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JIucT coryiacopanus padoyeil mporpaMMbl TUCHHILTHHBI

PaGouass mnporpamma OMCHMIUIMHBL  «JlOKYMEHTAallMOHHOE OOECHeueHUe  YIpaBJICHH»
pazpaborana B cootrBerctBUM ¢ DPI'OC CIIO mno cnemmansHoctn 42.02.01 Pexmama,
YTBEPKICHHBIM IIpUKa3oM MuHucrepcrBa mnpocsenieHuss Poccuiickonn @epepauuu  OT
21.07.2023 r. Ne 552.

PabGouass mporpamMma IHCHMIUIMHBI pacCMOTpeHAa W oOJ00peHa Ha 3aceJaHuu Y 4eOHO-
METOJIMYECKOT0 COBETA KOJuIeIka, MpoTokoa Ne 65 ot 14.03.2024 1.

Perucrparmonnsiii Homep P — 15/24



Conep:xanue Crp.
[enu 1 3a7a4u OCBOCHUS TUCIUTLIUHBI 4
Mecto nucuumuinael B cTpykType OITOIT 4

[lepeueHs MIaHUPYEMBIX PE3YJIbTATOB O0YUYEHHUS MO TUCHUILUIUHE,
COOTHECEHHBIX C MNIAHUPYEMBIMH Pe3yIbTaTaMU OCBOCHUS 4
00pa3oBaTenbHOM MPOrpaMMbl

O0mbeMm, CTPYKTypa U CofiepKaHne TUCIUILTMHBI B 3aU€THBIX €AMHUIIAX C
yKa3aHHEM KOJIMYECTBA aKaJIEMUYECKUX YacOB, BBIJCICHHBIX HA
KOHTaKTHYIO paboTy 00yJaromuxcs ¢ MpernoaaBaresneM (1o BUIam
3aHATHI) U HA CAMOCTOSITENHHYIO paboTy 00yJaromuxcs

ITepeuenb 00pa3oBaTENbHBIX TEXHOJIOTUI, HCIOIb3YEMBIX NIPH
OCYILECTBIICHIMH 00pa30BaTEIBHOTO MPOLEcca MO JUCHUIUIMHE, BKIIOYAs
HepeveHb JIMLIEH3UOHHOTO IPOrPaMMHOr0 00ecrieueHusi, COBpPEMEHHBIX
npodeCCHOHATBHBIX 0a3 TaHHBIX U HH()POPMAITMOHHBIX CITPABOYHBIX CHCTEM

10

OIIGHOLIHI)IG cpeacTtBa U MCTOAUYCCKUE MATCPpUAJIbI I10 U'TOT'aM OCBOCHUA
JUCHUITIINHBI 11

OCHOBHas U OOIIOJHUATEIbHASA yqe6Ha51 JIATepaTrypa U 3JICKTPOHHBIC

11
06p2130BaTeJ'IBHBIe PECYPCHI, H€O6XO,Z[I/IMLIC JJI1 OCBOCHUA JUCHUITIIMHBI

JlomomHATEIBHBIC PECYPChl HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHON
cet «HTEpHET» HEOOXOIUMBIE JJIsl OCBOCHHUSI TUCITUTLIMHBI 13

TpeOoBanus K MUHUMAJILHOMY MaTepUATbHO-TEXHUIECKOMY
o0ecreyeHnt0, He0OX0AMMOTO ISl OCYIIECTBICHHS 00pa30BaTEIILHOTO 13
nporecca 1Mo TUCHUIUINHE

[Ipunoxenue 1. O1ieHOUHBIE CPECTBA ISl IPOBEICHUS BXOJHOTO,

TEKYIIEro, pyoeKHOTO KOHTPOJISL U TPOMEKYTOUHOHN aTTeCTaI[uN 14
00y4aromuxcs Mo AUCHUTUIMHE U METOJUYECKHE MaTepPHaIIbI IO €€

OCBOEHHIO
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1. I_Ie.J'II/I H 3a1a4YH1 OCBOCHHA NTUCHHUIIJIMHBI

LensiMu ¥ 3a1a4aMu OCBOCHUS JIMCITUTUIMHBI SIBIIICTCSI OCBOCHHE YMECHUHN M 3HAHUIL:

YmeHnus:

— ohopMIIAT W TPOBEPATh TMPABWIBHOCTE O(GOpPMIICHHS JOKYMEHTAllMd B
COOTBETCTBUH C YCTAaHOBJICHHBIMH TPEOOBAaHHMSMH, B TOM YHCIIC UCIOJIb3Yysl MH(DOPMAIOHHBIE
TEXHOJIOTHH,

—  NPOBOJUTH aBTOMATU3HPOBAHHYIO 00pabOTKY JTIOKYMEHTOB;

—  OCYIIECTBIJIATH XpaHCHHE U MMOUCK JOKYMEHTOB;

—  HCTOJB30BaTh TEJICKOMMYHUKAIIMOHHBIC TEXHOJIOTUHI B AIIEKTPOHHOM
JIOKyMEHTO000pOTE;

3HaHus:

—  OCHOBHBIC MOHSTHS: IIEJIM, 33J]a4d U MPUHIIUITB JOKYMEHTAIIHOHHOTO OOECTICUeHUs
yIIpaBICHUS;

—  CHCTEMBbI JOKyMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHHS, UX aBTOMATH3AIIHIO;

—  KiIaccu(HKaIHO JOKYMEHTOB;

— TpeOOBaHUs K COCTABIICHUIO M OPOPMIICHHIO JOKYMECHTOB;

—  OpraHM3alvio JOKyMEHTOO00OpOoTa: MpueM, 00pabOTKy, PErHCTpaluio, KOHTPOJIb,
XpaHEHUE JJOKYMEHTOB, HOMEHKJIATYPY JEl.

2. Mecto aucuunjaunsl B crpykrype IIICC3

VYuebHas mporpaMMa JIUCHHMIUIMHBI «J/[oKyMeHTannoHHOEe oOecreyeHne YIpaBICHUS
SIBJISIETCSI YaCThIO 00pa30BaTEIbHON MPOTrPaMMbI CPEJHETO MPO(HECCHOHANBHOTO 00pa30BaHUs -
IPOrpaMMbl NOATOTOBKH CIIELUATIMCTOB CpPEeIHEro 3BeHa 1o crenuanbHocTH 42.02.01 Pexnama,
kBanupukanus — «CIenuaiucT 1Mo peKkiaMme.

JluCIuIIMHa OTHOCUTCA K 0OmIenpodeccHoHaIbHOMY LUKITy. M3ydaercs Ha TpeTbeM
Kypce B IIATOM CEMECTpE.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YJIbLTATOB Oﬁy‘leHHﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C
NJIAHUPYEMBIMMU pe3yJbTaTaMi 0CBOCHUSA IPOrpaMMbl MOATOTOBKHU CIICHUAJIUCTOB
CpeaHero 3peHa

Pesynbraramu ocBoeHus paOoueld mnporpamMmbl y4eOHOM JAMCLUMIUIMHBI  SIBJISETCS
OBJIQJICHHE CTYAEHTaMU CJIEAYIOIINX KOMIIETCHIIUN:

OK O01. BeiOupars crnocoObl pemeHuss 3a1ad NpodecCHOHATbHOW J1eATENbHOCTH
MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 05. OcymiecTBasTh YCTHYIO M NMHCbMEHHYI0 KOMMYHHUKALIMIO Ha TOCYAapCTBEHHOM
s3pike  Poccuiickoit ®epeparuu ¢ y4eToM OCOOEHHOCTEW COLMATBHOTO U KYJIBTYPHOTO
KOHTEKCTAa;

OK 09. Tlonp3oBaThcsi MpodeccHOHANIBHON TOKyMEHTAllMel Ha TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

TpeboBanust kK GOPMUPOBAHUIO TUIHOCTHBIX PE3YIHTATOB:

JIP 13. JIleMOHCTpUPYIOMUA TOTOBHOCTh M CHOCOOHOCTh BECTH IHAJOT C APYTHMH
JIOJIEMH, TOCTUTATh B HEM B3aUMOTIOHMMAaHUsI, HAXOJIUTh OOIIUE IEJIM U COTPYAHUYATH IS MX
JTOCTHKEHUS B TPOPECCHOHATBHON JAeITeTbHOCTH.

JIP 14. TlposBrnsromuii CO3HATETFHOE OTHOIICHHE K HEMPEPHIBHOMY OOpPA30BAHHIO KaK
YCIIOBUIO YCTICUTHOM MpodeccHnoHaNbHOM 1 00IIIECTBEHHOW e TeIbHOCTH.

JIP 15. TlposiBrsromuii TpakIaHCKOE OTHOIICHHE K MPOdeCcCHOHATBHON NeATeTbHOCTH
Kak K BO3MOXXHOCTH JIMYHOTO YYacTUsi B PEUICHUH OOIIECTBEHHBIX, TOCYAapCTBEHHBIX,
001IeHaMOHATIBHBIX TTPOOJIEM.
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JIP 16. Ilpunumaromuii =~ OCHOBBI ~ 3KOJIOTMUECKOW  KYJIbTYpbl,  COOTBETCTBYIOUICH
COBPEMEHHOMY YPOBHIO 3KOJIOTMYECKOTO MBIIUICHHS, MPUMEHSIOMMN ONBIT 3KOJIOTHYECKU
OPUEHTUPOBAHHOW PEIICKCUBHO-OIICHOYHOW W TMPAKTUYECKON JEATEIBHOCTH B >KU3HEHHBIX
CUTYalUsAX U MPOQeCcCUOHAITBHOMN 1eATeIbHOCTH.

JIP 19. Cobmonaromuii  TpeOOBaHUSL OXpaHbl TpyAa W 0E30MacCHOCTH TMPEANPHITUI
OTpaciu.

JIP 21. JleMOHCTpUPYIOMIUH KellaHue K caMo00ydeHunto, MpodhecCHOHATLHOMY POCTY.

4. O0beM, CTPYKTYpPA H coJieprKaHie TUCHUIJIMHBI C YKa3aHHEM KOJIHYecTBa
aKaJeMH4YeCKHX YacOB, BbIIeJIEHHBIX HA KOHTAKTHYIO padoTy 00y4yalommxcsi ¢
npenojaasareseM (10 BHAaM 3aHATHIA) U HA CAMOCTOAATEJIbHYI0 pa0oTy 00y4aloIIuXCs.

4.1 O0beM JUCHUIIINHBI

Tabmuna 1 — Tpya0oeMKOCTh AUCIIUILITHBI

OO0BeM TUCIUTUTUHBI Bcero gacos
O6beM 00pa3oBaTeNbHON HArPY3KH 46
B ToMm umcne:
KOHTaKTHasl paboTa 00yJaroIuXCcs ¢ MpernojaBaTesieM 42

1. I1o BuaM yueOHBIX 3aHATHI:

Teopetuueckoe oOydeHue 16
[IpakTrueckue 3aHATHS 24
[TpomexxyToOUHOM aTTecTalu 00yJaromerocs — 3a4eT ¢ OLIEHKOM 2

2. CamocTrosTenpHas paboTa o0ydaromuxcs:

IToaroroBka K 3a4eTy ¢ OLEHKOU 4




4.2. CTpyKTYpa IMCHHUILTUHBI

Tabmuna 5 — CTpyKkTypa AUCHUTIIHHBI

Buzsl yaeOHOM paboTHI,
S BKJTIOYast
I
3 3 CaMOCTOSITEIIbHYIO padoTy
Ne p 3 3 g 00y4aroIMXCs ¥ Bua xorTpons
i aszen AMCLUILUIMHBI = ° 3 TPYAOEMKOCTE
O| B = -
=
S = 2 <
= 5 e 8 O
= =
Bxonanoit
OHTPO
1 OO6uue cBeneHus o V | 1-2 6 2 4 ) KOHTp 15
JICJIOTIPOU3BOICTBE Texymmit
KOHTPOJIb
. T .
2 CucteMHBIN XapakTep V | 2-5 14 6 8 ) EKYIIUU
JEJIONPOU3BO/ICTBA KOHTPOJIb
PyGexubrii
3 XapakTepucTuka V | 6-8 10 4 6 ; KOHTponf
JIOKYMEHTO000pOoTa Texymun
KOHTPOJIb
JokymMeHTOo000pOT B ) T o
4 OpraHu3aIky ¢ V ]8_ 1 10 4 6 - cKymmn
ucnojab3oBanuem COJ] KOHTPOIIB
. [IpomexyToun
3ader ¢ orieHKoH (2 yaca) V| 12 6 - - 4 P Y
ast aTTecTaIus
Bcero 46 16 24 4




4.3. Copep:xanue TUCUMILIMHBI, CTPYKTYPUPOBAHHOE 110 TeMaM (pa3esiam)

4.3.1. TeopeaneCKne 3AHATHA - 3AHATHA JJCKIIMOHHOI'O THIIA

Tabnuna 6 — Conep:kaHue JIEKIIMOHHOTO Kypca

No
n/a

HaumenoBanue pasaena
(MOmyIsT) TUCIMITINHEL,
TEMBI

Copepxanue

Koi-Bo
JacoB

dopma
MIPOBEICHNUS
3aHATUS

O1eHOYHOE
CPeICTBO

dopMupyemblii
pe3ynbTar

OO01me cBeAEHNS O
JICTIOTIPOU3BO/ICTBE

CocTaBIsIOIINE HOPMATHBHO-METOIHUCCKOM 0a3bI
nenonpousBozctBa. CoctaB pekBusuto 'OCT P 7.0.97 -
2016. braank. Knaccudukaiys J0KYMEHTOB 10 COICPKAHUIO;
0 BUJ1Y, [TO CTETICHHU CIOKHOCTH, I10 MECTY COCTABJICHHSI; 11O
CPOKY MCIIOJIHCHUA, MO IMPOUCXOKIACHHUIO, IO CTCIICHU
[JIACHOCTH; MO IOPUINYECKON CHIIE; 10 HA3HAYCHHIO.

TemaTnueckas
JICKIUS

VYcrHBI onpoc,
TecT

OK 01, 05, 09
JIP 13-16, 19, 21

OpraHu3anrOHHO-TIPABOBAS
JOKYMCHTAITHS

VYcTaB: comepkaHue ycTaBa; crieliuduka ycraBa; BASUPOBAHNE,
YTBEpKICHUE.

ITonoxeHnue: TEKCT MOJIOKEHUS; BUSUPOBAHUE, YTBEPKACHUE.
JoJKHOCTHAs MHCTPYKIUS: TEKCT, BA3UPOBAHUE,
YTBEPKICHUE.

[ITatHOE pacmucanue: onpeaeneHne, ohopMICHHE, TIOIIHCE.
WHcTpyKms: onpeneneHue, opopMIIcHHE, ITOTICH, BBEACHNE
B JICHCTBHE.

JoroBop: onpeaeneHue, coaepkanue, 00s3aTenbHbIe
3JIEMEHTHI I0TOBOpa

Tematnueckas
JIEKITUS

VYcTHbI onpoc

OK 01, 05, 09
JIP 13-16, 19, 21

OpraHu3annoHHO-
pacropsauTenbHas
JIOKYMEHTAITHIS.

IIpuka3 1O  OCHOBHOW  [ESITENLHOCTU:  OMpE/CICHHUE;
oopmiieHne mpukasza; o0sM3aTENbHBIE PEKBH3HUTHI; CTPYKTYpa
npukasa  (3arojioBOK, TEKCT); odopmileHHe  MpHKa3a;
opopmieHHE TPWIOKEHHH K TpPUKaly; BU3UPOBAHHE,
PeIaKTUPOBAHUE, PACCHIIKA, MOANUCH, MAPIIPYT.
PacnopsbkeHue: onpeneneHue, opopMiIeHHE.
VYkazaHue: onpeneneHue, IMpPaBo  M3JAHHs
odopMIeHHE.

IocraHoBneHME: COCTABICHUE U O(OPMIICHHE.
Pemenune: oTiin4me penieHus OT MOCTAaHOBIICHHUSI.

YKa3aHUS;

Tematnueckas
JIEKITUS

VYcTHbI onpoc

OK 01, 05, 09
JIP 13-16, 19, 21




4. | NndopmarrionHo- CnpaBka: BHEIIHSIsI, BHYTpeHHss. TeKcT cripaBKy. 2
CIIpaBOYHAsI JJOKYMEHTAIIHSI. AKT: pa3HOBHJJHOCTH aKTOB, CTPYKTYpPa aKTOB.
OKYMEHTBHI 110 THYHOM [IpoTokon: BuABI NPOTOKOJIOB  3acelaHWi;  CTPyKTypa .
'ELOCT};B y I pOTOKOJIa' aTaﬂn U I?OJIEI A ’ PYKTYP TemaTtnueckast YcTHBIH ompoc OK 01, 05, 09
y P > A p ) JIEKIIAS TECT JIP 13-16, 19, 21
JoxnanHas u o0bscHUTENbHAA 3amuckd. Ciry)keOHOE THCHEMO.
IIpukassl o nMuHOMY coctaBy. IlonokeHue 0 nepcoHalIbHbBIX
JAHHBIX paboTHHKA. 3asBieHue. JImgHoe nrero..
5. | XapakTepHucTHKa Opranmsanust  TOKyMeHTooOopoTa. [lapamerpsl MOTOKOB 4
paKTep P A - JOKy P paverp ' Tematuaeckas y OK 01, 05, 09
JOKyMEHTO00opoTa YUUTBIBaE€MbIE TPH OpraHM3alMy IOKyMeHTooOopora. Cxema YcTHBIH onpoc
JIEKIIAS JIP 13-16, 19, 21
pabOTHI AMEKTPOHHOTO TOKYMEHTO000pOTa.
6. Texnonorus paboTel ¢ JOKyMeHTaMH B opraHusannu. Cxema 4 Briesgnoe
JlokyMeHT0000pOT B
JOKyMEHTOO0OpOoTa B  OpraHU3aluH. Opranuzanus 3aHATHE. . OK 01, 05, 09
OpraHu3aluu ¢ YcTHBII onpoc
JIOKYMEHTO000pOTa B OpraHu3aIiuy ¢ ucrnosib3oBanuem CI/I. Tematuueckas JIP 13-16, 19, 21
ucrnonb3oBanueMm COJ]
JICKIIUA
Bcero: 16
4.3.2. 3aHATHA CEMUHAPCKOI0 THIIA
Tabnuma 6 — CogeprxaHue NpakTUYECKOro (CEMUHAPCKOro) Kypca
No Komn-Bo dopma Oreroutoe DopmupyeMbIit
- TeMbl TPaKTUYECKUX 3aHATHI 9acoB POBEIEHUS PE3yNBTAT
n/n CpeICTBO
3aHATHSA
Cemunap Ne 1. OOmue cBeIeHHs O JeTIOTPOU3BOICTBE 4
1 HUctopus nenonpousBonctea B Poccun. CocTaBnsionue HOpMaTHBHO-METOANICCKOM 0a3bI CemuHap — npecc- IIpe3enTanus, OK 01, 05, 09
" | memompomsBozctea. CoctaB pexBu3uToB 'OCT P 7.0.97 - 2016. bnank. Kmaccudukanms KOH(epeHIHs pedepar JIP 13-16, 19, 21
JIOKYMEHTOB.
Cemunap Ne 2. OpranuzaliOHHO-IIPaBOBasi JOKYMEHTALUs 2 [IpakTuueckoe IIpakTuueckoe OK 01. 05. 09
2. | YcraB opranusanuu. llomokeHne o0 CTPYKTypHOM moppaszziesieHud. JlomKHOCTHAs 3aHATHE 3aJjaHue P 13- 1,6 1’9 21
uHcTpyknus. ltatHoe pacnucanue. MHcTpyKiwms. [lorosop T
3 CemuHap Ne 3. Opranu3alllOHHO-PACIIOPSIAUTENbHAS TOKYMEHTALUS. 2 [IpakTuueckoe IIpakTuueckoe OK 01, 05, 09
" | Tlpuka3 mo ocHOBHOI AesTenpHOCTH Pacnopsokenue Ykazanue [loctaHoBnenue Pemenne 3aHATHE 3a7aHue JIP 13-16, 19, 21
4 Cemunap Ne 4. MHGOpMaITMOHHO-CTIPAaBOYHAS JOKYMEHTAITHSI. 2 ITpakTudeckoe ITpakTudeckoe OK 01, 05, 09
" | CnpaBka. AkT. IIporoxoin. Jloknagnas n oObsicHUTeNbHAS 3anucku. Ciy>keO0HOe THCHhMO 3aHSITHE 3a/1aHue JIP 13-16, 19, 21
5 Cemunap Ne 5. JIOKyMEHTBI 10 INYHOMY COCTaBY 2 ITpakTudeckoe ITpakTudeckoe OK 01, 05, 09
" | Tlpuka3 mo tuaHOMY cocTaBy. JIndHoe feno 3aHSITHE 3a/1aHue JIP 13-16, 19, 21
Cemunap Ne 6. XapakTepucTHKa JOKYMEHTO000poTa 6 TemaTuaeckuii [IpesenTarus, OK 01. 05. 09
6. | ITapameTpbl MOTOKOB, YYHUTHIBACGMBIC IMPHU OPraHU3AIMK IOKYMEHTOOOOpPOTA: HAlpaBIICHHE CeMUHap JTOKJTa]T P

MOTOKA, 00BEM MOTOKA; CTPYKTYPa MOTOKA, PEXKHUM NOTOKA. DIEKTPOHHBIH JOKYMEHTO000pOT

JIP 13-16, 19, 21




Cemunap Ne 7. JIokyMeHTOOOOPOT B OpraHu3anuy ¢ ucnoib3oBanneM COJ] 6 TemaTnueckui IIpesenTanus OK 01. 05. 09
7. | TexHomorus paboOTBl € JMOKYMEHTaMHM B opraHmsanuu. Cxema IOKyMeHTooOOpoTa B CeMMHap P 13- 1’6 1’9 21
opranmzanuu. OpraHuszanusi JOKyMeHT000opoTa B ¢ ucrosibzoBanreM CO/I. T
Bcero 24
4.3.3. CamocrosiTesibHasi padoTa
Tabnuna 5 — 3aganus Ui CaMOCTOSTEILHOTO U3YUEHUs
Ne Tema Kon-Bo gacos OueHo4HOE cpencTBo™® PopMHpyeMbIi
n/n pe3yapTart
1. | IloaroToBka K 3a4eTy C OLEHKOU 4 3a4er ¢ OLIEHKOU OK 01, 05, 09
JIP 13-16, 19, 21
Bcero 4
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5. [lepeyeHb 00pa3oBaTeIbHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX PH OCYIIECTBIEHUH
00pa3oBaTeILHOIO NpoIecca Mo TUCHUILINHE, BKJIKYAS NepeYyeHb JUIeH3HOHHOT 0
MPOrpamMMHOro odecreyeHusi, COBpeMeHHbIX NPOodecCHOHAIbHBIX 0a3 JaHHBIX U
HHG(POPMAIMOHHBIX CIPABOYHBIX CHCTEM

5.1. Ob6pa3oBaresibHbIE TEXHOJIOTHU

B npouecce ocBoeHMsI AUCHUIUTHHBI «J[OKyMeHTaIlMOHHOE OOecIeueHrne YIpaBICHUS)
HCITIOJIB3YIOTCS CICAYIOIIME 00Pa30BaTEIbHBIC TEXHOJIOTHH:

1. CranmapTHbIe METO/IbI OOyUCHHUS:

- JIEKIUH;

- CEMHHApPCKUE 3aHSITHS,

- caMocTosTeIbHas padoTa (I MOArOTOBKH K C/Iaue 3a4eTa C OLICHKOM ).

2. Meroasl 0o0yueHHs ¢ TPUMCHEHMEM MHTEPAKTUBHBIX (GopM 00pa3oBaTelbHBIX
TEXHOJIOTHIA:

- MPe3CHTAINH;

- IPaKTHUYECKUE 3a/IaHNs,

- CUTYallHOHHBIE 3a]1a4H;

- BBIE3IHBIE 3aHITHUS.

5.2 JIuneH3MOHHOE MPOrPaMMHOe 00ecreYyeHue:

B o06pazoBaTenbHOM Mporiecce NMpy U3YYEHUH MUCIMIUIMHBI HCTOJB3YeTCs CIeAYoIIee
JUIEH3UOHHOE MPOTrpaMMHOE 00ecIieueHue:

1. JIunensun Microsoft Open License (Value) Academic.

Bxmouator npoayktel Microsoft Office u Microsoft Windows A KOMIBbIOTEPHBIX
nabopaTopuii U COTPYAHUKOB MHCTUTYTA!

- mporpamMmubIil mpoaykt Office Home and Business 2016 - 2t (ToBapHasi HakIaHas
TNO000011138 ot 01.10.19);

- anektpoHHas nunensus 02558535Z27ZE2106 nara Belgauu nepBOHAYAIbHOW JUIIEH3UU
21.06.2019 (roBapnas HaknagHass TN000006340 ot 03.07.19);

93074333Z7ZE1602 nata Bbauu nepBoHavyasibHOM auneH3un 21.05.2015;

- 69578000ZZE1401 nara BeImaun nepBoHavdanbHOU ymen3un 19.01.2012;

- 69578000ZZE1401 nara Beinaun nepBoHadansHoi nunen3uu 30.11.2009;

- 66190326ZZE1111 nara Beinauu nepBoHadansHol smmen3uu 30.11.2009;

- 62445636Z7ZE0907 nara BbIauu nepBoHavanbHoM aumen3uu 12.07.2007,

- 61552755Z7E0812 nara Bbl1auu nepBoHavaibHOU auneHsuu 27.12.2006;

- 60804292Z7ZE0807 nara Belgauu nepBoHavaibHo nuien3uu 06.07.2006.

2. JInuensuonnoe cornamenue 9334508 1C: [pennpustue §. KommiekT st oOydeHus
B BBICIIIUX M CPETHUX YUEOHBIX 3aBEJICHUSX:

- YmpaBneHue Mpou3BOJICTBEHHBIM MPEANPUITHEM;

- YmpasiieHue TOproBieii;

- 3apruiara u Yropasienue [lepconanom;

- byxranrepus.

3. CyoOmmuensnonusii moroBop Ne(16/220823/006 ot 22.08.2023. HeuckimrounTenbHBIE
IIpaBa Ha HCIIOJIb30BAaHME MporpaMMHbIX NpoaykToB «lC: Kommnekr nogaepxku» 1C: KII
6a3oBbIit 12 mec. (ocHoBHOM npoaykT «1C: [pennpustue 8. Kommuekt 1y 00ydeHus B BBICIINX
U Cpe/IHUX Y4eOHBIX 3aBeIeHUsX» per. Homep 9334508).

4. Kaspersky Endpoint Security 10 (muuensus 1C1C-240118-105136-523-1918 1o
11.04.2025)
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5. Jlunensus Ne54736 Ha mpaBO MCIOJB30BaHUS MPOrpaMMHOrO mpoaykra «Cucrema
tectupoBanus INDIGO» (6eccpounas akagemudeckas Ha 30 moakmtouenuii ot 07.09.2018).

6. Konrent-dpunsrpanus (morosop ¢ OO0 «Ckait/ITHC» K0-04056/1 ot 10 sHBaps 2024
roma).

5.3. CoBpeMenHbIe MpodeccuoHATIbHbIE 0a3bI JAHHBIX

B o0pazoBarenbHOM Tmpoliecce MPH U3YYSHUH JUCIHUIUIAHBI HCIIOIB3YIOTCS CIEAYIOIIUE
COBPEMEHHBIC MPOPECCHOHATBHBIC 0a3bI JaHHBIX

1. «YuuBepcurerckas bubanorexa Ownmaiiny - https://biblioclub.ru/.

2. Hayunas snexkrponnas oubnuoreka eLIBRARY.RU — http://wwwe.elibrary.ru/

5.4 UndopManiuoHHbIE CTIPABOYHbIE CHCTEMBI:

I/ISY‘IGHI/IG JUCITUITIINHBI COITPOBOXKAACTCHA MMPUMCHCHUCM I/IH(bOpMaL[I/IOHHBIX
CIIPaBOYHBIX CHUCTEM:
1. CIIC Koncynbrautllntoc (norosop Ne UIT 20-92 ot 01.03.2020).

6. OuneHounble cpeacTBa M MeTOAWYECKHE MAaTepHaJbl IO HMTOraM OCBOCHMS
AUCHHUILIHHBI

Tunoble 3amaHus, 0a3a TECTOB M HHbIE MarTepHalbl, HEOOXOIUMBIE Il OLIEHKU
pe3yNbTaTOB OCBOCHHS JAUCLUHUIUIMHBI (B T.4. B MPOIIECCE €€ OCBOCHUS), a TaKKe METOJAMYECKUE
MaTepHalbl, ONPEACISIIOIINE MPOLEAYPHI 3TOW OLIEHKU MPHUBOIATCSA B IPUWIOKEHNH | K paboueit
nporpaMme AUCUHUTIIHBL.

VYHuBepcanpHas cHUCTEMa OLEHUBAHUS pE3yJIbTaTOB OOYYEHHs BBINOJHIETCS B
cooTBeTcTBUU C [lonoxenuem o Gopmax, MEpUOIUYHOCTH U TOPSAKE MPOBEACHUS TEKYIIETO
KOHTpPOJIA yCIIEBAEMOCTH M MPOMEXKYTOUHOHM arrectauuu odOydaronmuxcs B AHIIOO «KKVYy,
YTBEpkKACHHBIM npuka3oM aupektopa oT 03.02.2020 r. Ne 31 o/n u BKItOYaeT B ceOsi CUCTEMBbI
OLICHOK:

1) «OTIUYHOY, «XOPOIIO», «yAOBIETBOPUTEIBHO», «HEYIOBIETBOPUTEILHOY;

2) «3aUTEHOY», «HE3aYTCHOY.

IIpu pa3paboTke OIEHOYHBIX CPEACTB MPENoaBaTe]eM HCIOIb3YIOTCS 0a3bl JaHHBIX
NEeAarornyeckux  HM3MEpUTENbHBIX  MaTepuanoB, mnpegoctaBieHHbx OO0  «HayuHo-
UCCIIEI0BATEIbCKUI HHCTUTYT MOHUTOPHHTA KauecTBa 00pa30BaHUS».

7. OcHOBHAasI U IOMOJIHUTEIbHAS y4eOHAsl JUTEPATyPa U IJIeKTPOHHbIE 00pa3oBaTe/IbHbIe
pecypchl, He00X0AUMbIe 1JIS1 OCBOCHUS TUCIHHUIIJIMHBI

7.1. OcHoBHas y4yeOHas JuTEpaTypa

1. ApacnanoBa, B.A. JlokyMeHTallMOHHOE oOOecledyeHre YIpaBiIeHUs: YydeOHO-
MPaKTHYECKOE TocoOMe B cxemax, Tadmuiax, oopasmax: [12+] / B.A. ApacmanoBa. — 2-¢ u3j,.,
non. u nepepad. — MockBa; bepnmun: Jupexkr-Meaua, 2020. — 265 c. : ., Tabn. — Pexum
noctyna: mo moammcke. —  URL: http://biblioclub.ru/index.php?page=book&id=578394 —
bubauorp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT: 37eKTPOHHBIH.

2. Bemkyposa, A.b. JlokyMeHTaIMOHHOE OOECIICUeHUE yIIPaBJICHHS: yaeOHOe Tocooue
JUIs CTYAEHTOB cpenHero mnpodeccuoHanbHoro obpasoBanusi: [12+] / A.b. BemkypoBa. —
Mocksa; bepnun : lupexr-Menua, 2020. — 170 c.: un, Tabn. — Pexxum goctyna: mo noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=570999 — Bubawuorp.: c. 156-159. — ISBN
978-5-4499-0436-2. — DOI 10.23681/570999. — TekcT: 31eKTPOHHBIH.


https://lib.tusur.ru/ru/resursy/bazy-dannyh/elibrary-ru
http://www.elibrary.ru/
file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
http://biblioclub.ru/index.php?page=book&id=578394
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7.2. JlonoJiIHMTEIbLHAS y4eOHAasi JJUTepaTrypa

1. ApacnanoBa, B. A. CnyxeOHble TOKYMEHTBI: (GOPMYISAPBI U HpUMEPbl 0OPMIICHUS.
Anpbom: ydeOHO-TIpakTHUeckoe mocoome: [12+] / B. A. Apacnanosa, E.C. BypmucrtpoBa. —
MockBa; bepmun: [Jupekr-Meama, 2020. — 108 c. — Pexum pocrymna: Mo NOANMCKE. —
URL: https://biblioclub.ru/index.php?page=book&id=578396. — bubauorp.: c. 100-105. — ISBN
978-5-4499-1453-8. — DOI 10.23681/578396. — TeKCT: 3JIEKTPOHHBIIA.

2. Benukanosa, C. C. MHbopMaIMOHHBIE PeCypChl KaIPOBOH CITYKOBI: yueOHOE TTocobue:
[12+] / C. C. BenukanoBa. — MockBa: Jlupekr-Menua, 2022. — 144 c.: wn., Tabn. — Pexum
nocryna: mo mnoxamucke. — URL: https://biblioclub.ru/index.php?page=book&id=683128. —
bubmuorp. B kH. — ISBN 978-5-4499-2892-4. — TekcT: 31EKTPOHHBIH.

3. BemkypoBa, A. b. OcHOBBI JeNOMPOHU3BOJCTBA: yd4eOHOE MOCOOWE MJisi CTYACHTOB
cpennero mpodeccuoHalbHOro obOpazoBanms: [12+] / A. b. BemkypoBa. — MockBa; bepiun:
Hupekt-Menua, 2020. — 246 c.: wi, T1abm. — Pexum pgocryma: 1Mo TOIMUCKE. —
URL.: https://biblioclub.ru/index.php?page=book&id=576203. — bubauorp.: c¢. 233-237. — ISBN
978-5-4499-1171-1. — DOI 10.23681/576203. — TekcT: 3MEKTPOHHBIN.

7.3. IlepeyeHb HOPMATUBHBIX IPABOBBIX AKTOB

1. Tpynosoii konekc P® ot 30.12.2001 Ne197 — @3.

2. TI'paxnanckuii kojgekc P® 4.1 or 30 HOsOps 1994 NoS51 — 3. DiekTpoH. JmaH. U
Iporp.: 10ocTyn yepe3 cucteMy KoHCynbTaHT-TLIOC.

3. 3akoH P® ot 21 utonsg 1993 Ne5485 — 1 «O rocynapcTBeHHOI TaiiHe ¢ U3MEHEHUEM
ot 06 oxTs16pst 1997) // C3 PD 1997 Ned1 Cr.4673.

4. @enepanbubiit 3akoH OT 20 depans 1995 No24 — @3 «O06 undopmanuu u 3ammre
uHpopmarum» // C3 PD 1995 Ne§ Ct.609.

5. ®enepanbubiii 3akoH 0T 04 urons 1996 Ne 85-D3 «O6 yyacTuu B MEXKIYHAPOIHOM
uHpopMaroHnHoM oomene» // C3 PD 1996 Ne28 Cr1.3347.

6. Ilocranosnenue IlpaButensctBa PO ot 28.07.05 Ned52 «O TumoBOM periiamMeHTe
BHYTpPEHHEH opraHuszaluu (enepaabHbIX OPraHOB UCIOJHUTEIBHOW BIACTH». DJEKTPOH. AaH. U
IIPOTrp.: 1OCTyMN yepe3 cucteMy KOHCYnbTaHT — IUIIOC.

7. VYka3 [Ipesunenta PO ot 6 mapra 1997 Nel86 «O6 yTBep:k/IeHNU NEpEeYHs CBEACHUN
KoH(puaeHImansHoro xapakrepa» // C3 PO 1997 Nel0 Ct.1127

8. Vka3 IIpesumenta PD ot 24 suBaps 1998 r. Ne64 «O mepedHe CBeICHHIA,
OTHECEHHBIX K rOCyJapCTBEHHOM TaiiHe (¢ u3MeHeHusiMu ot 24 suBaps 1998) // C3 PO 1995 Ne49
Ct.4775; 1998 Ne5 Cr.561.

9. Tlocranosnenue IIpaButenscrBa P® ot 04 centsiOps 1995 Ne§70 «O06 yTBepkaeHUM
[TpaBust oTHECEHHS CBEIEHUI, COCTABIISIONINX FOCYIaPCTBEHHYIO TallHy, K Pa3JIMYHbIM CTEIEHAM
cekpetHocT // C3 P® 1995 Ne37 C1.3619.

10. TMocranosnenue IlpaButenscrBa PCOCP ot 05 mekadbpst 1991 Ne35 «O mepeune
CBEJ/IEHHI, KOTOpbIE HE MOTYT COCTaBJIATh KOMMepueckyto Tainy» // CIIIIP® 1992 1-2 Cr.7.

11. TMocranosnenue [IpaButensctBa PO ot 27 nexadpst 1995 Nel1268 «O06 ynopsnoueHun
U3TOTOBJICHUS, MCIIOJb30BAHUS, XPAaHEHHWs W YHUUTOXKEHHUsS TedyaTed U OJaHKOB C
BocnpousBeaeHrneM ['ocynapcrBenHoro repoa PO // C3 P® 1996 Ne2 Cr.123.

12. TlocranoBnenue IlpaButrensctBa P® ot 07 pgekabps 1996 Nel463  «O6
WCIIOJIb30BaHUU B HA3BAHUM OpraHu3anuil HauMeHoBaHui «Poccus» «Poccuiickas Deneparusy.
OnektpoH. [an. U nporp.: noctyn yepe3 cuctemy KoHCynbTaHT — IuIrOC.

13. TOCT P 7.0.97 — 2016 «Cuctema cTanIapToB 10 HHPpOPMATH3ANNH, ONOIHOTCUHOMY
U u3garensckoMmy jaeny. OpraHu3alMOHHO-TIpaBoOBasi — JOKyMeHTauus. TpeOoBaHus K
oopmiIeHnIO TOKyMeHTarm», JnektpoH. lan. U nporp.: goctyn yepe3 cucremy KoHcynbTaHT
— IUTIOC.


https://biblioclub.ru/index.php?page=book&id=578396
https://biblioclub.ru/index.php?page=book&id=683128
https://biblioclub.ru/index.php?page=book&id=576203
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8. /lomosiHUTEIbHBIE pecypchl HH(POPMAIHOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH
«HTepHET», HEOOXOIMMBIX JIJISI 0OCBOEHUS TUCIHIIINHBI

http://lib.usue.ru — Mudopmarmonno 6MOIMOTEYHBIH KOMILIEKC.
http://www.eLIBRARY.RU - Hay4Has 31eKTpoHHAass OnOIMOTEKA.
http://www.biblioclub.ru — 3bC «YuuBepcureTckas OUOIHOTEKA OHIAWHY.
https://urait.ru — O6pa3oBarenpHas mwiarpopma FOpaiit

https://i-exam.ru/ - Exuubii mopTaia HHTEPHET-TECTUPOBAHUS B chepe 00pa3oBaHMs

oL PE

9. TpeGoBaHUsI K MUHUMAJIbHOMY MATePHAJIbHO-TEXHHYECKOMY 00ecnedYeHH 1o,
He00X0UMOr0 JJIfl OCYLeCTBJIEHUS1 00Pa30BATEJIbHOI0 MPOLECCa MO JUCIHUIINHE

Jis u3ydeHWsl JAUCUMIUIMHBI HUCHONb3yeTcsl Jirobas MyJIbTHUMEAMHHAs ayJuTOpHS.
MynpTuMenuiiHas ayJuTOpUsl OCHAIlEHA COBPEMEHHBIMU CPEACTBAMU BOCIIPOM3BEICHUS U
BU3yalIM3alMi Jr000H BHIEO M aynno HMHGOpPMALMM, MOIYYEHHUS U IHepeAayd 3JIEeKTPOHHBIX
JIOKYMEHTOB.

Tunosas KOMILIEKTaMs MyJIbTUMEIUNHON ayIUTOPUN COCTOUT U3:

MYJIBTUMEAUNHOIO MPOEKTOPA,

IIPOEKIIMOHHOTO JKpaHa,

AKyCTHYECKOW CUCTEMBI,

NEPCOHAIBHOIO KOMIIbIOTEPA (C TEXHUYECKMMHU XapaKTEPUCTUKAMK HEe HUXKe: IPOLeccop
He Hmwxe 1.6.GHz, oneparusnas namsate — 1 Gb, unrepdeticer moaxarouenus: USB, audio, VGA.

[IpennogaBaTens UMEET BO3MOKHOCTD JIETKO YIPABIIATH BCEH CUCTEMOM, YTO ITO3BOJISIET
IPOBOJUTH JICKIIMH, TPAKTUYECKUE 3aHATHS, MIPE3CHTAMH, BEOMHAPHI, KOH)EPEHIIUU U pyTrue
BUJbl AyAUTOPHOW HArpy3ku oOydaroIluxcs B YJOOHOM M JOCTYNHOW i HUX (opme ¢
IPUMEHEHUEM COBPEMEHHBIX HWHTEPAKTUBHBIX CpPEACTB OOY4YeHMs, B TOM YHCIE C
UCIOJIb30BAaHUEM B Ipolecce OOydeHHUs BCeX KOPIIOPAaTHBHBIX pecypcoB. MysnbTUMeauiiHas
ayJIUTOpUS TaKXkKE OCHAIIEHA IMPOKOIOJIOCHBIM IOCTYIIOM B ceTh «MIHTEepHETY.

KomnbroTepHoe 000pyj0BaHHEM UMEET COOTBETCTBYIOIIEE JIMIEH3UOHHOE ITPOrpaMMHOE
o0ecrieueHue.

JUia  mpoBeleHUs — 3aHATUM  JIGKIIMOHHOTO  TWMA  HIpeJJlaralorcs  Habopbl
JIEMOHCTPAIlMOHHOTO O0OpYAOBaHUS M y4yeOHO-HAINIAJHBIX IOCOOMH, oOecrednBarolye
TeMaTHYECKHE WIUTIOCTPAIMH, COOTBETCTBYIOIIME pabouell yueOHON mporpaMMe AUCHIUIIINH.

ITomerieHust A CaMOCTOSITENTLHOM pabOThl 00YYAIOIIUXCS OCHAIIEHBl KOMIBIOTEPHOM
TEXHUKOW C BO3MOXHOCTBIO MOJKIIOUeHUs K ceTu «MHTepHeT» M obecrneueHbl AOCTYIOM B
3JIEKTPOHHYIO HHPOPMALIMOHHO-00pa3oBaTenbHyto cpeny Komnexa.

VY4eOHo-MeTOIMYECKasT UTEpaTypa Uil JaHHOW AMCLUMIIMHBI UMEETCS] B HAJIMYUU B
ANIEKTPOHHO-OMOIMOTEeUHOM cucteme «YHuBepcuterckas Oubmmuoreka ONLINE», noctym k
KOTOpOM MIPeIOCTaBIIEH oOy4aromumcs. DneKTpOHHO-OUOMHoTeUHas cucrema
«YHuBepcuterckas 6ubnanoreka ONLINE» peanusyer jeranbHoe XpaHeHHE, PacIpOCTpaHEHHE
U 3aIIUTy OU(GPOBOro KOHTEHTAa Y4eOHO-METOJMYECKOM JUTEepaTyphl s BY30B C YCIOBUEM
00513aTeIbHOTO COOJIOACHUSI aBTOPCKUX U CMEXHBIX MPaB. DIEKTPOHHO-OMOINOTEUHAs cucTeMa
«YHuuepcuterckas Oubmuoreka ONLINE» oGecneunBaeT MMpPOKUI 3aKOHHBIA JOCTYN K
HE0O0XOUMBIM JIs1 00pa30BaTENILHOTO MPOIecca U3JaHUAM C HCIIOJIb30BaHMEM WHHOBAIMOHHBIX
TEXHOJIOTHI U cooTBeTcTBYET BceM TpeboBanusmM GI'OC CIIO.


http://lib.usue.ru/
http://www.biblioclub.ru/
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IIpunoxenue 1
K paboyeil mporpamMme TUCIHATITHHBI
«/loxymeHTannoHHoe odecreveHme

ynpasieHus» (OI1.09)

OLIEHOYHBIE CPEJICTBA JJI51 MPOBEJAEHWSI BXOJHOTO,
TEKYIIETO, PYBEKHOTO KOHTPO.JISI M IPOMEKYTOYHOM
ATTECTAIIUA OBYYAIOLIAXCS MO JUCIHUATIJIMHE U
METOJINYECKHE MATEPHAJIBI TIO EE OCBOEHHUIO

JOKYMEHTALIMOHHOE OBECIIEYEHUE YITPABJIEHMS
(OT1.09)

[To crienanbHOCTH 42.02.01 Pexkiama

KBanudukamus CrneumnaaucT nmo pexjiame

®opma 00yuyeHus OYHaA

Kanuaunrpazg
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6.1. OeHoO4YHBbIE CPEACTBA MO0 UTOTAM OCBOCHUS TMCUMILIHHBI

6.1.1. Ilesb OLIEHOYHBIX CPeICTB

Ilenbl0 OLEHOYHBIX CPEACTB  SBJISETCS  YCTAHOBJIEHME COOTBETCTBUS  YPOBHS
HOJArOTOBJIEHHOCTH OOy4Yarollerocss Ha JaHHOM OJTarne oOydeHHs TpeOoBaHUsIM paboueit
IPOTPAMMBI 10 TUCHUIUTMHE «JlOKYMEHTAIIMOHHOE 00ECTIEYCHHUE YITPABICHHS».

OneHouyHble CpeAcTBAa IPEIHA3HAYEHBI JUI1 KOHTPOJS M OLIEHKH 00pa3oBaTeIbHbIX
JOCTUKEHUN o0yJaromuxcs, OCBOHMBIIUX nporpammy yueOHOMI JTUCLMILINHBI
«JlokymMeHTallmoHHOEe o0ecreyeHne ynpaBieHus». IlepedeHb BUIOB OLEHOYHBIX CPEICTB
COOTBETCTBYET paboyell mporpaMMe JAUCHUTLINHBL.

KoMImieKT OleHOYHBIX CPeICTB BKJIIOYACT KOHTPOJBHBIE MaTEPHAibl Ul NPOBEICHUS
BCEX BHJIOB KOHTPOJS B ()OPME YCTHOTO OMpPOCa, MPAKTUYECKUX 3AHATHHA U MPOMEKYTOYHOU
aTTecTalluy B (opMe BOIPOCOB U 3aJlaHUM K 3a4eTy.

CTpyKTypa U cojiep:kaHue 3aJaHull — 3a7aHus pa3padoTaHbl B COOTBETCTBUH C paboyeit
IPOrpaMMOM TUCHMIUIMHBI «/{0KyMeHTallMOHHOE 00ecrieueHIEe yIIpaBICHUS ».

6.1.2. O0beKTHI OLEHUBAHUS — PE3YyJIbTATHI 0CBOCHUSN M CUMUILINHBI

OO0beKTOM OLIEHMBAHUS SIBISIETCS OBJAJCHHE OCHOBAMH MPABHJIBHOTO OGOpPMIICHHS
JIOKYMEHTOB coriacHo TpeboBanusM ['OCTa u Haanexaiei opraau3anueii JOKyMeHT0000poTa
¢ ucnoap3oBanuem COJI.

Pe3yabTaTaMu 0CBOEHUS TUCITUTUIAHEI SIBJISTFOTCSI:

— V1 - odopMisTe M NPOBEPATH MNPABHIBHOCTH OGOPMIICHHUS IOKYMEHTAllUd B
COOTBETCTBUU C YCTAaHOBJICHHBIMU TPEOOBAHUSAMHU, B TOM UHUCIE HCMIOIb3ysd UH(GOPMAIMOHHbBIE
TEXHOJIOTHH,

— VY2 - npoBOIUTH aBTOMAaTU3UPOBAHHYIO 00pabOTKY IOKYMEHTOB;

— VY3 - oCyLIECTBISTh XpaHEHUE U TIOUCK JOKYMEHTOB;

— VY4 - ucnonb30BaTh TEICKOMMYHHMKAIIMOHHBIC TEXHOJOTHH B  3JICKTPOHHOM
JIOKYMEHTO000pOTE;
— 31 - OCHOBHBIC TMOHSTHS: WENH, 3aJa4d M TMPUHIUNB JOKYMEHTAIMOHHOTO

oOecrieyeHus yrpaBieHUs;
— 32 - cucTeMbl IOKYMEHTAIIMOHHOTO 00€CTICUeHUsI YITPABJICHUS, NX aBTOMATHU3AIHUIO;
— 33 - kjmaccupUKaLno JOKyMEHTOB;
— 34 - TpeGoBaHMs K COCTAaBICHUIO U O)OPMIIEHUIO TOKYMEHTOB;
— 35 - opraHuzaimgio J0KyMEHTOOOOpOTa: mpueM, 00paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEHHE JJOKyMEHTOB, HOMEHKJIATYPY JIell.

6.1.3. ®opMBI KOHTPOJISA M OLIEHKH Pe3y/JIbTATOB OCBOCHHUS

KOHTpoOIIb 1 OIeHKA pe3yNbTaTOB OCBOCHHS — 3TO BBISBICHHUE, U3MEPEHUE U OLICHUBAHUE
3HaHUHM, YMEHUH M YpOBHS BIaJeHUH (OPMHUPYIOIUXCS KOMIETEHIMH B paMKax OCBOEHHUS
JUCLUIUIMHBL. B cooTBeTcTBUM C yueOHBIM IJITAaHOM U pabodeil mporpamMMoi AMCLMITIUHBI
«JlokymMeHTalmoHHOEe OOeCreyeHne YIpaBIeHUs» NpPeAycMaTpUBaeTCs BXOIHOM, TEKYLIHH,
MIEPUOTUYECKUI U UTOTOBBI KOHTPOJIb PE3YJIBTATOB OCBOCHHSI.
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6.1.4. IlpumepHble (THNOBbIE) KOHTPOJIbHBIE 3aJlaHMSl WJIM HHbIE MaTepHaJbl,

Heo0X0auMBble ISl OLeHKH 3HAHWN, YMEeHUil, BJaJdeHUil (MM ONbITA NeATEJbHOCTH), B
npouecce OCBOCHUSI JAUCHHUIUVIMHBI (MOAYJs, NPAKTHKH), XapPaKTepPU3yKOIIMX 3Tanbl
(hopMHUpPOBaAHUA KOMIIETEHIMH B MpoLiecce 0CBOEHHs TN CHUTITHHBI

IIpumepHbIe O1leHOYHBIE CPeICTBA AJs NPOBeIeHUs] MeKyuiez0 KOHTPOJIA

IIpumepHBbIe BONPOCHI ycMHO20 onpoca

Bonpocsl st yerHoro onpoca (YO-1):

oo kPR

~

9.

10.
11.

12.
13.

14.

15.
16.
17.

18.
19.

20.
21.
22.
23.
24.

25.
26.
27.

28.
29.
30.

Kakwue 3Tarsl mpomwio pa3BUTHE OTEUECTBEHHOTO JIEIONPOU3BOCTBA?

B yem ocoOeHHOCTH MPUKA3HOTO JAETONPOU3BOICTBA?

B yeM 0c00eHHOCTH KOJIIEKCKOTO JIETONPON3BOICTBA?

HazoBuTe OCHOBHBIE 3aKOHOAATENbHBIE AKThI, ONPEICIISBIINE MOPSAIOK COCTABJICHUS U
odopmiieHust 1okymMmeHToB B yupexaeHusx XVIII .

B yeM ocoOeHHOCTH opraHu3amuu aeaonpon3BoacTea B XIX B.?

KakuMu myTsMu 1UIO peryaupoBaHHE JEIOTPOU3BOJCTBA B IMEPBBIE TOABI COBETCKOM
BJIacTu?

UYem 3anumancs Mucturyt rexnuku ynpasienus (UTVY) B obnactu fenonpousBocTBa?
[Touemy apxuBHOEe BeAOMCTBO OeperT Ha ce0s WHULMATUBY IO METOJUYECKOMY
PYKOBOJICTBY AETIONPOM3BOACTBOM B CTpaHe?

B 1em 3nauenue EI'C/1?

Korna naunnaercs papadorka 'OCT na OP/1?

Kakue 3akoHOJaTenbHbIE aKThl MPEANHCHIBAIOT 0053aTENBbHOCTh JOKYMEHTHUPOBAHUS
uH(popmanuun?

Kakue TpeboBaHus K JOKYMEHTaM H3JI0KEHBI B 3aKOHOAATEIbHBIX aKTax?

Kakue Bompocsl paboThl € JOKYMEHTaMH pETJIAMEHTHUPYIOTCS 3aKOHOJATEIbHBIMHU
aKTamu?

Ha Koro BO3JIO)K€HO METOAMYECKOE PYKOBOJCTBO TIOCTAHOBKOW JENIONPOU3BOICTBA B
cTpane?

KaxoBo 3nauenune I'C/IOY u uyto oHa perinameHTHpYyeT?

Yro perinaMeHTHpYET TUIIOBast HHCTPYKIMS [0 JEIONPOU3BOICTBY?

Kakoe 3nauenue nmeer ['OCT 7.0.97 — 2016? TpeboBanus Kk 0pOPMIIEHUIO TOKYMEHTOB,
€ro cojepkanue?

JIJ1sl 9ero COCTaBISIOT MEPEUHH IOKYMEHTOB C YKa3aHHUEM CPOKOB XPaHEHUS?

Kakne HOpPMAaTHBHO-METOJAMUYECKHE aKThl HCHOJB3YIOT B paboTe ¢ JAOKYMEHTaMH
KaJIpOBbIE CITYKOBI?

Kakoit popmar Oymaru pekoMeH0BaH 151 0pOpMIIEHUS CIyKEOHBIX TOKYMEHTOB?
Ha3zoBuTte 0ocHOBHBIE BH/IBI OJIAHKOB, TPUMEHSIEMBIE B YUPESIKICHHUSIX.

[lepeuncante peKBU3UTHI, BXOJAIINE B COCTAaB OJIaHKA JIJIs MUChMa.

UYem oTninyaercs o0l 6JaHK OT GiiaHKa Juist mucbMa?

Kakue TpeOoBaHMs MPEeabABIAIOTCS K OQOPMICHHIO PEKBU3NUTA «HAMMEHOBAHUE
OpraHu3aun»?

UYTo BXOJUT B COCTaB PEKBU3HTA «CIPABOYHBIE JaHHbIE 00 OpraHu3aum»?

KakoBbI OpsI0K AaTHPOBAHMS TOKYMEHTA M BHIIBI AaT?

KakoBbl cOCTaBHblE YacTH PErHMCTPALlMOHHOTO HOMEpa JOKYMEHTa M IOpPSJOK €ro
IIPOCTABIICHHUS?

KakoB nopsiiox anpecoBanus J0KyMeHTa?

Kakue TpeGoBaHus NPebABIAIOTCS K PE30IOLNHN, KAaKOB MOPAI0K €€ 0hopMIIeHUs?
Kakwne TpeOGoBaHMs MPEIBSIBISIOTCS K 3aTOJIOBKY?
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31. KakoB nops1ok opopMIIeHHUS IPUIIOKEHUH K JOKYMEHTY?
32. Kak odopmitsieTcs corimacoBaHue T0KyMeHTa?
33. KakoB mops/10K MpOCTaBIICHUS HA JOKYMEHTaX nevaTei?
34. B ueM 0COOCHHOCTD SI3bIKA U CTUJIS CIIY)KEOHBIX JJOKYMEHTOB?
35. Kakoe 3HaueHne umeet 3HaHue oppopraduu mpu CoO3AaHUN CITYyKEOHBIX TOKYMEHTOB?
36. KakoB mopsiiok UCIOJIB30BaHUS COKPALICHHUH B CITY)KEOHBIX TOKYMEHTaX?
37. KakoB MOps10K CKIIOHEHUS CJIOXKHBIX COCTAaBHBIX CJIOB M YUCIUTEIBHBIX?
Bonpocs st yerHoro onpoca (YO-2):
Ha3zoBute BuAbI OpraHu3alMOHHBIX JOKYMEHTOB.
VYkaxxute 0cOOEHHOCTH COCTaBIEHUS M 0OPMIICHHUS OPTaHU3ALIMOHHBIX IOKYMEHTOB.
Kakoii coctaB 00s13aTebHBIX PEKBU3UTOB OPraHU3allMOHHBIX JOKYMEHTOB?
HazoBute Bubl pacropsIuTeNbHbIX JOKYMEHTOB.
VYkaxure 0COOEHHOCTH COCTaBJICHUS  0(OPMIICHHSI PACTIOPAIUTEIbHBIX JOKYMEHTOB.
B yem ocoOennoctu coctaBneHus: 1 ohopmieHUs MPOTOKoIa?
B yem ocobennocTu cocraBneHus U opopmiieHus akra?
B yem oTiMune nocTaHOBIIEHUS OT peleHus?
Hazoswure Buabl HHOOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
0. Ykaxxute 0COOEHHOCTH COCTaBJICHUS U 0POPMIICHUS WH(OPMAIIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.
11. Kakue TpeOoBaHUS NPEABIBIAIOTCS K COCTABICHUIO U O(OPMIICHUIO JTOKJIaTHBIX
3anucok?
12. Kakue TpeOoBaHMsI MPEIBABISIOTCS K COCTABICHHUIO U 0(OPMIICHUIO O0BSCHUTEIBHBIX
3anucok?
13. Kakue TpeOoBaHUS NPEABIBIAIOTCS K COCTABICHUIO U 0(OPMIICHHUIO CTIPABOK?
14. Kakue TpeOoBaHUS MPEABSBISIOTCS K COCTABICHHUIO H O(OPMIICHHIO CITY)KEOHBIX ITHCEeM?
K paznoBuanocTu nucem?
15. HazoBuTe BUABI JOKYMEHTOB 10 JTUYHOMY COCTABY.
16. Ykaxute 0COOEHHOCTH COCTaBJICHUS U OPOPMIICHHUS JOKYMEHTOB I10 JINYHOMY COCTaBYy.
17. B uem oTinume npukasa 1o JUYHOMY COCTaBYy OT IPUKa3a 10 OCHOBHOM J€STEIbHOCTH?
Bomnpocs! st yerHoro onpoca (YO-3):
Uto nmonumaercs 1o o0beMoM TI0KyMeHToobopoTta?
YTo BXOJIUT B MOHATHE TIOKYMEHTOOOOpOTA?
Uro BIUSET HA OPTAaHU3AIMIO JBIKEHUS TOKYMEHTOB?
Kakue opraHM3allMOHHO-TIPABOBbIE JIOKYMEHTBHI ONPEACISAIOT MOPSAAOK JIBUKEHHUS
JOKYMEHTOB B YUPEKICHUH?
KakoBbI OCHOBHBIE MpaBUJIa OpraHU3alMK JOKYMEHTo0O0opoTa?
Kakne OCHOBHBIE TOTOKH JOKYMEHTOB MOXXHO BBIJICJIUTH B OPTaHU3AIlMM W B YeM HUX
0COOEHHOCTH?
7. Kakue TpeOOBaHUS NMPEABABIAIOTCA K OpraHU3allMM MpueMa U NEepPBUYHON 00pabOTKH
JIOKYMEHTOB?
8. HazoBute oramel paboOTHl WCHONHUTENS C JOKyMeHTOM. Kakue TtpeOoBaHHS
HPEIbIBISAIOTCS K 00paboTKe UCXOASIIUX JOKYMEHTOB?
9. KaxoBsl mpaBmiia 00pabOTKH UCXOSMIINX JOKYMEHTORB?
10. Yro momxkHbl obecrieunBaTh KOMIbIOTEpHBIE TexHONMOTUU JJOY?
11. JlaiiTe XapakTepuCTUKY IpobdeMaM Iepexo/ia Ha 3JIEKTPOHHBIA JOKYMEHTOOOO0POT.
12. TIpoBeauTe COMOCTABUTENbHBIM aHAIW3 OTEYECTBEHHBIX CHCTEM aBTOMAaTH3allUU
JIeTTOTIPOU3BOICTBA M AJIEKTPOHHOTO JOKYMEHTOO00POTA.
Bomnpocs! 1ist yetHoro onpoca (YO-4):
1. B xakux HOpPMaTHBHO-METOAWYECKHX TOKYMEHTaX 3aKpeIUIeHBI TpeOOBaHHS K padoTe C
JIOKYMEHTaMH B OaHKe?
2. B uem 0coOeHHOCTD BeJIeHUs JETONPOU3BOICTBA B OaHKaxX?
3. KakoBa TexHOJOTHS pa0OTHI C JOKyMEHTaMHU B OaHKe?

BoOoo~NoOR~WNE
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4. KakoBa cxema JOKyMEHT0000poTa B OaHKe?
5. KaxkoBa opranuzaiusi JOKyMeHTO000pOTa B 6aHKe ¢ ucnoyibzoBanueM COJ1?

IIpumepHble 3a1a4u (MPAKTHYECKHE 3aaAHNSA)

3agava 1. (3-1)

CocraBbTe mpuka3 o0 ocBoboxaenuu Bac oT padorsl B [IAO Kb «POCI'OCCTPAX-
BAHK)> B cBs3u ¢ epee31oM Ha HOBOE€ MECTOXKUTENIbCTBO.

3anaua 2. (3-2)

CocraBpre TapantuitHoe mucbMo OO0 «Qkxogom» OOO «IIporpecc» 00 okazaHuu
TEXHUYECKON MOMOIIM B pa3paboTke pabdouux ueprexkeid HacocHOU cranmuu. OO0 «OxoaoM»
MIPOCUT MPOU3BECTH 3TY pabOTy HEMOCPEIACTBEHHO Ha IIIOIIAJIKE.

3agaua 3. (3-3)

CocTtaBpTe  KpaTKuil  NPOTOKOJ  COBELIAHUS  CHEIUAIMCTOB  OaHkKa  OTAena
CTPaTEeruyecKkoro IJIaHUPOBAaHUS, Ha KOTOPOM ObUI  pacCMOTPEH BOIPOC O JOCPOUYHOM
paszpaboTtke miuaHa pa3putus 0anka Ha 2019 rox. Ilocime oOCykaeHUs Ha COBEIIAHWH TTPUHSIIO
pelieHre pa3paboTaTh IUIaH Ha JAECATh JHEW paHblIE YCTaHOBJIEHHOro cpoka. OcraibHble
JaHHBIE YKAXKUTE CAMOCTOSITENILHO.

3anaua 4. (3-4)

CocTaBpTe mpuUKa3pl: a) O MpueMe Ha paboTy HavyaIbHUKOM OTAeNna Mo padore ¢
¢uznueckumMu nunamu - 3aiiiieBy A.A.; 0) 00 yBOJIbHEHHH NIEPEBOJOM B Jpyroil OaHK
MenseneBy B.P. Hegocraromuye peKBU3UTBI YKAKUTE CAMOCTOSATEIIBHO.

3anaua 5. (3-5)

Coctasbte uceMo-mipocb0y OO0 «BAJITIITULEIIPOM» B IlpaButenscTBO 001acTu 0
BBIZICJICHUH CPEJCTB M3 00JIaCTHOTO OrO/KeTa B CyMMe 15 MilH. py0. 10 Havajia pean3aluu
MOJIOTHSIKA-TITULIBI HACETICHHIO.

3anaua 6. (3-6)

CocraBpTe  moKIagHyl 3amucky Oyxranrepa Tumommuoit W.II.  rnaBHOMY
oyxrantepy I[IAO Kb «Co6epbank» babuyeBy H.II. ot 15.03.19 1. 0 BBIIONHEHMH TpHUKa3a
ynpasisomero 6ankom Ne 92 or 12.01.19 r. «O cocTtosHMM OyXraiaTepckoro yuera Ha
cTpouTenbeTBe 0a3bl oTAbIxa Ha Kypckoil kocey». B mpukasze ObuiM ykazaHbl KOHKPETHBIE CPOKH
JMKBUAALUY HEJIOCTATKOB, 0OHapYXeHHBIX B stHBape 2019 rona. B noxiagHoil 3anmucke J0KHO
OBITh OTMEYEHO BBINIOJIHEHUE BCEX IIYHKTOB IIpUKa3a, 3a MCKJIIOYEHUEM IIYHKTOB 00
OpraHu3allii PaBHOMEPHOM €XETHEBHOM caauu paboyuMMu HapsioB Oyxranrepy. BwisBieHo,
yto 25 ¢espans 2019 roma Obuto cnaHo Toibko 35,2% Bcex HapsaoB. OcranbHble HApSIbI
cnanbl 1 mapra. ITo rpaduky cpok clauu NMOCIEeTHUX HapsIOB 3a MPOILIBIA MeCsI] YCTaHOBIJIEH
NepBOro 4yKcia cieayomero Mecsina. OcraiabHble JaHHbIE YKAKUTE CAMOCTOSITENBHO.

3agaua 7. (3-7)

CocTaBbTe NPOTOKON 3acelJaHUsl WHBEHTAapHU3allMOHHOM KOMHCCHM 3aBOJa TIa30BOMU
anmnapaTypbl, HA KOTOPOM paccMaTpUBAJICA BOMPOC O pe3yJbTaTaX MHBEHTAPU3ALMH MO CKIATy
Ne 2 BcmomoratenbHbix MarepuanoB. Ha 3acemanum ObuIO NPUHATO IOCTaHOBIEHUE 00
YTBEPKACHUM DPE3YJIbTATOB WHBEHTapHU3allMM W OTHECEHMsI 3a CYET 3aBEAYIOILEro CKJIaJoM
HEJ0CTauld BCIIOMOTAaTENbHbIX MaTepuasoB B cyMMe 365 Teic. py0., a TakkKe 3a4MTaHbI
CIIMYMTENbHAs BEJOMOCTh MO CKiagy Ne2 m oOBsICHUTENbHAs 3allMCKa 3aBEIYIOLIETO CKIIAJ0M.
OcTaJbHble JaHHBIE ONPEEIUTE M0 CBOEMY YCMOTPEHHUIO.

3anaua 8. (3-8)

CocraBpTe CIpaBKy O BEIMYHHE CpeAHEH 3apaOOTHOM MIaThl 3a TOJ IS MOJTy4YeHUS
KOMIIEHCAIIUM Ha OIIaTy XWibsd. OCTalIbHbIE TaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

3agauya 9. (3-9)

CocraBbTe MH()OPMAIMOHHOE THCBMO O TNPOJAXE YAaCTHBIM U TOCYAAPCTBEHHBIM
HNPEIIPUATHIM MEPCOHANBHBIX KOMIIBIOTEPOB IO JAOTOBOPHOM CTOMMOCTH M O BO3MOYKHOCTHU
MPUHUMATH 3aKa3bl HA COCTABJICHUE MPOTPAMM.
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3anaua 10. (3-10)

CocraBpTe TMOJHBIA MPOTOKOJ o0O0mmEero cobpaHus pabOYUX MPOU3BOJICTBEHHOTO
koorepatuBa «Ilyck», Ha KOTOpoM OOCYXJajcs BONPOC O CO3AaHHUU TPOU3BOJACTBA
CTPOMTENBHBIX MAaTepHUajoB AJIs CTPOUTENILCTBA KUWIbIX A0oMOB. Ha coOpanuu Oblia 3aciyiiaHa
uHpopManus TpeacenaTesass O BO3MOXHOCTH CO3JAaHUS TAaKOrO IleXa M IEPCIEeKTUBAX €ro
pabotel. Ilocne oOcyxkzaeHus ObLIO MPHUHATO pEIIEHHE MOPYYUTh IpEJCEeaTeNl0 U €ro
3aMECTHTEJNIO 110 CTPOUTENILCTBY B T€UEHHE 6 MECALIEB Pa3BEpHYTh PadOTYy M BBIICIHUTH JJIS ATUX
neneit 31 muH. pyo.

3anauva 11. (3-11)

CocraBbTe XapaKTEPUCTHKY-PEKOMEHJIAIMI0 Ha paOOTHHMKAa Bamero OaHka Ul
nocrymieHus ero B acnupantypy PI'’AOYBO «b®VY um. 1. Kanrar.

3anava 12. (3-12)

CocraBpre mucpMo-ipock0y OO0 «Mebenbrpan» B MUHHUCTEPCTBO SKOHOMHUYECKOTO
Pa3sBUTHSL, IPOMBINUICHHOCTH U TOProBiu KaauMHMHIpaacKod 00JIacTH O BBIACICHUM JIULEH3UN
Ha noctaBky B Kutaif 4000 T MeTaiia B CBSI3U € 3aKIIOYEHUEM KOHTpaKTa ¢ 00BbEANHEHHEM 110
MEXIYHApOJAHOMY COTPYAHMYECTBY Ha CTPOUTENIBCTBO JEBATHATAXHOIO OOIIEKUTUS B
Kanununrpazge. CoryiacHo KOHTPAKTy OIUIaTa BBIMOJIHEHHBIX padoT OyaeT HpOM3BOIUTHCS
pOCCHIiCKMMHU PYOJIsIMU U MaTepHaIaMHU.

3anava 13. (3-13)

CocrtaBbTe JOKJIAJHYIO 3alIMCKY IJIaBHOIO OyXrajaTrepa JUPEKTopy 00 uTorax paboThl 1O
LEHTpaJIN3aluy pacueToB ¢ pabOYMMH U CIyXallMMH 3aBoja. lleHTpanusanus pacueToB jaana
BO3MOYKHOCTb NIEPEBECTH Ha JPYTyI0 paboTy MATh OyXrajTepoB LIE€XOB, YMEHbIIUTH OLIMOKH B
pacueTrax ¢ pabOYMMHU M CITY)KAIMUMH, YCUIHTHh KOHTPOJIb PAacXoAoBaHUS (HOHIIOB 3apabOTHOM
wiatel. B 3akimroueHune HeEOOXOAMMO IOCTaBUTh BONPOC O IPEMUPOBAHMM pPaOOTHUKOB
Oyxrantepuu, 00€CIEUYMBAIONINX NEPEX0/ Ha EHTPATM30BaHHBIN pacueT 3apaboTHON IIaThl
110 3aBojly. OCTajbHbIE JaHHBIE YKAXKUTE CAMOCTOSTENBHO.

3anava 14. (3-14)

Hanummure 3asBienue o nmpueme Bac Ha paboty kaccupom B [TAO Kb «OTKPBITUE.

3anauva 15. (3-15)

CocraBbTe MUCbMO-OTBET IPOM3BOJICTBEHHOTO 00beTMHEHUS
«Kamuauarpagrazudukanus» aupekropy XumdapMiaBoJa ¢ HAdalbHUKY — YIIPaBJICHUS
«KanmuauHrpagaropras» o exeMmecsyHoil mocraBke XumdpapmiaBoay 64 T CKMKEHHOTO rasa B
teueHue 2019 roga. Ykazanusiii 00beM yuTeH B pasHapsake. [loctaBka OyaeT oCyIecTBIsThCS
yepe3 ynpasieHue «KaauHuHrpaaroprasy.

3anava 16. (3-16)

CocraBbTe JOKJIAJHYIO 3aluCKy cekpeTaps-pedepenta ympasinstomiero ITAO Kb
«9ueproTpancbank» 00 yrepe kaccupom PriomnbiM C.M. mucbma-3ampoca, MOCTYNUBIIETO B
ajzipec OaHKa TpHU Mecsila Ha3ajl.

3anava 17. (3-17)

Hanummre 3asBineHre O TMpeloCTAaBICHWHM BaM aJIMHUHHMCTPATUBHOIO OTIIyCKa IIO
ceMeUHBIM 00CTOsATENECTBAM. OCTaTbHBIE PEKBU3HUTHI YKAKUTE CAMOCTOSTEIBHO.

3anaua 18. (3-18)

CocraBbTe COBMECTHOE MUCHMO-OTBET MunucrepcTBa 3/IpaBOOXPAHEHHUS
Kanununrpanckoit obmactu u  MunucrepcerBa ¢uHancoB KanuHuHrpajackoil obmactu o
BBIIEJICHUM JIOMOJIHUTENIbHBIX AaCCUTHOBAaHMM M3 00JacTHOro OrojkeTa Ha OKa3aHHe
MEIUIUHCKONW TTOMOIIH KUTEISIM 00JIaCTH.

3angaual9. (3-19)

CocraBere u oopmute tenerpammy ITAO Kb «Poccensxozbank» OOO «Kpucramm»
0 TIOJTHOM OTKa3€ OT OIUIATHI 32 MOCTYMUBIIYIO MPOIYKIIHIO, B CBSI3U C TEM, YTO dTa MPOAYKITUSI
He Oblia 3aka3aHa. OcTajabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSATENBHO.

3anaua 20. (3-20)
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Hanummre aBroOmorpaguio, HEOOXOOUMYIO i  OQOPMIICHHS JTOKYMEHTOB TIpU
MOCTYIIJIEHUU Ha paboTy B OaHK.

3anaua 21. (3-21)

CocraBbre nucpMo-tipuriamenue OO0 «DKCHOLEHTPY», € MNPEAIOKECHUEM MPUHATH
y4acTHE B POCCHMCKOM BBICTABKE HA MEXIYHAPOAHOW MEXOTPACIEBOM spMapke B I. I TaHbCK
(ITonmpmma), xkotopass Oyaer mpoxomutbh ¢ 20 HOsOps mo 10 gexabps 2020 r. Dta spmapka
ABJISIETCSL OJHMM W3 KPYIHEWIINX TOProOBbIX MeponpusTui crpaH EBponsl. B Texcre Hamo
yKa3aTh, 4TO Yy4YacTHE€ B JTOM spMapKe NO3BOJSET LIMPOKO IPEACTABUTh  SKCIHOPTHYIO
OPOAYKIMIO OpraHu3ally, MPOJATh SKCIIOHATHI CO CTEHJAA, M3YYHTh OCOOEHHOCTH pPBIHKA,
OOMEHATbCA C JAPYTUMHU YYaCTHHKAMM SIPMAapKU HAay4YHO-TEXHHYECKOM uHbopManuen u
3aKJIFOYUTh BBITO/IHBIE CIICIIKU.

3anaua 22. (3-22)

CocTaBbTe MOKIAAHYIO 3alMCKy HayaJbHMKA OTJENAa PYKOBOJUTENIO MNPEANPUATHS O
(dakTe HEBBINMOIHEHUS PACHOPSHKEHHUS O MOHTa)Xe OOOpYyIOBaHUS Ha y4yacTKe [0 IpUYUHE
€11a00ro KOHTPOJISl CO CTOPOHBI TJITaBHOTO MEXAHUKA.

3anaua 23. (3-23)

OdopMure 3amuch B TPYIOBOW KHIKKE OO YBOJBHEHHWH Bac: a) MO COOCTBEHHOMY
JKeJlaHuio; 0) B CBSI3W C JMKBHUJAIME OaHKa; B) B CBA3M C HECOOTBETCTBHEM BBIMOIHSIEMON
paboThI MpebABISIEMBIM TPEOOBAHUSAM, BCIEACTBHE HEIOCTATOYHON KBAIM(UKAIIUH.

3anaua 24. (3-24)

CocraBere mH(popmanmonHoe mucbMo AO «ABTOTOP» nemenxoit pupme «BMW» o
BO3MOXXHOCTH MPOIaXKu aBToMoOuseil. OctanbHble PEKBU3UTHI YKAKHUTE CAMOCTOSTENBHO.

3anaua 25. (3-25)

CocraBbTe JOKJIAIHYIO 3alMCKy O MPUYMHAX HECBOEBPEMEHHOTO MPEICTaBICHUS
uH(pOpMallMl O BBIIOJIHEHUM YHpaBisomero 0aHkoM. OcTalbHble PEKBU3UTHI YKaXKHUTE
CaMOCTOSTEIIBHO.

3anaua 26. (3-26)

CocraBbTe MHpPOEKT KOHTpPaKTa IO HaiiMy, OIJlaTeé M YyBOJIbHEHMHM Bac. (OcrajbHbIe
PEKBHU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

3agaua 27. (3-27)

CocTaBpTe MNHUCHMO-OTBET MMUHHCTEpPCTBA CEILCKOr0O Xo3sicTBAa KanumHMHrpaackoin
obmactu mpexacenaremo aknuoHepHoro odmiectBa «KAJICEJIBXO3» mo Bompocy mocTaBok
JIETKOBBIX aBTOMOOWJIEH 3a CJTaHHOE 3€PHO.

3anaua 28. (3-28)

CocTaBbTe NOKJIAJHYIO 3alUCKY TJIABHOTO OyXrajiarepa pyKOBOJAWUTEIIO MPEINPUITHS O
HEOOXOMMOCTH IIEHTpalM3allil pPacuyeToB C paboTHMKaMU Mpennpusatus. B oOs3aHHOCTH
YUETHBIX PAa0OTHHUKOB 1I€XOB JIOJKHO BXOJUTH JIMIIL OQOPMIIEHHE NEPBUUYHBIX JOKYMEHTOB I10
y4eTy BbIpaObOTKH. B 1oknanHo# 3amucke HEOOXOAMMO MOJaTh MPEAIOKEHHE O MepecMoTpe
MITAaTOB OTYETHBHIX PAOOTHHKOB B II€XaX M TJIABHOW OyXTaJTepuu H3 pacuera OOIIero
COKpAILEHUS IITAaTOB HE MeHee ueM Ha 20%.

3anaua 29. (3-29)

CocraBbTe mpuKa3 O mepeBoje Ha paboTy BHYTpH OaHka. OcCTajbHBIE PEKBU3MTHI
YKaXXHUTE CAMOCTOSITENILHO.

3anaua 30. (3-30)

Ounmunan OO0 «Pocroccrpax-KannmHuHrpag» uMeeTr crpaxoBoid otaen B r. CoBeTcke.
HavaneHuk 3toro ornena C.M. MBaHoBa u3jana npukas 0 Ha3HAYEHUU UHCIIEKIIMOHHOMN TPYIIIIbI
JUTSL TIPOBEJIEHUSI CBEPKH JAHHBIX OyXraJTepcKOro U ONEpalMOHHOTO Y4eTa 3a IEepBbI KBapTal
Tekymero rojga. Ceepka mnpoBoguTcs B cooTBeTcTBUM c mucbMoM OOO «Pocroccrpax-
Kamuauarpag» Ne 09-07/8 ot 19 ampens texymero roga «O MpOBEIEHUHM MHJIOTHOW CBEPKHU
JAHHBIX OyXTajJTepcKoro M OINEpallMOHHOTO Yy4yeTa 3a TMepBbId KBapTal», B COCTaB
MHCIIEKIIMOHHOM Tpynnbl BKIoueHbl Oyxrantep Muxanesa JI.JI. u omepaunonuct IlonskoBa
T.B.
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3anaua 31. (3-31)

B coctaB AO «Toproseiit 1om "Mepkypuii"» BXoauT marazul «TpUKoTax», pacXo/bl Ha
COJIep’)KaHuEe KOTOPOTO IPEBBIIMIAIOT J10XOJ OT €ro JIesATeNbHOCTU. I'eHepanbHblil nupexktop AO
MOJMUCAN IpUKa3 O JTUKBUIAUU MarazuHa «Tpukorax». MarasuH JUKBUIUPYETCS B CBSI3U C
HEPEHTA0ENIbHOCThI0 U B ILIEJIAX COKpallleHUs pacxojoB. IIpuka3oMm JIUMKBUIMPOBAH MarasuH;
CO3/1aHa JIMKBUJIAIIMOHHAS KOMHCCHS, COCTOSIIas W3 3aMECTHTENs T'eHEepajJbHOro IHUPEeKTopa
3A0 «Toproseiii gom "Mepkypuil"» (mpencenarenb KOMHUCCHUHM), IOUPEKTOpa Mara3uHa
«TpukoTak» M HayalbHHMKA 3KOHOMHUYecKoro otnaena AQ; naHbl MOpYYEHHs MpeAceNaTelIto
JUKBUJALMOHHON KOMHUCCHUM II0 CpPOKY IIPEICTaBICHHUS aKTa JIMKBUJALMOHHONW KOMMCCHUH,
3aMECTUTENI0 TEHEPabHOrO JAUPEKTOpa IO SKOHOMHKE II0 BHECEHUIO MPEJIOKEHUH O
JaNbHEHIIeM HCIOIb30BaHUN OCBOOOKAaromerocs nomenienus. [Ipuka3s cnexyer opopMuts Ha
OllaHke C TPOAOJBHBIM PACIOJIOKEHUEM PEKBU3UTOB, OCTaJbHBIC JIaHHBIE YKaXHUTe
CaMOCTOSITENIBHO.

3anaua 32. (3-32)

CocraBbTe 1 oopmute npuka3 o6 utorax padbotsl ¢ fokymeHTamu B [IAO Kb «BTb 24»
B IpoleAmeM roay. B kKoHcTaTupyromeld 4acTH yKakKUT€ Ha WTOTHU aHajiu3a, BbISIBUBILINE
HU3KYI0O TpeOOBaTEIIbHOCTh PYKOBOJAUTENIEH MMOApA3JEICHUNH K KauecTBY IOATOTOBKHU
JOKYMEHTOB W KOHTPOJIO 3a HMX HCIOJHEHHEM. B pacnopsauTeNnbHON dYacTh MOpyduTe
PYKOBOJIUTENSIM ~ TOAPA3JCNCHU yCWINTh TpeOOBATEIbHOCTh K KadecTBY paboOTBl ¢
JOKyMEHTaMHu, a pykoBoauTtento oraena JJIOY pa3zpaboTtars Mephl O YIYUIICHUIO 3TON pabOThL.
OcTaJibHbIE JaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

3anauya 33. (3-33)

CocraBeTe u odopmute npukaz mo OO0 ««3Banmag» 00 WCIOTH30BAHUM OTXOJIOB
nuioMatepuanoB. B KoHcTaTupyrolmeil 4acTu yKakuTe, 4TO IMpH MpOBEpKe paboOThI CKiiana
NWJIOMAaTEepHUaIOB ObUIM BBISBICHBI (DAKThl OTIyCKa B KOTEINBHYIO JISi COKUTAHUS OTXO/OB
nujioMaTepuangoB JIHHOM cBeimie 20 cM. B pacnopsauTenbHOW dYacTu cienyeTr o00s3aTh
3agenytouiero ckiaagoM M.C.UymakoBa opraHuzoBarb pa0OTy 10 pealu3alld OTXO0JI0B
MUJIOMATEPUaIOB YaCTHBIM JIMIIAM, & SKOHOMHUYECKUN OTAEN — MPOBECTH pacueT CTOMMOCTHU
OTITYCKa€MBIX YaCTHBIM JIMIIaM MaTepuasioB. OCTajabHbIE JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3anaua 34. (3-34)

CocraBere u odopmute mnpukas no [TAO Kb «bank Aanrapa» o6 oOecrieueHUU
NOXKapHOW 0€30MacHOCTH M YCHJIEHHH OXpaHbl OaHKa. B KoHCTaTupyroleil 4acTi COIUTUTECh Ha
OMACHOCTh TEPPOPUCTHUECKUX AKTOB M YKAXKUTE LeNb oOecrieueHus: 0e30MacHOCTU JItoJed U
COXpaHeHHe MMyllecTBa. B pacnopsauTensHONH 4acTu ciieAyeT 00s3aTh HayalbHUKA OXPaHbI
K.JI.KomknHa ycunuTh NponyckHOM pexuM. OcTajabHble JaHHBIE YKaKUTE CAMOCTOSATEIBHO.

3anaua 35. (3-35)

23 — 31 mapra Tekymiero roga B KanmHuHrpaze npoxonst (puHaNbHbIE COPEBHOBAHUS
IOHBIX  XOKKeHCTOB Kkiyba «3onortas maiiba» wumenn A.B.Tapacoa. Iloarorossre
noctaHoBienre [naBel ropoackoro okpyra «lopoxm Kamunurpan» A.H. CunanoBa 00
oOecrieyeHUH OECIUIaTHOTO Mpoe3/a LIKOJIBHUKOB B JHM COpeBHOBaHUM. B koHcTaTmpyromieit
yacTH HEoOXOJIMMO yKa3aThb LEIM pa3BUTHUS JETCKOro crmopra B cyOwbekrax P®d, a Ttakxke
cocaThCs Ha Y cTaB TOPOACKOro okpyra. B pacnopsnurensHoi yactu gaerca nopydenue MKII
«Kanununrpan-I'opTpanc» no oOecredeHHio OECIIaTHOTO MpPOe€3/la OPraHU30BaHHBIX T'PYII
JeTeil B CONPOBOXKACHUU B3pOCIBIX B TOPOJCKOM OOIIECTBEHHOM TPAHCIOPTE B IEPHOA
npoBeJeHusT copeBHOBaHMM. KOHTpOib 3a HCHOJHEHHEM IIOCTAaHOBJIEHUS BO3Jaraercs Ha
IIEPBOIO 3aMecTuTeNs I1aBbl anMuHACTpanuu 0. A.Pepsiosa.

3anaua 36. (3-36)

CocraBbre U odopmure npukas no [IAO Kb «OTII BAHK» o npueme Kynemooit
Hunpr CepreeBHbl Ha MOCTOSHHYIO pa0OTy CHELHATMCTOM KpeAUTHOro otaena. Pazmep okiana
coctaBisier 55 Tteic. py0. OcHOBaHMEM ISl M3JaHUS TPUKa3a MOCITY)XWUJIM 3asBICHUE
H.C.Kynemosoii u TpynoBoit norosop Ne 28.

3anaua 37. (3-37)



22

CocraBbre u odpopmure npukasz no [TAO Kb «Pychunanc bank» o6 yBonbHEHUH IO
COOCTBEHHOMY KEJIaHHIO CIenuaaucTa BamoTHOTO otnena Kucenesa Imutpusi CepreeBuda B
CBSI3U C BBIXOJIOM Ha TeHCHI0. Ha mpuka3e UMeIoTCsl BU3BI INIABHOTO OyXrajiTepa U HayallbHUKA
otnena kanpoB [IAO Kb «Pycdunanc banky.

3agaua 38. (3-38)

CoctaBpTe M o0¢GOpMUTE AOKIAJAHYIO 3alUCKy B COOTBETCTBUU C CHUTYyalMeil: B
KanuHuHTpaZCkOM WHCTUTYTE TMOBBIIICHUS KBAIM(UKALUU YYUTEJICH CO3/1aHbl IOCTOSHHO
NEHCTBYIOIIME  KypChl — MOATOTOBKM  jioromenoB. Kypcel  pabotanu Ha  OpHUHLUIE
CaMOOKYIAaeMOCTH, OJHAKO B TEKyIIEeM Y4eOHOM TOAY JUISl MPOJOIDKEHHS UX AEATEIbHOCTU
HEOoOXOaUMO JIomoJHUTENbHOe (uHaHcupoBaHue. [lupektop wuHcturyra C.P. Ilokansesa
obOparmnace k MuHHCTpY oOpazoBanus KO C.C.TpyceneBoil ¢ mpocs00il BBIACTUTH TPHCTA
ThICSIY pyOJneil uisi MOKBapTaabHOTO (DMHAHCUPOBAHUS NIE€ATEIHHOCTH KYpPCOB B TEKYILEM
yuebHoM roxy. JloknanHas 3amucka Oblla cocTaBiieHa 25 aBrycra MNpOIIEAIIEro Troja,
3apeructpupoBana 3a Ne 33 u B TOT ke JeHb OTIpaBieHa B MUHHCTEPCTBO OOpa3oBaHU
Kanununrpanackoii obnacru.

3anaua 39. (3-39)

CocraBbTe M 0O(hOpMHUTE MUCHMO-OTKa3 moymrpaduueckoro mnpennpuarus «lloGema»
(O00) ITAO Kb «bAHK 3EHUT» no Bompocy BBIMIOJIHEHUS 3aKa3a HAa U3TOTOBIIEHUE OJAaHKOB
yuyera M oTueTHocTu. [IpuunHON OTKa3a sBWJIACh PEKOHCTPYKLHUS IEYaTHOTO liexa, KoTopas
MPOJUIUTCS A0 KOHIIA MEPBOTO MOITYTOJMS; APYTUE JaHHbBIE YKAXKUTE CAMOCTOSATEIBHO.

3anaua 40. (3-40)

CoctaBpTe u odopmute rapantuiiHoe nucbMo OOO «Pagyra» B ampec OAO
«TexmpoeKkT» 00 OKa3aHWUU TEXHUYCCKOW IMOMOIIU B pa3pabOTKe pabounX YepTe:ked HACOCHOM
ctaniuu. PaboTy HeoOXOAMMO MpPOBECTH [0 Hauyaida aBrycra Tekymiero roja. Ilucemo
noanucanu gupekrop OOO «Panyra» I'.A.KppuoB u raBsbeiii Oyxranrep O.I1.Kopanesa.
OcTalbHble TaHHBIE YKAXXUTE CAMOCTOSITENIBHO.

IIpumepHbIe npodJieMHbIe 3aJaHUs (CUTyallHOHHbIE 32/1a4H)

3ananue 1. (I13-1)

01.12.19 r. nomxHO cocTtoaTbes coOpanune Kamumuunrpaackoro ¢unmmana ITAO Kb
«OTKPBITHE». I'onoBHO# OaHK HaIpaBisieT CBOETO MPEACTABUTENS Il y4acTusl B COOpaHHH.

3ananue: CocrtaBbTe TelerpaMMy 0 pUOBITUH npencrasutens [IAO Kb
«OTKPBITHUE», BxitouuB npocs0y 0 OpOHHPOBAHUM B OAHOI M3 TOCTUHMII TOpoJia 1-MecTHOTO
HOMeEpa «JIIOKC» Ha uMs npeacrasurtens Ha nepuof ¢ 01.12.19 r. mo 03.12.19 1.

3ananue 2. (I13-2)

ITo Bune Oyxrantepun corpyaaukaMm AO «CupeHa» B TEKyIIeM Mecslle Obliia 3aaep:kaHa
BbIMJIaTa 3apaboTHOM IwiaThl. ['naBHBIN Oyxrantep nHpopmupyer aupexkropa AO o ToMm, 4TO
3a/lep’KKa HaJIMYHOCTH Oblia cBA3aHa ¢ omno3gaHueM Ha cueT AQO JEHEeXHBIX CPEICTB OT
OpeanpUsTHH-IapTHEPOB.

3amanue: B ponu Oyxrantepa cocTaBbTe CIyKeOHYIO 3almucKy. By ciy>xeOHOU 3amucKu
BBIOEPUTE, UCXOAS U3 MPEJIOKEHHON CUTYalllH, CAMOCTOSATENBHO.

3ananmue 3. (I13-3)

CornacHo moroBopa Ne33 ot 05.11.18r. Ha mocTtaBky ob6orpeBarenbHbIX prudopoB OO0
«3apsi» obs3aHa Ob1a moctaButh OO0 «3apsi» B 1 kBaptasie 2019 1. ToBap Ha 00IIYyI0 CyMMY
500 mmH. pyo.

®aktuuecku B 1 kBaprane 2004r. pupme «Cenena» ObUIO MOCTABIEHO TOBapa Ha CyMMY
300 mmH. pyo.

Ha ocnoBanum 1.9.1. goroBopa nocraBku 3a NpocpoudKy noctaBku ToBapa [locTraBmuk B
30—1HEeBHBIN CPOK 00s13aH BHILIATUTH ITpad B pazmepe 20% OT CTOMMOCTH HE MOCTaBIEHHOTO
TOBapa.

3ananue: [TonroroBpTe NPOEKT MPETEH3MOHHOTO NchbMa B aapec [locraBminka.
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3ananmue 4. (I13-4)

[Tpou3BoacTBEHHAsT HEOOXOIUMOCTh TpeOyeT mpomomkeHue padorel AO «Jlyna» B
BBIXOJHBIE JHU C YYETOM JCHEXKHOH MepepaboTKH WM MPeAOCTaBICHHS APYTUX JHEH
OTJIbIXA.

3amanue: B pomu cekperaps — pedeperta gupektropa AQO MOATOTOBBTE MPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3aganue 5. (I13-5)

B AO «3apsa» cocrosiioch 3acemanue mnpasiieHus. [loBecTka aHs ObUia MOCBsIEHA
pacUIMpeHHIo OT/eIa MapKeTUHTa (GUPMBL. B CBSI3U C 3TUM BO3HUKIIA

HE0OXOIMMOCTh BHECTHM HM3MEHEHHUS B IITATHOE pPACIHUCaHUE COTPYAHUKOB (UPMBI, a
TaK)K€ pa3o0paTh HOBBIE JOKHOCTHBIE HMHCTPYKIMM HAa BBEJIEHUE B OTAE] MapKETHHra
JOJKHOCTU MEHEeKepa Mo peKaMe U PeKIaMHOT'O areHTa.

3azanue: B poiu cekperapst 3aceiaHusl COCTaBbTE IIPOEKT IIPOTOKOJIA.

3ananue 6. (I13-6)

B AO «KYb» npoBenena mpoBepka pabOThI OT/Ie]a MapKETHHTA TI0 OKa3aHUIO TIIATHBIX
yenyr. KoMuccusi B coctaBe 3aMecTuTeNsl AUPEKTOpa, IJ. Oyxraiarepa W HadallbHUKA OTZAelna
MapKeTUHTa B XOJ€ MPOBEPKH OOHapyXWia HapyIICHHS B oopmiennn TaHHOMN
JOKYMEHTaluu OyayT MpeCTaBICHbl CAaHKIIUU.

3aznanue: [loAroToBbTE MPOEKT COOTBETCTBYIOLIErO JaHHOW CUTyallUM JOKyMeHTa. Bun
JIOKYMEHTA OTPEAETUTE CAMOCTOSATEIHHO.

3ananme’7. (I13-7)

Ha ocHoBanuu wuccienoBaHusl OTIEIOM MAapKETHHTa KOHBIOHKTYPHI pBIHKA CcOBITa
nponykuun OOO  «CeBep» TmpeAcTaBUia BO3MOXKHOCTb — 3aKIIOYUTH  PAJl BBITOAHBIX
KOHTPAKTOB.

HavanpHuk oraena MapKeTMHra pelwl — IOOLIPUTh  BEAYIIUX  COTPYJHUKOB
IPEeMHUATbHBIMU BHITUIATAMU K ONMKaiiiiei 3apiare.

3ajmanue: B ponu  HavanbHMKA < OTJE€Na MapKETHHra IOJArOTOBBTE  IPOEKT
COOTBETCTBYIOILIETO  JIaHHOM  CHUTyallud JOKyMEHTa. Bua  JOKyMeHTa  OIpeaenuTe
CaMOCTOSITENILHO.

3ananue 8. (I13-8)

Vopasnsomuit [TAO Kb «Pycckuit CtannapTt» HpUHAT peUIeHHEe O NMpUEME HOBOTO
COTPY/AHUKA B OTAeN cOeperareibHbIX ONEpalii Ha JIOJDKHOCTh  «CHELHaIucTa OTherna
coeperarenpubix onepanuid ». Mexny IIAO Kb «Pycckuit Ctangapt» ¥ CHENHATIUCTOM
3aKJIFOYEH TPYAOBOH 10TOBOP.

3amanue: B ponm  coTpynHHMKAa — KaapoBOW  CIYXKOBI  TOATOTOBBTE  MPOEKT
JIOKyMEHTa COOTBETCTBYIOIETO CUTYaIUH.

3ananue 9. (I13-9)

000 «Cwmena» momyyaer ot OOO «HarypoBo» pekiaMHyl0  Opouropy,
MPEJICTaBIISIIOIIYI0  00OrpeBaTebHble MPUOOPBI, KOTOpbIE MOTJIM Obl HaWTH NPUMEHEHUE
B TEIUINYHOM XO3SIICTBE.

Ha coBemanuu 1o UCHOJB30BAaHUIO O3TUX NPUOOPOB  BBISICHWIOCH, UTO IS
IPUHATHS OKOHYATENIBHOIO PELIeHUs HeoO0XOAuMBbl Oosiee MOJHBIE JaHHBIE IO BCEM TOBapam
JTAHHOM TPYMIIbI, TAK)KE MIPEHUCKYPAHT LIEH C YKa3aHUEM YCIIOBHM MOCTABKHU.

3aganue: CocTaBbTe NMPOEKT CiIykeOHOro mucbMma B cekperapuar OOO «HarypoBo» ¢
3ampocom Oosee moapoOHOI HHGOPMAITH O JAHHOM TOBape.

3anganmue 10. (I13-10)

VYpasnsomuit [IAO Kb «Jloko-6aHk» NPUHSIT pelIeHre o IpuemMe Ha paboTy ONBITHOTO
crenuaiucTa mno pabore ¢ HEHHBIMU OyMaramu C COJMIHBIM CTaXeM paboThl Ha JOJKHOCTh
«HayaJlbHMKA OTJeJa [IEHHBIX Oymary.

3aganue: B ponm  cnenmanucta  KaapoBod  cinyxObl.  [loaroroBbTe  MpOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.
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IIpuMepHbIe OLIEHOYHBIE CPEACTBA VIS IPOBECHUS MEMAMUYECKO20 KOHTPOJS
Tecr 1 (T-1)

1. laiiTe onpenesieHne JOKyMeHTA:

A) maTepuaIbHBbINA 00beKT ¢ HHGOpManueil, 3aPUKCHPOBAHHOI CO3JAHHBIM Y€JI0BEKOM
crocodom, /i1 eé mepeaayn BO BpeMeHH M IIPOCTPAHCTBE

B) cOBOKYITHOCTb PEKBU3UTOB OPHUIIHMATILHOTO MHChMa

C) crangapTHOE pacnoioKeHUEe MaTepuana

D) Teker

2. laiiTe onpenesienue ¢gopmyispa-odpasua:

A) COBOKYITHOCTh PEKBU3HUTOB JEIOBOTO MHUChMa

B) cOBOKYNHOCTB pPacinosioKeHHbIX B ONIpeAeIeHHOM 10C/1eJ0BATeIbHOCTH PEeKBU3UTOB,
NPUCYIIMX BCEM JOKYMEHTaM OlpeAe/IeHHOH CHCTeMbl JOKYMEHTALMH

C) COBOKYITHOCTb PEKBU3UTOB IIPHKa3a

D) COBOKYMHOCTh pEKBU3UTOB aKTa

3. lata noKkymeHTa opopmIsieTcsi caeAy0IHuM 00pa3om:

A) 1 despans 1997

B) 1 deBpans 97 1.

C) 01.02.97 r.

D) 01.02.97

4. lata 10OKyMeHTa — J3TO:

A) naTa ero moJNUCaHus, IPUHITHS

B) nara ero cocraBnenus

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

D) nara coObiTUS

5. lesionpou3BoACTBO — 3TO:

A) npaBunsHOE 0OPMIICHHE TOKYMEHTOB.

B) opranusanus 10kyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTh IOKYMEHTOB, OTPAXKAIOIINX YIPABIEHUYECKYIO AEATEIbHOCTD YUPEXKICHUS.
D) coBokynHocTh padoT 1Mo 1OKYMEHTHPOBAHMIO /1eSITeJILHOCTH YIIPaBJIeHUS U 110
OPraHu3anyy JOKYMEHTOB B y4YPEe/KICHHH.

6. leiTeJIbHOCTD ANNAPATA YNPaBJEHUs, 0XBATHIBAIOIIAsI BONPOCHI JOKYMEHTHPOBAHUS H
OpraHu3anuu padorsl ¢ JOKYMEHTaAMH — 3TO:

A) 10KYMEHTALMOHHOe o0ecreyeHHe yIpaBJieHHs

B) cranpapruzanus

C) EIrCJ

D) cucrema 1oKyMeHTalH

7. Kakast pyHKIIUSI OTHOCUTCH K 00IIMM (PyHKUIMSAM JOKYMEHTA:

A) o0LIEeKyIbTYpHAS;

B) undopmanuonnas;

C) npaBoBasi;

D) ynopsnounBaromasi.

8. Unpexc nokymeHTa — 310

A) IOpSAAKOBBI HOMEP perucTpauu

B) unaexc cTpykTypHOTro noapasieneHus

C) uudponoe, 6yKkBeHHOE UM KOMOMHHUPOBAHHOE 0003HAYEHH e IOKYMEHTA, YKa3bIBalollee
MeCTO ero COCTABJICHHUS U XPaHeHUs!

D) Homep nena mo HOMEHKJIAType Jel

9. UcnotHuTEIBLHOE 1€JIONIPOU3BOICTBO — 3TO

A) pabota ¢ 1tokyMeHTaMH, IpoBoAUBINAsCS B COBETCKUX YUPEXKIACHUSIX

B) pabota ¢ noxymeHTamu, MPOBOAUBIIASICS B KOJUIETHSIX
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C) pa6oTa ¢ TOKyMeHTaMH, IPOBOIMBIIASIC B MUHHCTEPCTBAX

D) paboTa ¢ toKkyMeHTaMH, MPOBOAUBIIIASICS B TIPUKa3ax

10. Kosieskckoe 1eJIonpou3BOACTBO — 3TO

A) pabora ¢ J0KyMEeHTaMM, IPOBOAMBIIASICS B KOJJIETHAX

B) pabota ¢ nokymeHTamu, NpoBOAUBLIAsICS B IPUKa3ax

C) pabora ¢ jokymeHTamH, poBouBIIasics B COBETCKUX yUPEKICHHUIX

D) pabora ¢ nokymeHTaMH, IPOBOAMBILASACA B MUHUCTEPCTBAX

11. KoMmiekce 0CHOBHBIX IOJIOKEHHH, ONpeesIIIOIUX U PerJaMeHTHPYIIIMX
OPraHu3anyio0 JOKYMEHTAlMOHHBIX NIPOLECCOB HA NMPeANPUITHH — ITO

A) cucteMa JOKyMEHTaIuu

B) EI'CJ

C) nokyMeHTaIOHHOE 0OecTieyeHe YIpaBIeHus

D) crannaptuzanus

12. Ha3oBuTe 1Ba OCHOBHBIX opMaTa, HA KOTOPBIX oopmisioTcs: 10KyMeHTbl OP/]
A) A5 (148x210 mm); A 3 (297x420 mm)

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

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

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

13. Ha3oBuTe 1OKYMEHT, He BKJIIOYEHHbIH B TPyNILy BXOASIIUX M HCXOASAIIUX JOKYMEHTOB
B IIpUKa3ax

A) namsTu

B) oTnucku

C) akT

D) rpaMoThI

14. HazoBuTe 10KYMEHT, He H3/1aBaeMblii apeM B IepPHO/l PUKA3HOTO /1eJI0NPOU3BO/ICTBA
A) j)xanoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akt

15. HazoBuTe HOpMATHBHBIH JOKYMEHT, HA OCHOBAHMH KOTOPOro 0()OpMIISIOTCSH
noxkymeHTbl OP/]

A) HHCTPYKIMS IO JIENIONPOU3BOICTBY

B) nonoxxenue 06 apxuHoMm douae PO

C)T'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

16. O6s13aTeIbHBINH NPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBII 3aKOHOM — 3TO
A) uHTepBan

B) pexBu3uT

C) nonoxenue TadyasTopa

D) smbnema

17. Opranusanusi pa6éoTbl ¢ JOKYMEHTAMH B KOJIJIETUAX HOCUT Ha3BaHUe

A) KOJLIEAKCKOE 1eJI0NPOU3BOACTBO

B) coserckoe n1enonpon3BoACTBO

C) npukasHoe JeI0NpOnu3BOICTBO

D) ucnonHuTenbHOE AETONPOU3BOACTBO

18. Opranusanusi pa6éoTbl ¢ JOKYMEHTAMH B MUHHCTEPCTBAaX HOCHT HA3BAHHE
A) coOBETCKOE JeIONPOU3BOCTBO

B) konnexckoe nenonpons3BoCTBO

C) nmpukazHoe 1eTOTPOU3BOICTBO

D) ucnoiHuTeILHOE 1€JI0NPOU3BOACTBO

19. Ilepeuynciaure 0OCHOBHBbIEC BU/IbI 0JIAHKOB

A) o0uuit 0s1aHK, OJIAHK U1 THCeM, OJIaHK € MPOAOJIbHBIM U YIJIOBBIM PacloJI0KeHHEeM
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PEKBU3UTOB

B) cymecTByeT TOJIBKO OJaHK ¢ TPOJOIBHBIM U YTIIOBBIM PACIIOIOKEHUEM PEKBU3HUTOB

C) cymiecTByeT TOIBKO OOIIHiA OJIaHK

D) cymiecTByeT TOJIBKO OJIaHK JUIst THCEM

20. ITepeunciauTe HeaH U3yYeHHs eJONPOU3BOACTBA

A) onpenenuTs poib ciryxo JJOY.

B) nokazarte 3HaueHNE pabOTHI C JOKYMEHTAMH B >KU3HH OOIIECTBA.

C) oBJ1a1eHN e OCHOBAMM NMPABUJIBHOT0 0OpPMJIeHHSI JOKYMEHTOB M Ha/JIexKamei
opraHu3anuei J0KyMeHT0060poTA.

D) npuBHTh HEOOXOIMMBIE HABBIKU B pabOTE C JIeIaMu, 3aKOHYCHHBIMH JICJIOTPONU3BOICTBOM.

Tect 2 (T-2)

1. 'apaHTHiiHOE THCBMO — 3TO:

A) TOKYMEHT, COOOLIAIOIUI O IPUOIMKEHUH, YCKOPEHUH, HCTEUEHUH CPOKA MCIIOJIH EHUS
KaKoro-ian0o nencTBus

B) noxymenT, conepxariuii npurialieHue Ha MEponpusiTHe

C) 10KyMeHT, B KOTOPOM rapaHTHpPyeTcs OIJIaTa BbINOJHEHHOI padoThl MK
npeaocTaBJeHue 4ero-janoo (padorbl, moMemeHust v T.11.)

D) noxymeHT, moATBep kK AaIOIIUN OTyYEeHUE LIEHHOCTEH

2. Jle10Bble MUCHMA O0BIYHO 3AKAHYMBAIOT (ppa3aMu:

A) B cooTBeTcTBHM ¢ Baieil npocb00ii ...

B) ¢ yBa:keHuem ...

C) namu paccmotpensl Baiu npeuioxenus ...

D) B cBsi3M ...

3. IOKyMeHT, 3aKp eI M 10JKHOCTHOI U YHCJICHHBIH COCTAB NMPeANPHATHS C
ykazaHueM (poHa 3apadoTHOI IJIATBI — 3TO:

A) IOIKHOCTHASI UHCTPYKLIMS

B) ycras

C) nonoxenue

D) mraTHoe pacnucanune

4. lokyMeHT, puKCHPYIOLIMIi X0 00Cy K/1eHUsI BONIPOCOB M NIPUHSATHSA pPellleHHil HAa
co0paHuAX, 3aCeJaHUAX, COBCIIAHUAX H T.IL.:

A) oObsiCHUTENbHAS 3alluCKa

B) noxnagnas 3anucka

C) akt

D) nporoxo.a

5. Eciin Bam Heo0X0aMMo J1aTh ONIMCAHHE PeKJIaMHUPYeMBbIX YCJIyr, Bbl cocTtaBurte
A) 1OrOBOpHOE MUCHMO

B) pexkiiamHoe nucbMoO

C) conpoBoUTETHHOE MHUCEMO

D) nucsmo-npurnamenue

6. Ecaiu Bam Heo0x0auMo0 c0001IIMTH 0 POBeIeHNHM MeponpusaTus, Bol coctaBurte
A) cOpOBOAUTENHHOE MUCHMO

B) nuceMo-noaTBepxieHne

C) n1oroBOpHOE MUCHMO

D) nndopmannoHHoe NUCHLMO

7. Ecain Bam He00X01MMO COCTAaBUTh NMCbMO, HH(OpMHpYIOLIIEe aJpecaTa 0 HANPABJICHUH
K HEeMY NIPHCBLIAEMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoaUTEILHOE MUCHbMO

B) nucemo-yBenomienue

C) nucbMO-TIOITBEPKACHUE

D) noroBopHO€ MUCbMO
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8. Ecam pacnopsiguTe/ibHAsl YACTh TEKCTAa HAYNHAETCS CJI0BAMHM “0053bIBAI0”, TO ITO
A) pukas

B) 3asBnenue

C) pacnopsizkenue

D) ykazanue

9. Ecsiu pacniopsiiuTe/IbHAsI YaCTh TEKCTA HAYUHACTCS CJIOBAMM “Iipeasiaraw’, To 3To
A) npukas

B) pacnopspxenue

C) uncTpyKUUs

D) ykazanue

10. UndopManOHHO-CIPABOYHBIH JOKYMEHT, COCTABJISIIOIINNICS IPYNIOM UL 1JIs1
MOATBEPKICHUHA YCTAHOBJICHHBIX (PAKTOB — 3TO

A) mokiiajiHas 3amucKa

B) akr

C) npoTokoi

D) oObsicHUTENbHAS 3aITUCKA

11. Komniekc B3auMOyBSI3aHHBIX IOKYMEHTOB, PerjiaMeHTHPYIOLINX CTPYKTYPY, 3a1a4H,
(GyHKIUM NpeanpUATHS, OPraHU3ALUIO ero padoThl; NPaBa, 00513AHHOCTH H
OTBETCTBEHHOCTh PYKOBOACTBA M CHENHMAJINCTOB NPEeANPUATHA — 3TO

A) pacniopsIuTENbHbBIE IOKYMEHTHI

B) ycras

C) cnpaBoyHO-MHGOPMAITUOHHBIE

D) oprann3annoHHble JOKYMEHTbI

12. HazoBHuTE JOKYMEHT, He BXOASIIMIA B IPYNILY PACNOPSAAMTEIbHbIX JOKYMEHTOB
A) CTPYKTYpa U IUTATHAS YUCJIEHHOCTh

B) ykazanue

C) npuka3

D) noctanoBneHue

13. Ha3oBuTe 10OKYMEHT, He BXOASIIUI B COCTAB HH(POPMALMOHHO-CIIPABOYHBIX

A) poToKOI

B) cnpaBka

C) pacnopsizkenune

D) axr

14. HazoBuTe pa3je, He BXOASIIIMH B TEKCT yCTaBa

A) periiaMeHT AeSTeIbHOCTH

B) o0mue monoxxeHus

C) opranuzaimoHHOE €JUHCTBO

D) noskHOCTHDBIE 00SI3AHHOCTH

15. Ha3oBuTe 4YacTH TEKCTAa PUKa3a

A) KOHCTaTUpYIOIIasi, BBOIHAS

B) koHcTaTupyomAas, pacnopsiiuTeIbHAas

C) ocHOBHas1, pacriopsIUTeNbHas

D) BBOHAS, OCHOBHAs

16. Opranu3anuoOHHO-PACIOPAAMTEIbHAS JOKYMEHTAUMA — 3TO

A) yHu(ULIUPOBAHHBIN TOKYMEHT

B) coBOKYIIHOCTbH pEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBSI3aHHBIX JOKYMEHTOB, GyHKINOHUPYIOILIUX B cepe
yHpaBJIeHHUS

D) yaudunuposansas popma

17. Opranu3anMOHHBII JOKYMEHT JVINTEJbHOI0 WM MOCTOSIHHOIO CPOKA JeHCTBHUS, B
KOTOPOM oInpeaeeHbl HAYYHO-TeXHHYecKHe, GUHAHCOBbIE CTOPOHBI AeSATEIbLHOCTH
JAOJKHOCTHBIX JIML — 3TO
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A) mITaTHOE pacnycaHue

B) no/kHOCTHASI HHCTPYKIIMS

C) ycraB

D) nonoxxenue

18. [InucbMo yaie Bcero HAYMHAETCS CJI0BAMU

A)BcCBs3u C ...

B) c yBaxenuewm ...

C) B COOTBETCTBHH C ...

D) yBa:kaemsble rocnoaa ...

19. IIpaBoBoii aKT ynpaBJieHHsI TOCYJaAPCTBEHHOI0 OPraHa, UMeIoIuil 00513aTeJIbHYI0 CHILY
AJISl TPAKIaH U OPraHu3aumii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHue

B) npuxas

C) pacnopsizkeHue

D) pemenue

20. IIpaBoBoii aKT, U31aBaeMblii PyKOBOJAUTEJIEM NPeINPUITHS, 1eliCTBYIOLIEr0 HA
OCHOBAHMH €IMHOHAYAJINS, VIl pa3pellieHUs OCHOBHBIX M ONePaTUBHBIX 32124
NpeanpusaTHs — 3TO

A) npuka3s

B) ykazanue

C) peuienue

D) pacniopsixenue

21. [IpaBoBoii aKT, onpeaeJAIONINI NOPSA0K 00pa30BaHuUsA, 3a1a4H, 00A3AHHOCTH, IPABAa,
OTBETCTBEHHOCTb U OPraHM3alHUI0 Pa00ThI NPeANPUATHS B LIEJIOM HJIH €ro CTPYKTYPHBIX
nojapasjieieHuii — 3To

A) 1oJioxkeHHne

B) ycras

C) AOMmKHOCTHAS! MHCTPYKITHS

D) mwraTtHOE pacnucanue

22, IIpyyMHBI M31aHUS YKA3aHUS PACKPBLIBAIOTCH B

A) BBOJIHOM 4acTH TEKCTa

B) pacniopsiuTenbHON 4acTH TEKCTa

C) koHCcTAaTHPYIOLIEH YACTH TEKCTa

D) 0oCHOBHO YacTH TEKCTa

23. PacnopsinTeIbHbII JOKYMEHT KOJJIETHAJILHOTO OPraHa yIpaBJeHusi, U31aBaeMblil
MHHHCTEPCTBAMH, BEIOMCTBAMH, HAYYHBIMH COBETAMH — 3TO

A) peuienue

B) yka3anue

C) pacnopspkeHue

D) mpuka3

24. CBoja npaBuJi, peryJiupylouux AeTeJJbHOCTh OPraHM3alUiil, UX B3AUMOOTHOIIIEHHUS C
APYTHMH OPraHU3alMAMM U IPAKIAHAMU, IPaBa U 00A3aHHOCTH B cepe
rocy1apcTBeHHOM WJIN X0351iICTBEHHOM 1eSITeJIbHOCTH — 3TO

A) mTaTHOE pacnMcaHue

B) nonoxxenue

C) 10MKHOCTHAS UHCTPYKLIUS

D) ycras

25. CoBOKYNIHOCTB JOKYMEHTOB, COAepKaIIUX HHPOPMALHIO 0 GAKTHIECKOM MOJI0KEHHH
ae, CIyKaluX OCHOBAHMEM /ISl IPUHATHS pPellleHU i, N31aHUA PacCOPSAUTEeIbHbIX
JOKYMEHTOB — 3TO

A) pacniopsiIUTENbHBIE TOKYMEHTHI

B) opranuzanuioHHble JOKYMEHTBI
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C) oTueTHBIE JOKYMEHTBI
D) unpopManiuoOHHO-CIIPABOYHbIE TOKYMEHTbI

IIpumepHbIe TeMbI NPe3eHTANUI

Tembl npesentanuii (I1-1):

Hcropus genonpousBojactsa B Poccun

JenonpousBoacTBo B JlpeBHEPYCCKOM TOCy1apCcTBe

[Tpuka3Hoe 1enonpon3BOACTBO

Konnexckoe nenonpousBocTBO

MuH#CTEPCKOE JIEIOIPOU3BOJICTBO

HenonpousBoactBo B COBETCKYIO AIOXY

3aKoHOATEIbHOE PEryIMpOBaHHUE JeIONPON3BOACTBA

HopMmaTtuBHO-11paBOBOE M HOPMATHUBHO-METOINYECKOE PETYIMPOBAHUE AETONMPON3BOACTBA

PekBHU3HTHI KaK COCTABISIONINE TOKYMEHTA

10 Knaccudukanmst 10KkyMEeHTOB

11. bnank opranuzanuu

12. Knaccudukanusi TOKyMEHTOB

Tembl npe3entanuii (I1-2):

YcTaB: coaepkaHue ycTaBa; cielu(uKa ycTaBa; BU3SUPOBAHUE, YTBEPKACHHE.

[TonoxeHue: TEKCT MOJIOKEHHS; BU3SUPOBAHUE, YTBEP)KICHHE.

JlomKHOCTHAS MHCTPYKIIHS: TEKCT, BUSUPOBAHUE, YTBEPKICHHE.

ITatHOE pacniucanue: onpeneneHue, opopMIeHHE, TTOATHUCH.

Wuctpykuus: onpeaenenue, ohopmieHUe, MOANNUCH, BBEJCHUE B ICHCTBUE.

JloroBop: ompeneneHue, coaepKanne, 00si3aTeIbHbIE JIEMEHTHI I0TOBOpa

[Tpuka3 Mo OCHOBHOM A€ATEIBHOCTH: ONpeeneHue; ohopMiIeHIE PUKa3a; 00s13aTeIbHbIE

PEKBU3UTHI; CTPYKTYpa IpHKa3a (3aroJioBOK, TEKCT); opopMIIeHHEe TIprKa3a; 0popMIICHHE

MPUIOKEHUH K IPHUKa3y; BU3UPOBAHUE, PEIAaKTUPOBAHUE, PACCHUIKA, MOAMNCH, MAPIIPYT.

8. Pacmopspkenue: onpenenenue, ohopmIIeHUE.

9. Vkazanue: onpezeneHue, NpaBo U3JaHUs yKa3aHUs; 0pOpMIICHHE.

10. TTocranoBneHHE: cOCTaBICHHUE U ODOpMITCHHE.

11. Pemienue: coctaBieHue u opopMIICHUE.

12. CrpaBka: BHEUIHsIS, BHYTPEHHSA. TEKCT CIpaBKy.

13. AKT: pa3HOBUJHOCTHU aKTOB, CTPYKTYpa aKTOB.

14. TIpoToko:a: BUIBI MPOTOKOJIOB 3aCEaHUii; CTPYKTypa MPOTOKOJIA; JaTa MPOTOKOJIA.

15. Joxnamuas 1 oObsicHUTENbHAS 3anucKu. CinykeOHoe MIChMO.

16. Ilpukassl MO JIMYHOMY COCTaBY: OIpeeNieHIe; OPOPMIICHHE; CTPYKTYypa MpHUKasa.

17. TlonoxeHue o0 NEePCOHANbHBIX JAHHBIX paOOTHHKA.

18. JluuHoe neno: ompeselieHne, coaepx anue, 0popMIICHHE, 00s3aTeIbHBIC JIEMEHTBI
JUYHOTO JeTa.

Tembl npe3entanuii (I1-3):

1. OcHOBHBIE NMpaBWJIa OPraHU3alMK JOKYMEHTO0O0POTa B OpraHU3aIuH.

2. IIpuem, 006paboTKa U pacrpee’eHle MOCTYNAIIUX JOKYMEHTOB.

3. Ilopsiiok HarmpaBieHHs HA UCIIOJHEHUE U pabOThI UCIIOTHUTENS ¢ JOKYMEHTaMH.

4. IlpaBmia 00paOOTKU UCXOMSIIUX JOKYMEHTOB.

5. Mopenu 31eKTPOHHOTO JOKYMEHT0000pOoTa.

6. YrpapneHue 3JeKTPOHHBIM TOKYMEHTOOOOPOTOM.

Tembl npe3entamuii (I1-4):

1. 3akoHOAAaTENFHOE U HOPMATUBHOE PETYINPOBAHUE PAOOTHI C TOKYMEHTaMU B OaHKaX.

2. TexHosorus paboThl ¢ TOKyMEHTaMU B OaHKe.

3. Cxema 10KyMEeHTO000pOTa B OAHKE.

4. Opranu3zarus JOKyMeHT0000poTa B 6aHKe ¢ ucroiib3oBanuem CO/I.

CoNoOR~WNE

NoakowhE
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IIpumepHbIe OllEeHOYHbIE CPEICTBA IJISl POBEACHUS PYOeIHcHO20 KOHTPOJIS (TeCT)

1. 'apanTHiiHOE MUCBMO — 3TO:

A) TOKYMEHT, COOOLIAIONINI O MPUOIMKEHIH, YCKOPEHUH, NCTCUYCHUH CPOKA HCIIOTHEHHS
KaKoro-ian0o nencTBus

B) nokyMeHT, cofepxalinii npuriameHue Ha MEpOIpUsTHE

C) 10KyMeHT, B KOTOPOM FapaHTHPYeTCsl OIJIATA BHINOJHEHHOH PadoThl UK
NnpeocTaBjIeHne Yero-auoo (padoTel, MOMeEeHUus 1 T.1.)

D) nokyMeHT, MOATBEPKIAIOIINH IMOTyYeHUE IIEHHOCTEH

2. [lajiiTe onpee/ieHUe JOKYMEHTA!

A) MaTepuaIbHBbINA 00beKT ¢ HHGOpManueil, 3aPUKCHPOBAHHOI CO3JAHHBIM Y€JI0BEKOM
crocodom, /11 eé mepeaadyn BO BpeMeHH M IIPOCTPAHCTBE

B) cOBOKYITHOCTb PEKBU3UTOB OPHUIIHMAILHOTO MHChMa

C) crangapTHOE pacnoioKEeHUE MaTepHala

D) Teker

3. Jaiite onpenesienue ¢gopmyJisipa-odpasua:

A) COBOKYITHOCTh PEKBU3HUTOB JEIOBOTO MHUCHhMa

B) coBOKYNHOCTH pacnosioKeHHbIX B ONIpe/ieIeHHOM 110C/1e0BATeIbHOCTH PEeKBHU3UTOB,
NMPUCYIIMX BCEM JOKYMEHTAaM ONpee/IeHHOH CHCTeMbl IOKYMEHTALNH

C) COBOKYITHOCTb PEKBU3UTOB IIPHKa3a

D) COBOKYMHOCTh pEKBU3UTOB aKTa

4. lata 1oxymeHTa odopmiisieTcs ciaelylOUuM o0pa3om:

A) 1 despans 1997

B) 1 deBpans 97 1.

C) 01.02.97 r.

D) 01.02.97

5. lata 1oKyMeHTa — 3TO:

A) naTa ero moJMUCaHusl, IPUHSITHS

B) nara ero cocraBnenus

C) naTa ero noaNMCaHusi, NPUHATHS, YTBEPKI€HUNA, COCTABJIEHUS, 1aTA COOBITUSA

D) nara coObITHS

6. Kakum cBO#icTBOM MOKHO 0XapaKTePU30BaTh HAJIMYHE Y JIOKYMEHTA HEOTheMJIeMbIX
cJiaraemMbix, 0e3 KOTOPbIX OH CYyIIeCTBOBATH HE MOJKeT:

A) BeIeCTBEHHOCTD;

B) atpu0yTUBHOCTB;

C) CTpYKTypHOCTE;

D) BepHOTro BapuaHTa OTBETa HET.

7. lei0BbIe MHCHbMA 00BIYHO 3aKAHYNBAIOT pazamm:

A) B cooTBeTcTBHH ¢ Baieit mpocs00ii ...

B) ¢ yBa:keHuem ...

C) namu paccmoTpeHsl Baiu npeioxenus . ..

D) BcBazu ...

8. lesionpon3BoacTBO — 3TO:

A) npaBunpHOE 0OPMIIEHHE TOKYMEHTOB.

B) opranmzanus 10kyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTb JOKYMEHTOB, OTPAXKAIOLINX YIIPABICHUECKYIO AESITEIbHOCTD YUPEXKICHUSI.
D) coBokynmHoCTh padoT 10 JOKYMEHTHPOBAHHUIO AeSITEILHOCTH YIIPABJICHHUS U 110
OpPraHu3anu J0KYMEHTOB B YUPeKIeHUH.

9. [lesiTe/ILHOCTH aNNapaTa ynpasJieHHsl, 0XBAThIBAIOIIAsl BOMPOCHI JOKYMEHTUPOBAHUS U
OpraHM3auuu padoTsl ¢ JOKYMEHTAMH — 3TO:

A) TIOKyMEHTAlMOHHOE o0ecneyeHue ynpaBJieHusl
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B) cranpaptuzanus

C) EIrcJ

D) cucrema nokymeHTanuu

10. JlokyMeHT, 3aKpeIIS IO T0JKHOCTHON M YMCJIEHHbIH COCTAB NPeANPUATHS C
ykaszaHueM (poHaa 3apadoTHOM IJIATBI — 3TO:

A) IOJKHOCTHAS UHCTPYKLIUS

B) ycras

C) nonoxeHue

D) mrarHoe pacnucanue

11. lokymMeHT, GUKCHPYIOIIUI X0/ 00CYy:KIeHNsI BOIIPOCOB M NPUHATHS PellleHUil Ha
co0paHuAX, 3aCeJaHUAX, COBCIAHUAX H T.IL.:

A) 00OBsSCHHUTENIbHAS 3aITUCKA

B) noxnagnas 3anucka

C) akt

D) nporoxoJ

12. Kakast pyHKUMS OTHOCUTCH K 00IIMM (PYHKUIMSAM JOKYMEHTA:

A) o01ieKyabTypHas;

B) nundopmanmonnas;

C) npaBosasi;

D) ynopsimouuBaromiasi.

13. Kak 10/2KHO POMCXOMTH /leJIeHHe TOKYMEHTOB:

A) Ha poJibl, MOABH/IBI, TOAPOJIbI, PA3HOBUAHOCTH;

B) Ha poabl, BUbI, IOABU/bI, PA3HOBH/IHOCTH;

C) Ha Bubl, OABU/IbI, PA3HOBHIHOCTH, POJIbI;

D) na noaBuabl, oApoabl, pa3HOBUIHOCTH.

14. lokxymMeHTaMOHHOE 00ecneYeHne yIpaBJaeHus — 3TO:

A) npo1iecc yCTaHOBJIEHUS U IPUMEHEHMSI ITPABUJI C LIEJIbIO YIOPSAA0OUYCHUS 1€ATEIbHOCTH B
JIEeJI0NPOU3BO/ICTBE.

B) nesite1bHOCTH annapara ynpasJieHHsl, 0XBaThIBAIOIIasi BONPOCHI JOKYMEHTUPOBAHUS H
OpraHu3anuu padorsl ¢ JOKYMEHTAMH.

C) COBOKYITHOCTH JIOKYMEHTOB, IPUMEHSEMBIX B ONPEETICHHOU cepe nesaTeTbHOCTH.

D) cOBOKYMHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUHU C (POPMYJIIPOM JTOKYMEHTA.
15. EI'CJ — a371o0:

A) COBOKYITHOCTbh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUHU C (POPMYJIIPOM JOKYMEHTA.
B) xoMIIeKC OCHOBHBIX NOJI0KEHHUH, ONpee/sII0IUX U PerJaMeHTHPYIOIIHX
OPraHu3anuio0 JOKYMEHTAlMOHHBIX IPOLECCOB HA NMPeANPHATHH.

C) COBOKYITHOCTH JIOKYMEHTOB, IPUMEHSEMBIX B ONPEEICHHON cepe nesTeTbHOCTH.

D) nesitenpHOCTD anmnapaTa yrpaBieHHUs, 0XBAaThIBAIOIAsi BOIPOCH! IOKYMEHTHUPOBaHUS U
OpraHu3auu paboThl ¢ JOKYMEHTAMH.

16. lokymeHT, conep:xkammii HHPOPMaLHMIO, He NPEJIHAZHAYCHHYIO UISl IIMPOKOI0
pacnpocTpaHeHus:

A) HeonmyOIMKOBAHHBIH;

B) Taitnsiit;

C) HenyOJMKyeMblii;

D) Heneprnoau4eckuii.

17. YUTo OTHOCHUTCH K NPU3HAKAM JOKYMEHTA:

A) GyHKIIMOHAIBHOCTH UHPOPMAIUY;

B) ToxecTBeHHOCTH camoMmy cebe;

C) 3aKOHHOCTb;

D) 3aBepuieHHOCTH COOOIICHUS.

18. Kakoii jornueckuii mpueM, MHCMOJAb3yeTCsl IPH CO3JaAHUHM JOKYMEHTOB:

A) onpeneJieHue;
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B) ycranoBnenue;

C) obocHOBaHUE;

D) pa3psacHenue.

19. Ecain Bam Heo0X0auMO 1aTh ONMCAHUE PeKJIaAMHUPYyeMbIX yciyr, Bol coctaBuTe
A) 10TOBOpHOE MTUCHEMO

B) pexki1amMmHoe MUCHMO

C) conpoBOaUTENBHOE MTUCHMO

D) nucbMo-npurianieHue

20. Ecaiu Bam Heo0xoauMo npeabsABUTH NPeTeH3UH NapTHEPY, Bbl cocTtaBuTe

A) 1OroBOpHOE MUCHMO

B) nadopmanmonnoe nucbMo

C) conpoBoaUTENBbHOE MUCHMO

D) nucbMo-npeTeH3uio

21. YkaxkuTe OTJIMYHUTEIbHOE CBOICTBO IOKYMEHTA:

A) KONUIHOCTB;

B) ropuanueckas cuja;

C) MHOXECTBEHHOCTH;

D) ToYHOCT®.

22. Ecau Bam Heo0X01uMO NPHUTJIACHTH OPTaHU3ALMIO WIH J0JKHOCTHOE JIMI0 HA
coBelaHue, BcTpeuy, Bol coctaBuTte

A) nMCbMO-TIPUITIALICHHUE

B) compoBoauTensHoe MUcbMo

C) nuchbMO-TIOATBEPKICHNE

D) noroBopHO€ MUCHMO

23. Ecau Bam Heo0xoauMo co00IIUTH 0 NPOBeJAeHUN MeponpusaTus, Bel coctaBuTe
A) CONPOBOAUTENHHOE MUCHEMO

B) nucemo-noaTBep:xieHne

C) noroBopHoe MHUCbMO

D) undopmanmonHoe nucbmMo

24. Eciu Bam Heo0X0AUMO COCTABUTH NUCHMO, HH(POPMHPYIOLIIee agpecaTa o
HaNlpaBJIeHUHU K HeMY NPUCHLJIaeMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoauTeIbLHOE MUCHBMO

B) nucemo-yBenomienue

C) nucbMO-TIOITBEPKACHUE

D) norosopHoe nucbMo

25. Eciiu Bam Heo0X0AUMO COCTABUTH MUCHMO, COMPOBOKIAOIIEE I0TOBOP, TO OHO OyAeT
HOCHTH Ha3BaHMe (110 COAEPKAHUIO)

A) NUCBEMO-TIOATBEPXKICHUE

B) norosopnoe

C) compoBoauTENBEHOE

D) nucsmo-yBennomiienne

26. Ecan Bam Heo0XxoquMo0 yBeIOMHTH OTIIPABHUTEISI O OJIY4YeHHUH JOKYMEHTOB, Bbl
cocTaBHTe

A) nH(opMaIIIOHHOE THCEMO

B) noroBopHoe nucsmo

C) conpoBOaUTENBEHOE MUCEMO

D) nucbMo-noaTBepKaeHue

27. Ecim pacniopsiiuTe/IbHasl YaCTh TEKCTa HAYUHAETCH CJI0BAMHM “00513b1BaI0”, TO 3TO
A) npuka3

B) 3asBnenue

C) pacnopsizkenune

D) ykazanue
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28. Eciu pacnopsiauTe/IbHAsA 4YacTh TEKCTAa HAYHHAETCH CJI0OBAMH “IpeaJaraiw”, To 3To
A) pukas

B) pacnopstxenue

C) uHCTPYKIIUSA

D) ykazanmue

29. Unaekc noxkymeHTa oGopmiisieTcs cjaeaymuM 00pa3oM

A) 13.14

B) nk 11.

C)cn 16.

D) 13/14

30. Unpexc 10KyMeHTa — 3TO

A) TIOPSIIKOBBI HOMEP PEeTUCTpaIuu

B) unaexc cTpykTypHOTro 1noapasieneHus

C) undposoe, OykBeHHOE WJIH KOMOMHUPOBAHHOE 0003HAYEHHE IOKYMEHTA, YKa3bIBalollee
MeCTO ero COCTABJICHHUS U XPaHEeHUs!

D) Homep Jenia Mo HOMEHKIAType Jell

31. UnTepBaa — 310

A) pabouee mose

B) cnyxe0OHoe nose

C) nonosxenue TadynsaTopa

D) paccrosinne Mek1y OCHOBAaHHUSIMH CMEKHBIX CTPOK

32. UH(pOpMALMOHHO-CIIPABOYHbIA JOKYMEHT, COCTABJIAIOIIUICH IPYNION JINI AJISA
NOATBEP KACHUS] YCTAHOBJIEHHBIX (PAKTOB — 3TO

A) noxiiagHas 3anucKa

B) akr

C) npoTokon

D) obbsicHuTenpHas 3amnucka

33. UcnoJHUTEIBLHOE 1eJT0NPOU3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX yUPEKICHHUIX

B) pabota ¢ noxymMeHTamMH, IPOBOJUBILIASCS B KOJUIETUSAX

C) pa6oTa ¢ 1OKyMeHTaMH, IPOBO/IMBIIASIC B MUHUCTEPCTBAX

D) pabGota ¢ ToKyMeHTaMu, MPOBOAMBILIASCS B ITPHKa3ax

34. Koasiexxckoe 1eJ10NpPOU3BOACTBO — 3TO

A) pa0ora ¢ JOKyMeHTaMH, NIPOBOAUBIIASICA B KOJLJICTHAX

B) pabota ¢ qokyMeHTamu, NpoBOUBLIAsICS B PUKa3ax

C) pabota ¢ foKkymMeHTamMH, IpoBouBIIasics B COBETCKUX YUPEKACHUIX

D) pabora ¢ noxkymeHTamMH, IPOBOAMBINASACS B MUHUCTEPCTBAX

35. Kommieke B3aUMOYBSI3aHHBIX JOKYMEHTOB, PerJIaMeHTHPYIOLIMX CTPYKTYPY, 3a1a4H,
(pyHKIMH NpeANpUATHS, OPraHU3AIHUIO ero padoThl; MPaBa, 00A3aHHOCTH 1
OTBETCTBEHHOCTh PYKOBOACTBA M CIENHMAJINCTOB NPEANPUATHA — ITO

A) pacniopsIuTeNIbHbIE TOKYMEHTHI

B) ycras

C) cnpaBoYHO-MH(POPMALIMOHHBIE

D) oprann3anuoHHble JOKYMEHTbI

36. KoMmiiekc OCHOBHBIX I0JIOKEHUH, ONPeEAeIAI0IMX H PerJJaMeHTHPY IO X
OPraHu3anuio JOKYMEHTAlHOHHBIX NIPOLECCOB HA NMPeANPHUATHH — ITO

A) cucteMa JOKyMEHTaluu

B) EI'CJ

C) nokyMeHTalloOHHOE 0OecriedeHne yIpaBIeHus

D) crannaptuzanus

37. HazoBuTe BHABI JOKJIAIHBIX 3aIIHCOK

A) nHpOpMaIIMOHHbIE, OTYETHBIE
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B) BHyTpeHHuE, BHELIHNE

C) oT4eTHBIC, BHYTPCHHHE

D) undopmanionnsie, OTYETHBIE, BHYyTPEHHUE, BHELITHHE

38. HazoBuTe 1Ba OCHOBHBIX (popMaTa, HA KOTOPbIX opopMisiioTes JoKyMeHThI OP/]
A) A5 (148x210 mm); A 3 (297x420 mm)

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

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

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

39. HazoBuTE JOKYMEHT, He BKJIIOUYEHHBIN B IPYNIy BXOASIIMX H HCXOASIIINX JOKYMEHTOB
B IIPUKa3ax

A) namstu

B) orniucku

C) akT

D) rpaMoThI

40. HazoBuTE JOKYMEHT, He BXOASIIIMI B TPYIILYy PACHOPAJMTEIbHBIX JOKYMEHTOB
A) CTPYKTYpa ¥ IITATHASI YUCJIEHHOCTH

B) ykxazanue

C) npuka3

D) nocranosnenue

41. Ha3zoBuTe 10KYMEHT, He BXOASIIIIUI B COCTAB MH(POPMALMOHHO-CIIPABOYHBIX
A) IpoTOKOI

B) cripaBka

C) pacnopsizkeHue

D) akr

42. HazoBuTe JOKYMEHT, He H31aBaeMblii lIapeM B IIepHO/ IPUKA3HOIO J1eJ10NPOU3BOACTBA
A) j)xanoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akt

43. HazoBuTe HOPMATHBHBIN JOKYMEHT, HA OCHOBAHHHM KOTOPOTro 0opMIIsIIOTCS
noxkymeHTbl OP/]

A) HHCTPYKIMS IO JEIONPOU3BOJICTBY

B) nonoxxenue 06 apxuHoMm douae PO

C)T'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

44. HazoBute pa3jaeJi, He BXOASIIIUI B TEKCT yCTaBa

A) periiaMeHT AeSTeIbHOCTH

B) o0mue monoxxeHus

C) opranuzalmoHHOE €JUHCTBO

D) noskHOCTHDBIE 00SI3AHHOCTH

45. HazoBuTe PeKBU3UT, He BXOAAIIMII B (pOPMYJISIP aKTa

A) moanuck

B) Tekcr

C) aapecar

D) 3aronoBok

46. HazoBuTe peKBU3UT, He BXOAAIIMI B (pOPMYJISIP pelIeHHs

A) TekcT

B) 3aromnoBox

C) ccbliika Ha MHAEKC U ATy BXOASIIEr0o JOKYMeHTa

D) noanuck

47. HazoBuTe PEKBU3UT, He BXOAAIMI B (popMyJIsAp ycTaBa

A) Ha3BaHUE OpraHU3aluU
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B) HanmeHOBaHME MUHUCTEPCTBA UM BEJOMCTBA

C) HaumeHOBaHUE BUJa TOKyMEHTa

D) agpecar

48. HazoBuTe 1IEJIH JOKJIAAA

A) aprymeHTanus

B) nundopmupoBanme u yoe:xaenue

C) noka3aTesbCTBO

D) y6exnenue

49. HazoBuTe 4acTH TEKCTa NMPUKa3a

A) KOHCTaTUpYIOLIasi, BBOJAHAS

B) xoHcTaTHpyOIIas, pacCIOPSIANTEIbHAS

C) ocHOBHas1, pacriopsIuTeNIbHAS

D) BBOgHAs1, OCHOBHAs

50. O0s13aTeIbHBIA NPU3HAK HA TOKYMEHTE, YCTAHOBJIEHHbIH 3aKOHOM — 3TO
A) unTepBan

B) pexBu3suT

C) nonosxenue TabynsaTopa

D) smbnema

51. Oprann3anoHHO-pacOPSIAUTENIbHAS JOKYMEHTAILUSA — ITO

A) yHu(ULIUPOBAHHBIN TOKYMEHT

B) coBOKYITHOCTH PEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBSI3aHHBIX JOKYMEHTOB, GYHKIMOHUPYIOILIUX B cepe
ylpaBJieHUS

D) yaudunuposannas hopma

52. Oprann3auMoHHbIN JOKYMEHT AJUTEIbHOI0 HJIU MOCTOSTHHOTO CPOKA JelicTBHS, B
KOTOPOM omnpeaeieHbl HAYYHO-TeXHHYecKHe, GUHAHCOBbIE CTOPOHBI /IeATEILHOCTH
JAOJIKHOCTHBIX JINL — 3TO

A) mITaTHOE pacnucaHue

B) no/kHOCTHASI HHCTPYKIMS

C) ycras

D) nonoxenue

53. Oprann3anuoHHbI JOKYMEHT, B KOTOPOM YKa3bIBAKTCS BCe CTPYKTYPHbIE
nojapasaejieHusi NpeANnpPusiTUsl, BBOAUMbIE HA NMPeANPUATHH J0IKHOCTH H KOJTUYECTBO
INTATHBIX SAMHMI M0 KAKIAO0H U3 J0JKHOCTEH — ITO

A) paBuJIa BHYTPEHHETO U TPYIOBOTO Paclopsika

B) ycras

C) mratHOe pacnucaHue

D) cTpykTypa u IITaTHAs YUCJIEHHOCTh

54. Opranmnzauus padoThl ¢ JOKYMEHTAMH B KOJLJIETUSIX HOCUT HA3BaHHe

A) KOJLIEAKCKOE 1eJI0NPOU3BOACTBO

B) coserckoe nenonpon3BoACTBO

C) npuka3Hoe JeI0npPOU3BOJCTBO

D) ucnonnurensHo€e 1€I10IPOU3BOJCTBO

55. Opranmn3anusi padoThl ¢ JOKYMEHTAMHM B MUHHCTEPCTBAX HOCUT Ha3BaHHE
A) cOBETCKOE JeIIONPOU3BOCTBO

B) konnexckoe nenonpons3BoCTBO

C) nmpukazHoe 1eTOTMPOU3BOICTBO

D) ucnoiHuTeILHOE 1€JI0NPOU3BOACTBO

56. OcHOBHOE PaBUJIO, KOTOPOI'O CJIeAYyeT NPUAEPKMBATHCH NIPH MoJaye
Tej1epOHOrpaMMbl

A) nepenaBaTh TOJbKO KPATKYI0, CPOYHYI0 HHpOpMaLHI0

B) ipu peructpanuu TeneoHOrpaMMBbl UCTIOIB30BATh KYPHAT PETUCTPAIIMN BXOISIIINX
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JIOKYMEHTOB

C) tekct — 6onee 100 cmoB

D) ucnonb3oBaTh MaKCUMYM CIIEIIHAIBHBIX TEPMHUHOB

57. OcHOBHbBIE YACTH TEKCTAa MPOTOKOJIA

A) KOHCTaTUpyromias, BBOJIHAs

B) ocHoBHas1, pacniopsauTeNbHas

C) KoHCcTaTHUpyOLIasi, pacopsIuTeIbHAs

D) BBoAHAsI, OCHOBHAS

58. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NIPUHAJIEKHOCTH K PeKBU3UTAM JaHHbIH
¢pparmenT: PexTopy HoBocuOupckoro ynusepcurera rocnoguny Cmoskuny C.A. 634635 r.
HoBocubdupck yJi. Jlenuna, a. 15.

A) pe3onronus

B) aapecar

C) Bu3a corimacoBaHus

D) Bu3a 3aBepenus

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

A) OTMeTKa 0 3aBEpEHUU KOITUU

B) ormerka o noctyniueHun

C) ucnomHuTenb

D) oTrmeTka 0 nepeHoce JaHHBIX HA MAIIMHHBIN HOCUTEIb

60. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVIEKHOCTH K PEKBU3UTAM CJIeAY 0N
¢pparmenT: BEPHO Cekperaps-pedepent 1/n U.K. KonTopknna

A) rpud yTBEepKIEeHUS

B) ormMeTKa 0 3aBepeHMH KONIMH

C) moanuce

D) pezomtonus

61. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVIEKHOCTH K PEKBU3UTAM CJIeAYH0 LU
¢pparmenTt: I'enepanbublii upextop Ja/n U.K.Comon

A) Bu3za

B) Tekcr

C) noanucek

D) 3aromnoBok

62. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI NPHHAICKHOCTH K PEKBH3NTAM CJIeAyOLIH i
¢pparment: 3am. qupexropa [lmoxuny UK. ObecieduTs yc10BUSI BHINOJIHEHUSI TOCTABOK
10 16.01.2003. a/m 18.11.2003

A) moanuck

B) 3arosi0Bok

C) Bu3a

D) pezomtorust

63. Oxapaxkrepu3yiiTe ¢ TOUYKH 3peHUs] IPHUHAIEKHOCTH K PEKBU3UTAM CJIeyOIM i
¢pparment: HUMIAJL 13.01.98 Ne 36/17

A) UCTIOTHUTEND

B) oTMeTKa 0 moCTyIJICHUH

C) rpud yTBEepKIACHUS

D) ormeTka o 3aBepeHNH KONTUU

64. OxapakTepu3yiiTe ¢ TOUKHU 3peHHs MPHUHAIJIEKHOCTH K PEKBU3UTAM CJIeTyIOLIHUI
¢pparmenT: O0 HuHpoOpMaLIIOHHOM OOecnedeHU N

A) Bu3za

B) 3arosioBok

C) pesomtonus

D) tekct
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65. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI NPHHAICKHOCTH K PEKBH3UTAaM CJIeAyOIIH i
¢pparment: CumonoB 989-78-35

A) rpu¢ yTBep)KaACHUSA

B) ucnosnurenn

C) pesontonus

D) oTmeTKa 0 3aBepeHUH KOMHH

66. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAIEKHOCTH K PEKBU3UTAM CJIeLyOIM i
dparmenT: YTBEPXK/IAIO Aupexrop a/m U.0.®D. 13.02.98

A) rpu¢ yrBepKaeHus

B) 3aronoBok

C) pesontonus

D) noanuce

67. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAICKHOCTH K PEKBU3UTAM CJIeAyOIM i
¢pparmenTt: IOpucr a/n U.K. Cumonos 10.11.2004

A) aapec

B) pesomrorus

C) Bu3a

D) rpud yTBepxxaeHus

68. OxapakTepu3syiiTe ¢ TOYKH 3peHUs] PeKBU3UTOB cjeayommuii pparment: «Bx. Ne 0000
Jarta 00.00.00»

A) pe3ononus

B) ormeTKka 0 mOCTyNJICHUH IOKYMEHTA

C) oTMeTKa 0 HATMYUH [TPUIIOKEHUN

D) noanuck

69. OxapakTepu3syiiTe ¢ TOUKH 3peHUs] PeKBU3UTOB cjeaywouuii pparment: “02.03.98.”
A) moanuck

B) nara

C) pesomtonus

D) ormeTka 0 HaITU4UK MPUIIOKEHUN

70. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHUs] PEKBU3UTOB caenywommii ¢pparment: “13/14”
A) MHaeKC

B) ormeTka 0 HanUUMK MPUITOKEHUN

C) pesonronus

D) noanuck

71. OxapakTepu3yiiTe ¢ TOUYKH 3peHHUs] PEKBU3UTOB CJIeAYIOIMH (PparMeHT: “npujoxeHue:
Ha 3 J1. B 2 9K3.”

A) 0TMETKA 0 HAJIMYHMHU NPHII0KEHU I

B) moanuce

C) nata

D) pesomtorus

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

A) opranusaums padoThl NpeINnpusiThs, B3aNMHbIe 00513AaHHOCTH PA0OTHUKOB H
aJIMHHHMCTPALMH, IPEAOCTABJICHHE OTIYCKOB, KOMAaHIMPOBAHHE COTPYAHHKOB,
BHYTPHOOBEKTHBIN PeKUM

B) n0mKHOCTHON M YMCIEHHBIN COCTaB IPEAIPHUITHS

C) HayyHO-TE€XHUYECKHE, PUHAHCOBBIE CTOPOHBI JESATENILHOCTH JOJIKHOCTHBIX JIULL

D) nopsinok obpa3oBanusi, 3a1a4u, 00513aHHOCTH, IIPaBa, OTBETCTBEHHOCTh U OPTaHU3AIUI0
paboThI IPENNPUATHS B LIEJIOM MJIM €r0 CTPYKTYPHBIX MO/Ipa3iesieHui

73. llepeuncnTe OCHOBHBbIE BHAbI 0JIAHKOB

A) o0mmii 0J1aHK, OJIAaHK 1J1s1 M ceM, 0JIaHK € TPOJ0JIbHBIM M YIJIOBBIM PACIO0JIOKEHHEM
PEKBU3MTOB
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B) cymecTByeT TONIBKO OJIaHK C MPOOIBHBIM U YTTIOBBIM PACIIONI0KEHUEM PEKBU3UTOB
C) cymiecTByeT TOJIBKO OOITUi OJIaHK

D) cymiecTByeT TOJIBKO OJIaHK ISl TUCEM

74. llepeunciinTe OCHOBHBbIE 3JIEMEHTHI T0KJIa A

A) OCHOBHas 4aCTh; BBIBOJIbI (PEKOMEHIAlIUH )

B) BcTymuieHue; BEIBOABI (PEKOMEHIAITIH)

C) BcTyIieHUE; OCHOBHAS 4acTh

D) BcTymuieHue; 0CHOBHAsl YaCTh; BbIBO/IbI (PEKOMEH A UM)

75. llepeuncinre Heau U3y4eHHs 1eT10NPOU3BOACTBA

A) onpenenuTs poib ciyxo JJOY.

B) nokazare 3HaueHNE pabOThI C JOKYMEHTAMH B >KU3HH OOIIECTBA.

C) oBJ1aieHNe OCHOBAMM NMPABUJIBHOT0 0opMJIeHH S JOKYMEHTOB M HajJIexKaei
opraHu3anuei 10KyMeHTo000poTa.

D) npuBuTh HEOOXOIMMBIE HABBIKU B paboTe C IeJIaMHU, 3aKOHUECHHBIMH JEJIONPOU3BOCTBOM.
76. IIncemo nocJie oOpaleHns Yaile BCero NpoaoJKaeTcsi CJIOBaMHU

A) MBI paccunThIBaeM Ha Baiile coTpyiHU4ECTBO. ..

B)BcBszuc ...

C) Hamu paccMmoTpeHnbl Bamu npeasioxenus ...

D) c yBaxenuew ...

77. IllncbMO 1ocJIe 00OpalIeHus Yalle BCcero mpoaoskaeTcs CJIoBaMu

A) B cooTBeTcTBHM ¢ Baieil npocb00ii ...

B) mbI Hafieemcs Ha Bairy 3anHTepecoBaHHOCTS ...

C) ¢ yBaXKCHUEM ...

D) MbI paccunteiBaeM Ha Baie coTpyqHHUECTBO. ..

78. IIncpmo yaie Bcero HAaYMHACTCS CJI0BAMU

A)BcBs3u C ...

B) c yBaxxenuewm ...

C) B COOTBETCTBHH C ...

D) yBa:xkaemsble rocnoaa ...

79. IIncbMo0-HAaNIOMUHAHHE — JTO

A) TOKyMEHT, MOATBEPKAAIOIINN OTyYeHHE LIEHHOCTEH

B) noxymMeHT, coo0mamuii 0 NpudIHKeHNH, YCKOPEHHUH, HCTEYCHHH CPOKA MCIIOJTHeHHUSs
KaKoro-jauoo aeicTBus

C) noxyMeHT, cofiepxKaliuil MpurialeHue Ha MeponpusTHe

D) noxymeHnT, coneprxaiuii HHpOpMAIUIO O TPOBOAUMOM MEPOIPUITUN

80. ITox “cOBOKYNHOCTBHIO B3aMMOYBA3AHHBIX JOKYMEHTOB, IPUMEHSICMBIX B
onpenenéHHol cdepe aesiTeTbHOCTH” MOAPAZyMEBAIOT

A) cucteMmy TOKyMEHTHPOBAaHUS

B) yaudunuposannyto popmy

C) yHUOHUIMPOBAHHBIN JTOKYMEHT

D) cucremy noKymeHTaAlMU

81. IIpaBoBoii aKT ynpasJieHHsI TOCYAapPCTBEHHOI0 OPraHa, MMEKIIN 003aTEJbHYI0 CHITY
JAJISl TPAKIaH U OPraHu3aluMii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHue

B) npukas

C) pacnopsizkenune

D) pemienue

82. IlpaBoBoii aKT, M31aBaeMblii PYKOBOJUTEIEM NPEeNPUATHS, 1eiCTBYIOIEro HA
OCHOBAHMU €IMHOHAYAJINS, VIl pa3pelleHUs OCHOBHBIX M ONePAaTHBHBIX 32124
NpeanpusiTuss — 3T0

A) npuka3s

B) ykazanue
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C) peuienue

D) pacniopsixenune

83. IlpaBoBoii akT, onpeneslOLINI NOPAIOK 00pa30BaHusl, 32/1a4H, 00513aHHOCTH, NIPaBa,
OTBETCTBEHHOCTH U OPraHU3alUI0 Pad0ThI NPeINPUSTUS B LEJIOM MU €r0 CTPYKTYPHBIX
nojapasjiesieHui — 310

A) noJioxkeHue

B) ycras

C) AOMmKHOCTHAS] MHCTPYKITUS

D) mrratHoe pacniucanue

84. Ilpuka3Hoe 1eJ10MPOU3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMHu, TpoBoAuBIIascs B COBETCKUX yUPEKICHUIX

B) pabota ¢ nokymeHTamu, NpoOBOUBIIASICS B MUHUCTEPCTBAX

C) pabota ¢ JOKyMEHTaMH, TPOBOJUBIIASICS B KOJUICTHSIX

D) pabora ¢ nokymMmeHTaMH, NPOBOAMBIIASICA B MPUKA3aX

85. lIpuyMHbI U3IAHUS YKA3aHUA PACKPBIBAIOTCS B

A) BBOJIHO# YacTH TEKCTa

B) pacniopsiaurenbHON yacTu TEKCTa

C) KoHCcTAaTHPYIOLIEH YaCTH TEKCTa

D) ocHoBHOI yacTu TekcTa

86. IIpouecc ycTaHOBJIeHUSI U MIPUMEHEHHS MPABIJI € LeJIbIO YIOPSIA0YeHHUs 1eATeIbHOCTH
B J1eJIONIPOU3BOJACTBE — ITO

A) cucteMa JOKYMEHTaIuu

B) cranpapruzauus

C) EIrca

D) noxymeHnTanmonHoe obecrieueHue ymnpaBieHus

87. PaGora ¢ JoKyMeHTaMHU, IPOBOIMBIIASICA B MPUKA3aX, HOCUT Ha3BaHHUe

A) npuKa3Hoe 1eJ10NPOUu3BOACTBO

B) ucnonHutensHoe 1e10nponu3BOCTBO

C) KOJUIEKCKOE JIETIONPOU3BOICTBO

D) coBerckoe 1e10mpOoU3BOJICTBO

88. PacnopsiinTe/bHbII JOKYMEHT KOJJIETHAJILHOTO OPraHa yIpaBJeHusi, U31aBaeMblil
MHMHHCTEPCTBAMM, BEIOMCTBAMH, HAYYHBIMH COBETAMHU — 3TO

A) peuienue

B) ykazanue

C) pacnopspkeHue

D) mpuka3

89. PacnopsiinTebHbII JOKYMEHT, H3/1aBaeMblil OpPraHaMy rocy1apcTBeHHOro
ylnpasJieHHsl, OPraHU3alUsIMH, 110 BONPOCAM OPraHU3alHOHHO-MEeTOAHYEeCKOr0 XapaKkTepa
(opranuM3anusi MCIIOJTHEHHUS] MPUKA30B, HHCTPYKIHUIA) — 3TO

A) npukas

B) pewienue

C) ykasanue

D) pacnopsixenue

90. PaccTosiHMe MexKy OCHOBAHMSAMH CMEKHBIX CTPOK 3TO

A) ciy:keGHOE 10JIe

B) nonoxenune tabymnsaropa

C) pabouee mose

D) nnrepBan

91. PekBU3UT — 3TO

A) 00s3aTeJBbHBIN NPU3HAK HA IOKYMEHTE, YCTAHOBJICHHbIH 3aKOHOM

B) cucrema noxymeHntauuu
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C) ciyxxe0Hoe 1oJIe

D) pabouee moie

92. PekBM3HUT “BH3a 03HAKOMJIEHUN” BBITJISAUT CJEIYIOIIHM 00pa3om:

A) cexperaps i/n1 ©.1.0. 00.00.00

B) topucrt /1 00.00.00

C) cexperapp ©.1.0. n/m 00.00.00

D) ¢ npuxka3zom o3naxkomJien: Jji/m 00.00.00

93. CBoa npaBuJi, peryJMpyomux JAesiTeJJbHOCTb OPraHnu3aumii, MX B3aMMOOTHOIIIEHUS C
JAPYTHMMHU OPraHU3alMsAMHU U FPaKIaHAMM, MIPAaBa U 00SI3aHHOCTHU B cepe
rocy1apCcTBEHHOM MJIM X0351iiCTBEHHOM 1eATeJIbHOCTH — 3TO

A) mTaTHOE pacnucaHue

B) monoxenue

C) nomKHOCTHASI MHCTPYKIIUS

D) ycras

94. Cucrema JOKyMEHTalluuM — 3TO

A) COBOKYNHOCTBHIO B3aUMOYBSI3AHHBIX IOKYMEHTOB, IPUMEHsIEMbIX B OIpeAeEHHOM
cepe neATEIbHOCTH

B) COBOKYITHOCTb PEKBU3HUTOB

C) noKyMeHT, cofiepKamiuii MepBUUHYI0 HH(POPMAIIHIO

D) cucrema 1OoKyMEHTAIMH, CO3[JaHHAS 110 €IUHBIM MPaBUiIaM U TPeOOBaHUSIM

95. CoBOKYNHOCTH B3aHMOYBSI3AHHBIX I0KYMEHTOB, (PYHKIIHOHMPYIOIIMX B c(hepe
ylpaBJieHUsS] — 3TO

A) kazpoBasi JOKyMEHTAIUs

B) 6yxranrepckas qOKyMeHTaIus

C) TexHuyeckas JOKyMEHTAIUS

D) OP/]

96. COBOKYNIHOCTD J0OKYMEHTOB, OTPAKAIOIINX PACIIOPAIUTEIbHYIO 1eATeJIbHOCTh — 3TO
A) OTYETHBIE IOKYMEHTHI

B) undopmaninoHHO-crIpaBOYHbIE TOKYMEHTbI

C) pacnopsiauTebHbIC JOKYMEHTBI

D) opranunzannoHHble JOKYMEHTBI

97. COBOKYNHOCTBH JOKYMEHTOB, COAePKAINX HHPOPMANHIO 0 GAKTHIECKOM MOJI0KEHHH
aeJ, CIYKaluX OCHOBAHMEM /LISl IPUHSATHS pellleHUi, U31aHUs PaCIIOPSIAUTEeIbHBIX
JOKYMEHTOB — 3TO

A) pacniopsIuTeNIbHbIE TOKYMEHTHI

B) opranu3annoHHble JOKYMEHTHI

C) oTueTHbIE JOKYMEHTBI

D) nnpopMannoHHO-CIPABOYHbIE JOKYMEHTBI

98. CoBOKYNHOCTH PadoT 10 IOKYMEHTHPOBAHMIO 1eATEJIbLHOCTH YIIPABJICHUS H 110
OPraHM3alH IOKYMEHTOB B YUPe:KIeHHH — ITO

A) cucreMa JOKYMEHTUPOBaHUS

B) cucrema nokymeHnranuu

C) 1oKyMeHTOO0OpOT

D) nesonpousBoacTeo

99. CoBOKYIHOCTH PACIOJI0KEHHBIX B OIlpe/ieIeHHOI M0c/1eJ0BaTeIbHOCTH PEKBU3HUTOB,
NPHUCYLIUX BCEM JOKYMEHTAM OIpeAeTeHHOH CHCTEeMbI JOKYMEHTAllUH — 3TO

A) BbINKCKa

B) popmyasip-odpasen

C) 6mank

D) nokymeHT

100. CranpapTu3anusi — 310

A) cTaHIapTHOE pacojIoKEeHUE MaTepuana.
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B) cormacoBanue ¢ TEKCTOM 3aWHTEPECOBAHHBIX JIII.

C) ynotpe0OeHre yCTOMIHBBIX 000POTOB.

D) npouecc ycTaHOBJIeHUSI U IPUMEHEHHSI MPABUJI € L EJBIO YIOPSIA0YeHUs TeATeJIbHOCTH
B /1€JIOTIPOU3BO/ICTBE.

IIpumepHasi TeMaTuka pedepaToB (10KJIAT0B)

Tembl pedeparon (P-1):

1. Demm wu 3amaun  J€JONpPOU3BOJCTBA,  OINpPENEICHHE  JENONpPOU3BOJACTBA.  Poib
JOKYMEHTALMOHHOTO 00ECIIeUeHHs B yIIPABICHUH.

2. Kpartkas xapakTepucTUKa IPUKa3HOT0, KOJIJIEKCKOI'O U UCTIOJHUTEIBHOIO JIETIO0IPOU3BOJICTBA
B Poccun.

3. 3aKoHO/aTeNbHOE PETyIUPOBaHUE JEIONPOU3BOCTBA B Poccuu.

4. HopmatuBHO-IIpaBOBO€ 00ecrieueHHe JAesITeIbHOCTH CIIYKO J1eI0IPOU3BOJCTBA.

5. Tlomsatue «aoKyMeHT», ero ¢yHknusa. Kiaccupukanuss ITOKYMEHTOB TIO OCHOBHBIM
IPU3HAKAM.

6. ITonsiTre «pexBu3nuT». IloCTOSIHHBIC U TIEpEeMEHHBIE PEKBU3HTHI.

7. XapakTepuCTUKa PEKBU3UTOB 3arojIOBOYHOI 4acTH JOKYMEHTa, UX NepedeHb U TpeOOBaHUs K
0 OpMIICHHUIO.

8. XapaKTepuCcTUKa PEKBU3UTOB COJIEPKATEIbHOM YacTh JOKYMEHTA, UX NepeueHb U TpeOOBaHUs
K 0()OpMJIEHHUIO.

9. XapakTepuCTHKa PEKBU3UTOB O(OPMIISIONIEH YacTH TOKYMEHTa, UX IepeueHb U TpeOOBaHUs
K 0()OpMIIEHHUIO.

10. brmank pokymeHTa, BHJbl OJIAHKOB OpraHU3allMOHHO-PACHOPSAUTENIBHBIX JIOKYMEHTOB.
TpeGoBanwmst Kk 6J1aHKaM, pa3MepsI MMoJIeH OJIAHKOB.

Tembl pedeparon (P-2):

1. OpranuzannoHHbIE TOKYMEHTHI, UX Ha3HaueHUE U poJib. OCHOBHBIE BUJIbI U OOIIME MpaBuiIa
odopMIICHHUS.

2. O0mas xapakTepucTUKa JOJKHOCTHOW MHCTpyKUuu. OnpeneneHue, CTpyKTypa coaepKaHus,
nopsi10K 0(pOpMIIEHUSI M OCHOBHBIE PEKBU3HUTHI JOKYMEHTA.

3. lraTHoe pacnucanue. OOIas XapakTepUCTUKA JOKYMEHTa; (opMa UCIOJIHEHUS, CTPYKTypa
coJiepKaHus, MOPSI0K 0OPMIIEHHS U PEKBU3UTHI TOKYMEHTA.

4. PacniopsiauTenbHbIE JTOKYMEHTHI, MX Ha3HA4YeHUE M pPOJIb B ymnpaBieHUH. OCHOBHBIC BHIBI
pacropsAUTENbHBIX JOKYMEHTOB U 00IIKe MpaBuiia 0(hOpMIICHHUS.

5. Ilpuka3 no ocHOBHOM nesTenbHOCTH. CTPYKTypa TEKCTa MpHKa3a, MOPSJ0K €ro pa3paboTKu U
npaBuiIa opOpMIICHHS PEKBU3UTOB. Brinucka U3 npukasa.

6. Pacnopsixenue. CTpykTypa TeKcTa, IpaBuiia 0popMIIEHUSI PEKBU3UTOB.

7. VYkazanue. OOmas XapakTepUCTUKa JIOKyMEHTa, CTPYKTypa €ro TeKcTa, MOpSAOK U
0COOEHHOCTH 0(hOpMIIEHUS, PEKBU3UTHI yKa3aHUSI.

8. HpopmalinoHHO-CIIpaBOYHbIE TOKYMEHTBI, UX Ha3HAYeHUE U POJib B yrpaBiieHHH. [lepeueHb
OCHOBHBIX BHJOB MH(POPMAIIMOHHO-CIIPABOYHBIX JOKyMeHTOB. OO0mme TpeOoBaHUS K
0(OPMIICHHUIO.

9. Axt. OOmasi xapakTepuCTHKa JOKYMEHTa, CTPYKTypa TEKCTa, NOpSAJOK pa3paboTKu H
o(opmIIeHUS PEKBU3UTOB aKTa.

10. IlpoTtokon. OOmiast XxapakTepUCTUKa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSA0K pa3paboTKu U
oopmIIeHHs PEKBU3UTOB IIPOTOKOJIA.

11. JloknanHas, oObsicHUTeNbHas 3amucka. OOmas XapaKTepUCTHKA JIOKYMEHTOB, MOPSAIOK
oopMIIeHHS PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

12. CmpaBka. Bugel cnpaBok OOmas xapaKTepuUCTHKa JOKYMEHTAa, PEKBU3UTHI CIIPaBOK,
0c00eHHOCTH 0(OPMIICHUS.

13. CnyxeOHoe mucbMo. Bunpl nucem. CtpykTypa, mopsaok odopmieHus, TpeOoBaHUS K
MUCHhMY, PEKBU3UTHI TCHMA.



42

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

15. IokyMeHTHI 110 TUYHOMY cocTaBy. [lepeuenp 1okyMeHTOB. OCOOEHHOCTH STHX JIOKYMEHTOB.
16. OdpopmieHne KaapoBbIX MPUKA30B, BHINKUCKA U3 IPUKa3a.

17. OpopmiieHue 3asBieHus, aBTOOUOTpaduu, XapaKTePUCTUKH, PE3IOME.

18. Tpynoas kamkka. [IpaBuna ohopmiteHHS TPYIOBBIX KHIKEK.

Tembl nokaanos (-1):

1. HokymeHT0060p0T. OCHOBHBIE 3TAIBl JOKYMEHTOO00POTA.

2 Texnonorust pabOTHI ¢ BXOASIIUMH JOKYMEHTAMH.

3. TexHnonorus 06pabOTKHU BHYTPEHHUX U UCXOMSIINX TOKYMEHTOB.

4. Peructpanus JOKyMEHTOB U KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTOB.

5. HomeHnkuatypa aen Ha npeAnpusatuu, opMupoBaHue u ohopMIIeHHE JIeI.

6. ITonroroBka JOKYMEHTOB Ha apXUBHOE XPaHEHHUE.

7. Moaenu 31eKTpOHHOTO JOKYMEHTO000pOoTa B OaHKeE.

8. YnpaBieHue 31€KTPOHHBIM JOKYMEHTOO0OPOTOM.

IIpumepHbIe o1lleHOYHBIE CPeACTBA ISl IPOBEACHUSI HPOMENHCYMOUHOI ATTECTAIUH

BOl'lpOCl)I AJIS MOATOTOBKH K 32a49€TYy € OIIEHKOM MO JUCIHUILJINHE «I[OKyMeHTaIII/IOHHOC
odecmeueHue YupaBJieHus»

1. CoBpeMeHHOE TroCyIapCTBEHHOE PEryJIMpOBaHUE JEJIONPOU3BO/ICTBA.

2. CocraB pexBuzutoB 'OCT P 7.0.97 - 2016. IlpaBuna odopmieHHsT OTACIBHBIX
PEKBU3UTOB.

3. YcraB: conepaHue ycTaBa; crieiu(rKa yCTaBa; BU3UPOBAHUE, YTBEPKICHHE.

4. TlosnoxeHue: TEKCT MOJIOKEHUS; BASUPOBAaHUE, YTBEPKICHHE.

5. JlomKHOCTHAsi MHCTPYKIIHS: TEKCT, BU3UPOBAHUE, YTBEP)KICHHE.

6. IlraTHOe pacnucaHue: onpenaeneHue, ohopmiIeHHE, OIHCh.

7. JloroBop: ompejesieHue, CoaepKanue, 00si3aTeIbHbIE JIEMEHTHI I0TOBOPa

8. Ilpukaz 1o OCHOBHOW JEATENBHOCTH: OIpelesieHue; odopMieHne MpHKasa;
o0s3aTenbHblEe PEKBU3UTHI; CTPYKTypa IpHKa3a (3arojoBOK, TEKCT); odopmiieHue NpuKasa;
oopmieHre TPUIOKEHUH K TNpHKa3y; BU3UPOBAaHUE, PEJAKTHPOBAHME, PACCHUIKA, MOAIMMUCH,
MapuIpyT.

9. Pacnopspkenue: onpezaeneHue, ohopMiIeHuUE.

10. TTocranoBneHUE: COCTaBICHHUE U OhOpMIICHHE.

11. Pemenue: oTIM4Me peLICHUs OT OCTAHOBJICHUS.

12. CrpaBka: BHEUIHsIsS, BHYTPEHHSA. TEKCT CIpaBKy.

13. AKT: pa3HOBHJIHOCTH aKTOB, CTPYKTYypa aKTOB.

14. TIpoToko:i: BUIBI MPOTOKOJIOB 3aCEaHUi; CTPYKTypa MPOTOKOJIA; JaTa MPOTOKOJIA.

15. Joxmnamuas 1 oObsicHUTEIbHAS 3anUCKU. City)keOHOE MUCHMO.

16. Ilpukassl O JIMYHOMY COCTaBY: OIpeieieHne; 0(hOpMIICHUE; CTPYKTypa MPHKa3a.

17. JIuuHoe neno: onpeneneHue, coaepkaHue, opopmieHne, 00s3aTeNIbHbIE 3JIEMEHTHI
JMYHOTO JeTa.

18. OcHoBHBIE MpaBUIIa OPraHU3aMH JOKYMEHTO000pOTa B OaHKe.

19. Ilpuem, 0O6paboTKa U pactpeeNieHHe MOCTYMAOIINX TOKYMEHTOB.

20. Tlopsaok HampaBiIeHUs HA UCTIOJIHEHUE U Pa0OThI HCIIOTHUTEINS C IOKYMEHTaMH.

21. TIpaBuia 0OpaOOTKH HCXOAIINX JOKYMEHTOB.

22. Mojenu 31eKTPOHHOTO IOKYMEHTO000pOoTa B OaHKE.

23. YnpaBieHHe dJIeKTPOHHBIM JOKYMEHTOOOOPOTOM.
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IIpuMepHbIe NpakTHYeCKHE 3aJaHNsl (OLIEHOYHbIE CPEICTBA), BBIHOCMMbIE HA 3a4eT
C OLIEHKOM

Ilpakmuueckoe 3a0anue 1.

CocraBbTe CHpaBKy O BEJIMYMHE CpPEIHEH 3apa0OTHOW IJaThl 3a roj IS MOTyYSHHS
KOMIIEHCAIIMH Ha OIIaTy Kuibi. OCTallbHbIE TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 2.

CocraBpTe mpuka3z 00 ocBoboxaeHun Bac ot pabotsl B [TAO Kb «POCI'OCCTPAX-
BAHK)» B cBs3U ¢ Iepee310M Ha HOBOE MECTOKUTEIILCTBO.

Ilpakmuueckoe 3a0anue 3.

CocTtaBpTe  KpaTKMil  NIPOTOKOJ  COBELIAHUS  CHEHUAJIMCTOB  OaHkKa  OTAena
CTPaTEerMuecKoro IJIaHUPOBAaHUS, Ha KOTOPOM OBLI PAacCMOTPEH BOMPOC O JIOCPOYHOI
pa3paboTke 1uiana pasputus O6anka Ha 2019 rox. [locie oOcykeHUs Ha COBEIIAHUU MPUHSIIO
pelieHue paszpaboTaTh IJIaH Ha JECATh JHEW paHblIe YCTaHOBJIEHHOro cpoka. OcranbHble
JTaHHbIE YKA)KUTE CaMOCTOSITENILHO.

Ilpakmuueckoe 3a0anue 4.

CocraBbTe NpHKa3bpl: a) O MpUEME Ha pabdoTy HaYaJIbHUKOM OTAENa MO padoTe C
busznueckumu nuuamMu  3aiineBy A.A.; 0) o0 YBOJIbHEHMHM MEPEBOJOM B Jpyroil OaHkK
MengeneBy B.P. Henocraromue peKBU3NUThI YKA)KUTE CAMOCTOSTENBHO.

Ilpakmuueckoe 3a0anue 5.

CocraBpTe  JIOKJAAHYIO 3amucky Oyxramrepa Tumommuoi W.II.  rnaBHOMY
oyxrantepy ITAO Kb «Co6ep6ank» babuueBy H.IT. or 15.03.19 r. o BbIIOJIHEHHMH INpHKa3a
yrnpagisitomero 6aakom Ne 92 ot 12.01.19 1. «O cocrosHUU OyXTajaTepcKOro ydera Ha
cTpouTenbeTBe 0a3bl oTAbIxa Ha Kypckoii kocey. B mpukasze ObutM ykazaHbl KOHKPETHBIE CPOKH
JMKBUIALIUU HEIOCTATKOB, 0OHApYXeHHBIX B ssHBape 2019 roga. B nokmaaHoi 3anmcke TOKHO
OBITh OTMEYEHO BBINIOJIHEHWE BCEX IIYHKTOB TMpUKa3a, 3a MCKIIOYEHHEM IYHKTOB 00
OpraHM3alMy PaBHOMEPHOW €XEIHEBHOW clayu pabouMMu HapsaoB Oyxrantepy. BeisBieHo,
yro 25 deBpans 2019 roga O6puto cmaHo Toiabko 35,2% Bcex HapsiioB. OcTanbHBIC HaPSAbI
caanbl 1 mapra. Ilo rpaduky cpok cliauu MociieJHUX HapsI0B 3a MPOLLIbIA MECSI] YCTAHOBJIEH
IIEPBOrO YKCIIa Cleayomero Mecsana. OcraiabHble JaHHBIE YKAKUTE CAMOCTOSITEIIBHO.

Ilpakmuueckoe 3adanue 6.

CocraBbTe XapaKTEPUCTHKY-PEKOMEHJIAIMI0 Ha paOOTHHMKAa Bamero OaHka Ul
noctymiieHus ero B acnupantypy ®I'’AOYBO «b®Y um. 1. Kanrar.

Ilpakmuueckoe 3adanue 7.

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

Ilpakmuueckoe 3a0anue 8.

CocraBpte u oopmute Tenerpammy IIAO Kb «Poccenpxozbank»y OOO «Kpuctamm»
0 IIOJIHOM OTKa3€ OT OIUIAThl 33 MOCTYNHBILYIO NPOIYKIUIO, B CBA3HM C TEM, YTO 3TA IPOAYKIIHS
He Obuta 3aka3aHa. OcTajabHble PEKBU3UTHI YKaKUTE CAaMOCTOSTENBHO.

Ilpakmuueckoe 3adanue 9.

CocTaBpTe JOKJIQIHYIO 3alUCKy cekperaps-pedepenta ympasistouiero [IAO Kb
«QHeprorpancbank» 06 yrepe kaccupom PriounbsiM C.M. mucbMa-3ampoca, MOCTYNMBIIETO B
aapec 0aHKa TpH Mecslla Hazal.

Ilpakmuueckoe 3a0anue 10.

Hanumwure 3asBieHre o0 NpeaoCTaBI€HUU BaM aJAMHHHCTPATUBHOIO OTIIyCKa IO
ceMelHBIM 00cTosATENbCTBAaM. OCTaIbHBIE PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

Ilpakmuueckoe 3a0anue 11.

Hanummre aBroOmorpaguio, HEOOXoauMyro st o(opMIIeHHS JOKYMEHTOB IpH
MOCTYIJIEHUU Ha paboTy B OaHK.

Ilpakmuueckoe 3a0anue 12.

CocraBere u odopmure npukaz no ITAO Kb «bank ABanrapa» o0 obecrieueHHH
MOKapHOW 0€30MacHOCTH U YCUJICHUH OXpaHbl OaHKa. B KoHCTaTupyroliel yacTi COIUINTECh Ha
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OIMAaCHOCTh TEPPOPUCTHUECKUX AKTOB U YKWKHUTE IeJb oOecredyeHus Oe30MacHOCTH JoJeH U
COXpaHeHHe MMyllecTBa. B pacnopsauTtenpHOW yacTu ciegyeT o0s3aTh HadalbHHMKA OXpaHbI
K.JI.LKomknHa ycunuTh NponyckHOM pexuM. OcTajabHble JAHHBIE YKAKUTE CAMOCTOSATEIBHO.

Ilpaxmuueckoe 3a0anue 13.

CocraBbTe TpUKa3 O mepeBoje Ha paboTy BHyTpH OaHka. OcTajbHBIE PEKBU3HTHI
YKa)KUTE CAMOCTOSITEIBHO.

Ilpakmuueckoe 3a0anue 14.

Odopmure 3anuchk B TPyJOBOH KHHXKE OO0 YBOJBHEHHH Bac: a) IO COOCTBEHHOMY
KeNnaHuio; 0) B CBSA3M C JMKBUAALMeH OaHKa; B) B CBSI3M C HECOOTBETCTBHEM BBINOJIHAEMON
paboThI MPeIbABIAEMBbIM TPEOOBAHUAM, BCIEACTBUE HEJOCTATOYHOM KBATU(HUKALHH.

Ilpakmuueckoe 3a0anue 15.

01.12.19 r. momxHO cocrosThesa coOpanme Kammnunrpanackoro ¢umana [TAO Kb
«OTKPBITHUEY». 'onoBHOM OaHK HAIMpaBsIET CBOETO MPEICTABUTENS AJIs yIaCTUSI B COOpaHUU.

3aganue: CocTtaBbTe€  TEJIErpamMmy 0 MPUOBITUN npencrasutens [IAO Kb
«OTKPBITHUEY, BxitouuB npocs0y 0 OpOHUPOBAHUU B OAHOI M3 TOCTUHHII TOpoJa 1-MecTHOTO
HOMeEpa «IKKC» Ha UM npeacraButena Ha nepuoa ¢ 01.12.19 r. mo 03.12.19 1.

Ilpakmuueckoe 3adanue 16.

CocTaBbTe JOKJIAJHYIO 3alMCKy O IPUYMHAX HECBOEBPEMEHHOI'O IPEJICTaBICHHUS
UHPOpPMALMKM O BBIINOJIHEHUU YIpaBisioniero 0ankoM. OcCTajgbHBIE PEKBH3HUTHI YKAXKHUTE
CaMOCTOSITENIBHO.

Ilpakmuueckoe 3ad0anue 17.

CocTaBbTe HpPOEKT KOHTpaKTa MO HaiiMy, olulareé W YyBOJbHEHHH Bac. OcTajibHble
PEKBHU3UTHI YKOXKUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 18.

Vpasstomuii [IAO KB «Pycckuit Crannapr» HNpUHSUT pELIEHHE O MPUEME HOBOIO
COTPYAHHUKA B OTJeN cOeperareibHbIX ONEpalii Ha JIOJDKHOCTh  «CIELHaIuCcTa OTherna
coeperarenpHbix onepauuii ». Mexay ITIAO Kb «Pycckuit Ctangapt» U CHEIUAINCTOM
3aKJII0YEH TPYI0BOM J10TOBOP.

3amanue: B ponm  coTpynHHMKAa — KaapoOBOW  CIYXKOBI  TMOATOTOBBTE  IPOEKT
JIOKyMEHTa COOTBETCTBYIOIETO CUTYaIUH.

Ilpakmuueckoe 3ad0anue 19.

Vnpasmsrommuit [TAO Kb «Jloko-0aHk» NpUHSI pelleHHe O MpHeMe Ha paboTy
OMBITHOTO CIIEMAINCTA MO0 paboTe ¢ LEeHHbIMU OyMaramMu C COJHMAHBIM CTakeM paOoThl Ha
JIOJDKHOCTB «HadalbHHUKA OT/ENa IIEHHBIX Oymary.

3ajanue: B ponm cneumanucta  KajapoBod  ciykObl.  IlogroroBpTe  MpOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

Ilpakmuueckoe 3adanue 20.

CocraBbTe 1 opopmuTe npukas 06 utorax padbotsl ¢ fokymeHtamu B ITAO Kb «BTbB 24»
B MpolleAameM roay. B KoHcTaTupyromeld 4acTH yKakKUT€ Ha WTOTHU aHajliu3a, BbISIBUBLIME
HU3KYI0 TpeOOBaTENbHOCTh PYKOBOAMTENEH MOJApA3/eeHuil K KayecTBY IOATOTOBKH
JOKYMEHTOB M KOHTPOJIO 3a MX HCIOJHEHHWeM. B pacnopsauTenbHOM YacTH mHOpyduTe
PYKOBOJIUTENSAM  TOJApa3AeieHUi YCWINTh TpeOOBaTENbHOCTh K KadyecTBY paboOThl C
JTIOKyMEHTaMH, a pykoBoauTento otaena JJOY pazpaborath Mepsl MO YIyUIIEHUIO ATOM PabOTHI.
OcTasibHbIE JTaHHBIE YKA)KUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 21.

CocraBbre U odopmure npukas no [TAO Kb «OTII BAHK» o mpueme Kynemooit
Hunpl CepreeBHbl Ha MOCTOSHHYIO pa0OTy CHELMATMCTOM KpeAUTHOro otaena. Pazmep okiaga
coctaBisger 55 Teic. py0. OcHOBaHWMEM ISl M3AaHUS TpUKa3a MOCTYXXUJIM 3asBICHUE
H.C.Kynemosoii u tpynosoi gorosop Ne 28.

Ilpakmuueckoe 3a0anue 22.

CocraBbre u opopmure npukaz no [TAO Kb «Pychunanc bank» o6 yBonbHEHUH IO
cOoOCTBEHHOMY JKEJIaHHIO crenuanucTta BamtoTHoro otnaena Kucenesa JImutpusi CepreeBuya B
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CBSI3U C BBIXOJIOM Ha TeHcuio. Ha mpuka3e UMeroTcst BU3bI INIaBHOTO OyXrajiTepa U HayalbHUKA
otnena kanpoB [IAO Kb «Pycdunanc banky.

Ilpakmuueckoe 3a0anue 23.

CocraBpTe M 0O(pOpMHUTE MUCHMO-OTKa3 mnosurpaduueckoro mnpennpuatus «IloGena»
(O00) ITAO Kb «bAHK 3EHUT» no Bompocy BBIIIOJIHEHUS 3aKa3a HA U3TOTOBJICHUE OJaHKOB
ydeTa U OTYETHOCTH. [IpmumHONM OTKa3a SBWJIACH PEKOHCTPYKIMS IE€YAaTHOTO IeXa, KOTopas
IPOJUIMTCSA A0 KOHIIA IEPBOTO MOIYTOJUs; APYTU€E JAHHBIE YKAXUTE CAMOCTOATEIBHO.

6.2. MeTonnueckune MaTepuaJibl
6.2.1. MeToanyeckue yKa3zaHus A5 00y4aIOLIUXCS 10 OCBOCHHIO THCIMIIIMHBI

Meroanueckue pEKOMEHJAUMU 110 HW3YYEHUIO JUCLMIUIMHBL  «JlOKyMEHTallMOHHOE
obecrieyeHre yINpaBJIEHUS» IPEICTaBIsAeT COOOH KOMIUIEKC PEKOMEHAAUUN U OObSICHEHHH,
MO3BOJISAIOMMX O0YYaIOIUMCST ONTHMAJIbHBIM 00pa3oM OpraHU30BaTh IMPOLECC H3YUYCHUS
JAaHHOW JUCLIUILINHBIL.

B cTpykType yueOHOro miaHa coeruajucTOB OTBOJUTCS HA CAMOCTOSITENIbHOE U3YUEHHE
JTAHHOM JUCUUIUIMHBL 16 "aca, KOTOpble pacnpeieeHbl Ui MOArOTOBKH K 3a4eTy C OLIEHKOI.

Jl1 ycriemmHoro yCBO€HHMsI JaHHOM JTUCIUILIMHBI 00Y4aroIUnics JODKEH:

1. Ilpocaymare Kypc JeKUui M0 JaHHON JIUCLUILIMHE.

2. BBINONHUTH BCE 33]aHNs, pAaCCMAaTPUBAEMbIEC Ha MPAKTHUECKUX 3aHATHIX.

3. BbINOIHUTE BCe JOMAIIHUE 33/1aHus, 10JIy4aeMble OT MPEroaaBaTes.

4. T1oAroTOBUTHCA K 3a4ETy C OILICHKOM.

CroBapb TEpMUHOB 00Y4YaIOLINICA MOXKET MOMOJIHATh B X0/1€ U3YYEHUS JJONOJHUTEIbHON
JUTEpaTyppl WIM BHOCUTb B HErO T€ TEPMHUHBI, KOTOPBIE BBI3BIBAIOT y HErO 3aTpPyJHEHHUs B
ycBoeHud. Ilpu moaroroBke K 3adeTy C OLEHKOH 0co00oe BHUMaHME ClleAyeT OoOpaTuTh Ha
CJIEIYIOIIE€ MOMEHTHI:

1. BelyuuTs ompeesieHusl BCeX OCHOBHBIX MOHSATHH.

2. [IpoBepuTh CBOM 3HaHHWS C IOMOIIBIO TPUMEPHBIX BOMPOCOB, MPAKTUYECKUX U
TECTOBBIX 3aJaHUM.

6.2.2. Meroanyeckue pPeKOMEHIAUMH MO OCBOCHHMIO JIEKIMOHHOIO0 MaTepHasa 1o
AUCIHHUIJIMHE 1JI51 00y4aI0IMXCA

3audaTus JICKOUOHHOI'O THUIIA HOarT 06yanOIHHMC$[ CUCTCMATU3UPOBAHHBIC 3HAHHUA O
HauboJee CIOXKHBIX U aKTYalbHBIX MpoOIeMax M3ydaeMoW TUCIHUIUIMHBI «J/[OKyMeHTalnoHHOe
obecrieueHre ypaBICHU».

Ha neKkIuoHHBIX 3aHATHUSX, OOy4arouluecs JJOJDKHBI BHUMATEIbHO BOCIPHUHUMATH
Marcpual, HOI[FOTOBJ'IGHHI)H\/’I npenoaaBaTeji€M, MBICIIUTD, I[O6I/IB&TI)C$[ IIOHUMaHHWA U3Yy4acMOoro
npenmera. [lpu »ToM oOydaromuecs JODKHBI BECTH KOHCHEKT AUCHUIUIMHBL. Ecmu
00yJarOIIUICS TPOSBISET HEJOMOHUMAHUS 10 KaKOH-THOO YacTH MpeJMeTa, TO €My CIeayeT
3a/1aTh BOMNPOC TMpernojaBaTento. Takke B Mpolecce JIGKIHMOHHBIX 3aHATUH O00ydYaronumcs
H606XOI[I/IMO BBITIOJIHATE B KOHCICKTAaX 3aJaHHsd, KOTOPLIC Ipcajlaract HNpenoJaBaTciib B
polecce MoAauu TEOPETUUECKOTO MaTepHaia.

6.2.3. Meroanyeckne peKOMeHAAlMH 1O TMOArOTOBKe OOy4amomuxcss K
CEMHUHAPCKUM 3aHATHAM M0 TUCHUIIJIMHE

Jns  ycmemHoro ycBOEHHS — JUCHUIUIMHBI  «JloOKyMeHTanumoHHOe oOecredeHue
yIpaBJIeHUs» O0yYarOIUNACS JODKEH CUCTEMAaTHYEeCKU TOTOBUTHCS K CEMUHAPCKUM 3aHSATHSIM.
Jl1s 3TOr0 HEOOXOIUMO:

1) NO3HAKOMHUTBCS C ITAHOM CEMHHAPCKOTO 3aHATHS;
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2) M3YYUTh COOTBETCTBYIOIIME BOIIPOCH! B KOHCIIEKTE JICKIIUIA;

3) OTBETHTH Ha BOIIPOCHI, BHIHECEHHBIEC Ha 00CYKICHHUE;

4) cUCTEeMaTUYECKH BBIMOIHATD 331aHUsI IPENOIaBaTelIs.

B xozxe cemuHapcKuX 3aHATHIA 00ydaromyecs 1Mo pyKOBOJICTBOM HPENOAaBaTEs MOTYT
paccMOTPETh Pa3InYHbIE TOYKU 3PEHHUS CIIEHUAINCTOB IO 00CYX/1aeMbIM IpoOIeMam.

CemuHapckue 3aHATHS 10  JUCHUIUIMHE  «JlOKyMEHTalmoHHOe  oOecredeHue
YIIPaBJICHUS» MOTYT MPOBOJUTHCS B PA3TUYHBIX (POpPMaAX:

1) ycTHBIC OTBETHI Ha BOIPOCHI IPEHOAABATEIIS 10 TEME CEMUHAPCKOTO 3aHSTHS;

2) MUCHMEHHBIC OTBETHI HA BOIIPOCHI MIPENOIaBaTEIs;

3) rpynmnoBoe o0CYXAEHHE TOW WM WHOH MPOOIEeMbI M0/ PYKOBOACTBOM M KOHTPOJIEM
IperoiaBaTe’s;

4) 3acimymuBaHUs U 00CYXKJCHUE PE3eHTALN, pedepaToB, TOKIAI0B.

5) BBINOJIHEHHME NPAKTHYCCKUX 33JaHUI;

6) pelieHHE TECTOBBIX 3aaHHM.

[ToaroToBka K CEMHUHAPCKUM 3aHATUSAM JOJDKHA HOCHTh CHCTEMATHYECKHU XapakTep.
OTO MO3BOJHUT O0OYUYAIOIIEMYCS B TIOJIHOM O0OBEME BBITIOIHUTH BCE TPEOOBAHUS MPENOAaBATENS.
Jnsa  nomyuyeHuss Oosnee TIyOOKMX 3HAHMW OOy4aromIMMCST PEKOMEHIYeTCs U3ydaTh
JIONOJHUTEIBHYIO JTUTEPATYpPy (CIHUCOK MPUBEAEH B pabodeli mporpamMMe 1o JUCHUILIHHE).

6.2.4. MeToan4yeckne yKa3aHus 1o NoAroToBKe K NpPOMe:KyTOYHOI aTTecTAlMU

IIpomexxyTouHass —aTrTecTranust sBJIsETCSs UTOroBoil  (opMOH  KOHTpOJs  3HAHUH
o0ydJaromierocs, CnocoooM OLIEHKH pe3yIbTaTOB €ro y4eOHOU AesTenbHOCTH. OCHOBHOU 1ENBIO
IIPOMEXYTOUHOM  aTTecTallMM  sABJIAETCA IPOBEpPKa CTENEHU YCBOEHUS  IOJYyYEHHBIX
00ydJaronMcs 3HaHUM ¥ UX CHUCTEMBI.

JUis ycnemHol caayu NpoMeXXyTOYHOM aTTecTallud HEOOXOIUMO MPOJIEMOHCTPUPOBATh
pa3yMHOE coOdYeTaHHE 3HAHWS K TIOHUMaHMsA ydeOHOro Matepuana. Ha mnpomexyTodHOi
aTTeCTalluy MPOBEPSAETCS HE TOJIBKO MEXaHMUYECKOE 3allOMMHAHUE O0YYaroLUMCs HU3JI05KEHHOH
uH(poOpMalld, HO U €ro CHOCOOHOCTh €€ aHaJIU3UpPOBaTh, C IOMOIIBIO 4YEro OOBSACHSATH,
apryMeHTHpOBaTh U OTCTauBaTh CBOKO MO3UIIMIO.

K npomexyTouHOl aTTecTanuu 1enecoo0pa3Ho FOTOBUTHCS € CaMOro Hadajia y4yeOHOro
IIUKJIa, TIOCKOJIBKY TOJIBKO CHCTeMaTH4ecKas MOJroTOBKAa MOXET 00ecneunTh (GOpMHUPOBAHUE Y
oOyuyarolerocsi KaueCTBEHHbIX CUCTEMHBIX 3HaHUI.

IIpy moAroToBKE K MPOMEKYTOYHOW aTTECTAllMU CIEAYET IOJIb30BATHCS KOMILIEKCOM
Pa3IUYHBIX MCTOYHHUKOB - HE TOJIBKO KOHCIIEKTAMHM JIEKLIMH, MaTepuajaMHu IO MOATOTOBKE K
CEeMMHApCKUM 3aHATHSAM, HO TakXke W y4yeOHOM, Hay4dHOH, cnpaBouHOW suTepaTypoi. s
WUTIOCTPAllMM  HOBEHIIMX TMPUMEPOB TOTO WJIM MHOTO SIBJICHHMS MOXKHO HCIOJIb30BaTh
3aCIy’KMBAIOLIIE JOBEPHS CPeJICTBA MAcCOBOI MH(OpMAIIH.

Haubonee pacnpoctpanéHHON OMMUOKONW OOYYAIOIMIUXCS SIBISAETCS HCIOJIb30BaHUE
TOJILKO OJIHOTO Y4eOHOI'0 MOCOOMS B KauecTBE €IMHCTBEHHOTO MCTOYHMKA JUJIsl MOJATOTOBKH K
IPOMEXYTOUHOM aTTectauuu. [laxke ecnu Takod y4eOHUK HamMcaH KOJIJIEKTUBOM aBTOPOB, OH
OTpa)kaeT TOJBKO OJ[HY, B KOHEYHOM cuéTe, CYObEKTUBHYIO TOUKY 3pEHHsA. Mexay TeM,
oOyuaromuiicst (1axe eciii OH pa3leNseT JaHHOE MHEHHUE) OJIKEH YMETh CTPOUTh CBOW OTBET
HE Ha ero Inepeckase, a C OMOpPOW Ha HEro, apryMEHTUPYs NPU HEOOXOJIUMOCTH CBOM OTBET, B
TOM YHUCJIE MYTEM KPUTUKU UHBIX TOYEK 3PEHUSI.

[IpenogaBatens BOpaBe NpU NPOBEAEHUM IPOMEXYTOUHOM aTTeCTallMM  3a/aTh
oOyuJarolemMycst HaBOsIIIKe, YTOUHSIOIINE U IONOJHUTENbHbBIE BOIIPOCHI B paMKax Ouiera.

OCHOBHBIMU  KpUTEpPHUSIMHM, KOTOPBIMH  IIPENOJABaTElb PYKOBOACTBYETCS  IIPHU
MIPOBEJICHUH MPOMEKYTOYHON aTTeCTAllUU IPU OIIEHKE 3HAHUI, SABIIAIOTCS CIENYIOIIHE:

— COOTBETCTBHUE OTBETa 00YYaroIerocsi TeMe BOIIPOCOB;

— yYMEHHE CTPOUTH OTBET IOJHO, HO JIAKOHWYHO C aKLIEHTOM Ha Haubojee Ba)KHBIX
MOMEHTAax;
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— CTENEeHb OCBEJOMJIEHHOCTH O HayYHbIX U HOPMATUBHBIX UCTOYHUKAX;
— YMEHHE CBSI3bIBaTh TEOPHUIO C IPAKTUKOM;

— TpUBEJCHHE KOHKPETHBIX IPUMEPOB, OCOOCHHO, HanboJiee MO3THHX;
— KyJbTypa peuH.

6.2.5. PexkoMeHJalUM MO TNPOBEIEHUIO Y4YEeOHBIX 3aHATHI C OOyYAHIIUMHCH C
NpUMeHeHHeM JJTeKTPOHHOT0 00yUeHHsI U TUCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOJIOT Wil

JUia mpoBeneHMs] KOHTakTHOM paboThl oOyuwaromuxcsi ¢ mnpenonasarenem AHITOO
«KKY» ¢ mnpumeHeHHEM »3JIEKTpPOHHOI'O OOY4E€HUS U JUCTAHLIUOHHBIX 00pa30BaTENIbHBIX
TEXHOJIOTUH  ompefesieH HaOoOp AJIEKTPOHHBIX PECYpCOB U NPUIIOKEHUH, KOTOpHIE
PEKOMEHYIOTCSI K MCIIOJIB30BaHMIO B 00pa3oBaresbHOM Ipouecce. OOpa3oBaTenbHbI MpoLecce
OCYILECTBIISICTCSI B COOTBETCTBHHM C pacrucanueM yueOHbIx 3ansatuii 2023/2024 yyeGHoro rona,
pa3sMelEeHHbIM Ha O(hULIMAIBHOM caiiTe KoJuIeKa.

Opranuzanus 00pa3oBaTEIHLHOIO MPOIEcca OCYIIECTBISIETCS Yepe3 JIMYHbIM KaOMHET Ha
opunumansHoM  caiite koiutemka. IlpermonaBaTens B 3JEKTPOHHOM — JKypHajue  AJs
COOTBETCTBYIOILIEH y4eOHOM Trpynmbl YykasblBaeT TeMmy 3aHsATHS. llpukperuisier ydeOHble
MaTepHuaibl, 3aJaHUsl WM CChUIKM Ha 3JEKTPOHHBIE PECypChl, HEOOXOAUMBIE JUIsI OCBOEHUS
TEMBI, BHITIOJTHEHUS JIOMAITHUX 33aHUH.

ANropuT™M JUCTAHIIMOHHOI'O B3aUMOJICHCTBUS:

1.1. Jlnst oOecrneyeHHs AWCTAHIMOHHON CBSI3M C OOYYaOIIUMKCS TPENoJaBaTeib
B3aUMOJICHCTBYIOT C OOydarouMMHCs TIpynn B 3iekTpoHHOH minatgopme Cdepym, nubdo
HOCPE/ICTBOM KOPIIOPATHBHOMW 3JIEKTPOHHOM mouThl (1omeH @kku39.ru).

1.2. B cdopmupoBaHHbIX Tpymmax oOydaromuxcss Ha miaatrgopmax (CM. BBIIIE)
MPEnoiaBaTelib JOBOJAUT O 00yUaOIUXCs HHPOPMAIUIO:

— 00 anroputme paszMelieHuss HHpopMmauuu o0 ydyeOHBIX MaTepualax U 3aJaHMsIX Ha
3JIEKTPOHHBIX pecypcax KoJuleaxKa.

— HWHIUBHIYaJbHBIM  TpadUK  KOHCYJABTHPOBAHWS  OOydYalommxcs, B  T.4O.
JTUCTaHIIMOHHOM (hopmare.

1.3. OGyuaronuecss BBINOJHSIOT 3aJlaHHe, B COOTBETCTBUHM C paclUCaHMEM Y4eOHBIX
3ansaTui B popmate JIO 1 npegocTaBisitOT UX B JIEKTPOHHOM (hopMe Ha IEKTPOHHBIN pecypc.

1.4. OcymecTBlieHHE MOHUTOPHHIA BBINOJHEHHUS Y4YeOHOrO IJaHa M TMOCEIAeMOCTH
3aHATUI MPOUCXOIUT €KETHEBHO MPETIOIaBaTeNIeM Yepe3 AIIEKTPOHHBIE PECYPCHI.



