPOChl JOKYMEHTUPOBAHUA U
opraHusauum paboTtbl ¢ JOKYMeHTaMn — 3T0:

A) JOKYMEHTaLNOHHOe obecreYveHmne yrpaBeHns

B) ctaHgapTu3anms

C)Ercp

D) cuctema JOKyMeHTauum

7. Kakas )yHKLNA OTHOCUTCA K 06LLNM (DYHKLNAM LOKYMEHTa:

A) 06LLEeKYNbTYPHaSN;

B) nHopmaLmoHHas;

C) npasoBas;

D) ynopsgoumnsatoLLas.

8. IHaeKC JoOKyMeHTa — 3TO

A) NopsiAKOBbIA HOMEpP perucTpauum

B) nHAeKc CTpyKTypHOro nogpasseneHus

C) unposoe, 6YKBEHHOE UM KOMOUHUPOBaHHOE 0603HaUYeHNe JOKYMEHTA, YKa3blBaloLLiee
MECTO ero COCTaBJ/IEHUA N XPaHeHUA

D) Homep fena no HOMeHKaType fen

9. MicnonHUTeNbHOe AenonpousBoACTBO — 3TO

A) paboTa ¢ fJOKyMeHTamu, NpoBoAuBLIasca B COBETCKUX YUPEXAEHUAX

B) paboTa c JOKyMeHTamu, NPOBOAMBLUAACH B KOMNErnsAX
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C) paboTa ¢ JOKYyMeHTaMu, NPoBOAMBLLAACA B MUHUCTEPCTBAX

D) paboTa ¢ JOKyMeHTaMu, NPOBOAMBLLAACA B NpPUKasax

10. Konnexxckoe Aesionpons3BoACTBO — 3TO

A) paboTa ¢ JOKyMeHTaMu, NMPoBOAMBLLAACA B KOJJIErUsX

B) paboTta c fJoKyMeHTamKn, NPOBOAMBLLIAACA B NpUKasax

C) paboTa ¢ fJoKyMeHTamu, NpPoBOAMBLUAACA B COBETCKUX YUPEXAEHUAX

D) paboTa ¢ JOKyMeHTaMu, NMPOBOAMBLLAACH B MUHUCTEPCTBAX

11. KomnieKc OCHOBHbIX MOMIOXKEHWIA, ONPeAeNSAoLWmnX U pernaMmeHTUPYHOLLINX
opraHusauuio JOKyMeHTaLNOHHbIX MPOLECCOB Ha NMpeanpuaTUn — 3T0

A) cuctema AOKyMeHTauUu

B) ErCA

C) LoKyMeHTaLMOHHOe 06ecneyeHmne yrnpasieHuns

D) cTaHgapTusauus

12. Ha3oBUTe ABa OCHOBHbIX popmaTa, Ha KOTOPbIX 00OPMAAIOTCA JOKYMeHTbI OP/[,
A) A 5 (148x210 mm); A 3 (297x420 mm)

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

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

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

13. Ha30BUTe JOKYMEHT, He BKJIKOUEHHbI B rpynny BXOAALWMX U UCXOAALLNX JOKYMEHTOB
B NpuKasax

A) namsTu

B) otnucku

C) akTt

D) rpamoTbl

14. Ha3oBUTe JOKYMEHT, He N34aBaeMblil LLapem B Nepuro NPUKasHoro Aesionpon3BoacTBa
A) >xanoeaHHas rpamoTa

B) yka3

C) npurosop

D) akr

15. Ha3oBUTe HOPMaTMBHbIN AOKYMEHT, HA OCHOBAHUWN KOTOPOro OpOpMAsA0TCA
JOKyMeHTbI OP/,

A) UHCTPYKLUMA NO AeNonponu3BoACTBY

B) nonoxeHve 06 apxmeHoM hoHae PP

c) MOCT 6.30.-2003

D) FOCT 7.0.97 - 2016

16. O653aTe/IbHbIN NPU3HAK HA JOKYMEHTE, YCTaHOB/IEHHbIN 3aKOHOM — 3TO
A) nHTepBasn

B) pekBu3nT

C) NonoXeHue Tabynartopa

D) ambnema

17. OpraHmnsaums paboTbl C LJOKYMEHTaMU B KOJIIErMAX HOCUT Ha3BaHue

A) KONNeXXCcKoe Aefonpon3BoACTBO

B) coBeTckoe enonpon3BoAcTBO

C) NMpuKasHoe [efonpon3BOACTBO

D) ncnonHuTeNbHOe Len10npon3BoACTBO

18. OpraHusaums paboTbl ¢ LJOKYMEHTAMU B MUHUCTEPCTBAX HOCUT Ha3BaHue
A) COBeTCKOe [1e/10NpPOn3BOLCTBO

B) Konnexckoe fenonpon3sBoACcTBO

C) npuKa3Hoe [efonpon3BOACTBO

D) McnonHuTeNbHOe AeN0NpPon3BOLCTBO

19. MepeuncnuTe OCHOBHbIE BUAbI 6/1aHKOB

A) 06wmin 6naHK, 6naHK ans nucem, 6naHK ¢ NPOAOSIbHLIM U YT/I0BbIM PacrnosioXXeHNeM
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PeKBU3NTOB
B) cyLuecTByeT T0/IbKO 61aHK C MPOAO/IbHLIM U YTN0BbIM PACNONOXKEHNEM PEKBU3NTOB

C) cyluecTByeT TO/IbKO 06N 61aHK

D) cyuiecTByeT TONbKO 6/1aHK AN NUCEM

20. IMepeuncnuTe Lenu n3yyvyeHUs Lenonpon3BoLCTBa

A) onpefennts ponb cnyxo JOY.

B) nokasatb 3HayeHMe paboTbl C JOKYMEHTaMW B XXNU3HW 06LLECTBa.

C) oBnafieHve 0OCHOBaMM NPaBUIbHOIO0 OPOPMIEHNSA LJOKYMEHTOB U Hag/exallein
opraHusaumel JOKyMeHTO060poTa.

D) npnBuTbL He06X04MMbIE HaBbIKM B paboTe € AenaMu, 3aKOHYEHHbLIMU Le/10NPON3BOLCTBOM.

TecT 2 (T-2)

1. FapaHTWinHOE NUCBbMO - 3TO:

A) LOKYMEHT, CO00LLaoWMNA 0 NPUBAVKEHNI, YCKOPEHWUMN, UCTEYEHUN CPOKA UCMONHEHMS
KaKoro-nnbo gencreus

B) AOKYMEHT, cogepxalluii NpurnalleHne Ha MeponpuaTume

C) AOKYMEHT, B KOTOPOM rapaHTUpYyeTCcs ornsarta BbIMO/IHEHHOW paboTbl Uan
npegocTaBieHne vero-mbo (paboTbl, NOMELLEHUS U T.4.)

D) AOKYMEHT, NOATBEPXXAAOLLMIA NOTyYEHNE LLeHHOCTEN

2. [lenoBble NMcbMa 00bIYHO 3aKaHUYMBAKT (Ppasamu:

A) B COOTBETCTBMYM C Bawlein npocb6oii ...

B) c yBaxxeHMeM ...

C) Hamu paccMOTpeHbl Baluun npeanoxeHus .

D) B cBsi3n .

3. LOKYMEHT, 3aKPenNALLNA JO/HKHOCTHON N YNC/IEHHBbIA COCTaB NPeAnpuUATUSA
yKasaHuem (hoHga 3apaboTHON nnaTbl — 3TO:

A) JOMKHOCTHAA UHCTPYKLNA

B) yctas

C) nonoxeHwve

D) wTaTHOe pacnucaHue

4. JOKYMEHT, (PUKCUPYIOLLMIA XOL 06CYXAeHUA BONPOCOB N NPUHATUSA peLleHnid Ha
cobpaHunax, 3acefaHNAX, CoOBELLLAHNAX U T.N.:

A) 06bACHUTENbHAA 3anncKa

B) noknagHas 3anucka

C) akt

D) npoTtokon

5. Ecnu Bam HeobxoauMo faTb onucaHue peknamupyemblx ycnyr, Bbl coctaBuTe
A) JOroBOpHOE MUCbMO

B) peknamHoe nnucbmo

C) conpoBofaunTe/ibHOe MUCbMO

D) nucbmo-npurnaweHune

6. Ecnu Bam Heob6xo4nMo coo6LWMThL 0 NPOBeAeHUM MeponpuaTus, Bol cocTtaBuTe
A) conpoBoAnNTENIbHOE MUCbMO

B) nucbmo-noaTeepxaeHme

C) noroBopHoe NUCbLMO

D) MH(opMaLMOHHOe NMUCbMO

7. Ecnn Bam Heo6XxoAMMO COCTaBUTb NMUCbMO, MH(HOPMUPYIOLLEE aapecaTa 0 HanpaB/ieHU
K HeMY NMpucbl/iaeMblX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoanTeIbHOE MUCbMO

B) nucbmo-yBefomneHve

C) nucbMo-noaTBEPXKAeHME

D) gorosopHoe nNucbmo
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8. Ecnn pacnopsagnTeibHas 4acTb TeKCTa Ha4YMHaeTCs cnoBaMmn “ob653biBaro”, TO 3TO
A) npukas

B) 3asBneHune

C) pacnopsixeHue

D) yka3aHue

9. Ecnun pacnopagmTenbHaa yacTb TEKCTA HaUMHaeTcAa cnosamMmu “npegnarar’”, To aT0
A) npukas

B) pacnopskeHune

C) WUHCTPYKLMSA

D) ykasaHue

10. HhopMaLMOHHO-CNPaBOYHbIA JOKYMEHT, COCTAB/IAOLWMACA rPynnon nuL, As
NOATBEPXAEHUSA YCTaHOBIEHHbIX (PAKTOB — 3TO

A) [oknafHas 3anucka

B) akT

C) NPOTOKO/

D) 06bACHUTENbHAA 3anmcka

11. KoMmnsieKc B3anMOyBSI3aHHbIX JOKYMEHTOB, PeriaMeHTUPYIOLWMX CTPYKTYPY, 3a4auu,
(QYHKUUM NPpeanpusaTus, opraHnsaLnio ero paboTbl; npasa, 0693aHHOCTU U
OTBETCTBEHHOCTb PYKOBOACTBA W CNELUaiUCTOB NPeAnpuUaTna — aTo

A) pacnopsuTefibHble LJOKYMEHTbI

B) yctas

C) CnpaBOYHO-MH(OPMALMOHHbIE

D) opraHusaLOHHbIe JOKYMEHTbI

12. Ha3oBUTe AOKYMEHT, He BXOAALMIA B FPpynny pacrnopsaanTe/ibHbIX JOKYMEHTOB
A) CTPYKTypa 1 WTaTHas YUC/EHHOCTb

B) ykasaHue

C) npukas

D) noctaHoB/eHME

13. Ha30BUTEe JOKYMEHT, He BXOAALLMIA B COCTaB MH(POPMaLMOHHO-CNPaBOYHbIX
A) npoTokon

B) cnpaska

C) pacnopsixeHue

D) akr

14. HaszoBuTe pasgen, He BXOASLLNI B TEKCT ycTaBa

A) pernameHT feATeNIbHOCTH

B) obuwue nonoxxeHus

C) opraHu3aLMoHHOe eANHCTBO

D) LONXKHOCTHbIe 06513aHHOCTU

15. Ha3oBuTe yacTu TeKCTa NnpmukKasa

A) KOHCTaTupytoLLas, BBOLHaA

B) KoHCcTaTupyowasn, pacnopsagmTenbHas

C) OCHOBHas, pacrnopsaguTesnbHas

D) BBOAHas, OCHOBHas

16. OpraHn3aumoHHo-pacnopaanTesibHaa JOKYyMeHTaunusa — 310

A) YHUDULMPOBAHHbIA JOKYMEHT

B) COBOKYMHOCTb PEKBU3NTOB

C) COBOKYMHOCTb B3aUMOYBA3aHHbIX JOKYMEHTOB, (PYHKLNOHUPYIOLLNX B cepe
ynpasneHus

D) yHuuumnposaHHasa opma

17. OpraHun3aunoHHbIA JOKYMEHT AINTENbHOIO UM NOCTOAHHOMO CPOKa fencTBuS, B
KOTOPOM OrpefeneHbl Hay4YHO-TeXHUYECKMe, (PMHAHCOBbIe CTOPOHbI AeATE/IbHOCTU
LO/MKHOCTHBIX MNL, — 3TO



28

A) WTaTHOE pacnucaHune

B) 0O/HKHOCTHAsA MHCTPYKUMSA

C) ycTaB

D) nonoxeHune

18. NMucbMo Yalle BCcero HaunMHaeTcs crioBaMu

A) B CBA3MN C .

B) c yBaXKeHueM .

C) B COOTBETCTBUM C .

D) yBaxxaemble rocroga .

19. MpaBoBOW aKT ynpaBneHNs rocyAapCTBEHHOI0 OpraHa, MMeLW N 0653aTeNibHY0 CUIy
NS TpaXaaH v opraHm3alnin, KOTOpbIM OH apecoBaH — 3TO

A) yKaszaHue

B) npukas

C) pacnopsixeHue

D) pewweHune

20. MNMpaBoBOW aKT, N3aaBaeMblil PyKOBOAMTENEM NPeANPUATUSA, LeliCTBYIOLLErO Ha
OCHOBaHWUM eflHOHAYasInsA, AN pa3peLleHns OCHOBHbIX 1 OrepaTUBHbIX 3a4ady
npeanpuATUA — 3TO

A) npukas

B) ykasaHue

C) peweHune

D) pacnopseHune

21. MNMpaBoBOW aKT, oNpeAensLWnNii NopagoK obpasoBaHns, 3agayum, 0653aHHOCTI, Npasa,
OTBETCTBEHHOCTb W OpraHusaLmio paboTbl NPesnpUATUS B LE/IOM UK ero CTPYKTYPHbIX
nogpasgeneHnii — ato

A) NonoxkeHne

B) yctas

C) LOMKHOCTHAsA MHCTPYKLMA

D) wTraTHOe pacnuncaHme

22. T1pnyYnHbI U3gaHnAa yKasaHUA pacKpbiBalOTCA B

A) BBO/JHOW YacTu TeKCTa

B) pacnopsguTenbHOW YacTu TeKcTa

C) KOHCTaTUPYHOLLE YacTy TeKcTa

D) OCHOBHOW YacTu TeKcTa

23. PacnopsaanTesibHbI JOKYMEHT KOJ/IErMasibHOro opraHa yrnpasJ/ieHUsl, U3LaBaeMblii
MUHUCTepPCTBaMU, BeLOMCTBaMMU, HAyYHbIMW COBETAMW — 3TO

A) peLueHune

B) ykasaHue

C) pacrniopsixeHue

D) npuvkas

24. CBof npaBu, perynnpyrowmnx esTe/lbHOCTb OpraHu3aunii, X B3aMMoOTHOLLEHUSA C
ApYyruMn opraHusaumamm v rpaxiaHamu, npasa 1 0653aHHOCTW B cdepe
rocyfiapCTBEHHOWN NN XO3SUCTBEHHOM AeATeNIbHOCTU — 3TO

A) WTaTHOE pacnucaHue

B) nonoxeHwve

C) LOMKHOCTHAsA MHCTPYKLMA

D) ycTaB

25. COBOKYMHOCTb JOKYMEHTOB, cofepXXawmnx MHHopmaumio 0 HakKTUYECKOM MOJI0XKEHNN
[en, cny>awmx 0CHOBaHMeM A1 MPUHATUA PeLLeHNn, U3faHnsa pacnopsaguTeNbHbIX
LOKYMEHTOB — 3TO

A) pacnopsiguTeNibHble JOKYMEHTbI

B) opraHu3aLnoHHble JOKYMEHTbI
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C) OTYeTHble JOKYMEHTbI
D) MH(OpPMaLNOHHO-CNPaBOYHble JOKYMEHTbI

MpuMepHbie TeMbl NpPe3eHTaLuni

Tembl npeseHTaymin (M-1):

©ON® WD

10

11.
12.

WcTopua genonpounssofcTea B Poccun
JenonponssoAcTso B [lpeBHEpyCCKOM rocyjapcree
MpunKasHoe fenonpou3BoACTBO

Konnexxckoe Aenonpons3soacTso

MwuHMCTEPCKOE 4eN0Npon3BOLCTBO
JenonponssoacTtso B COBETCKYIO 3MOXYy
3aKoHOAaTeNbHOE PerynMpoBaHne Aenonpon3BoAcTBa
HopmaTuBHO-NpaBoBOe N HOPMATUBHO-METOANYECKOE PEryNMpoBaHue Aefonpon3BoACTBa
PeKkBM3NTbI KaK COCTaB/AOLWME LJOKYMEHTA
Knaccugmkaumns JOKYMeHTOB

BnaHkK opraHusauuu

Knaccugmkaumns JOKYMeHTOB

Tembl npeseHTauuni (M-2):

N A WN

8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.

YcTaB: cogepxxaHue ycTaBa; crneuudurka yctasa; BU3MpOBaHUE, YTBEPXKAEHME.
MonoxeHune: TEKCT NOMOXKEHWS; BU3MPOBaHUE, YTBEPXKAEHME.

JLOMKHOCTHasA MHCTPYKUMA: TEKCT, BU3MPOBaHWE, YTBEPXKAEHNME.

LLiTaTHOe pacnucaHue: onpeseneHve, othopmaeHne, NOAMUCH.

WHCTpyKuma: onpegeneHune, ohopmieHne, NOANNCh, BBEAEHNE B LeliCTBYE.

[loroBop: onpejeneHve, coaepXaHue, oba3aTenbHbIe 3N1eMeHTbI JOroBopa

MprKa3 No OCHOBHOW AeATeNbHOCTU: onpesenieHne; oopMIeHVe Nprnkasa; oba3aTenbHble
PEKBU3UTbI; CTPYKTYpa npukasa (3arofioBok, TEKCT); 0hopmMIeHne nNpukasa; ohopmaeHue
NPUNOXEHWI K NPUKa3y; BU3MPOBaHUE, pefaKTMPOBaHMe, paccblika, NOANUCL, MapLUpyT.
PacnopspkeHve: onpegenieHne, ohopMIeHNE.

YKasaHue: onpefeneHune, nNpaBo U3aHUa yKasaHWs; ohopMIeHue.

MocTaHOBNEHWE: COCTaBeHUe 1 OhOPMIIEHNE.

PelueHwne: cocTaBneHne 1 opopmaeHHe.

CnpaBKa: BHELWWHSS, BHYTPEHHSAA. TEKCT CNpaBKu.

AKT: pasHOBMHOCTM aKTOB, CTPYKTYypa aKTOB.

MpOoTOKON: BUAbI NPOTOKONOB 3acefaHuii; CTPYKTypa NPOTOKONa; AaTa NPOTOKoNa.
[loknagHas n 06bAcHUTENbHAsA 3annckn. Cny>xebHoe NUCbMO.

MpuKasbl MO IMYHOMY COCTaBY: OnpefeneHune; ohopMaeHne; CTPYKTypa npukasa.
MonoXeHne 0 NEPCOHaNbHbIX AaHHbIX PABOTHMKA.

InyHoe peno: onpefenexuve, cofepxxaHue, opopmeHne, 06a3aTefibHble 31eMEHTbI
NINYHOTO Jena.

Tembl npeseHTauuni (M-3):

1 OcHOBHbIe MpaBuna opraHu3aLmmn LJOKYMeHTo060p0oTa B OpraHm3auum.

2. MNprem, 06paboTKa 1 pacnpeseneHne NocTynaroLmnX 4OKYMEHTOB.

3. MNMopsAAoK HanpaBaeHWs Ha UCMNONHEHWe U paboTbl UCNONHUTENSA C LOKYMEHTaMW.
4. MpaBnna 06paboTKN NCXOAALLMNX JOKYMEHTOB.

5. Mogenu aneKTpoOHHOT0 LOKYMeHTO060pOoTa.

6. YnpaBneHne 3NeKTPOHHbIM LJOKYMEHTOO60pOTOM.

Tembl npeseHTaymin (M-4):

1 3akoHogfaTeNlbHOe M HOPMATMBHOE perynmpoBaHue paboTbl ¢ JOKYMEHTaMK B 6aHKax.
2. TexHonorus paboTbl ¢ LOKYMeHTaMun B GaHKe.

3. CxeMa foKyMeHTo060p0oTa B 6aHKe.

4. OpraHm3auma JoKyMeHToo60poTa B 6aHKe ¢ ucnosnb3oBaHnem COU.
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MpuMepHbIe OLEHOYHbIE CPeAcTBa AN NPOBeAEeHNS PyOe>XKHOro KOHTPosA (TecT)

1. FapaHTWinHOE NMUCbMO - 3TO:

A) LOKYMEHT, cO06LaoWmnin 0 NPUBAKEHUN, YCKOPEHNMN, UCTEYEHMNIN CPOKA MCMONHEHNS
KakKoro-nm6o fencrems

B) AOKYMEHT, cogepxalluii NpurnalleHne Ha MeponpusTume

C) LOKYMEHT, B KOTOPOM rapaHTupyeTcs oniaTta BbIMO/HEHHOW paboTbl Nan
npegocTaBnieHne vero-mbo (paboTbl, NOMELLEHUS U T.4.)

D) LOKYMEHT, MOATBEPXAAIOLLNIA MONyYeHME LeHHOCTEN

2. [JainTe onpefeneHne JOKyMeHTa:

A) MaTepuasnbHblii 06bEKT C MHDOpMaumeli, 3ahMKCUPOBaHHON CO34aHHbLIM Ye/10BEKOM
cnocobom, 4ns eé nepefayn BO BPEMEHWN U NPOCTPAHCTBE

B) COBOKYMHOCTb PeKBU3UTOB OPULMATBHOIO NMUCbMA

C) cTaHfapTHOE pacnonoXxeHwe matepuana

D) TekcT

3. JanTe onpegeneHne hopmynsapa-obpasua:

A) COBOKYNHOCTb PEKBM3NTOB [e/I0BOr0 NUcbMa

B) COBOKYMHOCTb pacnosioXeHHbIX B ONpefesieHHON MocnefoBaTe/lbHOCTU PEKBU3NTOB,
NPUCYLLMX BCEM AOKYMEHTaM OMpefeieHHON cucTeMbl JOKYMeHTaLnn

C) COBOKYMHOCTb PEKBU3UTOB NpurKasa

D) COBOKYMHOCTb PEKBU3WNTOB aKTa

4. NlaTa fJOKYMeHTa OpopM/ISeTCA CnefyrouLmmM obpasom:

A) 1 despansd 1997

B) 1 deBpans 97 r.

c) 01.02.97 r.

D) 01.02.97

5. JaTa joKymMeHTa — 3TO:

A) faTa ero noanucaHus, NPUHATASA

B) parta ero coctaBneHus

C) paTa ero nognucaHns, NPUHATUA, YTBEPXAEHUS, COCTaB/IeHUs, AaTa cobbITuSA

D) pata cobbiTus

6. KaknM CBOMCTBOM MOXXHO OXapakKTepu3oBaTb Ha/inumne y JOKYyMeHTa HeOTbeM/IEMbIX
cnaraemblX, 6e3 KOTOPbIX OH CyLLLeCTBOBaTb He MOXET:

A) BeLeCTBEHHOCTb;

B) aTpnbyTMBHOCTb;

C) CTPYKTYPHOCTb;

D) BepHOro BapvaHTa OTBeTa HeT.

7. JenoBble NMcbMa 00bIYHO 3aKaHUYMBAKT (Ppazamu:

A) B COOTBETCTBUM C Bawlein npocb6oit .

B) c yBaxxeHMeM ...

C) Hamu paccMOTpeHbl Baliun npeanoxeHus .

D) B cBsi3n .

8. [lenionpons3BoACTBO — 3TO:

A) npasunbHOE 0hopMIIEHNE JOKYMEHTOB.

B) opraHm3auus LOKYMeHTO060pOTa B YUPEXAEHUN.

C) COBOKYMHOCTb JOKYMEHTOB, OTPaXatoLnx yrnpaBneH4Yeckyo fesTeNbHOCTb YUpeXxaeHus.
D) coBOKYNMHOCTb paboT No LJOKYMEHTUPOBaHUIO AeATe/IbHOCTW YNpaBieHUs 1 Nno
opraHusaunm LJOKYMEHTOB B YUpeXAeHUW.

9. [eaTenbHOCTb annapara ynpasieHNs, 0XBaTblBaloLas BONPOChl JOKYMEHTUPOBaAHUA U
opraHusauum paboTtbl ¢ JOKyMeHTaMn — 3T0:

A) [OKYMeHTaLNOHHOe obecneyeHre yrnpaBneHuns
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B) ctaHgapTu3anms

C)Ercp

D) cuctema fLOKyMeHTaL MK

10. lOKyMeHT, 3aKPenASoLWnii AO/HKHOCTHON U YNCNEHHbI COCTaB NPeanpusaTUs C
yKasaHvem (poHaa 3apaboTHOM nnatbl — 3TO:

A) LO/MKHOCTHAsA UHCTPYKLMS

B) yctas

C) nonoxeHwve

D) wtaTtHoe pacnuncaHue

11. lOKyMEHT, (hMKCUPYHOLLMIA X04 06CYXXAEHUSA BOMPOCOB M MPUHATUA peLleHnii Ha
cobpaHusx, 3acefaHnAX, COBELLLAHNAX U T.N.:

A) 06bACHUTENIbHAA 3anucka

B) noknagHas 3anucka

C) akt

D) npoTokon

12. Kakasa yHKLMSA OTHOCUTCA K 06LLUMM PYHKLNAM LOKYMEHTa:

A) 06LLEeKYNbTYPHaSN;

B) nHopmaunoHHas;

C) npaBoBas;

D) ynopsgoumnsatoLLas.

13. KaK [0/DKHO NMPONCXoAnTb AeNeHne JOKYMEHTOB:

A) Ha pogbl, nofABuAbl, NOAPOAbI, PA3HOBUAHOCTH;

B) Ha pofabl, BUAbI, NOABUAbI, Pa3HOBULHOCTU;

C) Ha Bufbl, NoABMAbI, Pa3HOBUAHOCTU, POAbI;

D) Ha noasuabl, NOAPOLbI, PA3HOBULHOCTM.

14. loKyMeHTaUMoOHHOe obecneyeHne yrnpaBeHns — 3To:

A) npouecc ycTaHOBNEHNUA N MPUMEHEHUSA MPaBU C Lenblo YNopsagoyeHns 4edTenbHOCTU B
[eNnonpons3BoACTBe.

B) neATenibHOCTb annaparta yrnpasJ/ieHUs, 0XBaTbIBalLLLaA BOMPOCbl JOKYMEHTUPOBAHUA U
opraHusauum paboTbl C JOKYMEHTaMW.

C) COBOKYMHOCTb JOKYMEHTOB, MPUMEHSEMbIX B ONpeAeneHHOW cihepe AesTeNbHOCTH.

D) COBOKYMHOCTb PEKBM3WUTOB, YCTAHOB/IEHHbIX B COOTBETCTBUUN C POPMYNAPOM AOKYMEHTA.
15. Ercp — aro:

A) COBOKYMNHOCTb PEKBU3UTOB, YCTAHOBNEHHbIX B COOTBETCTBUM C (DOPMYNAPOM LOKYMEHTA.
B) KOMMN/IEKC OCHOBHbIX MOJIOXEHW, ONPeLeNsAoLWMUX N pernaMeHTUPYL X
opraHmsauunio LJOKYMeHTaUMOHHbIX MPOLLECCOB Ha NPeanpuUATUN.

C) COBOKYMHOCTb JOKYMEHTOB, NMPUMEHSEMbIX B ONpeAeneHHOW cihepe AesTeNbHOCTH.

D) peatenbHOCTb annapara yrnpas/ieHUs, 0XBaTblBaloLLasA BONPOCH! JOKYMEHTUPOBAHNA 1
opraHu3saumm paboTbl C LOKYMeHTaMK.

16. [JOKyMeHT, cogepXXawmin HPopmMaLnto, He NpeaHa3HauYeHHY0 415 LWMPOKOro
pacnpocTpaHeHus:

A) Heony6MKOBaHHbIN;

B) TaitHbIi;

C) Heny6NMKyeMbliA;

D) HenepmognyecKuii.

17. Y10 OoTHOCUTCA K NpU3HaKaM JOKYMEHTA:

A) (PYHKUMOHaNLHOCTb MHopMaL MK,

B) TOXAecTBEHHOCTbL caMOMy Cebe;

C) 3aKOHHOCTb;

D) 3aBepLUEHHOCTb COOBLLEHMS.

18. KaKoi1 /1orm4eckuii npmem, UCnosib3yeTcs nNpu co3fgaHnmn LJOKYMEHTOB:

A) onpegeneHue;
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B) ycTaHoBneHue;

c) 060CHOBaHMe;

D) pa3sbsCHeHue.

19. Ecnn Bam Heo6xoAnMo faTb onucaHue peknammpyemblx yciyr, Bbl coctaBute
A) JOroBOpHOE NMUCbMO

B) peknamHoe nncbmMo

C) COMpOBOANTENIbHOE MUCbMO

D) nucbMo-npurnatleHune

20. Ecnn Bam Heo6xoAMMO NpeabABUTL NMpeTeH3un NapTHEPY, Bbl cocTaBuTe

A) LOroBopHOe NUCbMO

B) nH(popmaunoHHoe NMcbMo

C) COnpoBOAUTENbHOE NUCbMO

D) nnucbmo-npeTeH3nio

21. YKaXnNTe 0TINUYMNTENbHOE CBOMCTBO AOKYMEHTA:

A) KOMUINHOCTb;

B) ropugunyeckas cuna;

C) MHOXXECTBEHHOCTb;

D) TOYHOCTb.

22. Ecnn Bam Heo6xoAMMO NPUrfacuTb OpraHmsaumio Unm 4oNXKHOCTHOE NINL0 Ha
coBellaHue, BCTpeyy, Bbl coctaBuTe

A) nucbMmo-npurialleHmne

B) conpoBoauTenibHOE NUCbMO

C) NUCbMO-NOATBEPXKAEHME

D) LOroBopHOe NUCbMO

23. Ecnn Bam Heo6XxoAMMO CO06LLMTL 0 NPOoBeAeHNN MeponpusaTus, Bbl coctaBute
A) conpoBoAuTeNIbHOE MUCbMO

B) nucbMo-nogTBepxaeHme

C) LOroBOpPHOE MUCbMO

D) MH(opMaLMOHHOE NUCbMO

24. Ecnn Bam Heo6xoAMMO COCTaBUTb NMMUCbMO, MHGOPMUpPYOLLee ajgpecaTa o
HanpaB/IeHUN K HEMY MPUCbIIaeMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoanTeNIbHOE MUCbMO

B) nucbmo-yBefomneHve

C) NUCbMO-MOATBEPXAEHNE

D) goroBopHoe nNMcLMo

25. Ecnn Bam Heo6xoAMMO COCTaBUTb NMMUCbMO, COMPOBOXatoLLee 4OroBop, TO OHO OyaeT
HOCUTb Ha3BaHMe (N0 CoAepPXKaHuo)

A) NUCbMO-NOATBEPXAeHNE

B) poroBopHoe

C) COnpoBOAUTENbHOE

D) nucbmo-yBeoMieHme

26. Ecnn Bam Heo6xo4MMO yBeAOMUTbL OTMpaBuUTeNsA 0 NOSTyYeHUN LJOKYMEHTOB, Bbl
cocTaBuTe

A) MH(OpMaLNOHHOE MUCbMO

B) noroBopHoe nucbmo

C) CONpoBOAUTENbHOE NUCbMO

D) nncbmo-noaTBePXaeHne

27. Ecnun pacnopaguTenbHaa 4acTb TeKCTa HaUMHAETCA cnoBamum “0653biBal0”, TO 3TO
A) npukas

B) 3asBneHune

C) pacnopsixeHue

D) yka3saHue
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28. Ecnun pacnopsaguTenbHasa yacTb TeKCTa HauynHaeTca croBamMn “npegnarar”, To 31O
A) npukas

B) pacnopsxeHue

C) MHCTpYyKuKMA

D) yka3saHue

29. VIHAeKC AOKYMeHTa 0(hopM/ISIETCA CrefyroLmm obpasom

A) 13.14

B) nk 11

c) ca 16.

D) 13/14

30. "HAeKC JOKYMeHTa — 3To

A) NopsAKOBbIA HOMEP perncTpaunu

B) nHAeKc CTpyKTYypHOro nogpasneneHus

C) unposoe, 6YKBEHHOE UM KOMOUHUPOBaHHOE 0603HaUYeHNe JOKYMEHTA, yKa3blBaloLLiee
MECTO ero COCTaBJ/IEHUA N XPaHeHUN

D) Homep fena nNo HOMeHKNaType fen

31. \HTepBan — 3To

A) paboyee none

B) cnyxebHoe nosne

C) nonoxeHwue Tabynartopa

D) paccTosiHue Mexay OCHOBaHUAMU CMEXHbIX CTPOK

32. "HthopMaLMOHHO-CNPaBOYHbI JOKYMEHT, COCTaBAOLWNIACA Tpynnoi nny ans
NOATBEPXAEHUS YCTaHOB/IEHHbIX (PAKTOB — 3TO

A) foknafHas 3anucka

B) akT

C) npotokon

D) 06bsAcHUTENbHAA 3anmcka

33. VicnonHUTeNbHOe AenonpousBoACTBO — 3TO

A) paboTa ¢ fJOKyMeHTamu, NpoBoAuBLIasca B COBETCKUX YUPEXAEHUAX

B) paboTa ¢ JOKyMeHTamu, NPOBOAMBLUAACA B KOMNErnax

C) paboTa ¢ JOKYyMeHTaMu, NPOBOAMBLLAACA B MUHUCTEPCTBAX

D) pa6oTa ¢ JOKYMeHTaMu, NPOBOAUBLLASACA B NPUKa3ax

34. Konnexckoe Aefionpons3BoACcTBO — 3TO

A) paboTa ¢ JOKyMeHTaMu, NMPOoBOAMBLLAACA B KOJJIErUsX

B) paboTta c fJoKyMeHTamK, NPOBOAMBLLIAACA B NpUKasax

C) paboTa ¢ fJOKyMeHTamu, NpoBoAuBLIasaca B COBETCKUX YUPEXAEHUAX

D) pa6oTa ¢ JOKyMeHTaMu, NPOBOAUBLLASACSA B MUHUCTEPCTBAX

35. KoMmnnekc B3anMoyBsi3aHHbIX JOKYMEHTOB, periaMeHTUPYIOLWNX CTPYKTYPY, 3a4auu,
(QYHKUUM NPpeanpusaTus, opraHusannio ero paboTbl; npasa, 0693aHHOCTU U
OTBETCTBEHHOCTb PYKOBOACTBA W CNELUaincToB NPeanpusaTua — aTo

A) pacnopsauTenbHble JOKYMEHTbI

B) yctas

C) cnpaBoYHO-MH(OPMALMOHHbIE

D) opraHusaLMOHHbIe JOKYMEHTbI

36. KOMMN/1eEKC OCHOBHbIX MOJIOXEHWA, ONPeAeNnsAoLWmxX N pernaMeHTUPYoLWmMx
opraHm3auunio JOKYMeHTaLMOHHbIX MPOLECCOB Ha NPeAnpuUATUM — 3TO

A) cucTeMa AOKYMeHTauum

B) EFCA

C) LOKyMeHTaUMoHHOe 06ecreyeHne ynpaBieHms

D) ctaHgapTu3auus

37. HasoBuTe BUAbI LOKIA4HbIX 3aMMCOK

A) UHPOPMALMOHHbIE, OTYETHbIE
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B) BHYTpeHHUe, BHeLLHMe

C) OTYETHblE, BHYTPEHHUE

D) MH(OPMaLMNOHHbIE, OTYETHbIE, BHYTPEHHWE, BHELLHMe

38. HasoBuTe ABa OCHOBHbIX (popmarta, Ha KOTOPbIX 0hOpMASAITCA OKYMeHTbl OP/
A) A 5 (148x210 mm); A 3 (297x420 mm)

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

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

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

39. Ha3oBuUTe OKYMEHT, He BKJ/THOUEHHbI B Tpynny BXOAALWMX U NCXOAALLNX LOKYMEHTOB
B NpukKasax

A) namsTtu

B) otnucku

C) akTt

D) rpamoTbl

40. Ha3oBuUTe JOKYMEHT, He BXOAALLMIA B rpynny pacnopsaauTe/lbHbIX JOKYMEHTOB
A) CTPYKTypa 1 WTaTHass YUCNEeHHOCTb

B) ykasaHue

C) npukas

D) noctaHoBneHue

41. Ha3oBUTE JOKYMEHT, He BXOAALLMIA B COCTaB MH(OPMaLMOHHO-CNPaBOYHbIX
A) npoTokon

B) cnpaska

C) pacnopsixeHue

D) akr

42. Ha3oBWUTe JOKYMEHT, He n3faBaeMblii LLapeM B Nepuof NpuKasHoro AenonponsBoacTea
A) >xanoeaHHas rpamoTa

B) yka3

C) npurosop

D) akr

43. Ha3oBUTe HOPMaTMBHbIN AJOKYMEHT, HA OCHOBaAHUWN KOTOPOro opopMasAoTCA
JOKyMeHTbI OP/,

A) UHCTPYKLUMA NO 4eNonpou3BoACTBY

B) nonoxeHne 06 apxmeHoM hoHae PP

c) MOCT 6.30.-2003

D) FOCT 7.0.97 - 2016

44. HazoBuTe pasaen, He BXOASILLNI B TEKCT ycTaBa

A) pernameHT feATeNIbHOCTH

B) obuwue nonoxxexHus

C) opraHu3aLMoHHOe eANHCTBO

D) LONXKHOCTHbIe 06513aHHOCTH

45. Ha3oBuUTe peKBU3NT, HE BXOAALWMIA B (hOPMYyNsap akTa

A) noanucb

B) TekcT

C) agpecart

D) 3aronoBok

46. Ha3oBUTe PeKBU3NT, He BXOAALLNI B (DOPMYNSAP peLLeHns

A) TekcT

B) 3aronosok

C) ccblflKa Ha MHAEKC U faTy BXOAALLEro JoKyMeHTa

D) nognuck

47. Ha30BUTe PeKBU3NT, HE BXOAALWMIA B (hopMyNnsap ycTaBa

A) Ha3BaHuWe opraHu3aumm
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B) HavMeHOBaHWe MUHUCTEPCTBA NN BEAOMCTBA

C) HavMeHOBaHWe BUAa JOKYMeHTa

D) agpecat

48. HazoBuTe Uenu goknaga

A) aprymeHTaums

B) nHopmumpoBaHue 1 yoexaeHue

C) [0Ka3aTeNbCTBO

D) yb6exxaeHune

49. Ha3oBuUTe 4acTu TeEKCTa NpmukKasa

A) KOHCTaTUpYyIOLWas, BBOAHaA

B) KoHcTaTupyowasn, pacnopsagmTenbHas

C) OCHOBHas, pacrnopsaguTesnbHas

D) BBOAHas, OCHOBHas

50. O653aTeNbHbIN NPU3HAK Ha JOKYMEHTEe, yCTaHOBMEHHbI 3aKOHOM — 3TO
A) nHTepBan

B) pekBu3nT

C) NonoXeHue Tabynartopa

D) ambnema

51. OpraHusaunoHHO-pacnopagUTenbHasa JOKYMeHTauna — 3aTo

A) YHU(NLMPOBAHHbI 4OKYMEHT

B) COBOKYMHOCTb PEKBU3NTOB

C) COBOKYMHOCTb B3aUMOYBA3aHHbIX JOKYMEHTOB, (PYHKLNOHUPYIOLLNX B Chepe
ynpasneHus

D) yHuuumnposaHHaa opma

52. OpraHu3aunoHHbI JOKYMEHT A/INTE/IbHOr0 WX NOCTOSAHHOIO CPOKa [elCcTBUSA, B
KOTOPOM OrpefeneHbl Hay4YHO-TeXHUYECKMe, (P MHAHCOBble CTOPOHbI AeATe/IbHOCTU
[OO/DKHOCTHBIX UL, — 3TO

A) WTaTHoe pacnucaHue

B) 0O/HKHOCTHAsA MHCTPYKLUUSA

C) ycTaB

D) nonoxeHwue

53. OpraHu3aumoHHbI JOKYMEHT, B KOTOPOM YKa3blBalOTCSA BCe CTPYKTYPHbIe
nogpasgeneHna NpeinpuATUSA, BBOAUMbIE Ha NPeLNnpUATUN LO/HKHOCTU N KOJIMYECTBO
LUTATHbIX e4MHUL, N0 KaX4OW M3 AO/HKHOCTEN — 3TO

A) npasuna BHYTPeHHEro 1 TPYL0BOro pacrnopsjka

B) yctas

C) WTaTHOe pacnucaHune

D) CTpyKTypa 1 LuTaTHast YUC/IEHHOCTb

54. OpraHuzayma paboTbl ¢ JOKYMeEHTaMW B KOJINErMsiX HOCUT Ha3BaHue

A) KONMeXCKoe [1e/10npon3BoACTBO

B) coBeTckoe enonpon3BoAcTBO

C) NpuKasHoe Aenonpom3BoACTBO

D) ncnonHUTeNnbLHOe Len10npon3BoACTBO

55. OpraHusaumna paboTbl ¢ JOKYMEHTAMU B MUHUCTEPCTBAX HOCUT Ha3BaHue
A) COBeTCKOe [1e/10NPOn3BOLCTBO

B) Konnexckoe fenonpon3BoACcTBO

C) NpuKasHoe Aenonpon3BoACTBO

D) McnonHUTeNbHOE 4eN10NPOn3BOLCTBO

56. OCHOBHOE NMpaBuio, KOTOPOro cnefyet NpuaepXmneatbCca nNpu nojaye
TeneoHorpammbil

A) nepefaBaTb TO/IbKO KPATKY, CPOYHYO MH(OpMaLuio

B) npu pernctpauunn TeneoHorpaMmmbl UCMOMb30BaThb XYPHaN perncrpaumm BXogawmx



36

[LOKYMEHTOB

C) TekcT — 6osniee 100 cnos

D) 1cnonb30BaTb MaKCMMYM CreLmanbHbIX TEPMUHOB

57. OCHOBHbIe YacTu TeKCTa NPoToKo1a

A) KOHCTaTupytoLLas, BBOLHaA

B) ocHoBHas, pacrnopsaguTenbHas

C) KoHCTaTMpYytOLWas, pacnopaauTesnbHas

D) BBOZHas, OCHOBHas

58. OxapaKTepusyiTe C TOUKUN 3PEHUS NPUHALIEXHOCTU K PEKBU3UTAM [aHHbIN
(pparmeHT: PekTopy HoBOCMOMPCKOro yHuUBepcuTeTa rocnogmHy CmonkuHy C.A. 634635 r.
Hosocubupck yn. JleHnHa, 4. 15.

A) pesonouuns

B) agpecart

C) Bu3a cornacosaHus

D) Bu3a 3aBepeHus

59. OxapakTepusyiTe C TOUKM 3pEHUA NPUHASNEXXHOCTU K PEKBU3UTAM CledyoLLnin
tparmeHT: Plan 1. doc CumkuHa 13.01.98

A) 0TMeTKa 0 3aBepeHumn Konuu

B) oTmeTKa 0 NOCTYN/IEHMM

C) ucnonHutens

D) oTMeTKa 0 nepeHoce fJaHHbIX Ha MaLUVHHbIN HOCUTEeNb

60. OxapakTepu3synTe C TOUKM 3pEHUA NPUHASNEXXHOCTU K PEKBU3UTAM CledyoLLnia
(pparmeHT: BEPHO CekpeTtapb-petepeHT s/ N.K. KOHTOpPKKHA

A) rpud yTBEPXKAEHMUSA

B) oTmeTKa 0 3aBepeHMN Konuu

C)nognuck

D) pesontouus

61. OxapakTepusynTe C TOUKM 3pEHUA NPUHASNEXXHOCTU K PEKBU3UTAM CledyoLLnin
(hparmeHT: "eHepanbHbI gupekTop n/n N.K.ComoB

A) Bu3a

B) TekcT

C) nognucb

D) 3aronoBok

62. OxapaKTepusynTe C TOUKM 3pEHUA NPUHASNEXXHOCTU K PEKBU3UTAM CledyoLLnii
(hparmeHT: 3am. gupektopa MaxnHy N.K. ObecneunTb YCNOBUSA BbINOSIHEHUS NOCTaBOK
fo 16.01.2003. n/n 18.11.2003

A) noanucb

B) 3aronoBok

C)Bu3a

D) pesontouus

63. OxapaKTepusyiTe C TOUKUN 3PEHUS NPUHALIEXHOCTU K PEKBU3UTAM CefY LA
(pparmeHT: HANOAL 13.01.98 Ne 36/17

A) “cnonHuTenb

B) oTmeTKa 0 nocTynsaeHnu

C) rpud yTBEpXKaeHNSA

D) oTMeTKa 0 3aBepeHuUr Konuu

64. OxapaKTepusyiTe C TOUKUN 3PEHUS NPUHALIEXHOCTU K PEKBU3UTAM ClefY LN
(pparmeHT: O6 MH(OPMALMOHHOM 0b6ecreveHNN

A) Bu3a

B) 3aronoBok

C) pesontouus

D) TekcT
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65. OxapaKTepusyiTe ¢ TOUKUN 3PEHUS NPUHALIEXHOCTU K PEKBU3UTAM CleAyHOLLINIA
(parmeHT: CnmoHoB 989-78-35

A) rpud) yTBEPXKAEHMSA

B) ncnonHuteno

C) pesontoyums

D) oTMeTKa 0 3aBepeHur Konuu

66. OxapaKTepusyiTe ¢ TOUKUN 3PEHUS NPUHALIEXHOCTU K PEKBU3UTAM ClefY LI
parmeHT: YTBEPXXOAK AunpekTtop n/n N.0.®. 13.02.98

A) rpud yTBepxaeHnA

B )3aronosok

C) pesontoyums

D) nognuce

67. OxapaKTepusyiTe ¢ TOUKUN 3PEHUS NPUHALNIEXHOCTU K PEKBU3UTAM CefYy LN
(pparmeHT: KOpuct n/n N.K. CumoHos 10.11.2004

A) anpec

B) pesontoyus

C)Bu3a

D) rpu yTBepXaeHns

68. OxapaKTepusyiTe C TOUKM 3PEHNSA PEKBU3UTOB Crieaytownii hparmeHT: «Bx. Ne 0000
Jata 00.00.00»

A) pesonouuns

B) oTmMeTKa 0 NOCTYMN/IeHUN JOKYMEHTA

C) OTMETKA O Ha/IMYMMN NPUNOXKEHNI

D) nognuce

69. OxapaKTepu3yinTe ¢ TOUKN 3PEHNSA PEKBU3UTOB cneayowmin oparmenT: “02.03.98.”
A))noanucb

B)pata

C) pesontouus

D) oTMeTKa 0 HaMUYny NPUIOXKEHW

70. OxapaKTepu3yiiTe C TOUKM 3pEHNSA PEKBU3NTOB CReayoLwmin parmeHT: “13/14”
A) nHaeKc

B) oTMeTKa 0 HaMuuM NPUNOXEHUN

C) pesontoyums

D) nognuce

71. OxapaKTepusyiTe C TOUKWN 3PEHUS PEKBU3UTOB ClIeAYIOLLNIA (hparMeHT: “npuioKeHue:
Ha 3 N. B 2 3K3.”

A) 0TMeTKa 0 Ha/In4Ynm NPUIoXKeEHUI

B) nognuck

C) para

D) pesontouus

72. TepeyuncnmTe BONPOChI, KOTOPbIE OTPaXkaktTCcA B NpaBuiax BHYTPEHHero TpyLoBoro
pacnopsagka

A) opraHusaumns paboTbl NpeanpuUaTUA, B3aMMHble 0693aHHOCTM PaboTHUKOB U
agMUHUCTpaumMmn, npegocTaBieHne 0TMNYCKOB, KOMaHAMPOBaHWe COTPYAHUKOB,
BHYTPUOOBEKTHbIN PEXUM

B) AO/MKHOCTHOM M YNCNEHHBI COCTaB NPeanpuUaATUS

C) Hay4HO-TEXHWYECKME, (PUHAHCOBbLIE CTOPOHbI AEATENIbHOCTU LOMKHOCTHBIX NNL,

D) nopsagok obpa3oBaHus, 3afayn, 0643aHHOCTM, MpaBa, OTBETCTBEHHOCTL M OpraHM3aLmio
paboTbl NPeAnpUATUS B LLEIOM UK ero CTPYKTYPHbIX NogpasgeneHui

73. MepeuncnnTe 0OCHOBHbIe BUAbI 6/1aHKOB

A) 06Wmin 6naHk, 6n1aHK Ana nucem, 61aHK € NPOAO/IbHLIM M YIN0BbIM PacMnosIOXKEHNEM
pPeKBU3NTOB
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B) cyluecTByeT T0/IbKO 61aHK C MPOAO/bHBLIM U YTN0BbIM Pacno/IOKEHWEM PEKBU3UTOB
C) cyLuecTByeT TO/IbKO 06N 61aHK

D) cyuiecTByeT TO/IbKO 6/1aHK AN MUCEM

74. lNepeyncninTe OCHOBHbIE 3/1IEMEHTLI JoKNaja

A) OCHOBHas 4acTb; BbIBOAbI (PEKOMEHAaLMNN)

B) BCTynneHue; BbIBOAbI (PEKOMEHAALMNN)

C) BCTynsieHne; OCHOBHAsA YacTb

D) BCTyn/ieHMe; OCHOBHAaA 4acTb; BbIBOAbI (PeKOMeHAaLnm)

75. MNepeyuncnnTe Uenu usyyeHns Aenonpon3BoacTBa

A) onpefennts ponb cnyxo6 JOY.

B) nokasatb 3HayeHMe paboTbl C JOKYMEHTaMW B XXN3HW 06LLEeCTBa.

C) oBnafieHVe 0OCHOBaMM NPaBUIbLHOIO0 OPOPMIEHNA LJOKYMEHTOB U Haj/1exallein
opraHusaumel JOKyMeHTO060poTa.

D) npnBuTbL He06X04MMbIE HaBbIKN B paboTe € AenaMu, 3aKOHYEHHbIMU Le/10NPON3BOLCTBOM.
76. NMncbMo Nocse obpalleHns vallle BCero rnpoaos/nKaeTcsa c/ioBamm

A) Mbl paccunTbiBaem Ha Balle coTpyaHUYeCTBO.

B) BcBA3M C .

C) Hamn paccmoTpeHbl Bawuv npeanoxeHuns .

D) c yBaXeHuem .

77. MncbMOo Nocse obpalleHns vallle BCero rnpoao/hKaeTcs c/ioBamm

A) B COOTBETCTBMM C Bawueli npocb6oii .

B) Mbl Hafeemcs Ha Bally 3aMHTepecoBaHHOCTD .

C) c yBaXKEHUEM ...

D) Mbl paccumTbiBaeM Ha Balle coTpyAHMYECTBO.

78. NncbMo Yallle BCero HauYMHaeTcAa c/ioBaMu

A) B CBA3N C ...

B) c yBaXKeHueM .

C) B COOTBETCTBUU C ...

D) yBaxxaemble rocrnoga .

79. INMcbMO-HaNnoMmMHaHne — 3To

A) LOKYMEHT, NOATBEPXKAAKOLLMNIA NONyYEeHNE LLEHHOCTEN

B) LOKYMeHT, coobLyatoLwmii 0 NpUGAMKEHNN, YCKOPEHUWN, UCTEYEHMUN CPOKA UCMOSTHEHNS
KaKoro-simbo fgencreuns

C) OKYMEHT, Cofep>Kallnii NnpuraalleHe Ha MeponpusaTue

D) LOKYMEHT, cofiepXaLlmin MHopMaLMo 0 NPOBOAUMOM MepOnpUATUN

80. Mog “coBOKYMNMHOCTbIO B3aMMOYBA3aHHbIX JOKYMEHTOB, MPUMEHAEMbIX B
onpefenéHHom cepe AesATeNbHOCTU” NogpasymeBatoT

A) cucTemy JOKYMEHTUPOBAHUSA

B) yHUunumnposaHHyto gopmy

C) YHU(UUNPOBAHHbIW JOKYMEHT

D) cuctemy JOKYMeHTaLmn

81. NMpaBoBOW aKT ynpaB/eHNSA rocy4apCTBEHHOIO OpraHa, UMeLLnin 06a3aTeNIbHY0 Culy
ANSA TpaXkaaH v opraHm3aunii, KOTopbIM OH afpecoBaH — 3T0

A) ykasaHue

B) npukas

C) pacnopsixeHue

D) pewweHue

82. NMpaBoOBOW aKT, N3faBaemMblii PyKOBOAUTEIEM NPeANPUATUSA, eACTBYIOLLEr0 Ha
OCHOBaHWM elMHOHAYasIUSA, AN pa3peLleHns OCHOBHbIX W OrnepaTUBHbIX 3a4ad
npeanpuATUA — 3T0

A) npukas

B) ykazaHue
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C) pelweHune

D) pacnopshkeHue

83. NMpaBoBOW aKT, oNpeAensoLLnin NopaLoK o6pa3oBaHns, 3agayum, 0653aHHOCTI, Npasa,
OTBETCTBEHHOCTb W OpraHusaLmio paboTbl NPesNnpPUATUS B LLE/IOM UK ero CTPYKTYPHbIX
nogpasgeneHnii — ato

A) nonoxeHwue

B) yctas

C) LO/MKHOCTHAsA MHCTPYKLUMA

D) wraTHOe pacnucaHune

84. MNMpwnkasHoe Aes10npon3BOACTBO — 3TO

A) paboTa ¢ JOKyMeHTamu, NpoBoAMBLIAACA B COBETCKUX YUPEXAEHNAX

B) paboTa c JOKyMeHTamu, NPOBOAMBLUIAACA B MUHUCTEPCTBAX

C) paboTa Cc JOKyMeHTamu, NPOBOAMBLLAACA B KOIEMMSAX

D) paboTa c JOKyMeHTaMu, MPOBOAMBLUAACA B NpUKaszax

85. MpnUnHbI U3gaHna yKasaHuUAa pacKpblBaloTcAa B

A) BBOAHOW YacTun TeKCTa

B) pacnopsgnTenbHOW YacTu TekcTa

C) KOHCTaTUpPYHOLLEN YacTh TeKcTa

D) OCHOBHOW YacTu TeKCTa

86. [NpoLecc ycTaHOBNEHUA U MPUMEHEHNA NPaBUN C LENbI0 YNOPAA0YEHUA AeATENbHOCTU
B [e/10Npon3BOACTBE — 3TO

A) cuctema LOKYMeHTaLmm

B)cTaHgapTusauyus

c) Ercp

D) foKYMeHTaUMOHHOe obecneyeHne yrnpaBneHus

87. PaboTa c JOKyMeHTaMu, NpoBoAMBLUAACA B NPUKasax, HOCUT Ha3BaHue

A) npukasHoe [enonpou3BoACTBO

B) ncnonHuTensHoe 4enonpon3BoLCTBO

C) KOMNEXCKOoe [eNonpon3BoACTBO

D) coBeTCKoe [enonpon3BoACTBO

88. PacnopsguTenbHbIil JOKYMEHT KOJIJIErMasibHOro opraHa ynpasneHus, n3LasaemMbli
MUHUCTepCTBaMU, BEOMCTBaMM, HAyUYHbIMW COBETaMN — 3TO

A) peLueHune

B) ykasaHue

C) pacropskeHue

D) npukas

89. PacnopsaanTenbHbIii JOKYMEHT, U3faBaeMblii opraHamm rocyaapCcTBEHHOI0
ynpas/ieHUA, opraHnsaumsamm, no BonpocamMm opraHmM3auMoHHO-MeTOANYECKOr0 XapaKTepa
(opraHusaumsa UCNOSTHEHNA NPUKA30B, MHCTPYKL M) — 3TO

A) npukas

B) peweHne

C) ykasaHue

D) pacnopsbkeHune

90. PaccTosiHMe MeXay OCHOBaHUAMU CMEXHbIX CTPOK 3TO

A) cnyxebHoe none

B) nonoxeHve Tabynatopa

c) pabouee none

D) nHTepBan

91. PeKBU3UT — 3TO

A) 0653aTeNbHbI NPU3HAK Ha JOKYMEHTE, YCTAHOB/EHHbIN 3aKOHOM

B) cuctema gokymeHTayuu
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C) cnyxebHoe none

D) pabouee none

92. PeKBM3UT “BMU3a 03HAKOMJIEHUSA” BbITIAAUT CNefyroumnmM o6pasoMm:

A) cekpetapb n/n @.11.0. 00.00.00

B) topuct n/n 00.00.00

C) cekpetapb ®.1.0. n/n 00.00.00

D) ¢ npmka3om o3HakomeH: si/n 00.00.00

93. CBof NpaBw, perynnpyrowmx aesiTelbHOCTb OpraHM3aunii, X B3aMMOOTHOLLEHUS C
LpYyruMn opraHusaLmamm v rpaxjaHamu, npasa 1 0653aHHOCTN B cdepe
rocyapCTBEHHOW NN X03ANCTBEHHOWN AeATENIbHOCTU — 3TO

A) WTaTHOe pacnucaHue

B) nonoxeHwne

C) LOMKHOCTHAsA MHCTPYKLMA

D) ycTaB

94. Cnctema JOKYMeHTaUMm — 310

A) COBOKYMHOCTbIO B3aMMOYBSi3aHHbIX JOKYMEHTOB, MPUMeHSAEeMbIX B ONpeae/EHHON
cthepe AeATeNbHOCTH

B) COBOKYMHOCTb PEKBU3NTOB

C) LOKYMEHT, cofep>Kallunii NepBuYHYI0 MH(OPMALNIO

D) cuctema fJOKYMEHTaUMUW, CO34aHHas No eAnHbLIM Npasunam 1 TpeboBaHUAM

95. COBOKYMHOCTb B3aMMOYBSI3aHHbIX JOKYMEHTOB, (DYHKLMOHUPYIOLWMX B cepe
yrnpaBneHnsa — 3to

A) KagpoBas LOKYMeHTaLus

B) 6yxrantepckas fJOKYMeHTauus

C) TexHuYecKas JOKYMeHTaums

D) OP/

96. CoBOKYMNMHOCTb AOKYMEHTOB, OTpaXaloLwnx pacnopaguTenbHy0 AeaTe/IbHOCTb — 3TO
A) OTYeTHble JOKYMEHTbI

B) nH(popmaLnoHHO-CcNpaBoYHble AOKYMEHTbI

C) pacnopsagnTenbHble JOKYMEHTbI

D) opraH13aunoHHbIe JOKYMEHTbI

97. CoBOKYMHOCTb JOKYMEHTOB, CogepXawmx NHHopmMaLmnio 0 PaKTUYECKOM MMOJI0XKEHNN
[en, cny>awmx 0CHoBaHeM A1 MPUHATUA PeLLeHNin, U3faHnsa pacnopsaguTebHbIX
LOKYMEHTOB — 3TO

A) pacnopsuTefibHble JOKYMEHTbI

B) opraHusaLnoHHble JOKYMEHTbI

C) oTYeTHble JOKYMEHTbI

D) MH(OpPMaLNOHHO-CNPaBOYHble JOKYMEHTbI

98. CoBOKYMNHOCTb paboT No AOKYMEHTUPOBAHUIO AeATENIbHOCTU YNpaB/ieHUS U NO
opraHusaunm JOKYMEHTOB B yUpeXaeHnum — 3To

A) cuctema JOKYMEHTUPOBAHNA

B) cuctema foKymeHTaL MK

C) nokymeHTO060pOT

D) genonpomn3BoACTBO

99. CoBOKYMHOCTb PacnosioXeHHbIX B ornpeAeneHHOM NocefoBaTe/IbHOCTU PEKBU3UTOB,
NpUCyLLMX BCEM AOKYMEHTAM OMpefeeHHON cCUcTeMbl JOKYMEHTaLNN — 3TO

A) BbInucka

B) dhopmynap-obpasey,

C) 6naHk

D) LOKYMEHT

100. CtaHgapTusaumna — 3To

A) CTaH[apTHOe pacnonoXeHne matepuana.
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B) cornacoBaHue ¢ TEKCTOM 3aMHTEPECOBAHHBIX JINLL.

c) ynotpebneHune ycToliumnBbiX 060pOTOB.

D) npouecc yCTaHOB/IEHUA N NPUMEHEHUSA MPaBU C Le/Iblo YNOPAL0UYEHUA AeATENIbHOCTY
B [1e/I0NPOU3BOACTBE.

MpumepHaa TeMaTuKa pedepaToB (LOK/IAA0B)

Tembl peepaToB (P-1):

1 Uenn w 3ajayn  [efionNpous3BOACTBA,  ONpejeneHwe  genonpoussofacTtsa.  Ponb
[AOKYMEHTALNOHHOI0 06ecneyeHuns B yrnpasieHUN.

2. Kpatkas xapakTepucTuKa MpuKasHoro, KOJIeXXCKOro 1 UCMOIHUTENIbHOrO Lenonponu3BoACTBa
B Poccum.

3. 3aKkoHOaTe/IbHOE perynmpoBaHue AenonponsBoacTea B Poccun.

4. HopmaTuBHO-NpaBoBOe 06ecneyeHve AeaTeNlbHOCTM CNyX6 4en0onpon3BOACTBaA.

5 TloHATME «[OKYMeHT», ero QyHkuma. Knaccuukauma [LOKYMEHTOB MO OCHOBHbIM
npu3Hakam.

6. MoHATNE «peKBU3NT». MOCTOAHHBIE U NEPeMeHHbIE PEKBU3NTBI.

7. XapaKTepucTnKa peKBU3UTOB 3aro/I0BOYHON YacTu LOKYMEHTa, UX NnepeveHb U TpeboBaHUsA K
0hopM/IEHMIO.

8. XapaKTepucTuKa peKBU3NTOB COAepXKaTe/IbHOM YacTu JOKYMEHTa, UX MnepeyeHb U TpeboBaHMS
K 0(hOPMJIEHUIO.

9. XapakTepuctmka peKBU3UTOB O(hOPMASAIOLLEN YacTU AOKYMEHTa, UX nepeyveHb U TpeboBaHMS
K 0(hOPMJIEHUIO.

10. BnaHK [OKyMeHTa, BWAbl 0ONaHKOB OpraHuM3auMOHHO-PacNoPAAUTENbHbBIX [OKYMEHTOB.
TpeboBaHMs K 61aHKaM, pa3Mepbl Nonein 6/1aHKOB.

Tembl pedepatos (P-2):

1 OpraHu3aunoHHbIe JOKYMEHTHI, UX Ha3HayeHne n ponb. OCHOBHbIE BMAbI M 06LLME npaBunia
othopmeHns.

2. O6LLasn xapakTepucTmKa LOMKHOCTHOW MHCTPYKUunU. OnpegeneHve, CTPYKTypa COAepXKaHus,
nopsfoK OPOPMIEHNS M OCHOBHbIE PEKBU3UTLI JOKYMEHTA.

3. WWratHoe pacnucaHve. O6Luas xapakTepucTuka AOKYMeHTa; (DopMa WUCMOMHEHUs, CTPYKTypa
COAepXXaHus, NopafoK OPOPMIIEHNS U PEKBU3UTLI JOKYMEHTA.

4. PacnopaguTenibHble LOKYMEHTbl, UX Ha3HayeHue W ponb B ynpasneHUn. OCHOBHble BUAbI
pacnopsaAnTenbHbIX AOKYMEHTOB 1 06LMe npasuna 0hopMIEHUS.

5. Mpwuka3 No 0CHOBHOI aeATenbHOCTU. CTPYKTypa TeKcTa nprkasa, NOpaLoK ero pa3paboTku u
npasuna 0hopMIeHNS PeKBU3NTOB. Bbinmncka nus npukasa.

6. PacriopsxeHue. CTpyKTypa TekcTa, npasuna ohopMIeHNSA PEKBU3UTOB.

7. YkasaHve. OOulasa xapakTepuCTMKa [OKYMeHTa, CTPYKTypa ero TekcTa, MNOpAfoK W
0CO6EHHOCTU OhOPM/IEHUS, PEKBU3UTBI YKa3aHUS.

8. VIH(hopMaLMOHHO-CNpaBoYHble OKYMEHTbI, UX Ha3HayeHWe 1 posib B ynpasneHuu. MNepeyeHb
OCHOBHbIX BWAOB WH(OPMALMOHHO-CNPABOYHbIX [LOKYMeHTOB. OO6uiune TpeboBaHMA K
0hopMIIEHMIO.

9. AkT. O6Laf xapakTepucTMKa [OKYMeHTa, CTPYKTypa TeKCTa, MNOPSALOK paspaboTkm u
0(hOPM/IEHNA PEKBU3UTOB aKTa.

10. MpoTokon. O6Lan xapaKTepucTKa NPOTOKO/MA, CTPYKTypa TeKCTa, NOPAAOK pa3paboTku v
0(hOpM/IEHNA PEKBU3NTOB NPOTOKONA.

11. [oknagHas, o6bACHWUTeNbHaA 3anucka. O6Was XxapakTepucTuka [LOKYMEHTOB, MOPSAL0K
O(YOPMNIEHNA PEKBU3UTOB CNY>KEOHbIX 3aMmnCOK.

12. CnpaBka. Bupabl cnpaBok O6uwias xapakKTepucTuka [AOKYMEHTa, PEeKBU3UTbI CrpaBoK,
0CO6EHHOCTU OhOPMEHNS.

13. CnyxebHoe nucbmo. Bupabl nucem. CTpyKTypa, MOpPALOK OopmeHMs, TpeboBaHUA K
NUCbMY, PeKBU3UTLI NMNCbMA.
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14. Tenerpamma u TeneoHorpamma. O6LWas XxapakTepucTMKa [LOKYMEHTOB, MOPALOK
0(hOPMNEHNA PEKBU3NTOB.

15. JoKyMeHTbI N0 IMYHOMY cOCTaBy. epeyeHb AOKYMEHTOB. OCO6EHHOCTU 3TUX AOKYMEHTOB.
16. OhopmneHne KaapoBbIX NPUKAa30B, BbIMUCKA M3 NPUKa3a.

17. OhopmneHue 3aaBneHns, aBTobmorpagmm, xapakTepucTukn, pestome.

18. TpynoBas KHuXKa. [NpaBuna ohopMIeHNUs TPYAOBbIX KHUKEK.

Tembl goknagos (4-1):

1 [okymeHT0060pOT. OCHOBHbIE 3Tarnbl JOKYMEHTO060pOTA.

2 TexHonorua paboTbl C BXOAALLMMMN AOKYMEHTAMMU.

3. TexHonorus o6paboTKN BHYTPEHHUX U UCXOAALLNX AOKYMEHTOB.

4. Pernctpauus JOKYMEHTOB U KOHTPO/Ib UCMOJIHEHUSA LOKYMEHTOB.

5. HomeHknatypa fen Ha npegnpustumn, hopMruposaHme U opopmieHune gen.

6. MoAroToBKa JOKYMEHTOB Ha apXUBHOE XpaHeHNe.

7. Mofenu aneKTpoHHOro AOKYMeHTO060poTa B 6aHKe.

8. YnpaBsfieHne 3/1IeKTPOHHbLIM LOKYMEHTOO60POTOM.

MpuMepHbIe OLEHOYHbIE CPeACTBa A5 MPOBEAEHNST MPOMEXKYTOYHOM aTTecTaymm

Bonpockl 415 NOArOTOBKU K 3a4eTy C OLeHKOW No AUCLUNJINHE «[JOKYMEHTALNOHHOe
obecrneyeHne ynpas/ieHNSA»

1 CoBpeMeHHOe rocyfapCTBEHHOE perynupoBaHue 4enonpon3BoLCTBa.

2. CoctaB peksusutoB NOCT P 7.0.97 - 2016. [paBuna oopMaeHNs OTAeNbHbIX
PEKBU3NTOB.

3. YcraB: cofep>aHue ycTasa; creuuguKka ycTasa; BUNPOBaHWE, YTBEPXAEHNE.
[MonoxeHue: TEKCT NOJMIOXKEHWA; BUIUPOBaHME, YTBEPXKAEHNE.
[0/MKHOCTHasA MHCTPYKLMSA: TEKCT, BU3MPOBaHWE, YTBEPXKAEHME.
LLITaTHOe pacnucaHue: onpegeneHune, opopmaeHue, NoLnuch.
[Jorosop: onpefeneHune, cofepxaHue, 06s3aTesibHble 3/1eMeHTbl 40roBopa

8 [lpuka3 N0 OCHOBHON [AeATeNbHOCTW: OnpeAeneHne; OMOPMIEHUE NPUKa3a;
obs3aTeNlbHble PEKBU3NTLI; CTPYKTypa npukasa (3aronoBOK, TeKCT); Oo(opMm/ieHWe NpuKasa;
othopMmeHNe MPUNOXKEHUI K MpuKasy; BU3MpPOBaHWe, pefakTUpOBaHWE, Pacchblika, MOAMWUCH,
MapLLpyT.

9. PacnopspkeHwue: onpefeneHune, ohopMeHue.

10. TMocTaHOBMEHME: COCTaBNEHNE U OPOPMIIEHME.

11. PewleHune: oTanyme peLleHns OT NOCTaHOB/IEHNS.

12. CnpaBKa: BHeLLHAA, BHYTPeHHAA. TeKCT CrpaBKu.

13. AKT: pa3HOBMAHOCTW aKTOB, CTPYKTypa aKTOB.

14. TpoTokon: BMAbLI MPOTOKO/OB 3aceflaHniA; CTPYKTypa NPOTOKO/a; AaTa NPoTOoKOo/a.

15. [loknagHaa u 06bACHUTENbHAA 3anuckn. CnyXebHoe NMUCbMO.

16. TpurKa3sbl N0 IMYHOMY COCTaBY: OnpefenieHne; ohopmIeHme; CTPYKTypa npukasa.

17. JlnyHoe feno: onpefeneHue, cofepXxaHue, oopMaeHne, 0653aTelbHble 3/IEMEHTbI
JIMYHOrO fJena.

18. OcHOBHble nNpaBuia opraHusaLny JOKyMeHTo060poTa B BaHKe.

19. Mpuem, obpaboTKa 1 pacnpegeneHne nocTynarowmx 4OKYMeHTOB.

20. TopsAfoK HanpaB/eHMs Ha UCMONHEHUE U paboTbl UCMONHUTENA C JOKYMEHTaMMU.

21. TpaBuna 06paboTKM NCXOAALLUX AOKYMEHTOB.

22. Mofenu aneKTPOHHOr0 AOKYMeHTO060poTa B 6aHKe.

23. YnpaBneHue 31eKTPOHHbLIM JOKYMEHTOO60POTOM.

No ok

MprMmepHble NpaKTUyecKne 3agaHns (OLEHOYHbIE CPeACTBa), BbIHOCUMbIE Ha 3a4yeT
C OLIEHKOWA
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MpakTunyeckoe 3agaHue 1.

CocTaBbTe CMnpaBKy O Be/iMYMHE cpefHeli 3apabOTHON MnaTbl 3a ro4 ANS MONYyYeHus
KOMMeHcaunn Ha onnaty Xunbd. OCTanbHble faHHble YKaXKUTE CaMOCTOATE/bHO.

MpakTunyeckoe 3afaHune 2.

CocTaBbTe npukas 06 ocBoboxgeHun Bac OT paboTbl B NMAO Kb «POCIOCCTPAX-
BAHK» B CBA3M C Nepee3fom Ha HOBOE MECTOXXUTENLCTBO.

MpakTun4yeckoe 3afjaHue 3.

CocTaBbTe  KpaTKMi  MPOTOKON  COBeWaHwWs  creunanncTtos  6GaHka  oTgena
CTpaTernyeckoro MjaHMPOBaHMS, Ha KOTOPOM Obll  PacCMOTPEH BOMPOC O AOCPOYHOM
paspaboTke nnaHa pa3suTua 6aHka Ha 2019 rog. lMocne 06CYXAeHWUA Ha COBELLAHUU NPUHAN0
peweHne paspaboTaTb MNaH Ha [AecATb [Heli paHblue YCTaHOBIEHHOro cpoka. OcTa/bHble
[aHHble YKaXnTe caMOCTOATENbHO.

MpakTun4yeckoe 3afjaHue 4.

CocTaBbTe MpuKasbl: a) O MpuemMe Ha paboTy Haya/lbHUKOM OTAena no paboTe C
(msnyeckumn nmuamm - 3aiueBy A.A.; 6) 06 yBOMbHEHMM NEPeBOAOM B APYrok 6aHkK
MepaseaeBy B.P. HepocTaloLlwmne peKBU3NTbI YKaXKUTE CaMOCTOATE/LHO.

MpakTun4yeckoe 3ajaHue 5.

CocTaBbTe  [OKMafHyt 3anucky 6yxrantepa TumowwuHon  W.IM.  rnaBHOmy
oyxrantepy NMAO KB «C6epbaHk» Bbabuyesy H.IM. or 15.03.19 r. 0 BbINOAHEHUN nNpUKasa
ynpasnawouwero 6aHkom Ne 92 ot 12.01.19 r. «O CcOCTOSAHUM OyXranTepckoro y4yerta Ha
CTpouTenbCTBE 6a3bl 0TAbIXa Ha Kypckoi koce». B npukase 6binn ykasaHbl KOHKPETHbIE CPOKM
NNKBULALMWN HeJOCTaTKOB, 06HapyXXeHHbIX B sHBape 2019 roga. B goknafHoW 3anucke LOMKHO
ObiTb OTMEYEHO BbINONHEHWE BCEX MYHKTOB MNpuKasa, 3a WCKIYEeHWEM MYHKTOB 00
opraHusaumMm paBHOMEPHOM eXeAHEeBHOW cfaun paboummu Hapsgos Oyxrantepy. BbisBneHo,
yto 25 (beBpans 2019 roga Obi10 caaHoO TONbKO 35,2% Bcex HapsgoB. OcTanbHble HapaAbl
cfaHbl 1 mapta. Mo rpaumKky CpoK cAaum NocnefHUX HapsaZoB 3a NPOLUbIA Mecsil, YCTaHOB/EH
nepBoro Yncna cnegytollero Mecaua. OcTanbHble fJaHHbIE YKaXUTe CaMOCTOATE/bHO.

lMpakTun4yeckoe 3ajaHue 6.

CocTaBbTe XapaKTEPUCTUKY-PEKOMEHJAUMI0  Ha paboTHMKa Bawero 6aHka AnA
noctynneHus ero B acnupaHTypy ®rAOYBO «b®Y um. U. KaHTta».

lNMpakTun4yeckoe 3ajaHuve 7.

HanuwuTe 3asBneHne 0 npueme Bac Ha paboty kaccmpom B NAO KB «OTKPbITUE».

MpakTun4yeckoe 3ajaHue 8.

CoctaBbTe 1 ogopmute Tenerpammy MAO KB «PoccenbxosbaHk» OO0 «Kpuctanns»
0 NOJIHOM OTKase OT OMn/aThl 3a MOCTYNMBLUYIO MPOAYKLUUIO, B CBA3M C TEM, YTO 3Ta NPOAYKLUMA
He 6blna 3aKka3aHa. OcTanbHble PEeKBU3UTBI YKaXKUTE CaMOCTOATESLHO.

MpakTun4yeckoe 3ajaHue 9.

CocTaBbTe [OKMafHYK 3anucKy cekpeTapsi-pedpepeHTa ynpasnawouwero NAO Kb
«JOHeproTpaHcbaHk» 06 yTepe kKaccupom PbibuHbiM C.A. nucbma-zanpoca, NOCTYMMBLUErO B
afpec 6aHKa Tpy mecsiLa Hasag.

MpakTunyeckoe 3agaHue 10.

HanuwunTe 3asBneHWe O MpeaocTaB/ieHUM BaM aAMWHUCTPATMBHOIO OTMyCKa No
ceMeiHbIM 06¢ToATeNIbCTBaM. OCTa/lbHble PEKBU3UTbLI YKaXKNTE CaMOCTOATESIbHO.

MpakTunyeckoe 3agaHme 11.

HanvwunTte aBTOGMOrpaduio, HeobXxoaumyro A8  O(OPMNEHUs [OKYMEHTOB Mpu
NMOCTYMN/IEHNM Ha paboTy B HGaHK.

MpakTunyeckoe 3agaHue 12.

CoctaBbTe ¥ othopmute npukas no MNMAO Kb «baHK ABaHrapg» 06 ob6ecrneyeHun
NoXapHOoi 6e30MacHOCTU M YCUIEHUN OXpaHbl 6aHKa. B KOHCTaTMpyOLLel YacTu CoWInMTeCh Ha
ONacHOCTb TEPPOPUCTMYECKUX aKTOB U YKaXuTe Uesb obecrieyeHns 6e30MacHOCTU N0LeiR 1
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COXpaHeHMe umyllecTBa. B pacnopsgunTenbHON 4yacTu crnefyeT 0643aTb Hayva/bHUKA OXpaHbl
K.J1.KoWwKnHa yeunuTb NponyckHOW pexxum. OcCTanbHble AaHHbIE YKaXUTe CaMOCTOATE/bHO.

MpakTun4yeckoe 3ajaHue 13.

CocTaBbTe MnpuKas 0 nepeBofe Ha paboTy BHYTpU 6aHka. OcTa/bHble PEKBU3UTLI
YKaXKUTE CaMOCTOATENbHO.

MpakTunyeckoe 3agaHue 14.

OcopmuTe 3anmcb B TPYAOBOM KHMXKE 00 YBONbHEHWW Bac: a) MO COOGCTBEHHOMY
XenaHwio; 6) B CBA3M C NMKBMAauueli 6aHKa; B) B CBSI3U C HECOOTBETCTBMEM BbIMOHAEMON
paboTbl NpeAbABASEMbIM TPe60BAHNAM, BCNeACTBUE HEAOCTaTOYHON KBaIM(UKALML.

lMpakTunyeckoe 3afaHue 15.

01.12.19 r. JO/MKHO CcOoCToATbCA cobpaHue KanuHuHrpagckoro tunvana NMAO Kb
«OTKPbITWE». MonoBHOM 6aHK HanpaBnseT CBOEro NpeAcTaBuUTeNs 415 yyYacTus B cCObpaHMN.

3agaHve: CocTaBbTe  Tenerpammy 0 npuobbLITUN npeacrasutens MAO Kb
«OTKPbITUE», BKNHOUMB NPOCLOY 0O GPOHMPOBAHUN B OAHOW M3 FOCTUHWL, ropoja 1-MecTHOro
HOMepa «/1HOKC» Ha MMA npeacTasuTens Ha nepuog ¢ 01.12.19 r. no 03.12.19 r.

lMpakTunyeckoe 3ajaHue 16.

CocTaBbTe [OKNAAHYK 3anuCcKy O nNpUYMHax HECBOEBPEMEHHOro mnpeacTaB/eHns
NH(OpPMaUMM O BbIMOMIHEHUN  yMpaBnawowWero 6aHkoM. OcTa/lbHble PeKBU3UTbI YKaxute
CaMOCTOATE/IbHO.

MpakTunyeckoe 3agaHue 17.

CocTaBbTe MNPOEKT KOHTpakTa MO HaiiMy, onnate W YBOJbHEHUW Bac. OcTa/bHble
PEKBU3NUTbLI YKaXXUTe CaMOCTOATE/IbHO.

lMpakTun4yeckoe 3ajaHue 18.

Ynpasnaowunii NMAO Kb «Pycckuii CTaHAapT» MNPUHAN pelleHne O npuemMe HOBOMO
COTPyZAHUKA B OTAen cbeperatesibHbIX OMepauMii  Ha  [O/DKHOCTb  «Cheyuanucra oTgena
cbeperatesibHbIX onepaumit ».  Mexgy T[MAO KB «Pycckuit CtaHgapT» 1 CneuuaincTom
3aK/l04eH TPYA0BOW 40roBop.

3apgaHue: B ponm  coTpyfgHMKA  KagpoBOiM  CAyXO6bl  MOAFOTOBbTE  MPOEKT
[LOKYMeHTa COOTBETCTBYIOLLENO CUTYaLUN.

MpakTun4yeckoe 3afaHue 19.

Ynpasnstowmnin MAO KB «JloKo-6aHK» MPUHAN pelleHne O nNpuvemMe Ha paboTy
OMbITHOrO cneuuwanucTa nNo paboTe C LeHHbIMU Bymaramu € COMUAHLIM CTaXeM paboTbl Ha
[LO/MKHOCTb «HayaslbHMKa OTAena LeHHbIX bymar.

3agaHve: B ponm  cneumanucTta  KagpoBOM - ciyObl.  [MOArOTOBbTE  MPOEKT
COOTBETCTBYHOLLEI0 JOKYMEHTA.

MpakTunyeckoe 3agaHue 20.

CocTaBbTe 1 othopmuTe Nprkas 06 ntorax paboTsbl ¢ gokymeHTamun B NMAO Kb «BTB 24»
B npowefjleM rogy. B KOHCTaTMpyloLWen 4acTu yKaXute Ha WTOrM aHaiv3a, BblSiBUBLLME
HU3KYI0O TpeboBaTe/lbHOCTb  PYKOBOAMUTENe MoApasfesieHWin K KayecTBy  MOATOTOBKM
OOKYMEHTOB M KOHTPOMIO 3a WX WCNOMHEHWeM. B pacnopaguTeNnbHOW 4acTu  nopyyuTe
PYKOBOAMTENSM  MNOApasfeNeHnii  ycunuTb TpeboBaTeNlbHOCTb K KayecTBy paboTbl ¢
[AOKYMeHTaMu, a pykoBoauTento otaena AOY pa3paboTaTtb Mepbl MO YayUyLleHUO 3TOW paboThl.
OcTasibHble AaHHbIE YKaXXUTE CaMOCTOATE/NbHO.

MpakTunyeckoe 3agaHue 21.

CoctaBbTe 1 odopmute npukas no NMAO Kb «OTMN BAHK» o npueme KynewoBoli
HuHbl CepreeBHbl Ha MOCTOAHHYHO PaboTy CreumanncTom KpeauMTHOro otgena. Pasmep oknafa
coctasnsger 55 Tbic. py6. OcHOBaHMEM AN U3[aHUA NpuKasa MNOCNYXWUIN  3asaBfieHMe
H.C.KynewoBoi v Tpyaosoit gorosop Ne 28.

MpakTunyeckoe 3agaHue 22.

CoctaBbTe 1 odopmute npukas no NMNAO Kb «PyctmHaHC BaHK» 00 YBONbHEHMM MO
COOGCTBEHHOMY XXeNaHUKo CcreumanicTa BantoTHoro otgena Kucenesa OAmutpusa Cepreesuya B
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CBSI3W C BbIXOAOM Ha MeHcuo. Ha nprikase umetoTca BU3bl I1aBHOr0 Byxrantepa M HavaslbHUKa
otgena kagpos NMAO Kb «PyctmHaHC baHK».

lMpakTun4yeckoe 3ajaHue 23.

CoctaBbTe M O(OPMUTE MUCbMO-0TKA3 nonurpagpuueckoro npeanpuatus «lobega»
(O00) NAO Kb «bAHK 3EHWT» no Bonpocy BbIMOMHEHNA 3aKa3a Ha U3roTos/ieHne 6/1aHKOB
yyeTa M OTYeTHOCTWU. lMpUYMHOW OTKa3a fABUIACb PEKOHCTPYKLMA MeyaTHOro Lexa, KoTopas
NPOANNTCA 4O KOHLA NepBOro Nonyroaus; Apyrve AaHHble YKaXKuTe camoCTOATeSbHO.
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6.2. MeTognuecKkue matepmansl
6.2.1. MeToAnyeckune yKaszaHA [/ 06yYaroLLMXCA N0 OCBOEHUIO ANCUMMNNVHBI

MeToguyeckme pekoMeHauuuv N0  WU3YYEHUIO  AUCUUNANHBL - «JJOKYMeHTaLoHHoe
obecrieyeHne ynpaeneHWs» MpeLCTaBNseT CO60M KOMMNIeKC PeKOMeHZauuin 1 06bACHEHWA,
Mo3BOMAIOWMX 06yYarLWMMCA ONTUMa/bHbIM 006pa30M OpraHM3oBaTb MNPOLECC U3Y4veHUs
AaHHOW AUCUMMVHBI.

B cTpyKType y4yebHOro nnaHa CrewmanucToB OTBOAUTCA HA CaMOCTOATE/IbHOE M3y4eHue
[aHHOW aucumMnanHbl 16 yaca, KoTopble pacnpefeneHbl 418 NOAIOTOBKM K 3a4eTy C OLEeHKOIA.

[ns ycnewHoro ycBoeHns AaHHOW AUCLUMNAVHBI 00YYatoLLMIACs LO/MKEH:

1. MpocnywaTb Kypc NeKunii No JaHHOW AUCLMNANHE.

2. BbINonHUTL BCe 3afjaHuNsA, pacCMaTpUBaEMble Ha MPaKTUUYECKUX 3aHATUSAX.

3. BbINONHUTL BCE AOMalLHME 3aaHund, nosnyyvyaeMble OT Npenogasarens.

4. MoAroToBUTLCA K 3a4ETY C OLIEHKOIA.

Cnosapb TEPMUHOB 00Yy4alOLLMIACA MOXET MOMOJHATb B X04€e U3yUYeHUs AONONHUTE/IbHOM
nmTepatypbl UAW BHOCUTL B HEro Te TEPMWHbI, KOTOpble BbI3blBAlOT Y HEro 3aTpyfLHEeHUs B
ycBOeHMU. Tpn NOAroTOBKE K 3a4eTy C OLEHKOW 0co60e BHMMaHWe crnefyeT o06paTuTb Ha
cnefyroLLne MOMEHTbI:

1 BblyunTb onpegeneHns BCeX OCHOBHbIX MOHATUMN.

2. MpoBepuTb CBOM 3HAHMA C MOMOLULID TMPUMMEPHLIX BOMPOCOB, MPAKTUYECKUX U
TeCTOBbIX 3aJaHWiA.

6.2.2. MeTogn4yeckne peKoMeHaauuu Mo OCBOEHUID NIEKLMOHHOIo maTtepuana ro
AucUnnAnHe ansa obyyarolmxcs

3aHATUA NEeKUMOHHOro Tuna JaloT 00yyarolMMcs CUCTEMATU3MPOBAHHbIE 3HAHUS O
Hanbonee CMOXHbIX U aKTya/lbHbIX NpobneMax uU3yyaeMow AWUCUUNAUHBI «[OKYMeHTaLMOHHOe
obecreyeHne ynpasneHns».

Ha nekuMOHHbIX 3aHATUAX, obyuvatowmecs [LO/KHbI  BHUMATE/IbHO BOCMPUHMMATb
maTepuas, NOLrOTOBNEHHbI NpenojasatefiemM, MbICIUTb, 406MBATLCA NMOHUMAHUS U3y4aemoro
npegmeta. [Mpu 3tom obydarolimecs [LO/MKHbI BECTM  KOHCMEKT AMCUUNAWHBL.  Ecim
obyyvatowuiics NposBAseT HeJONOHMMAHWUSA MO KakoM-nmbo 4vacTu npeamMeTa, TO emy cregyet
3afaTb BOMPOC npenojaeatenito. Takke B Mpouecce /EKUMOHHbIX 3aHATUI obyuyarolmmes
HeoOX0AMMO BbINOMHATL B KOHCMEKTaX 3aflaHus, KOTopble mnpefnaraeT npenojaeate/b B
npovuecce nojayn TeOPETUYECKOro MaTepumana.

6.2.3. MeToAnYeCKMEe peKoMeHZauMM NOo NOArOTOBKe  oby4dawowmxcs K
CEMNHAPCKUM 3aHATUAM MO AUCUUNMNHE

[na  ycnewHoro YCBOEHUSI  AUCUMNAMHBbI  «[lOKyMeHTaunoHHOe  obecneyeHue
ynpasiieHns» 00y4aroLnics [O/MKEH CUCTEMATUYECKN TOTOBUTHCA K CEMUHAPCKUM 3aHATUAM.
[ns aToro Heo6xo4MMO:

1) No3HaKOMUTLCS C MMaHOM CEMUHAPCKOr0 3aHATS;

2) N3yunTb COOTBETCTBYHOLLIME BOMPOCHI B KOHCMEKTE NEKLNIA;

3) 0TBETUTL Ha BOMPOCHI, BbIHECEHHbIE HA 06CYXKEHME;

4) cucTemaTiyecky BbIMOMHATL 3a[aHNA NpernogaBaTens.

B xo4e ceMMHapCKMX 3aHATUIA 06yyvatomecs nof pyKOBOACTBOM Npenojasartens MOryT
paccMoTpeTb pa3/IyHble TOUKWN 3pEHUS CMELMANUCTOB N0 06CYXAaeMbIM Mpobiemam.

CeMuHapcKmMe  3aHATMSE  NO  AucuunavHe  «[loKyMeHTauuoHHOe — obecrieyeHune
ynpasneHns» MoryT NPOBOAMTLCS B Pa3/IMUHbIX hopmax:
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1) ycTHble 0TBETbI Ha BONPOCHI MPenojasaTens fno TeMe CEMUHAPCKOro 3aHATUS;
2) nNnUCbMeHHbIe OTBETbI Ha BOMPOCHI Mpenoaasarens;

3) rpynnosoe 06CYK/aeHNe TOM UK MHOM NPO6/EMbI MOf PYKOBOACTBOM U KOHTPO/EM
npenojaBaTtens;

4) 3acnylumBaHns 1 06CyXaeHNe Npe3eHTaLmi, pedepaTos, AOKIaf0B.
5) BbINoNHEHME NPaKTUHECKNX 3aaHuii;

6) peLueHMe TECTOBLIX 3aAaHMUiA.

MoAroToBKa K CEMUHApPCKMM 3aHATUAM [O/MDKHA HOCUTb CUCTEMATUYECKUA XapakTep.
370 No3BONUT 06yuyatoLLemMycs B MOSIHOM 06beMe BbINOMHUTL BCe TPebOBaHWS NpenogasaTens.
Ans  nonyyeHms 6onee  rNy6oOKMX 3HAHMI  00y4yalOLWMMCS  PEKOMEHAYeTCs  u3y4aTb
AONOMHUTENbHYI0 NMTepaTypy (CAMCOK NpuBefeH B paboyeli nporpaMmme nNo AMCLUNANHE).

6.2.4. MeToMUeCcKMe yKa3aH1s Nno NoAroToBKeE K 3a4eTy C OLeHKO

TOTOBUTLCS K 3a4eTy C OLLEHKOW HEOOXO0AMMO NOcneAoBaTe/IbHO, C YYETOM KOHTPO/IbHbIX
BONPOCOB, MNPEASIOKEHHbIX B MpoOrpaMMe AMCLMNAWHLE «[JOKYMeHTaUnOHHOe obecneyeHve
ynpaBneHus». CHavyana cnegyeT OnpeaennMTb MeCTO KaXAoro KOHTPO/bHOrO Bonpoca B
COOTBETCTBYHOLLEN TeMe y4YeBHOM MporpaMMbl, a 3aTeM BHUMATE/IbHO MPOYUTaTb U OCMbICINTb
COOTBETCTBYHOLLME pa3fesibl peKOMEeHA0BaHHOM NnTepaTypbl. PaboTy Haf TeEMOI MOXHO CUUTaTb
3aBEepLUEHHON, eCM Bbl CMOXKETe OTBETUTb HAa BCE KOHTPO/bHbIE BOMPOCH! 1 AaTb ONpejeneHune
MOHATWI NO U3yYaeMoWi TeMe.

[ns obecneyeHns NONHOTLI OTBETA HA KOHTPO/IbHbIE BOMNPOCHI M NyYyLlero 3anoMuUHaHus
TeopeTMYECKOro mMarepmana peKoMeHAyeTCs COCTaBNATb NaH OTBETA HA KOHTPO/bHbIA BOMPOC.
3T0 MO3BOSIMT CIKOHOMMUTL Bpems ANS MOAFOTOBKM HEMOCPeACTBEHHO Mepej 3a4eTOM 3a cyet
o6palleHns He K uTepaType, a K CBOMM 3arucsm.

Mpu noarotoske He06XOAMMO BbISBNATL HaMbO/Ee CNOXHbIE, AUCKYCCUOHHbIE BOMPOCHI,
C TeM, 4T0bbI 06CYANTL UX C NpPenojaBaTesnem.

Henb3d orpaHuumBaTh MOAFOTOBKY K 3ayeTy MNPOCTbIM MOBTOPEHMEM W3YYEHHOTO
maTtepuana. Heo6xo4anmMo yrinyouTb 1 paclUMpUTb paHee NPUOGPETEHHbIE 3HAHWS 3@ CUET HOBbIX
Naen 1 NoMoXKeHu.

PekomeHaaLmMn no NpoBeAeHU0 YUeOHbIX 3aHATUI ¢ 00yYaloLWMMUCA C NPUMEHEHNEM

3NEKTPOHHOr0 00yYeHNA 1 AUCTAHLMOHHbIX 06pa3oBaTe/lbHbIX TEXHONOT A

[ns npoBefeHMs KOHTaKTHOM paboTbl o6ywvatowmxcs ¢ npenogasarenem AHMOO
«KKY» ¢ npuMeHeHMeMm 3/1eKTPOHHOro 00Yy4YeHMs M AUCTaHLMOHHbLIX 06pa3oBaTesibHbIX
TEXHONMOTUA  onpeAeneH  Habop  3MEKTPOHHBLIX  PEeCypcoB U NPUIOXKEHWUIA,  KOTOpble
PEKOMEH/YHOTCA K MCMO/b30BaHUIO B 06pa3oBaTe/ibHOM npouecce. Ob6pa3oBaTe/ibHbIN NpoLecc
OCYLLLeCTBNAETCSA B COOTBETCTBUM C pacnucaHmnem yuyebHbix 3aHATMIA 2023/2024 yuebHOro roga,
pasMeLLeHHbIM Ha OPULManbHOM CainTe Konemxa.

OpraHu3sauus ob6pa3oBaTe/lbHOr0 NpoLecca OCYLLECTBNAETCA Yepe3 NNYHbIA KabUHET Ha
omumanbHoM  cailte  Konnempka.  lpenopasatenbs B 31eKTPOHHOM  XXypHane  Afis
COOTBETCTBYIOLLEN Y4YeOHOW rpynnbl yKasblBaeT Temy 3aHATMSA. [pukpennseT YyyebHble
martepuanbl, 3aaHNA WM CCbUIKA Ha 3/IEKTPOHHbIE Pecypcbl, HeoO6XOAMMble [/ OCBOEHUA
TeMbl, BbINO/IHEHNA AOMALUHUX 3afaHWA.

ANropuT™M AUCTaHLMOHHOIO B3aMOLENCTBUA:

1.1. [Ans obecneyeHns [AMCTaHUMOHHOW CBA3M C oOOyvyalWwMmUca npenojaBaTeb
B3aMMO/ENCTBYIOT C O0OyvalolWMMUCA Trpynn B 31eKTPOHHOW nnatgopme Cdepym, nunbo
NoOCpeACTBOM KOPMOPaTUBHON 31eKTPOHHOW nouThl (omMeH @kku39.ru).

12. B c(opMMpoBaHHbIX rpynnax obydawwuxcd Ha nnargpopmax (CM. BblLLE)
npenogasaTe/b 4OBOAWUT 40 00y4YatoLMXCA NHPOPMALUIO:
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- 006 anroputMe pasmelleHns MHpopMaymm 06 yyebHbIX MaTepuanax u 3afaHusax Ha
3NIEKTPOHHbBIX pecypcax Konnemxa.

- VHAMBMAYaNbHbIA  rpaMK  KOHCYNbTUPOBaHMA  obyvawoluxcd, B T.u.
AUCTaHLMOHHOM (hopmare.

1.3. Obyuvarolinecs BbIMOMHAT 3afaHNe, B COOTBETCTBUM C pacnucaHuem YyyebHbIX
3aHATWIA B hopmate O 1 npefocTaBnstoT UX B 3N1EKTPOHHOW (hopMe Ha 3MEKTPOHHbIA pecypc.

1.4. OcyLllecTBNEHNe MOHUTOPUHra BbIMOMHEHUA YYeBHOro MnaHa M MoceL,aemMocTu
3aHATUIA NPOMCXOANT eXeAHEBHO MpenofasaTenieM Yepe3 3/1eKTPOHHbIE PeCYpCb.



