ABTOHOMHasi HEKOMMepUecKasi npogeccmoHanbHan o6pasoBaTe/ibHast

opraHusauus

«KANMMHVHIPAACKNI KONNELX YMPABTEHNSA»

YTBEPXIEHO

YyebHo-meTOAMYECKMM coBeTOM Konnepxa
MPOTOKON 3acefaHuns

Ne 65 oT 14.03 2024 T.

PABOYAA NPOIrPAMMA OANCUNTININHBI
JOKYMEHTALUMOHHOE OBECIIEHEHWE YTIPABJTEHNA

Mo cneymanbHOCTH
KBanndukayms

dopma 06yyeHus

Paboumnii y4ebHblil NiaH no

CneunanbHOCTY YTBepXKaeH
avpekTopom 15.02.2024 .

(Or1.09)
42.02.01 Peknama
CneynanncT no pekname

O4Has

KanuHuHrpag,



ABTOHOMHasi HEKOMMepYeckasi NpoeccuoHanbHas 06pa3oBaTe/ibHas
opraHusauus
«KaNMHVMHIPaACKnii Konneak yrnpasneHms»

et akTyanusaumm paboyeit nporpaMmbl UCLUNNHBI
Of1. 10 «OcHoBbI NpegnpPUHUMATENLCTBAY

CneymanbHocTb: 42.02.01 - «Peknamax»

B uensx akTyanmsauuMuM OCHOBHOM 06pa3oBaTe/lbHON MpOrpaMMbl BHECEHbI
cnepytowime nameHeHns/ 4ONOHEHNUS:

1 n. 52 JIMYeH3MOHHOe nporpaMMHoe ob6ecrneyeHne - npoBefeHa
aKTyanmsaums NMMLEH3NOHHOI0 NPOrpamMmMHOro obecrneyeHus.

2. n. 7.1. OcHoBHas# yu4yebHad nuTepatypa - MpPOBefdeHa aKTyanmsaums
OCHOBHOW y4e6HOW nnuTepaTypsl

3. n. 7.2. [ononHutenbHas YydyebHas nmTepatypa - MpPOBeAeHa
aKTyanmsaumns 4oNONHUTENbHON Y4ebHOW NuTepaTypsl

Pa3paboTymK: UWocTans O.B. 19 mag 2025 T.

M3meHeHUs (fononHeHUs) B paboyyro MporpaMmy pPacCMOTPEHbl M YTBEPXKAEHbI
Ha 3acefjaHMM y4ebHO-MeTOANYECKOro coBeTa, NPOTOKON Ne 78 oT 22 mas 2025 T.

COINMACOBAHO:

Pykosogutens OMNOI LLocTtans O.B.
HavyanbHUK

OTAena OLEHKM KayecTBa MNepensesa A.M.

20 mas 2025 .



ABTOHOMHasi HEKOMMepyeckas npogeccroHanbHas 06pasoBaTe/ibHas
opraHu3saums
«KanMHUHTPaACKMiA KONNeaX ynpasneHus»

Nnct akTyanusauumn paboyein nporpamMmmbl UCLUNINHBI
OrlM.C9 «[loKyMeHTaLUMOHHOE 06ecrneyeHmne yrnpaBieHns»
CneuunanbHocTb: 42.02.01 - «Peknama»

B uensx akTyanMsauum OCHOBHOW 06pa3oBaTe/IbHOM MporpamMmbl BHECEHbI
cnefyoLne nameHeHus/ [ONONMHEHWS:

1 n 52 JlMyeH3MOHHOE nporpammHoe obecrneyeHne - npoBefeHa
aKTyanusauus MMLEH3NOHHOT0 NPOrpaMMHOro obecrneyeHus.

2. n. 7.1. OcHoBHaaA yu4yebHada nuTepatypa - MpOBefeHa akTyanmsaums
OCHOBHOI y4e6HOM nuTepaTypbl

3. n. 7.2. [ononHutenbHad YydyebHaa nuMTepartypa - MpoBeAeHa
aKTyanusaumns 4onoNHUTENbHOW y4ebHOM nnTepaTypsl

Pa3paboTumK: WocTans O.B. 19 mag 2025 T.

3MeHeHUs (AonosiHeHUs) B paboyyro MporpaMmy pPacCMOTPEHbl M YTBEPXKAEHbI
Ha 3acefaHun y4yebHO-MeTOANYECKOro coBeTa, NPoTokos Ne 78 ot 22 mas 2025 T.

COI'MMACOBAHO:

Pykosogutens OMNOI LocTtans O.B.
HayanbHnK

0T/Aena OLeHKM KayecTBa < MNepensesa A.M.

20 mas 2025 T.
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JlncT cornacoBaHms pa6oyeit nporpammbl AUCLUUMNINHBI

Paboyasd nporpaMma  AMCUMMAUHBLI  «[JOKYMEHTaLMOHHOe obecrneyeHne  yrnpaBneHUs»
paspabotaHa B cootBeTcTBUM ¢ PIFOC CMNO no cneynansHoctn 42.02.01 Peknama,
YTBEPXKAEHHbIM  MpuKa3om MuHUCTepcTBa npocBeweHms Poccuiickoin  ®epepauyumn  oT
21.07.2023 r. No 552,

Paboyad nporpamMma [AWCUMMAUHBLI pacCMOTpeHa W ofJobpeHa Ha 3acefaHun Y4ebOHO-
METOLMYECKOro coseTa Konnemka, npotokon Ne 65 ot 14.03.2024 r.

PernctpaunoHHbIi Homep P - 15/24



CopepxxaHue

Llenn v 3agauym 0CBOEHUA AUCLUNINHLI
MecTo gucumnauHel B cTpykType OO

MepeyeHb NNaHUPYEMbIX pe3ynbTaToB 06yUYeHUS N0 AUCLUNINHE,
COOTHECEHHbIX C NNAHNPYEeMbIMUW pe3ynbTaTaMn OCBOEHMS
o6pasoBaTenbHON NPorpaMMmbl

O6bem, CTPYKTypa U CoAepXXaHne ANCUMMINHDI B 3a4€THbIX eAMHNLIAX C
yKa3aHWEeM KO/IMYeCcTBa aKaleMMYECKMNX YacoB, Bbl[ENEHHbIX Ha
KOHTaKTHYH0 paboTy obyuvarowmxca ¢ npenogasarenem (no smaam
3aHATUI) 1M Ha CaMOCTOSATE/IbHYHO paboTy 06yvaroLmxcs

MepeyeHb 06pa3oBaTe/IbHbIX TEXHOMOMMIA, UCMO/b3YEMbIX NPU
ocyLecTBNeHMM 06pa3oBaTeNlbHOr0 npoLecca no AMCUMNINHe, BKNOYas
nepeyeHb MNLEH3NOHHOTO NPOrPaMMHOro 06ecneyeHns, COBPEMEHHbIX
npoteccnoHabHbIX 6a3 AaHHbIX U MHPOPMALMOHHbIX CIPABOYHbLIX CUCTEM

OueHOYHbIE CPeacTBa Y METOAMYECKME MaTepUaribl MO UTOFaM OCBOEHUS
ANCUUNANHDI

OCHOBHasi U IONONHNUTENbHAs yue6Has nnTepaTypa v 9NeKTPOHHbIE
06pa3oBaTe/ibHble PecypChbl, HEOGX0AUMbIe AN OCBOEHUS AUCLMNHBI

[lononHnTeNbHbIE PECYPChbl MHPOPMALMOHHO-TENEKOMMYHUKALNOHHOW
CeTU «VIHTepHET» HeO6X0AMMbIE ANS OCBOEHUS AUCLUMVHBI

TpeboBaHWA K MUHUMaNbHOMY MaTepuasibHO-TEXHNUYECKOMY
obecneyeHuo, HE0BX0AUMOro A/ OCYLLEeCTBEHNA 06pa30BaTelbHOro
npouecca no gucumnanHe

MpunoxeHne 1 OueHOYHbIE CPeACTBa AN1A NPOBELEHNA BXOAHOTO,
TeKyLLero, py6e>xxHoro KOHTPONs U NMPOMEXYTOYHOW aTTecTaumm
06yuyaroLLMXCA MO AUCUUMNIMHE U METOAUYECKME MaTepuasibl No ee
OCBOEHUIO


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

1. Llenv v 3agaun 0CBOEHUS ANCLUN/IHbI

Llenamu v 3agavamMmyi OCBOEHUSA AUCLUNANHBI SBASETCA OCBOEHME YMEHUI W 3HAHWIA:

YMeHus:

- oopMnATb M NPOBEPATb  MNPaBWILHOCTL  OOPMIIEHWS  [OKYMEHTauum B
COOTBETCTBUWN C YCTAHOB/IEHHbLIMWU TPebOBaHUSAMM, B TOM YMUC/IE MUCMNO/b3YS MHHDOPMALNOHHbIE
TEXHOOrnK;

- NPOBOAUTbL aBTOMATM3NPOBaHHYIO 06paboTKy [AOKYMEHTOB;

- OCYLLeCTBNATb XpaHEHME ¥ MOUCK JOKYMEHTOB;

- MCNO0JSIb30BaTb TeNeKOMMYHUKaLMOHHbIE TEXHON0rnn B 3N1EKTPOHHOM
[IOKYMeHTO060pOTE;

3HaHuA:

- OCHOBHble MOHATUA: LUenu, 3afayvn U NPUHLMNLI JOKYMEHTALMOHHOIo obecneyeHuns
ynpaBneHuns:;

- CUCTeMbl JOKYMEHTALMOHHOIo 06ecrneyeHns ynpasieHns, X aBTOMaTm3aymio;

- Knaccugmkaumio OKYMEHTOB;

- TpeboBaHMA K COCTaB/IEHNIO N OPOPMIIEHNIO JOKYMEHTOB;

- opraHusauyuio AoKymeHToo6opoTa: npuem, 06pabOoTKy, perumcTpauuto, KOHTPOSb,
XpaHeHne LOKYMEHTOB, HOMEHKaTypy [en.

2. MecTto gucumnnuHbl B cTpyKType MIMCC3

YuebHaa nporpamma AUCUUNIUHBI «[lOKyMeHTaUMOHHOe obecneyeHne YyrpasieHNsa»
ABNAETCA YacTbio 06pa3oBaTeNlbHOM MpOrpaMMbl CPeAHEro npogeccroHanbHOro o6pasoBaHns -
nporpaMmMbl MOArOTOBKM CMeLuannucToB CpefHero 3BeHa no cneymnansHoct 42.02.01 Peknama,
KBanngukaumsa - «CrewumanncT no pekname».

[OucunnnmHa oTHocUTCH K obLienpodeccnoHanbHOMY LUKy, M3ydaeTcs Ha TpeTbem
Kypce B NATOM CEMECTpE.

3. MepeyeHb NNaHMpPYEMbIX pe3yibTaTOB 00YYeHMS N0 ANCLMMNINHE, COOTHECEHHbIX C
NAaHNUPYeMbIMU pe3ynibTaTaMu 0CBOEHWUSI MPOrpaMMbl MOAFOTOBKM CMeLnanncToB
CpefHero 3BeHa

PesynbTaTaMu 0OCBOEHWA pabouyeli MporpamMmMbl  y4YeGHOW  AUCUMNAWHBLI - ABASETCA
OBflafieHVe CTyleHTaMW CeAyoLwmnX KOMNETEHLMNIA:

OK 01. BbibupaTb cnocobbl peweHns 3agay nNpPogecCUOHaNbHON  [AesTeNbHOCTH
NMPUMEHUTENBHO K Pa3/IyHbIM KOHTEKCTaM;

OK 05. OcywwectsnaTb YCTHYHO W MUCbMEHHYIO KOMMYHWUKaUWUO Ha rocyfapCTBEHHOM
A3blke Poccuiickoin defepaunM € y4yeTOM OCOGEHHOCTEM COLMANIbBHOTO W KY/NbTYpPHOrO
KOHTEKCTE;

OK 09. MNosnb3oBatbCA NPOYPeCCMOHANIbHOW AOKYMeHTauUMeld Ha rocyLapCTBEHHOM U
MHOCTPAHHOM fA3bIKax.

TpeboBaHWsA K (HOPMUPOBAHUIO TMYHOCTHbIX PE3yNbTaToB:

NP 13. [1eMOHCTPMPYIOLWMIA TOTOBHOCTb M CMNOCOGHOCTb BECTW AManor ¢ Apyrumu
NOAbMU, LOCTUraTh B HEM B3aMMOMOHUMaHUSA, Haxo4uTb 06LLMe Lenn U COTPYAHMYaTb ANs KX
[JOCTUXKEHUA B NPO(ECCUOHANBHOM AeATENbHOCTH.

NP 14. MposBnAOWMin co3HaTeNbHOE OTHOLLEHWE K HenpepbiBHOMY 06pa30oBaHMIO Kak
YCNOBUIO YCMNELIHON NPogecCnoHanbHON 1 06LECTBEHHOW AeATENbHOCTY.

JIP 15. MposBnsowmii rpaxxiaHCKoe OTHOLLEHME K MPOgecCMOHaIbHOW AeaTeIbHOCTY
KaK K BO3MOXHOCTU JIMYHOTO Y4yacTUA B pPELUEHUN OOLLECTBEHHbIX, TOCYLAPCTBEHHbIX,
06LeHalMoHanbHbIX Npobnem.
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JIP 16. MpyvHUMaOWMIA  OCHOBbI  3KONOFMYECKOW  KyNbTypbl,  COOTBETCTBYHOLLEN
COBPEMEHHOMY YPOBHHO 3KOMIOTMYECKOr0 MbIW/IEHNS, MNPUMEHSIOWMIA OMbIT 3KOM0rMYECKM
OPUEHTUPOBAHHON PeqIEKCUBHO-OLEHOYHON N MPaKTUYECKON AeATENbHOCTM B XKM3HEHHbIX
CUTYyaumax n NpoheccMoHanbHOM AeaTeNbHOCTH.

JIP 19. Cobniopatownii  TpeboBaHWA OXpaHbl Tpyfga M 6e3onacHOCTU NpeanpusATUid
oTpacnu.

NP 21. [1eMOHCTPUMPYHIOLWMIA XeNnaHne K camoobyyeHnto, NpothecCMoHaibHOMY pOCTY.

4. O6beM, CTPYKTYpa 1 cofep>kaHune AUCLUMINHBI C YKa3aHUEM KOMM4yecTBa
aKafeMMYecKMX YacoB, Bblfe/IeHHbIX Ha KOHTAKTHYI0 paboTy 0by4daroLmnxes ¢
npenogasartesiemM (M0 BMAAM 3aHATWUI) 1 HA CAMOCTOATENIbHYO paboTy 0byyaroumxcs.

4.1 O6bemM AUCUMNIINHDI

Tabnmuya 1- TpyAoeMKOCTb AMUCLMUNNHBI

O6bem AMCUNNAUHBI Bcero vacoB
O6bem obpa3oBaTeNbHOM Harpysku 46
B TOM uucne:
KOHTaKTHas paboTa 06yyvaroLLmxca ¢ npenosasaTenem 42

1 Mo Bugam y4ebHbIX 3aHATUIA:

TeopeTnyeckoe oby4yeHue 16
MpaKTuyeckune 3aHATUA 24
MpoMeXyTOUYHOM aTTecTaumMm 0byyatoLerocs - 3a4eT C OLEHKOWA 2

2. CamocTosTeNbHas paboTa 06yyatoLLUXCs:

MoAroToBKa K 3a4eTy C OLEHKON 4



4.2. CTpyKTYypa AUCLMNINHbI

Tabnuua 5- CTpyKTypa AUCLUNINHBI

Buabl yuebHon paboThl,

s BK/KOYas
o S CaMOCTOSTE/bHYIO PaBoTy
Ne S 3 2 0Gy4atoLLmxcs U Buz KoHTpons
i Pasgen AMcuMnvHbI = o % TPYA0EMKOCTb
© 5 S =
= X O
? T &8 §
= C
BxogHoi
O6LLyie cBeaeHUs 0 KOHTPO/b
1 [enonpov3BoaCcTBe vo12 6 2 4 i TekyLymin
KOHTPO/b
5 CuCTeMHbIN xapaKTep vV 25 14 6 8 ] TekyLymin
[e/10NPOn3BOACTBA KOHTPONb
Py6exHbIin
XapakTepucTrKa i ) KOHTPO/b
3 [OKyMeHTO060poTa v 68 10 4 6 TekyLuit
KOHTPONb
[ oKymeHTO060pOT B ) o
4 opraHu3aumm ¢ \ ;31 10 4 6 - Tekywni
MCTob30BaHMeM C3/, KOHTPO/b
3ayeT c oueHKoi (2 vaca) vV 12 6 - - 4 MpomexyTouH

as arrectaums
Bcero 46 16 24 4



4.3. Cogep>XaHue AUCUMMNIVHBI, CTPYKTYPUPOBAHHOE M0 TeMaM (pasgenam)

4.3.1. TeopeTnU4yeckune 3aHATUA - 3aHATUA NEKLMOHHOI0 Tuna

Tabnuua 6 - CofepxkaHune NeKLMOHHOIO Kypca

Ne HanmeHoBaHwue pa3gena
nn (mogyns) ancuMnanHbI,
TeMbl
1  O6wwe cBefeHNs 0
[lenonpon3BoLcTBe

2. OpraHu3auvoHHO-NpaBoBas
[LOKyMeHTauus

3. OpraHu3auuoHHO-
pacnopsguTenbHas
[OKYMeHTaLMs.

Kon-Bo
CopepxaHue

4acos
CocTasnstoLiie HOpMaTUBHO-METOANYECKOI 6asb
fenonpounssoactea. Coctas pekBusntos FOCT P 7.0.97 -
2016. BnaHk. Knaccudumkaums LOKYMEHTOB N0 COAEPXaHNIO; 5
no BWAY, NO CTENEHU CMOXHOCTA; M0 MECTY COCTaB/IeEHUS; MO
CPOKY UCMOJIHEHUS; MO NPOUCXOXAEHNIO; NO CTENEHM
rNacHOCTW; MO FOPUANYECKON CUie; MO Ha3HAYEHUIO.
YcTaB: cogepxxaHue ycTasa; cneumduka ycTasa; BU3MPOBaHNe, 2
YTBEPXJEHMe.
[MonoxeHwe: TEKCT NOMOXEHWS; BU3NPOBaHWE, YTBEPXKAEHNE.
LomKHOCTHas MHCTPYKUMS: TEKCT, BU3UpPOBaHMeE
YTBEPXJeHMe.
LLITaTHOe pacnucaHue: onpefeneHve, oopmMieHune, Noanucs.
VIHCTpYKUMS: onpefeneHune, oopmaeHne, NoANUCL, BBeeHue
B A€liCTBYE.
[Jorosop: onpepeneHue, cofepxaHue, o6s3ate/bHble
3NeMeHTbI lorosopa
Mpukas MO  OCHOBHOW  [eATENbHOCTW:  OMNpeAeneHue; 2
ohopM/ieHNe MpuKasa; 06sa3aTeslbHble PEKBU3NUTLI; CTPYKTYypa
npuvkasa  (3arofioBOK,  TeKCT);  OoOpMmSIEHMe  MNpUKasa;
ohopMaeHNe  MPUAOXKEHWA K  MpuKasy;  BU3MPOBaHWeE
pefakTMpOBaHWe, pacchlika, NOAMUCH, MapLIpyT
PacnopsbkeHve: onpegeneHune, ohopmiaeHme.
YKasaHue:  onpefdeneHvie, MpaB0  U3[4aHWUA  YKasaHwus;
otopmeHme.

[locTaHOBNEHME: COCTaBNEHWE U OQ)OpMJ'IeHVIe.
PelueHune: otanume peleHns OT NOCTAHOBNEHUSA.

dopma
npoBeaeHns
3aHATUS

Tematunyeckas
nekymsa

Tematunyeckas
nekyms

TemaTunyeckas
nekyms

OueHo4Hoe
CpescTBo

YCTHbI onpoc,
TecT

YCTHbI onpoc

YCTHbI onpoc

dopmunpyembli
pesynbTaT

OKOl, 05, 09
NP 13-16, 19, 21

OKOl, 05, 09
NP 13-16, 19, 21

OKOl, 05, 09
NP 13-16, 19, 21



4. VHhopmaymoHHO-

crpaBo4YHada AOKYMeEHTaluns.

LOKYMEHTbI M0 NMYHOMY
cocTaBy

5. XapakTepuctuka
[OKyMeHTOO60pOoTa

JloKymMeHT0060pOT B
opraHmsauuu ¢
ncrnonb3osaHvem C3/4

CnpaBKa: BHELUHSs, BHYTPEHHSS. TeKCT CrpaBKMu.
AKT: pa3HOBWHOCT aKTOB, CTPYKTYypa aKTOB.
MpoTOKON:  BMAbl  MPOTOKONMOB  3acefaHuii;
MPOTOKONa; faTa NPOTOKONa.

LloknagHas u 06bACHUTENbHAS 3anuckn. CnyeGHOe MUCbMO.
MprKasbl MO NMYHOMY cocTaBy. [M0NOXEHNEe O MepCcoHabHbIX
JaHHbIX paGoTHUKA. 3asBneHue. JIMuHoe geno..

OpraHusauus  [0KyMeHToo6opoTa. [lapameTpbl  MOTOKOB,
YUUTbIBAEMbIE NPU OpraHM3aLuMM AOKyMeHTooGopoTa. Cxema
pa6oTbl 3/1EKTPOHHOTO A0KYMEHT0060pOTa.

TexHonorus pa6oTbl C JOKYMEHTaMu B opraHusauuu. Cxema
[JOKYMeHToO6opoTa B OpraHusauuu. OpraHuzauus
[OKYMeHT0060p0Ta B OpraHM3alnm ¢ ucnonb3oBaHuem C3[,

CTPYKTYpa

Bcero:

4.3.2. 3aHATNA CEMNHAPCKOro Tuna

Tabnuua 6 - CofepXaHune NPakTMYecKoro (CEMUHaApPCKOro) Kypca

No
n/n

TeMbl NPaKTUYECKUX 3aHATUI

CemuHap Ne 1 O6uine cBefeHUs O feoNpon3BOACTBE

[OKYMEHTOB.

VcTopusa genonpomn3soacTea B Poccun. CocTaBnsowme HOpMaTUBHO-METOAMYECKON 6asbl
fenonpoussoactea. CoctaB peku3ntoB FOCT P 7.0.97 - 2016. BnaHk. Knaccugukaums

CemuHap Ne 2. OpraHusaLMoHHO-NPaBoBast JOKyMeHTaLms

2. YcTaB OpraHusauuu.

[TonoxeHne o

CTPYKTYPHOM  mogpasfeneHun.  [OomKHOCTHas

MHCTpYKUMs. LLITaTHoe pacnucaHue. VIHCTpyKums. Jorosop

CemuHap Ne 3. OpraHusaLoHHO-pacnopaanTenbHas 4OKYMeHTaLms.

MprKa3 No OCHOBHOM AesTeNbHOCTU PacnopshkeHne YkasaHue MNoctaHoBeHMe PewieHne

CemuHap Ne 4. VIH(opmaLMOHHO-CNpaBoYHasa 4OKYMeHTaL S,
CnpaBska. AKT. lpoTokon. [oknafHas n 06bACHUTeNbHaa 3anucku. CnykebHoe NUCbMO
CemuHap Ne 5. JoKyMeHTbI MO IMYHOMY COCTaBy

MpuKas no MYHOMY cocTaBy. JSIMUHOE Aeno
CemuHap Ne 6. XapaKTepucThKa AOKYMeHT0060poTa

6. lMapameTpbl MOTOKOB, YYMTbiBaeMble MPU OpraHM3aUMyU AOKYMeHT0060poTa: HanpasneHue
MoToKa, 06bEeM MOTOKA; CTPYKTYpa NOTOKA, PEXMM MOTOKA. SNEKTPOHHBbIV JOKYMEHTO060POT

16

Kon-Bo
yacoB

TemaTunyeckas
nekyms

Tematunyeckast
nekuns

BbiesgHoe
3aHATHE,
Tematunyeckas
nexkuns

Popma
npoBefeHns
3aHATUA

CemuHap - npecc-
KOH(hepeHuus

[MpakTnyeckoe
3aHATHE

[MpakTnyeckoe
3aHATHe
lMpakTnyeckoe
3aHATHE
[MpakTnyeckoe
3aHATHe
Temartuyeckuii
cemMuHap

YCTHbIN onpoc
TecT

YCTHbI onpoc

YCTHbIl onpoc

OueHo4yHoe
CpeAcTBo

Mpe3eHTauus,
pedepat

MpakTnyeckoe
3afjaHue

MpakTnyeckoe
3afjaHve
lMpakTnyeckoe
3afjaHue
MpakTnyeckoe
3afjaHve
MpeseHTauus,
foknag,

OKOl, 05, 09
NP 13-16, 19, 21

OKOl, 05, 09

NP 13-16, 19, 21

OKOl, 05, 09
NP 13-16, 19, 21

dopmnpyembli
pesynbTat

OKOl, 05, 09
NP 13-16, 19, 21

OKOl, 05, 09
NP 13-16, 19, 21
OKOl, 05, 09
NP 13-16, 19, 21
OKOl, 05, 09
NP 13-16, 19, 21
OKOl, 05, 09
NP 13-16, 19, 21
OKOl, 05, 09

NP 13-16, 19, 21



CemuHap Ne 7. [JOKyMeHTOO60pOT B OpraHu3auuu ¢ ncnonb3oBaHnem C3/ 6 TemaTnyeckuin MpeseHTaymsa
7. TexHonorms paboTbl C [OKYMeHTamMy B oOpraHu3aumn. Cxema [JOKymMeHToo6opoTa B ceMUHap
opraHmsayun. OpraHu3ayms 4OKyMeHTo0060poTa B C Mcnonb3oBaHnem C3/M,.
Bcero 24

4.3.3. CamocTosAiTeNlbHaA paboTa

Tabnuua 5 - 3afaHns 41 CaMOCTOSTENbHOTO U3yUYeHUs

No
n/n
1. TloAroToBKa K 3a4eTy C OLEHKOM 4 3ayeT C OLeHKol

Tema Kon-Bo yacos OueHoYHOoe cpeacTBO™

Bcero 4

OKOlI. 05, 09
NP 13-16, 19, 21

dopmMupyemblii
pesynbTar
OKOl, 05, 09
NP 13-16, 19, 21
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5. MepeyeHb 06pa3oBaTe/IbHbIX TEXHOIOMMIA, NCMONb3YEMbIX NMPU OCYLLECTB/IEHNN
o6pasoBaTeNlbHOro npotecca No AMCLMNANHE, BKAKOYasa nepeveHb NNLEH3NOHHOMO
NpPorpaMMHoOro o6ecrneyvyeHunsl, COBPEMEHHbIX MPOMECCUOHaANbHbBIX 6a3 AaHHbIX W
NHOPMaLMOHHbIX CNPaBOYHbIX CUCTEM

5.1. Obpa3oBaTe/ibHble TEXHOIOTNK

B npouecce 0CBOEHWSA AUCUUNANHBI «[JOKYMeHTaLMOHHOe obecrneyeHve ynpaBieHUs»
MCMOMb3YIOTCA CnefytoLne 06pasoBaTesibHble TEXHOMOMMN:

1 CrtaHgapTHble METObl 00yYeHNUs:

- NeKumwu;

- CEMMHAPCKUe 3aHATUS;

- caMoCTosATeNIbHas paboTa (419 NOAroTOBKM K cadve 3a4eTa C OLEHKOMN).

2. MeToabl 00y4yeHUss C MNPUMEHEHUEM WHTEPAKTMBHbLIX (OpM 06pa3oBaTe/lbHbIX
TEXHONOrWiA:

- NpeseHTauuu;

- NMPaKTUYeCKme 3afaHuns;

- CUTYaUMOHHbIe 334a4u;

- Bble3[Hble 3aHATUS.

5.2 JINUEH3MOHHOE NporpaMmHoe obecrneyveHue:

B o6pasoBatenbHOM Mpouecce npu U3yyeHUU AUCLMMNINHBI UCNONb3YeTCH Chefytollee
NNLEH3MOHHOE NporpaMMHoe obecneyeHue:

1 JlnueHsmm Microsoft Open License (Value) Academic.

BkntoyatoT npogyktel Microsoft Office n Microsoft Windows ans KomnbHOTEPHbIX
nabopaTopuii U COTPYLHUKOB UHCTUTYTA:

- nporpammHblin npogykT Office Home and Business 2016 - 2w (ToBapHas HaknagHas
TN000011138 ot 01.10.19);

- 3/1IeKTPOHHas nuueH3na 02558535ZZE2106 pata Bblgayuu nepBOHaYasibHOM NMLEH3UN
21.06.2019 (ToBapHas HaknagHas TN000006340 ot 03.07.19);

- 93074333ZZE1602 pfaTa Bblgauu nepBoHavabHON nuueHsmm 21.05.2015;

- 69578000ZZE1401 paTa Bblfayu nepBoHavasibHOW nunueH3mmn 19.01.2012;

- 69578000ZZE1401 paTa Bblgauu nepBoHavaibHON nuueHsmmn 30.11.2009;

- 66190326ZZE1111 paTa Bblgauu nepBoHavaibHON nuueH3mmn 30.11.2009;

- 62445636ZZE0907 pata Bblgayu nepBoHavanbHOM nuueHsnn 12.07.2007;

- 61552755ZZE0812 faTa Bblaun nepBoHavaIbHON nuueH3nmn 27.12.2006;

- 60804292ZZE0807 pfata Bblgayn nepBoHavanbHoOM nuueHsnm 06.07.2006.

2. NnueHsnoHHoe cornaweHne 9334508 1C: Mpeanpuatve 8. KomnnekT And o6yyeHus
B BbICLUMX U CPeAHMNX YUYEeOHbIX 3aBefeHMNAX:

- YnpasneHne Npou3BOACTBEHHLIM NPeanpUATUEM;

- YnpaBneHve TOProsen;

- 3apnnata n YnpasneHue [NepcoHanom;

- Bbyxrantepus.

3. Cyb6nuueH3noHHbIl gorosop Ne016/220823/006 ot 22.08.2023. HencCKaoUUTeNbHbIE
npasa Ha MCMNO/Mb30BaHME MPOrpaMmHbIX MpPofAykToB «1C: Komnnekt nopgepxku» 1C: KI1
6a30BbIin 12 mec. (ocHOBHOW NpoayKT «1C: Mpeanpusatne 8. KomnaekT Ans 06y4eHns B BbICLUNX
N CpeaHUX yyebHbIX 3aBefeHnsax» per. Homep 9334508).

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



1

5. lnyeHsma Ne54736 Ha npaBO WCMO/Mb30BaHUA MPOrpaMMHOro npogykra «Cucrema
TecTupoBaHus INDIGO» (6eccpoyHan akagemuyeckas Ha 30 nogknioyeHmii ot 07.09.2018).

6. KoHTeHT-(mnbTpayus (morosop ¢ OO0 «CkaAHC» HO-04056/1 ot 10 aHBaps 2024
roga).

5.3. CoBpeMeHHble npodeccroHanbHble 6a3bl JlaHHbIX

B o6pa3oBaTenbHOM npoLecce Npu M3yYeHUU AWUCLUMAUHBI UCMOMb3YHOTCA ChnefytoLune
COBpPeMeHHbIe MpodeccMoHasibHble 6a3bl JaHHbIX:

1 «YHuBepcuTeTcKas bubnmoteka OHnainH» - https://biblioclub.ru/.

2. HayuHas anekTpoHHaa 6uénmoteka eLIBRARY.RU - http://www.elibrary.ru/

5.4 VNH(hbopMaLNOHHbIe CrpaBOYHbIe CUCTEMbI:

N3yyeHne  AMCUMNAWHBI  CONPOBOXAAETCA  MPUMEHEHWEM  MH(OPMALMOHHBIX
CNPaBOYHbIX CUCTEM:
1 CINC KoHcynbtaHTtlmtoc (gorosop Ne MM 20-92 ot 01.03.2020).

6. OueHoYHbIe cpeacTBa WM METOAMYECKME MaTepuasibl MO WUTOram OCBOEHUA
AVCLUNINHBI

Tunosble 3afaHus, 6a3a TECTOB W WHble MaTepuasbl, HeoOXoLUMble [A/1F OLEHKU
pe3ynbTaToB OCBOEHMUS AUCLMUMNAUHBLI (B T.4Y. B MPOLECCE ee OCBOEHMA), a TaKXKe MeToAnYecKue
maTtepuanbl, onpeaensitoLme npoLeaypbl 3TOW OLEHKN MPUBOAATCS B NPUIOXeHMN 1 K pabouyeit
nporpammMe AUCLUNIVHBI.

YHuBepcanbHasa CUCTEMA OUEHMBAaHWA pe3ynbTaToB  O0Y4YeHWA  BbIMOSIHAETCA B
COOTBETCTBUM C T1oN0XeHVEeM O (hopmax, MEePUOAUYHOCTU U MOPALKe NPOBeAeHUs TeKyLLero
KOHTPONS YCMEBaeMOCTU N NPOMEXYTOYHONM aTTecTaunm obydarowmxcd B AHMOO «KKY»,
yTBepXAeHHbIM npukasom aupektopa oT 03.02.2020 r. Ne 31 o/4 M BK/OYAET B cebd CUCTEMbI
OLIEHOK:

1) «OT/IMHHO», «XOPOLWO0», «yA0BNETBOPUTENbHO», «HEYNOBNETBOPUTENBHO»;

2) «3a4YTEHO», «HE3aYTEHOY.

Mpn pa3paboTKe OLEHOYHLIX CPeACTB MpenofaBaTefieM WCMOo/b3yrTca 6asbl AaHHbIX
negarormyeckmx  U3MepuTesibHbIX — maTepuanos,  npefgoctaBfieHHbIXx OO0  «Hay4Ho-
nccneoBaTelb,CKUn MHCTUTYT MOHUTOPUHTA KayecTBa 06pa3oBaHms».

7. OCHOBHas! 1 AONONHUTENbHAA yYebHas NuTepaTypa 1 3/IeKTPOHHbIE 06pa3oBaTe/lbHble
pecypcbl, HEOGX0AMMbIE A1 OCBOEHUS ANCLMM/INHbI

7.1. OcHOBHas y4yebHaa nuTepaTypa

1 KopHeeB, W. K. [JOKyMeHTaUWOHHOE 06ecnevyeHne YynpaBneHus: Y4yebHUK u
NpakTUKyM Ans cpegHero npodeccroHansHoro obpasosaHus / W. K. KopHees, A. B. TNueHKO,
B. A. Mawypues. — 3-e u3f., nepepab. n gon. — Mocksa: WM3gatenscteo HOpant, 2025. —
438 ¢. — (MpodheccnoHanbHoe obpaszoBaHue). —  ISBN 978-5-534-16002-4. —  TeKcT:
3NEKTPOHHbIA /[ Ob6pa3oBaTe/ibHas nnatpopma  HOpaiT [caiT]. — URL:
https://urait.ru/bcode/563193.

7.2. JononHuTeNbHas y4yebHas nutepaTypa
1 Abynaaze, O.T. [JOKymeHTaumoHHOe obecrnevyeHne YynpaBfeHUs MNepCcoHa/IOM:

y4yebHUK W MpakKTUKYyM [NA CpefHero npodeccnoHansHoro o6pasosaHus / M. . Abynajase,
W. b. BbinpsXknHa, B. M. MacnoBa. — 3-e u3f., nepepa6. u gon. — Mocksa: M3aaTenbCTBO


https://biblioclub.ru/
https://lib.tusur.ru/ru/resursy/bazy-dannyh/elibrary-ru
http://www.elibrary.ru/
file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
file:///C:/Users/%D0%A0%E2%80%A2%D0%A0%D1%98%D0%A0%C2%B5%D0%A0%C2%BB%D0%A1%D0%8A%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D1%95%D0%A0%D0%86%D0%A0%C2%B0.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%E2%80%98%D0%A0%D1%9B%D0%A0%C2%A7%D0%A0%D1%92%D0%A0%D0%87%20%D0%A0%D1%9F%D0%A0%C2%A0%D0%A0%D1%9B%D0%A0%E2%80%9C%D0%A0%C2%A0%D0%A0%D1%92%D0%A0%D1%9A%D0%A0%D1%9A%D0%A0%D1%92%2010%20%D0%A1%D0%8F%D0%A0%D0%85%D0%A0%D0%86%D0%A0%C2%B0%D0%A1%D0%82%D0%A1%D0%8F/%D0%A0%D1%9F%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D1%95%D0%A0%C2%B6%D0%A0%C2%B5%D0%A0%D0%85%D0%A0%D1%91%D0%A0%C2%B5%20%D0%A0%D1%97%D0%A0%D1%95%20%D0%A0%C2%A0%D0%A0%D1%9F%20%D0%A0%D1%97%D0%A0%D1%95%D0%A0%C2%BB%D0%A0%D0%85%D0%A0%D1%95%D0%A0%C2%B5.docx%23bookmark16
https://urait.ru/bcode/563193
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KOpairt, 2025. — 374 c. — (MpodeccnoHanbHoe ob6pa3oBaHue). — ISBN 978-5-534-16657-6.
— TekcT: 3nekTpoHHbIA /I O6pasoBatensHas nnatopma HOpant [caint]. — URL:
https://urait.ru/bcode/562146.

2. [OopoHuHa, J1. A. JlOKyMeHTauuoHHOe ob6ecnevyeHne YnpasieHUs: YYebHUK WU
NnpakTMKym  ana  cpefHero  npodgeccuoHanbHoro  obpasosaHua/  J1. A JOpOHWHA,
B. C. MpuTunkoBa. — 2-e u3g., nepepab. n gon. — Mocksa: M3patenscteo HOpait, 2025. —
270 c. — (MpodeccnoHanbHoe o6pasoBaHne). —  ISBN 978-5-534-16017-8. —  TekcT:
3NeKTPOHHbIM /[ O6pa3oBaTe/ibHas nnatopma  HOpant [canT]. — URL:
https://urait.ru/bcode/563264.

3. WBaHoBa, A. KO. PyccKuiA A3blK B [1€/10BOW AOKYMEHTaUUN: YyY4eOHUK AN1A CPpeaHero
npogeccnoHanbHoro obpasosaHus / A. HO. ViBaHoBa. — 3-e u3g,., nepepab. u gon. — MocCKsa:
WN3patenbctBo HOpaiiT, 2025. — 129 c. — (lMpodheccnoHansHoe obpasosaHune). — ISBN 978-5-
534-20346-2. — TeKCT: 3NeKTPOHHbI // ObpasoBaTenbHas nnatgopma KOpanT [caiiT]. — URL:
https://urait.ru/bcode/565786.

7.3. NepeyeHb HOPMATUBHbIX NMPaBOBbIX aKTOB

1 Tpynoson kogekc P® ot 30.12.2001 Ne197 - ®3.

2. TpaxpaHckuin kogekc P® u.1 o1 30 HoA6ps 1994 No51 - 3. 3neKTPOH, AaH. K
nporp.: goctyn yepe3 cuctemy KoHcynbTaHT-MnkoC.

3. 3akoH P® o1 21 mona 1993 Ne5485 - 1 «O rocyaapCTBEHHON TailHe C M3MEHEHUEM
oT 06 okTa6psa 1997) // C3 P® 1997 Ned4l Ct.4673.

4.  ®epepanbHblii 3aKoH 0T 20 heBpans 1995 No24 - ®3 «O6 MH(opMauum v 3almTe
nHopmauum» // C3 P@ 1995 Ne8 Ct.609.

5. ®epepanbHblil 3akoH 0T 04 miona 1996 Ne 85-d3 «O6 yyacTm B MeXAyHapOLHOM
NH(opMaLMOHHOM 06MmeHe» // C3 P® 1996 No28 Ct.3347.

6. [locTtaHoBneHue [MpaButensctea P® ot 28.07.05 Ned52 «O TUNOBOM pernameHTe
BHYTpeHHel opraHusauun tefepaibHbiX OpraHoOB UCMONHUTENLHOW BNAcTW». JNEKTPOH, AaH. U
nporp.: 4octyn yepe3 cucteMy KOHCYyNbTaHT - MOC.

7.  Yka3 NpesngeHTa PO oT 6 mapTta 1997 Nel86 «O6 yTBepXXAeHUN NepeyHs CBeAeHWI
KOH(MaeHUMansHoro xapaktepa» // C3 P® 1997 Nel0 Cr. 1127

8. Yka3 [pesmgeHTa Pd o1 24 guBaps 1998 r. Ne64 «O nepeyHe CBeAEHWNA,
OTHECEHHbIX K rOCylapCTBEHHOM TaitHe (C M3MeHeHnaMYU oT 24 siHBapsa 1998) // C3 P® 1995 Ne49
Ct.4775; 1998 No5 Cr1.561.

9. TMoctaHoBneHwue Mpasutensctea PP o1 04 ceHTAbGpA 1995 Ne870 «O6 yTBEp)KAeHUN
MpaBun OTHECEHUA CBEAEHWUIA, COCTaBNAIOLMX FOCYAaPCTBEHHYIO TailHy, K Pa3iMyHbIM CTENEeHAM
cekpeTHocTu» /[ C3 PP 1995 Ne37 CT1.3619.

10. MocTaHoBneHue lMpaButensctea PCPCP ot 05 gekabps 1991 Ne35 «O nepeyHe
CBefleHWIi, KOTOpPbIe HE MOTYT COCTaBNATb KOMMEPYECKYtO TaliHy» // CMMP® 1992 1-2 Cr.7.

11. MocTaHoBneHwue MpasutenscTea P® ot 27 gekabpsa 1995 Nel268 «O6 ynopsgoyeHnn
M3roTOB/IEHMSA,  UCMO/Ib30BaHUSA, XPaHEHUA W  YHUUTOXEHWA neyatel u  6GnaHKOB C
BocnpounssegeHnem MocygapcteeHHoro repba P® // C3 PO 1996 Ne2 Cr. 123.

12. MocTaHoBneHne T[paButensctBa P® o1 07 pgekabpsa 1996 Nold63 «O6
MCNONb30BaHUN B Ha3BaHWMW OpraHM3auuii HaMMeHOBaHUA «Poccus» «Poccuiickas depepauns».
OnekTpoH. AaH. U nporp.: goctyn yepe3 cuctemy KOHCY/NbTAHT - NJIOC.

13. TOCT P 7.0.97 - 2016 «Cuctema CTaHZapTOB NO MHOPMATU3aLMK, BUBINOTEHHOMY
W u3gatensckomy fgeny.  OpraHu3aumoHHO-NpaBoBas  [JOKyMeHTauus.  Tpe6oBaHus K
O(DOpMNEeHNIO LOKYMeHTaLMmn», InekTpoH. MaH. U nporp.: goctyn yepe3 cucteMy KoHCynbTaHT
- nnoc.

8. lonoNHUTENbHbIE Pecypcbl MHHOPMALMOHHO-TETEKOMMYHUKALMOHHOM CeTU
«HTEPHET», HEOBXOAUMbIX 415 OCBOEHUS ANCLUNIVHbI


https://urait.ru/bcode/562146
https://urait.ru/bcode/563264
https://urait.ru/bcode/565786
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http://lib.usue.ru - NHhopMaLNOHHO 6UBANOTEUHBIA KOMMIEKC.
http://www.eLIBRARY.RU - Hay4yHas aneKTpoOHHas 6nbnmnoreka.
http://www.biblioclub.ru - 3bC «YHuBepcuTeTcKasi 6U6/MOTEKA OHNAH.
https://urait.ru - O6pa3oBaTenbHas nnatopma Kopaiit

https://i-exam.ru/ - E4UHbBINA NopTan MHTEPHET-TECTMPOBaHUA B cthepe 06pa3oBaHNs

SN -

9. TpeboBaHUSA K MUHUMa/IbHOMY MaTepuasibHO-TEXHUYECKOMY 06ecreyeHuto,
Heo6X0AMMOro A/1st OCYLLLECTB/IEHUS 06pa3oBaTe/IbHOro NpoLecca Nno AUCLMM/IMHE

Ans  n“3yyeHus AUCLUMNAWHBL  UCNONb3YeTCA Ntobas MynbTUMeAWHAs  ayauTopus.
MynbTUMeaniitHaa ayAauTopus OCHALLEeHA COBPEMEHHbIMW CPeACTBaMU BOCMPOM3BEAEHUS U
BU3yanu3aummn no6oi BUAEO W ayauo WHGOpMauuW, MOAyYeHUs U nepefadn 3MeKTPOHHbIX
LOKYMEHTOB.

Tunosas KOMNIEKTaLUA My/bTUMELNIAHON ayaUTOPUA COCTOUT U3:

MYNbTUMEANNHOIO NPOeKTOpa,

MPOEKLNOHHOTO0 3KpaHa,

aKyCTUYECKOW CUCTEMbI,

MepcoHaNbHOro KoMMbloTepa (C TEXHUYECKMMM XapaKTepUCTUKAMUN He HUXe: NpoLieccop
He HMXe 1.6.GHz, onepatuBHaa namaATb - 1 Gb, nHTepdelicbl noakntoyeHns: USB, audio, VGA.

MpenogaBatesib UMeET BO3MOXHOCTb /IErKO YNpaBisTb BCEM CUCTEMON, YTO MO3BONSET
NMPOBOAWTL NEKUMW, NPaKTUYECKUE 3aHATUSA, Npe3eHTauun, BebUHapbl, KOH(epeHUMn u apyrue
BUAbl ayAMTOPHOW Harpysky obydarolmxca B YAOOHOW W AOCTYNHOM Ans HUX (hopMme C
NMPUMEHEHNEM  COBPEMEHHbIX WHTEPaKTUBHLIX CPeACTB  00y4yeHWs, B TOM u4ucie ¢
MCMonb30BaHWEM B Mpouecce 06yyYeHUs BCeX KOPMopaTWBHBLIX PecypcoB. MynbTuMeamniiHas
ayMTOpUSA TaKXXe OCHALLeHa LUIMPOKOMOIOCHbIM AOCTYNOM B CeTb «/IHTepHeT».

KomnbloTepHoe 060py0BaHMEM MMEET COOTBETCTBYHOLLEE NINLEH3MOHHOE NPOrpaMmMHOe
obecneyeHue.

Ans  npoBefeHUs  3aHATUIA  NEKUMOHHOr0  Tuna  npegnaralotcs  Habopbl
[JEMOHCTPaUMOHHOrO 060pyaoBaHUs U y4YebHO-HarnsgHbIX Nocobuid, obecneymnsaroLyme
TemaTuyecKne UIKCTpaLmm, COOTBETCTBYIOWMe paboyein yue6HOM nporpaMmMe AUCLMINIUH.

MMomelleHs AN caMOCTOATENbHOM paboTbl 00YYaKOLMXCA OCHALLEHbl KOMMbHOTEPHOM
TEXHUKON C BO3MOXHOCTbIO MOAK/OYEHUA K CeTU «VIHTepHeT» u obecrneyeHbl JOCTYNOM B
3N1EKTPOHHYIO MH(OpMaLMOHHO-06pa3oBaTenscHy0 cpegy Konnexa.

YuebHO-MeTOAMYECKas nuTepaTypa ANA AaHHON AUCUMNAVMHBLI UMEETCH B Hainyun B
3N1IEKTPOHHO-OMBNNOTEYHOW cuUCTeMe «YHuBepcuTeTckas 6mbnmoteka ONLINE», poctyn K
KOTOpOl npesocTas/eH obyyaroLmmes. ANeKTPOHHO-6MBNNOTEYHAnA cuctema
«YHusepcuteTckas 6ubnunoteka ONLINE» peanusyeT neranbHoe XpaHeHWe, pacrnpocTpaHeHue
M 3aWnUTy UMKDPOBOrO0 KOHTEHTa y4ebHO-MeTOAMYECKON nmTepaTypbl A4S BY30B C YC/IOBUEM
0653aTe/IbHOro CO6/0AEHNSA aBTOPCKNX Y CMEXHbIX MpaB. DNeKTPOHHO-6M6/1M0TeuHas cuctema
«YHuBepcuteTckas 6monmoteka ONLINE» o6ecneumBaeT LMPOKMIA 3aKOHHbIM [OCTYN K
Heo6Xxo4MMbIM N5 06pa3oBaTeNbHOro npouecca U3gaHusM ¢ UCMosb30BaHUEM WHHOBALMOHHbIX
TEXHO/IOMMIA N COOTBETCTBYET BCeM TpeboBaHmsm dIrOC CrIO.


http://lib.usue.ru/
http://www.eLIBRARY.RU
http://www.biblioclub.ru/
https://urait.ru
https://i-exam.ru/
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[MpunoxeHve 1

K paboyeil nporpaMme AMCUUMNJINHBI
«[loKyMeHTaunoHHoe obecneyeHme
ynpasneHuns» (011.09)

OUEHOUYHbLIE CPEACTBA A1A NMPOBEAEHUNA BXOAHOTI O,
TEKYLWEO, PYBEXXHOIO KOHTPOA U MPOMEXXYTOUYHOW
ATTECTALNN OBYHAKOLWNXCA MO ANCUNTITINMHE U
METOONYECKWE MATEPWAJIbI MO EE OCBOEHUIO

AJOKYMEHTALUMOHHOE OBECIIEHEHUWE YTIPABJTIEHNA

(Or1.09)
Mo cneynanbHOCTU 42.02.01 Peknama
KBanngukauyms CneumanncTt no pekname
dopma 06yyeHUA 0YHasa

KanuHuHrpag,
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6.1. OUeHOYHbIe CPeAcTBa MO UTOraM OCBOEHUS AUCLUMNNHBI

6.1.1. Llenb OLEeHOYHbIX CPefcTB

Llenblo  OLEHOYHbLIX CPEeACTB  ABMAETCA  YCTaHOB/IEHWE  COOTBETCTBMS  YPOBHSA
MOATOTOB/MIEHHOCTN O06y4alollerocs Ha [aHHOM 3Tane o06y4yeHuss Tpeb6oBaHMsSM paboyeli
nporpammsl Mo AUCUUNANHE «[JOKYMEHTaUNOHHOe 06ecneyeHe ynpaBneHuns».

OueHOYHble cpeAcTBa nNpefHasHayeHbl A0S KOHTPONA W OLUEHKU 06pa3oBaTesibHbIX
LBOCTUKEHWA obyvaroLmxces, OCBOVIBLUMNX nporpammy yuebHo AUCLMNVHDI
«[10KyMeHTaLMoHHOe obecrneyeHne ynpasneHus». [lepeyeHb BWUAOB OLEHOYHbLIX CPEeACTB
COOTBETCTBYeT paboyeil nporpamMme LUCLUMNIUHDI.

KoMNneKT OLEHOYHbIX CPeACTB BK/IKOYAaeT KOHTPO/NbHble MaTepuanbl A8 MPOBeLeHUs
BCEX BUOB KOHTPONA B (POPMe YCTHOro Onpoca, NPakTUYeCKUX 3aHATUIA U NPOMEXYTOUHOW
aTTecTaumm B (hopmMe BOMPOCOB M 33laHNI K 3a4eTy.

CTpyKTypa 1 cogepXXaHue 3afjaHnin - 3afaHua pa3paboTaHbl B COOTBETCTBUM C paboyel
nporpammoin AUCUUNINHbI «JOKyMeHTaLMoHHOe 06ecneyeHre YnpaBaeHns».

6.1.2. O6beKTbI OLEHNBAHUS - pPe3y/ibTaTbl 0CBOEHUS AUCLUNINHBI

O6BLEKTOM OUEHMBAHUA HABNSETCA OBNAafleHWe OCHOBaMW MpPaBWUILHOTO O OPMIIEHUA
[IOKYMEHTOB cornacHo Tpe6oBaHmsaM TOCTa u Hagnexallein opraHu3aumnein oKyMmeHToobopoTa
C ucnons3zoaHnem C3/,.

PesynbTatamu 0CBOEHUSA AUCLUMNINHBI ABNAKOTCA:

- Y1 - odopmMnaTe U MPOBepATb NPaBWUNbHOCTL OMOPMEHMSA [OKYMEHTauuu B
COOTBETCTBUW C YCTaHOB/IEHHbIMW TPebOBaHMAMU, B TOM YMUCNEe UCMO/Mb3ys MHPOPMALUOHHbIE
TEXHO/OrnK;

- Y2 - nNpoBOANTb aBTOMATU3NPOBAHHYO 06paboTKy JOKYMEHTOB;

- Y3 - oCcyLecTBNATL XpPaHEHME U NOUCK AOKYMEHTOB;

- Y4 - 1©cnonib3oBaTb  TeIEKOMMYHWKAUWOHHbIE  TEXHOMOTMW B 3/1eKTPOHHOM
LOKYMeHT0060pOTE;

- 31 - OCHOBHble TMOHATUA: Uenn, 3afayn W MPUHLUMBI  JOKYMEHTAUUOHHOr0
obecneyeHuns ynpasneHus;

- 32 - cucTeMbl SOKYMEHTALMOHHOr0 0becrneyeHns ynpasneHus, UX aBToMaTn3auuio;

- 33 - KnaccugmKaunio JOKYMEHTOB;

- 34 - TpeboBaHWA K COCTAB/IEHNIO N OOPMIIEHNIO LJOKYMEHTOB,;

- 35 - opraHusauMio  [OKymMeHTOO6OpoTa: npuem, 06paboTKy, perucrpauuto,
KOHTPO/Ib, XpaHeHWe JOKYMEHTOB, HOMEHKATypy [fen.

6.1.3. POpPMbI KOHTPONA N OLEHKN Pe3y/ibTaTOB OCBOEHUA

KOHTPO/b 1 OUEHKa pe3ynbTaTOB OCBOEHWS - 3TO BbISIBNEHWNE, U3MEPEHME W OLEHWBAHME
3HaHWIA, YMEHWIA W YpPOBHA BRajeHWUin (HOPMUPYIOLLUXCA KOMMETEHUMUIA B paMKax OCBOEHUA
ANCLMNAUHBL. B COOTBETCTBUMM C Y4YeOHbIM MiaHOM W paboyeil MpPOrpamMMoin AMCLMNAWHBI
«[10KyMeHTaLMOHHOe 0b6ecneyeHne YynpaBneHUs» npeAycCMaTPMBaeTCA BXOAHON, TeKYLIWIA,
NePUOANYECKNIA N MTOTrOBbIA KOHTPO/b Pe3y/ibTaTOB OCBOEHUS.
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6.1.4. MpumepHble (TUMNOBbIE) KOHTPOJIbHbIE 3aflaHUs WKW UHble MaTepuansl,
HeoOX0oAMMbIe NS OUEHKW 3HaHWA, YMeHWR, BrafeHW (MNn onbiTa AesATeNlbHOCTH), B
npowecce O0CBOEHUA AUCUMNAWHBI  (MOLYNA, NPaKTUKK), XapakKTepusylLwmnx aTanbl
(hopMMpOBaHNSA KOMMNETEHLMIA B NPOLLECCE OCBOEHUSA AUCLUMN/INHDI

MpyMepHbIe OLLEHOYHbIE CPEACTBA A/151 MPOBeAeHNST TEKYLLEr0 KOHTPOS
MprMepHbIe BONPOCLI yCTHOro onpoca

Bonpocbl gna yctHoro onpoca (YO-1):
1 Kakwue aTanbl NpoLLNO pa3sBuTUE 0Te4YeCTBEHHOr0O [e/10MnponsBoACTBa?
2. B yem 0co6eHHOCTM MPUKA3HOTO Lenonpon3BoLCTBa?
3. B yeM 0COBEHHOCTW KOJINEXCKOro Aenonpons3soacTea?
4. Ha30BMTE OCHOBHble 3aKOHOZATEe/bHbIe aKTbl, ONnpejensABLUME MOPALOK COCTaBNEHUA U

opopMneHns JOKYMeHTOB B yupexaeHusx XVIII ..

B yem ocobeHHOCTU opraHm3auum genonpoussoactea B X1X B.?

6. KakvuMu nytamu W0 perynvpoBaHvie Aenonpou3BOACTBA B MepBble oAbl COBETCKOM
BnacTn?

7. Yem 3aHUMancs HCTUTYT TexHUKK ynpasneHus (UTY) B obnacTtu fenonpousBoacTea?

8 TlouemMy apxuBHOe BeAOMCTBO 6epeT Ha cebs WHWLMATMBY MO METOAUYECKOMY
PYKOBOACTBY [1€/10NPOM3BOACTBOM B CTpaHe?

9. B uyem 3HaueHue EFCA?

10. Korpa HaynHaeTcs paspaboTtka FTOCT Ha OPA?

11. Kakue 3aKoHOfaTeflbHble aKTbl MPeAnUCbIBAIOT 00643aTe/IbHOCTb LOKYMEHTUPOBaHUSA
nHopmauun?

12. Kakue TpeboBaHMA K JOKYMEHTaM WU3/10XKEHbI B 3aKOHOAATE/IbHbIX aKTax?

13. Kakue Bonpocbl paboTbl C [OKYMEHTaMW pernameHTUpYIOTCA 3aKoHOAaTeNbHbIMU
aKTamu?

14. Ha KOro BO3/10)KEHO METOAMYECKOE PYKOBOACTBO MOCTAHOBKOM Aen0npou3BOACTBa B
CTpaHe?

15. KakoBo 3HauyeHue FCAOY n 4TO OHa pernameHTupyeT?

16. YTo pernaMeHTUPYET TUMOBas UHCTPYKLNA NO AeN0Npon3BOACTBY?

17. Kakoe 3HayeHune umeet FOCT 7.0.97 - 2016? TpeboBaHMSA K 0hOPM/IEHNIO AOKYMEHTOB,
ero cofep>kaHue?

18. 1ns yero cocTaBNAOT NePeYHN AOKYMEHTOB C YKa3aHWeM CPOKOB XpaHeHUs?

19. Kakne HOpPMaTMBHO-METOAMYECKME aKTbl WCMOML3YOT B paboTe C AOKYMeHTaMu
KaZpoBble C/yX0bI?

20. Kakoli hopmaT 6ymarv peKoMeHoBaH 415 0OPOPMIEHUS CNYXKEOHbIX LOKYMEHTOB?

21. Ha3oBUTe OCHOBHbIE BUbl 6/1aHKOB, NPUMEHSAEMbIE B YUPEXAEHUSAX.

22. MepeuncnuTe pekBU3NTbI, BXOASLLME B COCTaB 6/1aHKa AN MUCbMA.

23. Uem oTnmyaeTcs obwnii 6naHk ot 6naHka ans nucbma?

24. Kakne TpeboBaHUS MpefbsaBAsalOTCA K O(DOPMIEHUIO pPeKBU3NTA «HAMMeHOBaHWe
opraHusaunmn»?

25. YTo BXOAWUT B COCTaB PEKBU3UTA «CNpPaBOYHble JaHHble 06 OpraHn3aymum»?

26. KakoBbl NopsiaoK AatvpoBaHns 4OKYMEHTA U BUAbI JaT?

27. KakoBbl COCTaBHble YacTW PerucTpalmMoHHOro Homepa [OKYMEHTa W MOPSAOK ero
NnpoCTaB/eEHNA?

28. KakoB nopsafoK aApecoBaHNs JOKYMEHTA?

29. Kakue TpeboBaHMa NpeAbsBAAOTCA K Pe30/1I0UUN, KakoB NOpALoK ee 0hopMaeHNs?

30. Kakue TpeboBaHMNA NpeabaBAsOTCA K 3aro/ioBKy?

o
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31. KakoB nopsgoK opopMaeHns NpUnoXKeHWin K JOKYMeHTY?
32. Kak ohopmnsieTcsa corfiiacoBaHue fOKyMeHTa?
33. KakoB nopsiaoK NpocTaBneHns Ha JOKYMeHTax nevatei?
34. B yeM 0CO6EHHOCTb f3blKa U CTUNA CYXXEOHbIX JOKYMEHTOB?
35. Kakoe 3HaueHMe MMeeT 3HaHWe opdopradmm npy co3gaHum CnyxebHbIX JOKYMEHTOB?
36. KakoB nopsfoK UCMoMb30BaHUA COKPaLLEeHWI B CNYXeOHbIX JOKYMeHTax?
37. KakoB NopsagoK CKNOHEHUA CMOXHbIX COCTaBHbIX C/IOB N YAC/TUTENbHBIX?
Bonpockl gnsa yctHoro onpoca (YO-2):
1 HasoBuTe BUAbLI OpraHn3aLMOHHbIX JOKYMEHTOB.
YKaxXute 0CO6EHHOCTM COCTaBNEHNA U 0OPM/IEHUS OPraHN3aLMOHHbIX JOKYMEHTOB.
Kakoii cocTaB 06513aTeNbHbIX PEKBU3NTOB OPraHn3aLnoHHbIX JOKYMEHTOB?
Ha3oBuTe BUAbl pacnopsagnTebHbIX JOKYMEHTOB.
YKaxute 0CO6EHHOCTM COCTaBNEHNA N 0OPMIIEHUS PACNOPALAUTENbHbLIX LOKYMEHTOB.
B yem 0cob6eHHOCTM cocTaBeHUs U 0hopMIEHNA MPOTOKONA?
B yeM 0CcO6eHHOCTU cocTaBneHns 1 ohopmIeHns akTa?
B yeM oTnmMyme nocTaHOBNEHNS OT peLLeHna?
HasoBuTte BUAbI MHHOPMALMOHHO-CMPABOYHbIX LOKYMEHTOB.
. YKaXnte 0COBEHHOCTM COCTaBNEHUA U O(HOPMIEHNUS NHPOPMALNOHHO-CMNPaBOYHbIX
[LLOKYMEHTOB.
. Kakune TpeboBaHUs NpefbaBasatoTCAa K COCTABNEHUIO U ODOPMIEHNIO JOKIAAHBIX
3anuncok?
12. Kakue TpeboBaHusa NpeabaBasoTCA K COCTAB/IEHUIO Y OPOPMIEHNIO 0OBACHUTENIbHBIX
3anuncok?
13. Kakue TpeboBaHua NpeabaBsoTCA K COCTAB/IEHUIO Y OOPMIIEHMIO CMPaBOK?
14. Kakve TpeboBaHuA NPeabsaBASOTCA K COCTaBNEHUIO M OPOPMIEHUIO CNYXEOHbIX N1cem?
K pasHoBuaHoCTU nucem?
15. Ha3oBMTe BUAbI 4OKYMEHTOB MO0 JIMYHOMY COCTaBY.
16. YKaxxuTe 0CO6eHHOCTU COCTaBEHUSA Y OPOPMIEHUS JOKYMEHTOB MO SIMYHOMY COCTaBY.
17. B yeM 0T/IMYMe NpUKasa No IMYHOMY COCTaBy OT MpUKasa Mo OCHOBHOW AeATeIbHOCTA?
Bonpocbl gna yctHoro onpoca (Y0-3):
1 YT0 noHumaeTca nog 06beMOM JOKYMeHTO06opoTa?
2. UT0 BXOAWT B MOHATME JOKYMEHTOO6OpOTA?
3. UTO BNMAET Ha OpraHn3aLmio ABUXEHNA LJOKYMEHTOB?
4. Kakve opraHusaLMOHHO-NMpaBoBble [OKYMEHTbl OMpeAenstoT NOpALOK ABUXKEHUA
[LOKYMEHTOB B YUpexxaeHnmn?

2 © 0NN

o
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5. KakoBbl OCHOBHbIe Nnpasuna opraHn3aumm 4oKymeHToobopoTa?

6. Kakue OCHOBHble MOTOKM JOKYMEHTOB MOXHO BbIJENUTb B OpraHusaumm U B Yem uX
0CO6EeHHOCTL?

7. Kakue TpeboBaHMA MpeabsBAAKOTCS K OpraHv3auuMm npuema u nepBMYHON 06paboTKM
[LOKYMEHTOB?

8 HasoBute 3tanbl paboTbl UCMOMHWUTENA C  [OKYMeHTOM. Kakue TpeboBaHuA
NpeabABAATCA K 06paboTKe NCXOAALLNX JOKYMEHTOB?

9. KakoBbl npaBuia 06paboTKn NCXOAAWMX LOKYMEHTOB?

10. YTo fomkHbI 06ecneymBatb KOMMNbIOTEPHbIE TexHoNorun 0Y?

11. [ainTe xapaKTepucTnkKy npobnemam nepexoga Ha 3NEKTPOHHbIA AJOKYMEHTO060pOT.

12. MNpoBeanTe COMOCTaBUTENbHbIA  aHa/M3  OTEYECTBEHHbIX CUCTEM aBTOMAaTU3aLUK
[e/Ionpon3BOACTBA M 3/IEKTPOHHOIO OKYMEHTO060pOoTa.

Bonpocbl gna yctHoro onpoca (YO-4):

1 B Kakmx HOpPMaTMBHO-MeTOAMYECKMX AOKYMEHTaX 3akpernieHbl TpeboBaHMsA K paboTe C
[OKYyMeHTaMu B 6aHKe?

2. B uyeM 0c06eHHOCTb BefieHWs [1e/10npon3BoACTBa B 6baHKax?

3. KakoBa TexHonorus pabotbl ¢ JOKYMeHTaMu B 6aHKe?
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4. KakoBa cxema JOKyMeHT0060poTa B 6aHKe?
5. KakoBa opraHusayusa JoKyMeHToobopoTa B 6aHKe ¢ ucnonb3osaHmem C3/47?

MpuMepHble 3afaumn (NPaKTUYecKne 3a4aHns)

3agava 1. (3-1)

CocTaBbTe npukas 06 ocBoboxgeHun Bac oT paboTbl B NMAO Kb «POCIFOCCTPAX-
BAHK» B cBA3M C nepee3fomM Ha HOBOE MECTOXUTENLCTBO.

3agava 2. (3-2)

CocTtaBbTe rapaHTuiiHoe nmnceMo OOO «3kogom» OOO «[Mporpecc» 06 OKasaHWUM
TEXHWYECKON MOoMOLWM B pa3paboTke paboumx yepTexxei HAaCOCHOWM cTaHuun. OO0 «3IKOAOM»
NPOCUT MPOU3BECTU 3Ty PaboTy HEMOCPeLCTBEHHO Ha MOLLAJKe.

3agava 3. (3-3)

CocTaBbTe  KpaTKu/  MPOTOKOST  COBellaHWs  cheuuannuctoB  6GaHKa  oThena
CTpaTermyeckoro nnaHWpoBaHWs, Ha KOTOPOM Obln  pPacCMOTPeH BOMPOC O AOCPOYHON
pa3paboTke nnaHa pa3suTua 6aHka Ha 2019 rog. Mocne ob6CY>KAeHUA Ha COBeLLaHUN NPUHANO
pelleHne paspaboTaTb NfaH Ha [AecATb [HEeR paHblue YCTaHOBMIEHHOro cpoka. OcTa/lbHble
[aHHbIE YKaXXMTe CaMOCTOATENIbHO.

3agava 4. (3-4)

CocTaBbTe MnpuKasbl: a) O npuemMe Ha paboTy Hauya/bHUKOM OTAena no paboTe C
(msmyeckummn nmuamm - 3aiueBy A.A.; 6) 006 yBONbHEHWM MepeBOAOM B ApPYrov 6GaHK
MegaBeaeBy B.P. HepocTtatowme peKBU3UTbI YKaXKUTE CaMOCTOATE/NLHO.

3agaua 5. (3-5)

CocTtaBbTe nucbMo-npockdy OO0 «BANTMTILEMPOM» B MpaBuTeNbCTBO 06/1aCTU O
Bbl€NeHUN CpefcTB M3 06nacTHOro Gtompketa B cymme 15 MAH. py6. A0 Havana peannsaymu
MONOAHAKA-NTULLbI HACENEHWIO.

3agava 6. (3-6)

CocTtaBbTe  [JOKnagHyt  3anucky  6yxrantepa  TumowwuHoi T.IMN.  rnaBHOMy
oyxrantepy NMAO KB «Cb6epbaHk» BabuyeBy H.M. oT 15.03.19 r. 0 BbINOAHEHUN NpUKasza
ynpasnswowero 6aHkom Ne 92 or1 12.01.19 r. «O CcOCTOAHUM OYXranTepckoro yyera Ha
cTpouTenscTBe 6asbl 0TAbIXa Ha Kypckoi koce». B npukase Obln yKa3aHbl KOHKPETHbIE CPOKU
NNKBUAALMN HELOCTAaTKOB, 06HapYXeHHbIX B sHBape 2019 roga. B fOKNaAHON 3anncKe LOMKHO
OblTb OTMEYEHO BbINO/IHEHWE BCEX MYHKTOB TMpuKasa, 3a WCK/IOYEHUEM MYHKTOB 00
opraHusauuMm paBHOMEPHOW eXeAHEBHOW cpaun paboumMMmun HapsgoB Oyxrantepy. BbisBneHo,
yto 25 ¢peBpana 2019 roga 6bI10 cAaHO TONbKO 35,2% Bcex HapagoB. OcTasibHble HapsAbl
cfaHbl 1 mapTa. Mo rpaduky CpoK chaun nocnefHuUX HapsgoB 3a MPOLUbIA Mecsl, YyCTaHOBNeH
MepBoro Yncna cnegytollero Mmecsua. OCTa/ibHble AaHHbIE YKaXXMUTE CaMOCTOATESIbHO.

3agava 7. (3-7)

CocTtaBbTe MNPOTOKON 3acefjaHNs WHBEHTapU3aLMOHHOW KOMUCCUM 3aBOfa ra30BOM
annapartypbl, Ha KOTOPOM paccmaTpusasica BOMPOC O pe3ynbTaTax MHBEHTapu3auuu no cknagy
Ne 2 Bcnomorate/ibHbIX MatepuanoB. Ha 3acefaHuM 6bl10 MPUHATO MOCTAHOB/IEHME 00
YTBEPXKAEHUN Pe3yNbTaTOB WHBEHTapU3auUM WM OTHECEHUA 3a CYET 3aBefyHOLLEero CKIafom
HefocTayn BCMOMOraTteslbHbIX MatepuanoB B cyMme 365 ThiCc. pyb., a Takxe 3ayuTaHbl
CMuNTeNbHasA BeflOMOCTb MO cknasy Ne2 u 06bACHWUTENbHAA 3anvcka 3aBefyHoLero CKiagom.
OcTanbHble faHHble ONpeAenunTe Nno CBOEMY YCMOTPEHMIO.

3agava 8. (3-8)

CocTaBbTe CrpaBKy O Be/fMYMHe cpefHei 3apabOTHOW nnatbl 3a rog ANs MoayyeHus
KOMMeHcaumMmn Ha onnaty Xunbs. OcTanbHble AaHHbIe YKaXUTe caMOoCTOATESbHO.

3agaua 9. (3-9)

CocTaBbTe WH(OPMALMOHHOE MUCbMO O MPOAAXKE YaCTHbIM W rOCYyAapCTBEHHbLIM
NPeanpUATUAM MEePCOHaNbHLIX KOMMbIOTEPOB MO AOrOBOPHOM CTOMMOCTM M O BO3MOXHOCTU
NMPUHUMATb 3aKa3bl Ha COCTAB/IEHME NPOrpamMm.
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3agava 10. (3-10)

CocTaBbTe MOMHbLIA MPOTOKON 0b6wero cobpaHus paboyumx MNPOWU3BOACTBEHHOIO
Koonepatuea «[llyck», Ha KOTOpPOM 06CYyXJancsa BOMPOC O CO34aHUM  MPOM3BOACTBA
CTPOUTENbHbIX MaTepuasioB 418 CTPOUTENbCTBA XWU/bIX AOMOB. Ha cobpaHun Oblia 3acnyluaHa
NHopmauna npeacenaTens O BO3MOXHOCTM CO3[aHMSA Takoro Lexa M MepcrnekTnBax ero
paboTbl. [locne o06CYyXAeHUA ObINO0 NPUHATO peLleHne Mopy4YuTb NpeAcefaTentd U ero
3aMeCTUTEeNI0 MO0 CTPOUTENLCTBY B TeueHUe 6 MecsLEeB pasBepHYTb paboTy W BblAeNUTb 41 3TUX
uenen 31 mMnH. pyo6.

3agava 11. (3-11)

CocTaBbTe XapaKTEPUCTUKY-PeKOMEHAauMio  Ha paboTHMKa Bawero 6aHka  And
noctynneHua ero B acnupaHtypy ®rAOYBO «b®PY um. N. KaHTa».

3apgava 12. (3-12)

CocTtaBbTe nucbMo-npockby OOO «Mebenbrpas» B MWHUCTEPCTBO 3KOHOMMUYECKOIO
Pas3BUTUSA, NMPOMBbILLIIEHHOCTU M TOProBnn KanuHUHrpaLcKonm 061acT 0 BblAe/leHUN NINLLEH3NM
Ha nocTaBky B KuTail 4000 T meTasifia B CBA3M C 3aK/IHOYEHNEM KOHTpaKTa C 06beAnHEHNEM MO
MeXAyHapo4HOMY COTPYLHMYECTBY Ha CTPOWUTENLCTBO AEBATUITAXHOIO OOLLEXUTUA B
KanuHuHrpage. CornacHoO KOHTpakTy onnata BbIMOMHEHHbIX PaboT OyfeT Npou3BOAUTLCA
POCCUIACKUMW py6NSMI 1 MaTepranamu.

3agava 13. (3-13)

CocTaBbTe JOKNALHYIO 3aNUCKY MNaBHOro Gyxrantepa AUMpeKTopy 06 uTorax paboTbl Mo
LleHTpaM3aumMm pacyetoB ¢ paboummun ¥ cnyxawmnmu 3asoga. LleHTpanm3sauma pacyetos gana
BO3MOXHOCTb MepeBecT Ha Apyryr paboTy natb OyXranTepoB LEXOB, YMEHbLUUTL OLIKUOKM B
pacyeTax C pabounMmy u CRyXalumu, YCUAUTb KOHTPO/b PacxofoBaHUs (POHALOB 3apaboTHON
nnatel. B 3aknoyeHMe HeoO6XOAUMO MOCTaBUTbL BOMPOC O MPEMUPOBAHUN PabOTHUKOB
byxrantepuun,  obecneymBalOLWMX NEPEX0[ Ha LieHTPasM30BaHHbIV pacyeT 3apaboTHONM Mnathbl
no 3asogy. OcTanbHble JaHHbIe YKaXUTe caMOCTOATESbHO.

3agaua 14. (3-14)

HanuwwuTe 3as8neHne o npneme Bac Ha paboty kaccupom B NAO Kb «OTKPbITUE».

3agaua 15. (3-15)

CocTtaBbTe NMUCbMO-0TBET MPOV3BOLCTBEHHOIO 06beMHEeHUS
«KanuHuHrpagrasugpukaumsa»  aupektopy Xumdapmsasofa W Haya/lbHUKY  ynpasfieHus
«KannHuHrpagropras» 0 eXeMecsiyHOM nocTaBke XumdapmsaBogy 64 T CKUXKEHHOro rasa B
TeyeHne 2019 roga. YKasaHHbI 06beM yuTeH B pasHapsfke. MocTaBka GyaeT OCyLeCTBAATHLCS
yepes ynpasneHne «KannmHUHrpagropras».

3agaua 16. (3-16)

CocTaBbTe [OKNafHYK 3anucky cekpetaps-petepeHTa ynpasnsawowero NMAO Kb
«3JHeproTpaHcbaHk» 06 yTepe Kaccupom PblbuHbiM C.A. nucbma-3anpoca, NOCTYnuBLIEro B
afipec 6aHkKa TpM MecALa Ha3as.

3apgava 17. (3-17)

Hanuwute 3adBneHne o npeaocTasfieHWM BaMm  aAMUHUCTPATMBHOIO OTMycKa nNo
ceMelHbIM 06cToATENbCTBAM. OCTa/lbHble PEKBU3UTbI YKQXKNTE CaMOCTOATESIbHO.

3agava 18. (3-18)

CocTtaBbTe COBMeCTHOE NMUCbMO-0TBET MuHucTepcTBa 3[paBoOOXpaHeHus
KanuHuHrpagckoh o6nactu v MuHucTepcTBa (DMHAHCOB KanMHUHrpafckoih obnactm o
BblAE€NEHUN  OOMONHUTE/IbHLIX aCCUITHOBAHMI 13  06/M1acTHOro  6GrofKeTa Ha OKasaHue
MeAULMHCKON NOMOLLY XUTeNsaM 061acTu.

3agayval9. (3-19)

CoctaBbTe 1 ogopmute Tenerpammy TNAO KB «PoccenbxosbaHk» OOO «Kpuctann»
0 NO/IHOM OTKa3e OT On/aTbl 3a NOCTYMMBLUYHK MPOAYKLMIO, B CBA3W C TEM, YTO 3Ta NPOAYKLMA
He 6blna 3aKasaHa. OCTa/IbHble PEKBU3NUTBI YKaXKNUTE CaMOCTOATESbHO.

3agaua 20. (3-20)
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Hanvwwute asTobuorpagmio, HeobXxoAuMyK AN  O(OPMIEHUS [AOKYMEHTOB MNpw
NOCTYNNeHUN Ha paboTy B HGaHK.

3agava 21. (3-21)

CocTaBbTe nucbMo-npurnaweHne OOO «3OKCMOUEHTP», C NpefnoXeHUEM MPUHATL
yyacTve B POCCUICKON BbICTaBKe Ha MEXAYHapOAHOW MeXoTpacneBol spmapke B I. ['AaHbCK
(Monbwa), koTtopas 6ygeT npoxoantb ¢ 20 HoA6psa no 10 gekabps 2020 r. OTa Apmapka
ABNAETCA OAHMM M3 KPYMHEMWMUX TOProBbIX MeponpuaTWii cTpaH EBponbl. B TekcTe Hago
yKasaTb, 4TO Yy4yacTue B 3TOM spMapke [MO3BOMAET LUMPOKO MPEeACTaBUTb  IKCMOPTHYH
NPOAYKUMIO oOpraHu3aumu, npofjatb 3KCMOHaTbl CO CTEHAA, W3Y4MTb OCOOEHHOCTM pbIHKa,
OOMEHATBCA C  APYTMMU  YYaCTHUKAMW APMapKu  Hay4YHO-TEXHUYECKON WH(opmauned u
3aK/Il0YNTb BbIFOAHbIE CAEMKN.

3apava 22. (3-22)

CocTaBbTe [OKMafHYH 3anNUCKy HayanbHUKA OTAena PYKOBOAMTENO MPeanpuaTns o
(baKTe HEBBINO/HEHNS PACMOPSXKEHUA O MOHTaXe 060pPYLOBaHWA Ha y4yacTKe MO NpUYUHE
€naboro KOHTPOA CO CTOPOHbI MNMaBHOr0 MeXaHuKa.

3agava 23. (3-23)

OchopmuTe 3anmcb B TPYAOBOM KHMKKE 06 YBONbHEHWW Bac: a) MO COBGCTBEHHOMY
XenaHuto; 6) B CBA3M C NUKBUAAUMERn 6GaHKa, B) B CBA3M C HECOOTBETCTBMEM BbINOIHSEMOW
paboTbl NpeabABNsSeMbIM TPe60BaHNAM, BCMEACTBME HEAOCTaTOYHOM KBaM(UKALMK.

3apava 24. (3-24)

CocTtaBbTe MHpopmaunoHHoe nunuceMo AO «ABTOTOP» Hemeukoi dmpme «BMW» o
BO3MOXHOCTM Npojaxu aBTomobunend. OcTanbHble PEKBU3UTLI YKXKUTE CAMOCTOATENBHO.

3agaua 25. (3-25)

CocTaBbTe [OK/MafHYK 3anucKy O TMpPUYMHAX HECBOEBPEMEHHOIO MpeACTaB/eHNs
UHOpPMaLUX O BbINOMHEHUN yMpaBnawowWwero 6aHkoM. OcTa/lbHble PEeKBU3UTbI YKaxute
CaMOCTOATE/bHO.

3agaua 26. (3-26)

CocTaBbTe MNPOEKT KOHTpakTa Mo HaliMy, onfate W YBO/MbHEHUW Bac. OcTasbHble
PEKBU3UTbI YKXKUTE CAMOCTOATENIbHO.

3agava 27. (3-27)

CoctaBbTe NUCbMO-0TBET MMUHUCTEPCTBA CE/MbCKOro Xo3aicTBa KalMHUHIpascKom
obnactn npepacefatento akuuMoHepHoro obuwectsa «KAJICE/IbXO3» no BOMpocy MOCTaBOK
NerkoBbIX aBTOMOGWEN 3a cAaHHOE 3epHO.

3agava 28. (3-28)

CocTaBbTe [OKMAAHYH 3amnmncKy rNnaBHOro Oyxrantepa PyKOBOAUTENO NPeAnpuaTus o
Heo6X0AMMOCTW LeHTpann3auum pacyeToB C paboTHWKamMu npefnpuatus. B 0653aHHOCTU
YUYETHbIX PabOTHWKOB LEXOB [O/HKHO BXOAWUTb NNLLbL OOPMIIEHME MEPBUYHBIX AOKYMEHTOB MO
yyeTy BblpabOTKW. B [OKNafHOWM 3anncke HeoOXOAMMO MofaTb NpeanoXeHWe O MepecMoTpe
LUTATOB OTYETHbIX PabOTHMKOB B LEXaX W T[NaBHOW OyxranTepum u3 pacyeta o06LWero
COKpaLLeHWA WTATOB He MeHee YeM Ha 20%.

3agaua 29. (3-29)

CocTaBbTe npukas O nepesofe Ha paboTy BHYTpU 6GaHka. OcCTasibHble PEKBU3UTHI
YKaXXnTe caMOCTOATESbHO.

3agava 30. (3-30)

®dunman OO0 «Pocrocctpax-KanvHuHrpag» vmeeT cTpaxoBoil otgen B r. CoBeTcke.
HauanbHuk atoro otgena C.W. ViBaHOBa m3gana Nnpukas 0 Ha3HauYeHWM MHCNEKLUMOHHON rpynnbl
ON19 NPOBefeHNs CBEPKMN faHHbIX OYXranTepckoro v onepauyoHHOro yyeta 3a NepBblil KBapTan
Tekywlero roga. Csepka npoBoauTca B cooTBeTCTBMM C nucbmom OOO «Pocroccrpax-
KanuHuHrpag» Ne 09-07/8 ot 19 anpens Tekywero roga «O npoBeAeHWM MWUIOTHOW CBEPKM
JaHHbIX OyXraaTepckoro W OMepaLMoHHOrO YyyeTa 3a [MepBblii  KBapTas», B COCTaB
MHCMEKUMOHHOW Tpynnbl BKOYeHbl Gyxrantep Muxanesa J1.J1. n onepaumoHucT lMonskosa
TB. ’
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3agava 31. (3-31)

B coctaB AO «Toprosbiii oM "MepKypuin'» BXOAUT MarasuH «TPUKOTaX», pacxofbl Ha
COAepXXaHne KOTOPOro MpeBbIalT AOX0A OT ero fAesTenbHOCTU. [eHepanbHbll gupekTop AO
nognucan npukas o NKBMAALUUN MarasvHa «TpukoTax». MarasvH NMKBUAMPYETCA B CBA3N C
HepeHTabeNbHOCTHIO M B LeNsiX COKpalleHWs pacxofos. lMpukasoM NMKBUAMPOBAH MaraswiH;
co3fjlaHa NNKBUAALMOHHaA KOMWUCCUA, COCToAWaa W3 3aMeCcTUTeNs TeHepanbHOro AupekTopa
3A0 «ToproBsblii fom "MepKkypuii'» (nNpeacegatesis  KOMUCCUKM), AMPEKTOpa MarasvHa
«TpUKOTaXK» M HayalbHUKa 3KOHOMMYeckKoro otgena AO; AaHbl NOpy4vyeHWsa npencenaTento
NNKBUAALMOHHOW KOMWCCUMM MO CPOKY MNPeACTaBleHMs akTa UKBUAALMOHHOW KOMMUCCUN,
3aMecTUTENI0  FeHepasIbHOTO [AMPEKTopa MO 3KOHOMWKE MO0 BHECEHWIO MNpeanoXeHun o
JanbHeiweM UCMob30BaHMM 0CBOGOXKAAtOLLErocs nomMeweHns. Mprkas cnegyet opopMuTb Ha
G6naHke C NPOAO/bHBIM  PacrofIOKEHNEM  PEKBU3UTOB, OCTa/lbHble [aHHble  YKaXuTe
CaMOCTOATE/IbHO.

3agava 32. (3-32)

CocTtaBbTe 1 ohopMuTe NprkKas 06 ntorax pabotbl ¢ fokymeHTamu B NMAO KB «BTB 24»
B npowefwem rofy. B KOHCTaTUpytoleld 4acTU YKaXuTe Ha MTOrM aHaiu3a, BblSBUBLUME
HU3KYI0 TpeboBaTeNbHOCTb PYKOBOAMTENEN noapasfeneHuii K KayeCcTBY MOATOTOBKM
[LOKYMEHTOB W KOHTPO/IKO 3a WX WCNONHeHWeM. B pacnopsguTencHO 4vacTu  nopyuuTte
PYKOBOAWUTENAM  MOAPa3feNeHnii  ycunutb TpeboBaTeNbHOCTb K KayecTBy paboTbl €
[LOKYMeHTamn, a pykosoguTento otaena AOY paspaboTaTb Mepbl MO YAYyYLUEHUO 3TON paboTbl.
OcTasibHble faHHble YKaXKUTE CaMOCTOATENbHO.

3agava 33. (3-33)

CoctaBbTe ¥ othopmute npukas no OOO «3anag» 06 WCMNOMb30BAHWUM OTXO/0B
nunoMartepuanos. B KOHCTATUPYIOLLEN 4acTu YKaXWTe, 4TO Mpu NpoBepke paboTbl Cknaga
nunomatepuanos Obln BbliBNeHbl (DaKTbl OTNYCKAa B KOTE/IbHYHO [AJ1 CXKUraHus OTXO00B
nunomaTepuanoB [AJMHOM cBbiwe 20 cM. B pacnopsguTenibHOM 4acTu cnegyeT 006s3aTb
3aBegytowlero cknagom W.C.YymakoBa opraHu3oBaTb paboTy Mo peanu3auum OTXO[0B
nuIoMaTepnanoB YaCTHbIM /iMLaM, a SKOHOMWYECKWUW OTAen - MNPOBECTU pacyeT CTOMMOCTU
OTNYCKAeMbIX YaCTHbIM fivuam MaTepmnanos. OCTa/ibHble JaHHbIE YKaXKNTEe CaMOCTOATE/NbHO.

3agava 34. (3-34)

CoctaBbTe 1 odopmute npukas no MNMAO KB «baHk ABaHrapa» 06 ob6ecrneyeHun
MOXapHOM 6e30NacHOCTM U YCUIEHUN OXpaHbl 6aHKa. B KOHCTATMpYHOLLEl YacTu COWMTeCh Ha
ONacHOCTb TEPPOPUCTUYECKUX aKTOB W YKaXuTe Le/b obecrieyeHns 6e30macHOCTU Nogeil 1
COXpaHeHWe MMmyLLecTBa. B pacrnopsguTenbHOR yacTu cnefyeT 00653aTb Hava/lbHUKA OXpaHbl
K.J1.KOLWKMHa YCUANTL NMPOMYCKHOW peXxuM. OCTasibHble aHHble YKaXNTE CaMOCTOATE/IbHO.

3agava 35. (3-35)

23-31 wmapTta Tekyuwero roga B KanMHuHrpaze npoxogsaT (uHasibHble COPEBHOBAHUA
IOHbIX XOKKEWCTOB Knyba «30n0Tas waiba» wmMeHn A.B.Tapacoea. [logrotoebTte
noctaHosneHne [naebl ropoackoro okpyra «lopog KanuHurpag» A.H. CunaHoBa 06
obecrieyeHMn 6ecnnaTHOro npoesfa LUKO/IbHUKOB B [HW COPeBHOBaHWA. B KOHCTaTupytoLeit
4aCcTU Heo6X0AMMO YyKa3aTb Lenn pas3BUTUSA [eTCKOro crnopra B Cy6bektax P®, a Takxke
cocnaTbCa Ha YcTaB FOpPOACKOro okpyra. B pacnopsguTenbHol YacTu gaetca nopyyerve MKI
«KanuHuuHrpag-ropTpaHc» Mo obecrneyeHnto 6GecnnaTHOro npoes3fa OpraHM30BaHHbLIX rpymnn
[eTel B COMPOBOX[JEHWM B3POCNbIX B TOPOACKOM 0OLLECTBEHHOM TpaHCNoOpTe B MEepuof
npoBefeHns CcopeBHOBaHW. KOHTPONb 3a WCMOMHEHWEM MOCTAHOB/EHWUS BO3/araeTcs Ha
nepBoro 3amecTuTensa rnaebl agMmHucTpaumm KO.A.depdLulosa.

3agauva 36. (3-36)

CoctaBbTe 1 ogopmute npukas no NMNAO KB «OTMN BAHK» o npueme Kynewosoli
HuHbl CepreeBHbl Ha MOCTOSHHYHO paboTy crneunanucToM KpeauTHOro otaena. Pasmep oknaja
coctaBnser 55 Tbic. pyb6. OcCHOBaHMEM AN U3[aHWUA MNpUKasa MNOCNYXUWM  3asaBfieHMe
H.C.KynewoBoin un TpyaoBoit gorosop Ne 28.

3agava 37. (3-37)
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CoctaBbTe 1 othopmute npukas no NMAO KB «PyctumHaHC BaHk» 06 yBONbHEHMM MO
COBGCTBEHHOMY >KenaHuio cneuuanucta BantoTHoro otgena Kucenesa Amutpus Cepreesnya B
CBA3M C BbIXOAOM Ha MeHcuo. Ha nprikase MMeroTCs BU3bl rNaBHOrO Gyxrantepa U HavaibHMKa
otgena kagpos NMAO Kb «PycthuHaHC bBaHk».

3agava 38. (3-38)

CoctaBbTe U O(opMUTE [OKNALHYK 3aNUCKy B COOTBETCTBUM C CUTyauueild: B
KanMHMHIpagCckoM WHCTUTYTE MOBbIWEHNA KBaIM(PUKALMN yunUTeNein co3gaHbl MOCTOSHHO
[elcTeylowne  Kypcbl  MOArOTOBKWM  noronefoB.  Kypcbl  pabotany  Ha  npuHuuMne
CamMOOKyMaemMoCTh, OfHaKO B TeKyllem y4yeGHOM rogy [AnA MNPOLO/DKEHUS WX [eATeNbHOCTM
HeobXxo4MMO [AOMOoNHUTENbHOE (uHaHcupoBaHue. [Aupektop wuHcTMTyTa C.P. TloKansesa
obpatmnacb K MuHUCTpy ob6pasoBaHms KO C.C.TpyceHeBOW C MNpOCbOOi BblAeNNTb TpUCTa
TbiCAY py6niein Ansa MNoKBapTa/ibHOr0 (YMHAHCUPOBaHUA [eATeNbHOCTM KYpPCOB B TeKyLlem
yuyebHOM rogy. JloknagHas 3anucka 6blna cocTaBfeHa 25 aerycra npoLUefwero roga,
3apermctpupoBaHa 3a Ne 33 M B TOT XXe feHb OTnpaBfieHa B MWHWUCTEPCTBO 06pa3oBaHUS
KanvHnHrpaackoi obnactu.

3agava 39. (3-39)

CocTtaBbTe K O(OpMUTE MUCbMO-0TKA3 mnonurpaguyeckoro npegnpuatusa «obega»
(O00) NAO Kb «bAHK 3EHWT» no Bonpocy BbIMO/HEHUS 3aKa3a Ha M3roToB/EHME 6/1aHKOB
yyeTa M OT4YeTHOCTU. [MpMYMHOW OTKa3a SBMNACb PEKOHCTPYKLMSA MEeYaTHOro Lexa, KoTopas
NPOANUTCA L0 KOHLA NepBoro nonyrogus; Apyrue faHHble YKaXKUTe camoCTOATE/bHO.

3agava 40. (3-40)

CoctaBbTe M otopmute rapaHTuiiHoe nucbmo OOO «Pagyra» B agpec OAO
«TexnpoekT» 06 OKa3aHWWM TEXHWYECKON MOMOLLM B pa3paboTKe paboumx YepTexei HaCOCHON
cTaHumu. PaboTy Heo6xoAMMO MpOBeCcTM [0 Hayana asrycra Tekyuwero roga. [lMucbmo
nognucann gupektop OOO «Pagyra» I.A.KpbinoB v rnaeHbliii 6yxrantep O.MN.Kosanesa.
OcTanbHble faHHble YKaXKUTe CaMOCTOATESbHO.

MprMepHble NPo6aeMHbIe 3aaHns (CUTYaLNOHHbIE 3afa4n)

3apgaHue 1. (M3-1)

01.12.19 . AO/MKHO CcOCTOoATbCA cobpaHue KanuHuHrpagckoro ¢unmnana MAO Kb
«OTKPbITUE». NonoBHOW 6aHK HanpaBiseT CBOEro NpeAcTaBUTeNs A1s yvyacTus B cobpaHuu.

3agaHve: CocTtaBbTe  TefierpaMmmy 0 npnobLITUM npeactasutens NMAO Kb
«OTKPbITUE», BKAOUMB NpOCbOY 0 6GPOHMPOBaHWUM B OAHOW M3 FOCTUHUL, ropoga 1-mMecTHOro
HOMepa «JTKC» Ha UMsa npefctasnTens Ha nepuof ¢ 01.12.19 r. no 03.12.19 r.

3agaHue 2. (M3-2)

Mo BuHe Gyxrantepum coTpyaHukam AO «CupeHa» B TeKyLlem Mecsue 6blna 3afepxxaHa
Bbinaata 3apaboTHOV nnatbl. [NaBHbIA Byxrantep nHhopmupyet gupektopa AO 0 TOM, 4TO
3aflep>Kka HanuMyHocTh Oblna cBfi3aHa C ono3jaHveM Ha cyeT AO [JeHeXHbIX CPeacts oT
npeLnpuATUA-NapTHEPOB.

3agaHue: B ponu Gyxrantepa cocTaBbTe CNY>KEOHYHO 3anucKy. Bug cny>ke6Hoi 3anmnckm
BblbepuTe, MCX0AA U3 NPeLNOXEHHOW CUTYyauun, caMoCTOATE/bHO.

3agaHue 3. (M3-3)

CornacHo gorosopa Ne33 ot 05.11.18r. Ha nocTasky ob6orpesaTefibHbiX npub6opos OO0
«3aps» 06s3aHa 6blna noctaBuTb OO0 «3apsi» B 1 kBapTane 2019 r. ToBap Ha 06LLYy0 CymMy
500 msH. py6.

®aktuyeckn B 1 kBaptane 2004r. qupme «CeneHa» 6bl710 MOCTAB/IEHO TOBapa Ha CyMmy
300 m/H. pyo6.

Ha ocHoBaHun n.9.1, Jorosopa MocTaBKK 3a NPOCPOYKY MOCTaBKM ToBapa [MocTaBLUK B
30-4HEBHbI CPOK 0653aH BbINAATUTL WTPag B pasmepe 20% OT CTOMMOCTU He MOCTaB/IEHHOIO
TOBapa.

3afaHue: MoAroToBbTE NPOEKT MPETEH3NOHHOIO NMUCbMa B afpec NMocTaBLLMKa.
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3agaHue 4. (M3-4)

Mpoun3BoACTBEHHAas HEOOXOAMMOCTb TpebyeT npogo/mkeHme paboTbl AO «JlyHa»
BbIXOAHbIE AHW C Y4YeTOM [EHEeXHOW nepepaboTKM WAW NpefoCTaBNeHUs APYTrUX AHe
OTAbIXa.

3apgaHve: B ponu cekpetapa - pedepeHta aupektopa AO MOArOTOBbTE MNPOEKT
COOTBETCTBYHOLLEr0 AOKYMEHTA.

3agaHune 5. (IM3-5)

B AO «3aps» cocTosnochb 3acefaHue npasneHus. [loBecTka [HA Oblna NOCBALLEHA
pacLUVMpeHnto oTAena MapKeTuHra upmMbl. B CBA3W € 3TUM BO3HMKNA

Heo6X0AMMOCTb BHECTM W3MEHEHMS B LUTATHOE pacnucaHue COTPYAHWKOB (hUPMbI, a
Takke pa3obpaTb HOBble [O/HKHOCTHbIE WHCTPYKUUW Ha BBEAEHWE B OTAe/l MapKeTUHra
[LO/MKHOCTU MeHe[)Kepa Mo pekname U peknamMmHOro areHTa.

3afaHue: B ponu cekpeTaps 3acefaHnsi COCTaBbTe MPOEKT NPOTOKO/a.

3agaHue 6. (M3-6)

B AO «KY¥Yb» npoBefeHa rnposepka paboTbl 0TAeNa MapKeTUHra rno OKasaHWK MAaTHbIX
ycnyr. Komuccus B cocTaBe 3amecTUTeNs AMPeKTopa, MN. Byxrantepa M HayalbHUKA OThena
MapKeTMHra B XO4e NPOBepKM 06HapyXuna HapyLleHus B othopmMneHnu [aHHO
[JOKyMeHTauun OyayT npeacTaBfieHbl CaHKLUMW.

3apaHue: MoaroToBbTe MPOEKT COOTBETCTBYHOLLErO JaHHOW CUTyaummn AOKyMeHTa. Bug
LOKYMEHTa OnpefennTe caMOCTOATENIbHO.

3agaHue?. (M3-7)

Ha ocHOBaHUM wuccnefoBaHWA OTAE/IOM MapKeTUHra KOHBIOHKTYpPbl pblHKa CObITa
npogykumn  OOO  «CeBep» npeAcTaBusia  BO3MOXXHOCTb  3aK/MOUUTL  PAA BbIFOAHbIX
KOHTPAaKTOB.

HavanbHMK  oTAena MapKeTMHra pewwnn  noowpuTb  Befylmx  COTPYLHMKOB
npemMuanbHbIMK BbinaTamMmy K 6vkalilleli 3apnnate.

3agaHve: B poivM HavanbHMKA  OTAena  MapkeTMHra  MOArOTOBbTE  MPOEKT
COOTBETCTBYIOLLErO  [JaHHOW  cuTyauuu  [JOKyMeHTa. Bua  [OKymMeHTa  onpegenute
CamMOCTOATE/IbHO.

3agaHue 8. (M3-8)

Ynpasnsowmin NMAO Kb «Pycckuii CTaHgapT» NPUHAN pelleHne O NpUeMe HOBOrO
COTpyfHUKa B OTAen cbeperate/ibHbIX OonepauMil  Ha  [JO/MKHOCTb  «Cheuuanucra oTgena
cbeperatesibHbIX onepaunii ».  Mexgy [MAO KB «Pycckuin CTaHfapT» M CneuuanncTom
3aK/YeH TPYLOBOW JOroBop.

3agaHve: B ponu  COTpyAHMKAa  KafpoBOW  CNyXObl  MOArOTOBbTE  MPOEKT
[LOKYMeHTa COOTBETCTBYIOLLErO CUTYaLUN.

3agaHue 9. (M3-9)

000 «CmeHa» nonyyaeT oT OOO «HaTypoBo»  peknamHyk  GpoLutopy,
npeacTaBnaloLWLy0 oborpeBatefibHble MNPMOOPbLI, KOTOPble MOMAM  6bl  HANTU NPUMEHEHNe
B TEMN/JIMYHOM XO3AICTBE.

Ha coBewaHun no UCMOMb30BaHWIO 3TUX MPUOOPOB  BLIACHUIOCL, YTO  AN1d
MPUHATUA OKOHYATENbHOro peLleHUs Heob6XxoAMMbl 60/ee MNOMHble AaHHble MO BCeM TOBapam
[aHHON Tpynmbl, TaKXe NPENCKypaHT LEH C yKa3aHWeM YCM0BMIA NOCTaBKM.

3agaHune: CocTaBbTe MPOEKT Cny>ebHoro nucbma B cekpetapmat OOO «HaTypoBo» ¢
3anpocom 6onee NoAPOGHON MHGOPMaLMK O JaHHOM TOBape.

3agaHue 10. (M3-10)

Ynpasnaowmii MAO KB «/10K0-6aHK» NPUHAN pelleHre 0 npueme Ha paboTy OMbITHOro
cneuuanucta no paboTe € UeHHbIMU Bymaramy C CONUAHbLIM CTaXeMm paboTbl Ha AO/MKHOCTb
«Havya/lbHUKa 0TAena LeHHbIX bymar».

3agaHne: B ponu  cneymanucTa  KagpoBoW  ciykobbl.  MOAroToBbTE  MPOEKT
COOTBETCTBYIOLLENO JOKYMEHTA.

B
7
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MpuMepHbIe OLEHOYHbIE CPeACTBA A1 NPOBeAeHNS TEeMaTUUYeCKOro KOHTPONA
Tect 1(T-1)

1. faniTe onpejenieHne JOKYMeHTa:

A) MaTepuanbHbIi 06bEeKT C MHOopMaLmeld, 3aDUKCUPOBaHHOW CO34aHHbIM Ye/10BEKOM
cnocobom, ans eé nepefayn BO BPEMEHW U NPOCTPAHCTBE

B) COBOKYNHOCTb PEKBU3MTOB O(YULMANIBHOIO MUCbMa

C) cTaHZapTHOE pacnonioXeHve MaTepuana

D) TekcT

2. [ainTe onpeaeneHune opmynsapa-obpasua:

A) COBOKYMHOCTb PEKBM3UTOB [eN0BOro NucbMa

B) COBOKYMNHOCTb pacnosioXeHHbIX B OMpeje/ieHHOM Noc/iefoBaTe/IbHOCTU PEKBU3UTOB,
NpUCyLLMX BCEM JOKYMEHTaM OnpefesieHHOM cUcTeMbl JOKYMeHTaLnn

C) COBOKYNHOCTb PEKBU3UTOB NpuKasa

D) COBOKYMHOCTb PEKBU3NTOB aKTa

3. [aTa fjoKyMeHTa 0hopM/IsSeTca creyroumm obpasom:

A) 1 despana 1997

B) 1 eBpansa 97 r.

C) 01.02.97 r.

D) 01.02.97

4. laTa LOKYMeHTa — 3TO:

A) faTa ero nognucaHus, NpUHATUA

B) pata ero coctaBneHms

C) pata ero nognucaHusl, NPUHATUA, YTBEPXEHUS, COCTaBNeHUs, faTa cobbITus

D) pata cobbiTns

5. [lenonpon3sBoacTBo — 3TO:

A) npasusibHOe 0POPMIEHME JOKYMEHTOB.

B) opraHusauma OKyMeHTO060p0oTa B yUpeXaeHunn.

C) COBOKYNHOCTb [JOKYMEHTOB, OTPaXatoL X ynpaBneHYeCKy0 LeATeNIbHOCTb YUPEXAEHNS.
D) coBOKYMHOCTb paboT No JOKYMEHTUPOBaHUIO AeATE/IbHOCTU yNpaBieHUs 1 no
opraHusaumm JOKYMEHTOB B YUPEeXAEHUN.

6. [leaTeNnbHOCTb annapara ynpas/ieHns, 0XBaTbIBaKLass BONPOChl JOKYMEHTUPOBAHUA U
opraHusauum paboTbl ¢ JOKYyMeHTaMy — 3TO:

A) NOKYMeHTaLNOHHOe obecneyeHne yrnpas/ieHns

B) ctaHpapTum3ayms

C)Erca

D) cuctema LOKYMeHTauum

7. Kakas pyHKLMA OTHOCUTCA K 06LLNM (DYHKLNAM LOKYMEHTa:

A) 006LLEKYNbTYPHAS;

B) nHopmaunoHHas;

C) npasosas;

D) ynopsgo4mBatoLas.

8. MIHLeKC AJOKYMeHTa — 3TO

A) NopsaLKOBbLIA HOMep perncTpauum

B) MHAeKC CTPYKTYypHOro nofpassgeneHus

C) uunpoBoe, byKBEHHOE NN KOMOUHUPOBaHHOE 0603HaYeHUE OKYMEHTa, YKasblBatoLLlee
MeCTO ero cocTaB/leHUs U XpaHeHWUs

D) HOMep Aena no HOMeHKnaType gen

9. icnosiHNTeNIbHOE AeNnonpon3BOACTBO — 3TO

A) paboTa ¢ JOKyMeHTaMu, NpoBoamnBLLAsAcA B COBETCKUX YUPEXAEHNAX

B) paboTa ¢ JoKyMeHTamu, MPOBOAMBLLAACS B KONErUAX
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C) paboTa ¢ JOKYyMeHTamu, NPOBOAMBLLAACA B MUHUCTEPCTBAX

D) paboTa ¢ JOKyMeHTaMu, NPOBOAMBLUAACA B NPUKasax

10. Konnexckoe fesionpon3BoACcTBO — 3TO

A) paboTa ¢ JOKYMeHTaMu, NPOBOAMBLLAACA B KONJIErUAX

B) pabota ¢ JoKyMeHTamu, NPOBOAMBLLAACH B NpUKas3ax

C) pa6oTa ¢ foKyMeHTamu, npoBoAuBLLasca B COBETCKUX YUPEXAeHUSX

D) paboTa C JOKYMeHTaMu, NPOBOAMBLIAACH B MUHUCTEPCTBAX

11. KoMnieKc OCHOBHbIX MOJIOXKEHWIA, ONPeAeNsoLWmnX N pernaMmeHTUPYOLLNX
opraHm3aumio LJOKYMeHTaUMOHHbIX MNPOLLECCOB Ha NPeANpPUATUM — 3TO

A) cuctema JOKyMeHTaunm

B)Erca

C) LoKyMeHTaUMOHHOe obecreyeHre yrnpasieHuns

D) cTtaHgapTUsaums

12. Ha30BUTe fBa OCHOBHbIX (hopMaTa, Ha KOTOPbIX 0hOpPMAAIOTCA JOKYMEHTbI OP/,
A) A 5 (148x210 mm); A3 (297x420 mm)

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

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

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

13. Ha3oBuTe JOKYMEHT, He BK/IIOUYEHHbIN B rPynny BXOAALMNX N UCXOAALLMX JOKYMEHTOB
B NpuKasax

A) namaTu

B)oTnucku

C) akT

D ) rpamoThl

14. Ha3oBUTe JOKYMEHT, He N3gaBaeMblil Lapem B Nepmoj NpUKasHoro [4es10npon3BoacTBa
A) >XanoBaHHas rpamoTa

B) ykas

C) npurosop

D) akT

15. Ha3oB1Te HOPMATUBHBbIM JOKYMEHT, HA OCHOBaHMUM KOTOPOro opopMasAtoTCA
JOKYyMeHTbI OP/[]

A) UHCTPYKLMA NO AeIoNpon3BOACTBY

B) nonoxeHune 06 apxvBHOM hoHae PO

C) NOCT 6.30.-2003

D) TOCT 7.0.97 - 2016

16. O653aTeNbHbIN NPU3HAK Ha LOKYMEHTE, YCTaHOB/IEHHbIA 3aKOHOM — 3TO
A) UHTepBan

B) pekBu3unT

C) nonoxeHue Tabynsatopa

D) amb6nema

17. OpraHusaums paboTbl ¢ JOKYMeHTaMu B KOJIIermax HOCUT Ha3BaHue

A) KONNeXXCKoe 1enornpon3BoACTBO

B) coseTckoe fenonpon3BoAcTBO

C) npukKasHoe [efnonpon3BoLCTBO

D) ncnosiHMTeNIbHOe [eN0npon3BOACTBO

18. OpraHunsaumsa paboTbl ¢ JOKYMeHTaMu B MUHUCTEPCTBAX HOCUT Ha3BaHue
A) COBeTCKOe Ae/IoNpOn3BOLCTBO

B) kKonnexckoe Aenonpou3BoLCTBO

C) npukKasHoe [efionpoun3BoLCTBO

D) ncnonHUTeNbHOe 4enonpon3BoLCTBO

19. MepeyuncnnTe 0OCHOBHbIE BU/bI 6/1aHKOB

A) 0bwmin 6naHk, 6naHK 4asi nucemM, 6,1aHK ¢ NPOAOSIbHLIM U YTI/I0BbIM PacrnosioXXeHNeM



26

PEKBM3NTOB
B) cyuiecTByeT TONbKO 6/1aHK C MPOAO/IbHLIM U YT/T0BbIM PacronoXXeHNEM PEKBU3NTOB

C) cyuiecTByeT TO/IbKO 06LWMiA 6naHK

D) cyuwiecTByeT TONbKO GNaHK Af1d NUCeM

20. MMepeyncnunTe Lenn N3yyeHUs gesonponsBoaCcTBa

A) onpefenuTb ponb cnyxo A0Y.

B) nokasatb 3HauYeHne paboTbl C AOKYMEHTaMW B XXU3HW 06LLECTBA.

C) oBnafeHne 0CHOBaMM NPaBUIbHOI0 0hOPMEHNST AOKYMEHTOB U Ha/1eXalLlein
opraHusaumein JOKymeHToo6opoTa.

D) npuBUTb HEOBXO4MMble HaBbIKM B paboTe C Aenamun, 3aKOHYEHHbIMY [eN0MPOnU3BOLCTBOM.

Tect 2 (T-2)

1. MapaHTMinHOE NNUCbMO - 3TO:

A) LOKYMEHT, co00LLatoLMIn O MPUBIMKEHUN, YCKOPEHWUU, UCTEYEHUM CPOKA UCMOSTHEHNS
Kakoro-nn6o AencTaus

B) [OKYMEHT, cofepxxalinii npurnalleHne Ha MeponpusTume

C) LOKYMEHT, B KOTOPOM FapaHTUpyeTcs onsiaTa BbIMO/IHEHHOW paboTbl Nan
npegocTasneHne Yero-mbo (paboTbl, MNOMeLLEHNA U T.4.)

D) AOKYMEHT, NOATBEPXKAAIOLLNIA MOyYeHNe LeHHOCTEN

2. [lenoBble nncbma 06bIYHO 3aKaHUMBAKT (hpasamu:

A) B COOTBETCTBMM C Balein npocb60ii ...

B) c yBaxeHuem ...

C) Hamy paccmOTpeHbl Baluv npeanoxxeHus .

D) B cBA3N ...

3. lOKyMEHT, 3aKPenIaoLLINiA JO/DKHOCTHOM WU YMCNEHHbIN COCTaB NPeAnpusaTUs ¢
yKaszaHvem (poHza 3apaboTHOM niaTbl — 3T0:

A) LOMHKHOCTHAA UHCTPYKLMS

B) yctas

C) nonoxeHwve

D) wTaTtHOoe pacnucaHue

4. JOKYMEHT, (PUKCUPYIOLLMIA XOL 06CYXAeHNA BONPOCOB N NPUHATUSA pPeLleHUiA Ha
cobpaHusax, 3aceflaHnAX, COBELLaHMAX U T.1.:

A) 06bACHUTENIbHAA 3anucKa

B) noknafHas 3anucka

C) akt

D) npoTokon

5. Ecnu Bam HeobxofMMo gatb onucaHue peknamupyemMblx ycnyr, Bl coctaBute
A) LOroBOPHOE NMUCbMO

B) peknamHoe nnucbmo

C) conpoBoAWTENIbHOE MUCbMO

D) nucbMo-npurnatleHune

6. Ecnn Bam Heo6xo4MMO CO06LLMTbL 0 MPOBeAEHUN MeponpusaTus, Bel coctaBute
A) conpoBoAuTe/IbHOe NMUCbMO

B) nucbmo-noaTeepxaeHme

C) poroBopHoOe NMUCbLMO

D) nHopmayoHHoe NMCbMO

7. Ecnu Bam Heo6xof4MMO0 cOCTaBUTb NMUCbMO, MH(OPMUPYIOLLLEe afpecaTa 0 HanpasneHun
K HEeMY MpUCbISiaeMblX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBonTeNIbHOE NUCbMO

B) nucbmo-yBegomieHue

C) nucbmo-noaTBeEPXaeH e

D) gorosopHoe NcbMo
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8. Ecnun pacnopaguTenbHas 4acTb TeKCTa Ha4YMHaeTCs c/ioBaMu “065a3biBat0”, TO 3TO
A) npukas

B)3asBneHune

C) pacnopseHune

D) ykaszaHue

9. Ecnun pacnopaguTenbHas 4acTb TEKCTa HaYMHAETCA c/ioBaMu “npegsararn”, 1o 310
A) npukas

B) pacnopsxxeHue

C) UHCTPYKLMS

D) yka3zaHue

10. 'H(hopMaLVOHHO-CNPAaBOYHbIN AJOKYMEHT, COCTaB/SAOLWMIACA TPYNnon nuy, 4ns
NOATBEPXKAEHUS YCTaHOB/EHHbIX (PAKTOB — 3TO

A) [oknafHas 3anucka

B) akT

C) npoTtokon

D) 06bsACHMTENIbHASA 3anmnCKa

11. Komnekc B3aMMOyBSA3aHHbIX JOKYMEHTOB, PeriaMeHTUPYIOLWKNX CTPYKTYPY, 3ataun,
(OYHKUMN NPesnpuaTrA, opraHm3aLnio ero paboTbl; npasa, 06493aHHOCTU U
OTBETCTBEHHOCTb PYKOBOACTBA W1 CNELMa/IUCTOB NPeANpPUATUA — 3TO

A) pacnopsguTefibHble LOKYMEHTI

B) yctas

C) cnpaBoYHO-UH(OPMALMOHHbIE

D) opraHu3aunoHHble JOKYMEHTbI

12. Ha3oBUTe JOKYMEHT, He BXOAALMIA B TPYnny pacrnopsagMTebHbIX JOKYMEHTOB
A) CTpYKTypa u iTaTHas YMCNeHHOCTb

B) ykaszaHue

C) npukas

D) noctaHoBneHne

13. Ha30BUTe JOKYMEHT, He BXOLALLMIA B COCTaB MH(OPMALMOHHO-CNPaBOYHbIX
A) NpoToKON

B) cnpaBka

C) pacnopsixeHue

D) akt

14. HazoBwuTe pasfes, He BXOASLLNI B TEKCT ycTaBa

A) pernameHT [eaTeNnbHOCTy

B) obuwine nonoxeHuns

C) opraHm3aunoHHOe eAUHCTBO

D) AO/MKHOCTHbIE 0693aHHOCTH

15. Ha3oBKUTe YacTu TeKCTa NpuKasa

A) KOHCTaTupytoLlas, BBOAHasA

B) KoHCcTaTupyloLas, pacrnopsgnTesibHas

C) ocHoBHas, pacnopsaguTenbHas

D) BBOAHasA, OCHOBHas

16. OpraHu3aLnoHHO-pacrnopaanTenibHasa JOKYMeHTauna — 3T1o

A) YHUDULUMPOBAaHHbIA LOKYMEHT

B) COBOKYNHOCTb PEKBU3UTOB

C) COBOKYMHOCTb B3aUMOYBA3aHHbIX JOKYMEHTOB, (DYHKLUMOHNPYIOLWMX B clhepe
ynpasfieHus

D) yHuuumnpoBaHHas opmMa

17. OpraHu3aunoHHbIN JOKYMEHT A/ITE/IbHOr0 NN NOCTOSAHHOIO CPOKa AeliCTBUSA, B
KOTOPOM OMnpefenieHbl Hay4YHO-TeEXHUYECKNe, (DMHAHCOBbIE CTOPOHbI AeATe/IbHOCTU
[LO/MKHOCTHbBIX NL, — 3TO
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A) WwTaTHOE pacnucaHme

B) AO/MKHOCTHAA MHCTPYKLUSA

C) yctaB

D) nonoxeHue

18. NncbMo Yalle BCero HauMHaeTca coBamu

A) BCBA3NC ...

B) ¢ yBaxeHueMm ...

C) B COOTBETCTBUM C ...

D) yBaxxaemble rocrnoga ...

19. MpaBoBOW aKT yrnpaBfeHUs rocy4apcTBEHHOr0 opraHa, MMeLLnin 06a3aTeNbHY0 cuny
ONS TpaxaH v opraHmsaunii, KOTOpbIM OH afpecoBaH — 3T0

A) yKasaHue

B) npuvkas

C) pacnopsixeHue

D) peweHue

20. MpaBoBO aKT, U3faBaeMblii PyKOBOAUTENEM NPeANpUATUSA, AeACTBYIOLLENO Ha
OCHOBaHWW efVHOHaYaIns, AN paspeLleHns OCHOBHbIX U ONepaTMBHbIX 3ajad
npeanpuaTUA — 3TO

A)npukas

B) ykasaHue

C) peleHune

D) pacnopskeHune

21. MNMpaBoBOIA aKT, onpegensowmnii Nopsaaok obpasoBaHms, 3agadum, 06583aHHOCTU, NpaBsa,
OTBETCTBEHHOCTb M OpraHu3aLuio paboTbl NPeLnpUATUSA B LENIOM WUIN ero CTPYKTYPHbIX
nogpasgeneHnii — aTo

A) NoMoXeHne

B) yctas

C) LO/MKHOCTHAA MHCTPYKLUMA

D) wTraTHOe pacnucaHue

22. MpuymrHbI N3aHNA yKasaHWs packpbiBaloTCcs B

A) BBOAHOI YacTn TeKCTa

B) pacrnopsanTenbHOR YacTu TeKcTa

C) KOHCTaTUPYHOLLEN YacTn TeKcTa

D) OCHOBHOI YacTy TekcTa

23. PacnopagnTesibHbIA JOKYMEHT KOJ/1IermasibHOro opraHa ynpas/fieHUs, n3faBaemMblii
MWUHUCTEPCTBaMM, BeOMCTBaMMU, HayYHbIMW COBETAMU — 3TO

A) peLueHune

B) yka3zaHue

C) pacnopsikeHue

D) npukas

24. CBop npasusi, PerynvupyroLwmnx aesaTesibHOCTb opraHmnsaumnii, X B3aMmMOOTHOLLEHUS C
APYTMMU OpraHmn3aunamMm n rpaxgaHamu, npasa 1 063aHHOCTU B cgepe
rocylapCTBEHHOW UM XO3ANCTBEHHOM AeATeNbHOCTU — 3TO

A) WTaTHOe pacnucaHue

B) nonoxeHwve

C) LO/MKHOCTHAA MHCTPYKUMA

D)ycTtaB

25. COBOKYMHOCTb JOKYMEHTOB, COAepXKaLinx NHhopMaumo 0 PaKTUUYeCKOM NOSIOXKEHUN
[en, cny>awmx 0CHOBaHMEM A1 MPUHATUA PeLLeHNA, U3faHUSA pacnopsaauTeNbHbIX
NOKYMEHTOB — 3TO

A) pacnopsguTefibHble JOKYMEHTbI

B) opraHu3aLoHHbIe JOKYMEHTbI
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C) OTYeTHbIe JOKYMEHTbI
D) nHhopMaLUOHHO-CNPaBOYHble OKYMEHTbI

MpyMepHbIe TeMbl Npe3eHTaLuiA

Tembl npeseHTayumin (M-1):

VicTopusa genonponssofctea B Poccuu

JenonponssoacTeo B [JpeBHePYCCKOM rocyapcTse

lMprKa3Hoe fenonponsBoACTBO

Konnexckoe fenonponsBoACcTBO

MuHUCTepCKoe [e/10npon3BoACTBO

JenonponssoacTso B COBETCKYHO 3Mnoxy

3akoHofaTeNnbHOe perynMpoBaHune AenonpousBoAcTea

HopmaTtnBHO-NpaBoBOe M HOPMATUBHO-METOANYECKOE PEryMpoBaHne Aefonpon3BoACTBa

PekBM3NTbI KakK COCTaBNAOLINE JOKYMEHTA

10 Knaccugpmkaumsa LOKYMEHTOB

11. BnaHK opraHusauunm

12. Knaccugpukaums JOKYMEHTOB

Tembl npeseHTauni (M-2):

YCTaB: cofepXaHue ycTaBa; crneumurKa ycTaBa; BU3MpOBaHUe, YTBEPXKAEHME.

[MonoXeHne: TEKCT MOMOXEHNSA; BU3MPOBaHWE, YTBEPXKAEHNE.

[0/MKHOCTHAsA UHCTPYKLUMSA: TEKCT, BU3MPOBaHUE, YTBEPXKAEHME.

LLITaTHOe pacnucaHue: onpefeneHne, opopmieHne, NOAMUCH.

WHCTpyKums: onpegeneHne, opopMieHne, NOANNCh, BBeAEHVE B AeNCTBUeE.

[Jorosop: onpefeneHve, cofepxxaHune, obsa3atesibHble 31eMeHTbl 40roBopa

MpuKa3 No OCHOBHON AeATeNbHOCTW: OnpefeneHne; opopmMaeHne npukasa; 0bs3aTesibHble

PEKBU3UTLI; CTPYKTYpa NpuKasa (3aronoBOK, TEKCT); 0hopmIeHMe Npukasa; opopMmiaeHne

NPUIOXKEHNUI K NPUKa3sy; BU3MPOBaHUe, pefaKTUpoBaHue, pacchliika, NOAMUCL, MapLLpyT.

8. PacnopspkeHwue: onpefeneHune, o)opmieHue.

9. YkKasaHue: onpefefieHune, npaBo M3LaHUA YKa3aHUs; 0(hopMIIEHMe.

10. MMocTaHoBNEHME: cOCTaB/IEHME U OOPMIIEHNE.

11. PelueHue: cocTaBeHue 1 0hopMIeHNe.

12. CnpaBKa: BHELHAS, BHYTPEHHAA. TeKCT CrnpaBKMy.

13. AKT: pa3HOBUAHOCTM aKTOB, CTPYKTYpa aKTOB.

14. TpoToKon: BMAbI NMPOTOKOMNOB 3acefaHnii; CTPYKTypa NpoToKo/a; Aarta NpoToKosa.

15. [loknagHas n 06bACHUTENbHAA 3anucku. CnyXebHoe n1cbMo.

16. TpurKa3sbl N0 MYHOMY COCTaBy: OnpefenieHne; oopmaeHne; CTPYKTypa npukasa.

17. TlonoXxeHne 0 NepcoHaNbHbIX AaHHbIX PabOTHUKA.

18. JlnyHoe feno: onpeaeneHune, cogepXxaHue, opopmieHne, 06a3aTeslbHble 3/1EMEHTHI
NNYHOro Aena.

Tembl npeseHTaymin (M-3):

1 OcHOBHbIe npasuna opraHn3aLmm JOKyMeHTo060poTa B OpraHu3aumm.

2. Mpuem, ob6paboTKa 1 pacnpegeneHe NOCTynNarLWNX 4OKYMEHTOB.

3. MopsAgoK HanpasneHUs Ha UCNONHeHWe Y paboTbl UCNONHUTENS C LJOKYMEHTaMU.

4. MpaBuna 06paboTKN NCXOAALMX LOKYMEHTOB.

5. Mopenu aneKTpoHHOro AOKYMeHTo060poTa.

6. YnpaBneHune 3NeKTPOHHbIM JOKYMEHTOOOOPOTOM.

Tembl npeseHTauni (M-4):

1 3akoHogzaTenbHOe M HOpMaTUBHOE perynnupoBaHue paboTbl C JOKYMEHTaMM B 6aHKax.

2. TexHonorusa paboTbl C JOKYMeHTaMu B GaHKe.

3. CxeMa f0KyMeHTO060p0oTa B 6aHKe.

4. OpraHu3auna LOKyMeHToobopoTa B 6aHKe ¢ ucnonb3osaHvem C3I/.

©ENOTA®N R

N oA WN P
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MprMmepHbIe OLLEHOYHbIE CPeACcTBa /19 NPOBeAeHUA Py6eXKHOro KOHTponA (TecT)

1. MapaHTMitHOe NNCbMO - 3TO:

A) LOKYMEHT, COOOLAIOLMIA O NPUBAKEHNI, YCKOPEHWUW, UCTEYEHUW CPOKA UCTIONTHEHNS
KaKoro-nmbo aencreums

B) [OKYMEHT, cofepxxalinii npurnalleHme Ha MeponpusTume

C) LOKYMEHT, B KOTOPOM rapaHTuUpyeTcs onnaTa BbINOJHEHHOW paboThbl Uan
npegocTaBneHne vero-1n6o (paboTbl, NOMeELLEHNS U T.4.)

D) [OKYMEHT, NOATBEPXKAAIOLLMIA MONTYYEHNE LLeHHOCTeN

2. ainTe onpegeneHne JOKyMeHTa:

A) MaTepuanbHblii 06beKT C MHOopMaLmel, 3aPUKCMPOBaHHON CO3LaHHbIM Ye/10BEKOM
cnocobom, ans eé nepegaym BO BPEMEHW U NPOCTPAHCTBE

B) COBOKYNHOCTb PEKBU3MTOB O(YULMANILHOIO NMUCbMa

C) cTaHZapTHOe pacnosioXeHve MaTepuana

D) TekcT

3. JaiTe onpegeneHune opmynsapa-obpasua:

A) COBOKYMHOCTb PEKBM3UTOB e/10BOro nucbMa

B) COBOKYNHOCTb pacnosioXeHHbIX B ONpeje/ieHHOM Noc/efoBaTe/IbHOCTU PEKBU3UTOB,
NpUCyLLMX BCEM AOKYMEHTaM OnpefesieHHOM cUcTeMbl JOKYMeHTaLnn

C) COBOKYNHOCTb PEKBM3WUTOB NpuKasa

D) COBOKYMHOCTb PEKBU3NTOB aKTa

4. [laTa JOKyMeHTa 0hopM/IsSeTca crefyroumm obpasom:

A) 1 despana 1997

B) 1 ceBpans 97 r.

C) 01.02.97 r.

D) 01.02.97

5. [laTa jJOKyMeHTa — 3T0:

A) faTa ero nognucaHus, NpUHATUSA

B) pata ero cocrtasneHus

C) paTta ero nognucaHus, NPUHATUA, YTBEPXAEHWS, COCTaB/eHUs, faTa cobbITuS

D) pata cobbiTns

6. Kakum CBOMCTBOM MOXHO 0XapaKTepu3oBaTb Ha/iMuune y JOKYMeHTa HeoTbeM/IeEMbIX
cnaraemblx, 6e3 KOTOPbIX OH CyLLECTBOBaTb He MOXET:

A) BeLLeCTBEHHOCTb;

B) aTpnbyTMBHOCTD;

C) CTPYKTYpHOCTb;

D) BepHOro BapuaHTa OTBeTa HeT.

7. enoBble nNMcbMa 06bIYHO 3aKaHYMBAKOT hpasaMu:

A) B COOTBETCTBUM C Balueit npocb60ii ...

B) c yBaxeHuem ...

C) Hamu paccmoTpeHbl Baluy npeanoxxeHus .

D) B cBA3N ...

8. [enonpon3soacTeo — 3T0:

A) npaBuibHOE 0WOPM/IEHNE JOKYMEHTOB.

B) opraHu3aums LOKYMEHTO060p0Ta B YUPEXAEHNN.

C) COBOKYMNHOCTb JOKYMEHTOB, OTPaXatoLwnx yrnpaBieHYecKyo AeATeIbHOCTb YUpPeXAeHUs.
D) cOBOKYMHOCTb paboT No JOKYMEHTUPOBAHUIO AeATe/IbHOCTU YNpaBieHUs 1 No
opraHmsauumn JOKYMEHTOB B yUpexaeHUW.

9. JeAaTenbHOCTb annaparta ynpaBieHus, 0XBaTblBalOLas BOMPoChbl JOKYMEHTUPOBaHUSA U
opraHmsaumm paboTbl € JOKYMEHTaMN — 3T0:

A) JOKYMeHTaLMOoHHOe obecriedeHne ynpaBieHns
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B)cTaHpapTusauus

C)Erca

D) cuctema LOKYMeHTaLuu

10. loOKyMeHT, 3aKpenastoLmnii 4O/HKHOCTHON N YACIEHHbI COCTaB NPeanpuaTus C
yKasaHuem (hoHAa 3apaboTHOM niaTbl — 3TO:

A) LOMKHOCTHAA UHCTPYKLMA

B) yctas

C) nonoxeHwve

D) wTaTtHoe pacnucaHue

11. lIOKyMEHT, (PMKCUPYIOLLLNIA X0 06CYXXAEHNS BOMPOCOB U MPUHATUSA peLleHunii Ha
cobpaHusx, 3aceaHnAX, CoBeLLaHUAX N T.N.:

A) 06bACHUTENIbHASA 3anucKa

B) noknafHas 3anucka

C) akt

D) npoTokon

12. Kakaa pyHKLMA OTHOCUTCA K 0OLLNM (DYHKLNAM LOKYMeHTa:

A) 00LWeKyNbTypHas;

B) nHdopmaunoHHas;

C) npaBoBas;

D) ynopsagoumBsatoLas.

13. Kak fo/mKHO NPOUCX0ANTL AefleHne JOKYMEHTOB:

A) Ha pofpl, NoABUAbI, NOAPOAbI, PAa3HOBUAHOCTY;

B) Ha pogbl, BUAbl, NOABUAbI, PA3HOBUAHOCTU;

C) Ha Bufpl, NoABMAbI, Pa3HOBUAHOCTU, POAbI;

D) Ha nogsuabl, NOAPOAbI, Pa3HOBULHOCTM.

14. lokymMeHTaLNOHHOe obecredeHune yrnpaBieHns — 3To:

A) npoLecc ycTaHOB/IEHUSA U NPUMEHEHUS NPaBUA C LeNbio YNopagoyeHns LesTeIbHOCTY B
[,enonpon3BoACTBe.

B) peATenibHOCTL annaparta ynpaB/ieHUs, 0XBaTbIBaloLLLaa BONPOCbl JOKYMEHTUPOBaAHUA U
opraHmsaumn paboTbl C JOKYMeEHTaMMU.

C) COBOKYMNHOCTb JOKYMEHTOB, NMPUMEHSAEMbIX B ONpese/sieHHON cdepe AesTeNbHOCTU.

D) COBOKYMHOCTb PEKBU3WUTOB, YCTAHOB/IEHHbIX B COOTBETCTBUN C POPMYNAPOM LOKYMEHTA.
15. Ercj — arvo:

A) COBOKYMHOCTb PEKBU3NTOB, YCTAHOB/IEHHbIX B COOTBETCTBUUN C POPMYIAPOM LOKYMEHTA.
B) KOMMN/IeKC OCHOBHbIX NMOIOXEHWIA, ONpPeLeNnsAoLWmX U pernaMeHTUPYoLW X
opraHm3aumio JOKYMeHTaUMOHHbIX MPOLLECCOB Ha NPeanpuUATUN.

C) COBOKYMNHOCTb JOKYMEHTOB, NMPUMEHSAEMbIX B ONpefe/sieHHON cdepe AesTeNbHOCTU.

D) feAaTeNlbHOCTb annaparta ynpas/ieHUs, 0XBaTblBaloLLLasa BONPOCH! JOKYMEHTUPOBAHNA 1
opraHu3aumm paboTbl C LJOKYMEHTaMMU.

16. [loKyMeHT, cofepXkallnii nHpopmaumto, He NpeaHa3HauYeHHY0 415 LWMPOKOro
pacrnpocTpaHeHus:

A) HeonybNKOBaHHbI;

B) TaiHbIi;

C) Heny6NnKyeMbliA;

D) HeneproanyecKuii.

17. YUTo oTHOCUTCA K NPU3HaKaM JOKYMEHTa:

A) (PYHKUNOHA/IbHOCTb MH(OPMaLUK;

B) ToX[eCcTBEHHOCTb CaMOMYy Cebe;

C) 3aKOHHOCTb;

D) 3aBepLUeHHOCTb COOOLLEHMS.

18. Kakol noruyeckui npmem, UCrosib3yeTcs Npu co3faHUM LOKYMEHTOB:

A) onpegeneHue;
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B) ycTaHoBneHwe;

C) obocHOBaHwue;

D) pasbsacHeHMe.

19. Ecnu Bam Heo6x04uMO0 AaTb onucaHue peknaMmmpyembix ycnyr, Bbl coctaBuTe
A) AOroBOpPHOE MUCbMO

B) peknamHoe nnucbmo

C) conpoBoauTesibHOe NMUCbMO

D) nucbMo-npurnatleHune

20. Ecnn Bam Heob6xoauMo npefbABUTbL NMpeTeH3unM NapTHEPY, Bbl cocTaBuTe

A) 10roBOpHOE NNUCbMO

B) vHhopmayMoHHOe NMCbMO

C) conpoBoanTenbHOE NUCbMO

D) NnUcbMO-NpeTeH3nIo

21. YKaXunTe OT/INYNTE/IbHOE CBOMCTBO JOKYMEHTA:

A) KONUIAHOCTb;

B) topuguyeckasn cuna;

C) MHOX€eCTBEHHOCTb;

D) TOYHOCTb.

22. Ecnn Bam Heo6xoaumMo npuriacuTb OpraHmsaumio Uav AO/HKHOCTHOE NML0 Ha
coBellaHue, BCTpeyy, Bbl cocTaBuTe

A) NucbMo-npurnaLleHune

B) conpoBoantensHoe nNMcLMo

C) nucbMo-noATBEpPXAeHNe

D) fOroBopHOe NUCbMO

23. Ecnn Bam Heo6Xxo4nMo COoOLLUTL 0 NPOBeAeHUN MepPOnpuaTUs, Bbl coctaBuTe
A) conpoBoAUTeNIbHOe NUCbMO

B) nucbmo-nogTeepXaeHme

C) LorosopHoe N1CcbMO

D) nHopmayoHHoe NMCbMO

24. Ecnn Bam Heob6xoauMMo cocTaBUTb NMUCbMO, MHGOPMUpPYOLLLEee agpecaTa o
HanpasJ/IeHUN K HEMY MPUCbINAEMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoAnTeNIbHOE NUCbMO

B) nucbmo-yBefomneHne

C) nucbmo-noaTBepXaeHue

D) fOroBopHoOe NUCLMO

25. Ecnn Bam Heob6xoanMmMo cocTaBUTb MMUCbMO, COMPOBOXKatoLLLee 40roBop, TO OHO byaeT
HOCUTb Ha3BaHMe (Mo CoAep>KaHUIo)

A) NUCbMO-NOATBEPXKAEHNE

B)aorosopHoe

C) conpoBoguTensHoe

D) nucbMo-yBefoM/IeHE

26. Ecnu Bam Heobxo4nMOo yBeOMUTL OTMPaBUTENSA O NOMTYyYEHUN LOKYMEHTOB, Bbl
cocTaBuTe

A) VH(OpMaLMOHHOE NNCbMO

B) norosopHoe N1cbMo

C) conpoBoanTensHOE MUCbMO

D) nnucbMo-NoATBEPXAeHME

27. Ecnn pacnopsaguTenbHaa 4acTb TEKCTa HaYMHaeTCa cnoBaMmn “o65A3biBar0”, TO 3TO
A) npukas

B)3asBneHune

C) pacnopsixeHue

D) ykasaHue
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28. Ecnin pacnopagnTenibHaa 4acTb TeKCTa Ha4YMHAeTCd c/ioBaMu “npegnarar™, To 3T0
A) npukas

B) pacnops»keHue

C) MHCTPYKUuums

D) ykasaHue

29. NHAeKC JOKYMeHTa ohopMaseTcs crefyowmnm obpasom

A) 13.14

B) nk 11.

C) cn 16.

D) 13/14

30. MIHAeKC OKYMEHTa — 3TO

A) NopsAKOBbLIA HOMep perucTpauuu

B) MHAEKC CTPYKTYpPHOro nogpasseneHus

C) unpoBoe, bYKBEHHOE UV KOMOUHMPOBaHHOE 0603HaYeHNe JOKYMEHTA, YKa3blBaloLLiee
MECTO ero CoCTaB/IeHUA N XPaHEeHUSA

D) HOMep Aena no HOMeHKnatype gen

31. "HTepBan — 37O

A) paboyee none

B) cnyxeb6Hoe none

C) nonoxeHue Tabynatopa

D) paccTosiHMe Mexay OCHOBAHUAMMW CMEXHbIX CTPOK

32. IH(hopmaLMOHHO-CNPaBOYHbIA JOKYMEHT, COCTaBASAOLWMNIACA Tpynnon nuy, 4ns
NOATBEPXKAEHUSA YCTAHOB/IEHHbIX (PAKTOB — 3TO

A) [oKnafHasa 3anucka

B) akT

C) npoTtokon

D) 06bACHMTENbHASA 3aMmnCKa

33. VicnonHUTeNnbLHoe Aenonpon3BoAcTBO — 3TO

A) paboTa ¢ JOKyMeHTaMKn, NpoBoauBLLAACH B COBETCKUX YUPEXAEHNAX

B) paboTa ¢ JoKyMeHTamW, MPOBOAMBLLAACS B KONErUAX

C) paboTa ¢ JOKymMeHTamu, NPOBOAMBLLAACA B MUHUCTEPCTBAaX

D) paboTa c JOKyMeHTaMu, NPOBOAMBLUAACA B NpPUKasax

34. Konnexckoe fefionpon3BoACcTBO — 3TO

A) paboTa ¢ JOKYMeHTaMu, NPOBOAMBLLAACA B KOMNErNAX

B) paboTa ¢ JOKyMeHTamu, NPOBOAMBLLAACA B NPUKa3ax

C) pabota ¢ fJoKyMeHTamK, NPoBOAMBLLAACH B COBETCKUX YUPEXAEHUAX

D) paboTa c JOKYMeHTaMu, NPOBOAMBLIAACA B MUHUCTEPCTBAX

35. Komniekc B3aMMOyBSI3aHHbIX JOKYMEHTOB, PeriaMeHTUPYIOLWKNX CTPYKTYPY, 3ajauun,
DYHKUMN NPeLnpuAaTUSA, OpraHM3aLnio ero paboTtbl; npasa, 06893aHHOCTY U
OTBETCTBEHHOCTb PYKOBOACTBA W1 CNELMa/IUCTOB NPeAnpUATUA — 3TO

A) pacnopsuTefibHble JOKYMEHTbI

B) yctas

C) cnpaBoYHO-UH(OPMALMOHHbIE

D) opraHu3aLnoHHble JOKYMEHTbI

36. KoMn/ieKC OCHOBHbIX MOJIOXEHWIA, ONPeAeNAOLWMX U pernaMeHTUPYoL X
opraHm3aumio JOKYMeHTaUMOHHbIX MPOLLECCOB Ha NPeaAnpuUATUM — 3TO

A) cucteMa foKyMeHTauum

B) ErCA

C) fOKyMeHTaLUnoHHOe obecrneyeHmne ynpasieHmns

D) cTtaHgapTusaums

37. HasoBuTe BUAbI JOK/TaAHbIX 3anMMCcoK

A) VH(POPMaLNOHHbIE, OTYETHbIE
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B) BHYTpeHHMe, BHeLIHME

C) OTYeTHble, BHYTPEHHME

D) nH(OPMaLNOHHbIE, OTYETHbIE, BHYTPEHHWE, BHELLHME

38. Ha3zoBUTe ABa OCHOBHbIX hopMaTa, Ha KOTOPbIX 0hOPMASAOTCA JOKYMeHTbI OP/
A) A 5 (148x210 mm); A3 (297x420 mm)

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

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

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

39. Ha3oBuUTe OKYMEHT, He BK/IIOUYEHHbIN B rPYnNny BXOAALMNX N UCXOLALLMX JOKYMEHTOB
B NpuKasax

A) namaTu

B)oTnucku

C) akTt

D ) rpamoThl

40. Ha3oBUTe OKYMEHT, He BXOAALLMIA B Tpynny pacnopsgnTebHbIX JOKYMEHTOB
A) CTPYKTypa n WwrtaTHasA YMUC/EHHOCTb

B) ykaszaHue

C) npukas

D) noctaHoBNeHMe

41. Ha3oBUTe AOKYMEHT, He BXOAALMIA B COCTaB MH(OPMaLMOHHO-CNPaBOYHbIX
A) NpoTOoKON

B) cnpaBka

C) pacnopsikeHune

D) akt

42. Ha3oBUTe JOKYMEHT, He N3gaBaeMblil LapeM B Nepuog NpUKasHoro 4es10npon3BoacTBa
A) >XanoBaHHas rpamoTa

B) ykas

C) npurosop

D) akT

43. Ha3oB1Te HOPMATMBHBbI JOKYMEHT, HA OCHOBaHMUM KOTOPOro opopMasA0TCA
JOKyMeHTbI OP/[]

A) UHCTPYKLMA NO AeNlonpon3BOACTBY

B) nonoxeHune 06 apxnBHOM (hoHAe P

C) NOCT 6.30.-2003

D) TOCT 7.0.97 - 2016

44, Ha3zoBuTe pasfesn, He BXOASALLNI B TEKCT ycTaBa

A) pernameHT [eaTenbHOCTy

B) obuwiune nonoxeHuns

C) opraHm3aunoHHoe eaNHCTBO

D) AO/MKHOCTHbIE 0693aHHOCTH

45. Ha30BUTe PeKBU3UT, He BXOAALLNIA B (hOPMYyNAp akTa

A)noanuch

B) TekcT

C) agpecat

D )3aronoBok

46. Ha3oBuTe peKBU3UT, He BXOAALLNI B (POPMYNSAp peLleHns

A) TekcT

B)3aronosok

C) ccblnka Ha MHAEKC U AaTy BXOASALLEro JoKyMeHTa

D )noanucb

47. Ha30BUTe PEKBU3UT, He BXOAALMIA B (hopMynap ycTaBa

A) Ha3BaHMWe opraHm3aumm
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B) HaumeHOBaHMe MUHUCTEPCTBA NN BEAOMCTBA

C) HanmeHOBaHWe BMAa JOKYMEHTa

D) agpecart

48. HazoBuTe Uenu aokKnaaa

A) aprymeHTaums

B) nHopmmnpoBaHue 1 yoexaeHue

C) pokasatenbcTBo

D) ybexzaeHue

49. Ha3oBUTe YacTu TeKCTa NpuKasa

A) KoHcTatupytollas, BBOAHasA

B) KoHCcTaTupyloLias, pacrnopsagnTenbHas

C) ocHoBHas, pacnopsguTensHas

D) BBOAHasA, OCHOBHas

50. O6s3aTe/bHbIA NPU3HAK Ha JOKYMeHTe, yCTaHOBJ/IEHHbI 3aKOHOM — 3TO
A) nHTepsan

B) pekBu3nT

C) nonoxeHune Tabynatopa

D) ambnema

51. OpraHmn3auMoHHO-pacnopAanTeNibHaa JOKYMeHTaumMsa — 3710

A) YHUDULMPOBAHHBIN LOKYMEHT

B) COBOKYNHOCTb PEKBU3UTOB

C) COBOKYMHOCTb B3aMMOYBS3aHHbIX JOKYMEHTOB, (PYHKLNOHUPYIOLLNX B chepe
ynpasfeHus

D) yHuduumnposaHHas opma

52. OpraHu3aunoHHbI JOKYMEHT AINTENIbHOIO UM MOCTOSAHHOIO CPOKa AeNCcTBUS, B
KOTOPOM OMpefeneHbl HayYHO-TeXHNYECKNe, (DMHAHCOBbIE CTOPOHbI AeATe/IbHOCTU
[O/HKHOCTHBIX INL, — 3TO

A) WTaTHOE pacnucaHue

B) 4O/MKHOCTHAA MHCTPYKLUSA

C) yctaB

D) nonoxeHue

53. OpraHu3aunoHHbI JOKYMEHT, B KOTOPOM YKa3blBalOTCA BCe CTPYKTYpPHbIe
nofpasgeneHus NpeanpusaTus, BBOAUMbIE HA NPEANPUATUM LO/HKHOCTU U KONUYECTBO
LUTATHBIX e4UHUL, M0 KaXAOW M3 AO/MKHOCTEN — 3TO

A) npasuna BHYTPEHHero n TPyL0BOro pacrnopsjka

B) ycTaB

C) wTaTHOe pacnucaHue

D) cTpyKTypa v wTaTHas YMCNEHHOCTb

54. OpraHuszaymsa paboTbl C JOKYMEHTaMUN B KOJIJIErMAX HOCUT Ha3BaHue

A) KONMeXCcKoe [eN10npon3BoACTBO

B) coseTckoe [enonpon3BoAcTBO

C) npukasHoe 4enonpov3BoACcTBO

D) ucnonHuTeIbHOe [enonpon3BOACTBO

55. OpraHusauus paboTbl C JOKYMEHTAMU B MUHUCTEPCTBAX HOCUT Ha3BaHue
A) COBeTCKOe Ae/IoNpon3BOLCTBO

B) Konnexckoe 4enonpou3BoLCTBO

C) npukasHoe enonpon3BoACcTBO

D) ncnonHuUTeNbHOe 4enonpon3BoLCTBO

56. OCHOBHOE NpaBuI0, KOTOPOro CneayeT NpuaepXmneartbeca nNpu nogaye
TenegoHorpammbl

A) nepefaBaTb TO/IbKO KPATKY, CPOYHYO MH(OopMaL Mo

B) npu peructpauun tenepoHorpaMMbl UCMO/b30BATL XXYPHaN perncTpalmm BXoAALLNX
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[LOKYMEHTOB
C) TekcT — 6onee 100 cnos

D) ncnonb3oBaTb MakCUMyM CrieLmanbHbIX TEPMUHOB

57. OCHOBHbIle YacTh TeKCcTa NPoTOKo/a

A) KOoHcTaTupytoLlas, BBOAHasA

B) ocHoBHas, pacnopsgunTensbHas

C) KOHCTaTUpytoLas, pacnopsagutesnbHas

D) BBOAgHAaA,0CHOBHas

58. OxapaKTepnsyinTe ¢ TOUKN 3pEHMA NPUHASIEXXHOCTU K PEKBU3UTAM [JaHHbI
(hparmMeHT: PekTopy HoBOCMOUMPCKOro yHuUBepcuTeTa rocnogmHy CmonkumHy C.A. 634635 .
HoBocnbupck yn. JleHunHa, a. 15.

A) pesontouus

B) agpecat

C) Bu3a cornacosaHus

D) Bu3a 3aBepeHus

59. OxapaKTepu3syinTe C TOUKN 3pEHUS NMPUHALNEXHOCTU K PEKBU3UTAM CeayoLmii
parmeHT: Plan 1. doc CnmkuHa 13.01.98

A) 0TMeTKa 0 3aBepeHur Konum

B) oTmeTka 0 nmocTynieHun

C) ucnonHuTenb

D) oTMeTKa 0 rnepeHoce AaHHbIX Ha MalUWUHHbIA HOCUTENb

60. OxapaKTepunsyinTe ¢ TOUKN 3pEHNA NPUHASNEXXHOCTU K PEKBU3NTAM CNeLYOLLNIA
thparmeHT: BEPHO CekpeTapb-pedepeHT n/n N.K. KoHTOpKUHa

A) rpug yTBepXLeHUS

B) oTmeTKa 0 3aBepeHUM Konuu

C) nognucb

D) pe3ontoyms

61. OxapaKTepusyinTe ¢ TOUKN 3pEHUA MPUHAAIEXHOCTU K PEKBU3UTAM CleayroLmii
thparmeHT: M'eHepanbHbIN gupekTop n/n N.K.Comos

A) Bu3a

B) TekcT

C) noanucb

D )3aronoBok

62. OxapaKTepusyinTe ¢ TOUKN 3pEHUA MPUHALIEXHOCTU K PEKBU3UTAM CleayroLmii
thparmeHT: 3am. gupekTtopa MNaoxnHy N.K. ObecneunTb YC/10BUSA BbIMO/IHEHUS NOCTaBOK
[0 16.01.2003. n/n 18.11.2003 "

A)nognucb

B)3arosoBok

C) Bu3a

D) pesontouus

63. OxapakTepusyinTe ¢ TOUKM 3PEHUS NPUHALNEXHOCTU K PEKBU3MUTAM CNeLyHoLLUiA
tparmeHT: HANOAL 13.01.98 Ne 36/17

A) UCnonHnUTeNb

B) oTmeTKa 0 nocTynneHun

C) rpud yTBEpPXAEHMUSA

D) oTmMeTKa 0 3aBEpeHUr Konuu

64. OxapakTepusynTe ¢ TOUKM 3PEHUSA MPUHALIEXHOCTU K PEKBU3UTAM CNeLyHoLUiA
(bparmeHT: O6 MH(OPMaLMOHHOM 0becreveHnmn

A) Bu3a

B)3aronoBok

C) pesontouus

D) TekcT
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65. OxapaKTepusyinTe ¢ TOUKN 3pEHUA NMPUHALIEXXHOCTU K PEKBU3UTAM CMeayoLmii
(pparmeHT: CMoHOB 989-78-35

A) rpu yTBEPXKAEHMUSA

B) ucnonHurtens

C) pesontouus

D) oTmeTKa 0 3aBEPeHUN KOMuu

66. OxapaKTepuayliTe C TOYKM 3PEHUSI NPUHAANEXXHOCTU K PEKBM3MTAM CNeayHoLmia
parmeHT: YTBEPXJAKO OupekTop n/n N.0.®. 13.02.98

A) rpu yTBepxaeHums

B)3aronosok

C) pesontouus

D )noanucb

67. OxapaKTepusyinTe ¢ TOUKN 3PEHUS NPUHALNEXHOCTU K PEKBU3UTAM CleayoLmii
parmeHT: KOpuct n/n N.K. CumoHos 10.11.2004

A)agpec

B) pesontouns

C) Busa

D) rpud yTBepXaeHns

68. OxapaKTepusyliTe C TOUKM 3PEHNS PEKBU3UTOB Crieaytownii gparmeHT: «Bx. Ne 0000
Jata 00.00.00»

A) pesontouus

B) oTmeTKa 0 NnocTynneHnn JOKyMeHTa

C) 0TMeTKa 0 HaMuny NPUNOXKEHWIA

D )nognucb

69. OxapaKTepuayliTe C TOUKM 3PEHNST PEKBU3UTOB Crieaytowni gparmenT: “02.03.98.”
A)nognuch

B)pata

C) pesontouus

D) oTMeTKa O Ha/IM4ynMmn NPUIOXKEHWNI

70. OxapaKTepuayliTe ¢ TOUKM 3PEHNSI PEKBU3UTOB CreayoWnii oparmeHT: “13/14”
A) nHpekc

B) oTMeTKa 0 HaMuuny NPUIOXKEHWIA

C) pesontouus

D )noanucb

71. OxapakTepusynTe ¢ TOYKM 3PEHUS PEKBU3UTOB C/IeAYIOLLNIA (hparMeHT: “npuioxXeHue:
Ha 3 /1. B 2 3K3.”

A) 0TMeTKa 0 Ha/INYnK NMPUIOXKEHUIA

B)nognuck

C) pata

D) pe3ontoyms

72. epeyncnnTe BOMPOCHI, KOTOPble OTPaXkalTcA B NpaBuiax BHYTPEHHero TpyaoBoro
pacrnopsagka

A) opraHusaumsa paboTbl NPeanpUATUSA, B3aMMHble 0693aHHOCTU PaboTHUKOB U
agMUHUCTpaUKMn, npefocTas/ieHne 0TMNYCKOB, KOMaHAMPOBaHWe COTPYAHMKOB,
BHYTPUOOBEKTHbIN PEXMM

B) BOMKHOCTHOW ¥ YMCNEHHBI cOCTaB NpeanpuaTus

C) Hay4YHO-TEXHNYECKME, (PUHAHCOBbIE CTOPOHbI AEATENbHOCTU LO/HKHOCTHBIX NNLY

D) nopsigok obpa3oBaHus, 3agadn, 0643aHHOCTK, NpaBa, OTBETCTBEHHOCTb U OpraHn3aLmto
paboTbl NPeANpPUATUS B LLeIOM WK ero CTPYKTYPHbIX NoApasaeneHnii

73. MNepeyncnute OCHOBHbIE BUAbI 6/1aHKOB

A) 06wWwmin 6naHK, 6n1aHK gna nucem, 61aHK ¢ NPOAOIbHbIM M YIN0BbIM PaCcMosIOXKEHNEM
PeKBU3NTOB
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B) cyuiecTByeT TO/IbKO 6/1aHK C MPOLOJIbHLIM U YTNI0BbIM PacnofioKeHUEM PEKBU3NTOB
C) cyuecTBYeT TONbKO 06LWMIA BNaHK

D) cyuwiecTByeT TONbKO 61aHK 418 MUCEM

74. INepeyncnuTe OCHOBHbIE 3/1eMeHThbI JoKaja

A) 0CHOBHas YaCTb; BblBOAbI (peKOMeHAALMM)

B) BcTynneHune; BbiBOAbI (PEKOMEHZALNN)

C) BCTyn/IeHNe; OCHOBHAA YacTb

D) BCTyn/ieHMe; OCHOBHAas YacTb; BbIBOAbI (PeKOMeHAaLmn)

75. MNepeuncnuTe Lenn N3yvyeHNa 4esionpon3BoACTBa

A) onpefenuTb ponb cnyxo A0Y.

B) nokasatb 3HauYeHne paboTbl C AOKYMEHTaMW B XXU3HW 06LLECTBA.

C) oBnajeHne ocCHOBamMM NPaBU/IbHOMO OPOPMIEHNA LJOKYMEHTOB U Haf/ieXxallei
opraHusaumein JOKymeHToo6opoTa.

D) npuBuTbL HEO6XOAMMbIE HaBbIKM B paboTe C Aenamu, 3aKOHYEHHbIMUW 4eN0NPOnN3BOLACTBOM.
76. TucbMo nocne obpalleHns Yalle BCero NpoAos/HKaeTcsa c/ioBamm

A) Mbl paccuMTbiBaeM Ha Ballle COTPYLHMUYECTBO...

B) B cBA3U C ...

C) HaMn paccMOTpeHbl Bawin npeanoxeHus ...

D )c yBaXeHMEM ...

77. NMxcbMo nocrie obpaLleHns yallle BCEro NpoLoKaeTcsa cnosamu

A) B COOTBETCTBMM C Balein npocL60ii ...

B) mbl Hagieemcs Ha Bally 3aMHTepecoBaHHOCT ...

C) c yBaXeHUEM ...

D) Mbl paccunTbiBaeM Ha Balle coTpyaHUYECTBO...

78. MNnCcbMO Yalle BCero HaunHaeTCca c/ioBaMu

A) BCBA3NC ...

B) ¢ yBaxeHuem .

C) B COOTBETCTBUM C ...

D) yBaxaemble rocrnoga ...

79. NncbMo-HaNoOMMHaHue — 3T0

A) LOKYMEHT, NOATBEPXAAIOLNIA NONYYEHNE LLEHHOCTEN

B) fOKyMeHT, coobLuarowmii 0 NPUBIKEHNN, YCKOPEHUWN, UCTEYEHNN CPOKA UCMOTHEHNS
KaKoro-nn6o feicTems

C) [OKYMEHT, cofepX allnii npurnalleHne Ha MeponpusTume

D) 4OKYMEHT, CoAepXalluii MHPopMaLmnio 0 NPOBOSUMOM MepPONpPUATUM

80. MNog “coBOKYNHOCTbIO B3aMMOYBA3aHHbIX JOKYMEHTOB, MPUMeHAEMbIX B
onpeaenéHHoNn cepe AesTesIbHOCTU nogpasymMmeBaroT

A) cuctemy LOKYMEHTUPOBaHUSA

B) yHutunumposaHHyto dopmy

C) YHU(MLMPOBAHHbIA JOKYMEHT

D) cuctemy LOKYMeHTaLNK

81. NpaBoBOW aKT ynpaBneHNs rocyAapCTBEHHOr0 OpraHa, MMelLWmii 06s13aTeNIbHY0 CUIy
0N TpaXiaH 1 opraHmnsaumi, KOTopbIM OH afpecoBaH — 3TO

A) yKkasaHue

B) npukas

C) pacnopsixeHune

D) peLueHue

82. NMpaBoBOW aKT, N3gaBaeMblil PyKOBOAMTENEM NPeANPUATUSA, LeACTBYIOLLEro Ha
OCHOBaHUW eANHOHAaYanns, A1 paspeLleHns 0OCHOBHbIX 1 ornepaTUBHbIX 3a4ad
npeanpusaTUA — 3To

A)npukas

B) yka3zaHue
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C) pelueHune

D) pacnopskeHue

83. NMpaBoBOW aKT, onpeaensoLWnin NopaLoK 06pa3oBaHns, 3agayum, 06593aHHOCTH, NPaBa,
OTBETCTBEHHOCTb M OpraHusaLmnio paboTbl NPeAnpUATUSA B LLEJIOM U ero CTPYKTYPHbIX
nogpasgeneHnini — aTo

A) NoNoXxKeHne

B) yctas

C) BOMKHOCTHAs MHCTPYKLWUS

D) wraTHoe pacnucaHue

84. NMpukKasHoe AeNonpon3BoACTBO — 3TO

A) paboTa ¢ JoKyMeHTaMu, NpoBoauBLLAACH B COBETCKUX YUPEXAEHUAX

B) pabota ¢ JoKyMeHTamu, NPOBOAMBLLAACSH B MUHUCTEPCTBAX

C) paboTa ¢ JOKyMeHTamK, NPOBOAMBLLIAACA B KOJNErNSX

D) paboTa ¢ JOKYMeHTaMu, NPOBOAMBLLAACA B NpuKasax

85. MpunynHbI N3gaHNA yKasaHUA pacKpbiBalOTCA B

A) BBOLHOI YacTun TeKcTa

B) pacnopsanTenbHOR YacTy TeKcTa

C) KOHCTaTUPYIOLLLe YacTn TeKcTa

D) OCHOBHOW YacTu TekcTa

86. Npouecc ycTaHOBMEHNA Y NPUMEHEHUS NPaBui C Le/blo YNOPAL0YEHNSA AeATeNIbHOCTU
B [1e/TONPON3BOACTBE — 3TO

A) cuctema JOKyMeHTaunm

B)cTtaHgapTusaumns

C)Erca

D) fOKYMeHTaLMOHHOe 0becrneyeHne ynpasneHuns

87. PaboTa ¢ JOKyMeHTaMu, NPOBOAMBLUAACA B NpuKasax, HOCUT Ha3BaHue

A) NpuKasHoe [eNonpon3BoACTBO

B) ucnonHutensHoe Aenonpou3BoACcTBO

C) Konnexckoe fenonpov3BoACcTBO

D) coBeTCKOe Ae/lonpon3BOACTBO

88. PacnopsaanTe/ibHbI LJOKYMEHT KOJI/IErMasibHOro opraHa yrnpasJ/ieHUs, n3LaBaemMblil
MUHUCTEPCTBaAMW, BeOMCTBaAMU, HAyYHbIMW COBETaMU — 3TO

A) peLueHune

B) yka3zaHue

C) pacnopsikeHue

D) npukas

89. PacnopsaanTesnibHbI LJOKYMEHT, U3LaBaeMblii OpraHamu rocyfapcTBeEHHOro
ynpasJ/ieHNs, opraHnsaLmsamm, no BonpocamM opraHmM3aLMoHHO-MeTOANYECKOr0 XapaKTepa
(opraHusaumsa NCNOMHEHUS NPUKA30B, MHCTPYKLNIA) — 3TO

A) npukas

B) peweHune

C) ykaszaHue

D) pacnopskeHue

90. PaccTosiHMe MeXy OCHOBaHUSAMW CMEXHbIX CTPOK 3TO

A) cnyxebHoe nosne

B) nonoxeHune Tabynatopa

C) pabouee none

D )uHTepBan

91. PeKBM3NT — 3TO

A) o65a3aTeNibHbI NPU3HAK Ha JOKYMEHTe, yCTaHOB/IEHHbIN 3aKOHOM

B) cuctema gokymeHTauum
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C) cnyxebHoe none

D) pabouee none

92. PeKBM3NT “BM3a 03HAKOMJIEHNA” BbITNA4NT Crefyowmm obpasom:

A) cekpeTapb /n ®.1.0. 00.00.00

B) topuct n/n 00.00.00

C) cekpetapb @.1.0. n/n 00.00.00

D) ¢ npukasom o3HakomsieH: n/n 00.00.00

93. CBoA NpaBw/, Perynpyowmnx AeaTelbHOCTb OpraHm3aLnini, X B3auMOOTHOLLEHUS C
APYrMMK opraHus3aunamMn 1 rpaxgaHamu, npasa U 0693aHHOCTU B Cchepe
rocyfapCTBEHHON NN XO3ANCTBEHHOM LeATeNIbHOCTU — 3TO

A) WwTaTHOE pacnucaHme

B) nonoxeHwue

C) LO/MKHOCTHAsA MHCTPYKUMA

D)ycTtaB

94. Cuctema JOKyMeHTaUuUM — 3TO

A) COBOKYMHOCTbIO B3aMMOYBSA3aHHbIX JOKYMEHTOB, NPUMeHSAEeMbIX B ONpeaesiEHHON
chepe AeATE/IbHOCTU

B) cOBOKYNHOCTb PEKBU3NTOB

C) LOKYMEHT, COAEPXaLLNii NEPBUYHYIO MH(OPMaLMIO

D) cuctema LOKYMeHTauuMu, co3faHHas no eauHbIM npasuiam n TpeboBaHMAM

95. COBOKYMNHOCTb B3aMMOYBSA3aHHbIX JOKYMEHTOB, (DYHKLMOHMPYIOLLNX B cepe
ynpas/fieHns — 3To

A) KazpoBas LOKYyMeHTauus

B) 6yxrantepckas fLOKYyMeHTauus

C) TexHWNueckas fJOKYMeHTaums

D) OP/

96. COBOKYMHOCTb JOKYMEHTOB, OTpaXalLwmx pacnopaguTenbHY0 AeATe/IbHOCTb — 3TO
A) 0TYeTHble JOKYMEHTbI

B) uHdpopmaynoHHO-CrpaBoYHble LJOKYMEHTI

C) pacnopsaguTenbHble JOKYMEHTbI

D) opraHu3aLoHHble LOKYMEHTI

97. COBOKYMHOCTb JOKYMEHTOB, COAep>XKaLLMX NMHDOPMALINIO 0 (PAKTUUECKOM MOJIOXKEHNN
[en, cny>almx 0OCHOBaHWeM AN NPUHATUA PeLLEHNA, N3aHNA pacnopaanTebHbIX
LOKYMEHTOB — 3TO

A) pacnopsguTefibHble JOKYMEHTbI

B) opraHn3aunoHHble JOKYMEHTbI

C) oTYeTHble LOKYMEHTbI

D) nHopmayMoHHO-CNpaBoYHble JOKYMEHTbI

98. COBOKYMNHOCTb paboT Mo JOKYMEHTUPOBAHUIO feATE/IbHOCTU YNpaB/iieHUs 1 Mo
opraHmsaumn JOKYMEHTOB B YUpPeXaeHUn — 3To

A) cuctema JOKYMEHTUPOBAHNA

B) cuctema gokymeHTaLmm

C) fBOKymMeHTO060pOT

D) £enonpous3BoACTBO

99. COBOKYMHOCTb PacnosioXXeHHbIX B OMpefesIeHHOM noc/efoBaTe/lsHOCTU PEKBU3NUTOB,
NPUCYLLNX BCEM LOKYMEHTaM OnpesfesieHHON CUCTEMbI JOKYMeHTauMm — 310

A) BbINUCKa

B) dhopmynsap-obpasey,

C) 6naHkK

D) LOKYMEHT

100. CTaHgapTM3auua — 310

A) cTaH[apTHOe pacnosioXKeHne MaTepuana.
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B) cornacosaHme ¢ TEKCTOM 3aMHTEPECOBAHHbIX JINLL.

C) ynotpebneHune ycTou4mBbIX 060POTOB.

D) npougecc yCTaHOBMEHUSA U NPUMEHEHUS NPaBUA C LieNbo YNOPAL0YEeHNS AeATeNIbHOCTH
B 1e/10NPOM3BOACTBE.

MpumepHan TemaTuka pedepaToB (4OKNAL0B)

Tembl pedepatoB (P-1):

1 Uenm u 3agjaun  [enonpousBOACTBa,  ONpejeneHwe  aenonpoumssoacTtsa.  Posb
[LOKYMEHTALMOHHOr0 06ecneyveHuns B yrpas/ieHUN.

2. Kpatkas xapakTepucTmKka npuKasHoro, KOJIIEXCKOro v UCMOMHUTENbHOrO [enonpon3BoaCcTBa
B Poccuw.

3. 3aKoHofaTefIbHOe perynnmpoBaHue 4enonponsBocTea B Poccuu.

4. HopmaTnBHO-MPaBOBOe 06ecneyeHve feATeNIbHOCTU CNyX6 4en0npon3BOACTBaA.

5 TloHATME «AOKYMeHT», ero (yHkuua. Knaccudukaums [OKYMEHTOB M0 OCHOBHbIM
npU3HaKam.

6. MoHATME «peKBM3NT». MOCTOAHHbIE N NEPEMEHHbIE PEKBU3UTDI.

7. XapaKTepucTuKa PeKBU3UTOB 3aro/lI0BOYHON YaCcTU AOKYMEHTA, UX MepeveHb 1 TpeboBaHus K
ohopmIIEHMIO.

8. XapakTepucTrka peKBn3nTOB CoAepXaTeNbHOM YacTu JOKYMEHTa, UX NnepeyeHb 1 TpeboBaHus
K 0pOpPMIIEHMIO.

9. XapaKTepuCTMKa PEKBU3NTOB OhOPM/IAIOLLEA YacTN AOKYMEHTa, MUX MNepeyeHb M TpeboBaHUS
K O(DOPMJIEHMIO.

10. BbnaHK [OKyMeHTa, BWAbl GNAaHKOB OPraHU3aLVMOHHO-PACNOPAAUTENbHBIX [LOKYMEHTOB.
TpeboBaHMsA K 6naHKam, pasmMepbl Monein 61aHKOB.

Tembl pedepatoB (P-2):

1 OpraHu3auunoHHble JOKYMEHTbI, X Ha3HayeHne 1 posnb. OCHOBHbIE BUAbI M 06LLMe MpaBusia
oopmeHms.

2. Obulas xapakTepucTuKa LOMKHOCTHON UHCTPYKumMn. OnpegeneHne, CTPYKTypa COAepXKaHus,
nopaLoK 0OPMIEHUSA Y OCHOBHbIE PEKBU3NUTBI JOKYMEHTA.

3. LTaTHOe pacnucaHve. O6LWan xapakTepucTmka LOKYMeHTa; (hopma UCMONHeHUs, CTPYKTypa
cofepxaHus, NOpsaLoK 0hopMIEHUS Y PEKBU3UTLI JOKYMEHTA.

4. PacnopsaguTenbHble LOKYMEHTbl, UX Ha3HayeHue W posib B ynpasneHnn. OCHOBHble BUbI
pacnopsaauTeNibHbIX JOKYMEHTOB U 06LMe npasmia 0hopMIEHUS.

5. Mpukas no ocHOBHON fesaTenbHOCTU. CTPYKTypa TekcTa npukasa, NopsAoK ero paspaboTku u
npasuna 0OPMNEHNA PEKBU3UTOB. BbINncKa 13 NpuKasa.

6. PacnopsxeHune. CTpyKTypa TeKkcTa, npasuna opopmIeHns PeKBU3UTOB.

7. YkKasaHve. OO6LWas xapakTepucTMKa [OKYMeHTa, CTPYKTypa ero TekcTa, MopsafoK K
0COB6EHHOCTW OPOPMIIEHNSA, PEKBU3NTBI YKa3aHNSA.

8. IH(hopMaLMOHHO-CNPaBoYHble JOKYMEHTbI, X Ha3HauYeHWe 1 ponb B ynpasneHuun. MNepeyeHb
OCHOBHbIX BWAOB WH(OPMAaLMOHHO-CNPaBOYHbIX [OKYMeHTOB. O6uwme TpeboBaHUA K
OhopMIIEHMIO.

9. AkT. O6Las XapaKTepucTMKa [AOKYMeHTa, CTPYKTypa TEeKCTa, MOopsfoK pa3paboTku u
OohopMNEHNSA PEKBU3NTOB aKTa.

10. MpoTokon. O6was xapakTepucTnka NPOToKoNa, CTPYKTypa TEKCTa, MOpPAAOK pa3paboTku u
0(hOpM/IEHNS PEKBU3UTOB NPOTOKONA.

11. JoknagHasd, 06bACHWUTeNbHas 3anucka. OO6Was xapakTepucTuka AOKYMEHTOB, MOPAAOK
0(DOPM/IEHNS PEKBU3NTOB C/Y>KEOHbIX 3aMUCOK.

12. CnpaBka. Bwugbl cnpaBok O6uas xapaKTepUCTMKa [AOKYMEHTa, PeKBM3UTblI CMpasBok,
0COBEHHOCTY 0(hOPMIIEHUSA.

13. CnyxebHoe nucbMo. Bugbl nucem. CTpyKTypa, MOPSAAOK OMOpMIeEHMs, TpeboBaHUA K
MUCbMY, PEKBU3NTBI MUCbMA.
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14. Tenerpamma u TenegoHorpamma. O6uad XapakTepucTMkKa [AOKYMEHTOB, MOPALOK
opopMNeHNS PEeKBMU3NTOB.

15. JOKyMeHTbI M0 IMYHOMY cocTaBy. lNMepeyeHb JOKYMEHTOB. OCOBEHHOCTU 3TUX AOKYMEHTOB.
16. OdhopmrieHMe KafpoBbIX NPUKa30B, BbINUCKA U3 MpUKasa.

17. OthopmneHune 3aaBfeHns, aBTobUOrpaun, XapakTePUCTUKK, pestoMe.

18. TpypoBas KHWKKa. Npasuna ohopMaeHUs TPYAOBbIX KHUXKEK.

Tembl goknagos (4-1):

1 [AokymeHT0060pOT. OCHOBHbIE 3Tarbl JOKYMEHTO060pOTA.

2 TexHonorna paboTbl C BXOAALLMMM JOKYMEHTaMMU.

3. TexHonorus 06paboTKM BHYTPEHHUX U UCXOAALLNX LOKYMEHTOB.

4. Pernctpauma 4OKYMEHTOB N KOHTPO/Ib UCNONIHEHUSA JOKYMEHTOB.

5. HomeHknatypa fen Ha npegnpuatun, (opMmMpoBaHue 1 ohopmeHune gen.

6. NoAroToBKa JOKYMEHTOB Ha apXMBHOE XpaHeHue.

7. Mofenn aneKTpoOHHOro 4OKYMeHTO060poTa B 6aHKe.

8. ¥YnpaBneHue 3NeKTPOHHbLIM AOKYMEHTOO60POTOM.

MprMepHbIe OLEHOYHbIE CPEACTBA /151 MPOBeAEHNSI MPOMEXKYTOUYHOIN aTTecTaymm

Bonpocbl 4151 NOArOTOBKM K 3a4eTy C OLEHKOM No AncumnniInHe «oKyMeHTaLNOHHOE
obecrneyeHne yrnpaBieHUs»

1 CoBpemeHHOe rocyfapCTBEHHOe perynvMpoBaHue Lenonpon3BoACTBa.

2. CoctaB peksusutoB NOCT P 7.0.97 - 2016. [MpaBuna oopMaeHUs OTAENbHbIX
PEKBU3NTOB.
YCTaB: cofepXaHue ycTasa; crneumurka ycrTaBa; BU3MpOBaHUe, YTBEPXKAEHME.
[MonoxXeHne: TEKCT MONOXEHNSA; BU3MPOBaHWE, YTBEPXKAEHNE.
[0/MKHOCTHAsA UHCTPYKLMA: TEKCT, BU3MPOBaHWe, YTBEPXKAEHNE.
LLITaTHOe pacnucaHue: onpegeneHune, opopmneHue, noanmchb.
[orosop: onpefeneHve, cofepxxaHue, obsa3artesibHble 31eMeHTbl 40roBopa
MpvkKa3 N0 OCHOBHON [AeATeNbHOCTW:  OnpefeneHune; OMopMaeHVe NpUKasa;
06sA3aTeNlbHble PEKBUM3UTLI; CTPYKTypa nNpukasa (3arofioBoK, TeKCT); oopm/eHne NpuKasa;
othopM/IeHME MNPUNOXEHUIA K MPWKasy; BU3MpPOBaHWe, pefakTUpOBaHWe, pacchblika, MOAMUCH,
MapLLpYT.

9. PacnopsikeHue: onpefeneHue, oopmneHue.

10. MMocTaHOBMEHME: COCTAB/IEHNE U ODOPMIIEHME.

11. PelleHune: oTAn4YMe peLLeHns OT NOCTaHOB/IEHWUS.

12. CnpaBKa: BHeLUHAA, BHYTPeHHAA. TeKCT CrpasKu.

13. AKT: pasHOBWAHOCTUN aKTOB, CTPYKTYypa aKTOB.

14. MpoTokKon: BMAbI MPOTOKO/IOB 3aceflaHniA; CTPYKTypa NpPOTOKO/a; AaTa NpoToKo/a.

15. [loknagHasa n 06bAcHUTENbHAA 3anucku. CnyxebHoe NUCbMO.

16. MpurKa3bl N0 IMYHOMY COCTaBY: onpefeneHne; ohopmieHne; CTPYKTypa nprKasa.

17. JInuHoe feno: onpegeneHune, cofepxaHvie, ohopmMieHne, 0653aTeflbHble 3M1eMeHThbI
JIMYHOTO fena.

18. OCHOBHbIe NpaBuia opraHu3aLny JOKYMeHT0060poTa B HaHKe.

19. Mpuem, o6paboTKa 1 pacnpegeneHne nocTynarwmx JOKYMEHTOB.

20. MopAfoK HanpaB/ieHUs HA UCMONIHEHWE U PaboTbl UCMOMHUTENSA C JOKYMEHTaMMU.

21. MpaBuna 06paboTKN NCXOAALLUNX JOKYMEHTOB.

22. Mogfenun 3neKTPOHHOro LOKYMeHTO060poTa B 6aHKe.

23. YnpaBfieHVe 31eKTPOHHbIM JOKYMEHTOO60POTOM.

N U W
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MpuMepHble NpakTM4ecKme 3ajaHns (OLEeHOYHble CPeACTBa), BbIHOCUMbIE Ha 3a4yeT
C OLLEeHKOW

MpakTunyeckoe 3agaHue 1.

CocTaBbTe CMpaBKy O BeMYMHE CpefHeil 3apabOTHONM nnaTbl 3a rog ANs MOMy4YeHus
KOMMeHcaumMmn Ha onnaty Xunbs. OcTa/lbHble AaHHble YKaXnTe caMoCTOATESbHO.

MpakTunyeckoe 3agaHue 2.

CocTaBbTe npukas 06 ocBoboxaeHMM Bac oT paboTbl B NMAO Kb «POCIFOCCTPAX-
BAHK>» B cBA3UN C Nepee3ioM Ha HOBOE MeCTOXWUTe/bCTBO.

MpakTunyeckoe 3agaHue 3.

CocTaBbTe  KpaTKuii  MPOTOKOA  COBeW,aHus  cneuuanucToB  GaHka  oTfena
CTpaTernyeckoro mMnaHWpoBaHUs,, Ha KOTOPOM Obl  pPacCMOTPEH BOMPOC O AOCPOYHON
pa3paboTke nnaHa pa3suTusa 6aHkKa Ha 2019 rog. Nocne 06CYXAeHMA Ha COBELLAHUWN MPUHANO
pelleHne paspaboTaTb NnaH Ha AecATb [Hei paHblue YCTaHOBMEHHOro cpoka. OcTa/bHble
[aHHbIE YKaXXMNTE CaMOCTOATENIbHO.

MpakTunyeckoe 3agaHue 4.

CocTaBbTe npuKasbl: a) O Mpueme Ha paboTy Haya/bHMKOM OTAena no pabote cC
(m3nyveckmmmn nuuamm - 3ariueBy A.A.; 6) 006 YBO/SIbHEHWW MepPeBOSOM B Apyron 6aHK
MepBeneBy B.P. HepocTalolme peKBU3NTbI YKaXXMTE CaMOCTOATE/LHO.

MpakTunyeckoe 3agaHue 5.

CocTaBbTe  [OKNMaAHyw  3anucky  Oyxrantepa  TumowwmHow  TL.IM.  rnaBHoOmy
oyxrantepy NMAO KB «Cb6epbaHk» babuuyeBy H.M. oT 15.03.19 r. 0 BbINOMHEHUX MpUKa3a
ynpasnswowero 6aHkom Ne 92 ot 12.01.19 r. «O CcOCTOAHUM OyXranTepckoro ydyeta Ha
cTpouTenbcTBe 6asbl 0TAbIXa Ha KypcKoil koce». B npukase 6blin yka3aHbl KOHKPETHbIE CPOKM
NNKBMAALMN HELOCTAaTKOB, 06HapyXeHHbIX B aHBape 2019 roga. B f0KNaaHON 3anncke AOMKHO
OblTb OTMEYEHO BbINO/IHEHWE BCEX MNYHKTOB MpMKasa, 3a WCKIKYEeHWEM [MYHKTOB 00
opraHusauuMm paBHOMEPHOW eXeAHEBHOW cpaum paboumMmmn HapsgoB Oyxrantepy. BbisBneHo,
yto 25 (peBpang 2019 roga 6bin0 caaHO TONbKO 35,2% Bcex HapsAgoB. OcTasibHble HapaLbl
cfaHbl 1 mapTa. Mo rpadmky CpoK caum nocnefHuX HapsAoB 3a NPOLUJbIA Mecsl, YCTaHOB/IEH
nepBoro yucna cnegytoulero Mmecaua. OcCTasibHble AaHHbIE YKaXKMUTE CAMOCTOATENBbHO.

lMpakTun4yeckoe 3agaHue 6.

CocTaBbTe XapaKTepuUCTUKY-peKOMeHZauuo  Ha paboTHMKa Ballero 6aHka  Ang
noctynneHus ero B acnupaHTypy ®rAOYBO «b®Y um. N. KaHTa».

lNMpakTun4yeckoe 3agaHue 7.

HanuwuTe 3as8neHne o npreme Bac Ha paboty kaccupom B NAO Kb «OTKPbITUE».

MpakTwunyeckoe 3afaHue 8.

CoctaBbTe U odopmute Tenerpammy MAO KB «Poccenbxo3baHk» OO0 «Kpuctann»
0 NONHOM OTKa3e OT On/aThbl 33 MOCTYNUBLLYIO NPOAYKLMIO, B CBA3WN C TeM, YTO 3Ta NPOAYKLUA
He 6blna 3aKasaHa. OCTa/IbHble PEKBU3NUTBI YKaXKUTE CaMOCTOATESbHO.

MpakTunyeckoe 3agaHue 9.

CocTaBbTe [OKNafHYK 3anucky cekpetapsi-pethepeHTa ynpasnsawowero NMAO Kb
«JQHeproTpaHcbaHk» 06 yTepe Kaccupom PbibuHbiM C./. nucbMa-3anpoca, NOCTYMMBLUErO B
agpec 6aHka Tpn MecsLla Hasag,

MpakTunyeckoe 3agaHue 10.

Hanuwwute 3asaBneHne 0 nMpefocTaBNeHUM BaMm aAMWHWUCTPATUBHOIO OTMyCKa Mo
ceMelHbIM 06cToATENbCTBAM. OCTaslbHble PEKBU3UTbLI YKaXKNTE CaMOCTOATESIbHO.

MpakTunyeckoe 3agaHue 11.

Hanuvwute aBTobuorpaumio, Heobxoaumyt Ans  OPOPMAEHUS [LOKYMEHTOB npwu
NoCTYnJeHNN Ha paboTy B GaHK.

MpakTunyeckoe 3agaHue 12.

CoctaBbTe 1 ocopmute npukaz no NMAO KB «baHk ABaHrapg» 06 o6ecneyeHum
MOXXapHO 6e30MNacHOCTM U YCUIEHUN OXpaHbl 6aHKa. B KOHCTATMpPYHOLLE YacTu COWMTECh Ha
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ONacHOCTb TEPPOPUCTUYECKMX aKTOB W YKaXuTe Le/b obecrieyeHns 6e30macHOCTU Nogei 1
COXpaHeHue umyLlecTBa. B pacnopsguTeNibHON 4acTu cnefyeT 00683aTb Hayvas/lbHMKa OXpaHbl
K.J1.KoWwKMHa ycunutb NponyckHoM pexuM. OCTasibHble AaHHble YKaXWUTe CaMOCTOATE/bHO.

lNMpakTunyeckoe 3agaHue 13.

CocTaBbTe npukas O nepesofe Ha paboTy BHYTpU 6GaHka. OcCTasibHble PEKBU3UTHI
YKaXKuUTe CaMOCTOATENbHO.

lNMpakTun4yeckoe 3agaHue 14.

OgopmnTe 3anncb B TPYAOBOM KHMXKKE 06 YBOJIbHEHWM Bac: a) MO COGCTBEHHOMY
XenaHut; 6) B CBSI3W C NMKBMAALMeA OaHKa;, B) B CBSI3W C HECOOTBETCTBMEM BbIMOHAEMONA
paboTbl NpeabaBAsAeMbIM TPE6OBAHNAM, BCMEACTBME HeLOCTaTOYHOWN KBa/MMKaLun.

lNMpakTun4yeckoe 3agaHue 15.

01.12.19 . LO/MKHO COCTOATbCA cobpaHne KanuHuHrpagckoro gunuana NMAO Kb
«OTKPbITUE». NonoBHOW 6aHK Hanpas/seT CBOEro NpeAcTaBUTeNs 41 y4acTus B COGpaHuMN.

3afaHune: CocTaBbTe  Tenerpammy 0 npuobITUN npegactasutens NMAO Kb
«OTKPbITUE», BKAOUMB NpOoCcbOy 0 GPOHMPOBaHUM B OAHOW M3 FOCTUHWL, ropoja 1-mMecTHOro
HOMepa «J/IOKC» Ha UMA npeactasuTens Ha nepuog ¢ 01.12.19 r. no 03.12.19 r.

MpakTunyeckoe 3agaHue 16.

CocTaBbTe [AOKMaAHYK 3anuCcKy O MpUYMHax HecBOEBPEeMEeHHOro mnpeacTaB/ieHns
NHOpPMaLMX O BbIMOJIHEHUN  yMpaBnaoLero 6aHkoM. OcTanbHble PEKBU3UTLI YKaXMUTe
CaMOCTOATE/IbHO.

lNMpakTun4yeckoe 3agaHue 17.

CocTaBbTe NPOEKT KOHTpakTa Mo HaliMy, onfate W YBO/MbHEHUWM Bac. OcTa/bHble
PEKBU3NTLI YKaXKNTE CaMOCTOATENIbHO.

MpakTunyeckoe 3agaHue 18.

Ynpasnstowuin NMAO Kb «Pycckuii CTaHAapT» MPUHAN pelleHne O MpueMe HOBOrO
COTpyfHUKa B OTAen cbeperatesibHbIX OnepauMil  Ha  [JO/MKHOCTb  «Cheuuanucra oTgena
cbeperatenbHbIX onepaunii ».  Mexgy [MAO Kb «Pycckuin CTaHfgapT» M cneuuanicTom
3aK/1l04eH TPY40BOI A0roBop.

3agaHve: B ponu  COTpyAHMKAa  KafpoBOM  CMyXObl  MNOArOTOBbTE  MPOEKT
[LOKYMEHTa COOTBETCTBYIOLLET0 CUTYaLNN.

MpakTKn4yeckoe 3agaHue 19.

Ynpasnstowmin MAO KB «JIoKo-6aHK» MPUHAN pelleHne O npuveMe Ha paboTty
OMbITHOrO CcreymanicTa no paboTte € UeHHbIMW Gymaramu C CONUAHbLIM CTaXem paboTbl Ha
[LOMKHOCTb «HavabHWUKA OTAeNa LeHHbIX bymars.

3agaHne: B ponn  cneymanucta  KagpoBon  cnyx6bl.  MOAroToBbTE  MPOEKT
COOTBETCTBYIOLLENO JOKYMEHTA.

MpakTunyeckoe 3agaHue 20.

CocTtaBbTe 1 o(popMuTe Nprkas 06 ntorax pabotbl ¢ fokymeHTamu B NMAO KB «BTB 24»
B npoweswemM rogy. B KoOHCTaTupylowen 4acTu yKaxuTe Ha WTOrM aHann3a, BbISBMBLUVE
HU3KYI0 TpeboBaTeNbHOCTb PYKOBOAMTENEN noapasfeneHuii K KayeCcTBY MOAMOTOBKM
OOKYMEHTOB M KOHTPO/MK 3a WX WCMNOMHeHVWeM. B pacnopaguTenbHOM 4acTu  nopy4uuTe
PYKOBOAWUTENAM  MOAPa3feNeHnii  ycunutb TpeboBaTeNbHOCTb K KayecTBy paboTbl €
[JOKYMeHTamu, a pykoBoauTento otaena AOY pa3paboTaTb Mepbl N0 YAYULLEHWUIO 3TON paboThbl.
OcTasbHble faHHble YKaXKUTE CamMOCTOATENbHO.

MpakTunyeckoe 3agaHue 21.

CoctaBbTe 1 ogopmute npukas no NMNAO KB «OTMN BAHK» o npueme Kynewosoli
HuHbl CepreeBHbl Ha MOCTOSHHYHO PaboTy crneuuannucToM KpeauTHOro otaena. Pasmep oknaga
coctaBnser 55 Tbic. pyb6. OcCHOBaHMEM AN U3[aHWUA MNpUKasa MOCNYXUW  3asaBfIeHMe
H.C.KynewoBoin n TpyaoBsoii gorosop Ne 28.

MpakTunyeckoe 3agaHue 22.

CoctaBbTe 1 othopmute npukas no NMAO Kb «PycthuHaHC BaHK» 06 YBOJIbHEHWWU MO
COBGCTBEHHOMY >KenaHuio cneuuanucta BamtoTHoro otgena Kucenesa Amutpua Cepreesnya B
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CBA3M C BbIXOAOM Ha MeHcuo. Ha npuikase MMeroTCs BU3bl rNaBHOrO Gyxrantepa v HavyaibHMKA
otgena kagpos NMAO Kb «PycthuHaHc baHk».

MpakTunyeckoe 3agaHue 23.

CoctaBbTe M OGopMUTE MUCbMO-0TKA3 nonurpauyeckoro npeanpuatus «lobega»
(O00) NAO Kb «bAHK 3EHWT» no Bonpocy BbINO/IHEHWNSA 3aKa3a Ha M3roTos/ieHne 61aHKOB
yyeTa U OTYETHOCTW. TMpPMUMHOM OTKasa fBWMNACb PEKOHCTPYKLMS MeYyaTHOro Lexa, Kotopas
NPOANNTCA [0 KOHLA MEPBOro Mofyroaus; Apyrue faHHble yKaXuTe camoCTOATESbHO.

6.2. MeTogMyecKkme martepuansl
6.2.1. MeToAnyecKme yKasaHA 415 06yYaroLLMXCa N0 0CBOEHUIO ANCUMMNNIVHBI

MeToanyeckme pekOMeHZauMnm M0 WU3YYeHUH AUCUMNANHBL - «JOKyMeHTaUMOHHOe
obecrneyeHne ynpaefeHUs» MpeAcTaBaseT COO0M KOMMMEKC PeKOMeHAaunin n 06bACHEHUMN,
MO3BONAKOWMNX 06yYaroLWMMCH ONTMMabHbIM 06pa3oM OpraHn3oBaTb MPOLECC U3Yy4YeHUs
[LaHHOW AUCLMNIIVHBI.

B cTpykType y4yebHOro nniaHa crneuuanncToB OTBOAMUTCS Ha CaMOCTOATE/IbHOE M3Yy4yeHue
[LaHHOW aucumnaunHel 16 yaca, KOTopble pacnpeseneHbl 418 NOArOTOBKM K 3a4eTy C OLeHKOW.

[ns ycnewHoro ycBoeHNa faHHON AUCUMNVHBI 00YYatOLMIACA JO/MKEH:

1 TMpocnywatb Kypc NeKumnin no JaHHOW AUCUUNINHE.

2. BbINOMHWTL BCe 33flaHuns, pacCMaTpUBaeMble Ha NPaKTUYECKUX 3aHATUAX.

3. BbINO/HMTL BCE AOMALLHKME 33jaHuns, NonyyYaemMble OT NpenojasaTens.

4. ToaroToBUTLCA K 3a4€ETY C OLEHKOIA.

CnoBapb TEPMMHOB 06YyYaOLWMIACA MOXET MOMNOJHATL B X0[€e M3yYeHUs AOMNONHUTENbHOWN
NNTepaTypbl WM BHOCUTbL B HEro Te TEPMWHbI, KOTOPble BbI3bIBAKOT Y HEro 3aTpyAHEHUS B
ycBOeHun. [py MOAFOTOBKE K 3a4eTy C OLEHKON 0coboe BHUMaHWe crefyeT 06paTuTb Ha
cneayroume MOMEHTbI:

1 BblyunTb OnpeaeneHns Bcex OCHOBHbIX MOHATUMN.

2. MpoBepnTb CBOM 3HAaHMA C MOMOLLbIO MNPUMMEPHbLIX BOMPOCOB, MPaKTUYECKUX W
TECTOBbIX 3afaHM.

6.2.2. MeTogu4yecKue peKoMeHpauuu Mo OCBOEHWUIO NEKLUWMOHHOro martepuana no
ANCLUUNINHE ANA 00yyaroLmxcs

3aHATUA NEeKUMOHHOIO0 Tuna JatoT 06yvatolwnMmcs CUCTEMATU3MPOBaHHbIE 3HAHUA O
Hanboee CNOXHbIX U aKTyaslbHbIX NpobiaeMax M3yvyaemon AUCLUNINHBI «[OKYMEHTaLMOHHOE
obecneyeHne yrnpasnieHUs».

Ha /feKUMOHHbIX 3aHATUAX, O0byuvatolmecs [O/KHbl BHMMATE/IbHO BOCMPUHUMATb
maTepuas, MOArOTOBNEHHbIV NpenogaBaTeneM, MbICIUTb, A0OMBATLCS MOHUMAHUS U3y4aemoro
npegmeta. [py 3TomM o6yvaroliMecsd [LOMKHbl  BEeCTM  KOHCMEKT  AUCLUMNAMHBL.  Ecnn
obyyvatowuiics NposBnseT HeLOMOHMMAaHUA MO KakoW-1Mbo 4vacTu npegmeTa, TO eMy cregyet
3afaTb BOMNPOC Mpernofasatesito. Takke B MNpoLecce JEKUMOHHbIX 3aHATUIA 0bydaroLmmes
He0OXO0AMMO BbINOJHATL B KOHCMEKTax 3afaHus, KOTopble npefnaraet npenojasatesib B
npouecce nofaym Te0peTUYECKOro marepuana.

6.2.3. MeToAMYeCcKMe pPeKoOMeHJauuMM Mo  MOAroTOBKe  ofydawolmxcsa K
CEMUHAPCKUM 3aHATUAM M0 AUCLUMNIINHE

Ons  ycnewlHoro YCBOEHMSt  AMCUMNAMHBbI  «[JOKYMEHTaLUWOHHOe  obGecneyeHune
ynpasfieHNs» 00y4aloLnACs [LO/MKEH CUCTEMATUYECKN FOTOBUTHLCA K CEMUHAPCKUM 3aHATUAM.
[ns aTOro Heo6xo04MMO:

1) N03HaKOMMUTbLCA C NJIAHOM CEMUHAPCKOrO 3aHATUS;
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2) U3yunTb COOTBETCTBYIOLLME BOMPOCHI B KOHCNEKTE NEKLMIA;

3) O0TBETWUTb Ha BOMPOCHI, BbIHECEHHbIE HA 06CYXAEHUE;

4) cucTemMaTMyYecKmn BbINOMHATL 3a4aHns npenogasartens.

B xofe ceMMHapCKMX 3aHATUIA 06y4aroLLmecs nog pyKoBOACTBOM Npenojasatens MoOryT
paccMOTPETb pas/iMyHble TOUKM 3peHNs CMeLnanncToB no 06CyXxaaeMbiM npobaemam.

CemuHapckue  3aHATMS MO AucumnanHe  «[lOKyMeHTauuOHHOe  obecrneyeHve
ynpasfieHNs» MOryT MPOBOAMTLCA B PasfIMUHbIX (hopMax:

1) yCTHble OTBETHI Ha BONPOCHI NpenogaBartenis No TeMe CEMUHAPCKOro 3aHATUS;

2) NUCbMEHHbIE OTBETHI Ha BONPOCHI NpenofaBaTtens;

3) rpynnosoe 06CYyXaeHWe TOW UM MHOW NPO6eMbl NOJL PYKOBOLCTBOM M KOHTPOJIEM
npenojasarens;

4) 3acnywmBaHusa 1 06CYyXKAeHMe Nnpe3eHTauunin, pedepatos, AOKNaL0B.

5) BbINOAHEHME NPAKTUYECKNX 3afaHWIA;

6) peLueHMne TeCTOBbIX 3aaHuiA.

MoAroToBKa K CEMUHAPCKUM 3aHATUAM [O/DKHA HOCUTb CUCTEMaTMYeCKMin XapakTep.
3T0 NO3BO/IUT 06yyvaloLLEeMYyCs B NOMHOM 06beMe BbINOHUTL BCe TPebOBaHUA Npenojasaress.
Ons  nonyuveHuss 6onee rny6oOKMX 3HaHWI  00y4alOWMMCH  PeKOMeHAyeTcs  M3y4aTb
[OMONHUTENbHYO NUTepaTypy (CNMCOK NpuBeAeH B paboyein nporpaMmMe no AUCLUMNIINHE).

6.2.4. MeToAn4YeCcKMe yKasaHUs No NoAroToOBKe K MPOMEXYTOYHOM aTTecTaumm

lMpomexyToyHasa arTTecTaums ABMSETCA  MTOrOBOM  (POPMOM  KOHTPONS  3HaHWIA
obyuaroLLerocs, crnocoboM OLIEHKM pe3ynbTaToOB ero yyebHow aesatenbHOCTU. OCHOBHOW LieNbto
NMPOMEXYTOUYHOM  aTTecTauuMnm  SBNSETCA  MpPOBepka  CTENeHW  YCBOEHUS  MOJYYEHHbIX
06yyarLWNMCS 3HAHUIA N NX CUCTEMBI.

[ns ycnewHon chaym NnpomeXKyToYHOM aTTecTaluMnm Heo6XoAanMo NpoAeMOHCTPUPOBaTh
pasymMHOe CO4YeTaHWe 3HaHWA W MNOHMMaHWA Yy4ebHOro wmarepuana. Ha MPOMEXYTOYHO
aTTecTauun NnpoBepsieTCA He TOMIbKO MeXaHMYecKoe 3arnoMuHaHue 00y4yaronumcs U3/10KEHHOM
WH(OpMaUUK, HO W ero CcrnocobHOCTb €€ aHaiM3upoBaTb, C MOMOLLbIO Yero OO6bBACHATD,
apryMeHTMpoBaThb U OTCTauBaTb CBOK MO3ULMIO.

K npomexyTouyHOW aTTecTauuu LenecoobpasHo rotoBMTLCS C CamMOro Havasa yyebHoro
LMKNa, NOCKOMbKY TO/IbKO CUCTEMATUYecKas MOAroToBKa MOXeT 06ecneynTb (hopMUPOBaHMe Y
06yyaroLLerocs KayeCTBeHHbIX CUCTEMHbIX 3HAHWIA.

Mpn NOArOTOBKE K MPOMEXYTOYHON aTTecTauuu cnefyeT MOMb30BaTbCA KOMMIEKCOM
Pa3/IMYHbIX UCTOYHUKOB - HE TOMIbKO KOHCMEKTamu NeKuWi, mMatepuanamu no MoAroTOBKe K
CEMMHAPCKMM 3aHATUAM, HO TakKXe W Y4YeOHON, Hay4yHOi, CrnpaBOYHOW nuTepaTypoi. [ns
WANKOCTPaLUN  HOBEALWNX MNPUMEPOB TOr0 WAM  WMHOFO AB/IEHUS MOXHO WCMNONb30BaThb
3acnyxuBaroLmne LOBepus CpeAcTBa MacCcoBO UHDOPMaL UK.

Hanbonee pacnpocTpaHEHHON OWKNOKOM O06yvaloWmUXcs SBASETCA MCMO/b30BaHMe
TONbKO OfHOr0 y4e6HOro nocobus B KayecTBe e€AMHCTBEHHOr0 MCTOYHWMKA AN NMOATOTOBKM K
NPOMEXYTOYHON aTTecTauun. [axe ecnv Takoi y4yebHWK HanucaH KONMEKTMBOM aBTOPOB, OH
OTpaXaeT TONbKO OfHY, B KOHEYHOM CUETe, CYOLEKTMBHYIO TOYUKY 3peHus. Mexay Tem,
obyuvarowniica (gaxe ecnn OH pasgensieT AaHHOe MHEHWE) AO0/DKEH YMeTb CTPOUTbL CBOWM OTBET
He Ha ero nepeckase, a C OMOPOIA Ha HEero, apryMeHTMpys nNpu HeoOXOAMMOCTM CBOW OTBET, B
TOM uucne NyTéM KPUTUKN UHbIX TOYEK 3PEHUS.

MpenogaBatenb BrpaBe MNpU MNPOBEAEHUM MNPOMEXYTOYHOM aTTecTauuyM  3agatb
obyuvaroLlemMycsi HaBOAALLME, YTOUHAIOLLME U LOMONHATEbHLIE BONPOCHI B paMKax 6uneta.

OCHOBHbIMW  KpUTEPUAMM,  KOTOPbIMW  MpenofasaTe/ls  PYKOBOACTBYeTCA  Npw
NPOBeAEeHNN NPOMEXYTOUYHOMN aTTecTaluMmn Npu OLEHKE 3HaHWI, ABNAKOTCA CnegytoLme:

- COOTBETCTBMe 0TBeTa 06yyaroLlerocs TemMe BONpOCOB;

- YMeHVe CTPOUTb OTBET MOJIHO, HO NaKOHUYHO C aKLUEeHTOM Ha Hambonee BaXKHbIX
MOMEHTaX;
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- CTeneHb OCBEAOMMEHHOCTMN O HayYHbIX 1 HOPMATUBHbIX UCTOYHMKAX;
- YMeHUe CBS3bIBaTb TEOPUIO C NPAKTUKOIA;

- NpuBeAEHNEe KOHKPETHbIX NPUMEPOB, 0CO6EHHO, Hanbonee NO3AHNX;
- KynbTypa peum.

6.2.5. PekoMeHZaLMn 10 MNPOBEAEHUID Y4YeOHbIX 3aHATUA C obyyarwmmnucsa ¢
NPUMEHEHMEM 3NIEKTPOHHOIO 06YYeHUS N AUCTaHLMOHHbIX 06pa3oBaTe/ibHbIX TEXHONOT A

[ns npoBefeHWs KOHTaKTHOM paboTbl o6yuvatowmxcs ¢ npenogasatenem AHMOO
«KKY» € npuMeHeHuem 3/M1eKTPOHHOTo O0OY4YeHUs W AUCTaHLMOHHbLIX 06pa3oBaTesibHbIX
TEXHONMOTUI  onpegeneH  Habop  9MEKTPOHHbLIX  PeCypcoB M MPWIOXEHWA,  KOTOpble
PEKOMEHAYIOTCA K UCMOMb30BaHMIO B 06pa3oBaTesibHOM npouecce. O6pa3oBaTeNbHbIA Npouecc
OCYLLECTBNAETCA B COOTBETCTBMM C pacnucaHnem y4ebHbix 3aHATMIA 2023/2024 yyebHOro roga,
pasMeLLEeHHbIM Ha O(hULMaNIbHOM caliTe Konnemka.

OpraHu3aumns ob6pa3oBaTe/ibHOr0 NpoLecca OCYLLECTB/IAETCA Yepe3 NYHbIA KabUHET Ha
ohmumnancHoM  caliTe  konnefxa. [penogaBatesib B 3/IEKTPOHHOM — XXypHane  Ans
COOTBETCTBYHOLLEN Y4ebHON rpynnbl yKasblBaeT Temy 3aHATMA. [pukpennset YyyebHble
martepuanbl, 3afjaHUs WAN CCbIIKU Ha 3MEKTPOHHbIE PECypcbl, Heo6XoAWMble [N OCBOEHUA
TeMbl, BbIMO/IHEHUSA AOMALLHUX 3afaHWiA.

ANropuT™M AUCTAHLNOHHOIO B3aMMOAENCTBUS:

11. [Ona obecneyeHns [UCTaHLUMOHHOW CBS3M C Ob6ydyaloluMucs npenojaBaTesib
B3aMMO/ENCTBYIOT C 0O6y4arolmMMnUca TFpynn B 31eKTPOHHOW nnatgopme Cdepym, nmbo
NocpeACcTBOM KOPNOPATUBHOMN 31eKTPOHHOW MouTsl (fomeH @kku39.ru).

12. B copmupoBaHHbIX rpynnax obyvarolwmxcs Ha nnatgpopmax (CM. BbliLle)
npenofasaresib 4OBOAUT 4O 00yYatoLWmMXcs UHHOPMALNIO:

- 006 anroputMme pasmelleHns UHgopmMaumm 06 yuyebHbIX MaTepuanax U 3afaHusaX Ha
3MIEKTPOHHBIX pecypcax Konnemxa.

- VHAMBUAYaNbHbIA  rpagMK  KOHCYNbTUPOBaHUA  0Oy4aroLimxcs, B TuM.
OMCTAHUMOHHOM hopmarTe.

1.3. Obyuyalouinecs BbIMOMHAKT 3aaHne, B COOTBETCTBMM C pacnucaHmem Yy4yebHbIX
3aHATUIA B hopmate O 1 NpefocTaBNatOT UX B 3/IEKTPOHHON (hopMe Ha 3M1eKTPOHHbI pecypc.

1.4. OcywecTBieHNe MOHUTOPUHra BbIMOSIHEHUA YYeBHOro MnjaHa M MoceLLaeMocTy
3aHATUIA NPOUCXOLMUT EXEeAHEBHO MpenojasaTeNieM 4Yepes 3/IEKTPOHHbIe PeCypCbl.



