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1. lesiu 0OCBOEHUSA TN CHUATNIIUHBI

dopmuposanue 3nanuii no:

- MOHSITHSIM, LEJIH, 3a]Ja4aM U IPUHLIKIIAM JeJIOTPOU3BOJICTBA;

- OCHOBHBIM MOHSTHSAM JTOKYMEHTAIIUOHHOTO 00eCTIeYeH sl YIIPaBICHUS;

- CUCTeMaM JJOKYMEHTAllMOHHOTO 00eCIeUeH s YIIPaBICHHUS;

- KJIacCU(pUKALUU JOKYMEHTOB;

- TpeOOBaHUSAM K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB;

- OpraHu3alyy JOKYMEHTO000poTa: premy, o00paboTKe, perucTpaluu, KOHTPOIIIO,
XPaHEHUIO TOKYMEHTOB, HOMEHKJIAType JE;

- TpeOOBaHUS K COCTABICHHUIO U O(OPMIICHHUIO PACTIOPSIUTEILHON TOKYMEHTAIINH;

- TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHUIO OPTaHNU3AIIMOHHON JOKYMEHTAIINH;

- TpeOOBaHUSI K COCTaBJICHUIO M O(OpMICHHIO HH(POPMAITMOHHO-CIIPABOYHON
JIOKYMEHTaIUH;

- TpeOOBaHUS K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB 110 INYHOMY COCTaBY;

Gopmuposanue ymenuii no:

- 0(OpMIIEHHIO JOKYMEHTAI[MN B COOTBETCTBUU C HOPMATUBHOM 0a30ii, HCTIONIB3Ys
UH(POPMALIMOHHbIE TEXHOJIOTHH;

- OCYILECTBJICHUIO aBTOMATHU3aLUU 00paObOTKHU IOKYMEHTOB;

- YHU(DUKALUU CUCTEMBI IOKYMEHTALIUN;

- OCYILIECTBIICHUIO XPaHEHUS U IIOMCKA JOKYMEHTOB;

- OCYILIECTBJICHHIO aBTOMATHU3aLUU 00pabOTKH IOKYMEHTOB;

- WCIIOJIb30BAHUIO  TEJIEKOMMYHUKAIMOHHBIX TEXHOJOTHHA B  AJIEKTPOHHOM
JTIOKYMEHTOO0O0POTE;

- O(QOpPMIICHHIO  PACTIOPSIIUTENbHONM  JTOKYMEHTAallud B  COOTBETCTBUU  C
HOpPMAaTUBHO 0a30i, B TOM UHCII€ ¢ UCTIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTH;

- 0hOPMIICHUIO OPTraHU3AIMOHHON JOKYMEHTAIIMH B COOTBETCTBUHU C HOPMATHBHOM
0a30ii, B TOM YHUCIIE C UCTOIb30BAaHUEM UH(POPMAIIMOHHBIX TEXHOJIOTUI;

- odopmiieHnI0 UHHOPMAITMOHHO-CITPABOYHON JOKYMEHTAIIUH B COOTBETCTBHUH C
HOpPMAaTUBHO 0a30i, B TOM UHUCII€ ¢ UCIIOJIb30BaHUEM MH(POPMAIIMOHHBIX TEXHOJIOTHH;

- O(QOpPMIICHHIO JIOKYMEHTAllUM 10 JHMYHOMY COCTaBy B COOTBETCTBUU C
HOPMAaTHBHOM 623011, B TOM YHCIIE C UCMOJIb30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHA.

2. Mecro aucuuniaunsl B crpykrype IHIICC3
VYuebnas nucuumanHa OI1.04 «JlokyMeHTanMoHHOE obOecneueHre YIpaBIeHUS» SBISETCS
ob1enpopeccuoOHaTbHON IUCIUILIMHON TNpodeccroHanbHoro 1ukia B coorserctBuu ¢ ®I'OC mo
cnenuanbHocTH CIIO 38.02.03 «OnepanuoHHas IeSTENbHOCTD B JIOTHCTHKE». OCBauBaeTCsl HA BTOPOM
Kypce (3 cemectp).

3. Komnerenuuu odyuyarierocsi, popMmupyemMbie B pe3yibTaTe 0CBOCHUS TUCIHINIMHBI

B pe3ynbraTe 0OCBOCHHS TUCHUIUIMHBI (POPMUPYIOTCS KOMIETSHIINN:

HNHupexc

PacmmdpoBka npuodperaemMoii KoMIneTeHINH
KOMITeTEeHIIUH




OK1

Bri6upath
MPUMEHUTEIHHO K Pa3IMYHBIM KOHTEKCTAM

CIIOCOOBI

pelieHus

3aMa4  MPOPECCUOHAIBHON  JIESITEIbHOCTH

OCyLIECTBIIATh COMPOBOKACHHUE, B TOM 4YHCIE JOKYMEHTALMOHHOE, IIPOLELYpHI
IK' 1.3 3aKYIIOK

IIK 1.3

OCYH_IeCTBJ'IHTB JOKYMCHTAIMOHHOC COIIPOBOXKIACHUEC CKIAACKUX onepaunﬁ

ACII,

B PE3YIBTATEC OCBOCHUA TUCHUILIIMHBL O6yanOHlHﬁCH JOJIDKCH 3HATh:

IIOHATHUEC, ICIIHU, 3aJa41 U IIPUHIUIIBI ACTIOIIPONU3BOACTBA,
OCHOBHBIC IMOHATHUA JOKYMCHTAIIMUOHHOT'O oOecreucHus YIIpaBJICHUA,

CHCTEMBI JJOKYMEHTAIIHOHHOT'O O0ECTICYCHHUSI yITPaBIICHHS,;
KJIacCU(UKALUIO TOKYMEHTOB;
TpeOOBaHMUS K COCTABICHUIO H OPOPMIICHHIO TOKYMEHTOB;
OpTaHU3aIHIo0 TOKyMEHTOO00O0pOTA!

IIpUCM, 06pa60TKy, perucTpario, KOHTPOJIb, XpaHCHUC HNOKYMCHTOB, HOMCHKJIATYPY

B pe3ynbraTe 0cBOSHUS IUCHUIUIMHBI O0yYaOIIUICs TOIKEH YMeTh:

O(bOpMJ'ISITL AOKYMCHTAIIUKO B COOTBETCTBUH C HOpMaTHBHOﬁ 6330ﬁ, HCIIOJIb3Ys

PIH(bOpMaI_II/IOHHLIC TCXHOJIOI'NH,

OCYHICCTBJIATL aBTOMATHU3ALIUTO O6pa6OTKI/I JOKYMCHTOB;,

YHI/I(I)I/II_II/IpOBaTB CUCTCMbI NOKYMCHTALIUU;

OCYHICCTBIIATH XPAHCHUC U ITONUCK JOKYMCHTOB,

OCYHICCTBJIATL aBTOMATHU3ALIUTO 06pa6OTKI/I HAOKYMCHTOB;,

HCIIOJIB30BaTh

JOKYMEHT0000pOTE;

4. CTpyKTYypa M coaepKaHue TUCHUILINHBI
4.1. O61masi TPy10eMKOCTh TUCHHUILINHBI B yacax OOrias
TPYJAOEMKOCTh AUCIUILITNHBI COCTaBIsAET 74 yaca.

dopmMa NPOMEKYTOUHOM aTTecTaluu Mo JUcHUIUIMHE: AuddepeHnnpoBaHHbI 3aueT B 3
ceMecTpe.

TCIICKOMMYHHKAIIUOHHBIC

TCXHOJIOTHH

B ANEKTPOHHOM

Bunpl u wacel ayniutopHOM
paboThI, X TPYJOEMKOCTh

Camocrosite |  Tekymue
Paznenst u Tembl (B gacax)
= JbHas dopMsI
JTUCIMIIINHBI O [Tpaktuuec| Jlaboparo
2 Vlekuy pabota KOHTPOJIS
S KHe pHBIC
"
© 3aHATHUSL | pabOThI
Tema | OcHOBHbIE
1 MOJIOKEHUS
JOKYMEHTAIlMOHH | 3 8 7 0 4 CooOrienust
oro obecreyeHus
yIIpaBICHUS




Tema | CucreMsl Coo0lurenns
2 JTOKYMEHTAITMOHH TectupoBanu
oro obecrieyeHus 3 8 7 4 el
YIIPaABJIICHUA U UX KoHTpOJ‘[BHa}{
aBTOMaTHU3aIUs pabora 1
Tema | Kimaccuduxamms
3 OKYMEHTOB.
q’peéOBaHm K Coobmerns
3 8 7 4 KoHTtposbHas
COCTABIICHUIO U
pabora 2
0(OpMIICHUIO
JOKYMEHTOB
Tema | Opranuzanus CooOrmieHwust
4 paboTsI ¢ 3 8 7 5 KontponsHas
JTOKyMEHTaMU pabora 3
Bcezo no oucuyunaune | 74 | 32 28 14




4.2. ConepxaHue TUCHUILTUHBI

HaumenoBanmue paszjaesioB | Coaep:kaHue y4eOHOT0o MaTepualia, JJadopaTopHble padoThl M IPaKTHYecKUe 3ausaTus, | O0bem yacos YpoBeHb
H TeM caMoCTosiTeJIbHAsE padoTa 00y4aroIMuXCs (1ex/ 0CBOEHMS
NMPaKT/caMmocT)
1 2 3 4
Tema 1. OcHOBHBIE Coaep:xaHue yueOHOro MaTepuaJa 19
MOJI0KEH U ST (8/7/4)
JOKYMEHTAIHOHHOTO 1 lenn, 3a1a4n TOKYMEHTALIMOHHOTO 00eCTieYeHUs YIpaBICHUS 4 1
oGecneyeHHst ynpaBJeHus | 2 [TpuHIMIIBI JOKYMEHTAMOHHOTO 00ecreYeHNs yIpaBIeHUS 4
IIpakTHYeckne 3aHATHS 2
1 [enu, 3a7a4u ¥ TPUHIIUIIBI TOKYMEHTAIMOHHOTO 00ecreYeHns yIpaBIeHuUs 7
CamocrosiTesibHas padoTa o0yuyaruerocs 4 3
1 [ToaroToBKa JOKJIAI0B MO TEME «IIEJIU, 33]]a41 U IPUHLHUIIBI JOKYMEHTAIMOHHOTO
o0ecrieYeHus yIpaBICHHSI»:
I'maguii E. B. JlokymeHTannonHoe obecrieuenue ymnpasieHus : yaueOHoe nocodue / E. B.
I'maguii. — Mocksa : UL PUOP, HUL] UHD®PA-M, 2016. — 249 c. — (IIpodheccuonansHoe
obpazoBanue). — ISBN 978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/468335 (xarta ooparenus: 10.02.2020). — Tekcr :
JIEKTPOHHBIN.CTp. 11-25
Tema 2. Cucremsl Coaepixanue y1eOHOro MaTepuasa 19
TOKYMEHTAIHOHHOT O (8/714)
obecneveHus ynpapjenusi | 1 CHCTEeMbI JOKYMEHTAI[HOHHOTO OOECIICUCHHUS YITPABIICHHS 4 1
U UX aBTOMaTH3alusl 2 ABTOMaTH3alUs CUCTEM JIOKYMEHTAIIMOHHOTO 00eCIIeYeH sl YIIPaBICHUS 4
IIpakTuyeckue 3aHATHSA 7 2
1 CucreMbl TOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABICHUS
CamocrosiTesibHast padoTa 00y4yaromerocst 4 3

1 TloaroroBka coobmienuit mo TeMe «CrucTeMbl JOKYMEHTAIITHOHHOTO 00ECTICUCHHS
yIpaBICHUS»:

I'mamuii E. B. JlokyMmeHTanmmonHoe obecrieueHue yrpasieHus : ydeOHoe mocoome / E. B.
I'maguii. — Mocksa : U1 PUOP, HULl UH®PA-M, 2016. — 249 c. — (Ilpodeccuonanbuoe
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oOpasoBaHue). — ISBN 978-5-369-01042-6. — URL
https://new.znanium.com/catalog/product/468335 (nara oOparieHus:
10.02.2020). — TeKcT : 3IeKTPOHHBIH, cTp. 26-42

Tema 3. Kinnaccugukanus
JNO0KyMeHTOB. TpeboBanus
K COCTABJICHHIO H
odopmiteHHIO
JOKYMEHTOB

Conep:kanue y4eOHOro MaTepuaa

19
(8/7/4)

1 Knaccudukanus JOKyMEHTOB IO Pa3InYHBIM
npusHakaM 2 TpeOoBaHUS K COCTAaBICHUIO U
0 OPMIICHHIO TOKYMEHTOB:
- TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHIO PACTIOPSAUTEIBHON JOKYMEHTAIUH;

I

- TpeOOBaHUS K COCTABICHUIO U O()OPMIICHUIO OPTaHU3AIIMOHHON TOKYMEHTAIUH;

-TpeOOBaHUsT K COCTaBICHUI0O © O(OpMIICHUIO HH(DOPMAIMOHHO-CIIPABOYHOM
JOKYMEHTAIINH;

-TpeOOBaHuUs K COCTABICHUIO U O(POPMIICHHUIO JOKYMEHTOB I10 JINYHOMY COCTaBY

IIpakTHYeckue 3aHATHSA
1 Kitaccudukanust TOKyMEHTOB IO pa3IMYHbIM IIPU3HAKAM
2 TpeboBaHus K COCTaBIEHUIO U OPOPMIIEHUIO JOKYMEHTOB:

- 0(pOpPMIICHHIO  pAcCHOPSIUTENbHON  JOKYMEHTAallMM B  COOTBETCTBHHM C
HOpPMAaTUBHO 0230, B TOM YHCIIE C UCTIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTH;

- 0(hOPMIIEHHUIO OPTaHU3AIMOHHON TOKYMEHTAIIUU B COOTBETCTBUU C HOPMATUBHOM
0a30ii, B TOM YHCIIE C UCTIOIb30BaHUEM HUH(DOPMALIMOHHBIX TEXHOJIOTUH;

- oopmIIeHHI0O THPOPMALMOHHO-CIIPABOYHOM JOKYMEHTAIlUH B COOTBETCTBUU C
HOPMAaTUBHOI 0a30l, B TOM YHCJE C HCHOJb30BaHHEM HH(GOPMAIMOHHBIX TEXHOJOTHIl; -
0o OpMIIEHHIO JOKYMEHTAIMH 110 JINYHOMY COCTaBy B COOTBETCTBHHM C HOPMAaTHUBHOM 06a30ii, B
TOM YHCJIE C UCTIOJIb30BaHNEM MH(POPMAITHOHHBIX TEXHOIOTHM
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CamocTrosiTesibHasi padoTa 00y4yaromerocs

1 IoxroroBka coobmeHuit o Teme «Kiaccugukanust JOKYMEHTOB 110 pa3IHYHbIM
MIpU3HAKAM:

I'ybuna O. B. Ananu3 ¢puHaHCOBO-X035HCTBEHHOM AeaTenbHOCTH : yueOHuk / O. B. ['yOuna,
B.E.

['ybun. — 2-e u3z., nepepad. u gorn. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonanpHoe obOpaszoBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata oopamerus: 16.10.2020). — Tekcer :
AJICKTPOHHBIN, CTp. 43-55

Tema 4. Opranunzanus
padoThI ¢ JIOKYMEHTaMH

Coaep:kaHue yueOHOTro MaTepuaa 20
(8/715)

1 Ciyx0a JOKyMEHTAIIHOHHOT'O O0ECTICYCHHUS YITPABICHHS

2 Opraam3anys orepaTuBHOTO XPaHEHUS JIOKYMCHTOB

IMpakTuyeckue 3aHATHSA

1 Ciryx0a TOKyMEHTAIIMOHHOTO 00CCIICUCHUS 3

yrpasieHus 2 OpraHu3aiys onepaTuBHOTO XPaHSHUS 4

JIOKYMEHTOB

CamocrosiTesibHast padoTa 00y4yaromerocs

1 IlonroroBka coobuenuii mo Teme «Opranu3zanus cayx0 JOKyMEHTallMOHHOTO 00ecTiedeHus
VIIPABICHUS»:

I'youna O. B. AHanu3 ¢puHaHCOBO-X034MCTBEHHOM AesTenbHoCcTH : yueOHUK / O. B. I'yOuHa,
B. E. I'ybun. — 2-e u3z., nepepad. u gon. — Mocksa : ®OPYM : UHOPA-M, 2021. -335c. —
(Cpennee mnpodeccuonanpHoe oOpaszoBanme). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (mata oopamenwus: 16.10.2020). — Tekcr :
AJIEKTPOHHBIH, cTp. 140-201

2 [loxaroroBka coobuieHui Mo reme «Opranuzaius ONepaTUBHOIO XPAaHEHUS IOKYMEHTOBY:
I'ybuna O. B. AHanu3 ¢puHaHCOBO-X035ICTBEHHON AeaTenbHOCTH : yueOHuk / O. B. ['yOuHa,
B.E.

I'ybun. — 2-e uzn., nepepad. u non. — MockBa : ®OPYM : UHOPA-M, 2021. — 335 c. —
(Cpennee mnpodeccuonampbHoe oOpa3oBanue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nata oopamenus: 16.10.2020). — Tekcer :
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3JIEKTPOHHBIN
ctp. 202-214

Bcero

74




4.3. CTpyKTYypa M coep:KaHNe CAMOCTOSITE/IbHOI padoThI CTYy/IEeHTOB

TpynoemkocTs ®opMbl
Paznen B . (B 4acax) KOHTPOJIS
S — UJBI CAMOCTOSITETILHON paboThI AMOCTOSTCIEHOI
paboThI
1 2 3 4 5
Tema| OcHOBHBIC IToaroroBka JOK/IaI0OB II0 TEME «IICIIH,
1 [IOJIOKEHHS | 32/1a4¥l ¥ PUHITUIIBI JOKYMEHTAIIHOHHOTO
JTOKYMEHTALH obecrieuenus ynpasiaeHus»: [ naamii E. B.
OHHOT'O JIoKyMeHTaIlMOHHOE O0ecTIeueHne
obecneuenus | YIPaBieHus : yaeOHOe mocodue /
yIIpaBJICHUS E. B. FJI&I[I/IIZ. — Mocksa : I/H_[ PI/IOP, HI/H_I 4 CO6GCCIIOBaHI/Ie
NHOPA-M, 2016. —249 c. —
(ITpodeccronansuoe odpazosanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (nara oopamenust: 10.02.2020). — Tekcr :
AIIeKTpOHHBIN.CTp. 11-25
Tema| CucreMbl [TonroroBka coobmeHuit o Teme «CHCTEMBI
2 JOKYMEHTAIM | TOKyMEHTAallMOHHOT'O 00eCreYeHUs
OHHOTO yIpaBICHUS»:
obecrieuenus | ['maamii E. B. JlokymeHTanimonHoe
yhpasjieHus | OOECTeueHue ynpasieHus : y9e0Hoe mocodue
1 UX /
aBTomarm3arl | E. B. I'maguii. — Mocksa : M1 PUOP, HUILT 4 CobecenoBanue
ust NHOPA-M, 2016. — 249 c. —
(ITpodeccronansHoe oopazoBanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara obpamenus: 10.02.2020). — Teker :
3IIEKTPOHHBIN, CcTp. 26-42
Tema| Knaccuduka | [ToaroroBka cooOuieHuit mo teme
3 uust «Knaccuduxarus 10KyMEHTOB IO Pa3IMYHBIM
AOKYMEHTOB. | mpysnakamy:
TpeGosarms ['youna O. B. Ananus
K (UHAHCOBOXO3SIICTBEHHOH EATEIHHOCTH :
COCTABIICHHIO | vyeGuyg / O,
1 B. I'youna, B. E. I'yOun. — 2-e uzn., nepepad.
;f}f%g;f(ﬁo u zio11. — Mocksa : ®OPYM : HTHOPA-M, 4 Cobecenoparme
2021. — 335 ¢. — (Cpennee mpohecCHOHATBEHOE
obpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mara obpamenust: 16.10.2020). — Tekcr :
AIIEKTPOHHBIN, cTp. 43-55
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Tema| Opranuszanus| 1 [ToaroroBka cooOmeHuii no reme

4 paboTeI ¢ «Opranu3zanus ciayx0 JOKyMEHTAIHOHHOTO
AOKYMEHTAM | oGecrieueHus ynpasieHus»: ['youna O. B.
u Ananun3 (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 IToaroroBka cooOILIEHUII 10 TEME
«Opranuzaiys ornepaTuBHOIO XpaHEHUs
TTOKYMEHTOBY:
['youna O. B. Ananus
(bMHAHCOBOXO3SIICTBEHHOH JIESTETLHOCTH :
yaebnuk / O.
B. ['youna, B. E. ['y6un. — 2-e u3z., nepepab. u
morr. — MockBa : ®DOPYM : UHOPA-M, 2021.
— 335 c. — (Cpennee npodeccroHaibHOe
obpaszoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(mara obpamenus: 16.10.2020). — Tekcr :
DIIEKTPOHHBIN
cTp. 202-214

5 CobecenoBanune

Bcezo no oucyunnune 17

5. O6pa3oBaTe/IbHbIC TEXHOJIOTHHU

OcBoeHHME TUCHUIUTMHBI «/[OKyMEHTaIlMOHHOE OO0eCIeueHHE YIPaBJICHUS» MPEeroaract
UCMOJIb30BaHUE KaK TPAJUIMOHHBIX (JIGKIIMH, TPAKTHUYECKUE 3aHATUS C HUCIOJIb30BAHUEM
METOJMYECKMX MaTepHUalioB), TaK W WHHOBAIIMOHHBIX OOpPa30BaTCIbHBIX TEXHOJOTHH C
UCIIOJIb30BaHUEM B y4eOHOM MPOIIECCe aKTHBHBIX U MHTCPAKTHUBHBIX (POPM MPOBEICHUS 3aHSTHI:
BBINOJIHEHHUE Psijia IPAKTUYCCKUX 3aJIaHUI C MCIOJIb30BaHUEM MPO(YECCHOHANBHBIX MPOTPAMMHBIX
CPEICTB CO3/aHUS M BEJICHUS DJJICKTPOHHBIX 0a3 JaHHBIX; MYJIbTUMEIUHHBIX MPOTPAMM,
BKJTIOYAOIIUX TIOJITOTOBKY U BBICTYIUICHHUS CTY/ICHTOB Ha CEMUHAPCKUX 3aHATHUSX € (OTO-, ayHo- U
BUJICOMATEpHAIaMU 10 MPEIJIOKCHHON TeMaThKe. BhimoiHeHre 3a1aHuil TpeOyeT MCIOIb30BaHuUs
HE TOJIKO YU€OHHMKOB U MOCOOMI, HO U MH(OpMaIHH, cozepkaiieiics B IHTepHeTe.

Ha nexiusx u mpakTUYeCKUX 3aHATUAX UCTIONB3YIOTCS: -

WHGPOPMAIIMOHHAS U TIPE3CHTAIUOHHAS JICKITHS;

- Oecenbl ¥ TUCKYCCHH.


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

3aHsATHA, IPOBOAMMBIC B AKTHBHOI W HHTEPAKTHBHOH (popmax

Howmep HaumenoBanue Tembl dopma poBEICHUS O6bem B
TEMBI 3aHSATHUS yacax
Tema 1 OcHOBHBIE TIOJIOKEHUsI JOKyMeHTarmoHHoro | CoOecenoBaHue 2
oOecrieueHus yrnpaBIeHUsS
Tema 2 Cucrembl JoKyMeHTaunoHHOTo obecneuenust | CobecemoBaHue 2
yIpaBiIeHUS U UX aBTOMaTH3alUs
Tema 3 Knaccudukanus qokymentos. TpeboBaHUs K CobecenoBanue 2
COCTaBIICHUIO ¥ O(hOPMIICHUIO TOKYMEHTOB
Tema 4 Opranu3anus padoThl C TOKYMEHTaMH CobecenoBanue 2
Bcero o nucrumumae 8

6. OneHo4HbIE CpeCcTBA I TEKYIIero KOHTPOJIS YCIeBAeMOCTH, IIPOMEKYTOYHOM
aTTeCTAILMH 110 UTOraM OCBOCHHS JUCIHUILINHLI

6.1 OueHouHbIe Cpeacrea AJid TEKYIIEro KOHTPOJIA YCIIEBAEMOCTH

Tecr 1 (OK-1, OK-9, IIK 1.1, IIK 1.3)
IIpumMep BONpoCoOB TecTa:

1) Yto o61uer0 Y OIPETCH3NOHHOT'O ITMCbMa U UCKOBOI'O 3asBJICHUS:

1.
2.
3.
4.

KomnieHcanus HaneceHHOro yiiepoa
Anpecar

OTtBeTunk

TpebGoBaHue BepHYThH ACHBTU.

2) Yewm npuKas OTIMYACTCS OT PACTIOPSIKECHHUSL:

3)

1.
2.
3.
4.

30HOI1 BIIUSIHUSA
OTBETCTBEHHOCTEIO
Cpokamu UCTIOJTHEHUS

CnoBo «IIPUKAa3bIBAI0» 3aMCHACTCA CJIOBOM «IIpEAjiararoy.

I'ne craBuTcst rpud cornacoBaHusi U YTBEPKACHUS:

1. B mpaBom BepxHeM yrity 2. B 1eBoM BepXHeM yriy

3.

BHI/I3y AOKYMCHTA.

Konrpoabnasi pagora 1 (OK-1, OK-9, IIK 1.1, I1K 1.3)
IIpumep 3agaHuii:

1.
2.

N gk w

OCHOBHBIC CBOMCTBA U MMPpU3HAKU JOKYMCHTA.

Knaccudukanus 10KyMEHTOB MO pa3au4HbIM Mpu3HakaM. Hambomnee ymorpeOuTenbHbIE
BUJIBI KITACCU(UKAIMA.

Knaccudukanus Jo0KyMEHTOB 110 XapakTepy HHPOPMAIIMOHHBIX CBA3EH MpeAnpusTUS.

Knaccudukanus ynpaBieHU€CKUX JOKYMEHTOB M0 (PYHKIIMOHAIIBHOMY Ha3HAYEHUIO.

Knaccudukanus Jo0KyMEHTOB 110 COJIEP>KaHUIO.

Knaccudukanmst 1OKyMEHTOB 10 THITY HOCHUTEIICH.

OcHoBHbIE HaNpaBICHHUS COBEPILIEHCTBOBAHUS pabOThI C JOKYMEHTaMHU.

YHuduuupoanHas bopma JIOKYMEHTA.

QopMyislp  AOKYMEHTA.




PernameHTarus 1eionponu3BoCTBA.
9. Vuudukauus u craHAapTU3ALUS JTOKYMEHTOB.
10. 3akoHozaTenbHBIC U IPABOBBIE aKTaM B cepe MHPOpMAITUH U JOKYMEHTAIHH.

Kontpoabsnast padora 2 (OK-1, OK-9, IIK 1.1, IIK 1.3)
IMpumep 3axanuii
1) Kakuie pa3HOBUIHOCTH CITY>KEOHBIX ITUCEM BbI 3HAETE:
[Ipurnamenue
Hanomunanue
[To3apasnenue
Ortka3
Coobmenne
[Ipenynpexnenue
[Iperen3us
biaromapHocTh

©CoOoNoO O~ WDE

. IlonrBepxaenue

10. Vrpo3sa

2) Uem oTiiM9aeTcs Cy)eOHOe MUChMO OT JOKJIaTHOMN 3aIUCKH:
1. O6bemoMm

2. Ilpenna3znaueHuem

3. Anpecarom

4. CopepxaHueM

3) Kakue JOKyMEHTBI 110 JIMYHOMY COCTaBY MOKHO BBIJICIIHUTS:

1. Ilpuka3 06 yBoJbHEHUU

2. Pacnopspkenue o nmpoBeeHUN CyOOOTHHKA
3. Tlpuka3 00 yBenuueHUU HaT0aBKH

4. AKT 0 mpuemKe ToBapa

. Haxnagnas
4) Kakue BUBI TPOTOKOJIA CYIIECTBYIOT:
1. CoxkpamieHHBIN
2. PasBepnHyThIit
3. Tlonnsrit
4. Kpatkuii.
5) Uto 00111ero y mpeTeH3nOHHOTO MUChMa W HCKOBOTO 3asiBIICHUS:
1. KowmmeHcanust HaHECEHHOTO yIepoa
2. Anpecar
3. OrtBeTunk
4. TpeboBaHue BepHYTh ACHBIU.
6) Uem npuka3 OTJIMYaCTCs OT PACIOPSHKCHUS:
1. 3oHoi BAUSHUSL
2. OTBETCTBEHHOCTHIO
3. Cpokamu UCTIOTHEHUS
4. CnoBO «IIpUKa3bIBAI0Y 3aMEHSETCS CIIOBOM «IIPEJIararo.
7) I'ne craBuTCs rprd) COTTIACOBAHUS M YTBEPIKICHHUS:



1. B npaBom BepxHeM yriy 2.
B nieBom BepxHeM yrity
1. Buu3y nokyMmeHTa.

Konrposasnas pabora 3 (OK-1, OK-9, IIK 1.1, IIK 1.3)
[Tpumep 3ananunit

1) Ha kaxkue MOTOKHU JEIUTCS JOKYMEHTOOOOPOT:
1. Bxomsamue
2. Ucxonmsamme
3. Buemnue
4. BuyrtpeHHue
2) TI'nme perucTpupyroTCst JOKYMEHTHI:
1. B cneunanbHOM 00111€M KypHaJe
2. B xypHasie BXOIAIINX JOKYMEHTOB
3. B xypHasie UCXOAAIMINUX TOKYMEHTOB.
3) CkoJyibKO HEOOXOJMMO XPaHUTh TOKYMEHThHI Ha MPEINPUATHH:

1. 3rona
2. 5ner
3. 70 xmer.

4. 'V KaxI0ro BUIa JOKYMEHTa CBOU CPOKH.
4) Jlns gero HEOOXOAUM KOHTPOJIb UCIIOJTHEHUS TOKYMEHTOB:
1. JInst Ka4eCTBEHHOI'O UCITOTHCHUS
2. Jlns HakaszaHwWsl, B CIydae Heyaadu
3. i OTYETHOCTH
4. Jlns mopsiika
5) Tlouemy XpaHST JOKYMEHTBI JUTUTSILHOE BPEMSI:
1. Jlnst BOCCTaHOBIICHUS COOBITHIA
2. Jlns ucnosib30BaHUs IIEHHOTO OTIhITa
3. Ha mamsts o moasax
4. Jlns noka3aTenbCTB B CY/IE.

6.2 OnenovHble cpeacTBa VI NPOMEKYTOYHOM ATTECTALMM 10 MTOraM OCBOCHUS
AUCHHUTIITHHBI

3ananus Kk nuddepeHIUPOBAHHOMY 3a4eTy

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

1. CoctaBuTh U 0(OPMUTH NMPHUKA3 MO OCHOBHOM NeATEIBHOCTH 00 UTOrax paboThl C
nokymentamu B 2017 romy ITAO «Mwup». B KOHCTaTHpyrOmIeW 4YacTH YKOKUTE Ha HU3KYIO
TpeOOBaTENIbHOCTh PYKOBOJUTENEH OApa3AeIeHUI K KaUeCTBY MOJATOTOBKH JJOKYMEHTOB U KOHTPOJIS
uX UCHOJHEeHUs. B pacnopsaurensHol yacTu oOpaTHTe BHUMaHHE PYKOBOJWTENEH Ha TMOBBIIICHHUE
TpeOOBaTENIbHOCTH K PaOOTHMKAM B 4YacTU paboThl ¢ JokyMmeHTamu. [laiite 3amaHue pabOTHHKY,
OTBEUAIOLIEMY 3a JIEIONPOU3BOJICTBO, HA pa3pabOTKy Mep MO YIYUIIEHUIO 3TON paboThI

2. CoctaBuTh U OQOPMUTH pacHOpsDKEHHE. YKaXKHUTE, YTO B CBA3M C MPEICTOALIUMU
CTPYKTYPHBIMH H3MEHEHHSIMH JIUPEKTOpP OOSA3bIBACT MPOBECTH TMPOBEPKY IITATHO-(DMHAHCOBOM
JUCLUIIIMHBL. YKaXUT€ OTBETCTBEHHOIO M CpPOK BBIIOJHEHHS, KOHTPOJb 32 BBINOJIHEHUEM



pacnopspKEHHsI BO3JIOKUTE HAa 3aMECTUTENS OuUpeKkTopa. /[pyrve naHHbIE B TEKCTE U PEKBU3HTHI
YKaXXHUTE CAMOCTOSITEIIBHO
3. CoctaBuTh ¥ OPOPMHUTH aKT O PEBU3UHU KacChl. B TekcTe ykakurte, 4TO B pe3ysbTaTe
peBU3UN OBUIO YCTAHOBJICHO, YTO OCTAaTOK JEHET B KacCe COIVIACHO JAHHBIM OYyXTIaJITEepCKOTo yueTa
coctaBui 3 521 000 py6., HerocTauM HAJIMYHBIX JCHET 110 BUHE Kaccupa He 0OHAPYKEHO
4. CoctaBuTh M OQOPMHTH pEKIAMHOE MHUCBMO O MPOAAXKE YACTHBIM JIMLIAM H
rOCy/IapCTBEHHBIM MPEIIPUATUAM NEPCOHAIBHBIX KOMIIBIOTEPOB IO JOTOBOPHON CTOMMOCTH MU O
BO3MO>XHOCTH IIPUHUMATh 3aKa3bl HA COCTABIIEHUE IIPOrPaMM
o. CoctaBuTh W O(QOPMUTH HHUCHMO-TIPOCHOY HaYaJIbHHKA IUIAHOBO-3KOHOMHYECKOTO
ynpasinenuss IIAO «Penyktop» B anpec nupekrtopa MHCTUTyTa 5SKOHOMUKHM € IIPOCHOOM
PEKOMEH/I0BaTh CIELMAIUCTOB U3 YHUCJIA BBITYCKHUKOB 3a0YHOIO OTJEIECHUS MHCTUTYTA IOCIEIHUX
JeT, IMEIONIUX OIBIT Pa0OTHI B 00JaCTH SKOHOMHUKHU MPOMBIIUICHHBIX TPEANPHUSATHIA, HA TOJHKHOCTH
HKOHOMHCTOB YIpaBieHUs. B mucepme ObLIO BBICKA3aHO TMOXKETaHWE TMPETCHICHTaM Ha BaKaHTHBIE
JIOJDKHOCTH TIOATOTOBHTH PE3IOME M NPUCIATh WX MO (akcy B aapec YIpaBiICHUs, a Takxke, IO
BO3MO>XHOCTH, MPEJICTaBUTh PEKOMEHJATENIbHbIE NMUChMa C IMOCIEIHUX MecT padboTel. OcTajabHbIE
JTaHHbIE YKAXKUTE CAMOCTOSITENIbHO
6. CocraButh 1 opopmuth npukaz AO «Toproseiii 1om «MepKkypuit» 0 JUKBUIALUU
marasuHa «TpuxoTaxk». Mara3uH JUKBUIUPYETCS B CBSI3U C HEPEHTAOENIbHOCTBIO M B LEISIX
COKpaleHus: pacxoqoB. [Ipuka3oM JIMKBUIMPOBAH MarasuH; CO3/laHa JIMKBUIALMOHHAs KOMHCCHUS,
cocrosimas U3 3amecturens reHepanpHoro aupektopa AO «Toproseiii gom  «Mepkypuii»
(mpencenaTesib KOMUCCHH), AUPEKTOPa Mara3uHa « TpukoTax» 1 HayalbHUKA SKOHOMUYECKOT0 OT/IeNa
AOQO; naHbl nopydyeHHs npeaceaTeao JMKBUAALMOHHON KOMHUCCUHM MO CPOKY INpEJCTaBJICHUS aKTa
JMKBUJIALIMOHHON KOMHCCHHM, 3aMECTUTEIIO I€HEPAIBHOIO IUPEKTOpPA MO 3KOHOMHUKE 110 BHECEHUIO
IPEeUIOKEHUH 0 TanbHeHIIeM UCITOIb30BaHUH 0CBOO0KIAIOIIETOCs MTOMEIEHHS
7. CoctaBuTh U OGOPMHUTH pPACHOPSDKEHHE. YKaKUTE, YTO B CBSI3M C MPEICTOALIMMU
CTPYKTYPHBIMH HW3MEHEHMSMHU JAUPEKTOp OOsI3bIBaET IMPOBECTH IPOBEPKY IITATHO-(DUHAHCOBOU
JUCLUIUINHBL. YKaKUTE OTBETCTBEHHOTO M CpPOK BBINOJHEHMS, KOHTPOJb 32 BBINOJHEHUEM
pacropsDKEHHs BO3JIOKUTE Ha 3aM. AUpeKTopa. Jlpyrue naHHbIE B TEKCT€ U PEKBU3UTBI YKAXKHUTE
CaMOCTOSITEIILHO
8. CocraButh U O(GOPMUTH AKT NPOBEPKH (HUHAHCOBO-XO3SAWCTBEHHON JEATEIBHOCTH BalIETo
npennpustus. OcHoBanueM sisgercs npukas gupexkropa ot 00.00.0000 Ne 21 «O co3nanun komuccuu
1o MpoBepKe (PUHAHCOBO-XO35IMCTBEHHON NesTeabHOCTH» COCTaB KOMHUCCHU: IMpeJceNaTeNlb — 3aM.
JMPEKTOpa; WIEHbl KOMUCCHU: 3aM. TJIABHOT'O OyXranrepa, HHKeHep-3KOHOMHUCT, OyXrajirep-peBu3op.
B pesynbrare npoBepku ObLIO YCTAaHOBIECHO HapyIIEHUE B CHCTEME yueTa 000py10BaHUS
9 CoctaBuTh U O(GOPMUTH NMUCHBMO HauyalbHUKa oTAena pekinambl [TAO «3Dtamon» B aapec
YHUTapPHOTO MYHHUIUTIAIBHOTO MPEANPUATHS «3eIeHbIH O0p» O IOMOIHUTENEHOM (PMHAHCHPOBAHUH
3aka3a Ne 24 Ha W3rOTOBJIEHUE PEKJIAMHBIX ITPOCHEKTOB B CBSI3U C POCTOM LIeH Ha Moiurpaduyeckue
yCIIyTH BO BTOPOM KBapTajle TEKYLIETro rojla U U3MEHEHHUEM CMETHI 3aTpaT. B nmuceMe ykas3slBajioch,
YTO BBIMOJIHEHHUE 3aKa3a OyJeT OCYIIECTBICHO TOJIBKO MPH JOMOJHUTEIHHOM BblI€TICHNUHN 23 ThIC.pyO.
OcTasibHbIE TaHHBIE YKAXXUTE CAMOCTOSTEIILHO
11. CoctaButh 1 opopmuts npukasz [TAO «Pagyra» o peopranuzanuy KaHIEIIpUU
B oTAen  HMH(OPMAIMOHHO-AOKYMEHTAllMoHHOro  obecrneuenus (OUJIO). B
KOHCTaTHPYIOIIEH 4acTH HEOOXOIMMO COCIaThCsl HA paclIupeHne QyHKIMA U BHEAPEHHUE
B paboTy CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopoTa. B pacmopsautensHON uacTtu
YCTAQHaBJIMBAETCsl INTATHAs YUCIEHHOCTb OT/AENa B KOJMYECTBE 7 UEJIOBEK, JAITCS
NOPYYEHUs] HAYaJbHUKY SKOHOMHUYECKOTO OT/Ea MO0 BHECEHHIO U3MEHEHHUH B IITATHOE



pacriucaHue ¥ HAYaJIbHUKY KaHLEISIpUU M0 pa3paboTke monoxeHus o6 ONO.
OcranbHble TaHHBIE YKAKUTE CAMOCTOSTEILHO

12. CoctaButh ¥ 0GOPMHUTH yKa3zaHHE 3aM. JUpPEKTOopa (UPMbI 00 OpraHU3aAIUH
KOIMPOBAJILHO-MHOXKHUTEIBHOTO Or0po. B Tekcre ykakuTe, 4TO B COOTBETCTBHH C
NPUKAa30M JIUPEKTOpa, 3aM. AUpPEeKTopa (UPMBI O00A3BIBaCT 3aB. KOMHPOBAJIBHO-
MHOXHTEJIBHOTO OI0po pa3paboraTh (opMy 3aka3a Ha pPa3MHOXKEHHE IOKYMEHTOB,
BbIJIaBaTh Pa3MHOKEHHbIE JOKYMEHTBI UCIIOJIHUTEIISIM C COOTBETCTBYIOIIEH paclMCKOM B
XKypHaje ydyera, perucTpupoBaTh MOCTYIAIOIINE HA PAa3MHOKEHHE JOKYMEHTbI, KOHTPOJIb
UCIIOJIHEHUS BO3JIOKUTh HA HaYaJIbHUKA OOILEro oTaena

13. CoctaButh ¥ 0popMHTH akT 1o mpeanpuatuio «Kanon» o6 wmrTorax
pEBU3MM IO IIPOBEpKEe (PUHAHCOBOrO oOT4YeTa. B Tekcre yKaxuTe, 4YTO peBU3UEH
oOHapykeHbl (akTbl IpyOoro HapyiieHuss (UHAHCOBOIO ydeTa M OTYETHOCTH IO
KOMaHIUPOBKaM, OTCYTCTBHE JKypHaJla ydeTa J0BEPEHHOCTEH

14. CocraButh U odopmuth nucbmMo aupekropa AO «Pacan» CopokuHa
B.A. renepansHomy pupektopy AO «Kunctpoit» MapkoBy H.H. ¢ mpeanoxxenuem 06
OKa3aHUM PEKJIAMHBIX YCIYT JAJs MPOIBMXKEHHUS CIIpOca HAa KBapTUPbl B CTPOSLIMXCS
KWIbIX JoMax. IlpeaBaputenbHas IOrOBOPEHHOCTh O PEKJIAMHOM KaMIaHUM Oblia
JOCTUTHYTa B XOJI€ COCTOSIBLIMXCSI paHee MeperoBopoB. OCTajbHbIE JaHHbIE YKaKUTE
CaMOCTOSITENILHO

15. CoctaButh u OQOPMHUTH yKa3zaHUE 3aM. JUpeKTopa (upmel 00
OpraHu3aliil KOIMPOBAJIbHO-MHOXHTEIBHOTO Oropo. B Tekcre ykaxute, 4ro B
COOTBETCTBUM C INPUKA30M JUPEKTOpa, 3aM. AUpPEKTopa (UPMBI 0O0s3BIBACT 3aB.
KOMHMPOBAJIbHO-MHOXKHUTEIBHOTO OI0po paszpaboTarh (GopMy 3aka3a Ha pa3MHOKEHHE
JIOKYMEHTOB, BbIJJaBaTh Pa3MHOKEHHbIE JOKYMEHTBI HCIIOJIHUTEISIM C COOTBETCTBYIOILEH
paciucKkoil B JKypHaJe yudeTa, PErucTpupoBaTh NOCTYHAIOIIME HA pPa3MHOXKEHUE
JIOKYMEHTBI, KOHTPOJIb UCIIOJTHEHHS BO3JIOKUTh HAa HaualbHUKA OOIIEro oT/erna

16. CoctaBuTh U O(GOPMHUTH AOKIAIHYIO 3alMCKy TJIABHOIO Oyxrairepa
PYKOBOJUTENIO MPEANpHUATHs O HEOOXOAMMOCTH IIEHTpalu3allil pacyeToB C
paOoTHUKaMu mpeanpusaTHs. B 00sf3aHHOCTH y4YeTHbIX PaOOTHHUKOB LEXOB JOJDKHO
BXOJIMTh JIMIIb O(OPMIIEHHE YUETHBIX JOKYMEHTOB IO y4eTy BbIpaOoTKU. B nokmnanHoi
3alMcKe HEoO0XOAMMO TM0/aTh NPEUIOKEHHE [0 TEepecMOTpy IITaTOB, OTYETHBIX
paOOTHHUKOB B LI€XaX U IJ1aBHOM Oyxranrepuu u3 pacueTa oOIIero COKpalleHus TaToB He
MeHee uyeM Ha 20%

17. CoctaBuTh U O(QOPMUTH aKT 00 HTOrax JOKYMEHTAJIBHOW pPEBU3UU
paboThl OpraHu3aluy 3a OTYETHBINH rof. B akTe peBH3MM 3aUKCHUPOBAHBI CIEAYIOIINE
HEJIOCTAaTKU: HE YMOPSIOUEH YUeT JMYHOIO COCTaBa, HEKOTOPHIE IMYHBIE Jiefla HAXOIATCS
B 3aIIyIICHHOM COCTOSIHUU

18. CocTtaBuTh U 0OPMUTH aKT O CIIMCAHUM UMYILECTBA. B TekcTe ykaxkuTe,
yto o nepuox ¢ 00.00.0000 o 00.00.0000 xkomuccus nposesna padboOTy MO YCTAHOBJIECHUIO
HEMPUTOIHOTO K JallbHEHIIIeMy HCIIOIb30BaHUIO UMYIIecTBa. B pe3ynbpTare paboTh! ObLI10
YCTAQHOBJICHO, YTO MMYIIECTBO, COTJIACHO NMPHJIAraéMOMY K aKTy MEPeUHIO, MOAJIEKUT
CTIMICAaHUIO B CBSI3U C HEMPUTOAHOCTBIO JUIST UCTIONB30BaHUS

19. CocraButh ¥ 0QOPMHUTHb  MHUCHMO-TIPUIJIAIIIEHUE  AreHTCTBA
«MH(popMalimOHHO-TIPaBOBBIE CUCTEMBD» 00 ydacTHH B ceMHHape «TexXHOJOrmueckue u
IIPaBOBBIE ACTIEKTHI 3Tl KOMMEPUYECKONH NHPOpMALIUN»



24,

20. CoctaButh ¥ O(QOPMUTH  HHCBMO-OTKa3  MOJUTPAPHUECKOTO
npennpustust «IlaptHep» (ITAO) akumonepHomy oOmiectBy «CaltoT» IO BOIPOCY
BBITIOJIHEHHS 3aKa3a HAa W3TOTOBJICHHE OJIAHKOB y4eTa M OT4eTHOCTH. [IpmumHON OTKa3a
SABWJIACh PEKOHCTPYKLMS I1€YaTHOI'O I1€Xa, KOTopas IMpOJUIMTCS A0 KOHLIA IEPBOTO
HOJIYTO/IUsL; IPYTUE JaHHbIE YKAXKUTE CAaMOCTOSITEIIbHO

21. CocraButs u odopmuth npukaz ITAO «Cxiag» 06 obecrneyeHun
NOXKapHOW 0€30MaCHOCTH U YCUJICHUU OXPaHbI MpeAnpusaTua. B KoHcTaTHpyIoMei yacTu
COLIUTECh HAa OMACHOCTh TEPPOPUCTHUYECKHX AaKTOB M YKaKUTE LENb OOEeCIeYeHHUs
0€30MacCHOCTH JIIOIEW M COXpAaHEHHE MMYIlecTBa. B pacnopsauTenbHONW YacTH CIELyeT
00s3aTh HavanpHUKa otraena oxpadbl JloxknHa K.X. ycunauTh NponycKHOM peXuM U
OpraHu30BaTh KPYIJIOCYTOUHOE JIeXKypcTBO Ha ckinaje Nel; komeHgaHTta 31aHus Cyxux
B.H. — mnpoBepuTh COCTOSIHME€ CHUTHAJIM3ALMU M 3JIEKTPOIPOBOJIKH, a HayaJbHHUKA
agmuHucTtpatuBHoro otaena Ilerpenko O.II. — mnepesectu Ha ckman  Nel
BOCIIJIaMEHstoLIecs BemecTBa. OCTalbHble JaHHBIE YKAXKHUTE CAMOCTOSATEIIBHO

22. CoctaButh U OG(OPMUTH JAOKJIAJHYIO 3alUCKy HayaJlbHUKA OTeNa
PYKOBOJIUTENIO MNPEeANpusATHs O (aKTe HEBBIOJHEHUS pPACIOpPSKEHUS O MOHTaxe
00OpyJIOBaHUSI Ha YYacTKe IO IpHUYUHE C€Ia00ro KOHTPOJS CO CTOPOHBI IJIABHOTO
MeXaHUKa

23. CoctaBuTh U 0YOPMUTH aKT O IIPOBEPKE Kacchl. B TekcTe ykaxkure, 4To
B pe3yibTaTe PEBU3MM KacChl KOMUCCHUS yCTAaHOBMJA: OCTATOK HAJIWYHBIX CPEJCTB IO
cocrossHuio Ha 00.00.0000 cormacHO KaccoBOW KHHIE U JAHHBIM OYXTalTepCKOTo ydyeTa
nomxeH coctaBiaTh 450 000 pyOreil; (axkTHueckuii 0CTaTOK HaJIMYHBIX JIEHEr B Kacce
cocrapnsieT 400 000 pybneit. Hegocraua HanmuuyHbIX JneHer B kacce coctasiseT 50 000
pyOiieil; HenocTaya HAJIMYHBIX JIeHEr oOpa3oBajlach 1O BUHE Kaccupa MoOJOYHHKOBOM
ITA.

CoctaBuTh ¥ 0(GOPMHUTH MUCHMO-TIPOCHOY aKIMOHEpPHOro obmecTBa «CIYTHUK» B

KOMUTET BHEITHEOKOHOMHYECKHUX CBS3ed aIMUHUCTPAIMU PECHYOIMKH O BBIIEICHUH JIUIIEH3UHU Ha
noctaBky B Kurait 4000 TOHH MeTaia B CBSI3U C 3aKJIF0OUEHUEM JOTOBOpa AalNssHECKUM OObeMHEHHEM
M0 MEXJIYHApOJHOMY COTPYIHHUYECTBY Ha CTPOUTENBCTBO JEBATUAITAKHOTO OOIISKUTUS B
HabGepexnpix Uennax. CorinacHo JOTOBOpY, OIIaTa BBIMOJHEHHBIX pabdOT OyAeT MPOU3BOIUTHCS
POCCUUCKUMHU PYOJIIMU U MaTepuaiaMu

28.

25. CoctaButh ¥ O(QOPMUTH JOKIAQJHYIO 3allUCKy O MpHYMHAX
HECBOEBPEMEHHOI'0 MPEI0CTaBICHUsT UH(OPMAIMK O BBHIOJHEHUU TNPHKa3a JUPEKTOpa.
OcrasnbHble pEKBU3UTHI YKAKUTE CAMOCTOSATEIIBHO

26. CoctaBuTh ¥ 0OPMHTB aKT O PEBU3MHU Kacchl. B TekcTe ykaxure, 4To B
pe3yJbTaTe peBU3UU ObUIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KaccCe COTJACHO JaHHBIM
Oyxranrepckoro yudera cocraBui 3 521 000 py0., HeIOCTauM HAIMYHBIX JACHET MO BUHE
Kaccupa He 0OHapy>KEeHO

27. CoctaBuTh U O(QOPMHUTH aKT MPOBEPKH (PUHAHCOBO-XO3IHCTBEHHOM
NeSITeIBbHOCTH Bamero mnpeanpustus. OCHOBaHMEM SBISETCS TpPHKa3 AUPEKTOpa OT
00.00.0000 Ne 21 «O co3maHMM KOMHCCHU TIO TpOBEepKe (PMHAHCOBO-XO3SIHCTBEHHOMN
nesTeabHOCTH». COCTaB KOMHUCCHU: TpeAceaaTelb — 3aM. JUPEKTOpa; YWIEHbl KOMHCCUU:
3aM. TJIaBHOTO OyxranTepa, MH)KEHEP-PKOHOMHCT, OyXraitep-peBuzop. B pesynbrare
IPOBEPKH OBUIO YCTAHOBJIEHO HApYIICHHE B CUCTEME y4eTa 000pya0BaHU

CoctaBuTh ¥ 0(OPMUTH IIPHUKA3 10 OCHOBHOM IEATETLHOCTH O BHECEHUH U3MEHEHUI B

LITATHOE paclucaHue. B KOHCTaTUPYIOLIEH YaCTH TEKCTA YKAXKUTE, YTO B CBSI3H C IPOU3BOJCTBEHHON



HEOOXO/MMOCTBIO U OTKPBITHEM IieXa MO IMPOM3BOJACTBY moiydadbpukaToB. B pacnopsauTenbHON
YacTU TEKCTa BHECTH B IITATHOE pACIMCaHUE TOPTOBOW KOMIIAHWU CIIEAYIOIINE U3MEHEHUS: BBECTU
JOJKHOCTH TTOBapa 1Mo MPOU3BOJICTBY MOTY(HaOpUKaTOB ¢ OKIAIOM ...py0. KoHTpob 3a ncnonHeHue
IpUKa3a BO3JIOXKHUTE Ha 3aM. IUPEKTOPA.

28.  CocraButh W OQOPMHUTH aKT MO mpeanpusTuio «KaHoH» 00 HWTOrax peBHU3HHU IO
npoBepke (puHaHCOBOro oTueTa. B Tekcre ykakuTe, YTO peBHU3MEN OOHapykeHbl (haKThl TPyOOro
HapymeHus (PUHAHCOBOTO ydeTa M OTYETHOCTH IO KOMaHIUPOBKaM, OTCYTCTBHE >KypHala ydera
JIOBEPEHHOCTEMN

29. CocraButh U OGOPMHUTH CONPOBOIUTENBHOE IHUCHMO O HampaBleHMH Bam Ha
PELEH3UPOBAHUE PYKOMHMCH TPOrpaMMmbl Kypca «OpraHuzanus MHPOPMAIMOHHOTO OOECTICYECHUs
ynpasieHus». [Iporpamma npeanosnaraercs Kak THIIOBas 1715 BBICIINX y4eOHBIX 3aBEACHUMN, HIMEIOLITIX
cnenuanu3zauuu «MenemxmenT» win «Opranuzanus ynpasieHus». OT3bIB MPOCIT MpHUCIaTh A0 12
nexadps 2017r.

30.  CocraButes U odpopMuUTh MHPOPMALMOHHOE MUCHMO. B Texcre ykaxute, yro AO
«busnecmikona «MuTen-CuHTe3» MOArOTOBWIA K M3JIaHUIO KHUTY «Jlemompou3BoacTBo». B kHure
OCBEIIAIOTCS TPEOOBAHMUS K COCTABICHHUIO M O()OPMIICHHUIO CITY>KEOHBIX IOKYMEHTOB U ITpaBHiIa pabOThI
C HUMHU

Tect k (U depeHIMPOBAHHOMY 324eTy
(OK-1, OK-9, IIK 1.1, IIK 1.3)
IIpumep Bonpocos Tecra:
3aganue 1
Jenonpou3BoacTso - 310 ...
1) oTpacip JAeATENBHOCTH, OOECIeYMBAIOIIAs JOKYMEHTHPOBAHHE M OpraHW3anuio paboThl C
o(pHUIMaNTEHBIMUA JOKYMEHTaAMH
2) mpotiecc co3aanus U 0hOPMIICHHS TOKYMEHTA
3) IBWKEHHE JIOKYMEHTOB B OpPraHM3al[id C MOMEHTA MX CO3JIaHHs WJIH MOJYyYSHHS JI0 3aBEPIICHUS
WCIIOJTHEHUS WM OTIIPaBJICHUS
3aganue 2
JIOKyMEHTHUPOBaHHE - 3TO ...
1) obecrieueHre NBUKEHHSI JJOKYMEHTOB B amiapare yrpaBlCHHUs, UX HCIOJIb30BaHUS B CIIPABOYHBIX
HENSIX U XpaHESHUs
2) COBOKYITHOCTb JICUCTBHSI, 00ECIICUMBAIOIIMX UX CBOCBPEMEHHOE UCTIOITHEHHUE
3) mporiecc co3aanusi U 0HOPMIICHHUS TOKYMEHTA
3aganme 3
JIoKyMeHT - 310 ...
1) 3auKCUpOBaHHAs Ha HOCHUTeNe HMHPOpMAIUs C pPEKBU3UTAMHU, IO3BOJSIOLIUMU €€
UACHTU(PUIINPOBATD
2) HOCHUTENh MH(OPMALINH, UCTIOIB3YEMOH B LIENSAX PETYIUPOBAHUS COIIMATBHBIX OTHOIIECHHM
3) undpopmarnus, 3adpuKCUpPOBaHHAS JTIOOBIM CIIOCOOOM Ha JIt0OOM HOCHUTEIIE
3ananue 4
JlokyMeHTOO0O0pOT - 3TO ...
1) nepenava 1OKyMeHTa U3 OJJHOM HHCTAHIIUY B IPYTYIO B IPOLIECCE €r0 PACCMOTPEHHS
2) IBWKEHHE TOKYMEHTOB B OPTaHM3allMU C MOMEHTA UX CO3JIaHHUS WM MOJTYYCHUs 10 3aBEpIICHHUS
UCTIOJIHEHUS MJTH OTIIPaBJICHUS



3) IBMKEHHE KOMIUIEKCA TOKYMEHTOB B IIPOIIECCE BEIPAOOTKH, IIPHHSATHS U UCIIOJHEHHS PEIICHHHA

7 TaGJmua COOTBETCTBUA KOMHeTeHIII/Iﬁ, KPUTEPUEB OLICHKU UX OCBOCHHUA U OLICHOYHBIX

cpeacTB
O1ieHOYHbBIE Kpurepum oueHuBanus pe3yjbTaToOB
cpencrsa o0y4eHus
«HEY/IOBJIE| «HEYJIOBJIE| «HEYAOBIE| «HEYAOBIE
TBOPUTEIH | TBOPUTEINH | TBOPUTEIH | TBOPUTEIbH
HOY» HOY» HOY» o»
Komne [ImanupyemMbie pe3yIbTaThl [kputepun| [kpurepun | [kputepuu| [Kputepun
TCHIHNH 00yueHus BBICTABJIE | BBHICTABJIE | BHICTABIICH| BBICTABIIEH
HUS HUS U OLICHKH | WS OLICHKHU
OILICHKH OLICHKH | «XOPOIIO» | «OTIMYHOM
«HEY/IOBJIE| «YJOBJICTB ] ]
TBOpHUTEIH | OPUTEIBLHO
HO» | »]
- 3HATh: - MOHATHE, Ilenu, | Kontpo npHbie| He 3naer, | lemonctp| 3naer | JlemoHcTpu
3aJ1a41 U IIPUHIUIIBI pa60TLI JOITyCKaeT upyer HOCTATOYH pyer
JEJIONPOU3BOJICTBA; - OCHOBHBIE | 1-3 rpyoObie | 1aCTHYHBI 0B BBICOKH
MOHATHUS JIOKYMEHTAIIMOHHOTO 3ananu ommbOku | ©3HAHHA | Gaszopom YPOBCHB
oOecrnieueHus ynpaBiaeHus; - K Ge3 o0bEMe 3HAHMi
CHCTEMBI JIOKyMeHTanuoHHoro | Audde rpyGbIx
obecrieueHus ynpaBiaeHUs; - peHuup ombox
KJIaCCU(DUKAIUIO JIOKYMEHTOB; - | OBAHHO MYy
TpeOOBaHUs K COCTABIECHUIO U satery 1-30
OK 1 | odopmienuio 10KyMEHTOB; - Bompoc
OpraHu3aIHII0 bl TeCTa K
JIOKYMEHTOO0O0pOTA: - TIPUEM, ppe
00paboTKy, pErucTpaluio, PEHIHP
KOHTPOJIb, XpaHCHHUE OBATHO MY
3agery 1-50

JOKYMEHTOB, HOMEHKJIATypy
NeIL;




OK9

- YMETh: - 0QPOPMIIATH KonTtpo neubie | He ymeer, | Jlemonctp| VYwmeer | JlemoHcTpu
JOKYMCHTAIIMIO B COOTBETCTBUH pa6OTLI ACMOHCTP upyer IMPUMCHAT pyer
C HOPMAaTHBHOH 0a30if, 1-3 upyer YACTHYHBI | b 3HAHHUS | BBICOKHIl
UCIIONb3ys HHOOPMAIMOHHEBIE | 3aJaHu HaCTHYHBL | ¢ yMEHUSA Ha YPOBCHb
TEXHOJIOTHH; - OCYLIECTBIIATH A K ¢ yMCEHu, oe3 TPAaKTURE | ymeHwit
aBTOMATHU3AIIUI0 00pabOTKU mudde pomyckast | TPyOBIX | B 633?]301‘4
JIOKyMEHTOB; - YHH(UIIUPOBaTL | PEHIHP rpybbie | ommOoK | obnéme
CUCTEMBI JIOKYMEHTALIUH; - OBaHHO MY OIIMOKH
OCYIIECTBIISITh XpAaHEHUE U sasery 1-30
) Bomnpoc

MIOUCK JIOKYMEHTOB; -

BI TECTA K
OCYIIECTBIISATH aBTOMATH3AIHIO

: madde

00pabOTKH JOKYMEHTOB; -

pEHIIp
UCIIOJIb30BATh

OBaHHO MY
TEJIEKOMMyHUKAIIMOHHBIC

3auety 1-50
TEXHOJIOTUH B JIEKTPOHHOM
TOKyMEHTO000pOTeE;
3HATh: - IOHATHUE, 11eTH, 3a1aun | Kontpo npHble | He 3Haert, | lemoncrp| 3naer | JlemoHcTpu
Y TIPUHIHIIBI paboThI JoImycKaeT| HpYyeT | JIOCTaTo4YH pyer
JIETIONPOU3BOJICTBA; - OCHOBHBIE | 1-3 rpyObie | 1aCTHIHEI 0B BBICOKHMH
MOHATHS JTOKYMEHTAIMOHHOr0 | 3aJaHu ommbky | ©3HAHHA | 0asoBOM | ypOBCHB
obecrieyeHus yIpaBJIeHus; - A K 6%3 00BEME 3HaHHUI

rpyobIX
CHCTEMBI JOKyMeHTaluoHHoro | Audde Py 5
ommnboK

obecrieyeHus yrpaBieHUs; - peHIup
KJIaCCHU(HKALUIO TOKYMEHTOB; - | OBAaHHO

TpeOOBaHMS K COCTABICHHIO U
0 OpPMIICHHUIO TOKYMEHTOB; -
OpraHH3aLHUIo
JOKYMEHTO000pOTa: - IIPUEM,
00paboTKy, perucTpaluio,
KOHTPOJIb, XpaHEHUE
JTOKYMEHTOB, HOMEHKJIATYpy
zern,

My 3adety 1-
30

Bomnpoc

bl TECTA K
mid e
pEHIUP
OBaHHO My
3agery 1-50




YMETh: - 0OPOPMIIATH KonTtpo neubie | He ymeer, | Hemonctp| VYmeer | JlemoHcTpu
JOKYMEHTAlMIO B COOTBETCTBHUU pa6OTLI JAEMOHCTP HpyeT IIPUMCEHAT pyer
C HOpMaTHBHOﬁ 6agoﬁ, 1-3 HpyeT YaCTUYHBI | b 3HAHUA BBICOKHI
UCIONB3ys MHOOPMALMOHHBIE | 3a1aHu aCTUHHbL | ¢ yMeHUS Ha YPOBCHb
TEXHOJIOTHMH; - OCYLECTBIIATE A K ¢ YMCHuA, 6e3 MPaKTUKE | ymeHni
ABTOMAaTH3alUI0 00paboTKH mdde jomyckas | IpyosIx | B 633?B0M
JIOKYMEHTOB; - yHM(HIMpoBaTs | PSHIUP rpyObte | OmMOOK | 0bBEME
CHCTEMBI JJOKYMEHTAIHH; - OBAaHHO MYy OILIMOKH
OCYIIECTBIIATh XPaHEHUE U sauery 1-30
) Bomnpoc
MOUCK JJOKYMEHTOB; -
BI TECTA K
OCYIIECTBIISATH ABTOMATH3AIIUIO
: mdde
00pabOTKH JOKYMEHTOB; -
pEeHIIUP
HCIIOJIb30BATh
OBAaHHO MY
TEJIEKOMMYHHUKAI[HOHHBIC
3agety 1-50
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;
3HATh: - IOHATHE, 11eNH, 3a1aun | KonTpo npHbie| He 3naer, | Jemonctp | 3naer | JlemoHcTpH
Y TIPUHIIATIBI paboThI JIONyCKaeT | HMpPYeT  |J0CTaTouH pyet
JIETIONPOU3BOJICTBA; - OCHOBHBIE | 1-3 rpyOple | 1aCTHYHBI OB BBICOKHH
HOHATUS JOKYMEHTALMOHHOrO | 3aJaHu ommbku | ©3HaHMS | 0a30BOM | YpOBEHb
o0ecrieueHNs yIPaBICHUS; - 1K 623 00BéMe 3HAHHUN
rpyOBIX
CHUCTEMbI JOKYMEHTAIlMOHHOT'O i oe 4 5
OIIMOO0K
oOecrnieueHus yrnpaBiaeHus; - PCHIOUP
KJIacCHU(PHKAIIUIO JOKYMEHTOB; - | OBaHHO My
TpeOOBaHMUs K COCTABJICHUIO U sauery 1-30
) Bomnpoc
0 OpPMIICHHIO TOKYMEHTOB; -
BI TECTA K
OpraHu3aINIo b
mudde
JOKYMEHTO000pOTa: - IIPUEM,
CHIIN
K 00paboTKy, perucTpaluio, P P
KOHTPOJTb, XpaHEHHE OBAMHO My
11 ’ 3auery 1-50
JOKYMEHTOB, HOMEHKJIATYPy
zen,
METH: - OPOPMIISATH Kontpo neubie | He ymeer, | [lemonctp | YMmeer | leMoHcTpH
MOKYMEHTALUIO B COOTBETCTBHH C | PA0OTHI ACMOHCTD | HPYET OPUMCHSIT pyer
HOpMaTI/IBHOI\/’I 633017[’ HCTIOJIb3YS 1-3 UpyeT YaCTU4YHbI | b 3HAHUA BBICOKHH
MH(GOPMAMOHHBIE TEXHOIOTHY; - | 3a1aHU 9aCTUMHBL | ¢ yMEHusA Ha YPOBEHB
OCYILIECTBIIATH aBTOMATH3alMio 1 K (e ¢ YMCHHA, oe3 TMPAKTHKE | ymeHni
06pabOTKHU J1OKYMEHTOB; - pEHIMpP OBaHHO | AONYCKas | rpyGeix | B 6asosom
YHH(UIUPOBATH CUCTEMBI rpy0bie oumGox | 00BEME




ITOKYMEHTAINH; - OCYIIECTBIISTh
XpaHEHHE M ITOMCK JOKYMEHTOB; -
OCYIIECTBIISITH ABTOMATU3AIIUIO
00pabOTKH JOKYMEHTOB; -
MCII0JIb30BATh
TEJIEKOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B AJICKTPOHHOM
NTOKYMEHTOO00POTE;

My 3adetry 1-

30

Bomnpoc

bl TECTA K
mubde
PEHIIP
OBaHHO MY
3auery 1-50

OIIMOKH

IK
1.3

3HATh: - IOHATHE, LIEJIH, 3a]Ja4H
Y TIPUHIIATIBI
JeTONPOU3BOJICTBA; - OCHOBHBIC
MOHSTHS JIOKYMCHTAIIMOHHOTO
o0ecrieyeHus yrpaBiIeHUs; -
CHCTEMBI JJOKYMEHTAIUOHHOTO
o0ecrieyeHus yrpaBieHUs; -
KJ1acCU()UKALUIO TOKYMEHTOB; -
TpeOOBaHUS K COCTABICHUIO U

0 OpPMIICHHUIO TOKYMEHTOB; -
OpraHu3aINIo
JOKYMEHTO000POTa: - TIPUEM,
00paboTKy, perucCTpaluIo,
KOHTPOJTb, XpaHEHHE
JTOKYMEHTOB, HOMEHKJIATYpy
ACIL,

KoHTpo nbHBIE
paboThI

1-3

3anaHu

K

mad e
peHIup
OBAaHHO MY
3agery 1-30
Bomnpoc

BI TECTA K
madde
peHIup
OBAaHHO MY
3auety 1-50

He 3naer,
JIOITYCKaeT
rpyOsIe
OILIMOKHU

Hemonctp
upyer
YaCTUYHBI
€ 3HaHUSA
oe3
rpyObIX
OInO0K

3Haer
JIOCTAaTOYH
0B
0a3o0BOM
00BEME

JemoncTpu

pyer
BBICOKUH

YPOBEHD
3HAHUH




YMETh: - 0OPOPMIIATH KonTtpo nbubie | He ymeer, | Jlemonctp| VYwmeer | JlemoHcTpu
JOKYMCHTAIIMIO B COOTBETCTBUH pa6OTLI ACMOHCTP upyer IMPUMCHAT pyer
c HOpMaTI/IBHOf/'I 6a301‘f1’ 1-3 upyer YaCTHU4YHbI | b 3HAHUA BEICOKHH
UCIIONb3ys HHOOPMAIMOHHEBIE | 3a1aHu HaCTHYHBL | € ymMeHUsA Ha YPOBEHb
TEXHOJIOTHMH; - OCYLECTBIIATE A K € yMCHuA, 6e3 MPaKTHKE | ymeHni
aBTOMAaTH3aIHI0 00PabOTKH nudde pomyckas | IpyObIX | B 6a3?BOM
JIOKYMEHTOB; - YHU(UIMpoBaTs | PCHIUD rpyobIe ommbox | obbEme
CHCTEMBI JOKYMEHTAIUH; - OBAaHHO My OUIHOKH
OCYIIECTBISITh XPaHEHHUE U sasery 1-30
) Bomnpoc

MOUCK JJOKYMEHTOB; -

BI TECTA K
OCYIIECTBIISITH ABTOMATU3AIINIO

: nudde

00pabOTKH JOKYMEHTOB; -

peHIUp
UCIIOJIb30BATh

OBaHHO MY
TEJIEKOMMYHUKAI[HOHHBIE

3auety 1-50
TEXHOJIOTUH B AJICKTPOHHOM
JIOKYMEHTOOOOPOTE;

8. Metoanyeckue ykazaHus 1Jisl 00y4alOIIMXCS NPH OCBOEHUH IMCHUILTHHBI

PaGora Ha mnpakTHUECKUX 3aHATUSAX MPEANONaraeT AaKkTUBHOE Y4YacTUE B OCYXKJIECHUU
BBIIBUHYTBIX B paMKax Te€M BOMNpOCOB. JlJii MOATOTOBKM K 3aHATUSM PEKOMEHIYyeTcsl o0paiaTh
BHHUMaHUE Ha MpOOJIEMHbIE BOMPOCHI, 3aTparuBaeMble MpernoaaBaTeieM B JIEKLHUH, U TPYNIHUpPOBaTh
uHpopMalio BOKpYr HuX. JKemareiabHO BBIIENATH B MCIOJNB3YEMOM JIUTEpaType MOCTAaHOBKHU
BOIPOCOB, Ha KOTOpbIE Pa3HbIMH aBTOpaM MOTYT OBITh JaHbl pa3ivuHble oTBeThl. Ha ocHOBaHuUM
MIOCTaHOBKU TAKHX BOIIPOCOB CJIEIYET COOMPATh ApIyMEHTHI B II0JIb3Y Pa3IMUHbIX BAPUAHTOB PELICHUS
MOCTaBJICHHBIX TTPOOIIEM.

B Tekcrax aBTOpOB, TaKUM 00pa3oM, ClI€1yeT BBIACIATD CIEIyIOIINe KOMIOHEHTHI:

- IOCTaHOBKa NMPOOJIEMBI;

- BApUAHTHI PEIICHHUS;

- apryMEHTHI B MIOJIb3Y TE€X WJIM MHBIX BAPUAHTOB PELICHUS.

Ha ocHoBe  BblIEneHUs MPOIIE
apryMEHTHUPOBAHHYIO MO3ULIHIO 10 PACCMaTPUBAEMOMY BOIIPOCY.

OTHX  JJEMEHTOB COCTaBIATH  COOCTBEHHYIO

[Tpu paboTe ¢ TepMUHAMH HEOOXOMMO 0OpamaThcs K CJI0BapsIM, B TOM YHUCIIE JJOCTYITHBIM B
WuTepuere, Hanpumep Ha caiite http://dic.academic.ru.

[Ipu moAroToBKe K MPaKTHUECKUM PabOTaM MOXKET MOHAJ00UTHCS MaTepHuaj, U3ydaBIIUIiCs
paHee, M03TOMY CTOUT 00palaThCsi K COOTBETCTBYIOIIUM UCTOYHHUKAM (y4eOHUKaM).

[IpakTHyeckue pabOThI pelIaloTCs B TPYIIE C 00CYKIEHHEM XOJia pEIIeHUs], TPUMEHIEMBbIX
Croco00B, MPOBEPKOH pe3yabTaToOB U MPOBEACHUEM pabOTHI HaJl OIIMOKaMHU.

3amaHus HA CAaMOCTOSITEIBHYIO paOOTy MOTYT ObITh HHAMBUIYATbHBIMUA U OOIIUMH.
IIpomexxyrounass  arrecraumss 10  3TOM  JMCLUIUIMHE bopme
muddepeHpoBanHoro 3ayera. [lpyu moaAroToBke K 3a4eTy HEOOXOAUMO OIMHUPATHCS, MPEXIE BCETO,
Ha HMCTOYHHUKHU, KOTOpble pazOMpainch Ha 3aHATUSAX B TEUCHHE ceMecTpa. B kaxaom Ouiere

TuQGepeHIIMPOBAHHOTO 3a4eTa COACPIKUTCS MMPAKTUIECKOE 3aJaHHeE.

IPpOBOAUTCHA B




9. Yue6Ho-MeToanyeckoe H HHGopManuoHHOE obecnedenne JHCIHITHHbI

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

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

2: I'napwii E. B. JJokyMeHTaMOHHOE 00ECIIeYeHHE YIIPABICHUS : y9eOHOe IIocobre
/ E.B. T'mamuit. — Mockea : PUOP : THOPA-M, 2020. — 249 ¢. — (Cpennee npodeccronaisHoe
obpazoBanue). - ISBN 978-5-369-01042-6. - URL ;
https://znanium.com/catalog/product/1065817  (mara o6pamenus: 02.04.2021). — Tekcr :
SJIEKTPOHHBIH.

3. ITaBnosa, P. C. JlokymMeHTanuOHHOE OOecHedeHrne YIpaBIeHUS @ yYEOHHK UL
CIIO / P. C. IlaBnoBa. — Canxr-IletepOypr : Jlaus, 2021. — 416 ¢. — ISBN 978-5-8114-6959-
8. — Texkcr : omextpoHHEIH // Jlaup : smeKTpoHHO-GMOMHOTEedHas cucremMa. — URL:
https://e.Janbook.com/book/173087 (mara obpamenus: 28.09.2021). — Pexum mocTyma: ais
aBTOPH3. IOJTb30BATENCH.

9.2 JlonoTHHTEIbHAS IATEPATYPA

1. Brikora T. A. JlokyMeHTanuoHHOE obecriedeHne YIpaBJICHUS
(memompounsBoncTeo) : yaebrHoe mocobue / T.A. Brikora, T.B. Kysmenona, JI.B. Cankuna ; mox
o6m. pen. T.B. Ky3HenoBoii. — 2-e u3j., nepepab. u mom. — Mocksa : THOPA-M, 2021. — 304 c.
+ Jlomn. marepuaisr [DnekTporHsii pecypc]. — (Cpennee npodeccuonansaoe 06pasoBaHue). —
ISBN 978-5-16-013913-5. — URL: https:/znanium.com/catalog/product/1141796 (mata
obpamennus: 02.04.2021). — TekcT : 31eKTPOHHBIH.

2. IMTanacenko }O0. A. Jlenompou3BOACTBO: JOKYMEHTAHOHHOE OOeCIeueHHe
ynpaeienus: yaebHoe nocobue / FO. A. ITanacernko. — 3-¢ u3a. — Mocksa : PUOP, MTH®PA-M,
2016. - 112 c¢. — (BO: DbakamaBpumar). — ISBN 978-5-369-01054-9. — URL :
https://znanium.com/catalog/product/542773  (mata ob6pamenus: 02.04.2021). — Texcr
SJIEKTPOHHBIH.

3. Pri6akoB A. E. OcHOBEI Jenonpou3BoscTsa : yaebuuk / A. E. Pri6axos. — MuHCK
: PHIIO, 2016. — 319 c. — (Cpennee npodeccuonanstoe o6pazopanue). — [ISBN 978-985-503-
606-8. — URL: http://www.studentlibrary.ru/book/ISBN9789855036068.htm] (mata oGpainenmus:
02.04.2021). — TeKcT : 31EKTPOHHEIHA.

PyxoBoputens 6ubmmorexku / anl JI.B. Bensepa
10. MaTCpI/IaJ'ILHO-TCXHI/ILIeCKOC " NporpaMMHOC 06ecnequI/Ie JUCHUITIIIMHBI

OcBoenne gucuuruiael  OI1.04  «JlokymeHTanMoHHOE oOecreueHHe  yIpaBJICHUS
IperoiaraeT UCIoIb30BaHUE CIETYIONIEr0 MaTepUaIbHO-TEXHUYECKOT0 00eCTIEUEeHUS:

HanmeHnoBanue THCIMIUIHHBI HaumeHnoBanue kaOuHeTa, nepeueHb 000py10BaHuUs
«/lokymeHTanoHHOE KabuHer 10KyMEHTallMOHHOTO 00ECTIeYeHUs YIPABICHHS
o0ecrieyeHue yrnpaBaeHHUs» Kommnext mebenu ams npenoaasatesnis — 1 mT., HOcaJ0uHbIe

MecTa A yqyanmxcs — 48 mT., ’HTepakTUBHAs TpuOyHa

(ycunurenb, MUKIep, MUKpoQoHsr) — 1 mrt., Moaurop — 1 mr.,
IIPOEKTOp — | MIT., KOJIOHKYU — 5 IIT., 9KpaH MYJIbTUMEIUNHBINA — 1
IIT., TOCKA MEJIOBast epeIBMKHAsA — 1 IT., CTEH bl HACTCHHbIE —




6 mT., MOPTPETHI — 6 MIT., TTOJIKA B BUJIE AepeBa — | 1mIT., BEO-
Kamepa — | mT., BBIXOJ B UHTEPHET, BHYTPUBY30BCKas
KOMITBIOTEPHAS CETh, JOCTYI B AJICKTPOHHYIO HH()OPMAIIHOHHO-
obpazoBarenbhyto cpeny. [10: Microsoft Office, Kaspersky
Endpoint Security ms Windows

YyeOHo-MeTONUYECKAsT JIUTEpaTypa IJs JaHHOW AMCUMIUIMHBI HMEETCS B HaJU4YUUd B
3JeKTpOoHHO-0nOmoTeyHoi cucreme "ZNANIUM.COM", noctym K KOTOpPOHM MpeAoCTaBIICH
obygaronumcs. ObC "ZNANIUM.COM" coaepXuT NpOU3BEACHHUS KPYIMHEHIINX POCCUUCKHX
YUEHBIX, PYKOBOJHUTENEH TOCYAapCTBEHHBIX OPraHOB, IpernojaBaTeliell BeIyIIUX BY30B CTpaHbI,
BBICOKOKBAIM(DUIIMPOBAHHBIX CIEMUAINCTOB B pa3au4HbIX cdepax OuzHeca. Donpa OuOIMOTEKH
c(hOpMHUPOBaH C YYETOM BCEX M3MEHEHUI 00pa3oBaTENbHBIX CTAHAAPTOB U BKIIOYACT y4EOHHKH,
yuebHble mocobus, MoHorpaduu, aBTopedepaTsl, IUCCEPTALUU, SHUUKIONEINHU, CIOBAPU U
CIIPaBOYHHKH, 3aKOHO/IaTEIbHO-HOPMATUBHBIE TOKYMEHTHI, CIIEIIHAIbHbIE TIEPUOANYECKUE U3/IaHuUs
U WU37aHus, BBITyCKaeMble HU3AaTesbcTBaMu BY30B. B Hactosmee Bpems ObC ZNANIUM.COM
COOTBETCTBYET BCeM TpeOOBaHUAM (heepaabHbIX FOCYAapCTBEHHBIX 00pa30BaTEIbHBIX CTAHIAPTOB
cpenHero npogecCHoHaIbLHOr0 00pa30BaHusl HOBOTO MOKOJIECHHUS.

Y4eOHO-MeTOAUYECKAsT JUTEpaTypa Uil JaHHOW JUCUUIUIMHBI HMEETCS B HAJIWYUHU B
JNEeKTPOHHO-0MOMMoTeyHor cucreMe M3garensctBa "JIaHp", HocTym K KOTOpPOM MperoCTaBlieH
oOyuaromumcsi. OBC  UznatenbctBa "Jlanp" BkItOyaeT B ceOS SJIEKTPOHHBIE BEPCHUU KHUT
uznatenberBa "Jlanp" U IPYrux BeAYIIMX U3AATENbCTB YUCOHON TUTEPATYPHI, a TAKKE IEKTPOHHbBIE
BEPCHUH MEPUOJINYECKUX HU3/IaHUN MO €CTeCTBEHHBIM, TEXHHUECKUM U F'yMaHUTapHbIM Haykam. DBC
W3narenscrBa "Jlanp" oOecrneumBaeT JOCTyn K HAay4yHOM, y4yeOHOW JUTepaType W Hay4HbIM
MEePUOIUYECKUM H3TaHUSM.

11. Metoanb! 00y4eHust A5 00y4arOIUXCHd HHBAJHMI0B U JIUI ¢ OTPAHUYCHHBIMH
BO3MO’KHOCTSIMH 310POBbSI

B o6pazoBaTenbHOM Mpoliecce UCTOb3YHTCS COLUAIbHO-aKTUBHBIE U Pe()IEKCUBHBIE METOBI
0o0y4YeHMsI, TEXHOJIOTUH COLHUOKYJIbTYpHOH peadWiInTalMd ¢ LEeNbl0 OKa3aHHWs [OMOIIM B
YCTQHOBJICHUM TOJIHOLIEHHBIX MEXIMYHOCTHBIX OTHOIIEHUH C APYTUMH OOYYaroIIUMHKCS, CO3AaHUU
KOM(OPTHOTO IICUXOJIOTHYECKOTO KJIMMaTa B CTYJEHYECKON TpyIIIe.

VYcnoBust o0y4yeHHs HMHBAJIMJIOB M JIMII C OIPAaHUMYEHHBIMH BO3MOXHOCTSIMM 370POBBS: -
yuyeOHbIE ayIUTOPUH, B KOTOPBIX MPOBOAATCA 3aHSTHUS CO CTYACHTaMU C HapyIICHUSIMH CIyXa,
obopynoBanbsl MynbTUMeauitHON cuctemoit (IIK m mpoekTop), KOMIbIOTEpHBIE TH(IOTEXHOIOTUN
0a3upyrloTCs Ha KOMIUIEKCE amMapaTHbIX M IPOrPaMMHBIX CpPEACTB, 00ecreYrBaroIINX
npeoOpa3oBaHre KOMITBIOTEPHOW HMH(POPMANMHM JOCTYIHBIE I CIA0OBUASIINX  (OPMBI
(YKpYITHEHHBIH TEKCT);

- B 00pa30BaTEIbHOM MPOLECCE UCIOIB3YIOTCS COLIMAIbHO-AKTUBHBIE U pe(IEKCUBHbBIE METO/IbI
o0y4deHus: Kelic-MeTo/l, METO POEKTOB, UCCIIE0BATENBCKUNA METO/T, IUCKYCCUH B JOPME KPYTIIOTO
CTOJIa, KOH(EPEHIINU, METOJT MO3TOBOT'0 ITYpMA.

[Tporpamma coctasieHa B coorBercTBuM ¢ TpeboBanusmu GI'OC CIIO no cneruanbHOCTH
38.02.03 «OneparnmoHHas AeSITEIbHOCTD B JIOTUCTUKE.



IMacnopT ¢poHIa OLIEHOYHBIX

CPeACTB 10

OI1.04 «/lokymeHTalIHOHHOE O0ecnieyeHne YIPABJICHUD)

HNunpexc Pacmugposka IToka3arenn OueHovHbI
KOMIIETEHIIUN | KOMIIEeTEeHNH ¢popmupoBanus e cpelacTBa
KOMIIeTEeHIIUM ISt
AAHHON IV CHUIITTHHBI
1 2 3 4
OK 1 Bribupats cnocoObl | 3HaTh: moHATHE, 1enH, | KoHTponbHbIe paboThI
peleHust 3a7a4 | 3a1a4u u npuHIMIs | 1-3
npodeccruona JBbHOM | JIEJIONPOU3BOICTBA; 3amanus K
JEATEIbHOCT U | OCHOBHBIE nousTus | AMPPepeHInpoBaHHOMY
MPUMEHUTEb HO K | JOKyMEHTAIlMOHHOTO 3auety 1-30
PA3JINYHBIM KOHTEKCTAM obecrieueHus yMpaBJICHUS; Bonpocsr
CHUCTEMBI TeCTa K
JIOKyMEHTAIIHOHHOTO AuddepeHIIPOBAHHOMY
oOecrieueHus yrpaBjeHus; | 3a49CTy 1-50
KJIacCU(PUKALTHIO
JIOKYMEHTOB; TPeOOBaHUS K
COCTaBJICHUIO u
0(OPMIIEHUIO JTOKYMEHTOB;
OpraHU3aIUIo
JIOKYMEHTOO0O0pOTa: TIPUEM,
00paboTKy, perucrpaluio,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB,

HOMEHKJIATYpYy I€N; YMETb:
0pOpMIISITh JOKYMEHTAIUIO

B COOTBETCTBUU C
HOPMaTUBHOU 6a3oi,
UCIIOJIB3YS
MH(pOpPMaLMOHHbIE

TEXHOJIOTHH; OCYIIECTBISATh
ABTOMATU3AINIO 00pabOTKU

JIOKYMCHTOB;
YHUDUIIUPOBATh  CHUCTEMBI
JIOKYMCHTAITUH,
OCYILECTBIISATh XPAaHCHHE U
TIOUCK JOKYMEHTOB;
OCYILIECTBIISATh

ABTOMATU3AINIO 00pabOTKU
JIOKYMEHTOB; UCIOJIB30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHH B DJIEKTPOHHOM
JIOKYMEHTOO000POTE.




OK 9

[Tonp30BaThCs
pohecCHOHATBLHOM
JIOKYMEHTalHUen
roCyJapCTBEHHOM
WHOCTPAHHOM SI3BIKAXX

Ha

3HaTh: MOHATHE, IICIIH,
3a1a9M u TIPUHIIATIBI
JIeJIOTPOU3BO/JICTBA;
OCHOBHBIC MTOHATHUS
JIOKYMEHTAIMOHHOTO
oOecrieueHus yNnpaBJICHUS;
CHCTEMBI

JIOKYMEHTAIMOHHOTO
oOecrieYeHHs  yIpaBIICHUS;
KJIacCU(PUKAITHIO
JIOKyMEHTOB; TPeOOBaHUS K
COCTaBJIEHHUIO u
0(pOpPMIICHHIO JOKYMEHTOB;
OpTraHM3aIHI0

JIOKYMEHTOO00POTA: IIPHEM,
00paboTKy, perucTpamuio,
KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB,

HOMEHKJIATYpY HEJ; YMETb:
0hOpMIIATh JTOKYMEHTAIUIO

B COOTBETCTBUU C
HOPMAaTHUBHOM 6a3oii,
UCIIOJIB3YS
MH(pOpPMalLlMOHHbIE

TEXHOJIOTHH, OCYIICCTBIIATH
aBTOMaTu3aluo o0paboTKu

JIOKYMEHTOB;
YHU(PUIUPOBATh  CUCTEMBI
JIOKYMEHTaIUH;
OCYILIECTBIIAITh XpaHEHHE U
MIOMCK JIOKYMEHTOB;
OCYIIIECTBIISATh

aBTOMAaTHU3AIHNI0 00pabOTKU
JIOKYMEHTOB; MCIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIS
TEXHOJIOTUH B JIEKTPOHHOM
JIOKyMEHTO000poTE.

KonrtponbHbie paboThbl
1-3

3ananus K
muddepeHIMpoBaHHOMY
3auety 1-30

Bompocst

TecTa K
muddepeHIMpoBaHHOMY
3adery 1-50




IIK 1.1

OcymiecTiis Th
COMPOBOXKAEC HHUE, B TOM
qucie JIOKyMEHTaIl!
OHHOE, POIEAYPHI
3aKyTIOK

3HaTh: MOHATHE, IICIIH,
3a/1a4u u TIPUHIIATIBI
JIEIONPOU3BO/ICTRA;
OCHOBHBIC ITOHSTHUS
JIOKYMEHTAITMOHHOTO
obOecrieueHUs yIpaBJICHUS,
CHCTEMBI
JIOKYMEHTAITMOHHOTO
obecrieueHUs yIpaBJICHUS,
KJIacCU(PUKAITHIO
JIOKYMEHTOB; TPEOOBaHUS K
COCTaBIICHUIO u
0(pOPMIICHUIO JTOKYMEHTOB;
OpraHu3aIHIo
JIOKyMEHTO000pOTa: IPUEM,
00paboTKy, perucTpaiuio,
KOHTPOJTb, XpaHeHUe
JIOKyMEHTOB,
HOMCHKJIATYPY e, YMETh:
0hOpMIIATh JTOKYMEHTAIUIO

B COOTBETCTBUU C
HOPMAaTHUBHOM 6a3oii,
UCIIOJIB3YS
MH(pOpPMalLlMOHHbIE

TEXHOJIOTHH; OCYIIECTBIISATh
aBTOMAaTHU3AIHNI0 00pabOTKU

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CHCTEMBI
JIOKYMCHTAIUH,
OCYILECTBIISATh XPaHEHHE W
TIOUCK JTOKYMEHTOB;
OCYILECTBIISAThH

aBTOMAaTHU3AIHNI0 00pabOTKU
JIOKYMEHTOB; MCIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIS
TEXHOJIOTHH B AJIEKTPOHHOM
JIOKyMEHTO000poTE.

KonrtpomnbHbie paboThbl
1-3

3ananus K
mudepeHInpoBaHHOMY
3auety 1-30

Bomnpocsl

TecTa K
muddepeHIMpoBaHHOM
y 3auety 1-50




IIK 1.3

OcymiecTiis Th
JIOKyMEHTAI! OHHOE
COIIPOBOXK]IC HUE

CKJIAJICKMX OIEepauil

3HaTh: MOHATHE, ILICIH,
3a1a9M i MIPUHITAITBI
JIeJIOTPOU3BO/ICTBA;
OCHOBHEIC IIOHSATHS
JIOKYMEHTAITMOHHOTO
obOecrieueHus yIpaBJICHNUS,
CHCTEMBI

JIOKYMEHTAIMOHHOTO
oOecrieYeHHs YIpaBIICHUS;
KJIacCU(PUKAITHIO
JIOKyMEHTOB; TPEOOBaHUS K
COCTaBJIEHHIO u
0pOPMIICHHIO JIOKYMEHTOB;
OpTraHH3aIHI0

JOKYMEHTOO00POTa: TIPUEM,
00paboTKy, perucTpaiuio,
KOHTPOJIb, XpaHEeHHE
JIOKYMEHTOB,

HOMEHKJIATYpY Jel; YMETh:
0QOpMIISITh JOKYMEHTALUIO

B COOTBETCTBUU C
HOPMAaTHUBHOM 6a3oii,
UCIIOJIB3YS
MH(pOpPMalLlMOHHbIE

TEXHOJIOTUH; OCYIIECTBIISTh
aBToMaTH3alu 00paboTKu

JIOKYMEHTOB;
YHU(DUIIUPOBATh  CHCTEMBI
JIOKYMCHTAIUH,
OCYILECTBIISATh XPaHEHHE U
TIOUCK JTOKYMEHTOB;
OCYILECTBIISAThH

aBToMaTH3alu 00paboTKu
JIOKYMEHTOB; HCITIOJIb30BaTh
TEJIeKOMMYHUKAIIMOHHBIS
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKyMEHTO000poTE.

KonrtpomnbHbie paboThbl
1-3

3ananus K
mudepeHInpoBaHHOMY
3auery 1-30

Bomnpocsl

TecTa K

¢ hepeHIUPOBAHHOMY
3auety 1-50




MHHUCTEPCTBO HAVKH U BBICIIIET'O OBPA3OBAHUS POCCUNICKOM ®EJIEPAITN
EnaGysxckuii uHCTUTYT (pruman) henepaabHOro rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTeNbHOTO YUPEKACHUS BBHICIIETO 00pa30BaHuUs
«Kazanckuii (IIpuBomkckuii) GpenepaabHbIil YHUBEPCUTET

Tema 2. CucreMbl AOKYMEHTAIIUOHHOI'O o0ecneyeHUus YupaBJICHUA X1 UX aBTOMaTU3alus

KommnuiekT 3axanuii 1Ji1 KOHTPOJILHOM padoTsl 1
OI1.04 «lokymMeHTAIIHOHHOE 00ecredyeHue YIpaBJIeHUusD)
(OK-1, OK-9, TIK 1.1, TIK 1.3)
Bapmuanr 1
1 TloHATHE PEKBU3HTA U UX ONMKHCAHUE
Bapuanr 2
1 TpeGoBanus Kk 61aHKaM JOKYMEHTOB

Tema 3. Knaccudpukanusi 1okyMeHToB. TpedoBaHus K COCTaBJIeHUI0 U 0OPMIIEHH IO
AOKYMEHTOB

KommnuiekT 3aianuii 1J11 KOHTPOJILHOM padoThI 2
OI1.04 «/lokymeHTaLIlHOHHOE O0ecIIeYeHHe YIIPABJICHUSD)
(OK-1, OK-9, IIK 1.1, I1K 1.3)
Bapuanr 1
1. OcHoBHBIE CBOMCTBA U PU3HAKU JOKYMEHTA.
2. Knaccudwukamus JOKYMEHTOB MO pa3jIMuHBIM Npu3HakaMm. Hambonee yrmoTpeOuTenbHbIE
BU/JIbI KJIaCCU(DUKAIUH.
3. Krnaccugukaius T0KyMEHTOB 1O XapakTepy HHPOPMALMOHHBIX CBSI3€H MPEeNpUsTHSI.

&

Knaccudukanus ynpaBieHUeCKUX JOKYMEHTOB MO (yHKIIMOHAIbHOMY Ha3HAUYEHUIO.
5. Knaccuduxaius 10KyMEHTOB 1O COACPKAHUIO.
Bapuanr 2
1. Knaccudukanus JOKyMEHTOB 110 THITY HOCUTENEH.
2. OcCHOBHBIE HaNpaBJIEHUS] COBEPILICHCTBOBAHUS PAOOTHI C TOKYMEHTAMHU.

w

YHudpuuupoanHas ¢dopma nokymeHTta. @opmymsip  JOKyMEHTA.
PersnamMenTanus 1e10npon3BoCTBa.

4. VYHudukanusa u cTaHapTH3alus JOKYMEHTOB. 5. 3aKOHOJATENIbHbIE U MPABOBbIE aKTaM B
cdepe nHGOpMaIUN U JOKYMEHTAIUH.

Tema 4. Opranusanusi pa6éoTbl ¢ JOKYMEHTAMH

KommnuiekT 3axanuii 1Ji1 KOHTPOJILHOM padoThl 3
OI1.04 «/lokyMeHTallHOHHOE O0ecrieYeHHne YIpaBJIeHUsD)
(OK-1, OK-9, TIK 1.1, TIK 1.3)
BapuanTt 1
1) Ha kakue MOTOKHU JACIUTCS TOKYMEHTOOOOPOT:
1. Bxopsmue



2. Hcxopsmue
3. Buemnue
4. BuyrtpeHHue
2) TI'nme perucTpupyroTcst JOKYMEHTHI:
1. B cnenmanbHOM 0011I€M KypHAJIe
2. B xypHaye BXOAAIIMX TOKYMEHTOB
3. B xypHane ucxoasmux JOKyMEHTOB.
3) CKOJIBKO HEOOXOIUMO XPAaHHUTh JOKYMEHTBI Ha MPEIIPUITHH:
3roga
5 et
70 ner.

HownE

Y xaxa0ro BUJa TOKYMEHTa CBOU CPOKHU.
Bapuanr 2
1) Jlns yero HEOOXOIUM KOHTPOJIb UCIIOJHEHHSI JOKYMCHTOB:
1. JInst Ka4eCTBEHHOTO UCTIOTHEHUS
2. Jlnsg HakazaHwWsl, B CIydae Heyaadu
3. Jliusg oTyeTHOCTH
4. Jlns mopsiaka
2) T'1e peruCTpupyroTCs JOKYMEHTHI:
1. B cnenuansHOM 00IIEM KypHae
2. B xypHasie BXOIAIINX JOKYMEHTOB
3. B xypHase ucxomsmux T0KyMEHTOB.
3) Ilouemy XpaHST JOKYMEHTHI JUIUTEIILHOE BPEMSI:
1. Jlynst BOCCTaHOBIIEHUS COOBITHIA
2. JIyisg uCnosib30BaHUs IIEHHOTO OTIBITa
3. Ha mamsts o moaax
4. ]Jlnst moKa3aTenbCTB B CYIE.



Kpurepun onenkn:

Kpurepuu onieHuBaHus pe3yabTaToOB 00ydeHUS

(6ambn)
«HEYJI0B
JIETBOPUT «YHOBIEIEO «XOpOIIO» | «OTIUYHO»
CILHOD PUTEIBHO»
Kowmne | [Imanupyemsie pe3ynbTaThl | [KpUTEPH U [kpuTepun [kputepun | [Kpurepuu
TEHIMU | 00yueHUs BBICTABJI €HUSl | BBICTABJICHU sl | BHICTABJICH | BHICTABJICHUS
OLICHKHU OLICHKH Usl OUEHKH | OLCHKH
«HEYI0B «yAOBJIETBO «XOpOIIO»| | «OTIUYHOR|
JIETBOPUT PUTEITBHON |
eIBHOY |
- 3HaTh: - IIOHSTHE,
LU, 337a4d U IPUHLUIIBI
JIeJIONPOU3BO/ICTBA; -
OCHOBHBIE MOHATHUS
JOKYMEHTAllMOHHOT'O
oOecrnieueHus YIpaBJICHUS;
- CUCTEMBI
JOKYMEHTAllMOHHOT'O JemoHcTpu 3Haer
oOecrieueHus ynpasieHus;| He 3maer -pyer JIOCTaTOYH ILGMOHCTPH? yer
OK1 |- knaccudukanuio|  Jlomycka et YaCTHYHBIE 0B BRICORHH
JIOKYMEHTOB; - TpeOOBaHuMs | TPyObIe OIIMOKK |  3HaHus Oe3 6a30BOM P OBeHvB
K COCTaBJICHUIO u rpyObIx ommuboK |  00BEME SHan
0(pOPMIICHUIO TOKYMEHTOB;
- OpraHU3aIHI0
JIOKYMEHTO000poTa: -
pUeM, 00paboTKy,
perucTpanmo, KOHTPOJb,
XpaHeHue JIOKyMEHTOB,
HOMEHKJIATYpY JIe;
- OpraHU3aIHIo
JIOKYMEHTOO000pOTa:!
- npueM, o0paboTKy,
perucTparuo, KOHTpPOJIb,
XpaHEHUE TI0KYMEHTOB,
HOMEHKJIATYpy Je;




- yYMETh: - 0OPMIIATH
JIOKYMEHTAIU IO B
COOTBETCTBUU c
HOPMaTUBHOMU 6a3oii,
UCIIOJIB3YS
nH(pOpPMalMOHHbIE
TEXHOJIOTHH; -
OCYIIECTBIISATh
aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB; -
YHAU(PUITUPOBATH  CHUCTEMBI
JIOKYMEHTAIUH; -
OCYIIECTBIISATh XpPaHCHHUE W
MOWCK  JIOKYMEHTOB, -
OCYIIECCTBIISATh
aBTOMAaTH3al0 00padboTKU
JIOKYMEHTOB; -
UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

He ymeer
JemMoHcT pu-
pyer
YaCTUYH bI€
yMEHUs,
JIOITyCKa
s TpyOBIe
OIHUOKHU

JemoHcTpu

pyer
YaCTUYHBIC

yMmeHus 0e3
rpyObIX OMHOO0K

YmMmeer
MPUMCHSITh
3HAaHUA Ha
MPAKTHKE B
06a30BOM
00BEMeE

JemoncTpupyer
BBICOKHMI

YPOBEHb
yMEHUMI

OK9

- 3HaTh: - TIOHATHE,
LN, 33/1a4¥ U MPUHIUIBI
JIeNIOTIPOU3BO/ICTBA; -
OCHOBHEIE TIOHSATHS
JOKYMEHTAIHOHHOTO
oOecrnieueHus yrnpaBJIeHUs; -
CHCTEMBI
JOKYMEHTAIHOHHOTO
oOecrnieueHus yrnpaBJIeHUs; -
KJIacCU(PUKAIIIIO
JIOKYMEHTOB; - TpeOOBaHHUS
K COCTaBIICHUIO "
0hOpPMIIEHUIO JTOKYMEHTOB;
- OpraHu3aINIo
JIOKYMEHTO000pOoTa: -
pueM, 00paboTKy,
pEerucTpanmio, KOHTPOJb,
XpaHEeHHe JIOKYMEHTOB,
HOMEHKJIATypy Jell;

He 3naer
Homycka et
rpyOsbie
OIHMOKHU

[emoncTpn
-pyer
YaCTHYHBIC
3HaHus 6e3
rpyObIX OMHOOK

3Haer
JIOCTAaTOYH
0B
0a30BOM
00BEME

JemoHcTpHpyeT
BBICOKHMH
YPOBEHb

3HAHUU




- yYMETh: - 0OPMIIATH
JIOKYMEHTAIU IO B
COOTBETCTBUU c
HOPMaTUBHOMU 6a3oi,
UCIIOJIB3YS
nH(pOpPMalMOHHbIE
TEXHOJIOTHH; -
OCYIIECTBIISATh
aBTOMATHU3AIMI0 00pabOTKH
JIOKYMEHTOB; -
YHAU(PUITUPOBATH  CHUCTEMBI
JIOKYMEHTAIUH; -
OCYIIECTBIISATh XpPaHCHHUE W
MOWCK  JIOKYMEHTOB, -
OCYIIECCTBIISATh
aBTOMAaTH3al0 00padboTKU
JIOKYMEHTOB; -
UCIIOJIb30BATh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJIOTHH B 3JICKTPOHHOM
JIOKYMEHTOO000pOTE;

He ymeer
Hemonct
pupyer
YaCTUYH bIe

YMCHHSI,
JIOITYCKa

s TpyOBIe

OIIMOKH

JemoHcTpu

pyer
YaCTUYHBIC

yMmeHus 0e3
rpyObIX OMHOO0K

YmMmeer
MPUMCHSITh
3HAaHUA Ha
MPAKTHKE B
06a30BOM
00BEMeE

JemoncTpupyer
BBICOKHMI

YPOBEHb
yMEHUMI

K 1.1

- 3HaTh. - TIOHSTHE,
IeNTH, 3aJa4i W TPUHITUITBI
JICTTOTIPOU3BO/ICTBA; -
OCHOBHBIC TIOHSATHUS
JOKYMEHTAI[HOHHOTO
o0ecrieueHHs yIpaBICHUS; -
CHUCTEMBI
JIOKYMEHTAITMOHHOTO
o0ecrieueHHs yIpaBICHUS; -
KJIaCCU(PUKAIUIO
JIOKYMEHTOB; - TPeOOBaHUs
K COCTaBJICHUIO u
O0(pOPMIICHUIO JTOKYMEHTOB;
- OpraHu3aINI0
JIOKYMEHTO000pOTa: -
pueM, 00paboTKy,
pETUCTpAIMi0,  KOHTPOJb,
XpaHEHHE JOKYMEHTOB,
HOMEHKJIATYPY JCIT;

He 3naer
Homyckaet

rpyobie
OIINOKHU

HemoncTpu

pyeT JyacTH4YHbIE
3HaHUS 6e3
IpyOBIX OMIMOOK

3Haer
JIOCTATOYH
0B
0a30BOM
00BEME

JemoHcTpHUpyeT
BBICOKUI

YPOBEHD
3HAHUH

- YMETh: - 0OPOPMIIATH
JOKYMEHTAIUIO B
COOTBETCTBUHU C
HOPMaTHBHOM 6a30ii,
UCTIOJB3Ys
nH(pOpMaMOHHBIE
TEXHOJIOTUH; -

He ymeer
JeMoHCcTpHUpYyET
YaCTUYHBIE
yMEHUs,
Jonycka

s TpyOBIC

OILINOKHU

JemoHcTpUpyeT

YaCTHUYHBIE
ymeHus 6e3

rpyOBIX OMHUOOK

Ymeet
MPUMEHSITh
3HAaHHUA Ha
MPAKTHKE B
0a30BOM
00BEME

JemoHcTpupyet
BBICOKHI
YPOBEHb
yMEHUHI




OCYIIECTBIISATh
aBTOMATHU3ALUIO
00pabOTKH JOKYMEHTOB; -
YHU(PHUIHPOBATH CHCTEMBI
AOKYMCHTAaIlUU, -
OCYUICCTBIISITh XPAaHCHUE U
MOUCK JIOKYMEHTOB; -
OCYLIECTBIATh
aBTOMATHU3ALUIO
00pabOTKH JOKYMEHTOB; -
UCIIOJIb30BaTh
TCJIICKOMMYHUKAIITMOHHBIC
TEXHOJIOTHU B
ANEKTPOHHOM
JIOKYMEHTO00O0pOTE;

IIK 1.3

- 3HaTh: - TIOHSTHE,
e, 337a4d U TPHHIUIIGI
JIeTIONIPOU3BO/ICTBA; -
OCHOBHBIE HOHSTHS
JOKYMEHTAI[IOHHOTO
o0ecrieueHHsl ypaBIeHHUS; -
CHCTEMBI
JOKYMEHTAIHOHHOTO
oOecrieueHHs ynpaBIeHHs; -
KJIaccU(pUKaLUIO
JIOKYMEHTOB; - TpeOOBaHHS
K COCTaBJICHUIO "
0(pOPMIICHUIO JTOKYMEHTOB;
- OpraHu3aINI0
JIOKYMEHT0000poTa:

- - IpuemM, o0paboTKy,
pETUCTPAINI0,  KOHTPOJIb,
XpaHEeHUE JIOKYMEHTOB,

HOMEHKJIATypy Jell;

He 3naer
Homyckaet

rpyobie
OIINOKHU

JeMoHCcTpUpYyeT
YacTUYHbIE
3HaHus 6e3

rpyObIX
omuoOOoK

3Haer
JIOCTATOYHO
B
0azoBOM
00BEME

JemoHcTpupyeT
BBICOKHH

YPOBEHD
3HAHUH




- yMETh: - 0OPMIIATH
JIOKYMEHTAIU IO B
COOTBETCTBUU c
HOPMaTUBHOMU 6a3oi,
UCIIOJIB3YS
nH(pOpPMalMOHHbIE
TEXHOJIOTHH; -
OCYIIECTBIISATh
aBTOMATH3aIMI0 00pabOTKH
JIOKYMEHTOB; -

YHHU(PUITUPOBATH  CHCTEMBI
JOKYMEHTAIIH; -
OCYIIECTBIISITh XpPAaHEHUE M
IIOUCK JOKYMCHTOB, -
OCYILIECTBIIATh

aBTOMAaTHU3alNI0 00paboTKU
JIOKYMEHTOB; -
UCTIOJIb30BATh

TCIICKOMMYHHUKAIIMOHHLBIC
TCXHOJIOTHHU B DJICKTPOHHOM
JIOKYMEHTOO000pOTE;

He ymeer
JleMoHCTpHpYET
YaCTUYHBIC

yMEHUs,
JIoTTycKa
g rpyObIie
OLINOKHU

JlemoHCcTpHpYyET
YaCTUYHBIC

ymeHus 6e3
rpyObIX OMIHOOK

YmMmeer
MPUMCHSITh
3HAaHUA Ha
MPAKTHKE B
06a30BOM
00BEMeE

JemoncTpupyer
BBICOKHMI

YPOBEHb
yMEHUMI




MMHUCTEPCTBO HAVKH U BBICIIIET'O OBPA30OBAHU S POCCUMCKOM ®EJIEPALIIN
EnaGysxckuii uHCTUTYT (pruman) henepaabHOro rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTeNbHOTO YUPEKACHUS BBHICIIETO 00pa30BaHuUs
«Kazanckuii (IIpuBomkckuii) GpenepaabHbIil YHUBEPCUTET

TecT Kk AU PepeHINPOBAHHOMY 3a4eTy
(OK1, 0K 9, IIK 1.1, IIK 1.3)

3ananue 1
Bribepure BepHbIid, Ha Bamr B3risi, oTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

Je10npou3BoOACTBO - ITO ...

1) oTpacip JeATENBHOCTH, OOECIeYMBAIOIIAs JOKYMEHTHPOBAaHHE M OpraHH3aluio padoThl C
o(HIHATEHBIMU JTOKYMEHTAMH

2) mpotiecc co3aanus U 0hOPMIICHHS TOKYMEHTa

3) IBW)KEHHE JIOKYMCHTOB B OpPraHM3al[id C MOMEHTA MX CO3JIaHHS HJIM MOJYyYCHHS 0 3aBEPIICHUS
UCIIOJTHCHUS MJTH OTIPABJICHHSI

OTtger: 1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,

HenpaBwibHOE — 0 6asIoB.

3aganue 2
BriGepute BepHbIil, Ha Bamn B3ris, oTBET U 00BEIUTE KPYKKOM €ro HoMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

JdoxymeHTHpOBaHHE - ITO ...

1) 066CH6‘~IGHI/I€ JBUXKCHUS I[OKYMCHTOB B annapaTe ynpaBneHm{, UX UCIIOJIB30BAHUSA B CHpaBO‘IHLIX
oeisix u XpaHeHI/ISI

2) COBOKYITHOCTH JICHCTBHsI, 00CCIIEUMBAIOIINX UX CBOEBPEMEHHOE UCIIOJHEHUE

3) nporiecc co3aanus U 0HOPMIICHHUS TOKyMEHTa

Oteer: 3

Ouenka: nuxoromudeckasi. [IpaBriibHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6ammom,

HenpaBuibHOE — () 6asIoB.

3ananue 3
BriGepute BepHBbIi, Ha Bamn B3riisn, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypCOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
JJoxkymeHT - 3710 ...

1) 3aduKcupoBaHHas HA HOCUTeNE HHPOpMAIUs C pEKBU3UTAMHU, ITO3BOJISIFOIIUMU €€
UACHTU(PUIIUPOBATD
2) HOCHUTEIh MH(POPMAIUH, UCIIOJIb3YEMO B LIESX PETyJINPOBAHUS COIIMAIbHBIX

oTHomeHu# 3) napopMmanus, 3adhUKCUPOBaHHAS JIFOOBIM cITOcOO0OM Ha Jiro0oM HocutTene OTBer:

1

Ouenka: nuxoromudeckasi. [IpaBriibHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6amiom,
HernpaBuibHOE — 0 6aJIIOB.



3ananue 4
Bri6epute BepHbId, Ha Barmn B3riisia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

JdoxymeHT000OPOT - 3TO ...

1) nepenava TOKyMEHTa U3 OJHON MHCTAHIIMU B IPYTYIO B MPOIECCE €0 PACCMOTPEHUS

2) IBIDKEHHE JIOKYMEHTOB B OpraHU3allMUd C MOMEHTA MX CO3JaHHUS WJIM TOJyYCHUS JI0 3aBEpIICHUSI
UCTIOJTHEHUS MJTH OTIIPaBIICHUS

3) IBM)KEHHE KOMILUICKCA JIOKYMEHTOB B IPOLIECCE BBIPAOOTKH, MPHUHATHS M MCHOJIHEHHS PEIICHUN
Otser: 2

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,

HenpaBwibHOE — 0 GaJIoB.

3aianue 5
BriOepute BepHBIid, Ha Bain B3risiz, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIIMKHUTE KypcopoM,

MIOCTAaBbTE KPECTUK B HEOOXOIUMOI KIICTOUKE).

IIpaBoBoii aKT, ONpeIeIsIIOLINii MOPSAI0K 00pa30BaHusl, IPAaBa, 00S13aHHOCTH U OPTraHU3AIMIO
PadoTHI YUpeKIeHHs HA JVIUTEIbHbIN Mepruo/] BpeMeHH — 3TO ...

1) npukas

2) TOJ0XKEHNE

3) norosop

4) ycTaB

5) MOMKHOCTHAS MHCTPYKIIUS

Ortser: 4

OueHka: quxoromuveckasi. [IpaBUIbHOE BBIMOIHEHHE OJHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBuibHOE — 0 GassIoB.

3ananmue 6
Bri6epute BepHbIi, Ha Bamn B3, oTBeT U 00BeIUTE KPY)KKOM €ro HOMep (KJIMKHHUTE KYypCOpOM,

MIOCTAaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

JlokyMeHT, ONUCHIBAIOIINIT WU MOATBEPKAAIONINH COAep:KaHue TeX HIH HHBIX (PAKTOB WU
COOBLITHIi — 3TO...

1) akt

2) MOKJTaaHast 3armucKa

3) cipaBka OTBert: 1

Ouenka: nuxoromuveckasi. [IpaBriibHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6amiom,
HenpaBwibHOE — 0 6aysIoB.

3ananue 7
BriGepute BepHbIi, Ha Bamn B3risn, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).
JlaTa akra — 3T10...

1) nata yTBEepKICHHS

2) mata COOBITHS

3) nara moanucanus OTBeT: 2



Ouenka: nuxoromuyeckas. lIpaBunbHOE BEIIOTHEHHE OAHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OaJIoB.

3ananue 8

Bribepute BepHbIid, Ha Bamr B3risi, oTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KJIMKHUTE KypcopoM,
MOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

IIpaBoBoii akT, H31aBaeMblil €JHHOJINYHO PYKOBOAUTEIEM B LeJIsIX PelIeHHs OllePaTHBHBIX
BOIIPOCOB — 3TO...

1) npukas

2) pacropsbKeHHe

3) ykaszanue 4) unctpykius OTBer: 2

Ouenka: nuxoromuyeckas. lIpaBunbHoe BbiogHEHHE 0HOrO Takoro T3 ouenuBaercs 1 Oamiom,
HenpaswibHOE — 0 6aysIoB.

3aianue 9
Bribepure BepHbIi, Ha Bam B3r1si1, OTBET U 00BEANTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOX0IMMOH KieTouke). PacnopsiiuTeabHble JOKYMEHTHI
BCTYNAIOT B CHILY C ...

1) MOMeHTa UX MOAMUCAHHUSI

2) MOMEHTA MX TO/IUCAHUS U COTIIACOBAHUSI

3) MOMEHTa UX TIOANMCAHUS U JIOBSICHHUS 10 CBEICHHS UCTIOTHUTEIIS

4) MOMEHTA UX JIOBEJICHHS 10 cBejieHus ucronnurens Orper: 3

Ouenka: nuxorommuyeckas. lIpaBunbHoe BbIogHEHHE 0HOrO Takoro T3 oueHuBaercs 1 Oamiom,
HenpaBwibHOE — () 6aysIoB.

3axanue 10
Bri6epute BepHbIil, Ha Bam B3ruisiz, oTBET U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HEOOX0qMMOi Kitetouke). I1o comepikannio mpukaspl

OBbIBAIOT...

1) npocThIe U CIIOKHBIC

2) 10 OCHOBHOI JATEILHOCTH M MOJIMYHOMY COCTaBY

3) BHYTpEHHUE U BHEIITHUE

4) ToJTHBIC U KpaTKUe

5) ¢ yIrJIOBBIM U MPOOJILHBIM PACHOIOKEHHEM PeKBU3UTOB OTBET: 2

Ouenka: nruxoromuueckasi. [IpaBuibHOE BBIOTHEHUE OJHOTO Takoro T3 omeHuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3ananme 11
BriGepute BepHBbIi, Ha Bamn B3risn, oTBET U 00BEIUTE KPY)KKOM €ro HoOMep (KIUKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IMocienoBaTeIbLHOCTH TEXHOJOTHU PAOOTHI ¢ JTOKYMEHTAMH — 3TO...

1) nmpuwem wu mnepBuUYHas 0O0pabOTKa JOKYMEHTOB, HWX TMPEABAPUTEIIBHOEC PACCMOTPEHHE W
pacrpeneneHue; perucTpars JIOKYMEHTOB; KOHTPOJITh UCTIOTHEHUS JIOKYMEHTOB;
UH(POPMALIMOHHOCTIPAaBOYHAsA paboTa; MCIOJHEHHE JOKYMEHTOB; MX OTIpPAaBKa; CHCTEMaTH3alus U
TEKyIllee XpaHEHHe 2) MpHeM W TMepBHYHAs 00paboTKa TOKYMEHTOB; KOHTPOJb WCIIOJHEHHS



JOKYMEHTOB; WH(pOPMAllMOHHO-CIIpaBOYHasi padoTa; MCIOJHEHHE JOKYMEHTOB; HUX OTIPAaBKa;
cUCcTeMaTHU3allls U TEeKyIlee XpaHEeHUe

3) mpuem u mnepBuyHasZ 0OpabOTKa JOKYMEHTOB; HX MpPEIBAPUTEIFHOE pPACCMOTPEHUE W
pacripenienieHue; pEerucTpanus JOKYMEHTOB; HH(OPMAIMOHHO-CIIPaBOYHAs paboTa; HCHOIHEHUE
JIOKYMEHTOB; UX OTIPaBKa; CUCTEMaTU3aLUs

Ortser: 1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIOIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaswibHOE — 0 OaJIoB.

3apganue 12
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KJIMKHHUTE

KypCOpOM, IOCTaBbTE KPECTUK B HEOOX01UMOH KieTouke). CucTeMa J0KYMEHTaluu — 3TO...

1) nepenaya JOKyMEHTa U3 OJTHOM MHCTAHIIMH B JIPYT'YIO B IIPOLIECCE EI0 PACCMOTPEHUS 2)
COBOKYIMHOCTH JOKYMCHTOB, B3AMUMOCBA3aHHBIX I10 IMIPHU3HAKaM IMMPOUCXOKACHUA, HA3HAUYCHU A,

BUJA, Cephl ACATEIbHOCTH, €IMHBIX TPEOOBaHUH K UX 0(OPMIICHUIO

3) mpotiecc coznanust 1 0pOPMIICHHSI IOKYMEHTa

Ortser: 2

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 6aysIoB.

3ananme 13
BriGepute BepHbIi, Ha Bamn B3ris, oTBET U 00BEIUTE KPY)KKOM €ro HoOMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTHK B HEOOXOAUMON KIIETOUKE).

Yuupuxkanus — 3710...

1) cucrema TOKyMEHTAIIMH, CO3AaHHAS 110 €TUHBIM MPaBUIIaM U TPEOOBaHUSM, COJIEpIKAIIAs
UH(POPMALINIO, HEOOXOJUMYIO JUIsl YIIPABJICHUS B ONpeIeIeHHON cepe nesITeIbHOCTH 2)
JeSITebHOCTD 110 YCTAHOBJICHHIO MPABHJI M XapaKTEPUCTHK B LIEJSIX X J0OPOBOJIIBHOTO
MHOTOKpPaTHOTO MCIIOJIb30BAHMS, HAMPaBIEHHAs HA JIOCTHKEHHE YIOPSI0YEHHOCTH B chepe
IIPOM3BOJICTBA U OOPALICHUS TPOAYKIIMH U TIOBBIIEHHE KOHKYPEHTOCTIOCOOHOCTH MTPOAYKITHH,

paboT Wi yciyr

3) ycCTaHOBJIEHME MaKCHUMAaJbHOTO €IWHOOOpa3HOro Habopa pPEKBU3UTOB, ¢GopMara OyMaru Hu
¢uKcaluu peKBU3UTOB Ha Oymare

Otser: 3

Ouenka: nuxoromuveckasi. [IpaBriibHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6ammom,
HenpaBwibHOE — () 6aIoB.

3ananue 14
BriGepute BepHBbIi, Ha Bamn B3ris, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcOpoM,

MOCTaBbTE KPECTHK B HEOOXOIUMOMN KIIETOUKE).

YHupuuupoBaHHasi CHCTeMAa JOKYMEHTAIMHU — 3TO...

1) cucrema JOKyMEHTallMK, CO3/IaHHAs 10 €AMHBIM MpaBUjIaM U TpeOOBaHUIM, coepKalias
UHPOPMALINIO, HEOOXOJUMYIO JUIsl YIIPABJICHUS B ONpeIeNIeHHON cepe nesITeTbHOCTH 2)
NEeSITEIbHOCTD 110 YCTAaHOBJICHHIO NMPaBHJI M XapaKTEPUCTHK B LIEJSX MX JOOPOBOJIIBHOTO
MHOTI'OKpPaTHOTO MCIOJIb30BaHMs, HAllpaBJIEHHAs HA IOCTUKEHNE YIIOPSI0UEHHOCTH B chepe



MIPOM3BOJICTBA M OOPAIICHHSI MPOTYKIIUH U MOBBIIEHUE KOHKYPEHTOCITOCOOHOCTH POAYKIINH,

paboT WU ycayr

3) nepenaya JOKYMEHTA U3 OJJHOM MHCTAHIIMK B IPYTYIO B IIpoliecce ero paccmorpenus OTBeT:

1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OaysIoB.

3ananue 15
Bri6epute BepHbId, Ha Barmn B3risia, OTBET M 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

OpraHu3annoHHO-PaCHOPSIANTEIbHAS JOKYMEHTANNS Kiaccupuuupyercst Ha...

1) opraHu3anuoOHHbIC, PACTIOPSIUTEIbHBIC

2) opraHu3aIMOHHBIC, PACTIOPSIUTEIbHBIC H CIIPABOYHO-UH(POPMAIIMOHHBIC

3) opraHu3aIMOHHbIE, CITPABOYHO-HH()OPMAITHOHHBIC

4) pacniopsAUTENbHBIC, CIIPaBOYHO-HH(POpMaInoHHbIe OTBET: 2

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 6asIoB.

3ananue 16
Bribepure BepHBbIA, Ha Bamr B3risiz, OTBET U 00BEIUTE KPY>KKOM €ro HOMEp (KIIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

CrangapTusanus — 3710...

1) JESITeIbHOCTh 110 YCTAHOBJICHHUIO TPABWJI U XAPAKTEPUCTHK B MENIAX HX JOOPOBOJIHHOTO
MHOTOKpPaTHOTO HWCIOJB30BAHUS, HANpaBICHHAs Ha JOCTIKEHHE VYIOPAJOYCHHOCTH B cdepe
IIPOM3BOJICTBA M OOpaIeHHsI MPOYKIINHU U MOBBIIICHHE KOHKYPEHTOCIIOCOOHOCTH MPOIYKIIMH, PadOT
WIN yCITYT

2) YCTaHOBJICHUE MaKCHUMAJILHOTO €IWHOOOpa3HOro Habopa PEeKBU3WUTOB, dopmara Oymaru u
(uKcaluu peKBU3UTOB Ha Oymare

3) (dbopmMa IpUINIECKOTO 3aKPETJICHNS IPOBEIEHHON YHU(PHUKAIIMN U YPOBHS €€ 00s13aTeITbHOCTH
OtBer: 1

Ounenka: nuxoromuyeckasi. [IpaBuibHOE BBITIOJTHEHHE OJHOTO Takoro T3 omenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 6asIoB.

3ananue 17
BriGepute BepHBbIi, Ha Bamn B3risn, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpaBom moanucH NPUKA30B IO MePCOHATY U PUHAHCOBBIM BONMPOCaM 00J1a/1aeT...

1) pyKOBOJIUTEIH ¥ 3aMECTHTEb PYKOBOIUTEIS

2) TOJBKO PYKOBOIUTEIb

3) HavaIbHUK OT/EJIa KaJpoB

4) 3aMeCTHTENb PYKOBOIUTEJISI

OtBer: 2

Ouenka: nuxoromudeckasi. [IpaBriIbHOE BBITIOJIHEHHE OJHOTO Takoro T3 orneHuBaetcs 1 6amiom,
HernpaBuibHOE — 0 6aITIOB.



3ananue 18
Bri6epute BepHbIid, Ha Barmn B3risia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

JIOKYMEHT, perJiaMeHTHPYIOIIHIi 1eATeTbHOCTh KOHKPETHOT0 J0’KHOCTHOTO JIMIA — 3TO...

1) MOJKHOCTHASI MHCTPYKIIUS

2) yKazaHue

3) npukas

4) cnyxebnas 3amucka OrBer: 1

Ounenka: nuxoromuyeckasi. [IpaBuibHOE BBIOJIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — 0 OaJIoB.

3ananue 19
BriOepure BepHbIit, Ha Bai B3riisii, OTBET M 00BEIUTE KPYKKOM €ro HOMep (KIIMKHHUTE KypcoOpoM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOI! KIIETOUKE).

W3 1n4Hol KAPTOYKH COTPYIHHKA HCKJIIOYAIOTCS CBeeHUS O...

1) BOMHCKOM ydeTe

2) oOrem craxe padbore

3) NPUHAICIKHOCTH K TOJUTHYCCKUM HApTHSIM W OOIIECCTBEHHBIM OpraHu3alisM 4) ceMeiHOM
nonoxenuu Orser: 3

Ouenka: qnuxoromuueckasi. [IpaBuibHOE BBIOJIHEHUE OJHOTO Takoro T3 omenuBaercs 1 Oamiom,

HenpaBwibHOE — 0 GaJIoB.

3ananue 20
Bri6epute BepHbIii, Ha Bam B3I, OTBET U 0OBEIUTE KPYKKOM €ro HoMep (KIMKHUTE

KypCOpOM, MOCTaBbTE KPECTUK B HEOOXoauMOH kierouke). [IucbMa, npuHuMaembie 0e3
perucTpaumu — 370...

1) mo3apaBUTEIbHBIC THCHMA

2) rapaHTHUITHBIC THChMA

3) nucpma-3anpocsl

4) conpoBOIUTENbHBIC TTHCHMA

OTtBeT: 1

Ouenka: nuxoromudeckasi. [IpaBriibHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6ammom,
HenpaBuibHOE — () 6asIoB.

3ananme 21
BriGepute BepHBbIi, Ha Bamn B3riisn, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypCOpoM,

MOCTaBbTE KPECTHK B HEOOXOAUMOMN KIIETOUKE).

BepHoe 1aTupoBaHue cj1yKeOHbIX JOKYMEHTOB — J3TO...

1) 15/08/99

2) 01.10.00

3) 2003 03 10 4) 15.1.99 OtBer: 2

Ouenka: nuxoromuyeckas. lIpaBunbHOE BBIIOTHEHHE OAHOTO Takoro T3 omenuBaercs 1 6amiom,
HenpaBuwibHOE — () OaoB.



3ananme 22
Bri6epute BepHbIid, Ha Barmn B3risia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

PexBuU3MT, KOTOPBIH BKJIOYAETCHA B 0JIAHK NUCbMA — 3TO...

1) MecTo COCTaBICHUS WM U3JaHUS TIOKYMEHTA

2) 3aroJ0oBOK K TEKCTY

3) HaMMEHOBaHNE OpPTraHU3aALUH

Ortsert: 3

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIOIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OayIoB.

3ananme 23
BriOepute BepHBbIid, Ha Bai B3risiz, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOUMOM KIIETOYKE).

IK3eMILISIP AeJI0BOr0 MUCHhMA, MOATOTOBJICHHBIN 1JIs1 OTHPABKHU a/ipecaTy Mo noyvre,

HA KOTOPOM MPOCTABJSIIOTCS BU3bI — 3TO... |) MOATUHHUK, OTIPABISIEMbIH afpecary

2) Komus, moMeniaeMas B JIeJI0 OpraHu3aIuu

OtBer: 2

Ouenka: nuxoromudeckasi. [IpaBriIbHOE BBIIOJIHEHHE OJHOTO Takoro T3 orneHuBaetcs 1 6amiom,
HernpaBuibHOEe — 0 OaJITIOB.

3ananue 24
BriGepuTe BepHbIii, Ha Ban B3risi1, OTBET U 00OBEIUTE KPYKKOM €ro HoMep (KIHKHUTE

KypCOpoM, MOCTaBbTE KPECTUK B HEOOX0AUMOM KieTouke). [I[paBu/ibHBIH BaApUAHT 3aroJioBKa

K MHUCbMY — 3TO...

1) o moroBope MOCTaBKH

2) 0 HEBBIMIOJHEHHUH JOroBopa moctaBku ot 12.08.2012 Ne 45/63

3) 0 HEeBBIMOIHEHHHU JIOTOBOPA

Ortser: 2

Ounenka: nuxoromuueckasi. [IpaBuiabHOE BBIIOJIHEHHE 0AHOTO Takoro T3 orneHuBaercs 1 G6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 25
Bribepute BepHbIif, Ha Bamr B3risn, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

Hoanucks odopmisieTcs cjaeaylOIIUM 00pa3oM, eCJId 3aMeCTUTe b PYKOBOIUTESI OPraHu3allun
HMeeT MPaBO MOANMCHIBATH JOKYMEHTbI BMECTO PYKOBOJAHUTEJSI B CJIydae ero BpPeMEHHOIO
OTCYTCTBHA ...

1) I'enepanbhblit qupektop [loamuce J1.B.Kupuiios

2) 3am. rerepanbHoro aupekropa [lomnucek O.J1.Pemuson

3) N.0. renepansHoro mupekropa [loamuce O.J1.Pemuzos OrBet: 2

Ounenka: nuxoromuueckasi. [IpaBuibHOE BBIOJIHEHHE OAHOTO Takoro T3 ornenuBaercs 1 G6amiom,
HenpaBuwibHOE — () OaoB.



3ananue 26
Bri6epute BepHbIid, Ha Barmn B3risia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

IMucbMo, KOTOpOE 3aBepsieTCsl MeYaThI0 OPTaHNU3AMUH — 3TO. ..

1) rapaHTHITHOE TTHCHMO

2) KOMMEpUYECKOe MPEIOKCHNE

3) nmrcbMO-TIpocK0a

Otger: 1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIOIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OayIoB.

3ananue 27

Bribepure BepHBbIA, Ha Bam B3risi, OTBET M 00BETUTE KPY)KKOM €ro HOMEp (KIMKHUTE KypcopoM,
MIOCTaBbTE KPECTHUK B HEOOXOAUMOM KIIETOUKE).

OdopmieHne 0TMETKH 0 HATHYHUM NMPUJIOKEHHS B CONMPOBOIUTEILHOM MU CbMeE — 3TO...

1) ITpunosxxenue: ynomsiHyroe Ha 3 1. B 1 9K3.

2) [punoxenue: o Tekcty Ha 3 1. B 1 9K3.

3) I[Ipunoxenue: Ha 3 1. B 1 9K3.

Ortsert: 3

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 6ayIoB.

3ananue 28
BriGepute BepHBbIi, Ha Bamn B3ris, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOMN KIIETOUKE).

®opMyJIMPOBKA IYHKTA PACHOPAANTEIHLHOM YaCTH NPUKA3a BBITJISIAUT CJIeIYIOIUM 00pa3oM...
1) 'maBHOMY OyXranTepy MoJroTOBUTh M MPEICTABUTH HA YTBEPKJIEHHE CMETY pacXo/10B Ha
komanaupoBku B 2019 r. B cpok 1o 20.01.2019.

2) I'maBHOMY Oyxrantepy JmutpueBy I1.JI. mOArOTOBUTE M NPEACTABUTH HA YTBEPKACHUE CMETY
pacxoioB Ha koMaHupoBku B 2019 1. B cpoxk g0 20.01.2019.

3) I'maBHomy Oyxrantepy OOO «Arar» ILJI. [IMutpumeBy MOATOTOBUTHL M MPEACTaBUTH Ha
yTrBepxkaeHue B cpok 10 20.01.2019 cmery pacxonoB Ha komaHAUpOBKHU B 2019 r.

4) [Topyunuts rnaBHOMY Oyxranrepy [mutpueBy IIJI. moaroroButrs W npeacTaBUTh Ha
yTBepxkieHue B cpok 10 20.01.2019 cmery pacxonos Ha komanaupoBkH B 2019 r. OTBer: 2
Ounenka: nuxoromuyeckasi. [IpaBuibHOE BBIOJIHEHHE OAHOTO Takoro T3 ornenuBaercs 1 Gamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 29
BriGepute BepHBbIi, Ha Bamn B3risn, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAMMOM KIETOUKE).

JIoKyMeHT, KOTOPbIid OTHOCUTCS K HEPEeruHCTPUPYEMBbIM — 3TO...
1) nmuceMo-3ampoc

2) sxanoba rpakJaHnHa

3) COnpoBOIUTEIHLHOE TTHCHMO

4) pexknamuoe nmucbMo OTBeT: 4



Ouenka: nuxoromuyeckas. lIpaBunbHOE BEIIOTHEHHE OAHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OaJIoB.

3ananmue 30
Bribepure BepHbIid, Ha Bar B3risi, OTBET U 00BEAUTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, IIOCTaBbTE KPECTHK B HEOOXOJUMOM KiteTouke). CPOKH MCIOJIHEHHS IOKYMEHTOB
YCTaHABJIUBAIOTCA ...

1) B KaJeHAAPHBIX JHIX

2) B pabounx nusx OTBet: 1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OaJIoB.

3ananme 31
BriOepuTe BepHbI, Ha Bamr B3MIsI, OTBET W OOBEAWTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOpPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIICTOUKE).

PykoBoauTe b MOANMMCHIBAET ... IK3EMILISIPOB NPHUKa3a.

1) Tpu

2) nBa 3) oqun OtBeT: 1

Ouenka: qnuxoromuyeckas. IIpaBuibHOE BBIIOJHEHHE OJHOrO Takoro T3 omenuBaercs 1 Oamiom,
HenpaBuibHOE — 0 6aIoB.

3aganue 32
Bribepute BepHbIif, Ha Bamn B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTHK B HEOOXOMMOM KIICTOUKE).

W3 nepeunc/ieHHBIX PEKBH3UTOB HEe OTHOCHTCS K PEKBH3MTAaM Y/I0CTOBEpPeHMsI. .. 1)

rpud yTBepKaCHHS

2) meyvaTh

3) oTMeTKa O 3aBEpeHHUHU KOHUU

4) BH3a COTJIaCOBAHUSI

5) monmuck OTBeT: 4

OueHka: Auxoromuveckasi. [IpaBUIBHOE BBIMOJHEHHE OJHOTO Takoro T3 omeHuBaercs 1 Gamiom,
HenpaBwibHOE — () 6asIoB.

3ananme 33
Bribepute BepHbIil, Ha Bamr B3, oTBeT U 00BenIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIETOUKE).

JokymeHThbl, co3nannbie B 2010 r. 1 umeromue cpok xpanenust 10 jer, MOKHO YHUUTOXKHUTS ...
1) B 2020 rony

2) B 2021 rony

3) B 2022 roay

OtBeT: 2

Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBITIOJIHEHHE OJHOTO Takoro T3 orneHuBaetcs 1 6amiom,
HernpaBuibHOE — 0 6aJIIOB.



3ananue 34
Bri6epute BepHbIid, Ha Barmn B3risia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTHK B HEOOXOIUMOMN KIIETOUKE).

K oprannzaunmoHHbIM J0KYMEHTAM OTHOCSITCH. ..

1) ycraBbl, MOJ0XKEHUS, JOTOBOP yUPEAUTEICH, HHCTPYKIIUH, IPABUIIA, [IITATHBIC PACITUCAHUS

2) ycTaBbl, MMOJIOKEHUS, JOTOBOP YUPEAUTEIICH, IITATHBIC PACITUCAHUS

3) ycTaBbl, IOTOBOP yUpeauTeieii, HHCTPYyKIuH, npaBmwia Oreer: 1

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIOJIHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBuibHOE — () OaJIoB.

3ananue 35
BriOepute BepHBIiA, Ha Bain B3risiz, OTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIIMKHUTE KypcopoM,

IIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIIETOUKE).

K pacnopsiiute/ibHBIM JOKYMEHTAM OTHOCSITCS. ..

1) noctaHOBIICHUS, PEILICHNUS, PACIIOPSDKCHUS, YKA3aHHUs, IPUKA3bI, IITATHBIC PACTUCAHHS

2) MOCTaHOBJICHHS, PACTIOPSDKEHHSI, YKa3aHHsI, TIPUKA3bl, ITATHBIC PACTIHCAHHUS

3) mocTaHOBJICHUSI, PEIICHHS, PACTIOPSHKEHHSI, YKa3aHusl, npuka3sl OTBeT: 3

Ounenka: nuxoromuyeckasi. [IpaBuinbHOE BBIIOTHEHHE OAHOTO Takoro T3 onenuBaercs 1 Gamiom,
HenpaBwibHOE — 0 6asIoB.

3ananue 36
BriGepute BepHbIil, Ha Bamn B3riisn, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

TIOCTAaBbTE KPECTUK B HEOOXOIUMOI! KIIETOUKE).

ITo cpoxkam XpaHeHHsI JOKYMEHTbI ObIBAIOT. ..

1) MOCTOSTHHOTO XpaHECHUS

2) BpEMEHHOTO XPaHECHUS

3) MOCTOSIHHOTO ¥ BPEMEHHOTO XpaHEHHSI

OrtBer: 3

Ouenka: 1uxoromuyeckasi. [IpaBuibHOE BBIOIHEHUE OJHOTO Takoro T3 omenuBaercs 1 Oamiom,
HenpaBuibHOE — 0 6assIoB.

3ananue 37
Bri6epute BepHbIii, Ha Bamn B3ruisizt, oTBET U 00BEUTE KPYKKOM €ro HoMep (KIMKHUTE

KypcopoM, MOCcTaBbTe KpecTuk B HeoOxonumoit kinerouke). FOCT P 7.0.97-2016 conepikur...

1) 29 pexBu3NTOB

2) 30 peKBU3UTOB

3) 31 pekBU3HUTOB

4) 32 pexBusura OTBeT: 2

Ouenka: nruxoromuueckasi. [IpaBuibHOE BBIOTHEHUE OJHOTO Takoro T3 omeHuBaercs 1 Oamiom,
HenpaBuibHOE — () OaIoB.

3ananue 38
BriObepute BepHBIN, Ha Barr B3riisa, oTBeT W 00BEIUTE KPYKKOM €ro HoMmep (KIMKHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



JoKyMeHT, QUKCHPYIOIINIH COTrIalieHle CTOPOH 00 YCTAHOBJICHHH TPYAOBBIX OTHOIICHUH 1
peryJIupylouyi ux, Ha3bIBaeTcH...

1) TpyOBO# KHMKKOI

2) TPYJIOBBIM KOJCKCOM

3) mpHUKa30M 10 JUYHOMY COCTaBY

4) TpyIOBBIM JIOTOBOPOM

5) IODKHOCTHOM MHCTPYKIUEH

Ortser: 4

Ouenka: nuxoromuyeckas. lIpaBunpHoe BbIogHEHHE 0AHOrO Takoro T3 ouenuBaercs 1 6amiom,
HenpaBuibHOE — () OaJIoB.

3axanue 39
Bribepure BepHbIi, Ha Bam B3risi, OTBET U 00BEANTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, TIOCTaBbTE KPECTHK B HE0OXoquMoii kierouke). Ilepen caaveii 10kyMeHTOB Ha
apXHBHOE XpaHEHHE CJIeAyeT...

1) crpynmnupoBath ¥ MOIIIUTh JOKYMEHTHI B TAITKU

2) o(OpMUTH U ONHCATh JeiIa

3) cucreMaTu3upOBaTh U YTOUHHUTh JJOKYMECHTBI

4) ckonmupoBaTh 0CO00 BAXKHBIC TOKYMEHTHI

Ortser: 1

Ounenka: qruxoromuyeckasi. IIpaBuibHOE BBIOTHEHUE 0JHOTO Takoro T3 oreHuBaercs 1 Oamiom,
HenpaBwibHOE — () 6assIoB.

3ananue 40
BriGepute BepHBbIil, Ha Bamn B3risn, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIUKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

IIpu noaAroToBKe Je/ia K nepeaaye B apXUB BHYTPEHHsISI OIMCh JOKYMEHTOB, CO/IeP:KalIuXCcsl B
aeje, MoMeIaercs. ..

1) B KOHIIE ena

2) B Havase jena

3) Ha JIMIIEBOI CTOPOHE OOJIOKKH Jeria

4) B camocTtosTensHoe aeao OTBer: 2

Ounenka: nuxoromuueckasi. [IpaBuibHOE BBIOJIHEHHE OAHOTO Takoro T3 ornenuBaercs 1 Gamiom,
HenpaBuibHOE — () OaIoB.

3ananue 41
BriGepute BepHBbIi, Ha Bamn B3ris, oTBET U 00BEIUTE KPY)KKOM €ro HOMep (KIUKHUTE KypcOpoM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

BHocuTh n3MeHeHHsI B IITATHOE PACIUCAHNE B T€YeHHeE T01a MOKHO...

1) onuH pa3

2) nBa pasa

3) orpaHuYeHUs HA ATOT CUYET 3aKOHOIATEIHLCTBOM HE YCTaHOBJICHB OTBeT: 3

Ouenka: nuxoromuyeckas. lIpaBunbHOE BEIIOTHEHHE OAHOTO Takoro T3 omenuBaercs 1 6amiom,
HenpaBuwibHOE — () OaoB.



3ananme 42
Bri6epute BepHbBIA, Ha Bamn B3riisa, OTBET U 0OBEAUTE KPYKKOM €ro HOMEp (KIMKHHTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

IIpu 3aK/Il09eHNH TPYAOBOI0 0T0BOPA IPAKIAHUH, MOCTYNAIOIIMHA HA padoTy npeabsBJIsieT
padoroaarenio...

1) cBHIETEIBCTBO O POKIACHUH PEOCHKA

2) macropT

3) CBUAETENBCTBO O POXKICHUH peOCHKA U TACIOPT

OTtBert: 2

Ouenka: quxoromuyeckas. lIpaBuibHOE BEITIOTHEHHE OJHOTO Takoro T3 omenuBaercs 1 6amiom,
HenpaBuibHOE — () OaJIoB.

3ananme 43
Bribepure BepHbIi, Ha Bam B3risi, OTBET U 00BEANTE KPYKKOM €ro HoMep (KIMKHHUTE

KypcoOpoM, MOCTaBbTE KPECTUK B HEOOX0oAUMOH KiieTtouke). [lepeuens MaTepuaJios,

NOMeELIEeHHBIX B J1eJI0 — 3TO...

1) nucT-3aBepUTEIH JIeNa

2) HOMEHKJIaTypa Je

3) BHYTpCHHSISI ONUCH

4) noaimrBKa

5) utoroBas 3anuch

6) ornasienue OTBer: 3

Ounenka: nuxoromuueckasi. [IpaBuiabHOe BBINOJIHEHHE 0AHOTO Takoro T3 onenuBaercs 1 6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 44
Bribepute BepHbIif, Ha Bamn B3ruisna, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

IOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

Cornamenue padéoronarens 1 pa0OTHHKOB, KOTOPOE YCTAHABJIMBAET JONMOJTHUTE/IbHbIC
TapaHTHH VI COTPYAHUKOB H MX OTBETHBIE 00513aTe/IbCTBA 10 OTHOLICHHUIO K padoTogaresro —
3TO...

1) TpynoBoii JoroBop

2) rpaXJIaHCKO-TIPaBOBOM JOTOBOP

3) KoHBeHIIUs

4) MOHKHOCTHASI UHCTPYKIIHS

5) KOJUICKTHBHBIN TOTOBOP

6) IOTOJTHUTENFHOE COTJIAIICHHE K TPYAOBOMY A0roBopy OTBeT: 5

Ouenka: nuxoromuveckasi. [IpaBribHOE BBITIOJIHEHHE OJHOTO Takoro T3 oreHuBaetcs 1 6ammom,
HenpaBwibHOE — () 6aysIoB.

3ananue 45
Bri6epute BepHBIA, Ha Barmn B3risia, OTBET U 00BEAWTE KPYKKOM €ro HOMED (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).



PaGoTonaresib He 00s13aH MPOIJIEBATH €KETOHbIIH OMJIAYNMBaeMblii OTIYCK, €CJIM BO BpeMs
0oTInycKa padOTHHK...

1) 3a0071€e11 1 J1eXkKa B O0JbHHUIIEC

2) ObLT HANpaBJICH HA BOCHHBIE COOPEI

3) pabotai B kauecTBe WwieHa U30MpaTEIbHON KOMUCCUU

4) yxaxuBaJj 3a 3a00JICBIINM YICHOM CEMbHU

5) yuacTBOBaJI B Cyj/Ie B Ka4€CTBE MPUCSHKHOTO 3aceaaTelist

6) 3ab0sten U JIeYriICs aMOyIIaTOPHO

Otser: 4

Ouenka: nuxoromudeckasi. [IpaBuiibHOE BBINOJMHEHHE OJHOTO Takoro T3 oreHuBaercs 1 Gamiom,
HenpaBuwibHOE — () GaIoB.

3ananue 46
Bribepure BepHbIi, Ha Bam B3rsi1, OTBET U 00BeANTE KPYKKOM €ro HoMep (KIMKHHUTE

KypCOpOM, IIOCTaBbTE KPECTUK B HEOOXOAUMOM KJIETOUKE). 3alIUCH B TPYAOBOH KHHIKKeE
AOIyCKaeTcs Ae1aTh...

1) mapukoBO# py4KoOn

2) KapaHIalom

3) KanWUISIPHO# pyuKOi

4) pmomactepom OtBer: 1

Ounenka: nuxoromuueckasi. [IpaBuinbHOe BbIIOJIHEHHE 0AHOTO Takoro T3 onenuBaercs 1 G6amiom,
HenpaBuwibHOE — () OaIoB.

3ananue 47
BriGepute BepHbIil, Ha Bamn B3riisn, oTBET U 00BEIUTE KPY)KKOM €ro HoMep (KIMKHUTE KypcopoM,

MIOCTaBbTE KPECTUK B HEOOXOAUMON KIIETOUKE).

IIpuka3s, KOTOPBIA OTHOCHTCH K IPHKAa3aM 110 OCHOBHOM AeATeIbLHOCTH — 3TO NPHUKA3...

1) o mpueme paboOTHHUKA HA pabOTy

2) 00 yTBep KICHUH IITATHOTO PACIIUCAHUS

3) o mepemeniennn OTBET: 2

Ouenka: ruxoromuyeckasi. [IpaBuibHOE BBIOIHEHUE OJHOTO Takoro T3 omenuBaercs 1 Oamiom,
HenpaBuwibHOE — () OaIoB.

3ananue 48
Bribepute BepHbIif, Ha Bamr B3, oTBeT U 00BeIUTE KPY>KKOM €ro HoMep (KIUKHHUTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

JlokanbHbli aKT padoToAaTelsi ¢ TOYKHU 3pPeHHs 3aKOHA, SIBJISIOIMIicS 00513aTeJIbHBIM — 3TO...
1) mraTHOE pacnucanue

2) MHCTPYKIHSI IO KaJAPOBOMY JEJIONIPOU3BOJICTBY

3) MoIoKEeHNE O CTPYKTYPHBIX MOPA3ACICHUSIX

4) noyioxeHre 00 aTTeCTaluu

5) komnekTuBHBIN 1oroBop OTBeT: 1

Ouenka: nuxoromuyeckas. lIpaBunbHOE BEIIOTHEHHE OAHOTO Takoro T3 omenuBaercs 1 6amiom,
HenpaBuwibHOE — () OaoB.



3ananue 49
Bri6epute BepHbIii, Ha Ba B3ris1/1, OTBET U 0OBEAUTE KPY)KKOM €ro HOMep (KITUKHHUTE

KYpPCOpPOM, MOCTaBbTE KPECTUK B HEOOXOMMOM KiieTouke). [lejieHue 10KYMEeHTOB
OCYHIeCTBJISETCH. ..
1) Ha po/Ibl, TOABUIBI, ITOAPOIbI, PA3HOBUIHOCTH
2) Ha POJBI, BUIBI, IMOABUIBI, PA3HOBHIHOCTH 3) HA BHIBI, IOIBHIBI,
Pa3HOBHIHOCTH, POIbI
4) Ha MMOJBU/IBI, IOJIPOJIbI, PA3HOBHIHOCTH
OTtBer: 2
Ouenka: nuxoromuveckasi. [IpaBriibHOE BBIIOJIHEHHE OJHOTO Takoro T3 orneHuBaetcs 1 6amiom,
HernpaBuibHOE — 0 OaJITIOB.

3ananue 50

BriGepure BepHbIid, Ha Bam B3risa, oTBET W 00BeaUTE KPY)KKOM €ro HOMEp (KIIMKHUTE KypCOpOM,

IIOCTAaBbTE KPECTUK B HEOOXOIMMOI! KIICTOUKE).

JloKyMeHTallMOHHOe 00ecrneyeHne ynpaBjaeHus — 3T0...

1) nporiecc yCTAaHOBICHUST W TNPUMEHEHHS MPAaBHI C IEIbI0 YIOPSJAOYCHHUS JCATCIBHOCTH B
JIeTIONPOH3BOICTBE

2) IeATEIBHOCTD ammapara yIOpaBiCHHs, OXBAaThIBAIONIAs BOIPOCHl JOKYMCHTHUPOBAaHHS H
OpraHu3anuy padoThl C JOKyMEHTaMH

3) COBOKYITHOCTh JOKYMEHTOB, IPUMEHIEMbIX B ONPEICICHHOI cepe NesTeIbHOCTH

4) COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBUU C (HOPMYIISIpOM JoKyMeHTa OTBeT: 2

Ounenka: nuxoromuyeckasi. [IpaBuibHOE BBITIOJTHEHHE OJHOTO Takoro T3 omnenuBaercs 1 Gamiom,

HenpaBwibHOE — () 6assIoB.

Kputepuu onieHku npu nposeaeHUH AU QepeHInpOBaHHOIO 3a4eTa

«OTIIUYHO» «Xopouro» «YOOBJICTBOPUTECIIBHO» | «KHCYOOBJICTBOPUTCIBHO

CTYACHT BBIIIOJHUII | CTYACHT BBITIOJITHHUIT | CTYICHT BBIITOJIHUIT | CTYACHT BBITIOJTHUJI
91-100% wu HaOpan | 71-90% u nabpan 60-70 u naodpan 30-35 | menee 0-59% u Habpan 0-
46-50 OayuIoB. 36-45 6aLIOB. 0aJIyIoB. 29 dayuIoB.




MHHUCTEPCTBO HAVKH U BBICIIIET'O OBPA3OBAHUS POCCUNICKOM ®EJIEPAITN
EnaGysxckuii uHCTUTYT (pruman) henepaabHOro rocy1apcCTBEHHOTO aBTOHOMHOTO
00pa30BaTeNbHOTO YUPEKACHUS BBHICIIETO 00pa30BaHuUs
«Kazanckuii (IIpuBomkckuii) GenepaabHbIil YHUBEPCUTET

3ananus k nuddepennupoBanHomy 3auery no OIL.04
«JlokyMeHTaMOHHOEe OOecredyeHue ynpaBJaeHusD)
(OK1, 0K 9, IIK 1.1, IIK 1.3)

1. CoctaBuTh U OPOPMHTH MpPHKA3 MO OCHOBHOM NEATEIHHOCTH 00 WTOrax paboThHI C
nokymentamu B 2017 romy ITAO «Mup». B koHcTaTupyromeil 4yacTu yKaKUT€ Ha HHU3KYIO
TpeOOBaTENILHOCTh PYKOBOJUTENIEH OApa3AeIEHUI K KaUeCTBY MOJArOTOBKHU JOKYMEHTOB U KOHTPOJIS
UX UCHOJHEHUs. B pacnopsautenbHoil yacTH oOpaTuTe BHUMaHHE PYKOBOJMTENEH HA MOBBIIICHNE
TpeOOBATEIILHOCTH K PAaOOTHHKAM B 4YacTH paboOThI ¢ JOoKyMeHTamu. [laiiTe 3amaHue pabOTHHKY,
OTBEYAOIIEMY 32 JICJOMPOU3BOICTBO, HA Pa3padOTKy Mep MO YIYUIICHHUIO 3T paboThI

2. CoctaBuTh U OQOPMUTH PACHOPSDKEHUE. YKAXKHUTE, YTO B CBSI3U C MPEACTOSIIUMH
CTPYKTYPHBIMA HW3MEHEHHSMHU JHUPEKTOP OOS3BIBACT MPOBECTH MPOBEPKY INTATHO-(QUHAHCOBOU
JUCLUIUIMHBL. YKaXUTE OTBETCTBEHHOTO M CpPOK BBINOJHEHMS, KOHTPOJb 32 BBIIOJHEHHEM
pacnopsKeHHsI BO3JIOKUTE Ha 3aMeCTUTENs nupekTopa. [[pyrue naHHbIE B TEKCTE M PEKBU3HUTHI
YKaXXHUTE CAMOCTOSITEIIbHO

3. CoctaBuTh 1 0)OPMHUTH aKT O PEBU3UHU Kacchl. B TekcTe ykaxure, 4To B pe3ysbTaTe
peBU3HH OBLIO YCTAaHOBJIEHO, YTO OCTATOK JECHET B KAacCe COIVIACHO JAHHBIM OYyXTaJTepCKOro yyeTa
coctaBui 3 521 000 py6., HeAOCTauM HAJIMYHBIX JCHET 110 BUHE Kaccupa He 00OHapyKEHO

4. CoctaButh ¥ OG(OPMHUTH pEKIAMHOE NHUCHBMO O TMPOJAXKE YAaCTHBIM JUIAM MU
rOCY/IapCTBEHHBIM MPEIIPUITUIM NEPCOHAIBHBIX KOMIIBIOTEPOB IO JOTOBOPHON CTOMMOCTH MU O
BO3MO>XHOCTH NPUHUMATh 3aKa3bl Ha COCTABIIEHUE IPOrpaMM

o. CoctaButh U 0O(OPMUTH MHUCHMO-NPOCHOY HaYaIbHUKA IJIAHOBO-3KOHOMHYECKOTO
ynpasineHusi IIAO «Penyktop» B anpec nupektopa HWHCTHTyTa 5SKOHOMUKH C MpOChOOM
PEKOMEH/10BaTh CHEMAIUCTOB U3 YHMCIIAa BBITYCKHUKOB 3a0YHOIO OTJEIEHUS MHCTUTYTA MOCIEIHUX
JIET, UMEIOIIMX ONBIT paboThl B 0071aCTH S3KOHOMUKH IMPOMBIIIIEHHBIX TPEINPUITUNA, HA JOKHOCTH
SKOHOMMCTOB yIpaBiieHHUd. B muceMe ObUIO BBICKa3aHO IMOKENAaHUE MPETEHJEHTaM Ha BaKaHTHbBIE
JIOJDKHOCTH TIOATOTOBHUTH pPE3IOME M NPUCHIaTh WX MO (akcy B aJpec yIpaBlIeHUs, a Takxke, IO
BO3MOXKHOCTH, TPEICTaBUTh PEKOMEHJATelIbHbIE MUCbMa C IMOCIEAHUX MeCT paboThl. OcTalbHbIE
JTaHHBIE YKAKNUTE CAMOCTOSITENIBHO

6. CocrtaButh U oopmuth npukaz AO «Toproeiii 1oM «MepKypHii» O JMKBUAALUH
marazuHa «TpukoTak». MarasuH JHMKBUAMPYETCS B CBSI3U C HEPEHTAOENBHOCTBIO U B LENAX
COKpalleHus pacxojoB. [Ipuka3oM JIMKBUIMPOBAH MarasuH; CO3/1aHa JIMKBUAALIMOHHAs KOMMCCHSI,
cocrosmas U3 3amecTurens reHepanpHoro aupektopa AO «Toproeeii gom  «Mepkypuii»
(mpencenaTeslb KOMUCCHH), AUPEKTOpa Mara3uHa « T prukoTax» n HaualbHUKA SKOHOMUYECKOT0 OT/eNa
AQ; naHbl IOPY4YEHUs NPEICEAATENIO JIMKBUAALMOHHOW KOMHUCCHM IO CPOKY IPEACTABIEHUS aKTa
JMKBUJIALIMOHHON KOMHCCHHM, 3aMECTUTENIO I€HEPAIBHOIO IUPEKTOpPA MO 3KOHOMHUKE 110 BHECEHUIO
NPEUIOKEHUH 0 TaNbHEeHIIeM HCITOIB30BaHUH 0CBOO0KTAIOIIETOCS TTOMEIICHHUS

1. CoctaBuTh U OQOPMUTH PACHOPSDKEHUE. YKAXKUTE, YTO B CBSI3U C MPEICTOSILIUMHU
CTPYKTYPHBIMH HW3MEHEHHMSMHU JUPEKTOp OOSA3BIBACT MPOBECTH MPOBEPKY INTATHO-(UHAHCOBOU



JUCLHUTUIMHBL. YKaKUTE OTBETCTBEHHOI'O M CPOK BBINOJHEHHUS, KOHTPOJIb 32 BBINOJHEHHEM
pacropspKeHHsT BO3JIOKUTE Ha 3aMECTUTENsl Iupekropa. /lpyrue naHHBIE B TEKCT€ M PEKBU3UTHI
YKaXXHUTE CAMOCTOSITEIILHO

8. CoctaBuTh U 0(GOPMHUTH aKT MPOBEPKU (PUHAHCOBO-XO3SMCTBEHHOW ESATEIHLHOCTH
Baiero npeanpusatus. OcuoBanueM siBisiercs npukas gupekropa ot 00.00.0000 Ne 21 «O coznanuu
KOMHCCHH 0 TPOBEPKe PHMHAHCOBO-XO3HUCTBEHHON JesiTeIbHOCTI» COCTaB KOMUCCHH: TIPEICEIaTENb
— 3aMECTHUTENIb AUPEKTOpPa; WIEHbl KOMUCCHUHU: 3aMECTHTENb TIJIABHOTO OyXrajirepa, WHXKEHEp-
KOHOMHCT, OyXrantep-peBu3op. B pesynbraTe mpoBepku ObUIO yCTAaHOBJICHO HApyIIEHHE B CHCTEME
ydera 000pyIoBaHUs

9. CoctaBuTh 1 0HOPMUTH TUCHMO HavYaIbHUKA OTAea pekiambl [TAO «3tanon» B aapec
YHUTApHOTO MYHHUIMTIAILHOTO MPEANPUATHS «3eJIeHbI 00p» O JOMOJHUTEIHLHOM (HHAHCUPOBAHUU
3aka3a Ne 24 Ha W3rOTOBJIEHUE PEKIIAMHBIX IMPOCHEKTOB B CBSI3U C POCTOM II€H Ha Moiurpadudeckue
YCIYTH BO BTOPOM KBapTaje TEKYIIEero roja U M3MEHEHHEM CMETHI 3aTpar. B muceMe yKas3bIBaIoCh,
YTO BBIIIOJIHEHHUE 3aKa3a OyeT OCYIIECTBICHO TOJIBLKO MPH JOMOJHUTEIBLHOM BBIAECTICHUN 23 ThIC.pYO.
OcrasnbHble JaHHBIE YKAXKUTE CAMOCTOSTEIILHO

10.  CocraButh 1 opopmuts npukas [IAO «Paxyra» o peopraHu3anuy KaHIEISAPUH B OTAEIT
UHPOPMALMOHHO-TOKyMeHTamonHoro  obecrieuenust (OMJ1O). B koHcTtatupyromeir d9actu
HE00XO0/IMMO cOClIaThCsl Ha paciiupeHue (GyHKIMHA U BHEIpeHue B pabOTy CHCTEMBbI 3JIEKTPOHHOTO
JIOKYMEHTO000poTa. B pacnopsiinTesbHON 4acTH ycTaHAaBIMBACTCA IITATHAsE YUCICHHOCTh OT/AEa B
KOJINYECTBE 7 4YeNOBEK, JAr0TCA MOPYYEHHUs HAYaJbHUKY 3KOHOMHUYECKOI'O OT/Eeda IO BHECEHUIO
U3MEHEHUH B IITaTHOE pacllMcaHue U Ha4yaJIbHUKY KaHILEJIIpUu 110 pa3padboTke nosoxenus oo ONJO.
OcrasnbHble TaHHBIE YKAXKUTE CAMOCTOSITEIILHO

11.  CocraButh ¥ O(OPMUTH YyKa3aHME 3aM.JUpEKTOpa (GHUPMBI 00 OpraHu3aluu
KOMMPOBAJIbHO-MHOXKUTEIBHOTO O10po. B TekcTe ykakuTe, 4TO B COOTBETCTBHUM C MPUKA30M
JTUpEeKTopa, 3aM. JAMPEKTOpa (HUPMBI O0s3bIBaE€T 3aB. KOMNHWPOBAIBHO-MHOXKUTEJIBHOTO OIOpO
pa3pabotaTth popMy 3akaza Ha Pa3MHOXKEHHE JIOKYMEHTOB, BBIAABATH Pa3MHOKEHHBIE JOKYMEHTHI
UCTIOJIHUTEIISIM C COOTBETCTBYIOIIEH paclucKoil B )KypHae y4yeTa, perucTpupoBaTh MOCTYIMAOIINE Ha
pPa3sMHOXKEHHUE TOKYMEHTBI, KOHTPOJIb UCTIOJIHEHHSI BO3JI0KHUTh Ha HayaJIbHUKA OOLIEro OT/ena.

12. CocraButh U odopMuTh akT mo mnpexnnpuatuio «KaHoH» o0 urorax peBU3UU IO
npoBepke (puHaHCOBOro oTdeTa. B Tekcre ykaxkuTe, 4yTO peBH3HE OOHapyXeHbl (pakTbl TpyOooro
HapyleHus (UHAHCOBOTO ydeTa M OTYETHOCTH IO KOMaHJUpPOBKaM, OTCYTCTBHE >KypHala ydera
JIOBEPEHHOCTEMN

13. CocraButh u odopmuth nucbMo jupekropa AO «®Pacan» Copokuna B.A.
reepainbHOoMy aupektopy AO «Kunctpoit» Mapkosy H.H. ¢ mpemnoxenuem o006 oxazaHMU
pEeKJIaMHBIX YCIYT Ul TPOJBM)KEHHUS CIpOca HA KBAPTUPBl B CTPOSIIMXCS JKUJIBIX JOMax.
[IpenBapuTenbHas TOrOBOPEHHOCTh O PEKJIAMHOMN KaMITaHUH Oblia JOCTUTHYTA B XOJI€ COCTOSBIIUXCS
panee neperoBopoB. OcTanbHble JaHHbIE YKaKUTE CaMOCTOSITEIHLHO

14.  CocraButh M 0GOpPMHUTH YyKa3zaHHE 3aM. JAUpeKTopa (upMbl 00 OpraHU3aIUH
KOMHMPOBAJIbHO-MHOXKHUTEIBHOTO O10po. B Tekcre ykakuTe, 4TO B COOTBETCTBHM C MPUKA30M
JTUpEKTopa, 3aM. JAMPEKTOpa (HUPMBI OO0S3bIBaE€T 3aB. KOMHWPOBAIBHO-MHOXKUTEIBHOTO OIOpO
pa3pabotath GopMy 3akaza Ha Pa3MHOKEHHE JTIOKYMEHTOB, BBIAABATH PA3MHOXKEHHBIE JTOKYMEHTHI
UCTIOJIHUTEJISIM C COOTBETCTBYIOIIEH PaclucKoil B )KypHaie y4eTa, perucTpUpoBaTh MOCTYMAIONIUE Ha
pa3MHOXEHHE JOKYMEHTBI, KOHTPOJIb UCTIOJTHEHUS BO3JIOKHUTh HA HAYaJIbHUKA OOIIEro OTeNna

15.  CocraBuTh M 0QOPMHUTH AOKIAJHYIO 3alUCKY IJIaBHOTO OyXrajrepa pyKOBOAUTEIIO
OPEANpUATHS O HEOOXOJMMOCTH LEHTPAIM3ALMU pPAcueToB C pPaOOTHUKAMHU Mpeanpusrus. B
0053aHHOCTH YYETHBIX PaOOTHUKOB LIEXOB JOJKHO BXOIUTH JIUIIb O(hOPMIIEHUE YUETHBIX JOKYMEHTOB



1o y4yery BeIpaOoTKH. B mokiagHo#l 3amucke HEOOXOAMMO IMOAATH MPEAJIOKEHHE MO MEPEecMOTPY
IITATOB, OTYETHBIX PAOOTHUKOB B II€XaX W TJABHON OyXraaTepuu M3 pacdera OOIIero COKpalieHus
LITaTOB HE MeHee ueM Ha 20%

16.  CocraBuTh ¥ 0pOPMUTH aKT 00 UTOTAX JTOKYMEHTAILHON PEBU3HH PAOOTHI OPraHU3aIHH
3a OTYETHBIN roJ. B akTe peBU3MHU 3aUKCHUPOBAHBI CIEAYIOIINE HEJOCTATKU: HE YIIOPSI0UYCH Y4eT
JIMYHOT'O COCTaBa, HEKOTOPHIE JINYHBIE JI€Ia HAXOAATCS B 3aIIYIIIEHHOM COCTOSIHUM

17.  CocraBuTh 1 0pOPMUTH aKT O CIIMCAHUH UMYIIECTBA. B TEKCTE yKaXKUTE, YTO O MEPHO
¢ 00.00.0000 mo 00.00.0000 komuccusi mpoBena pabOTy IO YCTAHOBJICHHIO HEMPUTOTHOTO K
JanbHEHIIEeMy HCIOJIb30BAHUIO HMMYyIIECTBa. B pe3ymbraTte paboThl OBLIO YCTaHOBJIEHO, YTO
UMYILLIECTBO COIVIACHO MPWJIAraéMOMY K aKTy [EpeYHI0 IOMJEKUT CIMCAHUIO B CBSA3M C
HEIPUTOTHOCTHIO JIJIS1 UCII0JIb30BAHMUS

18.  CocraButh u O(OpPMHUTH UHUCHMO-TIpUTIameHne areHrcTBa «MH(popMaoHHO-
IIPABOBBIE CUCTEMbI» 00 ydyacTHUH B ceMuHape «TeXHOJIOrMuecKHe U IMPaBOBBIE ACIEKTHI 3alUThI
KOMMEPYECKOI HH(OpMAITHI

19.  CocraBuTh 1 0OPMHUTH MUCHMO-OTKA3 MoyMrpaduueckoro npennpusatus «llaptaep»
(ITAO) akuumonepHoMy oOmiectBy «CanroT» MO BOIPOCY BBINOJIHEHHS 3aKa3a Ha HM3TOTOBIIEHHE
0JIaHKOB y4eTa U oT4eTHOCTH. [IprunHOi OTKa3a SBUIach PEKOHCTPYKIIMS [IEYaTHOrO 1€Xa, KoTopas
IPOJUIUTCS A0 KOHIIA IEPBOTO MOIYTOJUS; IPYTUe JaHHbIE YKAXHUTE CAMOCTOSATEIbHO

20.  CocraBute u odopmuth npukaz [IAO «Ckiag» 00 obecriedeHuH TOXKAPHOK
0€30MacHOCTH M YCWIEHHM OXpaHbl Hpeanpustud. B KoHcTatupyromed yacTu COLUIMTECh Ha
OMACHOCTb TEPPOPUCTUUECKUX AaKTOB U YKAKUTE Ledb obecrieuyeHus O0e30IacHOCTH JIoJel u
COXpaHEHHE UMYIeCTBa. B pacnopsaauTensHO yacTu cieayeT o0s3aTh HaYalbHUKA OTJIENIa OXPAaHbI
JloxxknHa K.X. yCHIIMTB NPONYCKHOM PEKUM U OPTaHU30BaTh KPYIJIOCYTOYHOE JEXKYPCTBO Ha CKIAAE
Nel; xomennanTa 3nanus Cyxux B.H. — npoBepuTth cocTosiHME CUTHAIM3ALUU U 3JIEKTPOIPOBOAKH, a
HayaJbHUKa aaMuHUCTpaTuBHOro otnena llerpenko O.II. — mnepesectu Ha cxiag  Nel
BOCIUIaMEHstoIMecs BemecTBa. OCTalbHbIE JaHHBIE YKaXKUTE CAMOCTOSITEIIBHO

21.  CocraButh W O(GOPMHUTH MOKITATHYIO 3aMUCKy HAYaJIbHUKA OTIENa PYKOBOIHTEINIO
OpeanpusTis O (pakTe HEBBINOJHEHHs PACHOPSDKEHHS O MOHTaXke OOOpYJOBaHHUS Ha y4yacTKe I10
IpUYHHE C1a00T0 KOHTPOJIS CO CTOPOHBI IJIAaBHOT'O MEXaHHUKa

22.  CocrtaBuTh U 0()OPMHUTH aKT O MPOBEPKE KACCHL. B TEKCTE yKaXXuTe, YTO B pPe3yNbTaTe
PEBU3HMU KacChl KOMHUCCHs YCTAaHOBMJIA: OCTaTOK HAJIMYHBIX cpencTB mno coctosHuio Ha 00.00.0000
COIJIACHO KaCCOBOIM KHUIe M JIaHHBIM OYXTaJITepCKOTo ydera jJoinkeH cocTaBiaTh 450 000 pyOuneii;
(akTHUeCKUi 0CTaTOK HAJMUYHBIX JAeHer B Kacce coctasisieT 400 000 py6Ouseit. Henocraua HaaMuHBIX
neHer B kacce coctaniseTr 50 000 py6ieil; HerocTaua HATMYHBIX JIEHET 00pa3oBajiach 0 BUHE Kaccupa
Momnounukosoii I1.A.

23.  CoctaBuTh U O(OPMUTH MHUCBMO-TIPOCHOY aKIMOHEpHOro oomiecTBa «CIIyTHHK» B
KOMHTET BHEIIHEIKOHOMHMUYECKUX CBSI3€M aJIMUHHCTPALUU PECIYyOIMKH O BBIICICHUU JHUIIEH3UU Ha
noctaBky B Kurait 4000 TOHH MeTasu1a B CBSI3U C 3aKJII0YEHHUEM J0roBopa AaNssHbCKUM O0beiMHEHHEM
0 MEXIyHapOJAHOMY COTPYAHMYECTBY Ha CTPOUTENBCTBO JEBATUITAXKHOTO OOLISKUTHS B
Habepexubix Yennax. CoriacHo OroBopa oOImiaTa BBIIOJIHEHHBIX pabOT OyneT MpOU3BOIUTHCS
pOCCHICKMMHU pYOJISIMH U MaTepHajlaMH

24.  CoctraBuTh W OGOPMHUTH JIOKJIAIHYI 3alUCKy O TPUYMHAX HECBOEBPEMEHHOTO
Ipe0CTaBIeHUs] HH(POPMAIIUH O BHIMOJIHEHUH TpUKa3a qupekropa. OcTanbHble peKBU3UTHI YKKUTE
CaMOCTOSITENILHO



25.  CocrtaBuTh ¥ OPOPMHUTH aKT O PEBU3UHU KacChl. B TekcTe ykakurte, YTO B pe3ylbTaTe
peBU3UHU OBLIO YCTAHOBJICHO, YTO OCTAaTOK JCHET B KAaCCE COIVIACHO JAHHBIM OyXTalTEepCKOro ydyera
coctaBui 3 521 000 py6., HerocTauy HAIMYHBIX JCHET 110 BUHE Kaccupa He 0OHAPYKEHO

26.  CocraButh U OGOPMHUTH aKT NPOBEPKH (HHAHCOBO-XO3AHUCTBEHHOMW JAEATEILHOCTH
Baiero npeanpusatus. OcuoBanueM siBisiercs npukas gupekropa ot 00.00.0000 Ne 21 «O coznanuu
KOMHCCUH TI0 TIpOBEpKE (DMHAHCOBO-XO3SIMCTBEHHON JesTeabHOCTH». (CocTaB  KOMHCCHU:
npezcenaTeab — 3aMECTUTENS JUPEKTOPa; WICHbl KOMHUCCHH: 3aMECTUTEINs TJIaBHOTO OyXrairepa,
UH)KEHEP-?KOHOMHUCT, OyXrairep-peBu3op. B pesynbTare nmpoBepku ObUIO YCTaHOBIIEHO HAPYIICHHUE B
cUCTeMe yueTa 000pyAOBaHUS

27.  CoctaBuTbh U 0(pOPMUTH MPUKA3 IO OCHOBHOM JEATEIBHOCTH O BHECEHUU U3MEHEHUN B
ITaTHOE pacrucaHue. B KOHCTaTUPYIOIIEH YaCTH TEKCTa YKAKHUTE, UTO B CBA3U C MPOU3BOIACTBEHHOMN
HEOOXOJMMOCTBIO M OTKPBITHEM II€Xa 1O IMPOW3BOJACTBY moiydadbpukaToB. B pacnopsauTenbHoON
YacTH TEKCTa BHECTH B IITATHOE PACIHMCaHUE TOPTOBOM KOMIIAHWHU CIIEAYIOIINE U3MEHEHHUS: BBECTH
JIOJDKHOCTB [TOBapa Mo MPOU3BOJACTBY M0y()adprUKaToOB ¢ OKIAA0M ...py0. KoHTpoIb 3a HcnonHeHue
IPUKa3a BO3J0XKUTE HA 3aMECTUTEIIS AUPEKTOpa

28.  CocraButh W 0QOpPMHTH akT 1o npeanpusTuio «KaHOH» 00 WTOrax peBH3UH IO
npoBepke (puHaHCOBOTO OoTUeTa. B Tekcre ykakuTe, YTO peBH3MEW OOHapyKeHbI (hakThl rpydooro
HapyleHus (UHAHCOBOIO yueTa M OTYETHOCTH 0 KOMaHJUPOBKaM, OTCYTCTBHE >KypHala ydera
JIOBEPEHHOCTEM

29. CocraButh U OGOPMHUTH COMPOBOIMTEIHFHOE IHUCHMO O HampaBleHHH Bam Ha
pELIEH3UPOBAaHUE PYKONMMCU Iporpammbl Kypca «OpraHuszanus HHGOPMAIMOHHOTO oOOecredYeHus
ynpasieHus». [Iporpamma npeanosnaraercs Kak TUIIOBast 1715 BBICIIMX y4eOHBIX 3aBEACHUHN, UMEIOLINX
cnennanuzanuu «MeHekMeHT» win «Opranuzanus ynpasieHus». OT3bIB MPOCAT NMpHUciaaTh 10 12
nexabps 2017r.

30.  CocraButh U 0pOpMUTH MHPOPMALMOHHOE MUCbMO. B Tekcte ykaxurte, yro AO
«busnecmikona «MuTen-CuHTe3» MOATOTOBWIA K M3JIAaHUIO KHUTY «Jlemompou3BoacTBo». B kHure
OCBEIIAI0TCS TPEOOBAHMUS K COCTABIICHHUIO M O()OPMIICHHUIO CITY>KEOHBIX IOKYMEHTOB U ITPaBHiIa pabOTHI
C HUMHU

Kpurepun onenkn Ha nuddepeHunpoBaHHOM 3a4eTe

«OTJIUYHOY «XOpOLIO» «YIIOBJIETBOPUTEIILHOY «HEYNIOBJIETBOPUTEIBHO»
CTYAECHT CTYAEHT  PACKpBIBAET | CTYJAEHT PACKPBIBAET BOIPOC | BOIPOC HE
PacKphIBACT BOMPOC, | BOMPOC, MPAKTHYECKOE | He B MOJHON Mepe, TOMYCKAET | PaCKphIT,

IMPAKTUYCCKOC 3a1aHUEC BBITIOJIHACT oe3 HETOYHOCTHU B | IpakTHYECKOe
3aJaHi€ BBLIIOIHAET | OIMINOOK, Ha opMyIIHpOBKax (1-2 | 3ananue He
6e3  ommOOK, AOTIOITHATEIILHBIC OILIKOKH), HPAKTHYECKOE | BHIMOIHEHO.
YBEPEHHO OTBEYAET | BOIPOCHI OTBEYAET, | 5o apy1e BBIMTOJIHEHO

Ha JOIOJHUTEIbHBIC | JOIIYCKACT HCTOYHOCTHU YaCTUYHO, C JIOMYIIEHHEM

BOIIPOCHI B ONPEAEIECHUAX OLIHGOK




