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1 MACHOPT ®OHJA OLEHOYHBIX CPEJICTB 1O YYEFHOI
JAUCHOUIIJIIMHE
JlokyMeHTauMOHHOe o0ecnedyeHre ynpaBieHUs

1.100mme nosioxxeHnst

OueHouHble cpeicTBa pa3paboTaHbl B COOTBETCTBHM ¢ DenepalibHbIM
TOCYapCTBEHHBIM 00pPa30BaTEIbHBIM CTAHIAPTOM CPEIHETO MPO(HEeCCHOHATHLHOTO
obpazoBanus (nanee — ®I'OC CIIO) ) no cnenmanbHocTH 38.02.04 Kommeprus
(mo otpacisim). OIlEHOYHBIE CPENICTBA MPEAHA3HAUCHBI JIJII KOHTPOJS U OLECHKHU
00pa30oBaTeIbHBIX TOCTHXKEHUI 00Yy4aroIIMXcsl, OCBOUBIIMUX MPOrpaMMy ydeOHOM
JTUCIUTUTHHBI JJOKyMEeHTaIlIMOHHOE 00eCTIeueHne YIPaBICHHUS.

OueHouHbIE CpEJCTBA  BKJIIOYAIOT  KOHTPOJIbHBIE — MaTepuaibl s
MPOBEACHUS NPOMEKYTOUHOM arrectanu B ¢dopme nuddepeHIIupoBaHHOTO
3ayera.

1.2Pe3yabTaThl OCBOEHUS JUCHMILIMHBI, TOAJeKalHe TMPOBEpPKe.
PacnpenesieHue onieHMBaHNs Pe3yJbTATOB 00y4eHUs 10 BUAAM KOHTPOJIA.

Pe3ynbrarel 06yueHus (OCBOCHHbIE Bun arrecraiuu | OcHOBHBIE TTOKa3aTeNU OLIEHKH
yYMEHHsI, YCBOCHHbIC 3HAHMU) — pe3yIbTaToB
TEKYIIHH TTPOMEK
V1. odopmisiTh W TPOBEPATH | + + -ohopmiieHne 0JIaHKOB B
PaBUJIBHOCTD oopmiienus COOTBETCTBUM C  IIpaBHJIaMH,
JOKYMEHTAIlMd B COOTBETCTBUU C n3noxenasiMu B [OCTe P6.30 -
YCTaHOBJICHHBIMU TpEOOBaHUSAMH, B 2003, c HCMOJb30BaHUEM
TOM quce HCITIONB3YsI tekcroBoro peaakropa WORD,;
nH(OpMaIMOHHBIE TEXHOJIOTHH; -BBINIOJIHEHUE OTIIPaBKU
CO3/IaHHBIX OJIaHKOB Ha pabouee
MECTO npernoaaBaTens
IIOCPEACTBOM 3JIEKTPOHHOU
MTOYTHIL.
+ -U3JI0KEHHE PEKBU3UTOB
OpPTaHU3AIMOHHBIX TOKYMEHTOB;
-XapaKTePUCTHKA pa3zenoB
Vcrana;
-pa3paboTka Ha OCHOBE

KBanndukanmoHHbIX TpeGoBaHUM
JOJKHOCTHOM MHCTPYKIUY;
-oOpMIIEHHE THUTYJIBHOI'O JIUCTA
JOJIKHOCTHOM MHCTPYKIMU U BU3
O3HAKOMJICHUS.

+ + oopmiIeHHE PACTIOPSAAUTEIBHBIX
U CIPaBOYHO-WH(OPMAIIMOHHBIX
JOKYMEHTOB, C HCIOJIb30BaHUEM
TekcToBoro penakrtopa WORD.
Beinonuenue OTIIPABKHU
CO3JAHHBIX  JOKYMEHTOB  Ha
pabouee MeCTO MpenoaaBaTes
IIOCPEACTBOM 3JIEKTPOHHOU
TIOYTHI




V.2 npoBoauTh
ABTOMAaTHU3HPOBAHHYIO 00pabOTKY
JIOKYMEHTOB;

-BBITIOJTHEHUE PETUCTPAIIH U
PacChUIKH TOKYMEHTOB T10
CIIMCKaM B aBTOMAaTU3UPOBAHHOM
pexXHuME;

-opraau3anus 3QpHEeKTHBHOTO
KOHTPOJIS 32 UCTIOJTHEHUEM
JTOKYMEHTOB B
aBTOMATH3HPOBAHHOM PEIKUME;
-OCYIIIECTBJICHHE TIOMCKA
JOKYMEHTOB B
aBTOMATH3HPOBAHHOM PEIKUME;
-BBITIOJIHEHUE OTITPaBKH
CO3JIaHHBIX paHee JOKYMEHTOB Ha
pabouee MecTo TpenogaBaTems

IIOCPEICTBOM CHCTEMBI

SIIEKTPOHHOTO JIOKYMEHTOO00POTA.
V.3 oCylecTBISTh XpaHEHUE U TTOUCK BBIIIOJIHEHHE perucTpanuu
JOKYMEHTOB; BXOIALIEH, HUCXOIALLEH u

BHYTPEHHEHN JOKYMEHTAllUH

-COCTaBJICHUE 3ar0JI0OBKOB A€M AT
CHCTEMATH3allii JTOKYMEHTOB W
MH(OpPMaI OHHO-CIIPABOYH 01
paboThI 11O TOKYMEHTaM;

- OmIpezereHNe CPOKOB XPAaHEHUS
nen mo IlepedHro  THIOBBIX
yIIPaBJICHYECKUX TOKYMEHTOB

-ohopmiieHne 3aBEPUTEIHHOTO
JUCTA JIena;
-oopmieHue ornucei nen

MMOCTOSHHOT'O W BPEMEHHOIO
CPOKOB XpaHCHHS;

-ohOpMJICHUE aKTa O BBIICICHHUH
TSl K YHHUTOKEHUIO;
-oopmiieHrE O0I0KKH JieTa.

V.4 ucnonp3oBaTh
TEJICKOMMYHHKAITUOHHBIC
TEXHOJIOTMH B 3JICKTPOHHOM

-BBIIIOJTHCHHUC OTIIpaBKU
CO3JaHHBIX paHCC NOKYMCHTOB Ha
pa6oqee MCCTO IIPCIIOaAaBaTCIIA

JOKYMEHTO000pOTE. MOCPEACTBOM IJIEKTPOHHOW MOYTHI
" CHCTEMBI AIIEKTPOHHOTO
JIOKYMEHTO00O0pOTA..

3.1 OCHOBHEIE TTOHATHS: LICIH, 3aJa9H Wznoxenne IIOHATHS, ICICH,

W TPUHIMIB  JOKYMEHTAIIHOHHOTO 3amau u MPHUHIIUTIOB

OGGCHG‘-ICHI/ISI YIIpaBJICHUA, ACIIOIIPOU3BOACTBA

3.2 CucteMbl JOKYMEHTAIIMOHHOTO

W3noxxenue mpaBusi opopMIIeHUS

o0ecrieueHus yrpaBIeHHs, HX CHCTEM JIOKYMEHTAIMOHHOT O
aBTOMAaTH3AIIHAIO o0ecreueHust yIpaBiIeHUs
3.3 Knaccuukanuo 10KyMeHTOB Uznoxenue KJIaCCH(PUKALNH

JIOKYMEHTOB




3.4 TpeGoBaHUS K COCTABIICHUIO U + N3noxenue npaBuil  ohopmIIeHUS
0(hOpMIICHHUIO JOKYMEHTOB JIOKYMEHTOB,
pernamentupoBaHblx  ['OCTom
P6.30-2003
3.5 Opranuszanuto + W3noxxeHne TEXHOIOIMM NpUEMA,
JIOKYMEHTO000pOoTa: IPUEM, 00paboTKH, peructpanuu
00paboTKy, peTUCTPALIHIO, KOHTPOJIb, JOKYMEHTOB W OpTraHU3alHH
XpaHEeHHE JTOKYMEHTOB, KOHTPOJISI 32 UX UCIOJTHEHUEM
HOMEHKJIATypy 1€l + N3noxenune TpeboBaHMi K
dhopMupoBaHUI0 W O()OPMIIEHHUIO
Ien  aIs  MX  TOATOTOBKH K
XpaHEHHIO u BHJIOB
HOMEHKJIATYPHI J1e1

1.3 PacnpenesieHre TUMOB KOHTPOJIbHBIX 3a/IaHUH MO 3JIeMeHTaM 3HAHUH U

YMeHU

Homepa n HanmeHoBaHUS

Texymmii KOHTPOJIb

[IpomeKyTOUHBIN KOHTPOJIb

pa3aeios, TEM. Kon Kon
Tun u Tun u
KOHTPOJBLHOTO | HAUMEHOBAHHUE | KOHTPOJIBHOTO | HAMMEHOBAHUE
3aJaHus YMEHUH, 3aJaHusg YMEHH,
3HAHUM 3HAHUU
Pa3znen 1. JlokymMeHTHpOBaHUE

BBenenne 17 3.1

Tema 1.1 IlousTue o - -

AOKYMEHTAaX U crnocodax 17 3.1,3.2,33

JOKYMEHTHPOBAHHUSA

Tema 1.2 TpeGoBanus k - -

aokyMeHntam. CocraB 17, 13 V1,V4,34

PEKBHU3UTOB

CJIY7KeOHOIr0 JOKYMEHTA

Tema 1.3 - -

Opranun3anuoHHo- 17, 13 V1,V4,34

pacnopsiiuTeIbHAasi

JOKYMEHTAIUSA

Tema 1.4 - -

JdoxkymeHTHpOBaHUE 17,13 3.4

TPYAOBBIX

NMPaBOOTHOIIEHUH

Tema 1.5 ®uHaAHCOBO- - -

OyxraJjrepckas 17,13 V1, V4,34

JOKYMEHTAI U

Tema 1.6 - -

JdoxymeHTanus MO 17,13 Vi1, V4,34

BHEIIHEIKOHOMHUYECKOI

JeATeIbHOCTH

Pa3nen 2. TexHoJiorusi padoThl ¢ JOKYMEHTAallHeil HA NpeANPUATHH
Tema 2.1 Oprauu3anust 17,13 v.3,3.5 4 V1, 3.1, 3.2,
padoThI C TOKYMEHTAMH 3.4




Tema 2.2 Texymee
XpaHeHue JOKYMEHTOB

17,13

¥.3,35

Tema 2.3 O0paboTka e
IS MOCJIeAYIOIIero
XpaHeHus

17,13

¥.3,35

Tema 2.4 OcHOBBI
OpraHu3anuu
HHG(pOPMaALMOHHBIX
TexHoJsioruii. Cpeacrsa
OpPraHU3aNOHHOM
TeXHUKH

13

V.2

3.5

JAudppepeHuupoBaHHbIN
3a4er

19

v1,3.1,3.2,
34,3.5




2 CIEHUPUKAIUA OHEHOYHBIX CPEACTB

I[J'IH TCKYHICIO KOHTPOJA HMCIIOJIBL3YETCA: OIIPOC, OLCHKA BbBIIIOJIHCHHUA

IPAKTUYECKUX, KOHTPOJIbHBIX pabOT, OLIEHKA CAMOCTOSTEIbHOW PaOOThI U IpyTHE.

3a4cCT.

JIJIsi TpOMEKYTOYHOM aTTecTaluu HCHoJib3yercs: auddepeHInpoBaHHBIHN

3 MATEPUAJIBI JIJIS1 TEKYIIETO KOHTPOJISI IO YUEBHOM
JTUCHUTJIMHE

Tema:

Ilpakmuueckoe 3anamue Nol

cocmaenenue oo6uLe2o 01aHKa U OAaHKa CIYHCeOHO20 RUCLMA KOHKPEMHOU
opeanuzayuu

3amanue:

1

CocraButh 0OIIMK OJAHK KOHKpPEeTHOW opraHuzamuu B ¢opmate Word mo
UCXOMHBIM JaHHBIM Ha ¢. A4, WCHONB3YSd TPOJOJBHYIO CXEMY
pacmoIOKEHUST PEKBU3UTOB.

CocraBuTh OJlaHK NMHMChbMa KOHKpETHOW opranusaiuu B (popmate Word mo
UCXOJHBIM JaHHBIM Ha (. A4, UCMONB3Yyd YIIIOBYIO CXEMY PACIIOJNIONKECHHUS
PEKBU3HUTOB (PaCIOIOKEHUE CTPOKH - IICHTPOBAHHOE).

CocrtaBuTh OJJaHK KOHKPETHOTO BHJIa JJOKyMeHTa (mpuka3a) B ¢oopmate Word
0 MCXOJHBIM JaHHBIM Ha ¢.A4, ucnonp3ysi YriaoBYHO CXeMy
PaCIONIOKEHHUST PEKBU3UTOB (PACIIOJIOKEHNUE CTPOKH - (hJIaroBOE).

Vkazate paznuuusi MexAy oOImMM OJaHKOM U OJIaHKOM CIIY>KEOHOTO
UChMa.

BbInonHuTh OTNPaBKy CO3IaHHBIX OJAHKOB IMPENOAABATENIO MOCPEICTBOM
3JIEKTPOHHOW MOYTHIL.

Hcexoonvie oannwvie onsa cocmaeénenus 01aHKo06
Bapuanr 1

MUHUCTEPCTBO KYJIBTYpBI U MacCOBbIX KOMMyHUKaui Poccuiickon denepanuu;
®enepanbHoe apxuBHOe areHTcTBO; PocapxuB; 103132, Mocksa, yiu. MnbuHka,
nom 12, ten.: 206-35-31, akc: 206-55-87,0KI1IO 1047710027683, OI'PH
5749830129068, MHH/KTIIT 7710474216/771001001

Bapuanr 2

«INeKTpOCBsI3b» POCTOBCKOM 00J1aCTH ; OTKPBITOE aKIMOHEPHOE OOIIECTBO;
344082 PoctoB-Ha Jlony, nep. bparckwuii, Ten.: (863) 244-26-11, 244-27-01; dakc:
267-66-71. e-t elect@donpac.ru: OKIIO 02747280, OI'PH 1046600480759,
MHH/KTIIT 7708033140/771001001

Bapuanr 3


mailto:elect@donpac.ru

MB/JI Poccun; ['YB/I r. Mockssl; Ynpaeinenue BHyTpeHHUX nen KOro-Bocrouno
aMUHUCTpAaTUBHOrO  OKpyra; Orgen 1o Oopbde €  IKOHOMUYECKUMHU
npectymnenusimu: 10944 Mocksa, CopmoBckuii np-T, AoM 13, kopm.2, Ten. 709-
23-60. ¢axc 317-90-72, OKIIO 02842708, OI'PH 1027700380795, WHH/KIIII
7708033140/771001001

Bapuanr 4
[IpaBurenbctBO  MOCKBBI, VYIpaBiaeHHEe IO JejlaM HApYXXHOW PEKIIaMBblI,
uHpopManmu odopmieHust ropojaa; ['ocymapcTBeHHOE YHUTaApHOE MPEANPHUITHE
«l"opojnckas pexinama uHpopmarusi»; 194007, Mocksa, yi. [Ipodcorosnas, qom
82, Tten./pakc 718-78-74. E-ta mail rt)vniidad.ru; OKIIO 02842708, OI'PH
1027700380795, MHH/KIIIT 7708033140/771001001

Bapuanrt 5
AKITMOHEPHBIN KOMMepYecKkuil coeperatenbHbiii 0aHk Poccuiickoit dexneparuu;
XamoBHuueckoe otaenenue; 121002, Mocksa, nep. Cusnie Bpaxek, nom 29/16;
ten. 241-71 01, remeraiinm: 207865 KONKR RU, temedakc: 241-41-72; OKIIO
1047710027683, OI'PH 1046600480759, UHH/KIIII 7710474216/771001001.

Bapuanr 6
Anmunuctparusi  PoctoBckoit  obmactH, MUHHCTEPCTBO  CTPOUTEIHCTBA,
APXUTEKTYPbI KUJIUIIHO-KOMMYHaIbHOrO X03sicTBa; 344007, r. PoctuB-Ha-/{ony.
yin. Conmanuctuyecka; jgom 82; ten/dakc (095) 789-78-75, E-mail: mail a
viiiidaJ.ru. OKIIO 02842708,0I'PH 1027700380795, WHH/KIIII
7708033140/771001001.

Bpems Ha BbInmosiHeHHe: 90 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISI

HaumeHoBaHHE 00HEKTOB OcHoBHBbIE NOKA3aTe/H OlleHKH pe3yJibTaTa
KOHTPOJISI M OLIEHKH
V1. odopmuate wu  mpoepaTh| OdopmieHue 6J1aHKOB B COOTBETCTBHH C
MPaBUIBLHOCTD oopmnenus|npaBuwiamu, nznoxeHHsiMu B 'OCTe P6.30 -

JNOKYMEHTallii B cooTBeTcTBUU  ¢|2003, ¢ UCIOIh30BaHUEM TEKCTOBOT'O
YCTaHOBJICHHBIMH TpeboBanusmMu, B|pemakTopa WORD

TOM qucle WCTIONB3YS
WH(POPMAITMOHHBIE TEXHOIOTHH;

Y4 HUCITIOJIB30BaTh -BBIIIOJTHCHUEC OTIIPaBKU CO31aHHBIX paHee
TEJICKOMMYHHUKAITMOHHBIC TEXHOJIOTHH [JIOKYMEHTOB Ha padodee MECTO MpernoiaBaTelis
B DJICKTPOHHOM JIOKYMEHTOOOOPOTE.  [IIOCPEACTBOM 3JICKTPOHHOW IOYTHI M CHCTEMBI
AJIEKTPOHHOTO JIOKYMEHTO000POTA..

Kpurepuu oueHku:
- [IpaBunbHO OpopMiIeHHBIE OJaHKKU OLICHUBAIOTCS HA «3aUTEHOM.
- HenpaBunbHO opopMiieHHBIE OTaHKK HANpaBISIOTCA HAa JOPAOOTKY.



Ilpakmuueckoe 3anamue No2
Tema: o3naxomieHue ¢ Op2aHU3AUUOHHBIMU OOKYMEHMAMU, AHATIU3
CHPYKmYpbl UX meKcma.

3aganmue:

1. O3HakOMHTBCA C TPYINNOW OPTraHU3AIMOHHBIX JIOKYMEHTOB. YKa3aTh HX
peKBI/ISI/ITBI.

2. O3HaKOMHTBCS C TEKCTOM ycTaBa. JlaTh XapakTEPUCTHKY KaXIOMY pas3ieiy
yCTaBa.

2. Pazpaboraiite Ha ocHoBe KBann@uKaMOHHBIX TpPeOOBaHUI JOIKHOCTHYIO
MHCTPYKIIMIO HA OJHY M3 Kareropuil OQHUCHBIX ciyxamux. JlomKHOCTHas
UHCTPYKIMS JIOJKHA OBITh O(OpMIIEHA B COOTBETCTBUH C YCTaHOBJICHHBIMHU
TpeOOBaHUSIMH, C TUTYJIHHBIM JINCTOM M BH3aMH 03HAKOMJICHHS.

Hcxoonvie oannbvle 0131 cOCMasieHus 00AHCHOCMHOU UHCMPYKUUU

TpeboBanusi k kBamupukanmu. CpenHee npodeccuoHanbHOEe 00pa30BaHUE U
CTaX pabOTHI IO AETIONPOU3BOACTBY HE MEHee 2 JIeT.

BYXT'AJITEP-PEBU30P

JHomxHocTHbIE 00s13aHHOCTH. OCYIIECTBISET B COOTBETCTBUU C JIEH-
CTBYIOUIUMHU TOJIOKEHUSIMA W MHCTPYKLUUSIMHM TUIAHOBBIE W M0 CIHEHUaIbHBIM
3aIaHUSIM JIOKYMEHTAJIbHBIE PEBU3UU XO3AMCTBEHHO-(DMHAHCOBOW JESATEILHOCTU
NPEANPUATAN 10 BEACHHUIO OyXTaJTepCKOTO ydeTa MMYIECTBA, 005S3aTelbCTB U
XO3SIMCTBEHHBIX ONEpAIHil, a TaKXKe MOJIpa3aeICHUN NPEANPUIATUA, HAXOIAIUXCS
Ha caMoCTosITeNIbHOM OanaHce. CBOEBpeMEHHO O(POPMIISIET PE3YJIbTAThI PEBU3HH U
MIPEICTaBIISICT UX B COOTBETCTBYIOIINE WHCTAHIMH JUISI IPUHATHS HEOOXOIMMBIX
mep. JlaeT omepaTHBHBIE YKa3aHHUS PYKOBOIMTENSM PEBU3YEMOro OOBEeKTa 00
YCTPAaHEHUHU BBISBJICHHBIX HApYIICHUH W HEJTOCTATKOB, MPOBEICHUN KOHTPOJIbHBIX
IIPOBEPOK BBINOJHEHHBIX padboT. KoHTpoMpyeT JOCTOBEPHOCTh y4eTa MOCTYIa0-
IMIMX OCHOBHBIX CPEJICTB, TOBapPHO-MAaTE€pPUAIBHBIX IIEHHOCTEH W JEHENKHBIX
CPEJZICTB, CBOEBPEMEHHOE OTPaKEHUE HA cUeTax OyXTraJTepCKOro yuera ornepaiu,
CBSI3aHHBIX C UX JIBMDKEHUEM, MMPABWILHOCTh PACXOJA0BaHUs MaTepHUAJIOB, TOIIMBA,
AIEKTPOIHEPTHUH, IEHEKHBIX CPEICTB, COOJIIOJACHUS CMET PacXoO0B, MOPSIOK
COCTABJICHHMSI OTYETHOCTM Ha OCHOBE IIEPBUYHBIX JOKYMEHTOB, a TakKke
OpraHu3allMi0 TMPOBEACHUS HMHBEHTapU3alUUid U OyXTraJTepcKoro yuyera B
NOJIpa3JIeIeHUsIX NPEANpUsATUs, a TakKe COONIOACHUE CPOKOB HAYMCIICHHUS
HAJIOTOB M COOPOB M BBIIIATHI 3apa0OTHOW TUIATHI. YYacTBYeT B pa3paboTke u
OCYILIECTBJICHUU MEp, HalpaBJIE€HHBIX Ha TOBBINIEHHE A(HPEKTUBHOCTH
UCIIOIb30BaHusl (DUHAHCOBBIX CPEJICTB, YCUJICHUE KOHTPOJS 3a XO3SMCTBEHHO-
(GUHAHCOBON  JEATENBHOCTHIO  NPEANPHUATHS, OOECIEYeHHE  COXPAHHOCTH
COOCTBEHHOCTH MPEANPUSITHS U TPABUIBLHON OpraHu3aluu OyXraaTepcKoro y4dera.
[IpuHuMaeT HEOOXOAMMBIE MEpPbl MO HCIOJb30BAHUIO B pPabOTe COBPEMEHHBIX
TEXHUYECKUX cpeAcTB. KOoHTpommpyeTr nesTenbHOCTh PaOOTHHKOB MPEIITPHUSITHSI

I10 BOIIpOCaM BCACHUA 6YXFaJIT€pCKOFO y4uc€Ta U OTUCTHOCTH.
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Jlo/zKeH 3HATH: 3aKOHOJATEIbHbBIE AKThl, TOCTAHOBJIEHUS, PACIIOPSKEHHUS,
MpUKa3bl, PYKOBOJAIIME METOJUYECKHE UM HOPMATUBHBIE MaTepHalibl IO
OpraHu3aliui OYyXTaJTEpPCKOTO y4e€Ta M COCTaBICHUIO OTYETHOCTH; (OPMBI H
METOJIbI OYXTaJITEPCKOrO y4YeTa W aHaln3a XO3SHUCTBEHHOW JEesSTeThHOCTH Ha
NPEANpPUSTAN; TOPSIOK MPOBEACHHUS JOKYMEHTAIbHBIX PEBU3UN U TMPOBEPOK,
IPaBUWIBHOCTh BEACHHSI OyXralaTepCcKOro yuyera, 00sS3aTeNbCTB M XO3IMCTBEHHBIX
oTepalnii; OpraHU3AINI0 JTOKYMEHTOO0OpOTa U TOPSAIOK JTOKYMEHTAIHHOTO
opopMJICHUSI W OTpa)XXEHUsT Ha cyeTax OyXTraJTepCcKoro ydeTra oOIlepaluu,
CBSI3aHHBIX C JIBDKEHHUEM OCHOBHBIX CPECTB, TOBAPHO-MATEPHUAIBHBIX IIEHHOCTEH
U JICHEeXKHBIX CpPEJICTB; IUIaH W KOPPECHOHJEHUHUIO CYETOB; (PMHAHCOBOE U
XO034MCTBEHHOE 3aKOHOJATENIbCTBO; 3KOHOMHUKY, OpPraHM3allii0 IPOU3BOJICTBA,
TpyJa W  YOpaBJCHUS, PBIHOYHBIE  METOJAbI-XO3SMCTBOBAaHUS;,  IPaBHUIIA
AKCIUTYyaTallMM BBIYUCIMTEIbHON TEXHUKH; 3aKOHOIATEIbCTBO O TPYAE; MpaBuia u
HOPMBI OXpaHbl TPyAa.

TpeodoBanus k kBasmpukanuu. byxranrep-pesu3op I kareropuu: BbICIIEE
npodeccuoHalbHOE (IKOHOMUYECKOE) 00pa3oBaHKUe U CTaXX pabOThI B JOJKHOCTHU
Oyxrantepa - peBusopa Il kareropun He MeHee 3 JeT.

byxrantep-peBusop Il kateropuu: Beiciiee npogeccuoHaIbHOE (IKOHOMU-
yeckoe) oOpa3oBaHue, 0e3 MNpeabsaBieHHs TpeOOBaHUW K CTaxXy pabOThl WU
cpenHee MPOQeCcCHOHATBHOE (PKOHOMHYECKOE) 0Opa3oBaHHWE W CTaX PadOTHI B
JIOJKHOCTH OyXTajitepa-peBu3opa He MeHee 3 JIeT.

Henocraromiyie peKBU3UTHI YKaKUTE CAMOCTOSATEIBHO.

Bpems Ha BbinosiHeHue: 90 MuH.

IlepeyeHb 00bEKTOB KOHTPOJIS

HaumeHoBaHue 00HEKTOB OcHoBHBbIE MOKA3aTeIH OLEHKHU pe3yJibTaTa
KOHTPOJISA M OIlEeHKH
V1. odopmmsste wm  mpoBepsaTh|Pa3paborka Ha ocHOBe KBammbukamoHHBIX
MPaBUIBHOCTH oopmiienus | TpeOoBaHM TOHKHOCTHOW HHCTPYKIIUU,

JOKYMEHTAIlMM B COOTBETCTBUU C|o(OopMIIeHHE THTYJIBHOTO JINCTA U BU3
YCTAaHOBJICHHBIMH TpeOOBaHUSAMH, B|O3HaKOMIIEHUS. V310KeHne PEKBU3UTOB
TOM yucie WCIIOJIb3Y$l | OpraHU3ALMOHHBIX IOKYMEHTOB.
WH(OPMAIMOHHBIE TEXHOJIOTUH; XapakTepucTuKa pa3aesaoB Ycrasa.

Kpurepuu ouenkmn:
- [IpaBunbHO 0popMiIeHHBIE OaHKK OLICHUBAIOTCS HA «3aUTEHOM.
- HenpaBunbHO oopmieHHbIe OTaHKU HAMPAaBIAIOTCS Ha JOPaOOTKY.

Ilpaxkmuueckoe 3anamue No3
Tema: opopmiieHHe MPUKA3A 110 OCHOBHOM J1eATEJIbHOCTH

3amanue:
1. CoctraButh ¥ OQOPMHUTH TpPUKA3 MO OCHOBHOH JESATENLHOCTH B opmare
Word o ucXOAHBIM JaHHBIM, HUCIOJB3YS YIJIOBYIO CXEMY PacrOIOKEHUS
PEKBHU3UTOB (PACIIOJIOKEHUE CTPOKH - (DI1aroBoe).

2. Ykazarb peKBHU3UTHI NpUKa3a. J[aTh XapaKTepUCTUKY PEKBU3HUTY TEKCT.
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3. BBINOMHUTE OTHpPaBKY CO3JaHHOTO TIpHKa3a IO OCHOBHOM JEATEIIHHOCTH
NPEenoaBaTesTto MOCPEACTBOM 3JIEKTPOHHOM MOYTHI.
Hcxoonvie oannvie 011 cocmaegieHus nNpuKa3a no 0CHOGHOI 0eamelbHoCmu

Bapuanr 1

CocraBpTe TPOEKT TIpUKa3a MO JEKTPOBAKYYMHOMY 3aBojy 00
YCTAaHOBIIGHUH  €AWHOTO peXuma paboThl  IEHTPAIbHBIX  CKIAmoB. B
KOHCTATHPYIOIIEH YacTH OTMETHTE, YTO OTIYCK LI€XaM MaTepHaOB CO CKJIAJ0B
OpeAnpusiTAsS B TEUeHHE pabouero [JHS HapyllaeT HOPMAIbHYIO paloTy
CKJIQJICKOTO anmnaparta. B pacnopsauTenbHON 4acTU YKaXUTE€ KOHKPETHBIE Yachl
OTIIyCKa MaTepHUajoB CO CKJIAJ0B, HA30BUTE KOHKPETHBIX JOJKHOCTHBIX JUIl (B
JUPEKIMU W 1IeXax), KOTOphle OTBEYAIOT 3a MepeBOJ| CKIAJOoB Ha Ooiiee
palOHANIbHBIA PEXUM PAOOTHI.

OcranpHble MYHKTHl B PACHOPSIUTEIBHOM YacTH W JAPYTHE PEKBU3UTHI
YKaKUTE CAMOCTOSITENBHO.

Bapuant 2

CocraBbTe MPOEKT MpHUKa3a MO CTPOUTEIBHOMY KOOMEPATUBY «3amyCcK» O
HEMPAaBUIBHOM HCIIOJIb30BAHUM CTPOUTEIBbHBIX OTX0A0B. Bo BBOAHON wyactu
YK@KUTE, YTO NPU MPOBEPKE CKiIaja MUJIOMATepUaiOB YCTAHOBJICHBI (DAKTHI
OTIYyCKa B KOTEJbHYIO JJISI CXKUTAHUS OTXOJOB MUJIOMATEPUAJIOB JIJIMHOMN CBBIIIIE
20 cm.. B pacnopsauTenbHONM 4YacTu CIEAyeT NPEeAJIOKUTh 3aBEAYIOIIEMY
CKJIaZIOM OpTraHM30BaTh padOTy MO peaanu3alui OTXO0J0B YaCTHBIM JIMIIAM.

OcranpHble MYHKTHI B PACHOPSAUTEILHOM YacTH U JAPYTHE€ PEKBU3UTHI
YKaKUTE CAMOCTOSITENIHHO.

Bapuanr 3

CocraBbTe MPOEKT IpHKasza 00 urtorax padoTel ¢ JokymeHntamu B 2008 roay B
OAO «Pomuna». B KoHCTaTupyromed YacTH YKaXUTE€ HAa  HUBKYIO
TpeOOBATEILHOCTh PYKOBOJAMUTENEH TOJpa3/IeIeHU K Ka4eCTBY IMOATrOTOBKU
JIOKYMEHTOB W KOHTpOJSI 3a HMX HCIIOJIHEHHWEeM. B pacnopsautenbHOW 4YacTh
oOpaTuTe BHHMaHWE PYKOBOJIUTEJICHM HA TOBBIIMICHUE .TPEOOBATEIHHOCTH K
paboTHMKaM B 4YacTH paboThl C JoKymMeHTamu. Jlalite 3amanue paOOTHHKY,
OTBEUAIOIIEMY 3a JIEJONMPOU3BOJICTBO, pa3paboTaTh METOJAUYECKOE PYKOBOJICTBO
M0 YJAYYIICHUIO 3TOM pabOThl M YCTAaHOBUTHh KOHTPOJIbL 3a COOIIOJICHUEM TP
.00BaHMI MHCTPYKIIHH.

OcranpHble MYyHKTHl B PACHOPSAUTENBHONM YAaCTH W APYrU€ PEKHUU3UTHI
YKQKUTE CAMOCTOSITEJIHHO.

Bapuanr 4

CocTtaBbTe MPOEKT yKa3aHUs 00 OpraHM3allMy JIeKYpCTBA B Ipa3THUYHBIC
nau B PoxpaecTBeHckue mpa3gHukd ¢ 31 gekabps mo 10 sHBaps. B
pacropsiIUTEILHONM YacTH HEOOXOAUMO MPEAJIOKUTh HA4YaJbHUKY OXPaHbI
oredarath BCE CIIY)KEOHBbIC MOMEIICHUS M OOECNEeYUTh OXPaHy; AUPEKTOPY IO
nepcoHany o0ecnedyuTh JACKYpCTBO Ha TenedoHe rinaBHOro odura s
OTIEPaTUBHOIO PEIICHUSI BOMPOCOB; TJIABHOMY OyXTajTepy OIUIATUTh JEKYPCTBO B
nBoitHOM pasMmepe. [IpenctaBute Ha yTBepkaeHwe rpaduk mexypcrBa go 31

neKaops.
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OcranpHble MYHKTHl B PACHOPSIUTEIBHOM 4YacTU W JAPYTHE PEKBU3UTHI

YKQKUTE CAaMOCTOSITEIIHHO.
Bapuanr 5

CocraBbTe TpOEKT MpuKa3za 1o mkojge Ne 65 r. Pa3aHu o mpoBeAeHUU
WHBEHTapU3allui. B pacnopsiuTenbHON 4acTH TEKCTa MPUKa3a YKaXKUTE CPOKU
npoBeaeHus (B nepuoy ¢ 20.01.2009 mo 25.01.2009) uaBeHTapU3allui B IIKOJIE,
COCTaB MHBEHTAPU3ALMOHHOW KOMHUCCHUM, CPOK MPEJCTABICHHS aKTa MO HUTOraM
paboThl KOMUCCUU ¥ OTBETCTBEHHOT'O UCTIOTHUTENS.

OcranpHble MYHKTHI B PACHOPSIUTEILHOM YacTH U JAPYTHE€ PEKBU3UTHI
YKaKUTE CAMOCTOSITENIHHO.

Bapuant 6

CocraBbte mpoekt npukaza nmo OOO «CurHammiact» O MOJANOTOBKA K
€XKEeroJIHoMy ceMuHapy. B pacnopsauTenbHON 4YacTHU TEKCTa MpUKa3a YKaXKUTE,
YTO JUPEKTOp IO MAPKETUHTY JOJKEH [MPEJCTABUTh TE3HUChl JIOKIIAJIOB
CHEIUATUCTOB - MAPKETOJIOTOB 10 3apyO0eKHOMY PBIHKY; CEKPETaph FeHEPATLHOTO
JTUPEKTOpa JOJDKEH TMOJTOTOBUTh IJIaH OPraHU3aIllMOHHBIX MEPONPHUITHI 110
MPOBEACHUIO CEMUHAPA; TJIABHBIN OyXTrajiTep JOJKEH COCTaBUTh CMETY PacXoJI0B
10 OpraHu3anuu paboThl CEKINI U MPOBEACHUIO 3aKITIOYUTEIIBHOTO OaHKEeTA.

OcranbHble MYyHKTHl B PaCIOPSAAUTEILHOW 4YacTU W JPYrue PEKBUZHUTHI
YKaKUTE CAMOCTOSITEIIHHO.

Bpems Ha BbInoJiHeHue: 90 MuH.

IlepeyeHb 00bEKTOB KOHTPOJISI

HaumeHnoBanmne 00beKTOB OcHOBHbBIE IOKA3aTeJH OLIEHKH pe3yJibTaTa
KOHTPOJISI M OLIEHKH
V1. OpopMasTh JOKYMEHTAITUIO B Odopmienne pacopsiAUTENbHBIX |
COOTBETCTBUM C HOPMATUBHOW 0a30H, |CIpaBOYHO-WH(OPMAIIMOHHBIX JOKYMEHTOB, C
B TOM YHCJI€ C UCIOIb30BAHUEM HCIOJIb30BAaHUEM TEKCTOBOT'O PEIakTopa
WH(OPMAITMOHHBIX TEXHOJIOTHIA WORD.
V.4 ucnionp30BaTh -BBIIIOJIHEHUE OTHPAaBKU CO3JAHHBIX paHee
TEJIEKOMMYHHKAIIHOHHBIC TEXHOJIOTHH |TOKYMEHTOB Ha pabodee MECTO INperoaaBaTelis
B DJICKTPOHHOM JIOKYMEHTOOOOPOTE.  |IIOCPEJACTBOM 3JICKTPOHHOH MOYTHI U CUCTEMbI
AIIEKTPOHHOTO IOKYMEHTO000POTA. .

Kpurtepuu oueHku:
- OIICHKAa «OTJIUYHO» BBICTABIIACTCS OOydYalOIIEeMYyCs, €CJIH 3a/IaHue
BBITTOJIHEHO O€3 OIIHOOK,
- OIICHKa «XOPOIIIO0Y» BBICTABISETCS OOYYarOIIEMYCsl, €CJIM B BBIIIOJIHEHHOM
3a/1aHUM He 0oJiee IBYX OIIHOOK,
- OIICHKAa «YIOBJICTBOPUTEILHO» BBICTABISACTCS OOYdYAIOMIEMYCs, €CIH B
BBITIOJITHEHHOM 33JIJaHUU TPH OIINOKH,
- OLIEHKA «HEYJOBJIETBOPUTEIHLHO» BBICTABJISETCS OOyYaroleMmycs, eclid B
BBITIOJTHEHHOM 3a/IaHUU 00Jiee TPEX OLINOOK.
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Ilpakmuueckoe 3anamue No4

Tema: oghopmnenue 00K1AOHBIX 3ANUCOK U 3AA61EHUIL
3amanue:
1.CoctaButh 1 0pOpMHTH 3asiBicHHE B hopmaTe WOrd mo uCXoaHbIM JaHHBIM,
UCIIOJIb3Ysl YTJIOBYIO CXEMY PACIOJIOKEHUS PEKBU3UTOB (PACIOIOKEHUE CTPOKH -
daaropoe).
2.CoctaButh U O0(GOPMHUTH TOKIAJAHYIO 3amucky B popmarte Word mo
UCXOJHBIM JTAHHBIM, HCIIOJb3Ys YIIIOBYIO CXEMY PACIOI0KEHUS PEKBU3UTOB
(pacrionoXeHne CTPOKH - HEHTPOBAHHOE).
3.YKa3aTb pEKBU3UTHI 3a5IBJICHUS.
4.Yka3zaTh pEKBU3UTHI JOKJIAIHOW 3aIUCKH.
5. BbINOMHUTE OTIPaBKyY CO31aHHBIX JJOKYMEHTOB IPENOABATENIO IOCPEACTBOM
AIIEKTPOHHOM TOYTHI.

Hcexoonwie oannvie 01 cocmaenenus 3a:16,1eHUA U 00KIAOHOI 3ANUCKU.

Bapuanrt 1

3aoanue 1 Hanumure 3assienue texHmka Boakosoi B.C. o
MIPEAOCTABIICHUU €1 OuepeHOro oTmycka 3a 20 ------ T.
Henocraromme peKBU3UTHI YKAKUTE CAMOCTOSTEIIBHO.

3aoanue 2 CoctaBbTe JIOKJQJHYH 3alMCKy HadaJbHUKA IIJJAHOBO-
SKOHOMHYECKOTO  OTJCIa PYKOBOJIUTEIIIO MPEANPHUATHS 00 00ECIICUCHUH OTAeIIa
YETBIPbMS KOMIIBIOTCPAMH.

HeI[OCTaIOH_[I/Ie PEKBU3UTHI YKAKUTC CAMOCTOATCIIBHO.

Bapuanr 2

3adanue 1 Harnumure 3asBiaeHrue B MpoGKOM MPEeAnpuATHS C MPOChOOM
BBIJICINTh BaM ITyTEBKY B CaHATOPHM, B CBS3HM C IIEPEHECEHHBIM 3a00JICBaHHEM
OTIOPHO-ABUTATEILHOIO amnmapara.

Henocraromme peKBU3UTHI YKAKUTE CAMOCTOSITEIIHHO.

3aoanue 2 CoctaBbTe JOKJIAJHYIO 3aIllMCKy CeKperaps - pedepeHTa
PYKOBOJMTEIIO MpeanpusaTus 00 yrepe padotaukoM CrenadoBeiM I'. U. mruceMma -
3arpoca, MOCTYIUBIIETO B aJIpec MPEeANPUATHS J1Ba MEcALla Ha3a/l.

Henocraroire pekBU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

Bapuanr 3

3adanue 1 Hanumute 3asBieHue O MpUeMe Bac Ha pabOTy SKOHOMHCTOM Ha
roCyJapCTBEHHOE MPEANPUITHE 110 CBsI3U U nH(popMaTuke "PoccBszpuadopm".
Henocraromire peKBU3UTHI YKAXKUTE CAMOCTOSITENIHHO.

3a0anue 2 CocraBbTe JOKJAJHYH 3allUCKy HaydallbHUKA OTJeia
PYKOBOJIUTENIO TIPEANPUATUS O (DaKTe HEBBIMOTHEHUS PACTIOPSHKEHUS O MOHTAXE
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060py,210BaHI/I$I Ha Y4YaCTKEC 110 IMPHUYNHC ci1aboro KOHTPOJIsI CO CTOPOHBI I'NTABHOT'O
MCXaHHKaA.
HGI[OCTEIIOHII/IC PEKBU3UTHI YKAKUTC CAMOCTOATCIIbHO.

Bapuanr 4

3adanue 1 Hanumurte 3asBiIeHUE C MPOCHOOW OCBOOOJUTH OT JIOJDKHOCTH
CTapIIero MHKEHEPA, B CBS3U C YXOJ0M Ha MEHCHUIO.
Henocratomirie peKBU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

3adanue 2 CocTaBbTe JIOKIAIHYIO 3alMUCKY PYKOBOJWTENIO MPEANPUATHS O
HapyleHuu TpynoBoil aucuuiuinabl O.1. MakapoBbIM, KOTOPBIM OTCYTCTBOBAJ HA
pabouem mecte 00.00.20 ¢ n0 (ykazaTb  BpeMs).  YKaXuTe, UYTO B
YKa3aHHBIN [EPUOJ BPEMEHH IMOCTOPOHHUE JIFOJU ITPOHUKIN B IIPOU3BOJICTBEHHOE
noMeInieHue U 0ECKOHTPOIBLHO MOJI30BAIUCH UMEIOIIUMCST 000PYI0BaHUEM.

Henocraromure pekBU3UTBI YKAXKUTE CAMOCTOSTEIIBHO.

Bapuanr 5

3aoanue 1 Hanumute 3asBieHre B NpoGKOM NIPEANpPUSTUS C MPochOoit
OKa3aTh MaTepUaJIbHYIO TIOMOIIb B CBSA3U C TSKEJIBIM MaTepUATIbHBIM MOJI0KEHUEM
B CEMBE.

Henocraroire peKBU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

3adanue 2 CocTaBbTe IOKJIAOHYIO 3alMCKy 3aMECTUTENs HadaJIbHUKA
KOHTPOJIbHO-PEBU3MOHHOTO OTJENIa PYKOBOAUTENIO OOBEAMHEHUS O Ha3HAUCHUU
JOKyMEeHTalbHOW peBu3nn B MmarazuHe Ne 00. B Tekcre ykaxute, 4yTo HpH
uHBeHTapu3auuu ToBapHbIX (GonaoB marazuHa Ne 00 00.00.20 _ oOunapyxeHna
HEeJI0CTava pa3IMIHBIX TOBAPOB HA cyMMy 25 986 pyOirei.

[Ipennoxxure IUPEKTOPY HA3HAYUTHh JIOKYMEHTAJIbHYK) PEBH3UI0 TOBAPHBIX
onepanui Marazuna Ne 00 ¢ 00.00.20 no 00.00.20
Henocraromye pekBU3UTHI YKaXKUTE CAMOCTOSATEIBHO.

Bapuanr 6

3aoanue 1 Hanumure  3asBneHre O  NOpeAOCTaBICHUM  BaM
aMUHUCTPATUBHOTO OTITYCKA MO CEMEMHBIM 00CTOATEIHCTBAM.
Henocraromirie peKBU3UTHI YKaKUTE CAMOCTOSITEIBHO.

3adanue 2CoctaBbTe NOKJIAIHYIO 3amucKy Oyxranrepa TumormmHout W.I'.
rmaBHoMy Oyxranrepy ¢pupmsl «Pyoun» badbuaey H.II. ot 00.00.20 o
npousBeeHHOM TumommHon WM.II. mpoBepke BBINMOJHEHHS IpHKa3a AUPEKTOpa
dbupmbr Ne98 ot 00.00.20 «O coctosHMM  OyXTraaTepcKOoro ydeTra Ha
CTPOMTENILCTBE 0a3bl OTAbIXa B paiioHe OOckoro mops». B mokiamHoi 3ammcke
JOJDKHO OBITh OTMEYEHO BBIMOJHEHHE BCEX MYHKTOB MpHKa3a, 3a UCKIOUYCHUEM
IIYHKTOB 00 OpraHu3allii pPaBHOMEPHOM €XKEAHEBHOHN claadyu pabOuYnMHU HaApsI0B
oyxranrepy. IIpennoxuTe yCTaHOBUTh CPOK CJayd IIOCIEIHUX HapSIJIOB 3a
MPOIILIBINA MECSI] IEPBOTO YUCIIA CIEAYIONIET0 MecsIia.
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HGI[OCT&IOHII/IG PCKBU3UTLI YKAKUTC CaMOCTOATCIIBHO.

Bpems Ha BbInoJiHeHHe: 90 MuH.

IlepeyeHb 00bEKTOB KOHTPOJIA

HaumeHoBanue OcHOBHBIE IOKA3aTeJaH OIICHKH
00bEeKTOB KOHTPOJISI U pe3yJbTara
V1. OpopmasTe JOKYMEHTALHIO B OdopmieHne pacnopsiAUTEIbHBIX U
COOTBETCTBUU C HOPMAaTUBHOM 0a30H, |CIpaBOYHO-HH(POPMAIIMOHHBIX JOKYMEHTOB, C
B TOM YHCIIE C UCIIOIb30BAHUEM UCTIOJIb30BaHIEM TEKCTOBOTO PEaKTOpa
WH(OPMAITMOHHBIX TEXHOJIOT U WORD.
V.4 ucnons30BaTh -BBINIOJIHEHUE OTHPaBKH CO3JaHHBIX paHee
TEJICKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH [JIOKYMEHTOB Ha pabodee MEeCTO MpenoiaBaTels
B DJIEKTPOHHOM JIOKYMEHTOOOOPOTE.  |ITOCPEJCTBOM DJIEKTPOHHOH MOYTHl W CHUCTEMBI
AJIEKTPOHHOTO JIOKYMEHTO000POTA. .

Kpurepuu ouenku:

- OIIGHKa «OTIWYHO» BBICTABISAETCA OOydYarOIMIeMyCs, €CJIM 3aJaHue
BBIIIOJIHEHO O€3 OIIHOO0K,

- OIIGHKAa «XOPOIIO» BBICTABIISACTCS OOYYarOIIEMYCs, €CJIM B BBIMOJIHECHHOM
3a/1aHUU He 0oJiee IBYX OIIHNOOK,

- OIICHKA «YJOBJICTBOPUTEIHHO» BBICTABIISETCS OOy4YaloImEeMycs, €CIH B
BBITIOJTHCHHOM 33J[aHUH TPH OIIUOKH,

- OIICHKA «HEYJIOBJICTBOPUTEIHLHO» BBICTABIACTCS OOYyYaromeMycs, €ClId B
BBITIOJTHEHHOM 3aJIJaHuU 00Jiee TPEX OMUOOK.

Ilpakmuueckoe 3anamue NeH
Tema: oghopmnenue npomokona

3ananue:

1.CocraButh ¥ OQOPMHUTH MOJHBIA mpoTokon B ¢dopmare Word mo
UCXOIHBIM JTaHHBIM, UCTIONB3YSl TPOAOIBHYIO CXEMY pPacCIOJIOKEHUS
PEKBU3UTOB.

2.Yka3aTh PEKBU3UTHI MPOTOKOA. J[aTh XapaKTEPUCTUKY PEKBUZUTY TEKCT.
3. BbIMOMHUTE  OTIIPaBKY CO3AHHOTO MPOTOKOJIa MIPENOIABATEIIIO
ITOCPENCTBOM JIEKTPOHHOM IOYTHIL.

Hcxoonvie 0annvle 014 cocCmagnenus npomoKona
Bapuanr 1
CoctaBpTe TONHBIA MNPOTOKOJ 3aceaaHus wmectHoro komurera OAO
«IJTanoH», Ha KOTOPOM OOCYKJaJUCh BOIPOCHI O PACHPENCICHUH IyTEBOK B
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NeTckuil canatopuil (noknamauuk - lunosa I1.M.) u o pacnpeneneHun myTeBOK B
JIOM OTJIbIXa JIJI1 COTPY/AHUKOB.

3acenaHue MNOCTAaHOBUIJIO: TMOJATOTOBUTH CIHMCKUA JAETEH, HYXIAIOIIUXCA B
CAHATOPHOM PEKHUME; MPEACTABUTh CIHCKUA COTPYIHUKOB, MOJIABIINX 3asiBIICHHUE
Ha TI0JIy4Y€HUE ITYTEBOK B IOM OT/IbIXA.

Henocraroiiye pekBU3UTH YKAKUTE CAMOCTOSITEIBHO.

Bapuant 2

CocTaBbTe MOJIHBIN TPOTOKOJ COOpaHUsl pAOOTHUKOB KOMMEPYECKOTO OT/eIIa
bupmbl  «Mopenpoaykt», e Bbl paboTaeTe BEAYIIMM CHEUUATUCTOM, C
ITIOBECTKOMW JIHSL:

a) O HAIpPaBJIECHUSX PA3BUTHSI KOMMEPUYECKON NEATENBHOCTH (PUPMBIL;

0) 0 BBEJICHMM HOBBIX PEIVIAMEHTOB MO 3KCIEPTHU3€E KauecTBa TOBapoB. Beero
MPUCYTCTBOBaIMU 12 yenoBexk.

Henocraromuye peKBU3UTHI YKaXKUTE CAMOCTOSATEIBHO.

Bapuant 3

CocTaBbTe MOJIHBIN IPOTOKOJ 3aCEJaHUsI MHBEHTAPU3allMOHHON KOMUCCHH 3aBOJA
ra3oBOM amnmapaTrypbl, Ha KOTOPOM pPacCMaTpUBAJICS BOMNPOC O pe3yJbTarax
WHBEHTapu3auuu no ckinagy Ne2 BCrioMoraTesabHbIX MaTEpUAIIOB.

Ha 3acemanum ObUIO NPUHATO MOCTAHOBJIEHHE OO0 YTBEPHKIECHUU PE3yJIbTaTOB
MHBEHTApU3allUM W OTHECEHMS 3a CYET 3aBEAYIOIIEro CKJIAJOM HEIN0CTayu
BCIIOMOTraTeIbHBIX MAaTEPUANIOB B cyMMe 25 Thicadu pyOsel. Jloknaauuk 3admrtan
CIIMYUTENIbHYI0 BEIOMOCTh MO ckiaxy Ne2 u OOBSCHUTENBHYIO 3alUCKY
3aBEAYIOLIErO CKJIAJIOM.

Henocraromuye peKBU3UTHI YKAXKNATE CAMOCTOSATEIBHO.

Bapuanr 4
CocraBbTe  TOJHBIA  TPOTOKOJ  3acelaHUsl  MECTHOTO  KOMHUTETA,
cocrosiBiierocs 20 anpenst 20 rona, Ha KOTOPOM pPacCMaTPUBAIUCH PE3yJIbTAThI
npoBeneHus cyo06oTHuka. C cOOOIIeHHEM BBICTYNUI TPOodopr, B 0OCYKIECHUU
NPUHSIIN Y9acTHE WICHBI MECTHOTO KOMHTETA.
Henocraromiyie peKBU3UTHI YKOKUTE CAMOCTOSITEIHHO.

Bapuant 5

CocraBbTe HOJIHBIN IPOTOKOJI oOuiero coOpanus pabouunx
IPOU3BOACTBEHHOTO KOOTEpaTHuBa «3aIycK», Ha KOTOPOM 00CYKIaicsi BOIPOC O
CO3/IaHHHU TPOU3BOJICTBA CTPOUTENIBHBIX MATEPUAJIOB JJISi CTPOUTENHCTBA HKHUIIBIX
nomMoB. Ha cobOpanum Obima 3acnmymaHa uHGOpManus TpeacenaTesns o
BO3MOXKHOCTH CO3JaHMS TaKOro IleXa W TMepcrekTuBax ero padotel. [locie
oOCyXKJeHUsT ObUIO MPHUHATO pEIIeHHWe MOpYyYUTh NPEACeNaTeNio MU €ro
3aMECTUTEINI0 110 CTPOMUTEILCTBY B TEUEHHHM O MECSILEB pa3BEPHYTh paboOTy U
BBIJICIUTH JJ1s1 3TUX 1iesiel 20 MIIH. pyOJieid.

Henocraromiye peKBU3UTHI YKaKUTE CAMOCTOSITENBHO.
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Bapuant 6

CocTaBbTe TOJHBIH MPOTOKOJ MPOU3BOJICTBEHHOTO COBEIIAHUS PaOOTHUKOB
IUTAHOBO- IKOHOMHYECKOTO OT/AeNa * 3aBoja MEIWIIMHCKUX TMpenaparoB, Ha
KOTOPOM OBLT PAacCMOTPEH BOMPOC O JOCPOUYHOUM pa3paboTKe TeXImpoMQHUHILUIaHA
Ha 20 roa. Ilocne oOCYXIEHUATIPOU3BOJACTBEHHOE COBEIIAHUE IPUHSIIO
penieHre pa3paboTaTh TEXMPOMQUHIUIAH HA TPU JHS PaHBIIC YCTAHOBICHHOTO
CpoKa.
Henocrarorue peKBU3UTHI YKOKHUTE CAMOCTOSTEILHO.

Bpems Ha BpinmosiHenue: 90 MuH.

Hepequb 00bEKTOB KOHTPOJIA

HaumenoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIU OLIEHKH pe3yJbTaTa
KOHTPOJISI M OLICHKH
V1. OhopMasaTh JOKYMEHTAITUIO B Odopmitenne pactiopsIUTEIbHBIX U
COOTBETCTBUU C HOPMAaTUBHOM 0a30l, |CIpaBOUYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB, C
B TOM YHCJIE C UCIIOJIb30BAaHUEM HCII0JIb30BaHUEM TEKCTOBOI'O PEAaKTOpa
MH(OPMAIIMOHHBIX TEXHOJIOTH WORD.
V.4 ucnonp3oBaTh -BBIIIOJIHEHUE OTIPABKU CO3/IaHHBIX paHee
TEJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTUH [IOKYMEHTOB Ha pabodee MEeCTO MpenoiaBaTels
B DJIEKTPOHHOM JIOKYMEHTOOOOPOTE.  |[IIOCPEACTBOM D3JIEKTPOHHOH MOYTHI U CHUCTEMBI
AIIEKTPOHHOT'O JIOKYMEHTO00OPOTA..

Kpurtepuu oueHku:
- OIIGHKa «OTJWYHO» BBICTABISACTCS OOydYaromemycs, €ciu 3aJaHue
BBITTOJIHEHO O€3 OIHOO0K,
- OIIEHKA «XOPOII0» BBICTABJISACTCS OOYyJarOMIEeMYyCs, €CJIU B BBIITOJTHEHHOM
3aJIaHUM He 0oJiee IBYX OIUOOK,
- OIICHKAa «YIOBJICTBOPUTEIHLHO» BBICTABISACTCS OOydYarOMIEMYCs, €CIU B
BBITTOJTHEHHOM 32/IaHUU TPH OIIHOKH,
- OIICHKA «HEYJOBJICTBOPUTEIIBHO» BBICTABIISACTCS OOyUaroIeMycs, €Cclid B
BBITIOJTHEHHOM 3a/1aHUU 0oJiee TPEX OIIHUOOK.

Ilpakmuueckoe 3anamue Nob
Tema: opopmnenue OP/] punancosozo xapaxmepa

3aganue:

1.CoctraButh u opopmuth akT B ¢opmare WOrd mo HMCXOJHBIM JIaHHBIM,
UCIIONIB3YS YIJIOBYIO CXEMY PAacIlOOKEHUS PEKBU3UTOB (PACTIOI0KEHHE CTPOKH -
dmarosoe).

2. CoctaBuTh 1 0OpMHUTH cripaBky B popmate WOrd mo uCXomHbIM JaHHBIM,
UCIIOJNIB3YS YIVIOBYIO CXEMY PAacIiOjOKEHHUS PEKBU3UTOB (PACTIOI0KEHHE CTPOKH -
LIEHTPOBAHHOE).
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3.YKkazaTh peKBU3UTHI aKTa. [{aTh XapaKTEepUCTUKY PEKBU3UTY TEKCT.

4.YKazaTb peKBU3UTHI CIIPABKH.

5. BbIomHUTE OTOPAaBKY CO3JAHHBIX — JOKYMEHTOB: aKTa W CIIPaBKH
NPETIOIABATEITIO, [IOCPEICTBOM 3JIEKTPOHHOM ITOYTHI.

Hcxoonwvie oannwvie 0151 cocmagieHus akma u CHpaeKu
Bapuanrt 1

3aoanue 1 CoctaBbTe aKT O CHMCAHUM TOBAPHO-MATEPUAILHBIX IIEHHOCTEH. B
KOHCTATHPYIOIICH YacTH YKAXKUTE, YTO WHBEHTApU3alMs TOBAPHO - MaTEPUATBHBIX
HeHHocTel mpoxoauia ¢ 28 aprycra 1o 08 centsiopst 20  roja.

YcraHOBIIEHO, YTO HE TOJUIAIOTCS PEMOHTY M HE MOTYT OBbITh PealM30BaHbI WA
nepe/iaHbl  IPYTMM  OpPraHu3allisiM TIOMMEHOBAHHBIC HIDKE IIEHHOCTH, IOJUICKAIIHe
CTIHMCaHUIO M UCKITIOUCHUIO U3 yUeTa:

Bcero no HacTositieMy akTy MOZJIC)KUT CIMCAHUIO. . TIPEIMETOB Ha OOIIYIO CYMMY....
Henocraromme peKBU3UTHI YKaKUTE CAMOCTOSITENBHO.

3aoanue 2 CocTaBbTe CIIPAaBKy O MOATBEPKIACHUU MeCTa pabOThI U OIJIATHI
tpyaa OpnoBa Urops Hukonaesuua. Pabotaet snextpukom B nexe NeS oOmectsa
C orpaHudeHHON oTBeTCTBeHHOCTBhIO «llmamsa» wm oxmam cocraBmaser 30 000
pyOei.

Henocrarorime peKBU3UTHI YKaKUTE CAMOCTOSITENHHO.

Bapuant 2
3aoanue 1 CoctaBbTe akT I CJIEAYIOUIEH cuTyauu. Jupextopy
npeanpusatas  «OMckmii  OEKOH»  TMOCTYMarOT  KaJIOOBl  MOTpeOuTeseH,
HEJIOBOJIbHBIX KAauyeCTBOM IedeHO4YHoro mnamrterta. [lo mpuka3zy aupexTopa
MIPOBOJIUTCS MPOBEPKA COOJIIOJACHUSI CAHUTAPHBIX HOPM B 1I€X€ MO MU3TOTOBJICHUIO
namTeTa.
Henocraroire peKBU3UTHI YKAXKUTE CAMOCTOSTENIBHO.
3aoanue 2 CocTaBbTe CIpPaBKy O pazMepe 3apaOOTHOW IUIaThl pabOTHHKA
oTzeNia cObITa TOTOBOM MPOJMYKIIMU MPOW3BOJCTBEHHOTO 00beauHeHust «['pant»
JUISl IPEIOCTABIICHUS B IETCKUM Cca]l.
Henocraromiyie pekBU3UTHI YKaKUTE CAMOCTOSATEIBHO.

Bapuant 3

3adanue 1 CocraBbTe akT npuema - nepenaun [I9BM. B koHcTaTupyromiei
yactu ykaxure, yro [IDBM PS/148633 wunB. Ne2l wu3 oTaena pexiambl
nepenaercsa B otaen Nel2. IIDBM npusHana npurogHod I JKCIUTyaTalUH U
MOJIHOCTBHIO YKOMILIEKTOBAaHHOM (Mpolieccop, KIaBUATypa, AMCIUICH, IMPUHTEDP).
I[I9BM mnepenaercst otaeny 12 Ha CpOK BBITIOJTHEHUS PadbOT MO KOHTPAKTy Ne
22/47. OcHOBaHUEM SIBJISIETCS NOKJIAIHAS 3aIlIMCKa HAaYaJIbHUKA OTAEA.

Henocraromuye pekBU3UTHI YKaKUTE CAMOCTOSATEIBHO.
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3adanue 2 CocTtaBbTe CIPAaBKY O CTaKe pabOThI SKOHOMHCTa OOIIECTBa C
OTPaHUYCHHOW OTBETCTBEHHOCTBIO «ATIAHT» I TPEIOCTABICHUS B JIPYroe
MECTO pabOThI MO MIPUYHHE YX0JIa CO CTApOTO.

Henocraromme peKBU3UTHI YKAKUTE CAMOCTOSTEIIBHO.

Bapuanr 4

3aoanue 1 CoctaBbTe akT 00 MHBEHTAPU3AIMHA MATCPUATHHBIX IIEHHOCTEH B
HAyYHO - TEXHUYECKOH J1adopaTopuu HHCTUTYTa. B KOHcTaTtupyomer uactu
YKaXUTE, YTO MHBECHTApHU3AIUS
MaTepHAIbHBIX [IEHHOCTEH nmpoxoauiia B nepuoa ¢ 11 mo 15 Hostops 20 roja.
YcTaHOBIICHO,
YTO HEMPABUIBLHO BEIETCA YYET MATepUalIoB U 00OpPYAOBaHMS, IOCTYIHUBILETO B
1abopaTopHio; 3a MPUOOpPaMH HE 3aKPEIICHbl OTBETCTBEHHBIE JIUIIA.

Henocraromire pekBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3aoanue 2 CocrtaBbre cnpaBky u3 XXOCa Ne 23 MoCKOBCKOro pailoHa T.
Ps3anm o0 coctaBe ceMbU MOJIOAOTO CHEUUATIMCTA JJIsl MPEIOCTABICHUS IO MECTY
paboTHI.

Henocraromye peKBU3UTHI YKAKUTE CAMOCTOSITEIHHO.

Bapuanrt 5

3aoanue 1 CocraBbTe akT 0 TeXHUKE Oe3omacHOCTH B aBTomMoOuisix BA3. B
KOHCTaTupytomiei yactu ykaxure, uto 00.00.20 . Komuccuss  mposepuina,
CeNAT JU Ha 3aBOJIE 3a KayeCTBOM BBIMyCKaeMbIX aBToMoOWieil. B pesynbpraTe
MPOBEPKU OBLIO YCTAHOBJIEHO, YTO MPU CXOJE C KOHBeWepa MapTuu aBTOMOOUIEH
BA3 3a Ne3-12-39 rmaapiM mexanukoMm C.T. IleTtpoBeiM He ObLTa BBHITIOJIHEHA
npoBepka MexaHu3moB. (OcCHOBaHHWEM sIBIWJIaCh kajno0a moTpeOuTens Ha
HecpaboTaBIIMe TOPMO3a.

Henocraroire peKBU3UTHI YKAXKUTE CAMOCTOSITEIIHHO.

3adanue 2 Cocrasbre cupaBky u3 PCCK «PI'PTY» o ToM, uTo cTyaeHTKa
E. A. HoBukoBa y4uTCsi Ha IUIATHOM OTJIEJICHUU «DKOHOMHKA M OyXTajJTepCKuin
y4eT» M HE MOJydaeT CTUICHIUIO NJis MPEJOCTaBJICHUS €€ B OyXTalTepuro Mo
mecTty pabotsl ee Matepu HO. C. HoBukoBoii.

Henocraromiyie pekBU3UTHI YKaKUTE CAMOCTOSATEIBHO.

Bapuanr 6
3adanue 1 CocraBbTe aKkT O BBIBICHUM MPUYUH HEHCIPABHOCTU
XOJIOMJILHBIX YCTAHOBOK B KPEBETOYHOM IleXe. B KOHCTAaTHPYOIICH dYacTh
ykaxkute caeayromee. llociae mpoBeAeHHs TEXHUYECKOTO OCMOTpPa KOMHCCHUS
YCTaHOBHJIA, YTO IMOJIOMKa XOJIOJIMUILHUKOB MPOU30IIIA B pe3yjIbTaTe MOIMa aHus
B arperaThl BOJIbl, KOTOPasi MPOCAYNBAIACH C MIOTOJIKA TOMEIIICHHUS.
Henocraromue peKBU3UTHI YKQKUTE CAMOCTOSATEIBHO.
3aoanue 2 CoctaBbTe cnpaBky o ToM, uto A. I'. CokosioBa sBISIETCS
cryneraTkor |ll kypca ounoit dopmbel oOyueHus otraeneHus «Mudopmaruka u
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BerunciaurenbHad Texaukay PCCK «PIPTVy.
Henocraromue peKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

Bpems Ha BbInosiHeHue: 90 MuH.
IlepeyeHb 00bEKTOB KOHTPOJIA

HaumeHoBaHHE 00HEKTOB OcHoOBHBIE MOKA3aTeIH OIEHKHU pe3yJibTaTa
KOHTPOJISI M OIIEHKH
V1. OpopmasTe JOKYMEHTAIIHIO B OdopmiieHne pacnopsiAUTEIbHBIX U
COOTBETCTBUU C HOPMAaTUBHOM 0a30H, |CIpaBOYHO-HH(POPMAIMOHHBIX JOKYMEHTOB, C
B TOM YHCJIE C HCITOJIb30BAaHHEM MCTIOJIb30BaHIEM TEKCTOBOTO PEIaKTOpa
UH(OPMAIIMOHHBIX TEXHOIOT Ul WORD. BrinonHeHne oTIpaBKy CO3JaHHbBIX

JOKYMEHTOB Ha pabodee MeCTO IPeroiaBaTeis
MOCPEACTBOM BJIEKTPOHHOM MOYTHI

V.4 ucnonn30BaTh -BBITIOJIHEHUE  OTHPAaBKM  CO3JIaHHBIX paHEe
TGHGKOMMYHI/IKaHHOHHHe TCXHOJIOI'MHU ,Z[OKyMeHTOB Ha pa60qee MECTO Hpeno;[aBaTen;I
B 3JICKTPOHHOM JIOKYMEHTOOOOPOTE.  |IOCPEICTBOM DJICKTPOHHON IIOYTHI M CHCTEMBI
AJIEKTPOHHOIO JIOKYyMEHTOOOOPOTA..

Kpurepuu ouenkmu:
- OIICHKAa «OTJIUYHO» BBICTABISICTCS OOydYarOIMIEeMyCs, €CIH 3aJaHue
BBIIIOJIHEHO O€3 OIIHOOK,
- OIIEHKAa «XOPOIII0» BBICTABISICTCS O00YYaIOIIEMyCs, €CJId B BBIIIOJIHCHHOM
3a/IaHUM He 0oJiee IBYX OLIHOOK,
- OIIEHKAa «YIOBJICTBOPUTEIHLHO» BBICTABIACTCS OOydYaOMIEMYCs, €CIU B
BBITIOJTHCHHOM 3aJ[aHWH TPH OIIHOKH,
- OILICHKA «HEYJOBJICTBOPHUTEIHLHO» BBICTABJISETCS OOYyYaroOmEeMycs, eClu B
BBITIOJTHEHHOM 3a/IaHUU 00Jiee TPEX OLIMOOK.

Ilpakmuueckoe 3anamue No7
Tema: opopmiieHHE CIYKeOHBIX THUCEM

3aganmue:

1. CocraButh W odopMuTh ciayxeOHOe mrchMo B ¢opmare Word 1o
UCXOJHBIM JaHHBIM Ha hopMaTe A4 1o npaBuiIaM POCCUICKOTO JEIONPOU3BOICTBA,
UCIIOJIb3YS YIVIOBYIO CXEMY PacIlOJOKEHUS PEKBU3UTOB (PACHOIO0KEHHE CTPOKH -
IIEHTPOBAHHOE).

2. CoctaButh 1 oopMuUTh jAenoBoe nmrchMo B popmate Word mo ucxoHbIM
JAHHBIM IO MEYKYHAPOIHBIM ITPaBUIIAM.

3. VYKa3aTb PpEKBHU3UTHI CIIy)KEOHOTO IHCbMa, BBIMOJHEHHOIO IO TpaBUIIaM

Poccwuiickoro aenomnpon3BoAcTBa.

4. VYka3aTtb pEeKBU3UTHI JIEIOBOTO MUCHbMA, BBIMOIHEHHOIO MO MEXAYHapOIHbIM

MIPaBUJIAM.

5. BBINONMHUTL OTMPaBKY CO3@HHBIX MHCEM  MPENOAABATENIO TOCPEACTBOM

AJIIEKTPOHHOU TIOYTHL..

Hcxoonvie oannwvie 011 cOCmMagieHus CayHceOHvix nucem
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Bapuanr 1

3aganme 1 CocraBbre rapantuiitnoe nucbMo OAO "Kocmoc" OAO "IIporpecc”
00 OKa3aHMM TEXHMYECKONW TOMOIIM B pa3paboTKe dYepTexeit
HacocHoi ctaniu. OAO "Kocmoc" mpocuT mpousBecTd 3Ty padboTy
HEIMOCPEACTBEHHO Ha IUIOMIAKE.

3aganme 2 CocTaBbTe MUCHMO-TIPOCHOY MIPOU3BOACTBEHHO-
KOMMEPUYECKOro mpeanpusatus "Psa3aHbIpPOMKOMOBIT"  CHpUHCKOU
dbupme "Jlelipu TCKC" O MOCTaBKE MOPTHEPHOM TKAHM, TEKCTHJIS JUIS
MOIIKBA MY>KCKOM, ’KEHCKOU U JETCKOU OJICKIbI.

Henocrarorpie peKBU3UTHI YKaKUTE CAMOCTOSITENBHO.

Bapuant 2

3aganme 1 CocraBpTe mucbmMo AO "Kant" BpicTaBOYUHOMY HEHTpY "IKCIO-
busznec" ¢ mpock00i BKIIOUNTH MPEINPUSATHE B YUCIO YYACTHHKOB
BBICTABKM M BBIICIUTH 1 O(QOPMIIEHHS] CTEHAOB € OOpas3lamu
MPOJYKIIMU TUIOIIAb B 45 KB.M.

3apanue 2 CocraBbTe NHChbMO-3aKa3 ¢upMbel "doHorpad" kopeickon ¢upme
"CaMmcyHr" o mpoiake KOMIbIOTEPHON TEXHUKH.

Henocraroliye peKBU3UTHI YKAXKUTE CAMOCTOSITEITHHO.

Bapuant 3

3aganme 1 CocrtaBbTe MNUCHMO-TIPUTIIALIEHNE OPraHU3AIMOHHOTO KOMHUTETa
"OkcnoueHTpa" ¢ OpPEeAIOKEHUEM IOCETUTh MEXKIYHAPOIHYIO
CHEUHAIM3UPOBAHHYIO BBICTAaBKY "OKOHOMHUS MAaTEpUANIbBHBIX U
TOIUIMBHO- JHEPTUTHYECKUX PECYpCOB B  CTPOMUTEILCTBE U
NpoMBbIIIJIEHHOCTH",  BpIcTaBka  MmpoXoAWT B MaBWJIHOHE
BBICTABOYHOI'0 KomIuIekca Ha KpacuHol [Ipecne

3apanme 2 CocraBbTe HHGOPMAIIMOHHOE NMTUCEMO 00benuHenus "Ps3anpaBTonop"
¢bpanmysckoit  upme "HpmeHp" 0 BO3MOXKHOCTA MPOJAKHU
COBPEMEHHBIX T'HJIpaBINYECKuX KpaHoB. LleHa kpana 5500 noiutapos
CIIA.

Henocrarorye peKBU3UTBI YKOKUTE CAMOCTOSITEITBHO.

BapuanT 4

3amanue 1 CocrtaBpTe nucbMoO -m3BewmeHue Pszanckoro 3A0  "Oxocan"
Kemeposckomy 3AO "IlapTHep" o mpuuMHAaxX 3a€p>KKH MOCTaBOK
MAaIIH U 000pyI0BaHHUS.

3amanue 2 CocTtaBbTe THMCHMO aJMHUHUCTpanuu Ps3aHckoil oOnactu B
Acconuanuio SIMOHCKO-POCCUHCKOM TOProBAM € MNPOChOOM 1aTh
10IpOOHBIN CIIMCOK AKCITOPTHOMN TPOTYKIIUH.

Henocraroiime peKBU3HTHI YKOKUTE CAMOCTOSITENBHO.
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Bapuanr 5

3aganme 1 CoctaBbTe MUCHMO-OTBET TUNOrpaguu uzgarenbcrBa "Hayka" TOO
"TpuHuka" O BO3MOKHOCTH BBIIIOJIHUTHh 3aKa3 HA HW3TOTOBJICHUE
OJIaHKOB y4eTa U OTYETHOCTH.

3aganue 2 CocTaBbT€ NHUCHMO-TIPUTIIANICHUE OOBEIUHEHUS "DKCIOIEHTP"
aHrnuickor kommnanuu "JxeiimcoH bproc" ¢ mpemnoxeHuem
NPUHATHh y4yacThe B POCCHMHCKOM BBICTAaBKE HAa MEXIyHAPOIHOMU
oOmreorpacieBoit spmapke B ropoae Mamupe (Typuus), xoropas
oynet mpoxoauts ¢ 00.00.20__ 1o 00.00.20___ .

Henocraromme peKBU3HTBI YKOKUTE CAMOCTOSTENBHO.

Bapuanr 6

3amanuel CocTtaBbTe MUCHMO-OTBET 00benuHeHus "Ps3anbxiiebonpoaykt”" OAO
"CapabanbIkckuii" 0 BbIJIeJIEHHMM aBTOMamMHbI Y®3-469 mox
cnanHoe B 1998-1999 r.r. 3epHo

3apganme 2 CocraBbTe MUCHMO-TIPOchOy ['ocyaapcTBeHHOW TOProBOi KOMITAHUU
"Cubropr" B Oomrapckyio ¢upmy "Mwuase 3" 0 BO3MOKHOCTH
NoCTaBKM B Ps3aHCKyl0 00JacTh KOJOTMYECKH YUCTOTO JIETCKOTO
MUTAHMUS.

Henocraroiyie peKBU3UTHI YKOKUTE CAMOCTOSITEIBHO.

Bpems Ha BbInoJiHeHue: 90 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISI

HaumenoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIU OLIEHKH pe3yJbTaTa
KOHTPOJISAA M OLEHKH
V1. ObopMasaTh JOKYMEHTAITUIO B OdopmiteHne pacopsIUTEIbHBIX U
COOTBETCTBUU C HOPMAaTUBHOM 0a30l, |CIpaBOUYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB, C
B TOM YMCJI€ C HCIIOJIb30BAaHUEM HCII0JIb30BaHUEM TEKCTOBOI'O peaKkTopa
MH(OPMAIIMOHHBIX TEXHOJIOTHM WORD.
V.4 ncnonp3oBaTh -BBIMIOJTHEHUE OTIPaBKU  CO3JIaHHBIX paHee
TEJIEKOMMYHHUKAIlMOHHbBIE TEXHOJIOTUH |JOKYMEHTOB Ha pabodee MECTO IpernoaaBaTess
B AJIEKTPOHHOM JIOKYMEHTOOOOPOTE.  [TIOCPEICTBOM 3JIEKTPOHHOW TOYTHI M CHCTEMBI
AIIEKTPOHHOTO IOKYMEHTO000POTA. .

Kpurepuu oueHkm:
- OIICHKAa «OTJIUYHO» BBICTABIIACTCS OOYydYalOIIEMYCs, €CJIH 3a/JlaHue
BBITTOJIHEHO O€3 OIHOO0K,
- OIIEHKAa «XOPOIII0» BBICTABISACTCS OOYYArOMIEMYCs, €CJIH B BBIITOJHEHHOM
3aJIaHUU He 0oJiee IBYX OIIHUOOK,
- OIICHKAa «YIOBJICTBOPUTEIHHO» BBICTABISACTCS OOYdYAIOMIEMYCs, €CITH B
BBITIOJTHEHHOM 3a/IaHUU TPH OIIHUOKH,
- OIICHKA «HEYJOBJICTBOPUTEIIBHO» BBICTABJISACTCS OOyUaroIeMycs, €clid B
BBITIOJTHEHHOM 3a/IaHUU 00Jiee TPEX OLINOOK.
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Ilpakmuueckoe 3anamue Ne8

Pecucmpayun eéxooaweit, ucxooauieii u 6HympeHHei 00OKymeHmauuu
3ananue:

1. CocraBbTe (opMy IKypHaIa PETUCTPAIMU BXOMISIIUX JOKYMEHTOB,
UCXOJISIINX TOKYMEHTOB M (POPMY JKypHaJIa pErucTpaluu TeaeoHOrpamMm.

2. CocrtaBbTe Ha aucte ¢popmata A5 ¢Gopmy perucTpallioOHHO-KOHTPOIBHON
KAPTOYKU U OOBSICHUTE MPUUYMHY BKIIOUEHHUS Ka)XKJOTO PEKBU3UTA B CO3/IaHHYIO
PErUCTpalluOHHYIO HOpMY.

3. 3apeructpupoBaTh MOATOTOBJICHHBIC B MPEABIIYIINX 3aJlaHUSIX MUChMa B
perucTpanuoHHo (hopme, UCTIONb3YS PErUCTPAIMOHHO-KOHTPOJIbHYIO KapTOUKY.

4. 3aperucTpupoBaTh OTBETHOE MUCHMO Ha JIF0OOE WHUIIMATUBHOE MTUCHMO B
PErUCTPAllMOHHON opMe, UCTIOJIBb3YS PErUCTPALIMOHHO-KOHTPOJIBHYIO KaPTOUKY.

Bpems Ha BbinosiHeHue: 90 MuH.

IlepeyeHb 00BbEKTOB KOHTPOJIS
HanmeHnoBanmne 00beKTOB OcHoBHBbIE MOKA3aTeIH OLEHKHU pe3yJibTaTa
KOHTPOJIsI 1 OLIEHKH
V.3 OcyniecTBisTh XpaHEHUE U MOUCK |Perucrpanus BXOJISAIIEH, UCXOISIIEN u
JIOKYMEHTOB BHYTpPEHHEH TOKyMEHTaIlluu

Kpurepuu ouenku:
- [IpaBunbHO opopmnennsie kaprouku (PKK) onieHnBaroTcst Ha «3a4TeHO».
- Henpasunsno odopmnennsie PKK Hanpasnsiorcs Ha 1opaboTKy.

Ilpakmuueckoe 3anamue N9

Cocmaenenue u opopmnenue HomeHKIamypsvl 0e
3apanus:

1. CocraBbTe 3arojoBKM A€M JJsl CHCTEMaTH3alWU CIEIYIOUIMX AOKYMEHTOB B
JieJ1a: yCTaB OpPraHHu3alyu, MOJIOKEHUS 00 OTAenax, JOJKHOCTHBIE MHCTPYKLUU
COTPYJHHUKOB, IIPHKa3bl O PEMOHTE 3/IaHUs, MPUKaA3bl O IPOBEICHHUH BBICTABOK,
npukassl 00 yOOpke TeppUTOpPUM, NpHKa3bl OO0 VYBEJIMYEHUH Halora Ha
N00aBJIEHHYI0 CTOMMOCTB, MPHUKa3bl O padOTe B Mpa3JHUYHBIE JHH, CIPABKUA O
HNOJATBEPKICHUM MecTa paboThl U cTaxa paboOThl, CIPaBKU O MPOBEAECHUU
PEMOHTHBIX pabOT, AOKJIAJHbBIE 3aMCKU O HApYLICHUSAX TPYAOBOW IUCLUIUIMHBI,
JOKJIaJIHbIE 3alUCKU O XOJie paboT, OOBSCHUTEIbHBIE 3AMUCKH IO Pa3IUYHBIM
BOIIPOCaM, AaKT IIPOBEPKM KaccChl, akT O I[OXape, akT 00 HWHBEHTapHU3alluH,
npoTokosbl  3acemaHuid  CoBeTa  IHUPEKTOPOB,  NPOTOKOJBI  3acelaHus
aTTECTALMOHHOM  KOMHUCCUHM, MHChbMa HWH(OPMAIIMOHHOTO  Xapakrepa [0
pa3IMYHBIM BOIIPOCAM JIEATEIbHOCTH OPTaHU3aLUH.

2. Haiimute ommOku B OQOPMIEHUHM W COCTaBICHUM HOMEHKJIATYphl €7
CTPYKTYPHOI'O MOJPA3ACIICHUS U UCIIPABbTE UX.
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HaumenoBanue opranuzamnuu
Cnyx6a nepconasa

HOMEHKIJIATYPA JIEJI
No
Mocksa
Ha 2015 roxn
05 — Cayx0a nepcoHaJia
Hunpekc 3aroJs10BOK J1eJ1 Cpox Koua-Bo | IIpumevyanus
aena XpaHeHHus u aena
Ne craTtbu mo | (TOMOB,
IlepeyHro 4acTH)
1 2 3 4 5

[[ITaTHple pacniCaHUs U U3MEHEHUS K
HUM

Komuu acIopToB WHOCTPaHHBIX
rpaKJIaH

KypHan ydera WHOCTPAHHBIX TPaXKIaH,
npuObBIIMX B PD o npurnamennro

Kypnan perucrtpanuu HWHOCTPAHHBIX
rpaxaad, npuOeBmmx B PO 1o
MPUTIIAIICHUIO

KypHail perucrpauuy NIpHUKa3oB 110
JUYHOMY COCTaBY

KypHas BblJauMl TPYAOBBIX KHUXKEK U
BKJIAABIIIENH K HUM

CeeneHus 0 BBITIOJTHCHU U
YCTaHOBJICHHBIX KBOT Ha pabouue MecTa
U JBWKCHHS JICHEXKHBIX CPEACTB (IIpHU
HEBBITTOJTHEHUN YCJIOBUN KBOTHPOBAHHS
pabounx MecT)

Howmenknarypa nen Cayx0bl mepcoHaia

JlokymeHTBI  (CTIpaBKHM,  CBEJCHUS,
OTYETHI, TMEPENnucKka) 00 OpraHu3aIuu
nocyra pabOTHUKOB

[Tpuka3sbl 0 mpueme

[Ipuka3el O TepeBOJE HA JIPYryro
pabory

[Tpukassl 00 yBOJIbHEHUHU

[Tprkassl 0 B3bICKAHHSIX

HpI/IKaSBI 0 IPCAOCTABJICHUU OTITYCKOB

[Tpuka3sl 0 KOMAHAMPOBKAX

[IpuKka3sel 0 MOOUIPEHUSIX

[Tpuka3sl 00 U3MEHEHHUH OIIAThI TPyJa

[Mpuka3er 00 W3MEHCHWH aHKETHO-
OnorpaguIeCKux JaHHBIX

ITpukassl 00 aIMUHHUCTPATUBHO—
XO3AMCTBEHHOU AEeATEIbHOCTHU
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Jluynble KapTOUKH PaOOTHUKOB

JInuHble gena

['paduku mpegocTaBiIeHUs OTITYCKOB

ZIOFOBOpH U MNPUIOKCHHUA K HHUM IIO
MCOUIIMHCKOMY CTPaXOBAaHHIO

[TonTBepkeHHsT Ha TpaBO TPYIAOBOM
JeSITeTbHOCTA WHOCTPaHIIaM

JloroBop noapsizia

3asBIeHUs COTPYAHUKOB Ha aBaHC TIOJ
3apIuiaTy

[Ipemioxenusi, 3asBICHUS € KAIOOBI
TrpaKJIaH

JIOKyMEeHTBI 10 3aka3y 00eloB B OQUC
(axTbI cBepkH U 1p.). Konuu

OTueThl O MPENOCTaBICHUU KPEIUTOB
COTPYAHUKAM

Hororop o kpeaute. Konuu

JIOKyMEeHTbl K pacyery 3apIuiaThl.
Komuu

JIOKyMEHTBI 0 CTaXUPOBKE
COTPYAHHMKOB (TPUTIAIICHUS, CYEeTa U

zp.)

[lepenucka 00 opraHuzamuu KypCOB
(VH. 53, KOMOIBIOTEPHBIE)

3. Ompenenute CpoK XpaHeHHS Jaend 1o IlepedHi0 THUMOBBIX YNPaBICHYECKHUX
JIOKYMEHTOB, 00pa3yIONUXCsl B IEATEILHOCTH OpPraHU3allnid, C YKa3aHUEM CPOKOB
xpanenus. 3anonaute rpady «KonudectBo gemn».

Huae 3aro/ioBoK jesa (TomMa, 4acTH) Kou- Cpok pu
KC BO XpaHeHus Me4a
aesa ae aena (Toma, HHUE
(romo | w4acTm) U Ne
B) craTeH mo
nepevyHIo
1 2 3 4 5
01-01 | 3akoHomatenbHbIe aKThl PD, yKa3bl U pacmopsKeHUS
npe3ugeHTa P®, MOCTaHOBIEHUS U PACTOPSIKECHUS
npaBuTenbcTBa PD, oTHOCAIIMECS K AEATEIbHOCTH
opranuzauuu. Konun
01-02 | 3akoHOmaTeIbHBIC U WHBIE HOPMATHBHBIC IPABOBBIC
akTel cyObekta Denepanuu, OPraHOB MECTHOTO
CaMOYTIPaBIICHUS, OTHOCSAIIMECS K JIESATEILHOCTH
opranun3aunu. Konuu
01-03 | Ilporokonsl 0OmMMX coOOpaHMil yupenuTene u
MIPWJIOKEHUS] K HUM
01-04 | ITpuka3sl pyKOBOAMTEIS [0 OCHOBHOMW JCSATEIHPHOCTH
01-05 | IIpuka3sl pyKOBOAUTENS 1O aJIMUHUCTPATUBHO-
XO03SIHCTBEHHBIM BOITPOCaM
01-06 | TIpoekTsl MPUKA30B PYKOBOAUTEIS
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01-07 | YcraB opranu3aiiuy 1 U3MEHEHHUS K HEMY

01-08 | YupeauTenbHBIH TOrOBOP M U3MEHEHHSI K HEMY

01-09 | CBugerenbcTBa OpraHm3anud (0 pETUCTpAIH,
[IOCTAHOBKE Ha HAJIOTOBBIN y4eT)

01-10 | JIoKyMEHTHI O JIMLIEH3UPOBAHHUH NI TEIILHOCTH

01-11 | [Tomoxenus 06 AnmMuaucTpaTuBHOM oTaene. Konuu

01-12 | JJomxHOCTHBIC MHCTPYKIIMU paboTHUKOB. Konuu

01-13 | MaCcTpyKIHSs IO JOKYMEHTAIIHOHHOMY O0ECIICYEHUIO

yIpaBieHUs

01-14 | JoxymeHTHl (ciyxeOHbIE, JOKIAaJHbIE 3aMHCKH) IO
BOIpPOCaM OCHOBHOM JEATENBHOCTH,
MIpeJICTaBIsieMble PYKOBOJICTBY OpraHU3alluu

01-15 | JlokyMeHTbI 0 COBEpLICHCTBOBAaHUU
JOKYMEHTAIIMOHHOTO  OOSCICUCHHUs  YIpPaBICHUS
(TpuKaspl)

01-16 | JoroBopsl ¢ apXHMBHBIMH YUPEKICHUSIMH TIO
BOIPOCaM apXWBHOTO Jiela W JCJONPOU3BOJCTBA.
Komnun

01-17 | Heno ¢ouma (macmopT apxuBa, aKThl MPOBEPKH
HAJIMYUS W COCTOSHHS JIeJI, aKThl BBIJACICHUS
JOKYMEHTOB W Jiel K YHHYTOXCHHIO, aKThl 00
yTpaTax U NOBPEXKJICHUAX JIOKYMEHTOB)

01-18 | Onwmcu e MOCTOSTHHOTO XpaHeHUs (YTBEPKICHHBIE)

01-19 | Onwucu nen BpeMEHHOTr0 XpaHEHHs!

01-20 | HomenkiaTypa Jieq opraHu3aliu

01-21 | XXypnan peructpaidy UCXOASIINUX JOKYMEHTOB

01-22 | XXypHan perucrpaiyivi BXOAAIIUX JTOKYMEHTOB

01-23 | XXypHan perucrpaiyii BHyTPSHHHUX JJOKYMCHTOB

01-24 | [lepenucka ¢ OpraHu3aIUsIMH 110 AAMHUHUCTPATUBHO-
OpraHU3alOHHON JIESITENbHOCTH

01-25 | [Tepenucka c OpraHu3anusIMu o
aJIMUHUCTPATUBHBIM BOMPOCAM

01-26 | Cucku, KHUTH aIpecoB H TenedoHOB

HavanpHuk aIMUHUCTPATUBHOTO OT/IENA N.0. damuusa
00.00.0000 (JInyHas TOATHKCH)

3aB. apXHBOM N.O. ®amunus
00.00.0000 (JIMyHast TOATHUCH )

COI''TACOBAHO: nmpotokon 9K
Or No

4.CocTaBbT€ WTOTOBYIO 3aIlMCh K HOMEHKJAType €N MO YCTaHOBJIEHHOM
(dopMme, Ha OCHOBE JAHHBIX, YKA3aHHBIX B HOMEHKJIaType /el B 3a7aHuu Ne3.

HNTOI'OBAA 3AITUCH O KATETI'OPUAX U KOJIMYECTBE JEJI,
3ABEJIEHHBIX B 2015 T'OJY B
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ITo cpokam xpaHeHus Bcero B ToM uncie

MIEPEXOJISIITUX C ormetkoit DI1TK

TlocTossHHOTO

Bpemennoro (cBsiiie

10 nerT)

Bpemennoro (mo 10
JIET BKIIFOYHUTENIBHO)

HUroro:

HNucnexkTop no Aea0onpon3BOACTBY N.O. ®amunus
00.00.0000 (JInyHas MOATHKCH)

Htorossie cBeIeHNS NTEPENAHBI B APXUB NPEAIPUSITHS

HaumenoBanue 10KHOCTH JIMIIA, N.0. ®amuins
MEPEAABIIETO CBEACHUS (JITMYHAS TIOJIMTHCH)

00.00.0000

Bpems Ha BbinosiHeHue: 90 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISA

HaumeHoBaHue 00HEKTOB OcHoOBHBIE MOKA3aTeH OLEHKH Pe3yJbTaTa
KOHTPOJISI H OLICHKH

¥.3 Ocy1ecTBaAsATh XpaHEHHUE U TIOUCK [-COCTaBIICHUE 3arojIoBKOB bi () TUIS

JOKYMCHTOB CUCTEMAaTHn3alnuu JOKYMCHTOB u
WH(POPMAITMOHHO-CITPABOYHOM  paboThl IO
JOKYMEHTaM;
- OmpejieleHUEe CPOKOB XpaHEHHs JeNl IO
[epeunro THUTIOBBIX YIIPaBIEHUECKUX
JOKYMEHTOB;

Kpurepuu ouenkmu:
- [IpaBusnbHO opopminenHas HomeHknaTypa Jes1 OLEHUBAIOTCS Ha «3a4TEHOY.

HenpaBunsHo odopmienHas HomeHknaTypa e HampabisilOTCS  Ha

T0paboTKY.

Ilpakmuueckoe 3anamue No 10

Iloozomoeka 0en Kk nepeoaue 6 6¢00MCMBEEHHBLIL APXUB

3amaHue:

1.
2.

3aHeCTH Ha JUCT (HOPMY 3aBEPUTEIIBLHOTO JINCTA JIejla U 3aII0JIHUTH €€.
3aHecTu Ha JUCT POPMBI ONHMCEN JeS1 TOCTOSHHOTO U BPEMEHHOT'O (CBBILLIE
10 7neTr) cpokoB XpaHEHUS U 3aNOJHUTh UX, HCHOJIb3ys JaHHbIE
HOMEHKJIATYPBI JI€JI, NMOATOTOBJIEHHOM B MPEABIAYLIEH ITPAKTHYECKON
pabore.

3aHecTu Ha JIUCT (POpMY aKTa O BBIIEICHUH JOKYMEHTOB K YHUUYTOXECHUIO
W 3alOJIHUTh €€, HCIOJb3ysd JAHHbIE  HOMEHKJIATypbl [,

MIOJITOTOBJIEHHOM B MPEAbILAYIICH MpaKTHYeCKon padoTe.
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4.

Ha nucre dopmara A4 odopmuTh 0OO0JIOXKKY JieJa B COOTBETCTBUU C
tpeboBanusamu ['OCT 17914-72, ucnosib3ys JaHHbIE HOMEHKJIATYPHI 1€,
NOJFOTOBJIEHHOM B MpeAbIAYLIEH IPAKTUYECKON padoTe.

Bpems Ha BhinosiHeHue: 90 MuH.

IlepeyeHb 00bEKTOB KOHTPOJISI

HaumeHnoBanmne 00beKTOB OcHOBHbBIE IOKA3aTeJIU OLIEHKH pe3yJibTaTa

KOHTPOJIA H OHCHKH

V.3 Ocy1iecTBIsITS XpaHEHNUE U TIOUCK |-0(hopMITeHHE 3aBEPUTEIBLHOTO JIUCTA JIEIIa;
JIOKYMEHTOB - odopmileHHEe OIUCEH JeJ TOCTOSHHOIO M

BPEMEHHOI'0 CPOKOB XpaHCHUS
-opopmiieHHME aKTa O BBIJICICHUU Jel K
YHHYTOXKCHUIO;

-ohopmiteHHE O0TOKKH JIeTa.

Kpurepuu ouenkmu:
- IlpaBuiibHO O(dOpMIIEHHBIE JTOKYMEHTBI: JIMCT-3aBEPUTENb JeJia, OMUCH el
MOCTOSSHHOTO M BPEMEHHOI'O CPOKOB XPAHEHHUs, aKT O BBIACICHUM [N K
YHUUYTOKEHUIO, 00JI0KKA JIeTIa OTICHUBAIOTCS HA «3aUTEHOY.

- HempaBunbHo odopmileHHAs] TOKYMEHTHI: JIMCT-3aBEPUTEIb JeJia, OMUCH JIeT
MOCTOSSHHOTO M BPEMEHHOTO CpPOKOB XPaHEHUsA, aKT O BBIICICHUU el K
YHUUYTOXKEHUIO, 00JI0XKKa Jeia HAMpPaBISIOTCSA Ha T0paboTKYy.

Ilpaxkmuueckoe 3anamue Nol 1

Opzanu3zayus 31eKmpPOHHO20 OOKYMEHmMoodopoma.
Ilepeoaua unghopmayuu no KomnvlomepHovIM CEMAM.

3amanue:

1.

3aperucTpupoBaTh MOATOTOBICHHBIE B MPEABIAYIINX 33JaHUSIX MUCbMa B
peructpanuoHHo  hopme C TIOMOINBIO CHCTEMBI D3JIEKTPOHHOTO
JOKYMEHTO000pOoTa.

C OMOIIbIO CUCTEMBbI AJIEKTPOHHOTO JOKYMEHTO000pOTa
OPOKOHTPOJNIUPYHTE CPOKM HCIIONHEHHUs] JOKYMEHTOB U IOpYYEHHit
TEKYIIUX JIe] COTPYAHHUKOB.

C NOMOIIBIO CUCTEMBI 3JIEKTPOHHOIO JIOKYMEHTOOOOpPOTa OCYLIECTBUTE
MOUCK JOKYMEHTOB ISl OTIEPATUBHOM pabOTHI C HUMHU.

BbINONMHUTG OTMHPaBKYy CO3JAHHBIX paHee JOKYMEHTOB  IIPENOABATENIO C
HIOMOIIIBIO CUCTEMBI AIEKTPOHHOTO JIOKYMEHTO000pOTA.

Bpems Ha BpInosiHeHHne: 90 MuH.
IlepeyeHb 00bEKTOB KOHTPOJIA

HaumeHnoBanue 00beKTOB OcHOBHBIE MTOKA3aTeJIN OLIEHKH pe3yJjbTartra

KOHTPOJIA U OIICHKH
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V.2 TlpoBoauTh -BBITIOJTHEHUE PETUCTPAIIUH U PACCHUIKH
ABTOMATHU3HPOBaHHYI0 0OpabOTKYy  |[HOKYMEHTOB IO CIIHCKaM B

JOKYMCHTOB ABTOMATHU3UPOBAHHOM PCIKHME,

-opranu3anus 3PpQGeKTHBHOr0 KOHTPOJIS 3a
WCIIOTHEHUEM IOKYMEHTOB B
ABTOMAaTHU3WPOBAHHOM pe)KI/IMe;

-OCYIIECTBIICHHE  TIOMCKAa  JOKYMEHTOB B
ABTOMATH3HPOBAHHOM PEIKUME.

V.4 Vctions30Bath -BBINIOJIHEHUE OTHPaBKH CO3JAaHHBIX paHee

TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH [JIOKYMEHTOB Ha pabodee MEeCTO MpenoiaBaTels

B DJIEKTPOHHOM JIOKYMEHTOO0OpPOTE  |IIOCPEICTBOM CHCTEMBI AIIEKTPOHHOTO
JIOKYMEHTO00O0pOTA..

Kpurtepun onenku:
- [IpaBHJIbHO BBINIOJIHEHHBIE 3a/1aHUSI OLICHUBAIOTCS HA «3aYTEHOM.
- HenpaBuJIbHO BBINIOJIHEHHBIE 3a/1aHUSI HAIIPABIISAIOTCS HA AOPAOOTKY.

KonrpoJbHas padora Nel.

Bapuanm 1
1 . Ilpoodomxcume  npednoocenue: Ilog  ToCymapCTBEHHOM  CHUCTEMOM
JOKYMEHTAIIMOHHOTO 00E€CTICUECHH S YIIPaBICHHUS TIOHUMAETCH. . .

2. Vkacxxcume pexeusumvl npuxasa.

3. Ilpooonsicume npeonosxcenue: MatepuanbHblii 00BEKT ¢ HHPOPMAIUCH,
3aKPEIUICHHOU
CO37IaHHBIM YEJIOBEKOM CIIOCOOOM ISl €€ Mepeaud BO BPEMEHH M TPOCTPAHCTBE
HA3bIBAETCA...

4.13  npeonojceHHbIX — 8APUAHMOB  OMBEMO8  8blOpamMb  NPAGUTLHBILL
COBMECTHBIN  OpPraHU3AIMOHHO-PACTIOPSIUTEIIBHBIN  TOKYMEHT — o(opMiIseTcs:
A) Ha OJ1aHKe OJTHOM U3 OpraHu3aIui

b) Ha coBmecTHOM OJ1aHKE JIBYX OpraHu3alui

B) Ha ynctom nucte 6ymaru dopmara A4

I') Ha OGaHKaXxX BBIMIECTOAIIUX OPTaHU3aIIUM.

S.M3  npeonosiceHHvIX  6APUAHMO8  OMBEmMO8  8blOpamv — NPABULLHBLI.
Busbl Ha pacniopsAUTENbHBIX TOKYMEHTAaX MPOCTABIISIOTCS:

A) Ha TIEpBOM JIUCTE MOUIMHHUKA JJOKYMEHTA Ha HUYKHEM €T0 T0JIe

b) Ha nocnennem nucTe NOJIMHHUKA HUKE PEKBU3UTA «IIOITUCHY

B) Ha nepBoMm J1MCcTE BTOPOro 3K3eMIUIsIpa JOKYMEHTa

I') Ha mocneHeM JAUCTE BTOPOTO SK3EMILIApaA JOKYMEHTA.

6./Ipoooncume npeonosicenue: JIOKyMEHT, COCTABJICHHBIA C IIEIBIO OIMMCAHHIMA
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(aKTOB OCHOBHOM JIESATCIHPHOCTH OPTaHW3allMH WX TOJITBEPKICHUS CBEICHHUI
Oouorpaduueckoro UM ciy>keOHOro XxapakTepa Ha3bIBaeTCs. ..

[. U3 npeonooicennvix 6apuanmos omeemos eblopams npasuibHblii
PexBu3UT ciy>ke0HOro m1uchMa - 3T0:

A) OTIIENBHBIN 3JIEMEHT JOKYMEHTA

b) coBOKyITHOCTH HECKOJIBKUX 3JIEMEHTOB

B) pupmennsbiii 6mank

I') unexc JoKyMeHTa

8. Hatioume owubxu 6 oghopmieHuu npusedeHHo2o Hudice 0okymenma. /[obasbme
HedoCmarowue PeKsU3Umbl, NOKANCUMe, KaK NPAsuIbHO 0N 00INCEeH 0OPMAAMbCS

TOO «BUOKOM» Jupextopy GupMbl « ASKC»
B.M. JlapuonoBy

yi. HoBas, 56, r.HoBocubupck 123456

Ten.78 65 76 CkatepTHbiii mepeyinok, 22, Mocksa
103030.

Hanomunaewm, uro cornmacHo noroBopy Ne  Bama ¢upma gomkna Obuia
3akoHUUTH padoTel mo  k 00.00.00.

IIpensaraeM BaM 3aKOHYUTH IIPELYCMOTPEHHBIE YKa3aHHBIM JIOTOBOPOM
padotel k 00.00.00. B npoTuBHOM citydae Mbl OyJieM BBIHYKJEHBI oAaTh Ha Bac
UCK.

Kympusuos H.H.
67578 09

Bapuanm 2.
1. Ilpooonscums npednodcenue: 1loa caykeOHbIM JOKYMEHTOM IIOHUMAETCS

2. Vkaoicume pexeusumuol cnpasxu.

3. Ilpooonxcums npeonoxcenue: 3anuch WHOOPMAIIMN Ha Pa3IMYHBIX
HOCHTEJISIX TI0 yCTAaHOBJIGHHBIM MTPaBUJIaM HA3bIBACTCS

4. U3 npeonoscenHvix 6apuanmos omeemos 6blopamsv npasuibHbllL:

5. 3aroJjoBOK K TEKCTY JOKYMEHTA MOXHO HE COCTABJISITh:

A) Ha nokymeHTax ¢opmata AS

b) Ha COBMECTHBIX JJOKyMEHTax

B) Ha 1oKyMeHTax, COCTaBJIICHHBIX Ha OJaHKax JOHKHOCTHOTO JIUIIA
[') Ha JOKyMEeHTax, HapaBJIIEMbIX B BEJOMCTBEHHBIE YUPEIKICHUSI.
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5. U3 npeodnosicenHblx 86apuUanmos omeemos 8blopams NPAasUiIbHbIIL.

PexBusut «lloamuck» Ha TOKyMEHTaX, MOIMHUCHIBAEMBIMU JABYMSI JTOJPKHOCTHBIMHU
JTUTIAMHU

OJIHOTO ypOBHS, OpopMIISIETCSI:

A) B /1Ba psiJia Ha OJTHOM YPOBHE

b) oana moanuck oA aApyroit

B) B cTonbux

I') mo oHO#M moaMUCH B TBOMHOM KOJIMYECTBE HK3EMIUISIPOB JOKyMEHTA

6. lIpooonicumes  npeonodxcenue: JIOKyMEHT, aIpecOBAaHHBIA PYKOBOIUTEIIO
JAHHOW WJIM  BBIIICCTOSIICH  OpraHu3alid, CoAepKamMui  00CTOATEILHOE
U3JI0)KEHHE KaKOro-inbo BOMpPOCa C BBIBOJAMHU M MPEIIOKEHUSMUA COCTABUTENS,
HABBIBACTCS - vveeenvveeesaurenaessreeesanssneesannsnesasneeesansnessnes

1. U3 npeonosicenHvlx 86apuanmos omeemos 8blopams NPaguibHbIlL.

8. Ha ocHOBe KOJIIETHAIbHOCTH H3/IAI0TCS:
b) ykazanus

B) mpukasbt

I') pacnopsixenus

J1) mocTaHOBJICHUS

8. Hatioume owubku 6 ogopmieHuu NpuseoeHH020 HUdice OOKYMeHmA.
Jlobasbme

Hedocmarowue pekeuUsUmvl, NOKAXCUMe, KAK NpPABUNbHO OH OO0JHCEH
opopmasimubcs.

®dabpurka CyBeHUPOB
AKT

ImpucMa-rcpcaauun acii

OcnoBanue: npukas gupekropa ¢padpuku ot 00.00.0000 Neb
CocraBiieH KOMUCCHEN B COCTABE:
[Ipencenarens — Imutpues K.C.
Unensl koMuccuu: ObIBIMIA uHCHEKTOp 1o Kaapam — Koctpukwna IL.P., BHOBB
Ha3HAYEeHHBIN MHCTIEKTOP No Kaapam — MBaHos I'.1O.
[IpucyrcrBoBanu: HayaabHUK KaHuensapuu — Opnos JL.T.
Koctpukun II.P. cman, a MBanoB I'.1O. mpuHsii nena mo AOMMKHOCTH
MHCIIEKTOpa 10 KaapaM. [Ipu npueme — cade aenn yCTaHOBIIEHO:
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1. Bce nuuHble nena W KapTOTeKa pabOTHUKOB (paOpuKu HAXOIATCS B
MOPSIIKE.
2. Jlemamo 20 r. BKIIoUnTeIbHO IepeIaHbl B apXUB .. ...
[Ipunoxenue:

1. Cnucok MUYHBIX Jied paboTaromMUX COTPYAHUKOB (pabpuku Ha 2 JI. B 2 IK3.
2. Cmucox nei 3a 20 I. Ha 2. B 2 DK3.

CocrapiieH B 3 3K3eMILIsSIpax:

1-p1if 5K3. — HHCNIEKTOPY MO KajpaMm GhadpuKu;
2-0 9K3. — OTJCITY KaIpOB 00bhEAMHCHIS;
3-uii HK3. - B JIEJO.

Bapuanm 3

1. Ilpooonsicumos npeonooicenue.: 1loag NOKyMEHTAIMOHHBIM OOECIIEUEHUEM
yIpaBJICHUS TOHUMACTCH. ..

2. Vkaorcume pexsuzumul npomoxoJa.

3.1Ipoodonxcumv npeonodicerue: COBOKYITHOCTh B3aUMOYBSI3aHHBIX JIOKYMEHTOB,
MPUMEHSIEMBIX B OIIPEICTICHHOMN cdepe NesaTeTbHOCTH Ha3bIBACTCS
4. U3 npednosiceHHbIX 8apUaAnmos omeemos 8blopams npasuibHblll

[ledatr HA OpPraHU3AIMOHHO-PACTIOPSATUTEIHHBIX JTOKYMEHTAX
IIPOCTABJISACTCS:

A) Ha 1F000M CBOOOJHOM MECTE

b) nomkHa OBITH 3axBadeHa YacTh HAWMEHOBAaHMS JOJDKHOCTHOTO JIWIIA,
ITOAIMCABIIIETO JOKYMEHT

B) nomxna ObITh 3axBaueHa JIMYHAS MMOJIMCHh U YaCTh HAUMEHOBAHUS JOTKHOCTH
JINIIA,

MIO/IIMTACABIIIETO TOKYMEHT

I') HIKEe peKBHU3UTA IIOIHCH

5. U3 npeonosxcennvix  6apuaHmos omeemos  8vlopamv  NPAGUTLHBIIL
OTmeTKy 00 UCTIOJTHUTENE PACIIONararoT:

A) Ha 000pPOTHOM CTOPOHE MEPBOTO JIUCTA IOKYMEHTA

b) Ha nu1eBoil cTOpOHE MEPBOTO JIMCTA JOKYMEHTA Ha HHXKHEM T10J1€

B) Ha neBom noJsie JoKyMeHTa

') Ha numeBoit win 00OPOTHOM CTOPOHE MOCJIEAHETO JINCTA JOKYMEHTA B JIEBOM
HIKHEM YIILY.

6./Ipodonxcume npednodicenue : JJOKyMEHT, COCTaBIEHHBI HECKOIbKUMHU
JUIAMU U TIOJTBEPKIAIOIMINNA YCTAHOBIEHHBIN (DaKT, COOBITHE, EHCTBHE
HABBIBACTCSL +..uvveeeissrreeesnreeessssseeesasnseessassseesassseessnnseeesanneeeesannneesannneeesnns

1.H3 npeonodcennvix 6apuanmos omeemos 8blopams NPAaeUIbHbI

Ccblika Ha TOMEP U 1aTy BXOSIIEro JOKYMEHTA MPOCTaBIISIETCS HA:

A) rapaHTHITHOM MMUCbME
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b) COINPOBOIUTEIILHOM
nuceMe  B)  oTBeTHOM
MTUCHME

I') Ha Bcex BUJax MUCEM.

8.Haitioume owubxu 6 oghopmaenuu npusedenno2o Hudce oxymenma. [Jobasbme
Hedocmalowue  peKkeusumsl,  NOKaxcume, KAk  NpPABUIbHO  OH  OOJIICEH
opopmasimucs.

CTaHKOCTPOUTEIIBHBIN KOJIIEIK
ITPMKA3

3a HapymieHHe y4eOHOW JUCHMIUIMHBI (MPOMYCK 3aHATHH  0e3
YBOKUTENBHBIX MPUYHH) B Aekabpe 20  rona

[TPMKA3BIBAIO:
1 . OOBSBUTH BBITOBOpP HIKECHEAYHOmUM cryaeHTam: rp. H0-210 -
ITerpoBy A. C. (56 wacoB); rp. b-240- NBanogoii E.H. (66 1acos).
2. KnacCHBIM PYKOBOIMTENSM TPYIII JOBECTH HACTOSIIUMN IPHUKA3 J10
CBEJICHUS BCEX
CTYJICHTOB.

Bapuanm 4
1. Ilpooonscums npednosicenue: Tlon 61aHKOM MTOHUMAETCS
2. Vkaorcume pexeusumsi 00OKIAOHOU 3aNUCKU.

3.1Ipooondicums npeonodicerue
[IpuBenenne 4ero-nub0 K eaUHOU cucrteme, Gopme, eAUHOOOpa3UIo
Ha3bIBaeTCA ...

4. U3 npeonodsxceHHbiX 6apuanmos omeemos bloOpams NPasUIbHbLIL
dopmymsip-oOpasery OpraHU3alHOHHO-PACTIOPSIAUTEIHHOTO JTOKYMEHTa
peIcTaBiseT coOoi:

A) maker OnaHKa JOKYMEHTA, MOJTOTOBJIEHHOIO K H3JAaHUIO TUINOTPaPCKUM
CIT0CO00OM,

b) oOpazen O1aHka 10KyMeHTa,

B) cxemy pacnofio)KeHHs PEKBU3UTOB OpPraHU3aIl[MOHHO-PACTIOPSAIUTEIHLHOTO
JIOKYMEHTA,

') o6pazen KOHKPETHOTO BHIa OPTaHU3AITMOHHO-PACTIOPSTUTEIHHOTO TOKYMEHTA.
5.3 npeonodcennvix 6apuanmos Omeemos  8vlOpamb

NPABUNLHBIU.
Ha nokymeHTax paspenraercs mpocTaBiIsITh He Ooee:

A) IByX aipecaros,

b) onnoro anpecara,
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B) tpex aapecatos,

I) YETBIPEX

aJipecaTos.

6.1Ipooonsxcums npednodxcerue

JIokyMeHT, cojaepKalluii 3amuch Xoja OOCYXJEHUS BOMPOCOB M MPUHATHUA
peleHnii Ha cCOOpaHusX, 3acCeIaHUsIX, COBEIIAHUAX Ha3bIBACTCA ....

[. 13 npeonodcennvlx 8apuanmos omeemos 8blopams npasuibHbllL

[Ipuka3, WCHOJHEHHE KOTOpPOro TpeOdyeT (UHAHCOBOTO PEIICHHS BOIMpOCa,
HEOOXOIUMO COTJIacOBAThH

A) c ropucTom,

b) ¢ rmaBHBIM OyxTantepom,
B) ¢ ucnonaurensimuy,

I') ¢ 3am. 1upexTopa.

8.Hatioume owubku 6 oghopmienuu npusedeHHo20 Hudice OOKYMEHMmA.
Jlobasume

Hedocmarowue pekeusumvl, NnoKaxcume, KAaK NPasUIbHO OH OOJIHCEH
opopmasimucs.

AO «KonTyp» [IIxoma Nel123

CIIPABKA

OpnoB Urops HuxomaeBuu pabotaeT nuzaliHepoM otaena pexiambl AO
«Kontyp» ¢ oknagom 5400 (MATh THICSAY YEThIpeCTa) pyOse.

Bapuanm 5.

1. Ilpooonsicums npeodnoxcerue
[Ton yHnunmupoBaHHOM CUCTEMON JOKYMEHTAIMU TOHUMAETCH. ...

2. YKaofcumepekeuS’umw aKkmda.

3. IIpooonocums npednodicerue

COBOK}’HHOCTB PCKBU3UTOB, OIPCACICHHBIM 06p330M PAacCIIOJIOKCHHBIX B
JOKYMCHTC HA3bIBACTCA ...

4. U3 npeonostcenHvIX 6apuanmos omeemos, 8bl0pams npaguiIbHbLL.
['OCT P.6.30 -200 ycTtaHaBIMBaeT COCTaB PEKBU3UTOB JOKYMEHTOB B
konuyecTse: A) 31

b) 25

B) 29

') 30

5. U3 npeonooicenHvlx 8apuUaHmMos 0meemos 8blopamo
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NPAaBUIbHBLL

Pe3omtonus Ha TOKyMeHTaX MPOCTaBIISIETC:

A) B MpaBOM BEpXHEM YIIy HaJl TEKCTOM
JIOKYMEHTA,

b) Ha mosisix JOKyMeHTa,

B) Ha 11000M CBOOOJHOM MECTE TOKYMEHTa, KpOMe
nosiei, [') moJ1 peKBU3UTOM «ITOAMHUCHY.

6. IIpooonscums npednodicerue

[IpaBoBO#1 akT, co3/MaBaeMblii PYKOBOJMTEIIEM OpraHW3alllH, JACUCTBYIOIUM Ha
OCHOBE E€JIMHOJIMYHOTO TPUHSATHA PEHICHUH B IIENIIX Pa3pelieHHs OCHOBHBIX W
OTIepaTUBHBIX 3a/1a4, CTOSIINX TIepe]] OpraHu3aIneid, Ha3bIBaeTCs ...

1. U3 npeonodiceHHbIX 8apuanmos omeemos blopams npasuilbHbll
JlaTtoit mpoToKoIa ABIAECTCA:

A) aTta TIOIITACAHU
MIPOTOKOJIA, b) Jata
3aceaHus,

B) mara coctaBnenus,
') nata peructpaiumu.

8. Ogpopmume omsemnoe nucomo.  Hatioume ouwuobKU 8 oopmnenuu
npueedeHno2o Hudxce Ookymenma. Jlobaseme Hedocmarowue PpPeKEU3UMDbL,
nokaoicume, KaxK NPAasUIbHO OH O0JIHCEH OPOPMAAMBCSL.

OTKpBITOE aKIIMOHEPHOE 001IeCTBO «Paiimoy TexHn4eCcKOMy TUPEKTOPY
000 «@opmynan

V. UentpansHas, a. 14, r. Boponex, 456789

p/c 78900987654321234567 B OaHke
«PoccuiicKui KpeauT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010

[To Bamreit mpochbe HampaBisieM BaM TPANC-ITHCTHI HAa IIEHBI KOMIUICKTOB
TOProBoro oOOPYyJIOBaHMS, a TakKkKe HOBbIE pEKJIaMHbIe TNPOCIEeKTh. [lpu
MOJIOKUTECIIBHOM ~PEIICHUH BOIPOCa O 3aKyNMKe TOProBOTO O0OPYAOBaHHMS
COOTBETCTBYIOIINE JTOKYMEHTHI JOKHBI OBITh HAINpaBiIeHb HAYAIBHHUKY OTIENA
cobiTa Mraartopy B. I1.

Bapuanm 6

1 . IIpooonxxcums npeonosicenue: Ilon anbbomMoM GopM TOKYMEHTOB TOHUMAETCS
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2. Ykaowcume pPeKeuU3umbl CJZnyC€6H020 nucema

3. Ilpooonsicamov npeodnodicenue

[Ipomecc ycCTaHOBIECHHWS ¥ TIPUMEHEHHHM CTAHIAPTOB, II0J KOTOPBIMH
MOHUMAETCsT 00paser], ATajoH, MOJeNb, MPUHUMAEMbIC 3a WCXOIHBIC IS
COITOCTABIICHHUS C HUMH JPYTHX MOJ0OHBIX 00BEKTOB HAa3bIBACTCA ...

4. U3 npednosxcenHvlx 8apuaHmos 0meemos 8blopams npaguibHbll
I'OCT P 6.30 -2003 pacnpocTpaHseTcs Ha,
A) TepBHYHBIC YUYETHBIC TOKYMEHTHI,
b) opranuzarmoHHo- pacopsaAUTeIbHBIC JOKYMEHTHI,
B) cratuctrueckue NOKyMEHTHI,
I') punaHCcOBBIC TOKYMEHTHI.

5. U3 npeonoosxenHvlx 8apuanmosg omeemos BvlOpams
NPABUNLHBIU.

I'pud orpanuveHus: nocrymna K JOKYMEHTY MPOCTABIISECTCS
Ha!

A) JIeBOM 10JI€ IOKYMEHTA,

b) HuxHEM 1oJie JOKYMEHTa,

B) BepxHem noJie TOKyMeHTa, B IPaBOM YTIIy,

I') Ha OJTHOM CTPOKE C 3aroJ0BKOM JIOKYMEHTA.

6. Ilpooonxcums npednoxcenue

[IpaBoBOl akT, ompenensoNIUi CTPYKTYpy, (PYHKIMU W TpaBa MpEaNpUsATHS,
OpraHu3alyvy, YUYpPEKICHUS Ha3bIBACTC ....

7. U3 npednodxcenHvlx 8apuaHmos 0meemos 6biopams NpaeuUilbHbLLL:
[Ieuars cTaBUTCA Ha!
A) rapaHTHITHBIX TUCbMaxX
b) nndopmaimoHHbIx TUCEMax
B) pexiiaMHbIX UCbMax
') conpoBOAUTENBHBIX MHUChMaX

8. Haiioume owubku 6 ogopmienuu npusedenno2o Hudce OOKYMeHmd.
Jlobasvme

Hedocmarwwue peKeU3Umsl, NOKANCUMe, KaK NPABUIbHO OH  Q0JHCEH
0opmasAmMbCAL.

I[TPOTOKOJI

Nel2
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3aCCaaHus KOMHMCCHHU 110 JCJIaM
HCCOBCPIICHHOJICTHHUX

IIpencenarens - Cmupuos C.C.
Cexkperaps - AnToHOBa M.J.
[TpucyrctBoBanu: AaucumoB A.C, bapanos B.I1., ['ankuna A.J[

ITOBECTKA JIHA:
O nopsake mNOAroTOBKHM K KoH(pepenmuu. Jloknan
NBanosa I1.1.

CJIYHIAJIMA:
NBanoga I1.U. - TexcT noknaaa npuiaraercs

BBICTVYIINJIN:
ITerpos H.II. - 1 B cBOEM BBICTYILICHUM. .,

ITOCTAHOBUJIU:
IloaroToBUTH TE3UCHI JOKJIAAA .....

Bpems Ha BbInoJIHeHHE: 45 MUH.

Hepequb 00bEKTOB KOHTPOJIsA

HaumenoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIU OLIEHKH pe3yJbTaTa
KOHTPOJISAA U OLlEHKH
V1. odopmiuate U TpOBepATH|0hOpMIIEHHE PACTIOPSAUTEIBHBIX U CIIPABOYHO-
MPaBUILHOCTD oopmienus | nHGOPMAITMOHHBIX TOKYMEHTOB

JOKYMCHTAllUK B  COOTBCTCTBUU C
YCTAHOBJICHHBIMU Tpe6OBaHI/I$IMI/I, B
TOM YHuCJIC HCIIOJIb3YyA
I/IHq)OpMaI_[I/IOHHLIG TCXHOJIOI'uu,

3.1 ocHOBHBIEC MOHATHUS: LENH, 3a4a4u |V3n0KeHrne  MOHATHS, Lede, 3agad W IPUHIIUIIOB
A [OPUHLUIOBL  JOKYMEHTALIMOHHOIO | IEJIOIPOU3BOICTBA
oOecrieueHus yrpaBiIeHUs;

3.4 TpeOoBaHUs K COCTABIICHUIO U W3noxenune  mpaBui opopMIIeHUSI  IOKYMEHTOB,
0(OpMIICHUIO TOKYMEHTOB pernamentupoBanHbix 'OCTom P6.30-2003

YHuBepcaJbHas MIKAJA OLEHKH 00Pa30BaTEeJbHbIX 10CTH/KECHH .

IIponeHT pe3ynbTaTUBHOCTH KayecTBeHHast OlIeHKa YPOBHS IOJITOTOBKU
(IpaBUIIBHBIX OTBETOB) bann (ormeTka) BepbanpHblii aHanor
95 — 100% 5 OtnuyHo
94 — 75% 4 Xoporuio
74 — 60% 3 Y I0BIETBOPUTEIIHHO
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MeHee 60% \ 2 \ HeynoBneTBOpUTEIBHO

Omnpoc no pasgeny Nel /lokyMeHTHpOBaHUe

Ycrubiii onpoc Nel mo Tteme «llonsiTue 0 JOKyMEHTax U crocodax
JNOKYMEHTHpOBaHuA. Bumel u©  kjaccudukaims
JIOKYMEHTOB)
1.Pacummdpyiite abOpeBuatypy HOY. Kak cootHocsTcs Mexay coOoit
TEPMHUH <«JICTIOTIPOU3BOJICTBO» W TEPMHUH, CKPBIBAIOIIMICI TOoa abOpeBuaTypoit
JHOVY? Iounarue JOY.
2. llenu u 3agaumn JJOY.
3. TexHuueckue JOCTUKEHUS, Ucosib3yembie B JIOY.
3. Omnpenenute TMOHATUSA <«JIOKYMEHT», «OQUIMATBHBIA JOKYMEHTY,
«CIY’)KEOHBIM JTOKYMEHT», «JJIEKTPOHHBIM JOKYMEHT», «Tabenb Gopm
JOKYMEHTOBY, «aJIb0OM (POPM JOKYMEHTOB.
4. Kakve GyHKIIMH MOXET BBITIOIHATD TOKYMEHT?
5. Kakum 3aKOHOM YCTaHABJIMBAETCS MIPABOBOM PEXKUM CO3JaHUS, XPAHEHHUSI
Y UCIIOJIb30BaHUs UHPOPMAIMOHHBIX peCypcoB?
6. [Tousarue I'CIIOY. OcHoBHas 1iens pazpadorku 'CIOY.
7. Yto moHUMaeTcs 1MoJ| MoJU()YHKIIMOHAILHOCTBIO IOKyMeHTa?
8. Ilepeunciure MPU3HAKK MO KOTOPHIM KIACCH(PHUITUPYIOTCS JTOKYMEHTHI,
UCIIOJIb3YEMbIE€ B OpraHU3aIUsX.
9. Kakue pa3HOBUAHOCTH JOKYMEHTOB BbI 3HacTE?

Bpems BbinosiHenus: 20 MuH.

IlepeyeHb 00bEKTOB KOHTPOJIA

HaunmeHnoBanue 00beKTOB OcHOBHbIE MOKA3aTeIH OLIEHKH Pe3yJibTaTa
KOHTPOJISI M OLlEHKH
3.1 OcHOBHBIE NOHATHS: LIENH, 3aAauu |3noxeHue MOHATUA, UeJel, 3agad u
u npuHiune JOY MPUHLMIIOB JIEJIONPOU3BOICTBA
3.3 Knaccuduxanuio 10KyMEeHTOB W3noxxenue knaccuukay 10KyMeHTOB

Kpurepuu oueHkmn:

- OIICHKAa «OTJIMYHO» BBICTABISETCS O0YyYaloleMycsi, €ClIi €ro OTBET BBIMOJIHEH
0e3 omunboK, WK TOMyIIeHa OJIHAa HerpyOas ommoKa.

- OLICHKA «XOpOIII0» BBICTABISETCS 00YYAIOIIEMYCsl, €CJIM JOMYIIEeHbI OIIUOKU, HO
B II€JIOM OTBET MOKa3bIBAET 3HAHNUE MaTepuaa.

- OIICHKA «YJOBJIETBOPUTENIHO» BBICTABIISIETCA 00Yy4arOIIEMYCsl, €CIIU JOMYIEHBI
OIIMOKHU MPU OTBETE.

- OILIGHKA «HEYAOBJICTBOPUTEIHHO» BBICTABISETCS OOyYarolIeMycs, ecCiH
JOMYIIEHBI TPyObIe OMTMOKH TNOO0 HET OTBETA.
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Onpoc Ne2 no teme «Tpebosanusn k 0okymenmam. Cocmae pexkeusumoe
CIIYHCEOHO020 00OKYMEHmM a»

1. KakoBo  conepkaHue  MOHSITUH  «CUCTeMa  JOKYMEHTALUW»,
«yHU(DUIIMPOBAHHAS CHCTEMA IOKYMEHTAITUN ?
2. Kakue ObIBatOT CUCTEMBI TOKYMEHTAIINH ?

3. B uem ocobennocts YC OP? IlpuBeaute npumepsbl YHUPUIIMPOBAHHBIX
CHUCTEM JIOKYMEHTAIUU.

4. B ueM 3akiro4aeTcs CyTh YHU(DUKAIIMU U CTAaHAAPTU3AINHI JTOKYMEHTOB?

5. Uro mnpencraBiasier coOOM cTaHgapT W KakuMe BHJAbI CTAaHIApPTOB
IIPUMEHSIOTCS B HAlIEN cTpaHe?

6. UTo moHMMaeTcs Mo PEeKBU3UTOM JOKYMEHTA?

7. Uto ompexaenser QopMyssp IOKyYMEHTa U 4eM OTIMYaercs (HopMylsip
JOKyMeHTa OT hopmyJisipa — oOpasia?

8.  Pacumdpyiite  abGbpeBuarypy  OPJl, mnpuBeaure  mpuUMEpHI
COOTBETCTBYIOIIUX JOKYMEHTOB.

9. KakoBbl HazHaueHue u oonacts npumenenus: [OCT P6.30-20037?

10. Kakue ¢opmarsl Oymarn HCTHOIB3YIOTCS IS TIOCTPOCHUS (hopmymsipa-
obpasma OPJ1?

11. Kakue pasmepsl noneit OPJ] ycraHoBieHBI (GopMyiasipoM — o0pasiiom
OP/1?

12. Kakoli MaKCHMaJIbHBIM COCTaB PEKBHU3UTOB YCTAHOBJICH (hOPMYIISIPOM-
obpaziom?

13. CkonbKo TMOJNIOKEHUN TalynsaTOpa HUCHOJIb3YyeTCS NpH OPOpPMIECHUU
PEKBU3UTOB?

14. Kakue peKBU3UTBI OTHOCATCS K TOCTOSIHHBIM?

15. Kakue pekBU3UTHI SBISIOTCS 00s13aTeIbHBIMU?

16. CkonbKO CymIecTBYET CIIOCO00B 0(hOpMIICHUS PEKBU3UTOB?

17. Yem npoJoJibHBIN BapUaHT PACIOJIOKEHUS] PEKBU3UTOB 3ar0J0BOYHOMN
yacTH OJaHKa OTJIMYAETCS OT YIJIOBOTO?

18. Kakue MeXKCTpOouHble HWHTEpBAJIbl HCHOJIB3YIOTCS MpPU OPOPMIIEHUU
PEKBU3UTOB?

19. JlaiiTe onpenenenue O1aHKa JOKYMEHTA.

20. Kaxue Buabl OJIaHKOB BBI 3HAeTe?

21. HazoBute cnocoObl pacmoNOXeHUs PEKBU3UTOB Ha Onankax. Kakoii
croco0 sBJsieTCst OoJiee paloOHAIBLHBIM, ToYeMy?

22. B xakoM ciyyae oOpraHu3anys HMeeT TpaBo Hu3/JaBaTh OJaHK
JOJKHOCTHOTO JInna?

23. Kakuie peKBU3UTHI BXOJSAT B 00U OJIaHK?

24. Kakue peKBU3UTHI BXOJAT B OJIaHK JJIs MHCEM?

25. Ha3zoBure pa3mepsl nojei O1anka opraHnu3anun’?

26. Ecnm opranmzammsi uMeeT COKpaIieHHOEC HAMMEHOBAHHE, TO TIAE OHO

paciiojiaracTcsa Ha omanke?
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Bpems Ha BbhinoJiHeHne: 30 MUH.

IlepeyeHb 00bEKTOB KOHTPOJISI

HaumeHnoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIH OLIEHKH pe3yJbTaTa
KOHTPOJISI 1 OLlEHKH

3.1 OcHOBHBIC HOHSATHS : LICIIH, -M3noxxeHne IOHSATHS, ISk, 3a1a9 U

3aaaud v npuHOUns JOY MPUHIMIIOB JIEIIOMTPON3BOICTBA

3.2 CucTteMbl JOKYMEHTAI[MOHHOT'O -N3noxxenne npaBuil 0pOpMIICHUS CHCTEM

oOecrieueHus yIpaBiICHUs, UX JOKYMEHTAIMOHHOT'O 00ECIICYCHUS

aBTOMAaTH3AIIO YIpaBJICHUS

3.4 TpeOoBaHUs K COCTABJICHHUIO U -Nznoxxenne npaBmii oopMiIeHUS

o(opMITEHHIO TOKYMEHTOB JIOKYMEHTOB, perjaMmeHTupoBanHbIx [ OCTom
P6.30-2003

Kpurepuu ouenkmu:

- OIICHKAa «OTJIWYHO» BBICTABISETCS O0YyYaromleMycsi, €ClIi €ro OTBET BBIMOJIHEH
6e3 omuOoK, UK JAOMYIIEeHa OJHa HerpyOast ommoka.

- OLIEHKA «XOpOIL0» BBICTABISAETCS 00Yy4arOIIEMYCsl, €CJIM JONYLIEHbl OIIUOKH, HO
B IIEJIOM OTBET MOKa3bIBAET 3HAHNE MaTepuaa.

- OIICHKA «YJOBJIECTBOPUTEIILHO» BBICTABISIETCS O0YYaIOIIEMYCs, €CJIA JOMYIIEHBI
OIIMOKHU MPU OTBETE.

- OIIEHKa «HEYJOBJIIETBOPUTEIBHO»  BBICTABISIETCS OOydYalolIEeMycCs, €ClH
JOMYIIEHbI FPyOble OIIMOKH JINOO HET OTBETA.

Onpoc Ne3 o teme «OpzanuzayuonHoO-pacnopaAOUmMenbHas 0OKyMeHmayus»

1. KakoBbl 3HaueHNE U (YHKIIUH OPraHU3alOHHO- MPAaBOBBIX JOKYMEHTOB?

2. K kakuM TOKyMeHTaM OTHOCHUTCS JTOJKHOCTHASI HHCTPYKIIUSA?

3. Kem yTBepxkaaroTcsi OpraHM3allMOHHbBIE JOKYMEHTHI?

4. Kem noanuceIBaeTcsl JOHKHOCTHASI HHCTPYKLINS ?

5. Kak odopmisieTcst cornacoBaHue Ha JOKHOCTHON MHCTPYKIUH?

6. I yero Hy»Ha O3HAKOMUTEJIbHAsI OTMETKAa pa0OTHUKA HA JOJKHOCTHOU
VUHCTPYKLHH?

7. Yrto Takoe mratHoe pacniucanue? Ero Ha3HaueHue.

8. KakoBbl OCHOBHbIE (YHKIIMM paACHOPSAUTENbHBIX  JOKYMEHTOB?
[lepeuncnure BUIBI pacOPsSIAUTEIbHBIX JOKYMEHTOB.

9. OnumuTe cTaguy MOArOTOBKU PACIOPATUTENbHBIX JOKYMEHTOB.

10. ITonsiTHE ¥ BUIBI IPHUKA30B.

11. CoctaB peKBU3UTOB MpPHUKaA3a MO OCHOBHOM JEATEIbHOCTH, TPEOOBAHUS K
o(popMIICHUIO.

12. [Maiite KpaTKyl0 XapaKTE€pUCTUKY pacrnopsbkeHuio. CocTaB peKBU3HUTOB,
TpeboBaHuUs K 0POPMIICHHIO.

13. JlaiiTe KpaTKyr0 XapakTEepPUCTHKY ykazaHuio. CocTaB pPEKBU3HUTOB,
TpeboBaHUs K 0(hOpPMIICHHIO.
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14. JlaiiTe KpaTKyl0 XapaKTEpHUCTHKY MOCTaHOBJIEHUIO. COCTaB PEKBU3UTOB,
TpeboBaHus K 0POPMIICHHIO.

15. JlaliTe KpaTKyr XapakTepUCTUKYy pemieHuto. CocTaB pPEKBU3UTOB,
TpeboBaHus K 0(YOPMIICHHIO.

16. Ilepeunciure BuIabl WHOOPMAIMOHHO-CIIPABOYHONW JOKYMEHTAIIMH.
JlaliTe UX KpaTKyr0 XapaKTEpUCTUKY.

17. Tlepeuncnute BuAbl CiaykeOHbIX muceM. ONUIINTE COCTaB PEKBU3UTOB
CITy’K€OHOT0 MUChMA.

18. B ueM 3akii04aroTCsi OCOOEHHOCTH COCTaBJICHUSI U O(DOPMIIEHHS aKTOB U
IIPOTOKOJIOB?

19. KakoBbl o0cobeHHOCTH OQOpPMIICHUS JOKJIATHOW, CIy)KEOHOU U
00BSCHUTETHLHOM 3aMUCOK?

BpemMsi Ha BbINOJIHEHHE: 25 MUH.

IlepeyeHb 00BbEKTOB KOHTPOJIS

HaumeHoBaHue 00HeKTOB OcHoBHBbIE MOKA3aTeIH OLEHKHU pe3yJibTaTa
KOHTPOJISA M OIIEeHKH
3.4 TpeOoBaHUs K COCTABIICHUIO U -Uznoxenue npaBuil oopmieHus
0(hOpMITEHHIO TOKYMEHTOB JIOKYMEHTOB, pernameHTrpoBaHHbIX [ OCTom
P6.30-2003

Kpurepuu ouenku:

- OLIEHKA «OTJINYHO)» BBICTABISETCA OOYYalOIEMYCs, €CJIM €r0 OTBET BBIIIOJIHEH
0e3 omunboK, WK TOMyIIeHa OJIHAa HerpyOas ommoKa.

- OLIEHKA «XOpOILI0» BBICTABISAETCS 00yYaroeMycsi, €CJIM JONYIIEHbI OIINOKHU, HO
B LIEJIOM OTBET MOKAa3bIBa€T 3HAHKME MaTepuaa.

- OIICHKA «YJOBJIETBOPUTEIILHO» BBICTABISIETCA 00y4arOIIEMyCsl, €ClIU JOMYyIEHBI
OLIMOKY MpHU OTBETE.

- OIIEHKa «HEYJOBJIETBOPUTEIBHO» BBICTABISIETCS OOy4YaloIIEeMycCs, €CIH
JOIYyIIEHbI TPyObIe OMIMOKH JINOO HET OTBETA.

Onpoc Ne4 nio teme « /[okymenmupoeanue mpyooevlx npagooOnHOUIEHUIL)

1. Kakue BUIBI JTOKYMEHTOB OTHOCSITCS K JOKYMEHTAIMU [0 JUYHOMY
COCTaBy?

2. Kakue 1oKyMeHTBI IPEeIbSBISIOTCS TP 0hopMIIeHHH Ha paboTy?

3. Kakue tpeOoBaHUS MPEIBSABISAIOTCS K COJAEPXKAHUIO U O(OPMIICHUIO
TPYZIOBOT'O J1I0roBopa?

4. Yem OTIMYAIOTCS MPHUKA3bl IO OCHOBHOW JAEATEIHHOCTH OT MPHUKA30B IO
JUYHOMY COCTaBy?

5. Kakne TOKyMEHTHI JOJKHBI BXOJUTh B COCTaB JIOKYMEHTOB JIMYHOTO Jieia?
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6. KakoBbl 0011ne npaBusia BeACHUS U BbIIaYU TPYIOBBIX KHUKEK?

7. KakoBa mocienoBaTenbHOCTh U COCTaB JIOKYMEHTOB, OQOPMIISIEMBIX TPHU
npreme pabOTHHKA Ha paboTy?

8. KakoBa mnocnenoBatenbHOCTh OGOPMIICHHUS H YCJIOBHS TEpEeBOjA
paboTHMKA HA JIPYTYIO JOJKHOCTh?

9. KakoBa mocienoBaTenbHOCTh U COCTaB JTIOKYMEHTOB, OOPMIISIEMBIX TPHU
YBOJIbHEHUH pabOTHUKA?
Bpems Ha BbINOJIHEHHE: 25 MMH.

Hepeqem, 00bEeKTOB KOHTPOJIsA

HaumenoBanmne 00beKTOB OcHOBHbBIE MTOKA3aTeJIU OLEHKH pe3yJbTaTa
KOHTPOJISI M OLICHKH

3.2 Cucrembl TOKyMEHTAIMOHHOT O -M3noxenne npaBuil 0pOpMIIEHUS CUCTEM

o0ecrieueHus ypaBiIeHHs, UX JOKYMEHTAIIHOHHOT O 00ecTeueHus

ABTOMATHU3ALINIO yTpaBJICHHU

3.4 TpeOoBaHUs K COCTABIICHUIO U -Uznoxenue npaBuii oopmiieHus

0OpMIICHUIO TOKYMEHTOB JIOKYMEHTOB, perjaaMmeHTupoBaHHbx ['OCTom
P6.30-2003

Kpurepuu ouenkmu:
- OIICHKA «OTJIMYHO)» BBICTABISETCA 00YyYarolEeMyCs, €CJId €ro OTBET BBINOJIHEH
0e3 omuoOOoK, WIH JOIYyIIeHa OJHa HerpyOas ommoka.
- OIIEHKA «XOPOIII0» BBICTABISETCS 00YJAIOIIEMYCsI, €CJIH JOMYIICHBI OMUOKHA, HO
B I1€JIOM OTBET MOKa3bIBa€T 3HAHKME MaTepuaa.
- OIIEHKA «YJOBJICTBOPUTEIIHHO» BBICTABISICTCS 00ydYarOMIEMYCs, €CIIA JOMYIICHBI
OIIMOKHU MPHU OTBETE.
- OIICHKAa «HEYJOBJICTBOPUTEIHHO» BBICTABISICTCS OOydYalOIIEMYCs, €CIIH
JOMYIIIECHBI IPyObIe OMMUOKHU JTMOO0 HET OTBETA.

Omnpoc Ne 5 o teme «@unancoso-oyxeanmepckas 0OKymMmeHmMauus»
1. Kto umeer mpaBo ycTaHaBIWBaTh MpaBujia pabOThl C OyXraaTepckoi

JOKyMEHTaIuei?

2. KakoBel ocoGenHoctu  odopmiieHus (GUHAHCOBO  OyXrajaTepCKux
JOKYMEHTOB?

3. Kakue pexkBU3UTHI NPUMEHSIOTCS TPU OQPOPMIICHUU OyXTalTepCKHX
JOKYMEHTOB?

KakoB cocTaB 00s13aTeIbHON OyXTranTepcKoi OTYeTHOCTH?

KTo moanuceIBaeT JOKYMEHTHI TIO OyXTaaTepCKOW OTYETHOCTH ?
Uro Takoe rpaduk OyXraaTepcKoro JOKyMeHToo0opoTa?

Kak ocymiecTBisieTcst peructpaiusi 0yXraarepckux JOKyMEHTOB?

No ok

Bpems Ha BbinosiHenue: 20 MuH.

IlepeyeHb 00bEKTOB KOHTPOJISI
HaumeHnoBanmne 00beKTOB OcHOBHbBIE IOKA3aTeJIH OLEHKH pe3yJbTaTa
KOHTPOJISI M OLICHKH
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3.2 Cucrembl TIOKyMEHTAIIMOHHOT O -M3noxkeHne nmpaBui 0pOpMIICHUS CHCTEM

o0ecrieueHus yrpaBIeHUs, HX JOKYMEHTAIIMOHHOT O 00ecTieueHust

ABTOMATH3AIHIO yIpaBIeHUS

3.4 TpeOoBaHUs K COCTABIICHUIO U -Uznoxenue npaBusi oopmiieHus

o(opMITEeHHIO TOKYMEHTOB JTOKYMEHTOB, periameHTupoBaHHbIX [[OCTom
P6.30-2003

Kpurepuu ouenku:
- OIICHKA «OTJIMYHO)» BBICTABISIETCS 0OYyYalOlEMyCs, €CJId €ro OTBET BBHINOJIHEH
0e3 omuoOOoK, WK JOMYyIeHa OHa HerpyOas ommoka.
- OLIEHKA «XOPOIII0» BBICTABISETCS 00yJaromeMycsl, €CJId JOMYIIEHbI OMTHOKH, HO
B I1€JIOM OTBET MOKAa3bIBa€T 3HAHKME MaTepuaa.
- OLIEHKA «YJOBJIETBOPUTENILHO» BBICTABJISETCS 00y4aronIeMycsi, €CJIM JIOMYIIEHBI
OIIMOKHU MPHU OTBETE.
- OIICHKAa «HEYJOBJICTBOPUTEIHHO» BBICTABISIETCS OOydYalOIMIEMYCs, €CJIH
JOMYIIEeHBI IPyObIe OMMUOKHU TMOO0 HET OTBETA.

YcrHblii opoc Ne 6 1o teme «/Jokymenmayusn no 6HEUWIHEIKOHOMUYUECKOU
oesamenbHoOCmuy
1. Bugel  1OKYMEHTOB,  OTHOCSIIMECS K  BHEIIHEIKOHOMHYECKOU
NEeSATENbHOCTH OpraHru3aluu.
KaxkoB cocTaB pekBU3UTOB JICIIOBOTO MUChMA B aHTJIOS3BIYHBIX CTPAHAX ?
3. Uro BBl 3Haere O TpeOOBaHMUIX K OQPOPMICHUIO PEKBU3UTOB B
AHTJIOS3BIYHBIX CTPaHaX?
4. Yro Takoe mOpeTeH3us (pekiamanusi) M B KAaKUX CIy4yasX OHa
NPEAbIBISACTCS?
Kakum o0pa3zoM pa3pemiatroTcsi pa3Horiacus 1o pexiamarusam?
O01ue pekoMeHIAINH M0 COCTABICHUIO CTPYKTYPHI JOrOBOPA.
7. IlpuHIUIBI pa3MeIIeHHs CTaTEN B TOTOBOPE.

A

oo

Bpems Ha BbInosiHeHue: 20 MuH.

IlepeyeHb 00bEKTOB KOHTPOJIA

HaumenoBanue 00beKTOB OcHoOBHbIE MOKA3aTeIH OLEHKH Pe3yJibTaTa
KOHTPOJISI M OIleHKH

3.2 Cuctembl JOKYMEHTAIIHOHHOTO -M3noxenue mpaBusl 0POPMIICHUS CUCTEM

oOecrieueHus yrpaBiaeHUs, UX JOKYMEHTAIIHOHHOT O 00eCTICUeHUs

aBTOMATH3ALUIO yIpaBiIeHUs

3.4 TpeboBaHUs K COCTABICHUIO U -M3noxxenue mpaBuin oopmieHus

0(hOpMITEHUIO TOKYMEHTOB JOKYMEHTOB, periiaMmeHTrupoBanHbix ['OCTom
P6.30-2003

Kpurepuu ouenkmu:
- OIICHKA «OTJIMYHO)» BBICTABISIETCS 00YyYaroleMycs, €Clid €ro OTBET BBINOJIHEH
0e3 omuoOOoK, WIK JOMYyIIeHa OJHa HerpyOas ommoka.
- OIIEHKA «XOPOIII0» BBICTABISETCS O0YYAIOIMIEMYCsl, €CJIM JOMYIIEHBI OMMMUOKH, HO
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B I[€JIOM OTBET MOKa3bIBaeT 3HAHKHE MaTepuraa.

- OIICHKA «YJOBJIECTBOPUTEIILHO» BBICTABISICTCS OOYyJarOIIEMyCsl, €CIIU JOIMYyIEHBI
OILIMOKHU MPHU OTBETE.

- OIICHKAa «HEYJOBJICTBOPUTEIHHO» BBICTABISIETCS OOydYalOIMEMYCs, €CIIH
JOMYIIIECHBI IPyObIe OMMUOKHU TMOO0 HET OTBETA.

Omnpoc no pazgesy Ne 2 TexHoJiorust padoTbl ¢ JOKYMeHTaMeH
Ha npeAnpusaTHu (B pupme)
Onpoc Ne 7 no teme «Opeanuzayusn padoomul ¢ 00KyMEeHmMamu»

1. Kak Ha3piBaeTcs ciyk0a, OCYIIECTBISIONMAA JIOKYMEHTAI[MOHHOE
oOecrieueHne yrnpaBleHUs, B 3aBUCUMOCTU OT MPUHAAJICKHOCTH K OMpe/IeIeHHON
IPYyIIIE OpraHu3anuin’?

2. Kakue ¢bynkuuu cimyx0b1 JIOY Bbl 3HaeTe?

3. Kakue kareropuu paboTHUKOB paboTaroT B ciayxbax JJOY?

4.Yto takoe 1okymMeHToo00poT? Kakue moToKM JOKYMEHTOB MOXKHO BBIJICIUTh
B JOKYMEHTOO00pOTE OpraHu3aIuu?

5. Uro Takoe oO0beM JoKymMeHTOoOOOpoTa? Kak m /uis 4ero ocymecTBIIseTCs
MOJICYET 00BbEMa JIOKYMEHTOO00pOTa?

6. KakoB mopsiiok mpoX0oXKIeHUST BXOASIINX TOKYMEHTORB?

7. B ueMm 3akiroyaercs TepBOHAuYalbHAs W TpeABapUTENIbHAs 00padoTKa
MOCTYTAOIIEH JOKyMEHTauu?

8. KakoB mopsiI0k OJITOTOBKYU U TTPOXOKACHUS UCXOIANINX TOKYMEHTOB?

9. OnuiuTe MOPSIOK MPOXOKIACHUS BHYTPEHHUX JJOKYMEHTOB?

10. Yro Takoe perucrpanys IOKYMEHTOB, Kakuh€ JOKYMEHTHI TOJIEKAT
peructpaumn?

11. Kakuie cuctemsl perucTpali HaXo ST IPUMEHEHNE Ha TPaKTHKE?

12. JlaiiTe XapaKTepUCTUKY CYIIECTBYIOUIMM (opMaM  perucTpaiuu
JIOKYMEHTOB.

13. Kak oprann3oBaHa Ha MPEANPUATHH CIIPAaBOYHO-WH(POPMALIMOHHAS paboTa?

14. KakoBblI 3a71a4¥ ¥ BUAbl KOHTPOJISI UICIIOJIHEHUS JOKYMEHTORB?

Bpems Ha BbInosiHeHue: 20 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISI

HaumeHnoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIH OLIEHKH pe3yJibTaTa
KOHTPOJISI M OLICHKH
3.5 Opranuzanuto W3noxxenue TexXHOJIOrMU Ipuema, o0paboTKw,
JOKYMEHTO000pOoTa: IPHUEM, perucTpalM  JOKYMEHTOB M  OpPraHU3aluH

00paboTKy, pEerUCTPALIUIO0, KOHTPOJIb, |KOHTPOJS 32 MX UCIOTHEHUEM
XpaHEHHE TOKYMEHTOB,
HOMEHKJIATYpPy el

Kpurepuu ouenku:
- OLICHKA «OTJIMYHO» BBICTABJISCTCS OOYYAIOIIEMYCs, €CJIM €r0 OTBET BBINIOJIHCH
6e3 omuboK, MK AOMYIIeHa OHa HeTpyOas ommoka.

- OOCHKA «XOpPOIIO» BBICTABJIACTCA 06yLIaIOHIeMYC$I, CCJIN OJOITYHICHBI OHII/I6KH, HO
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B I[€JIOM OTBET MOKa3bIBaeT 3HAHKHE MaTepuraa.

- OIICHKA «YJOBJIECTBOPUTEIBHO» BBICTABISIETCS O0YJArOMIEMYCs, €CJIA JOMYIICHBI
OILIMOKHU MPHU OTBETE.

- OIICHKAa «HEYJOBJICTBOPUTEIHHO» BBICTABISIETCS OOydYalOIMEMYCs, €CIIH
JOMYIIIECHBI IPyObIe OMMUOKHU TMOO0 HET OTBETA.

Onpoc Ne 8 no teme «Texyuwiee xpanenue 00Kymenmoe»

1. YTo mporcxoauT ¢ JOKYMEHTaMH [1OCJIE OKOHYAHHS MX UCTIOJIHEHUS?

2. laifTe onpeiesieHUe MOHATUSA «jiesio». Kak nmpoucxoaut ero popmupoBanue?

3.Jlaiite ompeneneHWe, YTO TAaKO€ HOMEHKIATypa e, TOSICHUTE ¢
Ha3HaYCHUE.

4. Kakue BHUIbI HOMEHKJIATYpHl €T BaM H3BECTHHI U KAaKOB MOPSJOK HX
cocTaBieHus U opopmiieHus?

5. Kak ¢opmupyercs HHIEKC Jeiia 10 HOMEHKIIAType Je?

6. Kak nomkeH ObITh C(hOpMYITUPOBAH 3arojioBOK jeia?

7. Ha OCHOBaHMM 4Ye€ro IPOUCXOAUT OINPEIAEICHUE CPOKOB XpaHECHUs
JOKYMEHTOB?

8. Uro BBl 3Haere 0O GOPMUPOBAHUU JENl U TOPSAJKE PACIIOIOKECHHUS
JNOKYMEHTOB BHYTpH Jena?

9. Pacckaxkute 00 onepaTBHOM XpaHEHUH JIEI.

Bpems Ha BbInoJIHeHUe: 15 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISA

HaumenoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIU OLIEHKH pe3yJbTaTa
KOHTPOJISl H OLIEeHKHU
3.5 Opranuzanuro N3noxeHne TEXHONOTUU TIpHUeMa, O00pabOTKH,
JIOKYMEHTO0000pOTa: IIPHUEM, perucTpanMu  JOKyMEHTOB UM  OpraHM3aluu
00paboTKy, perUCTpaLNIO, KOHTPOJIb, |KOHTPOJIS 32 UX UCIOJTHEHHUEM.
XpaHEHUE TOKYMEHTOB, W3noxenue TpeboBaHMil K (OPMHUPOBAHUIO U
HOMEHKJIATypy Jell obopmieHuto gen Ui UX TOATOTOBKH K
XpaHEHUIO

Kpurepuu ouenkmn:

- OIIEHKAa «OTJIMYHO)» BBICTABISETCS OOYYaroIIeMYCsl, €CIM €ro OTBET BBITIOJHEH
6e3 omuOoK, UK JAOMYIIeHa OJHa HerpyOas ommoka.
- OLIEHKA «XOpOIL0» BBICTABISAETCS 00Yy4arOIIEMYCsl, €CJIM JONYLIEHbl OLIMOKH, HO
B II€JIOM OTBET MOKa3bIBAET 3HAHNE MaTepuaa.
- OIICHKA «YJOBJIETBOPUTEIILHO» BBICTABISIETCS O0YYArOMIEMYCs, €CJIH JOIMYIIEHBI
OIIIMOKHU MPU OTBETE.
- OIIEHKa «HEYJOBJIIETBOPUTEIBHO»  BBICTABISIETCS OOydYalolIEeMycCs, €ClH
JOMYLIEHbI IPyOble OIIMOKH JINOO HET OTBETA.

Omnpoc Ne 9 no reme «Oopadomka den 014 NOC1E0YIOULE20 XPAHECHUA
1. Yto Takoe 3KcrepTu3a EHHOCTH IOKYMEHTOB U KTO €€ OCYIIECTBIIACT?
2. YTto BXOUT B COCTaB pabOT 1Mo 0(hOPMIICHHIO JIEN JUTS XPAaHCHUS ?
3. KakoB nopsiiok nepenayuu J1ei B apXuB?
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Bpems Ha BbInosiHeHHe: 15 MuH.
IlepeyeHb 00bEKTOB KOHTPOJISI

HanMeHoBaHne 00bEKTOB OcHoBHBbIE MOKA3aTeIH OLEHKHU Pe3yJbTaTa
KOHTPOJISI M OIIEHKH
3.5 Opranu3zanuro N3noxenune TpeboBaHui K HOPMHPOBAHUIO U
JIOKYMEHT0000pOTa: MPHEM, oopMIIEHHUIO JIe I UX MOJATOTOBKH K
00paboTKy, PETUCTPALIUI0, KOHTPOJIb, |XPAaHEHHIO
XpaHEHHUE JJOKYMECHTOB,

Kpurepuu ouenku:

- OILIGHKAa «OTJIMYHO)» BBICTABISETCS OOYYArOIIEMYCs, €CJIM €ro OTBET BBIIOJIHEH
6e3 omunboK, I TOMyIeHa OJIHa HerpyOas ommoKa.
- OLIEHKA «XOPOIII0Y» BBICTABIISAETCS 00yJarOIIeMycsl, €CJIA JOMYIIEHbI OTHOKH, HO
B II€JIOM OTBET MOKA3bIBAET 3HAHNE MaTepuaa.
- OLICHKA «YIOBJIETBOPUTENIHO» BBICTABIISIETCA OOYy4alOIEMYCsl, €CJIU JOMYILEHBI
olKMOKY TpU OTBETE.
- OLIGHKA «HEYAOBJICTBOPUTEIHHO» BBICTABISETCS OOyYarolIeMycs, eCiH
JOMYIIEHBI TPyOble OUIMOKH TNOO HET OTBETA.

KourpouabHast padora Ne2

Bapuanrl

1. Yrto Ttakoe nmokymeHTooO0poT? Kakme TOTOKM JOKYMEHTOB MOXKHO
BBIICJIUTH B JOKYMEHTOOOOPOTE OpraHu3aluu?

2. IlpaBuina pacroyoxeHus JOKyMEHTOB BHYTPH Jiejia.

3. Uro mpemycMaTpuBaeT MoiHOE OPOpPMIICHHE JieNa MPH TOJArOTOBKE €ro K
nepeaave Ha XpaHeHHE B BEIOMCTBEHHBIN apXUB?

4. Urto mpeacTaBisieT cOO0N PE30TIOIHS 1 T/Ie OHA TIPOCTABIISACTCS?

5. Kakue QpyHKIHUY BBITIOTHSAET MPOTOKOJIbHAS Tpymma?

Bapuanr 2
1. KakoB nops10k NpoX0KJICHHS BXOASIIINX IOKYMEHTOB?
2. JlaiiTe ompeneneHue, YTO TAaKOe€ HOMEHKJIATypa Jell, IOSICHUTE €€
Ha3HAYECHUE.
3. Uro Takoe 3KcrepTr3a LEHHOCTH JJOKYMEHTOB U KTO €€ OCYILECTBIISIET?
4. Kornma JOKYMEHT CUMTAETCsl UCTIOJTHEHHbBIM?
5. Kakue ciayx6b1 IOY AeCTBYIOT B IPAKTUKE YIPABICHHUS ?

Bapuant 3
1. B dem 3akmrouaercss mpeaBapuTeabHas 00pa0OTKa MOCTYyMAroIIeH
JOKYMEHTAIINK ?
2. Kakve Buabl HOMEHKIATYypbl Jed BaM  u3BecTHHI? JlaiitTe wum
XapaKTEPUCTHUKY.

3. U3 kakux snemMeHTOB (HOpMHpYeTCs COCTaB PErHCTPAIMOHHOTO HOMepa
BXOJIAIIUX U UCXOASAIINX JOKYMEHTOB?
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4.
5.

Kakue dhyHKIMM BBITIONTHSIET CITy:K0a dKCTIe TUITHS?
Uro npeacrasisieT co0oi pekBU3UT «OTMETKA O MOCTYIUIEHUH JIOKYMEHTa B
OpPTaHMU3ALHIO» U € OH IPOCTABISETCA?

Bapuanr 4

ARE R A

KakoB nopsgok mpoxoxaeHust UCXOIAIINUX JOKYMEHTOB?
Kakue pekBU3UTHI BEIHOCATCS HA O0JIOKKY Jena?

Kak ucuucisgercs cpok XpaHeHHsI TOKyMeHTa?

C KakoM LIEJIbI0 PETUCTPUPYIOTCS JOKYMEHTHI?
OcHOBHBIE 337]a4M SKCIIEPTHON KOMHUCCHU.

Bapuanrt 5

1.

2.

o

Uro Takoe perucTpanus JOKYMEHTOB U KaKW€ PErucTpanuoHHbIe (HOPMbI
HAXOoJAT NPUMEHEHHUE Ha MPAKTHKE?

Pacckaxute 00 onepaTuBHOM XpaHEHUU JOKYMEHTOB?

[lepeuncaure OCHOBHBIE JTamnbl NPOBEINEHUS DKCIEPTU3bl LEHHOCTH
JOKYMEHTOB.

Uro u3 ceOs mpeICcTaBIsIeT pyyHasi CpOKOBasi KapToreka?

YTO NPOUCXOIUT C TOKYMEHTAMU TOCJIE OKOHYAHUS UX UCTIOJIHEHUS ?

Bapuanr 6

1.
2.
3.
4

5.

KaxoBsl 3a1auu 1 BUJIbI KOHTPOJISI HCIIOTHEHUSI TIOKYMEHTOB?

B uem 3akitouaetcst paboTa o GopMHUpOBaHUIO 1€ ?

Ha kakue xareropuu moaenuian paboTHUKOB Ciryx0b1 IOV ?

KTto BXOmUT B cocTaB 3KCHEPTHON KOMUCCHUM OpPraHU3alUUd U KEM WIH YeM
OHa Ha3HA4aeTcA?

UeM BeIOMCTBEHHBIN MEPEYCHBb OTIUIACTCS OT TUTIOBOTO TIEPEUHS ?

Bpems Ha BbInOJIHeHHE: 45 MUH.
IlepeyeHb 00bEKTOB KOHTPOJIS

HaumenoBanmne 00beKTOB OcHOBHbBIE TOKA3aTeJIU OLIEHKH pe3yJbTaTa

KOHTPOJIA U OIICHKH

XpaHEHUe T0KyMEHTOB,
HOMCHKJIATYPY JeJ W3noxxenue  tpeboBaHMii K (HOPMUPOBAHHIO U

3.5 Opranuzanuto W3noxenue TEXHOJIOT I npuema, 00paboTKH,
JOKyMEHTOO00pOTA: TIPHEM,
00paboTKy, pEeTUCTPALINIO, KOHTPOJIb, |MX UCTIOTHEHHEM

peructpaiyu AOKYMCHTOB M OpraHHM3allMM KOHTPOJIA 3a

O(bOpMHeHHIO ACI IJId UX MMOATOTOBKH K XpPaHCHHUIO

YHHBepcaHbHaﬂ HIKaJa O€HKHU 06p33OBaTeJILHLIX JOCTHKEHHU .

[IporneHT pe3ynbTaTHBHOCTH KauecTBeHHas OIIEHKa YPOBHS MOJITOTOBKU
(IpaBUIBHBIX OTBETOB) bann (otmeTka) BepOanbHblii aHanor
95 — 100% 5 OTnnuHO
94— 75% 4 Xoporio
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74 — 60% 3 Y 10BJIETBOPUTENHHO

Menee 60% 2 HeynoBneTrBoputenbHO

4 MATEPHUAJIBI VIS IPOMEXYTOYHOM ATTECTAIIUM 11O

YUYEBHOM JJMCHIUTIJIMHE
Bonpocs! u 3aganus 1 U PepeHIIUPOBAHHOIO 3a4éTa
Bapuanm 1.
1. TloHsiTHE TOKYMEHT.
2. JlaiiTe kiaccuduKaIyo J0KyMEHTOB.
3. Urto Takoe mokymeHTooO0poT? Kakue mMOTOKH JOKYMEHTOB MOKHO

BBIICIIUTH B JOKYMEHTOO0OPOTE OpraHu3alun?

CocTaBbTe MPOEKT yKazaHus 00 OpraHM3aluu JIeKYpCTBa B Npa3THUYHBIC
nau B PoxnectBeHckue mnpasgHuku ¢ 31 gexabps mo 10 sHBaps.
[Ipenmoxkutrs 3am. jupekropa 1o AXY opraHu3zoBaTh JEXKYPCTBO
COTpPYIHUKOB Ha Bpems npaszgHukoB 31.12.2003 ngo 17.00 mposeputb u
oreyarath Bce CiIyXeOHble TnomelieHus. [IpenctaBuTh Ha YTBEpXKIACHHE
rpadguk nexypcta 1o 31 nexabps. Hepocraromue peKBU3HTHI YKaXUTE
CaMOCTOSITEIIBHO.

Bapuanm 2.

1

2.
3.
4.

[TonsiTne monudyHKIIMOHATIEHOCT JJOKYMEHTA.

HazoBute ocHOBHBIE PYHKIIUU JOKYMEHTA.

KakoB nopsiiok mpoxoxaeHust BXOAAIIHUX JOKYMEHTOB?

CocrtaBbTe CHpaBKy ISl MPEJICTABICHHS B OTIENT COLMAIBHOW 3alllUThI
HacelleHns: MOCKOBCKOTO paiioHa Ps3aHckoi 00JIacTH O TOATBEPKIACHUU
TpyaoBoro craxa MBanoa Hukomass BacunbeBuua B nepuoa ¢ 10.01.70r.
1o 20.10.80r. Ha npeanpusaruu «I'modyc» r.Pa3anu.

Henocraromirie peKBU3UTHI YKaKUTE CAMOCTOSITENBHO.

Bapuanm 3.

1.
2.
3.

[TonsiTHE cucTEMa TOKYMEHTAIIUH.
HazoBute BUbI CUCTEM JOKYMEHTAIIMH U TAWTE UM XapaKTEPUCTHUKY.
B dem 3akmrouaercs mnpeaBapuTeabHas 00pa0OTKa MOCTyMAOIIeH

JOKYMEHTALNu ?

4.

CocTaBbTE aKT O CIHUCAHUU TOBApPOMATCPUAIIbHBIX HGHHOCTeﬁ Ha OCHOBC

npukaza HavanbHuka nenapramenta ot 00.00.0000 Ne  «O mnpoBeaeHuu
WHBEHTapHU3allMi TOBApHO-MaTepHUAIbHBIX IIEHHOCTEW». B akTe ycTaHOBIIEHO,
YTO HE MOJJAIOTCS PEMOHTY U HE MOTYT OBITh peaTn30BaHbl TOMMEHOBAHHBIC
HUKE [IEHHOCTH, MOJIekKAIINe CITUCAHUIO U UCKITIOUEHUIO U3 yUeTa.
Henocraromire peKBU3UTHI YKAKUTE CAMOCTOSITEIHHO.

Bapuanm 4.

1.

Uro npencraisieT coOoi OaHk TOKyMeHTa?

49




2.

3.
4.

Bunapl 6mankoB. Kakue mocTossHHbIC PEKBHU3UTHI MOT'YT OBITh HaHECCHBI Ha
KaXKIbIM BUI OtaHka?

KakoB nopsiiok npoxoxaeHust UICXOAIIUX JOKYMEHTOB?

CocraBbTe TIPOTOKOJI 3aceqanus npodcoro3noro komurera AO «ToBapuim»y
10 BOIPOCY BBIJICJICHUS MaTepUAJbHOW TIOMOIIM TMPEToaBaTeIo
Buktopory H.K. B CBSI3U ¢ TSDKENBIM MaTepHAIbHBIM TOJIOKEHHUEM.
BrictymaBmmii uieH mpodkoma COOOIIMI, YTO COTJIACHO aKTy MPOBEPKHU
MaTepHaJbHOTO0 MOoJIokKeHUs ipenoaaBatess Bukroposa H.K. o Hyknaetcs
B MaTepUaJIbHOM MOMOIIU B pa3Mepe. ...pyosei.

Henocraromirie peKBU3UTHI YKAXKUTE CAMOCTOSITENIHHO.

Bapuanm 3.

1.
2.
3.

YUto noHMMaeTcsa noJ1 JOKyMEHTUPOBAHUEM ?

OcHOBHBIE CTIOCOOBI JOKYMEHTHUPOBAHUS.

Uro Takoe perucTpanus JIOKYMEHTOB M KaKH€ PErucTpaliMOHHbIE (OPMBbI
HaxOJIST MPUMEHEHNE HA MPAKTUKE?

CocraBbTe aKkT O MPOBEPKE COXPAHHOCTU JOKYMEHTOB Ha OCHOBE IpPHUKa3a
mupekropa AO «Mepkypuit» ot 00.00.0000 Ne . B akre ykaxure,
YTO TPOBEPKA COXPAHHOCTU YIPABICHUECKUX JIOKYMEHTOB IPOXOJuja B
nepuoa ¢ ....1n0....00.00.0000. mOKyMEHTBI XpaHATCS B CTPYKTYPHBIX
nojpasfieieHusix u oomem otaene. PaktoB rudenu. Yrparel. [lopuu wmm
HE3aKOHHOI'O  YHUYTOKEHMS  JIOKYMEHTOB  HE  YCTaHOBJIEHO. B
3aKJTIOYMTENIbHOW YacTU PEKOMEHAYWTE BBIACIUTH HW  000pYyI0BaTh
CIIeIMAIbHOE TIOMENICHUE ISl apXHUBa KOMUTETA.

Henocraromuye peKBU3UTHI YKaKUTE CAMOCTOSTENBHO.

Bapuanm 6.

1.
2.

w

Uro npencraisieT coboi ctanaapt?

Uro ompegenser Gopmyisp AOKYMEHTa W 4YeM OTJIWYaeTcss (GopMyIsip
JOKyMEHTa OT ¢hopmyJsipa — oopasima?

KakoBsI 3a1aun ¥ BUIbI KOHTPOJISI UCTIOJHEHUS IOKYMEHTOB?

CocTaBbTe MUCHMO-TIPUTJIAIIICHUE BHICTABOYHOI'O LIEHTPa «JKCno-busnec» B
AO «KBaHT» ¢ IpeNJIOKEHUEM MPEACTABUTH CBOIO MPOAYKIMIO HA BBICTABKE

¢ 00.00.0000 o 00.00.0000.
Hepnocratomiyie peKBU3UTHI YKa)KUTE CAMOCTOSITENIBHO.

Bpemst Ha BbInmoJIHeHHe: 45 MUH.
IlepeyeHb 00bEKTOB KOHTPOJISI

HaumenoBanmne 00beKTOB OcHoBHbBIE TOKA3aTeJIH OLEHKH pe3yJibTaTta
KOHTPOJISAA M OLEHKH
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V1. ohopmisTe U TPOBEPITH MPABUIBHOCTD
oopmnenus JIOKYMEHTAIuU B
COOTBETCTBUU c YCTaHOBJIEHHBIMU
TpeOOBaHUSIMH, B TOM YHCIIE HCIIONb3YS
nH(OpMaIMOHHBIE TEXHOIOTUH;

oopmiieHre pacropsIUTENIbHBIX U CIIPAaBOYHO-
MH(POPMALMOHHBIX TOKYMEHTOB

3.1 OCHOBHBIE TTOHATHS: IICJIH, 3a0a4H 1
npuHuunsl JJOY

Uznoxenue IIOHATHA, ueneﬁ, 3ala4d W IMPHUHOUIIOB
JACJIOIIPOU3BOACTBA

3.2 CucTeMbl JOKYMEHTAI[1OHHOT O
oOecrieueHus yIpaBiaeHUs, UX
aBTOMAaTHU3aLIHUIO

-Uznoxxenue npaBust opopMIIeHUS CUCTEM
JOKYMEHTAIIMOHHOT O 00ECTIeYeHUs YIPaBICHUS

3.4 TpeGoBaHMs K COCTABICHUIO U
oopMIIEHHIO TOKYMEHTOB

-U3noxenne mpaBuin  ohoOpMIIEHUS JOKYMEHTOB,
periamentupoBanHbix ['OCTom P6.30-2003

3.5 Opraau3zanuio J0KyMEHTO000pOoTa:
npueM, 00paboTKy, peruCTpaInIo,
KOHTPOJIb, XpaHEHUE JIOKYMCHTOB,
HOMEHKJIATypy Jie

W3noxxeHne  TEXHOJIOTMU  IMpUeMa,  00paboOTKH,
perucTpaluu JOKYMEHTOB M OpPTraHM3alldd KOHTPOJIS
3a UX UCIIOJIHCHUEM

W3noxenne TpeboBaHuid K  (OPMHPOBAHUIO W
oopmITeHH O JIeNT JUTS MX TOJTOTOBKH K XPaHEHHUIO H
BUJIOB HOMCHKJIATYPBI JeJ

IlIkajia oueHkn 00pa3oBaTeIbHbIX T0CTHKEHU I

[IporieHT pe3ysIbTaTUBHOCTH (TIPaBHIIBHBIX O1ieHKa YPOBHSI MTOJITOTOBKH
OTBCTOB) Oas1 (0OTMETKA) BepOaIbHBII aHAJIOT
95 — 100% 5 OTimyHO
94 — 75% 4 XopoIio
74 — 60% 3 Y 10BIIETBOPHUTEIHHO
Menee 60% 2 HeynoBaeTBOpUTEILHO
5 CIIMCOK UCITOJB3YEMbIX UCTOYHUKOB
OcHOBHBIE HCTOYHHUKH:
1. bacakoB, M.U. [enompousBoactBo [[lokymeHTanMOHHOE OOecTeUeHHE

ynpasienus] [Tekcr] :yueonux/ M.U. bacakos, O.W. 3ambinikoBa. — PocToB
H/[] : ®enukc, 2017. — 375 ¢. — (Cpennee npodeccruoHaibHOE 00pa30BaHUE).

. Ky3nenoBa, @ W.B.  JlokymeHTanmoHHOe  OO€cTeYeHHE  YyNpaBICHUS
[DnexTpoHHBIN pecypc]: yueoHoe mocobue st CCY3or / M.B. KysHerona,
[''A. XauvatpsiH. — ONeKTpoH. TeKCTOBble AaHHble. — Caparos: Ai [Iu Op
Menua, 2016. 109 c. 2227-8397. Pexum pocryma:
http://www.iprbookshop.ru/44181.html

. JlokymMeHTallMOHHOe o00OecrnedyeHne yrpaBieHUs

[DnexkTpoHHBIN pecypc]:

ydaeOHOe mocobne / — DJIEKTPOH. TEKCTOBBIE NaHHbIE. — HoBOCHOUpCK:
HoBocubupckuii rocy1apCTBEHHBIN arpapHblil YHUBEPCUTET, 30JI0TOM KOJIOC,
2014. — 106 C. — 2227-8397. — Pexum JOCTyTa:

http://www.iprbookshop.ru/64716.html

I[OHOJIHI/ITCJIBHBIG HCTOYHHUKH:
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http://www.iprbookshop.ru/44181.html

1. O6 undopmaruu, THGOPMAIIMOHHBIX TEXHOJOTHUSIX U O 3amuTe WHGOPMAINH

[anexkTpoHHBIN pecypc]: denep. 3akoH

23.04.2018 Ne102-h3
http://www.consultant.ru/document/cons doc law 61798

- pEXKUM

ot 27.07.2006 Ne 149-¢3, pen. ot

J0CTyma:

2. 06 apxuBHOM Jene B Poccuiickonn Penepanyu [371eKTPOHHBIA pecypc]:
denep. 3akon ot 22.10.2004 Ne 125-¢3, pen. Ot 28.12.2017 n_435-¢3-

peXUM JlocTyna:
http://www.consultant.ru/document/cons doc law 1406
3. TOCT P 630 — 2003 VYuudunupoBaHHas CHCTEMa OPTaHHU3AIMOHHO-

pacnopsiuTeabHON JoKyMeHTauuu. TpeboBaHus K 0OPMIIEHUIO JOKYMEHTOB

[Tekct]. —

Been. 2003-07-01. —

M.: Toccranmapr

cranaaptos,2003 — VI, 13 c.
4. Jlenompou3BOACTBO U JTOKyMeHTOOOOpoT Ha mpennpusituu [Tekct]: xypH. /
yupenutenb OOO «buznec - Apcenam». — M.: busnec — Apcenan, 2014 - 2018.

Poccun: MW3a-Bo

6 KPUTEPUU ®OPMHUPOBAHUS OLNEHKH 110 KAKIOMY

OLHEHOYHOMY CPEJACTBY
IlIkajia oneHkn 00pa3oBaTeJIbHbIX TOCTHKEHU I
[TporeHT pe3ynbTaTUBHOCTH (TMPaBUIBHBIX O11eHKa VDOBHS IIOATOTOBKHU
OTBETOB) 6asu1 (OTMETKA) BEPOAIBHEIN aHAIOT
95 — 100% 5 OTimyHO
94 — 75% 4 Xoporio
74 — 60% 3 Y IOBIETBOPUTEIIEHO
Mmenee 60% 2 HeynoBneTBopUTEILHO
7 KOJUPUKATOP KOHTPOJIBHBIX 3AJIAHUU
Ne n/n Tun oyenounoco cpeocmea | Kpamrkas xapakmepucmuxa oyeHouHo2o Ilpeocmasnenue
Koo cpedcmsa OYEHOYHO20 CPedCm8d 6
OYEHOUHO ¢gonoe
20
cpeocmsa
1. Henoas w/wnm  poneBast | CoBMeCTHasE — JCATEIBHOCTh  rpymimbl | Tema (npobnema),
urpa o0ydarolmmMxcss ¢ MpernojaBaTesisi IO | KOHIEHIUS,  pold U
VIIPABJICHUEM IMPEIOAaBATENsl C LEIbI0 | OXKHIAEMBbIH Pe3ybTaT
perreHnsl yIeOHBIX W MPOodeCCHOHATBEHO-
OPHEHTHPOBAHHBIX 3anaq nyTeM
UTPOBOTO  MOJICTUPOBAHUS  pealbHOMN
npoOnemHoit  cutyanuu.  [lo3Bomser
OLICHWBAaTh YMCHHE AaHAJIM3UPOBATH W
peliaTh THIHYHBIC MPOGECCHOHATbHBIC
3aJa4uu
2. Keiic-3amaga VYueOHbI MaTepuan IMojaercs CTyAE€HTaM B | 3amaHusd  JUIA penIeHus

Buae mnpobiem  (KeWcoB), B  KOTOPBIX
oOyuaromuMcss  Ipeularaerca  OCMBICIHUTb
peanbHyl0 TPO(GECCHOHATIBHYIO  CHTYAIHIO

JUIS pelIeHHs JAaHHOW npoOneMbl. 3HaHUSA

Keuc - 3a1a9u
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http://www.consultant.ru/document/cons_doc_LAW_296434/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100014
http://www.consultant.ru/document/cons_doc_LAW_61798
http://www.consultant.ru/document/cons_doc_LAW_286468/30b3f8c55f65557c253227a65b908cc075ce114a/#dst100290
http://www.consultant.ru/document/cons_doc_LAW_1406

NpUOOpeTaroTCss B pe3ylibTare aKTUBHOM U
TBOpYECKOl ~ pabOTBI:  CaMOCTOATEIBHOIO
OCYIIECTBJICHHSI ~ IIeJerojaranus,  coopa
HeoOxomuMol WH(oOpMalMK, ee aHaau3a C
pasHbIX  TOYEK  3pEHMs,  BBIIBIDKCHUS
THIIOTE3HI, BBIBOJIOB, 3aKJTIOYCHUS,
CaMOKOHTpPOJIS TIpOIlecca MOMYYEHHUsS! 3HaHUI
W €r0 Pe3yJIbTaTOB.

Konnoxsuym

CpencTBo KOHTPOMNSI YCBOGHUSI y4eOHOTO
MaTepuana TeMbl, pa3jiena WU paslelioB
JHUCHUIIIINHBI, OpraHMn30BaHHOC Kak
yaeOHOe 3aHATHE B BUJIE COOECEIOBAHMS
HPeroaBaTelis ¢ 00yJarOIIMMHUCSL.

Bompocs 1o Temam /
paszenaM IUCLHUIUIUHBI
WK poheCCHOHATBHOTO
MOYJIS

KontponbsHas padora

CpencTBo mMpoBepKH YMEHHUH HPUMEHATh
MOJTY4YEHHbIC 3HAHMS JUIA PELICHUS 3a7ad

Komrurext KOHTPOJIBHBIX
3a,I[aHPII>JI I10 BapuaHTaM

ONPENIETICHHOIO0 THNA MO0 TEeMe WU
pazzeny

Kpyrneiit cron, nuckyceus, | OneHounsle  cpeacTBa, mo3poistonue | [lepeueHn

AUCITYT, IIC68,TI)I BKIIKOYUTH 06yqa}oumxc;1 B Ipomecc | JMCKYCCUOHHBIX TEM JJIA
00CyXIeHUs CIIOPHOTO BOIIPOCA, | MPOBEACHUS KpYTJI0TrO
npoOneMbl M OLEHUTh MX YMEHHE | CTOna, JHMCKYCCHUH,

apryMEHTHUPOBAaTh COOCTBEHHYIO TOUYKY
3peHus

JICITyTa, 1e0aToB

[Moprdonuo

IleneBass momOopka pabOT CTYyJCHTA,
PpacKpbIBaromias €ro HUHAWBUAYAJIbHBIC
o0pa3oBaTeNbHBIC JOCTIKCHHS B OJTHOU
WA HECKOJNbKHX y4eOHBIX JUCIHIUIMH, B
npodeccHoHaTbHOM MOAYIIE.

Crpykrypa noptdoamno

[Ipoext

Koneunrslii mnpoaykr, mnony4aemblii B
pe3ynbpTaTe IUIAHUPOBAHUS U BBIITOTHEHUS

KOMILIEKca y4eOHBIX u
HucciaenaoBarenbckux 3amaHuii. Ilo3Bomser
OILICHUTDH YMEHHUS 00yJaronmxcs

CaMOCTOSITEIBHO KOHCTPYHUPOBATh CBOU
3HAHUA B nporiecce perIeHns
NPaKTUYeCKUX  3agad ®  [poOdieM,
OpPHUEHTUPOBAThCA B HH(POPMALMOHHOM
MPOCTPAHCTBE u YpOBEHBb
cOopMUPOBaHHOCTH AHATUTUYECKUX,
UCCTICOBATEILCKMX HABBIKOB, HABBIKOB
MPAKTHYECKOTr0 u TBOPYECKOT0
MBIIIJICHUA. MoxeTt BBIITOJIHATHCA B
VHIMBHAIYaJIbHOM TIOPSIIKE WM TPYIIION
00yJaIoIMXCs.

Tema rpynmoBsIx n/unu
WHAWBUAYaJIbHBIX
MIPOEKTOB

Pacyerno-rpaduyeckas
pabora

CpenctBo MpoOBEPKH YMEHHWI MPUMEHSTH
MONyYeHHbIE  3HAaHMS 10  3apaHee
OIIPEJEIICHHON METOAMKE JUIsl PELIEHUs
3a/a4 WM 33JaHUM 1[I0 MOAYJIO WU
OUCLUIIIMHE B LIEJIOM.

KoMmiexkr 3amanuii  Uis
BBIIIOJIHEHUSI ~ PacyeTHO-
rpaduyeckoii paboThI

Pedepar

[IpomykT  caMOCTOATENHHOH  PaboTHI
CTYIEeHTa,  TPEACTaBIAIOMMA  cOoOOM
KpaTKoe M3II0KEHUE B IMHCHMEHHOM BHJIE
MOTyYEHHBIX pe3yapTaToOB
TEOPETHUECKOr0 aHajIM3a OINpeAeTIeHHOM
TEMBI, TJi€ aBTOp pacKpbIBaeT CYTh
UCCIICAYEMOW  TPOOJIEMbl,  MPHBOJUT

Tewmsl pedepaToB
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pas3In4HbI€ TOYKHM 3pCHUA, a TaKKe

COOCTBEHHEBIC B3I'JI1]1bI HA HCC.

10.

Hoxkmnan, cooOrieHue

IIpomykr  camocToATENbHOH  PabOTHI
CTYJICHTA, MpeACTaBIIAIOIINMA co0oit
nyoIuaHOe BBICTYIUIEHUE o
MIPEICTaBICHUIO MOJTyYEHHBIX
pe3yabTaTOB  pEIICHHS  OINpeAerIeHHOM
TEMBIL.

TeMbl
COO0OIIIeHUIT

JIOKJIa10B,

11.

Tect

CpencTBo KOHTPOJIs, HallpaBJIEHHOE Ha
IIPOBEPKY YPOBHS OCBOEHUS
KOHTPOJIUPYEMOT'0 TEOPETUIECKOI0 1
MPAaKTHYECKOr0 MaTepuana 1o
JUIAKTHYECKUM €AMHUIAM JAUCIUTIHHBI
WM po(h)eCCHOHATBHOTO MOIYIIA.
Cucrema cTaHIapTU3UPOBAHHBIX
3aJIaHUM, TTO3BOJISIONIAs
AaBTOMAaTHU3UPOBATh IPOLEAYDPY
U3MEPEHUs YPOBHS 3HAHUI U YMEHUHI
o0yJaronmxcs

®oHT TECTOBBIX 3aJaHUN

12.

Occe

CpenctBo,  MO3BOJAIONIEE  OLEHUTH
yMeHHe  oOyyaromerocs  MHUCbMEHHO
u3JIaraTh CyTh MOCTAaBJICHHOH MPOOIJIEMBI,
CaMOCTOSITEIBHO IPOBOJUThH aHAIHU3 ITOH
pOOIIEMBI.

TemaTuka 3cce

13.

[IpakTraeckue paboTHI
(mpakTHU4eckoe 3a/1aHue)

OTo 3ajgaHus, C IMOMOLIBIO KOTOPBIX Y
yyaiuxcs: (OpMHUPYIOTCSI U pa3BUBAIOTCA
MPaBUIIbHBIC TPaKTHYECKUE EHCTBUS.

Bunpr: HaOIoIeHHE,
H3MepeHue, OIIBIT,
KOHCTPYMpPOBaHHE U .
3aJaHHUs JUTS
MPaKTHUECKUX padoT

14.

JlaGopaTopHbie pabOThI

3TO0 MpoBeIeHHE YUAIMHUCS IO 33/IaHUI0
npenoaaBaTeiisa OIIBITOB C
HCITOJTb30BAHNEM prOOPOB,
MPUMCHEHHUEM HWHCTPYMEHTOB M JPYTHX
TEXHUYECKHX MPUCIIOCOOTSHUH.

3aganus JUTS
J1a00PaTOPHBIX paboT

15.

Ortuersl O IMpakKTHUKaM

CpenctBo  KOHTDOJS,  TO3BOJSIONIAS
o0yyaromemMycst  MPOAEMOHCTPHPOBATH
000OIIIeHHbIE ~ 3HAHMS, yMEHUS U
MPAKTHYECKUI OIBIT, TPUOOPETCHHBIC 32
BpeMs ~ TPOXOXKIEHHS  y4eOHOH W
MPOU3BOJICTBEHHON TPaKTUK. OTYETHI 10
MPAaKTHKaM ITO3BOJISIOT KOHTPOJIHPOBATH
B 1nenom ycoenne OK wu IIK
o0o3HaueHHbIX B OITOIT.

Buiel pabot u 3aanus Ha
y4ueOHYI0 u
MMPOU3BOJACTBCHHYIO
[IPaKTUKY

16.

BKP
MIPOEKT,

3ananue Ha
(AUTIIIOMHBIH
TUTIIIOMHas paboTa)

[lepeueHb OCHOBHBIX BOIIPOCOB, KOTOpBIE
JOJDKHBI  OBITH PacKphITEI B pabore, a
TaKKe yKa3aHUSA Ha OCHOBHBIE
MH(OPMAIIOHHBIE HCTOYHHKH.

BKP CIIO

17.

Omnpoc

Cpenctso KOHTPOJIS 3HaHUH,

IMOJTYYCHHBIX Ha 3aHATUH

Crimcok  BOMPOCOB IO
TeMe/TeMaM JTUCIUIUINHEL,
U npoheCCHOHATHHOTO
MOYJISI

18.

[lepeuenr  BompocoB(amst
JK3aMeHa, 3a4ETa)

CpencrtBo KOHTPOJIS 3HAaHWH,
MOJYYEHHBIX B pE3yJlbTaTe H3Y4YCHHS
JMCIHIUTAHEI, po¢heCcCHOHATBLHOTO
MOJTYJISI

Crmcok BOIpocoB

19.

[lepeuenp 3amanmii (s

Cpeacteo KOHTpOJIS YMEHHUIH,

Crcok 3aJaHui
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9K3aMeHa, 3a4€Ta)

IMPaKTUYCCKOro OIIbITa IIOJIYYCHHBIX B
pe3yibrate  HM3Yy4eHHsS  JIMCIMILIHHBEI,
po¢heCCHOHAIBHOTO MOIYIIS

NOAMVCAHO

YTBEPXXJEHO

[IOKYMEHT MOZMWUCAH 3MEKTPOHHOW MNOANUCHIO

®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY,
3aBeaytoLwmii METOANYECKUM KaBUHETOM

®rboy BO "PrPTY", PIPTY, na3koB AnekcaHap Hukonaesuy,
3aM. ampektopa PCCK «PIPTY» no YP

®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa,
[vnpekTtop PCCK «PIPTY»

04.07.23 17:15
(MSK)

04.07.23 17:20
(MSK)

04.07.23 17:25
(MSK)

Onepatop 340 000 "KomnaHus "TeH3op"

MpocTtas noanucb
npoma;ﬁ%ﬂHMCb

Mpocras nognucb




