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1. Ilesin 0ocBOEHUA M CLUIIIMHBI

¢opmuposaHue 3HaHuil no:
- TIOHATHUSM, 1[e/TH, 3a/la4aM U MIPUHLIATIAM [1eJIOTIPOU3BO/ICTBA;
- OCHOBHBIM TTOHSITUSIM IOKYMEHTAIIMOHHOTO 00eCIieueHus! yIipaB/ieHusT;
- CHCTeMaM [JOKYMEHTALIMOHHOTO 00ecrieueHus yIipaB/IeHus;
- K/IaCCU(UKALIMKU JOKYMEHTOB,;
- TpeOOBaHUSM K COCTaBJIeHUIO U 0(hOPM/IEHHUIO JIOKYMEHTOB;

- OpraHM3aluM JI0KyMeHTooOopoTa: TmipueMy, 00paboTKe, pervcrpanyv, KOHTDOJIIO,

XpaHEeHHIO JOKYMEHTOB, HOMEHK/IaType Jief;
- TpeGOBaHUs K COCTaB/IEHUIO U 0(POPM/IEHHIO PACTIOPSIAUTEIbHOM JOKYMeHTalL[|H;
- TpeOOBaHUs K COCTaB/IEHHUIO U 0(POPMJIEHHIO OPTaHM3al[MOHHON JOKYMEHTAal|H;

- TpeObOBaHMSI K COCTaB/lieHWI0O ¥ odopmwieHHI0O  HMH(OPMALIMOHHO-CIIPABOYHON

JIOKyMeHTaL1u;
- TpeGOBaHUs K COCTaB/IEHUIO U 0()OPM/IEHHIO JIOKYMEHTOB T10 TMUHOMY COCTaBy;

¢opmuposaHue ymeHuli no:

- O(l)OprIE‘HI/II'O AOKYMEHTallukd B COOTBETCTBUM C HOpMaTHBHOﬁ 6830ﬁ, HCII0J/Ib3Yy4

MH(OpPMaILMOHHBIE TEXHOJIOTUH;

- OCYILIeCTB/IEHUIO aBTOMATH3al[ul 00paboTKM JOKYMEHTOB,;
- yHU(UKALIAY CUCTEMBI I0KYMeHTaIUY;

- OCYIIIeCTB/IEHUIO XpaHEHUsI U TIOUCKA JOKYMEHTOB;

- OCYIIIeCTB/IEHHIO aBTOMATHU3alMi 06pabOTKH JIOKYMEHTOB;

- HCI10/Ib30BAHHUIO T€/JIEKOMMYHHKALIMOHHBIX TeXHOJIOTUH B 3JIEKTPOHHOM

JIOKyMeHTO000pOTE;

- 0 OpMJ/IEHHIO PpaCTOPSAUTE/NILHON [IOKyMEeHTAllMd B COOTBETCTBUM C HOPMAaTHBHOMN

0a3oif, B TOM 4KMCJIe C UCII0/Ib30BaHNEM UH(OPMALIMOHHBIX TEXHOIOTHIA;

- 0(OpMJIEHHIO OpraHU3allMOHHOM [IOKYMEHTalluM B COOTBETCTBUM C HOPMAaTHMBHOMU

0a30ii, B TOM UMCJie C UCITO/Ib30BaHWeM HH(MOPMALIMOHHBIX TeXHO/IOTHM;

- oopm/eHH0 MH(OPMALMOHHO-CIIPABOYHOM  /IOKyMEHTallud B COOTBETCTBUM C

HOPMAaTHUBHOU 0a301, B TOM UHCJIe C UCTIOb30BaHHEM MH(MOPMAIIMOHHBIX TEXHOJIOTHIA;

- OCl)OpM]'IEHI/II'O AOKYMEHTAlIUU 110 JIMUHOMY COCTaBy B COOTBETCTBHUU C HOpMaTHBHOﬁ

6a30ii, B TOM 4KC/ie C UCI0J/Ib30BaHUeM MH(POPMALIMOHHBIX TeXHOIOTUH.

2. Mecto aucuuiivesl B crpykrype IITIICC3

Yuebnas pgucturiimHa OI1.06  «/JoKymeHTalMoHHOe oOecrieueHWe — yIIpaBieHUs»  SIBJISIETCS
ob1mernpodeccoHaTbHON JUCHUIIMHON 0011iernpodeccHoHabHOTO IMKIa B cooTBeTcTBUM ¢ OI'OC
o crieruanbHOCTH CITO 38.02.01 3k0oHOMMKA M OyxranTepckuii yuet (1o otpacism). OcBanBaeTcst Ha

BTOPOM Kypce (3 cemecTp).

3. Komnerennuu obyuaroiierocs, ¢hopMupyemMbie B pe3y/IbTaTe 0CBOEHHUSI JUCIHHILUTHHBI
B pe3ysnbTaTe 0CcBOEHUS ANCLUUNINHBI POPMUPYIOTCA KOMMNETEHLNN:

Nupekc .
PacumdpoBka npuodpeTraeMoii KOMNeTeHIIHH
KOMINeTeHMHU
OK 05 OcCy111eCcTB/IATh YCTHYIO U TMCbMEHHYH) KOMMYHUKALIUIO Ha TOCYAapCTBEHHOM
s13bIKe Poccuiickor defepariyiv ¢ yueTOM 0COOEHHOCTEH COIMaTbHOTO U




KyJ/IbTYPHOT'O KOHTEKCTa

K 1.1. O6pabarbiBaTh MepBUYHBIE OyXTanTepCKUe JOKYMEHTHI

B pe3synbrate 0CBOEHHSI AWCLMIUIMHBI OOyuaroL[uiics [O/DKeH 3HaTh: -
TIOHSITHE, LIe/H, 3a/Jaui Y TIPUHLIUIIBI [1e/I0TIPOU3BO/ICTBA;

- OCHOBHBIE TOHATHS JOKYMEHTAl[IOHHOTO 00ecrieueH s yIipaB/ieHus;

- CHCTeMbI JOKYMEHTAl[IOHHOTO 00ecrieueH st yTIIpaB/ieHus; - KinacCUu(UKaIuio JOKYMEHTOB;

- TpebGoOBaHMA K COCTaB/IEHUIO U 0()OPMJIEHHIO JOKYMEHTOB; - OpPraHu3aliyio 0KyMeHToobopoTa:

- mpueM, 06paboOTKy, perucTpaiyio, KOHTPO/Ib, XpaHeHHe JOKYMEeHTOB, HOMEHK/IaTypy Jel;

- TpebOOBaHMS K COCTaBIEHUIO ¥ 0)OPMJIEHUIO PACTIOPSAUTELHON JOKYyMeHTaLWH;

- TpebOOBaHMS K COCTABIeHUIO M 0()OPMJIEHHIO OPTaHW3aLMOHHON IOKYMeHTaluy; -TpeboBaHus K
COCTaBJEHUI0 W OQOPM/IEHUIO WH(MOPMAIL[MOHHO-CIIPAaBOYHOM [JOKYMeHTalMu; -TpeOOBaHUSI K
COCTaB/EHUI0 U O(OPM/IEHHIO [OKYMEHTOB IO JIMYHOMY COCTaBy; B pesysnbTaTre ocBoeHUs
JUCLMTUTMHBI 00yYaroLUiiCs JO/DKEH YMeTh:

- odopMISTh  TOKYMEHTAlMI0 B  COOTBETCTBUM C HOPMATHBHOW  0a30M, WCITO/Nb3Ys
MH(OpPMAaIMOHHbIE TEXHOJIOTUY;

- OCYILIeCTBJISITh aBTOMATH3alli0 00pabOTKK JOKYMEHTOB;

- YHU(UIMPOBATH CUCTEMBI JOKYMeHTalWH;

- OCYLIeCTBJISITb XpaHeHHe U MOWCK JOKYMEHTOB;

- OCYILeCTBJISITh ABTOMATH3aL[1I0 00pabOTKHU I0KYMEHTOB;

- WCIOJIb30BaTh TeJIEKOMMYHHUKALIMOHHBIE TeXHOJIOTUH B 3IEKTPOHHOM JIOKYMEHT0000poTe;

- 0 OpMJISTb PaCTIOpPSANUTEEHYIO TOKYMEHTAIMI0 B COOTBETCTBUM C HOPMAaTHUBHOM 0a3oii, B TOM
YKCJIe C UCTI0/Ib30BaHHeM WH(OPMAIIMOHHBIX TeXHOJIOTHH;

- 0¢hopMJISITh OPraHU3allMOHHYIO JOKYMEHTALMI0 B COOTBETCTBUM C HOPMATHMBHOI 06a3oii, B TOM
YlCJIe C UCT0JIb30BaHKeM MH(POPMAIIMOHHBIX TEXHOIOTHH;

- o¢opmsSTh WH(POPMALMIOHHO-CIIPABOYHYIO /IOKYMEHTAl[M0 B COOTBETCTBHUA C HOPMAaTHBHOM
0a30ii, B TOM UKCJIe C UCII0/Ib30BaHIEM MH()OPMALIMOHHBIX TEXHOJIOTHIA;

- o(opMIATb JOKYMEHTALMIO 110 TMYHOMY COCTaBY B COOTBETCTBUM C HOPMAaTHUBHOM 6a30ii, B TOM
YlucIIe C MCI0JIb30BaHeM MH(POPMaLMOHHBIX TeXHOJIOTHH;

4. CTpyKTYypa U co/iep>KaHue U CLUII/INHbBI

4.1. O0mass TPyA0eMKOCTb [JUCIUIUIMHBI B uYacax Oo6mias

TPYZA0EMKOCTb AUCLIUTIJIMHBI COCTaB/IsieT 32 yacoB.

dopma NpoMeKyTOUHOM aTTecTalyy Mo AUCHUIIMHE: AudQepeHIMpOBaHHbIM 3aueT B 3 ceMecTpe.

Bu/ibl ¥ 4acbl ayJUTOPHOM
paboThI, UX TPY/I0EMKOCTE (B
Camoctoar| Tekyiue
Pa3zgenbl 1 TeMbI yacax) yim
a, efbHast dhopmbl
JTUCLIUTIMHBI = [Tpaktuyec| JlabopaTo
Y pabora KOHTPOJIS
g |Jlexkuuu Kue pHbIe
) 3aHATUSA | pabOThI
Tema 1 |OcHOBHEBIE
[10/105KeHHUS
KYMEeHTAaLIMOHH HUS
0 eHTAaLINO 3 4 4 0 2 Coo0ire
oro obecrieueHuUs
yTipaBJieHus




Tema 2 |CucreMsl
TOKyMeHTaL[lOHH

CoobrreHus
TecTupoBaHU e

oro obecrieueHust 3 4 2 1
YTIPaBJIEHUS] U UX KoHTposbHast
aBTOMaTHU3aLys pabora 1
Tema 3 [Knaccudukaiys
TOKYMEHTOB.
CoobreHust
Tpeboanus K 3 4 2 KoHTpoJsibHas
COCTaBJ/IEHUIO U
pabora 2
o(popMJIeHHIO
TOKYMEeHTOB
Tema 4 |OpraHusanys Coob1jeHus
paboThI C 3 4 2 KoHTponbHast
TOKyMeHTaMu pabora 3
Bcezo no ducyunauxe | 32 16 10




4.2. CopeprxaHue JMCLUIIIMHBI

HaumenoBanue pasgenoB | Co/ep)kaHue yueGHOro MaTepHasa, 1labopaTopHbie paboThl M NpakTHYecKHe 3aHATUsA, | O0beM yacoB YpoBeHb
U TeM caMoCTosATe/TbHasA padoTa 00yJarmmxcs (y1ex/ O0CBOEHMSA
NMPaKT/CamMocCT)
1 2 3 4
Tema 1. OcHOBHBIE CopepxaHue yueOHOro Marepuasia 10 (4/4/2)
T0JI0XKeHHU S
OKYMEHTALHOHHOI0 1 Llesn, 3aaun JOKYMEHTALIMOHHOTO 00ecrieueH st yIipaBIeHust 2 1
obecrieueHus ynpas/ieHus | 2 [TpUHLMMBI JOKYMeHTALMOHHOT0 obecrieueHus yrpaB/eHust 2
IIpakTHueckue 3aHATHA 1
1 Uesnu, 3afiaun ¥ MPUHLUIBI JOKYMEHTALMOHHOTO 0becrieyeHus! yrpaB/ieHust 4
CamocTosiTe/ibHasA padoTa o0yuaromerocst 2 2
1 IToaroToBKa 0K/1a/10B TI0 TeMe «Lie/H, 3a/jlaui U TIPUHLIUIIBI JOKyMEeHTaLOHHOT0
obecrieuenust yripaBieHusi»: ['naguii E. B. [JokyMeHTalMoHHOe obecrieueHre yrpaB/ieHus :
yuebHoe nocobue / E. B. I'naguii. — Mockga : U1l PUOP, HUL] MH®PA-M, 2016. — 249 c. —
(TIpodeccuonansHoe obpa3oBanue). — ISBN 978-5-369-01042-6. — URL: _
https://new.znanium.com/catalog/product/468335 (maTa obparrenus: 10.02.2020). — TekcT :
3JIeKTPOHHBIN.CTp. 11-25
Tema 2. Cucremsbl CopepxaHue yueOHOro Marepuasia 8 (4/2/2)
AOKYMEHTaLOHHOT'0
oGecredeHns ynpapienus | | CucTembl JOKYMEHTALMOHHOTO 00ecrieueHus yIipaBIeHUsI 2 1
M MX aBTOMAaTHU3anusa 2 ABTOMEITI/BaL[I/Iﬂ CHUCTEM JOKYMEHTALIMOHHOI'O obecrieueHus yripaBJ/iI€HHsA 2
IIpakTHueckue 3aHATHA 2 2
1 Cucrembl JOKyMeHTAl[MOHHOTO 0becrieyeHusi yIipaBJieHust
CamocTosTe/TbHasi paboTa 00yuyaromerocs 0 2

1 TToaroToBKa coobiieHui 1o Teme «CHUCTeMbI JOKYMEHTALMOHHOTO 0becTieueH st
yTpaBJIeHUsI»

Cnaguii E. B. [lokymeHTal[uoHHOe obecrieueHWe yripaBieHust : yueOHoe mocobue / E. B.
Cnaguit. — Mocksa : UL PUOP, HULl UH®PA-M, 2016. — 249 c. — (ITpodeccroHanbHoe
obpa3oBaHHe). - ISBN 978-5-369-01042-6. - URL :



https://new.znanium.com/catalog/product/468335

https://new.znanium.com/catalog/product/468335 (zaTa obpartjeHus:
10.02.2020). — TeKcT : 3/1eKTPOHHBIN, CTP. 26-42

Tema 3. Knaccudukanus
AokymeHTOB. TpeboBaHus
K COCTaBJ/IEHHIO U

o opmIeHHIO
AOKYMEHTOB

Copep)xaHue yue0HOro Mmarepuasa

8
(4/2/1)

1 Knaccudukauys JOKyMeHTOB I10 pa3InYHbIM

nipu3Hakam 2 TpeboBaHUs K COCTaB/IEHUIO U

0(OpMJIEHHIO JOKYMEHTOB:

- TpeOOBaHMS K COCTaB/IEHHIO U 0(OPMJIEHHIO PacIiOpsiIUTeTbHOM JOKyMeHTaL[|H;

- TpeOOBaHMS K COCTaB/IEHHIO U O(OPMJIEHUIO OPraHU3allMOHHOMW I0KYMeHTalWY;
-TpeOOBaHMS K COCTaB/IeHUIO U 0()OpM/IeHHI0 MH(OPMALIMOHHO-CITPABOYHOM [JOKYMeHTAaLWY;
-TpeboBaHuUsI K COCTaB/IeHUIO U 0OPMJIEHUIO JOKYMEHTOB 110 JIMYHOMY COCTaBy

4

PaKTHYeCcKue 3aHATUSA
1 Kraccudukaiys 10KyMeHTOB IO pa3/IMYHbIM MPU3HAKaM
2 TpeboBaHus K cOCTaB/IeHUIO U 0(OPMJ/IEHUIO JOKYMEHTOB:
- ohopM/IeHUIO PACMOPSIJUTENbHONW AOKYMEHTAl[i B COOTBETCTBUM C HOPMAaTHBHOMN
6a30ii, B TOM UKCJIe C UCII0/Ib30BaHIEM MH()OPMALIMOHHBIX TEXHOJIOTH;
- 0()OpM/IEHHIO OpPraHM3al[MOHHOW [IOKyMEHTalluM B COOTBETCTBUM C HOPMaTUBHOM
0a30ii, B TOM UKCJIe C UCII0/Ib30BaHIEM MH(OPMALIMOHHBIX TEXHOJIOTHIA;
- oopmieHro  MH(OPMAIMOHHO-CIIPABOYHON  JIOKYMEHTallud B  COOTBETCTBUM C
HOPMAaTMBHOM 0a30ii, B TOM uHC/e C WCIO/b30BaHUEM WH(MOPMALMOHHBIX TEXHOJIOTHH; -
oopM/IeHHIO JOKYMEHTALMH T10 JIMUHOMY COCTaBy B COOTBETCTBHMM C HOPMATMBHOI 6a3oii, B
TOM UHCJIe C HCI0/Ib30BaHNeM MH(OPMALMOHHBIX TEXHOJIOTHIA

CamocTosTe/IbHasA padoTa o0yuaroierocs

1 TTogroToBka coobirenuii o Teme «Knaccudukaryisi JOKyMeHTOB 10 Pa3/TUUHbIM
MpU3HaKaM»:

'ybuna O. B. AHanu3 pUHaHCOBO-X035IMCTBEHHOM JleATe/IbHOCTH : yuebHUK / O. B. I'ybuHa, B.
E.

['youH. — 2-e u3f., nepepab. u gor. — MockBa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuoHanbHoe obpa3oBanue). — ISBN 978-5-8199-0710-8. — URL:
https://znanium.com/catalog/product/1079336 (mata obparienus: 16.10.2020). — Tekcr :

SIeKTPOHHBIM, CTP. 43-55



https://znanium.com/catalog/product/1079336
https://new.znanium.com/catalog/product/468335

Tema 4. Opranu3anus Co/iep>kaHde yue0HOro MaTepuasia 6 (4/2/1)
PaboTHI C JOKYyMeHTaMHu
1 Cnyx0a ZOKYMEeHTal[MIOHHOTO 00ecrieueH s yTIipaB/ieHust
2 Opranu3aiusi orepaTUBHOTO XpaHeHUs JOKYMEHTOB
MMpakTHYeCKHe 3aHATHS
1 Cny»x0a JOKyMeHTal[MOHHOTO obecrieueHust 2
yripasyieHus 2 OpraHusaLys onepaTUBHOIO XpaHeHUs
[TOKyMEHTOB
CamocTrosTe/IbHasi paboTa o0yuarouierocst
1 TToaroroBka coobiieHuit 1o Teme «OpraHu3aiys Ciy>k0 JOKyMeHTalMOHHOTO obecrieueHsI
yTIpaBIEHUSI»
'ybuna O. B. AHanu3 prHaHCOBO-XO03SICTBEHHOM /lesiTe/IbHOCTH : yueOHMK / O. B. I'yOuHa, B.
E. TI'ybuH. — 2-e u3g., niepepab. u gor. — Mocksa : POPYM : UH®OPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonanbHoe obpa3oBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mara obpaiijenusi: 16.10.2020). — Tekcr :
9/IeKTPOHHBLIN, cTp. 140-2012 TToaroToBKa coobiijeHui 1o TeMe «OpraHu3alfisi OIepaTUBHOIO
XpaHeHUsI JOKYMEHTOB»:
'ybuna O. B. AHanu3 prHaHCOBO-X03SICTBEHHOH /lesiTe/IbHOCTH : yueOHMK / O. B. I'yOuHa, B.
E.
['youH. — 2-e u3f., nepepab. u gom. — MockBa : ®OPYM : UH®PA-M, 2021. — 335 c. —
(Cpemnee mpodeccroHanbHOe obpa3oBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mara obparmenus: 16.10.2020). — Tekcr :
5JIeKTPOHHBIN CTp. 202-214
Bcero 32



https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336

4.3. CTpyKTypa 1 cogep>xaHne caMoCcTosaTeNnlbHOW paboTbl ANCUNNNHbI

TpynoeMKoCTb Dopmbl
Paszpen B  0ab (B yacax) KOHTPOJIA
JUCIUTIAHBI FAPT CAMOCTOATEILHOM PABOTRT CaMOCTOSITe/IbHOU
paboThI
1 2 3 4 5
Tema| OCHOBHBIE [TogroroBka OK/IaZI0B 10 TeMe «LieJH,
1 MOJIOKeHUs | 3a/laU¥ U MPUHLUIIBI JOKYMEHTAI[MOHHOTO
JOKyMeHTany | obecrieuenus yrpasnenus»: I'naguii E. B.
OHHOT'O ,HOKyMEHTaL[I/IOHHOG obecrieyeHue
obecreuerus | YIIpaBJieHus : yuebHoe rocobue /
npaBienusi | E. B. I'maguii. — Mockga : 1l PUOP, HULL
o VIH®PA-M, 2016. — 249 c. - 2 Cobecegonaiine
(ITpodeccronanbHOe obpa3opanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Tekcr :
3/1eKTPOHHBIN.CTP. 11-25
Tema| Crucrembl [MToaroroBka coobiieHuti o Teme « CUCTEMBI
2 JIOKYMEHTaLY | JOKYMEeHTal[MOHHOTO obecrieueHust
OHHOTO yTIpaB/IeHUsI»:
obecrnieuenus | ['naguii E. B. JJokymeHTaLMOHHOE
ynpaenenus | obecriedeHue ynpasieHus : yuebHoe
U UX rocobue /
apromarusar; | E. B. I'naguii. — Mocksa : VLI PUOP, HUI]J, 2 CobecenoBaHue
usi NH®PA-M, 2016. — 249 c. —
(ITpodeccronanbHOe obpa3oBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mata obparenus: 10.02.2020). — TekcrT :
3JIEKTPOHHBIN, CTP. 26-42
Tema| Knaccuduka | IToaroroBka cooOImieHuMi 110 TeMe
3 ust «Knaccudukaiiys JOKyMeHTOB 10 Pa3TnYHbIM
AOKYMEHTOB. | rpy3Hakam»:
TpeGopanys I'ybuna O. B. AHanu3
K (bMHaHCOBOXO0351CTBEHHOM [1eSITe/TbHOCTH :
COCTAB/EHHIO | vyeGuy / O,
“ B. I'ybuHa, B. E. I'ybun. — 2-e u3p., nepepad.
zfggxﬁl}o u jior. — Mocksa : ®OPYM : UIHOPA-M, 1 Cobeceposare
2021. — 335 c. — (CpenHee mipoeccroHaIbHOE
obpa3oBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mara obparrenus: 16.10.2020). — Tekcr :
371eKTPOHHBIH, CTp. 43-55
Tema| Opranusauus | 1 IToaroroBka cooOImeHui Mo Teme 1 CobecenmoBaHue
4 paboTel ¢ «OpraHu3anys c1y>K0 JOKyMeHTaLMOHHOTO
MIOKYMEHTaM | obecrieueHus ynpaBieHus»: ['youna O. B.



https://znanium.com/catalog/product/1079336
https://new.znanium.com/catalog/product/468335
https://new.znanium.com/catalog/product/468335
https://new.znanium.com/catalog/product/468335
https://new.znanium.com/catalog/product/468335

U Amnanu3 prHaAHCOBOXO35IMICTBEHHOM
nesiTelbHOCTH : yueOHUK / O. B. I'y6uHa, B.
E. I'yOuH. — 2-e u3p., iepepab. u

mori. — Mockga : ®OPYM : UH®PA-M, 2021.
— 335 c. — (CpezHee npogeccroHanbHOe
obpa3zoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
nata obparrenust: 16.10.2020). — TekcT :
5/IeKTPOHHBIN, cTp. 140-201

2 TToAroToBKa COOOITIEHMI TI0 TeMe
«OpraHu3aliiyisi orepaTUiBHOTO XpPaHeHUsI
OKyMEHTOBY:

['ybuna O. B. Ananus
(bHaHCOBOXO3SIICTBEHHOM JeSTeTbHOCTH :
yuebHMK / O.

B. I'youna, B. E. I'y6un. — 2-e u3g., epepab. u
nor. — Mocksa : @OPYM : UHOPA-M, 2021.
— 335 c. — (CpenHee ripodeccroHanibHOE
obpasoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
nata obparrenus: 16.10.2020). — Tekcr :
571eKTPOHHBIN

ctp. 202-214

Bcezo no ducyunauHe 6

5. O0pa3oBarTe/IbHbIE TEXHO/IOTHU

OcBoeHne [OUCHUIUIMHBI  «[IOKyMeHTal[MOHHOe obecrieueHWe yIIpaB/eHUs» TIpeAroJiaraet
WCTIONb30BaHHWe KaK TPAJUIMOHHBIX (JIEKLUW, TIPaKTUYeCKWe 3aHSITHS C WCII0/Ib30BaHUEM
METOAWUYECKUX MaTepuasioB), TaK W WHHOBAL[MOHHBIX 00pa30BaTe/IbHbIX TEXHOJIOTHH C
WCTIO/Tb30BaHUEM B yueOHOM TPOI[eCCe aKTUBHBIX U MHTEPAKTUBHBLIX ()OPM TIPOBE/I€HUSI 3aHSITHI:
BBLITIOJTHEHUE Psifia TPaKTUUeCKUX 3a/laHui C UCII0/Ib30BaHUeM TPodeCcCrOHaIbHBIX TTPOrPaMMHBIX
CPeAICTB CO3[j@aHWsI W BeJEeHUs OSJIeKTPOHHbIX 0a3 /IaHHBIX; MYJbTUMEJUMHBLIX [POrpamMm,
BKJTIOUAOII[UX TIO/ITOTOBKY U BBICTYTUIEHHUS] CTY/IEHTOB Ha CEMUHAPCKUX 3aHATHAX C GOTO-, ayaro-
W BHJeOMarepuaiaMd TIO0 TIpeJJIO)KeHHOW TeMaTwKe. BbImonHeHue 3aaHuii  TpeOyer
WCTIONb30BaHUSI He TOJIbKO Y4eOHMKOB M T10COOWi, HO W HWH(OPMAaLUH, Cofep’Kallehcs B
NurepHere.

Ha nekiusix ¥ NpaKTUYeCKUX 3aHSATUSIX UCIOMb3YHOTCS: -

vH(bOpMallMOHHas! U TIpe3eHTallMOHHas JIeKLIUS;

- Gecesibl ¥ TUCKYCCHM.

3aHATHS, IPOBOANMbIe B AKTUBHON U HHTEPAaKTUBHOM hopmax

Homep HavmeHnoBaHue TeMbl dopMa rpoBesieHUst O0beM B

TeMbI 3aHATUSA yacax

Tema 1 OCHOBHBIE  TIOJIOXKEHUsI  JOKyMeHTal[uoHHoro |[CobecemoBaHMe 2
oOecrieueHus yIipaBIeHUsI
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Tema 2 CucteMbl  /IOKyMeHTAallMOHHOTO  obecrieueHusi [CobecemoBaHMe 2
yTIpaBJIeHUs] U UX aBTOMaTH3aLUs
Tema 3 Knaccudukaiys okyMmeHToB. TpeboBaHus K CobecenoBaHue 2
COCTaB/IEHUIO ¥ 0()OPMJIEHUIO JJOKYMEHTOB
Tema 4 Opranu3aiiysi paboThl C JOKyMeHTaMu CobecenoBaHue 2
Bcero no gucumnine 8

6. OnleHOUHBbIe CPeJCTBA AJ/IA TeKyILero KOHTPoJIsA yCleBaeMOoCTH, IPOMe)KyTOUHOM aTTecTaliu
110 UTOraM OCBOEHMS M CIUITUHBI

6.1 OreHoYHbIEe CPeACTBA /IS TeKYyLlero KOHTPOJIA ycneBaeMoCTH

Tect 1 (OK 05, IIK 1.1.) IIpumep BonpocoB TecTa:
1) Yro ob1iero y npeTeH3MOHHOTO MHUChbMAa U UCKOBOTO 3asiB/IEHUS:

1. KomrmeHcarust HaHeCeHHOTro yiepba

2. Apnpecar

3. OTBeTuuK

4. TpeboBaHve BepHYTb /IeHBTH.
2) YeM npuKas OT/IMUaeTCs OT PaClOpsUKeHUS:

1. 30HOM BAUSTHUS

2. OTBeTCTBEeHHOCTBIO

3. CpokaMy UCIIO/THeHUs

4. CJ10BO «IIpHKa3bIBaO» 3aMeHseTCsl C/IOBOM «IIpeJjiararom».
3) I';me craBUTCA rpu COracoBaHUs U YTBEPKEHUS:

1. B nipaBom BepxHeM yriy

2. B neBOoM BepxHeM yriy

3. BHu3y nokyMeHTa.

KonTtposnbHas pabdora 1 (OK 05, ITK 1.1.)
IIpumep 3ajaHUM:

1.
2.

OcHOBHBIE CBOWCTBA Y MPHU3HAKK JOKyMeHTa.
Knaccudukanusi ~ JOKyMEeHTOB 10  pa3/iMyHbIM  Tpu3HakaMm.  Hawubosiee

yroTpebuTebHbIe BUBI KIacCU(PUKALUN.

No kW

8.

Knaccudukarysi JOKyMeHTOB 110 XapakTepy UH(OPMAaLMOHHBIX CBsi3ei TIpe/NpUsTHS.
Knaccudukarus ynpaBaeHueCKuX JOKyMEHTOB IO (DyHKIMOHA/IbLHOMY Ha3HaUyeHHIO.
Knaccudukarysi JOKyMeHTOB 10 COZiep>KaHUIO.

Knaccudukaryist JOKyMeHTOB I10 THITy HOCHTesIel.

OcCHOBHBIe HarlpaB/IeHusi COBEPLIEHCTBOBAaHUS PabOTHI C JOKYMEHTaMH.
YuuduipoBanHas (opma JOKymeHTa. DopMyJsisIp  JOKyMeHTa.

PerniameHTalyist e/I0NPOU3BO/ICTRA.

9.
10.

YHuduKanus u craHjapTy3anys JOKYMeHTOB.
3akoHo/iaTe/lbHbIE U MPaBOBbIe akTaM B cepe MHGOPMALIUY U JOKYMeHTaLUU.

KonTposnbHas pabora 2 (OK 05, ITK 1.1.)
IIpumep 3asanui
1) Kakuie pa3HOBUAHOCTHU C/Ty>KeOHBIX TIICEM BbI 3HaeTe:




[Ipurnaienuve
Harnomunauue
ITo3gpaBnenue
Ortkas
CoobrieHne
IIpenynpexxpeHue
IIpertensus
bnarogapHocTs
[ToxgTBepxaeHue
10. Yrposa

Lo N A WN

2) YeM oT/mMuaeTcsi C1y>keOHOe MUCEMO OT I0K/IaIHOM 3aITUCKU:
1. O6bemom
2. IlpepHasHaueHreM
3. Apnpecatom
4. Copgep>kaHuem
3) Kakue JOKyMeHTBI 10 JIMUHOMY COCTaBY MOXXHO BbIJI€/TUTh:
1. IMpuka3 06 yBosbHEHUN
2. PacriopsbkeHue o TIpoBefieHuH CyO060THUKa
3. Ipuka3 06 yBesiueHNH HaZi0aBKH
4. AKT 0 NpreMKe ToBapa
5. HaksagHas
4) Kakue B1/Ibl IPOTOKO/IA CYILIeCTBYIOT:
1. CokpalljeHHbIM
2. Pa3BepHyTbIN
3. TMonubii
4. KpaTku¥.
5) Uto 00611jero y MpeTeH3uOHHOT0 MChMa U UCKOBOTO 3asiBIeHHSI:
1. KomreHcaryist HaHeceHHOTrO yiriepba
2. Appecar
3. OTBeTuMK
4. TpeboBaHue BepHYTh [I€HLIH.
6) UeM nprkas OT/IMYaeTCs OT PACIIOPSIKEHUS:
1. 30HOM BAUSIHUSA
2. OTBeTCTBEHHOCTHIO
3. CpoKamu UCIIO/THEHHUS
4. CII0BO «IIpHKa3bIBalO» 3aMeHsIeTCsl CJIOBOM «IIpejijiararo».
7) I'me craBuTCst rpU( COrnacoBaHusl U yTBEPIKAEeHUS:
1. B npaBom BepxHem yray 2. B
JIEBOM BepXHeM YLy
1. BHU3y JOKyMeHTa.

KontponbHas padora 3 (OK 05, ITK 1.1.)
IIpumep 3apanuit
1) Ha Kakue MOTOKH /IeJTUTCS IOKYyMEHTO0OO0pOT:
1. Bxopgsiue
2. Ncxopsugue



3. Bueraue

4. BnyTtpennue
2) I'me perucTpupyroTCs JOKYMEHTHI:
1. B crieranbHOM 0011eM KypHasie
2. B >xypHasie BXOJALLMX JOKYMEHTOB
3. B >xypHasie UCXOAAMX JOKYMEHTOB.
3) CkosbKO HeoOX0AMMO XPaHUTh JOKYMEHTHI Ha TIPeATPUSITUM:
1. 3 roga
2. 5 et
3. 70 ner.
4. Y Kaxkoro BUzia JOKYMeEHTa CBOU CPOKH.

4) [lnst uero HeOOXOAUM KOHTPOJIb UCIIOJTHEHUS IOKYMEHTOB:
/151 KaueCTBEHHOI' 0 UCIIO/IHeHUs
s Haka3aHus, B Clyvyae Heyjauu
[ oTueTHOCTH
[ns nopsigka
5) Ilouemy XpaHAT JOKYMEHTHI J/INTeIbHOe BpeMs:
[171s1 BOCCTaHOBJIEHUS COOBITHM
s ucnosib30BaHUS LIEHHOTO OIbITa
Ha mamsats o mopsax

,Z[J]H AO0Ka3aTeJIbCTB B CyJe.

EalE O = R R

6.2 OnjeHOYHBIe Cpe/CTBa /i/Isl IPOME)XXYTOUHOH aTTeCcTal[iy 110 UTOraM O0CBOeHHUs AMCIUNIMHbBI
3aganus K auddepeHnpoBaHHOMY 3a4eTy

1. CoctaButh ¥ O(OPMHUTH TpPUKa3 IO OCHOBHOW [esTeNbHOCTH 00 wurorax paboTel C
nokymentamu B 2017 romy ITAO «Mwup». B KoHCTaTupyrolled 4acTH YKaKuTe Ha HHU3KYHO
TpeOOBaTeIbHOCTh PYKOBOJMTE/IEH TO/pa3/e/ieHnid K KayeCTBY TIOATOTOBKM [JOKYMEHTOB U
KOHTDOJISI UX WCIOJIHeHWs. B pacriopsiauTe/bHOM YacTh oOpaTuUTe BHHMMaHHe DYKOBOJUTeed Ha
ToBbIllIeHHe TpeboBaTebHOCTU K pabOTHMKaM B 4acTH paboThl C ZoKymeHTamu. [aiite 3ajjaHue
pabOTHHKY, OTBeUaroITleMy 3a ZIeJIONPOM3BOICTBO, Ha pa3paboOTKy Mep TI0 YJIyUIIeHUIO 3TOM paboThI
(OK 05, IIK 1.1.).

2. CoctaBuTh U 0CGOpPMUTH pacropsbkeHWe. YKaXuTe, UTO B CBA3M C TMpeJCTOSLIMMU
CTPYKTYPHbIMM W3MEHEHHSIMM JUPEeKTOp O00s3bIBaeT IPOBECTH IIPOBEPKY IITaTHO-(MHAHCOBOU
JVCLIIVIMHBL. YKa)KuTe OTBETCTBEHHOI'O U CPOK BbBIIIO/IHEHUS, KOHTPOJIb 3a BBINOJIHEHUEM
pacriopsbKeHHst BO3/IOKUTe Ha 3aM.JupekTopa. [pyrve [aHHble B TEeKCTe U PEKBU3UTHI YKaKUTe
camocrositesibHO (OK 05, ITK 1.1.)

3. CocTtaBuTh U 0()OPMUTH aKT O PeBU3UHM KaccChl. B TekcTe yKa)kuTe, UTO B pe3y/ibTaTe peBU3HUU
ObLIO YCTAaHOBJIEHO, YTO OCTATOK /leHer B Kacce COTJIaCHO J@HHBIM OyXra/sTepcKoro yJyera COCTaBU 3
521 000 py®0., HefoCcTauM HaTMYHBIX JleHeT 110 BUHe Kaccrupa He o6Hapy»xeHo (OK 05, TTK 1.1.)

4. CocTtaBuTh U 0OPMUTH PeK/IaMHOe TTMCbMO O TIPO/iake YaCTHBIM JIMLIaM M T'OCYapCTBEHHBIM
MpeJIpUsATUSIM T[epCOHA/BHBIX KOMIIBIOTEPOB MO JOFOBOPHOM CTOMMOCTM M O BO3MOJXHOCTH
MpUHUMATh 3aKa3bl Ha coctaBieHue (OK 05, IIK 1.1.).

5. CoctaBuTh ¥  O(OPMHUTH MHUCHMO-TIPOCHOY  HayardbHUKA IJIAHOBO-9KOHOMHUECKOTO
ynpaBnenusi [TAO «Penykrop» B ajpec aupekropa WHCTUTyTa SKOHOMHKA C TPOCHOOH
PEeKOMeH/I0BaTh CITeLMaIMCTOB U3 YKCJ/la BbITYCKHUKOB 3a0YHOTO OTZe/IeHUs] UHCTUTYTa NOC/IeHUX
JIeT, UMEOLUX OIBIT PaboThl B 00/1aCTH SKOHOMHUKH MTPOMBILUIEHHBIX MPeATPUATHH, Ha JO/DKHOCTH
5KOHOMHCTOB yTIpaBjieHusi. B mHicbMe ObUIO BBICKA3aHO TIOXKeTaHWe TIPeTeHAeHTaM Ha BaKaHTHbIE



JIO/DKHOCTH TIO/ITOTOBUTH pe3loMe U MpUC/IaTh MX MO (akCy B afipec yrpaBjeHus, a Takxke, 10
BO3MO>KHOCTH, TPeACTaBUTh PeKOMeHZaTe/bHble MUChbMa C TOCIeAHUX MecT paboTel. OcTasibHbIe
JaHHble yKaxxuTe camocrtositenbHo (OK 05, ITK 1.1.)

6. CocrtaButsb U oopmuth npuka3z AO «Toproseiii oM «MepKypuii» 0 MTMKBUJALMM MarasuHa
«TpuKoTak». MarasuH JMKBUAWUPYETCS B CBSI3U C HepeHTa0e/JbHOCTBIO W B I[eJIIX COKpAIIleHHs
pacxofoB. IIprka3oM JMKBUAMPOBAH MarasuH; CO3/aHa JIMKBUJALIMOHHAs KOMUCCHS, COCTOSIAs 13
3amecTuTens TreHepasbHOro gaupekropa AQO «Toproeeii gom «Mepkypuii» (mpefcefaTesnb
KOMUCCHUM), AUPEKTOpa MarasuHa « pUKOTak» W Hada/lbHUKa 5KOHOMUUeckKoro otaena AQ; AaHbl
MOpyYeHus1 TpefcefaTe/lt0 JMKBUJALMOHHOM KOMMCCUM II0 CPOKY TMpe/CTaB/eHusl akKTa
JIMKBU/IALIMOHHOM KOMMCCHH, 3aMEeCTUTE/II0 FeHepabHOr0 JHMpeKTopa M0 5KOHOMUKE 10 BHECEHUIO
TIpe/IJIO’KeHUM 0 Jla/bHeIIeM UCI0/Ib30BaHUU 0cBoboxjatoterocsi momelttenus (OK 05, TTIK 1.1.)

7. CoctaBUTb M 0GMOPMUTHL pacIiopsDKeHUe. YKaKuUTe, UTO B CBSI3U C TMPeJCTOSIIUMUA
CTPYKTYPHBIMU HW3MEHEHUsSIMH [UPEKTOp O00s3bIBaeT TIPOBECTH TIPOBEPKY IITaTHO-(DMHAHCOBOM
JUCLMIUVIMHBL. YKaKUTe OTBETCTBEHHOIO W CPOK BBIITOJIHEHHS, KOHTPOJIb 3a BbIIOJIHEHHEM
pacropspKeHUsl BO3/I0KUTe Ha 3aM.JupekTopa. [Ipyrve faHHble B TeKCTe W PEKBU3UTHI YKaKUTe
camocrosTensHO (OK 05, ITK 1.1.)

8. CoctaBuTh M 0GOPMHUTH aKT MPOBEPKU (PUHAHCOBO-XO3SIUCTBEHHOW [esATelbHOCTH Ballero
npeanpusaTusi. OcHoBaHueM sBsieTCd Tipuka3 aupektopa oT 00.00.0000 Ne 21 «O co3manuun
KOMUCCUM TI0O TpOBepKe (hHHAHCOBO-XO3SIMCTBEHHOM JesTenbHOCTW» CoCTaB  KOMHCCHU:
nipe/ice/iaTesTb — 3aM.JUPEKTOpa; WieHbl KOMUCCHH: 3aM.TJIaBHOTO OyXranrepa, MHXXeHep-3KOHOMHCT,
Oyxranrep-peBu3op. B pe3ynbraTe NMpoBepKd ObLIO yCTAaHOB/IEHO HapyllleHHe B CHCTeMe ydeTa
obopynosanus (OK 05, TIK 1.1.)

9. CoctaBuTh U OQOPMHUTH MUCHMO HauarbHUKAa OTAena peknamel [TAO «3tanoH» B ajpec
YHUTapPHOTO MYHHULMMAIBHOTO TIPeANPUSITHS «3eJieHblii 60p» 0 JAOMOMHUTeNbHOM (PMHAHCUPOBAaHUU
3aka3a Ne 24 Ha U3roTOB/IeHME PEKIaMHbIX MPOCIEKTOB B CBS3M C POCTOM 1ieH Ha moyurpaduyeckue
yCJIyT¥ BO BTOPOM KBapTasie TeKylllero rojia ¥ U3MeHeHreM CMeThl 3aTpaT. B nrcbMe yKasbIBaiocCh,
YTO BBIMOJIHEHWE 3aKa3a OyJeT OCYIecTBeHO TOJBKO TIPH JOTIOJHUTETbHOM BBIJje/IeHUH 23
ThIC.py0. OcTasnbHble JaHHbIe YKaxuTe camoctostensHo (OK 05, TIK 1.1.)

10. CocraButh U odopmuth mnpuka3 [TAO «Paayra» o peopraHu3aly KaHLIeJSIpUM B OThes
MH(POPMAaLIMOHHO-/JOKyMeHTaluoHHoro  obecrieuenusi (OMJO). B  KoHcratupyomedl 4acTu
HeoOX0/IMMO COCJIaThCs Ha paciuvpeHre (GyHKIWA U BHeJpeHHe B paboTy CUCTeMbl 371eKTPOHHOTO
JOKyMeHTOoOopoTa. B pacnopsiiuTe/ibHOM YacTW yCTaHAB/IMBAETCs IITaTHas UACI€HHOCTh OT/ena B
KOJIMYeCcTBe 7 4YeJIOBEK, [AlTC TMOPYUYeHHsl HauyaJbHUKY SKOHOMUUECKOrO OTZesia M0 BHECeHWIO
M3MeHeHW! B IITaTHOE DPACIHMCaHWe W Haya/JIbHUKY KaHILIeSIPUM IO pa3paboTKe IOJIOKEHUS 00
ONAOO. OcranbHble faHHbIe YKaxkuTe camocrositensHO (OK 05, ITK 1.1.)

11. CocTraBuTh U OQOPMUTH yKaszaHHe 3aM.JupeKTopa (Gpupmbl 006 opraHM3aly KOMUPOBA/IbHO-
MHOKUTeNbHOTO 010po. B TekcTe yKa)kuTe, UTO B COOTBETCTBHMM C TIPUKa30M [UDEKTOpa, 3aM.
JupekTtopa ¢GUpMbI 00s3bIBaeT 3aB. KOIMUPOBAJIbHO-MHOXKUTETHHOTO OrOpo paspaboraTh ¢opmy
3aKa3a Ha pa3MHOKeHHe [OKYMEeHTOB, Bbl/laBaTb pa3MHOXXeHHbIe OKYMEHTbl HWCIIOJHUTENAM C
COOTBETCTBYIOILIeH paclUCKOW B >KypHasie yueTa, perMCTPHMpPOBATh IMOCTYMAKoL[e Ha Pa3MHOKeHUe
JIOKYMEHTbI, KOHTPOJTb UCITOJTHEHUsT BO3/IOXKUTh Ha HauasibHUKa ob1rero otaena (OK 05, TIK 1.1.)
12. CocTtaBuTh U 0(DOPMUTH aKT TIO TpeAnpusTUi0 «KaHOH» 00 WTOraX pPeBU3WU TI0 TIPOBEpKE
¢uHaHCOBOTO OTYeTa. B TeKCTe yKaKuTe, UTO peBH3Mel OOHapyKeHbI (akThl rpyOOro HapyIIeHUs
(bMHAHCOBOrO yyeTa M OTUETHOCTH MO KOMaHJUPOBKaM, OTCYTCTBHe JKypHasla yJeTa JOBEPEHHOCTe!
(OK 05, I1IK 1.1.)

13. CoctaButh U odopmuth nucbmMo gupektopa AO «®acag» CopokuHa B.A. reHepaibHOMY
mpektopy AO «Kunctpoii» MapkoBy H.H. c npeanoxxeHreM 06 0Ka3aHHM PeKJIaMHBIX YCIYT AJIs
NPOJBW)KEHUsT CIIpOca Ha KBapTHPbl B  CTPOSIIMXCS JKAABIX Jomax. IlpenBaputenbHas



JIOTOBOPEHHOCTh O PpEeKJaMHOW KaMIaHud Oblla [JOCTUTHYTa B XOJle COCTOSIBIIMXCS paHee
neperoBopoB. OcTasibHble faHHble yKakuTe camocTtosTesibHO (OK 05, TTIK 1.1.)

14.  CocraBuTh U 0OPMHUTH YKa3aHHe 3aM. JupeKTopa ¢upMbl 00 OpraHu3al[ii KOMTUPOBA/IbHO-
MHOKUTENBHOTO Or0po. B TekcTe yKakuTe, UTO B COOTBETCTBHUU C TIPHUKA30M [UPEKTOpa, 3aM.
qupekTopa (GUPMbI 00s3bIBAaeT 3aB. KOIMHUPOBAJIbHO-MHOKUTETBHOTO OrOpo paspaboraTe ¢opmy
3aKasa Ha pasMHO)KeHHe [JOKYMEHTOB, BbllaBaTb DPa3MHOKEHHbIe JOKYMEHTbl HCIIOJHUTENSM C
COOTBETCTBYIOIleM PaclMCKOW B JKypHasle yueTa, perMCTpYMpOBaTh IMOCTYMALe Ha Pa3MHOKEeHHe
JIOKYMEHTBI, KOHTPOJTb UCITOJTHEHUST BO3/IOXKUTh Ha HauasbHUKa ob1rero otaena (OK 05, TIK 1.1.)
15. CocraBuTb ¥ OQOPMUTH [OKJA[HYIO 3alWCKy TIJlaBHOrOo OyXranTepa pYKOBOJUTEJO
NIpeANpUsTUS O HeoOXOJUMOCTU LieHTpalv3alii pacueToB C pAabOTHUKaMM TMpeArnpusaTus. B
00513aHHOCTH Yy4YeTHbIX pPAOOTHUKOB 1[€XOB JOJ/DKHO BXOJUThH JIMIIL O(OpM/IeHHe YyueTHbBIX
JIOKYMEHTOB TIO y4eTy BbIpaOOTKU. B /0KmagHOMN 3amucke HeOOXOAWMO TO/aTh TpeJIoXKeHre T10
MepecMOTpPY IITAaTOB, OTUETHBIX PaOOTHUKOB B 1leXax W TJIaBHOW OyXrajiTepud W3 pacueTa OOIero
COKpallleHUs 1ITaToB He MeHee yeM Ha 20% (OK 05, ITK 1.1.)

16.  CoctaBuTh ¥ 0OPMHUTb aKT 00 MTOTax JOKYMEHTa/JbHOW PEBU3UM pabOThl OpraHM3al[uH 3a
OTUeTHbIN roJi. B akTe peBu3Mu 3aMKCUpOBaHbI C/efyHOIIMe HeJOCTaTKU: He YIOpS/J0oYeH ydyer
JIMYHOT'O COCTaBa, HEKOTOPLIE JIMYHbIE /le/la HaX0AsATCs B 3amnyieHHoM coctossiud (OK 05, IIK 1.1.)
17. CoctaBuTh U O0DOPMUTH aKT O CIMCAHUU UMYILeCTBa. B TekcTe yKa)kuTe, UTO O TMEpPUOJ, C
00.00.0000 mo 00.00.0000 komuccusi TpoBesia pabOTy TO yCTAaHOB/IEHWIO HEMPUTOJHOTO K
JaMbHeNIIeMy HCIIO0/Ib30BaHUIO HMMYIecTBa. B pesysmbrate paboThl OBIIO  yCTaHOB/IEHO, UTO
VMMYILIeCTBO, COIJIaCHO IIpWiaraeMoMy K akTy IIepeyHI0, [IOJJIE)KUT CIIMCAHUI0 B CBA3M C
HeTpUTroJHOCTBIO Aj1s ucnosb3oBanus (OK 05, TTK 1.1.)

18.  CocrtaBuTh M O(OPMUTH MHUCHMO-TIpUIJIalleHHe areHTcTBa «/H(pOpMalMOHHO-IPaBOBbIE
cucTeMbD» 00 yuacThu B ceMUHape « TeXHO/IOrnyecKre U MpaBoOBble acTeKThl 3allliThl KOMMepUeCKOM
nHpopmarun» (OK 05, ITK 1.1.)

19.  CocraButh U 0OPMUTH MUCbMO-0TKAa3 MoJyurpadguueckoro npeanpustus «[laptHep» (ITAO)
aKkI[MoHepHOMY 0011iecTBy «CasroT» M0 BOMPOCY BBITTOJIHEHHS 3aKa3a Ha WM3rOTOB/IEHHE OJIaHKOB
ydyeTa U OTYeTHOCTU. [IpUuMHOM OTKasa sIBWIaChb PEKOHCTPYKLMs T[1euaTHOro Iiexa, KOTopas
MPOJJIUTCSL [I0 KOHL[A TIEPBOr0 MOJIyTOAUs; ApYyrue AaHHble yKakuTe camocroarenbHo (OK 05, ITK
1.1)

20.  CocraButb u obopmuth rpukas ITAO «Ckmag» 06 obecrieueHUH MOYKapHOU 6€30MacHOCTH U
YCU/IEHUW OXpaHbl TMpeAnpusitusi. B KOHCTaTupyrolljeli uacTM COLUIMTeCh Ha OMacHOCTb
TEePPOPUCTUUECKMX AaKTOB M yKaKUTe Liefb obecrieueHrsi 0e30MacHOCTH JHOZle M COXpaHeHue
umyIecTBa. B pacrnopsiauTesisHON 4YacTH ciefiyeT 00s3aTh HavaJbHUKA OT/esa oxpaHbl JIOKKUHA
K.X. ycunuTh NpornycKHOW peXUM U OpraHu30BaTh KPYIVIOCYTOYHOE JeXyPCTBO Ha ckiaze Nel;
KoMeHzlaHTa 37aHusag Cyxux B.H. — mpoBepuTh COCTOSIHME CUTHaau3aliu M 37€KTPONPOBOJKH, a

Haya/bHUKa aJMUHUCTpaTUBHOro otfena Iletpenko O.II. — mnepeBectu Ha ckiaag Nel
BOCI/IaMeHstro1uecs BelrjecTBa. OcTanbHble JaHHble yKakute (OK 05, TIK 1.1.)
21. CoctaBuTh M O0O(OPMUTH [OKIAJHYHO 3allMCKy HayadbHUKA OTJe/la PpPYKOBOJAUTEIIIO

TIpeATpUATHS O (aKTe HEBBITIOHEHHs PACIOpsKeHUsT 0 MOHTa)Xe 00OpYZOBaHHSI Ha y4YacTKe I10
TIPUYMHE €1ab0Tro KOHTPOJISI CO CTOpOHKI r1aBHOro Mexanuka (OK 01, OK 02, OK 03, OK 04, OK 05,
OK 09, OK 10, TIK 1.1.).

22.  CocraBuTb M O(OPMUTH aKT O TpOBepKe Kaccbl. B TekcTe ykaXuTe, 4TO B pe3yJbTaTe
PEBU3HMU KaCChbl KOMUCCHSI YCTAaHOBMJIA: OCTaTOK Ha/JMYHBIX CpeACTB mo coctosinvto Ha 00.00.0000
COTJIaCHO KaCCOBOM KHWTe W JJaHHBIM OyXTajaTepckoro yueTa Jjo/bkeH cocTaBysatb 450 000 py6uei;
(aKTUUYeCKHI OCTAaTOK HaJIMUHBIX ZieHerT B Kacce cocTasisieT 400 000 py6sieit. HemocTtaua HaMMUHBIX



neHer B kacce cocrasnisier 50 000 pyOmeili; HemocTaua HaJMUHBIX JieHer oOpa3oBasach 10 BHHE
kaccupa Monounukosoi [1.A. (OK 05, IIK 1.1.)

23. CocTraBuTh U OPOPMUTH MUCHMO-TIPOCHOY akijoHepHOro obimiecTBa «CIyTHUK» B KOMHUTET
BHEIITHeIKOHOMUUECKUX CBsi3el a/[MUHUCTPALIUU PeCITyO/IMKY O BbIJje/IeHUH JINLIEH3UH Ha TTOCTaBKY B
Kuraii 4000 TOHH MeTa/iZla B CBS3M C 3aK/IFOUEHHEM JIOTOBOpa JAansiHbCKUM OObeguHEeHHeM I10
MEXKTYHapOZAHOMY COTPYAHUUYECTBY Ha CTPOUTENBCTBO /IEBATUITAKHOTO 00ImIexuTrst B HabepeskHbIx
Yennax. CoryiacHO /IOTOBOPY, OIIaTa BBINMOJHEHHBIX paboT OyZeT MpOW3BOAUTHCS POCCHUCKAMMU
py6ssimu u matepuanamu (OK 05, TIK 1.1.)

24. CoctaBuTh U OG(OPMUTH [JOKIQJHYH 3alMCKy O TpHYMHAX HECBOEBPEMEHHOTO
rpe/ioCTaB/eHusl MH(OPMaLMY O BLITIOJTHEHUU MpHKa3a AupeKTopa. OcTanbHble PEeKBU3UTHI YKa)KHATE
camoctosTenbHo (OK 05, IIK 1.1.)

25. CocTtaBuTh U 0()OPMUTH aKT O PeBHU3UM KacChl. B TekcTe yKa)kuTe, UTO B pe3y/bTaTe peBU3HUU
OBbIIO YCTaHOBJIEHO, YTO OCTATOK /leHer B Kacce COTJIaCHO JAHHBIM OyXTra/sTepCcKoro y4era COCTaBU 3
521 000 py0., HeZjOCTauu HaJTMUHBIX JIeHer 10 BUHe Kaccupa He obHapy»keHo ((OK 05, ITK 1.1.)

26. CocTaBuTh M OQOPMUTH aKT MPOBEPKU (PUHAHCOBO-XO3SIMCTBEHHOW [eATebHOCTH Ballero
npegnpusaTusi. OcHoBaHueM siBsieTcsd Tipuka3 gupektopa oT 00.00.0000 Ne 21 «O co3pmanuu
KOMUCCUM TI0 TIpOBepKe (PUHAHCOBO-XO35MCTBEHHOUW JesiTelbHOCTU». (CoOCTaB  KOMHCCHU:
nipe/icesiaTesib — 3aM. TUPEKTOPA; YieHbl KOMUCCHH: 3aM. TJIaBHOTO OyXrasitepa, MHKeHep3KOHOMUCT,
Oyxrantep-peBru3op. B pe3sysbTare MpoBepKH ObLIO YCTAaHOBIEHO HapyIlleHHe B CHUCTEMe yueTa
obopygoBanus (OK 05, TIK 1.1.)

28. CoctaBuTh U OGOPMUTH TPHUKa3 IO OCHOBHOW [esTebHOCTU O BHECeHHWU H3MeHeHU B
LITaTHOE pacnucaHuve. B KOHCTaTUpYIOIel YaCTU TeKCTa yKaXkKUTe, UTO B CBSI3U C TIPOM3BOJCTBEHHOM
HeoOXO/IUMOCTBI0 M OTKDBLITHEM IjeXa I0 TMPOU3BO/CTBY TMonydabpukaTtoB. B pacriopsiaurenbHOM
YyacTU TeKCTa BHECTU B LUTAaTHOE paclvcaHue TOProBOW KOMIIAHUM CJleAyIolye U3MeHeHUs: BBeCTH
JIOJDKHOCTB TIOBapa 1o TIPOU3BO/ICTBY T0/y(habprKaToB C OK/IaoM ...py0. KoHTpo/b 3a UcTomHeHne
NpYKasa Bo3noxure Ha 3aM. [Jupekropa (OK 05, ITK 1.1.)

29. CocTtaBuTh U 0(DOPMUTH aKT TIO TpeAnpusTUi0 «KaHOH» 00 WTOraX pPeBU3WU TI0 TIPOBEpKE
¢uHaHCOBOTO OTYeTa. B TeKCcTe yKaKuTe, UTO peBH3Wel OOHapyKeHbI (akThl rpyOOro HapyIIeHUs
(bMHAHCOBOIO yuyeTa M OTUETHOCTH MO KOMaHJUPOBKaM, OTCYTCTBHE JKypHasla yJeTa JOBEPEHHOCTe!
(OK 05, I1IK 1.1.)

30. CocTaBUTb ¥ 0(hOPMUTHL COTTPOBOIUTE/ILHOE TTMCHMO O HarlpaB/ieHUd Bam Ha pelieH3MpoBaHHe
pyKOTMcH mporpamMmbl  Kypca «OpraHusaiusi WHGOPMALMOHHOTO 00ecrieueHusi yTpaB/IeHUs».
[Tporpamma mipeAriosiaraeTcsi Kak TWIOBasi /s BbICIIMX y4eOHBIX 3aBe/leHWH, HMEROL[UX
crieruanusauyu «MeHepkmeHT» Wi «OpraHusanys ynpasiaeHUs». OT3bIB IPOCAT NpUC/IaTh A0 12
nekabps 2017r. (OK 05, TIK 1.1.)

31. CoctaButb U o0GhOpMUTH UWH(MOpPMal[MOHHOe MHUCbMO. B Tekcre ykaxure, uto AO
«busHeciikona «MHTen-CrHTe3» MOArOTOBWIA K M3IaHUI0 KHUTY «/le/Iornpou3BOACTBO». B KHuUre
OCBelIAlTCs TpeOOBaHUSI K COCTaBIEHHIO U O(OPM/IEHUIO CIy)KeOHBIX JOKYMEHTOB W TIpaBW/IA
pabotsr ¢ Humu (OK 05, TIK 1.1.)

Tect K puddepenuupoBanHomy 3auery (OK 05, IIK 1.1.)
IIpumep BONPOCOB TecTa:

3aganue 1
[JenornpousBo/CTBO - 370 ...

1) otpacnap gesrensHOCTH, obecrieunBaroliasi AOKYMEHTHPOBaHWE U OPraHU3aL[Ui0 paboThI C
oULMaTEHBIMU JIOKYMEHTaMH1
2) Tipoliecc co3zaHus U ohopmIIeHUs I0KYMeHTa



3) [BWKeHMe [OKyMEHTOB B OpraHu3ald C MOMeHTa MX CO3JaHHs WIA TOJMy4YeHus [0

3aBeplLeHNs UCIIO/IHeHUs UIN OTIIpaB/IeHus
3aganue 2
JOKyMeHTHpOBaHUe - 37O ...

1) obecrieueHue [BW)KeHHMsS [OKYMEHTOB B arimapaTe YIpaBjeHHs, WX MCII0/Ib30BaHUS B

cripaB

OUHBIX Le/IIX U XpaHeHHsd

2) COBOKYIHOCTb JIeMCTBUS, 00eCIeunBaroliX X CBOeBPEMEHHOE UCTIOTHEHHE

3) mporecc co3iaHus U 0QopMIeHUs JoKyMeHTa 3aganue 3
L OKyMeHT - 37O ...

1) 3aMKCUpOBaHHasE Ha HocuTene WHGOPMaLUs C PpPeKBU3UTaMH, TO3BOSIOIUMU ee
WAEeHTU(PULIMPOBATD
2) HOCHUTeJb MH(OPMaLIMK, UCTI0/Ib3yeMOl B Lie/IsIX PeryJMpOBaHus COL[Ma/IbHbIX OTHOLIEHHH

3) undopmarysi, 3adMKCUpPOBaHHas JIFOObIM CITOCOO0M Ha JF000M HOCHTeTe

3aganue 4
TokymMeHTO000pOT - 3TO ...

1) mnepepava JOKyMeHTa 13 O/IHOM UHCTaHL[MU B IPYTYIO B MIPOLIECCE €r0 PACCMOTPEHUSs

2) [BWKeHHe [OKyMEeHTOB B OpraHu3alydd C MOMEHTa MX CO3/aHus WA TIOSyueHus: [0
3aBeplleHUs] UCTIOIHeHUS WX OTTIpaBIeHUst
3) [BWKeHHe KOMIUIeKCAa [JOKYMEHTOB B TIpPOIlecCe€ BbIPAOOTKM, TIPUHATHUSL U MCIIOJTHEHHUS
peleHui

7 TabMma cOOTBETCTBUA KOMIIETEHI|Hi, KpUTEePHEB OIeHKH UX 0CBOEHHUA M OL{eHOUHbIX

CpeAcTB
Oneno | Kpurepuu onjeHMBaHHA Pe3y/IbTaTOB 00ydYeHUsI
YHBIE «HEeY/IOBJie | «HEeY/IOBJie | «HEeYy/I0BJie | «Hey/oBJie
CPeACT | TBOpUTENL | TBOPUTE/H | TBOPUTE/H | TBOPUTE/IbH
Ba HO» HO» HO» o»
Kowmre | IlnaHupyemble pe3ybTaThbl [kputepuu | [kputepuut | [Kputepuu | [KpuTepuu
TeHLMHN 0GyueHus BbICTaB/ie | BbICTaB/ie | BLICTAB/IeH | BBICTaBJ/IeH
HUs HUs Ysl OLIEHKU | WSl OL|eHKH
OLIeHKU OLIEHKA | «XOpOLLO» | «OTIMUHO»
«HeygoBJjie | «y[OBJIETB ] ]
TBOpUTe/b | OPUTE/IBHO
HO» | »]
YMeTb: IPaMOTHO M3/1araTh Koutpo | He 3Haer, | [eMoHCTp 3Haet HemoHcTpH
CBOY MBIC/IA U 0OPMIISITh JIbHbIE JOITyCKaeT upyer AOCTAaTOYH pyeTt
JOKYMEHTEI 10 pa6OTBI pr6ble YdCTUUYHBI OB BBICOKHIA
npodeCcCUOHABHOM 1-3 ommbku | ©€3HAHUS | 6asoBoM YPOBEHb
TeMaTUKe Ha 3aganu 6e3 00BEMe 3HAHUU
TOCY/JaPCTBEHHOM SI3bIKe, 1K rpy661:1x
OK 05 | IPOSIBJIATL TOJIEPAHTHOCTH B prdde OIIMOOK
paboueM KOJIJIeKTUBE PEHIIP
OBaHHO
My
3aueTy
1-30
Bonpoc

bI TeCTa




K

Audde

peHuup

OBaHHO

My

3ayery

1-50
3HaTh: 0COOEHHOCTH Kontpo | He ymeer, | [lemoHCTp Ywmeer HemoHcTpHU
COLMA/ILHOTO U KY/ILTYPHOTO | JIbHbIE | IEMOHCTP upyeT TIPUMEHSIT pyet
KOHTeKCTa; paBua paboThI | UpyeT YaCTUYHBI | b 3HAHUSA BBICOKUI
odopmIeHns JOKyMeHToB U | 1-3 YaCTHYHBI | € yMeHHsl Ha YPOBeHb
MOCTPOEHUs] YCTHBIX 3amaHu | € yMeHus, Ge3 IIpaKTHKeE yMeHUM
COOBLLIeHMI 1K JOTIy CKast rpybObix | B 6a30BOM

mdde rpy6bie ombok 00Bbéme

pPeHLUp | OLHOKM

OBaHHO

My

3auery

1-30

Bonpoc

bl TECTA

K

Audode

peHuup

OBaHHO

My

3ayery

1-50
yMeTb: IPUHUMATh Kontpo | He 3naert, | [emoHcTp 3HaeT HNemoHCTpU
MPOU3BOJIbHBIE ITIepBUYHBIe | JIbHBIE JOITyCKaeT upyert AOCTaTOUH pyet
OyXxranTepckye J0KyMEeHTHI, pabortsl rpyObie | 9aCTHYHBI 0B BbICOKUH
paccMaTpuBaeMble Kak 1-3 ommbky | ©3HaHHA | 6a30BOM YPOBEHb
TMUCBMeHHOe JI0Ka3aTenbCTBO | 3a/aHN Ges 00BéMe 3HaHUH
COBepIIeHNs X03sHCTBeHHO# | 1 K rpy6bIx
orepaly UM MoayyeHue Ardde ook
paspellieHus Ha ee peHuup
poBe/ieHue; IpUHUMaTh OBaHHO

IIK 1.1 | MepBHYHbIe Oyxrantepckue | My

JIOKYMEHTBI Ha OyMa>KHOM 3a4eTy
HocHTesle U (/1) B BUJie 1-30
3/IEKTPOHHOI'0 IOKYMEHTa, Bormpoc
MO/NMCAaHHOTO 3/1eKTpoHHOM | bI TECTA
TIO/IMTUCKIO; IPOBEPSTH K
Ha/mMuMe B iponsBobHEX | AMPde
nepBUuYHbIX Oyxranrepckux | PEHUMP
JIOKyMeHTax obs3arenpHplx | OBAHHO

My

PEKBH3UTOB; TIPOBOJUTD

3a4eTy




(opMasbHYyI0 NIPOBEPKY
JIOKyMEHTOB, TTPOBEPKY 10
CYILeCTBY, apu(MeTHUeCcKyIo
TIPOBEPKY; TIPOBO/IUTH
TPYIIIMPOBKY ITePBUYHBIX
OyXranTepCcKux JOKYMEHTOB
1O psIZly IPU3HAKOB;
NIPOBO/IUTH TAKCUPOBKY U
KOHTUPOBKY TepBUYHbIX
OyXranTepCcKrx JOKyMEeHTOB;
OpraHU30BbIBaTh
JIOKyMeHT0000pOT;
pa3dupaThCs B
HOMeHKJ/IaType Jiefl;
3aHOCHTBD JIaHHBIE T10
CTPYMITUPOBAHHBIM
JOKYMEHTaM B PETHUCTPbI
OyXranTepckoro yueTa;
riepesiaBaTh TIepBUUHbIE
OyXxranTepckue I0KyMeHThI
B TEKYIL[UI OyXTranTepcKuii
apXuB; TIepe/jaBaTh
nepBUUHbIe OyXranTepckue
JOKYMEHTBI B TTOCTOSTHHBIN
apXuB TI0 UCTeUeHUH
yCTaHOBJIEHHOTO CPOKa
XpaHeHUst; UCTIPABJISTh
OIIMOKH B TIEPBUYUHBIX
OyXranaTepCcKux JOKYMeHTax;

1-50

3HaThb: 00IMe TpeOoBaHMUs K
OyXrasaTepcKoMy yueTy B
YaCTH JOKYMEHTUPOBaHUS
BCEX XO0351MCTBEHHBIX
JIeMCTBUU U OTepaLuii;
TIOHATHE [TePBUYHOMN
OyxranTepckoiu
JOKyMeHTaL1y;
oripeZiesieHye MepBUYHBIX
OyXranaTepcKrx JOKyMEeHTOB;
¢opMbI IEpBUYHBIX
OyXxranTepCcKux JOKYMeHTOB,
coZiepsKallix obsi3aTesibHble
PEKBU3UTHI [IEPBUYHOTO
YUETHOTO IOKYMEHTa;
TOPSiIOK TIPOBe/IeHUst
TIPOBEPKH MePBUYHBIX
OyXranaTepckyx JOKyMeHTOB,
dhopmabHOM TTPOBEPKHU
JOKyMEHTOB, TTPOBEPKH T10
CYIeCTBY, apu)MeTUUeCKOM

KonTpo
JIbHBIE
paboThI
1-3
3ajjaHn
1K
Ardde
PEeHLUP
OBaHHO
My
3auety
1-30
Bonpoc
bl TECTa
K
Audde
peHLup
OBaHHO
My
3auety
1-50

He ywmeer,
ZIeMOHCTP
upyer
YaCTUYHBI
e yMeHwUs,
JOTyCKast
rpyObie
OILIMOKU

HemMoHCTp
upyeT
YaCTUYHBI
e YMeHHUsI
be3
rpyOBIX
ommboK

YMmeer
TIPUMEHSIT
b 3HAHUS
Ha

MPaKTHKe
B Oa3oBoM
00BEMeE

HemoHcTpH

pyer
BLICOKUU

yPOBeHb
YMeHUH




TIPOBEPKH; MPUHLIUTIBI 1
TIPHU3HAKK TPYTITMPOBKU
TIePBUYHBIX OYXTalTepCKUX
JIOKyMEHTOB; TOPSI0K
TIPOBe/IeHHUsT TAKCUPOBKH 1
KOHTHUPOBKH TIePBUUHBIX
OyXranTepCcKuX JOKYMEHTOB;
TIOPSIIOK COCTaBJIEHUST
PerucTpoB OyXraaTepcKoro
yueTa; MpaBu/ia U CPOKH
XpaHeHUs! TepPBUYHON
OyxranTepckoi
JOKYMEHTaLUH

8. Metoanueckue yKa3aHus Jjif 00y4aroUXCsl MPU 0CBOEHUH AMCLMIIUHBI
PaboTa Ha MpakTUUeCKUX 3aHSATHUSIX TIPeAroaraeT akTUBHOE y4acTHe B OCY)K/JeHUU BbIIBUHYTHIX B
paMKax TeM BOIPOCOB. [I/isi TOATOTOBKY K 3aHATUSM PeKOMeH[yeTcsi oOpalaTh BHUIMaHUe Ha
nipo0JieMHbIe BOMPOCHI, 3aTparuBaeMble MPero/iaBaTesieM B JIEKI[UH, U TPYIIIIMPOBATh HH(POPMAIHIO
BOKDYT HUX. JKenaTenbHO BbIZIE/SATh B UCMIOIb3yeMO TUTepaType MoCTaHOBKM BOIIPOCOB, Ha
KOTOpbIe pa3HbIMU aBTOPaM MOT'YT OBITh /laHbI Pa3/InuHble OTBeThl. Ha 0CHOBaHMM MMOCTaHOBKH TaKUX
BOTIPOCOB CJie/lyeT COOMpaTh apryMeHThI B TI0/b3y Pa3/IMUHbIX BAPHAHTOB PellleHus TTOCTaB/IeHHbIX
rpo6sieM.
B TekcTax aBTOpOB, TaKUM 00pa3oMm, C/IeZlyeT BbIAE/SATh CIeJyolie KOMITOHEHTHI:

- TIOCTaHOBKA TP00IeMBbI;

- BapUaHThI pelleHus;

- apryMeHTHI B T10J1b3y TeX WM WHBIX BADUAHTOB pelleHMs.
Ha ocHOBe BbIfle/IeHUSI 3THUX 37IEMEHTOB TIPOIIle COCTABJ/IATH COOCTBEHHYIO apryMeHTHPOBAHHYIO
TMO3ULIMIO TI0 PACCMaTPpUBaeMOMY BOIIPOCY.
[Tpu pabote c TepMuUHaMU He0OXOJUMO O0OpaLaThCS K COBapsM, B TOM 4YHC/Ie JOCTYITHBIM B
NHurepHeTe, HanpuMep Ha caliTe http://dic.academic.ru.
[Tpu moAroToBKe K MPaKTUYeCKUM paboTaM MOyKeT MOHA/00MThCsS MaTepuasl, W3yuaBIIMNCS paHee,
T03TOMY CTOUT 0OpAIaThCsl K COOTBETCTBYIOIIMM UCTOYHHUKAM (yueOHUKaM).
[TpakTUueckrie pabOThl peEIIAIOTCS B TPYIIe C OOCY)KIeHWeM XoJla pelleHHs], MPUMeHsIeMbIX
CrocoboB, TIPOBEPKOY pe3y/IbTaTOB ¥ MPOBejeHreM PaboThl Hafl OLIMOKaMH.
3aZiaHusl Ha CaMOCTOSTeTbHYI0 paboTy MOTYT ObITh MHAWBUAYATbHBIMA M OOL[UMM.
[TpoMe)xyTouHast aTTecTalys 10 3TON AUCLIMILIMHE MPOBOAUTCS B ¢opMe AudQepeHLIDOBAHHOTO
3aueta. [Ipy MOArOTOBKE K 3aUeTy He0OXOAUMO OMUPAThCS, MPEXK/E BCero, Ha UCTOYHHUKU, KOTOPhIE
pa30bupaich Ha 3aHATUSAX B TeueHUe ceMecTpa. B kakzom ouete auddepeHIIMPOBaHHOTO 3aueTa
COJIep>KUTCS TIPaKTUUeCKOoe 3aJjaHue.

9. YueOHO-MeTOuUeCKOe M MH(OPMaHOHHOE 00ecrieueHHe JUCIUITHHBI
9.1. OcHoBHas UuTEpaTypa:
1. Kwupcanoa M. B. [lesoBasi repenucka : yueOHO-TIpakThueckoe rocobuwe / M.B.

KupcanoBa, H.H. AHoguHa, FO.M. AkceHoB. — 3-e u3g. — Mocksa : UH®PA-M, 2021. —
136 c. — (Cpegnee nipodeccronansHoe obpaszoBanue). — ISBN 978-5-16-014547-1. — URL:



https://znanium.com/catalog/product/1165266 (mata obpamjenus: 02.04.2021). — Tekcr :

3/IeKTPOHHBIM.

2. Tnmaguii E. B. [JokymeHTalMoHHOe obecrieueHue yripaBjieHusi : yueOHoe mocobue /
E.B. T'nmaguii. — MockBa : PUOP : MH®DPA-M, 2020. — 249 c. — (Cpennee

npodeccroHanisHOe — obpa3zoBanue). — ISBN  978-5-369-01042-6. — URL
https://znanium.com/catalog/product/1065817 (mata obpamerus: 02.04.2021). — Tekcr :
3JIeKTPOHHBIM.

3. TaBnoga, P. C. [lokymeHTalMOoHHOe obecrieueHue yripaBieHus : yuebHuk asist CI1O /
P. C. INaBnoBa. — Casnkr-Iletepbypr : Jlanb, 2021. — 416 c. — ISBN 978-5-8114-6959-
8.— Tekcr : 3nekTpoHHBIN // JlaHb : 3/IeKTPOHHO-OMOMMoTeuHass cuctema. — URL:
https://e.lanbook.com/book/173087 (maTa obpamenus: 28.09.2021). — Pexxum goctyma:
[l aBTOPU3. TI0/Ib30BaTeei.

9.2. lono/iHUTe/IbHAA JIMTEpaTypa:

1. boikoBa T. A. [lokymeHTal[MOHHOe obecrieueHue yripaB/ieHUsl ([e0TPOH3BO/CTRO) :
yue6HOe mocobue / T.A. BeikoBa, T.B. Ky3Herjora, JI.B. CankuHa ; moj o6m. pexa. T.B.
Ky3HerjoBoil. — 2-e u3f., nepepab. u gomn. — Mocksa : UH®PA-M, 2021. — 304 c. + [or.
MaTepHasbl [OnekTpoHHbId pecypc]. — (CpenHee mpodeccruoHanbHOe obpa3oBanue). — ISBN
978-5-16-013913-5. — URL: https://znanium.com/catalog/product/1141796 (zmaTta obpartiieHus:
02.04.2021). — TekcT : 3/71eKTPOHHBIM.

2. IManacenko HO. A. [lenonpou3BOACTBO: JOKYMEHTAl[MOHHOe obecrieueHue
ynpaB/ieHusi: yuebHoe rocobue / FO. A. TlaHaceHko. — 3-e u3a. — Mocksa : PUOP, UH®PA-
M, 2016. - 112 c. — (BO: bakanaBpuatr). — ISBN 978-5-369-01054-9. — URL
https://znanium.com/catalog/product/542773 (gmata obpamenus: 02.04.2021). — Tekcr
3/71eKTPOHHBI.

3. PribakoB A. E. OcHOBBI fienonpou3Bo/cTBa : yueOHUK / A. E. PbibakoB. — MUHCK :
PUIIO, 2016. — 319 c. — (CpegHee mipodeccroHanbHOe obpa3oBanue). — ISBN 978-985-503-
606-8. — URL: http://www.studentlibrary.ru/book/ISBN9789855036068.html  (mara
obparenusi: 02.04.2021). — TeKcT : 371eKTPOHHBIH.

Pl
PykoBoauTenb 6UO/IMOTEKH /5 JI.B.BensieBa
J

10. MaTepua/IbHO-TEXHHYECKOe U MPOrpaMMHoOe ofecreyeHne AMCIUILUIHHBI

Ocoenne auciuruiiHbel OI1.06 «/JoKyMeHTalMOHHOe obecrieueHUe YIIpaBeHUs»» —TperoJiaraeT
WCTIO/Tb30BaHUe C/Ie/IyIOIero MaTepUaIbHO-TeEXHUUEeCKOTO 00ecrieueHusI:

HavmMeHoBaHVe JVCLUITIMHBI HanmeHoBaHue kabuHeTa, lepeueHb 000PYA0BaHKUS
OI1.06 KabuHeT 10KyMeHTallMOHHOTO 00ecrieueHus! yIipaB/ieHust
«[JokymeHTariMoHHOe oOecrieueHre |KoMruieKT mebemnu /st TiperogaBaresisi — 1 MIT., TocaZiouHbIe
yTpaB/ieHUs» MecTa i yJyalmxcst — 48 1IT., MHTepaKTUBHasi TPUOyHa

(ycunurens, MUKILep, MUKPOGOHBI) — 1 IT., MOHUATOP — 1 WWT.,
NPOeKTOop — 1 IIT., KOJIOHKU — 5 IUT., 5KPaH My/IbTUMeAUAHbINA



http://www.studentlibrary.ru/book/ISBN9789855036068.html
https://znanium.com/catalog/product/542773
https://znanium.com/catalog/product/1141796
https://e.lanbook.com/book/173087
https://znanium.com/catalog/product/1065817
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— 1 wr., foCKa MeJioBasi repe/iBryKHasi — 1 IIT., CTeH/bI
HaCTeHHbIe — 6 IIT., MTOPTPETHI — 6 IIT., OJIKa B BUZE JiepeBa —
1 urT., Be6-kamepa — 1 IT., BBIXO/, B UHTEPHET,
BHYTPUBY30BCKasi KOMITbIOTEepHas CeTb, JOCTYII B
3/IEKTPOHHYI0 UH(OPMaI[MOHHO-00pa3oBaTe/ibHy0 cpeny. I10:
Microsoft Office, Kaspersky Endpoint Security gns Windows

YuebHO-MeTOguUeCKas JIUTepaTypa AJisl JaHHOW AWUCLIUIUIMHBI UIMEeTCsl B HaIMYUU B 3/1IEKTPOHHO-
oubmioreunoit cucreme "ZNANIUM.COM", mocTynm K KOTOpPOW TpeAoCTaBjieH 00yuaroImyuMcs.
ObC "ZNANIUM.COM" copfepXuT TIIpOM3Be/leHHsl KDYIHEeMIINX POCCHUMCKUX YUYEHBIX,
PYKOBOJWTE/IeM TOCYyAApCTBEHHbIX OpraHoB, [perojaBaTesied BeAyLUX BY30B CTpaHbl,
BbICOKOKBa/IU(UI[UPOBAHHBIX CITEI[UATUCTOB B Pa3/IWuHbIX chepax OusHeca. DoHp OHUOIMOTEKH
copMHUpOBaH C yueToM BCeX M3MeHeHHWM 00pa3oBaTe/bHBIX CTAHZAPTOB W BKJIFOUAeT y4eOHHKH,
yueOHble TOCOOUMsI, MOHOrpaduu, aBTOpedeparhl, AWCCEPTALM, SHLUK/IONEAWH, CJI0Bapu U
CIIpPaBOYHUKH, 3aKOHO/|aTe/IbHO-HOPMAaTUBHBIE [JOKYMEHTHI, Clleliia/ibHble ITIepuoJAuuecKue U3jaHus
Y U3[laHUs], BbIITyCKaeMble M3/jaTe/ibCTBaMU By30B. B Hactosiee Bpemss DbC ZNANIUM.COM
COOTBETCTBYeT BCeM TpeboBaHUSM (e/ieparbHbIX TOCyJapCTBEHHBIX 00pa30BaTe/IbHbIX CTaHJapTOB
cpefHero podecCHOHATBHOTO 00pa30BaHKsI HOBOTO TTOKOJIEHUSI.

YuebOHO-MeTOAMUeCKasl JIUTepaTypa [ JaHHOW AWCLUTUIMHBI UMeeTCsl B HaJIMUMU B 37IeKTPOHHO-
OubsmoTeuHoit cucreme M3garesbctBa "JlaHb', AOCTYIT K KOTOPOHW MpefoCTaB/ieH 00YyYaroIMCs.
OBC WM3parenbcTBa "JlaHb" BK/IOYAeT B ceOsl 3/IeKTPOHHbIE BEPCHUM KHWT W3ZaTesbeTBa "JlaHp" U
JPYTHX Be[yLUX U3/jaTe/bCTB yueOHOM UTepaTyphl, a TAKKe 3/IeKTPOHHbIE BEPCUU TTepUOANUeCKIX
W3/IaHUM 10 ecTeCTBeHHbIM, TeXHUYeCKUM W I'yMaHUTapHbIM HaykKaMm. DBC W3patennctBa "JlaHb"
obecrieurBaeT AOCTYT K HayuHOMU, yueOHOM JIuTepaType U HAyYHBIM TIepPUOJUUYeCKAM U3aHUSIM.

11. MeTopb1 00yueHuUs A/IA 00yYaKOIUXCSA HHBATU/I0B U JIUL C OTPaHUYEeHHbIMU
BO3MO)KHOCTSIMH 3/0POBbS

B o6pa3oBaresibHOM TIpPOL[eCCe HCTIOMB3YIOTCS COL[MA/IbHO-aKTUBHBIE W peduieKCUBHBbIE METObI
o0yueHUsI, TEXHOJIOTUM COLMOKY/JIbTYDHONH peadWIuTald C T1ieJbl0  OKa3aHWs TIOMOIIA B
yCTaHOBJIEHUU TIOJTHOLIEHHBIX MEX/IMYHOCTHBIX OTHOIIEHUN C APYTUMH O0YYalOU[UMUCS, CO3/IaHUM
KOM(OPTHOTO MCUXO0JIOTHYECKOr0 K/IMMaTa B CTYZeHUeCKOM TpyIIre.

YcnoBusi 00yueHHsi HHBAIMZAOB U JIML] C OTPaHUYeHHBIMA BO3MO>KHOCTSIMU 3ZI0POBbSI:

- yueOHbIE ayJUTOPWH, B KOTOPBIX TPOBOJSTCS 3aHATUSI CO CTYJeHTaMu C HapyIIeHUsSIMU CJyXa,
obopymoBaHbl MynbTUMeauiiHOM cructeMor (ITK ¥ mpoekTop), KOMITbIOTepHbIe TH(HI0TEXHOIOTHH
0a3upyroTCsl Ha KOMIUIEKCe —arrapaTHbIX | MPOrpaMMHBIX CpeACTB, 00ecreunBaroIxX
nipeobpa3oBaHye KOMITbIOTEPHOU vHGOPMALUK [JOCTYMHbIEe /JIi  C1abOBUIAIINX
¢dopmbl (YKPYITHEHHBIN TEKCT);

- B oOpa3oBaTe/lbHOM TPOLIECCe HWCTIOMB3YIOTCS COL[MATbHO-aKTUBHbIE U PedIeKCUBHBIE METOZbI
o0yueHust: Keiic-MeTOZl, MeTo/| IPOeKTOB, UCC/Ie/J0BaTeIbCKUN MeTO/], JUCKYCCHUU B (popMe KpYyTI0ro
cTona, KoH(epeHLIMU, MeTO/, MO3rOBOTO LITYPMa.

[Tporpamma cocTaBneHa B cootBeTcTBuM C Tpeboanusimu GI'OC CIIO o cnenpansHOCTH
38.02.01 OkoHOMUKa U OyxranTepckuii yueT (110 OTpac/sim).
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Ilacnopt ¢oHAA 01{eHOUHBIX CPE/ICTB M0

OI1.06 «/lokyMeHTajHOHHOE o0ecrieueHue yIpaB/IeHUs»

Nupekc | Paciudpor | IToka3aTrens opMUpOBaHUSA KOMIIETEHIUH 1A JaHHOH | OLleHOYHbI

KoMIieT Ka JAUCIUII/IMHBI e cpeacTBa

€HIIUH | KOMIIeTeHIU

"
1 2 3 4

Ocyl1ecTBiAT | yMeTh: TPaMOTHO W3/1araThb CBOM MBICIH U 0hopMysTh | KOHTponbH
b YCTHYIO U JOKYMEHTBI ~T0 TpodeccUOHa/bHOM  TeMaTHKe Ha | bie paboThl
MMMCbMEHHYI0 | FOCY/JapCTBEHHOM si3bIKe, IIPOSB/IATH TOJIEPAHTHOCTL B | 1-3
KOMMYHHUKaL} pa6oqu KOJI/IEKTUBE 3ajaHusa K
WIO Ha 3HaTb: OCOOEHHOCTH COLMAJILHOIO M KyJbTYpHOro | AvuddepeHi]
rocyZilapCcTBeH | KOHTEKCTa;  IIpaBUia opopmsieHHsT  JOKyMEHTOB U | MPOBaHHOM
HOM S3bIKe TOCTPOEHUsI YCTHBIX COOOITIeHU 3HaTh: COBPEMEHHbIe | Y 3a4eTy
Poccuiickoit | CPeAcTBa M YCTpOMCTBa WH(OpPMATU3aLUM; TMOPSAJOK UX 130

OK 05. degepauyy ¢ | MPUMEHEHUss ¥ TIPOrPaMMHOe obecrieuenne B | BOMPOCHI
YUeTOM npodecCHoHaNbHOM J1esiTeTbHOCTH TecTa K
0COOEHHOCTe AudGepeHs
i VPOBaHHOM
COLIMaIbHOI'O y 3avety 150
u
KYJ/IbTYPHOT'O
KOHTeKCTa

[IK 1.1. | ObpabareiBaT | yMeTh: [IPUHUMATh [IPOM3BOJIbHEIE repeuuHble | KOHTpOJIbH
b [IepBUUHEIe | OyXraiTepckue [JOKYMEHTBhI, pacCMaTpUBaeMble KakK | bie pabOThI
OyXraaTepcKu | muchbMeHHOe /|0Ka3aTe/bCTBO COBepIeHHs] X03sicTBeHHOM | 1-3

€ JOKYMEHTEI

orepaLyy Wi MoJlyyeHHe pa3pelleHys Ha ee TIPOBejieHHe;
NPUHUMATh TIepBUUHbIEe OyXrajaTepckue [JOKYMeHThl Ha
OymMaxHOM Hocutesie W (WIM) B BHE 3JIEKTPOHHOTO

JIOKYMeHTa, TIOJIIMCAHHOIO 3JeKTPOHHOW MOJIHUCHIO;
NIpOBEPATb  Ha/lduyhe B  TPOU3BOJBHBIX  I[1€PBUUHBIX
OyXranTrepckux J[OKyMeHTaxX o00s3aTesIbHbIX PeKBHU3UTOB;
NpOBOUTh  (OpMa/bHYI0  TIPOBEPKY  JOKYMEHTOB,

TIPOBEPKY M0 CYILeCTBY, apU(pMeTHUeCcKyl TpPOBEpKY;
TIPOBOJIUTh TPYIIMUPOBKY TEPBUUHBIX OyXrajaTepCcKux
JOKYMEHTOB 0 psifly NPU3HAKOB; MPOBOJUTH TaKCHPOBKY
Y KOHTHPOBKY TI€PBUYHBIX OyXTrajaTepCKUX [OKYMEHTOB;

OpraHM30BBIBaTH  JIOKYMEHT0000poT;  pa3bupartbcs B
HOMeEHK/IaType JieJ; 3aHOCHTh JlaHHbIe 1o
CTpYIIHAPOBAHHBIM JIOKyMeHTaM B PErucTpbl
OyXraiTepckoro  ydeTa; nepejiaBaTb  T€PBUUHbIE
OyxranTepckie AOKYMEHTbI B TEKYIIMA OyXraaTepcKuid
apXuB; nepe/iaBaThb NepBUYHbIE Oyxranrepckue
JOKYMEHTbI B TIOCTOSIHHBI apXuB II0 MCTeYeHUU

YCTaHOBJIEHHOT'O CPOKA XpaHEeHWsi; MCIPaB/SATh OLUIMOKK B
TIePBUYHBIX OyXraqTepCcKuX [OKyMeHTaX; 3HaTb: o00Iue
TpebOBaHUsT K  OyXraaTepckoMy yueTy B YacCTH
JOKYMEHTUPOBaHUsI BCEX XO3SIMCTBEHHBIX JEWCTBUH U

3amaHus K
AviddepeHr
VPOBaHHOM
y 3aueTy
130
Borpocsl
Tecta K
AuddepeHyy
VPOBaHHOM
y 3auety 150




oreparui; TIOHATHE NepBUYHOMN OyxranTepckoit
JIOKyMeHTaL[1K; Orpe/ie/ieHre TMepPBUUHBIX OyXraaTepcKux
JOKYMEeHTOB;  (opMbl ~ TIepBUYHBIX  OyXranaTepcKux
JOKYMEHTOB, COZep)Kalux o0si3aTe/ibHble  PEeKBU3UTHI
MePBUYHOTO YYeTHOTO [JOKYMeHTa; MOPSAOK IpOBeJeHUs
NPOBEPKH  TIEPBUUHBIX ~ OyXTanTepCKUX  /I0KYMEHTOB,
¢dopmanbHOM TIPOBEPKU  [JOKYMEHTOB, TIPOBEPKU  TI0
CyllleCTBY, apu(MeTHUYeCKOW TPOBEPKH; TIPUHLUITBI U
NPU3HAKU TPYIMIMPOBKA TIEPBUYHBIX  OyXraarepCcKux
JIOKYMEHTOB; TIOPSIIOK TpOBeeHUss TaKCUPOBKU U
KOHTUPOBKHM TEPBUYHBIX OyXraj/TepCKUX [JOKYMEHTOB;
TIOPSIIOK COCTaBJ/IeHUs] PerUCTPOB OyXrajaTepckoro yuera;
TpaBWIa W CPOKM XpaHEeHWs TepBUYHOW OyXraiTepckoi
JOKYMeHTaLu1

MMHVUCTEPCTBO HAYKHU 1 BBICIIET'O OBPA30BAHNSA POCCUICKOW ®EIEPALINN




Enaby>xckuit mHCTUTYT (Puran) desepasbHOro rocyapCTBeHHOT0 aBTOHOMHOT'O 00pa3oBaTeIbHOTO
yupeX/ieHus BbICIIero 00pa3oBaHus
«Kazanckuii (ITpuBo/mKCKuii) eiepanbHbI YHUBEPCUTET»

Tema 2. CucTeMbl JOKYMEHTAI[HOHHOT'0 00ecrieyeHHUsl ypaB/IeHUs U UX aBTOMAaTH3ausA

KommuiekT 3a/jaHuii 1/IA KOHTPO/IBHOM padoTsI 1
OI1.06 «/IoKyMeHTaLHOHHOE 00ecreueHe yrnpaB/eHUus»
(OK 05, TIK 1.1.)
Bapuanr 1
1 IToHsiITMe peKBU3UTA U UX OMUCaHKe
Bapwuanr 2
1 TpeboBanus K 6/1aHKaM JOKyMEHTOB

Tema 3. Knaccudukanus gokymentoB. TpeboBaHuUs K COCTaB/IeHUIO U 0()OPMJIEHHIO
AOKYMEHTOB

KoMmuieKT 3ajaHui /11 KOHTPOJIGHOM paboThI 2
OI1.06 «/loKyMeHTaL[iOHHOe o0ecreyeHHe yrnpaB/IeHUs»
(OK 05, TIK 1.1.)
Bapuant 1 1. OcHOBHBlIe CBOWCTBA U TNIPU3HAKU
JIOKyMeHTa.
2. Knaccudukarmss ~ [JOKYMEHTOB 1O pa3/MuHBIM  TIpu3Hakam.  Haubosee
yroTpebuTeibHbIe BUbI KIacCU(PUKALUHI.
3. Knaccudukauys J0KyMeHTOB M0 XapakTepy MH(OPMaLMOHHBIX CBS3€l MpeArnpUsTHSI.
4. Knaccudukaiys ynpapieH4eCKUX JOKYMeHTOB 10 (GyHKI[MOHATbHOMY Ha3HaUeHHIO.
5. Krnaccudukaiysi JOKYMeHTOB I10 COJiepKaHUIo.
Bapuanr 2
1. Knaccudukauys JOKyMeHTOB TI0 TUITY HOCUTeJIe.
2. OcHOBHbBIE HaIpaBJ/IeHUs] COBEPIIIEHCTBOBAHKS pabOThI C JOKYMEHTaMH.
3. YauduuupoBaHHas Qopma JoKyMeHTa. @opmy/sip  JOKyMeHTa.
PernameHTanus e1onpousBo/CTBa.
4. Yuudukalus U CTaHAapTU3alysi JOKYMEHTOB. 5. 3aKOHO/ATe/bHble W IPAaBOBbIe
aKkTaM B cepe UHGOpPMALIUU U JOKyMeHTal[1H.
Tema 4. Opranu3sanus padoTsl ¢ JOKyMeHTaMH1
KoMmieKT 3ajaHui AJ/Is1 KOHTPOJIGHOM paboTsI 3
OI1.06 «/IoKyMeHTaLMOHHOE 00ecreueHmne ynpaB/ieHUus»
(OK 05, TIK 1.1.)
Bapwuanr 1
1) Ha Kakue MOTOKH /IeJTUTCS IOKYyMEHTO0OO0pOT:
1. Bxopgsiue
2. Ncxopsugue
3. Brennue
4. BayTpeHHue
2) I'e perucTpupyroTCs JOKYMEHTHI:



1.
2.
3.

B crieranbHOM 0011eM KypHasie
B KypHasie BXOJSIINX JOKYMEHTOB
B XypHasie UCXOZSIINUX JOKyMEHTOB.

3) CkobKo He00X0/[UMO XPaHUTh JOKYMEHThI Ha TIPe/ITTPUSATHM:

1.

2.
3.
4

3 roga

5 et

70 ner.

Y Kak[0ro BUJa JOKYMeHTa CBOU CPOKHU.
Bapuanr 2

1) [nst yero HeoOXOAUM KOHTPOJIb UCTIOJTHEHUS JOKYMEHTOB:

1.
2.
3.
4.

151 KaueCTBeHHOI'0 UCIIO/IHeHUs
s Haka3aHud, B CIyvyae Heyjauu
s oTyeTHOCTH

s nopsgka

2) I'me perucTpupyroTCs JOKYMEHTHI:

1.
2.
3.

B crieranbHOM 0011eM KypHasie
B XypHase BXO[AIMX JOKYMEHTOB
B )XypHasie UCXOASIIMX JOKyMEHTOB.

3) Ilouemy XpaHAT JOKYMEHThI JJIUTeIbHOe BPeMS:

1.

2.
3.
4

17151 BOCCTaHOB/IEHHST COOBITHIA
151 ucnosib30BaHUA LJ@HHOT'O OIlbITa
Ha namsTs o nroasx
g moKaszaTenbCTB B Cy/e.
Kpurepum orjeHku:

Kowmrte
TEHLIUU

I[11aHupyeMble pe3y/bTaThl
00yueHus

Kputepuu olieHUBaHUS pe3y/IbTaTOB 00yueHust

eJILHO» |

(6anbl)
[KpuTepu U | [KpUTepumn [kpuTepun | [KpuTepun
BBICTAB/I | BBICTABJIEHU | BbICTAB/IeH | BbICTaBJIEHUS
eHUs 51 OLIeHKU Vsl OL|eHKM | OL|eHKHU
OLIeHKU «YIOBJIETBO | «XOPOLIO»] | «OT/IMYHO» ]
«Hey/l0B pUTEbHOY |
NIeTBOPUT




- 3HaTh: 0COOEeHHOCTH
COL[MA/ILHOTO M KYJIbTYPHOTO
KOHTEKCTa; rpaBu/Ia
oopmeHHss TOKYMEHTOB U

TOCTPOEHUS YCTHBIX H HemoHCTpH 3
o Haet
coo01eHui € 3HaeT -pyer €
Homnycka [OCTaTOuYH | J[eMOHCTPUPYET
YaCTUYHBIE s
er 5 0B BBICOKHH
3HaHUs Oe3 .
rpyObie 0a30BOM | ypOBeHb 3HAHHIA
OIIMOKHU rpybRIX 00béme
omnbok
- yMeTb: rpPaMOTHO
u3araTh CBOM MBICIA U
OK 05 oopMaSTH  JOKYMEHTBI  TI0
rpoeccroHaNLHOM TeMaTuKe
Ha TOCY/IapCTBEHHOM  SI3bIKe,
MIPOSIB/IATE  TOJIEPAHTHOCTb B
pabouem  KosutekTHBe ~ He He ywmeer
MeeT €MOHCTPH er
y A pap ¥ IemoHCT
YaCTUYHbIe yYMEHUs, [OIyCKas HdemMoHcTpU Ymeer
u-pyer
rpy6bie ommbGku Jlemonctpup| PHPY pyeT TIPUMEHSITh
6 HaCTHEH | yacrunble sHamms Ha | TCMOHCTPHDYeT
yeT dacTUuHble yMeHUs Oe3 o
ble BBICOKHIA
rpyOBIxX (01117 (070)¢ Ymeer yMmeHusi 6e3 | IpaKTUKe B .
yMeHWUSI, 6 yPOBeHb YMeHUit
TIPUMEHSITh 3HAHUS Ha rpyOBIxX a30BOM
.| Jomycka 6 61.é
MpaKkTHKe B 0a30BOM 00béMe PR ombok 00BEME
IeMoHCTpUpyeT BBICOKUH py
. OIITUOKM
ypPOBeHb  YMeHWUM  yMeThb:
MIPUMEHSITh cpezcTBa
MH(OPMaLIMOHHBIX
TEXHOJIOTUM [T PelleHUs
npodeCcCHOHATbHBIX 3azay;
WCTIOb30BaTh  COBPeMeHHOe
rporpaMMHOe obecrieueHue
- 3HAaTh: obrue
TpeboBaHUs K OyXTranTepCcKoMy
yuery B YacTH
JOKYMEHTUPOBaHUS BCEX
XO035IUCTBEHHBIX [JIeWCTBUM U HemoncTpu
OmeDaLi A R o He 3Haer or 3Haet
m uii; TIOHSITH -
K pat; 6 .| [Jomycka acpy o | AOCTATOuH eMoHCTpHUpYeT
YACTUYHBI o
e TepBUYHOMN YXTa/ITePCKOU or ; 0B BEICOKHIX
A : 3HaHUs Oe3 .
AOKYMEHTALIMW,  ONPEAENTCHNE | hy6p 10 0a30BOM | ypoBeHb 3HAHUIA
NEePBUYHBIX  OYXTANTEPCKUX| oo rpyOBIX oGBiMe
JIOKYMEHTOB; ¢dhopmbl ombok
MepBUYHBIX  OyXTanTepcKux
JIOKYMEHTOB, cofiep>Kalux
o0Osi3aTesbHBIE PEKBU3UTHI




MepBUYHOT0 YUeTHOTO0
JIOKYMEHTa; TOPsJI0K

TpoBe/leHus TIPOBEPKU

TepBUYHBIX OyXranTepcKux

JIOKyMEHTOB, dhopmanbHOM

TPOBEPKU JIOKYMEHTOB,

TIPOBEPKU CYIL[eCTBY,

apupMeTHUeCKOl  TIPOBEPKH;

TIPUHLIUTIBI TpY3HaKU

TPYNIUPOBKU TePBUYHBIX

OyXraiTepCcKux JOKYMEHTOB;

MOPsJ0K TpoBe/leHus

TaKCHPOBKHU KOHTHUPOBKH

TepBUYHBIX OyXranTepcKux

JIOKYMEHTOB; TOPsJI0K

COCTaBJ/IeHUS pervucTpoB

OyXra/nTepCcKoro yuera;

MpaBWIa W CPOKW XpaHeHUs

TIePBUYHOMN OyXranTepckou

JIOKyMeHTaLuu

- yMeTb: npuHuMatb| He ymeer | [lemoHCTpU YMmeer HemoHcTpUpyeT
IIpOU3BOJIbHbIE IepBHUYHbIE ,[[eMOHCT pyeT NPpUMEHSATH BBICOKUM
Oyxrantepckue AOKYMEHTBL, |  py-pyeT 4aCTAYHbIE 3HaHWA Ha | ypoBeHb yMEHUU
paccMaTpUBaeMble KaK| wyacrpuy | YMeHWs 6e3 | TDAaKTHKe B
[IMCLMEHHOE  JJ0Ka3aTe/bCTBO ble rpyObIX 6asoBom

COBEpILEHHS]  XO3SAWCTBEHHOM | ymMeHus, OLIMOOK obbéme

onepalu¥ WM  TIOJy4eHHe| 0ImycKa

paspelleHus Ha ee| srpybble

TpoBe/IeHHe; MPUHUMATL| OIWKUOKU

repBUYHbIe Oyxranrepckue

JOKYMEeHTbI Ha OyMa)kKHOM

HocuTene W (WIM) B BUje
3JIEKTPOHHOTO JOKyMeHTa,
TOAMMACAHHOTO  3JIeKTPOHHOM
TMIOJTHChIO; TIPOBEPSThH
Ha/luye B TPOMU3BOJbHBIX He
yMeeT,  [eMOHCTpPUD  yeT
YacTUUHbIe YMeHHs], JOMycKast
rpyOble ommMOKM JleMOHCTpUp
yeT uvacTUuHble yMmeHus 6e3
rpybbix  ommbok  Ymeer
TIPUMEHSITh 3HaHUS Ha
NpakTHUKe B 0a30BOM 00béMe
eMoHCTpUpYyeT BBICOKUH
ypOBeHb YMeHUM IepBUUHbBIX
OyXraaTepckux  JOKyMeHTax
00si3aTeNlbHBIX ~ PEKBU3UTOB;
MPOBO/IUTH dhopManbHYIO
TIPOBEPKY JOKYMEHTOB,
MPOBEPKY  TI0  CYIEeCTBY,




apu(MeTHUUEeCKyl0 IPOBEpPKY;

MIPOBOJUTH TPYTIIUPOBKY
TePBUYHBIX OyXranTepckux
JIOKyMEHTOB o psny
MPU3HAKOB; TIPOBOJIUTH

TaKCUPOBKY UM  KOHTUPOBKY
TIepBUYHBIX OyXranrepckux
JOKYMEHTOB; OpraHW30BbIBATh
JIOKyMeHT0000pOT;
pa3buparbCsi B HOMEHK/IAType
JleJl;  3aHOCHTb [JlaHHBIE TIO
CTPYMITMPOBAHHBIM
JOKYMEHTaM B  PErucTpbl
OyxXraaTepckoro y4era;
repeZiaBaTh TepBUYHbIE
OyxraiTepckue [IOKYMEHThbI B
TeKyILIUN Oyxranrepckuit
apXuB; Tiepe/jaBaTh MePBUYHBIE
OyxraiTepckie [IOKYMEHThbl B
MOCTOSIHHBIN apXuB o
UCTeYeHUH  yCTAaHOBJIEHHOTO
CPOKa XpaHeHHs; WCIPaBJISTh
OLIMOKU B TepPBUYHBIX
OyXra/nTepCcKux JOKyMeHTax;

MUHUCTEPCTBO HAYKU U BBICHIEI'O OBPA30BAHNS POCCUMCKOUW ®EIEPALINNA
Enaby>xckuii uHCTUTYT (pusran) deaepanbHOTo rocy1apCTBEHHOIO aBTOHOMHOT'0 00pa30BaTe/IbHOTO
yUpeXX/IeHHUS BBICIIIET0 00pa30BaHUS
«Kazanckuti (ITpuBo/bKCKUii) (peiepanbHbIN YHUBEPCUTET»

Tect K A epeHIUPOBaHHOMY 3aUeTy
(OK 05, IIK 1.1.)

3aganwue 1
Bribepute BepHbINA, Ha Baiil B3r/isiZi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKeE).

Je/10npou3BoOACTBO - 3TO ...
1) oTpacnb JeATenbHOCTH, obecrieurBarolljasi AOKYMEHTHPOBAaHWE W OpraHM3alui0 paboThl C
opULMaTEHBIMU JOKYMEHTaMHU




2) mporecc co3/aHusi U 0pOpMIIeHHs JOKyMeHTa
3) [BWKeHHe [JOKYMEHTOB B OpraHu3alid C MOMeHTa HX CO3/[aHUs WM TIOJlydeHUs [0
3aBeplLLeHNs UCTIOTHEeHYS WU OTIIpaBJIeHus]
OtBet: 1
OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOIHEHHE OJHOTO Takoro T3 orjeHuBaercst 1 Gasiiom,
HerpaBuibHOe — 0 6asioB.

3aganue 2
BribepuTe BepHbIH, Ha Balll B3r/sii, OTBET U 00BeiUTe KPY>KKOM €ro HoMmep (KTMKHUTe KYpCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU KJIeTOUKe).
JlOKyMeHTHpOBaHMe - 370 ...
1) obecrieueHre [JBWKEHUS IOKYMEHTOB B arapaTe YIIPaB/IeHWs, WX WCIOJb30BaHUS B
CIIPaBOYHBIX LIe/ISIX U XpaHeHUsI
2) COBOKYMHOCTb JIeMCTBHSI, 00ecrieurBaroliX X CBOeBpeMeHHOe UCTIO/IHeHUe
3) Tmipoliecc co3zaHus U ohopmIIeHUs I0KYMeHTa
OtBet: 3
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBubHOe — 0 6asioB.

3aganue 3
BriOepuTe BepHbIH, Ha Balll B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpPOM,

TOCTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).
JOKyMeHT - 370 ...

1) 3adyKCcHMpOBaHHasi Ha HoOcUTesle WHQOpPMaLMsi C PeKBU3WTaMM, TO3BOJISIOLUMU ee
WAeHTU(PULIUPOBATh
2) HOCUTeNb HWH(OpMAalM{, WCIO/Nb3yeMOM B LeldX peryivupoBaHusl  COLMA/IbHBIX

oTHomIeHu# 3) nHpopmarys, 3ahHUKCHPOBaHHAs JIFOOBIM CITOCOOOM Ha Jito6oM HocuTesle OTBeT:
1
OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOIHEHHE OJHOTO Takoro T3 orjeHuBaercsi 1 Gasiom,
HerpaBuabHOe — 0 6arioB.
3apanue 4
Bribepute BepHbIN, Ha Bairl B3r/isifi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,
TIOCTaBbTE KPECTHUK B HEOOXOIUMOM KJ/IETOUKE).
JI0KyMeHT0000pOT - 3T0 ...
1) mnepeznaua JOKyMeHTa U3 OJJHOM UHCTAHLIMK B IPYTYIO B TPOLIECCE er0 PACCMOTPEHUsT
2) [BWKeHWEe JOKYMEHTOB B OpraHW3aliid C MOMEHTa WX CO3JaHUs WIH TIOJy4YeHUs [0
3aBepILeHHs] UCTIOJTHEHHUS WK OTIPaB/IeHuUs
3) [ABWKeHWe KOMIUIEKCA JOKYMEHTOB B TIIpoljecce BbIPAOOTKH, TIPUHATHS W WCIIOJTHEHUS
pemieHuii OTBet: 2
OueHka: quxoroMuyeckasi. [IpaBUbHOe BBIMOIHEHHe OHOTO Takoro T3 oreHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.

3ajganue 5
Bribepute BepHbIN, Ha Baiil B3r/isifi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TIOCTaBbTe KPECTHUK B HEOOXOJUMOM KJ/IETOUKE).
IIpaBoBO¥ aKT, onpee/IAIOLIMI MOPAJOK 00pa30BaHusd, MPaBa, 00513aHHOCTH M OPraHU3aI[UI0
paboThI yupe)xJeHHs Ha J/IUTe/TbHbIA N1epHo/| BpEMeHH — 3TO ...



1) mnpukas
2) TonoXeHUe

3) n#oroBop

4) ycraB

5) [OJDKHOCTHasi MHCTPYKIUS
OTtBert: 4

OneHKa: fUX0TOMUYecKasi. [IpaBUIbHOE BBITIONIHEHWE OHOTO Takoro T3 orjeHuBaercst 1 6asiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 6
Bribepute BepHbINA, Ha Baiil B3r/isiZi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOUMOU K/IETOUKE).
JIOKyMEHT, ONTMChIBAKIIMI WM MOATBEP)K/JAI0IHI COIeP)KAHUE TeX WM MHBIX (DAKTOB M/IH
CoOBITHIA — 3TO...

1) akT

2) [OK/Ia/iHas 3amMcKa

3) crnpaBka OtBet: 1
OneHkKa: JuxoToMuueckas. IIpaBUIbHOE BBIMOJHEHWE OHOTO Takoro T3 oijeHuBaercst 1 6aniom,
HerpaBWIbHOe — 0 OasioB.

3aganue 7
Bribepure BepHbINA, Ha Baiir B3r/isiZi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKeE).
JlaTa akTa — 370...

1) para yTBepXKAeHUs

2) para coOBITHS

3) pata nognucanus OTBet: 2
OueHKa: JuxoToMHYecKas. [IpaBuibHOe BBINOHEHHWe oJHOro Takoro T3 orjeHuBaetcs 1 Gasiom,
HerpaBubHOe — 0 6asuioB.
3aganue 8
Bribepure BepHbINA, Ha Baiil B3r/isifi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,
TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IeTOUKe).
IIpaBoBoii aKT, U3jaBaeMbIil eJUHOJIMYHO PYKOBOAUTE/IEM B I]e/IfAX pelleHNs ONlepaTUBHBIX
BOIIPOCOB — 3TO...

1) npukas

2) pacrnopsbkeHue

3) ykasanue 4) uHCcTpykuus OTBet: 2
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOIHEHWE OHOTO Takoro T3 orjeHuBaercst 1 Gaiiom,
HerpaBubHOe — 0 6asioB.

3aganue 9
Bri0epuiTe BepHBIM, Ha Baril B3r/isA/], OTBET U 00BeiUTe KPY>KKOM ero HoMep (K/TUKHUTE

KypCOpPOM, TIOCTaBbTe KPECTHUK B He0OX0[uMOM KiieTouke). PacopsiguTe/ibHbIe JOKYMEHTbhI
BCTYNAIT B CUIIY C ...

1) MoMeHTa UX MOANUCAHUS

2) MOMEHTAa UX MOAIMCAHUs U COTJIaCOBaHUs

3) MOMeHTa UX MOAIMCaHUs U JOBeieHUsl 10 CBeleHHsI UCTIOTHUTEIS



4) MOMeEHTa UX JI0BeJleHUs 10 CBeZileHus1 ucrosHuresniss Oreer: 3
OueHKa: JUX0TOMHYeCKas. [IpaBuIbHOE BBIMOHEHHEe 0JHOro Takoro T3 orjeHnBaetcs 1 Gasom,
HerpaBuibHOe — 0 6ansioB.

3aganue 10
Bribepure BepHbIi, Ha Bar B3r/isiz, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (K/TMKHUTe

KypPCOPOM, TIOCTaBbTe KPeCTHK B He0OXoauMoii KieTouke). ITo cogep)kaHnio mpukassl
ObIBaIoOT. ..
1) TmpocCTbIe U C/IOKHBIE
2) 10 OCHOBHOM [1eiITeIbHOCTU U MOJIMYHOMY COCTaBy
3) BHYTpeHHUe U BHeIlIHHe
4) TONHbIE U KpaTKUe
5) C yrJ0BBIM M POZIOJIBHBIM PacIo/Io’KeHHeM pekBu3UToB OTBeT: 2
OueHka: quxoTroMuyeckas. [IpaBubHOe BbINOHEHHe 0HOTO Takoro T3 oreHuBaercsi 1 Gaiom,
HernpasuabHOe — 0 6arioB.

3aganme 11
Bribepure BepHbINA, Ha Baiil B3r/isifi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (K/IMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKeE).

ITocefoBaTe/ILHOCTH TEXHO/IOTMU PA0OTHI C JOKYMEHTAMH — 3TO...

1) npuvieM u repBruHasi 00paboTKa JOKYMEHTOB; X MpeBapUTEIbHOe paCCMOTPEHHE 1

pacrpeziesieHue; perucTpalusi JOKyMeHTOB; KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB;

MH(pOPMaLIMOHHOCTIpaBOYHast paboTa; UCIo/IHeHWe JOKYMEHTOB; UX OTTIpaBKa; CUCTeMaTh3aLus 1

TeKylllee XpaHeHue 2) rpueM u nepBuyHass ~ 00paboTKa  /OKyMEHTOB; KOHTPOJIb
WCTIOJTHEHUST  JOKYMEHTOB; MH(POPMAaLIMOHHO-CITPaBOYHasi pab0Ta; UCTIO/THeHNE J0KYMEHTOB;

WX OTMpaBKa; CUCTeMaTH3allys U TeKylljee XpaHeHue

3) mpueM U TiepBUYHAs 00OpabOTKa /IOKYMEHTOB; WX IIpeJBapUTEe/IbHOE pPAacCCMOTPEHHE W

pacripe/ie/ieHle; PerucTpalnysi JAOKYMEHTOB; WH(OPMAlLMOHHO-CIIPaBOYHasi paboTa; HWCIIOHEeHHe

JIOKYMEHTOB; WX OTIIpaBKa; CUCTeMaTH3aLUs

OtBet: 1

OueHka: quxoTroMuyeckasi. [IpaBubHOe BBIMOHEHHe OHOTO Takoro T3 oreHuBaercsi 1 Ganom,

HerpaBWIbHOe — 0 OasioB.

3aganue 12
Bribepute BepHbIi, Ha Baril B3r/isiz, OTBET U 00BeIUTE KPY>KKOM ero HoMep (K/TMKHUTe

KypCOPOM, TIOCTaBbTe KPECTHK B HEOOX0MUMOM KiieTouke). CHCTeMa JOKYMeHTAaI[U1 — 3TO...

1) nepefaua f0KymMeHTa U3 OHOM UHCTAHLIMY B PYTYIO B IIPOLiECCe ero pacCMOTPeHus 2)
COBOKYITHOCTb JJOKYMEHTOB, B3aMMOCBSI3aHHBIX T10 TIPU3HAKaM MPOUCXOK/EeHUs], Ha3HAUeHUs,

BU/Ia, Ceprl JesTeTbHOCTH, eJUHBIX TpeOoBaHUH K UX 0(hOpMIIEHHUIO

3) mpowjecc co3faHus U 0(oOpM/IeHUs JOKyMeHTa

OtBert: 2

OueHka: quxoTroMuyeckasi. I[IpaBUbHOE BBIMOIHEHHE OJHOTO Takoro T3 orjeHuBaercsi 1 Gaiiom,
HerpaBuabHOe — 0 6asioB.

3apanue 13
Bribepute BepHbIN, Ha Baill B3r/isii, OTBET U 00BeANUTE KPY>KKOM ero HoMmep (K/JIMKHUTE KypCOpOM,

MMOCTaBbTe KPECTHK B HEO6XOAHMOﬁ KJ'IETO‘-IKE).



YHauduxkanus — 3To...

1) cucrema OKyMeHTalM1, CO3/laHHast TI0 eJUHBIM TIpaBU/IaM U TpeOOBaHUsIM, Co/iep Kaltiast
vH(opMaLFio, Heo6X0JUMYIO /IJIsl YIIPaB/IeHUs B OTIpe/ie/ieHHOM cdepe /esiTe/IbHOCTH 2)
JlesITeIbHOCTb T10 YCTaHOBJIEHUIO TIPAaBUJI U XapaKTePUCTHK B LIe/sSIX UX J0OPOBO/IBHOTO
MHOT'OKPaTHOT'0 MCII0J/Ib30BaHUS, HalpaB/ieHHas! Ha [JOCTHKeHYe YIIopsi0ueHHOCTH B cepe
MIPOU3BO/ICTBA M 00palljeHHs MPOAYKLMU U TTOBbIILIeHe KOHKYPEHTOCIIOCOOHOCTH MPOAYKLHH,

paboT wu yciyr

3) ycCTaHOB/IEHHE MaKCUMaJbHOTO eJWHOOOpa3HOro Habopa peKBU3WTOB, ¢opmara Oymard
¢duKcaluy peKBU3UTOB Ha Oymare

OtBet: 3

OneHka: fuxoToMuueckasi. [IpaBu/bHOe BbINIOIHEHHWEe OffHOTO Takoro T3 orjeHrBaercst 1 6asiom,
HerpaBWIbHOe — 0 6asioB.

3aganve 14
Bribepute BepHbIN, Ha Baiil B3r/isifi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKeE).
YaudunupoBanHasa cucreMa 0KyMeHTAIUH — 3TO...
1) cuctema OKyMeHTAaLUY, CO3[JaHHasi TI0 eIMHBIM TIpaBUIaM U TpeOOBaHMsIM, CO/ieprKalliast
vHbopMall1io, HeoOX0UMYIO [I7Is YITPAB/IeHHUs B orpeZiesieHHOU cdepe [esTeTbHOCTH 2)
JIesITe/TbHOCTD T10 YCTaHOBJIEHHIO MPABU/I M XapaKTePUCTHK B LIe/SIX X 100POBOJILHOTO
MHOT'OKPaTHOTO UCIT0/Tb30BaHMsI, HalpaB/IeHHast Ha IOCTYKeHHe YIIOpsiZI0UeHHOCTH B chepe
TIPOM3BO/ICTBA U 0OpallieHyst TIPOAYKIUH 1 TIOBbILIeHHe KOHKYPEHTOCIIOCOOHOCTH TIPOYKIUH,
paboT unu yciyr
3) mepesaya JOKyMeHTa M3 OJHON WMHCTaHLMK B JPYIYyI0 B TIpoLiecce ero pacCMOTPeHHs
OTtBet: 1
OueHka: quxoroMuyeckas. [IpaBubHOe BBIMOIHEHHe 0JHOTO Takoro T3 oueHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.
3apanue 15
Bribepute BepHbIN, Ha Baill B3r/isiZi, OTBeT U 00BeIUTE KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,
TOCTaBbTe KPECTUK B HEOOXOAUMOM KJ/IETOUKE).
OpraHu3anoHHO-PacNopsAAUTeIbHAA AOKYMeHTalusA Kiaaccupuuupyercs Ha...

1) opraHu3alMoHHbIE, PaCIIOPSAUTETbHbIE

2) opraHu3alMOHHBIE, PACTIOPSIUTE/IbHBIE M CITPABOYHO-UH(MOPMAIIMOHHbIE

3) opraHu3allOHHbIe, CTIPABOYHO-UH(POPMaI[MOHHEIE

4) pacriopsiiuTeNbHbIe, ClIpaBOUYHO-UH(OPMalMoHHbBIe OTBeT: 2
OueHka: quxoTroMuyeckasi. [IpaBubHOe BBIMOTHEHHe OHOTO Takoro T3 oreHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 16
Bribepute BepHbIN, Ha Balll B3r/isiZi, OTBET U 00BeAUTE KPY>KKOM €ro HoMep (KJIMKHUTE KypCOpOM,

MOCTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).

CranpapTu3anus — 3T0...

1) JIesITeJTbHOCTh TI0 yYCTAQHOBJIEHWIO TPABWI M XapaKTEPUCTUK B I[e/IIX WX A0OPOBOIBHOTO
MHOTOKPAaTHOTO MCIO/b30BaHUs, HarpaB/eHHas Ha [IOCTW)KeHHe YIIOpsIoueHHOCTU B cdepe
TIPOM3BO/ICTBA W 0Opall|eHHst TPOAYKIIMHU U TTOBBIIIIEHHe KOHKYPEHTOCITOCOOHOCTH TIPOAYKIUH, PaboT
WA yCIyT



2) yCTaHOB/IEHHEe MaKCHUMaJbHOTO eJWHO00pa3HOro Habopa peKBU3WUTOB, (opmara Oymaru u
¢duKcay peKBU3UTOB Ha Oymare

3) ¢opMa OPUIMYECKOTO 3aKpeIVIeHWs T[pOBeleHHOW yHU(UKaluu W  YpPOBHS  ee
obsizaTensHOCTH OTBET: 1

OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOHEHHE OJHOTO Takoro T3 orjeHuBaercsi 1 Gaiiom,
HerpaBuabHOe — 0 6asioB.

3aganue 17
Bribepute BepHbIN, Ha Baill B3r/Isifi, OTBET U 00BeANUTE KPY>KKOM ero HoMmep (KJIMKHUTE KypCOpOM,

T0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).
IIpaBoM moAnucH MPUKAa30B 0 NMepCcoHaTy U (PMHAHCOBBIM BOMpPOcaM 00,/1a/jaeT...
1) pykKoBOAuTENb U 3aMeCTUTe/ b PYKOBOJUTES
2) TOJIbKO pyKOBOAUTE/b
3) Hava/JbHUK OT/ZeJa KaJipoB
4) 3amecTuTeNb PYKOBOJUTES
OTtBert: 2
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOHEHWE OJHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 18
BribepuTe BepHbIH, Ha Balll B3r/isii, OTBET U 00BeiUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYypCOpOM,

MOCTaBbTe KPECTUK B HEOOXOAMMOM K/IeTOUKe).
JIOKyMeHT, perjiaMeHTHPYIOLINH JeATe/IbHOCTh KOHKPeTHOr'0 A0/DKHOCTHOTI'0 JIMI[A — 3TO...
1) fO/PKHOCTHAs! UHCTPYKLMS
2) ykasaHue
3) npukas
4) cnyxebHas 3amcka OrBer: 1
OueHka: JuxoToMuyeckasi. [IpaBUbHOE BBIMOIHEHHE OJHOTO Takoro T3 orjeHuBaetcst 1 Gaiiom,
HerpaBubHOe — 0 6asioB.

3apanue 19
BribepuTe BepHbIH, Ha Balll B3r/sii, OTBET U 00BeiUTe KPY>KKOM ero HoMmep (KTMKHUTe KYpCOpOM,

MOCTaBbTe KPECTUK B HEOOXOIUMOU KJIeTOUKe).
V3 nTMuHON KapPTOYKHU COTPYAHUKA UCK/TIOYAKTCHA CBeEHHA O...
1) BOMHCKOM yueTe
2) o0iem cTaxke pabote
3) TPUHAZJIEKHOCTU K TIOJIMTUUYECKUM TIapTUSM U OOIIeCTBEHHbIM OpraHM3alusaM 4) ceMernHOM
nosniokeHuu OTBet: 3
OueHka: quxoTroMuyeckasi. [IpaBU/bHOe BBIMOIHEHHe 0JHOTO Takoro T3 oieHuBaercsi 1 Gaiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 20
Bribepute BepHbIi, Ha Barit B3r/isiz;, OTBET U 00BeIUTE KPY>KKOM ero HoMep (K/TMKHUTe

KypCOpPOM, TIOCTaBbTe KPECTHK B He0OX0uMol KieTouke). [TucbMa, npuHUMaeMble 6e3
perucTpanum — 37o...

1) mo3apaBUTeNbHBIE TTMCHMa

2) TrapaHTUlHbIe TTMChMa



3) nMcbMa-3anpockl

4) comnpoBOAUTE/bHbIE TMCbMa
OtBet: 1
OueHka: quxoToMuyeckasi. [IpaBUbHOe BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercsi 1 Gaiiom,
HerpaBuiabHOe — 0 6arioB.

3aganue 21
Bribepute BepHbIN, Ha Baill B3r/Isii, OTBET U 00BeAUTE KPY>KKOM €ro HoMep (KJIMKHUTe KypCOpOM,

MOCTaBbTe KPeCTUK B HEOOXOAUMOU KJIeTOUKe).
BepHoe jaTHpOBaHMe C/1y)KeOHBIX JOKYyMEHTOB — 3TO...
1) 15/08/99
2) 01.10.00
3) 200303 104)15.1.99 Otsert: 2
OueHKa: JUX0TOMHYeCKas. [IpaBubHOe BBIMOHEHHWe 0JHOro Takoro T3 orjeHuBaetcs 1 Gasom,
HernpaBuibHOe — 0 6ansioB.

3aganue 22
Bribepure BepHbINA, Ha Baill B3r/isiZi, 0TBeT U 00BeiUTe KPY>KKOM ero HoMmep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKe).
PeKBHU3MT, KOTOPBII BK/IIOUAaeTCA B 0/IaHK MHUCbMA — 3TO0...
1) MecTO coCTaB/ieHHUsI WU WU3[jaHus JOKyMeHTa
2) 3arosioBOK K TEKCTY
3) HauMeHOBaHHe OpraHU3aLuu
OtBet: 3
OueHKa: JuxoToMHU4YecKas. [IpaBuibHOe BBIMOHEHHWe 0JHOro Takoro T3 orjeHuBaetcs 1 6asiiom,
HerpaBuibHOe — 0 6asioB.

3aganue 23
Bribepure BepHbIA, Ha Baill B3r/isiZi, 0TBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

MOCTaBbTe KPECTUK B HEOOXOIUMOM K/IeTOUKe).

JK3eMIUISIP [e/I0BOro MUCbMa, MOAr0TOB/IeHHbIN //isl OTHIPAaBKHM a/ipecary 1o rnoure,

Ha KOTOPOM NMPOCTaBJ/ISIIOTCA BU3bI — 3T0... 1) MOJ/IMHHUK, OTIPaB/isieMbli afjpecary

2) KOoIusl, ioMeljaeMasi B [leJio OpraHu3aljuu

OTBet: 2

OneHKa: JUX0TOMHYeCKasA. [IpaBUIbHOE BBITOTHEHHWE OJHOr0 Takoro T3 orjeHnBaetcs 1 Oasiom,
HerpaBuabHOe — 0 6asioB.

3aganue 24
Bribepute BepHbIii, Ha Baril B3r/isiz, OTBET U 00BeAUTE KPY>KKOM ero HoMep (KTMKHHUTe

KypCOpPOM, TIOCTaBbTe KPECTHK B HE0OX04uMOH KieTouke). [IpaBu/IbHBIM BapUAHT 3aro/i0BKa
K NHCHbMY — 3TO...
1) o foroBope MOCTaBKH
2) 0 HeBBINOJHEHUH AoroBopa rnoctaBku oT 12.08.2012 Ne 45/63
3) O HEeBBINIOJIHEHUU IOrOBOpa
OTtBet: 2
OueHKa: JUX0TOMHYeCKas. [IpaBUIbHOE BBIMOHEHHEe oJHOro Takoro T3 orjeHnBaetcs 1 Gasom,
HerpaBuibHOe — 0 6ansioB.



3aganue 25
Bribepute BepHbIN, Ha Baill B3r/isi[i, OTBeT U 00BeANUTE KPY>KKOM ero HoMmep (KJIMKHUTe KypCOpOM,

TIOCTaBbTe KPECTUK B HEOOXOIUMOM KJ/IETOUKE).

IMoanucek odopmisercsa ciegyroiuM 00pa3oM, ec/iM 3aMeCTUTe/Tb PYKOBOAWTE/IsI OPraHu3auu
HMeeT MpaB0 MOJNNMCHIBATH JOKYMEHTbl BMeCTO PYKOBOAMTE/sI B C/yuyae ero BPeMeHHOro
OTCYTCTBHHA ...

1) TenepanbHbii JupekTop [Tognuce [1.B.Kupusnos

2) 3awm. reHepanbHOro aupekropa I[loamvcs O.J1.PemnsoB

3) WN.O. renepanvHoro aupekrtopa [Moanucek O.J1.PemuzoB OTBeT: 2
OueHka: quxoTroMuyeckas. [IpaBubHOe BBIMOIHEHHe 0fHOTO Takoro T3 oreHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 26
Bribepute BepHbINA, Ha Baill B3r/isiZi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TIOCTaBbTe KPECTUK B HEOOXOAUMOM K/IETOUKeE).
IIucbMo, KoTOpOe 3aBepsieTcsl NeyaTbi0 OpraHu3aniy — 3To...
1) rapaHTHIiHOe MUCbMO
2) KOMMepuecKoe mpejioKeHue
3) muceMO-TIpockba
OTtBeT: 1
OueHKa: JUX0TOMHYeCKas. [IpaBubHOE BBIMOHEHHWEe OJHOr0 Takoro T3 orjeHuBaetcs 1 Gasom,
HerpaBWIbHOe — 0 OasioB.
3apanue 27
Bribepute BepHbIN, Ha Bairl B3r/isiZi, OTBeT U 00BeIUTE KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,
TOCTaBbTe KPECTUK B HEOOXOUMOM K/IETOUKE).
Odopm/ieHHe 0TMETKH 0 HA/IMYUH MIPU/I0KEHHUsI B CONPOBOAUTE/IbBHOM NMHCbMe — 3TO...
1) ITpunoxxeHue: yrnoMsiHyToe Ha 3 /1. B 1 9K3.
2) IlpunoskeHue: 1o TekcTy Ha 3 /1. B 1 3K3.
3) Ilpunoxenwue: Ha 3 1. B 1 3K3.
OTtBet: 3
OueHKa: JUX0TOMHYeCKas. [IpaBuIbHOE BBIMOHEHHEe 0JHOr0 Takoro T3 orjeHnBaetcs 1 Gasom,
HerpaBuibHOe — 0 6ansioB.

3aganue 28
Bribepure BepHbINA, Ha Baiil B3r/isifi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IETOUKeE).

@opMy/IHUPOBKA MyHKTa PACOPSAAUTETHHOM YaCcTH MPHKAa3a BBIIVIAJUT C/IeAYHOIUM 00pa3oM...
1) 'naBHOMY OyXranTepy MOArOTOBUTH U MPECTAaBUTh Ha YTBEP)KAEHHE CMETY PAcX0/i0B Ha
KomaHAMpoBKU B 2019 r. B cpok g0 20.01.2019.

2) 'naBHOMy Oyxrantepy JmutpueBy I1.JI. MOArOTOBUTD U MIPeACTaBUThL Ha YTBEP)K/eHHe CMeTy
pacxozioB Ha KoMaHAUPOBKU B 2019 1. B cpok mo 20.01.2019.

3) I'naBHomy Oyxrantepy OOO «Arat» I1.JI. [IMUTpHeBy MOATOTOBUTh M TIPEJCTaBUTh Ha
yTBepxkzaeHue B cpok A0 20.01.2019 cmeTty pacxosoB Ha KOMaHAUPOBKU B 2019 1.
4) [Topyuuth rnaBHOMYy Oyxrantepy [mutpueBy ILJI. MOATOTOBUTH U TpeJCTaBUTh Ha

yTBepxkzeHue B cpok A0 20.01.2019 cmety pacxosoB Ha KoMaHAUPOBKU B 2019 r. OTBeT: 2



OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOJHEHWE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 29
BriOepuTe BepHbIH, Ha Baill B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpPOM,

M0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKE).
JIOKyMeHT, KOTOPbI 0OTHOCUTCSI K HeperuCTpupyeMbIM — 3TO...
1) nmceMoO-3amnpoc
2) >kanoba rpakJjaHuHa
3) compoBoAuTeNbHOE MUCbMO
4) pexnamHoe mucsMo OTBet: 4
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOHEHHE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 30
BriOepuTe BepHBIM, Ha Bartil B3r/is/], OTBET U 00BeiUTe KPY’KKOM ero HoMep (KJIUKHUTE

KypCOpPOM, TIOCTaBbTe KPeCTHUK B He0OX0umMol KieTouke). CpOKH HCIIO/THEHUA JOKYMEHTOB
yCTaHaB/IUBAKTCA ...

1) B KaJeHJApHBIX JHAX

2) B pabouux aHax OTBet: 1
OueHKa: JUX0TOMHYeCKas. [IpaBUbHOEe BBIMOHEHHEe OJHOr0 Takoro T3 orjeHuBaetcs 1 Gasom,
HerpaBu/ibHOe — 0 6asioB.

3aganue 31
Bribepute BepHbINA, Ha Bairl B3r/isiZi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TIOCTaBbTE KPECTHUK B HEOOXOIUMOM KJ/IETOUKE).
PykoBoguTe/N b NOANUCHIBAET ... 3K3eMIIAPOB NPUKasa.
1) Ttpu
2) pgBa 3) oguH OTBer: 1
OueHka: quxoToMuyeckasi. [IpaBUbHOe BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercsi 1 Gaiiom,
HerpaBuabHOe — 0 6asioB.

3aganue 32
BribepuTe BepHbIH, Ha Balll B3r/sii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpOM,

M0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).
3 nepeunic/ieHHbIX PEKBH3UTOB He OTHOCHTCSI K PEKBU3UTaM yAOCTOBepeHHus... 1)
rpud yTBepKAeHuUs
2) TmeyaThb
3) OTMeTKa O 3aBepeHUH KOTHUU
4) BM3a CorjlacoBaHUsI
5) mnoamucsk OTBeT: 4
OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOJHEHHE OfHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 33
BriOepuTe BepHbIH, Ha Baill B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpPOM,

I0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).



JoKyMeHTEI, co3jaHHble B 2010 r. 1 umeromye cpok xpaHeHus 10 j1eT, MOXXKHO YHUYTOXKHTD ...
1) B 2020 roay
2) B 2021 ropy
3) B2022ropy
OtBer: 2
OueHKa: JuxoToMHU4YecKas. [IpaBuibHOe BBINMOHEHHWe 0JHOro Takoro T3 orjeHuBaetcs 1 Gasom,
HerpaBuibHOe — 0 6asioB.

3aganve 34
Bribepure BepHbINA, Ha Baill B3r/isifi, 0TBeT U 00BeiUTe KPY>KKOM ero HoMep (K/IMKHUTe KypCOpOM,

MOCTaBbTe KPECTUK B HEOOXOIUMOM K/IeTOUKe).
K opraHu3anjuOHHBIM JOKYMeHTaM OTHOCATCH...
1) ycTaBbl, NOJIOXKEeHUS], JOTOBOP yupeAuTesiel, MHCTPYKLMM, MPaBU/Ia, ITaTHbIe PaClIMCaHUs
2) ycCTaBbl, TIOJIO’KEHUS, I0TOBOP yupeAuTesei, ITaTHble paclUCaHus
3) ycTaBbl, OTOBOP yuypeAuTesieli, UHCTPYKLUH, TipaBuia OTBer: 1
OueHka: quxoToMuyeckasi. [IpaBuUbHOE BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercst 1 Gaiiom,
HerpaBubHOe — 0 6asioB.
3aganue 35
Bribepute BepHbIN, Ha Baill B3r/isii, OTBET U 00BeUTE KPY>KKOM ero HoMmep (KJIMKHUTe KypCOpOM,
MOCTaBbTe KPECTUK B HEOOXOAUMOM K/IETOUKE).
K pacnopsapuTebHbIM JOKYMeHTaM OTHOCATCA. ..
1) nocraHOB/IeHUs, pelleHts], pacliOpsKeHUs], YKa3aHusl, IIPUKasbl, IITaTHbIe PACIIUCaHUS
2) TIOCTaHOBJIEHUS, PaCIIOPSDKEHUs], YKa3aHusl, TPUKa3bl, IITaTHbIE paClCaHUs
3) TIOCTaHOBJ/IEHUS], pelleHus], PACIOPsDKeHUs1, yKa3aHusi, mpyukasbl OTBeT: 3
OueHka: quxoroMuyeckas. [IpaBubHOe BBIMOIHEHHe OJHOTO Takoro T3 oueHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 36
Bribepute BepHbIN, Ha Baiir B3r/isifi, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOUMOM K/IETOUKE).
ITo cpokam XpaHeHMsA JOKYMEHTbI ObIBAIOT. ..
1) MNOCTOSIHHOTO XpaHeHUs
2) BpEMEHHOr0 XpaHeHUs
3) TOCTOSIHHOTO Y BDEMEHHOTr'0 XpaHeHUsI
OtBet: 3
OueHKa: JUX0TOMHYeCKas. [IpaBUIbHOE BBIMOHEHHEe oJHOro Takoro T3 orjeHnBaetcs 1 Gasom,
HerpaBuibHOe — 0 6ansioB.

3aganue 37
Bribepure BepHbIi, Ha Bar B3r/isiz, OTBET U 00BeiUTe KPY>KKOM ero HoMep (K/TMKHUTe

KypPCOPOM, TIOCTaBbTe KpeCcTHK B HeoOxoaumoii kinetouke). 'OCT P 7.0.97-2016 coaepikur...

1) 29 pekBu3NUTOB

2) 30 peKBU3UTOB

3) 31 peKBU3UTOB

4) 32 pekBusurta OTBeT: 2
OueHka: quxoToMuyeckasi. [IpaBuUbHOE BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercst 1 Gaiiom,
HerpaBubHOe — 0 6asioB.



3aganue 38
Bribepute BepHbIN, Ha Baill B3r/isi[i, OTBeT U 00BeANUTE KPY>KKOM ero HoMmep (KJIMKHUTe KypCOpOM,

TIOCTaBbTe KPECTUK B HEOOXOIUMOM KJ/IETOUKE).
JIoKyMeHT, (UKCHPYIOLIHMI COr/IallleHHe CTOPOH 00 YCTaHOB/IEHMU TPY/AOBBIX OTHOILIEHHH U
peryJupymoiui ux, Ha3bIBaeTcs. ..

1) TpyAOBOM KHWXXKOU

2) TPYZOBBIM KOJEKCOM

3) mNpHKa3oM IO IMYHOMY COCTaBY

4) TpY/IOBbIM ZIOTOBOPOM

5) [O/DKHOCTHOW MHCTPYKLMen
OTtBet: 4
OneHKa: JUX0TOMHYeCKas. [IpaBubHOe BBIMOHEHHWe oJHOro Takoro T3 orjeHuBaetcs 1 Gasom,
HerpaBuibHOe — 0 6asioB.

3aganue 39
Bribepute BepHbIi, Ha Bat B3r/isiz, OTBET U 00BeiUTe KPY>KKOM ero HoMep (K/TMKHUTe

KypCOpOM, TIOCTaBbTe KPeCTHUK B HeoOxoumoi Kietouke). [lepes craueii JOKyMeHTOB Ha
apXuBHOe XpaHeHHue cJieJyer...

1) crpynnupoBaTh U MOALLUTE JOKYMEHTbI B TIAlIKH

2) odopMUTb U ONMCaTh Jena

3) CcuCTeMaTu3upOBaTh U YTOUHUTD [JOKYMEHTHI

4) CcKOmMpOBaTb 0COO0 Ba’KHBIE TOKYMEHThI
OTteet: 1
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOHEHWE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 40
BriOepuTe BepHbIH, Ha Baill B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpPOM,

M0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKe).
IIpu noAroToBKe Je/ia K nmepejaue B apXUB BHYTPEHHSAA OMNCH JOKYMEHTOB, CO/[€PKAIUXCS B
Aee, IOMeIlaeTcs. ..

1) B KOHIJe Jena

2) B Hauane jena

3) Ha /MIeBOM CTOPOHe 00JI0XKKH [lesia

4) B camocTosiTensHOe feno OTBet: 2
OneHKa: JUX0TOMHYecKas. [IpaBuIbHOe BBIMOHEHHe oJHOro Takoro T3 orjeHunBaetcs 1 Gasom,
HernpaBuibHOe — 0 6asioB.

3aganmue 41
Bribepure BepHbINA, Ha Baill B3r/isiZi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOU K/IeTOUKe).
BHOCUTBH U3MeHeHNsl B IITaTHOE PAacMCaHNe B TeYeHHe ro/ja MOXKHO...
1) ojuH pa3
2) [Bapasa
3) orpaHuMueHus Ha 3TOT CUEeT 3aKOHO/ATeJbCTBOM He yCTaHOB/eHbl OTBeT: 3



OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOJHEHWE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBuibHOe — 0 6asioB.

3aganue 42
BriOepuTe BepHbIH, Ha Baill B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KIMKHUTe KYpCOpPOM,

M0CTaBbTe KPECTUK B HEOOXOAUMOM K/IeTOUKE).
IIpu 3aK/TII0UYeHNH TPY/JOBOT0 AOTOBOPA FPaXKJaHHH, MOCTYNAOIIHI HAa paboTy npeabAB/IsAeT
paboTojarenio...

1) cBUJETENBLCTBO O POXKAeHUU pebeHKa

2) Tacropt

3) CBUZETeNbCTBO O POXKAEHUHU pebeHKa U MacropT
OTtBet: 2
OueHKa: JuxoToMuYeckas. [IpaBuibHOe BBINOHEHHWe oJHOro Takoro T3 orjeHuBaetcs 1 Gasom,
HerpaBubHOe — 0 6asIoB.

3apanue 43
BribepuTe BepHBIM, Ha Baiil B3r/is/], OTBET U 00BeiuTe KPY)KKOM ero HoMep (K/IUKHUATE

KypCOpPOM, TIOCTaBbTe KPeCTHK B HeoOxoiumol Kietouke). [lepeyeHb MaTepHuasios,
MOMeIleHHBIX B JIeJi0 — 3TO...
1) wMcT-3aBepuTesib Jiena
2) HOMEHK/aTtypa Jien
3) BHYTpEHHsIsI OMUCh
4) mnojmMBKa
5) wuTOroBas 3ammch
6) ornaBneHve OTBet: 3
OueHka: quxoToMuyeckasi. [IpaBUbHOE BBIMOHEHWE OHOTO Takoro T3 orjeHuBaercst 1 Gaiiom,
HerpaBuibHOe — 0 6asioB.

3aganve 44
Bribepure BepHbINA, Ha Baiil B3r/isifi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOIUMOM K/IETOUKeE).
Cornamenue padorojaresisi 1 pa00THUKOB, KOTOPO€e YCTAaHAB/IMBAET /{ONO/THUTE/IbHbIe
rapaHTHH /ISl COTPY/THUKOB U HX OTBeTHBIE 00513aTe/IbCTBA M0 OTHOLIEHHIO K padoToaaTeto —
3T0...

1) TpyAoBoOii JOTOBOP

2) TIpPaK[aHCKO-TIPaBOBOU J10rOBOP

3) KOHBeHLUs

4) [O/MKHOCTHAs MHCTPYKLIUS

5) KOJ/UIeKTUBHBIM J0rOBOP

6) [OmOJIHUTe/IbHOEe COIJIallleHHe K TPYZ0BOMY forosopy OTBet: 5
OueHka: quxoToMuyeckasi. I[IpaBUIbHOE BBIMOJIHEHHE OHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBubHOe — 0 6asioB.

3aganue 45
BriOepuTe BepHbIH, Ha Baill B3r/isii, OTBET U 00BeUTe KPY>KKOM €ro HoMmep (KMKHUTe KYpCOpPOM,

M0CTaBbTe KPECTUK B HEOOXOAMMOM K/IeTOUKE).



PaboTopaaTe/ib He 00513aH MPOAJ/IEBATh €)KEro/JHbIN OM/IAYMBaEMbIii 0TIYCK, €C/IH BO BpeMsl
OTIYCKa PadOTHHK...

1) 3abosen u nexkan B 60/ILHULE

2) ObUI HampaB/ieH Ha BOEHHbIE COOPBI

3) paboran B KauecTBe ujieHa U30MpaTeTbHONH KOMUCCUU

4) yxakuBaJs 3a 3a00JIeBIIIMM WIEHOM CEMbU

5) yuacTBOBa/ B Cy/ie B KQueCTBe MPUCSHKHOTO 3acejaTesis

6) 3aboes U leunsicss aMOyIaTOPHO
OTtBet: 4
OueHka: quxoToMuyeckasi. I[IpaBUbHOE BBIMOJIHEHHE OJHOTO Takoro T3 orjeHuBaercst 1 Gasiom,
HerpaBubHOe — 0 6asioB.

3aganue 46
BriOepuTe BepHbIM, Ha Baril B3r/is/], OTBeT U 00BeiUTe KPY>KKOM ero HoMep (K/TUKHUTE

KyPCOPOM, TIOCTaBbTe KPECTUK B HEOOXOAUMOH KIeTOUKe). 3alMCH B TPY/JOBOHM KHIDKKE
AOIYCKAaeTcs Je/arh...

1) 1WAapUKOBOW PYUYKOU

2) KapaHJauom

3) KanwuIsipHOW PYYKOU

4) dnomacrepom OTBeT: 1
OueHka: quxoToMuyeckasi. [IpaBuUbHOe BBIMOIHEHHE OHOTO Takoro T3 orjeHuBaercsi 1 Gasiom,
HerpaBuabHOe — 0 6arioB.

3agaaue 47
Bribepute BepHbIN, Ha Baill B3r/isiZi, OTBET U 00BeAUTE KPY>KKOM €ro HoMep (KJIMKHUTe KypCOpOM,

TIOCTaBbTEe KPECTUK B HEOOXOIUMOM K/IETOUKE).
IIpuka3, KOTOpbIil OTHOCUTCSA K NMPHUKa3aM 10 0CHOBHO /IeATe/IbHOCTH — 3TO MPHUKas3s...
1) o npueme paboTHMKA Ha paboTy
2) 00 yTBepKAEeHUU IITAaTHOTO PacICaHus
3) o nepemeilienuu OTBeT: 2
OueHka: quxoroMuyeckasi. [IpaBUbHOe BBIMOIHEHHe OHOTO Takoro T3 oreHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasioB.

3aganue 48
Bribepute BepHbIN, Ha Baiil B3r/isii, OTBeT U 00BeIUTe KPY>KKOM ero HoMep (KJIMKHUTe KypCOpOM,

TIOCTaBbTe KPECTUK B HEOOXOUMOM K/IETOUKE).
JIoKa/IbHBIM aKT padoTo/jaTe sl C TOUKH 3PEeHMs 3aK0HA, SIBJIIOIHUICA 0053aTe/IbHBIM — 3TO...
1) mwITaTHOe pacnucaHue

2) UWHCTPYKI[US 10 KaJ[pOBOMY ZIeJIONTPOU3BOZICTBY

3) Tno/IoXKeHWe O CTPYKTYPHBIX MO/ipa3/eeHus X

4) mnosokeHue 006 aTTecTaruu

5) KosiekTuBHbIM Aoroeop OTBer: 1
OueHKa: JUX0TOMHYEeCKasA. [IpaBUIbHOE BBIMOTHEHWE OJHOr0 Takoro T3 orjeHnBaetcs 1 Gasiom,
HerpaBuabHOe — 0 6arioB.



3aganue 49
Bribepure BepHbIi, Ha Bari B3r/isiz, OTBET U 00BeiUTe KPY>KKOM ero HoMep (K/TMKHUTe

KypPCOPOM, TIOCTaBbTe KPECTHK B HEOOXOMMOM K/leTouke). [le/leHre JOKyMeHTOB
OCyIL|eCTB/IAA€TCH. ..

1) Ha poapl, TOABU/BI, OJIPO/IbI, PA3HOBUAHOCTH

2) Ha pojpl, BUJbl, OJBH/bI, PA3HOBUJHOCTH 3) Ha BU/bI, MTOABU/BI,

Pa3HOBU/IHOCTH, POJbI
4) Ha OJBU/bI, IOJPO/bl, PA3HOBUJHOCTH
OTtBert: 2
OueHKa: JUX0TOMHYecKas. [IpaBuIbHOe BBIMOHEHHe oJHOro Takoro T3 orjeHuBaetcs 1 Gasom,
HernpaBuibHOe — 0 6ansioB.

3aganmue 50
Bribepure BepHbINA, Ha Baill B3r/isiZi, OTBeT U 00BeiUTe KPY>KKOM ero HoMep (K/IMKHUTe KypCOpOM,

TOCTaBbTe KPECTUK B HEOOXOAUMOU K/IeTOUKe).
JIOKyMeHTaLHOHHOe 00ecneyeHHe ynpaB/ieHUs — ITO0...
1) mnpoluecc yCTaHOB/IeHUS] U TPUMeHeHUs] TIPaBUJ/ C LieJIbl0 YIIOPSiAOUeHus1 JesiTeTlbHOCTU B
JleNI0NIpOr3BO/CTBE
2) [eATenbHOCTb amrapaTa YIpaB/eHHs, OXBaThIBalollas BOMPOCHl JOKYMEHTHUDOBaHUSI U
opraHu3alu paboThl C JOKyMeHTaMH
3) COBOKYIHOCTb JJOKYMEHTOB, IIPUMeHsIEMbIX B OTIpe/ie/IeHHOM cdepe AesTeTbHOCTH
4) COBOKYITHOCTb DEKBH3WUTOB, YCTAaHOBJEHHBIX B COOTBETCTBUU C (DOPMY/SIPOM [OKYMeHTa
OTBert: 2
OueHka: quxoroMuyeckasi. [IpaBubHOe BBIMOHEHHe OHOTO Takoro T3 oreHuBaercsi 1 Gaiiom,
HerpaBWIbHOe — 0 OasoB.

Kputepuu oLieHKY TIpY NpoBeieHUH AU QepeHLIMPOBaHHOIO 3ayeTa

«OTJIUYHO» «XOPOILIO» «y/IOBJIETBOPUTE/ILHO» | «HEY/[OBJIETBOPUTEILHO»
CTY/IEHT BBITIOJIHWI | CTY[IeHT  BBITIOIHWI| CTY/IEHT  BBITIOJIHWI | CTYJI€HT BBITTOJTHUJT
91-100% u Habpan | 71-90% u Habpan 60-70 u Habpan 30-35 | meHee 0-59% u Habpan 0-
46-50 6aios. 36-45 6a/L/IoB. 0asIoB. 29 6asIoB.

MMHWCTEPCTBO HAYKHU 1 BBICIIET'O OBPA30BAHNS POCCUICKOW ®EIEPALIN
Enaby>xckuii uHCTUTYT (Punman) ¢esepansHOTO rocyapCTBEHHOTO aBTOHOMHOTO 00pa30BaTeIbHOTO
yupeXx/ieHus BbICIIero 00pa3oBaHus
«Ka3zanckuti (IIpuBosmkckuit) efepanbHblil yHUBEPCUTET»

3apanus K auddepenpupoBaHHomy 3auety no OIL.06 «/lokymeHTalMOHHOE
obecrnieyeHue ynpaB/ieHUsD»

1. CoctaButh ¥ O(OPMHUTH TpPUKA3 IO OCHOBHOW [esTeJbHOCTH 00 wurorax paboTel C
Jokymentamyu B 2017 romy ITAO «Mwup». B KoHCTaTHpyrolled 4YacTH YKaKUTe Ha HHU3KYHO
TpeboBaTeNIbHOCTh PYKOBOJMTE/E TOo/pa3je/ieHnii K KayeCTBY IIOATOTOBKM [JOKYMEHTOB U
KOHTDOJISl UX WCIONHeHWs. B pacriopsiavuTesibHOM yacTh obpaTuTe BHHMMaHHe DYKOBOJUTeNed Ha



TIOBBIIIIeHHe TPeOOBaTebHOCTH K PabOTHHWKaM B YacTh paboThl C JoKyMmMeHTamu. [laiiTe 3azaHue
PabOTHHKY, OTBEYAIOIIEMY 3a J1eJIONPOU3BO/CTBO, Ha Pa3pabOTKy Mep IO YJIyUIllIeHUIO ITOM PaboThI
2. CocTtaBUTb M OQOPMHUTHL PpaClOpsUKeHUE. YKaXuTe, UTO B CBS3UM C TIPeJCTOSALMMU
CTPYKTYDHBIMU HW3MeHEeHUsIMH JUPEeKTOp 0O0s3bIBaeT IPOBECTU TIPOBEPKY ILUTAaTHO-(PUHAHCOBOM
JVCLIMIIMHBL. YKa)KuTe OTBETCTBEHHOIO U CPOK BBIIIO/THEHUS, KOHTPOJIb 3a BBINIOJIHEHWEM
pacriopsUKeHUsT BO3/IOXKUTE Ha 3aMeCcTUTesIsl AupekTopa. [lpyrve [aHHble B TEKCTe U PEKBU3UTHI
yKakKMTe CaMOCTOSITE/IbHO

3. CocTtaBuTh U 0()OPMUTDH aKT O PeBU3UHM KacChl. B TekcTe yKa)kuTe, UTO B pe3y/bTaTe peBU3HUU
ObUIO YCTAaHOBJIEHO, UTO OCTATOK JleHer B Kacce COrJIaCHO JIaHHbIM OyXrajiTepcKoro yuera COCTaBUI 3
521 000 py6., HejocTauu HAJIMYHBIX JIeHeT 110 BUHe KacChpa He 00HApY»KeHO

4. CoctaBuTth ¥ 0)OPMHUTH PeKIaMHOE TTMCbMO O TIPO/iaKe YaCTHBIM JIML[aM U TOCY/JapCTBEHHBIM
MpeANpUATUSIM TePCOHA/BHBIX KOMITBIOTEPOB MO JOrOBOPHOM CTOMMOCTA M O BO3MOXXHOCTU
TIPUHKUMATh 3aKa3bl Ha COCTaB/IeHHe IPOrpaMMm

5. CoctaBuTh ¥  OGOPMUTb THUCBMO-TIPOCKOY  Haya/JbHUKA I[JIAHOBO-9KOHOMHUUECKOTO
ynpaBnenusi [TAO «Penykrop» B ajpec jaupekropa WHCTUTyTa SKOHOMHKHA C TpOChOOM
PEKOMEeH/|0BaTh CIeL[MaTuCTOB U3 YKC/Ia BbIYCKHMKOB 3a0UHOI0 OT/e/eHUs MHCTUTYTa MOCaeHUX
JIeT, UMEIOIIUX OTIBIT PaboThI B 06/1aCTH SKOHOMUKH MMPOMBIIUIEHHBIX TIPATIPUSITUN, Ha [JO/DKHOCTH
9KOHOMMUCTOB yTIpaB/ieHusi. B mucbMe ObIIO BBICKA3aHO TOXKeaHHE TMpeTeHZieHTaM Ha BaKaHTHbIe
JIOJDKHOCTH TIOATOTOBUTH pe3toMe U TIpUCIaTh UX MO (PakCy B ajipec ympap/ieHus, a Takxe, MO
BO3MO)KHOCTH, TIPeCTaBUTh PeKOMeHZaTe/bHble MMChbMa C TOCIeAHUX MecT paboTel. OcTasibHbIe
JlaHHbIe YKa)KUTe CaMOCTOSITE/IEHO

6. CocrtaButsb 1 opopmuthb npuka3z AO «Toproseiii foM «MepKypuii» 0 MTMKBAJALMU MarasmuHa
«TpuKkoTak». MarasuH JMKBUAWUPYETCS B CBSI3U C HepeHTa0e/JbHOCTBIO M B IL[eJIIX COKpaIlleHus
pacxozoB. IIprka3oM JMKBUAUPOBAH MarasuH; CO3/aHa JIMKBUJALIMOHHAs KOMUCCHS, COCTOSLLAs U3
3aMecTuTenss reHepanbHOro paupektopa AQO «Toproeoeii gom «Mepkypuil» (Tipefcefaresib
KOMHCCHM), AUpPeKTOpa MarasvHa «TpUKOTaK» W HaualbHHUKA SKOHOMUUecKOro otaena AQO; aaHbl
NOpy4YeHus1 TpefcefiaTe/ll0 JMKBUJALMOHHOM KOMMCCHM II0 CPOKYy TMpe/CTaB/IeHUusl aKTa
JIMKBU/JALIMOHHOM KOMMCCHH, 3aMeCTUTE/II0 FeHepabHOro JUpeKTopa M0 SKOHOMUKE 10 BHECEHUIO
TIPe/IJIOXKEHUH O Zia/TbHeHIIeM HCTI0/Ib30BaHUM 0CBOOO K IAIOIIIErOCs TOMeIIeHHST

7. CocTtaBUTb M OQOPMHUTHL PpaClOpsUKeHUE. YKaXuTe, UTO B CBS3M C TIPeJCTOSALUMU
CTPYKTYDHBIMU HW3MeHEeHUsIMH JUPEeKTOp 0O0s3bIBaeT IPOBECTU TIPOBEPKY ILUTAaTHO-(PUHAHCOBOM
JVCLIMIIMHBL. YKa)KuTe OTBETCTBEHHOIO U CPOK BBIIIO/THEHUS, KOHTPOJIb 3a BBINIOJIHEHWEM
pacropsUKeHUsT BO3/IOKUTE Ha 3aMeCcTuTesIsl AupekTopa. [lpyrve [aHHble B TEKCTe U PEKBU3UTHI
YKakKMTe CaMOCTOSITE/IbHO

8. CoctaBuTh U O(QOPMHUTEL aKT TMPOBePKU (MHAHCOBO-XO35HUCTBEHHOU [lesATe/IbHOCTH Balllero
npegrnpusAtus. OcHoBaHueMm sBisieTcd Tipuka3 gupektopa oT 00.00.0000 Ne 21 «O co3panuu
KOMHCCMM TIO0 TIpOBepKe (DMHAHCOBO-XO3SMCTBEHHOM JedTenbHOCTH» (CoCTaB  KOMHCCHU:
nipeJicesiaTeslb — 3aMeCTUTeNIb JUPEKTOpa; WieHbl KOMHUCCHU: 3aMeCTHTe/b TJIaBHOro OyxrasnTepa,
WH)KeHep-9KOHOMUCT, Oyxrantep-peBu3op. B pe3ysbTaTe MpOBepKU ObUIO YCTAHOB/IEHO HapyIlleHHe
B CHCTeMe yJeTa 000pyZoBaHHUS.

9. CocraBuTh M 0(OPMUTH MUCHMO Haua/lbHUKa OTAena peknambl [TAO «3JTtanoH» B azpec
YHHUTAPHOTO MYHUILIAIIA/TLHOTO TIPEATIPUATHS «3e/leHbIi O0p» O AOTIOIHUTeTbHOM (PMHAHCHPOBAHUU
3aka3a Ne 24 Ha U3roTOB/IeHME PeKIaMHbIX MPOCIIEKTOB B CBA3M C POCTOM LieH Ha MoJyurpaduyeckue
yCJIyT'¥ BO BTOPOM KBapTasie TeKylllero rojia ¥ UsMeHeHreM CMeThl 3aTpaT. B nrcbMe yKasblBasiocs,
YTO BBIMOJIHEHWE 3akKa3a OyJeT OCYIecTB/eHO TOJbKO TIPH JOTIOJHUTETbHOM BbIJje/IeHuH 23
ThIC.py0. OcTanbHbIe AHHBIE YKA)KUTEe CaMOCTOSITETbHO



10. CoctaButh U odopmuth mpukas [TAO «Pagyra» o peopraHu3zaljuu KaHIIe/SIpUM B OTAeN
vH(MOpPMalMOHHO-A0KyMeHTaliMoHHOro  obecrieuenuss (OWJ0O). B KoHCTaTupyloled 4YacTu
HeoOX0/IMMO COCJIaThCs Ha paciuvpeHve (GyHKIWA U BHeJpeHHe B pabOTy CUCTeMbl 37IeKTPOHHOTO
JIOKyMeHTOooOopoTa. B pacnopsiiuTe/ibHOM YacTU yCTaHAB/IMBAETCs ILITaTHas UACI€HHOCTh OT/ena B
KOJIMYecTBe 7 4YeJIOBEK, [AlTC TOPYUYeHHsl HauyaJbHUKY SKOHOMUUYECKOrO OTZesia M0 BHECeHWIO
M3MeHeHU! B IITaTHOe DPAaCIMCaHWe W Haya/JbHUKY KaHLeSIPUM IO pa3paboTke IOJIOKeHUs 00
ONAO. OcranbHble JaHHbIE YKAXKUTE CAMOCTOATE/IbHO

11. CocraButh ¥ 0)OPMHUTH yKa3aHHe 3aM.JUpeKTopa (GUpMbl 00 OpraHM3aruy KOTMPOBa/IbHO-
MHOKUTebHOTO 610po. B TekcTe yKa)kuTe, UTO B COOTBETCTBHMM C TPUKA30M [UPEKTOpa, 3aM.
Jupektopa ¢UpMbI 00s3bIBaeT 3aB. KOIMUPOBAJIbHO-MHOXKUTETLHOTO Or0po paspaboraTh ¢opmy
3aKa3a Ha pa3MHOJKeHHe [OKYMEeHTOB, Bbl/laBaTb pa3MHOXeHHbIe OKYMEHTbl HWCIIOJHUTENAM C
COOTBETCTBYIOILIeH paclUCKOW B JKypHasie yueTa, perMCTPHMPOBATh MOCTYMAKoL[e Ha Pa3MHOKEHHUe
JIOKYMEHTBI, KOHTPOJTb UCITOJTHEHUsT BO3/IOXKUThH Ha HauaslbHUKA 00IIlero otzesna

12. CocTtaBuTh U 0(DOPMUTH aKT TI0 TpeANpusTUi0 «KaHOH» 00 WTOraX pPeBU3WU TI0 TIPOBEPKE
¢uHaHCOBOTO OTYeTa. B TeKCTe yKaKuTe, UTO peBH3Wel OOHapykKeHbI (PakThl rpyOOro HapyIIeHUs
(MHAHCOBOrO yueTa ¥ OTUeTHOCTH 110 KOMaH/IMPOBKaM, OTCYTCTBUe KypHasa yueTa JJoBepeHHOCTel
13. CoctaButb U odopMuth nrucbMo aupektopa AO «®acaz» CopokuHa B.A. reHepanbHOMY
mupekTopy AO «Kumctpoii» MapkoBy H.H. ¢ npeaioxeHrieM 06 OKa3aHWM PeK/JIaMHBIX YCIYyT st
MPOJBWKEHUs] CIpoca Ha KBapTUPbl B CTPOSIMXCS JKWIbIX JoMax. llpesaBapuresbHast
JIOTOBOPEHHOCTh O PpEeKJaMHOM KaMIlaHUM Obl/la JOCTWTHYTa B XOJle COCTOSIBIIMXCS paHee
neperoBopoB. OcTanbHble JaHHble YKaKUTe CaMOCTOSATeIbHO

14. CocraBuTh U OOPMUTH yKa3aHHe 3aM. JupeKTopa ¢upMbl 006 OpraHM3aliu KOMHMPOBaIbHO-
MHOKUTeNbHOTO 010po. B TekcTe yKakuTe, UTO B COOTBETCTBHMM C TPUKA30M [UPEKTOpa, 3aM.
JupekTtopa ¢GUpMbI 00s3bIBaeT 3aB. KOIMUPOBAJbHO-MHOXKUTETHHOTO OrOpo paspaboraTh ¢opmy
3aKa3a Ha pa3MHOKeHHe [OKYMEeHTOB, Bbl/laBaTb pa3MHOXXeHHbIe [JOKYMEHTbl HCIIOJTHUTENAM C
COOTBETCTBYIOILIeH paclUCKOW B >KypHasie yueTa, PerMCTPHMPOBATh IMOCTYMAKL[e Ha Pa3MHOXKeHUe
JIOKYMEHTBI, KOHTPOJTb UCITOJTHEHUST BO3/IOKUThH Ha HauaslbHUKA 00ITIero otzesna

15. CoctaButh ¥ OG(OPMHUTH [JOKIaJHYIO 3alMCKy TJIaBHOTO OyxXranrepa pPyKOBOJAUTEIO
NpeArnpusTUS O HeoOXOJUMOCTU LieHTpalv3aldyd pacueToB C pabOTHUKaMM TMpearnpusatus. B
00513aHHOCTM YyYeTHbIX pAOOTHUKOB 1[eXOB J[IO/DKHO BXOJWTh JIMIIL O(OpM/IeHHe YyueTHbIX
JIOKYMEHTOB TI0 yueTy BbIpaOOTKU. B foKnagHOM 3amucke He0OXOAWMO TO/aTh TpejjioXKeHHe T10
NepecMOTpY IITAaTOB, OTUETHbIX PaOOTHUKOB B lleXax M TJIaBHOW OyXrajiTepud W3 pacueTa OOILero
COKpallleHUsI IITaTOB He MeHee yeM Ha 20%

16. CocTaBuTh ¥ 0OPMUTH aKT 00 UTOTax [JOKYMEHTa/lbHON peBU3MU PabOThl OpraHW3aliH 3a
OTYeTHBIW roj. B akre peBu3uM 3aMKCUPOBAHBI C/eyHOIIMe HeJOCTaTKWA: He YIOpsJoueH yuer
JIMYHOT'O COCTaBa, HEKOTOPbIE JINYHbIE Jle/la HaXOAATCS B 3aIlyIlleHHOM COCTOSIHUU

17. CoctaButh ¥ 0()OPMUTH aKT O CHMCAHUU UMYILECTBa. B TekcTe yKa)KuTe, UYTO O MEPUOJ, C
00.00.0000 mo 00.00.0000 komwuccHs TipoBejia pabOTy TI0 YCTAHOBJIEHWIO HETMPUTOJHOTO K
JaJIbHEUNILIEMY HWCIIO/b30BAaHUI0 WMYIIleCTBa. B pe3ynbraTe paboThl OBLJIO yCTaHOB/IEHO, UTO
MMYILIECTBO COIVIACHO TPWIaraéeMoMy K akTy IIepeuyHI0 TMOJJIeXXUT CIHUCAHUI B CBSI3U C
HEMNpUTOJHOCTBIO [IJI1 UCIO0/Ib30BaHUs COCTaBUTh M OGOPMUTH MUCHMO-TIPUTJIALIEHe areHTCTBa
«/H}pOopMaliOHHO-TIPaBOBbIe CUCTEMbI» 00 yuacTHU B ceMUHape «TeXHOIOTrMUecKre W TpaBOBbIe
aCTIeKThl 3all[UThl KOMMepUeCKoi HHGpopMarum»

18. CocTaBUTb U OPOPMHUTBL TTUCBMO-0TKa3 nosmrpaduueckoro npearnpusatus «IlaptHep» (ITAO)
akioHepHOMY 0011iecTBy «CasroT» M0 BOMPOCY BBIMIOJIHEHWS 3aKa3a Ha WM3rOTOB/IeHHe OJIaHKOB
yueTa M OTYeTHOCTU. [IpUuUMHOM OTKa3a sIBUIach PEKOHCTPYKLMs T[€YaTHOTo Iiexa, KOTopasi
MPOJTUTCS [0 KOHLIA [TePBOro MOMyroJvst; Ipyrye JaHHble YKa)KUTe CaMOCTOSITETbHO



19. CocraBuTh U opopmuth rpuka3 [TAO «Cknaa» 06 obecrieueHUM MOXXapHOH 6€30MacHOCTH U
YCUJIeHUM OXpaHbl TMpeAnpusTusi. B KOHCTaTUpyoljed 4YacTU COLUIMTeCh Ha OMNacCHOCTb
TEePPOPUCTUUECKHUX aKTOB W YKaKuTe IieJib obecrieueHusi 0€30MacHOCTH JitOZeld M COXpaHeHHe
uMmylliectBa. B pacriopsiiutenbHOM yacTy ciieflyeT 00si3aTh HadyajabHUKA OT/esia oxpaHbl JIO)KKHWHa
K.X. ycuiuTh MpOMyCKHOW peXXUM W OpPraHU30BaTh KPYIJIOCYTOUHOE AeXYPCTBO Ha cKiazge Nel;
KoMeHaHTa 37aHusl Cyxux B.H. — mpoBepuTh COCTOSIHME CHUrHanu3alydd M 37€KTPONPOBOJKH, a

HauaJbHUKa aAMUHUCTpatuBHOro otzAena Iletpenko O.II. — mnepeBectu Ha ckiag Nel
BOCIL/IaMeHso1Iecs BeljecTBa. OcTanbHble JaHHbIe YKa)KUTe CaMOCTOSATeIbHO
20. CoctaButh U OQGOPMUTHL [OKIAJIHYIO 3alMCKy HauadbHUKA OT/e/lla PYKOBOAUTEIO

npeAnpusaTUs O (hakTe HEBBIOJHEHUs PacriopsKeHWs 0 MOHTake 00OOpyZOBaHMS Ha ydacTKe TI0
TIpPUYMHE €/1ab0T0 KOHTPOJIS CO CTOPOHBI TJIaBHOT'O MeXaHUKa

21. CoctaBuThb U O(OPMUTHL AKT O TPOBEpPKe KacChl. B TekcTe yKaKuTe, UTO B pe3yJibTaTe
peBU3UM KaCChl KOMUCCHS YCTAaHOBU/IA: OCTATOK Ha/IMUHBIX CpefCTB o coctosHuro Ha 00.00.0000
COTJIACHO KaCCOBOW KHWTe U JaHHBIM OyXrasTepckoro ydera Jo/bkeH coctaBisiTh 450 000 pybiei;
(aKTUUeCKHI 0CTaTOK HaIMUHBIX ZieHeT B Kacce coctasisier 400 000 py6sieit. HemocTtaua HalmMUHBIX
JeHer B kacce cocrapnisier 50 000 pyOmeli; HemocTaua HaJMUHBIX JieHer oOpa3oBasach 1O BHHE
Kaccupa MonounukoBoi [1.A.

22. CoctaBuTh U 0OPMUTH MUCbMO-TIPOCKOY akIjoHepHOro obimiectBa «CIYTHUK» B KOMHUTET
BHEIITHeIKOHOMHUUECKUX CBsi3el a[MUHUCTPALIUU PECITyO/TMKHY O BbIJie/IEHUH JIMLIEH3UH Ha TTOCTaBKY B
Kuraii 4000 TOHH MeTa/ula B CBSI3M C 3aK/IOUEHHEM JIOTOBopa JayissHbCKUM OO0beJuHEeHHEM T10
Me>XKAYHaPOAHOMY COTPYAHHUYECTBY Ha CTPOUTEBCTBO JIEBITUITAXXHOTO 00mexxuTrst B Habepe)xHbIx
YesnHax. CorsacHO /I0TOBOpa OIJiaTa BBITIOJHEHHBIX paboT OyzeT MpOW3BOAWUTHECS POCCHHACKUMU
py0/isiMU U MaTepHaiaMU

23. CoctraButb u“ 0(GOPMUTH [JOK/JaJHYHO 3alMCKy O T[PUYMHAX HECBOEBPEMEHHOI0
rpe/ioCTaB/ieHusl MH(OPMaLMY O BLITIOJTHEHUU MpHKa3a AupekTopa. OcTanbHble DEKBU3UTHI YKa)KHATE
CaMOCTOATe/IbHO

24. CocTtaBuTh U 0()OPMUTH aKT O PeBHU3UHM KacChl. B TekcTe yKa)kuTe, UTO B pe3y/bTaTe peBU3HUU
OBbLIO YCTaHOBJIEHO, UTO OCTATOK /leHer B Kacce COTJIaCHO J@HHBIM OyXTra/sTepCKOro y4eTa COCTaBU 3
521 000 py6., HefoCTauu HaIMUHBIX JleHer 10 BUHe Kaccupa He 00Hapy»>KeHO

25.  CoctaBUTb U O(QOPMUTH aKT MPOBEPKH (PMHAHCOBO-XO3SMCTBEHHOM [JesiTeIbHOCTU Balllero
npeanpusaTus. OcHoBaHueM sBrsieTcd Tipuka3 aupektopa oT 00.00.0000 Ne 21 «O co3manuu
KOMUCCUM TI0 TIpOBepKe (PMHAHCOBO-XO35MCTBEeHHOUW JesiTebHOCTU». (CoCTaB  KOMHCCHU:
nipe/icesiaTe/lb — 3aMeCTUTeJIsI JUPEKTOpa; WieHbl KOMHUCCHM: 3aMeCTHTeJIsl TJIaBHOro OyxrasnTepa,
WH)KeHep-9KOHOMHUCT, Oyxranrep-peBu3op. B pesysbraTe mpoBepKy OBIZIO YCTaHOBIEHO HapylleHHe
B cCTeMe yJeTa 000pyZoBaHuUs

26. CocTtaBUTb U O(GOPMUTH TIPUKAa3 1O OCHOBHOMW [leATe/IbHOCTH O BHECEHUM HW3MeHeHUM B
LITaTHOE pacnucaHuve. B KOHCTaTUpYIOIel YaCcTU TeKCTa yKaXkKUTe, UTO B CBSI3U C TIPOM3BO/JCTBEHHOM
HE0OXO/IUMOCTBI0 M OTKDBLITHEM IjeXa I0 TPOU3BO/CTBY TMonydabpukaTtoB. B pacriopsauTenbHOM
YyacTU TeKCTa BHECTU B LITaTHOE pacrvcaHue TOProBOW KOMIaHUM CJeAyIolie U3MeHeHUs: BBeCTH
JIOJDKHOCTB TIOBapa 1o TIPOU3BO/ICTBY T0/y(habprKaToB C OKIajoM ...py0. KoHTpo/b 3a ucTomHeHue
TIpYKasa BO3/I0)KUTe Ha 3aMeCTUTesIsl JUPeKTopa

27.  CoctaBuTh U OPOPMHUTH akKT Mo TpeAnpusThio «KaHoH» 00 WTOrax peBHM3WH MO TIPOBEPKE
¢uHaHCOBOrO OTUeTa. B TekcTe yKakuTe, UTo peBU3Uel 0OHapy>keHbl (DaKTbl rpPyOOro HapylleHUs
(b1HaHCOBOrO yueTa U OTUeTHOCTH 10 KOMaHJMPOBKaM, OTCYTCTBHE KypHasa yJeTa JOBepeHHOCTelN
28. CocTaBUTb U 0(hOPMUTHL COTTPOBO/IUTE/ILHOE TTMCBMO O HarlpaB/ieHUd Bam Ha pelieH3MpoBaHUe
pyKomMcHd mporpamMmbl Kypca «OpraHusaiusi HWHGOPMALMOHHOTO 00ecrieueHusi yTpaB/IeHUs».
[Tporpamma mipeAriosiaraeTcsi Kak TWIOBas /s BbICIIMX Y4eOHBIX 3aBe/leHWH, WMEROL[UX



crieruanusauyu «MeHepkmeHT» Wi «OpraHusanys ynpasiaeHus». OT3bIB IPOCAT NpUC/IaTh A0 12
nekabps 2017r.

29. CoctaBUTh M O(OPMUTHL HH(POPMALIMOHHOE TMCbMO. B Tekcte ykaxute, uto AO
«busHeciikona «MHTen-CruHTe3» MOArOTOBWIA K M3IaHUI0 KHUTY «/le/Iornpou3BOACTBO». B KHuUre
OCBeIIAlTCs TpPeOOBaHUSI K COCTaBIEHHIO U O(OPM/IEHUIO CIy)KeOHBIX JOKYMEHTOB W TIpaBW/IA
paboThI C HUMU

Kpurepuu onenku Ha juddepeHiIpoBaHHOM 3aueTe

«OT/IMYHO» «XOpOLLIO» «Y[IOBJIETBOPUTEJ/IbHO» «Hey/I0BJIeTBOpUTE
JIBHO»

CTy[eHT CTYZI€EHT  PACKpPbIBAE€T | CTYJEHT pacCKpbiBaeT BOIIPOC | BOMIPOC He
PaCKpEIBaeT BOIIPOC, | BOIMMPOC, IIPakKTHUUYeCKOoe | e B T10JIHOU mepe, | PacKphIT,
[pakTH4yecKoe 3a/laHue BBITO/HsIET Oe3 JOIyCKaeT HeTOYHOCTH B | MPaKTAUYeCKoe
3a/laHye BBITOJHAET | OIIMOOK, Ha (bopMyIMpoBKax (1-2 | 3amanue He
6e3 OH-H/I6OK’ AOTIO/THUTE/TbHBIE O]_I_II/I6KI/I) s MPaKTUUYECKOEe | BEITIO/IHEHO.
yBEpEeHHO OoTBeyaeT | BOTIPOCHI OTBEYAET, | 331aHMe BBITIOJTHEHO
Ha [OIOJ/IHUTE/IbHBIe | JOIIYCKAaeT HETOUYHOCTH YaCTUYHO, C JIOMYyLIeHUeM
BOIIPOCHI B Oripee/ieHUAX OIMO0K
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