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1. Ilean ocBOeHHS AU CIUILIMHBI

@opmuposanue 3HaHul no.:
- MOHATHSM, LIEJIH, 33/1a4aM U TIPUHIIUIIAM JISTIOTPOU3BO/ICTBA;
- OCHOBHBIM IMOHATHAM JOKYMCHTALITMUOHHOI'O O6GCHCLICHI/ISI YHOPaBJICHUA,
- crcTeMaM JOKYMEHTAIIMOHHOTO 00eCTICUeHH sl YIIPaBICHUS;
- KJIaCCU(UKALUU JOKYMEHTOB;
- TpeOOBaHUSAM K COCTABICHUIO U 0()OPMIICHUIO JOKYMEHTOB;
- OpraHuzali JOKyMEHTOO0OpOTa: Npuemy, o0pabOTKe, pPEerucTpanud, KOHTPOIIIO,
XPaHEHUIO JOKYMEHTOB, HOMEHKIAType 1€l
- TpeOOBaHUS K COCTABICHHUIO M O(DOPMIICHUIO PACIIOPSTUTEIBHON TOKYMEHTAIINN;
- TpeOOBaHUS K COCTABICHUIO H OOPMIICHHIO OPTaHU3allMOHHON JOKYMEHTAIIHH;
- TpeOOBaHUS K COCTaBJICHHIO U  odopmileHHI0O  HH(DOPMAIMOHHO-CIIPABOYHOM
JOKYMCHTAIlUU,
- TpeOOBaHUS K COCTABIICHUIO M OOPMIICHHIO JOKYMEHTOB I10 JINYHOMY COCTaBY;

Gopmuposanue ymenuti no:
- o(opMIIEHHIO JOKYMEHTAllUd B COOTBETCTBUM C HOPMAaTUBHOW 0a30il, MCIIONB3Ys
MH(OPMaLIMOHHBIE TEXHOJIOTUH;
- OCYILECTBJICHUIO aBTOMATU3aLUU 00pabOTKH TOKYMEHTOB;
- YHU(UKALMU CUCTEMBI IOKYMEHTALINY;
- OCYILIECTBJICHUIO XPAaHEHUS U ITIOMCKA JOKYMEHTOB;
- OCYILECTBJICHUIO aBTOMATU3aLUU 00pabOTKH TOKYMEHTOB;
- HCIIOJIb30BAaHUIO TEJIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUI B JJIEKTPOHHOM
JIOKYMEHTOO00POTE;
- oopMIIeHHIO pacTIOpSIUTENbHON TOKYMEHTAllud B COOTBETCTBUM C HOPMAaTHBHOM
6a30i, B TOM 4HCIIe ¢ UCIOJIb30BaHNEM HH(POPMAIIMOHHBIX TEXHOJIOTHA;
- O(QOpPMIIEHHIO OpPraHU3alMOHHOM JOKYMEHTAllMM B COOTBETCTBUU C HOPMAaTUBHOM
6a30i, B TOM 4HCIIe ¢ UCIOJIb30BaHNEM HH(POPMAIIMOHHBIX TEXHOJIOTHIA;
- oopmieHno HMH(GOPMAIIMOHHO-CIIPABOYHON JOKYMEHTAllMd B COOTBETCTBUU C
HOpPMaTUBHOM 0a30i, B TOM UHKCII€ ¢ UCIIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTH;
- o(opMIIeHHIO TOKYMEHTAllMU MO JMYHOMY COCTaBy B COOTBETCTBHHM C HOPMAaTHBHOM
6a30i, B TOM 4HCJIe C UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHH.

2. Mecto aucnuninnsl B crpykrype IHIICC3

Vueonas mucnumumnaa OIL06  «JlokymeHTanmoHHOE OOECIEYCHHE  YIPaBICHUS»  SBISCTCA
oOmenpodecCHOHAIBHON JAUCIUIUIMHON 001IenpodeccnoHaIbHOr0O mukia B cootBercTBuH ¢ OI'OC
no cnenuanbHocTH CITO 38.02.01 DxoHOMUKa 1 Oyxrantepckuii yuet (1o orpacisam). OcBanBaercs Ha
BTOpOM Kypce (3 cemectp).

3. Komnerenuuu ody4aromerocsi, popMupyemMbie B pe3yabTaTe 0CBOCHHUS JMCIUIIIHHBI
B pe3ynbrare ocBOE€HUS TUCHUIUIMHBI (POPMUPYIOTCS KOMITETEHITNH:

HNunexc

Pacuimgposka npuodperaemMoil KOMIeTeH U
KOMIIETCHIIHU U




OcCy1LIeCTBIATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYJapCTBEHHOM
OK 05 s3b1ke Poccuiickoit denepanyy ¢ y4eToM 0COOEHHOCTEH COIMAIBHOTO U
KYJIBTYPHOI'O KOHTEKCTa

K 1.1 OO6pabaTbiBaTh NEPBUUHBIE OyXTalTEPCKUE TOKYMEHTHI

B pesynbraTe OCBOCHHS TUCHMIUIMHBI OOYYarOIIMMCS HODKEH 3HATh: -
MOHATHE, LIEJIU, 33/1a4H U IPUHIMIIBI JEJIONPOU3BOICTBA;

- OCHOBHBI€ [TOHATHUS JTOKYMEHTAIIMOHHOI'O 00€CIIeYeHUs YIIPABICHMUS;

- CHCTEMBI JIOKyMEHTAIIHOHHOTO 00ECTIEYCHHUS YIIPABICHHUS; - KIaCCU(PUKAIMIO TOKYMEHTOB;

- TpeboBaHMs K COCTABJICHUIO U O()OPMIIEHUIO TOKYMEHTOB; - OPraHU3alMIo JOKYMEHTO000pOTa:

- npuem, 00paboTKy, pErUCTpAIIO, KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATYPY JEIT;

- TpeOoBaHMS K COCTABJICHUIO U O()OPMIICHUIO PACTIOPSIIUTEILHON TOKYMEHTALINN;

- TpeOOoBaHMsI K COCTABJICHUIO U O()OPMIIEHUIO OPraHU3alMOHHON TOKYMEHTAlluU; -TpeOOBaHUs K
COCTaBJIEHHMI0 M O(OpMIECHUIO HH(OPMALMOHHO-CIIPABOYHOM JOKyMEHTAlUM; -TpeOOBaHUS K
COCTABJIEHHI0 M O(OPMIICHUIO JOKyMEHTOB II0 JIMYHOMY COCTaBy; B pe3ynbrate OCBOEHHUs
JUCLUIUIMHBI 00yYaroIIUACs T0JIKEH YMeThb:

- ohopMIIATH  JOKYMEHTAallMl0O B COOTBETCTBMM C HOPMAaTHBHOM  0a30if, HUCHONb3ys
MH(pOPMALMOHHbIE TEXHOJIOTHH;

- OCYIUIECTBJISITh aBTOMATU3ALMI0 0OPaOOTKH I0OKyMEHTOB;

- YHU(UIMPOBATH CUCTEMBI JOKYMEHTALUH;

- OCYLIECTBISATH XpPaHEHHE U MOUCK IOKYMEHTOB;

- OCYIIECTBJISITh aBTOMATU3ALINIO OOPaOOTKH I0OKyMEHTOB;

- HCIIOJIb30BaTh TE€JIEKOMMYHUKAIIMOHHBIE TEXHOJIOIUU B 3JIEKTPOHHOM TOKYMEHTOOO0OPOTE;

- 0QOopMIISITh PacCHOPSAUTEIbHYIO JOKYMEHTAIMIO B COOTBETCTBUM C HOPMATUBHOMN 0a30i, B TOM
YHCJIe C UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHUI;

- 0o(opMIIATH OpPraHU3alMOHHYIO JOKYMEHTALMIO B COOTBETCTBMM C HOPMAaTHUBHOW 0a3oil, B TOM
qHcIe ¢ UCTOJIb30BaHUEM MH(POPMALIMOHHBIX TEXHOJIOTHA;

- opopMisITh MHPOPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTALIUI0 B COOTBETCTBMM C HOPMAaTHUBHOM
6a30H, B TOM 4HCJI€ C UCIIOJIb30BaHHEM HH(POPMALIMOHHBIX TEXHOIOTUH;

- 0(opMIIATH TOKYMEHTALIMIO 110 JINYHOMY COCTaBy B COOTBETCTBHUU C HOPMATUBHOI 6a30H, B TOM
YHCJIe C UCIIOJIb30BaHUEM HH(OPMALIMOHHBIX TEXHOJIOTHUI;

4. CTpyKTYypa M coiep:KaHNe JUCIUIITHHBI

4.1. O0masi TpPyA0eMKOCTb AMCHUILIMHBI B 4acax OOmas

TPYAOEMKOCTb AUCHUIUIMHBI COCTABISAET 32 4acoB.

dopMa MPOMEKYTOUHON aTTECTAIIMH 10 TUCIHIUINHE: Tu(dPEepeHIIMPOBAHHBIN 3a4eT B 3 ceMecTpe.

Buabl 1 yacel ayIMTOPHOM
paboThI, UX TPYJOEMKOCTh (B
Paznenbl u TeMbl yacax)

JIMCITUTIIIMHBI

Camocrosar| Tekymue
eJbHas bopMeI
pabota KOHTPOJIS

[IpaxTuuec| JJaboparo
Jlekumu|  Kue pHBIE
3aHATUS | pabOTHI

Cemectp




Tema 1 |(OcHOBHBIE
TOJI0KCHUS
TOKYMEHTaIlMOHH 3 4 4 CooO1ieHus
0r0 oOecreueHust
YIpaBICHUS

Tema 2 |CucreMel CooO1ieHus
TOKYMEHTaIlMOHH TecTtupoBaHu €
0r0 oOecreueHust 3 4 2 1
YIIpaBJIEHUS U UX KoHTtposbHas
ABTOMAaTHU3aLs pabora 1

Tema 3 |Knaccuduxanms
TOKYMEHTOB. CooGmers
TpeGoBanus K
COCTaBIICHUIO H 3 4 2 KoHTpoubHas

pabora 2

0(hOPMIICHHUIO
TOKYMEHTOB

Tema 4 |Opranuzanus Coo0menust
paboThI C 3 4 2 KoHTposibHast
TOKYMEHTaMU pabora 3

Bcezo no oucuyunnune | 32 16 10




4.2. Conep:xaHue TUCUMUILINHBI

HaumenoBanue pa3nesioB | Copaep:xkanue y4eOHOro MaTepuaJa, 1adopaTopHblie padoThl U NpPaKkTHYecKHUe 3aHATUs, | O0beM yacoB YpoBeHb
U TeM CaMOCTOSITe/IbHAsSL padoTa 00yyarouuxcst (nex/ 0CBOCHMS
NPAaKT/caMoCT)
1 2 3 4
Tema 1. OcHOBHBIE Conep:xkanue yueOHOro MaTepuaa 10 (4/412)
MO0JI0KEH U1
JOKYMEHTALMOHHOTO 1 llenu, 3agauu JOKYMEHTAIIMOHHOTO O0ECTIeYeHUS YIIPaBICHUS 2 1
o0ecreyeHust ynpasBJieHUS 2 HpI/IHI_II/Il'IbI AOKYMCHTAIIUOHHOTI'O o0ecrieueHus YHpaBJICHUA 2
IIpakTHyeckue 3aHATHA 1
1 Lenwu, 3ama4u ¥ TPUHIIMIIBI TOKYMEHTAIIMOHHOTO 00ecrieYeHnsl yIpaBIeHuUs 4
CamocrosiTesibHas padoTa o0yuyaruierocs 2 2
1 IloaroToBKa JOKJIAIOB MO TEME «IIEJIU, 3a7]a41 U MPUHIIUIIBI JOKYMEHTAIHOHHOTO
obecnieuenus ynpasneHus»: ['maguit E. B. JlokymeHTanronHoe obecredeHne ynpapieHus :
yuebHoe nocobue / E. B. 'manuit. — Mocksa : 11 PUOP, HUL] UH®PA-M, 2016. — 249 c. —
(ITpodeccuonanproe odpazosanme). — ISBN 978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/468335 (nara ooparenus: 10.02.2020). — Tekcr :
ANIEKTPOHHBIA.CTp. 11-25
Tema 2. Cucremsbl Conep:xanue y4eOHOro MaTepuasia 8 (4/2/2)
AOKYMEHTAIHOHHOI' 0
obecrmeyenns ynpapjiennsi | 1 CucreMbl JOKyMEHTAllMOHHOTO 00eCIIeYeH s yIPaBICHUS 2 1
M UX AaBTOMATH3AHS 2  ABTOMAaTH3aIUs CHCTEM JOKYMEHTAIIMOHHOTO O0ECTICUeHHS yIIpaBICHUS 2
IIpakTHyeckne 3aHATHA 2 2
1 Cucrembl TOKyMEHTAIIMOHHOTO 00ECIIEYeHUS YITPABICHHS
CamocrosiTeibHass padoTa 00y4aromerocst 0 2

1 TloaroroBka coobmienuit mo TeMe «CucTeMpl JOKYMEHTAITMOHHOTO 00ECTICUCHHS
yIPaBJICHUS:

I'maguit E. B. JlokyMeHTalnoHHoe oOecrieueHue ympaBieHHus : ydeOHoe mocobue / E. B.
I'mamuii. — Mocksa : U1 PUOP, HUIl NUH®PA-M, 2016. — 249 c. — (Ilpodeccuonansuoe
oOpa3oBaHwue). — ISBN 978-5-369-01042-6. — URL



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

https://new.znanium.com/catalog/product/468335 (xara obpareHus:
10.02.2020). — TekcT : NIeKTPOHHBIH, CTp. 26-42

Tema 3. Kinnaccuguranus
JNO0KyMeHTOB. TpeboBanust
K COCTABJICHUIO U
opopMIIeHH IO
JOKYMEHTOB

npusHakaMm 2 TpeOoBaHUs K COCTaBICHHUIO U

0(hOPMIICHHIO JTOKYMEHTOB:

- TpeOOBaHUS K COCTaBJICHHUIO U O(OPMIICHUIO PacIiOPSINTEIbHON JOKYMEHTAINH;

- TpeOOBaHUS K COCTaBICHHIO U O(OPMIICHUIO OPraHN3allMOHHOM JOKYMEHTAIHH;
-TpeOOBaHUS K COCTABJICHUIO M 0(OPMIICHUIO HH(OPMAITHOHHO-CIIPABOYHOHN JTOKYMEHTAIIUH;
-TpeOOBaHUs K COCTABJICHUIO U OPOPMIIEHHIO JOKYMEHTOB 110 JIMYHOMY COCTaBYy

Conep:kaHue y4e0OHOIro MaTepuaJa 8
(4/211)
1 Knaccudukanus JOKyMEHTOB O Pa3InYHBIM 4

IIpakTH4yeckue 3aHATHS

1 Krnaccudukanus JOKyMEHTOB IO Pa3IMYHBIM IIPH3HAKAM

2  TpeboBaHUs K COCTaBICHUIO U OOPMIICHUIO TOKYMEHTOB:
- 0QOPMIICHHIO PACTIOPATUTENBHON JOKYMEHTAIlMM B COOTBETCTBUUM C HOPMATHBHOU
0a30ii, B TOM YHCII€ C UCIOIb30BaHHEM UH(DOPMAIIMOHHBIX TEXHOJIOTHH;
- 0OpPMIICHHIO OPraHU3alMOHHOW JOKYMEHTAIlMM B COOTBETCTBUM C HOPMATUBHOMU
0a30ii, B TOM YHCIIE C UCIOIb30BaHHEM UH(DOPMAIIMOHHBIX TEXHOJIOTHH;
- opopMIIeHHIO HUH(POPMAITMOHHO-CIIPABOYHON JTOKYMEHTAllUd B COOTBETCTBUU C
HOPMAaTUBHOI 0a30i, B TOM YHCJIE€ C HCIOJb30BaHHEM HH(OPMAIMOHHBIX TEXHOJOTUH; -
o OpMIIEHHIO JOKYMEHTAIIMH 0 JUYHOMY COCTaBy B COOTBETCTBUU C HOPMATHBHOMN 0a30ii, B
TOM YHCJIE C UCTIOTB30BaHNEM HH(POPMAITMOHHBIX TEXHOJIOTHIA

CamocrosiTeibHas padoTa o0y4yaromerocst

1 [ToaroroBka cooOmienuii mo reme «Knaccuduxanus TOKyMEHTOB IO Pa3IMuHbIM
MpU3HAKAM

['youna O. B. Ananu3 ¢puHaHcoBO-X03siiCTBeHHOMN AedTenbHOCTH : yueOHuk / O. B. I'y6una, B.
E.

['yOouH. — 2-e uznm., nepepad. u mom. — MockBa : ®OPYM : UHD®PA-M, 2021. — 335 c. —



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

(Cpennee mnpodeccuonanpHoe obOpazoanue). — ISBN 978-5-8199-0710-8. — URL:
https://znanium.com/catalog/product/1079336 (mata oopamierus: 16.10.2020). — Teker :

AIIEKTPOHHBIN, CTP. 43-55

Tema 4. Opranuzaunus Conep:xkaHue yueOHOTro MaTepuasa 6 (4/2/1)
pPadoThI ¢ JTOKYyMEHTaMHU
1  Cuyx06a JOKYMEHTallMOHHOTO 00ECTICYeHHS yIIPaBICHUS
2 Opranu3zanys OnepaTMBHOIO XpaHEHHs JOKYMEHTOB
IIpakTH4yeckue 3aHATHS
1 Cny>x0a TOKyMEHTAIlHOHHOTO 00ecTIeueHMs 2
ynpasienus 2 Opranusanus ornepaTuBHOIO XpaHEHUs
JTOKYMEHTOB
CamocTtosiTeibHasi padoTa o0yuaromerocs
1 IToaroroBka coobuienuii no Teme «Opranu3zanus cryk0 J0KyMEHTallMOHHOTO 00ecreueHus
YIPaBICHUS:
['youna O. B. Ananu3 puHaHCOBO-X035HCTBEHHON AesTenbHOCTH : yueOHuK / O. B. I'yOuna, B.
E. 'youn. — 2-e uzn., nepepad. u morn. — MockBa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccumonanbHoe oOpazoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mata oopamierus: 16.10.2020). — Teker :
AIEKTPOHHBIN, CTp. 140-2012 [ToaroroBka coobmenuii nmo teme «OpraHu3aiys ornepaTuBHOTO
XpaHEHHS JJOKYMEHTOB:
['youna O. B. Ananu3 ¢puHaHCOBO-X03s1iiCTBeHHOM AedTenbHOCTH : yueOHuk / O. B. I'y6una, B.
E.
['yOoun. — 2-e uzn., nepepad. u gon. — MockBa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccumonanbHoe oOpazoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mata oopamierus: 16.10.2020). — Teker :
PIIEKTPOHHBIN cTp. 202-214
Bcero 32



https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336
https://znanium.com/catalog/product/1079336
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4.3. CTpyKTYypa U coJepKaHue CAMOCTOATEILHOMH PadoThl AUCHUILTMHBI

TpynoemMkocThb Dopmbl
Paznen B . (B yacax) KOHTPOJIA
F— UJbl CAMOCTOSITENILHOM PaboThI AMOCTOSTCILHOL
paboThI
1 2 3 4 5)
Tema| OcHOBHBIC IToaroroBka JOK/IaI0OB II0 TEME «IICIIH,
1 [OJIOKEHHs | 3a/1a4¥l ¥ IPUHIUIIBI JOKYMEHTAIIHOHHOTO
JTOKyMEHTALH obecrieuenus ynpasieHus»: [ naauii E. B.
OHHOT'O JIoKyMeHTaIlMOHHOE 00ecIeueHne
obecrneuenus | YIpaBieHus : yueOHoe nmocodue /
yIIpaBJICHUSI E. B. FHaI[HfI. — Mocksa : I/H_[ PI/IOP, HI/H_I 2 CO6€C€I[0BaHI/Ie
NHOPA-M, 2016. —249 c. —
(ITpoeccronansuoe odpazosanue). — ISBN
978-5-369-01042-6. — URL.:
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Tekcr :
ANIEeKTpOHHBIN.CTp. 11-25
Tema| CucreMbl [TonroroBka coobmenuii o Teme « CHCTeMbI
2 JOKYMEHTAIH | TOKyMEHTAllMOHHOTO 00ecreYeHUs
OHHOT'O YOpaBICHUS:
obecnieuenus | ['maauii E. B. JlokymeHTannonHoe
ynpapjieHus | OOecIeueHue ynpapjeHus : y4eOHoe mocooue
U UX /
aBromaruzar | E. B. I'maguii. — Mocksa : UL PUOP, HUL| 2 CobecenoBanue
ust NHOPA-M, 2016. — 249 c. —
(ITpoeccronansHoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Teker :
AJIEKTPOHHBIN, CcTp. 26-42
Tema| Knaccuduxa | [ToaroroBka cooOuieHuit mo teme
3 uus «Knaccuduxarus 10KyMeHTOB MO pa3IU4YHbIM
AOKYMCHTOB. | mpysHakamy:
Tpebosarms I'ybuna O. B. Ananus
K (UHAHCOBOXO3SIIICTBEHHOH EATEIHLHOCTH :
COCTABIICHHIO | vyeGyyg / O,
1 B. I'ybuna, B. E. I'yOun. — 2-¢ u31., nepepad.
obopmeHHio] © © T focksa : DOPYM : I/IanPA-pMI,) 1 Cobecenosarme
JTIOKYMEHTOB
2021. — 335 ¢. — (Cpennee mpohecCHOHATBEHOE
obpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenust: 16.10.2020). — Tekcr :
ANIEKTPOHHBIH, cTp. 43-55



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

Tema| Opranuszanus| 1 [ToaroroBka cooOmeHuii no reme

4 paboTeI ¢ «Opranu3zanus ciayx0 JOKyMEHTAI[HOHHOTO
AOKYMCHTaM | oGecrnieueHus ynpasienus»: ['youna O. B.
u Ananun3 (pUHAHCOBOXO35IIICTBEHHON

nesitenbHOCTH : yueOnuk / O. B. I'yOuna, B.
E. I'yOun. — 2-e u3z., nepepad. u
morr. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 c. — (Cpenuee mpodeccruonaibHOe
oOpazoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara oopamenus: 16.10.2020). — Tekcr :
PIIEKTPOHHBIN, cTp. 140-201
2 ITonroroBka coOOIIEHMII 10 TEME
«Opranuzaiys ornepaTuBHOIO XpaHEHHs
TTOKYMEHTOBY:
['youna O. B. Ananu3
(bMHAHCOBOXO3SIICTBEHHOH JIEATEILHOCTH :
yaeonuk / O.

1 CobecenoBanue

B. I'youna, B. E. I'yOun. — 2-e u3z., nepepab. u
morr. — Mocksa : ®OPYM : UHOPA-M, 2021.
— 335 c. — (Cpenunee npodeccroHaibHOe
oOpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(nata obpamenus: 16.10.2020). — Teker :
DIIEKTPOHHBIN

ctp. 202-214

Bcezo no oucuunnune 6

5. O6pa3oBaTesibHbIE TEXHOJIOTHH

OcBoeHne JIUCHUIUIMHBI  «/lOKyMeHTallmOHHOEe oOecreueHue YHpaBiIeHHUsS» MpeAroiaraer
UCMOJIb30BaHUE KaK TPAaJULHOHHBIX (JIEKIMH, NPAKTUYECKHE 3aHATHS C MCIOJb30BaHHEM
METOJMYECKMX MaTepuaioB), TaK W HHHOBAIIMOHHBIX OOpPa30BATEIbHBIX TEXHOJOTUH C
UCIIOJIb30BaHUEM B y4eOHOM IPOIECCE AKTUBHBIX U MHTEPAKTUBHBIX ()OPM MPOBENEHUS 3aHITHIMA:
BBITOJIHEHHUE Psijla PAKTUUYECKUX 3aJlaHUi ¢ MCIOJIb30BaHUEM MPOGECCHOHATIBHBIX MPOrPaMMHBIX
CPEACTB CO3JaHMsI W BEICHHs OJJIEKTPOHHBIX ©0a3 JaHHBIX; MYJbTUMEAUNHHBIX MPOrpamM,
BKJIIOUYAIOLIUX TOJTOTOBKY M BBICTYIJIEHUS CTY/J€HTOB Ha CEMUHAPCKUX 3aHATUSX ¢ (OTO-, ayaHO-
U BUJEOMaTepHallaMd [0 TPEIJIOKEHHONM Temaruke. BepimonHeHue 3amaHuit  TpeOyer
UCIOJIb30BaHUSI HE TOJIBKO Y4YeOHHMKOB M IOCOOMH, HO W HWHGOpPMAalUU, COAep)Kallencs B
HurepHere.

Ha nekmusx W NpakTHYECKUX 3aHATHSAX MCHOJB3YKOTCS: -

UH(POPMALIMOHHAS U MTPE3EHTAL[IOHHAS JICKIIHS;

- Oecellbl U TUCKYCCHH.


https://znanium.com/catalog/product/1079336
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3ansATHsA, IPOBOANMBIC B AaKTHBHOI W HHTEPAKTUBHON Gopmax

Howmep HanmenoBanue TeMbl Dopma TpoBEACHUS O0bem B

TEMBI BaHSATHS yacax

Tema 1 OCHOBHBIE  TIOJIOKCHHMsI  JOKyMeHTannoHHOro [CoOeceqoBaHue 2
oOecrieueHNsl yIpaBiIeHUs

Tema 2 CuctemMbl  JOKyMEHTAIlMOHHOro  obOecnedyeHus [CoOeceqoBaHue 2
YIIPaBJICHUS M MX aBTOMAaTH3aIlus

Tema 3 Knaccudukanus qokyMeHToB. TpeboBaHus K CobecenoBanue 2
COCTABJICHHUIO U 0(OPMIICHUIO IOKYMEHTOB

Tema 4 Opranuzanus paboTsl C TOKyMEHTaMU CobecenoBanue 2

Bcero mo guciuruivie 8

6. OueHoYHbIE CPeACTBA /1JIsl TEKYIIEr0 KOHTPOJIS yCIIeBAeMOCTH, IPOMEKYTOYHOM aTTecTalluu
10 UTOTraM OCBOEHMS THCIUITHHBI

6.1 OueHouHbIe cpeACcTBa AJIsl TEKYLIero KOHTPOJIA yCIeBaeMOCTH

Tecr 1 (OK 05, IIK 1.1.) [Ipumep BonpocoB Tecra:
1) Yro 001ero y npeTeH3MOHHOTO MMChMa U HCKOBOTO 3asIBJICHUS:

1. Komniencarus HaneceHHoro ymiepoa

2. Anpecat

3. OTBeT4UK

4, TpeboBaHue BepHYTh JCHBIU.
2) Yewm mpuKa3 OTJIMYACTCS OT PACIIOPSIKCHHUS

1. 30HO# BIUSHUS

2. OTBETCTBEHHOCTHIO

3. Cpokamu HCIIOTHCHHUS

4. CnoBo «IIpUKa3bIBaI0y 3aMEHSETCS CIIOBOM «IIPEjIaraoy.
3) T'me craButcs rpud coraacoBaHMs U YTBEPKIACHUSA:

1. B mpaBom BepxHeM yriy

2. B neBom BepxHeM yriy

3. Buusy nokymenra.

Kontpoasnas padora 1 (OK 05, IIK 1.1.)
IIpumep 3axanuii:

1. OcHoBHbIE CBOWCTBA U IPU3HAKHU JTOKYMEHTA.

2. Knaccupukanust ~ JTOKYMEHTOB 1O  pPa3IUYHBIM  IPU3HAKAM.

ynoTpeOuTenbHbIe BUABI KIaCCHPUKAIUH.

Knaccugukarus 10KyMEHTOB IO COJEPKAHUIO.

No ok ow

8. YaudunmpoBanuas ¢opma JIOKYMEHTA.

PernamenTanus neinonpon3Bo/ICTBA.

9. yHI/I(bI/IKaI_II/I}I " CTaHAapTU3alrsad JOKYMCHTOB.

Knaccudukanus 70KyMEHTOB 110 TUITY HOCHUTENEH.
OCHOBHBIE HaNpaBJIEHUS] COBEPIICHCTBOBAHUS PAOOTHI C IOKYMEHTaMH.

HauGoiee

Knaccudukanus J0KyMEHTOB 110 XapakTepy HHPOPMAIIMOHHBIX CBA3EH MpeAnpUsSTHSI.
Knaccugukaius ynpaBieHUeCKHX JOKYMEHTOB M0 (DYHKIIMOHAILHOMY Ha3HAYEHUIO.

Q@opMysip  JTOKYMEHTA.




10. 3aKoHOIaTeNbHBIC U MTPABOBBIC aKTaM B cepe MHPOPMALUU U JOKYMEHTAIUH.

KonTpoasnas padora 2 (OK 05, IIK 1.1.)

IIpumep 3apanni

1) Kakue pa3HOBUIHOCTH CITy)KEOHBIX ITUCEM BbI 3HAETE:
1. IMpurnamenue

. Hamomunanue

IToznpaBieHue

Ortka3

Coobmenue

[Ipenynpexnenue

[Iperen3us

biraronapHocTs

©ooNo Ok WN

IToaTBepxaeHne
10. VYrpoza
2) Uem oTiruaercs ciay)KeOHOe MUCHMO OT JIOKJIIHOM 3aIiCKU:
1. O6vemom
2. IlpenHasHayeHuEM
3. Anpecatom
4. ConepxaHueM
3) Kakue 1oKyMeHTBI 110 JINYHOMY COCTaBY MOXKHO BBIJICIHUTh:
1. Ilpuka3 06 yBonbHEHUU
2. PacnopsixeHue o mpoBeieHUH cyO00THHKA
3. Ilpuka3 00 yBennueHUH HaT0aBKU
4. AKT 0 mpuemMke ToBapa
5. Haxknannas
4) Kakue BU/IbI TPOTOKOJIA CYIIECTBYIOT:
1. CoxpartieHHBIH
2. Pa3BepHyTHIi
3. IoHbri
4. Kpatkuil.
5) Uto 00111ero y npeTeH3MOHHOTO MHChbMa U HCKOBOTO 3asIBJICHHS:
1. KomneHcanusi HaHeCeHHOTO yiiepoa
2. Anpecat
3. OTBeT4HK
4. TpeboBaHue BEPHYTh JCHBIU.
6) Uem mpuka3 OTIMYaeTcs OT PACIIOPSIKESHUSL:
1. 3oHoli BIUSHUA
2. OTBETCTBEHHOCTHIO
3. CpokaMu UCTIOJTHCHHS
4. Cl0BO «IPUKA3bIBAI0» 3aMEHSETCS CIIOBOM (IIPEIJIararoy.
7) I'ne craButcs rpud cornacoBaHUs U YTBEPIKICHUS:
1. B mpaBom BepxHem yriay 2. B
JIEBOM BEpXHEM YTITy
1. Buusy gokymeHTa.



KonTtpouabsnas padora 3 (OK 05, IIK 1.1.)
IIpumep 3axanni
1) Ha kakue MOTOKH JEIUTCS JOKYMEHTOO0OPOT:

1. Bxopsmue
2. Ucxonsamue
3. Buemane
4. BnyTtpenHue
2) T'ne perucTpupyroTCs JOKYMEHTBI:
1. B cnienimanbHOM 00111€M KypHAIIE
2. B xypHaie BXOAAIUX JOKYMEHTOB
3. B xypHaye ucxomsimux J0KyMEHTOB.
3) CkoibpKk0 HEOOX0IUMO XPaHUTh JOKYMEHTHI Ha MPEATIPHITHH:
1. 3 rona
2. 5 ner
3. 70 ner.
4, VY kaxa0ro Buaa TIOKyMEHTa CBOM CPOKH.
4) s 4ero He0OXOUM KOHTPOJIb HCIIOTHEHHSI JOKYMEHTOB:
1. JJis1 Ka4eCTBEHHOTO UCITOJTHEHUS
2. Jl1ig Haka3aHus, B cly4yae HeyJdauu
3. J1J1sl OTYETHOCTH
4, Jns nopsiaka
5) Tlouemy XpaHST JOKYMEHTHI JJTUTEIBHOE BPEMSI:
1. Jy1st BOCCTaHOBIIEHUSI COOBITHI
2. Jy1st ICTIOJTb30BaHMS IIEHHOTO OIBITA
3. Ha mamsartb o mroasax
4. Jns noxas3aTenbCTB B CyA€.

6.2 OneHo4HbIe cpeacTBa A1 MPOMEKYTOYHOMH ATTECTALMH IO MTOraM OCBOCHHUS AU CHHUIIMHBI
3aganus k n1uddepeHIMPOBAaHHOMY 3a4eTy

1. CoctaBuTh U O(GOPMHUTH MpPHKA3 IO OCHOBHOM JesATeNbHOCTHM 00 wuTOrax paboThl ¢
nokymentamu B 2017 romy ITAO «Mup». B koHcTaTupylomeil 4yacTu YKakKUT€ Ha HHU3KYIO
TpeOOBaTENIBHOCTh PYKOBOJAUTENEH MOJpa3/ieleHuii K KayecTBY MOJATOTOBKHM JIOKYMEHTOB U
KOHTPOJISI UX HCIOJIHEHHs. B pacnopsaurensHOl dacTu oOpaTuTe BHUMaHHME PYKOBOAMTENEH Ha
NOBBILIEHHE TPeOOBATEIBLHOCTU K PaOOTHHKAM B 4acTH paboOThl ¢ JoKyMeHTamu. Jlaiite 3amaHue
pabOTHHKY, OTBEYAIOIIEMY 3a JEJIOMPOU3BOJICTBO, HAa pa3pabOTKy Mep MO YJIYUIIEHHUIO 3TON paboTh
(OK 05, IIK 1.1.).

2. CoctaButh ¥ O(OPMUTH pacHOpsDKEHHE. YKaXHTe, 4YTO B CBS3U C NPEACTOSIUMHU
CTPYKTYPHBIMH HM3MEHEHHUSIMH JHUPEKTOpP OOA3bIBAET MPOBECTH IMPOBEPKY MITATHO-(PUHAHCOBOM
JUCIUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CPOK BBHIMOJHEHMS, KOHTPOJb 32 BBINOJHEHHEM
pacropspKeHHs BO3JIOKUTE Ha 3aM.JUpEKTopa. Jlpyrue JaHHbIE B TEKCTE U PEKBU3UTHI YKaXHUTE
camoctosarensHo (OK 05, IIK 1.1.)

3. CocTaBuTh U OQPOPMHUTH aKT O PEBU3MH KacChl. B TeKCTe ykaxkuTe, 4TO B pe3ysbTaTe peBU3UN
OBLIIO YCTAaHOBJIEHO, YTO OCTATOK JIEHET B KacCe COMIACHO JIaHHBIM OyXTaJTepCKOro yuyeTa coCTaBuiI 3
521 000 py6., HemoCTauM HAIMYHBIX JIEHET 10 BUHE Kaccupa He ooHapyxkeHo (OK 05, IIK 1.1.)



4. CoctaBuTh 1 0(OPMUTH PEKIAMHOE MTUCHMO O MPOAAXKE YACTHBIM JIUI[AM U FOCYIapCTBEHHBIM
OPEIIPUATHSIM TMEPCOHAIBHBIX KOMIIBIOTEPOB 110 JOTOBOPHOW CTOMMOCTH M O BO3MOYKHOCTHU
npuHUMaTh 3aka3bl Ha cocTaBienue (OK 05, IIK 1.1.).

S. CoctraButh # O(GOPMUTH NUCBMO-TIPOCHOY  HAYaIbHUKA  IUIAHOBO-3KOHOMUYECKOTO
ynpasinenusi IIAO «Penyktop» B anmpec aumpektopa WHCTHTYyTa 3KOHOMHMKH C TPOCHOOM
PEKOMEH/I0BaTh CIELHAINCTOB U3 YHCIA BBITYCKHUKOB 3a0YHOTO OT/EJICHUS MHCTUTYTA MOCIETHUX
JIeT, UMEIOIIUX OMBIT pabOThI B 001aCTH YKOHOMUKH MPOMBILUICHHBIX NPEANPUATUH, Ha TOJDKHOCTU
HKOHOMHCTOB yIpaBjieHus. B muceMme ObIJIO BBICKA3aHO IMOXKETAHWE MPETCHICHTaM Ha BaKaHTHbBIE
JIOJDKHOCTH TIOATOTOBHUTH PE3IOME M NPUCIATh WX MO (akcy B aJpec YHpaBICHUs, a Takxke, IO
BO3MOXXHOCTH, MPEJICTaBUTh PEKOMEHJATelIbHble MUChMa C MOCIeAHUX MecT paboTel. OcrajbHbIe
naHHble ykaxkute camocroarensHo (OK 05, IIK 1.1.)

6. CocraButh 1 opopmuth npukas AO «Toproseiii fom «MepKypuii» 0 TUKBUIAIIMKA Mara3uHa
«Tpukotaxx». Mara3zuH JIMKBUAMPYETCS B CBA3M C HEPEHTAOEIBHOCTHIO M B LENAX COKpAIIECHUs
pacxonoB. [Ipuka3zom TUKBUAUPOBAH Mara3uH; CO3JaHa JUKBUIAIIMOHHAS KOMUCCHS, COCTOAIIAS U3
3amectuTenst TeHepanbHoro gupekropa AO «Toproeeiii nom  «Mepkypuit» (mpeacenaTenb
KOMUCCHH), AUpeKTopa MarazuHa « TpUKOTak» WM HauyalbHHKA dKOHOMHUYecKoro otaena AQO; naHbl
NOpYYEHHUsl IMpEJCeAaTea0 JMKBUJAIMOHHOM KOMMCCHHM IO CpPOKY TIpEACTaBIEHUS aKTa
JUKBUJIAIIUOHHON KOMHUCCHH, 3aMECTUTENIO F€HEPATbHOIO JTUPEKTOpa MO YKOHOMUKE 10 BHECEHUIO
MIPEIOKEHUH O TaTbHEHIIIEM HCTI0JIb30BaHUHU ocBoOOk marorerocs nomemierus (OK 05, IIK 1.1.)

7. CocraButh ¥ O(GOPMUTH pacHOpsLKEHUE. YKaXKUTE, YTO B CBS3M C MPEACTOSALIIUMU
CTPYKTYPHBIMH HW3MEHEHHSMU JHPEKTOP OOS3BIBACT MPOBECTH MPOBEPKY IITATHO-(DMHAHCOBOU
JTUCIHUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CPOK BBHIMOJHEHHs, KOHTPOJb 32 BBHINOJHEHHEM
pacropsDKeHUs BO3JIOKUTE Ha 3aM.JUpeKTopa. J[pyrue JaHHbIE B TEKCT€ U PEKBU3UTHI YKAKHUTE
camoctosarensHo (OK 05, IIK 1.1.)

8. CoctaBuTh U O0GOPMUTH AKT MPOBEPKHU (UHAHCOBO-XO3SAMCTBEHHON IEATEIBHOCTH BaIlero
npennpusatus. OcHoBaHueM sBisercss npuka3 gupekropa ot 00.00.0000 Ne 21 «O co3panun
KOMHUCCHUM IO TpoBepKe (UHAHCOBO-XO3SIMICTBEHHOM jesTenbHOCTH» (CoCcTaB  KOMHCCHUU:
npejceaaTenb — 3aM. JUPEKTOPA; YIEHbl KOMUCCUU: 3aM.IJIaBHOTO OyXranrepa, HHKEHEep-3KOHOMHUCT,
Oyxranrep-peBuzop. B pesynbraTe npoBepkH ObUIO YCTaHOBJEHO HapyLIEHHE B CHCTEME Yydera
ob6opynosanus (OK 05, IIK 1.1.)

9. CoctaBuTh U 0QOPMUTH MHCbMO HauaidbHUKA oTAena peksnaMmbl [TAO «3Jrtanon» B aapec
YHUTApPHOTO MYyHUIMIAIBLHOTO MPEANPUATUS «3eJIeHbI 00p» O TOMOJHUTENbHOM (PMHAHCHPOBAHUU
3aka3a Ne 24 Ha W3roTOBJIEHUE PEKJIAMHBIX ITPOCHEKTOB B CBSI3U C POCTOM LI€H Ha Moiurpaduyeckue
YCIIyTH BO BTOPOM KBapTajle TEKyLIETro rojla U U3MEHEHUEM CMETHI 3aTpaT. B nuceMe ykasplBaioch,
YTO BBINIOJIHEHUE 3aKa3a OyJeT OCYIIECTBICHO TOJBKO IPH JOINMOJHUTEIBHOM BbIJECIEHUU 23
ThIC.py0. OcTanbpHble AaHHbIE YKaxkuTe camocTtoarensHo (OK 05, IIK 1.1.)

10.  CocraButh u odopmuth npukas [TAO «Pamgyra» o peopraHuzanuy KaHUEISpPUH B OTHAENT
nH(popMaIMoOHHO-TOKyMeHTannoHHoro  obecriedenust (OMJIO). B koHcTaTupyroomei dYacTu
HEOOXOJMMO cociaThcs Ha pacliupeHne QYHKIUA U BHeApeHHe B pabOTy CHUCTEMBI 3JIEKTPOHHOTO
JIOKYMEHT0000poTa. B pacnopsuTeNnbHON yacTu ycTaHAaBIMBAETCs IITaTHAsl YUCIEHHOCTh OTJieNa B
KOJIMYECTBE 7 UEJOBEK, NAKOTCS MOPYYEHMs] HAa4aJbHUKY 3KOHOMHYECKOIO OTJENa IO BHECEHUIO
U3MEHEHUH B IITaTHOE PACHUCAHWE M HAYAJIBbHUKY KaHLEISPUU MO pa3paboTKe MOIO0XKEHUs 00
ONJO. OcranpHble JaHHbIE YKaXuTe camocrosTenbHo (OK 05, TIIK 1.1.)

11.  CocraBuTh U 0OPMHUTH YKa3aHUE 3aM.JAUPEKTOpa (UPMBI 00 OpraHU3alMH KOMHUPOBAIHHO-
MHOXHTEIBHOrO O10po. B TekcTe ykakuTe, YTO B COOTBETCTBUM C MPUKA30M JAMPEKTOPA, 3aM.
TupekTopa ¢GupMbl 00sA3bIBAET 3aB. KOMHPOBAIBHO-MHOXKUTEIBHOIO OrOpo pa3paboTarh Qopmy
3aKa3a Ha pa3MHOXKEHHE JOKYMEHTOB, BblAaBaThb Pa3MHOXKEHHbIE JOKYMEHTBHI HCIIOJIHUTEISIM C



COOTBETCTBYIOILIEH PACHHUCKON B XKypHaJle y4yeTa, perUCTPUPOBaTh MOCTYNAIOIINE Ha Pa3MHOKEHHE
JIOKYMEHTBI, KOHTPOJIb UCIIOJTHEHUS BO3JIOXKUTH Ha HavasbHuKa obero otaena (OK 05, IIK 1.1.)

12.  CocraButh U opopMuTh akT no npeanpusaTHio «KaHoH» 00 UTOrax peBH3UM IO IPOBEPKE
¢uHaHCcOBOrO OTYEeTa. B TEKcTe yKakuTe, YTO peBH3MEN OOHApy)KeHBbI (PaKTHI TPyOOro HapyIIEHUS
(MHAHCOBOTO y4eTa U OTUYETHOCTH MO0 KOMaHAWPOBKAM, OTCYTCTBHE ypHaJla yueTa JOBEPEHHOCTEH
(OK 05, IIK 1.1.)

13. CocraButh U oopmuth mucbmMo aupekropa AO «Dacam» Copoxuna B.A. reHepaibHOMY
mupextopy AO «XKunctpoii» MapkoBy H.H. ¢ npeanoxxenrem 00 Oka3aHWU PEKJIAMHBIX YCIyT ISt
IOPOABMKEHMSI CIIpOcCa HA KBAPTUPbl B  CTPOSILUXCS OSKUIBIX jgomax. IIpenBaputenbHas
JIOTOBOPEHHOCTh O pEKJIaMHOM KaMmmaHuM OblIa JOCTHUTHYTa B XOJI€ COCTOSIBIIMXCS paHee
neperoBopoB. OcTtanbHble JaHHbIe YKaxkuTe camocroaresbHo (OK 05, K 1.1.)

14.  CocraBuTh 1 0OPMHUTH yKa3aHHE 3aM. AUPEKTOpa (UPMBI 00 OpraHU3alKu KOMHPOBAIHHO-
MHOXHTEIBHOr0 O10po. B Tekcre ykakuTe, YTO B COOTBETCTBUM C IPUKA30M AMPEKTOPA, 3aM.
nupekTopa (GUPMBl 00s3bIBACT 3aB. KOIMPOBAIBHO-MHOXXUTEJIBHOTO OrOpo paszpaborars (opmy
3aKa3a Ha pa3MHOXEHHE JOKYMEHTOB, BblJaBaTb Pa3MHOXKEHHBIE JOKYMEHTbI HCIIOJIHUTEISIM C
COOTBETCTBYIOILIEH PACHHUCKON B XKypHaJle yuyeTa, perucTpUpoBaTh MOCTYNAIOIINE Ha Pa3MHOKEHUE
JOKYMEHTBI, KOHTPOJIb HCIIOJTHEHUS BO3JIOKUTH Ha HadasbHUKa obmero otaena (OK 05, IIK 1.1.)

15. CocraButh u 00GOpPMHUTH JOKIAJHYIO 3alUCKy TIJIaBHOTO Oyxraiarepa pyKOBOIHUTENIO
OPEANPUATHS O HEOOXOJMMOCTH LEHTPAIM3ALUU PAcueTOB C pPAa0OTHUKAMHU Tpeanpusrus. B
0053aHHOCTH YYETHBIX pAOOTHHUKOB IE€XOB JIOJUKHO BXOJHUTH JIMIIb O(GOPMIIEHHE YYETHBIX
JIOKYMEHTOB TI0 y4eTy BbIpaOOTKU. B noknagHol 3amucke HEOOXOAMMO IOJATh MPEAJIOKEHHE IO
[ePEeCMOTpy IITAaTOB, OTYETHHIX PAOOTHUKOB B LI€XaxX M IJaBHOM OyXraJTepuu M3 pacueTa OOLIero
COKpalieHus mraroB He Menee yeM Ha 20% (OK 05, IIK 1.1.)

16. CocraBuTh U 0POPMHUTH aKT 00 UTOTaX JOKYMEHTAIbHOH pEeBU3MU PabOTHI OpraHU3alld 3a
OTYeTHBIH roja. B akre peBu3um 3auKCUpOBaHbI CIEAYIOLIME HEJOCTAaTKU: HE YIMOPSAIOYEH Yy4eT
JUYHOTO COCTaBa, HEKOTOPBIE JIMYHbIE JelIa HaxoasTcs B 3anyuieHHoM coctosinuu (OK 05, TIK 1.1.)
17. CocTaBuTh U OQOPMHUTH AaKT O CHHCAHMM UMYIIECTBa. B TekcTe ykakuTe, 4YTO O MEPUOA C
00.00.0000 mo 00.00.0000 xomuccust mpoBesna pabOTy IO YCTAaHOBICHHMIO HENPUTOAHOTO K
JapHEeHIIeMy HCIOJIb30BAaHUIO MMYyIECTBa. B pe3ynbrate paboTel OBUIO YCTaHOBJIEHO, YTO
UMYIIECTBO, COTJIACHO MPWJIaraeMoMy K akTy IEepeyHIO, IOJUIKUT CIHCAHUIO B CBSI3U C
HEMPUTOIHOCTHIO Jyts ucnoas3oBanus (OK 05, TIK 1.1.)

18.  CocraButh M O(GOPMUTH NHMCHBMO-TIpUINIALIeHHe areHTcTBa «VH(pOpMalMOHHO-TIPaBOBBIE
CHCTEMBI» 00 y4acTHH B ceMHHape « TeXHOIorn4eckre u MpaBoBbI€ ACMEKThI 3aLIUThl KOMMEPUYECKOMH
uHpopmanun» (OK 05, IIK 1.1.)

19.  CocraButh U 0OpMUTH TUCbMO-0TKa3 Noaurpapuyeckoro npennpusarus «llaptaep» (ITAO)
aKIMOHEpHOMY o00miecTBy «CalltoT» MO BONPOCY BBHIMOJHEHUS 3aKa3a Ha HM3TOTOBJIECHHE OJIaHKOB
ydyera ¥ oT4yeTHOCTH. [IpmuMHON oOTKa3a SBWJIACh PEKOHCTPYKIMS II€YaTHOTO I1iexa, KOoTopas
MPOJIMTCS 10 KOHIIA TIEPBOTO MOJYTOUs; Apyrue naHHbele ykaxure camoctositeabHo (OK 05, TIK
1.1)

20.  CocraButh u opopmuts npukas [TAO «Cxiag» 06 obecriedeHnH MokapHO 6€30MaCHOCTH U
YCUJIGHUU OXpaHbl MpeAnpusAtus. B KoOHcCTaTupyromed dYacTd COLUUINTECh Ha OMNAacHOCTh
TEPPOPUCTUYECKUX AKTOB M YKaXKUTE LeJb o0ecreueHusi Oe30MacHOCTH JIOAeH U COXpaHEHHe
umyniectsa. B pacropsautenbHOil yacTu cienyer o0s3aTh HadajdbHHUKa OTJENa oXpaHbl JIoKkuHa
K.X. ycunute mpomyckHOM peXUM M OpraHu3oBaTh KpYIJIOCYTOYHOE JEKYypcTBO Ha ckiane Nel;
koMeHaHTa 31aHus Cyxux B.H. — mpoBepuTh COCTOSHHE CUTHAIM3AIUMU WU JJIEKTPOIPOBOJKH, a
HaYaJlbHUKAa aJMHUHUCTpatuBHOro otaena lletpenxko O.Il. — mepeBectu Ha ckiag Nel
BocIUIameHstomuecs BemiectBa. Octanbablie qanHble ykaxxkute (OK 05, IIK 1.1.)



21.  CocraButb ¥ OQOPMHUTH [OKJIAJHYIO 3allMCKy HAYaIbHUKA OTAENa PYKOBOIUTEIIO
npennpusaTisi 0 ¢GakTe HEBHINIOTHEHUS PACIOPSDKEHUS O MOHTaXke O0OpYyNOBaHUS Ha y4acTKe IO
MIPUYHMHE CJIa00T0 KOHTPOJIS co cTopoHbI rtaBHOro Mexanuka (OK 01, OK 02, OK 03, OK 04, OK 05,
OK 09, OK 10, IIK 1.1.).

22.  CocraBuTh M O(QOPMHUTH aKT O NHPOBEPKE KacChl. B TekcTe yKaxuTe, 4TO B pe3ysbTaTe
PEBU3UM KAaCChl KOMUCCHSI YCTAaHOBHUJIA: OCTAaTOK HAJIMYHBIX cpeAcTB 1o coctosHuto Ha 00.00.0000
COTJIACHO KaCCOBOM KHHUT€ M JIAaHHBIM OyXTaJTepCKOTO ydeTa JMOJDKeH cocTaBiath 450 000 pyouei;
(akTHUeCKui 0CTaTOK HAJMYHBIX AeHer B Kacce coctasisieT 400 000 py6ueit. Henoctaua HaamuHBIX
neHer B kacce cocraBisier 50 000 pyOueli; HemocTaua HaIUYHBIX JICHET 0OpazoBanach MO BUHE
kaccupa MonounnkoBoii [I.A. (OK 05, IIK 1.1.)

23.  CocrtaButh U 0OPMUTH MUCHMO-TIPOCKOY akIoOHEepHOro odmiecTBa «CHYTHUK» B KOMUTET
BHEITHEOKOHOMHUYECKHX CBS3CH aJMUHUCTPAIIUU PeCcyOIMKY O BBIACICHUY JINIICH3UH Ha TIOCTABKY B
Kuraii 4000 TOHH MeTallla B CBSI3U C 3aKJIFOYCHHUEM JIOTOBOpa JAISHBCKUM OOBEIMHEHUEM TIO0
MEXIyHApOJAHOMY COTPYAHHYECTBY Ha CTPOUTEIBCTBO JEBATUITAKHOTO 0o0mIekuTHs B HaGepekHbIx
Yennax. CoriacHo IOTOBOpY, OIJiaTa BBIMOJHEHHBIX PaOOT OyJeT MPOU3BOIUTHCS POCCUHCKUMU
pyossamu u marepuanamu (OK 05, IIK 1.1.)

24.  CocraButh ¥ OQGOPMHTH JOKJIQJHYIO 3alHCKy O MPUYMHAX HECBOEBPEMEHHOTO
peocTaBleHusl HH(OPMAaLIMK O BBIMOJHEHUH MPUKa3a AUpeKTopa. OCTalbHbIE PEKBU3UTHI YKAKUTE
camocrosarenbHo (OK 05, 1K 1.1.)

25.  CocrtaBuTh U 0(pOPMHUTH aKT O PEBU3UH KacChl. B TeKcTe yKakuTe, 4TO B pE3yJIbTaTe PEBU3UH
OBLIIO YCTAaHOBJIEHO, YTO OCTATOK JICHET B KaCcCe COMIACHO JIaHHBIM OyXTalTEpPCKOr0 yueTa COCTaBuI 3
521 000 py6., HemoCTauM HAIMYHBIX JICHET 10 BUHE Kaccupa He oOHapysxkeHo ((OK 05, IIK 1.1.)

26.  CocraBuTh U OGOPMHUTH AKT MPOBEPKU (PMHAHCOBO-XO3SIMCTBEHHOW NEATEIBHOCTH BAIIEro
npeanpustusi. OcHoBanueM siBisieTcst npuka3 gupekropa ot 00.00.0000 Ne 21 «O coznanum
KOMHUCCHHM IO TpPOBEpKe (PUHAHCOBO-XO3AWCTBEHHOW gAesTenbHOCTH». (COCTaB KOMHCCHUU:
npeceaaTenb — 3aM. TUPEKTOpa; YICHbl KOMUCCHU: 3aM. TTIaBHOTO OyXrantepa, HHKEHEPIKOHOMHCT,
Oyxranrep-peBu3op. B pesynbrare mpoBepku ObUIO YCTAaHOBJIEHO HapylEHHE B CHUCTEME yueTa
ob6opynosanus (OK 05, IIK 1.1.)

28.  CocraButh M O(GOPMHUTH MPHUKA3 MO OCHOBHOW EATEIBHOCTH O BHECEHHHM H3MEHEHHH B
HITaTHOE pacnucaHue. B KoHcTaTUpyIOLIel YacTh TeKCTa yKaXHUTEe, 4YTO B CBSA3H C IPOU3BOJICTBEHHON
HEOOXOJUMOCTBIO M OTKPBITHEM II€Xa MO MPOU3BOACTBY mony¢dadpukaroB. B pacnopsaurensHON
YaCTH TEKCTa BHECTH B IITATHOE pacHUCaHUE TOPrOBOM KOMIAHUM CIEIYIOLINE U3MEHEHUS: BBECTH
JOJKHOCTH TTOBapa Mo MPOU3BOJCTBY MOIy(hadpuKaToB ¢ OKIaaA0M ...py0. KoHTpons 3a ucnonHenue
npukasa Bo3noxure Ha 3aM. [{upexropa (OK 05, IIK 1.1.)

29. CoctaBuTth 1 0GOPMUTH akT Mo mpennpustuio «Kanon» o0 mTorax peBU3UU IO MPOBEPKE
¢buHaHCOBOTO OTYeTa. B TekcTe ykakute, 4TO peBU3UEH OOHapy»KeHbI (PakThl TPyOOro HapyIICHUS
(UHAHCOBOTO y4eTa M OTUETHOCTH MO KOMaHIMPOBKaM, OTCYTCTBHE KypHaJla y4eTa JOBEPEHHOCTEH
(OK 05,IIK 1.1.)

30.  CocrtaButh u 0OPMUTH COMTPOBOAUTENHHOE MUCEMO O HAampaBlIeHUH Bam Ha perieH3upoBaHue
pyKomucu mporpammbl  Kypca «Opranuzanus HHQOPMAIMOHHOTO O00ECMeYeHHs YIPaBICHUS.
[Iporpamma mpeamosnaraeTcs Kak THIOBas s BBICIIMX YYE€OHBIX 3aBEICHUN, HMEIOIINX
crnenuanu3zanyu «MeHepkMeHT» K «OpraHu3anus yrnpasiaeHus». OT3bIB MPOCIT NpUCIaTh 10 12
nekabps 2017r. (OK 05, IIK 1.1.)

31.  CocraButh u o0¢opMuUTh HHPOPMAIMOHHOE MHUCBMO. B Tekcte ykaxute, 4yto AO
«buznecmikona «MuTen-CuHTe3» MOAroTOBMIA K M3JaHUI0 KHUTY «/lemompou3BoacTBo». B kHure
OCBEIIAIOTC TPeOOBaHUS K COCTaBICHMIO UM OQOPMIICHHIO CITy>)KEOHBIX IOKYMEHTOB M IpaBHJIa
pa6otsl ¢ Humu (OK 05, IIK 1.1.)



Tect k nupdepennupoBannomy 3avery (OK 05, IIK 1.1.)
IIpuMmep Bonpocos Tecra:

3apanmue 1
Jenonpou3BoacTBO - 370 ...

1) oTpacib JeSTENbHOCTH, OOECIeUUBAONas JOKYMEHTHPOBAHHE M OPraHU3alUi0 paboThI C
o(UIHaTBHBIMU TOKYMEHTAMU

2) mporecc co3aHus U 0pOpMIICHUS JOKYMEHTa

3) JABWXKEHHE MOKYMEHTOB B OpraHM3alldd C MOMEHTAa HX CO3JaHHs WM TOIyYeHHS [0
3aBEPIICHHSI UCTIOJIHCHUS HITH OTIIPABIICHUSI

3ananue 2
JIoKyMEHTHPOBAHHE - ITO ...

1) o0ecrnieyeHne JBWKCHUS JOKYMEHTOB B alfapare yIpaBJICHUS, WX HCIOJIb30BAHUS B
CIIPABOYHBIX IETISAX U XPaHCHUS
2) COBOKYIHOCTb JEHCTBHUS, 00ECIIEUNBAIOIINX UX CBOCBPEMEHHOE HCIIOJTHEHHE
3) mportecc co3manus 1 opopMIIeHHs JoKyMeHTa 3ajganue 3
JlokyMeHT - 3710 ...
1) 3auKCcUpOBaHHAs Ha HOCHUTeNe HHpOpMAIUs C PEKBU3UTAMHU, MO3BOJSIOIIUMU €€
UIECHTU(UIIUPOBATH
2) HOCHUTEh MH(GOPMAIINHU, UCTIOIB3YEMOU B IIENIAX PETYIUPOBAHUS COIIUAIBHBIX OTHOLICHHIMA
3) undopmarnus, 3apuKcupoBaHHAS JTOOBIM CIIOCOOOM Ha JIF0OOM HOCHUTEIE

3ananue 4
JI0KyMEeHTOO0OPOT - 3TO ...

1) mepenaya JOKyMEHTA U3 OJHOW MHCTAHIIMH B APYTYIO B MIPOIIECCE €r0 PACCMOTPEHHS

2) ABWKCHUC JOKYMCHTOB B OpraHu3aliii € MOMCHTAa HX CO3JaHHUA WKW IIOJYUCHHUSA IO0
3aBEPILUECHUS UCIIOJIHEHUS WM OTIIPABJICHUS

3) JABWXKEHHE KOMIUIEKCA JOKYMEHTOB B TIPOIECCE BBIPAOOTKH, MPUHATHS W HMCIOJHEHHS
peueHui

7 Tabauua cooTBETCTBHS KOMIIETEHIMii, KpUTEPHEB OI[EeHKH UX O0CBOEHHS H OLEHOYHbIX
cpeacTB

Oneno | Kputepun oneHnBaHus pe3yjbTaTOB 00y4eHUs
IHBIC HEY/IOBIIE | «HEYIOBJIC | «HEYIOBIIE | «HEYOBIIC
CPCACT | TBOpHTENb | TBOPHUTENb | TBOPHTENb | TBOPUTEIBH
Ba HO» HO» HO» o»
Komnie | Ilnanupyemsle pe3ybTaThbl [kpuTepuu | [kputepun | [kputepun | [kputepun
TeHIIHH 0byueHHs BBICTAaBIIC | BBICTABJIC | BBICTABJICH | BBHICTaBIICH
HUS HUS Usl OIICHKHU | WS OLICHKH
OIICHKHU OLICHKHA | «XOpOIIOY» | «OTIHIHO»
«HEyJI0BJIe | «yIOBJIETB ] ]
TBOpUTENL | OPUTEIBHO
HO»] »]




OK 05

YMCTb: I'PaMOTHO HU3JIaraTb
CBOM MBICIIH U 0()OPMIIATH
JIOKYMEHTBI T10
npodeCcCuOHATBLHON
TEMaTUKEe Ha
rOCy/IapCTBEHHOM SI3BIKE,
MMPOSABJIATH TOJICPAHTHOCTL B
paboueM KOJIEKTUBE
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JIbHBIE
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(911150 3

3Haer
JIOCTATOYH
0B
0a30BOM
00BEME

JemoHncTpH

pyer
BBICOKHUI

YPOBEHb
3HAHUHN

3HATh: 0OCOOEHHOCTH
COILMAIBHOTO U KYJBTYPHOI'O
KOHTEKCTa; IpaBuia
oopMIICHHS TOKYMEHTOB H
MIOCTPOCHHMSI YCTHBIX
COOOILIEHU I

KonTtpo
JbHBIC
paboThI
1-3
3aganu
K
mubde
PEHITIP
OBaHHO
My
3a4ueTy
1-30
Bomnpoc
Bl TECTa

K
mdde
peHuup
OBaHHO
My
3a4ery
1-50

He ywmeer,
J€MOHCTP
upyer
YaCTUYHBI
€ yMeHus,
JI0ITycKast
rpyOsbie
OLIMOKH

JemonHcTp
upyer
YaCTUYHbI
€ YMEHHS
0e3
rpyObIX
omuOOoK

YmMmeer
TIPUMEHST
b 3HAHUSA
Ha

MIPaKTHUKE
B 0a30BOM
00BEME

JlemoHcTpH

pyer
BBICOKHUN

YPOBEHb
YMEHUI




K 1.1

YMETh: IPUHUMATh
IIPOM3BOJIbHBIE IEPBUYHBIE
OyxrajiTepckue J10KyMEHTHI,
paccMaTpuBaeMble Kak
HNUCbMEHHOE J0Ka3aTeJIbCTBO
COBEPLICHHUS XO35UCTBEHHOU
orepanuy Win IoJy4yeHue
paspelleHus Ha ee
IPOBE/IEHUE; IPUHUMATh
HEepBUYHbIE OyXTaiaTepCcKue
JIOKYMEHTbI Ha OyMa)KHOM
HOCUTENE U (WIN) B BUJE
AJIEKTPOHHOI'O JOKYMEHTA,
MOANMCAHHOTO 3JIEKTPOHHOMN
MOJIUCHIO; TPOBEPATH
HaJINYME B IPOU3BOJIbHBIX
HNEPBUYHBIX OYXTaJITEPCKUX
JOKYMEHTax 00s3aTelbHbIX
PEKBU3UTOB; IPOBOJIUTH
(dopManbHYyIO IPOBEPKY
JIOKYMEHTOB, IIPOBEPKY IO
CYLIECTBY, apu(hMETHUECKYIO
IPOBEPKY; MPOBOAUTH
IPyNIHUPOBKY NEPBUYHBIX
OyXraJTepCKUX JTOKYMEHTOB
0 PSIly IPU3HAKOB;
MIPOBOJIUTH TAKCUPOBKY U
KOHTHPOBKY TIEPBUYHBIX
OyXraJITepCKUX IOKYMEHTOB;
OpraHU30BBIBATh
JIOKYMEHTOO00OPOT;
pazbupatbcs B
HOMEHKJIAType Jell;
3aHOCUTH JIaHHBIE 110
CTPYIIITUPOBaHHBIM
JIOKYMEHTaM B PErHCTpPhI
OyXraJITepCKOro y4era;
nepeaaBaTh NepBUYHbIE
OyXTaJTepCKHe TOKYMEHTHI
B TEKYIIUN OyXTanTepcKuii
apXuB; MepeiaBaTh
NEepBUYHbBIE OyXTalaTepcKue
JIOKYMEHTBHI B TIOCTOSTHHBIH
apXHB 110 UCTECUECHUH
YCTaHOBJIEHHOT'O CPOKa
XpaHEeHHUST;, UCTIPABIISITH
OIIMOKH B TIEPBUYHBIX
OyXTaJaTepCcKuX JOKyMEHTax;

Kontpo
JHHBIE
paboThI
1-3
3aganu
K
nudde
peHIUp
OBaHHO
My
3a4ery
1-30
Bomnpoc
bl TECTa

K
nubde
PEHIIIP
OBaHHO
My
3a4ery
1-50

He 3naer,
JIOTTyCKaeT

rpyObIe
OLINOKHU

Jemonctp
upyer
YaCTUYHBI
€ 3HAHUS
0e3
rpyOBIX
(911150 3

3Haer
JIOCTATOYH
0B
0a30BOM
00BEME

JemoHncTpH

pyeT
BBICOKHUI

YPOBEHb
3HAHUHN




3HaTh: obmue TpedboBanus k | Kontpo | He ymeer, | [lemoHncTp Ymeer JlemoHcTpH
OyXrajaTepckoMy y4eTy B JbHBIE | JEMOHCTP upyer MPUMEHSIT pyet
9acTH JOKYMEGHTHpOBaHust | PAOOTHI | MpyeT YAaCTUYHBl | b 3HAHUSA BBICOKU I
BCEX XO3SIMCTBEHHBIX 1-3 TaCTH9HBI | € yMCHUS Ha YPOBCHb
NeiCTBHI U oneparuii; 3asanu | € yMEHU, oe3 MPaKTUKE yMeHHi
HOHSITHE TIEPBUYHON A K nomyckas | IpyOmix | B GasoBom
GyXranTepcKoii mudde rpy0Obie OmuoO0K 00BEMe
JOKyMEHTaLHH; pEHLIP OILINOKHU

onpeie/ieHHe NePBUYHBIX OBaHHO

OyXTaITepCKUX TOKYMEHTOB; | MY

(bOpMBI TIEPBUYHBIX T}ggTy

OyXTaJITepCKUX TOKYMEHTOB, Bompoc

cojiepXkaliux 00s13aTeNbHbIC Bl TECTA

PEKBU3UTHI TICPBUYHOTO K

YUYETHOTO JIOKYMEHTA; mdbe

HOPSIJIOK TIPOBEICHHUSI pEHIHp

MPOBEPKH MEPBUYHBIX OBAHHO

OyXTaJITEpCKUX TOKYMEHTOB, My

(dopManbHON IPOBEPKU 3auery

JIOKyMEHTOB, IPOBEPKH 110 | 1.5()

CYIIECTBY, apH(PMETHICCKON
IPOBEPKU; IPUHIUIIBI U
HPU3HAKU TPYIITUPOBKU
HNEPBUYHBIX OYXTaJITEPCKUX
JIOKYMEHTOB; IOPSII0K
IIPOBEJCHUS TAKCUPOBKU U
KOHTHPOBKH MEPBUYHBIX
OyXraJaTepcKux JOKyMEHTOB;
MOPSIIOK COCTaBJICHHUS
PETUCTPOB OYXTalNTepPCKOro
ydeTa; IpaBuila U CPOKU
XpaHEHUs IEPBUYHOU
OyxranTepckoi
JIOKYMEHTaluu

8. MeToauyeckue ykazanus Jjs 00y4arOuuxcsi MPpU OCBOEHUH TUCHHUIJIMHBI
Pa60Ta Ha HpaKTI/I‘IeCKI/IX 3AHATUAX Hpez[nonaraeT AKTHUBHOC y‘IaCTI/Ie B OCY)KJIGHI/H/I BBIIBUHYTBIX B
paMKax TEM BOHpOCOB. I[J'If[ IIOATOTOBKH K 3aHSITUSAM pCKOMeH)IyeTCSI o6pan1aTI> BHUMAHHUC HaA
pOoOJIEMHBIE BOIIPOCHI, 3aTparuBaeMble MPEnoiaBaTeieM B JEKIUU, U TPYIITUPOBATh HHPOPMAITUIO
BOKpYT HUX. JKenaTenbHO BbIACNATH B UCIOJb3yEeMOM JTUTEPATYPE MOCTAHOBKU BOIIPOCOB, Ha
KOTOpBIEC Pa3HBIMU aBTOPaM MOTYT OBITh JaHBl Pa3IMYHbIe OTBETH. Ha OCHOBaHWY MOCTaHOBKU TaKUX
BOITPOCOB CJIEAYET COOMPATh apryMEHTHI B TI0JIb3Y PA3JINYHBIX BAPUAHTOB PEIICHUS TTOCTABIICHHBIX
npooJieM.
B TCKCTax aBTOpOB, TAaKUM 06pa30M, cnenyeT BBIACIIATH CJ'IG,ZIYIOHII/Ie KOMITIOHCHTHI:

- MOCTaHOBKA MPOOJIEMBI;

- BAPUAHTHI PEILICHNUS;

- apFYMeHTI)I B HOJ'II)Sy TEX UJIN UHBIX BapI/IaHTOB pemeHI/m.
Ha ocHoBe BbLIE€NEHUS ATHX AJIEMEHTOB MPOIIE COCTABISATH COOCTBEHHYIO apryMEHTHPOBAHHYIO
MO3ULIHIO TIO PACCMATPUBAEMOMY BOIIPOCY.




[Ipu pabGote ¢ TepMuHaMH HEOOXOAMMO OOpaliaThCsl K CIOBapsAM, B TOM YHCIE JOCTYIHBIM B
Wntepnere, Hanpumep Ha caiite http://dic.academic.ru.

[Tpy moAroToBKe K NPakTUYECKUM paboTaM MOXKET MMOHaJ00UThCS MaTepuai, U3ydaBlIHiics paHee,
MIO3TOMY CTOUT OOPAIIaThCS K COOTBETCTBYIOIIMM UCTOYHUKAM (YUEOHHKAM).

[IpakTuyeckre pabOTHl pEIIAIOTCS B TPYIIE € OOCYXKICHHEM XOJla PEIICHHs, MPUMEHIEMBIX
Croco00B, IPOBEPKOI pe3yIbTaTOB U IIPOBEACHUEM pabOThI HaJ| OIINOKaAMH.

3amaHus HAa CaMOCTOSTEIBHYIO pa0OTy MOTYT OBITh MHAWBUYATbHBIMUA U OOIIUMH.

[IpomexyTouHast aTTecTanus Mo 3TOM JAUCIUILINHE MpoBoauTcs B popme auddepenunpoBaHHOro
3agera. [Ipy moAroroBke k 3a4eTy HEOOXOAUMO ONMUPAThCA, IMPEXK]IE BCEr0, HA UCTOUYHUKH, KOTOPbIE
pa3dupanuch Ha 3aHATHAX B TeueHHe ceMecTpa. B kaxaom Ounere nuddepeHupoBaHHOTO 3a4eTa
COZEPKUTCS MIPAKTUUYECKOE 3aJaHUE.

9. YueOHO-MeTOAUYeCKOe U MH(OPMAIMOHHOE O0ecredyeHHue TN CIIUTIHHbI
9.1. OcHoBHAasi IMTEpaTypa:

1. KupcanoBa M. B. JlenoBas mepenmcka : ydeOHO-TIpakTHueckoe mocobue / M.B.
KupcanoBa, H.H. Anonuna, F0.M. AkceHnoB. — 3-¢ u3a. — Mocksa : UHOPA-M, 2021. —
136 c. — (Cpennee npodeccuonanbuoe oopazoBanue). — ISBN 978-5-16-014547-1. — URL:
https://znanium.com/catalog/product/1165266 (mata oo6pamenusi: 02.04.2021). — Tekcr :
JJIEKTPOHHBIN.

2. T'magmit E. B. JlokymeHTanmoHHoe oOecrieueHue ympaBieHHs : yuyeOHoe mocobue /
E.B. T'mammit. — MockBa : PUOP : HUH®PA-M, 2020. — 249 c. — (Cpennee

npodeccuonampHoe  oOpazoBanme). — ISBN  978-5-369-01042-6. — URL
https://znanium.com/catalog/product/1065817 (mata obpamienus: 02.04.2021). — Tekcr :
JJIEKTPOHHBIN.

3. IlaBnosa, P. C. JlokyMeHTaIlmoHHOE oOecrieueHue yrnpasieHus : yaeoHuk aius CI1O /
P. C. [TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-
8. — Tekcr : anekTpoHHbIN / JlaHb : 31neKTpoHHO-OmMOMMOTeuHass cucrema. — URL:
https://e.lanbook.com/book/173087 (mata obpamienus: 28.09.2021). — Pexxkum gocryma:
JUIsL aBTOPHU3. TOJIb30BATEIEH.

9.2. lonotHUTEIBHAS JIUTEPATYypa:

1. brikoBa T. A. JIokyMeHTallMOHHOE OOECIIEYCHHUE YIPAaBJICHUS (IEIOMPOU3BOJCTBO) :
yuebnoe mocobue / T.A. beikoBa, T.B. Kysnenona, JI.B. Cankuna ; nmox o6mr. pea. T.B.
Ky3nenosoii. — 2-e uzn., nepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. + [om.
MaTepuaisl [DnekTpoHHslid pecypc]. — (Cpeanee mpodeccuonanbHoe odpazoBanue). — ISBN
978-5-16-013913-5. — URL: https://znanium.com/catalog/product/1141796 (mata oOpamieHus:
02.04.2021). — TekcT : 3JIEKTPOHHBIH.

2. [Tanacenko FO. A. Jlenonpou3BOJICTBO: JOKYMEHTALMOHHOE  obOecreueHue
ynpasieHus: yueoHoe nocoodue / FO. A. ITanacenko. — 3-e uza. — Mocksa : PUOP, UHOPA-
M, 2016. - 112 c. — (BO: bakamaBpuar). — ISBN 978-5-369-01054-9. — URL
https://znanium.com/catalog/product/542773 (mara ooOpamenus: 02.04.2021). — Tekcr
JJIEKTPOHHBIN.

3. PribakoB A. E. OcHoBBI aenonpousBojactBa : yueOHuk / A. E. PoibakoB. — MuHck :
PUIIO, 2016. — 319 c. — (Cpennee npodeccronanbHoe oopazopanne). — ISBN 978-985-503-


https://znanium.com/catalog/product/1165266
https://znanium.com/catalog/product/1065817
https://e.lanbook.com/book/173087
https://znanium.com/catalog/product/1141796
https://znanium.com/catalog/product/542773

606-8. — URL: http://www.studentlibrary.ru/book/ISBN9789855036068.html  (mara
obpamienus: 02.04.2021). — TekcT : 3IEKTPOHHBIH.
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PykoBoaurens OMOIHOTEKH

10. MaTrepuajJbHO-TEXHHYECKOE U IPOrPAMMHOe o0ecnevyeHne TUCHUIIIMHBI

OcBoenne maucuumumabel OI1.06 «JlokymeHTalMOHHOE obOecreueHne YNpaBlIeHHUs» MNpeIroiaraet
UCIIOJIb30BAHUE CJIEAYIOIIET0 MaTePUAIbHO-TEXHUYECKOTO 00ECTICUEHHS:

HaumeHoBaHMe AUCIUIUIMHBI HaumenoBaHnue kabuHeTa, nepedeHb 000pyI0BaHUS
OI1.06 KabuHeTr 10KyMEHTaIIMOHHOTO 00ECTICYeHNUs YIIPABICHHS
«JloxymenrannonHoe odecnieuenue |Komruiekt medenu i1 npenojgaBaresns — 1 mT., HocajouHble
YIIPaBJICHUA» MecTa JUIs yyaiuxcsi — 48 mT., ”HTepakTuBHas TpuOyHa

(ycunurens, MUKIIEp, MUKPOGOHBI) — 1 1mT., MOHUTOP — 1 1IT.,
MPOEKTOP — | IIT., KOJIOHKH — 5 WIT., 3KPaH MYJIbTUMEIUNHBII
— 1 wr., focka MenoBas nepenBuxKHas — 1 MIT., CTEHABI
HAcCTEHHbIE — 6 ILIT., IOPTPETHI — 6 LIT., [10JIKA B BUJIE A€PEBA —
1 mrT., Be6-kamepa — 1 1IT., BBIXOJ B HHTEPHET,
BHYTPHBY30BCKasi KOMITBIOTEPHAs CETh, JIOCTYI B
JIEKTPOHHYI0 HH(POPMALMOHHO-00pa3oBarteibHyto cpeny. I10:
Microsoft Office, Kaspersky Endpoint Security st Windows

VY4eOHo-MeToAMYeCKas TUTepaTypa JUIsl TaHHOW TUCIUIUIMHBI UMEETCSl B HAJIMYUH B JIEKTPOHHO-
6ubmuoreunoit cucteme "ZNANIUM.COM", noctyn K KOTOpOH MpeaocTaBiieH O0OydaroUIMMCH.
ObC "ZNANIUM.COM" conmepXUT MNpOU3BENCHMS KPYNHEWIIUX POCCHHCKHX  YYEHBIX,
pYKOBOJIUTENEH TOCYJapCTBEHHBIX OpraHoB, IpenojaBaTesied BeAyUIMX BY30B CTpaHbl,
BBICOKOKBAJIM(DUIIMPOBAHHBIX CHEIHAIIMCTOB B Pa3iMUHBIX cepax OuzHeca. PoHJ OuONIMOTEKU
c(OpPMHPOBAH C Y4ETOM BCEX M3MEHEHMH 00pa3oBaTelbHBIX CTAaHAAPTOB M BKIOYAET YUYEOHMKH,
yueOHble mocoOusi, MoHorpaguu, aBTOpedepartbl, IUCCEpTAllMU, HHUUKIONEAUH, CIOBapuU U
CIIPaBOYHMKH, 3aKOHO/IaTEIbHO-HOPMAaTUBHBIE IOKYMEHTBHI, CIIEIMATIbHbIE IEPUOJUUYECKIE U3AaHUS
U U3J1aHus, BbIIyCKaeMble H3JaTeabcTBaMu By30B. B Hacrosimee Bpemss ObC ZNANIUM.COM
COOTBETCTBYET BCEM TpeOOBaHUAM (eiepalibHBIX TOCYAaPCTBEHHBIX 00pa30BaTEebHBIX CTAHIAPTOB
CpeaHero npogeccuoHaIbHOro 00pa30BaHHUs HOBOTO MIOKOJICHHS.

Y4eOHO-MeTOAMYECKasl TUTEepaTypa g JAHHOW TUCHUIUIMHBI UMEETCS B HAaJUYUU B DJIEKTPOHHO-
6ubnuoreynoit cucteme M3garensctBa "JlaHb", HOCTYN K KOTOpPOW MpenOCTaBlIeH OOyYarOIIMMCH.
OBbC UznarensctBa "Jlanp" BKitoyaeT B ceOsl JIEKTPOHHBIE BEepCHM KHUT u3zarenbcTBa "Jlanp" u
JPYTUX BEIyLUX U3aTeIbCTB YUeOHOH JIUTEPATYPhl, a TAKXKE HJIEKTPOHHbBIE BEPCHH NMEPHOANYECKIX
W3/IaHUM 110 €CTECTBEHHBIM, TEXHUYECKMM M rymaHuTapHbsIM Haykam. ObC M3pmarensctBa "Jlanp"
oOecnieunBaeT JOCTYM K HAYYHOH, y4eOHOH IuTepaType U HAyYHbIM ePUOAUYECKUM U3TaHUSIM.


http://www.studentlibrary.ru/book/ISBN9789855036068.html

11. Metoanb! 00y4eHusi A1 00y4aromuXcsl HHBAJIM/I0B U JIMI] C OTPAHMYCeHHBIMU
BO3MOKHOCTSIMH 30POBbS

B oOpa3oBaresibHOM Ipolecce HUCMONb3YIOTCS COLUAIbHO-aKTUBHBIE U pe(IEKCUBHBIE METOb
00y4YeHMsI, TEXHOJIOTUM COLMUOKYJIbTYpPHOW peadMiIuTalud C LEJbl0 OKa3aHUs IIOMOLIU B
YCTQHOBJICHUH TOJIHOLIEHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C IPYrMMU OOy4YaroIIMMUCS, CO3JaHUN
KOM(OPTHOTO IICUXOJIOTUIECKOTO KJIIMMATa B CTYACHYECKOM IpyIIIe.

YcnoBust 00yueHUs] HHBAIM/IOB U JIML C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI:

- y4eOHble ayAUTOPUH, B KOTOPBIX MPOBOJATCS 3aHATUSA CO CTYJEHTaMHU C HAPYLICHUSMH CIlyXa,
obopynoBanbl MynbTuMenuitHoi cucremorr (IIK u mpoekTop), KOMIBIOTEpHBIE TH(PIOTEXHOIOTUU
0a3upyroTCs HAa KOMIUIEKCE aNIapaTHbIX MU IIPOrpaMMHBIX CpPEeZICTB, 00ECTICYNBAIOIINX
npeoOpa3oBaHue KOMIIBIOTEPHOU uHGOpMALUU JIOCTYNHbIE A CJIa0OBUIAIIUX
(dopMbl (YKpYITHEHHBIH TEKCT);

- B 00pa30BaTelIbHOM IPOLECCE HCIOJIB3YIOTCS COLUAIbHO-AKTUBHBIE M PE(IEKCUBHBIE METO/bI
o0yueHMsI: KeHC-MeTOo/l, METO/I IIPOEKTOB, UCCIIEI0BATEIbCKUI METOA, AUCKYyCCUU B (hOpME KPYIJIOro
CTOJIa, KOH(EpEeHLIMU, METOJ] MO3IOBOT'O IITYPMA.

[Tporpamma coctapiieHa B cootBeTcTBUM ¢ TpeboBanusamMu @I'OC CIIO no cnennanbHOCTH
38.02.01 DxoHOMUKA U OYXTaNTEPCKUl ydeT (110 OTpaciisiM).
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ITacnopt ¢oHAA OLIEHOYHBIX CPEACTB 10

OI1.06 «lokyMeHTAIIHOHHOE O0ecTiedyeHue YIpaBJIeHUsD)

Hupexc | Pacumgpor | [Mokazareab (popMHUPOBAHUS KOMIIETEHUMH 1Jis1 JaHHOH | OlleHOYHBI
KOMIIET Ka AUCHHUITIINHBI € cpelacTrBa
CHIUM | KOMIIETCHIH
u
1 2 3 4
Ocy1ecTBIAT | yMeTh: T'pPaMOTHO H3jaraTh CBOM MbIcid U odopmiath | KoHTpoasH
b YCTHYIO U JOKYMEHTbl 10 NpOPecCHOHANIbHONW TEeMaThKe Ha | bie paboThl
MCbMEHHYIO | TOCYapCTBEHHOM SI3bIKE, IPOSBIATH TOJEPAHTHOCTH B | 1-3
KOMMYHHUKaI| | Pabo4eM KOJIJIEKTHBE 3amanus K
HI0 Ha 3HATh: OCOOEHHOCTH COLIMAIBHOTO M KyJbTypHOro | Juddepeniy
rocyapcTBeH | KOHTEKCTa;  IpaBHIIa opopMmIIeHHsS  JOKYMEHTOB ¥ | MPOBAaHHOM
HOM SI3BIKE MOCTPOCHUS YCTHBIX COOOIICHWI 3HATh: COBPEMEHHBIC | Y 3a4eTy
Poccuiickoii | CPEACTBa W YCTpOHCTBAa HH(POpPMATH3ALUU; TMOPSIOK HX 130
OK 05. Odenepauuu ¢ | IPUMCHCHHS. M [pOrpaMMHOe  obecrieyeHue B Bormpocsr
y4eTOM po(hecCuOHATIBHON e TEIbHOCTH TeCTa K
0COOEHHOCTE Audhepenn
i MPOBAaHHOM
COLIMAJIBHOTO y 3asery 150
u
KYJBTYPHOTO
KOHTEKCTa
OOpabatbpIBaT | yMETh: MIPUHUMATH MIPOU3BOJILHBIC nepBuuHbie | KoHTpONIbH
b IICPBUYHBIC | OyXTaJITEPCKUE  JOKYMEHTBHI, pacCMaTpUBaeMble Kak | bie pabOThI
OyXTaiTepcKH | muchbMEHHOE J0Ka3aTellbCTBO COBEpPIIEHHUs XO3sicTBeHHOM | 1-3
€ IOKyMCHTBI | oniepaliiy WM MOJIyYE€HUE pa3pellieHus Ha €€ NIPOBENCHUE; | 3alaHnusd K
NPUHAMATh TIEPBHYHBIE OyXrajTepcKue TOKyMeHTHl Ha | JuddepeHiy
OyMaxHOM HocutTelde © (WIM) B BHJE DIEKTPOHHOTO | MPOBAHHOM
JIOKYMEHTa, MOJAMNHCAHHOTO JJIEKTPOHHOM MOJANMUCHIO; | Y 3a4CTy
MPOBEPSITh HAIUYKWE B  TPOU3BOJIBHBIX  MEPBUYHBIX 130
OyXTaJITEpPCKUX JTOKYMEHTaX O0s3aTeNIbHBIX PEKBU3UTOB; Bompocet
OPOBOAUTh  (POPMANBHYIO  TMPOBEPKY  JIOKYMEHTOB, | 1€CTa K
MPOBEPKY MO CYLIECTBY, apU(PMETUUYECKYI0 TPOBEPKY; mddepen
0K 1.1, NPOBOAUTH TPYMNIUPOBKY MEPBUYHBIX Oyxranrepckux | MPOBAHHOM

JIOKYMEHTOB I10 psAly NPU3HAKOB; IPOBOJUTL TaKCUPOBKY
U KOHTHUPOBKY IEPBUYHBIX OyXTaJTepCKUX JIOKYMEHTOB;

OpraHU30BBIBATH  JTOKYMEHTOOOOpOT; pa3Ouparbcs B
HOMEHKJIaType Jelt; 3aHOCUTh JaHHbIE 1o
CTPYIITUPOBaHHBIM JOKyMEHTaM B PETUCTpHI
OyXraJITepckoro  ydera; nepeaaBaTh  IEpPBUYHBIC
OyXxraJTepckue JOKYMEHTbI B TEKyIIUH OyXranTepckuit
apXuB; nepeaaBarhb MIEpBUYHbIE Oyxrajirepckue
JOKYMEHTbl B IIOCTOSHHBIM apXuB TI0 HUCTEUEHUU

YCTaHOBJICHHOT'O CPOKa XPAaHEHUS; MCIPABIATh OMINOKU B
NEPBUYHBIX OYyXTaJdTepCKUX JJOKyMEHTaX; 3HaTh: oOuIue
TpeOoBaHUS K  OyXraJTepckoMy ydeTy B  4YacTu

y 3adety 150




JTOKYMEHTUPOBAHHS BCEX XO3SMCTBEHHBIX JCHUCTBUM U

OIIepaLNiA; IIOHATHE IIEPBUYHOU OyXranTepckoit
JOKYMEHTALlUH; ONpeeIeHne MEePBUUHBIX OyXIalTepCKUX
JOKYMEHTOB;  (pOpMBI ~ HEpBUYHBIX  OyXrajaTepcKHX

JOKYMEHTOB, COZAEp)KalIMX 00s3aTesIbHble PEKBU3UTHI
[IEPBUYHOI0 YYETHOIO JOKYMEHTA; IOPANOK IIPOBEICHUS
IPOBEPKU  MEPBUYHBIX  OYXTraNTEepCKUX  JOKYMEHTOB,
dopmManbHON TPOBEPKH JOKYMEHTOB, IPOBEPKU IO
CyLIeCTBY, apU(pMETUYECKOH MPOBEPKH; MPUHLMIBI U
IOPU3HAKU TPYNIUPOBKU HEPBUYHBIX  OYXTaJITEpPCKUX
JOKYMEHTOB; IOPSNOK IPOBEACHUS TAKCUPOBKH U
KOHTUPOBKHM IE€PBUYHBIX OYXTalTepCKUX JOKYMEHTOB;
HOPSIOK COCTAaBJICHUSI PETHCTPOB OyXTralITEpPCKOro y4erTa;
NpaBUiIa U CPOKHM XpAaHEHUS IMEPBUYHON OyXrajlTepcKoid
JIOKyMEHTalUU

MMHUCTEPCTBO HAVKH U BBICIIIET'O OFPA30BAHU S POCCUMCKON ®EIEPALINN




Enaby:xckuii ”HCTUTYT (puiuan) penepanbHOro rocy1apcTBEHHOIO aBTOHOMHOTO 00pa30BaTeIbHOTO
YUPEXKIEHUS BBICIIETO 00pa30BaHUs
«Kazanckuii (ITpuBomkckuit) dpeaepanbHbIi YHUBEPCUTET

Tema 2. CucremMbl JOKYMEHTAIIMOHHOT0 o0ecneYeHusl yIPaBJeHUsI U MX aBTOMATH3aIlU s

KommnuiekT 3aianuii 1Ji1 KOHTPOJIbHOI padoTsI 1
OI1.06 «/lokyMeHTALIMOHHOE OOecriedeHre YIIPABJIEHH D)
(OK 05, IIK 1.1.)
Bapmuanr 1
1 TloHsiTHe peKBU3UTA U UX ONTUCAHHUE
Bapmuanr 2
1 TpeGoBaHus K OJ1aHKaM JOKYMEHTOB

Tema 3. Kinaccupukanusi 1okymMeHToB. TpedoBaHusi K COCTaBJIEeHHIO M 0)OPMJICHUIO
JOKYMEHTOB

KommuiekT 3aganumii I KOHTPOJILHOH padoThI 2
OI1.06 «/lokymMeHTallHOHHOE o0ecneyeHne YIpaBJIeHUus»
(OK 05,1IK 1.1.)

Bapuanr 1 1. OcHOBHBIE CBOHCTBA W IPU3HAKU
JIOKYMEHTA.

2. Knaccupukamuss ~ JTOKYMEHTOB ~ TI0  pa3NUYHBIM  nOpu3HakaMm.  HawmOonee

yHOTpeOUTENbHbIE BU/IbI KIaCCU(UKALUI.

3. Knaccugukanus 10KyMEHTOB IO XapakTepy WH(GOPMALMOHHBIX CBS3€H MpeANpUsTHUS.

4. Knaccugukanus ynpaBieH4€CKHX JOKYMEHTOB 10 (yHKIIMOHAJIbHOMY Ha3HAUYEHUIO.

5. Knaccugukanus 10KyMEHTOB IO COJIEPKAHUIO.

Bapuanr 2

1. Knaccuduxkanus JTOKyMEHTOB IO TUITy HOCUTENEH.

2. OCHOBHBIE HAIIPABIICHHS COBEPIICHCTBOBAHMUS paOOTHI C TOKYMEHTAMHU.

3. YauduuupoBaHHas Qopma nokymeHta. @opmynsp — JOKyMEHTa.
PernameHTanus nenonpous3BoACTBa.

4. YHudukanys M cTaHJapTU3alusg JOKYMEHTOB. 5. 3aKOHOJATeNIbHbIE U IPaBOBBIE

aKTaMm B cepe HHPOPMALIUU U JOKYMEHTAIUH.

Tema 4. Opranusanusi padéoTbl ¢ JOKYMEHTAMH
KommuiekT 3aganuii 1Jisi KOHTPOJIbHOHN padoThl 3
OI1.06 «/lokymMeHTallHOHHOE o0ecneYyeHre YIPaBJIeHUsD
(OK 05,1IK 1.1.)

Bapmuanr 1
1) Ha xakue MOTOKH JAETUTCS JOKYMEHTOOOOPOT:
1. Bxonsmue
2. Ucxonsmue
3. Buemane
4. BuyTtpennune

2) T'me perucTpupyrOTCs JOKYMEHTHI:



1.
2.
3.

B criernanbHOM 00I1IEM KypHAe

B xypHayie BXOASIINX JOKYMEHTOB
B xypHaye ucxomsimux J0KyMEHTOB.

3) CkoabKO HEOOXO0AMMO XPaHUTh JOKYMEHTHI Ha MPEATIPHITUH:

1.

2.
3.
4

3 roxga

5 ner

70 mer.

VY Kax10T0 BUJa JOKYMEHTA CBOU CPOKH.
Bapmuanr 2

1) Jns yero HEOOXOAMM KOHTPOJIb UCTIOIHEHHS JJOKYMEHTOB:

1.
2.
3.
4.

JI71s1 Ka4eCTBEHHOTO MCITOTHEHUS
Jlns HakazaHus, B Cllyyae HeyJauu
Jns orueTHOCTH

Jns nopsiaka

2) T'me perucTpUpyrOTCs TOKYMEHTHI:

1.
2.
3.

B cnerimansHOM 00111€M KypHAaJIe
B *xypHase BXOAIUX JOKYMEHTOB
B *ypHase UCXOASIIX JOKYMEHTOB.

3) TlouyeMy XpaHAT TOKYMEHTHI JJIUTEIBHOE BPEMS:

1.

2.
3.
4

J11s1 BOCCTaHOBJICHUS COOBITUIH
Jns ucrionb30BaHusl IIEHHOTO OIbITa
Ha namsTh o Jromsax
Jl1st 1oka3aTenbCTB B CyI€.
Kpurepumn oneHku:

Kowmme
TEHIUU

[Tnaaupyemblie pe3ynbTaThl
oOyueHus

Kpurepuu onieHuBaHus pe3yabTaToB 00ydeHUsS
(Ganbr)

[KpUTEPHU U | [KpUTEPUU [kpuTepun | [Kpurepuu
BBICTAaBII BBICTABJICHU | BBICTABJIEH | BBICTABIICHUS
CHUS s OLICHKHU 1S OLICHKH | OLICHKHU
OIICHKH «YIOBJIETBO | «XOPOIIO»| | «OTIUYHOM ]
«HEYZOB | PUTEJILHON ]
JETBOPUT
€JIBHOY |




OK 05

- 3HATh: 0COOCHHOCTH
COIIMAJILHOTO ¥ KYJIBTYPHOTO
KOHTEKCTA; IpaBHiIa
oopMIIeHHsST JOKYMEHTOB H

IIOCTPOEHUS YCTHBIX JemoHcTpH
COOBICHHI He 3naer pyer 3Haer I
oITycKa J0CTaTO4H E€MOHCTPHUPYET
Hlomy YaCTHYHBIC Tprpy
eT 5 0B BBICOKHIA
3HaHus 0e3 .
rpyOsie 0a30BOM | ypOBCHb 3HAHHI
rpyObIX n
OLINOKHU 00BEMe
OIIMO0K
- YMETB! IpPaMOTHO
u3jIaraTb CBOM MBICIH U
opopMIATh  TOKYMEHTBI  I10
npoeCCUOHATTLHON TeMaTHKE
Ha TOCYJIapCTBEHHOM SI3BIKE,
NPOSIBJISITh  TOJICPAHTHOCTh B
paboyem  koiuiekTMBe  He
He ymeer
MeeT JEMOHCTPH er
TMEET, up -y JleMOHCT
YaCTUYHBIC YMEHHS, IOITYCKas JleMoHCTpH Ymeer
u-pyer
rpy6sie oumku Jemoncrpup| PHPYC pyer PUMEHSTh
YaCTUYH JemMoncTpupyer
yeT YacTHYHbIC YMeHHs 0e3 JaCTUYHBIC 3HaHUS Ha -
bIE BBICOKHI
rpyObIX OIIMO0K Ymeer yMeHHsI 0e3 | NPaKTHKE B .
YMEHHS, 6 YPOBEHb YMEHUI
MIPUMCHSIT 3HAHUS Ha rpyObIX a30BOM
, oITycKa .
MPaKTUKE B 0a30BOM 00BEME Aomy 5 OIIMO0K 00BEMeE
.| s rpyObIe
JleMoHCcTpHpYyET BBICOKUH py
N OIHUOKHU
YpPOBEHb  yMEHUH  yMETh:
MIPUMEHSITh cpeacTBa
MH(OPMALIMOHHBIX
TEXHOJIOTUN AN pelIeHHs
po¢eCcCUOHATBHBIX 3a/1ay;
WCTIOJB30BAaTh  COBPEMEHHOE

IIporpaMMHOe obecrieueHue




IK
1.1.

- 3HATh: oOmre
TpeOOBaHUs K OyXraaTepCKoMy

yuery B 4acTu
JOKYMEHTHPOBaHUS BCEX
XO35MCTBEHHBIX JICUCTBUM H
onepauuii; TOHSTHE
IIEPBUYHON OyXrajnTepcKoit
JOKYMEHTAllUK; OINpe/eeHne
NEepBUYHBIX  OyXTajaTepcKux
JOKYMEHTOB; (bopmbI
NEPBUYHBIX  OyXTalTEepCKHX
JTOKYMEHTOB, coJiepIKaIINX
o0s13aTeNbHBIC PEKBU3UTHI
MIEPBUYHOTO YYETHOT O
JlemoHCTpH

JOKYMCHTAa, nopsaok| He 3maer 3HaeT
IIPOBEACHUS npoBepkH| Jlomycka pyer JOCTaTo4H | JIeMOHCTpHUpYET
NEpBUYHBIX  OyXTalaTepcKux eT HACTHHHDIC 0B BBICOKHIA
JIOKYMEHTOB, GopmanbHOli| TpyObIE 3nanys bes 0a30BOM | ypOBEHb 3HAHHI
IIPOBEPKHU JOKYMEHTOB,| OIIMOKH rpy6sIx 00BEME
NPOBEPKH IO  CYIIECTBY, ommooK
apu(pMeTHYeCKOl  MPOBEPKH;
HPUHIUIIBI u IIPU3HAKU
IpyNIHUPOBKU HEPBUYHBIX
OyXraJlTepCKUX  JOKYMEHTOB;
MOPSI/IOK IPOBEICHUS
TaKCUPOBKM W  KOHTHUPOBKH
MEPBUYHBIX  OyXTalITepPCKHUX
JOKYMEHTOB; HOPSIIOK
COCTaBJICHUS PETUCTPOB
OyXTraJITepCKOro yueTa,
NpaBUja W CPOKH XpaHEHUs
IIEPBUYHON OyXxraiatrepckoi
JTOKYMEHTAIIU!
- YMETh! OpUHUMATh
IIPOU3BOJILHBIE NEpBUYHbIE
OyXraJITepcKue  JOKYMEHTHI,
accMaTpuBaeMbIe KaK
Ir)u/ICBMerHoe JI0Ka3aTeIbCTBO He ymeer
COBEpPUIEHUS]  XO34MCTBEHHOM Jlemoncr JleMoHCTpH VMeeT
omeparmy Wi nonydenme| PO PYCT pyet MIPUMEHSITh
paspereHus Ha ce| HACTHYH | yacrprgmpre SHAHHS Ha I[eMOHCTpHPyeT
HPOBEIEHHE; IIPUHUMATh bIC yMeHHs 0e3 | NPaKTHKE B BhICOKMI
TIEpPBUYHBIE Oyxrairepckue yMEHH, rpyOBIX Gazopom | YPOBCHP YMCHHHU
JOKYMEHTBl Ha  OyMa)KHOM ponycra oHIMOoK 00BEMeE
Hocutene W (WIM) B BUAE A rpyouie

OIMOKHU

QJICKTPOHHOT'O AOKYMCHTA,
IIOAIIMCAHHOTI'O BHCKTpOHHOﬁ
IIOAIIUCBIO, IMPOBEPATH

HaJIN4YHUEC B ITPOM3BOJIBHBIX He




yMeeT,  JIEMOHCTpUp  yeT
YaCTUYHBIC YMEHHUS, JOIyCKas
rpyobie ommoOku JleMoHCTpHp
yeT 4YacTUYHbIe yMeHus 0e3
rpyObIX OMOOoK Ymeer
IPUMEHSTh 3HAHUS Ha
NpakTUKe B 0a30BOM 00bEME
JleMoHCcTpUpYyET BBICOKMH
YPOBCHb YMCHHI TEPBUYHBIX
OyXraJITepCKUX  JTOKYMEHTax
0053aTENbHBIX ~ PEKBHU3HTOB;
IIPOBOJUTH bopmanbHyIO
MIPOBEPKY JTOKYMEHTOB,
MPOBEPKY IO  CYIIECTBY,
apu(METHUYECKYIO  TIPOBEPKY;

IIPOBOJUTH IPYIIIAPOBKY
IIEPBUYHBIX OyXraJITepCKUX
JIOKyMEHTOB 1o pany
IIPU3HAKOB; IIPOBOJIUTH

TAKCUPOBKY W  KOHTHPOBKY
NEpBUYHBIX  OyXTalaTepcKuX
JOKYMEHTOB; OpPI'aHHU30BbIBATh
JTOKYMEHTOO000POT;
pa3buparbcsi B HOMEHKJIAType
JeN; 3aHOCHTh JaHHBIE TII0
CTPYNIIHPOBAHHBIM
JOKYMEHTaM B PETHCTPHI
OyXTraJITepCKOro yueTa,
nepeaaBaTh HEepBUYHbBIE
OyXxrajiTepckue JOKyMEHTHl B
TEeKYIIHUN OyxraiaTepckui
apXuB; MepeJaBaTh NEPBUYHBIE
OyXTaJITepCKUE JTOKYMEHTHI B
MOCTOSIHHBIN apxuB o
UCTEYEHUH  YCTAHOBJIEHHOT'O
CpOKa XpaHEHMs; HCIIPaBIATh
OLIMOKH B HEePBUYHBIX
OyXTaJITepCKUX TOKYMEHTAX;




MMHUCTEPCTBO HAVKH U BBICIIET'O OEPA30OBAHU S POCCUMCKOM ®EIEPALINN
Enalyxckuii uHCTUTYT (punman) dheaepaibHOTO roCyIapCTBEHHOTO aBTOHOMHOTO 00pa30BaTeILHOTO
YUPEXKICHUS BBICIIET0 00pa30BaHUS
«Kazanckwuii (IlpuBomxckuii) GpenepaabHbIil YHUBEPCUTET

Tect k AP PepeHIUPOBAHHOMY 3a4eTy
(OK 05,1IK 1.1.)

3apanmue 1
BriOepute BepHbI, Ha Bamr B3risa, oTBeT U 00BEIUTE KPYIKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTAaBbTE KPECTUK B HEOOXOAMMOMN KIIETOUKE).
Jenonpous3BoacTBo - 3TO ...
1) otpaciab IesATEIBLHOCTH, OOECICUUBAlOIIas IOKYMCHTHPOBAHHE M OPraHU3aIlMI0 pabOThI C
o(HIIMANTBHBIMU JOKYMEHTAMH
2) mporece co3maHus U 0pOpMIICHUS JOKYMEHTa
3) IBMKEHHE JTOKYMEHTOB B OpraHU3alldi C MOMEHTa WX CO3JaHHS WA TOJIy4YeHHUS [0
3aBEpILCHHSI UCTIOTHEHHUS MIIM OTIPABJICHUS
OTtser: 1
Ouenka: nuxoromuyeckas. [IpaBunbHOe BBIMONMHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiom,
HenpaBwibHOE — 0 GaJIoB.

3aianue 2
BriOepute BepHbIid, Ha Bai B3ris, OTBET U 00BEAUTE KPYIKKOM €ro HOMEp (KIMKHHTE KypCOPOM,

IIOCTAaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
JoxymMeHTHpOBaHHE - ITO ...
1) oOecrieyeHue JABMKCHUS JIOKYMEHTOB B ammapare YIpaBICHHs, WX HCIOJIb30BaHUS B
CIIPaBOYHBIX LCIAX U XPAHCHUA
2) COBOKYIHOCTH JICUCTBUS, 00CCIIEUHNBAOLINX X CBOCBPEMEHHOE UCTIOTHEHHE
3) mporiecc co3aanus ¥ 0pOPMICHHS JOKYMEHTA
Otser: 3
Ouenka: nuxorommuyeckas. lIpaBunbHOE BBINOIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiom,
HenpaBuwibHOE — () OaIoB.

3aganue 3
BriOepute BepHbIi, Ha Bamn B3risa, oTBeT U 00BenUTe KPY>KKOM €ro HOMEp (KJIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOANUMOMN KIETOUKE).
JJoxkymeHT - 3710 ...

1) 3auKkcupoBaHHass Ha HOcHTede WHpOpMalMs C PEKBU3UTAMM, MO3BOJSIOINIMMHU €€
UACHTU(PUIINPOBATD
2) HOCUTENh HH(OpMaLMM, HCHONIB3YEeMOM B LEISIX PETyJIUPOBaHUS COLHUATbHBIX

oTHouIeHu# 3) uHdopmaius, 3adpukcupoBaHHast JIFOObIM criocoOoM Ha J11006oM Hocutesne OTBer:

1

Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONIHEHUE OJHOTO Takoro T3 oueHuBaercs 1 Gamsom,
HenpaBuibHOE — () 0aIoB.

3ananue 4

Bribepute BepHbIif, Ha Bam B3risn, oTBeT U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,
MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).



JdoxymeHTO0OOPOT - 3TO ...
1) nepemaya JOKyMEHTA U3 OJJHOW MHCTAHIMK B APYTYIO B MPOIECCE €T0 PACCMOTPCHHUS
2) JBWKEHHE JOKYMCHTOB B OpraHH3alMd C MOMEHTa HMX CO3JaHHMsS MU MOJyUYeHHS 0
3aBEPILCHUS HCTIOJHEHUS WU OTIIPABIICHUS
3) IBMKEHHE KOMIUIEKCA JOKYMEHTOB B IIPOILECCE BBIPAOOTKH, MPUHATHS W HMCIIOJHCHHS
pemenuit OTBet: 2
Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBIMOTHEHNE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJITIOB.

3ananue 5
BriGepute BepHbId, Ha Bamn B3risa, oTBEeT U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpoM,

IIOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).
IIpaBoBoii aKT, ONpeIeISIIOUINii MOPSI0K 00pa30BaHusl, IPaBa, 00SI3aHHOCTH U OPraHU3AIMIO
PadoThI yUpeskIeHUsI HA JUINTEeJIbHbIN NePHO BpeMeHH — ITO ...

1) npukas

2) IOJIOKCHHE

3) norosop

4) ycraB

5) JMOKHOCTHAsI MHCTPYKIHS
OrtBer: 4
Ouenka: quxoromuyeckasi. [IpaBiIbHOE BBIMTOJIHEHHE OJHOTO Takoro T3 orennBaercs 1 6amiom,
HenpaBwibHOE — 0 GaJIoB.

3ananue 6
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPYXKKOM €ro HOMEp (KJIMKHUTE KypCopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
JJOKyMeHT, ONUCHIBAIOIIUI WIH MOATBEPKAAIOIINH COAEPKAHNE TeX WM HHBIX (PAKTOB WJIH
coObITHIT — 3TO...

1) akr

2) [OKJIaJHas 3aIKrcKa

3) cmpaBka OTBeT: 1
Ouenka: nuxorommuyeckas. lIpaBunbHOE BBINOIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiiom,
HenpaBuwibHOE — () OanIoB.

3ananue 7
BriOepute BepHbIi, Ha Bamn B3risia, oTBeT U 00BenUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCOpoM,

MOCTaBbTE KPECTHK B HEOOXOAMMOMN KIETOUKE).
JlaTa akTa — 3T10...
1) nmara yTBepXKaeHUs
2) n1ata coObITHS
3) nmara moanucanus OTBer: 2
Ouenka: quxoromuyeckas. [IpaBunbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 Gaimom,
HenpaBuibHOE — () 6aisIoB.
3ananue 8
Bribepute BepHbIii, Ha Bamr B3rusa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



IIpaBoBoii aKT, M31aBaeMblii eTHHOJIMYHO PYKOBOIUTEIEM B IeJISIX PellieHUsl ONepaTHBHBIX
BOIPOCOB — ITO...

1) npukas

2) pacropsiKeHue

3) ykazanue 4) uncrpykius OTBet: 2
OueHnka: quxoromuyeckasi. [IpaBiiIbHOE BBIMOJIHEHHE 0HOTO Takoro T3 orenuBaercs 1 6amiom,
HenpaBwibHOE — () OaJIoB.

3aganue 9
Bri6epute BepHbIi, Ha Bai B3ruisi1, OTBET U 0OBEAUTE KPY>KKOM €0 HOMEp (KIMKHUTE

KypCOpOM, IIOCTaBbTE KPECTUK B HEOOX0IMMOH KieTouke). PacnopsiiuTebHble JOKYMEHTBI
BCTYNAKOT B CHIIY C ...

1) MoMeHTa uX MOANUCAHUS

2) MOMEHTA UX IOJAMHCAHUS U COTJIACOBAHUSI

3) MOMeHTa MX MOIIMCAHHS U JOBEACHUS /IO CBEJICHUS HCIIOJTHUTEIS

4) MOMEHTa MX JJOBEICHUs /10 CBeJcHuUs ucnoianutens OTBer: 3
Ounenka: nuxoromuyeckasi. IIpaBunbHOE BbINONIHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 10
BriOepure BepHbIii, Ha Barn B3rJisi, OTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX0uMOM KieTouke). [1o cogep:kaHuI0 NPUKA3bI
ObLIBAIOT...
1) 1poCThIE U CIIOKHBIE
2) 10 OCHOBHOU JEATEIBHOCTH M IMOJIMYHOMY COCTaBY
3) BHYTpEHHHE W BHEITHHUE
4) TOJHbIE U KpaTKHe
5) c yIJIOBBIM U TPOJIOTBHBIM PACIIOIOKEHUEM PeKBU3UTOB OTBeET: 2
Ouenka: nuxoromuyeckas. [IpaBunpHOE BBIMONTHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 Gammom,
HenpaBuibHOE — () GaoB.

3ananue 11
BriGepute BepHbIif, Ha Bamr B3ruisa, oTBeT U 00BEIUTE KPYXKKOM €ro HoMep (KIMKHUTE KypCOpOM,

IOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

IMocnenoBaTebHOCTH TEXHOJIOTHMH PA0OTHI C JOKYMEHTAMHU — 3TO...

1) npuem u nepBuYHas 00pabOTKa TOKYMEHTOB; UX MIPEIBAPUTEIIEHOE PACCMOTPEHUE U

pacrpezesieHue; perucTpanus JOKyMEHTOB; KOHTPOJIb UCTIOJHEHMSI IOKYMEHTOB;

nH(}OpPMallMOHHOCIIPaBOYHAas paboTa; UCIIOJHEHHE JOKYMEHTOB; UX OTIPaBKa; CUCTEMaTH3alus U

TeKyIllee XpaHeHue 2) IIPUEM U nepBuYHas  o0paboTka  JOKYMEHTOB; KOHTPOJIb
UCTIOJHEHUS JIOKYMEHTOB; HH(POPMALMOHHO-CIIPaBOYHAs pab0Ta; UCIIOJHEHNE TOKYMEHTOB;

UX OTIpaBKa; CUCTEMAaTU3allUs U TEKYIEe XpPaHEHHE

3) mpueMm u TmepBUYHas o00pabOTKa JIOKyMEHTOB; HUX MpEABApUTEIBHOE pPACCMOTPEHUE U

pacnpeneneHne; perucTpauus JOKYMEHTOB; HH(OpPMAalMOHHO-CIIpaBOYHAas paldoTa; HCIIOJIHEHUE

JIOKYMEHTOB; UX OTIPABKa; CUCTEMATU3aLUs

Otser: 1

Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBINONIHEHUE OHOTO Takoro T3 oueHuBaercs 1 Gamom,

HenpaBuibHOE — () 6ayIoB.



3ananme 12
Bri6epute BepHbIi, Ha Ba B3ris1/1, OTBET U 00BEAUTE KPY>KKOM €10 HOMep (KIUKHHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOX0IuMOH KieTouke). CucTeMa J0KYMEHTAIMHU — 3TO...

1) mepenaya JOKyMeHTa M3 OJAHOW MHCTAHIIUH B IPYTYIO B IPOIIECCE €T0 PACCMOTPEHHUS 2)
COBOKYIHOCTb JJOKYMEHTOB, B3aUMOCBSI3aHHBIX I10 IPU3HAKAM IPOUCXOKACHUS, Ha3HAYCHUS,

BUJA, CPephl ACATEIbHOCTH, €IMHBIX TPEOOBAHUH K UX 0()OPMIICHUIO

3) mporecc co3nanust U 0POPMIICHHUS TOKYMEHTa

OrtBer: 2

Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONHEHUE OHOTO Takoro T3 oueHuBaercs 1 Gamiom,
HenpaBwibHOE — () OaJIoB.

3ananme 13
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BenUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

Yuuduxanus — 3ro...

1) cucrema JOKyMEHTAIlMH, CO3AaHHAs 110 €UHBIM MPaBHIIaM U TPEOOBaHUSIM, COJIEpIKAIIAs
uH(pOpPMAIIHIO, HEOOXOUMYIO JUISl YIIPABIICHUS B ONPEACICHHON cepe MesITSIEHOCTH 2)
JESATENIbHOCTD 110 YCTAHOBJICHUIO MIPABUII U XapaKTEPUCTUK B LIETSAX UX T0OPOBOJIHLHOTO
MHOTOKPAaTHOTO UCIOJIb30BaHUS, HAIIPaBJICHHAS HA JOCTH)KEHUE YIIOPSII0YEHHOCTH B chepe
IIPOM3BOJICTBA U OOPALICHUS TPOAYKIIH U TIOBBIICHHE KOHKYPEHTOCTIOCOOHOCTH MTPOAYKIIUH,

paboT WiIn yciyr

3) ycraHOBJIEHHE MaKCHUMAaJbHOTO €IMHOOOpa3HOro Habopa peKkBU3UTOB, (opmara Oymaru u
¢dukcanuu peKBU3UTOB HAa Oymare

OrtBer: 3

Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamom,
HenpaBuibHOE — 0 6assIoB.

3ananue 14
BriOepute BepHbIi, Ha Bamn B3risa, oTBeT U 00BenUTe KPY>KKOM €ro HOMEp (KJIMKHUTE KypCOpoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
YuuduuupoBanHas cucreMa J0KyMEHTAlUU — ITO...
1) CUCTEMA JOKYMCHTAIlUN, CO3JJaHHAas 110 €AWHBIM ITPpaBUJIaM U Tpe60BaHI/I$IM, coJCprKaliad
uH(}opMaIrio, HEOOXOIUMYIO JJIs YIIPABJICHUS B OMPEEICHHON cepe NesTeTbHOCTH 2)
JESTENIbHOCTD 110 YCTAHOBJICHUIO MPABUII U XapaKTEPUCTUK B LETSAX UX T0OPOBOIHLHOTO
MHOTOKPAaTHOTO UCMOJIh30BaHUs, HAIIPaBJICHHAs HAa JOCTH)KEHUE YIIOPSIIOYEHHOCTH B cpepe
IMPOMU3BOJACTBA U O6paH_[eHI/I$I MPpOAYKIHH U IMMOBBIIICHUEC KOHKprHTOCHOCO6HOCTI/I IMpoaAyKIHuH,
paboT Wiu yciyr
3) mepengada JOKyMEHTa W3 OJHOW HMHCTAHLIMU B JPYTYIO B IPOILIECCE €r0 PACCMOTPEHUs
Otser: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuibHOE — () 6asIoB.
3aganme 15
Bribepute BepHBIi, Ha Bamn B3risa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIIMKHUTE KypCOpoM,
MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
Oprann3anuoHHO-PACHOPSAUTEIbLHASL JOKYMEHTAIUA KJIacCu(PUUMPYeTCs Ha...

1) opraHu3aIMOHHBIE, PACTIOPSIUTEIbHBIC



2) OpraHM3alMOHHBIC, PACTIOPSAUTEIBHBIC U CIIPABOYHO-HH()OPMALIMOHHBIE

3) opraHM3anuOHHBIE, CIIPABOYHO-UH(POPMAIINOHHBIE

4)  pacrnopsauTeNbHbIC, CIPAaBOYHO-UHPOpMaIOHHbIE OTBET: 2
Ouenka: quxoromuyeckas. [IpaBuibHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gayom,
HenpaBwibHOE — () OaIIIOB.

3ananue 16
BriOepute BepHbId, Ha Bamn B3risa, oTBEeT U 00BEIUTE KPYXKKOM €ro HoMep (KIMKHUTE KypCOpoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOU KIIETOUKE).

CranpapTusanus — 3710...

1) JESTEeIbHOCTh 110 YCTAHOBJIEHMIO MPaBWJI U XapaKTEPUCTHK B LEJIAX HMX JOOPOBOJIBHOIO
MHOTOKpPaTHOTO HCIOJIb30BAHUS, HANpaBJICHHAs Ha JOCTIDKEHHE YIOPSAIOYCHHOCTH B cdepe
IPOM3BOJICTBA U OOpAILEHHsI TPOAYKIMHU U MOBBIIICHNE KOHKYPEHTOCIIOCOOHOCTH MPOAYKIUH, padoT
WIN yCIyT

2) YCTQHOBJICHHE MaKCHMaJbHOI'O €IMHOOOpa3HOro Habopa peKBH3UTOB, (opmara Oymaru u
(duKcanuy peKBU3UTOB HAa Oymare

3) dbopmMa  IOPUIMYECKOTO  3aKpeIUICHHs IMPOBEJCHHOM yHU(UKALIMU U  ypOBHI e
o0si3arenbHOCTH OTBET: 1

Ouenka: nuxorommuyeckas. lIpaBunbHoe BbINONHEHHE OJHOTO Takoro T3 oreHuBaercs 1 6aiom,
HenpaBuibHOE — 0 6aJIoB.

3ananue 17
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).
IIpaBoM nmoanucH NPHUKA30B MO NEPCOHATY H (MHAHCOBBIM BONPOCaM 00/1a/1aeT...
1) pyKOBOIHTEIb U 3aMECTUTEINb PYKOBOAUTEIIS
2) TOJBKO PYKOBOIHUTEIb
3) HavambHHK OT/ENa KaJpoB
4) 3aMeCTHUTENb PYKOBOAUTEIS
OrtBer: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINONHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuibHOE — () 6asIoB.

3ananue 18
BriGepute BepHbIii, Ha Bamr B3rnsa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
JlokyMeHT, perjiaMeHTHPYIOLIH I 1esITeIbHOCTh KOHKPETHOIr0 I0JKHOCTHOTO JIMLA — JTO...
1) OKHOCTHASI HHCTPYKIIHS
2) yKaszaHue
3) mnpwuka3
4) cnyxeOHas 3anucka OrBer: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BBIMIOTHEHNE OIHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpasuibHOE — () 6ayyIoB.

3ananue 19
Bribepute BepHbIii, Ha Bamr B3risa, oTBeT U 00BEIUTE KPYXKKOM €ro HoMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



N3 1H4HOM KapPTOYKHU COTPYAHUKA HCKJIIOYAKTCH CBEACHHS O...
1) BOMHCKOM yueTe
2) oOmieM cTaxe padboTe
3) NpHHAUICKHOCTU K MOJIUTHYCCKUM IAPTUSIM M OOLICCTBEHHBIM OpraHH3alusIM 4) CeMEHHOM
nosioxxenuu OtBer: 3
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBINMONIHEHHE OHOTO Takoro T3 ouenuBaercs 1 Gamom,
HenpaBwibHOE — () OaJIoB.

3aganue 20
Bri6epute BepHbIi, Ha Bai B3ruisi1, OTBET U 0OBEAUTE KPY>KKOM €0 HOMEp (KIMKHUTE

KypCOpOM, IIOCTaBbTE KPECTHK B HE0OX0 Mol Kiietouke). [Incbma, npuHIMaemble 0e3
perucTpauum — 3To...

1) mno3apaBuUTENBHBIC TUCHMA

2) TapaHTHHHBIC MMCbMa

3) mnucpMa-3anpoChl

4)  CcOnpOBOAMTEIBHBIC TUCbMA
Ortser: 1
Ouenka: quxoromuyeckasi. [IpaBuibHOE BBIIOJIHEHHE OJHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HemnpaBmibHOe — 0 0aJLIOB.

3ananme 21
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCopoM,

IIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIICTOUKE).
BepHoe 1aTupoBaHue CIy:KeOHBIX JOKYMEHTOB — 3TO...
1) 15/08/99
2) 01.10.00
3) 200303104)15.1.99 OTseT: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBIMONHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuibHOE — () 6assIoB.

3ananme 22
BriGepute BepHbIii, Ha Bamr B3ruisa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
PexkBU3UT, KOTOPBIH BKIIOYaeTCsA B 0J1aHK MHCbMA — 3TO...
1) MecTO cocTaBJICHHS WM M3JIaHUS JTJOKYMEHTa
2) 3aroJIoBOK K TEKCTY
3) HauMeHOBaHME OpraHU3aIMU
Otser: 3
Ouenka: nuxoromuveckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpasuibHOE — () 6asIoB.

3ananme 23
Bribepute BepHBIi, Ha Bamn B3risa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIMKHUTE KypCOpoM,

MOCTaBbTE KPECTHK B HEOOXOAUMOMN KIIETOUKE).

IK3eMILISIP AeJ10BOI0 MUCbMA, OAT0TOBJICHHBI VI OTIIPABKHU a/ipecaTy Mo no4re,
HA KOTOPOM NPOCTABJSIOTCH BU3bI — 3TO... |) MOJAIMHHYK, OTIPABIISEMBII agpecary
2) konusi, MOMeIaeMas B JIeJI0 OpraHu3aluu



OTtBerT: 2
Ouenka: nuxoromudeckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBwibHOE — () OaJIoB.

3ananue 24
Bri6epute BepHbIi, Ha Bar B3ris1/1, OTBET U 00BEAUTE KPY>KKOM €r0 HOMEp (KITUKHHUTE

KYpPCOpPOM, TIOCTaBbTE KPECTHUK B HEOOX0IUMOM KiieTouke). [IpaBHIbHBII BAPUAHT 3aroJjioBKa
K MUCBMY — 3TO...
1) o moroBope MOCTaBKH
2) O HEBBINOJIHEHUH JIOTOBOpa mocTaBku ot 12.08.2012 Ne 45/63
3) 0 HEBBINOJIHEHUH JOTOBOPA
OTtBerT: 2
Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBIMOTHEHHE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaswibHOE — 0 GasIoB.

3aianue 25
BriOepute BepHbIid, Ha Bain B3ris, OTBET U 00BEAUTE KPYIKKOM €ro HOMEp (KIMKHHTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
Ioanucek odopmisiercs ciaeayrOUuM 00pa3oM, ecJiM 3aMeCTUTeIb PYKOBOAUTE/ISI OPraHU3aluH
HMeeT NMPaBo MOANMCHIBATH JOKYMEHTbI BMECTO PYKOBOIMTE/ISI B CJIy4ae ero BPeMEHHOIO
OTCYTCTBHA ...

1) Tenepanbusbiii qupextop Ioamucs J[.B. Kupuiios

2) 3am. renepanbHoro gupekropa Ioamnucey O.JI.Pemu3os

3) MW.O. renepansHoro aupekropa [loamuce O.J1.Pemuzo OTBet: 2
Ouenka: nuxoromuyeckas. [IpaBunbHOe BBIMONMHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaisom,
HenpaBuibHOE — () OaoB.

3ananue 26
BriGepute BepHbIii, Ha Bamr B3rnsa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
IMucsMo, KOTOpOE 3aBepsieTcs MeYaThI0 OPraHU3aIUH — 3TO. ..
1) rapaHTHUHHOE MUCHMO
2) KOMMEpYecKoe MPeIIoKeHIE
3) mnuceMo-Tpocsda
Otser: 1
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINMONIHEHUE OJHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpasuibHOE — () 6asIoB.
3aganue 27
Bribepute BepHbIif, Ha Bam B3risn, oTBeT u 00BeAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,
MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
OdopmiieHHe 0TMETKH 0 HATUYHH MPUJIOKEHUS B COMPOBOIUTEIbHOM MUCbMeE — ITO...
1) IIpunosxxenue: ynomsinytoe Ha 3 1. B 1 3K3.
2) IlpunoxeHue: Mo TeKCTy Ha 3 1. B 1 3K3.
3) [Ipunoxenwue: Ha 3 1. B 1 9K3.
Ortser: 3
Ounenka: nuxoromuyeckasi. [IpaBUiIbHOE BBIMIONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamom,
HenpaBuwibHOE — () OaIoB.



3ananue 28
BriGepute BepHbIid, Ha Barmn B3risa, oTBEeT U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOU KIIETOUKE).

@®opMyJIMPOBKA IYHKTA PACHOPAANTEIBLHOM YaCTH MPUKA3a BBITJISIAUT CJIeYIOIUM 00pa3oM...
1) 'maBHOMy OyXranTepy MOArOTOBUTh U NPEJICTABUTH HA YTBEPXKIECHUE CMETY PacX0/10B Ha
koMaHaupoBkH B 2019 r. B cpok 10 20.01.2019.

2) I'maBHOMYy Oyxrantepy Amutpueny [1.JI. OArOTOBUTH U MPEACTaBUThH HA YTBEPIKICHUE CMETY
pacxoioB Ha koMaHupoBku B 2019 1. B cpok g0 20.01.2019.

3) I'maBHOMY Oyxrantepy OOO «Arat» ILJI. JIMUTpuEeBY MOATOTOBUTH M IPEACTABUTH Ha
yTrBepxkaeHue B cpok 110 20.01.2019 cmety pacxonoB Ha komaHaupoBku B 2019 .

4) [Mopyunts rnaBHOMYy Oyxranrepy JImutpueBy II.JI. mOAroTOBUTH W TPEACTAaBUTH Ha
yTrBepkaeHue B cpok 110 20.01.2019 cmety pacxonoB Ha komanaupoBku B 2019 r. OTBer: 2
Ounenka: nuxoromuyeckasi. IIpaBunbHOE BbINMONIHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamsom,
HenpaBwibHOE — 0 6ayIoB.

3axanue 29
BriOepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BenUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCOpoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
JIOKyMeHT, KOTOPbIii OTHOCHUTCSI K HEPETHCTPUPYEMBIM — 3TO...
1) muceMO-3ampoc
2) xamoba rpakaaHuHa
3) compoBOAMTEIHHOE MUCHMO
4) pexkiaamHoe nucbMo OTBeT: 4
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBINONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBwibHOE — 0 GayIoB.

3axanue 30
Bri6epure BepHbIi, Ha Bai B3ruisiz1, OTBET U 0OBEAUTE KPY>KKOM €ro HOMEp (KIMKHUTE

KypCOPOM, TIOCTaBbTE KPECTHK B HEOOXOJMMOM KiieTouke). CpOKH MCMOJHEHHS IOKYMEHTOB
YCTAHABJIUBAIOTCH ...

1) B KaJeHIAPHBIX THIX

2) B paboumx musax Oreert: 1
Ounenka: qmuxoromuyeckasi. [IpaBuibHOE BBIIONIHEHHE OAHOTO Takoro T3 oneHuBaercs 1 OGamiom,
HenpaBwibHOE — () 6assIoB.

3ananme 31
Bribepute BepHBIi, Ha Bamn B3risa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
PykoBoauTesib MOANMUCHIBAET ... IK3eMILISIPOB NMPUKAa3a.
1) Tpm
2) nBa3) onun OTBet: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BIMOTHEHNE 0IHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBuibHOE — () 0aIoB.



3ananme 32
BriGepute BepHbIid, Ha Bamn B3risia, oTBEeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpoM,

IIOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).
W3 nepevnc/IeHHBIX PEKBU3UTOB HEe OTHOCHTCS K PEKBH3MTAM Y/I0CTOBEpeHusl. .. 1)
rpu¢ yTBEpKICHUS
2) 1medJath
3) oTMeTKa 0 3aBEepeHHHU KOIUH
4) BH3a COIJIACOBAHUS
5) moamuce OTBeT: 4
OueHnka: aquxoromuyeckasi. [IpaBiibHOE BBIMOJIHEHHE 0JHOTO Takoro T3 orenuBaercs 1 6amiom,
HernpaBmibHOe — 0 0aILIOB.

3ananme 33
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
JoxymenTsl, co3nannbie B 2010 r. u umeromme cpok xpaneHus 10 j1eT, MOKHO YHUYTOKHUTD ...
1) 82020 roay
2) 82021 romy
3) B2022 rony
OTtBer: 2
Ouenka: nuxoromuveckasi. [IpaBuibHOE BbIMOTHEHUE 01HOTO Takoro T3 omenuBaercs 1 6amiom,
HernpaBuibHOe — 0 OaJITIOB.

3ananue 34
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCopoM,

TIOCTaBbTE KPECTUK B HEOOXOIUMOI KIIETOUKE).
K opraHu3anHoOHHBIM JOKYMEHTAM OTHOCSITCS...
1) ycraBbl, MONOXKEHHS, TOTOBOP YUpEAUTENeH, HHCTPYKIUH, IPABUIIA, IITATHBIC PACITUCAHHS
2) YCTaBbl, TIOJIOKEHHS, JIOTOBOP YUpPEIUTEIICH, INTATHBIC PACITHCAHHSI
3) ycraBbl, IOTOBOP yUpEIUTENei, HHCTPYKIHH, paBuia OTser: 1
Ounenka: qruxoromuyeckasi. [IpaBuibHOE BBIIONIHEHHE OAHOTO Takoro T3 oneHuBaercs 1 OGamiom,
HenpaBuibHOE — () 6assIoB.
3apganue 35
BriOepute BepHbIii, Ha Bamn B3risi, oTBET U 00BEAMTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,
TIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIICTOUKE).
K pacnopsiaute/ibHBIM JOKYMEHTAM OTHOCSTCS. ..
1) mocTaHOBJIEHUS, PEIICHHS, PACTIOPSHKECHHS, YKa3aHUs, IPUKA3bl, IITATHBIC PACITHCAHHS
2) TIOCTaHOBJICHUS, PACHIOPSDKEHUS, YKa3aHUsl, TPUKA3bl, INTATHBIC PACITUCAHUS
3) moCTaHOBICHUS, PELICHUS, PACTIOPSDKCHNUS, yKa3aHus, mpuka3bl OTBeT: 3
Ouenka: qruxoromuyeckasi. [IpaBuibHOE BBIIOIHEHHE OJHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HenpaBuibHOE — () 0aIoB.

3axanue 36
Bribepute BepHbIii, Ha Bamr B3ruisa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
ITo cpokam XpaHeHUs] JOKYMEHTBI ObIBAIOT...
1) TOCTOSIHHOTO XpaHEHHs



2) BpPEMEHHOIO XpaHCHHUs

3) MOCTOSHHOTO ¥ BPEMEHHOTO XPaHCHHS
OtBert: 3
Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBIMOTHEHHE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 GaJITIOB.

3ananue 37
Br10epuTe BepHBIi, Ha Bar B3rJisi, OTBET M 00BEIUTE KPY>KKOM ero HoMep (KIIMKHHUTE

KypCcopoM, TIOCTaBbTe KpecTuk B HeoOxonumon kinerouke). TOCT P 7.0.97-2016 coaepkur...

1) 29 pekBuU3UTOB

2) 30 pekBH3HUTOB

3) 31 pekBU3UTOB

4) 32 pexsusuta OTBeT: 2
Ouenka: quxoromuyeckasi. [IpaBuibHOE BBIIOJIHEHHE OJHOTO Takoro T3 orneHuBaercs 1 Gamiom,
HernpaBmibHOe — 0 0aJLIOB.

3ananue 38
BriGepute BepHbIil, Ha Bamn B3risia, oTBeT U 00BeIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypCopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
JlokyMeHT, GUKCHPYIOIIUH corJialleHue CTOPOH 00 YCTAHOBJIEHHH TPY/I0BBIX OTHOLIEHMI 1
peryJupylommii ux, Ha3bIBaeTcs. ..

1) TpymoBOH KHHXKKOMN

2) TPYyIOBBIM KOJEKCOM

3) npuKa3oM IO JIMYHOMY COCTaBY

4)  TPyIOBBIM JIOTOBOPOM

5) MOMKHOCTHOM MHCTPYKIIUEH
OrtBer: 4
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamom,
HenpaBwibHOE — 0 GayIoB.

3ananue 39
Bri6epure BepHbIi, Ha Bai B3ruisi1, OTBET U 0OBEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE

KypcoOpoM, TIOCTaBbTE KPECTUK B He0OXoauMoi kinerouke). [lepen caayeil 10kyMeHTOB Ha
apXHBHOE XpaHeHHUe cJieayeT...

1) crpynmupoBaTth U MOANIUTH JOKYMEHTHI B MTAIIKH

2) odopMHTh U ONHCATh Jena

3) cucTeMaTHU3UPOBATh U YTOUHUTH JJOKYMCHTHI

4) CcKOMUPOBAaTh 0COO0 BaKHBIE JJOKYMEHTHI
OTtBer: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuwibHOE — () 0aIoB.

3ananue 40
Bribepute BepHBIi, Ha Bamn B3risa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIIMKHUTE KypCOpoM,

MMOCTAaBbTC KPCCTHUK B HCO6X0,[II/IMOI>'I KJ'ICTO‘-II(C).



IIpu nmoaAroToBKe Aejia K nmepeaye B ApXUB BHYTPEHHAS ONUCh TOKYMEHTOB, COAEPKAIIUXCH B
Jaejie, moMemnaercs...

1) B KoHIIE A€ena

2) B Hayajse jgena

3) HaJIMIEBOW CTOPOHE OOJIOKKH JIeia

4) B camocrosTenbHoe aemo OTBeT: 2
Ouenka: quxoromuyeckas. [IpaBuinbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaimom,
HenpaBwibHOE — () OaJIoB.

3aganue 41
Bribepute BepHbIi, Ha Bamr B3risa, oTBeT U 00BEIUTE KPYIKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
BHOCHTH H3MeHeHHs B IITATHOE PACHUCAHHE B TeYeHHE I'0/1a MOKHO. ..
1) omuH pa3
2) 1Bapasa
3) orpaHHYCHHS HA 3TOT CYET 3aKOHOJIATEIBCTBOM HE YCTaHOBICHB OTBeT: 3
Ounenka: nuxoromuyeckasi. IIpaBunbHOE BbINMONIHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamsom,
HernpaBwibHOE — () 6asIIoB.

3ananme 42
BriOepute BepHbIid, Ha Bai B3ris, OTBET U 00BEAUTE KPYIKKOM €ro HOMEp (KIMKHHTE KypCOPOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).
IIpu 3aK/11I049€HUN TPYAOBOI0 I0r0OBOPA rPaKAAHMH, MOCTYNAIOLIMI HA padoTy NpeabABIseT
padoroaarenio...

1) CBHUIETENBCTBO O POXKACHUH peOCHKA

2) macnopr

3) CBHIETENBCTBO O POKIACHUH PEOCHKA U MACTIOPT
Ortser: 2
Ouenka: ruxoromuyeckasi. [IpaBuibHOE BBIIONIHEHHE OJHOTO Takoro T3 oneHuBaercs 1 OGamiom,
HernpaBwibHOE — () 6asIIoB.
3aganue 43
BriGepute BepHBIi, Ha Barr B3ruisia, oTBET M 00BEAUTE KPYKKOM €ro HOMep (KIHMKHUTE
KypcOpoM, IOCTaBbTE KPECTUK B HEOOX0oaAMMOH KieTtouke). [lepeuens MaTepuaios,
MOMeLIeHHBIX B J1eJI0 — 3TO...

1) nwucT-3aBepuTenb AETa

2) HOMEHKJATypa Jem

3) BHYTpEHHSISI OIUCH

4) moaIIMBKa

5) wuTOrOBas 3amHUCh

6) ornaBneHue OTBet: 3
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONIHEHUE OJHOTO Takoro T3 oueHuBaercs 1 Gamom,
HenpasuibHOE — () 6ayyIoB.

3ananue 44
BriGepute BepHbIi, Ha Bamn B3risaa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIMKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



Cornamenue padoroaarenss 1 paG0THHKOB, KOTOpPOe YCTAHABJIMBAaeT J0NOJTHUTE/IbHbIE
rapaHTHM VISl COTPYAHUKOB U UX OTBETHbIE 00513aTEJILCTBA 110 OTHONIEHHIO K PadoToaaTe 10 —
3TO...

1) TpymoBoii 1oroBop

2) TIpakIaHCKO-IIPaBOBOM JOrOBOP

3) KOHBEHIHS

4) MOMKHOCTHAS HHCTPYKIIUS

5) KOJUICKTHUBHBIN IOTOBOP

6) JOMOJHHUTEIbHOE COTJIANICHHE K TPYA0BOMY 1oroBopy OTBeT: 5
Ouenka: nuxoromuyeckasi. [IpaBuiibHOE BBIMOTHEHHE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJITIOB.

3ananue 45
BriGepute BepHblii, Ha Bamr B3ruisa, oTBeT U 00BeIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).
PaGoTonaTesib He 00s13aH MPOIJIEBATH €:KETrOHBIN ONJIa4YMBaeMblii OTIYCK, €CJIM BO BpeMs
OTIyCKA Pa0OTHHUK...

1) 3abosen u jexan B O0JbHUIE

2) ObULT HAIPABJICH HA BOCHHBIC COOPHI

3) paborain B KayecTBE WiCHA U30MPATEILHON KOMUCCHH

4) yxaxuBaj 3a 3a00JIEBIINM YICHOM CEMbH

5) yd4acTBOBaJ B CyJi¢ B KAUECTBE MPUCSHKHOTO 3aceaTels

6) 3abousen u Jeurscs aMOyIaTOPHO
Otser: 4
Ouenka: nuxoromuyeckas. [IpaBunbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 Gaimom,
HenpaBuibHOE — () OayoB.

3ananue 46
Bri6epute BepHbIi, Ha Bai B3risi1, OTBET U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE

KypCcOpOM, MIOCTaBbTE KPECTUK B HEOOXOAUMOM KJIETOUKE). 3alIUCH B TPYAOBOH KHUIKKeE
JAOIyCKAaeTcs AeaTh...

1) mapuKoBO¥ pyuKOH

2) KapaHIaIIoM

3) KanWUIAPHOM PY4KOi

4)  dnomacrepom OTBeT: 1
Ouenka: nuxorommuyeckas. lIpaBunbHOE BBINOIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiom,
HenpaBuibHOE — () 6ayIoB.

3ananue 47
Bribepute BepHBIi, Ha Bamn B3risa, oTBeT U 00BenuTe KPY>KKOM €ro HOMEp (KIIMKHUTE KypCOpoM,

MOCTaBbTE KPECTHK B HEOOXOAUMOMN KIIETOUKE).

IIpuka3s, KOTOPBIA OTHOCUTCH K NPHKAa3aM 110 OCHOBHOH JeATEILHOCTH — 3TO NPUKA3...
1) o npueme paboTHHKA HA pabOTy
2) 00 yTBEpKACHUH IITATHOTO PACTIMCAHHUS
3) o nepemerniennn OTBeT: 2



Ouenka: quxoromuyeckas. [IpaBunbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaimom,
HenpaBuwibHOE — () 0aoB.

3aganue 48
BriOepute BepHbIi, Ha Bamr B3risa, oTBET U 00BEIUTE KPYIKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTAaBbTE KPECTUK B HEOOXOAMMOMN KIIETOUKE).
JlokaJbHBIA aKT padoToaaTeIsl ¢ TOYKH 3PEeHUs 3aKOHA, ABJAIOIIMIACA 00513aTeJIbHBIM — 3TO...
1) mTaTHOE pacnucaHue

2) HMHCTPYKIIMS [0 KaJPOBOMY JCJIONPOU3BOICTBY

3) MOJIOKEHHE O CTPYKTYPHBIX MOPA3ACICHUAX

4) moJyiokeHUe 00 aTTecTaluu

5) xosiekTHBHBIN goroBop OTBeT: 1
Ouenka: nuxoromuyeckasi. [IpaBuiibHOE BBIMOTHEHHE OIHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuibHOE — 0 6ayIoB.

3ananue 49
BriOepure BepHbIid, Ha Barn B3rJisi, OTBET U 00BEAUTE KPY)KKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOXOIMMOM KieTouke). /le1eHue 10KyMeHTOB
OCyUIeCTBJISETCH. ..
1) Ha pobl, MOJBHIbI, HOAPO/IbI, PA3HOBUIHOCTH
2) Ha pOJIbI, BUIbI, TOJIBU/IbI, PA3HOBUJIHOCTH 3) HA BHIIbI, TOJBU/IBI,
Pa3HOBHIHOCTH, POJIBI
4) Ha OABU/IBI, TOAPO/IbI, PA3HOBHIHOCTH
OrtBer: 2
Ounenka: nuxoromuyeckasi. IIpaBunbHOE BhINONIHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiowm,
HenpaBwibHOE — 0 GassIoB.

3ananue 50
BriGepute BepHbIif, Ha Bamr B3runsa, oTBeT U 00BEIUTE KPYXKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
JlokymMeHTallHOHHOEe o0ecreYeHre ypaBJaeHus — 3TO...
1) nmporecc YCTaHOBJICHUS W TPHUMEHCHHUS MPABWI C LENbI0 YHOPSIIOYCHUS JCSATEILHOCTH B
JIEJIONIPOU3BOJICTBE
2) [eATenbHOCTH armmapara YIOpaBJICHHS, OXBaTHIBAOIIAs BOMPOCHl JOKYMEHTHPOBAHUS U
OpraHu3anuu paboThl ¢ JOKYMEHTaMHU
3) COBOKYITHOCTB JOKYMEHTOB, IPUMEHSEMBIX B OTPEICIICHHOM cepe NesITeNbHOCTH
4) COBOKYIHOCTH PEKBU3UTOB, YCTAHOBJCHHBIX B COOTBETCTBUH C (OPMYISPOM JTOKYMEHTa
OTtger: 2
Ouenka: nuxoromuyveckasi. [IpaBuibHOE BIMOTHEHNE OHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

Kputepuu onienku npu nposeieHHH U PepeHIIMPOBaHHOIO 3a4eTa

«OTIIUYHO» «XOopouio» «YOOBJICTBOPHUTECIBHO)» | KHEYAOBJICTBOPUTCIBHO»

CTYACHT BBIMOJHUI | CTyJI€HT  BBIMOJHWI| CTYA€HT  BBIMOJHWI | CTYJEHT BBITTOJIHUIT
91-100% wu HaOpan | 71-90% u nabpan 60-70 u nabpan 30-35 | menee 0-59% u Habpan 0-




46-50 0ayuIoB. 36-45 6aiu1oB. OaJLIOB. 29 0aJuIoB.

MUWHUCTEPCTBO HAYKHU U BBICILIEI'O OBPA30OBAHU S POCCUMCKOM ®EJEPALIHN
Enalysxckuii ”HCTUTYT (prummnan) heaeparbHOro rocy1apCTBEHHOT0 aBBTOHOMHOTO 00pa30BaTeILHOTO
YUPEXKIACHUS BBICIIETO 00pa30BaAHUS
«Kazanckuii (ITpuBomkckuit) dpeaepanbHbIi YHUBEPCUTET

3aganus k nuddepenunposannomy 3adery no OIL.06 «lokymenTaunoHHOE
olecrieyeHne ynpaBJaeHUsD)

1. CoctaButh U O0GOPMHUTH NPUKA3 IO OCHOBHOW JEATENILHOCTH 00 HTOrax paboThl C
nokymeHtamu B 2017 romy ITAO «Mup». B KoOHcTaTupyrolell 4acTH YKaKUTE€ Ha HHU3KYIO
TpeOOBaTENIbHOCTh PYKOBOAMTENECH MOJpa3fesieHuii K KayecTBY IOJTOTOBKM JOKYMEHTOB U
KOHTPOJISI UX HCIOJIHEHHs. B pacropsauTensHOil 4acTH oOpaTuTe BHUMAaHHWE PYKOBOAWTENCH Ha
HOBBIIIIEHHE TPeOOBATEIBHOCTH K PAOOTHUKAM B 4acTH paboOThl ¢ JokyMeHTamu. JlaliTe 3amaHue
pabOTHUKY, OTBEYAIOILEMY 32 JAEJIONPOU3BOICTBO, Ha Pa3padOTKy Mep M0 YJIYULIEHUIO 3TOH paboThI
2. CoctaBuTh U OQOPMUTH pacCHOPsDKEHHE. YKaXUTE, UYTO B CBS3U C MPEACTOSIIUMU
CTPYKTYPHBIMM H3MEHEHMSMU JUPEKTOp O0OsA3bIBACT IPOBECTH MPOBEPKY IITATHO-(PMHAHCOBOU
JUCLMIUINHBL. YKQKUTE OTBETCTBEHHOIO M CpPOK BBINOJHEHMS, KOHTPOJb 34 BBIIOJHECHUEM
pacnopsKeHHsI BO3JIOKUTE Ha 3aMecTUTeNsl nupekTopa. [Ipyrue ngaHHble B TEKCT€ U PEKBU3UTHI
YKaXHUTE CaMOCTOSATENbHO

3. CoctaBuTh 1 0POPMUTH aKT O PEBU3MH Kacchl. B TekcTe ykaxkuTe, yTO B pe3yJibTaTe peBU3UU
OBbUIO YCTaHOBJIEHO, YTO OCTATOK JIEHET B KACCE COIIACHO JAHHBIM OYyXTaJITEpCKOTO y4yeTa COCTaBUII 3
521 000 py©., HeoCTaun HAJIMYHBIX JIEHET 110 BUHE Kaccupa He 0OHAPYKEHO

4. CocTaBuTh ¥ 0POPMHUTH PEKIAMHOE MUCHMO O MPOJAKe YACTHBIM JIMIIAM U TOCYAApCTBEHHBIM
OPENIPUATHSIM TEPCOHAIBHBIX KOMIIBIOTEPOB 110 JOTOBOPHOW CTOMMOCTH M O BO3MOYKHOCTHU
IIPUHUMATB 3aKa3bl Ha COCTABJIEHHUE IIPOrpaMM

5. CoctaButh #  0(GOPMUTH NHUCHMO-TIPOCHOY  HayallbHUKA  IJJAHOBO-DKOHOMHUYECKOTO
ynpasinenuss IIAO «Penyktop» B anpec aumpektopa WHCTHTyTa 53KOHOMMKHM C HpOChOOM
PEKOMEHI0BaTh CIIELUAINCTOB U3 YHCJIA BBITYCKHUKOB 3a04YHOTO OTIEJIEHUS MHCTUTYTA IOCIIEIHUX
JIET, UMEIOIIUX ONBIT paboThl B 001aCTH S3KOHOMUKH MPOMBILUIEHHBIX NPEANPUITUH, Ha T0JKHOCTU
SKOHOMMCTOB yIpaBjieHUs. B mucbMe ObUIO BBICKa3aHO IMOXKEJAHUE MPETEHJEHTaM Ha BaKaHTHbBIE
JIOJDKHOCTH TIOATOTOBUTH pe3lOME M NpUCHIaTh WX MO (akcy B ajpec yHpaBieHUs, a Takxke, MO
BO3MOXHOCTH, TPEJICTaBUTh PEKOMEHIATeNbHbIE MHCbMA C MOCIEIHUX MECT paboThl. OcTaabHBIE
JTaHHBIE YKAXKUTE CAaMOCTOSITENIbHO

6. CocraButh u opopmuts npukaz AO «Toproseiii jom «MepKypuii» 0 TUKBHIALUK Mara3uHa
«Tpuxoraxk». MarasuH JIUKBUIUPYETCS B CBA3M C HEPEHTAOETbHOCTHIO M B IIENSAX COKpAIICHUS
pacxonoB. IIpuka3zom JTUKBUAMPOBAH Mara3uH; CO3JaHA JUKBUJALMOHHAs KOMHUCCHS, COCTOALIAs U3
3amectuTenst TeHepanbHoro gupekropa AO «Toproseiii nom  «Mepkypuit» (mpeacenaTenb
KOMUCCHH), IUpPEKTOpa MarazuHa « TpHKOTaX» M HayalbHHMKA SKOHOMHYEcKoro otaena AQO; maHbl
NOPYYEHUsl MPEICEAATEN0 JIMKBUJAIMOHHOM KOMMCCHM IO CpPOKY MpPEACTaBIEHUS aKTa
JMKBUJIAIIMOHHON KOMHCCHM, 3aMECTUTENIO I€HEPAIBHOIO JIUPEKTOpPA MO 3KOHOMHUKE 110 BHECEHUIO
IPEUIOKEHUH 0 TabHEHNIIEM HCII0Ib30BaHUH OCBOO0KIAIOIIErOCs IOMEIEHUS



7. CoctaButh ¥ O(OPMUTH pacHoOpsDKEHHE. YKaXHTe, 4YTO B CBS3U C HPEACTOSIIUMHU
CTPYKTYPHBIMH HW3MEHEHHMSMU JUPEKTOP OOSA3BIBACT MPOBECTH MPOBEPKY IITATHO-(DMHAHCOBOU
JUCLUIUIMHBL. YKa)KUTE OTBETCTBEHHOI'O M CPOK BBIIOJIHEHHUS, KOHTPOJIb 3a BBINOJHEHHEM
pacropsKeHUsl BO3JIOKUTE Ha 3aMeCTUTeNs Iupekropa. [lpyrue naHHbIE B TEKCT€ UM PEKBU3UTHI
YKaXHUTE CaMOCTOSTEIBHO

8. CoctaBuTh U OQOPMHUTH AKT MPOBEPKU (PHHAHCOBO-XO3SIMCTBEHHOW NEATEIBLHOCTH BaIlEro
npeanpuarus. OcHoBanuem sBisieTca npuka3z aupekropa or 00.00.0000 Ne 21 «O cozganuu
KOMHCCUH TI0 TIPOBEpPKE (PHHAHCOBO-XO3SHUCTBEHHOW JAedarenbHOCTH» COCTaB  KOMHUCCHU:
npejcenaTeab — 3aMECTUTENb JUPEKTOpa; WIEHbl KOMHUCCHH: 3aMECTUTENb TJIABHOTO OyXrairepa,
UH)KEHEP-?KOHOMMUCT, OyXraiarep-peBu3op. B pesynbTare npoBepku ObUIO YCTaHOBIIEHO HapyIllIEHHUE B
cucTeMe ydyera 000py0BaHUs.

9. CocraButh U 0OpPMUTH MUCHMO HauyalbHUKa oTAena pexnambl [TAO «Dtamon» B aapec
YHUTAPHOTO MYHHMIIMIAIBEHOTO TPEANPHUATHS «3eJIeHBIH 00p» O IOMOIHUTEIFHOM (PMHAHCUPOBAHUU
3aka3a Ne 24 Ha W3roTOBJIEHUE PEKJIAMHBIX ITPOCHEKTOB B CBSI3U C POCTOM LIeH Ha moiurpaduyeckue
yCIYTd BO BTOPOM KBapTaje TeKYILIEero roja U M3MEHEHHEM CMEThI 3aTpaT. B mucbMe ykasbIBasioch,
YTO BBHINOJIHEHUE 3aKka3a OyJeT OCYIIECTBIECHO TOJIBKO MpPH JIOTIOJIHUTEIFHOM BBIICICHUN 23
ThIC.py0. OcTanbHbIe JaHHBIE YKAKUTE CAMOCTOSTEIBHO

10.  CocraButh u opopmuth npukas ITAO «Pagyra» o peopraHuzanuu KaHUEISpUU B OTHAENT
UH(POPMALIMOHHO-TOKYMeHTanoHHoro  obecnieuenuss (OMJ1O0). B koHcTtatupyromei wvactu
HEOOXOIMMO COCIIaThCsl Ha paciiupenue (GyHKIHUHA W BHEIPEHHE B pabOTy CHUCTEMBI JIEKTPOHHOTO
JIOKYMEHTO0000poTa. B pacnopsauTesbHON YyacTu yCTaHABIMBAETCS IITaTHAsI YUCIEHHOCTh OTJENa B
KOJINYECTBE 7 4YeNOBEK, AAIOTCA MOPYYEHHUS HAYaJbHUKY 3KOHOMHUYECKOIO OT/ela MO BHECEHUIO
U3MEHEHUH B LITaTHOE PACHUCAHWE U HAYAJIBbHUKY KaHLEISIPUU MO pa3paboTKe MOI0XKEHUs 00
OUNJIO. OcranbHble TaHHbIE YKAXKUTE CAMOCTOSATEIBHO

11.  CocraButh U 0GOPMUTH yKa3aHUE 3aM.JAUPEKTOpa (UPMBI 00 OpraHU3aLMK KOMUPOBAIBHO-
MHOXHTEIBHOrO 010po. B Tekcre ykakuTe, YTO B COOTBETCTBUM C NPUKA30M AMPEKTOPA, 3aM.
JupekTopa ¢GupMbl 00s3bIBAE€T 3aB. KOMHPOBAIbHO-MHOKUTEIBHOIO OIOpo paspaboTaTh GopMy
3aKa3a Ha pa3MHOXKEHHE JOKYMEHTOB, BblAaBaThb Pa3MHOXKEHHbBIE JOKYMEHTBHI MHCIIOJIHUTEISIM C
COOTBETCTBYIOIIEH PACIHUCKON B XKypHaJle y4yeTa, pETUCTPUPOBATh MOCTYNAIOIINE Ha Pa3MHOKEHHE
JIOKYMEHTBI, KOHTPOJIb UCIIOJTHEHHS BO3JIOKUTh HAa HaualbHUKA OOIIEro oT/ena

12. CoctaButh 1 0pOPMUTH akT Mo mpennpustuio «KaHoH» o0 mTorax peBU3UU IO MPOBEPKE
¢uHaHCOBOTrO OTYeTa. B TekcTe ykakurte, 4To peBU3UEH OOHapyKeHbl (akThl rpyOOro HapylIeHUs
(MHAHCOBOIO y4yeTa U OTUETHOCTH [0 KOMaHIUPOBKaM, OTCYTCTBHE )KypHasa yueTa JOBEPEHHOCTEH

13. CoctaButh U opopmuth nuceMo aupexkropa AO «@Pacan» CopokuHa B.A. renepaibHOMY
mupexktopy AO «Kunctpoit» Mapkoy H.H. ¢ npennoxenrem 06 oka3aHUM PeKIaMHBIX YCIIYT Ui
NPOABMXKEHMSI CIIpOca HA KBAPTUPHl B  CTPOSILUXCS OSKUIBIX jaomax. IIpenBapurenbHas
JIOTOBOPEHHOCTh O pEeKJIaMHOM KaMmmaHuM OblIa JOCTHUTHYTa B XOJI€ COCTOSIBIIMXCS paHee
neperoBopoB. OcTanbHbIE TaHHbBIE YKaXKUTE CAaMOCTOSATEIHHO

14. CoctaBuTh 1 0QOPMUTH yKa3aHUE 3aM. JUPEKTOpa GUPMbI 00 OpraHM3alMy KOMHPOBAIBHO-
MHOXHTEIBHOrO O10po. B TekcTe ykakuTe, 4yTO B COOTBETCTBUM C NIPUKA30M AMPEKTOPA, 3aM.
nupekTopa (GUPMBI 00S3BIBACT 3aB. KOIMMPOBAIBHO-MHOXXUTEIBLHOTO OrOpo paszpaborars (opmy
3aKa3a Ha pa3MHOXKEHHE JOKYMEHTOB, BblJaBaThb Pa3MHOXKEHHbBIE JOKYMEHTBHI HCIIOJIHUTEISIM C
COOTBETCTBYIOIIEH PACHHUCKON B *KypHalle yuyeTa, perucTpUpOBaTh MOCTYMAIOIINe Ha Pa3MHOKEHHE
JIOKYMEHTBI, KOHTPOJIb UCIIOTHEHHS BO3JIOKUTh HAa HaualbHUKA OOIIEro oT/ena

15. CocraButh U 0¢GOpPMHUTH JOKIAJHYIO 3alUCKy TIJaBHOTO Oyxraiarepa pyKOBOIHUTENIO
OPEeNnpUsITHs. O HEeOoOXOAUMOCTH LIEHTpalu3allid pacuyeToB C pabOTHUKaMM Mpeanpustus. B
00SI3aHHOCTH YYETHBIX pAaOOTHUKOB II€XOB [JOJDKHO BXOJUTHh JHIIb O(OPMIEHHE YYETHBIX



JOKYMEHTOB TI0 y4eTy BBIpaOOTKH. B JokiagHOW 3amucke He0OXOIMMO MOAATh MPEAJIOKEHUE IO
MEePEeCMOTPy IITATOB, OTUETHBIX PAOOTHHKOB B II€XaX W TJIaBHOW OyXraiTepuu M3 pacdera OOIIETro
COKpAIlLIEHUS IITaTOB He MeHee yeM Ha 20%

16.  CocraButh M 0pOpMUTH aKT 00 UTOrax JOKYMEHTAIBHOH pEeBU3UU PabOTHI OpraHU3alMU 3a
OTUeTHBIA roja. B akre peBu3uu 3aMKCUPOBAHBI CICAYIONINE HEIOCTATKU: HE YHOPSIOYEH y4YeT
JIMYHOTO COCTaBa, HEKOTOPHIE JIMYHBIE JIeTIa HAXOAATCS B 3aIlyIICHHOM COCTOSIHUH

17.  CocraBuTh U 0GOPMUTH AKT O CIIUCAHUU MMYUIIECTBA. B TEKCTe yKa)XHUTe, 4TO O MEPHUOJ C
00.00.0000 mo 00.00.0000 xomuccus mpoBena padbOTy MO YCTAHOBJICHHIO HEMPUTOAHOTO K
JanbHEHIIEeMy HCIONb30BAHUIO HMMYINECTBa. B pesynbrare paboThl OBUIO YCTaHOBJIEHO, YTO
UMYILECTBO COIJIACHO MPUJIaraéMoMy K aKTy TEepeyHI0 TMOJICKHUT CHUCAHUI0 B CBA3H C
HENPUTOJIHOCTBIO 71l Hcnonb3oBaHuss CocTaBUTh U O(QOPMHUTH MUCHMO-TIPUTJIAIIICHHE areHTCTBA
«MHpOpPMAITMOHHO-TIPABOBBIC CUCTEMBD» 00 ydacTuu B ceMHHape «TeXHOJIOrHMYecKrue W MPaBOBBIC
ACTICKTBI 3aIIUTHI KOMMEPUECKOH HHPOPMAITUI

18. CoctaButh U 0POPMHUTH MUCHEMO-0TKA3 nonurpaduyeckoro npeanpusitus «[lapraep» (ITAO)
aKIMOHEpHOMY o00miecTBy «CaloT» 1O BONPOCY BBHIMOJHEHUS 33aKa3a HAa HM3TOTOBJICHHE OJIAHKOB
ydera ¥ OTYeTHOCTH. [IpuuMHON OTKa3a SBWIACH PEKOHCTPYKIUS TICUATHOTO IIeXa, KOTopas
IPOJIIUTCS A0 KOHIA TIEPBOTO MOIYTOIMS; PYTUE TaHHBIE YKAKHUTE CAMOCTOSTEIEHO

19. CoctaButh u opopmuts npukaz [TAO «Cknaa» 06 obecriedeHnr MOXKapHOH 0€30MaCHOCTH U
YCWJICHUW OXPaHbl MPEANPUATHSA. B KOHCTaTUPYIOIIEH YacTH CONUIMTECh Ha OMacHOCTh
TEPPOPUCTUYECKUX AKTOB M YK&KUTE LeNb oOecredeHuss O€30MacHOCTH JIIOJIEH M COXpaHEHHE
umyiiecTBa. B pacnopsautensHOi yacTu cienyer o0s3aTh HadallbHUKA OTHe’a oxpaHbl JIokkuHA
K.X. ycunuTe MmpoOIyCKHOM peX UM U OpPraHU30BaTh KPYIVIOCYTOYHOE AEKYpCTBO Ha ckiaae Nel;
koMeHganTa 31anus Cyxux B.H. — mpoBepuTh COCTOSIHME CHUTHAIHM3AIMK U AJIEKTPOIPOBOJKH, a

HayaJbHUKAa aaMuHUCTpaTuBHOro otnena llerpenko O.II. — mnepeBectu Ha ckiag  Nel
BOCIUIaMEHstoIuecs BemecTsa. OCTalbHbIE JaHHBIE YKAXKUTE CAMOCTOSITEIIEHO
20. CocraBuTh M O(GOPMUTH JOKJIAJAHYI 3alMCKy HadaJbHUKA OTJENa PYKOBOAMTEINIO

OpeanpusaTis 0 (akTe HEBHIIOJHEHHUS PaclOpsDKEHHS O MOHTaXke 00OpylOBaHHUS Ha ydacTKe IO
IPUYMHE CIa00r0 KOHTPOJISI CO CTOPOHBI INIABHOT'O MEXaHUKA

21.  CocrtaBuTh UM O(OPMHUTH AKT O NPOBEpKE Kacchl. B TekcTe ykaxure, 4To B pe3ysbTaTe
PEBU3HH KacChl KOMHMCCHSI YCTaHOBMJIA: OCTATOK HaJIM4YHBIX cpeacTB mo cocrostHuio Ha 00.00.0000
COTJIACHO KacCOBOW KHHUI€ W JaHHBIM OyXTaJTepCKOro ydera AoKeH cocTaBidarh 450 000 pyOnei;
(akTHUeCKui OCTaTOK HAJMUYHBIX JAeHer B kacce coctaBisieT 400 000 py6ueit. Henoctaua HaauMuHbIX
neHer B kacce coctasisier 50 000 pyOneil; HemocTaya HaJUYHBIX JeHEr oOpas3oBajach MO BHHE
kaccupa MonounukoBoi [1.A.

22. CocTaBuTh U 0OPMHUTH MUCHMO-TIPOCHOY aKLIMOHEPHOro obmiecTBa «CIyTHUK)» B KOMHUTET
BHEIIIHEAKOHOMMYECKHUX CBSI3€H aIMUHHUCTPALIUU PECITyOIUKU O BBIJICJIEHUH JIUIIEH3UH Ha ITOCTAaBKY B
Kurait 4000 ToHH MeTayula B CBS3M C 3aK/IIOUYEHHEM JO0roBopa JalIsHbCKUM OObeIuHEHHEM 110
MEXIyHapOJAHOMY COTPYAHHYECTBY Ha CTPOUTEIBCTBO JEBATUITAXKHOTO oOIexkuTus B HabepexHbix
Yennax. CoriacHo 10OroBopa oIliaTa BBIIOJHEHHBIX paOoT OyaeT MPOU3BOIUTHCS POCCUMCKUMHU
pyOJIsIMU M MaTepHalaMH

23. CocraBuTh ¥ OQGOPMHUTH JOKJIQJHYIO 3alMCKy O MPUYMHAX HECBOEBPEMEHHOTO
IpeocTaBieHusl HH(OPMAallMK O BBIMOJHEHUH MpUKa3a AupekTopa. OcTanbHble PEKBU3UTHI YKaKUTE
CaMOCTOSITENTEHO

24.  CoctaBuTh U 0(pOPMUTH aKT O PEBU3MH Kacchl. B TekcTe ykaxkuTe, 4TO B pe3yJibTaTe PeBU3UU
OBLIIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KacCe COMIACHO JIaHHBIM OyXTaJTEpCKOro yueTa coCTaBuiI 3
521 000 py©., HeOCTauM HAJIMYHBIX JIEHET 110 BUHE Kaccupa He 0OHAPYKEHO



25.  CocrtaBuTh U OGOPMHUTH AKT MPOBEPKU (PUHAHCOBO-XO3SIMICTBEHHOW NEATEIBHOCTH BAIlIEro
npennpusatus. OcHoBaHueMm sBisieTcss npuka3 gupekropa ot 00.00.0000 Ne 21 «O co3panun
KOMHCCHM TIO TpPOBEpPKE (PUHAHCOBO-XO3SMCTBEHHOW JearensHOCTH». CocTaB
npejicenaTeNab — 3aMECTHUTENS JUPEKTOpa; WICHb KOMHCCHUH: 3aMECTHTENs TJIaBHOTO OyXxrairepa,

KOMHUCCHU:

UH)KEHEP-?KOHOMHUCT, OyXTantep-peBu3op. B pe3ynbTare mpoBepku ObUIO YCTaHOBIIEHO HapyIICHHE B
cUCTeME y4eTa 000pyAOBaHUS

26.  CocraBuTh ¥ O(OPMUTH NPUKA3 10 OCHOBHOM JEATENBHOCTH O BHECEHMM W3MEHEHHWH B
ITaTHOE pacrucaHue. B KoHCTaTUPYIONIEN YaCTH TEKCTa YKAKHUTE, UTO B CBA3U C MPOU3BOACTBEHHOM
HEOOXOIMMOCTBIO U OTKPBITHEM IeXa M0 HPOHM3BOJCTBY mnoirydabpukaroB. B pacnopsaurensHOi
YacTU TEKCTA BHECTU B IUTAaTHOE paclyCaHHe TOPrOBOW KOMIIAHUU CIEIyIOIUEe U3MEHEHUS: BBECTU
JIOJDKHOCTB IIOBapa 10 MPOU3BOJCTBY 110JIy(paOpUKaTOB C OKJIAAOM ...py0. KoHTpoIb 3a ucnonHeHue
NPUKa3a BO3JOKUTE HA 3aMECTUTEIS JUPEKTOPA

27.  CoctaBuUTh M OQOPMHUTH aKT MO NpeanpusatHio «KaHoH» 00 UTOrax peBH3UH IO MPOBEPKE
¢uHaHcoBoro oryera. B Tekcre ykaxkuTe, 4YTO peBU3MEN OOHapy)KeHbl (PaKThl IpyOOro HapylIEHUs
(MHAHCOBOI'O y4yeTa U OTUETHOCTH 10 KOMaHAMPOBKaM, OTCYTCTBHE JKypHasa yueTa JOBEPEHHOCTEH
28.  CoctaBuTh ¥ OOPMHTH COMTPOBOIUTEILHOE TMCEMO O HallpaBlieHHNH BaM Ha penieH3upoBaHue
pykomucu mporpaMMmbl Kypca «OpraHu3anuss HH()OPMAIMOHHOTO OO0ECIEUYeHUs] YIPABICHUSD).
[IporpamMa mpenmnosnaraercs Kak THUIOBass JJs BBICIIMX Y4YeOHBIX 3aBEACHUM, HMMEIOLIMX
cneunanuzannu «MeHexkMenT» win «Opranuzanus ynpasieHus». OT3bIB MPOCAT MpucaaTh 10 12
nexadps 2017r.

29.  CocraButh u oQopMuUTh HH(DOpMaIMOHHOE mHcbMO. B Tekcre ykaxure, uto AO
«busnecumikona «Muten-CuHTe3» MOAroTOBWIA K M3JaHUIO KHMUTY «/lemonmpousBoactBo». B kuure
OCBEIIAIOTCS TPEOOBAaHUS K COCTABICHUIO W O(QOPMIICHHIO CIY>KEOHBIX IOKYMEHTOB M IpaBHIIA
paboThl ¢ HUMU

Kpurepun ouenku Ha nuddepeHIIUPOBAHHOM 3a4eTe

KOTIIMIHOY «XOPOIIO» «YJIOBIETBOPUTETHLHOY «HEYJIOBIETBOPHTE
JTBEHO»

CTYJIEHT CTY[IEHT  PacKpPBIBAET | CTYJEHT PACKPhIBAET BOMIPOC | BOIIPOC He
PacKpBIBACT BOIPOC, | BOLPOC, MPAKTHYECKOE | H& B MOTHOH  MEpe, | pacKphiT,
PaKTHYECKOE 3aJlaHue BBITOJNHACT O€3 | nomyckaeT HETOYHOCTH B | IPAKTHUECKOE
3aj1aHMe BHINOJHACT | OIIMOOK, HA bopmyHpOBKaX (1-2 | sananue He
0e3  owmObOK, AOIOJHHUTEIBHBIC OIIHMOKH), IPAKTUYECKOE | BHIMOIHEHO.
YBEPEHHO OTBEYAET | BONPOCEHI OTBCHACT, | 3ananme BBITTOJIHEHO
Ha JIOTIONHHTENbHbIE | AOMYCKACT HETOUHOCTH | yacryuno, ¢ fOMyMICHHEM
BOIIPOCKI B ONpeIeeHUsX OMIHGOK




