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1. IOACHUTEJIBHASA 3AITMCKA

®OC npenHa3zHaveH sl MPOBEPKHU pe3ysbTatoB ocBoeHuss MJIK u coctout U3 mporpammsl
TEKYyIed aTTECTALlUU U IIPOrPaMMBbl TPOMEXYTOUYHOM aTTeCTalUH.

[Tpomexyrounast arrectamuss mo MJIK mpoBogutcs B dopme nuddepeHnpoBaHHOTO
3a4eTa.

Texylmuii KOHTPOJIb OCYLIECTBIISIETCS HAa KaKJIOM 3aHATHUU B XOJE OCBOEHUS Marepuala B
(opMe MUCBMEHHOTO OMNpOCa, BHIIOJHEHUS TECTOBBIX 3aJlaHUM M MPAKTUYECKUX 3a/aHUM 110 TeMe
3aHATHS. B XoJe TeKylero KOHTpOJI OCYHIECTBIIIETCS HHIAMBUAYAIBHOE KOPPEKTHUPYIOLIEE
obmeHue mpenonaBaresss ¢ oOydaromumcs. [lpy Hammuuu TpyAaHOCTEH W (WJIM) OMIMOOK Y
oOyyaromerocsi MpenojaBaTreib B XOJ€ TEKYIIero KOHTPOJIA IyOIupyeT OOBsSCHEeHHE HOBOTO
MaTrepuaja C Yy4eTOM OCOOCHHOCTEH BOCHPHUATHS M YCBOEGHUS OOy4YaIOUIMMCS COAEPIKaHUS
MaTepuana yaeOHOU TUCIUTUTHHEIL.

OneHka KayecTBa IMOATOTOBKM OOYYAIOUIMXCS U BBITYCKHMKOB OCYLIECTBISETCS B JBYX
OCHOBHBIX HaIllPaBJICHUSX:
o1ieHKa ypoBHs ocBoeHust M/JIK;
OLICHKAa KOMIIETEHIIMI 00yJaromuxcs.
Kpurtepun onieHKH YpPOBHSI OCBOCHHS

[Tpu npoBeeHUN aTTECTalluU CTYAEHTOB UCIOIb3YIOTCS CIEAYIOLUE KPUTEPUHU OLIEHOK:

Onenka "OTIMYHO" CTaBUTCS CTYAEHTY, MPOSBUBLIEMY BCECTOPOHHME U INTyOOKHE 3HAHUSA
y4eOHOro MaTepuasa, OCBOMBILIEMY OCHOBHYIO U JIOIIOJHUTEIbHYIO JUTEPATypPy, OOHAPYKUBLIEMY
TBOpPYECKHE CIIOCOOHOCTH B MOHUMAHUU, U3JI0KEHUU U MPAKTUYECKOM HCIIOIb30BAHUN YCBOCHHBIX
3HaHui. OneHka "0TJINYHO" COOTBETCTBYET BHICOKOMY YPOBHIO OCBOEHUS AUCLUILINHBI.

Onenka "xopomo" CTaBUTCS CTYAEHTY, HpPOSBUBIIEMY IIOJHOE 3HaHUE Y4eOHOIo
MaTepuaia, OCBOMBIIEMY OCHOBHYIO DPEKOMEHJOBAHHYIO JIMTEpaTypy, OOHapyKHUBIIEMY
CTaOMIJIbHBINA XapakTep 3HAHUN M YMEHUH U CIIOCOOHOMY K MX CaMOCTOSITEIbHOMY IMPUMEHEHUIO U
OOHOBJICHHIO B XO/JI€ MOCIEAYIOLIEro 00y4eHns U MpakTUuecKoil aesrenpbHocTu. Onenka "xopouo”
COOTBETCTBYET JOCTaTOYHOMY YPOBHIO OCBOEHUS JUCLIUIIINHBI.

Onenka "ynOBIETBOPUTENBHO" CTABUTCS CTYJIEHTY, MPOSBUBLIEMY 3HAaHUS OCHOBHOTO
yuyeOHOro Mmarepuaia B o0beMe, HEOOXOAMMOM ISl MOCIEIyIoLero oOydyeHHUs M MpencTosiei
IIPAKTUYECKOW JESATENBHOCTH, 3HAKOMOMY C OCHOBHOM pPEKOMEHJOBAaHHOM JIMTEpaTypoH,
JIONYCTUBIIEMY HETOYHOCTM NpPHU OTBETe, HO B OCHOBHOM OO0J]aJaronieMy HeoO0XOAUMBIMU
3HAHUSIMM U YMEHUSIMHU JJI MX YCTpPaHEHUs IPH KOPPEKTHPOBKE CO CTOPOHBI IpernojaBaTes.
Onenka "ya0BIETBOPUTENBHO" COOTBETCTBYET JOCTATOUHOMY YPOBHIO OCBOCHHUS JUCLIMILINHEL.

Onenka "HEylOBIETBOPUTENIBHO" CTAaBUTCS CTYAEHTY, OOHApyKHBIIEMY CYIECTBEHHBIE
npo0esbl B 3HAaHUMM OCHOBHOT'O y4eOHOro Marepuaia, JOIMYCTUBIIEMY NMPUHLIUIHAIBHBIE OMIMOKU
IpU IPUMEHEHUH TEOPETUUECKUX 3HAHUMN, KOTOPbIE HE MO3BOJISIOT EMY MPOJOJIKUTH 00yUeHHE UITH
OPUCTYNUTh K TMPAKTUYECKOH JeATeNbHOCTH O€3 JONMOJHUTENbHOW MOArOTOBKHU 10 JIAaHHOH
qucnuruHe. OneHka "HeyJOBIETBOPUTENBHO" COOTBETCTBYET HHU3KOMY YPOBHIO OCBOEHUS
JUCLUIUINHBI.

Jns  oueHKkW ypOBHS OCBOEHHUS JUCHMIUIMH, HPOPECCHOHANBHBIX MOAyJeH (ux
COCTaBJISIOIINX ) B KOJUIEIPKE YCTaHABIMBAIOTCSA CIIENYIOIIEE COOTBETCTBUE!

«OTJINYHOY - BHICOKUI YPOBEHb OCBOCHHSI,

«XOpOILO0Y», «YAOBIETBOPUTENBHO» - JOCTATOYHBIN YPOBEHb OCBOCHMS;

«HEYOBJIETBOPUTEIILHO» - HU3KUI YPOBEHb OCBOCHHUSI.

Jns oneHku oOmMX W MpOo(ecCHOHATBHBIX KOMIIETEHIIMHA CTYJIEHTOB MCIIOJIb3YeTCs
JTUXOTOMHUYECKash cucTeMa oueHuBaHus: «0» — KOMIETeHIHs He OCBOEHa, «1» — KOMIeTeHLUs
ocBoeHa. OreHka 00X M NMPO(EeCCHOHAIBHBIX KOMIIETEHIMH MO JAMCHUIUIMHE OTpakaeTcs B



KypHaie Y4eOHBIX 3aHATHM M BBICTABIAETCS HA OCHOBAaHMM pE3yJbTaTOB BBINOJIHEHUS
IIPAaKTUKOOPUEHTUPOBAHHBIX 3aJaHUM.

2. IPOITPAMMA TEKYH.IEI71 ATTECTALIUU (koMILIEKT OLIEHOYHBIX CPEJCTB VISl OLleHKH
YPOBHSI OCBOCHUS YMEHUM, YCBOCHUS 3HAHM I, CPOPMHUPOBAHHOCTH OOLIUX U
npodeccuoHaIbLHBIX KOMIIETEHIUI MPH NPOBEIeHNH TEKYLEro KOHTPOJIS)

@opMbI M MeTO/AbI TEKYIIET0 KOHTPOJIS.

s 3akperieHus ¥ YCBOCHHS MOJYYEHHBIX 3HAHHUM HCIOJIb3YIOTCA cienyromue Gopmbl U
METOABl KOHTPOJS: YCTHBIH M TNHCBMEHHBIH ONpPOC, MOJArOTOBKA COOOIIEHUH, pedepaTos,
TECTUPOBAHUE, PEIICHUE CHUTYAaUMOHHBIX 3aJady U T.J. POpMbI M METOJABl TEKYLIEr0 KOHTPOJIA
IpeyCMaTpUBAIOT KaK CaMOCTOSITEIbHYIO padoTy, Tak ¥ padoTy B IpyIIIe.

Texkyuuii KOHTPOJIb HAIIPABJICH Ha UHAUBUAYAIbHYIO KOPPEKIUIO PE3yIbTaTOB 00YUYEHHUS IO
JUCLIUIUIMHE TI0 CJIEIYIOIIUM BHUJIaM padoT:

OTtpaboTka HaBBIKOB MOKMCKA U MepeIayll HHPOPMAIIHH.

OtpaboTka HAaBBIKOB 0€30MaCHOTO HH()OPMAIIMOHHOTO U COIMATILHOTO B3aUMOICUCTBHSI.

[TonroroBka JOKYMEHTOB B pa3HbIX (hopmarax.

PaboTa no uHIMBUAYATBHOM MPOTpaMMe.

MoryT ObITH AOMOJHUTENBHO UCTIOIB30BaHbI CIEAYIOIINE (POPMBI:

PedeparuBnoe 3amanme siBisiercss (HOpMoOil caMOCTOATENBHON paboThl cTyaeHToB. Pedepar
BBIIIOJIHSIETCSI B COOTBETCTBHUM C METOAMYECKMMH PEKOMEHJALUAMH [0 €ro BBINOJHEHUIO,
odopmisiercs B OyMa)KHOM BapuaHTE B COOTBETCTBHU CO CTaHIAPTOM KOJUIE/DKA W TI0 KEJIIAHUIO
CTYJICHTa MOET COMPOBOXKAATHCS IJIEKTPOHHON mpe3eHTanuel. 3amura pedepara IpOBOAUTCS B
YCTHOH (hopMe B paMKaX TEOPETUICCKHUX 3aHATHH.

BrinmonHenue uccneaoBaTeabcKoro 3aaHusi, pe3yabTaToM KOTOPOTo BhICTyMAeT pa3paboTka
AJIEKTPOHHOM MPE3CHTAINH, SBISIETCS (DOPMOM CaMOCTOSITEIFHON pabOThI CTYIEHTOB. DJIEKTPOHHAS
Mpe3eHTalus pa3padaThiBaeTCsl CTYACHTAMU MHAWBHUIYAJTbHO WM TPYMION CTYACHTOB (2-3 4en.) B
COOTBETCTBUU C METOJUYECKUMH PEKOMEHJALMSMU IO €€ IMOATOTOBKE. 3aluTa Mpe3eHTaluu
MPOBOAMTCA B YCTHOHM (hopMe B paMKax TEOpeTUYECKHX 3aHsATHil. [Ipu MOAroTOBKE BBICTYIIICHUS
0 MPE3EHTAIIMN MOXHO PYKOBOJICTBOBATHCS PEKOMEHAIMSAMH K IOJTOTOBKE YCTHOTO COOOIIEHHUS.

VYCTHBI Oonpoc — KOHTPOJIb, MPOBOAUMBIN MOCIE U3Y4YEHHUs MaTepuaia Mo OJHOMY WIIU
HECKOJIbKUM TeMaM (pa3zgenaM) IUCHMIUIMHBI B BHJE OTBETOB Ha BONPOCHl U OOCYKICHHS

CUTYaLUi.
[TuceMeHHBIH KOHTPOJb — KOHTPOJb, MpEANoNaraoumii paboTy ¢ MOCTaBICHHBIMHU
BOIPOCAMHU, PELICHUEM 33/1a4, aHAIN30M CUTYaIlUH 10 OTAEIbHBIM TeMaM (pa3zienaM) Kypca;
KoMOuHUpOBaHHBIIT  ONMPOC  —  KOHTPOJIb,  MPEAYCMATPUBAIOIINN  OJHOBPEMEHHOE

UCIOJIb30BaHUE YCTHOM U MMCbMEHHON ()OPM OLIEHKH 3HAaHUI 110 OJHOM MM HECKOJIBKUM TEMaM.

3aHH/ITa M MPE3CHTAIUA OOMAIIHUX Sa)IaHI/Iﬁ — KOHTPOJIb 3HaHUHI IO HHIWBHUAYAJIbHBIM WA
TPYNIOBBIM JOMAIITHUM 33/IaHUSM C IEJIbI0 TIPOBEPKH TMPABUIBHOCTH WX BBIMOJTHEHHS, YMEHUS
000011aTh MPOWIEHHBIH MaTepHal U MyOJIMYHO €ro MPeAcTaBisATh, MPOCIEKUBATH JIOTUYECKYIO
CBSI3b MEX/Yy TEMaMH Kypca.

Joknan, coobuieHne — MPOAYKT CaMOCTOSITENIbHOM paboThl CTYyAEHTa, MPEeACTaBISIOMNN
coOoif MyOJIMYHOE BBICTYIUIGHHE IO TPEACTABICHUIO TIIOJYYEHHBIX pE3yJIbTaTOB peIIeHUs
OTIpeNIeIeHHON y4eOHO-TTPaKTHYECKOH, YIeOHO-MCCIIeIOBATEIhCKON M HAYIHOU TEMBI

Dcce — CpeACTBO, MO3BOJISAIONIEE OIIEHUTh YMEHHE 00y4Jarolierocs MMCbMEHHO U3jaraTb CyTh
MOCTaBJICHHOUW MPOOJIEMBI, CAMOCTOSTEIIHHO MMPOBOIUTH aHAJIU3 ITOU MPOOJIEMBI C UCTIOJIH30BAHUEM
KOHIENINHI 1 aHATUTUYECKOTO MHCTPYMEHTAPHS COOTBETCTBYIOIIEH AUCIUIIINHBI, I€TaTh BBIBOIBI,
000011aro1He aBTOPCKYIO TO3UIIHIO 110 TTOCTaBICHHOM MpobiieMe.

[Ipy mTpoBeneHUH TEKYLIEr0 KOHTPOJS YCHEBAaEMOCTH CTYAECHTOB HCIOJB3YIOTCS
cjeAylolie KPUTEPUH OLEHOK:



1) Kpurepuu OIEHKHM BBITIOJIHEHHS YCTHOTO OMPOCA, KOHTPOJIBHON pabOThI, TECTOBBIX
3aJJaHHii, ayIUTOPHON CAaMOCTOSTEIIbHOM PabOTHI:

[IponeHT pe3ynbTaTHBHOCTH O1eHKa ypOBHS MTOJITOTOBKH
Oay (OTMETKa) BepOAIbHBIN aHAJIOT
90 + 100 5} OTJINYHO
80 +~ 89 4 XOPOIIIO
70+ 79 3 yJIOBJIETBOPUTEIHHO
menee 70 2 HEYJOBJIETBOPUTEIHLHO

Bce 3amnaHupoBaHHBIE KOHTPOJIbHbBIE, CAMOCTOSATEIbHBIE PAOOTHI M TECTHI 10 JAUCHUIUIMHE
00s3aTeNbHBI JIs1 BHIITIOJHEHUS.

2) Kputepuu olleHKH MHIUBUIYaTbHOTO MIPOEKTa:

OLICHKa «OTJINYHO» BBICTABJIAETCA 3a IIPOEKT, KOTOPbI HOCHUT HCCIEI0BATENIbCKUM
XapakTep, COACPKHUT IPAMOTHO M3JIOKEHHBIM MaTepual, ¢ COOTBETCTBYIOIIMMH OOOCHOBaHHBIMU
BBIBOJIaMU;

OIICHKA «XOpOILIO» BBICTABISETCS 32 TPAMOTHO BBIIIOJIHEHHBIM BO BCEX OTHOLIEHUSX IIPOEKT
IpY HAJTMYAW HEOOJIBIINX HEAOYETOB B €r0 COACPKaHUHU HIIH 0(OPMIICHHH;

OLICHKA «YIOBJIETBOPUTEIBLHO» BBICTABISETCA 3a MPOEKT, KOTOPBIM YAOBIETBOPSET BCEM
NPEIbIBISIEMBIM TPEOOBAaHHUSM, HO OTJIMYACTCS MOBEPXHOCTHOCTHIO, B HEM IPOCMATPHUBACTCS
HEMOCIIEI0BATEIbHOCTh U3JI0KEHHS MaTepHralia, MpeCTaBlIeHbl HEOOOCHOBAHHbBIE BHIBOJIBL;

OLICHKA «HEYJOBJIETBOPUTEIbHO» BBICTABIAETCA 3a IPOEKT, KOTOPBIM HE HOCHUT
HCCJIEIOBATENILCKOTO XapaKkTepa, HE COJEP>KUT aHajdn3a MCTOYHHMKOB U IMOAXOJOB MO BBIOPaHHOMN

TEME, BbIBOJAbI HOCAT IleKﬂapaTHBHblﬁ XapaKkTep.

3) Kputepuu o1ieHKH 371€KTPOHHON MPE3eHTALUU:

Kputepuu oneHku

Conep;xaHI/Ie OLICHKH

1. ConepkatenbHbIN
KpUTepui
(0-20 6anoB)

o0ocHOBaHHME BHIOOpa TEMBI, 3HAHUE TMpeaMeTa U CBOOOIHOE
BIQJICHHE MaTepuajoM, TpPaMOTHOE HCIOJIb30BaHUE HAYYHOU
TepMI/IHOJIOFI/IPI, I/IMHpOBI/I?,aIII/IfI, pe‘IGBOI\/II OTHUKECT

2. Jlorn4eckuii KpUTEpU | CTPOHHOE JIOTMKO-KOMIIO3UIIMOHHOE [IOCTPOECHUE peuu,
(0-20 6anoB) JI0Ka3aTeNbHOCTh, ApIYMEHTUPOBAHHOCTh
3. PedeBoii kpuTepuii UCTOJNb30BaHUE  SI3BIKOBBIX  (MeTadopsl, (bpazeosoru3msl,

(0-20 6astoB)

MOCJIOBUIIBI, MTOTOBOPKH M T.JI.) U HESA3BIKOBBIX (11032, MaHEpbl U
T.J1.) CPEJICTB BBIPA3UTEIbHOCTH; (POHETHUYECKAs] OpraHU3alMsl peun,
MIPaBUJILHOCTh YJAPEHUS, YEeTKasl JUKIHS, JJOTHYECKUE YAAPECHUS U
T.J.

4. Tlcuxonornyeckuii
KpUTEpUi
(0-20 6astoB)

B3aMMOJICICTBHE ¢ ayIuTOpuel (psiMasi 1 00paTHas CBsI3b), 3HAHUE
U Yy4eT 3aKOHOB BOCIPHUATUS PEUYHU, HCIIOJIB30BAHUE DPA3IMUHBIX
MIPUEMOB IPUBJICYEHUS M aKTUBU3AIIUN BHUMaHUS

5. Kpurepuii codnronenus
JIA3alH-3PTOHOMUYECKUX
TpeOoBaHMil K
KOMITBIOTEPHOU
Mpe3eHTalun

(0-20 6asmmoB)

coOnrofeHre TpeOOBaHMN K TIEPBOMY M TIOCIEAHEMY Claiam,
MPOCIICKUBAHNE OOOCHOBAHHOM TMOCIIEIOBATEILHOCTH CJIAN0B U

uHpOpMallMM Ha  crlainax, HeoO0XOoAMMOE U  JJOCTaTOYHOE
KOJTUYEeCTBO (OTO- W BHUIEOMATEPHAIOB, y4Ye€T OCOOECHHOCTEH
BOCIIpUATHA  Trpaduyeckol  (MJUIIOCTpAaTUBHOW) HMH(OpMaLUH,
KOppeKkTHoe couetaHue (¢oHa U  rpaduky, OpPraHUYHOE

COOTBETCTBHE AH3aiiHa npe3cHTaluu €€ COACPIKAHUIO, I'PaMOTHOC

COOTHECEHHE  YCTHOIO  BBICTYIUIEHMSS W KOMIIBIOTEPHOTO
COIIPOBOXKJCHMS, oOOIlee BIeyaTIeHHEe OT MYJIbTUMEIUIHOM
IIPE3CHTAlNN

KonnyectBo HabpaHHBIX OaJIOB ‘

OrneHka ypoBHSI TOATOTOBKH




110 KPUTEPHSIM OIICHKH MTPE3CHTAINN Oas (OTMETKA) BepOATHHBIN aHAJIOT
90 + 100 5) OTJIMYHO
80 +~ 89 4 XOPOIIIO
70 +79 3 yJIOBJICTBOPUTEIHHO
menee 70 2 HEYJOBJIETBOPUTEIBHO

B cooTBercTBHUM C NPUHIMIIAMUA TEXHOJOTHMU TPYNIOBON pabOThl MpHU OICHUBAHUU
AJIEKTPOHHOW TMPE3CHTAIIMU BBICTABISECTCA OJIHA OILICHKa BCEM YYacCTHUKAM MHUKPOTPYIIIIBL.
CTyneHTsl, He MPEACTaBUBILKE FOTOBYIO 3JIEKTPOHHYIO MTPE3EHTAINIO WIH MPEACTaBUBIINE PadoTy,
KOTOpasi ObLTA OIICHEHA HA «HEYIOBICTBOPUTEILHOY, BBIIOJHSIIOT pad0Ty 3aHOBO.



Pe3yJII>TaTbI OCBOCHUS: SBHAHUA U YMCHHUSA, 3JICMCHTHI KOMIICTCHIIUM, ITOJICKAINIMEC TCKYIIEMY KOHTPOJIIO

HopsakoBbl
Pe3yabTaThl 0CBOCHHS OcCHOBHBIE IOKA3aTeJIN OLIEHKH pe3yJibTaTa Paznen, Tema ®opMa 1 METOIbI KOHTPOJIS oui:(?rlfs o
cpeiacTBa
Jloy1keH 3HATH
- HOpMaTuBHbIC mpaBoBbie | [Iepeuncnser 3aKOHOJIATCIILHBIC akTsl, | Tema 1. HopmaTuBHO-MeTOIMUECKOE Y CTHBII KOHTPOJIh 2
aKThl B OOJIAaCTH OpTaHU3alMy | HOPMATHBHO-METOIUUCCKUC JIOKYMCHTBI, | pETyJIUPOBAHKE JICATSILHOCTH CEKpeTapst
yIpaBieHUYECKON periaaMeHTHpYoIHe paboTy ¢ JOKYMEHTaMH
JIeSITETTFHOCTH
- OCHOBHBIE npaBuia | [lepedncisser  mpaBmia XpaHeHHs © 3amiuThl | Tema L. HopmatuBHO-MeTOOIUECKOE Y CTHBIN KOHTPOIh 2
XpaHCHUSA u 3alIATHI | CITy’)keOHOM HWH(GOpMAllM B  COOTBETCTBHH  C | pETYIHPOBaHUE JCSITEIHHOCTH CEKpeTaps
ciryxe0HO# HH(pOpMAITHH. HOpPMATHBHBIMHU JIOKyMEHTAMH
JosxeH ymers
- TmoAroTaBIUBaTh MpoeKTH | CocTaBmseT u 0GOpMIIET MPOCKTH JOKYMEHTOB, | Tema 2.  MH(popManmoHHO-TOKYMEHTAITHOHHOE Y CTHBIN KOHTPOIh 2,3
YIpaBICHYCCKUX PEIICHHIA; COJIepIKAIUX YIPABICHUSCKUE PEIICHHS oOecrieueHHE AEATEIFHOCTH OpPraHU3aluu BrImoHeHNE TPaKTHIeCKUX
pabot

- obpabateiBath Bxoasmue W |OcymiecTBiaseT perucTpanuio JIOKyMeHTOB, | Tema 3.Opranuzanusi JOKyMeHTO000pOTa YCTHBINH KOHTPOJIb 2,3
HCXOISINE JIOKYMEHTHI, | KOHTPOJIb HCTIOTHEHUS JIOKYMEHTOB, BoInosiHeHHE PaKTHYCCKHIA
CHCTEMATH3UPOBATH UX, | 00padaThIBacT MOJYyYCHHBIC JOKYMECHTHI B PYYHOM pabor
COCTaBIIATH HOMCHKJIATYPY | peKUME H C WCIIOIB30BAHUEM JIIEKTPOHHOTO
eIt " (hopMHUpOBATE | TOKYMEHTOO0OPOTA
JTOKYMEHTEHI B JIeTIa; CocTaBisieT HOMCHKIATYpY [ell, OIpelneNseT

CPOKH XpaHEHUS TOKYMEHTOB
- TOTOBUTh W TIPOBOAMTSH | [IprMeHsieT mpaBuia opopmieHus NOkymMeHTOB u|Tema 2.  MH(bopManmoOHHO-TOKYMEHTAIHOHHOE TectupoBanue 2
COBCIIaHMUS, JCJIOBBIC BCTPEUH, | padOThl ¢ HHMHU TIPH IMOJITOTOBKE M MPOBEICHUH | 00CCIICUCHUE S TEILHOCTH OPraHU3aIlIH Y CTHBII KOHTPOIh
MIPUEMBI U TIPE3CHTAIHH; COBCI[AHWW, JCNOBBIX  BCTpe4, npuemoB u|Tema 4. Opraauzanus CEKPeTapCKoro | BHIMONHEHHE TPAKTHYCCKU

IIpe3eHTauH 00CITy)KHBaHUS pabot
OK.1. TToHumaTh CymHOCTH H |- IEMOHCTPHUPYET HHTEpEC K Oymymel npodeccun; [ Tema 2. HMHDOpManMoOHHO-IOKYMEHTAIMOHHOE TectupoBanue 1,2

COLMAIIBHYIO 3HAYUMOCTh
cBoel Oymymied mpodeccun,

- GopMynHpYyEeT CBOM HEHHOCTHBIE OPHEHTHPHI 110
OTHOIICHHUIO K M3Yy9aeMBbIM NpeAMeTaM H cdepam

obecrieueHne JIesITelIbHOCTH OPraHnu3alun
Tema 3.0pranuzanus JOKyMEHTO000pOoTa

Y CTHBIH KOHTPOJIb

7




MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa

MPOSABIIATE K HEW YCTONYMBBIN | AESATEIBHOCTH;
HHTEpEC. - BBHIOWpacT CBOM IIeJICBBIE UM  CMBICIOBEIE | Tema 4. Opraan3anus CEKPEeTapCcKOro

YCTaHOBKH JUISl CBOMX JEHCTBHUH M IIOCTYIIKOB,; 00CITyKHBaHUSA

- OCYIIECTBISET MHIVBHIYAJIBHYIO

00pa30BaTENFHYI0 TPACKTOPHIO C YYETOM OOIINX

TpeboBaHuil 1 HOPM
OK 2. OpranmzoBbiBath |- CocraBnser IuaH paboTtel Hajg mpoektoM |Tema 2. MHdopMmannoHHO-IOKyMEHTAIIMOHHOE TectupoBanue 1,23
COOCTBEHHYIO  JIESITEIIBHOCTD, | (MCCIIeIOBAaHHEM) o0ecrieyeHHe AEATENIHOCTH OpraHu3aluy Y CTHBIN KOHTPOJIb
BBIOMpATh THUIIOBBIE METOJBI U Tema 3.0pranuzanust JT0OKyMeHTO00OpOTa BrlnosHEHUE IPAKTUYECKUX
CHOCOOBI BBITIOJTHEHHS pabor
po¢heCCHOHATBHBIX 3a/ad, Tema 4, Opranuzanus CEKPETapCKOro
OIICHUBATh UX YPPEKTHBHOCTH o0CITy)KUBaHHSA
1 Ka4ecTBoO.
OK.3. IIpuanmath permienus B |- [Ipemmaraer BapuwaHThl pemieHuss npoOnemHuoii [ Tema 2.  HMHpOpManmoHHO-TOKyMEHTAIIHOHHOE TectupoBanue 1,2,3
CTaHAAPTHBIX 1 | CUTyaluy (CUTYallnOHHOH 3a1a4n) obecrieueHne esITeIbHOCTH OpraHu3alnu YCTHBII KOHTPOIIB
HECTaHJAPTHBIX CHTYaIUAX H Tema 3.Oprann3zanms T0KyMEHTO000pOTa BrinmonHeHNE IPaKTHIECKUX
HECTH 3a HHUX pabor
OTBETCTBEHHOCTD Tema 4. Opranuzanus CEKpETapCKOro

o0cmy)KuBaHuUs

OK 4. OcymecTBnaTh mouck u | Betoupaer wuHbopMamumro B coorBerctBuM ¢ |Tema 2.  MH(bopManmoOHHO-TOKYMEHTAITHOHHOE TectupoBanue 1,2,3
UCIIOJIb30BaHHE HH(OpMalNH, | 3alaHHEM obecrieueHne AeATEIFHOCTH OpPraHu3aluu YCTHBIN KOHTPOJIb
HEoO0Xo 1Mo JUIsL Tema 3.0pranuzanust ToKyMeHTO00OpOoTa BrlnosHEHNE IPAKTUYECKUX
(G (PEKTUBHOTO  BBIOJIHEHHS pabot
poeCCHOHATBHBIX 3a/1ad, Tema 4, Opranu3zanus CEKPETapCKOro
poheCCHOHATHLHOTO u 00CITy)KUBaHUS
JIMYHOCTHOTO Pa3BUTHSL.
OK5 Ucnonw3yer caiitel MHTepHera u mnonoupaer|Tema 2.  HMHDopManuoOHHO-IOKYMEHTAI[MOHHOE TectupoBanue 1,23
Hcnons3oBaTh nHpopManMIo 10 COBPEMEHHBIM TEXHOJIOTHSIM | oOecrieueHHe AesITeNbHOCTH OPTaHU3aIN YCTHBIN KOHTPOIIB
nHpopmMannoHHo- JIeTIONPON3BOJICTBA, HCHOJIb3YeMbIM B pa3nuuHbIX | Tema 3.Opranuzamms J0KyMeHTO000poTa BeinonHeHe IpakTHIeCKUX
KOMMYHUKaIlMOHHbIE oTpacisx aedarensHoctyd PO pabor
TEXHOJIOTUHU B Tema 4. Opranuzauus CEKpETapCKOro
poeCCHOHATBHOM 00CITy)KUBaHUS
JIeSITEIbHOCTH




MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa

OK 6 I'pymmoBas paboTa Hax mpoekToM: pacupenenenue | Tema 2.  MHpOpMannoHHO-TOKYMEHTAIIHOHHOE TectupoBanue 1,2,3
PaGotaTth B KOJUIEKTHBE | |BHYTPH TPYIIBl O0S3aHHOCTEH, COCTaBICHHUE | 00ECIICUCHUE AEATEIPHOCTH OPTaHH3aLNH YCTHBII KOHTPOIIB
KOMaH/Ie, a¢¢exTuBHO |IaHa paboTel Hax mnpoekTtoM, odopmireHue | Tema 3.Opraru3amns JOKYMEHTO000poTa BrImonHeHNE MPaKTHIeCKUX
o0marecsi ¢ KOJUIETaMH, | pe3yJIbTaToB pabOTHI HaJl IPOSKTOM pabot
PYKOBOJICTBOM, Tema 4. Opraanzanus CEKPEeTapCcKOro
OTPEOUTEISIMU 00CITyKMBaHHs
OK.7. bparp Ha  cebs|- ['pamoTHO cTaBUT menb paboThl. YcraHaBmuBaet [Tema 2.  HMHpOpMammoHHO-TOKyMEHTAIMOHHOE TectupoBanue 1,2,3
OTBETCTBEHHOCTh 32 pabOTy | KpUTEPUH yClieXa U OLEHKH JeSTEIbHOCTH. obecrieueHne esITeIbHOCTH OpraHu3aluu YCTHBIN KOHTPOJB
YJICHOB KOMaHJbl |- AJanTupyercs B U3MEHSIOMMXCA YCIOBHAX, | Tema 3.Opranu3zamus JOKyMeHTO000poTa BrlnosHEHUE IPAKTUYECKUX
(MOAYMHEHHBIX),  PE3yJbTaT | MEHSCT LeJb. pabor
BBITIOJTHEHUS 3aJIaHUN - BeinosiHgeT nocTaBiieHHbIE 3a/1a4H. Tema 4, Opranu3zanus CEKpETapCKOro

- JleMOHCTpHUpyeT crIOCOOHOCTh KOHTPOIUPOBATH U [ 00CITY)KUBaHUA

KOPPEKTHPOBAThH paboty KOJUIEKTHBA.

CamocTosaTensHO MIPUHAMAET OTBETCTBCHHBIE

perIeHus.

- IIpunumaer 3((eKTUBHBIC PEIICHHUS, HCIOIb3Ys

CHCTEMYy METOJOB  YNpaBlCHUSA. Y UHTHIBACT

0COOEHHOCTH MEHEDKMEHTA B obnactn

PO eCCHOHATBHON IESTEILHOCTH
OK. 8.  CamocrostenbHo |- CaMOCTOSATENBHO OpraHu3oBbIBaeT M mianupyet [ Tema 2.  MHpOpManMOHHO-IOKYMEHTAMOHHOE TectupoBanue 1,23
OIIpEACIATh 3a/la4H | BBIIIOJTHCHHUEC L[OMaIHHeﬁ pa6OTLI npu U3YyUYCHUU obecrieueHue ACATCIIBHOCTH OpraHu3anuun Y cTHBII KOHTPOJIb
poeCCHOHATHLHOTO 1 | 1po(heCCHOHATBEHOTO MOIYJISL. Tema 3.0pranuzanus JOKyMEHTO000pOoTa BrinonHeHue mpakTUyecKux
JIMYHOCTHOTO pasBurus, | - Pa3pabarbiBaeT, aHATM3UPYET U COBEPILECHCTBYET pabot
3aHUMAThCA IJIaH JIMYHOCTHOTO PasBUTUA W  TMOBBIIICHUA Tema 4, OpI‘aHI/I3aL[I/I$[ CEKpETApPCKOro
caM000pa3oBaHUEM, KBaJTU(PUKAIMHU TI0 CIICIHATLHOCTH obcmyKuBaHuUs
OCO3HAHHO TUTAHUPOBATh
TIOBBIIIEHNE KBUTN(HUKALIIH.
OK.9. OpuentupoBatecsi B|- OcBamBaeT HOBBIE NpOTrpaMMHBIE cpencTBa,|Tema 2.  HMHpOpMamoHHO-TOKYMEHTAIIMOHHOE TectupoBanue 1,2,3
YCIOBUSIX ~ YacTOM  CMEHBI | 0OecrieunBaloOie  OpraHM3aluio  paboThl ¢ |obecreueHne AesiTeIbHOCTH OpraHu3alnu YCTHBIN KOHTPOIIB
TEXHOJIOTHI B | IOKyMEHTaMH. Tema 3.Opranuzanms J0KyMeHTO000pOTa BeinonHeHe IpakTHIeCKUX
npodeccHoHaAILHOM - OrcinexuBaeT W HUCIONB3YeT HM3MEHEHUS pabor
JIeSITEIIEHOCTH 3aKOHOJATEIbHOW W HOPMaTHUBHO-CIpaBOYHOM | Tema 4. Opranuzanus CEKpEeTapcKoro

0a3pl, peErJaMEHTUPYIOIIEH JOKYMEHTAIHOHHOE
obecrneueHue.

-OcBauBaer HOBEIE TEXHOJIOTUH B
Ipo(heCCHOHATBHON NesITEThHOCTH.

obcmyKuBaHuUs




MopsaakoBbI

i HOMeE
Pe3yabTaThl ocBOCHMSA OcHOBHBIE IOKa3aTeId OLEHKHU pe3yJbTaTa Paspeun, Tema ®opMa ¥ MeTOABI KOHTPOJISt oueﬂovm(l))ro
cpelacTBa
- Ilpumenser HOpMATHBHOE peryIHpPOBAHUE
JOKYMEHTAIIHOHHOTO 00€eCIeueHNS;
- OpueHTHpYeTCS Ha MEXIyHApOIHBIC CTaHIAPTHI
B 00NacTH OOKYMEHTAI[HOHHOTO OOecIeYeHuUs
YIpaBJICHUS
[K1.1 Koopauauposarts | - OpraHusyet npuéM ImoceTuTeNei. TectupoBanue 1,2,3
paboty opranusanuu | - Begér yuér u peructpanuio noceTuTesneu. Tema 4. Opranuzanus CEKpETapCKOro Y CTHBII KOHTPOJIb
(mpueMHOM  pyKOBOIUTENA), | - JlOK/IagbIBaCT PYKOBOJUTEIIO O TOCETUTEISIX 00CITyKUBaHUA BrInonHeHne MpakTHYeCKUX
BECTH IIPUEM IOCETUTENEH - KonTponupyer BbIONHEHHE NPHHUMAEMBIX B pabor
X0Jle Ipuéma peleHUi.
- CumemuT 3a O4YEpPEeIHOCTBIO MNpUEMa U
peraaMeHToM Oece/ibl.
- CocrapisieT TUIaH TPOBEACHUS COBELIAHUH, TectupoBanue 1,2,3
coOpaHuii U 1Ip. Tema 2. HWHpOpManINOHHO-TOKYMEHTAIIHOHHOE Y CTHBINH KOHTPOJIb
- OmoBemaeT y9acTHUKOB MEPOTIPHSATHSL. obecrieueHNE AEATEIFHOCTH OPTraHU3alnu BrImoHeHNE TPaKTHIeCKUX
- BBIACHSCT W JOKIAABIBaCT PYKOBOIHUTEIIO O aboT
[IK1.2 OcymecTBiATs paboTy A A by A p
TMPUIHHAX OTCYTCTBUS HE npumenmux | Tema 4. Opraam3anus CEKPEeTapCcKOro
10 TIOATOTOBKE W MPOBEACHUIO
. COTPYIIHUKOB. o0CITy)KUBaHUSA
COBCI[aHWH, JETOBBIX BCTpEY,
N l'oToBUT HEOOXOMUMBIE MaTepHaibl u
IIPUEMOB U TIPE3eHTALNH.
MOMeIIIeHUE IS MPOBEACHUS JICJIOBBIX
MIEPErOBOPOB.
-Odopmisier MIPOTOKOJIBI 3acelaHui
KOJIJIETHAJIBHBIX OPTaHoOB.
- Tlomywaer ot pykoBomutenass HeoOxomumbie | Tema 2.  HHpOpMannOHHO-IOKYMEHTAI[MOHHOE TectupoBanue 1,2,3
yKa3aHHs [0 BOIIPOCAaM KOMaHANPOBKH. obecrieueHne AeATEIFHOCTH OpPraHu3aluu YCTHBIN KOHTPOJIb
I1K1.3 Ocymectisith | - Odopmiisier nucbMa-3assBKM 0 OPOHHPOBaHHUHU BrlnosHEHNE IPAKTUYECKUX
MTOJITOTOBKY JIEIOBBIX ITOE3I0K | HOMEpa B TOCTHHHIIE. Tema 4. Opraamzanus CEKPEeTapCcKOro pabot
pykoBomutens u  apyrux |-  CocraBiser — mporpaMMmy — KOMaHIHPOBKH [ 0OCITYy>KHBaHUS
COTPYIHHUKOB OpTaHU3aIHH PYKOBOIUTEIIS.
- ['oToBUT HEOOXOMMBIE IOKYMEHTHI X MaTepHaJIbI
JUIsL 1eTI0BOM MOE3JIKH.
K14 Opramusosssats | VYunteiBaeT TpeboBaHus, mnpenbssisiemMble K|Tema 2.  MH)opmMannoHHO-TOKyMEHTAIIMOHHOE TectupoBanue 1,23
- P opraHu3anyy pabouyero Mecra. obecrieueHne JIesITeIbHOCTH OpraHu3alnu Y CTHBIN KOHTPOIIb
pabodee MecTo cekperaps H
PazpabaTsiBaeT  BapWaHTBl  IDIAHUPOBKHU BrInonHeHNE MTPaKTHIECKUX
PYKOBOIUTENS . N
TIPUEMHOH. Tema 4, Opranuzanus CEKPETAPCKOTO pabor
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Pe3yabTaThl ocBOCHMSA

OCHOBHBIE IOKA3aTeJIM OLEHKH pe3yJbTaTa

Pa3nen, Tema

®opMa ¥ MeTOABI KOHTPOJISt

MopsaakoBbI
il HoMep
OLICHOYHOI0
cpelacTBa

- OOecreunBaeT MaKCHMAaJIbHO
ycnoBus Ut 3P PEeKTUBHOI pabOTHL.
- OcHamaer pabodee MecTO Cekperaps u
PYKOBOIHTENIS HEOOXOAUMBIMY CPEIICTBAMH TPy

KOM(OPTHBIE

o0CITy)KNBaHHA

K 1.5 Odopmmare u
PETHCTPHPOBATH
OpraHU3alIOHHO-
pacropsIuTeNIbHbIE
JIOKYMEHTBI, KOHTPOJHUPOBAThH
CPOKH UX HCIIOJHEHHUS

- CocraBmser OpraHM3aIlOHHBIC TOKYMEHTHI IO
3aJaHHBIM  pPEKBH3WTAM Ha JIOOBIX  BHIax
HOCHTENEH.

- CocraBysieT pacmopsAUTEIIbHBIC JOKYMEHTBI 11O
3aJaHHbIM PEKBU3UTAM Ha J'IIO6I)IX BUaX
HOCHUTENEH.

- CocraBnsier  UH(POPMAIUOHHO-CIPABOYHBIC
JOKYMCHTHI 10 3aJlaHHBIM PCKBU3UTAM Ha J'I}O6I)IX
BHIAaX HOCHUTEICH

- BeiaBnser ommoOKky B 0()OPMIICHHBIX TOKYMEHTaX
U UCHpaBIIeT WX B  COOTBETCTBYIOIINMU
TIpaBUIAMUA

- Peructpupyer OpTaHU3AIIOHHO-
pacrmopsauTeNbHbIE IOKYMEHTHI B  JKypHalax
peructpanvu, B PErucTpalifuOHHO-KOHTPOJIbHBIX
KapTo4Kax

- OcymiecTBisieT  KOHTPOIb  3a
HUCITIOJIHCHU S JOKYMECHTOB, IMPOCTAaBJIACT
JTokyMeHTax «OTMETKY O KOHTPOJIE»

CpoKamMu
Ha

Tema 2. HWHpOpMannOHHO-TOKYMEHTAIIHOHHOE
o0ecreueHne IesTeNbHOCTH OpraHu3aliuy
Tema 3.0pranuzanust JOKyMEHTO00OpOTa

TectupoBaHue
Y CTHBIH KOHTPOJIb
BeImonHeHNE TPaKTHIECKUX
paboT

1,23

IK 1.6
BXOAAIINE W
JIOKYMEHTBI,
CHCTEeMaTH3UPOBaTh ux,
COCTaBIISATh HOMEHKJIATYpY
Jien n (dbopMupoBath
JIOKYMEHTHI B JieNa

O6pabaThiBaTh
HCXOJISIIHE

- [IpoBepsieT MPaBWIBHOCTH TOCTaBKH MOJTYYEHHBIX
JOKYMEHTOB, MPOCTABISET «OTMeETKY 0
MOCTYMJIEHUU TOKYMEHTA B OPraHU3ALUIO».

- Pacnpenenser mnomydeHHblE JOKYMEHTHI
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

- IlepemaeT MOKYMEHTBI Ha PAacCMOTPEHUE
PYKOBOJIUTEIO OpraHU3aluu

- Ilepemaer 1MOKYMEHTBI HCIIOJHUTEISIM B
COOTBETCTBHUH C PE30IIOLUEH PYKOBOIUTEIS

- OcymecTBisieT TPOBEPKY  MHPaBWIBHOCTH
o¢OpMIICHHS OTIIPABISIEMBIX JOKYMEHTOB

- OcymecTBuseT  aapecoBaHHE  KOHBEPTOB,

Ha

Tema 2. HHbopMaMOHHO-IOKYMEHTAIIMOHHOE
obecrieueHne IesITeIbHOCTH OpraHu3alnu
Tema 3.0pranmsanus T0KyMeHTO00OpOTa

TectupoBanue
YCTHBIA KOHTPOJIb
BeInonHeHne NpakTH4eCKUX
pabot

1,23
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Pe3yabTaThl ocBOCHMSA

OCHOBHBIE IOKA3aTeJIM OLEHKH pe3yJbTaTa

Pa3nen, Tema

®opMa ¥ MeTOABI KOHTPOJISt

MopsaakoBbI
il HoMep
OLICHOYHOI0
cpelacTBa

BKJIA/IGIBACT JOKYMEHTHI B KOHBEPTHI, 3aKJICHBACT
KOHBEPTHI

- CocTaBisieT HOMEHKJIATYPY Ae OpTaHu3aliH 110
YCTaHOBIICHHOH (opme

- IlpocTaBnsger HHIEKCHI
3ar0JIOBKH JIE]I

- GopmupyeT JOKYMEHTHI B JieJia B COOTBETCTBUH C
OTIPE/ICIICHHBIMU MPaBHIIAMH

- CucteMaTusupyeT IOKYMEHTbI BHYTpPHU Jela B
COOTBETCTBHUU C OHpe}IeﬂeHHLIMI/I HpHHHHHaMH

nen, QopMynupyeT

nK 1.7
paboTtate ¢
COZIEPKAIINMHA
KOHQUIEHIIHATBHYTO
HH(POPMAIIHIO, B TOM YHCIE C
MOKyMEHTaMH [0  JIHYHOMY
COCTaBy.

CaMoCTOSTEIHHO
JOKYMEHTaMHU,

- Hcnonesyer npuHOMOBI paboOTHI CeKperaps ¢
KOH(HICHIMATHHBIMH JOKYMCHTAMH.

- 3HaKOMUTCA c 0COOCHHOCTSIMH
JOKYMCHTHPOBaHHS KOH(HICHITHATHHBIX
CBEJCHUM.

- PazpabareiBaeT TIaH =~ MEpONPHATHI IO
o0ecreueHHIo 3alIATHI KOH(pHUICHIHATBHO
WHPOPMALIUHU U TIEPCOHATBHBIX TaHHBIX.

- IIpoBOAUT MPOBEPKHU HAIUYHS TOKYMEHTOB, JCI
W HOocuTesel nHpopMaun

- CocraBiseT aKkThl O pe3yjibTaraM IPOBEPOK
HAJTAYHS u YHUYTOKCHUS JIOKYMEHTOB,
coJieprKanux KOH(GUICHINAIBHYIO HH(GOPMAIIHIO.

Tema 2.

WudopmannoHHO-J0KyMEHTAIMOHHOE

obecrieueHne esITeIbHOCTH OpraHu3alnu
Tema 3.0pranmzanust TOKyMeHTO00OpOTa

Tema 4.
o0CITy)KUBaHUA

Opranuzauus

CCKpPETApCKOro

TectupoBanue
YCTHBINM KOHTPOJIb
BeInonHeHne NpakTHYECKUX
pabot

1,23

TIK 1.8 OcCyIecTBIATh
TesniepoHHOE  O0OCITy)KHMBaHHUE,
NPUHUMATE W [IepelaBaTh
(akchL.

- Ilpumensier mnpaBwiaa BeIcHHS TeIC(OHHBIX
MIEPETOBOPOB TPU  BXOJANIUX W  HUCXOJSAIINX
KOHTaKTax.

- CocTaBiser,
TeneoHOrpaMMEL.
- [lepenaér u mpuHUMaeET (Bakchl.

neperaérT W TOJy4aer

Tema 4,
obcmyKuBaHuUs

Opranu3zanus

CEKpETApPCKOro

TectupoBanue
Y CTHBINA KOHTPOJIb
BeInonHeHne NpakTH4eCKUX
pabot

1,23

K 1.9 Ocy11ecTBIATD
MOJrOTOBKY Jel K Iepenade
Ha apXUBHOE XpaHEHUE

- PacnipeniesnisieT JOKYMEHTBI 110 CPOKaM XpaHEeHHs

- OcymuiecTBisieT  MOJHOE HIM  YaCTHYHOE
odopmIleHHE e

- CocCTaBiIieT BHYTPEHHIOIO OIHKCH JOKYMEHTOB
nena

- CocTaBiisier 3aBEepUTENLHYIO HAIICH JeTa

Tema 3.0pranuzanust JOKyMEHTOO0OpOTa

TectupoBanue
Y CTHBIN KOHTPOIIb
BeInonHeHne npakTU4ecKux
pabor

1,23
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MopsaakoBbI

i HOMeE
Pe3yabTaThl ocBOCHMSA OcHOBHBIE IOKa3aTeId OLEHKHU pe3yJbTaTa Paspeun, Tema ®opMa ¥ MeTOABI KOHTPOJISt oueﬂovm(l))ro
cpeacTBa

INK 1.10 CocraBmsate ommcu |- CocraBmser omnuck Ha fAena mnocrosHHoro | Tema 3.OpraHu3zamist JOKYMEHTO000pOTa TectupoBanue 1,2,3

zien, OCYIIECTBIISATH
MOATOTOBKY JIeNl K Tepeade B
apXuB OpTaHM3aINH,
TOCYAapCTBEHHBIE u
MYHUIUTIAJIbHBIE apXUBBI

XpaHeHHs
- CocraBiseT OmMCh Ha Jela BPEMEHHOTO
xpa”enus (cBerme 10 jer)

- CocraBisieT OMuch Ha Jiena 1o JMIYHOMY COCTaBY
- [lepenaer mena mo OMUCSAM B apXUB OpraHU3aIMU

Y CTHBIH KOHTPOJIb
BeImonHeHNE TPaKTHIECKUX
pabot
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KoHTpo/IbHO-0LIEHOYHBIE CPeICTBA VI POBeAeHNs TeKyIeH aTTecTauuu (/151 OLeHKH
YPOBHSI OCBOCHUS YMEHU, YCBOCHUS 3HAHU A, GOPMHUPOBAHUSA 00IIIUX U
npo¢ecCHOHATbHBIX KOMIIETEHIIUI IPH NPOBEIeHNUH TEKYIIero KOHTPOJIs)

OLHEHOYHOE CPEJACTBO Ne 1
TecThl IO TEMaAM

Tema 2. UH(popMalHOHHO-T0KYMEHTAIIMOHHOE O0ecneuyeHHe eI TeJIbHOCTH OPraHu3amum

1. /lokymeHT, cofepsKalluii 3aMch X0Aa 00Cy KAeHHs] BOIIPOCOB U NPHHATHS pPellleHuil Ha
co0paHusAX, COBEIIAHUSIX, 3aCeJaHUSIX — ITO:
1) cmy>xebHOE MUCBMO
2) MPOTOKOJI
3) akr
2. BoiOepuTe npaBu/ibHOE YTBepKICHHE:
1) TeKCT MPOTOKOJIAa COCTOUT TOJBKO M3 OJHOW BBOJHOM YaCTH
2) TEKCT MPOTOKOJIA COCTOUT U3 BBOAHOM U OCHOBHOM 4acTH
3) TeKCT MPOTOKOJIa COCTOUT TOJILKO U3 OCHOBHOM YacTH
3. Kakne u3 nepeyucjeHHbIX JOKYMEHTOB He OTHOCSTCS K HH(POPMAIIHOHHO-CIIPABOYHbIM:
1) mnporokoi
2) cayxeOHOe MUCHMO
3) npukas
3aroJIOBOK K TEKCTY — TEKCT — OJIIIHICh - PE30JIIOLUS
4. JIOKyMeHT, 00bSICHAIOIMI NPUYMHBI KAKOr0-1100 paKkTa, NPOUCIIeCTBUS — 3TO:
1) noknagHas 3anucka
2) cupaBka
3) oOBsicHUTENbHAS 3allUCKa
5. PacnopsigutesibHas [1esiTeIbHOCThL PYKOBOAUTeNs (UKCHPYeTc B  CJEIYHIIUX
JAOKYMEHTaXx:
1) nmpuxazax
2) mpoToKoJIax
3) MOJIOKEHUAX
6. Kakue U3 nepevncieHHbIX PEKBU3UTOB BXOAAT B COCTAB CIIPABKU:
1) HauMeHOBaHUE OpraHU3allid — HAMMEHOBAaHUE BHJAa JIOKYMEHTa — JaTa JOKYMEHTa —
PETUCTPALIMOHHBIA HOMEP TOKYMEHTA - MECTO COCTaBJIEHMSI — 3ar0JI0OBOK K TEKCTY — IOJIHNCH
2) HauMEHOBaHHME OpraHU3allMd — CIPaBOYHbIE JaHHblE 00 oOpraHu3aluu — JaTa
JIOKYMEHTa — PETUCTPALIMOHHBIN HOMED TOKYMEHTA — MECTO COCTABJIEHUS — 3ar0JIOBOK K TEKCTY
— TEKCT — MOJIUCH — BU3a COTJIACOBAHUS
3) HaMMEHOBaHUE OpraHU3allui — HAMMEHOBAaHUE BMJA JTIOKYMEHTAa — JaTa JOKYMEHTa —
PETUCTPALIMOHHBIA HOMEpP JOKYMEHTa — MECTO COCTaBJIEHUS — 3arojIOBOK K TEKCTYy — TECT —
MOJIUCH — OTTUCK II€YaTH - aapecaT
7. B IpoToKoJie 0OCHOBHASI YACTh TEKCTA CTPOUTCH IO cXeMme:
1) BBICJIYIIAJIN — BBICTVIIWJIN - PEINIIN
2) CJIVIIAJIA — BBICTYITNJIN — PEINJIN
3) ITPOCJIYIIAJIA — BBICTVITAJIA - PEHIEHUE
8. JlokymMeHT, cOCTaBJIeHHbIIl 1Jisl MOATBEP:KIEHUsSI YCTAHOBJIEHHbIX (PAKTOB, COOBITHIA, -
3TO:
1) cnpaBka
2) aKT
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3) mpoTOKOI
9. B npuka3ax 1o OCHOBHOIi JeSiTeJIbHOCTH PACHOPAIUTE]bHASI YACTh TEKCTA HAYUHAETCS
CJI0BaMMU:

1) nmpusbiBaro

2) 00s13bIBAI0

3) mpuKa3bIBaIO
10. Kakue u3 nepe4ncjeHHbIX PEKBH3UTOB BXOST B COCTAB CJIY:Ke0HOT0 MUChMAa:

1) HauMeHOBaHUE OpraHU3allMU-aBTOpa JOKYMEHTa — HaMMEHOBaHUE BHJA JOKyMEHTa —
CIIpaBOYHbBIC JaHHBIE 00 OpraHW3alMu — JaTa JOKYMEHTa — PETUCTPAIMOHHBIA HOMEP — MECTO
COCTaBJICHUS — 3ar0JIOBOK K TEKCTY — TEKCT — MOAMKCH — TpUQ YTBEPKICHUS

2) HaWMMEHOBAaHWE OPraHM3AIMH-aBTOpPA JIOKYMEHTa — CIPAaBOYHBIC JaHHBIE 00
OpraHMu3aly — JaTa JOKYMEHTa — PEerUCTPAllMOHHBIA HOMEpP — CChUIKAa Ha PErHCTPAallMOHHBIN
HOMEp U JIaTy MOCTYIHBIIETO JOKYMEHTa — 3ar0JIOBOK K TEKCTY — TEKCT — IMOAMHKCH — aJipecar —
OTMETKa 00 UCIIOJIHUTENE

3) HaMMEHOBaHUE OpraHU3alMU-aBTOpPA JOKYMEHTA — HAMMCHOBAaHWE BHJA JIOKYMEHTA —
JaTa JIOKyMEHTa — PETUCTPAllMOHHBIA HOMEpP — MECTO COCTaBJICHHS — 3aroJIOBOK K TEKCTY —
TEKCT - MOAIHCH
11. IIpoToKO0J MOANMCHIBAIOT:

1) npencenarenb U Bce WIEHb KOMUCCUU

2) pyKOBOAUTEIh OPraHU3aluu

3) mpezacenarens U CEKpeTaph 3aceqaHus
12. JoxkymeHT, coaep:kamuii 00CTOATEJbHOE H3JI0KEHHEe KAKOro-jiudo Bompoca, ¢
BBIBOJIAMHU H MPEIJI0KEHUSIMU COCTABUTEJISI — 3TO:

1) moknaaHas 3amucka

2) TenerpamMma

3) oOBsicHUTENbHAS 3allUCKa
13. Kakoii U3 nepeuyncjaeHHBIX JOKYMEHTOB He OTHOCUTCSI K PACHOPSINTEIbHBIM:

1) pacniopsbxeHue

2) IpOTOKOJ

3) npukas
14. Kakme u3 mnepeyHMCJEHHbIX PEKBU3MTOB BXOAAT B COCTAB PACHOPAIUTETHLHBIX
JAOKYMEHTOB:

1) HauMeHOBaHME OpraHU3alMu-aBTOpa JOKYMEHTa — HaMEHOBaHHE BU/A JOKYMEHTa —
Jata JOKYMEHTa — PETrUCTPAllMOHHBII HOMEp — MECTO COCTAaBJIEHUS — 3arojIOBOK K TEKCTY —
TEKCT — IMOANNCH — BU3a WK I'pu@ coriacoBaHus

2) HaUMEHOBaHME OpraHU3alMU-aBTOpa JOKyMEHTa — CIpPaBOYHbIE JaHHbIE 00
OpraHM3aly — JaTa JOKYMEHTa — PErUCTPAllMOHHBI HOMEpP — CChUJIKAa Ha PErHCTPAllMOHHBIN
HOMED U JIaTy MOCTYMHUBIIETO JOKYMEHTA — 3aroJIOBOK K TEKCTY — TEKCT — MOJAIUCH — aJipecaT

3) HauMEeHOBaHUE OpraHU3alMU-aBTOpa JOKYMEHTAa — HaUMEHOBaHUE BHJA JOKyMEHTa —
JaTta JOKyYMEHTa — PETrUCTPAllMOHHBI HOMEp — MECTO COCTaBJIEHUSI — 3arojOBOK K TEKCTY —
TEKCT — MOAMMNCH — aJipecar - revyarb
15. KT0 mMeeT NpaBo NOANMCH HA MPHKA3aX:

1) 'naBHBI OyxTanTep

2) 3amecTuTENb PyKOBOJUTEIS

3) PykoBoauTens opranuzanuu
16. JokyMeHT, cojep:Kalluii ONMCAHHe MJIM TOATBep:KAeHUe KAKHX-T1u00 ¢(aKkToB,
CcOOBITHI, - ITO:

1) akT

2) cupaBka

3) ciy)xe0HO€E MUCEMO
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17. Kakue u3 nepe4ncjeHHbIX PEKBU3UTOB BXOIAT B COCTAB AKTA:

1) HauMeHOBaHHME OpraHM3allMM-aBTOpa — HAaWMEHOBaHHE BHUJA JOKyYMEHTa — JaTa
JIOKyMEHTa — PETHCTPAIMOHHBIA HOMEpP — 3arojIOBOK K TEKCTy — TEKCT — MOAMHUCH — Tpud
YTBEPKACHUS

2) HaUMEHOBAaHHWE OpPraHU3allMU-aBTOpa — CIPABOYHBIC JaHHBIE 00 OpraHU3aluud — Jara
JOKYMEHTa — PErUCTPALIMOHHBIA HOMEpP — MECTO COCTABJIEHHUS — 3ar0JIOBOK K TEKCTY — TEKCT —
MOAMMKCH - aJipecar

3) HauMeHOBaHHE OpraHMU3allMU-aBTOpa — HAaWMEHOBAHME BHUAA JOKyMEHTa — JaTa
JIOKYMEHTA — PErUCTPALIMOHHBIA HOMEP — MECTO COCTaBJICHHSI — 3ar0JIOBOK K TEKCTY — TEKCT —
MOJIHUCH
18. I'pynna ymnpaBjieHYeCKHX [OKYMEHTOB, KOTOpPbI€ CJY:KAT CPeICTBOM OOIeHHs,
CO0001IeHUsA Yero-jando, yBeaoMJIeHHs 0 YeM-HUOYAb, 3TO -

1) renerpamma

2) cripaBKa

3) ciry>)ke0HBIC TUChMaA
19. IlepBblii WM eIMHCTBEHHbIH K3eMILIAP 0QUIHATBHOIO JOKYMeHTa, 0GopMIEHHbIH
COOTBETCTBYIOIIMM 00pa3oM, - 3TO:

1) nybnukar

2) NOUTMHHUK

3) BBIIIUCKA
20. Dx3eMIIApP JAOKYMEHTA, COCTABJIEHHBbINi B3aMEH YTEPAHHOT0 HMJIH YHHYTOKEHHOIO
NOTMHHUKA W MMEIOLIHI OJUHAKOBYIO ¢ HUM IOPUIMYECKYI0 CHILY, - 3TO:

1) otiiyck

2) BBINIACKA

3) nyGnukar
21. Komnusi, cOOTBeTCTBHE NOJJIMHHUKY KOTOPOW TMNOATBepxkKIaeTcs OQUIIHAIBHBIM
AOJKHOCTHBIM JIMIOM (HOTAPUYCOM), HA3bIBAETCS:

1) ourmansHO 3aBepeHHON KonHen

2) HOTapUaJIbHOHN KONMEN

3) nmpocToii 3aBepeHHOM Konuen
22. TToBTOpPHOE, AGCOTIOTHO TOYHOE BOCIIPON3BEAEHHE MOATUHHUKA — ITO:

1) BBINIHCKA

3) nyGnukar

3) xomust

Tema 3.0pranuszanus 10KyMeHT0000poTa

TecToBoe 3aganue 1.
1. Bce 1OKYMEHTHI OPraHU3aluM JeJIATCH Ha:

1) BocxonsIIe U HUCXOASIINE

2) BXOJSIINE, BRIXOASAIINE, BHYTPEHHUE

3) BXoAsIIMe, UCXOASIINE, BHYTPEHHUE
2. Kakne u3 mnepe4mcjieHHBIX JOKYMEHTOB 00§13aTeJIbHO MepeJalTcsi HA paccMOTpPeHHe
PYKOBOAUTEIO:

1) moKyMeHTBI, TOTydeHHbIE U3 aAMUHUCTparuu [Ipe3uaenTa

2) TOKYMEHTBI, aJpECOBAaHHBIE B CTPYKTYPHbBIE MOAPA3ACIICHUS

3) IOKYMEHTBI, COJIEpIKAITUE TEKYIIYI0 HHPOPMAITHIO
3. Kak Ha3bIBaeTcsi cHCTeMa PerucTpamuM, ecJM BcCe JOKYMEHTHI PerucTPUPYIOTCH B
oxHoM Mecte (cayxoe 1OY):

1) cMemanHas
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2) IeueHTpanu30BaHHas

3) neHTpanu30BaHHAS
4. Kakoe cTpykTypHOe mnoapasjaejeHue ciay:xk0b1 JIOY ocymecTBiasier perucTpanuio
AOKYMEHTOB:

1) uHCTIEKIUS TTO KOHTPOJIIO

2) oTnen perucTpalyu U yueTra JTI0OKyMEHTOB

3) sKcrieauIus
5. Kakue 3Tanbl 00pad0TKN MPOXOAUT BXOASIIIIUIA JOKYMEHT:

1) mpuem u mepBu4Has 0O6paboTKa — IMpEeABAPUTEIHLHOE PACCMOTPEHHE — PETUCTPAIUS —
PacCMOTpPEHHE PYKOBOAMUTEIIEM — UCIIOJIHEHHE — HAIIPaBJICHUE B JEIJIO0

2) mpueM u TnepBUYHAs 00paboTKa — MpeaBapUTEIbHOE PACCMOTPEHHE — PETUCTPALUS —
pPacCMOTpEHHME pPYKOBOIAUTEIEM — IepeJada Ha HCIOJIHEHUE — HCIOJHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJICHUE UCIIOJIHEHHOT'O IOKYMEHTA B JIEJI0 WJIM OTIIPaBKa

3) cocTtaBieHHe IPOEKTa — coriacoBaHue — opopmileHHe — MOANUCAaHUE — PETUCTPAIIHS —
OTIIpaBKa
6. O0beM 10KYyMEHT0000pOTa — 3TO:

1) oOmiee KOJIMYECTBO TOCTYNHMBIIMX B OPTaHU3AIMIO JOKYMEHTOB 3a ONPEICIICHHBIH
MEepUOJl BPEMEHHU

2) of1iee KOJIMYECTBO CO3JaHHBIX OpraHW3aIllMeil JOKYMEHTOB 3a OIPEEICHHBIA Mepruo.
BpEMEHU

3) o01iee KOIMYECTBO BXOSIINX, UCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB OPraHU3aL1H 32
ONpeIETICHHBIN NepUo BpEMEH!
7. PexkBu3utr «OTMeTKa 0 NOCTYIUICHUM JOKYMEHTa B OPraHM3alMI0» BKJIKYaeT
cJIeAyIolue 3JIeMeHThI:

1) HauMeHOBaHME IOCTYNUBLIETO JOKYMEHTa, €r0 pPErucTpPallMOHHBII HOMEp U BpeMs
MOCTYIUICHUS

2) coKpallleHHOE€ HAaUMEHOBAHHUE OpTaHU3alUH, MOTYYHUBIIENH JOKYMEHT, BXOASIINNA HOMED,
JIaTy MOCTYIUICHHS

3) HauMEHOBAHME OpraHU3allMU, MOJYYUBIIEH JIOKYMEHT, PETUCTPALMOHHBIA HOMEp
JIOKYMEHTA U JaTy JOKyMEHTa
8. Kakume wu3 mnepeyncjeHHbIX  HH’Ke JOKYMEHTOB He OTHOCATCH K BXOAsSIIEMY
JOKYMEHTOIIOTOKY:

1) TOKYMEHTHI OT BBIIIECTOSAIIUX OpTaHU3AIIHMA

2) opraHu3aI[MOHHbIE TOKYMEHTBI

3) IOKYMEHTHI OT TOJIBEIOMCTBEHHBIX OpraHU3alui
9. OCHOBHOI NPMHIMII PETHCTPALUM:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCThb

3) OTHOKPATHOCTH
10. Pe3osronusi — 310:

1) 3adukcupoBaHHasT HAa MaTepuaIbHOM HOCHUTENe HWHQOpMaNus ¢ PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTHU(PHUIIUPOBATH

2) HaaNuCh Ha JIOKYMEHTE, BBIIOJHEHHAs JOJKHOCTHBIM JIMIIOM, COJEp Kallasi MPUHSATOE
UM pEelICHHE

3) peKBHU3UT JOKYMEHTA, KPAaTKO M3JIararolIfil €ro coep kaHue
11. Kak Ha3bIBaeTcsi CHCTeMa PerMCTPALMH, €CJIM JOKYMEHThI PerHCTPUPYIOTCS B MeCTax
HX CO3JaHUA (CTPYKTYPHBIX NOAPA3AeIeHUsIX):

1) nenenTpanuzoBaHHas

2) cMenIaHHas

3) neHTpanu3oBaHHAs
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12. O¢uuuaabHbBIi JOKYMEHT, He BBIXOASIIMHA 32 mpeAeabl IOATOTOBHMBIIEH ero
OpraHM3aNuu, - 3TO:

1) BHyTpeHHUI 1OKYMEHT

2) BXOZSIINI TOKYMEHT

3) ucxopsuuii JOKYMEHT
13. Cpox UCIOJITHEHUS NMOCTYNMBIIEr0 JOKYMEHTA HCHHUCJISIETCS:

1) B KaneHapHbIX JHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHu3aluu

2) B pabo4ux JHAX C 1aThl IOCTYIUIEHUS TIOKyMEHTa B OpraHU3aLUI0

3) B KaJleHapHbIX JHAX C JaThl IOCTYIUIEHUS JOKYMEHTa B OPraHU3aLHIo
14. ObGecneyeHue CBOEBPEMEHHOI0 M KA4YeCTBEHHOI0 MCIOJIHEHUS] MOPYYEHHUd M pelieHus
BOIIPOCOB, IIOCTABJIECHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus 10KyMEHTOB

2) UCTIOJTHEHUE JOKYMEHTOB

3) KOHTPOJIb UCTIOJHEHUS IOKYMEHTOB
15. CiryxeOHble JOKYMEHTBI — 3TO:

1) NOKyMEHTHI, 3aTparvBarolIle HHTEPECHl OMNPEIENCHHOIO JIMIAa U COCTaBJIECHHbIE B
MIPOU3BOJIBHON (hopMme

2) NOKYMEHTBI, COCTAaBJICHHbIE IOPUINYECKUMU U (PU3NYECKUMHU JIMLAMHU U 0(OpMIICHHBIE
B YCTaHOBJICHHOM MOPSAKE

3) 1OKYMEHTBI, cojieprKaline 00s13aTeNIbHbIE K UCIIOJIHEHHUIO YKa3aHUs
16. Uto U3 nepe4ncIeHHOI0 He OTHOCUTCH K BH/IaM KOHTPOJIS :

1) KOHTPOJIb IO CYILIECTBY PEIIEHUS BOIIpOca

2) KOHTPOJIb 32 CPOKAMH HCIIOHEHUS

3) KOHTpOJIb 32 0O(hOpMIIEHHEM TIOKYMEHTOB
17. Peructpanus — 310:

1) npucBoeHue 10KyMeHTy H(poBOro uiu OyKkBEHHO-IIM(PPOBOro 0603HaUEHUS

2) 3anuch HHGOPMALIMU Ha Pa3IMYHbIX HOCUTENSAX 10 YCTAHOBJICHHBIM IIPAaBHJIaM

3) 3anKch yUETHBIX JaHHBIX O JOKYMEHTE 0 YCTaHOBIEHHOH Gopme, pukcupyromeil Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOITYYESHHUS
18. Kakoii 3Tan npoxoauT JOKYMEHT MOCJIe PeruCTPAlum:

1) ucnonnenue

2) paccCMOTpEHHUE PYKOBOIUTENIEM

3) KOHTPOJIb UCTIOTHEHUS
19. Kak Ha3bIBaeTcsi CTPYKTYpPHOe noapasaesienue cay:xx0b1 JJOY, koropoe ocymecTBiaser
NpueM U NepBUYHYI0 00pa00TKY NOCTYNHBIINX JOKYMEHTOB:

1) cexperapuar

2) KaHUeSApUs

3) sKcreauIus
20. OCHOBHBIM [I0KYMEHTOM, perjJaMeHTHPYIOLIUM TeXHOJOTHI0 JOKYMEHTAIlHOHHOIO
o0ecrieyeHUs1 yNIPABJICHHUSA B OPraHU3alH, SIBJISICTCH:

1) nonoxenue o ciyxoe 10Y

2) nunctpykuus o JJ0Y

3) mpuKa3 pyKOBOIUTENSI OPraHU3aIUN
21. JlokyMeHTa cUUTAETCH MCIOJHEHHBIM, €CJIN:

1) KOppeCOHIEHTY AaH OTBET

2) NOKYMEHT HMCIIOJIHEH B Ha3HAUEHHBIM CPOK

3) mocTaBlieHHbIE B JOKYMEHTE BOIPOCHI PEIICHBI MO CYIIECTBY, KOPPECIOHAEHTY JaH
OTBET
22. OpuumnanbHbIi JOKYMEHT, OTIPABJIsIEMbI U3 YYpPeKACHUS, - ITO:

1) Bxoasmuii TOKyMEHT
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2) UCXOASIINMA TOKYMEHT

3) BHYTpeHHUH JOKYMEHT
23. JIokyMeHTO0000pOT — 3TO:

1) KonMMYecTBO JOKYMEHTOB, IOCTYNMBIIMX B OPraHU3alMI0 U CO3JaHHBIX €10 3a
ONPEAEIIEHHBIN NIEPUOL

2) IBWXKEHHME JAOKYMEHTOB B OpraHU3allMd C MOMEHTA UX CO3/IaHUS WJIM IMOJY4YEHUs 10
3aBEpLICHUS UCTIOJHEHUS WM OTIPaBICHUS

3) opranusanus paboThl ¢ JOKYMEHTaMH B YUPEXKAECHUU
24. Kaxk mHaspIBaeTcsi CTPYKTYpHOe IoJpa3jesieHHe, KOTOpoe pemaer MNpodJeMbl
JAOKYMEHTALIMOHHOT0 o0ecrieYeH s YIIPABJIeHUs B OPraHU3alUu:

1) ciyx06a JIOY

2) Oyxranrepus

3) oTaen kaapoB
25. Kyna mnepenarorcsi [J0KYMeHTHI I0CJe MNpPeIBAPUTEIbHOI0 PAacCMOTPEHHs MX
padoTHHKOM cayx0b1 JOY:

1) Ha ucrosTHEHUE

2) Ha OTIIpaBKy

3) Ha perucTpanuio
26. Kaxk mHa3pIBaeTcsi CcHCTeMa perucTpaniy, ecJId OJHAa 4YacTb [OKYMEHTOB
perucrpupyercs B ciayxoe JJOY, a aqpyras 4acTb — B CTPYKTYPHBIX NOAPa3eJeHHAX:

1) nenTpanuzoBaHHas

2) cMelaHHas

3) neueHTpanu30BaHHAsS
27. JIoKyMeHT, IOCTYNUBIIUI B yYpesKAeHue, - 3TO:

1) ucxoasimuii TOKYMEHT

2) BXOASILIUN JOKYMEHT

3) BHYTpEHHUI TOKYMEHT
28. Cpok ncno/iHeHusi BHYTPEHHEr0 JOKYMEHTA HCYUCISAeTC:

1) B KaJeHIapHBIX JHAX C JaThl HOAMUCAHUS JOKYMEHTA

2) B KQJIGHAAPHBIX JHSX C JaThl 0OPMIICHUS IOKYMEHTa

3) B KaJleHJapHbIX JTHAX C JaThl PErUCTPALlUU TOKYMEHTA
29. 3anuch y4YeTHBIX JAHHBIX O JOKYMEHTe MO YCTaHOBJEHHOH (opme, puxcupyromeit
(hakT ero co3xanus, OTHPaBJIeHHUSA WU MOJYYEHHS, - ITO:

1) ohopmiieHne TOKyMEHTOB

2) peructpanus JOKyMEHTOB

3) ucnosHeHUE JOKYMEHTOB
30. Kakoii 3Tan npoxXoauT J0OKYMEHT I0cJIe IprueMa U NepBUYHOH 00padoTKu:

1) paccMoTpeHue pyKOBOIUTENEM

2) mpeBapUTEIbHOE PACCMOTPEHHE U paclipesiesieHue paboTHUKOM city:k0b1 [IOY

3) ucnoJiHeHUE
31. Kakoii u3 peKBM3UTOB He YKa3bIBaeTCsl B PErMCTPALMOHHBIX (pOpMax:

1) naTa nokymeHnra

2) pe3omtonus

3) rpu¢ yrBepxaeHUS
32. JIBu:KeHHe TOKYMEHTOB B OPraHU3allid ¢ MOMEHTA HUX CO3JaHUSl WM MOJy4eHUs /10
3aBepIICHHUs UCIIOJIHEHHUS MJIH OTIPABJICHUS — 3TO:

1) AOKyMeHTHpOBaHUE

2) NOKYMEHTOBEJIEHUE

3) DOKyMEHTOOOOpOT

33. IlpenBapurebHOE pacCCMOTPEHHE NMOCTYNHMBIIEr0 JOKYMEHTA IPOBOANTCS:
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1) pykoBonutenem

2) HavaabHUKOM c1yk0b1 JIOY

3) pabotHukoM ciryx0b1 JJOY
34. OueHka, HACKOJIbKO NMPABUJIbHO, YIA4YHO U MOJHO PellleH BOIPOC, MOCTABJEHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb 110 CYIIECTBY

3) TeKyIui KOHTPOJIb
35. Kak Ha3bIBaeTcsi CTPYKTypHOe noapasjaesenne ciay:xk0bl JJOY, koTopoe ocymecTBJsieT
KOHTPOJIb 32 HCIIOJIHEHHEM IOKYMEHTOB:

1) sxcnienums

2) MHCHEKIHUS IO KOHTPOJIIO

3) xaHuenspus
36. Kakume u3 mnepeyucjJeHHbIX HHJKe [OKYMEHTOB He OTHOCATCH K HCXOJsIeMy
JOKYMEHTOIIOTOKY:

1) cyxeOHble MUchMa

2) TOKJIaAHBIC 3AMUCKU

3) obOpareHus rpaxkaaH
37. UTo U3 yKa3aHHOI0 HUKEe He OTHOCUTCS K pericTpauuoHHBIM popmam:

1) ’xypHanbHas

2) cupaBo4Hast

3) kapTouHas
38. Kakoii u3 nepeyucjeHHbIX PEKBU3UTOB BKIIOYAETCH B perncTpaluoOHHbIe (GOPMBI:

1) rpud yrBepxaeHus

2) agpecat

3) BHU3a cOriacoBaHMs
39. K BHAaM CPOKOBOTr0 KOHTPOJISI OTHOCATCS:

1) Tekymui, npeaynpeauTeNbHbIA, HTOrOBBIN

2) KOHTPOJIb 10 CYIIECTBY, TEKYLIUIl, UTOTOBBIH

3) Tekymuii, BHyTpEHHHH, UTOTOBBIN
40. B cayuae, korja B pekBu3uTe «Pe3oionus» nopyyeHue gaercsi AByM HJIH HECKOJbKHM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHHUTEIEM SIBJISACTCH:

1) nuuo0, yka3aHHOE B IOPYUYEHUH EPBHIM

2) Bce yKa3aHHBIE B TOPYUYCHUH JIHIIA

3) AuI0, YKa3aHHOE B CITHCKE MOCJIETHUM
41. OdopmieHue pe30JIOUUU AOMYCKAETCH HA CHENUATBHBIX OJAHKAX IJsl Pe30JIIouui,
U3roTaBJIMBaeMbIX Ha Oymare ¢opmara:

1) A4

2) AS

3) A6
42. Perucrpanuu moaJie:kar cjieayonue 10KyMeHThbI:

1) Bce TOKyMEHTHI

2) TOBKO BXOIAIINE

3) TOIBKO UCXOAAIIUE U BHYTPEHHUE
43. daabueBaHue JOKYMEHTOB — 3TO:

1) B3BeLIMBaHNE IOKYMEHTOB

2) 3aKJIeMBaHUE KOHBEPTOB

3) cknaznbpIBaHUE TOKYMEHTOB U BIOXKEHUE UX B KOHBEPTHI
44, Kakue H3 IepevyHCICHHbIX HHMKe [JOKYMEHTOB He OTHOCATCH K BHYTpPeHHeMY
JOKYMEHTOIIOTOKY:
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1) pacriopsiuTeNbHbBIE TOKYMEHTHI
2) cnyxeOHbIe TUChMa
3) opraHu3alnOHHbIE JOKYMEHTBI

TecroBoe 3a1anue 2
1. Kakyio nHdopManuio cogepKuT HTOroBasi 3aNMCh K HOMEHKJIaType aeia?

1) 0 KonMUecTBE U KaTErOPUSX 3aBEJCHHBIX JeI

2) KOJIMYECTBO HE3aBEICHHBIX JIell

3) KOJMYECTBO YTPAUYCHHBIX B TEUCHHE I'0/1a JIEJ C YKa3aHUEM MPUYHMH YTPaThl
2. CucreMaTH3MPOBAHHDbII NepedyeHb HAMMEHOBAHM /1eJ1, 3aBeIeHHbIX B OPraHU3aluu, ¢
yYKa3aHUEM CPOKOB HX XpPaHeHUsl, 0()OPMJIEHHBI B YCTAHOBJIEHHOM MOPSAKeE, - ITO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKIIaTypa e
3. Kakoii U3 TepMHHOB He PEKOMEHAYIOT UCNO0JIb30BaTh NpH (GopMyJIHMPOBKe 3aroJI0BKOB
aeJ:

1) neno

2) TOKYMEHTBI

3) maTepuanbl
4. OnucH aeJ1 COCTABJIAIOT B IEJIAX:

1) peructpauuu aen

2) yueta nien

3) YHUUTOXEHUS €T
5. Ha ocHOBaHMH KaKOI'0 JOKYMEHTA COCTABJSETCH OMUCH J1eJl:

1) HHCTPYKIUS TT0 TOKYMEHTAIIMOHHOMY 00ECTICUCHHIO YIIPABIICHUS

2) HOMEHKJIaTypa Ael

3) mepeveHb TOKYMEHTOB CO CPOKaMH XpaHEHUS
6. Kak BHecTM B HOMEHKJATYpPY /JeJ] 3aroJiOBOK He MPeIyCMOTPEHHOr0 paHee jaeJa,
00pa3oBaBlIErocs B TeYeHHE KAJEHIAPHOI0 rojia B CBA3M ¢ U3MEHEHUSIMH B /1eATEJIbHOCTH
OpPraHM3anuu:

1) meperneyataTh ¥ 3aHOBO O(POPMUTH MOCIEIHIO CTPAHUILY HOMEHKJIATYPHI 1€, BHECS B
Hee JOMOJIHUTENbHBIN 3ar0JI0BOK

2) HameyaTaTh HOBBIM 3ar0JOBOK HA OTJIETTLHOM JIUCTE U MPHJIOKHUTH €ro K HOMEHKIIAType
nen

3) BmucaTh HOBBIM 3arojIOBOK OT PYKH B CHEIMAJIbHO OTBEJCHHOE PE3EPBHOE MECTO,
OCTaBJISIEMOE MOCTIE KaXK0r0 pa3ziesia HOMEHKIIATYphl Aell
7. CBogHAasi HOMEHKJIATYPa /ieJ1 OPraHu3auu BBOJAUTCS B JielicTBHE:

1) ¢ 1 suBaps Tekymiero roaga

2) ¢ nexaOps TEKyIero roja

3) Kaxk]iple MOATO0a TEKYIIETo roja
8. Homenkaarypa e, KOTOpasi YCTAaHABJIMBAeT MNPHMEPHbIH COCTAaB Jea s
OpraHM3anuii, OTHOPOJHBIX MO XAPAKTEPY AeATeIbHOCTH, HO PA3JIHYHBIX MO CTPYKTYype,
Ha3bIBAETCS:

1) uHIMBHIYaNBHOM

2) TunoBoi

3) npumepHoOI
9. Kakoil npuHIUI He UCIO0Jb3yeTCs NPU (POPMHUPOBAHUM €IS

1) XpoHONOTMUECKUI

2) BOIPOCHO-IOTMYECKH

3) ucropuueckuii
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10. OnpeaesieHne NOJTUTHYECKOH, IKOHOMHYECKOM, COLMATBHO-KY/IbTYPHOM,
NMPAKTHYECKOIl HEHHOCTH IOKYMEHTOB /ISl OCJIeAYIOIIero uX XpaHeHusl ¥ UCIOJIb30BAHUSA
WM /15 0TOOpa HA YHUUYTOKEHUE — ITO...

1) onucanue nen

2) sKcnepTH3a LIEHHOCTH JOKYMEHTOB

3) obopmiieHue e
11. Kakue onepanuu He BBIIOJHAIOTCS NPU (POPMHUPOBAHUH JI€JI:

1) pactipeneneHue U packiagka UCIOJIHEHHBIX JTOKYMEHTOB IO Markam

2) pacnoioXeHue TOKyMEHTOB BHYTPH Jiefla B ONPEACICHHOMN MOCIEA0BaTeIbHOCTH

3) HyMepalus JUCTOB

4) obopmieHHE OOJIOKKH e
12. Onuckb e — 3T10:

1) apXMBHBII CIPABOYHHUK, COJICPKAIIUI TepeueHb BCEX SANHUI] XPAHEHHs, COCTOSIINX Ha
yueTe B apXUBE OpraHU3aINH

2) cucTeMaTU3UPOBAHHBIN MEPEUYCHb SAMHUIL XpaHEHUS (IeJ1), MpeIHa3HAYeHHBIX ISl UX
yueTa M ONepaTUBHOTO MOUCKA.

3) mepedeHb 3arojIOBKOB Jiel, CHOPMHUPOBAHHBIX B CTPYKTYPHOM TMOJpA3/CICHUH,
HE3aBHCHUMO OT CPOKOB MX XpaHEHUS
13. OCHOBHBIM [IOKYMEHTOM, PerJaMeHTHPYIOIIUM TEeXHOJIOIHI0 JOKYMEHTAMOHHOIO
o0ecrieyeHusi yNpaBJeHUs B OPraHU3aIUH, SIBJISIETCH:

1) monoxenue o cyxoe 10Y

2) unctpykuus o JJ0Y

3) mpuKka3 pyKOBOJIUTESI OPraHU3aluN
14. HoMeHK1aTYpa /1€J1 COCTABJSIETCS €O CJIeAYIOIIeH NepuoIMYHOCThIO

1) onuH pa3 B Tpu rosaa

2) c MepUOANYHOCTbIO, YCTAaHABIMBAEMOMN OpraHu3aluen

3) exeroaHo
15. Ha kakue ges1a CTPYKTYPHOI'O OAPa3/ieJIeHUs] He COCTaBJISIeTCS OTAeIbHAasl ONUCh:

1) Ha nena MOCTOSIHHOTO XpaHEeHU s

2) Ha Jiena reHepaJIbHOTO JUPEKTOpa

3) Ha gena BpeMeHHOro xpaHeHus (cBbie 10 ner)
16. I'pynnupoBKa J0KYMEHTOB B /1eJ1a OCYLIeCTBJseTCs HA OCHOBAHHUU:

1) MHCTPYKIMU MO JOKYMEHTAI[MOHHOMY 00€CIIEUEHUIO YIIPaBICHUS

2) mepeyHs TUIOBBIX YIPABICHYECKUX TOKYMEHTOB CO CPOKAMH XpaHEHHUS

3) HOMEHKJIATypHI JeJl OpTraHu3aIun
17. JIncT-3aBepuTeIb 1eJIa MOMEIAeTC s :

1) B Hauaze nena

2) Ha 00OPOTHOM CTOPOHE OOJIOKKH Jema

3) B KOHIIE JieNa TOCIIe MOCISTHEr0 JOKYMEeHTa
18. Ilpu ¢popMHpOBAHUM MCIOJHEHHBIX JOKYMEHTOB B Je/1a B OPraHU3alusX HA 00J10KKY
Ka’K/I0T0 71€eJ1a BBIHOCATCS CJIeyIoIue CBeIeHH:

1) HauMeHOBaHME OpraHW3allMd — MHIEKC JeJla — 3arojoBOK Jeja — JaTa Jiela — CpPoK
XpaHEHHS U CTaThs 110 TIEPEUHIO - TPUMEYaHNE

2) HaMMEHOBaHUE OPraHM3ALMHU - WHJEKC Jlefla — 3arojioBOK Jejia — JaTa jeja — CpoK
XpaHEHHS 10 TIEPEYHIO — ApXUBHBIA I (P

3) HaMEHOBaHKE OPTaHU3ALUN — HAMMEHOBAaHUE CTPYKTYPHOIO MO/Ipa3ieieHNs — HHIEKC
Jieqia — 3ar0JIOBOK JIeNla — JaTa Jieia — CPOK XPaHESHHUs 10 TIEPEIHIO
19. HomeHk1aTypa fAes1 OPraHu3anum:

1) siBIIsIeTCS 00SI3aTEIBHBIM IOKYMEHTOM TOJIBKO JIJISl TOCYIApPCTBEHHBIX OpraHU3alni

2) pazpabaTbIBaeTCs M0 YCMOTPEHHUIO OpraHU3auu

22



3) sBAseTCs 00sI3aTEIBHBIM IOKYMEHTOM JJIsi BCEX OpraHu3aiui
20. YTo M3 mepevyucJeHHOI0 He MOKeT CJIYKUTh HA3BAHMSAMM Pa3/ieiOB B HOMEHKJaType
aen:

1) HauMeHOBaHUS CTPYKTYPHBIX MOIpa3iesieHui

2) HamnpaBJieHUs JIEATETbHOCTH OpraHU3alNN

3) HaMMEHOBAaHMS OpPraHU3AINNA
21. B ogHOM /1ej1e He T0JI3KHO OBITH DoJiee:

1) 400 nuctoB

2) 150 nuctoB

3) 250 nucToB
22. Ilpogoskure mpenio:xkenue: «/[jisi ydera 10KyMeHTOB ONpe/ieIeHHbIX KATeropuii aena
MOCTOSIHHOTO M BpeMeHHOro (0oJsiee 10 j1eT) XpaHeHHUs COCTABJISIETCH. .. »:

1) onuck nen

2) BHYTpPEHHSIS OMHCH

3) nucT-3aBepuUTENH JIeTa
23. Kakue BuabI pa00T He MPOBOASITCS MPH MOATOTOBKE JIeJ K NMepeaaye B apXuB:

1) npoBeneHe SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB

2) ohopmiieHHE J1eTT

3) dbopmupoBanue aen

4) cocTaBlieHHE OMUCU
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType J1eJ1:

1) HomeHkuaTypa aen Ha suBapb 2013 rog

2) HomeHkuarypa aen 3a 2012 rog

3) HomeHkiatypa aen Ha 2013 rox
25. UTo 13 nepevncJeHHOro He BKJIIOYAETCSI B HOMEHKJIATYPY AeJI:

1) AOKyMEHTBI, CO3/IaHHbIE B CaMO# OpraHu3aluu

2) nepexonduue fena

3) meyaTHbIC U3IAHUS
26. HomeHKJIaTypa AeJ1 BKJIIYAET ciaeayruue rpadoi:

1) mHAEKC nena — 3aroJioBOK Jella — aBTOpP — KOJMYECTBO EAMHHI] XPaHEHUS — CPOK
XPaHEHUS - IPUMEYAHNC

2) WHAEKC JeNa — 3arojoBOK Jefla — KOJMYECTBO €IUHUI] XPAHEHUS — CPOK XpPaHEHHS -
IpUMEUYaHUS

3) 3aroJ0BOK JieNia — KOJMYECTBO €AMHUIl XPaHEHUS — CPOK XPaHEHUS
27. ®opMupoBaHue aej1a — ITO:

1) rpynnupoBKa HCHOTHEHHBIX TOKYMEHTOB B JENO0 U CHUCTeMaTH3alis JIOKYMEHTOB
BHYTpH JIeTIa.

2) rpynnupoBKa MCIOTHEHHBIX TJOKYMEHTOB B JI€I0, CUCTEMATHU3AIlHs JOKYMEHTOB BHYTPH
Jiena ¥ HyMepalys JUCTOB JIefia.

3) BKITIOUEHHUE UCTIOTHEHHBIX JOKYMEHTOB B IOKYMEHTAIbHBIN (POH OpraHu3alun
28. Kakme cBeleHHsI He YKa3bIBAIOTCSl Ha 00JI0:KKe Jejia mpu odopmJeHHH Jea s
nepeaavyu B apXuB:

1) cpok XpaHEeHHs TOKYMEHTOB Jejia

2) KOJIMYECTBO JINCTOB B JIETIE

3) KOTUYECTBO JTUCTOB BHYTPEHHEH ONMUCH
29. HomeHKJIaTypa A€ I0/:KHA BKJIIOYATH CJIeAYyI0lIHe PeKBU3UTHI:

1) HaMMEHOBaHHWE OpTaHM3aAIMH-aBTOpa — HAWMEHOBAHME BHJA JOKYMEHTa — JaTa —
PErUCTPALIMOHHBIT HOMEpP — MECTO COCTaBJIEHHMSI — 3aroJIOBOK K TEKCTY — TEKCT — MOJIUCh —
rpud yrBepxKAeHUs - TpUd COrIacoBaHUS
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2) HaUMEHOBAaHWE OpraHM3AIMHU-aBTOpa — HAWUMEHOBAHHWE BUAA JOKYMEHTa — Jara -
PErUCTPALIMOHHBIA HOMEP — MECTO COCTABIICHUS — 3ar0JIOBOK K TEKCTY - TEKCT — MOJIUCH

3) HauMeHOBaHME OpraHU3ALMU-aBTOpAa — HAaUMEHOBAHHWE BMJA JOKyMEHTa — Jara -
PErUCTPALIMOHHBIA HOMEP — MECTO COCTaBJIEHHS — 3aroJIOBOK K TEKCTY - TEKCT — MOAMHUCH —
aapecat
30. Kakasi u3 onepanuii He MPOBOAUTCS NMPHU MOATOTOBKeE JIeJI /IJIfA Mepefayud B apXUB:

1) moammMBKa JOKYMEHTOB Jieia B CIICIHATbHYIO O0JI0XKKY WM TIeperieT aerna

2) cocTaBieHHUE JIMCTa-3aBEPUTEIIS J1ea

3) onpenieneHue CpoKa XpaHEHUs Jeia
31. IlpomokuTe mpensoxeHue: «/lOKyMeHTBbI, y:Ke BKJIOYEHHble B /€0, MOIYT
MOHAJ00MTHCHA PA0OTHUKY OpraHuzanuu. B 3Tom ciiyuae oHM MOryT OBITH BHIHYTHI U3 1eJ1a
TOJILKO JIMIIOM, OTBETCTBEHHBIM 3a ¢opMHpoBaHHe M XpaHeHue Jej. Ha ux mecrto
3aKJIAABIBAETCH. .. »:

1) kapTa-3amecTUTeIH

2) nucT-3aBepUTEIND

3) nucT-3aMecTUTENb
32. KoHKpeTHbIe CPOKH XPaHEHHUsI IOKYMEHTOB YCTAHABJIMBAKTCS ¢ NOMOIIbIO:

1) MuCTpyKIIMU TIO JEIONPOU3BOCTBY KOHKPETHON OpraHU3aIiu

2) [lepeunst TUTIOBBIX YIPABJICHUECKUX IOKYMEHTOB C YKA3aHHEM CPOKOB XPaHCHUS

3) I'ocynapcTBeHHOI cUCTEMbI TOKYMEHTALMOHHOTO 00ECIIeUeHHUs yIpaBICHUS
33. Kak HymepyeTcsi IOKYMEHT, CJ10:KeHHBIH MONoJ1aM ¥ MOALIUTHIH 32 cepeauny:

1) kKaK OJIMH JIUCT

2) KaK J1Ba JHCTa

3) KaK yeThIpe JTUCTa
34. CucreMaTU3MPOBAHHBII MepeyeHb HAMMEHOBAHMIA /1eJ1, 3aBeIeHHBIX B OPraHU3aIuM, ¢
YKa3aHHeM CPOKOB HX XPaHEHUsl, 0(D)OPMJICHHBbII B YCTAHOBJEHHOM MOPSAKeE, - ITO:

1) onuch

2) apXUBHBII CIPaBOYHUK

3) HOMEHKJIaTypa Jei
35. Kakoii U3 TepMHUHOB He PeKOMEHIYIOT MCIO0/JIb30BaTh NMPHU (POPMYJIHPOBKeE 3ar0J10BKOB
nei:

1) neno

2) NOKYMEHTBI

3) pa3Hble MaTepuabl
36. Kakoro u3 npuHuunoB (popMHPOBaHUS /11 He CYLeCTBYeT:

1) BOompoCHO-IOTHYECKU

2) cucTeMaTuueCcKui

3) andaBuTHBIHA
37. HomeHkjaaTypa /esl, KOTOpas YCTaHABJIWBaeT NPHUMEPHBIN cocTaB e Js
OpraHM3anuii, OTHOPOJHBIX MO XAPAKTEPY AeATEeIbHOCTH, HO PA3JIUYHBIX MO0 CTPYKTYpe,
Ha3bIBaeTCA:

1) uHIMBHIYyaNBHOM

2) TunoBoi

3) npumepHoO
38. Kak nymepyercsi JuCT J1060ro popMara, MOAIIUTHIN 3a ONMH Kpaii, Jajke ecJH OH
CJI07KeH:

1) KaK OAMH JTUCT

2) KaK JBa JucCTa
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39. HomeHkJjaTypa /e, KOTOpas COCTABJIsIeTCSl Ui OPraHU3aiuii, OJHOPOIHBIX IO
XapakTepy /esiTeJIbHOCTH M CTPYKType, YCTAaHABJIMBaeT Jisi HUX THIOBOH cocTaB je,
eIMHYI0 HHIEKCAIMIO dTHX JIeJ1, - HA3bIBAETCs:

1) mpumepHoOit

2) TUTIOBOM

3) MHIUBHUIYATBHOM
40. ApXUBHBI COPAaBOYHHUK, COJEP:KAINMII CHCTEeMATH3MPOBAHHBIN INepeYeHb €TUHUIL
XpaHeHus (1eJ1), - ITO:

1) HomeHKI1aTypa e

2) onuch Jen

3) BHYTpEHHSIS ONUCH JOKYMEHTOB JI€NIa
41. HomeHKJIaTypa e/ COCTABJIAETCS CO cJeaylonieii mepuoIuIHOCTbIO

1) onuH pa3 B Tpu rosa

2) ¢ IepuoAUYHOCTHIO, YCTAaHABIMBAEMO OpraHu3aueit

3) exeroaHo
42. ToJIIIHHA KAXKAO0Tr0 /1eJIa He J0JI7KHA MPeBbIATD:

1) 50-60 mm

2) 20-30 Mmm

3) 30-40 mm
43. Ilpu ¢popMUPOBAHMHU UCIOJHEHHBIX JOKYMEHTOB B /1eJIa B OPraHU3AIUsIX HA 00JI0KKY
KAK/10T0 Je/1a BBIHOCATCS CJIeAyIoIye CBeJeHHs:

1) HaumMeHOBaHME OpraHHW3allMU — UHJIEKC Jella — 3aroJIOBOK Jellia — JlaTa jJejla — CPOK
XPAHEHUS U CTAThsSI 10 MIEPEUHIO - TPUMEUAHUE

2) HauUMEHOBAaHHUE OpPraHM3allMM - MHJEKC Jella — 3arojIOBOK Jiea — JaTa Jiela — CPOK
XPAHEHUS 10 MEPSUHI0 — APXUBHBIN IIHQPP

3) HauMeHOBaHKe OPTaHU3AllUY — HAUMEHOBAHHE CTPYKTYPHOTO TOpa3AeTIeHHS — UHAEKC
JieJ1a — 3aroJIOBOK JieJla — CPOK XPaHEHUS 0 NEPEYHIO
44, HoMeHKJIaTypa e/l OpraHu3aumm:

1) sBRsieTCst 00s3aTEBHBIM JIOKYMEHTOM TOJIBKO JIJISI TOCYTapPCTBEHHBIX OpTaHU3aInit

2) pa3pabaThIBaeTCs MO0 YCMOTPEHHUIO OPTaHU3aINH

3) sBseTCs 00sI3aTEIIBEHBIM JIOKYMEHTOM JIJISI BCEX OpraHu3anui
45. YTo U3 MmepevyUuCJIeHHOr0 He MOKeT CJHY:KMTh HAa3BaHHUSMH Pa3/leioB B HOMEHKJAType
nei:

1) HauMeHOBaHUS CTPYKTYPHBIX MOpa3ieieHui

2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aIlH

3) HaMMEeHOBaHUS OpraHU3aIui
46. Onpenenenue MOJIUTHYECKOI, IKOHOMMYECKOIi, CONMATbHO-KYJIbTYPHOH,
NMPaKTHYECKOIl IEHHOCTH JOKYMEHTOB /IJIsl MOCJIeAYIOIIero uxX XpaHeHusl U UCMO0JIb30BAHUSA
WJIH JIs1 0TOOpPa HA YHHUUYTOXKEHHE, - 3TO:

1) skcniepTH3a NeSATENbHOCTH OpraHu3alluu

2) sKCcIIepTH3a IIEHHOCTH JJOKYMEHTOB

3) aKcnepTH3a JOKYMEHTAIMOHHON AeSITeTbHOCTH
47. BcraBbTe nponylleHHbIe c10Ba: «B KoHIe roia B HOMeHKIIaType el 3al0JIHAeTCs ...0
KATEeropusixX U KOJHYecTBe 3aBeIeHHbIX U BKJIKYEHHBIX B HOMEHKJIATYPY J1eJD):

1) 3aBepuTenbHas HAAMUCH

2) utoroBasi 3aMuch

3) BHYTpEHHSIS ONTUCH
48. I'pynnupoBKa MCMOJHEHHBIX JTOKYMEHTOB B /1eJI0 B COOTBETCTBHM ¢ HOMEHKJIATYPO
JeJ U CUCTeMAaTH3alUsl JOKYMEHTOB BHYTPH JeJia — 3TO:

1) popmupoBanue nen
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2) opopmienue nen

3) pacnpeneneHue aen
49. YTo U3 nepevncaeHHOr0 He BKJIIOYAeTCs B HOMEHKJIATYPY Aen:

1) AOKyMEHTBI, CO3/1aHHbIE B CaMOIl OpraHu3aluu

2) nepexondiue nena

3) neyaTHbIe U3IAHUS

3) IOKYMEHTOOOOpOT

50. HomeHKJIaTypa /JeJ1 BKJIKYaeT cjaeayiniue rpagbi:

1) uHgekc nena — 3arojioBOK Jiefla — aBTOP — KOJMYECTBO €IMHMI] XpPaHEHUsI — CPOK
XpaHEHUs - IPUMEYaHue

2) MHJEKC Jena — 3arojJOBOK Jella — KOJIWYECTBO EAMHUIl XPAaHEHHsS] — CPOK XpaHEHHs -
npUMeyaHus

3) 3aroJ0BOK Jie/1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XpaHEHHUS
51. Cko0JIbKO JJHCTOB JI0JKHO BKJIIOYATH 0/1HO chopMHPOBaAHHOE /1€J10:

1) npumepno 200 sucroB

2) npumepHo 300 aucToB

3) mpumepno 250 aucToB
52. JleJia MOCTOSIHHOTO CPOKA XpaHeHHsI U BpeMeHHOro cpoka (6ojiee 10 Jjier) XpaHeHwusi
MO/IJIeKAT:

1) nomHOMY O(popMIIEHUIO

2) ynpomeHHOMY 0(hOpMIICHUIO

3) JOMOTHUTENHFHOMY O(OPMIICHHUIO
53. [loaroroBka e K XpaHEeHUI0 B COOTBETCTBUH € YCTAHOBJIEHHBIMH NPABUJIAMH — 3TO:

1) dopmupoBanue aen

2) oopmiieHue e

3) xpaHeHue Jen

Tema 4. Opranuszanusi ceKpeTapcKoro 00c/aIy:KMBaHUSs

BAPUAHT 1
1. ITo BompocaM cOrJ1acOBaHHS MPOEKTOB PACHOPAIUTENBHBIX JOKYMEHTOB CeKpeTaph
B3aMMO/IEHCTBYET C:
a) C BBIIIECTOS UMY OpraHU3aHIMA
6) Co ciyx00i1 TOKYMEHTAlTMOHHOTO 00ECIeYeHHsI YIIPaBICHUS
B) C 10puAMYECKUM OTIEIOM
r) C TeXHUYECKUMU CITyKOaMu
2.CexpeTapb He HeceT OTBETCTBEHHOCTD 3a:
a) Hapymenue nmpaBui BHyTpeHHET0 pacropsiaka paboTHUKaMU
0) HexauecTBeHHOE M HECBOEBPEMEHHOE MCIIOJTHEHUE CBOUX 00s13aHHOCTEN
B) Mcnonp3oBaHue NpeOCTaBICHHBIX MIPAB B TMYHBIX LENIAX
r) Pasrnamenue koHpuaeHIMaIbHONU HH(OPMALIUN
3.Kakoii roa NpuHATO CYUTATH FOAOM POKIEHHUS NMPOdecCHH «ceKpeTapb»:
a) 1720
0) 1840
B) 1884
r) 1920
4.YT0 He OTHOCHUTCS K /IeJIOBBIM Ka4eCTBAM CeKpeTaps:
a) OTBETCTBEHHOCTh
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0) OpranuzoBaHHOCTb
B) [lyHKTYyanbHOCTH
r) UHTeTUreHTHOCTh

5.Kakoii kaTeropuu cekperapeii He CylecTBYeT:

a) Cekperapb-pedepeHT

0) Cexperapb pyKOBOIUTEIS
B) CekpeTapb-MOMOIIHUK

r) Oduc-meHemxep

6. UTO OTHOCHTCSI K BCIIOMOIaTe/IbHOM 30He padoyero Mmecra cexkperaps?

a) CtoJ ¢ mprcTaBKaMu

0) Mecto npuéma nmoceTuresnei
B) KoMOnHMpOBaHHbIE MIKa(bI
r) lllxad nns ogex bl

7. Kaxkoii u3 BH/10B OCBellleHUs sIBJIsieTcsi Haubos1ee 3(p(PeKTHBHBIM:

a) EcrectBennoe

6) UckyccTBeHHOE

B) MectHoe

r) KombuanpoBanHoe

8. K kakoii rpynmne (pakTopoB ycJIOBHIi TPY/a OTHOCUTCSI OCBeILlleHHeE:

a) CounanbHO-TICUXOJIOTHYECKHE
0) [Icuxoduzmonornveckue

B) DCTETHYECKHE

r) CaHUTapHO-TUTMEHUYECKHE

9. K kakoii rpynne (pakTopoB yCJIOBHIi TPy/1a OTHOCHTCS CO3/1aHNe B KOJLIEKTUBE
HOPMAJILHBIX B3AaMMOOTHOILIEHUH

10.

11.

12.

13.

a) ColnanbHO-TICUXOJIOTHYECKHE
0) [cuxodusznonornueckue

B) DCTeTHUECKHE

r) CaHUTapHO-TUTUEHUYECKHE

IIpu npoBeaeHUN KAMEPHOI MPe3eHTAIMN YHUCJI0 €€ YYACTHHKOB COCTABJISIET:
a) okosio 50 yenoBek

0) okoJo 15 yenoBex

B) 710 3-X YEIOBEK

r) okoisio 100 yenoBek

Kakoii 10kyMeHT roToBHT ceKpeTaph nepex KOMAaHIMPOBKOH PYKOBOIMTEJIS:
a) mporpaMMy KOMaHJAUPOBKH

0) KOMaHAMPOBOYHOE YIOCTOBEPEHHE

B) IIPUKa3 O KOMaHAUPOBAaHUM PYKOBOJUTEIS

r) TenedoHorpaMmy

K BeuepHemy Buay opuIHAIBHBIX IPHEMOB OTHOCHTCH
a) «OoKan BUHAY

0) «OOKaJI MaMITaHCKOT O

B) «3aBTPAK»

) «KOKTEHIJIb»

Kakue MeponpusiTusi He BXOAAT B MOATOTOBKY K /1eJI0BBIM IleperoBopam:
a) OmnpeneneHre BpeMEHU U MecTa IEPErOBOPOB
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6) OnpenenenHue eI NeperoBopoB
B) ®opMupoBaHue cocTaBa Aejeranuu
r) OnoBelieHre yyacTHUKOB

BAPUAHT 2

J0JI’KHOCTHASI HHCTPYKLMS CeKpeTapsi — 3TO:
a) JIoKyMeHT, YCTaHaBJIMBAIOIIUNA CTaTyC, 3a/Jayd, MpaBa M MOPSIOK AESITeIbHOCTU
OpraHu3aluu
0) JlokyMeHT, XapaKTepu3YIOILIHii 1eJI0BbIe U JUYHOCTHBIE KayecTBa pabOTHUKA
B) Opranu3aiMoHHBIN JOKYMEHT, OIpPEeNIONUi TOKHOCTHOM cTaTyc pabOTHHKA
r) JlokyMeHT, copepKalluii MHEHHE OpraHUu3aluu 0 KaKOMY-TO BOIIPOCY
Cekperapb He UMeeT npaBa:
a) TpeOoBaTh OT UCTIOTHUTENEH CBOEBPEMEHHOTO UCIIOIHEHHUS 3aJJaHUI TUpeKTopa
0) [TonOuparh TEXHUYECKUN TICPCOHAI JJIsI COBEIAHUIN U MPE3CHTAIUI
B) [loanuceiBaTh CpoYHbIE JOKYMEHTHI B OTCYTCTBUE PYKOBOIUTEIS
r) [lepenaBate OT UMEHHU PyKOBOJIUTEIIS IOPYyUEHUS paOOTHUKAM.
Yto He sBJfIeTCS OAHMM H3 IJIABHBIX MPaBHJ OpPraHu3auuu padoyero JHs
ceKperTaps:
a) CoryiacoBaHHOCTb JICHCTBHI ceKpeTaps U PYKOBOAUTES
0) OOs3aTenbHOE YepeToBaHKE TPYAA M OTIbIXa
B) Pe3koe BxoxeHue B paboTy
r) CMeHa BUJIOB JI€ATEIbHOCTH
YTo He OTHOCUTCS K JHYHOCTHBIM Ka4ecTBaM CeKpeTapsi:
a) HTemMreHTHOCTh
0) Tpynomnrobue
B) JloGpocoBeCTHOCTh
r) OpraHu30BaHHOCTh
Yro corinacHo KBaJIM(PUKANMOHHBIM TPeOOBAHUAM J0JIKeH YMETh CeKpeTaphb-
pedepent:
a) [lepeBouTh C1y>kKeOHBIE TOKYMEHTHI HA MHOCTPAHHBIE SI3BIKH
6) ®opMupOBaTh KOHCTPYKTUBHBIE PELLICHUS
B) [lonp30BaThcs MHGOPMAIIMOHHO-TIPABOBBIMH CHCTEMaMH
r) OCyI1ecTBIATh KOHTPOJIb UCIIOTHEHUS PELICHUH
Yto oTHOCHTCSH K OCHOBHOI1 30He padoyero Mecra cekperaps?
a) CroJ1 ¢c npucTaBKaAMH
6) KomOuHMpoBaHHbIE MIKa(BI
B) [lucbMeHHBIH cTON
r) MecTo A noceturenei
Yemy po/kHa ObITH paBHA INIOIIAAbL CJIYKEOHOI0 IOMEINECHHS] I OJHOIO
padoTHHuKA:
a) 3 m?
0) 4 M
B) 5 M
r) 6 M?
K xakoii rpynmne ¢akTopoB ycJ10BHi TPYAa OTHOCHTCS TEMIICPATYPHBIN PesKUM:
a) ConuanbHO-TICUX0JIOTHYECKUE
0) [Icuxodusznonornueckre
B) DcTeTHUECKHE
r) CaHUTapHO-TUTHEHUYECKUE
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9. K kakoii rpynne (akTopoB ycJOBHH TpyAa OTHOCUTCSl 4YepedoBaHUe TpPyAa H

OT/bIXA:
a) ConnaibHO-TICUXOJIOTHYECKHUE
0) [Icuxodusznonornueckue
B) DCTETUYECKHUE
r) CaHUTapHO-TUTUEHUYECKHE

10. YaaneHHOCTH MOHHMTOPA OT IJ1a3 YeJIOBEKA, pad0TaIOIIero 3a KOMIbIOTEPOM, JT0JKHA

ObITH HEe MeHee:
a) 30-40 cm
0) 50-60 cm
B) 70-80 cm
r) 90-100 c™m

11. Kakoe c10B0O 10/15K€H NPOU3HECTH CEKPeTaphb, 0TBe4Yasi HAa TeJle(OHHbII 3BOHOK:
a) Ao
0) Ciymaro
B) 3/IpaBCTBYITE
r) da
12. Kakoii 3Tan He OTHOCUTCSH K MOJATOTOBKE /1eJIOBbIX IEPErOBOPOB:

a) @opMupoBaHHE COCTaBa JeJIeralun

0) OmnpeneneHue 1eNH MeperoBopoB

B) Berpeua npubbiBIIeit neneranun

r) OmnpeneneHre MecTa MpOBEACHUS IEPETOBOPOB

13. IIpe3eHTamusi, OpPraHuM3OBaHHAsl /Js1 YYACTHHKOB B KOJHMYeCTBe 2-X 4YeJIOBEK,
Ha3bIBaeTcs:

a) KaMepHas

0) rpymnmoBas

B) MpUBAaTHAas

r) nyoau4Has

BAPUAHT 3

1. B cBoeii 1esITeJILHOCTH CeKPeTapb He 10/:KeH PYKOBOICTBOBATHCS:
a) [IpaBunamMu BHyTpeHHEr0 pacnopsiika
0) 1o;KHOCTHON MHCTPYKLKEN
B) CripaBOYHO-MH(POPMALMOHHBIMU JOKYMEHTaMH
r) PaciopsimuTensHBIMU TOKyMEHTaMU
2. Cekperapb He HMeeT NpaBa:
a) Bo3BpamaTh HEBEpHO BBHITOTHEHHBIE TOKYMEHTHI HCTIOTHUTEISIM
6) [TonOupate nepcoHan /i paboThl B CTPYKTYPHBIX MOJpa3eIeHUIX
B) 3ampammBaTh OT HWMEHH pPYKOBOJHUTENS Yy paOOTHUKOB CTPYKTYPHBIX
Nopa3/iesIeHUuil He00X0AUMYIO HH(OPMAIIHIO
r) OOpamarhcsi K pyKOBOJAUTEIIO 32 Pa3bsICHEHUSIMH U YKa3aHUSIMU
3. Kakue cBeeHuUs He 10J1:KeH MPeICTABJIATH CeKpeTapb padoToaTe 0 Ha
coldece0BaHUM:
a) O ceMeitHOM TTOJIOKEHU U
6) O6 obpazoBaHuM
B) O6 onbiTe paboThI
r) O HaTMYUHU BBICOKOMIOCTABICHHBIX POJICTBEHHUKOB
4. YTo OTHOCHTCSA K JeJ0BBIM Ka4ecTBaM CeKpeTaps:
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a) HTe/nIMreHTHOCTh
0) AKKYpaTHOCTb
B) MHULIMATUBHOCTD
r) JloOposkenareabHOCTh
5. YTo cOrnacHo KBAJIM(PUKAINNOHHBIM TPeGOBAHUAM J10JI:KEH YMeTh CeKpeTapb
AUPeKTOpa:
a) OpranuzoBatb paboTy oduca
6) [ToaroToBUTH NMpE3CHTALINH
B) [Tosib30BaThCst KOMIIBIOTEPHBIMU TporpaMmamu U MHTEpHET-pecypcamu
r) OpranusoBarh JeJIOBbIE IEPETOBOPHI
6. YTo OTHOCHUTCS K 30HEe IpHeMa NoceTuTeiell B MPUEMHOI:
a) [lIkadwr 17151 013K IbI
0) )KypHabHBIN CTOMUK
B) Bcomorarenbabie nkadml
r) [luceMeHnHBIi cToMN
7. Kakas mjiomajab 0OTBOAMTCSI HA OJHOTO0 YeJIOBeKa, padoTalolero 3a KOMNbLIOTEPOM:
a) 3 m?
0) 4 M
B) 5 M
r) 6 M
8. K kakoii rpynne (pakTopoB YCJI0BHii TPyda OTHOCSATCH BJIA)KHOCTH H CKOPOCTH
JABUKEHHS BO31yXa:
a) ConuanbHO-TICUXOJIOTHYECKUE
0) I[lcuxodusznonornueckue
B) DCTETUUYECKHE
r) CaHUTapHO-TUTHEHUYECKHE
9. K kakoii rpynme ¢axkTopoB YCJI0BHIi TpyAa OTHOCHUTCH WCHOJIb30BaHUHE B
HHTEepbepax NMPou3BeAeHUIl ;KUBOMUCH U MPUKJIATHOI0 HCKYCCTBA:
a) CoruanbHO-TICHXOJIOTHYECKUE
6) Ilcuxodusunonornyeckue
B) DCTEeTUUYECKHE
r) CaHUTapHO-TUTHEHUYECKHE
10. Kakue felicTBMSA CUMTAIOTCS HEAONMYCTUMBIMU MPH OpraHu3anuu mnpuéma
MOCEeTUTEJICH:
a) [Ipuxon moceTuTens paHbile HAMEUYEHHOTO CPOKa
0) Bxox mocerutens B kaOWHET pyKOBOJIUTENS B BEpXHEH OJeK e
B) [Ipuxon nocerutens 6e3 npeaBapUTENbHON JOTOBOPEHHOCTH
r) [lepeHoc BpeMenu npuéma noceTurtens Ha 0oJiee Mo3JHUH CPOK
11. Kakoro Bu1a mpoBepOK HAJIWYHUSA JOKYMEHTOB, COleP:KAIIUX KOH(PUIEHIHAILHYIO
HH(POPMALHUIO He CYILIeCTBYeT:
a) eXKETHEBHBIX
0) e’KeMeCsSYHbIX
B) €KEKBapTaJIbHBIX
T') 10 OKOHYaHUH KaJIeHAapHOTO rojia

12. K BeuyepHemy BUAY OPUIHAIBHBIX NIPHEMOB 0€3 paccajKu 3a CTOJIOM OTHOCUTCS
a) «obem»
0) «oben-6yder»
B) «Y>KHH»
') «KKOKTECHIIb)

30



13. Kakoii 3Tann 0THOCUTCS K NMOATOTOBKE /1€JIOBBIX II€PEroBOpPoOB:
a) [IpencraBnenue neneranuu
6) OOcnyXxuBaHUE TIEPETOBOPOB
B) Berpeua npubsiBIieit neneranuu
r) OmnpeneneHre MecTa MpOBEACHUS IEPETOBOPOB

BAPUAHT 4

1. Cexperapb He HeceT OTBETCTBEHHOCTD 3a:
a) YTpary ciy’)keOHBIX JOKYMEHTOB
6) Hapymienue neiicTByromiero 3aKOHO1aTeIbCTBA MIPU MOATOTOBKE TOKYMEHTOB
B) Hapy1ienne uHCTpyKIMU 1O AETONPOU3BOACTBY OpraHU3aluU
r) HekauecTBeHHOE€ U HECBOEBPEMEHHOE HCIOJHEHHE OOS3aHHOCTEH pPaOOTHUKAMHU
CITY>KOBI IeITIONPON3BOJICTBA
2. Pabora cexkperapsi He OLleHMBAETCS:
a) YpOBHEM TBOPYECKOTO IOJAXO0JA U CTENEHbIO HMHUIIMATUBHOCTU K BBHIIOJHEHUIO
BO3JIO’KEHHBIX Ha HETO (QyHKIUI
0) Cremnenbto mpodecCnoOHATEHOM MOATOTOBKH
B) YPOBHEM BBINOJIHEHUS JOIKHOCTHBIX 00S3aHHOCTEH
r) YMeHueMm npou3BecTy NpUATHOE BIIEUATICHUE
3. Kaxkwue Bonpocsl He peKOMEeH/IyeTCsl peliaTh CeKPeTapo BO BpeMsi BBOJHOI 0ecebl
¢ pykoBoauTeiem?
a) O6 NpoAOKUTEIHHOCTH pabOYero JIHs
6) O BBINOJHEHUH TOPYUYCHHUN APYTHX COTPYAHUKOB
B) O BHECEHUHU KapIUHAJIbHBIX U3MEHEHHUH B JAETIOMPOU3BOACTBO OpraHU3aluu
r) O nopsiike COeIMHEHHS C HUM Telle(OHHBIX a0OHEHTOB
4. YTo OTHOCHMTCA K JIMYHBIM KayecTBaM cekperaps?
a) [lyHKTyalbHOCTb
6) CKpOoMHOCTB
B) IIpodeccronanbHOE MacTepcTBO
r) OTBETCTBEHHOCTb
5. Uro coriiacHO KBaJIM(PHKANMOHHBIM TPeOOBAHUSIM [0JIKEH YMeTh OnepaTop Ha
TeJiepone:
a) OpranuzoBath paboTy oduca
0) XOpOI1I0 BIa/IeTh PEUbIO
B) OCylIecTBIATh KOHTPOJIb UCTIOJHEHUS ITPaBUJI BHYTPEHHETO pacnopsiIka
r) [Tonp3oBaTbest —MH(OPMALIMOHHO-TIPABOBBIMHU CUCTEMAaMHU
6. Kakoii 30Hb1, BXoas1Ieili B paGoyee MeCTO CeKpeTapsi, He CyIIecTBYeT:
a) 3oHa mpuémMa MmoceTuTemne
6) BcriomoratenbHas 30Ha
B) OcHOBHas 30Ha
r) 30Ha pa3MENICHUSI OPTTEXHUKH
7. Kakasi TeMnepaTypa Bo31yXa B IOMELLIEHHH CYMTAETCH ONTHMAIBHOM U1 padoThl:
a)18°-20°C
0) 20°-22°C
B) 22°-24°C
r) 26°-28° C
8. K kakoii rpynne (pakTopoB yCJIOBHIi TPY/Aa OTHOCATCS LIYM M BUOpausi:
a) ConnabHO-TICUXOJIOTHYECKHIE
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10.

11.

0) [Icuxoduzmonornveckre

B) DCTeTHYECKHE

r) CaHUTapHO-TUTMEHUYECKHE

K kakoii rpynmne (pakTopoB YCJ0BHII TPY/Aa OTHOCUTCH PUTMHU3AIMS TPyaa:
a) ConnaibHO-TICUXOJIOTHYECKHUE

0) [Icuxodusznonornueckue

B) DCTETUYECKHUE

r) CaHUTapHO-TUTUEHUYECKHE

I[Ipu npoBeaeHHMH MACCOBOH NYOJMYHONH NpPe3eHTANMU YHCI0 €€ YYaCTHUKOB
COCTaBJIfET:

a) ot 5 mo 15 yenoBek

0) ot 15 no 50 yenoBek

B) oT 50 10 200 uenoBek

r) okojo 500 yenoBek

JIisi  opraHu3aldd TNpHeMa COTPYAHHUKOB CBOEro YYpEeKIeHHs M0 TeKyIIuM
BOINPOCaM, CEKPeTaph 00sI3aH:

a) CoOOIIUTh PYKOBOAMTEIIO O TIOCETUTENIE C IOMOIIBI0 BHYTPEHHEH CBSI3H

0) JInuHO COOOIIUTH PYKOBOJUTEIO O IIOCETUTEIIE

B) [IpeayioxkuTh MOCETUTEII0 BOWTH B KaOWHET 0€3 JT0KIIa1a

r) [IpennoxuTe 3anucaTbes Ha NPUEM

12. Bo BpeMs1 HaX0KIeHHs PYKOBOAUTEIA B KOMAHIMPOBKE CEKpPeTaph He 0epéT Ha

cedsi OTBETCTBEHHOCTD 3a:
a) IlpoBepky HaIMUUS TOKYMEHTOB
6) ®opmupoBanue u opopmieHue en
B) CaMoCTOSITEIbHOE IPUHATHE PELICHUH
r) KoHTpoms 3a ucrnosHeHneM IOKyMEHTOB

13. Kakoii BHJ NPOBEPKH HAJIWUYHMA AOKYMEHTOB, COACP/KAIMX KOH(PHICHIHAIBLHYIO

MHPOPMALMIO OTHOCHTCH K PerJiaMeHTHPOBAHHOMY BH/Y:
a) MepUOIUYECKIE MPOBEPKH

0) nMpu yBOJILHEHUH paOOTHHUKA

B) IIPH CMEHE PYKOBOJICTBA

r) no gakram YC

BAPUAHT 5

Kaxkoii 1okymMeHT onpeae/isieT 10/J2KHOCTHOM cTAaTyC cekperaps?
a) XapakTepucTHKa

6) lo;mKHOCTHAsT MHCTPYKITUS

B) [lonoxenue

r) llltatHOE pacnucanue

B 00s13aHHOCTH ceKkpeTaps He BXOAMT:

a) CneauTb 3a CpOKaMH UCIIOJIHEHUS TOPYYEHUN PYKOBOIUTEINS

6) IIpoBepsTh NpaBUIILHOCTH O(hOPMIIEHHUS TOATOTOBIEHHBIX TPOEKTOB IOKYMEHTOB
B) CocTaBlATh JOKHOCTHBIE HHCTPYKIIUU PAOOTHHUKOB

r) [lnanupoBats pabouee BpeMst pyKOBOIUTENS

Bo Bpemsi MCIBITATEJILHOTO CPOKA CEKPETAPIO He PeKOMEH/yeTcs:
a) CymeThb pacnoJoXKHTh K cebe Koer
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10.

11.

12.

0) YuacTBOBaTh B IPUBATHBIX Oeceax ¢ COTPYAHUKAMU
B) [IpennaraTs He3HaUUTENbHbBIE H3MEHEHMUSI
r) Cregutsb 3a UUCTOTOM pabovyero Mecrta pyKoBOAUTENSA
K nes10BbIM KayecTBaM ceKpeTapsi OTHOCHTCH:
a) [loOpoxenareabHOCTh
0) OT3BIBUMBOCTH
B) Oprann3oBaHHOCTh
r) Tpynonrooue
Kaxoii npoeccnoHa/IbHbINH ypoBeHb ObL1 0OTMEHEH B HOPMATHBHBIX JOKYMEHTAaX:
a) Cekperapb
6) Cekperapb-MalIMHUCTKA
B) Cekpetapb-pedepeHT
r) Oduc-menemxep
B xakoM noMmenieHUH HAXOAUTCS padouee MeCTO ceKpeTaps PYKOBOAUTEJIs:
a) B xanuenspuu
0) B ornene kaapos
B) B npuemHoit
r) B xondepenu-3ane
Kakasi BJ1a:KHOCTb BO3/1yXa CUYUTAETCH HOPMAJILHOM /151 pa60ThI B NOMELeHUH:
a) 10-30%
0) 20-40%
B) 30-50%
r) 40-60%
K kakoii rpynme ¢axkTopoB YCJOBMH TpyAa OTHOCHTCS LBeTOBasi OTAeJ]IKA
HHTepbepa:
a) ColnaabHO-TICUXOJIOTMYECKHUE
0) [cuxodusznonornueckue
B) DCTeTHUECKHE
r) CaHUTapHO-TUTUEHUYECKHE
K kakoii rpynme ¢(pakTopoB ycCJ0BHIl TpyJa OTHOCHTCS OCYILIECTBJICHHME Mep,
CBSI3aHHBIX C COXPAHEHUEM 310POBbS OKPYKAIOIIMX:
a) ColMaabHO-TICUXOJIOTMYECKHUE
0) [cuxodusznonornueckue
B) DCTeTHUECKHE
r) CaHUTapHO-TUTUEHUYECKHE
IToce kKaKOro MeponpUsITHS rOCTSIM BPY4al0TCA CYBEeHHPbI, peKJIAMHbIe U31aHHUS:
a) JICJIOBBIE [1EPETOBOPHI
0) TIIaHOBOE COBEIAHHE
B) MyOIMYHAas Mpe3eHTalus
r) opuLManbHbI TpUEM

IIpn npoBegeHnu rpynmoBoil NMyOJMYHOH TNPE3CHTALMM YHMCI0 €€ YYACTHHUKOB
COCTaBJIsIeT:

a) okojo 50 yenmoBek

0) okono 15 genmoBek

B) 710 3-X 4E€IOBEK

r) okoisio 100 yenoBek

Ecsin Bo BpeMs1 BXoJsillIero 3BOHKA ceKpeTaphb 3aHAT Pa3roBOPOM C NoceTUTeIeM,
TO eMy CJIeyeT:
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a) [IpournopupoBatsb Tese(OHHBIN 3BOHOK
6) CHATb TpyOKY M IIPOJIOJDKUTH PA3TOBOP C IMMOCETUTEIEM
B) [Tonpocuts ab0HEHTA MMOI0KIATh WK IEPE3BOHUTH MO3KE
r) OTBETUTH Ha 3BOHOK, COOOIIUTE O 3aHATOCTH U MOJIOKUTH TPYOKY

13. K nxHeBHOMY BHY OTHOCUTCSI OPUUIMAJIBLHBIH NPUEM:
a) Oben
0) XKypdukc
B) bokais BunHa
r) Oypmrer
BAPUAHT 6

1. Ilo Bompocam opraHu3anmMu BCTpe4 PyKOBOJMTE/ISI CeKpeTapb B3auMOAeicTBYeT C:
a) C IopuIu4ecKiM OTAETIOM
0) Co ciry:x00if JOKYMEHTAITMOHHOTO O0ECIICUCHUS yIIPaBICHHSI
B) C BBIILIECTOSIIIUMU OPTaHU3AIMSIMHI U BHEITHUMH MPEATNPUATUIMU
r) Co CTPpYKTYpHBIMH TTOAPA3ACICHUSIMU
2. B o0s3aHHOCTH ceKpeTapsi He BXOJAUT:
a) ®opmupoBanue nen, odecreyeHne uX COXpaHHOCTU U CJIaYH B apXHUB
6) [TonroroBka K MPOBEICHUIO COBEIIAHUH, 1€JIOBBIX IEPETOBOPOB
B) McnpaBnenue Henonaok B paboTe KOMIIBIOTEPHONW TEXHUKH
r) 3aBepeHre KONl TOKyMEHTOB
3. HaubGosee 3(ppeKTUBHBIM CPECTBOM NMOUCKA PAOOTHI ABJIAETCH:
a) [Ipennoxxenus LleHTpa 3aHATOCTH
0) [TyOnvkanuu BakaHCUH B CpEACTBaX MacCOBOM MHGOpMAITUU
B) Pacchlika pe3toMe B pa3Hble OpraHnu3aluu
r) Ucnonb30Banue cBsA3ei poJICTBEHHUKOB U 3HAKOMBIX
4. K JMYHBIM KauyecTBaM ceKpeTaps OTHOCUTCS:
a) [Ipenannocts pabore
0) JlumnomMaTuyHOCTh
B) JloOpocoBecTHOCTH
r) UHumaTuBHOCTD
5. Uro He BX0AMT B KBaIU(UKALIMOHHBIE TPe0OOBAHMA K Npodeccuu cexperaps:
a) TpeboBaHus K 00pa30BaHUIO
6) TpeboBaHusI K BO3pacTy
B) TpeGoBaHus K CTaxKy pabOThI
r) YpoBeHb Mpo¢ecCuOHATBHON MOATOTOBKU
6. Kakoro Buaa ocemieHusi paboyero Mecta He CyliecTByeT:
a) Obmiero
0) EcrecTBeHHOT0
B) KomOunupoBansoro
r) MectHoro
7. BpicoTa paGoyeii MOBEPXHOCTH JA0J:KHA OBITH B Mpejiesiax:
a) 60-70 cm
6) 70-80 cm
B) 80-90 cMm
r) 90-100 c™m
8. K kakoii rpynne (pakTopoB yc/10BHIl TPyAa OTHOCHTCS O3eJIeHEHHe CJIYKeOHBIX
MOMeIIeH:
a) ConnaibHO-TICUXOJIOTHYECKHUE
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0) [Icuxoduzmonornveckre
B) DCTeTHYECKHE
r) CaHUTapHO-TUTMEHUYECKHE
9. K kakoii rpynmne (p)akTOpoB YCJIOBH TPy/1a OTHOCHUTCSI CME€HAa BH/IOB /1eATeJIbHOCTH:
a) ConnanbHO-TICUXOJIOTHYECKUE
0) [Icuxodusznonornueckue
B) DCTETUYECKHUE
r) CaHUTapHO-TUTUEHUYECKHE

10. Kakas koHuaeHUHaIbHAs HHOPMAIUs He OTHOCUTCS K KOMMeP4YecKo# TaiiHe:
a) TpUOBUIb OpraHU3aAIUH
0) AeTany KOMMEpPYECKOW JesTeIbHOCTH OpraHu3aIuu
B) N300peTeHMs pabOTHUKA
I') TalfHA MePEnuCcKU

11. It opraHM3anuu npueMa KOMaH/IMPOBAHHBIX PA0OTHUKOB CeKpeTapb He 00s13aH:
a) Oka3pIBaTh IOMOILb B I0JI00pE HEOOXOAUMBIX MAaTEPHUAJIOB
0) BeIscHATH BOIIPOC, 10 KOTOPOMY IPUOBLIT TOCETUTEIH
B) JlenaTh OTMETKY B KOMaHIMPOBOYHOM yJJOCTOBEPEHUU
r) IIpenocTaBisaTe MecTO JUI IPOXKUBAHUS

12. YTo 0oTHOCHTCSI K BCIIOMOTaTeJILHOI 30He padoyero mecra cekperaps?
a) CTo ¢ mpucTaBKaMu
0) Mecrto npuéma noceTurenen
B) KomOuHMpoBaHHbIE MIKa(bI
r) lllxad nns oaex bl

13.Yto He BXOAMT B  OOSI3AHHOCTH CeKpeTaps NPH MOATOTOBKEe ONEPaTHBHOIO
COBelIAHUS:
a) OnoBelieHne Y4aCTHUKOB, KOHTPOJIb 32 CBOEBPEMEHHOM UX SIBKOH
0) [IpoToxonupoBaHue 00CyKJaeMbIX BOIIPOCOB
B) BbIsicHeHMe M [OKJIa[ PYKOBOAWUTENIO O MPUYMHAX OTCYTCTBHS HE MPHIIEIIINX
COTPYIHUKOB
r) BpI30B pabOTHUKOB Ha COBEIIAHUE 110 TPEOOBAHUIO PYKOBOIUTENS

O EHOYHOE CPEJICTBO Ne 2
Bomnpocsl 111 YCTHOr0 KOHTPOJIsl 3HAHUM 110 TeMaM

Tema 1.
HopMaTuBHO-MeTOAHYeCKOE PeryJMpoBaHue JesiTeJIbHOCTH CeKpeTapsi

1) Jatb 00111y10 XapaKTEPUCTUKY HOPMaTHUBHO-METOANUYECKUX JIOKYMEHTOB,
perJaMeHTHPYIOIINX AEITeIbHOCTh CeKpeTaps.
2) U3noxuth TpeboBaHUs K 0POPMIICHHIO TOJKHOCTHOM MHCTPYKIIMU CeKpeTapsl.

Tema 2.
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NHpopManMOHHO-TOKYMEHTALMOHHOE 0O0eceuyeHue NeITeIbHOCTH OPraHn3auuu

1) Paccka3ath O BHIaxXx W Pa3HOBHAHOCTSAX JOKYMEHTOB, CHUCTEMaX YIPaBJICHUECKHX
JIOKYMEHTOB.

2) OO6mue npaBuiia 0hOPMIICHHUS OPraHU3aIIMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB.

3) IIpaBusa opopmiieHHS IITAHOBBIX U OTYETHBIX JIOKYMEHTOB.

Tema 3.
Opranusanusi 10KyMeHT0000poTa

1) KaxoB o0muii HOpsI0K ABHXKCHHUS BXOSIIUX JTOKYMEHTOB?

2) KaxoB o0wmuii mopsiiok paboThl C UCXOIIIIUMH JOKyMEHTaMK?

3) Ilopsiaok coracoBaHus JOKYMEHTOB. DOPMBI COTIIACOBAHHUSL.

4) KakoB 00IIM# MOPSI0K IBMKCHHS BHYTPEHHUX JOKYMEHTOB M TEXHOJIOTHUS HX
00paboTku?

5) HudopmanroHHO-CIIpaBOYHAast paboTa ¢ JOKYMEHTAMHU.

6) Cucremaru3saiys U OpraHU3aIns ONePaTHBHOIO XPAHEHHUS TOKYMEHTOB.

7) Tlopsiaok MOATOTOBKHM JIEN K QpXUBHOMY XPaHEHHIO.

Tema 4.
Opranuzanusi CeKpeTapcKkoro 00CJy:KMBaHUS

1) PaGorta cekpeTapsi B IPUEMHOM.

2) Opranuzanus COBEIIaHN, IPUEMOB U TIPE3CHTAIHH.

3) IlpaBuna paboThl cekpeTaps ¢ Tee)OHOM

4) TlopsmoK MOATOTOBKH JIETOBBIX MOE30K PYKOBOIUTEIS

5) Tlopsmok paboTsl cekpeTaps ¢ KOHGUICHIUAIBHOW HHpOpMaIuei

HEHOYHOE CPEJACTBO Ne 3
IIpakTrnyeckue 3aJaHusl 10 TeMaM

Tema 1.
HopmaTuBHO-MeTOAMYECKOE PEryJIHPOBAHNE TeITeJIbHOCTH CeKpeTaps

3aganue: PazpaboTaTh TOJKHOCTHYIO HHCTPYKIIMIO CEKpPETapsi KOHKPETHON OpraHu3allly,
MCIIOJIb3YS IPUMEPHYIO JOJKHOCTHYIO HHCTPYKIIHIO.

Tema 2.
HNudopmanuoHHO-T10KYyMeHTAIIMOHHOE 00ecnieyeHne JesiTeIbHOCTH OPraHu3auu

3aganue 1. CocraBuTh pHKa3 reHepasibHoro aupekropa 3A0 «Apmaga» o epepacnpeacieHun
CITy)KE€OHBIX TIOMENIeHHW. B TekcTe cka3zaHo, 4TO B CBS3W C COKpaIlleHHEM CEKTOpa W Ha
OCHOBAHMHU JIOKJIAJIHOM 3alMCKU 3aM. HayaJlbHUKa Mo pabdote ¢ knueHtamu CmupHoBa B.B. ot
20.04.2010 nmanel cnenyrormue 3ananus: 1) HagansHuKy iponsBoacTBeHHOTO oTaena [llankuay
I[I.1. ocBoGoauts kabuuerbl NeNe 132, 133 ngo 01.05.2010, pa3mecTuB COTPYIHHMKOB Ha
uMeroUxcs iouanax. 2) HauanbHUKy agMHUHHCTpaTUBHO-XO03sHCTBEHHOro oTnaena IlerpoBy
T.A. npoBectu peMoHT koMHAT NeNe 132, 133 1o 01.06.2010 u nepeaats ux OO0 «Ilapyc». 3)
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KoHTposnb 3a ncnosiHeHUEM NpuKas3a BO3JIOKUTH Ha 3amecTutens aupekropa no AXP Mumuna
IL.I1. Hegocraromue 1aHHbIE YKa3aTh CAMOCTOSITEIIBHO.

3aganue 2. CocTaBUTh BBIUCKY U3 IpHUKa3a. JlaHHbIE B3SATh U3 3a7aHus 1.

3aganue 3. CocTaBUThH MPOTOKOJ MO CIAEIYIOIIUM JaHHBIM.

OTtkpeITOC aKIMOHEpHOE 001ecTBO «MHTEep» MpoBeno 3acedanune Kojuierud. Ha moBecTke mHS
paccMaTpuBaioCh [Ba BoIpoca: o paboTe otaena HHPOpMATH3AUM IO OOECIEUEHUIO
JESTEIIbHOCTH yUpexaeHus. Jloknaa HadaapbHUKa oTaena mHpopMatuszanuu AxkuMoBa A.A.; o
npeacraBieHnd PakBuenko O.T. K MPUCBOSHUIO MOYETHOTO 3BaHUS «3aCIy)KEHHBIH paOOTHHUK
KynbTypbl Poccuiickoit @enepauun». Joknan HauanpHuKa oTaena KyiabTypsl Tutosa M.C.

[Tpu ob6cyxnenun nepsoro Bompoca BoicTynuiau: Kysnernos C.JI. — mocraBui Bompoc o
JIOTIOJIHUTEILHOM BBIJICJICHUU KOMIbIOTepoB st otaena; Cymios JI.C. — mpeasioxun nepenarb
OTIIely MAacCHB HMEIOIIUXCS B JPYrHUX MOJApa3fesieHUusX HHPOPMAIMOHHBIX KapTOYeK;
3arnmaguna O.[]. — coobmmina 00 MMEIMMXCs B OT/AEIEC HOBBIX Pa3pabOTKax MO yIy4IICHHIO
OpraHu3ay UHPOPMAIIMOHHBIX MPOIIECCOB.

B pesynbrare mocTaHOBWIIM: - OJOOPHTH OCHOBHBIC HANpaBICHHUS pPaOOTHI OTHENA; -
pa3peluTh aJMHUHUACTPATUBHO-XO3AMCTBEHHON cioyx0e mnpuoOpecTd Mg HYXKI OTAena
uH(popMaTu3auuy 3 KOMIIbIOTEpA.

[Ipu o6cyxnenun BTOoporo Bompoca BbeicTynuwian: CemenoB M.D. — mnogaepxan
npeaioxkeHne o BoiBuxkeHUU PakBuenko O.T. Ha mMpUCBOEHUE TOYETHOTO 3BaHUs; - JIydeHKOB
N.H. — cka3zan o ceppe3nbix 3acinyrax PakBuenko O.T. B ngene pa3BUTHS OTEYECTBEHHOM
KYJIbTYpHI.

[ToctanoBunu: - BIABUHYTh PakBueHnko O.T. Ha IpHCBOEHUE TOUYETHOTO 3BAHUSI.
3ananue 4. CocTaBUTh BBITUCKY U3 MIPOTOKOJIA, COCTABJIICHHOTO B 3aJ[aHUU 3.
3aganue 5. CocraBuTh 1aH padotsl ciyx0b1 IOY Ha ro.
3aganue 6. CocraButh oT4eT 0 padore ciyx0b1 JJOVY 3a rox.

Tema 3.
Oprann3anus 10KyMeHT0000pOTa

3apanme 1. Yka3aTh NMpaBUIbHBINA BapuaHT oopMIiIeHUs! peKBHU3HUTa «Buza cormacoBaHus», a
HEIPaBUJIbHbIE UCIIPABUTh:

1) COI'JTACOBAHO 2) HauanpHuk oTzena KapoB
I'naBubIil Oyxrantep OAO «Jlag» N.T. PomanoBa
A.A. AexceeBa
15.12.2011
12.11.2011

3) Hauansauk xanuexsipun OO0 «Meura»
T.10. ®aneesa

12.12.2011

3anganue 2. OHopMUTH JHCT COTNIACOBAHUS TOKYMEHTA.
3ananue 3. OGopMUTH HECKOJIBKO BApUAHTOB Iprda COTIacOBaHUS:

- C JOJDKHOCTHBIM JIULIOM

- IPyTUM JOKYMEHTOM (ITHCHMOM HIIH TIPOTOKOJIOM)
3ananme 4. CocTaBUTh HMHHULMATHBHOE M OTBETHOE CIYXeOHOE MHUCHBMO IO CJIEIYIOIIUM
nanabiM. Hauvanpauk otmena mapketunra 3A0 «Butsass» OpmnoB B.A. nampaBunm mmchmo-
npeioxkeHne reaepanbHomy aupekropy OAO «Kumnoii nom» ActraxoBy [.}O. 06 opranuzanuu
pPEeKJIaMHBIX YCIYr ISl TPOJBHMXKEHUS CIIpoca Ha KBApTUPbl B CTPOSLIMXCSA SKUIIBIX JIOMax
MYHHIIUIIATLHOTO OKpyra «3enenslii 60p» r. Caparosa. [IpenBapurenbHas TOTOBOPEHHOCTH O
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pexiamHoit komnanuu ¢ OAO «Kumoii 1om» OblIa TOCTUTHYTAa B XOJ€ COCTOSIBIIMXCSl paHee
IIEPEroBOPOB.

I'enepanbubiii  qupekrop OAO  «Kunolt mom» mnoOmarojapui HavajdbHHKa OTHAENA
MapKeTUHTa 32 IPEJIOKEHHNE, HO B CHITY CIOXKHBIIUXCS OOCTOATENIBCTB CUUTAET PEKIIAMy KUIIbs
HECBOEBPEMEHHOW B CBA3M C TEM, YTO CTPOUTENbHBIE pPAaOOTHI Ha OOBEKTE BEIyTCA C
HapyIIEHUEM CPOKOB CIIauH. ActaxoB I'.}O. npocus OpiioBa B.A. U3BUHUTH 32 HAPYILICHUE
paHHUX JOTOBOPEHHOCTEN M BEPHYTHCSI K PELIEHUIO 3TOr0 Bollpoca yepes nonroja. K romy xe B
OTBETHOM IHMCbME€ IHOAYEPKHUBAJIOCh, YTO PEAIbHBIM CHOPOC Ha JKWIbE IOBBIILIEHHON
KOM(OPTHOCTHU B TOPOJIE K HACTOSIIEMY BPEMEHHU HEe C(HOPMHUPOBATICS.
3ananme 5. OnpenenuTb CPOKU UCTIOIHEHUS JOKYMEHTOB B COOTBETCTBUHU C PE30JIIOLIUEH.
3aganue 6. CocrtaButh HoMeHkinarypy Jnen OAO «Arpo» U OIpENeauTb IOPSIOK
pacrionoxkenust en B paszaene 01 «PykoBoacrBo»to. MHAEKCH €1, KOIUYECTBO 1€, HOJIKCH,
JaTy U Apyrue HeoOXOAMMbIe JaHHbIE YKa3aTh CAMOCTOSITEIBHO.

1) Ilepenucka ¢ MUHHCTEPCTBOM COLIMATIBHOTO Pa3BUTHS U 31paBooxpaHeHnn UyBarickoi
Pecny0mivku, opranaMu MECTHOTO CaMOYTIPABIEHUS IO OCHOBHBIM BOIIPOCAM JI€ATEIbHOCTH.
2) IIpuka3bl 1UpeKTOpa MO OCHOBHOM J1€ATEIBHOCTH.
3) YcraB opranusanuu.
4) I'opoBoii 1aH pabOTHI OpraHU3aIUH.
5) 3akonsl Poccuiickoit ®enepauuu, UYysamckoit PecnyOmuku, IlocranoBnenus
[TpaButenscTBa Poccuiickoit @enepannn, Kabunera Munuctpos UyBamickoi PecriyOmuku.
6) UucTpykiuu o mpaBax U 00sS3aHHOCTSIX JOTKHOCTHBIX JIULI.
7) KBapTasibHble 11aHbl paOOThl OpraHU3aliHy.
8) [Ilepemucka ¢ TOpeaOpUITHSIMH ¥  OpPraHU3AlMSIMH 1O  aIMUHUCTPATUBHO-
XO3SIICTBEHHBIM BOITPOCAM.
9) XKypHain peructpanuu IpuKa3oB 0 OCHOBHOM NEesTEIbHOCTH.
10) IIpoTokosbl 00mMX COOpaHU TPYAOBOTO KOJIJIEKTHBA.
3aganue 7. CocTaBUTh 3aroJIOBKU A€ MO CIEIYIOIINM JaHHBIM:
1) neno ¢ nokymeHTamMH OO0 OTKPBITUM CYETOB M COBEPIICHUM PACUETHBIX OINEpalUid,
COJIEprKalINX MOJIOKEHNUS, CIIPABKH, MINCbMa, KAPTOUKHU
2) neno ¢ KOMMSIMM MPUKA30B AUPEKTOPA MO KOMIUIEKTOBAHUIO M U3MEHEHUIO JIMYHOTO
COCTaBa CTYJEHTOB
3) neno, conepkaliee MepernucKy ¢ TPaHCIOPTHO-IKCIIETUTOPCKUMU KOMITAHUSIMU
4) neno ¢ mepenucKkoi 00 OTKPBITHM (DaKyJIbTETOB JOBY30BCKON MOJTOTOBKU C BY3aMH,
HaxosAmuMucs B . YeGokcapbl
5) neno, cozeprkallee NepernucKy ¢ pa3HOPOIHBIMU OpraHU3ALUSAME O Tepeaade 37aHui,
MOMEILEHUI B TOCYJapCTBEHHYIO U MYHUIIMIIAIIBHYIO COOCTBEHHOCTh
6) 1eno ¢ mpHKa3zaMH TE€HEpaJIbHOTO JAWPEKTOpa IO MPOU3BOJACTBEHHBIM BOIpPOCAM 3a
ONpPEIETICHHBIN NEPUOL
7) neno ¢ mpoTOKOJIaMU 3aceJaHHii Me1arornyeckoro CoBeTa 3a yueOHbIi rof
8) meno ¢ uranamMu paboT CTPYKTYPHBIX TOApa3IeIeHUN
9) neno ¢ JMOKyMEHTaMM, MOJATOTOBJICHHBIMU IO 33JaHUIO OPraHOB T'OCYIAapCTBEHHOTO
yIpaBiIeHUs, K KOTOPHIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTAIIUH U JIp.
10) aKThl, JOKJIAHbIE 3aMIUCKHU, CIIPABKH, XapaKTEPUCTHKH, ITPEJICTABIsIEMbIE B Cy1€OHbIE
U CJIEJICTBEHHBIE OPTaHbI 110 YTOJOBHBIM U TPAXKTaHCKUM JeJlaM
3aganue 8. PacnosiokuTh AOKYMEHTBHI BHYTPH Ji€Ja B ONPEICIIEHHOH IOCIIEN0BATEIbHOCTH.
Odopmuth 0010XKKY Aena JUIs Nepeiadl Ha apXuBHOe XpaHeHue. [[poHyMepoBaTh JIMCTHI Aena.
CocTaBuTh ONUCH Aema AJs Nepeadn ero B apXus.
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Tema 4.
Opranusanusi CEKpeTapcKoro 00CayKuBaHUS

3ananue 1. CocTaBuTh IU1aH pabOTHI CEKpeTapsi KOHKPETHON OpraHU3aIliH.

3ananme 2. CocTaBUTH CXEMYy B3aUMOJICHCTBUSI PYKOBOJIUTENS M CEKpeTaps B Mpolecce
COBMECTHOMH J1€ATEIbHOCTH.

3aganue 3. CocTaBUTh IPOTOKOJ IO CJIEAYIOIIMM JAAaHHBIM. B OTKpBITOM aKIIMOHEPHOM
obmectBe «Pean-KonTtakTt» Obulo mpoBeneHo obOmiee cobpanue akmmoHepoB. Ha cobOpanuu
npucyrcrBoBanu 72 uenoseka. C noxnanom BeicTynui Ilpesunent OAO «Pean-Konrakr»
Cymxkua C.C. 00 yBenmuueHuu yctaBHoro kamurtaina. KomkoB B.A. mommepxkan npeioxeHue
JOKJIQIuMKa 00 YBETMUYEHHWH YCTaBHOTO KalWTalla, a TaKXKe MPEIIOKHI MPOBOJIUTH T'OJ0BOE
coOpaHHMe akIMOHEpOB TMocie ayauTopckoil mposepku. ComoB B.K. 3agan Bompoc o
11€J1€CO00Pa3HOCTH YBEINYEHMSI KallUTajla.

B pe3ynbrare mocTaHOBUIIM: YBEIMYUThH yCTaBHOU KanuTan obmectBa Ha 340 000 (Tpucta
COPOK ThICSY) PYOJIei; ro0BOe coOpaHHe aKIMOHEPOB MPOBOIHMTH B MEPBBIX YMCIAX aIlpems
MOCJI€ ayAUTOPCKOM ITpoBepku. OTBETCTBEHHBbIN AJiekcanIpoB A.A.
3ananue 4. CoctaBuTh U 0(OPMHUTH KYPHAI ITPHEMa MOCETUTENICH U3 IPYTUX OpraHU3aIHid.
3aganue 5. CoctaBUTh U 0QOPMHUTH KYpPHAIIBI BXOASIINX U UCXOIAIIUX Tele(OHOTPaMM.
3aganue 6. CocTaBUTh IPEBAPUTEILHYIO IPOTPAMMY AEJIOBON MOE3AKU PYKOBOIUTEIS

3. MPOI'PAMMA IPOMEXYTOYHOM ATTECTAIIMHU (KOMILIEKT OIICHOYHBIX
CPeACTB VIl OLIEHKH YPOBHSI OCBOCHHMSI YMEHUS, YCBOCHHS 3HAHUI, C(POPMHPOBAHHOCTH
001X ¥ MPO(ecCHOHAIBHBIX KOMIIETEHIMIi IPH NIPOBEJAEHUH MPOMEKYTOYHOM
aTTecTAlMHN)

IIpomexxyTouHast arrectanus MpoBOAUTCS B (opme audQepeHIHpPOBaHHOIO 3ayera,
LENbI0 KOTOPOH SBISETCS OLEHKAa TEOPETUYECKUX 3HAHMW M NPAKTHUUYECKUX HAaBBIKOB,
CHOCOOHOCTH CTYJEHTa K MBIIUICHNIO, NMPHOOPETEHNE HABBIKOB CaMOCTOSATENBHOM pPaboOTHI,
YMEHHME CHHTE3UpPOBATh IMOJyYEHHbIE 3HAHUS U NPUMEHATh UX NpPU PEHICHUH NPAKTUYECKHUX.
[Ipyu mpoBeaeHHMM NPOMEXYTOUHOW aTrecTalMu B (opme auddepeHIUpPOBaHHOTO 3ayeTa
YPOBEHb OCBOEHHSI OLIEHUBAECTCS OLICHKAMHU «OTIUYHO», «XOPOILIO», «YyJIOBIETBOPUTEIBHO,
«HEYAOBIETBOPUTEIBHOY.

[Ipn npoBepeHUM NPOMEKYTOUHOM AaTTECTAllMU MOTYT MCIIOJIb30BAThCS CIEAYIOLINE
OLIEHOYHBIE CPEJ/ICTBA!

- TECTOBBIE 3aJJaHUS,

- MpaKTHYECKHE 3a/laHus

ITpomexxyrounas arrectauus B ¢opme TudphepeHIUpOBAaHHOTO 3aueTa MPOBOJIUTCS BO
BpeMsi y4eOHBIX 3aHSATHUH 3a CYET BPEMEHH, OTBEIEHHOrO0 y4eOHBIM IUIAHOM Ha OCBOEHHUE
JUCLUIUINHBI.

YcaoBus nposeaeHusi AM(pPepeHHpoOBAHHOIO 3a4eTa
JuddepeHnpoBaHHbIN 3a4eT MPOBOAUTCA B Y4eOHOH ayauTOpuM MO BapHaHTaM B
nucbMeHHoN (opme. Ha moaroroBky cryneHtam gaercss 90 MUHYT, B T€YEHHE KOTOPBIX OHHU
MUCHbMEHHO FOTOBATCS Ha MeCTaX (BBIMOJIHAIOT TECTOBBIC 3a/1aHUs, OTBEYAIOT HA TEOPETHUECKUN
BONPOC U BBHINOJHAIOT TMPAKTHYECKOE 3aJlaHhe Ha KOMIBIOTEpE), a 3aTeM CIaiT paboTy
IPEINOJIaBaTeNo IS IPOBEPKHU.
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Pe3yabTaThl OCBOCHUSI: 3HAHUS U YMEHUSI, KOMIIETEHIIUH, MOJIeKAIIHEe KOHTPOJIIO
NPH NPOBeIeHUH MPOMEKYTOUHOM aTTecTaAlluu

Pe3ysabTaThl 00yUeHuUs1
(0OK)

OcHOBHBIE IOKA3aTeJIH OLIEHKH pe3yJIbTaTa

IopsakoBbiii HOMep
OLICHOYHOI'0 CPeACTBA

OK.1. IToHnMaTh CyIIHOCTH H - JEeMOHCTPHpPYeT WHTepec K Oymymen 1-25
CONMANBHYIO 3HAYMMOCTh CBOCH Oyaymielt | mpodeccum;
npodeccun, NposIBIATE K HEH - (opMyTHpYeT CBOU IIEHHOCTHBIC OPHUEHTHPHI
YCTOWYMBBINA HHTEPEC. [0 OTHOWICHUIO K H3y4aeMBIM IpEIMETaM H
cdepaM AeATEITBHOCTH;
- BBIOMPAET CBOU IIEJIEBbIC M CMBICTIOBBIE
YCTaHOBKH JJIsl CBOMX JICWCTBHH M TIOCTYIIKOB;
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO CocraBuT IJ1aH pabOTHI Haj IPOEKTOM 1-25
JIeATEeNILHOCTD, BRIOMPATh THIIOBBIE (uccnenoBanueM)
METO/IbI ¥ CIIOCOOBI BHITIOJTHEHHUS
npodeCcCHOHANBHBIX 33/1a4, OLICHUBATh X
3¢ (EKTHBHOCTD U KaueCTRBO.
OK.3. IIpuHNMaTh pemeHus B [pennaraer BapuaHThl pelICHHs TPOOIEMHOMN 1-25
CTaH/AapTHBIX U HECTAHJAPTHBIX CUTYyaluH (CUTYallMOHHOM 3a7a4uK)
CUTYyalUsIX U HECTH 32 HUX
OTBETCTBEHHOCTb
OK 4. OcymiecTBasATh MOUCK U Bri6upaer nHpOpMAaIHIO B COOTBETCTBUH C 1-25
UCIIONIb30BaHHEe HH(POPMAIIHH, 3aJJaHueM
HeoOxonuMon s 3 (HEeKTHBHOTO
BBINTOJTHEHHS PO(eCCHOHANBHBIX 3a/1ad,
PO eCCHOHANBHOTO U JINYHOCTHOTO
pa3BHUTHSL.
OK 5 Hcnone3yer caiitel IHTEpHETa U MOAOUpacT 1-25
Hcnonp3oBaTh nHGOpManoHHO- nH(pOpMAaLKIO IO COBPEMEHHBIM TEXHOJIOTHSIM
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B JIETIONPON3BO/ICTBA, HCIIOJIB3YEMBIM B
IpoeCCHOHAIBLHOMN NEesITeIbHOCTH Pas3IMYHbIX OTpacisiX JesiTenbHOCTH PD
OK 6 I'pymmoBast paboTa HaJ MPOSKTOM: 1-25
PaGorath B KONJIEKTMBE M KOMaHAE, | paclpejeneHne BHYTPH IPYIIbI 00sS3aHHOCTEH,
3G QEeKTUBHO OOIATBCS C KOJUIETAMHM, | COCTaBJICHHE IUIaHa PadOTHI HAJl IPOEKTOM,
PYKOBOJICTBOM, IOTPEOUTEISIMHU odopmiieHne pe3ynbTaToB paboTHI Hall
MPOEKTOM
OK.7. Bpatp Ha ceOs OTBETCTBEHHOCTH 32 | ['paMOTHO CTaBHT 1eTb pabOTHI. Y CTAHABIMBACT 1-25
paboTy 4seHOB KOMaHAbI (MOJYNHEHHBIX), | KPUTEPHUH YCIIeXa 1 OLCHKH AEATeIbHOCTH.
pe3yJbTaT BBIIOJIHEHHUS 3aIaHUI ApanTHpyercsi B U3MEHSIOIINXCS YCIOBUSIX,
MEHSIET 1eJib. BBINOJIHSAET NOCTaBICHHbIE
3agaun. JleMOHCTpUpYET CIOCOOHOCTH
KOHTPOJIMPOBATh U KOPPEKTUPOBATH PAOOTY
KoJuleKTHBa. CaMOCTOSITEIbHO TPUHUMAET
OTBETCTBEHHBIE penieHus. [Ipuanmaer
3¢ GeKTUBHBIE PEIICHHS, HCIIOIb3Ys CUCTEMY
METOJIOB yIPaBJIEHHS. Y YUTHIBAET OCOOEHHOCTH
MEHEJDKMEHTa B 00J1aCTH IPOQeCCHOHATIBHON
JIeSTEITbHOCTH
OK. 8. CamocrosrensHo omnpenensts | CaMOCTOSTENbHO OPraHU30BLIBAET U MIIAHUPYET 1-25
3a71a4u npodeccHoHaNIbEHOTO W | BBIIIOJHEHHE JIOMAIHEeH paboThl PU U3YUYCHUU
JMYHOCTHOTO  pa3BUTHS,  3aHUMATbCs | MPOGECCHOHATIBHOTO MOAYJIS.
camMo00pa3oBaHHEM, oco3HaHHO | Pa3zpabareiBaer, aHaMU3UpYET U

TIJIaHUPOBATH IMMOBBIIICHUE KBaJ’[I/I(pI/IKaL[I/II/I.

COBEPIIEHCTBYET TUTaH JUYHOCTHOTO Pa3BUTHS
Y TIOBBITIICHUS KBUTH(DHUKAITIH 110
CHENUATBHOCTH
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OK.9. OpuenrupoBaTbcs B yCIOBUSIX
YacTOM CMEHBI TEXHOJIOTHUI B
po¢eCCHOHATBHOM NEATETPHOCTH

OcBaunBaeT HOBBIE IPOrPaMMHBIE CPEJICTBA,
obecrieuynBaoNIMe OpraHu3annio paboTsl ¢
JIOKyMEHTaMH.

OTcIeXnBacT U UCTIONIB3YET H3MEHEHHS
3aKOHOJATEIbHON U HOPMATUBHO-CIIPAaBOYHOM
6a3bl, permaMeHTHUpPYOUIeH TOKYMEHTAMOHHOE
obecrieueHue.

OcBanBacT HOBBIC TEXHOJIOTHH B
npodeccHoHaNBHOH NeATEIFHOCTH.
[TpumeHsieT HOpMaTUBHOE PETYIINPOBAHUE
JIOKyMEHTAI[HOHHOT'O 00ECIIeYCHUS;
OpueHTHpYeTCs. Ha MEXKTyHapOIHBIE
CTaH/apTHl B 00JIaCTH JOKYMEHTAIIMOHHOTO
obecrieueHus ypaBlIeHUS

1-25

PesyabTarel ocBoenus (1K)

OcHOBHBIE IOKA3aTeJIH OLIEHKH pe3yJbTaTa

HopsaakoBblii HOMepP
OIICHOYHOI'0 CPeACTBA

pEeTUCTpUpOBaTH
OpraHu3alMOHHO-
pacnopsiAuTeIbHbIE
JIOKYMEHTbI, KOHTPOJUPOBATh
CPOKH X UCIIOJIHEHHUS

3a/IaHHBIM PEKBH3UTAM Ha JTFOOBIX BHJIaX HOCUTEIEH.
- CocraBisieT pacnopsAUTEIbHbIE JIOKYMEHTHI II0
3a/IaHHBIM PEKBH3UTAM Ha JTFOOBIX BHJIAX HOCUTEIEH.
- CocraBiser WH(POPMALMOHHO-CIIPABOYHBIE
JMOKYMEHTHI TI0 3aJaHHBIM pPEKBH3HTaM Ha JIFOOBIX
BUJIaX HOCUTENCH

- BrisBnsier onmOku B 0pOPMIICHHBIX JOKYMEHTaX H

[K1.1 Koopauauposats | - Opranusyer npuéM moceTHTEIeH. 1-25
pabory opraHu3anyy | - Benér yuér u perucTpanuio moceTuTenei.
(mpuemHOW  pykoBoaWTENs), | - JlOKIambIBacT pyKOBOJMTEIIO O MOCETUTEIISIX
BECTH TIPHEM NTOCETHTENCH - KoHTponmpyeT BBINIOJNIHEHNE TPUHAMAEMBIX B XOJ€
npuéMa peleHu.
- Cnemut 3a 04epeTHOCTHIO NIPHEMA U PErIaMEHTOM
Gecebl.
[IK1.2 OcymecTBaaTh paboty | - CocTaBiseT IDIaH TPOBEICHHUS COBCIIAHUI, 1-25
1o MIOJITOTOBKE u | cobpanuii n np.
IPOBEJICHUIO coBelllanui, | - OnoBenaeT yuacCTHUKOB MEPOIIPHSATHSL.
JICTIOBBIX BCTPEY, NPUEMOB M | - BBIICHIET M JIOKJIA/JbIBaE€T PYKOBOIUTEIIO O
Npe3eHTaui. NPUYUHAX OTCYTCTBUSI HE MPUIIEALINX COTPYIHHKOB.
- 'oToBUT HEOOXOOMMBIE MaTepHAIbl U MOMEIICHUE
JUIS TIPOBEJICHNS JIEJIOBBIX NIEPErOBOPOB.
-OdopMmIIsieT MPOTOKOJIbI 3aCelaHUi KOJUIErHAIbHBIX
OPTaHOB.
[1K1.3 OcymectBiars | - [lomygaer oOT pyKOBOAMTENS HEOOXOTUMEBIE 1-25
MOJITOTOBKY JICTIOBBIX | yKa3aHUs [0 BOIPOCaM KOMaHIMPOBKH.
moe3fok  pykosomurens u | - Odopmiser mnuchMa-3aiBKH O OpOHHUPOBAHUH
JIPYTUX COTPYIHHKOB | HOMEpa B TOCTHHHMIIE.
OpraHU3aLUH. - Cocrasnsier porpamMmmy KOMaHANPOBKH
PYKOBOANTEIIS.
- ['oToBHT HEOOXOAMMBIE NOKYMEHTHI M MaTEpHAIIbI
JUTSL ISTTOBOM TTOE3/IKH.
IIK1.4. OpraHu3oBbIBaTh | - YUUTHIBaeT TPeOOBaHMS, TPEIbSABIIEMbIE K 1-25
paboyee MecTo cekperapsi M | opraHHM3aliy pabodyero Mecra.
pyKoBOIUTES - PazpabaTrIBaeT BapHaHTHI INTAHUPOBKY TPUEMHOM.
- OO0ecreunBaeT  MaKCHMalbHO  KOM(OPTHEIC
ycioBust A1t 3G HEKTUBHON pabOTHI.
- OchHamaer pabodee MeCTO CeKkperaps W
PYKOBOJUTESI HEOOXOJANMBIMH CPEJICTBAMHE TPY/IA.
K 1.5 Odopmmare wu | - CocraBisieT OpraHU3alOHHBIE JOKYMEHTHI IO 1-25
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UCIIPABIISIET UX B COOTBETCTBYIOIIMMH IIPaBUIaMHU
- Peructpupyet OpraHU3aIlOHHO-
pacnopsiiuTeNibHBle  JOKYMEHTBl B JKypHajax
perucTpanyuy, B  PETUCTPALMOHHO-KOHTPOJBHBIX
KapTo4Kax

- OcyImecTBIsIET KOHTPOJIb 32 CPOKAMH HCIIOIHEHUS
JIOKyMEHTOB, IPOCTABIIIET HAa JOKyMeHTaX «OTMETKY
0 KOHTpOJIE»

[IK 1.6 O6pabateiBaTh - IIpoBepsieT NMpaBHIBHOCTh AOCTABKH ITOJYYEHHBIX 1-25
BXOJAIINE U UCXOAAIINE JIOKyMEHTOB, MIPOCTABIISET «OTMeTKY 0
JOKYMEHTBI, MOCTYIUICHUH JJOKyMEHTa B OPTaHU3ALHION.
CUCTEMAaTHU3HPOBATH HX, - Pacnpezpenser monydYeHHBIE JOKYMEHTHI Ha
COCTaBJISITh HOMEHKIIATYPy PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE
Jen 1 popMUpOBaTH - Ilepemaer  nMOKyMEHTHI Ha  pPacCMOTpPEHHE
JOKYMEHTHI B ieTia PYKOBOJUTEIIO OpTraHU3aluU
- Ilepemaer  OOKYMEHTBl  HCIIONHUTENSIM B
COOTBETCTBHUH C PE30JIFOLINEH pYKOBOIUTEINSA
- OcymecTBiaseT  NPOBEPKY  NPABHIBHOCTH
oopMIIeHHS OTTIPABIIEMBIX JOKYMEHTOB
- OcymecTBiIseT  afpecoBaHHEe  KOHBEPTOB,
BKJIaJbIBACT JOKYMEHTHl B KOHBEDPTHI, 3aKJICHBACT
KOHBEPTHI
- CoctaBisieT HOMEHKIATypy JAed OpraHu3aIiH IO
YCTaHOBJICHHOH (popme
- IpocraBmser wHIeKcHl jen, (GOPMyIHPYeET
3aroJIOBKH el
- ®opMupyeT TOKYMEHTHI B JieJla B COOTBETCTBHHU C
OTIpeieIeHHBIMU NPaBHIaMU
- CucremaTH3upyeT IOKyMEHTHl BHYTPH J€la B
COOTBETCTBHH C OTIPECICHHBIMI NPHHIUIIAMHI
IIK 1.7 CamocTosiTensHO - Hcrnone3yeT mnpuHIMUMBI pabOThI CEKpeTaps C 1-25
paboTaTb ¢ JOKyMEHTaMH, KOH(MICHIINAIBHBIMU IOKYMEHTaMH.
coJieprKaliMu - 3HaKOMHTCSI ¢ OCOOEHHOCTSIMH JOKYMEHTHPOBAHUS
KOH(MACHINAIBHYIO KOH(MACHIIMAIBHBIX CBEJCHUI.
nHdopmanuio, B Tom uncne ¢ | -  PazpabareiBaeT  IulaH = MEpONPHUATHI 11O
JOKyMEHTaMH IO JINYHOMY obecrieueHnIo 3aIIUTHI KOH(MACHIIMAITBEHON
COCTaBYy. nH(pOpMAaLUK 1 TEPCOHATBHBIX JTAaHHBIX.
- IIpoBoauT MpOBEPKH HAIMUYUSA JOKYMEHTOB, JI€1 U
Hocurenei nadopmannu
- CocraBnger akThl IO pe3ylbTaTaM IPOBEPOK
HAJIMYMSA ¥ YHUYTOXKEHHS JOKYMEHTOB, CO/EPKaIINX
KOH(HICHINATbHYI0 HH)OPMAIHIO.
1K 1.8 OcymiecTBasTH - Ilpumenser mpaBuwia BelneHus TeJde)OHHBIX 1-25
TenedpoHHOE 00CITy)KMBaHHE, MEPETOBOPOB  IMPH  BXOMAMIMX M HCXOMISIIHUX
MPUHKUMATh U [Iepe/laBaTh KOHTaKTax.
(axcel. - Cocrasuser, nepenaér u MOJTydaeT
TeneOHOTpaMMBl.
- [lepenaér u npuHIMaeT (akcel.
IIK 1.9 OcymecTBasTh - Pacnipenensier 1OKyMEHTBI IO CPOKAM XpaHEHUs 1-25
MOJIrOTOBKY JIeNI K Iepeaaye - OcymecTBisgeT  MOJIHOE  WIM  YaCTHYHOE
Ha apXMBHOE XpaHEHHE odopmienne nen
- CocraBinsieT BHYTPEHHIOIO OIIMCh JOKYMEHTOB JIeJia
- CocTaBiIsieT 3aBepUTEIILHYIO HA/INCH JIeNa
TIK 1.10 CocTaBnsiTh OIIMCH - CocTaBisieT ONUCh Ha JieJia MOCTOSIHHOTO XPaHeHUs 1-25

JIeJ1, OCYIIECTBIISAT
MOATOTOBKY JIeJ K Ilepeiaue B
apX¥B OpraHU3AIUH,
TOCYAapCTBEHHBIC U

- CocraBisieT ONuUCh Ha JieJla BpEMEHHOTO XpaHEHHs
(cBbime 10 yer)

- CocraBisieT ONKCh Ha JIeJIa 110 JUYHOMY COCTaBY

- [lepeaer nena o onmucsAM B apXuB OpraHU3alM|
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MYHUIHUIIAJIbHBIC apXUBbBL

OINEHOYHOE CPEJACTBO Ne 4

BapuanTbl 3a1anuii

BAPHUAHT Ne 1
Yacth A
BEINOIHUTE TECTOBBIE 3aJaHUS.

1. Bce 10KyMeHTBI OPraHM3aLMH 1eJIATCH HA:

1) Bocxozsmue U HUCXOAIINE

2) BXOZSIINE, BBIXOASIINE, BHYTPEHHUE

3) BxoaduIye, UCXOAAIINE, BHYTPEHHHE
2. Kakue u3 mepe4uc/IeHHbIX /IOKYMEHTOB 00513aTe/IbHO NepelaloTcsl HA PaccMOTpPeHHe
PYKOBOJUTEIIO:

1) noKyMeHTHI, Hoay4YeHHble U3 agmuHucTpanuu [Ipesnnenra

2) TOKyMEHTHI, aIJpeCOBaHHbIE B CTPYKTYPHBIE MOJIpa3/1eIeHUs

3) JOKYMEHTBI, COJIEpKAIIUE TEKYIIYI0 HHPOPMAITHIO
3. Kakyro uH(popManuIo coxepKUT HTOroBasi 3aMch K HOMEHKJIaType ae’?

1) 0 KoIMYECTBE U KaTErOpUsIX 3aBEJCHHBIX JIEN

2) KOIMYECTBO HE3aBE/ICHHBIX JIEJ

3) KOJIMYECTBO YTPAUEHHBIX B TE€UEHHE I'0JIa /1€ C YKa3aHUEM IIPUUUH yTPaThl
4. Kakoe cTpykTypHOe mnoapasaejgeHue ciay:xk0b1 JOY ocymecTBiasier perucrpanuio
JOKYMEHTOB:

1) MHCIIEKIIUS 110 KOHTPOJIO

2) OTAeN pErucTpallvi U yueTa JOKYMEHTOB

3) sKkcreTuIms
5. CucreMaTu3MpOBaHHbIN NepeyeHb HAUMEHOBAHUM e/, 3aBeJleHHBIX B OPraHM3alMH, €
yKa3aHHeM CPOKOB MX XpaHeHUs, 0)OPMJICHHBIH B YCTAHOBJIECHHOM NOPsSIAKeE, - 3TO:

1) onuch

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKJIaTypa Jei
6. Kakue sTanbl 00padoTKu NPOXOAUT BXOASIIIMIA JOKYMEHT:

1) mpuem u nepBuyHas 00pabOTKa — MpeIBaPUTEIBLHOE PACCMOTPEHUE — PErucTparus —
paccMOTpEHHE PYKOBOAUTEIIEM — UCIIOJHEHUE — HAIIPABJIEHUE B JIEJI0

2) npueM M nepBHYHAs 00paboTKa — MpeIBAPUTENLHOE PACCMOTPEHUE — PErucTparus —
pacCMOTpPEHHE PYKOBOAMTENEM — IIepelada Ha MWCIOJIHEHHE — WCIOJIHEHHE — KOHTPOJIb
MCIIOJTHEHUS — HAIIPaBJIEHUE HCIIOJTHEHHOTO IOKYMEHTA B JIEJI0 WJIM OTIIpaBKa

3) cocraBieHue NMPOEKTa — CorjaacoBaHue — opopMIICHHE — MOANMMCAHNE — PETUCTpaLus —
OTIIpaBKa
7. KOHTPOJIb MCIIOJIHEHHS JOKYMEHTOB He00X0AuM /Il ..:

1) noBBIIEHNS] HMCIOIHUTEIBCKOM IUCUUIUIMHBI U COKpAILEHUS CPOKOB PACCMOTPEHUs
JIOKyMEHTOB
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2) ofecriedyeHUsT CBOEBPEMEHHOTO W  KAa4eCTBEHHOTO HCIIOJHEHHS MOpPYYCHHH,
coJepKaLMXCS B TOKyMEHTax

3) coBepiIeHCTBOBaHUS pabOTBl C JOKYMEHTAaMH UM  TOBBIIICHUA  KYJIbTYpPbI
yIpaBJIEHYECKOT O TpyAa
8. PexBu3uT «OTMETKA 0 NOCTYIJICHHH JOKYMEHTAa» BKJIKOYaeT CJeyIolue 3J1eMeHThbI:

1) HauMeHOBaHHE MOCTYIMBILErO JOKYMEHTAa, €r0 PEruCTPallMOHHBIA HOMEp U BpeMs
HOCTYIIEHUS

2) cOKpallleHHOE HAMMEHOBAaHUE OpraHU3alluy, OJIyYUBIIEH TOKYMEHT, BXOJAIIUNA HOMED,
JaTy NOCTYIICHUS

3) HaMMEHOBaHWE OpraHU3alM{, MOJYYMBIIEH JOKYMEHT, PErHMCTPAllMOHHBI HOMeEp
JIOKYMEHTA U J1aTy JOKyMEHTa
9. Kakoii U3 TepMHUHOB He PEKOMEHAYIOT HCIO0Jb30BATh NPHU (POPMYJIHPOBKE 3ar0J10BKOB
aen:

1) neno

2) NTOKYMEHTBI

3) MaTepuabl
10. Onucu 1es1 COCTABJIAIOT B LeJIsIX:

1) perucrpanuu ren

2) yuerta zien

3) YHUUTOXEHHUS Jel
11. OcHOBHO}i NPVMHINI PerUCTPALMH:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCTh

3) OAHOKPAaTHOCTh
12. Pe3osronus — 310:

1) 3aduxcupoBaHHas Ha MaTepUAIbHOM HOCUTeNe HH(pOpMalMs C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBAThH

2) HaANUCh HA JOKYMEHTE, BBIOJHEHHAs JOHKHOCTHBIM JIMIIOM, COJEprKallas MPUHATOE
UM pelIeHHe

3) PEeKBU3UT JOKYMEHTA, KpaTKO M3Jararolliuii ero coaepx anue
13. Ha ocHOBaHMH KaKOr0 JOKYMEHTA COCTABJSAETCS OMUCH JIeJI:

1) MHCTPYKIUSA 1O TOKYMEHTAIlMOHHOMY 00€CTIE€YeHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa J1e

3) nepeueHb TOKYMEHTOB CO CPOKaMH XPaHEHHS
14. Kak BHecTH B HOMEHKJIATYPY /ieJl 3arojiOBOK He IpelycCMOTPEHHOr0 paHee jeJa,
o0pa3oBaBuIerocsi B Te4eHHe KAJICHAAPHOI0 roJa B CBSA3H C M3MEHECHHUSAMH B J1eSITEIbHOCTH
OpraHu3anuu:

1) mepemnedataTh 1 3aHOBO O(POPMUTH MOCIEIHIO CTPAHUILY HOMEHKIIATYPBI JIeJl, BHECS B
Hee JIONOJHUTENbHBIN 3arojI0BOK

2) HameyaTaTh HOBBIM 3arojIOBOK Ha OT/AEIBHOM JIUCTE U NMPHIIOKUTH €r0 K HOMEHKIIAType
nen

3) BHucaTh HOBBIM 3arojIOBOK OT PYKH B CIEIHAIBHO OTBEJEHHOE PE3EPBHOE MECTO,
OCTaBJIsIEMOE TOCJIEe KaXKIOr0 pa3ziesia HOMEHKIIATyphl el
15. Ha kakux 10KYMEHTaXx MPOCTABJIsAETCA 0TMETKA 0 MOCTYIJICHHH:

1) TONBKO Ha TOKYMEHTaX, MOAJIEKAIUX PEruCTpaliu

2) Ha BceX MOCTYNHUBIINX JOKYMEHTaX

3) TOJBKO Ha JOKYMEHTaX, TPEOYIOINX UCTIOTHEHUS
16. CBoaHasi HOMEHKJIATypa e/l OPraHu3allii BBOAMTCS B JIeiicTBHE:

1) ¢ 1 suBaps Texyiero roaa

2) ¢ nexabps TeKyIIero rojaa
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3) Kaxk]iple MOJT0Ja TEKYIIETo roja
17. Cpox UCIOJITHEHUS MOCTYNMBIIEr0 JOKYMEHTA HCHUCIISIETCS
1) B KaJIeH1apHBIX JHAX C 1aThl PACCMOTPEHUS JOKYMEHTa PYKOBOJUTEIEM OpraHU3aluu
2) B pabouuX JHAX C IaThl MOCTYIICHUS JOKYMEHTA B OPraHU3alHIo
3) B KaJICHIapHBIX JHSX C JIaThl MOCTYIUICHUS JOKYMEHTA B OPraHU3aLIUI0
18. ObGecneyeHue CBOEBPEMEHHOI0 M KA4YeCTBEHHOI0 MCIOJHEHNSI MOPYYEeHHUd M pelieHust
BOIIPOCOB, NOCTABJIEHHBIX B JIOKYMEHTe, - 3TO:
1) peructpanus JOKYMEHTOB
2) UCTIOJTHEHUE JOKYMEHTOB
3) KOHTPOJIb UCHIOJHEHUS IOKYMEHTOB
19. Homenkiaarypa [Jes, KOTOpPas YCTAHABJIMBAaeT TMPHUMEPHBbIN C€OCTaB Jea IS
OpraHu3anuii, OAHOPOIHBIX MO XapPaKTepy AeATeJbHOCTH, HO PAa3JIMYHBIX MO CTPYKTYpe,
Ha3bIBaeTCs:
1) unauBHAyaIbHON
2) TULOBOM
3) npumepHOH
20. KTo ycTanaB/1uBaeT HHAMBUAYAJIbHBIH CPOK UCIOJTHEHHUS JOKYMEHTOB:
1) nonpa3zaeneHue-uCIoTHUTETh
2) pyKOBOJUTEIIb, PACCMATPHBAIOIINI TOKYMEHT
3) HEMOCPeICTBEHHO UCTIOHUTEIh
21. YkaxxuTe NpaBUJIbHBIA BApUAHT 0(popMJieHUs1 GparMeHTa HOMEHKJIATYPbI J1eJ1:

1) 3AO0 «IIpemuym» YTBEPX/IAIO
HOMEHKIJIATYPA JEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3

WNupekc 3arojoBOK jena KonunuecTtBo nen [Ipumeuanus

Jienna

1 [IpoTtokonbl  coOpaHuii  TPymOBOTO
KOJUIEKTHUBA

2 KBaprasibHbie 11aHBI paOOTHI

3 3akonbl Poccuiickoit ®enepauuu u
Uysamickoil Pecrybnuku

4 [lepenucka ¢ mnOpegnpUATHAMUA U
OpraHu3alusIMu o
aMUHUCTPATUBHO-X03SMCTBEHHBIM

5 BOIIpOCaM

6 ["ooBoIi TTaH PabOTHI OPTaHU3AIIH
[Tepenucka c BBILIECTOSILEH
OpraHu3anuen o BOIIpOCaM

7 OCHOBHOM JI€ATEIIHOCTH
[Ipuka3pl, WHCTPYKIHH, YKa3aHUS
BBIIIECTOSIIEN OopraHu3alu,
MPUCTAHHBIE  JUISI  CBEACHHUS |

8 PYKOBOJCTBA

9 I'onoBoit OTYeT 0 pabote

10 OpraHu3aluu
[Tpukaspl MO OCHOBHOM NI€ATEIHLHOCTH
VYupenurenbHble JIOKYMEHTBI
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11

(mocTaHOBIIEHUE U CBUACTEIHCTBO O
pEerucTpaiuu, ycraB)

JIOKyMEHTBI o aTTecTaluu
12 pabOTHHUKOB (arTecTaniuOHHbIE
JIMCTBI, IPOTOKOJIbI, KOIIMU IIPUKA30B)
NHucrpykuun 0 rpaBax u

00513aHHOCTAX JOJDKHOCTHBIX JIMI]

[Toanucana HavambHUKOM cITyk0b1 JIOY

JIM4YHas nNoAnuch

I'.A. I'y3nsieBoit

2)
3A0 dIpemuym» YTBEPXAIO
HOMEHKIJIATYPA JEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3
r. Uebokcapsl IT.1. Tpodumonr
Ha 2011 rox
Nunexc 3aroyioBOK siena KonuuectBo nen | Cpok [Tpumeuanus
nena XpaHEHUsT W
HOMEp CTaThbH
nio [lepeunro
1. O6umii oTaen
1-1 3akonbl Poccuiickoit deneparuu
u Yysamickoit Pecniyonuku
1-2 [Tpuxassl, MHCTPYKLUH,
yYKa3aHUs BEIIIECTOSANIEH
OpraHu3aIy, TPUCITAHHBIE IS
CBEJICHHSI U PYKOBOJCTBA
1-3 VYupenurenbHble JIOKYMEHTBI
(moctaHoBIIEHNE "
CBUJETENLCTBO O pErucTpalui,
1-4 yCTaB)
WucTpyKiimu 0  TpaBax W
1-5 00s13aHHOCTSIX JTIOJKHOCTHBIX
JIUIY
1-6 [Tpukassr o OCHOBHOM
e TEIIbHOCTH
1-7 ['onoBoit I1aH paboThI
1-8 OpraHu3aIu
KBapranbHbIe MIIaHBI paOOTHI
1-9 ['ogoBoit  oTuer o  pabote
OpTaHHU3aIuU
1-10 ITpoToxoibl coOpanuit
TPYJOBOTO KOJICKTHBA
Ilepenncka ¢ BBIIECTOSLIEN
1-11 OopraHusanyes 1o  BOIpocam
OCHOBHOU JIEATENBHOCTH
[lepenncka ¢ npeAnpusTUIMU U
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1-12

1-13

OpraHu3aIsIMH o
aJIMIUHUCTPATHUBHO-
XO03sIHCTBEHHBIM BOITPOCAM
JIOKyMEHTBI 1O  aTTeCTAINH
pabOTHUKOB  (aQTTECTAIMOHHBIC
JUCTBI,  TPOTOKOJBI,  KOIHH
MIPUKA30B)

[Toanucana HauanbHUKOM ci1yk0b1 JIOY

JIM4Hasg nMoAIucCh

I'.A. I'y3usieBoit

3)
3akpsiToe aknronepHoe obmiectBo «IIpemuym» YTBEPXKJIAIO
HOMEHKIJIATYPA JIEJI Hupexrop 3A0 «[Ipemuym»
14.11.2011 Ne 3
r. YeOokcapbl [1.1. Tpodumon
Ha 2011 rox 20.11.2011
Hunekc 3arojoBoOK jaena KomuuectBo nen | Cpok ITpumeu
nena XpaHEHUsT W | aHUsA
HOMEp CTaThbu
1o [lepeunto
01. O01mmii oTaen
01-01 3akonsl Poccuiickoit depepannn
u Yysamickoit Pecniyonuku
01-02 [Tpuka3bl, HHCTPYKLNHU, YKa3aHUS
BBIIIECTOSIIEH OpraHH3aIliH,
MPUCITaHHBIE I CBEJACHUA U
PYKOBOJCTBa
01-03 YupenurensHbie JIOKYMEHTBI
(TmocTaHOBIIEHUE u
CBUJIETENILCTBO O PETUCTpaLH,
01-04 ycTaB)
WHCcTpyknmn 0 mpaBax H
01-05 00513aHHOCTSIX JTOMKHOCTHBIX JIUIL
IIpukasel o OCHOBHOM
01-06 NEeATEILHOCTH
I'omoBoit I1aH paboThI
01-07 OpraHu3aIu
01-08 KBapranbHble manb! paboThl
['omoBoit  otyer o  pabote
01-09 OpraHu3aIH
[TpoTokoIBI COOpaHuil TPYI0BOTO
01-10 KOJUTCKTHBA
Ilepenncka ¢ BbIIECTOALIEH
OpraHu3alerd 1o  BOMPOCAM
01-11 OCHOBHOM JI€ATETbHOCTH

Ilepenucka ¢ mpeanpusATAIMH U
OpraHM3asIMI o
a/IMUHUCTPATHBHO-
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01-12 XO03UCTBEHHBIM BOIIPOCAM
JIOKyMeHTBI ~ TIO  aTTecTaluu
pabOTHUKOB  (aTTeCcTallMOHHBIE
JUCTBI,  TPOTOKOJBI,  KOIHUHU
01-13 MIPUKA30B)

Hagansnuk cnyx6s1 JJOY JIMYHas MOJAINKCH I'A. TI'y3nsieBa

22. Kakoii npuHIMN He UCMOJIb3YyeTcsl NP GOpMHPOBAHUY JIeJT:
1) XpOHOIOTHYECKU I
2) BOIPOCHO-JIOTMYECKH
3) ucropuueckuit
23. OnpenesieHUe MOJUTHYECKOI, IKOHOMUYECKOI, COLHATBLHO-KYJIbTYPHOI,
NMPAaKTHYECKOIl HEHHOCTHU IOKYMEHTOB /ISl OCJIeAYIOIIero uX XpaHeHus ¥ UCIOJIb30BAHUSA
WIN VIS 0TOOPa HA YHUUYTOKEHHE — ITO. ..
1) onucanue nen
2) sKcrepTH3a LIEHHOCTH JOKYMEHTOB
3) obopmiieHue e
24, Kakue onepanuu He BBITOJHAIOTCA NPU GOPMUPOBAHUM T€JT:
1) pactipeneneHue U packiaaka UCIIOIHEHHBIX TOKYMEHTOB IO Markam
2) pacroyioKeHHEe JOKYMEHTOB BHYTPH JIejIa B ONPEICIICHHON TI0CIIeI0BATEIbHOCTH
3) HyMepalus JTMCTOB
4) obopmieHHE OOJIOKKH JeNna
25. B kakuX yYpe:KIeHHUsIX C031aeTCsl ypaBJeHue 1ejamu?
1) Ha TOCYIapCTBEHHBIX MTPEITPUATHIIX
2) B UCTIOTHUTENIbHBIX OPraHax BJIACTU U HCIIOTHUTEIBHBIX CTPYKTYPaX MECTHOTO
CaMOYIIPaBIICHUS
3) B MUHHCTEPCTBAX U BEJOMCTBAX
Yacrs B

3aganue:OnucaTh npaBuia perucTpalui JOKyMEHTOB.
Yacts C

3aganue:

CocraButh akT 00 aBapum Ha IlenTpanbHom ckiane 3AO «Toproseiii gom». AKT
COCTaBJIEH Ha OCHOBaHMM Ipukaza gupekrtopa oT 06.09.2013 Ne 64 «O co3gaHMM KOMHMCCHU B
cBs3u ¢ apapue Ha lleHTpanpHOM ckmaze». Ilpencengatenem komuccuu OBUT Ha3HAuYEH
HayaJbHUK OT/IeJIa MAPKETHHIa, WIEHAMH KOMUCCHUU — OyXranrep U MEHEKEp MO MPOAaXKaM.

Komuccueit Ob110 yCTaHOBJIEHO, YTO B TIOMENICHUH TIeHTpaibHOTo ckiaaga 06.09.2013 B 12
yacoB 30 MHUHYT MpPOM3OILIO BO3TOPaHHUE 3JIEKTPONPOBOJAKH, B pE3yJbTaTe Yero ObLIO
MOBPEXKACHO 3HAYUTENIbHOE KOJIMYECTBO KalOenss M HaHeceH ymiepOd NOMelIeHHIo ckiana. B
HACTOsIIIEe BpEMsI M3-3a MOBPEXKICHHOMN 3JIEKTPOIIPOBOJIKM CKJIaJ 00€CTOYEH, CUTHAU3AIUS He
paboTaer, 4TO HE MO3BOJIAET OOECHEUUTh JIOJKHBIM 00pa3oM OXpaHy XpaHslleiics Ha cKiaze
npoayKiuu. Takum o6pa3oM, JJIs1 BOCCTAHOBJIEHUS paOOThl CUTHAJIM3AIUN HE00X0AMMa CpOYHast
3aMeHa MOBPEXACHHOMN 3JIEKTPOIIPOBOIKH.

K akTy npuioxeHna o0ObsSCHUTENbHAS 3aUCKa KI1aJOBIIUKA.

AKkT yTBepxkaeH nupekTopoM 3AO «ToproBeiii JOM».
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BAPHUAHT Ne 2
Yacth A
BrIDOJIHUTE TECTOBBIE 3aJaHUS.

1. YTo u3 nepevucJIeHHOr0 He OTHOCUTCS K BUAAM KOHTPOJIA :

1) KOHTPOJIb IO CYLIECTBY PEILIEHUS BOIIpOca

2) KOHTPOJIb 3a CPOKaMH MCIIOJHEHHUS

3) KOHTpOJIb 32 0hOpMIIEHHEM TOKYMEHTOB
2. Perucrpanus — 3r1o:

1) npucBoenue JOKyMEeHTY HU(PPOBOTo UK OYKBEHHO-IIUPPOBOT0 0003HAYCHUS

2) 3anuch HHGOPMAIINK HA PA3IMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM MTPaBUIIaM

3) 3anKch yYETHBIX JAHHBIX O JJOKYMEHTE 10 YCTaHOBIECHHOH Gopme, pukcupyromeit Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOITY4YEHHUS
3. Kakoii aTan npoxoauT 10KyMeHT MocJjie perucTpanuu:

1) ucnonnenue

2) paccCMOTpEHUE PYKOBOIUTENIEM

3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3pIBaeTcsi CTPYKTYpHOe moapasaeenue ciayxonl JJOY, koTopoe ocymecTBisier
NpHeM M IePpBUYHYI0 00pa00oTKY NOCTYNHMBIINX JOKYMEHTOB:

1) cekpetapuar

2) KaHUeSApUs

3) sKkcreTuIms
5. Onuce aen —3ro:

1) apXMBHBII CIIPaBOYHHUK, COJIEpKALIUI TepeueHb BCEX eANHUI] XPaHEHHsI, COCTOSIIUX Ha
yueTe B apXUBE OpraHU3aliu

2) cucTeMaTH3UPOBAHHBIM MepeueHb eTUHUI] XpaHEHUs (1el1), MpeIHa3HAaueHHBIX IS UX
ydeTa ¥ ONepaTHBHOIO MOUCKA.

3) mepeuyeHb 3aroJOBKOB Ji€d, C(HOPMHPOBAHHBIX B CTPYKTYPHOM MOApa3/eNeHHH,
HE3aBHCHMO OT CPOKOB UX XpaHEHUS
6. OCHOBHBIM [IOKYMEHTOM, PerJaMeHTHPYIOIIMM TeXHOJOTHI0 JOKYMEHTAIMOHHOI0
olecrieyeHus! yNpaBJeHUs B OPraHU3alUH, SIBJISIETCH:

1) monosxxenue o ciyxbe 10Y

2) unctpykuus o JJ0Y

3) npuka3 pyKOBOAMUTENSI OPraHU3aLUU
7. JIokyMeHTa CUMTAeTCsl MCIOJTHEHHbIM, €CJIN:

1) KOppeCIOHIEHTY AaH OTBET

2) JTOKYMEHT HCIIOJIHEH B Ha3HAUEHHBIH CPOK

3) mocTaBlIeHHBIE B JOKYMEHTE BOIPOCHI PEIIEHBI IO CYIIECTBY, KOPPECIOHJIEHTY [aH
OTBET
8. HomenkiaTypa es cocTaB/isieTcs €O cieayoueil nepuoAnYHOCTbI0

1) onuH pa3 B Tpu roaa

2) ¢ MepUOANYHOCTbIO, YCTAaHABIMBAEMOMN OpraHu3alen

3) exeroaHo
9. OpuuHaJBLHBIA JOKYMEHT, OTIIPABJISIEMbIH U3 yUpeKIeHusl, - 3TO:
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1) BXoasmuii TOKyMEHT

2) UCXOJISIIIHNHA TOKYMEHT

3) BHYTpEHHUI TOKYMEHT
10. Ha kakmue 1ejia CTPYKTYPHOTO IOJAPa3/ieJieHUsI He COCTABJISIETCS OT/eIbHAS ONUCH:

1) Ha fena MOCTOSTHHOTO XpaHEHHUS

2) Ha Jienia reHepaJIbHOrO JUPEKTopa

3) Ha gena BpeMeHHOro xpaHeHus (cBoiie 10 ner)
11. lokyMeHTO000pOT — 3TO:

1) KomM4ecTBO JOKYMEHTOB, IIOCTYIMBUIMX B OpPraHU3alldi0 M CO3JaHHBIX €0 3a
OIpeIeIEHHbIN TIEpUO]]

2) ABMXKEHHME JOKYMEHTOB B OPraHM3allUd C MOMEHTA MX CO3JaHUS WM IOJIy4E€HHUS 0
3aBEpILIECHMSI HCIIOJHEHUS WK OTIPaBICHUS

3) opranuzanus paboThl C JOKYMEHTaMH B YUPEXKACHUU
12. Kak Ha3pIBaeTcsl CTPYKTYpHOe IOApa3Je/ieHHe, KOTOpoe pelmaer mnpodaeMbl
JAOKYMEHTAIIMOHHOI0 o0ecre4eHHs YNIPaBJeHUs B OPraHU3aAMM:

1) cnyx6a I0Y

2) Oyxranrepus

3) oTen kaapoB
13. Kyaa mnepenaloTcss [JOKYMEHTBHI IOC/Ie TMPeIBAPUTEIbHOr0 PAacCMOTPEHHs] MX
padoTHuKOM cayxk0b1 JOY:

1) Ha ucnonHeHue

2) Ha OTIIPaBKY

3) Ha perucTpanuio
14. I'pynnupoBKa J0KYMEHTOB B /1eJ1a OCYLIeCTBJIseTCs HA OCHOBAHHUU:

1) MHCTPYKIMU IO JOKYMEHTAI[MOHHOMY 00€CIIEYEHUIO YIIPaBICHUS

2) mepeyHs TUIOBBIX YIPABICHYECKUX TOKYMEHTOB CO CPOKAMH XpaHEHHUS

3) HOMEHKJIATypHI JeJl OpTaHU3aIuN
15. JIncT-3aBepuTeb ejia MOMEIaeTcs:

1) B Hauaze nena

2) Ha 00OPOTHOI CTOPOHE 0OJIOKKHU AeTa

3) B KOHIIE JieNa [ocJie MOCIEAHET0 JOKyMEHTa
16. IIpu ¢popMHpPOBAHUM MCIIOJHEHHBIX JOKYMEHTOB B /Je/1a B OPraHU3alUsX HA 00J10KKY
Ka’K10r0 /1eJ1a BLIHOCATCS CJIeAyIoIue CBeeHHs:

1) HauMeHOBaHUE OpraHW3allMd — MHIEKC JeJla — 3arojoBOK Jeja — JaTa Jiela — CpPoK
XPaHEHUS U CTAThs 10 MEPEUHIO - IPUMEUaHUe

2) HaMMEHOBaHUE OpPraHM3ALMU - MHJEKC Jiefla — 3arojioBOK Jeja — JaTa jeja — CpoK
XpaHEHHS 10 TIEPEYHIO — APXHUBHBIA (P

3) HauMeHOBaHNE OPTaHU3AllMYA — HAMMEHOBAHHUE CTPYKTYPHOTO MOJPA3AEICHUS — UHIEKC
JieNia — 3aroJIOBOK Jiefia — JjaTa Jiejia — CPOK XpaHEeHHUs 110 epeYHI0
17. Cpok ucno/iHeHHsI BHYTPEHHEr0 JOKYMEHTa HCYHCJISIeTCS:

1) B KaJeHIapHBIX HAX C JaThl OJMUCAHUS TOKyMEHTa

2) B KaJIGH/IapHBIX JTHSX C AaThl 0QOPMIICHHUS TOKYMEHTa

3) B KaJleHJapHbIX JTHAX C JaThl PErUCTPAllUU TOKYMEHTA
18. HomenkiaTypa aes1 OpraHu3anmm:

1) siBnsieTcst 00s13aTENbHBIM JOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3auil

2) pazpabaTbIBaeTCs M0 YCMOTPEHHUIO OpraHu3auu

3) sBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3aluit
19. Yto u3 nmepevncIeHHOI0 He MOKeT CJIYKHTh Ha3BAaHHMSIMH Pa3/ieJIOB B HOMEHKJaType
aer:

1) HauMeHOBaHUA CTPYKTYPHBIX [TOApa3eICHUN
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2) HamnpaBJieHUs JIEATETbHOCTH OpraHU3alnu
3) HaMMEHOBaHMS OpPraHU3AINNA
20. B oqHOM f1eJie He 10J1KHO OBITH foJiee:
1) 400 nuctoB
2) 150 nucrtoB
3) 250 nmuctoB
21. YkaxxuTe NpaBUJIbLHBII BADUAHT PACIOJIOKEHUS 3ar0JIOBKOB /1eJl B HOMEHKJIaType J1eJ1:
1) 3akonsl Poccuiickoit @enepanuu u Yysamickoit Pecriyomuku
[Ipuka3pl, MHCTPYKLUMM, YKa3aHUS BBIIMIECTOSAIICH OpraHU3alUd, MPUCIAHHBIC IS
CBEIICHMSI U PYKOBOJCTBA
VYupenurenbHble TOKYMEHTHI (IOCTAHOBJIEHUE U CBUJIETEIBCTBO O PETUCTPALIUU, YCTAB)
WucTpykuuu o npaBax U 00S3aHHOCTSAX JOJIKHOCTHBIX JIUI
[Ipuka3sel 1O OCHOBHOM J€ATEIBbHOCTH
I'ogoBoit utan paboThl OpraHu3aIiu
KBapranbHbIe TUTaHBI paOOTHI
I'ogoBoit oTueT 0 paboTe opraHu3auu
[IpoTokosibl cobpaHuil TPy10BOrO KOJUIEKTHBA
[lepenucka ¢ BbIIIeCTOSIIIEH OpraHU3aIMe 10 BOIPOCaM OCHOBHOI J1€ATEIbHOCTH
[lepenucka ¢ mpeANPUIATHSAMU U OPraHU3ALUSIMH 110 AAMUHUCTPATHBHO-XO035HCTBEHHBIM
BOIpOCam
JIOKYMEHTBI TI0 aTTeCTallii PaOOTHUKOB (ATTECTAIIMOHHBIC JUCTHI, MPOTOKOJBI, KOITHU
MIPUKA30B)

2)IIpoToKOIIBI COOpaHHii TPYIOBOTO KOJJICKTUBA

KBapranbHble m1aHbl paboThI

3axonsl Poccuiickoii @eneparun u Yysamickoit PecryOmuku

[lepenucka ¢ mpeAnpUITUSIMHA U OPTaHU3ALMSIMU [0 aIMUHUCTPATUBHO-XO03HCTBEHHBIM
BOIIpOCaM

I'ogoBoit mitan paboThl OpraHU3aIu

Ilepenucka ¢ BBIIECTOSIIIENH OpraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATENbHOCTH

[Ipukaspl, MHCTPYKLIMM, YyKa3aHUS BBILIECTOALIEH OpraHu3alluy, HpUCIaHHbIE IS
CBEICHMSI U PYKOBOZCTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

IIpukasbl IO OCHOBHOM EATENBHOCTH

VYupeautenbHble JOKYMEHTHI (IIOCTAaHOBJIEHHUE U CBUAETEILCTBO O PErHCTPAliH, YCTaB)

JIOKyMEHTBI 1O aTTeCTallMd PaOOTHUKOB (aTTECTALIMOHHBIE JMCTHI, MPOTOKOJbI, KOIMUU
MIPUKA30B)

WHcTpykuuu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL

3) Ilpuka3sbl, MHCTPYKIMNHU, YKA3aHUs BBIINICCTOSIICH OpraHM3alliu, MPUCIAHHBIC IS
CBEICHMSI U PYKOBOJCTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

IIpukasbl 1O OCHOBHOM IEATENBHOCTH

VYupeautenbHble JOKYMEHTHI (TIOCTAHOBJIEHHUE U CBUAETEIHCTBO O PErHCTPAIliH, YCTaB)

JIOKyMEHTBI 1O aTTeCTallMi PabOTHUKOB (ATTECTAIlMOHHBIE JIMCTBI, IPOTOKOJIBI, KOUU
MIPUKA30B)

WHCcTpyKumu o mpaBax U 0053aHHOCTSAX JOKHOCTHBIX JIHIL

[TpoTokoibl coOpaHuii TPyAOBOTO KOJIJIEKTHBA

KBapTranbHble miuaHsl paboTh

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciyonuku
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[lepenucka ¢ mpeANpUITHSAMU U OPraHU3ALMIMU MO AJMUHUCTPATUBHO-XO035IHCTBEHHBIM
BOIpOCam
["omoBoIi T1aH PabOTHI OPraHU3AINH
[lepenucka c BbllIeCTOSIIIENH OpraHU3aIMe 10 BOIPOCcaM OCHOBHOI 1€ATEIbHOCTH
22. IlpoposxuTte mpenjoxkenue: «jas ydyera JOKyYMEHTOB OIpee/IeHHbIX KaTeropui e
MOCTOSIHHOTO M BpeMeHHOro (0oJiee 10 jieT) XpaHeHHsI COCTABJISIETCH. .. »:
1) onuck nen
2) BHYTPEHHSIS OMKChH
3) aucT-3aBepuUTENb /€A
23. Kakue BuabI pa00OT He NPOBOASATCS MPH MOATOTOBKE J1eJI K Nepeaaye B apXuB:
1) npoBeneHne SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) ohopmiieHHE J1eT
3) bopmupoBaHue aein
4) coctaBlieHHE OMUCH
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType JieJ1:
1) HomeHkIaTypa aen Ha suBapb 2013 rog
2) HomeHkuarypa aen 3a 2012 rog
3) HomeHkIatypa aen Ha 2013 ron
25. B kakuXx yupexIeHHusX co3aaeTrcs KaHueasapus?
1) Ha rocyapCTBEHHBIX MPEIMPHUITHIIX
2) B UCIIOJTHUTEJIbHBIX OPraHax BJIACTU U UCIIOJIHUTEIbHBIX CTPYKTYpPaxX MECTHOIO
caMOyIpaBIlIeHUs
3) B MUHHCTEpPCTBAaX U BEJOMCTBAX
Yacrs B

3aganue: Onucarh npoueaypy npruemMa u NepBUUHON 00pabOTKH TOKYMEHTOB.
Yacts C

3aganue:

CocTaBuTh NpUKa3 M0 CIEAYIOUIUM JaHHBIM.
B umemsax peanuzanuu ¢dapManeBTHUECKOW MNPOAYKUMU TrepMaHckod ¢upmbl  «lllepuHr»
reHepasibHbld aupekTop 3A0 «Dapmay UYepno K.U. m3ganm mpukas o0 apeHae CKIAICKHUX
noMenieHuil. B pacropsauTenbHONM uacTH JAaHbl 3aJaHMs: - (UHAHCOBBIM JIUPEKTOPaM
¢unuanos, Haxomsaumxcs B llepmu, Ilenze u YebOokcapax, mnpeacTaBUTh (PUHAHCOBYIO
OTYETHOCTh IO apeHje CKIaACKuX nomemieHuit 1o 22.09.2011; - otnenam mMapkeTuHra ¢pupm
OpraHM30BaTh peKJIaMHyl0 KommaHuio dyepe3 CMU st MeaumUMHCKUX M (hapMaleBTHUECKHUX
OpraHM3alii; - OTBETCTBEHHOCTb 3a IIOCTAaBKYy, XpAaHEHHE M pEaJU3alHUI0 IpPEnaparoB
BO3JIOKUTHh HA KOMMepUueckoro aupekropa Jlssmkuna FO.I.

K mnpukazy npuioxeHa HOMEHKJIATypa NpELIaraéMblXx IMpEenaparoB, BKIOYAIOIIAs
TOProBO€ HAaMEHOBaHUE, (OPMY BBIITyCKa U LIEHY.

[TpoekT mpuka3a ObUI COTJIacOBaH C (papMalleBTUYECKUM yIpaBlieHHEM MUHUCTEPCTBA
31paBOOXPAHEHUS U COlMaIbHOro pazBuTus Poccuiickoit deneparum.

BAPHUAHT Ne 3
Yacts A

BEITTOJIHUTE TECTOBEBIE 3aJaHus
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1. 3anuch y4eTHBIX JaHHBIX O IOKYMEHTe 110 YCTAHOBJICHHOH (popMe, pukcupyromeii Gaxr
€ro co3/1aHMs, OTHPABJIEHHUS UM MOJIY4YeHUsl, - ITO:

1) ohbopmiteHne TOKyMEHTOB

2) peructpanus JOKyMEHTOB

3) ucrnoaHeHue JOKYMEHTOB
2. Kakoii 3Tan npoxXoauT JOKYMEHT MocJje NpueMa 1 MepBUYHOH 00padoTKu:

1) paccmoTpeHne pyKOBOAUTEIIEM

2) nmpeaBapuTEIbHOE PACCMOTPEHHE U pacIpeiesieHne paboTHUKOM ciryk0b1 JIOY

3) ucnoaHeHue
3. Kakoii U3 peKBM3UTOB He YKAa3bIBAETCS B PeruCTPANMOHHBIX opmax:

1) naTa nokymeHTta

2) pe3otonus

3) rpud yrBepxaeHUS
4. YTo U3 nepevyncIeHHOr0 He BKJII0YaeTcsl B HOMEHKJIATYPY JAea:

1) AOKyMEHTBI, CO3/1aHHbIE B CaMOM OpraHu3aluu

2) nepexodiue 1ena

3) meyaTHbIC U3AAHUS
5. /IBM:KeHUe JOKYMEHTOB B OPraHHM3alid ¢ MOMEHTA HX CO3JaHHMSA WM MOJy4YeHHUs 10
3aBepuIeHUs] HCIIOJIHEHHS WM OTIIPABJIEHHUSA — 3TO:

1) AOKyMeHTHpOBaHUE

2) NTOKYMEHTOBEJIEHUE

3) IOKyMEHTOO0OpOT

6. IIpenBapuresibHOEe pACCMOTPEeHHME NMOCTYNHBIIET0 JOKYMEHTA POBOAUTCSH:

1) pykoBoauTenem

2) HaYaJIbHUKOM ci1y>k0b1 JIOY

3) paboTHHKOM ciyk0b1 JJOY
7. HomeHk1aTypa el BKJIKYAET cieayromue rpagor:

1) uHOEeKC nena — 3aroJIoBOK Jefla — aBTOp — KOJIMYECTBO E€AMHUI[ XPaHEHHs — CPOK
XpaHEHUs - IpUMEYaHue

2) MHJEKC Jena — 3arojOBOK Jella — KOJIWYECTBO €AMHUIl XPAHEHHUs] — CPOK XpaHEHHs -
pUMeyaHus

3) 3aroJIoBOK Jiefia — KOJIMYECTBO €AMHUL XPAaHEHUS — CPOK XPaHEHUS
8. Ouenka, HACKOJbKO NMPABHJIbHO, YIAYHO M NOJIHO pellleH BOINPOC, NMOCTABJEHHbINH B
JOKYMEHTe, - 3TO:

1) KOHTpOJIb 3a CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb IO CYLIECTBY

3) Texyuuii KOHTPOJIb
9. Kak Ha3pIBaeTcsi CTPYKTYpHOe nojapasaejeHue ciay:xk0bl JOQY, koTopoe ocyuecTBsieT
KOHTPOJIb 32 HCIIOJIHEHHEM IOKYMEHTOB:

1) sxcnienums

2) MHCIEKLUS IO KOHTPOJIIO

3) xaHuensApUs
10. ®opmupoBanue aena — 310:

1) rpynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B JEJIO WU CUCTEMATHU3alUs JIOKYMEHTOB
BHYTpH J€fa.

2) rpynnupoBKa UCIIOIHEHHBIX JTOKYMEHTOB B JIEJN0, CUCTEMATHU3AlMsl JOKYMEHTOB BHYTPH
JieNia ¥ HyMepatusi JJUCTOB JIela.

3) BKJIIOUEHHE UCTIOJTHEHHBIX IOKYMEHTOB B IOKyMEHTAJIbHBIN (POH OpraHu3aluu
11. YTo U3 yKa3aHHOI0 HUKE HE OTHOCUTCS K PerncTPalMOHHBIM opmam:

1) xxypHanbHas
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2) KHIDKHAs

3) kapTo4Has
12. Kakoii U3 nepe4yncIeHHbIX PEKBU3UTOB BKJIIOYAETCS B PerucTpanuoHHbie opmbI:

1) rpud yrBepx)aCHUS

2) agpecat

3) BU3a cOrIacoBaHUs
13. K BugamM cpoKOBOI0 KOHTPOJIsI OTHOCATCS:

1) Tekyuui, IpeaynpeanuTeIbHbINA, HTOTOBBII

2) KOHTPOJIb 110 CYIIECTBY, TEKYILINIl, UTOTOBBIN

3) Tekymui, BHYTPEHHHA, UTOTOBBIN
14. Kakue cBeaeHMsi He YKa3bIBalOTCSl Ha 00JI0Ke Jea NpH o(opMIIeHHMH Aena IJs
nepefiayu B apXuB:

1) cpok XxpaHeHHUs1 JOKYMEHTOB Jieja

2) KOJIMYECTBO JIMCTOB B JIelIe

3) KOJIMYECTBO JIMCTOB BHYTPEHHEHN ONUCU
15. B cayuae, koraa B pekBusute «Pe3o/110nus» nopyyenne 1aercs IByM WIM HECKOJIbBKHM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJISETCH:

1) nuio, yka3aHHOE B IOPYYEHUH NEPBBIM

2) Bce yKa3aHHbIE B IOPYYEHUU JIMLIA

3) nu1o, yKa3aHHOE B CIIMCKE MTOCIEIHUM
16. OdopmiieHne pe3oJIOLMU J0NYCKAaeTCs HAa CHENUAJbHBIX OJIaHKAaX JJIsl Pe30JIoLui,
U3roTaBJIMBaeMbIX Ha Oymare (popmara:

1) A4

2) AS

3) A6
17. Permcrpanuu moajexar cjaeayomme J10KyMeHThbI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOZSAIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHNE
18. ®asbueBanne JOKYMEHTOB — 3TO:

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJenBaHNe KOHBEPTOB

3) ckiagpIiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomenkaTypa aes J0JIKHA BKJIKOYATH CIeAYIOIINE PEKBU3UTHI:

1) HaMeHOBaHUE OpraHu3aliyd — HAMMEHOBaHHE JOKYMEHTa — JlaTa — PETUCTPallMOHHbBIN
HOMEpP — MECTO COCTaBJIEHHs — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIUCh — Ipu( yTBEPKACHUS -
rpu¢ cormacoBaHus

2) HAaUMCHOBAHUC OpraHu3dali — HAUMCHOBAHHMEC BHAA JOKYMCHTa — JaTa -
peFI/ICTpaI_[I/IOHHBII\/’I HOMEP — MECTO COCTABJICHUS — 3aroJIOBOK K TEKCTY - TCKCT — NOJANHNCH

3) HAaMMCHOBAHUC OpraHu3dalii — HAUMCHOBAHHUEC BHAA JOKYMCHTa — JaTa -
peFI/ICTpaI_[I/IOHHBII\/’I HOMEP — MECTO COCTaBJICHUA — 3aroJiIOBOK K TEKCTY - TCEKCT — IOAIUCH —
aapecar

20. Kakasi u3 onepauuii He NPOBOAMTCH NMPHU MOATOTOBKE JIeJI JIf Nepelayu B apXUB:

1) moammBKa JOKYMEHTOB JIejia B CIICIIUANBbHYIO 00JI0XKKY WM TIEpeIUieT aena

2) cocTaBieHHUE JTUCTa-3aBEPUTENS Jiera

3) onpeneneHue cpoka XpaHEeHUs Jena
21. YkaxknuTe BAPMAHT, B KOTOPOM NPABWIbHO CPOPMYJIMPOBAHBI 3ar0JI0BKH J€JI:
1)

1. Jleno ¢ noxkymMeHTaMu OO OTKPBITHMM CUETOB U COBEPUICHHHM PACUETHBIX OIEpaluid,

CoJIepXKalINX MOJO0KEHUs, CIIPaBKH, MHUCbMa, KAPTOUKH
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2. lleno ¢ KONMUSAMH MPHUKA30B JAUPEKTOPA MO KOMIUIEKTOBAHUIO U M3MEHEHHIO JINYHOTO
COCTaBa CTYJICHTOB

3. Jleno, cozmepxaliiee IEPENUCKy C TPAHCIIOPTHO-3KCIEIUTOPCKUMH KOMIIAaHUAMU

4. Jleno ¢ mepenucKkoi 00 OTKPBITHH (aKyJIbTETOB JJOBY30BCKOW MOATOTOBKH C BY3aMH,
HaxoaAumMucs B r. YeGokcapsl

5. Jleno, conepikaliiee MEpenucKy ¢ pa3HOPOJHBIMH OpraHU3alMsIMU O Iiepesayde 37aHui,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIMIIATBHYIO COOCTBEHHOCTD

6. Jleno ¢ mpuKazaMH T'eHEPaIbHOTO IMPEKTOpa IO MPOU3BOJCTBEHHBIM BOIPOCAM 3a
OIIPEIEICHHBIN IIEPUOL

2)

1. JIokyMeHTBl 00 OTKpPBITUU CUETOB M COBEPILIEHUH PACUETHBIX ONepaluil (MonoKeHus,
CIIpaBKH, MHCbMa, KAPTOUKH )

2. ITpukassl AUpEKTOpa 10 KOMIUIEKTOBAHHUIO U U3MEHEHUIO JIMYHOTO COCTaBa CTY/IEHTOB.
Konuun

3. Ilepenucka ¢ TPaHCIIOPTHO-IKCIETUTOPCKMMU KOMITAHUSIMU O IIEPEBO3KE I'PY30B

4. Ilepenucka ¢ By3amMu TI. YeOokcappl 00 OTKPHITUM (PAaKyJIbTETOB JOBY30BCKOM
HOJrOTOBKH

5. Ilepenucka o nepenade 31aHHM, TIOMELICHUN B T'OCYJAapPCTBEHHYI0 M MYHHIIMIIAIIBHYIO
COOCTBEHHOCTb.

6. [Ipuka3pl reHepaIbHOr0 JUPEKTOpa 110 IPOU3BOACTBEHHBIM BonpocaMm 3a 2012 rox

3)

1. JlokyMeHTBl 00 OTKPBITUU CUYETOB M COBEPUICHUH PACUETHBIX orepanuii (OJ0KeHus,
CIIpaBKH, MHChbMa, KAPTOUKH )

2. Ilpukassl JUPEKTOpa MO KOMIJIEKTOBAHUIO U U3MEHEHUIO TMYHOTO COCTaBa CTYAEHTOB.
Konun

3. [lepenucka ¢ TpaHCIIOPTHO-IKCIIEIUTOPCKUMH KOMIIAHUSIMU O MIEPEBO3KE IPY30B

4. Jleno ¢ mepenuckoil 00 OTKPHITUU (HAKyIbTETOB JOBY30BCKOM MOATOTOBKU C BY3aMH,
HaxoJsAmuMucs B T. YeGokcapbl

5. [eno, conepikaliee NepenucKy ¢ pa3HOPOAHBIMU OpraHU3alUsAIMU O Iepeayde 31aHui,
MOMEIIEHUH B TOCYJapCTBEHHYIO M MYHUIIUTIAIBHYIO COOCTBEHHOCTh

6. Jlemo ¢ mpukazaMu Te€HEPaAJIbHOTO JMPEKTOpa IO MPOU3BOJCTBEHHBIM BOIPOCAM 3a
ONpeIeTICHHBIN epuos

22. Ilpomo/ukure mnpenoxeHue: «/J{OKyMeHTBI, yKe BKJIIYEHHbIC B /€10, MOIYT
NMOHA00MThC Pa00THUKY opranu3anuu. B 3ToM ciiyuyae oHM MOTYT OBITH BBIHYTHI M3 /ies1a
TOJBKO JHMIOM, OTBETCTBEHHBbIM 3a ¢opMupoBaHHe M XpaHenue aeid. Ha ux mecro
3aKJAAbIBACTCH. . . )»:

1) xapTa-3amecTuTEnH

2) nucT-3aBEpUTEIND

3) mUCT-3aMECTUTEITh
23. KoHKpeTHBbIEe CPOKHM XpPaHEHHSI JOKYMEHTOB YCTAHABJIHMBAKTCS € IOMOUIBIO:

1) MHCTpyKIIMYU 1O J€I0NPOU3BOACTBY KOHKPETHON OpraHU3aluu

2) [lepeyHst TUMIOBBIX YNPaBIEHUYECKUX JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOMN CHCTEMBI IOKYMEHTAIIMOHHOT'O 00ECTIEYEeHHUs YITPaBICHUS
24. O0pameHue IBYX WJIHM HECKOJbKHUX JIMI B MMCbMEHHOM BHJe, COAep:Kallee YacTHBIN
HHTEepec, WM o0palieHue, NPHUHATOe HA MHUTHHre, CcOOpaHMH, NOJNHMCAHHOE
opraHms3aTopaMu MM (M) YYACTHHKAMM MHUTHHIA WM co0paHusi, HMemolIee
001IeCTBEeHHBIH XapaKTep — 3TO...
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1) KOJIEeKTUBHOE OOpaleHIe

2) KoJuIeTHAIIbHOE OOpaIieHue

3) uHAMBHIyAJIbHOE OOpaIcCHIE
25. B kakuX yupesKIeHUsAX co3/1aeTcs o0uuii oraen’?

1) Ha rocyJapCTBEHHBIX IIPEITPUATHIIX

2) B HCIIOJTHUTEILHBIX OPraHaxX BJIACTH M UCIOJHHUTEIBHBIX CTPYKTYpaX MECTHOTO
CaMOYyTIpaBIICHHS

3) B MUHUCTEPCTBAX M BEJJOMCTBAaX

Yacter B

3aganue: OQnucarh MOPSIOK MPOBEIEHUS MPEBAPUTEIBLHOTO PACCMOTPEHUS U paclpeaeeHUs
JIOKYMEHTOB.

Yacts C

3aganue:

CocraButh muceMo OAO «Jlames» (392559, r. TamboB, yn. Peunas, n. 7) B ampec
nupexTopa YuebHoro nentpa «9ton» (392558, r. Tam6oB, yn. Pabouas, n. 12/3) Jlamosa B.II. ¢
POCKOOH BBICIATH KalleHJIAPHBIN MIaH-TpaduK MpoBeIeHUsI CEMUHApOB Ha 2-¢ noxyroaue 2011
I. C YKa3aHMEM YCJIOBMM M pa3MepoB IUIaThl 3a OOy4YyeHHE IO CIEIyIIMM Kypcam: 1.
CoBpemMeHHbll MapkeTHHT. 2. TexHonoruu npoaax. 3. Peknamuble TexHoaoruu. 4. YnpasieHue
nepconaniom. 5. MckycctBo nenoBoro obmenus. 6. KagpoBoe nenonpousBoactso. 7. UntepHer
JUTSI YIIPaBICHUSI.

[TuceMo moamucano 3amectureneM aupekropa no nepconany OAO «Jlagwbs» OpiioBbM
I1.P.

Henocratomue nanHple yka3aTb cCaMOCTOSTENBHO.

BAPUAHT Ne 4

Yacts A
BEITTOTHUTE TECTOBEIE 3aMaHU

1. Ilpensioxenue — 3T0:

1) oOparmeHue rpaxjaaHWHa, HAMPaBICEHHOE HAa COBEPIICHCTBOBAHME PabOTHI OPTraHOB
BJIACTU M YOPABJICHUS, pEHIEHUE BaXXHBIX BOMPOCOB SKOHOMHUUYECKOM, MOJIUTUYECKOH,
COIMATBHO-KYJIBTYPHON U APYTuX chep X NeATeNTbHOCTH, T/ MPEAIaratoTCs MyTH U CIIOCOOBI
peIIeHus 3aTPOHYTHIX MPOOIEM

2) oOpatieHue TpaKJaHUHA 10 MOBOJY peau3aliy MPUHAIICKAINX €My JIMYHBIX TIPaB U
3aKOHHBIX HMHTEPECOB, 3akperieHHbXx Koucturymnueit P®, d¢enepanbHbIMU 3aKOHAMH, HE
CBA3aHHBIX C HAPYIICHHUEM OTHUX IIpaB U UHTCPECOB

3) oOparmieHne TpakJaHWHA O BOCCTAaHOBIEHUU €r0 MpPaB WIM 3aKOHHBIX HHTEPECOB,
HapYIICHHbIX NEHCTBUSAMH WM 0€3AeMCTBUSIMH OpraHOB rOCYAapCTBEHHOM BJIACTH M MECTHOTO
CaMOYTIpaBIIeHUs, X JOHDKHOCTHBIMU U BBIOOPHBIMU JIUIIAMHU, PYKOBOAUTENSIMU OpraHU3allui U
0011eCTBEHHBIX O0BETUHEHU
2. Kakne u3 mnepe4mc/ieHHbIX JOKYMEHTOB 00f13aTeJIbHO MNepeJarTcsi HA paccMOTPeHHe
PYKOBOAUTEIO:

1) noKyMeHTBI, Ioay4YeHHbIe U3 agmMuHucTpanuu [Ipesnnenra
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2) JOKYMEHTBI, aIpECOBaHHbBIE B CTPYKTYPHBIE I10Ipa3/ielICHUs

3) JOKYMEHTBI, COEpIKaIINe TeKYIIY0 HH(POPMALIHIO
3. Korza rpaxxjaHuH X04eT peain30BaTh CBOM KOHCTUTYLIMOHHBIE ITPaBa U CBOOOBI, OH MHUIIET:

1) mpemyioxxeHue

2) NUcbMO

3) 3asBiICHUE
4. Kak HymMepyeTcsi JOKYMEHT, CJIOKEeHHBIH M0110JIaM M MOJIIMTHIH 32 CepeinHy:

1) KaK OIMH JTUCT

2) Kak JBa JucTa

3) KaK yeTbIpe JTUCTa
5. CucreMaTH3MpPOBaHHBIN NepeYyeHb HAUMEHOBAHUM [eJI, 3aBe/IeHHBIX B OPraHM3alMH, €
yKa3aHHeM CPOKOB MX XpaHeHUs1, 0)OPMJIEHHBbIH B YCTAHOBJIEHHOM MOPSIKeE, - 3TO:

1) onuce

2) apXUBHBII CIPAaBOYHUK

3) HOMEHKJIaTypa Jei
6. Kakue sTanbl 00pa0oTKH NPOXOIUT BXOASIIMIL JOKYMEHT:

1) mpuem u mepBu4Has 0O6pabOTKa — MpPEABAPUTEIHLHOE PACCMOTPEHHE — PETUCTPAIUS —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOTHEHHE — HAIPABJICHHUE B JICJIO

2) mpueM u TnepBUYHAs 00paboTKa — MpeaBapUTEIbHOE PACCMOTPEHHE — PETUCTPAIMS —
paccMOTpEeHHE PYKOBOAMTENEM — Iepelaya Ha HCIONHEHHWE — WCIOJIHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJIEHUE MCIIOJHEHHOT'O JIOKYMEHTA B JIEJI0 WJIM OTIIPaBKa

3) cocTtaBieHHe IPOEKTa — coriacoBaHue — opopmileHHe — OANUCAaHUE — PETUCTPAIIHS —
OTIIpaBKa
7. O0beM 10KYyMEHT0000pOTa — 3TO:

1) oOmiee KOJIMYECTBO TMOCTYNHMBIIMX B OPTaHU3AIMI0 JOKYMEHTOB 3a ONPEICIICHHBIH
NIEPUOJ BpEMEHU

2) oO1ee KOJIMYECTBO CO3JIAaHHBIX OpraHM3alled TOKYMEHTOB 3a ONpPEEICHHbIN Nepros
BPEMEHHU

3) o01iee KOIMYECTBO BXOISAIINX, UCXOAAIIUX U BHYTPEHHUX JJOKYMEHTOB OpraHU3allH 3a
OIPEEIIEHHBIN TEPHOJ BPEMEHU
8. PexBu3utr «OTMeTKa 0 NOCTYIUIEHUM JOKYMEHTa B OPraHM3aulMI0» BKJIKYaeT
CJIeAYIOIIHE JJIEMEHTBI:

1) HauMeHOBaHME IOCTYNMUBLIETO JOKYMEHTa, €r0 pPErucTPalMOHHBII HOMEp M BpeMs
MOCTYIUICHUS

2) COKpallleHHOE€ HAaUMEHOBaHHWE OpraHU3allly, MOTYYUBIIEH JOKYMEHT, BXOASAIINNA HOMEp,
JIaTy NOCTYIUICHUS

3) HauMEHOBAHME OpraHU3alMU, MOJYYUBIIEH JTOKYMEHT, PETUCTPALMOHHBIA HOMEp
JIOKYMEHTA M J1aTy JOKyMEHTa
9. Kakoii U3 TEPMHMHOB He PEKOMEHAYIOT MCIOJIb30BAaTh NPH (POPMYJIHMPOBKE 3ar0J10BKOB
aen:

1) neno

2) TOKyMEHTHI

3) pa3Hble MaTepHAIIbI
10. Kakme u3 mnepeYyHMCIEHHBIX  HHJKe JOKYMEHTOB He OTHOCATCH K BXOASIIEMY
JOKYMEHTOIIOTOKY:

1) AOKYMEHTBI OT BBIIECTOSIINX OpraHU3aLNH

2) opraHM3aIMOHHbIE TOKYMEHTBI

3) ZOKYMEHTBI OT ITO/IBEIOMCTBEHHBIX OpraHu3alui
11. OCHOBHO¥ NPUHIUII PErHCTPALNH:

1) aByKpaTHOCTH
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2) MHOTOKpPaTHOCThb

3) OTHOKPATHOCTh
12. Kakoro u3 npuHUMNOB (p)OpMHPOBAHUS /ieJ] He CYLIeCTBYyeT:

1) BOIIPOCHO-JIOTHYECKUMA

2) cucTeMaTH4YeCKHUI

3) andaBUTHBIN
13. Kak Ha3bIBaeTcsl cCCTeMa PerucTPAalMy, ecJiM JOKYMEHTbl PerucTPUPYIOTCS B MecTax
HX CO3aHUS (CTPYKTYPHBIX MOAPAa3aeIeHUsIX):

1) nenenTpaiv3oBaHHas

2) cMelaHHas

3) ueHTpanu30BaHHAS
14. JIns1 BocCTaHOBJICHUS WIJIM 3allIMThl CBOMX HAPYIICHHBIX MIPaB, CBOOO MJIM 3aKOHHBIX
MHTEPECOB TPAKIAAHUH JIOJKEH 00PAaTUTHCS B COOTBETCTBYIOIIUE OPTaHbI C:

1) 3asBIeHUEM

2) xanoboi

3) mpeTeH3ueH
15. OdunuaabHbIi JOKYMEHT, He BBIXOAAILIMI 3a Tmpeaeabl MNOATOTOBHBINEH €ro
OpraHu3anuu, - 3To:

1) BHyTpeHHUI 1OKYMEHT

2) BXOISAUINHI TOKYMEHT

3) ucxoasuuii JOKYMEHT
16. O0pamenne rpa:kIaHNHA, NOCTYNMBIIEEe OT OAHOI0 M TOI'0 ’Ke JIMIA M0 OTHOMY M TOMY
’Ke BOIPOCY, eCcJI CO BpeMeHH M0Ja4i NepBoro oopameHusi HCTeK CPOK, YCTAHOBJICHHbII
JJI5l pACCMOTPEHM s, UJIH 3asiBUTEJIb He Y10BJIeTBOPEH JaHHBIM €My OTBETOM, HA3bIBAETCS:

1) BTopu4yHBIM

2) HOBTOPHBIM

3) MOBTOPSIFOIITUMCS
17. Cpox MCIOJTHEHHs MOCTYNHBIICTr0 JOKYMEHTA HCYHMCIACTC:

1) B KaJeHAapHBIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu

2) B pabouux JHSAX C aThl MOCTYIJICHUSI JOKYMEHTA B OPTaHU3aIIHIO

3) B KaJleHJapHbIX JIHAX C JaThl IOCTYIUIEHUS JOKYMEHTa B OPraHU3aLNIo
18. ObGecnieyenne CBOEBPEMEHHOI0 M Ka4eCTBEHHOI'0 MCIIOJHEHHUs NMOPYYCHHUI U peleHust
BOIIPOCOB, IIOCTABJICHHBIX B IOKYMEHTE, - 3TO:

1) peructparus JOKyMEHTOB

2) UCIIOJTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS IOKYMEHTOB

19. HomeHnkiaTtypa [Jej, KOTOpasi YCTaHABJIMBaeT NPUMEPHBbI cocTaB jAea s
OpraHuM3anuii, OIHOPOIHBIX MO XapaKTepy AeATeJIbHOCTH, HO Pa3JIUYHBIX MO CTPYKType,
Ha3bIBaeTCH:

1) unauBUAYyaIbHON

2) TUNIOBOM

3) npumepHo
20. Cry:xe0HBIC JOKYMEHTBI — 3TO:

1) MOKyMEHTHI, 3aTparvBalolIfe WHTEPECHl OMPEICNICHHOTO JIMIa W COCTaBJICHHBIC B
MPOU3BOJIBHON (hopme

2) TOKYMEHTHI, COCTAaBJICHHbIC IOPUINICCKUMU M (HPU3NICCKUMU JIUIIAMH U 0()OpMIICHHBIC
B YCTaHOBJICHHOM MOpSKe

3) TOKYMEHTBHI, Co/IeprKaIIne 00s3aTeNIbHbIC K UCTIOIHEHUIO YKa3aHUS
21. YkauTe BapHAHT NHCbMA, B KOTOPOM NPAaBUJIbHO PACCTABJIEHbBI CIy’KeOHbIe OTMETKH
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1)3akpbITOE aKIHOHEPHOE OOIIECTBO «AIMa3» Hupektopy 3A0 «CrapTt»

(BAO0 «Anmaszy) B.A. MakcumoBy
VY. Jlecnas, 1. 45, xa6. 3, r. Acrpaxanb, 414000, 3A0 «Crapt»
Ten.: 201-15-23, daxc: 201-38-12, Bx. Ne 231

OKIIO 2345678234, OI'PH 9870654321, 25.09.2010

WHH/KIIIT 123456789/9876543210
23.09.2010 Ne 234/03-11
OO0 yuactuu B KOHPEPECHIINH
[lpocuM pa3pelmuTh Halled OpraHu3aluk [PHUHATH YYacTHE B  KOH(EPEHIIHH,

MTOCBSIIIICHHOH BOIIPOCAM COKpAIEHUS TOKYMEHTO000poTa, kKotopas cocroutcs 20.12.2010.
B cityuae mosioxuTeIbHOTO 0TBETA, TPOCUM COOOIIUTh YCIIOBHSI YUaCTHsI B KOH(PEPEHIIHH.

['eHepasibHBIA TUPEKTOP M.K. IlerpoB
CemenoBoii B.1. [1.0. Opemikuna
[ToaroTOBUTH MPOEKT 45-67-68

IHCbMa-0TBETa 00 YCIIOBHAX
y4acTus B KOH(QEepEHIINN

k 27.09.2010
25.09.2010
B nemo Ne 02-01
27.09.2010
2)
3aKpeITOE aKIIMOHEPHOE OOIIECTBO «AMa3y Hupexropy 3A0 «Ctapt»
(BAO «Anmasy) B.A. MakcumoBy
V. Jlecnas, 1. 45, xa6. 3, r. Actpaxanb, 414000,
Tem.: 201-15-23, daxc: 201-38-12,
OKITIO 2345678234, OT'PH 9870654321,
WHH/KTIIT 123456789/9876543210 B nemo Ne 02-01
27.09.2010
23.09.2011 Ne 234/03-11 I1.0. Opemikuna
45-67-68

006 yuacTuu B KOH(pEepeHIUN
[lpocuM pa3pemMTh HalleW OpraHW3allil M[PHHATH YYacTHe B  KOH(EpPEHIIHH,
MOCBAIIEHHOM BOIPOCAaM COKpaIlleHHus TOKyMeHToo0opoTa, kotopas cocroutcs 20.12.2010.
B ciydae nonoXuTensHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBHS Y4acTUs B KOH()EPEHIIUH.

I'enepanbHBIN TUPEKTOP M.K. Iletpos

3A0 «Crapt»
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Bx. Ne 231

25.09.2010
CemenoBoii B.1.
[ToaAroToBUTH IPOEKT
MUChbMa-OTBETa 00 YCIOBHSIX
y4JacTus B KOH(pEepeHIUN
k 27.09.2010
25.09.2010
3)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AMas3y Hupektopy 3A0 «CrapTt»
(BAO0 «Anmaszy) B.A. MakcumoBy
VY. Jlecuas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Ten.: 201-15-23, daxc: 201-38-12,
OKITIO 2345678234, OT'PH 9870654321, Cemenooii B.1.
MHH/KIIII 123456789/9876543210 [ToAroToBUTH MPOEKT

MChbMa-OTBETa 00 YCIOBUSIX
y4yacTus B KOH(pepeHIUN
k 27.09.2010

25.09.2010

23.09.2012 Ne 234/03-11

006 yuacTuu B KOH(pEepeHIUN

[IpocuM pa3pemuTh Hamlel OpraHu3alMi MPUHATH y4acTHE B KOH(EpeHIUH,
MOCBAIIEHHON BOIIPOCAaM COKpaIIeHus: JOKyMEHTO00opoTa, kotopasi cocroutcs 20.12.2010.
B ciydae monoXuTensHOro 0TBETa, MPOCUM COOOIIUTh YCIOBHS Y4acTHs B KOH(DEPEHIIUH.

I'enepanbHbBIN IUPEKTOP M.K. Iletpos

I1.0. Opemkuna
45-67-68
B neno Ne 02-01 3A0 «Crapt»
27.09.2010 Bx. Ne 231
25.09.2010

22. Mponosxure mnpemoxkenue: «llocine 3aBepuieHusi 1eJONPOM3BOJCTBEHHOIO Io0Ja
Bbla4a OT/JeJbHBIX JOKYMEHTOB M3 Jeja He aonyckaercs. IIpm HeoOxommMmocTu BO
BpPEMEHHOE I10JIb30BAHME MOKeT OBITH BBIIAHO Aes0 nejukomM. Ha Mecte BbIIaHHOTO aesia
NOMeIAaeTcs. .. »:

1) mucT-3amecTuTens

2) 3aBepeHHast KOs

3) KapTa-3aMeCTHUTEIIb
23. PacnopsiiuTe/ibHbIe JOKYMEHTHI (IPUKa3bl, PACHOPSKEHUS M JP.) PacHo/araprcs B
aeje:
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1) B mocne10BaTENbHOCTH, OTPAXKAIOIICH X01 PACCMOTPEHUS BOTIpOCa
2) 110 XpOHOJIOTUH U MOPSIKY HOMEPOB
3) B andaBUTHOM MOPSIKE
24. IlpaBuiia, B COOTBETCTBHH € KOTOPbIMH MPOUCXOJAUT JBHKEHHE JOKYMEHTOB B
YUpeKIeHUH — ITO...
1) opranuzarius 1eJI0MpOrU3BOJICTBA
2) opranuzanus JOKyMEHTAIlMOHHOTO 00ecreyeHus
3) opranu3zarus JOKyMEHTO000poTa
25. C yero HauYMHaeTCs UCMOJTHEHHE JOKYMeHTa?
1) co cbopa uHPOpPMALIHH IO BOIIPOCY
2) ¢ coBellaHusi B KaOMHETE Y pYKOBOIUTEIS
3) c u3gaHus nNpuKaza 00 UCIIOTHEHUH TIOKYMEHTa

Yacts B
3apanme: Onucath IpoLenypy pacCCMOTPEHHUS TOKYMEHTOB PYKOBOJUTEIEM OpraHU3aLINH.
Yacts C

3amanmne:

CocTaBuTh CIpaBKy MO CIEAYIOIIUM JaHHBIM.

YuebHo-MeTouueckoe o0benuHeHne By30B PD mo obpa3zoBaHui0 B 00JaCTH MCTOPUKO-
apXUBOBEACHMS 3alpoCHI0 Y MOCKOBCKOIO TIOCYIapCTBEHHOI'O YHHMBEPCUTETA KYJIbTYphl U
UCKYCCTB CBEJCHHUS O HAIWYMM M MCIOJIb30BAaHUMM KOMIIBIOTEPOB B YYEOHBIX IENsIX B
20 /20 y4yeOHOM romy.

B muceme YMO npocuio npuciiaTe CBEACHMS: KOJIMYECTBO KOMIIBIOTEPOB, HCIIOIb3yEMbIX
B Y4YeOHBIX WENISIX; KOJIWYECTBO KOMIBIOTEPHBIX KJIACCOB; KOJMYECTBO YYEOHBIX YAacOB,
OTBEJICHHBIX Ha yueOHbIe MPOrpaMMbl IO KypcaM; KOJMUYECTBO CTYAEHTOB, OOy4aroIIMXcsl Ha
OCHOBE KOMIIBIOTEPHBIX TPOTPAMM.

CrpaBka MojanmucaHa NPOPEKTOPOM MO y4yeOHOW paboTe, 3aBU3MpOBaHA 3aB. y4yeOHO-
metoguyeckum  otaenoMm  Cepreesoit  JILHO. u  mpemopaBaTeneM — JTMCUUIUIMHBI
«/loxyMeHToBeneHne» Mansimeson M.I.

BAPUAHT Ne §

Yacts A
BrInmoaHUTE TECTOBBIE 3aJaHUS.

1. Kak Hymepyercs JmcT J1000ro ¢opmara, moammThbii 3a OOQMH Kpai, Jaxke eCJH OH
CJI0KEH:

1) kak oAMH JTUCT

2) KaK JiBa JHCcTa

3) Kak Tpu JucTa
2. Perucrpanus — 371o:

1) npucBoeHue TOKyMeHTY IH(POBOTro Uil OyKBEHHO-IIM(PPOBOro 0603HAUECHUS

2) 3anuch HHGOPMALIMU Ha Pa3IMYHbIX HOCUTENSX [0 YCTAHOBJICHHBIM IIPAaBHIIaM

3) 3anKch yUETHBIX JAHHBIX O JOKYMEHTE 10 YCTaHOBIECHHOH Gopme, puKcupyromeil Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOTYYESHUS
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3. Eciu rpaklaHuH X04€eT BbICKA3aTh CBOM PEKOMEHIALIUH 0 YIYULICHUIO AEATEIbHOCTU
rocy/apcTBa, TO OH JOJKEH COCTABUTh:

1) xxanoOy

2) npeyIoxKeHne

3) cnyxeOHyI0 3aIucKy
4. Kak Ha3bIBaeTcsi CTPYKTYpPHoOe moapasaejenue ciay:xkobl JJOY, koTopoe ocyuiecTBjisieT
padoTy ¢ 00palleHUsIMU TPAKIAH:

1) oTen xano6 v MpeI0KSHUM

2) oTJ1eN 110 KOHTPOJIIO 32 UCIIOJIHEHUEM JIOKYMEHTOB

3) skcrienuIust
5. HomeHkiarypa jes, KOTOpasi COCTaBJIsIeTCA /Ui OPraHu3anuii, OAHOPOJAHBIX IIO
XapakTepy /AesiTeJbHOCTH M CTPYKType, YCTAHABJIUBAeT I HUX THIIOBOIl COCTaB jell,
eIMHYI0 HHIEKCALMIO ITHX /e, - HA3bIBaeTcs:

1) mpumepHoOit

2) TULOBOM

3) UHAUBUTYATEHOM
6. ApXMBHBIN CHPABOYHHK, CO/epKAIMI CHCTEeMaTH3HMPOBAHHBINH IepeYeHb eIUHULL
XpaHeHus (j1eJ1), - ITO:

1) HomeHKIIaTypa e

2) onuch aen

3) BHYTpEHHSIS ONUCH JOKYMEHTOB JIeNa
7. JokyMeHTa CYMTAeTCs MCIIOJTHEHHbIM, eCJIM:

1) KOppecOHIEHTY AaH OTBET

2) JIOKYMEHT HCIOJHEH B Ha3HAUEHHBIH CPOK

3) mocTaBlieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHbI MO CYLIECTBY, KOPPECIOHAEHTY JaH
OTBET
8. HomenkiaTypa /es1 cocTaBJisieTcs €O cieayouieil nepuoAu4HOCTbI0

1) onuH pa3 B TpH roja

2) ¢ IepuoINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3anuei

3) eXeroIHo
9. O0paienne rpaxiaHnHa, MoJAaBaeMoe B NMCbMeHHOI ¢opme ¢ MPocbO0i 0 NPU3HAHUH
32 HHMM OIIPEfeJICHHOr0 CTaTyca, NpaB, TFapaHTHii M JbIOT € NPeAOCTaBJICHHEM
JAOKYMEHTOB, UX MOATBEPKIAIOIIHUX, - ITO:

1) 3asBneHue

2) xonaTaiicTBO

3) xxanmo0ba
10. TosmmmHa KaXKI0T0 Ae/1a He JO0JIKHA NPeBbIIATh:

1) 50-60 mm

2) 20-30 mm

3) 30-40 mm
11. lokyMeHTO000pPOT — 3TO:

1) Konm4ecTBO JOOKYMEHTOB, IOCTYIMBUIMX B OpPraHU3allMl0 M CO3JaHHBIX €0 3a
ONpeAeICHHBIN TEPUOJ]

2) ABMKEHHME NOKYMEHTOB B OPraHM3allUd C MOMEHTA MX CO3JAaHMS WM IOJIY4YEHHUS 0
3aBepIICHUS] UCIIOJIHEHUS WIIA OTIIPABJICHUS

3) opranusanus paboThl ¢ JOKYMEHTaMH B YUPEXKACHUU
12. Kaxk Ha3piBaeTcsi CTPYKTYpPHOe IOApa3jieieHHe, KOTOpPoe pelaer MpodjaeMbl
JOKYMEHTAIMOHHOI0 00ecneYeHHs YNPaBJIeHUs] B OPraHU3alMN:

1) cayx6a JIOY

2) Oyxrantepus
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3) oTaen KaapoB
13. ’Kanoba — 3to:

1) oOpaiieHue rpaxaaHuHa, HANpPaBICHHOE Ha COBEPIICHCTBOBAHME pabOThl OpPraHOB
BJIACTU M YOPABJICHUS, PEHIEHUE BaXXHBIX BOMNPOCOB SKOHOMHUYECKOW, IOJIUTUYECKOH,
COLMAIBHO-KYJIBTYPHOH M ApYruXx cep X ACATENbHOCTH, TA€ MPEJIaraloTcsl IMyTH U CIIOCOObI
pelleHus 3aTPOHYTHIX MPOOIEM

2) oOpalieHue rpaxkJaHuHa 0 MOBOJY peaau3aluy MPUHAIICKAIINX €My JIMUYHBIX TIPaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIXx Koucturynueit PO, ¢enepaibHbIMH 3aKOHAMH, HE
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIPaB U HHTEPECOB

3) oOpamieHue TpaxJaHWHA O BOCCTAaHOBJICHUU €ro MpaB WIM 3aKOHHBIX HHTEPECOB,
HApPYIICHHBIX JICHCTBUSAMH WM O€37eHCTBUSMHI OPraHOB TOCYAaPCTBEHHON BIACTH M MECTHOTO
CaMOYIpaBJIeHUs, UX JODKHOCTHBIMU U BBIOOPHBIMHU JIMLIAMHU, PYKOBOAUTENSIMU OpraHU3aluil U
OOLIECTBEHHBIX 00bEIUHEHUN
14. Kak Ha3pIBaeTcsl CHCTEMa PerucTpaliiM, ecJd OJAHA YaCTh [OKYMEHTOB
peructpupyercs B ciayxoe JJOY, a npyrasi 4yacTb — B CTPYKTYPHBIX IIOApa3/ieIeHUAX:

1) nueHTpanu3zoBaHHAS

2) cMelIaHHas

3) neueHTpanIu30BaHHAs
15. lokyMeHT, IOCTYNIMBIIHI B yYpe:KIeHue, - IT0:

1) ucxonsmuii JOKYMEHT

2) BXOASIINI TOKYMEHT

3) BHYTpEHHHI IOKYMEHT
16. Ilpu ¢popmMupoBaHUM MCIIOTHEHHBIX IOKYMEHTOB B /1e/1a B OPTraHU3ALMAX HA 00J10KKY
KaK10r0 J1eJIa BBIHOCATCS CJIeAYIoNe CBeIeHHUs:

1) HaumMeHOBaHME OpraHU3allMU — MHJIEKC Jejla — 3aroJIoBOK Jejla — JlaTa Jeja — CpPoK
XPAaHEHUS U CTAThs 10 MIEPEYHIO - IPUMEUAHUE

2) HauUMEHOBAaHWE OpPraHM3allMM - MHJEKC Jejla — 3arojloBOK Jiela — JaTa Jiela — CpPoK
XpaHEeHMs [0 MEPEYHIO — ApXUBHBINA M (P

3) HauMeHOBaHHE OPTraHU3allM — HAMMEHOBAHHE CTPYKTYPHOTO MOJpPa3AeIeHUs] — UHIEKC
JIeJIa — 3ar0JIOBOK JIeJla — CPOK XPaHEHUs 110 NEPEYHIO
17. MakcuMaJIbHbIH CPOK UCTIOJTHEHUSI 00PallleHNH IPaKIaH COCTABJISIET:

1) 70 nueit

2) 60 muen

3) 40 nuent
18. HomeHnkJiaTypa es1 opranu3auum:

1) siBisieTCs 06s13aTEABHBIM IOKYMEHTOM TOJIBKO JIJISl TOCYIapCTBEHHBIX OpraHU3alui

2) pa3pabaTbIBaeTCs 0 YCMOTPEHHUIO OpraHU3aluU

3) sBisieTcst 0043aTeNbHBIM JOKYMEHTOM JIJIsl BCEX OpraHu3anui
19. Uro 13 mepevyucJIeHHOTr0 He MOKeT CJIYKMTh HA3BAHUSIMM Pa3lejioB B HOMEHKJAType
aen:

1) HauMeHOBaHUS CTPYKTYPHBIX MOApa3eIeHUN

2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aIH

3) HaMMEeHOBaHHUS OpraHU3alui
20. Onpenenenune MOJTUTHYECKOI, IKOHOMMYECKO, COLMATbHO-KYJIbTYPHOM,
NPAKTHYECKOH HEHHOCTH JOKYMEHTOB /JIsl MOC/IeAYI01Iero uX XpaHeHUus: ¥ UCIO0JIb30BAHUSA
WIH VI 0TOOpa HAa YHUYTOKEHHE, - ITO:

1) skcnepTH3a e TeNbHOCTH OpraHu3aluu

2) sKcIepTHU3a LIEHHOCTH JOKYMEHTOB

3) skcnepTr3a JOKyMEHTAllMOHHON AeSITeTbHOCTH
21. YkaxuTe BAPHAHT, B KOTOPOM NPAaBHJIbHO C()OPMYJIMPOBAHBI 3aT0JI0BKH JIeJ:
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1)
1. ITpoTokoibl 3acenanuii megarorudeckoro corera 3a 2012/2013 y4ueOnblii 1o
2. [Tnansl paboT CTPYKTYpHBIX NoApazaeneHuii Ha 2013 rox
3. JIOKyMeHTBI, TOArOTOBJICHHBIE 110 33JaHUI0 OPraHOB I'OCYIAPCTBEHHOIO YIPABICHUS
(cripaBkH, 0030pBI, aHHOTAIUH | JIP. )
4. JIoKyMeHTBI, Ipe/ICTaBIseMble B CyA€OHBIC U CIIECTBEHHbIE OpraHbl 10 YTOJIOBHBIM U
IpaXAaHCKUM JienaM (aKThl, TOKJIAIHbIE 3alIMCKH, CIIPABKHU, XapaKTEPUCTUKHN)
5. Homenxkuarypa aen va 2013 rox
6. Ilnan pabots! komemka Ha 2012/2013 yuebnslii rof.
7. Otuert o padore kouiemka 3a 2012/2013 yueOHbIH roa
2)
1. JIokyMeHTSI, Ipe/icTaBlIsseMble B CyA€OHBIE U CIEJCTBEHHBIE OpraHbl 110 YTOJIOBHBIM U
IpaKAaHCKUM JieiaM (aKThl, TOKJIAIHbIE 3alIMCKH, CIIPABKHU, XapaKTEPUCTUKHN)
2 Homenknatypa aen Ha 2013 rog
3. Ilnan paGotsl kotemka Ha 2012/2013 yuebnslii ro.
4. Otyer o pabore koyemka 3a 2012/2013 yueGHbIi roj
5. Jleno ¢ mpoTOKOIaMH 3acelaHui MMeAarornuecKoro CoBeTa 3a y4eOHbI| ro/
6. Jleno ¢ ruianamu paboT CTPYKTYPHBIX MOJIpa3/ieNeHuit
7. Jeno ¢ JOKyMEHTaMH, IOJArOTOBJIEHHBIMM IO 33JaHUI0 OPraHOB T'OCYIapCTBEHHOTO
yIpaBJIEHUS, K KOTOPBIM OTHOCATCS CIIPaBKH, 0030pbl, aHHOTAIMU U JIp.
3)
1. Jleno ¢ mpoTOKOJIaMu 3aceJaHUii Ie1arornyeckoro CoBeTa 3a yueOHbIi rof
2. leno ¢ maaHaMu paboT CTPYKTYPHBIX MOIpa3IeIeHui
3. Jleno ¢ JOKyMEHTaMu, MOATOTOBJIEHHBIMH I10 3a/laHUI0 OPraHOB I'OCYAApPCTBEHHOTO
yIpaBieHUs, K KOTOPbIM OTHOCSITCS CIIPABKH, 0030pbl, aHHOTALIUU U JIp.
4. AKTBbI, TOKJIaJIHbIE 3aMIUCKH, CIIPABKU, XapaKTEePUCTUKH, NPEJICTABIIIEMbIE B Cy1€OHbIE
U CJIEJICTBEHHBIE OPTaHbI 110 YTOJOBHBIM U TPAXKJAHCKUM JieJlaM
5. Jleno ¢ HoMeHKIIaTypoi fen 3a auBapb 2013 roga
6. [leno ¢ mianoM paboTHI KOJUIEKa
7. leno ¢ oTyeToM o0 paboTe KoJuIeaKa
22. BcraBbTe nponyleHHbIe ciI0Ba: «B KoHIle rona B HOMeHKJIaType /e 3anoJHsAeTcs ...0
KATEeropusAx U KOJINYecTBe 3aBeIeHHbIX H BKJIIOYEHHBIX B HOMEHKJIATYPY AeJD):
1) 3aBepuTenbHas HAAMUCH
2) uTorosas 3amnuch
3) BHYTpEHHSIS ONUCH
23. O0pameHus rpaskaaH pacinoJiaraloTcs B iejax:
1) B HyMepalMoOHHOM HOPsAKE
2) B andaBUTHOM MOPSIKE
3) B BOIIPOCHO-JIOTUYECKOM MTOCIIEI0BATETLHOCTH
24. Kakoil rpynmbl JOKYMEHTOB He CYyHIeCTBYeT IIOCJe MX IpeABapUTEJbHOIO0
PaccMOTPEeHUs COTPYAHUKOM cayxk0b1 JJOY:
1) AOKYMEHTBI, OIEKALINE PETUCTPALIMH
2) NOKYMEHTBI, HalpaBJisieMble Ha PACCMOTPEHNE PYKOBOJAUTEIIO
3) NOKyMEHTHI, HalpaBJsieMble Ha KOHTPOJIb
4) TOKYMEHTBI, HEe TIOJIeKaIINe PETUCTPALIUN
25. Korga npoucxoauT CHSATHE IOKYMEHTA ¢ KOHTPOJIsi?
1) B KOHIIE KaJE€HAAPHOTO T0/1a
2) TOJIBKO NOCJIE MOJTHOTO UCTIIOJIHEHMSI TOKYMEHTA
3) 10 pEIICHUIO UCTTOJTHUTEIIS
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Yacts B
3apanme: Onucats NpoLEAYPY UCIIOTHEHHUS TOKYMEHTOB.

Yacts C
3amanmue:

CocTtaBuTh Ci1y)eOHOE NUCbMO 10 CIEAYIOIIUM JaHHBIM.

HavanbHuk mutanoBo-skoHomuueckoro ynpasieHuss OAO «3omur» Epemees WM. noarorosuin
IPOEKT MHUChMa B aJipec JeKaHa 3KOHOMUYECKOro ¢akyapTeTa ['ocyJapCTBEHHOIO YHUBEPCUTETA
ynpasinenus [aBpunoBoii C.C. ¢ mnpoch0oil peKOMEHAOBaTh CIEIUATUCTOB M3 YHCIA
BBIITYCKHUKOB BEUYEPHEr0 U 3a0YHOIO OTHENEHUH (akyiabTeTa MOCIEIHUX JIET, HUMEIOIIUX
HEKOTOPBIH OMBIT pabOTHI B 007aCTH SKOHOMHKH IPOMBIIUICHHBIX TPEANPHUITUN, Ha TOIHKHOCTH
SKOHOMMCTOB U CTApIIUX 3KOHOMHUCTOB.

B nucbMme Taxke ckazaHO, YTO NPETEHACHTaM Ha BAKAHTHbBIE JODKHOCTH IOJIrOTOBHUTH
pestome u mnpuciath ux 1o ¢Gakcy B aapec OAO. JKemarenbHO Takke HpPEICTaBUTh
peKoMeHaTeNbHbIE TUChbMA C OCIEAHUX MECT paOOTHI.

ABTOp TmHUCbMa BBIpasWJl HAASKIY, 4YTO YHHBEPCUTET IpopadoTaeT BoOmpoc 00
OpraHu3aly MMPOU3BOJACTBEHHON MPAKTHUKU CTYAECHTOB 3KOHOMHYecKoro ¢akynsTera B OAO ¢
NOCJIEAYIOIUM X TPYAOYCTPOUCTBOM.

[TuceMo OBLIO 3aBH3UPOBAHO HAYATBHUKOM KaspoBoi ciyk0b1 OAO JlaBoukunoit JI.U. u
noanucano 3amectutenem naupexkropa OAO «M3omut» Yepnoeim B.JI.

BAPUAHT Ne 6

Yacts A
BEIITOTHUTE TECTOBEIE 3aJaHU.

1. 3asiBIeHMe — 3TO:

1) oOpaieHue rpaxaaHWHa, HANpaBIEHHOE Ha COBEPIICHCTBOBAHME pabOThl OpPraHOB
BJIACTM M VYIPABICHHS, pEIICHHE BaXXHBIX BOIMPOCOB HSKOHOMHYECKOH, MOIUTUYECKOH,
COIMATBHO-KYJIBTYPHON U APYTruX chep uxX NeATeNbHOCTH, T MPEAIaratoTcs MyTH H CIIOCOObI
pelIeHus 3aTPOHYTHIX MPOOIEM

2) oOpaleHre TpaxkaHuHa 0 MOBOJY peau3aliy MPUHAICKAITNX €My JIMUYHBIX TIPaB U
3aKOHHBIX HMHTEpECOB, 3akperuieHHbIXx Konctutynueit PO, denepanbHbIMU 3aKOHaMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX IIPaB H HHTEPECOB

3) oOpamieHue TpakJaHWHA O BOCCTAaHOBIEHHWU €r0 TpPaB WJIM 3aKOHHBIX HHTEPECOB,
HAPYIICHHBIX JEHCTBUSAMH WM O€3ACHCTBHSIMA OPTaHOB TOCYJAApCTBEHHOM BIIACTH M MECTHOTO
caMOYTpaBleHUsl, X JOKHOCTHBIMU U BBIOOPHBIMHU JTUIIAMU, PYKOBOAUTEISIMU OPTaHU3AIUN 1
0011eCTBEHHBIX O0BETUHEHU I
2. Kakoii 3Tan npoxoAuT JOKYMEHT OcCJIe IpHeMa U NepBUYHO 00padoTkm:

1) paccMoTpeHue pyKOBOIUTEIEM

2) mpenBapUTeIbHOE PACCMOTPEHHE U paclpeaeneHue paboTHUKOM ciry k061 JJOY

3) ucnoHEHUE
3. I'pynnupoBKa HCHOJIHEHHBIX TOKYMEHTOB B /1€J10 B COOTBETCTBHH ¢ HOMEHKJIATYPO¥ Jei
U CHCTeMATH3alHsl JOKYMEHTOB BHYTPH /eJia — 3TO:

1) dopmupoBanue nren

2) ohopmiieHHe e

3) pacupeneneHue aen
4. YTo M3 nepeyrncJIeHHOr0 He BKJIKYAeTCHd B HOMEHKJIATYPY JeJ:

1) TOKyMEHTBI, CO3/ITaHHbIE B CAMOIl OpraHU3aluu
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2) nepexodiue aemna

3) neyatHble U3JaHU
5. /IBM:KeHHe NOKYMEHTOB B OPraHHM3alliM C MOMEHTA HX CO3JaHHMSA WM IMOJy4YeHHUs 10
3aBeplIeHUs UCTIOJTHEHHS] WM OTIPaBJIEHHS — 3TO:

1) nokymeHTHpOBaHUE

2) IOKyMEHTOBEICHUE

3) IOKYMEHTOOOOpOT

6. IlpexBapuTebHOE pAaCCMOTPEHHE NMOCTYNHBIIET0 JOKYMEHTA NPOBOAUTCS

1) pykoBoauTenem

2) HavaTbHUKOM cTykO0b1 JIOY

3) pabotHukoM ciryx0b1 JJOY
7. HomeHKk1aTypa e BKJIOYAET cjieayromue rpadoi:

1) uHgekc nena — 3arojioBOK Jiefla — aBTOP — KOJMYECTBO €IMHMI] XpPaHEHUsI — CPOK
XpaHEeHHUs - IPUMEYaHue

2) MHJEKC Jejla — 3aroJoBOK Jiejla — KOJMYECTBO €IUHUILl XPAHEHUS — CPOK XPAHEHUS -
pUMeYaHus

3) 3aroJ0BOK JieJ1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XpPaHEHHUS
8. Ouenka, HACKOJIbKO NPaBUJIbHO, YIAYHO W IOJHO pelleH BONPOC, MOCTABJICHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS

2) KOHTPOJIb [0 CYIIECTBY

3) Tekywmuit KOHTPOJIb
9. Oopamenue, B kKoTopoM He ykazanbl ®UO, aapec U JUYHAA NOANUCH T'PAKIAHMHA,
CYUTACTCH:

1) aHOHUMHBIM

2) KOJUIEKTUBHBIM

3) MUCbMEHHBIM
10. Ck0J1bKO JINCTOB JOJKHO BKJIIOYATH OAHO C()OPMHUPOBAHHOE /1€J10:

1) npumepno 200 nucToB

2) npumepno 300 mucToB

3) mpumepno 250 aucToB
11. [le1a mMOCTOSIHHOTO CPOKA XPAaHEGHHMS M BPEMEHHOro cpoka (0osiee 10 ser) xpanenus
MOJIeKAT:

1) nonHoMy ohopMIIEHHUIO

2) ynpoiieHHOMY 0(OPMIIEHHIO

3) 1OMONHUTENBHOMY 0(OPMIIEHUIO
12. ToxymeHTBI OPMHUPYIOTCS B Jiea B COOTBETCTBUH C:

1) mHCTpYKIIMEN O AETONPOU3BOACTBY;

2) HOMEHKJIATYpOU e,

3) nonoxxeHuem 06 yupeKaeHUH.
13. K Bugam cpoKoBOro KOHTPOJIsi OTHOCATCSH:

1) Texymui, npeaynpeIuTeIbHbIA, HTOTOBBIN

2) KOHTPOJIb 10 CYIIECTBY, TEKYIIHIl, UTOTOBBIH

3) Texyuuii, BHyTPEHHH, NTOTOBBIN
14. O0pameHue ABYX WJIM HECKOJBbKHMX JIMIl B MUCbMEHHOM BHJe, COJeprkallee 4YacTHbIN
HHTEepec, Ju00 oOpalieHue, NPHHATOE HA MHWTHHIe, CcOOpaHHMM, NOANMCAHHOE
OPraHu3aTopaMM WJIHM YYACTHMKAMM MHUTHHIa WIH co0OpaHusi, UMeloliee 001IeCTBeHHBIH
Xapakrep, - 3TO:

1) neTunus

2) muceMeHHOE oOpalieHue
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3) KoJUIeKTUBHOE OOpaleHne
15. B ciyuae, korna B pekBusute «Pe3osonus» nopyuyeHue 1aeTcs ABYM UJIH HECKOJIbKUM
JIMIAM, OTBETCTBEHHBIM HCIOJTHUTEJIEM SIBJISETCS:
1) nu1o, yka3aHHOE B IOPYUYEHUH MEPBHIM
2) Bce yKa3aHHbBIC B IOPYYCHUH JIHIIA
3) 11110, yKa3aHHOE B CIHCKE MOCIEIHUM
16. IloaroroBka /ieJ1 K XpaHeHHI0 B COOTBETCTBHHU € YCTAHOBJIEHHbIMU NPABUJIAMH — 3TO:
1) dopmupoBanue gen
2) ohopmiienue nen
3) XpaHeHHe el
17. Perucrpanuu noajexar cjeayoumme 10KyMeHThI:
1) Bce TOKyMEHTBI
2) TOJNIBKO BXOJISAIINE
3) TOIBKO UCXOMASAIIUE U BHYTPEHHUE
18. ®anbueBaHue JOKYMEHTOB — 3TO:
1) B3BemIMBaHKE JOKYMEHTOB
2) 3aKkJIeMBaHUE KOHBEPTOB
3) ckiapIBaHUE TOKYMEHTOB U BIOXKEHHE UX B KOHBEPTHI
19. HomeHKk1aTypa e J0/KHA BKJIIOYATH CJle1yIolHe PeKBU3UTHI:
1) HaMeHOBaHUE OpraHU3alid — HAaMMEHOBAaHKE JOKYMEHTa — JlaTa — PEeTUCTPallMOHHbBIN
HOMEpP — MECTO COCTaBJICHHS — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIHUCHh — Ipu() yTBEPKACHUS -
rpud cormacoBaHus

2) HaMMCHOBAHUC OpraHu3dallvii — HAUMCHOBAHHMEC BHAA JOKYMCHTa — JaTa -
peFHCTpaHHOHHBIﬁ HOMEp — MECTO COCTABJICHUS — 3al'0OJIOBOK K TCKCTY - TCKCT — INOAIINCH
3) HaMMCHOBAHUC OpraHu3dalvi — HAUMCHOBAHHMEC BHAA JOKYMCHTa — JaTa -

PETUCTPALIMOHHBIA HOMEP — MECTO COCTaBJIEHHS — 3aroJIOBOK K TEKCTY - TEKCT — IMOAMHCH —
aapecar
20. Kakme wu3 mnepevYHCJeHHBIX HHU)Ke [JOKYMEHTOB He OTHOCATCHA K BHYTPEHHeMY
JOKYMEHTOIIOTOKY:
1) pacniopsiiuTeNbHbIE TOKYMEHThI
2) cnyxeOHbIe MUChMa
3) opranu3anMOHHbIE JOKYMEHTHI
21. YkaxuTe NpaBUJIbHbIH BAPHAHT PACI0JIOKEHHS 3ar0JIOBKOB J1eJl B HOMEHKJIaType /eJ:
1)
[Ipukaspl, MHCTPYKLIMH, YyKa3aHUS BBILIECTOSALIEH OpraHu3alluy, HpUCIaHHbIE IS
CBEICHMSI U PYKOBOJCTBA
I'ogoBoit oTueT 0 pabote opraHu3auu
IIpukasbl 1O OCHOBHOM IEATENBHOCTH
VYupeautenbHble JOKYMEHTHI (TIOCTAaHOBJIEHHUE U CBUAETEIHCTBO O PETHCTPAIIH, YCTAB)
JIOKyMEHTBI 1O aTTeCTallMi PaOOTHUKOB (aTTECTALIMOHHBIE JMCTHI, MPOTOKOJBI, KOIUU
MIPUKA30B)
WHCcTpyKumu o mpaBax U 0053aHHOCTSAX JOKHOCTHBIX JIHIL
[IpoTokoibl coOpaHuii TPyAOBOTO KOJIJIEKTHBA
KBapranbHble T1aHbl pabOTHI
3axonbl Poccuiickoit @enepannu n Yysamickoit Pecriyonuku
Ilepenncka ¢ IpeAIPUATUSIMHA U OPTaHU3ALMSMU [0 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIpOCam
I"ooBoOI T1aH PabOTHI OPraHU3ANH
[Tepenucka ¢ BhIIECTOSIIIENH OPTaHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEILHOCTH
2)
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3akonsl Poccuiickoii @eneparnuu u Yysamickoii Pecrrybmiku

IIpukaspl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOALIECH OpraHU3alMM, IPHUCIAHHBIC I
CBEJICHUS U PYKOBOJICTBA

VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUIETENILCTBO O PETUCTPALIMHU, YCTAB)

WHcTpykunu o npaBax v 0083aHHOCTSX JOJIKHOCTHBIX JIUL

IIpukasbl IO OCHOBHOM IEATENBHOCTH

["omoBoI T1aH PabOTHI OPraHU3AIIH

KBapTanbpHble m1aHsl paboThl

I'ogoBoit otueT 0 pabote opraHu3anuu

IIpoTokonbl coOpaHuii TPyI0OBOrO KOJUIEKTHBA

[Tepenucka ¢ BpILIECTOSIIEN OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOMW JIESATEIBHOCTH

Ilepenncka ¢ npeIpUATHAMHA U OPraHU3ALMAMU 110 aIMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIIPOCAM

JIOKyMEHTBI IO aTTeCTalMu PaOOTHUKOB (aTTECTALIMOHHBIE JMCTHI, MPOTOKOJbI, KOIUU
IIPUKA30B)

3)

[IpoTokosibl cobpaHuil TPy10BOrO KOJUIEKTHBA

KBapTranbHble miaHbl paboThl

3axonbl Poccuiickoit @enepaunu n Yysamickoit Pecniybnuku

Ilepenncka ¢ npeaIpUATHSIMHA U OPTaHU3ALMAMU 110 aJMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIIPOCAM

I"onoBoI M1aH paboThl OpraHU3aALUH

[Tepenucka ¢ BpILIECTOSIIENH OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH

[Ipukaspl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOALIEH OpraHU3allu{, IPUCIAHHbBIE JUIA
CBEJICHUS U PYKOBOJICTBA

I'onoBoii oTyet 0 paboTe opraHu3aLu

[Ipuka3pl MO OCHOBHOM JIEATEIBHOCTH

VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALMH, YCTAB)

JIOKYMEHTBI MO aTTecTalii paOOTHUKOB (ATTECTAllMOHHBIE JHUCTHI, MPOTOKOJIbI, KOIUU
IPUKA30B)

WHucTpykuunu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIUI

22. 3akoHumTe mnpeaokeHue: «B KoHme esa QJas  ydyera KOJHMYeCTBAa JIMCTOB
COCTABJIACTCH. .. »:
1) nucr-3aMecTUTENH
2) IUCT-3aBEpUTEIH
3) KapTa-3aMeCTHTEIb
23. IIpoToK0JIbI TPYNNHUPYIOTCS B JeJia:
1) B mocnenoBaTeIbHOCTH, OTPAXKAIOLIEH X0/1 pacCMOTpPEHUsI BoIpoca
2) 10 XpOHOJIOTUH U MOPSIIKY HOMEPOB
3) B asipaBUTHOM MOPSIAKE
24. Kaxoii Bu pa0doT He BBINOJIHACTCS NPH 00padoTKe OTNPaBJIsieMbIX IOKYMEHTOB:
1) npoBepka NpaBUILHOCTH OPOPMIIEHUS TOKYMEHTOB
2)mpocTaBieHHE aipeca Ha KOHBEPTE
3) moamucaHue JOKYMEHTOB
4) ¢anplieBaHUE U BIOXKEHUE IOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTBI He perucTpupyrorcs?
1) AOKyMEHTBI, Ha KOTOPBIX HET IOYTOBBIX MAPOK
2) NOKYMEHTHI, a/Ip€COBaHHbIE PYKOBOIUTEIIO
3) IOKYMEHTBHI, IOJIy4YeHHBIE JIUIsl CBEJICHUS U HE TpeOyIoIIue OTBETa
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Yacter B
3apanue: OnucaTh MOPSIIOK BEICHHUS KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB.
Yacts C

3aganue:

CocTaBUTh aKT MPOBEPKU pacxojoBaHus BaltoTHbIX cpeactB B OO0 «Camor» 1o
CJIEIYIOIIUM JaHHBIM.

Komuccust B cocraBe 3amectutens riaBHoro Oyxrantepa Kucenesa T.W., navanpHHKA
ciyx0n1 kanpoB lllymosa H.II., Oyxrantepa PomanoBoii C.b. mpoBepuina cucremy odopmiaeHus
3arpaHKOMAaHIMPOBOK, IOJYyYEHUs, pacXOJOBaHMUS U OTUETOB O KOMAHAMPOBOYHBIX pacxojax.
Pabora npoBoaunace B TeueHue 3 THEH.

[Ipu npoBepke KOMHCCHUS YCTaHOBMJIA: IIPUKa3bl O KOMAaHIUPOBKAX HE MMEIOT
JIOKYMEHTOB-OCHOBAHHM M HE BCEr/la BUSUPYIOTCS IOPUCKOHCYJIBTOM, TJIaBHBIM OyXTalTepoM U
(UHAHCOBBIM JUPEKTOPOM; KaJapoBas clyx0a Mepenaer KOMMIO MPHKa3a O KOMaHJUPOBKE B
Oyxranteputo 3a 1-2 qHS 10 JaThl Bble3/la B KOMAaHIMPOBKY; HAUYHCICHHE aBAHCOBBIX CYMM JIJIst
BO3MELICHMSI paCXO0B BEJETCS C HapYLIEHUEM JEHCTBYIOIUX HOPMATUBOB.

Komuccus npeiaraer noaroToBUTh U yTBEpAUTh MHCTPYKIUIO O MOpPsAKE MOTYyYEHUS U
pacxoJ0BaHUs MTOI0TYETHBIX KOMaH/IMPOBOYHBIX CPEICTB.

OcHoBaHUEM ISl IPOBEJICHUS IPOBEPKU MOCIIYKHII MIPUKa3 TeHEPaIbHOro AupekTopa «O
NpoBeeHUN (UHAHCOBOTO KOHTPOJS 32 PACXOJOBAHHUEM CPEACTB IPH KOMaHIMPOBKAxX
pabOTHUKOB 3a TPAHUILY.

BAPUAHT Ne 7
Yacts A
BEITTOTHUTE TECTOBEIE 3a0aHU

1. Bce 10KyMeHTBI OPraHu3aluM JeJSTCH Ha:

1) Bocxoasiiye 1 HUCXOISAIINE

2) BXOJISIIIHE, BBIXO/AIINE, BHYTPEHHHE

3) BXojsIIMe, UCXOASIINE, BHYTPCHHUE
2. Kakne u3 mnepe4mc/ieHHbIX JOKYMEHTOB 00f13aTeJIbHO MepeJarTcsi HA PaccMOTPeHHe
PYKOBOJUTEIO:

1) moxymeHTHI, oTy4eHHble U3 aaMuHucTpauu [lpesugenra

2) JOKYMEHTBI, a/IpeCOBaHHbIE B CTPYKTYPHBIE NIOIpa3/IeIeHUs

3) TOKYMEHTBHI, CoJieprKalline TeKYIIyI0 HHPOPMaLIUIO
3. Kakyro uHGopManuio COAepKUT UTOr0OBAs 3aMMCh K HOMEHKJIaType aeja?

1) 0 KonMuecTBE U KaTErOpUsIX 3aBEJEHHBIX JE

2) KOJIMYECTBO HE3aBEICHHBIX AeI

3) KOJTMYECTBO YTPAUCHHBIX B TEUEHHE r0/1a JIe] C YKa3aHUEM MPUYUH yTPaThI
4. Kakoe cTpykTypHOe mnoapa3aenenue ciayxonl JOY ocymecTB/isieT perucTpainuio
JAOKYMEHTOB:

1) uHCHeKIUS IO KOHTPOJIIO

2) oTAeN pErucTpallvi U yueTa JOKYMEHTOB

3) skcmeuIHst
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5. CucreMaTH3MPOBaHHBIN NepeYyeHb HAUMEHOBAHUH [1eJI, 3aBeICHHBIX B OPraHM3alluH, €
yKa3aHHeM CPOKOB MX XpaHeHUs1, 0)OPMJIEHHBbIH B YCTAHOBJIEHHOM MOPSIKeE, - 3TO:

1) onuce

2) apXWBHBIN CIIPAaBOYHUK

3) HOMEHKJIaTypa Jel
6. Kakue sTanbl 00pad0TKN MPOXOAUT BXOASIIIIUI JOKYMEHT:

1) mpuem u mepBu4Has 0O6paboTKa — IMpeABAPUTEIHLHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOJHEHHE — HAPaBJICHHE B JIEJI0

2) mpueM u TepBUYHAs 00paboTKa — MpeABapUTEILHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpEeHHE PYKOBOAMTENEM — Iepelaya Ha HCIOJHEHHE — HCIOJIHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JIEJI0 WK OTIIPaBKa

3) cocTaBieHHe IPOEKTa — CorlacoBaHue — opopmileHHEe — OANUCAHUE — PETUCTpaIHs —
OTIIpaBKa
7. KOHTPOJIb MCIIOJIHEHUS JIOKYMEHTOB He00X0AuM /JIsl...:

1) noBBILIEHUS] MCIIOIHUTEIBCKON IUCUUIUIMHBI U COKpAILlEHUS CPOKOB PACCMOTPEHUs
JIOKYMEHTOB

2) oOecrieyeHUs] CBOEBPEMEHHOTO M  KAa4€CTBEHHOI'O HCIOJHEHHUS IOpYy4YEHUH,
CoJIeprKalInXxcs B JOKyMEHTaxX

3) coBepuieHCTBOBaHUS pabOTBl C  JOKYMEHTAaMM W MOBBILIEHUS  KYJIBTYpBI
YIPaBIECHYECKOTO TPyAa
8. PexBu3ur «OTMeTKa 0 NOCTYIUICHUM JOKYMEHTa B OPraHM3alMI0» BKJIKYaeT
cJIeyIolue 3JIeMeHThI:

1) HauMeHOBaHME IOCTYNUBLIETO JOKYMEHTa, €r0 pPErucTpPalMOHHBII HOMEp U BpeMs
MOCTYIICHUS

2) COKpallleHHOE€ HAUMEHOBaHHUE OpraHU3alluy, OJTY4YHUBILIEH JOKYMEHT, BXOASIIUNA HOMEp,
JIaTy NOCTYIUICHUS

3) HauMEHOBAaHME OpraHU3alUHU, MOJYYUBLIEH JIOKYMEHT, PErMCTPAl[MOHHBI HOMEp
JIOKYMEHTA M J1aTy JOKyMEHTa
9. Kakoii U3 TepMHHOB He PEKOMEHAYIOT MCIO0Jb30BaTh NpH (opMyJIHMpOBKe 3ar0J10BKOB
aen:

1) neno

2) TOKYMEHTBI

3) maTepuanbl
10. OmucH geJ1 coCTABJIAIOT B IEJIAX:

1) peructpanuu aen

2) yueta nien

3) YHUYTOXEHUS €T
11. OcHOBHOIi NPUHIIUI PErUCTPALMM:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCThb

3) OTHOKPATHOCTH
12. Pe3osronusi — 310:

1) 3adukcupoBaHHasT Ha MaTepuaIbHOM HOCHUTeNe WH(MOpPMAIUs C PEKBU3UTAMHU,
MO3BOJISIOIIMME €€ UACHTHU(PHUIIUPOBATH

2) HaaNuCh Ha JIOKYMEHTE, BBHIOJHEHHAs JOKHOCTHBIM JIMIIOM, COJIEpIKallasi IPUHSITOE
UM pEelICHHE

3) peKBHU3UT JOKYMEHTA, KPAaTKO M3JIararolIfil €ro coep KaHue
13. Ha 0CHOBaHUM KAKOI'0 JOKYMEHTA COCTABJSETCH OMUCH JeJI:

1) uHCTPYKIUS IO JOKYMEHTAIMOHHOMY 00€CIIEUeHHIO YIIPABICHUS

2) HOMEHKJIaTypa Ael
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3) nepedyeHb TOKYMEHTOB CO CPOKAMH XPAHEHHUS
14. Kak BHecTH B HOMEHKJIATYPY /eJl 3aroJIOBOK He MPeIyCMOTPEHHOr0 paHee jeJa,
o0pa3oBaBlIErocs B TeYeHUe KAJIEHIAPHOI0 roJa B CBSA3H C H3MEHEHUSIMH B 1eATeIbHOCTH
OpraHu3anuu:

1) mepenedataTh U 3aHOBO O()OPMHUTH IMOCIICTHIOW CTPAHUILY HOMEHKJIATYpHI JeJ, BHECS B
Hee JIONOJHUTEIbHBIN 3aroJIoBOK

2) HameyaTaTh HOBBIM 3arojIOBOK HA OT/AEIBHOM JIUCTE U MPUIIOKHUTH €r0 K HOMEHKJIaType
nen

3) BOHcaTh HOBBIM 3arojiOBOK OT PYKH B CHEIMAJIbHO OTBEICHHOE PE3EPBHOE MECTO,
OCTaBIIsIEMOE I10CJIEe KaXKIO0ro pa3ziesia HOMEHKIIATYPhI JIe
15. Ha kakuX I0KYMEHTax MPOCTABJIAETCA 0TMETKA 0 MOCTYIJICHHH:

1) TOBKO Ha TOKYMEHTaX, MOAJIKAIIUX PErHCTPaIIU

2) Ha BCEX MOCTYIMUBIINX JOKYMEHTaX

3) TOJBKO HAa JOKYMEHTaX, TPEOYIOMNX UCTIOTHEHUS
16. CBoHasi HOMEHKJIATypa JeJl OpraHu3allui BBOJAUTCS B JleiicTBHe:

1) ¢ 1 suBaps Tekyiero roga

2) ¢ nexabps TEKyIIEero roja

3) Kaxaple MOoJIroa TeKyIIero rojaa
17. Cpox ucno/iHeH!s MOCTYNMBIIET0 JOKYMEHTA HCUHCIISETCS:

1) B KaJeHAapHBIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTAa PYKOBOJIUTEIEM OpraHU3aluu

2) B pabouuXx JHAX C JaThl HOCTYIUIEHUS JOKYMEHTA B OPraHU3allHIo

3) B KaJeHIapHbBIX JTHAX C JaThl OCTYIUICHUS JOKYMEHTa B OPraHU3aLUIO
18. ObecneyeHue CBOEBPEeMEHHOI0 U KA4eCTBEHHOI0 MCIIOJTHEHHS MOPYYeHU U pelleHust
BOIIPOCOB, NIOCTABJIEHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus JOKyMEHTOB

2) UcToJIHEHNE JOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB
19. HomeHnkiaTypa [Jej, KOTOpasi YCTaHaBJMBAaeT NPUMEPHBbIH cocTaB JAesa UIA
opraHuM3anuii, OIHOPOIHBIX MO XapaKTepy AeATeJIbHOCTH, HO Pa3JIUYHBIX MO CTPYKType,
Ha3bIBAETCSH:

1) uHIUBHUIYATBHOM

2) TUnoBOM

3) npumepHo
20. K10 ycTanaBIMBaeT MHANBUAYAJIbHBIA CPOK MCIIOJTHEHHUS JOKYMEHTOB:

1) nonpaszaeneHue-uCIoIHUTEIb

2) pyKOBOAMTEINb, PACCMATPUBAIOIINN TOKYMEHT

3) HemocCpeICTBEHHO UCTIOTHUTEh

21. Ykaxxute npaBU/IbHBIA BAPDUAHT 0(popMJICHUSI (PArMeHTA HOMEHKJIATYPbI J1eJ1:

1) 3AO0 «IIpemuym» YTBEPX]IAIO
HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3
WNupnekc nena | 3aronoBok aena KonuyectBo nen [Tpumevanus
1 [Ipotokonmbl  coOpaHuit  TPYIOBOTO
KOJIJIEKTHBA
2 KBapTaspHbIe 171aHBI pAOOTHI
3 3akonsl Poccuiickoit ®@eneparun  u
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Uysarmickoit PeciyOmuku

4 [lepenucka ¢  nOpegnpusTUSIMA U
OpraHu3alMsIMU 10 aIMUHHUCTPATUBHO-
XO3SIICTBEHHBIM BOIIPOCaM

5 I'ogoBoit mtan paboThl OpraHu3aIu

6 [Tepenmcka c BBIIIECTOSIIEH
OopraHmzalyeil mo BONpocaM OCHOBHOMU
NeSTEIbHOCTH

7 [Ipukaspl,  UHCTPYKIUH,  YKa3aHHI
BBIIIECTOSIIICH OpraHH3aIlVH,
NpHUCIaHHBIE Ui CBEJICHUS u
PYKOBOJCTBA

8 I'ogoBoit oTueT 0 pabote opraHu3auu

9 [Tprkaspl 1O OCHOBHOM JIEATEIILHOCTH

10 YupeaurenbHble JTIOKYMEHTBI

(OCTaHOBJIEHHME M CBHUIETEILCTBO O
perucTpanuu, ycTas)

11 JIOKYMEHTBI 10 aTTECTallui paOOTHHKOB
(aTTecTallMOHHBIE JIUCTBI, IPOTOKOJIBI,
KOIIMM ITPUKA30B)

12 WNHcTpykunn o mpaBax U 00g3aHHOCTAX
JOJPKHOCTHBIX JIHIL

[Tonnucana HauanbHUKOM ciayk0b1 JIOY JIMYHAas TOAIHCH I'.A. I'y3usieBoit
2)
3A0 «Ipemuym» YTBEPXIAIO
HOMEHKIJIATYPA JIEJI Hupextop 3A0 «IIpemuym»
14.11.2012 Ne 3
r. YeOokcapbl I1.U. Tpodpumon
Ha 2011 rox
HNunexc 3aroyI0oBOK ziena Komnuectso nen | Cpoxk [Tpumeuanus
aena XpaHEeHUus |

HOMEDP CTaTbU
1o Ilepeunto

1. O0mmii oTxes

1-1 3aKOHBI Poccuiickoit
Oenepanun u - Yysanickon
1-2 PecniyOnuku

[Tpukassl, UHCTPYKLIUH,
yYKa3aHUs BBINIECTOSIIEN
OpraHu3aliy, MPHUCIAHHbIE JUIs

1-3 CBEJICHUS U PYKOBOJICTBA
VYupenurensHbie JOKYMEHTBI
(mocTaHoOBIIEHWE "

1-4 CBUJIETEIILCTBO O PETUCTpAlVH,
yCTaB)

1-5 HNuctpykuun 0 1mpaBax H

0053aHHOCTAX JOJIXKHOCTHBIX
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1-10

1-11

1-12

1-13

U1
IIpukasel o OCHOBHOM
JeSITebHOCTH

["onoBont IU1aH paboThI
OpraHu3aluu

KBapranbHbie mi1anbsl paboTs
l'omoBoit  otuer o  pabore
OpraHu3aluu

[IpoToko:bI coOpanuit
TPYAOBOI'O KOJUIEKTHBA
Ilepenricka ¢  BBINIECTOSIICH
opraHusanyes 1o  BOIpoOcaM
OCHOBHOI1 J1eTeIbHOCTH
Ilepenucka ¢ npeanpusATUAMHU U
OpraHu3aUsIMU 1o
aJIMUHUCTPATUBHO-
X03SIICTBEHHBIM BOTIPOCAM
JIokyMeHTBI IO  aTTecTaluu
pabOTHUKOB  (aTTECTAIMOHHBIC
JUCTBI,  MPOTOKOJBI,  KOMHH
IIPUKA30B)

[Toanucana HauanmbHUKOM c1yx0b1 JIOY

JIM4Has 1IoAIINChH

I'.A. I'y3usieBoit

3)
3akpeiToe akmoHepHoe oobmiectBo «IIpemuym» YTBEPXJIAIO
HOMEHKIJIATYPA JIEJI Hupextop 3A0 «IIpemuym»
14.11.2013 Ne 3
r. YeOokcapbl I1.U. Tpodpumon
Ha 2011 rox 20.11.2011
HNunexc 3aroyI0oBOK ziena KomnuectBo nen | Cpox [Tpumeuanus
aena XpaHeHHUs |
HOMEp CTaTbU
o Ilepeunto
01. O0mmii oTaen
01-01 3akonbl Poccuiickoit @enepanuun
u Uysarickoit PecriyOnuku
01-02 [Tpuka3bl, THCTPYKINH, YKa3aHUS
BBILIECTOSIIEH OpraHu3aIuH,
IpUCIaHHbIE [UIS CBEIEHUS U
PYKOBOJCTBa
01-03 YupenurensHbie JOKYMEHTBI
(mocTaHoBIIEHHUE "
CBUJIETENILCTBO O PETUCTpaluH,
01-04 ycTaB)
WHCcTpykum 0 mpaBax W
01-05 00S13aHHOCTSIX JOKHOCTHBIX JIUII

ITpukassl 1o OCHOBHOM
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01-06 NEeATEILHOCTH

I"'onoBoit IU1aH paboThI
01-07 OpraHu3aIu
01-08 KBapranbHble maanbl paboThl

I'omoBoit  otyer o0  pabote
01-09 OpraHu3aIuu

[IpoTokosbl COOpaHMii TPYIOBOTO
01-10 KOJIJICKTHBA

[lepenricka ¢ BbIIIECTOSALIECH
opraHusanyes 1o  BOIPOCaM

01-11 OCHOBHOM J1€ATEILHOCTH
Ilepenucka ¢ mpeanpuATHAMH U
OpraHu3alusIMu o
aJMUHHCTPATHBHO-

01-12 XO03MCTBEHHBIM BOIIPOCAM

JIOKyMEHTBI [0  aTTecTaluu
pabOTHUKOB  (aTTeCTAllMOHHBIE
JUCTBI,  MPOTOKOJIBI,  KOIUHU
01-13 IIPUKA30B)

Hauanpuuk ciyx0s1 JJOY JIMYHAs MOJINKCH I'A. TI'y3nsieBa

22. Kakoif npuHIIUN He UCNOJb3yeTcs NPU GopMHUPOBAHUH /1€JI:

1) XpOHOIOTHYECKUI

2) BOIPOCHO-IOTMYECKHH

3) ucropuueckuit
23. OnpenesieHue NOJUTHYECKO, IKOHOMUYECKOI, COMAIBHO-KYJ/JIbTYPHOI,
NPAKTHYECKOIl IEHHOCTH JOKYMEHTOB /Il MOCJIeAYI0IIero uX XpaHeHusl M MCI0JIb30BAHUS
WM 1JIs1 0TOOpa HA YHMYTOKEHHE — ITO...

1) onucanue aen

2) sKcrepTH3a IEHHOCTH IOKYMEHTOB

3) odopmiienue nen
24. Kakue onepauuu He BbINOJIHSAIOTCS NPH GOPMUPOBAHUM e:

1) pacnpeneneHye 1 packiagKa UCIIOJHEHHBIX JOKYMEHTOB IO Mankam

2) pacnojoXeHue JOKyMEHTOB BHYTPH JIeJla B ONPEIeIEHHOM MOCIIe0BaTeIbHOCTH

3) Hymeparlus JUCTOB

4) obopmieHre 0OJI0KKH Jiena
25. B kaKkuX yUpe:RIeHHUsIX CO31aeTCsl YIpaBJeHHe 1ejaamu?

1) Ha rocyapCTBEHHBIX PEITPHUITUIX

2) B UCTIOJTHUTENBHBIX OPraHax BIACTH U UCIIOJHUTEIBHBIX CTPYKTYPaX MECTHOTO
caMOYyIIpaBJICHUS

3) B MUHUCTEPCTBAX M BEJJIOMCTBaxX

Yacrs B
3ananue: Onucate mporenypy o0paboTKH OTIPABIIIEMBIX JOKYMEHTOB.

Yacts C
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3amanmue:

CocTaBuTh MPOTOKOJ 3acenanus ’kcneptHol komuccun OO0 «Jlarynay. Ha 3aceganuu
npucyrcrBoBanu: AcraxoBa E.B., Bmamgumupo B.Jl., JlumaroB A.Il., Cmupnos WN.T. Ha
3acelaHnK OBLIM 3aciyIIaHbl BBICTYIUICHHE 3aBeayromiero kanmenspuend AcraxoBodi E.B. o
pe3yibTaTax MPOBEACHHS SKCHEPTU3bl IEHHOCTH J0KymMeHTOB B 2011 r. W BBICTYyIIIEHHE
riaBHoro Oyxranrepa Brnagumuposa B.JI. 06 odhopmienun aen Oyxraiarepuu u nepegade ux B
apXuB.

AcrtaxoBa E.B. o3Hakommiia ¢ pe3yjbTaTaMH SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB,
npoBeneHHoN B HOsiOpe 2011 r. B pe3ynbraTe mocTaHOBHIM OJ00PHUTH MPOJEIaHHYIO0 padoTy U
MPUHSTH K CBEJICHUIO €€ Pe3yJbTaThI.

Brnagumupo B.Jl. o3Hakommn coOpaBmmxcs ¢ mpoOnemamMu  oQOpMIICHHUS —Ael
MOCTOSTHHOTO M J0JroBpeMeHHoro (cswimie 10 jer) xpaHeHus B Oyxraitepuu. B pesynbrate
MOCTaHOBWIIM TIOpYy4uTh AcrtaxoBoii E.B. mpoBectn Oecemy o mpaBmiax odopmieHUs Jen ¢
paboTHUKaMU OyXranTepu.

Henocratonue panHbie (AaTy, perucTpalldOHHBIA HOMEpP, MECTO COCTABJICHHS H JIp.)
yKa3aTh CaMOCTOSITENIBHO.

B mpoTokone Takke MpOCTaBUTh OTMETKY OO HCIIOJHHUTENE U OTMETKY 00 HMCIIONHEHUH
JIOKYMEHTA ¥ HaNpaBJICHUH €ro B JEIIO.

BAPUAHT Ne 8

Yacts A
BEINOJIHUTE TECTOBBIE 3aJaHU.

1. Yto U3 nepe4ncIeHHOr0 He OTHOCUTCS K BHAAM KOHTPOJIA :

1) KOHTPOJIb O CYIIECTBY PELICHHS BOIIpOCca

2) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS

3) KOHTpOJIb 32 OPOpPMIICHHUEM JOKYMEHTOB
2. Perucrpanus — 3r1o:

1) mpucBoeHne JOKyMEHTY HU(PPOBOTO WU OYKBEHHO-IIU(POBOTO 0003HAYCHUS

2) 3anuch HHGOPMAILIUU HA PA3IMYHBIX HOCUTEISX MO YCTAaHOBJIEHHBIM ITPaBUIIaM

3) 3amuch y4eTHBIX JAHHBIX O JOKYMEHTE 110 YCTaHOBJIEHHOH (opMe, pukcupyromei Gpakt
€ro CO3[aHus, OTIPABKH W NOTYYESHUS
3. Kakoii 3Tan npoxXoauT JOKYMEHT OcJje perucTpauuu:

1) ucnonuenue

2) paccMOTpeHUE PYKOBOAUTEIIEM

3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3pIBaeTcsi CTPYKTYpPHoe moapasaejenue ciay:xkobl JJOY, koTopoe ocyuiecTBJjisier
1pHeM ¥ NepBHYHYI0 00padOTKY NOCTYNHUBIIUX JOKYMEHTOB:

1) cexperapuat

2) KaHUEeIsIpUst

3) skcmeuIHst
5. Onuce gexa — 3ro:

1) apXWBHBIH CIIPABOYHHK, COJIEPIKAIIUI TTIepeueHb BCEX eIWHUI] XPAHEHHsI, COCTOSIINX Ha
ydyeTe B apxXUBE OpraHu3aluu

2) cucTeMaTH3UpPOBAHHBIA TEPEUeHb CIUHUII XpaHEHHs (IelT), MpeIHa3HAYeHHBIX JIIIS MX
ydeTa U OlepaTUBHOTO MOUCKA.

3) mepedyeHb 3aroIOBKOB Jiell, C(HOPMHUPOBAHHBIX B CTPYKTYpPHOM THOJpa3AeiIeHUH,
HE3aBUCHMO OT CPOKOB X XpaHECHUS
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6. OCHOBHBIM JOKYMEHTOM, PerjJaMEeHTHPYIIIUM TEeXHOJOTHK [JOKYMEHTAIlHOHHOIO
o0ecrneyeHus1 yIpaBJIeHUs B OPraHU3aLMH, ABJISIETCH:

1) monosxxenue o ciyxbe 10Y

2) uactpykuus o JJ0Y

3) mpuKka3 pyKOBOJIUTEISI OPraHU3alUN
7. JoOKyMeHTa CUUTAETCH UCIOJTHEHHBIM, eCJIH:

1) KOppeCOHIEHTY AaH OTBET

2) JIOKYMEHT HCIOJHEH B Ha3HAUEHHBIH CPOK

3) mocTaBiieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBI 10 CYLIECTBY, KOPPECIIOHAEHTY JaH
OTBET
8. HomeHnkaTypa es1 cocTaBJjisieTcs €O cieayoueil nepuoAu4HOCTbI0

1) onuH pa3 B Tpu rojaa

2) ¢ IepUOINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3anueil

3) eXeroaHo
9. OpuuHaJIBLHBIA JOKYMEHT, OTIPABJsieMbIH U3 yUpeKIeHusl, - 3TO:

1) BXOIAIIHNI TOKYyMEHT

2) UCXOMSIIIHNMA TOKYMEHT

3) BHYTpEHHUI1 TIOKYMEHT
10. Ha xakwue 1ejia CTPYKTYPHOI'O NOApa3/ieJieHUsl He COCTABJIAETCS OT/eJIbHAsSl ONHUCh:

1) Ha ;ena MOCTOSIHHOTO XPaHEeHUS

2) Ha Jienna reHepaIbHOTO TUPEKTOpa

3) Ha gena BpeMeHHOro xpaHeHus (cBoiire 10 jer)
11. JokymMeHT0O00OPOT — 3TO:

1) KOnMYecTBO [OKYMEHTOB, IOCTYMUBIINX B OpPraHU3alldi0 M CO3JAaHHBIX €I 3a
ONPEAEIICHHBIN NTEPUO

2) NBWXKEHHME JOKYMEHTOB B OpraHM3allM¥M C MOMEHTA UX CO3/IaHUS WM MOJy4YeHUs 1O
3aBEepLICHUS UCTIOIHEHUS WM OTIPaBICHUS

3) opranusanus paboThl C JOKYMEHTaMH B YUPEXAECHUU
12. Kak Ha3piBaercsi CTPYKTYpHOe IoApa3/iesieHHe, KOTOpoe pemaer MnpodJeMbl
JOKYMEHTAIMOHHOI0 00ecreYeHHsl YNIPaBJICHUS B OPraHU3AMM:

1) cayx6a IOY

2) Oyxrantepus

3) oTaen kaapoB
13. Kyaa nmnepenaoTcs [JOKYMEHTBHI IMOCI€ NPEIBAPUTEIbHOIO0 PACCMOTPEHHS] HX
padoTHrKOM cayx0b1 JOY:

1) Ha ucTONHEeHHE

2) Ha OTIIpaBKYy

3) Ha perucrpanuo
14. I'pynnupoBKa J0KYMEHTOB B /1€JIa OCYIIECTBJISETCH HA OCHOBAHUM:

1) HHCTPYKIIUH 110 TOKYMEHTALIMOHHOMY 00€CIIEUEHUIO YIIPABICHUS

2) nepeyHs TUIMOBBIX YIPaBICHUYECKUX JOKYMEHTOB CO CPOKaMH XpaHEHHs

3) HOMEHKJIaTypBl J€J1 OpraHu3aluu
15. JIncr-3aBepuTeib Jejia MOMeNIaeTcs:

1) B Hagase nena

2) Ha 00OPOTHOM CTOPOHE OOJIOKKH JAena

3) B KOHIIE JieNa [OoCJIe NOCIEAHETO JOKYMEHTa
16. Ilpu popMuUpPOBAHUN MCIIOJHEHHBIX TOKYMEHTOB B /1eJla B OPraHU3alUAX HA 00JI0KKY
KAXK/10T0 1eJ1a BBIHOCATCSH CJIeAyIoLHe CBeIeHHs:

1) HaumMeHOBaHME OpraHU3allMU — WHJIEKC Jejla — 3aroJIoBOK Jejla — JlaTa Jeja — CPOoK
XPaHEHUs U CTAThs 10 MEPEUHIO - IPUMEUAHUE
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2) HaMMEHOBAHNUE OpPraHM3allMM - MHJEKC Jejla — 3arojoBOK JeNa — JaTa Jiela — CpoK
XpaHEeHHMs 10 NEePEYHIO — ApXUBHBIN MM (P
3) HauMeHOBaHUE OpPraHU3allui — HAMMEHOBAHUE CTPYKTYPHOTO MOJPA3/AEICHUS — UHAEKC
JieJ1a — 3aroJIOBOK JieJla — JjaTa [IeJla — CPOK XPaHEHMsI 110 IIEPEYHI0
17. Cpok ucno/iHeHHs] BHYTPEHHEro JOKyMEHTa HCUHCJISIeTCs:
1) B KaJIeHAApHBIX JHSX C JaThl MOANNCAHUS JOKYMEHTA
2) B KQJIGHAAPHBIX JHSX C JaThl 0()OPMIICHUS TOKYMEHTA
3) B KaJIeHApHBIX AHAX C AAaThl pETUCTPALlUU JOKYMEHTa
18. HomenkiaTypa es1 opraHu3anmm:
1) sBisieTCs 00s13aTENBHBIM JOKYMEHTOM TOJIBKO JIJIsl TOCYIapCTBEHHBIX OpraHU3alui
2) pa3pabaTbIBaeTCs 10 YCMOTPEHUIO OPraHU3alUU
3) siBisieTcs 00s3aTeIbHBIM JOKYMEHTOM JIJIsl BCEX OpraHu3anui
19. Yto u3 nmepevmncIeHHOI0 He MOKeT CJIYKHUTh Ha3BAaHHMSIMH Pa3/ieJlOB B HOMEHKJaType
aen:
1) HauMeHOBaHUS CTPYKTYPHBIX MOJIpa3iesIeHUI
2) HanpaBJIeHUs IESTEIbHOCTH OpraHu3aluu
3) HauMEeHOBaHUs OpraHU3alui
20. B onnoM geJie He JOJIKHO OBITH 0oJ1€ee:
1) 400 nuctoB
2) 150 auctoB
3) 250 nmuctoB
21. YkaxxnuTe NpaBU/IbHbII BADHAHT PACIIOJIOKEHUS 3ar0JIOBKOB /1]l B HOMEHKJIaType JeJ1:
1) 3akons! Poccuiickoit @eneparu u YUysamickoit Pecriyomuku
IIpukaspl, MHCTPYKLMM, YyKa3aHUS BBIIIECTOSAIIEH OpraHU3alMM, IPUCIAHHBIE JUIs
CBEICHMSI U PYKOBOJCTBA
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALIMH, YCTAB)
WHucTpykuunu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIUIL
IIpukasbl IO OCHOBHOM EATENBHOCTH
I'ogoBoit mitan paboThl OpraHU3aIu
KBapTanbHble miaHsl paboTh
I'ogoBoit oTueT 0 pabote opraHu3auu
ITpoTokonbl coOpaHuii TPYIOBOTO KOJUIEKTHBA
[Tepenucka ¢ BhIIECTOSIEN OPTraHU3ALMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH
Ilepenncka ¢ nIpeIPUATHSIMHA U OPTaHU3ALMSIMU IO aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIpOCam
JIOKyMEHTBI 1O aTTecTallMi pabOTHUKOB (ATTECTAllMOHHBIE JIMCTBI, IPOTOKOJIBI, KOMHUU
MIPUKA30B)

2)IIpoToKOIIBI COOpaHUil TPYAOBOTO KOJIICKTHBA

KBapTanbHble miaHbl paboThl

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciybnuku

Ilepenncka ¢ IpeAUpUATUSIMHA U OPTaHU3ALMSIMU [0 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOITPOCAM

I"ooBoI T1aH paboOThl OpraHU3ANH

[Tepenucka ¢ BhIIECTOSIIIENH OPTaHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JIESITEILHOCTH

IIpukaspl, MHCTPYKLIMM, YyKa3aHUS BBIIIECTOALIEH OpraHU3alluM, NpUCIaHHBIC IS
CBEJICHUS U PYKOBOJICTBA

I'onoBoii oTyet o0 paboTe opraHu3au

[Tpukaspl MO OCHOBHOM JI€ATEIHHOCTH

VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PETHCTPALH, YCTaB)
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JIOKYMEHTBI TI0 aTTecTalli paOOTHUKOB (aTTECTAIIMOHHBIC JHCTHI, MPOTOKOJBI, KON
MIPUKA30B)
HNHuctpykuuu o npaBax U 00s13aHHOCTSX JOHKHOCTHBIX JIUIT
3) Ilpuka3spl, MHCTPYKIHNHU, YKA3aHUS BBIMIECTOSAIICH OpPraHU3alliK, MPUCIAHHBIC IS
CBEJICHUS U PYKOBOJICTBA
I'ogoBoit oTueT 0 pabote opraHu3auu
[Ipuka3sel 1O OCHOBHOM JI€ATEILHOCTH
VYupeautenbHble JOKYMEHTHI (IOCTAHOBJICHHUE U CBUAECTEILCTBO O PErHCTPAIllH, YCTaB)
JIOKyMEHTBI 1O aTTecTaluu pabOTHUKOB (ATTECTAIMOHHBIC JIUCTHI, MPOTOKOJIbI, KOMHHU
MIPUKA30B)
WNHuctpykuuu o npaBax U 00s13aHHOCTSX JIOHKHOCTHBIX JIUIT
[IpoTokoibl cobpaHuii TPy10BOTO KOJUIEKTHBA
KBapranbHble TUIaHBI paOOTHI
3akonbl Poccuiickoit ®enepannu u Yysamickoit Peciyonuku
[lepenucka ¢ mpeANPUIATHIMU U OPraHU3ALUSIMH 110 AAMUHUCTPATHBHO-XO035HCTBEHHBIM
BOITPOCAM
["omoBoIi T1aH PabOTHI OPTaHU3AIIH
[Iepenucka ¢ BBILIECTOSIIEH OpraHU3aluel 110 BOIPOCaM OCHOBHOM JI€ATEIbHOCTH
22. Ilpoposkure mpenio:kenue: «/lisi yuera J0KYyMeHTOB OIpee/IeHHbIX KATeropui ae
MOCTOSIHHOTO M BpeMeHHOro (0osiee 10 j1eT) XpaHeHHUs COCTABJISIETCS. .. »:
1) onuce nen
2) BHYTpPEHHSIS OMHKCH
3) nucT-3aBepuUTENb /€A
23. Kakue BUIbI pa00T He MPOBOASITCS MPH MOATOTOBKE J1eJI K Nepeaaye B apXuB:
1) npoBeneHe SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) opopmienue nen
3) dbopmupoBanue aen
4) coctaBlieHHE OMUCU
24. BoiOepuTe NpaBHJIbHBIN 3ar0JI0BOK K HOMEHKJIAType J1eJ1:
1) HomeHkIaTypa aen Ha saBapb 2013 rog
2) Homenkiarypa aen 3a 2012 rog
3) HomeHkIatypa aen Ha 2013 rox
25. B kakuX yUpe:KIeHUsIX c03/1aeTcsl KaHueasspus?
1) Ha rocyJapCTBEHHBIX MPEIMPUATHIIX
2) B UCTIOJTHUTEIBHBIX OpraHaxX BJIACTHU U UCIIOTHUTEIBHBIX CTPYKTYPaX MECTHOTO
CaMOYTIpaBIICHUS
3) B MUHHUCTEPCTBaX U BEJJOMCTBAX

Yacts B
3aganue: Onucarh NOPSIOK COCTaBICHUS U 0QOPMIIEHHSI KOTIUN JOKYMEHTOB.
Yacrts C

3aganue:

CocTaBUTh aKT NMPOBEPKH HAIMuUs JIMYHBIX Ael B orxaene kaapoB OAO «3enut». B
TeKcTe akta ckazaHo, yto 07.06.2010 mpoBeneHa mpoBepKa HaIWYWs JUYHBIX JE€J1 B OTIEIE
kagpoB. Ilpu mpoBepke ycTaHOBIEHO: B JIMYHOM Jenie riaaBHoro mHxeHepa Cemenosa II.U.
OTCYTCTBYET 3asiBJI€HHE O MpueMe Ha paboTy; B JIMYHOM JIeJie CTapUIero clenuaiucra oTAena
TpyAa U 3apaboTHOW miatbl AsiekceeBa A.B. OTCYTCTBYIOT JOKYMEHTHI 00 00pa3oBaHUU U
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aHKETa; B TPYAOBOM KHMXKKE CIIELMaNNCTa OThena MapkeTtuHra BoakoBa M.A. oTcyTcTBYyIOT
3allUCH O IIpueMe Ha paboTy U MepeBojie Ha Apyryro padoTty. OCHOBaHME Ul COCTABICHUS aKTa!
npukas aupekropa ot 04.06.2010 Ne 56. Hepocraroiue pekBU3UThI YKa)KUTE CAMOCTOSITENIBHO.

BAPUAHT Ne 9

Yacth A
BEIIIOTHUTE TECTOBEIE 3aJaHNU.

1. 3anuch yYeTHBIX JaHHBIX 0 JJOKYMEHTe 10 YCTAaHOBJIeHHOH dopme, pukcupymoiei gakr
ero co3/1aHusl, OTIPABJICHHUS WM OJIY4YeHHsl, - ITO:

1) obopmiieHre TOKYMEHTOB

2) peructpanus JOKyMEHTOB

3) UCOJIHEeHHE JOKYMEHTOB
2. Kakoii 3Tan npoxoAuT JOKyMeHT 1ocJie IpUeMa U NepBUYHOI 00padoTKm:

1) paccMoTpeHue pyKOBOIUTEIEM

2) mpeABapUTEIHHOE PACCMOTPEHHUE U pacupeenieHrne padoTHUKOM ciryx0b1 IOY

3) ucroHEHUE
3. Kakoii U3 peKBH3UTOB He YKA3bIBaeTCs B perucTpPauMoHHbIX Gopmax:

1) nata noKkymeHTa

2) pe3omtonus

3) rpud yTBEpKICHUS
4. YTo M3 nepevyncIeHHOr0 He BKJII0YaeTcs B HOMEHKJIATYPY Ae:

1) AOKyMEHTBI, CO3/IaHHbIE B CaMO#l OpraHu3aluu

2) nepexondiue iena

3) meyaTHble U3JaHUS
5. /IBM:KeHHe JOKYMEHTOB B OPraHM3alliM ¢ MOMEHTA HX CO3JaHMS WM MOJy4YeHHUs 10
3aBeplIeHUs UCTIOJTHEHHS] WJIM OTIPaBJIEHHA — 3TO:

1) noKyMeHTHpOBaHUE

2) TOKyMEHTOBEJICHHE

3) DOKyMEHTOOOOpOT

6. IlpenBapuresbHOE PACCMOTPEHHE NMOCTYNHBINET0 JOKYMEHTA IPOBOANTCS:

1) pykoBoauTenem

2) HayaJIbHUKOM ci1yxk0b1 JIOY

3) pabotHukom ciyx0b1 JIOY
7. HomenkiaTypa el BKJIIYAET cieayromue rpagoi:

1) uHAeKkc nena — 3aroJioBOK Jejla — aBTOpP — KOJMYECTBO EIMHHI] XPAHEHUS — CPOK
XpaHEeHUs - IPUMEYaHue

2) MHJAEKC JeNla — 3arojOBOK Jiefla — KOJMYECTBO €IUHUI] XPAHEHUS — CPOK XpPaHEHHS -
pUMeYaHus

3) 3aroJ0BOK JieJ1a — KOJIMYECTBO €AMHUIl XPaHEHUS! — CPOK XpPaHEHUS
8. Onenka, HaCKOJbKO NPABWJIbHO, YIAYHO M IIOJHO pPELICH BOINPOC, MOCTABJICHHBIN B
JAOKYMEHTe, - 3TO:

1) KOHTpOJIb 3a CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb IO CYIIECTBY

3) Texyluii KOHTPOJIb
9. Kak Ha3bIBaeTcsi CTPYKTYpPHOe moapasaesienue ciay:xonl JJOY, koropoe ocymecTBiasier
KOHTPOJIb 32 HCIIOJTHEHHEM JOKYMEHTOB:

1) skcrie nutmst

2) UHCTIEKLUA 110 KOHTPOJIIO
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3) xaHuensIpus
10. ®opmupoBaHnme jaeja — ITo:

1) rpynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B JEJIO0 U CUCTEMATHU3alUsl JIOKYMEHTOB
BHYTpH Jefa.

2) rpynnupoBKa UCIIOJIHEHHBIX TOKYMEHTOB B JIEJI0, CUCTEMATHU3AlMsl JOKYMEHTOB BHYTPU
Jiesia ¥ HyMepatysi JIUCTOB Jela.

3) BKJIFOYCHHUE UCIIOJIHEHHBIX JOKYMEHTOB B IOKYMEHTAJIbHBIH (DOH]] OpraHu3aiuu
11. YTo U3 yKa3aHHOI0 HUKE HE OTHOCUTCS K PerncTPaluOHHbIM hopmam:

1) xypHanbpHas

2) KHUKHAs

3) kapTouHas
12. Kakoii U3 nepe4yucjIeHHbIX PEKBHU3UTOB BKJIIOYAETCS B perucTpannoHHbie GoOpMbI:

1) rpud yrBepKacHHS

2) agpecat

3) BU3a coriacoBaHus
13. K BHj1aM CPOKOBOI0 KOHTPOJISA OTHOCATCS

1) Texyuuii, npeaynpeauTeabHbli, UTOIOBbII

2) KOHTPOJIb 10 CYIIECTBY, TEKYIIHil, UTOTOBBIi

3) Tekyuui, BHYyTPEHHU, UTOTOBBIN
14. Kakue cBeleHHMsI He YKa3bIBalOTCA Ha 00JI0:KKe Jejia mpH oGopMIiIeHMH [Jesia JIA
nepegavyu B apXuB:

1) cpok XpaHeHusi JOKYMEHTOB JieJia

2) KOJIMYECTBO JIUCTOB B JIEJIE

3) KOJIMYECTBO JIMCTOB BHYTPEHHEH ONUCH
15. B cayudae, korna B pekBusute «Pe3oonus nopyyenue aaercs IByM HJIH HECKOJIbKUM
JINIIaM, OTBETCTBEHHBIM HCIIOJIHUTEIeM SIBJISIETCH:

1) nuuo, yka3aHHOE B IOPYYEHUH EPBHIM

2) Bce yKa3aHHBIC B TOPYYEHHUH JIUIIA

3) AuI0, YKa3aHHOE B CITMCKE MOCJIETHUM
16. O¢dopmiieHue pe30TIOIHUN JONMYCKAETCS HA CHEeNUAJbHBIX OJaHKaxX JJsl Pe30JII0Luid,
U3roTaBJIMBaeMbIX Ha Oymare ¢opmara:

1) A4

2) AS

3) A6
17. Perncrpanuu noajieskar cjaelyromme J0KyMeHThbI:

1) Bce TOKYMEHTBI

2) TOJIBKO BXOJSIINE

3) TOIBKO UCXOAAIIUE U BHYTPEHHUE
18. ®anbueBanne JOKYMEHTOB — 3TO:

1) B3BeLIMBaHNE IOKYMEHTOB

2) 3aKJIeMBaHUE KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB U BIOYKEHUE UX B KOHBEPTHI
19. HoMmeHnk1aTypa e J0/KHA BKJIKYATH CIeAYIHe PEKBU3UTHI:

1) HauMeHOBaHME OpraHU3alMy — HAMMEHOBAHHUE JJOKYMEHTA — JaTa — PerucTpaluOHHBIN
HOMEp — MECTO COCTaBJIEHUSI — 3ar0JIOBOK K TEKCTY — TE€KCT — MOANKUCH — IPUQ YTBEPKIACHUS -
rpu¢ coriacoBaHUs

2) HaMMEHOBAaHWE OpraHM3allMM — HaUMEHOBaHHE BHJA JOKyMEHTa — Jara -
PETUCTPALIMOHHBIA HOMEP — MECTO COCTABJIEHUS — 3ar0JIOBOK K TEKCTY - TEKCT — IOJIIUCH
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3) HaMMEHOBaHHME OpraHM3allid — HAaUMEHOBAaHMWE BHJA JOKyMEeHTa — Jara -
PErUCTPALIMOHHBIA HOMEP — MECTO COCTaBJICHHS — 3aroJIOBOK K TEKCTY - TEKCT — MOAMHUCH —
aapecat
20. Kakasi u3 onepauuii He NPOBOAUTCH NPHU MOATOTOBKE JIeJI JJIA Nepelayu B apXUB:

1) moamMBKa JOKYMEHTOB Jiela B CIICHHATBbHYIO O0JI0XKKY MM TIEpeIieT aera

2) cocTaBieHUE JIUCTa-3aBEPUTEIIS JIera

3) onpeneneHue cCpoka XpaHeHuUs Jenna
21. Yka:knuTe BAPMAHT, B KOTOPOM NPABWIbHO C()OPMYJIUPOBAHBI 3aT0JI0BKH J1€JI:

1)

1. Jleno ¢ mokymMeHTaMu OO OTKPBITHMM CUETOB U COBEPUICHHHM PACUYETHBIX OIEpallHid,
COJIepXKaIlINX MOJ0KEHHUs, CIIPABKH, MHUChbMa, KAPTOUKU

2. Jleno ¢ KOMUSAMHU MPHUKA30B JTUPEKTOpPa MO KOMILJIEKTOBAHUIO U MU3MEHEHHUIO JINYHOTO
COCTaBa CTYJEHTOB

3. leno, cozepikaliee MepenucKy ¢ TPaHCIOPTHO-3KCIEIUTOPCKUMU KOMITAHUSIMU

4. Jleno ¢ mepenuckoir 00 OTKPBITUU (haKYJIBTETOB JIOBY30BCKOM IMOATOTOBKHU C BY3aMH,
HaxosAmuMucs B . YeGokcapbl

5. [eno, conepikaliee Nepenucky ¢ pa3HOpPOAHBIMU OpraHU3alUsAMU O Nepeade 3AaHUMH,
MOMEIIEHUH B TOCYJapCTBEHHYIO U MYHUIIUTIAIBHYIO COOCTBEHHOCTh

6. [eno ¢ mpukazaMu reHepaibHOIO JUPEKTOpa IO MPOU3BOJACTBEHHBIM BOIPOCAM 3a
OTIpeieNIEHHBII MePHO/]

2)

1. JlokyMeHThl 00 OTKpPBITHUM CYETOB M COBEPILEHUHU PACUETHBIX ONepauuil (IOJI0KEHHUS,
CIPaBKH, MMCbMA, KAPTOUYKH)

2. Ilpukassl AUPEKTOPA 110 KOMIUIEKTOBAHUIO U U3MEHEHUIO JJMYHOT'O COCTaBa CTYEHTOB.
Konun

3. [lepenucka ¢ TpaHCIIOPTHO-3KCIEIUTOPCKUMH KOMIIAHUSIMU O NIEPEBO3KE IPY30B

4. Tlepenucka c¢ By3amu I. YeOokcapbl 00 OTKpPHITUM (PAKYIBTETOB JOBY30BCKOM
MOJITOTOBKU

5. Ilepenucka o nepenaye 34aHUN, TOMELIEHUH B TOCYJapCTBEHHYI0 U MYHHUIIMIIAJIBHYIO
COOCTBEHHOCTb.

6. IIpuka3bl reHepaIbHOrO JUPEKTOpa 10 IPOM3BOACTBEHHBIM BonpocaM 3a 2012 rox

3)

1. JlokyMeHTBl 00 OTKpPBITHM CYETOB M COBEPILIEHUHU PACUETHBIX ONepaluil (MOJ0KEeHHUS,
CHpPaBKH, MHCbMa, KAPTOUYKH)

2. Ilpukassl AUPEKTOPA M0 KOMIIEKTOBAHUIO U U3MEHEHUIO JJMYHOTO COCTaBa CTYJECHTOB.
Konun

3. Ilepenucka ¢ TpaHCIIOPTHO-IKCIIEIUTOPCKUMH KOMIIAHUSIMHU O NEPEBO3KE I'PY30B

4. Jleno ¢ mnepenuckoil 06 OTKpHITUU (aKyIbTETOB JOBY30BCKOM MOJTOTOBKH C By3aMH,
HaxoAImuMHucs B T. YeGoKkcapsl

5. Jleno, conepaxalliee NEPENUCKy ¢ pa3HOPOIHBIMU OPTaHU3aLUAMHU O Iepeade 31aHuM,
MOMEIEHUH B TOCYJapCTBEHHYIO U MYHUIIUTIAIIBHYIO COOCTBEHHOCTh

6. [eno ¢ mpukazaMu reHEpajlbHOIO JUPEKTOpA IO MPOM3BOACTBEHHBIM BOIIPOCaM 3a
ONpeAeICHHBIN TEPUOJ

22. Ilpomosxkute mnpepokeHue: «JIOKyMeHTBI, Yy:Ke BKJIYEHHbIE B /€10, MOIYT
NOHA00NTHCSI PA0OTHUKY OpraHu3anuu. B 3Tom ciiydyae oHM MOTyT OBITH BBIHYTHI U3 JeJ1a
TOJIBKO JIMIIOM, OTBETCTBEHHbIM 3a ¢opMupoBanue M XxpaHeHue aeid. Ha ux mecro
3aKJIaABIBAETCH. .. »:
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1) xapTa-3amecTuTEIH

2) TUCT-3aBepUTEITh

3) AUCT-3aMEeCTUTENh
23. KoHkpeTHbIe CPOKH XPAHEHHSI JOKYMEHTOB YCTAHABJIUBAIOTCS € OMOUIbIO:

1) MHCTpyKIIMU 1O J€I0NPOU3BOACTBY KOHKPETHON OpraHU3aliu

2) [lepeuyHst TUMOBBIX YIPaBIECHYECKUX JOKYMEHTOB C YKAa3aHHEM CPOKOB XpaHEHUS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO 00ECTICUeHUSI YITPaBICHUS
24. O0pamenue IBYX WJIHM HECKOJbKHUX JMI B MMCbMEHHOM BHJIE, COAep:Kallee YacTHBIN
HHTepec, WM o0pailieHue, NPHUHITOe HA MHUTHHIEe, COOpaHMH, MOANMKCAHHOE
opraHusaropamMm WM (M) YYACTHUKAMM MHUTHMHIAa WJIH CcoOpaHusi, HMeKIee
0011eCTBEHHBII XapaKTep — 3TO...

1) KoJIEKTUBHOE OOpaleHne

2) KoJIernaibHOE OOpaIIcHIe

3) uHAMBHIyalIbHOE OOpalleHHe
25. B kakuXx yupexIeHusX co3aaercs o01uii oTaena?

1) Ha rocyJapCTBEHHBIX MPEITPUATHIIX

2) B UCTIOJTHUTEIBHBIX OpraHax BJIACTH U UCIIOJHUTENIBHBIX CTPYKTYpax MECTHOTO
caMOyIpaBIlIeHUs

3) B MUHHCTEpPCTBaX U BEJJOMCTBAX

Yacts B
3aganue: Onucath MOPSIOK OPMUPOBAHHUS JICIT.
Yacts C

3aganue:

CocraBuTth rapantuiinoe nucbMo 3A0 «AHTpUYM» O Pa3MEIEHNN PEKJIaMbl. Alpecar:
I'maBHbIl penakTop xKypHana «/lemonpousBoactso» Kysunernosa T.B. B Tekcte aBTop nucsma
IIPOCHUT Pa3MECTUTH peKIaMy UX MPOAYKLUHU B OUepeTHOM HoMepe kypHana. O0beM peKIaMHOTo
Marepuaia — %2 nonocel. Omtara rapantupoBana ¢ p/c 12345678901234567890 B ®Kb «I'yra-
6ank». [Tucemo noanucano aqupexkropom 3A0 u rnaBHeIM OyxrantepoMm. Henocratomye naHHble
yKa3aTb CaMOCTOSITEIbHO

BAPHUAHT Ne 10

Yacts A
BLIHOHHHTB TECTOBBIC 3a1aHU .

1. IlpenJioxkenue — 37T0:

1) obpamienue rpaxJaHHHA, HAlPAaBJICHHOE HA COBEPIICHCTBOBAaHUE PabOTHI OPraHOB
BJIACTU M YOPABJIECHUS, pPEUNICHUWE BAXXHBIX BOMNPOCOB SKOHOMMYECKOW, IOJIUTHYECKOM,
COLMAIbHO-KYJIBTYPHOH M IpYrux cep uX AEATENbHOCTH, IJIe MPEJIaraloTcsl MMyTH U CIIOCOObI
pelleHus 3aTPOHYTHIX MPOOIeM

2) oOpareHre rpax/1aHuHa 110 MOBOAY pealu3alii MPUHAIIEKAIIMX eMy JTHYHBIX TIpaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIX Koncturynueir PO, QenepaibHbIMH 3akoHaMu, HeE
CBSI3aHHBIX C HApYILIEHUEM JTUX IIPAB U UHTEPECOB

3) oOpaieHue rpaxJaaHuHa O BOCCTAHOBJIIEHWU €ro IPaB WINM 3aKOHHBIX WHTEPECOB,
HapYLICHHBIX JICHCTBUSAMH WM O€3CHCTBUSMH OPraHOB T'OCYAapCTBEHHOW BJIACTH U MECTHOTO
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CaMOYTIpaBJIEHHs], UX JOPKHOCTHBIMU U BHIOOPHBIMU JIMLIAMH, PYKOBOAUTENISIMU OpTaHU3aluN U
0O0IIECTBEHHBIX 00bEINHEHUI
2. Kakue u3 mepevyHC/JeHHBIX /IOKYMEHTOB 0053aTeJbHO MepeAalTcsi Ha PaccCMOTpeHHe
PYKOBOJUTEIO:

1) moKyMeHTHI, oJydeHHbIE 13 aqMuHuCcTpauuu [Ipesnaenrta

2) JOKYMEHTBI, aipeCOBaHHbIC B CTPYKTYpPHBIE MOApa3/ICICHUS

3) TOKYMEHTBI, COAEpPIKAIINE TEKYIIYIO0 HH(POPMAIIUIO
3. Korna rpak1laHuH X04eT peaan30BaTh CBOU KOHCTUTYIIMOHHBIE paBa U CBOOO/IbI, OH MHIET:

1) npennoxenue

2) MUChMO

3) 3asBiICHUE
4. Kak HyMepyeTcsl JOKYMEHT, CJIOsKEHHbIH MOI0JIaM M MOAIIUTBINA 32 cCepeiuny:

1) kak OIUH JTUCT

2) Kak JBa JIUCTa

3) KaKk yeTbIpe JUCTa
5. CucreMaTu3MpoOBaHHbIi NMepeyeHb HAUMEHOBAHUI 1€/, 3aBeleHHBIX B OPraHU3aluu, €
yKa3aHHeM CPOKOB X XpaHeHHs, 0pOpPMJIeHHBIH B YCTAHOBJIEHHOM MOPSI/IKe, - 3TO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKJIIaTypa e
6. Kakue sTanbl 00padoTKku NpoXoAuT BXOASIIIMI JOKYMEHT:

1) mpuem u nepBuyHas 0OpabOTKa — MpeIBaPUTEIBLHOE PACCMOTPEHUE — PErucTparus —
paccMOTpEHHE PYKOBOJUTENEM — UCIIOJHEHUE — HAIIPABJIEHUE B JIE€JI0

2) TpueM | TepBUYHAs 00pabOTKa — MpeIBapUTEIbHOE PACCMOTPEHHE — PETHCTPAIUS —
paccCMOTpeHHE pYKOBOJUTENIEM — Iepefaya Ha MCIOJIHEHHE — UCIOJHEHHE — KOHTPOJb
UCTIOJIHEHUS — HallpaBJIeHNE NCIIOJIHEHHOTO JJOKYMEHTA B JIEJIO UJIH OTIIpaBKa

3) cocraBieHHne IpOeKTa — coriacoBaHue — opopmMiIeHHEe — OANUCAaHUE — PErUCTpalus —
OTIIpaBKa
7. O0beM T10KYMEHT0000pOTa — 3TO:

1) oOmiee KOIMYECTBO MOCTYMUBIIMX B OPraHU3ALUIO JOKYMEHTOB 3a OIpe/eleHHBIN
NepUOJT BpEMEHH

2) of1iee KOJIMYECTBO CO3JaHHBIX OpraHu3allieil JOKYMEHTOB 3a OIpeJlelIeHHbIH Mepuos
BpEMEHU

3) ob1ree KOIMYECTBO BXOASIINX, HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB OpraHu3aluy 3a
OIPENIETIEHHBIN NIEPUOJ BPEMEHHU
8. PexBm3ur «OTMeTKa 0 MNOCTYIJIEHMM J/JAOKYMEHTa B OPraHM3aldi0» BKJIYaeT
cJIeiyIolIue 3JIeMeHThI:

1) HauMeHOBaHWE TMOCTYIHBILErO JOKYMEHTAa, €r0 PETHUCTPAIllMOHHBIA HOMEp U BpeMs
MOCTYTUICHUS

2) cokpalleHHOe HAMMEHOBAaHUE OpraHU3allly, MOJyYUBIIEH TOKYMEHT, BXOJAIIUNA HOMED,
JIaTy MOCTYTUICHHS

3) HaMMEHOBaHME OpraHU3alM{, MOJYYMBIIEH JOKYMEHT, PETHCTPAllMOHHBIM HOMEp
JOKYMEHTa U JIaTy JTOKYMEHTa

9. Kakoii 13 TEepPMMHOB He PEKOMEHAYIOT HCIO0JIb30BaTh NPH (GopMyJIMpOBKe 3aroJI0BKOB
aen:

1) neno

2) NOKYMEHTBI

3) pa3Hble MaTepHAIIbI
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10. Kakue u3 mnepeyHCICHHBIX  HHKe JOKYMEHTOB He OTHOCATCH K BXOASIIEMY
JOKYMEHTOIIOTOKY:

1) TOKyMEHTBI OT BBIIIECTOSAIIUX OpraHU3AIMNMA

2) opraHu3aIMOHHbIE TOKYMEHTHI

3) JOKYMEHTHI OT MOJIBEIOMCTBEHHBIX OpraHU3aluii
11. OcHOBHOM NPUHIUI PErUCTPANUN:

1) nBykpaTHOCTH

2) MHOTOKPaTHOCTh

3) OIHOKPATHOCTH
12. Kakoro u3 npuHUMmnoB (popMHUpPOBaHHUS /Ie]1 He CyleCTBYeT:

1) BonpocHoO-10ruuecKuit

2) cuCTeMaTHYeCKUi

3) andaBuTHBII
13. Kak Ha3bpIBaeTcsl cucTeMa PerucTpalum, ecid JOKYMEHThI PerucTpUPYIOTCS B MecTax
HX CO31aHusA (CTPYKTYPHBIX NOAPAa3/ieeHUsIX):

1) neueHTpanu3oBaHHas

2) cMelIaHHas

3) HeHTpanu30BaHHAS
14. Jlyis BOCCTaHOBIIEHUS WJIU 3alIUTHI CBOUX HAPYIIECHHBIX MIPaB, CBOOO I MIIN 3aKOHHBIX
MHTEPECOB TPaKJaHUH JI0JDKEH OOPAaTUTHCS B COOTBETCTBYIOIIKE OPTaHHI C:

1) 3asiBneHuEM

2) xkanoboit

3) mpeTeH3ue
15. OdunuaabHbIi JOKYMEHT, He BBIXOAAIIMI 3a Tmpeaesabl NOATOTOBHBIIEH ero
OpraHM3anuu, - ITo:

1) BHyTpeHHUIT TOKYMEHT

2) BXOASIINI TOKYMEHT

3) ucxoAsmui JOKYMEHT
16. O0panenne rpa:kIaHNHa, NOCTYNMBINEE OT OJHOI0 U TOTO Ke JIUIA 110 OJHOMY U TOMY
’Ke BOIPOCY, e€CJIM CO BPeMEHHU MOJa4M NMepBoro odpameHust HCTEK CPOK, YCTAHOBJICHHbIN
JJIS1 PAaCCMOTPEHUs, UJIM 3asIBUTEJIb He Y0BJIEeTBOPEH JAHHBIM eMy OTBETOM, HAa3bIBAETCS:

1) BTOpUYHBIM

2) NOBTOPHBIM

3) HOBTOPSIFOIIMMCS
17. Cpok ucnoJiHeHHsI MOCTYNUBIIET0 JOKYMEHTA HCUMCIISIETCS

1) B kaneHAapHBIX THAX C JaThl PACCMOTPEHHUS JOKYMEHTAa PYKOBOJIUTEIEM OpraHU3aIlluu

2) B pabouux JHSAX C JIaThl HOCTYIIEHUS JOKYMEHTA B OPraHU3alHIo

3) B KaJICHIapHBIX JHSX C 1aThl IOCTYIUIEHUS! JOKYMEHTA B OPraHU3aluI0
18. O0ecnieyeHne CBOEBPEMEHHOI0 M KAYE€CTBEHHOI'0 MCIIOJIHEHUS NMOPYYeHHUI U pelIeHust
BOIIPOCOB, NNOCTABJICHHBIX B JIOKYMEHTe, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCTIOTHEHUE JOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB

19. Homenkiarypa [es, KOTOpas YCTAaHABJIMBaeT IPUMEPHBIA CcOCTaB JeJa JIA
OpraHu3anuii, OJHOPOIHBIX MO XapaKTepy AeATEJbHOCTH, HO PAa3JHYHBIX IO CTPYKTYpe,
Ha3bIBaeTCA:

1) uHIMBHIYyaNBHOM

2) TunoBoi

3) npumepHoO
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20. Cry:xe0HBIC JOKYMEHTBI — 3TO:

1) AOKYMCEHTBI, 3aTparuBarOlu€ HHTEPEChI OIPCACICHHOI0 JiMa MW COCTAaBJIICHHBLIC B

MIPOU3BOJIBHON (hopMme

2) JOKYMEHTBI, COCTaBJICHHbIC IOPUINYECKUMU U (PU3MUECKUMHU JHUIIAMHA U O(POpPMIICHHBIE

B YCTAaHOBJICHHOM IIOPSAAKC

3) JOKYMCEHTBI, COACPKAIINEC 00s3aTeNbHbIE K NCIOJHEHHIO YKa3aHUusA

21. Ykakure BapUaHT MUCbMAa, B KOTOPOM NIPAaBUWJIBHO PaCcCTaBJCHDbI cnymeﬁnme OTMETKH

1)3akpeiTOC aKIIMOHEPHOE OOIIECTBO «AJIMa3) Hupexropy 3A0 «Crapt»
(BAO «Anmasy) B.A. MakcumoBy

VY. Jlecnas, 1. 45, xa6. 3, r. Actpaxanb, 414000, 3A0 «Crapt»

Temn.: 201-15-23, daxc: 201-38-12, Bx. Ne 231

OKTIO 2345678234, OI'PH 9870654321, 25.09.2010

WMHH/KIIIT 123456789/9876543210
23.09.2013 Ne 234/03-11
006 yuactuu B KOH(pEpEeHINN
[lpocum pa3pemuTh HamleW OpraHU3alUl [PHUHATH YYacTHE B  KOH(EpPEHIIHH,

MOCBSIIIEHHOM BOIPOCAaM COKpPAILEHUS JOKYMEHTO000poTa, koTopas coctoutcs 20.12.2010.
B cnyuae monoXuTeNbHOTO OTBETA, IPOCHM COOOIIHMTH YCIIOBHUS y4acTHs B KOH(EpEHITHH.

I'enepanbHBII TUPEKTOP M.K. Ilerpos
CemenoBoii B.1. I1.0. Opemikuna
[ToAroTOBUTH MPOEKT 45-67-68

MUChMa-0TBETa 00 YCIOBUIX
y4acTus B KOH(pepeHIINH

K 27.09.2010
25.09.2010
B nmemo Ne 02-01
27.09.2010
2)
3aKkphITOE AaKLIMOHEPHOE 0OIIECTBO «AJIMa3» Hupexropy 3A0 «Crapm»
(BAO «Anmasy) B.A. MakcumoBy
Va. Jlecnas, 1. 45, xa6. 3, r. Actpaxans, 414000,
Temn.: 201-15-23, daxc: 201-38-12,
OKTIO 2345678234, OI'PH 9870654321,
WHH/KIIIT 123456789/9876543210 B neno Ne 02-01
27.09.2010
23.09.2014 Ne 234/03-11 I1.0. Opemkuna
45-67-68

06 yuactuu B KOH(EpeHIINH
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[IpocuM pa3pemuTh HamIEH OpraHU3ald [PUHATH y4acTHEe B KOH(EPEHIUH,
MOCBAIIEHHON BOIIPOCaM COKpaIeHHUs1 JOKyMEHTO000poTa, kotopasi cocroutces 20.12.2010.
B cnyuae monoXuTeNbHOTO OTBETa, POCHM COOOIIUTH YCIIOBUS y4acTHs B KOH(EepeHIHH.

I'enepanbHbIN IUPEKTOP M.K. Ilerpos

3A0 «Crapt»

Bx. Ne 231

25.09.2010
CemenoBoii B.1.
IToaroToBUTH NPOEKT

MMCbMa-0TBETa 00 YCIOBUSIX
y4yacTus B KOH(pepeHIUN

K 27.09.2010
25.09.2010
3)
3aKpbITOE aKLIMOHEPHOE 00IIECTBO «AJMa3) Hupekropy 3A0 «Crapt»
(BAO «Anmasy) B.A. MakcumoBy
VY. Jlecnas, 1. 45, ka6. 3, r. Actpaxanb, 414000,
Ten.: 201-15-23, dakc: 201-38-12,
OKTIO 2345678234, OI'PH 9870654321, CemenoBoii B.1.
WHH/KIIIT 123456789/9876543210 [ToaroToBUTH MPOEKT

NMCbMa-0TBETa 00 YCIOBUAX
y4dacTusi B KOHQEpEeHInn

k 27.09.2010

25.09.2010

23.09.2015 Ne 234/03-11

06 yuactuu B KOH(EepeHIINH
[lpocuM pa3pemuTh Halled OpraHW3alMi [PHHATH YYacTHe B  KOH(EpPEHIIHNH,
MOCBAIIEHHOI BOIPOCAaM COKpaIlleHUs TOKyMeHToo0opoTa, kotopas cocroutcs 20.12.2010.
B ciyyae nonoXuTensHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBHS Y4acTUs B KOH(EpEHIHH.

I'enepanbHBIN TUPEKTOP M.K. Ilerpos

I1.0. OpemikuHa
45-67-68

B neno Ne 02-01 3A0 «Crapt»

27.09.2010 Bx. Ne 231
25.09.2010
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22. Mponosxute mnpemnoxkenne: «llocine 3aBepuieHHusi [1eJIONPOM3BOJCTBEHHOIO Io0Ja
BbI1a4a OT/JeJbHBIX JOKYMEHTOB M3 Jeja He Jonyckaercs. Ilpu HeoOXxoammMocTH BO
BpeMeHHOe M0JIb30BaHNe MOKeT ObITh BBIIAHO JeJ10 HeJnkoM. Ha MecTe BbIIaHHOTO JeJia
NMOMeNIAeTCs. .. »:

1) mucr-3amecTuTeNb

2) 3aBepeHHas KOMHs

3) KapTa-3aMeCcTHUTEIIb
23. PacnopsiiuTe/ibHble JOKYMEHThI (MPUKAa3bl, PACHOPSKEHUSI M JP.) PACojaralrcs B
aeme:

1) B mocnen0BaTeNbHOCTH, OTPAXKAIOUIEH X0/1 pacCMOTPEHUS BOIIpoca

2) 10 XpOHOJIOTHH U MOPSIAKY HOMEPOB

3) B andaBUTHOM MOPSAKE
24. IlpaBuia, B COOTBETCTBHH € KOTOPHIMH HNPOUCXOAMT JABHKE€HHE JIOKYMEHTOB B
yUpesKJAeHHH — ITO...

1) opranusarus 1ea0por3BOJICTBA

2) opraHu3anus J0KyMEHTAllHOHHOTO 00ecIeYeHUs

3) opranuzanus 10KyMeHTO000poTa
25. C yero HauMHaeTCs UCIOJTHEHHE JOKYMEHTa?

1) co cbopa nH(OpMAIIH 11O BOIIPOCY

2) ¢ coBelaHus B KaOMHETE y PYKOBOJAUTENS

3) ¢ uznaHus nmprka3a 00 UCTIOJTHEHUHU JOKYMEHTA

Yacts B
3apanmne: Onucath MOPSIIOK COCTABICHUS TEKCTAa HOMEHKIJIATYPHI JE.
Yacts C

3aganue:

CocTaBUTh JOKJIAAHYH 3aMUCKy CTapliero KOHCYJbTaHTa OTJela IPaBOBOIO
obOecneuenus kiaueHToB CmupHoBa I1.M. Ha mms renepanpHoro gupexkrtopa 3A0 «Tpucrap»
Jlapuna O.JI. 0 BHeceHnH U3MeHEHUH B mTaTHOE pacnucanue Ha 2011 roa. B tekcre ckasaHo,
YTO COIJIACHO NIpHUKa3y OT 10.06. 2010 Ne 60 «O mpoBepke paOOThl OT/i€da MPABOBOTO
oOecrnevyeHns KIMEHTOBY MPOU3BeACH aHaIn3 3((HEeKTUBHOCTH pabOTHI COTPYIHUKOB OT/ETa «Ha
BBIE3/Ie» B TIIEPBOM TMOJYroAWHM TeKyilero rona. Ha ocHoBaHMHM pe3yJlbTaTOB aHalM3a
HEOOXOUMO YBEIMYUTh YHCIO INTAaTHBIX COTPYAHUKOB OT/AeNa, HMMEIIIMX TIpaBa Ha
YIPaBJICHUE JIETKOBBIM TPAHCIIOPTOM M BIIQJICIONINX TaKOBBIM. HemocTaromniye qaHHbIe YKaKUTe
CaMOCTOSTEIIBHO.

BAPHUAHT Ne 11

Yacts A
BrInmoaHUTE TECTOBBIE 3aJaHUS.

1. Kak Hymepyercs Jmcrt J1000ro ¢gopmara, moammMThbii 3a OJMH Kpai, Jake eCJH OH
CJI0KEH:

1) kak oAMH JTUCT

2) KaK JiBa JHCcTa

3) Kak Tpu JIucTa
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2. Perucrpanus — 3r1o:

1) mpucBoeHne JOKyMEHTY ITU(PPOBOTro Wiu OYKBEHHO-ITU(GPOBOTO 0003HAYCHUS

2) 3anuch HHGOPMALIUU HA PA3IIMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPaBUIIaM

3) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE 110 yCTaHOBJICHHOH (opMe, hukcupyromeit Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOTY4YEHHUS
3. Ecnu rpakiaHuH X04eT BbICKa3aTh CBOM PEKOMEHAINHU O YIYUIIECHUIO ASITETbHOCTU
rocy/1apcTBa, TO OH JOJKEH COCTaBUTh:

1) xano0y

2) npeIoKEHNE

3) cnykeOHYIO 3aIUCKy
4. Kak Ha3bIBaeTcsl CTPYKTYpPHoOe nojapasaejieHue ciay:xk0b1 JOY, koTopoe ocymecTBJjisieT
padoTy ¢ oOpaleHUsIMH TPAKIAH:

1) oTaen xanod u npeaIoKeHUH

2) oTIeN 10 KOHTPOJTIO 33 UCIIOJIIHEHUEM IOKYMEHTOB

3) skcnienunust
5. HomenkjaTypa /es, KOTOpasi COCTaBJIsieTCd /ISl OPraHu3aluii, OAHOPOJAHBIX IO
XapakTepy /JesiTeJIbHOCTH M CTPYKType, YCTaHABJIMBaeT [Jisi HUX THIIOBOH cocTaB je,
eIMHYI0 HH/IEKCALIMIO ITHX JieJ1, - HA3bIBaeTCs:

1) npumepHoi

2) TUTIOBOM

3) UHIUBUIYATHHOM
6. ApPXHUBHBII CHPABOYHHMK, COAEPKAINMHA CHUCTEMATH3MPOBAHHBIN INepeYyeHb eIUHHUIL
XpaHeHus (xexa), - 3T0:

1) HoMeHKIIaTypa e

2) onuch Jien

3) BHYTpPEHHSIS OMUCH JOKYMEHTOB JIeNa
7. JIoKyMeHTa CYMTAETCH MCIOJTHEHHbIM, eCJIN:

1) KOppeCOHJEHTY JJaH OTBET

2) NTOKYMEHT HCIIOJIHEH B Ha3HAUEHHBIN CPOK

3) mocraBiieHHBIE B JOKYMEHTE BOIPOCHI PELIEHbI MO CYLIECTBY, KOPPECHOHJCHTY JaH
OTBET
8. HomenkaTypa es1 cocTaB/sieTcsi €O cieayoueil NepuoAnIHOCTbI0

1) onuH pa3 B Tpu rosaa

2) ¢ IepuoANYHOCTHIO, YCTAHABITUBAEMOM OpraHu3aIuei

3) exeroaHo
9. O0pamenne rpaxiaHnHa, MOAaBaeMoe B MMCbMEHHOM GopMe ¢ MPocb00H 0 NPU3HAHUH
3a HHMM OIpeJeJIeHHOI0 CcTaTryca, NpaB, TApaHTHH M JBIOT C TMpeJocTaBJIeHHEM
AOKYMEHTOB, HX MOATBEPKIAAIOUINX, - ITO:

1) 3asBneHue

2) X0JIaTaiCTBO

3) xanoba
10. TosmmmHa KaXKI0r0 AeJ1a He JOKHA NPeBbIIATh:

1) 50-60 mm

2) 20-30 MM

3) 30-40 mm
11. JlokymMeHTO000OPOT — 3TO:

1) KonM4ecTBO MOKYMEHTOB, IOCTYNUBUIMX B OpPraHU3alMi0 M CO3/JaHHBIX €0 3a
OIpEAEIIEHHBINA EPHO]

2) ABMKEHHME JOKYMEHTOB B OpPraHM3allMM C MOMEHTa MX CO3JaHMs WU MOJTYYEHHS 10
3aBEPILECHUS UCTIOJHEHUS U OTIIPABIICHUS
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3) opranuzanus paboThl C JOKYMEHTaMH B YUPEXKACHUU
12. Kaxk Ha3piBaeTcsi CTPYKTYpPHOe IOApa3jiejieHHe, KOTOpPoe peliaer MnpodjaeMbl
JOKYMEHTAIlMOHHOI0 00ecrieyeHHsl YNIPaBJIeHUs B OPraHU3ALMM |

1) cyx6a JIOY

2) Oyxranrepus

3) oTaen KaapoB
13. Kanob6a — 3To0:

1) oOpaienue rpaxgaHHHA, HapaBICHHOE Ha COBEPLICHCTBOBAaHME pabOThHI OpraHoOB
BJIAaCTU M YNPABICHMS, PELICHUE BaXXHBIX BOIPOCOB HSKOHOMHUYECKOH, IOJIUTHYECKOMH,
COLMAJIBHO-KYJIBTYPHOH M Ipyrux cep ux AEsTeIbHOCTH, TJe MpelaraloTcs MyTH U CIOCOObI
peLICHHS 3aTPOHYTHIX MPOOIIeM

2) oOpaleHue rpaxiaHiuHa 10 NOBOAY pealu3alui MPUHAIJIEKALIMX €My JMYHBIX IIpaB U
3aKOHHBIX HMHTEPEcOB, 3akperuieHHbIX Koncturynmeir P®, denepanbHbIMH 3aKkoHAMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX IIpaB U UHTEPECOB

3) oOpamieHne rpakaaHuHa O BOCCTAHOBJICHWH €ro IMpaB WM 3aKOHHBIX WHTEPECOB,
HapyLIEHHbIX JEUCTBUAMHU UM O€37eiCTBUSAMH OpraHOB TOCYAAPCTBEHHON BIACTH U MECTHOIO
CaMOYTIpaBIICHHs, UX JODKHOCTHBIMU U BEIOOPHBIMU JIMLIAMH, PYKOBOJAUTEISIMUA OpTaHU3alUN 1
00IIeCTBEHHBIX 00bEIUHEHUI
14. Kak Ha3piBaeTcsl cHCTeMa perucTpalMl, ecJd OJAHA YacTh JOKYMEHTOB
perucrpupyercs B ciayxoe JJOY, a npyrast 4acTh — B CTPYKTYPHBIX IIOApPa3/ie/1eHUAX:

1) nenTpanu3oBaHHast

2) cMelaHHas

3) neueHTpanu30BaHHAsS
15. lokyMeHT, IOCTYNIMBIINH B YUpeKACHHE, - ITO:

1) ucxoasimuii TOKYMEHT

2) BXOASILIUN JOKYMEHT

3) BHYTpEHHUI TOKYMEHT
16. IIpu opmMupoBaHUM MCIIOTHEHHBIX IOKYMEHTOB B /1e/1a B OPraHU3AIHAX HA 00JI0KKY
Ka’K10r0 /1eJ1a BLIHOCATCS CJIeAyIoIHe CBeeHHs:

1) HauMeHOBaHUE OpraHW3allMd — MHIEKC JieJla — 3arojoBOK Jeja — JaTa Jiela — CpPoK
XPaHEHUs U CTaThs [0 MEPEUHIO - TPUMEUaHue

2) HaMMEHOBaHUE OpPraHM3ALMU - MHIEKC Jiefla — 3arojioBOK Jeja — JaTa jeja — CpoK
XPaHEHUs MO MEPEUHI0 — ApXUBHBIN MU PP

3) HaMEHOBaHNE OPraHU3aLUN — HAMMEHOBAaHUE CTPYKTYPHOIO MO/Ipa3ieieHNsl — HHAEKC
JieJ1a — 3aroJIOBOK JieJla — CPOK XPaHEHUSs 0 NEPEYHIO
17. MakcuMaJIbHBIH CPOK MCIOJTHEHHS 00paleHHil TPaKIaH COCTaBJIsACT:

1) 70 nuewt

2) 60 guei

3) 40 nueit
18. HomenkiaTypa aes1 OpraHu3anmm:

1) siBnsieTcst 00s13aTENbHBIM TIOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHu3aluit

2) pazpabaTbIBaeTCs M0 YCMOTPEHHUIO OpraHu3auu

3) sBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3aluit
19. Uto u3 nmepevncIeHHOI0 He MOKeT CJIYKHTh Ha3BAaHHMSIMH Pa3/ieJiIOB B HOMEHKJaType
aen:

1) HauMeHOBaHUA CTPYKTYPHBIX [TOApa3AeICHUI

2) HanpaBlIeHUs AESITEIbHOCTH OpraHU3aI|H

3) HaMMEHOBAHMS OpraHU3ALNMA
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20. Onpenenenue MOJIUTHYECKOI, IKOHOMMYECKOI, COLMATBbHO-KYJIbTYPHOM,
NPAKTHYECKOIl LIEHHOCTH JOKYMEHTOB /1JIsl I0C/IeAyI0IIero uxX XpaHeHus1 ¥ UCIO0JIb30BAHUSA
WM JJ151 0TOOpa HA YHUUTOKEHHUE, - ITO:
1) skcniepTH3a NeATeNbHOCTH OpraHu3alun
2) sKcnepTH3a LIEHHOCTH JOKYMEHTOB
3) sKcnepTr3a JOKyMEHTAMOHHON AeSITeTbHOCTH
21. YkaxuTe BapHaHT, B KOTOPOM NMPaBUJILHO chOpMYJIHPOBAHBI 3aT0JIOBKH JIeJI:
1)
1. IlpoTokouibl 3aceganuii megarornyeckoro coseta 3a 2012/2013 yueOnblit rox
2. Ilimanbl paboT CTPYKTYpHBIX Toapasaenenuid Ha 2013 rox
3. JIOKyMEeHTbI, IOJArOTOBJIEHHBIE 110 33JJaHUIO0 OPraHOB I'OCYJApCTBEHHOT'O YIPABICHUS
(cipaBKH, 0030pbI, AHHOTAIIUU U JP.)
4. JlokyMeHTBI, IPEJICTaBIsIEMbIE B CYZEOHbIE U CIIEICTBEHHBIE OPraHbl 10 YIOJIOBHBIM U
IrpaXKIaHCKUM JieJaM (aKThl, TOKJIaIHbIe 3aHCKH, CIIPABKU, XapaKTEPUCTUKH )
5. Homenkumarypa nen Ha 2013 ron
6. [Tnan pabotsl Konemxka Ha 2012/2013 yuebHblit roa.
7. Otuer o pabore koywiemxka 3a 2012/2013 yueOHbIi TOA
2)
1. JIokyMeHTbI, IpPEACTaBIIIEMbIE B CYA€OHBIE U CIIEICTBEHHBIE OPraHbl 110 YTOJIOBHBIM U
IpaXXTaHCKUM JiefaM (aKThl, TOKJIAaIHbIEC 3alMCKH, CITPABKHU, XapaKTEPUCTUKH)
2 Homenknarypa nen Ha 2013 rog
3. [Inan pabotsl konemxka Ha 2012/2013 yuebHblit ro.
4. Otuer o pabote koywemxka 3a 2012/2013 yueOHbIi rox
5. Jleno ¢ mpoToKoJIaMH 3acelaHnuii eAarorndeckoro coBeTa 3a y4eOHbIi roj
6. Jleno ¢ ruranamu paboT CTPYKTYPHBIX MOJIPA3IeIeHUI
7. Jeno ¢ JOKyMEHTaMH, MOJArOTOBJIEHHBIMM IO 33JaHHUI0 OPTaHOB T'OCYIapCTBEHHOIO
yIpaBieHUs, K KOTOPBIM OTHOCSITCS CIIPAaBKU, 0030pbl, aHHOTAILIUH U JIp.
3)
1. [leno ¢ mpoTOKOJIaMu 3ace/laHuii MeJarornYecKOoro COBeTa 3a Y4eOHbBIN TOT
2. leno ¢ niaaHaMu paboT CTPYKTYPHBIX MOJIpa3/ieleHuit
3. Jleno ¢ JOKyMEHTaMH, MOJATOTOBJIEHHBIMM IO 33JaHUI0 OPraHOB TOCYJapCTBEHHOTO
yIIpaBJIEHUS], K KOTOPBIM OTHOCSATCS CIIPaBKH, 0030pbl, aHHOTAIMU U JIp.
4. AKTbI, TOKJIa/IHbIE 3aMMCKH, CIIPABKU, XapaKTEPUCTUKH, MPECTABIIIEMbIE B Cy1€OHbIE
U CIIEJICTBEHHBIE OPTAHBI 110 YTOJOBHBIM U TPAXKJTAHCKUM JeliaM
5. deno ¢ HoMeHKIaTypo# aen 3a ssaBapb 2013 rona
6. Jleno ¢ riaHoM paboThI KOJIJIEIKa
7. deno ¢ oTueToM o paboTe KoJIIemKa
22. BcraBbTe npomnylieHHbIe c10Ba: «B KOHIE roga B HOMeHKJIAType AeJ 3a0JIHsAeTcs ...0
KaTeropusix ¥ KoJu4ecTBe 3aBeleHHbIX U BKJIIOYEHHbIX B HOMEHKJIATYPY AeJ»:
1) 3aBepuTenbHas HAAMUCh
2) uTorosasi 3aIuCh
3) BHYTpEHHSS ONUCH
23. O0paneHus rpaiaH pacnoJaralorcs B jejaax:
1) B HyMepalMOHHOM MOPSAKE
2) B andaBUTHOM HOPSIKE
3) B BOIPOCHO-JIOTMYECKOH MOCIIEI0BATEIBHOCTH
24. Kakoil rpynnbel [JOKYMEHTOB He CYyLIeCTBYeT IIOCJIe€ MX IpeIBapUTeIbLHOI0
PACcCMOTpPEeHHUsI COTPYIHHKOM cayx0b1 JOY:
1) AOKyMEHTBI, OJJIeKaIIe PErUCTPaLU
2) NOKYMEHTBI, HalpaBJIsieMble HA PACCMOTPEHUE PYKOBOAUTEIIO
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3) JOKyMEHTBI, HaNpaBJsieMble HA KOHTPOJIb
4) NOKyMEHTBI, HE ITOJUIekKAIUe PETUCTPALIIH

25. Korga npoucxoauT CHSITHE IOKYMEHTA ¢ KOHTPOJisi?
1) B KOHILIE KaJIEHAAPHOI'O rojia
2) TOJIBKO TOCJIE TTOJIHOTO UCIIOJIHEHUS JIOKYMEHTA
3) N0 pelIeHuI0 UCTIOJIHUTENSA

Yactr B

3apanue: Onucath IpoLeIypy IPOBEACHHS SKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB.
Yacts C
3aganue:

CocTaBUTh CHPABKY IO CICAYIOIIUM JJAHHBIM.
3aM. TeHepalbHOro AUpeKTopa PoccHiiCKOrO TpaHCHOPTHOIO areHTCTBa «MexXayHapoIHbIe
nepeBo3kn» [lepo A.Il. mopyumn AupekTopy AemapTaMeHTa CHaOKeHWsS U CObITa areHTCTBA
Jlyuko A.Il. u rmaBHOMY Oyxrantepy BoponkoBoii A.C. MOATrOTOBUTH CIIPaBKY O KOJIUYECTBE U
HOMEHKJIaType ohucHOU MeOenu, MpUOOPETEeHHOM IJIsl YIPAaBJICHHUs] areHTCTBa. B mopydeHuun
TaK)Ke YKa3bplBAJIOCh Ha HEOOXOJUMOCTH JaTh CBEICHHUS B CIIPAaBKE O CTOMMOCTH MeOenu B
pyOIsiX, a Takke HOMepa IOMEIICHWH areHTCTBAa, I/ OblIa YCTAHOBJCHA MPUOOPETCHHAs
Mmebenb. CripaBKy MPEACTaBUTH B BHJIE TAOIUIIBI:

HaumenoBanue KonnuecTtso CtoumocTsb B pyo. Howmepa nomemenuit

K cmpaBke ObUM HpPUIIOKEHBI: cyeT-(akTypa M JIOTOBOP IOCTaBKH MeOeNn CalloHOM
«['pananma» Ha CKJIag areHTCTBA.

CripaBka nojnucana AMpeKTopoM aenapramenta Jlyuko A.I1.

Ha cnpaBke nmerorcs Bu3a cornacoBanusi ¢ Boponkooit A.C. u oTMeTka 00 UCTIOJIHUTENE
nopyuenus: Pommnoi H.1O.

BAPHUAHT Ne 12

Yacts A
BEIITOTHUTE TECTOBEIE 3aJaHU.

1. 3asBjenune — 3T10:

1) oOpamieHue rpaxaaHWHa, HANpaBICHHOE Ha COBEPIICHCTBOBAaHHME pabOThl OpPraHOB
BJIAaCTM M YNPABICHMs, PELIEHUE BaXHBIX BOINPOCOB HKOHOMHUYECKOH, IOJIUTHYECKOMH,
COIMATBHO-KYJIBTYPHON U APYTUX chep uX NeATeTbHOCTH, TJe MPEAaratoTcs MyTH U CIOCOOBI
pelIeHHs 3aTPOHYTHIX MPodiieM

2) oOpatieHue TpaKJaHUHA 10 MOBOJY peau3aliy MPUHAIICKAINX €My JIMYHBIX TIPaB U
3aKOHHBIX MHTEpecoB, 3akperuieHHbIX Koncturynueir P®, denepanbHbIMM 3aKkoHaMH, He
CBA3aHHBIX C HAPYIICHHUEM OTHUX IIpaB U UHTCPECOB

3) oOpamieHue rpaxkaaHuHa O BOCCTAaHOBJEHHWM €ro IpaB WM 3aKOHHBIX HHTEPECOB,
HapYIICHHBIX NEHCTBUSAMH WK 0€3AeMCTBUSIMA OpraHOB rOCYAapCTBEHHOM BJIACTH M MECTHOTO
caMOYyTIpaBJIeHHs], UX JOPKHOCTHBIMU U BBIOOPHBIMH JIMLIAMH, PYKOBOJAUTENISIMU OpTaHU3alui U
OOIIECTBEHHBIX 00bETUHEHHI
2. Kakoii 3Tan npoxoAuT JOKYMEHT MOcCJie IpHeMa U NepBUYHOI 00padoTKM:

1) paccMoTpeHue pyKoBOIUTENEM
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2) mpeABapUTEIHLHOE PACCMOTPEHHUE U pacupeeneHre padoTHUKOM ciryx0b1 IOY

3) ucronHEHUE
3. I'pynnupoBKa HCIOJHEHHBIX JOKYMEHTOB B 1€J10 B COOTBETCTBHH C HOMEHKJIATYpPO# Jen
U CHCTeMaTH3alusl IOKYMEHTOB BHYTPH JeJ1a — 3TO:

1) popmupoBanue nen

2) ohopmiieHHE J1ET

3) pacnpeneneHue aen
4. YTo U3 nepeyncJeHHOr0 He BKJIIOYAETCA B HOMEHKJIATYPY AeJ1:

1) TOKyMEHTBI, CO3/TaHHbIE B CAMOI OpraHu3aluu

2) nepexoadiye aena

3) mevaTrHbIC U3TAHUS
5. /IBu:KeHHe JOKYMEHTOB B OPraHU3alMH C MOMEHTA HX CO3AaHMs WJIH IOJYy4YeHHus 10
3aBeplIeHUs UCTIOJTHEHHS HJIM OTIPaBJIeHHUs — 3TO:

1) noxymMeHTHpOBaHUE

2) NIOKYMEHTOBEJIEHUE

3) mOKyMEHTOO0OpOT

6. IIpenBapure/ibHOE pacCMOTPeHHe NMOCTYNHMBIIET0 JOKYMEHTA IPOBOANTCS:

1) pykoBoauTenem

2) HaYaJIbHUKOM ci1y>k0b1 JIOY

3) pabotHukoM ciyx0b1 JJOY
7. HomeHKk1aTypa el BKJIKYAET cieayromue rpagor:

1) uHOeKc nena — 3aroJIoBOK Jejla — aBTOp — KOJIMYECTBO E€AMHUI[ XPaHEHHs — CPOK
XpaHEHHS - IPUMEUYaHHE

2) MHJEKC Jenla — 3arojOBOK Jejla — KOJIMYECTBO €AMHUIl XPAHEHHUs] — CPOK XPaHEHHs -
pUMeYaHUs

3) 3aroJIoBOK Jiefia — KOJIMYEeCTBO €AMHUL] XPAaHEHUS — CPOK XPaHEHUS
8. Ouenka, HaACKOJbKO NMPAaBWJIbHO, YIAYHO M TOJIHO pellleH BOINPOC, NMOCTABJEHHbINH B
JOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCITOJIHEHUS

2) KOHTPOJIb IO CYLIECTBY

3) Texyuuii KOHTPOJIb
9. OoOpamenne, B koTopom He ykaszanbl ®HO, agpec m JuYHASA NOANMCH I'PAKIAHMHA,
cUMTaeTcs:

1) aHOHUMHBIM

2) KOJJIEKTUBHBIM

3) TUChbMEHHBIM
10. Cx0J1bKO JMCTOB J0JIKHO BKJIKYaTh 0HO c)OPMHUPOBAHHOE /1€J10:

1) npumepno 200 nucToB

2) mpumepHo 300 nucToB

3) mpumepHo 250 aucToB

11. /Ies1a mMOCTOSAHHOIO CPOKa XPAaHEHUs] U BPeMEHHOro cpoka (0oJiee 10 s1eT) XpaHeHus
MOJIeKAT:

1) nonHOMY 0(hOpMIIEHUIO

2) ynpoiieHHOMY 0(OPMIIEHHIO

3) 1OMONHUTENBHOMY 0(OPMIIEHUIO
12. JToxymeHTBI (OPMHUPYIOTCS B Jiea B COOTBETCTBUH C:

1) mHCTpYKIIMEN O AETONPOU3BOACTBY;

2) HOMEHKJIATYpOH e,

3) monoxkeHuem 06 yupeKaCHUH.
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13. K BugamM cpOKOBOI0 KOHTPOJISI OTHOCATCS:

1) Tekyuui, TpeaynpeauTeIbHbINA, HTOTOBBII

2) KOHTPOJIb 110 CYIIECTBY, TEKYLIUIl, UTOTOBBIN

3) Tekyui, BHYyTPEHHHA, UTOTOBBIN
14. O0pamenne ABYX MJIH HECKOJBbKHX JIMI] B MHCbMEHHOM BH/eE, COJep:Kallee YaCTHBIN
HHTepec, Jub00 oOpauleHue, TNPUHATOe HA MHUTHHIe, COOpPAHMH, MOANUCAHHOE
OPraHu3aTopaMM WJIM YYACTHMKAMM MHUTHHIa WIH coOpaHusi, HMemolee 001ecTBeHHBIH
xapakrep, - 3TO:

1) meTunust

2) MUChbMEHHOE OOpalleHune

3) KoJuUIeKTUBHOE OOpaleHne
15. B ciyuae, korna B pekBusute «Pe3osonus» nopyuyeHue 1aeTcs ABYM UJIH HECKOJIbKUM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJIACTCS:

1) nu1o, yka3aHHOE B IOPYYEHUH MEPBHIM

2) Bce yKa3aHHbIE B IOPYUEHUU JIULIA

3) 11110, yKa3aHHOE B CIIHCKE MOCIEIHUM
16. IloaroroBka e/ K XpaHEHHUIO B COOTBETCTBUH C YCTAHOBJIEHHBIMH NPABWJIAMH — 3TO:

1) dopmupoBanue aen

2) odopmiieHue nien

3) XpaHeHHE el
17. Perucrpauuu mojajexar cieayrounme J10KyMeHTbI:

1) Bce TOKYMEHTBI

2) TOJIBKO BXOJSIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBaHue JOKYMEHTOB — 3TO:

1) B3BeIIMBaHUE IOKYMEHTOB

2) 3aKkJIeMBaHNE KOHBEPTOB

3) ckyiaapIBaHUE JOKYMEHTOB M BJIOKEHHE UX B KOHBEPTHI
19. HomenkaTypa e J0/15KHA BKJIKOYATH CJleAyI0lHe PeKBU3UTHI:

1) HauMeHOBaHHME OpraHHM3alMH-aBTOpa — HaWMEHOBaHHE JOKyMEHTa — jara —
pEerucTpanoHHbIii HOMEp — MECTO COCTaBJIEHHSI — 3arojOBOK K TEKCTYy — TEKCT — IMOAMHCH —
rpu¢ yTBEp>KACHUA - TpUd COrIacoBaHUs

2) HaMMCHOBAHUC OpraHu3alvi — HAWUMCHOBAHHME BHAA JOKYMCHTa — JaTa -
pCFI/ICTpaHI/IOHHLJﬁ HOMEp — MECTO COCTABJICHUSA — 3al'0OJIOBOK K TCKCTY - TEKCT — INOAIIHNCH
3) HAaMMCHOBAHUC OpraHu3alvi — HAWUMCHOBAHHME BHAA JOKYMCHTa — JaTa -

PETUCTPALIMOHHBIA HOMEP — MECTO COCTaBJIEHMS — 3aroJIOBOK K TEKCTY - TEKCT — IMOAMHCH —
azpecar
20. Kakme H3 mnepeYyMCICHHBIX HHMKe JOKYMEHTOB He€ OTHOCATCH K BHYTPEHHEMY
JOKYMEHTOIIOTOKY:

1) pacriopsIuTENbHbBIE TOKYMEHTHI

2) cmyxeOHbIe TUChMa

3) opraHu3anOHHbIE JOKYMEHTBI
21. YkaxxuTe NpaBU/IbHbIA BAPDHAHT PACIIOJIOKEHHUS 3ar0JIOBKOB 1€/ B HOMEHKJIAType JeJ1:

1)

IIpukaspl, MHCTPYKLIMM, YyKa3aHUS BBIIIECTOSIIEH OpPraHU3alUM, IPHUCIAHHBIE JUIS
CBEICHMS U PYKOBOJCTBA

I'onoBoii oTyet o0 paboTe opraHu3au

[Tpukaspl MO OCHOBHOM JI€ATEILHOCTH

VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PETHCTPALH, YCTaB)
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JIOKYMEHTBI IO aTTeCTallii PaOOTHUKOB (aTTECTAIIIOHHBIC JUCTHI, MPOTOKOJbBI, KOTHH
MIPUKA30B)

WHcTpykunu o npaBax U 003aHHOCTSX JOJIKHOCTHBIX JIULL

[IpoTokoibl cobpaHuii TPy10BOTO KOJUIEKTHBA

KBapTanpHble miaHsl paboTh

3akonbl Poccuiickoit @enepanuu n Yysanickon PecryOonmku

[lepenucka ¢ mpeANpUIATHSIMU U OPraHU3ALUSIMH 110 AAMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIpOCam

["omoBoI T1aH PabOTHI OPraHU3AIUH

[lepenucka c BbllIecTOSIIIENH OpraHU3aIle 10 BOIPOcaM OCHOBHOI 1€ATeIbHOCTH

2)
3axonsl Poccuiickoii @eneparnun u Yysamickoir PecryOmnku
[Ipuka3pl, MHCTPYKLUMH, YyKa3aHUsl BBIIIECTOSIIEH OpraHU3alud, MPUCIAHHBIC IS
CBECHMSI U PYKOBOJCTBA
YupeautenbHble JOKyMEHTHI (IOCTAHOBJICHHUE U CBUAECTEIHCTBO O PErHCTPAIlNH, YCTaB)
WHucTpykuuu o npaBax v 003aHHOCTSAX JOJIKHOCTHBIX JIULL
[Ipuka3bl 1O OCHOBHOM J€ATEIbHOCTH
["omoBoii TTaH PabOTHI OPTaHU3AIIH
KBapranbHble m1anbl paboTsl
I'ogoBoit otueT 0 pabore opraHu3auu
[IpoTokoinbl cobpaHuii TPy10BOTO KOJUIEKTHBA
[Tepenucka ¢ BpILIECTOSIIENH OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH
[lepenucka ¢ npeANpUITUAMU U OPraHU3ALUSIMH 110 AAMUHUCTPATUBHO-XO035CTBEHHBIM
BOIIPOCAM
JIOKyMEHTBI 1O aTTeCTallMi PabOTHUKOB (aTTECTALIMOHHBIE JHCTHI, IPOTOKOJIbI, KOMHU
MPUKA30B)
3)
[IpoTokosibl coOpaHuii TPy10BOrO KOJUIEKTHBA
KBapTanbHble miaHsl paboTh
3axonbl Poccuiickoit @enepaunu u Yysamickoit Peciyonuku
Ilepenncka ¢ nIpeIPUATHSIMHA U OPTaHU3ALMSIMU IO aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOITPOCAM
I"omoBoii T1aH paboThl OpraHU3aMH
[Tepenucka ¢ BeIIECTOSIEN OPTraHU3ALMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH
IIpukaspl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOALIEH OpraHU3alluM, NpPUCIaHHBIC IS
CBEICHMS U PYKOBOJCTBA
I'onoBoii oTyer o0 paboTe opraHu3au
[Tprkassl MO OCHOBHOM JI€ATEIILHOCTH
VYupenutenbHble JOKYMEHTHI (TIOCTAHOBJIEHUE U CBUIETENIHCTBO O PETUCTPAIIMH, YCTAB)
JIOKYMEHTBI MO aTTecTallii paOOTHUKOB (ATTECTAllMOHHBIE JHCTHI, MPOTOKOJbI, KOMUU
IIPUKa30B)
WHucTpykuunuy o npaBax v 00S3aHHOCTSX JOJIKHOCTHBIX JIUI
22. 3akoHumTe mnpeanoxeHue: «B KoHme gesa I ydyera KOJMYeCTBa JIHCTOB
COCTABJISIETCH. .. »:
1) mucT-3amecTuTens
2) nucT-3aBEpUTEIND
3) KapTa-3aMeCTHUTEIIb
23. IIpoToKO0JIBI TPYNNIMPYIOTCS B /1ej1a:
1) B mocnenoBaTenbHOCTH, OTPAYKAIOLIEH X0/ pacCMOTPEHUs BOIpoca
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2) 10 XpOHOJIOTHH U MOPSIAKY HOMEPOB
3) B andaBUTHOM MOPSAKE
24. Kaxoii Buj1 pa0doT He BbINOJIHAETCS NPH 00padoTKe OTNPaBJIsieMbIX IOKYMEHTOB:
1) npoBepka npaBUIbHOCTU O(hOPMIIEHUS JOKYMEHTOB
2)rpocTaBiIeHUE apeca Ha KOHBEPTE
3) noanucaHue JOKyMEHTOB
4) ¢anpLieBaHNe U BIOKEHUE IOKYyMEHTOB B KOHBEPT
25. Kakue 10KyMeHTBI He PerucTPUPYIOTCS ?
1) HOKyMEHTBI, Ha KOTOPBIX HET IIOYTOBBIX MAPOK
2) IOKyMEHTHI, aIJpeCOBaHHbIE PYKOBOIUTEIIIO
3) TOKyMEHTBHI, TOJTy4YeHHBIE JUIsl CBEACHUS U HE TPEOYIOIINe OTBETa

Yacts B
3aganue: Onucath MOPSIOK OPOPMIICHHUS JEIT.
Yacts C

3aganue:

CocTaBuTh NpHUKa3 M0 CIEAYIOLUM JAHHBIM.
WNucniekuus MunncrepctBa mo Hajmoram u cOopam Yysamickodd PecnyOnuku BO HMCHOJTHEHHE
Vka3za npesusnenta Poccuiickoit @enepanun «O0 yTBEpkKIECHUH MOJOKEHHUS O KJIACCHBIX YMHAX
TOCYJApCTBEHHBIX CIY)KAllUX»  IOATOTOBWJIA TPOEKT IMpHKa3a 00 YTBEPKICHHH HTOTOB
aTTecTaluu

B nmnpukasze copepkanuch CIEAYIOIIHE IOPYYEHHUsA: - O NPU3HAHUM pPE3yJIbTaTOB
IIPOBEJCHHONW HAaKaHyHE aTTeCTallud COTPYAHHUKOB HHCHEKIUU coryacHo IlosnoxkeHnto o
KJIACCHBIX YMHAX U IMPOTOKOJY 3aceJaHusl KOMHCCUU; - 00 yTBEpPKIEHUU UTOTOB aTTECTAlUH; -
3aMECTUTENI0 pyKoBoaMTeNs HHcnekiuu [opoxoBoit B.JI. Oblmo naHo yka3aHue BHECTH
COOTBETCTBYIOIINE U3MEHEHHS B IITaTHOE pacnucanue uHcrnekiuu 10 10.03.2011; - konTposs 3a
UCIIOJIHEHUEM IpHKa3a OblI BO3JIOXKEH Ha HadalmbHUKa oTAena kagpoB Kum C.1O.

[Tpuxa3z Obu1 moamucan 28.02.2011 pyxoBonutenem wuHcneknuun MHC UYysamickoit
Pecny6nuku coBeTHHKOM HanioroBoi ciyxOsbl 1 panra Ilerpynsko H. /L.

Ha mpukaze wumerorcs Bu3bl rinaBHoro Oyxrantepa Ilomenko II.INu mpeacemaremns
arrectaluoHHoN komuccuu ['opuna I'.H.

BAPHUAHT Ne 13

Yacts A
BrInmoaHUTE TECTOBBIE 3aJaHUS.

1. Bce 10KyMEHTBI OPraHM3ALMH JeJISATCSH HA:

1) Bocxoasimiue 1 HUCXOIALINE

2) BXOJs1IME, BBIXOAIINE, BHYTPEHHHE

3) BXoas1IMe, UCXOSIINE, BHYTPEHHHE
2. Kakne u3 nepe4mc/ieHHbIX JOKYMEHTOB 00f13aTeJIbHO MepeJarTcsi HA paccMOTPeHHe
PYKOBOAUTEIO:

1) noKyMeHTBI, OoTy4YeHHbIEe U3 agMuHucTpanuu Ilpesunenra

2) JOKYMEHTHI, aIpeCOBaHHbIE B CTPYKTYpPHBIE MOIpa3IeIeHUs

3) TOKYMEHTBHI, CoZIeprKallIne TEKYIIYI0 HHPOPMALIUIO
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3. Kakyro uH(popManuIo coaepKuT HTOroBasi 3alIUCh K HOMEHKJIaType aena?

1) 0 KosIMYeCTBE U KAaTErOpUsX 3aBEeICHHbIX JeJl

2) KOJIMYECTBO HE3aBEICHHBIX JIEI

3) KOJIMYECTBO YTPAUCHHBIX B TEUEHHE IOfa JeJl C yKa3aHUEM IPUYHMH yTPAThI
4. Kakoe cTpyKTypHOoe mnoapasjejeHue ciay:xk0b1 JIOY ocymecTBiasieT perucTpanuio
JOKYMEHTOB:

1) uHCHIEKIUS TTO KOHTPOJTIO

2) oTAEN perucTpaluy U yueTa JOKyMEHTOB

3) sKcrieauIus
5. CucreMaTH3MPOBAHHDbII NepedyeHb HAMMEHOBAHMH /1eJ1, 3aBeIeHHbIX B OPraHU3aluu, C
yKa3aHHeM CPOKOB MX XpaHeHHUsI, 0)OPMJICHHBIH B YCTAHOBJIECHHOM NOPsSIAKe, - 3TO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMeHKJIaTypa Jel
6. Kakue 3Tanbl 00padoTKu NpOXoAUT BXOASIIIMIA JOKYMEHT:

1) mpueM u mepBuYHas 0O6paboOTKa — NpeABAPUTEIBLHOE PACCMOTPEHHUE — PETUCTpPALUS —
paccMOTpEeHHE PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABJIEHUE B JIE€JI0

2) nmpueM M nepBUYHas 0O0paboTKa — HpeBapUTEIbHOE PACCMOTPEHHE — PETUCTpPALUS —
pacCMOTpEeHHE pYKOBOJUTENIEM — Iepefaya Ha MCIOJIHEHHE — UCIOJHEHHE — KOHTPOJIb
VICIIOJIHEHUS — HAIIPABJICHUE MCIIOJIHEHHOTO IOKYMEHTA B JIEJIO WX OTIIPaBKa

3) cocraBieHHE MPOEKTa — COTIacoBaHUe — OPOpPMIICHHE — TOANMCAHNE — PETHUCTPALUS —
OTIIpaBKa
7. KoHTPOJIb MCIIOJTHEHHUS JOKYMEHTOB He00X0 UM /JIl...:

1) MOBBILIEHUSI HWCHOJHUTENBCKOM IUCLMIUIMHBI U COKpAIIEHUS CPOKOB PACCMOTPEHUs
JIOKyMEHTOB

2) ofecriedyeHHss CBOEBPEMEHHOTO W  KAayeCTBEHHOIO HCIIOJHEHHS MOpYYSHMH,
coJIepKalInuxcs B JOKyMEHTax

3) coBeplIEHCTBOBaHUS pabOTBl € JOKYMEHTAaMH W  TOBBIIIEHUS  KYJIbTYpPbI
YIPaBIECHUYECKOTO TPyAa
8. PexkBum3ur «OTMeTKa 0 NOCTYIUICHHMM JOKYMEHTA B OPraHM3anMio» BKJIOYaeT
cJIeiyIolue 3JIeMeHThI:

1) HauMeHOBaHHE MOCTYNHBILErO JOKYMEHTAa, €r0 PErUCTPallMOHHBIH HOMEp U BpeMs
MOCTYIJICHUS

2) cokpallleHHOe HAaMMEHOBAaHUE OpraHU3allliy, MOJyYUBIIEH TOKYMEHT, BXOJAIIUNA HOMED,
JaTy NOCTYIJICHUS

3) HauMEHOBaHME OpraHU3alM{, MOJYYMBIIEH JOKYMEHT, PETHMCTPAllMOHHBI HOMep
JIOKYMEHTA M J1aTy JOKyMEHTa
9. Kakoii 3 TepMHHOB He PEKOMEHAYIOT MCIOJb30BaTh NpH (opMyIHpOBKe 3ar0J10BKOB
aen:

1) nemo

2) NTOKYMEHTHI

3) maTepuanbl
10. Onucu eq cocTaB/IsSIIOT B LEJIsIX:

1) perucrparmu aen

2) yuerta nien

3) YHUUTOXEHUS Je
11. OCHOBHO¥ NPUHLUII PErHCTPALMH:

1) AByKpaTHOCTH

2) MHOTOKPaTHOCTh

3) OTHOKPAaTHOCTh
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12. Pe3osronus — 310:

1) 3aduxcupoBaHHas Ha MaTepUAIbHOM HOCUTeNe HH(pOpMalMs C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTH(PHUIIUPOBATH

2) HaAIIUCh HA JOKYMEHTE, BBIIIOJHEHHAs JOHKHOCTHBIM JIMIIOM, COJEprKallas MPUHATOE
UM pelIeHHE

3) peKBU3UT JOKYMEHTA, KPAaTKO M3Jararolliuii ero coaepx aHue
13. Ha ocHOBaHMH KaKOr0 JOKYMEHTA COCTABJSAETCS OMUCH JIeJI:

1) MHCTPYKLUSA 110 TOKYMEHTALIMOHHOMY 00€CIIEYeHHIO YIIPaBJICHUS

2) HOMEHKJIaTypa J1ei

3) nepeueHb JOKYMEHTOB CO CPOKaMH XPaHEHHUSI
14. Kak BHecTH B HOMEHKJIATYPY /ieJ 3arojiOBOK He INPelyCMOTPEHHOr0 paHee jeJa,
o0pa3oBaBLIerocsi B Te4eHHE KAJIEHAAPHOI0 oA B CBA3U C H3MEHEHHUAMH B 1esITeIbHOCTH
OpraHu3anuu:

1) mepemneydataTh 1 3aHOBO OOPMUTH MOCIIEIHIO CTPAHUILY HOMEHKIIATYpbI JeJl, BHECS B
Hee JIONOJHUTEbHBIN 3arojIoBOK

2) HaneyaTaTh HOBBIM 3arojIOBOK HA OT/AEIbHOM JIUCTE U MPUIIOKHUTH €r0 K HOMEHKJIaType
zen

3) BOMcaTh HOBBIM 3arojlOBOK OT PYKHM B CHEIMAJIbHO OTBEIACHHOE PE3EPBHOE MECTO,
OCTaBJIIEMOE I10CJIE€ KaXK0ro pa3ziesia HOMEHKJIATYphl Jell
15. Ha kakuX JOKyMEHTaX MPOCTABJIACTCH OTMETKA 0 MOCTYIVICHUH:

1) TONBKO Ha TOKYMEHTaX, MOAJIeKAIUX PErUCTPaLU

2) Ha Bcex MOCTYNUBUIMX JOKYMEHTaX

3) TOJBKO HA JTOKYMEHTaX, TPEOYIOINX UCTIOIHEHUS
16. CBogHasi HOMEHKJIATYpPAa /eJl OPraHu3allul BBOJUTCS B JelicTBHe:

1) ¢ 1 suBaps Tekyiero roaa

2) ¢ nexkalps TeKyIIero rojaa

3) KaxxJble MOATOIa TEKYIIETO roja
17. Cpox MCIOJTHEHHs MOCTYNHBIICT0 JOKYMEHTA HCYHCIACTCS:

1) B KaJeHAapHBIX IHAX C JaThl PACCMOTPEHHUS JOKYMEHTA PYKOBOJUTEIEM OpraHu3alun

2) B pabouux JTHAX C 1aThl IOCTYIUIEHUS TOKyMEHTa B OpPraHU3aIUI0

3) B KaJleHJapHbIX JIHAX C JaThl IOCTYIUIEHUS JOKYMEHTa B OPraHU3aLNIo
18. ObGecnieyenne CBOEBPEMEHHOI0 H Ka4eCTBEHHOI0 MCIOJTHEHHUs! MOPYYeHHUI U peleHust
BOIIPOCOB, IIOCTABJICHHBIX B JOKYMEHTE, - 3TO:

1) peructparusi T0KyMEHTOB

2) UCIIOJTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCTIOJHEHUS IOKYyMEHTOB
19. Homenkaatypa paeji, KOTOpasi yCTaHaBJMBaeT NPHMEPHBIH coCcTaB JAed JJs
OpraHu3anuii, OJHOPOIHBIX MO XapaKTepy AeATEJbHOCTH, HO PAa3JMYHBIX IO CTPYKTYpe,
Ha3bIBaeTCs:

1) uHIMBHIYaTBHOM

2) TunoBoi

3) npumepHoO
20. KTo ycTanaB/1uBaeT MHAMBUAYAJIbHBIN CPOK UCIOJTHEHHUS JOKYMEHTOB:

1) moapasaeneHrue-ucrnoaHUTENb

2) pyKOBOJAUTENb, pACCMATPUBAIOIINN JOKYMEHT

3) HEeMmocpeACTBEHHO UCTIOTHUTED

21. YkaxuTe NpaBUJIbHBINH BApUAHT 0opMJIeHUsI (pparMeHTa HOMEHKJIATYPBI J1eJ1:

1) 3AO0 «Ipemuym» YTBEPX/IAIO

97



HOMEHKIJIATYPA JIEJI

14.11.2010

Ne 3

Hupextop 3A0 «IIpemuym»

Hunexc
zena

3aroJIoBOK neia

KomnuectBo nen

[Ipumevanus

1

N

o Ol

10

11

12

[IpoTokonbl  coOpaHuii  TPyAOBOTO
KOJUIEKTHBA

KBapranbHble m1anbl paboThl

3akonbl Poccuiickoii ®epepanuu u
Uysarmickoit PeciyOmuku

Ilepenucka ¢ HOpegupuUATHSIMH U
OpraHu3alusIMu o
aJIMMHHUCTPATUBHO-X 03511 ICTBEHHBIM
BOIIpOCam

["omoBoii TTaH PabOTHI OPTaHU3AIIH
[lepenucka c BBIIIECTOSALLEH
opraHu3anuein 1o BOIIPOCAM
OCHOBHOM JI€ATEIIbHOCTH

[Ipukaspl, MHCTPYKUMH, YyKa3aHUs
BBILIECTOSILIEN OpraHu3alu,
IpUCIAHHBIE  JJII  CBEJIEHUS U
PYKOBOJICTBA

['omoBoit OTYeT 0 pabore
OpraHu3aluu

[Ipuka3pl 1O OCHOBHOU JIEATEIBHOCTH
Y4apenurenbHble JIOKYMEHTBI
(mocTaHOBIIEHUE U CBUAETEIHCTBO O
pETUCTpaLMY, YCTaB)

JIOKyMEHTBI 1o aTTecTaluu
paboOTHUKOB (arTecTanioHHbIE
JIUCTBI, IPOTOKOJIbI, KOITMH NPUKA30B)
WHcTpykunn 0 paBax u
00513aHHOCTSIX JTOJKHOCTHBIX JIUIL

[Toanucana HavambHUKOM cI1yk0b1 JIOY

2)

3A0 «Ipemnym»

JJM4YHas 1IIoAIINCH

VTBEPXJIAIO

I'.A. I'y3usieBoit

HOMEHKIJIATYPA JEJI Hupextop 3A0 «IIpemuym»
14.11.2014 Ne 3
r. YeOokcapbl I1.U. Tpodpumon
Ha 2011 rog
Nunexc 3aroyIoBOK zena Komnuectso nen | Cpok [Tpumeuanus
nena XpaHEeHUus W
HOMEp
CTaTbU 1o
Ilepeynto

1. O01muii oTne
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1-1

1-3

1-4

1-5

1-9

1-10

1-11

1-12

1-13

3aKOHBI Poccuiickoit
OQenepaunn 1 YyBalickon
PecryOnmku

IIpukasel, UHCTPYKLIUH,
yKa3aHus BBILIECTOSILIEN
OpraHu3aluy, IPUCIAHHBIC IS
CBEJICHUS U PYKOBOJICTBA
YupenurenbHble  JOKYMEHTBI
(mocTaHoBIIEHUE u
CBHJICTEIILCTBO O PErUMCTPALIMH,
yCTaB)

WHcTpyknuu 0 1paBax W
00S3aHHOCTSAX  JOJIKHOCTHBIX
JU1L

[Tpukazbl o OCHOBHO
JeSATeTbHOCTH

['onoBoit 1aH paboThI
OpraHu3aIu

KBapranbHble muanbl paboThl
['ogoBoit  otuer o pabote
OpraHu3aluu

[TIpoTokomnbl cobpanuii
TPYAOBOI'O KOJUIEKTHBA
[lepenucka ¢ BbIIIECTOALIEH
OpraHu3alnues Mo BOIPOCaM
OCHOBHOM J1€ATENbHOCTH
Ilepenucka ¢ npeanpuATUIMH
u OpraHu3alUsIMU o
aJIMAHUCTPATHBHO-
XO03s5ICTBEHHBIM BOIIPOCaM
JIOKyMEeHTBI 10  aTTeCTaIlH
paboOTHUKOB (aTTecTallMOHHbBIE
JWCTBI, TIPOTOKOJBI, KOIHUH
IIPUKA30B)

[Toanucana HavambHUKOM cI1yk0b1 JIOY

3)

JIM4YHas IIoAIINUCH

I'.A. I'y3useBoit

3akpeIToe akmoHepHoe oobmiectBo «lIpemuym» YTBEPXJIAIO

HOMEHKIJIATYPA JEJI Hupextop 3A0 «IIpemuym»
14.11.2015 Ne 3
r. YeOokcapbl I1.U. Tpodpumon
Ha 2011 ronx 20.11.2011
NHupekc 3aroyoBOK Jiena Komunuectso nen | Cpoxk [Ipumeuanus
nena XpaHeHus u
HOMEp
CTaTbU 1o
ITepeunio
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01. O6mwmii oTaea

01-01 3aKOHBI Poccuiickoit
Oenepauun 1 YyBaiickoin
01-02 Pecny6nuku

[Tpuka3ssi, WHCTPYKITUH,
yKa3aHus BBILIECTOSILEH
OpraHu3aIiy, IPUCIAHHbIE IS
01-03 CBEJICHUS M PYKOBOJICTBA
YupenurenbHble  JTOKYMEHTBI
(mocTaHOBJIEHUE u
01-04 CBHJICTEIILCTBO O PErHCTPAIINH,
yCTaB)

01-05 WHcTpykiun 0  1mpaBax W
0053aHHOCTIX  JOJDKHOCTHBIX

01-06 JIULI
IIpukasel o OCHOBHOM
01-07 NEeATEILHOCTH
01-08 ['omoBoii TUIaH paboThI
OpraHu3aIH
01-09 KBapranbHble 11aHbl padO0ThI
l'omoBoit oTtuer o pabore
01-10 OpraHu3aIu
[TpoToxoJibl coOpaHuii
TPY/ZOBOTO KOJIJICKTHBA
01-11 [lepeniucka ¢ BeIIECTOALIEH

opraHuzalel 1Mo BompocaMm
OCHOBHOM JI€ITEIILHOCTH
[Tepenucka ¢ mpeAnpUATHIMU
01-12 U OpraHu3alUsIMU 1o
a/IMUHUCTPATHBHO-
XO03HCTBEHHBIM BOIIPOCaM
JIOKyMeHTBl 10  aTTeCTallH
01-13 pabOTHHUKOB (aTTeCTAllMOHHBIE
JHUCTBI, TPOTOKOJBI, KOMHUH
MPUKA30B)

Hauvanbsauk ciayx0s1 IOY JIMYHas MOAIKUCH I''A. I'y3useBa

22. Kakoif NpUHIMI He UCNOJIb3yeTcsl NPU (JopMUPOBaAHUM JeJI:

1) XpoHOJIOTHYECKH

2) BOIPOCHO-JIOTMYECKHM

3) uctopuueckuii
23. OnpenesieHue NOJUTHYECKOM, IKOHOMHUYECKOI, COMAJIBLHO-KYJIbTYPHOI,
NPAKTUYECKOH IIeHHOCTH JOKYMEHTOB /IJIsl MOC/IeAYI0Iero MX XpaHeHHusl M UCI0JIb30BaHUs
WM JJ151 0TOOpa HA YHUUYTOXKEHUE — ITO...

1) onucanue nen

2) sKcIepTHU3a LIEHHOCTH JOKYMEHTOB

3) obopmiieHue e
24. Kakue onepanuy He BbINOJHAIOTCA NPH GOPMHUPOBAHMH J1eJI:
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1) pacnpeneneHye U packiIagKa UCIIOJHEHHBIX JOKYMEHTOB IO ManKaMm

2) pacrnoyiokeHre JOKyMEHTOB BHYTPH JIeja B OIPEIEIICHHOMN MOCe10BaTeIbHOCTH

3) Hymepalus JUCTOB

4) opopmiieHre 00IOKKH J1eTia
25. B kakuXx yupe:kaeHUsIX co3/1aeTcs ynpapJjeHue aeJaMmu?

1) Ha rocyJapCTBEHHBIX MPEITPUATHIIX

2) B HCIIOJTHUTENBHBIX OpraHax BJIACTU M MCHOJHUTENBHBIX CTPYKTYpaX MECTHOTO
caMOyIpaBJIeHUs

3) B MUHUCTEpCTBaX U BEJJOMCTBAxX

Yacrs B
3aganue: Onucath MOPSIOK COCTABICHUS B O(OPMIICHHSI OITUCEH J1e.
Yacts C

3aganue:

CocTaBuTh NOKJIAJHYIO 3aMUCKY MO CIECIYIOIIUM JaHHBIM.

3A0 «CrpaxoBas komnanusi «CeiBHHBECT» IMpOBeJIa B KOHIIE roja aHajiu3 mojadopa
YIPaBIECHYECKOTO MEPCOHANA C BBICIIUM CHEIHATLHBIM 00pa30BaHUEM.

Ananu3 nokaszai, 4to u3 20 Ha4aJbHHUKOB OTIEJIOB M CEKTOPOB JIMIIbL 9 MMENH BBICIICE
SKOHOMHYECKOE U (PrHAHCOBOE 0Opa3oBaHUE.

PykoBonurtens ympasnenust nepconanom JKwuibnoBa I'H. 12 nexabpst Tekyuero rona
COCTaBMJIa JIOKJAQJHYIO 3allMCKy Ha HUMS TEHEPalbHOTO TUPEKTOpa CTPaxOBOM KOMITAaHUU
[TogpeskoBa C.}O., B KOTOpOMl mpemIoKWIa 3aKIOUYUTh JOroBOpel ¢ MHCTHTYyTOM
MEXIYHApOJAHOTO TIpaBa 1 SKOHOMHKHU UM. ['puboenoBa A.C. 0 eXeroIHO# 1eNeBOil MOAr0TOBKE
CHEIHAJICTOB 0 CHEUUATBHOCTH «KOHOMHMCT-MEHEKEP M0 CTPaXOBAaHUIO MEXIYHAPOIHBIX
nporpaMM» W O TOBBIIIEHUH KBATU(DHUKAIMK CHEIUAIUCTOB C BBICIIUM OOpa3oBaHHEM IIO
cnenuanbHOCTH «@PUHAHCHI M y4eT B CTpaxoBoM jenex. llpenBapurenbHas 1OrOBOPEHHOCTH C
pekTopatom u mipesuaenToMm UMIID Obia focTUTHYTa 3a0J1aTOBPEMEHHO.

Ha noknagHoii 3anncke nmeeTcst Bu3a riaBHoro Oyxrairepa Kproukosoit 1.A.

BAPHUAHT Ne 14

Yacts A
BI)IHOJ'IHI/ITI) TECTOBBIC 3aaHUA.

1. YTo U3 nmepeyncJeHHOr0 He OTHOCHTCH K BUIAM KOHTPOJIS :
1) KOHTpOJIb IO CYIIECTBY PELIEHHS BOIIpOCa
2) KOHTPOJIb 32 CPOKAMH HCIIOTHEHUS
3) KOHTpOJIb 32 0(hOopMIIEHHEM TOKYMEHTOB
2. Perucrpanus — 3710:
1) npucBoeHue TOKyMeHTY IH(POBOTro Uik OyKBeHHO-IIM(PPOBOro 0603HAUEHUS
2) 3anuch HHGOPMALIMU Ha Pa3IMYHbIX HOCUTENSX [0 YCTAHOBJICHHBIM IIPAaBHIIaM
3) 3anKch yUETHBIX JAHHBIX O JOKYMEHTE 0 YCTaHOBIECHHOH Gopme, puKcupyromeit Gpakt
€ro CO3/1aHHus, OTIIPABKU WJIH MOJTYYESHUS
3. Kakoii 3Tan npoxXoauT JOKYMEHT MOCJe perucTpanum:
1) ucnonnenue
2) paccMOTpEHNE PYKOBOAUTEIEM
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3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3bIBaeTcsi CTPYKTYpPHoe moapasaejenue ciay:xkobl JJOY, koTopoe ocyuiecTBjisieT
NpHeM M IePBUYHYI0 00pa00oTKY NOCTYNHMBIINX JOKYMEHTOB:

1) cekperapuar

2) KaHUeIIpUst

3) skcrienuIust
5. Onuce gexa — 3ro:

1) apxMBHBII CIPAaBOYHUK, COJIEPKAILUI [IepeueHb BCEX €AMHUL] XPAHEHUs, COCTOSIILIUX Ha
y4eTe B apXUBE OpraHU3aluU

2) cucTeMaTU3UPOBAHHBIM MepeueHb eIUHUI] XpaHEHUs ([el1), MpeIHa3HAaYeHHBIX A UX
ydeTa ¥ OIIEpaTUBHOIO IIOUCKA.

3) mnepeuyeHb 3aroJOBKOB J€d, CHOPMHPOBAHHBIX B CTPYKTYpPHOM IOJpa3JelICHUH,
HE3aBHCHMO OT CPOKOB UX XpaHEHUs
6. OCHOBHBIM [IOKYMEHTOM, pPerjaMeHTHPYIOIIMM TeXHOJIOTHI0 JOKYMEHTAIMOHHOIO
olecrieyeHus! yNIPaBJIeHHUS B OPraHU3alUH, SIBJISIETCH:

1) nonoxenue o cnyxoe 10Y

2) unctpykuus o JJ0Y

3) npuka3 pyKOBOAMUTENSI OPraHU3ALUU
7. IokyMeHTa CUMTaeTCsl MCIIOJTHEHHbIM, €CJIN:

1) KOppeCOHJEHTY JJaH OTBET

2) NOKYMEHT HCIIOJHEH B Ha3HAUEHHBIH CPOK

3) nocraBiieHHBIE B JOKYMEHTE BOIPOCHI PELIEHbI IO CYLIECTBY, KOPPECHOHJCHTY JlaH
OTBET
8. HomeHnk1aTypa J1eJ1 COCTaBJISCTCH CO CJIeyoleld NepHoAHIHOCTbI0

1) onuH pa3 B Tpu rosaa

2) c MepUOANYHOCTbIO, YCTAaHABIMBAEMOMN OpraHu3aluen

3) exeroaHo
9. OpuunaJbLHBIA JOKYMEHT, OTIIPABJISIEMbIH U3 yUPeKICHUs, - ITO:

1) BXOASIIHI TOKYMEHT

2) UCXOAINN TOKYMEHT

3) BHYTpEHHUI TOKYMEHT
10. Ha xakmue gejia CTPYKTYPHOTI'O NOAPa3eJICHUsI He COCTABJIACTCS OTAEJIbHAS ONMCH:

1) Ha niena MOCTOSIHHOTO XpaHEeHUs

2) Ha Jiena reHepaJIbHOTO JUPEKTopa

3) Ha gena BpeMeHHOro xpaHeHus (cBbie 10 ner)
11. lokymMeHT0000pOT — 3TO:

1) Konu4ecTBO JOKYMEHTOB, IOCTYNMBIIMX B OpPraHM3allMi0 M CO3JAaHHBIX €0 3a
OIpEAEIEHHBINA EPUO]

2) ABMXKEHHME JOKYMEHTOB B OpPraHM3allid ¢ MOMEHTA MX CO3JaHUS WM IOJY4EHHUS IO
3aBepILEHUs UCIIOTHEHUS WIN OTHPAaBJICHUS

3) opranuzanus paboThl ¢ JOKYMEHTaMH B YUpEXKICHUU
12. Kak Ha3biBaercsi CTPYKTYpHOe NOApa3JejieHHe, KOTOpoe pemaer mnpodJeMbl
JAOKYMEHTAIIMOHHOI0 o0ecreyeHHs YNIPaBJeHUs B OPraHU3aLMu:

1) cmyx6a I0Y

2) 6yxranrepus

3) oTaen kaapoB
13. Kyaa nepenarworcs JAOKYMEHTBI IOCJI€ INPEABAPUTEJBHOI0 PACCMOTPEHHMS HMX
padoTHHKOM cayx0b1 JOY:

1) Ha ucnonHeHue

2) Ha OTIIpaBKYy
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3) Ha perucrpanuo
14. I'pynnupoBKa JOKYMEHTOB B J1eJIa OCYIIEeCTBJISAAETCHA HA OCHOBAHUU:
1) HHCTPYKIIUH 110 TOKYMEHTALIMOHHOMY 00€CIICUEHUIO YIPABICHHS
2) mepeyHs TUIMOBBIX YIPABICHUYECKUX JOKYMEHTOB CO CPOKaMH XPaHECHHUS
3) HOMEHKJIATyphI JeJl OpraHu3aluu
15. JIncT-3aBepuTeib j1ejia MOMeNIaeTcs:
1) B Hauane nena
2) Ha 00OPOTHOM CTOPOHE OOJIOKKH Jeiia
3) B KOHIIE JieN1a [10CJIe NOCIEAHET0 JOKYMEHTa
16. Ilpu popMupoBaHUM MCIIOJHEHHBIX JOKYMEHTOB B /1€JIa B OPraHU3aMUAX HA 00JI0KKY
KA’K/10T0 Je/1a BBIHOCATCS CJIeAyIoLHe CBeJeHHs:
1) HaumMeHOBaHME OpraHU3alluu — UHJIEKC Jejla — 3aroJIoOBOK Jejia — JlaTa Jeja — CPOK
XPAaHEHUs U CTAThs 10 MEPEUHIO - IPUMEUAHUE
2) HauUMEHOBAaHHWE OpraHM3allMk - MHJEKC Jella — 3arojIOBOK Jiea — JaTa Jiela — CPOK
XpaHEHHS 10 IEPEYHIO — APXUBHBIA (P
3) HauMeHOBaHKEe OPTaHU3AlUY — HAUMEHOBAHHE CTPYKTYPHOTO MOAPA3AeTICHUS — UHACKC
JieJia — 3aroJIOBOK Jiefia — JjaTa Jiejia — CPOK XPaHEHHUs 110 IEPEeUHI0
17. Cpok ucCnOTHEHHS BHYTPEHHEr0 JOKYMEHTa HCYHCISCTCH:
1) B KajeHapHbIX JHAX C JaThl HOJIMUCAHUS TOKyMEHTa
2) B KaJ€HJAApHBIX JHSX C 1aThl 0POPMIICHHS TOKYMEHTa
3) B KaJleHJapHbIX JIHAX C JaThl PErUCTPALlUU JTIOKYMEHTA
18. HomeHnk1aTypa /1es1 OpraHu3anmu:
1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3aluil
2) pa3pabaThIBaeTCs MO0 YCMOTPEHHUIO OPraHU3aINH
3) sBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIs1 BCEX OpraHu3alui
19. YTo u3 nmepevncIeHHOr0 He MOKeT CJIYKHTh Ha3BAaHHMSIMH Pa3/ieJiOB B HOMEHKJIaType
aeJ:
1) HaMMEeHOBaHUS CTPYKTYPHBIX MO/Ipa3ieiIeHNi
2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aIlH
3) HauMEeHOBaHUs OpraHu3alui
20. B ogHOM JeJie He 10JIZKHO OBITH OoJ1ee:
1) 400 nuctoB
2) 150 nuctos
3) 250 nucroB
21. YkaxuTe NpaBUJIbHbIH BAPUAHT PACII0JIOKEHHS 3ar0JIOBKOB /ieJl B HOMEHKJIaType Jie:
1) 3akonsl Poccuiickoii ®enepanun u YyBauickoit Pecryomuku
[Ipukaspl, MHCTPYKLIMH, YyKa3aHUS BBILIECTOALIEH OpraHu3alluy, NpUCIaHHbIC IS
CBEICHMSI U PYKOBOJCTBA
VYupeautenbHble JOKYMEHTHI (IOCTAHOBJIEHHUE U CBUAETEILCTBO O PErHCTpaIiH, YCTaB)
WHcTpykumu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL
[Tpukaspl MO OCHOBHOM JI€ATEIILHOCTH
I"ooBoOI T1aH PabOTHI OPraHU3ANH
KBapranbHble m1aHbl padoThI
I'onoBoii oTyer 0 paboTe opraHu3aIUH
[TpoTokoibl coOpaHuii TPyAO0BOTO KOJIJIEKTHBA
Ilepenucka ¢ BbIIIECTOSIIIENH OpraHU3ALMEN 110 BOIIPOCaM OCHOBHOM 1€ATENBHOCTH
[lepenucka ¢ mpeanpUITUSIMHA U OPTaHU3ALMSIMH [0 aIMUHUCTPATUBHO-XO03HCTBEHHBIM
BOIIpOCam
JIOKyMEHTBI MO aTTecTalii paOOTHUKOB (aTTECTAIlMOHHBIE JIUCTHI, IPOTOKOJbI, KOMHH
IIPUKA30B)
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2)IIpoToKOIBl COOpaHHii TPYIOBOTO KOJJICKTUBA
KBapTanpHble miansl paboTh
3akonbl Poccuiickoit @eneparnuu n Yysamickon PecryOonmku
[lepenucka ¢ npeAUpUIATUSIMHU U OPTaHU3ALMSIMU 110 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIpOCaM
["omoBoii T1aH paboThl OpraHU3aINH
Ilepenucka ¢ BBILIECTOSIIIEH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATENbHOCTH
[Ipukaspl, MHCTPYKLUMH, yKa3aHUS BBILIECTOALIEH OpraHu3alluy, NIpUCIaHHbIC IS
CBEICHMS U PYKOBOZCTBA
I'ogoBoii otueT 0 pabore opraHu3auu
IIpukasbl IO OCHOBHOM IEATEIBHOCTH
VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErMCTPALH, YCTaB)
JIOKyMEHTBI IO aTTeCTalMu PaOOTHUKOB (aTTECTALIMOHHBIE JMCTHI, MPOTOKOJbI, KOIUU
IIPUKA30B)
WHcTpykuuu o npaBax U 0053aHHOCTAX JOKHOCTHBIX JIMIL
3) Ilpuka3spl, HHCTPYKLMH, YKa3aHUS BBINICCTOSINCH OpraHM3alliy, MPUCIAHHBIC IS
CBECHMSI U PYKOBOZCTBA
I'ogoBoit oTueT 0 pabore opraHu3auu
IIpukasbl IO OCHOBHOM IEATEINBHOCTH
VYupeaurenbHble JOKYMEHTHI (IIOCTAaHOBJIEHHUE U CBUAETEILCTBO O PErHCTpAlH, YCTaB)
JIOKyMEHTBI IO aTTeCTalMu PabOTHUKOB (aTTECTALIMOHHBIE JMCTHI, IMPOTOKOJbI, KOIUU
IIPUKA30B)
WHcTpykuuu o npaBax U 0053aHHOCTSAX JOKHOCTHBIX JIHIL
[IpoTokoiibl cobpaHuil TPy10BOrO KOJUIEKTHBA
KBapTanbHble miaHbl paboTh
3axonbl Poccuiickoit @enepaunu n Yysamickoit Peciyonuku
Ilepenncka ¢ IpeAIPUATHSIMHA U OPTaHU3ALMSMU IO aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIpOCam
I"omoBoii M1aH paboOThl OpraHU3aALNH
[Tepenucka ¢ BhIIECTOSIIEN OPTraHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH
22, IIpopomxurte nmpenioxenue: «as ydera JOKyMEHTOB ONpede/IeHHbIX KAaTerOpuH e
NMOCTOSIHHOTO ¥ BpeMeHHOro (0os1ee 10 jieT) XxpaHeHUsI COCTABJISIETCH. .. »:
1) onuck nen
2) BHYTPEHHSS ONKCh
3) nuct-3aBepuUTeNb Jena
23. Kakue Bubl padoT He MPOBOAATCS NPH MOATOTOBKE JIeJI K Iepe/iaye B apXuB:
1) npoBeneHne dKCIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) oopmiieHme e
3) popmupoBanue nen
4) cocTaBiieHHE OTIUCH
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType JeJl:
1) HomeHKIaTypa en Ha sHBapb 2013 rog
2) HomeHknarypa aen 3a 2012 rog
3) nHomenkinarypa aen Ha 2013 rox
25. B kakuX yuypexIeHHusiX co31aeTcs KaHueasapus?
1) Ha rocyJapCTBEHHBIX MPEITPUATHIIX
2) B UCIIOJIHUTEJIBHBIX OPraHax BJIACTHU U UCIIOJIHUTEIBHBIX CTPYKTYpax MECTHOTO
caMOyIpaBJIEHUS
3) B MUHHCTEpPCTBAX U BEIOMCTBAX
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Yacter B
3apanue: OnucaTth MOPSIIOK CHCTEMATH3aIlMN 3ar0JIOBKOB JIeJT B HOMEHKJIATypE JIeJI.
Yacts C

3aganue:

CocTaBUTh 1OKJIAIHYIO 3alIMUCKY HadyaJbHUKaA aHanuTHyeckoro oraena 3A0 «Ypcyna» Ha
UMl TeHEepaJIbHOTO JUPEKTOpa 00 yBeJIMYEHUH IITATHOTO cocTaBa oTAena. B noknanHoi 3anucke
ABTOP IMPOCHUT Pa3pPCIINTL YBCIIMYUTH IITATHBEINA COCTaB OTAC/Ia HA OAHY WITATHYIO CAMHUIY, TAK
KaK JJIs COCTaBJIEHUS aHAJIUTHUYECKUX CIIPAaBOK O COCTOSHUM II€H Ha PBhIHKE HEIBMKHUMOCTH
Tpe6yeTCSI MOCTOAHHOC HU3YUYCHUC PA3JIMYHBIX MUCTOYHUKOB, KOJIMYCCTBO KOTOPBIX 3HAYHUTCIBHO
yBenuuuiocs ¢ anpens 2010 roxa. Mx noapoOHbIil nepeyeHb U He0OX0AUMOCTh UCIIOIb30BAHUS
JUISL COCTABJICHUSI aHAIUTHYECKUX CIIPABOK Obls1a 000CHOBaHA aBTOPOM B JIOKJIAJTHOM 3aIIUCKE OT

Ne

Henocrarone nanapie yka3aTh CaMOCTOSTEIBHO.

BAPHUAHT Ne 15

Yacts A
BBIHOJIHHTB TECTOBBIC 3aJaHUA.

1. 3anuch y4eTHBIX JaHHBIX O IOKYMEHTe 110 YCTAHOBJIeHHOH (popMme, pukcupyromeii gpaxr
ero Co3/1aHMs, OTIPABJICHHUS WJIH NOJY4YeHHs, - ITO:
1) obopmiieHHE TOKYMEHTOB
2) peructpanus 10KyMEHTOB
3) ucrnoaHeHne JOKYMEHTOB
2. Kakoii 3Tan npoxoAuT JOKYMEHT 0CJIe IPHeMa U NepBUYHOI 00padoTKm:
1) paccMoTpeHue pyKOBOIUTEIEM
2) npeABapUTEIbLHOE PACCMOTPEHHE U pacupezeneHre paboTHUKOM cityx0b1 IOY
3) ucrionHeHUE
3. Kakoii U3 peKBM3MTOB He YKA3bIBAETCSI B PerHCTPALIMOHHBIX (hopMax:
1) nata nokymeHTa
2) pe3omonus
3) rpud yTBEpKIEHUS
4. Y10 M3 NepevyncaeHHOr0 He BKJII0YAeTCs B HOMEHKJIATYPY AeJ:
1) AOKyMEHTBI, CO3/1aHHbIE B CaMOIl OpraHu3aluu
2) nepexodiue aena
3) meyaTHbIC U3AAHUS
5. /IBM:KeHHe NOKYMEHTOB B OPraHHM3alliM C MOMEHTA HX CO3JaHHMA WM MOJy4YeHUs 10
3aBepuIeHUs] MCIOJIHEHHS] WM OTIPABJIEHUSA — 3TO:
1) nokymeHTHpOBaHUE
2) IOKYMEHTOBEeIeHHE
3) IOKyMEHTOOOOpOT
6. IIpeaBapuTtesibHOE pacCMOTPEeHHE NMOCTYNUBIIET0 JOKYMEHTA IPOBOAUTCS:
1) pykoBonutenem
2) HaYabHUKOM ci1y>k0b1 JIOY
3) paboTHHKOM ciy)k0b1 JJOY
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7. HomeHk1aTypa el BKJIKYAET cieayromue rpagoi:

1) uHOeKC nena — 3aroJIoBOK Jejla — aBTOp — KOJIMYECTBO E€AMHUIl XPAaHEHHs — CPOK
XpaHEHUs - IPUMEYAHNE

2) MHJEKC Jena — 3arojOBOK Jejla — KOJIMYECTBO EIMHULl XPAHEHHUs] — CPOK XPaHEHHs -
IpUMEYaHus

3) 3aroJIoBOK Jieyia — KOJIMYECTBO €AMHUL XPAHEHUS — CPOK XPAHEHUS
8. Ounenka, HaACKOJbKO NPABHJIbHO, YIAYHO M IOJIHO pelleH BOINPOC, NMOCTABJCHHbIN B
JOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCITOJIHEHUS

2) KOHTPOJIb 10 CYLIECTBY

3) Texyuuii KOHTPOJIb
9. Kak Ha3bIBaeTcsi CTPYKTYpPHOe moapasjaeenue ciay:xonl JJOY, koropoe ocymecTBsier
KOHTPOJIb 32 HCIIOJTHEHHEM JOKYMEHTOB:

1) sxcrienummst

2) MHCHEKLHUS IO KOHTPOJIIO

3) KaHIeIApuUs
10. ®opmupoBaHue gej1a — 3TO:

1) rpynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B JEJI0 M CHUCTEMaTH3alus JOKYMEHTOB
BHYTpH J€fa.

2) rpynnupoBKa UCIOIHEHHBIX JIOKYMEHTOB B JI€JI0, CUCTEMATU3alUsl JOKYMEHTOB BHYTPH
JieJia ¥ HyMepalysi JIUCTOB JIelia.

3) BKJIIOUEHHE UCIIOJIHEHHBIX JIOKYMEHTOB B JIOKYMEHTAJIbHBINA (DOH]] OpraHu3aluu
11. Yto M3 yKa3aHHOI0 HUKe HEe OTHOCUTCS K perucTpanoHHbIM gopmam:

1) ’xypHanbHas

2) KHWKHas

3) xapTouHas
12. Kakoii u3 nepe4ync/ieHHbIX PeKBU3UTOB BKJIIOYAETCS B perucTpanuoHHbie popmbl:

1) rpud yrBepxaeHUS

2) agpecat

3) BHU3a coriacoBaHUs
13. K BugamM cpOKOBOI0 KOHTPOJISI OTHOCATCS:

1) Tekymui, npeaynpeauTeNbHbIA, HTOTOBBIN

2) KOHTPOJIb 10 CYIIECTBY, TEKYILIUIl, UTOTOBBIN

3) Tekymuii, BHYTpEHHHH, UTOTOBBIN
14. Kakue cBeaeHMsi He yKa3bIBalOTCSl Ha 00JI0KKe Jela NpH o(oOpMIIeHMH Aena IJs
nepegavyu B apXuB:

1) cpok xpaHeHHUs JOKYMEHTOB Jiena

2) KOJIMYECTBO JINCTOB B JIETIE

3) KOJIMYECTBO JMCTOB BHYTPEHHEH ONUCH
15. B cayudae, korga B pekBusute «Pe3omonus» nopyyeHune aaercs IByM HJIH HECKOJIbKHM
JIMLIAM, OTBETCTBEHHBIM MCIOJTHUTEJIEM SIBJIAETCH:

1) nuuo, yka3aHHOE B IOPYYEHUH NIEPBHIM

2) Bce yKa3zaHHbIE B TOPYUYECHUH JIHIIA

3) 11110, yKa3aHHOE B CIIMCKE MOCIEIHUM
16. Odopmiienne pe30JIOUUM JOMYCKACTCH HA CHEHMUAJbHBIX OJIAHKAX JJIsl Pe30JII0Luii,
HU3roTaBJIMBaeMbIX Ha Oymare (popmara:

1) A4

2) AS

3) A6
17. Perncrpanuu mojajexar ciaeayromue J10KyMeHTbI:
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1) Bce TOKyMEHTHI

2) TONBKO BXOJSIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBaHne JOKYMEHTOB — 3TO:

1) B3BeIMBaHKE IOKYMEHTOB

2) 3akiieMBaHUE KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHkJaTypa e J0J15KHA BKJIKYATDH CJIeyIole PeKBU3UTHI:

1) HauMeHOBaHME OpraHU3alMy — HAMMEHOBAHHUE JJOKYMEHTA — JaTa — PeruCTpalliOHHBIN
HOMEp — MECTO COCTaBJIEHUSI — 3ar0JIOBOK K TEKCTY — TE€KCT — MOAMKUCH — IPUQ YTBEPKICHUS -
rpu¢ coriacoBaHUs

2) HanMMCHOBAHUEC OpraHu3alvi — HaWMMCHOBAHHME BHAA JOKYMCHTa — Jara -
peI‘I/ICTpaHI/IOHHHﬁ HOMCP — MECTO COCTABJICHUS — 3aroJIOBOK K TCKCTY - TCKCT — NOAINHNCH
3) HAaMMCHOBAHUC OpraHu3ali — HAUMCHOBAHHWEC BHAAa JOKYMCHTa — JaTa -

PETUCTPAIIIOHHBIA HOMEP — MECTO COCTABJICHUSI — 3aroJIOBOK K TEKCTY - TEKCT — MOAIHUCH —
ajapecar
20. Kakasi u3 onepaiuii He NPOBOJAUTCS NPH MOATOTOBKe /1€ /ISl Iepelayu B apXUB:
1) noAmMBKa JOKYMEHTOB Jiela B CIIELMAIbHYIO O0JI0XKKY WM TeperieT aerna
2) cocTaBieHUE JIMCTa-3aBEPUTEIS Jiea
3) onpeneneHre CpoKa XpaHEHUs Jiena
21. YkaxuTe BapHAHT, B KOTOPOM NPaBWJILHO cOPMYJIMPOBAHbI 3aTr0JIOBKH J€J1:
1)
1. Jleno ¢ mokymMeHTaMu 00 OTKPBITHMM CYETOB M COBEPLICHHH PACUETHBIX OIEpallui,
coJiepKalMX MOJOXKEHHUs, CIIPaBKH, MMCbMa, KAPTOUKH
2. lleno ¢ KOMUSIMH TPHKA30B JUPEKTOPA MO0 KOMIUIEKTOBAHHIO M M3MEHEHHIO JINYHOTO
COCTaBa CTYJEHTOB
3. Jleno, comepxaiiiee MepenucKy ¢ TPaHCIIOPTHO-3KCIETUTOPCKUMH KOMITAaHUSAMHI
4. leno ¢ nepenuckoil 06 OTKpHITUN (aKyIbTETOB JOBY30BCKOW MOJArOTOBKH C By3aMH,
HaxosAmuMucs B T. YeGokcapbl
5. leno, coaepaxaliee NepenucKy ¢ pa3sHOPOAHBIMU OpraHU3alUsIMU O Tepeade 3/1aHuil,
MOMEIICHUH B TOCYIapCTBEHHYIO M MYHHUIIMITATBHYIO COOCTBEHHOCTb
6. Jleno ¢ mpuKa3aMH IeHEepaJbHOI'O JUPEKTOpa MO MPOM3BOJCTBEHHBIM BOIPOCAM 3a
ONPEIETIEHHBIN NIEPUOL

2)

1. JIokyMeHTBI 00 OTKpPBITUU CUETOB M COBEPILIEHUH PACUETHBIX ONeparuil (MonIoKeHus,
CIIPaBKH, MMCbMa, KAPTOUKH)

2. Ilpukassl AMPEKTOPA 10 KOMIUIEKTOBAHUIO U U3MEHEHUIO JJUYHOI'O COCTABa CTYIEHTOB.
Konuun

3. Ilepenucka ¢ TpaHCIOPTHO-3KCIEAUTOPCKUMH KOMIIAHUSMU O IIEPEBO3KE IPY30B

4. Tlepenucka ¢ By3amu T. YeOokcappl 00 OTKPHITUM (PaKyJIbTETOB JOBY30BCKOM
MOJATOTOBKH

5. Ilepenucka o nmepeaade 3aHNAN, TOMEIIEHUN B FOCYAApPCTBEHHYI0 M MYHULIUIIAIIBHYIO
COOCTBEHHOCTb.

6. [Iprka3zbpl TeHEPATBHOTO JUPEKTOPA MO MPOU3BOICTBEHHBIM Bompocam 3a 2012 rox

3)
1. JIokyMeHTBI 00 OTKPBITUU CUETOB M COBEPIIEHUH PACUETHBIX OMNEparuii (MoNIoKeHus,
CIIPaBKH, MHCbMa, KAPTOUKH)
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2. [Tpukassl AUPEKTOPaA MO0 KOMIUIEKTOBAHHIO U U3MEHEHMIO JIMYHOTO COCTaBa CTY/IEHTOB.
Konun

3. Ilepenucka ¢ TPaHCTIOPTHO-IKCIETUTOPCKIMU KOMITAHUSIMH O TIEPEBO3KE I'PY30B

4. lleno ¢ nepenuckoil 06 OTKphITUU (haKyJIbTETOB JIOBY30BCKOM MOATOTOBKHU C BY3aMH,
HaxoaAumMucs B r. YeGokcapsl

5. Hdeno, coaeprkaliee NepenucKy ¢ pa3HOPOJAHBIMHE OpraHU3AlMsIME O Mepeaaye 3/1aHuk,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIUIIAIBbHYIO COOCTBEHHOCTD

6. [deno ¢ mpukazaMu reHepaibHOrO TUPEKTOpa IO MPOU3BOACTBEHHBIM BOMPOCAM 3a
ONPEAEIIEHHBIN NIEPUOL

22. Ilpomo/uxkute mnpenioxkeHue: «JJokymMeHTBI, y:Ke BKJIOYEHHbIE B /€0, MOIYT
MOHAA00UTHCS PA0OTHUKY OpraHu3anum. B 3ToM ciiyyae OHM MOTYT ObITh BHIHYTHI U3 JeJIa
TOJIbKO JIMIIOM, OTBETCTBEHHBbIM 3a ¢opMupoBanue M XxpaHeHue jaej. Ha ux mecrto
3aKJIAIbIBACTCH. . )

1) xkapTa-3amecTuTeIh

2) AUCT-3aBEPUTEIND

3) AUCT-3aMeCTUTENh
23. KoHKpeTHbIe CPOKHM XpPaHEHHSI JOKYMEHTOB YCTAHABJIMBAKTCS ¢ IOMOUIBIO:

1) UucTpykinu 1o Aem0npor3BOACTBY KOHKPETHON OpraHu3aIiu

2) [lepeyHst TUMOBBIX YIPaBIECHYECKUX JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO 00ECIICUCHUS yIIPABIICHUS
24. O0pameHue ABYX WJIH HECKOJbKHMX JIMI B MUCbMEHHOM BHJIe, COJep:Kallee 4aCTHBII
HHTEepec, WJM o0palieHue, NPHUHATOe HA MHUTHHIe, CcOOpaHMH, NOANKCAHHOE
opraHm3aTopaMu MWJIH (M) YYACTHHKAMHM MHUTHHIA WIH coOpaHusi, HMelIee
00111eCTBEHHBII XapaKTep — 3TO0...

1) Ko/TeKTHBHOE OOpaIieHue

2) KoernagbHoe oOpalieHue

3) uHAMBHIyaIbHOE OOpaIeHHe
25. B kakuXx yuypexIeHusiX co3aaercs o01uii oTaena?

1) Ha rocyJapCTBEHHBIX MPEIPHUATHIIX

2) B UCTIOJTHUTEIBHBIX OpraHaxX BJIACTHU U UCIIOTHUTEIBHBIX CTPYKTYPaX MECTHOTO
CaMOYTIPaBIICHUS

3) B MUHHCTEPCTBaX U BEJOMCTBAX

Yacts B
3ananme: OnucaTh Ha3HAUYCHUE U BUJIBI HOMEHKJIATYPHI JIETI.
Yacts C

3aganue:
CocTaBuUTh OOBSCHUTEIBHYIO 3alMCKy HayaJbHUKA YIpaBieHHs nenamu JIMTBHHOBa
JLYO. B ampec renepanbHOoro aupekropa OAO «Kpona» Mareeea M.U. B Tekcre ckazaHo, 4To
B COOTBETCTBUU C IPUKa30M reHepaiabHoro aupekropa ot 14.10.2011 Ne 123 ympasnenue
JOJKHO OBIJIO MPEeNOoCTaBUTh B OTHEN KaJIpoB MPOEKT rpaduka OTIYCKOB COTPYIHUKOB
ynpasinenus Ha 2012 roa. 22.11.2011 rpaduk ObUT TOATOTOBJIEH M COIVIACOBAH B YKa3aHHBIN
CPOK, HO HE IIPEJICTaBJICH B OT/IEJ KaJpOB.
[TpuunHy yKa3aTb caMOCTOSTENBHO.
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BAPHUAHT Ne 16

Yacrs A
BbInonHuTh TECTOBBIE 3a1aHUSL.
1. IlpenJioxenue — 310:

1) obOpaiienue rpaxJaHHHA, HAIIPABJICHHOE Ha COBEPIICHCTBOBAHUE PabOTHI OPraHOB
BJAaCTU M YIPABICHMS, PELIEHUE BaXXHBIX BOIPOCOB SKOHOMHYECKOH, IOJIUTUYECKOM,
COLMAJIBHO-KYJIBTYPHON M IpYrux cep ux AEATeNbHOCTH, € NPEJIaraloTcs IMyTH U CIIOCOObI
peLIeHHS 3aTPOHYTHIX MPOOIIeM

2) oOpaleHue rpaxaHuHa 10 MOBOAY pealu3alui MPUHAIJIEKAIIMX €My JMYHBIX IIpaB U
3aKOHHBIX HMHTEPEcOB, 3akperuieHHbIX Konctutynueir P®, d¢enepanbHbIMH 3aKOHAMHU, HE
CBSI3aHHBIX C HAPYLIEHUEM 3THX IIPaB U UHTEPECOB

3) oOpamienue rpaxxaaHuHa O BOCCTAHOBJICHHWH €ro IMpaB WJIM 3aKOHHBIX WHTEPECOB,
HapYyLICHHbIX JEUCTBUAMHU UM O€37eHCTBUSAMHI OpraHOB TOCYAAPCTBEHHON BIACTH U MECTHOIO
CaMOYTIpaBJICHHs, UX JOKHOCTHBIMU U BEIOOPHBIMU JIMLIAMH, PYKOBOJAUTEISIMU OpTaHU3aLUN U
00IIEeCTBEHHBIX 00bEIUHEHUI
2. Kakue u3 mepe4uc/jieHHbIX JOKYMEHTOB 00s13aTe/IbHO IepeJaloTcs Ha pPacCMOTpPeHHe
PYKOBOJIUTEIO:

1) noKyMeHTHl, Hoay4YeHHble U3 agmuHucTpanuu [Ipesnnenra

2) TOKyMEHTHI, aJJpeCOBaHHbIE B CTPYKTYPHBIE [0JIpa3/1eieHUs

3) JOKYMEHTBI, COJIEpKAIIUE TEKYIIYI0 HHPOPMAITHIO
3. Koraa rpaxJaHiH X04eT peajin30BaTh CBOM KOHCTUTYLIMOHHBIE ITPaBa U CBOOO/bI, OH MMULIET:

1) npennoxenue

2) MUCHMO

3) 3asiBiIeHUE
4. Kak HymMepyeTcsi JOKYMEHT, CJIOKEHHBIH MOM0JIaM U NOALIUTHINA 32 CepeuHy:

1) xak oguH JTUCT

2) Kak JBa JIUCTa

3) KaKk yeTbIpe JTUCTa
5. CucreMaTH3MPOBaHHBIN NepeYyeHb HAUMEHOBAHUM 1€/, 3aBEeICHHBIX B OPraHM3alHH, €
yKa3aHHeM CPOKOB MX XpaHeHUsI, 0)OPMJICHHBbIH B YCTAHOBJIEHHOM NOPsSAKe, - 3TO:

1) ommch

2) apXUBHBII CIPaBOYHUK

3) HOMeHKJIaTypa Jel
6. Kakue 3Tanbl 00padoTKu NPOXOAUT BXOASIIIMIA JOKYMEHT:

1) mpueM u mepBuYHas 0O6paboTKa — MpeABApUTEIBLHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpeHHE PYKOBOJUTENEM — HCIIOJIHEHUE — HAIIPaBJIEHUE B JI€JI0

2) mpueM M mnepBUYHAas 0O0paboTKa — MpeaBapUTEIbHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpEHHE PYKOBOAMTENEM — Iepelaya Ha HCIOJHEHWE — WCIOJIHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJIEHUE MCIIOJIHEHHOTO IOKYMEHTA B JIEJIO WM OTIIPaBKa

3) cocTaBieHHe IPOEKTa — coriacoBaHue — opopmileHrEe — MOJNUCAaHUE — PETUCTpalHs —
OTIIpaBKa
7. O0beM JOKYMEHT0000pOoTAa — 3TO:

1) oOmiee KONMMYECTBO MOCTYNMUBIIMX B OPraHM3ALMIO JOKYMEHTOB 3a OIpe/eIeHHBIN
Nepuos BpeMeH!

2) of1iee KOJIMYECTBO CO3JaHHBIX OpraHU3allMeil JOKYMEHTOB 3a OIpeeIeHHBIA Mepruos
BpPEMEHHU

3) ob1iee KOIMUECTBO BXOISIINX, UCXOIAIIUX U BHYTPEHHUX JOKYMEHTOB OpraHU3ally 32
ONpEIETICHHBIN NEPHOJ BPEMEHU
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8. PexkBu3utr «OTMeTKa 0 NOCTYIUICHHM JOKYMEHTa B OPraHM3alMI0» BKJIKOYaeT
cleayrouue 3JIeMeHThbI:

1) HauMeHOBaHME IOCTYNMBLIETO JOKYMEHTAa, €r0 pPErucTPalMOHHBII HOMEpP M BpeMs
MOCTYIJICHUS

2) COKpalllEHHOE HAUMEHOBAHKUE OpraHU3alluy, OJTY4YHUBILIEH JOKYMEHT, BXOASIINUNA HOMEp,
JlaTy MOCTYIUICHUS

3) HauMEHOBAHME OpraHU3alMHU, MOJYYUBIIEH JOKYMEHT, PETUCTPALMOHHBIA HOMEP
JIOKYMEHTa U J1aTy JOKYMEHTa

9. Kakoii U3 TepMHHOB He PEKOMEHAYIOT HCIO0Jb30BaTh NPHU GopMYyIHPOBKe 3aroJI0BKOB
aes:

1) neno

2) TOKYMEHTBI

3) pa3Hble MaTepHabl
10. Kakme u3 mnepeyHMCIeHHBIX  HHJKe JOKYMEHTOB He OTHOCATCH K BXOASIIIEMY
JOKYMEHTOIIOTOKY:

1) AOKYMEHTBI OT BBIIIECTOSIINX OpraHU3aINM

2) opraHu3alOHHbIE TOKYMEHTbI

3) IOKyMEHTHI OT MOJIBEIOMCTBEHHBIX OpraHU3aINMA
11. OCHOBHO¥ NPUHIUII PErHCTPALMH:

1) AByKkpaTHOCTH

2) MHOTOKpaTHOCTb

3) OIHOKPATHOCTH
12. Kakoro u3 npuHuunoB ¢GopMupoOBaHKS /ie]1 He CyLeCTBYeT:

1) BonpocHoO-10ruuecKuit

2) cucTeMaTU4YeCKHil

3) andaBuTHBIN
13. Kak Ha3bIBaeTcsl CHCTeMa PerucTPanMu, eCJIM JOKYMEHThI PeruCTPUPYIOTCH B MeCTax
UX CO3JaHHUA (CTPYKTYPHBIX NOAPa3IeJIeHUsIX):

1) neueHTpanu3oBaHHas

2) cMelIaHHas

3) HeHTpaIM30BaHHASA
14. J1as1 BoccTaHOBIJIEHUS WIIM 3alllMThl CBOMX HApYIICHHBIX MIpaB, CBOOO MJIM 3aKOHHBIX
UHTEPECOB TPAXKAAHUH JI0JIKEH 00PAaTUTHCS B COOTBETCTBYIOIME OPTaHblI C:

1) 3asiBneHnEeM

2) xanoboit

3) mpeTeH3ueH
15. O¢uuuaabHbIi JOKYMEHT, He BBIXOASIIMHA 32 mpeAeabl IOATOTOBHMBIIEH ero
OpraHu3anmu, - 3To:

1) BHyTpeHHUI TOKYMEHT

2) BXOJSAUINM TOKYyMEHT

3) ucxopsuuii JOKYMEHT
16. O0pamenue rpa:kIaHMHa, NOCTyNHUBINEE OT OJ{HOI0 M TOIO Ke JIMIA 10 OJJTHOMY U TOMY
’Ke BONPOCY, €CJIM €O BPeMeHH M0Ja4Hi NepBoro odpameHusi HCTEK CPOK, YCTAHOBJICHHbIN
JJISl pACCMOTPEHMs, MJIH 3asiBUTEJIb He Y10BJIeTBOPEH JaHHBIM eMy OTBETOM, HA3bIBAETCH:

1) BrOp4HBIM

2) NOBTOPHBIM

3) mOBTOPSIFOLTUMCS
17. Cpok McnoJIHeHHs] MOCTYNUBIIET0 JOKYMEHTA HCYMCIIAeTCS:

1) B xaneHapHbIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu
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2) B pabouux IHAX C IaThl TOCTYIUICHUS TOKyMEHTa B OpraHU3aIUI0

3) B KaJIeHIApHBIX AHSX C AAThl IOCTYIJICHUs JOKYMEHTA B OPraHU3aI1I0
18. ObGecnieueHne CBOEBPEMEHHOI0 U Ka4eCTBEHHOI'0 MCIIOJTHEHHUsI NOPYYeHHUIi U peleHust
BOIIPOCOB, IIOCTABJICHHBIX B JOKYMEHTe, - 3TO:

1) peructpanusi JOKyMEHTOB

2) UCIOJIHEHNE JOKYMEHTOB

3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB

19. HomeHkaatypa [eji, KOTOpasi YCTAHABJIUBAeT TMPHUMEPHBbI COCTaB /e A
OpraHuM3anuii, OTHOPOIHBIX MO XaPaKTepy AeATeJIbHOCTH, HO PAa3JIUYHBIX MO CTPYKTYpe,
Ha3bIBaeTCs:

1) MHIUBHIYATBHOM

2) TUIIOBOM

3) mpumepHOH
20. Cry:xeOHbBIE JOKYMEHTBI — 3TO:

1) HOKyMEHTHI, 3aTparvBarolIMe WHTEPECHl OMPEICIICHHOTO JIMIA M COCTaBJICHHBIC B
MIPOU3BOJIBHON (hopMme

2) NOKYMEHTBI, COCTABJICHHBIC IOPHUINICCKHUMU M (PU3NICCKUMU JIMIIAMH U O(OPMIICHHBIC
B YCTaHOBJICHHOM TIOPSIIKE

3) TOKYMEHTBHI, COJIepIKaIIne 00s3aTeNIbHbIC K UCIIOJIHCHUIO YKa3aHUS
21. YkaxuTe BAPHAHT MUCHbMA, B KOTOPOM NMPABWJILHO PACCTABJIEHBI CJIyKeOHbIE 0TMETKH

1)3akpbiTOC aKIIMOHEPHOE OOIIECTBO «AJIMa3) Hupekropy 3A0 «Crapt»
(BAO «Anmasy) B.A. MakcumoBy

V. Jlecnas, 1. 45, xa6. 3, r. Actpaxanb, 414000, 3A0 «Crapt»

Tem.: 201-15-23, daxc: 201-38-12, Bx. Ne 231

OKTIO 2345678234, OT'PH 9870654321, 25.09.2010

WNHH/KIIIT 123456789/9876543210
23.09.2016 Ne 234/03-11
06 yuactuu B KOH(EpeHIINH
[lpocuM pa3pemuTh HaleW OpraHWU3alMl [PHHATH YYacTHe B  KOH(EpPEHIIHH,

MOCBSAIIEHHOI BOIIPOCAaM COKpallleHus TOKyMeHToo0opoTa, kotopas cocroutcs 20.12.2010.
B cnyuyae nonoXuTenbHOro 0TBETa, MPOCUM COOOIIUTD YCIOBUS Y4acTHs B KOH(EpEeHINH.

I'enepanbHBIN TUPEKTOP M.K. Ilerpos
Cemenosoii B.1. I1.0. Opemkuna
[ToAroTOBUTH MPOEKT 45-67-68

MUChMa-OTBETa 00 YCIOBHSIX
y4acTus B KOH(pEepeHIIUN
k 27.09.2010

25.09.2010

B nexo Ne 02-01
27.09.2010
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2)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AMas3y Hupektopy 3A0 «CrapTt»
(BAO0 «Anmaszy) B.A. MakcumoBy

VY. Jlecnas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Ten.: 201-15-23, daxc: 201-38-12,
OKIIO 2345678234, OI'PH 9870654321,

WHH/KIIIT 123456789/9876543210 B neno Ne 02-01
27.09.2010
23.09.2017 No 234/03-11 I1.0. Opemikuna
45-67-68

006 yuacTuu B KOH(pEpEHIUN
[lpocuM pa3pelmuTh Halled OpraHu3aluk [PHUHATH YYacTHE B  KOH(EPEHIIHH,
MTOCBSIIIICHHOHN BOIPOCAaM COKpPAIEHUS JOKYMEHTO000poTa, Kotopas cocroutcs 20.12.2010.
B cityuae moyioxkuTeIbHOTO 0TBETA, TPOCUM COOOIIUTH YCIOBHS YUaCTHS B KOH(PEPEHIIHH.

I'enepanbHBII AUPEKTOP M.K. Ilerpos

3A0 «Crapt»

Bx. Ne 231

25.09.2010
Cemenosoii B.1.
[ToaroToBUTH NPOEKT

MMCbMa-0TBETa 00 yCIOBUSX
y4yacTus B KOH(pEepeHIUN

k 27.09.2010
25.09.2010
3)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AMa3y Hupexropy 3A0 «Ctapt»
(BAO «Anmasy) B.A. MakcumoBy
V. Jlecnas, 1. 45, ka0. 3, r. Actpaxans, 414000,
Tem.: 201-15-23, daxc: 201-38-12,
OKITIO 2345678234, OT'PH 9870654321, CemenoBoii B.1.
MHH/KIIIT 123456789/9876543210 [ToaroToBUTH MPOEKT

MUChbMA-0TBETa 00 YCIOBHSX
y4dacTusi B KOHpEpeHInn

k 27.09.2010

25.09.2010

23.09.2018 Ne 234/03-11

06 yuactuu B KOH(EpeHIINH
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[IpocuM pa3pemuTh Hameld OpraHW3alMk MPUHATH y4acTHE B KOH(EpEHIUH,
MOCBAIIEHHON BOIIPOCaM COKpaIeHHUs1 JOKyMEHTO000poTa, kotopasi cocroutces 20.12.2010.
B cnyuae moioXuTeNbHOTO OTBETa, POCHM COOOIIMTH YCIIOBUS yYacTHs B KOH(PEPEHIIUH.

I'enepanbHbIN IUPEKTOP M.K. Ilerpos

I1.0. Opemikuna

45-67-68
B nemo Ne 02-01 3A0 «Crapt»
27.09.2010 Bx. Ne 231
25.09.2010

22. Ilpopoaxurte mnpenjioxenue: «Ilocie 3aBepuieHHsi [1eJONPOM3BOJACTBEHHOr0 oA
BbI1a4a OT/AEJbHBIX JOKYMEHTOB W3 Jejga He jaomyckaercs. Ilpu HeoOxogumocTu BO
BpeMeHHOe I0J1b30BAHHE MOKeT ObITh BBIIAHO /€10 neJukoM. Ha MecTe BbIIaHHOIO J1ej1a
NOMeNAeTCs. .. »:

1) nucT-3aMecTuTENb

2) 3aBepeHHasi KOMus

3) xapTa-3aMecTUTEIb
23. PacnopsiiuTesibHbIe 1OKYMEHTHI (IPUKa3bl, PACHIOPSIKEHUS M [P.) PacloJiaralorcs B
aese:

1) B mocnenoBaTenbHOCTH, OTPAXKAIOLIEH X0/1 pACCMOTPEHUS BOIIpoca

2) 0 XpOHOJIOTUH U TOPSIIKY HOMEPOB

3) B asipaBUTHOM MOPSIAKE
24. IlpaBuia, B COOTBETCTBMM C KOTOPHIMM NPOMCXOAUT JABHKEHHE [T0KYMEHTOB B
yUpesKAeHHH — ITO...

1) opranusanus 1eJ0nponu3BOACTBA

2) opranuzanus JOKyMEHTAI[HOHHOTO 00ECTICUCHHS

3) opranusanus JOKyMEHTO000poTa
25. C yero HauMHaeTCs UCMOJTHEHHE JOKYMeEHTa?

1) co cOopa nnopMaru 1Mo BOIpocy

2) ¢ coBelaHus B KaOMHETE y PYKOBOJAUTENS

3) c u3gaHMs npukKasza 00 UCIIOJIHEHUH JOKYMEHTa
Yacts B
3apanme: Onucars NOPSIOK COCTABICHUS U YTBEPKACHUS HOMEHKIATYPBI €.
Yacts C
3amanmue:

CocraButh muceMo OAO «Jlampsa» (392559, r. TamboB, yn. Peunas, a. 7) B aapec
nupekTopa YuebHoro nentpa «ton» (392558, r. Tam6oB, yn. Pabouas, a. 12/3) Jlanosa B.II. ¢
poch00i BBICTIATh KaJICHIAPHBIN TUTaH-TpaduK MPOBEIECHNS CEMHHAPOB Ha 2-¢ moixyroaue 2011
I. C YyKa3aHHMEM YCIOBMA M pa3MepoB IUIaThl 3a OOydeHHE MO CileayrolmM Kypcam: 1.
CoBpemMeHHbIN MapkeTHHT. 2. TexHonoruu npoxax. 3. Peknamusle TexHOonoruu. 4. YpasieHue
nepcoHainom. 5. MckyccrBo nenoBoro obmenus. 6. Kagposoe nenonpousBonactBo. 7. IHTEepHET
JUISl yIIpaBJIE€HUSI.

ITuceMo moammcano 3amectureneM aupekropa no nepcoHany OAO «Jlagss» OpiioBeM
I1.P.
Henocraromue nanHble yka3aTb CaMOCTOSTENBHO.
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BAPHUAHT Ne 17

Yacth A
BEIIIOTHUTE TECTOBEIE 3aJaHU.

1. Kak nymepyercsi Juct J0o00oro ¢gopmara, moaMThId 3a OAMH KpaH, Ja’ke eCJd OH
CJI07KeH:

1) KaK OIMH JTUCT

2) Kak JBa JucTa

3) KaK TpH JIMcTa
2. Perucrpanus — 3rto:

1) mpucBoeHne JOKyMEHTY ITU(PPOBOTO WK OYKBEHHO-ITU(POBOTO 0003HAYCHUS

2) 3anuch HHGOPMALIUU HA PA3IIMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPAaBUIIaM

3) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE 110 yCTaHOBJICHHOH dopMme, hukcupyromei Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOITY4YEHHUS
3. Ecnu rpakiaHuH X04eT BBICKa3aTh CBOM PEKOMEHAALNUHU MO YIYULICHUIO A TeIbHOCTH
rocy/apcTBa, TO OH JOJKEH COCTaBUTh:

1) xxanoOy

2) npeioKeHe

3) ciy)ke0HYI0 3aIICKy
4. Kak Ha3pIBaeTcsl CTPYKTYpPHOe nojapasaeieHue ciay:x0b1 [JOY, koTopoe ocyuecTBJjisieT
padoTy ¢ oOpalIeHUSIMU I'PAKIAH:

1) oTaen xanod u mpeaIoKeHUN

2) oTzeN 1Mo KOHTPOJIIO 32 UCIIOJIHEHHUEM JOKYMEHTOB

3) skcnienuuus
5. Homenkiarypa e, KOTOPas COCTABJSACTCH ISl OPraHu3auMi, OJXHOPOAHBIX II0
XapakTepy /[esiTeJbHOCTH M CTPYKType, YCTaHaBJIMBaeT [IJIsi HUX THIIOBOH cocTaB je,
eIMHYI0 HHICKCALMIO ITHX /e, - HA3bIBAaeTCH:

1) npumepHoii

2) TUNOBOM

3) UHIUBUIYATHHOM
6. ApXMBHBIH CHPABOYHHK, CO/AEpPKAIMHA CHCTEMATH3MPOBAHHBIN IepeYeHb €IHHHULL
XpaHeHus (xexa), - 3T0:

1) HoMeHKIIaTypa e

2) onuch nien

3) BHYTpPEHHSIS OMUCH JOKYMEHTOB JeNa
7. lokyMeHTa CUMTaeTCsl MCIOJTHEHHbIM, eCJIN:

1) KOppeCIOHIEHTY AaH OTBET

2) TOKYMEHT MCIIOJIHEH B Ha3HAYCHHbBIN CPOK

3) mocTaBiIeHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBI MO CYLIECTBY, KOPPECIIOHAEHTY JaH
OTBET
8. Homenkiatypa es cocTaB/isieTcs €O cieayoueil NepuoAnYHOCTbI0

1) onuH pa3 B Tpu rojaa

2) ¢ IEpUOINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3aluei

3) exeroaHo
9. O0pamenne rpaxkiaHnHa, MoJAaBaeMoe B NMCbMEHHOI GopMe ¢ Mpocb00H 0 MPU3HAHUH
32 HHMM OIpeJeJeHHOI0 CcTaTryca, NpaB, TAPpaHTHH M JbIOT C TMpeJocTaBJIeHHEM
AOKYMEHTOB, HX MOATBEPKIAAIOUINX, - ITO:

1) 3asBneHue

2) X0JIaTaCTBO
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3) xayoba
10. TommHa Ka’XA0r0 /1ej1a He J0JIKHA NMPEeBbIIATD:

1) 50-60 MM

2) 20-30 mm

3) 30-40 mm
11. lokyMeHTO000pOT — 3TO:

1) Komm4ecTBO JOKYMEHTOB, IOCTYIMBUIMX B OpPraHU3allMi0 M CO3/JaHHBIX €0 3a
OIPEACICHHBIA TEPUO]

2) ABMKEHHE JOKYMEHTOB B OPraHM3allid C MOMEHTAa MX CO3/aHUS WIM IMOJIy4EHMS 10
3aBEpIICHUS UCIIOJIHEHUS WIN OTIIPABJICHUS

3) opranuzanus paboThl ¢ JOKYMEHTaMH B YUPEXKACHUU
12. Kaxk Ha3piBaeTcsi CTPYKTYpPHOe IOApa3jiejieHHe, KOTOpPoe peliaer MpodjaeMbl
JOKYMEHTAIMOHHOI0 00ecreyeHHsl YNIPaBJeHUs B OPraHU3AMM:

1) cnyx6a I0Y

2) Oyxranrepus

3) oTaen kaapoB
13. Kanob6a — 3To:

1) oOpaienue rpaxgaHWHA, HapaBIEHHOE Ha COBEPLICHCTBOBAaHME pabOTHI OpraHoB
BJIAaCTU M YNPABICHUS, PELICHUE BaXXHBIX BOIPOCOB HSKOHOMHUYECKOH, IOJUTHYECKOMH,
COLMAJIBHO-KYJIBTYPHOH M Ipyrux cep ux AESTeNbHOCTH, TIe MpeularaloTcs MyTH U CIOCOOBI
pelIeHUs 3aTPOHYTHIX PoOIEM

2) oOpaleHue rpaxaHuHa 10 NOBOAY pealu3alyy MPpUHAIIEKAIIMX €My JMYHBIX IIpaB U
3aKOHHBIX HMHTEPEcOB, 3akperuieHHbIX Koncturymmedr PO, denepanbHbIMH 3aKoHaMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX IIPAB U HHTEPECOB

3) oOpamienne rpakaaHuHAa O BOCCTAaHOBJICHHWW €r0 IPaB WM 3aKOHHBIX HHTEPECOB,
HapYyLIEHHbBIX JEHCTBUAMH UM O€37efCTBUSMHI OpraHOB TOCYAAPCTBEHHOM BIACTH U MECTHOTO
CaMOYIpaBJIeHUs, UX JOKHOCTHBIMU U BBIOOPHBIMHU JIMLIAMU, PYKOBOJUTEISIMU OpraHU3aIUN 1
00I11eCTBEHHBIX 00bEIMHEHUN
14. Kak Ha3piBaeTcsi cHCTeMa perucTpalMi, ecJd OJHA YacTb JOKYMEHTOB
perucrpupyercs B ciayxoe JJOY, a npyrast 4acTh — B CTPYKTYPHBIX IIOApPa3/ie/1eHUAX:

1) neHnTpanu3oBaHHas

2) cMenIaHHas

3) neneHTpanu30BaHHAsS
15. loKkyMeHT, IOCTYNMBIIHIL B yYpe:KIeHHE, - ITO:

1) ucxoasimuii TOKYMEHT

2) BXOASIIUN JOKYMEHT

3) BHYTpEHHHI TOKYMEHT
16. Ilpu ¢popmMupoBaHUM MCIOTHEHHBIX IOKYMEHTOB B /1e/1a B OPraHU3aLHAX HA 00JI0KKY
Ka’K10T0 /1eJ1a BLIHOCATCS CJIeAyIolMe CBeJeHHs:

1) HaumeHOBaHME OpraHW3alUU — MHIEKC Jejla — 3aroJIOBOK Jejia — JlaTa Jeja — CpPoK
XPaHEHUs U CTaThs 10 MEPEUHIO - TPUMEUaHUe

2) HaMMEHOBAHMUE OpPraHM3allMM - MHJEKC Jejla — 3arojOBOK Jiea — JaTa Jiela — CpoK
XPaHEHUs M0 MEPEUHI0 — ApXUBHBIN MU PP

3) HauMeHOBaHNE OPTaHU3AllMYA — HAMMEHOBAHHUE CTPYKTYPHOTO MOJPA3AEICHUS — UHIEKC
JieJia — 3aroJIOBOK JieJla — CPOK XPaHEHUSs 0 MEPEYHI0
17. MakcuMaJIbHBIH CPOK MCIOJTHEHHS 00paleHHii TPaKIaH COCTaBJIseT:

1) 70 nuewt

2) 60 guei

3) 40 nueit
18. HomenkaTypa fes1 oOpraHu3anmm:
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1) sBnsieTcst 00s3aTENBHBIM JTJOKYMEHTOM TOJBKO JIJISl TOCYIapPCTBEHHBIX OpraHU3aInit
2) pa3pabaThIBaeTCs O YCMOTPEHUIO OPraHU3aIiH
3) sBsieTCs 00s13aTENIBHBIM IOKYMEHTOM JJIs1 BCEX OpraHu3auui
19. Uro u3 mepevyucIeHHOTr0 He MOKeT CJYKMTh HA3BAHUSIMHM Pa3lejioB B HOMEHKJATYype
aen:
1) HauMeHOBaHUA CTPYKTYPHBIX MOIpa3iesieHui
2) HamnpaBJieHUs JIEATETbHOCTH OpraHU3alNN
3) HaMMEHOBAaHMS OpPraHU3AINMA
20. Omnpenenenne NOJMTHYECKOI, IKOHOMHYECKOM, CONMATbHO-KYJIbTYPHOM,
NPAKTHYECKOIl LIEHHOCTH JOKYMEHTOB /1JIsl IOC/JIeAYI0IIero uxX XpaHeHus1 ¥ UCIO0JIb30BAHUSA
WIN JUIS 0TOOpa HA YHUYTOKEHHE, - ITO:
1) sxcnepTH3a e TeNbHOCTH OpraHu3aluu
2) sKcnepTH3a LIEHHOCTH JOKYMEHTOB
3) aKcnepTr3a JOKyMEHTAMOHHON A TeTbHOCTH
21. YkaxxuTe BAPUAHT, B KOTOPOM NPABUJIbHO C(popMYy/JIMPOBAHbI 3ar0JIOBKH JIeJ:
1)
1. IlpoTokoutbl 3aceqanuii megarorndeckoro coseta 3a 2012/2013 y4eOnblii ron
2. [Inansl paboT CTPYKTYpHBIX Noapazaenenuit Ha 2013 rox
3. JIOKyMEeHTBI, TOATOTOBJICHHBIE 10 33JaHUI0 OPTaHOB T'OCYIAPCTBEHHOIO YIIPaBICHUS
(cipaBKH, 0030pbI, AHHOTAIIUU U P.)
4. JIOKyMEHTBI, PEJCTaBIsIEMbIE B Cy/ICOHBIC U CIEACTBEHHBIC OPraHbl IO YTOJIOBHBIM U
IpaXXIaHCKUM JieJaM (aKThl, TOKJIaIHbIE 3aHCKH, CIIPABKU, XapaKTEPUCTUKH )
5. Homenkumarypa nen va 2013 ron
6. [Tnan pabotsl komnemka Ha 2012/2013 yuebHblit ro.
7. Otuer o pabote koytemxka 3a 2012/2013 yueOHbIi TOA
2)
1. JIOKyMeHTBHI, TIpeACTaBIsIEMbIE B CYJCOHBIC U CIEACTBEHHBIC OPTaHbl MO YTOJIOBHBIM U
TpaXTAHCKUM JieJaM (aKThl, TOKJIaIHbIEe 3aHCKH, CIIPABKU, XapaKTEPUCTUKH )
2 Homenknatypa aen Ha 2013 rox
3. [Inan pabotsl Komnemxka Ha 2012/2013 yueOHbI# To.
4. Otuer o pabore kosnemxka 3a 2012/2013 yueOHbIN roj
5. Jleno ¢ mpoToKoIaMH 3acelaHuii IeIarOTHYECKOro COBETA 3a Y4eOHBIH 1o
6. leno ¢ rutanaMu pabOT CTPYKTYPHBIX MOJpa3ieIeHHUM
7. Jdeno ¢ MOKyMEHTaMH, MOJATOTOBIEHHBIMH IO 33JaHUI0 OPTaHOB TOCYIapCTBEHHOTO
YIPaBJICHUS, K KOTOPBIM OTHOCSTCS CIIPAaBKH, 0030pbl, aHHOTAIIUU U JIp.
3)
1. [leno ¢ mpoToKoIaMH 3acelaHUui MeIarorHYecKOro COBETa 3a Y4eOHBIN IO
2. lleno ¢ miuaHamMu paboT CTPYKTYPHBIX MOpa3IeIeHHMA
3. Jleno ¢ moxymeHTaMH, MOATOTOBJICHHBIMU IO 33aJIaHUI0 OPTaHOB TOCY/IapCTBEHHOTO
yIpaBIeHUs, K KOTOPBIM OTHOCSITCS CTIPaBKH, 0030pbl, aHHOTAIUH H JIP.
4. AXTHI, TOKJIQ/THBIC 3aIMCKH, CIIPABKH, XapPAKTEPUCTUKH, MPEICTABIIIEMbIC B CYAcOHBIC
U CIIEJICTBEHHBIE OPTAHBI 0 YTOJOBHBIM U TPAXKJTAHCKUM JIeliaM
5. Heno ¢ HomeHkiarypo# aen 3a saBapb 2013 roma
6. Jleno ¢ ru1aHoM paboTHI KOJIJIEIKa
7. deno ¢ otueToM 0 paboTe KoJIIemKa
22. BcraBbTe nponyileHHbIe ciioBa: «B KoHIIEe ro1a B HOMEHKJIATYpe /eI 3aM0JHAeTCs ...0
KATEropusix ¥ KOJHYeCTBe 3aBeIeHHbIX U BKIIOUYEHHBIX B HOMEHKJIATYPY JA€e»:
1) 3aBepuTenbHas HAAMUCh
2) uTorosas 3alluCh
3) BHYTpEHHSIS ONUCH
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23. O0OpameHus IpaskAaH PacioJiaralTcs B Aesax:
1) B HyMepaIMoOHHOM HOPSAKE
2) B andaBUTHOM MOPSIKE
3) B BOPOCHO-JIOTMYECKOH MOCIeI0BATEIbHOCTH
24. Kakoii rpynmbl JOKYMEHTOB He CYyHIeCTBYeT IIOCJe MX IpeABapUTEJbHOIO0
PaccMOTPeHUs COTPYAHUKOM cayxk0b1 JJOY:
1) TOKyMEHTBI, MOJIeKALIUE PETUCTPALIUN
2) IOKYMEHTbI, HalpaBJisieMble Ha PACCMOTPEHNE PYKOBOJAUTEIIO
3) IOKYMEHTBI, HalpaBjsieMble HA KOHTPOJIb
4) TOKYMEHTBI, HE TOJIeKAIINEe PETUCTPALIUN
25. Koraa npoucxoauT CHSITHE IOKYMEHTA ¢ KOHTPOJisi?
1) B KOHIIE KaJIeHJapHOTO ToAa
2) TOJIBKO TOCJIE MTOJIHOTO UCIIOJIHEHUS JIOKYMEHTA
3) 1O pelIeHUI0 UCTIOTHUTENS

Yacts B
3apanme: Onucath NOPSAOK IIpUEMa MOCETUTENEH.
Yacts C

3aganue:

CocTaBuTh NPOTOKOI 110 CIAEAYIOLIUM JIaHHBIM.

OTkpbITOE aKiuoHepHoe obuiecTBo «MHTep» mpoBesno 3aceqaHue komeruu. Ha moBectke JTHS
paccMaTpuBaloCh [Ba BOIpoca: O paboTe otTaena MHGOPMATH3ALUU IO OOECHEYECHUIO
JeSITeIbHOCTH yupexaeHus. Jlokiaa HayalbHUKA OT/Aena MHpopMmatuzanuun AkuMoBa A.A.; o
npencraBieHnu PakBuenko O.T. Kk MPUCBOEHHIO MOYETHOrO 3BaHUS «3aciy’KEHHBIM paOOTHHMK
KynbTypbl Poccuiickoit @enepaunn». Jloknan HayanpHuKa oTaena KyiabTypsl Tutosa M.C.

[Tpu ob6cyxnenun nepsoro Bompoca BoicTynuiau: Kysnernos C.JI. — mocraBui Bompoc o
JIOTIOJTHUTEIIbHOM BBIJIEIIEHUH KOMIBbIOTEPOB U1 oTaena; Cymuos JI.C. — npeayioxxun nepenarsb
OTJIely MAacCHB MMEIOIIMXCS B JPYrUX MOJApa3[esieHUus X HHPOPMAIMOHHBIX KapTOYek;
3arnaguna O./]. — coobmunna o0 MMeEIMXCcs B OTAETIEe HOBBIX pa3paboTKax MO YIyYIIEHUIO
OpraHu3any UH(POPMAIIMOHHBIX MPOIIECCOB.

B pe3synbraTe MOCTaHOBWIW: - OAOOPUTH OCHOBHBIE HalpaBiIeHUs pabOThl oTAena; -
pa3peimuTh aAMUHHCTPAaTUBHO-XO3SIMICTBEHHON ciy:)k0e mnpuoOpecTy [Uuisi HYXI OTJena
uHpOpMaTU3alUKN 3 KOMIIBIOTEPA.

[Ipu o6cyxnenun BTOoporo Bompoca BbeicTynwin: CemeHoB M.D. — mnogaepxan
npeioxkenue o BelABkeHNN PakBuenko O.T. Ha mpHUCBOEHUE MOYETHOTO 3BaHus; - JIlyueHKOB
N.H. — cka3zan o cepwpe3nbix 3acinyrax PakBuenko O.T. B nene pa3BUTHS OTEUECTBEHHOU
KYJIBTYPBI.

ITocTtanoBunu: - BIABUHYTh PakBreHko O.T. Ha IpHCBOEHUE TOYETHOTO 3BaHUSI.

BAPUAHT Ne 18

Yacts A
BLIHOHHHTB TECTOBBIC 3a1aHU .

1. 3asBJeHue — 3TO:
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1) oOpamenue TpaxIaHWHA, HAIpPaBICHHOE HAa COBEPLICHCTBOBaHME pabOTHI OpPraHoOB
BJIACTU M YIPABICHHS, pELICHHE Ba)XXHBIX BOMPOCOB HAKOHOMHUYECKOH, MOJUTHYECKOH,
COLMAIBHO-KYJIBTYPHOH M OpYrux cep uX ACATENbHOCTH, A€ MPEJIaraloTcsl IMyTH U CIIOCOObI
pelleHus 3aTPOHYTHIX MPOOIEM

2) oOpallieHue rpaxkJjaHuHa 0 MOBOJY peaanu3aluy MPUHAIICKAIIUX €My JIMUYHBIX TIPaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIX Koncturynueir PO, denepanbHbiMu 3akoHaMu, HE
CBSI3aHHBIX C HAPYLICHUEM 3THX MIPaB U HHTEPECOB

3) oOpamieHue TpaxJaHWHA O BOCCTAaHOBJICHUU €ro MpaB WIM 3aKOHHBIX HHTEPECOB,
HApYIICHHBIX JCHCTBUSAMH WM O€37CHCTBUSMHI OPraHOB TOCYAapPCTBEHHOW BIACTH M MECTHOTO
CaMOYIpaBJIeHUs, UX JOHKHOCTHBIMU U BBIOOPHBIMHU JIMLIAMU, PYKOBOJUTENSIMU OpraHU3alui U
OOLIECTBEHHBIX 00bEIUHEHUN
2. Kakoii 3Tan npoxXoauT JOKYMEHT IocJe NpueMa 1 MepBUYHOH 00padoTKu:

1) paccmoTpeHne pyKOBOAUTEIIEM

2) mpeBapUTelbHOE PACCMOTPEHHE U paclpeieNieHue paboTHUKOM ciy:k0b1 [IOY

3) ucrnionHeHUe
3. 'pynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B /1€JI0 B COOTBETCTBUM C HOMEHKJIATYPOii e
U CUCTEMATH3alUsl IOKYMEHTOB BHYTPH /1eJ1a — 3TO:

1) dopmupoBanue aen

2) odopmiieHue nien

3) pacripeneneHue et
4. YTo U3 nepevyncIeHHOr0 He BKJII0YaeTcs B HOMEHKJIATYPY Ae:

1) AOKYMEHTBI, CO3/IaHHbIE B CaMOIl OpraHu3aluu

2) nepexondiue rena

3) neyaTHbIe U3IAHUS
5. IBu:KeHue TOKYMEHTOB B OPraHM3alMM ¢ MOMEHTA UX CO3AaHMS WJIH TNOJy4YeHUs /10
3aBeplIeHNs] UCTIOJTHEHHUS UJIH OTNPABJIEHUS — 3TO:

1) noKyMeHTHpOBaHUE

2) IOKYMEHTOBEJIeHHE

3) TOKyMEHTOOOOpOT
6. IlpeaBapuTebHOE pACCMOTPEHHE NMOCTYNHBIIET0 IOKYMEHTA MPOBOAMTCS

1) pykoBoauTenem

2) HayaJIbHUKOM ci1yx0b1 JIOY

3) pabotHukom ciyx0b1 JIOY
7. HomeHnki1aTypa el BKJIKYAET cieayromue rpagoi:

1) uHAeKkc nena — 3aroJioBOK Jejla — aBTOp — KOJMYECTBO EIMHHI] XPAaHEHUS — CPOK
XpaHEHUs - MPUMEYaHNe

2) UHJAEKC JeNla — 3aroJOBOK Jiejla — KOJMYECTBO €IUHUI] XPAHEHUS — CPOK XPAHEHHS -
MpUMeUYaHus

3) 3aroJ0BOK JieJ1a — KOJIMYECTBO €AMHUIL XPaHEHUS! — CPOK XPaHEHUS
8. OuneHka, HACKOJIBKO NMPAaBWJILHO, YIA4YHO M TOJHO pellleH BONPOC, NMOCTABJEHHbIH B
JAOKYMeHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOTHEHUS

2) KOHTPOJIb 0 CYIIECTBY

3) Texyluii KOHTPOJIb
9. OOpamenue, B KOTOpoM He ykazanbl ®UO, agpec U JUYHAA NOANUCH I'PANKIAHMHA,
CYUTAETCH:

1) aHOHUMHBIM

2) KOJIIEKTUBHBIM

3) MUCbMEHHBIM
10. Ck0/1bKO JINCTOB JOJIKHO BKJIKYATH OTHO C()OPMHUPOBAHHOE /1€J10:
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1) npumepno 200 sucToB
2) npumepHo 300 aucToB
3) mpumepno 250 aucToB

11. [Ies1a mMOCTOSAHHOTO CPOKa XPaHEHUs] U BPeMEHHOro cpoka (0oJiee 10 s1eT) XpaHeHus
MO/JIeKAT:

1) momHOMY OOpMITEHHIO

2) ynpoIiieHHOMY 0(hOpMIICHHIO

3) nomoNMHUTENEHOMY O(pOPMIICHUIO
12. lokyMeHThI GOPMHUPYIOTCS B Jieda B COOTBETCTBUH C:

1) uHCTpYKIIMEN 1O AETONPOU3BOACTBY;

2) HOMEHKJIATYpOH e,

3) nmonoxkeHuem 06 yupeKACHUH.
13. K BHj1aM CPOKOBOI0 KOHTPOJIS OTHOCATCS:

1) Texyuuit, npeaynpeauTeabHbli, UTOIOBbII

2) KOHTPOJIb 10 CYIIECTBY, TEKYIIUil, UTOTOBBIi

3) Tekyuui, BHYyTPEHHUM, UTOTOBBIN
14. O0pameHnue IByX MJM HECKOJbKHX JHI[ B MMCbMEHHOM BH/e, COAEpsKallee YACTHBIH
HHTepec, Ju00 oOpalieHue, NPHHATOe HA MHWTHHIe, CcOOpaHMHM, MOANMCAHHOE
OPraHu3aTopaMM WM YYACTHHKAMHM MHUTHHIa WIH coOpaHus, UMewllee 00lecTBeHHbIi
Xapakrep, - 3TO:

1) metummst

2) nucpMeHHOEe oOpalleHue

3) KOJUIGKTUBHOE OOpaleHne
15. B cayuae, koraa B pekBusute «Pe3oonus» nopyvenue 1aercs IByM WIH HECKOJIbBKHUM
JIMI[AM, OTBETCTBEHHBIM HCIIOJHHUTEIEM SBJISETCS:

1) U0, yka3aHHOE B IOPYYECHUHU TIEPBBIM

2) Bce yKa3aHHBIC B TOPYYEHHUH JIUIIA

3) AuI0, YKa3aHHOE B CITMCKE MOCJIETHUM
16. IloaroroBka /1eJ1 K XpaHeHHIO B COOTBETCTBHHU € YCTAHOBJIEHHbIMHU NPABUJIAMH — 3TO:

1) dbopmupoBanue aen

2) opopmienue nen

3) XpaHeHue aen
17. Permcrpanuu moajexar ciaeaylonue 10KyMeHThI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOZSAIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBanue JOKYMEHTOB — 3TO:

1) B3BeMIMBaHUE TOKYyMEHTOB

2) 3akJeMBaHNe KOHBEPTOB

3) ckiiagpIBaHKE JOKYMEHTOB M BIIOYKCHHE UX B KOHBEPTHI
19. HomeHk1aTypa Aes 10/KHA BKJIIOYATH CJIeIyIolHe PeKBU3UTHI:

1) HanMeHOBaHNE OpTaHU3allMN — HAUMEHOBAHHE JIOKyMEHTa — JlaTa — PEeruCTPalnOHHBINA
HOMEpP — MECTO COCTaBJIEHHs — 3aroJIOBOK K TEKCTY — TEKCT — MOJIUCHh — Ipu( yTBEPKACHUS -
rpu¢ cormacoBaHus

2) HAaMMCHOBAHUC OpraHu3dali — HAUMCHOBAHHWEC BHUAA HJOKYMCHTAa — JaTa -
peFI/ICTpaI_[I/IOHHBII\/’I HOMEP — MECTO COCTABJICHUS — 3aroJIOBOK K TEKCTY - TCKCT — NOJANHNCH
3) HAaMMCHOBAHUC OpraHu3dali — HAUMCHOBAHHWEC BHAA JOKYMCHTa — JaTa -

PErUCTPALIMOHHBIA HOMEP — MECTO COCTaBJIEHHS — 3aroJIOBOK K TEKCTY - TEKCT — MOAMHCH —
aapecat
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20. Kakme H3 mepeYyHMCICHHBIX HHMKe [JOKYMEHTOB He OTHOCATCS K BHYTPEHHEMY
JOKYMEHTOIIOTOKY:
1) pacriopsiuTeNnbHbBIE TOKYMEHTHI
2) cnyxeOHbIe TUChMa
3) opraHu3alOHHbIE JOKYMEHTBI
21. YkaknuTe NpaBUJIbLHBIA BAPUAHT PACIIOJIOKEHH S 3aT0JI0BKOB /1eJ1 B HOMEHKJIAaType J1eJl:
1)
IIpuka3pl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOAIIECH OpraHU3alMM, IPHUCIAHHBIC IS
CBECHMSI U PYKOBOJCTBA
I'onoBoii oTyer 0 paboTe opraHu3aLuu
[Ipuka3sbl 1O OCHOBHOM J€ATEIbHOCTH
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUIETENILCTBO O PETUCTPALIMHU, YCTAB)
JIOKYMEHTBI 110 aTTecTali paOOTHUKOB (ATTECTAllMOHHBIE JHUCTHI, POTOKOJIbI, KOIUU
MIPUKA30B)
WHucTpykuuu o npaBax v 003aHHOCTSAX JOJIKHOCTHBIX JIULL
IIpoTokonbl coOpaHuii TPyI0OBOrO KOJUIEKTHBA
KBapranbHble m1aHbl padoThI
3akonbl Poccuiickoit ®enepannu u Yysamickoit Peciyonuku
[lepenucka ¢ npeAnpUITUSIMU U OPraHU3ALMSIMU 110 aIMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIIpOCaM
["omoBoIi TTaH PabOTHI OPTaHU3AIIH
Ilepenucka ¢ BbILIECTOSIIIENH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATEIbHOCTH

2)

3axonbl Poccuiickoit @enepaunu u Yysamickoi Peciyonuku

IIpukaspl, MHCTPYKLIMH, YyKa3aHUs BBIIIECTOSIIIENH OpraHHU3aluM, IpHUCIaHHBIE MJIs
CBEJICHUS U PYKOBOJICTBA

VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALMH, YCTAB)

WHucTpykuuu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIUIL

IIpukassl 10 OCHOBHOU J€ATEIbHOCTH

['omoBoit TuTaH paboTHl OpraHU3aAINI

KBapranbHble m1anbl paboThI

I'ogoBoit oTueT 0 pabote opraHu3auu

ITpoTokonbl coOpaHuii TPYIOBOrO KOJUIEKTHBA

[Tepenucka ¢ BeIIECTOSIEN OPTraHU3ALMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH

Ilepenncka ¢ IpeAIPUATHSIMHA U OPTaHU3ALMSIMU IO aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOITPOCAM

JIOKyMEHTBI 1O aTTeCTallMi PaOOTHUKOB (aTTECTALIMOHHBIE JMCTHI, MPOTOKOJBI, KOIUU
MIPUKA30B)
3)

[TpoTokoibl coOpaHuii TPyAOBOTO KOJIJIEKTHBA

KBapranbHble T1aHbl pabOTHI

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciybmnnku

Ilepenncka ¢ IpeAIPUATUSIMHA U OPTaHU3ALMSIMU [0 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOITPOCAM

I"ooBoOI T1aH PabOTHI OPraHU3ANH

[Tepenucka ¢ BhIIECTOSIIIENH OPTaHU3AIMEN 110 BOITPOCAM OCHOBHOM JI€SITEILHOCTH

IIpukaspl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOALIEH OpraHU3allMM, NpUCIaHHBIE IS
CBEJICHUS U PYKOBOJICTBA

I'omoBoii oTyet 0 paboTe OpraHu3aIH
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[Ipuka3sel 10 OCHOBHOU J€ATEIbHOCTH
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUIETEIILCTBO O PETUCTPALIMHU, YCTAB)
JIOKYMEHTBI 110 aTTecTalli paOOTHUKOB (ATTECTAllMOHHBIE JHMCTHI, POTOKOJIBI, KOIIUU
MIPUKA30B)
WHcTpykunu o npaBax v 0083aHHOCTSX JOJIKHOCTHBIX JIUL
22. 3akoHuHUTe TMpeoKeHHe: «B KoHme ena IS yyera KOJMYeCTBA JIMCTOB
COCTABJIACTCH. .. »:
1) nucT-3aMecTUTENb
2) nucT-3aBepUTEIb
3) xapTa-3aMecTUTEIb
23. IIpoToKo0Jibl TPYNNHUPYIOTCS B JeJia:
1) B mociie10BaTeNbHOCTH, OTPAXKAOLIEH X0 paCCMOTPEHHUS BOIIPOCca
2) 10 XpOHOJIOTHH U MOPSIAKY HOMEPOB
3) B andaBUTHOM TMOPSAIAKE
24. Kaxoii Bu padoT He BbINOJIHAETCS PH 00padoTKe OTNPaBJIsieMbIX IOKYMEHTOB:
1) npoBepka npaBUIbLHOCTU O(hOPMIIEHUS JOKYMEHTOB
2)rpocTaBieHHUE apeca Ha KOHBEPTE
3) noanucaHue JOKyMEHTOB
4) panpueBaHue U BI0XKEHUE JJOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTbI He PerHCTPUPYIOTCH?
1) HOKyMEHTBI, Ha KOTOPBIX HET IOYTOBBIX MAPOK
2) TOKyMEHTHI, aIpeCOBaHHbIE PYKOBOIUTEIIO
3) TOKyMEHTBHI, MOJTydYeHHBIE JIUIsl CBEACHUS U HE TPEOYIOIINEe OTBETa

Yacte B
3aganue: Onucarh NOPSIOK IPOBEACHNS COBELIAHHM.
Yacts C
3aganue:

CocraButh cnpaBky OAO «Metpononusi» B aapec OTnaena pacupeleneHus KUIon
wiomaan AnMuHucTpauuu JleHnHckoro paiioHa r. YeGokcapsl 0 TOM, 4TO0 MOCKBHHA
Anekcanapa FOpbseBHa paboTaeT crapmiuM KOHCYJIbTaHTOM otThena npojax ¢ 10 mapra 2005
rojia ¥ mo Hacrosiee Bpems ¢ okiagoM 11 000 (oguHHaguate THICAY) pyOsnel. Henocrarommue
JTaHHBIE YKa3aTh CAMOCTOSITEIIBHO.

BAPHUAHT Ne 19

Yacts A
BLIHOHHHTB TECTOBBIC 3a1aHUA

1. Bce 1OKYMEHTBI OPraHU3alUM JeJIATCH Ha:
1) Bocxoasmue 1 HUCXOIALINE
2) BXoJs1IMe, BEIXOSIINE, BHYyTPEHHHE
3) BXoas1Me, UCXOAAIINE, BHYyTPEHHHUE
2. Kakue u3 mepe4uc/ieHHbIX JOKYMEHTOB 00s13aTe/IbHO IepeJaloTcsl Ha pacCMOTpeHHe
PYKOBOJUTEIO:
1) AOKyMeHTBI, HoJdy4YeHHbIe U3 aamuHucTpanuu [Ipesnnenra
2) NOKYMEHTBI, aIpECOBaHHbIE B CTPYKTYPHBIE MTOApa3IEIICHUS
3) JOKYMEHTBI, COJIEpIKAIIUE TEKYITYI0 HHPOPMAITHIO
3. Kakyro uH(popManuio coaepKuT HTOroBasi 3alIMCh K HOMEHKJIaType aena?
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1) 0 KonMuYecTBE U KATETOPUSIX 3aBEJCHHBIX JE

2) KOJIMYECTBO HE3aBEJICHHBIX JIEll

3) KOJIMYECTBO YTPAUEHHBIX B TEUEHHE I'0J1a /1€ C YKA3aHUEM IIPUUUH yTPAThl
4. Kakoe cTpykTypHOe mnojapasjaejeHue ciayx0bl JOY ocymecTBisieT PpPerucTpanuio
JOKYMEHTOB:

1) uHCHEeKIUS IO KOHTPOJIIO

2) oTzen perucTpalyy U yuera JOKyMEHTOB

3) sKcrienuIust
5. CucreMaTH3MpPOBaHHBIN NepeYyeHb HAUMEHOBAHUM [1eJI, 3aBe/IeHHBIX B OPraHM3alMH, €
yKa3aHHeM CPOKOB MX XpaHeHHs, 0()OPMJIEHHBbIH B YCTAHOBJIEHHOM MOPA/IKe, - ITO:

1) onuck

2) apXWBHBIN CIIPAaBOYHUK

3) HOMEHKJIaTypa Jel
6. Kakue 3Tanbl 00padoTKH NPOXOAUT BXOASIINH JOKYMEHT:

1) mpuem u mepBu4Has 00paboTKa — MpPEeABAPUTEIHLHOE PACCMOTPEHHE — PETUCTPAIUS —
paccMOTpEeHHE PYKOBOAMUTENIEM — UCTIOJTHEHHUE — HAIPABJICHHUE B JIEJIO0

2) mpueM u TnepBUYHAs 00paboTKa — MpeABapUTEIBLHOE PACCMOTPEHHE — PETUCTPAIUS —
paccMOTpEeHHE PYKOBOAMTENEM — Iepelaya Ha HCIOJHEHHE — WCIOIHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJIEHUE UCIIOJIHEHHOI'O IOKYMEHTA B JIEJIO WJIM OTIIPaBKa

3) cocTtaBieHHe IPOEKTa — coriacoBaHue — opopmileHHe — MOANUCAHUE — PETUCTPALIHS —
OTIIpaBKa
7. KOHTPOJIb MCIIOJIHEHUS JIOKYMEHTOB He00X0AuM /JIsl...:

1) noBBILIEHUS] MCIIOIHUTEIBCKON IUCUUIUIMHBI U COKpAILlEHUS CPOKOB PACCMOTPEHUS
JIOKYMEHTOB

2) oOecrieyeHUs] CBOEBPEMEHHOTO M  KayeCTBEHHOI'O HCIIOJIHEHUS IOpY4YEHUH,
coJiepKalinuxcs B JOKyMEHTax

3) coBepuieHCTBOBaHUS pabOTBl C JIOKYMEHTaMM W MOBBILIEHUS  KYJIBTYpPHI
YIPaBIEHYECKOIO TPyAa
8. PexBu3utr «OTMeTKa 0 NOCTYIUIEHUM JOKYMEHTa B OPraHM3aulMI0» BKJIKYaeT
CJIeAYIOIIHE JJIEMEHTBI:

1) HaMMEHOBaHHME TOCTYNHUBIIETO JOKYMEHTA, €r0 PETUCTPALMOHHBIA HOMEp U BpeMs
MOCTYIUICHUS

2) COKpallleHHOE€ HAaUMEHOBaHHWE OpraHU3alluy, OJTY4YHUBILIENH JOKYMEHT, BXOASIINUNA HOMEp,
JIaTy MOCTYIUICHHS

3) HauMEHOBAHME OpraHU3allMU, MOJYYUBIIEH JIOKYMEHT, PETUCTPALMOHHBIA HOMEp
JIOKYMEHTA M J1aTy JOKyMEHTa
9. Kakoii U3 TepMHHOB He PEKOMEHAYIOT MCIO0Jb30BaTh NpH (opMyJIHMpPOBKe 3ar0J10BKOB
aen:

1) neno

2) TOKYMEHTHI

3) maTepuanbl
10. OnucH ey COCTABJISAIOT B LEJIsSIX:

1) peructpauuu aen

2) yuera zien

3) YHUYTOXEHUS €T
11. OcHOBHO} NPUHIUI PerUCTPALMH:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCThb

3) OTHOKPATHOCTH
12. Pe3osronus — 310:
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1) 3aduxcupoBaHHasT Ha MaTepUAIbHOM HOCUTeNe HWH(pOpPMAIMSI C PEKBU3UTAMH,
HO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

2) HaanuCh Ha JIOKYMEHTE, BBIIIOJHEHHAs JOJKHOCTHBIM JIMIIOM, COJAEprKallasi IpUHITOE
UM pelleHHe

3) peKBU3UT JOKYMEHTA, KPAaTKO U3JIararolifil ero cojaepkaHue
13. Ha ocHOBaHMM KAKOI'0 JOKYMEHTA COCTABJISIETCH OMUCH JIeJI:

1) MHCTPYKIUS 1O TOKYMEHTAIIMOHHOMY O0ECTIEUCHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa Jel

3) nepeyeHb TOKYMEHTOB CO CPOKAMH XPAHEHHUS
14. Kak BHecTH B HOMEHKJIATYPY /eJl 3aroJIOBOK He MPeIyCMOTPEHHOr0 paHee jeJa,
o0pa3oBaBuIerocsi B Te4eHHe KAJIEHJIAPHOI0 roJa B CBSI3H C M3MEHEHHUSIMH B /1esITeIbHOCTH
OpraHu3aNuu:

1) mepernedataTb 1 3aHOBO O(OPMHUTH MOCIEIHIO CTPAHUILY HOMEHKIIATYPHI €], BHECS B
Hee JIONOJHUTEbHBIN 3aroJI0BOK

2) HareyaTaTh HOBBIN 3aroJIOBOK Ha OTJEJIBHOM JIMCTE U IPUJIOKUTh €r0 K HOMEHKJIAType
nen

3) BmucaTh HOBBIM 3arojIOBOK OT PYKH B CIEIHAJIbHO OTBEJCHHOE PE3EPBHOE MECTO,
OCTaBJISIEMOE IOCTIe KaXKIO0r0 pas/iesia HOMEHKIATYpPBI 1€
15. Ha kakux JOKyMeHTaX MPOCTABJISETCH OTMETKA 0 MOCTYIJICHUM:

1) TONBKO Ha JOKYMEHTaX, MOUIeKAIUX PErUCTPALUN

2) Ha BCEX MOCTYMHBIIUX JOKYMEHTaX

3) TOJIBKO Ha JJOKYMEHTaX, TPeOYIOIINX UCIIOTHEHUS
16. CBoHasi HOMEHKJIaTypa e/l OpraHu3alui BBOJAMTCS B JleiicTBHe:

1) ¢ 1 suBaps Texyiero roga

2) ¢ nexkabps TEKyIIEero rojaa

3) KaxxJple MoAroja TeKyIlero rojia
17. Cpok McnoJIHeHHs] MOCTYNUBIIETr0 JOKYMEHTA HCYMCIIAeTCS:

1) B KaJIeHAAapHBIX JHSX C JaThl pACCMOTPEHMS JJOKYMEHTA PYKOBOAMTEIEM OpTraHU3aIlH

2) B pabouux JHSX C IaThl MOCTYIUIEHUS JJOKYMEHTA B OPraHU3aIHI0

3) B KaJIeHIApHBIX AHSAX C AAThl MOCTYIJICHUS JOKYMEHTA B OpraHU3alMio
18. O0ecneyeHne CBOEBPEMEHHOI0 M KAYeCTBEHHOI'0 MCIIOJIHEHUS NMOPYYeHHUI U pelIeHust
BOIIPOCOB, ITOCTABJICHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCTIoJIHEHNE JOKYMEHTOB

3) KOHTPOJIb UCTIOJIHEHHUS TOKYMEHTOB
19. HomeHnkiaTtypa [Jej, KOTOpasi YCTaHaBJHMBAaeT NPUMEPHBbIH cocTaB JAesa UIA
OpraHu3anuii, OAHOPOIHBIX MO XapaKTepy AeATeJbHOCTH, HO PAa3JIMYHBIX MO CTPYKTYpe,
Ha3bIBaeTcs:

1) unauBUAYyaIbHON

2) TUNIOBOM

3) npumepHoi
20. KTo ycTanaBIMBaeT MHANBHAYAJIbHBIN CPOK MCIIOJTHEHHUS JOKYMEHTOB:

1) nonpaszaeneHue-uCIoTHUTETb

2) pyKOBOAMTENb, PACCMATPUBAIOIINN JOKYMEHT

3) HeMmoCpeNCTBEHHO UCTIOTHUTEh

21. Ykaxxute npaBU/IbHBIA BAPDUAHT 0(popMJICHUSI (PArMeHTa HOMEHKJIATYPbI J1eJ1:

1) 3AO «IIpemuym» YTBEPXIAIO
HOMEHKIJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
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14.11.2010 Ne 3

Nunexc 3arosoBoOK jiena KosmmuectBo nein [Tpumeuanus
Jena

1 [Iporokonbl  coOpaHuil  TPYAOBOTO
KOJIJIEKTHBA

2 KBapTanpHble miaHsl paboTh

3 3akonbl Poccuiickoit ®enepanun u
Yygamckoit Pecniyonnku

4 [lepenucka ¢  nOpeanpusATHAMU U
OpraHM3alMsIMH 110 aAMHUHUCTPATUBHO-
XO03sICTBEHHBIM BOIIPOCAM

5 ["omoBoIi TTaH PabOTHI OPTaHU3AIIH

6 Ilepenucka c BBIIIIECTOSAIIEN
OpraHu3anye 1o BOIpocaM OCHOBHOM
JesTeNbHOCTH

7 [Ipukaspl, UHCTPYKUUH, yKa3aHUsA
BBILLIECTOSIIEH OpraHu3aluy,
IpUCIAHHBIE  JJI1  CBEAEGHUS U
PYKOBOJICTBA

8 I'onoBoii oTueT 0 paboTe opraHu3aIuu

9 ITpuka3sl IO OCHOBHOM JI€SATEIBHOCTH

10 YupeaurenbHble JOKYMEHTBI
(mocTaHOBIIEHME M CBHJETEILCTBO O
perucrpanmu, ycraB)

11 JIOKyMEHTBI o aTTecTaluu
pabOTHUKOB (aTTECTAllMOHHBIE JIUCTHI,
IIPOTOKOJIbI, KOITMU IPUKA30B)

12 WHcTpykuuu o mpaBax U 00513aHHOCTSIX

JOJIZKHOCTHBIX JIHI]

[Tonnucana HauanbHUKOM cIyk0b1 JIOY

2)

JIM4YHas noAnuch

I'.A. I'y3useBont

3A0 IIpemuym» YTBEPXAIO

HOMEHKIJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»

14.11.2016 Ne 3

r. Yebokcapbl IT.1. Tpodpumon

Ha 2011 ron
NHupekc 3aroyoBOK Jiena KomnuectBo nen | Cpok [Ipumeuanus
nena XpaHeHUs W

HOMEpP CTaTbU
1o Ilepeunto

1-1

1. O6mmii oTaena

3akonsl Poccuiickoit denepanuu
u Yysamickoit PecriyOnuku
IIpukasel, UHCTPYKIIUH,
yKa3aHUs BEIIIECTOSANIEH
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1-5

1-6

1-7
1-8

1-9

1-10

1-11

1-12

1-13

OpraHu3alnuy, MPHUCIIaHHBIE IS
CBEJICHUS U PYKOBOJICTBA

YupeautenbHbie JIOKYMEHTBI
(mocraHoBIeHUE u
CBUJICTENILCTBO O pErucTpalui,
yCTaB)

WHCTpyKIIMM O  TpaBax H
0053aHHOCTAX HOJIKHOCTHBIX
JIALL

IIpukasel o OCHOBHOM
JeSITebHOCTH

I"onoBont IU1aH paboThI
OpraHu3aIuu

KBapranbHble mianel paboThl
['ogoBoit  oTuer o  pabote
OpraHu3anuu

[TpoTokombl cobpanuii
TPYIOBOTO KOJUIEKTUBA
Ilepenncka ¢ BhIIIECTOSIIIEH
opraHusalueii 1o BoIpocam
OCHOBHOM JI€ATEIbHOCTH
[lepenucka ¢ npeanpusTUIMH U
OpraHu3anusaIMu o
aIMUHUCTPATUBHO-
XO03HCTBEHHBIM BOIIPOCaM
JIOKyMEHTBl 1O  aTTecTaluH
pabOTHUKOB  (aTTecTallMOHHbIE
JUCTBI,  TPOTOKOJBI,  KOMIHH
MPUKA30B)

[Toanucana HavambHUKOM cI1yk0b1 JIOY

3)

JJM4YHas 1IoAIINCH

I'.A. I'y3usieBoit

3akpeIToe akimoHepHoe oobmiectBo «IIpemuym» YTBEPXJIAIO

HOMEHKIJIATYPA JIEJI Mupexrop 3A0 «IIpemuym»
14.11.2017 Ne 3
r. Yebokcapbl I1.1. Tpodpumon
Ha 2011 rox 20.11.2011
HNunexc 3aroyI0oBOK ziena KomnuectBo nen | Cpok [Tpumeuanus
nena XpaHEeHusT W
HOMEp CTaTbH
o Ilepeunto
01. O0mmii oTaen
01-01 3akonsl Poccuiickoit @enepanuu
u Uysamickoit PecriyOnuku
01-02 [Tpuxkassl, MHCTPYKIUH,
yKa3aHus BBILIECTOSILIECH

opraHu3al, HOPHUCIAHHBIC I
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CBEJICHHS M PYKOBOJICTBA

01-03 YupenurenbHbie JIOKYMEHTBI
(moctaHoBIIEHUE u
CBHUJIETEJILCTBO O DPETHCTPAlUH,
01-04 yCTaB)

WHCcTpykKnun 0 mpaBax H

01-05 00s13aHHOCTSX OJKHOCTHBIX
JIUIL

01-06 [Tpukassr o OCHOBHOM
JIeATEIIbHOCTH

01-07 T'onosoii [UIaH paboThl

01-08 OpraHu3aIiu
KBapranbHble mi1aHbl padoThI

01-09 l'ogoBoii  oTduer o  pabote
OpraHHu3aIuu

01-10 [TpoToxoJibl coOpaHuii

TPYAOBOTO KOJJIEKTHUBA
Ilepenncka ¢ BhIIECTOSLIEH
01-11 OpraHM3alueil 1o Bolpocam
OCHOBHOI1 J1eATeIbHOCTH
Ilepenucka ¢ npeanpusATUIMHA U
OpraHu3aIUsIMU o
01-12 aJIMUHUCTPATUBHO-
X03SICTBEHHBIM BOMIPOCAM
JIOKyMEeHTBI [0  aTTecTaluu
pabOTHUKOB  (aTTecTallMOHHBIE

01-13 JUCTBI,  TPOTOKOJIBI,  KOIUH
IIPUKA30B)
HauanbHuk cinyx6s1 IOY JIMYHas MOAINCH I''A. I'y3HseBa

22. Kakoif npUHIMI He UCI0JIb3yeTcsl IPH (popMUPOBaHUM JeJI:
1) XxpoHOJIOTHUECKUI
2) BOIIPOCHO-JIOTUYECKUI
3) ucropudeckuit
23. OnpenesieHue NOJUTHYECKOI, IKOHOMUYECKOI, COMAJIBHO-KYJIbTYPHOI,
NPaKTHYeCKO HEHHOCTH JOKYMEHTOB /ISl MOCJIeYIOIIero HX XpaHeHHsl U UCII0JIb30BAHUA
WM 1JIs1 0TOOpa HA YHHMYTOKEHHE — ITO...
1) onucanue nen
2) sKcrepTH3a EHHOCTH JOKYMEHTOB
3) opopmiienue gen
24. Kakue onepanuu He BHINOJHAKOTCA NPU GOPMHUPOBAHUM JI€JI:
1) pactipeneneHue U packiaka UCIOJHEHHBIX JOKYMEHTOB 110 MankKam
2) pacrnonoxeHne JOKyMEHTOB BHYTPH Jiejla B OIPEIEICHHON MOCIe10BaTeIbHOCTH
3) HyMepanus JIMCTOB
4) opopmiierre 00I0KKH J1eTia
25. B kaKkuX yuypekIeHHusIX co31aeTcs ynpaBjaeHHe Ae1aMu?
1) Ha rocyJapCTBEHHBIX NPEANPUATHIX
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2) B UCIIOJITHUTEJIBHBIX OPraHax BJIACTHU U UCIIOJIHUTEIBHBIX CTPYKTYpax MECTHOTO
caMOYIIpaBJICHUS
3) B MUHUCTEPCTBAaX U BEJJOMCTBAxX

Yactr B
3apanme: Onucath npoleaypy NOArOTOBKA KOMAHIUPOBOK PYKOBOIUTEIIS.
Yacts C

3amanmue:

CocraBUTh MPOTOKOJ 3aceqaHus CcOTpyAHUKoB Oyxranrepun 3A0  «Opuon».
ITpucyrctBoBanin 18 uenosek. IloBecTka NIHA — COKpallleHHE CpPOKa COCTaBJIEHMSI T'OJOBOTO
otueta. Ha 3aceganuu 6bu10 3acnymano coobienue oyxranrepa Cypkosoit C.H. B coobmiennu
OHAa OTMETWJIA, YTO PaOOTHUKH TPYIIBl y4e€Ta MMEIOT BCE BO3MOXHOCTH AJIi 3HAYUTEIILHOTO
COKpAIIIEHHUS CPOKa COCTABIIEHUS TOJJOBOrO oT4eTa. I '010B0Oi1 OoTUeT 3a r'OJl MOKET ObITh
IIpEJICTaBJICH IPYNION yueTa Ha 3 IHS paHbllie YCTAaHOBJIEHHOT'O CPOKaA.

[lo mamnomy Bompocy BbicTynui raBHbiil Oyxrantep Kporos E.H. On ckazan, 4ro
pa3paboTan HOBBIM Trpaduk pabOT MO COCTABJICHHUIO TOMO0BOTO oTderta. [lpu ycrnoBum
BBITMIOJTHEHHS] HOBOTO rpadrika BceMu pabOTHHUKAMU TPYIIIbI yueTa, MOKHO COCTABUThH IOCPOUHO
U C/IaTh TOJI0BOM OTYET Ha 4 JTHS paHbllIEe YCTAHOBIEHHOTO CPOKa.

[Tocne oOcyxneHuss OBLJIO MPUHATO pEIICHHE: - MPEACTaBUTh TOJOBOM OTYET 3a

roJl Ha 4 JHS paHbLIE YCTAHOBJIEHHOI'O CPOKa; - MPOBECTH aHAIMU3 FOJI0BOTO OTYETA C
LEJIbIO BBISIBICHUS PE3E€PBOB, HEOOXOAMMBIX JUIsl YCTICIIHOTO BBIMOJTHEHUS IJIaHA Ha
roJI.

BAPHUAHT Ne 20

Yacts A
BLITOTHUTE TECTOBEIE 3aJaHUS.

1. YTo M3 nepevucJIeHHOr0 He OTHOCUTCSH K BHIAM KOHTPOJIA :
1) KOHTPOJIb O CYIIECTBY PELICHHS BOIIpOCca
2) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS
3) KOHTpOJIb 32 OPOpPMIICHUEM JOKYMEHTOB
2. Perucrpanus — 3r1o:
1) npucBoeHue TOKYyMEHTY HU(PPOBOTO MM OYKBEHHO-IIU(POBOro 0003HAUEHUS
2) 3anuch HHGOPMAILIUU HA PA3IMYHBIX HOCUTENSAX [0 YCTAaHOBJICHHBIM IIpaBUIIaM
3) 3amuch y4eTHBIX JAHHBIX O JJOKYMEHTE 110 yCTaHOBJIEHHOHN (opMe, pukcupyromei Gpakt
€ro CO3/1aHHus, OTIIPABKH WJIH NOIY4YECHHUS
3. Kakoii 3Tan npoxXoauT JOKYMEHT I0CJIe PerucTpanuu:
1) ucnonunenue
2) paccMOTpeHHE PYKOBOAUTETIEM
3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3pIBaeTcsi CTPYKTYpPHoe moapasaejenue ciay:xkobl JJOY, koTopoe ocyuiecTBJjisier
NpHeM M IePBUYHYI0 00pa00TKY NOCTYNHBIINX JOKYMEHTOB:
1) cexperapuat
2) KaHUesIpUst
3) skcmeuIHst
5. Onucse gen —3rto:
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1) apXuBHBII CIPaBOYHHUK, COACPKAIUN [IEPEUEHD BCEX €ANHULL XPAHEHUS, COCTOSAIIUX HA
ydyeTe B apXuBe OpraHu3aluu

2) cucTeMaTU3MPOBAHHBIN NEpeYeHb €IMHULl XpaHEeHus (1ei1), NpeJHa3HAaueHHbIX IS UX
ydyeTa U OIepaTUBHOIO MOUCKA.

3) mepeuyeHb 3aroJOBKOB Jied, C(HOPMHPOBAHHBIX B CTPYKTYPHOM TOApA3CICHHH,
HE3aBUCHMO OT CPOKOB UX XpaHEHUs
6. OCHOBHBIM JOKYMEHTOM, PerJaMEeHTHPYIIIUM TEeXHOJOTHI [J0KYMEHTAIlHOHHOIO
o0ecrnieyeHus! ynpaBJeHHUs] B OPraHU3aLMH, SIBJISICTCS:

1) monosxxenue o ciyxbe 10Y

2) uactpykuus o JJ0Y

3) mpuka3 pyKOBOJIUTEISI OPraHU3alUN
7. JOKyMeHTa CYUTAETCH HCIIOJTHEHHBIM, €CJIH:

1) KOppeCIOHIEHTY AaH OTBET

2) JOKYMEHT MCIIOJIHEH B HA3HAYEHHBINA CPOK

3) mocTaBlieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBI MO CYLIECTBY, KOPPECIOHAEHTY JaH
OTBET
8. HomeHnkaTypa /1es1 cocTaBJ/isieTcs €O cieayoueil nepuoAu4HOCTbI0

1) onuH pa3 B Tpu roja

2) ¢ IepuoOINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3aluei

3) eXeroaHo
9. OpuuHaJIBLHBIA JOKYMEHT, OTIPABJISieMbIH U3 yUpeKIeHusl, - 3TO:

1) BXOAALIMI TOKYMEHT

2) UCXOSIIIHNMA TOKYMEHT

3) BHYTpEHHHI IOKYMEHT
10. Ha xakmue 1ejia CTPYKTYPHOI'O NOApa3/ie/ieHUsl He COCTaBJIAETCS OT/eJIbHAsl ONHUCh:

1) Ha fena MOCTOSTHHOTO XpaHEHUs

2) Ha Jiena reHepaibHOTO TUPEKTOpa

3) Ha fgena BpeMeHHOTro xpaHeHus (cBbiiie 10 yeT)
11. JlokymMeHTO000pPOT — 3TO:

1) KonmM4yecTBO JOKYMEHTOB, IOCTYMMBIIMX B OPraHU3alMI0 U CO3JaHHBIX €10 3a
ONPEAEIICHHBIN TEPUOL

2) IBWXXEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTA UX CO3/IaHHs WM MOJY4YEeHHUs 10
3aBEepUICHUS UCTIOJHEHUS WM OTIPaBICHUS

3) opranusanus paboThl ¢ JOKYMEHTaMH B YUPEXKACHUU
12. Kak Ha3piBaercsi CTPYKTYpHOe TMoOjApa3jejieHHe, KOTOpoe pemaer npodJjeMbl
JOKYMEHTAIIHOHHOI0 00ecIeYeHus1 YIPABJICHHS B OPraHU3ALHN:

1) cayx6a IOY

2) Oyxrantepus

3) oTmen kaapoB
13. Kyaa mnepenalwoTcs [JOKYMEHTBHI IOCIe¢ TMPeIBAPUTENbHOI0 PACCMOTPEHHs] HX
padoTHuKOM ciy:k0b1 [JOY:

1) Ha ucnonnenue

2) Ha OTIIpaBKYy

3) Ha perucrpanuo
14. I'pynnupoBKa 10KYMEHTOB B /1€/1a OCYLIECTBJIACTCH HA OCHOBAHUM:

1) HHCTPYKIIUH 110 TOKYMEHTALIMOHHOMY 00€CIIEUEHUIO YIIPABICHUS

2) nepeyHs TUIMOBBIX YIPaBICHUYECKUX JOKYMEHTOB CO CPOKaMH XpaHEHHs

3) HOMEHKJIaTyphl J€J1 OpraHu3auu
15. JIncr-3aBepuTreib ejia MOMeNIAeTCs:

1) B Hayasne nena
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2) Ha 00OPOTHOM CTOPOHE OOJIOKKH Aela
3) B KOHIIE Jies1a TOCIIe OCIEHETO JOKYMEHTa
16. Ilpu ¢popmMupoBaHUM MCIIOTHEHHBIX IOKYMEHTOB B /ie/1a B OPraHU3ALHUAX HA 00JI0KKY
KaK/10T0 J1e/1a BBIHOCATCS cyleyIoIue cBeJeHH:
1) HaumeHOBaHME OpraHU3alUU — MHJIEKC Jejla — 3aroJIoBOK Jejla — JlaTa Jeja — CPoK
XPaHEHMs U CTaThs 110 MEPEYHIO - IPUMEYaHue
2) HaMMEHOBAHHWE OpPTaHM3alMd - MHJEKC JieJla — 3arojoBOK Jeljia — JlaTta Jejia — CPOK
XpaHEeHMs 10 EPEYHIO — ApXUBHBIA MM (P
3) HauMeHOBaHNE OPraHU3ALMY — HAUMEHOBAHUE CTPYKTYPHOIO MOJPA3/AEICHUS — UHAEKC
Jieqia — 3aroJIOBOK Jiella — JaTa Jiea — CPOK XPaHEHHUs 10 IIEPeUHI0
17. Cpok ucno/iHeHHs] BHYTPEHHEro JOKyMEHTa HCUYHCJISIeTCs:
1) B KaJIeHAApHBIX JHSX C JaThl IOANNUCAHUS JOKYMEHTA
2) B KQJIGHAAPHBIX JHSX C JaThl 0(pOPMIICHUS IOKYMEHTa
3) B KaJIeHIapHBIX AHAX C AAaThl pETUCTPALlUU JOKYMEHTa
18. HomenkiiaTypa es1 opranu3anmm:
1) siBisieTCs 00s13aTEABHBIM JOKYMEHTOM TOJIBKO JIJIsl TOCYIapCTBEHHBIX OpraHU3aluil
2) pa3pabaTbIBaeTCs 10 YCMOTPEHUIO OpraHU3aluU
3) siBisieTcst 00s3aTeNbHBIM JOKYMEHTOM ISl BCEX OpraHu3anui
19. Yto u3 nmepeyncaIeHHOI0 He MOKeT CJIYKUTh Ha3BaHUSIMM Pa3/ieJIOB B HOMEHKJaType
aen:
1) HauMeHOBaHUS CTPYKTYPHBIX MOJIpa3/iesIeHuI
2) HanpaBJIeHUs EATEIbHOCTH OpraHu3aluu
3) HaMMEeHOBaHUs OpraHU3alui
20. B oxnoM geJie He JOJIKHO OBITH 0oJIee:
1) 400 nuctoB
2) 150 nuctoB
3) 250 nmuctoB
21. YkaxuTe NpaBUJIbHbINH BADHAHT PACIIOJIOKEHHS 3ar0JIOBKOB J1eJ B HOMEHKJIAType J1eJ1:
1) 3akonsl Poccuiickoit @eneparu u Uysamickoit Pecriyomuku
IIpukaspl, MHCTPYKLIMH, YyKa3aHUS BBIIIECTOALIEH OpraHU3alluM, IpPUCIaHHBIC I
CBEICHMS U PYKOBOJCTBA
VYupenuTenbHble JOKYMEHTHI (IIOCTAaHOBJIEHUE U CBHJIETENILCTBO O PETUCTPAIIMHU, YCTAB)
WHucTpykuuu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIUI
IIpukasbl IO OCHOBHOM EATENBHOCTH
I'ogoBoit mtan paboThl OpraHU3aIu
KBapTanbHble miaHsl paboTh
I'ogoBoit oTueT 0 pabote opraHu3auu
ITpoTokonbl coOpaHuii TPYIOBOTO KOJUIEKTHBA
[Tepenucka ¢ BeIIECTOSAIIENH OpraHU3AIMEN 110 BOIIPOCAM OCHOBHOM JIE€SITEILHOCTH
Ilepenncka ¢ IpeAIPUATUSIMHA U OPTaHU3ALMSIMU [0 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIpOCam
JIOKyMEHTBI 1O aTTeCTallMi PaOOTHUKOB (aTTECTALIMOHHBIE JHCTHI, MPOTOKOJbI, KOIUU
MIPUKA30B)

2)IIpoTOKOIIBI COOpaHUIl TPYAOBOTO KOJUICKTHBA

KBapTanbHble miuaHbl paboTh

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciybnuku

Ilepenncka ¢ IpeAUpUATUSIMHA U OPTaHU3ALMSIMU [0 aJMUHUCTPATUBHO-XO0351HCTBEHHBIM
BOIIPOCaM

["omoBoIi T1aH PabOTHI OPraHU3AINH
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[Tepenucka ¢ BpILIECTOSIIEN OPTaHU3ALMEN 10 BOIIPOCAM OCHOBHOM JESATEIbHOCTH
[Ipuka3pl, MHCTPYKLUMH, YyKa3aHUs BBILIECTOSIIEH OPraHU3alWd, IPUCIAHHBIC JUIS
CBECHMSI U PYKOBOJCTBA
I'ogoBoit oTueT 0 pabote opraHu3auu
[Ipuka3sel 1O OCHOBHOM J€ATEILHOCTH
YupeautenbHble JOKYMEHTHI (TIOCTAHOBJICHHUE U CBUAECTEILCTBO O PErHCTPAlllH, YCTaB)
JIOKYMEHTBI 110 aTTecTalli paOOTHUKOB (ATTECTALlMOHHBIE JHMCTHI, POTOKOJIbI, KOIHUU
MIPUKA30B)
WHcTpykunu o npaBax v 0083aHHOCTSX JOJIKHOCTHBIX JIUL
3) Ilpuka3spl, MHCTPYKIMHU, YKa3aHUS BBIMICCTOSINCH OpraHu3alMy, MPHCIAHHBIC IS
CBECHMSI U PYKOBOJCTBA
I'ogoBoit oTueT 0 pabote opraHu3auu
[Ipuka3sel 1O OCHOBHOM J€ATEIBbHOCTH
YupeautenbHble JOKYMEHTHI (IOCTAHOBJICHHUE U CBUAECTEIBCTBO O PErHCTPAIlNH, YCTaB)
JIOKYMEHTBI 10 aTTecTallii paOOTHUKOB (ATTECTAllMOHHBIE JHMCTHI, MPOTOKOJIbI, KON
MIPUKA30B)
WHucTpykuuu o npaBax v 003aHHOCTSAX JOJIKHOCTHBIX JIULL
[IpoTokoinbl cobpaHuii TPy10BOTrO KOJUIEKTHBA
KBapranbHble m1aHbl padoThI
3akonbl Poccuiickoit ®enepannu n Yysamickoit Peciyonuku
[lepenucka ¢ npeAUpUITUSIMHU U OPraHU3ALMSIMU 110 aJMUHUCTPATUBHO-XO035HCTBEHHBIM
BOITPOCAM
["omoBoii T1aH PabOTHI OPTaHU3AIIH
[Iepenucka ¢ BBIIECTOSIIEH OpraHU3aluen 10 BOIPOCaM OCHOBHOM JI€ATEIbHOCTH
22. lIpoposxurte mpeaioxkenue: «jas ydyera JOKyYMEHTOB OIpee/IeHHbIX KaTeropui /e
NMOCTOSTHHOI'0 U BpeMeHHOro (0os1ee 10 JjieT) XxpaHeHHsI COCTABJISIETCH.. . »:
1) onuch nen
2) BHYTpPEHHSIS OMHCH
3) nucT-3aBEpUTENH JIeTa
23. Kakue BuabI pa0d0T He NPOBOAATCS NMPH MOATOTOBKE /IeJI K Iepeiaye B apXUB:
1) npoBeneHe SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) opopmienue nen
3) dbopmupoBanue aen
4) cocTaBlieHUE OIHICH
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType J1e1:
1) HomeHkIaTypa aen Ha saBapb 2013 rox
2) Homenkiarypa aen 3a 2012 rog
3) Homenkiarypa aen Ha 2013 ron
25. B kaKkuX yYpesKIeHUAX CO31aeTCd KaHueasipus?
1) Ha rocyaapCTBEHHBIX MPEATNPUITUIX
2) B UCIIOJTHUTEJIbHBIX OPraHax BJIACTU U UCIIOIHUTEIbHBIX CTPYKTYpPaxX MECTHOTO
CaMOYTIpaBJICHUS
3) B MUHHUCTEPCTBaX U BEJJOMCTBAX

Yacrs B
3amanue: Onucars NTpolLeaypy NOATOTOBKY U MPOBEICHUS TPE3CHTAIUMN.

Yacts C
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3amanmue:

CocTaBUTh NpPUKA3 [0 CIECTYIOUIUM JaHHBIM.

OAO «Cas3prHBeECT» IPOBENO 001Iee coOpaHue aKIMoHepoB. B Xoze 3aceganus ObUIO IPUHATO
pellieHne YBeTUYUTh YCTAaBHON KaruTal 001ecTBa.

B cBs13u ¢ pemennem o61ero coopanus aKIIMOHEPOB 00 YBEIMYSHUH YCTAaBHOTO KaluTaia
(mpotoxoun 3acenanus ot 01 maprta 2011 r. Ne 3) u pykoBoactBysich [lonoxxeHnem o mopsiike
yBeIU4YeHUsT (YMEHBIIEHHUS]) YCTABHOTO KamuTala, yTBEpXKAeHHbIM COBETOM JTUPEKTOPOB
obmectBa 16 uromns 2007 r., reHepaJIbHBIA TUPEKTOP U3AAIT TPUKA3.

B pacnopsauTenbHOM yacTH  ObUTM  JaHbl  CIACAYIOIIME 3aJaHUsl: PYKOBOJUTEIIO
ropuanyeckoro oraena Jlocesy B.M. HampaButh CBeNEHUsS O BHECEHWHM M3MEHEHHMI B YCTaB
o0IIecTBa B perucTpauonnyo naiary Yysamnickoi PecmyOnuky M HaJIOTOBYIO MHCIEKIUIO 0
01.05.2011; pykoBomutTento ¢uHaHCcOBOro ympabieHus OpexoBy A.A. 3aperucTpupoBaTh
JIOTIOJTHUTENIBHBIN BBITYCK akiuii B MunucrepctBe ¢uHancoB YyBamickoil PecryOmmku mo
15.05.2011; KOHTpPOJIb 32 UCHOJHEHUEM MPHKAa3a BO3JIOKUTH HA 3aM. T€HEPAIBHOTO JTUPEKTOpA
bapanosa I1.T.

[Tpuxka3s 6b11 cornacoBaH ¢ npeaceaareiem CoBeTa TUPEKTOPOB.

BAPHUAHT Ne 21

Yacts A
BI)IHOJIHI/ITI) TCCTOBBIC 3aIaHUA.

1. 3anuch y4eTHBIX JaHHBIX O IOKYMEHTe 110 YCTAHOBJIeHHOH (popMme, pukcupyromeii gpaxr
ero Co3/1aHMs, OTIPABJICHHUS WM MOJY4YeHHsl, - ITO:
1) obopmiieHHE TOKYMEHTOB
2) peructpanus 10KyMEHTOB
3) ucrnoaHeHne JOKYMEHTOB
2. Kakoii 3Tan npoxoAuT JOKYMEHT 0CJIe IPHeMa U NepBUYHOI 00padoTKm:
1) paccMoTpeHue pyKOBOIUTEIEM
2) npeABapUTEIbLHOE PACCMOTPEHHUE U pacipesieneHrne paboTHUKOM ciayxObl /IOY
3) ucrionHeHUE
3. Kakoii U3 peKBH3HTOB He YKA3bIBACTCS B PErHCTPaliMOHHBIX opmax:
1) nata nokymeHTa
2) pe3omonus
3) rpud yTBEpKIEHUS
4. Y10 M3 NepevyncaeHHOr0 He BKJII0YAeTCs B HOMEHKJIATYPY AeJ:
1) AOKyMEHTBI, CO3/1aHHbIE B CaMOIl OpraHu3aluu
2) nepexodiue aena
3) meyaTHbIC U3AAHUS
5. /IBM:KeHHe NOKYMEHTOB B OPraHHM3alliM C MOMEHTA HX CO3JaHHMA WM MOJy4YeHUs 10
3aBepuIeHUs] MCIOJIHEHHS] WM OTIPABJIEHUSA — 3TO:
1) nokymeHTHpOBaHUE
2) IOKYMEHTOBEeIeHHE
3) IOKyMEHTOOOOpOT
6. IIpeaBapuTesibHOE pacCMOTPEHHE NMOCTYNHUBIIET0 JOKYMEHTA MPOBOAUTCSH:
1) pykoBonutenem
2) HaYabHUKOM ci1y>k0b1 JIOY
3) paboTHHKOM ciy)k0b1 JJOY
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7. HomeHk1aTypa el BKJIKYAET cieayromue rpagoi:

1) uHOeKC nena — 3aroJIoBOK Jejla — aBTOp — KOJIMYECTBO E€AMHUIl XPAaHEHHs — CPOK
XpaHEHUs - IPUMEYAHNE

2) MHJAEKC JeNa — 3arojoBOK Jieja — KOJMYECTBO SIUHUI] XPAHCHUSI — CPOK XPAaHCHUS -
IpUMEYaHus

3) 3aroJIoBOK Jieyia — KOJIMYECTBO €AMHUL XPAHEHUS — CPOK XPAHEHUS
8. Ounenka, HaACKOJbKO NPABHJIbHO, YIAYHO M IOJIHO pelleH BOINPOC, NMOCTABJCHHbIN B
JOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb 110 CYLIECTBY

3) Texyuuii KOHTPOJIb
9. Kak Ha3bIBaeTcsi CTPYKTYpPHOe moapasjaeenue ciay:xonl JJOY, koropoe ocymecTBsier
KOHTPOJIb 32 HCIIOJTHEHHEM JOKYMEHTOB:

1) sxcrienummst

2) MHCHEKLHUS IO KOHTPOJIIO

3) KaHIeIApuUs
10. ®opmupoBaHue gej1a — ITO:

1) rpynnupoBKa HCHOJHEHHBIX IOKYMEHTOB B JI€JI0 M CHUCTEMaTH3alMs JOKYMEHTOB
BHYTpH J€fa.

2) rpynnupoBKa UCIOIHEHHBIX JIOKYMEHTOB B JI€JI0, CUCTEMATU3alUsl JOKYMEHTOB BHYTPH
JieJia ¥ HyMepalysi JIUCTOB JIelia.

3) BKJIIOUEHHE UCIIOJIHEHHBIX JIOKYMEHTOB B JIOKYMEHTAJIbHBIN (DOH]T OpraHu3aIuu
11. Yto M3 yKa3aHHOI0 HHKe HEe OTHOCUTCS K perucTpauoHHbIM gopmam:

1) ’xypHanbHas

2) KHWKHas

3) xapTouHas
12. Kakoii u3 nepe4ync/ieHHbIX PeKBU3UTOB BKJIIOYAETCS B perucTpanuoHHbie popmbl:

1) rpud yrBepxaeHUS

2) agpecat

3) BHU3a coriacoBaHMs
13. K BugamM cpOKOBOI0 KOHTPOJIsI OTHOCATCS:

1) Tekymui, npeaynpeauTeNbHbIA, HTOTOBBIN

2) KOHTPOJIb 10 CYIIECTBY, TEKYILIUIl, UTOTOBBIN

3) Tekymuii, BHYTpEHHHH, UTOTOBBIN
14. Kakue cBeaeHMsi He yKa3bIBalOTCSl Ha 00JI0KKe Jela NpH o(oOpMIIeHMH Aena IJs
nepegavyu B apXuB:

1) cpok XxpaHeHHUs JOKYMEHTOB Jiena

2) KOJIMYECTBO JINCTOB B JIETIE

3) KOJIMYECTBO JMCTOB BHYTPEHHEH ONUCH
15. B cayudae, korga B pekBusute «Pe3omonus» nopyyeHune aaercs IByM HJIH HECKOJIbKHM
JIMLIAM, OTBETCTBEHHBIM MCIOJTHUTEJIEM SIBJIAETCH:

1) nuuo, yka3aHHOE B IOPYYEHUU IIEPBBIM

2) Bce yKa3zaHHbIE B TOPYUEHUU JINIIA

3) 11110, yKa3aHHOE B CIIMCKE MOCIEIHUM
16. Odopmiienne pe30JIOUUM JOMYCKACTCH HA CHEHMUAJbHBIX OJIAHKAX JJIsl Pe30JII0Luii,
HU3roTaBJIMBaeMbIX Ha Oymare (popmara:

1) A4

2) AS

3) A6
17. Perncrpanuu moajexar ciaeayronye J0KyMeHThI:
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1) Bce TOKyMEHTHI

2) TOJBKO BXOISAIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBaHne JOKYMEHTOB — 3TO:

1) B3BeIMBaHKE IOKYMEHTOB

2) 3aKJieMBaHKE KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHkJaTypa e J0J15KHA BKJIKYATDH CJIeyIole PeKBU3UTDI:

1) HauMeHOBaHME OpraHU3allMy — HAUMEHOBAHHUE JJOKYMEHTA — JaTa — PeruCcTPaliOHHBIN
HOMEDP — MECTO COCTaBJICHUS — 3aroJIOBOK K TEKCTY — TEKCT — MOJANUCH — TpU( yTBEpKICHHUS -
rpu¢ coriacoBaHUs

2) HanMMCHOBAHUEC OpraHu3alvii — HaWMCHOBAHHME BHAA JOKYMCHTa — JaTa -
peI‘I/ICTpaHI/IOHHHﬁ HOMCP — MECTO COCTABJICHUSA — 3ar0JIOBOK K TCKCTY - TCKCT — HNOAIMNCH
3) HAaMMCHOBAHUC OpraHu3ali — HAUMCHOBAHHWEC BHAAa JOKYMCHTa — JaTa -

PETUCTPAIIIOHHBIA HOMEP — MECTO COCTABJICHUSI — 3aroJIOBOK K TEKCTY - TEKCT — MOAIHUCH —
ajapecar
20. Kakasi u3 onepaiuii He NPOBOJANTCS MPH MOATOTOBKe /€. [Jisl lepeIayu B apXUB:
1) noAmMBKa JOKYMEHTOB Jiela B CIIELMAIbHYIO O0JI0XKKY WM TeperieT aerna
2) cocTaBieHUE JIMCTa-3aBEPUTEIS Jiea
3) onpeneneHre CpoKa XpaHEHUs Jiena
21. YkauTe BapHAHT, B KOTOPOM NPAaBWILHO c)OPMYJIMPOBAHBI 3ar0JIOBKH /€J1:
1)
1. Jleno ¢ mokymMeHTaMu 00 OTKPBITHMM CYETOB M COBEPLICHHH PACUETHBIX OIEpallui,
coJiepKalMX MOJOXKEHHUs, CIIPaBKH, MMCbMa, KAPTOUKH
2. lleno ¢ KOMUSIMH TPHKA30B JUPEKTOPA MO0 KOMIUIEKTOBAHHIO M M3MEHEHHIO JINYHOTO
COCTaBa CTYJEHTOB
3. Jleno, cozmepxaiiiee MepenucKy ¢ TPaHCIIOPTHO-IKCIETUTOPCKUMH KOMITAaHUAMHU
4. leno ¢ nepenuckoil 06 OTKpHITUN (aKyIbTETOB JOBY30BCKOW MOJArOTOBKH C By3aMH,
HaxosAmuMucs B T. YeGokcapbl
5. leno, coaepaxaliee NepenucKy ¢ pa3sHOPOAHBIMU OpraHU3alMsIMU O Tepesiaye 3/1aHuH,
MOMEIICHUH B TOCYIapCTBEHHYIO M MYHHIIUIIAIBHYIO COOCTBEHHOCTD
6. Jleno ¢ mpuKa3aMH IeHEepaJbHOI'O JUPEKTOpa MO MPOM3BOJCTBEHHBIM BOIPOCAM 3a
ONPEIETIEHHBIN NIEPUOL

2)

1. JIokyMeHTBI 00 OTKpPBITUU CUETOB M COBEPILIEHUH PACUETHBIX ONeparuil (MonIoKeHus,
CIIPaBKH, MMCbMa, KAPTOUKHU)

2. Ilpukassl AMPEKTOPA 10 KOMIUIEKTOBAHUIO U N3MEHEHUIO JJMYHOTO COCTaBa CTYJEHTOB.
Konuun

3. Ilepenucka ¢ TpaHCIOPTHO-3KCIEAUTOPCKUMH KOMIIAHUSMU O IIEPEBO3KE IPY30B

4. Tlepenucka ¢ By3amu T. YeOokcappl 00 OTKPHITUM (PaKyJIbTETOB JOBY30BCKOM
MOJATOTOBKH

5. Ilepenucka o nepenayde 31aHAN, TOMEIIEHUI B TOCYAAPCTBEHHYI0 U MYHULIUIIAJIIBHYIO
COOCTBEHHOCTb.

6. [Iprka3zbpl TeHEPATBHOTO JUPEKTOPA MO MPOU3BOICTBEHHBIM Bompocam 3a 2012 rox

3)
1. JIokyMeHTBI 00 OTKPBITUU CUETOB M COBEPIIEHUH PACUETHBIX OMNEparuii (MoNIoKeHus,
CIIPaBKH, MHCbMa, KAPTOUKHU)
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2. Ilpukassl AMPEKTOPA 110 KOMIUIEKTOBAHUIO U U3MEHEHUIO JJMYHOTO COCTaBa CTYJEHTOB.
Konun

3. Ilepenucka ¢ TpaHCIIOPTHO-3KCIEAUTOPCKUMH KOMIIAHUSIMU O IIEPEBO3KE IPY30B

4. lleno ¢ nepenuckoil 06 OTKphITUU (haKyJIbTETOB JIOBY30BCKOM MOATOTOBKHU C BY3aMH,
HaxosAmuMucs B . Yebokcapbl

5. Hdeno, coaeprkaliiee MepenucKy ¢ pa3sHOPOIHBIMHE OPraHU3ALMSIME O Mepeaaye 3aHul,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIUIIAIBbHYIO COOCTBEHHOCTD

6. [deno ¢ mpukazaMu reHepaibHOrO TUPEKTOpa IO MPOU3BOACTBEHHBIM BOMPOCAM 3a
ONPEAEIIEHHBIN NIEPUOL

22. Ilpomosxkute mnpenio:keHue: «JIOKyMeHTBI, Yy:Ke BKJIOYEHHbIe B /€0, MOIYT
MOHAA00UTHCS PA0OTHUKY OpraHu3anum. B 3ToM ciiyyae OHM MOTYT ObITh BHIHYTHI U3 JeJIa
TOJIbKO JIMIIOM, OTBETCTBEHHBbIM 3a ¢opMupoBanue M XxpaHeHue jaej. Ha ux mecrto
3aKJIAIbIBACTCH. . )

1) xkapTa-3amecTuTeIh

2) TUCT-3aBEPUTEITH

3) AUCT-3aMeCTUTENh
23. KoHKpeTHbIe CPOKHM XpPaHEHHSI JOKYMEHTOB YCTAHABJIMBAKTCS ¢ IOMOUIBIO:

1) UHCTpyKIIMU 1O J€I0NPOU3BOCTBY KOHKPETHON OpraHU3aliu

2) [lepeyHst TUMOBBIX YIPaBIECHYECKUX JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO OOECIICUEHHS YIIPABICHUS
24. O0pameHue ABYX WJIH HECKOJbKHMX JIMI B MUCbMEHHOM BHJIe, COJep:Kallee 4aCTHBII
HHTEepec, WJM o0palieHue, NPHUHATOe HA MHUTHHIe, CcOOpaHMH, NOANKCAHHOE
opraHm3aTopaMu WiId (M) YYACTHHKAMHM MHUTHHIa WM coOpaHusi, HMewllee
00111eCTBEHHBII XapaKTep — 3TO0...

1) KONEeKTUBHOE OOpaIeHre

2) KoernagbHoe oOpalieHue

3) uHAMBHIyaIbHOE OOpaIeHHe
25. B kakuXx yuypexIeHusiX co3aaercs o01uii oTaena?

1) Ha rocyJapCTBEHHBIX MPEIPHUATHIIX

2) B UCIIOJTHUTECJIBHBIX OpraHax BJIACTU U UCIIOJIHUTCIIBHBIX CTPYKTYpPAaxX MECTHOI'O
caMOyIpaBlIeHUs

3) B MUHHCTEPCTBaX U BEJOMCTBAX

Yacts B
3aganue: Onucarh 001IKeE IpaBUiia BEACHUS TeIEPOHHBIX IEPETOBOPOB.
Yacrts C

3ananue:

CocTaBuTh OOBSACHHUTENBbHYIO 3allMCKy TIJIABHOTO Oyxrairepa BuIle-mipe3uaeHTy 3A0
«Bera» o HeBblluIaTe 3apaboTHOI 1uaThl padotHukaMm 3AO. IlpuynHa B TOM, 4TO pabOTHHK
Oyxrantepuu (ykazatb ®MO) HecBoeBpeMEeHHO OGOpPMHI HEOOXoauMble TOKyMeHTHI. [locne
MPUHATHSA CPOYHBIX Mep 3apaboTHas Tuiata Obuia BbiTuTaueHa coTpyaHukam 3A0. TIpussTHI
MEpBI [0 YCUIICHUIO KOHTPOJIS 32 JIEeATeNbHOCTHIO0 pAOOTHUKOB OyXTalTepHH.
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BAPUAHT Ne 22
Yacth A
BrIDOJIHUTE TECTOBBIE 3aJaHU.

1. llpeanoxenne — 3T0:

1) obOpamienue rpaxjaHUHA, HAIIPABJICHHOE Ha COBEPIIEHCTBOBAHUE PabOThI OPraHOB
BJIAaCTU M YNPABICHMS, PELICHUE BaXXHBIX BOIPOCOB HSKOHOMHUYECKOH, IOJIUTHYECKOMH,
COLMAJIBHO-KYJIBTYPHOH M IpYrux cep ux AEATeNbHOCTH, 1€ NPEJIaratloTcs IMyTH U CIIOCOObI
peLICHHS 3aTPOHYTHIX MPOOIIeM

2) oOpaleHue rpaxiaHiuHa 10 NOBOAY pealu3alui MPUHAIJIEKALIMX €My JMYHBIX IIpaB U
3aKOHHBIX HMHTEPEcOB, 3akperuieHHbIX Koncturynmeir P®, denepanbHbIMH 3aKkoHAMH, HE
CBSI3aHHBIX C HAPYLIEHUEM 3THX MIPaB U HHTEPECOB

3) oOpamieHne rpakaaHuHa O BOCCTAHOBJICHWH €ro IMpaB WM 3aKOHHBIX WHTEPECOB,
HapyLIEHHbIX JEUCTBUAMHU UM O€37eiCTBUSAMH OpraHOB TOCYAAPCTBEHHON BIACTH U MECTHOIO
CaMOYIIPaBIICHHS, UX JOKHOCTHBIMU U BEIOOPHBIMU JIMIIAMH, PYKOBOJUTEISIMA OpTraHU3aUi 1
00IIeCTBEHHBIX 00bEIUHEHUI
2. Kakue u3 mepedmuc/jieHHbIX JOKYMEHTOB 00s13aTe/IbHO IepeJaloTcs Ha pPacCMOTpPeHHe
PYKOBOJIUTEIO:

1) noKyMeHTBI, Hoay4YeHHbIe U3 agmuHucTpanuu [Ipesnnenra

2) TOKyMEHTHI, aIpeCOBaHHbIE B CTPYKTYPHBIE MOJIpa3/IeIeHUs

3) TOKyMEHTBI, COIepPIKAIIIE TEKYITYI0 HHPOPMAIIHIO
3. Koraa rpaxJaHMH X04eT peajin30BaTh CBOM KOHCTUTYLIMOHHBIE ITPaBa U CBOOObI, OH MULIET:

1) npennoxenue

2) mUCHbMO

3) 3asiBiIeHUE
4. Kak HyMepyeTcsi JOKYMEHT, CJIOKEHHBIH M0I10JIaM M MOJIIMTHIH 32 CepeANHY:

1) xak ouH JUCT

2) Kak JBa JIUCTa

3) KaK yeTbIpe JUCTa
5. CucreMaTH3MPOBaHHBIN NepeYyeHb HAUMEHOBAHUM 1€/, 3aBEICHHBIX B OPraHM3alMH, €
yKa3aHHeM CPOKOB MX XpaHeHUsI, 0)OPMJICHHBbIH B YCTAHOBJIEHHOM NOPsSAKe, - 3TO:

1) ommch

2) apXUBHBII CIIPaBOYHUK

3) HOMeHKJIaTypa Jeln
6. Kakue 3Tanbl 00padoTKu NPOXOAUT BXOASIIMIA JOKYMEHT:

1) mpueMm u mepBuYHas 0O6paboTKa — MpeABApUTEIHLHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOJTHEHHE — HAllpaBJICHHE B JIEJI0

2) mpueM M mnepBUYHAas 0O0paboTka — MpeaBapUTEIbHOE PACCMOTPEHHE — PETUCTPALUS —
paccMOTpEHHE PYKOBOAMTENEM — Iepefaya Ha MCIOJHEHWE — HCIOJIHEHHE — KOHTPOJIb
VCIIOJIHEHUS — HAIIPABJIEHUE MCIIOJIHEHHOTO IOKYMEHTA B JIEJIO WM OTIIPaBKa

3) cocTaBieHHne pOEeKTa — corlacoBaHue — opopmileHHEe — ONUCAaHNE — PETUCTpaLHs —
OTIIpaBKa
7. O0beM JOKYMEHT0000pOoTa — 3TO:

1) oOmiee KOIMMYECTBO MOCTYNMUBIIMX B OPraHM3ALMIO JOKYMEHTOB 3a OIpe/eeHHBIN
Nepuoj BpeMeH!

2) of1iee KOJIMYECTBO CO3[JaHHBIX OpraHu3allieil JOKYMEHTOB 3a OIpeeleHHBIA Mepruos
BpPEMEHHU
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3) oburee KOIMUYECTBO BXOASAIINX, HCXOAAIINX U BHYTPEHHUX JOKYMEHTOB OpraHU3alMy 32
OIPECIICHHBIN TEPUOJ BPEMEHU
8. PexBu3utr «OTMeTKa 0 NOCTYIUICHHM JOKYMEHTa B OPraHM3alMI0» BKJIKYaeT
cleayrouue 3JIeMeHThbI:

1) HauMeHOBaHME IOCTYNMBLIETO JOKYMEHTa, €r0 PErucTPalMOHHBII HOMEpP U BpeMs
MOCTYIJICHUSA

2) COKpalllEHHOE HAUMEHOBAHKUE OpraHU3alliy, OTY4YUBIIEH JOKYMEHT, BXOASAIINNA HOMEp,
JaTy MOCTYIUICHUS

3) HauMEHOBAHME OpraHU3alUMM, MOJYYUBIIEH JTOKYMEHT, PETUCTPALMOHHBIA HOMEP
JIOKYMEHTA U J1aTy JOKYMEHTa

9. Kakoii 13 TepMHUHOB He PEKOMEHAYIOT MCIO0Jb30BaTh NPU (POPMYJIUPOBKE 3aroJIOBKOB
aen:

1) neno

2) TOKyMEHTHI

3) pa3Hble MaTepuabl
10. Kakue u3 mnepeyHMCIeHHBIX  HHJKe JOKYMEHTOB He OTHOCATCH K BXOASIIEMY
JOKYMEHTOIOTOKY:

1) AOKYMEHTBI OT BBIIIECTOSIIMX OpraHU3aIUM

2) opraHu3aIMOHHbIE TOKYMEHTBI

3) IOKyMEHTHI OT MOJIBEIOMCTBEHHBIX OpraHU3alni
11. OCHOBHO¥ NPUHIUII PErHCTPALNH:

1) AByKkpaTHOCTH

2) MHOTOKPaTHOCTh

3) OIHOKPATHOCTH
12. Kakoro u3 npuHIUNoOB ()OpMHPOBAHUS /1eJl HE CYLIeCTBYeT:

1) BonpocHO-10ruuecKuit

2) cucteMaTU4YeCKHit

3) andaBuUTHBIN
13. Kak Ha3bpIBaeTcsl CHCTEMa PerMCTPALMH, €CJIM JOKYMEHTbl PerHCTPHPYIOTCH B MecTax
UX CO3JaHHUA (CTPYKTYPHBIX NOAPa3Ie/IeHUsIX):

1) neueHTpanu3oBaHHas

2) cMelIaHHas

3) HeHTpaIM30BaHHASA
14. J1ns1 BoccTaHOBIIEHUS WIIM 3alllMThl CBOMX HApYIICHHBIX [IpaB, CBOOO MJIM 3aKOHHBIX
MHTEPECOB TPAXKAAHUH JIOJIKEH 00OPAaTUTHCS B COOTBETCTBYIOIIUE OPTaHblI C:

1) 3asiBneHnEM

2) xanoboit

3) mpeTeH3ueH
15. OdunuaabHbIi JOKYMEHT, He BBIXOAAIIMI 3a Tmpeaeabl MNOATOTOBHBINEH ero
OpraHu3anmu, - 3To:

1) BHyTpEeHHUI 1OKYMEHT

2) BXOJSAUINI TOKYMEHT

3) ucxopsuuii JOKYMEHT
16. O0pamenue rpa:kIaHuHa, NOCTYNUBIIEE OT OJJHOI0 M TOIO Ke JIMIA M0 OTHOMY M TOMY
’Ke BOIPOCY, €CJIM €O BPeMeHH M0Ja4Hi NepBoro odpameHusi HCTEK CPOK, YCTAHOBJICHHbII
JJIS1 pACCMOTPEHMs, MJIH 3asiBUTEJIb He Y10BJIeTBOPEH JaHHBIM eMy OTBETOM, HA3bIBAETCH:

1) BrOp4HBIM

2) NOBTOPHBIM

3) NOBTOPSIFOLITUMCS
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17. Cpox ucno/IHeH!s NOCTYNMBIIET0 JOKYMEHTAa HCYUCIAETCS
1) B KaJIeHAApHBIX JHSX C JaThl pACCMOTPEHUS JJOKYMEHTA PYKOBOAMTEIEM OpraHU3allH
2) B pabouux AHSIX C JAThI IOCTYIUICHUS IOKYMEHTa B OpraHU3aIUI0
3) B KaJIeHIAPHBIX AHAX C AAThl MOCTYIJIEHUS JOKYMEHTA B OpraHU3aluio
18. ObGecnieueHne CBOEBPEMEHHOI0 M Ka4eCTBEHHOI'0 MCIIOJHEHHUs NMOPYYECHHI U pelieHust
BOIIPOCOB, IIOCTABJIECHHBIX B JOKYMEHTe, - 3TO:
1) peructpanusi JOKyMEHTOB
2) UCIOJIHEHUE JOKYMEHTOB
3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB

19. HomeHnkyiaTypa [Jej, KOTOpasi YCTaHaBJIMBaeT NPUMEPHBbI cocTaB JAea VA
OpraHM3anuii, OTHOPOJHBIX N0 XapaKTepy AeATeJbHOCTH, HO Pa3IMYHBIX N0 CTPYKTYype,
Ha3bIBaeTCH:

1) unauBHAyaIbHON

2) TULOBOM

3) npumepHOH

20. Cry:xe0HbBIE JOKYMEHTBI — 3TO:

1) MOKyMEHTHI, 3aTparuBarollie HWHTEPECHl OIPEICICHHOTO JIMIAa M COCTaBICHHBIE B
MIPOU3BOJIBHON (hopMme

2) TOKYMEHTBI, COCTaBJICHHBIEC IOPUANISCKUMH U (PU3NYECKUMH JIUIIAMU U O(OPMIICHHBIC
B YCTAaHOBJICHHOM IIOPAAKC

3) IOKYMEHTBI, CoJieprKaline 00s3aTeNbHbIe K UCTIOTHEHUIO YKa3aHUs
21. YkauTe BapHAHT NHCbMA, B KOTOPOM NMPAaBUJIbHO PACCTABJIEHBI CIIy:KeOHbIe 0TMETKH

1)3akpbITOE aKIIHOHEPHOE OOIIECTBO «AMa3» Hupexropy 3A0 «Ctapt»
(BAO «Anmasy) B.A. MakcumoBy

V. Jlecnas, 1. 45, xa6. 3, r. Actpaxanb, 414000, 3A0 «Crapt»

Tem.: 201-15-23, daxc: 201-38-12, Bx. Ne 231

OKITIO 2345678234, OT'PH 9870654321, 25.09.2010

WNHH/KIIIT 123456789/9876543210
23.09.2019 Ne 234/03-11
06 yuactuu B KOH(EepeHIINH
[lpocuM pa3pemMTh HalleW OpraHWU3alliil MPHHATH YYacTHe B  KOH(EpPEHIIHNH,

MOCBAIIEHHOM BOIIPOCAaM COKpaIlleHUs TOKyMeHToo0opoTa, kotopas cocroutcs 20.12.2010.
B ciyyae nonoXuTensHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBHS Y4acTUs B KOH(EPEHITHH.

I'enepanbHBIN TUPEKTOP M.K. Ilerpos
Cemenosoii B.1. I1.0. Opemkuna
[ToAroTOBUTH MPOEKT 45-67-68

MUChMa-OTBETa 00 YCIOBHSIX
y4acTus B KOH(pEepeHIIUN
k 27.09.2010
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25.09.2010
B nexo Ne 02-01

27.09.2010
2)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AJMas3y Hupektopy 3A0 «CrapTt»
(BAO «Anmaszy) B.A. MakcumoBy
V. Jlecuas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Ten.: 201-15-23, daxc: 201-38-12,
OKITIO 2345678234, OT'PH 9870654321,
WHH/KIIIT 123456789/9876543210 B neno Ne 02-01
27.09.2010
23.09.2020 Ne 234/03-11 [1.0. Opemikuna
45-67-68
006 yuacTuu B KOH(pEpEHINN
[IpocuM pa3pemTh Hamlel OpraHu3ald MPUHATH y4acTHE B KOH(EpeHIuH,
MOCBAIICHHON BOIIPOCAaM COKpaIIeHUs: JOKyMEHTO000poTa, KoTopas coctoutcs 20.12.2010.
B ciydae nonoXuTensHOro 0TBETa, MPOCUM COOOIIUTh YCIOBHS Y4acTUs B KOH()EPEHIIUH.
I'enepanbHBII TUPEKTOP M.K. Ilerpos
3A0 «Crapt»
Bx. Ne 231
25.09.2010
CemenoBoii B.A.
[ToaroTOBUTH MPOEKT
MMCbMa-0TBETa 00 yCIOBUSX
y4acTusi B KOHPEpEeHIIUN
k 27.09.2010
25.09.2010
3)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AMa3y Hupexropy 3A0 «Ctapt»
(BAO «Anmasy) B.A. MakcumoBy
V. Jlecnas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Tem.: 201-15-23, daxc: 201-38-12,
OKIIO 2345678234, OT'PH 9870654321, CemenoBoii B.A.
MHH/KIIIT 123456789/9876543210 [ToaroToBUTH MPOEKT

MUChbMA-0TBETa 00 YCIOBHSX
y4dacTusi B KOHpEpeHInn
k 27.09.2010

25.09.2010

23.09.2021 Ne 234/03-11
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006 yuacTuu B KOH(pEpEeHIUN
[IpocuM pa3pemuTh Hameld OpraHW3alMi MPUHATH y4acTHE B KOH(EPEHIUH,
MOCBAIICHHON BOIIPOCAaM COKpaIeHus1 JOKyMEHTO0000poTa, kotopas cocroutces 20.12.2010.
B citydae monoxuTenbHOro 0TBeTa, MPOCUM COOOIIUTh YCIIOBHS Y9aCTHs B KOH(EPEHIHH.

I'enepanbHbBII IUPEKTOP M.K. Ilerpos

I1.0. Opemikuna

45-67-68
B nmemo Ne 02-01 3A0 «Crapt»
27.09.2010 Bx. Ne 231
25.09.2010

22. Ilpoposkure mnpemnoxenue: «llocine 3aBepuieHusi [1eJIONPOM3BOJCTBEHHOIO Io0Ja
BbI1a4a OT/AEJbHBIX [JOKYMEHTOB H3 Jeja He aomyckaercsi. Ilpu HeoOxoaumocTu BO
BpPEMEHHOE I10JIb30BAHME MOKET OBITH BBIIAHO Aes0 neaukomM. Ha Mecre BbIiaHHOTO gesia
NOMeNaeTCs. .. »:

1) nucT-3aMecTuTENb

2) 3aBepeHHasi KOMus

3) xapTa-3aMecTUTEIb
23. PacnopsiiuTesibHble 1OKYMEHThI (IPUKa3bl, PACHIOPSKEHUSI U JP.) PACHOJIAralTcs B
aeme:

1) B mocnenoBaTeNbHOCTH, OTPaXKaIOLIEH X0/1 pacCMOTPEHUS BOIIpoca

2) 0 XpOHOJIOTUH U TOPSIIKY HOMEPOB

3) B asipaBUTHOM MOPSIAKE
24. IlpaBuia, B COOTBETCTBHHM C KOTOPbIMHM NPOHCXOAUT [BH:KCHHE JOKYMCHTOB B
yUpesKAeHHH — ITO...

1) opranusanus Jea0nporu3BoACTBA

2) opranuzanus JOKyMEHTAIlMOHHOTO 00ecriedeHus

3) opranusanus JOKyMEHTO000poTa
25. C yero HauYMHaETCS UCMOJTHEHHE JOKYMeEHTa?

1) co cOopa nHopMaIu 1Mo BOIpocy

2) ¢ coBelaHus B KaOMHETE y PYKOBOJAUTENS

3) c uzgaHus npuKasza 00 UCTIIOTHEHUH TIOKYMEHTa
Yacrs B
3ananme: Onucars NpaBuiia BeCHUS TeIEPOHHBIX IEPETOBOPOB MPHU BXOIAIINX 3BOHKAX.
Yacrts C
3amanmue:

CocraButh cnpaBky 3A0 «Becta» 0 3apaboTHOW TIaTe W 3aHUMAEMOU JOJIKHOCTH

HauvanbHUKa ciyx0b1 JIOY nis npencrasnenus B Hanorosyro nHcnekiuo MockoBCKOro paifona
r.Yebokcapsl. Hegocraromnue 1anabie yKa3aTh CAaMOCTOSATEIBHO.

BAPUAHT Ne 23

Yacts A
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BEITTOJIHUTE TECTOBEBIE 3aJaHus.

1. Kak HymepyeTcst JmcT J1060ro ¢opmara, NOAIIMTHIH 3a OJIMH Kpaii, J1axe ecJd OH
CJI0KEH:

1) kak OIUH JTUCT

2) Kak JBa JIMCTa

3) Kak Tpu JucTa
2. Perucrpauus — 3T10:

1) nmpucBoenue 1OKyMeHTY H(ppoBOro uiu OyKBeHHO-IIM(PPOBOro 0603HAUCHUS

2) 3anuch nHGOPMALIMU Ha PA3IMYHBIX HOCUTENSX [0 YCTAHOBJICHHBIM IIPAaBHIIaM

3) 3anKch yYETHBIX JAaHHBIX O JJOKYMEHTE 110 YCTaHOBICHHOH Gopme, GuKcupyromeil Gpakt
€ro CO3/1aHus, OTIIPABKU WJIH MOTYYECHUS
3. Ecnu rpak1aHiH X0YeT BBICKA3aTh CBOM PEKOMEHJIAIMH 0 YIYUIICHUIO 1eATeIbHOCTH
rocy/apcTBa, TO OH JOJKEH COCTABUTh:

1) xxamo0y

2) npeIoKeHne

3) ciry’)keOHYIO 3aIUCKy
4. Kak Ha3pIBaeTcsi CTPYKTYpHOe moapasaejenne ciayxonl JJOY, koropoe ocymecTsisier
padoTy ¢ oOpalleHNUSIMU I'PAKIAH:

1) oTmen xanob u mpeIoKeHUu I

2) OTAeI 110 KOHTPOJIIO 32 UCTIOITHEHUEM JOKYMEHTOB

3) sKkcrienuIms
5. HomenkiarTypa [es, KOTOpasi COCTaBJIsieTCA /Ui OpPraHu3aunuii, OJAHOPOJAHBIX IIO
XapakTepy /esiTeJIbHOCTH M CTPYKType, YCTAHABJIMBAeT [Jisi HUX THIIOBOI cocTaB e,
eIMHYI0 HH/EKCALMIO ITHX /e, - HA3bIBaeTcs:

1) npumepHOI

2) THnOBOM

3) UHAUBUTYATEHOM
6. ApXMBHBIIi CIPAaBOYHMK, COAEpP:KALIUI CHCTEeMATH3UPOBAHHBINA IepevyeHb eTUHMIL
XpaHeHus (1exa), - 3TO:

1) HOMeHKJIaTypa J1em

2) onuch Jen

3) BHYTpPEHHSIS ONUCH JOKYMEHTOB JIeNa
7. IoKyMeHTa CYMTAeTCH MCIIOJTHEHHbIM, €CJIM:

1) KOppecOHIEHTY AaH OTBET

2) TOKYMEHT MCIIOJIHEH B HA3HAYEHHBIH CPOK

3) mocTaBlieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBI MO CYIIECTBY, KOPPECIOHAEHTY JaH
OTBET
8. HomenkiaTypa e cocTaBJsieTcsl €O CJIeAyIoieil NepuoIun4HOCTbIO

1) onuH pa3 B Tpu roja

2) ¢ IepuoINYHOCThIO, YCTAaHABIMBAEMOW OpraHu3anueit

3) exxerogaHo
9. O0palenue rpaxiaHuHa, 10AaBaeMoe B MMCbMEHHOH (popMe ¢ MPOCHOOH 0 NPU3HAHUM
32 HHM ONpeJeJeHHOr0 CTaTyca, MNpaB, TFapaHTHH W JbIOT € NpeJ0CTaBIeHHeM
JAOKYMEHTOB, UX NOATBEPKIAAIOUINX, - ITO:

1) 3asiBneHue

2) xonaTaiicTBO

3) xayoba
10. TonmmHa KaKI0r0 1eJia He J0J’KHA NPEeBbIATh:

1) 50-60 MM
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2) 20-30 mm

3) 30-40 mm
11. JokymMeHTO000OPOT — 3TO:

1) KONmMYecTBO [OKYMEHTOB, IOCTYNUBUIMX B OpPraHU3alMi0 M CO3/JaHHBIX €I 3a
ONPEAEIIEHHBIN NIEPUOL

2) ABMKEHHME JOKYMEHTOB B OpPraHM3allud ¢ MOMEHTA MX CO3JaHUS WM IOJYYEHHUS 0
3aBEPILICHUS UCTIOJHEHUS U OTIIPABIICHUS

3) opranuzanus paboThl C JOKYMEHTaMH B YUPEXKICHUU
12. Kak Ha3piBaercsi CTPYKTYpHOe THoOjApa3jejieHHe, KOTOpoe pemaer MnpodJjeMbl
JAOKYMEHTAIMOHHOI0 o0ecrieyeHHs YIIPaBJIeHUs] B OPraHN3aluu:

1) ciyx06a JIOY

2) Oyxranrepus

3) oTaen kaapoB
13. ’Kanoba — 3to:

1) oOpamieHue rpaxaaHuHa, HaNpaBJIEHHOE HAa COBEPIICHCTBOBaHUE PabOThl OpPraHOB
BJIACTU M VYIPABICHHS, pELICHHE Ba)XXHBIX BOMPOCOB HAKOHOMHUYECKOH, MOIUTHYECKOH,
COLMAIBHO-KYJIBTYPHON M IpYruX cep uX ACATENbHOCTH, A€ MPEJIaraloTcsl IMyTH U CIIOCOObI
pellIeHus 3aTPOHYTHIX MPOOIEM

2) oOpaleHue rpaxkaHuHa 0 MOBOJY peau3aliy MPUHAIICKAIINX €My JIMYHBIX TIPaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIX Koncturynueir P®, QenepanbHbiMH 3akoHaMU, HE
CBSI3aHHBIX C HAPYILIEHUEM ATUX TIPaB U HHTEPECOB

3) oOpamieHue TpaxJaHWHA O BOCCTAHOBICHUU €r0 MpaB WIM 3aKOHHBIX HHTEPECOB,
HAPYIICHHBIX JIEHCTBUSAMH WM OC3ACHCTBHSIMH OPTraHOB rOCYAApCTBEHHOM BIIACTH M MECTHOTO
CaMOYIpaBlIeHUs, UX JOHDKHOCTHBIMU U BBIOOPHBIMHU JIMIIAMU, PYKOBOAUTENSIMU OpraHU3alui 1
00111eCTBEHHBIX O0BETUHEHU
14. Kak Ha3piBaeTcsl CHCTeMa perucTpalMl, ecJd OJdHA YacTbh JOKYMECHTOB
peructpupyercs B ciayxoe JOY, a npyrasi 4yacTb — B CTPYKTYPHBIX I0Apa3/ieIeHUAX:

1) neHTpanu3zoBaHHAS

2) cMelIaHHas

3) AeuleHTpanu30BaHHas
15. JlokyMeHT, IOCTYNUBIINH B YYpeKIAEHHE, - ITO:

1) ucxonsmuii JOKYMEHT

2) BXOASIINI TOKYMEHT

3) BHYTpEHHUI TIOKYMEHT
16. Ilpu ¢popmMupoBaHUM MCIIOTHEHHBIX IOKYMEHTOB B /1e/1a B OPTraHU3ALMAX HA 00J10:KKY
KAK/10T0 1e/1a BBIHOCATCS CJIeAYIOIHe CBeJCHH:

1) HaumMeHOBaHME OpraHU3allMU — WHJIEKC Jejla — 3aroJIoBOK Jejia — JlaTa jejaa — CPOoK
XpaHEHUs U CTaThs MO MEPEYHIO - TPUMEYaHUe

2) HauUMEHOBAaHWE OpraHM3allMM - MHJEKC Jejla — 3arojloBOK Jiea — JaTa Jiela — CPoK
XPaHEHUs IO MEPEUHI0 — APXUBHBIN AP

3) HauMeHOBaHHE OPTaHU3allMd — HAMMEHOBAHHE CTPYKTYPHOTO MOApa3AeIeHUS — UHAEKC
Jiena — 3aroJIOBOK JieJla — CPOK XPaHEHHUs 110 EPEUHIO
17. MakcuMaibHbIA CPOK MCIIOJIHEHHUSI O0pPAallieHUid IPa’/JIaH COCTABJIfACT:

1) 70 nueu

2) 60 muew

3) 40 nuelt
18. HomeHkJaTypa es1 opranu3anum:

1) siBnsieTcs 00s13aTENBHBIM TOKYMEHTOM TOJBKO JJIsi TOCYIaPCTBEHHBIX OpraHU3aIuit

2) pazpabaThIBaeTCs IO YCMOTPEHHIO OpTraHU3aII

3) siBAsieTCs 00sI3aTEIBHBIM IOKYMEHTOM JJIsl BCEX OpraHu3aiuii
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19. Uto u3 nmepevncIeHHOI0 He MOKeT CJIYKHTh Ha3BAaHHMSIMH Pa3/ieJiIOB B HOMEHKJaType
aen:
1) HauMeHOBaHUS CTPYKTYPHBIX [TOIpa3IeIeHUN
2) HanpaBIIeHUS AEATEILHOCTU OpraHU3aINH
3) HaMMEHOBaHUs OpraHU3alui
20. Onpenesienne MOJIUTHYECKOH, IKOHOMHUYECKO, COLMAJILHO-KYJIbTYPHOM,
NPaKTHYeCKOl HEeHHOCTH JOKYMEHTOB /1JIsl IOCJIeAY0IIero uxX XpaHeHus1 ¥ HCI0JIb30BAHUSA
WIH U1 0TOOpa HA YHUYTOKEHHe, - ITO:
1) sxcniepTr3a e TeNbHOCTH OpraHu3aluu
2) sKcrepTH3a EHHOCTH JOKYMEHTOB
3) sKcniepTr3a TOKYMEHTAMOHHOM eI TeIbHOCTH
21. Yka:xknuTe BAPMAHT, B KOTOPOM NPABWIbHO C()OPMYJIUPOBAHBI 3ar0JIOBKH J1€JI:
1)
1. ITpoTokomnsl 3aceqanuii nenarorudeckoro cosera 3a 2012/2013 y4yeOuslii ron
2. [Tnaner paboT CTPYKTYpPHBIX NoApasaeneHuii Ha 2013 rox
3. JIOKyMeHTbI, OJATrOTOBJIEHHBIC 10 33JJaHUI0 OPraHOB T'OCYJAPCTBEHHOTO YIPABICHUS
(cripaBkH, 0030pBI, aHHOTAITUH | JIP. )
4. JIoKkyMeHTBI, IPEJICTaB/IsIeMbIe B CYZeOHbIE U CIEICTBEHHBIE OPTraHbl M0 YTOJIOBHBIM U
IpaXXAaHCKUM JienaM (aKThl, TOKJIAIHbIE 3alIUCKH, CIPABKHU, XapaKTEPUCTUKHU)
5. Homenknarypa nen va 2013 ron
6. Ilnan pabotsl kotemka Ha 2012/2013 yuebnslii ro.
7. Otuer o pabote komnemxka 3a 2012/2013 yuebnblit roa
2)
1. JIokyMeHTBbI, MpeCTaBlsieMble B CyIeOHbIC U CIIECTBEHHBIC OPTraHbl IO YTOJIOBHBIM U
IpaKAaHCKUM JienaM (aKThl, TOKJIAIHbIE 3alIMCKH, CIPABKHU, XapaKTEPUCTUKHU)
2 Homenknatypa aen Ha 2013 rog
3. [Inan pabotsl kosemxa Ha 2012/2013 yueOHblIi roa.
4. Otyer o pabore komnemka 3a 2012/2013 yueOGHbIi TO]
5. Jleno ¢ mpOTOKOJIaMU 3aceaHU MeJarornyeckoro coBeTa 3a y4eOHbIi roj
6. Jleno ¢ muianamu paboT CTPYKTYPHBIX MOJIpa3/ieleHuit
7. Jeno ¢ JOKyMEHTaMH, MOJATOTOBJIEHHBIMM IO 33JaHUI0 OPraHOB TOCYJapCTBEHHOTO
yIIpaBJIEHUS], K KOTOPBIM OTHOCSATCS CIIPaBKH, 0030pbl, aHHOTAIMU U JIp.
3)
1. leno ¢ mpoTOKOJIaMH 3acelaHuil earornueckoro coBera 3a y4eOHbli roj
2. lleno ¢ nmiuaHamMu paboT CTPYKTYPHBIX MOJpa3ieIeHHUM
3. Jleno ¢ JOKyMEHTaMH, MOJArOTOBJIEHHBIMM IO 33JaHHUI0 OPTaHOB T'OCYIapCTBEHHOIO
yIpaBieHUs, K KOTOPHIM OTHOCSITCS CIIPAaBKU, 0030pbl, aHHOTALIUH U JIp.
4. AKTBbI, TOKJIa/IHbIE 3aMUCKH, CIIPABKU, XapaKTEePUCTUKH, MPE/ICTaB/IsIeMbIe B CyeOHbIE
U CJIEJICTBEHHBIE OPTaHbI 110 YTOJOBHBIM U TPAXKJTAHCKUM JIeJiaM
5. leno ¢ HOMeHKIIaTypoil fen 3a stuBapb 2013 roga
6. [leno ¢ mmanoM paboOTHI KOJUIEKa
7. 1eno ¢ oTyeToM 0 paboTe KoJUIemKa
22. BeraBbTe nponyiieHHbIe CJI0Ba: «B KOHIE roga B HOMEHKJIAType J1eJ1 3aMoJIHsAeTcs ...0
KATeropusxX U KOJMYEeCTBe 3aBeICHHBIX H BKJIIOYEHHBIX B HOMEHKJIATYPY JeJD):
1) 3aBepuTenbHas HAAMUCH
2) utoroBasi 3aMuch
3) BHYTpEHHSIS ONTUCH
23. O0pameHus rpaskaaH pacnoJiaraloTcsi B iesax:
1) B HyMepaIMoOHHOM MOPSAKE
2) B andaBUTHOM MOPSIKE
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3) B BOIIPOCHO-JIOTUYECKOM MOCIIEI0BATEIbHOCTH
24. Kakoii rpynnbl JOKYMEHTOB He CYHIeCTBYeT IIOcCjde UX IMpeIBapUTeIbHOI0
PacCMOTpeHusi COTPYIHNKOM cayx0b1 IOY:
1) AOKYMEHTBI, OJIeKAIIIe PETUCTPALUH
2) TOKYMEHTBI, HallpaBJisieMble HA PACCMOTPEHUE PYKOBOIUTEITIO
3) AOKYMEHTHI, HampaBisieMble HA KOHTPOJIb
4) TOKYMEHTBI, HE MOJIeKAIUE PETUCTPALIUN
25. Koraa npoucxoauT CHSITHE IOKYMEHTA ¢ KOHTPOJIsi?
1) B KOHIIE KaJ€HAAPHOIO rojia
2) TONBKO MOCTIE MOJIHOTO UCTIOTHEHHS IOKYMEHTa
3) 1O pelIeHUI0 UCTIOTHUTES

Yactr B
3apanme: Onucath npaBuiia BeACHUS TEICPOHHBIX IEPETOBOPOB MPU UCXOAIIUX 3BOHKAX.
Yacte C

3aganue:
CocTaBUTh NPUKA3 [0 CIECTYIOUIUM JaHHBIM.

B nensax peanuzanun papmaneBTHUECKOW MPOAYKIUU repMaHckoi ¢pupmbl «lllepuHr»
reHepanbHblii nupekTop 3A0 «Dapmay UYepnoB K.M. uzgan mpukas o0 apeHie CKIaACKUX
nomeuieHuil. B pacnopsauTenbHONM dYacTM JAaHbl 3ajaHus: - (UHAHCOBBIM JHUPEKTOpaM
bununanos, nHaxomsmuxcs B Ilepmu, Ilense u Yebokcapax, mpencTtaBuTh (PUHAHCOBYIO
OTYETHOCTh TIO apeHje CKIAACKuX nmomemieHuit no 22.09.2011; - ormenam mapkeTtuHra (GupMm
OpraHu30BaTh peKJaMHyl KomnaHuto uepes CMU ans MeAMUMHCKUX M (apMaleBTUYECKHX
OpraHu3alui; - OTBETCTBEHHOCTb 34 IIOCTaBKy, XpAaHEHHE W pEANU3alUI0 IIPernapaTroB
BO3JIOKUTh HA KOMMepueckoro aupekropa Jlsmknna FO.I'.

K nmnpukazy mnpuiokeHa HOMEHKIATypa IpelaraéMbIX IpPEenaparoB, BKIOYAIONIAs
TOProBO€ HaMEHOBaHUE, (OPMY BBIITYCKa U LIEHY.

[TpoexT mpukasza OblT coriacoBaH ¢ (apMalleBTUYECKHUM yIpaBieHHEM MMHHHCTEpCTBa
37paBOOXPAHEHUS U COLUUAIBHOTO pa3BuTus Pocculickoint Penepanuu.

BAPHUAHT Ne 24

Yacts A
BBIHOJ'IHI/ITI) TECTOBBIC 3a1aHU .

1. 3asgBJenue — 3710:

1) oOpamenue TrpaxIaHWHA, HApPaBIEHHOE Ha COBEPLICHCTBOBaHME pabOTHI OpPraHoOB
BJIJACTU M YOPABJIECHMS, PEHICHUE BaXXHBIX BOMNPOCOB OSKOHOMHYECKOW, MOJUTHYECKOU,
COLMAIbHO-KYJIBTYPHOU M Ipyrux chep ux AeITeNbHOCTH, Te MpeIaraloTcs MyTd U CocoObl
pelleHus 3aTPOHYTHIX MPOOIeM

2) oOparieHre rpax/1aHuHa 110 MOBOAY pealu3allii MPUHAIISKAIIMX €My JTMYHBIX TIpaB U
3aKOHHBIX MHTEpecoB, 3akpereHHbIX Koncturynueir PO, denepanbHbIMM 3akoHaMu, HeE
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIPAB U HHTEPECOB

3) oOpamieHue TpaxJaHWHAa O BOCCTAaHOBJIEHMU €ro MpaB WJIM 3aKOHHBIX HHTEPECOB,
HapYLICHHBIX JACHCTBUSAMH UM O€37eiCTBUSMH OPraHOB TOCYAApCTBEHHON BIACTH U MECTHOTO
caMOYIpaBJIeHUs, UX JOKHOCTHBIMU U BBIOOPHBIMHU JIULIAMU, PYKOBOJUTEISIMU OpraHU3AINN 1
0O0I1eCTBEHHBIX 00BEIMHEHUN
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2. Kakoii 3Tan npoxoAuT JOKYMEHT 0cJIe IpHeMa U NepBUYHO 00padoTKm:

1) paccMoTpeHue pyKOBOIUTEIEM

2) mpeABapUTEIbHOE PACCMOTPEHHUE U pacupeeneHrne padoTHUKOM ciryx0s1 IOY

3) ucroHEHUE
3. I'pynnupoBKa HCIOJHEHHBIX JOKYMEHTOB B /1€J10 B COOTBETCTBHH C HOMEHKJIATYPO# JeJI
U CHCTEeMATH3aLHUA JOKYMEHTOB BHYTPH J/iejia — 3TO:

1) popmupoBanue nen

2) ohopmiieHHE J1ET

3) pacupeneneHue aen
4. YTo U3 nepeyncJeHHOr0 He BKJIIOYAETCA B HOMEHKJIATYPY AeJ1:

1) TOKyMEHTBI, CO3/TaHHbIE B CAMOI OpraHU3aluu

2) nepexodiue iena

3) mevaTrHbIe U3IAHUS
5. /IBM:KeHUe JOKYMEHTOB B OPraHM3aliM ¢ MOMEHTA HX CO3JaHHMS WM MOJy4YeHHUs 10
3aBepuIeHUs] HCIIOJIHEHHS WM OTIIPABJIEHHUSA — 3TO:

1) nOKyMeHTHpOBaHUE

2) NTOKYMEHTOBEJIEHUE

3) mOKyMEHTOO00OpOT

6. IIpenBapure/ibHOE pacCMOTPeHHMe NMOCTYNHMBIIEr0 JOKYMEHTA IPOBOANTCS:

1) pykoBoauTenem

2) HayaJIbHUKOM ci1yk0b1 JIOY

3) pabotHukoM ciyx0b1 JJOY
7. HomeHKk1aTypa el BKJIKYAET cieayromue rpagoi:

1) uHAeKC nena — 3aroJioBOK Jella — aBTOpP — KOJMYECTBO EAMHHI] XPAaHEHUS — CPOK
XpaHEHUs - IPUMEYaHNe

2) MHJEKC Jena — 3arojOBOK Jella — KOJIWYECTBO EIMHUIl XPAHEHHUs] — CPOK XpaHEHHs -
pUMeYaHus

3) 3aroJIoBOK Jiefia — KOJIMYECTBO €AMHUIL XPAHEHUS — CPOK XPaHEHUS
8. Ouenka, HACKOJbKO NPAaBWJIbHO, YIAYHO M TOJIHO pellleH BOINPOC, NMOCTABJEHHbINH B
JAOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCITOJIHEHUS

2) KOHTPOJIb IO CYLIECTBY

3) Texyuuii KOHTPOJIb
9. OoOpamenne, B koTopom He ykaszanbl ®HO, agpec m JuYHAS NOANMCH I'PANKIAHNHA,
cUMTaeTcs:

1) aHOHUMHBIM

2) KOJJIEKTUBHBIM

3) NMCbMEHHBIM
10. Ck0/1bKO0 JIUCTOB J0J5KHO BKJIIOYATH OHO C()OPMHUPOBAHHOE /1€J10:

1) npumepno 200 nucroB

2) npumepHo 300 mucTOB

3) mpumepHo 250 aucToB
11. /les1a mOCTOSIHHOTO CPOKAa XPaHEHHMsI U BPeMEeHHOro cpoka (0osiee 10 jer) XxpaHeHust
MO/IeKAT:

1) nonmHOMY OOpMIIEHHIO

2) ympoiieHHOMY 0(OPMIICHUIO

3) AONOIHUTEIBHOMY O(OPMIICHUIO
12. ToxymeHTH! OpMHUPYIOTCA B Jiea B COOTBETCTBUH C:

1) “HCTpYKITMEH IO IeTOTIPON3BOJICTBY;

2) HOMEHKJIATypOHl J1e;
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3) nonoxkeHuem 06 yupeKACHUH.
13. K Bj1aM CPOKOBOI0 KOHTPOJIS OTHOCATCS

1) Texymuii, npeaynpeauTeabHbli, UTOIOBbII

2) KOHTPOJIb 110 CYIIECTBY, TEKYITUH, HTOTOBBII

3) Texyiuuii, BHyTPEHHUN, UTOTOBBIN
14. O0pameHue ABYX WJIM HECKOJBbKHMX JIMIl B MUCbMEHHOM BH/e, coJeprkallee 4YacTHBII
HHTepec, Ju00 o0OpaunleHue, NPUHATOe HA MHUTHHre, COOpaHUH, NOANMHMCAHHOE
OPraHu3aTopaMM WM YYACTHMKAMM MHUTHHIa WIH coOpaHuUsi, UMeloliee 00IIeCTBeHHBIH
Xapakrep, - 3TO:

1) metummst

2) muceMeHHOE OOpalieHue

3) KOJUIEKTHBHOE OOpaleHne
15. B cayuae, koraa B pekBusute «Pe3os0uus» nopyuenue 1aercs IByM WIM HECKOJIbBKUM
JIMLAM, OTBETCTBEHHBIM HCIOJTHHUTE/IEM SIBJISIETCS:

1) nuuo, yka3aHHOE B IOPYUYEHUH MEPBHIM

2) Bce yKa3aHHbIC B TOPYYEHUU JIUIIA

3) a0, yKa3aHHOE B CIIUCKE MOCICIHUM
16. [loaroTroBKa e/ K XpaHEHHUIO B COOTBETCTBUH C YCTAHOBJIEHHBIMY PABWJIAMH — 3TO:

1) dopmupoBanue aen

2) ohopmiieHHE J1eTT

3) XxpaHeHue aen
17. Perncrpanum noajieskar cjaeayromme J0KyMeHTbI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOJSIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
18. ®asbueBanue JOKYMEHTOB — 3TO:

1) B3BemIMBaHNE TOKYyMEHTOB

2) 3aKJenBaHNe KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHkaTypa e 10J15KHA BKJIIOYATH CJIeAyI0lie PeKBU3UTHI:

1) HanMeHOBaHNE OpPTaHU3AlMN — HAUMEHOBAHHE JIOKYMEHTa — JlaTa — PEeruCTPalnOHHBINA
HOMEpP — MECTO COCTaBJIEHHs — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIUCHh — IpU( yTBEPKACHUS -
rpu¢ cormacoBaHus

2) HauMEHOBaHWE OpraHu3allil — HAaUMEHOBaHME BHJA JOKyMeHTa — Jjara -
PErUCTPALIMOHHBIA HOMEP — MECTO COCTABIICHUS — 3ar0JIOBOK K TEKCTY - TEKCT — IOJINCH

3) HauMeHOBaHHE OpraHU3alMM — HaMMEHOBAaHWE BHMJA JOKyMEeHTa — Jjata -
PEruCTPALIMOHHBI HOMEpP — MECTO COCTAaBJIEHUS — 3aroJIOBOK K TEKCTY - TEKCT — HOJAIHCH —
azpecar
20. Kakme M3 mnepeYHCJeHHBIX HHUKe [JOKYMEHTOB HE OTHOCATCH K BHYTPEHHEMY
JOKYMEHTOIOTOKY:

1) pacnopsiuTeTbHBIE TOKYMEHTHI
2) cnyxeOHbIe MUCchMa
3) opraHu3aIMOHHbIC JOKYMEHTHI
21. YkaxxnuTe NpaBUJIbHbII BADUAHT PACIOJIOKEHUS 3ar0JIOBKOB /1eJl B HOMEHKJIaType JeJ1:

1)

[Ipukaspl, MHCTPYKIMM, YyKa3aHUS BBIIIECTOSIIEH OpraHU3aliy, MPHUCIAHHBIE IS
CBEICHMSI U PYKOBOJCTBA

I'ogoBoit oTueT 0 pabote opraHu3aluu

[Iprka3sl 1O OCHOBHOW JIEATENIBHOCTH
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VY4upeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PETHCTPALH, YCTaB)

JIOKyMEHTBI IO aTTecTallMd pabOTHUKOB (AaTTECTALIMOHHBIE JHMCTHI, IPOTOKOJbI, KOIMHU
IIPUKA30B)

WHcTpykuuu o nmpaBax U 0053aHHOCTAX JOPKHOCTHBIX JIMIL

IIpoTokosibl coOpaHuil TPy10BOr0 KOJUIEKTHBA

KBapTanbpHble maHbl paboTh

3axonsl Poccuiickoii @eneparnun u Yysamickoir PecryOmnku

Ilepenncka ¢ npeIpUATHAMHA U OPTaHU3ALMAMU IO aJMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIIPOCAM

I'omoBoii 1aH paboThl OpraHU3aLUH

[Tepenucka ¢ BpILIECTOSIIEN OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOMW JIESATEIBHOCTH

2)
3akonbl Poccuiickoit ®enepannu u Yysamickoit Peciyonuku
[Ipukaspl, MHCTPYKLUMH, YyKa3aHUS BBILIECTOALIEH OpraHu3aluy, IpUCIaHHbIC IS
CBECHMSI U PYKOBOJCTBA
VYupeaurenbHble JOKYMEHTHI (IIOCTAaHOBJIEHUE U CBUAETEILCTBO O PErHCTPAlM, YCTaB)
WHcTpykuuu o npaBax U 0053aHHOCTAX JOKHOCTHBIX JIHIL
[Ipuka3el MO OCHOBHOU JI€ATEILHOCTH
I"onoBoI M1aH paboThl OpraHU3aALUH
KBapranbHble m1aHbl paboThI
I'onoBoii oTyer o0 paboTe opraHu3auu
[IpoTokosibl cobpaHuil TPy10BOrO KOJUIEKTHBA
Ilepenucka ¢ BbILIECTOSIIIENH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATEIbHOCTH
[lepenucka ¢ npeAUpUITUSIMHU U OPraHU3ALMSIMU [0 aJMUHUCTPATUBHO-X035HCTBEHHBIM
BOIIpOCaM
JIOKYMEHTBI 0 aTTecTalii paOOTHUKOB (ATTECTAIlMOHHBIE JUCTBI, IPOTOKOJbI, KOMHH
IPUKA30B)
3)
ITpoTokonbl coOpaHuii TPYIOBOrO KOJUIEKTHBA
KBapranbHble m1aHbl paboThI
3axonsl Poccuiickoii @eneparnun u Yysamickoit PecryOmnuku
[lepenucka ¢ npeAnpUITUSIMHU U OPTaHU3ALMSIMU [0 aIMUHUCTPATUBHO-XO035HCTBEHHBIM
BOIIpOCaM
I'ogoBoit utan paboThl OpraHu3aluu
Ilepenucka ¢ BBIIECTOSIIIENH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATENbHOCTH
[Ipukaspl, MHCTPYKLIMH, YyKa3aHUS BBILIECTOALIEH OpraHu3alluy, NpUCIaHHbIC IS
CBEICHMSI U PYKOBOJCTBA
I'ogoBoit oTueT 0 pabote opraHu3auu
IIpukasbl 1O OCHOBHOM IEATENBHOCTH
VYupeautenbHble JOKyMEHTHI (IOCTAHOBJIEHHUE U CBUAETEIBCTBO O PErHCTPAIiH, YCTaB)
JIOKyMEHTBI 1O aTTeCTallMi PaOOTHUKOB (aTTECTALIMOHHBIE JHCTHI, MPOTOKOJbI, KOIUU
MIPUKA30B)
WHcTpykuuu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL
22. 3axkoHunTe mpenoxkeHue: «B KoHme aena A yyera KoOJIM4YeCTBAa JIMCTOB
COCTABJIACTCH. .. »:
1) nuct-3amecTuTeNh
2) nUCT-3aBEPUTEIND
3) KapTa-3aMeCTHTEIb
23. I1poToK0JIbI TPYNNHUPYIOTCS B JeJia:
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1) B mocnenoBaTenbHOCTH, OTPAYKAIOLIEH X0/ pacCMOTPEHUs Bopoca
2) 110 XpOHOJIOTUH U MOPSIKY HOMEPOB
3) B andaBUTHOM MOPSIKE
24. Kakoii BujJ padoT He BbINOJIHAETCS NPH 00padoTKe OTHPaBJsieMbIX JOKYMEHTOB:
1) mpoBepka npaBWILHOCTH O(hOPMIICHHUS JOKYMEHTOB
2)rpocTaBieHue aapeca Ha KOHBEpTe
3) noanucaHue JOKyMEHTOB
4) panmpueBanue U BIOKEHHUE JOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTbI He perucTpupyrorcs?
1) AOKyMEHTBI, Ha KOTOPBIX HET MOYTOBBIX MapOK
2) TOKYMEHTBI, aJJpeCOBaHHBIE PYKOBOJAUTEIIIO
3) AOKYMEHTBI, OJy4YEHHBIE JJI CBEJCHHS U He TpeOyrollue OTBEeTa

Yacts B
3apanue: Onucath MpaBujia OpraHU3alul paboyero Mecra cekperapsi.
Yacts C

3aganue:

CocraButh nucbMo 3amecturens aupekropa OAO «M3oaut» B azpec nupekTopa
yueOHOro 3aBeJeHUsl C MPOChOOM PEKOMEHIOBATh CIIEUATUCTOB M3 YHCIA BBITYCKHHUKOB
3a09HOTO ¥ JHEBHOTO OTAEJCHHUU IOCIEIHUX JIET, MMEIOUINX HEKOTOPbIH ONBIT paboThl B
00JacTl JOKYMEHTAIMOHHOTO O0ECIIeUeHHUs U apXUBOBEACHHUS, HA IOJDKHOCTU JOKYMEHTOBE/IOB,
JIeTTOTIPOU3BOMTENCH U 3aBEAYIOUINX apXWBOM. B mHcbMe Takke CKa3aHo, YTO MPETEHICHTaM
Ha BaKaHTHbIE JIOJDKHOCTH HEOOXOMMO MOJArOTOBUTh PE3IOME U MpHCIaTh UX MO (akcy B aapec
OAQ, xenaTeNbHO TaKKe MPEICTABUTh PEKOMEH/IATENIbHbIE MUCHhMa C TIOCIEIHUX MECT PaOOTHI.
Henocratomiye qaHHble yKka3aTh CaMOCTOSTENBHO.

BAPHUAHT Ne 25

Yacts A
BLITOTHUTE TECTOBEIE 3a0aHUS.

1. Bce 10KYMEHTBI OPraHu3aluM JeJISTCH Ha:

1) Bocxoasiiue 1 HUCXOISAIINE

2) BXOAsIINE, BBIXOASIINE, BHYTPEHHUE

3) BXoas1IMe, UCXOASIINE, BHYyTPEHHHE
2. Kakne u3 nepe4mc/ieHHbIX JOKYMEHTOB 00f13aTeJIbHO MepeJarTcsi HA paccMOTPeHHe
PYKOBOAUTEIO:

1) moxymeHTHI, oTy4eHHble U3 aaMuHucTpauu [lpesugenra

2) JOKYMEHTHI, aipeCOBaHHbIE B CTPYKTYpPHBIE MOIpa3IeIeHUs

3) TOKYMEHTBHI, CoJieprKalline TeKYIIYI0 HHPOPMAaLIHIO
3. Kakyio uHGopManuio CoAepKUT UTOr0OBAsl 3aMMCh K HOMEHKJaType xeja?

1) 0 KonM4YecTBE U KaTETOPUSX 3aBEJCHHBIX JIEN

2) KOJIMYECTBO HE3aBE/ICHHBIX JeI

3) KOJTMYECTBO YTPAUCHHBIX B TEUEHHE I'0/1a JIE C YKa3aHUEM MPUYHMH YTPaThl
4. Kakoe crTpykTypHOe mnoapasaenenue ciayxobl JOY ocymecTBiisieT perucTpainuio
JAOKYMEHTOB:
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1) uHCTIEKIUS TTO KOHTPOJIIO

2) oTnen perucTpalyy U yuera JTIOKyMEHTOB

3) sKcrieauIus
5. CucreMaTH3MPOBAHHDbII NepedyeHb HAMMEHOBAHM J1e]1, 3aBeIeHHbIX B OPraHU3aluu, ¢
YKa3aHUEM CPOKOB UX XpPaHeHUsl, 0()OPMJIEHHBII B YCTAHOBJIEHHOM MOPSIAKE, - 3TO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKJIaTypa e
6. Kakue 3Tanbl 00padoTKH NPOXOAUT BXOASIIINH JOKYMEHT:

1) mpuem u nepBuyHasi 00pabOTKa — MpeIBaPUTEIBLHOE PACCMOTPEHUE — PErucTparus —
PacCMOTpPEHHE PYKOBOAUTENIEM — UCIIOJIHEHHE — HAIIpaBJICHHUE B JCJI0

2) npueM u mepBHYHAs 00paboOTKa — IMpeIBapUTEILHOE PACCMOTPEHUE — PErucTparus —
PacCMOTpPEHHE PYKOBOJUTEIEM — IMepejada Ha HCIOJIHEHHUE — WCIOJHEHHE — KOHTPOJIb
WCIIOJIHEHUS — HAIIPABJIEHNE UCIIOJIHEHHOTO IOKYMEHTA B JIEJIO MJIM OTIIPaBKa

3) cocraBieHHE IPOEKTa — COrIacoBaHUE — O(hOpMIICHHE — TIOJITUCAHUE — PETHCTPAIIHS —
OTIpPABKa
7. KoHTpPOJIb MCIIOJTHEHHUS JOKYMEHTOB He00X0 UM /JI...:

1) MOBBILICHHUS HCIOTHUTEIBCKON MUCHUIUIMHBI U COKpAILlEHUS CPOKOB PACCMOTPEHUS
JIOKYMEHTOB

2) oOecriedyeHHs] CBOEBPEMEHHOTO M  KA4eCTBEHHOTO UCIIOJHEHUS MOpYy4YeHUH,
COJIEpXKAIINXCS B IOKYMEHTax

3) coBepiIeHCTBOBaHUSA pabOTBl C JOKYMEHTaMH U  TOBBIIICHUS  KYJIBTYPBI
YIPaBJICHUYECKOTO TpyAa
8. PexBu3ur «OTMeTKa 0 NOCTYIJICHHM [OKYMEHTAa B OPraHU3alHMI0» BKJIKYaeT
cJieyIonue 3JieMeHThI:

1) HauMeHOBaHHME MOCTYMUBIIETO JAOKYMEHTA, €r0 PETHCTPAIMOHHBIA HOMEpP M BpeMs
MOCTYTIJICHUS

2) cokpallleHHO€ HAaUMEHOBAaHKUE OpTraHU3aIUH, MTOTYYHUBIIEH JOKYMEHT, BXOASIINUNA HOMED,
JIaTy TMOCTYTUICHHS

3) HaMMEHOBAaHME OpTaHU3allMU, TMOJTYYUBIIEH TOKYMEHT, PETUCTPALMOHHBIA HOMEP
JIOKYMEHTA U JIaTy JOKyMEHTa
9. Kakoii 13 TepMMHOB He PEKOMEHAYIT MCIOJIb30BATh NPH (POPMYJIMPOBKE 3ar0J10BKOB
aeJ:

1) neno

2) NTOKYMEHTBI

3) marepuanbl
10. Onucu e cocTaB/sIiOT B HeJIsIX:

1) perucrpauuu nen

2) yuerta nien

3) YHUUTOXEHUS JE
11. OCHOBHO¥ NPUHLUII PErHCTPALMH:

1) AByKpaTHOCTH

2) MHOTOKPaTHOCTh

3) OTHOKPAaTHOCTh
12. Pe3osouust — 3T10:

1) 3adukcupoBaHHas Ha MaTepUATbHOM HOCUTEeNe UWHGOPMAIMI C PEKBU3UTAMH,
MO3BOJISIIOIIUMH €€ UICHTU(DUITMPOBATH

2) HaANKUCh Ha JOKYMEHTE, BBHIMOJHEHHAs JIOJDKHOCTHBIM JIMIIOM, COAEpIKalllas MPUHATOE
UM pEIICHUE

3) peKBU3UT JOKYMEHTA, KPaTKO U3Jararoiifil ero cojaep xaHmue
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13. Ha ocHOBaHMH KaKOr0 JOKYMEHTA COCTABJSAETCS OMUCH JIeJI:

1) MHCTPYKLUSA 1O TOKYMEHTALIUOHHOMY 00€CIIEUEHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa J1ei

3) nepeueHb JOKYMEHTOB CO CPOKaMH XPaHEHHUSI
14. Kak BHecTH B HOMEHKJIATYPY JeJ 3arojlOBOK He NpPeAyCMOTPEHHOI0 paHee jJeJa,
o0pa3oBaBuIerocsi B Te4eHHE KAJIEHAAPHOI0 oA B CBA3H C H3MEHECHHUAMH B 1esITeIbHOCTH
OpraHu3anuu:

1) mepeneyataTbh 1 3aHOBO O(POPMHUTH MOCIIEIHIO CTPAHUILY HOMEHKJIATYpBI J€Jl, BHECS B
Hee JIONOJHUTEbHBIN 3arojIoBOK

2) HarieyaTaTh HOBBII 3aroJOBOK Ha OTJEIBHOM JIUCTE U MPUIIOKUTH €0 K HOMEHKJIAType
aen

3) BOMcaTh HOBBIM 3arojlOBOK OT PYKH B CHEIMAIbHO OTBEIEHHOE PE3EPBHOE MECTO,
OCTaBJIIEMOE I10CJIE€ KaXK0r0 pa3ziesia HOMEHKIIATYphl Jell
15. Ha kakux JOKyMeHTaxX NPOCTABJIACTCH OTMETKA O MOCTYIVICHUH:

1) TOBKO Ha TOKYMEHTaX, MOAJIeKAIUX PErUCTpaLiu

2) Ha Bcex MOCTYNUBUIMX JOKYMEHTaX

3) TOJBKO HAa JOKYMEHTaX, TPEOYIOINX UCTIOIHEHUS
16. CBoaHasi HOMEHKJIATYPA e/l OPraHN3allii BBOAMTCS B IeliCTBHE:

1) ¢ 1 suBaps Tekyuero roaa

2) ¢ nekalps TeKyIIero roaa

3) KaxJple MOJTO0a TEKYIIETo roja
17. Cpox MCIOJTHEHHs MOCTYNHBIICT0 JOKYMEHTA HCYHCIIACTCS:

1) B KajeHapHbIX JIHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJUTEIEM OpraHU3aluu

2) B pabouux JIHAX C 1aThl IOCTYIUIEHUS TOKyMEHTa B OpraHU3aLUI0

3) B KaJeHJapHbIX JHAX C JaThl IOCTYIUICHUS JOKYMEHTa B OPraHU3allNIo
18. ObGecnieyenne CBOEBPEMEHHOI0 U Ka4eCTBEHHOI0 MCIOJTHEHHUsI MOPYYeHHUIl U pelIeHust
BOIIPOCOB, IIOCTABJICHHBIX B IOKYMEHTE, - 3TO0:

1) perucrparusi T0KyMEHTOB

2) UCNIOJTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCTIOJHEHUS IOKYyMEHTOB
19. Homenkaatypa paeji, KOTOpasi yCTaHaBJMBaeT NPHMEPHBIH cocTaB JAed JJsd
OpraHu3anuii, OJHOPOJHBIX MO XapaKTepy AeATEJbHOCTH, HO PA3JHMYHBIX IO CTPYKTYype,
Ha3bIBaeTCH:

1) unaMBUAYaIBHON

2) THnOBOM

3) npumepHoO’
20. KTo ycTaHaBaIMBaeT MHANBHAYAJIbHbIN CPOK MCIIOJTHEHN S JOKYMEHTOB:

1) moapasaeneHrue-ucrnoaHUTENb

2) pyKOBOJAUTENb, pACCMATPUBAIOIINN JOKYMEHT

3) HEeMmocpeACTBEHHO UCTIOTHUTEh
21. Ykaxxute npaBU/IbHBIA BAPDUAHT 0(popMJICHUSI (PArMeHTa HOMEHKJIATYPbI J1eJ1:

1) 3AO0 «IIpemuym» YTBEPX]IAIO
HOMEHKJIATYPA JIEJI Mupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3
WNupnexc nena | 3aronoBok aena KonuyectBo nen [Tpumevanus
1 [Ipotokonmbl  coOpaHuii  TPYIOBOTO
KOJIJICKTHBA

149




N

o Ol

10

11

12

KBapranbHble m1anbl padoThl

3akonbl Poccuiickoii @enepanuu U
Uysarmickoit PecniyOnuku

Ilepenucka ¢  nOpegupusATHIMA U
OpraHu3alMsIMU 10 aJIMUHHUCTPATUBHO-
XO3SIICTBEHHBIM BOIIPOCaM

I'ogoBoit mtan paboThl OpraHU3aIu
[Tepenucka c BBILIECTOSILEH
OpraHu3anueil 1mo BOIpocamM OCHOBHOM
JESITEIbHOCTH

[Ipuka3pl,  MHCTPYKLMH,  yKa3aHHS
BBIIIECTOSIIIEH OopraHu3alui,
MIpUCIIaHHBbIE JUTSL CBEJICHUSA u
PYKOBOJICTBA

I'onoBoii oTyer o0 paboTe opraHu3aLu
[Ipuka3el MO OCHOBHOU J€ATEILHOCTH
Y4penurenbHble JIOKYMEHTBI
(mOCTaHOBJIEHUE U CBUJAETEIBCTBO O
perucTpainuu, ycTaB)

JIOKyMEHTBI 10 aTTecTallui paOOTHUKOB
(aTTecTallMOHHBIE JIUCTBI, IPOTOKOJIBI,

KOIUU MPUKA30B)

JOJIDKHOCTHBIX JIMI]

HNHcTpykiuu o mpaBax U 00sI3aHHOCTAX

[Toanucana HavambHUKOM c1yk0b1 JIOY

JJM4Has 1IIoAIINCH

I'.A. I'y3usieBoit

2)
3A0 dIpemuym» YTBEPXIAIO
HOMEHKIJIATYPA JIEJI Hupextop 3A0 «[Ipemuym»
14.11.2018 Ne 3
r. YeOokcapbl I1.1. Tpodpumon
Ha 2011 rox
HNunexc 3aroyI0oBOK ziena Komnuectso nen | Cpok [Ipumeuanus
zerna XpaHEeHus |
HOMEp CTaTbU
o Ilepeunto
1. O0mmii oTe
1-1 3akonbsl Poccuiickoii @enepanuu
u Uysamickoit PecriyOnuku
1-2 [Tpuka3bl, THCTPYKINH, YKa3aHUS
BBIILIECTOSAIIEN OpraHM3aluH,
IpUCIaHHbIE [UIS CBEIEHUS U
PYKOBOJCTBa
1-3 YupenurenbHbie JIOKYMEHTBI
(mocTaHoBIIEHHUE u
CBUJIETENILCTBO O PETUCTpaluH,
1-4 yCTaB)

NHCcTpykiuu 0  mOpaBax H
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1-9

1-10

1-11

1-12

1-13

00S13aHHOCTSX JOMKHOCTHBIX JIUII

IIpukasel 1o OCHOBHOM
JeSITebHOCTH

["onoBont IU1aH paboThI
OpraHu3aluu

KBapranbHbie mi1anbsl paboTs
l'omoBoit  otyer o0  pabote
OopraHu3aIu

[TpoTokomnbl coOpaHuii TpyA0BOTO
KOJUICKTHBA

Ilepenricka ¢ BbIIIECTOSLIECH
opraHusalnyes 1o  BOIpOcaM
OCHOBHOI1 J1eTeIbHOCTH
Ilepenucka ¢ OpeanpuATHIMH U
OpraHu3aIUsIMU o
aJIMUHUCTPATUBHO-
XO03SCTBEHHBIM BOIIPOCaM
JlokyMeHTBI 1O  aTTecTaluu
pabOTHUKOB  (aTTecTallMOHHbBIC
JUCTBI,  TMPOTOKOJIBI,  KOIUU
IIPUKA30B)

[Toanucana HauanmbHUKOM c1yx0b1 JIOY

JIM4Has 1IoAIINChH

I'.A. I'y3usieBoit

3)
3akpeiToe akmoHepHoe oobmiectBo «IIpemuym» YTBEPXJIAIO
HOMEHKIJIATYPA JIEJI Hupextop 3A0 «[Ipemuym»
14.11.2019 Ne 3
r. YeOokcapbl I1.U. Tpodpumon
Ha 2011 rox 20.11.2011
HNunexc 3aroyI0oBOK ziena KomnuectBo nen | Cpox [Tpumeuanus
aena XpaHeHHUs |
HOMEp CTaTbU
o Ilepeunto
01. O0mmii oTaen
01-01 3akonbl Poccuiickoit @enepanuun
u Uysarickoit PecriyOnuku
01-02 [Tpuka3bl, THCTPYKINH, YKa3aHUS
BBILIECTOSIIEH OpraHu3aIuH,
IpUCIaHHbIE [UIS CBEIEHUS U
PYKOBOJCTBa
01-03 YupenurensHbie JOKYMEHTBI
(mocTaHoBIIEHHUE "
CBUJIETENILCTBO O PETUCTpaluH,
01-04 ycTaB)
WHCcTpykum 0 mpaBax W
01-05 00S13aHHOCTSIX JOKHOCTHBIX JIUII

ITpukassl 1o OCHOBHOM
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01-06 NEeATEILHOCTH

I"'onoBoit IU1aH paboThI
01-07 OpraHu3aIu
01-08 KBapranbHble maanbl paboThl

I'omoBoit  otyer o0  pabote
01-09 OpraHu3aIuu

[TpoTokomnbl coOpaHuii TpyA0BOTO
01-10 KOJIJICKTHBA

[lepenricka ¢ BbIIIECTOSALIECH
opraHusanyes 1o  BOIPOCaM

01-11 OCHOBHOM J1€ATEILHOCTH
Ilepenucka ¢ mpeanpuATHAMH U
OpraHu3alusIMu o
aJMUHHCTPATHBHO-

01-12 XO03MCTBEHHBIM BOIIPOCAM

JIOKyMEHTBI [0  aTTecTaluu
pabOTHUKOB  (aTTeCTAllMOHHBIE
JUCTBI,  MPOTOKOJIBI,  KOIUHU
01-13 IIPUKA30B)

Hauanpuuk ciyx0s1 JJOY JIMYHAs MOJINKCH I'.A. I'y3nsieBa

22. Kakoif npuHIIUN He UCNOJb3yeTcs NPU GopMHUPOBAHUH /1€JI:

1) XpOHOIOTHYECKUI

2) BOIPOCHO-IOTMYECKHH

3) ucropuueckuit
23. OnpenesieHue NOJUTHYECKO, IKOHOMUYECKOI, COMAIBHO-KYJ/JIbTYPHOI,
NPAKTHYECKOI IEHHOCTH JOKYMEHTOB /JIsl OC/IeIYIOIIero MX XpaHeHus1 U MCI0JIb30BaHUs
WM 1JIs1 0TOOpa HA YHMYTOKEHHE — ITO...

1) onucanue aen

2) sKcrepTH3a IEHHOCTH IOKYMEHTOB

3) odopmiienue nen
24. Kakue onepauuu He BbINOJIHSAIOTCS NPH GOPMUPOBAHUM e:

1) pacnpeneneHye U packiiajKa UCIIOJHEHHbBIX JOKYMEHTOB IO ManKam

2) pacnojoXeHHe JOKYMEHTOB BHYTPH JIeJla B ONPEeSIEHHON MOCIe0BaTeIbHOCTH

3) Hymeparlus JUCTOB

4) obopmieHre 0OJI0KKH Jiena
25. B kaKkuX yUpe:RIeHHUsIX CO31aeTCsl YIpaBJeHHe 1ejaamu?

1) Ha rocyapCTBEHHBIX PEITPHUITUIX

2) B HICTIOJTHUTEIFHBIX OpraHaX BIACTH M UCIIOJHHUTENBHBIX CTPYKTYPaX MECTHOTO
caMOYyIIpaBJICHUS

3) B MUHUCTEPCTBAX M BEJJIOMCTBaxX

Yacts B
3aganue: Onucarh NOPSJIOK IUIAHUPOBAHUS paboydero JHS cekperaps

Yacts C
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3amanmue:

CocraButh npukas aupekropa OAO «JlaryHa» o0 yBOJBHEHHH B CBS3U C yXOJOM Ha
MEHCHIO MO BO3pacTy HauainbHuKa ciayxO0bl JJOY Pomanosoit O.JI Henocraromue pekBU3UTHI
yKa3aTh CaMOCTOSITENIBHO.

4. OCOBEHHOCTH TEKYIIEI'O KOHTPOJISI U TIPOMEXYTOUYHOM ATTECTAIIUA
JIML C OTPAHUYEHHBIMH BO3MOXHOCTAMMU 31I0POBbBA C
HAPYIHIEHUAMMU CIIYXA

[Tpu mpoBeeHUN TEKYIIEr0 KOHTPOJS M MPOMEXYTOUYHON aTTeCTalli 00ECIIeYrBAETCS
COOJTIOIEHNE CIIETYIONINX TPEOOBAHMIA:

11 00YYarOIIUXCS U3 YHCIIA JIUL C OTPAaHMYCHHBIMHA BO3MOKHOCTSIMH 3/I0POBBSI TEKYIIUI
KOHTPOJIb M  TNPOMEXKYTOYHAs arTecTalys HPOBOAMUTCS C  y4eTOM OCOOCHHOCTEH
HCI/IXO(l)I/I?)I/I‘IeCKOI“O PasBUTUA, UHAUBUAYAJIbHBIX BO3MO>KHOCTEH M COCTOSHUS 3J0pPOBbs TAKHX
BBIITYCKHUKOB (J1aJiee - MHMBHIyalIbHbIE 0COOEHHOCTH).

MEPOTIPUATHS MO TEKYIIEMY KOHTPOIIO W TPOMEXKYTOYHOW aTTeCTalldl JUIS JIMIl C
OrpaHMYCHHBIMH BO3MOKHOCTSIMU 3JI0OPOBBSI B OJTHOW ayJJUTOPHH COBMECTHO C 00YYaIOIIMMUCH,
HE MMEIOUIMMH OTPAHWYEHHBIX BO3MOXKHOCTEW 37J0POBbBS, AOMYCKAETCS, €CIM 3TO HE CO37aeT
TPYIHOCTEH IS 00yJarOLINXCSE;

MPUCYTCTBUE B AyJAUTOPHUH ACCUCTEHTA, OKA3bIBAIOIIETO OOYYAIOUIMMCS HEOOXOIMMYIO
TEXHHUYECKYIO TIOMOIIb C Y4€TOM MX WHIMBUAYaJIbHBIX OCOOCHHOCTEW (3aHATH pabouee MecTo,
HOHATH ¥ OOPMHUTH 33/JaHUE, OOIIATHCS C MPETIOAaBaATENIEM );

o0ecrieueHre HAJIMYMS 3BYKOYCHJIMBAIOIICH ammapaTypbl KOJUIEKTUBHOTO TOJIb30BaHUS,
npu H€O6XOJII/IMOCTI/I MNpEaAOCTABIACTCA 3BYKOYCHUJIMBAIOIIAsA ariraparypa HWHIUBUAYAJIbHOI'O
MOJIb30BAHHUS;

nyO6nupoBaHHe HEOOXOAUMOW 3BYKOBOW HH(poOpManuu, oOyyarolero Marepuaia
TEKCTOBBIMM U TpapueCKUMH U300paKEHUSIMH, 3HAKAMHU WIIU B BUJIE DJIEKTPOHHOT'O IOKYMEHTA,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEPA;

npefocTaBieHue OOydyarolMMcsl IpaBa BbIOOpa IOCIIEAO0BATENBHOCTH BbIMOJIHEHUS
3aJjaHusI U YBEJIMYCHUE BPEMEHHU BBITIOJHEHUS 33/1aHUs (IO COTJIACOBAHHUIO C MPEIOIaBaTeIIeM);
[0 KEJNaHHIO OOYYaroLIerocss YCTHBIM OTBET MpPH KOHTPOJIE 3HAHMH MOXKET NMPOBOAMTHCS B
MMCbMEHHOU (popme.

MPEJOCTaBIEHUEe UHBAIMIAM I10 CIYXY MpU HEOOXOIUMOCTH YCIYTH C UCIHOJIb30BAHUEM
PYCCKOTO >KECTOBOTO $3bIKa, BKJIIOUYasi 0OECIIeUeHHE JIOIycKa Ha OOBEKT CYpIONepeBOAYHKA,
TU(IONepeBOUMKA (B OpraHM3allid JOJDKEH ObITh TaKOW CHEIMaIMCT B IUTaTe (€ciu 3TO
BOCTpeOOBaHHAs YCIIyTa) WM JOTOBOP C OPTaHHM3alUsSIMHU CHCTEMBI COIMATBHON 3aIlUTHI U
00I1eCTBOM TITyXHUX MO NPEAOCTABICHHUIO TAKUX YCIYT B clydae HEOOXO0AUMOCTH).

IIpaBunia 3TuKeTa Npu 00IIEHNH ¢ 00Y4AIOIMMHUCH, MMEIOIIUMHU HAPYIICHHUS CIyXa

IIpu pasroBope ¢ 4€IOBEKOM, y KOTOPOTO IJIOXOM CIIyX, CIE€AYyEeT CMOTPETh MPSMO Ha
HEro, He 3aTeMHsIsl JIMILO U He 3aropakuBasi ero pykKaMu, BOJIOCAMU WJIM KaKUMHU-TO MPEAMETAMHU.
CobecenHUK JOKEH UMETh BOBMOXKHOCTD CIIEIHUTH 33 BBIPAKEHHEM BaIlIEro JIMLA.

CymiecTByeT HECKOJIBKO THIIOB M CTeneHed TIiayXoTbl. COOTBETCTBEHHO, CYIIECTBYET
MHOT'O CIIOCOOO0B OOIIEHUS C JIOJBMH, KOTOpBIE IJI0X0 ciblmar. Kakoil mpeamnodyects cnocod —
MO’KHO CIIPOCHUTD Y HUX.

HekoTopeie nroau MOTyT cibllIaTh, HO BOCHPUHUMAIOT OTAEIbHBIE 3BYKH HENPABUIIBHO.
B sTtom ciyuae ciemyeT roBOpuTh 0oJiee TPOMKO U YETKO, OJ0Mpasi OAXOASIIIUNA YpOBEHb. B
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IPYroM ciy4dae TOHATOOUTCS IUIIh CHU3UTh BBICOTY TOJIOCA, TaK KaK 4YEJIIOBEK YTPATHUI
CIOCOOHOCTH BOCITPUHUMATh BBICOKHE YaCTOTHI.

Uto0Ob! MpUBJICYh BHUMAHUE YEIIOBEKA, KOTOPBIA TIOXO CIBIIIAT, HEOOXOIUMO MO3BaTh
ero 1mo MMeHw. Eciu oTBeTa HET, JOMYyCKaeTcsl CJerka TPOHYTh YEJIOBEKa WIIM K€ IOMaxaTh
PYKOM.

OO6mue nmpaBwiia OOIICHUS

- CTIeTyEeT TOBOPHUTH SICHO U poBHO. He Hy)XHO M3IUIITHE O JYePKUBATh 4TO-T0. Kpudars,
O0COOEHHO B yX0, TOXKE HE CIICIYET;

- P HEOOXOAMMOCTH TOBTOPUTH (hpa3y cienyeT nepedpasupoBaTh CBOE MPEITIOKEHUE
Y MCIT0JIb30BaTh JKECTHI;

- HOPMOU SIBIISIETCSI CIIPOCHUTh, IMOHSUT JIM Bac COOECEIHNK; HEOOXOIMMO YOSIUThCS, YTO
cobeceTHUK MOHUT MH(OPMAITHIO B TIOJTHOM 00BEME;

- ec cooOtmaercss nHMOpMAIHS, KOTOpasi BKIIOYAeT B ce0s HOMEp, TEXHHUSCKUN HITU
JIPYTOH CIIOKHBIN TEPMUH, aJipec, JTy4llie HAlucaTh ee;

- €CJIM CYIIECTBYIOT TPYAHOCTH IIPH YCTHOM OOIIEHUH, HEOOXOMMO YTOYHUTH y100CTBO
crioco0a o0IIeHNs — IEPETTUCKH;

- u3beraiite OOIIEHUS B OOJBIIMX HJIM MHOTOJIOJHBIX MOMEUICHUSAX, TaK KaK TPYIHO
o0maThesi ¢ JIOAbMH, KOTOPBIE IJIOXO CIBIIIAT B HIYMHBIX MOMELIECHUSX. SIpKOe COJHIE WU
TEHBb TOXKE MOTYT MOCITYKUTh OaphepaMu;

- OYEHb YaCTO TIIyXUE JIOAHN UCTIOIb3YIOT SA3bIK jkecToB. Ecnu oOlieHne ocymecTBiaseTcs
yepe3 IMepeBOJYNKa, HEOOXOIUMO YYHTHIBATh, YTO OOpamaThCs HANO HETMOCPEICTBEHHO K
co0ece/IHUKY, a HE K IePEBOTUHKY;

- He BCE JIIOJM, KOTOPBIE TUIOXO CIIBIIIAT, MOTYT YUTaTh Mo rybam. OO 3ToM clemyeT
YTOYHHUTH IpU MepBoil BcTpeue. Ecnu cobecennuk o0manaeT STUM HaBBIKOM, HY)KHO COOIIOIaTh
HECKOJIBKO B@XKHBIX TIPAaBUJI W IOMHHTH, YTO TOJBKO TPH W3 JCCSITH CIIOB XOPOIIO
MPOYUTHIBAIOTCS,

- HEOOXO/IUMO CMOTPETh B JIMIIO COOECEAHUKY M TOBOPUTH SICHO M MEIJIEHHO,
UCIIONIb30BaTh POCTHIE (hpa3bl U U30eraTh HECYIECTBEHHBIX CIIOB;

- HEOOXOJIMMO HCITOJIB30BAaTh BBIPAXKCHHE JIUIA, JKECTHI, TEJOJBIIKCHUS, €CIH XOTHTE
MOMYEPKHYTH WU MPOSCHUTH CMBICIT CKa3aHHOTO.
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