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1. Ilean ocBoOeHHS AU CIMILIMHBI

Gopmuposanue 3HaHuil NO:

- MOHATHAM, LIEJH, 3a/1a4aM U IPUHIIAIIAM JETIOTIPOU3BOICTBA;

- OCHOBHBIM MOHSATHUSM JJOKYMEHTAIIMOHHOTO 00CCIICUCHHUSI YIIPABIICHUS;

- CUCTeMaM JIOKyMEHTAI[MOHHOTO OOECTICUCHHUS YIIPABICHHUS;

- KJIaCCH(HKAIIHN JIOKYMCHTOB;

- TpeOOBAHUSAM K COCTABIICHHUIO M O0()OPMIICHHIO JJOKYMECHTOB;

- OpraHu3aIu JOKyMEHTO000poTa: puemMy, 00padoTKe, perucTpaium, KOHTPOJIIO,
XpaHEHUIO JJOKYMEHTOB, HOMEHKJIAType Je;

- TpeOOBaHUS K COCTABICHHUIO i 0(OPMIICHHIO PACTIOPSAUTEILHON JOKYMEHTAIIHH,

- TpeOOBaHUS K COCTABICHUIO M 0(DOPMIICHHIO OPTAaHNU3AIIMOHHON JJOKYMEHTAIIHH;

- TpeOOBaHUS K COCTABJICHHIO W O(OPMIICHUIO HH(POPMAIIMOHHO-CIIPABOYHON
JOKYMEHTAITIH;

- TpeOOBaHUS K COCTABICHUIO M O(DOPMIICHHIO JIOKYMEHTOB IO JINYHOMY COCTaBY;

Gopmuposanue ymeHuil no:

- 0(OPMIICHHIO TOKYMEHTAIIUN B COOTBETCTBUU C HOPMATUBHOM 0a30ii, NCIIOIB3YsI
nH(OpPMaLMOHHBIE TEXHOJIOTHH;

- OCYILIECTBJICHUIO aBTOMATHU3aI[M1 00paObOTKU JJOKYMEHTOB;

- YHU(DHUKAIIMN CUCTEMBI TIOKyMEHTAIUH;

- OCYILIECTBIICHUIO XPaHEHHsI U MIOMCKA JOKYMEHTOB;

- OCYIIECTBJICHUIO aBTOMATH3alMA 00pabOTKU JOKYMEHTOB;

- WCIOJIb30BAHUI0  TEJIEKOMMYHUKALIMOHHBIX TEXHOJOTUH B  3JIEKTPOHHOM
JTOKYMEHTOO0O0POTE;

- 0pOpPMIICHHIO  PACTIOPSIAUTENBHON  JTOKyMEHTAallMd B  COOTBETCTBUU  C
HOPMAaTUBHOI 0a30H, B TOM YHCJIE C UCHOJIb30BaHUEM MH(GOPMAITMOHHBIX TEXHOJIOTHIA;

- 0(hOPMIICHHIO OPraHU3aIIMIOHHON JOKYMEHTAIIMH B COOTBETCTBUU C HOPMATHUBHOU
0a30ii, B TOM YHCJIE C UCIOIb30BaHUEM HHPOPMAIIMOHHBIX TEXHOJIOTUH;

- opopmieHHI0 UH(DOPMALMOHHO-CIIPABOYHONU JOKYMEHTAllUU B COOTBETCTBHH C
HOPMAaTUBHOI 0a30H, B TOM YHCJIE C UCHOJIb30BaHUEM HH(GOPMAITMOHHBIX TEXHOJIOTHIA;

- opOpMIICHHIO JOKYMEHTAllMd [0 JHMYHOMY COCTaBy B COOTBETCTBHH C
HOPMAaTUBHOI 0a30#, B TOM YHCIIE C UCIOJIb30BaHHEM MH(POPMAITMOHHBIX TEXHOJIOTHA.

2. Mecto gucummiinnsl B crpykrype IIICC3
Vuebnas mucuumuinHa OI1.04 «JlokymMeHTalMoHHOE OOecCreyeHHe YIpaBJICHUS) SBIISETCS
oOmienpodeccuoHaTbHON AUCHUILIMHON npodeccuoHanbHOro 1ukna B cootrBerctBuu ¢ ®I'OC mo
cnenuansHocTH CIIO 38.02.03 «OnepannonHas IeSTENBHOCTD B JIOTUCTUKE». OCBauBaeTCsl HA BTOPOM

Kypce (3 cemectp).

3. Komnerennuu ody4aromerocsi, (popMupyemMbie B pe3y1bTaTe 0CBOCHHUS THCIUTITHHBI

B PE3YyIbTAaTC OCBOCHUS NJUCHUIIJIMHBL (I)OpMI/Ipy}OTCH KOMIICTCHIITM M

HNunexc

Pacum¢poska npuodperaemMoii KoMIeTeHIHH
KOMIIETEHIIUHU




OK1

Bribupars
MPUMEHUTENBHO K PA3IMYHBIM KOHTEKCTAM

CII0COOBI

pereHust

3ama4  MpoEeCCHOHATBHOU  JCSITeNbHOCTH

OCyIECTBIIATh COMPOBOXKACHHUE, B TOM YHUCIE JOKyMEHTAlMOHHOE, IIPOIIELyPhl
IIK 1.3 3aKyIOK

K 1.3

OCYHIGCTBJI?ITI) JOKYMCHTAIIMOHHOC COITPOBOXKIACHUC CKIAICKHUX onepaum"l

ACTI;

B pe3ynpraTe 0cBOEHUS AUCHUIIIMHBI 00 yJarOIIUIICs 10KEH 3HATh:

MOHATHUEC, LCIIN, 3aJa41 U MPUHIHUIIBI ACTIOIIPOU3BOJACTBA,
OCHOBHBIC IMOHATUA JOKYMCHTALITMUOHHOT'O oOecrieyeHus YIIPpaBJICHHA,
CUCTCMBbI JOKYMCHTALITMOHHOT'O oOecrieyeHus YIIpaBJICHHA,
KJIaCCU(UKALUIO JOKYMEHTOB;
TpeOOBaHUs K COCTABIECHUIO U 0(DOPMIICHUIO TOKYMEHTOB;
OpraHHU3aLuIo JOKYMEHTO000poTa:

npueM, o0paboTKy, PETUCTPallii0, KOHTPOJb, XpaHEHUE JOKYMEHTOB, HOMEHKIATYpy

B pe3ynbraTe 0cBOEHUS AUCHUIIIMHBI 00yJaroIMIiCs T0JDKEH YMeTh:

0hOpMIIATh JOKYMEHTAITUI0O B COOTBETCTBUM C HOPMATUBHOW 0a30H, HCIOIB3YS

nH(OPMAaLMOHHbIE TEXHOJIOTUH;

OCYIIIECTBJISATH aBTOMATHU3AIUIO0 00pa0OTKU JOKYMEHTOB;

YHU(PUIIMPOBATH CUCTEMBI IOKYMEHTAIUH;

OCYIICCTBJIATH XPAaHCHUEC U ITIOMCK JOKYMCHTOB;

OCYIIIECTBJISTh aBTOMATHU3AIUIO0 00pa0OTKU JOKYMEHTOB;

UCIIOJIB30BaTh

JTOKYMEHTOO0O0POTE;

CEMCCTPC.

4. CTpyKTYypa M coJep:kaHue JUCIHUILIHHBI
4.1. O0mas Tpya0eMKOCTh JUCHUILIMHBI B yacax O01mas
TPYIOEMKOCTh IMCIUILIIMHBI COCTaBIIsAET /4 daca.

dopma HPOMEKYTOYHOM aTTeCTallMM MO AUCHUIUIMHE: IuddepeHInpoBaHHbIH 3aueT B 3

TCIICKOMMYHUKAIIMOHHEBIC

TE€XHOJIOTHH

B SJICKTPOHHOM

Bunael 1 yacel ayquTopHOM
paboThl, UX TPYAOEMKOCTh

CaMocTosTe Tekyiue
Paznenbr u Tembr (B yacax)
B JIbHAS hopMbI
JTUCIUIIINHBI ) [TpakTuuec| Jlaboparo
9  |Jlexnu paboTa KOHTPOJIS
3 KHe pHBIC
51
o 3aHATHSL | pabOThI
Tema | OcHOBHEIE
1 MOJ0KEHUS
JOKYMEHTAI[MOHH | 3 8 7 0 4 CooOuieHus
oro odecreueHus
yIpaBICHUS




Tema | Cucremsl Coobmenus
2 JOKYMEHTAI[MOHH TectupoBanu
oro obecrieueHus | 3 8 7 4 el
YHIPAaBJICHHUA H HX KontponbHas
aBTOMAaTHU3alUA pa60Ta 1
Tema | Knaccuduxanums
3 OKYMEHTOB.
?pe?(;[BaHHa K Coobuenns
3 8 7 4 KonTtposnsHast
COCTaBIICHUIO U
pabora 2
0(OPMIICHHIO
JOKYMEHTOB
Tema | Opranuzanus Coobmenus
4 paboTHI C 3 8 7 5 KonTtposnsHast
JOKyMEHTaMu pabota 3
Bcezo no oucyunaune | 74 | 32 28 14




4.2. ConepxaHue TUCHHUILINHBI

HaunmenoBanmue pasaesioB | Cojaep:kanue y4eOHOr0 MaTepualsia, 1adoparopable padoThl U NPpaKTHYecKHe 3aHATHS, | O0beM yacoB YpoBenb
U TeM CcaMoCTOsITe/IbHAsA padoTa o0yualoumxcs (nex/ OCBOEHUS
NPaKT/camMoCT)
1 2 3 4
Tema 1. OcHOBHBIE Conep:xxanue yueOHOro Marepuaja 19
MOJIOKEHUSI (8/7/4)
JOKYMEHTALMOHHOTO 1 Ilenu, 3agauu TOKYMEHTAITMOHHOTO 00ECTIEUeHUS YIIPaBICHUS 4 1
obecrieyeHus! yPaBJIeHHUsT | 2 [IpuHIMIBI JOKYMEHTALIMOHHOTO 00€CTIeYeH sl YIIPaBIECHUS 4
IIpakTHyeckue 3aHATHS 2
1 Lenwn, 3a1auu ¥ TPUHIUIIBI TOKYMEHTAITMOHHOTO 00ECTIEYCHUS YITPABIICHUSI 7
CamocrosiTesqibHast padoTa 00y4yaroerocs 4 3
1 TloaroroBKa AOKIJIAOB TIO TEME IIEJH, 3a7a91 U IPUHITUIIBI TOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBiIeHUs»:
I'mamuii E. B. JlokyMeHTanmmoHHOE obecrieueHre ymnpasienus : yaeonoe nocodue / E. B.
I'mamuii. — Mockga : U1 PUOP, HULL UTH®PA-M, 2016. — 249 c. — (ITpodeccrnonanbroe
obpazoBanue). — ISBN 978-5-369-01042-6. — URL.:
https://new.znanium.com/catalog/product/468335 (xara o6parenus: 10.02.2020). — TekcT :
ANEKTPOHHBIA.CTp. 11-25
Tema 2. Cucrembl Conep:xaHue yueOHOro MaTepuaja 19
JAOKYMEHTAIMOHHOI 0 (8/7/4)
ob0ecrieyenus ynpasiaeHus | 1 CucteMbl JOKYMEHTAIMOHHOTO O0CCIICUCHUS YITPABICHHUS 4 1
1 UX aBTOMaTH3alusd 2 ABTOMAaTH3AIMS CUCTEM JIOKYMEHTALMOHHOTO 00ECTIeYeHUs YIIPaBICHUS 4
IIpakTHYeckne 3aHATHSA 7 2
1 CucteMbl JOKYyMEHTAMOHHOTO 00eCIIeYeH sl YITpaBIeHUS
CamocrosiTesibHas padoTa 00yuyaronerocs 4 3

1 IMoaroToBka coodmeHuit 0 TeMe «CHCTEMBI JJOKYMEHTAIIMOHHOTO 00CSCIICYCHUS
yIIPaBJICHUS:

I'maguit E. B. JlokymeHTanmoHHoe obecrieueHue ympaBieHUs : yuyeOHoe mocobue / E. B.
I'maguii. — Mocksa : UL PUOP, HULl UHDPA-M, 2016. — 249 c. — (IlpodeccnonansHoe
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oOpa3oBaHue). — ISBN 978-5-369-01042-6. — URL
https://new.znanium.com/catalog/product/468335 (xara oOparieHus:
10.02.2020). — TekcT : 2NeKTPOHHBIH, CTp. 26-42

Tema 3. Knaccudpuxkanus | Cogep:xanue yueOHOro MmarepuaJia 19
nokyMeHToB. TpedoBanus (8/7/4)
K COCTABJICHUIO U 1 Kiaccugukanys TOKyMEHTOB 1O pa3IMYHbIM 4
odopmeHnI0 npu3HakaM 2 TpeboBaHUs K COCTABIEHUIO U 4
AOKYMEHTOB 0(hOPMIICHUIO TOKYMEHTOB:
- TpeOOBaHUS K COCTABIICHUIO H OPOPMIICHHIO PACTIOPSIUTEIBHON TOKYMEHTAIIHH;
- TpeOOBaHUS K COCTABICHUIO H 0(POPMIICHHIO OPTaHN3aIMOHHON JJOKYMEHTAIIHH;
-TpeOOBaHUS K COCTAaBICHHIO © O(OPMIICHHIO HWH(POPMAIMOHHO-CIIPABOYHOM
JOKYMEHTAIIVH;
-TpeOOBaHUs K COCTaBJICHUIO U OPOPMIICHUIO TIOKYMEHTOB IO JMYHOMY COCTaBY
IIpakTHYeckue 3aHATHS
1 Knaccudukamus JOKyMEHTOB TI0 Pa3IMYHBIM IMPU3HAKAM 3
4

2 TpeGoBaHUsI K COCTABICHHUIO M O(POPMIICHUIO TOKYMEHTORB:

- 0QOPMIICHHIO  paCIOPSIUTEIHHON  JOKYMEHTAIlMM B  COOTBETCTBHU C
HOPMATHBHOM 0a30ii, B TOM YHUCIIE C UCTIOJIb30BaHHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

- 0(OPMIICHHIO OpraHU3aIIMOHHOHN JOKYMEHTAIIMU B COOTBETCTBHH C HOPMaTHBHOMN
0a30i, B TOM YHCJIE C UCIIOJIb30BaHHEM HH(POPMAIMOHHBIX TEXHOJIOTUH;

- oGopMIICHHIO UH(POPMALIMOHHO-CIIPABOYHOM JOKYMEHTAIIMA B COOTBETCTBUHU C
HOPMATHBHOHM 0a30if, B TOM YHUCIIC C HUCIOJIb30BaHUEM HH(MOPMAIIMOHHBIX TEXHOJIOTHIA;
0(OPMIICHHIO JIOKYMEHTAIIUH 110 JIMYHOMY COCTAaBY B COOTBETCTBUM C HOPMATHUBHOM 0a30ii, B
TOM YHCJIE C UCIIOJIb30BaHHUEM HH(POPMAIIMOHHBIX TEXHOJIOTUI



https://new.znanium.com/catalog/product/468335
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CamocrosiTesibHast paboTa o0yuyaromerocs

1 [HoaroroBka coobmenuit mo teme «Kiaccuduxanus JOKYMEHTOB 110 pa3IMyHbIM
MpU3HAKAM»:

I'youna O. B. AHanu3 ¢puHAHCOBO-XO3HCTBEHHOM AeaTenbHOCTH : yaeOHuk / O. B. ['yOuHa,
B. E.

I'youn. — 2-e uzn., nepepad. u momn. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpemnee mnpodeccumonanpHoe obOpasoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata o6pamenwus: 16.10.2020). — Tekcr :
ANEKTPOHHBIN, cTp. 43-55

Tema 4. Opranunzanus
padoThI ¢ JIOKYMEHTAMH

Coaep:xkaHue yue0HOT0 MaTepuaja 20
(8/7/5)

1 Cnyx0a T0KyMEHTallHOHHOTO 00ecrieueHus yIpaBJIeHUs 4

2 Opranu3anys onepaTuBHOTO XpaHEHUs TOKYMEHTOB 4

IIpakTuyeckue 3aHATHS

1 Cnyx6a TOKyMEHTAIIMOHHOTO 00CCTICUCHHS 3

yrnpasieHus 2 Opraau3amus OnepaTuBHOTO XpaHEHUS 4

JOKYMCHTOB

CamocTosiTesqibHast padoTa 00y4yaroIerocst

1 IToaroroBka coobmeHuit o TeMe «Opranu3aius Ciryx0 TOKyMEHTAIIMOHHOTO 00ecreueHus
yIIPaBIICHUS:

I'youna O. B. Ananu3 (puHaHCOBO-XO35HUCTBEHHON JAeaTenbHOCTH : yueOHuk / O. B. I'yOuHa,
B. E. I'y6un. — 2-¢ u3a., nepepad. u gomn. — Mocksa : ®OPYM : UH®PA-M, 2021. — 335 c. —
(Cpennee mnpodeccrnonanpHoe obpaszoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata o6pamenwus: 16.10.2020). — Tekcr :
ANEKTPOHHBIH, cTp. 140-201

2 [oxroroBka cooOmienuit o Teme «OpraHu3anys ONepaTuBHOIO XPaHEHUS IOKYMEHTOBY:
I'ybuna O. B. AHanu3 ¢puHaHCOBO-XO03HCTBEHHOM AeaTenbHOCTH : yueOHuk / O. B. I'yOuHa,
B. E.

['yOun. — 2-e u3n., nepepad. u gon. — Mocksa : ®OPYM : UHDPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonansHoe obpazoBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata o6pamenwus: 16.10.2020). — Tekcr :
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3JEKTPOHHBIN

crp. 202-214

Bcero

74




4.3. CTpyKTYypa M coiep:KaHHe CAMOCTOSITe/IbHOI padoThI CTY/IEeHTOB

TpynoemkocTb Dopmbl
Paznen B 4 a6 (B 4acax) KOHTPOJISA
JUCIUATIIMHBI HBL CAMOCTOATCEILHOM PaBOTLI CaMOCTOSITCIIbHOM
paboThI
1 2 3 4 5
Tema| OcHOBHEIC IloaroTroBka JOKJIAJ0B IO TEME «IICIIH,
1 [OJIOKEHHS | 3aJ1a4¥l ¥ IPUHITUIIBI JOKYMEHTAIIHOHHOTO
noKyMeHTamu | o0ecniedenus ynpapnenus». ['maguii E. B.
OHHOTO JlokyMeHTaIMOHHOE 00eCTICUeHHE
obecrieuenus | YIpaBiaeHus : yueOHoe ocooue /
ynpasnenus | E. B. I'magmii. — Mocksa : WL PUOP, HUIL
4 CobecenoBanue

NH®PA-M, 2016. —249 c. —
(ITpodeccnonansHOe 0Opazosanue). — ISBN
978-5-369-01042-6. — URL.:
https://new.znanium.com/catalog/product/4683
35 (marta obpamenus: 10.02.2020). — Teker :
ANIEKTPOHHBIN.CTp. 11-25

Tema| CucteMbl IToaroroska cooOuienuii mo teMe «CHCTEMBI
2 JOKYMEHTAIM | TOKYMEHTAIIMOHHOTO 00ECTICUCHHUSI
OHHOT'O YIPABJICHUS:

ob6ecnieuenus | ['manuii E. B. JlokymeHTanmonsoe
ynpapjaeHusi | OO€CIieYeHne ynpasjeHus : yaeOHoe nocodune

/

U UX

aBromarmzar] | E. B. I'manuit. — Mocksa : 1 PUOP, HUL] 4 CobecenoBanue
us HNH®PA-M, 2016. —249 ¢c. —

(ITpodeccuonansaoe obpazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mata ob6pamenus: 10.02.2020). — Teker :
ANIEKTPOHHBIN, CTP. 26-42

Tema| Knaccuduka | [ToaroroBka cooOIeHni Mo Teme

3 ust «Knaccudukanus J0KyMEHTOB [0 Pa3InYHbIM
AOKYMCHTOB. | fjpnyzpakam»:
TpeGonamms ['ybuna O. B. Ananus
K (HHAHCOBOXO3AMCTBEHHOMN JEATENLHOCTH
COCTABIICHHIO | vyoGuu / O,
" B. I'yOuna, B. E. I'yOun. — 2-e u3n., nepepao.
;gf;\f;{ef(im 1 zom. — Mocksa : ®OPYM : HHOPA-M, 4 Cobecenonaiiie

2021. — 335 c. — (Cpennee npodeccuoHambHOE
obpazoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenus: 16.10.2020). — Tekcr :
AJIEKTPOHHBIH, cTp. 43-55
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Tema| Opranuzanusi| 1 IloaroroBka cooOiieHui mo Teme

4 paboTsI ¢ «Opranuzanus ciayx0 T0OKyMEHTallHOHHOTO
AOKYMEHTaM | oOecrieueHus ynpasieHus»: ['youna O. B.
u Ananu3 GUHAHCOBOXO3SIICTBEHHON

nesrenbHOCTH : yueOHuk / O. B. I'ybuna, B.
E. I'y6un. — 2-¢ u3n., nepepad. u
mor. — Mockga : ®OPYM : UH®PA-M, 2021.
— 335 ¢. — (Cpennee npodeccuoHambHOE
obOpazosanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara o6pamenus: 16.10.2020). — Teker :
HIIEKTPOHHBIN, cTp. 140-201
2 TloarotoBka cooOIIEHUH TIO TEME
«OpraHu3ais ONnepaTuBHOTO XPAHCHHSI
ITOKYMEHTOBY:
['youna O. B. Ananus
(bMHAHCOBOXO3MCTBEHHOU IEATEITLHOCTH :
yaeOHuk / O.

5 Co0ecenoBanue

B. I'youna, B. E. 'youn. — 2-¢ u3g., nepepad. u
mort. — Mocksa : ©®OPYM : MHOPA-M, 2021.
— 335 c. — (Cpennee npodeccrnoHaabHOE
o6pazoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara ob6pamenus: 16.10.2020). — Tekcer :
DIIEKTPOHHBIN

ctp. 202-214

Bcezo no oucuuniune 17

5. O0pa3oBaTe/ibHbIE TEXHOJOTHH

OcBoeHME TUCHHUIUTUHBI «J[OKyMEHTAIIMOHHOE OOECIeYeHHe YIPABICHUM» MpPEAIoiaract
UCIIOJIb30BAHUE KaK TPAIUIMOHHBIX (JIEKI[UHM, TPAKTHYECKHE 3aHSATHS C HCIOJb30BAHHEM
METOJAMYECKUX MaTepHajoB), TaK M HMHHOBAIIMOHHBIX O00Opa30BATEbHBIX TEXHOJOTHHA ¢
UCIIOJIb30BAHUEM B Y4EOHOM IPOIECCE aKTUBHBIX U MHTEPAKTUBHBIX (OPM MPOBEACHHS 3aHSATHIA:
BBIMOJIHCHUE Psijia MPAKTUYECKUX 3aJaHHUi C MCIOJIb30BaHHEM MPO(HECCHOHATBHBIX MTPOTPAMMHBIX
CPEICTB CO3MAHMs M BEICHHUS OSJCKTPOHHBIX 0a3 [aHHBIX; MYJIbTHMEAUHHBIX MPOrPaMM,
BKJTIOYAOIIUX TTOJITOTOBKY U BBICTYIUICHUS CTY/ICHTOB Ha CEMUHAPCKUX 3aHATHSX C (POTO-, ayTHO- U
BUJICOMAaTEepUAlIaMHK 110 TIPEIJIOKCHHON TeMaTHKe. BBITIOJIHEHUe 3a/1aHuil TpeOyeT UCTOIb30BaHUS
HE TOJIBKO YYeOHHKOB U TIocoOuii, HO U uHpopMaIwu, coaepxaieiics B MTHTepHeTe.

Ha nexiusix ¥ mpakTUYECKUX 3aHATHSIX UCIIOJIb3YIOTCS: -

WHPOPMAIIMOHHAS U TIPE3CHTAIMOHHAS JICKITHUS;

- Oece/bl M IUCKYCCHH.
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https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336

3aHATHS, IPOBOAUMBbIE B AKTHBHOW M MHTEPAKTHBHOM (popmax

Homep HanmenoBanue temel dopma npoBeacHUs O6bem B
TEMBI 3aHATHUSA qacax
Tema 1 OcHoBHbIE TOJIOKEHUST JoKyMmeHTanrmoHHoro | CobecenoBanue 2
oOecrieueHHs yrpaBIICHUS
Tewma 2 Cucrembl nokymeHTanmoHHoro obecneuenus | CobecenoBanue 2
YIIPABJICHUS W WX aBTOMAaTHU3aIUs
Tema 3 Krnaccudukamnus qokymentoB. TpeboBanus k CobecemoBanue 2
COCTaBJICHUIO M O0(OPMIICHHIO TOKYMEHTOB
Tewma 4 Opranuzanus padoThl C TOKyMEHTaMU ColecenoBanue 2
Bceero no mucrumimae 8

6. OneHOYHBIE CPEACTBA /1 TEKYIIEro KOHTPOJIsl YCIIeBAEMOCTH, IIPOMEKYTOYHOI
aTTecTalliy 110 HTOraM OCBOECHHS JMCHUIIIHHBI

6.1 OueHo4HbIe cpeAcTBa /ISl TEKYLIEro KOHTPOJIS YCIIeBaeMOCTH

Tecr 1 (OK-1, OK-9, IIK 1.1, TIK 1.3)
IIpuMep BOIIPOCOB TeCTA:

1) Yo obmiero y npeTeH3MOHHOTO MTUChbMa M UCKOBOTO 3asIBJICHHS:

1.
2.
3.
4.

KomneHncanus HaHeceHHOTo yiiepoa
Anpecar

OTBeTYHK

TpeGoBanne BEpHYTH JCHBIH.

2) YeMm mpuKa3 OTIIMYAETCS OT PACTIOPSIKCHHUSL:

1.
2.
3.
4.

30HOM BIUSHUSA
OTBETCTBEHHOCTHIO
CpokaMu HCTIOJTHEHUS

CnoBo «IIPHUKaA3bIBaIO» 3aMCHACTCA CJIIOBOM «IIPEAJIararo».

3) T'ae craButcs rpud COrIaCOBAHUS M YTBEPIKICHUS:

1. B mpaBom BepxHeM yriy 2. B neBom BepxHeMm yriry

3.

Bnusy noxymenra.

KourpoJsbHas padora 1 (OK-1, OK-9, IIK 1.1, IIK 1.3)
IIpuMmep 3aanuii:

1.
2.

Nk

OCHOBHBIC CBOMICTBA U IMPU3HAKU NOKYMCHTA.

Knaccudukaius TOKyMeHTOB O pa3NUYHBIM MpH3HakaM. Haubonee ymoTpeOuTeNbHBIE
BU/IBI KJIaCCU(DUKALIUH.

Knaccugukamus 10KyMEHTOB MO XapakTepy HHPOPMALMOHHBIX CBsI3€i MpeaAnpusTusl.

KJ'IaCCI/I(l)I/IKaI_[I/IH YIIPaBJICHYCCKUX JOKYMCHTOB I1O (I)YHKI_II/IOHaJ'ILHOMy Ha3Ha4YCHHUIO.

KJ'IaCCI/I(l)I/IKaI_[I/IH JAOKYMCHTOB I10 COACPKaHUIO.

Knaccn(pmcamm AOKYMCHTOB 11O THITY HOCHUTEJIEH.

OCHOBHBIE HaNpaBJIEHUS COBEPLICHCTBOBAHUS PaOOTHI C IOKYMEHTaMHU.
YHuduuupoBaHHas dopma JOKYMEHTA.

QopMmynsp  TOKYMEHTA.




PernamenTarnus neaonpous3BoICTBa.
9. Vuudukauus u craHaapTU3anus JOKYMEHTOB.
10. 3akoHonaTenbHBIC U IPABOBBIC aKTaM B cdepe HHPOpPMaLUK U JOKYMEHTAIIHUH.

KourpoabHnas padora 2 (OK-1, OK-9, IIK 1.1, I1K 1.3)
IIpumep 3axanuii
1) Kakue pa3HOBHJHOCTH CITY)KEOHBIX ITUCEM BBI 3HAETE:
[Ipurnamenune
Hanomunanue
[To3npasnenne
Ortka3
Coo0bmenue
[Ipenynpexnenue
[Iperen3us
birarogapHocTs

©CoNOR~WDdDE

. IloaTrBepxnenue

10. VYrpo3za

2) YeMm oTiMyaeTcs CyeOHOE MUCHMO OT JOKITaTHON 3aIMCKH:
1. O6bemoMm

2. Ilpemna3znaueHnem

3. Anpecarom

4. CopepxaHueM

3) Kakue JOKyMEHTBI 10 JTMYHOMY COCTaBY MOKHO BBIJICIIHUTH:

1. Tlpuka3 o0 yBOJIbHEHHH

2. Pacnopspkenue o npoBeaeHUN CyOOOTHHKA
3. Ilpuka3 06 yBenuueHnn Ha0aBKU

4. AKT 0 mpueMKe ToBapa

. Haxmagnas
4) Kakuie BUIBI IIPOTOKOJIA CYIICCTBYIOT:
1. CoxkparmieHHbII
2. Pa3BepHyThIii
3. IlonHbIi
4. Kparkuii.
5) Yto 00111er0 Y MPeTeH3HOHHOTO MUChMa M HCKOBOTO 3asIBIICHHS:
1. KowmmneHncauus HaHECEHHOTO yiiepoa
2. Anpecar
3. OrtBerunkK
4. TpeOGoBaHuEe BEPHYTh ACHBIH.
6) Uem mpuKa3s OTIMYACTCSA OT PACTOPSIKEHHUS:
1. 3ownoii BIUSHHS
2. OTBETCTBEHHOCTBIO
3. Cpokxamu UCTIOJTHEHUS
4. CnoBO «IPUKa3bIBAIOY» 3aMEHSETCS CIIOBOM IIPEJJIararoy.
7) I'me craBuTCs rpu@ COTNIACOBAHUS U YTBEPKICHUS:



1. B npaBom BepxHeM yriy 2.
B neBoM BepxHeEM yriy
1. Buu3y qokyMmeHTa.

KonTtposshas padora 3 (OK-1, OK-9, IIK 1.1, IIK 1.3)
[Ipumep 3anannii

1) Ha kakue MOTOKH JACTUTCSA JOKYMEHTOOOOPOT:
1. Bxopsmue
2. Hcxopsmue
3. Baemraue
4. BuyrpeHHue
2) T'nme perucTpupyrOTCs TOKYMEHTHI:
1. B crenuanbHOM 00IIEM KypHae
2. B xypHaie BXOIAIINX JOKYMEHTOB
3. B xypHase UCXOISIMHUX TOKYMEHTOB.
3) CKoabKO HEOOXOAUMO XPAaHUTh JOKYMEHTHI Ha MPEIIPUSTHH:

1. 3ronma
2. 5aer
3. 70 ner.

4. 'V KaXJ0ro BUAa TIOKYMEHTA CBOU CPOKH.
4) Jlns yero HeoOXOAUM KOHTPOJIb UCTIOJHEHUS TOKYMEHTOB:
1. Jlnsa kauecTBEHHOTO MCTIOJHCHUS
2. Jlns HakazaHus, B CIydae HEYJTauH
3. Jlusg otueTHOCTH
4. ]lns mopsika
5) Ilouemy XpaHSAT JOKYMEHTHI [UINTEILHOE BPEMS:
1. Jlns BoccTaHOBJICHHS COOBITHIMA
2. Jlns ucnoJib30BaHUs IIEHHOTO OTIbITA
3. Ha mamsats o moasax
4. ]lns noKa3aTenbCTB B CYJE.

6.2 OueHo4HbIe cpeacTBa AJIsl NIPOMEKYTOYHOMH ATTECTAIMM 110 UTOraM OCBOCHUS
JUCHHUILINHBI

3ananus K 1M PepeHIUPOBAHHOMY 3a4eTy

(OK-1, OK-9, IIK 1.1, IIK 1.3)

1. CoctaBuTh U OQOPMUTH IMpPHKA3 MO OCHOBHOM JAEATETBHOCTH 00 UTOrax paboThl C
nokymentamu B 2017 romy ITAO «Mup». B KoHcTaTHpyromed 4YacTH YKaKUTE Ha HHU3KYIO
TpeOOBaTENBHOCTh PYKOBOIUTENECH MOIpa3/ieIeHUl K KaueCTBY IMOJATOTOBKU JJOKYMEHTOB U KOHTPOJIS
UX MCIOJHEHMs. B pacnopsiauTenbHON yacTu oOpaTuTe BHUMaHHE PYyKOBOAMTENEH Ha MOBBIIICHHE
TpeOOBaTENbHOCTH K pabOTHHKAaM B 4acTH pabOThl ¢ AoKyMeHTaMmHu. [laiite 3amaHue paOOTHUKY,
OTBEYAIOLIEMY 32 JIETIOMPOU3BOJICTBO, Ha Pa3pabOTKy Mep MO YIYUIIECHHIO 3TOW paboTh

2. CoctaButh U OOPMUTH pACHOPSIKEHUE. YKAKUTE, YTO B CBA3HM C MPEACTOSILIUMHU
CTPYKTYPHBIMH HW3MEHEHHUSMHU JUPEKTOP OOSA3BIBACT IMPOBECTH MPOBEPKY IMITATHO-()UHAHCOBOU
JUCHMIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CPOK BBIMOJIHEHMS, KOHTPOJb 3a BBINOJIHEHUEM



pacrnopshKeHHsI BO3JIOKUTE Ha 3aMECTHTENs AuUpeKkTopa. [pyrue naHHble B TEKCTE U PEKBU3HUTHI
YKaKUTE CAMOCTOSTEIbHO
3. CoctaButh ¥ 0OPMHTH aKT O PEBU3UU Kacchl. B TekcTe yKakuTe, 4yTO B pe3yJbTare
peBU3UH OBLJIO YCTAHOBJICHO, YTO OCTAaTOK JICHET B Kacce COTNIACHO JAHHBIM OyXTaJITEpCKOTO ydeTa
coctaBui 3 521 000 py0., HeroCTauM HAIMYHBIX JICHET 110 BUHE Kaccupa HE 0OHapy»KEHO
4. CoctraBuTh W OQOPMHTH pEKIAMHOE IHCHBMO O MPOAAXE YAaCTHBIM JHLIAM H
rOoCy/lapCTBEHHBIM MPEANPUATUAM NEPCOHAIBHBIX KOMIIBIOTEPOB MO JOTOBOPHON CTOMMOCTH U O
BO3MOYHOCTH MPUHUMATh 3aKa3bl HA COCTABJIIEHUE IPOTPaMM
S. CoctaButh W O(QOPMHUTH HUCHMO-TIPOCHOY HaYaJIbHHUKA ILIAHOBO-3KOHOMUYECKOTO
ynpasinenuss IIAO «Penyktop» B azapec nupexkropa WHcTUTyra 5SKOHOMHUKHM C INPOChOOi
PEKOMEHI0BATh CHEIMAIUCTOB U3 YHUCJIAa BBITYCKHUKOB 3a04YHOTO OT/EJIEHUS UHCTUTYTa MOCIEIHUX
JIET, UMEIOLIUX OMBIT paboThl B 00JACTH SKOHOMUKH MPOMBIIIJIEHHBIX IPEIIPUITUN, HA JOJKHOCTH
SKOHOMMCTOB YIpaBiieHUsA. B mucbMe ObIJIO BbICKa3aHO MOXKEJIaHWE NMPETEHJEHTaM Ha BaKaHTHBIC
JOJKHOCTH TOATOTOBUTH pPE3lOME M IpUciaTh UX MO (akcy B aJpec yIpaBieHUs, a TaKKe, 10
BO3MOXHOCTH, IPEJICTaBUTh PEKOMEHJATENIbHbIE MUChMA C MOCIEIHUX MecT paboThl. OcTaibHbIE
JTAHHbIE YKAKUTE CaMOCTOSTEIBHO
6. CocraButh U opopmuth npukaz AO «Toproseiii joM «Mepkypuil» 0 JTHKBUIALMH
MarazuHa «TpukoTak». Mara3uH JUKBUAUPYETCS B CBSI3U C HEPEHTAOENIbHOCTHIO M B HENSIX
cokpaieHusi pacxoqoB. [Ipuka3om JMKBUIMPOBAH MarasuH; co3JaHa JUKBHJIAIMOHHAS KOMHCCHUS,
cocrosiiasg M3 3aMecTUTeNsl reHepainbHoro mgupekropa AQO «ToproBeii gom  «Mepkypui»
(npencenaTenb KOMUCCHM), IUPEKTOpa MarasuHa « TpukoTax» u HadallbHUKAa 5KOHOMHUYECKOT 0 OTAeNa
AOQO; naHpl MOpydYeHUsl NPEICENATENIO JUKBUIAMOHHON KOMHCCUU 10 CPOKY IPEICTABJICHUS aKTa
JUKBUJIAIMOHHON KOMHCCHH, 3aMECTUTEIIO0 T'€HEPATIBHOIO AUPEKTOPA MO0 YKOHOMHUKE 110 BHECEHHUIO
IIPEUIOKEHUH 0 TaJIbHEHIIIEM HCII0JIb30BaHUH OCBOOO0KIAIOIErOCs TOMEIEHUS
7. CocraBuTh U OQOPMHUTH PACHOPSDKEHHE. YKaXHUTE, YTO B CBA3M C MPEACTOSIIUMHU
CTPYKTYPHBIMH H3MEHEHHUSMHU JUPEKTOP OOsI3bIBa€T IMPOBECTH IPOBEPKY IUTATHO-(h)MHAHCOBOM
JUCLMIUIMHBL. YKaXUTE OTBETCTBEHHOIO M CPOK BBINOJIHEHHS, KOHTPOJb 3a BBINOJIHCHUEM
pacrnopsDKEHHsT BO3JIOKHUTE HA 3aM. AMpeKTopa. Jl[pyrue OaHHBIE B TEKCTE€ U PEKBU3UTHI YKa)KUTE
CaMOCTOSITEJIEHO
8. CocraButh U O(GOPMUTH aKT NPOBEPKH (PUHAHCOBO-XO3SHUCTBEHHON [JESITEIbHOCTH Ballero
npeanpuarusi. OcHoBanueM sBisgeTcs npukas gupekropa ot 00.00.0000 Ne 21 «O co3naHum KOMUCCUT
10 IpOBEepKe (PMHAHCOBO-XO35AHUCTBEHHON nesTenbHOCTH» COoCTaB KOMHCCUU: IpeJcelaTellb — 3aM.
JMPEKTOpa; WIEHbl KOMUCCHU: 3aM. IJIaBHOTO OyXrajnrepa, HHKeHep-3KOHOMUCT, OyXrajirep-peBu3op.
B pe3ynbraTe npoBepKku ObLIO YyCTAaHOBJICHO HAPYLIEHHUE B CUCTEME yyeTa 000py10BaHUs
9 CoctaBuTh U O(GOPMUTH NMUCHBMO HauyalbHUKa OoTAena pekiaambl ITAO «Ortanon» B azpec
YHUTapHOTO MYHUIMIAJIBHOIO NPEANPUATUS «3eleHbli 60p» O AOMOIHUTEIBHOM (PMHAHCHPOBAHUU
3aka3a Ne 24 Ha M3roTOBJIEHUE PEKJIAMHBIX ITPOCHEKTOB B CBA3U C POCTOM LI€H Ha HoJurpaduyeckue
yCIyT BO BTOPOM KBapTajle TEKYIIEro rojia U NU3MEHEHHEM CMETHI 3aTpaT. B nuceMe ykas3slBalocCh,
YTO BBINIOJHEHHE 3aKa3a OyJeT OCYIIECTBICHO TOJIBKO MPH JIOTIOJHUTEIHHOM BbIAEICHUN 23 ThIC.pYO.
OcTanpHbIe TaHHBIE YKAKUTE CAMOCTOSTEIIBHO
11. CocrtaButs 1 opopmuts npukas [TAO «Pagyra» o peopranuzany KaHUEIIpHU
B oTAen  uHGOPMAIMOHHO-JAOKyMEHTalMoHHOro  obecrmeuenus (OUJ0O). B
KOHCTaTUPYIOLIEH 4acTH HEOOXOIMMO COCNaThCs Ha paciiupeHre GyHKIMI 1 BHEIpEeHUe
B paboOTy CHCTEMBI 3JIEKTPOHHOIO JOKYMEHT000OpoTa. B pacmopsiauTensHON 4YacTH
YCTAHABIMBAETCSl IITATHAs YHCIEHHOCTb OTJAENa B KOJIMYECTBE 7 YENIOBEK, IAKOTCS
MOPYYEHUSI HAYAIBHUKY 3KOHOMHYECKOIO OTZAEJA 110 BHECEHUIO M3MEHEHHMH B ILITAaTHOE



pacnucaHue W HadaJdbHUKY KaHIEIsIpuu 10 pa3paboTke mnonoxenus o6 OUJIO.
OcranbHbIe TaHHBIE YKOKUTE CAMOCTOSTEIIEHO

12. CocraButh U 0pOpMHTH yKazaHue 3aM. JUpEKTopa (UpMBI 00 OpraHu3aIluu
KOITUPOBAJIbHO-MHOXHTEIBHOTO Or0po. B Tekcre ykakuTe, YTO B COOTBETCTBHH C
MPHUKAa30M JUPEKTOpa, 3aM. AUpeKTopa (UpMBI O00S3BIBaE€T 3aB. KONHPOBAIBHO-
MHOXHUTEIBHOTO Orpo pa3paboraTh (opmy 3akaza Ha pa3MHOXKEHHE JOKYMEHTOB,
BBIJIaBaTh Pa3MHOKCHHBIC IOKYMEHTHI NCTIOJTHHUTEIISIM C COOTBETCTBYIOIIECH PACIMCKOM B
KypHaJe ydeTa, perucTpupoBaTh MOCTYIAIONINE Ha Pa3MHOXKEHHE JOKYMEHTBI, KOHTPOJIb
WCTIOJTHEHUS BO3JIOKUTH HA HaYaJIbHUKA OOIIETo OT/Iera

13. CocraButh ¥ 0GOpPMHTH akT 1o mnpexnpusituio «KaHom» o0 wurTorax
pPEBU3MU TIO TpOBEpKe (UHAHCOBOTO OTYeTa. B TEKCTe YKaXWUTE, 4YTO pEBHU3HEH
0oOHapyXeHbl (aKThl TpPyOOro HapylieHuss (UHAHCOBOTO Yy4YeTa W OTYETHOCTH TIO
KOMaHIMPOBKaM, OTCYTCTBHUE KypHaJla y4eTa JJOBEpEHHOCTEH

14. CocraButh u opopmuth nuchMo aupekTopa AO «®Dacam» CopoknHa
B.A. renepansHomy nupextopy AO «XKuncrpoit» MapkoBy H.H. ¢ npeanoxxenuem o6
OKa3aHWH PEKJIAMHBIX YCIYTI UIS TPOIBIDKEHHS CIpOca HAa KBAPTHPBI B CTPOSIIMXCS
KUIBIX nomax. [lpeaBapuTenbHas JOTOBOPEHHOCTh O PEKIAMHON KaMITaHUM Oblia
JOCTUTHYTA B XOJIE COCTOSIBIIMXCSI paHee meperoBopoB. OcCTajbHBIE JaHHBIC YKaXHUTE
CaMOCTOSITEIIEHO

15. CoctaButh U OQOPMHUTH yKa3zaHUE 3aM. JUpeKkTopa Gupmbl 00
OpraHu3aliuil  KOMHMPOBATFHO-MHOXHUTEIBHOTO Oropo. B TekcTe ykaxkuTe, 4YTO B
COOTBETCTBUU C TMPUKA30M JUPEKTOpa, 3aM. JAUpPEKTopa (UpMBI O0OS3BIBAECT 3aB.
KOMMMPOBAJILHO-MHOKUTEILHOTO OIOpo pa3paboraTh (opmy 3aka3a Ha pa3MHOKCHHE
JOKYMEHTOB, BbIIaBATh Pa3MHOKEHHbIE JOKYMEHThI UCIIOJHUTENSIM C COOTBETCTBYIOIIEH
pacmuckoil B JKypHaJle Yd4eTa, perucTpupoBaTh IOCTYMAIOIIME Ha pa3MHOXKEHHE
JOKYMEHTBI, KOHTPOJIb UCIIOJIHEHUS BO3JI0KUTH Ha HauaJIbHUKA OOIIEero oTAesna

16. CocraBuTh U 0(GOPMUTH IOKIAAHYIO 3aMKCKy TJIABHOTO Oyxrajirepa
PYKOBOJUTENIO MPEANPHUSATHS O HEOOXOJAMMOCTH IIEHTpAlIM3allMk PacueToB C
paboTHUKaMU mpeanpusAtus. B o00sd3aHHOCTH y4YeTHBIX pPaOOTHUKOB ILIEXOB JOJDKHO
BXOJIUTh JIHIIb 0POPMIICHHE YYETHBIX JOKYMEHTOB I10 Y4eTy BeIpaboTku. B moxmnanHoit
3amucke HEoOXOOUMO TMOJaTh NPEUIOKEHHE 110 MEepPecMOTPY IITaTOB, OTYETHBIX
pabOTHUKOB B IleXaxX U IIaBHOW OyXrajTepuu U3 pacuera OOIIero COKpalleHus ITaTOB He
MeHee ueM Ha 20%

17. CoctaButh ¥ 0GOPMUTH aKT 00 HTOTAaX IOKYMEHTAJIbHOM DPEBU3UU
paboThl OopraHu3aly 3a OTYETHBIA roja. B akTe peBu3uu 3aUKCUPOBAHBI CIEAYIOIIHNE
HEJOCTAaTKU: HE YIOPSI0YEH YUeT JUYHOTO COCTaBa, HEKOTOPBIE JIMUHBIC JIeIa HaXOIATCS
B 3aIYIIIEHHOM COCTOSIHHH

18. CoctaBuTh 1 0QOPMHUTH aKT O CIUCAHUH UMYIIECTBa. B TekcTe ykaxure,
yto o nepuoj ¢ 00.00.0000 mo 00.00.0000 xkomuccus nposena pabOTy MO YCTAHOBJICHUIO
HENPUTOJHOTO K JallbHEeHIIeMy HCII0JIb30BaHHUIO UMYIIeCTBA. B pesynbTare paboThl 66110
YCTaHOBJIEHO, YTO MMYILECTBO, COTJACHO NPHJIAraéMOMYy K aKTy MEpEeuHI0, MOJJICKUT
CIMCAHUIO B CBSI3U C HEMPUTOAHOCTBIO JJIS1 HCTIOJIb30BaHUS

19. CoctaButh ¥ OQOPMUTH  MHUCHMO-TIPUTIIAIIICHHE  aAreHTCTBA
«HpOpMAIIMOHHO-TIPAaBOBBIE CUCTEMBI» 00 y4acTHHM B ceMHHape «TeXHOJOrnueckue u
MIPaBOBBIE ACTIEKTHI 3alTUTHI KOMMEPUECKON HH(DOpMAIIHIDY



24,

20. CocraButh ¥ O(QOPMUTH  HHUCBMO-OTKa3  MOJUTPAPUUECKOTO
npeanpusitus «I[laptaep» (ITAO) akumonepHomy oOmecTBy «Canor» 1o BOMpoCy
BBITIOJTHEHUS 3aKa3a Ha M3TOTOBJICHUE OJaHKOB y4yeTa W OoT4eTHOCTU. [IpuumHOi oTKa3a
SIBWJIaCh PEKOHCTPYKIMS II€YaTHOIO II€Xa, KOTopas MpOJUIMTCS 10 KOHLA IEpBOro
MOJIYTOMSI; IpYTHe JaHHbIE YKa)KUTE CaMOCTOSTEIIbHO

21. CocraBute u odopmutrs npukaz I[TAO «Ckmag» 00 oOecrneyeHun
MOKapHO# 0€30MacCHOCTH U YCHUIJICHUW OXPaHbI NpeAnpusThs. B KoHCTaTHUpYIOLIeH JacTu
COLIUIUTECh HAa OMACHOCTh TEPPOPUCTHYECKHX AKTOB M YKAXHUTE Iellb O00eCIeYeHUs
0€30MacHOCTH JIIOCH M COXpAaHEHHE MMYILECTBa. B pacnopsauTensHON 4acTu cieayer
00s13aTh HavanbHHMKA oTAena oxpanbl JlokknHa K.X. yCHIHMTH TPOIYyCKHOH pEeXUM U
OpraHu30BaTh KPYIJIOCYTOUYHOE JEKYpcTBO Ha ckiane Nel; xomennanta 3nanus Cyxux
B.H. — npoBeputb cOCTOSHME CHUTHAIU3aLUU M D3JIEKTPONPOBOJKH, a HayalbHHUKA
agmuHuctpatuBHoro otaena Ilerpenko O.II. — mepeBectm Ha ckimag  Nel
BOCIUIaMEHsoIKecs BemecTBa. OcTalbHbIe TaHHBIE YKaKUTE CAaMOCTOATEIbHO

22. CoctaBuTh U O(QOPMHUTH JOKJIAJHYIO 3alMCKy HaydaJdbHUKA OTAeNa
PYKOBOJIUTENIO MPEANpUaATHs O (aKTe HEBBINIOJHEHUS pPACIOpsDKEHUS O MOHTaXe
000py/lOBaHHsA Ha Yy4YyacTKE IO MPHUYMHE CJIa0oro KOHTPOJIL CO CTOPOHBI TJIABHOTO
MEeXaHHKa

23. CocTaBuTh 1 OQPOPMUTH aKT O MPOBEPKE Kacchl. B TekcTe ykaxkure, 4TO
B pe3ylbTaTe PEeBU3MM KacChl KOMHCCHUS YCTaHOBHJIA: OCTaTOK HAJIWYHBIX CPEACTB IO
cocrosiHuio Ha 00.00.0000 cormacHo KacCcOBOW KHHMI€ M JAHHBIM OyXraJTEpCKOro ydera
noJpkeH coctaBisiTh 450 000 pyOneit; ¢akTHUecKuii 0CTaTOK HAJIMYHBIX JCHET B Kacce
coctaBisier 400 000 pybneit. Henocraua HanmmuHbIX AeHET B Kacce coctamisieT 50 000
pyOsel; HemocTaya HAIMYHBIX JIEHET 00pa3oBaiiach MO BHUHE Kacchpa MOJOYHHUKOBOM
IT.A.

CocraBuTh U 0GOPMHUTH MHUCHBMO-TIPOCHOY aKIMOHEpHOro obmecTBa «CITyTHUK» B

KOMHTET BHEITHEIKOHOMHUYECKHUX CBS3€H aJMUHHUCTPAIIMU PECIyOJUKH O BBIJICICHUU JUICH3UH Ha
noctaBky B Kutaii 4000 ToHH MeTaslj1a B CBS3H C 3aKII0OYECHUEM J0TOBOpa NaassHbcKUM OObeIMHEHnEM
0 MEXIYHApOAHOMY COTPYJHHUYECTBY Ha CTPOUTENHCTBO JCBATHUATAXKHOTO OOINECKUTHS B
HabGepexnpix Yennax. CorjgacHO JO0TOBOpPY, OIUIaTa BBIMTOJHEHHBIX pabOT OyaeT MPOU3BOIUTHCS
POCCUHCKMMH pYOJIIMU U MaTepragaMu

28.

25. CocraButh ¥ OQOPMUTH JOKIAJHYIO 3allUCKy O IpHYMHAX
HECBOEBPEMEHHOI'O MPEA0CTaBICHU MH(POPMALMK O BBINOJHEHUU MPHUKa3a TUPEKTOpa.
OcrasbHble PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO

26. CoctaBuTh ¥ 0(OPMUTB aKT O PEBU3UHU KacChl. B TekcTe ykaxkure, 4yTo B
pe3yibTaTe peBU3UU ObLIO YCTAHOBJIEHO, YTO OCTATOK JEHET B KAacCe COTJIACHO JIaHHBIM
Oyxrantepckoro ydeta cocrtaBui 3 521 000 py0., HeIOCTauM HaJIMYHBIX JCHET MO BUHE
Kaccupa He 0OHApYKEHO

217. CoctaBuTh U OQOPMHUTH AKT MPOBEPKH (HHUHAHCOBO-XO3INUCTBEHHOM
NeATeNbHOCTH Bamero mnpeanpustus. OCHOBaHMEM SBISIETCS IpHUKa3 AUPEKTOpa OT
00.00.0000 Ne 21 «O co3maHMM KOMHCCHUU 1O TpOBepKe (UHAHCOBO-XO3SIMCTBEHHOMN
nesTenbHoCTH». COCTaB KOMUCCUU: NIPEJCENATENb — 3aM. JUPEKTOPA; WIEHbl KOMUCCHH:
3aM. TJIaBHOTO OyXrajrepa, MH)KEHEp-dKOHOMMCT, Oyxranrep-peBuzop. B pesymnbraTe
MIPOBEPKH OBIJIO YCTAHOBJICHO HapyILIEHHE B CUCTEME yueTa 000pyJ0BaHuUs

CoctaBuTh ¥ 0(OPMUTH MTPUKA3 110 OCHOBHOM JIESATEIBHOCTH O BHECEHUH U3MEHEHHI B

IOTATHOC pacClIUCAHUC. B KOHCTaTI/Ip}/IOH_Ieﬁ YaCTH TCKCTA YKAXUTE, UTO B CBA3U C HpOHBBOHCTBCHHOﬁ



HEOOXOIMMOCTBIO M OTKPBITHEM II€Xa 10 IMPOU3BOACTBY NoiydabpukaroB. B pacnopsanTenbsHON
4acTHU TE€KCTa BHECTHU B ILITATHOE PaclMCaHHWE TOPrOBOM KOMIIAHWUU CIIEIYIOLINE U3MEHEHUsS: BBECTU
JOJKHOCTB MOBapa Io MPOU3BOJICTBY MOy(hadpruKaToB ¢ OKIAAOM ...py0. KoHTpob 3a ucnoiHeHne
IIPUKa3a BO3JIOKUTE HA 3aM. TUPEKTOpA.

28.  CoctaButh M 0GOPMHUTH aKT 1o nupeanpusTuio «KaHOH» 00 WTOrax pEeBHU3HH IO
npoBepke (pUHAHCOBOTO OTYeTa. B TeKCTe yKaKWTE, 4TO peBH3MEl OOHapykeHbl (pakTel TpyOOTro
HapylleHus: (PMHAHCOBOTO y4eTa M OTYETHOCTU IO KOMAaHJIMPOBKAaM, OTCYTCTBHE )KypHaja ydyera
JIOBEPEHHOCTEN

29. CocraButb u O(OPMHUTH CONPOBOAWTENIFHOE IHCHMO O HampaBleHHH Bam Ha
peleH3UPOBaHNE PYKOMHUCH MporpaMmbl Kypca «Opranuzaiusi WHOOPMAIMOHHOTO OOECTICUCHHS
ynpasneHus». [I[porpamma npemnonaraeTcst Kak TUIOBAs 1J1s BBICIINX Y4eOHBIX 3aBEACHUN, UMEIOLIUX
crenuanu3zanuu «MeHemxkMeHT» uinu «Opranusanus ynpasiieHus». OT3bIB MPOCAT MpHcIaTh 10 12
nexadps 2017r.

30. CoctaButh U 0popMuUTh MH(pOPMaLMOHHOE NUChMO. B Tekcre ykaxure, yto AO
«buznecmkona «MHTen-CuHTe3)» MOAroTOBMIA K M3/aHUI0 KHUTY «JlenonpousBoactBoy». B kuure
OCBEIIaI0TCs TPEOOBAHMUS K COCTABIECHHUIO U 0(OPMIICHUIO CITY’KEOHBIX JOKYMEHTOB U ITpaBHiia paboThl
C HUMHU

Tect k AU epeHIPOBAHHOMY 3a4eTy
(OK-1, OK-9, MK 1.1, IIK 1.3)
IIpumep Bonpocos Tecra:
3aganme 1
Jlenonpou3BoACTBO - 37O ...
1) oTpacib JeATENbHOCTH, OOCCIEeYMBAONIas JOKYMCHTHPOBAHHE M OPraHU3allii0 paboThl C
OopUIMATEHBIMUA JOKYMEHTaMHU
2) mpotiecc co3aanus U 0(OPMIICHHUS TOKYMEHTA
3) IBMKEHHME JTOKYMEHTOB B OpPraHM3allid ¢ MOMEHTA MX CO3[aHUs WM TOJYICHHUS 10 3aBEpPIICHUS
WCIIOJIHEHUS WM OTIIPaBJICHHUS
3aganmue 2
JIoKyMeHTHpOBaHUE - 3TO ...
1) obOecrieuenune ABMKEHUS JOKYMEHTOB B alapare yrpaBJeHHUs, UX UCIOIb30BaHUSA B CIIPABOYHBIX
LEJSIX ¥ XpaHEeHUS
2) COBOKYITHOCTh JICHCTBUS, 00ECIICUNBAIONIMX UX CBOCBPEMEHHOE UCIIOJTHEHHUE
3) mporiecc co3aanust ¥ 0(OPMIICHHUS TOKYMEHTA
3aganue 3
JIOKyMeHT - 3710 ...
1) 3aUKCUpOBaHHAs Ha HOcUTele HHPoOpMaAIUs C PEKBU3UTAMH, IO3BOJIAIONIUMU €€
UACHTUDHUIMPOBATH
2) HOCUTENb HH(OPMAIIUHU, UCTIONB3YEeMOH B LIESIX PErYIUPOBAHUS COLMAIBHBIX OTHOIICHUN
3) undopmarnus, 3apuKcUpoBaHHas JTIOOBIM cIIOCOOOM Ha JII000M HOCUTENE
3apanue 4
JIOKyMEHTOOO0POT - 3TO ...
1) nepenava TOKyMeHTa U3 OJTHOW MHCTAHIMH B IPYTYIO B IPOIECCE €T0 PACCMOTPEHUS
2) IBYDKEHHE JIOKYMEHTOB B OpraHM3allid C MOMEHTAa WX CO3JaHUs MJIM TOJy4eHHUS JI0 3aBEPILICHUS
WCTIOJIHEHUS WJTU OTHPABJICHHUS



3) IBMKEHHE KOMIUIEKCA JOKYMEHTOB B MPOIecCe BEIPAOOTKHU, IPUHSATHS U UCTIOHCHUS PEILICHUN

7 Taﬁ.lmua COOTBECTCTBHUA KOMHeTeHHHﬁ, KPUTEPUEB OLCHKU UX OCBOCHUS U OLNCHOYHBIX

cpelcTB
O1eHOYHBIC KpuTtepuu oneHUBaHUs pe3yabTaTOB
cpencraa o0y4eHuUs
«HEY/IOBJIC| KHEYIIOBJIC| «HEYOBJIE| «HEYIOBIIC
TBOPHTEIb| TBOPUTEIH| TBOPUTEIb | TBOPUTEIIBH
HO» HOY» HOY» o»
Kommne [Inanupyemsle pe3ynbTaTsl [kputepuu | [KpuTEpHH | [KpUTEpUU | [KpUTEPUU
TCHIMA o0yuenns BBLICTABJIE | BBICTABIIE | BHICTABIIEH| BLICTABJIEH
HUS HUS WSl OLICHKH | HSI OL[CHKH
OIICHKHU OILICHKH | «XOPOILIO» | «OTIUYHO
«HEY/IOBIIe| «YIOBIIETB ] ]
TBOpUTENH | OPUTEIBHO
HO» | »]
- 3HaTh: - OHATHE, 1lenH, | KoHTpo npHbIe| He 3naer, | demoHCTp 3naer | JemoHcTpHn
3aJa4d ¥ PUHIIATIBI paboThI JomycKaeT| HMpYeT | JOCTaTo4uH pyer
JIETONIPOM3BO/ICTBA; - OCHOBHBIE | 1-3 rpyosie | 1aCTHIHBI 0B BBICOKHUH
HOHSATHS JIOKYMEHTAIIMOHHOTO | 3a/1aHn ommOku | ©3HAHWA | Gasogom | YPOBEHb
obecreueHnsl ypaBJIeHus; - K Ges 00BéME 3HAHUI
CHCTEMBI JOKYMEHTAIMOHHOTO | AU de rpyobix
obecrieueHus ypaBJICHHUS; - peHuup DHIOOK
K1accu(UKaUIoO JOKYMEHTOB; - | OBaHHO My
TpeGoBanms K cocrapnenmion | SA€Ty 1-30
OK 1 |Oo®opMiIeHHIO TOKYMEHTOB; - Bompoc
OpraHu3aIunIo bl TecTa K
JOKYMEHTO000pOTa: - IPUEM, e
00paboTKy, pErUCTPAIIHIO, PEHIup
KOHTPOJIb, XpaHEHHE OBATHO MY
3adery 1-50

JOKYMEHTOB, HOMEHKJIATypy
ACIL,




OK9

- YMETh: - 0OPMIIATH Kounrpo nbnbie | He ymeer, | Jlemoncrp| VYmeer | [lemoHcTpH
JOKYMCHTAILIMIO B COOTBETCTBUH paﬁoTLI ACMOHCTP HpYyeT IMPUMCHAT pyeT
C HOpPMATHBHO{T 6a30ii, 1-3 Upyer YACTHYHBI | b 3HAHWS | BBICOKHI
UCIIOJIb3ys MHQOPMAIMOHHbIE | 38/laHu HaCTHHHBL | ¢ yMCHHS Ha YPOBCHb
TEXHOJIOTHH; - OCYIIECTBIIST K ¢ yMCHUA, 0es3 IIPAKTUKE | ymeHMit
aBTOMATH3aLMI0 00paboTKH madde pomyckas | TpyObIX | B 633?301‘4
JIOKyMEHTOB; - YHH(UIUPOBaTh | PEHIHP rpyGete | ommOOK | 00BEMe
CUCTEMBI JIOKYMEHTAIIUH; - OBAaHHO MY OIIMOKH
OCYIIECTBIIATH XpaHEHHUE U sauery 1-30
) Bompoc

HOKUCK JIOKyMEHTOB; -

BI TECTA K
OCYIIECTBJIATH ABTOMATHU3AIHIO o

nudde
00paboOTKU JOKYMEHTOB; -

peHIUp
HCIIOJIB30BATh

OBaHHO MY
TEJIEKOMMYHHUKAIIHOHHbIE

3auety 1-50
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKyMEHTO000pOTE;
3HaTh: - OHATHE, 1IeNH, 3an1aun | Kontpo nbHbie | He 3Haer, | JlemoHCcTp 3naer | JemoHcTpHn
¥ TIPUHIIATIBI paboThI JOMycKaeT | HpYeT | JOCTaTOYH pyer
JIETIONIPOM3BO/ICTBA; - OCHOBHBIE | 1-3 rpyOble | YaCTHYHBI 0B BBICOKHH
HOHSATHS JIOKYMEHTAMOHHOrO | 3a/1aHn omubky | ©3HAHII | 0a3’oBOM | YpOBEHb
o0ecreyeHust yrpaBJIeHus; - A K 6%3 00BéMe 3HaHUI

rpyOBIX
CHCTEMBI IOKyMEHTAlMOHHOro | Audde Py s
OIInOOK

obecrieueHusl yIpaBIIeHuUs; - peHuup
KJITACCH(UKAIMIO TOKYMEHTOB; - | OBAHHO

TpeOOBaHUS K COCTABICHUIO U
0(QOPMIICHHIO TOKYMEHTOB; -
OpraHu3aIunIo
JOKYMEHTO000pOTa: - IPUEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMCHKJIATYPY
e,

My 3auery 1-
30

Bompoc

bl TECTA K

b de
PEHIIIP
OBaHHO MY
3auety 1-50




YMETh: - 0OPMIISTH Kontpo nenbie | He ymeer, | Jemonctp| VYmeer | JlemoHcTpu
JOKYMCHTAILIMIO B COOTBETCTBUH paGOTLI ACMOHCTP HpYyEeT MMPUMCHAT pyeT
C HOpMaTHBHOﬁ 63301‘/'1’ 1-3 HpyeT YaCTUYHBI | b 3HAHHUA BBICOKU I
UCIIOJIb3yst HHDOPMALMOHHBIE | 3a[aHu HaCTHYHBL | € yMeHUA Ha YPOBEHb
TEXHOJIOTHH; - OCYIIECTBIIST K ¢ yMCHUA, 0es3 HIPAKTUHKE | yMeHui
aBTOMATH3ALHIO 00PabOTKH mdpde jomyckas | TPyowIX | B 633?BOM
JIOKyMEHTOB; - YHH(UIUPOBaTh | PEHIHP rpyGete | ommOOK | 00BEMe
CUCTEMBI JIOKYMEHTAIIUH; - OBAaHHO MY OIIMOKH
OCYIIECTBIIATH XpaHEHHUE U sauery 1-30
) Bompoc
MTOUCK JIOKYMEHTOB; -
BI TECTA K
OCYIIIECTBIISATH aBTOMATHU3AIIHIO b
upde
00paboOTKU JOKYMEHTOB; - .
peHIHP
WCII0JIb30BATh
OBaHHO MY
TEJICKOMMYHUKAITHOHHBIE
3auety 1-50
TEXHOJIOTUH B 3JICKTPOHHOM
JIOKyMEHTO000pOTE;
3HATh: - MOHATHE, ey, 3an1aun | KonTpo nenbie | He 3Haer, | JlemoHcTp 3naer |JlemoHcTpH
Y TIPUHIIHIIBI paboTsI JOIyCKAaeT | HpPYeT | JI0CTaTOYH pyer
JIETIONIPOM3BO/ICTBA; - OCHOBHBIE | 1-3 rpyOble | YaCTHYHBI 0B BBICOKHH
HOHSATHS JIOKYMEHTAMOHHOrO | 3a/IaHn omubky | ©3HAHHA | 6a3soBOM | ypOBEHb
o0ecreueHust yIpaBJIeHuUs; - A K 623 00BéMe 3HaHUH
rpyOBIX
CHCTEMBI IOKYMEHTAMOHHOTO | Audde Py s
OImMO0K
obecrieueHus yrpaBJICHHUS; - peHnup
KJIacCU(PUKALMIO JOKYMEHTOB; - | OBaHHO My
TpeOOBaHUS K COCTABICHUIO U sadery 1-30
. Bompoc
0(QOPMIICHHIO TOKYMEHTOB; -
OpraHu3aIunIo bl TCCTA K
: Qe
JOKYMEHTO000pOTa: - IPUEM,
CHIIH
K 00paboTKy, perucTpaluio, p p
KOHTPOJIb, XpaHEHHE OBAHHO My
11 ’ 3auery 1-50
JOKYMEHTOB, HOMCHKJIATYPY
nen,
METh: - 0(OPMIISTH Kontpo nenbie| He ymeer, | lemoHCTp YMmeer |JlemoHCTpH
JMTOKYMCHTAIIMIO B COOTBETCTBHUH C paboTHI ACMOHCTD | HPYCT IIPUMEHSAT pyer
HOpMaTHBHOﬁ 63301}'1, HCITIOJIb3YA 1-3 HpyeT YaCTHU4YHbI | b 3HAHU BBICOKHI
MH(OPMAIMOHHBIE TEXHOJIOTUY; - | 3aaHu TaCTHIHBL | ¢ yMCHHS Ha YPOBEHB
OCYIIECTBIATE aBTOMaTh3amo (1 K qudde € yMCHM, oe3 NPAKTHKE |  ymeHMH
00pabOTKH JTOKYMEHTOB; - [PEHITUP OBAaHHO | JIOTTyCKast rpyobix | B 0a30BOM
YHUDUITUPOBATH CUCTEMBI rpy0bie ommubox | 00BEME




NOKYMEHTAIIH; - OCYLIECTBISATh
XpaHEHHE U MMOUCK JOKYMEHTOB; -
OCYIIECTBISATH ABTOMATH3ALIUIO
00pabOTKH JOKYMEHTOB; -
MCIIOJIb30BAaTh
TCJICKOMMYHHUKAIIMOHHBIC
TCXHOJIOTHUH B JICKTPOHHOM
ITOKYMEHTOO0O0POTE;

My 3auery 1-

30

Bompoc

bl TECTA K
e
peHImp
OBaHHO MY
3auety 1-50

OLINOKU

[K
1.3

3HATh: - IOHATHUE, LIENH, 33/1a4H
Y TIPUHIHIIBI
JIETIOTIPOU3BOICTBA; - OCHOBHBIC
MOHATHUS JOKYMEHTAIIMOHHOTO
obecrnieueHus yrpaBJIeHHUs; -
CHCTEMBI JOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBJIeHHUs; -
KJIacCU(PHUKAITUIO TOKYMEHTOB; -
TpeOOBaHUs K COCTaBICHUIO U
0(hOPMIICHUIO TOKYMEHTOB; -
OpraHu3aInI0
JOKYMEHTO000poTAa: - TIPUEM,
00paboTKy, pETUCTPAIIHIO,
KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMCHKJIATYPY
zier;

Kontpo nbHBIE
paboThl

1-3

3amaHu

K

madde
peHIup
OBAHHO MY
3agety 1-30
Bompoc

BI TeCTa K
madde
peHIUp
OBAHHO MY
3auety 1-50

He 3naer,
JIOTTyCKaeT
rpyobie
OLIMOKHU

HemoncTp
upyer
YaCTUYHBI
€ 3HaHUSA
0e3
rpyObIX

OINO0K

3Haer
JIOCTATOYH
0B
0azoBOM
00BéMe

[emoHcTpH

pyer
BBICOKHUU

YPOBEHb
3HAHUHI




YMETh: - 0OPMIISTH Kontpo nenbie | He ymeer, | Jemonctp| VYmeer | JlemoHcTpu
JOKYMCHTAILIMIO B COOTBETCTBUH paGOTLI ACMOHCTP HpYyEeT MMPUMCHAT pyeT
¢ HOPMATHBHOIT 6a30ii, 1-3 upyer YAaCTHUYHBI | b 3HAHUS | BBICOKUIN
UCIoNb3ys MHGOPMAMOHHbIE | 3aaHu HaCTHYHBL | € yMEHUA Ha YPOBEHb
TEXHOJIOTHH; - OCYIIECTBIISATH K © YyMCHMHA, 6es3 TMPAKTHKE | ymenuit
aBTOMATU3AIMIO 00PabOTKH mdpde fomyckas | TPyObIX | B 633?BOM
JIOKyMEHTOB; - YHH(UIUPOBaTh | PEHIHP rpyObie | ommbok | obnéme
CUCTEMBI JIOKYMEHTAIIUH; - OBAaHHO MY OIIMOKH
OCYIIECTBIIATH XpaHEHHUE U sauery 1-30
. Bompoc
MOWCK JJOKYMEHTOB; -
OCYILIECTBIISITH aBTOMATH3ALMIO | reera K
: Qe
00paboOTKU JOKYMEHTOB; -
CHIIH
WCIIOJIH30BAaTh PEHIHD
OBAHHO MY
TEJIIEKOMMYHHUKAIIHOHHBIE
3auety 1-50
TEXHOJIOTUH B AJIIEKTPOHHOM
JTIOKYMEHTOO0O0POTE;

8. MeToauyeckue yKazaHus J1Jisi 00y4al0UUXcsi MPU OCBOCHUM JUCUMILTAHBI

PaGora Ha mnpakTHUECKHUX 3aHATUAX MPEANOIaracT AakTUBHOE YYacTHE B OCYKJIECHUU
BBIJIBUHYTBIX B paMKax TeM BOMpPocoB. [IJisi MOArOTOBKM K 3aHATHUSAM DPEKOMEHIyeTcsi oOpaiiaTh
BHMMAaHHE Ha MpoOJeMHbIE BOIPOCHI, 3aTparuBaeMble MpenoAaBareyieM B JIEKUWH, U TPYNIHUPOBaTh
uHpopmanrio BOKpYr Hux. JKemareiabHO BBIIEISATH B HCHOJIb3YEeMOW JIUTEpAaType MOCTAaHOBKU
BOIIPOCOB, Ha KOTOPbIE Pa3HBIMU aBTOpaM MOTYT OBITh JaHbl pa3jinuHble OTBeThl. Ha ocHOoBaHumM
MTOCTAHOBKH TaKUX BOIIPOCOB CIEAYET COOMPATh apryMEHTHI B [10JIb3Y Pa3IMUHbIX BAPUAHTOB PELICHUS
MIOCTABJICHHBIX IIPOOIIEM.

B tekcrax aBTOpOB, TakuM 00pa3oM, ClIeIyeT BbIACTATh CIEIYIONUE KOMIOHEHTHI:

- IOCTaHOBKA MPOOJIEMBbI;

- BAPUAHTHI PEILICHUS;

- apr'yMEHTHI B TIOJIb3Y TE€X WM UHBIX BAPUAHTOB PEIICHHUS.

Ha BBIJICJICHHUS npoiie
apryMEeHTHPOBAHHYIO O3UIUIO TI0 PACCMAaTPHUBAEMOMY BOIIPOCY.

OCHOBE 3TUX  DJIEMEHTOB COCTaBJIATh  COOCTBEHHYIO

[Tpu pabote ¢ TepMHUHAMH HEOOXOMMO OOpaIaThCsl K CIOBAPSIM, B TOM YHUCIE JTOCTYIHBIM B
HHutepuere, HanpumMep Ha caiite http://dic.academic.ru.

[Tpu moAroToBKe K MPaKkTHUECKUM pabOTaM MOKET MOHAJ00UThCS MaTepHal, U3ydaBIIUICS
paHee, IOATOMY CTOUT 00paIaThCsi K COOTBETCTBYIOLIUM UCTOYHUKAM (Y4eOHHKaM).

[IpakTudeckue paboThl peIIalOTCs B TPYIIE C 0OCYKACHUEM XO0/a PelIeHHs], TPUMEHSIEMbIX
croco0oB, MPOBEPKOM pe3yabTaTOB U MPOBEACHUEM pabOTHI HaJl OIIMOKaMHU.

3amaHus Ha CAaMOCTOSITENIbHYIO pabOTy MOTYT ObITh HHAMBUYAIbHBIMU U OOIIUMH.

[Ipomexxyrounass — aTrecTanus 9TOH  JAMCHMUIUIMHE TNpoBoAMTCS B (hopme
middepenunpoBanHoro 3aueta. [Ipy moaroToBke K 3aueTy HEOOX0AMMO OIUPATHCS, PEXKIE BCETO,
Ha HMCTOYHMKH, KOTOpbIE pa3Oupainch Ha 3aHATUSAX B TeueHHE ceMmecTpa. B kaxiaom Ouiete

,Z[I/I(b(bepeHLII/IpOBaHHOFO 3a4CTa COACPIKUTCA MMPAKTUICCKOC 3aIaHHUC.

1o




9. Y4yeOHo-MeToqHYecKOe H HHPOPMANHOHHOE 0OecreyeHHe JHCIHIIHHbI

9.1 OcHoBHasI TATEpaTypa
1. Kupcanosa M. B. JlenoBas mepemucka : ygeOHO-IpakTHyecKoe mocodue / M.B.

Kupcanosa, H.H. Anonuna, F0.M. Akcenos. — 3-e u3a. — Mocksa : UH®PA-M, 2021. — 136 c. —
(Cpemuee mpodeccuonansHOoe oOpasopanme). — ISBN  978-5-16-014547-1. — URL:
https://znanium.com/catalog/product/1165266  (mara obparmenus: 02.04.2021). — Texct
3JIEKTPOHHBIN.

2: I'napuii E. B. JJokyMeHTanMOHHOE 00€ECIIeYeHre YIPaBIeHUs : ydeOHoe mocobue
/ E.B. I'mamuit. — Mockea : PUOP : THOPA-M, 2020. — 249 ¢. — (Cpennee npodeccuonamsHoe
obpazoBanue). - ISBN 978-5-369-01042-6. - URL g
https://znanium.com/catalog/product/1065817  (mara o6pamenus: 02.04.2021). — Tekcr :
3JIEKTPOHHBIH.

3. ITaBnosa, P. C. JlokymeHTanuoOHHOE OOecHedeHne YIpaBICHUS @ yIEOHHK UL
CIIO / P. C. ITaBnoBa. — Canxr-IletepOypr : Jlaus, 2021. — 416 c¢. — ISBN 978-5-8114-6959-
8. — Tekcr : onexrpoHHEH // Jlaup : smeKTpoHHO-GMOMHOTEedHas cucremMa. — URL:
https://e.Janbook.com/book/173087 (mara obpamenus: 28.09.2021). — Pexum mocTyma: ais
aBTOPH3. IOTb30BATENICH.

9.2 JlonmoTHHTEIbHAS IATEPATYPA

1. Brikora T. A. JlokyMeHTanuoHHOE obecriedeHne YIpaBICHUSL
(memompounsBoncTeo) : yaebrHoe mocobue / T.A. Brikora, T.B. Kysmenona, JI.B. Carkuna ; mox
o6m. pen. T.B. Ky3HenoBoii. — 2-e u3j., nepepab. u mom. — Mocksa : UTHOPA-M, 2021. — 304 c.
+ Jlomn. marepuaisr [DnekTporHsii pecypc]. — (Cpennee npodeccuonanmsaoe o6pasoBaHue). —
ISBN 978-5-16-013913-5. — URL: https:/znanium.com/catalog/product/1141796 (mata
obpamenus: 02.04.2021). — TekcT : 31eKTPOHHBIH.

2. [MTanacenko }O. A. Jlenompou3BOACTBO: JOKYMEHTAMOHHOE OOeCIeueHre
ynpaeienus: yaebHoe mocobue / FO. A. ITanacenko. — 3-¢ uszn. — Mocksa : PUOP, THO®PA-M,
2016. - 112 c¢. — (BO: DbakamaBpuwar). — ISBN 978-5-369-01054-9. — URL :
https://znanium.com/catalog/product/542773  (mata o6pamenus: 02.04.2021). — Texcr
SJIEKTPOHHBIH.

3. Pri6akoB A. E. OcHOBEI Jenonpou3BoscTsa : yaebuuk / A. E. Prr6axos. — MuHCK
: PHIIO, 2016. — 319 c. — (Cpennee npodeccuonanstoe obpazosanue). — [ISBN 978-985-503-
606-8. — URL: http://www.studentlibrary.ru/book/ISBN9789855036068.html (mata oGpainenus:
02.04.2021). — TekcT : 31EKTPOHHEIHA.

PyxoBomutens 6ubmmorexku / al JI.B. Bensepa
10. MaTCpI/IaJIBHO-TeXHI/I‘IeCKOG " IIpOorpaMMHOC obecrieuenue JAUCHUITIIINHBI

OcBoenne aucuumumbbl  OI1.04  «JlokymeHTanmonHoe oOecredyeHue  yIpaBICHHD
MIPEIOoJIaraeT UCIOJIb30BaHUE CIIEIYIONIEr0 MaTepUaIbHO-TEXHUUECKOTO 00eCTIeueHusI:

HanmenoBaHue IMCHMILIMHEL HanmeHnoBanue Ka6I/IHeTa, MEpCUCHDb 060py,1:[0BaHI/IH
«Z[OKYMCHTB.I_[I/IOHHOC KaGuner AOKYMCHTAIITUOHHOI'O obOecrieueHus YIIPpABJICHUA
obecrneucHue YIIpaBJICHUS» KomriekT mebenu AJIg IIperoaaBaTeIsd — 1 mIT., IOCaA0YHBIC

MecTa JUIsl ydauuxcs — 48 1IT., UHTepaKTUBHAs TpUOyHa

(ycunutens, MUKIIEP, MUKPO(OHBI) — | mIT., MOHUTOP — 1 IIT.,
MpOoeKTop — 1 MIT., KOJOHKHU — 5 MIT., 3KpaH MYJIbTUMEIUHHbIN — 1
IIT., IOCKa MEJIOBas MepeBukKHasg — 1 1mIT., CTeH/Ibl HACTEHHbIE —




6 WT., MOPTPETHI — 6 IIT., MOJIKA B BHJIE IepeBa — | mT., BeO-
Kamepa — 1 mIT., BBIXOJI B UHTEPHET, BHYTPUBY30BCKast
KOMITBIOTEpHAS CETh, IOCTYII B AJICKTPOHHYIO HH()OPMAIIMOHHO-
obpazoBatenbhyio cpeny. [10: Microsoft Office, Kaspersky
Endpoint Security ms Windows

VY4aebHO-MeToiMYecKas JUTepaTypa Uil JaHHOW JWUCHUIUIMHBI HWMEETCs B HAJIMYUU B
ANIEKTPOHHO-O0nOmmoTeynoit cucteme "ZNANIUM.COM", nmoctym K KOTOPO#l MpenocTaBiieH
oOyqaromumcs. ObC "ZNANIUM.COM" conepXuT TpOM3BEACHUS KPYMHEUIIMX POCCHUCKUX
YU€HBIX, PYKOBOJUTENEH TOCYAAPCTBEHHBIX OPraHOB, IpernojaBaTesiell BEAYIIUX BY30B CTpaHBIL,
BBICOKOKBaIM(PUIIMPOBAHHBIX CHEUAINCTOB B pa3iMuHbIX cdepax OuzHeca. DoHp OubOIMOTEKH
cOpMHUpPOBaH C Y4€TOM BCEX M3MEHEHUH 00pa30BaTElbHBIX CTAaHAAPTOB M BKIIOYAET y4EOHUKH,
yueOHble TocoOus, MoHorpaduu, aBTOpedeparsl, AUCCEPTALUU, SHUUKIONEIUU, CIOBApH U
CIPaBOYHHKH, 3aKOHO/IaTEIbHO-HOPMATUBHBIE TIOKYMEHTBI, CIIEIIMaIbHbIE IEPUOINUECKIE U3JaHHs
U W3/1aHud, BBITyCKaeMble H3JaTenbcTBaMu BY30B. B Hactosmee Bpems ObC ZNANIUM.COM
COOTBETCTBYET BCEM TpeOOBaHMIM (heliepaibHBIX TOCYJapCTBEHHBIX 00pa30BaTeNIbHBIX CTAHAAPTOB
cpenHero mpodeccHoHaTFHOTO 00pa30BaHMs HOBOT'O MOKOJIECHUS.

YyeOHO-MeTOAMYEeCKass JUTEpaTtypa JUisl JAaHHOW JUCHUIUIMHBI HMEEeTCSl B HAJIWYUU B
ANIEKTPOHHO-0MOMMoTeyHoi cucremMe M3marensctBa "JlaHp", nocTym K KOTOpOM MpenocTaBiieH
obOyuatouumcsi. OBC WsparenbctBa "Jlanp" BKIIOWaeT B ceOd OJEKTPOHHBIE BEPCUU KHUT
u3natenberBa "Jlanp" M APYrux BeAyIIMX M3/IaTENIbCTB YIEOHON JTUTEPATYyphl, a TAKXKE dJIEKTPOHHbIE
BEPCHUU MEPUONYECKUX U3IAHUHN M0 €CTECTBEHHBIM, TEXHUYECKUM U T'YMaHHTapHbIM Haykam. DBbC
MN3narensctBa "Jlanp" oOecrieunBaeT AOCTYm K HaydYHOW, Y4eOHOW JHMTEpaType M HAYYIHBIM
NEPUOANYECKUM U3IAHUSM.

11. MeToanbl 00y4eHus 11 00y4alOMUXCSI HHBAJIMIOB U JIUI ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 310POBbSI

B o0pa3zoBaTenibHOM MPOLIECCE UCTIOJIB3YIOTCS COLMATbHO-aKTUBHBIE U pe(IEKCUBHBIE METO/IbI
oOyueHusi, TEXHOJOTHMH COLMOKYIbTYPHOH peadMiIuTalMd C 1eJdbl0 OKa3aHUs TIOMOIIU B
YCTaHOBJICHUH TMOJIHOLIEHHBIX MEKJIMYHOCTHBIX OTHOILIEHUHN C JPYTUMHU OOYYaroIIUMHCS, CO3JIaHUU
KOM(OPTHOTO MCUXOJIOTUYECKOTO KIMMaTa B CTYACHUECKOH TpyIIe.

YcnoBust oOydeHHs] WHBANUAOB M JIMI[ C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMHU 3JI0POBBS: -
yueOHbIe ayTUTOPUHU, B KOTOPBIX IMPOBOJSATCS 3aHATHUS CO CTYIEHTAaMH C HApYIICHUSMHU CIIyXa,
obopynoBanbl MynbTuMmenuitHoi cuctemoit (IIK u mpoektop), KOMIbIOTEpPHBIE TH(PIOTEXHOIOTUU
0a3upyrOTCS Ha KOMIUJIEKCE allapaTHbIX M MPOrPaMMHBIX CpPEACTB, 00eCreYrBAIOIINX
npeoOpa3oBaHUe KOMIIBIOTEpHOW HWHGOPMAalUMU  JOCTYMHBIE Ui CIA0OBUAAIIUX  (OpPMBI
(YKpYTIHEHHBIH TEKCT);

- B 00pa3oBaTeIbHOM MPOIECCE HCTIONB3YIOTCS COIMAbHO-aKTUBHBIEC U Pe(PIEKCUBHBIE METOIbI
oOyueHus: Kelic-MeTo/l, METOJ POEKTOB, UCCIIE0BATENLCKUN METOI, AUCKYCCUU B (hOopMe KPYTIIOTO
CTOJa, KOH(EPEHINH, METOI MO3TOBOTO IITypMa.

[Iporpamma coctapiiena B cootBeTcTBUH ¢ TpeboBanusMu @I'OC CIIO mo crnennaibHOCTH
38.02.03 «OneparnmoHHas ASITENbHOCTD B JIOTUCTUKEY.
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IMacnopr (poHAa OLEHOYHBIX

CPeACTB 1o

OI1.04 «/lokymeHTaninOHHOE 00ecneYeHne YIIPABJICHUS»

HNunpekc Pacmmmgposka IHoka3zareanb OueHo4YHbI
KOMIIETEHIIMU | KOMIIETEeHIHH ¢bopmupoBanus e cpeicTBa
KOMIIeTeHIIUU ISt
JAHHOW JUCHUNJIMHBI
1 2 3 4
OK 1 Bri6upath crocoObl | 3HaTh: MOHATHE, UenH, | KoHTpoabHbIe paboThl
pelieHus 3a/1a4 | 3a/1a4u u npuHIHNG! | 1-3
npodeccuoHa JIGHOW | IeJIONPOU3BOJCTBA; 3amanus K
JEATEIBLHOCT U | OCHOBHBIC noHstus | auddepeHnmpoBaHHOMY
MIPUMEHUTEIb HO K | IOKyMEHTaIIMOHHOTO 3agety 1-30
pa3IMYHBIM KOHTEKCTaM obecrieuenus yrpasieHus; | BOmpocs
CHUCTEMBI TecTa K
JOKYMEHTAIHOHHOTO auddepeHIpPOBaHHOMY
obecrieuenus ympasnenus; | 3a4eTy 1-50
KJIacCU(PUKAITUIO
JTIOKYMEHTOB; TpEOOBaHUS K
COCTaBIICHUIO u
0(OPMIICHHIO JIOKYMEHTOB;
OpraHU3aIUI0
JTOKYMEHTOO00O0POTa: TIPHEM,
00paboTKy, perucTpaIuio,
KOHTPOJIb, XpaHeHHue
JIOKYMEHTOB,

HOMEHKJIATYpY [€I]; YMETh:
0hOpMIIATH AOKYMEHTAIIUIO

B COOTBETCTBUU c
HOPMAaTUBHOMN 0a3oii,
UCIIOJIB3YS
UH(GOPMAIMOHHBIE

TEXHOJIOTUH; OCYIIECTBIISATh
aBTOMAaTH3aIMI0 00pabOTKU

JIOKYMEHTOB;
YHHU(PHUIUPOBATH  CUCTEMBI
JOKYMEHTAIUU;
OCYUIECTBJISITh XPAaHEHUE U
MOUCK JOKYMEHTOB;
OCYHIECTBJISTh

aBTOMATHU3AIUI0 00pabOTKU
JOKYMEHTOB; MCHOJIb30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTUH B AJIEKTPOHHOM
JOKYMEHTOO000poTe.




OK9

[Tonb30BaTbCs
npodeccrnoHaIbHO M
JOKYMEHTaluen
rocyJIapCTBEHHOM
HHOCTPAHHOM A3BbIKAXX

Ha

3HaTh: MOHATHE, ICIIH,
3a7a49u u TIPUHIIAITBI
JIEIOTIPOU3BO/ICTBA;
OCHOBHBIC MTOHSATHUS
JOKYMEHTAIMOHHOTO
obOecrieueHus yIpaBJICHMUS;
CHUCTEMBI

JOKYMEHTAIMOHHOTO
obOecrieyeHus yIpaBJICHMUS;
KJIACCH(PHKAIUIO
JTIOKYMEHTOB; TpeOOBaHUS K
COCTaBJICHUIO "
0(OPMIICHUIO JIOKYMEHTOB;
OpraHu3aIHnIo

JOKyMEHTO00O0pOTa: IPUEM,
00paboTKy, pEerucTpaiuio,
KOHTPOITb, XpaHEeHUE
JOKYMEHTOB,

HOMEHKJIATYpYy IeJ; YMETb:
0hOpMIIATh JOKYMEHTAIIUIO

B COOTBETCTBUHN C
HOPMATHBHOM 6a3oii,
UCTIOJB3YS
nH(popMaIMOHHBIE

TEXHOJIOTHH; OCYIIECTBIISATH
aBTOMAaTH3aIMI0 00pabOTKU

JOKYMEHTOB;
YHU(PUIUPOBATH  CUCTEMBI
JOKYMEHTAI1H;
OCYILIECTBIISITh XpaHEHUE U
MOMCK JOKYMEHTOB;
OCYIIIECTBIISATh

aBTOMAaTH3AIUI0 00pabOTKH
JOKYMEHTOB; UCIOJIb30BaTh
TEJIEKOMMYHHKAIIHOHHBIE
TEXHOJIOTHH B JICKTPOHHOM
JOKYMEHTO000POTE.

KonTtponbHbie paboThI
1-3

3anaHus K
TG hepeHIUPOBAaHHOMY
3auety 1-30

Bomnpocsr

TecTa K
nuddepeHInpOBAHHOMY
3agety 1-50




K 1.1

OcymectBiis Th
COMPOBOXKEC HHUE, B TOM
qucie JOKYMEHTAIT!
OHHOE, MPOLIEAYPHI
3aKyIOK

3HaTh: MOHATHE, ICIIH,
3aIa4 = W TIPUHIUIBI
JIeTIOTIPOU3BOICTBA;
OCHOBHBIE TOHATHS
JOKYMEHTAIHOHHOTO
obOecrieueHus yIpaBJICHMUS;
CUCTEMBI
JOKYMEHTAIHOHHOTO
obOecrieueHus yIpaBJICHMUS;
KJIACCH(PUKAIUIO
JIOKYMEHTOB; TpeOOBaHUS K
COCTaBJICHUIO "
0(OPMIICHHIO JIOKYMEHTOB;
OpraHu3aIHNIo
JOKyMEHTO00O0pOTa: IPUEM,
00paboTKy, pErucTpaiuio,
KOHTPOIT, XpaHEeHUE
JOKYMEHTOB,
HOMEHKJIATYpYy IeJ; YMETb:
0hOpMIIATh TOKYMEHTAIIHIO

B COOTBETCTBUHN C
HOPMATHBHOM 6a3oii,
UCTIOJB3YS
nH(popMaIMOHHBIE

TEXHOJIOTHH; OCYIIECTBIISATH
aBTOMAaTH3aIMI0 00pabOTKH

JOKYMEHTOB;
YHU(PUIUPOBATH  CUCTEMBI
JOKYMEHTAI1H;
OCYILIECTBIISITh XpaHEHUE U
MOMCK JIOKYMEHTOB;
OCYILIECTBIISATh

aBTOMAaTH3aIMI0 00pabOTKU
JIOKYMEHTOB; UCIIOJIb30BaTh
TEJICKOMMYHHKAIIHOHHBIE
TEXHOJIOTHH B JICKTPOHHOM
JOKYMEHTO000POTE.

KonTtponbHbie paboThI
1-3

3anaHus K
mudhepeHIUPOBAaHHOMY
3agety 1-30

Bomnpocsr

TecTa K
nuddepeHInpOBaHHOM
y 3auery 1-50




K 1.3

OcymectBiis Th
AOKYMCHTAaIlU OHHOC€
COTIPOBOK/IE HUE

CKJIQJICKUX OIIEepaALU

3HaTh: TOHATHE, IICIIH,
3a7a491 u TIPUHITHTIBI
JIEIOTIPOU3BO/ICTBA;
OCHOBHBIC MTOHSATHUS
JOKYMEHTAIMOHHOTO
obOecrieyeHusl yNnpaBJICHUS;
CHUCTEMBI

JOKYMEHTAIMOHHOTO
obOecrieyeHusl yIpaBJICHUS;
KJIACCH(PUKAIUIO
JTIOKYMEHTOB; TpeOOBaHUS K
COCTaBJICHUIO "
0(OPMIICHHIO JIOKYMEHTOB;
OpraHu3aIHNIo

JOKyMEHTO00O0pOTa: IPUEM,
00paboTKy, pErucTpaiuio,
KOHTPOIT, XpaHEeHUe
JOKYMEHTOB,

HOMEHKJIATYpPY eI, YMETh:
0pOpMIIATH JOKYMEHTAIIUIO

B COOTBETCTBUHN C
HOPMATHBHOM 0a3oii,
UCTIOJB3YS
nH(popMaIMOHHBIE

TEXHOJIOTHH; OCYIIECTBIISATH
aBTOMAaTH3aIMI0 00pabOTKU

JOKYMEHTOB;
YHU(PUIUPOBATH  CHUCTEMBI
JOKYMEHTAI1H;
OCYILIECTBIISITh XpaHEHUE U
MOMCK JTOKYMEHTOB;
OCYILIECTBIISATh

aBTOMAaTH3aIMI0 00pabOTKH
JOKYMEHTOB; HCIIOJIb30BaTh
TEJICKOMMYHHKAIIHOHHBIE
TEXHOJIOTHH B 3JICKTPOHHOM
JOKYMEHTO000POTE.

KonTtponbHbie paboThI
1-3

3anaHus K
mudhepeHIUPOBAaHHOMY
3agety 1-30

Bomnpocsr

TecTa K
nuddepeHInpOBaAHHOMY
3agety 1-50




MUHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3SOBAHUS POCCUMCKOM ®EJIEPAILTAN
EnaGyxckuii uHCTUTYT (Pruman) genepaabHOTO rocyAapCTBEHHOTO aBTOHOMHOTO
00pa30BaTEILHOTO YUPEKICHHS BBICIIIEr0 00pa30BaHUs
«Kazanckuii (IIpuBomkckuii) GpeaepanbHbIii YHUBEPCUTET»

Tema 2. CucreMbl AOKYMCHTAIIUOHHOI'0 odecneueHns YIIpaBJICHUSA U UX aBTOMaTHU3al U

KommuiekT 3ananuii 1Jis1 KOHTPOJIbHOM padoTsI 1
OI1.04 «/lokymeHTaliuOHHOE O00ecneuyeHne YIIPABJICHUS»
(OK-1, OK-9, IIK 1.1, T[IK 1.3)
Bapuanr 1
1 ITonsiTHE pEKBU3UTA U UX OTIMCAHUE
Bapuanr 2
1 TpeGoBanus k O1aHKaM TOKYMEHTOB

Tema 3. Kinnaccudukanus 1okyMeHToB. TpedoBaHus K COCTABJIEHUIO U 0OPMJIEHUIO
JIOKYMEHTOB

KoMiuiekT 3a1aHuii Vi1 KOHTPOJILHOM padoThI 2
OI1.04 «/lokymMeHTaLIHOHHOE O00ecniedeHne YIPABJICHUD)
(OK-1, OK-9, IIK 1.1, TIK 1.3)
Bapuantr 1
1. OcHOBHBIEC CBOMCTBA M MPU3HAKU JOKYMEHTA.
2. Knaccudukanus TOKyMEHTOB IO pa3IW4yHBIM Npu3Hakam. Haunbonee ymoTrpeOuTenbHbBIC
BHJIBI KJTacCU(DUKAITUH.
3. Kiaccudukanus 1oKkyMeHTOB O XapakTepy HHGOPMalMOHHBIX CBSI3€H MPeaIpUiTHUS.

>

Knaccudukanus yrnpaBieHUECKUX TOKYMEHTOB 10 ()YHKIIMOHATFHOMY Ha3HAUYEHUIO.
5. Kiaccudukanus 1OKyMEHTOB IO COAEPIKAHUIO.
Bapuant 2
1. Knaccudukaius JOKyMEHTOB MO THILY HOCUTEJEH.
2. OcCHOBHbIE HaIlPaBJICHUS COBEPLICHCTBOBAHUS PAOOTHI C JOKYMEHTAMHU.

w

YHubunupoBanuas dbopma nokymenta. @opMmyssip  JIOKyMEHTa.
Pernamenrarus 1eonpon3BoCTBA.

4. Vuauduxaius ¥ cTaHIapTU3alus JOKyMEHTOB. 5. 3aKOHOJATeNbHBIE U IPABOBLIE aKTaM B
chepe nndopmMay U JOKYMEHTALIUU.

Tema 4. Opranusanusi padéoTbl ¢ JOKYMEHTAMH

KommuekT 3ananuii VIt KOHTPOJIbLHON padoTsI 3
OI1.04 «/lokymeHTalIHOHHOE O0ecIeYeHNe YIIPABJICHUS
(OK-1, OK-9, TIK 1.1, TIK 1.3)
Bapuanr 1
1) Ha kakue MOTOKH JACITUTCS JOKYMEHTOOOOPOT:
1. Bxopmsmue



2. HWcxopmsmue
3. Buemnue
4. BuyrpeHHue
2) T'ne perucTpupyroTcsi TOKYMEHTHI:
1. B cneunanbHOM 00IIEM KypHaie
2. B xypHane BXOJSIIUX TOKYMEHTOB
3. B xypHane ucxomsmux J0KyMEHTOB.
3) CkoJIbKO HEOOXOMMO XPaHUTh JOKYMEHTBI Ha PSP THH:
3 roga
5 ner
70 ner.
VY KaxJ0T0 BUA JOKYMEHTA CBOU CPOKH.

M owne

Bapuant 2
1) Jlns gero HEOOXOUM KOHTPOJIb HCIIOJHEHHS JOKYMEHTOB:
1. JIns Ka4eCTBEHHOTO MCTIOTHCHHS
2. Jlns HakazaHwWsl, B CIy4ae HEyIadu
3. st OTYETHOCTH
4. ]lns mopsnka
2) T'nme perucTpupyrOTCS TOKYMEHTHI:
1. B cmenmambHOM 00IIEM KypHaie
2. B xypHane BXOIAIIUX TOKYMEHTOB
3. B xypHane nucxoasmux J0KyMEHTOB.
3) Ilouemy XpaHST JOKYMEHTHI [UINTEIHHOE BPEMSI:
1. Jlnsg BoccTaHOBJISCHHS COOBITHIMA
2. Jlns ucnoJib30BaHUs IIEHHOTO OTIBITA
3. Ha mamsats o moasax
4. ]lns noKa3aTenbCTB B CYJE.



Kpurepun onenkn:

Kpurepun orieHrBaHus pe3ynbTaTOB 00yUeHUS

(6asbI)
«HEYJIOB
JETBOPUT (YHOBICTBO «XOPOIIO» | «OTIMYHON»
erLON PUTETHHOY
Kowmmne | [Inmanupyemsle pe3ysbTartsl | [KpUTEpPH U [kpuTepun [kpuTepuu | [KpuTepuu
TEHIMH | 00ydeHUs BBICTABJI €HUSI | BBICTABJICHU 51 | BHICTABIICH | BBHICTABIICHHUS
OIICHKHU OIICHKHU Usl OLICHKH | OIIEHKH
«HEYIOB «YIOBJIETBO «XOpOIIO»| | «OTIIMYHOY ]
JETBOPUT PUTEIBHO |
€ITBLHOY |
- 3HaTh: - TIOHATHE,
[eNH, 3a/1a9d W TIPUHIIHTIEI
JIeJIONIPOU3BO/ICTBA; -
OCHOBHBIE TIOHATHUS
JTOKYMEHTAITHOHHOTO
ofecrieueHus YIpaBJICHUS;
- CHCTEMBI
JOKYMEHTAIHOHHOTO JleMoHCTpH 3HaeT
oOecrnieueHus ympasieHus;| He 3naer -pyet JOCTaTOYH Hel\;i?:gﬁ;é: yer
OK1 |- knaccupukanuio | Jlomycka et YaCTUYHBIE 0B
JIOKYMEHTOB; - TpeboBaHus | TPyOble OMIMOKH SHaHUS 6€e3 0azoBOM ypOBeHvb
K COCTaBJICHUIO u rpy6bIx ommbok | 00BEME SHAtH
0(QOPMIICHHIO IOKYMEHTOB;
- OpraHu3aIHIo
JOKYMEHTO000pOoTa: -
pueM, 00paboTKy,
pEerucTpanuio, KOHTPOJIb,
XpaHeHue JOKYMEHTOB,
HOMEHKJIATypy Jell;
- OpraHu3aluIo
JOKYMEHTO000poTa:
- npuem, 06paboTKy,
pEerucTpanuio, KOHTPOJIb,
XpaHEeHUe TI0KyMEHTOB,
HOMEHKJIATypy Jell;




- YMETh: - 0(OPMIIATH
JOKYMEHTAIHIO B
COOTBETCTBUU C
HOPMAaTHUBHOM 0a3oi,
UCTIOJB3YS
WH(POPMAIOHHBIE
TEXHOJIOTHH; -
OCYIIECTBIISTh
aBTOMaTHU3al 00paboTKU
JTOKYMEHTOB; -
YHH(DUIIUPOBATH  CHUCTEMBI
JOKYMEHTAIIHH; -
OCYIIECTBIISITh XpaHEHHUE |
MOWCK  JTOKYMEHTOB; -
OCYIIECTBIISTh
aBTOMAaTHU3aIo 00paboTKU
JOKYMEHTOB; -
WCTIONH30BAaTh
TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIIEKTPOHHOM
JTOKYMEHTOO0O0POTE;

He ymeer
HemoHcT pu-
pyer
YaCTUYH bl€
YMEHHS,
JIOTTyCcKa
1 rpyObie
OIHOKHN

JemoHncTpu

pyer
YaCTUYHBIC

ymeHus 0e3
rpyObIX OoIIHMOOK

YmMmeer
HpI/IMCHHTB
3HAHUA Ha
[paKkTHUKE B
0azoBOM
00BéMe

JemoHcTpupyeT
BBICOKHH

YPOBEHb
yMEHUI

OK9

- 3HaTh: - TIOHSTHE,
LeNH, 337a4¥ U TPHHIIATIBI
JIeTIOTIPOU3BOICTBA; -
OCHOBHBIE TIOHSTHS
JOKYMEHTAITHOHHOTO
obecrieueHusl ypaBJICHHUS; -
CHCTEMBI
JOKYMEHTAITHOHHOTO
oOecrieueHUs ypaBJICHHUS; -
KJIacCU(PHUKAIUIO
JTOKYMEHTOB; - TpeOOBaHUs
K COCTaBJICHUIO u
0QOPMIICHHIO JIOKYMEHTOB;
- OpraHu3aInIo
JOKYMEHTO000pOTa: -
pueM, 00paboTKy,
pETUCTpAIio,  KOHTPOJIb,
XpaHEeHUe JOKYMEHTOB,
HOMEHKJIATYpY JIe;

He 3naer

Homycka et
rpyobIe
OLINOKU

HemoncTpu
-pyer
YaCTUYHBIE
3HaHus 6e3
rpyObIX oIIHO0K

3Haer
JIOCTAaTOYH
0B
0azoBOM
00BéMe

JlemoHCcTpUpyeT
BBICOKU I

YPOBEHB
3HaHUHU




- YMETh: - 0(OPMIIATH
JOKYMEHTAIHIO B
COOTBETCTBUU C
HOPMAaTHUBHOM 0a3oid,
UCTIOJB3YS
WH(POPMAIOHHBIE
TEXHOJIOTHH; -
OCYIIECTBIISTh
aBTOMaTHU3al 00paboTKU
JTOKYMEHTOB; -
YHH(DUIIUPOBATH  CHUCTEMBI
JOKYMEHTAIIHH; -
OCYIIECTBIISITh XpaHEHHUE |
MOWCK  JTOKYMEHTOB; -
OCYIIECTBIISTh
aBTOMAaTHU3aIo 00paboTKU
JOKYMEHTOB; -
WCTIONH30BAaTh
TEJIIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIIEKTPOHHOM
JTOKYMEHTOO0O0POTE;

He ymeer
JemoHCT
pupyer
YaCTUYH bI€

YMEHUS,
JoTycKa

1 rpyObie

OIITHOKH

JemoHncTpu

pyer
YaCTUYHBIC

ymeHus 0e3
rpyObIX OoIIHMOOK

YmMmeer
HpI/IMCHHTB
3HAHUA Ha
[paKkTHUKE B
0azoBOM
00BéMe

JemoHcTpupyeT
BBICOKHH

YPOBEHb
yMEHUI

IIK 1.1

- 3HaTh: - TIOHSTHE,
1eNH, 337a4i U TPUHIIATIBI
JIETIOTIPOU3BOICTBA; -
OCHOBHBIE TOHSATHS
JOKYMEHTAITHOHHOTO
obecrieueHusl ynpaBiaeHUs; -
CHCTEMBI
JOKYMEHTAITHOHHOTO
oOecrieyeHns yIpaBICHHS; -
KJIacCU(PHUKAIUIO
JTOKYMEHTOB; - TpeOOBaHUs
K COCTaBJICHUIO u
0(QOPMIICHHIO JIOKYMEHTOB;
- OpraHu3aIUI0
JOKYMEHTO000pOTa: -
pueM, 00paboTKy,
pETUCTpAINiO,  KOHTPOJIb,
XpaHEeHUe JOKYMEHTOB,
HOMEHKJIATYpY JIe;

He 3naer

Homyckaet
rpyobIe
OLINOKU

JemoncTpu

pyeT 4acTU4HbIE
3HAHUS 0e3
rpyOBIX OMIHOOK

3Haer
IIOCTATOYH
OB

0a3oBOM
00BéMeE

JlemoHCcTpUpyeT
BBICOKU I

YPOBEHB
3HaHUU

- YMETh: - 0OPMIISATH
JOKYMEHTAIUIO B
COOTBETCTBHUHU C
HOPMAaTUBHOH 6a30H,
WCIOJIB3YS
nH(OpMAIMOHHBIE
TEXHOJIOTUH; -

He ymeer
JemoHcTpupyeT
YaCTUYHbIE
yMEHus,
JIOITyCKa

g rpyObIe

OLITMOKH

JemoHcTpupyeT

YacTUYHbIE
yMeHus 6e3

rpyOBIX OmIMOOK

VYMmeer
MIPUMEHSTh
3HaHUs Ha
NPaKTUKE B
0a30BOM
00BEMe

JleMoHcTpUpyeT
BBICOKHM

YPOBEHb
yMEHUH




OCYILIECTBJIIATh
aBTOMAaTHU3AIHIO
00pabOTKH JOKYMEHTOB; -
YHU(PHIIUPOBATH CHCTEMBI
JOKYMEHTAIUH; -
OCYIIECTBIISATh XPAaHEHUE U
IIOUCK JOKYMCHTOB; -
OCYIIECTBIIATh
aBTOMATHU3AIHIO
00paboTKM JOKYMEHTOB; -
UCII0JIb30BATh
TCJIICKOMMYHUKAITMOHHBIC
TEXHOJOI'HU B
ANEKTPOHHOM
JTIOKYMEHTOO0O0POTE;

IIK 1.3

- 3HAaTh: - TIOHATHE,
IIEJH, 3a/1a9¥ ¥ TIPHHIIATIGI
JIETIOTIPOU3BOICTBA; -
OCHOBHBIE TTOHSTHS
JTOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHHUs; -
CHCTEMBI
JOKYMEHTAITMOHHOTO
obOecrieueHusl ynpaBiaeHUs; -
KJ1accu(PpUKaIuio
JTOKYMEHTOB; - TpeOOBaHUS
K COCTaBJICHUIO "
0QOPMIICHHIO JTIOKYMEHTOB;
- OpraHu3aInIo
JOKYMEHTO000pOTa:

- - ipuemM, o0paboTKy,
pETUCTpAINIO,  KOHTPOJIb,
XpaHCHUE JTOKYMEHTOB,
HOMEHKJIATYPY JeT;

He 3naet

Homyckaet
rpyobIe
OIIHOKH

JleMoHCTpHUpYET
YaCTUYHBIE

3HaHud 0e3
rpyOBIX
[0)1105(310) 4

3Haer
JIOCTATOYHO
B
0azoBOM
00BéMe

JlemoHCTpHUpYyeT
BBICOKUH

YpOBEHB
3HaHUU




- YMETh: - 0(OpPMIIATH
JOKYMEHTAIHIO B
COOTBETCTBUU C
HOPMAaTHUBHOM 0a3oi,
UCTIOJB3YS
WH(POPMAIOHHBIE
TEXHOJIOTHH; -
OCYIIECTBIISTh
aBTOMaTHU3al 00paboTKU
JTOKYMEHTOB; -
YHH(UIIIPOBATH  CHCTEMBI
JOKYMEHTAIIHH;
OCYIIECTBIISITh XpaHEHHUE |
MOWCK  JOKYMEHTOB;
OCYIIECTBIISTh
aBTOMAaTHU3aIo 00paboTKU
JOKYMEHTOB; -
WCTIONH30BAaTh
TEJIIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH B AJIIEKTPOHHOM
JTOKYMEHTOO0O0POTE;

He ymeer
JemoHcTpHupyeT
YaCTUYHBIE

YMEHUS,
JIOITyCcKa
1 rpyObie
OIHOKHN

JemoHcTpHupyeT
JaCTUYHBIC

ymeHus 0e3
rpyObIX OIIHMOOK

YmMmeer
HpI/IMeHSITB
3HAHUA Ha
[paKkTHUKE B
0azoBOM
00BéMe

JemoHcTpupyeT
BBICOKHH

YPOBEHb
yMEHUI




MUHUCTEPCTBO HAYKU U BBICIIEI'O OBPA3SOBAHUS POCCUMCKOM ®EJIEPALTAN
EnaGyxckuii uHCTUTYT (Pruman) genepaabHOTO rocyAapCTBEHHOTO aBTOHOMHOTO
00pa30BaTEILHOTO YUPEKICHHS BBICIIIEr0 00pa30BaHUs
«Kazanckuii (IIpuBomkckuii) GpeaepanbHbIii YHUBEPCUTET»

Tect k AU PepeHIUPOBAHHOMY 3a4eTy
(OK1, OK 9,IIK 1.1, IIK 1.3)

3ananme 1
Bri6epute BepHbIi, Ha Bamn B3ruisi, oTBeT U 00BeIUTE KPYKKOM €ro HoOMep (KJIMKHUTE KypCcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMU KIIETOUKE).

Je10npou3BoOACTBO - ITO ...

1) oTpacnb JedTeNbHOCTH, OOecCleYrBamoNmas JOKYMECHTHPOBAHHE K OPraHU3aIllMi0 pabOThl C
O(l)I/IIII/IaJ'IBHI)IMI/I JOKYMCHTaMH1

2) mpotiecc co3aaHus U 0(OPMIICHHUS TOKYMEHTA

3) ABMXKCHUC JOKYMCHTOB B OpraHu3anii ¢ MOMCHTA WX CO3AaHUA WJIN NOJYYCHUA 0 3aBCPIICHHUA
HCIIOJIHCHUS W OTIIPABJICHUA

OtBer: 1

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,

HernpaBuwibHOE — 0 6aIIOB.

3ananue 2
BriGepute BepHbIi, Ha Bam B3risia, oTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE Kypcopowm,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

JdoxkymeHTHpPOBaHME - ITO ...

1) obOecrieuenue ABMKEHUS JOKYMEHTOB B alapare yrpaBJeHHUs, UX UCIOIb30BaHUS B CIIPABOYHBIX
LEeJsIX ¥ XpaHEeHUs

2) COBOKYITHOCTh JICHCTBUSI, 00ECIICUNBAIOIIMX UX CBOCBPEMEHHOE UCIIOJTHEHHUE

3) mporiecc co3aanust ¥ 0(OPMIICHHUS TOKYMEHTA

Otser: 3

Ounenka: nuxoromudeckas. [IpaBuiibHOe BhIMONHEHHE 0JHOTO Takoro T3 ouenuBaercs 1 Gamiom,

HenpaBmibHOE — () GalIoB.

3ananue 3
Bribepute BepHbIil, Ha Bamn B3risii, oTBET U 00BeIUTE KPY:KKOM €ro HOMep (KIMKHUTE KypCcopoM,

MOCTaBbTE KPECTUK B HEOOXOUMOM KIETOUKE).
JoxymeHT - 3710 ...

1) 3aukcupoBaHHas Ha HOCUTENE HH(OpMAIMs ¢ PEKBU3UTAMU, O3BOJISIOINMU €€
UACHTUDHUIMPOBATH
2) HOCHTENb HHPOPMALIUH, UCHIOJIb3YEMON B LEINAX PETYIMPOBAHMSI COLUATBHBIX

oTHoWeHuH 3) nHpopmarus, 3apuKcupoBaHHas JTHOObIM crtocoOoM Ha J1r000M HocuTene OTBeT:

1

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBINOJIHEHUE oAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuwibHOE — O 6aoB.



3aganue 4
Bribepure BepHblif, Ha Bam B3risia, oTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,

MOCTaBbTE KPECTHK B HEOOXOAUMOM KIICTOUKE).

JLokyMeHT0000poT - 3TO ...

1) nepenava JTOKyMEHTa U3 OJHOM MHCTAHIMH B IPYTYIO B IMPOLECCE €0 PACCMOTPECHUS

2) IBYDKEHHE JIOKYMCHTOB B OpraHU3allMd ¢ MOMEHTA UX CO3JaHUS WJIM TOJYYCHHUS JI0 3aBEpPIICHUSI
WCTIOJTHEHUS WJTU OTIPABJICHUS

3) IBYOKEHHE KOMIUICKCA JIOKYMEHTOB B MPOLIECCE BBIPAOOTKH, NMPUHSATHS M UCTIOJHCHHS PEIICHUN
Otgert: 2

Ouenka: nuxoromuyeckasi. [IpaBmiibHOE BBIIOTHEHHE OAHOTO Takoro T3 omeHmBaercs 1 Gamiom,

HenpaswibHOE — () GasIoB.

3ananue 5
Bri6epute BepHbI, Ha Bamn B3ruisi, oTBeT U 00BeIUTE KPYKKOM €ro HOMep (KJIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IIpaBoBoii aKkT, onpee/ A IOLINI OPSI0K 00Pa30BaHUsA, IPABA, 00A3AHHOCTH U OPTraHU3ALMIO
padoThl yYpesKAeHHs HA JJIUTEJbHbINA IIEPUOJ BPEMEHH — 3TO ...

1) mpukas

2) MOJIOKECHUE

3) moroBop

4) ycraB

5) I0KHOCTHAS HHCTPYKIHS

Otser: 4

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — () 6aIIOB.

3ananue 6
BriGepute BepHbIi, Ha Bamn B3risi, oTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIMKHUTE KypcopoM,

MMOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

JJoKkyMeHT, ONUCHIBAKOIIMIA WM NMOATBEPHAAAIIIUN COAepKAHNE TeX WIN MHBIX GAKTOB UJIH
COOBITHI — 3TO...

1) akr

2) MoKJIaaHas 3armucKa

3) ciipaBka OTBeT: 1

Ouenka: nuxoroMudeckasi. [IpaBuibHOE BBINIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBmibHOE — () GalIoB.

3ananmue 7
Bribepute BepHbIif, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHHUTE KypCcopoM,

MOCTaBbTE KPECTUK B HEOOXOUMOM KIETOUKE).
Jara akra —3710...

1) nata yTBEepKICHHS

2) nata COOBITHS

3) nara noanucanus OTBer: 2



Ouenka: quxoromuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpaBuwibHOE — () 6aIoB.

3aganue 8

BeiGepute BepHbIii, Ha Bain B3risii, OTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHHUTE KYpCOpOM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIICTOUKE).

IIpaBoBoii aKT, H31aBaeMblii eTUHOJIMYHO PYKOBOIUTEIEM B I€JISIX PeLIeHNUsI ONePATHBHBIX
BOINPOCOB — ITO...

1) mpukas

2) pacropsipKeHHe

3) ykazanue 4) uactpykius OTBet: 2

Ouenka: quxoromuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpasmibHOE — () GasIoB.

3ananue 9
Bri6epute BepHbIi, Ha Bam B3ris, oTBET U 00BeInUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, IIOCTaBbTE KPECTHK B HEOOXOAUMOH KiieTouke). PacnopsiinTe/ibHble JOKYMEHTbI
BCTYNAIOT B CHJIY C ...

1) MOMeHTa MX MOAMUCAHUSI

2) MOMEHTA UX TOMUCAHUS U COTIIACOBAHUS

3) MOMEHTA UX TOMHCAHUS U JOBEACHUS 0 CBEICHUS UCTIOTHUTEIIS

4) MoMeHTa UX JOBEJACHHUS 10 CBeaeHUS ncnoaaurens OTBer: 3

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — 0 6aIIOB.

3ananue 10
BriGepute BepHbIii, Ha Bam B3ri1s/1, OTBET 1 00BEANTE KPYKKOM €r0 HOMEp (KIMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX0muMoH kieTouke). Ilo comepxkaHuio npukasbl

ObIBAIOT...

1) mpocThie U CI0XKHBIC

2) 110 OCHOBHO# JICATEIBLHOCTH U TIOJIMYHOMY COCTaBY

3) BHYTpEHHHE U BHEIIHUE

4) OJHBIE U KPaTKHE

5) ¢ yrioBbIM U MPOA0JILHBIM PACIOI0KEHHEM PeKBU3UTOB OTBET: 2

Ouenka: nuxoroMudeckasi. [IpaBuibHOE BBINIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuibHOE — () OaLIOB.

3ananme 11
Bribepute BepHbIit, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHHUTE KypCcOopoM,

IOCTaBbTC KPECTUK B HCO6XOI[I/IMOI7I KHeTO‘IKC).

IlocaenoBaTeJIbHOCTH TEXHOJIOTHH paﬁoTbl C IOKYMEHTAMM — 3TO...

1) npueM H" ICpBUYHAA 06pa60TI<a JAOKYMCHTOB, HUX MPCABAPUTCIBHOC pPACCMOTPCHUE U
PacpeaciiCHUC, perucTtpanusa JOKYMCHTOB;, KOHTPOJIb HUCIIOJTHCHU A JOKYMCHTOB;,
HH(bOpMaIlI/IOHHOCHpaBO‘{HaH pa60Ta; HCIIOJJTHCHUC NOKYMCHTOB; HX OTIIpABKad; CUCTCMATHU3allUA U
TCKYHICC XpaHCHUC 2) npueM " T1NCpBUYHAA 06pa60TKa AOKYMCHTOB; KOHTPOJIb HCIIOJIHCHUA



JOKYMEHTOB; HWH(OPMALMOHHO-CIIPaBOYHAsA paboTa; HCIOJHEHHE JOKYMEHTOB; WX OTIPAaBKa;
CUCTEMAaTH3alMsl U TEKyIlee XpaHEHHE

3) mpuem U mnepBuyHas o00pabOTKa JOKYMEHTOB; HX IPEABAPUTEIBHOE PACCMOTPEHUE U
pacripenielieHue; PEerucTpanus JIOKYMEHTOB; HH()OPMAIMOHHO-CIIPaBOYHAs paboTa; HCIOJIHEHHUE
JOKYMEHTOB; UX OTIPaBKa; CUCTEMaTH3aLus

OrtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBmibHOE BBIOTHEHHE OAHOTO Takoro T3 omenmBaercs 1 Gamiom,
HenpaBwibHOE — () 6aIoB.

3ananme 12
Br16epute BepHbIi, Ha Bam B3ris, oTBET U 00BeIUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOX0AUMOH KieTouke). CueremMa JOKYyMEHTAIMHU — 3TO...

1) mepenava TOKyMeHTa U3 OJTHOM MHCTAHIIMH B IPYTYIO B MPOIECCE €0 PACCMOTPEHHUS 2)
COBOKYITHOCTb JIOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 TIPU3HAKAM IPOUCXOXKICHNS, HA3HAUYCHUS,

BUJIA, CQephl 1EATENBHOCTH, €AUHBIX TPEOOBAaHUMN K X 0(OPMIIEHUIO

3) mporiecc co3aanus U 0POpMIICHHUS JOKYMEHTa

OtBer: 2

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBIIOTHEHUE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GasIoB.

3ananue 13
BriGepute BepHbIi, Ha Bam B3riisia, oTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE Kypcopowm,

MOCTaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

Yuudukanus — 370...

1) cucrema TOKyMEHTAIMH, CO3aHHAs 110 IUHBIM IPaBUIIaM M TPEOOBAHUSM, COIEpIKaIIast
nH(pOopMaIno, HEOOXOTUMYIO JIJIsI YIIPABJICHHS B OTPEICTICHHOMN cdepe nesATeTbHOCTH 2)
JESTETBHOCTb M0 YCTAaHOBJICHHIO MPABHII M XapaKTEPUCTUK B LEISX UX JJOOPOBOJIHHOTO
MHOTOKPATHOTO HMCIIOJIb30BaHHMSI, HATIPABJICHHAS Ha JIOCTIKEHHE YIOPSAI0YCHHOCTH B cepe
MIPOU3BOJICTBA M OOPAICHHS TPOAYKIIMH U TIOBBIICHHE KOHKYPEHTOCIIOCOOHOCTH MTPOTYKITHH,

paboT Wi ycayr

3) ycTaHOBJIEHHE MAKCUMAaJbHOTO €IWHOOOpa3HOro Habopa pEKBH3UTOB, ¢opmara Oymaru u
(duKkcanuu peKBU3UTOB Ha Oymare

Otser: 3

Ounenka: nuxoromudeckas. [IpaBuibHOe BhIMoONHEHHE oaHOTO Takoro T3 ouenuBaercs 1 Gamiom,
HenpaBuwibHOE — () 0aIUIOB.

3ananue 14
Bribepute BepHbIit, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHUTE KypCcopoM,

MOCTaBbTE KPECTUK B HEOOXOTUMOM KIIETOUKE).

YuuduuupoBaHHasi cMCTeMa J0KYMEHTalluu — 3TO...

1) cuctema nOKyMEHTAIlUH, CO3/IaHHAs TI0 €MHBIM MPaBUIaM U TPEeOOBAHUSAM, COJEpKAIIIAS
nHpOopMaIIHI0, HEOOXOTUMYIO IS YIPABIEHUS B ONPEAETIeHHOM chepe NesITeNbHOCTH 2)
JeSITEeNLHOCTD 110 YCTAHOBJICHHUIO MPABWII U XapaKTEPUCTUK B LEISIX UX JOOPOBOIHHOTO
MHOTOKPaTHOTO MCIOJIb30BaHUs, HAMPABIECHHAS HA JOCTH)KCHHUE YIIOPSI0YSHHOCTH B cepe



IMPOU3BOJACTBA U 06pameHI/151 MMPOAYKIHUHA U IOBBIICHUC KOHKprHTOCHOCO6HOCTI/I MMpOAYKIIUH,

paboT uim yciyr

3) nmepeaaya JOKyMEHTA U3 OJIHOM MHCTAHIIMU B IPYT'YIO B IIpoliecce ero paccMoTpenus OTBer:

1

Ouenka: nuxoromuyeckasi. [IpaBmibHOE BRIOTHEHHE OAHOTO Takoro T3 omenmuBaercs 1 Gamiom,
HenpaBwibHOE — () GayIoB.

3ananue 15

BriOepute BepHbIi, Ha Bamn B3risi, OTBET  00BeIUTE KPY)KKOM €ro HOMep (KIMKHHATE KypCOpoM,
MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

Oprann3anuoHHO-PACIOPSAUTEIbLHAS JOKYMEHTAIUSA Kaaccupuumupyercs Ha...

1) opraHu3alroOHHbIE, PACTIOPSAAUTEIbHBIC

2) opraHu3aIoOHHbIEC, PACTIOPSIUTEIbHBIC U CIIPABOYHO-UH(POPMAIIMOHHBIC

3) opranu3aioHHbIE, CIIPABOYHO-UH(OPMAIIMOHHBIE

4) pacniopsiAuTENbHBIC, CIIPABOYHO-UHPOPMaIHOHHbIE OTBET: 2

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GasIoB.

3ananue 16
Bribepute BepHbI, Ha Bamn B3ruisin, oTBeT U 00BeIUTE KPYKKOM €ro HoMep (KJIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOMMOU KIIETOUKE).

CrangapTuszanus — 3710...

1) NEeSITEeIbHOCTh MO YCTAHOBJICHUIO TPABUJI U XapaKTEPUCTUK B ILENAX HX J0OPOBOJIHHOIO
MHOTOKPaTHOTO HCIOJIb30BaHUs, HAalpaBjieHHas Ha JOCTI)KEHHE YIOPSJIOYEHHOCTH B cdepe
MIPOM3BOJICTBA U OOpAIEHUSI TPOAYKIIMU U MOBBIIIEHHE KOHKYPEHTOCIIOCOOHOCTH MPOTIYKIINH, padoT
WM YCIIyT

2) YCTAaHOBJICHME MaKCHUMAJIBHOTO €IWHOOOpa3HOTro Habopa pEeKBH3UTOB, ¢opMara Oymaru u
(buKcaruu peKBU3UTOB Ha Oymare

3) (dbopMa I0pUAUYECKOTO 3aKPEIICHUs TPOBEICHHON YHU(DUKALIUY U YPOBHS €€ 0043aTeIbHOCTH
Otser: 1

Ouenka: nuxoroMuveckasi. [IpaBuibHOE BBIIOJHEHHUE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GalIoB.

3ananue 17
Bribepute BepHbIii, Ha Bamn B3ruisii, oTBET U 00BeIUTE KPY:KKOM €ro HOMep (KIMKHUTE KypCcOpoM,

MOCTAaBbTE KPECTUK B HEOOXO MO KIICTOUKE).

IIpaBom moanucu MPUKA30B MO MEPCOHATY M (PMHAHCOBBIM BONPOCAM 00.J1a/1aeT. ..

1) pykoBOIMTENH U 3aMECTHTEIb PYKOBOIUTEIIS

2) TOJBKO PYKOBOIHUTEIH

3) HauaNbHUK OT/IENa KaJpOB

4) 3aMeCTHTEINlb PYKOBOIUTEIIS

Ortser: 2

Ouenka: nruxoromuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpaBuwibHOE — O 6aoB.



3aganue 18
Bribepure BepHblif, Ha Bam B3risin, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,

MOCTaBbTE KPECTHK B HEOOXOAUMOM KIICTOUKE).

JIOKYMEHT, perJiaMeHTHPYIOIIHUIi 1eATeIbHOCTh KOHKPETHOI0 J0KHOCTHOIO JIMIA — 3TO...

1) 1OJDKHOCTHAS UHCTPYKLIMS

2) yKa3aHue

3) npukas

4) cryxebnas 3amicka OTBet: 1

Ouenka: nuxoromuyeckasi. [IpaBmibHOE BRIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBwibHOE — () GayIoB.

3ananue 19
Bri6epute BepHbI, Ha Bamn B3ruisi, oTBET U 00BeIUTE KPYKKOM €ro HOMep (KJIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOU KIIETOUKE).

N3 1u4HOi KapTOYKHU COTPYAHUKA UCKJIIOYAKOTCS CBEAEHUS O...

1) BOMHCKOM y4ere

2) obmieM cTaxe paboTe

3) MpUHAUTEKHOCTH K TOJIMTHYECKAM MApTHAM W OOIIECTBEHHBIM OpraHu3anusam 4) ceMeiiHOM
nojyoxxeann OTBer: 3

Ouenka: nuxoromMuyveckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,

HernpaBuwibHOE — () 6aIIOB.

3ananue 20
BriGepute BepHbIid, Ha Bam B3riis/1, OTBET U 00BEIUTE KPY)KKOM €ro HOMEp (KITMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX01uMOH KieTouke). [lncbma, npuHuMaemble 6e3
perucTpauuu — 3To...

1) mo3xpaBuTEIbHBIC THCHMA

2) rapaHTUIHbIC TTHChMA

3) nmuchbMa-3amnpoch

4) ConpOBOAUTEbHBIC THCHMA

Otser: 1

Ounenka: nuxoromudeckas. [IpaBuiibHOe BhIMONHEHHE 0JHOTO Takoro T3 ouenuBaercs 1 Gamiom,
HenpaBmibHOE — () GalIoB.

3ananue 21
Bribepute BepHbIii, Ha Bamn B3risii, OTBET U 00BeIUTE KPY:KKOM €ro HOMep (KIMKHUTE KypCcopoM,

IOCTaBbTC KPECTUK B HCO6XOI[I/IMOI7I KHCTO‘IKC).

BepHoe naTupoBaHue CJIy:KeOHBIX JOKYMEHTOB — 3TO...

1) 15/08/99

2) 01.10.00

3) 2003 03 10 4) 15.1.99 Orser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BBIOJIHEHHE OJHOTO Takoro T3 omeHuBaercs 1 Oamiom,
HenpaBuwibHOE — 0 6aoB.



3aganue 22
Bribepure BepHblif, Ha Bam B3risin, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,

MOCTAaBbTE KPECTUK B HEOOXOMMOU KIICTOUKE).

PeKBHU3UT, KOTOPBIil BKJIYAETCH B 0JIAHK MHCbMA — 3TO...

1) MecTO coCTaBICHUS WITK U3AaHUs JOKYMEHTA

2) 3aroJIOBOK K TEKCTY

3) HaMMEHOBAaHUE OPTraHU3aALUH

OrtBert: 3

OueHnka: 1uxoroMuyeckasi. [IpaBUIIbHOE BBIMOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpaBwibHOE — () GayIoB.

3ananme 23
Bri6epute BepHbI, Ha Bamn B3ruisi, oTBeT U 00BeIUTE KPYKKOM €ro HOMep (KJIMKHUTE KypCcOpoM,

MIOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IK3eMILISP AeJ0BOr0 MUCHMA, MOATOTOBJIEHHBII /ISl OTIPABKM ajpecaTy 1o noure,

HA KOTOPOM MPOCTABJSIIOTCH BU3bI — 3TO... 1) MOUIMHHNK, OTIIPABIIIEMBIN ajpecary

2) Komusi, IOMeIIaeMasi B JIeJI0 OpraHu3aIuu

OTtBerT: 2

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GasIoB.

3ananue 24
BriGepute BepHbIiA, Ha Bamr B3ri1s/1, OTBET 1 00BEANTE KPYKKOM €r0 HOMEp (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX01uMOH KiieTouke). [IpaBujibHbI BAPHAHT 3aroJioBKa

K MHUCbMY — 3TO...

1) o moroBope MOCTaBKH

2) 0 HEBBIOJHEHHUH J0TOBOpa moctaBku oT 12.08.2012 Ne 45/63

3) 0 HEBBIMOJIHEHUH JOTOBOPA

Otser: 2

Ouenka: nuxoromMuveckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oneHuBaercs 1 6amiom,
HenpasmibHOE — () GasIoB.

3aganue 25

BriOepute BepHbIid, Ha Bai B3risia, OTBET M 00BEIUTE KPY)KKOM €ro HOMep (KIMKHUTE Kypcopom,
IMOCTaBbTE KPECTUK B HEOOXOUMOM KIIETOUKE).

Moanuck opopmisieTcs caeayOIEM 00pa3oM, eCJIH 3aMeCTHTEIb PYKOBOIUTEIsI OPraHu3aluu
HMeeT MPaBO MOANKCHIBATHL JOKYMEHTbI BMECTO PYKOBOJUTENsl B CJIy4ae €ro BPeMEHHOIr0
OTCYTCTBHA ...

1) I'enepanbublit qupektop [oanuce 1.B. Kupuinos

2) 3am. reHepaibHoro aupekropa [oanuces O.J1.Pemuzos

3) U.0. renepanbnoro aupekropa [loamuce O.JI.Pemuszo OTBer: 2

Ounenka: n1uxoromMuyeckasi. [IpaBuiibHOE BBINOJIHEHUE oAHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HenpaBuwibHOE — 0 6aoB.



3aganue 26

Bribepure BepHblif, Ha Bam B3risin, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,
IIOCTaBbTE KPECTUK B HEOOXOJUMON KIIETOUKE).

IIncbMo, KOTOpOE 3aBepsieTcs NeYaThI0 OPraHU3aluu — 3TO0...

1) rapanTuitHOE THCEMO

2) KOMMEPUYECKOE MPEIOKEHHUE

3) mucbMo-TIpocKOa

OrtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBmibHOE BBIOTHEHHE OAHOTO Takoro T3 omeHmBaercs 1 Gamiom,
HenpaBwibHOE — () GayIoB.

3aganue 27

BriGepute BepHbIii, Ha Bamn B3riisi, oTBET U 00BEAUTE KPY)KKOM €ro HOMeEp (KIMKHHUTE Kypcopowm,
MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

OdopmiteHne 0TMETKH 0 HATUYUM NPUJIOKEHHS B CONPOBOAUTEIHLHOM NMUCbMeE — 3TO...

1) [Ipunokenue: ynomsinyroe Ha 3 1. B 1 9K3.

2) Ipunoxenue: mo Tekcty Ha 3 J1. B 1 9K3.

3) Mpunoxenue: Ha 3 1. B 1 9K3.

OtBet: 3

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — 0 6aIIOB.

3ananue 28

BriGepute BepHbIi, Ha Bam B3riisim, oTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE Kypcopowm,
MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

D opMyJIHMPOBKA MYHKTA PACHIOPSANTETbHOM YaCTH MPUKA3a BBITJISIAUT CJIeAYIOIMMM 00pa3oM...
1) 'maBHOMY OyXTayITepy MOJATOTOBHUTH M NMPEACTABUTHh HA YTBEP)KICHUE CMETY PAcXO0B Ha
komaHiupoBkH B 2019 1. B cpok 10 20.01.2019.

2) I'maBHOMY Oyxrantepy Jmurpuey I1.JI. IOATOTOBUTH ¥ MPEICTABUTh HA YTBEPIKICHUE CMETY
pacxoa0B Ha komaHaupoBkHU B 2019 1. B cpok 10 20.01.2019.

3) I'maBHomy Oyxrantepy OOO «Arat» ILJI. JIMUTpueBYy MOArOTOBUTH W MPEACTaBUTH Ha
yrBepxkaeHue B cpok 10 20.01.2019 cmery pacxonoB Ha kKoMaHAUPOBKH B 2019 r.

4) [Topyuuts rnaBHomy Oyxrantepy [mutpueBy ILJI. moarotoButh W NpeaCcTaBUTh Ha
yrBepxkaeHue B cpok 110 20.01.2019 cmery pacxonoB Ha komanAupoBkH B 2019 . OTBeT: 2
Ouenka: nuxoroMuveckasi. [IpaBuibHOE BBINIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuibHOE — 0 OaLIOB.

3aganme 29

Bribepute BepHbIit, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHHUTE KypCcOopoM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

JIOKyMeHT, KOTOPBIii OTHOCUTCS K HEPerucTPUPYEeMbIM — 3TO...

1) nucemo-3amnpoc

2) xxano0ba rpaxJIaHHHA

3) COMPOBOIUTEIBHOE TTHUCHMO

4) pexknamuoe nmucbMo OTBet: 4



Ouenka: quxoromuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpaBuwibHOE — () 6aIoB.

3ananue 30
Bribepure BepHbIii, Ha Bamn B3r1s111, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHHUTE

KypCOpOM, MOCTaBbTE KPECTUK B HEOOXOIMMO# KiieTouke). CPOKH HCTIOTHEHNUSI JOKYMEHTOB
YCTAHABJIHUBAIOTCA ...

1) B KaJIeHIAPHBIX JTHAX

2) B pabounx qusx Orer: 1

Ouenka: quxoromuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpaswibHOE — () GasIoB.

3ananue 31
Bribepute BepHbIii, Ha Bamn B3risii, oTBET M 00BeAUTE KPY)KKOM €ro HOMep (KIMKHHUTE KYypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

PykoBoauTe b MOANMMCHIBAET ... IK3EMILJISIPOB MPUKA3a.

1) tpu

2) nBa 3) omun OtBer: 1

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GasIoB.

3ananue 32
BriGepute BepHbIi, Ha Bam B3riisia, oTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIMKHHUTE Kypcopowm,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

N3 nepevncjieHHBIX PEKBH3UTOB HE OTHOCHTCS K PEKBH3UTAM yI0CTOBEPEHHs... 1)

rpud yTBEpKIACHUS

2) meyarb

3) OTMETKa O 3aBEPEHUH KOITHH

4) BU3a COTIaCOBaHUS

5) moamuce OTBert: 4

Ouenka: nuxoroMuveckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuibHOE — () OaLIOB.

3ananue 33
Bribepute BepHbIii, Ha Bamn B3ruisii, OTBET U 00BeIUTE KPY:KKOM €ro HOMep (KIMKHUTE KypCcopoM,

IIOCTAaBbTE KPECTHK B HEOOXOAUMOM KIIETOUKE).

JoxymenTsl, co3nannbie B 2010 r. u umeromue cpoxk xpanenus 10 jer, MOKHO yHHYTOKHTD ...
1) B 2020 roay

2) B 2021 roay

3) B 2022 roay

Ortser: 2

Ounenka: nuxoromuyeckasi. [IpaBuiibHOE BBINOJIHEHUE oAHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HenpaBuwibHOE — O 6aoB.



3aganue 34
Bribepure BepHblif, Ha Bam B3risin, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,

IIOCTaBbTE KPECTUK B HEOOXOMMOU KIIETOUKE).

K opranun3zanoHHbBIM JOKyMEHTaM OTHOCSITCS. ..

1) ycraBbl, MOJIOKEHUS, IOTOBOP yUpEIUTEICH, HHCTPYKIMH, TIPAaBHIA, IITATHBIC PACIIUCAHUS

2) ycTaBbl, TOJIOKEHUS, JOTOBOP YIPEAUTEICH, IITATHBIC PACITUCAHUS

3) ycraBsl, IOTOBOP YUpeauTelieil, MHCTPYKIMH, npaBwia OTBet: 1

Ouenka: nuxoromuyeckasi. [IpaBmiibHOE BBIOTHEHHE OAHOTO Takoro T3 omenmBaercs 1 Gamiom,
HenpaBwibHOE — () GayIoB.

3ananue 35
Bri6epute BepHbI, Ha Bamn B3ruisi, oTBeT U 00BeIUTE KPYKKOM €ro HoOMep (KJIMKHUTE KypCcOpoM,

MIOCTaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

K pacnopsiinteibHbIM J0KYMEHTAM OTHOCSATCS. ..

1) moctaHOBIICHHS, PEIICHHUS, PACTIOPSDKEHHS, YKa3aHUsl, IPUKA3bI, IITATHBIC PACTIUCAHUS

2) MOCTAaHOBJICHUSI, PACTIOPSKCHHUSI, YKa3aHHsI, TIPUKa3bl, IITATHBIC PACITHCAHHS

3) MOCTaHOBJICHHUSI, PEIICHHS, PACTIOPSHKEHUSI, yKa3aHus, prka3sl OTBeT: 3

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GasIoB.

3ananue 36
BriGepute BepHbIi, Ha Bam B3riisia, oTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE Kypcopowm,

MOCTaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

ITo cpoxkam XpaHeHUsI JOKYMEHTHI ObIBAIOT...

1) MOCTOSHHOTO XpaHEHHS

2) BpPEMEHHOT'O XpaHEHHS

3) MOCTOSIHHOTO U BPEMEHHOTO XPaHCHHUS

OTtBer: 3

Ouenka: nuxoromMuveckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — 0 6aIIOB.

3ananue 37
Bri6epute BepHbIi, Ha Barn B3, OTBET U 00BeAUTE KPYKKOM €ro HoMep (KIUKHUTE

KypCcOpoM, OCTaBbTe KpecTHK B HeoOxoaumon kierouke). FOCT P 7.0.97-2016 comep:xurt...

1) 29 pekBU3UTOB

2) 30 peKBU3HTOB

3) 31 pekBU3UTOB

4) 32 pexBusurta OTBeT: 2

Ounenka: nuxoromuyeckas. [IpaBuibHOe BhIMOTHEHHE 0JHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuwibHOE — 0 6aoB.

3ananue 38
Bribepute BepHbIii, Ha Bamn B3risi, OTBET U 00BeIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTC KPECCTUK B HCO6XOI[HMOI>1 KHGTO‘-IKG).



JIoKyMeHT, (pUKCHPYIOIIMii COTIallleHue CTOPOH 00 YCTAHOBJIEHHH TPY/JAOBBIX OTHOIIEHUH H
PeryJupyoumii ux, Ha3bIBaeTCH. ..

1) TpyOBO# KHMKKOIA

2) TPYIOBBIM KOJCKCOM

3) MPHUKA30M [0 JTUYHOMY COCTaBY

4) TpyOBBIM JIOTOBOPOM

5) OKHOCTHOM MHCTPYKIUEH

OrtBer: 4

Ouenka: nuxoroMmuueckasi. [IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpaBwibHOE — () GasIoB.

3ananue 39
Br16epute BepHbIi, Ha Bam B3ruis/, oTBET U 00BeINUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX0uMoH kieTouke). [lepen ciaveid 10KyMeHTOB Ha
apXuBHOE XpaHeHHe cJieayeT...

1) crpynnupoBaTh U MOAIIMTH JOKYMEHTHI B MAITKH

2) 0OpPMHUTH U OTTUCATH JeTIa

3) cucreMaTU3UpOBATh U YTOUHHUTH JJOKYMEHTBI

4) cKomMPOBaTh 0CO00 BaKHBIC JOKYMEHTBI

OtBer: 1

Ouenka: nuxoromMudeckasi. [IpaBuibHOE BBITIOJHEHHWE OJAHOTO Takoro T3 oneHuBaeTcs 1 Oamom,
HernpaBuwibHOE — () 6aIIOB.

3ananue 40
BriGepute BepHbIi, Ha Bam B3riisia, oTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE Kypcopowm,

MMOCTaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

IIpu moaroToBKe jejia K nepejaayve B apXuB BHYTPEHHsISI ONUCH TOKYMEHTOB, CO/IEPKAIIUXCS B
JeJie, IOMemaercs. ..

1) B KOHIIE JIeNa

2) B Havase jena

3) Ha JMIIEBOI CTOPOHE OOIOKKH Jeiia

4) B camocTosTensHOE ae10 OTBeT: 2

Ouenka: nuxoroMuveckasi. [IpaBuibHOE BBINIOJHEHHE OJHOTO Takoro T3 oneHuBaercs 1 6amiom,
HernpaBuibHOE — () OaLIOB.

3ananue 41
Bribepute BepHbIif, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHHUTE KypCcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOU KIICTOUKE).

BHOCHTH N3MeHEeHHsI B IITATHOE PACIIHCAHNE B TeYeHHE T'0/1a MOXKHO. ..

1) oquH pa3

2) nBa pasa

3) orpaHMYEHHS HA 3TOT CUET 3aKOHOATEIbCTBOM HE ycTaHOBIEeHB OTBeT: 3

Ouenka: 1uxoroMuyeckasi. [IpaBuIIbHOE BBIMOIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpaBuwibHOE — O 6aoB.



3aganue 42
Bribepure BepHblif, Ha Bam B3risia, OTBET M 00BEOUTE KPYKKOM €ro HOMep (KIMKHUTE Kypcopom,

MOCTaBbTE KPECTHK B HEOOXOAUMOM KIICTOUKE).

IIpu 3aK/I1049eHN U TPY/I0BOI0 10r0BOPA rPakKIAHNH, NOCTYNAIIMII HA padoTy NpeabIABJseT
paboronareio...

1) cBUIETEHCTBO O POXKICHUHU peOCHKA

2) macmopr

3) CBUETEIBCTBO O POXKICHUU peOCHKA U MacopT

Otgert: 2

Ouenka: nuxoromuyeckasi. [IpaBmibHOE BRIOTHEHHE OAHOTO Takoro T3 onenmuBaercs 1 Gamiom,
HenpaswibHOE — () GasIoB.

3ananme 43
Br16epute BepHbIi, Ha Bam B3ris, oTBET U 00BeINTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOX0oAUMOH KieTtouke). [lepeyenb marepuaJios,

NMOMeIeHHBIX B J1€JI0 — ITO...

1) nucT-3aBepuTeNb JIena

2) HOMEHKJIaTypa Jei

3) BHYTPEHHSISI OTIHCh

4) o ammBKa

5) urorosas 3amnuch

6) ornasienue OTBeT: 3

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBITIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — () 6aIIOB.

3ananue 44
BriGepute BepHbIi, Ha Bam B3risia, oTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIMKHHUTE KypcopowM,

MIOCTaBbTE KPECTUK B HEOOXOTUMOM KIIETOUKE).

Coraamenue padoroaaresisi 1 pa0OTHUKOB, KOTOPO€ YCTAHABJIUBAET JONOJHUTEIbHbIE
rapaHTHH VISl COTPYAHUKOB U MX OTBETHbIE 00513aTe/IbCTBA 110 OTHOLIEHHIO K padoToaaTes 0 —
3T0...

1) TpymoBoi#i 10roBOp

2) rpa)xIaHCKO-IIPaBOBOM IOTOBOP

3) KOHBEHIIUSA

4) MOHKHOCTHASI HHCTPYKIIUS

5) KOJUICKTUBHBIN TOTOBOP

6) TOMOJHHUTENFHOE COTJIAIIEHHE K TPYA0BOMY J0TOBOPY OTBET: 5

Ouenka: nuxoromuyeckas. [IpaBuisHOe BhIMONHEHHE 0JHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HernpaBmibHOE — () GalIoB.

3ananue 45
Bribepute BepHbIit, Ha Bamn B3risi, oTBET U 00BeIUTE KPY:KKOM €ro HoMep (KIMKHUTE KypCcOpoM,

MOCTaBbTC KPECCTUK B HCO6XOI[HMOI>1 K.IIGTO‘-IKG).



PaGoTonaTesib He 00s13aH NMPO/IJIEBATH €:KerO/IHbII ONJIAYMBAEMbliil OTIYCK, €CJIH BO BpeMsi
OTIycKa padOTHHK...

1) 3aboJei 1 jexkan B 0OJbHUIE

2) ObLT HaMpaBJICH HAa BOCHHBIE COOPBI

3) paboTai B KauecTBe uIeHa H30UPATEIbHON KOMUCCHU

4) yxaxuBaJ 3a 3a00JICBIIUM YJICHOM CEMbH

5) yuacTBOBaJI B Cy/Ic B Ka4ECTBE MPUCSHKHOTO 3aceaaTelis

6) 3abosten 1 JTeyrsics aMOyIIaTOPHO

Otger: 4

Ouenka: nuxoromuyeckasi. I[IpaBuiibHOE BBINOJIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpasmibHOE — () GaIoB.

3ananue 46
Br16epute BepHbIi, Ha Bam B3ris, oTBET U 00BeIUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOXOAUMOH KJIETOUKE). 3aNMCH B TPY/A0BOIl KHHKKe
AOIYyCKaeTcH 1e/1aTh...

1) mapukoBoO pydIKoOi

2) KapaHJaioM

3) KamWUISIPHOHN PY4YKOit

4) pomacrepom OTBet: 1

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuwibHOE — () 6aIIOB.

3ananue 47
BriGepute BepHbIi, Ha Bam B3riisia, oTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIMKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

IIpuka3, KOTOPbIl OTHOCUTCS K MPUKA3aM [0 OCHOBHOM /1eATeJIbHOCTH — 3TO NPUKA3...

1) o npueme paboTHHKA Ha paboTy

2) 00 yTBEp)KICHUH IITATHOTO PACIIUCAHUS

3) o nepemerenun OTBET: 2

Ouenka: nuxoroMuveckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,
HenpaBmibHOE — () GalIoB.

3ananue 48
Bribepute BepHbIil, Ha Bamn B3ruisi, oTBET U 00BeIUTE KPY:KKOM €ro HOMep (KIMKHUTE KypCcOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

JlokaJbHBI aKkT padoToaaTe sl ¢ TOYKH 3PEHNs 3aK0HA, SIBJIAIOIIUIiCS 003aTeJIbHBIM — 3TO...
1) mrratHOE pacnucaHue

2) MHCTPYKITHS ITO KaJPOBOMY JCJIOTPOU3BOICTBY

3) MOJI0KEHUE O CTPYKTYPHBIX MMOIPA3ACICHHSX

4) nonoxxeHue 06 aTTecTaIu

5) xoyutekTUBHBIH goroBop OTBeT: 1

Ounenka: nuxoromMuyeckasi. [IpaBuiibHOE BBIOJIHEHUE oAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuwibHOE — O 6aoB.



3aganue 49
Bribepure BepHbIii, Ha Bam B3r1s111, OTBET U 0OBEIUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, IIOCTaBbTE KPECTUK B HEOOXOIUMOH KiieTouke). JleieHue J0KyMEeHTOB
OCYIIECTBJISACTCH. ..
1) Ha poIbI, OBHIBI, ITOIPOJIbI, PA3HOBUIHOCTH
2) Ha PObI, BUIbI, MMOJABUIBI, PA3HOBHIHOCTH 3) HA BUJBI, IOJBUJIbI,
Pa3HOBUIHOCTH, POJIbI
4) Ha NOJABU/IBI, IOJIPOJIbI, PA3HOBUIHOCTU
OrtBer: 2
Ouenka: nuxoromuyeckasi. [IpaBmipHOE BBIOTHEHHE OAHOTO Takoro T3 onenmBaercs 1 Gamiom,
HenpaBwibHOE — () GasIoB.

3ananue 50

Bri6epute BepHbli, Ha Bamn B3ruisi, oTBET U 00BeIUTE KPY)KKOM €ro HOMep (KJIMKHHUTE KYypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOUMOMN KIIETOUKE).

JlokyMeHTallMOHHOe o0ecnieyeHne yIpaBJeHUus — 3TO...

1) mporiecc YCTAHOBJCHHS M TPUMCHEHHS MPABWI C IENBI0 YHOPSIOUYCHHS JEATEIBHOCTH B
JIEIOTIPOU3BO/ICTBE

2) MesTeNbHOCTh — ammapara yIpaBJICHHs, OXBAaThIBAIOIIAas BOMPOCHl JOKYMEHTHPOBAaHUS WU
OopraHu3aIui padoThl C JOKyMEHTaMHU

3) COBOKYITHOCTh JIOKYMEHTOB, IIPUMEHSICMBIX B OMPEICICHHON cdepe IeITeTbHOCTH

4) COBOKYITHOCTb PEKBH3UTOB, YCTAHOBIIEHHBIX B COOTBETCTBUH ¢ (OpMYIISIpoM JoKymMeHTa OTBeT: 2

Ouenka: nuxoromMuyeckasi. [IpaBuibHOE BBIIOJHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6amiom,

HernpaBuwibHOE — 0 6aIIOB.

Kputepuu onienku npu nposefeHnu qudhepeHInpoBaHHOTO 3a4eTa

«OTJIHUYHO» «XOPpOoUIO» «KYHAOBJIETBOPUTCIBbHO) | KHECYAOBJICTBOPHUTCIBHO

CTYICHT BBITIOJHUJ | CTYJCHT  BBITIOJHWI | CTYIEHT  BBITIOJHWJI | CTYJCHT BBITIOJTHIJ
91-100% wn wnHabpan | 71-90% u nabpan 60-70 u nabpan 30-35 | menee 0-59% u nabpan 0-
46-50 6aioB. 36-45 6aILIOB. Oa/IoB. 29 Oaimos.




MUHUCTEPCTBO HAYKU U BBICILIEI'O OBPA3SOBAHUS POCCUMCKOM ®EJIEPAILTAN
EnaGyxckuii uHCTUTYT (Pruman) genepaabHOTO rocyAapCTBEHHOTO aBTOHOMHOTO
00pa30BaTEILHOTO YUPEKICHHS BBICIIIEr0 00pa30BaHUs
«Kazanckuii (IIpuBomkckuii) GpeaepanbHbIil YHUBEPCUTET»

3aganus k nuddepenunpoBannomy 3auery no OI1.04
«JlokyMeHTallHOHHOE 00ecneyeHHe YpaBJIeHUsD)
(OK1, OK 9,TIK 1.1, TIK 1.3)

1. CoctaBuTh U 0(OPMHUTH NMPHUKA3 MO OCHOBHOW JEATEIBHOCTU 00 HTOTrax paboThl C
nokymentamu B 2017 romy ITAO «Mup». B KoHcTaTHpyromed 4YacTh YKaXKUTE Ha HHU3KYIO
TpeOOBaTENbHOCTh PYKOBOIUTENEH MOIpa3AeieH!Il K Ka4eCTBY MOJArOTOBKU JOKYMEHTOB U KOHTPOJIS
UX UCHoJHEeHUs. B pacnopsautensHoil yacTu oOpaTUTe BHUMaHHE PYKOBOAMTENEH Ha MOBBIIICHHUE
TpeOOBATENHPHOCTH K PabOTHHWKAM B 4YacTH pabOTHl C JMOKyMmMeHTamu. JlaliTe 3amaHue pabOTHUKY,
OTBEUAIOLIEMY 3a JIEJIONPOU3BO/ICTBO, HA pa3pabOTKy Mep MO YAYUIIEHHIO 3TON paboThI

2. CoctaBuTh U OQOPMHUTH pacHopsKEHHE. YKaKUTE, YTO B CBS3U C IPEICTOSIIIUMHU
CTPYKTYPHBIMH M3MEHEHHMSIMH JUPEKTOp OOsA3bIBA€T MPOBECTU MPOBEPKY HITATHO-(QUHAHCOBOU
JUCHMIUIMHBL. YKaXXUTE OTBETCTBEHHOTO M CPOK BBIMOJIHEHMS, KOHTPOJb 3a BBINOJIHEHUEM
pacrnopsKeHHs] BO3JIOKUTE Ha 3aMeCTUTeNsl Tupekropa. [lpyrue naHHble B TEKCT€ U PEKBU3UTHI
YKaXUTE CAMOCTOSTEIBHO

3. CoctaBuTh 1 0()OPMUTH aKT O PEBU3UU Kacchl. B TekcTe ykakurte, 4To B pe3yibTare
peBU3HH OBLJIO YCTaHOBJIEHO, YTO OCTATOK JEHETr B Kacce COMIACHO JAaHHBIM OyXralTepcKoro ydera
coctaBuia 3 521 000 py06., HemoCTaYM HATMYHBIX JCHET 110 BUHE KacCHpa He 0OHAPYKEHO

4. CoctaButh ¥ 0(OPMUTH pEKIAMHOE IUCHBMO O TMPOJAXKE YACTHBIM JHUIAM MU
rOCYJApCTBEHHBIM MPEANPUATUSAM NEPCOHATBHBIX KOMIIBIOTEPOB IO JOTOBOPHON CTOMMOCTH M O
BO3MOKHOCTH IPUHUMATh 3aKa3bl HA COCTABIIEHHUE MTPOTpPaMM

5. CoctaButh U 0GOPMUTH MHUCHMO-TIPOCHOY HAYaIbHUKA IJIAHOBO-3KOHOMHYECKOTO
yopaienuss [TAO «Penykrop» B aapec aupekTopa WMHCTHUTyTa SKOHOMHUKH C MPOChOOH
PEKOMEHI0OBATH CIIELIMAIMCTOB U3 YUCJA BBIITYCKHUKOB 3a0YHOIO OTAEJICHHUS] MHCTUTYTA MOCIEIHUX
JIET, UMEIOIIUX OMBIT PaboThl B 00JACTH SKOHOMHKH MPOMBIILICHHBIX MPEANPHUATHI, Ha JOIKHOCTH
SKOHOMHKCTOB YIpaBiieHUs. B mucbMe ObLJIO BhICKa3aHO MOXKEJIaHWE MPETEHICHTaM Ha BaKaHTHBIC
JOJKHOCTH TMOATOTOBUTH pPE3IOME M MpUcCiaTh UX MO (pakcy B ajapec yIpaBieHUs, a TaKkKe, 10
BO3MOXHOCTH, IPEICTaBUTh PEKOMEHJATENIbHbIE MUChMa C MOCIEIHUX MecT paboThl. OcTalbHBIC
JTAHHBIE YKAKUTE CAaMOCTOSITEIBHO

6. CocraButh u opopmuth npukaz AO «Toproseiii jom «MepKypHil» 0 JTUKBUIALNH
MarazuHa «TpukoTak». Mara3uH NTUKBHAUPYETCS B CBSI3M C HEPEHTAOENbHOCTHIO M B IENSIX
COKpaleHus: pacxoloB. [Ipuka3oM NMKBUIMPOBAH MarasuH; CO3/aHa JIMKBUAALMOHHAS KOMMCCHS,
cocrosilmias M3 3aMecTUTenss reHepanpHoro mupekropa AO «Toproseii oM  «MepKypui»
(mpencenaTesib KOMUCCHM), AUPEKTOpa Mara3zuHa « T puKoTax» 1 HauadbHUKAa 3KOHOMUYECKOT0 OTera
AOQO; naHpl MOpydYeHUsl NPEICENATENIO JUKBUIALNOHHON KOMHMCCHH TI0 CPOKY IPEICTaBICHMS aKTa
JIMKBHUJIALIMOHHON KOMHMCCHH, 3aMECTUTEIO0 T€HEPATBHOIO JAUPEKTOPA MO0 IKOHOMHUKE 110 BHECEHHUIO
MPEUIOKEHUH 0 TaJIbHEeHIIIeM HCII0JIb30BaHUH OCBOO0 K IAIOIIErOCs TTOMEIEHHS

7. CoctaButh U OOPMUTH paACHOpSIKEHHE. YKaKUTE, YTO B CBS3U C MPEACTOSIIUMHU
CTPYKTYPHBIMH HW3MEHEHHUSMHU JUPEKTOP OOSA3BIBACT IMPOBECTH MPOBEPKY IMITAaTHO-()UHAHCOBOU



JUCUUIUIMHBL. YK@KUTE OTBETCTBEHHOTO M CPOK BBINOJHEHHUS, KOHTPOJIb 32 BBIOJHEHUEM
pacrnopsKEHHsI BO3JIOKUTE Ha 3aMECTUTENsl TupekTropa. [lpyrue naHHble B TEKCT€ U PEKBU3UTHI
YKaKUTE CAMOCTOSTEIbHO

8. CoctaButh U 0GOPMHUTH aKT HPOBEPKU (PHUHAHCOBO-XO3SHUCTBEHHOW JEATEIHHOCTH
Bamiero npeanpustus. OcHoBanueM sipysiercs npukas gupexropa ot 00.00.0000 Ne 21 «O cozpannu
KOMHUCCHUH IO POBEpKe (PMHAHCOBO-XO03SIMCTBEHHOM AedaTenbHOCcTH» COCTaB KOMUCCUU: IIPEICENATEND
— 3aMECTUTENIb JAUPEKTOpa; 4JEHbl KOMHUCCHUU: 3aMECTHTENb [JaBHOrO OyxXraiarepa, HH)KEHEp-
SKOHOMMCT, OyXranrep-peBu3op. B pesynbrare npoBepku ObLIO YCTaHOBJIEHO HApYyLUIEHUE B CUCTEME
ydera 000pyI0BaHUS

9. CoctaButh 1 0GOPMHUTH TUCHMO HadaIbHUKA OTAETa pekiambl [TAO «3Jtanon» B aapec
YHUTAPHOTO MYHHUIIMIAIBHOTO MPEANpUATUs «3eleHbI 00p» O JOMOJHUTENHHOM (UHAHCHPOBAHUHI
3aka3a Ne 24 Ha U3roTOBJIEHHE PEKJIAMHBIX IPOCHEKTOB B CBSI3U C POCTOM LI€H Ha MOJUrpapuueckue
yCIIyTH BO BTOPOM KBapTaJjle TEKYLIEro roja U U3MEHEHHEM CMETHI 3aTpaT. B mucbme yka3pIBanoch,
YTO BBITIOJTHEHUE 3aKa3a OYAET OCYIIECTBICHO TOJBKO MPHU JOTIOJTHUTEIHHOM BBIJCICHUH 23 THIC.pYO.
OcTanbpHble TaHHBIE YKa)KUTE CAMOCTOSTEIIBHO

10. CocraButh 1 opopmuts npukas [IAO «Paxyra» o peopranuzariuu KaHIEISIPUH B OTAEI
nH(pOpMaMOHHO-T0KyMeHTalmoHHoro  obecrieuenust (OMJIO). B  koncTaTupyromei d9acTu
HEO0OXO0IMMO CcOCNaThCsl Ha paciiupeHre (YHKIHUM U BHEIpeHHe B paboTy CHCTEMbI JIEKTPOHHOIO
JIOKyMeHToOoOopoTa. B pacnopsauTenbHON YyacTu yCcTaHABIMBACTCS IITAaTHAsI YUCIEHHOCTh OTJIENa B
KOJIMYeCTBE 7 4YEeJOBEK, NAIOTCS MOPYYEHHs] HAYaJIbHUKY 3KOHOMHYECKOIO OTJeNa MO BHECEHUIO
W3MEHEHHUH B MITaTHOE PACMMCAHNE ¥ HAYaIbHUKY KaHIIESIPHUH 10 pa3padoTke mojoxenus 06 ONJ10.
OcTanbHble TaHHBIE YKAKUTE CAMOCTOSITEIBHO

11. CoctaButh U OGOPMHTH YyKa3aHHWE 3aM.JaupekTopa GuUpMBI 00 oOpraHuU3aIuu
KOIMHUPOBAJIbHO-MHOXKUTEIBHOTO O10po. B Tekcre ykakuTe, YTO B COOTBETCTBHM C IPUKA30M
TUPEKTOpPa, 3aM. JUpeKTopa (GUpMBI OOS3BIBACT 3aB. KOMHUPOBAIBHO-MHOXKHTEIBLHOTO OIOPO
paspaboTaTh (GopMy 3aKa3za Ha pa3MHOXKEHHUE JIOKYMEHTOB, BbIIaBaTh Pa3MHOKEHHbIE JOKYMEHTHI
HCIIOJIHUTEISIM C COOTBETCTBYIOIIEH pACIUCKOM B )KypHaJe yueTa, perucTpUpoBaTh MOCTYHAIOIIUE Ha
pa3MHOKEHHE JOKYMEHTBI, KOHTPOJIb UCIIOJHEHHS BO3JIOKUTh HA HaYaIbHHUKA O0IIEero oTena.

12. CocraButh U O0QOpMUTH aKT Mo mpeanpusaTHio «KaHon» 00 HTOrax peBU3UU IO
npoBepke (puHAHCOBOro oTyeTa. B TekcTe ykakuTe, YyTO peBU3HMEH OOHApyKeHBI (akThl rpyoOro
HapylieHuss (PUHAHCOBOTO y4yeTa M OTYETHOCTH MO KOMAaHJIMPOBKAaM, OTCYTCTBHE KypHaja ydera
JIOBEPEHHOCTEM

13. CoctaButs u odopmutrs mnuceMo aupektopa AO «Dacap» Copokuna B.A.
reHepanbHoMy nupektopy AO «Kunctpoit» MapkoBy H.H. ¢ mpennoxenuem o0 oOkazaHUH
pPEKIaMHBIX YCAYr JUId TPOABMXKEHHS CIpOca Ha KBAPTHUPhI B CTPOSAIIMXCS SKUJBIX JOMax.
[IpenBapuTenbHas JOrOBOPEHHOCTh O PEKJIAMHOM KaMITaHUM Obljia IOCTUTHYTA B XOJ€ COCTOSBLINXCS
panee neperoBopoB. OcTanbHbIe JaHHBIE YKAXKUTE CAMOCTOSITENILHO

14.  CocraButh M 0(OpPMUTH YyKa3zaHHE 3aM. JUpeKTopa (GHUPMBI 00 OpraHu3aluu
KOIUPOBAJIbHO-MHOXHTENBHOTO O0po. B Tekcre ykaxkure, YTO B COOTBETCTBUHM C IPHKA30M
IUpEKTOpa, 3aM. JAUpeKTopa (GHUPMBI OO0s3BIBaE€T 3aB. KONHPOBAIBHO-MHOXKMTEJIBHOTO OIOpO
pa3paboraTh GopMy 3aKka3a Ha pPa3MHOXKEHHE JOKYMEHTOB, BbIJaBaTh Pa3MHOKEHHBbIE JOKYMEHTHI
UCTIOJIHUTEJISIM C COOTBETCTBYIOIIEH pacluCKOM B XKypHaie yyeTa, perucTpUpOBaTh MOCTYMAOLINE Ha
pa3sMHOXKEHHE JOKYMEHTBI, KOHTPOJIb UCTIOJHEHUS BO3JIOKHUTh Ha HaYaJIbHUKA OOIIero oTerna

15.  CocraButh U 0(OPMUTH NOKJIATAHYIO 3AMHMCKY TJIABHOTO OyXrajarepa pyKOBOJIUTEIIO
OPEaNpUsATHs O HEOOXOJUMOCTH ILEHTpalIM3alliy pPacdeToB ¢ paOOTHUKaMU NpeanpusaTus. B
00513aHHOCTH YYETHBIX PAOOTHUKOB LIEXOB JIOJKHO BXOIUTh JIUIIb 0()OPMIIEHUE YUETHBIX JJOKYMEHTOB



1o y4deTy BbIpaboTKu. B moxmangHoil 3ammcke HEOOXOIMMO MOAATH MPEUIOKEHHE IO MEePECMOTPY
IITaTOB, OTYETHBIX PA0OOTHUKOB B IIeXaX W TJIaBHOW OyXranTepuu u3 pacuera OOIIero COKpaIICHHUS
ITaToB HE MeHee yeM Ha 20%

16.  CocrtaButh 1 0POPMHUTH aKT 00 UTOTAX JOKYMEHTAILHON PEBU3UH PAOOTHI OpraHU3aI[IH
3a OTYETHBIN roja. B akTe peBu3uu 3aMKCHPOBAHBI CIICIYIONINE HEJIOCTATKU: HE YIOPSIOYCH YUeT
JIUYHOTO COCTaBa, HEKOTOPHIC TUUHBIC JIEJIa HAXOASTCS B 3aIYILIEHHOM COCTOSIHUU

17. CoctaBuTh 1 0POPMUTH AKT O CIIMCAHUH UMYIIECTBA. B TeKCTe yKaKUTe, 4TO O MEPHOA
¢ 00.00.0000 mo 00.00.0000 xomuccus mpoBena pabOTy MO YCTAHOBJICHUIO HEMPUTOJHOTO K
JTaTbHEWIIeMy WCIOJIb30BAaHUI0 HMMyllecTBa. B pesymprare paboThl OBIJIO YCTAHOBIIEHO, YTO
HMMYIIECTBO COIVIACHO TMPWIAraeéMoMy K akTy T[IePEYHI0 TOJICKUT CIHCAHUI0O B CBS3U C
HETIPUTOTHOCTHIO JIJISl UCTIOJIb30BaHUS

18. CoctaButh u 0(QOpPMUTH NHCbMO-TIpUIIIALIEHHE areHTtcTBa «HpopMalnoHHO-
MPaBOBBIE CUCTEMBI» 00 y4acTHH B ceMuHape «TeXHOJIOTrHYecKhe W TMPABOBBIE ACTIEKTHI 3aIIUTHI
KOMMepYecKoi HHPOpMaIun

19. CoctaBuTh 1 0pOPMHUTH MUCbMO-0TKA3 NoJurpapudeckoro npeanpusatus «llaptaep»
(ITAO) akumonepHomy oOuiectBy «CanroT» MO BONPOCY BBHIMOJHEHHS 3aKa3a Ha W3TOTOBJIEHHE
OJIaHKOB y4eTa ¥ OTYETHOCTH. [IprunHO#t 0TKa3a SABWIIACH PEKOHCTPYKIIMS MTEYaTHOTO 11eXa, KOTOpas
MPOJUTATCS IO KOHIIA TIEPBOTO MOJIYTO/IUS; IPYrUue JaHHBIE YKAKUTE CAMOCTOSTEIHHO

20. CocraButh u odopmuth mnpukaz I[IAO «Ckmam» 00 obecredeHUH MOXKapHOU
0€30MacHOCTH W YCWJICHHH OXpaHbl MpeanpusTvs. B KoHCTaTUpyromed 4YacTH COILIATECh Ha
OMACHOCTh TEPPOPUCTUUYECKHX AaKTOB U YKaXHUTe Leib obOecredeHus Oe30MacHOCTH JIoAeH U
COXpaHEHHE UMYIlecTBa. B pacnopsauTensHoil yacTu cineayer 00s3aTh HaYallbHUKA OTAENa OXpaHbl
Jloxkknna K.X. yCunuTh NponmyCKHON PEXUM U OPraHU30BaTh KPYIJIOCYTOUHOE JIEKYPCTBO Ha CKIIAZIE
Nel; komenmanTa 3nanust Cyxux B.H. — mpoBepuTh COCTOSIHUE CUTHAIM3ALMHU U 3JIEKTPONPOBOJIKH, a
HavalbHUKAa aaMuHucTpaTuBHOro otaena Ilerpenxko O.II. — mnepeBectm Ha ckinang  Nel
BOCIUIaMEHAoIKecs BeniecTBa. OcTalbHble TaHHbIE YKAKUTE CAMOCTOSATENIHHO

21.  CoctaBuTh U OQOPMHUTH AOKIAJHYIO 3alHMCKy HAayaJbHHMKA OTJENIa PYKOBOJUTEIIO
npeanpusaTis o (akTe HEBBIMIOJHEHUS PACHOPSDKEHUS O MOHTake O0OpYyIOBaHHUS Ha y4acTKe IO
MIPUYKHE CJ1a00T0 KOHTPOJISI CO CTOPOHBI IJIaBHOIO MEXaHUKa

22.  CoctaBuTh U 0(hOPMUTH aKT O MPOBEPKE Kacchl. B TeKcTe ykakuTe, 4TO B pe3ysibTaTe
PEBU3UHU KAaCChl KOMHUCCHSI YCTAaHOBHWJIA: OCTATOK HAJIMYHBIX CpeACTB 1o coctosiHuio Ha 00.00.0000
COTJIACHO KaCCOBOW KHHUTE M JaHHBIM OyXraJTepCKOro ydeTra JoJDKeH coctaBisath 450 000 pyouieit;
(dakTHYecKuil OCTaTOK HAJIMYHBIX JeHer B kKacce coctapiseT 400 000 pyb6neit. Henocraya HanmuyHbIX
neHer B kacce coctabiseT 50 000 pyOreii; HegocTaua HATMYHBIX A€HET 00pa3oBaiach 1o BUHE Kaccupa
MonounukoBoi I1.A.

23. CoctaButh U O0QOpPMHUTH MUCHMO-TIPOCHOY akIMOHEpHOro obmiectBa «CHYTHUK» B
KOMUTET BHEUTHEOKOHOMUYECKHX CBSI3€H aIMUHUCTPAIUU PECIYOIUKHU O BBIACICHHUH JIULIEH3UU Ha
noctaBky B Kutait 4000 ToHH MeTas1a B CBSI3H C 3aKJIIOUEHUEM JIOTOBOPA JAISHbCKUM OO0beTMHEHHEM
M0 MEXIYHApOJHOMY COTPYAHHUYECTBY Ha CTPOUTEIHCTBO JIEBATUATAKHOTO OOIIEKHUTHUS B
HaGepexnsix Yemnax. CormacHo I0oroBopa OIiaTa BBIMOJHEHHBIX pabOT OyAeT MpPOU3BOAUTHCS
pPOCCHIICKHMHU PYOJISIMU U MaTepuaaaMu

24.  CoctaBuTh ¥ OGOPMUTH [OKJIAJHYIO 3alHMCKy O TMPUYMHAX HECBOEBPEMEHHOTO
MpeIoCTaBICHU HHPOPMAIIMK O BBHITIOTHEHUH MpHUKa3a qupektopa. OcranbHble peKBU3UTHI YKAKHUTE
CaMOCTOSITEILHO



25.  CoctaButh U 0()OPMUTH AKT O PEBH3MU KacCChl. B TekcTe yKakurte, 4TO B pe3ylbTaTe
peBU3UH OBLJIO YCTAHOBJICHO, YTO OCTAaTOK JICHET B Kacce COMIACHO JAHHBIM OyXTaJITepCKOTO ydeTa
cocraBui 3 521 000 py06., HerocTau HAJIMYHBIX JICHET M0 BUHE Kaccupa HE OOHAPYKEHO

26.  CoctaButh M O(OPMHUTH AKT MPOBEPKH (UHAHCOBO-XO3AUCTBEHHON AEATEIBHOCTH
Bamiero npeanpustus. OcHoBanueM sipysiercs npukas gupexropa ot 00.00.0000 Ne 21 «O cozpannu
KOMHUCCHH IO TIpOBepKe (PMHAHCOBO-XO3SMCTBEHHOW JesTenbHOCTH». (COCTaB  KOMHCCHH:
npeacenarenb — 3aMECTHTENs JAUPEKTOPa; YiICHb KOMHCCHHU: 3aMECTHTENs TJIaBHOTO Oyxranrepa,
WH)XEHEP-IKOHOMHUCT, OyXrantep-peBu3op. B pesynprare mpoBepku OBUIO YCTaHOBIIEHO HAPYIICHHUE B
cucTeMe ydera o00pyoBaHuUs

27.  CocraBuTh U 0POPMHUTH MPUKA3 IO OCHOBHOH AEATEIILHOCTH O BHECCHUU N3MEHEHUH B
IITaTHOE pacnucaHue. B KOHCTaTHpyIOmel 4acTH TeKCTa YKaXKHUTE, YTO B CBSI3H C TIPOU3BOJICTBEHHON
HEOOXOIMMOCTBIO M OTKPBITHEM II€Xa 10 MPOW3BOACTBY MOdydabpukaroB. B pacnopsanTensHON
9YacTH TEKCTa BHECTH B IITATHOE PACIHCAaHUE TOPrOBOW KOMITAHWH CIICAYIOIINE U3MEHEHUS: BBECTH
JIOJDKHOCTB TTOBapa 1Mo MPOU3BOACTBY MOJy(padpuKaToB ¢ OKIAAOM ...pyo. KoHTposb 3a ncnoaHeHne
MPHUKa3a BO3JIOKHUTE HA 3aMECTUTENSI TUPEKTOpa

28.  CoctaButh M OGOPMHUTH aKT Mo npeAnpusTHio «KaHOH» 00 WTOrax pPEBH3UH TIO
npoBepke (puHaHCOBOro oTyeTa. B TekcTe ykaxkurte, 4To peBU3UEN OOHapyx eHbl (PaKThl rpydoOro
HapymeHus: (PMHAHCOBOTO ydYeTa W OTYETHOCTH IO KOMaHIUPOBKaM, OTCYTCTBHE >KypHalla ydera
JIOBEPEHHOCTEMN

29. CocraButh u O(OPMHUTH CONPOBOJWTENFHOE IHMCHMO O HalpaBleHHH Bam Ha
pEIEeH3UPOBAaHNE PYKOMHCH TPOrpaMMbl Kypca «OpraHm3anus WHPOPMAIUOHHOTO OOECTIeYeHUs
yrnpasneHusy. [I[porpamma npezmnonaraeTcst Kak TUIOBAsS 1715 BBICIIUX Y4eOHBIX 3aBEACHUN, UMEIOLIUX
cnenuanuianuu «MeHemxkMenT» uin «Opranuzanus ynpasieHus». OT3bIB MPOCAT MpHciaaTh a0 12
nexadps 2017r.

30. CocraButh U 0oopMuTh HHPOpPMAMOHHOE THUCHMO. B Tekcre ykaxwute, uro AO
«busnecmikona «MaTen-CuHTE3» MOArOTOBWIA K U3JAaHUIO KHUTY «Jlemonpous3BoactBo». B kHure
OCBEIAI0TCs TPEOOBAHMUS K COCTABICHHUIO U 0(OPMIICHUIO CITY’KEOHBIX JOKYMEHTOB U ITpaBHiia paboThl
C HUMH

Kpurepun ouenku Ha q1udepeHIMPOBAHHOM 3a4eTe

«OTIIMYHO» «XOPOoHIO» «KYHAOBJICTBOPUTCIIBHO» «HCYHOOBJICTBOPUTCIILHO»
CTYACHT CTYACHT PACKPBIBACT | CTYACHT PACKPBIBACT BOIIPOC | BOIIPOC HE
PACKPBIBACT BOIIPOC, | BOIIPOC, IIPAKTHYCCKOC | HE B MOJIHOU Mepe, JOIIYCKAaeT | PaCKpHIT,

MIPAKTAYECKOE 3a/IaHHE BBITIOJHACT 0€3 | geTOUHOCTH B | MpaKTHYEeCKOe
3aJaHHUC BBIIIOJIHACT OIJ_II/I6OK, Ha Q)opMan/IpOBKaX (1-2 3aJaHuC HE
Oe3  ommOoK, AOHOTHHUTCIBHBIC OILIHOKH), MPAKTHYECKOE | BLITIOTHEHO.
YBEPEHHO OTBEYAET BOIIPOCHI OTBCYACT, 3aaHKe BBLITIOJTHEHO

Ha JOMOJIHUTEIbHEIC | AOITYCKACT HCTOYHOCTH YacTUYHO, C JONYLIEHUEM

BOIIPOCHI B OIIPCACIICHUAX OIITHOOK
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