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IHacnopt

(¢ponaa oueHOYHBIX CPEACTB
nmo AMCUHUIIJIMHE Z[OKVMCHTZIIII/IOHHOC odecreyeHue YIIPDABJICHHUSA

(HaMMEHOBaHUE JUCIUILTUHBI)

AJS CTYAeHTOB (aKy/JbTeTa cpeaHero npodeccuoHAJILHOro 00pa3oBaHusl,
cnenuaabHocTH 38.02.01 DxoHOMHKA H OyXraaTepckuil yuer (0230Bblil YPOBEHb)

Kon kontponupyemoii

Ne | Konrponupyembie pa3aensl (TEMbI) Haumenosanue
KOMIIETEHIIUH
/o JUCLUTLINHBI (unnt ee yacTi) OLIEHOYHOT'O CPENCTBA
Tema 1.1. Benenue. JlokyMeHT u OK 1- OK 9; . .
YcTHbII 0npoc;
CUCTEMA NOKYMEHTALUU. IIK 1.1-1.4 .
Pa3zHOypOBHEBBIE 3a/1a4U |
1 K 2.1.-2.4 Pedpepar:
I[IK 3.1-3.4 Tecr ’
IIK 4.1-4.4 '
Tema 1.2. Opra"nusanuoHHO- YcTHbII 0npoc;
5 PaCIOPALUTENLHBIE TOKYMEHTHI. OK2-0OK 9 PasHoypoBHEBBIE 3a1a4H |
Pedepar;
Tect.
Tema 1.3. Kagposas YcTHbII 0npoc;
JOKYMEHTAaLUs. PasHoypoBHeBbIE 33124 |
3 OK1-0OK9 Pedepar;
Tect
Jenosas urpa
Tema 1.4. JlenexxHble U OK6; Y cTHBI onpoc;
(uHaHCOBO-pacyeTHBIC IIK 1.1-1IK 1.4; PasHoypoBHEBEBIE 3a1a4H ;
4 TOKYMEHTHL. IIK 2.1.- TIK-2 4, Pedepar;
K 3.1-1IK 3.4 Tecr.
IIK 4.1 —TIK 4.4.
Tema 1.5. J/loroBopHO-nIpaBoOBas IIK 1.1 YcTHBII 0npoc;
TOKYMEHTALUS IIK22.; PasHoypoBHEBBIE 3a51a4H |
5 K 2.3, Pedepar;
I1IK2.4.; Tecrt.
I[IK 3.2
IIK 3.4
Tema 2.1. IlonsTue OK 3; Y cTHBI onpoc;
JOKYMEHTOO00POTa, PErUCTPaLIHs IIK1.1; PazHOypOBHEBBIE 3a/1a4H |
6 JOKYMEHTOB. MK 13 Pedepar;
IIK 3.2; Tecr.
IIK 3 4;
IIK 4.2.
Tema 2.2. [lonroroska . Y cTHBI onpoc;
7 JIOKYMEHTOB K apXUBHOMY % gg’ PasHoypoBHeBbIE 33124 |
XPaHEHHIO. IK 2.4. Pe%l)epaT,
eCT.
Tema 2.3. Vcnons3opanne IIDBM OK 5; Y cTHBI onpoc;
B JI€JIONIPOU3BOACTBE. OK 9; PasHoypoBHEBBIE 3a1a4H ;
IIK 1.3; Pedepar;
8 TIK 3.2; Tecr.
IIK 3.3;
IIK 3 4;

IIK 4.3.




HepequL OLCHOYHLIX CPECACTB

Mo JUCIHUITHHE «/loKyMeHTannoHHOe o0ecnedeHne ynpaBJaeHus»
AJIS1 CTYAEHTOB (aKy/JbTeTa cpeanero npogeccHoHaiLHOro 00pa3oBaHusl,

cnenuagbHocTH 38.02.01 JDxoHOMEKa U OyXrajarepckuii yuer (6a30Bblii

YPOBEHB)
No HaumenoBaHnue IIpencraBnenue
wn OLIEHOYHOTO Kpatkast xapakTepucTHKa OLIEHOUYHOI'O CPeACTBa OLIEHOYHOI'O
CpencTBa cpeactsa B poHTe
1 | 3apaua 3amauM W 3ajaHUs  PenpoOnyKTUBHOro yposHs, | Kommnekr
(mpakTHueckoe MO3BOJISIFOINME  OLEHMBATh U JHATHOCTUPOBATh | Pa3HOYPOBHEBBIX
3a/1aHuEe) 3HaHWe  (akTudeckoro  Marepuanga  (0a30BbIe | 3amad
MIOHSATHS, AITOPUTMBL, (PaKThI) U YMEHHE MPABHIILHO
UCTIONB30BaTh CHENHAaIbHbIE TEPMHUHBI U TOHSTHS,
y3HaBaHHE€ OOBEKTOB  HW3y4YEHHs] B  paMKax
ONPEAENIEHHOIO pa3/ena JUCIIUIINHEI

2 | YcTHBIM onpoc Cpencrtso KOHTPOJIS YCBOEHUS yuebHoro | Bompocer o
MaTepuaja  TeMbL,  pasjena WIM  MOAYJS | TeMaM
OUCHMIUIMHBL, OpPTaHM30BAaHHOE B BHUJAE VYCTHOTO | JUCLUILIHHBI
(MMCbMEHHOrO0) oOmpoca CTYAeHTa WIM B BUAE
cobeceoBaHus penoaaBaressi ¢ 00yJaro IUMUCS.

Pexomennyercs st OLIEHKH 3HAHUH
00y4aroImuxcsl.

3 | Tecr Cucrema CTaHAAPTU3UPOBAHHBIX MPOCTBIX U | POHA  TECTOBBIX
KOMILJIEKCHBIX 3alaHHH, MO3BOJIAIOLIAs | 3aJaHul
aBTOMATH3UPOBATh NPOLEAYPY H3MEPEHHsI YPOBHS
3HaHUH, YMEHUH U BIIaICHUH 00y4aromerocs.

PexomMeHnyercst nnsd OLCHKM 3HAHUN, YMEHUH H
BJIAJICHUI CTYJI€HTOB.

4 | Pedepar IIpoaykr camoctosiTenbHOM paboTel  cTymeHTa, | Temsl pedepaTos
MPEICTABISIFOMNIA  COOON KpaTKoe H3JIOKEHUE B
NUCBMEHHOM BHIE TOJYYEHHBIX PE3YJIbTATOB
TEOPETUUECKOrO aHAJIN3a OMNPENENICHHON Hay4HOMU
(yueOHO- WHCCNIEeNOBATEIbCKOM) TEMBI, IO aBTOP
packpblBaeT  CyTb  HcclienyeMod  mpobJyiemsl,

NPUBOAUT PA3UYHBIE TOYKH 3PEHHUS, a TaKXkKe
COOCTBEHHBIE B3TJAbI HA Hee. PexomeHayercs s
OLICHKH 3HAHUN U YMEHHI CTYAEHTOB.

5 | Henosas urpa CoBMecTHasi esATeIbHOCTh Tpymmbl oOy4aromuxcs | Tema (mpobiema),
U TMperojasaTelis o yIpaBieHUeM MpenojaBaTesst | KOHLENLUs, POiu
C LENbI0 peleHus y4eOHbIX W MPOPEeCCHOHATBHO- | U OXKHIACMBbI
OPUEHTHUPOBAHHBIX  337a4  IyTeM  HIPOBOTO | PE3YJbTAT IO
MOJIEJTUPOBAHUS peajbHON MPOOJEMHON CUTYallUu. | KaXIOH urpe
[To3BossileT OLEHMBATH YMEHHE aHAJIM3HPOBATH U
pemarb THIHYHBIE TPO(ECCHOHANBHBIE 3aJa4H.

6 | 3auer CpenctBo mpoBepkH 3HaHUN U yMEHHUI MosydeHHbIX | Bompocsl k 3auery

MOCJIC U3YUCHUA TUCHUIITIMHBI




denepanbHOE rOCyIaPCTBEHHOE OFOKETHOE 00Pa30BATENBHOE YUPEIKICHHUE
BBICILIETO 00pa30BaHUs
«benropoACKuil roCcyJapCTBEHHBIN arpapHelii yHUBEPCUTET UMeHH B. . ['opuHa»
Kadenpa Oyxranrepckoro y4era, aHajm3a U (PUHAHCOB

KomnuiekT pa3HOYypOBHeBBIX 327124 (3aAaHUIiA)
JIOKYMEHTAIIHOHHOE o0ecrneuyeHune VIIPpaBJICHUS

(HAMMEHOBAHUE JIUCITUILIMHBI )

1 3axaun penpoayKTHBHOIO YPOBHSI

3ananue 1. Pazpaborark OJIaHK MOKYMEHTA, YCTAHOBUTH TOJIsl, MHTEPBAJ
CTPOK (MOATOTOBUTH CIIPABKY C MECTa y4eObl O TOM, UTO BB SIBIIIETECH CTYIEHTOM
HA3BAHHOTO BY3a, NOJATOTOBUTH CIPAaBKy C MecTa PadOThI, YKa3aTh 3aHUMAEMYIO
JIOJHKHOCTh, C KaKOro BpPEMEHM padoTacT HAa MPEANpPUATAN W KaKOBA MECSYHAS
3apa0oTHas iara padoTHUKA).

[Tpn oopmieHun cnpaBok oOpamate BHUMAHKUE HA TIPABHIIA OPOPMIICHUS
PEKBU3UTOB.

3aganue 2. CocTaBUTh J1000M TOKYMEHT, YTOOBI OH 00JIaJa)l FOPUANYECKON
cwioil. B mokyMmeHTe ykazare 0043aTeNbHBIE BOCEMb PEKBU3UTOB.

Konuto nokyMeHTa npeoCTaBUTh Il MPOBEPKH MPEMOAABATEIO.

3ananmue 3. Pazpadotats u 0popMuTh Ha BHIOOP ABA TOKYMEHTA U3 TPYIIIbI
OPraHM3ALMOHHBIX  JOKYMEHTOB. (OOparuTh BHHMaHME HAa  OQOPMIICHHE
TUTYJBHOTO JTUCTA U O(OPMIICHHS HEOOXOIMMBIX PEKBU3UTOB.

3aganue 4. Paszpaborate M OQOPMUTH MpUKa3 O MNpuemMe Ha PpadoTy
cotpyaHuka. Pazpadortats nu 0popMuUThH NpUKa3 0 NEPEBOAC paOOTHUKA HA APYTYIO
paboTy B TOM K€ OpraHU3allnu.

[Tpu odopmiieHnn mprKkazoB oOpaar BHUMaHUE HA MpaBuiaa 0QPOpMIICHUS
PEKBU3UTOB.

3aganue S. PaspaGotatb w oQopMHTE HWHPOPMALMOHHO-CIIPABOYHBIE
JOKYMEHTHI (Tene(oHOrpaMMy, akT, MPOTOKON, CIYKCOHYIO 3aMUCKy W APYTUe
JOKYMEHTBI IO BBIOOPY CTYJICHTA).

[Tpu odopmiieHrr WHYOPMAIMOHHO-CITPABOYHBIX JOKYMEHTOB 00palaTh
BHUMAHUE Ha MpaBuiia 0(OPMIICHHS PEKBAZUTOB.

3ananmne 6. Pazpaborarh MOCIEAOBATEILHOCTh O(POPMIICHHS JTOKYMEHTOB
Ipy nOpueMe Ha padboTy. YkKazaTh OCOOEHHOCTH O(OPMIICHHS OCHOBHBIX M
JOTIOJIHUTENBHBIX TOKYMEHTOB. B Kakux cinyuasx oopmisiercs aprodrorpadus u
Apyrue  AONOJHUTENBHBIE  OOKYMEHTHI?  [locrmenoBaTenbHOCTh

oopMIIeHHS JOKYMEHTOB MOKA3aTh CXEMATHYECKH.

3aganue 7. PaspaGotare u 0(QOpMHTH OJIaHK TPyIOBOro a0roBopa. B
JOKYMEHTE YKa3aTh 00s3aTeNIbHbIC PEKBU3UTHI U MPABUIILHO UX OOPMHUTb.

3aganue 8. Tpynoas aucuMIiMHa. PaccMOTpeTh mpaBuia BHYTPEHHETO
TPYAOBOTO PacropsKa KOHKPETHOTO MPEANPUSTHS, BbIIEIUTh BUAbI MOOLIPEHUH
Y B3bICKAHUH, MPUMEHSIEMbIX HA MIPEINPUSTHH.

3ananme 9. Pazpabotath W OQOPMHUTH JOKYMEHTHI MPU MOOUIPCHHUH
paboTHuKa (pa3padboTaTh NPEACTABICHHUE).



3aganue 10. Pazpabortarb u OQOpPMHTH AOKYMEHTHI MPH B3BICKAHHIX
paboTHHMKA (pa3padoTaTh OOBACHUTEIBHYH W JOKIAAHYH 3alMCKU, COCTABUTH
MPUKA3 O HAJIOKEHUU JUCIUTUIMHAPHOTO B3bICKAHUS ).

3apanme 11. 3anonHuTh OjaHK JIMYHON KapTO4ku paboTHHKA. OOpaTUTh
BHUMAaHHWE HA O()OPMIICHUE PEKBU3UTOB MO KAKAOMY MYHKTY KaPTOUKH.

[IpenocraButh HHPOPMAIIMIO O MPpaBUaaX OPOPMIICHHUS U BEICHUS JTMYHBIX

nes1 pabOTHUKOB.
2. 3aaa4u peKOHCTPYKTHBHOIO YPOBHS

3ananue 12. Haiigure u icipaBbTe OIMOKY B OQPOPMIICHUY 3asBICHUS U
JOBEPEHHOCTU. OTPENAKTUPYITE TEKCTHI.

Teker 1
Jlexany axyremema
om Ynvsanosou L. B.

3aseieHue.

Veaoicaemwiii Oexan, k 6am obpawgaemest cmyoenmxda 2-20 Kypcd no JIU4HOMY
gonpocy. B cesazu ¢ mem, ymo st ambyIamopHo J1eyycb 8 NOIUKIUHUKE, MHE NPU-
X0OUmcst Nponyckame Hekomopwie sarsmust. Cnpasky moey noxasamo. Ouets
NpouLy 6ac 0c800600UMb MeHs OM 3AHAMULL HA 0OUH Mecsly

Vivanosa E. B. 10 oxmsabps 2014 2o0a.

Texer 2
Pexmopy Poccuiickoit Akaoemuu
cmyoenma 1 xypca Conosvesa M. H.
3AABJIEHUE.
[Ipouty npeocmagums MHe Aka0emMu4ecKuli OmnycK cpoxom Ha 1 200 no
cemetinbiM 00CMOSIMeNIbCmMEaM.
3apatnee baaeooapen. Conosves M. H.
15.12.2014 .

Teker 3
JIOBEPEHHOCTD
A, @ponos JI. A., 0osepsio moeti cokypcruye Lllesuyky U. C. noayqdums Mo
CMUNEHOUIo 3a MeKYW Uil Mecsy c.2., GBUOY MOe20 OMCYMCMEUs. 8 meyeHue mecsiyd

8 KOMAHOUPOBKe.
16.11.14. JI. Dponoes

3aoanue 13. Tlpouwtaiite aBroOmorpaduro, cocrarieHHyro A. I1. UexoBbIM.
JIOKaKuTE, UCIONB3Ysl TEKCTOBBII MaTepual, 4To faHHas Ouorpadus HamucaHa He
B OpUIIMATIBHO-JIETIOBOM, A B XY0’KECTBEHHO-TTUTEPATYPHOM CTHIIE.
Aemobuoepadghusi
A, A. 11. Yexos, poowics 17 ausaps 1860 . 6 Tazanpoee.
B 1878 & nocmynun 6 Mockosckuii  ynugepcumem HA - MEOUYUHCKUTE
Gaxyremem. Yoice na nepgom Kypce cmal NeYamamvCs 6 edCeHeOeNbHbIX



JICYPHAIAX U 2d3emax, U Omu 3AdHAMuUs Jumepamypoil yoce 8 Haudie
BOCLMUOECSMBIX 20006 NPUOOPe Il NOCMOSIHIBIT, NPOhECCUOHAIbHBLIL Xapakmep.

He cuumas peyensuil, ghesibemonos, 3amMemox, 6ce2o, 4mo NUCAIOCh U30 OHsl 6
OerHvb MHOW0O 3a 20 1em JumepamypHot oesmerbHocmu, Obli0 HANUCAHO U Hane-
yamano oonee 300 newamnvix aucmos nogecmeil u pacckasos. Iucan s u mea-
MpaibHble NbEChL.

He commnesaiocs, 3anamusi MEOUYUHCKUMU HAYKAMU UMEIU Cepbe3HOoe GIUSHUE
HA MOIO IUMEPAMYpHYIO OesimeibHOCMb', OHU 3HAYUMETbHO PA30SUHYIU 0DJIACHb
Moux HabmooeHuti, obocamuiu MeHs SHAHUAMU, UCHMUHHYIO YeH) KOMOpPwiX OJs
MeHsl KaK OJ1sl NUCAMEISt MOJICem NOHSAMb MOJIbKO MOM, KMO ¢aM 8pay | OHU UMeIU
maxoice Hanpassoujee GlusHue U, 8eposmuo, biazoodps oauz0cmu Kk mMeouyune
MHe YOanock uzbecHymv MHO2UX OWLUOOK. 3HAKOMCMBO ¢ ecmecmEeHHbIMU
HAYKAMY, C HAVYHLIM MEMOOOM 6ce20d Oepiucdlo MeHs Hacmopoodce, U 4
cmapaicsi, 20e ObiI0 BO3MOICHO, COOOPAICAMBCS C HAYYHLIMU OAHHBIMU, d 20e
HEBO3MOJICHO — Npeonodumai He nucamv goece. K Oeinempucmam, omuocs-
WUMCS K HAYKE OMPUYAMEIbHO, s He NPUHAONEdCY, U K meM, KOmopwvie 00 6Ce20
Q0X00SIM CBOUM YMOM, He XOmeil Obl NPUHAONIEIICAMb.

Ymo racaemcst npakmuyeckoi Meouyunsl, mo euje CmyoeHmom s pabomai 6
Bockpecenckoii 3emckoii OonvHuye, NOMoM Heoon2o bbil 6paiom 8 368eHUcopoo-
CKOTi bobHUYe.

B xonepnwie 200wl 3asedosan Menuxosckum yyacmrkom Cepnyxo8cko2o yesod.

3ananue 14. CocraBbTe 10 ykazaHHoi popme Guorpaduro 6muskoro Bam
YyesioBeKa (0Tia, MaTepu, Opara, CECTPhI) MO CXEME:

. (bamums, uMsi, OTYECTBO;

. IPakKIaHCTBO;

. nara (4Mcio, MECSIl, TO/) POKACHUS,

. MECTO POXKICHHUS,

. COCTaB CEMbH;

. oOpazoBaHue (II€ U KOrJa YUHJICs, CIEHHATIBbHOCTB);

. TPYJOBas AeATENBHOCTH (T/I€, KOT/Ia U KeM padoTaj, 3aHuMaeMast
JOKHOCTb, CYXKHIT JIM B apMHUU, Harpaibl M IOOIIPEHUS — B XPOHOJIOTMYECKOM
NOPSIKE);

. CEMEMHOE TIOJIOKEHUE.

3aganue 15. Haiinure u ncnipaBpTe ommOKku B 0(hopMIIEHUN aBTOOHOTpaduH.

OTpenakTupyiTe TEKCT.
Asemobuoepaghusi

A, Anexcuna Huna Tumocgpeesna, pyccras, poounace 16 ausaps 1995¢e. 6 2. Kues
8 cembe uzsecmmuvix @paven. Moii omey, Anexcun T. b., 1953 e. pooxcoenus,
enasspayq 8 bonvHuye. Mams, Anexcuna I'. I'., yyumenvHuya 6 MiaOuux Kidaccax,
ona pabomaem ¢ Mockoeckoii wixore Ne 1512. Mos cecmpa, Tumogpeesa Jlawma,
samymxcem u sxcugem omoenbro. B 2000 200y mui nepeexanu 6 Mockey, u s noutida 8
wrony Ne 1512, Vwunace Ha Xopouito u OmiudHo, Y4acmeosaid 6 20POOCKUX
ONUMAUAOAX NO Mamemamuxe u aneaiutickomy szeiky. B 2012 e zaxonuuna



CPEOHIOID WKOILY U Neimaldcy nocmynums 6 BY3, no nposanunace u
nowiapabomams Jadbopanmroi Ha xagpeopy MI'TY.
B smom 200y nocmynuna 6 Poccuiickylo Akaoemuio Hapoonoeo Xozsaiicmea u
['ocyoapcemeentioli ciiysicoul, 20e U y4yCco 8 HACMOsIULee 6peMsi.
1. 10. 2014 co0a

(noonucw)

3aganue 16. Haiinure u ncripaBbTe OMOKN B 0(POPMIIEHUH PE3FOME.
OTpenakTupynTe TEKCT.

PE3IOME
Cyxanoe AHmon
Poccusa, Mocksa, Y. Beavsimunoscras, 0. 6, k6. 135-
Ten. 8-495-369-64-20

Jluunvie oannvie: Cmpeney. 300posve xopouiee.

[env: Haiimu pabomy 6 xadecmee KOHCYIbMAHmMd no HAL02000104CeHUI0, 20e
cMO2Y 8 NONIHOT Mepe Nposi8ums cebsi(coeidacen Ha a00yio opyaylo pabomy).

Obpazosanue: Cpeonsia ObweobpazosamenvHas WKONA ¢ YeryOleHHbiM U3y-
YyeHuem NpeomMemos s3KoHomudeckoeo yukia Ne 135. Qunancosas Axaoemus npu
IIpasumenvcmee P. ©.(2012 — no nacmosiuee spems).

Onvim pabomei: K cooicanenuio, noxa me umero.

Hasvixu: Hemnozco 2060pio no-aneiuticku, HO 3amo ONbIMHbBIN NOJIb306AMElb
IIK.

Juunvie xawecmsa: (Cnocoben pabomamv ¢ J100bIMU JHOObMU, XdApAKmep
VoICUB4UBbLil, 6ECKOHDIUKMHBI.

Veneuenus [lymewecmsus, ucmopus,, Mauluisl, KyJIuHapus, dCmpoiocus’, moey
NpeoCKa3bIBAMb HAOBULAOULUECS COOBIMUAL.

P. S. Ouenv Bac npouty ne omxazamv 6 moeii npocvbe 6 C853u ¢ mpyoHviM

MAMEPUATLHBIM NOJIOACEHUEM MOoeTi cemblU. byoy ouenv biacooapen.
01.09 2014 A. Cyxanoe

3aoanue 17. 110 KIHOYEBBIM CIIOBAM ONPEACITUTE XAPAKTEP AAHHBIX ITHUCEM.
Pazgennre TEKCTBI MHUCEM HA CMBICIOBbIE 4acTH. McnpaBbTe NMOAYEPKHYTHIE B
TEKCTE OLINOKH.

Teker 1

Lo nonyuennoi na omseis Hucmpykyuu no pabome ¢ oopaweHusimMu cpaxcoan 8
lIpedhexmupax aomunucmpamugHvlx OKpyeo8 u AOMUHUCIHIPAYUAX DATIOHOG 2.
Mockea umeemcs cieoyiowee 3amedanue: oopawenls 00HO20 U Mo20 e Juyd
(,epynnovi Jiuy) no OOHOMY U MOMY Jice BONPOCY, HAXOOAWUECS HA UCNOTHEHUU {He
coanmvie 6 0el0), CYHUMAIOMCcs GMOopuYHbLIMU OobpawyeHusmu.B _ocmanviom ¢
NPOEKMOM UHCMPYKYUU CO2NACHbL. B ¢853U ¢ mem, 4mo peoaxkmopvl OKPYICHBIX U
paiionnvix CMU Haweeo oxkpyea 6 2014 o. Ovinu yyacmHuxkamu cemuHdapa OJisi
pyxosooumeneit CMHU, ux noemopnoe yuacmue ¢ NOOOOHOM CeMuHape cuumaem
HeyenecooOPa3HbIM.

Teker 2




Locviiaem Bam 0 paccmompenus u 3arOYeHus NpoeKkm MemooudecKux
pexomenoayuii« Vuuguxayuss mexcmosg yYnpasieH4eckux OoKymenmosy. 3ame-
YAaHUsL U NPeOSONCEHUSL NO NPOEKNY NPOCUM OMNPAGUMb MO HauLemy aopecy 00 28
Gespans 2014 e. Ilpunooicenue: Ha 38 1. 6 1 3K3.

Texer 3

06 yuacmuu 6 pabome cogeuanuii.

10—135 oexabps 2014 2. ¢ Topeoso-lIIpomsiutiennot naiame PP esiceonesHo ¢
10 ympa 0o 15 uyac, OHs OYOYym NpoBOOUMbCs COBEWAHUS C MOP2OBHIMU U NPO-
MBIULICHHBIMU KOMAAHUAMUY, 8 MOM YUCIIE 3APYOeIHCHBIMU, CREeYUATUSUPYIOUUMUCS
Ha nocmaske npoomosapos. Ha coeeuganusix 6yoem obCyjncoamvcs 8onpoc ux
exooicoenus 8 cocmag yyacmuuxos AQO « MTA». Cosewanus 6y0ym npo6o—0umucsi
6 L'onybom 3ane TIII1 (bupocesas ni., 0. 2). Cnpaexku no meaeghony. (495) 221-23-
12

3aoanue 18. 110 KIOUEBBIM CIIOBAM ONPEAEIUTE XapakTep nucema. Haitnure u
WCIPABBTE JIOTHKO-CMBICIIOBBIE OLTHOKK. OOpaTtuTe BHUMAHUE HA TIOPSAOK CJIOB B
npeUIOKEHUIX. MIcpaBbTe MOAYEPKHYTHIEC OIIAOKH.

B cenmsabpe 2014 2. 6 muxpopaiione «Bwvixuno-’Kynebuno» [lenapmamienm
cmpoumenvcmsa llpagumenvemea Mockevl u coemecmHuoe poccuticko-mypeyxoe
Axuuoneproe obwecmso «Cmpoti-Mockeay npucmynuwiu k. peaiusayuu npoexmd
CMPOUMENbCMBA  MOP208O20  KoMWiekcd. Paspabomannvim  MOCKOBCKUMU U
MYypeyKkumu apxXumexmopamy. npoekmom npeodycMompeHo CoopydceHue omee-
YAIoUe20 MUPOBsiM CIMAHOAPMAM 30dHUsL C MPEXIMAICHBIM, NOOZEMHBIM 2apd-
DICOM-CMOSIHKOT, NOMEUJCHUAMU MHO2OYEAeBbIMU, CepeUcCHbIMU, O ductbivu
DHICUNBIMU.

Ilpocum Bac, yuumwigas, ymo 6 xooe peanuzayuu 2moco npoexma Oyoem
uzy4enda 803MONCHOCMb KPYNHO MACULMAOHBIX UHBECIUYUT 6 DKOHOMUKY Mockevt
u Poccuu, a cama peanuzayusi COBMEeCMHO20 NPOEKMd CMAaHem 8AlCHbIM PAKmom
Ol NpUBIEYEHUsT MENHCOYHAPOOHBIX OCNlOBbIX KPY208 K YYACHUIO 8 pa368Uumuu
osKkoHOMUKU Mockevl, paccmompems npeodcmasieHue HeKomopuvix Jjib2om OJis
MYPeYyKux u pOCCUTCKUX OCYUeCMBIIAIOUUX DSMOM NPOEKM NAPMHEPOS.

3aoanue 19. 110 KIIFOUEBBIM CIIOBAM OINPEACIIMTE XapakTep nucbMa. [IpaBunbHO
JM caenaHa pyOpukamms B Tekcre? BMeECTO TOYEK BCTaBBTE HEOOXOIUMBIC
npuiarareiabHble. FMicnpaBbTe NOTYEPKHYTHIE OIIMOKH.

Veaoicaemvie konnecu!

Munucmepemeo obpaszosanus u nayxu P® npuerauiaem Bac npuname yuacmue
6 4-oii Meocounapoonoti evicmaske «Mockoeckas apmapka  00pazo8aHus y,
Komopas byoem npoxooums 6o Bcepoccutickom Beicmagounom yeumpe ¢ 22 00 25

mapma 2014 2ooa.
IIpoepamma evicmasku 6yoem oxX8amul8dmv... CNEKMP CUCEMbl 00PA30BAHUSL.
. cpeonee;
. cpeoHemexHu4ecKoe,
. gricuiee 0oOpazosauue,

. noevliiteHue Keam@ukauuu;



. nepeno02omoBKa Kaopos.

Ixcnosuyusi Oyoem cocmosims U3 C1eO0YIOUUxX pazoeios:
. obpazosameviivie YCiyeu,
. npouszgooumeny u Oucmpubblomopvl NPOOYKyuu OJis cucmemsvl 00pa308d-
HUSL,
. neyamuvie u30anus (MoHozpaguu, OJICYPHANLI, YV4EOHUKU, MemoouyecKue
pexomeHOayuu).

Apmaprka obpazosanus npe0oCmagum Y4acmHUKAM ... WAHC NOJYYUMb
ungpopmayuio o cucmeme obpazoeanus 8 Haulell cmpane u 3a pybedcom, Y3Hams o
... MEHOeHYUSIX U NePECNneKmueax 6 >moti ooIacmu.

Koem Bac na sipmapke u scenaem 6am ... 6cmpey u ... KOHMakmoe!

3aoanue 20. 110 K1rOYEBBIM CIIOBAM ONPEAETUTE XapakTep nucema. Haiiaure u
UCIPaBbTE (PAKTOJIOTMYECKUE M CMBICJIOBbIE OMMOKK. OOpaTtuTe BHUMAaHUE Ha
HEMPABHJILHOE  YMOTPEOJIEHWE  NPOM3BOAHBIX  mpemioroB.  HcmpaBere
NOIYEPKHYTHIC OIIUOKH.

B ceasu ¢ n. 10 [locmanosnenus llpasumenvcmea Poccutickoii @edepayuu No
498 «O mHexomopwvix Mmepax NO pearusayuy 30KOHOOAMENbCMEd O HEeCOCmo-
amenvrocmu (bankpomemae) npeonpusimuily npocum Bac coobuyume o pazmepe
oonu eocyoapemea 6 yemastiom kanumaine OAO « Mockosckuii x1e603a600 Ne 18y,
pacnonodceno2o Ha Huxumckoti yoe

Ilo cryuaio, eciu nakem OAHHO20 NPEONPUAMUS NPOOAH, NPOCUM COOOUUMb
oamy u cnocob nPoOAdICH.

3aoanue 21. 110 KIHOYEBBIM CIIOBaM OINPEACINATE XapakTep nucem. Bmecto
TOYEK BCTABbTEC HEOOXOJMMBIE TJIaroJibl B HY>kHOM (popme. Haiinure u oObsicHuTe
OIMOKK B TMOCTAHOBKE 3HAKOB NPCINUHAHUS. 3aMEHUTE MOMYEPKHYTYHO
JNEHACTBUTEIBHYHO KOHCTPYKLMIO CTPANATEIBHOM.

Teker 1

Veaowcaemvrii cocnooun Coronos!

... Bac 3a unmepec, nposenennulii Kk Hauieli KOMAAHUU, HCEIAHUE ... BLICMABKY
«Aemocepguc—2007» u ... ¢ npooykyuei, npeocmaesieHHoll Ha Haulem cmeHoe.
Oonarxo, mul He modicem ... Bauty oenecayuro 29 aszycma u ... ee nioOOMmMEOPHYIO
pabomy, max Kax 2mMo NOCIeOHUl paboyuti OeHb 8bICMABKU, HA KOMOPOT OUupeK-
UYL 3ANJIAHUPOBAIA 3AKTIIOYUMENbHBIE MEePONPUSMUS MEeXHUYEeCKO20 Xapakmepd, 8
MoM yucie, ¢ y4acmuem Hauleil KOMNaHUU.

..Bam ... oamy nocewenus guicmasku Ha 11000t Opyeoii Oenv, Havunas ¢ 20-20
aseycma. Mei 6yoem comoagwi ... 1100yi0 unmepecyowyio Bac ungopmayuto.

C ysaoicenuem,
['enepanvnuiii oupexmop A. I'. FOpckuii

Texer 2
2OMOBHOCMb K COMPYOHUYECm8y Haute2o Gaxkyivmema u 00beOUHeHUs!
«Mocrombanxy, u npusnedeHuro npenooasameneti, COMpPYOHUKO8, U CMYOeHmos
Gaxyremema 015 pabomel 8 pAIUYHBLIX OMPACIAX PUHAHCOBO2O PLIHKA.



['omoswl Ha 0en06oii 6cmpeye ... KOHKpemuble HAnpasieHus COmpyoHu4ecmed u
... C 8aUUM 0OBEOUHeHUeM NPOMOKOI O COMPYOHUYECmae.

3aoanue 22. llpoumtaiite TEKCTBI mHceM W cpopMmyaupyiite Haubosee
noaxoAsipe ooOpamieHus. Pa3znenuTe TEKCThl MO3APABUTENIBHBIX MHUCEM Ha
CJIEAYIOLIUE YaCTH: MO3PABIECHUE, KOMIZIMMEHT, NOXKENAaHUE. 3aMEHUTE, ECITU 3TO
BO3MOKHO, TIOJYEPKHYThIE CJIOBA JAPYTMMH  CTOJb JK€  YCTOMYMBBIMU
CJIOBOCOYETAHUSIMM.

Texer 1

... (obpauenue)

B ranyn /s poccuiickoti neywamu npumume camvie UCKpeHHue no3opasietus ¢
npoeccuonaibHeiM  NPASOHUKOM U NOJICENIAHUS.  CHACIIUBO20  MBOPYECKO20
QosioNemusl, OWYUeHUs GAICHOCMU COBMECMHOT OMEemCcmeeHHol pabomvl GO
Onaeco mocy4eti, mananmiaugoi Poccuu. I[lycms kadicooe c1o6o sauiux nyoiuxayuil
podicoaem y 100ei NOmpeoHOCHb COeidmb OKPYICAouLUuil Mup jryyuie!

Texer 2

... (obpaugenue)

Cepoeuno nosopaesisem eac ¢ Jlnem eopooa! Cmano 000poi mpaduyuei
ommeuams Oetb posicoenus llenzvl 8 nepgulil Oetb 1ema. Imom NpasoHuK 1ooum
u nouumaem ecemu eopodcandmu. OH AGISAemcs: CUMBONOM eOUHeHUs PA3HBIX
HNOKOJIeHUT, PA3HbIX HAYUOHAIbHOCMET, Kyabmyp u peiaueut. Om 6ceil Oyuiu
orcenaem 8amM Kpenkoz2o 300posbsl, 01a2ononyyus u cyacmes. [lycme naui 2opoo
gce20a OCmaemest MAKUM Jice KPACUBbIM, CHOKOUHBIM U VIOMHBIM.

Teker 3

... (obpawenue)

Om umenu KOMIAnUY « ... » U om cebs JUYHO NO30PAGIISIO 8AC C NPAZOHUKOM —
Jlnem Benuxoii 1lobeov! Omom npazonux 6cec0a OCMAHemcs CUMBOIOM
Qobiiecmu u 1enobeouMoCmu pyccko20 OpYICUsL, MYICeCmed U Omedeu colodam u
oguyepos — 3auUmMHUKOE OMeYyecmed, 2epoudecKo20 mpuod pabodux, KOBAGULUX
nobeody Ha 3a6004x Mulild, CUMEONOM GeJIUYUs CMPAHbL, NepeHecuieti 6ce miacombl
bosvuLoti 8otinbl. Jlernv [1006edvr — smo obwuii NPA30HUK, GHE 8PEeMEHU, PAHUY U
HOJUMUYECKOU _ KOHBIOHKMYPbL.  OMo  NpA30HUK — HECKONbKUX — NOKOJeHUIl,
obveounsiow Uil omyos, oemeti U 6HyKo8. Xouy nodceiamv gemepanam Benukoi
Omeyecmeennoti 6otitel, MPYICEHUKAM Mblid 300p06bsl, DOOPOCHU OVXd U Bepbl.
Baw nodsue ne oyoem 3abvim, nOmomxu 10 OOCMOUHCIMEY OUCHSM 8dul 8KIAO 8
ucCmopuio, 6 npuymHoxcernue cuager Omevecmsal

Texcr 4

... (obpawyenue)

Ilozopasinsem Bac ¢ 3amevamenviviv obuieem — 70-1emuem! Bes Bawa
mpyoosdst 0esmeIbHOCHb  CESA3AaHAd ¢ MEMALLYPeUIecKuM Npou3Bo0CmeoM. Bu
GHECHU O2POMHBIL _BKAAO 6 O0€l0 pa3eUumusi Memallypeuu 6 yeiom psoe
PA36UBAIOWUXCSL. CIMpan, pabomas Ha pykogoosyux nocmax 6 I ocyoapcmeentom
KomMumeme NO GHEULHUM DIKOHOMUYECKUM C63aM. B nacmosiyee epemsi Bui
AKMuUSHO _pabomaemendad HOBbIMU NPOEKMAMU CHMPOUMEIbCMEd  YHUKAIbHO2O




3a6800d No npouzsoocmaey yyeyna. Mei uckpenne sicenaem Bam 000po2o 300poebsi u
OaNbHeTILUX MBOPYECKUX YCNEX08.
Texcr S...(aopecam)

Om__umenu Ilpasumenvcmea Poccuiickoii ©@edepayuu u om__cebs Jau4Ho
nozopaensio ¢ S0-remuem co OHA OCHOBAHUS Gaute2o Y4ebHO20 3a8eoenus. Baut
VHUBepCumem A6J5emcs. OOHUM U3 8e0YUUX y4eOHvLx 3agedenuti Poccuu.

Bumnycknuxos MOCH 6cecoa omiudana xopowidas noo2omoskd 6 obiacmu
NpuMeHeHUus. MAMmeMamuyeckux Memooo8 U UHOOPMAYUOHHBIX MEXHON02UL 8
SKOHOMUKe, CIAamucmuxke u ynpasienuu. Muozue u3 Hux 3anumarom eeoyujue
HO3UUUUE 20CYOAPCMBEHHBIX U KOMMEPYECKUX CMpYKmypax, oOuecmeeHHuix u
MeANCOYHAPOOHBIX  opeanuzayuix. (Ce200Hs, Ko2cod HAWd SKOHOMUKA NPOYHO
gcmaem HA  PLIHOYHLIE  PelibCbl, CHPOC HA  CREYUANUCO8,  GLAOCOUUX
COBPEMEHHLIMU ~ SHAHUAMU,  IKOHOMUYECKUMU  UHCHPYMEHMAMU, — HAGLIKAMU
MeHeodcMenmd, 0CoOOeHHO 8biCOK. VHueepcumem 3anumaem geoyujue nosuyuu 8
pazeumuu  OUCMAHYUOHHO20 00pA306aHUsl, Hecem JIKOHOMUYECKUe 3HAHUS 6
pecuonvr  cmpawnel. Cmyoenmor  u  compyoHuku MOICH uszeecmubl  cgoeli
UHUYUAMUBHOCIIbIO U NOCHIOSIHHOU — 20MOBHOCHbIO  OKA3AMb  NOCUIbHOE
cooelicmeue 6  peuleHun  BAJCHLIX  OOUeCMBEeHHbLX,  COYUANbHBIX U
20CYOdpCMBEeHHbIX 3d0dY4, YMO NOKA3Ad Npo6eoeHHus Bcepoccutickas nepenucs
Hacenenus. /Keaaio OpyrCHOMU KOLIEKMUGY 6aute2o YHugepcumema meop4eckux
VCHEeXo68 U HOBbIX O0CmudCeHuti 6 01d20pooHoM mpyoe Hd Huse o00pazosdmus u
HAYKU.

3aoanue 23. 110 KIOUYEBBIM CII0BAM ONPEACNUTE XapakTep nuceM. Haiaure u
UCIPABbTE PEUYEBBIC OMIMOKHM, HApPyIIAINUE OSTUKET O(PUUIMaANBHO-ACTOBON
MEPETTUCKHU.

Texer 1
['nybokoysascaemvii [lemp Anopeesuy!

B cenmsbpe ceco eooa 6 eauiem uncmumyme npoxooul HaAy4HO-NpaKmuyecKuil
cemunap « Cogpementivie npodIeMvl NCUXOJI02UU OEMCMEA», 6 KOMOPOM NPUHSLIU
yuacmue u npenooasament Hauleco uHCmumymd.

Cemunap npouienl Ha vlcoyaiiulem HAYYHOM YPOBHe, NPUBIEK OYEHb UWUPOKULL
Kpye YYACMHUKOE U3 HAYYHBIX YYPEedCOeHUl U B6Y306 CHpdaHul. Y4acmHuku
cemunapd ¢ YO0080NbCMBUEM O3HAKOMUIUCL C COBPEMEHHBIMU OOCMUICCHUIMU G
obnacmu  NCUXoNocUY, paccmMompent, U MO GdJCHO, He MOJIbKO Npobiiemvl
ACUXONI02UYECKO20 00pA308aHus, HO U akmydivHeluue npobiemvl NOO2OMOBKU
Kaopo8 npenooasame’ier.

Huorcatiue bnaeooapum koiiexmug Huemumyma 3a npekpactylo opeaHu3ayuio
U npogeodenue HAy4Ho-npakmuyeckoeo cemunapa. Ocobas obiazooaprnocme M. @.
Kyxypysze, ooxmopy ncux, HAyK, 3d cOOepiICamelbhblil U UHmepecHslil OOKIAO,
oceeMuSUILLLL ¢ HOBOLL CHOPOHbBL BONPOCHL NCUXOTI02UU OemMCmEd.

HKenaem 6cem Bam oanvnemuux meopdeckux ycnexoe u Haoeemcsi Hd npo-
doaiceHue compyorudecmea!



Texer 2
Veaoicaemvre cocnooa!

[ooicanyiicma, npumume MOU UCKPEHHUE USBUHEHUS 3d  HEMAKMUYHbLE
8bICKA3LIBAHUSI 8 aldpec eauteli xomnanuu, coenannsvie 28.10.2005 6o epems
8bICMYNIIeHUSL HA KOH(epeHYUU.

H3eunstocy ewe paz u NpusHalo c6ou 0bOGUHEHUS 6 AUl dOpec He COBCeM
CHPABeoNIuUBIMU U ODOCHOBAHHBIMU, d MAKJICE 360, YMO He UMEI0 HUKAKUX
npemen3uti k pabome cepeUCHOT CIYHCObL auLeti KOMNAHULL.

Haoerocw, ymo 6w meHs npocmume.

3aoanue 24. OTpenakTUpylTe TEKCT Cay>keOHOro mnucbma. Onpenenure
XapakTep AONYIIEHHBIX OLTUOOK.

Veaowcaemwviii Anopeii [lempoesud,

Hacmoswyum yeeoomaaro Bac, umo ¥Ynpaenenue xaopawu [lpesuoenma Poc-
cuticxoi Qeoepayuu, Kanaockoe azeHcmeo no peaiusayun pocCutickoO-KandaoCKou
npocpammel NOO Hazeanuem Jlemokpamuel-cmenenouamol u Poccuiickas Akaoemus
HAPOOHO2O XO35ticmead u 20CyodpcmeeHHot ciyocoer npu [lpesuoenme P® 18
Gespana 2014 200a nposooum cemumap Ha memy «llpobnemer noGuluLeHUs
aspgexmusnocmu cmadicupogox coccayocawmux 6 Kanaoey. B npoepammy cemu-
HApA GKIIOYUIU. OCHOBHBIE (DAKMOPLL, KOMOpble GIUAIOM HA IPHexmusHoCms
CMAJICUPOBOK, a MAK dice 0bMeH HYICHOU uHgopmayueii o npakmuxke uUcnoiv3o-
sanus 6 Poccuu xanaockoeo onvima 2ocyoapcmeenno2o ynpasienus. Cemunap
cocmoumcs 6 3ane Yuenoeo Cosema PAI Ca u I'C (np.Bepnaockozo, 84), nadaio 6
10.00. Onnamy npoesoa, nposcusanus 6 cocmunuye PAI'Ca u numanue umno2o-
POOHUX YHACMHUKO8 bepem Ha cebsi Kanaockas Cmopond. YoeoumeivHo npouLy
sac nociame Ha cemunap eeinyckHuxa Ilpoepammer Becenosa Anexcanopa Hea-
Hoguya — J{upekmopa OenapmameHma HCUTUIUHO KOMMYHAIbHO20 XO3AUCMEd
Aomunucmpayuu Hpociasckoti obnacmu u 00 nep8ozo ¢hespais noomaepoume eco
yuacmue 8 pabome OaHHO20 cemunapa.

{konmarxmmuuwiii menegon 436-35-12, cpaxc 436-55-80).

llepsorii 3amecmumens

HAYAIbHUKA YnpasieHus H. Damunus

01.12.14.

3. 3aga4yu TBOPYECKOro YPOBHSI

3aganue 25. Jlarp onpeneneHue AOKYMEHTOOOOpOTa MPEINpHSITHSL.
Cnenare aHaM3 OpraHM3ali JOKYMEHTOOOOpOTa (Ha MPUMEPE KOHKPETHOTO
npeanpusatus  benropoackoit obnactu).  [lpeacraBute  uHOpManuio 0
NOPa3Ac/ICHUH, KOTOPOE BBINOMHAET (PYHKIMHA TO ACIONPOU3BOACTBY; €TI0
YHCJICHHBIA COCTAB; 00Pa30BaHUE, CTAK PAOOTHI COTPYIHUKOB, BHIIOJIHIEMbIE HMH
(YHKIMY.

3ananue MpeAcTaBUTh B BUAE pedepara M 3aciayllaTh HA MPAKTUYECKOM
3aHSTHU.

3apanme 26. Ha OCHOBaHMM KOHKDPETHBIX NPEINPUATHI benropoackoi
o0nactu cienarb aHaJIi3 KaapoBoi paboTel (00S3aTENBHO yKa3aTh HAMMEHOBAHUE
CTPYKTYPHOTO MOAPA3AEICHHS], OCYLIECTBISIIOIIETO KaIPOBOE ACTIOMPOU3BOICTBO,



YUCJICHHBIH COCTaB MOJPA3JECNICHUSI, HAMMEHOBAHUE JOJDKHOCTEH, 0Opa3oBaHuUE,
CTaX padOTHI U BBIMOIHSAEMbIE (DYHKIIUH ).

3anaHue mpeAcTaBUTH B BuAe pedepara v 3aciyiiaTh HA MPAKTUUYECKOM
3aHSTHU.

3ananme 27. Ha ocHOBaHMM MPOBEIECHHOTO aHaM3a padOThl CITY>KObI
nepcoHajna (KaapoBoi ciyxObl) pazpabotars [lonoxkeHue o ciyxOe nepcoHana,
BKJTIOYMB OCHOBHBIE PA3/IEJibl TAHHOTO JOKYMEHTA.

[Tpu odopmiacHMM JAHHOTO JOKyMEHTa O0OpaTuTh BHUMAaHHME Ha
opopmiIeHHE TUTYJIBHOIO JIMCTA JAOKYMEHTA, 00s3aTeiabHO O(POPMHUTH PEKBU3UT
«["pud yTBepIKIACHMS» M APYTHE 00S3aTENBHBIC PEKBU3UTHI.

3aganue 28. [loaroToBUTH JOKYMEHTOOOOPOT MO OPOPMIICHUIO OTIYCKOB
(pa3pabotath U OGMOPMUTH TpaPuK OTHYCKOB, 3aABJICHUE O MPEAOCTABICHUU
ornycka (yueOHOro, 1o yXoy 3a peOCHKOM M JIp.).

PazpaboTannbie u o(pOpMIICHHBIC JTIOKYMEHTBI MPEeIOCTABUTh
PENOIABATENIO AJIsl IPOBEPKH.

3ananne 29. JokyMeHTOOOOPOT MO OPOPMIICHUIO CITYKEOHBIX
KOMaHAUpOBOK. Ha OCHOBaHMM Mpe0CTaBIeHHBIX KOMUKA OJIAaHKOB O(POPMUTH
JOKYMEHTBI JUTSl KOMaHMPOBKH.

3apanue 30. Ha OCHOBaHMM TPOBEACHHOTO AHAINM3A JCATEIBHOCTH
KaJpOBBIX Chy:kO mnpennpusituii  benropoackoit  o0nactv, MpeaoCTaBUTh
uHPOPMAITMI0O O BEACHWHW, yYE€Te W XPAHCHUIO TPYAOBBIX KHIKEK. BBIIBUTH
MOJIOKUTENIBHBIE W OTPHIIATEIIbHBIC CTOPOHBI B BEACHUM, y4e€Te W XpaHECHUH
TPYJOBBIX KHM)KEK Ha TIPEITPUITHH.

3apanue 31. Ha OCHOBaHMM TPOBEACHHOTO AHAINA3A JCATEIBHOCTH
KaJpOBBIX CJIY>KO Mpeanpustuii pazpadoraTth HOMEHKIATYPY [€N, C yKa3aHUEeM
CPOKOB XpaHEHHS TOKYMEHTOB.

Pazpabotannyro M O(QOpPMIIEHHYHO HOMEHKJIATypy MpeaoCTaBUTh Ha
IPOBEPKY MPENOAABATENIO.

3apanue 32. J[okyMeHTOOOOPOT 1Mo 0(OPMIICHHUIO MepeBoAa PadOTHHUKA HA
apyryto padoty. llpenoctaButh WHGPOpPMALIMIO O TOATOTOBKE W O(OPMIICHUIO
JOKYMEHTOB TpU NEpeBoic padOTHUKA HA APYTYI0 paboTy, HA OCHOBAaHUH aHAIN3a
KOHKPETHOTO TIPEITPUSATHSI.

3apanue 33. Ha OCHOBaHMM JAHHBIX KOHKPETHOTO  MPEANPHUATHS
npeaocTaBuTh  MHGOpMAIMl0 O (OPMUPOBAHUM M XPAHECHUIO  KaJPOBBIX
JTIOKYMEHTOB.

Hudopmaliuio npeocTaBuTh B BUJE A0KIAAa, 3aCIylIaTh HA MPAKTUUECKOM
3QHATUHU U BBISIBUTH MOJIOKUTEIBHBIE M OTPUIIATENIBHBIC CTOPOHBI B (POPMUPOBAHUN
¥ XpaHCHUH KaJPOBOH JOKYMEHTAIIMK HA TIPEITPUITHN.

3ananne 34. Ha ocHOBaHMM MPOBEACHHOrO aHaju3a PadOThl KaTpOBBIX
Cy>k0 KOHKPETHbIX Tpeanpusatuii benropoackoi oOnactu paspabortath (10
BbIOOPY CTY/AEHTA) AOJDKHOCTHYIO MHCTPYKIMIO OJHOTO U3 COTPYIHUKOB CITY>KOBI.
[Tpn odopmieHNN NOJBKHOCTHOM MHCTPYKIIMM BKJIFOYMTH OOS3aTENIbHBIC YETHIPE
pazaena (00mue NOJ0KEHUS, 00A3aHHOCTH,, MPABA; OTBETCTBEHHOCTS ).



Kpurtepun onenku:

-OCHKA «3a4YTCHO» BBLICTABJLACTCA CTYIACHTY, CCJIM 3aliada pCHiCHa oe3
OMMOOK WA ¢ MUHUMAJIbHBIM KOJTHYECTBOM OH_II/I6OK;

- OIICHKA «HC 3a4YTCHO» BBICTABJLACTCA CTYACHTY, CCJIM 3ada4a HC PCHICHA
HJIK peuiCHa HC BCPHO.

CocraBurenn C.B. IInakcuena
(TIO/IIHUCh )

«25» nroust 2020 T.

DenepanbHOE rOCyIaPCTBEHHOE OFOHKETHOE 00Pa30BATENBHOE YUPEIKICHHUE
BBICILIETO 00pa30BaHUs

«benropoACKuil TOCyJapCTBEHHBIN arpapHelii yHUBEPCUTET UMeHH B. 5. ['opuHa»



Kadenpa Oyxranrepckoro y4era, aHajm3a U (PUHAHCOB

BOHpOCI)I o TeMamMm JUHCHOHUIIJIMHBI

«/lokymMeHTaMOHHOE o0ecreYeHue yrnpaBJ/ieHusD)

Paznen 1. JIoKyMeHTHPOBAHUE YIIPABJICHUYECKOI eI TEJILHOCTH
Tema 1.1 Benenne. /JokyMeHT U cHCTeMa JOKYMEHTALUH

UYTO NOHMMAKOT O «TOKYMEHTOM), KAKOBO €r0 3HAYCHUE B YIIPABJICHUM.
CpoiicTBa 1 QYHKIIMHA JOKYMEHTA
JlaiiTe onpeaeneHue TEpMUHA « TOKYMEHTUPOBAHHUE) .

JlaiiTe onpenencHue TOKYMEHTALMOHHOTO 00ECIIEYEHUS YIIPABICHUS .

AR e

UTO MOHUMAIOT MOA «KJIAcCH(PUKALMEH AOKYMEHTOB» M KaKUE TPYMIbI
JOKYMEHTOB BbI 3HAETE?

6.  HopmaruBHO-npaBoBas 0aza OpraHHu3aluu JOKYMEHTAIL[MOHHOTO
o0ecrieueHus yIPaBJICHHSI.

7. Kakue 3akonbl PO, pernamentupyromme Bonpocel 10V, Bbl 3HaeTe?

8. Uro Takoe yHU(UUMPOBAHHBIE CUCTEMBI JOKYMEHTAUMM W KAKUMH
HOPMAaTHUBHO-METOANYECKUMHU JOKYMEHTaMU pPErIaMEeHTHPYETCS 1754
UCITOJIb30BAHUE?

9. KakumMum HOpPMATUBHBIMM JOKYMEHTAMH PETJIAMEHTHPYIOTCS  BOIPOCHI
ApPXUBHOTO XPAHCHUSI JOKYMEHTOB B CTpaHe?

10. Kakumu  ['OCTamm  crnemyer  monb30BaTbCsl  OpH OQOPMIICHUHU
OPraHM3ALMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB?

11. C kakoii nenapto pazpadoTaHbl OOIIEPOCCUHCKHUE KITACCU (PUKATOPHI U KAKUE U3
HUX UCTONB3YIoTCA B JI0Y?

12. B wem cytp UHCTpyKIMH MO AETONPOM3BOACTBY M KAKOBbI €€ OCHOBHBIE
paznenbl?

13. B uem cyth DenepanbHoro 3akoHa «O MEPCOHATIBHBIX TAHHBIX)?



14.  Yto moOHUMAKOT MO MEPCOHATBHBIMUA JTAHHBIMU?
Tema 1.2. Oprann3anuoHHO-pPaACHIOPSAAUTENbHBIC JOKYMEHTbI

1. Ilepeuucnure  OpPraHU3alMOHHBIE  JOKYMEHTBI,  PEVIAMEHTHPYIOLIME

AEATENBHOCTD CITY>KOBI YIIPABJIEHHS! IEPCOHAIOM.

2. HazoBuTe TOKYMEHTBI, OTHOCSIIMECS K MH(DOPMALMOHHO-CITPABOYHBIM.

3. Kakue BuAB JOKYMEHTOB COCTABJISIFOT TPYIIY OPraHU3alUOHHON H0-
KyMEHTauuu?

4. TloyeMy JOKYMEHTHI MO JUYHOMY COCTaBY BBIJEIICHBI B OTIAECIBHYIO TPYIITY

OPraHU3aLMOHHO-PACTIOPSAUTENBHON JOKYMEHTAM?
Tema 1.3. KagpoBasi nfokyMeHTanust

1. [TonsiTve, 3HAUEHUE U KITACCU(PUKALKS KAIPOBOH JOKYMEHTALIMH.
2. [Topsimok MOATrOTOBKA M O(QOPMIIECHHS JOKYMEHTOB, COMPOBOKIAOLIMX

TPYJOBBIE OTHOLICHHSI.

3. KomIuiekroBaHue JIMYHOTO Acha.

4, K kakoii rpynne kagpoBbIX JOKYMEHTOB OTHOCSTCS MPUKA3bl MO JTUYHOMY
cocTaBy?

5. C kako#l [ENbI0 M KAKMMH OPraHaMy OCYLIECTBIISIETCS TOCYHAPCTBECHHBIN

KOHTPOJIb BEJICHUS KQIPOBOM JOKYMEHTAIIUN?

6. Kakumu 3aKOHOJATCIBHBIMA W JPYTMMH  HOPMATHBHBIMU  aKTaMH
PYKOBOACTBYIOTCS MPU  OCYUIECTBJICHHM  KOHTPOJISI  BEICHHUS  KaAPOBOM
JOKYMECHTAIMU?

7.  Kakue BHUABI JAOKYMEHTOB BKJIIOUAacT B Ce€Os rpynmna JIOKyMEHTallUW [0
JIUYHOMY COCTaBY?

8. Kakwe BuABI JMOKYMEHTOB COCTABJSIIOT TPyNIy JAOKYMEHTOB IO TPYJIO-
YCTPOHCTBY, YUETY U padoTe ¢ Kaapamu?

9. HazoBuTe HOpPMATHUBHBIA AKT, B KOTOPOM MPEACTABICHBI (POPMBI KaTPOBBIX
JOKYMEHTOB M COJEPKATCA PEKOMEHIAIMY 10 UX 3AMOJTHEHUIO.

10. Kako¥i mpaBoBO#l aKT ONPEAENSIET NOPSAIOK BEACHUS TPYAOBBIX KHIKEK?



Sl e

hd

Tema 1.4. /leHe:xHble 1 PUHAHCOBO-PACYETHBIE JOKYMEHTBI

1.  Buael AeHEKHBIX U (PMHAHCOBO-PACYETHBIX TOKYMEHTOB.

2. OcoOeHHOCTH COCTaBJICHUS W O(OPMIICHUS JEHEKHBIX M (PMHAHCOBO-
PACUETHBIX TOKYMECHTOB.

3. TlepeuncnuTe ydeTHBIE JOKYMEHTBHI, CO3JABACMBIE B CIIY>KOE€ yMpaBiIeHUs

MEPCOHATIOM.
Tema 1.5. JloroBopHO-nIpaBOBasi JOKYMEHTALUS

1. JIoroBOp: MOHATHE, BUABL, TUIIOBAs CTPYKTYpA.
2. JlokyMeHTBI, OQOPMISIONIME TOPSAOK PACCMOTPEHHS CIOPOB  MEXKIY
FOPUANYECKUMU JTULAMU.

3. MckoBoe 3asiBieHue. TpeOOBaHUs K OPOPMIICHUIO U OCOOEHHOCTH OT3bIBA.
Paznen 2. Opranuszanus padtoTbl ¢ JOKYMEHTAMH

Tema 2.1. IlonsiTHe JOKYMEHTO000POTA, perucrpauusi AOKYMEHTOB.
HUcnonnenne  poxkymeHntroB. Konrpoas  ucnoanenusi.  Opranusanus

OIICPATUBHOI0 XpAHCHHSA JOKYMCHTA

[TpuHIMIIBI OpraHu3alun J0KYyMEHTO000poTa.
TexHonorus padoThl C JOKYMEHTaMH.
DOpMUPOBAHUE U XPAHECHHUE I B ACTONPOU3BOJICTBE.

CooTHecuTe MEXKIy COOOM TOHATHS «ACTOMPOM3BOACTBO» M «JIOKYMEH-
TOOOOPOTY.

Kak paccuntbiBaeTcs 00beM TOKYMEHTOOOOPOTA B OpPraHu3aivu?

Kaxue cmocoObl peructpaiiy JOKyMEHTOB HMCIOJIB3YIOTCS B OpraHu3aIuu v
4yeM 00YyCJIOBJIEH BBIOOP TOTO UJIM MHOTO criocoba?

B 4yeM coCTOMT MpeaBapuTEIbHOE PACCMOTPEHUE BXOIAIIMX JTOKYMEHTOB M

KaKoOBa ero 11eJh?

Tema 2.2. IlloaroroBKa 10KYyMEHTOB K apXHBHOMY XPAHCHHIO



S

1. DKCIEPTH3a LEHHOCTA JOKYMEHTOB.

2. IloaroToBka Jen K CAa4e B BEIOMCTBEHHBIN apXUB

3. KakoBbl OCHOBHBIE TPEOOBAHUS K PEXKAMY XPAHCHHS TOKYMEHTOB?

Tema 2.3. Ucnoab3oBanue IIIBM B gesionpou3Boacrse

Y10 Tako€ SJIEKTPOHHBINA TOKYMEHT?

Komnbrorepusanus 1e10Mpou3B0OACTBA Ha TPEAN PUSTHH.

Yro Takoe mabiaoH? YTo MOTyT BKJIHOYaTh B c€0s1 1a0I0HBI?
Yro Takoe popma?

[1Tabn0HBI KaKuX JOKYMEHTOB BXOAAT B makeT MicrosoftWord?

Kak MO>KHO MCTIOJIB30BaTh TAOMUILY AJIsl CO3/IaHUs TOKYMEHTOR?

CocraBuTelb C.B. IInakcuena

(To/Imcek )

«25» nroust 2020 T.

DenepanbHOE rOCY IaPCTBEHHOE OFOKETHOE 00PA30BATENBHOE YUPEIKICHHUE
BBICILIETO 00pa30BaHUs
«benropoACcKuil ToCyJapCTBEHHBINA arpapHblii yHUBEpcUTeT UM.B.S.I'oprHa»

Kadenpa Oyxranrepckoro y4era, aHajin3a v (PUHAHCOB

@doHa TEeCTOBLIX 3aJaHU

MO0 JUCHUILIMHE JIOKYMEHTAIIHOHHOE o0ecreyeHye ypaBJjaeHust

(HaMMEHOBaHHUE JIUCITUILIMHEI )

Pazngen 1. JIoKyMeHTHPOBAHUE YIIPABJICHUYECKOI eI TEJIbHOCTH
Tema 1.1. Benenue. JIoOKyMEHT H CHCTEMA JOKYMEHTALHHU
Buibpamu npasuivHblil 6apuanm omeema.:



1. Ceenenus o nunax, Qaxrax, COOBITUSX W SBICHUSAX HE3aBHCHMO OT
(OpMBI UX MPEACTABIEHUS — 3TO:

A) TOKYMEHT;

B) nnpopmanms;

B) pexBusur;

') GmaHk.

2. JIokyMeHTHUpOBaHHAas WH(OPMALKUS — 3TO:

A) uHpopmanMs, KOTOpas NPEAHA3HAYACTCS AJIsl OLUEHKHA MPABHIBLHOCTH
()YHKLIMOHUPOBAHUS IOJICUCTEM B CUCTEME YIIPABJICHUS,

bB) undopmanms, koTopas HE BBIPAKECHA WM HE MOKET OBbITh BBIPAKEHA B
KOJIMYECTBEHHOM popme;

B)  3ajukcupoBaHHas  Ha  MaTepUAIBHOM HOCHTEIIE yTEM
JOKYMEHTUPOBAaHUsT MH(POPMALUS C PEKBU3UTAMH, IMO3BOJISIOLIMMHU ONPEACIIATH
TaKyl0 WHQOPMAUMI0 WM B YCTAHOBIEHHBIX 3aKOHOAATEILCTBOM Poccuiickoi
denepannn cayvasx €€ MaTepUaIbHbI HOCUTED,

I') cBenenust o0 nunax, Qakrax, COOBITUSX W SIBJICHUAX HE3aBUCUMO OT
(OpMBI UX MPEJACTABICHMUS.

3. 3adukcupoBaHHas Ha HOcuTele WHGOpPMaUMs C PEKBU3UTAMU,
NO3BOJIIOIIAMH €€ UACHTU(PUIUPOBATH — 3TO:

A) TOKYMEHT;

B) nnpopmanms;

B) pexBusur;

') GmaHk.

4. JleATEeNnbHOCTD, o0ecneumnBarolas JOKYMEHTUPOBAHKE,
JOKYMEHTOOOO0POT, ONEPATUBHOE XPAHEHUE U MCIOIb30BAHME JJOKYMEHTOB — 3TO:

A) 1enONpOU3BOJICTRO;

bB) nokyMeHTHpOBaHHE;

B) c6op undopmanmu;

[') KOHTPOJUHT.

5. OCHOBHBIM OOBEKTOM JEJIOMPOU3BOACTBA SBIISCTCS:

A) OnaHk;

b) pexBusur;

B) noky™meHT;

I') apxus.

6. JIOKyMEHTBL,3aTParuBarOIINE HHTEPECH! ONPEAETICHHOTO JIULA — 3TO:
A) YHU(PULIMPOBAHHBIE TOKYMEHTHI,

B) nvuHble TOKYMEHTHI,

B) BHyTpEHHHUE TOKYMEHTHI,

') cpouHBIE JOKYMEHTBHI.



7. JIOKyMEHT, B KOTOPOM 4YacThb JOKYMEHTa OTI€4yaraHa, a 4YacTb
3aMOIHSETCS MPH COCTABJIICHUN — 3TO:

A) opumanbHbIA TOKYMEHT,

B) cpouHblii JOKYMEHT;

B) TpadapeTHblii JOKYMEHT;

') AMYHBII TOKYMEHT.

8. OumabHbIi TOKYyMEHT — 3TO:

A) TOKYMEHT, COCTABIIIEMBI paOOTHUKAMU JAHHOTO TPETPHSITHS,

B) noxkymeHT, moctynarommii U3 Apyrux NpeanpusTUi, OpraHu3anuii u ot
YACTHBIX JINLI,

B) [OKYMEHT, CO3MaHHBIA OpraHM3aluci, JOKHOCTHBIM JIMLIOM WA
IPaXIAaHUHOM, O()OPMIICHHBIH B YCTAHOBJICHHOM TOPSIIKE,

[') IOKYMEHT, 3aTparuBaroLINi HHTEPECHI OMPEACTIEHHOTO JIULIA.

9. JIOKYMEHTBI IOCTOSIHHOTO XPAHEHUS IOJIJIEKAT XPAHEHHIO:
A) 5 ner;

b) no 10 ner;

B) 15 ner;

I') cBbiie 10 ner.

10. O6s3aTeNbHbIE 11 UCTTOJIHEHHUS TOKYMEHTBI — 3TO:
A) MH(QOPMALIMOHHBIE TOKYMEHTHI,

B) nepBr4HbIC TOKYMEHTHI,

B) yauduumpoBaHHbIE JOKYMEHTHI,

[') IMpEKTHBHBIE TOKYMEHTHI.

11. ®OyHKUMs TOKyMEHTA, KOTOpas 3aKIovacTcs B (PUKCALMK, XPAHEHUU U
nepeaade nHpopmarvu:

A) KOMMYHHKaTHBHAs

b) nnpopmanmonnas

B) nmpaBoBas

') connanbHO — KyJbTypHast

J1) OTYETHO-KOHTPOJIBHAS

E) opranuzaumonnas

2K) yueOnas

3) y4eTHO-KaapoBas

W) memopuanibHas

12. ®OyHKOMS AOKYMEHTA, KOTOpas 3aKIFOYAETCsl B YCTAHOBKE MPABOBBIX
OTHOILICHHN:

A) KOMMYHHKaTHBHAs

b) nnpopmanmonnas

B) npaBoBas

') conManbHO — KyJbTypHast



J1) OTYETHO-KOHTPOJIbHAS
E) opranuzaumonnas

2K) yueOnas

3) y4eTHO-KaaApoBas

W) memopuaibHas

13. ®OyHKIMsS AOKYMEHTA, KOTOpas 3aKiIrvacTcs B Nepenade, OOMEHe
uH(popMaLneii:

A) KOMMYHHKaTHBHAs

b) nnpopmanmonnas

B) npaBoBas

I') conmanbHO — KynbTypHas

J1) OTYETHO-KOHTPOJIBHAS

E) opranuzaumonnas

2K) yueOnas

3) y4eTHO-KaApoBas

W) memopuasibHast

14. OyHKIMS AOKYMEHTA, KOTOPAs 3aKJIKOYACTCS B MEPEIAYE UCTOPHUECCKUAX
CBEJICHUI:

A) KOMMYHHKaTHBHAsI

b) nnpopmanmonnas

B) npaBoBas

') couManbHO — KyJbTypHast

J1) OTYETHO-KOHTPOJIBHAS

E) opranuzaumonnas

2K) yueOnas

3) y4eTHO-KaApoBas

W) memopuaibHast

15. CoBOKYIHOCTb JOKYMEHTOB, COACPKAIIMX UH(POPMAIUIO O
(PaKTUYECKOM MOJIOKEHUM AETT, CITY>KAlIMX OCHOBAHUEM JJIsl IPUHATHS PELICHU,
W3JIaHUS PaCIOPSAUTENbHBIX JOKYMEHTOB - 3TO

A) pacnopsIuTENbHbIE TOKYMEHTHI,

B) opranuzanmoHHbIE TOKYMEHTHI,

B) oTueTHBIE NOKYMEHTHI,

I') na(popMaMOHHO-CIPABOYHBIE JOKYMEHTHI

16. CucTteMa TOKyMEHTAIMU — 3TO

A) COBOKYITHOCTHIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, MNPUMCHSIEMBIX B
ONpeaenEHHON chepe ACATENBHOCTH

bB) COBOKYITHOCTH PEKBHU3UTOB

B) mokymeHT, conepkaliuii nepBUYHY0 HH(OPMAIIUIO

I') cucrema [OKyMEHTalMuW, CO3JaHHAs 1O €IUHbIM TMpaBWIaM |
TpeOOBAHUSM



17. B Hacrosimee Bpems B P® T1peboBanus K  odopMieHUIO
OPraHM3aLMOHHO-PACTIOPSAUTENBHON JOKYMEHTALIMH COACPKATCA B:

A) @enepanibHoM 3akoHe oT 27.07.2006 Ne 149-D3 (pen. ot 18.06.2017)
«O0 uHpopmanuu, HHPOPMAIMOHHBIX TEXHOIOTUIX U O 3allUTe UHDOpMALIUNY

b) TOCT P 7.097-2016 «Cuctema cTaHgapToB 1o uWH(popmanuuy,
OMONMOTEYHOMY M M3JATENIbCKOMY Aeiy. OpraHu3alOHHO-PACIOPSIUTENIbHAS
AoKyMeHTaius. TpeOoBaHus K OPOPMIICHUIO JOKYMEHTOBY

B) TOCT P 7.0.8-2013 «Cucrema cTaHgaproB 00 HH(pOpMaLKH,
OMONMOTEYHOMY M HM3AATEIBCKOMY JeNy. JeTOmporu3BOACTBO M apXUBHOE JEJO.
TepMUHBI U OIIPEACTICHUANY

I') Tpyaoeom koxaekce POD.

Buibpamws npasuiviivie eapuarnmsi Omeemos:

18. Tlo cpokaM UCHOMHEHUS! TOKYMEHTBI KIaCCH(PUIIMPYIOTCS HA:

A) yHU(pULIMPOBAHHEIE,

B) cpounsle;

B) Hecpounsle;

') BpeMEHHOTO XPaHEHUS,

J1) MOCTOSSHHOTO XPAHEHUSI.

19. 1o cpokaM XpaHeHUs Pa3IAvarOT JOKYMEHTHI:
A) BPEMEHHOTO XpaHEHMUS,

B) cpounsie;

B) Hecpounsie

') IMpeKTUBHBIC,

J1) MOCTOSSHHOTO XPAHEHUSI.

20. Ilo rpu¢y orpaHmyeHHsl HocTyna (CTENEHM TJIACHOCTH) PA3JIAYaIOT
JOKYMEHTHI

A) OTKpBITHIE;

B) ¢ rpudom orpannueHus q0CTyna,

B) cpounsie;

I') HecpouHsle;

J1) ko,

E) nognmmHHuky.

21. CpolicTBa NOKYMEHTOB:
A) BpEMEHHBIE;

B) Tunoseie;

B) nndopmannonHsie;

') skcmyaTanuoHHBIE,

J1) aHaTUTHYECKHE.

23. I1o MecTy COCTaBIEHUSI AOKYMEHTHI KITACCU(PULIUPYIOTCS Ha:
A) IEpBAYHBIC;


http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990

b) cBoaHEIE;

B) BHyTpeHHuE;

') BHEIIHME,

J1) yHU(UIMPOBAHHBIC,
E) tpadapetHsie.

24. 1o TNy HOCUTENICH TOKYMEHTHI KIACCU(UIIUPYIOTCS Ha:
A) OyMaxxHBbIE,

b) marnutHsle,

B) nepBuunsIe;

I') ontuueckue,

J1) KUHO(DOTOJOKYMEHTHI,

E) tpadaperHsie.

25. Tlo copeprkaHuIo JOKYMEHTBI KJIaCCU(PUIIUPYIOTCS Ha:

A) IEpBHAYHBIC;

b) cBoaHEIE,

B) cpounsie;

I') HecpouHsIe,;

J1) yHU(PUIIMPOBAHHBIE,

E) tpadapetnsbie.

Yemanosums coomeememesue:

26. VYCTaHOBUTH COOTBETCTBHE MEXKIY BHIOM JOKYMEHTA M €ro
XapaKTEPUCTUKOM:

Jlokymenmeur:

1. Opurunan (Mo JIMHHKK )

2. Konus

3. dyOnukar

4 .3aBepeHHas KOnus

5. Beinucka

Xapaxmepucmura OoKymenma.:

A) BBLIAKOTCA TPH YTEPE WM YHAUYTOXKEHUH MO JIMHHUKA,

b) konum ¢ HEOOXOMMBIMH PEKBU3UTAMM, MPUAAOIIAMA UM FOPUANYECKY IO
CUITY;

B) nepBble WM €AMHCTBEHHBIE SK3EMIUIPBI OPULMAIBHBIX JTOKYMEHTOB,
NOJMMCAHHBIE ABTOPOM;

[') yacTi JOKYMEHTA C YKa3aHHUEM, U3 KAKOTO TOKYMEHTA CJIEaHa BBITUCKA,
3aBEPEHHBIC JOKHOCTHBIM JIMLOM U UMEFOLIHE MEYaTh,

J1) TOKyMEHTBI, TOJTHOCTHIO BOCIPOU3BOIALINE HHPOPMALUIO MOATUHHUKOB
Y BCE €T0 BHEIIHUE MPU3HAKHU, HE UMEIOLIME FOPUINUYECCKON CUITBI.

27. YCTaHOBUTb COOTBETCTBME MEXKIY BHAOM JOKYMEHTA M €ro
XapaKTEPUCTUKOM:

Jlokymenmeur:

1. UnauBHayanbHbIC



2. TpadapeTHbie

3. Tunosele

4. TlpumepHsbIe

5. YHUpUUIHPOBAHHBIE

Xapaxmepucmura OOKyMeHma:

A) BXOJSIIME B KAKYIO-TMOO0 YHU(PUIIUPOBAHHYIO CUCTEMY JOKYMEHTALINH,

b) conepkanue Kaxxmoro JOKYMEHTa UMEET CBOU OCOOCHHOCTH;

B) co3nannble Ams TpyIibl OAHOPOIHBIX TPEANPUASTHI;

[') wmcnome3yroTcss s COCTABICHUS W O(GOPMIEHUS TOKYMEHTOB TIO
aHAJIOTAX

J1) yacTh TOKYMEHTA OTIIECYaTaHa, & 4acTh 3aMOJIHICTCS IPA COCTABIICHUH.

Tema 1.2. Oprann3zanuoHHO-pPaCHOPSAAUTENbHBIC JOKYMEHTbI
Buibpame npasuieHulii Gapuanm omeema:

1. Kommnekc B3aMMOYBS3aHHBIX JIOKYMEHTOB, PETTAMEHTHPYIOLIMX
CTPYKTYPY, 3a1a4i U (PYHKIIMH OPraHUu3alWu, TPUHLIUIIEI OPraHu3aluu €€ padoThl,
npasa, 00s13aHHOCTH, CPepy OTBETCTBEHHOCTH €€ PYKOBOJACTBA U CHELUATUCTOB —
370!

A) OpraHu3alMOHHBIC JOKYMEHTHI,

B) pacniopsautenbHbIE JOKYMEHTHI,

B) nH(popMannoHHO-CIPABOYHBIE JOKYMEHTHI,

[') HOpMaTUBHO-NPABOBBIE TOKYMEHTHI.

2.  JIOKyMEHT, aJpECOBAHHBI  BBIMECTOAIIEMY PYKOBOOUTENO, C
W3JI0’)KEHUEM KOHKPETHOW MPOOJIEMBI WM MOCTAHOBKOH BONPOCA M COACPIKALLMNA
OTBETHI U MPEAJIOKEHUS - ITO

A) OObsCHUTENBHAS 3AMKACKA,

b) JokmagHaszanucka,

B) UHpopmanmoHHOE TUCHEMO;

') [luceMo-H3BELICHHUE.

3. JloKaJibHBIA OPraHU3ALMOHHO-IIPABOBOMA JOKYMEHT, yCTaHABIMBAOILUN
uis  paOOTHHMKA OpraHu3auuu  (MOAPA3JEIICHUs) KOHKPETHBIE  TPYIOBBIE
(IOJKHOCTHBIE) 00SI3aHHOCTH B COOTBETCTBHU C 3aHUMAEMOH TOJDKHOCTBIO - 3TO

A) J10JKHOCTHAIMHCTPYKLIHS,

b) [1puka3 pykoBOAUTEIS,

B) llItatHoe pacnucaHue;

I') YcraB opranmzaumm.

4. TIucbMO, CBOECBPEMEHHO HH(POPMHUPYIOIIEE  3aMHTEPECOBAHHOE
JOJKHOCTHOE JIMLIO WM OPTaHM3ALMIO O CBEPIIMBLIIMMCS (PAKTE - 3TO

A) AxT;

b) lokxnaanas 3anucka;

B) UHpopManmoHHOENHUCHEMO;

I') Cnpagka.



5. JIOKYMEHT, OOBICHSIOUIMIA  BBILIECTOSAIEMY HENOCPEACTBEHHOMY
PYKOBOAMTEO NPUYMHBI HEBBIMOIHEHHUS KAKOTO-IMOO MOPYYEHUS, HAPYLICHUs
TPYAOBOH WIIH TEXHOJIOTMYECKON NUCUMIUIAHEI - 3TO

A) JloxknaaHas 3anmcka,

b) O0bsicHuTENbHAS 3aMTUCKA,

B) AKT 0 HapyleHUH TPYAOBOW JUCIUIUIAHBL,

') [luceMo-H3BELICHHUE.

6. IIpaBOBOM aKT, ONPEACHSAIONIMIA CTAaTyC OpPraHHM3aluH, €€ 3aJa4d M
(YHKIMH, TPABa, OTBETCTBEHHOCTb, MOPIIOK ACATEIBHOCTH - 3TO

A) lIraTHOE pacnucaHue;

b) [1paBuiia BHyTPEHHETO TPYAOBOTO PaCHOPsIKA;

B) UHcTpyKIHs OpraHu3aliOHHO-METOAMYECKOTO HA3HAYEHUS,

I') [lonoxeHreoOopranu3aum.

7.  JIOKYMEHT,  OTpaXarwolUi  OPOU3BOACTBEHHYI)  JIEATEIBHOCTH
OpraHM3alK WU MOATBEPXKAAOIIANA CBEICHHS O €€ pAOOTHUKAX - 3TO

A) Ilpuka3 o OCHOBHO# EATENBHOCTH;

B) enoBoe (ciy:keOHOE) MUCHMO;

B) Cny>xeOnas 3anucka;

I') Cnpagka.

8. Bua opraHu3aiMoOHHOTO JOKYMEHTA, KOTOPBIM Ompenenser HOopsiaoK
00pa3oBaHus, CTPYKTYPY ¥ OpraHu3aiuo padoThl MPEeNPUSITHUS

A) Ycras,

b) UncTpyknms;

B) [onoxenne.

9. Kakyto nndopmanuro coaepkut pazaen ¥Ycrapa « O0MMe moaoKEHUsD

A) CTpyKTypa OpraHu3aluy,

B) npaBa 1 00s13aHHOCTH JOJ>KHOCTHBIX JIHIL,

B) uenu u 3apaumn opranuzanuu.

10. Kakue n3 nepeunciIeHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3aliOHHBIM:
A) IHCBMO, MOJIOKEHUE;

b) ycraB, uHCTpYyKLMS,

B) ycras, ykas.

11. JlokymMeHT, B KOTOpPOM (PUKCHpyeTCS TOCIEN0BAaTEIbHOCTE U
colepkaHue  OOCY)KIAEMBIX  KOJUIETMAIBHBIM ~ OPraHoM  (COBEIIAHUEM,
KOH(DEPEHLIMEH, COBETOM M T. J.) TOCTABJIEHHBIX BOMPOCOB M MPUHSATHIX PEIICHUH -
3TO

A) JluktodoH;

b) [locranoBnenue;

B) Akr;
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I') [Tporokour.

12. JIOKyMEHT, COCTABICHHBIA HECKOJbKMMM JIMIAMU (KOMHUCCHEH),
NOJATBEPKIAOIINI  YCTAaHOBIEHHBIC (DAKTBI, COOBITHS WM JCHCTBUS, a TaKKe
(uKCUpYrOIUil pe3yabTarbl PEBU3WI, MHBCHTAPU3AUMH, MpUEMa-NEPEeIaud WU
CHMCAHWS MATEPHATIBHBIX LICHHOCTEH, MPUEM 3aKOHUYECHHBIX PA0OT U T. 1. - 3TO

A) Ilpotokour,

b) Pemenue;

B) [enoBoe (cinye0HO€) MUCHMO;

I') Akr.

13. IIpaBOBO# aKT PyKOBOAMUTEIS MPEANIPUAATHS - 3TO
A) Peakius Ha 3a0aCTOBKY;

b) JIuenune npemuy;

B) I[pukas,

') JIroOble AelcTBAS PYKOBOAUTEIIS.

14. ®opma BHYTPEHHEW MAEIOBOI MEPENUCKU MEXKIY MOAPA3ACICHUSIMU
OpraHuzalii WIA JAO0JDKHOCTHBIMHM JIMIIAMH, HE HAXOJSIUIUMUCS B MPSIMOM
NOJYAHEHUH - 3TO

A) CnyxeOHas 3anmcKa,

b) O0bsicHuTENbHAS 3aITUCKA,

B) JlokmagHas 3anucka,;

[') DneKkTpoOHHOE MHUCHEMO.

15. COBOKYNHOCTh IIMPOKO MPUMEHIEMBIX B YIPABICHUH BHIIOB
JOKYMEHTOB,  M3JaBacMbIX  PYKOBOJACTBOM  OpraHu3aluu,  COJAEP)KalIMX
VIIPABICHYECKUE PEIICHUS, HANpPABICHHBIC HA PEaTM3alUI0 CTOSIIMAX MEPEN
OpraHM3alMeld TEKYLIMX W MEPCIEKTUBHBIX 331a4, U 00JadaroliuX HOPUAHYECKOM
CHUJIOHN - 9TO

A) PacnopsaMTeTIbHBIETOKYMEHTHI,

B) [lenoBeie (ciy>keOHBIE) MUCHMA,

B) OprannzaunoHHbIE JOKYMEHTHI,

') Uu(popManmoHHO-CIPABOYHBIE JOKYMEHTHI.

16. IIuCbMEHHBIA JOKYMEHT, COACPKAIMI ONEPAaTUBHYK HHQPOPMALMIO,
NEPEAABAEMYI0 YCTHO N0 KaHAJIaM Teae(OHHOMN CBSI3M - 3TO

A) dakc;

b) Tenerpamma;

B) Tenekc;

I') Teneponorpamma.

17. YcraB opranvzanuu yTBEPHKIACTCS:
A) I'eHepanbHBIM TUPEKTOPOM;
b) PykoBoauTenem HaJIOroBOM MHCIIEKINN,
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B) IIpoTokonoM coOpaHus TpyIOBOrO KOJUICKTHBA,
I') Yupenutensmu (YyHaCTHUKAMM ).

18. J10JKHOCTHBIE HHCTPYKLIAW Pa3padaThIBAOTCS:

A) TONBKO 7151 AAIMUHUCTPATUBHO-YITPABICHYECKOTO MEPCOHANA,
b) TonbKo A1 cnenmanucToB,;

B) Tonmbko ans ciysxammx;

') Ha Bce AOIDKHOCTH, TPEYCMOTPEHHBIE IITATHBIM PACTIHCAHUEM.

19. Vkazanue, [loctanoBnenue, Penienue, PacopsikeHUe OTHOCHT K.
A) OpranuzalmoOHHbBIM TOKYMEHTAM

b) PacnopsauTenbHbIM TOKYMEHTAM;

B) OneparnBHO-uH(OPMAMOHHBIM TOKYMEHTAM,

I') Uu(popManmOHHO-CIPABOYHBIM JOKYMEHTAM.

20. Ha kakoM [OKYMEHTE HE CTABUTCS PEKBM3UT HAUMECHOBAaHUE BHJA
JOKYMEHTA:

A) HCBME,

B) nomKHOCTHOW MHCTPYKINK,

B) Ycrage.

21. JlokymeHT, ompeaensitonuii (poHa 3apabOTHOW MJaThl COTPYIHUKOB
OpraHU3alVH:

A) TOMKHOCTHAS UHCTPYKLUS,

b) mrarnoe pacnucanue,

B) Ycras.

22. Ha kakoM JIOKyMEHTE HET Tpu(da yTBEPKIACHUSI:;
A) npukasze;

b) nonoxxennu;

B) ycrage.

23. K rpymire BXOAAIUX JOKYMEHTOB MOYKHO OTHECTH:

A) NeOBBIE TUCHMA;

B) opranuzanmoHHbIE TOKYMEHTHI,

B) npukasbel opranuzanum.

24. C KaKOro MOMEHTA PACTIOPSAIUTEIIbHBIA TOKYMEHT BCTYAET B CHJTY
A) ¢ MOMEHTA CO3/1aHHUS,;

b) ¢ MoMeHTa moanKcanus;

B) ¢ MoMeHTa yTBEpKACHUS.

25. K BHyTpEHHEMY JOKYMEHTOOOOPOTY OTHOCHT:
A) opyHanbHBIE TUCHMA,

b) BHENIHME TOKIIAHBIEC 3AMUCKH, CITPABKH,

B) npukasbl, pacnopsskKeHHst OpraHu3aiu.



26. JIOKYMEHT, aApecOBaHHbIN MOHKHOCTHOMY JIMILY U COJAEPKALIUA CyThb
oOparnieHust pabOTHUKA — 3TO:

A) akr;

B) mpotokonn;

B) 3asBnenue;

I') cnpaBka.

Tema 1.3. KagpoBasi fokyMeHTaALUS

Bvibpamw npasuivhsiii apudanm omeema.
1. CoBOKYMHOCTb (hOPM (JIOKYMEHTOR ), OTPAKAIOIIMX HATMYKE U JBUKEHUE
nepcoHalia — 3To:
A) OTUETHAsI JOKYMEHTALMS,
bB) ¢mHancoBas nokyMmeHTalus,
B) kaapoBas 1oKyMeHTaIMS,
I') cratcTrueCcKast JOKYMEHTALMSI.

2. U3MeHeHne Cniuco4YHON YMCIICHHOCTH PAOOTHUKOB OPraHu3aliviu B CBS3H C
YBOJIBHCHHEM U MPUEMOM Ha padoTy — 3TO:

A) IBUXKEHUE NIEPCOHAA,

b) cokpanienue nepconania,

B) nondop nepconana;

I') mepenuck nepconana.

3. IIpukasel 0 npueMe Ha paboTy, NEPEBOJE HA APYTYIO paboTy, MPEAOCTABICHUH
OTITyCKa, YBOJIbBHCHHUH, JINUHAS KAPTOUYKA PAOOTHUKA OTHOCATCS K JOKYMEHTAM:
A) TOKyMEHTaM, CBSI3aHHBIM C OCYIIECTBICHUEM (PYHKIMI N0 YIIPABICHUIO
MEPCOHAIIOM M OpraHu3anuei Tpyaa,

B) nokymenTanuu no opopmIICHUIO OTITYCKOB;

B) nokyMeHTam no y4eTy JMYHOTO COCTaBa PadOTHHUKOB,

') nokymeHTanmu no opopMIICHUIO TOOLIPEHUH.

4. I1paBuiia BHyTPEHHETO TPYAOBOTO pacnopsaka, [ 10J0keHre 0 CTPyKTypHOM
NOPa3AcIICHUH, TOJDKHOCTHBIE MHCTPYKIMK, CTPYKTYpA W IITATHAS YUCIICHHOCTD,
[IITaTHOE pacnXCAaHUE OTHOCATCS K TOKYMEHTAM:

A) TOKyMEHTaM, CBSA3aHHBIM C OCYIIECTBICHUEM (PYHKIMI N0 YIIPABIECHUIO
MEPCOHAJIOM M OpraHu3alliuen TPy aa,

B) nokymenTanmu no opopmMIICHUIO OTITYCKOB;

B) nokyMeHTam no y4eTy JMYHOTO COCTaBa PadOTHHUKOB,

') nokyMeHTanmu 1no opopMIICHUIO MOOLIPEHUH.

5. OCHOBHBIM 3aKOHO/ATENIbHBIM aKTOM, KOTOPBIM PYKOBOJACTBYETCSI B CBOEH
paboTe KaapoBas ciyx0a — 3TO:

A) YronoBHblii kojieke PD;

B) Tpynosoii konekc PD;



B) I'paxxnanckuii konekc PO;
I') XKunumneiid koaekc PO.

6. TpyaoBoit 1OroBop J0KEH ObITh 3aKJIFOUYEH B:
A) ycTHOI popme;

b) nucemenHo# popme;

B) 370 HEe UMEET HUKAKOTO 3HAYCHHUS.

7. Ilpuem Ha padoTy odopmiisieTcs:

A) 3asBIEHUEM O IPUEME HA PadoTYy;

b) npuka3om o npueme Ha paboTy;

B) nomKHOCTHOW MHCTPYKUMEH;

') mpoTokosoM.

8. CornamieHne Mexxay paOOTHUKOM M paboToaTeneM, KOTOPOE YCTAHABIUBACT
WX B3aUMHbBIE TIpaBa U 00SI3aHHOCTH — 3TO:

A) 3asBIEHUE O IPUEME HA padoTy;

B) mrarHoe pacnvicanue;

B) aBroOuorpadus;

') TpynoBo# noroBop;

9. OCHOBHBIM JOKYMEHTOM MO YYETY NMEPCOHANA MPEANPUATHUS SIBISETCS:
A) TpyaoBast KHWUXKKA,

b) npuka3z o mpueme Ha paboty;

B) nuunas kaprouka,;

I') mpuka3 00 yBOJIBbHEHMH.

10. Cpok XpaHEHUs TMYHBIX KAPTOYEK:
A) 10 ner;

B) no 5 ner;

B) ot 30 oo 50 ner;

I') 75 ner.

11. TlepeBoa cOTpyAHUKA HA APYTYIO TOJDKHOCTH O(OPMIISETCS:
A) 3asBJIEHUEM O TIEPEBOC HA APYTYIO paboTy;

B) npuka3om o0 nepeBoe Ha APYTYIO AOKHOCT;,

B) akrowm;

I') cripaBKoi.

12. B Teuenue, kakoro nepruoa padOTHUK JTOJKEH HAMKACATH 3asBICHUE 00
YBOJIbHCHUM:

A)3a 2 mecaua;

b) 3a 2 Henenu,

B)3a 2 nus;

') cpoK HE YCTaHOBJICH 3aKOHOAATEIBHO.



13.KoMIieKC JOKYMEHTOB, XapaKTEPU3YIOUINX TPYI0BbIE OTHOLICHUS PAOOTHUKA
¢ paboToaareneM, TPyI0BOH MPOLIECC U APYTUe MOA0OHbBIE aCHEKTHI — ITO:

A) TpyaoBast KHWXKKA,

b) TpynoBoii norosop;

B) nuuHoe neno paboTHUKA,

I') aBroOmorpadus;

J1) pe3tome.

14. Yuer Tpyna u ero omiarbl 0(GpOpMITIETCS:

A) TOKyMEHTaMH MPOU3BOJILHOM (POPMBI;

b) yanduumupoBanasiMu (pOpMaMu EPBUYHON YUETHOM TOKYMEHTALMY;
B) 06a BapriaHTa OTBETOB BEPHHI.

Tema 1.4. /leHe:kHbIe U (PUHAHCOBO-PaCcYeTHBIE JOKYMEHTbI
1. JIOKYMEHT, MOKa3bIBAOIINI ABMKEHUE ACHEKHBIX CPEACTB — 3TO:
A) TOKYMEHT 10 KaJpOBOMY YUETY;
B) cBOAHBIN TOKYMEHT;
B) neHexxHbli TOKYMEHT;
') opranr3anOHHBIA TOKYMEHT.

2. KaccoBsle onepanuu 0(pOopMITSIOTCS:

A) yHu(pUIEpOBaHHBIMU (POPMAMU NIEPBUYHON YUYETHOW TOKYMEHTALWH,

B) pa3paboTraHHBIMH CaMOCTOATENBHO (OPMAMH TEPBUYHOM YUYETHOU
JOKYMEHTaLNH;

B) mo ycMOTpeHnIo pyKOBOAUATES.

3. Kakne o0s3aTenbHBIE PEKBU3UTHI JOJKHBI COACPKATHCS B MEPBUYHBIX
JOKYMEHTaxX MO y4eTy (PMHAHCOBO-PACUETHBIX oOmepauuii (BbIOpaTh HECKOJIBKO
BapUAHTOB OTBETA):

A) HAMMEHOBAHUE TOKYMEHTA,

b) nata cocraBieHust JOKYMEHTA,

B) HanmeHOBaHHE SKOHOMHUYECKOTO CYOBEKTA, COCTABUBILETO JOKYMEHT;

I') coneprxanue pakrta X03sIMCTBEHHOM JKU3HMU;

J1) moroTun opraHu3aluy,

E) BenuumHy HaTypalbHOTO W (WJIM) JACHEKHOrO W3MEpPEeHHs (akra
XO3SAHCTBEHHON JKM3HU C YKa3aHUEM €IMHULl U3MEPECHUS,

’K) HamMmeHOBaHME JOHKHOCTM  JIMLA, COBEPLIMBLICTO  CHACNKY W
OTBETCTBEHHOTO 32 MPABUJIBLHOCTH €€ O(POPMIIEHUS,

3) HOMep TeneoHa TUPEKTOPA;

W) noanucyu OTBETCTBEHHBIX TOJDKHOCTHBIX JIMIL ¢ YKa3aHUEM UX (haMuvid u
WHULMAJIOB JIMOO WHBIX PEKBU3WUTOB, HEOOXOOUMBIX IS MACHTU(UKALKMKA 3THX
JALL;

K) anpec 35eKTpOHHOM MOYTHI.



4. TlepBUYHBIE YUYETHBIE JOKYMEHTHI MO Yy4eTy (PMHAHCOBO-PACUYECTHBIX
onepanuii IPUHUMAOTCS K YUETY, €CJTA OHM

A) coCcTaBJICHBI B ANICKTPOHHOH (hopMme;

B) cocraBnieHbl Ha OyMaXHOM HOCHTETIE,

B) umerot Bce 00s3aTeNbHBIC PEKBU3UTHI.

5. JIOKyMEHTbI, KOTOPbIMH O(OPMIISIOTCS XO3SMCTBEHHBIE OMEpalMU C
JCHEKHBIMU  CPEJICTBAMU, TOAMUCHIBAIOTCA (BBIOpPATh HECKOJIKO BO3MOYKHBIX
BapUAHTOB OTBETA):

A) cexperapem;

b) nenonpousBoauTeneM;

B) pykoBoauTenem opraHuzanuu;

') rnaBHBIM OyXTajTEpPOM M YIOJHOMOUYEHHBIMU UMHU HA TO JIMLIAMHU.

6. UcnpaBneHus B KaCCOBbIC U OAHKOBCKUE JOKYMEHTHI:
A) nonyckarTcs;

b) He momyckatores;

B) 3akoHOAATENBCTBOM 3TOT BONPOC HE PETYIAPYETCS.

7.  JIOKYMEHTBI, KOTOpBIE SIBIISIFOTCS TMHCBMEHHBIM JI0Ka3aTeIbCTBOM
JNEHUCTBUTENBHOTO OCYLIECTBIICHUSI (PUHAHCOBO-PACUETHON OMEpallii WK TIPaBa Ha
€€ COBEPILICHUE — 3TO:

A) YYETHO-KaIPOBbIE JTOKYMEHTHI,

B) oTueTHO-CTAaTUCTHYECKNE JOKYMEHTHI;

B) oprannzannoHHO-pacnopsanTeNbHbIE JOKYMEHTHI,

I') puHaHCOBO-pacUETHBIE JOKYMEHTHI.

8. Onepauunu No NOCTYIUIEHUIO W BbIIAYE HATUYHBIX JEHET O(POPMIISIFOTCS:
A) NIPUXOIHBIMU W PACXOJHBIMHA KaCCOBBIMH OPJACPaMH,

b) nmnaresxHpIiMu MOPyYEHUSIMU,

B) nHKaccoBbIMY MOPYYEHUSIMU,

') mnaresxHpIMHA TPEOOBAHUSMMU.

9. JIEHEXKHBIHA YEK — ITO:

A) pacnopsbKeHUE MIAaTeNbIIMKA O MEPEYUCIEHUN C €r0 PaCueTHOrO CyeTa
ONPENEIEHHONW CYMMBI Ha CUET IOJIYYaTels,

b) pacnopsbkenue npeanpuatus OaHKy O BbIA4€ C €r0 pacyETHOrO CyeTa
CYMMBI HATUYHBIX JCHEXKHBIX CPEJICTB;

B) pacuerHblii TOKYMEHT, BBINMCBHIBACMBIN TOCTABLIIMKOM, COACPKAIIWNA
yKazaHue OaHKy TOJYyYUTh MNPUUMTAIOUIYIOCS €MY JEHEKHYH CyMMy OT
[IaTeNbIKa Ha OCHOBaHUH COOTBETCTBYIOIIMX JOKYMEHTOB,
CBUJIETEIILCTBYIOLIUX O COBEPIICHHBIX ONEPALUAX;

I') pacueTHBIil TOKYMEHT, HA OCHOBAaHHHA KOTOPOTrO MPOU3BOAMUTCS CIIUCAHUE
JEHEIKHBIX CPEJICTB CO CYETA IUIATENbIIMKA B OECCIOPHOM MOPSIKE



10. PacueTHbIii NOKYMEHT, BBIMUCHIBACMBIA IMOCTABIIAKOM, COIACP AU
yKazaHue OaHKy TMOJYYUTh MPUUYUTAIOIIYIOCS €My JACHEXKHYK) CyMMY OT
IUIATEIIbIINKA Ha OCHOBAHHMH COOTBETCTBYHOLIUX JOKYMEHTOB,
CBHUJETEIILCTBYIOLIUX O COBEPLUICHHBIX OMEPALUAX — ITO:

A) pacUeTHBIH YeK;

b) nmnarexxnoe nmopydeHue;

B) nHkaccoBoe nmopyueHue;

I') mnarexxHoe TpeOOBAHUE.

11. PacueTHBlit Y€K — 3TO:

A) pacnopsbKeHUE MIATENbIIMKA O TEPEYUCICHUU € €0 PaCue€THOrO CyeTa
ONPENEIIEHHONW CYMMBI Ha CUYET IOJIYYaTels,

bB) pacnopsbxenue npeanpustus 0aHKy O BBIJAYE C €r0 PacUETHOrO CHeTa
CYMMBI HATMYHBIX JCHEXXHBIX CPEJICTB;

B) pacuerHblii TOKYMEHT, BBINMCBHIBACMBIN MOCTABLIIMKOM, COACPKAIIWNA
yKazaHue OaHKy TOJYyYUTh MNPUUMTAIOUIYIOCS €MY JEHEXKHYH CyMMy OT
[1aTenblKa Ha OCHOBaHUH COOTBETCTBYIOIINX JOKYMEHTOB,
CBUJIETEJILCTBYIOLIUX O COBEPIICHHBIX ONEPALUAX;

') pacueTHBI!l TOKYMEHT, HA OCHOBAaHHHA KOTOPOTrO MPOU3BOAMUTCS CIIUCAHUE
JEHE)KHBIX CPEICTB CO CUETA TUIATENBIINAKA B OECCIOPHOM MOPSIKE.

12. ImarexH0e MOPYyUYCHHUE — 3TO:

A) 3T0 pacnopsKEHUE NMPEANPUATHS YUPEKIACHUIO 0aHKA O CIIMCAHUU C €r0
PACUETHOTO CYETA OMPEIAECIICHHON CyMMBI (COTJIaCHO MPUJIaracMbIM TOKYMEHTAM ) B
NOTAlICHHE CBOMX 00S3aTENbCTB,

b) pacnopsbkenue npeanpustus OaHKY O BbIIAYe C €r0 PacuyeTHOrO CYETA
CYMMBI HAJIMYHBIX JICHEKHBIX CPEICTB;

B) pacueTHbiii HOKYMEHT, BBIMHCHIBAEMBIHA MOCTABUIMKOM, COJCpKaIIAMA
yKazaHue OaHKy TOJYyYUTh MNPUUMTAIOUIYIOCS €MY JEHEXKHYH CyMMy OT
TIaTeNbIIKa Ha OCHOBAHUH COOTBETCTBYIOLMX JOKYMEHTOB,
CBUIETENBCTBYIOIIMX O COBEPIICHHBIX ONEPALMIX;

') pacueTHBII JOKYMEHT, HA OCHOBAHHHA KOTOPOTrO MPOU3BOAMUTCS CIIUCAHUE
JEHEIKHBIX CPEICTB CO CUETa TUIATENBIIHAKA B OECCIOPHOM MOPSIKE.

13. Kakoii JOKYMEHT CIYy>KUT OCHOBAaHMEM [JIsi CHUCAHHS JCHEKHBIX
CPEICTB CO CYETa IUIATENbIINKA B OECCIOPHOM MOPSIIKE:

A) pacUeTHBIH YeK;

b) mnarexxnoe nopyyeHue;

B) uHKaccoBo€ MOpPyUYEHUE;

I') mnarexxHoe TpeGoBaHUE.

14. Kakoil NOKYMEHT BBINKMCHIBACTCS NPHA B3HOCE HAJIMYHBIX JACHET HA
PacYETHBIN CYET:

A) pacUeTHBIH YeK;

b) nnarexxnoe nmopyueHue;



B) neHexxHblif uek;
I') mnarexxHoe TpeOOBaHUE;
J1) 0OBsIBCHUE HA B3HOC HAJTUYHBIMHU.

Tema 1.5. loroBopHo-npaBoBasi JOKyMEeHTaLUsI
1.Cornamenune AByX WM HECKOJIBKMX JHI 00 YCTAHOBIICHWM, U3MCHEHUU
WIHA MPEKPALIEHUH TPAKIAHCKUX MPAB U 00S3aHHOCTEN — 3TO:
A) akr;
b) crpaBka;
B) norosop;
I') cnyxeOGHOE MCHMO.

2. ITops 10K 3aKITFOUEHUS TOTOBOPOB PETYIUPYETCH:
A) I'paxnaHckuM Kojiekcom PD;

b) YronoBueM koaekcom PO;

B) Koagexcom 006 aIMUHUCTPATUBHBIX HAPYIICHHUSX;
") Hanoroeeim koaekcom PO.

3. VYcTaHOBUTb COOTBETCTBME MEXKAY BHJAOM JIOTOBOpA M €r0
XapaKTEPUCTUKON:

Bunesl 10oroBopoB:

1. JIoroBop OAHOCTOPOHHMIA

2. JIoroBOp ABYCTOPOHHUIA

3. JIoroBOp MHOTOCTOPOHHU I

XapakTepucTHKa:

A) COIEPKUT B3UMOCOTAaCOBAHHBIE MTPaBa U 003aHHOCTA KOHTPAreHTOR,

B) comepxur 0053aHHOCTM TOJBKO OJHOM CTOPOHBI M MpaBa TPEOOBAHWS,
JpyroH;

B) noroBop ¢ ydactuem Tpex uim 00Jiee CTOPOH; 3aKITHOYAETCsl OOBIYHO TTPH
OCYILECTBIEHUN TOBAPOOOMEHHBIX ONMEPALMAX, COOPYKEHUS OOBEKTOB, CO3JaHUs
COBMECTHBIX ITPEINPHITHA.

4. JloroBop, MO KOTOPOMY HMMYLIECTBEHHOE NPEAOCTABICHUE OAHON
CTOPOHBI 00YCJIABIMBACT BCTPEUYHOEC MMYIIECTBEHHOE MPEIOCTABICHUE C IPYroi
CTOPOHBI — JTO:

A) peanbHBIi AOTOBOD;

b) Bo3me3HbIi 10roBOp;

B) 0e3B03Me31HBIH AOTOBOP;

') KoHCeCyabHBINH JOTOBOP.

5. JIOKyMEHT, 3aKjI0YeHHE KOTOPOTO HAYMHAETCS C TOTO BPEMEHM, KOTaa
OBLJIO BBIITOJIHEHO ONMPEACIEHHOE IEHCTBUE MO MEPEIaye UMYIIECTBA — ATO:

A) peanbHBbIH AOTOBOD;

b) Bo3me3nHbIi 10roBOp;

B) 0e3B03MeE3AHBIN AOTOBOP;



') KoHCecyanbHBINH JOTOBOP.

6. ' paKIaHCKO-TPABOBOM AOTOBOP, KOTOPBIA MPU3HAETCA 3AKITIOUYCHHBIM C
MOMEHTA COTTIaCOBAHMS CYILECTBEHHBIX YCIOBUI CTOPOHAMM — 3TO:

A) peanbHBIH AOTOBOD;

b) Bo3me3aHbIi 10roBOp;

B) 0e3B03MeE3AHBIH AOTOBOP;

') KoHCeCcyanbHBINH JOTOBOP.

7. J1oroBop, B KOTOPOM HMMYLIECTBEHHOE MPEAOCTABICHUE MPOU3BOIUTCS
TOJIbKO OJHOM W3 CTOpPOH 0€3 TOJIY4YeHUs BCTPEYHOTO WMMYLIECTBEHHOIO
NPEIOCTABIICHUS OT APYTrOi CTOPOHBI — 3TO:

A) peanbHBIH AOTOBOD;

b) Bo3me3aHbIi 10roBOp;

B) 0e3B03Me3AHBIH AOTOBOP;

') KoHCecyanbHBINH JOTOBOP.

8. JloroBop, mo KOTOpPOMY OJHA CTOpPOHA (IpojaBell) o0s3yeTcs nepeaaTh
BelIb (TOBAp) B COOCTBEHHOCTH APYroil CTOpPOHE (MOKYMATEN0), a MOKyMnarenab
00s13yeTcs NPUHATH 3TOT TOBAP U YIJIATUTH 3a HETO OTMPEACTCHHYIO CYMMY — 3TO:

A) IOTOBOP KYIUIH-TIPOJIAXKH,

B) noroBop MeHsI;

B) noroeop napenus;

') noroBop apeHsl;

J1) moroBop 0€3B03ME3AHOIO MOJIB30BAHUSI.

9. JloroBop, 1o KOTOPOMY OJiHa CTOPOHA (CCY0AaTeNb) 003y€eTCs NeEpeaaTh
WIK TEPEacT Belllb B OE3BO3ME3AHOE BPEMEHHOE MOJIb30BAHUE APYToil CTOPOHE
(ccyomoyyarento), a TOCHeTHsss OO0sS3yeTCs BEPHYTh Ty JK€ BEIlb B TOM
COCTOSIHUM, B KaKOM OHAa €ro MoJiyyusa, ¢ yY4eTOM HOPMAJbHOIO M3HOCA WJIU
COCTOSIHUM, 00YCTIOBJIEHHOM J0TOBOPOM — 3TO:

A) IOTOBOP KYIUIH-TTPOJIAXKH,

B) noroBop MeHsI;

B) noroeop napenus;

') noroBop apeHasl;

J1) moroBop 0€3B03ME3AHOTO MOJIB30BAHUSI.

10. JloroBop, MO KOTOPOMY apeHAOJATENb OOS3YETCS MPEIOCTABUTh
apeHaToOPy 3a IJIaTy UMYLIECTBO BO BPEMEHHOE BJIAICHUE W MOJIb30BAHUE JTHOO
TOJIBKO BO BPEMEHHOE TMOJIb30BAHHUE — 3TO:

A) IOTOBOP KYIUIH-TIPOJIAXKH,

B) noroBop MeHsI;

B) noroeop napenus;

') noroBop apeHasl;

J1) moroBop 0€3B03ME3AHOTO MOJIB30BAHUSI.



11. I'To moroBopy moapsaa — 3T0:

A) [0roBOp, MO KOTOPOMY OJIHA CTOpPOHAa (ccyaoaareib) o0O0s3yercs
nepeaarh Wi NepeaacT Belllb B 0€3BO3ME3IHOEC BPEMEHHOE MOJIb30BAHUE APYToi
CTOPOHE (CCYIOMOJTYYATENI0), a MOCIEIHSS 003yETCsl BEPHYTh Ty K€ BEIIb B TOM
COCTOSIHUM, B KaKOM OHA €ro MoJjiyyusia, ¢ y4eTOM HOPMAJbHOIO M3HOCA WJIU
COCTOSIHUH, 00YCIIOBIEHHOM JOTOBOPOM;

bB) moroBop, mo KOTOpoMy OJIHA CTOPOHA (MpoAaBel) 00sA3YyeTCs MepeaaTh
Belb (TOBap) B COOCTBEHHOCTh APYroil CTOpPOHE (MOKYMATEN0), a MOKymnarenab
00s13yeTCs MPUHSATH 3TOT TOBAP U YIJIATUTH 3@ HETO OMPENEICHHYI0 CYMMY;

B) noroBop, mo KOTOpOMYy OJHAa CTOpPOHAa (MOAPSAYMK) OO0s3yeTCs
BBITIOJIHUTE IO 3aJaHUI0 IPYrOd CTOPOHBI (3aKa34MKa) OMPEACICHHYI0 PadoTy U
C/IaTh €€ Pe3yJIbTaT 3aKa3uMKy, a 3aKa3UuK 00sI3yETCsl MPUHATH PE3YJIbTaT pabOThI
Y OIUIaTUTh €T0;

[') noroBop, N0 KOTOPOMY MCHOTHUTENL 00SI3YyETCsl MO 3aJaHUI0 3aKa3uhKa
OKa3aTh YCAYTH, a 3aKa3UMK 0053yeTCs OMIaTUTh 3TU YCIYTH.

12. ITucbMO, OTIIPABIIIEMOE BUHOBHOM CTOPOHE B CITy4ae HEBBIIOIHEHUS €10
3aKJIFOYEHHBIX paHee JOrOBOPOB M PA3HOTO0 ponaa 00s3aTeNbCTB, MOMNBITKE
WU3MEHHUTb UX YCIIOBUS B OTHOCTOPOHHEM MOPSAKE — 3TO:

A) IMYHOE MTUCHMO;

b) npeteH31nOHHOE MUCHEMO;

B) nckoBoe nucbMo.

13. JIokyMeHT, moAaromuiics B CyJ B MUCBMEHHOU (opMe, coaepKaruid
npock0y 00 YIOBICTBOPEHMHM TPEOOBAHW CTOPOHBI-3ASIBUTENSE B CIIy4ae
HApyLICHHs] WM YIrpo3bl HApyLIEHWs €€ MpaB, CBOOOM WJIM WHBIX 3aKOHHBIX
WUHTEPECOB — 3TO:

A) IMYHOE TUCHMO;

B) npeTteH3nOHHOE MUCHMO;

B) uckoBoe 3asBncHue.

14. Jlns npuoOpeTeHusi TOBAPOB CTOPOHBI BCTYMAIOT B OTHOIIECHUS 110
NOCTaBKE MPOAYKIMH OpraHu3alueil — MOCTaBIIMKOM OpraHu3aluu-noTpeOnTEIO.
OTH OTHOWIEHUST OPOPMJISIOTCS. . .

A) TOroBOpOM COBITA,

B) noroBopom nocraBku;

B) noroopomM Kyrim-mpoaaxH.

15. JloroBop cunTaeTcs 3aKIFOYEHHBIM, KOT1a MEKAY CTOPOHAMM. ..
A) HET NMpETEH3 M,

B) nocturayTo cornameHue no BCeM NyHKTaM;

B) He cymecTByeT pa3HOriiacui.



Paznen 2. Opranuszanus padoTbl ¢ JOKYMEHTAMH

Tema 2.1. IlonsiTue AOKYMEHTO000POTA, PErHCTPALUS JOKYMEHTOB.
Hcnonnenne nokymentoB. KoHTpoib ncnoinenust. Opranu3zanus
ONepaTHBHOI0 XpPAHEHUsI IOKYMEHTA

1.JI0KyMEeHTOO00pOT — 3T0. ..

A) ycnoBHOEe 0003HAUYEHHME, NMPUCBACMOE TOKYMEHTY B IPOLECCE yUYETa W
UCTIOJTHCHHS,

bB) nBwkeHne NOKYMEHTOB B OPraHU3alAM C MOMEHTA WX CO3/JAHUS WIIA
NOJTyYEHUS [0 3aBEPIICHUS UCTIOJTHEHUS WIIM OTIIPABJICHHS aapecary,

B) otpacne peATenbHOCTH, oOecrmeuuBaromas JOKYMEHTHPOBAaHUE W
OpraHu3alyio padoThl ¢ OPUIHATEHBIMA JOKYMEHTAMHU.

2. OCHOBHBIMH XapAKTEPUCTUKAMU JTOKYMEHTOOOOPOTA SABISIOTCS (BBIOPATh
HECKOJIBKO BApMAHTOB OTBETA):

A) CKOPOCTb JBHKEHHS,

b) mapuipyT aBu>xeHus,

B) Bpems nBmkeHus,

') nepuoAMYHOCTH TIBHYKEHUSI.

3. Bce MHCTaHIMM HA MyTH ABW)KEHUS JOKYMEHTA OT CO3JaHUsl YEPHOBHKA
(MM IOJTYYEHMS) 10 MOALIMBKH B JIEJIO — 3TO:

A) CKOPOCTb JBHYKEHUS TOKYMEHTA,

b) nepruoanvHOCTh IBUKEHUS TOKYMEHTA,

B) mapuipyT ABM>KEHUSI JOKYMEHTA,

') Bpemst ABM>KEHUS JOKYMEHTA.

4. Bpems, 3aTpauMBacMoe Ha MPOXOKACHUE NTOKYMEHTOB MO MapLIpyTy OT
CO3/IaHUSI YEPHOBHKA (MJTM TIOJTYUYEHUS ) 10 MOAIIUBKH B JIEJIO — 3TO:

A) CKOPOCTb JBHYKEHUS TOKYMEHTA,

B) nepruoanvHOCTh IBUKEHUS TOKYMEHTA,

B) mapuipyTt ABM>KEHUSI TOKYMEHTA,

') Bpemst ABM>KEHUS JOKYMEHTA.

5. CrnoxuBuieecs WIA OPraHW30BAHHOE B Npenaenax HHQPOPMALMOHHOM
CUCTEMBI JIBH)KEHUE JAHHBIX B ONMPEACICHHOM HAIMTPABJICHUN — 3TO:

A) TOKyMEHTOAHAIN3,;

B) noKyMeHTONOTOK;

B) nenonpousBoacTBo;

[') TOKyMEHTUPOBAHKE.

6. OOwee KOJIMYECTBO JOKYMEHTOB, TOCTYIUBIIMX WM CO3JAHHBIX
Opra’u3aryen 3a ONPEACIICHHBIN IEPHO BPEMEHH — JTO:
A) 00beM TOKyMEHTOOOOPOTA,



B) CKOpPOCTb IOKYMEHT0060pO0Ta;
B) 060pauMBaeMocTh 0KYMEHTO060pOTa;
) NeprMoANYHOCTb AOKYMEHTOO60POTA;

7. O6bvem gokymeHTo060poTa (V) paccunTbiBaeTcs No opmyne:
A)V _ Konunyect BOBO kKonuu

Konn4yecTBo nogt; EMNEKOB

B)V - KONMNYBsCTBOBO noANNMHHUKOB
Konunyect bO KOTEE
B) V= KO/IN4ecTBO MNOANTMHHUKOB + KO/IMYECTBO KOMUW,

M) V= KONM4yecTBO NOA/IMHHINKOB - KOIMYECTBO KOMWIA;

8. Mo HanpaBneHU pPa3nMyardT AOKYMEHTOMOTOKM (BblOpaTb HECKO/bKO
BapMaHTOB OTBETOB):

A) TOpun30oHTa/IbHBIE;
B) Bxoaswue;

B) ncxopawme;

[") BepTUKa/IbHbIE.

9. JIOKyMeHTbl, HarnpaB/isieMble BbILLIECTOSILLMMMN OpraHamyM BnacTu W
ynpaB/eHns NOAUYNHEHHbIM OPraHU3aLWsM - 3TO:

A) ropu30HTaNbHbIN AOKYMEHTOMNOTOK;

B) BOCXOAALLMIA AOKYMEHTOMOTOK;

B) HMCXOAAWMIA JOKYMEHTOMOTOK;

') BHYTPEHHWIA IOKYMEHTOMOTOK.

10. Tlo OTHOLIEHMKO K YIMpaBfIeHYECKOMY OObEKTY  pas3nnyaroT
NOKYMEHTOMOTOKM (BblbpaTh HECKO/IbKO BO3MOXHbIX BapraHTOB OTBETA):

A) BHYTPEHHWI;

B) ropnsoHTasbHBINR;

B) Bxogawnia;

M) ncxogaLmia.

11. TexHonorns paboTbl C AOKYMEHTaMK, KOTOPas 3aK/04aeTcs B NPOBeEpPKe
MPaBUIbHOCTU  [OCTaBKW, LEMOCTHOCTM  YMakoBKKW, COXPAHHOCTWU Mevare,
BCKPbITUM KOHBEPTOB W NPOBEPKE KOMMIEKTHOCTN W LIENOCTHOCTU BNOXEHWIA, B
006paboTKe COMPOBOANTENBHOM AOKYMEHTALMN, COPTUPOBKE OKYMEHTOB - 3TO:

A) peructpauus;

B) ncnosnHeHwue;

B) nepsryHas 06paboTka;

[") KOHTPONb 3a UCNOTHEHWNEM.

12. 3anncb YYeTHbIX [aHHbIX O AOKYMEHTEe MO YCTaHOBMEHHOW hopMme,
(MKCUPYIOLLIEN (haKT ero co3gaHus, OTNPaBNEHNS UIN MOMYYeHUs - 3TO:



A) perucrpanus;

b) ucnonuenue;

B) nepBuunas o0paboTka;

') KOHTPOMB 32 UCTIOJIHEHUEM.

13. PeructpaunoHHbie (POPMbI TOKYMEHTOB MOTYT OBITh CJICIYIOIIHAX BUAOB:
A) )KypHAIIbHAS,

b) kaprounas;

B) aBromarusupoBaHHasi;

') Bce BapraHTBl OTBETOB BEPHBI.

14. TloAroToBka NPOEKTa OTBETHOIO JOKYMEHTA, €r0 COMIACOBAHME C

COHUCIIOJIHUTCIIAMHA — 3TO.

A) perucrpanus;

b) ucnonuenue;

B) nepBuunas o0paboTka;

') KOHTPONB 32 UCMTOJTHEHUEM.

15. JlesTenbHOCTh, HANMpPaBIIEHHAs HAa OOECHEUYECHUE CBOCBPEMEHHOTO M

Ka4C€CTBCHHOI'O UCITOJIHCHUA HOpyLIeHI/Iﬁ H PpCUHICHUA BOIIPOCOB — 3TO!

A) perucrpanus;

b) ucnonuenue;

B) nepBuunas o0paboTka;

') KOHTPONB 32 UCIIOJIHEHUEM.

16. JIOKYMEHT WM COBOKYIHOCTH JOKYMEHTOB, OTHOCSIIMXCS K OAHOMY

BOTPOCY WJIM YUACTKY AEATEIBHOCTH, MOMEUICHHBIX B OTACIBHYIO 00JI0KKY — 3TO:

A) apxuB;

b) neno;

B) noabopka;
I') onmce.

17. YTBEP)KAECHHBIN CUCTEMATU3UPOBAHHBIN MEPEYEHb HAMMEHOBAHUM 1€,

3aBOJIMMBIX B OPraHU3alUM, C YKA3aHUEM CPOKOB MX XPaHEHMs, O()OPMIICHHBIN B
YCTAHOBJICHHOM MOPSAIKE — 3TO:

A) cTpyKTypa aen;

b) HOMeHKarypa e,
B) moxbopka neu;

') apxuBHpOBaHKE JE.

18. I'pynnupoBaHre UCNOJHEHHBIX JOKYMEHTOB B JIEN0 B COOTBETCTBUM C

HOMGHKHaTypOﬁ ACIT U CUCTCMAaTHU3alnAa JOKYMCHTOB BHYTPH ACJIA — 3TO:!

A) KOHTPOJIb 32 UCTIOJTHEHUEM,
b) peructpauus nena;
B) popmupoBanue nena.



19. VYdeTHblii OOKYMEHT, COICP)KAIIMKA MEPEYEHb JOKYMEHTOB Jena ¢
YKa3aHUEM TMOPSIAKOBBIX HOMEPOB NOKYMEHTOB, MX WHACKCOB, HAa3BaHWH, Aar,
HOMEPOB JIMCTOB — 3TO:

A) obnoxka aena;

B) BHYTpEHHSs ONMKMCh TOKYMEHTOB €A,

B) akt Ha cniMcaHue Aena B apxuB.

20. JIOKyMEHTOIIOTOK, KOTOPBI COCTOMT M3 JOKYMEHTOB, CO3/IABAEMBIX B
JAHHOW OPraHr3alvu U OTIPABISAEMBIX 3a €€ MPEAEIIBI — 3TO:

A) rOPH30HTABHBIN JOKYMEHTOIOTOK;

B) BHyTpEeHHUI TOKYMEHTOIOTOK,;

B) ncxonsmmii JOKyMEHTOMOTOK;

') Bce BapraHTBl OTBETOB BEPHBI.

Tema 2.2. I1oAroToBKa JOKYMEHTOB K apXHBHOMY XPAHEHHUIO
Tect
1. U3yueHue JOKYMEHTOB HA OCHOBAHUM KPUTEPUEB UX LIEHHOCTH B LENISX
OTPEACTIEHUS] CPOKOB XPAHEHHsI TOKYMEHTOB U 0TOOpA MX Ha MOCTOSTHHOE
XPaHEHHUE — ITO:
A) peructpanusi JOKyMEHTOB;
B) KOHTPOJIb UCTIOJTHEHUST TOKYMEHTOB
B) skcnepTr3a LeHHOCTH TOKYMEHTOB,
I') popmupoBanue nena.

2. Jlyig Opranv3aniu | MpoBeACHUS! PA0OTHI MO IKCHEPTU3E LEHHOCTH
JOKYMEHTOB, OTOOPY M MOATOTOBKE K MEpeaade Ha MOCTOSIHHOE XPAaHEHHE
JNOKyMeHTOB ApxuBHOro ponaa Poccuiickoit deaepanmu cozmaercs:

A) BKCIiepTHAsS KOMUCCHS,

B) coBeT nupekTopos;

B) peBu3nonHast KoMuccus,

') 3acenanue cyna.

3. Jlena noCcTOSIHHOTO XPaHEHMsI MOUIEKAT:

A) XpaHEHHIO B OPraHU3alNN,

B) yHAuTOXEHWIO;

B) nepenaue ['ocapxuBy Poccuiickoii denepannn.

4. TToaroToBKa UCMOJIHEHHBIX TOKYMEHTOB K XPaHEHHUIO BKITIOYAET (BHIOPATH
BO3MO>KHBIE BAPUAHTHI OTBETOB):

A) PKCIepTU3y LICHHOCTU JOKYMEHTOB;

B) BHECEHUE HCTTPaBIIEHUH B TOKYMEHTHI,

B) opopmieHre TOKYMEHTOB, CIABaEMBbIX B apXUB,

') cocTaByieHue onKucu JOKYMEHTOB MOCTOSSHHOTO U IOJITOBPEMEHHOTO XPAHEHUS,
J1) obecnieueHne COXpaHHOCTH JICIT,



E)nepenauy nen B apxus.

5. YupexxIeHUEe WK CTPYKTYPHOE NOAPA3ACTICHUE OPraHu3allii,
OCYILECTBJISIOIICE XPAHEHUE, KOMIUIEKTOBAHUE, YUET U UCTIOJIb30BAHUE APXUBHBIX
JOKYMEHTOB — 3TO:

A) cknan;

b) Oyxrantepus,

B) apxus;

I') otaen kanpos.

6. ApXMBHBIA JTOKYMEHT —

A) MaTepualbHbII HOCUTEID ¢ 3a(QUKCUPOBAHHON HA HEM UCTOPUYECKOM
uH(pOpMaLUE, KOTOPBIM MOAJIEKUT BEUHOMY XPAHEHUIO,

B) 1OKyMEHT HOCOBETCKOTO MEPHOA,;

B) marepuanbeHbiii HOCHTEND ¢ 3aQUKCUPOBAHHOM HA HEM MH(POPMALMEH, KOTOPBIHA
UMEET PEKBU3UTHI, MO3BOJISIOLUINE €T0 UACHTH(PUIMPOBATH, U TIOJICIKUT
XPAHEHUIO B CHJTY 3HAYMMOCTH YKA3aHHBIX HOCUTEIS U UHPOPMALUH JIIs
rpakaaH, oOIIeCTBa U rOCY 1apCTBa.

7. Hoxkyment ApxuBHoro ponaa Poccuiickoit denepanmm —

A) MaTepuallbHBII HOCUTEID ¢ 3a(UKCUPOBAHHON HA HEM MH()OPMALIMEH, KOTOPBIH
UMEET PEKBU3UTHI, TTO3BOJISIOIUE €r0 UACHTU(PULMPOBATE;

B) apxuBHBIi TOKYyMEHT JOCOBETCKOTO MEPUOJIA,

B) apxuBHBIi1 TOKYMEHT, TPOLIECIIINIA SKCIEPTU3Y LEHHOCTHA JOKYMEHTOB,
ITOCTABJICHHBIM HA TOCYIAPCTBEHHBIN YUET U ITOJIEXKAIINANA TOCTOSTHHOMY
XPaHEHUIO.

8. ApxuBHblid poHa —

A) KOJIJIEKIMSI APXUBHBIX JOKYMEHTOB IO OMPEACICHHON TEME,

B) COBOKYITHOCTB apXWBHBIX JOKYMEHTOB, ICTOPUYECKH WK JIOTHYECKA
CBSI3aHHBIX MEXKAY COOOM;

B) COBOKYITHOCTB apXHBHBIX JOKYMEHTOB, XPAHSIIAACS B OTACIBHOM aPXUBHOM
YUPEXKICHUU.

9. BpeMEHHOE XpaHEHUE APXUBHBIX TOKYMEHTOB —

A) XpaHEHHE apXUBHBIX JOKYMEHTOB B apXUBE OPTaHU3ALNN,

B) xpaHeHue apXuBHBIX TOKYMEHTOB 0 UX YHUUYTOKCHUS B TEYEHUE CPOKOB,
YCTAHOBJICHHBIX HOPMATUBHBIMU MTPABOBBIMU aKTaMHU;

B) xpanenue nokymeHToB ApxuBHOTO (poHaa Poccuiickoii denepanyu 0e3
OTPEACTIEHUS CPOKA.

10 .Onuce aenn, TOKYMEHTOB, KaK YUETHBIA TOKYMEHT apXUBa, UCTOJIB3YETCS ISl —
A) CyMMapHOI0 y4eTa apXUBHBIX JOKYMEHTOB M 3aKPEIJICHUS TIOPSIKA UX
CUCTEMATU3ALINH,

b) moucka TOKyMEHTOB JIsl UX NAJbHEHIIETO UCTOJIb30BAHUS,



B) noeAMHUYHOro ¥ CyMMapHOTrO y4YeTa apXUBHBIX TOKYMEHTOB, 3aKPEIJICHUS
MOPpsIJIKa UX CUCTEMATU3AIINK, YUETa M3MEHEHUHA B COCTABE U 00bEME apXUBHBIX
JIOKYMEHTOB.
Tema 2.3. Ucnoab3oBanue IIIBM B gesionpou3BoacTse
Tect
1.  VYcraHOBUTH  MOCICIOBATEIIBHOCT ~ KOMIBIOTEPHOW — MOATOTOBKH
JIOKYMEHTOB:

[TocnenoBaren | 3tan MOArOTOBKM JOKYMEHTA
bHOCTh

PGI[&KTI/IpOBaHI/Ie BBCACHHOI'O TCKCTA

CoxpaHeHHe MOArOTOBICHHOIO JOKYMEHTA B BUAE (aiina B
naMsati OBM

Habop Tekcra

dopmarupoBanue (0QOPMIICHHE) KOMIIOHEHTOB TEKCTA

Ilewats NOATrOTOBICHHOTO JOKYMCHTaA

2. CoOnroicHME YCTAHOBIEHHBIX B 3aKOHOIATENIBHBIX AKTaX U HOPMATUBHO -
METOIMYECKMX NOKyMeHTax Poccuiickoil @eaepanum TpeOOBaHMN K JOKYMEHTaM B
XO0JIE MX COCTaBJICHUS, MMOATOTOBKH, MEPENECUYATKH, COTIIACOBAHUS, YAOCTOBEPCHHUS
— 3TO:

A) penaKkTUPOBAHUE NTOKYMEHTOB,

b) opopmnenne nOKyMEHTOB,;

B) neyars 1OKYMEHTOB.

3. HazoBure nBa OCHOBHBIX (opmara, Ha KOTOPBIX OQOPMIISIFOTCS
noKyMeHThl OP/]

A) A5 (148x210 mm); A 3 (297x420 mm)

b) A4 (210x297 mm); A 5 (148x210 mMm)

B) A5 (148x210 mm); A 6 (105x148 mm)

) A 3(297x420 mm); A 4 (210x297 mMm)

4. O0s3aTenbHBIA NPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBIH 3aKOHOM — 3TO

A) uHTEpBaN

b) pexBuzur

B) nonosxenue tabynstopa

I') smOniema

5. PexBu3HT - 310

A) o0s13aTenbHbII MPU3HAK HA TOKYMEHTE, YCTAHOBJICHHbIM 3aKOHOM
b) cucrema nokymeHranmuu

B) cnyxeOnoe mone

I') paGouee nosne

6. PEKBU3UT «BHU3a O3HAKOMJICHUSY BBITJIAIUT CACAYIOUTUM 00pa3oM:
A) cexperaps i/n ©.H.0O. 00.00.00
b) ropuct 1/ 00.00.00




B) cexperappr @.1.O. n/m 00.00.00
I') ¢ npukazom o3HakomiieH: Jji/m 00.00.00

7. COBOKYIHOCTb PACHOJI0XKECHHBIX B ONPEICICHHON MOCIEN0BATENBHOCTH
PEKBU3HUTOB, MPHUCYIIMX BCEM  JOKYMEHTaM  ONPEACIICHHOW  CHUCTEMBI
JOKYMEHTALMH - 3TO

A) BbINKACKA

B) popmynsp-oOpazen

B) Gmank

I') nokyMeHT

8. YCTaHOBUTH COOTBETCTBHE MEKAY (hopMaramu Oymaru:
dopmar Oymaru:

1. A3

2. A4

3.AS

Pasmep:

A)210x297 mm

b) 297x420 mm

B) 148x210 mm

9. CranmapTHeie pa3Mepbl TOJIEN:

A) BepxHee - He MeHee 30 MM; JieBoe -He MeHee 10 MM; mpaBoe - HE MEHEE
15 mM; HIKHEE - HE MeHee 20 MM;

b) BepxHee - He MeHee 30 MM, JeBoe -HE MeHee 30 MM, TPABOEC - HE MEHEE
10 mM; HIDKHEE - HE MeHee 40 MM;

B) BepxHee - He meHee 20 MM; JieBO€ -HE MeHee 20 MM, MPaBOE - HE MEHEE
10 mM; HIDKHEE - HE MeHee 20 MM;

I') BepxHee - HE MeHee 40 MM, JIeBOE -HE MeHee 20 MM, IPABOE - HE MEHEE

15 MM; HIDKHEE - HE MEHEE 25 MM;

10. CumBONIBI W WHIOCKCH, BHOCHUMBIE B JIOKYMEHT B MPOLECCE €T0
NOJATOTOBKH U O(POPMIIEHUS — 3TO:

A) IEpEMEHHBIE PEKBU3HTHI,

B) npononbHbIe PEKBU3HTHI,

B) nocTosiHHbIE PEKBU3UTHI,

') yrinoBble pEKBU3HUTHI.

11. PexBU3UTHI ACHATCS Ha:

A) yIJI0BBIC U TPOJIOJIBHBIE,

b) nocTositHHBIEC ¥ TEPEMEHHEIE;

B) HOpMaTUBHBIE W BEJIOMCTBEHHBIE,
') omHOKpaTHBIE U MHOTOKPATHBIE.

12. CuMBOJIBI M UHACKCHI, HAHOCHMBIC HA TUIOBBIE 3arOTOBKHA JTOKYMECHTOB
(Onanku ¥ GopMbl) THIOTPA(YCKUM HIIU IPYTHM CIIOCOOOM — 3TO:



A) YIJIOBBIE PEKBU3UTHI,

B) npononbHbIC PEKBU3HTHI,
B) mocTosiHHBIE PEKBUBHTHI,
') nepeMEeHHBIE PEKBU3UTHI.

13. TpeGoBaHus K COCTaBY PEKBU3UTOB JOKYMEHTOB, WX O(OPMIEHUIO
YCTaHABIMBAKOTCS:

A) A) HHCTpYKUIHEH IO JETONPOU3BOACTBY,

b) nonoxenune 06 apxuBHoM ponae PD;

B)I'OCT P 7.0.97-2016;

[N TOCT 16.48.7-70;

J1) HET MPaBHUILHOTO BAPUAHTA OTBETA.

14. Ha3Banue opranusanuu, COCTaBUBLICH JOKYMEHT, Ha3BaHUE JOKYMEHTA
(MCKJIFOUEHUE COCTABJISIFOT MUCHbMA), 3arojOBOK TEKCTA, JaTa, HMHIEKC, TEKCT,
NOJIMKUCh, OTMETKA 00 UCTIOJTHEHUH JOKYMEHTA M HAMPABJICHHUH €r0 B ACJIO — 3TO:

A) YIJIOBbIE PEKBU3UTHIL,

B) npononbHbIC PEKBU3HTHI,

B) mocTosiHHBIE PEKBUBHTHI,

') nepeMEeHHBIE PEKBU3UTHIL.

15. BapuaHTel pacnoyioKEHUsI PEKBU3UTOB:
A) YIJI0BOE B TPOJOTBHOE,

B) mocrosiHHOE M IEpEMEHHOE,

B) HopMaTuBHOE M BEAOMCTBEHHOE,

') rOpM30HTANTEHOE W BEPTUKAIBHOE.

CocraBurenn C.B. IInakcuena
(TIoIIHUCh )

«25» nroust 2020 T.

DenepanbHOE rOCYIaPCTBEHHOE OFOHKETHOE 00Pa30BATENBHOE YUPEIKICHHUE
BBICILIETO 00pa30BaHUs

«benropoICKuil rocy JapCTBEHHBIN arpapHelii yHUBEpCUTET UMeHH B. . ['oprHa»

Kadenpa Oyxranrepckoro y4era, aHajin3a U (PUHAHCOB

Tembl pejpeparToB



Mo JUCHUIINHE JJOKYMEHTAIHOHHOE o0ecreuyeHye ynpaBjaeHust

(HaUMEHOBAHUE JTUCITUILINHEI )

1. TepMUHONOTHSL, KCNIOJIB3yeMast B 00JIACTH TOKYMEHTAMOHHOTO
obecrieueHus
YIPaBIICHUSI.
. HopmaruBHo-MeToanueckas 6asa ACI0MpOn3BOICTBA.
. IIpukaznoe nenornpoussoacteo XV-XVII Bs.
. Cucrema MUHUCTEPCKOTO Aesonpon3BoacTBa XIX-Havana XX
. OcoOeHHOCTH yIIPABICHUS U JEIONPOM3BOACTBA B COBETCKHAE TOJIBI.
. YUeT KOIMYECTBA JOKYMEHTOB.
. Uapopmanmonno-nonckosas cucrema (UI1C).
8. IlpaBuna perucrpauu U MHACKCUPOBAHUS JOKYMEHTOB.
9.0Opranuzanys KOHTPOJIA 3a UCTIOJTHEHUEM JOKYMEHTOB. BUIBI KOHTPOJISL.
10. XpaneHue 1OKYMEHTOB.
11. CocraBneHne HOMEHKIATYPHI AE.
12. O6wmume npasuna GOpMUPOBAHUS JEN.
13. DkcnepTr3a HEHHOCTH JOKYMEHTAIBHBIX MAaTEPUAIIOB.
14. Buasl KOHQUACHIMATBHONW JOKYMEHTALUH.
15. ®yHKIMU JOKYMEHTOB: OOIIKE U CTIEUU(PUUECKHE.
16. PEKBU3UTHI JOKYMEHTOB: MOHATHE PEKBU3UTA, €TI0 POJIb B
JOKyMeHTUpoBaHuU. [IpaBuiia opopMIICHUS PEKBUZHUTOB.
17. TpeGoBanust K 0POPMIICHHAIO WH()OPMALIMOHHO-CITPABOYHBIX
JOKYMEHTOB.
18. OdopmiieHnE OpraHU3alMOHHO-TTPABOBBIX TOKYMEHTOB.
19. IlpaBuna opopMacHUs pacopsIUTENBHBIX JOKYMEHTOB.
20. TpeboBaHus K A3bIKY M CTHIIIO JOKYMEHTOB.

~ O\ D k=N

Kpurepuu ouenkn:

- OYeHKd «OMJAUYHO» BBICTABIISAETCS CTYIEHTY, NNIyOOKO W MPOYHO
YCBOMBILEMY TeMY pedepara, YETKO M CaMOCTOSTENbHO (0€3 HaBOASIIUX
BOMPOCOB) OTBEYAIOLIEMY HA JONOJHUTEIBHBIE BOMPOCHI MPU €r0 3aLIUTE.
Ecim Tema pedepara vMMeeT MPAKTHUYECKOE 3HAYCHHUE, CTYACHT JOJDKEH
OTBETUTH €T0 C TOUYKHM CIELUAATIUCTA.

- OYEeHKd «XOpOuio» BBICTABIAETCA CTYACHTY, TBEPAO YCBOMBLIEMY
Marepuall, rPaMOTHO M MO CYIIECTBY OTBEYAIOILEMY HA JOIMOJHMUTEIIBHBIE
BONIPOCHI TIPH €T0 3aIUTE U HE JOMYCKAKLEMY NPU 3TOM CYIIECTBEHHBIX
HETOYHOCTEH (HETOYHOCTEH, KOTOpPBIE HE MOTYT OBITh HCHOPABIICHBI
HAaBOASLIMMHU BONPOCAMM WM HE HMEKT BAKHONO MPAKTUYECKOTO
3HAYCHHUS ).

- OyeHKa «y0061emE8OpUMeibHO» BBICTABISAETCS CTYACHTY, KOTOPBIA
MOKA3bIBACT 3HAHWME OCHOBHOIO MAarepuana, HO HE 3HACT €ro JACTajeH,
JOMYCKAET HETOYHOCTH, HEAOCTATOYHO MPaBWIbHbIE (OPMYJIUPOBKH,
M3JIaracT Marepual ¢ HAPYIICHUEM IMOCIEAOBATENILHOCTH, OTBEYACT HAa
JOTIOTHUTENBHBIE BOTPOCHI MPHU €r0 3AIIMTE ¢ MTOMOIIBIO WM MTONTPABKAMH.



- OYeHKd  «HEYyOOBIemMEOPUMENbHO»  BBICTABIAETCS  CTYIEHTY,
KOTOPBI HE 3HAET 3HAYMTEIBHOM YacTH H3JlaraeMoro marepuana. He
OTBEYAET (MJIM OTBEYACT HEBEPHO) HA TOTIOJTHUTEIBHBIC BOMPOCHI.

CocraBurenn C.B. I'lnakcuena
(TIoITHUCh )

« 25 » mroag 2020 T.

denepanbHOE rOCy IaPCTBEHHOE OFOKETHOE 00PA30BATENBHOE YUPEIKICHHUE
BBICILIETO 00pa30BaHUs
«benropoAcKuil TOCYJapCTBEHHBINA arpapHblii YHUBEPCUTET

umenu B. 5. 'opuna»

Kadenpa Oyxranrepckoro y4era, aHajin3a U (PUHAHCOB
/lenoBasi (poJieBasi) urpa

«Ogopmaenue Kaopoevix OOKyMenmoe»

MeToaudeckoe 000CHOBAHUE 3aAHATHSA



JInst TUYHOTO W MPO()ECCHOHATBHOTO CAMOOIPEACIICHHS CTYICHTOB HCIIOIB3YIOT
pa3zHooOpa3Hble CIOCOOBI W METOABI, U OTHUM W3 HauOoiee >PPEKTUBHBIM, SBIACTCA
AeToBas Urpa.

JlenoBas Wrpa 3TO ULEJECHANPABICHHO CKOHCTPYHPOBAHHAS MOJEIH KaKOTO-THOO
peaTbHOTO  TpoIecca, HMHTHpPYOMAas  NpoecCHOHABHYI0  AEATENbHOCTh U
HampaBlicHHass Ha (OPMHPOBAHHUE M 3aKPEIUIEHHE TNPOQECCHOHATBHBIX YMEHUH H
HABBIKOB. B 11eT0BON WMTpe BOCTIPOM3BOIUTCSA MPOECCHOHATIbHAS OOCTAHOBKA, CXOTHAS
MO OCHOBHBIM CYIIHOCTHBIM XapPaKTEPUCTHKAM C PEATTBHOM.

OmHOBpEMEHHO HApAAy ¢ MPO(eCcCHOHATFHBIMU 3HAHUSAMH CTYACHTHI IIPHOOPETAIOT
CTIEUAITBHYI0 KOMIIETEHIIHIO — HABBIKH CIIEHATFHOTO B3aHMMOJCHCTBUS M YIIPABIICHHUS
JFOJIBMH, KOJUIETHAIBHOCTh, yYMEHHE PYKOBOIUTh W TOJYHHATHCA, CIIEAOBATEIBHO,
JeI0Basi HTPa BOCITUTHIBACT JIMYHOCTHBIE KAYECTBA, YCKOPSET MPOLIECC COLMATH3AIIUH.

JlemoBast mrpa TpeOyeT OT CBOMX YYACTHUKOB (OCOOCHHO IS TIPETOAABATEIS)
WHTEJUICKTYaTbHOW BBICOTBI W AKTEPCKOTO MAacTEPCTBA, PA3BUBAET CIIOCOOHOCTH
TeHEPHUPOBATHh HOBBIC UEH, TBOPUYECCKH MBICIIUTh H TPAMOTHO padoTath ¢ HHPOpMALHEH.

B ocHOBe NeTOBOM UTPHI JIEXKHT COBMECTHAS JAEATEIIFHOCTD MEJaroroB M y4aruxcs,
Onmarogapss KOTOPOH B TPYIIE yCTAHABIUBAIOTCA OOJ€e€ TEIUTbIE M KOHCTPYKTHBHBIC
B3aHMOOTHOIICHHS.

CIEHAPHUH JEJOBOM UTPHI «O®OPMJIEHUE KA/IPOBBIX

HOKYMEHTOB».

Ilnan «/lenoBasi urpa»

Memoouueckan yenv — «Vcronb30BaHUE JENOBBIX UTP MPH 3aKPEIIEHUH MaTepuana Ha
3aHATHAX YICOHOH TPAKTHKID

Tema: OdopmneHne TOKyMEHTALIMH 110 IMYHOMY COCTaBY

Tema 3anamusn: OTpaboTKa HABBIKOB O(POPMITEHHUS KaAPOBBIX JOKYMEHTOB

Heau 3anamus:

Obpaszoeamenvnasn — CTYZICHTBI CMOTYT ONPEIETUTD BUJI JOKYMEHTA,
MOCTIETOBATENIBHOCTD €T0 COCTABIICHH, OOBACHUTDH PACTIONIOKEHHE PEKBU3UTOB, OLICHUTH
MPABHJIBHOCTH COCTABIECHUA U O()OPMIICHHA.

Pazsusaroujasn — crmocoOCTBOBATh PA3BUTHIO HATIIAJHO-ACHCTBEHHOTO MBIIUICHUS,
aHanIM3a U CUCTEMATU3ALMH JTOKYMEHTOB.

Bocnumamenonas — crocoOCTBOBATh BOCIUTAHHWIO TO3HABATEIBHONW MOTPEOHOCTH K

00y4YEHHIO.
Heobxooumule  yuedHble  mamepuanpi: 00pa3npl  pe3oMe,  KapTOYKH-33/IaHUS,
KOMITBIOTEP.
Ilocaeoosamenvnocmo U008 YUeOHOU OeAMETbHOCHIU:
1. Jlenosas urpa.
2. AHamU3 BBITOJTHEHHBIX 3aJaHHH.

Ilpooonscumensnocme 3anamus: 40 MuH.
MMPOUECC OBYUYEHUA:

1. CoctaButh M 0popMHUTb JOKYMEHTbI MO JUYHOMY COCTABY B BHJe
A€JIOBOH UIPbI.



Kaxablii CTyAeHT nonydyaeT KapTouKy-3afaHue C NPOM3BOACTBEHHOW cuTyaumeid. Mo
KapTOuKam-3afaHusiM  HeoOX0aMMO  OMNpeAenuTb  MepeyeHb  [OKYMEHTOB,
COOTBETCTBYHOLLMX NPON3BOACTBEHHON CUTyaLMN.

C yuyeTOM TEOPEeTMYECKMX 3HAHWIA W MPaKTUYECKUX HaBbIKOB, MPUOOPETEHHbIX B
TeueHMe yuyebHOro rofla, a Takxke C y4eTOM MHAMBUAYaIbHbIX 0COGEHHOCTEN Kakaoro
CTY[IeHTa Ha KapTouke AaHo AndhepeHLMpPoBaHHOE 3adaHre. O6bACHEHME XOAa UTPbl U
MpaBw BbIMO/HEHUS 3afaHUS.

[Mpons3BoACTBEHHasA CUTYyaLns

CmupHoBa MapuHa AnekcaHgpoBHa 15.03.95 roga poXaeHus Oblia NpUHATa Ha
paboTy pgenonpoussoguTtenieM B KaHuensapuio OAO «XuMnpom», 4epe3 TpyU Mecaua
nocrne OKOH4YaHua [podeccmoHanbHOro yumnuuia Ne 50 no  creynanbHOCTM
«JlenonponssoanTenb.

Mpw nocTynneHnn Ha paboTy MapuHa npefcTaBuna XapakTepucTrKy 13 yunnunua.

MpopaboTana rog, a 3aTeM Oblia rnepeBefeHa CekpeTapeM HadasbHMKa Lexa Nob.
Uepes nonroga Oblia KomaHgupoBaHa B TI. VIpKYTCK Ha OAMH MeCAL Ha Kypcbl
MOBbILLIEHNA KB/TM(IMKALMM NS U3YHEHNA HOBbLIX KOMMbIOTEPHBIX TEXHOMOT WA

3a 406POCOBECTHLIN TPy Oblfa NPEMUPOBaHA €MHOBPEMEHHbLIM MOOLUPEHNEM B
cymme 10 000 (gecsATb Thicay) pybneid.

MpopaboTaB 5 net Ha NpeanpusaTAX, YBOAWIACb B CBS3M C MepPeMeHOM MecTta
XUTENbCTBA.

1.AndhepeHUnpoBaHHOe 3aaHue:
[J151 NepBOro BapuaHTa - 0OpPMUTb XapaKTepuUCTUKy
[)151 BTOPOro BapmaHTa - 3asB/ieHre 1 NprKas 0 npremMe Ha paboTy
[/19 TPETLEro BapuaHTa - 3asB/IeHMe 1 NPUKa3 O NepeBoje
[J/19 YeTBEPTOr0 BapuaHTa - NnprkKas 0 NOOLLPeHNM
0NA  NATOrO BapuaHTa - MpuvKas O KOMaHAMPOBaHWW AN MOBbILLEHUA
KBaIM(rKaLmm
[J151 LIECTOro BapmaHTa - 3asB/ieHre 1 NprKas 06 YBOIbHEHWN
ANSA MONYYEHNS OLEHKM «3» - 3asiB/IEHME O NPUEME U NepeBoje
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2. KoHCynbTUpoBaHUe 1N HabnroAeHMe 3a XO40M BbIMONHEHWS 3a[aHus
- MpoBepKa NpaBMILHOCTU COCTaBMEHMS U ODOPMIIEHNS JOKYMEHTOB.
- AHa/M3 CcaMOCTOsITeNIbHOM PaboTbl CTYAEHTOB; aKLUEHTMPOBaHWE BHMMaHUA Ha
0CO6EHHOCTM 0(hOPMAEHNS AOKYMEHTALMMN MO NIMYHOMY COCTaBy.
- AHann3 paboTbl CTYAEHTOB MO AOCTUXKEHWIO NOCTAB/IEHHOM Lienw.
- OLEHKa NONOXMUTENbHbIX U OTpULATENbHBIX MOMEHTOB.
2. Penekcus
- [lpoBepka MpaBWMLHOCTW  BbIMNO/HEHUA  3afaHMsi  OCYLLECTBMSIETCA  MyTeM
KOMNEKTUBHOIO 06CY)XAEHWS M MyTeM MPOBEPKM NPaBU/IbHOCTW OTBETOB C MOMOLLbHO
3Ta/I0HOB-06pa3L0B JOKYMEHTOB.
O6pasLbl-3TaNoHbl JOKYMEHTOB A/15 CaMOCTOSTE/IbHOW NPOBEPKN CTYAEHTOB:

OG6pasel-3TanoH Ans NepBoro BapuaHTa

MWHUCTEPCTBO OBPA30OBAHUSA PKYTCKOW OB/TIACTW
roCYAJAPCTBEHHOE ABTOHOMHOE MNPO®ECCUNOHAJIBHOE



OBPA3OBATE/IbHOE YUPEXXAEHNEWPKYTCKOW OBNACTW
«3ANAPUNHCKWIA ATPOMPOMbILUNEHHBIN TEXHUKYM»
FTAMNOY NO «3AIMNT»

666321 VpkyTckasa 06n., n. 3anapwu, yn. Martpocosa, 3,

Ten. (839552) 2-30-20, dakc (839552) 2-30-20

XAPAKTEPUCTUKA
25.06.2012 Ne 135

CmupHoBa MapuHa AnekcaHgpoBHa 15.03.95 roga poxaeHusi, obpa3oBaHue
HayasibHOe npodgieccnoHanbHoe: B 2012 rogy okoHunna MNpodgeccnoHanbHoe yumnumie No
50 no cneymanbHOCTM «[enonpon3BoanTENb.

B yuvnunwe MapuHa obydvanacb ¢ 2011 no 2012 Ha OHEBHOM OTAENEHUUN B
rpynne Ne 23. 3a BpeMsi 00y4eHMs1 HEOLHOKPATHO Harpaxjanacb rpaMmoTamm 3a ycnexm
B yuyebe 1 aKTVMBHOE yyacTue B XXU3HN yunnua.

3a nepuog o0byyeHus B yusanumwe  MapuHa nposBunia  cebs  Kak
rpamoTHas,BHUMaTe/lbHas, OYeHb [0OPOCOBECTHO OTHOCAWAACA K yyebe fesyllka. Mo
pesynbTaTtam NPOMEeXYTOUHbIX aTTecTalMin MokasblBasia TObKO XOPOLIME U OT/INYHbIE
pesynbTatbl. AN Hee  XapakTepHO  MNbITAMBOE  M3yyeHWe  BCeX  NPeAMETOB,
MCNOMb30BaHME JOMOHUTENIBHOA  NNTEPATYPbI, CamMOCTOATE/IbHasA MOAroTOBKA
MHTEPECHOro Y No3HaBaTe/lbHOro marepuana K Hambonee TpyaHoiM Temam. OHa Bcerga
[06POCOBECTHOBBIMNOMHANA [OMalUHee 33faHue, NPOoAB/sNa aKTUBHOCTb Ha 3aHATUSX,
aKKypaTHO ohopMm/isia KOHCMEKTbl MO BCeM npeametaM. Hukorga He onasfbiBasia Ha
3aHATMSA, He MMena MpOoMnycKoB 6e3 YBaXMWTeNbHbIX NPUYMH. BHeWwHW BuUg - Bcerga
onpaTeH. BexxnvBa ¢ npenogasatensmMu, ApYXeckne 0THOLLEHNS CO CBEPCTHUKaMMU.

Ha OCHOBaHWMM  BbILLEU3NIOXKEHHOTO,  CyMTaeMm, 4Yto MapuHa  MOXeT
ycrelHopaboTaTtb [efionpon3BoanTeneM, Tak Kak 061afaeT Heo6Xo4UMbIMIA NINYHBIMM
KayecTBamMu 1 NPOgeCCNOHa/IbHbIMI HaBbIKaMMU.

LvpekTop nognucb A.B. Ko3bMuH
MacTep rpynnbi noanuch M.M. Cmonsak
M.IM.

O6pasel-3TanoH 18 BTOPOro BapuaHTa

Ounpektopy OAO «XUMNpom»
lNeTpoByA.M.

CMupHOBOI MapuHbl AnekcaHApOBHbI
NPOXKMBAOLLIEW NO aapecy: 666321

n. 3anapu, yn. 3aBoAckas, A. 8 ke. 12

SAABJIEHUNE

Mpowy NpUHATL MeHs Ha paboTy AenonponssoamTeneM BkaHuenspuio ¢ 01.10.2012.



25.09.2012noamuch

Obpasey-amanon 013 6mopozo eapuanma

OAO «Xumnpom»
[TPUKA3
30.09.2012Ne1280xk
r. CasHck
O mpueme Ha padoTy
[TPUHATD:

CvupHOBY Mapuny AJeKCaHAPOBHY AENONPOU3BOAUTENIEM B KaHuesiputo ¢ 01.10.2012
Ha MOCTOAHHYI0 padoTy. OmmaTa Tpyaa cOTIacHO MTATHOMY PACITUCAHHMIO.

OcHoBanue: auuHoe 3asBieHue CmupHOBOMM.A. ot 25.09.2012 ¢ BUM30M HayanbHHUKA
otnena kaapos M.B.MBanoBa.

Hupextop noanucek A.M.Iletpos

C mpuxkazom o3HakomiieHa noanuch M. A.CmupHOBa
01.10.2012

Oopaszey-asmanon 011 mpemoezo apuanma
HavanpHuky kaHuenspun
MuxaiinosoitA.I1

3ASABJIEHUE

[Ipomy Bac mnepeBecTH MeEHS ACHONPOM3BOAUTENA KAHLEIAPHUUCEKPETAPEM
HavajpHUKA mexa Ne 5 ¢ 10.10.2013 B cBA3M ¢ BaKaHCHEH.

Henonpoussoautens noanuch M.A.CmupHoBa
05.10.2013



Oopaszey-amanon onampemoe2o sapuanma
OAO «Xumnpom»

[MTPUKA?3
06.10.2013Ne 1380k
r. Casguck

O nepeBoae

ITEPEBECTH:

CvmupHoBy MapuHy AJNEKCAaHAPOBHY MACNONMPOU3BOIUTENA KAHLEIAPUU CEKpPETapeM
HavapHUKA 1iexa Ne 5 ¢ 10.10.2013 Ha moctosHHYIO padorty. OminaTta Tpyaa COTIacHO
MTATHOMY PACIUCAHHUIO.

OcHoBanue: nuuHoe 3asBieHue CMupHOBOMM.A. ot 05.10.2012 ¢ BH30# HayadbHUKA
uexa Ne 5 ITpoxoposaC.C.

Hupexrop noanuck A.M.Iletpos

C mpuxkazom o3HakomiieHa noanuch M. A.CmupHOBa
07.10.2013

Obpasey-amanon ons1uemeepmozo 6apuanma
OAO «Xumnpom»

[TPUKA?3
05.03.2014No 550k
r. Casguck

O noompenun

3a 10OpOCOBECTHOE OTHOIIEHUE K PA0OTE U B TIPEIIBEPHU NPA3THUKA 8 MapTa
[MOOIIPUTH:



CvmupHoBy MapuHy  AJeKCaHAPOBHY  CEKpeTaps HayanbHMka 1exa Ne 5
€IMHOBPEMEHHBIM BO3HarpakaeHueM B cymme 10 000 (mecATs ThICSIY) pyOme.

Jupextop noanuck A.M.Iletpos
['n. 6yxranrep moamuck 3.11. Bacuna

Obpasey-amanon 013 namozo eapuanma
OAO «Xumnpom»

[MTPUKA?3
10.04.2013Ne 1120k
r. Casguck

O KOMaHIMPOBaHUM COTPYJHHUKA

JLs ToBBITIIEHUsT KBATH(PUKATTAN

KOMAH/IUPOBATb:

CmupHoBYy MapuHy AJEKCaHIpPOBHY, ceKpeTaps HavanbHuka mexa No 5 B HUpkyrckuit
MOJIUTEXHUYECKUH  YHUBEPCUTET HA KYpPChl HM3YYEHHS HOBBIX KOMIIBFOTEPHBIX
texHosioruit ¢ 15.04.2013r. mo 15.05.2013.

Ormnata TpyJa ¥ KOMaHIUPOBOYHBIX pacxodoB corjacHo cT. 168 K3oT.

Hupextop noanuck A.M.Iletpos
['n. 6yxranrep moamuck 3.11. Bacuna

C npukazom
o3HakomuieHa noanuch M.A. CMupHOBa
10.04.2013
Oopaszey-amanon 014 uiecmozo eapuanma
Havanenuky mexa Ne 5
ITpoxoposyC.C.
3AABIJIEHUE

[Ipomry yBonmuTh MeHS TIO COOCTBEHHOMY »kenanuio ¢ 25.11.2016 B cBs3M C TIepeMEHOH
MECTa KUTEIIbCTBA.

Cexpetaps noanuch M.A. CmupHOBa
11.11.2016



Oopaszey-amanon 014 uiecmozo eapuanma
OAO «Xumnpom»
ITPHUKA3

24.11.2016 Neo 1430k
r. Casguck

OO0 yBObHEHHH

YBOJIUTD:

CmupHOBY MapuHy AJIEKCaHIPOBHY CEKpeTaps HauaiabHuKa 1exa Ne 5 ¢ 25.11.2016.
OcHoBanue: nuuHoe 3asaBieHue CmupHoBod ML.A. ot 11.11.2016 ¢ BH30#1 HavyanbHHUKA
uexa Ne 5 [TpoxoposaC.C.

Jupextop noanuck A.M.Iletpos

C mpukazom o
3HakomMJieHa noamuch M.A. CmupHOBa
25.11.2016

CamocrosaTenpHass padoTa CTYJEHTOB IO COCTaBICHHIO W OQOPMIICHHIO KaIpOBBIX
JOKYMEHTOB OLICHUBAETCS:

3a TMPABWIBHBIA KOMIUIEKC UCTIONB3yEMbIX PEKBU3UTOB — 5 0AIIIOB;

2 ommmOku — 4 6amna; 3-4 omuoOKu — 3 Oaja.

- AHanmm3 paboTHI yHalIUXCA 10 TOCTHKEHHIO TIOCTABICHHOW TIEITH.

- OLIeHKA MONOKUTENBHBIX U OTPULIATETBHBIX MOMEHTOB.

- OOBABIIEHUE OLIECHOK M KOMMEHTAPHH K HHAM.

- Y6opka paboyero mecra.

CocraBurenn C.B.Ilnakcuena
(TIoIIHUCh )
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Bonpocsl k 3a4ery
10 JUCUUILTMHE «/l0KyMeHTAlHOHHOE o0ecneYeHne Y paBJIeHUus»

JUTSL CTYJIEHTOB (paKyJIbTETa CPEIHETO MPOPECCHOHATLHOTO 00pa30BaAHMSI,
cnenmranbHocTH 38.02.01 DkoHOMHEKA M OyxXTranTepckuii yuer (6a30BbIi
YPOBEHB )
Hcropus pa3BuTHs A€N0MPOU3BOACTBA B Poccnn
Oco0OEeHHOCTH OpraHU3alud COBPEMEHHOTO ACIONPOU3BOICTBA B PD
['ocynapcTBEHHOE PErYJIMPOBAHKE ACIIONMPOU3BOACTBA B PD
PekBU3UTHI TOKYMEHTOB, TTpaBuiia OPOPMIICHHUSI
bnanku TOKyMEHTOB, BUIbI OJIAaHKOB
Dopmynsp-o0pasel; OpraHu3alMOHHO-PACIOPAAUTENILHOTO JOKYMEHTA

SNk L=



7. IOpuanueckas cuiia JOKyMeHTa

8. Tunonorus JOKyMEHTOB

9. OOwue TpeOoBaHUs K COCTABICHUIO U O(OPMJICHUIO TOKYMEHTOB

10. TpeGoBaHus K COCTABIEHUIO H O()OPMIICHUIO OPraHA3allMOHHBIX TOKYMEHTOB

11. PacnopsanTenbHble JOKYMEHTHI

12. Ponrp ®  3HaueHWE  HWH(POPMALMOHHO-CIIPABOYHBIX  JOKYMEHTOB B
YIPaBICHYECKON ACSITETBHOCTH.

13. TloHsATHE, 3HAYCHHE U KITACCU(HUKALIMS KATPOBOM TOKYMEHTALMU

14. Tlopsaok NOArOTOBKH M 0(pOPMIICHHUS JOKYMEHTOB I10 MPUEMY Ha padoTy.

15.TTopssA0K MOATOTOBKM M OPOPMIIEHHS JOKYMEHTOB IIPU MEPEBOIE PAOOTHHKA.

16.I1opssn0K MOATOTOBKM M O(POPMIIEHHS JOKYMEHTOB TIPY YBOJIbBHEHUM PaOOTHHKA.

17.OdopmieHrE JOKYMEHTOB MPH B3BICKAHUSX U TOOLIPECHUSIX.

18.JInunas kapTouka pabOTHUKA.

19. TpynoBO# AOrOBOP: NOHSATUE BUJIBI U TUIIOBAS CTPYKTYpA.

20.TpynoBast KHW>KKA: OHITHS ¥ TPeOOBaHMS K 0(OPMIICHHIO.

21. KoMIUIEKTOBaHUE JIMYHOTO JEIA.

22.Bunbl JeHEKHBIX U (PUHAHCOBO-PACYETHBIX JOKYMEHTOB.

23.0Oc00eHHOCTH COCTABIICHUS U OPOPMIIEHUSI IEHEKHBIX U (PUHAHCOBO-PACUETHBIX

JOKYMEHTOB.

24, JIoroBOp: MOHATUE, BUIBL, TUTIOBASI CTPYKTYPA.

25.J10KyMeHTBI, O(QOPMIISIIOLIME TOPSAOK  PAaCCMOTPEHMS]  CHOPOB  MEXKIY

FOPUINYECKUMH JIALAMH.

26.HckoBoe 3asdBiicHrE: TpeOOBaHUS K O(POPMIIEHUIO U OCOOCHHOCTH OT3bIBA.

27. IOKyMEHTOOOOpOT:  MOHSTHE,  OCHOBHBIE  XapakTepucTukh.  OO0BbeM

JOKYMEHTOOOO0pOTA.

28.JIOKyMEHTOITOTOK: TTIOHSTUE W BUIBL.

29. TexHonmorust paboThI C BXOAAUIMMHA JOKYMEHTAMHU.

30.TexHomorust paboThI C TOKYMEHTAMH.

31.YcnionHeHne U KOHTPOJIb 32 UCTIOJTHEHUEM TOKYMEHTOB.

32 .TloHsATME HOMEHKIIATYPBI A€, BUBI HOMEHKIATYPBI JETT.

33. DOpMHUPOBAHKE U XPAHEHUE JIET B JENOMPOU3BOJICTBE.

34.OkcnepTrsa LEHHOCTH JOKYMEHTOB

35.1ToaroToBka e K ciaye B BEIOMCTBEHHBINA apXUB

36. KomnbroTepuzanust JeI0nPOM3BOACTBA HA PEANIPUATHI

37.Buabl  oOpamieHus TPaXAaH: NPEUIOKEHUS, 3asBJICHUS, SKaloObl, WX

OTpeNENCHUs U TPEOOBAHUS K COCTABIICHUIO.

38. JIOKyMEHTHI JINUHOTO XapaKTepa.

39. Yanukanys u CTaHJapTU3anus B ISJIOMPOU3BOICTBE.

40.Conepxanne u obnacte npumenenus ['OCT P 7.0.97-2016 «Cucrema

CTaHAAPTOB 1O WH(pOpMAIMK, OWOIMOTEYHOMY W  U3AATCIBLCKOMY  JIENY.

OpraHu3airOHHO-PACIIOPSAATEIIbHAS JOKYMCHTAIIUS. TpeGoBanus K

0(OPMJIEHUIO TOKYMEHTOBY .

Kpurepumn onenku:


http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
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