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1. Ilean ocBOeHHS AU CIUILIMHBI

Gopmuposanue 3nanuii no.
- MOHATHSIM, LIEJH, 33]la4aM U MIPUHIIUIIAM JeJIONPOU3BOICTBA;
- OCHOBHBIM TMOHSTHSM JIOKYMEHTAIIMOHHOTO 00eCIIeYeHus YIPaBICHHUS;
- crcTeMaM JOKYMEHTAlMOHHOTO 00ecieueH sl yIpaBIeHuUs;
- KJ1accupUKaluu JOKYMEHTOB;
- TpeOOBaHUSAM K COCTABICHHUIO U O()OPMIICHUIO JOKYMEHTOB;
- OpraHM3aly JOKyMEHTOOOOpOoTa: mpHeMmy, 00paboTKe, pPEerucTpalud, KOHTPOIIIO,
XPaHEHUIO TOKYMEHTOB, HOMEHKJIAType JE;
- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHUIO PACTIOPSAUTEIBHON JTOKYMEHTAINH;
- TpeOOBaHUs K COCTABIEHUIO U OPOPMIICHUIO OPTraHU3AI[MOHHOMN IOKYMEHTAaIINH;
- TpeOOBaHUST K COCTaBICHHIO U  OQOPMIICHHIO  HMH(POPMAIMOHHO-CIIPABOYHOM
JIOKYMEHTaIUH;
- TpeOOBaHUs K COCTABIECHUIO U O(POPMIICHHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY;

Gopmuposarue ymeHuil no:
- o(opMIIEHHIO JTOKYMEHTallUh B COOTBETCTBMM C HOpPMAaTHBHOH 0a30H, HCHONb3ys
UH(POPMALIMOHHbIE TEXHOJIOTHH;
- OCYIIECTBICHUIO aBTOMATU3aUN 00pabOTKH IOKYMEHTOB;
- YHU(UKALUU CUCTEMBbI IOKYMEHTALIUY;
- OCYILIECTBJICHUIO XpPaHEHUS U MOMCKA JOKYMEHTOB;
- OCYILIECTBIICHUIO aBTOMATHU3allui 00pabOTKH JOKYMEHTOB;
- HCIIOJIb30BAaHUIO TEJIEKOMMYHUKAaLMOHHBIX TEXHOJIOTUI B JNEKTPOHHOM
JIOKYMEHTOO00POTE;
- 0(pOPMIICHUIO PACTIOPSATUTEIHHOM JOKYMEHTAllUM B COOTBETCTBUU C HOPMATHBHOMU
6a30i, B TOM 4HCIIe C UCIOJIb30BaHNEM HH(POPMAIIMOHHBIX TEXHOJIOT U
- 0(pOpMJICHHIO OPraHU3alMOHHON JOKYMEHTAIlMM B COOTBETCTBHM C HOPMAaTHBHOMN
0a30ii, B TOM YHUCIIE C UCMOIb30BAaHUEM UH(POPMAIIMOHHBIX TEXHOJIOTUI;
- oopmieHno HMH(GOPMAIIMOHHO-CIIPABOYHON JOKYMEHTallUd B COOTBETCTBUU C
HOPMAaTUBHOM 0a30i, B TOM 4HCJIIe C UCIOJIb30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHA;
- 0(QOpPMIIEHHIO JTOKYMEHTAllUU MO JIMYHOMY COCTaBy B COOTBETCTBMM C HOPMAaTHBHOMU
6a30l, B TOM YHCJIEe C UCTIOJIb30BaHUEM WH(POPMAIIMOHHBIX TEXHOJIOTHH.

2. Mecto aucuunymusl B crpykrype IIICC3

VYyebnas aucnumamHa OIL.06  «JlokymeHTanmoHHOe oOOecliedeHHe yIpaBICHUS»  SBISETCS
oOmenpodecCHOHAIBHON JAUCITUIIMHON 001IenpodeccnoHaIbHOTO MuKiIa B cootBeTcTBHH ¢ OI'OC
no cnermanbHocTH CI1O 38.02.01 Dx0oHOMUKA B OyXranTepckuit yueT (o orpacisaM). OcBanBaeTcs Ha
BTOpOM Kypce (3 cemectp).

3. Komnerenuun ody4yawuierocsi, opmupyembie B pe3yJbTaTe 0CBOEHHU S TUCHHIIIUHbBI
B pe3ynbrate ocBOeHUS TUCUUIUIMHBI (POPMUPYIOTCS KOMIIETECHIINH:

HNnaexc

Pacimmdposka npuodperaemMoii KoMneTeHUNH
KOMIIeTCHIIUH




OcCylIeCTBISTh YCTHYIO U MUCbMEHHYIO KOMMYHUKAILIMIO HA TOCY1apCTBEHHOM
OK 05 s3pike Poccuiickoit deneparuu ¢ yaeToM 0COOCHHOCTEH COIMAIEHOTO U
KYJbTYPHOTO KOHTEKCTA

K 1.1 OO6pabaTbIBaTh MEPBUYHBIC OYXTalTEPCKUE TOKYMEHTHI

B pesynbrate OCBOCHHS TUCHMIUIMHBI OOYYArOIIMMCS HODKEH 3HATh: -
MOHATHUE, 1NN, 33/1a4K U IPUHIMIIBI 1eJIONPOU3BOICTBA;

- OCHOBHBIE ITOHATHUS TOKYMEHTALIMOHHOTO 00eCIIeYeHus YIIPaBICHNUS

- CHCTEMBI JIOKyMEHTAIIMOHHOTO 00ECTIeYeHNUs YIPABICHHUS; - KITACCU(PHUKAINIO TOKYMEHTOB,;

- TpeOOBaHMsI K COCTABJICHUIO U O()OPMIIEHUIO TOKYMEHTOB; - OpraHU3altIio JOKYMEHTO000pOTa:

- npuem, 00paboTKy, pETUCTPAIHIO, KOHTPOJIb, XpaHEHHUE JOKYMEHTOB, HOMEHKIIATYPY JeI;

- TpeOOBaHMS K COCTABJICHUIO U O()OPMIICHUIO PACTIOPSIUTEILHON TOKYMEHTAIINH;

- TpeOOBaHMsI K COCTABJICHUIO U O()OPMIIEHUIO OPraHU3alMOHHON IOKyMEHTaluU; -TpeOOBaHUs K
COCTaBJIEHHMI0O M O(OpMIECHHIO HH(OPMAIMOHHO-CIIPAaBOYHOM JOKYMEHTAlMM; -TpeOOBaHUSA K
COCTAaBJICHUI0 M O(OPMIIEHUIO JOKYMEHTOB IIO JIMYHOMY CcOCTaBy; B pe3ynabrare oOCBOCHHs
JUCLUIUIMHBI 00y4YaroIuics 10JIKEH YMeTh:

- ohopMJIATh  JOKYMEHTAllMl0O B COOTBETCTBMM C HOpPMAaTHBHOM  0a30if, uUCHONb3ys
MH(pOPMAaLMOHHbIE TEXHOJIOTHH;

- OCYIIECTBIISTH aBTOMATH3AIMI0 00pabOTKH JOKYMEHTOB;

- YHU(UIMPOBATH CUCTEMbI JOKYMEHTALNH;

- OCYIIECTBIISATh XPAaHEHUE U MTOMCK JTOKYMEHTOB;

- OCYIIECTBISTh aBTOMATU3ALMI0 0OpaOOTKH IOKYMEHTOB;

- HCIIOJIb30BaTh TE€JIEKOMMYHHUKAI[MOHHBIE TEXHOJIOTUU B 3JIEKTPOHHOM JOKYMEHTOOOOPOTE;

- 0hOpMIISITh PACTIOPSAUTENIBHYIO IOKYMEHTAIUIO0 B COOTBETCTBUU C HOPMATHUBHOUN 0a30ii, B TOM
YHCJIe C UCTI0JIb30BaHHEM HH(OPMAIIMOHHBIX TEXHOJIOTHUI;

- 0o(opMIIATH OpPraHU3alMOHHYIO JOKYMEHTAIMI0 B COOTBETCTBMM C HOPMAaTUBHOW 0a3oif, B TOM
qHcIIe ¢ UCTOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHA;

- ohopMisITh MHPOPMAIIMOHHO-CIIPABOYHYIO JIOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATHBHOMU
6a30H, B TOM 4HCJI€ C UCIIOJIb30BaHHEM HH(POPMALIMOHHBIX TEXHOJIOTUH;

- 0opMIIATH TOKYMEHTALMIO 110 JINYHOMY COCTaBY B COOTBETCTBUU C HOPMATUBHOI 6a30l, B TOM
YHClie C UCIIOJIb30BaHHEM HH(OPMAIIMOHHBIX TEXHOJIOTHUI;

4. CTpyKTypa U coepKaHue TUCHUIINHBI

4.1. O0masi TPyI0eMKOCTh IMCHHUIUIMHBI B 4Yacax OO0mas

TPYAOEMKOCTh JUCHHUILIHHBI cocTaBisieT 40 yacos.

dopMa MPOMEKYTOUHON aTTECTAIIMH 10 TUCIHIUIMHE: MU PEepeHIIMPOBAHHbBIN 3a4eT B 3 ceMecTpe.

Bubl 1 gacel ayIMTOPHOU

a0oThBI, UX TPYIOEMKOCTE (B
P ’ Py ( Camocrost|  Tekymue

€JIbHas bopmbl
pabota KOHTPOJISL

Paszpnensl u Temsl yacax)
JUCIUILTAHBI

IIpaktuyec| Jlabopato
Jlexknuu KHe pHBIE
3aHATUS | PAOOTHI

Cemectp




Tema 1 |(OcHOBHBIE
MOJIOKCHUS
TOKYMEHTAI[MOHH 3 4 4 CooOrmieHus
oro obecrieueHus
yIIpaBICHUS
Tema 2 |Cuctembl CooOrmieHus
TOKYMEHTAI[MOHH TecTupoBaHu €
oro obecrieueHus 3 4 4 1
YIIPABJICHUS U UX KOHT’pOHLHaﬂ
ABTOMATHU3AIHs pabota 1
Tema 3 Knaccudukarus
OKYMEHTOB.
ipe?g]saﬂna K Coodmerms
3 4 4 KoHTposibHast
COCTaBIICHUIO U
pabora 2
0(hOpMIICHUIO
TOKYMEHTOB
Tema 4 (Opranuzanus CooOmieHus
paboThI ¢ 3 4 4 KontponbHas
TTOKyMEHTaMHU pabora 3
Bcezo no oucyunaune | 32 16 16




4.2. Conep:xaHue TUCHMILINHBI

HaumenoBanmue pasjaesioB | CoaepskaHue y4eOHOro MaTepuasia, JJabopaTtopHbie padoThl U NpaKkTHYecKune 3aHsaTuss, | O0beM 4acoB YpoBeHb
H TeM caMoCTosiTeJIbHAsI padoTa 00y4aroIMXCst (1ex/ 0CBOEHMS
MPAaKT/CcaMocCT)
1 2 3 4
Tema 1. OcHOBHBIE Conep:xaHue yueOHOro MaTepuasa 10 (4/412)
N0JI0KeH U
JIOKYMEHTALHOHHOTO 1 [enu, 3agaun JOKYMEHTAIMOHHOTO O0ECIIEUEHUs yIIPaBICHUS 2 1
obecreyeHus ynpapjenus | 2 [TpyHLIMIIBI TOKYMEHTALMOHHOTO 00€CIIEYeHNs YIIPaBIECHUS 2
IIpakTnyeckune 3aHATHSA 1
1 Henu, 3a1aun ¥ NPUHIUIBI JOKYMEHTALIMOHHOTO 00€CTIEeUeHUs! YIIPABIICHUS 4
CamocrosiTesibHasA padoTa o0yuyawuierocs 2 2
1 IloaroToBKa JOKJIAIOB MO TEME I, 3a7a4d U MPUHIIUIIBI JOKYMEHTAIMOHHOTO
obecneuenus ynpasieHus»: ['naguit E. B. JlokymenTanmonHnoe obecrneyeHue ynpapieHus :
yuebHoe nocobue / E. B. I'manuii. — Mocksa : 11 PUOP, HUL] UHO®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. CucremMsl Conep:xaHue y4eOHOT0 MaTepHUasa 8 (4/212)
AOKYMEHTAIlHOHHOTO
obecrieuenus ynpasienus | 1 CucTteMbl TOKyMEHTALMOHHOTO 00ecreueH sl yIpaBiIeHus 2 1
M UX aBTOMATH3ALHS 2 ABTOMAaTH3aIMsl CUCTEM JOKYMEHTAI[MOHHOTO 00ECTIEYEeHUs yIIPaBICHUS 2
IIpakTHYeckue 3aHATUS 2 2
1 Cucrembl TOKyMEHTAIIMOHHOTO 00eCIIeYeHUs YIIPaBICHUS
CamocrosiTesibHasi padoTa 00yyaromerocs 0 2

1 IToarotoBka cooOrieHwuit 1Mo Teme «CUCTEMBI TOKYMEHTAIIHOHHOTO 00eCTIeYeHHS
VIIPaBICHUS»:

I'mamuii E. B. JJoxymeHTanmonHoe oOecrieueHue yrnpasieHus : ydeOHoe mocoome / E. B.
I'magmii. — Mocksa : UL PUOP, HUL] UH®PA-M, 2016. — 249 c. — (IIpodeccuonansuoe
oOpa3oBaHme). — 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 (narta oOpareHus:
10.02.2020). — TeKcT : 3IeKTPOHHBIH, CTp. 26-42

Tema 3. Kinnaccupukanus
A0KyMeHTOB. TpedoBanusi
K COCTABJIEHHIO U
odopmiteHHIO
JAOKYMEHTOB

npusHakaM 2 TpeOoBaHUS K COCTAaBICHUIO U

0(pOPMIICHHIO TOKYMEHTOB:

- TpeOOBaHUS K COCTABICHUIO U O(POPMIICHHIO PACTIOPSAIUTEIBHON TOKYMEHTALINY;

- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHIO OPraHN3allMOHHON JOKYMEHTAIIH;
-Tpe0OBaHUS K COCTABJICHUIO M 0(OPMIICHHIO HH(OPMAITHOHHO-CIIPABOYHON JTOKYMEHTAIINH;
-Tpe0OBaHUs K COCTaBJICHUIO U O(OPMIICHHUIO TJOKYMEHTOB 110 JINYHOMY COCTaBY

Conep:xanue yueOHOro MaTepuasa 8
(4/2/1)
1 Knaccudukanusi TOKyMEHTOB MO Pa3IMYHBIM 4

IIpakTH4yeckue 3aHATHS

1  Krnaccudukanus J0KyMEHTOB IO pa3InYHBIM IIPU3HAKaM

2 TpeboBaHUs K COCTaBICHUIO U OQOPMIICHHUIO TOKYMEHTOB:
- o(opMIIeHHIO paCTOPAIUTENbHON JOKYMEHTAIllMM B COOTBETCTBHMM C HOPMAaTHBHOMN
6a30H, B TOM 4HCJI€ C UCIIOJIb30BaHHMEM HH(POPMALIMOHHBIX TEXHOJIOTUH;
- o(hopMIIEHHIO OpPraHU3ALMOHHOW JOKYMEHTAllMM B COOTBETCTBUM C HOPMAaTHBHOMN
6a30H, B TOM 4HCJI€ C UCIOJIb30BaHNEM MH(POPMALIMOHHBIX TEXHOJIOTUH;
- oopmieHno MH(OPMAIIMOHHO-CIIPAaBOYHON JOKYMEHTAallMM B COOTBETCTBUU C
HOPMAaTUBHOI 0a30i, B TOM YHUCJIE€ C HCIOJIb30BAHHEM HH(OPMALMOHHBIX TEXHOJIOTUM;
0 OpPMIIEHHIO JOKYMEHTAIMH 0 JUYHOMY COCTaBy B COOTBETCTBUHU C HOPMAaTUBHOI 0a3oil, B
TOM YHCJIE C UCTIOJIb30BaHNEM UH(POPMAIIMOHHBIX TEXHOIOTHM

CamocTtosiTeibHas padoTa o0yuyalouerocs

1 IToxrotoBka coobuiennii o Teme «Knaccuduxanus J0KYMEHTOB 10 pa3InYHbIM
MPU3HAKAM»:

['youna O. B. Ananu3 punancoBo-x03sHCTBEHHOU AesTenbHoCcTH @ yueOHuk / O. B. ['youna, B.
E.

['yOuH. — 2-e uzn., nepepad. u jpom. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. —



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

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

PIICKTPOHHBIN, CTP. 43-55

Tema 4. Opranuzanust
padoThI C IOKYyMEHTAMM

yrpasieHus 2 Opranuzanys onepaTUBHOTO XpaHEHUs
TOKYMEHTOB

Conaep:xkaHue yueOHOr0o MaTepuaja 6 (4/2/1)
1  Cuyx0a JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YITPABICHUS
2 Opranu3zaiys onepaTUBHOTO XPaHEHHS TOKYMEHTOB

IpakTHyecKue 3aHATHS

1 Cny»06a TOKYMEHTAaIIMOHHOT'O 00EeCTICUeHUS 2

CamocrosiTesibHas padoTa 00y4yaomerocs

1 IToaroroBka coobuiennii no Teme «Opranuszanus cyx0 J0OKyMEHTallMOHHOIO 00ecreueHus
YIIpaBJIECHUS»:

['youna O. B. Ananu3 ¢puHaHCOBO-X03HCTBEHHON NesTeNbHOCTH : yueOHuk / O. B. I'yOuna, B.
E. I'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 (nata obpamenus: 16.10.2020). — Tekcr :
HIIeKTPOHHBIH, cTp. 140-2012 [ToaroroBka coobuieHuit mo teme «Opranuzanus onepaTUBHOIO
XpaHEHHsI JOKYMEHTOB:

['youna O. B. Ananu3 ¢puHaHCcOBO-X035HCTBEHHOM AesTenbHoCTH : yueOHuk / O. B. 'ybuna, B.
E.

['yOoun. — 2-e uzn., nepepad. u gon. — MockBa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata oopamenus: 16.10.2020). — Texcr :

HIIEKTPOHHBIN cTp. 202-214

Bcero

40
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4.3. CTpyKTypa U coJepKaHue CAMOCTOATEJbHOMH PadoThI AU CHUILIMHBI

TpynoemMkocTh Dopmbl
Paznen B . (B yacax) KOHTPOJIS
F— Wbl CAMOCTOSITENIBHON pabOThI AMOCTOSTCILHOR
paboThI
1| 2 3 4 5)
Tema| OcHOBHBIC [TonroroBka JOKIJIAJ OB 110 TEME «IIEJH,
1 [IOJIOKEHUS | 3/1a4¥l ¥ IPUHIIMITBI JJOKYMEHTAIIHOHHOTO
nokymenrtanu | obecnieuenus ynpasienus»: [manuii E. B.
OHHOTI'O JlokyMeHTalmoHHOe o0ecrieueHne
obecreyenus | YIpaBieHus : yueOnoe nmocobue /
yIIpaBJICHUS E. B. FJI&I[I/IIZ. — Mocksa : I/H_[ PI/IOP, HI/H_I 2 COGCCCI{OBaHI/Ie
NHOPA-M, 2016. — 249 c. —
(ITpodheccuonansuoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (mara obpamienus: 10.02.2020). — Tekcr :
ANIEeKTpOHHBIN.CcTp. 11-25
Tema| CucteMsl IToaroroska cooOmmennii mo teme «CucTeMbl
2 JOKYMEHTAIH | JOKYMEHTAI[HOHHOTO 00EeCTICYeHUs
OHHOTO YIpaBICHUS»:
obecnieuenus | I'mamuit E. B. JlokymeHTanmonHoe
yhpasjieHus | OOECTIEUeHHe yrpaBjieHus : y4eOHoe mocooue
U UX /
aBromaruzan | E. B. 'maguit. — Mocksa : UL PUOP, HUL] 2 CobecenoBanue
ust NHOPA-M, 2016. — 249 c. —
(ITpoeccuonansHoe oOpazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Tekcer :
AIIEKTPOHHBIN, CcTp. 26-42
Tema| Knaccuguka | [ToaroroBka cooOrieHuii mo reme
3 s «Knaccuduxanus 10KyMeHTOB IO pa3IM4HbIM
AOKYMEHTOB. | pyspakam»:
TpeOosan ['youna O. B. Ananus
K (MHAHCOBOXO35HCTBEHHON JEATEIHLHOCTH :
COCTaBJICHHUIO y‘-Ie6HI/IK /0.
" B. I'youna, B. E. I'yOun. — 2-e uzn., nepepad.
Zg’gx ;{ef;m u zio11. — Mocksa : ®OPYM : HTHOPA-M, 1 Cobecenonanue
2021. — 335 ¢. — (Cpennee mpohecCHOHATBEHOE
obpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mata obpamenus: 16.10.2020). — Teker :
AIIEKTPOHHBIN, 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
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https://new.znanium.com/catalog/product/468335
https://znanium.com/catalog/product/1079336
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Tema| Opranuzanus| 1 [TogroroBka cooOIeHMI MO TEME

4 paboThI C «Opraamu3anus ciry:x0 T0KyMEHTaIIHOHHOTO
AOKYMCHTAM | oGecrnieueHus ynpasieHus»: ['youna O. B.
u Ananu3 (pUHAHCOBOXO35IICTBEHHON

nesitenbHOCTH : yueOHuk / O. B. I'youna, B.
E. I'yOun. — 2-e u3z., nepepad. u
morr. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 c¢. — (Cpenuee npodeccruoHaibHOe
oOpazoBanue). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara oopamenus: 16.10.2020). — Tekcr :
PIICKTPOHHBIN, cTp. 140-201
2 IlonroroBka cooOIIEHUH IO TEME
«Opraau3aiys OrnepaTuBHOTO XPAaHCHHUS
ITOKYMECHTOBY:
['youna O. B. Ananus
(hUHAHCOBOXO3SIICTBEHHOM JIEATEILHOCTH :
yaebnuk / O.

1 CobecenoBanue

B. 'youna, B. E. ['y6un. — 2-e u3z., nepepab. u
morr. — Mocksa : ®DOPYM : UHOPA-M, 2021.
— 335 c. — (Cpennee npodeccroHaibHOe
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5. O6pa3oBaTesibHbIE TEXHOJIOTHH

OcBoenne auUCHUIUTMHBI  «JlOKyMEHTallMOHHOEe oOOecreueHne YOpaBlIeHHsS» TMpPeAroJiaraer
UCIIOJIb30BAaHUE KaK TPAaJWLUOHHBIX (JIEKIUH, IPAKTUYECKHE 3aHATHS C HCIOJIb30BaHUEM
METOJUYECKMX MaTepuaioB), TaK M HHHOBAIIMOHHBIX OOpa30BaTEIbHBIX TEXHOJOTUH C
HCIIOJIb30BaHUEM B Yy4eOHOM MPOIECCe AKTUBHBIX W MHTEPAKTUBHBIX ()OPM MPOBEJEHUS 3aHSITHIA:
BBITOJIHEHHUE Psijla PAKTUUYECKUX 3aJIlaHUH ¢ MCIIOJIb30BaHHEM MPOPECCHOHATIBHBIX MPOrPaMMHBIX
CPEACTB CO3JaHUSI W BEIEHHs OJJIEKTPOHHBIX ©0a3 JaHHBIX; MYJIbTUMEAUNHHBIX MPOrpamMM,
BKJIIOUYAIOLIUX TOJTOTOBKY U BBICTYIIJIEHHUS CTY/IEHTOB Ha CEMUHAPCKUX 3aHATUSAX ¢ (OTO-, ayno-
U BUJEOMaTepHallaMd [0 TPEMJIOKEHHONM Temaruke. BrpimonHeHue 3amaHuil  TpeOyer
UCIIOJIb30BaHUSI HE TOJIBKO Y4YeOHHMKOB M MOCOOMH, HO W uWHOpMalMH, COAep)Kallencs B
HurepHere.

Ha nekmusx W NpakTHYECKUX 3aHATHSIX MCHOJB3YKOTCS: -

UH(POPMALIMOHHAS U MTPE3CHTA[MOHHAS JICKIIHS,;

- Oecenbl U TUCKYCCHH.
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3aHaTHA, IPOBOIMMbIE B AKTUBHOI U HHTEPAKTUBHONH (hopmax

Homep HanmeHnoBanue Temsl DopMa IpoBENCHU O0bem B

TEMBI BAHSTUS yacax

Tema 1 OcHOBHBIE  TOJIOKCHHS  JOKyMeHTanuoHHoro |CoOecenoBaHue 2
oOecrieueHus yrnpaBaeHUS

Tema 2 Cuctembl  JOKyMEHTallMoHHOro  obecneuenust |[CobecemoBaHue 2
VIIPaBICHUS W UX aBTOMAaTH3aIUs

Tema 3 Knaccudukanust nokymeHToB. TpeboBaHus K CobecenoBanue 2
COCTaBJICHUIO ¥ O(OPMIICHHIO TOKYMEHTOB

Tema 4 Opranu3anus padoThl C TOKYMEHTaMH CobecenoBanue 2

Bcero mo nucruruiiae 8

6. OueHo4HbIE CpeacTBa AJd TEKYIIEro KOHTPOJIA yClI€eBaeMOCTH, leOMe)KyTO'—IHOﬁ aTrecranumn
o U TOraM OCBOCHHUs JUCHUIIJIMHBI

6.1 OueHovHbIe cpeacTBa AJIs1 TEKYLIEr0 KOHTPOJIS yCIIeBaeMOCTH

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

1. Komniencarus HaneceHHOTro yiiepoa

2. Anpecat

3. OTBeTunkK

4. TpeboBaHue BepHYTh ACHBTH.
2) Yewm mpuKa3 OTIMYAETCS OT PACIIOPSIKCHHUS

1. 30HOI BIUSHUS

2. OTBETCTBEHHOCTHIO

3. Cpokamu HCIIOTHCHHUS

4. CnoBo «IIpuKa3bIBal0» 3aMEHSETCS CIIOBOM «IIpEJjIararo.
3) T'me craButcs rpud coraacoBaHMs U YTBEPIKIACHUA:

1. B mpaBom BepxHeM yriy

2. B neBom BepxHeM yriy

3. Buusy nokymenTa.

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

1. OcHoBHbIE CBOWCTBA U IPU3HAKHU JTOKYMEHTA.

2. Knaccudpukamuss ~ JTOKYMEHTOB 1O  pPa3IUYHbIM  IpPHU3HAKAM.

yrnoTpeOuTeNbHbIC BUABI KIaCCHPUKAIUI.

Knaccugukaius 10KyMEHTOB IO COJIEPKAHUIO.

No ok ow

8. YHuudumnupoBanHas ¢opma JIOKYMEHTA.

PernamenTarnus nenonpon3Bo/ICTBa.

9. VHuukauus u craHaapTU3aLUs T0OKyMEHTOB.

Knaccudukanmsi 1OKyMEHTOB 10 THITY HOCHUTEIICH.
OCHOBHBIE HANpaBJICHUS COBEPLICHCTBOBAHUS PAOOTHI C IOKYyMEHTaMH.

Hauboiee

Knaccudukanus JOKyMEHTOB 110 XapakTepy HHPOPMAIIMOHHBIX CBA3€H MpeAnpusTUSI.
Knaccugukarus ynpaBieHUeCKHX JOKYMEHTOB MO (DyHKIIMOHAJILHOMY Ha3HAYEHHUIO.

Dopmylisip  TOKYMEHTA.




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

KonTpoasnas padora 2 (OK 05, IIK 1.1.)

IIpumep 3apanni

1) Kakue pa3HOBUIHOCTH CITy)KEOHBIX ITUCEM BBI 3HACTE:
1. ITpurnamenue

. Hamomunanue

ITozppaBienue

Ortka3

Coobmenue

[Ipenynpexnenue

[Iperensus

biaromapHocThb

©ooNo Ok wWN

IToaTBepxxaeHue
10. VYrpoza
2) Uem oTiruaercs ciay)XeOHOe MUCHMO OT JIOKJIQHOM 3aIiCKHU:
1. O6vemom
2. IlpenHasHayeHUEM
3. Anpecatom
4. ConepxaHueM
3) Kakue 1oKyMEeHTBI 110 JINYHOMY COCTaBY MOKHO BBIJICIIHUTh:
1. Ilpuka3 06 yBosIbHEHUU
2. PacniopsbxeHne o IpoBeleHNHN cy000THHKA
3. Ipukas 06 yBeMueHUH HAJOABKH
4. AKT 0 mpuemMke ToBapa
5. Haknannas
4) Kakue BUIbI TPOTOKOJIA CYIIECTBYIOT:
1. CoxpartieHHBIH
2. Pa3BepHyTHIi
3. IomHbrit
4. Kpatkuil.
5) Uto 00111ero y mpeTeH3HOHHOTO MHChbMa U HCKOBOTO 3asIBJICHHUS:
1. Komnencanusi HaHeCEHHOTO yiepoa
2. Anpecat
3. OTBeT4HK
4. TpeGoBaHHEe BEPHYTH JCHBIH.
6) Uem mpuka3 OTIaMYaeTcs OT PaCIIOPSIKESHUSL:
1. 3oHoli BIUsSHUA
2. OTBETCTBEHHOCTHIO
3. CpokaMu UCTIOJTHCHHS
4. CH0BO «IIPUKA3bIBAI0Y 3aMEHSIETCS CIIOBOM «ITPEIIararoy.
7) I'ne craButcs rpud cornacoBaHMs U YTBEPIKIACHUS:
1. B mpaBom BepxHem yray 2. B
JICBOM BEPXHEM YTIIy
1. BHu3y nokymeHra.



Kontpoabnasi padora 3 (OK 05, 1K 1.1.)
IIpumep 3apanni
1) Ha kakue MOTOKH JCIUTCS JOKYMEHTOO0OPOT:

1. Bxopngiue
2. Ucxonamniue
3. Bremnune

4. Buyrtpennue
2) T'me perucTpupyroTCs JOKYMEHTHI:
1. B cnienmanbHOM 00111€M JKypHATIS
2. B xypHaie BXoIAIMX JOKYMEHTOB
3. B xypHaiie ncxoasimux JOKyMEHTOB.
3) CkoibKO HEOOXOIUMO XPaHUTh JOKYMEHTBI Ha IPEATIPUSATHH:
3 roma
5 ner
70 ner.
VY kaxa0ro Bua TOKyMEHTa CBOM CPOKH.
4) s 4ero He0OXOIUM KOHTPOJIb HCIIOTHEHHSI JOKYMEHTOB:
JJis1 Ka4eCTBEHHOT'O UCIIOJTHEHUS
Jl1ig Haka3aHus, B cy4yae HeyAauu
s orueTHOCTH

PoODNMNPEPEDAODNOR

Jns nopsiaka
5) Tlouemy XpaHST JOKYMEHTHI [UTHTEIBHOE BPEMSI:
1. J1y1st BOCCTaHOBIICHUSI COOBITHI
2. JI71st “ICcoNIb30BaHMs EHHOTO OMbITa
3. Ha namars o nmroasx
4. Jns noxas3aTenbCTB B CyAE.

6.2 OueHovHbIe cpeacTBA AJIs1 MIPOMEKYTOYHOMH ATTECTAIMM 110 UTOTaM OCBOCHUS JUCHHUILIMHBI
3aganus k nuddepeHuMpoBaHHOMY 3a4eTy

1. CoctaBuTh U O(GOPMHUTH MpPHKA3 IO OCHOBHOM JesATeNbHOCTHM 00 wuTOorax paboThl ¢
nokymentamu B 2017 romy ITAO «Mup». B koHcTaTupyromeil 4acTu yKaKUT€ Ha HHU3KYIO
TpeOOBATENLHOCTh PYKOBOJAUTENEH TOJpa3/ieieHuii K KayecTBY MOJATOTOBKM JIOKYMEHTOB U
KOHTPOJISI UX UCHONHEHHs. B pacmopsiauTenpbHONH yacTH oOpaTHTe BHHMaHUE PYKOBOJUTENEH Ha
MOBBINICHHE TPeOOBAaTEILHOCTH K PaOOTHUKAM B 4YacTH paboOThl ¢ JAoKymMeHTamu. Jlaiite 3amanme
pabOTHHKY, OTBEYAIOIIIEMY 3a JEIOMPOU3BOJICTBO, Ha Pa3pabOTKy Mep MO YIYUIICHHIO 3TOH pabOThI
(OK 05, IIK 1.1.).

2. CoctaButh ¥ O(OPMUTH pACHOpSDKEHHE. YKaXHTe, 4YTO B CBS3U C MPEACTOSIUMHU
CTPYKTYpPHBIMH H3MEHEHHSIMH JIHUPEKTOpP OOSA3bIBAET MPOBECTH IMPOBEPKY IITATHO-(PUMHAHCOBOM
JUCIHUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CPOK BBIMOJHEHMS, KOHTPOJb 32 BBINOJHEHHEM
pacnopsKEeHHsI BO3JIOKUTE Ha 3aM.JUpeKTopa. Jlpyrue NaHHble B TEKCT€ M PEKBU3UTHI YKAXKUTE
camoctosarensHo (OK 05, IIK 1.1.)

3. CocTaBuTh U OQPOPMUTH aKT O PEBU3MH KacChl. B TeKCTe yKakuTe, YTO B pe3ylbTare peBU3NU
OBLIIO YCTaHOBJIEHO, YTO OCTATOK JICHET B KacCe COTIACHO JIaHHBIM OyXTaJITepCKOro ydyeTa COCTaBUI 3
521 000 py6., HeOCTauM HATMYHBIX JCHET 10 BUHE Kaccupa He oOHapyxeHno (OK 05, IIK 1.1.)



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

S. CoctaButh © O(GOPMUTH NUCBMO-TIPOCHOY  HAYAIbHUKA  IUIAHOBO-KOHOMUYECKOTO
ynpasinenuss IIAO «Penyktop» B anpec nupekrtopa MHCTUTyTa 5SKOHOMUKHM € IIPOCHOOM
PEKOMEH/I0BaTh CIIECLUAINCTOB U3 YHCIA BBITYCKHUKOB 3a0YHOTO OTJEJICHUS MHCTUTYTA MOCIEIHUX
JIET, UMEIOIIUX OMBIT pabOThI B 001aCTH SKOHOMUKH MPOMBILIUICHHBIX MPEANPUATUH, HA TIOJDKHOCTH
HKOHOMHCTOB yIpaBieHus. B muceMe ObLIO BBICKA3aHO IMOXKETAHWE NMPETCHICHTaM Ha BaKaHTHbBIE
JIOJDKHOCTH TIOATOTOBHUTH PE3IOME M NPUCIATh WX MO (akcy B aApec yNpaBiCHUS, a TAKKe, IO
BO3MOXXHOCTH, MPEJICTaBUTh PEKOMEHJATelIbHble MUChMa C MOCIEAHUX MecT paboTel. OcTajbHbIE
naHHble ykaxkute camocroarenbHo (OK 05, K 1.1.)

6. CocraButh 1 opopmuth npukas AO «Toproseiii 1oM «MepKypHil» 0 TUKBUIAIIMKA Mara3uHa
«Tpukotaxk». MarasuH JIMKBUAUPYETCS B CBA3M C HEPEHTAOEIBbHOCTHIO M B LENSAX COKpAIlECHUs
pacxonoB. [Ipuka3zom ITUKBUAUPOBAH Mara3uH; CO3JaHa JUKBUIAIIMOHHAS KOMUCCHS, COCTOAIIAS U3
3amectuTenst TeHepanbHoro gupekropa AQO «Toproeeiii gom «Mepkypuit» (mpeacenaTelnb
KOMUCCHH), IUpEKTOpa MarazuHa «TpHKOTaX» M HadaJdbHUKA 3KoHOMHUYeckoro oraena AQO; naHbl
NOpYYEHUsl IMpEJCeAaTeN0 JIMKBUJAIMOHHOM KOMMCCHUM IO CpPOKY IIpPEJICTaBICHHUS aKTa
JUKBUJIAIUOHHON KOMHUCCHH, 3aMECTUTENIO F€HEPATbHOIO JTUPEKTOpa MO KOHOMUKE 10 BHECEHUIO
MIPEIOKEHUH O aTbHEHIIIeM HCTIoJIb30BaHUHU ocBoOok marorerocs nmomenienus (OK 05, IIK 1.1.)

7. CocraButh ¥ O(GOPMUTH pacHoOpsLKEHUE. YKaXKUTE, YTO B CBS3M C MPEACTOSALIUMU
CTPYKTYPHBIMH HW3MEHEHHSMHU JUPEKTOP OOS3BIBACT MPOBECTH MPOBEPKY INTATHO-(QUHAHCOBOU
JTUCIHUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CPOK BBHIMOJHEHHs, KOHTPOJb 32 BBHINOJHEHHEM
pacropspKeHHs BO3JIOKUTE Ha 3aM.JUpeKTopa. Jpyrue naHHbBIE B TEKCTE U PEKBU3UTBHl YKa)KUTE
camoctosarensHo (OK 05, TIK 1.1.)

8. CoctaBuTh U OGOPMHUTH AKT MPOBEPKU (PUHAHCOBO-XO35IHICTBEHHOW NEATEIBHOCTH BAIlIEro
npennpusatus. OcHoBaHueM sBisercss npuka3 aupekropa ot 00.00.0000 Ne 21 «O co3panun
KOMUCCHUM 1O HpoBepKe (UHAHCOBO-XO3SMCTBEHHOM jesrtenbHOCcTH» (CocTaB  KOMHCCHUU:
npejceaarenab — 3aM. JUPEKTOPA; YIEHbl KOMUCCUU: 3aM.IJIaBHOTO OyXrajirepa, HHX€HEep-3KOHOMHUCT,
Oyxranrtep-peBuzop. B pesynprare nmpoBepkd ObUIO YCTaHOBJIEHO HApyILIEHHE B CHCTEME ydeTa
ob6opynoBanus (OK 05, IIK 1.1.)

9. CoctaBuTh U 0QOPMUTH MHCbMO HauaidbHUKaA oTAena peksnambl [TAO «3Jrtanon» B aapec
YHUTAPHOTO MYHHUIIMIAIBLHOTO MPEANPUATHS «3€JIeHbI 60p» 0 TOMOIHUTEIbHOM (PMHAHCHPOBAHUU
3aka3a Ne 24 Ha U3rOTOBJIEHHE PEKJIAMHBIX ITPOCHEKTOB B CBSI3U C POCTOM LIeH Ha Mojurpaduyeckue
yCIIyTH BO BTOPOM KBapTajleé TEKYIIEro rojla U U3MEHEHNEM CMETHI 3aTpaT. B nmuceMe ykas3slBaloch,
YTO BBINOJIHEHHE 3aKa3a OyAeT OCYIIECTBICHO TOJIbKO MpPH JOIMOJHUTEIBHOM BbIAENEHUU 23
ThIC.py0. OcTanbHble AaHHbIE YKaxkuTe camocTosaTensHo (OK 05, 1K 1.1.)

10.  CocraButh u odopmuth npuka3 [TAO «Pagyra» o peopraHuzaniy KaHIEISIpPUA B OTHAENT
nH(popMaMOHHO-TOKyMeHTannoHHoro  obecriedenust (OMJIO). B koncraTupyromei dYacTu
HEOOXOUMO coclaThcs Ha pacliupeHre QYHKIHMA U BHEApEeHHE B pabOTy CHUCTEMBI 3JIEKTPOHHOTO
JOKyMeHT00OopoTa. B pacnopsauTenbHON yacTH ycTaHAaBIMBAETCS IITaTHAsl YUCIEHHOCTh OTJiENa B
KOJIMYECTBE 7 UEJOBEK, NAIOTCS MOPYYEHMs] HAYAJIbHUKY SKOHOMHMYECKOIO OTIENAa IO BHECEHUIO
U3MEHEHUH B IITaTHOE PAaCHUCAHWE M HAYAJIBbHUKY KaHLEISPUU MO pa3paboTKe MOI0XKEHUs 00
ONJO. OcranpHble JaHHbIE YKaxkuTe camocrosTenbHo (OK 05, TIIK 1.1.)

11.  CocraBuTh U 0OPMHUTH YKa3aHUE 3aM.IUPEKTOpa (UPMBI 00 OpraHU3AIMH KOMHPOBAIHHO-
MHOXHTEIBHOrO O10po. B Tekcre ykakuTe, YTO B COOTBETCTBUM C NPUKA30M AMPEKTOPA, 3aM.
nupekTopa (GUPMBI O0S3BIBAET 3aB. KONMHUPOBAIHLHO-MHOKUTEIHLHOTO OIOpo paspadborarb ¢dopmy
3aKa3a Ha pa3MHOXKEHHE JOKYMEHTOB, BbIIaBaTh Pa3MHOKEHHBIE JOKYMEHTBHI HCIOJHHUTEISIM C



COOTBETCTBYIOILIEH PACHHUCKON B XKypHaJle y4eTa, perMCTPUpPOBaTh MOCTYNAIOIINE Ha Pa3MHOKEHUE
JIOKYMEHTBI, KOHTPOJIb UCIIOJTHEHHUS BO3JIOKUTH Ha HauanbHUKa obmiero oraena (OK 05, IIK 1.1.)

12.  CocraButh U opopMuTh akT no npeanpusaTHio «KaHoH» 00 HTOrax pPeBH3UM IO MPOBEPKE
¢uHancoBoro oruera. B Tekcre ykaxute, 4To peBU3HEl OOHApy:KeHBI (PaKkThl TPyOOro HapyIICHUS
(pMHAHCOBOTO y4eTa U OTUYETHOCTH IO KOMaHAMPOBKAM, OTCYTCTBHE JKypHaJIa y4eTa JOBEPEHHOCTEH
(OK 05, IIK 1.1.)

13. CocraButh U oopmuth nmucbmo aupekropa AO «Dacan» Copoxnna B.A. reHepaibHOMY
mupextopy AO «Kunctpoii» MapkoBy H.H. ¢ npeanoxxenrem 00 oka3aHUM PEKIAMHBIX YCIYT JUIs
OPOABMXKEHMSI CIIpOca HA KBAPTHPbl B  CTPOSIIUXCS OKUIBIX jgomax. IlpenBaputenbHas
JIOTOBOPEHHOCTh O pEKJIaMHOM KaMmmaHuM OblIa JOCTHUTHYTA B XOJI€ COCTOSIBIIMXCS paHee
neperoBopoB. OcTanbHble JaHHbIe YKaxuTe camoctoaresbHo (OK 05, 1K 1.1.)

14.  CocraBuTh 1 0OPMHUTH yKa3aHHE 3aM. AUPEKTOpa (PUPMBI 00 OpraHU3alUu KOMHPOBAIHHO-
MHOXHTEIBHOr0 O010po. B Tekcre ykakuTe, YTO B COOTBETCTBUM C IPUKA30M AMPEKTOPA, 3aM.
qupekTopa (GUPMBl 00s3bIBACT 3aB. KONUPOBAIBHO-MHOXXUTEIBHOrO OHOpo pazpaboTath (opmy
3aKa3a Ha pa3MHOXEHHE JOKYMEHTOB, BbIaBaThb Pa3MHOXKEHHbBIE JOKYMEHTBHI HCIIOJHHUTEISIM C
COOTBETCTBYIOILIEH PACHUCKON B XKypHaJle y4yeTa, perucTpUpOBaTh MOCTYMNAIOIINE Ha Pa3MHOKEHUE
JOKYMEHTBI, KOHTPOJIb HCIIOJTHEHHUSI BO3JIOKUTH Ha HadasbHuKa obmero otaena (OK 05, IIK 1.1.)

15. CocraButh U 0¢GOpPMHUTH JOKJIAJHYIO 3alUCKy IJIaBHOTO OyXrajirepa pyKOBOAMTEIIO
OPEANPUATHS O HEOOXOJMMOCTH LEHTPAIM3alUU pPAcdyeToB ¢ pPaOOTHUKAMHU TpeanpusTus. B
00s13aHHOCTH Y4YETHBIX pAa0OTHUKOB IIEXOB JOJDKHO BXOAUTh JHIIb O(OpPMIIEHHE YYETHBIX
JIOKYMEHTOB 10 y4eTy BbIpaOOTKU. B noknagHol 3amucke HEOOXOAMMO I0/aTh MPEATIOKEHHE IO
[EpecMOTpY IUTAaTOB, OTYETHHIX PaOOTHHUKOB B II€XaX W INIABHOW OyXrajTepuu M3 pacuera oOILero
COKpalieHus mraroB He Menee yeM Ha 20% (OK 05, IIK 1.1.)

16. CocTaBuTh U 0POPMUTH aKT 00 UTOrax JOKYMEHTAJIbHOW PEBU3MM pabOThl OpraHMU3alMM 3a
OTYeTHBIH roj. B akre peBu3uM 3aUKCUPOBAHbI CIEAYIOIIME HEAOCTATKH: HE YHOPSAIOYEH YYer
JUYHOTO COCTaBa, HEKOTOPbIE JIMYHbIE JelIa HaxoasTcs B 3anyiieHHoM coctosiHuu (OK 05, TIK 1.1.)
17. CocTaBuTh U OPOPMHUTH aKT O CHHCAHMM UMYyLIECTBa. B TekcTe ykakuTe, 4YTO O MEPUOA C
00.00.0000 mo 00.00.0000 xomuccust mnpoBesna pabOTy MO YCTAaHOBICHHWIO HENPHUTOJHOTO K
JabHEeHIIeMy HCHOJIb30BaHUIO MMyIIecTBa. B pe3ymbraTte paboThl OBUIO YCTaHOBJIEHO, YTO
UMYILIECTBO, COTJIACHO MpWJIaraéMoOMy K akTy IIE€pe4HIO, TIOJJIEKHUT CIHCAHHUI0O B CBSI3U C
HEMPUTOIHOCTHIO JyTs ucnoias3oBanus (OK 05, TIK 1.1.)

18.  CocraButh M O(GOPMUTH NHMCHBMO-TIpUINIalIeHHe areHTcTBa «VH(popMaMOHHO-TIPaBOBBIE
CHCTEMBI» 00 ydacTuu B ceMHHape « TeXHOIOrnyeckre u MpaBoBbIE ACMIEKThI 3aLIUThl KOMMEPYECKOM
uHpopmanun» (OK 05, IIK 1.1.)

19.  CocraButh U 0OpMUTH TUCbMO-0TKa3 Hoaurpapuyeckoro npennpusatus «Ilaptaep» (ITAO)
aKIMoHepHOMY o0miecTBy «CalioT» MO BONPOCY BBHIMOJIHEHHUS 3aKa3a Ha W3rOTOBJIEHHE OJaHKOB
yuyeta M oT4deTHOCTH. [IpmumMHON OTKa3a sBWIACh PEKOHCTPYKIMS IE€YaTHOro Iiexa, KoTopas
MPOJIMTCS IO KOHIIA TIEPBOTO MOJYTOUs; Apyrue naHHele ykaxurte camoctosteapHo (OK 05, TIK
1.1)

20.  CocraButh u opopmuts npukas [TAO «Cxiag» 06 obecriedyeHnn MokapHoi 6e30MacHOCTH U
YCUJIEHUU OXpaHbl MpeAnpusAtus. B KOHCTaTupyromleli YacTh COLUIMTECh Ha OINAacHOCTb
TEPPOPUCTUYECKUX aKTOB M YKaXHUTe LeJdb oOecreueHusi Oe30MacHOCTH JIOAEH U COXpaHEHHe
umymiecTBa. B pacropsauTenbHO 4acTu cienyeT 00s13aTh HadalbHUKA OTJENa oXpaHbl JIoKKHMHA
K.X. ycuinTh mpomycKHOM peXKUM M OpraHu3oBaTh KPYIVIOCYTOYHOE IEKYpCTBO Ha ckiage Nel;
komeHgaHTa 31aHus Cyxux B.H. — mpoBepuTh cOCTOSIHME CHUTHalIM3allMd U 3JIEKTPOIPOBOJKH, a
HayaJbHHKAa agMuUHUCTpaTuBHOro otnaena Ilerpenko O.II. — mnepeBecth Ha ckiang  Nel
BocIUIameHstomuecs BemiectBa. Octanbabie qanHble ykaxkure (OK 05, IIK 1.1.)



21.  CocraButb ¥ OQOPMHUTH [OKJIAJHYIO 3aMUCKy HaYaJbHUKA OTAENa PYKOBOJIUTEIIO
npennpusaTisi 0 ¢GakTe HEBBINIOJHEHUS PACIOPSDKEHUS O MOHTaXke O0OpYyIOBaHUS Ha Y4acTKe IO
MIPUYHMHE CJIA00TO KOHTPOJIS co cTopoHsbI riaBHoro 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 NIPOBEPKE KacChl. B TekcTe yKaXuTe, 4TO B pe3yibTaTe
PEBU3UM KAaCChl KOMUCCHSI YCTAaHOBUJIA: OCTAaTOK HAJIMYHBIX cpeAcTB Mo coctosHuio Ha 00.00.0000
COTJIACHO KaCCOBOM KHHUT€ M JIAaHHBIM OYXTaJITEPCKOTO ydera MoJDKeH cocTaBisath 450 000 pyouiei;
(akTHUECKUi 0CTATOK HAJMYHBIX JAeHer B Kacce coctasisieT 400 000 py6ueit. Hemocraua HaaMuHBIX
neHer B kacce cocrapisier 50 000 pyOusieii; HemocTadya HATUYHBIX JCHET o0pa3oBaliach MO BUHE
kaccupa MonounnkoBoii [I.A. (OK 05, IIK 1.1.)

23.  CocraButh U 0GOPMUTH MUCHMO-TIPOCKOY akImoHepHOro odmiecTBa «CIYTHUK» B KOMUTET
BHEIIIHEAKOHOMUYECKUX CBS3EH aIMUHUCTPAIIUU PECITYOJIMKU O BBIJICJICHUU JUIICH3UN HA ITOCTaBKY B
Kwuraii 4000 TOHH MeTallla B CBSI3U C 3aKJIIOYCHHEM JOTOBOpa NAISHbCKUM OOBeAHMHEHHWEM IO
MEXIYHAPOJAHOMY COTPYAHHYECTBY Ha CTPOUTEIBCTBO JEBATUITAKHOTO o0mIekuTUsl B HaGepexHbix
Yennax. CorjacHo IOTOBOpY, OIJIaTa BBHIMOJIHEHHBIX PAa0OT OyAeT MPOU3BOJUTHCS POCCUHUCKUMU
py6msmu u marepuanamu (OK 05, IIK 1.1.)

24.  CocraButb # OG(OPMHTH JIOKJIAJHYIO 3allUCKy O TPUYMHAX HECBOCBPEMEHHOTO
perocTaBieHus] MH(OPMALIMK O BBIMOJHEHUH MPUKa3a AUpeKTopa. OCTalbHbIE PEKBU3UTHI YKAKUTE
camocrosarenbHo (OK 05, IIK 1.1.)

25.  CocraBuTh 1 0OQOPMHTH aKT O PEBU3HUH KACChl. B TEKCTE yKaXUTe, 4TO B PE3YJIbTATE PCBU3UU
OBLIIO YCTaHOBJIEHO, UTO OCTATOK JICHET B KacCe COTJIACHO JIaHHBIM OyXTalTepCKOro yuyeTa COCTaBUI 3
521 000 py0., HETOCTauM HAIMYHBIX JICHET 10 BUHE kaccupa He ooHapysxkeHo ((OK 05, IIK 1.1.)

26. CoctaBuTh U O0QOPMUTH aKT MPOBEPKU (PUHAHCOBO-XO3SIMCTBEHHON NEATEIBHOCTH Ballero
npeanpustusi. OcHoBanueM siBisieTcst npuka3 aupekropa ot 00.00.0000 Ne 21 «O coznmanuu
KOMHUCCHH TI0 TIpOBEpKE (PUHAHCOBO-XO3AWCTBEHHOW JAesTenbHOCTH». (COCTaB  KOMHUCCHU:
npenceaaTenb — 3aM. TUPEKTopa; YICHbl KOMUCCUU: 3aM. TJIABHOTO OyXranrepa, HHXEHEPIKOHOMHUCT,
Oyxranrep-peBu3op. B pesynbrare npoBepku ObUIO YCTAaHOBJIEHO HapylIEHHE B CHUCTEME yueTa
ob6opynosanus (OK 05, IIK 1.1.)

28.  CocraButh ¥ O(GOPMHUTH MPHUKA3 MO OCHOBHOW EATEIHHOCTH O BHECEHHHM H3MEHEHHH B
MITaTHOE pacnucaHre. B KOHCTaTHPYIOIEH YacTH TEKCTa YKaKUTE, YTO B CBSI3U C MIPOU3BOJICTBEHHOM
HEOOXOAMMOCTBhIO M OTKPBITUEM IeXa MO MPOU3BOACTBY monydadpukaroB. B pacnopsautenbHOM
YaCTH TEKCTa BHECTH B IITATHOE pacHUCaHUE TOPrOBOM KOMIAHUM CIEIYIOLIME U3MEHEHUS: BBECTH
JOJKHOCTH TIOBapa Mo MPOU3BOJICTBY MOTy(hadpUKaTOB ¢ OKIAAOM ...py0. KoHTponb 3a ucnomHeHue
npuKasa Bo3noxute Ha 3aMm. upekropa (OK 05, IIK 1.1.)

29.  CocraBuTh U OPOPMHUTH aKT MO TpeAnpuaTHio «KaHOH» 00 MTOrax PEeBH3UM IO MPOBEPKE
¢uHaHCOBOTO OTYeTa. B TekcTe ykakuTe, 4TO peBu3ueil oOHapykeHbl (PakThl rpydbOro HapylieHUs
(UHAHCOBOTO y4eTa M OTUETHOCTH MO0 KOMAaHIMPOBKAaM, OTCYTCTBHE )KypHalla ydeTa JOBEPEHHOCTEH
(OK 05,IIK 1.1.)

30.  CocrtaButh u 0OPMUTH COMTPOBOAUTENHHOE MUCHMO O HaMpaBlIeHUH Bam Ha perieH3upoBaHue
pyKOIMCH Tporpammbl  kKypca «Opranuzaiuss HHQOPMAIMOHHOTO OOECICYeHHs YIPABICHUS.
[Iporpamma mpeamosnaraeTcs Kak THOOBas s BBICIIMX YYE€OHBIX 3aBEJACHUN, HMEIONINX
crenuanu3anu «MeHemxMeHT» Wi «Opranu3anus yrnpaieHus». OT3bIB MPOCIT MpUCTIaTh 10 12
nekabps 2017r. (OK 05, IIK 1.1.)

31. CocraButh u OQOpMHTH HH(POPMALMOHHOE THCbMO. B Tekcre ykaxurte, uro AO
«busnecuikona «MuaTen-CuHTE3» MOArOTOBWIA K M3JaHUIO0 KHUTY «Jlenompou3BonucTBo». B kHure
OCBEMIAIOTCA TPEeOOBAaHUSA K COCTABICHUIO M OGOPMIICHHUIO CIY)KEOHBIX JTOKYMEHTOB M TIpaBHJIa
pabotsl ¢ Humu (OK 05, TIK 1.1.)



Tect k nu¢pdepenunposannomy 3avery (OK 05, IIK 1.1.)
IIpuMmep Bompocos Tecra:

3aganmue 1
Jenonpou3BoacTBO - 370 ...

1) oTpacib JesTeNbHOCTH, OOECIeUUBaoNas JOKYMEHTHPOBAHHE M OpPraHU3alui paboThl C
o(UIaTBHBIMU TOKYMEHTAMU

2) mporecc co3naHus U 0popMIICHUS JOKYMEHTA

3) JABWXKEHHE JIOKYMEHTOB B OpraHM3allid C MOMEHTAa WX CO3[aHUS WIH [OJYYEHHs JI0
3aBEPIICHHSI UCTIOJIHCHUS HITH OTIIPABIICHUSI

3ananue 2
JlokyMeHTupoBaHue - 3TO ...

1) o0ecrnieyeHre JBWKCHUS JOKYMCHTOB B ariapare yIpaBJICHUS, WX HCIOJIb30BAHUS B
CIIPABOYHBIX MEJISIX U XPaHCHUS
2) COBOKYIHOCTH JICHCTBHS, 00CCIIEUNBAIOIINX HX CBOEBPEMEHHOE MCITOJHEHUE
3) mportecc co3maanus ¥ opopMIICHHS JOKYMeHTa 3aganue 3
JlokyMeHT - 3710 ...
1) 3auKcUpOBaHHAs Ha HOCHUTeNe HHpOpMAIUS C PEKBU3UTAMH, IO3BOJSIOIIUMU €€
UIECHTU(UIIUPOBATH
2) HOCHUTENb MH(OPMAIIMHU, UCTIONB3YEMOU B IENIAX PETYyIUPOBAHUS COIUAIBHBIX OTHOIICHUN
3) undopmarnus, 3apuKkcupoBaHHAs JTOOBIM CIIOCOOOM Ha JIF0OOM HOCHUTEIE

3ananue 4

JIoKyMeHTO060POT - 37O ...
1) mnepenaya JOKYMEHTA M3 OJHOI MHCTAHIMU B JPYTYIO B MPOIIECCE €0 PACCMOTPEHUSI
2) ABWXXCHUC JOKYMCHTOB B OpraHusaliid € MOMCHTA HX CO3JaHHUA MWW IOJYYCHHA 10
3aBepUICHUS HCIIOJHEHHS WITH OTIIPABIICHUS
3) [BWKCHHE KOMIUICKCA JOKYMEHTOB B MpOLECCe BBIPAOOTKH, MPHHATHS W HCIIOIHCHHS
peLeHu i

7 Tabauua cooTBETCTBHS KOMIIETEHIMii, KpUTEPHEB OI[EeHKH UX OCBOEHHS H OLEHOYHbBIX
CpeacTB

Oneno | Kputepuu oneHMBaHHUsA Pe3yabTaTOB 00y4eHUs
THBIC «HEYJIOBJIE | «HEYJIOBJIE | «HEYJOBJIE | «HEYIOBIIE
CPCACT | TBOpUTENH | TBOPUTEIH | TBOPUTEIH | TBOPUTEIBH
Ba HO» HO» HO» o»
Kowmne | [lnanupyemslie pe3ynabTaThl [kpuTepuu | [kputepun | [Kputepun | [Kputepun
TeHIAN 0byueHus BBICTABJIC | BBICTABJIC | BHICTABJICH | BBICTABIICH
HUS HUS WSl OLIEHKH | WS OIIEHKU
OLIEHKHU OLIGHKU | «XOpOIIOY» | «OTIMYHO»
«HEYJIOBJIE | «YOBJIETB ] ]
TBOpUTENH | OPUTEIBHO
HOY| »]




OK 05

YMETh: IPAaMOTHO M3J1araTh
CBOU MBICIIH U 0()OPMIIATH
JOKYMEHTBI 11O
npodecCHOHATBLHOM
TEMATUKE Ha
rOCY/IapCTBEHHOM SI3bIKE,
HPOSIBIISITH TOJIEPAHTHOCTD B
paboveM KOJUICKTHBE

KonTtpo
JILHBIE
paboThI
1-3
3amanu
K
mapoe
peHIup
OBaHHO
My
3aueTy
1-30
Bomnpoc
Bl TECTA

K
mudde
PEHITUP
OBaHHO
My
3a4eTy
1-50

He 3naer,
JOTTyCKaeT
rpyOsbie
OIIHOKH

JemoHcTp
upyer
YaCTUYHBI
¢ 3HaHUs
0e3
rpyOBIX
omunboK

3Haer
JIOCTATOYH
OB
0a3o0BOM
00BEME

JemoHcTpH

pyer
BBICOKUU

YPOBEHb
3HAHUH

3HaTh: OCOOCHHOCTH
COLIMAIBHOTO U KYJIbTYPHOTO
KOHTEKCTA; IpaBuiia
odopMIIEHUS TOKYMEHTOB U
MOCTPOCHUSA YCTHBIX
COOOIIEeHUH

KonTtpo
JBHBIC
paboThI
1-3
3aganu
K
mubde
PEHITIP
OBaHHO
My
3a4eTy
1-30
Bomnpoc
Bl TECTa
K
nudde
PEHITHP
OBaHHO
My
3a4ueTy
1-50

He ywmeer,
JEMOHCTP
npyer

YaCTUYHBI
€ YMEHUH,
JIOITyCKast

rpyObie
OILINOKHU

JemonHcTp
upyeT
JaCTUYHBI
€ YMEHUs
oe3
rpyOBIX
OLIMOOK

YmMmeet
PUMCHST
b 3HAHUSA
Ha

MIPAKTUKE
B 0a30BOM
00BEMeE

JlemoHcTpu

pyer
BBICOKHUU

YPOBEHb
yMEHUHN




IIK 1.1

YMETb: IPUHUMATD
IPOM3BOJILHBIC TIEPBUYHBIC
OyXraJITepCKHe IOKYMEHTHI,
paccMaTpuBaeMble Kak
NUCHMEHHOE J0Ka3aTEeIbCTBO
COBEPIICHUS X03UCTBEHHOU
orepaluy Wiu MoJy4yeHue
paspeleHus Ha ee
IPOBE/ICHUE; IPUHUMATh
NEpBUYHBIE OyXTalITEepPCKUe
JOKYMEHTBI Ha OyMa)KHOM
HOCcHUTENE U (WJIN) B BUIC
AIEKTPOHHOTO JOKYMEHTA,
MOJMUCAHHOTO AIEKTPOHHON
MOJIIMKUCHIO; TPOBEPATH
HAJINYHE B TIPOU3BOJIBHBIX
NEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTaX 00s3aTeIIbHBIX
PEKBU3HUTOB; TPOBOAUTH
dbopManbHYIO TPOBEPKY
JIOKYMEHTOB, MIPOBEPKY IO
CYIIECTBY, apHPMETHUECKYIO
IPOBEPKY; MPOBOANTH
TPYNIIAPOBKY IMEPBUYHBIX
OyXTaJITEPCKUX TOKYMEHTOB
O PsIly IPU3HAKOB;
IPOBOJUTH TAKCUPOBKY U
KOHTHPOBKY IEPBUYHBIX
OyXTaJITEPCKUX JTOKYMEHTOB;
OpraHU30BBIBAThH
JIOKyMEHTO000pOT;
pa3bupartbcs B
HOMEHKJIaType JIeT;
3aHOCHTB JIaHHBIE 110
CTPYIIIHPOBAHHBIM
JOKYMEHTaM B PErHCTPHI
OyXrajTepckoro y4era;
niepeaBaTh NEPBUIHBIC
OyXrajaTepckue JT0KyMEHThI
B TEKYIIMH OyXraiTepcKkui
apxuB; MepeaBaTh
NepPBUYHBIE OyXTaNTepCcKue
JOKYMEHTHI B TTOCTOSTHHBIH
apX¥B 110 HCTECUCHUH
YCTQHOBJIEHHOT'O CpOKa
XpaHEHHUST; UCIIPABIIATh
OLIMOKH B IEPBUYHBIX
OyXTalaTepCKuX JOKYMEHTAX;

KonTtpo
JIbHBIC
paboThI
1-3
3amanu
K
mudde
peHuup
OBaHHO
My
3aueTry
1-30
Bompoc
bI TECTA

K
nudde
peHuup
OBaHHO
My
3a4yery
1-50

He 3naer,
JOTTyCKaeT
rpyOsbie
OIIHOKH

JemoHcTp
upyer
YaCTUYHBI
¢ 3HaHUs
0e3
rpyOBIX
omunboK

3Haer
JIOCTATOYH
OB
0a3o0BOM
00BEME

JemoHcTpH

pyer
BBICOKUU

YPOBEHb
3HAHUH




3HaTh: obmue TpedoBanus k | Kontpo | He ymeer, | JlemoHcTp YMmeer JemoHCTpH
OyXraJaTepcKOMy y4eTy B JbHBIE | JEMOHCTP upyer PUMEHSIT pyer
YaCTU JOKYMEHTHPOBAHUSA pa6OTBI upyer YaCTUYHBbI b 3HAaHUA BBICOKHH
BCEX XO3AHCTBEHHBIX 1-3 YaCTHYHBI | € yMEHHs Ha YPOBEHb
JIEHCTBUH U OTepaIui; 3amaHu | € yMeHus, 0e3 NPaKTHUKE YMEHHI
MOHSATHUE TEPBHUYHOM 1K Aomyckast rpyOpIX | B 06a30BOM
OyXraaTepcKoit nudde rpyobie OLIMOOK 00Béme
JOKYMEHTALIK; pEHLIP OLINOKHU

oIpeeIeHUe NePBUYHBIX OBaHHO

OyXTaJITepCKUX JTOKYMEHTOB; My

(bopMBI IEPBUYHBIX i?ggTy

OyXTraJITepCKUX JOKYMEHTOB, Bompoc

COZIEpKAILKX O0S3ATENBHEIC | Tecta

PEKBU3UTHI TICPBUYHOTO K

YUYETHOTO JIOKyMECHTA, mdbe

HOPSIIOK TIPOBEICHHSI pEHIHp

POBEPKH MTEPBUYHBIX OBAHHO

OyXTaJITEpPCKUX JTOKYMEHTOB, My

dbopMabHON TIPOBEPKU 3aueTy

JIOKyMEHTOB, IPOBEPKM 110 | 1.5()

CYIIECTBY, apu(hMETHIECKON
MPOBEPKH; TPUHITUIIBI 1
NPU3HAKY TPYIITUPOBKU
NEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB; TTOPSIOK
NPOBE/IEHUS] TAKCUPOBKH U
KOHTUPOBKH MEPBUYHBIX
OyXraJaTepcKux JOKyMEHTOB;
HOPSIOK COCTABIICHUS
pPEerucTpoB OyXrajaTepcKoro
ydeTa; IpaBujia U CPOKU
XpaHEeHMsI TepBUYHOMN
OyxranTepckoil
JIOKYMEHTalluU

8. Meroauyeckue ykazaHus AJ1s1 00y4aroluxcs NpM 0CBOEHUM TUCHUTLIUHBI
PaboTa Ha MpakTHYECKUX 3aHATUSAX MPENoIaraeT akTUBHOE y4acTHE B OCY)KJIEHUH BBIIBUHYTHIX B
paMKax TeM BONpocoB. il HOJATOTOBKHU K 3aHATHIM PEKOMEHAyeTcs: o0paliaTh BHUMaHue Ha
po0OJIeMHbIE BOIIPOCHI, 3aTparuBaeMble MpenoiaBaTesieM B JEKLINU, U TPYIIUPOBaTh HHPOPMAIUIO
BOKpYT HUX. JKenaTelbHO BBIIENATH B UCIIOJIb3yEMOM JINTEepaType MOCTaHOBKU BOIIPOCOB, Ha
KOTOpBIE€ Pa3HBIMU aBTOPaM MOTYT OBITh JaHbl pa3inyHble 0TBETHl. Ha OCHOBaHNU MOCTaHOBKU TaKUX
BOIIPOCOB CJIeIyeT COOMPATh apryMEHTHI B TOJIb3Y PA3JIMYHBIX BAPUAHTOB PEIICHUS TOCTABICHHBIX
npooeM.
B tekcrax aBTOpOB, TakKUM 00pa3oM, CIeAYeT BBIACNSITH CAeIYIOIINEe KOMIIOHEHTHI:

- MIOCTaHOBKA MPOOIEMBI;

- BapUaHTHI PEIICHUS;

- apryMEHTBHI B 110JIb3Y T€X MJIM MHBIX BAPUAHTOB PEILIEHHUS.
Ha ocHOBe BbIIENEHUS ATUX 3JEMEHTOB IPOIIE COCTAaBIATH COOCTBEHHYIO apryMEHTHPOBAHHYIO
MO3ULMIO TI0 pacCMaTpUBAaEMOMY BOIIPOCY.




IIpu pabGote ¢ TepMuHaMH HEOOXOAMMO OOpaIiaThCs K CIIOBapsM, B TOM YHCIE JOCTYIHBIM B
Wntepnere, Hanpumep Ha caiite http://dic.academic.ru.

[Ipy moAroTOBKE K MPAKTUYECKHUM padoTaM MOKET MOHAJZO0OUThCS MaTepHal, U3y4aBIIMICS paHee,
MO03TOMY CTOUT 00paIaThCsi K COOTBETCTBYIOIIMM UCTOYHUKAM (yU4EeOHHKAM).

[IpakTuyeckre pabOTHl pEIHIAIOTCS B TPYIIE € OOCYXIECHHEM XOJa pEIIeHUs, NPUMEHSIEMbIX
CIIO0CO00B, IPOBEPKOH Pe3yIbTATOB M IPOBEACHUEM PaOOTHI HAJ| OIIMOKAMHU.

3anaHus Ha CaMOCTOATENbHYIO pabOTy MOTYT OBITh MHAWBUYAIBHBIMUA U OOIIUMH.

[IpomexyTouHast aTTecTanus Mo 3TOW JAUCHUILIUHE MPoBOaUTCS B popme auddepenunpoBaHHOrO
3aveta. [Ipu moAroToBKe K 3a4eTy HEOOXOIMMO OIHUPATHCS, PEXK/E BCEr0, Ha HCTOYHUKH, KOTOPBIE
pa3Oupannch Ha 3aHATHUAX B TedeHUe cemecTpa. B xaxknom Omnere auddepeHnrpoBaHHOTO 3a4eTa
COJICPXKHUTCS MPAKTUIECKOE 3a/1aHue.

9. YueOHO-MeTOAuYeCKOe U MH()OPMAIITUOHHOE 00ecTiedyeHHue TN CIIUTIITUHbI
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 odbpazoBanue). — ISBN 978-5-16-014547-1. — URL:
https://znanium.com/catalog/product/1165266 (nata ob6paruenus: 02.04.2021). — TekcT :
JJIEKTPOHHBIN.

2. T'magmit E. B. JlokyMeHTanmoHHOe oOecrieueHue ympaBieHHs : yuyeOHoe mocooue /
E.B. Tmammit. — 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. [lokymeHTanmonHoe obecriedeHne ymnpasienus : yaeonuk s CI1O /
P. C. [TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-
8. — Tekcr : anexTpoHHbI / JlaHb : 31MeKTpoHHO-OMOMMOTeuHas cucrema. — URL:
https://e.lanbook.com/book/173087 (mata obpamienus: 28.09.2021). — Pexxum mocrtyma:
JUIsL aBTOPHU3. MOJIb30BATEIEH.

9.2. lonotHUTEIBHAS JIUTEPATYypPA:

1. beikoBa T. A. JIokyMeHTalIMOHHOE OOECTIEYCHHUE YIPABICHHS (IEIOMPOU3BOCTBO) :
yaebnoe mocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mox o6mi. pen. T.B.
Ky3nenoBoii. — 2-e u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. + [om.
MaTepuaisl [nekTpoHHblid pecypc]. — (Cpeanee mpodeccuonanbHoe odpazoBanue). — ISBN
978-5-16-013913-5. — URL: https://znanium.com/catalog/product/1141796 (mata oOpamieHus:
02.04.2021). — TekcT : 2JIEKTPOHHBIH.

2. [Tanacenko FO. A. Jlenonpou3BOJCTBO: JOKYMEHTAllMOHHOE  obOecreueHue
yrpasiieHus: yuebHoe nocodue / FO. A. Ilanacenko. — 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 (mata ooOpamenus: 02.04.2021). — Tekcr
3JIEKTPOHHBIN.

3. Pri6akoB A. E. OcHoBBI aenonpon3BoicTBa : yueOHUK / A. E. PpibakoB. — MUHCK :
PUIIO, 2016. — 319 c. — (Cpeanee npodeccuonansuoe oopazoranue). — ISBN 978-985-503-


https://znanium.com/catalog/product/1165266
https://znanium.com/catalog/product/1165266
https://znanium.com/catalog/product/1065817
https://e.lanbook.com/book/173087
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
obpamienust: 02.04.2021). — TekcT : 2IEKTPOHHBIH.
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10. MarepuaJibHO-TeXHHYECKOE U IPOrPAMMHOe o0ecnevyeHne TUCUUIIIMHBI

OcBoenne aucuurunbel OI1.06 «JlokymeHTanMoHHOE obOecreueHre YyIpaBlIeHHs» MpPEeAroaraet
UCTIONIb30BAHUE CIIEAYIOIIETO MaTePUAIbHO-TEXHUYECKOTO 00ECTICUEHHS:

HaumeHnoBanue qUCHUIUINHEL HanmenoBanue kabuHeTa, nepedeHb 000py10BaHUS
OI1.06 KaluHneT 1oKyMeHTallnOHHOTO 00ecIieYeH sl YIIpaBIeHUs
«loxymentannonnoe obecrieuenue |Komrmekt mebenu a1 npenogaBarens — 1 mT., mocagouHble
yIpaBICHUS MecTa JUIs yJamuxcs — 48 mT., ”HTepaKkTUBHas TpuOyHa

(ycunmutens, MUKIep, MUKpoQoHsr) — 1 mr., MoHuTOp — | 1IT.,
MPOEKTOpP — | MIT., KOJIOHKU — 5 WIT., 3KpaH MYJIbTUMEIUNHBIN
— 1 ., nocka MenoBas nepeaBUKHas — 1 1IT., CTEHAbI
HACTEHHBbIE — 6 LIT., MOPTPETHI — 6 LIT., [TOJIKA B BUJIE AEPEBA —
1 mt., BeG-kamepa — 1 1IT., BEIXO/ B UHTEPHET,
BHYTPUBY30BCKasi KOMIIBIOTEpHAs CEThb, JOCTYII B
AJIEKTPOHHYIO0 MH(POPMAIIMOHHO-00pa3zoBarenbHyto cpeay. [10:
Microsoft Office, Kaspersky Endpoint Security nins Windows

VY4eOHo-MeToAMYeCKas TUTepaTypa JUisl TaHHOW TUCIUIUIMHBI UIMEETCS B HAJIMYUU B 3JIEKTPOHHO-
oubmuoreynot cucreme "ZNANIUM.COM", moctym K KOTOpOW MpeoCTaBieH O0y4aromnMCH.
ObC "ZNANIUM.COM" conepXUT TpOU3BEACHMUS KPYINHEHIIMX POCCUNCKHUX  YYEHBIX,
pYKOBOJUTENEH TIOCYJAapCTBEHHBIX OpraHoB, IpernojaBaTesied BEAyIIMX BY30B  CTpaHBbI,
BBICOKOKBAJIM(DUIIMPOBAHHBIX CHEIHAIIMCTOB B Pa3IMUHBIX cepax OuzHeca. PoHJ OuOIMOTEKH
c(OpMHPOBAH C y4ETOM BCEX M3MEHEHMH 00pa3oBaTeNbHBIX CTAaHAAPTOB M BKIOYAET YUEOHUKH,
yueOHble mocoOusi, MoHorpaduu, aBTOpedeparbl, IUCCEPTALMU, HHUUKIONEAUH, CIOBapU U
CIIPaBOYHHKH, 3aKOHO/IaTEIbHO-HOPMATUBHBIE IOKYMEHTBI, ClIelIaIbHbIe IEPUOUUYECKIE U3AaHUS
U U3J1aHus, BbIIyCKaeMble H3JaTelbcTBaMu By30B. B Hacrosimee Bpemss DbC ZNANIUM.COM
COOTBETCTBYET BCEM TpeOOBaHUAM (eiepalibHBIX TOCY/IapCTBEHHBIX 00pa30BaTeNbHBIX CTaHAAPTOB
CpeaHero npogeccuoHaIbHOro 00pa30BaHMsI HOBOTO MIOKOJICHHS.

Y4eOHO-MeTOAMYECKasl TUTEepaTypa AJI JAHHON NUCHUIUIMHBI UMEETCS B HaJUYUU B DJIEKTPOHHO-
6ubnuoreynoit cucteme M3garensctBa "JlaHp", gOCTynm K KOTOpPOW MpenOCTaBlieH O0y4aroIIUMCH.
OBC Uznarenscra "Jlanp" BritoyaeT B ceOsl AJIEKTPOHHbIE BEPCHMU KHUT m3naTenscTBa "Jlanp" u
JPYTUX BEIYLIMX U3aTeIbCTB YUeOHOH JIUTEPaTyphl, @ TAKXKE AIIEKTPOHHBIE BEPCUH MEPHUOIMUECKUX
W3JaHUN MO €CTECTBEHHBIM, TEXHUYECKUM M ryMaHuTapHbiM Haykam. DbC N3gatenscrBa "Jlanp"
o0ecreunBaeT AJOCTYH K HAy4YHOH, ydeOHON TUTepaType U HayYHbIM IEPUOANUYECKUM U3IaHHSM.


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

11. Metoanb! o0y4eHusi A1 00y4aromuXcsl HHBAJMI0B U JIMI[ C OTPAHMYCHHBIMU
BO3MOKHOCTSIMH 310POBbS

B oOpa3oBarenbHOM Ipolecce HCMONb3YIOTCS COLUAIbHO-aKTUBHBIE U pe(IIEKCUBHBIE METObI
0o0y4yeHMsI, TEXHOJIOTUM COLMOKYJIbTYpHOH peaOWwIuTaluu ¢ LeNbl0 OKa3aHWs [OMOIIM B
YCTAHOBJICHUH TOJIHOLIEHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C IPYTMMHU OOyYaroIIUMUCS, CO3JaHUN
KOM(OPTHOTO IICUXOJIOTUIECKOTO KIIMMaTa B CTYJACHYECKON TPYIIIIE.

YcnoBust 00yueHHsI HHBAIM/IOB U JIUL C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI:

- yuyeOHble ayAMTOpUH, B KOTOPBIX MPOBOJATCS 3aHATUSA CO CTYAEHTAMHU C HApYLICHUSMH ClyXa,
obopynoBanbsl MynbTuMenuitHoi cucremorr (IIK u mpoekTop), KOMIbIOTEpHBIE TH()IOTEXHOIOTUU
0a3upyroTCs Ha KOMIUIEKCE aNIapaTHbIX MU IIPOrpaMMHBIX CpPeZICTB, 00ECTICYNBAIOIINX
npeoOpa3oBaHue KOMIIBIOTEPHOU uHGOpMALUU JIOCTYNHbIE A CJIa0OBUIAILUX
(dopmbl (YKpYITHEHHBIH TEKCT);

- B 00pa3oBaTeIbHOM IIPOLECCE HUCIONb3YIOTCS COLUAIBHO-AKTUBHBIE U PEQIIEKCUBHBIE METOJbI
00y4yeHMsI: KeHC-MeTO/, METO/1 IIPOEKTOB, UCCIEI0BATEIbCKUI METO, AUCKYCCUU B (hOpME KPYIIIOro
CTOJIa, KOH(EPEHIIUU, METOJT MO3TOBOI'0 ITYpPMA.

[Tporpamma coctapiieHa B cootBeTcTBUM ¢ TpeboBanusamu @I'OC CIIO no cnennanbHOCTH
38.02.01 DxoHOMUKA U OyXTralaTepCKUil yueT (110 OTpacisiM).
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HaCHOPT (l)OH)Ia OLICHOYHBLIX CPEACTB 110

OI1.06 «lokymMeHTAIIHOHHOE O0ecTedyeHue YIpaBJIeHUusD

Nupexc | Pacmmmgpos | [lokazarenb popMupoBaHus KOMIETEHIIHHU 1JIA JaHHON | OUeHOYHbI
KOMIIET Ka AUCHUIIJIMHBI € cpeacrea
eHUMH | KOMIeTeHIH
"
1 2 3 4
OcymiecTBiIAT | yMETh: TPAMOTHO H3JaraTb CBOM MbICIH U opopmwiath | KoHTpoIbH
b YCTHYIO U JOKYMEHThl MO0  MNpOoQecCHOHANbHONM TEeMaThKe Ha | bie paboThl
[MCHMEHHYIO | TOCYAapCTBEHHOM s3bIKE, IPOSBIATH TOJIEPAaHTHOCTH B | 1-3
KOMMYHHKaI[ | paboueM KOJUIEKTUBE 3ajaHus K
HI0 Ha 3HaTh: OCOOEHHOCTH COIMAJIBHOIO M  KyJIbTypHOro | auddepeHn
rocygapcrBeH | KOHTEKCTa,  IIpaBuiIa opopMIIeHHS  JOKYMEHTOB U | MPOBaHHOM
HOM SI3BIKE MOCTPOEHHUS YCTHBIX COOOIIEHUM 3HATHh: COBPEMEHHBIC | Y 3a4eTy
Poccuiickoii | CPeICTBa M ycTpoiictBa mH(popMarm3aruu; mopsgok ux | 130
OK 05. Oepepaupy ¢ | IPUMEHEHMs. M NPOrPaMMHOE  O0ecrieueHue B Bompocer
YaeTOM npoeCCUOHATIBHOM JIeITETbHOCTH TeCTa K
0COOCHHOCTE Auhepenn
. UPOBAaHHOM
COLIMAIBHOTO y sauery 150
u
KYJBTYPHOTO
KOHTEKCTa
OO0pabaTbIBaT | yMETh: NpUHUMATh IIPOU3BOJIbHBIE nepuyHble | KoHTponbH
b TICPBUYHBIC | OyXrajrepckue JOKYMEHTBI, paccMaTpHBaeMble Kak | ble pabOThl
OyXranTepcKH | muchMEHHOE J0Ka3aTellbCTBO COBEpPIIEHHUs XO03sicTBeHHOM | 1-3
€ AOKYMCHTBI | omiepaniviil WM TIOJIYY€HHE Pa3pelIeHHs Ha €€ TPOBEIeHUe; | 3aanusi K
NPUHAMATH TIEPBUYHBIC OyXTalTepcKue TOKyMEHTH Ha | Juddepeniy
OyMaxxHOM HocutTeide u (WIM) B BHJE DIEKTPOHHOTO | MPOBAHHOM
JIOKYMEHTa, TIOANKMCAHHOIO JJIEKTPOHHOM MOJANMUCHIO; | Y 3a49€Ty
MpOBEPATh  HAIMYME B  IPOM3BONBHEIX  mepBHuHbX | 130
GYXTaNTepCKUX JOKYMEHTAX OOS3aTeIbHBIX PEKBH3MTOB; | BOTPOCH
OpOBOAUTh  (POPMANBHYIO  TMPOBEPKY  JTOKYMEHTOB, | T€€Ta K
MPOBEPKY IO CYHIECTBY, apU(PMETUUYECKYI0 TIPOBEPKY; mubepent
IIK 1.1. NPOBOAUTH TPYIIUPOBKY MEPBUYHBIX Oyxranrepckux | MPOBAHHOM

JOKYMCHTOB IO PAAY HPU3HAKOB; MPOBOAUTHL TAKCHUPOBKY
U KOHTHUPOBKY IMNECPBUYHBIX 6YXFaJlTepCKI/IX JOKYMCHTOB;,

OpPraHHW30BBIBATH  JOKYMEHTOOOOpOT; pa3Ouparbcs B
HOMEHKJIaType TelT; 3aHOCHUTh JTaHHBIC 1o
CIPYNIIUPOBAHHBIM JNIOKYMEHTaM B pETUCTPHI
OyXrajiTepckoro  ydera; nepeaBaTh  MEPBUYHBIC
OyXTaJITepPCKHE JOKYMEHTHI B TEKYIIMH OyXTaJTepCKHI
apXus; nepenaBarb IIEpBUYHBIC Oyxrajirepckue
JAOKYMCHTBIL B MOCTOSIHHBIN apxXuB 10 HUCTCUCHNU

YCTQHOBJICHHOTO CPOKa XPaHEHHs, UCIPABIIATh OIIUOKH B
NEPBUYHBIX OYXTaJdTepCKUX JOKYMEHTaX; 3HaTh: OOIIue

y 3auety 150




TpeOOBaHUsI K  OyXrajlTepcKoMy ydeTy B  4YacTH
JIOKYMEHTUPOBAHUSI BCEX XO3SMCTBEHHBIX JCHCTBUU U

OIepaLNil; IIOHATHE IIEPBUYHOU OyXranTepcKoit
JOKYMEHTAIUH; ONpeAeICHNE MEPBUYHBIX OyXTalTepCKHX
JOKYMEHTOB;  (DOpMBI ~ TEPBUYHBIX  OyXTalITEPCKHX

JIOKYMEHTOB, COJI€pKallNX O00s3aTeNbHbIE PEKBU3HUTHI
MEPBUYHOTO YYETHOTO JOKYMEHTA; MOPSAOK MPOBEICHUS
IPOBEPKH  MEPBUYHBIX  OyXTanTepCKUX JOKYMEHTOB,
dbopManbHOW TMPOBEPKH JOKYMEHTOB, TIPOBEPKH IIO
CYIIECTBY, apU(PMETUYECKOW TPOBEPKH; TMPUHIUIBI H
NpPU3HAKKA TPYNIUPOBKA  IEPBUYHBIX  OYXTalITEPCKUX
JOKYMEHTOB;  TIOPAJIOK TPOBEACHHUS TAKCUPOBKH U
KOHTHUPOBKH TEPBUYHBIX OYXTraliTepcKuX JOKYMEHTOB;
MOPSAIOK COCTaBJICHHS PErHCTPOB OYyXTalTepCKOTO YyYeTa,
MpaBWJia U CPOKH XPAHEHHS MEPBUYHON OyXraiarepckoit
JIOKYMEHTaluu




MHWHHUCTEPCTBO HAYKHU U BBICIIEI'O OBPA3OBAHU S POCCUMCKOM ®EJEPAIHN
Enabyxckuii uHCTUTYT ((punuan) dheaepaibHOr0 rocyJapcTBEHHOTO aBTOHOMHOTO 00pa30BaTeIbHOTO
YUPEXICHUS BBICIIEr0 00pa3oBaHUS
«Kazanckwuii (ITpuBomxckuii) GpenepaabHbI YHUBEPCUTET

Tema 2. CucreMbl AOKYMEHTAIIUOHHOI'O o0ecneyeHUus YupaBJICHUA U UX aBTOMaTU3alus

KommuiekT 3aganuii 1J1s1 KOHTPOJIbHOI padoThI 1
OI1.06 «/lokyMeHTALIHOHHOE O0ecredeHue YIpaBJIeHUusD)
(OK 05,1IK 1.1.)
BapuanTt 1
1 [loHsiTHE peKBU3UTA U UX OIIUCAHUE
Bapuant 2
1 TpeGoBaHus K OJ1aHKaM JOKYMEHTOB

Tema 3. Knaccudpukanusi 1okyMeHTOB. TpedoBaHusl K COCTaBJIeHHI0 U 0OPMIIEHH IO
JOKYMEHTOB

KommnuiekT 3aianuii 1J11 KOHTPOJIbLHOW padoThI 2
OI1.06 «/lokymMeHTallHOHHOE O00ecneYyeHHe YIPaBJIeHUsD
(OK 05, IIK 1.1.)
Bapuant 1 1. OcHOBHblIE CBONCTBA M HPU3HAKH
JIOKYMEHTA.
2. Knaccudpukamust ~ JTOKYMEHTOB 1O  pas3iduuHbIM  nOpu3HakaMm.  HawmbGonee
yIoTpeOuTeNbHbIE BU/IbI KIacCU(UKAIUIH.
3. Knaccugukanus T0KyMEHTOB O XapakTepy WH(GOPMAITMOHHBIX CBS3EH TPEATIPHUSITHS.
4. Knaccugukanusi ynpaBieHUYECKUX JOKYMEHTOB M0 (PyHKIIMOHAIILHOMY Ha3HAYEeHHUIO.
5. Knaccudukarius JOKyMEHTOB IO COJIEPKAHUIO.
Bapuanr 2
1. Knaccudukanus JOKyMEHTOB 110 TUITY HOCUTENEH.
2. OcHOBHbIE HAIIPaBJIEHHs COBEPIIEHCTBOBAHUS PaOOTHI C TOKYMEHTAMHU.
3. YauduuupoBanHas ¢opma nokymeHTta. @opmymsip  JOKyMEHTA.
PernamenTanus 1enonpou3BoACTBA.
4. YHudukanus U CTaHIapTH3alMs JOKYMEHTOB. 5. 3aKOHOAATENbHbIE W TPaBOBBIE
aKTaMm B cepe HHPOPMALIUU U JOKYMEHTAIUH.
Tema 4. Opranusanus padoTbl ¢ JOKyMEHTAMU
KoMmuiekT 3ajaHnii 1J1s1 KOHTPOJbHOM padoThl 3
OI1.06 «/lokymeHTallMOHHOE o0ecnieyeHne YIPaBJIeHUsD»
(OK 05, IIK 1.1.)
Bapmuanr 1
1) Ha kakue MOTOKH IETUTCS TOKYMEHTOO0OPOT:

1. Bxopmsiue

2 Ucxonamnme
3. Buemnue

4 Buyrtpennue



2) I'me perucTpupyroTCsi JOKYMEHTHI:

1.
2.
3.

B cnienmanbHOM 00111eM KypHae
B xypHaiie BXOASAIMX JOKYMEHTOB
B xypHaiie ucxoasimux J0OKyMEHTOB.

3) CkoJIbKO HEOOXOAUMO XPAHUTD JOKYMEHTBI Ha MIPEANPHUITHH:

1)

2)

3)

1.

2.
3.
4

3 rona

5 ner

70 ner.

VY KaxJ10T0 BUJa JOKYMEHTa CBOU CPOKHU.
Bapuanr 2

Jyist yero HeoOXOAMM KOHTPOJIh HCIIOJTHEHUS JJOKYMEHTOB:

1.
2.
3.
4.

Jl71s KadecTBEHHOT'O MCIIOJIHEHUS
JIns HakazaHus, B Cllydae HEyJauu
s orueTHOCTH

Jng nopsinka

I'te perucTpupyroTcsi JOKyMEHTBI:

1.
2.
3.

B cnienmanbHOM 00111€M KypHAae
B xypHaiie BXOASAIMX JOKYMEHTOB
B xypHaiie ucxoasimux JOKyMEHTOB.

Hoquy XPaHAT JOKYMCHTHI JUINTCIIBHOC BpEMH:

1.

2.
3.
4

J11s1 BOCCTaHOBJICHUS COOBITHH
JIns ucrnonb30BaHMs IEHHOTO OTBITA
Ha namars o nmroasx
Jns noxas3aTenbCTB B CyAE.
Kpurtepun ounenku:

Kowmme
TEHIIUHA

[Inanupyemslie pe3ysIbTaThl
oOyueHus

Kputepun onieHuBaHus pe3yabTaToB 00yueHUs
(Gastmsl)

[KpuTepH U | [KpUTEpUU [kpuTepun | [Kkputepuu
BBICTAaBII BBICTABJICHU | BBICTABJIEH | BBICTABIICHUS
CHUS s OLICHKHU 1S OLICHKH | OLICHKHU
OLICHKH «YIOBJIETBO | «XOpOILIO»] | «OTIIMYHOY]
«HEYZAOB PUTEIBHO |
JETBOPUT
€JIbHOY |




OK 05

- 3HATh: 0COOCHHOCTH
COIMAILHOTO M KYJbTYPHOTO
KOHTEKCTa; npaBuiia
opopmIIeHUS JOKYMEHTOB H

MIOCTPOCHUS YCTHBIX JlemoHcTpH
COOBLICHHIA He 3naet “pyer 3Haer ,
oIrycKa JOCTaTO4H E€MOHCTPHUPYET
Homy YaCTUYHBIC R
eT OB BBICOKHIA
3HaHuA 0e3 .
rpyObie 5 0a30BOM | ypOBCHb 3HAHUM
rpyObIX N
OLINOKH py 00BEMe
OIMO0K
- YMETh: rpaMOTHO
u3NnaraTb CBOM  MBICIH U
opopMIIATE  JTOKYMEHTHI  TIO
mpoecCHOHATLHON TeMaTHKe
Ha TOCYJapCTBEHHOM  SI3BIKE,
MPOSIBIIATH  TOJIEPAHTHOCTH B
pabouem  komektuBe  He
He ymeer
eeT JEMOHCTPH eT
yMeoT, PP ¥ JleMOoHCT
YacTUYHBIE YMEHUs, JIOMyCKas JlemoHCTpH Ymeer
u-pyet
rpyobie omuOku JleMoHCTpHp pu-pye pyer PUMEHSATH
YaCTUYH JleMoHCTpUpYET
yeT 4YacTHUYHBIE YMEHHUs Oe3 JaCTUYHBIC 3HAHMA Ha BLICOKII
13(S
rpy0bIx  ommbok  Ymeer yMeHus 0e3 | NPaKTHKe B YPOBEHb yMeHi
CHUS
MIPUMEHSATH 3HaHUS na| " ’ rpyObIX 06a30BOM
.| JomycKa 618
MpakTUKe B 0a30BOM 00BEME 5 OIHOO0K 00BéMe
.| s TpyOBIE
JleMoHCTpUpYeT BBICOKHIA Py
. OLIMOKH
YpOBEHb  yMEHUH  yMETh:
MIPUMCHSIT cpeacrTsa
MH(OPMALIMOHHBIX
TEXHOJIOTUH  JIIT  PEIICHHS
npodecCuOHATBHBIX 3amady;
UCIOJb30BaTh  COBPEMEHHOE

porpaMMHoOe oOecrieueHue




K
1.1.

- 3HATH! obmue
TpeOOBaHUS K OyXraaTepCcKOMy

yuery B 4acTH
JIOKYMEHTUPOBAHUS BCEX
XO3AMCTBEHHBIX JEUCTBUU U
oreparuii; MIOHSITHE
MEPBUYHOMN OyXxTanTepcKoi
JOKYMEHTAIlMH; OIpEAEICHUE
MEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB; bopmbl
MEePBUYHBIX OyXranatepckux
JIOKYMEHTOB, CoJIeprKaIINX
o0s3aTeNbHbIC PEKBU3UTHI
MIEPBUYHOTO YUETHOTO
[emoncTpu
JIOKYMEHTA; nopsaaok | He 3Haer or 3Haer
MIPOBEACHUS nposepku | Jlomycka py JOCTaToO4H | JIeMOHCTpPHpYET
YaCTUYHbBIC .
TEPBUYHBIX OyXTalNTepCKUX eT 5 OB BBICOKHIA
. 3HaHUA 6e3 .
JOKYMCHTOB, (bOpMaJ]LHOI/I rpy6me 5 0a3oBOM YPOBEHb 3HAHUU
BIX N
MIPOBEPKHU JIOKYMEHTOB,| OIIMOKH Py 00BbéMe
OIIMO0K
MPOBEPKA 1O  CYIIECTBY,
apu(METHYECKOW  MPOBEPKH;
TIPUHIIHAITBI " MIPU3HAKU
TPYIITHPOBKA MIEPBUYHBIX
OyXraiaTepckux JIOKYMEHTOB;
MOPSIA0K MIPOBEICHUS
TaKCUPOBKM M  KOHTHUPOBKHU
MEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB; MOPSIIOK
COCTaBJICHUS pEerucTpoB
OyXrajiarepckoro yuera;
MpaBujlia U CPOKH XPaHEHUs
[IEPBUYHOMN OyXranTepckoit
JOKYMEHTAUU
- YMETh: MPUHUMATH
MIPOU3BOJILHBIC MepBUYHBIE
Oyxraiatepckue  JOKYMEHTHI,
accMaTpHUBaeMble Kak
P P He ymeer
MUCbMEHHOE  JI0Ka3aTelIbCTBO
. .| JemoHCT
COBEPIICHUS]  XO3SHCTBEHHOMH JemoHCTpH Ymeer
Hu-pyer
ornepanuy UM TOJy4eHHUe pH-py pyet MIPUMEHSITh it
€MOHCTPHUPYET
paspenreHus Ha ee| TACTHIH | yacrHynbIe 3HAHWs Ha TPHpY
ble BBICOKHI
MIPOBEJICHUE; MIPUHUMATH yMeHHsI 0e3 | TPAKTHUKE B .
YMEHU4, 6 yYpOBEHb YMEHUI
NEePBUYHBIC OyxranTepckue rpyObIX a30BOM
JIOITyCKa 68
JOKYMEHTBI Ha  OyMa)KHOM 5 OIMO0K 00BbEMeE
s TpyObIe
HocuTene W (Wiau) B BHUJE Py
OLIMOKH

3JIEKTPOHHOTO JIOKYMEHTA,
MOJIMUCAHHOTO  JJIEKTPOHHOMU
IOIIHUCHIO; MIPOBEPATH

HaJIM4YUC B IMPOH3BOJIbHBIX He




yMeeT, JNEeMOHCTPUpP  yeT
YaCTUYHBIC YMEHHs, JOITYCKas
rpyosie ommbOku JleMoHCTpHp
yeT dYacTHYHbIe YMEHHs 0e3
rpyoBIX 91115 (03 YMmeer
MPUMEHSITh 3HaHUS Ha
npakTuKe B 0a30BOM 0O0BEME
JleMoHcTpUpYyET BBICOKU I
YPOBEHb YMEHHI TEPBUYHBIX
OyXraiTepckux  JOKYMEHTax
00s3aTENIbHBIX ~ PEKBH3HTOB;
MIPOBOJTUTH bopmanbHYIO
MIPOBEPKY JOKYMEHTOB,
IPOBEpPKY 1O  CYIIECTBY,
apu(METHUYECKYI0  TPOBEPKY;

IIPOBOJUTH TPYIIIUPOBKY
IIEPBUYHBIX OyXraiaTrepckux
JTOKYMEHTOB o psay
NPU3HAKOB; IPOBO/IUTH
TaKCUPOBKY ¥  KOHTHPOBKY
IIEPBUYHBIX OyXraiaTrepckux
AOKYMCHTOB, OpPIraHHW30BbIBATb
JIOKYMEHTO000pOT;

pa3buparbcs B HOMEHKJIAType
JIeJI; 3aHOCUTh JAHHBIE IIO
CTPYNIIHPOBAHHBIM
JOKYMEHTaM B PErUCTpHI
OyXrajiarepckoro yuera;
neperaBaTh NEepBUYHbIE
OyXTanTepcKue TOKYMEHTHI B
TEKYILIUN OyxranTepckuit
apXxuB; IepelaBaTh IIEPBUYHBIC
OyXraaTepckue JIOKyMEHTHl B
ITOCTOSIHHBIN apXxuB o
UCTEYEHUHU  YCTaHOBJIEHHOTO
CpOKa XpaHEHHMsI; HCIPABIATH
OLIMOKHU B MIEPBUYHBIX
OyXraJlTepCKuX TOKYMEHTaXx;




MMWHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA3OBAHUS POCCUMCKOM ®EJEPALIN
Enabyxckuii uHCTUTYT ((prnuain) dheaepaibHOr0 rocyJapcTBEHHOTO aBTOHOMHOTO 00pa30BaTeIbHOTO
YUPEXICHUS BBICIIEr0 00pa3oBaHUS
«Kazanckwuii (ITpuBomxckuii) GpenepaabHbI YHUBEPCUTET

Tect K AU PepeHIPOBAHHOMY 3a4eTy
(OK 05, TIK 1.1.)

3ananue 1
Bribepure BepHbIid, Ha Bam B3rnsan, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
JleJionmpou3BOACTBO - 3TO ...
1) oTpacnb JESTENbHOCTH, OOCCICUUBAMONIAs JOKYMEHTHPOBAHHE M OpPraHU3alui padoThl C
o(HIIMATBHBIMU JOKYMEHTAMH
2) mporecce co3maHus U 0popMIICHUS JOKYMEHTa
3) JABWXKCHHE JOKYMEHTOB B OpraHM3allMd C MOMEHTAa HMX CO3JaHHs MM TOJIYy4CHHS [0
3aBepILCHHSI UCTIOTHEHHUS WIIM OTIPABJICHUS
Otger: 1
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBINOIHEHUE OHOTO Takoro T3 omeHuBaetcs 1 Oamiom,
HenpaBuibHOE — 0 6aJIoB.

3ananue 2
BriGepute BepHbIi, Ha Bam B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
JdoxymeHTHpOBaHHE - ITO ...
1) obecrieuenne JABVIKCHUSA OJOKYMCHTOB B almnaparce YyIpaBJIICHHA, HX HCIIOJbB30BAHHA B
CIIPaBOYHBIX HCIAX U XPaHCHUA
2) COBOKYIHOCTbH JCHCTBUSI, 00CCIIEUNBAOIINX X CBOCBPEMEHHOE UCTIOTHEHHE
3) mporecc co3manus ¥ 0POPMIICHHS JOKYMEHTA
Otsert: 3
Ouenka: nuxorommuyeckas. lIpaBunbHoe BbIMOIHEHHE 0JHOTO Takoro T3 oneHuBaetcs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 3
BriGepute BepHBIA, Ha Bammn B3risia, oTBET M 00BenUTE KPYXKKOM €ro HOMEp (KIIMKHUTE KypcopoM,

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

1) 3auKkcUpoBaHHass Ha HocHUTede WHpOpMalMs C PEKBU3UTAMH, MO3BOJSIONIMMU €e
UACHTU(PUIIUPOBATD
2) HOCHUTENh HH(OpPMalMM, HCHOIB3YEMONM B LENSAX PETyJUpOBaHUS COLMAIbHBIX

oTHouIeHu# 3) uHpopmarius, 3adpuKkcupoBaHHast JIFoObIM criocoOoM Ha J110060oM Hocutesne OTBer:

1

Ouenka: quxoromuyeckas. [IpaBunbHOE BBIMOTHEHHE OMHOTO Takoro T3 orneHuBaetcs 1 Gammom,
HenpaBuwibHOE — () OaIoB.

3ananue 4

Bribepure BepHbIid, Ha Bam B3rnsn, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpPOM,
MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).



JdoxymeHTO0OOPOT - 3TO ...
1) nepemaya JOKYMEHTA U3 OJHOW MHCTAHIMH B APYTYIO B IPOIECCE €TI0 PACCMOTPEHHUS
2) JBW)KEHHE JIOKYMEHTOB B OpraHH3alMd C MOMEHTA HMX CO3JaHHsS HIU IOJYyYCHHS 0
3aBEPILCHUS HCTIOJHEHUS WU OTIIPABIICHUS
3) IBMKEHHE KOMIUIEKCA JIOKYMEHTOB B IPOLECCE BBIPAOOTKH, MPUHATHS W HMCIIOJHCHHS
pemenuit OTBet: 2
Ouenka: nuxoromudeckasi. [IpaBuibHOE BBIMOTHEHHE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJIIOB.

3ananue S
Bri6epute BepHBI, Ha Bamn B3risg, oTBET M 00BEIUTE KPYXKKOM €ro HoMep (KJIMKHUTE KypcopoM,

MIOCTAaBbTE KPECTHUK B HEOOXOIUMOI KIICTOUKE).
IIpaBoBoii aKT, ONpeIeISIIOLIN MOPSI0K 00pa30BaHusl, IPAaBa, 0GSI3AHHOCTH U OPTAHU3AIUIO
PadoTHI YUpeKIeHHs HA VIUTEIbHbIH Mepruo/l BpeMeHH — 3TO ...

1) npukas

2) IOJIOKCHHE

3) norosop

4) ycraB

5) OKHOCTHAsI MHCTPYKIIHS
Ortser: 4
OueHnka: quxoromuveckasi. [IpaBiiIbHOE BBIMOJIHEHHE OJHOTO Takoro T3 orenuBaercs 1 Gamiom,
HenpaBuibHOE — 0 6ayIoB.

3ananmue 6
BriGepute BepHbIif, Ha Bamn B3risia, oTBET U 00BeIUTE KPYXKKOM €ro HOMEp (KJIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
JJOKYyMEHT, ONUCHIBAIOIIUIA WM MOATBEPKAAIOIIMN COAEPKAHNE TeX HIH HHBIX (PAKTOB WJIH
co0BITHH — 3TO...

1) akr

2) [OKJIaJHAas 3aIrcKa

3) cmpaska OTBet: 1
Ouenka: nuxoromuyeckas. lIpaBunbHOE BBINOIHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiiom,
HenpaBuwibHOE — () 0aIoB.

3ananue 7
BriGepute BepHBIi, Ha Bamn B3risia, oTBET U 00BEIUTE KPYKKOM €ro HOMEP (KJIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
Jara akra - 370...
1) nara yTBepXaeHUs
2) nara COOBITHS
3) nmara moamucanus OTBer: 2
Ouenka: quxoromuyeckas. [IpaBunpHOE BBIMOIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 Gaimom,
HernpaBuibHOE — 0 6aIIOB.
3aganue 8
Bribepure BepHbIid, Ha Bam B3rnsan, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



IIpaBoBoii aKT, M31aBaeMblii eTHHOJIMYHO PYKOBOIUTEIEM B IeJISIX PellieHUsI ONepaTHBHBIX
BOIIPOCOB — I3TO...

1) npukas

2) pacropsiKeHue

3) ykazanue 4) uactpykuusi OTBeT: 2
Ouenka: quxoromuyeckasi. [IpaBiIbHOE BBIMOJIHEHHE OJHOTO Takoro T3 orenuBaercs 1 6amiom,
HenpaBwibHOE — () OaJIoB.

3aganue 9
Bribepure BepHbIi, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, IIOCTaBbTE KPECTUK B HEOOX0AMMOH KieTouke). PacnopsiinTebHble JOKYMEHTHI
BCTYNAIOT B CHILY C ...

1) MoMeHTa UX NOANUCAHUS

2) MOMEHTA UX IOJAMMCAHUS U COTJIACOBAHUSI

3) MOMeHTa MX MOJIIMCAHUS U JOBEACHUS /IO CBEJCHUS HCIIOJIHUTEIS

4) MOMEHTa MX JOBEICHUS JI0 CBeJCHUs ucnoiaauTens OTBer: 3
Ounenka: nuxoromuyeckasi. IIpaBunabHOE BbINONIHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3aganue 10
BriGepuTe BepHbIii, Ha Bai B3risi1, oTBET U 00BEIUTE KPYKKOM €ro HoMep (KIHKHUTE

KYpPCOpOM, MOCTaBbTE KPECTUK B HEOOX0uMOH KieTouke). [1o cogep:kaHUI0O NPUKA3bI
OLIBAIOT...
1) mpocThbIe U CIOKHBIE
2) 10 OCHOBHOM JIEATEIBHOCTH M IMOJMIHOMY COCTaBY
3) BHYTpEHHHE W BHEITHHE
4) TOJHbIE U KpaTKHe
5) c yIrJoBBIM M IIPOAOJIBHBIM PACIIONOKEHHEM PEKBU3UTOB OTBET: 2
Ouenka: nuxoromuyeckas. [IpaBunpHOE BBIMOIHEHHE 0HOTO Takoro T3 oneHuBaercs 1 Gammom,
HenpaBuibHOE — () OayoB.

3ananme 11
Bribepute BepHbIi, Ha Bamn B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

IMociienoBaTeIbHOCTH TEXHOJIOTHH PA0OTHI € JOKYMEHTAMHU — 3TO...

1) npuem 1 nepBuYHas 00pabOTKa JTOKYMEHTOB; UX MPEIBAPUTEIIBEHOE PACCMOTPEHUE U

pacrpezeseHue; perucTpanus JOKyMEHTOB; KOHTPOJIb UCTIOJHEHMSI IOKYMEHTOB;

nH(pOpMallMOHHOCIIPaBOYHas paboTa; UCIIOJHEHHE JOKYMEHTOB; UX OTIPaBKa; CUCTEMaTH3alus U

TeKylllee XpaHeHue 2) IIPUEM H nepBuYHas  o0paboTka  JOKYMEHTOB; KOHTPOJIb
UCTIOJHEHUSI JIOKYMEHTOB; HH(POPMALMOHHO-CIIPaBOYHAs pab0Ta; UCIOTHEHNE IOKYMEHTOB;

UX OTIpaBKa; CHCTEMAaTU3allus U TEKYIIEE XPaHEHHE

3) mpueMm u TmepBUYHas o00pabOTKa JIOKYMEHTOB; HUX TMpEABAPUTEIBHOE pPACCMOTPEHUE U

pacrpesielieHne; perucTpanus JOKYMEHTOB; HWH(OPMAaIMOHHO-CIpaBOYHas padoTa; HCIOIHEHHUE

JIOKYMEHTOB; UX OTIPAaBKa; CUCTEMAaTU3aLUs

Ortser: 1

Ouenka: quxoromuyeckas. [IpaBunbHOE BBHIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaimom,

HernpaBuibHOE — 0 OaJIIOB.



3ananme 12
Bri6epute BepHbIii, Ha Baim B3ri1s1/1, OTBET U 0OBEAUTE KPY)KKOM €ro HOMEp (KITUKHHUTE

KypCOpOM, TMIOCTaBbTE KPECTUK B HEOOX0MUMOH KieTouke). CHcTeMa J0KYMEHTAMHU — 3TO...

1) mepenaya JOKyMeHTa U3 OAHOW MHCTAHIIMH B IPYTYIO B IPOLIECCE €T0 PACCMOTPEHNUS 2)
COBOKYITHOCTB JIOKyMEHTOB, B3aUMOCBSI3aHHBIX 110 IPU3HAKaM MPOUCXOKACHUS, HA3HAYCHUS,

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

3) mporecc co3nanust U 0POPMIICHHUS TOKYMEHTa

Ortser: 2

Ouenka: nuxoromuyeckasi. [IpaBuiabHOE BBIONIHEHUE 0HOTO Takoro T3 onenuBaercs 1 Oamiom,
HenpaBuibHOE — () OayIoB.

3ananme 13
Bribepure BepHBIiA, Ha Bam B3rmsn, oTBET u 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

Yuupurkanusa — 370...

1) cucrema TOKyMEHTALMH, CO3aHHAs 110 €UHBIM MPaBUIIaM B TPeOOBAHUSM, CO/ICpIKaIIast
uH(pOpMAIIHIO, HEOOXOUMYIO JUIS YIIPABIICHUS B ONPEACICHHON cepe NesITSILHOCTH 2)
JeSITebHOCTD 110 YCTAaHOBJICHHIO MPABHJI M XapaKTEPUCTHK B LIEJSX X J0OPOBOJILHOTO
MHOTI'OKpPaTHOT'O MCIIOJIb30BaHUs, HallpaBJIeHHAas Ha JIOCTHKEHHE YIOPSI04EHHOCTH B cepe
IIPOM3BOJICTBA U OOPALICHUS TPOAYKIMH U TIOBBIICHHE KOHKYPEHTOCTIOCOOHOCTH MPOAYKITUH,

paboT win ycayr

3) ycCTaHOBJIEHHE MaKCHMAJIbHOTO €JMHOOOPa3HOro Habopa pEeKBU3UTOB, ¢opmara Oymard Hu
buKcanMy peKBU3UTOB Ha Oymare

Ortsert: 3

Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONIHEHUE OMHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuibHOE — () 6assIoB.

3ananue 14
BriGepute BepHbIif, Ha Bammn B3risia, oTBET U 00BeIUTE KPYXKKOM €ro HOMEp (KJIMKHUTE KypCOpoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
YuuduuupoBanHasi cucreMa J0KyMEHTAlMU — 3TO...
1) CUCTEMA JOKYMCHTAIIUN, CO3JJaHHAad 10 €AUHBIM ITpaBHUJIaM U Tpe6OBaHI/I${M, coJCpIKaliasd
nH(}opMaIro, HEOOXOIUMYIO JIJIsl YIIPABJICHHS B OTPEEICHHON cepe nesTeTbHOCTH 2)
JESTEIbHOCTD 110 YCTAaHOBJICHHUIO MIPABIII U XapaKTEPUCTHK B LETSAX UX T0OPOBOJIHLHOTO
MHOTOKPAaTHOTO UCTOJIb30BaHUs, HAMPABJICHHAS HA JOCTH)KCHHE YIIOPSIIOYCHHOCTH B cepe
IMPOMU3BOJACTBA U O6paH_[eHI/I$[ MMPOAYKIIMU U IMMOBBIIICHUEC KOHKypeHTOCHOCO6HOCTI/I IpOAYKIUHU,
paboT wiu ycayr
3) mepenada JOKYMEHTa W3 OAHOW WHCTAHIIMA B JPYTYIO B MPOIECCE €r0 PacCMOTPEHUS
Otger: 1
Ouenka: nuxoromuydeckasi. [IpaBuibHOE BIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpasuibHOE — () 6asIoB.
3aganme 15
Bribepute BepHbIil, Ha Bamr B3risg, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KJIMKHHUTE KYypCOPOM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
Opra"nu3anuoHHO-PACHOPSAIUTEIbLHAS JOKYMEHTAIMA KIaccupuuupyercs Ha...

1) opraHu3anMOHHBIC, PACIIOPSAUTEIbHBIC



2) OpraHM3alMOHHBIC, PACTIOPSIUTEIBHBIC M CIIPABOYHO-UH(OPMAIIMOHHBIC

3) opraHu3anMOHHbIE, CIIPABOYHO-UHPOPMAIIMOHHBIC

4)  pacrnopsauTeNIbHBIC, CIPABOYHO-UH(POpMaIMOHHbIE OTBET: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBIMONIHEHUE OHOTO Takoro T3 oueHuBaercs 1 Gamiom,
HenpaBwibHOE — () 6aIIoB.

3ananue 16
Bri6epute BepHbI, Ha Bamn B3risg, oTBeT M 00BEIUTE KPYXKKOM €ro HoMep (KJIMKHUTE KypcopoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

CrangapTusanus — 370...

1) JESTeIbHOCTh 110 YCTAHOBJIEHHUIO MPaBWJI U XApaKTEPUCTHK B LENIAX HMX JOOPOBOJIBHOIO
MHOTOKpPaTHOTO HCIOJb30BAHUS, HANpaBICHHAs Ha JOCTIKEHHE YIOPAJOYCHHOCTH B cdepe
IPOM3BOJICTBA M OOpaIeH sl MPOYKIIUU U MOBBIIICHHE KOHKYPEHTOCTIOCOOHOCTH MPOAYKIUH, PadOT
WIN yCIIYT

2) YCTAQHOBJICHHE MaKCHMaJbHOIO €IMHOOOpa3HOro Habopa pEeKBU3UTOB, (opmara Oymaru u
(duKcanuy peKBU3UTOB HAa Oymare

3) dbopmMa  IOPUIMYECKOTO  3aKpeIUIeHHs IMPOBEJECHHOM yHH(UKALUMU U  YpOBHI ee
o0si3arenbHOCTH OTBET: 1

Ouenka: nuxorommuyeckas. lIpaBunbHoe BbINONHEHHE OHOTO Takoro T3 oneHuBaercs 1 Gaiom,
HenpaBuibHOE — 0 6ayIoB.

3aganue 17
BriGepute BepHBIf, Ha Bamn B3risia, oTBET U 00BeIUTE KPYXKKOM €ro HOMEp (KJIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
IIpaBoM nmoanNucH NMPUKA30B M0 MePCOHATY U (pMHAHCOBBIM BONpocaM 00J1ajaeT...
1) pyKOBOJMTENb U 3aMECTHTEINb PYKOBOIUTEIS
2) TOJBKO PYKOBOIHTEIh
3) HavambHHK OT/ENa KaJpOoB
4) 3aMeCTHUTENb PYKOBOIUTEIS
Ortser: 2
Ounenka: nuxoromuyeckasi. IIpaBuibHOE BBINMONHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBwibHOE — () 6assIoB.

3ananue 18
BriGepute BepHbIi, Ha Bamn B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpOM,

MOCTAaBbTE KPECTHK B HEOOXOMMOMN KIICTOUKE).
JIOKyMeHT, perjiaMeHTHPYIIIN 1eATeJbHOCTh KOHKPETHOT0 0LKHOCTHOTO JIMIA — 3TO...
1) AOMKHOCTHASI MHCTPYKIIHS
2) ykazaHue
3) mnpwuka3
4) cnyxeOHas 3anucka OrBer: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BBIMIOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJIIOB.

3aganue 19
Bribepute BepHbIif, Ha Bam B3risan, oTBET U 00BEeOUTE KPYKKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



N3 1n4HOM KapTOYKHU COTPYAHUKA HCKJIIOYAKTCH CBECHUS O...
1) BOMHCKOM yueTe
2) oOmieM cTaxe padboTe
3) NpHHAUICKHOCTU K MOJIUTHYCCKUM IAPTUSIM M OOLICCTBEHHBIM OpraHH3alusIM 4) CeMEHHOM
nosioxxenuu OrBert: 3
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONIHEHUE OHOTO Takoro T3 oueHuBaercs 1 Gamom,
HenpaBwibHOE — () OaJIoB.

3ananue 20
Bribepure BepHbIi, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HE0OX0uMOH Kiietouke). [Incbma, npuHIMaemble 0e3
perucTpamum — 3T0...

1) mno3apaBuUTENBHBIC TUCHMA

2) TapaHTHHHBIC MUCbMa

3) mnucpMa-3anpoChl

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

3ananme 21
Bribepure BepHBIiA, Ha Bam B3risan, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
BepHoe 1aTupoBaHue cJ1y:Ke0HbIX JOKYMEHTOB — 3TO...
1) 15/08/99
2) 01.10.00
3) 200303104)15.1.99 Orser: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINMONIHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBwibHOE — 0 GasIoB.

3aganue 22
BriGepute BepHbIi, Ha Bam B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTAaBbTE KPECTHK B HEOOXOAUMOMN KIIETOUKE).
PexkBu3UT, KOTOPBIH BKIOYaeTCA B 0J1aHK MHCbMA — 3TO...
1) MecTo cocTaBJICHHS WM U3JIaHUS JIOKYMEHTA
2) 3aroJIOBOK K TEKCTY
3) HauMeHOBaHME OpraHU3aIMU
Otser: 3
Ouenka: nuxoromuveckasi. [IpaBuibHOE BIMOTHEHNE OHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBuibHOE — () 6aIoB.

3ananme 23
Bri6epute BepHbId, Ha Bamn B3risg, oTBeT M 00BeIUTE KPYKKOM €ro HoMep (KIIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IK3eMILJISIP 1€JI0BOr0 MUCHLMA, OATOTOBJIEHHBII IJIS OTHPABKHU aJipecaTy Mo moyre,
HA KOTOPOM MPOCTABJSIIOTCS BU3bI — 3TO... |) MOATUHHUK, OTIPABISIEMBIN aipecary
2) xomus, TIoMeIaeMasi B JIeJio OpraHu3aiuu



OTtBerT: 2
Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBIMOIHEHHE 0IHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuibHOE — () OaJIoB.

3ananue 24
Bri6epute BepHbIii, Ha Bam B3ri1s1/1, OTBET U 00BEUTE KPY)KKOM €ro HoMep (KIIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HE0OX0AMMOi kiertouke). [IpaBuIIbHBII BapHAHT 3aroJ0BKa
K MHCHbMY — JTO...
1) o moroBope MOCTaBKH
2) 0 HEBBINOJIHEHUH JIOTrOBopa nocTaBku ot 12.08.2012 Ne 45/63
3) O HEBBINOIHEHUH JIOTOBOPA
Ortser: 2
Ounenka: quxoromuyeckasi. [IpaBuibHOE BBIONHEHHE OAHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HenpaBwibHOE — 0 OasIoB.

3ananue 25
BriGepute BepHbIii, Ha Bain B3riisa, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

IIOCTAaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).
Hoanuces ogopmisieTcs cjaeaylOIUIM 00pa3oM, eCJIM 3aMeCTHTeIb PYKOBOAUTE/ISI OPraHU3alul
HMeeT MPaBO MOANMCHIBATH JOKYMEHTbI BMECTO PYKOBOJAUTE/SI B CJIy4Yae ero BpPeMEHHOIo
OTCYTCTBHA ...

1) Tenepanbusbiii qupextop Ioamucs J[.B.Kupuiios

2) 3awm. renepanbHoro mgupekropa [loamuce O.J1.PemizoB

3) MWN.O. renepansuoro aupekropa [loamuces O.J1.Pemuzor OTBet: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINMONHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 26
BriGepute BepHbIi, Ha Bam B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

IOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
IMucbmo, KOTOpOE 3aBepsieTcsl MeYaThI0 OPraHNu3aluM — 3TO. ..
1) rapaHTHUHHOE MUCHMO
2) KOMMEpYeCKOe MPeII0KEeHIE
3) mmceMo-TIpock0a
OtBer: 1
Ounenka: nuxoromuyeckasi. [IpaBuibHOE BBIMONIHEHUE OHOTO Takoro T3 oueHuBaercs 1 Gamom,
HenpaBuibHOE — () 6aIoB.
3aganue 27
Bribepure BepHbIif, Ha Bamr B3rnsan, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,
MOCTaBbTE KPECTHK B HEOOXOAUMON KIIETOUKE).
OdopmieHne 0TMETKH 0 HATUYHUM MPUJIOKEHHS B CONMPOBOIUTETLHOM NI CbMeE — 3TO...
1) ITpunosxxenue: ynomsinyroe Ha 3 1. B 1 3K3.
2) IlpunoxeHue: Mo TEKCTy Ha 3 1. B 1 3K3.
3) Ilpumoxkenwue: Ha 3 1. B 1 9K3.
Otsert: 3
Ouenka: nuxoromudeckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.



3ananue 28
Bri6epute BepHbI, Ha Bamn B3risa, oTBET U 00BeIUTE KPY)KKOM €ro HOMEp (KIIMKHHUTE KypCOpoM,

IIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

®opMyJIMPOBKA IYHKTA PACHOPAANTEIBLHOM YaCTH NPUKA3a BBITJISIAUT CJIeYIOLIM 00pa3oM...
1) 'maBHOMy OyXranTepy MOJrOTOBUTH M IIPEICTABUTH HA YTBEP)KJICHHE CMETY PacX0A0B Ha
koMaHaupoBkH B 2019 r. B cpok 10 20.01.2019.

2) I'maBHOMY Oyxranrepy Jmutpueny [1.JI. TOArOTOBUTH U MPEICTaBUTH HA YTBEPIKICHUE CMETY
pacxoioB Ha koMaHiupoBKku B 2019 1. B cpok g0 20.01.2019.

3) I'maBHOMy Oyxrantepy OOO «Arat» ILJI. JIMUTpueBY MOATOTOBUTH W MPEACTABUTH Ha
yrBepxaeHue B cpok 10 20.01.2019 cmety pacxonoB Ha komaHaupoBku B 2019 .

4) [lopyunts rnaBHOMYy Oyxranarepy [mutpueBy ILJI. moaroroBurs u npeacTaBUTh Ha
yrBepxaeHue B cpok 10 20.01.2019 cmety pacxonoB Ha komanupoBku B 2019 r. OTBet: 2

Ounenka: ntuxoromuyeckasi. [IpaBunbHOE BbhINONHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamsom,
HenpaBuibHOE — 0 6ayIoB.

3ananue 29
Bribepure BepHBIiA, Ha Bam B3risn, oTBET u 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpPOM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).
JlOKyMeHT, KOTOPbIii OTHOCHTCSI K HEPErHCTPUPYEMBIM — 3TO...
1) muceMO-3ampoc
2) xamoba rpakaaHuHa
3) compoBOAMTEIHHOE MUCHMO
4) pekiaamHoe nucbMo OTBeT: 4
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamom,
HenpaBuibHOE — () 6assIoB.

3ananue 30
Bri6epute BepHbIil, Ha Bam B3ruisiz, oTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HEOOXOJMMOM KiteTouke). CpOKH MCMOJHEHHSs IOKYMEHTOB
YCTAaHABJIHMBAIOTCA ...

1) B KaJeHIAPHBIX THIX

2) B pabounx ausx Oreert: 1
Ouenka: qruxoromuueckasi. [IpaBuibHOE BBIIOIHEHHE OJHOTO Takoro T3 oneHuBaercs 1 Gamiom,
HenpaBuibHOE — () 6asIoB.

3ananue 31
BriGepute BepHBIA, Ha Bammn B3risia, oTBET M 00BenUTE KPYXKKOM €ro HOMEp (KIIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
PykoBoauTe/ b MOANMUCHIBAET ... IK3EMILISIPOB MPHUKA3a.
1) Tpm
2) nBa3) onun OtBet: 1
Ouenka: nuxoromudeckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.



3ananue 32
Bri6epute BepHBIN, Ha Bamn B3risg, oTBET M 00BEIUTE KPYKKOM €ro HoMep (KIMKHHTE KypcopoM,

IIOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).
W3 nepevncIeHHBIX PEKBU3UTOB HEe OTHOCHTCS K PEKBH3MTAM Yy/I0CTOBEpeHMsl. .. 1)
rpu¢ yTBEpKACHUS
2) 1medJath
3) oTMeTKa 0 3aBEepeHHHU KOIUH
4) BH3a COINIACOBAHUS
5) moamuce OTBeT: 4
OueHka: quxoromuyeckasi. [IpaBHIbHOE BBIMOJIHEHHE OJHOTO Takoro T3 orennBaercs 1 G6amiom,
HernpaBmibHOe — 0 0aJLIOB.

3ananme 33
Bribepute BepHBIiA, Ha Bam B3rsn, oTBET u 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
JoxymenTsl, co3nannbie B 2010 r. u umerommue cpok xpanenus 10 jier, MOKHO YHHYTOXKUTD ...
1) 82020 roxy
2) 82021 romy
3) B2022rony
OTtBer: 2
Ouenka: nuxoromuyveckasi. [IpaBuibHOE BbIMOIHEHUE 01HOTO Takoro T3 omenuBaercs 1 6amiom,
HernpaBuibHOEe — 0 OaJIIOB.

3ananue 34
BriGepute BepHBIf, Ha Bamn B3risia, oTBET U 00BEAUTE KPY>KKOM €ro HOMEP (KJIMKHUTE KYypCOpoM,

TIOCTaBbTE KPECTUK B HEOOXOIMMOI KIIETOUKE).
K opraHu3anHmoOHHBIM JOKYMEHTAM OTHOCSITCS. ..
1) ycTaBbl, MONOXKEHHS, TOTOBOP YUPEAUTENeH, NHCTPYKIIUH, TIPABUJIA, IITATHBIC PACTUCAHHS
2) YCTaBbl, TIOJIOKEHHS, JIOTOBOP YUpEIUTEIICH, ITATHBIC PACITUCAHUSI
3) ycraBbl, IOTOBOP yupeauTeneil, HHCTPYKIHH, npaBuia Orser: 1
Ouenka: ruxoromuyeckasi. [IpaBuibHOE BBIIONIHEHHE OAHOTO Takoro T3 oneHuBaercs 1 OGamiom,
HenpaBwibHOE — () 6assIoB.
3apganue 35
Bribepute BepHbIii, Ha Bamn B3rjsii, OTBET U 00BEAMTE KPY)KKOM €ro Homep (KJIMKHUTE KypCopoM,
MIOCTaBbTE KPECTUK B HEOOXOIUMOIT KIICTOUKE).
K pacnopsiiuTe/ibHbIM JOKYMEHTAM OTHOCSITCS. ..
1) mocTaHOBJIEHUS, PEIICHHS, PACTIOPSHKECHHS, YKa3aHUs, PUKA3bl, INTATHBIC PACITHCAHHS
2) TIOCTaHOBJICHUS, PACTIOPSHKCHUS, YKa3aHUsl, IPUKa3bl, INTATHBIC PACITUCAHUS
3) mocCTaHOBICHUS, PELICHUS, PACTIOPSDKCHNUS, YKa3aHus, npukasel OTBeT: 3
Ouenka: qruxoromuueckasi. [IpaBuibHOE BBIIOIHEHHE OJHOTO Takoro T3 oneHuBaercs 1 OGamiom,
HenpaBuibHOE — () OaIoB.

3ananue 36
Bribepute BepHbIif, Ha Bam B3risn, oTBET U 00BEIUTE KPYKKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
IIo cpokam xpaHeHHMsI JOKYMEHTHI ObIBAIOT. ..
1) MOCTOSIHHOTO XpaHEHHs



2) BpPEMEHHOIO XpaHEHHs

3) MOCTOSHHOT'O M BPEMEHHOTO XpaHCHHUS
OtBert: 3
Ouenka: nuxoromudeckasi. [IpaBriibHOE BBIMOTHEHHE OIHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJIIOB.

3ananue 37
Bri6epute BepHbIii, Ha Bar B3ris1/1, OTBET U 00BEAUTE KPY)KKOM €ro HOMep (KIUKHHUTE

KypcopoM, ocTaBbTe KpecTUK B HeoOxoaumoi kierouke). FOCT P 7.0.97-2016 conep:kur...

1) 29 pekBuU3UTOB

2) 30 pekBH3HUTOB

3) 31 pekBU3UTOB

4) 32 pexBusuta OTBET: 2
Ouenka: 1uxoroMmuueckasi. [IpaBuibHOE BBIIOJIHEHHE OJHOTO Takoro T3 orneHuBaercs 1 Gamiom,
HemnpaBmibHOe — 0 0aJLIOB.

3ananue 38
Bribepure BepHBIiA, Ha Bam B3risn, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,

IIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIICTOUKE).
JIoKyMeHT, GUKCHPYIOIIMii cCOTJIallleHNe CTOPOH 00 YCTAHOBJIEHHH TPY/AOBBIX OTHOIIEHUI H
peryJIupyonmii ux, Ha3pbIBaeTcH. ..

1) TpynoBOM KHMUKKOI

2) TPYIOBBIM KOJEKCOM

3) npuKa3oM MO JUYHOMY COCTaBY

4) TpyIOBBIM IOTOBOPOM

5) MOMKHOCTHOM MHCTPYKIIUCH
Ortser: 4
Ounenka: nuxoromuyeckasi. [IpaBuiabHOE BBIMONHEHUE OHOTO Takoro T3 omeHuBaercs 1 Gamom,
HenpaBuibHOE — () 6assIoB.

3ananue 39
Bri6epute BepHbIil, Ha Bam B3ruisiz, oTBET U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE

KypcoOpoM, MOCTaBbTE KPECTUK B HEOOXoanMou kietouke). [lepen caayeii 10KkyMeHTOB Ha
apXHBHOE XpaHeHHUe cJieayeT...

1) crpynmupoBaTth M MOAMIUTH JOKYMEHTHI B MAKH

2) oGhOopMHTH U ONUCATH JIeNIa

3) cucTeMaTHU3UPOBATh U YTOUYHUTH JJOKYMEHTBI

4) CcKOMUPOBATh 0COO0 BaKHBIE JTOKYMEHTHI
OTtBer: 1
Ouenka: nuxoromuyveckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBuibHOE — () 0aIoB.

3ananue 40
Bri6epute BepHbId, Ha Bamn B3risg, oTBET M 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).



IIpu nmoaAroToBKe Aejia K nmepeayve B ApXUB BHYTPEHHSS ONMKCH JOKYMEHTOB, COJepP:KaluXCcs B
JeJjie, moMelaercs.. .

1) B KoHIIE A€eTa

2) B Hauaje jaena

3) HaJIMIEBOW CTOPOHE OOJIOKKH JIeia

4) B camocrosTenbHoe aemo OTBeT: 2
Ouenka: quxoromuyeckas. [IpaBuinbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gayom,
HenpaswibHOE — () OayIoB.

3ananue 41
Bribepure BepHbIid, Ha Bam B3risan, oTBET U 00BEAUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOpOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
BHOCHTH H3MeHeHHs B IITATHOE PACNIUCAHHE B TeYeHHE T0/1a MOKHO. ..
1) oauH pa3
2) 1Bapasa
3) orpaHHYCHHUS Ha 3TOT CYET 3aKOHOJIATEIBCTBOM HE ycTaHOBICHBI OTBeT: 3
Ounenka: nuxoromuyeckasi. IIpaBunbHOE BbINONHEHUE 0HOTO Takoro T3 oueHuBaercs 1 Oamiom,
HernpaBwibHOE — () 6asIoB.

3ananme 42
BriGepute BepHbIii, Ha Bam B3risa, oTBeT U 00BeaUTE KPYKKOM €ro HoMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTHUK B HEOOXOIUMOI KIICTOUKE).
IIpu 3aK/109eHUH TPYIOBOI0 I0rOBOPA FPasKIaHMH, MOCTYNAOIINI HA PadoTy NpeabsBIsET
padoronaren...

1) CBHIETENBCTBO O POXKIACHHH peOEeHKA

2) macnopr

3) CBHIETEIBCTBO O POKIACHUH PEOCHKA M MACTIOPT
Otser: 2
Ounenka: nuxoromuyeckasi. [IpaBUIbHOE BBIMOJIHEHUE OJHOTO Takoro T3 omeHuBaercs 1 Oamiom,
HenpaBwibHOE — 0 OaJIOB.
3aganme 43
BriOepure BepHbIi, Ha Barn B3rJisi1, OTBET U 00BEUTE KPY)KKOM €ro HoMep (KIMKHUTE
KypCOpPOM, TIOCTaBbTE KPECTHUK B HEOOX0muMol kitetouke). [lepeyeHb MaTepualiosn,
NOMEIIEHHBIX B /1eJI0 — 3TO...

1) nwucr-3aBepuUTENH JENa

2) HOMEHKJATypa Je

3) BHYTpEHHSS OIUCH

4) moaIMBKa

5) wuTOrOBas 3amHUCh

6) ornaBnenue OTBer: 3
Ounenka: nuxoromMuyeckasi. [IpaBUIbHOE BBIMOJHEHUE OJTHOTO Takoro T3 oneHuBaercs 1 Oaiom,
HenpaBuibHOE — () 6aysIoB.

3ananue 44
Bri6epute BepHbId, Ha Bamn B3risg, oTBeT M 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



Cornamenue padéoronarenss 1 pabOTHHKOB, KOTOPOe YCTAHABJINBAET JONMOJTHUTEIbHbIE
rapaHTHH VISl COTPYAHUKOB U UX OTBETHbIE 00513aTe/IbCTBA 10 OTHOIIIEHHIO K Pa0d0oTo1aTe/ 10 —
3TO...

1) TpymoBo# 1OroBOp

2) TIpakIaHCKO-IIPaBOBOM JOrOBOP

3) KOHBEHIHS

4)  MOMKHOCTHAS HHCTPYKIIUS

5) KOJUICKTHUBHBIN IOTOBOP

6) JOMOJHHUTEIbHOE COTJIANICHHE K TPYIOBOMY qoroBopy OTBeT: 5
Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBIMOTHEHHE 0HOTO Takoro T3 omeHuBaercs 1 Gamiom,
HernpaBuibHOE — 0 OaJIIOB.

3ananue 45
BriGepute BepHbIii, Ha Bam B3riisa, oTBeT U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypCOpOM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOI! KIIETOUKE).
PaGoTonaTe/ib He 00513aH MPOJIEBATH €:Ker0IHbIH ONJIa4MBaeMblii OTIYCK, €CJI BO BpeMsl
OTIyCKA pa0OTHHUK...

1) 3abosen u jexan B O0JbHULE

2) ObLI HalpaBJICH HA BOCHHBIC COOPBI

3) paborain B KayecTBE WiCHA U30MPATEILHON KOMUCCHH

4)  yxaxuBaj 3a 3a00JICBIIUM YWICHOM CEMbU

5) ydacTBOBaJ B Cy/ie B KQUeCTBE MPHUCSHKHOTO 3aceaTelIst

6) 3a0osen u ednIIcst aMOyIIaTOPHO
Otser: 4
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINONHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 46
Bri6epuTe BepHbIi, Ha Bamn B3risi1, OTBET U 00BEUTE KPYKKOM €ro HoMep (KIHKHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOXOAUMOM KJIETOUKE). 3alIUCH B TPYAOBOH KHUIKKeE
AOIyCKaeTcs 1eJ1aTh...

1) apuKoBOI pyUKOil

2) KapaHIaIIoM

3) KanWUIAPHOW PydYKOi

4)  ¢pnomacrepom OtBert: 1
Ouenka: nuxoromuveckasi. [IpaBuibHOE BIMOTHEHNE OHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBuibHOE — () 6asIoB.

3ananue 47
BriGepute BepHBIA, Ha Bammn B3risia, oTBET M 00BenUTE KPYXKKOM €ro HOMEp (KIIMKHUTE KypCOpoM,

MIOCTaBbTE KPECTHK B HEOOXOAUMOM KIIETOUKE).

IIpuka3s, KOTOPBI OTHOCUTCH K MPHKAa3aM 110 OCHOBHOH AeATEIbLHOCTH — 3TO MPUKA3...
1) o mpueme paboTHHKA HA pabOTy
2) 00 yTBEp)KIACHUU IITATHOTO PACIIACaAHHUS
3) o nepemernienun OTBeT: 2



Ouenka: quxoromuyeckas. [IpaBunbHOE BBIMOTHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaimom,
HenpasuibHOE — () OaJIoB.

3ananue 48
Bribepure BepHbIid, Ha Bam B3risan, oTBET u 00BEIUTE KPYKKOM €ro HOMEp (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).
JlokaJbHBIA aKT padoToaaTe s ¢ TOYKH 3PEeHHUs 3aKOHA, ABJIAIOIIHICA 00513aTeJILHBIM — 3TO...
1) mraTtHOE pacnucanue

2) MHCTPYKIHS 110 KaJPOBOMY JIEJIONPOU3BOJICTBY

3) mOJOKEHHE O CTPYKTYPHBIX MMOAPa3IACICHHIX

4) moJyiokeHHe 00 aTTeCTaluu

5) kosutekTHBHBIN joroBop OTBeT: 1
Ouenka: nuxoromuyeckas. [IpaBunbHOe BBIMONMHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gaiom,
HenpaBuibHOE — 0 6aJsIoB.

3ananue 49
Bri6epute BepHbIii, Ha Barn B3, oTBET U 00OBEAUTE KPY>KKOM €ro HoMep (KIHMKHUTE

KypCOpOM, TIOCTaBbTE KPECTUK B HEOOXOIMMOH KiieTouke). /le1eHue 10KyMeHTOB
ocyllecTBJsIeTCS. ..

1) Ha pobl, MOJBHIbI, HOAPO/IbI, PA3HOBUIHOCTH

2) Ha pOJIbI, BUIBI, TOJBU/IbI, PA3HOBUJIHOCTH 3) HA BHJIbI, TOJBUIBI,

Pa3HOBHIHOCTH, POIBI
4) Ha OABU/IBI, TOAPO/IbI, PA3HOBHIHOCTH
Otser: 2
Ounenka: nuxoromuyeckasi. IIpaBuiabHOE BBINONIHEHUE 0JHOTO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBuibHOE — () 6assIoB.

3ananue 50
BriGepute BepHbIi, Ha Bam B3risa, oTBeT U 00BEIUTE KPYKKOM €ro HOMep (KIMKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOU KIIETOUKE).
JlokymMeHTallMOHHOEe o0ecreYeHne ynpaBJaeHus — 3TO...
1) nporecc YCTaHOBJICHHS M MPUMEHEHHS IMPAaBUJI C IEIbI0 YIOPSJIOYEHUS JEATCILHOCTH B
JIeTIOTPOU3BOJICTBE
2) JeSTEIbHOCTh ammapara yIpaBlICHHs, OXBaThIBAIOIIAs BOMPOCHI JIOKYMEHTHUPOBAHHS U
OpraHu3aIyu padoThl C JOKYMEHTaMH
3) COBOKYITHOCTH JJOKYMEHTOB, IPUMEHSIEMBIX B ONPEACICHHON cepe AeITeTbHOCTH
4) COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C (DOPMYJIIPOM JTOKYMEHTa
OtBer: 2
Ouenka: nuxoromuveckasi. [IpaBuibHOE BBIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuwibHOE — () 0aIoB.

Kputepuu onienku npu nposeieHHH U PepeHIIMPOBaHHOIO 3a4eTa

«OTJIIMYHO» «XOopouo» «KYHAOBJICTBOPUTCIIBHOY» | «HCYHOBJICTBOPUTCIIBHO»

CTYICHT BBIIOJHWI | CTYICHT  BBIMOJHII| CTYI€HT  BBINOJHUI | CTYJEHT BBITTOJTHIII
91-100% wu mHabpan | 71-90% u nabpan 60-70 u nabpan 30-35 | menee 0-59% u nabpan 0-




46-50 6aiu1oB. 36-45 6aiuioB. OaJUIOB. 29 0asIoB.

MMHUCTEPCTBO HAVKH U BBICIIIET'O OBPA30OBAHU S POCCUMCKOM ®EJIEPALINN
Enabyxckuii ”HCTUTYT (puinman) penepanbHOro rocyJapcTBEHHOIO aBTOHOMHOTO 00pa30BaTeIbHOTO
YUPEXICHUS BBICIIEr0 00pa30BaHUS
«Kazanckwuii (ITpuBomkckuit) dheaepanbHbIi YHUBEPCUTETY

3aganus k q1uddepenunposannomy 3avery no OIL.06 «/lokymenTannoHHOE
olecrieyeHne ynpaBJaeHUsD)

1. CoctaButh U OGOPMHUTH INPUKA3 IO OCHOBHOW JEATENILHOCTH 00 uTOrax paboThl C
nokymeHtamu B 2017 romy ITAO «Mup». B KoOHcTaTupyromiell 4acTH YKaKUTE Ha HHU3KYIO
TpeOOBATENIbHOCTh PYKOBOAMTENEH NOJpa3fesieHuii K KayecTBY IOATOTOBKM JOKYMEHTOB U
KOHTPOJISI UX HCIIOJNHEHHs. B pacrnopsauTensHON 9acTH oOpaTuTe BHUMaHHE PYKOBOJAWTEICH Ha
HOBBIILIEHUE TPeOOBATEIBLHOCTH K pabOTHUKAaM B 4acTu paboThl ¢ JokymeHTamu. [laiite 3amaHue
pabOTHUKY, OTBEYAIOILEMY 32 JEJIOIPOU3BOICTBO, HA Pa3padOTKy Mep IO YIYUIIEHUIO 3TOH paboThbl
2. CoctaBuTh U OQOPMUTH paCHOPSDKEHHE. YKaXUTE, UYTO B CBS3U C MPEACTOSIIUMU
CTPYKTYPHBIMH H3MEHEHMSMHU JAUPEKTOp OOsA3bIBAET IPOBECTH IPOBEPKY IITATHO-(DUHAHCOBOU
JUCLMIUINHBL. YKQKUTE OTBETCTBEHHOIO M CpPOK BBIIOJHEHMS, KOHTPOJb 34 BBIIOJHECHUEM
pacrnopsKeHHsI BO3JIOKUTE Ha 3aMecTUTeNsl nupekTtopa. /Ipyrue ngaHHble B TEKCT€ U PEKBU3UTHI
YKaXXUTE CAMOCTOSITEIIbHO

3. CoctaBuTh U 0POPMUTH aKT O PEBU3UH KacChl. B TEKCTe yKakuTe, UTO B pe3ysibTaTe peBU3UU
ObUIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KacCe COIJIACHO JaHHBIM OYyXTIaJITepCKOro yuyeTa coCTaBui 3
521 000 py©., HETOCTauM HAJIMYHBIX JIEHET 110 BUHE Kaccupa He 0OHApYKEHO

4. CocTaBuTh ¥ 0YOPMUTH PEKIAMHOE TUCHMO O MPOJAXKE YACTHBIM JIMIIAM U TOCYAAPCTBEHHBIM
OPEIIPUATHSIM TEPCOHAIBHBIX KOMIIBIOTEPOB 110 JOTOBOPHOW CTOMMOCTH M O BO3MOYKHOCTHU
IIPUHUMATB 3aKa3bl Ha COCTABJIEHHUE IIPOrpaMM

5. CoctaButh #  0(QOPMUTH NHUCHMO-NIPOCHOY  HayallbHUKA  IJJAHOBO-DKOHOMHUYECKOTO
ynpasinenuss IIAO «Penykrop» B aapec aumpektopa WHCTHTyTa 5SKOHOMMKM C TMpOChOOMH
PEKOMEHI0BaTh CIIELUAINCTOB U3 YHCIIA BBITYCKHUKOB 3a04YHOTO OTAEJIEHUS MHCTUTYTA MOCIEIHUX
JIeT, UMEIOIIUX ONBIT pabOThl B 0071aCTH SKOHOMUKH MPOMBILIUIEHHBIX NPEANPUITUHN, Ha TOJDKHOCTU
SKOHOMMCTOB yIpaBiieHHUs. B muceMe ObLIO BBICKA3aHO MOXEJaHWE MPETEeHIEHTaM Ha BaKaHTHBIC
JIOJDKHOCTH TIOATOTOBHUTH pPE3IOME M NPUCIaTh WX MO (akcy B ajpec yIpaBlIeHUs, a Takxke, IO
BO3MOXHOCTH, TPEICTaBUTh PEKOMEHIATeNbHbIE MHCbMA C MOCIEIHUX MECT paboThl. OcTaabHBIE
JTaHHbIE YKAKUTE CAMOCTOSITENIEHO

6. CocraButs u opopmuth npukaz AO «Toproseiii jom «MepKypuit» 0 TUKBHIAIMK Mara3uHa
«Tpuxortaxk». Mara3uH JITUKBUIUPYETCS B CBA3M C HEPEHTAOEIBHOCTHIO M B IIENSAX COKpAIICHUS
pacxonoB. IIpuka3zom JTUKBUAMPOBAH Mara3uH; CO3JaHA JUKBUJALMOHHAs KOMHUCCHS, COCTOAIIAs U3
3amectuTenst TeHepanbHoro gupekropa AO «Toproseiit nom  «Mepkypuil» (mpeacenaTenb
KOMUCCHH), AUpEKTOpa MarazuHa «TpHKOTaK» W HaudalbHHKA dKOHOMHYecKoro otaena AQO; naHbl
NOpYYEHUsI IMPEICEAATEN0 JIMKBUIAIIMOHHOM KOMMCCHUM IO CpPOKY IIPEICTaBICHUS aKTa
JMKBUJIAIIMOHHON KOMHCCHHM, 3aMECTUTENIO T€HEPATIBbHOTO AUPEKTOPA IO IKOHOMHUKE 110 BHECEHUIO
IPEUIOKEHUH 0 TabHEHNIIEeM HCII0b30BaHUH OCBOO0KIAIOIIErOCs OMEIIEHUS



7. CoctaButh ¥ O(OPMUTH pacHoOpsDKEHHE. YKaXHTe, 4YTO B CBS3U C NPEACTOSILUMHU
CTPYKTYPHBIMH HW3MEHEHHMSMHU JUPEKTOP OOSA3BIBACT MPOBECTH MPOBEPKY INTATHO-(UHAHCOBOU
JUCLUIUIMHBL. YKa)KUTE OTBETCTBEHHOI'O M CPOK BBIIOJIHEHUS, KOHTPOJIb 3a BBINOJHEHHEM
pacropsKeHUs: BO3JIOKUTE Ha 3aMeCTUTeNs Iupekropa. [lpyrue JaHHbIE B TEKCT€ UM PEKBU3UTHI
YKaXXHUTE CAMOCTOSITEIILHO

8. CoctaBuTh U OQOPMHUTH AKT NMPOBEPKU (HPMHAHCOBO-XO3SIMCTBEHHON NEATEIBLHOCTH Balllero
npeanpuarus. OcHoBanuem sBisieTca npuka3z aupekropa or 00.00.0000 Ne 21 «O cozganuu
KOMHCCUH 10 TIPOBEpPKE (PHHAHCOBO-XO3AHUCTBEHHOW aAedarenbHOCTH» COCTaB  KOMHUCCHU:
npejcenaTeab — 3aMECTUTENb JUPEKTOpa; WIEHb KOMHUCCHUH: 3aMECTHTENb TJIaBHOTO Oyxranrepa,
UH)XEHEP-?KOHOMMUCT, OyXrairep-peBu3op. B pesynbTare npoBepku ObUIO YCTaHOBIIEHO HapyLICHHUE B
cucTeMe ydyera 000pya0BaHMUs.

9. CocraButh U 0(GOpPMUTH MUCHMO HauyalbHUKa oTAena pexnambl [TAO «Dtamon» B aapec
YHUTAPHOTO MYHHUIIMIAIBHOTO MPEANPUATUS «3€JIEHbI 00p» O TOMOJHUTEIBHOM (UHAHCUPOBAHUU
3aka3a Ne 24 Ha W3roTOBJIEHUE PEKJIAMHBIX IIPOCHEKTOB B CBSI3U C POCTOM LIeH Ha Moiurpaduyeckue
yCIyrd BO BTOPOM KBapTaje TeKYIIEero roja U U3MEHEHUEM CMEThl 3aTpaT. B muceMe ykasbiBaniocs,
YTO BBHINOJIHEHUE 3aKa3a OyJIeT OCYIIECTBIECHO TOJIBKO MpPH JIOTIOJIHUTEILHOM BBIJACICHUH 23
ThIC.py0. OcTanbHbIE JaHHBIE YKAKUTE CAMOCTOATEIHHO

10.  CocraButh u odopmuth npukas ITAO «Pagyra» o peopraHuzaluy KaHUEIAPUU B OTHAENT
UH(POPMALIMOHHO-T0OKYMeHTamoHHoro  obecrieuenuss (OMJ1O). B koHcratupyromeil vactu
HEO0OXOUMO cOcClaThCsl Ha pacllupeHre (YHKIUM U BHEJIpEHHE B pabOTy CUCTEMBbI 3JIEKTPOHHOIO
JIOKyMEHT000OopoTa. B pacnopsauTenbHOI YacTu ycTaHaBIMBAETCS IITaTHAsI YUCIEHHOCTh OTJENa B
KOJINYECTBE 7 4YeNOBEK, JAIOTCA MOPYYEHUS HAaYaJbHUKY SKOHOMHYECKOI'O OTJieNla 10 BHECEHHIO
U3MEHEHUH B ILITaTHOE PAaCHUCAaHWE M HAYaJIbHUKY KaHLEISPUU MO pa3paboTKe MOJI0XKEeHUs o0
OUNJO. OcranbHble TaHHbIE YKAXKUTE CAMOCTOSATEIHHO

11.  CocraBuTh U 0GOPMHUTH YKa3aHUE 3aM.JAUPEKTOpa (UPMBI 00 OpraHU3alMK KOMUPOBAIBHO-
MHOXHTEIBHOro O10po. B Tekcre ykakuTe, YTO B COOTBETCTBUU C MPUKA30M JAUPEKTOPA, 3aM.
JUpeKkTopa (GUpMbl 00sA3BIBAET 3aB. KOMMPOBAIBHO-MHOXKUTEIBHOIO OHOpO pa3paboTarh (opmy
3aKa3a Ha pa3MHOXEHHE JOKYMEHTOB, BbIaBaThb Pa3MHOXKEHHbBIE JOKYMEHTBHI HCIOJHHUTEISIM C
COOTBETCTBYIOILIEH PACIMCKOM B XKypHaJle y4eTa, PETMCTPUPOBATh MOCTYMAOIINE HA Pa3MHOKEHUE
JIOKYMEHTbI, KOHTPOJIb UCIIOJTHEHHS BO3JIOKUTh HAa HayalbHUKA OOIIEro oT/ena

12. CoctaBuTh U 0QOPMUTH aKkT Mo mpeanpusTuio «KaHoH» o0 uUTOrax peBU3UU IO MPOBEPKE
¢uHaHCOBOTrO OTYeTa. B TekcTe ykakute, 4To peBU3UEH OOHapyX eHbl (PaKThl rpyOdOro HapyleHUS
(MHAHCOBOTO y4eTa U OTUETHOCTH [0 KOMaHIMPOBKaM, OTCYTCTBHE )KypHasa yyeTa JOBEPEHHOCTEH

13. CoctaButh U opopmuth nuceMo aupekropa AO «Pacan» Copokuna B.A. renepampHOMY
mupexktopy AO «Kuncrpoit» MapkoBy H.H. ¢ npennoxennem 06 oka3aHUM PEKIAMHBIX YCIYT AJIs
NPOABMXKEHMSI CIIpOca HA KBApTUPbl B  CTPOSILIMXCS OKUIBIX jgomax. IIpenBaputenbHas
JIOTOBOPEHHOCTh O pEKJIaMHOM KaMmaHuM OblIa JOCTHUTHYTAa B XOJI€ COCTOSIBIIMXCSl paHee
neperoBopoB. OcTalbHbIE TaHHbIE YKAXUTE CaMOCTOSATEIHHO

14. CoctaBuTh 1 0QOPMUTH yKa3aHUE 3aM. JUPEKTOpa GUPMbI 00 OpraHM3alMy KOMHUPOBAIBHO-
MHOXHTEIBHOrO O10po. B Tekcre ykakuTe, YTO B COOTBETCTBUM C NIPUKA30M AMPEKTOPA, 3aM.
IupekTopa (GUPMBI 00S3BIBACT 3aB. KONHWPOBAIBHO-MHOXXUTEIBHOTO OHOpo paspaboTath (opmy
3aKa3a Ha pa3MHOXKEHHE JOKYMEHTOB, BbIaBaThb Pa3MHOXKEHHbBIE JOKYMEHTBHI HCIIOJHHUTEISIM C
COOTBETCTBYIOILIEH PACHUCKON B *KypHaJle ydyeTa, perucTpUpOBaTh MOCTYMAIOIINe Ha Pa3MHOKEHHE
JIOKYMEHTBI, KOHTPOJIb UCIIOJTHEHHS BO3JIOKUTh HAa HaualIbHUKA OOIIEro oT/ena

15. CoctaButh W O0OGOPMHUTH MJOKJIAJHYIO 3alMUCKy TIJIABHOTO OyXraiarepa pyKOBOAMTEIIO
OPEANpUATHs O HEOOXOJUMOCTH LEHTPAIM3alUU pPacdyeToB € paOOTHHKAMU Npeanpusatud. B
0053aHHOCTH YYETHBIX paOOTHHUKOB 1LIE€XOB JOJDKHO BXOJWTH JIMIIb OQOPMIIEHHE YYETHBIX



JOKYMEHTOB TI0 Y4eTy BBIpaOOTKH. B mokmnamHoON 3amucke HEOOXOAMMO I0/ATh MPEATIOKEHHE IO
NEPecMOTPY IITAaTOB, OTYETHHIX PAOOTHHUKOB B LI€XaX U TJAaBHOW OyXTajTepuu M3 pacdera oO0IIero
COKpAIlLIEHUs IITaTOB He MeHee yeM Ha 20%

16.  CocraButh M 0(pOpMUTH aKT 00 UTOrax JOKYMEHTAIBHOM pEeBU3UU PaOOTHI OpraHU3alMU 3a
OTYETHBIH roj. B akre peBu3uM 3aMKCUPOBAHBI CIEAYIONIME HEIOCTATKH: HE YHOPSA0YEH Y4YeT
JIMYHOTO COCTaBa, HEKOTOPHIE JINYHBIC JIeNIa HAXOAATCA B 3aIlYIIIECHHOM COCTOSIHUH

17.  CocraBuTh 1 0GOPMUTH AKT O CIIHCAHUU MMYIIECTBA. B TEKCTe yKa)XHUTe, 4TO O MEPHUOJ C
00.00.0000 mo 00.00.0000 xomuccus mpoBena padbOTy IO YCTAHOBJICHHMIO HEMPUTOAHOTO K
JaNbHEHIIEMY HCIOJIb30BAHUIO MMYyIIECTBa. B pesynbrare paboThl OBUIO YCTaHOBJIEHO, YTO
UMYIIECTBO COIJIACHO MPUJIAraéMoOMy K aKTy TMEpevyHI0 IMOMJEKHUT CIHUCAHUI0 B CBS3H C
HENPUTOJIHOCTBIO NIl Hcnonb3oBaHusl CocTaBUTh U O(QOPMHUTH MUCHMO-TIPUIIIALICHHE areHTCTBA
«MH(popMaIMOHHO-TIPAaBOBBIE CUCTEMBI» 00 Y4acTHH B ceMHHape «TeXHOIOTWYECKHE M IMPaBOBBIC
ACIEKThI 3allUThl KOMMEPUYECKOH NHPOpMALIUN»

18. CoctaBuTh U 0POPMHUTH MUCEMO-0TKA3 nonurpaduyeckoro npeanpusitus «llaptaep» (ITAO)
aKIMoHepHOMY o0miecTBy «CaloT» 10 BONPOCY BBHIMOJHEHHUS 3aKa3a HAa HM3TOTOBJICHHE OJIAHKOB
yuyera U ordeTHOCTH. [IpmumMHON oOTKa3a SBWIACh PEKOHCTPYKIUS II€UYAaTHOIO 11€Xa, KOTOopas
IPOJUIUTCS A0 KOHIIA IEPBOTO MOIYTOUS; IPYTUe JaHHbIE YKAXKUTE CAMOCTOSATEIbHO

19. CoctaButh u opopmuts npukaz [TAO «Cxnan» 06 obecrieueHUr MOXapHOH 0€30MacHOCTH U
YCUJIEHUU OXpaHbl MNpeanpusAtus. B KoHCTaTtupyroliell YacTd COLUIMTECh Ha OIACHOCTb
TEPPOPUCTUYECKUX AKTOB M YKaXHUTE LEeJIb oOecreueHuss Oe30MacHOCTU JIOAEH U COXpaHEHHE
umyiecTBa. B pacnopsautensHoi yacTu cienyer o0s3aTh HadallbHUKA OTHe’a oxpaHbl JIoxkKuHA
K.X. ycunuTh MpOIMYyCKHOM peX UM U OpraHU30BaTh KPYIIIOCYTOYHOE ACKYpPCTBO Ha ckiane Nel;
komenaanta 3ganusg Cyxux B.H. — mpoBepuTh cocTosiHME CUTHAJIM3allMM M AJIEKTPONPOBOJIKH, a
HayaJlbHUKAa aJAMHUHUCTpatuBHoro otaena Ilerpenxko O.I1. — mnepeBectu Ha ckimag Nel
BOCIIJIaMEHstoMecs BemecTBa. OCTaabHbIE TaHHBIE YKQXKUTE CAMOCTOSITENTEHO

20. CocraButb ¥ OQOPMUTH JOKJIAJHYIO 3alMUCKy HadalbHHKA OTAeNa pPYKOBOJIUTEIIO
OpeanpusaTis 0 (akTe HEBBIIOJHEHHUS PaclOpsDKEHHS O MOHTaXke 00OpyIOBaHUS Ha y4acTKe IO
IPUYMHE CIa00r0 KOHTPOJISI CO CTOPOHBI INIABHOT'O MEXaHHKa

21.  CocrtaBuTh UM O(OPMUTH aKT O HPOBEPKE Kacchl. B TekcTe ykakuTe, YTO B pe3yjbTare
PEBU3HH KacChl KOMHMCCHSI YCTaHOBHWJIA: OCTAaTOK HaJIM4YHBIX cpeAcTB mo cocrostHuio Ha 00.00.0000
COTJIACHO KaCCOBOM KHUT€ M JIaHHBIM OYXTaJITepCKOTo yuera MoJbKeH cocTaBisath 450 000 pyoueit;
(akTHUeCKui 0OCTaTOK HAJMUYHBIX JAeHer B kacce coctaniseT 400 000 pyOneii. Hegoctaua Hamu4HbIX
neHer B kacce cocrtaBisier 50 000 pyOueii; HemocTaua HaTWMYHBIX JEHET 0OpazoBanach MO BUHE
kaccupa MonounnkoBoii [1.A.

22. CoctaBuTh U 0POPMHUTH MUCBMO-TIPOCHOY aKIHMOHEPHOTo obmecTBa «CIyTHUK» B KOMHUTET
BHEIIIHEAKOHOMMYECKHUX CBSI3€H aIMUHUCTPALIMU PECITYOJIMKU O BBIICTICHNUH JIMIICH3UH Ha TIOCTaBKY B
Kuraii 4000 TOHH MeTalja B CBSI3U C 3aKJIIOYEHHEM JOroBOpa JalsHbCKUM OOBEIMHEHHEM IO
MEXIYHApOJAHOMY COTPYIHHYECTBY Ha CTPOUTEILCTBO JIEBATUITAXKHOTO o0mexxutrs B HabepexxHbix
UYennax. CoriacHo 10roBopa oIuiaTa BBINOJIHEHHBIX paboT OyaeT MpOU3BOAUTHCS POCCHHUCKUMU
pyOsIsiIMH U MaTepUaIaMu

23.  CoctraBuTh ¥ O0GOPMHUTH JOKJIQJHYIO 3alMCKy O NPUYMHAX HECBOEBPEMEHHOTO
IpelocTaBleHusl MH(OPMalMK O BBIMOJIHEHUH MpUKa3a AUpekTopa. OcTalbHbIE PEKBU3UTHI YKAKUTE
CaMOCTOSITENTEHO

24.  CoctaBuTh U 0(POPMUTH aKT O PEBU3UH KACCHI. B TEKCTe yKakuUTe, UTO B pe3yJIbTaTe PeBU3UU
OBLIIO YCTaHOBJIEHO, YTO OCTATOK JICHET B KacCe COTIACHO JIaHHBIM OyXTaJITepCKOro ydyeTa COCTaBUI 3
521 000 py0., HEgOCTaun HATUYHBIX JICHET 110 BUHE Kaccupa He 0OHAPYKEHO



25.  CocrtaBuTh U OGOPMHUTH AKT MPOBEPKU (PUHAHCOBO-XO3SHCTBEHHOW NEATEIBHOCTH BAIIEro
npeanpustus. OcHoBanueM siBisietcst npuka3 gupekropa ot 00.00.0000 Ne 21 «O coznanun
KOMHMCCUM IO TpOBEepKe (PMHAHCOBO-XO3SIMCTBEHHOM JesTenbHOCTH». CocTaB  KOMHCCHU:
npejcenareab — 3aMECTUTENs JAUPEKTOPa; YiIEHbl KOMHUCCHUH: 3aMECTHTENs IJaBHOro Oyxranrepa,
HMH)XEHEP-?KOHOMHUCT, OyXrairep-peBu3op. B pesynbrare nmpoBepku ObUIO YCTaHOBIICHO HAPYIICHHUE B
cUCTeME yueTa 000pyAOBaHUS

26.  CocraBuTh ¥ O(OPMUTH NPUKA3 10 OCHOBHOM JEATENBHOCTH O BHECEHHMM W3MEHEHHWH B
ITaTHOE paclucaHue. B KOHCTaTUPYIOUIEN YaCTU TEKCTA YKAXKUTE, UTO B CBS3U C IPOU3BOJACTBEHHOMN
HEOOXOMMOCTBIO U OTKPBITHEM ILeXa M0 MPOU3BOJCTBY monydadpukaroB. B pacnopsaurensHOi
YacTU TEKCTa BHECTU B IUTAaTHOE paclyCaHHe TOPrOBOW KOMIIAHUU CIENyIOIME U3MEHEHUS: BBECTU
JIOJDKHOCTB IIOBapa 10 MPOU3BOACTBY 110J1y()aOpUKaTOB C OKJIAAOM ...py0. KOoHTpoIb 3a HcnonHeHne
IIPUKa3a BO3JIOKUTE HAa 3aMECTUTEIIS JUPEKTOpa

27. CoctaBuTh 1 OQOPMHUTH aKT MO HpeanpusTHio «KaHOH» 00 WTOTaXx PEeBH3UH IO MPOBEPKE
¢uHaHcOBOro oTyeTa. B Tekcre ykakuTe, YTO peBU3MEN OOHapyXeHbl (paKkThl IpyOOro HapyuIeHUs
(MHAHCOBOI'O y4eTa U OTUETHOCTH 10 KOMaHIMPOBKaM, OTCYTCTBHE KypHaJa yyeTa JOBEpEHHOCTEH
28.  CocrtaBuTh ¥ OOPMHTH COMTPOBOIUTEILHOE TMCEMO O HaIlpaBlieHHNH BaM Ha penieH3upoBaHue
pykomucu mporpamMMmbl Kypca «OpraHum3anuss HH()OPMAIMOHHOTO OOECIIEYEeHUS YIPaBICHU.
[IporpamMa mpenmnosnaraercs Kak THUIOBass JJs BBICIIMX Yy4eOHBIX 3aBEACHUM, HMMEIOLINX
cneunanuzanuu «MenemxkMenT» win «Opranuszanus yrnpasieHus». OT3bIB IPOCAT mpuciaars 10 12
nexadps 2017r.

29.  CocraButh u oQopMUTH HH(pOpMaIMOHHOE mHcbMO. B Tekcre ykaxure, uto AO
«busnecuikona «Hten-CuHTe3» MOATOTOBMIA K H3JAHHIO KHUTY «Jlenmonpous3BoAcTBO». B kHure
OCBEIIAIOTCA TPeOOBaHUS K COCTaBICHMIO U O(POPMIICHHIO CIYy:KEOHBIX IJOKYMEHTOB M IpaBHiia
paboThl ¢ HUMU

Kpurepun ouenku Ha 1upepeHupOBAHHOM 3a4eTe

«OTIHIHON «XOPOIIO» «Y[IOBIETBOPHUTEIHLHOY «HEYJIOBIETBOPHUTE
JBHO»

CTYJeHT CTYIEHT  PAacKpBIBAET | CTYJEHT PACKPHIBAET BOMPOC | BOIPOC HE
PacKpbIBACT BOIPOC, | BOLPOC, MPAKTHYECKOE | He B IONHOM  Mepe, | PacKphiT,
NPaKTHYECKOE 3aJ[aHHe BBIONHACT O€3 | jomyckaeT HETOYHOCTH B | MPAKTHYECKOE
3aJlaHue BBIMOJHSIECT | OLIMOOK, Ha opMyIHpOBKax (1-2 | 3amanme He
6e3  ommOOK, AOTOTHUTEIbHBIC omunbKH), IIPAKTUYECKOE | BHIMOTHEHO.
YBEPEHHO OTBEYACT | BOTIPOCKHI OTBEHACT, | 33 nanue BBITTOJIHEHO
Ha JOIIOJIHUTEIIbHBIC | AOIYCKACT HCTOYHOCTH YaCTUYHO, C JOMYyLIEHHEM
BOIIPOCHI B OTpeieIeHUsX OLIIBOK




