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1. IOACHHUTEJIBHAS 3AITMCKA

®OC npenHa3zHavyeH JJisi MPOBEPKU pe3ynbTaToB ocBoeHuss MJIK U cOCTOUT U3 mporpaMMmsbl
TEKYyIeH aTTECTALlUU U IIPOrPaMMBbl IPOMEXYTOUYHOHN aTTECTalUH.

[TpomexyTouHas aTTecranus 1o JUCLUILIMHE IIPOBOJUTCS B bopme
nuddepeHIMPOBaHHOTO 3a4eTa.

Texkylmuil KOHTPOJIb OCYLIECTBIISIETCS HAa KaKJIOM 3aHATHUU B XOJE OCBOEHUS Marepualla B
(opMe MUCBMEHHOTO OMNpOCa, BHIIOJHEHUS TECTOBBIX 3a/laHUM U NPAKTUYECKUX 3aJlaHUM M0 Teme
3aHATHS. B XoJe TeKylero KOHTpOJI OCYHIECTBIISETCS WHIAUBUAYAIbHOE KOPPEKTHUPYIOLIEE
obmeHue mpernonaBaresiss ¢ oOydaromumcs. [lpy Hamuuumu TpyAgHOCTEH W (WJIM) OMIMOOK Y
oOyyaromerocsi MpenojaBaTreilb B XOJ€ TEKYIIEro KOHTPOJIA IyOnupyeT OOBsSCHEeHHE HOBOTO
MaTepuaja C Yy4eTOM OCOOCHHOCTEH BOCHPHUATHS M YCBOEGHUS OOYyYalOLIUMCS COAEPIKaHUS
MaTepuana yaeOHOU TUCIUTUTHHEIL.

OneHka KayecTBa IMOATOTOBKM OOYYAIOUIMXCS U BBITYCKHMKOB OCYLIECTBISIETCS B JBYX
OCHOBHBIX HalIPaBJICHUSX:
o1rieHKa ypoBHs ocBoeHust M/IK;
OLICHKAa KOMIIETEHIUI 00yJaromuxcs.
Kpurtepun onieHKH ypOBHSI 0CBOCHHS

[Tpu npoBeeHUH aTTECTAlluU CTYAEHTOB UCIOIb3YIOTCS CIEAYIOIUE KPUTEPUHU OLIEHOK:

Onenka "OTIMYHO" CTaBUTCS CTYAEHTY, MPOSBUBLIEMY BCECTOPOHHME U INTyOOKHE 3HAHUSA
yueOHOro MaTepuasa, OCBOMBIIEMY OCHOBHYIO U JIOIIOJHUTEIBHYIO JTUTEPATypPy, OOHAPYKUBIIEMY
TBOPYECKHUE CIIOCOOHOCTH B MOHUMAHUU, U3JI0KEHUU U MPAKTUYECKOM HCIIOIb30BAHUN YCBOCHHBIX
3HaHUi. OneHka "oTJINYHO" COOTBETCTBYET BHICOKOMY YPOBHIO OCBOEHUS AUCLMUILINHBI.

Onenka "xopomo" CTaBUTCS CTYAEHTY, HpPOSBUBIIEMY IIOJHOE 3HaHUE Y4eOHOIo
MaTrepuaia, OCBOHMBIIEMY OCHOBHYIO pEKOMEHIOBAaHHYIO JIUTEPATypy, OOHapyKHUBIIEMY
CTaOMIJIbHBIA XapakTep 3HAHUN M YMEHUH U CIIOCOOHOMY K MX CaMOCTOSITEIbHOMY IMPUMEHEHUIO U
OOHOBJICHHIO B XO/JI€ MOCIEAYIOLIEro 00y4eHns U MpakTUiecKoil aesrenpbHocTu. Onenka "xopomio”
COOTBETCTBYET JOCTaTOYHOMY YPOBHIO OCBOEHUS AMCLUILINHBI.

Onenka "ynOBIETBOPUTENBHO" CTABUTCS CTYJIEHTY, MPOSBUBLIEMY 3HAaHUS OCHOBHOTO
yuyeOHOro Mmarepuaia B o0beMe, HEOOXOAMMOM ISl MOCIEIYyIoLEero oOy4yeHHs U MpencTosiei
IIPAKTUYECKOW JESATENBHOCTH, 3HAKOMOMY C OCHOBHOM PEKOMEHJOBAaHHOM JIMTEPATypOW,
JIOMYCTUBIIEMY HETOYHOCTM MpHU OTBETe, HO B OCHOBHOM OO0JaJaronieMy HeoO0XOAUMBIMU
3HAHUSIMM U YMEHUSIMHU JJI MX YCTpPaHEHUs IPH KOPPEKTHPOBKE CO CTOPOHBI IMpernojaBaTes.
Onenka "ya0BIETBOPUTENBHO" COOTBETCTBYET JOCTATOUHOMY YPOBHIO OCBOCHHUS JUCLIUILINHEL.

Onenka "HEyIOBIETBOPUTENIBHO" CTAaBUTCSA CTYIEHTY, OOHApy>KMUBILIEMY CYIIECTBEHHbIE
npo0esbl B 3HAaHUMM OCHOBHOT'O y4eOHOro Marepuaia, JOIMYCTUBIIEMY NMPUHIMIUAIBHBIE OMIMOKU
[IpYU IPUMEHEHUH TEOPETUUECKUX 3HAHUMN, KOTOPbIE HE MO3BOJISIOT EMY MPOJOJIKUTH 00yUEHHUE UITH
OPUCTYNUTh K TMPAKTUYECKON JeATeNbHOCTH ©0€3 JOMOJHUTENBHOW MOJATOTOBKM 10 JaHHOU
qucuuruHe. OneHka "HEeyJOBIETBOPUTENBHO" COOTBETCTBYET HHU3KOMY YPOBHIO OCBOEHUS
JUCLUIUIAHBI.

Jns  oueHKW ypOBHS OCBOEHHUS JUCHUIUIMH, NPOPECCHOHANbHBIX MOAyJeH (ux
COCTaBJISIOLINX ) B KOJUIEIPKE YCTaHABIMBAIOTCS CIIEYIOIIEE COOTBETCTBUE!

«OTJINYHOY - BHICOKUI YPOBEHb OCBOCHHSI,

«XOpOILIO», «YAOBIETBOPUTEIHHOY» - JOCTATOYHBIA YPOBEHb OCBOCHHS;

«HEYAOBJIETBOPUTEIIBHO» - HU3KUH YPOBEHb OCBOEHHUS.

Jns oueHku oO0muX U NpoPecCHOHATbHBIX KOMIETEHIMH CTYJEHTOB HCIOJb3YETCS
JUXOTOMHMYECKAsl CHCTeMa OLEHMBaHUA: «0» — KOMIETEHLMsS HE OCBOEHA, «l» — KOMIETEHLHA
ocBoeHa. OrmeHka oOHIMX W MPO(ECCHOHATBHBIX KOMIETEHIMH IO AUCHUIUIMHE OTpa)kaeTcs B
XKypHaje y4yeOHBIX 3aHATUH U BBICTABISIETCS HAa OCHOBAaHUHM pPE3YJIbTAaTOB  BBIOJHEHHUS
IIPAKTUKOOPUEHTUPOBAHHBIX 3a1aHUM.



2. IPOTPAMMA TEKY]J.[EFI ATTECTAIMMU (KOMILIEKT OLEHOYHBIX CPEICTB ISl OLEHKHU
YPOBHSI OCBOEHHSI YMEHUIi, yCBOCHH S 3HAHU I, C(POPMHUPOBAHHOCTH OOIIHUX H
npo¢eccCHOHATbHBIX KOMIIETEHIIUI IPH NPOBEeHNUH TEKYIIero KOHTPOJIs)

@opMbI M MeTO/AbI TEKYIIET0 KOHTPOJIS.

s 3akperieHus ¥ YCBOCHHsSI MOJTYYEHHBIX 3HAHHUI HCIONB3YIOTCA cieayromme Gpopmsl u
METOABl KOHTPOJS: YCTHBIH M TNHCBMEHHBIH ONpPOC, MOJArOTOBKA COOOIIEHUH, pedepaTos,
TECTUPOBAHUE, PEIICHUE CUTYAUMOHHBIX 3aJad U T.J. POpMbI M METOJABl TEKYLIErO KOHTPOJIS
IpeyCMaTpUBAIOT KaK CaMOCTOSITEIbHYIO paboTy, Tak U padoTy B IpyIIIIe.

Texkymuii KOHTPOJIb HAIIPABJICH Ha UHAUBUAYAIbHYIO KOPPEKIUIO PE3yIbTaTOB 00YUYEHHUS IO
JUCLIUIUIMHE TI0 CJIEIYIOIIUM BHJIaM padoT:

OTtpaboTka HaBBIKOB MOKMCKA U MepeIayll HHPOPMAIIHH.

OtpaboTka HaBBIKOB 0€30MaCHOT0 MH(OPMAIIMOHHOTO U COIMAILHOTO B3aMMOICHCTBHUSI.

[TonroroBka JOKYMEHTOB B pa3HbIX (hopmarax.

PaboTa no uHIMBUAYATBHOM MPOTpaMMe.

MoryT ObITH AOMOJHUTEIBHO UCTIOIB30BaHbI CIIEAYIOINE (HOPMBI:

PedeparuBnoe 3amanme siBisiercss (HOpMOl caMOCTOATENBHON paboThl cTyaeHToB. Pedepar
BBIIIOJIHSIETCSI B COOTBETCTBHUM C METOAMYECKMMU PEKOMEHJAUUSIMH 110 €ro BbIIOJHEHHUIO,
odopmisiercs B OyMa)KHOM BapuaHTE B COOTBETCTBHU CO CTAaHIAPTOM KOJUIE/DKA W TIO KEIIAHUIO
CTYJICHTa MOET COMPOBOXKAATHCS DJIEKTPOHHON mpe3eHTanuel. 3amura pedepara NpOBOAUTCS B
YCTHOH (hopMe B paMKaX TEOPETHICCKHUX 3aHSATHH.

BrinmonHenue uccnenoBaTenbCKoro 3alaHusl, pe3yabTaTOM KOTOPOTO BBICTYMAeT pa3paboTka
AJIEKTPOHHOM MPE3CHTALNH, SIBJISIETCS (POPMOM CaMOCTOSITEIHLHON pabOThI CTYI€HTOB. DJIEKTPOHHAS
Mpe3eHTalus pa3padaThiBaeTCsl CTYACHTAMU MHAWBHUYATbHO WM TPYIION CTYACHTOB (2-3 4en.) B
COOTBETCTBUU C METOJUYECKUMH PEKOMEHJALMSMU IO €€ IMOATrOTOBKE. 3alluTa Mpe3eHTaluu
MPOBOAMTCA B YCTHOHM (hopMe B paMKax TEOpeTUYeCKHX 3aHsATHil. [Ipu MOAroTOBKE BBICTYIIIICHHS
0 MPE3EHTAIIMN MOXHO PYKOBOJICTBOBATHCS PEKOMEHAINSAMH K IOJTOTOBKE YCTHOTO COOOIIEHHUS.

VYCTHBI ONpOC — KOHTPOJIb, MPOBOJUMBIN MOCJE W3YYEHUs MaTepuaja Mo OJHOMY WIIU
HECKOJIbKUM TeMaM (pa3zgenaM) IUCHMIUIMHBI B BHJE OTBETOB Ha BONPOCHl U OOCYKICHHS

CUTYaLUi.
[lucbMeHHBI KOHTPOJIb — KOHTPOJIb, TMpEAroiaralonuii padoTy C TMOCTaBICHHBIMHU
BOIPOCAMH, PeIIeHHEM 3ajiay, aHAITU30M CUTYaI[Ui 10 OTEIBHBIM TeMaM (pa3zenaM) Kypca;
KoMOuHUpOBaHHBIIT  ONMPOC  —  KOHTPOJIb,  MPEAYCMATPUBAIOIINN  OJHOBPEMEHHOE

MCIOJIb30BaHNE YCTHOM U MUChMEHHOU (DOPM OIIEHKHU 3HAHUI 110 OJTHOM MM HECKOJIBKUM TeMaM.

3ammTa U Mpe3eHTAIMs JOMAIIHUX 33/JaHUuil — KOHTPOJIb 3HAHWH 10 MHIMBUIYAJIBHBIM WIIH
TPYNIOBBIM JOMAIITHUM 33/IaHUSM C IEJIbI0 TIPOBEPKHU MPABUIHBHOCTH WX BBIMOJTHEHHS, YMEHUS
000011aTh MPONACHHBI MaTepHall U IyOJHMYHO €ro TPEACTABIATH, MPOCIEKHUBATH JOTHUECKYIO
CBSI3b MEX/Yy TEMaMH Kypca.

Hoxnan, cooOmieHne — MPOAYKT CaMOCTOSTENIbHOW DPaOOThI CTYACHTA, MPEACTABIISIONIUAN
coOoif MyOJIMYHOE BBICTYIUIGHHE IO TIPEACTABICHUIO TIOJYYEHHBIX pE3yJIbTaTOB peEIIeHUs
orpezieIeHHON yueOHO-TTPaKTHYECKON, y4eOHO-ICCIeA0BATENbCKON U HAyUYHON TeMBbI

Dcce — CpeCTBO, MO3BOJIAIONIEE OIICHUTh YMEHUE 00Y4aoIerocsi MMCbMEHHO U3J1araTh CyTh
MOCTaBJICHHOUW MPOOJIEMBI, CAMOCTOSTEIIHHO MPOBOIUTH aHAJIU3 ATOU MPOOJIEMBI C UCTIOJIH30BAHUEM
KOHIENIINI 1 aHATUTUYECKOTO HHCTPYMEHTAPHS COOTBETCTBYIOIIEH AUCIUIIINHBI, IeTaTh BBIBOIBI,
000011aro1He aBTOPCKYIO TO3UIIMIO 110 TTOCTaBICHHOM MpobiieMe.

[Ipy npoBeneHUMH TEKYLIEr0 KOHTPOJIL YCINEBAeMOCTH CTYACHTOB HCIHOJb3YIOTCS
cjleylolie KPUTePUH OLEHOK:
1) Kpurtepun OIIEHKH BBINOJIHEHHUS YCTHOTO OIPOCa, KOHTPOJBHOM pabOThI, TECTOBBIX
3aJIaHAM, ayIUTOPHON CAaMOCTOSTEIHLHOM paOOTHI:
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[TporeHT pe3ynbTaTUBHOCTH OreHKa ypoBHSI OATOTOBKU
Oas (OTMETKa) BepOAIbHBIN aHAJIOT
90 + 100 5} OTJINYHO
80 +~ 89 4 XOPOIIIO
70 +79 3 yJIOBJICTBOPUTEILHO
menee 70 2 HEYJOBJIETBOPUTEIBHO

Bce 3amnaHupoBaHHBIE KOHTPOJIbHbBIE, CAMOCTOSATEIbHBIE PAOOTHI M TECTHI 110 JAUCHUIUIMHE
00s13aTeNbHBI JIsI BHIITIOJHEHUS.

2) Kputepuu o1leHKM MHIUBUYaTbHOTO MIPOEKTA:

OLICHKa «OTJINYHO» BBICTABJIAETCA 3a IIPOEKT, KOTOPbII HOCHUT HCCIEI0BATEIbCKUM
XapakTep, COACPKHUT IPaMOTHO H3JIOKEHHBIM MaTepual, ¢ COOTBETCTBYIOIIMMH OOOCHOBaHHBIMU
BBIBOJIAMU;

OIICHKA «XOpOILIO» BBICTABJISETCS 32 TPAMOTHO BBIIIOJIHEHHBIM BO BCEX OTHOLICHUSIX MPOEKT
NpY HAJTMYAW HEOOJIBIINX HEAOYETOB B €r0 COACP)KaHUHU HIIH 0(OPMIICHHH;

OLICHKA «YIOBJIETBOPUTEIBLHO» BBICTABISETCA 3a IMPOEKT, KOTOPBIM YAOBIETBOPSET BCEM
NPEIbABISIEMBIM TPEOOBAaHHUSIM, HO OTJIMYACTCS MOBEPXHOCTHOCTHIO, B HEM IPOCMATPHUBACTCS
HEMOCIIEI0BATENbHOCTh U3JI0KEHHS MaTepHralia, MpeCcTaBlIeHbl HEOOOCHOBAHHBIE BHIBOBL;

OLICHKA «HEYJIOBJIETBOPUTEIBbHO» BBICTABISAECTCS 3@ MPOEKT, KOTOPbIA HE HOCUT
HCCJIEIOBATEIbCKOTO XapaKkTepa, HE COJEP’KUT aHajIu3a MCTOYHMKOB U IMOAXOJ0B MO BbIOpaHHOMN

TEMC, BBIBOJbI HOCAT ,I[eKJ'IapaTPIBHBIfI XapaKTep.

3) Kputepuu olieHKH 37€KTPOHHON Mpe3eHTAIUN:

Kputepuu oneHku

Conep;xaHI/Ie OLICHKH

1. ConepxatenbHbIN
KpUTepui
(0-20 6anoB)

00OCHOBaHHME BBIOOpPAa TEMbI, 3HAaHHE TIpeaMeTa U CBOOOJHOE
BJIaJICHUE MaTepHajoM, TIpPaMOTHOE HCIOJIb30BAHWE HAY4YHOU
TCPMHUHOJIOT'MH, UMITPOBU3 AN, pe‘IeBOI\/II OTHUKET

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

(0-20 6astoB)

IMMOCJIOBHIIbI, ITIOTOBOPKHU U T.I[.) N HEA3BIKOBBIX (1'[033, MaHCpPbl U
T.,[[.) CpCACTB BBIPA3UTCIIbHOCTHU, (I)OHeTI/ILIeCKaH OopraHu3anuia peyu,
MPaBUJIBHOCTb YAApPCHUS, UCTKad AUKLUA, JOTUICCKUC YIAPCHUA U
T.1O.

4. Tlcuxonornyeckuii
KpUTepui
(0-20 6astoB)

B3alMOJICICTBHE ¢ ayIuTOpuel (TpsiMasi U 0OpaTHas CBSI3b), 3HaHUE
U Yy4eT 3aKOHOB BOCHPHATHS DPEUYH, HCIIONB30BAHHME Pa3IMYHBIX
MIPUEMOB MIPUBJICYEHUS M aKTUBU3AI[UN BHUMaHUS

5. Kpurepuii codnronenus
JIA3aHH-3PTOHOMUYECKUX
TpeOoBaHMil K
KOMITBFOTEPHOU
Mpe3eHTalun

(0-20 6ammoB)

coOnrofieHre TpeOOBaHWN K TIEPBOMY U TMOCIEAHEMY ciaiiiam,
MPOCIICKUBAHNE OOOCHOBAHHOM TMOCIIEIOBATEILHOCTH CJIANI0B M

uHpOpMallMM Ha  crlainax, HeoO0XOoAMMOE U  JJOCTaTOYHOE
KOJMUYECTBO (OTO- W BHUIEOMATEPHAIOB, y4Ye€T OCOOECHHOCTEH
BOCIIpUATHA  Trpaduyeckol  (MJUIIOCTpaTUBHOW) HMH(OpMaLUH,
KOppeKkTHOoe couetaHue (¢oHa U  TrpaduKd, OpraHuYHOE

COOTBETCTBHE AM3aiiHa IMMPE3CHTaluN €€ COACPIKAHUIO, TPAMOTHOC

COOTHECEHHE  YCTHOTO  BBICTYIUIEHMSS W KOMIIBIOTEPHOTO
COIIPOBOXKJCHMS, OOIlee BIeyaTIeHHEe OT MYJIbTUMEIUIHOM
IIPE3CHTAlNN

KonnyectBo HaOpaHHBIX OalIoOB
110 KPUTEPHSIM OLIEHKH MTPE3CHTALUH

O1neHka ypoBHSI TOATOTOBKHU

Oast (OTMETKa) \ BepOaTbHBIN aHAJIOT
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90 + 100 o) OTIINYHO

80 + 89 4 XOpOIIO

70 +79 3 YAOBJIETBOPUTEIHLHO
menee 70 2 HEYJOBJIETBOPUTEILHO

B cooTBercTBUM C NPUHIMIIAMUA TEXHOJOTHUU TPYNIOBOH pabOThl MpU OICHUBAHUU
JIEKTPOHHOM IPE3EHTAllMM BBICTABISETCS OJIHA OLEHKA BCEM YYaCTHUKAM MUKPOTPYIIIBI.
CTyneHTsl, He MPEACTaBUBILKE FOTOBYIO 3JIEKTPOHHYIO MTPE3ECHTAINIO WIH MPEACTaBUBIINE PadoTy,
KOTOpas ObLIa OLIEHEHA Ha «HEYAOBJIETBOPUTEIILHOY, BBIMOIHAIOT PadOTy 3aHOBO.



Pe3yJII>TaTbI OCBOCHUS: SBHAHUA U YMCHHUSA, 3JICMCHTHI KOMIICTCHIIUM, ITOJICIKAIIIHEC TEKYIIEMY KOHTPOJIIO

HopsakoBbl
il HOMep
Pe3ysbTaThl 0cBOCHMS OcHoOBHBIE NOKA3aTe/IN OLEHKH pe3yJbTaTa Paznen, Tema ®opMa  MeTO/bI KOHTPOJISI OLICHOHOTO
cpeiacTBa
Jloy1keH 3HATH
- HOpMmaTuBHbIe MpaBoBble | [Iepeuncnser 3aKOHOJIaTeNIbHbIE akThl, | Tema 1.10.
aKThl B 00JIaCTH OpraHHU3alliM | HOpPMATUBHO-METOINUECKHE JnokyMeHTsl, | HopMaTuBHO-MeTOAMUEeCKast 6aza o
yIpaBJIeHYECKOH periaMeHTHPYIOIIUE paboTy ¢ JOKyMEHTaMU JIEJIOTIPOU3BOACTBY YCTHBIN KOHTPOIb 2
JIESITEIEHOCTH
- OCHOBHBIE npasuia | [lepeuncnsger  mpaBwia XxpaHeHus | 3amuthl | Tema 1.10.
XpaHeHHs " 3aIIUTHI [ ciry’keOHOM mH(popManmmu B cooTBeTcTBUHM ¢ | HopMaTuBHO-MeTOaMIECKas 6aza 1o
ciryke0HO# nHpopManuy. HOPMAaTHBHBIMH JOKYMEHTaMH JIETIONPOU3BOICTBY
Y CTHBIN KOHTPOJIb 2

JosxeH ymers
- [OpuMeHsATh HopMmaTuBHblE | [IpuMeHsier  HOpMmaTuBHBIE  IpaBoOBble  akThl, | Tema 1.10.
TIPaBOBBIE aKTHI B | METOAMYECKHE JOKYMEHTHI, HCHONb3yeMble InpH | HopmarnBHO-MeTOAMUECKas 6aza 1o YCTHBIN KOHTPOIIB
YIpaBiIeHIECKOH odopMIIEeHHN IOKYMEHTOB U paboTe C HUIMHU JIETIONIPOU3BOJICTBY BeinonHeHe pakTHIeCKUX 2,3
JIeSITEIEHOCTH; pabor
- ToaroTaBnMBaTh MpoekThl | CocTaBisier U oQopMisieT MPOEeKTHl JOKyMeHTOB, | Tema 1.5. TpeboBaHus k opoOpMIICHHIO PEKBH3UTOB
YIpaBIEHYECKUX PEIICHNH; COJIepIKaIUX YIPaBICHYECKHE PEIICHUS OPTaHM3aIIOHHO-PACTIOPSAANTEIBHBIX JOKYMEHTOB

Tema 1.6.TpeboBanus K 0hOpMIICHHIO

TectupoBanue
OpTraHU3AI[HOHHBIX JOKYMEHTOB .
Y CTHBINA KOHTPOJIb
Tema 1.7.TpeboBanus K oopMIICHHIO 1,2,3
BrInonHeHNEe MPaKTHYECKUX
pacropsaauTeIbHBIX
pabor
JIOKYMEHTOB
Tema 1.8. TpeboBanus K 0(hOpPMIICHHUTO

I/IH(i)OpMaIII/IOHHO'CHpaBO‘IHLIX JOKYMCHTOB




IopsinkoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
- obOpabatsiBaTh BxomsAmme u|OcymiecTBIsIET pETUCTpAITHIO JIOKYMEHTOB, | Tema 1.11. Opraanzamnus CITY>KOBI
UCXOISIIHE JOKYMEHTBI, | KOHTPOIIb UCTIOJTHEHUS JIOKyMEHTOB, | TOKyMEHTAI[HIOHHOT'O 00ECTIIEICHUS YIIPABICHUS
CHCTEMaTH3HPOBAThH uX, | 0OpabaTrIBaeT MoydeHHbIe JOKyMeHTH B pydHoM | Tema 1.13. Oprarmzanus paboTsl ¢ JOKYMEHTaMHI TectupoBanue
COCTAaBJIATD HOMEGHKJIATYPY | peXMMe H C HCIONb30BaHWEM OJieKTpoHHOTO [ Tema 1.14. OpraHm3amust TeKyIIero XpaHEHUs Y CTHBIH KOHTPOJIb 123
e u (hopMHUPOBATE | TOKYyMEHTOOOOPOTA JIOKYMEHTOB BrImoHeHHE TPaKTHYECKIA o
JIOKYMEHTHI B JIeNIa; CocrtaBisieT HOMEHKIaTypy Jen, ompenenseT | Tema 1.15.IloaroroBka nen Kk apXUBHOMY XpaHEHHUIO pabor
CPOKHU XpaHEHUS JOKYMEHTOB Tema 1.16.0Opranu3zaius padbOThI ¢
o0OpalieHusIMU rpaxaan
- roToBUTH M TpoBojuTh | [Ipumensier npaBuina odopmiienns: nokymenToB u|Tema 1.5. TpeboBanus K 0pOpMIICHHIO PEKBU3UTOB
COBEII[aHHUs, AEJIOBbIe BCTPEUH, | paboThl ¢ HUMHU INPH MOATOTOBKE M IPOBEIEHHM | OpPraHU3allMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB
IIPUEMBI U NIPE3ECHTALUY; COBEIIAHUM, JENOBBIX BCTped, mnpuemoB u|Tema 1.6.TpeGoBanus K odopMIIeHHIO Tectuposanne
IIpe3eHTalui OpPTraHU3AI[HOHHBIX JOKYMEHTOB .
Tema 1.7.TpeboBanus K 0pOpMIICHHIO ¥ CTHBIH KOHTPOIIH . 2
PACTIOpATHTEIHBIX BerinonHeHNE TpaKTHIEeCKUH
JIOKyMEHTOB pador
Tema 1.8.TpeboBanus K 0pOpMIICHHIO
MH()OPMAMOHHO-CIPAaBOYHBIX JOKYMEHTO
OK.1. IloHMMaTe CYIIHOCTH H |- AEMOHCTPHpPYET HHTepec K Oymaymier npodeccun; (Tema 1.1. ComepkaHWe H OCHOBHBIC 3a/add
COLIMATBHYIO 3HAYUMOCTb | - (POPMYIHPYET CBOM LIEHHOCTHBIE OPHUEHTHUPHI IO | COBPEMEHHOTO JOKYMEHTAlMOHHOTO OOECICUCHUS
cBoell Oynymie mnpodeccur, | OTHOMIEHUIO K M3y4aeMbIM IpeaMmeTraM U cdepaM | ynpaBieHUs
IIPOSABJIATh K HEHW YCTONYMBBIU | AEATEIBHOCTH; Tema 1.2.0CHOBHBIE MOHATHS JEIONPOU3BOJCTBA.
HHTEpecC. - BbIOMpaeT CBOM LeJieBble M  CMBICIOBBIE | JlOKyMeHT 1 ero GyHKIHMN TectupoBanue 19
YCTAHOBKH JIJIsl CBOUX JIEMCTBUIN U MOCTYIIKOB; YCTHBIN KOHTPOJIb ’
- OCYILECTBIIET UHIUBUAYAIBHYIO
00pa3oBaTeNbHYI0 TPACKTOPHIO C Y4E€TOM OOIINX
TpeOOBaHUI 1 HOPM
OK 2. OpranmzoBeBath [ - CocTaBiseT TMaH paboOTel Hax TpoektoM | Tema 1.11. Opranuzauus CITYKOBI
COOCTBEHHYIO  JAEATEIBHOCTH, | (MCCIEJOBAaHUEM) JIOKyMEHTAI[HOHHOT'O 00eCTIeYeHUs! YIIPaBICHUS
BBIOMpATh THIOBBIE MeTOAbI U |- [ImanupyeT yueOHYyIO nesresbHOCTh, BeIodHseT | Tema 1.13. Opranusamust paboTsI ¢ JOKYMEHTaMU
CIOCOOBI BBITNIOJIHEHUS | 3aJaHKs  [IPenojaBaTens B coorBerctBuu c|Tema 1.14. Opranusanus TeKyIIEro XpaHEHUsS
npodeCCHOHAIBHBIX  3a7ad, | IITIaHOM. JIOKYMEHTOB Y CTHBIN KOHTPOIIb 2

OIIEHUBATh UX 3PPEKTUBHOCTH
1 Ka4ecTBO.

- Omnpenensier METOABI W CHOCOOBI BBITIOTHEHHS
MPAKTUYECKHUX 3a1a4.

- Pemaer mnpakTtudeckne 3amaud B 00JacTH
poecCHOHATLHON NeATENbHOCTH

Tema 1.15.IToaroToBKa A€M K apXUBHOMY XpaHEHUIO
Tema 1.16.0pranu3zarus paboThI ¢
oOpanieHus MU TpaxIanH
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MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
- OcymecTBIieT CaMOKOHTPOJIb B IIpolecce
BBIOJMHEHNA paboTel M €€ pe3ynbTaTroB. -
Anammsupyer pE3yNbTaTUBHOCTD
UCTIONI30BaHHBIX METOJIOB " croco6oB
BBIITOJTHEHHS MPAaKTHIECKUX 3a/1a4.
- Haxonut u ncnone3yer He0OXOIUMYIO ITPaBOBYIO
nHpopmanuio.
OK.3. Ilpuanumars pemenus B |- Ilpemmaraer BapuaHThl peuieHus mnpoOiemuoii | Tema 1.11. Opranuzanus CITY>KOBI
CTaHJapTHBIX U | cUTyaIuu (CUTYaIllMOHHON 3a1a4H) JIOKyMEHTAI[HOHHOI'0 00ECIIEYCHUsI YIIPaBICHUs
HECTAaHAAPTHBIX cUTyarusx u|- OneHuBaeT pecypcbl, Heobxomumbie uid|Tema 1.13. Opranuzamus paboTsl ¢ JOKYMEHTaMH TectupoBanue
HECTHU 3a HUX | BBIIIOJHEHMS 3alaHUN. Tema 1.14. OpraHuzanus TeKyIIEro XpaHEHH Y CTHBINA KOHTPOJIb 123
OTBETCTBEHHOCTh - Pemaer 3amaum W TUNOBBIE  IOPUIUUYECKHUE [ JOKYMEHTOB BrInonHeHne MpakTHYeCKUX -
CUTYyallMl B COOTBETCTBHU C 3aJaHueM, BbiOMpaeT | Tema 1.15.IToaroToBka en K apXMBHOMY XPaHEHHIO pabor
COOTBETCTBYIOIIUE 3aKOHY (POPMBI IOBEACHUS Tema 1.16.Opraru3zanust paboTHI ¢
o0paIeHusIMI rpaskaaH
OK 4. OcymmecTBisaTh MOUCK U |- Bwidmpaer uHpopmamuio B cootBercTBUH ¢ |Tema 1.5. Tpeboanus kK 0hOpMIICHHIO PEKBU3UTOB
UCTIONB30BaHWe WH(popManuw, | 3a1aHueM OPTaHHU3aIOHHO-PACTIOPAANTEIBHBIX JOKYMEHTOB
HE0O0X0IUMON mi| -  Haxomur u wucmomedyer pasHooOpasubie | Tema 1.6.TpeboBanus K 0pOpMIICHHIO
3G (QEKTUBHOTO  BBIIOJIHEHUS | ICTOYHUKH HHpOpManny. OPTaHM3AIIOHHBIX JOKYMEHTOB
po¢eCCHOHATBHBIX 3anady, | - [omywaer HyxHYI0 WHpoOpMaIUiO U coxpaHnseT | Tema 1.7. TpeGoBanus K 0hOpMIICHHIO
podecCHOHANBHOTO u | ee B yJ0OHOM /151 paboThl hopmare. pacropsaauTeIbHBIX
JIMYHOCTHOTO Pa3BUTHSL. - Ompenenser CTeNEeHb JOCTOBEPHOCTH U | JOKYMEHTOB TectupoBanue
aKTyaJIlbHOCTH HH(OpMAIIKH. Tema 1.8.TpebGoBanus K odopmiteHnIo Y CTHBINA KOHTPOJIb 123
- Ynpouiaer nomauy vHGoOpManuu sl 4ETKOCTHU | MHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB BrImnonHeHNE MPaKTHYECKUX -
MIPECTABICHNS U ICHOCTH TIOHUMAaHUS. pabor
- Pemaer 3amaum W THNOBBIE  IOPHIMYECKHE
CUTyallun B COOTBETCTBHM C  3aJaHUEM,
COCTaBIsIET TPABOBbIE JOKYMEHTH, B T.4. C
MIOMOIIBI0O  COBPEMEHHBIX  HMH()OPMAIMOHHBIX
TEXHOJIOTHH M TNpaBoBHIX cucteM «KoHcymbTaHT
ITnroc» u «I"apaHT» B COOTBETCTBUU C 33aHHUEM.
OK5 - Wcnonesyer caiitel MHTepHera u mnoapdupaer|Tema 1.5. TpeboBanus kK oh)OpMIICHUIO PEKBU3UTOB TecTHpoBaHME
Hcnonp3oBath nHPOPMALIMIO 10 COBPEMEHHBIM TEXHOJIOTHSM | OpTraHW3AIMOHHO-PACHIOPSIINTENBHBIX JOKYMEHTOB YCTHLIﬁpKOHTponb
nHPOPMALNOHHO- JIEJIONPOU3BOJICTBA, UCIOJIb3YEMBIM B pa3inuuHbIX | Tema 1.6.TpeboBanus K oopMIICHHIO 1,23
BrInoHeHNE TPaKTHIECKUX
KOMMYHHUKAI[HOHHEIE oTpacisax aedarensHocTd PO OpTraHU3AIIHOHHBIX JOKYMEHTOB
TEXHOJIOTUU B|(- CocraBmser u odopMisieT  JTOKYMEHTHI, | Tema 1.7. TpeboBanus K 0(hOPMIICHHUIO pagor
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MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
npodeccnoHaNIBHOM repeiaBacMBblIe 10 KaHallaM 3JIEKTPOCBSI3H pacnopsIAUTEIbHBIX
JIESITEIEHOCTH U 3JIEKTPOHHOH ITOYTe. JIOKyMEHTOB
Tema 1.8.TpeboBanus K 0ohOpMIICHHIO
MH(OpPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
OK 6 - I'pymmoBast ~ pabotra  Hapg mpoekToM: | Tema 1.5. TpeboBaHus K 0hOPMIICHHIO PEKBU3UTOB
PaGotaTth B KOJUIEKTHBE W |paclpeneieHHe BHYTPH TPYIIBI OOS3aHHOCTEH, | OpraHN3alMOHHO-PACTIOPSIIUTENbHBIX JOKYMCHTOB
KOMaH/Ie, 3¢ (GeKTHBHO | COCTaBIeHHE IUIaHa paboTBl Hax TpoekToM, | Tema 1.6.TpeboBanus K 0ohOpMIICHHIO Tectnposane
obmarbest ¢ KoJuleram, | ohopMIIeHHE pPe3yabTaToB pabOThl HaJl MPOEKTOM | OpraHU3alMOHHBIX JTOKYMEHTOB VCTHBI KOHTPOND
PYKOBOJICTBOM, - Ilepenaer nHdopmauuio, uaen M onbIT wieHaM | Tema 1.7.TpeGoBanus K odopMIIeHHIO 1,23
BrinonHeHe IpakTHYecKuX
MOTPEOUTEIIMU KOMaH/IBL. pacnopsiIUTENIbHBIX 6
- Jlemonctpupyer  HaBbIKM  3((EKTHBHOTO | JOKyMEHTOB pabot
oO1eHus Tema 1.8.TpeboBanus K odopMIIeHHIO
MH(OpPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
OK.7. bparb Ha  ce0s|- ['pamoTHO cTaBUT 1eidb paboThl. YcraHaBiuBaet | Tema 1.11. Opranuzanus CITY>KOBI
OTBETCTBCHHOCTh 3a pabOTy | KpUTEPHH yCIieXa U OLEHKH AESTEIbHOCTH. JOKyMEHTAI[IOHHOT'O 00ECTIEICHUS YIIPABICHUS
YJICHOB KOMaHJBI |- Anantupyercs B HU3MEHSIOIUXCS YycloBusX, | Tema 1.13. Opranusanust paboTsl ¢ JOKYMEHTaMU
(MOMYMHEHHBIX),  PE3yJbTAaT | MCHSCT L. Tema 1.14. OpraHuzauus TEKyIIEro XpaHEHUs
BBIITOJTHEHUS 331aHUH - BeimmonHsAeT MOCTAaBICHHBIE 3a1a4H. JIOKyMEHTOB Tectnposanie
- JlemoHCTpHpYET criocoOHOCTH KOHTpoHpoBaTh U | Tema 1.15.IToaroToBka fen K apXUBHOMY XpaHEHUIO VCTHBIH KOHTPOITS
KOPPEKTHPOBATh paboty komexTuBa. | Tema 1.16.0praruzamnus paboTs! ¢ 1,23
BeinonHeHe pakTHYecKuxX
CamocTOATEeNBHO NPUHAMAET OTBETCTBEHHBIE | OOpallleHUSIMH TPAXKIaH pabor
peLIeHUsL.
- [Ipunumaer 3¢ GeKTUBHBIE PEIIEHHUS, UCIIOIb3Ys
CHUCTEMY METOJOB  YIpaBlieHUS. Y UYHTHIBAET
0COOCHHOCTH MEHEJDKMEHTA B obnactu
po(heCcCHOHAIBHOM IESITEIbHOCTH
OK. 8. CamocrosarensHo |- CaMOCTOATENIEHO OPraHU30BBIBACT U MiaHupyeT | Tema 1.11. Oprasu3zanus CITY>KOBI
OTIPEIETIATh 3aj1a4M | BBIMOJTHEHUE JOMAIIHEH paboThl NPH HW3Y4YEHHUH | JOKYMEHTALMOHHOTO 00eCIIeueH s YIpaBICHHS
podecCHOHANBEHOTO 1 | IpoeCCHOHAIBEHOTO MOJTYJISL. Tema 1.13. Opranu3zauust paboThI C JOKyMEHTAMH TectupoBanne
JIMYHOCTHOTO pasButHs, | - Pa3zpabartbiBaer, aHamu3upyeT U coBepireHcTByeT [ Tema 1.14. OpraHuzanus TEKyIIEro XpaHCHHS YCTHBIA KOHTPOJIb 123
3aHUMAaTbhCs IUIAaH JIMYHOCTHOTO pPa3BUTUSL W TOBBIMICHHS | JOKYMEHTOB BrinonHeHe IpakTHYeCKUX -
camMo00pa3oBaHUEM, KBaIM(HUKALWH 10 CTICIHATbHOCTH Tema 1.15.IToaroToBKa Jen K apXMBHOMY XPaHEHHIO pabor
OCO3HaHHO IJTAHUPOBATh Tema 1.16.Opraru3zarnmst paboTsI ¢

TIOBBIIIICHHUEC KBaJ'[I/I(i)I/IKaHI/II/I.

0o0OpalieHus MU TpaxIaH
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Pe3yabTaThl ocBOCHMSA

OCHOBHBIE IOKA3aTeJIM OLEHKH pe3yJbTaTa

Pa3nen, Tema

®opMa ¥ MeTOABI KOHTPOJISt

MopsaakoBbI
il HoMep
OLICHOYHOI0
cpelacTBa

OK.9. OpuentnpoBatscsi B
YCIOBUSIX  YacTOW  CMEHBI
TEXHOJIOTUI B
po¢eCCHOHATBHOI
JIESITEIEHOCTH

- OcBamBaeT HOBBIE TIPOTPaMMHBIE CpPEACTBA,
obOecrieynBarOIie  OpraHW3amuio  paboTel ¢
JOKyMEHTaMH.

- OrcnexuBaeT W HUCIONB3YeT HM3MEHEHUS
3aKOHOAATENPHOM M HOPMAaTHBHO-CIPAaBOYHOM
0a3pl, perJIaMEeHTHPYIOIIEH JTOKYMEHTallMOHHOE
obecrieueHue.

-OcBauBaet HOBBIC TEXHOJIOTUH B
npodecCHOHANBLHOMN e TeIbHOCTH.
- llpuMeHseT HOpPMaTUBHOE
JOKYMEHTAI[MOHHOTO 00eCIIeUeHH s
- OpueHTHpyeTCsl Ha MEXAYHAPOAHBIC CTaHIapTHI
B 00NacTH JOKYMEHTalMOHHOTO OOecreueHHs
YIpaBICHUS

perynupoBaHue

Tema 1.11. Opraanzamnus CITY>KOBI
JOKyMEHTAI[HOHHOT'O 00ECTIEICHUS YIIPABICHUS
Tema 1.13. Opranmzanus paboTH ¢ TOKyMEHTaMHU
Tema 1.14. OpraHmzamus TEKyIIETO XpaHEHUS
JIOKyMEHTOB

Tema 1.15.IToaroroBka Aen K apXUuBHOMY XpaHEHUIO
Tema 1.16.0Opranuzanus paboTsl ¢

oOpalieHusIMU rpaxaan

TectupoBanue
YCTHBINM KOHTPOJIb
BrlnoyHEHUE IPAKTUYECKUX
paboT

1,23

[IK1.1 Koopnunuposats
pabory OpTaHM3aINH
(mpueMHOW  PYKOBOIUTEI),

BECTU IIPUEM IIOCETUTENIEH

- IlepeuncnseT HOPMATHBHO-NIPABOBBIE AaKTHI U
3HAEeT coJlepKaHHe MIPABOBBIX HOPM,
peryIupyromux OTHOIIEHHUS B cepe
OCYILIECTBIICHUS npodeccroHaNbHOM
JeSITeTIbHOCTH.

- OdopmisieT HeOOXOUMBIE JOKYMEHTHI C yIETOM
TpeOoBaHNUIT 3aKOHOIATEIILCTBA.

- Opraamusyer npuéM MOCETUTEICH.

- Benér yuér u perucrpanuro noceTuTenei.

- JloknazibIBaeT pyKOBOAMTENIO O MOCETUTENAX

- KoHTponupyeT BBIOIHEHHE NPUHUMAEMBIX B
Xojie mpréma peIeHH.

- Cuemutr 3a  0O4YEpPEIHOCTHIO
periaMeHTOM Oecesibl.

- OrMmeuaeT KOMaHAWPOBOYHBIC YAOCTOBEPCHUS
KOMaHIWPOBAHHBIM pa6OTHI/IKaM

npuéMa "

Tema 1.4.TpeGoBanus k oQopMICHHIO OIaHKOB.
Buns! 6i1aHkoB

Tema 1.5.TpeGoBaHus K OQOPMIICHHIO PEKBH3UTOB
OpraHHU3al[IOHHO-PACTIOPSAAUTEIBHBIX JOKYMEHTOB

TectupoBanue
Y CTHBINA KOHTPOJIb
BrlnosHEHNE IPAKTUYECKUX
pabot

1,23

IIK1.2 OcymecTBisaTs paboTy
10 TTOATOTOBKE W MPOBEIECHUIO
COBEIIIAHUMN, NIETOBBIX BCTpEY,
IIPUEMOB U IPE3CHTALUM.

- Odopmisier mpaBOBBIE TOKYMEHTHI C y4YETOM
TpebOBaHUI 3aKOHOIATEIHCTBA.

3HaeT  coIep)KaHWE  TPABOBBIX  HOPM,
pETYIUPYIOIINX B3aWMOOTHOLICHUS PAa3JINYHBIX
TOCYyJapCTBCHHBIX OpPraHoB, MYHUIHUIIAJIBHBIX

Tema 1.5. TpeboBauust kK 0OPMIICHHIO PEKBU3UTOB
OpPraHu3aIMOHHO-PACHOPATUTECIBbHBIX TOKYMECHTOB
Tema 1.6. TpeboBanus K 0(hOpMIIEHUIO
OpraHMu3aIMOHHBIX JOKYMCHTOB

Tema 1.7. TpeboBanus K 0(OPMIICHHUIO

TectupoBanue
Y CTHBIH KOHTPOJIb
BrlnosHEHNE paKTHYECKUX
pabor

1,23
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MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
00pa3zoBaHui, NX AOHKHOCTHBIX JIUII, UX MPaBOBOM | pacOPSIAUTEIILHBIX
CTaTyC, KOMIIETCHIIHIO. JIOKyMEHTOB
- Cocrarnsger IUIaH TPOBENEHHUS COBEIIaHUM, | Tema 1.8.TpeboBanus K 0ohOpMIICHHIO
coOpaHuii 1 1Ip. WHPOPMAINOHHO-CIIPABOYHBIX TOKYMEHTOB
- OnoBem@aeT y49acTHUKOB MEPOTIPUSTHS.
- BriAcHSeT M JOKIaAbIBaeT PYKOBOJHUTETIO O
NpUYUHAX OTCYTCTBUS HE TIPUIIEAIINX
COTPYAHUKOB.
- TotoBuUT HeoOXomMMBIE MaTepHallbl 5
IIOMCIICHUC JUIA MpOBEACHUA JCJIOBBIX
MIePEeroBOPOB.
- OdopmisieT MIPOTOKOJIBI 3aceaHuil
KOJUICTHAIIbHBIX OPTaHOB.
- [IpoymbIBaeT BONpoc 0 CyBEHHpax M PEKIAMHOMN
MIPOYKIUH IJIsl TOCTEH NMPE3EHTAIHH.
- Ilepeuncnsier HOpMaTHBHO-TIpaBOBbIe akThl u|Tema 1.5. TpeOoBanus K 0hOPMICHUIO PEKBU3UTOB
pacKpbIBacT  COICp)KaHWE  MPABOBBIX  HOPM, | OPraHU3aIMOHHO-PACIIOPSIUTEIBHBIX JOKYMCHTOB
PETYIHPYIONNX CIy’keOHOe BpeMs, BpeMs OTpIXa, | Tema 1.6. TpeboBanms K odopMIIeHHIO
ToCyJapCTBCHHBIC rapaHTuu, oriaTty TpyZda | OpraHu3allMOHHBIX TOKYMCHTOB
TrOCYAAapCTBEHHBIX U MYHULIMIIAIBHBIX ciryxamux. | Tema 1.7.TpeboBanus K oopmiieHnIo
K13 OcymecTRIATS - O(bopMﬂﬂf:T HEOOXOIMMBIE JOKYMEHTHI C YYETOM | PaCIIOPSAAUTEIBHBIX Tecupoanue
IIOJATOTOBKY JIEJIOBBIX IOE3/I0K TpeOOBaIHii 3AKOHO/ATELCTSA, JIOKYMEHTOB YCTHBIN KOHTPOJIb
pYKOBOMWTENS  H  JIpYTHX IMonyyaer ot pykoBoauTensi Heobxoaumbie | Tema 1.8. TpeGoBanus K 0hOpMIICHHIO BhiO/HEH e NPAKTHIECKHX 1,2,3
COTPY/THHKOB OPrAHH3AIH yKa3aHus 110 BONPOCcaM KOMaHINPOBKH. MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB pa6or
- Odopmiser nmcpMa-3assBKM O OpPOHMPOBaHHUHU
HOMEpa B TOCTHHHIIE.
- CocraBnser  mporpamMmy — KOMaHJHPOBKH
PYKOBOAMTETIS.
- ['oToBHUT HEOOXOMMBIE IOKYMEHTBI X MaTepHAaIIbI
JUIsL 1€JI0BOM MOE3/IKH.
- Ilepeuncnsier HOpMaTHUBHO-TIpaBoBble akThl W |Tema 1.5. TpeGoBanus Kk 0hOPMIICHUIO PEKBU3UTOB
[IK1 4. OpraHH30BEBATS 3HAeT coJiepKaHue . MPaBOBBIX HOPM, | OpPraHU3alMOHHO-PACIIOPAIUTENBHBIX JOKYMEHTOB TCCT%pOBaHI/Ie
pabouee MECTO Cexperaps M PETYNHPYIOUAX BONPOCEI: YCTAHOBNEHHS NpaB M Tema 1.6.TpeboBanus K oopMIICHHIO Y CTHBIH KOHTPOJIb 123
PYKOBOAHTEIIS obs3aHHOCTE  paboTHHMKA | pa60TonaTenﬂu; OpTraHU3AIIMOHHBIX JOKYMEHTOB BrInonHeHNE MTPaKTHIECKUX
pabouero BpeMeHH M BpEMEHH OTAbIXa; TpynoBoi | Tema 1.7. TpeboBanus K 0(hOPMIICHHUTO pabor
JAUCILIMITJINHEI. pacnopsAaUTEIIbHBIX
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IopsinkoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
- PackpeiBaeT pomp M 3HAa4YE€HHE JOJDKHOCTHBIX | JOKyMEHTOB
WHCTPYKUMH M TpyzoBoro goroopa aiusi|Tema 1.8.TpeboBanus K 0opOpMIICHHIO
YCTaHOBJICHHS TpaB U 00sA3aHHOCTEH pabOTHUKA. - | MHHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
Odopmisier HEOOXOANMEIE TIPABOBBIC JOKYMEHTHI
C y4eToM TpeOOBaHUH 3aKOHOIATENbCTBA.
- YuureiBaeT TpeOOBaHMS, IPEABSIBISIEMbIE K
opraHu3aiu pabouyero Mecra.
- PazpabareiBaeT  BapuaHTBl  IUIAHUPOBKH
NIPUEMHOM.
- OOecrieunBaeT MakCHUMalbHO KOM(DOPTHBIE
ycnoBust i1 3G HeKTUBHOM pabOTHL.
- OcHamaer pabodee MECTO CeKperaps |
PYKOBOANTEISI HEOOXOANMBIMH CPEICTBAMH TPY/Ia.
OK 1.5 Od¢opmuare wu|- CocraBuser opraHu3auoHHBIE HOKyMeHTH 1o | Tema 1.4.TpeboBanus K OGOPMIICHHIO OJAaHKOB.
pETHCTPUPOBATH 3aJaHHBIM ~ pEKBM3WTaM Ha JIIOOBIX  BHUIax | Buabl 6mankoB
OpraHu3alMOHHO- HOCHUTEIIEH. Tema 1.3
pacnopsauTeNbHbIE CocraBisieT pacrnopsauTelIbHbIe TOKYMeHTHI 1o | Dopmymsap-oopasen OP/I. Cocras pexBuzntoB OPJ]
JIOKyMEHTBI, KOHTPOJIUPOBATh | 3aJaHHBIM pEKBH3UTaM Ha J00bIXx Buzax|Tema 1.5. TpeOoBanus kK 0(h)OPMICHUIO PEKBU3UTOB
CPOKH UX UCIIOTHEHUS HOCHUTENEH. OPTaHU3aI[IOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB
- CocraBuser  uH(DOpPMaLMOHHO-CIIpaBoyuHble | Tema 1.6.TpeGoBanus K odopMIIEHHIO
JOKYMEHTBl IO 3aJaHHBIM pEKBU3UTAM Ha [ OpraHU3aIMOHHBIX JOKYMEHTOB
JOOBIX BUAAX HOCUTENEH Tema 1.7.TpeGoBanus K odopMIIEHHIO
- Briaenser ommOKku B 0(OPMICHHBIX JOKYMEHTAX | PaCHOPSAUTEIbHBIX Tectnposarue
U UCHpaBIIeT UX B  COOTBETCTBYIOIIMMH | TOKYMEHTOB .
MIpaBUIAMUA Tema 1.8.TpeboBanus K 0(pOpMIICHHIO Y CTHEIH KOHTPOIIS 1,2,3
BrimonHeHne IpakTHYecKUX
- Peructpupyer OpTaHM3aIOHHO- | TH()OPMAaMOHHO-CIIPABOYHBIX JOKYMEHTOB 6
pacropsiiuTeNbHbIe  JOKYMEHTHl B OkypHanax [Tema 1.9 Crunmctka ® - peJakTHpOBaHHE pabot
perucTpanyun, B PErHCTPAllMOHHO-KOHTPOJBHBIX | CIY)KEOHBIX TJOKYMEHTOB
KapTOUuKax Tema 1.11. Opranuzauus CITYKOBI
- OcymecTBiasieT KOHTPOJIb 32 CPOKAaMH | JOKYMEHTAIMOHHOTI'O OOEeCTIeYeHNUs YIIPaBICHUS
HCTIONHEHUSI  JOKYMEHTOB, TpocrtaBiusier Ha|Tema 1.12.IlpaBuma odopmieHus u BeIgadd KOMUH
nokymMeHTax «OTMETKYy 0 KOHTPOJIe) JIOKYMEHTOB
- Odopmser opranu3aroHHo- [ Tema 1.13. Opranusanus paboTsI ¢ TOKYMEHTaMHU
pacmopsauTeNbHbIE  JOKYMEHTHI ¢ ydetoM | Tema 1.16.0prarm3anus paboTsl ¢

TpebOBaHMI 3aKOHONATENbCTBA C HMPUMEHEHHUEM
COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJIOTHH.

oOpanieHus MU TpaxIanH
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Pe3yabTaThl ocBOCHMSA

OCHOBHBIE IOKA3aTeJIM OLEHKH pe3yJbTaTa

Pa3nen, Tema

®opMa ¥ MeTOABI KOHTPOJISt

MopsaakoBbI
il HoMep
OLICHOYHOI0
cpelacTBa

IK 1.6
BXOILIME |
JOKYMEHTBL,
CHCTEMaTH3UPOBATh uXx,
COCTaBIISATh HOMEHKJIATYpY
Jien " (dbopMupoBath
JIOKYMEHTBHI B Jiena

O06pabaTsiBaTh
UCXOAIIIEC

- [IpoBepsieT MPaBMIILHOCTH TOCTaBKH MOJTYICHHBIX
JOKYMEHTOB, MIPOCTABISET «OTMeTKY W)
MIOCTYTIJICHUN TOKYMEHTA B OPTAaHM3AIIHIOY.

- Pacmpenenser mONYYCHHBIC JTOKYMEHTHI
PETUCTPUPYEMBIC U HEPETUCTPUPYEMBIC

- Ilepemaer 1OOKyMEHTHI Ha pPacCMOTpEHHE
PYKOBOJUTEINIO OpraHU3aluu

- IlepemaeT JOOKYMEHTHI HWCHOJHHUTENSM B
COOTBETCTBUU C PE3OJIOIHEH PYKOBOIUTEIS

- OcymecTBisieT TPOBEpKY  NPAaBUIBHOCTH
0o(pOpPMIICHHS OTIIPABIAEMBIX JOKYMEHTOB

- OcymecTBuseT  agpecoBaHHe  KOHBEPTOB,
BKJIQ/IBIBACT JOKYMEHTHl B KOHBEPTHI, 3aKJICHBACT
KOHBEPTHI

- CocTaBisieT HOMEHKJIATYPY Ae OpTaHU3aliH 110
YCTaHOBJICHHOH hopMme

- IlpocraBnsier HHIEKCHI
3ar0JIOBKH JIENI

- ®opmupyeT TOKYMEHTHI B JieJia B COOTBETCTBHUH C
OTpEe/ICNICHHBIMHY MIPABUIIAMHU

- CucreMaTu3upyeT ITOKYMEHTHI BHYTPH Jela B
COOTBETCTBHUH C OIPECIICHHBIMH MTPHHITUTIAMA

- OOpaOaTpiBaeT, BXOIAIIAE W  HCXOJSIINE
JOKYMCHTBI, CHCTEMAaTH3HPYET WX, COCTaBIIACT
HOMEHKJIATYpY Hel B (POPMHPYET JOKYMEHTH B
Jefa ¢ y4eToM TpeOOBaHHA 3aKOHOJATEIBCTBA C
MIPUMEHCHUEM COBPEMEHHBIX HHGOPMAIIMOHHBIX
TEXHOJOT M.

Ha

nen, QGopMmynupyer

Tema 1.11. Opraanzanus CITY>KOBI
JOKYMEHTAI[HOHHOT'O 00ECTIEICHUS YIIPABICHUS
Tema 1.13. Opranmzanus paboTH ¢ TOKyMEHTaMHU
Tema 1.14. Opranuzanus TEKyLIETO XpaHEHUs
JIOKYMEHTOB

Tema 1.16.0Opranuzarnus padboThl ¢

oOpaleHUIMHU IpaXKaaH

TectupoBanue
Y CTHBIH KOHTPOJIb
BrinmonHeHNE IPaKTHIECKUX
paboT

1,23

nK 1.7
paborath ¢
COoJIepIKaIIUMHU
KOH(HICHIINATBHYIO
nHPOPMANIMIO, B TOM YHCIE C

CaMOoCTOSTEBHO
JIOKYMEHTaMHU,

- Ilpumenser mnpaBoBBle 3HAHHUA B 00JaCTH
peryjiupoBaHus H 3aIUTEl  UHPOpPMAIIUU B
MIPAKTUYIECKON MEATSIHLHOCTH, B T.4. IIPH padboTe ¢
JOKYMCHTaMM.

- Omnpenensier  BUABI

U Mepbl HOPUANYECKOU

Tema 1.10.
HopmaTtuBHo-MeToanueckas
JIETIOTIPOU3BOJICTBY
Tema 1.11.

baza 1o

Oprasunzanus CITY>KOBI

TectupoBanue
Y CTHBIH KOHTPOJIb
BrlnosHEHNE paKTHYECKUX
pabor

1,23
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MopsaakoBbI

PesysbTaTsl 0cBOCHHA OcHoOBHBIC N0KA3aTe/IH OLECHKH pe3yJibTaTa Pa3nen, rema ®DopMa U METOAbI KOHTPOJIS ouﬂe:(())r:gro
cpeacTBa
JOKyMEHTaMH 10 JHYHOMY | OTBETCTBEHHOCTH 32  HEHCIOJHCHHE WM | JOKyMEHTAI[HOHHOTO 00ECTIEYCHUS YIIPABICHUS
COCTaBYy. HEHaJUIeX)amee HCIoiHeHne oOs3aHHocTed mpu | Tema 1.13. Opraru3zamust paboThl ¢ JOKyMEHTaMH
paboTe ¢ TOKyMEHTaMH OTPaHMYEHHOTO JIOCTYIIA.
- Hcnomezyer mpuHOMOBI paboOThI CeKpeTaps C
KOH()MACHIIHAILHBIMH TOKYMECHTaMHU.
- 3HaKOMUTCA c 0COOEHHOCTSIMU
JOKYMEHTUPOBaHUS KOH(UACHIIMAIBEHBIX
CBEJICHUI.
- PaspabarbiBaeT mIaH = MEpONPHATHH  TIO
obecrieueHHIo 3aIUTH KOH(UICHINAIBEHO
nH(pOpMaLUK U IEPCOHATBHBIX TaHHBIX.
- IIpoBoaWT MPOBEPKH HANWYMS JOKYMEHTOB, JEI
U HOcuTenel nHpopMamn
- CocraBiseT aKkThl 1O pe3yjibTaraM IPOBEPOK
HaITIHS u YHUYTOXKEHUS JOKYMEHTOB,
coJieprKaliX KOHPHICHINAIbHYI0 HHpopManuio
K 1.8 OcymecTBiATs | - [IpuMeHsieT mpaBoBble 3HaHUA mpu HcronHeHnd | Tema 1.5. TpeboBanus k 0hOpMIICHUIO PEKBU3UTOB
TesnieOHHOE — OOCITY)KHMBaHHME, | GYHKIMOHANBHBIX ~ OOS3aHHOCTEH, MNEpEeYNCIsieT | OpraHU3aIOHHO-PACTIOPAANTEIBHBIX JOKYMEHTOB
IPUHMMATh W IIEPEeNaBaTh | OCHOBHBIC HIPUHLIMIIBL u TpeboBanus, | Tema 1.6.TpeGoBanus K odopMIIeHHIO
(axcsl. YCTAHOBJICHHBIE 3aKOHOIATEIILCTBOM K | OpraHU3allMOHHBIX TOKYMEHTOB
CIy)KeOHOMY TOBEIEHUIO  TOCyIapcTBeHHBIX U |Tema 1.7. TpeGoBanus K 0 OpMIICHHIO
MYHHITUIATIBHBIX CIY)KaIlMX, PAaOOTHUKOB IIPH | PACTIOPSAUTEIBHBIX Tectnposarue
pabore ¢ oOpameHusMH  (PU3MUECKHX  JIHIL, | JOKYMEHTOB N
IOpUANYECKUX  JIUL, TrOCYAAapCTBEHHBIX u|Tema 1.8.TpebGoBanus K oopmiieHnio Y CTHEIH KOHTPOIIS 1,23
BeinonHeHe IpakTHIeCKUX
MYHHUIUTIAJIBHBIX OPTaHOB. MH()OpPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB 6
- [lpumenser mpaBmna BeneHus TenedoHHBIX [ Tema 1.10. pabor
MIEperoBOpOB  NPH  BXOJMMIMX M Hcxoxsmux | HopmaruBHO-MeTommueckas 6aza 1o
KOHTaKTaX. JIETIONIPOU3BOJICTBY
- Cocrasisier, nepenaér u nosyydaet | Tema 1.11. Opranuzauus CITYKOBI
TenedoHOrpaMMEI. JIOKYMEHTAIIHOHHOT'O 00eCTIeYeHNUS YIIPaBICHUS
- [lepenaér n mpuHUMaeT (axchl.
IIK 1.9 OcymecTBiATSh | - Pactipenenser 1okyMeHTHI o cpokaM xpaneHust |Tema 1.14. Oprasm3anus TEKyIIETO XpaHEHUS Tectuporanne
MOJTOTOBKY JAen K mepenade |-  OcymmiecTBisieT IOMHOE WM YaCTHYHOE | JOKYMEHTOB VCTHBIR KOHTPOITH
Ha apXUBHOE XpaHEHHUE o opMIIeHHE JelT Tema 1.15.IToaroToBKa A€M K apXUBHOMY XpaHEHHUIO 1,2,3

- CocTaByisieT BHYTPEHHIOIO OITUCh JOKYMEHTOB
Jena

BrimosnHeHue MMPaKTUYCCKUX
pabor
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MopsaakoBbI

Pe3yabTaThl ocBOCHMSA OcHOBHBIE IOKa3aTeId OLEHKHU pe3yJbTaTa Paspeun, Tema ®opMa ¥ MeTOABI KOHTPOJISt ouﬂe:(())r:gro
cpelacTBa
- CocTaBIsieT 3aBEPUTENBHYIO HAIIHCH JIeTa
- Ilpumenser coBpeMeHHBIE WH(POPMAINOHHO-
NPaBOBBIE ~ CHCTEMbl W  TEXHOJNOTHH  TIpH
MOATOTOBKE JIe1 K TIepemade Ha apXHUBHOE
XpaHCHHE.
INK 1.10 CocraBusate ommcu |- CocraBmser omuck Ha Jena mocrosHHoro [Tema 1.14. OpraHmsanus TeKyIIero XpaHCHHS
e, OCYILECTBIIATH | XpaHSHUS JIOKYMEHTOB
MOJrOTOBKY JieN K mepenaye B |- CocraBisier onuch Ha Jena  BpemeHHoOro | Tema 1.15.IToaroroBka gen Kk apXMBHOMY XpaHEHHIO Tectnposane
apXUB oprasHusaiyy, | xpaneHus (csoime 10 ner) o
Y CTHBINA KOHTPOJIb
rocyaapCTBEHHbBIE u | - CocTaBisieT OMUCh Ha Jiesia TI0 TUYHOMY COCTaBY 1,2,3

MYHUIHUIIAJIBHBIC apXUBBI

- Ilepenaer aena 1o onucsM B apXuB OpraHu3aluu

- Ilpumenser coBpeMeHHBIE HH(POPMAIMOHHO-
MPaBOBBIE ~ CHUCTEMBl W TEXHOJNOTHH  IpHU
OpraHu3aliy paboThl C JOKYMEHTAMH.

BrimonHeHue MPaKTUYCCKUX
paboT
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KoHTpo/IbHO-0LIeHOYHBbIE CPeACTBA 1JIs NPOBeAeHUs TeKylel aTTecTauu (ISl OeHKH
YPOBHSI OCBOCHHUSI YMEHUI, YCBOeHUSs 3HAHUI, GOPMUPOBAHUSA 00IIUX U NMPO(PECCHOHATBHBIX
KOMIIeTeHIUil PU NPOBeJeHUH TEKYIIero KOHTPOJIs1)

OIEHOYHOE CPEJICTBO Ne 1
TecTnl IO TEMaM
Tema 1.2 OcHOBHbIE IIOHATHS 1€J10NPOU3BOACTBA. [IOKYyMeHT U ero pyHKIUM

1. Mudopmanus — 370:

1) cBeaeHMs O pEKBU3UTAX U JOKYMEHTaX

2) cBelleHUs O PeKBU3UTAX, JOKYMEHTaX, HOCUTEISIX HHPOPMALIUU U CUCTEMAX JOKYMEHTOB

3) cBeneHus O JUIAX, MpeaMeTax, (pakrax, COOBITUSX, SBICHUSX, HE3aBUCUMO OT (POPMBI UX
IpeCTaBICHUS
2. Ilo MecTy cocTaB/IeHHs JOKYMEHThI KJIacCH(PUIMPYIOTCS Ha:

1) Bocxozsmue U HUCXOAAIINE

2) BXOJAIIUE U UCXOJAIINE

3) BHyTpeHHHE, BXOIAIIUE U UCXOIAIINE
3. Hocureus — 3T10:

1) 3aduKcupoBaHHas Ha MaTepUAILHOM HOCUTEIE HH(POPMALUS C PEKBU3UTAMU

2) MarepuaJIbHbIII OOBEKT, MHCIIOJIB3YEMBIM Ui COXpaHEHUs M 3aKpEIUIEHHs Ha HEM
uHpopmanuu

3) craHAapTHEIHA JECT OymMaru, Ha KOTOPOM COJIEPKUTCS WHpopManus 00 OpraHu3auu
4. I1o cTeneHy CJI0KHOCTH IOKYMEHTBI KJIACCH(PUIUPYIOTCH HA:

1) cioKHBIE M HECIIOKHBIC

2) IpoCThIE U HETIPOCTHIE

3) mpoCThIE U CIIOKHBIC
5. lokymMeHT — 3T0:

1) 3adukcupoBaHHass Ha MaTepUAIBLHOM HOcUTene HHPOPMAIMS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UACHTU(PHUIIUPOBATH

2) maTepuanbHbI 00BEKT, KOTOPBIN CIYKUT JUIS 3aKPEIICHUSI U XpaHEHUs] Ha HEM PEueBOH,
3BYKOBOM, N300pa3uTeNbHON HH(pOpMaun

3) craHmapTHBIN JIMCT OymMaru, Ha KOTOpOM BOCIIPOM3BOAUTCS MH(pOpMalus 00 OpraHu3aiuu
6. ITo cTenenu 00513aTeILHOCTH JOKYMEHTbI KJIacCH(pUUIMPYIOTCH Ha:

1) obs13aTenpHbBIE U HEOOS3aTEeIbHbBIC

2) TMpEeKTUBHbIE U MHPOPMALIMOHHBIE

3) neiicTBUTENBHBIE U HEICWCTBUTEIIbHBIC
7. PeKBU3HUT — 3TO:

1) aieMeHT NOKyMeHTa, KOTOPBIM BHOCUTCS B OJIaHK IIPU €r0 U3rOTOBJICHUU

2) o0s13aTeNnbHBIN JIEMEHT O(UIIHATBHOTO JOKYMEHTA

3) aeMeHT IOKyMEHTa, KOTOPBI BHOCUTCS B OJaHK Mpy 0POPMIIEHUU JOKYMEHTa
8. JlokyMeHTBI, KOTOpbIe CO3AAI0TCSl VISl PeaJii3anuu LeJieil ynpasJieHusl, BbINOJIHSIOT:

1) uadopManmoHHyI0 QYHKIUIO

2) ynpaBiaeHYECKyI0 (PyHKIUIO

3) KyIbTypHYIO (QYHKIUIO
9. Orpacap JeATEJBbHOCTH, OXBATHIBAKONIAsl COCTABJICHHE [JOKYMEHTOB M OPraHM3alUI0
padoThI C HUMH, - ITO:

1) nokyMeHTOBEIEHNE

2) IenompoOU3BOJICTBO

3) BOKyMEHTHpPOBaHUE
10. ITo mpoucx0KACHNIO JOKYMEHThI KJIACCH(PUUMPYIOTCS HA:

1) nupeKTUBHbIE U HHPOPMAITUOHHBIE
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2) IWYHBIE U CITy>KEOHbIE

3) BXopsIIue, HCXOISAIIIE U BHYTPCHHHE
11. ConuanbHasg pyHKIHMA JOKYMEHTA 03HA4aeT, YTo:

1) 1OKyMEHT SBISETCS CPEICTBOM 3aKpEIUIEHUS W M3MEHEHHMs NpPaBOBBIX HOPM U
IIPABOOTHOLIEHUH B 001LIECTBE

2) JOKYMEHT COAEPKUT UH(OPMAIUIO O Ipolieccax, MPOUCXOASIIUX B OOIIECTBE

3) JOKYMEHT SIBJIAETCS UCTOUHUKOM UCTOPUUYECKUX CBEIECHUI O pa3BUTUU OOIIECTBA
12. JJoKyMeHTbI, SIBJSIIONIAECH CPEJACTBOM CBSI3M MEXKIAY OTAeJbHBIMU 3JJIeMEHTAMM
001IeCTBEHHOM CTPYKTYPHbI, BHINOJTHSIOT:

1) nadopMannoHHYIO (HYHKIHIO

2) KOMMYHHMKATUBHYIO (DYHKITUIO

3) ynpaBlieHUECKYI0 (PYHKITHIO
13. o Ha3HAYeHHIO JOKYMEHTHI KJIaccuGpuUupylOTCs Ha:

1) npukasbl, pacropsKeHuUs, yKa3aHus, IOCTAaHOBIICHUS], PELICHUs

2) IPOTOKOJIBL, aKTHI, CIIPABKH, MMUChMa, CITy>KEOHbIE 3aIUCKU

3) NOANMHHMKH, KOTIUHU, BBITUCKH, TyOJIUKAThI, OTIYCKa
14. OpuunajJbHbBIA JOKYMEHT — 3TO:

1) JOKYMEHT, CO3/ITaHHbIH JIUIIOM BHE C(Ephl €ro CIIy)KeOHOH AeATeNbHOCTU WM BBITOJTHEHUS
OOLIECTBEHHBIX 00s13aHHOCTEMN

2) JOKYMEHT, CO3JaHHBIH IOPUAWYECKMM WM (U3NYECKUM JMIOM, O(OpPMIIEHHBIH U
YIOCTOBEPEHHBIN B YCTAHOBJICHHOM MOPSAKE

3) 1OKYMEHT, U3aBaeMblii €MHOJIMYHO PYKOBOJAUTEIEM OPraHU3alMM B LENAX pa3pelieHus
OCHOBHBIX 33]1a4, CTOSAIIUX [1epe/l OpraHu3anueit
15. Cucrema JOKyMEHTALMH — ITO:

1) COBOKYNHOCTb JOKYMEHTOB, B3aUMOCBSI3aHHBIX II0 IPU3HAKaM IPOMCXOXKJIEHUS,
Ha3HauYeHUs, BUJa, cephl JesITeIbHOCTH, €IMHBIX TpeOOBaHUN K MX 0(hOpMIIEHHUIO

2) cuctema JOKyMEHTAallMU, CO3/IaHHasl 10 €MHBIM MpaBUiaM U TpeOOBaHUSAM, COJEprKaIlas
UH(pOpMaIKIO, HEOOXOIUMYIO /ISl YIPaBJICHHUS B ONpeIelIeHHON cdepe e TeNbHOCTH

3)COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C pELIAEMbIMU B JTaHHOM
chepe NEATENbHOCTH 3a/ladaMUd M PpACIOJIOKEHHBIX B OIPE/IEICHHOM IOpAJKE Ha HOCUTelNe
uH(popManun

TecToBbIe 321aHUSA 10 TEeMaM:

Tema 1.3. TOCT P 7.0.97-2016. ®opmyasp-oopasen OP/l. CoctaB pexBuzuto OPJ]
Tema 1.4. TpedoBanus k opopmiiennio 0.;1aHKoB. Buabl 0/1aHKOB

Tema 1.5. TpedoBanus k opopmiiennio pekBu3nToB OP/]

1. Ilpu yTBep:KIeHMH JOKYMEHTAa NOJKHOCTHBIM JIMIOM peKBU3HT «I'pud yrBep:kaeHus»
J0JI2KeH BKJIIYATh CJIeAYIOLIHEe JJIeMEeHThbI:
1) cnoBo «YTBEPXJ/EH», nomkxHOoCTh  JHIA, YTBEPIUBILETO JOKYMEHT, JHUYHYIO
MOAMNMNCH, 1aTy
2) cnoBo «YTBEPXJ/IAIO», nomkHOCTh JWIa, YTBEPAMBIIETO JOKYMEHT, JHUYHYIO
MOAMNMNCH, 1aTy
3) cmoBo «YTBEPXXIAETCS», ®UO nuna, yrBepAUBLIETO JOKYMEHT, JaTy U Ie4aTh
2. Kakoe u3 yrBepaxaeHuil sBisiercs: BepHbiM? HauMeHoBaHue OPraHu3anuu yKa3bIBaeTcs B
JOKYMeEHTax:
1) B MOJHOM COOTBETCTBMM C HAaMMEHOBAHHMEM, 3aKpPEIUICHHBIM B PACHOPSAUTEIbHBIX
JIOKyMEHTax
2) B TIOJIHOM COOTBETCTBUM C HaWMEHOBAHHEM, 3aKPEIJIEHHbIM B YUpeIUTEIbHBIX
JIOKyMEHTax
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3) B COOTBETCTBHUHU CO CJIOKMBILENCS IPAKTUKON BEEHUS AEIONPOU3BOICTBA
3. Yka3aThb npaBWwibHbIi BapuaHT ogopmiienusi peksuzura «llognuce»:

1) I'enepainbHblil 1UpEKTOP Cemenos B.C. JIUYHas
HOJIHCh

2) I'eHepaJibHBII TUPEKTOP JUYHAas OIINCH (I'pomoB
IT.A))

3) 'enepanbHbIil AUPEKTOP JIMYHas MOJIKCh J.T. sanoB

4. B xakoM MOps/Ke YKa3bIBAKTCS JaHHbIe B MOYTOBOM ajapece? YKaKuTe NMPaBUJIbHbIN
BAPHAHT:
1) ynuna — HOMep JoMa - HOMEp KBAapTHpbl — Ha3BaHUE IOpoja - Ha3BaHUE paiioHa -
Ha3BaHHUE PEeCIyOINKH - HHIIEKC
2) “HJEKC — Ha3BaHUE pecllyOIMKHN — Ha3BaHME paiioHa — Ha3BaHHUE ropojia — yJIuua — HoMep
JIOMa — HOMEP KBapTUPbI
3) Ha3BaHMe ropojia — Ha3BaHHUE PECIyOIMKH — HOMEp JAoMa — YJIUIA — HOMEp KBapTHUPHI -
UHJEKC
5. PexBu3ut «Pe30/1101usi» 10/2KeH BKJIIOYATD CJIeAYIOIHe 3JIeMeHThI:
1) ®UO wucnoJIHUTENS, COJNCPKAHUE HCIOJHCHUS, CPOK HCIOJHCHHUS, IOAINKUCH
PYKOBOJUTEIS, ATy MOANUCAHUS PE3OIIIOLIH
2) ®UO wucnoiHUTENs, COACPKAHHE WCIOMHCHUS, MOJMUCh PYKOBOAMTENS M Jary
HOJIMCAHUS PE30JIIOLUN
3) conepxkanue ucnonHenus, PO ucnonHuTens, NOANUCH PYKOBOAUTENS U 1aTy
nupekropa Bacunwsena [1.1.
6. PexBu3UT «BH3a corjiacoBaHus BKJIIOYAET CJIeIYIOIIHE 3JIeMEHThI:
1) cnoBo «CornacoBaHO» U J1aTy COIJIACOBAHUS
2) JOKHOCTh, JHYHYIO TMOINUCh M pacmupoBKY TOAMHMCH BHU3HUPYIOLIETO, JaTy
BHU3MPOBaHUS
3) AOKHOCTD, TUYHYIO OJIMUCH U paciin(poBKy MOANKUCH BUSUPYIOIIETO, Me€YaTh
7. YKa:KuTe NPAaBM/IbHBINH BapHAaHT oopMIiIeHUsI peKBU3UTA «JlaTa JOKyMeHTa»:
1) 6.10.2010
2) 08.09.2009
3) craHmapTHBIN JIMCT OymMaru, Ha KOTOpOM BOCIIPOM3BOAUTCS MH(pOpMalus 00 OpraHu3aiuu
8. VYkakure mnpaBWIbHBbIH BapuaHT odgopmienus pexBuzuta «HammeHoBaHue BHIA
JAOKYMEHTa»:
1) ITPUKA3
2) IIpotoxon
3) akr
9. PexkBM3UT «OTMETKA 0 3aBepPEeHHH KOMUM» 10JIKHA BKJIIOYATD CJIEAYIOIIHNeE 3JIeMEeHThI:
1) cnoBa «Komnus BepHay, HOANUCH JINLA 3aBEPUBIIETO KOIHIO U ATy 3aBEPEHUS
2) cnoBo «BepHO», MODKHOCTH, JIMYHYIO TOMNUACH W pacmu@pOBKY TMOIMKUCH JIUIIA,
3aBEPUBILIETO KOMHUIO, 1aTy 3aBEPEHUs
3) cioBO «3aBepeHOY, ATy 3aBEPEHUS U IeUaTh
10. Cko0/1bK0 3HAKOB OTBeI€HO [1Jis1 0OPMIIEHUS TAThI:
1) Bocemb
2) necsaThb
3) mecThb
11. PexBusut «Iloanucek» BKJIIOYAET caeyI0OIIHe 3JIeMEHThI:
1) nuuHas noanuch, pacmindpoBKa NOAMUCH, IT€YaTh
2) NOIKHOCTb, TMYHAs! TOAMUCH, pacIIM(POBKA IMOANUCH
12. PexBu3ut «HaumeHoBaHue BH/Ia JOKYMEHTa» YKA3bIBAKOT:
1) Ha BceX CIIy>)KeOHBIX JOKYMEHTaX
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2) Ha BceX CIIY)KEOHBIX TOKYMEHTaX, KpOMe MHCEM

3) Ha Bcex Cily’)KeOHBIX JOKYMEHTaX, KpOME pacropsIuTeabHbIX
13. YkaxxuTe npaBuIbHBII BapuaHT oGopMiIeHUs] peKBU3UTA «JlaTa JOKYMeHTa»:

1) 17.12.10

2) 17.10.2010 .

3) 26.06.2009
14. B cocraB pexBu3sura «CrnpaBodHble JaHHbIe 00 OpPraHM3alliW» BXOAAT CJeAYIOLIUE
3J1eMeHThbI:

1) modTOBBIA ampec, WHACKC NPEINPHUITHS CBSI3H, HOMepa TenedoHOB, (akcoB, aiapec
9JIEKTPOHHOMN IOYTHI, CAaliT B UHTEPHETE, HOMEpa CUETOB B OaHKe

2) MOYTOBBIN aJpec

3) mouToBBIH aapec U HoMep TenedoHa
15. Kakue u3 nepe4ncjeHHbIX JaHHbIX He OTHOCATCS K PEKBU3UTAM:

1) nata nokymeHTa

2) TekcT

3) rpud cexpeTHOCTH
16. YkaxxuTe npaBuIbHbI BapuaHT ogopmieHusi pekBusuta «'pud yrBepikiaenus»»:

1) «YTBepxIao»:

Hupexrop OO0 «3aps»
A.O. Bonkos

23.10.2010

2) YTBEPXIAIO
Hupexrop OAO «JIaga»
I1.1. BanoB

12.10.2009

3) VITBEPXIEHO
['eHepalIbHBIM TUPEKTOPOM
3A0 «MockBa»
oT 24.06.2010 Ne 34
17. Kak pacnosnaraiTcest B JOKyMeHTe NOANMCH JIMI PABHBIX 110 10JKHOCTH:
1) npou3BoOIBHO
2) oHa O APYTOM
18. Vkaxkute npaBWIbHBII BapuaHT odopmieHusi pexkBusnTa «HammeHoBaHme
OpraHu3anum»:
1) 3akpbITOE aKIIMOHEPHOE OOIIECTBO «3EMIISTHE)
( «3emutstHEY)
Ne
r. YeGokcapbl

2) 3akpbITO€ aKIMOHEpHOE 0011ecTBO «[ paHu»
(BAO «I'pann»)
Ne
r. Yebokcapbl
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3) «BecHay
(«OTKpBITOE aKITMOHEPHOE OOIIIECTBO)
Ne
r. Uebokcapbl
19. TpeGoBanusi K 0(h)OpMIEHHIO TOKYMEHTOB U3J10KEHbI B:

1) TOCT P 51141-98
2) TOCT P 7.0.97-2016
3) TOCT P 1.5-2002

20. TOCT P 7.0.97-2016 ycraHaBJMBaeT cJelylOllHe MHHHMMAJIbHbIe pa3Mepbl MoJIei
JAOKYMeHTA:

1) neBoe — 15 mm, paBoe — 15 mm, Bepxuee — 20 MM, HUKHEE — 20 MM

2) neBoe — 20 MM, npaBoe — 10 mm, BepxHee — 20 MM, HHUXKHEee — 20 MM

3) neBoe — 10 MM, mpaBoe — 20 MM, BepxHee — 15 MM, HIKHEe — 15 MM

TecToBbIE 32JaHKS 10 TEMAM:

Tema 1.6. Tpe6oBanus k 0popMJIEHHI0 OPraHU3ANUOHHBIX JOKYMEHTOB

Tema 1.7. TpeboBanus Kk 0()opMJIEHUIO PACTIOPSIAUTEIbHBIX JOKYMEHTOB

Tema 1.8. TpedoBanus k ogopmiieHuI0 HHGPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB

1. JlokyMeHT, colep:Kalluil 3aMCh X01a 00CYyKIeHUS BOIPOCOB U NPUHATHS PELICHU Ha
co0paHHAX, COBELIAHUSX, 3aCeJaHUAX — ITO:
1) cnyxe0HOE MHUCHMO
2) IpOTOKOJI
3) akr
2. Boi0epuTte npaBu/ibHOE YTBepKIeHHUeE:
1) TeKCT MPOTOKOJIA COCTOUT TOJILKO U3 OJIHOI BBOJHOM 4acTh
2) TEKCT MPOTOKOJIA COCTOUT U3 BBOJHON M OCHOBHOM YacTH
3) TEKCT NPOTOKOIA COCTOUT TOJBKO U3 OCHOBHOU YacTH
3. IIpaBoBoii akT, omnpeaeasilOIIUii CTATYC OpPraHu3anu, ee 3aaa4d, (yHKUMHU, NpaBa,
OTBETCTBEHHOCTD, NOPSAAOK AEATEJIbHOCTH, - ITO:
1) ycraB opranuzanuu
2) NOJKHOCTHAS MHCTPYKLIUS
3) mwTaTHOE pacnucaHue
4. Kakue u3 nepe4ncjaeHHbIX JOKYMEHTOB He OTHOCATCS K HH(POPMALMOHHO-CIIPABOYHbIM
1) mnporokoi
2) cimy)eOHOe MUCHMO
3) mpukas
5. B xakoM mnopsiike yKa3bIBalOTCSl JAaHHbIC B IOYTOBOM ajpece? YKauTe NpPaBUJIbHbIN
BapHAHT:
1) ynuua — HOMEp AOMa - HOMEp KBapTUpbl — Ha3BaHUE ropoja - Ha3BaHUE paiioHa -
Ha3BaHME PECITYOJIMKH - MHIEKC
2) UHJEKC — Ha3BaHUE peclyOIMKH — Ha3BaHME paiioHa — Ha3BaHMUE ropojia — YJInIa — HOMep
JIOMa — HOMEP KBapTUPbI
3) Ha3BaHMe ropojia — Ha3BaHHWE PECIyOIMKH — HOMEp JoMa — YJIUIa — HOMEp KBapTHPHI -
UHJCKC
6. Kakue U3 nepe4ncaeHHBIX PEKBH3UTOB BXOJAT B COCTAB OPraHU3allMOHHBIX JOKYMEHTOB:
1) HauMeHOBaHME BHJIa JOKYMEHTa — JlaTa JOKYMEHTa — PEerMCTPAllMOHHbBIII HOMEpP — MECTO
COCTaBJIEHUS — TEKCT — MOJAIUCH — TPU(] YTBEPIKACHHUS
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2) HauMMEHOBAHME OpraHU3alMyl — HAaUMEHOBAHME BHUJA JIOKYMEHTAa — Jara JOKyMEHTa —
PErUCTPALIMOHHBIA HOMEP — MECTO COCTAaBJIICHUS — 3ar0JIOBOK K TEKCTY — TEKCT — MOANUCH — TPUP
YTBEPKACHUS

3) HauMeHOBaHKe OPTaHU3alUU — CIIPABOYHBIE TaHHBIE 00 OpraHU3aIK — JaTa JOKyMEHTa —
PETUCTPALIMOHHBIA HOMEpP — MECTO COCTABJIEHHS — 3aroJIOBOK K TEKCTy — TEKCT — IOJIUCH -
PE30IOLHS
7. JIoKyMeHT, 00bSICHAIOIMI NPUYMHBI KAKOro-1100 aKkTa, NPOUCIIECTBUS — 3TO:

1) noknaaHast 3amucka

2) cripaBka

3) oOBsICHUTEIbHAS 3aIiCKa
8. PacnopsauTesibHasi AeATEJIbHOCTH PYKOBOAUTENs (HUKCHPYeTCd B  CJIeAYHOIIUX
AOKYMEHTaXx:

1) npuxazax

2) MpOTOKOJIaX

3) MOJIOXKEHUAX
9. Kakoii u3 mnepe4yucCIeHHBIX [JOKYMEHTOB He OTHOCHUTCH OPraHM3alMOHHO-
pacnopsANTeJbHbIM JOKYMEHTAM:

1) pacnopsbkeHue

2) nporpamma

3) mosioxeHue
10. Kakue u3 nepeyucjeHHbIX PEKBU3UTOB BXOIST B COCTAB CIIPABKH:

1) HauMeHOBaHUE OpraHM3allMi — HAaUMEHOBAaHWE BHUIA JOKyMEHTa — JlaTa JIOKyMEHTa —
perucTpanoHHbI HOMEP JOKYMEHTa - MECTO COCTaBJIEHUS — 3ar0JIOBOK K TEKCTY — IMOANKCH

2) HaMEHOBaHUE OPraHU3alliy — CIIPABOYHbIC JaHHbIE 00 OpraHM3alMy — JAaTa JOKyMEHTa
— PErucTpalMOHHBIA HOMEP JOKYMEHTa — MECTO COCTaBJIEHMSI — 3arojOBOK K TEKCTY — TEKCT —
MOJIUCH — BU3a COTJIACOBAHMUS

3) HauMMeHOBaHWE OpraHM3allMM — HAaMMEHOBAaHWE BUJA JOKYMEHTa — JlaTa JIOKyMEHTa —
PETUCTPALIMOHHBIA HOMEDP JOKYMEHTa — MECTO COCTAaBJICHMS — 3aroJIOBOK K TEKCTYy — TECT —
MOJIMUCH — OTTUCK ME€YaTH - aJpecar
11. IIpaBoBoii aKT, yYCTAaHABJMBAKIIMI CTAaTyC, (YHKUHMH, MpaBa, OOSA3aHHOCTH U
OTBETCTBEHHOCTHh CTPYKTYPHOI'0 NO/APa3/ieJIeHusl, - 3TO:

1) 1OJKHOCTHASA UHCTPYKLIUS

2) MOJ0XKEHUE O CTPYKTYPHOM IOIpa3IeICHIN

3) wratHOE pacrnucaHue
12. Yxaxure NpaBHJIbHBIN BapHAHT  (POPMYJTHPOBKH MOCJIeIHero MYHKTAa
PACHOPAIUTEIBHBIX JOKYMEHTOB 0 KOHTpOJIE:

1) KonTponp 3a ucnosHeHHEM MpHKa3a BO3Jaraercs Ha 3amecTturtens aupekropa [lerposa
P.T.

2) KoHTponb 3a HCIOJIHEHHEM IpPHKa3a BO3JIOKEH HAa HayalbHHMKA OTHeNa KajapoB MBaHOBY
..

3) KonTposs 3a UCIOJIHEHHEM TIpHKa3a BO3JIOKUATH HA 3aMECTUTENsl AUpeKkTopa BacuibeBa
I1L.H.

13. B npoToko/ie 0CHOBHAsl YaCTh TEKCTA CTPOUTCSH IO cXeMe:

1) BBICJIYIIAJIN — BBICTVIIWJIN - PEHINIIN

2) CJIVIIAJIN — BBICTVIINJIN — PELTWJIN

3) ITPOCJIYIIAJIA — BBICTVITAJIA - PEHIEHUE
14. JTaToif opraHu3anMOHHBIX JOKYMEHTOB SIBJISICTCSH:

1) nara yTBepKICHHUS
2) nara TMOAIMHCaHUS
3) nmara coObITHS
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15. lokyMeHT, COCTaBJICHHBIH 1JIs1 IOATBEP KACHHUSA YCTAHOBJICHHBIX (PAKTOB, COOBITHIA, - 3TO:

1) cripaBka

2) aKT

3) mpoTOKOJ
16. B npuka3ax mo OCHOBHOM /eSAITEJbHOCTH PACIOPSANTEbHASI YaCTh TeKCTAa HAYMHACTCS
CJIOBAMM:

1) npussiBaio

2) 00s13bIBAI0

3) npuka3sbiBaro
17. Opranu3anuoHHbIe JOKYMEHTHI B 00513aT€JIbHOM NOPSIJIKEe MPOXOAAT MPOLeaypy:

1) yrBepxneHus

2) 3aBepeHUs

3) HOATBEPKICHHS
18. IlpaBoBOii aKT, W3AaBaeMblii B IeJSAX PperjJaMeHTAlMd OPraHU3alMOHHO-NIPABOBOI0
NO0JIOKeHHUs1 Pa0OTHHKA, ero 00si3aHHOCTel, NMpPaB, OTBETCTBEHHOCTH H o0ecre4yMBaIOIIUI
ycJ10BHA 1)1 ero 3¢ dexTuBHON padoThI, - ITO:

1) monoxenue 06 opraHu3zauu

2) mpaBuJia BHYTPEHHETO pacropsiaKa

3) NOIKHOCTHASI UHCTPYKLIUS
19. Kakue 13 nepe4ncjeHHbIX PEKBU3UTOB BXOIAT B COCTAB CJIYKeOHOI0 MUChMA:

1) HaMeHOBaHME OPraHU3alUU — HAMMEHOBAaHUE BHJIA JJOKYMEHTA — CIIPABOYHBIEC TaHHBIE 00
OpraHu3aluu — gaTa JOKyMEHTa — PErMCTPAllMOHHBI HOMEpP — MECTO COCTABJIEHHS — 3aroJIOBOK K
TEKCTY — TEKCT — IOJIIIUCH — I'pU( yTBEpKACHUS

2) HaMEHOBaHUE OPraHU3alliy — CIPABOYHBIE JaHHBIE 00 OpraHU3aIMH — KOJ| OpraHU3aluu
— OI'PH ropummyeckoro muma — MHH/KIIIT — nata mokymeHTa — perHCTpalMOHHBIA HOMEp —
CCBIJIKA HA PErMCTPALMOHHBIN HOMED U JIaTy JOKYMEHTa — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIIUCH —
ajzpecaT — OTMETKa 00 UCIIOJIHUTEIIE

3) HauMEHOBaHHE OpPraHM3allMd — HAMMEHOBAHWE BHMJA JIOKYMEHTa — JaTa JOKyMEHTa —
perucTpanoHHbI HOMEP — MECTO COCTAaBJIEHUS — 3aT0JIOBOK K TEKCTY — TEKCT - ITOAINUCH
20. IIpoTOKOJ MOANUCHIBAIOT:

1) npencenarens U Bce WIEHb KOMUCCUU

2) pyKOBOAMTENb OpraHU3aLUU

3) mpejacenarens U CEKpeTaph 3aceaHus
21. JlokymeHT, coepxaluii 00CcTOosATeIbHOE U3J102KeHHe KAaKOro-1u00 BONpoca, ¢ BLIBOJAAMHU
U NPeJI0KeHUSIMH COCTABUTEIS — ITO:

1) noxiagHas 3amucka

2) TenerpamMma

3) oOBSICHUTEIbHAS 3aIlhCKa
22. Kakoili u3 mnepe4yucJeHHbIX PEKBH3UTOB He BXOAMT B COCTAB OPraHM3alMOHHBIX
JAOKYMEHTOB:

1) rpu¢ yrBepxaeHus

2) aagpecat

3) HaMMeHOBaHUE OpraHU3alNH
23. Kaxoii 13 nepe4yncjJeHHbIX JOKYMEHTOB He OTHOCHTCS K PACHOPAIUTEIbHBIM:

1) pacniopsxeHue

2) IpOTOKOJ

3) npuka3
24. Ilono:keHue 0 CTPYKTYPHOM MOAPAa3/ieIeHUH — ITO:
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1) npaBoBOMl aKT, W3JaBacMbIi B IEJNAX peErjJaMEHTAllMM OpraHU3alMOHHO-TIPaBOBOIO
MOJIOKEHUs pabOTHHKA, er0 00s3aHHOCTEH, PaB, OTBETCTBEHHOCTH M 00ECICUUBAIOIIUNA YCIOBUS
1utst ero b dekTHBHON PabOTHI

2) TmpaBOBOM aKT, YyCTAaHAaBIUBAIOLIUI cTaTyc, (QYHKUMHU, T[paBa, OOS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHOI'O IIOJIpa3e/ICHUs

3) mpaBOBOW aKT, ONpEACNSAIONIMN CTaTyc OpraHu3aluM, ee 3adadd, (QyHKUIWHU, IpaBsa,
OTBETCTBEHHOCTb, IOPSIIOK ACSITEIbHOCTH
25. Kakme M3 mnepeyMcCJEeHHbIX PEKBU3UTOB BXOJAT B COCTaB PACHOPSAUTEIbHBIX
JOKYMEHTOB:

1) HauMeHOBaHHE OpraHu3alli — HAaUMEHOBAaHWE BHUIA JOKYMEHTa — JlaTa JIOKyMEHTa —
PETUCTPAIIMOHHBII HOMEP — MECTO COCTABJICHHUS — 3ar0JIOBOK K TEKCTY — TEKCT — MOANHUCH — Ipu
WJIM BU3a COTJIACOBAHUS

2) HauMEHOBaHHME OPTraHU3alUU — CIPABOYHBIE JaHHBIE 00 OpraHU3alnuy — Aara JOKYMEHTa —
PErMCTPAaLlMOHHBIN HOMEP — CChUIKA HA PErMCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa — 3arojIOBOK K
TEKCTY — TEKCT — OJIIUCh — aJpecaT

3) HaMMEHOBaHWE OpraHM3allMi — HAMMEHOBAaHWE BUIA JOKYMEHTa — JlaTa JIOKyMEHTa —
pEerucTpalioHHbII HOMEP — MECTO COCTaBJIEHHUS — 3arojOBOK K TEKCTy — TEKCT — MOJIHUCh —
azpecar - nevarb
26. KT0 mMeeT npaBo NOANKUCH HA MPUKAa3ax:

1) 'maBHbIif OyxTanTep

2) 3amecTuTenb PYKOBOIUTEIS

3) PykoBoauTenb opraHu3anuu
27. lokyMeHT, coJep:Kalluii onucaHue Win NoATBeP:KIeHNe KAKUX-JIU00 (paKToB, COOBITHIA, -
3TO:

1) akt

2) cripaBKa

3) cnykeOHO€e MHCHMO
28. JlomKHOCTHASI HHCTPYKIUS — 3TO:

1) mpaBOBOM aKT, W3/JaBaéMblii B LENSIX pErIaMEHTallud OPraHU3al[MOHHO-TIPAaBOBOTO
NOJIOkKEHUs pabOTHHUKA, ero 00s3aHHOCTEH, MpaB, OTBETCTBEHHOCTH M 00ECIIEUMBAIOLINI YCIOBHS
111 ero 3¢ HEKTUBHON pabOTHI

2) TmpaBOBOM aKT, YyCTaHAaBIUBAIOUIUI CTaTyc, (QYHKIMH, TpaBa, OOS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHOI'O IOJIpa3iesieHus

3) mpaBOBOW aKT, ONpeAENAIOIIMN CTaTyc OpraHu3aluM, ee 3ajaud, (YHKLIWHU, Mpasa,
OTBETCTBEHHOCTb, MOPSIJIOK AESITEIbHOCTH
29. Kakue u3 nepe4ucJeHHbIX JOKYMECHTOB He OTHOCSTCH K OPraHU3AIHOHHBIM:

1) ycras

2) mpukas

3) AOKHOCTHASI UHCTPYKIIHS
30. Kakue U3 nepe4yucaeHHbIX PEKBU3UTOB BXOJSAT B COCTAB AKTa:

1) HauMeHOBaHUE OpraHM3allMi — HAaUMEHOBAaHWE BHUIA JOKYMEHTa — JaTa JIOKyMEHTa —
PETUCTPAIIMOHHBII HOMEpP — 3ar0JIOBOK K TEKCTY — T€KCT — MOJMUCH — IpU( YTBEPKIACHUS

2) HaMMEHOBaHUE OpPraHMU3AIMK — CIIPABOYHbIE JaHHbIE 00 OpraHU3aluu — JaTa JOKyMEeHTa —
PETUCTPALIMOHHBIA HOMEP — MECTO COCTABIIEHUS — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIMCH - apecaT

3) HauMMeHOBaHWE OpraHM3allM — HAaUMEHOBAaHWE BUJA JOKYMEHTa — JaTa JIOKyMEHTa —
PETUCTPALIMOHHBIA HOMEP — MECTO COCTABIIEHUS — 3ar0JIOBOK K TEKCTY — TEKCT — IIOJIIUCH
31. IIpaBoBoii aKT, U31aBaeMblil PyKOBOAMTEeM OPraHU3alUM JJIsl PelIeHUs ONepPaTHBHBIX
BOIIPOCOB  NOBCEAHEBHOW  NPOM3BOJACTBEHHOH, XO3SIiCTBEHHOH, AaJAMHUHUCTPATHBHOMI
NeATeJbHOCTH — ITO:

1) mocranoBieHUE
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2) pacniopspkeHue

3) mpukas
32. KTo noanuchiBaeT aKkT:

1) pykoBoaUTEIh OPraHU3aluU

2) npeacenareib U CEKpeTapb

3) npencenarenb U Bce WIEHb KOMUCCUU
33. I'pynnma ynpapileHYeCKMX JOKYMEHTOB, KOTOpPbIe CJIyKaT CpPeACTBOM OOILIeHus,
CO000IIeHUsA Yero-jando, yBeaoMJIeHus 0 YeM-HUOYaAb, I3TO -

1) renerpamma

2) cripaBKa

3) ciy’)ke0HBbIE TUChMaA
34. TIlpaBoBoOii aKT, NMPUHMMaeMbIii KOIETHAJIbHBIMH H COBEIIATEIbHBIMH OpPraHaMu
YUpe:KIeHuil, opranusanuii, npeanpuaTuii, Gupm B HeJAX pa3pelieHUss HanboJiee BaKHBIX
BOIIPOCOB UX J1eSITeJIbHOCTH — 3TO:

1) nocranoBieHue

2) penieHue

3) npuka3
35. llITaTHoe pacniucanue — 3TO:

1) mpaBOBOM aKT, H3/JaBaéMblii B LENSIX pErIaMEHTAllUd OPraHU3allMOHHO-TIPAaBOBOTO
MOJIOKEeHUs pabOTHHKA, ero 00s3aHHOCTEMH, MPaB, OTBETCTBEHHOCTH U OOECIEUNBAIOIINN YCIOBHUS
1utst ero b eKTHBHON PabOTHI

2) TmpaBOBOM aKT, YyCTAaHAaBIMBAIOUIMI cTaryc, (QYHKIUU, TpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHOI'O IIOJIpa3esiCHuUs

3) mpaBOBOW aKkT, OMPENCNAIOIIUNA CTPYKTYPY, UYHUCICHHOCTb U JIOJDKHOCTHOM COCTaB
PabOTHUKOB OpraHU3alMK C YKa3aHUEM JI0JDKHOCTHBIX OKJIa/10B
36. IlepBblii MM €IMHCTBEHHBIH JK3eMILIAP OQUIHUATBHOrO JAOKYMEHTa, O(opMJIeHHBbIN
COOTBETCTBYIOIIMM 00pa3oM, - 3TO:

1) nybnukar

2) MOUTMHHUK

3) BBINKCKA
37. Ox3eMIJsIip AOKYMEHTAa, COCTABJEHHbINi B3aMeH YTEPSIHHOIO0 WJIM YHHYTOKEHHOIO
NOAVIMHHUKA H MMEIOIIHI OJUHAKOBYIO ¢ HUM IOPHIMYECKYIO CHILY, - 3TO:

1) otmiyck

2) BBIMHCKA

3) nyGnukar
38. Komnmus, coorBercTBHE¢ NOJJIMHHHUKY KOTOPOH TMOATBEPKAAECTCHA O(PHMIHAIBLHBIM
JAOJKHOCTHBIM JINIOM (HOTAPHYCOM), Ha3bIBAETCH:

1) ourmansHO 3aBEpEeHHOM KOMHen

2) HOTapUaJIbHOHN KOHen

3) npocToli 3aBepeHHON Konuen
39. IloBTOpHOE, A0COJIIOTHO TOYHOE BOCIIPOU3BEAeHUE MOAJIMHHUKA — ITO:

1) BbInIUCKa

3) nyGnukar

3) xonus

TecroBble 3a1aHUs 110 TEMaM:
Tema 1.11. Opranuszanust cayK0bl JOKYMEHTAHOHHOT0 00ecneYeHHsl yIIPaBJICHHA
Tema 1.13. Opranusanusi padéoTbl ¢ J0OKyMEHTaMHU
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1. Bce 10KYMeHTBI OPraHU3ANMH J1EJIATCH HA:

1) Bocxozsmume U HUCXOAIINE

2) BXOJALINE, BBIXOAIINE, BHYTPCHHUE

3) Bxoaduye, UCXOAIINe, BHYTPEHHHE
2. Kakue W3 mnepe4mc/ieHHbIX JOKYMEHTOB 00s13aTeJbHO IepeJaloTcsi Ha pPacCMOTpPeHHe
PYKOBOJHUTEIO:

1) noKyMeHTHI, Ioay4YeHHbIE U3 agmMuHucTpanuu [Ipesnnenra

2) IOKyMEHTHI, aIJpeCOBaHHbIE B CTPYKTYPHBIE [10/Ipa3AeIeHUs

3) JOKYMEHTBI, COAEpIKAIIHNE TEKYIIYI0 HH(POPMAIIUIO
3. Kak Ha3pIBaeTcsl CHCTeMa PeruCTPALMH, €CIH BCe JOKYMEHTBhI PerHCTPUPYIOTCH B OJTHOM
Mmecte (cayxode JOY):

1) cMemanHas

2) neueHTpairu30BaHHas

3) ueHTpaIM30BaHHAS
4. Kaxkoe crpykTrypHOe moapasaenenue ciayxosl JJOY ocymecTBisieT perucrpanuio
JOKYMECHTOB:

1) uHCHEKIUS IO KOHTPOJIIO

2) oTAEN pEerucTpaluy U yuera JOKyMEHTOB

3) skcnienunust
5. Kakue 3Tanbl 00pa0d0TKH NPOXOAUT BXOASIINH JOKYMEHT:

1) npuem u mnepBuyHas 00paboTKa — NPEIBAPUTEIHLHOE PACCMOTPEHUE — PErucTpaunus —
paccMOTPEHHUE PYKOBOAMUTEIIEM — UCIIOJHEHUE — HAIIPABJICHUE B JIEJI0

2) mpueM U nepBUYHas oOpabOTKa — NpPEIBAPUTEILHOE PACCMOTPEHHME — pPErucTpanus —
paccMOTpEHHE PYKOBOAMTEIIEM — II€peiada Ha UCIIOJIHEHUE — UCIIOJIHEHNE — KOHTPOJIb UCIIOJIHEHHUS
— HanpaBJI€HUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJI0 WJIM OTIIpaBKa

3) cocraBieHME MPOEKTa — COIIacoBaHME — O(POPMIICHHE — MOJMUCAHUE — PErucTpalus —
OTIIpaBKa
6. O0bem TOKYMEHT0000pOTA — ITO:

1) ob1ree KOIMUECTBO MOCTYMHUBIINX B OPTaHU3ALNIO JOKYMEHTOB 32 ONPEIEIICHHBIN epruo
BPEMEHHU

2) oOmiee KOJIMYECTBO CO3JIaHHBIX OpraHu3aluell JOKYMEHTOB 3a OMNPEJEJIEHHBIN Meproj
BPEMEHHU

3) oO1iee KOIMYECTBO BXOMALIMX, UCXOJAUIMX U BHYTPEHHHUX JOKYMEHTOB OpraHU3alluu 3a
OIpPEEIIEHHBIN TEPUO] BPEMEHU
7. PexkBu3UT «OTMeETKa 0 MOCTYIUIEHUH IOKYMEHTA B OPraHM3alMI0» BKJIOYAET cJeAyolme
JJIEMEHThI:

1) HanMeHOBaHWE TOCTYMHUBIIErO JOKYMEHTa, €ro PpEerucTpaloOHHbII HOMEp U BpeMs
MOCTYIICHUS

2) coKpalleHHOE€ HaMEHOBAaHWE OpPraHU3alMM, MOJYyYUBIIEH NOKYMEHT, BXOSIIUNA HOMED,
JaTy NOCTYIUICHUS

3) HauMeHOBaHHE OpraHU3alMM, T[OJYYHMBIIEH JIOKYMEHT, PETUCTPALMOHHBII HOMEp
JIOKYMEHTA M J1aTy JOKyMEHTa
8. Kakme wu3 mnepeuncieHHBIX HHMKe JOKYMEHTOB He OTHOCATCA K BXOAfALIEMY
JOKYMEHTOIIOTOKY:

1) AOKYMEHTBI OT BBIIIECTOSIINX OpraHU3aINi

2) opraHM3alMOHHbIE JOKYMEHTBI

3) TOKyMEHTHI OT TIOJIBEIOMCTBEHHBIX OpraHU3aIUN
9. OCHOBHOI NPUHIHUII PETHCTPALUN:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCThb
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3) OTHOKPAaTHOCTh
10. Pe3ouronus — 3710:

1) 3aduxcupoBaHHas Ha MaTepUAIBHOM HOCHTENE HMH(POpPMALUS C PEKBU3UTAMH,
HO3BOJISIOIIMMU €€ UAECHTU(PHUIIUPOBATH

2) HaANKUCh HA JOKYMEHTE, BBIIIOJIHEHHAS JIOJKHOCTHBIM JIMIIOM, COJEprKallasi IPUHATOE UM
peleHue

3) peKBU3UT JOKYMEHTA, KPAaTKO U3JIararolifil ero cojaepkaHmue
11. Kak Ha3bIBaeTcsi CHCTEMA PErucTPalUM, eCJIM JOKYMEHThl PerUHCTPUPYIOTCA B MeCTaxX MX
co31aHNs (CTPYKTYPHBIX OApPAa3Ae/IeHUSX):

1) neueHTpanuzoBaHHas

2) cMelaHHas

3) ueHTpaIM30BaHHAs
12. OdunmanbHblii JOKYMEHT, He BBIXOASAINMI 3a MpeaeJbl NOATOTOBHBIIEH ero
OpraHM3aNuu, - 3TO:

1) BHyTpeHHUI 1OKYMEHT

2) BXOASIIUI JOKYMEHT

3) ucxoasuuii JOKYMEHT
13. Cpox MCIOJTHEHHS MOCTYNHBIIET0 JOKYMEHTA HCYHCIACTCS:

1) B KaneHapHbIX IHAX C JaThl PACCMOTPEHHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu

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

3) B KaJleHJapHbIX JIHAX C JaThl IOCTYIUIEHUS JOKYMEHTa B OPraHU3aLUIo
14. OOecneyeHne CBOCBPEMEHHOI0 M KAa4YeCTBEHHOI'0 HCIOJHEHUS NMOPYYEeHHUIl M pelIeHUus
BOIIPOCOB, IIOCTABJIEHHBIX B JOKYMEHTE, - 3TO:

1) perucrparus 10KyMEHTOB

2) UCIIOJIHEHUE JIOKYMEHTOB

3) KOHTpPOJIb UCTIOJHEHUS IOKYyMEHTOB
15. CiyxeOHble JOKYMEHTBI — 3TO:

1) MOKYMEHTBI, 3aTparuBaloOllMe HWHTEPECHl ONPEAEICHHOr0 JHIA W COCTAaBJIECHHBIE B
MIPOU3BOJILHOU popme

2) NOKYMEHTBI, COCTABJICHHbIE IOPUANYECKUMHU U (PU3HMUECKUMH JUIAMU U O(POPMIICHHBIE B
YCTaHOBJIEHHOM TOpSIKE

3) 1OKYMEHTBI, cozieprKaline 00s3aTeNIbHbIEe K UCTIOJIHEHHUIO YKa3aHUs
16. Uto U3 nepe4ncIeHHOI0 He OTHOCUTCH K BH/IaM KOHTPOJI :

1) KOHTPOJIb MO CYLIECTBY pelIEeHHs BOIIpoca

2) KOHTPOJIb 32 CPOKAMH MCIIOTHEHUS

3) KOHTpOJIb 32 0hOpPMIIEHHEM IOKYMEHTOB
17. Perucrpauus — 3r1o:

1) npucBoeHue TOKyMeHTY U(POBOro Uiu OyKBeHHO-IIM(PPOBOro 0603HAUEHUS

2) 3anuch nHGOPMALIMU Ha PA3IMYHBIX HOCUTENSAX [0 YCTAHOBJICHHBIM IIPAaBHIIaM

3) 3amuch y4EeTHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOU (opme, dpukcupyromeil pakt
€ro CO3/1aHus, OTIIPABKU WJIH MOTYYESHUS
18. Kakoii 3Tan npoxoauT JOKYMEHT MOCJe perucTpanmu:

1) ucnonnenue

2) paccMOTPEHNE PYKOBOAUTEIIEM

3) KOHTPOJIb UCTIOTHEHUS
19. Kak Ha3pIBaeTcsi CTPYKTYpHoe mojapasaejeHue ciayx0bl I0Y, koropoe ocyiecTBjasieT
NpueM U NepPBUYHYI0 00pa0OTKY NOCTYNHBIINX JOKYMEHTOB:

1) cexperapuat

2) KaHUEeNSpUs

3) sKcrieauIus
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20. OCHOBHBIM [OKYMEHTOM, PerJaMEeHTHPYIOIIUM TEXHOJIOIHI0 [JOKYMEHTAIMOHHOIO
o0ecrieyeHust yNIPaBJICHHUSA B OPraHU3aluH, SIBJISCTCH:

1) monosxenue o ciyxbe 10Y

2) uactpykuus o JJ0Y

3) mpuka3 pyKOBOJIUTESI OpraHU3aluN
21. /lokyMeHTa CYUTAETCSH UCTIOJTHEHHbIM, €CJIH:

1) KOppecIOHIEHTY AaH OTBET

2) JOKYMEHT MCIIOJIHEH B HA3HAYEHHBIH CPOK

3) nocraBiI€HHbBIE B JOKYMEHTE BOIIPOCHI PELICHBI 110 CYLIECTBY, KOPPECIOHIEHTY JJaH OTBET
22. OpuumnaJbHbIA JOKYMEHT, OTHIPABJIsieMbIH U3 yUpeKIeHHs], - ITO:

1) BXoAsIMil TOKYMEHT

2) UCXOJISIIIHANA TOKYMEHT

3) BHyTpEHHUI TOKYMEHT
23. JIokyMeHT0000pOT — 3TO:

1) KxonmuyecTBO JOKYMEHTOB, IOCTYNUBIIMX B OpPraHU3alldi0 U CO3JAHHBIX €I 34
OIpECIICHHBIA IEPUO]

2) IBUKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTAa UX CO3/IaHUS WIHM IOJY4EHHUS [0
3aBEpIICHUS UCIIOJIHEHUS WIN OTIIPABJICHUS

3) opranuzanust paboThl ¢ JOKYMEHTaMH B YUPEXKIECHUU
24. Kak HasbiBaeTcsi CTPYKTYpHOe TOApa3/ieieHHe, KOTOpoe pemaer MpodJieMbl
JAOKYMEHTAIMOHHOI0 00ecre4eHHs YNIPaBJIeHUs B OPraHU3aALMM:

1) cmyx6a I0OY

2) Oyxranrepus

3) oTen kaapoB
25. Kyna nepenarorcsi JOKyMEHTHI 1OcJ/ie PeABAPUTEeIbHOI0 PACCMOTPEHHS UX PAa0OTHHUKOM
cayxonl 1OY:

1) Ha ucnionHeHue

2) Ha OTIIPaBKY

3) Ha perucTpanuio
26. Kak Ha3bIBaeTCsl CHCTEMA PerncTPAaluM, ecJIH OlHA YaCTh JOKYMEHTOB PerucTpupyercs B
cayxoe JIOY, a npyrasi 4acTh — B CTPYKTYPHBIX OAPa3aeIeHUsIX:

1) neHTpanM3oBaHHAs

2) cMenIaHHas

3) neueHTpanu3oBaHHas
27. lokyMeHT, IOCTYNIUBIINI B y4YpexKIeHue, - 3T0:

1) ucxoaAmuit TOKyMEHT

2) BXOSIINI TOKYMEHT

3) BHYTpEHHHI TOKYMEHT
28. Cpok ucno/iHeHUsI BHYTPEHHEro JOKYMEeHTa MCHUCJIsIeTCs

1) B xaneHapHbIX IHAX C JaThl IOAMUCAHUS TOKyMEHTa

2) B KaJIEHJAAPHBIX JHSX C JaThl 0POPMIICHUS TOKYMEHTA

3) B KaJeHJapHBIX HAX C JaThl PETUCTPALMU JOKYMEHTA
29. 3anuch y4eTHBIX JAHHBIX O JOKYMEHTE 10 YCTAHOBJICHHOM (popMme, pUKCHpYIOIIEH (paKT
ero co3/1aHMsl, OTIPABJICHHUS WJIH MOJY4YeHHs, - ITO:

1) obopmiieHrEe TOKYMEHTOB

2) peructpanus JOKyMEHTOB

3) ucrnojaHeHne JOKYMEHTOB
30. Kakoii 3Tan npoxXoauT JOKYMEHT 10CJIe IPHeMa U NIePpBUYHOI 00padoTkm:

1) paccMoTpeHue pyKOBOIUTEIEM

2) mpeABapUTEIbLHOE PACCMOTPEHHUE U pacupeeneHre padoTHUKOM ciryx0s1 IOY
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3) ucnoJIHEHUE
31. Kakoii u3 peKBU3UTOB He YKa3bIBAETCSI B PerHCTPAMOHHBIX (popMax:

1) naTa nokymeHrta

2) pe3otonus

3) rpud yrBepxacHUS
32. JIBuikeHHe NOKYMEHTOB B OPraHM3alMU C MOMEHTA MX CO3aHMS WJIH TOJYyYeHHs 10
3aBeplIeHUs UCTIOJTHEHHUS M OTIPaBJIEHHUsA — 3TO:

1) AoOKyMeHTHpOBaHHE

2) TOKyMEHTOBEICHUE

3) DOKyMEHTOOOOpOT

33. IlpeanBapurebHOe pacCMOTPeHHe NMOCTYNHMBIIEro JOKYMEHTa MPOBOAUTC:

1) pykoBoauTenemM

2) HayanbHUKOM CITykO0b1 JJOY

3) pabotHukoM ciyx0b1 JJOY
34. OueHka, HACKOJIbKO NPAaBWJbHO, YIa4YHO W IOJIHO pelleH BOINPOC, NMOCTABJEHHbI B
JAOKYMeHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb 10 CYIIECTBY

3) Texyuuii KOHTPOJIb
35. Kak Ha3bIBaeTcsi CTPYKTYpPHOe noapasaeineHue cayxonl JOY, koropoe ocymecTiaser
KOHTPOJIb 32 MCIIOJTHEHHEM JOKYMEHTOB:

1) skcrienuImst

2) MHCHEKLHUS IO KOHTPOJIIO

3) KaHIeIApUs
36. Kakue wu3 mnepeyHCJEHHBIX HHMKe JOKYMEHTOB He OTHOCATCS K MCXOASIIEMY
JOKYMEHTOIIOTOKY:

1) cnyxeOHBIE THChMA

2) NOKJIaHbIE 3aITUCKH

3) obOparteHus rpaxxaaH
37. Y10 U3 yKa3aHHOI'0 HUKe He OTHOCUTCSI K PerHcTPAlMOHHBIM (hopmam:

1) xypHanbHas

2) cipaBoYHas

3) kapTouHas
38. Kakoii 13 nepeyucjeHHbIX PEKBU3UTOB BKJIIOYAETCH B perncTPAlHOHHBIE (OPMBI:

1) rpu¢ yrBepxaeHus

2) aapecat

3) BU3a coriacoBaHUs
39. K BugaM CpoKOBOro KOHTPOJISI OTHOCATCS:

1) Texymuit, npeaynpeauTeabHbINA, HTOIOBbII

2) KOHTPOJIb O CYLIECTBY, TEKYILUH, UTOTOBBII

3) Tekymui, BHYTPEHHHA, UTOTOBBIN
40. B cayuyae, koraa B pekBu3ute «Pe3oonus» nopydeHue Aaercs ABYM HJIH HECKOJbKHM
JIMI[AM, OTBETCTBEHHBIM HCIOJHHUTEIEM SIBJISIETCS:

1) nuo, yka3aHHOE B IOPYYEHUH EPBBIM

2) Bce yKa3zaHHbIE B IOPYUEHUH JIUIIA

3) 11110, YKa3aHHOE B CIIMCKE MOCIEIHUM
41. OdopmiieHne pe30JIIOIUM JONMYCKAETCS HA CHeNHAJbHBIX OJaHKaxX Jsl Pe30JIIouuid,
U3roTaBJIMBaeMbIX Ha Oymare opmara:

1) A4

2) AS
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3) A6
42. PerucTpaunuu moJie;Kat cjeayromme J0KyMeHTbI:

1) Bce TOKyMEHTHI

2) TOJIBKO BXOISAIINE

3) TOIBKO UCXOASIIUE U BHYTPEHHUE
43. DdasbleBaHNe TOKYMEHTOB — 3T0:

1) B3BeLIMBaHKE IOKYMEHTOB

2) 3aKJIeMBaHKE KOHBEPTOB

3) ckilagpiBaHUE JOKYMEHTOB U BJIOKEHUE UX B KOHBEPTHI
44, Kakue wu3 TmepeYHCIEHHbIX HH)Ke JOKYMEHTOB He OTHOCATCS K BHYTPEHHeMY
JTOKYMEHTOIOTOKY:

1) pacniopsIuTEeIbHBIC TOKYMEHTHI

2) cimykeOHbIe TUChMa

3) opraHu3aloOHHbIE JOKYMEHTBI

TecToBBIC 3a7aHUS IO TEMAM:
Tema 1.14. Opranusanusi TeKyuero XxpaHeHusi J0KyMeHTOB
Tema 1.15.11oaroroBka es K ApXUBHOMY XPAHEHHIO

1. Kakyro mH(OPMALMIO COIEPKUT UTOrOBasi 3alIUCh K HOMEHKJIaType aena?

1) 0 KoIMUYECTBE U KaTETOpUSIX 3aBEJCHHBIX JIEN

2) KOJIMYECTBO HE3aBEICHHBIX JIEl

3) KOJIMYECTBO YyTPAYCHHBIX B TEUCHUE T'0O/I1a JIC)I C YKa3aHUEM MPUYHH YTPAThI
2. CucteMaTH3MPOBAHHBIN NepeYeHb HAUMEHOBAHWH Je/, 3aBeJCHHBIX B OPraHu3aluH, C
yKa3aHHeM CPOKOB MX XpaHeHUsI, 0)OPMJICHHBbIH B YCTAHOBJIEHHOM NOPsSAKe, - 3TO:

1) ommch

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKIIaTypa Aeln
3. Kakoii U3 TEpMHUHOB He PEKOMEHAYIOT HCI0JIL30BATH NPH (POPMYJIMPOBKE 3ar0JIOBKOB JIeJI:

1) neno

2) NTOKYMEHTBI

3) marepuanbl
4. OnucH el COCTABJISAIOT B LeJIsAX:

1) peructpanuu aen

2) yuerta nien

3) YHUUTOXEHUS JE
5. Ha 0CHOBaHUM KAKOI'0 JOKYMEHTA COCTABJSICTCS OMUCH JeJI:

1) MHCTPYKIUS 1O TOKYMEHTAIIMOHHOMY 00€CTIEUeHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa J1ei

3) nepedyeHb TOKYMEHTOB CO CPOKAMU XPaHEHUs
6. Kak BHecTM B HOMEHKJATYpy /e 3arojiOBOK He IpelycCMOTPEHHOr0 paHee jeJia,
o0pa3oBaBuIerocsi B Te4eHHe KAJICHAAPHOIO0 Io/la B CBA3H C U3MEHEHHSIMH B JeATEJbHOCTH
OpraHu3anuu:

1) mepenevyaraTh U 3aHOBO O(POPMUTH MOCIEAHIOID CTPAHUILY HOMEHKIIATYpPhI 1€, BHECS B
Hee JIONOJHUTENbHBIN 3arojI0BOK

2) Hane4aTaTh HOBBIM 3ar0J0BOK Ha OTJEIBHOM JINCTE U NPUIIOKUTH €r0 K HOMEHKIIATYpE AeT

3) BmMcaTh HOBBI 3arojlOBOK OT PYKH B CHEHUAIbHO OTBEACHHOE pPE3EPBHOE MECTO,
OCTaBJIIEMOE I10CJIE KaXKI0r0 pa3zesia HOMEHKIIATYphl el
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7. CBogHAasi HOMEHKJIATYPa /ieJ1 OPraHu3alMu BBOAUTCH B JielicTBHE:

1) ¢ 1 sHBaps TeKyIiero rojaa

2) ¢ nexkabps TEKyIIero rojaa

3) Kaxple MOoJIroa TeKyIIero rojaa
8. HomeHnkiaTypa jeji, KOTOpasi yCTAHAB/JIMBAeT NMPUMEPHbINA COCTaB e IS OPraHu3anuid,
OJHOPOJHBIX N0 XapaKTepy esiTeIbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpPe, HA3bIBAETCS:

1) uHIMBHUIYATBHOM

2) TATIOBOM

3) npumepHoi
9. Kakoil NpUHIUI He UCIO0JIb3yeTCs NPU (POPMHUPOBAHUM J1€JI:

1) XpoHOIOTHMUECKUIA

2) BOIIPOCHO-JIOTHYECKUMA

3) ucropuueckuii
10. OnpenesieHue MOJUTHYECKOH, IKOHOMUYECKOH, COIMATBHO-KYJIbTYPHOMH, NPAKTHYECKOH
LEHHOCTH JOKYMEHTOB /ISl IOCJIeIYIOIIero uX XpaHeHusl U HCIO0JIb30BAHMSA WJIH 1J151 0TOOpa
HA YHUYTOKEHHE — ITO...

1) onucanue nen

2) sKcrepTH3a HEeHHOCTH JOKYMEHTOB

3) obopmiieHue nen
11. Kakue onepanum He BBINOJHSIOTCS NPpU GOPpMUPOBAHMH J1eJ1:

1) pactipeneneHue U packiajka UCIOJHEHHBIX JTOKYMEHTOB IO MalKam

2) pacnoyoxeHre JOKyMEHTOB BHYTPH Jiejla B OMPEICICHHON OCIe10BaTEeIbHOCTH

3) Hymeparlus JUCTOB

4) opopmiieHre 00I0KKH J1eria
12. Onucek gena — 3ro:

1) apXuBHBINA CHPAaBOYHUK, COJEPKAIINA MEpeYeHb BCEX E€IUHUI] XPaHEHUs, COCTOSIINX Ha
yueTe B apXUBE€ OpraHu3aliu

2) cuUCTeMaTU3UpPOBAHHBIA TEPEeYeHb €IWHUIl XpaHEeHHs (1el), MpeJHa3HAYCHHBIX ISl UX
ydeTa ¥ ONepaTUBHOIO MOUCKA.

3) mepedyeHb 3aroliOBKOB Jel, C(OPMHPOBAHHBIX B CTPYKTYPHOM TOJpa3aeicHUH,
HE3aBUCHUMO OT CPOKOB UX XpPaHEHUS
13. OCHOBHBIM JOKYMEHTOM, PerJaMeHTHPYIOIIMM TEeXHOJOTHI0 [OKYMEHTAMOHHOIO
olecrieyeHus! yNpaBJeHHUs B OPraHU3alUM, SIBJISIETCH:

1) nonoxenue o ciyxbe 10Y

2) unctpykuus o JJ0Y

3) mpuKka3 pyKOBOJIUTENSI OpraHU3aluN
14. HomenkaTypa e cocTaBJ/isieTcsl €O cieayionieil nepuogu4HoCTbI0

1) onuH pa3 B Tpu rona

2) ¢ IepuoINYHOCThIO, YCTAaHABIMBAEMOW OpraHu3anueit

3) exxeroaHo
15. Ha kakwue ejia CTPYKTYPHOTO NOApa3/ie/ieHisl He COCTaBJIsAETCS OT/IeJIbHAsl ONHUCh:

1) Ha nena MOCTOSTHHOTO XpaHEHUs

2) Ha Jie71a TeHepaIbHOTO TUPEKTOopa

3) Ha nena BpeMeHHOro xpaHeHus (coiie 10 ner)
16. I'pynnupoBka J0KYMEHTOB B /1eJIa OCYIIEeCTBJIAETCH HA OCHOBAHUU:

1) HHCTPYKIMH 110 TOKYMEHTAIIHOHHOMY O0OECTICUECHHUIO YIIPABICHHUS

2) mepevHst TUTIOBBIX YIPABICHUYECKUX JOKYMEHTOB CO CPOKaMU XPaHCHUS

3) HOMEHKJIaTyphl A€l OpraHu3aluu
17. JIncT-3aBepuTeib 1ej1a MOMeNIAeTCs:

1) B Hayase nena
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2) Ha 00OPOTHOM CTOPOHE OOJIOKKH JeTa

3) B KOHIIE JieNa Moclie MOCIeAHEro JOKYMEHTa
18. IIpu ¢opMHPOBAHMHU HCHIOJHEHHBIX JOKYMEHTOB B /ieJia B OPraHU3alMsAX HA 00JI0XKKY
KaK10r0 /1eJ1a BLIHOCATCS CJIeAyIolIHe CBeJeHHs:

1) HauMeHOBaHWE OpraHU3allMM — HMHJAEKC Jejia — 3aroJIoOBOK Jiefla — jJaTa Jella — CPOK
XPaHEHUs U CTAThs 0 MEPEUHIO - TPUMEUaHUE

2) HaUMEHOBAHME OpPraHM3allMM - MHJEKC Jeja — 3aroJloBOK Jejla — Jara Jeja — CpPOoK
XPaHEHUs MO MEPEUHI0 — ApXUBHBIN MU PP

3) HauMEHOBaHUE OpPraHMU3AlUU — HANMEHOBAHHE CTPYKTYPHOTO MOJpPA3JEICHUs — UHACKC
JieJia — 3aroJIOBOK Jiefia — JjaTa Jiejia — CPOK XpaHEeHHs 110 epeyHI0
19. HomeHk1aTypa AeJ1 OPraHu3anum:

1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3aIuil

2) pa3pabaTbIBaeTCs 10 YCMOTPEHUIO OPraHU3alUU

3) siBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsi BCEX OpraHu3alui
20. YTo 13 nepevyucJIeHHOro He MOKeT CJIY:KMTh Ha3BAaHUSAIMHU Pa3/ieJioB B HOMEHKJIAType JeJ:

1) HauMeHOBaHUS CTPYKTYPHBIX MOpa3iesieHui

2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aI|U

3) HaUMEHOBaHUS OpraHU3aui
21. B oaqHOM f1eJie He 10J1KHO OBITH foJiee:

1) 400 nuctoB

2) 150 nuctos

3) 250 nmuctoB
22. IpoaoskuTe mpenyioxkeHue: «Jisi yyera JOKYMEHTOB ONpee/IeHHBIX KaTeropuii ae
MOCTOSIHHOTO M BpeMeHHOro (0osiee 10 j1eT) XpaHeHHUs COCTABJSIETCS. .. »:

1) onuce nen

2) BHYTpPEHHSIS OMHCH

3) nucT-3aBepuUTENH JIeTa
23. Kakue BuabI padoT He NPOBOAATCS NPH MOATOTOBKE e K Iepeaade B ApXHUB:

1) mpoBenieHHE PKCIEPTH3BI IEHHOCTH JOKYMEHTOB

2) opopmienue nen

3) dbopmupoBanue aen

4) cocTaBlieHUE OIHICH
24. BoiOepuTe NpaBHJIbHBIN 3ar0JI0BOK K HOMEHKJIAType J1eJ:

1) HomeHKkIaTypa aen Ha saBapb 2013 rog

2) Homenkunarypa aen 3a 2012 rog

3) HomeHkIaTypa aen Ha 2013 rox
25. YTo 13 nepevyHcJIeHHOr0 He BKJIIYAeTcsl B HOMEHKJIATYPY Jel:

1) TOKyMeHTBI, CO3/JaHHbIE B CAMOI OpraHu3aluu

2) mepexosiue aena

3) nmevatHbie U3TaHUS
26. HomeHnkJ1aTypa e BKJIKOYAET ciaeayomue rpadbi:

1) uHAEKC fena — 3arojioBOK JieNla — aBTOP — KOJIMYECTBO €IUHHIL XPaHEHHS — CPOK XpaHEHHS
- IpUMEeYaHue

2) MHJIEKC Jena — 3arojJOBOK Jejla — KOJIMYECTBO €AMHHUIl XPaHEHHs — CPOK XpaHEHMs -
IpUMEUYaHUS

3) 3aroJIoBOK Jiefia — KOJIMYECTBO €AMHHUI] XPAaHEHUS — CPOK XpaHEHUS
27. ®opMupoBaHHe IeJa — ITO:

1) TpynnupoBKa MCIOJHEHHBIX JOKYMEHTOB B JIEJI0 U CUCTEMAaTH3alMs JOKYMEHTOB BHYTPHU
nena.
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2) rpynnyupoBKa UCIOJHEHHBIX JOKYMEHTOB B JI€J0, CUCTEMATU3alMsl JOKYMEHTOB BHYTPH
Jiena ¥ HyMepalys JUCTOB Jiefia.

3) BKJIIOUEHHE UCTIOJTHEHHBIX IOKYMEHTOB B IOKyMEHTAIBHBIN (POH] OpraHU3auu
28. Kakue cBeleHHs] He YKa3bIBalOTCAd Ha 00JI0KKe Jeja Npu odopMieHHMH Jeja s
nepeiavu B apxXuB:

1) cpok XpaHEHHS TOKYMEHTOB Jiejia

2) KOJIMYECTBO JINCTOB B JI€JIE

3) KOJTMYECTBO JIUCTOB BHYTPEHHEH OIUCH
29. HomeHKJIaTypa e TI0J:KHA BKJIIYATH CJIeAYyI0lHe PEKBU3UTHI:

1) HauMEHOBaHWE OpraHM3allii — HaWMMEHOBAaHHME JIOKYMEHTAa — JlaTa — PErHCTPallMOHHBIN
HOMEp — MECTO COCTAaBJICHHSI — 3arOJIOBOK K TEKCTY — TEKCT — MOJIUCH — TPUQ YTBEPKICHUS -
rpud corjaacoBaHUs

2) HAaMMCHOBAHUC OpraHu3anguu — HAUMMCHOBAHWC BHJA JOKYMCHTAa — JOarTa -
peFI/ICTpaHI/IOHHHﬁ HOMEp — MECTO COCTABJICHUS — 3al'0OJIOBOK K TCKCTY - TCKCT — INOAIINCH
3) HAaMMCHOBAHUC OpraHv3aigMuu — HAWMMCHOBAHWEC BHJA JOKYMCHTA — JOarTa -

pPErUCTpallMOHHBIE HOMEP — MECTO COCTaBJICHMsI — 3arojIOBOK K TEKCTy - TEKCT — IOJAIMUCh —
aapecar
30. Kakast u3 onepanuii He MPOBOAUTCS NMPHU MOATOTOBKeE JIeJI /IJIfA Mepeaayud B apXUB:

1) moammMBKa JOKYMEHTOB JieJia B CIICIHATIbHYIO O0JI0KKY WM TIEpeTieT aera

2) cocTaBiieHHE JMCTa-3aBEpUTEIIS Aesa

3) onpeneneHue Cpoka XpaHEHUs Jena
31. Ilpomosxure mnpeno:xkeHue: «JoKymMeHTBI, Yy:ke BKJIOYeHHble B €10, MOILYT
NOHA/I00NThCSI pAa0OTHUKY OpraHu3anuu. B 3ToM ciiydyae oHM MOryT OBITH BBIHYTHI M3 JeJia
TOJbKO JIMIIOM, OTBeTCTBEHHBIM 3a (opMupoBaHue u XxpaHeHue jgeid. Ha ux mecro
3aKJ1aAbIBAETCH. ..)):

1) kapTa-3amMecTUTENTb

2) nucT-3aBEpUTEIND

3) nMucT-3aMecTUTENb
32. KoHKpeTHbIe CPOKH XPAHEHUsI IOKYMEHTOB YCTAHABIMBAKTCS € MOMOIIBIO:

1) MHCTpYKLIUU 110 1e0NPOU3BOJICTBY KOHKPETHON OpraHu3anuu

2) IlepeuyHst TUMIOBBIX YNPaBIEHUYECKUX JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS

3) I'ocynapcTBeHHOM cHCTEMBI TIOKYMEHTAIIMOHHOTIO 00eCTieYeHUs yIpaBIeHUs
33. Kak HymepyeTcsi IOKYMEHT, CJ10:KeHHBIH MONnoJaM ¥ MOAIIUTHIH 32 cepeauny:

1) KaKk OuH JTUCT

2) KaK J1Ba JHCTa

3) xak yeThIpe JHcTa
34. CucreMaTU3MPOBAHHBIN NepeyeHb HAMMEHOBAHMIA /1eJl, 3aBeJleHHBIX B OPraHM3alUU, C
yKa3aHHeM CPOKOB MX XpaHeHHUs1, 0)OPMJICHHBIH B YCTAHOBJICHHOM MOPAIKeE, - 3TO:

1) onuch

2) apXUBHBII CIPaBOYHUK

3) HOMEHKJIaTypa Jei
35. Kakoii u3 TepMHHOB He PEeKOMEHAYIOT MCI0JIb30BaTh NPH (OPMYJIHMPOBKE 3aroI0BKOB
aer:

1) nemo

2) NTOKYMEHTBI

3) pa3Hble MaTepuabl
36. Kakoro u3 npuHuumnoB (popMHPOBAHUS 11 He CYLIeCTBYeT:

1) BonpocHO-oruuecKnii

2) cucTeMaTHYeCKui

3) andaBuTHBIHA
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37. HoMeHK1aTypa /1eJl, KOTOpPasi yCTAHABJIMBAaeT NPUMEPHBI cocTaB e VIl OpraHu3anmii,
OHOPOJHBIX N0 XapaKTepy AesiTeIbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpPe, HA3bIBAETCS:

1) uHaAUBUTyAJIBHOM

2) TATIOBOM

3) npumepHoi
38. Kak nymepyercsi Juct Jio6oro ¢opmara, NmoAmMMTHIA 3a OJMH Kpai, Jaxke ecjad OH
CJI07KeH:

1) KaK OIMH JTUCT

2) KaK JBa JucTa
39. Homenkiaatypa pgei, KOTOpasi cocCTaBJjsieTcsl /AJs OPraHu3alnuii, OJHOPOAHBIX IO
XapaKkTepy AeATEJbHOCTH M CTPYKType, YCTAaHABJIMBAaeT AJsl HMX THIIOBOH cOCTaB JeJ,
eIMHYI0 HH/EKCALMIO ITHX JieJ1, - HA3bIBaeTCs:

1) npumepHoii

2) TATIOBOM

3) MHOUBUIYATHHOM
40. ApXUBHBIH CHPABOYHHMK, COJAEpP:KANIMI CHCTEeMATH3HPOBAHHBIA TepeYyeHb eTUHHI
XpaHeHus (xexa), - 3T0:

1) HoMeHKIIaTypa e

2) onuch Jien

3) BHYTpEHHSIS ONUCH JOKYMEHTOB JIeNa
41. HomeHKJIaTypa JeJ1 COCTABJISAETCS €O cJIeAyIolIell NepHoIMIHOCTHIO

1) onuH pa3 B Tpu rojaa

2) ¢ IepuoINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3anuei

3) eXeroaHo
42. ToJIMHA KAXKI0I0 /1eJIa He J0/KHA NMPeBbIATh:

1) 50-60 mm

2) 20-30 mm

3) 30-40 mm
43. Tlpu ¢GopMHUPOBAHHM HMCHOJHEHHBIX JIOKYMEHTOB B /leJla B OPraHM3alUsX HAa 00JI0KKY
KAK/10T0 1eJ1a BBIHOCATCS CJIeNYIOIHe CBeJCHH:

1) HauMeHOBaHME OpraHU3allud — MHJEKC JeJla — 3arojJioBOK Jesla — Jara Jella — CpPOK
XPAaHEHUS U CTAThs 10 MIEPEYHIO - IPUMEUAHUE

2) HaMMEHOBAHME OpraHM3allMM - WHJIEKC Jeja — 3aroJioBOK Jejla — Jara Jeja — CpPOoK
XPaHEHUs IO MEePEUHI0 — ApXUBHBIN MU (P

3) HaMEHOBaHHE OpPraHM3alMM — HAUMEHOBAHHUE CTPYKTYPHOTO MOJpPAa3/IEICHHUs] — UHIEKC
JIeJIa — 3ar0JIOBOK JieJla — CPOK XPaHEHUs I10 NEPEYHIO
44, HomeHKkJIaTypa e/l OPraHu3ainum:

1) siBsieTcst 06s13aTEABHBIM IOKYMEHTOM TOJIBKO JIJIsl TOCYIaPCTBEHHBIX OpraHU3alui

2) pazpabaThIBaeTCs IO YCMOTPEHHIO OpTraHU3aII

3) siBisieTcst 003aTeIbHBIM JOKYMEHTOM JIJIsl BCEX OpraHu3anui
45. YTo u3 nepevuCJIeHHOr0 He MOKeT CJIY:KMTh HA3BAaHUSIMH Pa3/ieJiIOB B HOMEHKJIATYpe J1eJl:

1) HauMeHOBaHUA CTPYKTYPHBIX MTOApa3ACIICHUN

2) HampaBIlIEHUS AEATEIbHOCTH OpraHU3aI|H

3) HaMMEHOBAHMS OpraHU3ALNMA
46. OnpenejieHne MOJTUTHYECKOI, IKOHOMHYECKOI, CONMAIBLHO-KYJIbTYPHOH, MPaKTHYECKOIi
LHeHHOCTH JOKYMEHTOB /ISl NMOC/IeYIOIero HX XpaHeHusl U HCIOJIb30BAHUS WM 1JIs1 0TOOpa
HA YHHYTOKEHHeE, - ITO:

1) sxcniepTH3a e TeNbHOCTH OpraHu3alun

2) sKcrepTH3a EHHOCTH JOKYMEHTOB

3) skcnepTr3a JOKyMEHTAllMOHHOMN AESITEIbHOCTU
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47. BeraBbTe NMpoNylIeHHbIE ¢JI0Ba: «B KOHIe roga B HOMeHKJIAType /ieJl 3al0JIHsAeTCs ...0
KATeropusix ¥ KoJu4ecTBe 3aBeJleHHbIX U BKJIIOYEHHbIX B HOMEHKJIATYPY JAeJ»:

1) 3aBepuTesbHas HAAMUCH

2) uTorosas 3amnuch

3) BHYTpEHHSIS OIUCH
48. I'pynnupoBKa HCIOJTHEHHBIX JOKYMEHTOB B /1€JI0 B COOTBETCTBMH C HOMEHKJIATYPOIl eI
U CHCTEMATH3alUsl IOKYMEHTOB BHYTPH /1eJ1a — 3TO:

1) dopmupoBanue men

2) opopmiieHHe aein

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

1) 1OKyMEeHTBI, CO3/JaHHbIE B CAMOM OpraHu3aluu

2) nepexondiue nena

3) neyatHble U3JaHUS

3) DOKyMEHTOOOOpOT

50. HomenkJiaTypa JeJ1 BKJIO4YaeT cjieayiomue rpagoi:

1) mHIEKC Mena — 3arojI0OBOK JIeNia — aBTOP — KOJIMYECTBO €MHHII XPaHEHHS — CPOK XPaHEHHS
- IpUMeYaHue

2) MHIEKC Aena — 3arojJOBOK Jella — KOJIMYECTBO €AMHUIl XPaHEHHs — CPOK XpaHEHHS -
pUMeYaHus

3) 3aroJ0BOK JieJ1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XpaHEHHUS
51. Cko0JIbKO JHCTOB JI0JIKHO BKJIIOYATH 0/1HO chopMHPOBaAHHOE /1€J10:

1) npumepno 200 sucroB

2) npumepHo 300 aucToB

3) mpumepno 250 aucToB
52. Jle1a NMOCTOSIHHOIO CPOKa XpaHeHUs! U BPeMEHHOro cpoka (6osee 10 Jier) XpaHeHus
MO/JIekKAT:

1) nonHoMy 0(hopMIIEHHUIO

2) ynpoiieHHOMY 0(OPMIIEHHIO

3) 1OMONHUTENBHOMY 0(OPMIIEHUIO
53. lokyMeHTBI (popMHUPYIOTCH B /iejia B COOTBETCTBHH C:

1) MHCTPYKIMEH 10 eONPOU3BOICTRY;

2) HOMEHKJIATYpOU e,

3) monoxxeHueM 00 YUPeKICHHH.
54. IloaroToBKa jej1 K XpaHEHUI0 B COOTBETCTBHH € YCTAHOBJIEHHBIMH NPAaBUJIAMHU — 3TO:

1) dopmupoBanue nen

2) oopmiieHue nien

3) XxpaHeHue aen
55. HomeHk1aTypa Ae 10/15KHA BKJIKOYATH cJleAylollie PeKBU3UTHI:

1) HaMeHOBaHME OpraHU3allMM — HAaHMMEHOBAHME JOKYMEHTa — JaTa — PErucTPallMOHHBIN
HOMEpP — MECTO COCTAaBJICHUS — 3aroJIOBOK K TEKCTY — TEKCT — IOAIMUCH — IpU( YTBEPKACHUS -
rpu¢ coriacoBaHUs

2) HAaMMCHOBAaHUC OpraHvu3aiguu — HaAaWMMCHOBAHWC BHJA JOKYMCHTA — [JaTa -
pCFI/ICTpaLII/IOHHEJﬁ HOMCEpP — MECTO COCTABJICHUS — 3alr'0JIOBOK K TCKCTY - TCKCT — IMNOAIHNCH
3) HAaMMCHOBAaHUC OpraHvu3aiguu — HaWMMCHOBAHWC BHJA JOKYMCHTA — [OaTa -

PErUCTPALIMOHHBIIT HOMEpP — MECTO COCTaBJICHHMSI — 3arojOBOK K TEKCTYy - TEKCT — MHOJNHUCH —
aapecar
56. 3akonunTe mpemio:kenue: «B KoHHe eqa A ydeTa KOJMYECTBA JIMCTOB
COCTABJIACTCH. .. »:

1) mucr-3amMecTuTenb
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2) nUCT-3aBEPUTEIND
3) xapTa-3aMeCcTUTEIb

TecToBBIC 32aJaHUA 110 TEMAM
Tema 1.15. Opranuzanusi padoThl ¢ 00palIEeHUSIMU T'PAKIAH

1. OOpameHue ABYX HMJM HECKOJBbKHX JHI B NMHCbMEHHOM BHje, COJep:Kallee YacTHBII
HHTepec, HJIU ofpalleHHe, NPUHATOE HA MUTHHIE, COOPAHUHU, MOANUCAHHOE OPraHU3aTOPaMH
WM (M) YYACTHUKAMM MUTHHIA UJIM COOpPaHMsl, UMelollee 001eCTBEHHbIH XapaKkTep — 3To...
1) KOJIIEKTUBHOE OOpaIcCHIE
2) KoJuIeTHAJIbHOE OOpaIieHue
3) uHAMBHIYAIbHOE OOpaICHHE
2. lIpenJioxkenue — 3T0:

1) oOpameHune rpakgaHWHA, HANpaBICHHOE HA COBEPUICHCTBOBaHWE pabOTHI OPraHOB
BJIACTU WM YIPABIICHUS, PEIICHUE BaXKHBIX BOMPOCOB SKOHOMHYECKOH, MOJUTHUYECKOH, COLUaTbHO-
KyJbTYpHOH M JApPYrux cdep uUX NesITeTbHOCTH, TAC NPEJIaraloTcsl IyTH W CIIOCOOBI pEIIeHHS
3aTPOHYTHIX MPOOIEM

2) oOparieHue rpakJaHuHa M0 MOBOJAY peaTH3allMK MPUHAIICKANUX €My JIMYHBIX MpaB U
3aKOHHBIX HHTEpecoB, 3akperuieHHbIX Koncrtutynueir P®, denepanbHbIMU 3aKOHAMU, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX MPaB U HHTEPECOB

3) oOpaiieHue TpakJaHWHA O BOCCTAHOBIEHWU €ro MpaB WM 3aKOHHBIX HWHTEPECOB,
HApYyIICHHBIX JEHCTBUSIMH WU O€3ACHCTBUSMH OPTraHOB TOCYAAPCTBEHHOH BJIACTH W MECTHOTO
CaMOYIpPaBlIeHUs, X JOHKHOCTHBIMU W BBIOOPHBIMH JIMLIAMHU, PYKOBOJIUTEISIMH OpPraHU3alUNd U
OOLIECTBEHHBIX 00bETUHEHU
3. Koraa rpakaaHMH X04eT peajn30BaTh CBOM KOHCTUTYIIMOHHBIE IPABa M CBOOOABI, OH
1101011 (4 S

1) npennoxenue

2) mucbMo

3) 3asBnEHUE
4. JI;isi BOCCTAHOBJIEHUS WJIH 3aLIIUTHI CBOMX HAPYIIEHHBIX NMPaB, CBO0O/ UJIH 3aKOHHBIX
HHTEPEeCOB I'PAKIAHUH J0/2KeH 00PATUTHCSI B COOTBETCTBYIOLIME OPraHbI C:

1) 3asBeHUEM

2) xanoboit

3) mpeTeH3uei
5. O0paneHue rpaxIiaHuHa, NOCTYNUBIIEE OT OAHOIO M TOI'0 ’Ke JIMLA 10 OAHOMY H TOMY :Ke
BOMPOCY, €CJIH CO BpeMeHH MOJa4Yd MepBOro o0pamieHusl UCTeK CPOK, YCTAHOBJEHHBIH 1A
PaccMOTpeHHsl, MJIH 3asiBUTE/Ib He Y10BJIeTBOPEH JaHHBIM €My OTBETOM, Ha3bIBAETCS:

1) BTOpu4HBIM

2) NOBTOPHBIM

3) OBTOPSIFOIITAMCS
6. Eciiu rpazkiaHuH X04eT BbICKA3aTh CBOM PEKOMEHIALMH 110 YJIYYIIEHHIO e TeJbHOCTH
rocy/1apcTBa, TO OH J0JIKeH COCTABUTh:

1) sxanoby

2) mpeioxKeHue

3) cnyxeOHyI0 3aIucKy
7. O0paueHue rpaxIiaHMHa, MoiaBaeMoe B NUCbMeHHOMH (opme ¢ mpoch00ii 0 NPU3HAHMH 32
HHUM OIpe/eIeHHOI0 CTaTyca, NpaB, FAPAHTHI M JbIOT ¢ NMPeJ0CTaB/IeHHeM J0KYMEHTOB, HX
MOATBEPKAAIINX, - ITO:

1) 3asiBneHue
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2) X0JIaTaiCTBO

3) xanoba
8. Kanoba —3T0:

1) obpamieHue rpaxaaHruHa, HallPaBJIEHHOE HA COBEPIICHCTBOBAHKUE Pa0OTHI OPraHOB BIACTH
U YIPaBICHMS, PELIEHHE BaXKHBIX BOIPOCOB SKOHOMMYECKOH, IOJUTHUYECKOM, COLHAIbHO-
KYJIBTYPHOH M JIpYyrux cdep uX NesATeNIbHOCTH, TNIe MpeJiararoTcsl MYTH M CIOCOOBI PelieHUs
3aTPOHYTHIX MPOOIEM

2) oOpaieHue rpakKJaHuHa MO MOBOJY peaju3aliy MPUHAICKAIIUX €My JMYHBIX MpaB U
3aKOHHBIX MHTEPECcOB, 3akperuieHHbIX Koucrutynueit P®, denepanbHbIMU 3aKOHaMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX IIPaB U HHTEPECOB

3) oOpaiieHue TrpaxJaHWHA O BOCCTAaHOBJIEHUU €ro IpaB WM 3aKOHHBIX HHTEPECOB,
HApYIICHHBIX JCUCTBUSAMHM WIM O€3ACUCTBUSIMH OPraHOB TOCYJApCTBEHHOHN BJIACTH U MECTHOIO
CaMOYIIpaBJICHUs], UX TODKHOCTHBIMUA M BBIOOPHBIMH JIMIIAMH, PYKOBOJIMTEIISIMU OpraHU3alMid U
00IIECTBEHHBIX 00bEIUHEHUI
9. MakcuMAaJIbHBIH CPOK UCIIOJTHEHHS O0pAIIEHUIT IPaKIaH COCTABJISIET:

1) 70 nuew

2) 60 nuent

3) 40 nuent
10. O0pamenus rpaxiaH pacnoJiaralTcs B Jejax:

1) B HyMepaloHHOM MOPSJIKE

2) B anaBUTHOM HOPSJIKE

3) B BOMPOCHO-JIOTMYECKO MOCIEeI0BATEIbHOCTH
11. 3asiBy1eHHe — 3TO:

1) obpamienue rpaxaaHruHa, HAlIPaBJICHHOE HA COBEPIICHCTBOBAHKUE Pa0OTHI OPraHOB BIACTH
U YIOpaBICHUS, PELIEHHE BaXKHBIX BOINPOCOB SKOHOMMUYECKOH, MOJMTHUYECKON, COLMAIBHO-
KyJIbTYpHOH M JApPYrux cdep HUX IEesATeIbHOCTH, TA€ NPEJIaraloTcsi MyTH W CIIOCOOBI pereHHs
3aTPOHYTHIX TIPOOIEM

2) oOpaieHue rpaKIaHUHA MO MOBOJY peaju3alliy MPUHAMISKAIIUX €My JMYHBIX MpaB U
3aKOHHBIX MHTEpecoB, 3akperyieHHbIX Koncrutyuueir PO, denepanbHbIMu 3akOoHaAMH, HE
CBSI3aHHBIX C HAPYLIEHUEM 3THX NPaB U HHTEPECOB

3) oOpameHue TpakJaHWMHA O BOCCTAHOBJIEHHWM €ro MpaB WIM 3aKOHHBIX HHTEPECOB,
HapyLIEHHbIX JEHCTBUSAMU WU O€31eHCTBUSMHM OPraHOB TOCYAApCTBEHHOM BIIACTH U MECTHOTO
CaMOYIpPaBJIEHUS, X JODKHOCTHBIMU U BBIOOPHBIMH JIMIIAMHU, PYKOBOJUTEISIMH OpPraHU3alUid U
00I11eCTBEHHBIX 00bEeIMHEHUI
12. O6pamenune, B KoTopoM He ykazanbl ®UO, agpec M Ju4YHAS MOAMHUCH TPAKAAHMHA,
CYUTAETCH:

1) aHOHUMHBIM

2) KOJIIEKTUBHBIM

3) MUCbMEHHBIM
13. O0pameHue ABYX MJHM HECKOJbKHX JIMII B NMHCBMEHHOM BHJE, COAep:Kallee YaCTHBIN
HHTepec, 1100 o0paleHue, NPUHATOEe HA MUTHHIe, COOPAHMH, ONTUCAHHOE OPTAaHU3ATOPAMH
WM YYACTHUKAMM MUTHHIA HJIM COOpaHusi, HMelollee 001ecTBEHHbIH XapaKTep, - 3T0:

1) neTunus

2) muceMeHHOe oOpalieHue

3) KOJIJIEKTUBHOE OOpalieHue
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OIEHOYHOE CPEJACTBO Ne 2
Bonpocs! U151 yCTHOT0 KOHTPOJIsI 3HAHUIA 110 TeMam

Tema 1.1. Coagep:xaHue 1 OCHOBHbIE 32/1a41 COBPEMEHHOI0 JOKYMEHTAIHOHHOI0
o0ecneuenus ynpasienus (J10OY)

1) O6bext u mpenmert JJOY.

2) Pons IOV B fA€ATENBHOCTH OpTraHU3aIIH.

Tema 1.2. OcHOBHBbIE OHATHA A€J0NPOU3BOACTBA. JIOKYyMEHT U ero PyHKINHU
1) PackpbITh OCHOBHBIC TIOHSATHS JACTONPOU3BOJICTBA.
2) JlaTh XapaKTEepUCTHKY OOIIMX U CIICIHATBbHBIX (QYHKIUH TOKYMEHTOB.
3) Pacckaszath 00 OCHOBHBIX CIIOCO0AX JOKYMEHTHPOBAHHUSL.

Tema 1.3. @opmyasip-oopasen OPJI. CocraB pekBusutos OP/]

1) Yro Takoe peKBH3HUT?

2) Yro takoe popmyisp-odpazen?

3) Yo Takoe hopmyIsip JOKyMeHTa?

4) Kak naszsiBaercs OCT P 7.0.97-2016?

5) Ilepeuncnure HazBaHus pekBu3uToB B coorBeTcTBUH ¢ [OCT P 7.0.97-2016

6) Kakue peKBH3MTHI OTHOCATCS K IOCTOSHHBIM, a Kakue K nepeMeHHbIM? B uem wmx
otanuue?

7) Ha kakue Tpu 4acTH JCITUTCS CITY)KEOHBIH TOKYMEHT M 4TO BKJIFOUACT KaXKIast 4acTh?

Tema 1.4. TpedoBanus k ogopmiiennio 601aHKoB. Buabl 0/1aHKOB
1) Yro Takoe OJaHK TOKyMeHTA?
2) Kaxkue hopmatsl HCTIOIB3YIOTCS 151 ODOPMIICHHUS CITY)KEOHBIX JIOKYMEHTOB?
3) HazoBuTe MHHUMaBHBIE Pa3MephI MOJIeH OJaHKOB U X Ha3HauUeHHE?
4) Kaxkue Bujpl O1aHKOB BbI 3HaeTe? VX Ha3HavyeHue?
5) Uro mpeanonaraeT yriioBoe U MPOI0IbHOE PACIIONIOKEHNE PEKBU3UTOB B OJIaHKe?
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Tema 1.5. Tpe6oBaHus K 0()OpMJIEHHIO PEKBU3UTOB OPraHU3aIHOHHO-PACTIOPSIANTEIbHBIX
JOKYMEHTOB

1) Kakme TpeboBaHHS MNPEABABIAIOTCT K ohopMIIeHHIO  pekBu3uTOoB  «I'epbd
(T'ocymapctBennsiii repd PD, I'epd cydnekra PD), «Ombnema» «ToBapHbI 3HAK (3HAK
obcimyxxuBanus)», «Koa hopmbl JOKyMeHTa»?

2) Kakue TpeOoBaHus MpeAbsABISAIOTCS K odopmiieHHI0O  pekBu3uTOB «HammeHoBaHue
opranuzanumny, «CrnpaBo4yHble AaHHbIE 00 opranuzamuny, «HauMmeHoBaHue BuAa
JIOKyMEHTa»?

3) Pacckazath TpeOoBaHMS K  OGOPMIICHHIO PEKBU3UTOB  «Jlata  IOKyMeHTay,
«PeructpanioHHbI HOMEDP AOKYMEHTa», «Ccbulka HAa pErHCTPallMOHHBI HOMEp U JaTy
JOKYMEHTa», «MecTo cOCTaBICHUS TOKYMEHTay.

4) Pacckazath TpeOoBaHMS K OQGOPMICHHIO pEKBM3MTOB  «Ajpecat», «['pud
yYTBEpKACHUY, «Pe3omonusy.

5) Kakwue TpeOoBaHUS MPEIBIBIAIOTCA K PEKBH3UTaM «3arojoBOK K TEKCTy», «OTMETKa O
KOHTpoJsie», «TekcT nokymMeHTa», «OTMETKa O HATMYUU TIPUTI0KEHUSI)?

6) Kakue tpeOoBaHus NpeabsBIsOTCS K pekBu3utam «lloamuch, «['pu¢ coriacoBaHus»,
«Bwusa cormacoBanus», «OTTHCK meyaTH»?

7) Pacckazath TpeOoBaHUS K OQOPMIICHHUIO PEKBU3MTOB «OTMETKA O 3aBEPECHHM KOIHH»,
«Ot1MeTKka 00 ucnonaureney, «OTMeTka 00 UCIIOTHEHUH JJOKYMEHTA U HalpaBICHUH €ro
B neno», «OTMeTKa O MOCTYIJICHWH JTOKYMEHTa B OpraHuzanuioy», «Mpentuduxarop
AIEKTPOHHOU KOITUH IOKYMEHTa».

Tema 1.6. TpedoBaHus K 0()OpMJIEHUIO OPTAHU3ALMOHHBIX IOKYMEHTOB

1) TlepeurcnuTh OpraHU3alMOHHBIC TOKYMEHTHI W JaTh WX OOILYyIO
XapaKTEPUCTHKY.

2) Uro Takoe yctaB M OCOOCHHOCTH €ro cocraBieHus. Kakue paszieisl
BKJIFOYAET yCTaB?

3) Uro Takoe TmoOJOXKEHHE OO0 OpraHM3allid W OCOOCHHOCTH  €ro
opopmnenus?

4) Ha3BaTp pasjenbl MOJNOXKEHHsS 00 OpraHH3alliH, OXapaKTepU30BaTh HX
coJiep;KaHue.

5) UYro Takoe MOJIOKEHHUE O CTPYKTYPHOM IOIpPA3/ICICHHU, KaKHe pa3/eibl
OHO BKJIIOYaeT? UTo yka3bIBaeTCsl B KOXKIOM pasjene?

6) Uro Takoe MOKHOCTHAs WHCTPYKIUS, KaKUe pa3fesibl OHa BKIHOYaeT?
UYro yka3pIBaeTcs B KaKJ0OM paszzeiie?

7) Uro Takoe mpaBWia BHYTPEHHEro TpyaoBoro pacmopsiaka? Kakue
pa3esnbl BKIOYAeT JaHHbIN JOKYMEHT?

8) OxapakTepu3oBaTh 0COOCHHOCTH O(OPMIICHUSI U COCTABJICHHSI IITATHOTO
pacrnucaHus.

Tema 1.7. TpeboBanus k opopmMJIeHHIO PACTIOPSIAUTEIbHBIX JOKYMEHTOB
1) PackpbITh COCTaB U Ha3HAUCHHE PACTIOPSAUTEIILHBIX JOKYMEHTOB.
2) Jlatp ompeneneHHe KaXIOTO BUAA PACHOPSIUTEIBHOTO JOKyMeHTa. YeMm OHH
OTJIMYAIOTCS APYT OT Jipyra?
3) KakoB o0muii mopsgok cocTaBieHUss U OPOPMIICHHS PACTIOPSIUTENBHBIX JOKYMEHTOB?

CocTaB peKBU3UTOB.

Tema 1.8. TpeboBanus k oopmiieHnI0 HHPOPMALHOHHO-CIIPABOYHBIX JOKYMEHTOB
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1) B wem ommune  WHPOPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB  OT

OpraHnu3allMOHHBIX U PACIOPAAUTEIIBHBIX, KAKOBO UX Ha3HaueHue?

2) Yo Takoe npotokois? Kakue TpeOOBaHMS MIPEIBSIBIIAIOTCS K €r0 COCTABICHHIO

1 0OPMIICHHUIO.

3) UYro Takoe akT? TpeOoBaHUS K COCTABICHHUIO U O(DOPMIICHHUIO aKTa.

4)  Yro Takoe cripaBKa U KaKOBbI TPeOOBaHUs K €€ 0pOpMIICHHIO?

5) Paccka3ars TpeOoBaHMs K OOPMIICHHIO U COCTABJICHHIO JJOKJIATHOM 3aITUCKH.
6) Pacckasars TpeOOBaHUS K 0(OPMIIEHUIO OOBSICHUTEILHOM 3aITUCKH.

7) B uem ornmume ciy:KeOHOI 3alUCKH OT JIOKJIaaHOW 3anucku? OcoOeHHOCTH

€€ COCTaBJICHUAI.

8) Uro Takoe ciyxeOHble mucbMa? Kakue TpeOOBaHUS MPEIBSBISIOTCS K HMX

opopMIIEHUIO?

9) Ha3oBute BuUABI CIYyKEOHBIX MHCEM. B deM Ha3HaueHHE KaKIOrO BHIA

Clly’keOHOro nucbma?

10) TpeboBanus Kk 0HOPMIICHHUIO U COCTABICHHIO TEJIEIPAMMBbI.
11) TpeboBanus Kk 0HOPMIIEHHIO U COCTABICHHIO TeIe()OHOIPAMMBEL.
12) OcobenHoctu odopMiIeHHS IPYrHX BHUIOB HHPOPMAIMOHHO-CIIPABOYHBIX

HAOKYMCHTOB (Hpe,I[CTaBJ'ICHI/IC, 3aKJIIOYCHUC, OT3bIB, CIIMCOK, IICPCUCHb U I[p)

Tema 1.9. CTHIMCTHKA U PpeJAKTHPOBAHHUE CIYKEOHBIX TOKYMEHTOB

1.

o

10.

11.

12.

13.

Jlekcuueckas ctuincTika. CI0BO M €ro 3HaueHue. TUIonorus CTUIMCTUYECKUX OIINOOK,
CBSI3aHHBIX C HENIPABWJILHBIM 3HAUEHUEM CJIOB.

Jlekcuueckast cTuiucTiKa. CTUIMCTUYECKOE PAcCIOeHUEe JIEKCUKU U CTUIIMCTUYECKas
OKpacka cioBa. MexcTuieBasi, KHUKHO-IUCbMEHHAs U yCTHas peub. Tumnonaorus
AMOLIMOHAIBHO-3KCIIPECCUBHBIX JIEKCUUECKUX cpeAcTB. CriennanbpHas JIEKCHKa,
npodeccuonanuzMbl. Heonorusmel u apxan3Mbl. 3aiMCTBOBAHHBIE CJIOBA

Jlexcuueckas ctunuctika. @pazeonorus. Onpenenenue ppazeonorusma. Cocran
dpazeonoruzma. Ynorpebnenue ¢ppazeonoruzmon. OmmbOKu, CBI3aHHBIE C HEBEPHBIM
ynotpebieHreM (ppa3eosoru3mMoB.

['pammaTrueckas ctuinrctuka. Mopgonoruueckue cpeactsa sizbika. CTUIMCTHYECKOE
MCIIOJIb30BAaHUE UMEH CYIIECTBUTEIbHBIX.

['pammaTrueckas ctunuctuka. CTHIMCTUKA YacTed peud — MMEH NpuiaraTelbHbIX, UMEH
YHUCIUTENIBHBIX, MECTOUMEHNH, TJIarojoB, Hapeuni, IpeyioroB U cor30B. CII0KHOCTH H
OIIMOKH, CBSI3aHHBIE C HEBEPHBIM YIIOTPEOJIEHNEM YacTel peyu.

Jlornueckue OCHOBBI pelakTUpoBaHHMs. OCHOBHBIE 3aKOHBI JIOTMKU (3aKOH TOX/IECTBa,
3aKOH MMPOTUBOPEYUS, 3aKOH UCKIIFOUEHHOT0 TPETHETO, 3aKOH JOCTATOUHOTO OCHOBAHMS).
Jlornueckue OCHOBBI penakTupoBaHus. Jlormueckue OmMMOKM B J0Ka3aTeNbCTBAX U
onpezeneHusx. TpeOoBaHUs K JOKa3aTeabCcTBaM. TpeOOBaHUS K ONPE/ICTICHUSIM.

Bunp! u Texauka npaBku. TekcT. Dtanbl paboThl HaJl TEKCTOM.

Buner 1 Texnuka npaBku. Buibl mpaBku TEKCTOB (IIpaBKa-BbIYMTKA, MpaBKa-COKpallleHue,
npaBka-00paboOTKa, MpaBKa-TepeieNKa).

Buael 1 Texnuka npaBku. TexHuka mpaBku TekcToB. KoppekTypuble 3Haku. [lpaBuiia
IIPUMEHEHNS KOPPEKTYPHBIX 3HAKOB.

AHanu3 ¢pakTUYecKoro Marepuaina TekcTa. PeraktupoBanue pa3inyHbIX 3JIEMEHTOB
TekcToB. OTOOp (paKkTOB, MX MPOBEPKA (JOCTOBEPHOCTD, JJOCTATOYHOCTh, AKTYaJIbHOCTh
dakrtoB). [IpaBuna mutupoBanus U opopMIeHUE ITUTAT

AHanu3 (QakTHYeCKOro MaTepuallia TeKCTa. PenakTHpoBaHME pa3iWYHBIX 3JIEMEHTOB
TekcToB. [IpaBuna cocraBienus Oubnuorpapuueckux cnuckoB. Penakrupoanue Tabaui.
AHanu3 (QakTHYeCKOro MaTepuallia TeKCTa. PemakTHpoBaHHME pa3lUYHBIX 3JIEMEHTOB
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TekcToB. [IpaBuna oopMiIeHUS TOKYMEHTOB.

14. KomMno3unnoHHbIE OCOOCHHOCTH CIIYKEOHBIX JTOKYMEHTOB. dopMa JOKyMeHTa (THUITOBOM
dbopMyIIsIp, KOHCTATUPYIOIIAsl, paCTIOPSANTEIbHAS YaCTH MPUKa3a, PE3OIONHS U T.11.).

15. KoMno3uniuoHHbIE  OCOOCHHOCTH  CIIY’)KEOHBIX ~ JOKYMEHTOB. CIOCOOBI  M3JIOKCHHS
MarepHaia B JOKyMeHTe (TIOBECTBOBAHUE, PACCYKICHHUE, OITUCAHNUE).

16. KoMmo3uimonHbsle  OCOOCHHOCTH  CIIY)K€OHBIX JOKyMeHTOB. COpa3MepHOCTh YacTei
nokymenTta. CTpoMHOCTb U pyOpUKalus JOKYMEHTOB (ab3all, HyMeparus).

Tema 1.10. HopmaTuBHO-MeTOAMYEeCKAasi 0a3a 10 1eJIONPOU3BOICTBY
1) Jlath ompeneneHie HOPMATUBHO-METOIUUECKOM 0a3bl ACIOMPOU3BOICTBA.
2) TlepeuyrciauTh OCHOBHbBIC BUBI HOPMATHBHO-METOJMUCCKUX TOKYMEHTOB B 00J1aCTH
JIeTTOTIPOU3BOICTBA.

3) PackpsITh coepxkaHue KaxI0ro BUIa HOPMATHBHO-METOJHUECKOTO JOKYMEHTA.

Tema 1.11. Opranusanus ciay:k0bl JOKyMEHTALMOHHOT0 00eceyeHus1 ynpaBJieHust
1) TunoBble OpraHU3aIOHHbBIE CTPYKTYPHI CIyKO0bI JJOV.
2) Llenp, 3amaun u pyHkuu ciyxost JJOVY.
3) ®yHKIMU CTPYKTYPHBIX MOApa3aencHuii ciyxonl J0VY.
4) HopmaTHBHBIC JOKYMEHTHI, perIaMeHTHpYIoIIKe paboty ciayx0br IOY.

Tema 1.12. [IpaBuia oopmiieHHs U BbIIAYU KONHU JOKYMEHTOB
1) IIpaBuia 3aBepeHUs! KOMUI JOKYMEHTOB.
2) Buas! xonwid.

Tema 1.13. Opranuszauus padoTbl ¢ JOKyMeHTaMHU

1) Tousitue noKyMeHTOOOOpOTa. Ero KauyecTBeHHbIC M KOTHUYECTBEHHBIC XapaKTEPUCTUKH.

2) TloHsTHE TOKYMEHTOMOTOKA. BH/IBI TOKYMEHTOIIOTOKOB, HX XapaKTEPUCTHKA U COCTAB.

3) Dransl nokymeHTooO0poTa. [Iprem u nepBuvHas 00paboTKa MOCTYMUBIINX
JOKYMEHTOB.

4) TlpenBapuTeabHOE PACCMOTPEHUE U PACIIPEICICHUE OCTYMUBIINX JOKYMEHTOB.

5) Perucrtpaiusi JOKYMEHTOB: MIOHSATHE, OCHOBHOMW MPHHITUIT PETHCTPAIMU, CHCTEMbI
perucTpanmu.

6) dopmbl perucTpanu.

7) PaccMoTpeHHe TOKYMEHTOB PyKOBOAUTEIEM OpraHH3aIHH.

8) Tlopsaok UCTIOTHEHUS TOKYMEHTOB.

9) KoHTpoIb UCTIONHEHHS JOKYMEHTOB: TIOHSTHE, BUIbI KOHTPOJIISI, CPOKU UCTIOTHEHHS.

10) IMopsaok mpoBeaeHUs] KOHTPOJIS. BBl KOHTPOJIS 32 CPOKAMU MCITOTHEHHUSL.

11) Iopsimox 00pabOTKK OTHPABIAEMBIX JOKYMEHTOB

Tema 1.14. Opranuszanus TeKyumero XxpaHeHusi 1I0KyMeHTOB
1) HasuaueHue U BUIbI HOMEHKIATYPHI JCIT.
2) TpeOoBaHUsI K TEKCTY HOMEHKJIATYPHBI J€J.
3) TpebOoBaHUs K COCTABICHHIO, YTBEPXKICHHUIO U COTJIACOBAHUIO HOMEHKJIATYPBI JIEJI.
4) Cucrematu3anys 3aroJIOBKOB JIeI.
5) OO6muue npaswia GOPMHUPOBAHUS JIEIT.
6) Ilopsnok XpaHeHHs A€ B CTPYKTYPHBIX ITO/IPa3ICICHHSX OpraHU3allry.

Tema 1.15. [loaroroBka jej K apXMBHOMY XPAHEHUIO
1) TlousTHE SKCIEPTU3BI IEHHOCTH JOoKyMeHTOB (DL/T).
2) Tlopsnok nposenenus DL/,
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3) IlpaBuia opopMIICHUS Il APXUBHOTO XPAHCHUSL.
4) TlpaBuia cOCTaBJICHHS OMHUCEH JCII.
5) Tlopsnok nepenayuu el B apXUB OpraHU3aIuN
Tema 1.16. Opranusamnusi padoTbl ¢ 00palIEeHUSIMU I'PAKIAH

1) Krnaccudukaius oOpalieHui rpax; iaH.

2) Tlpuem u nepBuvHas 00pabOTKa, perucTpalys 00palleHH TPaXKiaH.
3) HcnonHeHue oOpaieHui 1 KOHTPOJIb 32 X UCIIOJTHEHUEM.

4) Tlopsimok (GopMHPOBAHHS M XPAHESHUS JIeJ C OOpAICHUSIMHU TPaXK/IaH.

OIEHOYHOE CPEJACTBO Ne 3
IIpakTHYeckHe 3a1aHUsA 10 TEMaM

Tema 1.2. OcHOBHBIE NOHATHS 1€JIONPOU3BOACTBA. JIOKYMeHT U ero QyHKIUH

3ananue 1.
[lepeunicieHHble HIDKE JOKYMEHTBHI PACIpEeNIUTe MO YeThIpeM TpyImaMm: OyXraiaTepcKue,

KaApOBBIC, OPUANICCKHUEC, OPTaHU3aAllMOHHBLIC

1)
2)
3)
4)
5)
6)
7)
8)
9)

[IpuxoaHBIi KacCOBBIM opaep

[Tpuxa3 o npueme Ha paboOTy

[TonoxeHue o KaHUETAPUU

KBapranbHblii 6anaHc

[Iperen3us oT GuUpMbI-TapTHEPA MO KAUECTBY MPOTYKIIUU
AKT 0 HapyIllIEHUU TPYIOBOM TUCIUIUIMHBI
JlomKHOCTHAs MHCTPYKIMS CEKpeTapst

Cuert-daxtypa

VHckoBoe 3asiBiieHUE B apOUTPaXHbIH Cyl

10) Ipuka3 o mpeaoCTaBICHUH OTITyCKa
11) INonoxxeHne 0 KOPIIOPATUBHOM KYJIBTYpe
12) TTpoTokot 3aceanus aTTeCTAMOHHON KOMUCCHH
3ananmue 2.
3anonHuTe MPOoOebl B CAEAYIOUIUX MPEATI0KEHUAX:

1)

2)
3)

4)

5)
6)

7)
8)

9)

[Tponecc 3anucu uMHGOpManuu Ha Oymare WJIM MHOM HOCHUTENe, 00eCleunBaroUvi ee
IOPUJINYECKYIO CUITY, Ha3bIBAETCA ...

Enunble npaBuia coctaBieHuss 1 0pOPMIIEHHS JJOKYMEHTOB U3JI0KEHBI B ...

bnank - 3TO cTaHAapTHBIN JAUCT OyMaru, Ha KOTOPOM ... HH(popmManusa 00 opraHu3aluu-
aBTODE.

Kaxzplii JOKyMEHT COCTOMT U3 psAla COCTaBJIAIOIUX €ro ..., KOTOPbIE HAa3bIBAIOTCS
PEKBU3UTAMH.

JIOKyMeHTBI, CoZiepaKaHNue KOTOPBIX MOCBSIIEHO OJHOMY BOIIPOCY Ha3bIBAIOTCA ...
BricTynas B kauecTBe CpeCTBa CBA3M MEX1Y OTACIbHBIMHU 3JIEMEHTaMH OOIECTBEHHOM
CTPYKTYpPbI, TOKYMEHT BBIMOJHSET ... PYHKILHIO.

JIOKYMEHTBI, KOTOPBIE CO3AAIOTCS Ul Pealu3aluy LEeNed YIpaBIECHUs BBITOJIHAIOT ...
GyHKIHIO.

Coznianue T0KyMEHTOB WM JOKYMEHTUPOBAHHUE MOKET OCYILECTBIATHCS HA ... WM HA
HCKYCCTBEHHOM SI3bIKaX.

BaxxHoe 3HaueHue npu JOKYMEHTUPOBAHUU UMEIOT ... TOKYMEHTUPOBAHMSL.

10)TTOCT P 7.0.8-2013 nasbiBaercs. ..
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3amanmue 3.
Haiinure ommOKy B CIIEIYIOIMINX TPEUIOKCHHSIX

1)
2)
3)
4)
5)
6)
7)
8)
9)

10)

Tema 1.3.

3aganue 1.

Jisi  W3rOTOBJNEHUs OJAHKOB CIY)KEOHBIX JIOKYMEHTOB HCIIOJNB3YETCS  TOJBKO
cTaHAapTHBIN hopmat Oymaru A4.

JleBoe u mpaBoE MOJIs JIMCTOB IOKYMEHTA JOJDKHBI OBITh HE MeHee 20 MM.

B GaHk 10KyMeHTa BXOJAT TOJIBKO MOCTOSIHHBIE PEKBU3UTHI.

PexBusut «CripaBo4yHbIE TaHHBIE 00 OpraHU3aLUN» BXOAUT B COCTaB 00IIero OiaHKa.
Dopmysp-odpasell — TO COBOKYIHOCTh PEKBU3UTOB, U3 KOTOPBIX COCTOUT JOKYMEHT
KOHKPETHOI'O BHJI.

VYTrioBoe pacnoyioKeHUE PEKBU3UTOB IPEAIOJIATAaCT pa3sMELICHUE PEKBU3UTOB BIOJIb
BEpXHEH 4aCTH JIUCTA.

K JokymeHTaM JHMYHOIO MNPOUCXOKIAEHUS OTHOCSATCA JOKYMEHTBI, CO3JaHHbIE
IOPUINYECKUMU U (PU3UYECKUMHU JTULIaMU, O(OPMIICHHBIE B YCTAHOBJICHHOM IOPSIJIKE.
KynbrypHas ¢yHKIuS — TO €cTb JIOKYMEHT BBICTYNaeT B KadecTBE HMCTOYHHKA
HCTOPUYECKUX CBEJCHUI O pa3BUTHH OOILECTBA.

CommanbHas (QyHKUMS — TO €CTh JOKYMEHT SIBJISIETCS CPEACTBOM 3aKpEIJICHHUS H
M3MEHEHHS TPABOBBIX HOPM U NPABOOTHOIIICHUH B OOIIECTBE.

NudopmartuBHOE CBONCTBO JOKYMEHTA — 3TO JIOJITOBEYHOCTh, IPOYHOCThH TIOKYMEHTa U
CIIOCOOHOCTH MPOTUBOCTOATH PA3TUYHBIM BO3ACUCTBHSM.

I'OCT P 7.0.97-2016. ®@opmy.asip-oopazen OP/l. CoctaB pexBusutroB OP/]

[Tonb3ysice 'OCT P 7.0.97-2016 noctpouts popmynspei-oopasust OPJI ¢ yrioBeiM u

IPOJIOJIEHBIM PACIOJIOKEHHEM PEKBH3UTOB opmaToB A4 u AS.
3amanue 2. IlepeuncieHHbIE HMKE€ DPEKBU3MTBI PACHPENEIUTE II0 TPEM YacTAM JOKyMEHTa
(3arosioBouHast, cofepkaTenbHas, 0hOpPMIISIONIas ):

1)
2)
3)
4)
5)
6)
7
8)
9)
10)
11)
12)
13)
14)
15)

['puc orpannueHus 10CTyna K JOKYMEHTY
CnpaBouHble TaHHBIE 00 OpraHU3aIu
OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTA
HanmenoBanue opranuzannuu
3aroioBOK K TEKCTY

HaunmeHnoBanue Buia 10KyMeEHTa

[ara noxymeHnra

TekcT noKyMeHTa

PeructpaiimoHHbiii HOMEP TOKYMEHTa
OTtMmeTKa 0 3aBepeHUH KOMHUU
IToamuce

OTMeTKa O HATMYUH PUITIOKEHUS
MecTto cocTaBieHus T0OKYMEHTa

Busa cornacopanus

Pezonronus

3ananue 3.
Ucnons3ys 'OCT P 7.0.97-2016, ompenenute, NMpaBHJIBHO JM Ha3BaHbl IEPEUUCIICHHBIE
PEKBU3UTHI:

1)
2)
3)
4)
5)

['ep0 Poccuiickoii @enepanuu
JloroTun opranuzanuu

Kox opranuzanun

Kon moxymenTa
HaumeHnoBanue opranuzanuu
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6)
7)
8)
9)

AJlpec opranu3zanuu
PerucrpaiimoHHbIil HOMEp JOKyMEHTA
[Teuatp

Bu3bl cornacoBanusi JOKyMeHTa

10) UnenTudukarop 31eKTPOHHOM KOMUU JOKYMEHTA
11) I'pudp moaTBEpIKACHUS JOKyMEHTA
12) ITpunoxenus
13) OT™MeTKa 0 PE30TIONHN
14) Mecto co31anusi TOKyMeHTa
15) HammeHnoBaHue aapecarta
3ananue 4.
Onpenenure, Kakue U3 TMEPEUUCICHHBIX PEKBU3UTOB SBIISIIOTCS 00s3aT€IbHBIMU TPU
0OpMIICHUH JOKYMEHTOB:

1)
2)
3)
4)
5)
6)
7)
8)
9)

CcblIKa Ha perucTpalliOHHbIN HOMEp U AaTy JOKYMEHTa
IToamuce

OtmeTKa 00 UCTIOTHUTENE

Kon opranuzamuum

OTMeTKa O HaJTUYUH NPUII0KEHHS

[ara noxymeHnTa

OTMeTKa 0 KOHTpOJIE

HanmenoBanue opranuzanuu

OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTA B OpraHU3aIfio

10) PerucrpaniioHHbIi HOMEP TOKYMEHTA
11) TexcT JOKyMeHTa
12) DmbiiemMa opraHu3anum
3ananue S.
3 mepeuncIeHHBIX PEKBU3UTOB BEIOCPUTE IMMOCTOSIHHBIC U TIEPEMEHHEIC:

1)
2)
3)
4)
5)
6)
7)
8)
9)

Kon ¢popmbl fokymeHTa
PeruncrpanmoHHelil HOMEp JOKYMEHTA
CripaBo4Hble JaHHbIE 00 OpraHU3aNH
HaumeHnoBanue Buia 10KyMeHTa
Anpecar

HanmenoBanue opranuzannuu
Pesomronys

OTTHCK TeuyaTu

OI'PH ropuanueckoro iauna

10) lata mokymMeHTa
11) 3aro0BOK K TEKCTY
12) Koj opranusanuu
Tema 1.4. TpedoBanus k opopmiieHnio 0.1aHKOB. Buabl 0/1aHKOB
3anmanue 1. [Ipounraiite BHUMatenbHO pazaen 4 TOCT P 7.0.97-2016 u BrmmmtTe nHGOPMAITUIO B

TadIuIy:

Tabmnuma
Bunaer 61aHkoB

Haspanue 01anka HazBanue PCKBU3HUTOB Omanka | Pacnonosxenue PCKBU3UTOB
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3amanue 2. Ompenenure, KaKoe PaCHoOIOKEHUE PEKBU3UTOB OaHKa (YIJI0BOE MITH
IPOJIOIBHOE) 11eJIecO00pa3HO MpH 0OPMIICHUH CIEAYIOIINX JOKYMEHTOB:
1) TlomoxxeHUE O KaHUEISPUH, YTBEPKICHHOE TeHEPAILHBIM TUPEKTOPOM
2) TIpoTokos 3aceaHus aTTECTAIIMOHHOW KOMUCCHUU
3) IuceMo-TipUrialIeHHe Ha BHICTABKY-IPMapKy
4) Tlpuka3 06 00bsBICHHN CYOOOTHI paboYnM JTHEM
5) UHcTpyKuus 10 BEACHUIO JICIONPON3BOJICTBA, YTBEPIKACHHAS TIPUKA30M PYKOBOIMTEIIS
OpraHu3aluu
6) CrmpaBka 0 3aHUMaeMOM JODKHOCTH
3amanwue 3. Mcnonb3yst o6pasubl, npueaeHabie B [OCT P 7.0.97-2016 cnpoekTupoBath OJaHKH:
- 00Ut 6IaHK
- OJ1aHK MHCbMa
- OJIaHK KOHKPETHOTO BU/1a JOKYMEHTA
- OJIaHK JTOJDKHOCTHOTO JIMIIA
- OJIaHK CTPYKTYPHOTO ITOJIpa3AeICHHUs

Tema 1.5. TpedoBanus k opopmiiennio pekpusutos OP/[
CoctaBuTh rpu] yTBEpPXKIEHHS JOKYMEHTA:
- reHepanbHbIM AupekTopoM OO0 «Hckpay;
- npuka3oM aupekropa OAO «Jlanay;
- 3amectuteneM aupekropa OAO «Bectay;
- IPOTOKOJIOM 0o611ero coopanus akuonepoB OO0 «Pycby.
OdopmMuTh HECKOJIBKO BUJIOB aPECATOB:
- JIoKyMeHT HampaBisieTcss B MUHUCTEPCTBO MMYILIECTBEHHBIX M 3€MEJIbHBIX OTHOLICHUMN
Uysamickoil Pecriyonuku.
- JlIokyMeHT HanpasisieTcs: reHepanbHoMy aupekropy OO0 «Pomanay.
- JlIokyMeHT HampaBisieTcs B ajipec HadyaibHUKa oTAena kaapoB OAO «YHapTucy.
- JlokymeHT HampasiseTcs puznyeckoMy auny PomanoBy MBany CepreeBuuy.
OdopMUTH HECKOJBKO BUJIOB CITYKEOHBIX OTMETOK:
- 00 HucIoMHUTENE
- 0 MOCTYIUIEHUH JJOKYMEHTa B OpraHU3aI1I0
- 0 3aBEPEHUHU KOIIUU
- 0 HATMYMH [IPUIIOKEHUS
OdopMHUTh HECKOIBKO BUAOB MOMHUCEH:
- reHepanbHoro aupekropa 3A0 «Dopmat»
- 3aMEeCTHUTEJs 110 y4eOHOM paboTe U 3aMeCTUTENIs IO BOCIUTATENIbHON paboTe
- [NIaBHOT'O OyXrajirepa 1 TUpeKTopa OpraHu3aluu
OdopMHUTH HECKOIBKO BApUAHTOB PEKBU3UTA «OTMETKA O HAJTMUUU MPHIIOKEHUSI»:
- IPIJIOKEHHE, HE Ha3BaHHOE B TEKCTE IOKYMEHTa
- IPWIOKEHNE, HA3BAaHHOE B TEKCTE JTOKYMEHTA
- IPIJIOKEHHE, OTChIaEMOE HE BO BCE aJpeca
- IPWJIOKEHHUE K TOKYMEHTY, IPUJIaraeMOMY K IpyroMy JOKYMEHTY
CocTaBUTh HECKOJIBKO PEKBU3UTOB!
- HOJINUCH ABYX JIUL, PaBHBIX IO JOJKHOCTH
- Tpu@ yTBEpKACHUSA JOKYMEHTA IUPEKTOPOM MPEANPUATHUS
- PE30JIONMI0O PYKOBOJMTENS 00 OTmpaBke (pakca O COINIACMU MPHUHATH CTYJACHTOB Ha
CTaXKUPOBKY
- HAMMEHOBaHNE OpraHu3aluu

Tema 1.6. TpeGoBaHusi K 0(pOpMIICHHIO OPTaHU3ALNOHHBIX JOKYMEHTOB
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3anmanue 1. CoctaBuTh U 0POPMUTH MOTOKEHHUE O ciyk0e JIOY (kaHIensapuu, cekperapuara u T.1)
3ananue 2. CocTaBUTh U OPOPMUTH TOJKHOCTHYIO MHCTPYKIUIO HaYallbHUKA KaHIIETSIPUH,
JIEJIONPOU3BOUTENS, CEKPETapsl.

Tema 1.7. TpeOGoBaHus1 K 0(pOpMIICHHIO PACTIOPSAANTEIBHBIX IOKYMEHTOB

1.CocTaBuTh NpHKa3 MO CIEAYIOMMM JaHHBIM. OOIIECTBO C OrpaHHYEHHON OTBETCTBEHHOCTHIO
«Apryc» B uensix (GopMHpOBaHMS CE30HHOM KOJUIEKIIMU KEeHCKoW onaexnabl «Becha-Jleto» u B
COOTBETCTBUM € METOOUKOM TIPOBEIECHHUsS MAPKETUHIOBBIX MCCIECIOBAHUN, YTBEPXKICHHOU
reHepaibHbIM TupekTopoM ¢upmel 12 nroHs 2010 rona, moArOTOBUIIO MPOEKT MPUKA3a O CO3IaHUU
AKCIEPTHON KOMHCCHUU.

B npukase coaepanuce cienyomue NOpydeHusi: - 0 CO31aHUH 3KCIIEPTHOW KOMHUCCHUH 110
(OpPMHPOBAHUIO CE30HHOM KOJUICKIIMH JKEHCKOM OJEXKIBl B COCTaBE: MpeACenaTelb — 3aM.
aupekropa no MapkeruHry KameneB M.C. UneHbl KOMHUCCHHU: CTaplide 3KCHEPTbl OTAENA
mapketuHra Haymosa 1.b., Mopo3zoBa A.H., crapmue menempxepsl otaena npogax Huxonos H. .,
®omun I'.A., 3aM. pykoBoautenss peruoHanbHoro otaena lletun M.U.; - skcnepTHON KOMHccHH
IPOBECTH AHKETUPOBAHUE W OOpAaOOTKY MOJYYCHHBIX PE3YJbTAaTOB B TEUCHUE HIOHS-HMIONS 3TOTO
roja; - HayallbHUKY OTHena KOHBIOHKTYpbl u 1eH Cepreesy H.H. mo wuroram oOpaboTku
pe3yapTaToB ornpoca 1no GOpMHPOBAHUIO CE30HHOM KOJUICKIIMU KEHCKOM onexanl «Becna-JleTto»
MPOBECTH YTOYHEHHE U JI0pabOTKYy HOPMATHBHBIX JOKYMEHTOB, pPa3pabOTaHHBIX OTIEIOM
MapKeTUHTa Uit (POPMHUPOBAHUS CE30HHBIX KOJUICKIIMIA JKEHCKOW OJEXKIbI, U MPEICTaBUTh MX Ha
yTBepXkKAeHHE TeHepanbHOMy qupekTopy k 01.09.2011; - koOHTpob 32 UCHOTHEHHEM MpHKa3a ObLI
BO3JIO’KEH Ha KOMMepueckoro aupekropa Illesnosa H. .

[Tpuka3z Obpi1 mommucan reHepaidbHbIM AupekTopoM OO0 «Apryc» Huxutuasim JLJI.
25.05.2011.
Ha npukasze MMerOTCs BU3bl FOPUCKOHCYJIbTA U 3aM. JUPEKTOPA 110 pEKIIaMe.

2. CoctaBuTh npuka3 no cieayromuMm naHHbM. OAO «CBsi3bMHBECT» MPOBENO 00IIee coOpaHue
akLMOHEpPoB. B xoze 3acenanus ObUIO MPUHATO PEIIEHNE YBETUYUTh YCTABHOW KaluTal 001IeCcTBa.

B cBsi3u ¢ pemieHreM o01ero codpaHusi akliMOHEPOB 00 YBEIMUYEHHM YCTaBHOI'O KaluTania
(mporokon 3acemanus ot 01 mapra 2011 r. Ne 3) u pykoBoxactBysice [lonoxenuem o mopsizike
yBeNu4eHus (YMEHbILIEHHsI) YCTAaBHOTO KaluTaia, yTBepkIeHHbIM COBETOM JAUPEKTOPOB 0OOIIecTBa
16 urons 2007 1., TeHEpATBHBIN AUPEKTOP U3/1AT MPUKA3.

B pacnopsnutensHO wacTh  OBIIM  JaHBl  CIEAYIOIIME 3aJaHUs: PYKOBOJUTEIIO
opuandeckoro otraena Jlocesy B.M. HampaBuTh CBEAEHHWS O BHECEHMH W3MEHEHUN B YCTaB
o0miecTBa B perucTpaluoHHyio nanaty Yysamickoil PecryOnukyM M HaJOrOBYHO MHCIEKIUIO 10
01.05.2011; pyxoBonutento @uHaHcoBoro ympasieHuss OpexoBy A.A. 3apeructpupoBaTh
JIOTIOJTHUTEBHBIN BBIMYCK akuuii B MunuctepcrBe ¢unaHcoB Yysamickoit PecnyOnmuku 10
15.05.2011; xOHTpOJb 32 MCIOJIHEHHEM MpPHKa3a BO3JOXKUTh HAa 3aM. F'€HEPATIbHOTO JHPEKTOpa
bapanosa I1.T.

[Tpuka3 6b11 coracoBad ¢ npeaceaareneMm CoBeTa TUPEKTOPOB.

3. CocraBuTth pemieHue no uroram 3aceganust Cosera qupektopoB OAO «Poccuiickas mylHUHa» O
MOJIFOTOBKE K MYIIHOMY ayKIIMOHY B I'. YeOokcaphl.

Ha ocnHoBanum koopauHaumonHoro miana ot 20.02.2011 Coser aupektopoB OAO
«Poccuiickasg NymIHMHA» peIIM: HAa3HAUYUTh OTBETCTBEHHBIM IPEACTABUTEIEM aKIIMOHEPHOIO
o0miecTBa Ha ayKIMOHE HayajJbHHKa OTAena MapkeruHra BacwibeBa A.Jl.; BacunbeBy A.J.
MOJTOTOBUTH MPEAJIOKEHUS 110 COCTaBy JieJerallid U NpeacTaBUTh Ha paccMorpeHue CoBeTy 1o
15.04.2011; HayanpHuKY oTaena npogaxx CMupHoBy A.K. IOATOTOBUTH YTOUHEHHBIH ACCOPTUMEHT
NYIIHBIX HW3ENUN, MOJb3YIOIUXCS HAuOOJBUIMM CIPOCOM, U NPEICTaBUTh Ha PACCMOTpPEHHUE
Cosery g0 15.04.2011.
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[TonnuceiBaroT penienue npeacenarens CoBera TUPEKTOPOB U CEKPETApPh.
Tema 1.8. TpeGoBanus k opopMiIeHHI0 HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB

3ananmne Ne 1. CocTtaBUTH NPOTOKOJI MO CJAEAYIOIIMM JAHHBIM.

OTtkpriToe akiuoHepHOoe obmiecTBO «HTep» mpoBeno 3acemanue kosuieruu. Ha moBecTke THS
paccMaTpuBaloCh JBa Bompoca: o pabore otraena wuHOpPMATH3AIMU 1O OOECIICYCHHUIO
NeSTeNIbHOCTH yupexaeHus. Jloknaa HauvanpbHHKa oTnaena uHbopMmatuzauuu AkumoBa A.A.; o
npencrasiennn PakBuenko O.T. K NPUCBOEHHUIO TMOYETHOTO 3BaHUS «3aciyKEHHBIH pabOTHHK
KyJabTyphl Poccuiickoit @enepanuny». Jloknan HayaapHUKa OTAena KyiabTypsl TutoBa M.C.

[Ipu oOcyxnenuu mnepBoro Bompoca BeicTymuian: KysuemoB C.JI. — mocraBui BOIpoc O
JIOTIOJIHUTEIILHOM BbIIEJIEHUH KommboTepoB mia otaena; Cymuos JI.C. — mpemnioxxus nepenarb
OTJIeTy MacCUB MMEIOIIUXCS B JPYTHX MOAPa3IeICHUsIX WHPOPMAIMOHHBIX KapTOYeK; 3ariaanHa
O.J. — cooOumia 006 MMeIOIUXCsl B OTAENIe HOBBIX pa3padOTKax MO YIYyYIIEHUIO OpraHU3aluu
MH(OPMaLIMOHHBIX [TPOLIECCOB.

B pesynbrare mocTaHOBWIM: - OJOOPUTH OCHOBHBIC HAmNpaBiCHHUs DPAOOTHI OTENa;
pa3pelmiuTh  aJMUHUCTPATUBHO-XO3SUCTBEHHONW Ciyk0e mpuoOpectd Uil HYXKI OTIena
uH(pOopMaTH3alUU 3 KOMITBIOTEpA.

[Tpu obcyxxaennn BToporo Bompoca BeicTynmin: CemeHoB M.®. — mopaeprkai IpeaiioKeHne
o BelIBI>KeHNHM PakBuenko O.T. Ha npucBoeHue movetHoro 3Banus; - JlyuenkoB M.H. — cka3zan o
cepbe3HbIx 3aciyrax PakBuenko O.T. B fene pa3BUTHS OT€UECTBEHHOM KYJIbTYpPHI.

[TocTanoBunu: - BIABUHYTh PakBueHnko O.T. Ha NpUCBOEHHE IOYETHOTO 3BAHMUSL.

3aganue Ne 2.

CocraBuTh TPOTOKOJN 3acenanus skcrepTHor komuccuun OOO «Jlaryna». Ha 3acemanum
npucyrcrBoBanu: Acraxosa E.B., Bnagumupos B.l., Jlunaros A.Il., Cmupros 1U.T. Ha 3acenanun
OBLIM 3aciyllaHbl BBICTYIUIEHME 3aBelyrollero kasuenspued AcrtaxoBoil E.B. o pesymbrarax
NPOBEIEHUS HKCIEPTU3bl IEHHOCTH JTOKYMEHTOB B 2011 r. M BBICTyIUIEHHE IJIaBHOTO Oyxrantepa
Brnagumuposa B.J[. 00 opopmiennu fen 6OyxraaTepuu U rnepeiaye ux B apXus.

AcraxoBa E.B. o3Hakomuia C pe3ynbTaTaMd OKCIEPTHU3bl LEHHOCTU JOKYMEHTOB,
npoBefeHHONW B HosiOpe 2011 r. B pesynpraTe moctaHoBUIM OJ0OpPHUTH MPOJETAHHYIO PadOTy U
IIPUHSTH K CBEJICHUIO €€ PE3YJIbTATHI.

Brnagumupos B.J1. o3HakoMui1 cobpaBiunxcs ¢ mpodaemamMu opopmiieHus Aesl HOCTOSTHHOTO U
noaroppeMeHHoro (ceeimie 10 siet) XpaHeHus B Oyxraiarepuu. B pesynpTare NOCTaHOBMIIM
nopyuuth AcrtaxoBoil E.B. mpoBectu Oeceny o mpaBuiax odopmiieHus Aen ¢ pabOTHHUKaMHU
OyxrajaTepuu.

Henocratonue nanusie (qaTy, perucTpaliiOHHbBIM HOMEp, MECTO COCTaBJICHHS U JIp.) yKa3aTh
CaMOCTOSITENIBHO.
3ananue Ne 3. CocTaBUTH aKT MO CJIEAYIOIIUM JAHHBIM.

15.09.2011 B OOO «Jloskc» Obuta mpoBeneHa paboTta mo mnpuemy-nepenaue [19BM
«ITentuym» mHB. No 234 w3 ormena pexkiamMbl B oTaes KaapoB. COCTaBI€H aKT Ha OCHOBAaHUU
JIOKJIAAHOW 3amMCKU HadalbHUKa otnaena kajapoB Marseeso M.T. ot 12.09.2011. B Ttekcre
cka3aHo, uro [I9BM npusHana npuroHOW i 3KCIUTyaTallMd Y MOJHOCThIO YKOMIUIEKTOBAHHOMN
(mporueccop, KiaBUaTypa, Auciuied, mpuHtep). IIOBM mnepenaercs otaeny KaapoB Ha CpPOK
BBITIOJTHEHHS pa0oT 1o KoHTpakTy Ne 16/090.

AKT yrBepxkaeH nupekropoM OO0 «JIo3key.

Henocratoniye faHHbIe yKa3aTh CaMOCTOSITENBHO.
3aganue Ne 4.

3A0 «M3nmarenscTtBO «JlMBa» COCTaBWIJIO aKT O HEAOCTaye IE€YaTHOM MPOIYKIIMA Ha
OCHOBaHUHU paCHOpsDKEHHMs] KoMMepueckoro nupekropa or 12.04.2011 Ne 67. Ilpencemarenem
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Ha3HAY€H CTapIINil TOBApOBEJ KOMMEPYECKOTO OTHENA; WICHbl KOMUCCHUU SKCHEAUTOP CKiIaaa U
JTUPEKTOp Mara3uHa.

B Tekcre ckazano, yto 11.04.2011 co cknana neyaTHON MPOIYKIMU B Mara3uH U34aTejlbCTBa
«/InBa» moctynuno 100 madyek mevyaTHOM MPOAYKIMU MO TOBAPHO-TPAHCHOPTHOM HAKIAAHOU Ne
123. TIpu nosK3eMIUIIpHOM MPOBEPKE OBLIO YCTAHOBIIEHO: IO CBOHOM HakiaagHo Ne 123 3HauuTcs
100 »k3. kuuru Kysnemnosoit T.B. «JlemonpousBoactBo» Ha cymmy 10000 py0.; dakTudyecku
marazuHoM monyueHo 50 sk3. kauru Kysnenosoit T.B. Ha cymmy 5000 py6. u 50 sk3. pomaHa
Xeitmn A. «Konéca» Ha cymMmy 4000 py0.; oOpa3oBanach mepecopTHiia TOBAPHBIX (POHJIOB
Mara3uHa u Hegoctada B cymme 1000 py0.

Komuccust cuntaer HEOOXOAMMBIM B TPEXIHEBHBIM CPOK JOCTaBUTh CO CKJaJa B Marasuf
Henocrarone 50 sk3. kuuru Kysuenosoit T.B. «/lenonpousBoactBo» Ha cymmy 5000 py6. u
HaKJIaJHYIO Ha MOJYyYEHHBIE SK3EMILUIAPbl KHUTH XeHau A.

YTBepaua akT KOMMEPYECKUN TUPEKTOP.

Henocratomiue naHHbie yKazaTh CaMOCTOSITENBHO.

3ananmne Ne 5. CocTtaBUTh CHIPaBKY 1O CJIeIYHIIHUM JAHHBIM.

Y4ebHO-MeTonu4yeckoe oObenuHeHne By30B P® mo oOpa3oBaHuio B 001acTH HCTOPUKO-
aApXUBOBEACHMS 3ampocuiio y MOCKOBCKOTO TOCYJapCTBEHHOIO YHHUBEPCUTETa KYJIbTYPBHl U
UCKYCCTB CBEJICHHS O HAJIMYWU U UCTIOJIH30BaHUU KOMIIBIOTEPOB B YUeOHBIX mensix B 20 /20
yueOHOM TOy.

B nuceme YMO npocuiio npucnath CBEACHUS: KOJUYECTBO KOMIIbIOTEPOB, UCIIOJIb3YEMBIX B
y4eOHBIX IIEJIAX; KOJIUYECTBO KOMITBIOTEPHBIX KJIACCOB; KOJIMUYECTBO YUEOHBIX YacOB, OTBEIECHHBIX
Ha YydeOHBIE MPOrpaMMBbl MO KypcaM; KOJIMYECTBO CTYJICHTOB, OOYYalOUIMXCS HAa OCHOBE
KOMIIBIOTEPHBIX MPOTPAMM.

CrpaBka TOJNKCaHAa MNPOPEKTOPOM IO Yy4eOHOH paboTe, 3aBU3MpOBaHA 3aB. y4deOHO-
metoaudeckum otnenoM Cepreesoit JI.IO. u npenonasarenemM qUCHUILIMHEL «J{OKYMEHTOBEIEHUE»
Maunbimesoit M. .
3aganme Ne 6. CocTaBUTh CIIPaBKY O 3aHMMAaeMOM JTOKHOCTH M 3apabOTHOM IulaTe HayaJlbHUKA
CILY>KObI TOKYMEHTALIMOHHOTO 00€CIIEUeHHs! YIIPABIICHUS.
3aganue Ne 7. CocraButh nucbMo OAO «Jlagesa» (392559, r. Tam6oB, yiu. Peunas, a. 7) B aapec
nupekTopa YueOHoro meHtpa «Iton» (392558, r. TamboB, yin. Pabouas, n. 12/3) Jlanora B.IL. ¢
npocb00ii BhICIATh KaJleHIapHbIN MiIaH-rpaduK MPOBeJeHNUs cCeMUHapoB Ha 2-e nomyroaue 2011 .
C YKa3aHHEM YCIIOBUH M pa3MepoB IUIaThl 3a 00ydeHue mno ciuexyomuM Kypcam: 1. CoBpeMeHHbII
MapkeTHHr. 2. TexHonoruu npogax. 3. Pexinamuble TEXHONOTHU. 4. YNIpaBiIeHHE NEPCOHATIOM. 5.
UckyccerBo nemnoBoro obmenus. 6. Kanposoe nenonpousBoactso. 7. UHTepHET A yIpaBieHUs .

[Tucemo noanucano 3amecturenem aupekropa no nepconairy OAO «Jlanes» Opnossim I1.P.

Henocratomue nanHble yka3aTb cCaMOCTOSTENBHO.
3aganue Ne 8.

Hauvaneauk otgena wMapketunra 3A0  «Butase» OpnoB B.A. HampaBwi NOHCBMO-
npeioxkeHne reuepanbHomy aupekropy OAO «Kumoit nom» AcrtaxoBy [.HO. 06 opranuzanuu
pPEKIaMHBIX YCIYT Ul TPOJBHXKEHHUS CIpOoca Ha KBApTUPbl B CTPOSILUXCS JKUJBIX JIOMax
MYHUIIUIAIBHOTO OKpyra «3enenslid Oop» r. CaparoBa. IIpenBaputenbHas JOTOBOPEHHOCTH O
pexinamHoi kommanuu ¢ OAO «Kumoit gom» Oblla JTOCTUTHYTa B XOJE COCTOSIBUIMXCS paHEe
IIEPETOBOPOB.

I'enepanbhbiil nupextop OAO « Kot nom» nobdnarogapui HayaJlbHUKA OT/I€TIa MAPKETUHTa
3a TpeASIOKEHHE, HO B CHIIy CIOXHBIIMXCS OOCTOSTEIbCTB CUMTAECT peKIaMy IKHIIbs
HECBOEBPEMEHHO B CBSA3HU C TEM, YTO CTPOUTENIbHbIE PAOOTHl HA OOBEKTE BEYTCS C HapylIEHUEM
CPOKOB CIa4H. Acraxos I'.1O. mpocun OpnoBa B.A. M3BMHMTH 3a HapylIEHHE pPaHHUX
JIOTOBOPEHHOCTEN 1 BEPHYTHCS K PEIIEHUIO 3TOT0 Bompoca uepes nonrojaa. K ToMmy ke B OTBETHOM
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MUChME TIOTYCPKUBAIIOCH, UTO PEATBHBIN CIIPOC Ha KUIIbE MOBBIIIEHHOW KOM(DOPTHOCTH B TOPOJIE K
HACTOALIEMY BpEMEHH HE C(HOPMUPOBAJICS.
3amanue Ne 9.

CocraButh nOKIaAHYI 3amucky Oyxranrepa 3AO «CrtpowTenby TIaBHOMY OyXraiarepy o
pe3ylbTaTax MPOBEPKH COCTOSIHHS ydeTa Ha cTpouTenbcTBe qoma Ne 6 mo [Ipodcoro3Hoii ynuie,
npoBenenHo 20.04.2010. B pe3ynbraTe mpoBepku ycTaHoBiieHO: 1. IIpuxonHble u pacxojHbie
JOKYMEHTBHI 10 CKJaxy CHAlTcs OyxranTepoM ¢ omosnaHueMm Ha 3-4 gus. 2. Ilpu mpoBepke
dakTHyecKoro Hajauuusg MaTepuanoB Mo 16 HauMeHOBaHUAM y KiaaoBiuka Mocuna M.U. Ha
20.04.2010 ycranoBiI€HBI U3ULIKHU: TBo3eH — 17 kr, omudsr — 5 kr. 3. Byxranrep cTpouTenbcTBa
I'yceBa N.T. umeeT Bce ycnoBuUsl 1Jis MPABUILHOM TOCTAHOBKH YYeTa.

[ToaTromMy HEOOXOIUMO MPEATTIOKUTE MpousBoauTento pabot CadponoBy M.A. u Oyxranrepy
I'yceBoit N.T. nukBuaupoBaTh HeAOCTATKH B yuete K 05.05.2010.

K noxnagHoii 3anucke UMeeTcsl IPUII0KEHUE: BEAOMOCTh OCTATKOB MaT€pHAaJIOB.
3amanne Ne 10.

CoctaBuTh OOBSACHUTEIBHYIO 3aIIMCKY TJIaBHOTO Oyxrantepa Buie-mnpesuneHty 3A0 «Bera»
0 HeBblUIaTe 3apaboTHOM miaaTel paboTHukaMm 3AO. [IpuynHa B TOM, 4TO pabOTHUK OyXranTepuu
(yxazate ®MO) HecBOEeBpeMEHHO 0(OPMIIT HEOOXOIMMBIE TOKYMEHTHI. [lociie mpuHATHS CPOYHBIX
Mep 3apaboTHas mata Obuta BblIaueHa coTpyaHukaM 3AQ. [IpuHATBI Mepbl MO YCUICHUIO
KOHTPOJIA 32 IeITeIbHOCThI0 pA0OTHHUKOB OyXTaJITEPUH.
3apanme Ne 11. CocTaBuTh TejlerpaMmy 1o CJIeIYHIIUM JAHHBIM.

Ha ums rerepaibHOTo aupexropa honaa «lIpupomasie pecypcs» [Tuporosa M.C. (yi. Mupa,
n. 8, 1. CaparoB, 554160) mocTynuia cpouyHasi TelerpaMMa OT OPraHHW3aTOpOB BBICTaBKU
«Poccuiickuii mponykT», npoBogumoil B rI. bamakoBo CaparoBckoil 00yacTH, ¢ IpOchOOM
OpraHu30BaTh (PMHAHCOBYIO M MH(POPMAIMOHHYIO MOAJEPKKY B OpPraHH3allUU spMapKd TOBapOB
HaponHoro motpebnenus. Tenerpammy moamucan riaBa aaMuHHCTpanuu r. bamakoBo Epemees
AN.
3aganue Ne 12. CocraBuTh TejieOHOTPAMMY MO CJIEAYIOIIMM AaHHBIM.

3amecturens qupekropa OO0 «JIuneuxuit 3oomapk» Hedenosa A.b. 22 mapra 2011 r. B 9
yacoB 15 MuHyT HanpaBuia tenedonorpammy B aapec aupekropa OO0 «IIpuokcKuil 3ar0BeTHUKY
Jucunmna K.JI. o GiaronosygyHoi ocTaBKE B 300MapK JBYX 0COOEH peAKUX MOPOJ BEHIIEHOCHBIX
JKypaBJeil, 3aHeceHHbIX B KpacHylo KHUTY.

Hedenoa A.b. mobGnaromapuna JupeKkTopa 3aloBEeIHUKA 3a Tepefadyy UM JKypaBlied H
POCUIIa COOOIINUTD JOMOJIHUTENbHYIO HH(OPMAILIMIO 00 UX COACpKAHUH.

Tenedonorpammy nepenana cekperapb 3oomnapka KomsioBa O.E. (ten.: 56-67-78), npunsna
cekperapb AupekTopa 3amoBeanuka [omsamesa WU.IT. ( Ten.: 12-45-23).

Tema 1.9. CTuiincTika 1 peIaKTHPOBAaHHUE CJIYKeOHBIX TOKYMEHTOB

3ananue 1. OTpegakTupyiTe TEKCT ¢ IPUMEHEHHEM KOPPEKTYPHBIX 3HAKOB.

[Tucema nOIHKHBI OBITH HATMCAHBI aKYpaTHO, POBHBIM IOYepKoM, Oe3nomapok. COmroieHne npaBui
nepenucku Oyner OyAeT CBUIJETENbCTBOBAaTH O Ballei BEXKJIMBOCTH, YBa KEHHUH K MapTHEPY.
JInunble nucbMa, Kak npaBwilo. [IMmryTes oT pyKu.MOXKHO Ie4aTaTh Ha MAllIUHKE.

Ho mpurnamenuss 1 OTBETHl IO HUM, I3IpaBJIEHUS U COOOJIE3HOBAHUS MUIIYTCSI BCET/Aa OTPYKH.
OTO HCKPEHHOCTh NOJYEPKMBAET aj pecara, JOBEpUE, JyUllle BbipaskaeF JMYHOE OTHOIICHHE
KTOMY WJIM MTHOMY 4Y€JIOBEKY, COOBITHIO B €ro *H3HU. OTBEYaTh Ha MOJyYEHHbIE MMChMA KJIATEIbHO
HE TO3JHEE uepe3 TpU — IATh AHe#H mnocie ux nomydeHud. [I p a B U 1 a M U NEPENUCKU HE
npeHeOpeerany JIII1, OCTABJISIONINE 3aMETHBIN CJIe]] B MU POBOH KYJIbTYpe.

3ananue 2. Haligure omin0Ky, 10NyIeHHbIe aBTOPOM 3asiBjeHUsl. OTpeqaKkTHPYiiTe TEKCT.
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JHupexTopy aBTo6a3s1 Ne 2
ot Huxudoponsa JI.H.

3asBieHue

ToBapuiy TupeKTop, K Bam obpamaercs modep aBrodassl Hukudopos JI.H. mo Takomy Bompocy.
Ouensp npomry Bac ocBoO0uTh MEHsI Ha BpeMs OT pabOThI Ha JAJIbHUX peiicax. S ceifdac mpoxoxy
JIeYeHHE B TIOJUKIMHUKE, CIIPABKY MOT'Y IipeAcTaBuTh. O4YeHb MPOIIY HE OTKA3aThCS B MOCH
pock0e U MOANUCHIBAIOCH.

2 mapra 2014r. Huxudopos JI.H.

3ananue 3. OTpenakTHpyiiTe TEKCT C IPUMEHEHHEM KOPPEKTYPHbBIX 3HAKOB.

nyxoBHas L[eHHOCTP B camMoM 0OIIEM BHJE MOXKETOBITH OIpenesieHa KaK pe3ysbTaT
Pa3INYHBIXBUJIOB YMCTBEHHOM M 3CTETHUYECKON JIESTEIbHOCTH UEJIOBEKa, MOJYYMBIIEH BBICOKOE
0OLIECTBEHHOE NIPU3HAHKUE U CTaBLIEH (PakTOM KyJabTyphl. PasinuatoT HaydHble, HDABCTBEHHbBIE U
XYI0KECTBEHHbIE LIEHHOCTH.

Xyl0’)KECTBEHHbIE 1IEHHOCTH, WM LIEHHOCTH MCcKyccTBa, - 3TO HMPOAYKTHI TakoW 00JacTH
JYXOBHOM JIeATENIbHOCTH, IIe «padoTaloT» BCE CUXUYECKHE CUIIbI YEJIOBEKA, HE TOJIBKO pa3yM, HO
IIPEKIE BCETO YyBCTBA.

IIpenmer nckyccrBa — He TOJIBKO BHELIHUN MUP, HE TOJBKO OTHOLIEHUS MEXIY JIIOJIbMU, HO
U BHYTPEHHUH MHp CaMOro 4YelloBeKa. XYHOXKECTBEHHbIE LIEHHOCTH COJEp)KaT W Hay4dHbIe, U
HPaBCTBEHHbIE LIECHHOCTHU. B Xy0’K€CTBEHHOM TBOPYECTBE MPOSIBIIETCS MBICIb M BOJISI YEJIOBEKaA, K
TOMY € JII000H TBOPYECKMH MpPOLECC M PEe3ylbTaT pe3yslbTaT MOXKET OBITh IOABEPrHYT U
HPaBCTBEHHOM OILIEHKE, 3TO 3HAYUT, YTO XYJ0KECTBEHHYIO KYJIbTYPY HOHAThH ONPEAEICHHON 3M10XU
3HaHUH HEBO3MOXKHO 0€3 TeX, KOTOPBIX JOCTUT YeJOBEK B 00JacTu Hayku, ¢uiocoduu, mpasa,
MOpAJIH, PETUTHH.
3aganue 4.Haiinure om0y, 1onylieHHbIe ABTOPOM 3asiBjieHusl. OTpelakTHpYHiTe TeKCT.

B Gyxranrteputo
aBTokomOunHaTa Ne 17
ot CkBopuosa JI.JL.,
ciecaps

JIOBEPEHHOCTb.
A, Cksopuos JIJI., noBepsito MOMy4YUTh ACHBIU, 3apaO0TaHHBIE MHOM 32 OKTSAOpPH MECSI] CET0

rona ( B pasmepe 3000 pybieit), moemy ToBapuiny u npyry ciecapio ['myxapro W.II. B cBsi3u ¢

TUIOXUM COCTOSIHUEM 3JI0POBBSI.

[Tpormy Bac B3Th ¢ HETO PACIUCKY B TIOJTYYCHHUH JICHET U B IPHHECEHUH UX MHE.

2.14.cr. Ckeopyos

3ananmne 5. CocraBbre OM0IHOrpaguIecKnii CIUCOK.

1. moBectu Bacuns beikoBa, n3nannsie B Muncke B 1985 rony;

2. «/Ipim», «HoBbY», «BemHue Boibl», CTUXOTBOPEHHS B MPO3€, MPUIIAraeTcsi BCTYIHUTEIbHAS
craThs ¢ npuMmedanusmu YUmuepnna A. Astop Typrenes U.C. M3nano B Mockse B 1981
rouy;

3. crares Kamunmna AWM. «M BeueH BemrHuii 1BeT» U3 rasernl «M3sectus», 1982 roxg, 26

OKTSIODS;

xypHai Hoseiii mup, Homep 1, 1990, crpannns 120-122;

5. «ABromaruzanus coopa, 00pabOTKH U MpeICTaBIeHHs renoreoGu3nyeckoi HHPOpMaLUN»
penaknus ApmrormuHa C.U., M., 1992,

B
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6. OcHoBBl penaktupoBanus. ABrop MapteiHoBa O.B. ydeOHOe mocoOue s HadadbHBIX
npod.y4eOHbIX 3aBeeHnid. M3naTenbekuil HeHTp «Akagemus», 2004

3ananue 6. [IpouuraiiTe BhICKa3bIBAHMS MUcCATeNel M yYeHbIX. /[Ba-TpU BbICKA3BIBAHUS 110
BallleMy BbIOOPY cleJiaiiTe UTATAMH, J100aBJIsisi CBOM CJI0BAa M pacmoJjiarasi UX WJIH mnepej
BbICKA3bIBaHUEM, WIH B Hayajle ero, MM B cepeluHe, WIN B KOHIE TAKAUM 00pa3oM, 4TOObI
siCHO ObLJ10, I'/le BAIlIM CJI0BA, a IJle CJI0BA MUCATEIsl, Y4€HOr0, H YTOO0bI JIETKO ObLJI0 YHTATH
TEKCT ¢ IUTATOM.

1. ... Cnenry B HECKOJIBKHX CJIOBaX H3JIOKHTh MO€ MHeHHE o apame «I'pozay. S3bIk
JEHCTBYIONINX JIUII, KaK B 3TOU Jipame, Tak U BO BCeX mpou3BeaeHusX OCTpOBCKOro, JaBHO BCEMU
OIICHEH TI0 JJOCTOMHCTBY, KaK S3bIK XYy/0’KECTBEHHO-BEPHBIN, B3SATHIM U3 NEHCTBUTEIBHOCTH, KaK
U camble Juua, uM ropopsue. (M. 'onuapos.)

2. Yem rubue, ueM Ooraue, yemM MHOrooOpasHee Mbl yCBOMM ce0e TOT SI3bIK, Ha
KOTOPOM TIPEAMOWIN MBICIIUTh, TEM JIeT4e, TeM MHOTOpPA3JINYHEe U TeM Oorade BhIpAa3UM Ha HEM
Hairy Mbicib. (D. JlocToeBcKuid.)

3. 3HAKY MPEMUHAHKS CYIIECTBYIOT IS TOTO, YTOOBI BBIICIUTH MBICIIb, TPHBECTH
CJIOBa B IIPAaBUJILHOE COOTHOIICHUE U 1aTh (hpa3e JIETKOCTh U MpaBHiibHOE 3ByyaHue. OHU TBEpke
«JIepKaT TEKCT U He JatoT eMmy paccbinarbes». (K. IlaycroBckuid.)

3. CocraBbTe Ta0JIMIY, CO0JII0/Iasi COOTBETCTBYIOIIME TPeOOBAHMS.
Tema Copep:xaHrie OCHOBHBIX MUIIEBBIX BemiecTs ( B rpammax Ha 100 r npoaykTa
Y DHEPreTHYECKas IIEHHOCTh MUIIEBBIX MPOTYKTOB B KHJIOKAJIOPHSX )
Paznenst  IIpomyKTel, O€NKH, dKUPHI, YTIEBOAbI, SHEPreTHUECKas LIEHHOCTh

Msico T'oBsmuua 18,6 16 - 218
Kponpuarnna 211 11 - 183
IItuma Kypsi 18,2 18,4 0,7 241
V1Ku 15,8 38 - 405
Pr16a Kapn 16 5 - 112
Jlemn 171 41 - 105
OsBouiu Penuc 1,2 01 138 21

Mopkoes 1,3 0,1 7,2 34
Tema 1.10. HopmaTuBHo-MeTOoAMYecKast 0a3a 110 1eJ10NPOU3BOACTBY

3ananue: M3yunte HopMaTuBHO-MeToanueckue nokymMeHTsl (I'OCT P 6.30-2003, Tunosyto
MHCTPYKLHIO IO JI€JONPOU3BOJICTBY ) M OTBETUTH HA BOIIPOCHI.

Tema 1.11. Opranuszanust c1yk0bl JOKYMEHTAHOHHOT0 00ecneYeHHsl YIIPABJICHHSA

3ananue 1. Onpenennuts OpraHu3alMOHHYIO CTPYKTYPY U YHCIEHHBIN COCTaB MOpa3iesIeHui
ciyx0b1 JIOY opranuzanuu.

3ananue 2. PaccunTarh YUCIEHHOCTh COTPYIHUKOB cayxObl JIOY.

3ananue 3. PazpaboTaTh cxeMy OpraHH3allMOHHO-MH(GOPMAIIMOHHOTO B3aUMO/IEUCTBUS CITYKObI
JOVY ¢ npyrumu noapasaeneHussMHA OpraHu3aluu.

Tema 1.12. IIpaBnia oopmiieHnss ¥ BbIIA41 KON JOKYMEHTOB

1) CocraBuTh BBIIMCKY M3 MPOTOKOJA 3aceldaHus NpOPKOMa CTYAEHTOB Y4eOHOTro
3aBeaenus. IIpeacenarens — Jlopomesa H.H. Cekperapp — XKypoBa M.C. IlpucyrctBoBanu: 20
yenoBeK. Ha moBecTke qHs Bonpoc o cMoTpe-KoHKypce «CryneHueckas BecHa-2010». Jlokmagunk —
npeacenarens npopkoma Cemenona 11.0. B cBoeM BBICTYIIIIEHWH OHA MPEJIOKUIA OOCYAUTh AAThI
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BeICTYyIUIeHUs Tpymi. [Ipu oOcyxnenun nokinana seictymuna ['pummnaa A.K. OHa npemnoxuia
IIPOBECTHU KePeObEBKY Cpey Y4aCTHUKOB. B pesynbraTe MOCTAaHOBUIIM: YCTAHOBUTH CIEAYIOIIUE
matel BeIcTyruieHuid: 1 kypc — 02.04.2010; 2 kypc — 06.04.2010; 3 xypc — 10.04.2010;
3aKIIOUYUTENbHBIN  KOHUEpT  mpoBecth  25.04.2010. Henmocraronue — gaHHbIE — yKa3aTh
CaMOCTOSITEIIbHO.
2) CocraBuTth BeucKy U3 npukaza OAO «Carypn». HemocTatonue nanHbie yKa3aTh

CaMOCTOSITEIIbHO.

OAO «Carypn»

[TPMKA3
26.10.2009 Ne 64
r. Yebokcapsl

OO0 yTBep>KIeHUH PUMEPHON HOMEHKIIATYPHI Ael
Y TUIIOBOT'O TIOJIOKEHUS O IOCTOSTHHO
JIEUCTBYIOLLEH dKCIIEPTHOU KOMUCCUU

B nensx cosepiieHcTBoBaHus padboThl ¢ fokyMeHTamu B OAO «Catyph»
[TPUKA3BIBAIO:

1. YTBepauTh NpUMEpPHYIO HOMEHKIATYPY /1€ U TUIIOBOE MOJIOXKEHUE O ITOCTOSIHHO
JEUCTBYIOLIEH IKCIIEPTHON KOMUCCHUHU.

2. CTpyKTypHBIM MOAPA3ACICHUSIM B Pa0OTE CO CIyKEOHBIMU TOKYMEHTaMH
PYKOBOJCTBOBAThCSl YTBEPKIACHHOU ITpUKa3oM aupektopa oT 26.10.2009 Ne 64 npumepHoit
HOMEHKJIATypOu JIedl.

3.KoHTposb 32 UCIIOJIHEHHEM TNIPHKa3a BO3JIOKUTh Ha 3aMeCTUTENs AUpekTopa PomaHoBy
N.IL
Jupekrop JINYHAs MOAINKCH A.Il. Tuxonosa

Tema 1.13. Opranuszauus padboTbl ¢ JOKyMEeHTaMHU
1) HaiiTn oumoku B opopmitennn nucbma. [IpaBuiIbHO MPOCTABUTH CIIy:KeGHbIE OTMETKH.

3aKkphITOE aKLIHOHEPHOE 0OIIECTBO «AJIMa3» Hupexropy 3A0 «Crapm»
(BAO «Anmasy) B.A. MakcumoBy
[MNCBMO-3AITPOC

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

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

OKTIO 2345678234, OI'PH 9870654321, 25.09.2010

WHH/KIIIT 123456789/9876543210
23.09.2010 Ne 234/03-11
06 yuactuu B KOH(EpeHIINH
[TpocuM pa3pemuTh Halleld OpraHu3aluy MPUHATH ydacThe B KOH(EPEHILNHU, MOCBILIICHHON
BOIIPOCAM COKpAIIeHUs JOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.

B ciyyae nonoXuTensHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBUS Y4acTUs B KOH()EPEHIIUH.

I'enepanbHBII TUPEKTOP M.K. IlerpoB
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CemenoBoii B.1. I1.0. Opemiknna
[ToaroTOBUTH MPOEKT 45-67-68
IUCbMa-0TBETa 00 YCIOBUSIX

y4acTus B KOH(pEpEeHIINN

K 27.09.2010

25.09.2010
B nexo Ne 02-01
27.09.2010

2) OdopMuTh :KypHaJ perucrpauum Bxoasimmx JokymeHToB 3A0 «PaccBer» H
3aperucTpUpPOBATH NMCHMA, MOCTYNMBIINE B OPraHU3aIUIo 32 Mocjiegnue 3 THs.

1) IMucemo u3 OO0 «Jlagay» o nmpeacTaBIEHUN TOKYMEHTOB.

2) Iucemo o mpencraBneHnn ¢uHancoBoro oryera 3a 2010 roxa, mocrymuBmee n3 OAO
«["azskcnopT».

3) ITucemo 00 n3MeHEeHNN OAHKOBCKUX PEKBU3UTOB, nocTynusiiee u3 3A0 «lIpumay.

4) TIuchbMO O MPOBEACHUH YIEOHO-KOHCYJIBTAIIMOHHBIX CEMHHAPOB MO JOKYMEHTAI[HOHHOMY
obecrieyennto ynpasieHus, nocrynusiiee u3 OO0 «udoparop».

5) ITucemo o npeanoxkenuu corpyaaudectsa uz OAO «IKoH».

6) [IucbMO 0 HAyYHO-TIPAKTUYECKOM ceMHuHape, rnoctynusiiee u3 3A0 «Curmay.

7) IuceMo o mpenBapuTeNbHON Hpojaxke OWUJIETOB Ha camolneThl, nmoctynusiiee uz OO0
«TpaHCIOPTHBIE IEPEBOZKI.

8) I[ucemMo 0 MeaULIMHCKOM 0OCTy)KUBaHuH, octynusiiee u3 000 «Mennanay.

9) Iucemo 00 ydyacTuu B ceMuHape «TeXHOJIOTMUecKre U MPaBOBbIE aCMIEKTHl KOMMEPUYECKON
uHpopmanun», nocrynusiiee 13 OAO «A3poKom».

JlaTbl ¥ perucTpaloHHble HOMEpPa NOCTYMHUBIINX JOKYMEHTOB YKa3aTh CAMOCTOSITENIBHO.

3) OdopMuTh :KypHAJ perucTpanuu BHYTpPeHHHUX AOKYMeHTOB OAQO «MarHoaus» H
3aperucTpuMpoBaTh NPHUKAa3bl 0 OCHOBHOM [eATeIbHOCTH. PerucrpaumoHHbie HOMepa,
AaTbl JOKYMEHTOB, (paMH/IMIO JMPEKTOPa M JApyrue Heo0XOAUMble JaHHbIE YKAa3aTh
CaMOCTOSITEJIbHO.

1) Tlpuka3 qupekTopa o mopsiake padoThl (HaKCOBOTO y3ia CBSI3H.
2) Tlpuka3 00 yTBepKICHUN HOMEHKJIATYPBI JIe]T OpraHUu3aIiH.
3) Ilpuka3 o0 yTBepKICHUM TulaHa pabOTHI apXHMBa OpraHU3alMy M rpaduKa nepenadn
JIeJT M3 CTPYKTYPHBIX TOAPa3ACTICHUN B apXHB.
4) Tlpuka3 o0 IPOBEICHUH aTTECTAIMH PYKOBOIUTEICH U CIICIIMAIUCTOB.
5) Tlpuka3 o BHECCHUU U3MEHEHUI B IITATHOE PACIHCaHHUE.
6) Ilpuka3 06 obOecrieueHHH COXPaHHOCTH OJJAHKOB CTPOTOW OTYETHOCTH.
7) Tlpuka3 o mpoBeICHNH UHBEHTAPH3AIINH.
8) Ilpuka3 06 obecrieueHHH TPOTUBONOKAPHOH OE30MaCHOCTH U YCUIICHUH OXPaHbl.
9) Tlpuka3 00 ycuIIEeHHH KOHTPOJIS 32 KAYeCTBOM MPOSKTHOM JOKYMEHTAIHH.
10) [Ipuka3 o0 COBEpUICHCTBOBAaHMM JIOKYMEHTAllMOHHOro obecneuenuss B OAO
«MarHonus».
4) Odopmurbs :KypHaJ perucrpanum ucxoasmmx aokymMentoB 00O < 3apsa» n
3aperucTpupoBaTh HECKOLKO JTOKYMEHTOB, OTHPAaBJeHHBIX 3a 3 mocjaeaHux aHsA. JaTsl,
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perucTpaiimoHHbie HOMEpa AOKYMEHTOB H JApyrue HQOﬁXO)lI/IMLIe JaHHbI€ YKa3aTb
CaMOCTOATECJIbHO.

1) [Tucemo B agpec 3A0 «Bectay 0 mpemocTaBiIeHUN BEICTABOYHOM IIIOIIIA TH.

2) IMucemo B anpec OO0 «A’pOKOM» O MPEIIOKEHUU COTPYIHUUECTBA.

3) Ilucemo B ampec OAO «3aBoj Keyne300€TOHHBIX H3/EIHI» O BBIMOTHEHUU YCIOBUM
JIOTOBOpA MOCTABKHU.

4) ITucemo B aapec OAO «DKcmpecc) 0 Hay4YHO-TIPAKTUYECKOM CEMUHApE.

5) IMucemo B agpec OO0 «HeBuyc» 06 n3MeHEHUN OAHKOBCKUX PEKBU3UTOB.

6) ITucemo B agpec 3AO «AnaTtuty» 0 NMPEAOCTABICHHH (PMHAHCOBBIX JTOKYMEHTOB.

7) Iucemo B agpec OO0 «MoHOC» 00 OTKPBITUH HOBOTO (hHTHAIIA.

8) ITucemo B aapec 3A0 «IIpomereii» 0 3aBepIICHUN HHBECTUIIMOHHOTO MTPOCKTA.

9) IMucemo B agpec OAO «IJIBUH» O TOCTABKAX MPOAYKIHH.

10) ITucemo B aapec 3AO «MyKOMOIBHBIN KOMOUHATY O MOBBILIEHUH IIEH HA TIPOAYKIIUIO.
5) Pacnpeneautb 10KYMeHThl HA perHCTPUpPYeMble U HEperucTpupyembie.
6) 3an0JHUTH PErMCTPALHOHHO-KOHTPOJILHYI0 KAPTOYKY.
7) CocTaBUTH CIIUCOK HA PACCHLIKY OTHPABJISIEMbIX IOKYMEHTOB.
8) CocTraBuTh Pe30II0IHMHU K MOJTYYCHHBIM THCBMAaM.

Tema 1.14. Opranmnsanusi TeKymero XxpaHeHusi J0KyMeHTOB

1) CocraBuTh HOMeHKJATYPY ded OAQO «Arpo» M onpenejuTh MOPSIOK PACHOJIOKEHHS
nea B pasaene 01 «PykoBoactBo». UHaekchl es, KOJMYECTBO e, MOANMHUCH, JATy H
Apyrue Heo0XoAUMbIe JaHHbIE YKA3aTh CAMOCTOSATEIBHO.

1) Ilepenncka ¢ MUHHMCTEPCTBOM COLMAILHOTO Pa3BUTUS M 3[paBoOXpaHeHHn YyBarickoi
PecniyOnukuy, opraHaMy MECTHOT'O CaMOYIIPABIIEHHUSI IO OCHOBHBIM BOIPOCAM JESITEIbHOCTH.

2) Ilpukasbl TUpEeKTOpa O OCHOBHOM JI€ATETBHOCTH.

3) YcraB opranuzanuu.

4) I'onoBoii ru1aH paboThl OpraHU3aIHH.

5) 3akonsl Poccuiickoit ®enepanuu, Yysamickoit Pecny6mnuxu, IloctanoBnenus
[TpaBuTenscTBa Poccuiickoit denepannn, Kabunera Munuctpos Uysarickoit PecriyOnuku.

6) UncTpykuuu o mpaBax ¥ 00S3aHHOCTSIX JOKHOCTHBIX JIULL.

7) KBapranbHble 11aHbl paboThl OpraHU3aLnH.

8) Ilepenucka ¢ MpeAnpUATHUSAMU U OpraHU3ALUAMH 110 aJIMHUHUCTPATUBHO-XO3S1CTBEHHBIM
BOIIPOCaM.

9) Kypnan peructpaiuu MpuKka3zoB M0 OCHOBHOM JI€ATEIbHOCTH.

10) ITpoToKkobI 001X COOpaHUil TPYAOBOTO KOJJIEKTHBA.

2) HaiiTn ommméKH B cocTaBjIeHUH U 0pOPMJIEHHH B MPEICTABJIEHHOM HIKe (pparMeHTe
HOMEHKJIATYPBI JeJ1 0T/Ae/1a KaJApOoB:

«Curma» YTBEPXIAIO
Hupextop 3A0 «Curma»
Penun U.A.
HOMEHKJIATYPA JIEJI 17.11.2010

15.11.2010 Ne 4

Ha 2011 roxg
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Hunexc 3aroJIoBOK neia KomanuectBo Cpok [Tpumeuanue
Jenna Jen XpaHeHUs
1. [Tpuka3el 00 yBOJLHEHUH
2. [IpaBuna BHYTPEHHETO
TPYZOBOIO pacropsiika
3. ['padpuku MIPE/ICTABIICHUS
OTITYCKOB
4. ITpuxa3sbl 0 npuemMe Ha padboTy
5. [IpoTokobI 3aceJaHui
aTTECTALMOHHON KOMHUCCUU
6. [taTHbie pacnucanus u
W3MEHEHUS K HUM
7. Tabenu ydera pabouero
BpPEMCHH
8. JInunbie nena pabOTHUKOB
9. [Tpuxa3sbl 0 nepeBojie Ha APYTYIO
paboty
10. JIOKyMEHTBI K pacyety
3apruiatel. Konuu
11. [Tpuka3bl 00 U3MEHEHUH OILIATHI
Tpyna
12. [lepenncka 00 odopmieHun
KOMaHJAMPOBOK
HavansHuk otnena kaapos JIMYHAs IIOAIHCH C.T. Ilanuna

3) CocTaBUTH 3ar0JI0BKH eI N0 CIeAYIOIMM JAHHBIM:

1) nmemo ¢ mokyMeHTamMH OO OTKPBITHM CYETOB M COBEPIICHHH pPACYETHBIX OIepalui,
coJiepKalX MOJOXKEHUs, CIIPaBKH, MUCbMa, KAPTOUKH

2) nmeno ¢ KONMUSMHU TMPUKA30B JUPEKTOpa MO KOMIUIEKTOBAHHWIO M WU3MEHEHUIO JINYHOTO
COCTaBa CTYJCHTOB

3) neno, conepkaliee MepernucKy ¢ TPaHCIOPTHO-IKCIIETUTOPCKUMU KOMITAHUSIMU

4) neno ¢ mepenuckoil 00 OTKPBHITUH (aKyIbTETOB JOBY30BCKOH MOJATrOTOBKHU C By3aMmH,
HaxosamuMucs B . YeGokcapbl

5) neno, coneprkailee MEpPenucKy ¢ pasHOPOAHBIMU OpPTraHU3ALMAMM O Nepeaaye 3/1aHuil,
MOMEIICHUH B TOCYIapCTBEHHYIO M MYHHIIUIIAIBHYIO COOCTBEHHOCTD

6) neno ¢ NpUKazaMU TeHEpPaJbHOTO AMPEKTOpa MO MPOMU3BOJACTBEHHBIM BOIIpOCaM 3a
ONpeAeICHHBIN TEPUOJ

7) neno ¢ mpoTOKOJIaMU 3aceJaHHii MeIarornyeckoro CoBeTa 3a yueOHbIi rof

8) meno ¢ ruranamMu paboT CTPYKTYPHBIX TOApa3ieIeHUN

9) nemno ¢ NOKyMEHTaMHM, IMOATOTOBICHHBIMH MO 33JaHHUI0 OPTraHOB TOCYAAPCTBEHHOTO
yIIpaBJICHUS, K KOTOPBIM OTHOCSTCS CITPaBKH, 0030pbl, aHHOTAIMH U JIp.

10) akTbl, TOKITaHBIE 3aMIUCKHU, CIIPABKU, XapaKTEPUCTHKH, PEICTaBIsAEMbIe B Cy/eOHbIE U
CJIEZICTBEHHBIE OPTaHBI TI0 YTOJIOBHBIM U TPAYKIAHCKHUM JIeTIaM

3) OnpenequTh CPOKHM XpaHEHHs /Ie]1 B HOMEHKJIAType /e, uenoJb3ys [lepeyenn

JOKYMEHTOB € YKa3aHHEM CPOKOB XpPaHEHHSs.
4) CocTaBHTH HTOTOBYIO 3alICh B HOMEHKJIATYpe JIeJl.
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Tema 1.15. [loaroroBka aeji K ApXMBHOMY XPAHEHHUIO

1) PacnosioxuTh JOKYMEHTHI BHYTPH Jiejia B OIPE/ICIICHHOM MOCIIeJ0BATeIbHOCTH.
2) OdopMuth 00JI0KKY Jeia s epeaadn Ha apXHUBHOE XpaHEHHE.
3) IlponymepoBath JIUCTHI Jea.

CocTaBuTh ONUCH JIeTIa AJ1s Iepeadn ero B apXxuB

Tema 1.16. Opranuszanusi padéoTsl ¢ 00palIeHUSIMU [PAKIAH
1) IIpousBecTn mpueM M MEPBHUHYIO 0O0pabOTKy OOpamieHHs rpaKAaHuHA, MPOCTaBUTh HA HEM
OTMETKY O IOCTYIUICHUH, 3aperucTpupoBats oopamienue B PKK.

2) OnpenenuTh CPOK UCIIOIHEHUS 0OpaIeHus.
3) ChopmupoBaTs €0, coaepkaiiee oopaiieHus rpaxaan, 0popMUTH OOJIO0XKKY Jea.
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3. MIPOTPAMMA ITPOMEXYTOUYHOM ATTECTALIMU (KOMIIEKT OLlEHOYHBIX CpeacTB
JJIs1 OLlEHKHW YPOBHSI OCBOEHUSI YMeHMsl, yCBOCHHSI 3HAHU I, chOPMHPOBAHHOCTH OOILMX U
npo¢ecCHOHATbHBIX KOMIIETEHIUI NPHU MPOBeIeHUHN MPOMEeKYTOUHON aTTEeCTALMH)

[IpomexyTouHas aTTectanus nNpoBoauTcs B ¢popme nudQepeHnpoBaHHOTO 3a4eTa, 1ebI0
KOTOPOH SIBJISIETCS OIIGHKA TEOPETHUECKUX 3HAHMNW W MPAKTUYECKHX HABBIKOB, CHOCOOHOCTH
CTyJEHTa K MBIIUICHUIO, MPHOOPETEHHE HABBIKOB CaMOCTOSITENIbHOM paldoThl, yMEHHe
CHUHTE3UpPOBATHh TMOJIYUYCHHBbIC 3HAHUS U TMPUMEHATh WX TMpPU pEHIeHUH mpakTuueckux. llpu
MIPOBEJICHUN MPOMEXKYTOUHOI aTrTecrauud B (opme audQepeHunpoBaHHOTO 3aueTa YpPOBEHb
OCBOCHHUSI  OLICHMBAE€TCS  OLEHKAMU  «OTJIMYHO»,  «XOpOIIO»,  «YIOBJIETBOPUTEIILHO,
«HEYAOBJIETBOPUTEILHOY.

[Ipn npoBegeHUM NPOMEKYTOYHOM AaTrTeCTallid MOTYT HCIOJb30BaThCS CIEIYIOIINE
OLICHOYHBIE CPE/CTBA:

- TECTOBBIC 3aJJaHUS,

- MpaKTHYECKHE 3a/laHus

[Ipomexyrounas atrtectauus B (opme muddepeHIHpOBAaHHOTO 3a4eTa MPOBOIUTCS BO
BpeMs y4eOHBIX 3aHATHH 3a CUET BPEMEHH, OTBEACHHOTO0 Y4YeOHBIM IUIAHOM Ha OCBOCHHE
JTUCIUTUIAHBI.

Ycaosus nposenenus ¢ depeHupPoOBaHHOIO 3a4eTa
JuddeperunpoBanHblii 3a4eT MPOBOAUTCS B Yy4EOHOH ayAMTOpUU 1O BapHaHTaM B
nucbMeHHOW (opme. Ha moaroroBky crynmenram paercs 90 MuHYT, B TE€4EHHE KOTOPBIX OHH
NUCHMEHHO TOTOBATCS HAa MECTax (BBIIOJHSIOT TECTOBBIE 3aJlaHMsI, OTBEYAIOT HA TEOPETUUECCKUU
BOIPOC ¥ BBINOJHAIOT MPAaKTUYECKOE 3aJaHUEe Ha KOMIBIOTEpE), a 3aTeM CHAlT padoTy
IPEIOIaBATEIIO /IS IIPOBEPKH.

Pe3yabTaThl OCBOEGHMSI: 3HAHUS M YMEHHUs], KOMIETEHUMH, MOAJIeKAIIMEe KOHTPOJIO
NPH NPOBEICHUH NIPOMEKYTOYHON aTTeCTALINH

Pe3yabTaThl 00yuenust OcHoBHbIE MIOKAa3aTeIU OLUEeHKH pe3y/bTara [opsakoBbiii HOMep
(OK) OLIEHOYHOT'0 CPe/ICTBa
OK.1. IloHnMaTs CyIIHOCT U - IEMOHCTPHPYET UHTepec K Oynymiel npodeccun; 1-30
COLMAIBHYIO 3HAYUMOCTh CBOEH - (QopMynHpyeT CBOM IIEHHOCTHBIE OPHEHTHPHI II0
Gyymeit npodeccny, nposteiaTe | OTHOMIEHHMIO K H3YYaeMBIM NpeIMeTaMm cdepam

JIESATENBHOCTH;

- BBHIOMpAeT CBOM LIEJIEBBIE M CMBICIOBBIE YCTAaHOBKH
JUISl CBOUX JIEHCTBUH U NIOCTYIIKOB;

- OCYIIECTBIIAET MHIMBUAYAIBHYIO 00pa30BaTENbHYIO
TPAEKTOPHIO C y4eTOM 00ITNX TpeOOBaHUI U HOPM

K Hell ycTOMYMBBIN UHTEpEC.

OK.2. OpranuzoBbIBaTh - CocraBmsieT miaH paboThl HaJl TPOEKTOM 1-30
COOCTBEHHYIO JICSITEIBHOCTB, (ncenenoBannem)

- [Inanupyer ydeOHYIO EATEIBHOCTD, BHITIOIHSIET
3aJ]aHHs TPENOoaBaTeNss B COOTBETCTBHH C IJIAHOM.
- OnpenenseT METOABI H CIIOCOOBI BBITOTHCHHUS
MPaKTUYECKUX 3a]1ad.

3G (HEKTUBHOCTD U KAYECTBO. - Perraer nmpakTuyeckue 3agauu B 0061acTu
poQeCCUOHATBHOMN NeTeTbHOCTH

- OcynIecTBIsIET CAMOKOHTPOJIb B TIPOIIECCE
BBITIOJTHEHUSI pa0OTHI U €€ Pe3yIbTaToB. -
AHanu3upyeT pe3yNbTaTUBHOCTH HCITOJIb30BAHHBIX
METOJIOB ¥ CTIOCOOOB BBIITOJIHEHHU ST IPAKTHUECKHUX
3a1ad.

- HaxomuT 1 nconb3yeT He00X0ANMYIO ITPABOBYIO

OIPCALIIATL METOAbI U CIIOCOOBI
BBITIOJIHCHHUSA HpO(l)eCCI/IOHaJ'H)HLIX
3aaa4, OLICHUBATh UX
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nHdopmanuio.

OK.3. IlpuHAMAaTh pemeHus B - [Ipeuiaraet BapuaHThl pemICHUS MPOOIEMHOM 1-30
CTAHAPTHBIX ¥ HECTAHJAPTHBIX CUTyaluy (CHTyalHOHHOM 3a/1a41)
CHTYaLWsX H HECTH 3a HHX - OneHuBaer pecypcle, HEOOXOIUMBIE IS
OTBCTCTBEHHOCTE BBITIOJTHEHHS 33/1aHUH.
- Pemaer 3a1auu ¥ THNIOBBIE FOPHIMYECKHE CUTYAllNU
B COOTBETCTBHUH C 33JaHUEM, BHIOMpAET
COOTBETCTBYIOIINE 3aKOHY (hOPMBI TOBEACHUS
OK. 4.0OcymiecTBIATh MOUCK, - Beibupaer nadopmammio B cOoTBETCTBHH ¢ 3a1aHueM | 1-30
aHaJu3 U OLEHKY I/IH(l)OpMa]_II/II/I, - - Haxomut n HCTIOJIB3YET pa3H006p33HLIC
HeOBXOMMOii 7T TTocTaHoBKH it | MICTOUHHKH HH(pOpMAy.
peITIeHHs TPOdheCCHOHATHHBIX - I - Ilomy4aeT HyXHYIO HH(POPMAIIHIO U COXPAHIET
ee B yI00HOM Juts paboThl hopmare.
3aj1a4, MPOheCCHOHANLHOTO 1 - O - OmpenensieT cTeneHb JOCTOBEPHOCTH U
JIMIHOCTHOI'O pa3BUTHA. aKTyaJIbHOCTH MH(OPMAIHH.
- Yrporaer nogauy uHpopManuu st 4ETKOCTH
MpEACTaBJICHUA U ACHOCTHU MMOHMMaHUA.
- Pemaet 3aJa41 U TUTIOBBIC HOPHUIUYCCKUEC CUTYyallun
B COOTBETCTBHUH C 3aJaHHEM, COCTABIISCT IPABOBBIC
JIOKyMEHTBI, B T.4. C TIOMOIIBIO0 COBPEMEHHBIX
MH()OPMALMOHHBIX TEXHOJIOTHI U MIPABOBBIX CHCTEM
«Koncynbrant [lmtocy u «I'apaHT» B COOTBETCTBUH C
3aJaHNEM.
OK.5. Hcnons3oBath - Ucrionp3oBanue caiitoB MHTepHETa 1M 1I0AO00D 1-30
MH(OPMAIIMOHHO- nH(pOpMAaLUH IO COBPEMEHHBIM TEXHOIOTHSIM
KOMMYHHKALHOHHbIE TeXHOMorny | A€/IOTIPOM3BO/ICTBA, HCTIOTB3YEMBIM B PA3IMIHBIX
JUTs COBEPIICHCTROBAHKS oTpacisx AesreapHoctu PO
. - CocraBnsieT 1 0popMIISIET JOKYMEHTHI,
npogeccHoHaILHOM nepeiaBaeMble 10 KaHajlaM 3JIeKTPOCBSI3H
ACATCTBEHOCTH. 1 2JIEKTPOHHOU MOYTe.
OK. 6. PaboTath B KOJJIECKTUBE U - I'pynmosast paboTa HaJ MPOEKTOM: pactpe/eieHre 1-30
KOMaH/Ie, 0BECTIEUNBATE €€ BHYTPH IPYIIbI 0053aHHOCTEH, COCTaBICHHE TIJIaHa
criouenne, 53 dEKTHBHO paboThI HAJl MPOEKTOM, OPOPMIICHHE PE3yIbTaTOB
00II1aThCs ¢ KOJIJIETaMH, PaboThI HaJl IPOCKTOM
- [lepenaer nHGOPMAIHIO, HICH U OIIBIT WICHAM
PYKOBOJCTBOM, HOTpe6I/ITCHHMI/I. KOMAHJIBL.
- leMoHCTpHpPYET HABBIKH 3(()EKTHUBHOTO OOIICHHS
OK.7. bpats Ha cebs - 'pamoTHO cTaBuT 11ENb PabOTHI. Y CTaHABINBACT 1-30
OTBETCTBEHHOCTH 32 PAbOTY KPHUTEPHUH yCIeXa U OIIEHKH JIeITeIbHOCTH.
YIEHOB KOMAHIBI (IOTTMHEHHBIX), | ~ Anantupyercst B U3MEHSIOINXCS YCIIOBHUX, MECHSIET
pe3yJIbTaT BBITIOJIHEHNUS 3aJaHNi Heab.
- BrimosssieT nocTraBieHHbIE 3a1a4H.
- JleMOHCTpHpPYET CIIOCOOHOCTH KOHTPOJIUPOBATh U
KOPPEKTHPOBATh PabOTy KOJIJIEKTUBA.
CaMOCTOSITENHHO MIPUHUMAET OTBECTCTBCHHBIC
pemeHus.
- [Ipuaumaet 3 PpeKTHBHBIC PELICHNUS, HCIIONB3YS
CUCTEMY METOJOB YIIPABJICHUA. Y UNTHIBAET
0COOEHHOCTH MEHEPKMEHTA B 00JIaCTH
po(hecCHOHAIBHOM JIESITEIbHOCTH
OK. 8. CamocTosiTenbHO - CaMOCTOSITeNTbHO OPTaHU30BBIBACT U TUIAHUPYET 1-30

OTIPENeNIATh 3aa4YH
PO eCCUOHANTEHOTO U
JMYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CaMOOOPA30BAHUEM,
OCO3HAHHO IIJIAHUPOBATh

BBITIOJTHEHHE IOMAITHEH paboThl PU U3Y4SHUH
npodeccCHOHAIEHOTO MOJTYJISL.

- Pa3pabarbiBaeT, aHaIM3UPYET U COBEPIIEHCTBYET
IUIaH JIMYHOCTHOTO PAa3BUTHS U MTOBBIICHUS
KBaM(UKALUH 1O CIIEIHATbHOCTH
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IOBBIIICHUE KBaJ'II/I(bI/IKaL[I/II/I.

OK.9. OpuenrupoBatbcs B
YCIIOBUSIX YaCTOU CMEHBI
TEXHOJIOTHH B PO eCCHOHATILHOM
JESTETBHOCTH

- OcBanBaeT HOBBIE MPOTPAMMHBIE CPEJICTBA,
obecrieuynBaoNIMe OpPraHu3annio paboThl ¢
JIOKyMEHTaMH.

- OTCNeXMBaET M UCTIONB3YET N3MECHEHHS
3aKOHOJIATEIIFHON W HOPMATHBHO-CIIPABOYHOH 0a3kbl,
peryIaMEHTHPYIOIIEH JOKyMEHTAIIMOHHOE
obecrieueHwe.

-OcBanBaeT HOBBIE TEXHOJIOTHH B IPO(ECCHOHATBHOM
JESATEILHOCTH.

- [IpumeHsieT HOpMaTUBHOE PETYJINPOBAHUEC
JIOKyMEHTAI[HOHHOT'O 00ECIIeYCHUS;

- OpueHTHpYeTCs Ha MEXTyHapOIHbIE CTaHAaPThl B
00y1acTh TOKYMEHTALMOHHOTO 00eCTIeueHUs
YIIpaBICHUS

1-30

PesyabraTsl ocBoenus (IIK)

OcHOBHBIE TIOKA3aTeIn OICHKH pe3yJbTaTa

IMopsinxoBbI HOMeEP
OLICHOYHOTI'0 CPeICTBa

IIK1.1 KoopmuampoBats paboTy

OpTaHU3aAINH (mpuemHOI
PYKOBOIUTENS), BECTH IPHEM
IMOCETHUTEIEH

- [lepeuncisier HOpMAaTUBHO-ITPABOBBIE aKThI U 3HAET
COJIepKaHue MPABOBBIX HOPM, PETYJIUPYIOLINX
OTHOIIEHUS B c(hepe OCYIIECTBICHUS
npo¢heCCUOHANBHOM JCSITeIBHOCTH.

- OdopmitsieT HeOOXOAUMBIE JOKYMEHTHI C Y4ETOM
TpeOOBaHMi1 3aKOHOIATEIbCTRA.

- Opranusyer NpuéM MOCETUTENEH.

- Benér yuér u peructpannio noceTurenei.

- JlokJ1aibIBaeT PyKOBOJIUTEIIO O TTIOCETHTEIISX

- KonTponmpyer BhINIOTHEHNE IPUHUMAEMBIX B X0/1€
npuéMa pelreHun.

- CneauT 3a 04epeTHOCTHIO IPHEMA U PETIIAMEHTOM
Gecenbl.

- OTMeuaeT KOMaHIUPOBOYHBIE YJOCTOBEPEHUS
KOMaH/IMPOBaHHBIM PabOTHUKAM

1-30

[IK1.2 OcymecTBusTe paboTy 1O
HOATOTOBKE U IPOBEACHUIO
COBELIaHMH, [ENOBBIX  BCTpEY,
MPUEMOB U NPE3EHTaLUI.

- OdopmiiseT npaBoBbIe JOKYMEHTHI C Y4€TOM
TpeOoBaHUH 3aKOHOIATEIbCTBA.

- 3HaeT cozepkaHue MPaBOBBIX HOPM, PETYIUPYIOLIIX
B3aMMOOTHOIIIEHUS Pa3IUIHBIX TOCYAAPCTBEHHBIX
OpTraHOB, MyHHUITUITAJIBHBIX 00PAa30BaHMM, HX
JIOJDKHOCTHBIX JIUII, MX TIPAaBOBOH CTATYC,
KOMIIETEHIIHIO.

- CocraBiisieT I1aH IPOBEACHUS COBEIAaHUH, COOpaHnit
u Ip.

- OnoBelaer y4aCTHUKOB MEPONPUSATHS.

- BeIsicHsIeT U JOKIIaABIBAET PYKOBOAUTEIIO O
MIPUYHHAX OTCYTCTBUS HE MPUIICAIINX COTPYIHUKOB.
- ['oToBUT HEOOXOAMMBIE MaTEPHAIB U MOMEIICHUE
JUTS TIPOBEJICHHS IEJIOBBIX TIEPErOBOPOB.

- OdopmitseT IPOTOKOJIBI 3aCeIaHUI KOJUTETHATBHBIX
OpTaHOB.

- [IponymbIBaeT BONpOC O CyBEHUpaX U PEKJIAMHOMI
OPOAYKIUH JUIsl TOCTEN NPE3eHTalUu.

1-30

TTIK1.3 OcymiecTBasTh MOATOTOBKY
JIEIIOBBIX TTOE3/IOK PYKOBOIUTEIS

U IPYTHX COTPYTHUKOB
OpraHu3aIH

- [lepeuncisier HOpMATHBHO-TIPABOBBIE AKTHI U
pacKpbIBaeT coJiepKaHKe IIPaBOBBIX HOPM,
PETYIHPYIOLINX CIIy>KeOHOE BpeMsl, BpeMsl OTAbIXa,
rOCYAapCTBEHHBIC FAPaHTHH, OILIATy TPyJa

1-30
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TOCYAApCTBEHHBIX U MyHUIMIAIBHBIX CITYKaIIUX.
- Odopmitsier He0OX0AUMBIE TOKYMEHTHI C YUETOM
TpeOOBaHMUi1 3aKOHOIATEIbCTBA.

- [Tomy9aeT oT pyKOBOIUTENST HEOOXOAUMBIC YKa3aHH
10 BOIPOCaM KOMAaHANPOBKH.

- OdopmirszeT muchbMa-3asaBKH 0 OPOHHPOBAHUH HOMEpa
B TOCTHHHUIIE.

- CocraBinsieT mporpaMMy KOMaHIUPOBKH
PYKOBOAUTEIIS.

- [oToBHUT HEOOXOAMMBIE TOKYMEHTHI M MaTepHaIbl
JIJIS1 IEJIOBOM TTOE3JIKM.

[IK1.4. Opranm3oBeIBaTh pabouee
MECTO CEKpeTapsi ¥ PyKOBOIUTEIS

- [lepeuncisier HOpMATHBHO-IIPABOBBIC AKThI U 3HAET
COJIepKaHue MPABOBBIX HOPM, PETYJIUPYIOIINX
BOIIPOCHI: YCTAHOBJICHUS MTPaB U 00s13aHHOCTEN
paboTHHKa 1 paboTonaTeNs ; pabo4ero BpeMeH! U
BPEMEHH OTJIbIXA; TPYAOBON TUCLUILIHHBL

- PackpriBaeT posb 1 3HaUE€HHE TOKHOCTHBIX
MHCTPYKIHUI U TPYAOBOTO JOTOBOPA ISt
YCTaHOBIICHHUS TIPaB U 00s3aHHOCTEH pabOTHHUKA. -
Odopmiser HeoOXOANMBIE ITPABOBBIE JOKYMEHTHI C
y4eToM TpeOOBaHUH 3aKOHOJATEIECTBA.

- VuuThIBaeT TpeOOBaHUS, IPEIBSBISIEMBIC K
opraHu3anuy pabodero Mecra.

- PazpabaTsIBaeT BapHaHTHI INTAHUPOBKHU IPUEMHOM.
- ObecrieunBaeT MakKCUMaJIbHO KOM(OPTHBIE YCIIOBHUS
Uit 9 PEKTHUBHOI pabOTHI.

- OcHamaet pabodee MeCTO CeKpeTaps U
PYKOBOAUTESI HEOOXOAUMBIMH CPEICTBAMH TPYIa.

1-30

IK 1.5
PErUCTpUpPOBATH
OpraHu3aluoOHHO-
pacrnopsiAuTeNIbHbIE
KOHTPOJIMPOBATh
WCIIOJTHEHUS

Odopmisare "

JIOKYMEHTHI,
CpPOKH ux

- CocraBisieT OpraHU3allMOHHbBIE TOKYMEHTHI 0

3a/IaHHBIM PEKBH3UTAM Ha JTFOOBIX BHIIAX HOCUTEIEH.

CocrapJisieT pacopsANTEIbHbIE JOKYMEHTHI 110

3a/IaHHBIM PEKBH3UTAM Ha JTIOOBIX BHJIAX HOCUTEIEH.

- CocrapmnsieT HHPOPMALMOHHO-CIIPAaBOYHBIC
JIOKYMEHTHI TT10 33JJaHHBIM PEKBU3UTAaM Ha JTFOOBIX
BHAX HOCUTEJIEN

- BeusBisser ommoOKu B 0(pOPMIICHHBIX JOKYMEHTaX 1

HCIIPABIIACT X B COOTBETCTBYIOIIUMH TIPABHIIAMH

- PeructpupyeT opraHn3animoHHO-pacIOPSIIUTEITFHBIC

JIOKyMEHTHI B JKypHajaX perucTpaiuu, B

PETHCTPAIIIOHHO-KOHTPOJIBHBIX KapTOUKaX

- OcymecTBIseT KOHTPOJb 33 CPOKAMHU UCTIOTHEHHS

JIOKyMEHTOB, POCTABIISIET Ha TIOKyMEeHTax «OTMETKY

0 KOHTPOJIE»

- OdopmIsIeT OpraHU3alnOHHO-PACIIOPSAUTEIEHBIC

JIOKYMEHTEHI C y4eTOM TpeOOBaHUIT 3aKOHOIATETIHCTBA C

MPUMEHEHUEM COBPEMEHHBIX HHPOPMAIMOHHBIX

TEXHOJIOTHH.

1-30

IIK 1.6 O6pabaTeiBaTh BXOISIINE
Y MCXOJISIIUE TOKYMCHTBIL,
CUCTEMAaTH3HPOBATH WX,
COCTaBJIATH HOMCHKIIATYPY €T U
(hopMHUpOBATh JOKYMEHTHI B JIeja

- [IpoBepseT npaBUIIBHOCTB JOCTABKU MOIY4YEHHBIX
JIOKYMEHTOB, IPOCTaBisieT «OTMETKY O MOCTYIIIIEHUU
JIOKYMEHTA B OPTraHU3aLUIO».

- Pacnipenenser nomy4yeHHble JOKYMEHTHI Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

- [lepenaer noKyMeHTHI Ha PACCMOTPEHUE
PYKOBOJIUTEIIO OpPTaHU3AINU

- [lepenaet HOKyMeHTHI HCTIOTHUTETISIM B
COOTBETCTBHUH C PE30JIIOLINEI PYKOBOIUTEIS

- OcymiecTBIsIeT IPOBEPKY MTPABHIBHOCTH
odopmIIeHHs OTIIPABIISIEMBIX JOKYMEHTOB

- OcyliecTBIsIeT aipecOBaHNE KOHBEPTOB, BKJIAbIBAET

1-30
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JIOKYMCHTHI B KOHBEPTHI, 3aKJICUBACT KOHBEPTHI
- CocTaBisieT HOMEHKJIATYPY JIeJl OpraHU3ally 10
YCTaHOBIICHHOH (popme

- [IpocraBmnsier MHACKCHI e, GOPMYIHPYET 3ar0JI0BKU
Jen

- opMHUpYET JOKYMEHTBI B JieJia B COOTBETCTBHH C
ofpe/ieJIeHHBIMU TIPaBUIaMHU

- CucremMaTusupyeT JOKyMEHTbI BHYTPH Jielia B
COOTBETCTBHH C ONPECACHHBIMH NPUHIIUIAMHI

- OOpabaThIBacT, BXOSIIUE U UCXOIAIINE JOKYMEHTHI,
CHUCTEMATH3HUPYET UX, COCTABIISICT HOMCHKIIATYPY ST
1 POPMHPYET TOKYMCHTHI B JIe]la C Y4CTOM
TpeOOBaHMUI 3aKOHOIATEIBCTBA C IPUMCHEHUEM
COBPEMCHHBIX HH()OPMAIIMOHHBIX TEXHOJIOTHH.

IIK 1.7 CamocTosiTensHO paboTaTh
C IOKyMEHTaMH, COJIepKalluMu
KOH(HICHIINATBHYIO
uH(opManuio, B TOM YHCIIE C
JOKYMEHTaMH MO JINYHOMY
COCTaBYy.

- [Ipumensiet npaBoBbIC 3HAHUS B 00JIACTH
peryJIMpoBaHus U 3alIMThl HHOPMALMHK B
MPaKTHYECKOW AESTEIBHOCTH, B T.4. IIpU padore ¢
JIOKyMEHTaMH.

- OmpenensieT BUABI K MEPbI IOPUITYECKON
OTBETCTBEHHOCTH 32 HEHCIIOJIHCHUE WITH
HeHaJyIe)Kallee UCIIOJTHeHUE 00I3aHHOCTEH NpH
paboTe ¢ JOKyMEHTaMH OIPaHUYEHHOTO JTOCTYIIA.

- Ucnonp3yeT NpHHIMIBL paboThI CeKpeTaps ¢
KOH(UICHIIMAIBHBIMU IOKYMEHTaMH.

- 3HAaKOMUTCS ¢ OCOOCHHOCTSMH JOKYMEHTHPOBAHUS
KOH(UICHIIMAIBHBIX CBEJCHUH.

- Pa3pabaThiBaeT mian MEpONIPHUATHIL MO 00ECIICUCHHIO
3alIMTHl KOHQHUICHIIMAIbHOU HHPOPMAaUU 1
MEePCOHAIBHBIX JaHHBIX.

- [IpoBOANT POBEPKH HANUYHUSL JOKYMEHTOB, e U
HocuTeeil nHbpopManuu

- CocTaBisieT akThl [0 pe3yJibTaTaM MPOBEPOK
HAJIMYUS U YHUUTOXKCHUS TOKYMEHTOB, COJCPIKALINX
KOH(QHICHIINATHHYIO HHQOPMAIIHIO

1-30

IIK 1.8 OcymiecTBasTh
teneoHHOE 00CITYy)KUBaHHE,
NPUHAMATH ¥ TIepeiaBaTh (aKCHI.

- [IpumensieT paBoOBbIE 3HAHKS HPH UCTIOTHEHUH
(YHKIIHOHATIBHBIX 00S3aHHOCTEH, MEPEUNCIISET
OCHOBHbIE MTPUHIIUIIBI U TPEOOBAHUSI, YCTAHOBJICHHbIC
3aKOHOJIATEILCTBOM K CITY)KEOHOMY MMOBE/ICHHUIO
rOCY/IapCTBEHHBIX 1 MYHHIIMIIAJIBHBIX CITYKaI[HX,
pabOTHUKOB MpH paboTe ¢ 0OpaNCHUIMH PU3HUECKUX
JIMLL, FOPUIMYECKUX JIMLI, TOCYIaPCTBEHHBIX U
MYHHIIHUIAJIbHBIX OPTaHOB.

- [Ipumensier npaBuia BeneHUs Teae(hOHHBIX
MEPEroBOPOB TPH BXOMASAIINX U UCXOSIUX KOHTAKTAX.
- CocraBnser, nepeaét v Moxydaet
TeneOHOTpaMMBl.

- [lepenaér n mpuHUMaeT (haxchl.

1-30

IIK 1.9 OcymecTBasTh
MOJATrOTOBKY JIeJ)I K epeade Ha
apXMBHOE XpaHEHUE

- Pacnipenensier JOKyMEHTBI IO CPOKAM XpaHEHUS

- OcymecTBIIsIeT MOJTHOE WM YacTHYHOE 0(hopMIICHHE
Jen

- CocTaBisieT BHyTPEHHIOIO ONUCH JOKYMEHTOB JAeia
- CocTaBIsieT 3aBEPUTENBHYIO HAAMUCH €N

- [Ipumensier coBpeMeHHBIE HHPOPMALTMOHHO-
MIPaBOBBIE CHCTEMBI M TEXHOJIOTHH MPH TOATOTOBKE
JIeN K [lepeiaue Ha apXUBHOE XpaHEHHE.

1-30

TIK 1.10 CocraBisath onucu aei,
OCYIIECTBIISATH TIOJITOTOBKY JIEJT K
nepenadye B apXuB OpraHU3allny,
TOCYJAApCTBEHHBIC U

- CocraBisieT ONUCh Ha Jiela IOCTOSHHOTO XPaHeHUS
- CocraBisieT ONUChH Ha Jiesla BPEMEHHOI'O XPaHCHUS
(cBormmre 10 neT)

- CocTaBJIseT ONMCh HA JieJIa 10 JUYHOMY COCTaBY

1-30
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MYHHIHUTAJIbHbIE aPXUBBI - [lepenaer nesna 1o onucsiM B apXvB OpraHU3aALUH

- [Ipumensier coBpeMeHHbIe HHPOPMaMOHHO-
MPaBOBBIE CUCTEMBI M TEXHOJIOTHHU NP OPTraHN3alun
paboTHI ¢ JOKyMEHTAMH.

OLEHOYHOE CPEJACTBO Ne 4
BapuanTbl 3a1anuni
BAPHUAHT Ne 1
Yacts A
BEINOTHUTH TeCTOBBIE 3aJaHUS.

1. Bce 10KYMEHTBI OPraHU3aLMHU 1eJISITCS HA:

1) Bocxoasiiue 1 HUCXOALINE

2) BXOAsIIME, BEIXOIAIINE, BHYTPEHHHE

3) BXopsIIMe, UCXOASIINE, BHYTPCHHUE
2. Kakue H3 mnepe4ymMcJeHHBIX JOKYMEHTOB 00si3aTeJbHO IEepeJalTCcsi HAa PaccMOTpPeHue
PYKOBOJUTEIO:

1) 1OKyMeHTBI, oJIydeHHbIE U3 afMUuHKUCcTpauuu [Ipesunenta

2) NOKYMEHTBI, aIpeCOBaHHbIE B CTPYKTYpPHBIE [10Ipa3IeICHUs

3) 1OKYMEHTBI, COoZieprKallne TEKYIYI0 HHPOPMALIUIO
3. Kakyio uHdopmanuio coaep:KuT HTOroBasi 3alMCch K HOMeHKJaType aena?

1) 0 KOIMYeCTBE U KATErOpUsX 3aBEJICHHBIX el

2) KOJIMYECTBO HE3aBEICHHBIX el

3) KOJIMYECTBO YTPAYSHHBIX B TEUCHHE T'O/a JeJl C yKa3aHUEeM IPUYHMH yTPAThI
4. Kaxkoe cTpykTrypHOe mnoapazaeienue cayxobt IOY ocymecTBisieT perucTpanuio
JAOKYMEHTOB:

1) uHCHEKIUS IO KOHTPOJIIO

2) OTAEN perucTpaluy U yueTa J0KyMEHTOB

3) skcnienuIust
5. CucreMaTH3MPOBAHHBIN NepeYeHb HAUMEHOBAHWH JeJ, 3aBeJCHHBIX B OPraHu3aluH, C
yYKa3aHHeM CPOKOB MX XpaHeHUs, 0)OPMJICHHBIH B YCTAHOBJICHHOM NOPsSIAKeE, - 3TO:

1) onuch

2) apXUBHBII CIPaBOYHUK

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

1) npuem W mepBUYHAs 00pabOTKa — TPEJBAPUTEIBLHOE PACCMOTPEHHUE — PETUCTPALUS —
paccMOTpEHHE PYKOBOAMUTEIIEM — UCIIOJTHEHUE — HAIIPABJIEHUE B JIEJI0

2) mpueM U mepBHYHAs 00paboTKa — MpEIBapUTENIbHOE PACCMOTPEHHME — PErucTpanus —
paccMOTpEHHE PYKOBOAMTEIIEM — II€peiada Ha UCIIOJIHEHNE — UCIIOJIHEHNE — KOHTPOJIb UCTIOTHEHHUS
— HanpapJieHUE UCIIOJIHEHHOTO IOKYMEHTa B JIeJI0 WK OTIIpaBKa

3) cocraBieHHE MPOEKTa — COIIacoBaHME — O(POPMIICHHE — MOJMUCAHUE — PErucTpalus —
OTIIpaBKa
7. KOHTPOJIb HCIIOJTHEHHUS JOKYMEHTOB He00X0AuM JJIsl. ...

1) TOBBIIIEHUS] MCIOJHUTENBCKOW IUCHMIUIMHBI W COKpAIIEHHs CPOKOB PAacCMOTPEHHUS
JIOKyMEHTOB
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2) o0ecrieueHHsI CBOEBPEMEHHOI'O U KaYeCTBEHHOT'O MCIIOJIHEHHUS TOPYYCHHH, COAepKAIUXCS
B JIOKyMEHTax

3) coBepIIEHCTBOBAHUS PaOOTHI C JOKYMEHTaMHU M MOBBIIIEHUS KYJIbTYpBI YIIPaBIEHYECKOTO
TpyAa
8. PekBH3UT «OTMeETKA 0 MOCTYIVIEHUH JOKYMEHTA B OPraHU3alUI0» BKJIOYAeT cJeaylolue
3J1eMeHThbI:

1) HauMeHOBaHUE IOCTYNHUBIIErO JOKYMEHTA, €ro PErucTpalMOHHBII HOMEP U BpeMs
HOCTYIUICHUS

2) COKpalleHHOE€ HaMMEHOBAHWE OpPraHM3alMM, MOJYyYMBLIEH NOKYMEHT, BXOISAIIUNA HOMEp,
JlaTy MOCTYIUICHUS

3) HauMEHOBaHME OpraHM3allUM, I[OJIYYHUBIIEH JOKYMEHT, PETUCTPALUOHHBIH HOMED
JIOKYMEHTa U J1aTy 10KyMEHTa
9. Kakoii 13 TepMHHOB He PEKOMEHAYIOT HCII0JIb30BaTh NPH (POPMYJIHPOBKE 3ar0JI0BKOB J1€JI:

1) neno

2) NTOKYMEHTBI

3) Marepuabl
10. Onucu 1es1 COCTABJSAIOT B LeJIsIX:

1) perucrpanuu nen

2) yuerta zien

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

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCTh

3) OAHOKPAaTHOCTh
12. Pe3osronus — 310:

1) 3aduxcupoBaHHass Ha MaTepUaJbHOM HOCHTelde HMH(POpPMALUs C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH

2) HaaOUCh Ha JOKYMEHTE, BBINOJIHEHHAs JODKHOCTHBIM JIMLIOM, COJEpIKallias MPUHATOE UM
pelieHue

3) peKBU3UT JOKYMEHTA, KpaTKO M3Jararolliuii ero cojaepx anue
13. Ha ocHOBaHNH KaKOr0 JOKYMEHTA COCTABJSAETCS OMUCH JIeJI:

1) MHCTPYKIUSA 1O TOKYMEHTAIlMOHHOMY OOECIIEUEHHIO YIIPaBJIECHUS

2) HOMEHKJIaTypa Ael

3) nepeueHb TOKYMEHTOB CO CPOKaMH XPaHEHHS
14. Kak BHecTM B HOMEHKJIATYPY /eJl 3aroJIOBOK He IPeIyCMOTPEHHOI0 paHee jeJa,
o0pa3oBaBlIerocsi B TeYeHHE KAJCHAAPHOIO Ioia B CBSA3H C M3MEHCHHMSAMH B JeATEJbHOCTH
OpraHu3anuu:

1) mepenevyaraTh U 3aHOBO O(QOPMUTH MOCIEAHIOID CTPAHUILY HOMEHKIIATYpPhI 1€, BHECS B
Hee JIONIOJTHUTENbHBIN 3arojI0BOK

2) Hane4aTaTh HOBBIM 3ar0J0BOK Ha OTJEIBHOM JIUCTE U NMPUIIOKHUTH €r0 K HOMEHKIIATYPE AeT

3) BmnMcaTh HOBBI 3arojlOBOK OT PYKH B CHEIUAIBHO OTBEJACHHOE pPE3EPBHOE MECTO,
OCTaBJIIEMOE 10CJIE KaXKIO0r0 pa3zesia HOMEHKIIATYphI el
15. Ha kakux J10KyMEeHTaX MPOCTABJISIETCH OTMETKA O NMOCTYIJICHUM:

1) TonBKO Ha TOKYMEHTaX, MOAJIEKAIUX PETUCTPALIUU

2) Ha BCeX MOCTYMHBIIMX JOKYMEHTaX

3) TOJIBKO Ha JOKYMEHTaX, TPEOYIOIIUX HCIIOJHEHHS
16. CBoaHasi HOMEHKJIATYPA e/l OPraHU3alUM BBOJUTCS B leliCTBHE:

1) ¢ 1 suBaps Tekyuero roga

2) ¢ nexkaOps TEKyIero roja

3) KaxkJiple MOJT0Ja TEKYIIETo roja
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17. Cpox ucno/IHeH!s NOCTYNMBIIETr0 JOKYMEHTA HCUUCISeTCS:
1) B KaJeHAapHBIX AHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJUTEIEM OpraHUu3aluu
2) B pabouux AHSIX C JAThI IOCTYIUICHUS IOKYMEHTA B OpraHU3aI|I0
3) B KaJleHIapHbIX JIHAX C JaThl MOCTYIUICHUS JOKYMEHTa B OPraHU3aLUIo
18. OlecneyeHne CBOCBPEMEHHOI0 M KAYeCTBEHHOI0 WCIIOJHEHHS! NMOPYYeHHil M pelleHust
BOIIPOCOB, IOCTABJIEHHBIX B JOKYMEHTE, - 3TO:
1) peructpanus JOKYMEHTOB
2) UCIIOJTHEHUE JIOKYMEHTOB
3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB
19. HomenkuiaTypa jaeji, KOTOpasi yCTAHABJIUBAET MPUMEPHBIN COCTAaB JieJI 1JIsl OPraHUu3auui,
OHOPOJHBIX MO XapaKTepy AesiTeIbHOCTH, HO PA3JIMYHBIX 10 CTPYKTYpe, Ha3bIBaeTCs:
1) MHIUBHIYATBHOM
2) TUNIOBOM
3) mpumepHoOH
20. KTo ycTanaB/mBaeT HHIMBUYAJIbHBIN CPOK HCIOJHEHUS JOKYMEHTOB:
1) nonpa3zaeneHue-uCrIoIHUTETh
2) pyKOBOAUTENb, pACCMATPUBAIOIINN JOKYMEHT
3) HEMOCPEICTBEHHO UCTIOHUTEIh
21. YkaxuTe NpaBWILHBINA BapuaHT opopMiieHns parMeHTa HOMEHKJIATYPHI JIel:

1) 3AO0 «IIpemuym» YTBEPX/IAIO
HOMEHKIJIATYPA JEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne3
Wuneke gena | 3arosoBok gena KonnyectBo nen [Tpumeuanus
1 IIpoTokosbl coOpaHuii TPYAOBOIO
KOJIJICKTHBA
2 KBapTanbHble maHsl paboTh
3 3akonel  Poccmiickoit  ®epepanmm U
Yygamckoit Pecniyonuku
4 [lepenmucka Cc  TOpeAnpUATHSIMH U

OpraHM3alMsIMA 1O aJMUHHUCTPATUBHO-
XO3SIICTBEHHBIM BOITPOCaM

5 I"omoBoii M1aH paboThl OpraHU3aALNH

6 ITepenucka c BBILIECTOSILIEH
OpraHu3anye o BOIPOCaM OCHOBHOU
JESTENHOCTH

7 [Ipuxkassl, WHCTPYKLHUH, yKa3aHus
BBIIIECTOSIILIEN OpraHu3alyy,
MpHUCIaHHbIE TUIs CBEICHUS u
PYKOBOJCTBA

8 I'onoBoii oTyeT 0 paboTe opraHU3aIuu

9 IIpukasbl 1O OCHOBHOM IEATENBHOCTH

10 YupeautenbHble JTIOKYMEHTBI

(mocTaHOBIIEHME M CBHUJETEIBCTBO O
perucTpaimu, ycraB)

11 JIOKyMEHTBI 1O aTTecTalu pabOTHUKOB
(arTecTallMOHHBIE  JIMCTBI, IPOTOKOJIBI,
KOIIUU NPUKA30B)
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12

JOJIDKHOCTHBIX JIMIJ

WHuceTpykumyn o mpaBaXx U 00SI3aHHOCTAX

[Toanucana HauanbHUKOM ci1yk0b1 JIOY

JIM4Has nMoAIucCh

I'.A. I'y3usieBoit

2)
3A0 «IIpemuym» YTBEPXIAIO
HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3
r. YeOoxcapbl [1.1. Tpodpumon
Ha 2011 ron
Nnnekc 3arosoBoOK Jiena KomunyectBo nen | Cpok [Ipumeuanus
nena XpaHeHusT |
HOMEp CTaTbu
1o Ilepeunto
1. O0mmii oTaen
1-1 3akonbl Poccuiickoit @epepanun u
Uysamickoil Pecrybnuku
1-2 [Tpuka3pl, MHCTPYKLUWH, YKa3aHUS
BBILLIECTOSILEH OpraHu3alui,
NpPUCIAHHBIE JUIS CBEICHHUA U
PYKOBOJICTBA
1-3 YupenuTensHbie JOKYMEHTBI
(MOCTaHOBIJIEHUE U CBUETENBCTBO O
perucrpanmu, ycraB)
1-4 WHcTpykunn 0 IpaBax u
0053aHHOCTSIX JOJDKHOCTHBIX JIHIT
1-5 ITpuxazbr o OCHOBHOM
JeSTeTbHOCTH
1-6 T'onoBoit TUIaH paboTsI
OpTaHu3aIH
1-7 KBapTanbHble miaHsl paboTh
1-8 ['omoBoit OTUeT 0 pabore
OpraHu3aIu
1-9 [IpoTtokonbl coOpaHuil TPYIOBOTO
KOJIJIEKTHBA
1-10 [lepenucka ¢ BBIIIECTOSIIEH
opraHu3zanuei o BOIIpOCaM
OCHOBHOM JI€ATEIBbHOCTH
1-11 Ilepenucka ¢ mnpeanpusATUSIMU U
OpTaHU3aIUSIMH o
aJIMUHUCTPATUBHO-XO035IIICTBEHHBIM
BOTIPOCaM
1-12 JIOKyMEHTBI o aTTecTaluu
paboOTHUKOB (aTTecTalOHHBIE
JIMCTHI, MIPOTOKOJIBL, KOTHHU
MIPUKA30B)
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1-13

[Tonnucana HauanbHUKOM ciayk0b1 JIOY JIMYHAas IOAIKCH I'.A. I'y3usieBoit
3)
3akpseiToe aknronepHoe oomectBo «IIpemuym» YTBEPXKJIAIO
HOMEHKIJIATYPA JIEJI HMupexrop 3A0 «IIpemuym»
14.11.2011 Ne 3
r. YeOoxcapbl [1.1. Tpodumon
Ha 2011 rox 20.11.2011
Hunexc 3aroJIoBOK neia KomuuectBo nen | Cpok [Tpumeu
nena XpaHeHusT U | aHus

HOMEp CTaTbu
1o Ilepeunto

01. O01mmii oTaen

01-01 3akonbl Poccuiickoit denepannn
u Uysamickoit Pecniyonuku

01-02 [Tpuka3bl, HHCTPYKLUH, YKa3aHUS

BBIIICCTOSIIICH OpraHu3aluH,
NPUCIIAHHBIC JJISI CBEJCHUS |
PYKOBOJCTBa

01-03 YupenurensHbie JOKYMEHTBI
(mocTaHOBIICHHE u

CBHJICTEIILCTBO O PETUCTpaluy,
01-04 ycTaB)
NucTpykiun 0  mpaBax H

01-05 00S13aHHOCTSX JOIKHOCTHBIX JIUII
IIpukasel o OCHOBHOM
01-06 NEeATEILHOCTH
I'onoBoit I1aH paboThI
01-07 OpraHu3aIu
01-08 KBapranbHble maHs! paboTsl
['ogoBoit  otyuer o  pabote
01-09 OpTaHU3aIuU
[TpoTokosbl cOOpanuii Tpy10BOrO
01-10 KOJUTCKTHBA

Ilepenncka ¢ BBbIIECTOALIEH
OpraHusaies 1o  BOIpocam

01-11 OCHOBHOM JI€ATETbHOCTH
Ilepenucka ¢ mpeanpuATHAMH U
OpraHu3aIsIMHI o
aJIMHUHHCTPATHBHO-

01-12 X034iCTBEHHBIM BOIIPOCaM

JIOKyMEeHTBI 1O  aTTeCTalllH
pabOTHUKOB  (aTTecTallMOHHBIE
JWCTBI,  TPOTOKOJIBI,  KOIHH
01-13 IIPUKA30B)
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Havanpauk ciayx6sr JJOY JIMYHas MOJNKUCh I'.A. I'y3usieBa

22. Kakoii npuHUMII He UCII0JIb3yeTcsl NPpH GOPMUPOBAHMH J1€J1:
1) XpoHOIOTrMUECKHIA
2) BOIIPOCHO-JIOTHYECKUMA
3) ucropuueckuii
23. OnpeneseHue NOJUTUYECKOI, IKOHOMHUYECKOH, COUMAIBLHO-KYJIbTYPHOM, MPAKTHYECKOI
LEHHOCTH JOKYMEHTOB /ISl ITOCJIeIYIOIIero UX XpaHeHusl U HCI0JIb30BAHMS WJIH 1JIs1 0TOOpa
HA YHUYTOKEHHE — ITO...
1) onucanue nen
2) sKcrepTu3a eHHOCTH JOKYMEHTOB
3) opopmitenue gen
24. Kakue onepanuu He BbINOJHAKOTCA NPUA GOPMHUPOBAHUM JT€JI:
1) pactipeneneHue U packiaka UCIOJHEHHBIX JTOKYMEHTOB IO MalKam
2) pacronoxeHne JOKyMEHTOB BHYTPH Jiejla B OIPEIEICHHON MOCIe10BaTeIbHOCTH
3) Hymeparlus JUCTOB
4) opopmiieHre 00I0KKH J1eria
25. B kakuXx yupexIeHHusX co31aeTcs ynpaBjieHue AeJ1aMu?
1) Ha rocyJapCTBEHHBIX MPEITPUATHIIX
2) B UCIIOJIHUTEJIbHBIX OPraHax BJIACTU U UCIIOJIHUTEIbHBIX CTPYKTYpPaxX MECTHOIO
caMOyIpaBIlIeHUs
3) B MUHHCTEpPCTBAaX U BEJOMCTBAX
Yacrs B

3aganue:OnucaTh MpaBuia PErUCTPAIMKA JOKYMEHTOB.
Yacts C

3aganue:

CocraButh akT 00 aBapuu Ha LlenTpanbaom ckiane 3A0 «Toproselil 10M». AKT COCTaBJICH
Ha OcHOBaHuM npukasza aupexropa ot 06.09.2013 Ne 64 «O co3maHnM KOMUCCUH B CBSI3H C aBapuen
Ha [lenTpanbHoM ckiane». Ilpencegarenem KoMuccuu ObU1 Ha3HauY€H HaYallbHUK OTAeENa
MapKeTUHTa, WIEHaMU KOMUCCHH — OyXTalTep U MEHEKEp M0 MPOoJakaMm.

Komuccueit 6b110 yCTaHOBJIEHO, YTO B TIOMEIICHUH IeHTpanbHOro ckiana 06.09.2013 B 12
yacoB 30 MUHYT IPOM30LLIO BO3TOpaHHUE JIEKTPOIIPOBOIKH, B pe3yJbTaTe Yero ObLIO MOBPEXKAECHO
3HAUUTENIbHOE KOJIMYECTBO Kabessl M HaHEeCeH yllepO NOMELIeHHIO CKIaaa. B Hacrosiee Bpems u3-
32 MOBPEXJEHHON HJIEKTPONPOBOJKU CKJIaJ O0ECTOYEH, CUTHAIM3alMsg He paboTaer, 4To He
MO3BOJIIET 00ECIEYUTh JOJDKHBIM 00pa3oM OXpaHy XpaHsIledcs Ha CKJajae Mpoaykuuu. Takum
o0pa3oM, JJii BOCCTAaHOBJIIEHHS paOOThl CHUTHAIM3ALMU HEoO0XoAWMa CpodYHas 3aMeHa
MOBPEXACHHOMN 3JIEKTPOIIPOBOIKH.

K akTy npuioxeHna oObsSCHUTENbHAS 3aUCKa KI1aJOBIIUKA.

AKT yrBepxkaeH qupekTopoM 3A0O «Toproseiii 1omy».

BAPUAHT Ne 2
Yacts A

BEBINOIHUTE TECTOBEIC 3aJaHus.
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1. UTo U3 nepevyucIeHHOro He OTHOCUTCH K BUJIaM KOHTPOJISA :

1) KOHTPOJIb 1O CYIIECTBY PEIICHUs BOIPOCa

2) KOHTPOJIb 32 CPOKAMH HCIIOTHEHUS

3) KOHTPOJIb 32 0OPMIICHHEM JOKYMEHTOB
2. Perucrpauus — 3T10:

1) npucBoenue 10KyMeHTY Hu(poBOro uiu OyKBeHHO-IIM(PPOBOTO 0603HAUCHUS

2) 3anuch nHGOPMALIMU Ha PA3TUYHBIX HOCUTENISX 110 YCTAaHOBIEHHBIM MTPaBHIIaM

3) 3amuCh y4EeTHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBIIEHHOH (hopMme, PUKCHpYOmEH pakT
€ro CO3/1aHus, OTIIPABKU WJIH MOTYYECHUS
3. Kakoii 3Tan npoxXoauT JOKYMEHT MOCJie perucTpauum:

1) ucrionaeHue

2) paccMOTpPEHNE PYKOBOAUTEIEM

3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3bIBaeTcsi CTPYKTYpHoe moapasjaeienue ciay:xk0bl JAOY, koropoe ocymiecTBJsieT
NpHeM U NePBUYHYIO 00pa0OTKY NOCTYNHUBIINX JOKYMEHTOB:

1) cexperapuat

2) KaHIEIApHs

3) skcnienunust
5. Onuce gej1 — 3To:

1) apXuBHBIN CIIPABOYHHK, COACPIKALIMNA TEepeueHb BCEX €IWHUI] XPAHEHUS, COCTOSAIINX Ha
yueTe B apXUBE OpraHU3aINH

2) cUCTeMaTH3WPOBAHHBIM TMEpeYeHb CAMHUIl XpaHEHUs (1en), MpeAHa3HAYEHHBIX IS UX
yueTa ¥ ONepaTUBHOTO MOUCKA.

3) mepedyeHb 3aroJIOBKOB JieNl, C(HOPMHUPOBAHHBIX B CTPYKTYPHOM IOJpa3/eiCHHUH,
HE3aBUCHMO OT CPOKOB MX XPaHEHUS
6. OCHOBHBIM [OKYMEHTOM, pPerjiaMeHTHPYIOIIUM TEeXHOJIOTHI0 [O0KYMEHTALMOHHOI0
olecrnieyeHus! ynpaBJeHHUs] B OPraHU3aLMH, SIBJISICTCS:

1) nonoxenue o ciyxoe 10Y

2) uacrpykuus no JOY

3) mpuka3 pyKOBOJIUTENSI OPraHU3alUN
7. JIoKyMeHTa CYMTAeTCH MCIIOJTHEHHbIM, €CJIM:

1) KOppecOHEHTY AaH OTBET

2) TOKYMEHT MCIIOJIHEH B HA3HAYEHHBINH CPOK

3) nocraBieHHbIE B JOKYMEHTE BOIIPOCHI PELICHBI 110 CYLIECTBY, KOPPECTIOHIEHTY AaH OTBET
8. HomenkiaTypa es1 cocTaB/sieTcsi €O cieayoueil NepuoAnIHOCTbI0

1) onuH pa3 B Tpu roaa

2) ¢ MepUOANYHOCTbIO, YCTAaHABIMBAEMOMN OpraHu3alen

3) exeroaHo
9. OpuuHaJBLHBIA JOKYMEHT, OTIIPABJISIEMbIH U3 yUpeKICeHHs, - ITO:

1) BXOSAIINI TOKYMEHT

2) UCXOASIIHNMA TOKYMEHT

3) BHYTpEHHHI TOKYMEHT
10. Ha kakue ae/1a CTPYKTYPHOI'O NOJpPa3/ieJIeHHs] He COCTABJISIETCS OT/IeJIbHAS ONHCh:

1) Ha n1ena MOCTOSIHHOTO XpaHEeHU s

2) Ha Jiena reHepaJIbHOTO TUPEKTOpa

3) Ha gema BpeMeHHOro xpaHeHus (cBbire 10 mer)
11. JlokymMeHTO000OPOT — 3TO:

1) xonmMyecTBO JOKYMEHTOB, TIOCTYNHBIIMX B OPraHU3alldi0 U CO3JAHHBIX €10 34
ONPEAEIIECHHBIN NIEPUOL

68



2) NIBWXKCHHE JIOKYMCHTOB B OpraHHM3allMid C MOMCHTa WX CO3/IaHUSl WM TOJYYCHHS J10
3aBEPILEHUS UCTIOJHEHUS UIIU OTIIPABIICHHUS

3) opranuzanus paboThI C JOKYMEHTaMH B YUPEXKACHUU
12. Kaxk Ha3biBaeTcsi CTPYKTYpHOe MoApa3JejieHHe, KOTOpoe pemaer MnpodJieMbl
JOKYMEHTAIIMOHHOI0 o0ecre4eHHsl ypPaBJIeHUs] B OPraHU3anuu:

1) cyxb6a JIOY

2) Oyxrantepus

3) oTen KaapoB
13. Kyna nepenarorcst JOKYMeHTBI IOCJIe NMPeJIBAPUTEIBLHOI0 PacCMOTPEHUsI HX Pa0OTHMKOM
cay:xkon1 JOY:

1) Ha ucnonHeHue

2) Ha OTIPaBKY

3) Ha perucTpanuio
14. I'pynnupoBKa 10KYMEHTOB B /1eJIa OCYyHIeCTBJISETCH HA OCHOBAHUM:

1) MHCTPYKIMU IO JOKYMEHTAI[MOHHOMY 00€CIIEYEHUIO YIIPaBICHUS

2) mepeyHs TUMOBBIX YIPABICHUYECKUX JOKYMEHTOB CO CPOKaAMH XPaHECHHUSI

3) HOMEHKJIATyphI A€l OpTaHU3aIun
15. JIncT-3aBepuTeib /1ej1a NOMeNIAeTCs:

1) B Hauane nena

2) Ha 00OPOTHOM CTOPOHE OOJIOKKH JIesia

3) B KOHIIE JieNa [ocJie NOCIEAHET0 JOKyMEHTa
16. Ilpu ¢popMUpPOBAHNM HCIOJHEHHBIX JOKYMEHTOB B /JeJa B OPraHM3alusiX Ha 00J10KKY
KAK/10T0 Je/1a BBIHOCATCS CJIeAyIolye CBeJeHHs:

1) HauMeHOBaHME OpraHU3allMd — HMHJEKC Jella — 3arojJioBOK Jeia — Jara Jella — CPOK
XPaHEHUs U CTAThs 10 MEPEUHIO - IPUMEYaHUE

2) HaMMEHOBAaHMWE OpPraHM3allMM - WHJCKC Jeja — 3arojJioBOK JeNla — Jara jaela — CPOK
XpaHEHUs 10 MEPEYHIO — apXUBHBINA MDD

3) HauMEeHOBaHUE OpPraHM3allMd — HAUMEHOBAHHWE CTPYKTYPHOTO MOJpPAa3/eNeHUsi — UHAEKC
Jiesia — 3aroJIOBOK Jiefia — JjaTa Jiejia — CPOK XpaHEeHHUs 110 IePEeUHI0
17. Cpok ucno/THeHHsI BHYTPEHHEr0 JOKYMEHTAa HCYHCJISIeTCH:

1) B KajeHAapHBIX THAX C JaThl HOJMUCAHUS TOKyMEHTa

2) B KaJeHAApHBIX JHSIX C JaThl 0POPMIICHUS TOKYMEHTA

3) B KaJeHJapHbIX JTHAX C JaThl PETUCTPALIUU JOKYMEHTA
18. HomenkaTypa aes1 Opranu3anmm:

1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3aluil

2) pazpabaTbIBaeTCs 10 YCMOTPEHHUIO OpraHu3aiun

3) sBasieTcst 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3auuit
19. Yto M3 nepevncaIeHHOr0 He MOXKET CJYKUTh HA3BAHUSIMHU Pa3/1e10B B HOMEHKJIaType Jie:

1) HauMeHOBaHUS CTPYKTYPHBIX MOApa3eIeHui

2) HampaBJIeHUs IEATETbHOCTH OpraHU3alnN

3) HaMMEeHOBaHUs OpraHU3alui
20. B oqHOM geJjie He 0JIZKHO OBITH OoJtee:

1) 400 nuctoB

2) 150 nucrtoB

3) 250 nmuctoB
21. YkaxxnuTe NpaBUJIbHbIIA BADUHAHT PACIOJIOKEHHUS 3ar0JIOBKOB /1eJl B HOMEHKJIaType JeJ1:

1) 3akonsl Poccuiickoit ®enepariu u Uysamickoit Pecriyomuku

[Ipuka3bl, UHCTPYKIIMH, YKA3aHUS BBILIECTOSIIEH OpraHu3aliu, MPUCIaHHbIE IJIs1 CBEACHUS
U PYKOBO/JICTBA
VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUIETEIBCTBO O PETUCTPALIUH, YCTAB)
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WHCcTpyKmu 0 mpaBax U 0053aHHOCTAX JOKHOCTHBIX JIHIL

[Ipuka3pl 1O OCHOBHOU J€ATEILHOCTH

["omoBoIi T1aH paboOThI OPraHU3AIUH

KBapranbHble m1anbl paboThl

I'ogoBoit otueT 0 pabote opraHu3auu

[IpoTokoibl cobpaHuii TPy10BOTO KOJUIEKTHBA

[Tepenucka ¢ BpILIECTOSIIEN OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOMW JIESATEIBHOCTH

[lepenucka ¢ npeanpusATHIMH U OPraHU3aALUSAMHM MO aJIMHUHHUCTPATUBHO-XO35HCTBEHHBIM
BOIIPOCAM

JIOKyMEHTBl O aTTecTallud PAOOTHUKOB (aTTECTALlMOHHBIC JIMCTHI, MPOTOKOJBI, KOMHUHU
IIPUKA30B)

2)I1poToKOIIBI COOpaHHI TPYAOBOTO KOJUICKTHBA
KBapTanbHble miaHbl paboThl
3axonbl Poccuiickoit @enepaunu u Yysamickoi Peciyonuku
Ilepenncka ¢ NpeAnpuATHAMU M OPraHU3ALUAMU 110 AJAMUHUCTPATUBHO-XO3IMCTBEHHBIM
BOIIPOCAM
I"onoBoI M1aH paboThl OpraHU3aALUH
[Tepenucka ¢ BhILIECTOSIIENH OPTraHU3AMEN 10 BOIIPOCAM OCHOBHOM €S TEIbHOCTH
IIpukasbl, MHCTPYKLMH, YKa3aHUS BBILIECTOSIIECH OPraHU3alMy, IPUCIIAHHBIEC JJI CBEICHUS
U PYKOBOJCTBA
I'onoBoii oTyer o0 paboTe opraHu3aLu
[Ipuka3el MO OCHOBHOU J€ATEIBLHOCTH
VYupenuTenbHble JOKYMEHTHI (IIOCTAaHOBJIEHUE U CBUJIETENILCTBO O PErUCTPAIMU, YCTAB)
JIOKyMEHTBl 1O aTTecTallud PAOOTHUKOB (AaTTECTALlMOHHBIE JIUCTHI, MPOTOKOJbI, KOIHU
IPUKA30B)
WHucTpykuunu o npaBax v 0083aHHOCTSX JOJIKHOCTHBIX JIUIL
3) Ilpukasbl, WHCTPYKIMH, YKa3aHHs BBIIICCTOSIICH OpraHM3alliy, MPHUCIAHHBIC IS
CBEJICHUS U PYKOBOJICTBA
I'omoBoii oTyer 0 paboTe opraHu3au
[Ipuka3pel MO OCHOBHOU JI€ATEIBHOCTH
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALIMHU, YCTAB)
JIOKyMEHTBl 1O aTTecTallud pPAOOTHUKOB (AaTTECTALlMOHHBIE JIMCTHI, MPOTOKOJbI, KOIHHU
IPUKA30B)
NHucTpykuunu o npaBax U 003aHHOCTSAX JTOJPKHOCTHBIX JIMIL
ITpoTokonbl coOpaHuii TPYIOBOrO KOJUIEKTHBA
KBapranbHble m1aHbl paboThI
3axonsl Poccuiickoii @eneparun u Yysamickoir PecryOmuku
[lepenncka ¢ mpeAnpusATHUSMU U OpPraHU3aLUIMU IO aJIMUHUCTPATUBHO-XO3SHCTBEHHBIM
BOIIPOCAM
I'onoBoit mitan paboThl OpraHu3aIu
IIepenucka ¢ BBIIECTOSAIIECH OpraHU3ale 110 BOIIPOCaM OCHOBHOM JIE€ATEIbHOCTH
22. Ilpomosxure mpemsoxkeHue: «/Ias ydyera JOKYMEHTOB OIpele/IeHHBIX KATeropuu e
NMOCTOSTHHOT'0 U BpeMeHHOro (0os1ee 10 jieT) XxpaHeHHsI COCTABJISIETCH.. . »:
1) onuch nen
2) BHYTPEHHSS ONKCh
3) nucT-3aBEepuUTENH JIeTIa
23. Kakue BuabI pa0doT He NPOBOAATCS NMPH MOATOTOBKE JIeJI K epeiaye B apXuB:
1) npoBeneHe SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) opopmienue nen
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3) popmupoBanue nen
4) cocTaBlieHHE ONUCU
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType /1eJ1:
1) HomeHnkiatypa nen Ha staBapb 2013 ron
2) HomeHkiarypa aen 3a 2012 rog
3) nHomenkiarypa aen Ha 2013 rox
25. B kakuX yupexIeHHusiX co31aeTcs KaHueasapus?
1) Ha rocyJapCTBEHHBIX MPEITPUATHIIX
2) B UCIIOJIHUTEJIbHBIX OPraHax BJIACTU U UCIIOJIHUTEIbHBIX CTPYKTYpPaxX MECTHOIO
caMOyIpaBJIeHUs
3) B MUHUCTEPCTBaX U BEJJOMCTBAxX
Yacrs B

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

3ananue:

CocTaBuTh NpUKa3 M0 CIETYIOINM JaHHbBIM.
B memax peanmuszanmu ¢dapManeBTUYECKON TpoAyKuuu TrepMmaHcKoil ¢upmbl  «llepuHr»
reHepasibHbld  gupekTop 3A0 «@Papma» YepnoB K.M. m3nman mpukaz 00 apeHae CKIIAICKUX
nomenieHuil. B pacrnopsauTenbHON YacTu JaHbl 3aJaHus: - (PMHAHCOBBIM JUPEKTOpaM (PHUINAIOB,
Haxomsumxcs B [lepmu, Ilense u Yebokcapax, mpeacTaBuTh (PMHAHCOBYIO OTYETHOCTD IO apeHIE
ckiaackux nomemieHuit 1o 22.09.2011; - ornenam mapkeTuHra (GpUpPM OpPraHU30BaTh PEKIAMHYIO
kommanuio yepe3 CMU aiis MeTUIIUHCKUX U (hapMalleBTUICCKUX OPTaHU3alNi; - OTBETCTBEHHOCTh
3a MOCTaBKYy, XpaHEHUE M pEeaTN3alhI0 MPENnapaToB BO3JOKUTh Ha KOMMEPYECKOTO AUPEKTOpa
Jlsmxuna FO.T'.

K npukasy npunokeHa HOMEHKJIATypa MpeJiaraéMblX MPenaparoB, BKIIOUYAKOIIAs TOProBOE
HaWMEHOBaHHE, POPMY BBIITYCKA U IICHY.

[Tpoexkt mpuka3za Obul cornacoBaH ¢ (apMaleBTHUYECKUM  YIpaBlieHHeM MHHHCTEepPCTBa
3paBOOXPAHEHUS U COUUAIBHOTO pa3BuTus Pocculickoit @enepanuu.

BAPUAHT Ne 3
Yacts A

BbIOTHUTE TECTOBBIE 3a/1aHUs
1. 3anuch y4eTHBIX JAHHBIX O JOKYMEHTE 10 YCTAHOBJIEHHOH (opme, pukcupyromein paxkr
ero co3/1aHMs, OTHPABJIEHHUS UM MOJIY4YeHusl, - ITO:
1) ohopmiieHne TOKyMEHTOB
2) peructpanus J0KyMEHTOB
3) ucnoaHeHne JOKYMEHTOB
2. Kakoii 3Tan npoxXoauT JOKYMEHT IocJe MpueMa 1 MepBUYHOi 00padoTKu:
1) paccMoTpeHue pyKOBOIUTENEM
2) mpenBapUTEIbHOE PACCMOTPEHHE U paclipeiesieHue paboTHUKOM city:k0b1 [IOY
3) ucnoJiHeHUE
3. Kakoii U3 peKBU3UTOB He YKA3bIBACTCH B PErHCTPALIMOHHBIX opMax:
1) naTa nokymeHnra
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2) pe3omouust

3) rpud yTBepKACHUS
4. YTo M3 nepevyncIeHHOr0 He BKJII0YaeTcs B HOMEHKJIATYPY AeJ:

1) 1OKyMEeHTBI, CO3/JaHHbIE B CAaMOM OpraHu3aluu

2) nepexondiue iena

3) neyatHble U3JaHUA
5. /IBuikeHHe JAOKYMEHTOB B OPraHM3allMM ¢ MOMEHTAa HX CO3JaHUSl WJIM TOJYy4YeHUs 10
3aBeplIeHUs UCTIOJTHEHHS] HJIM OTIPaBJIEHHs — 3TO:

1) nokymeHTHpOBaHUE

2) 1OKyMEHTOBEICHHE

3) IOKYMEHTOOO0OpOT

6. IlpeaBapuTebHOE pAaCCMOTPEHHE NMOCTYNHBIIET0 JOKYMEHTA POBOAUTCS

1) pykoBoauTenem

2) HayanbHUKOM ci1ykO0b1 JIOY

3) pabotuukom ciyx0b1 JIOY
7. HoMeHKJ1aTypa el BKJIYaeT cieayomue rpadui:

1) nHAEKC nenna — 3aroj0BOK Jeia — aBTOP — KOJIMYECTBO €AMHUI] XPAaHEHUSI — CPOK XpaHEHUs
- IpUMeYaHue

2) MHJAEKC Jefla — 3arojoBOK Jejla — KOJWYECTBO €IUHUIl XPAHEHHUS — CPOK XPAHEHUS -
pUMeYaHus

3) 3aroJ0BOK JieJ1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XpaHEHHUS
8. OneHka, HaCKOJIbKO NPAaBHJIbHO, YIAYHO M IOJHO pelleH BOINPOC, NOCTABJICHHbIA B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCHIOJTHEHUS

2) KOHTPOJIb I10 CYIIECTBY

3) Tekymuit KOHTPOJIb
9. Kak HasbIBaeTcsl CTPYKTYpHOe mojapasiesieHue ciay:xk0bl JIOY, koropoe ocyuecTBjisieT
KOHTPOJIb 32 HCIIOJTHEHHEeM JOKYMEHTOB:

1) sxcrienutmst

2) MHCTIEKLIUS IO KOHTPOJIIO

3) xaHuenspus
10. ®opmupoBaHue gej1a — 3TO:

1) rpynnupoBKa UCHOJHEHHBIX JTOKYMEHTOB B JIEJI0 M CHCTEMaTU3alls JOKYMEHTOB BHYTPH
Jena.

2) rpynnupoBKa UCIOJHEHHBIX JTOKYMEHTOB B JI€JIO, CUCTEMAaTH3alMsl JOKYMEHTOB BHYTPH
Jienia 1 HyMepalus JIMCTOB Jefa.

3) BKJIIOUEHHE UCIIOIHEHHBIX JOKYMEHTOB B JOKYMEHTaJIbHBINA (DOHT OpraHU3auu
11. YTo U3 yKa3aHHOI0 HHKe HEe OTHOCHTCH K PerucTPalMOHHbIM opMam:

1) xypHanbHas

2) KHIDKHAs

3) kapTouHas
12. Kakoii U3 nepe4yncaeHHBIX PEKBHU3UTOB BKJIYAETCS B PerucTpanuoHHbIe opmbI:

1) rpu¢ yrBepxaeHus

2) aagpecat

3) BU3a coriacoBaHUs
13. K Bugam cpoOKOBOI0 KOHTPOJIsI OTHOCATCS:

1) Texymuit, npeaynpeauTeabHbINA, HTOrOBbII

2) KOHTPOJIb IO CYLIECTBY, TEKYIIU, UTOTOBBIH

3) Tekymui, BHYTPEHHHA, UTOTOBBIN
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14. Kakmne cBeneHusi He YKa3bIBAalOTCA Ha 00JI0kKe Jeja NpH O0QOpPMJICHHM Jesa JIJsi
nepesayu B apXuB:
1) cpok XxpaHeHHUs1 JOKYMEHTOB Jiena

2) KOJIMYECTBO JIMCTOB B JIelIe

3) KOJIMYECTBO JIUCTOB BHYTPEHHEHN ONUCU
15. B cayuae, korga B pexkBuszute «Pe3zoonus» nopydeHue gaercsi AByM WJIM HECKOJIbKHUM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJISCTCS:

1) nuio, yka3aHHOE B IOPYYEHUU EPBBIM

2) Bce yKa3aHHbIE B IOPYUYEHUU JIMLIA

3) nuuo, yKa3aHHOE B CIMCKE MTOCIEIHUM
16. Odopmienne pe30TIOLUM JONYCKAETCS HA CHENMAJBHBIX OJIaHKaX /IS Pe30JIoLuii,
H3roTaBJMBaeMbIX Ha Oymare popmara:

1) A4

2) AS

3) A6
17. Perncrpanum noajieskar cjaeayromme J0KyMeHTbI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOZSAIIME

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

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJerBaHNe KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHk1aTypa e J0/IKHA BKJIKOYATH CJle1yIOIHe PeKBU3UTHI:

1) HauMeHOBaHHE OpPraHM3allid — HAaUMEHOBAHHUE JOKYMEHTa — JaTa — PErUCTPallMOHHbBIN
HOMEpP — MECTO COCTaBJIEHUsI — 3aroJIOBOK K TEKCTY — TEKCT — IMOAIMUCh — I'pU( YTBEPKACHUS -
rpu¢ cormacoBaHus

2) HAUMCHOBAHUC OpraHv3anuu — HAUMMCHOBAHWEC BHJA JOKYMCEHTa — [OaTa -
pCFI/ICTpaIII/IOHHI)II\/JI HOMEP — MECTO COCTABJICHUSA — 3aroJIOBOK K TCKCTY - TCKCT — NOJANHNCH

3) HAUMCHOBAHUC OpraHnu3anMuu — HAUMMCHOBAHWC BHJAa JOKYMCEHTa — [OaTa -
pCFI/ICTpaIII/IOHHI)II\/JI HOMEpP — MCCTO COCTAaBJICHUSA — 3aroJIOBOK K TEKCTY - TCKCT — MNOAINUCH —
azpecar

20. Kakas u3 onepanuii He NPOBOAUTCS NPHU MOATOTOBKeE e VIS Nepeiaud B APXUB:
1) noAmMBKa JOKYMEHTOB JIeJla B CIIEUAIbHYIO0 00J0XKKY WM TIeperuieT Jiena
2) cocTaBieHUE JIMCTa-3aBEPUTES JIea
3) onpeneneHure Cpoka XpaHEHUs Jiena
21. YkaxxuTe BApUAHT, B KOTOPOM NPABUJIbHO C(PopMYyJIMPOBAHBI 3ar0JIOBKH JIeJ]1:
1)
1. Jleno ¢ nokyMmMeHTaMH OO0 OTKPBITUM CYETOB M COBEPIIEHUH PACUETHBIX OIepaluii,
CoJIepXKalIuX MOJO0KEHHUs, CIIPAaBKH, MMCbMa, KAPTOUKH
2. Jleno ¢ KONUSAMHU MPUKA30B AUPEKTOPA MO KOMIUIEKTOBAHUIO M U3MEHEHUIO JINYHOTO
COCTaBa CTYJEHTOB
3. Jemno, coneprkaiiiee nepenucKy ¢ TpPaHCHOPTHO-3KCIIETUTOPCKUMU KOMITAHUSIMU
4. lleno ¢ mepenuckoil 006 OTKPHITHM (PaKyIbTETOB JIOBY30BCKOW IOATOTOBKH C BY3aMH,
HaxoIAImuMHUCs B T. YeGoKcapsl
5. Hleno, coaeprkaniee MEPENHUCKY C Pa3HOPOAHBIMU OpPraHM3ALMSIMM O INepenadye 31aHui,
MOMEIIEHUH B TOCYJapCTBEHHYIO U MYHUIIUIIAIIBHYIO COOCTBEHHOCTh
6. Jleno ¢ mpukaszaMM TE€HEpPAIbHOIO IHMPEKTOpa IO MPOU3BOACTBEHHBIM BOIIpOCaM 3a
ONpeAeICHHBIN TEPUOJ
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2)

1. JIokyMeHTbI 00 OTKPBITUM CUYETOB U COBEPUICHHH PACUYETHBIX OIepauuid (MOJ0KEHUs,
CIIpaBKH, MHCbMa, KAPTOUKH )

2. Ilpuka3pl AUPEKTOpa MO KOMILJICKTOBAHHIO U MU3MEHEHHIO JTHUYHOTO COCTaBa CTYACHTOB.
Konuu

3. [lepenucka ¢ TpaHCIOPTHO-3KCIEIUTOPCKUMH KOMIIAHUSIMU O TIEPEBO3KE IPY30B

4. Ilepenucka ¢ By3amu T. Yebokcapbl 00 OTKPHITUN (aKyIbTETOB JOBY30BCKOM MOJITOTOBKH

5. Ilepenucka o mepenave 3AaHUN, MOMEIIEHUI B TOCYJapCTBEHHYI0 M MYHHIIMIAIHHYIO
COOCTBEHHOCTb.

6. [Ipuka3zbl TeHEPATIBHOTO JUPEKTOPA MO MPOU3BOACTBEHHBIM Bompocam 3a 2012 rop

3)

1. JokyMeHTbl 00 OTKPBITHHM CYETOB M COBEPLICHHM PACUETHBIX onepanuil (MOoIoKeHus,
CIPaBKH, MMCbMa, KAPTOUYKH)

2. Ilpuka3pl AUpEKTOpa MO KOMILJIEKTOBAHUIO U MU3MEHEHMIO JIMYHOTO COCTAaBa CTYAECHTOB.
Komnun

3. Ilepenucka ¢ TpaHCIIOPTHO-3KCIEAUTOPCKUMH KOMIIAHUSIMU O IIEPEBO3KE IPY30B

4. lleno ¢ mepenuckoil 006 OTKpHITMH (DaKyJIbTETOB JOBY30BCKOW IMOJITOTOBKHM C By3aMH,
HaxosamuMucs B I. YeGokcapbl

5. Jeno, coaep:xaliee NEpenucKy C PasHOPOIHBIMHM OpPraHU3aLUSAMHM O Iepefaye 3/1aHuil,
MOMEIEHUI B TOCYJapCTBEHHYIO U MYHUIIMIIAIIbHYIO COOCTBEHHOCTh

6. Jleno ¢ mpukazamMM TE€HEpaJIbHOIO JUPEKTOpa IO IPOM3BOJICTBEHHBIM BOIpOCaM 3a
ONPEAEIICHHBIN NTEPUOL

22. Ilpogoskure mnpenynoxenue: «/JokymMeHTBI, Yyike BKJIOYEHHbIE B [1€J0, MOIYT
NMOHA/I00UTHCSI pa0OTHUKY opraHu3anuu. B 3ToM ciiydyae oHum MOryT ObITh BBIHYTHI U3 Jejia
TOJIbKO JIMIIOM, OTBETCTBEHHbIM 3a d¢opMupoBanue H XxpaHeHue aejd. Ha ux mecrto
3aKJIAIbIBAETCH. . . )):

1) xkapTa-3amecTuTEIH

2) AUCT-3aBEPUTEND

3) AUCT-3aMeCTUTENh
23. KoHkpeTHbIE CPOKHM XPAHEHHUS JOKYMEHTOB YCTAHABJIMBAKOTCS C IOMOLIBIO:

1) UHCTpYKIHH O JSIONPOU3BOICTBY KOHKPETHOM OpraHU3aIiiuu

2) [lepeuHst TUMOBBIX YIPaBIEHUYECKUX JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO 00ECTICUeHHSI YITPaBICHUS
24. O0Opamenue IBYX WJIM HECKOJbKHX JHIl B NMHUCbMEHHOM BH/E, COJepikallee YacTHBIN
HHTepec, WK o0palleHue, MPUHATOE HA MUTHHIe, COOPAHNH, MOANMCAHHOE OPraHU3aTOPaAMM
WK (M) YYACTHUKAMM MUTHHIa UM COOpaHus, MMelollee 00IeCTBEeHHbIH XapaKTep — 3TO...

1) KonneKTUBHOE OOpaleHne

2) KoIernaabHOe OOpaIrieHmne

3) uHAUBHUIyaJIBHOE OOpaIlleHre
25. B kakuX y4pexIeHHusIX co31aercs o0muii oTaena?

1) Ha rOCYTapCTBEHHBIX TTPEITPUATHIIX

2) B UCTIOJTHUTENIbHBIX OPraHax BIACTU U HCIIOTHUTEIBHBIX CTPYKTYPaX MECTHOTO
caMOyIpaBJIEHUS

3) B MUHHCTEpPCTBAX U BEIOMCTBAX

Yactn B
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3aganue: Omnucarh NOPAJOK NPOBEACHMS NPEIBAPUTEIBLHOIO PACCMOTPEHMSI M paclpeesIeHus
JIOKYMEHTOB.

Yacts C

3aganue:

CocraButh tuceMo OAO «Jlagps» (392559, r. TamOoB, yn. Peunas, 1. 7) B aapec qupekropa
VYyebnoro nentpa «9ton» (392558, r. Tam6oB, yn. Padouas, a. 12/3) Jlamosa B.II. ¢ nmpockboii
BBICTIATh KaJICHAApHbIM IUIaH-rpaduK NpOBENeHHS CceMUHapoB Ha 2-e momyroaume 2011 1. ¢
yKa3aHHUEM YCJIOBUM M pa3MEpoB IUIAThl 32 00ydyeHue mo ciemyromum kypcam: 1. CoBpeMeHHbIN
MapkeTHHr. 2. TexHonoruu npogax. 3. Pexinamuble TeXHONOTHU. 4. YHpaBieHHE IEPCOHATIOM. 5.
HckyceTBo nemoBoro obmenus. 6. KagpoBoe nenonpousBoactso. 7. UHTEpHET 1 yrpaBiIeHHS.

[Tucemo moanucano 3amectutenem aupekropa no nepcoHairy OAO «Jlaabs» OpnossiM I1.P.

Henocratomiue naHHbie yKazaTh CaMOCTOSITENBHO.

BAPUAHT Ne 4

Yacrs A
BBINOTHUTE TECTOBBIC 3a/1aHUS
1. llpeanoxenne — 3T0:

1) oOpamienue TrpaxJaHWHA, HAIMPaBICHHOE HA COBEPILEHCTBOBAHUE pPabOTHI OPraHoB
BJIACTU WM YIPABJICHUS, PELLIEHUE BAXKHBIX BOMPOCOB SKOHOMHYECKOM, MOJUTHYECKOM, COLUAIbHO-
KYJIBTYPHOH M JIpYyrux cdep UX NeATENbHOCTH, TNIe MpeJiararoTcsl MYTH M CIOCOOBI PEleHUs
3aTPOHYTHIX MPOOIEM

2) obpaieHue rpaxJaHWHa 10 MOBOJY pealu3allui MPUHAMISKAIIUX €My JIMYHBIX MpaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIX Konctutyuueir P®, ¢enepanbHbIMU 3aKOHaMH, He
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIPAB U HHTEPECOB

3) oOpameHue TpakJaHMHA O BOCCTAHOBJIEHUM €r0 TIpaB WM 3aKOHHBIX HWHTEPECOB,
HapyLIEHHbIX JEHCTBUSAMU MU O€31eHCTBUSAMHM OPraHOB TOCYAApCTBEHHOM BIIACTH U MECTHOTO
CaMOYIpaBJIeHUS, X JOHDKHOCTHBIMU U BBIOOPHBIMH JIMLIAMH, PYKOBOJIUTENSIMU OpraHU3aluil U
00I11eCTBEHHBIX 00bEIMHEHUH
2. Kakue u3 mnepe4mc/jieHHbIX AOKYMEHTOB 00f3aTe/JIbHO IepeJaloTcsl HAa paccMOTpeHue
PYKOBOJUTEIIO:

1) nOKyMeHTBI, Hoay4YeHHbIe U3 agmMuHucTpanuu [Ipesnnenta

2) TOKyMEHTHI, aIJpeCOBaHHbIE B CTPYKTYPHBIE MOJIpa3/ieIeHUs

3) IOKYMEHTBI, COJIepIKAITUE TEKYIIYI0 HHPOPMAITHIO
3. Kora rpaxJaHiH X04eT peain30BaTh CBOM KOHCTUTYIIMOHHBIE ITpaBa U CBOOO/IbI, OH IHIIET:

1) npennoxenue

2) NUucbMO

3) 3asiBICHUE
4. Kak HyMepyeTcsi JOKYMEHT, CJIOKEHHBIH M0I10JIaM M MOJIIMTHIH 32 CepeAnHy:

1) KaKk OMH JTUCT

2) Kak JBa JuCTa

3) KaK yeTbIpe JTUCTa
5. CucreMaTH3MPOBAHHBIN NepeYeHb HAUMEHOBAHUM [eJI, 3aBeJCHHbIX B OPraHM3allHH, C
yKa3aHHeM CPOKOB MX XpaHeHHUsI, 0pOPMJIEHHBbIH B YCTAHOBJIEHHOM MOPS/IKe, - 3TO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEeHKJIaTypa e
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6. Kakue sTanbl 00padoTKu NPOXOAUT BXOASIIIMIA JOKYMEHT:

1) mpuem u nepBuuYHas oOpabOTKa — IMpeIBapUTEIbHOE PACCMOTPEHHE — PErHCTpaLus —
paccMOTpEHHE PYKOBOAUTEIIEM — UCIIOJHEHUE — HAIIPABJIEHUE B JIEJI0

2) mpueM U mepBUYHAs 00pabOTKa — NpeABAPUTEIBHOE PACCMOTPEHHE — PETUCTpaLMs —
paccMOTpEHHE PYKOBOAMTEIIEM — II€peiada Ha UCIIOJIHEHUE — UCIIOJIHEHUE — KOHTPOJIb UCIIOIHEHUS
— HaIlpaBJIEeHHE UCIIOJIHEHHOTO JOKYMEHTA B JIEJI0 UJIM OTIpaBKa

3) cocraBneHHE MPOEKTa — COTJIACOBaHME — O(POPMIICHHE — MOJMUCAHUE — PErHCTpalus —
OTIIpaBKa
7. O0beM 10KYyMEHT0000pOTa — 3TO:

1) oO1iee KOIMYECTBO MOCTYNUBLIMX B OPraHU3aLMIO JOKYMEHTOB 33 OIPEJIEIEHHBIN TEPUOJL
BpPEMEHU

2) ofuee KOIMYECTBO CO3JAHHBIX OpraHu3alMedl JTOKYMEHTOB 3a ONPEIENICHHbIN Mepuon
BPEMEHU

3) oO1iee KOJIMYECTBO BXOJAIIMX, UCXOISAIMX U BHYTPEHHHMX JOKYMEHTOB OpraHU3alluM 3a
OIPEIETICHHBIN NIEPUO] BPEMEHHU
8. PexBu3uT «OTMETKa 0 MOCTYIVICHHH JOKYMEHTAa B OPraHHU3aLMI0» BKJIOYAET CJeAyHolme
3J1eMEHTbI:

1) HauMeHOBaHME MOCTYNUBIIETO JOKYMEHTAa, €ro pPEerucCTpallMOHHBIE HOMEpP U BpeMs
NOCTYIICHUS

2) COKpallleHHOE HauMEHOBaHHE OpraHU3alllM, MOJIY4YMBIIEH HOKYMEHT, BXOJIALIMNA HOMED,
JIaTy NOCTYIICHUS

3) HaMMEHOBAaHWE OpraHU3allMM, I[OJyYUBIIEH JOKYMEHT, DPErMCTPALlMOHHBIM HOMep
JIOKYMEHTA U J1aTy JOKyMEHTa
9. Kakoii 13 TepMHHOB He PEKOMEHAYIOT MCII0JIb30BaTh NPH (opMyIMPOBKe 3ar0JI0BKOB JIeJI:

1) neno

2) TOKYMEHTBI

3) pa3Hble MaTepHaIIbI
10. Kakme wu3 mnepevyucCJIeHHbIX HHKE€ [JOKYMEHTOB H€ OTHOCATCHA K BXOAALIEMY
JOKYMEHTOIIOTOKY:

1) TOKyMEHTBI OT BBILIECTOSIIIUX OPraHU3aIUi

2) opraHu3alMOHHBIE TOKYMEHTBI

3) TOKYMEHTHI OT MOABEIOMCTBEHHBIX OpraHU3aLUi
11. OcHOBHO¥ NPUHIUII PErHCTPALMH:

1) AByKpaTHOCTh

2) MHOTOKPaTHOCTh

3) OAHOKPAaTHOCTh
12. Kakoro u3 npuHUuNoOB (popMHPOBaHUs /ie]l He CyLeCTByeT:

1) BonpocHO-ornuecKnii

2) cuCTeMaTHYeCKui

3) andaBUTHBIHA
13. Kak Ha3bIBaeTcsl CHCTEMa PEerMcTPaluM, eCJIM JOKYMEHTbl PErHCTPUPYIOTCS B MeCTax MX
co31aHNs (CTPYKTYPHBIX OAPA3AeJIeHUSX):

1) neneHnTpasn3oBaHHAs

2) cMelaHHas

3) neHTpanu30BaHHAS
14. 151 BOCCTAaHOBJICHHUS WIN 3AIIUTHI CBOUX HAPYILIEHHBIX IPaB, CBOOOI MJIM 3aKOHHBIX HHTEPECOB
rpaXXAaHUH JOJKEH 00paTUTHCSI B COOTBETCTBYIOLINE OPraHbl C:

1) 3asBneHuEM

2) xkano0oit

3) npeteH3ueit
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15. OdunmanbHblii JOKYMEHT, He BBIXOASINMII 3a mpeaeJbl MOATOTOBHBIICH ero
OpraHu3anmu, - 3To:

1) BHyTpeHHUI 1OKYMEHT

2) BXOISIINI TOKYMEHT

3) ucxopsuuii JOKYMEHT
16. O0pamenne rpaxjaaHnHa, NOCTyNHMBIIEE OT OJJTHOI0 U TOTO Ke JIMIA M0 OTHOMY U TOMY Ke
BOIIPOCY, €CJIM CO BpPeMeHH MOJa4YH NepBOro oOpalieHusi UCTeK CPOK, YCTAHOBJICHHBIN 1JIsl
paccMOTpeHusl, WM 3asiBUTeJIb He Y/10BJIeTBOPEH JaHHBIM eMy OTBETOM, HA3bIBAETCS:

1) BTOpu4yHBIM

2) MOBTOPHBIM

3) MOBTOPSIFOLTUMCS
17. Cpox UCIIOJITHEHUS NMOCTYNMBIIEr0 JOKYMEHTA HCHHUCJISIETCS

1) B KaneHapHbIX JAHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJUTEIEM OpraHU3alun

2) B pabouuX JHAX C IaThl MOCTYIICHUS JOKYMEHTA B OPraHU3alIHIO

3) B KaJleHIapHbIX JIHAX C JaThl IOCTYIUIEHUS JOKYMEHTA B OPraHU3aLUIo
18. OOecneyeHne CBOCBPEMEHHOI0 M KAa4YeCTBEHHOI'0 HCIOJHEHUS NMOPY4YEeHUIl M pelIeHUus
BOIIPOCOB, IOCTABJIEHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCIIOJTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS IOKYMEHTOB
19. HomenkJiaTypa aej, KOTOpasi yCTAHABJIUBAaeT NPUMEPHBIH COCTAB JieJ1 AJIsl OpraHu3alui,
OJIHOPOJIHBIX N0 XapPaKTepy esITeIbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpPe, HA3bIBAETCSI:

1) uHIUBHUIYATBHOM

2) TUTIOBOM

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

1) NOKyMEHTBI, 3aTparuBalOIle€ HWHTEPEChl ONPEJECIIEHHOTO JHUIla U COCTaBJICHHbBIE B
MPOU3BOJIBHON (hopme

2) TOKYMEHTbI, COCTaBJICHHbIE IOPUANUYECKUMU U (PU3NYECKUMU JIMIIAMU U O(OpMIIEHHBIE B
YCTaHOBJIEHHOM IOPSJKE

3) IOKYMEHTBI, COJIepKaIIUe 00s3aTeIbHBIC K UCTIOJTHEHUIO YKa3aHUs
21. YkaxuTe BApDHAHT MHCbMA, B KOTOPOM NPABHJILHO PACCTABJICHBI CIy’KeOHbIE OTMETKH

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

Van. Jlecnas, 1. 45, xa6. 3, r. Actpaxans, 414000, 3A0 «Crapt»

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

OKTIO 2345678234, OI'PH 9870654321, 25.09.2010

WHH/KIIIT 123456789/9876543210
23.09.2011 Ne 234/03-11
006 yuacTuu B KOH(pEepeHIUN
[Tpocum pazpemnTh Hamleld OpraHU3aluu NPUHATH Y4acTHe B KOH(EpEeHIINH, TOCBAIICHHON
BOITPOCAM COKPAIIIEHUS TOKYMEHT0000poTa, KoTopas coctoutcs 20.12.2010.

B CJIy4dac IMOJIOKUTCIBbHOI'O OTBCTA, TPOCUM COO6H_II/ITL YCJIOBHA Y4aCTHA B KOH(I)CpeHI_II/II/I.

I'enepanbHbBIN TUPEKTOP M.K. IletpoB
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CemenoBoii B.1. I1.0. Opemikuna
[ToaroTOBUTH MPOEKT 45-67-68
IUCbMa-0TBETa 00 YCIOBUSIX

y4acTus B KOH(pEpEeHIINN

K 27.09.2010
25.09.2010
B neno Ne 02-01
27.09.2010
2)
3aKkphITOE AaKIIMOHEPHOE 0OIIECTBO «AJIMa3» Hupexropy 3A0 «Crapm»
(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,
WHH/KIIIT 123456789/9876543210 B neno Ne 02-01
27.09.2010
23.09.2012 Ne 234/03-11 I1.0. Opemikuna
45-67-68
06 yuactuu B KOH(EpeHIINH

[Tpocum pa3pemuTh Halield OpraHW3aluyd MPUHATH Y9acTHEe B KOH(EpPEeHIINH, TOCBAIICHHON
BOIIPOCaM COKpAIIeHUs JOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.

B cnyuae nonoXuTenbHOro 0TBeTa, MPOCUM COOOIIUTD YCIIOBUS YUaCTHs B KOH(PEPEHIUH.
I'enepanbHbIl IUPEKTOP M.K. IlerpoB
3A0 «Crap»

Bx. Ne 231
25.09.2010
CemenoBoii B.1.
[ToaroroBuTh NpOEKT
MUChbMAa-0TBETA 00 YCIOBHX
y4dacTusi B KOHpEpeHInn
k 27.09.2010
25.09.2010
3)
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, Cemenonoii B.1.
WHH/KIIIT 123456789/9876543210 [ToaroToBUTH MPOEKT
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MUChbMA-0TBETA 00 YCIOBHIX
y4acTusi B KOHPEpeHIUn
k 27.09.2010
25.09.2010
23.09.2013 Ne 234/03-11
006 yuacTuu B KOH(pEpEHIUN
[Ipocum pa3pemuTh Halleld OpraHuW3aluyd MPUHATH Y4acTHEe B KOH(EepeHLNH, TMOCBAIICHHON
BOIIPOCAM COKpAIIEHUs IOKYMEHT0000poTa, KoTopas coctoutcs 20.12.2010.
B ciydae monoxuTenbHOro 0TBeTa, MPOCUM COOOIIUTE YCIIOBHS Y9aCTHs B KOH(EPEHIHH.

I'enepanbHBI AUPEKTOP 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. IIponosxkure npenjoxenue: «Ilocie 3aBepuieHus: 1e10NPON3BOACTBEHHOI0 Ioa Bbllaya
OT/eJbHBIX JOKYMEHTOB U3 Jeja He jaomyckaercs. IIpm HeoOxoaumocTm BO BpeMeHHOe
N0Jb30BaHUEe MOKeT ObITh BbIIAaHO [Jeji0 neaunkoM. Ha Mecte BbIZaHHOrO JeJia
NMOMELIAeTCH. .. »:

1) nuct-3aMecTUTENH

2) 3aBepeHHas Komus

3) KapTa-3aMeCTHTEIb
23. PacnopsiauTesbHBIC JOKYMEHTbI (IIPHKAa3bl, PACHOPSKEHUS] M JpP.) PACHOJIaralTcs B
aese:

1) B mocne0BaTeNbHOCTH, OTPAXKAIOIIEH X0 pacCMOTPEHHUs BOIIpoca

2) 0 XpOHOJIOTUH U MOPSIIKY HOMEPOB

3) B andaBUTHOM MOpsIKE
24. TlpaBuja, B COOTBETCTBMH € KOTOPHIMHM TPOMCXOIMUT [BH:KEHHE [OKYMEHTOB B
Y4pe:xKIeHUH — ITO...

1) opranusarius 1eJI0MpoOr3BOJICTBA

2) opranu3anus JOKyMEHTAllMOHHOTO 00eceueHHs

3) opranuzanus J10KyMeHTO000poTa
25. C 4ero HauMHaeTCs UCNOJHEHHE JOKyMeHTa?

1) co cbopa uHPOpPMAIIIH TIO BOIIPOCY

2) c coBelaHusl B KAOMHETE Y PYKOBOAUTEIS

3) ¢ u3naHus mprka3a 00 UCTIOTHEHUHU JOKYMEHTA

Yactr B
3apanme: Onucath NpoLENypy PACCMOTPEHHUS TOKYMEHTOB PYKOBOIUTEIEM OPraHU3alluH.

Yacts C
3aganue:
COCTaBI/ITB cnpaBKy 110 CJ'IGI[YIOH_II/IM JAHHBIM.
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YuebHO-MeTonuyeckoe oObenuHeHne By30B P® mo oOpazoBaHHIO B 0OJIACTH HCTOPUKO-
apXMBOBEJEHUS 3alpOCHIO0 Y MOCKOBCKOIO TIOCYyJapCTBEHHOI'O YHMBEpPCHTETa KYIbTYphl U
UCKYCCTB CBEJICHHS O HAJIMYMU U MCIOJIBb30BaHUU KOMITBIOTEPOB B Y4eOHbIX Hemsix B 20 /20
y4eOHOM TOTy.

B nuceme YMO npocuiio npucnarh CBEAEHUS: KOJUYECTBO KOMIIBIOTEPOB, UCIIOJIb3YEMBIX B
y4eOHBIX LEJIAX; KOJIMYECTBO KOMIBIOTEPHBIX KJIACCOB; KOJIMUYECTBO YYEOHBIX 4acOB, OTBEJECHHBIX
Ha YydeOHBbIE TNPOrpaMMbl MO KypcaM; KOJIMYECTBO CTYJCHTOB, OOYdYalOUIMXCS Ha OCHOBE
KOMITbIOTEPHBIX IPOTPAMM.

CrpaBka mOJNKMCaHAa MNPOPEKTOPOM IO y4yeOHOW paboTe, 3aBU3UpOBaHA 3aB. Yy4eOHO-
meroauuyeckum otaenoM Cepreesoit JI.IO. u nmpenonaBatenemM AMCHUIUINHBL «J{OKyMEHTOBEACHHUE»
Mansnueson M.H.

BAPHUAHT Ne 5

Yacts A
BBIHOJIHHTB TECTOBBIC 3aJaHUA.

1. Kak Hymepyercs jquct j1000ro popmarta, NOAMMTHIA 32 OMH KPaid, 1a’ke eCJIU OH CJI0KeH:

1) KaK OJIMH JTUCT

2) KaK J1Ba JHUCTa

3) KaK TpH JIMcTa
2. Perucrpanus — 3r1o:

1) mpucBoeHue TOKYMEHTY HU(PPOBOTO MM OYKBEHHO-IIU(GPOBOr0 0003HAUCHUS

2) 3anuch HHGOPMAIINU HA PA3IMYHBIX HOCUTENSNX M0 YCTAaHOBJICHHBIM ITPaBHIIaM

3) 3amuCh y4YETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOH (hopMme, pUKCHpyoLEe GakT
€ro CO3/1aHHus, OTIIPABKU WJIH MOTYYEHHUS
3. Ecnu rpaklaHuH X04eT BbICKA3aTh CBOM PEKOMEHIALINH 110 YIYULIEHUIO AEATEIbHOCTU
rocyiapcTBa, TO OH JOJKEH COCTaBUTh:

1) sxanody

2) mpeioxKeHe

3) cnyxeOHyI0 3aIuCcKy
4. Kak Ha3bIBaeTcsi CTPYKTYpPHoe mnoapasjaeienue ciay:xkobl 1OV, koropoe ocymiecTBJsieT
padoTy ¢ oOpalIeHNSIMU I'PAKIAH:

1) oTaen xanod U MpeIoKeHUM

2) OoTAeN 1O KOHTPOJIIO 33 UCTIOJTHEHUEM JOKYMEHTOB

3) sKkcrieAuIHs
5. HomeHK/1aTypa Aej1, KOTOpas cOCTaBJsAeTcs AJIsA OpraHu3auuii, OAHOPOIHBIX M0 XapaKTepy
AeATeJJbHOCTH M CTPYKTYpe, YCTAHABJIMBAET /Ui HHUX THIIOBOHl COCTaB [eJl, €eJUHYI0
HH/ICKCALlMIO ITHX /e, - HA3bIBaeTCs:

1) npumepHoii

2) TUNIOBOM

3) UHAUBUTYATIEHOU
6. ApXHMBHBIH CHPABOYHUK, COJCP/KAINMI CHCTEMATH3MPOBAHHbIN INepeYeHb eIMHHUIL
XpaHeHus (xexa), - 3T0:

1) HomeHKI1aTypa Jen

2) onuch nen

3) BHYTpEHHSS ONUCH JOKYMEHTOB €N
7. JIokyMeHTa CUMTAeTCsl MCIOJTHEHHbIM, €CJIN:

1) KOppecIOHEHTY AaH OTBET
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2) TOKYMEHT UCIOJIHEH B HA3HAYEHHBIN CPOK

3) mocraBieHHbBIE B JOKYMEHTE BOIIPOCHI PEIICHBI 110 CYHIECTBY, KOPPECHIOHIEHTY AaH OTBET
8. HomenkaTypa /es1 cocTaBJjisieTcs €O cjeayoueil nepuoAu4HOCTbI0

1) onuH pa3 B Tpu rojaa

2) ¢ IepUOANYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3anueil

3) eXeroaHo
9. O0pauenne rpaxIaHuHa, M0JaBaeMoe B MMCbMEHHOI (popMe ¢ MPOCLOOi 0 MPU3HAHUM 32
HHMM OIIpe/leIeHHOI0 CTaTyca, NpaB, FTApaHTHii U JbIOT ¢ MPeA0CTABJIEHHEM JOKYMEHTOB, UX
NOATBEPKAAIOIIHUX, - ITO:

1) 3asBneHUe

2) X0/1aTaiiCTBO

3) xanoba
10. Tonmmua KazKI0r0 A€Jia He J0JIKHA MPEeBbINATD:

1) 50-60 mm

2) 20-30 mm

3) 30-40 mm
11. JokymMeHTO00OPOT — 3TO:

1) KonmM4YecTBO JOKYMEHTOB, TIOCTYNHUBIIMX B OPraHU3alldi0 M CO3JAHHBIX €I 34
ONPEAEIIEHHBIN NTEPUOJ

2) IOBUKEHHE TOKYMEHTOB B OpraHU3alldd C MOMEHTa UX CO3JIaHUS WIHM TOJY4YEHHUS [0
3aBEPIICHHS UCTIOJIHEHUS U OTIIPABIICHUS

3) opranuzanus paboThI C JOKYMEHTaMH B YUPEXKICHUU
12. Kak Ha3biBaeTcsi CTPYKTYpHOe MoJpa3/ieieHHe, KOTOpoe pemaer MpodJaeMbl
JAOKYMEHTAIMOHHOT0 00ecrieyeHHs YIIPaBJIeHUs B OPraHU3alMu:

1) cmyx06a JIOY

2) Oyxrantepus

3) oTaen KaapoB
13. 7Kanob6a — 3To:

1) oOpamienue rpax/iaHnHa, HallPaBJIEHHOE HA COBEPILIEHCTBOBaHHE PabOTHI OPraHOB BIACTH
W yOpaBJi€HUs, pPEHIEHHWE BaXXKHBIX BOMPOCOB HSKOHOMHYECKOM, MOJUTUYECKOH, COLUAIBHO-
KYJIbTYpHOU W JApyrux cdep uX NeATEIbHOCTH, T/I€ MPEeJIaraloTcs MyTH U CIOCOOBI pelieHus
3aTPOHYTHIX MPOOIEM

2) oOparieHue rpaxkJaHWHA MO TOBOJY peAM3alluyd MPUHAIICKANINX €My JTUYHBIX TPaB U
3aKOHHBIX MHTEpecoB, 3akperieHHbIX Konctutynueir PO, ¢enepanbHbIMU 3aKOHAMU, HE
CBSI3aHHBIX C HAPYIIIEHUEM ATUX TIPAB U HHTEPECOB

3) oOpaimieHue TrpakJaHWHA O BOCCTAHOBIEHWM €ro MpaB WU 3aKOHHBIX HWHTEPECOB,
HapYIIEHHBIX JEHCTBUSIMH WU O€37CHCTBUAMH OPraHOB TOCYJAPCTBEHHOW BIACTH M MECTHOTO
CaMOYIpaBIIeHUs, UX JOHKHOCTHBIMUA W BBIOOPHBIMH JIMIIAMH, PYKOBOJIUTEISIMA OpPraHU3alUNd U
OOLIECTBEHHBIX 00bETUHEHH
14. Kak Ha3bIBaeTCsl CHCTEMA PeruCTPALMU, €CJIM 0JHA YACTh JOKYMEHTOB PerHCTPUPYeETCH B
cay:xoe JOY, a npyrasi 4acTb — B CTPYKTYPHBIX NOAPAa3AeJIeHUsIX:

1) uenTpanu3zoBaHHas

2) cMenIaHHas

3) neueHTpalu30BaHHAs
15. lokyMeHT, IOCTYNIUBIINH B YUpeKIAEHHE, - ITO:

1) ucxoasimnii TOKyMEHT

2) BXOJSAUINH TOKYyMEHT

3) BHyTpEHHHI TOKYMEHT
16. IIpu ¢popmMupOBAHUM MCIOJHEHHBIX JOKYMEHTOB B [1eJ1a B OPraHM3alHUAX Ha 00JI0KKY
KaKI0r0 Je/1a BBIHOCATCS CJIeAYIoNIue CBeeHNs:
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1) HaumMeHOBaHME OpraHU3allud — MHJEKC Jella — 3arojJloBOK Jejla — Jara Jella — CpPOK
XPaHEHMs U CTaThs 110 MEPEUHIO - IPUMEYaHue
2) HaUMEHOBAHME OpraHM3allMM - MHJEKC JeJa — 3aroJloBOK Jejla — Jara Jeja — CpPOK
XpaHEeHMs 10 NEPEYHIO — ApXUBHBIA MM (P
3) HaMMEHOBaHUE OPraHM3alMM — HAUMEHOBAHUE CTPYKTYPHOI'O MOJPA3/AEICHUS — HUHIEKC
Jiesia — 3aroJIOBOK JIeJla — CPOK XPAHEHHUsI 110 NIEPEUHI0
17. MakcuMaJIbHBIH CPOK MCIOJTHEHHS 00paleHHii TPaKIaH COCTaBJIsAeT:
1) 70 nuewt
2) 60 gueit
3) 40 nuent
18. HomenkiaTypa aes1 opraHu3anmm:
1) sBisieTCs 00sI3aTENBHBIM JOKYMEHTOM TOJIBKO JIJIsl TOCYIapCTBEHHBIX OpraHU3alui
2) pa3pabaTbIBaeTCs 10 YCMOTPEHUIO OPraHU3aI|U
3) sBisieTcst 00s3aTeNbHBIM JOKYMEHTOM ISl BCEX OpraHu3anui
19. YUto M3 nepevncIeHHOI0 He MOXKeT CJIYKUTh Ha3BaHUSIMU Pa3/1eI0B B HOMEHKJIAType JieJ1:
1) HaMMEeHOBaHUS CTPYKTYPHBIX MO/Ipa3AeIeHU
2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aI|U
3) HauMEeHOBaHUs OpraHu3aluii
20. OmnpenesieHne MOJUTHYECKOH, IKOHOMHYECKOH, COUMAIBLHO-KYJIbTYPHOH, NMPAKTHYeCKOM
LHEHHOCTH JOKYMEHTOB /ISl MOCJeyIOIero X XpaHeH!sl U UCNOJIb30BaHUSI WM 11 0T00pa
HA YHUYTOKEHHeE, - ITO:
1) axcniepTH3a JesITeIbHOCTH OpraHUu3aluu
2) sKcrnepTHu3a NEHHOCTH IOKYMEHTOB
3) sKcnepTr3a JOKYMEHTAIMOHHOMN 1eATeIbHOCTH
21. YkaxuTe BAPHAHT, B KOTOPOM NPAaBUJIbHO C()OPMYJIMPOBAHBI 3aTr0JI0BKH JIeJI:
1)
1. IIporokoibl 3acenanuit neparorudeckoro coseta 3a 2012/2013 yueOHblii roa
2. [1nanel paboT CTPYKTYpPHBIX Nofpazaenenuit Ha 2013 rox
3. JIOKyMEeHThI, MOATOTOBJIEHHBIE IO 33JaHMI0 OPTaHOB TOCYIAPCTBEHHOTO YIPABIIECHUS
(cripaBKH, 0030pbI, aHHOTAIMH U JIP.)
4. JIOKyMeHTBI, MpeACTaBisieMble B CyJIeOHbIE U CIEICTBEHHbIE OPTaHbl M0 YTOJIOBHBIM U
IpaXXJIaHCKUM JiesiaM (aKThl, JOKJIa/{HbIE 3aITUCKH, CIIPAaBKU, XapaKTEPUCTUKN)
5. Homenkumarypa nen Ha 2013 ron
6. [Tnan pabotsl komnemxka Ha 2012/2013 yueOHbI# TO.
7. Otuet o pabote kouiemka 3a 2012/2013 yueOHbI roa
2)
1. JlokyMeHTBI, NpeAcTaBsieMble B CyJeOHbIE U CIIEJCTBEHHbIE OPTraHbl 10 YTOJIOBHBIM U
IpaXXJIaHCKUM JiesiaM (aKThl, JOKJIaHbIe 3aITUCKH, CIIPABKH, XapaKTEePUCTUKH)
2 Homenknatypa aen Ha 2013 rog
3. Ilnan paGotsl kosemka Ha 2012/2013 yuebnsblii rof.
4. Otuer o pabote komnemka 3a 2012/2013 yueOHbIH ro1a
5. Jleno ¢ mpoTOKOJIaMu 3acelaHHi MeAaroruueckoro CoBeTa 3a yueOHbIi 1o
6. Jleno ¢ rutanaMu paOOT CTPYKTYPHBIX MOApPa3/IeIeHUN
7. Jleno ¢ QOKyMEHTaMH, IMOATOTOBIEHHBIMU [0 3a/JlaHHUI0 OPraHOB T'OCYJapCTBEHHOIO
yIpaBiIeHUs, K KOTOPHIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTAI[UH U JIp.
3)
1. [leno ¢ mpoToKOIaMH 3acelaHui MeIaroTHYECKOro COBETa 3a YUYEOHBIN TOT
2. leno ¢ miaaHaMu paboT CTPYKTYPHBIX MOJIpa3/ieeHuit
3. Jleno ¢ OOKyMeHTaMH, IMOATOTOBJICHHBIMU M0 3a/IaHHUI0 OPraHOB TOCYJAapCTBEHHOTO
yIpaBJIeHUs], K KOTOPBIM OTHOCSTCS CIIPaBKH, 0030pbl, aHHOTAIMU U JIP.
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4. AKTBI, TOKJIQIHbIE 3aIMCKH, CIIPABKU, XaPAKTEPUCTUKH, TIPEICTABISIEMbIE B CyAcOHbIC U
CJIEICTBEHHBIEC OPTaHbI M0 YTOJIOBHBIM U I'PaXkIaHCKHUM JIeJIaM
5. deno ¢ HoMeHKIaTypo# Aein 3a ssuBapb 2013 rona
6. [leno ¢ mianoM paboTHI KOJUIEKA
7. lemo ¢ oTuyeToM 0 paboTe KoJUIemKa
22. BcraBbTe nmponyumeHHble ¢10Ba: «B KOHUE roja B HOMEHKJIATYpe el 3al0JHAeTCs ...0
KaTeropusix U KOJIUYecTBE 3aBe/IeHHBIX U BKJIIOYEHHbIX B HOMEHKJIATYPY JeD):
1) 3aBepuTeNbHAS HAAMKCDH
2) utoroBasi 3aIucCh
3) BHYTpPEHHSIS OINUCH
23. O0paueHus IpaskaaH PacmoJiaralTcs B Aesax:
1) B HyMepaIMOHHOM HOPSAKE
2) B andaBUTHOM MOPSIKE
3) B BOPOCHO-JIOTMYECKOH MOCIEeI0BATEIbHOCTH
24. Kakoii rpynmnsl JOKYMEHTOB He CylLeCTBYeT NOocJ/ie UX NMpeJIBaApUTeIbHOr0 PpacCMOTPEeHHUs
COTPYIHHUKOM cay:xk0b1 IOY:
1) TOKyMEHTBI, TOJICIKAINE PETUCTPALIUN
2) IOKYMEHTBI, HalpaBJisieMble Ha PACCMOTPEHUE PYKOBOAUTEIIO
3) JOKyMEHTBI, HarpaBJsieMble HA KOHTPOJIb
4) TOKYMEHTBI, HE TIOJJIeKAIINE PETUCTPALIUN
25. Korga npoucxoauT cHSITHE IOKYMEHTA ¢ KOHTPOJisi?
1) B KOHIIE KaJIEeHJaPHOTO ToAa
2) TOJIBKO IOCJIE MOJTHOTO UCIIOIHEHUSI TIOKYMEHTa
3) 1O pelIeHUI0 UCTIOTHUTENS

Yacts B
3apanme: Onucath NpoLenypy UCIOIHEHHUS JOKYMEHTOB.
Yacts C

3aganue:

CocTaBuTh Ciy’ke0HOE MUCHMO 10 CIEAYIOLUM JIaHHBIM.

HavanpHuk muaHoBo-skoHOMuYeckoro ympasieHus OAO «M3omut» Epemees M.M. moarorosun
IIPOEKT MHUChbMa B aJpec JAeKaHa SKOHOMHUYECKOro (akyybrera ['ocyaapcTBEHHOr0 yHUBEpCHUTETA
ynpasnenus ['aBpunosoii C.C. ¢ mpocs00il peKOMEH10BaTh CIIEUAIMCTOB U3 YHCIIA BBITYCKHUKOB
BEUEPHEro0 M 3a04YHOIO OTHEJIICHUN (aKyJbTeTa IOCIEIHUX JET, HUMEIOIIUX HEKOTOPBIM OINbIT
paboThl B 00JaCTH SKOHOMHUKH TNPOMBIIUIEHHBIX NPEANPUATHHA, HA JODKHOCTH SKOHOMHUCTOB U
CTapUIMX SKOHOMHCTOB.

B nuceMe Taxke CKa3aHO, YTO IPETEHJEHTAM HA BaKaHTHBIE JIOJDKHOCTH IOATOTOBUTH
pestoMme W mpucinate ux 1o (akcy B ampec OAQO. KemarenbHO Takke TNPEICTABHUTH
pEeKOMeH 1aTeNIbHbIE TUChbMa C MTOCIEHUX MECT padOoThI.

ABTOp mHCbMa BBIpa3uil HAAEKAY, YTO YHHUBEPCUTET MPOpadbOTaeT BOMPOC 00 OpraHU3aluu
IPOM3BOJICTBEHHOIN NMPAKTUKU CTYJEHTOB SKOHOMHYECKOro ¢akynsrera B OAO ¢ mocienyronum
UX TPYAOYCTPOHCTBOM.

[Tucbmo ObLTO 3aBU3MPOBAHO HAaYaIBLHUKOM KajpoBoi ciyxk0b1 OAO JlaBoukunoit JI.U. u
noanucano 3amectutenem aupekropa OAO «M3omut» Yepnossim B.JI.
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BAPHUAHT Ne 6

Yacrs A

BbINonHUTE TECTOBBIE 3a/1aHUSL.
1. 3asBienue — 3T10:

1) oOpateHue rpakaaHrnHa, HalpaBIEHHOE Ha COBEPIICHCTBOBAHUE PA0OTHI OPraHOB BIACTH
U YIPaBICHUS, PELIEHHE BaXKHBIX BOIPOCOB SKOHOMHYECKOM, IOJUTHYECKOM, COLMAIbHO-
KyJbTYpHOH M ApYrux cdep HUX IEATEeIbHOCTH, TAE NPEJIaratoTcsi IyTH W CIIOCOObI peIleHHs
3aTPOHYTHIX MPOOIEM

2) obOpaieHue rpaxJaHWHa 10 MOBOJY pealu3alid MPUHAAISKAIUX €My JIMYHBIX MpaB U
3aKOHHBIX MHTEPECcOB, 3akperieHHbIX Konctutynmein P®, ¢enepanbHbIMU 3aKOHAMH, HE
CBSI3aHHBIX C HAPYLIEHUEM 3TUX IIPaB U UHTEPECOB

3) oOpaiieHue TrpaxJaHWHA O BOCCTAaHOBJIEHUU €ro IpaB WM 3aKOHHBIX HHTEPECOB,
HapyLIEHHbIX JEHCTBUAMU WM O€31eHCTBUSAMM OPraHOB TOCYAApCTBEHHOM BJIACTH U MECTHOTO
CaMOYIPAaBJIEHUS, UX JODKHOCTHBIMU U BBIOOPHBIMH JIMLIAMHU, PYKOBOJUTEISIMU OpPraHu3aluil U
00IeCTBEHHBIX 00bEIUHEHUI
2. Kakoii 3Tan npoxoAuT JOKYMeHT 10cJie IpUeMa U NepBUYHOI 00padoTKm:

1) paccMoTpeHue pyKoBOIUTENEM

2) mpeABapUTEIBHOE PACCMOTPEHHUE U pacmpereneHrne paboTHUKOM ciayxk0b1 JIOY

3) ucroHEHUE
3. I'pynnupoBKa MCNOJHEHHBIX JOKYMEHTOB B /1eJ10 B COOTBETCTBUHM ¢ HOMEHKJIATYpO# e 1
cucTeMATH3alusl JOKYMEHTOB BHYTPH JeJ1a — 3TO:

1) dopmupoBanue aen

2) ohopmiteHHE J1ETT

3) pacnupeneneHue aen
4. Y10 M3 MepevrcIeHHOI0 He BKJII0YAeTCs B HOMEHKJIATYPY AeJI:

1) TOKyMEHTBI, CO3/TaHHBIE B CAMOI OpraHU3alNN

2) nepexoadiye aena

3) meyaTHbIC U3AAHUS
5. /IBM:KeHHe JOKYMEHTOB B OPraHM3allid ¢ MOMEHTA HMX CO3JAaHUS WJIH IOJYy4YeHHS [0
3aBeplIeHUs] MCIIOJIHEHHS] WM OTIIPABJIEHUSA — 3TO:

1) noKyMeHTHpOBaHUE

2) TOKyMEHTOBEICHUE

3) mOKyMEHTOO0OpOT

6. [IpenBapure/ibHOE pacCMOTpeHHe NMOCTYNHMBIIET0 JOKYMEHTA IIPOBOAUTCS:

1) pyxoBoauTeneM

2) HaYaJIbHUKOM ci1y>k0b1 JIOY

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

1) nHAEKC nena — 3aroj0BOK Jeiia — aBTOP — KOJIMYECTBO €UHUIL] XPAaHEHUS — CPOK XPaHEHUS
- IpUMeYaHue

2) MHJAEKC JAeNla — 3arojoBOK Jejla — KOJWYECTBO €IWHUIl XPAHEHHUS — CPOK XPAHEHUS -
pUMeyYaHus

3) 3aroJ0BOK Ji€/1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XPaHEHHUS
8. OueHka, HACKOJIbKO TNPaBUJIbHO, YIAYHO M TOJHO pellieH BOIPOC, NMOCTABJEHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb 10 CYIIECTBY

3) Texyuuit KOHTPOJIb

84



9. Oopamenne, B KoTopoM He ykadanbol ®UO, aapec W JUYHAsA NOANKMCH TIPAKIAHUHA,
cYMTaeTcs:

1) aHOHUMHBIM

2) KOJJIEKTUBHBIM

3) NUCbMEHHBIM
10. Cx01bKO JTUCTOB J0JIZKHO BKJIIOYATH 0{HO ¢(hOPMUPOBAHHOE /1€J10:

1) npumepno 200 sucToB

2) npumepHo 300 mucToB

3) mpumepno 250 aucToB
11. [desia MOCTOSSHHOIO CPOKAa XpaHeHWs] U BPeMEHHOro cpoka (0osee 10 Jier) XpaHeHus
NO/IeKAT:

1) momHOMY OOopMIIEHUTIO

2) yupoIeHHOMY 0 OPMIICHHIO

3) DOMOTHUTENHHOMY O(OPMIICHHUIO
12. ToxymeHTBI (POPMHUPYIOTCS B Jiea B COOTBETCTBUHU C:

1) uHCTpYKIMEH MO AeTONPON3BOACTBY;

2) HOMEHKJIATypOH J1e;

3) nonoxxeHueM 00 YUPEKICHHH.
13. K BugamM cpOKOBOI0 KOHTPOJISI OTHOCATCS:

1) Texymuit, npeaynpeauTeabHbIid, HTOTOBBII

2) KOHTPOJIb 110 CYIIECTBY, TEKYIIUIl, UTOTOBBIN

3) Texyuuii, BHyTPEHHHI, UTOTOBBIN
14. ObGpamenune JIBYX MJIM HECKOJIbKHX JIMI B NMHCBMEHHOM BHJe, cOJeprkallee YacTHBIN
HHTepec, JTu00 odpaleHne, NPUHATOE HA MUTHHIE, COOPAHNH, NOANMCAHHOE OPTaHU3ATOP AMHU
WIN YYaCTHUKAMHU MUTHHIA WM cOOpaHusl, NMelolee 001eCTBeHHbIH XapaKTep, - 3TO:

1) metummst

2) nuceMeHHOe oOpalieHue

3) KOJIJIEKTUBHOE OOpalieHne
15. B cayuae, korna B pekBusute «Pe3osouus» nopydeHue aaercsi AByM MJIH HECKOJIbKHM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM ABJISCTCH:

1) nuuo, yka3aHHOE B IOPYYEHUH MEPBHIM

2) Bce yKa3aHHbIE B IOPYUYEHUH JIUIIA

3) auI0, yKa3aHHOE B CITMCKE MOCJIETHUM
16. IloaroroBKa geJ1 K XpaHEHHUIO B COOTBETCTBHH C YCTAHOBJICHHBIMH NPABUJIAMH — 3TO:

1) dbopmupoBanue aen

2) opopmienue nen

3) XpaHeHue aen
17. Perncrpanuu moajexar ciaeayounme J10KyMeHThbI:

1) Bce TOKyMEHTHI

2) TOJNBKO BXOJAIINE

3) TOJIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBanue JOKYMEHTOB — 3TO:

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJieMBaHNe KOHBEPTOB

3) ckiapIBaHNE TOKYMEHTOB U BIOXKEHHE UX B KOHBEPTHI
19. HomenkaTypa aes J0/1KHA BKJIKOYATH CIeAYIOLIHE PEKBU3UTHI:

1) HauMeHOBaHHE OpraHM3allid — HAaUMEHOBAHHE JOKYMEHTa — JaTa — PErUCTPallMOHHbBIN
HOMEpP — MECTO COCTAaBJICHUSI — 3aroJIOBOK K TEKCTY — TEKCT — IMOAINUCH — I'pU( YTBEPKACHUS -
rpu¢ cormacoBaHus
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2) HauMMEHOBaHME OpraHu3allud — HaUMEHOBAaHUE BHUJA JOKyMEHTa — Jara -
PETUCTPALIMOHHBIA HOMEP — MECTO COCTABJICHUS — 3ar0JIOBOK K TEKCTY - TEKCT — IIOJIIUCH
3) HauMEHOBAaHME OpraHU3allMd — HAUMEHOBAaHUE BUAA JOKyMEHTa — Jara -
PETUCTPALIMOHHBIA HOMEP — MECTO COCTAaBJIEHMsI — 3arojOBOK K TEKCTYy - TEKCT — IOANMCH —
azpecar
20. Kakume wu3 mnepeyMc/JeHHbIX HHKe JOKYMEHTOB He OTHOCATCS K BHYTPEHHEMY
JOKYMEHTOIOTOKY:
1) pacniopsiiuTenbHbIE JOKYMEHTHI
2) cyxeOHbIe MUChMa
3) opranu3alMOHHbIE JOKYMEHTBI
21. YkaxuTe NpaBUJIbHbINH BADUAHT PacIloJIOKEeHHs 3ar0JI0BKOB JieJl B HOMEHKJIaType /ieJ1:
1)
[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBIIECTOSIIEH OpraHU3aluy, IPUCIIAHHBIE AJIs CBEICHUS
Y PYKOBOJICTBA
I'ogoBoit oTueT 0 pabore opraHu3auu
IIpukasbl 1O OCHOBHOM IEATEIBHOCTH
VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEIBCTBO O PETUCTPALIUH, YCTAB)
JIOKyMEHTBl 1O aTTecTallud pabOTHUKOB (aTTECTAL[MOHHBIE JIUCTBI, IPOTOKOJIbI, KOIHHU
IIPUKA30B)
WHcTpykuuu o npaBax U 005S3aHHOCTAX JOKHOCTHBIX JIHIL
[IpoTokosibl cobpaHuil TPy10BOrO KOJUIEKTHBA
KBapTanbHble miaHbl paboThl
3axonbl Poccuiickoit @enepaunu u Yysamickoi Pecniybnuku
Ilepenncka ¢ NpeAnpusATHAMU M OPraHU3ALUSMU 110 AJAMUHUCTPATUBHO-XO3IMCTBEHHBIM
BOIIPOCAM
I"omoBoii M1aH paboThl OpraHU3aALNH
[Tepenucka ¢ BeIIECTOSIIENH OPraHU3AIMEN TTO0 BOITPOCAM OCHOBHOMW JIESITEIBHOCTH
2)
3axonbl Poccuiickoit @enepanuu n Yysamickoit PecriyOnnku
IIpukasbl, MHCTPYKIMH, YKa3aHUS BBILIECTOSIIEH OPraHU3aluY, IPUCIIAHHBIE AJI CBEICHUS
Y PYKOBOJICTBA
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALIMHU, YCTAB)
WHucTpykuuu o npaBax v 003aHHOCTSAX JOJIKHOCTHBIX JIUIL
IIpukasbl IO OCHOBHOM EATENBHOCTH
I'ogoBoit mutan paboThl OpraHU3aIu
KBapTanbHble miaHsl paboTh
I'ogoBoit oTueT 0 pabote opraHu3auu
ITpoTokonbl coOpaHuii TPYIOBOTO KOJUIEKTHBA
[Tepenucka ¢ BhIIECTOSIIIENH OPTaHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JIESITEILHOCTH
[lepenncka ¢ nmpeanpusATHAMU M OpPraHU3aLUsSIMU 110 aJAMHHHUCTPATUBHO-XO3SHCTBEHHBIM
BOITPOCAM
JIOKyMEHTBI TIO aTTecTallud pabOTHHUKOB (ATTECTAI[MOHHBIE JUCTBHI, MPOTOKOJIBI, KOIHUHU
MIPUKA30B)
3)
[TpoTokoibl coOpaHuii TPyAOBOTO KOJIJIEKTHBA
KBapTanbHble miaHsl paboTh
3axonbl Poccuiickoit @enepannu n Yysamickoit Peciybnuku
[lepenncka ¢ NpeAnpuATHAMU M OPraHU3ALMAMU 110 aJIMHUHUCTPATUBHO-XO3SMCTBEHHBIM
BOITPOCAM
["omoBoI T1aH PabOTHI OPraHU3AINH
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[Tepenucka ¢ BpILIECTOSIEN OPTraHU3ALMEN 10 BOITPOCAM OCHOBHOMW JI€ATENBHOCTH

[Ipuka3zbl, UHCTPYKIIMH, YKA3aHUS BBILIECTOSIIECH OpraHu3aluy, MPUCIAHHbIC I CBEACHUS
U PYKOBOJICTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

[Ipuka3sel 1O OCHOBHOM J€ATEILHOCTH

YupeautenbHble JOKYMEHTHI (TIOCTAHOBJICHHUE U CBUAETEIHCTBO O PErHCTPAIlH, YCTaB)

JIOKyMEHTBl 1O aTTecTallMd PAOOTHUKOB (AaTTECTALlMOHHBIE JIMCTBI, MPOTOKOJBI, KOIHU
MIPUKA30B)

WHucTpykuuu o mpaBax v 0053aHHOCTSAX JOKHOCTHBIX JTHIL

22. 3axkoHuuTe mnpemnokenue: «B KoHme fgena Aas  ydyera KOJIM4YeCTBAa JIMCTOB
COCTABJIAETCH. .. »:
1) nucT-3amecTuTenb
2) AUCT-3aBEPUTEIND
3) KapTa-3aMeCTHUTEIIb
23. IIpoTOKOJIBI TPYNNMPYIOTCH B /1ej1a:
1) B mocnenoBaTenbHOCTH, OTPAXKAIOLIEH X0/ pacCMOTPEHHUs BOoIpoca
2) 10 XpOHOJIOTUH U MOPSIKY HOMEPOB
3) B asipaBUTHOM MOPSIAKE
24. Kakoii B padoT He BBIIOJIHAETCS MPH 00padoTKe OTHPABJISIEMbIX JOKYMEHTOB:
1) npoBepka NpaBUILHOCTH OPOPMIIEHUS TOKYMEHTOB
2)rpocTaBieHHe aapeca Ha KOHBEpTe
3) noanucaHue JTOKyMEHTOB
4) panpreBanue U BI0KEHHUE JOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTbI He perucTpupyrorcs?
1) TOKyMEHTBI, Ha KOTOPBIX HET MOYTOBBIX MapoOK
2) NOKYMEHTHI, a/IpECOBaHHbIE PYKOBOIUTEIIO
3) 1OKyMEHTBHI, ITOJIy4YeHHBbIE JUIs CBEACHUS U HE TpeOyIoIIre OTBeTa

Yacts B
3apanme: Onucath NOPSIIOK BEACHUS KOHTPOJIS 32 UCIIOJTHEHUEM JOKYMEHTOB.
Yacts C

3aganue:

CocTaBUTh aKT MPOBEPKU pacxojioBaHus BamOTHBIX cpeAcTB B OO0 «Camor» 10
CJIEIYIOIIUM JaHHBIM.

Komuccuss B cocraBe 3amectutens riaBHoro Oyxranarepa Kucenmea T.U., HavanmbHuka
ciyx0b1 kaapos Illymosa H.II., Oyxrantepa PomanoBoit C.b. mpoBepuna cuctemy odopmiieHUs
3arpaHKOMaHJUPOBOK, MOJTYYEHHs, PACXOJOBAaHUS M OTYETOB O KOMAaHAMPOBOYHBIX pacxoiax.
Pabora npoBoauack B TeueHue 3 JHEH.

[Tpu mpoBepke KOMHCCHsI YCTAaHOBHJIA: MPUKa3bl O KOMAHJIUPOBKAaX HE MMEIOT JTOKYMEHTOB-
OCHOBAHMU M HE BCErJa BU3HMPYIOTCS IOPUCKOHCYJIBTOM, TJIaBHBIM OyXranTepoM M (MHAHCOBBIM
JTUPEKTOPOM; KaJpoBas CIyx0a mepeacT KOIMUIO Mpruka3a 0 KOMaHJIUPOBKe B Oyxrantepuio 3a 1-2
JIHS 10 J1aThl Bbl€3[ja B KOMaHJUPOBKY; HAUNCJIEHHE aBAHCOBBIX CYMM JUJI BO3MELICHHS pacXo/0B
BEJIETCSI C HApYIIEHUEM JeHCTBYIOIUX HOPMATHBOB.

Komuccus npeanaraer moAroToBUTh M YTBEPAUTH VHCTPYKLHIO O MOPAAKE MOITYYEHHS U
pacxo/10BaHus MOIOTUYETHBIX KOMaH/IMPOBOYHBIX CPE/ICTB.
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OcHOBaHMEM JUIsl TPOBEIEHHs MPOBEPKU IMOCTYXHJI MPHUKa3 T'eHepaIbHOro aupekropa «O
IPOBEICHUN (PMHAHCOBOTO KOHTPOJIS 32 PACXOJI0BAHUEM CPEJICTB IIPU KOMAHIUPOBKaX paOOTHUKOB
3a TPAHULLY.

BAPUAHT Ne 7
Yacts A
BEINOIHUTE TECTOBBIE 3aaHUSA

1. Bce 1OKyMeHTBI OPraHu3anuu JeJIsITCH Ha:

1) BocxoasI1IMe U HUCXOSIINE

2) BXoJA1IMEe, BEIXOIINE, BHYTPECHHHE

3) BxopsIIMe, UCXOASIINE, BHYTPCHHUE
2. Kakue H3 mnepe4yMcJeHHBbIX AOKYMEHTOB 00Si3aTeJbHO IEepeJalTCcsi HAa PaccMOTpPeHue
PYKOBOJUTEIO:

1) noKyMeHTBI, HOoTy4eHHbIe U3 agmMuHucTpanuu [Ipesnnenta

2) JOKYMEHTBI, aIpeCOBaHHbIE B CTPYKTYpPHBIE [10/Ipa3/IeIeHUs

3) JOKYMEHTBI, COAEpIKAIINE TEKYIIYI0 HH(POPMALIUIO
3. Kakyro uH(opmManuio coep:KuT HTOroBasi 3allMCh K HOMeHKJaType aena?

1) 0 KOJMYECTBE U KATETOPUSIX 3aBEJICHHBIX JIENT

2) KOJIMYECTBO HE3aBEIECHHBIX JIEII

3) KOJIMYECTBO YTPAUCHHBIX B TEUCHHE I'0J1a JIeJ] C YKa3aHWEM IIPUYUH YyTPaThl
4. Kaxkoe crpykrypHOe mnoapasaenenue ciayx0bl [OY ocymecTBisieT perucTpanuio
JAOKYMEHTOB:

1) uHCHEKIUS IO KOHTPOJIIO

2) oTIen perucTpalyy U yueTa JTOKyMEHTOB

3) skcnienuIust
5. CucreMaTH3MpOBAHHBIN TNepeYeHb HAUMEHOBAHWH /eJI, 3aBeCHHbIX B OPraHU3aluM, C
yKa3aHHeM CPOKOB MX XpaHeHHUsI, 0)OPMJICHHBbIH B YCTAHOBJIEHHOM NOPsS/IKe, - 3TO:

1) ommch

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKIIaTypa e
6. Kakue sTanbl 00padoTKu NPOXoAUT BXOASIIIMIA JOKYMEHT:

1) mpueMm u mepBUYHAs 00pabOTKa — MPEIBAPUTEITHLHOE PACCMOTPEHHUE — PETUCTpalus —
paccMOTpEeHHE PYKOBOJUTENEM — UCIIOJIHEHUE — HAIIPaBJIEHUE B JIEJI0

2) mpueM U mepBUYHAs 00paboTKa — MpEeABAPUTEIHHOE PACCMOTPEHHE — PETUCTpAIMsS —
paccMOTpEeHHE PYKOBOAUTENEM — Mepeiada Ha UCTIOJIHEHNE — UCTIOIHEHNE — KOHTPOJIb UCTIOTHEHUSI
— HaIpaBJI€HUE UCIIOJIHEHHOTO JOKYMEHTA B JIEJIO UJIU OTIPaBKa

3) cocraBieHHE MPOEKTa — COrJlacoBaHUEe — O(POpMIIEHHE — IMOANHMCAHUE — PETUCTpaLUs —
OTIpaBKa
7. KOHTPOJIb MCIIOJIHEHHS JOKYMEHTOB He00X0AuM /Il ..:

1) mMOBBIIEHUS UCHOJHUTENHCKOW JUCHUILIMHBI M COKPAILEHUS CPOKOB PACCMOTPEHUS
JIOKYMEHTOB

2) o0ecrieueHHsI CBOEBPEMEHHOI0 U KaYeCTBEHHOI'O MCIIOJIHEHHUS TOPYYSHHH, CoepKaIUXCs
B JJOKYMEHTax

3) COBepIICHCTBOBAHUS pa0OTHI ¢ JOKYMEHTAMH W MOBBIMIEHUS KYIbTYphl YIPAaBIEHYECKOTO

Tpyda
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8. PekBu3uT «OTMETKA 0 MOCTYIUICHMH IOKYMEHTA B OPraHM3aIlHI0» BKJIIOYACT CJeAylmue
3J1eMeHThbI:

1) HauMeHOBaHUE IOCTYIHUBIIErO JOKYMEHTA, €ro PErucTpalMOHHBII HOMEP U BpeMs
HOCTYIUICHUS

2) COKpalleHHOE€ HaMMEHOBAaHWE OpPraHM3alMM, MOJYyYUBLIEH NOKYMEHT, BXOISAIIUNA HOMEp,
JlaTy MOCTYIUICHUS

3) HauMEHOBaHHME OpraHU3alMM, IIOJYYMBIIEH JIOKYMEHT, PETUCTPALMOHHBIN HOMEp
JIOKYMEHTa U J1aTy T0KyMEHTa
9. Kakoii 13 TepMHHOB He PEKOMEHAYIOT HCII0JIb30BaTh NPH (POPMYJIHPOBKE 3ar0JI0BKOB [1€JI:

1) neno

2) TOKYMEHTBI

3) MaTepuabl
10. OnucH 1es1 COCTABJISAIOT B LEJIsSIX:

1) perucrpanuu nen

2) yuerta zien

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

1) AByKpaTHOCTH

2) MHOTOKpaTHOCTh

3) OAHOKPAaTHOCTh
12. Pe3osronus — 310:

1) 3aduxcupoBaHHass Ha MaTepUaJbHOM HOCHTElIEe MH(POpPMALUs C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH

2) HaaOKMCh Ha JOKYMEHTE, BBIIOJIHEHHAs JOPKHOCTHBIM JIMIIOM, COZEpIKalllas MPUHATOE UM
pelieHue

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

1) MHCTPYKIIUSA 1O TOKYMEHTAIlMOHHOMY 00€CTIEUeHHIO YIIPaBJICHUS

2) HOMEHKJIaTypa Ael

3) nepeueHb JOKYMEHTOB CO CPOKaMH XPaHEHHS
14. Kak BHecTM B HOMEHKJIATYPY /eJl 3aroJIOBOK He IIPeIyCMOTPEHHOI0 paHee jeJa,
o0pa3oBaBlIerocsi B Te4eHHE KAJCHAAPHOIO Ioia B CBSA3H C M3MEHCHHMSAMH B JeATEJbLHOCTH
OpraHu3anuu:

1) mepeneyaraTh U 3aHOBO O(QOPMUTH MOCIEAHIOI CTPAHUILy HOMEHKJIATYphI Jie]l, BHECS B
Hee JIONOJHUTENbHBIN 3arojIoBOK

2) Hare4yaTaTh HOBBIM 3ar0JIOBOK HA OT/JIEJIbHOM JIUCTE U MPUJIOKHUTH €r0 K HOMEHKJIAType /e

3) BhOMcaTh HOBBI 3arojlOBOK OT PYKH B CHEUUAIbHO OTBEACHHOE pPE3EPBHOE MECTO,
OCTaBJIIEMOE T10CJIE KAXKIO0r0 pa3zesia HOMEHKIIATYpBhI el
15. Ha kakuX J10KyMEHTaX MPOCTABJISIETCH OTMETKA O NMOCTYIJICHUM:

1) TonpKO Ha TOKYMEHTaX, MOAJIEKAUX PETUCTPALIUU

2) Ha BCeX MOCTYMHBIIMX JOKYMEHTaX

3) TOJIBKO Ha JOKYMEHTaX, TPEOYIOIINX UCIIOTHEHUS
16. CBoaHasi HOMEHKJIATYPA /el OPraHU3alUM BBOJAUTCS B IeliCTBHE:

1) ¢ 1 suBaps Texyuero roga

2) ¢ nexkaOps TEKyIero roja

3) Kax/able MOoNro/a TEKYIIEro roaa
17. Cpok McnoJIHeHHs] MOCTYNUBIIET0 JOKYMEHTA HCYMCIIAeTCS:

1) B xaneHnapHbIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu

2) B pabouux JHSX C IaThl MOCTYIUIEHUS JOKYMEHTa B OPraHU3alHI0

3) B KaJeHJapHbIX JHAX C JaThl IOCTYIUIEHUS JOKYMEHTA B OPraHU3aLUIO
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18. OOecneyeHne CBOCBPEMEHHOI0 W KAYeCTBEHHOI'0 WMCIIOJHEHUS] MOPYYeHUIl M pelleHus:
BOIIPOCOB, IIOCTABJICHHBIX B JOKYMEHTe, - 3T0:
1) peructpanusi JOKyMEHTOB
2) UCNoJIHEHUE JOKYMEHTOB
3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB
19. HomenkiaTypa jeji, KOTOpasi yCTAHABJIUBAET MPUMEPHBIN COCTAB JieJI /ISl OPraHUu3auui,
OHOPOJHBIX 10 XaPAKTEPY AesiTeIbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpe, Ha3bIBACTCS:
1) MHIUBHIYATBHOM
2) TUTIOBOM
3) mpumepHO
20. KTo ycTanaB/iMBaeT MHANBHAYAJIbHBIN CPOK MCIIOJTHEHHUS JOKYMEHTOB:
1) noapazneneHne-uCoIHUTENb
2) pyKOBOAMTENb, pACCMATPUBAIOIINN JOKYMEHT
3) HenmocpeICTBEHHO UCIIOJIHUTEINb

21. YkaxxnuTe npaBU/IbHBIA BAPUAHT 0(popMJIeHUsSI (PPAarMeHTa HOMEHKJIATYPbI J1eJ1:

1) 3AO «IIpemuym»
HOMEHKIJIATYPA JIEJI
14.11.2010

Ne 3

YTBEPXIAIO
Hupexrop 3A0 «IIpemuym»

Nunexc nena

3aros0BOK jeia

KomunuectBo nen

[Ipumeuanus

1

2

a1

(e}

10

11

12

[IpoTokoJIbI coOpanwmii TPYOBOTO
KOJUIEKTHBA

KBapranbHble m1aHbl paboThI

3akonbl Poccuiickoit  ®enepauuu  u
Uysamickoil Pecrybnuku

Ilepenucka ¢ HOpeanpusATHSIMH U
OpraHu3alMsIMU 10 aJAMUHUCTPATUBHO-
XO35IIICTBEHHBIM BOIIPOCAM

I'ogoBoit mutan paboThl OpraHU3aIu
ITepenucka c BBILIECTOALLEH
OpraHu3anyel o BOIPOCaM OCHOBHOU
NEeATEIbHOCTH

ITpukassl, UHCTPYKLIUH, yKa3aHUs
BBIIIIECTOSIIIIEN OpraHu3alui,
MIPUCITAHHBIE I E: CBEZICHHUS u
PYKOBOJICTBA

I'onoBoii oTyet o0 paboTe opraHu3au
[Tpukaspl MO OCHOBHOM JIEATEIHLHOCTH
YupenurenbHble JIOKYMEHTBI
(mOCTaHOBIIEHWE W CBHJIETENBCTBO O
pErucTpanyy, ycTaB)

JIOKyMEHTBI O aTTecTalil pabOTHUKOB
(aTTecTallMOHHBIE  JIMCTBI, MPOTOKOJIBI,
KOIUU TPUKA30B)

WHCTpyKIMKM O TpaBax U OOA3aHHOCTAX
JOJDKHOCTHBIX JINILL
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[Tonnucana HauaTbHUKOM cy)O0b1 JIOY

2)

3A0 «IIpemuym»

JIM4Hasg IMoAIucCh

YTBEPXIAIO

I'.A. I'y3usieBolt

HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2012 Ne 3
r. YeOoxcapbl [1.1. Tpodumon
Ha 2011 ron
Nunexc 3arosoBoOK jena KosmmuectBo nein Cpok [Ipumeuanus
nena XpaHeHuss U
HOMEp CTaThbu
nio [lepeunio
1. O0mwmii oTaes
1-1 3akonbl Poccuiickoit denepanuu u
Uysauickoil Pecriybnuku
1-2 [Ipukaspl, UHCTPYKIUU, yKa3zaHUS
BBIIIECTOSIIEH OpraHu3aIui,
IpPUCIAHHBIE JUIA CBEICHUA U
PYKOBOJICTBA
1-3 YupeautenbHble JTIOKYMEHTBI
(TTOCTaHOBIIEHUE U CBUCTEIHCTBO O
perucTpanuu, ycTas)
1-4 NHcTpykuun 0 IpaBax u
00513aHHOCTSIX JOJKHOCTHBIX JIMIL
1-5 [Tpukassl no OCHOBHOM
JesTeNbHOCTH
1-6 I'omosoii TUTaH paboThI
OpraHu3aIH
1-7 KBapranbHble m1aHbl paboThI
1-8 l'ogoBoit  otuer o  pabote
OpTaHu3aIH
1-9 IIpoTokonbl coOpaHuil TPyIOBOTrO
KOJIJICKTHBA
1-10 Ilepenncka ¢ BBIILIECTOSILEN
opraHu3zanuen o BOIIpOCaM
OCHOBHOM JI€ATEIILHOCTH
1-11 Ilepenucka ¢ mnpeanpusATUSIMU U
OpTaHU3aIUSIMH o
aJIMUHUCTPATUBHO-XO035IIICTBEHHBIM
BOTIPOCaM
1-12 JIOKyMEHTBI o aTTecTaluu
paboOTHUKOB (aTTecTaliMOHHBIE
JIMCTHI, MIPOTOKOJIBI, KOIHHU
MIPUKA30B)
1-13

[Tonnucana HauaTbHUKOM cy)O0b1 JIOY
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3)

3akpeiToe aknronepHoe oomectBo «IIpemuym» YTBEPXKJIAIO

HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2013 Ne 3
r. YeOoxcapbl [1.1. Tpodumon
Ha 2011 rox 20.11.2011
Nunexc 3arojoBoOK jena KosmmuectBo nein Cpok [Ipumeuanus
nena XpaHeHuss U
HOMEp CTaThbu
nio [lepeunio
01. O0wmwmii oTaen
01-01 3akonbl Poccuiickoit @eaepanun u
Uysauickoil Pecriybnuku
01-02 [Ipukaspl, WHCTPYKIUU, yKa3zaHUS
BBIIIECTOSIIEH OpraHu3aIui,
IpPUCIAHHBIE JUId CBEICHUA U
PYKOBOJICTBA
01-03 YupeautenbHble JTIOKYMEHTBI
(TTocTaHOBIIEHUE U CBUAETEIHCTBO O
perucTpanuu, ycTan)
01-04 WHucTpykuun 0 paBax u
00513aHHOCTSIX JOJKHOCTHBIX JIMIL
01-05 [Ipukasbr o OCHOBHOM
JesTeNbHOCTH
01-06 I'omosoii TUTaH paboThI
OpraHu3aIH
01-07 KBapranbHble m1aHbl paboThI
01-08 l'ogoBoit  otuer o  pabote
OpTaHu3aIH
01-09 IIpoTokonbl coOpaHuil TPyIOBOTrO
KOJIJICKTHBA
01-10 Ilepenncka ¢ BBIILIECTOSILEN
opraHu3anuein o BOITPOCAM
OCHOBHOM J1eSITEIbHOCTH
01-11 Ilepenucka ¢ mnpeanpuATUSIMH U
OpTaHU3aIUSIMH o
aJIMUHUCTPATUBHO-XO035IIICTBEHHBIM
BOTIPOCaM
01-12 JIOKyMEHTBI o aTTecTaluu
paboOTHUKOB (aTTecTaliOHHBIE
JIUCTHI, MIPOTOKOJIBI, KOIHHU
MIPUKA30B)
01-13
Hauvanbsauk ciayx0s1 IOY JIMYHas MOAIKUCH I''A. I'y3useBa

22. Kakoif NpUHIMI He UCNOJIb3yeTcsl NPU (JOpMUPOBAHUM JeJI:
1) XpOHOOTHYECKUI
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2) BOIPOCHO-JIOTMYECKHM

3) ucropuueckui
23. OnpenesieHue NOJUTHYECKOI, IKOHOMUYECKOIH, COHAJIBHO-KYJIbTYPHOI, IPAKTHYECKOM
LEHHOCTH JOKYMEHTOB /ISl ITOC/IeYIOIIero UX XpaHeH!sl U UCI0JIb30BAHMA WJIH 1JIs1 0TOOpa
HA YHUYTOKEHHeE — ITO...

1) onucanue nen

2) sKcnepTH3a LIEHHOCTH JOKYMEHTOB

3) obopmiieHue e
24. Kakue onepanyuy He BbINOJHAITCA NPU GopMUPOBAHUM J1€JI:

1) pacnpeneneHue U packyiaKa UCIIOJHEHHbBIX JOKYMEHTOB IO MarKam

2) pacroyioKeHne JOKyMEHTOB BHYTPH JI€Ja B OIPEIEICHHON M0CIE10BaTEIbHOCTH

3) Hymeparus JUCTOB

4) obopmieHHE OOJIOKKH e
25. B kakuX yupe:XIeHHUsIX C031aeTCsl ypaBJeHue Jejaamu?

1) Ha rocyJapCTBEHHBIX MIPEITPUATHIIX

2) B MCIIOJIHUTENbHBIX OpraHax BJIACTU M UCHOJHUTENIbHBIX CTPYKTYpaX MECTHOTO
caMOYIIpaBJICHUS

3) B MUHUCTEPCTBAX U BEJJOMCTBaX

Yacrs B
3apanue: Onucate npoienypy o0pabOTKH OTIPABIIIEMBIX JOKYMEHTOB.

Yacts C
3aganue:

CocraBuTh TPOTOKOJN 3acenanus skcrepTHor komuccuu OOO «Jlaryna». Ha 3acemanum
npucyrcrBoBanu: Acraxosa E.B., Bnanumupos B./l., Jlunaros A.Il., Cmupnos 1.T. Ha 3acenanun
OBLIM 3aciyllaHbl BBICTYIUIEHME 3aBelyrollero kasuenspued AcrtaxoBoil E.B. o pesymbrarax
IPOBEIEHUS HKCIEPTU3bl IEHHOCTH JOKYMEHTOB B 2011 r. u BBICTyIJIEHHE IJIaBHOTO OyXraiartepa
Brnagumuposa B.J[. 00 opopmiennu fen 6OyxraaTepuu U rnepeiaye ux B apXus.

AcraxoBa E.B. o3HakoMuna cC pe3ynbTaTaMu DKCHEPTHU3bl LEHHOCTH JOKYMEHTOB,
npoBefeHHONW B HosiOpe 2011 r. B pesynpraTe moctaHoBUIM OJ0OpPHUTH MPOJETAHHYIO PadOTy U
IIPUHSTH K CBEJICHUIO €€ PE3YJIbTaThI.

Brnagumupos B.Jl. o3HakomMun cobpaBimxcs ¢ nmpodaemamu 0hopMIIeHHS 1€ TOCTOSIHHOTO U
noaroppeMeHHoro (ceeimie 10 siet) XpaHeHus B Oyxraiarepuu. B pesynpTare NOCTaHOBMIIM
nopyuuth AcrtaxoBoil E.B. mpoBectu Oeceny o mpaBuiax oQopmileHHs A€l ¢ pabOTHUKaMU
OyxrajaTepuu.

Henocratomue nanusie (IaTy, perucTpaliiOHHbIM HOMEp, MECTO COCTaBJIEHUS U Jp.) yKa3aTh
CaMOCTOSITENIBHO.

B mportokone Takke NpPOCTaBUTH OTMETKY OO HCIOJHUTENE U OTMETKY 00 HCIOJHEHUU
JIOKYMEHTa ¥ HaIpaBJIEHUH €TI0 B JEII0.

BAPUAHT Ne 8

Yacts A
BLIHOJIHPITB TECTOBBIC 3a1aHU .

1. UTo U3 nepevyucaeHHOro He OTHOCUTCS K BUIaM KOHTPOJIA :
1) KOHTPOJIb MO CYIIECTBY PEIICHUS BOpOCca
2) KOHTPOJIb 32 CPOKAMH HCTIOTHEHUS
3) KOHTpOJIb 32 0(hOopMIICHHEM TOKYMEHTOB
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2. Perucrpanus — 3r1o:

1) mpucBoeHne JOKyMEHTY U(PPOBOTro WK OYKBEHHO-IIU(GPOBOTO 0003HAYCHUS

2) 3anuch HHGOPMALIUU HA PA3IIMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPaBUIIaM

3) 3amMch YYETHBIX JAHHBIX O JIOKYMEHTE 10 YCTaHOBJIEHHOW (opme, pukcupyromeil dpakr
€ro CO3/1aHus, OTIIPABKU UJIH MOTY4YEHHUS
3. Kakoii 3Tan npoxoauT JOKYMEHT MOCJIe PerucTpauuu:

1) ucrionnenue

2) paccMOTpeHUE PYKOBOAUTEIIEM

3) KOHTPOJIb UCTIOTHEHUS
4. Kak Ha3bIBaeTcsi CTPYKTYpHoe mojapasjaejeHue ciay:xonl JJOY, koropoe ocymecrBisieT
NpHeM M IePBUYHYI0 00pa00TKY NOCTYNHMBIINX JOKYMEHTOB:

1) cekperapuar

2) KaHUEeIIpUst

3) skcrienuIms
5. Onuce aern —3ro:

1) apXuBHBIN CHPABOYHUK, COJEPKAIINA MEpeYeHb BCEX E€IUHUI] XpaHEHUs, COCTOSAIINX Ha
yueTe B apXUBE OpraHU3alu

2) cuUCTeMaTU3UPOBAHHBIA TMEpEeUeHb C€IWHUIl XpaHEHUs ([eN), MpeJHa3HAYEHHBIX IS UX
ydeTa ¥ OIEepPaTUBHOIO IIOUCKA.

3) mepedyeHb 3aroJIOBKOB Jell, C(QOPMHUPOBAHHBIX B CTPYKTYPHOM TOJpa3AeiicHUH,
HE3aBUCHMO OT CPOKOB UX XpaHEHUS
6. OCHOBHBIM JOKYMEHTOM, PpPerJaMeHTHPYKIIMM TEeXHOJOIHMI JOKYMEHTAIlHOHHOIO0
o0ecrieyeHus! yNpaBJeHUs B OPraHU3alUH, SIBJISIETCH:

1) nonoxenue o cnyxoe 10Y

2) unctpykuus o JJ0Y

3) mpuKka3 pyKOBOJIUTENSI OpraHU3aluN
7. lokyMeHTa cCUMTaeTCsl MCIOJTHEHHbIM, eCJIN:

1) KOppeCOHJEHTY JJaH OTBET

2) JOKYMEHT HCIIOJIHEH B Ha3HAUEHHBIN CPOK

3) nmocTaBieHHbIE B JOKYMEHTE BOIIPOCHI PELICHBI 110 CYIIECTBY, KOPPECIIOHCHTY JaH OTBET
8. Homenkatypa 1es1 cocTaBJisieTcs €O cjeyIoueil NepuoAn4HoCTbI0

1) onuH pa3 B TpH roja

2) ¢ IepuoINYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3anuei

3) eXeroHo
9. OpuuHaJBbLHBIA JOKYMEHT, OTIIPABJISieMbIH U3 yUpeKIeHusl, - 3TO:

1) BXOIAIINI TOKYMEHT

2) UCXOSIIIHNIA TOKYMEHT

3) BHYTpEHHHI TOKYMEHT
10. Ha kakwue 1ej1a CTPYKTYPHOIO NOpa3/ieJieHHsI He COCTABJISIETCS OTAeIbHAsl ONMUCH:

1) Ha nena MOCTOSTHHOTO XPaHEHUs

2) Ha Jie71a TeHepaIbHOTO TUPEKTOopa

3) Ha nena BpeMeHHOro xpaneHus (coiie 10 ner)
11. JlokymMeHTO000pPOT — 3TO:

1) xonmMuecTBO JOKYMEHTOB, IOCTYNMBIIMX B OpraHM3allMI0 M CO3JaHHBIX €10 34
ONpPEIETICHHBIN NEPUOL

2) INBUKEHHE TOKYMEHTOB B OpraHM3allid C MOMEHTa UX CO3JaHUS WIHM TOJY4YEHHUS [0
3aBEpIICHUS] UCIIOJIHEHUS WIIK OTIIPABJICHUS

3) opranusanus paboThl ¢ JOKYMEHTaMH B YUPEXACHUU
12. Kaxk Ha3biBaeTcsi CTPYKTYpHOe moApa3JejieHHe, KOTOpoe pemaer MnpodjeMbl
JOKYMEHTAIlHOHHOI0 00ecreYeHHsl YNIPaBJIeHUs B OPraHU3alMM:
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1) cmyx6a 10Y
2) Oyxranrepus
3) oTaen KaapoB
13. Kyaa nepenarorcst JOKYMEHTBI MOCJ€e MPeABAPUTEILHOI0 PACCMOTPEHUSI X PA0OTHUKOM
cayxonl JOY:
1) Ha ucrotHEHNE
2) Ha OTIIpaBKYy
3) Ha perucTpanuio
14. I'pynnupoBka J0KYMEHTOB B /1€J1a OCYyLIeCTBJIsIeTCS HA OCHOBAHHH:
1) MHCTPYKLIUH 110 TOKYMEHTALIMOHHOMY 00€CIIEYEHHUIO YIIPABICHUS
2) nepeyHs TUIOBBIX YIPABIECHUYECKUX JOKYMEHTOB CO CPOKAaMH XpaHEHUs
3) HOMEHKJIATYpBbI J1e]1 OpraHNU3aLUuU
15. JIncT-3aBepuTeb Jejia MOMeIaeTcs:
1) B Hauane nena
2) Ha 00OpPOTHOM CTOPOHE OOJIOKKH JAesa
3) B KOHIIE JieJs1a TIOCIIe NOCIETHEro JOKYMEHTa
16. Ilpu ¢popMHpPOBaHMH MCHOJHEHHBIX JOKYMEHTOB B Jiela B OPraHU3alUsIX HA 00JI0XKKY
Ka’KI0T0 [1e1a BBIHOCSITCS CJIeIyIolHe CBe/leHus :
1) HaumMeHOBaHME OpraHU3allud — MHJEKC JeJla — 3arojJioBOK Jeja — Jara Jejla — CpPOoK
XpaHEHUs U CTaThs 110 MEPEYHIO - IPUMEYaHue
2) HaMMEHOBAHME OpraHM3allMM - UHJEKC Jeja — 3arojioBOK Jejla — Jara Jeja — CpPOoK
XpaHEeHUs 10 NEePEUHIO — ApXUBHBIA MU (P
3) HaMMEHOBaHWE OpPraHMU3alMM — HAUMEHOBAHUE CTPYKTYPHOT'O MOJPA3/AEICHUS — UHIEKC
Jieqia — 3aroJIOBOK Jiella — JaTa Jiejla — CPOK XPaHEeHHUs 10 IIepeuHIo
17. Cpok ucno/iHeHHsI BHYTPEHHEro JOKyMeHTa HCUHCJISIeTCs:
1) B KaJIeHAApHBIX JHSX C JaThl MOANUCAHUS JOKYMEHTA
2) B KaJIEHJAPHBIX JHSX C 1aThl 0POPMIICHUS TOKyMEHTa
3) B KaJIeHIApHBIX AHAX C AAaThl pETUCTPALUU JOKYMEHTa
18. HomeHnkJiaTypa es1 opranu3auum:
1) siBisieTCst 06s13aTEABHBIM JOKYMEHTOM TOJIBKO JIJIsl TOCYIapCTBEHHBIX OpraHU3alui
2) pa3pabaTbIBaeTCs 0 YCMOTPEHHUIO OPraHU3aluU
3) sBisieTcst 00s3aTeNbHBIM JOKYMEHTOM JIJIsl BCEX OpraHu3anui
19. YUto M3 nepevncIeHHOT0 He MOKeT CJIYKUTh Ha3BaHUSIMU Pa3/1e/I0B B HOMEHKJIAType JieJ1:
1) HaMMEeHOBaHUS CTPYKTYPHBIX MO/Ipa3ieieHNi
2) HanpaBlIEHUS AEATEIbHOCTH OpraHU3aINH
3) HauMEeHOBaHUs OpraHu3aui
20. B ogHOM JeJie He 10JI2KHO OBITH OoJ1ee:
1) 400 nuctoB
2) 150 nuctos
3) 250 nuctoB
21. YkaxxuTe NpaBUJIbHbIA BADHAHT PACIIOJIOKEHHUS 3ar0JIOBKOB 1€/ B HOMEHKJIAType J1eJ1:
1) 3akons! Poccuiickoit @eneparu u YUyBanickoit Pecriyomuku
[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBILIECTOSIICH OpraHU3aliy, MPUCITaHHbIE JI CBEICHHS
U PYKOBO/JICTBA
VYupeautenbHble JOKYMEHTHI (IOCTAaHOBJIEHHUE U CBUAETEIBCTBO O PErHCTpaIliH, YCTaB)
WHCcTpyKumu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL
[Tpukaspl MO OCHOBHOM JIEATEIHLHOCTH
I"o0BoOI T1aH PabOTHI OPraHU3ANH
KBapranbHble m1aHbl paboThI
I'omoBoii oTyet 0 paboTe OpraHu3aIH
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[TpoTokobl coOpaHuii TPYIOBOTO KOJUIEKTHBA

Ilepenucka ¢ BBILIECTOSIIIEH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM 1€ATEIbHOCTH

Ilepenucka ¢ npeanpuATHIMM U OPraHU3ALUAMM 110 aJIMHUHHUCTPATUBHO-XO3SHCTBEHHBIM
BOIIpOCaM

JIOKyMEHTBI 1O aTTeCTallMd PAOOTHUKOB (ATTECTALlMOHHBIE JIUCTBI, IPOTOKOJIBI, KOIMHH
MIPUKA30B)

2)IIpoToKoIBl COOpaHHii TPYIOBOTO KOJJICKTUBA
KBapTanpHble muaHsl paboTh
3akonbl Poccuiickoit @enepanuu n Yysanickon PecryOonmku
[lepenucka ¢ npeAnpusATHAMU U OpPraHU3aLUSIMU 110 aJIMUHUCTPATUBHO-XO3SMCTBEHHBIM
BOIIpOCaM
["omoBoii T1aH paboThl OPraHU3ANH
Ilepenucka ¢ BbILIECTOSIIIEH OpPraHU3aLMEN 110 BOIIPOCaM OCHOBHOM €ATENbHOCTH
[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBIIIECTOSIIEH OpraHu3aluy, IPUCIIAHHbIE JJIsl CBEJICHUS
Y PYKOBO/JICTBA
I'ogoBoit oTueT 0 pabore opraHu3auu
IIpukasbl 1O OCHOBHOM IEATEIBHOCTH
VYupeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErHCTpaliH, YCTaB)
JIOKyMEHTBl 1O aTTecTaluu pabOTHUKOB (ATTECTAL[MOHHBIE JIUCTBHI, IPOTOKOJIbI, KOIHHU
IIPUKA30B)
WHcTpykuuu o mpaBax U 0053aHHOCTSAX JOKHOCTHBIX JIHIL
3) Ilpuka3bl, WHCTPYKIMH, YKa3aHHs BBIIICCTOSIICH OpraHU3alluH, IPUCIAHHBIC IS
CBEICHMSI U PYKOBOZCTBA
I'ogoBoit otueT 0 pabore opraHu3auu
IIpukasbl IO OCHOBHOM EATENBHOCTH
VYupeautenbHble JOKYMEHTHI (IOCTAaHOBJIEHHUE U CBUETEILCTBO O PErHCTPAIiH, YCTaB)
JIOKyMEHTBl 1O aTTecTallud pabOTHHUKOB (ATTECTAllMOHHBIE JIMCTBI, MPOTOKOJIbI, KOIHHU
MPUKA30B)
WHcTpykuuu o mpaBax U 0053aHHOCTAX JOKHOCTHBIX JIHIL
[TpoTokosbl coOpanuii TPyA0BOTO KOJIJIEKTUBA
KBapTanbpHble miaHbl paboTh
3axonbl Poccuiickoit @enepaunu u Yysamickoit Pecriyonuku
Ilepenncka ¢ NpeAnpuATHAMU M OPraHU3ALUSMU IO AJAMUHUCTPATUBHO-XO3SIHCTBEHHBIM
BOIIpOCam
I"omoBoii M1aH paboThl OpraHU3aANH
[Tepenucka ¢ BhIIECTOSIEN OPTraHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JIESITEIBHOCTH
22. Ilpoposxkurte mpemiokeHne: «jas yd4era JOKYMEHTOB OIpeleJIeHHBIX KaTeropui aen
NMOCTOSIHHOTO U BpeMeHHOro (0oJsiee 10 jieT) XpaHeHHUs COCTABJISETCH. .. »:
1) onucek aen
2) BHYTPEHHSS ONKCH
3) nucT-3aBepUTEND Aena
23. Kakue Buabl padboT He IPOBOASATCS NPH MOATOTOBKE /Ie] K Mepeiaye B apXUB:
1) npoBeneHne dKCIEPTU3bI LIEHHOCTH JOKYMEHTOB
2) oopmiieHHe e
3) popmupoBanue e
4) cocTaBlieHUE OTTUCH
24. BoiOepuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType JeJ1:
1) HomeHKkIaTypa aen Ha sHBapb 2013 rog
2) HomeHkarypa aen 3a 2012 rog
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3) HomeHKkiaTypa nen Ha 2013 rox
25. B kakuX y4pesKIeHHUSAX C03/1aeTCd KaHueasipus?

1) Ha rocyJapCTBEHHBIX IIPENTPUATHIIX

2) B MCIIOJIHUTEIbHBIX OPraHax BJIACTU U UCIOJHUTENbHBIX CTPYKTYpaX MECTHOIO
CaMOYIIPaBJICHUS

3) B MUHUCTEPCTBAX U BEJJOMCTBAaX

Yacter B
3apanue: Onucath MOPSIIOK COCTABICHUS U 0OPMIICHHUS KOTIHI JTOKYMEHTOB.
Yacts C

3amanmne:

CocTaBUTh aKT NMPOBEPKU HAIMYMS JTUYHBIX Jen B oTAene kaapoB OAO «3enut». B Texcre
akTa cka3aHo, 4yto 07.06.2010 nmpoBeaeHa nMpoBepKa HAIMYMS JIMYHBIX JIe] B OTHene Kaapos. [Ipu
IIPOBEPKE YCTAHOBJIEHO: B JIMYHOM Jeiie riaBHoro uHxeHepa CemenoBa IL.M. orcyrctByer
3asBJICHHE O MpueMe Ha paboTy; B JHMYHOM Jelie CTapuiero CrelualucTa OoThena Tpyaa u
3apaboTHOI mnatel AnekceeBa A.B. OTCYTCTBYIOT AOKYMEHTHI 00 0Opa3oBaHWMM M aHKETa; B
TPYJOBOM KHWXKKE CIEIUaNucTa OTAena MapketuHra BonkoBa M.A. OTCyTCTBYIOT 3amucu o
npueMe Ha padoTy M mepeBoje Ha Apyryro padory. OCHOBaHUE AJIi COCTABJIEHUS aKTa: IpUKa3
nupekropa ot 04.06.2010 Ne 56. Henocrarouiue peKBU3UThI YKAKUTE CAMOCTOSITENBHO.

BAPHUAHT Ne 9

Yacts A
BEIITOTHUTE TECTOBEIE 3aJaHU.

1. 3anuch y4eTHBIX JAHHBIX 0 JOKYMEHTE 10 YCTAHOBJICHHOH (opme, pukcupyromein paxkr
ero co3/1aHMs, OTIPABJICHHUS UJIH IOJYyYeHHs, - ITO:
1) ohopmiieHne TOKyMEHTOB
2) peructpanus JOKyMEHTOB
3) ucnosHeHUE JOKYMEHTOB
2. Kakoii 3Tan npoxoauT JOKyMeHT MocJie IpueMa U MepBUYHOI 00padoTKkm:
1) paccMoTpeHue pyKOBOIUTENEM
2) mpenBapUTEIbHOE PACCMOTPEHHE U paclipesiesieHue paboTHUKOM ciiy:k0b1 [IOY
3) ucnoJIHeHUE
3. Kakoii U3 peKBU3UTOB He YKA3bIBACTCH B PErHCTPALIMOHHBIX opMax:
1) naTa nokymeHrta
2) pe3otonus
3) rpu¢ yrBepkaeHUS
4. YTo U3 nepeyncJeHHOr0 He BKJIIOYAeTCA B HOMEHKJIATYPY AeJ1:
1) AOKyMEHTBI, CO3/1aHHbIE B CaMOI OpraHu3alun
2) mepexosiue aena
3) mevaTHbIC U3TAHUSL
5. /IBM:KeHHe JOKYMEHTOB B OPraHU3allid ¢ MOMEHTA HMX CO3JaHUSl WJIH TOJy4YeHHS 10
3aBepIICHHUs UCIIOJIHEHHUS UJIH OTIPABJICHUS — 3TO:
1) AOKyMeHTHpOBaHHE
2) NOKYMEHTOBEIEHUE
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3) IOKyMEHTOOOOpOT

6. IlpexBapuTebHOE pACCMOTPEHHE NMOCTYNHBIIET0 JOKYMEHTA NPOBOAUTCS:

1) pykoBoautenem

2) HavaabHUKOM c1yxO0b1 JIOY

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

1) nHAEKC nenna — 3aroj0BOK Jejla — aBTOP — KOJIMYECTBO €UHUL] XPAaHEHUS] — CPOK XPaHEHUs
- IpUMEeYaHue

2) MHJAEKC Jejla — 3arojoBOK Jejla — KOJWYECTBO €IMHUIl XPAHEHHUS — CPOK XPAHEHUS -
IpUMeYaHus

3) 3aroJ0BOK Jie/1a — KOJIMYECTBO €AMHUIL XPaHEHUS — CPOK XpaHEHHUS
8. Ounenka, HACKOJBKO NMPABUJIBLHO, YAAYHO W IOJHO pelieH BONPOC, MOCTABJEHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS

2) KOHTPOJIb 110 CYIIECTBY

3) Tekywmuit KOHTPOJIb
9. Kak Ha3bIBaeTcsl CTPYKTypHOe mnojapasiejeHue ciay:xobl JJOY, koropoe ocyuecTBjisier
KOHTPOJIb 32 HCIIOJHEHHEeM JOKYMEHTOB:

1) skcnienunmst

2) MHCTIEKLUS 10 KOHTPOJIIO

3) xaHuenspus
10. ®opmupoBanme aeaa — ITo:

1) rpynnupoBKa UCHOJHEHHBIX JTOKYMEHTOB B JIEJI0 U CHCTEMAaTU3alls JOKYMEHTOB BHYTPH
Jena.

2) rpynnupoBKa UCHOJHEHHBIX JOKYMEHTOB B JI€J0, CUCTEMAaTU3alMsl JOKYMEHTOB BHYTPH
Jienia 1 HyMepalus JIMCTOB Jefa.

3) BKJIIOUEHHE UCIIOIHEHHBIX JJOKYMEHTOB B IOKYMEHTAJIbHBIA (DOH/ OpraHu3aluu
11. Yto M3 yKa3aHHOI0 HHKE HE OTHOCHTCS K PerucTpanuoHHbIM Gopmam:

1) xypHanbHas

2) KHUKHAs

3) kapTouHas
12. Kakoii U3 nepe4yncaeHHBIX PeKBH3UTOB BKJIYAETCH B PerucTpanuoHHbie popmbl:

1) rpu¢ yrBepxaeHus

2) agpecat

3) BU3a coriacoBaHUs
13. K Bugam cpoOKOBOI0 KOHTPOJIsi OTHOCATCS:

1) Texymuii, npeaynpeauTeabHbIi, HTOrOBbII

2) KOHTPOJIb 10 CYIIECTBY, TEKYLIUIl, NTOTOBBIN

3) Tekymui, BHYTPEHHH, UTOTOBBIN
14. Kakmne cBeneHusi He YKa3bIBAalOTCA Ha 00JI0KKe Jeja Npu 0QOpPMJICHHUM Jesa JJs
nepeaayu B apXuB:

1) cpok XpaHeHUs TOKyMEHTOB JieJia

2) KOJIMYECTBO JIUCTOB B JIEJIE

3) KOJIMYECTBO JIUCTOB BHYTPEHHEN ONUCU
15. B cayuae, koraa B pexkBusure «Pe3o/onus» nmopyyeHue Jaercsi IBYM HJIM HECKOJIbKUM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJISACTCH:

1) nuuo, yka3aHHOE B IOPYYEHUH MEPBHIM

2) Bce yKa3aHHbIE B IOPYUYEHUH JIUIIA

3) 11110, YKa3aHHOE B CIIMCKE MOCIETHUM
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16. OdopmiieHue pe30IOLMH JOMYCKAETCS HAa CHENUAJbHBIX OJAaHKaX ISl Pe30JII0IHuii,
H3roTaBJMBaeMbIX Ha Oymare popmara:
1) A4

2) AS

3) A6
17. Perucrpaumnu nmojaJjie:xkar cjeayronue 10KyMeHThbI:

1) Bce TOKyMEHTHI

2) TONBKO BXOJSIINE

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

1) B3BeIMBaHKE IOKYMEHTOB

2) 3akiieMBaHUE KOHBEPTOB

3) ckilagpiBaHUE JOKYMEHTOB U BJIOKEHUE UX B KOHBEPTHI
19. HomeHkaTypa e 10J15KHA BKJIIOYATH CJleAyI0lie PeKBU3UTHI:

1) HauMeHOBaHWE OpPraHWU3allMd — HAUMEHOBAHHWE JOKYMEHTA — JaTa — PEeTrUCTPAIlMOHHBIN
HOMEp — MECTO COCTAaBJICHHSI — 3ar0JIOBOK K TEKCTY — TEKCT — MOJIUCh — TpUQ YTBEPKICHUS -
rpu¢ coriacoBaHUs

2) HAMMCHOBAHUC OpraHu3anMuu — HAUMMCHOBAHWC BHJAa [JOKYMCEHTa — [OaTa -
pGFI/ICTpaIII/IOHHBII\/JI HOMCP — MECTO COCTABJICHUSA — 3aroJIOBOK K TCKCTY - TCKCT — IMOAIINCH
3) HAUMCHOBAHUC OpraHvu3anuu — HAUMMCHOBAHWEC BHJAa [JOKYMCEHTa — [OaTa -

pEerucTpalioHHbIi HOMEP — MECTO COCTaBJIEHHUS — 3arojloBOK K TEKCTYy - TEKCT — IOJIUCh —
ajapecar
20. Kakas u3 onepauuii He IPOBOAUTCS NPHU MOATOTOBKeE JeJI VIS Nlepeiau B APXUB:
1) noamMBKa JOKYMEHTOB JieJla B CIIELMAIbHYIO O0JI0XKKY WM IeperieT aerna
2) cocTaBi€HUE JIMCTa-3aBEPUTEIS Jiea
3) onpeneneHre Cpoka XpaHEHUs Jiena
21. YkaxXuTe BApUAHT, B KOTOPOM NPABUIbHO C(pOPMYJIMPOBAHBI 3ar0JIOBKH J1eJ1:
1)
1. Jleno ¢ noKyMeHTaMu OO0 OTKPBITUM CYETOB M COBEPIUEHUH PACUETHBIX ONEpalui,
coJiepKalliX MOJOXKEeHUs, CIIPaBKH, MMCbMa, KAPTOUKH
2. Jleno ¢ KONHUSAMHU NPUKA30B AUPEKTOPAa MO KOMIUIEKTOBAHUIO M WU3MEHEHUIO JINYHOTO
COCTaBa CTYJEHTOB
3. leno, coneprkallee MepenucKy ¢ TPaHCIIOPTHO-3KCIEAUTOPCKUMH KOMITAHUSIMU
4. lleno ¢ mepenuckoil 006 OTKpHITHMM (DaKyJIbTETOB JOBY30BCKOW IMOJTOTOBKH C By3aMH,
HaxosAmuMucs B . YeGokcapbl
5. Jleno, copepxaiiee NEPENNUCKY C Pa3HOPOAHBIMH OPraHU3aLUsSMU O NEpelade 3aHui,
MOMEILEHUH B TOCYJapCTBEHHYIO M MYHUIIUIIAIIBHYIO COOCTBEHHOCTh
6. Jleno ¢ mpukaszaMM T€HEpPaJIbHOIO JMPEKTOpPA MO MNPOM3BOACTBEHHBIM BOIIpOCaM 3a
ONpeAeJICHHBIN TEPUOJ]

2)

1. IokyMeHTbl 00 OTKPBITMM CYETOB M COBEPLICHMM PACUETHBIX onepaunuil (MOoNoKeHus,
CIIPaBKH, MHCbMa, KAPTOUKH)

2. Ilpuka3pl AMPEKTOpa MO KOMIUIEKTOBAHUIO U M3MEHEHHIO JTMYHOTO COCTaBa CTYIECHTOB.
Konuun

3. Ilepenucka ¢ TpaHCIOPTHO-3KCIEAUTOPCKUMH KOMIIAHUSAMU O IIEPEBO3KE IPY30B

4. Ilepenucka c By3amu I. YeGokcapbl 00 OTKpHITUH (HaKyIbTETOB JOBY30BCKOM MOJTOTOBKU

5. Ilepenucka o mepenaye 34aHUM, NMOMEIIEHUN B IOCYAApCTBEHHYIO M MYHUIMIAIBbHYIO
COOCTBEHHOCTb.

6. IIpuka3bpl reHepaIbHOro JUPEKTOpa M0 IPOM3BOACTBEHHBIM BonpocaM 3a 2012 rox
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3)

1. JokyMeHTbl 00 OTKPBITHHM CYETOB M COBEPLICHHM PACUETHBIX onepanuil (MOoJoKeHus,
CIIPaBKH, MHCbMa, KAPTOUKHU)

2. Ilpuka3bl AUPEKTOpa MO KOMIUIEKTOBAHUIO M M3MEHEHUIO JIMYHOTO COCTaBa CTYJCHTOB.
Komnun

3. Ilepenucka ¢ TPaHCTIOPTHO-IKCIETUTOPCKIMHU KOMITAHUSIMH O TIEPEBO3KE I'PY30B

4. Jleno ¢ mepenuckoil 00 OTKPHITHH (HaKyJbTETOB JOBY30BCKOIl MOJITOTOBKU C BY3aMH,
HaxoaAumMucs B r. YeGokcapsl

5. Jleno, comepxaiiee MEPENUCKY C Pa3HOPOAHBIMH OPraHU3alMsAIMU O TMepenave 3/aHui,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIUIIAIBHYIO COOCTBEHHOCTD

6. Jleno ¢ mpukazamMu T€HEpPaJIbHOIO JUPEKTOpa MO MPOM3BOACTBEHHBIM BOIIpOCaM 3a
ONPEAEIIEHHBIN NIEPUOL

22. Ipomgonxute npenjoxeHue: «JOKyMeHTBI, Yyike BKJIWYEHHble B /€10, MOIYT
NMOHA/I00UTHCSI pa0OTHUKY opraHu3anuu. B 3ToM ciiydyae oHH MOryT ObITH BBIHYTHI M3 JeJia
TOJIKO JIMIIOM, OTBETCTBEHHbIM 3a ¢opMHpoBaHue H XpaHeHue aejJ. Ha ux mecro
3aKJIAIbIBAETCH. . . )):

1) xkapTa-3amecTuTeIh

2) AUCT-3aBEPUTEIND

3) AUCT-3aMeCTUTENh
23. KoHKkpeTHbIe CPOKHM XpaHEHHSsI JOKYMEHTOB YCTAHABJIMBAKTCS ¢ IOMOUIBIO:

1) UucTpykinu 1o Aem0npor3BOACTBY KOHKPETHOW OpraHu3aIiu

2) [lepeyHst TUMOBBIX YIPaBIECHYECKUX JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO O0SCIICYCHUS yIIPaBICHUS
24. O0Opamenue IBYX WJIM HECKOJBbKHUX JIMI B NMHUCbMEHHOM BH/E, COJep:Kallee YacTHbIN
HHTepec, MU o0palleHue, NPUHATOEe HA MUTHHIe, COOPAHMH, MOANMCAHHOE OPraHNU3ATOPAMH
WIN (M) YYACTHHKAMHM MHTHHIA UM cOOpaHus, HMeloliee 001eCTBeHHbIN XapaKTep — 3T0...

1) xonnexkTuBHOE OOpaleHne

2) KomernanbHoe oOpaIieHme

3) uHaUBHUIyaJIbHOE OOpallieHne
25. B kakux yupe:RIeHusix co3aaercss o0ummii oraen’?

1) Ha TOCyIapCTBEHHBIX MPEATPUITHIX

2) B UCTIOTHUTENIBHBIX OPraHax BJIACTU U HCIIOTHUTEIBHBIX CTPYKTYPaX MECTHOTO
caMOyIpaBJIEHUs

3) B MUHHCTEPCTBaX U BEJOMCTBAX

Yacts B
3aganue: Onucath NOPsIOK OPMUPOBAHUS JIEI.
Yacts C

3amanmne:

CocraButb rapantuiinoe mucbMo 3A0 «AHTPUYM» O pa3MEIICHUH PEeKIaMbl. AJpecar:
I'maBHBI pepakTop )xypHana «lenonpousBoacrso» Kysnenosa T.B. B Tekcte aBTOp nucbma mpocur
pa3MecTUTh peKilaMy UX MPOAYKIUHU B OUepeTHOM HoMepe KypHasia. O0beM pekiiaMHOT0 MaTepHualia
— Y2 monockl. Omnata rapantupoBana ¢ p/c 12345678901234567890 B ®Kb «I'yra-6ank». [Tucemo
noanucano gupektopoM 3A0O u riaBHbIM OyxrantepoM. Hepocratomniye faHHbIe yKazaTh

CaMOCTOATCIIbHO
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BAPHUAHT Ne 10

Yacts A
BBIHOJIHI/ITB TECTOBBIC 3aJaHUA.

1. llpeanoxenne — 310:

1) oOpamieHue rpa)IaHMHA, HANPaBICHHOE Ha COBEPIIEHCTBOBAHUE pPabOThI OpPraHoB
BJIACTU WM YIPABJICHUS, PELLIEHUE BAXKHBIX BONPOCOB SKOHOMHYECKOM, MOJUTHYECKOM, COLUAIIBHO-
KYJIBTYPHOH M JIpYrux cdep UX NesATeNIbHOCTH, TJle MpeJiararoTcsl MyTH M CIOCOOBI PelieHUs
3aTPOHYTHIX MPOOIEM

2) oOpaieHue rpaKIaHuHA MO MOBOJY peaju3alydy MPUHAICKAIIUX €My JIMYHBIX MpaB U
3aKOHHBIX MHTEPECcOB, 3akpemieHHbIX KoHctutynueir P®, dQenepanbHbIME 3aKOHAMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX MIPaB U HHTEPECOB

3) oOpameHue TrpakJaHWMHA O BOCCTAHOBJEHHWM €ro MpaB MWJIM 3aKOHHBIX HHTEPECOB,
HApYIICHHbIX ACUCTBUSIMH WIM O€3ACMCTBUSIMH OPraHOB T'OCYJApPCTBEHHON BIIACTH U MECTHOT'O
CaMOYTIpaBIICHUs, UX JODKHOCTHBIMUA M BBIOOPHBIMH JIMIIAMH, PYKOBOAMTEISIMA OpPTaHU3ALUN U
00IIECTBEHHBIX 00 bEIUHEHUI
2. Kakue u3 mnepe4mc/ieHHbIX JAOKYMEHTOB 00s13aTeJIbHO IepeJaloTcsi Ha PacCMOTpPeHHe
PYKOBOJUTEIO:

1) noKyMeHTBI, HoJay4YeHHbIe U3 agmMuHucTpanuu [Ipesnnenra

2) IOKYMEHTBI, aIpeCOBaHHbIC B CTPYKTYPHBIE MOAPA3ICICHUS

3) IOKYMEHTBI, COIEpIKAITUE TEKYIIYI0 HHPOPMAITHIO
3. Korna rpakianuH X04eT peaan30BaTh CBOU KOHCTUTYIIMOHHBIE PaBa U CBOOOIbI, OH IMHIIET:

1) npennoxenue

2) mUCbMO

3) 3asBiIeHUE
4. Kak HymMepyeTcsi JOKYMEHT, CJIOKE€HHBII MOM0JIaM ¥ MOAMIMTHINH 32 cepeinny:

1) xak OuH JTUCT

2) Kak JBa JIUCTa

3) KaKk yeTbIpe JUCTa
5. CucremaTu3UpOBaHHBII NepeyeHb HAUMEHOBAHUIl /ej, 3aBeJeHHBIX B OPraHu3aluH, ¢
yKa3aHHeM CPOKOB MX XpaHeHUsI, 0pOPMJIEHHBbIH B YCTAHOBJIEHHOM NOPsSAKe, - 3TO:

1) ommch

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKIIaTypa e
6. Kakue 3Tanbl 00padoTKu NPOXOAUT BXOASIIMIA JOKYMEHT:

1) mpuem u mepBuUuYHaAs 0OpabOTKa — IMperBapUTEIbHOE PACCMOTPEHHE — PErHCTpalus —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOJTHEHHE — HAllpaBJIeHHE B JIEJI0

2) mpueM U TepBUYHAs 00paboOTKa — MpeABAPUTEIHHOE PACCMOTPEHHE — PETUCTpaIMs —
paccMOTpEeHHE PYKOBOAUTENEM — Iepeiada Ha UCTIOJIHEHNE — UCTIOIHEHNE — KOHTPOJIb UCTIOTHEHHUS
— HampaBlieHUE UCIIOJIHEHHOTO IOKYMEHTa B JIeNI0 HIIM OTIIPaBKa

3) cocraBieHHE MPOEKTa — COrjlacoBaHUEe — O(QOpMIIEHHE — IMOANHMCAHUE — PETUCTpaLUs —
OTIIpaBKa
7. O0beM TOKYMEHT0000pOoTa — 3TO:

1) oO1iee KOIMYECTBO MOCTYMUBIIMX B OPraHU3ALMIO TOKYMEHTOB 33 ONpPECICHHbIN Mepro/]
BpEMEHU

2) ofmiee KOJIMYECTBO CO3JAHHBIX OpraHu3alMedl JTOKYMEHTOB 3a ONpEICNCHHBIN Mepuon
BpEMEHU
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3) oOriee KOJIMYECTBO BXOIAIMINX, UCXOSIIMX U BHYTPEHHHUX JOKYMEHTOB OpPraHM3ALUU 32
OIpeIeIeHHbIN IepUOJ BpEMEHH
8. PekBu3uT «OTMETKA 0 MOCTYIUICHUH IOKYMEHTA B OPraHM3alUI0» BKIIOYAET CJedyolmue
3J1eMeHThI:

1) HauMeHOBaHUE IOCTYNHUBIIErO JOKYMEHTA, €ro PErucTpalMOHHBII HOMEP U BpeMs
HOCTYIUICHUS

2) COKpalleHHOE€ HaMMEHOBAaHWE OpPraHM3allM, MOJYUYMBLIEH TOKYMEHT, BXOJAIIMNA HOMEp,
JlaTy MOCTYIUICHUS

3) HauMEHOBaHME OpraHU3alUM, I[OJIYYHUBIIEH JOKYMEHT, PETUCTPALUOHHBIA HOMED
JIOKYMEHTa U J1aTy 10KyMEHTa
9. Kakoii 13 TepMHHOB He PEKOMEHAYIOT HUCII0JIb30BaTh NPH (POPMYJIHPOBKE 3ar0JI0BKOB [1€JI:

1) neno

2) TOKYMEHTBI

3) pa3Hble MaTepHabl
10. Kakme u3 mnepevyucCJeHHbIX HHMJKe JIOKYMEHTOB He OTHOCATCH K BXOAsLIEMY
JOKYMEHTOIIOTOKY:

1) AOKYMEHTBI OT BBIIIECTOSIIMX OpraHU3aINM

2) opraHu3alOHHbIE TOKYMEHTbI

3) IOKYMEHTHI OT MOJIBEIOMCTBEHHBIX OpraHU3alUi
11. OCHOBHO¥ NPUHIUII PErHCTPALNH:

1) AByKpaTHOCTH

2) MHOTOKpaTHOCTb

3) OIHOKPATHOCTH
12. Kakoro u3 npuHuunoB ¢GopMHpoOBaHMS /ie]1 He CyLeCTBYeT:

1) BonpocHoO-0ruuecKuit

2) cucteMaTU4YecKHit

3) andaBuTHBIN
13. Kak Ha3bIBaeTcCsl CHCTEMAa PerucTPAalMM, €CJIH JOKYMEHTBhI PerHCTPHPYIOTCH B MeCTaxX UX
co31aHNs (CTPYKTYPHBIX OApAa3ae/eHUsAX):

1) neueHTpanu3oBaHHas

2) cMenIaHHas

3) ueHTpaIM30BaHHAsA
14. J1ns1 BoccTaHOBIIEHUS WIIM 3alllMThl CBOMX HApYIIEHHBIX MIpaB, CBOOO/ JIM 3aKOHHBIX HHTEPECOB
IpaXkJIaHUH JJOJDKEH 00paTUThCS B COOTBETCTBYIOIIME OPTaHBI C:

1) 3asiBneHnEM

2) xanoboit

3) mpeTeH3uei
15. OdunmanbHbli JOKYMEHT, He BBIXOAAINMIA 3a mpeaeJbl MNOATOTOBHBIICH ero
OpraHu3anmu, - 3To:

1) BHyTpeHHUI 1OKYMEHT

2) BXOJSAUINH TOKYMEHT

3) ucxopsuuii JOKYMEHT
16. O0pamenne rpaxaaHnHa, NOCTYNHUBIIEE OT OJJHOT0 U TOT'O Ke JIMIA 10 OAHOMY M TOMY 3Ke
BOIIPOCY, €CJIM CO BPEeMEHH MOJA4YH NepBOro o0palieHusi HCTEK CPOK, YCTAHOBJICHHBIH s
paccMOTpeHus, WM 3asiBUTeJIb He Y/I0BJIeTBOPEH JaAHHBIM eMy OTBETOM, HA3bIBAETCH:

1) BTOpYHBIM

2) NOBTOPHBIM

3) MOBTOPSIFOLTUMCS
17. Cpok McnoJIHeHHs] MOCTYNUBIIET0 IOKYMEHTAa HCUMCISeTCs:

1) B xaneHapHbIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu
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2) B pabouux IHAX C IaThl IOCTYIUICHUS TOKyMEHTa B OPraHU3aIUI0

3) B KaJIeHIAPHBIX AHAX C AAThl OCTYIJIEHUS JOKYMEHTA B OpraHU3alHIo
18. OOecneyeHne CBOEBPEMEHHOI0 M KAYeCTBEHHOI0 WCIIOJHEHUS] NMOPYYeHHIl M pelleHus
BOIIPOCOB, IIOCTABJIECHHBIX B JOKYMEHTe, - 3T0:

1) peructpanusi JOKyMEHTOB

2) UCNoJIHEHUE JOKYMEHTOB

3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB
19. HomenkiaTypa jaeji, KOTOpPasi yCTAHABJIUBAET MPUMEPHBI COCTAB JIeJI VISl OPraHu3aluii,
OTHOPOJHBIX MO XapaKTepy AesiTeIbHOCTH, HO PA3JIMYHBIX [0 CTPYKTYype, Ha3bIBaeTCH:

1) MHIUBHIYATBHOM

2) TUTIOBOM

3) mpumepHoO
20. Cry:xe0HbBIE JOKYMEHTBI — 3TO:

1) MOKYMEHTbI, 3aTparuBalollMe HHTEPECHl ONPEAEICHHOrO0 JIMLA W COCTABJIECHHBIE B
MIPOU3BOJIBHON (hopMme

2) NOKYMEHThI, COCTABJICHHbIE IOPUANYECKUMHU U (PU3HMUECKUMHU JIULAMU U O(pOPMIICHHBIE B
YCTaHOBJICHHOM ITOPSIKE

3) 1OKYMEHTBI, cozieprKaline 00s3aTeNIbHbIE K UCTIOJIHEHHUIO YKa3aHUs
21. YkauTe BapHaHT NHCbMA, B KOTOPOM NMPAaBUJIbHO PACCTABJIEHBI CIy:KeOHbIe 0TMETKH

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

VY. Jlecnas, 1. 45, ka6. 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

WMHH/KIIIT 123456789/9876543210
23.09.2014 Ne 234/03-11
006 yuactuu B KOH(EepeHIINH
[IpocuM pa3peluTh Hallel OpraHu3alyy NPUHATh yyacTHe B KOH(EPEHIIUH, MMOCBSAIIEHHON

BOIIPOCaM COKpAIIeHUs JOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.
B cnyuyae nonoXuTenbHOro 0TBETa, MPOCUM COOOIIUTH YCIIOBUS yUacCTHs B KOH(EPEHIIUH.

I'enepanbHBIIN TUPEKTOP M.K. IlerpoB
CemenoBoii B.1. I1.0. Opemkuna
[ToAroTOBUTH MPOEKT 45-67-68

MUChMa-OTBETa 00 YCIOBHSIX
y4acTus B KOH(pEpEeHIINN

k 27.09.2010
25.09.2010
B neno Ne 02-01
27.09.2010
2)
3aKkphITOE aKLIMOHEPHOE 00IIECTBO «AJIMa3» Hupekropy 3A0 «Crapt»
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(BAO «Anmasy) B.A. MakcumoBy

V. Jlecuas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Ten.: 201-15-23, daxc: 201-38-12,
OKIIO 2345678234, OT'PH 9870654321,

WHH/KIIIT 123456789/9876543210 B neno Ne 02-01
27.09.2010
23.09.2015 No 234/03-11 I1.0. Opemikuna
45-67-68

006 yuacTuu B KOH(pEpEHIUN

[Ipocum pazpemmTh HalIel OpraHU3aLUK MPHUHATH y4acTue B KOH(EPEHIINH, ITOCBSIICHHON
BOIPOCaM COKpaIeHus JOKyMeHToo0opoTa, kotopas cocroutcs 20.12.2010.

B ciydae mosoKuTenpHOro 0TBETa, MPOCHM COOOIIUTD YCIOBHS y4acTUs B KOH(EPEHIHH.

['eHepasibHBIA TUPEKTOP M.K. IlerpoB

3A0 «Crapt»

Bx. Ne 231

25.09.2010
Cemenooii B.U.
[ToaroToBUTH MPOEKT

IHChMa-0TBETa 00 YCIOBHAX
y4acTus B KOH(PEpEHIINU

k 27.09.2010
25.09.2010
3)
3aKkppITOE AaKLIHOHEPHOE 0OILIECTBO «AJIMa3» Hupexropy 3A0 «Crapm»
(BAO «Anmasy) B.A. MakcumoBy
Va. Jlecnas, 1. 45, xa6. 3, r. Actpaxans, 414000,
Temn.: 201-15-23, ¢axc: 201-38-12,
OKTIO 2345678234, OI'PH 9870654321, CemenoBoii B.1.
WHH/KIIIT 123456789/9876543210 [ToaroroBuTh NpOEKT

MMCbMa-0TBETa 00 yCIOBUSX
y4JacTus B KOH(pEepeHIUN
k 27.09.2010

25.09.2010

23.09.2016 Ne 234/03-11

006 yuacTuu B KOH(pEepeHIUN

[TpocuM pa3pemuTh Hallei OpraHu3aluy MPUHATh y4acTHe B KOH(GEPEHIINH, MOCBSIIICHHON
BOITPOCAM COKPAIIIEHUS TOKYMEHT0000poTa, KoTopas coctoutcs 20.12.2010.
B ciydae nmonoxuTenbHOro 0TBeTa, MPOCUM COOOIIUTh YCIOBHS Y4aCTHs B KOH(EPEHIHH.
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['enepanbHbIil TUPEKTOP M.K. ITerpoB

I1.0. Opemikuna

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

22, IIponoskure npenjoxenue: «Ilocie 3aBepuieHust 1e10NPON3BOACTBEHHOI0 I'oa Bbl1aua
OT/AeJbHBIX JOKYMEHTOB M3 Jejda He jonyckaercs. IIpm HeoOxoaumocTH BO BpeMeHHOe
N0Jb30BaHHEe MOKeT OBbITH BbIIAaHO Jej0 neaunkoM. Ha Mecte BbIIaHHOrO JeJa
MOMeNIAeTCs. .. »:

1) nucr-3amecTUTEND

2) 3aBepeHHas KOMH

3) KapTa-3aMeCTHUTEIIb
23. PacnopsiauTe/bHble JOKYMEHTbI (IPUKAa3bl, PACIOPSKEHMS M JpP.) Pacmojararcs B
aeme:

1) B mocnen0BaTeNbHOCTH, OTPAXKAIOIIEH X0/1 pacCCMOTPEHUS BOTIpoca

2) 110 XpOHOJIOTUH U MOPSIIKY HOMEPOB

3) B andaBUTHOM TOPSIAKE
24. IlpaBuia, B COOTBETCTBMM € KOTOPHIMH HPOMCXOAUT [BH:KEHHE [OKYMEHTOB B
yYUpesKJAeHHH — ITO...

1) opranusarus 1€a0nporu3BOJICTBA

2) opranu3aiys JOKyMEHTallMOHHOTO 00eceueH s

3) opranuzanus 10KyMeHTO000poTa
25. C yero HauMHaeTC UCMOJTHEHHE JOKYMEHTa?

1) co cbopa uHpOpMAIIIH IO BOIIPOCY

2) c coBelaHusl B KAOMHETE Y PyKOBOAUTEIS

3) ¢ uznaHus nmprka3a 00 UCTIOTHEHUU JOKYMEHTA

Yacts B
3aganue: Onucarh NOPSIOK COCTABICHHS TEKCTa HOMEHKIATYPHI €.
Yacts C
3aganue:

CocTaBUTh JOKIAJAHYIO 3alMCKy CTapIIero KOHCYJbTaHTa OT/eNa MPaBOBOrO OOecreueHus
knuenToB CmupHoBa I1.M. Ha mMmsa renepanbHoro nupekropa 3AO «Tpucrap» Jlapuna O.JI. o
BHECEHWH HM3MEHEHUW B mTaTtHoe pacnucanue Ha 2011 rox. B Tekcre cka3aHO, 4TO COTJIACHO
IIpUKa3y OT 10.06. 2010 Ne 60 «O mpoBepke pabOTHl OT/ENa MPABOBOIO OOECIIEYECHUs
KJIMEHTOB» TMpPOMU3BeleH aHaiu3 3()PexkTUBHOCTH pabOThl COTPYIHUKOB OTJENa «HA BBIE3/IE» B
HEpBOM MOJYTOJMH TeKyllero roga. Ha ocHOBaHMM pe3ysbTaTOB aHATU3a HEOOXOAMMO YBEITUYUTh
YHCIIO IITaTHBIX COTPYHUKOB OT/EJNa, UMEIOIIHNX MIpaBa Ha yIpaBJieHHUE JIETKOBBIM TPAHCIIOPTOM U
BJIQ/ICIOINX TakoBbIM. HeocTaromue faHHbIE YKa)KUTE CAMOCTOSITEIIBHO.

BAPUAHT Ne 11

Yacts A
BLIHOJIHHTB TECTOBBIC 3a1aHUA.

105



1. Kak Hymepyercs JaucT 1100010 (hopMaTa, NOAMIMTHINA 32 OIMH KPaii, 1aKe eCJIH OH CJI0KeH:

1) KaK OIMH JTUCT

2) KaK JBa JucTa

3) KaK TpH JIMcTa
2. Perucrpanus — 3r1o:

1) mpucBoeHne JOKyMEHTY TU(PPOBOTro MK OYKBEHHO-ITU(POBOTO 0003HAYCHUS

2) 3anuch HHGOPMALIMU HA PA3IMYHBIX HOCUTEISAX M0 YCTAaHOBJICHHBIM IIPaBHIIaM

3) 3amMch YYETHBIX JAHHBIX O JIOKYMEHTE 10 YCTaHOBJIEHHOW (opme, Gpukcupyromeil dpakr
€ro CO3/1aHus, OTIIPABKU UJIH MOJY4YEHHUS
3. Ecnu rpakiaHuH X04eT BbICKa3aTh CBOM PEKOMEH/IALUHU 1O YIYUIICHHUIO AeITeIbHOCTH
rocy/1apcTBa, TO OH JOJKEH COCTAaBUTh:

1) xano0y

2) npeyIoKeHNE

3) ciy)ke0HYI0 3aIICKY
4. Kak Ha3bIBaeTcsi CTPYKTYpHoe moapasjaeienue ciay:xk0bl JAOY, koropoe ocymiecTBJsieT
padoTy ¢ oOpalIeHNSIMU I'PAKIAH:

1) oTaen xanod u mpeaIoKeHUN

2) oTIeN MO0 KOHTPOJTIO 33 UCIIOJIIHEHUEM TIOKYMEHTOB

3) skcnienunust
5. HomeHkJ1aTypa Jeji, KOTOpasi cOCTABJISAETCS /sl OPraHUu3aluii, OTHOPOAHBIX M0 XapaKTepy
NAeATeJJbHOCTH M CTPYKTYpe, YCTAHABJIMBAET /UIA HHUX THIIOBOH COCTaB [eJl, eJUHYI0
HH/IEKCALIMIO ITHX JieJ1, - HA3bIBaeTCs:

1) npumepHoi

2) TUTIOBOM

3) MHIUBUIYATHHOM
6. ApXHMBHBIH CHPABOYHHK, COJCP/KAIMMI CHCTEMAaTH3MPOBAHHBIN NEpPEeYCHb €IMHMIL
XpaHeHus (xexa), - 3T0:

1) HOMeHKIaTypa Jen

2) onuch nien

3) BHYTpEHH:S OIUCh JOKYMEHTOB JieNa
7. lokyMeHTa CUMTaeTCsl MCIOJTHEHHbIM, €CJIN:

1) KOppeCOHJEHTY JJaH OTBET

2) NOKYMEHT HCIIOJIHEH B Ha3HAUEHHBIN CPOK

3) nmocTaBieHHbIE B JOKYMEHTE BOIIPOCHI PELICHBI 110 CYIIECTBY, KOPPECIIOHCHTY JaH OTBET
8. HomenkiaTypa /es1 cocTaBJjisieTcs €O cieayouieil nepuoAu4HOCTbI0

1) onuH pa3 B TpH roja

2) ¢ IepuoINYHOCTHIO, YCTAaHABIMBAEMOW OpraHu3anuei

3) exxerogHo
9. O0pauieHne rpaxIaHuHa, 0aBaeMoe B NMCbMEHHOI (popMe ¢ MPOCL0Oi 0 MPU3HAHUM 32
HHMM OIIpe/eIeHHOI0 CTaTyca, IPaB, FTAPAaHTHIl U JbIOT € NMPEAOCTABJICHHEM JOKYMEHTOB, HX
MOATBEPKIAAUIUX, - ITO:

1) 3asiBneHue

2) XxonaTaiicTBO

3) xaioba
10. TonmmHa KaKI0r0 1eJia He J0J’KHA NPEeBbIATh:

1) 50-60 mm

2) 20-30 mm

3) 30-40 mm
11. lokymMeHTO000pPOT — 3TO:
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1) xomMuecTBO JOKYMEHTOB, IOCTYNHBIIMX B OpPraHU3alldl0 M CO3JAHHBIX €I 3a
OIPEACIICHHBINA TEPUO]

2) INBUKEHHE JTOKYMEHTOB B OpraHM3allid C MOMEHTAa UX CO3/IaHUS WIHM IOIY4YEHHUS [0
3aBEPIICHUs] UCIIOJIHEHUS WIH OTIPABICHUS

3) opranuzanus paboThI C JOKYMEHTaMH B YUPEXKACHUU
12. Kaxk Ha3biBaeTcsi CTPYKTYpHOe MoOJApa3JejieHHe, KOTOpoe pemaer MnpodJieMbl
JOKYMEHTAIMOHHOI0 00ecreyeHHs YIIPaBJeHUs B OPraHU3AMM:

1) cyxb6a JIOY

2) Oyxrantepus

3) oTaen KaapoB
13. 7Kanob6a — 3To:

1) oOparieHne rpakIaHUHA, HAIIPABJICHHOE HA COBEPIICHCTBOBAHHE PA0OTHI OPraHOB BIACTH
U YIPaBICHUS, PELIEHHE Ba)KHBIX BOIPOCOB SKOHOMMUECKOH, MOJMTHUECKOH, COLUAIbHO-
KyJbTYpHOH M JApYrux cdep HUX IEATEeIbHOCTH, TAE NPEJIaraloTcsi IMyTH W CIIOCOOBI pelleHHs
3aTPOHYTHIX MPOOIEM

2) obpaleHue rpaxJaHUHa 10 MOBOJY pealu3alud MPUHAAISKAIUX €My JIMYHBIX MpaB U
3aKOHHBIX MHTEPECOB, 3akperieHHbIX KoHctutynmein P®, dQenepanbHbIME 3aKOHAMH, HE
CBSI3aHHBIX C HAPYIICHUEM ITHX IIPAB U HHTEPECOB

3) oOpaieHue rpakJIaHMHAa O BOCCTAHOBJIEHHWU €ro TMpPaB WIM 3aKOHHBIX HHTEPECOB,
HapyLIEHHbIX JIEHCTBUAMU MM O€31eHCTBUSAMM OPraHOB TOCYAApCTBEHHOM BJIACTH U MECTHOTO
CaMOYIpPAaBJIEHUS, UX JODKHOCTHBIMU U BBIOOPHBIMH JIMLIAMH, PYKOBOJIUTENSIMU OpPraHu3aluil U
00IeCTBEHHBIX 00bEIUHEHUI
14. Kak Ha3pIBaeTCsl cCMCTeMa PerucTPalMu, eCJId OIHA YaCTh IOKYMEHTOB perucTpUpyeTcs B
cayx0e IOY, a apyrasi 4acTb — B CTPYKTYPHBIX IOAPA3/ieJICHUsNX:

1) nenTpanu3oBaHHast

2) cMenIaHHas

3) neneHTpanu30oBaHHAs
15. loKkyMeHT, IOCTYNIMBIIHI B yYpe:KICHHE, - ITO:

1) ucxoasimuii TOKyMEHT

2) BXOASILIUN JOKYMEHT

3) BHYTpEHHUI TOKYMEHT
16. Ilpn ¢popMHpPOBaHMH HMCIOJTHEHHBIX JOKYMEHTOB B /e/1a B OPraHHM3alUsAX HA O0JI0KKY
Ka’K0r0 /1eJ1a BLIHOCATCS CJIeAyIolHe CBeeHHs:

1) HauMeHOBaHUE OpraHU3allMd — MHJEKC JieJla — 3arojOoBOK Jeja — Jara Jiena — CpoK
XPaHEHUs U CTaThs [0 MEPEUHIO - IPUMEUaHUe

2) HauMEHOBaHHME OpraHU3allMM - MHJEKC Jiella — 3aroJIoBOK Jiefla — Jara jeia — CpoK
XPaHEHUs MO MEPEUHI0 — ApXUBHBIN MU P

3) HaMMEHOBaHUE OPraHM3alMM — HAaUMEHOBAHHUE CTPYKTYPHOTO MOJAPA3AEICHUS — HUHIECKC
JieJia — 3aroJIOBOK JieJla — CPOK XPaHEHUSs 0 MEPEYHI0
17. MakcuMaJIbHBIHA CPOK MCIOJTHEHHS 00paleHHuii TPaKIaH COCTaBJIsACT:

1) 70 nueut

2) 60 guei

3) 40 nuewt
18. HomenkiaTypa aes1 OpraHu3anmm:

1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHu3auil

2) pazpabaTbIBaeTCs M0 YCMOTPEHHUIO OpraHu3auu

3) siBasieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3aluit
19. Yto M3 nepevncaIeHHOr0 He MOXKET CJIYKUTh Ha3BaHUSIMHU Pa3/ie/I0B B HOMEHKJIAType J1eJ:

1) HauMeHOBaHUS CTPYKTYPHBIX MOApa3eIeHui

2) HampaBJieHUS JIEATETbHOCTH OpraHU3alNN
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3) HaMMEHOBAHMS OpraHU3ALUMA
20. Onpenesnenue MOJIUTHYECKOH, IKOHOMHYECKOH, CONUAIBbHO-KYJIbTYPHOI, NPAKTHYECKOM
LHeHHOCTH JOKYMEHTOB /ISl MOCJIeyIoIero uX XpaHeHusl U UCIOJIb30BAHMA WJIH JJ8 0TO0pa
HA YHUYTOKEHHeE, - ITO:
1) sxcniepTr3a e TeNbHOCTH OpraHu3aluu
2) sKcrnepTH3a EHHOCTH JOKYMEHTOB
3) sKcnepTr3a JOKYMEHTAMOHHOM eI TeIbHOCTH
21. Yka:knuTe BAPMAHT, B KOTOPOM NPABWIbHO C()OPMYJIUPOBAHBI 3ar0JI0BKH J1€JI:
1)
1. ITpoTokoibl 3acenanuii megarorudeckoro corera 3a 2012/2013 y4ueOHbI TOT
2. [Tnansl paboT CTPYKTYpHBIX NoApazaeneHuii Ha 2013 rox
3. JIOKyMEeHTHI, MOATOTOBJIEHHBIC MO 3aJaHHI0 OPraHOB T'OCYAAPCTBEHHOTO YIIPaBIICHUS
(cripaBkH, 0030pBI, aHHOTAITUH | JIP.)
4. JIOKyMEHTBI, MpEeACTaBlsieMble B CyIeOHbIC U CIEICTBEHHBbIC OPTaHbl M0 YTOJOBHBIM U
IpaXAaHCKUM JienaM (aKThl, TOKJIAIHbIE 3alIMCKH, 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. JlokyMeHTHI, MpeacTaBisieMble B CyAeOHbIE U CIEACTBEHHBIE OpraHbl MO YrOJOBHBIM U
IpaXXAaHCKUM JieiaM (aKThl, TOKJIaIHbIE 3alIMCKH, CIIPaBKU, XapaKTEPUCTUKH )
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 3acelaHMi MeAarornuecKoro CoBeTa 3a y4eOHbIN To/1
6. Jleno ¢ muranamu paboT CTPYKTYPHBIX OJpa3/iesIeHUui
7. Jleno ¢ JOKyMEHTaMH, IOATOTOBJICHHBIMU [0 3a/JaHHUI0 OpPraHOB TOCYJAapCTBEHHOTO
yIpaBIeHUS, K KOTOPBIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTAIUH H JIP.
3)
1. lexo ¢ mpoTOKOIaMH 3acelaHuil earoruueckoro CoBera 3a yueOHbli 1o
2. lleno ¢ miuaHamMu paboOT CTPYKTYPHBIX MOJpa3AeIeHUI
3. Jleno ¢ OOKyMeHTaMu, IMOATOTOBICHHBIMU I10 3aJlaHHUI0 OPraHOB TOCYJapCTBEHHOTO
yIpaBiIeHUs, K KOTOPBIM OTHOCSITCS CIIPAaBKU, 0030pbl, aHHOTALIUH U JIp.
4. AKTBI, TOKJaIHbIE 3alMCKH, CIIPABKU, XapaKTEPUCTUKH, TIPEICTABISIEMbIE B CyAcOHbIE U
CJIEICTBEHHBIE OPTaHbl M0 YTOJIOBHBIM U I'PaX/IaHCKUM JIelIaM
5. Jleno ¢ HoMeHKIaTypoii fnen 3a auBapb 2013 roga
6. [leno ¢ mianoM paboTHI KOJUIEKa
7. leno ¢ oTyeToM 0 paboTe KoJUIemKa
22. BeraBbTe nponyueHHble c10Ba: «B KOHIE roga B HOMEHKJaType JeJ 3al0JHAeTCH ...0
KaTeropusix U KOJIM4ecTBe 3aBeIeHHBIX U BKJIIOYEHHBbIX B HOMEHKJIATYPY JeJD):
1) 3aBepuTenbHAs HAAMUCH
2) utoroBas 3aIuch
3) BHYTpEHHSIS ONTUCH
23. O0pameHus rpaskaaH pacnoJiaralTcs B ejax:
1) B HyMepaIMoHHOM HOPsAKE
2) B andaBUTHOM NOPSIKE
3) B BOIIPOCHO-JIOTUYECKOM MTOCIIEI0BATEILHOCTH
24. Kakoi rpynmsl JOKYMEHTOB He CYIIeCTBYeT IOcJie UX NMPeJBAPUTEIbHOr0 PpacCCMOTPEHHUS
COTPYAHUKOM cJayx0b1 JJOY:
1) TOKyMEHTBI, MOAJIeKAIUE PETUCTPALIUN
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2) NOKYMEHTBI, HAallpaBJIsiEMbIE HA PACCMOTPEHNE PYKOBOJAUTEIIO
3) AOKYMEHTHI, HampaBisieMble HA KOHTPOJIb
4) TOKYMEHTBI, HE MOJIeKAINE PETUCTPALIUN
25. Koraa npoucxoauT CHSITHE IOKYMEHTA ¢ KOHTPOJIsi?
1) B KOHIIE KaJE€HAAPHOIO rojia
2) TOJBKO MOCTIE MOJIHOTO UCTIOTHEHHS TIOKYMEHTA
3) 1o peleHnI0 UCTIOTHUTENS

Yactr B
3apanme: Onucath IpoLeypy IPOBEACHUS SKCIIEPTU3bI IIEHHOCTH IOKYMEHTOB.
Yacts C

3aganue:
CocTaBuTh CpaBKy MO CIECAYIOMINM JaHHBIM.

3amM. TeHepalbHOro aupeKkropa PoccuiicKoro TpaHCHOPTHOTO areHTCTBa «MeXITyHapOIHbIC
nepeBo3ku» [lepoB A.Il. mopyuun nupexTopy aenapraMmeHTa cHaOXeHus U cObITa areHTcTBa JIyduko
A.Il. u rnaBHOomy Oyxrantepy BoponkoBoii A.C. NOATOTOBHTH CIpPaBKY O KOJUYECTBE U
HOMEHKJIaType oducHOil MeOenu, MpUOOpPETEeHHON [JIs YHpaBleHUS areHTCTBa. B mopyueHuun
TaK)Ke YKa3bIBaJIOCh HA HEOOXOIUMOCTD JIaTh CBEJICHUS B CIIPABKE O CTOMMOCTH MeOEIH B PyOIIsIX,
a TaKk)Ke HOMepa MOMEIICHU areHTCTBa, I Oblja yCcTaHOBJIeHa MpuodpeTeHHas Mebens. CrpaBky
MPEACTABUTH B BUJIC TAOJIHIIBI:

HanmenoBanue KommyecTso CroumocTs B pyo. Homepa nomemennii

K cropaBke ObulM mpuIIOXKeHBI: cueT-()akTypa W JIOTOBOp IIOCTaBKM MeOeNu CalOHOM
«I'paHaga» Ha CKJIax areHTCTBA.

CrnpaBka nojanucasa AupeKkTopom nenapramenta Jlyuko A.IT.

Ha cnpaBke nmerotcst Bu3a corsacoBanusi ¢ Boponkosoit A.C. u oTMeTKa 00 UCIOJHHUTENE
nopyuenus Pomunoit H.1O.

BAPHUAHT Ne 12

Yacts A
BLIHOJIHHTB TECTOBBIC 3a1aHU .

1. 3asgBJenue — 3T10:

1) oOpamieHue rpakaaHnHa, HapaBJIeHHOE Ha COBEPLICHCTBOBaHKUE pabOTHl OPraHOB BIAcTU
YU YOpaBJICHUS, PEIICHUE BAXKHBIX BOINPOCOB 3KOHOMHYECKOM, MOJUTUYECKOW, COLUAIBHO-
KyJBTYpHOH M ApYrux cdep HUX IesATeIbHOCTH, TA€ NPEJIaraloTcsi IMyTH U CIIOCOOBI pelIeHHs
3aTPOHYTHIX MPOOIIEM

2) obpaieHue rpaxJaHUHA 10 MOBOJY pealM3allii MPUHAIISKAIIUX €My JIMYHBIX MpaB U
3aKOHHBIX HHTEpecoB, 3akperuieHHbIX Koncrutyuueir P®, ¢enepanbHbIMU 3aKOHAMH, HeE
CBSI3aHHBIX C HAPYILIEHUEM JTUX IIPAB U UHTEPECOB
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3) oOpamieHue rpaxJaHuHa O BOCCTAHOBIEHHMH €ro NpaB WM 3aKOHHBIX WHTEPECOB,
HapyLICHHbIX JEHCTBUSMM WU O€34eHCTBUSMHM OPraHOB T'OCYAAPCTBEHHOM BJIACTH U MECTHOI'O
CaMOYIIpaBJICHUs], UX TODKHOCTHBIMUA M BBIOOPHBIMH JIMIIAMH, PYKOBOJIMTEIISIMU OpraHU3alMid U
0O0IeCTBEHHBIX 00bEIUHEHUI
2. Kakoii 3Tan npoXoauT A0KYMEHT 1ocJie NpueMa 1 nepBUYHON 00padoTKu:

1) paccMoTpeHue pyKOBOIUTENIEM

2) mpeABapUTEIbHOE PACCMOTPEHHUE U pacupeeneHre padoTHUKOM ciryx0s1 IOY

3) ucronHeHUE
3. 'pynnupoBKa HCIOJHEHHBIX IOKYMEHTOB B /IeJI0 B COOTBETCTBMH ¢ HOMEHKJIATYPOIi /1eJ1 1
cucTeMaTH3alus JOKYMEHTOB BHYTPH JeJ1a — 3TO:

1) popmupoBanue nen

2) ohopmiteHue el

3) pacnupeneneHue aen
4. YT0 M3 nepevucJeHHOr0 He BKJII0YAeTCsl B HOMEHKJIATYPY JeJ:

1) AOKyMEHTBI, CO3/1aHHbIE B CaMOI OpraHu3aluu

2) nepexoadiye aena

3) meyaTHbIC U3AAHUS
5. /IBnkeHue AOKYMEHTOB B OPraHM3alMM C MOMEHTA HX CO3JaHUS WJIM TOJYyYeHHs /10
3aBeplIeHUs] UCTIOJHEHHUS WU OTHPABJIEHUS — 3TO:

1) noxymMeHTHpOBaHUE

2) NIOKYMEHTOBEJIEHUE

3) 1mOKyMEHTOO00OpOT
6. IIpenBapure/ibHOE pacCMOTpPeHHe NMOCTYNHMBIIEr0 JOKYMEHTA IPOBOANTCS:

1) pykoBoauTenem

2) HayaJIbHUKOM ci1yk0b1 JIOY

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

1) uHAEKC fena — 3arojIoBOK Jiesla — aBTOp — KOJIMYECTBO €JMHMIL XPaHEHHS — CPOK XPaHEHUS
- IpUMEeYaHue

2) MHJIEKC Jena — 3arojOBOK Jejla — KOJIMYECTBO €AMHHUIl XpaHEHHs] — CPOK XpaHEHMs -
pUMeYaHus

3) 3aroJIoBOK Jieyia — KOJIMYECTBO €AMHHUL XPAaHEHUS] — CPOK XPaHEHUS
8. OueHka, HACKOJIbKO NPaBWJIbHO, YIAa4YHO U TOJHO pelleH BOIPOC, NMOCTABJEHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb IO CYLIECTBY

3) Texyuuii KOHTPOJIb
9. Oopamenne, B KoTopoM He yka3anbol ®UO, agpec m JUYHAA NOANKCH TIPAKIAHUHA,
CUMTaeTcs:

1) aHOHUMHBIM

2) KOJJIEKTUBHBIM

3) NMCbMEHHBIM
10. Ck0/1bKO0 JIUCTOB J0J5KHO BKJIIOYATH OHO C()OPMHUPOBAHHOE /1€J10:

1) npumepno 200 nucroB

2) mpumepHo 300 snucToB

3) mpumepHo 250 aucToB

11. Jlenra mOCTOSIHHOTO CPOKAa XpPaHEHUs] M BpPeMEHHOro cpoka (6osee 10 jer) xpaHeHus
MOJIeKAT:
1) nonHOMY 0(hOpMITEHUIO
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2) ympoieHHOMY 0(OPMIICHHIO

3) nomoaHUTENHPHOMY O(OPMIICHHUIO
12. ToxymeHTHI ()OPMHUPYIOTCS B /iea B COOTBETCTBUHU C:

1) uHCTpYKIMEH MO AENONPOU3BOACTBY;

2) HOMEHKJIATYpOU Je;

3) mosioeHueM 00 yUpeKICHUH.
13. K BH1aM CPOKOBOI0 KOHTPOJISI OTHOCSITCS:

1) Tekymuuii, npeaynpeauTeIbHbINA, HTOTOBBII

2) KOHTPOJIb 110 CYIIECTBY, TEKYLIUIl, UTOTOBBIN

3) Tekymui, BHYyTPEHHHA, UTOTOBBIN
14. O0pamenne ABYX MJIM HECKOJBbKHMX JHIl B NMUCbMEHHOM BHJe, cojep:Kallee YaCTHBII
HHTepec, JTu00 odpalieHne, NPUHATOE HA MUTHHIE, COOPAHNH, TOANMCAHHOE OPTaHU3ATOPAMM
WM YYACTHUKAMM MUTHHTA HJIM COOpaHusl, HMelollee 001ecTBEHHbIH XapaKTep, - 3T0:

1) metummst

2) nucpMeHHOE oOpalleHue

3) KOJUIGKTHBHOE OOpaleHue
15. B cayuae, korga B pexkBuszute «Pe3osonus» nopyyeHue gaercsi IByM WJIM HECKOJIbKUM
JIMLAM, OTBETCTBEHHBIM HCIOJTHHUTE/IEM SIBJISIETCS:

1) nuuo, yka3aHHOE B IOPYYEHUH MEPBHIM

2) Bce yKa3aHHbIC B TOPYYEHUH JIUIIA

3) A0, YKa3aHHOE B CITMCKE MOCJIEIHUM
16. [loaroTroBKa e/ K XpaHEHHUIO B COOTBETCTBUH C YCTAHOBJIEHHBIMHU NPABHJIAMHU — 3TO:

1) dopmupoBanue aen

2) ohopmiteHHE J1ETT

3) XxpaHeHue aen
17. Permcrpanuu moajexar cjaeaylomme J0KyMeHThbI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOZSAIINE

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

1) B3BeMIMBaHNE TOKYyMEHTOB

2) 3aKJenBaHNe KOHBEPTOB

3) ckiagpIiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHk1aTypa Aeq 10/1KHA BKJIKOYATH CJle1yIOIHe PeKBU3UTHI:

1) HamMeHOBaHWE OpraHU3allMM — HAMMEHOBAHWE JOKYMEHTa — JaTa — PErHCTPallMOHHBINA
HOMEpP — MECTO COCTAaBJICHUsI — 3aroJIOBOK K TEKCTY — TEKCT — IMOANUCh — I'pU( YTBEPKACHUS -
rpu¢ cormacoBaHus

2) HauMMEHOBaHHME OpraHu3allid — HaUMEHOBAaHUE BHUAA JOKyMEHTa — Jara -
PETMCTPAlMOHHBIN HOMEP — MECTO COCTAaBJIEHUS — 3ar0JIOBOK K TEKCTY - TEKCT — ITOJIIUCH

3) HauMEHOBAHME OpraHU3alMd — HAUMEHOBAaHUE BHUAA JOKyMEHTa — Jara -
PETMCTPAlMOHHBII HOMEP — MECTO COCTaBJICHHMSI — 3arojOBOK K TEKCTYy - TEKCT — HOJINHCHh —
azpecar
20. Kakume #H3 1epeyHMCICHHbIX HH)Ke [JOKYMEHTOB He OTHOCATCH K BHYTPEGHHEMY
JOKYMEHTOIOTOKY:

1) pacriopsTUTeIbHBIE JIOKYMEHTHI
2) ciy>)keOHbIe TUChMaA
3) opraHHM3aIMOHHbIC JOKYMEHTBI
21. YkaxuTe NpaBUJIbHbI BAPUAHT PACIOJIOKEHHS 3ar0JIOBKOB /1eJl B HOMEHKJIAType Jie:

1)
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IIpukasbl, MHCTPYKIIMH, YKa3aHUS BBILIECTOSIIEH OpraHU3aluy, IPUCIIAHHbIE AJIs CBEICHUS
Y PYKOBOJICTBA

I'ogoBoii oTueT 0 pabote opraHu3auu

IIpukasbl 10 OCHOBHOM IEATEIBHOCTH

VYupeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErHCTPALH, YCTaB)

JIOKyMEHTBl IO aTTecTallud pabOTHUKOB (ATTECTAL[MOHHBIE JIUCTBI, IPOTOKOJIbI, KOIHHU
IIPUKA30B)

WHcTpykuuu o npaBax U 0053aHHOCTAX JOKHOCTHBIX JIMIL

IIpoTokoiibl coOpaHuil TPy10BOrO KOJUIEKTHBA

KBapTanbpHble m1aHbl paboThl

3axonsl Poccuiickoii @eneparun u Yysamickoir PecryOmnku

Ilepenncka ¢ NpeAnpuATHAMU M OPraHU3ALUAMU 10 AJIMHUHUCTPATUBHO-XO3IMCTBEHHBIM
BOIIPOCAM

I"onoBoi M1aH paboThl OpraHU3aALUH

[Tepenucka ¢ BeIIECTOSIEN OPraHU3AMEN 10 BOIIPOCAM OCHOBHOM €SI TEILHOCTH

2)

3akonbl Poccuiickoit ®enepannu n Yysamnickoit Peciyonuku

IIpuka3spl, MHCTPYKIIMY, YKA3aHUS BBIIIECTOSIIEH OpraHnu3aluy, IIPUCIAHHBIC I CBEACHUS
Y PYKOBO/JICTBA

VYupeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErMCTpaLUH, YCTaB)

WHcTpykuuu o mpaBax U 0053aHHOCTSAX JOKHOCTHBIX JIHIL

[Ipuka3el MO OCHOBHOU J€ATEIBLHOCTH

I"onoBoii M1aH paboThl OpraHU3aALUH

KBapranbHble m1aHbl padoThI

I'onoBoii oTyet 0 paboTe opraHu3au

[IpoTokoiibl coOpaHuil TPy10BOrO KOJUIEKTHBA

IIepenucka ¢ BBIIECTOSAIIECH OPraHU3aLMEN 110 BOIIPOCAM OCHOBHOM €ATEIIBHOCTH

[lepenucka ¢ mpeanpusATHIMH M OPraHU3ALUAMHM MO0 aJIMHUHHCTPATUBHO-XO35HCTBEHHBIM
BOIIpOCaM

JIOKyMEHTBI 1O aTTecTallud PAOOTHUKOB (AaTTECTALMOHHBIE JIMCTHI, MPOTOKOJbI, KOIHUHU
IPUKA30B)
3)

ITpoTokonbl coOpaHuii TPYIOBOrO KOJUIEKTHBA

KBapranbHble m1aHbl padOThI

3akonsl Poccuiickoii @eneparnun u Yysamickoit PecryOmuku

[lepenucka ¢ mpeanpuATHSIMH U OPraHU3ALUAMHM 1O aJIMHUHHCTPATUBHO-XO35MCTBEHHBIM
BOIIPOCAM

I'ogoBoit mitan paboThl OpraHU3aIu

IIepenucka ¢ BBIIECTOSAIIECH OPraHU3aLe 110 BOIIPOCaM OCHOBHOM JIE€ATEIbHOCTH

[Ipuka3pl, UHCTPYKIIMH, YKA3aHUS BBIIIECTOSIIEH OpraHnu3aluy, IPUCIAHHBIC JIs CBEACHUS
U PYKOBOJICTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

[Ipuka3sel 1O OCHOBHOU J€ATEIbHOCTH

VYupeautenbHble JOKYMEHTHI (IOCTAaHOBJIEHHUE U CBUAETEIBCTBO O PErHCTpaIliH, YCTaB)

JIOKyMEHTBI TIO aTTecTallud PAaOOTHHUKOB (ATTECTAIMOHHBIE JIUCTBI, MPOTOKOJIBI, KOIHUHU
MIPUKA30B)

WHCcTpyKumu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL
22. 3axkoHuuTe mpeAToxkeHHe: «B KoHme Jgesa Qs ydYera KOJHMYeECTBA JIMCTOB
COCTABJIACTCH. .. »:
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1) mucT-3amMecTuTenb
2) TUCT-3aBEpUTEITh
3) KapTa-3aMeCcTHUTEIIb
23. [IpoTokoJibl TPYNINIMPYIOTCH B J1eJia:
1) B mocnenoBaTenbHOCTH, OTPAYKAIOLIEH X0/1 pacCMOTPEHUs BOIpoca
2) 0 XpOHOJIOTUH U MOPSIIKY HOMEPOB
3) B andaBUTHOM MOPSIKE
24. Kakoii Buj padoT He BbINOJIHACTCS NPH 00padoTKe OTHPaBJsieMbIX IOKYMEHTOB:
1) nmpoBepka npaBUILHOCTU O(hOPMIICHHUS JOKYMEHTOB
2)rpocTaBieHHe aapeca Ha KOHBEpTe
3) noanucaHue JOKyMEHTOB
4) panpueBanue U BI0KEHHUE JOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTbI He perucTpupyrcs?
1) AOKYMEHTBI, Ha KOTOPBIX HET OYTOBBIX MAPOK
2) NOKYMEHTBI, aIpeCOBaHHbIE PYKOBOIUTEIIO
3) AOKYMEHTBI, IOJTy4YEHHBIE JJI CBEJCHHS U HE TpeOyIollne OTBEeTa

Yacts B
3apanue: Onucath MOPsIOK 0OPMIICHHS JICII.
Yacts C

3amanmne:

CocTaBuTh NpUKa3 M0 CIETYIOIUM JaHHbBIM.
WNucnekuus MunuctepcTBa 1o Hajoram u coopam Uysamickoil PecyOnuku Bo ucnosHeHue Ykasa
npesuaenta Poccuiickoit ®enepannn «O0 yTBEp)KIEHUM TOJIOKEHUS O KIACCHBIX YHMHAX
rOCYyJapCTBEHHBIX CIyXKallluX»  MOATOTOBHJIA MPOEKT IMpHKa3za 00 YTBEpKIEHHUH HUTOIOB
aTTecTaluu

B npukase conepkanuch ClenyroIue NOPYYEHUs: - O IPU3HAHUM PE3yIbTaTOB MPOBEACHHON
HaKaHyHE aTTeCTallid COTPYJHUKOB MHCIEKIMU corjacHo IlonoXeHHI0 O KJIacCHBIX YHMHAX M
IOPOTOKOJIy 3aceJaHus KOMHCCHM; - 00 YTBEp)KACHUU HTOTOB aTTECTAallUU; - 3aMECTUTEIIO
pykoBoguTens uHcnekuuu I'opoxoBoit B.JI. Obul0 AaHO yka3zaHHE BHECTH COOTBETCTBYIOIIME
W3MEHEHUs B IITaTHOe pacnucanue uHcnekuuu o 10.03.2011; - KOHTpOdb 3a MCIONIHEHHEM
npHKa3a ObLT BO3JIOXKEH Ha HavanbHMKA oTAena kaapoB Kum C.1O.

[Tpuka3 Ob1 moamucan 28.02.2011 pykoBoautenem wuHcnekunn MHC Uysamickoit
PecniyOnuku coBeTHHKOM HanoroBo# ciyk0sl 1 panra [lerpynsko H.JI.

Ha npukaze wumerorcss Bu3bl rnaBHoro Oyxranrepa Ilomenko IL.I.m mnpencenarens
arrectaiuoHHor komuccuu ['opuna I'. 1.

BAPUAHT Ne 13

Yacts A
BrIoIHUTE TECTOBBIE 3aaHUS.

1. Bce 10KyMeHTBI OPraHu3aluM JeJTCH Ha:
1) BocxonsImue U HUCXOISIINE
2) BXoAs1IME, BBIXOASIINE, BHYTPEHHUE
3) BXoAsIIMEe, UCXOSIINE, BHYTPCHHUE
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2. Kakue W3 mnepe4ymMcJeHHBIX NOKYMEHTOB 00si3aTeJIbHO TMeEpeJarTcsi HAa PaccMOTpPeHue
PYKOBOJAUTEIIO:

1) moxymMeHTBI, ToTydeHHbIe U3 aaMuHucTpaiuu [lpesuaenra

2) JOKYMEHTBI, aipeCOBaHHbIE B CTPYKTYPHBIE MOApa3/ICICHUS

3) JOKYMEHTBI, COJEpIKAIIHNE TEKYIIYI0 HH(OPMAIIUIO
3. Kaky1o uH(pOpMAaIUIO COEPKUT UTOTOBAasl 3alIMCh K HOMEHKJIaType aeJ?

1) 0 KoIMUYecTBE U KaTErOPUSIX 3aBEJCHHBIX JeI

2) KOJIMYECTBO HE3aBEICHHBIX JIElI

3) KOJMYECTBO YTPAUYCHHBIX B TEUCHHE I'0/1a JIEJ C YKa3aHUEM NMPUYHMH YTPaThl
4. Kakoe cTpykTypHOe mojapasaeieHue ciayx0bl JOY ocymecTBisier perucrpamuio
JOKYMEHTOB:

1) uHCHeKIUS IO KOHTPOJIIO

2) oTzen perucTpauyy U yuera JOKyMEHTOB

3) sKkcrieTuIms
5. CucreMaTH3MPOBAHHBIN NepeyeHb HAUMEHOBAHWH /e, 3aBeJeHHBbIX B OPraHu3aluH, ¢
YKa3aHHeM CPOKOB UX XPaHEHHUsl, 0()OPMJICHHBII B YCTAHOBJEHHOM MOPSAKe, - 3TO:

1) onuch

2) apXUBHBII CIPaBOYHUK

3) HOMeHKJIaTypa Jei
6. Kakue 3Tanbl 00pa0doTKH NPOXOAUT BXOASIINH JOKYMEHT:

1) npuem u mnepBuuyHas 00paboTKa — NPEIBAPUTEIBLHOE PACCMOTPEHUE — PErucTpaunus —
pPacCMOTpPEHHE PYKOBOAUTEIIEM — UCIIOJIHEHHE — HAIIPaBJICHUE B JEJI0

2) mpueM U nepBUYHas oOpabOTKa — NpPEIBAPUTEILHOE PACCMOTPEHHME — pPErucTpanus —
pPacCMOTpPEHHE PYKOBOAUTENIEM — IIepeAadya Ha UCIIOJHEHUE — UCIIOJHEHUE — KOHTPOJIb UCIIOJIHEHUS
— HanpaBJ€HUE UCIIOJIHEHHOTO IOKYMEHTA B J€JI0 WK OTIIpaBKa

3) cocraBieHHE MPOEKTa — COTJIacOBaHUE — O(OpMIIEHHE — TMOANMHMCAHUE — PETUCTpALUS —
OTIIpaBKa
7. KOHTPOJIb MCIIOJIHEHUS JOKYMEHTOB He00X0AuM /JIAl...:

1) TOBBIICHUS WUCMOJHUTENBCKOM JTUCHUIUIMHBI M COKPAIEHUS CPOKOB PACCMOTPEHUS
JIOKyMEHTOB

2) o0ecrnieyeHus CBOEBPEMEHHOTO U Ka4€CTBEHHOTO UCIIOJIHEHHS TTOPYUCHUH, COIePKAIINXCS
B IOKYMEHTaX

3) coBepieHCTBOBaHUSI PabOTHI ¢ JOKYMEHTaAMHU U TOBBIIEHUS KYJIbTYpPHI YIIPABIEHYECKOTO
Tpyna
8. PekBu3uT «OTMETKA 0 MOCTYIUICHUH IOKYMEHTA B OPraHM3alUI0» BKJIOYAET CJedylolme
3JIEMEeHThI:

1) nmamMeHOBaHHE€ TMOCTYIUBIIETO JOKYMEHTa, €ro pPErHCTPAllMOHHBIN HOMEp U BpeMms
MOCTYIUJICHUS

2) COoKpalieHHO€ HaMMEHOBAaHWE OPraHW3alUH, MOJYYHBIIECH JTOKYMEHT, BXOJSIIHA HOMED,
JIaTy MOCTYIUICHUS

3) HauMEeHOBaHHE OpraHW3allluM, [OJYYHUBIIEH JOKYMEHT, PETUCTPALUOHHBIH HOMED
JIOKYMEHTA U J1aTy JOKyMEHTa
9. Kakoii 3 TepMHHOB He PEKOMEHAYIOT HCI0JIb30BATH MPHU (POPMYJIUPOBKE 3ar0JI0BKOB /1€J1:

1) nemo

2) NTOKYMEHTBI

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

1) perucrpauuu nen

2) yuerta nien

3) YHUUTOXKEHUS Je
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11. OcHOBHO}i NPUMHIUI PerUCTPALMH:

1) IByKpaTHOCTh

2) MHOTOKpaTHOCTh

3) OAHOKPAaTHOCTh
12. Pe3osronus — 310:

1) 3aduxcupoBaHHass Ha MaTepUaJbHOM HOCHTENEe MH(POpPMALUs C PEKBU3UTAMH,
MO3BOJISIONIMME €€ UACHTHU(PHUIIUPOBATH

2) HaanMCh Ha JOKYMEHTE, BBINOJIHEHHAs JODKHOCTHBIM JIMILIOM, COZEpIKallas NPUHATOE UM
pelieHne

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

1) MHCTPYKLUSA 1O TOKYMEHTALIUOHHOMY O0€CIIEUEHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa J1e

3) nepeueHb JOKYMEHTOB CO CPOKaAMH XPaHEHUS
14. Kak BHecTM B HOMEHKJIATYPY /eJl 3aroJIOBOK He IIPeIyCMOTPEHHOI0 paHee jeJa,
o0pa3oBaBlIerocsi B TeYeHHE KAJCHAAPHOIO Iola B CBSA3H C M3MEHCHHMSAMH B JeATEJIbHOCTH
OpraHu3anuu:

1) mepeneyaraTh U 3aHOBO O(QOPMUTH MOCIEAHIOI CTPAHUILy HOMEHKIIATYpbI JeJl, BHECS B
Hee JIONOJHUTEbHBIN 3arojioBOK

2) Hare4yaTaTh HOBBIH 3ar0JIOBOK HA OTJEJIbHOM JIUCTE U IPUIIOKUTH €r0 K HOMEHKJIAType /e

3) BhOMcaTh HOBBI 3arojlOBOK OT PYKH B CHELUUAIbHO OTBEIACHHOE PE3EPBHOE MECTO,
OCTaBJIIEMOE I10CJIE KAXKIO0r0 pa3ziesla HOMEHKIIATYpBhl el
15. Ha kakux JOKyMeHTaxX MPOCTABJISAETCSH 0TMETKA 0 MOCTYNJICHUM:

1) TONBKO Ha JOKYMEHTaX, MOUIeKALUX PErUCTPALIUN

2) Ha BCEX MOCTYMMBIIMUX JOKYMEHTaX

3) TOJIBKO Ha JOKYMEHTaX, TPeOYIOIHX UCIIOTHEHUS
16. CBoaHasi HOMEHKJIATypa e/l OpraHu3alui BBOJAMTCS B JleiicTBHe:

1) c 1 sHBaps TeKyIero rojaa

2) ¢ nexalpst TEKYIIETo roja

3) KaxxJple MOoIro/a TEKyIIEro rojaa
17. Cpok McnoJIHeHHs] MOCTYNUBIIETr0 JOKYMEHTA HCYMCIIAeTCs:

1) B KaJIeHAApHBIX JHSX C JaThl pACCMOTPEHMS JJOKYMEHTA PYKOBOAMTEIEM OpTraHU3allH

2) B pa0ouuX JHSX C IaThl MOCTYIUIEHUS JJOKYMEHTA B OPraHU3aINI0

3) B KaJIeHIapHBIX AHSAX C AAThl MOCTYIJICHUS JOKYMEHTA B OpraHU3alMio
18. OOecneyeHne CBOEBPEMEHHOI0 M KAYeCTBEHHOI0 HCIOJHEHUS NMOPYYeHHIl M pelleHust
BOIIPOCOB, NTOCTABJICHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCTIOJTHEHUE JOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS IOKYyMEHTOB
19. HomenkJ1aTypa aej, KOTOpasi yCTAHABJINBACT NPUMEPHBIH COCTAB J1eJ1 AJIsl OPraHu3alui,
OHOPOJHBIX N0 XapaKTepy AesiTeIbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpe, HA3bIBAETCSI:

1) uHIMBHIYyaTBHOM

2) TunoBoM

3) npumepHoO
20. KTo ycTanaB/1MBaeT HHAMBUAYAJIbHBIN CPOK UCIIOJTHEHHUS JOKYMEHTOB:

1) moapasaeneHrue-ucrnoaHUTENb

2) pyKOBOJAUTENb, pACCMATPUBAIOIINN JOKYMEHT

3) HEenmocpeACTBEHHO UCTIOTHUTEh

21. YkaxuTe NpaBUJIbHbINH BaApUAHT 0opMJIeHHs (pparMeHTa HOMEHKJIATYPbI J1eJl:
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1) 3AO «IIpemuym» YTBEPXIAIO
HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2010 Ne 3

HNunexc nena | 3aroioBoOK gelna KomnuectBo nen [Tpumevanus

1 [IpoTokombl coOpanwmii TPYAOBOTO
KOJIJIEKTHBA

2 KBapTanpHble miaHsl paboTh

3 3akonbl Poccuiickoit  ®enepauuu U
Yygatckoit Pecniyonmku

4 Ilepenucka ¢ nOpeanpusATHAMUH U
OpraHM3alMsIMH 110 aJMHUHUCTPATUBHO-
XO03sICTBEHHBIM BOIIPOCAM

5 ["omoBoii T1aH PabOTHI OPTaHU3AIIH

6 Ilepenucka c BBILLIECTOSILEH
OpraHu3alye II0 BOIPOCAM OCHOBHOU
JesTeNbHOCTH

7 [Ipuxkassl, MHCTPYKLUHY, yKa3aHus
BBILLIECTOSILEH OpraHu3aiui,
IIpUCIIaHHbIE IE CBEICHUS u
PYKOBOJICTBA

8 I'onoBoii oTueT 0 paboTe opraHu3aIuu

9 ITpuka3sl IO OCHOBHOM I€ATEIBHOCTH

10 YupenurenbHble JTIOKYMEHTBI
(mocTaHOBIIEHME M CBHUJETEIBCTBO O
perucTpanmm, ycraB)

11 JIOKyMEHTBI 1O aTTecTalu pabOTHUKOB
(aTTecTallMOHHBIE JIUCTHI, MPOTOKOJIBI,
KOIIMH MTPUKA30B)

12 WHcTpykunn o mpaBaXx M O0SI3aHHOCTSX
JOJDKHOCTHBIX JINLL

[Tonnucana HauanbHUKOM cyk0b1 JIOY JIMYHAas IOAIHCH I'.A. I'y3nseBoit

2)
3A0 «IIpemmym» YTBEPXIAIO
HOMEHKJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2014 Ne 3
r. Yebokcapbl IT.1. Tpodpumon
Ha 2011 ron

NHupekc 3arosoBOK Jena KomnuectBo nen | Cpok [Ipumeuanus

nena XpaHeHuss |

HOMEpP CTaTbH
1o Ilepeunto

1. O0mmii oTaen
1-1 3akonbl Poccuiickoit @eaepauuu u
Uysamickoit PecniyOnuku
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1-2

1-3

1-4

1-5

1-6

1-10

1-11

1-12

1-13

[Ipukaspl, UHCTPYKIUH, yKa3zaHUS

BBIIICCTOSIIICH OpraHu3alNH,
MpUCIAaHHbIE JII1 CBEACHUA W
PYKOBOJICTBA

YupeautenbHble JIOKYMEHTBI

(IIOCTaHOBIIEHUE U CBUJETENBCTBO O
perucTpanuu, ycTas)

NHucTpykuun 0 rpaBax U
00513aHHOCTSIX JOJPKHOCTHBIX JIMIL

IIpukasbl 1o OCHOBHOM
JesTeNbHOCTH

I'onosoit IU1aH paboTbI
OpraHu3aluu

KBaprasibHbie 11aHBl pabOTHI
T'omoBont OTYET 0 pabore
OpraHu3alu

[Iporokonbl coOpaHuil TPyAOBOTO
KOJIJICKTHBA

IIepenucka c BBILIECTOALLEH
opranu3aiuei I10 BOIIpOCaM
OCHOBHOM JIESITCILHOCTH
[lepenncka ¢ mnOpeanpusATUIMU U

OpraHU3aAIUSIMH o
aJIMIHUACTPATHBHO-X O35 CTBEHHBIM
BOIIPOCAM

JIOKyMEHTBI o aTTecTalluu
pabOTHUKOB (aTTecTaliOHHBIE
JIUCTHI, MPOTOKOJIBI, KOMHHU
MIPUKA30B)

[Tonnucana HauanbHUKOM cIyk0b1 JIOY

3)

JIM4YHasg nIoAnuch

3akpeIToe aknoHepHoe oobuiectBo «IIpemuym» YTBEPXJIAIO

I'.A. I'y3useBoit

HOMEHKIJIATYPA JIEJI Hupextop 3A0 «[Ipemuym»
14.11.2015 Ne 3
r. UeOokcapbl I1.U. Tpodpumon
Ha 2011 rox 20.11.2011
WNHupekc 3arosoBOK Jena KomnuectBo nen | Cpok [Ipumeuanus
nena XpaHeHuss |
HOMEp CTaThbu
1o Ilepeunto
01. O0wwmii oTaen
01-01 3akonbl Poccuiickoit @eaepauun u
Uysamickoil Pecrybnuku
01-02 IIpukaspl, MHCTPYKLUH, yKa3aHUs

BI)II.HCCTO?IH_[eﬁ OpraHu3aluru,
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MPHUCIAHHBIC JIII  CBEICHUS W
PYKOBOJCTBA

01-03 VYupenurtenbHbie JIOKYMEHTBI
(TIOCTaHOBJICHHUE M CBUICTEIBCTBO O
pETrUCTpALIMH, YCTaB)

01-04 WHucTpykunn 0 mpaBax "
00513aHHOCTSX JOJDKHOCTHBIX JIMI]

01-05 [Ipukazbr no OCHOBHOM
TSI TeTbHOCTH

01-06 I'onoBoii TUTaH paboTbI
OpraHu3aIuu

01-07 KBapTanpHble miaHsl paboTh

01-08 T'onoBoii OT4YET 0 pabore
OpraHu3aIH

01-09 [Iporokonbl coOpaHuil TPyAOBOTO
KOJIJICKTHBA

01-10 [Tepenucka c BBIIICCTOSIICH

opraHu3anueu 1o BOIIPOCAM
OCHOBHOM JI€ATEIbHOCTH

01-11 [lepenucka c TOpeAnpuATHIMU U
OpraHU3aIUSIMH o
aJIMUHUCTPATUBHO-XO0351lICTBEHHBIM
BOTIPOCaM

01-12 JIOKyMEHTBI o aTTecTaluu
paboOTHUKOB (arrecTanOHHBIC
JIMCTHI, MIPOTOKOJIBI, KOMHHU
MIPUKA30B)

01-13

HauanbHuk cinyx0s1 IOY JIMYHas MOAINCH I''A. I'y3HseBa

22. Kakoif npUHIMI He UCN0JIb3yeTcsl NPH (popMUPOBaAHUM JeJI:

1) XpoHOJIOTHUECKUI

2) BOIIPOCHO-JIOTUYECKUI

3) ucropuueckuit
23. OnpenesieHUe NOJUTHYECKOI, IKOHOMUYECKOI, COHAIBHO-KYJIbTYPHOI, IPAKTHYeCKOI
LeHHOCTH JOKYMEHTOB /ISl OC/IeYIOIIero HX XpaHeHusl U HCI0JIb30BAHMS WJIH 1JIs1 0TOOpa
HA YHMYTOKEeHHE — ITO...

1) onucanue nen

2) sKcrnepTH3a EHHOCTH JOKYMEHTOB

3) opopmiienue gen
24. Kakue onepanuu He BHINOJHAKOTCA NPU GOPMHUPOBAHUM J1€JI:

1) pactipeneneHue U packiaka UCIOJHEHHBIX JOKYMEHTOB 110 MankKam

2) pacronoxeHne JOKyMEHTOB BHYTPH Jiea B OIPEIEICHHON MOCIe10BaTeIbHOCTH

3) HyMepanus JIMCTOB

4) opopmiieHre 0OI0KKH J1eTia
25. B kakuX yuypekIeHHusiX co31aeTcs ynpaBjaeHHe Ae1aMu?

1) Ha rocyJapCTBEHHBIX NPEANPUATHIX
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2) B UCIIOJIHUTEJIBHBIX OpraHax BJIACTHU U UCIIOJIHUTEIBHBIX CTPYKTYpax MECTHOTO
caMOYyIIpaBJICHUS
3) B MUHHUCTEpPCTBAaX U BEJJOMCTBAxX

Yacrs B
3aganue: Onucath MOPSIOK COCTABICHUS B O(OPMIICHHSI OITUCEH JIe.
Yacts C

3amanmue:

CocTaBUTh TOKIAJHYIO 3aIIUCKY IO CJIEIYIOUIUM JaHHbIM.

3A0 «CrpaxoBas komnaHus «CeHBHHBECT» IIpOBeJla B KOHIIE TIOja aHaliu3 moaoopa
YIPaBJIEHYECKOI'0 MIEPCOHAIIA C BBICILIUM CIIEUATIbHBIM 00pa30BaHUEM.

AHanu3 nokasai, uyto u3 20 HayalbHUKOB OT/AEIOB M CEKTOPOB JMIIb 9 uMenu BbiclIee
9KOHOMHYECKOE U (PMHAHCOBOE 0Opa30BaHUE.

PykoBonurens ynpasnenus nepcoHanom JKwuienoBa [H. 12 nexabps Tekymero rona
COCTaBWJIa JOKJAQJHYI0 3alUCKy Ha HUMS TEHEpaJbHOIo JUPEKTOpa CTPaxoBOM KOMIIAHUU
[Tonpeskosa C.1O., B KOTOpO# MpeaokKuia 3aKIF0UNUTh JOrOBOPBI ¢ IHCTUTYTOM MEXIyHAPOIHOTO
npaBa U SKOHOMHUKHM UM. ['puboenoBa A.C. 0 exeronHo LeneBoil NOAroTOBKE CHELMAIMCTOB IO
CHEUAIIBHOCTH «DKOHOMUCT-MEHE/KEP [0 CTPaXOBAaHUIO MEXIYHAPOJHBIX IpOrpaMm» U O
HOBBIIEHUN KBaIM(UKALUK CHELHATMCTOB C BBICHIMM 00pa3oBaHHEM 0 CIELUAIBHOCTH
«®DuHaHCBl M y4YeT B CTpaxoBoM jeine». [lpenBapuTenbHas JOrOBOPEHHOCTh C PEKTOPATOM U
npesugenrom UMIID Oblia 1ocTurnyra 3a01aroBpeMeHHo.

Ha noxmanHo# 3anmicke nMeeTcs Bu3a riaaBHoro oyxranrepa Kproukosoit 1.A.

BAPUAHT Ne 14

Yacts A
BEIITOTHUTE TECTOBEIE 3aJaHU.

1. YTo u3 nepevucIeHHOr0 He OTHOCUTCS K BUAAM KOHTPOJIA :
1) KOHTPOJIB 10 CYIIECTBY PEIICHUs BOPOCca
2) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS
3) KOHTpPOJIb 32 OPOpPMIICHHUEM JOKYMEHTOB
2. Perucrpanus — 3r1o:
1) npucBoeHue TOKYyMEHTY HU(PPOBOTO MM OYKBEHHO-IIU(POBOro 0003HAUEHUS
2) 3anuch HHGOPMAILIUK HA PA3JIMYHBIX HOCUTENSAX MO YCTAaHOBJIECHHBIM MpaBHiIaM
3) 3anMch YYETHBIX JAHHBIX O JIOKYMEHTE 10 YCTaHOBJIEHHOW (opme, pukcupyromeil ¢pakrt
€ro CO3/1aHHus, OTIIPABKH WJIH MOJY4YEHHUS
3. Kakoii 3Tan npoxXoauT JOKYMEHT I0CJIe PerucTpalu:
1) ucionnenue
2) paccMOTpeHHE PYKOBOAUTETIEM
3) KOHTPOJIb UCTIOTHEHUS
4, Kak Ha3bIBaeTCsi CTPYKTYpPHoe moapasjaeienue ciay:xkobl 1OV, koropoe ocymiecTBJisieT
NpHeM M IePBUYHYI0 00pa00TKY NOCTYNHMBIINX JOKYMEHTOB:
1) cexperapuat
2) KaHUesIpust
3) skcmenuIHst
5. Onuce gen —3rto:
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1) apXuBHBIN CIIPaBOYHHUK, COJAEPKAIIMN MEpPEUCHb BCEX €IUHMII XPAHEHUS, COCTOSAILINX Ha
ydyeTe B apXuBe OpraHu3aluu

2) cUCTEMAaTU3UPOBAaHHBIA IEPEUEHb €IMHHULl XpAaHEHUs ([eN), NpeJHa3HAYEHHBIX JUISl HUX
ydyeTa U OIepaTUBHOIO MOUCKA.

3) mepedyeHb 3aroJIOBKOB JieNl, C(HOPMHUPOBAHHBIX B CTPYKTYPHOM IOJpa3/eieHHUH,
HE3aBUCHMO OT CPOKOB UX XpaHEHUs
6. OCHOBHBIM [IOKYMEHTOM, PpPerJIaMeHTHPYIOIIUM TeXHOJOTHI0 JOKYMEHTAIMOHHOIO
o0ecrnieyeHus! ynpaBJeHHUs] B OPraHU3aLMH, SIBJISICTCS:

1) monosxxenue o ciyxoe 10Y

2) uactpykuus o JJ0Y

3) mpuka3 pyKOBOJIUTESI OPraHU3aluN
7. JOKyMeHTa CYUTAETCH HCIIOJTHEHHBIM, €CJIN:

1) KOppeCIOHIEHTY AaH OTBET

2) JOKYMEHT MCIIOJIHEH B HA3HAYEHHBIH CPOK

3) nocraBieHHbIE B JOKYMEHTE BOIIPOCHI PELIEHBI 110 CYLIECTBY, KOPPECIIOHIEHTY AaH OTBET
8. HomeHnk1aTypa J1eJ1 COCTaBJISCTCH €O CJIeAyIolIeld NepHOAMYHOCThI0

1) onuH pa3 B Tpu rojaa

2) ¢ NepUOANYHOCTbIO, YCTAaHABJINBAEMON OpraHu3alen

3) exeroaHo
9. OdunuaJbHbIA JOKYMEHT, OTIIPABJIsIEMbIH U3 YUPEKIeHUs, - ITO:

1) BXOoAsIIMiI TOKYMEHT

2) UCXOISAIIMIA TOKYMEHT

3) BHYTpEHHUI TOKYMEHT
10. Ha kakue ges1a CTPYKTYPHOI'O OAPa3/ieJIeHUs] He COCTABJISIeTCS OTAeIbHAsl ONUCh:

1) Ha nena MOCTOSSHHOTO XpaHEeHUs

2) Ha Jiena reHepaJIbHOTO JUPEKTopa

3) Ha gena BpeMeHHoro xpaHeHus (cBbie 10 ner)
11. lokymMeHT0000pOT — 3TO:

1) xomuuyecTBO JOKYMEHTOB, IOCTYNHBIIMX B OpPraHU3alldi0 M CO3JAaHHBIX €10 3a
OTIpeIeIeHHBIN TIepro/]

2) ABWKEHHE NOKYMEHTOB B OpTaHU3allMM C MOMEHTa HMX CO3JaHHS WIH TOJNy4eHHS 0
3aBepILEHUs UCIIOJHEHUS WIN OTHpPAaBJICHUS

3) opranuzanus paboThl ¢ JOKYMEHTaMH B YUPEXKICHUU
12. Kak HaspIBaeTcsi CTPYKTYpPHOe MoOJpa3/ieieHHe, KOTOpPoe pemaer MnpodJeMsbl
JAOKYMEHTAIlMOHHOI0 o0ecreyeHHs YNIPaBJIeHUs B OPraHU3aALMM:

1) cmyx6a IOY

2) Oyxranrepus

3) oTaen kaapoB
13. Kyaa nepeparorcst JOKYMEHTBI 110CJI€ MPEABAPUTEIBLHOI0 PACCMOTPEHUsSI UX PAa0OTHHKOM
cayxonl JOY:

1) Ha ucnonHEeHue

2) Ha OTIIpaBKYy

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

1) MHCTPYKIIUU IO JOKYMEHTAI[MOHHOMY 00€CIIEYEHUIO YIIPaBIECHUS

2) mepeyHs TUIOBBIX YIPABICHYECKUX JTOKYMEHTOB CO CPOKAMH XpaHEHHS

3) HOMEHKJIATYpHI JeJl OpTaHU3aIuN
15. JIncT-3aBepuTeb ejia MIOMeIaeTcs:

1) B Hauaze nena

2) Ha 00OPOTHOM CTOPOHE OOJIOKKH JeTa
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3) B KOHIIE JieN1a [10CJIe OCIEAHETO JOKYMEHTa
16. IIpu ¢popmMupOBAHUM MCIOJHEHHBIX JJOKYMEHTOB B /iejla B OPraHM3alUAX HAa 00JI0KKY
KA’/10T0 Je/1a BBIHOCATCS CJIeAyIoIHe CBeJeHHs:
1) HauMeHOBaHME OpraHU3allMd — MHJEKC JeJla — 3arojJioBOK Jeia — Jara Jella — CpPOK
XPAaHEHUs U CTAThs 110 MEPEUHIO - IPUMEUAHUE
2) HaMMEHOBAaHME OpPraHM3allMM - WHJCKC Jeja — 3aroJioBOK Jefla — Jara jejla — CpPOK
XpaHEHHS 0 IEPEYHIO — APXUBHBIA (P
3) HaMEHOBaHWE OpPraHM3alMM — HAUMEHOBAHHUE CTPYKTYPHOTO MOJpa3AeieHHs — UHICKC
JieJ1a — 3aroJIOBOK JieJla — JjaTa JIejla — CPOK XPaHEHUs 110 IIEPEUHI0
17. Cpox ucnoJITHEHUSI BHYyTPEHHEr 0 JOKYMEHTA UCHHCJISIETCA:
1) B xaneHapHbIX IHAX C JaThl IOJNUCAHUS TIOKyMEHTa
2) B KaJI€HJAAPHBIX JHSX C J1aThl 0POPMIICHUS TOKYMEHTA
3) B KaJleHJapHbIX JIHAX C JaThl PErUCTPALlUU TIOKYMEHTA
18. HomeHnk1aTypa /1eJ1 OpraHu3anmu:
1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3aluil
2) pa3pabaThIBaeTCs MO0 YCMOTPEHHUIO OPraHU3aINH
3) sBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3auuit
19. YTo U3 nepevucIeHHOr0 He MOKET CJIYKUTh HA3BAHUSIMH Pa3/ieI0B B HOMEHKJIAType AeJl:
1) HauMeHOBaHUS CTPYKTYPHBIX MOJIpa3iesIeHUI
2) HampaBIlIeHUs AEITEILHOCTH OpraHU3aINH
3) HaMMEeHOBaHUs OpraHU3aLui
20. B onnoM geJjie He JOJIKHO OBITH 0oJIEe:
1) 400 nuctoB
2) 150 aucrtoB
3) 250 nuctoB
21. YkaxuTe NpaBUJIbHBINA BAPHAHT PacCIl0JIOKEHHS 3ar0JIOBKOB J1eJl B HOMEHKJIAType J1eJ1:
1) 3akons! Poccuiickoit @enepariu u Uysamickoit PecriyOmuku
IIpukasbl, MHCTPYKIMH, YKa3aHUS BBILIECTOSIIEH OPraHU3aluY, IPUCIIAHHBIE AJI CBEICHUS
U PYKOBO/JICTBA
VYupenuTenbHble JOKYMEHTHI (IIOCTAaHOBJIEHUE U CBHJIETENILCTBO O PETUCTPAllUH, YCTaB)
WHucTpykuunu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIULL
IIpukasbl IO OCHOBHOM EATENBHOCTH
I'ogoBoit mitan paboThl OpraHU3aIu
KBapranbHble m1anbl paboThI
I'ogoBoit oTueT 0 pabote opraHu3auu
ITpoTokonbl coOpaHuii TPYIOBOrO KOJUIEKTHBA
[Tepenucka ¢ BhIIECTOSIIEN OPraHU3AMEN 10 BOIIPOCAM OCHOBHOM €SI TEILHOCTH
[lepenncka ¢ NpeAnpusATHAMU M OPraHU3aLUSIMU 10 AJAMHUHUCTPATUBHO-XO3SMCTBEHHBIM
BOIIpOCam
JIOKyMEHTBI TIO aTTecTallud pabOTHUKOB (ATTECTAI[MOHHBIE JUCTBHI, MPOTOKOJIBI, KOIHUHU
MIPUKA30B)

2)IIpoToKOIIBI COOpaHUi TPYAOBOTO KOJICKTHBA

KBapTranbHble miaHsl paboThl

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciyonuku

Ilepenucka ¢ npeanpuATUSIMU U OPraHU3aLUAMU 110 aIMUHHUCTPATUBHO-XO35AHCTBEHHBIM
BOITPOCAM

I"o0BoOI T1aH PabOTHI OPraHU3ANH

[Tepenucka ¢ BhIIECTOSIEN OPraHU3AIMEN 10 BOIIPOCAM OCHOBHOM JI€SITETbHOCTH
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[Ipuka3zbl, UHCTPYKIINH, YKA3aHUS BBILIECTOSIIECH OpraHu3aliu, MPUCIaHHbIC IJIsi CBEACHUS
U PYKOBO/JICTBA
I'ogoBoii oTueT 0 pabore opraHu3auu
[IpuKasbl 1O OCHOBHOM 1€ TEIBHOCTH
VYupeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErHCTPALH, YCTaB)
JIOKyMeHTBl O aTTecTaluu PaOOTHUKOB (aTTECTAllMOHHBIC JIUCTHI, MPOTOKOJBI, KOIHHU
IIPUKA30B)
WucTpykuuu o npaBax v 00S3aHHOCTSX JOJIKHOCTHBIX JIUI
3) Ilpukasbl, WHCTPYKIMH, YKa3aHHs BBIIICCTOSAIICH OpraHW3allly, T[PHCIAHHBIC [UIs
CBEICHMSI U PYKOBOJCTBA
I'ogoBoii otueT 0 pabote opraHu3auu
[Ipukasbl 1O OCHOBHOM 1€ TEIBHOCTH
VYupeaurenbHble JOKYMEHTHI (IIOCTAaHOBJIEHHUE U CBUAETEILCTBO O PErHCTPALM, YCTaB)
JIOKyMeHTBI TO aTTecTallud PAOOTHHUKOB (aTTECTALlMOHHBIC IJMCTHI, MPOTOKOJBI, KOMHUHU
IIPUKA30B)
WNucTpykuuu o npaBax U 00S3aHHOCTSIX JOJKHOCTHBIX JIUIT
[IpoTokoibl coOpaHuii TpyA0BOTO KOJIJIEKTUBA
KBapranbHble m1anbl paboThl
3axonbl Poccuiickoit @enepaunu u Yysamickoit Peciyonuku
[lepenncka ¢ MpeANnpUATHUSMU U OPraHU3ALUAMU IO AJIMUHUCTPATUBHO-XO3SHCTBEHHBIM
BOIIpOCaM
I'ogoBoit mtan paboThl OpraHu3aIiH
[Tepenucka ¢ BhILIECTOSIIEN OPTraHU3AIMEN 10 BOIIPOCAM OCHOBHOM JESTEIbHOCTH
22. lpoposxure npemnoxenue: «/si yyera JOKYMEHTOB OIpelesIeHHbIX KaTeropui aeJ
NMOCTOSTHHOI'0 U BpeMeHHOro (0os1ee 10 jieT) XxpaHeHHUsI COCTABJISIETCH ... »:
1) onuck nen
2) BHYTPEHHSS ONKCH
3) nuct-3aBepuUTeNb Jena
23. Kakue Bubl padoT He NPOBOASATCS NPH MOATOTOBKE /ieJ1 K Nepeiaye B apXUB:
1) npoBeieHHE HKCIEPTU3bI IEHHOCTH JOKYMEHTOB
2) oopmiieHHe e
3) popmupoBanue e
4) cocTaBieHUE OTTUCU
24. Boi0epuTe NpaBHIIbHBIN 3ar0JI0BOK K HOMEHKJIAType J1eJ1:
1) HomeHKIaTypa aen Ha sHBapb 2013 rog
2) HoMeHKkIaTypa e 3a 2012 roa
3) nomenkiarypa aen Ha 2013 ron
25. B kakuX yupexIeHHusiX co31aeTcs KaHueasapus?
1) Ha rocyJapCTBEHHBIX MPENTPUATHIIX
2) B UCTIOJHUTEIBHBIX OpraHaxX BJIACTU U UCIIOIHUTENBHBIX CTPYKTYPaX MECTHOI'O
caMOyIpaBJIEHUS
3) B MUHHCTEPCTBAX U BEJIOMCTBAX

Yacts B
3apanme: Onucath NOPSIIOK CUCTEMATU3ALIMU 3ar0JIOBKOB €]l B HOMEHKIIATYpe JIe.
Yacts C

3amanmue:
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CocTaBUTh JOKJIAJHYIO 3alMCKy HadajdbHUKa aHamuTudeckoro oraena 3A0 «Ypcyna» Ha
UM TEHEPAIbHOTO JUPEKTOpa 00 YBEIMYCHHH IITATHOTO COCTaBa oTneia. B jokimamHOW 3amucke
aBTOP MPOCHUT Pa3pelIUTh YBEIUYUTh IITATHBIA COCTaB OT/IENIa HA OJIHY IITAaTHYIO €AMHUILY, TAK KaK
JUISL COCTaBJICHUSI aHAJIMTUYECKUX CIPABOK O COCTOSIHMH IICH HAa PHIHKE HEABMIKUMOCTH TpeOyeTcs
MOCTOSIHHOE U3y4Y€HHUE PA3TUYHBIX HCTOYHUKOB, KOJIMYECTBO KOTOPBIX 3HAUYUTEIBHO YBEIUYUIIOCH C
arnpesst 2010 roga. MIx monpoOHBIN niepeueHb U HE0OXOAMMOCTh HCITOIb30BaHUS ISl COCTABIICHUS

AQHAJIMTUYECKHUX CIIPABOK OblIIa 000CHOBaHA aBTOPOM B JIOKJIAJHON 3aIIUCKE OT

Ne

Henocraronye naHHble yKa3aTbh CaMOCTOSITENIBHO.
BAPUAHT Ne 15

Yacts A
BBIHOJIHI/ITB TECTOBBIC 3aJaHUA.

1. 3anuch y4yeTHBIX JAHHBIX O JOKYMEHTe N0 YCTAHOBJeHHOH ¢opme, pukcupyromein paxkr

€ro co3/1aHMs, OTHPABJIEHHUS UM MOJIY4YeHUsl, - ITO:
1) opopmiieHre JOKYMEHTOB
2) peructpanus JOKyMEHTOB
3) ucrnoaHeHue JOKYMEHTOB

2. Kakoii 3Tan npoxoAuT JOKYMEHT I0cJie IPHeMAa U MePBUYHOH 00padoTKH:
1) paccMoTpeHne pyKOBOAUTEIIEM

2) mpenBapUTelbHOE PACCMOTPEHHE U paclpeieNieHue paboTHUKOM ciy:k0b1 [IOY

3) ucrionHeHue
3. Kakoii 3 peKBH3HUTOB He YKA3bIBACTCH B PerHCTPALIMOHHBIX opMax:
1) nara nokymeHTa
2) pe3omtonus
3) rpud yTBEpKIEHUS
4. Y10 M3 nepevyncaeHHOr0 He BKJIIYAeTCs B HOMEHKJIATYPY AeJ:
1) TOKyMEHTBI, CO3/TaHHBIE B CAMOI OpraHU3alNH
2) nepexoadiye aena
3) meyaTHbIC U3AAHUS
5. /IBM:KeHHe JOKYMEHTOB B OPraHM3allid ¢ MOMEHTA HMX CO3JaHUS HJIH
3aBeplIeHUs] MCIIOJIHEHHS] WM OTIIPABJIEHUSA — 3TO:
1) noKxyMeHTHpOBaHUE
2) TOKyMEHTOBEICHUE
3) mOKyMEHTOO0OpOT
6. [IpenBapure/ibHOE pacCMOTpeHHe NMOCTYNHMBIIET0 JOKYMEHTA IIPOBOANTCS:
1) pykoBonutenem
2) HaYabHUKOM ci1yk0b1 JIOY
3) paboTHHKOM ciyk0b1 JJOY
7. HomeHKk1aTypa el BKJIKYAET cieayromue rpagor:

MOJy4YE€eHHus T0

1) HHACKC JCJIa — 3aroJioBOK J1€Jia — aBTOP — KOJIMYCCTBO CAUHUIL] XPaHCHUS — CPOK XPAHCHUA

- IpUMEYaHue

2) HHJACKC [CJIa — 3aroJioOBOK JA€JIa — KOJUYCCTBO CAWHHUI XPAHCHUSA — CPOK XPaHCHHUA -

MMpuMEYaHHA
3) 3aroJIOBOK J€Jjia — KOJUYCCTBO CAUHUILL XPAHCHUA — CPOK XPAHCHUA

8. OueHka, HACKOJIbKO NPaBWJIbHO, YIa4YHO U TOJHO pelleH BOINPOC, NMOCTABJEHHbIH B

JAOKYMEHTeE, - 3TO0:
1) KOHTPOJIb 32 CPOKAMH UCIIOJIHEHUS
2) KOHTPOJIb 110 CYIIECTBY
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3) Texyuuii KOHTPOJIb
9. Kak Ha3bpIBaeTrcsi CTPYKTYpHOe mojapasaeieHue cayxobl JOY, koropoe ocymecTBisier
KOHTPOJIb 32 MCIIOJTHEHHEM JOKYMEHTOB:

1) skcrienuImst

2) UHCTIEKIUSA 110 KOHTPOJIIO

3) KaHLEeIApUs
10. ®opmupoBaHue gej1a — 3TO:

1) rpynnupoBKa MCIOJHEHHBIX JOKYMEHTOB B JIEJI0O U CUCTEMAaTH3alMs JOKYMEHTOB BHYTPHU
Jena.

2) TpynnupoBKa HUCHOJHEHHBIX JOKYMEHTOB B /10, CUCTEMAaTH3alUsl JOKYMEHTOB BHYTpPHU
JieJ1a ¥ HyMepalusi JIJMCTOB JIela.

3) BKJIIOUEHHE UCIIOJIHEHHBIX IOKYMEHTOB B IOKyMEHTAJIbHBINA (DOH] OpraHu3aluu
11. Yto M3 yKa3aHHOI0 HUKe HEe OTHOCUTCS K perucTpanoHHbIM Gopmam:

1) xypHanbHas

2) KHW)KHas

3) kapTo4Has
12. Kakoii u3 nepe4yncieHHbIX PeKBU3UTOB BKJIIOYAETCS B perucTpanuoHHbie popmbl:

1) rpud yrBepxaeHus

2) agpecat

3) BU3a cOriacoBaHUs
13. K BugaM cpOKOBOI0 KOHTPOJIsI OTHOCATCS:

1) Tekymuii, npeaynpeauTeNbHbIA, HTOrOBBIN

2) KOHTPOJIb 110 CYIIECTBY, TEKYILIUIl, UTOTOBBIH

3) Texyuuii, BHyTPEHHHI, UTOTOBBIN
14. Kakue cBegeHHsi He YKa3bIBaIOTCA Ha 00/102KKe Jejia npu o(opMJIeHHM Jejia JI
nepegavyu B apXuB:

1) cpok XxpaHeHHUs JOKYMEHTOB Jiena

2) KOJIMYECTBO JIMCTOB B JIelie

3) KOJIMYECTBO JMCTOB BHYTPEHHEHN ONUCU
15. B cayuae, koraa B pekBusure «Pe3oonus» nopydyeHue Jaercsi ABYM HJIH HECKOJIbKHM
JIMIIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJIACTCH:

1) nuio, yka3aHHOE B IOPYYEHUH EPBBIM

2) Bce yKa3zaHHbIE B IOPYUEHUH JIUIIA

3) nu10, yKa3aHHOE B CIHCKE MTOCIEIHUM
16. Odopmienne pe30aIOLUM JONYCKAETCH HA CHEUMAJBHBIX OJaHKaX JJs Pe30JIluii,
H3roTaBJINBaeMbIX Ha Oymare (popmara:

1) A4

2) AS

3) A6
17. Perncrpanuu moajexar ciaeayounme J10KyMeHThbI:

1) Bce TOKyMEHTHI

2) TONBKO BXOJAIINE

3) TOIBKO UCXOASIINE U BHYTPEHHUE
18. ®asbueBaHue J10KYMEHTOB — 3TO:

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJieMBaHNe KOHBEPTOB

3) ckiapIBaHUE TOKYMEHTOB U BJIOXKEHUE UX B KOHBEPTHI
19. HomenkaTypa aes J0/1KHA BKJIIOYATH CIeAYIOLIHE PEKBU3UTHI:
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1) HauMeHOBaHME OpPraHU3alMM — HAaMMEHOBAHME JOKYMEHTa — JaTa — PEruCTPallMOHHBIN
HOMEp — MECTO COCTaBJECHHUS — 3aroJIOBOK K TEKCTYy — TEKCT — MOJNHCh — IPU] yTBEPKICHUS -
rpu¢ coriacoBaHUs

2) HanMMCHOBAaHUC OpraHu3aigiyd — HaMMCHOBAHWC BHJA JOKYMCHTAa — [JaTa -
peI‘I/ICTpaHI/IOHHHﬁ HOMCP — MECTO COCTABJICHUSA — 3ar0JIOBOK K TCKCTY - TCKCT — HNOANHNCH
3) HanMMCHOBAaHUC OpraHu3aiuyd — HaMMCHOBAHWC BHJA JOKYMCHTAa — [JaTa -

PETUCTPAIIMOHHBI HOMEP — MECTO COCTABJICHHS — 3arojIOBOK K TEKCTy - TEKCT — IOJAIMUCH —
aapecar
20. Kakasi u3 onepaiuuii He NPOBOAUTCS NPH MOATOTOBKe e [1Jisl lepeIayu B apXUB:
1) nmoamuBKa JOKYMEHTOB JIejia B CIIEHUANbHYIO 00JI0KKY HIIM NIEpeIIeT Jena
2) cocTaBJEHUE JIUCTA-3aBEPUTEIIS JIeTIa
3) ompeneneHue cpoka XpaHeHHs Jiena
21. YkaxuTe BapHaHT, B KOTOPOM NMPaBUJILHO chOpMYJTHPOBAHBI 3aT0JI0BKH JIeJI:
1)
1. Jleno ¢ nokymMeHTamMu 00 OTKPBITHH CUETOB M COBEPIICHHM PACUETHBIX OIEpaluH,
COJIeprKalINX MOJIOKEHUS, CIIPABKH, MUCbMa, KAPTOUKHU
2. Jleno ¢ KONMUSMH TPUKA30B JUPEKTOpPA MO KOMIUIEKTOBAHHIO M M3MEHEHHIO JINYHOTO
COCTaBa CTYJICHTOB
3. Jleno, coneprkaiiee mepenucKy ¢ TpPaHCIOPTHO-IKCIIEAUTOPCKUMHU KOMITAaHHSIMU
4. Jleno ¢ mepenuckoil 00 OTKpPHITHH (aKyJIbTETOB JOBY30BCKON IMOATOTOBKH C BYy3aMH,
HaxosamuMucs B I. YeGokcapbl
5. Jleno, comepxaiiee MEPENUCKY C Pa3HOPOAHBIMH OPraHU3aLMsIMU O Mepenade 3/aHui,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIUIIAIBHYIO COOCTBEHHOCTD
6. Jleno ¢ mpukazamMu TE€HEPAIbHOTO JUPEKTOpa IO MPOU3BOJCTBEHHBIM BOIMpPOCAM 3a
ONPEAEIICHHBIN NTEPUOJ

2)

1. lokyMeHTbl 00 OTKPBITMM CYETOB M COBEPLICHMM PAcUETHBIX onepauuil (MOoNoKeHus,
CIIPaBKH, MMCbMa, KAPTOUKH)

2. Ilpuka3pl AMpEKTOpa MO KOMILJIEKTOBAHUIO U MU3MEHEHMIO JTMYHOIO COCTaBa CTYACHTOB.
Konun

3. Ilepenucka ¢ TpaHCIIOPTHO-?KCIEAUTOPCKUMH KOMIIAHUSAMU O NIEPEBO3KE IPY30B

4. Ilepenucka c By3amu I. YeOokcapbl 00 OTKpHITUH (HaKyIbTETOB JOBY30BCKOM MOJTOTOBKU

5. Ilepenncka o mepenaye 34aHUM, MOMEIIEHUN B IOCYIapCTBEHHYIO M MYHHUIUNAJIBHYIO
COOCTBEHHOCTb.

6. IIpuka3bl reHepaIbHOrO JUPEKTOpa IO IPOU3BOACTBEHHBIM BompocaMm 3a 2012 rox

3)

1. JIokyMeHTbI 00 OTKPBITUM CUETOB M COBEPUICHHHM PACUYETHBIX OIepauuid (MOJ0KEHUs,
CIIPAaBKH, MMCbMa, KAPTOUKH)

2. Ilpuka3sel JUpEKTOpa MO KOMILJIEKTOBAHUIO M U3MEHEHMIO JINYHOTO COCTaBa CTYJEHTOB.
Konun

3. [lepenucka ¢ TpaHCIIOPTHO-IKCIIENIUTOPCKUMH KOMIIAHUSIMH O NEPEBO3KE IPY30B

4. lleno ¢ mepenuckoil 006 OTKPHITHH (DaKyJIbTETOB JOBY30BCKOW IMOJTOTOBKH C By3aMH,
HaxoIAImuMHUCs B T. YeGoKcapsl

5. Jeno, couep:xailee MEPEenucKy ¢ pasHOPOAHBIMU OPraHHU3aLUsAMU O Ilepejade 3AaHuM,
MOMEIIEHUH B TOCYJapCTBEHHYIO U MYHUIIUIIAIbHYIO COOCTBEHHOCTh

6. Jleno ¢ mpukaszaMM T€HEpPaJIbHOIO JUPEKTOpa MO MNPOM3BOACTBEHHBIM BOIIpOCaM 3a
ONpeAeICHHBIN TEPUOJ
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22. Ilpomoskure mnpenynoxeHue: «/JokymMeHTBI, Yyxke BKJWYEHHbIE B [eJ0, MOIYT
MOHAA00MTHCA Pa0OTHUKY opranu3anuu. B 3ToM ciiyyae oHM MOryT ObITH BBIHYTHI U3 jeJia
TOJIbKO JIMIIOM, OTBETCTBEHHbIM 3a ¢opMupoBaHue H XxpaHeHue jaejd. Ha ux mecrto
3aKJIaAbIBAETCH. . . )):

1) xapTa-3amecTuTeIh

2) TUCT-3aBEpUTEITH

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

1) MHCTpyKIIMU 1O J€I0NPOU3BOJACTBY KOHKPETHON OpraHU3aluu

2) [lepeuHst TUMOBBIX YIPaBICHUYECKUX JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHHS

3) l'ocynapcTBeHHOM CUCTEMBI JOKYMEHTAITMOHHOTO 00ECIICUeHUSI YITPaBICHUS
24. OOpamenue OBYX MJIM HECKOJbKHMX JIMII B NMHUCbMEHHOM BHJIE, coJepiKallee 4acTHbIH
HHTepec, UJIH o0palleHne, NPUHATOE HA MUTHHIe, COOpPaHUM, MOANNCAHHOE OPraHU3aATOPaAMU
WK (M) YYACTHUKAMM MUTHHIa MJIH COOpaHMs, MMelollee 00eCTBEeHHbIN XapaKkTep — 3T0...

1) xonnexkTuBHOE OOpaleHne

2) KoJuIeTHalIbHOE OOpaIieHue

3) uHaUMBUIyaJIbHOE OOpallieHne
25. B kakuX yupe:KIeHusixX co3aaercss 00uuii oraen’?

1) Ha rocyJapCTBEHHBIX MIPEITPUATHIIX

2) B UCIIOJTHUTEJIbHBIX OPraHax BJIACTU U UCIIOIHUTEIBHBIX CTPYKTYPaxX MECTHOTO
caMOyIIpaBJICHUS

3) B MUHHCTEPCTBaX U BEJJOMCTBAX

Yacts B
3apanme: OnucaTh Ha3HAYEHHUE U BUJIbI HOMEHKJIATYPHI JIE]l.
Yacts C

3aganue:

CocTaBUTh OOBSCHUTEIBHYIO 3aIIMCKY HauaJdbHUKA yrpaBieHus aenamu Jlutsunosa J1.1O. B
aapec re”epanbHoro gupekropa OAO «Kpona» Marseesa M.M. B Tekcrte cka3zaHo, 4TO B
COOTBETCTBUU C MPUKA30M TeHepaibHoro aupexkropa ot 14.10.2011 Ne 123 ynpaprieHue T0JIAKHO
ObUIO MPETOCTaBUTH B OTEN KaJApPOB MPOEKT Ipadyka OTIHYCKOB COTPYIHUKOB ynpaBieHus Ha 2012
roa. 22.11.2011 rpadux ObUT MOATOTOBJIEH U COTJIACOBAH B YKa3aHHBIN CPOK, HO HE MPECTABJICH B
OTJIeN KaJIpoB.

IIpnunHy yKa3aTb CaMOCTOSTEINBHO.

BAPUAHT Ne 16
Yacts A
BbINOMHUTE TECTOBBIE 3a1aHUS.
1. IlpenJioxenue — 37T0:
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1) oOpameHue rpakJaHWHA, HapaBICHHOE HA COBEPILICHCTBOBaHHWE pabOTHI OPraHoOB
BJIACTU U YIPaBJIEHUS, PEIICHHE BaXKHBIX BOIPOCOB IKOHOMHUYECKOH, MOJUTUYECKON, COLUAIBHO-
KyJIbTYpHOH M ApPYrux cdep HUX IeATENbHOCTH, TAE MpeIaraloTcs MYTH U CIOCOOBI pPEeIIeHUs
3aTPOHYTHIX MPOOIEM

2) oOparieHue rpaxkJaHuHa Mo MOBOJY peaiM3aluyd MPUHALICKANIMX €My JTUYHBIX IpaB U
3aKOHHBIX HHTEpecoB, 3akperuieHHbIX Koncrutyuueir P®, ¢enepanbHbIMU 3aKOHAMHU, HE
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIpaB U UHTEPECOB

3) oOpaiieHue TpakJaHWHA O BOCCTAHOBJIEHHWU €ro MpaB WM 3aKOHHBIX HHTEPECOB,
HApYIICHHBIX JNEHCTBUSAMU WM O€31eHCTBHSMH OPraHOB TOCYAApCTBEHHOW BIIACTH U MECTHOTO
CaMOYIpaBJIeHUs, X JOHDKHOCTHBIMU W BBIOOPHBIMH JIMLIAMH, PYKOBOJIUTEISIMH OpPraHU3alud U
0O0IIeCTBEHHBIX 00BETMHEHUN
2. Kakue u3 mnepeymc/IeHHBIX J0KYMEHTOB 00513aTeJIbHO IepelalTcsi HA paccMOTpeHHe
PYKOBOJUTEIO:

1) nOKyMeHTBI, HOoTy4eHHbIe U3 aamuHucTpanuu [Ipesnnenta

2) JOKYMEHTBI, aIpeCOBaHHbIE B CTPYKTYpPHBIE [10/Ipa3/IeIeHUs

3) JOKYMEHTBI, COAEpIKAIINE TEKYIIYI0 HH(OPMALIUIO
3. Korna rpakJJaHuH X04€eT peaan30BaTh CBOU KOHCTUTYLIMOHHBIE IpaBa U CBOOO/IbI, OH MUILET:

1) mpenioxxeHue

2) nucpMo

3) 3asBiICHUE
4. Kak HymMepyeTcsi JOKYMEHT, CJIOKEHHBIH M0M10JIaM M MOJAIIMTHIH 32 cepeinHy:

1) KaK OJIMH JIUCT

2) KaK J1Ba JHUCTa

3) KaK yeThIpe JTUCTa
5. CucreMaTH3MPOBAHHBIN NepeyeHb HAUMEHOBAHUWH /e, 3aBeJeHHBbIX B OPraHu3aluH, ¢
yYKa3aHHeM CPOKOB MX XpaHeHUs, 0)OPMJICHHBIH B YCTAHOBJICHHOM NOPsSIAKeE, - 3TO:

1) onuch

2) apXHMBHBII CITPAaBOYHUK

3) HOMEHKJIaTypa Je
6. Kaxkue sTanbl 00padoTKu NPOXOAUT BXOASIIINH JOKYMEHT:

1) npuemM u mnepBuyHas 00paboTKa — MPEIBAPUTEIHLHOE PACCMOTPEHUE — PErucTpanus —
paccMOTPEHHE PYKOBOAMUTEIIEM — UCIIOJTHEHUE — HAIIPABJICHUE B JIEJI0

2) mpueM U mepBHYHas oOpabOTKa — MpPEIBApUTENbHOE PACCMOTPEHHME — PErucTpanus —
paccMOTpEHHE PYKOBOAMTEIIEM — II€peiada Ha UCIIOJIHEHNE — UCIIOJIHEHNE — KOHTPOJIb UCTIOJTHEHMUS
— HanpaBJieHUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJI0 WJIN OTIIPaBKa

3) cocraBieHHE MPOEKTa — COIIacoBaHME — O(POPMIICHHE — MOJMUCAHUE — PErucTpauus —
OTIIpaBKa
7. O0beM T10KYyMEHT0000pOTa — 3TO:

1) ob1ree KOIMUECTBO MOCTYMHUBIIMX B OPTaHU3ALNIO JOKYMEHTOB 32 ONPEICIICHHBIN epruo
BPEMEHHU

2) oOmiee KOJIMYECTBO CO3JIaHHBIX OpraHu3aluell JOKYMEHTOB 3a ONPENENIEHHBIN Mepuoj
BPEMEHHU

3) oO1iiee KOJIMYECTBO BXOMALIMX, UCXOJAUIMX U BHYTPEHHHUX NOKYMEHTOB OpraHU3alluu 3a
OIpEEIIEHHBIN IEPHO]] BPEMEHU
8. PexkBu3uT «OTMETKA O MOCTYIUICHUHM JOKYMEHTA B OPraHU3alHI0» BKJIKYAET CJIeAYIOLHe
JJIEMEHThI:

1) HauMeHOBaHWE TOCTYMHUBIIErO JOKYMEHTa, €ro PEerucTpalMoOHHbII HOMEp U BpeMs
MOCTYIICHUS

2) COKpalleHHOE€ HalMEHOBAHWE OpPraHMU3alllM, MOJYyYUBLIEH TOKYMEHT, BXOISALIUI HOMED,
JaTy NOCTYIIEHUS
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3) HauMeHOBaHME OpraHU3alllM, I[OJIYYMBIIEH JOKYMEHT, PETUCTPALUOHHBIA HOMED
JIOKYMEHTa U J1aTy JOKYMEHTa

9. Kakoii U3 TepMHHOB He PEKOMEHAYIOT UCII0JIb30BATH MPH (POPMYJIUPOBKE 3ar0JI0BKOB J1€J1:

1) nemo

2) TOKYMEHTBI

3) pa3Hble MaTepuabl
10. Kakue wu3 mnepeuymcieHHbIX HHUKE JIOKYMEHTOB He OTHOCATCA K BXOIALEMY
JOKYMEHTOIIOTOKY:

1) AOKYMEHTBI OT BBIIIECTOSIINX OPraHU3AIHA

2) opraHM3alMOHHbIE JOKYMEHTBI

3) AOKYMEHTHI OT MTO/IBEIOMCTBEHHBIX OpraHu3alui
11. OcHOBHO}i NPVMHIMII PerUCTPALMH:

1) AByKpaTHOCTH

2) MHOTOKpPaTHOCTh

3) OTHOKPATHOCTh
12. Kakoro u3 npuHUMNoOB (popMHPOBaHUs /ieJl He CYLeCTByeT:

1) BOIIPOCHO-JIOTHYECKUMA

2) cucTeMaTu4eCcKui

3) andaBUTHBIN
13. Kak Ha3pIBaeTcsl cHCTeMa PerucTPalMM, ecJu JOKYMEHThI PeruCTPUPYIOTCS B MeCTax MX
co31aHusA (CTPYKTYPHBIX NOAPAa3Ae/IeHUsX):

1) neueHTpanu3oBaHHas

2) cMelaHHas

3) ueHTpaInu30BaHHAS
14. 1511 BOCCTAaHOBJIEHHUS WIN 3aIIUTHI CBOUX HAPYILIEHHBIX ITPaB, CBOOO]T MJIM 3aKOHHBIX HHTEPECOB
IpaXKAaHUH JOJKEH 00paTUTHCSI B COOTBETCTBYIOLINE OPraHsl C:

1) 3asBrneHuEM

2) xkano0oit

3) npeteH3uen
15. O¢uuuaabHblii JOKYMEHT, He BBIXOAAIIMH 3a mpeaedabl IMOATOTOBUBILCH ero
OpraHu3anmy, - 3To:

1) BHyTpeHHUI TOKYMEHT

2) BXOASIIUN JOKYMEHT

3) ucxoasmui JOKYMEHT
16. O0pamenue rpakiaHuHa, NOCTYNHMBIIEE OT OJHOI0 M TOTO 7Ke JINIA 110 OTHOMY M TOMY Ke
BOIIPOCY, €CJIM CO BpeMeHM M0Ja4u NMepBOro o0pameHnss UCTeK CPOK, YCTAHOBJICHHbIN 1A
PacCMOTpEeHHsl, HJIM 3asiBUTEJIb He YI0BJIETBOPEH JAHHBIM €My OTBETOM, HA3bIBACTCS:

1) BTOpu4HBIM

2) NOBTOPHBIM

3) MOBTOPSIFOIITUMCS
17. Cpox MCIOJTHEHHs] MOCTYNHUBIIET0 JOKYMEHTA HCYHCIIACTCS:

1) B KajeHAapHBIX THAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu

2) B pabouux JTHAX C aThl OCTYIUIEHUS TOKyMEHTa B OpraHU3aIUI0

3) B KaJleHIapHbIX JTHAX C JaThl OCTYIUIEHUS JOKYMEHTa B OpraHU3aLUIo
18. OOecneyeHne CBOCBPEMEHHOI0 W KAYECTBEHHOI'0 HCIIOJHEHUS] NMOPYYEHHMI W pelieHHs
BOIIPOCOB, IOCTABJIEHHBIX B IOKYMEHTE, - 3TO:

1) peructpanus JOKYMEHTOB

2) UCIIOJTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB
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19. HomeHnkJ1aTypa Aej, KOTOpasi YCTAHABJINBAeT NPUMEPHBIH COCTAB J1eJ1 AJIsl OPraHu3anuii,
OJHOPOJHBIX 10 XapaKTepy AesiTeIbHOCTH, HO PA3JIHYHBIX 110 CTPYKTYpe, HA3bIBaeTCH:

1) uHIMBHUIYATBHOM

2) TATIOBOM

3) npumepHoi
20. CayxeOHbIE JOKYMEHTBI — ITO:

1) NOKyMEHTBI, 3aTparuBarOLIME€ HWHTEPECHl ONPEICIICHHOIO JHIla U COCTaBJICHHBIE B
IPOU3BOJILHON (hopme

2) NOKYMEHTBI, COCTABJICHHbIC IOPUIMUYECKUMH M (PU3UUECKUMH JIMIAMH U O0(OpMIICHHBIC B
YCTaHOBJIEHHOM IOPSKE

3) JOKYMEHTBI, COJepIKaIIHe 00sI3aTeIIbHBIC K UCTIOTHCHUIO YKA3aHUS
21. Yka:knuTe BApMAHT NUCbMA, B KOTOPOM NPABWIbHO PACCTABJIEHBI CIyKeOHbIE OTMETKH

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

VY. Jlecnas, 1. 45, ka6. 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
23.09.2017 Ne 234/03-11
006 yuacTuu B KOH(pEpEeHINN
[Tpocum pa3pemuTh Halield OpraHW3aluyd MPUHATH Y9acTHEe B KOH(EpPEeHIINH, TOCBAIICHHON

BOIIPOCaM COKpAIIeHUs JOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.
B cnyuyae nonoXuTenbHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBUS y4acTHs B KOH(EpEeHINH.

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

MUChbMa-0TBETa 00 YCIOBUIX
y4acTus B KOH(pepeHIUN

K 27.09.2010
25.09.2010
B neno Ne 02-01
27.09.2010
2)
3aKkphITOE aKLIMOHEPHOE 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
23.09.2018 Ne 234/03-11 I1.0. Opemxuna
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45-67-68
006 yuacTuu B KOH(pEpEHIUN
[Ipocum pa3pemuTh Halield OpraHU3alluu MPUHATh Y4acTHEe B KOH(EpEeHIINH, TOCBAIICHHON
BOIIPOCAM COKpAIICHUs JTOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.
B citydae mosioxuTebHOro 0TBETa, MPOCUM COOOIIUTH YCIIOBHS YUaCTHS B KOH(PEPEHIIHH.

['enepanbHbIil TUPEKTOP M.K. IlerpoB

3A0 «Crapt»

Bx. Ne 231
25.09.2010
CemenoBoii B.1.
[ToaAroToBUTH IPOEKT
MUChbMa-OTBETa 00 YCIOBHSIX
y4acTus B KOH(pEpEHINU
k 27.09.2010
25.09.2010
3)
3aKpbITOE aKIIMOHEPHOE OOIIECTBO «AJMa3 Hupexropy 3A0 «Ctapt»
(BAO «Anmasy) B.A. MakcumoBy
V. Jlecuas, 1. 45, xa6. 3, r. Acrpaxanb, 414000,
Temn.: 201-15-23, ¢axc: 201-38-12,
OKITIO 2345678234, OI'PH 9870654321, CemenoBoii B.U.
WHH/KITIIT 123456789/9876543210 [ToaroToBUTH MPOEKT

MMCbMa-0TBETa 00 yCIOBUX
y4yacTus B KOH(pEepeHIIUN

k 27.09.2010

25.09.2010

23.09.2019 Ne 234/03-11

006 yuacTuu B KOH(pEepeHIUN

[TpocuM pa3pemuTh Hallel OpraHu3aluy MPUHITH y4yacTHe B KOH(EPEHIINH, MOCBSIICHHON
BOITPOCAM COKPAIIIEHUS TOKYMEHT0000poTa, KoTopas coctoutcs 20.12.2010.
B cnyuae monoXuTeNnbHOT0 OTBETa, MPOCUM COOOIIUTH YCIOBUS y4acTHs B KOH(EepEeHIHH.

I'enepanbHbBIN IUPEKTOP M.K. IletpoB

I1.0. Opemikuna
45-67-68

B nemo Ne 02-01 3A0 «Crapt»
27.09.2010 Bx. Ne 231
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25.09.2010

22. lIponosxute npenioxenne: «Ilocie 3aBepmennst 1eJJ0NPOU3BOJACTBEHHOI0 rojia Bbigavya
OT/JeJbHBIX JOKYMEHTOB M3 jeja He Jonyckaercs. IIpm Heo0X0aquMOCTH BO BpeMeHHOE
N0Jb30BaHHE MOKeT OBbITb BbIIAHO [eJ0 neaukoM. Ha Mecre BbIIaHHOIO JeJa
MOMeNIAETCH. .. »:

1) nucr-3aMecTUTeNb

2) 3aBepeHHasi KOmus

3) KapTa-3aMecTUTENb
23. PacnopsiguTe/ibHbIe JOKYMEHThI (IPHKA3bl, PACHOPSKEHUs] M JpP.) PacHoaralorcs B
aenae:

1) B mocienoBaTenbHOCTH, OTPAXKAIOLIEH X0/1 pACCMOTPEHHUS BOIIpOca

2) o0 XpOHOJIOTUH U MOPSIIKY HOMEPOB

3) B angaBUTHOM MOPSIKE
24. IlpaBuja, B COOTBETCTBHMM € KOTOPHIMU NPOUCXOAUT [BH:KEHHE [OKYMEHTOB B
YUpeKIeHUH — ITO...

1) opranuzarius 1eJ0MpOrU3BOJICTBA

2) opraHmu3anys JOKYMEHTAIIMOHHOTO 00eCIICYCHHUS

3) opranuzaius 10KyMeHTO000poTa
25. C yero HauMHaeTCs UCMOJTHEHHE JOKYMeHTa?

1) co cbopa uHdopmaLKH 1Mo BOIPOCY

2) ¢ coBelaHusi B KAOMHETE Y pYKOBOIUTEIS

3) c u3gaHus npuKaza 00 UCIIOTHEHUH TIOKYMEHTa

Yacrs B
3apanue: Onucath MOPSIIOK COCTABICHUS U YTBEPKICHUSI HOMEHKJIATYPHI JIe7I.

Yacts C
3aganue:

CocraButh mucbMo OAO «Jlagps» (392559, r. Tamb6oB, yn. Peunas, n. 7) B azapec
nupekTopa YueOHoro mneHtpa «9ton» (392558, r. TamboB, yn. Pabouas, n. 12/3) Jlamosa B.II. ¢
npoch00if BRICIIATH KaJICHIAPHBIN IIaH-TpadUK MPOBEJCHNUS CEMUHApOB Ha 2-¢ momyroaue 2011 1.
C yKa3zaHHeM YyCJOBHH M pa3MepoB IUIAThl 3a 00ydeHHe Mo cieayromuM Kypcam: 1. CoBpeMeHHBbIH
MapkeTHHr. 2. TexHonmoruu npogax. 3. Pekinamuble TexHONOruU. 4. YrpaBieHHe EPCOHATIOM. 5.
HckycceTBo aenoBoro obmenus. 6. Kagposoe nenonpon3BoacTBo. 7. IHTEpHET 71 ynpaBieHusl.

[Tucemo moanucano 3amecTuTesneM aupekropa mno nepconany OAO «Jlanbsy» Opnossim I1.P.
Henocratomiye qaHHble yKka3aTh CaMOCTOSTENBHO.

BAPUAHT Ne 17

Yacts A
BrIoIHUTE TECTOBBIE 3aJaHUS.

1. Kak Hymepyercs aucT 100010 (popmara, NOAMIMTHINA 32 OMH KPAaii, 1aKe eCJIH OH CJI0KeH:
1) KaKk OUH JTUCT
2) Kak JBa JuCTa
3) KaKk TpH JucTa
2. Perucrpanus — 3r1o:
1) npucBoeHue TOKyMEHTY IIU(PPOBOTO MM OYKBEHHO-IIU(POBOro 0003HAUEHUS
2) 3anuch HHGOPMAILIUU HA PA3IMYHBIX HOCUTEISAX MO YCTAaHOBJICHHBIM ITPaBUIIaM
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3) 3amuch y4YETHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOU (opme, dpukcupyromeil pakrt
€ro COo3JaHus, OTIPABKU WIH NOJTYYEHUs
3. Eciu rpakilaHuH X04€eT BbICKA3aTh CBOM PEKOMEH/IALIMH 0 YIYULUIEHUIO AEATEIbHOCTU
rocyJapcTBa, TO OH JIOJPKE€H COCTaBUTh!

1) xxanoOy

2) npeioxKeHne

3) cnyxeOHyI0 3aMucKy
4. Kak Ha3bIBaeTcsi CTPYKTYpHoe mojapasjaeieHue ciay:xobl JJOY, koropoe ocymecrBisieT
padoTy ¢ 00palleHUsIMHU FPAKIAH:

1) oTaen xanod v MpeII0KeHUH

2) oT1eN 110 KOHTPOJIIO 32 UCIIOJIHEHUEM JIOKYMEHTOB

3) skcrienuImst
5. HomeHkJ1aTypa JeJ1, KOTOpasi COCTABJIsAETCS AJIsl OPraHU3alUil, OAHOPOIHBIX N0 XapaKTepy
JAeSITeIbHOCTH M CTPYKType, YCTAHABJMBAaeT /JIsi HUX THIOBOH cOCTaB [es, eIMHYI0
HH/IEKCALIMIO ITHX /e, - Ha3bIBaeTcs:

1) nmpumepHoOit

2) TUOBOM

3) UHAUBUTYATEHOM
6. ApXMBHBIH CHPAaBOYHHUK, COAEP/KAIIUI CHCTEeMATH3MPOBAHHBIN IepeYeHb eJIMHMIL
XpaHeHus (j1eJ1), - ITO:

1) HoMeHKIIaTypa e

2) onuch Jen

3) BHYTpPEHHSIS ONUCH JOKYMEHTOB JI€NIa
7. JoKyMeHTAa CYUTAETCH UCIIOJTHEHHBIM, €CJIH:

1) KOppecOHIEHTY AaH OTBET

2) TOKYMEHT MCIIOJIHEH B HA3HAYEHHBINA CPOK

3) mocraBieHHbBIE B JOKYMEHTE BOIIPOCHI PEIIEHBI IO CYLIECTBY, KOPPECIOHIEHTY JJaH OTBET
8. HomenkiaTypa es1 cocTaB/sieTcsi €O cieayoueil NepuoAnIHOCTbI0

1) onuH pa3 B Tpu rosaa

2) ¢ MepuOANYHOCTbHIO, YCTAaHABIMBAEMOM OpraHu3auen

3) exeroaHo
9. O0pameHnne rpaxaaHnHa, MoAaBaeMoe B MUCbMEHHOM (opme ¢ mpocb00il 0 MPU3HAHUM 32
HHUM OIIpe/ieJIEHHOr0 cTaTyca, IpaB, FApaHTHil M JbIOT ¢ NMpei0CTABJICHHEM J0KYMEHTOB, UX
NOATBEPKAAIOIIHNX, - ITO:

1) 3asBneHue

2) X0/1aTaliCTBO

3) xanoba
10. TosmmmHa KaXKI0r0 AeJ1a He JOJKHA MPeBbIATh:

1) 50-60 mm

2) 20-30 MM

3) 30-40 mm
11. JokymMeHTO000OPOT — 3TO:

1) xonmuyecTBO JOKYMEHTOB, TIIOCTYNHBIIMX B OpPraHU3alldi0 M CO3JAaHHBIX €10 3a
OIpEAEIEHHBINA EPUO]

2) nBUKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTa UX CO3JIaHUS WIHM TOJY4EHHUS [0
3aBEpLICHUS UCTIOJIHEHUS WM OTIPABICHUS

3) opranuzanus paboThl ¢ JOKYMEHTaMH B YUpPEXKICHUU
12. Kak HaspiBaeTcsi CTPYKTYpHOe MoJpa3/jieieHHe, KOTOpoe pemaer MnpodJjeMbl
AOKYMEHTAIlMOHHOI0 o0ecrieyeHHs YNIPaBJIeHUs B OPraHU3aALMM:

1) cmyx6a 10Y
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2) Oyxrantepus

3) oTaen kaapoB
13. 7Kanob6a — 3To:

1) oOpaieHue rpakaHnHa, HalpaBJIEHHOE Ha COBEPLIEHCTBOBAHUE pabOThl OPraHOB BIACTU
U YIpaBJICHMS, PELIEHHE BaXKHBIX BOIPOCOB SKOHOMMUYECKOH, MOJMTHYECKOH, COLUAIbHO-
KyJbTYpHOH M ApYyrux cdep HUX IEeATEeIbHOCTH, TAE NPEJIaratoTcsi IyTH W CIIOCOOBI peIleHHs
3aTPOHYTHIX MPOOIEM

2) obpaieHue rpaxJaHUHa 10 MOBOJY pealn3alliy MPUHAIJISKALIMX €My JIMYHBIX IpaB U
3aKOHHBIX MHTEPECcOB, 3akperieHHbIX KoHctutynueit P®, ¢enepanbHbIME 3aKOHAMH, HeE
CBSI3aHHBIX C HAPYLIEHUEM 3THX IIPaB U UHTEPECOB

3) oOpaiieHue TrpaxJaHWHA O BOCCTAaHOBJIEHUU €ro IpaB WM 3aKOHHBIX HHTEPECOB,
HapyLICHHbIX JEHCTBUSMM WM O€34eHCTBUSAMH OPraHOB T'OCYAAPCTBEHHOM BJIACTH U MECTHOIO
CaMOYIIpaBJICHUs], UX TODKHOCTHBIMUA M BBIOOPHBIMH JIMIIAMH, PYKOBOJIMTEIISIMU OpraHU3alMid U
00IIECTBEHHBIX 00bEIUHEHUI
14. Kak Ha3pIBaeTcsi cUCTeMa PerucTPALMH, eCJIM 0/IHA YacTh JOKYMEHTOB perucTpupyercst B
cayxoe JIOY, a apyrasi 4acTb — B CTPYKTYPHBIX IOAPA3/ieJICHUAX:

1) nenTpanu3oBaHHast

2) cMelaHHas

3) neneHTpalu30BaHHAsS
15. lokyMeHT, HOCTYNIUBIINH B YUpexKIAeHHE, - 3TO:

1) ucxoasimuii TOKyMEHT

2) BXOASIIUN JOKYMEHT

3) BHYTpEHHUI TOKYMEHT
16. Ilpu ¢popMUpPOBAHNM HCIOJHEHHBIX JOKYMEHTOB B JeJia B OPraHU3alUfAX Ha 00JI0KKY
KAK/10T0 Je/1a BBIHOCATCS CJIeAyIoIye CBeJeHHs:

1) HauMeHOBaHUE OpraHU3allMd — MHJEKC JieJla — 3arojOoBOK Jeja — Jara Jiena — CpoK
XPaHEHUs U CTaThs 10 MEPEUHIO - IPUMEUaHUe

2) HaMMEHOBaHUE OpPraHM3aLUUU - MHAEKC Jeja — 3arojOBOK Jiela — JaTta Jejla — CpOK
XPaHEHUs MO MEPEUHI0 — ApXUBHBIN MU PP

3) HauMEeHOBaHUE OpPraHM3allMd — HAUMEHOBAHHWE CTPYKTYPHOTO MOJpPAa3/eNeHusi — UHAEKC
JieJ1a — 3aroJIOBOK JieJla — CPOK XPaHEHUSs 0 NEPEYHIO
17. MakcuMaJIbHBIHA CPOK MCIOJTHEHUS 00paleHHii TPaKIaH COCTABJISCT:

1) 70 nuewt

2) 60 gueit

3) 40 nuewt
18. HomenkaTypa aes1 Opranu3anmm:

1) siBnsieTcst 00s13aTENbHBIM TOKYMEHTOM TOJIBKO JJISl TOCYJapCTBEHHBIX OpraHU3aluil

2) pazpabaTbIBaeTCs M0 YCMOTPEHHUIO OpraHu3auu

3) sBsieTcs 00s13aTENIbHBIM IOKYMEHTOM JJIsl BCEX OpraHu3alui
19. Yto M3 nepevncaIeHHOr0 He MOXKET CJIYKUTh Ha3BaHUSIMHU Pa3/ie/I0B B HOMEHKJIAType J1eJ1:

1) HauMeHOBaHUS CTPYKTYPHBIX MOApa3eIeHu

2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3alUH

3) HaMMEeHOBaHHUs OpraHU3alui
20. OnpenesieHne MOJTUTHYECKOH, IKOHOMHYECKOH, CONMAIBLHO-KYJIbTYPHOH, NMPAKTHYECKOMI
LHEHHOCTHU JOKYMEHTOB /Il MOCJIeyIOlero uX XpaHeHusl U UCIOJIb30BAHUA WJIH AJ 0T60pa
HA YHUYTOKEHHE, - ITO:

1) skcnepTH3a e TeNbHOCTH OpraHu3aluu

2) sKcnepTHU3a LIEHHOCTH JOKYMEHTOB

3) skcnepTr3a JOKyMEHTAllMOHHON AeSITeTbHOCTH
21. YkaxuTe BAPHAHT, B KOTOPOM NPAaBHJIbHO C()OPMYJIMPOBAHBI 3aT0JI0BKH J1eJ:
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1)
1. ITpoTokoibl 3acenanuii megarorudeckoro corera 3a 2012/2013 y4eOHbIi TOT
2. [Tnansl paboT CTPYKTYpHBIX NozApazaeneHuii Ha 2013 rox
3. JIOKyMEHTHI, MOATOTOBJICHHBIE MO 33JaHHUI0 OPTraHOB TOCYJAPCTBEHHOI'O YIIPABIICHUS
(cripaBkH, 0030pBI, aHHOTAITUH | JIP.)
4. JIOKyMEHTBI, MpeACTaBlisieMble B CyJIeOHbIE U CIEICTBEHHbIC OPTaHbl MO YTOJIOBHBIM U
IpaXXAaHCKUM JienaM (aKThl, TOKJIAIHbIE 3alIMCKH, CIPABKHU, XapaKTEPUCTUKHN)
5. Homenxkuarypa aen va 2013 rox
6. Ilnan pabots! koemka Ha 2012/2013 yuebnslii roa.
7. Otuert o padore kouiemka 3a 2012/2013 yueOHbIH roa
2)
1. JlokyMeHTBI, MpeAcTaBisieMble B CyJeOHbIC U CIIEJCTBEHHbIE OPTraHbl MO YTOJIOBHBIM U
IpaXAaHCKUM JienaM (aKThl, JTOKJIAIHbIE 3alIMCKH, CIIPABKHU, XapaKTEPUCTUKHN)
2 Homenknatypa aen Ha 2013 rog
3. Ilnan pabots! kotemka Ha 2012/2013 yuebnslii rof.
4. Otyer o pabore koyemka 3a 2012/2013 yueGHbIi roj
5. Jleno ¢ mpOTOKOIaMH 3acelaHui MeAarornuecKoro CoBeTa 3a y4eOHbI| ro/
6. leno ¢ rutanamMu paboT CTPYKTYPHBIX MOJpa3ieieHHA
7. Jleno ¢ JOKyMEHTaMH, IMOATOTOBICHHBIMU IO 33JaHHMI0 OPraHOB TIOCYJIapCTBEHHOI'O
yIpaBiIeHUs, K KOTOPBIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTAIIUH U JIP.
3)
1. lermo ¢ mpoToKoJIaMH 3acelaHui IEAArorn4eckoro CoBeTa 3a y4eOHbIi roj
2. leno ¢ miaaHaMu paboT CTPYKTYPHBIX MOJIpa3/IeIeHui
3. Jleno ¢ OOKyMeHTaMH, MOATOTOBIEHHBIMU MO 33JaHHUI0 OPraHOB TOCYIApPCTBEHHOIO
yIpaBieHUs, K KOTOPbIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTALUH U JIp.
4. AXTBI, TOKJIaJHbIE 3alUCKU, CIIPABKHU, XapaKTEPUCTUKH, IPEACTaBIsIeMble B CyJeOHbIE U
CJIEICTBEHHBIE OPTaHbl 10 YTOJIOBHBIM U I'PaX/1aHCKUM JIeJIaM
5. Jleno ¢ HoMeHKJIaTypoii nen 3a aaBapb 2013 roga
6. [leno ¢ mmanoM paboTHI KOJUIEKa
7. leno ¢ oTyeToM o0 paboTe KoJuIeaKa
22. BecraBbTe nmpomnyueHHble c10Ba: «B KoOHIe roxa B HOMeHKJaType /e 3anoJHsAercs ...0
KATEeropusx U KOJIMYecTBe 3aBeIeHHbIX H BKJIIOYEHHBIX B HOMEHKJIATYPY AesD):
1) 3aBepuTenbHas HAAMUCH
2) uTorosas 3amnmch
3) BHYTpEHHSIS ONUCH
23. O0pameHus rpaskaaH pacioJiaraloTcs B iesax:
1) B HyMepaIMoOHHOM HOPsAKE
2) B andaBUTHOM NOPSIKE
3) B BOIIPOCHO-JIOTHYECKOM MTOCIIEIOBATEILHOCTH
24. Kakoii rpynmnsl JOKYMEHTOB He CyLIeCTBYeT NOCJIe UX NMPeIBAPUTEIbHOI0 PaCCMOTPEHHUS
COTPYAHUKOM cJayx0b1 JJOY:
1) TOKyMEeHTBI, MOAJIEKAIINE PETUCTPALUN
2) NOKYMEHTbI, HalpaBJisieMble Ha PACCMOTPEHNE PYKOBOJAUTEIIO
3) NOKyMEHTHI, HallpaBJsieMble Ha KOHTPOJIb
4) TOKYMEHTBI, HE TIOJIeKaIINe PETUCTPALIUN
25. Korga npoucxoauT CHAATHE JOKYMEHTa ¢ KOHTPOJIsi?
1) B KOHIIE KaJe€HAAPHOTO T0/1a
2) TOJIBKO TOCJIE MOJHOTO UCTIOJTHEHMSI TOKYMEHTa
3) 1o peleHnt0 UCTIOTHUTES
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Yacts B
3aganue: Onucarh QYHKIMU U 3371291 CITYKObI IOKYMEHTAIIMOHHOTO 00ECIICYCHHSI YIIPaBICHUS.
Yacts C

3amanmue:

CocTaBUTh IPOTOKOJI 110 CIEAYIOLIUM JaHHBIM.

OTtkpeiTOe akmuoHEpHOE 00mecTBo «HTEep» mpoBeno 3acemaHue Kojutleruu. Ha moBecTke THS
paccMaTpuBaloCh JBa Bompoca: o pabore otaena uHpoOpMaTU3alMK 10 OOECHEeUEHUIO
JEeSATENIbHOCTH yupexaeHus. Jloknaa HadainpHMKA oTaena uwHpopMatuszanuu AxkumoBa A.A.; 0
npeacraBineHnn PakBuenko O.T. K IPUCBOCHUIO MOYETHOTO 3BaHUS «3aClyKCHHBIM pPaOOTHHUK
KynbTypbl Poccuiickoit @enepauun». JJoknan HauanpHuKa oTaena KyiabTypsl Tutosa M.C.

[Tpu o6cyxnaenun nepBoro Bompoca BwicTynuiu: KysnenoB C.JI. — mocrtaBun Bompoc o
JIOTIOJIHUTEILHOM BbIIeNIEHUH KommbioTepoB miia otaena; CymmoB JI.C. — mpemnioxxus nepenaTh
OTJIeTy MacCUB MMEIOIUXCS B JPYTUX IMOJApa3esieHusIX WHPOPMAIMOHHBIX KapTOo4ek; 3ariajanHa
O.J1. — coobupmia 06 MMEIOMUXCS B OTACNIC HOBBIX pa3padOTKaxX MO YJIYYIICHUIO OpraHU3aIluu
MH(OPMAIIMOHHBIX MTPOLIECCOB.

B pesynbprate mocTaHOBWIM: - OJOOpWUTH OCHOBHBIC HAmpaBJICHHs pabOTHI OTAeNna; -
pa3pemuTs aAMHUHHCTPATUBHO-XO3SIICTBEHHON ciyx0e mpuoOpecTd i HYXKI OTHena
uH(popMaTu3auuy 3 KOMIIbIOTEpA.

[Tpu oOcyx)aenun BTOporo Bompoca BeicTynuiu: CemenoB M.®D. — nojaepxal npeanokeHue
o BeiBIKeHNHM PakBuenko O.T. Ha nmpucBoeHue movetHoro 3Banus; - JlyuenkoB M.H. — ckazan o
cepbe3HbIxX 3aciyrax PakBuenko O.T. B nene pa3BUTHSA OT€UECTBEHHOM KYJIbTYPBHI.

[TocTanoBunu: - BeIABUHYTH PakBuenko O.T. Ha NpUCBOCHHE MTOYETHOTO 3BAHMUS.

BAPUAHT Ne 18

Yacts A
BI)IHOJ'IHI/ITI) TECTOBBIC 3aJaHUA.

1. 3asBJeHue — 3T10:

1) oOpareHue rpa’kiaHuHa, HapaBJIeHHOE Ha COBEPIICHCTBOBAHUE Pa0OThl OPraHOB BIACTH
U YIpaBJICHUs, pELIEHHE BaXKHBIX BOINPOCOB SKOHOMMUYECKOH, MOJUTHYECKOH, COLUaIbHO-
KyJbTYpHOH M JApPYrux cdep HUX IESATEIbHOCTH, TJe MpelaraloTcs MyTH U CHOCOOBI peIIeHUs
3aTPOHYTBIX MPOOIEM

2) obpaieHue rpaxJaHUHA 10 MOBOJY pealu3allui MPUHAMISKAIIUX €My JIMYHBIX MpaB U
3aKOHHBIX HHTEpecoB, 3akperuieHHbIX Koncrutyuueir P®, ¢enepanbHbIMU 3aKOHaMH, HeE
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIpaB U UHTEPECOB

3) oOpaimieHue TpaxJaHWHA O BOCCTAaHOBJIEHWU €ro MpaB WM 3aKOHHBIX HHTEPECOB,
HApyLICHHbIX JEHCTBUAMU WM O€31eHCTBUSMH OPraHOB TOCYAApPCTBEHHOM BIIACTH U MECTHOTO
CaMOYIpPaBJIEHUS, X JOHDKHOCTHBIMU W BBIOOPHBIMH JIMLIAMH, PYKOBOJIUTENSIMU OpraHU3aluid U
00I11eCTBEHHBIX 00bEIMHEHUI
2. Kakoii 3Tan npoxoAuT JOKYMEHT I0CJ/Ie IPHeMAa U ePBUYHOM 00padoTKH:

1) paccMoTpeHue pyKOBOIUTENEM

2) nmpeaBapuTEIbHOE PACCMOTPEHHE U pacIpeiesieHne paboTHUKOM cityx0b1 JIOY

3) ucnoJiHeHUE
3. I'pynnupoBKa MCNOJHEHHBIX JOKYMEHTOB B /1€J10 B COOTBETCTBMU C HOMEHKJIATYPOIi /1eJ1 U
CHCTEeMATH3a1Us JOKYMEHTOB BHYTPH /ieJia — 3TO:
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1) popmupoBanue nen

2) ohopmiieHHE J1eTT

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

1) TOKyMEHTBI, CO3/TaHHbIE B CAMOI OpraHu3aluu

2) nepexoadiye aena

3) mevatHbIe U3IAHUS
5. /IlBuakeHue AOKYMEHTOB B OPraHM3allMd C MOMEHTA HX CO3JAHUS WM IOJY4YeHHs [0
3aBeplIeHUs UCTIOJTHEHHS] WM OTIPaBJIeHHA — 3TO:

1) noKkyMeHTHpOBaHUE

2) NIOKYMEHTOBEJIEHUE

3) DOKyMEHTOOOOpOT

6. IlpeaBapuTeIbHOE pACCMOTPEHHE MOCTYNUBIIEr0 JOKYMEHTA MPOBOAUTCS:

1) pykoBoauTenem

2) HayaJIbHUKOM ci1y>k0b1 JIOY

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

1) uHzeKc faena — 3arojIoBOK Jiesla — aBTOP — KOJIMYECTBO €JMHMIL XPaHEHHS — CPOK XPaHEHUs
- IpUMEYaHue

2) MHJIEKC Jena — 3arojOBOK Jejla — KOJIMYECTBO €AMHHUIl XPaHEHHs] — CPOK XpaHEHMs -
nprUMeYaHUs

3) 3aroJioOBOK Jieyia — KOJIMYECTBO €AMHUL XPAHEHUS — CPOK XPaHEHUS
8. OueHka, HACKOJIbKO NPAaBWJIbHO, YIa4YHO W TOJHO pelleH BOINPOC, NMOCTABJIEHHbIH B
JAOKYMEHTe, - 3T0:

1) KOHTpOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb IO CYLIECTBY

3) Texyuuii KOHTPOJIb
9. Oopamenne, B KoTopoM He yka3anbl ®UO, aapec m JuYHAA NOANKMCH TIPAKIAHUHA,
CUMTaeTcs:

1) aHOHUMHBIM

2) KOJJIEKTUBHBIM

3) TUCHbMEHHBIM
10. Cx0J1bKO JMCTOB J0JIKHO BKJIIYaTh 0AHO c)OPpMHUPOBAHHOE /1€J10:

1) npumepno 200 mrcToB

2) npumepHo 300 nucToB

3) npumepHo 250 nucToB

11. Jlena mOCTOSIHHOTO CPOKAa XpPaHEHUs] M BPeMEHHOro cpoka (0osee 10 jer) XxpaHeHus
NOJJIekKaT:
1) nonHOMYy 0(hOpMIIEHUIO
2) ynpouieHHOMY 0(QOPMIICHHIO
3) 1OTMONHUTENBHOMY 0(OPMIICHUIO
12. JToxymeHTBI (POPMHUPYIOTCS B JieIa B COOTBETCTBUH C:
1) mHCTpYKIIMEN O AETONPOU3BOACTBY;
2) HOMEHKJIATYpOU e,
3) nonoxkeHuem 06 yupexaeHUH.
13. K Bugam cpoKoBOro KOHTPOJIsI OTHOCATCS:
1) Texymuii, npeaynpeauTeabHbINA, UTOIOBBII
2) KOHTPOJIb 10 CYIIECTBY, TEKYIINIl, UTOTOBBIH
3) Texyuuii, BHyTPEHHHI, NTOTOBBIN
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14. O0pameHue ABYX MJM HECKOJbKHMX JIMIl B MUCBMEHHOM BHJe, COAep:Kallee YacTHBII
HHTepec, JJu00 odpalieHne, NPUHATOE HA MUTHHIE, COOPAHNH, MOANMCAHHOE OPTaHU3ATOPAMM
WIH YYACTHUKAMM MUTHHIA UM cCOOpaHus, Melolllee 001IeCTBEHHBbII XapaKTep, - 3TO:

1) metummst

2) muceMeHHOE OOpalieHue

3) KOJUIEKTHBHOE OOpaleHne
15. B cayuae, korna B pexkBusure «Pe3osounsi» nmopydyenue gaercsi AByM MJIH HECKOJIbKHUM
JIMLAM, OTBETCTBEHHBIM MCIOJTHHUTE/IEM SIBJISETCS:

1) nuuo, yka3aHHOE B IOPYUYEHUH EPBHIM

2) Bce yKa3aHHbIE B IOPYUCHUH JIUIIA

3) Au10, yKa3aHHOE B CIIMCKE MOCJIECIHUM
16. IloaroroBka Jes K XpaHEHUI0 B COOTBETCTBHH € YCTAHOBJIEHHBIMM MPABUJIAMU — 3TO:

1) popmupoBanue nen

2) ohopmiieHHE J1ETT

3) XxpaHeHue aen
17. Perncrpanum noajieskar cjaeayromme J0KyMeHTbI:

1) Bce 1OKyMEHTBI

2) TOJBKO BXOJAIINE

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

1) B3BemIMBaHNE JOKYMEHTOB

2) 3akiieuBaHNE KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomenkaTypa e 10J15KHA BKJIIOYATH CJleAyI0lie PeKBU3UTHI:

1) HaMeHOBaHUE OpraHM3allid — HAaWMMEHOBAHHME JOKYMEHTa — JlaTa — PErHuCTPallMOHHBIN
HOMEp — MECTO COCTAaBJICHHSI — 3arOJIOBOK K TEKCTY — TEKCT — MOJIUCh — TpUQ YTBEPKICHUS -
rpu¢ cormacoBaHus

2) HAUMCHOBAHUC OpraHv3anuu — HAUMMCHOBAHWEC BHJA JOKYMCEHTa — [OaTa -
pel"I/ICTpaIII/IOHHHﬁ HOMCEP — MECTO COCTABJICHUSA — 3aroJIOBOK K TCKCTY - TCKCT — IMMOANIHNCH

3) HAUMCHOBAHUC OpraHv3anMuu — HAUMMCHOBAHWC BHJAa JOKYMCEHTa — [OaTa -
pel"I/ICTpaIII/IOHHI)II\/JI HOMEpP — MCCTO COCTAaBJICHUSA — 3aroJIOBOK K TEKCTY - TCKCT — MNOAINUCH —
azpecar
20. Kaxkue wu3 MNEPECINUCICHHBIX HHKE JAOKYMCEHTOB HE€ OTHOCATCHA K BHYTPCHHEMY
JOKYMEHTOIIOTOKY:

1) pacriopsiuTeNnbHbIE TOKYMEHTHI
2) cnyxeOHble MUChMa
3) opraHu3aloOHHbIE JOKYMEHTBI
21. YkaxuTe NpaBUJIbHBIH BAPUAHT PACII0JIOKEHHS 3ar0JIOBKOB J1eJl B HOMEHKJIaType /1eJ1:
1)
IIpukasbl, MHCTPYKIIMH, YKa3aHUS BBILIECTOALIEH OpraHU3ally, IPUCIAHHbIE Ul CBEICHUS
U PYKOBO/JICTBA
I'onoBoii oTyet 0 paboTe opraHu3aLK
[Tprkaspl MO OCHOBHOM NI€ATEIIHLHOCTH
VY4upeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PETHCTPALMH, YCTaB)
JIOKyMEeHTBI 1O aTTecTallMd pPaOOTHUKOB (aTTECTALlMOHHBIE JIUCTHI, MPOTOKOJBI, KOMHH
IIPUKa30B)
WHucTpykuuu o npaBax v 00S3aHHOCTSAX JOJIKHOCTHBIX JIUI
ITpoTokonbl coOpaHuii TPYIOBOTO KOJUIEKTHBA
KBapranbHble m1aHbl paboThI
3akonsl Poccuiickoii @eneparun u Yysamickoir PecryOmuku
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Ilepenncka ¢ NpeAnpusATHSAMU M OPraHU3aLUSIMU 110 aJAMHHHUCTPATUBHO-XO3SMCTBEHHBIM
BOIIpOCaM

["omoBoIi T1aH paboOThI OPraHU3AIUH

Ilepenucka ¢ BellIeCTOSIIIEH OpraHU3alyeil o BOIpocaM OCHOBHON AeATelbHOCTH

2)
3axonsl Poccuiickoii @eneparnun u Yysamickoir PecryOmuku
IIpukasbl, MHCTPYKLMH, YKa3aHUS BBILIECTOSIIECH OPraHU3aLMH, IPUCIIAHHBIE UIsl CBEACHMUS
Y PYKOBO/JICTBA
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUIETENILCTBO O PETUCTPALIMHU, YCTAB)
WHcTpykuuu o npaBax v 003aHHOCTSX JOJIKHOCTHBIX JIULL
IIpukasbl IO OCHOBHOM IEATEIBHOCTH
["omoBoii T1aH paboThI OPraHU3AIUH
KBapTanbHble miaHbl paboThl
I'ogoBoit otueT 0 pabore opraHu3aluu
IIpoTokonbl coOpaHuii TPyI0OBOrO KOJUIEKTHBA
[Tepenucka ¢ BpILIECTOSIENH OPTaHU3ALMEN 10 BOITPOCAM OCHOBHOM JI€STEIBHOCTH
Ilepenncka ¢ NpeanpusATHAMU M OPraHU3ALUSMU 10 AJAMUHUCTPATUBHO-XO3IMCTBEHHBIM
BOIIPOCAM
JIOKyMEHTBl 1O aTTecTallud pabOTHHUKOB (ATTECTAl[MOHHBIE JUCTbHI, HMPOTOKOJIBI, KOIHUHU
IIPUKA30B)
3)
[IpoTokosbl coOpaHuii TpyA0BOrO KOJIJIEKTUBA
KBapTanbHble maHbl paboThl
3axonbl Poccuiickoit @enepaunu u Yysamickoit Peciyonuku
Ilepenncka ¢ NpeAnpuATHAMU M OPraHU3ALUSMU 10 AJAMHUHUCTPATUBHO-XO3SIMCTBEHHBIM
BOITPOCAM
I"onoBoif M1aH paboThl OpraHU3aALNH
[Tepenucka ¢ BeIIECTOSIEN OPTraHU3AIMEN TTO0 BOITPOCAM OCHOBHOM JIESITEIBHOCTH
IIpukasbl, MHCTPYKIMH, YKa3aHUS BBILIECTOSIIEH OPraHU3aluY, IPUCIIAHHBIE AJI CBEICHUS
U PYKOBO/JICTBA
I'onoBoii oTyer 0 paboTe opraHu3aLu
[Ipuka3pl MO OCHOBHOW J€ATEIBHOCTH
VYupenuTenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUJIETENILCTBO O PETUCTPALMHU, YCTAB)
JIOKyMEHTBl 1O aTTecTallud PAOOTHUKOB (aTTECTALMOHHBIE JIMCTBI, MPOTOKOJbI, KOIHUU
IPUKA30B)
WHucTpykuunu o npaBax v 003aHHOCTSAX JOJIKHOCTHBIX JIUIL
22. 3axkonuuTe mnpemiokenue: «B KoHme gena  as ydera KOJIM4YeCTBA JIMCTOB
COCTABJISIETCH. .. »:
1) mucr-3amecTuTenn
2) AuCT-3aBEpUTEIND
3) KapTa-3aMeCTHUTEIb
23. IIpoTOoKO0JIBI TPYNNIMPYIOTCH B /1ej1a:
1) B mociie10BaTeNbHOCTH, OTPAXKAIOLIEH X0 pACCMOTPEHHUS BOIIPOCa
2) o XpOHOJIOTUH U MOPSIIKY HOMEPOB
3) B andaBUTHOM MOPSIKE
24. Kakoii B padoT He BBINOJIHAETCS MPU 00padoTKe OTNPABISIEMBIX JOKYMEHTOB:
1) npoBepka NpaBUILHOCTU O(hOPMIICHHUS JOKYMEHTOB
2)rpocTaBieHHe aapeca Ha KOHBEpTe
3) noanucaHue JOKyMEHTOB
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4) panprieBanue U BIOKEHHE JOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTBI He perucTpupyrorcs?
1) HOKyMEHTBI, Ha KOTOPBIX HET IIOYTOBBIX MAPOK
2) IOKYMEHTBI, a/IpECOBaHHbBIC PYKOBOIUTEIIO
3) TOKYMEHTBHI, MOJTy4YeHHBIE JUIsl CBEACHUS U HE TPEOYIOIINe OTBETa

Yactr B
3aganue: Onucarh MOPSIOK 0POPMIICHHUST OPTaHU3AIIMOHHBIX JOKYMEHTOB.
Yacts C

3amanmue:

CocraButs cipaBky OAO «Metpononus» B aapec Otnena pacnpeaeneHus KWIon MIomaan
AnvmuHucTpanyn JIeHnHCKOTO paiiona r. Yebokcapsl o ToM, uto MockBuHa Anekcannpa FOpbeBHa
paboTaer cTapiM KOHCYJIbTaHTOM OTAena npojax ¢ 10 mapra 2005 roga u 1o HacTodIee BpeMs
c oknaaoM 11 000 (onuuHanuATh ThICSY) pyOnei. Hegocraromue naHHbIe yKa3aTh CaMOCTOSTEIBHO.

BAPUAHT Ne 19

Yacts A
BEINOJIHUTE TECTOBBIE 3aaHUS

1. Bce 10KYMEHTBI OPraHHU3aLNHU 1eJISITCH HA:

1) Bocxoasiiue 1 HUCXOALINE

2) BXOAsIIME, BEIXOIAIINE, BHYTPEHHHE

3) BXoad1IMe, UCXOASIINE, BHYTPEHHHE
2. Kakue W3 mnepe4mcIeHHBIX NOKYMEHTOB 00513aTeJbHO IepeJalTcsi HAa PAaCCMOTPEHHeE
PYKOBOJUTEIO:

1) HoKyMeHTBI, oJlydeHHbIe U3 agMuHUcTpanuu [IpesunenTta

2) JOKYMEHTHI, aIpeCOBaHHbIE B CTPYKTYpPHBIE MTOIpa3IeIeHUs

3) TOKYMEHTBHI, Co/ieprKalline TEKYIIYI0 HHPOPMALIUIO
3. Kakyio uHdopmanuio coaep:KuT HTOroBasi 3alMCch K HOMeHKJaType aena?

1) 0 KOIMYeCTBE U KAaTErOpUsX 3aBEeJICHHBIX el

2) KOJIMYECTBO HE3aBEICHHBIX AEI

3) KOJIMYECTBO YTPAYSHHBIX B TEUCHHE T'O/a JeJl C yKa3aHUEeM IPUYHH yTPAThI
4. Kakxoe cTpykTypHoe mnoapasaenenue ciayxobl JJOY ocyuiecTB/sieT perucrpaunuio
JAOKYMEHTOB:

1) uHCHeKIUS IO KOHTPOJIIO

2) oTzen perucTpauyy U yueTra JOKyMEHTOB

3) skcmenuImst
5. CucreMaTH3MPOBAHHBIN NepeYyeHb HAUMEHOBAHWH Jes, 3aBeJeHHBIX B OPraHu3aluH, C
yKa3aHHeM CPOKOB MX XpaHeHHUsI, 0pOPMJIEHHBbIH B YCTAHOBJIEHHOM MOPAIKe, - 3TO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKJIaTypa Jei
6. Kakue 3Tranbl 00padoTKH NPOXOAUT BXOASLIMH JOKYMEHT:

1) mpuem u mepBUuYHaAs 0OpabOTKa — MpelBapUTEIbHOE PACCMOTPEHHE — PErHCTpalus —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOJHEHHE — HAlpaBJICHHE B JIEJI0
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2) mpueM U TepBHYHAs OO0pabOTKa — MPEIBApUTEILHOE PACCMOTPEHHE — PErHcTparus —
pPacCMOTpPEHHE PYKOBOAUTENIEM — II€peAada Ha UCIIOJIHEHUE — UCIIOJIHEHUE — KOHTPOJIb UCITOJIHEHUS
— HanpaBJICHUE UCIIOJIHEHHOTO IOKYMEHTA B JIEJI0 WK OTIIPaBKa

3) cocraBieHHE MPOEKTa — COrJiacoBaHUEe — O(OpMIIEHHE — IMOANHMCAHUE — PETUCTpALUs —
OTIIpaBKa
7. KOHTPOJIb HCIIOJIHEHUSI IOKYMEHTOB HEOOX0AMM JIJIfl...

1) mMOBBIIEHUS HUCHOJHUTENBCKOW JUCHUILIMHBI M COKpAIIEHUS CPOKOB PACCMOTPEHUS
JIOKYMEHTOB

2) obOecrnieueHHsI CBOEBPEMEHHOTO U KaYeCTBEHHOTO UCIIOJIHEHUS MOPYYCHH, COCPKALUXCS
B JOKYMEHTax

3) COBEpIICHCTBOBAHUS pa0OTHI ¢ JOKYMEHTAMH W MOBBIMIECHUS! KYJIbTYPhI YIIPABIECHYECKOTO
Tpyna
8. PexBu3uT «OTMETKA 0 MOCTYNJIEHNH JOKYMEHTA B OPraHU3aIUI0» BKJIOYAET CJeAyIolue
3JIEMEHThI:

1) HaMMEHOBaHHWE TMOCTYNHUBIIETO JOKYMEHTa, €r0 PErUCTPALMOHHBIA HOMEP U BpeMs
MOCTYIJICHUS

2) COKpalleHHOE€ HaUMEHOBAHWE OpPraHM3alMM, MOJYyYUBLIEH NOKYMEHT, BXOSAIIUNA HOMED,
JIaTy MOCTYIUICHUS

3) HauMEHOBAaHWE OPraHW3alld{, T[OJYYMBIICH JOKYMEHT, PETUCTPAIMOHHBIA HOMEp
JIOKYMEHTA U JaTy JOKyMEHTa
9. Kakoii 13 TepMHHOB He PpeKOMEHYIOT HCII0JIb30BaTh NIPH (POPMYJIHPOBKE 3ar0JI0BKOB [I€JI:

1) neno

2) NTOKYMEHTBI

3) Marepuabl
10. Onucu 1es1 COCTABJSAIOT B LeJIsIX:

1) peructpanuu aen

2) yuerta nien

3) YHUYTOXEHUS €T
11. OcHOBHO¥ NPUHIUII PErHCTPALMH:

1) AByKpaTHOCTh

2) MHOTOKPaTHOCTh

3) OTHOKPATHOCTh
12. Pe3osronus — 310:

1) 3adukcupoBaHHas Ha MaTepUAIBHOM HOCUTele HHpOpMAIUs C PEKBU3UTAMH,
MO3BOJISIOIIUMHU €€ UEHTU(DUIINPOBATH

2) HAAMKUCH HA IOKYMEHTE, BBIIOJIHEHHAs JOJKHOCTHBIM JIUIIOM, COJIEpiKallasi MPUHATOE UM
pelieHue

3) peKBU3UT JOKYMEHTA, KPaTKO U3JIararolifil ero coaepxaHue
13. Ha ocHOBaHMM KAKOI'0 JOKYMEHTA COCTABJISIETCH OMUCH JIeJI:

1) MHCTPYKIUS IO JOKYMEHTAIMOHHOMY 00€CIIEUeHHIO YIIPABICHUS

2) HOMEHKJIaTypa J1ei

3) nepeveHb TOKYMEHTOB CO CPOKAMH XPaHEHUS
14. Kak BHecTM B HOMEHKJIATYPY [eJ 3aroJiOBOK He MNPeJyCMOTPEHHOr0 paHee [eJa,
o0pa3oBaBlIerocs B TeYeHHEe KAJIEHJAPHOIO IroJa B CBA3M ¢ U3MEHEHHSIMU B JeSITeIbHOCTH
OpraHu3anuu:

1) mepenevarath ¥ 3aHOBO O(OPMUTH TOCIEAHIOI CTPAHHUIY HOMEHKIATYphl JeJ, BHECS B
Hee JIONOJHUTENbHBIN 3aroJIoBOK

2) HareyaTaTh HOBBIH 3ar0oJIOBOK Ha OT/AEIBHOM JIMCTE U MPUJIOKUTH €r0 K HOMEHKJIAType el

3) BmMcaTh HOBBI 3arojlOBOK OT PYKH B CHEHUAIbHO OTBEACHHOE pPE3EPBHOE MECTO,
OCTaBJISIEMOE MOCTIE KaXK0T0 pa3ziesia HOMEHKIIATYphl Aell
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15. Ha kakuX 10KYMEHTax NPoOCTAaBJseTCs 0TMETKA 0 MOCTYIIEHUH:
1) TONBKO Ha TOKYMEHTaX, MOAJIeKAIIUX PErHCTPaIiU
2) Ha BCceX MOCTYIMUBIINX JOKYMEHTaX
3) TOJBKO Ha JOKYMEHTaX, TPEOYIOMUX UCTIOTHEHUS
16. CBogHAasi HOMEHKJIATYPA /ieJl OPraHu3alui BBOAUTCS B JelicTBHeE:
1) ¢ 1 ssHBaps TeKyIiero rojaa
2) ¢ nexkabps TEKyIIero rojaa
3) Kaxple MOJIroa TeKyIIero rojaa
17. Cpox ucnoJIHeH!s NOCTYNMBIIET0 JOKYMEHTA HCUUCISIETCS:
1) B KaJeHIapHBIX THAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu
2) B pabouux AHSIX C JAThI IOCTYIUICHUS IOKYMEHTA B OpTraHU3aI|I0
3) B KaJleHIapHbIX JTHAX C JaThl OCTYIUICHUS JOKYMEHTa B OPraHU3aLUIO
18. OlecneyeHne CBOCBPEMEHHOI0 M KAYeCTBEHHOI0 WCIIOJHEHHsSl NMOPYYeHHIl M pelleHust
BOIIPOCOB, NOCTABJIEHHBIX B JOKYMEHTE, - 3TO:
1) peructpanus JOKyMEHTOB
2) UCTIOJTHEHUE JIOKYMEHTOB
3) KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB
19. Homenkiatypa jej1, KOTOpasi yCTAaHABJIUBAET PUMEPHbIHA COCTAB JeJI JAJIsl OPraHu3aluii,
OTHOPO/JHBIX MO XapaKTepy AesATeIbHOCTH, HO PA3JIMYHBIX [0 CTPYKTYpe, Ha3bIBaeTCH:
1) unauBUAYaIbHON
2) TUOBOM
3) mpumepHoOH
20. KTo ycTanaB/mBaeT HHIMBHYAJIbHBIH CPOK MCIOJIHEHUS TOKYMEHTOB:
1) nonpa3zaeneHue-uCIoIHUTETh
2) pyKOBOJAMTENb, pACCMATPUBAIOIINN JOKYMEHT
3) HemocpeICTBEHHO HCIIOJIHUTENh

21. YkaxuTe NpaBUJIbHBINA BApUAHT 0opMJIeHNs (PparMeHTa HOMEHKJIATYPbI J1eJI:

1) 3AO0 «IIpemuym» YTBEPX]/IAIO
HOMEHKJIATYPA JIEJI Hupextop 3A0 «[Ipemuym»
14.11.2010 Ne3
HNunexc gema | 3aroioBokK jaeia KomnuectBo nen [Tpumevanus
1 IIporokosbl coOpaHuii TPYAOBOIO
KOJIJICKTHBA
2 KBapTanbHble miaHsl paboTh
3 3akonbl  Poccumiickoit  ®enmepanmu U
Yygartuckoii Pecriy6nuku
4 [lepenmucka ¢ TOpeAnpUATHSIMH U

OpraHM3alMsMA IO aJMUHHUCTPATUBHO-
XO3SIICTBEHHBIM BOITpOCaM

5 ["omoBoI TTaH PabOTHI OPraHU3AIUH

6 [Tepenmcka c BBIIIICCTOSIIEH
opraHusaiyeil Mo BONMPOCaM OCHOBHOMU
JeSITEIbHOCTH

7 [Tpuka3sl, UHCTPYKIIUH, yKa3aHHsI
BBILIIECTOSIIICH OpraHM3aI|H,
MPUCIIAHHBIC JJIS CBCIACHUA )41
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10

11

12

PYKOBOJICTBa

perucTpanmm, ycraB)

KOIUU TIPUKA30B)

JOJIDKHOCTHBIX JINI]

I'ogoBoit oTueT 0 pabote opraHu3auu
ITpuka3sl IO OCHOBHOM A€STEIBHOCTH
y‘-IpGI[I/ITCJIBHBIG AOKYMCHTBI
(mOCTaHOBIIEHME M CBUJETEIBCTBO O

HOKYMCHTBI 1o arreCraunu pa6OTHI/IKOB
(aTTGCTaLII/IOHHLIe JIMCTBI, HPOTOKOJIBI,

WNHcTpyKIMM 0 TIpaBax W OO0S3aHHOCTSIX

[Toanucana HavambHUKOM cIyk0b1 JIOY

2)

JIM4YHas nnoAnuch

I'.A. I'y3nsieBoit

3A0 dIpemuym» YTBEPXAIO
HOMEHKIJIATYPA JEJI Hupexrop 3A0 «IIpemuym»
14.11.2016 Ne 3
r. Uebokcapsl IT.1. Tpodumonr
Ha 2011 rox
Nunexc 3arosoBOK jena KosmmuectBo nen Cpox [Tpumevanus
nena XpaHeHusT U
HOMEp CTaTbu
nio Ilepeunto
1. O0mwmii oTae
1-1 3akonbl Poccuiickoit @eaepaunn u
Uysamickoil Pecrybnuku
1-2 IIpukaspl, MHCTpYKLUH, yKa3aHUsA
BBIIIECTOSIIEH OpTaHu3aIui,
MpHUCIaHHBIE NS  CBEACHUS U
PYKOBOJICTBA
1-3 VYupenurenbHbie JIOKYMEHTBI
(TTOCTaHOBIIEHUE U CBUETEIHCTBO O
pErucTpaiuu, ycTaB)
1-4 NHcTpykuun 0 IpaBax u
00513aHHOCTSIX TOMKHOCTHBIX JIUIL
1-5 [Tpukassl o OCHOBHOM
JeSATeIbHOCTH
1-6 I'omosoii TUTaH paboThI
OpraHHu3aIu
1-7 KBapranbHble m1aHbl paboThI
1-8 l'ogoBoit  otuer o  pabote
OpraHu3aIH
1-9 IIpoTokonbl coOpaHuil TPyIOBOTrO
KOJIJICKTHBA
1-10 Ilepenucka ¢ BBIILIECTOSIIEN
OpraHu3anuen o BOIIpOCaM
OCHOBHOU JIEATEIIbHOCTH
1-11 Ilepenucka C TOpeaNnpuATHIMU U
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1-12

1-13

opranusaivsiMu 1o
al[MI/IHI/ICTpEWPIBHO-XO?:SI?ICTBGHHHM
BOIIpoCaM

JIOKyMEeHTBI o aTTecTanuu
pabOTHHKOB (arTecTanoHHbBIC
JIUCTHI, MIPOTOKOJIBI, KOITUHU
MPUKA30B)

[Toanucana HavambHUKOM cITyk0b1 JIOY

3)

JIM4YHas nIoAnuch

3akpeiToe akuronepHoe oomiectBo «lIpemuym» YTBEPXKJIAIO

I'.A. I'y3nsieBoit

HOMEHKIJIATYPA JEJI Hupexrop 3A0 «IIpemuym»
14.11.2017 Ne3
r. Uebokcapsl IT.1. Tpodumon
Ha 2011 rox 20.11.2011
Nunexc 3aros0BOK jena KosmmuectBo nen Cpox [Tpumevanus
nena XpaHeHusT U
HOMEp CTaThbu
nio Ilepeunto
01. O6mwmii oTaes
01-01 3akonbl Poccuiickoit deaepanuu u
Uysamickoil Pecriyonuku
01-02 IIpukaspl, WHCTPYKLUH, yKa3aHUs
BBIIIECTOSIIEH OpTaHu3aIui,
MpHUCIAaHHBIE [  CBEACHUS U
PYKOBOJICTBA
01-03 VYupenurenbHbie JIOKYMEHTBI
(TTOCTaHOBIIEHUE U CBUCTEIHCTBO O
pEerucTpaiuu, ycraB)
01-04 WHucTpykunn 0 mpaBax u
00513aHHOCTSIX TOMKHOCTHBIX JIUIL
01-05 [Tpukazbr o OCHOBHOM
JesTeNbHOCTH
01-06 I'omosoii TUTaH paboThI
OpraHu3aIu
01-07 KBapranbHble m1aHbl padoThI
01-08 l'ogoBoit  otuer o  pabote
OpTaHu3aIiH
01-09 [IpoTokonbl coOpaHuil TPYyAOBOTO
KOJIJICKTHBA
01-10 Ilepenucka ¢ BBIILIECTOSILEN
OpraHu3anuen o BOIIpOCaM
OCHOBHOM J1eSITeTbHOCTH
01-11 [lepenucka ¢ npeanpuATHIMU U

opraHu3anusaiMu 1o
aI[MI/IHI/ICTpaTPIBHO'X03$II>'ICTBCHHBIM
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BOIIpOCaM
01-12 JIOKyMEHTBI o aTTecTaluu
pabOTHHKOB (arTecTanoHHbBIC
JIMCTHI, MIPOTOKOJIBI, KOITUHU
MPUKA30B)
01-13
Havanpauk ciayx6sr JJOY JIMYHas MOJMKUCh I'.A. I'y3usieBa

22. Kakoii npuHUMII He UCIIO0JIb3yeTcsl NPpH GOPMUPOBAHMH J1€J1:

1) XpoHOIOTHMUECKUIA

2) BOIIPOCHO-JIOTHYECKUMA

3) ucropuueckui
23. OnpenesieHne NOJIUTHYECKON, IKOHOMHUYECKOM, CONMAIBHO-KYJIbTYPHOM, IPAKTHYECKOU
LEHHOCTH JOKYMEHTOB /ISl OC/IeIYI0IIero HX XpaHeHusl U MCI0JIb30BaHNS WM [1JIs1 0TO0pa
HA YHUYTOKEHHE — ITO...

1) onucanue nen

2) sKcrepTH3a HEeHHOCTH JOKYMEHTOB

3) obopmiieHue nen
24. Kakue onepanuu He BHINOJHAKOTCA NPUA GOPMHUPOBAHUM /T1€JI:

1) pactipeneneHue U packiajka UCIOJHEHHBIX JTOKYMEHTOB IO MalKam

2) pacronoxeHne JOKyMEHTOB BHYTPH Jiejla B OIPEIEICHHON MOCIeI0BaTeIbHOCTH

3) Hymeparlus JUCTOB

4) opopmiieHre 00IOKKH J1eT1a
25. B kakuX yuypexIeHusiX co31aeTcs ynpaBjieHHe Aej1amMu?

1) Ha roCcyJapCTBEHHBIX MPEIMPUATHIIX

2) B UCIIOJTHUTEJIBHBIX OpraHax BJIACTH U UCIIOJIHUTEIBHBIX CTPYKTYpax MECTHOTO
CaMOYIIPaBJICHUS

3) B MUHHCTEpPCTBaX U BEJJOMCTBAX

Yactr B
3apanue: Onucath MOPSIIOK PACCMOTPEHHS IOKYMEHTOB PYKOBOJIUTENIEM OpPTraHU3aIiu.
Yacts C

3aganue:

CoctaBUTh TPOTOKOJ  3acemaHusi COTpyaAHHKOB  Oyxranrtepun 3A0  «Opuony.
[TpucyrcTBoBanu 18 uenosek. [loBecTka HS — COKpallleHHE CpOKa COCTaBJIEHUS FOJJOBOTO OTYETA.
Ha 3acemanum Obuto 3aciymano cooOmenue Oyxranrepa Cypkooit C.M. B cooOmienun ona
OTMETUJIA, YTO PAOOTHHKU TPYIIBI ydeTa HMEIOT BCE BO3MOXHOCTU MJii 3HAYUTEIHHOTO
COKpAILEHUS] CPOKA COCTABJIEHMsS TOAOBOro oTuera. ['o0BOM OTueT 3a TOJl MOXET OBITh
Ipe/CTaBJIeH IPYIION yueTa Ha 3 HS paHbllle YCTAHOBJICHHOTO CPOKA.

[lo manHomy Bompocy BbicTynmi riaBHbld Oyxrantep KpotoB E.H. On ckazan, uyto
pa3paboTaH HOBBIM TpaguK pabOT MO COCTABICHHIO IOJIOBOrO oT4era. IIpu yCIOBUM BBIOIHEHHUS
HOBOTO rpaduka BceMH paOOTHWKAaMHU TPYIMIBI ydeTa, MOXKHO COCTaBUTHh JOCPOYHO M CHATh
roJI0BOI OTUeT Ha 4 JAHA paHblIe YCTAHOBIEHHOTO CPOKA.
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[Tocne oOcyxneHuss OBUIO MPHHATO pEUICHHE: - TMPEICTaBUTh TOJOBOM OTYET 3a
roJ Ha 4 IHs paHbllle YCTAaHOBJIIEHHOTO CPOKA; - NPOBECTH aHAJIMU3 I'OJOBOTO OTYETa C
IEJIBIO BBISIBIICHHSI PE3€PBOB, HEOOXOAMMBIX JIJIsl YCTICHITHOTO BBHIIIOJIHEHHUS TUIaHa Ha TOJI.

BAPHUAHT Ne 20

Yacts A
BBIHOJIHI/ITL TCCTOBBIC 3aIaHUA.

1. YTo n3 nepevucJIeHHOr0 He OTHOCUTCS K BUaM KOHTPOJIA :

1) KOHTPOJIb O CYIIECTBY PELICHHS BOIIPOCa

2) KOHTPOJIb 3a CPOKAMH MCIIOJHEHUS

3) KOHTPOJIb 32 0OPMIICHHEM JOKYMEHTOB
2. Perucrpanus — 3r1o:

1) npucBoeHue TOKYMEHTY HU(PPOBOTO MM OYKBEHHO-IIU(GPOBOr0 0003HAUCHUS

2) 3anuch HHGOPMAIINU HA PA3IIMYHBIX HOCUTEISX M0 YCTAaHOBJICHHBIM ITPaBHIIaM

3) 3amMch YYETHBIX JAHHBIX O JIOKYMEHTE 10 YCTaHOBJIEHHOU (opme, Gpukcupyromeil dpakr
€ro CO3/1aHus, OTIIPABKU WJIH MOJTY4YEHHUS
3. Kakoii 3Tan NpoXoauT JOKYMEHT I0CJIe PerucTpannu:

1) ucnonnenue

2) paccMOTpeHUE PYKOBOAUTETIEM

3) KOHTPOJIb UCTIOTHEHUS
4. Kak HaspIBaeTcsi CTPYKTypHOe mojapasaeneHue ciayx0nr JOY, koropoe ocymecrBisier
NpHeM M IePBUYHYI0 00pa00oTKY NOCTYNHMBIINX JOKYMEHTOB:

1) cekperapuar

2) KaHUEeNSApUs

3) skcrieTuIms
5. Onuce aen —3ro:

1) apXuBHBIN CIIPaBOYHMK, COAEPKAIIMN MepeueHb BCEX €IUHUL] XpaHEHUs, COCTOSIIUX Ha
yueTe B apXUBE OpraHU3aluu

2) cucTeMaTU3MpPOBAHHBIA TEepeueHb €IUHMII XpaHEHUs (Jes), MpeaHa3HaueHHbIX U1 UX
ydeTa ¥ ONepaTUBHOIO MOUCKA.

3) mepedyeHb 3aroJIOBKOB Jiesl, C(HOPMHUPOBAHHBIX B CTPYKTYPHOM IOJpa3/eieHuH,
HE3aBHCHMO OT CPOKOB UX XpaHEHUS
6. OCHOBHBIM [JOKYMEHTOM, PerJIaMEHTHPYIOIIMM TEXHOJOITHI0 [JOKYMEHTAMOHHOIO
olecrieyeHus! yNpaBJeHHUs B OPraHU3alUH, SIBJISIETCH:

1) monosxxenue o ciyxbe 10Y

2) unctpykuus o JJ0Y

3) npuka3 pyKOBOIUTENSI OpraHU3aluu
7. JIokyMeHTa CUMTAeTCsl MCIIOJTHEHHBIM, €CJIN:

1) KOppeCIOHIEHTY AaH OTBET

2) JTOKYMEHT HCIIOJIHEH B Ha3HAUEHHBIH CPOK

3) nocTaBiIEHHBIE B JOKYMEHTE BOIIPOCHI PELIEHBI 110 CYLIECTBY, KOPPECIIOHJIEHTY AaH OTBET
8. HomenkiaTypa e cocTaBJsieTcsl €O CJIeAyIoieil IepuoIun4HOCTbIO

1) oquH pa3 B Tpu rona

2) ¢ IepuoINYHOCTHIO, YCTAHABIIMBAEMOW OpraHu3anuei

3) exxerogHo
9. OpunuaJbHbINA JOKYMEHT, OTIIPABJIsIEMbIH U3 YUPEKICHUS, - ITO:

1) BXoAsmuii TOKyMEHT
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2) UCXOASIIHNMA TOKYMEHT

3) BHYTpeHHUH JOKYMEHT
10. Ha xakmue es1a CTPYKTYPHOI'O NOAPAa3/ieJieHUsI He COCTABJISIETCS OT/AeIbHAas ONKNCh:

1) Ha ;ena MOCTOSTHHOTO XPaHCHHUS

2) Ha Jiena reHepalibHOro TUPEKTOpa

3) Ha gena BpeMeHHoro xpaHeHus (cBbimre 10 jer)
11. JlokymMeHTO000OPOT — 3TO:

1) KxonmMyecTBO JOKYMEHTOB, IOCTYNHUBIIMX B OPraHU3alldi0 U CO3JAHHBIX €I 34
ONPEAEIIEHHBIN NTEPUOJ

2) nBUKEHHE TOKYMEHTOB B OPraHM3allid C MOMEHTa WX CO3JaHus WIM TMOJY4YeHUS [0
3aBEPILICHUS UCTIOJHEHUS U OTIIPABIICHUS

3) opranuzanus paboThl C JOKYMEHTaMH B YUPEXKICHUU
12. Kak Ha3pIBaeTcsi CTPYKTYPHOe MoJpa3jejieHne, KOTOpOoe pemaer MNpodJeMbl
JOKYMEHTAIIMOHHOI0 o0ecreyeHus1 YIPaBJIeHHs B OPraHU3alMM:

1) ctyx06a JIOY

2) Oyxrantepus

3) oTaen KaapoB
13. Kyaa nepegaroTtcsi JOKYMEHTHI 10OCJI€e MPEABAPUTEIBLHOI0 PACCMOTPEHUsS] X PA0OTHHKOM
cayxon1 JJOY:

1) Ha ucroTHEHUE

2) Ha OTIIpaBKy

3) Ha perucrparuo
14. I'pynnupoBKa J0KYMEHTOB B /1eJ1a OCYIIECTBJIAETCS HA OCHOBAHUM:

1) MHCTPYKIIUU IO JOKYMEHTAI[MOHHOMY 00€CIIEUEHUIO YIIPaBICHUS

2) nepevHsi TUMOBBIX YIPABICHYECKUX JOKYMEHTOB CO CPOKAMHU XPAHCHUS

3) HOMEHKIIATypHI JIe]l OpTraHU3aIuN
15. JIncr-3aBepuTeib ejia MOMeNIAeTCs:

1) B Hauane nena

2) Ha 00OpPOTHOM CTOPOHE OOJIOKKH Jerna

3) B KOHIIE JIeNa Moclie MOCIEAHET0 JOKyMEeHTa
16. Ilpu ¢popMUpOBAHNM HCIOJHEHHBIX JOKYMEHTOB B Jeja B OPraHM3alusX Ha 00J10:KKY
KaKI0r0 J1e/1a BBIHOCATCS CJIeAYIONIe CBeIeHNs:

1) HauMeHOBaHME OpraHU3allud — MHJEKC JieJla — 3arojJIoBOK Jesia — Jara Jejla — CpPOK
XPaHEHUS U CTaThs M0 MEPEUHIO - TPUMEUaHUE

2) HaMMEHOBAHME OpraHM3allMM - WHJIEKC Jeja — 3arojioBOK Jejla — Jara Jeja — CpPOoK
XPaHEHUs IO MEePEUHI0 — ApXUBHBIN MU (P

3) HaMMEHOBAaHHME OPTaHHU3allMd — HAUMEHOBAHHUE CTPYKTYPHOTO TMOAPA3ACIICHUS — WHJEKC
Jiena — 3aroJIOBOK Jiea — J1aTa Jiejla — CPOK XpaHEeHUs 10 MEePEUHI0
17. Cpok ucnoJiHeHUsI BHYTPEHHEr0 J0KYMEHTa UCUHCISIeTCS:

1) B KaJeHAapHBIX THAX C JaThl OIMUCAHUS TOKyMEHTa

2) B KQJICHIAPHBIX THAX C 1aThl OPOpMIICHUS JOKYMEHTA

3) B KaJeHIapHBIX JTHSAX C JaThl PETUCTPAIIUU JOKYMEHTA
18. HomeHnkJiaTypa es1 Opranu3anum:

1) sBnsieTcst 00s13aTENBHBIM TOKYMEHTOM TOJBKO JIJISl TOCYIapCTBEHHBIX OpraHU3aInil

2) pazpabaThIBaeTCs IO YCMOTPEHHIO OpTraHU3aII

3) siBAsieTCs 00sI3aTENIBHBIM IOKYMEHTOM JJIsi BCEX OpraHu3aiui
19. YTo U3 nepevncjaeHHOr0 He MOKeT CJYKUTh HA3BAHUSAMU Pa31e/iOB B HOMEHKJIATYpe JAeJI:

1) HauMeHOBaHUS CTPYKTYPHBIX MOApa3IeIeHUi

2) HampaBJIEHUS JIEATETLHOCTH OpraHU3aAINH

3) HaMMEHOBAHMS OpraHU3ALNM
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20. B oqHOM geJjie He 10JIZKHO OBITH OoJ1ee:
1) 400 nuctoB
2) 150 nucrtoB
3) 250 nmuctoB
21. YkaxuTe NpaBUJIbHbINH BADUHAHT PACII0JIOKEHHS 3ar0JI0BKOB /ieJl B HOMEHKJIaType J1eJ1:
1) 3akonsl Poccuiickoit @enepanuu u YyBamickoit Pecriyomuku
[Ipukasbl, MHCTPYKIMH, YKa3aHUS BBILIECTOSIIEH OpraHU3aluy, IPUCIIAHHBIE AJIs CBEJICHUS
U PYKOBOJICTBA
VYupeaurenbHble JOKYMEHTHI (IIOCTAHOBJIEHHUE U CBUAETEILCTBO O PErUCTPALIUH, YCTAB)
WucTpykuuu o npaBax U 00S3aHHOCTSX JOJIKHOCTHBIX JIUIL
[Ipuka3sbl 1O OCHOBHOM J€ATEIbHOCTH
I'ogoBoit mtan paboThl OpraHu3aIu
KBapTanpHble miaHsl paboTh
I'ogoBoit oTueT 0 paboTe opraHu3auu
[IpoTokosibl cobpaHuil TPy10BOrO KOJUIEKTHBA
[Iepenucka ¢ BBIIECTOSIIEH OpraHU3alKen 10 BOIPOCaM OCHOBHOM JI€ATEIbHOCTH
[lepenucka ¢ mpeanpusATHSIMH U OPTaHHU3ALUAMH MO aJIMUHHUCTPATUBHO-XO035HCTBEHHBIM
BOITPOCAM
JIOKyMEHTBl 1O aTTecTallud PAOOTHUKOB (AaTTECTALlMOHHBIE JIUCThI, MPOTOKOJbI, KOIHU
MIPUKA30B)

2)IIpoTOKOIIBI COOpaHHii TPYIOBOTO KOJIICKTHBA

KBapranbHble m1aHbl padoThI

3akonbl Poccuiickoit ®enepannu u Yysamickoit Peciyonuku

[lepenucka ¢ npeAnpusATHSIMU U OpPraHU3aLUSIMU [0 aJIMUHUCTPATUBHO-XO3SHCTBEHHBIM
BOIIpOCaM

I'ogoBoit mitan paboThl OpraHU3aIu

Ilepenucka ¢ BBIIECTOSIIIEH OpraHU3aLUEN 110 BOIIPOCaM OCHOBHOM I€ATEIbHOCTH

[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBIIIECTOSIIEH OpraHu3aluy, IPUCIIaHHbIE JJIsl CBEJICHUS
Y PYKOBO/JICTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

IIpukasbl IO OCHOBHOM EATENBHOCTH

VYupeautenbHble JOKYMEHTHI (IOCTAaHOBJIEHHUE U CBUAETEILCTBO O PErHCTPAIlH, YCTaB)

JIOKyMEHTBl TIO aTTecTallid pPabOTHUKOB (ATTECTAI[MOHHBIE JIUCTBI, MPOTOKOJIBI, KOIHHU
MPUKA30B)

WHcTpykuuu o mpaBax U 0053aHHOCTAX JOKHOCTHBIX JIHIL

3) Ilpukasbl, WHCTPYKIMH, YKa3aHHs BBIIICCTOSAIICH OpraHW3alliy, MPHUCIAHHBIC IS
CBEICHMSI U PYKOBOJCTBA

I'ogoBoit oTueT 0 pabote opraHu3auu

IIpukasbl 1O OCHOBHOM IEATENBHOCTH

VYupeautenbHble JOKYMEHTHI (TIOCTAaHOBJIEHHUE U CBUAECTEIBCTBO O PErHCTpaIiH, YCTaB)

JIOKyMEHTBI TIO aTTecTallud pabOTHHUKOB (ATTECTAI[MOHHBIE JUCTBHI, MPOTOKOJIBI, KOIHUHU
MIPUKA30B)

WHcTpykumu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL

[TpoTokoibl cOOpaHuii TPyAOBOTO KOJIJIEKTHBA

KBapTanbHble miaHsl paboTh

3axonbl Poccuiickoit @enepannu n Yysamickoit Peciybnuku

[lepenncka ¢ NpeAnpusATHAMU M OPraHU3aLUsSIMU 10 AJIMHUHUCTPATUBHO-XO3SMCTBEHHBIM
BOITPOCAM

["omoBoI T1aH PabOTHI OPraHU3AINH
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[Tepenucka ¢ BpILIECTOSIIEN OPraHU3ALMEN 10 BOIIPOCAM OCHOBHOM €SI TEIBHOCTH

22. Ilpomosxure mnpemsoxkeHue: «/Iasi ydera JOKYMEHTOB OIpeleSieHHBIX KATeropui e
MOCTOSTHHOT0 U BpeMeHHOro (0os1ee 10 jieT) XxpaHeHHUsI COCTABJISIETCH ... »:

1) onuck nen

2) BHYTPEHHSS ONKCH

3) nucr-3aBepuUTENb Aeina
23. Kakue BuabI padoT He NPOBOASATCH NPH MOATOTOBKE Jie] K Nepe/iade B apXUB:

1) npoBeneHme SKCIEPTU3bI LIGHHOCTH JOKYMEHTOB

2) opopmiieHHe aein

3) dbopmupoBanue aen

4) cocTaBJIE€HHUE OMKICH
24. Boi0epuTe NpaBWIbHBIN 3ar0JI0BOK K HOMEHKJIAType JeJ1:

1) HomeHKIaTypa nen Ha sHBapb 2013 rog

2) nomenkiarypa aen 3a 2012 rog

3) nomenkiarypa aen Ha 2013 ron
25. B kaKkuX yUYpe:KIeHHUsIX C03/1aeTCsl KaHueJasapus’?

1) Ha rocyJapCTBEHHBIX MIPEITPUATHIIX

2) B UCIIOJTHUTEJIbHBIX OPraHax BJIACTU U HCIOIHUTEIBHBIX CTPYKTYPaxX MECTHOTO
CaMOYTIpaBIICHUS

3) B MUHHCTEPCTBAX U BEJJIOMCTBAX

Yacts B
3aganue: Onucath NOPSIOK IPOBEACHHS padOT MO KOHTPOJIO 32 UCIIOJTHEHUEM JOKYMEHTOB.
Yacts C

3aganue:

CocTaBuTh NpUKa3 M0 CIETYIOMUM JaHHBIM.

OAO «Cas3puHBECT» IpOBENIO o0IIee coOpaHue akMoHepoB. B xone 3aceqaHus ObIIO MPHUHSTO
pelIeHre yBeIMYUTh YCTaBHOW KanuTajil 00I1ecTBa.

B cBsi3u ¢ pemieHreM o01iero codpaHusi akIMOHEPOB 00 YBEIMUYEHMM YCTaBHOI'O KaluTasla
(mpotokon 3acemanus ot 01 mapra 2011 r. Ne 3) u pykoBoacTByschk [lomoxkeHnem o mopsiake
yBenu4eHus (YMEHbILIEHHsI) YCTAaBHOTO KamnuTaia, yTBep kaAeHHbIM COBETOM JUPEKTOPOB OOIIECTBA
16 urons 2007 1., TeHEpATBHBIN AUPEKTOP U3/1AJ MPUKA3.

B pacnopsnutensHOl wacTh  OBLIM  JaHBl  CIEAYIOIIME 3aJaHUs: PYKOBOJIUTEIIO
opuandeckoro otraena Jlocesy B.M. HampaBuTh CBEAEHHWS O BHECEHWH W3MEHEHUN B YCTaB
o0ImiecTBa B perucTpalMoHHyl0 nanaty YyBamickoil PecnyOnuku M HaJIOrOBYIO MHCIEKIHIO 10
01.05.2011; pyxoBonutento ¢uHaHcoBoro ympasieHuss OpexoBy A.A. 3apeructpupoBaTh
JIOTIOJTHUTEBHBIN BBIMYCK akuuii B MunuctepcrBe ¢unaHcoB Yysamickoit PecnyOnmuku 10
15.05.2011; xOHTpOJBb 3a UCIOJIHEHHEM MpPHKa3a BO3JIOKWUTH HA 3aM. TE€HEPAIBHOTO IUPEKTOpa
bapanosa I1.T.

[Tpuka3 6b11 coracoBad ¢ npeaceaareneMm CoBeTa TUPEKTOPOB.

BAPHUAHT Ne 21

Yacts A
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BEBINOIHUTE TECTOBEIC 3aJaHus.

1. 3anuch y4eTHBIX JAHHBIX O JOKYMEHTE 10 YCTAHOBJEHHOH ¢opme, pukcupyromein paxkr
ero Co3aHMs, OTIPABJICHUS WM IOJIY4YEeHHs, - ITO:

1) ohopmitenne TOKyMEHTOB

2) perucrpanus 10KyMEHTOB

3) ucrnoaHeHne JOKYMEHTOB
2. Kakoii 3Tan npoxoauT JOKYMEHT IocJe NpueMa 1 MepBUYHOH 00padoTKu:

1) paccmoTpeHne pyKOBOAUTEIIEM

2) npeABapUTEIbHOE PACCMOTPEHHUE U pacupeesneHre paboTHUKOM ciayx0bl IOY

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

1) naTa nokymeHrta

2) pe3oronus

3) rpud yrBepxaeHHUS
4. Y10 M3 NepevyrcaeHHOr0 He BKJIIYAaeTC B HOMEHKJIATYPY AeJ:

1) TOKyMEHTBI, CO3JJaHHBIE B CAMOM OpraHU3aluu

2) nepexoasiye aena

3) meyaTHbIC U3AAHUS
S. /IBM:KeHHe JOKYMEHTOB B OPraHM3allid ¢ MOMEHTA HMX CO3JAaHUS HWJIH IOJy4YeHHS [0
3aBepuIeHUs] HCIIOJIHEHHS WM OTIIPABJIEHUSA — 3TO:

1) nokymMeHTHpOBaHUE

2) NIOKYMEHTOBEJIEHUE

3) mOKyMEHTOO00OpOT

6. IIpenBapure/ibHOE paCCMOTpPEeHHE NMOCTYNHMBIIEr0 JOKYMEHTA IPOBOAUTCS:

1) pyxoBoauTeneM

2) HaYaJIbHUKOM ci1yk0b1 JIOY

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

1) uHAEKC fena — 3arojioBOK Jiesla — aBTOp — KOJIMYECTBO €JMHMIL XPaHEHHS — CPOK XpaHEHUS
- IpUMEYaHue

2) MHIEKC Jena — 3arojJOBOK Jejla — KOJIMYECTBO €AMHHUIl XPaHEHHs] — CPOK XpaHEeHMs -
pUMeYaHus

3) 3aroJIoBOK Jiefia — KOJIMYEeCTBO €AMHUI XPAaHEHUS — CPOK XPaHEHUS
8. OueHka, HACKOJIbKO NPAaBWJIbHO, YIa4YHO U TOJHO pelleH BOIPOC, NMOCTABJEHHbIH B
JOKYMEHTe, - 3TO:

1) KOHTpOJIb 32 CPOKAMH UCIIOJIHEHUS

2) KOHTPOJIb 10 CYIIECTBY

3) Texyuuit KOHTPOJIb
9. Kak Ha3bIBaeTcsi CTPYKTYpHOe mojapasaeieHue ciay:xk0bl JJOY, koropoe ocymecTBjsier
KOHTPOJIb 32 HCIIOJIHEHHEM IOKYMEHTOB:

1) sxcnienuus

2) MHCIEKLHUS IO KOHTPOJIIO

3) xaHuenspUs
10. ®opmupoBanue aeja — 3TO:

1) rpynnupoBKa UCIIOJHEHHBIX JTOKYMEHTOB B JIEJI0 M CHCTEMAaTU3alls JOKYMEHTOB BHYTPH
Jena.

2) rpynnyupoBKa UCIOJHEHHBIX JOKYMEHTOB B JI€JO0, CUCTEMATU3allUsl JOKYMEHTOB BHYTPH
Jiesia ¥ HyMepatusi JJUCTOB JIela.

3) BKJIIOUEHHE UCTIOJHEHHBIX JIOKYyMEHTOB B JIOKYMEHTAJIbHBIN (DOH]T OpraHU3aIiu
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11. Yto M3 yKa3aHHOI0 HUKEe HEe OTHOCUTCS K PerucTpanoHHbIM Gopmam:

1) xxypHanmbHas

2) KHUXKHAs

3) kapTo4Has
12. Kakoii U3 nepe4yncIeHHBIX PEKBU3UTOB BKJIIOYAETCS B PerucTpanuoHHbie popmbl:

1) rpud yTBepx)ACHUS

2) agpecat

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

1) Tekyuui, npeaynpeauTeIbHbINA, HTOTOBBII

2) KOHTPOJIb 110 CYIIECTBY, TEKYILINIl, UTOTOBBIN

3) Tekymui, BHYyTPEHHHA, UTOTOBBIN
14. Kakmne cBeneHusi He YKa3bIBAalOTCA Ha 00JI0kKe Jeja Npu oQOpMIIEHHUM Jesa 1Jis
nepeiayu B apXuB:

1) cpok XxpaHeHUs JOKYMEHTOB Jiena

2) KOJIMYECTBO JIMCTOB B JIeIIe

3) KOJIMYECTBO JIUCTOB BHYTPEHHEHN ONUCU
15. B cayuae, korga B pexkBuszute «Pe3zosonus» nopydeHue gaercsi AByM WJIM HECKOJIbKUM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHUTEJIEM SIBJIAETCH:

1) nuno, yka3aHHOE B IOPYYEHUU MEPBBIM

2) Bce yKa3aHHbIE B IOPYYEHUU JIMLIA

3) nu1o, yKa3aHHOE B CIHMCKE MTOCIEIHUM
16. Odopmienne pe30aIOLUM JONYCKAaeTCs HAa CHEHHAJBHBIX OJIAHKAX [UIA Pe30JIOLHid,
U3roTaBJIMBaeMbIX Ha Oymare (popmara:

1) A4

2) AS

3) A6
17. Permcrpanuu moajexar ciaeayronue 10KyMeHThI:

1) Bce 1OKyMEHTBI

2) TONBKO BXOZSAIINE

3) TOJIBKO UCXOMSIINE U BHYTPEHHNE
18. ®asbueBanue JOKYMEHTOB — 3TO:

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJenBaHNe KOHBEPTOB

3) ckiagpiBaHUE JOKYMEHTOB M BJIOKEHUE UX B KOHBEPTHI
19. HomeHk1aTypa aeq 10/1KHA BKJIIOYATH CJIeIyIolHe PeKBU3UTHI:

1) HauMeHOBaHME OpraHM3allid — HAaUMEHOBAHHWE JOKYMEHTa — JaTa — PErUCTPallMOHHbBIN
HOMEpP — MECTO COCTAaBJICHUSI — 3aroJIOBOK K TEKCTY — TEKCT — IMOANUCH — IpU( YTBEPKACHUS -
rpu¢ cormacoBaHus

2) HAUMCHOBAHUC OpraHu3anMuu — HAUMMCHOBAHWC BHJA JOKYMCHTAa — JaTa -
peFI/ICTpaI_[I/IOHHBII\/’I HOMEP — MECTO COCTABJICHUS — 3aroJIOBOK K TEKCTY - TCKCT — NOJANHNCH

3) HAUMCHOBAHUC OpraHu3aluu — HAUMMCHOBAHWC BHJA JOKYMCHTAa — JaTa -
peFI/ICTpaI_[I/IOHHBII\/’I HOMEpP — MCECTO COCTAaBJICHUSA — 3aroJIOBOK K TEKCTY - TEKCT — MNOIAINUCH —
azapecar

20. Kakasi u3 onepauuii He NPOBOAMTCH NPHU NMOATOTOBKE JIeJI JIA Nepelayu B apXuB:
1) moamMBKa JOKYMEHTOB JIejia B CIICIUANBbHYIO 00JI0XKKY WM TIEpeIlIeT aena
2) cocTaBieHHUE JIMCTa-3aBEPUTES JIea
3) onpeneneHue cpoka XpaHEeHUs Jena

21. YkaxknuTe BAPMAHT, B KOTOPOM NMPABUJIbHO C(POPMYJIUPOBAHBI 3ar0JI0BKH JeJI:

1)
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1. Jleno ¢ nokymeHTaMu 00 OTKPBITHM CUETOB M COBEPILIECHHM PACUYETHBIX OIEpalui,
COZIEPIKaIUX TOJIOKEHHS, CIIPABKHU, IMChMa, KAPTOUKH

2. Jleno ¢ KONMUSMHM TPUKA30B JUPEKTOpA MO KOMIUIEKTOBAHHIO M M3MEHEHHIO JINYHOTO
COCTaBa CTYJICHTOB

3. Jleno, cozmepxaliiee IepenucKy ¢ TPaHCIIOPTHO-3KCIETUTOPCKUMH KOMITAHUAMU

4. Jleno ¢ mepenuckoil 00 OTKpHITHH (haKyJIbTETOB JOBY30BCKOW HMOATOTOBKH C BYy3aMH,
HaxoaAumMucs B r. YeGokcapsl

5. Hdeno, comeprkaiee MEPENHCKy C PasHOPOIHBIMH OPraHM3ALMsIMU O Tepejade 3JaHui,
MOMEIICHUH B rOCYIapCTBEHHYIO M MYHHIIUIIAIBbHYIO COOCTBEHHOCTD

6. Jleno ¢ mpuKazaMH TEHEpaJbHOrO AMPEKTOpa IO IMPOM3BOJACTBEHHBIM BONpOCaM 3a
OIIPEIEICHHBIN NIEPUOL

2)

1. IokyMeHTbl 00 OTKpPBITHH CUETOB M COBEPIICHHH PACUYETHHIX OMepaunuid (MOJ0KEHUs,
CIIPAaBKH, MMCbMa, KAPTOUKH)

2. Ilpuka3sl AUPEKTOpPa MO KOMILJICKTOBAHHIO W M3MEHEHHIO JTMYHOTO COCTaBa CTYACHTOB.
Konuun

3. [lepenucka ¢ TpaHCIIOPTHO-3KCIEIUTOPCKUMH KOMIIAHUSIMU O TIEPEBO3KE IPY30B

4. ITepenucka ¢ By3amu T. YeOoKkcapbl 00 OTKPHITHH (aKyIbTETOB TOBY30BCKOM MOATOTOBKH

5. Ilepenucka o mepenave 3AaHUN, TOMEIIEHUI B TOCYJapCTBEHHYI0 W MYHHIIMIIAIHHYIO
COOCTBEHHOCTb.

6. IIpuka3sbl TeHEPAIBHOTO JUPEKTOPA MO0 MPOU3BOICTBEHHBIM Bompocam 3a 2012 rox

3)

1. JIokyMeHTbl 00 OTKPBITUM CUETOB U COBEPUICHUHM PACUYETHBIX OIEpaluid (IIOJ0KEHUs,
CHpPaBKH, MHCbMa, KAPTOUYKH)

2. Ilpuka3pl AUpEKTOpa MO KOMILJIEKTOBAHUIO U MU3MEHEHMIO JIMYHOTO COCTaBa CTYAECHTOB.
Konun

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

4. lleno ¢ mepenuckoil 006 OTKpHITHMH (DaKyJIbTETOB JOBY30BCKOW IMOJTOTOBKH C By3aMH,
HaxosamuMucs B T. YeGokcapbl

5. Jleno, copepxailee NEPENNUCKY C Pa3HOPOAHBIMH OPraHU3aLUsSMU O NEpeade 31aHui,
MOMEILEHUI B TOCYJapCTBEHHYIO U MYHUIIUIIAIIbBHYIO COOCTBEHHOCTh

6. Jleno ¢ mpukaszamMM TE€HEPaJIbHOIO JHMPEKTOpa MO MNPOM3BOACTBEHHBIM BOIIPOCaM 3a
ONpEAEIICHHBIN TEPUOL

22. Ipoagonxute npenjoxeHue: «JIOKyMeHTbI, Yyxe BKJIYEHHble B /€10, MOIYT
NMOHAK00NTHCSI pa0OTHUKY OpraHu3anuu. B 3ToM ciiydyae oHM MOryT OBITH BBIHYTHI M3 JeJa
TOJIBKO JIMIIOM, OTBETCTBEHHbIM 3a ¢opMHpoBaHue H XpaHeHue aejg. Ha wux mecro
3aKJIaJAbIBACTCH. . )

1) xkapTa-3amecTUTEIH

2) AUCT-3aBEPUTEIND

3) AUCT-3aMEeCTUTEh
23. KoHkpeTHbIE CPOKHM XPAHEHHS JIOKYMEHTOB YCTAHABJIMBAKTCS C IOMOLIBIO:

1) MHCTpyKIIMU 1O JeIONpPOU3BOCTBY KOHKPETHON OpraHU3aliu

2) IlepeuHs TUIIOBBIX YNPABIEHUYECKUX JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS

3) l'ocymapcTBeHHOM CUCTEMBI JOKYMEHTAITHOHHOTO 00SCTICUCHHSI YITPaBICHUS
24. O0Opamenne IBYX WIM HECKOJBbKHX JHIl B NMMCbMEHHOM BH/e, cOJep:Kallee YacTHbIN
HHTepec, MU o0palleHue, NPUHATOEe HA MUTHHIe, COOPAHUH, MOANMCAHHOE OPraHU3aATOPaAMHU
WK (M) YYACTHUKAMM MUTHHIa UJIH COOpaHus, NMelllee 001ecTBEHHbII XapakTep — 3TO...
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1) KOJIEeKTUBHOE OOpaIcHIe

2) KoJuIeTHAIIbHOE OOpaIieHue

3) uHAMBHUIyAIbHOE OOpaICHIE
25. B kakuX yupesKIeHUsAX co3/1aeTcs o0umuii oraen’?

1) Ha rocyJapCTBEHHBIX IIPEITPUATHIIX

2) B HCTIOJTHUTEIILHBIX OpraHaxX BJIACTH M UCIOJHUTEIBHBIX CTPYKTYPaX MECTHOTO
CaMOYyIIpaBIICHHS

3) B MUHUCTEPCTBAX M BEJJOMCTBaX

Yacter B

3aganue: OrmnucaTh NOPSAAOK TNPOBEACHHS paboOT MO NpUeMy U NEepBHYHON 00paboTke
MOCTYIMUBIINX JOKYMEHTOB.

Yacts C

3ananmne:

CocTaBuTh OOBSICHUTENBHYIO 3aIIUCKY IVIABHOTO Oyxranrepa Buue-npe3nnenty 3A0 «Bera»
0 HeBbIIIaTe 3apaboTHON Tuiatel padotHUKaM 3AO. [IpuunHa B TOM, 4TO pabOTHUK OyXranTepuu
(ykazate ®HIO) HecBoeBpeMEHHO 0(OpMUI HEOOXOUMBbIE TOKYMEHTHI. [locie npuHATHS CPOUHBIX
Mep 3apaboTHas miata Obuta BbliadeHa coTpyaHukam 3AQO. IIpuHSATEI MEpBl MO YCHUIICHUIO
KOHTPOJISA 3a JeSATEIbHOCTbI0 pAOOTHUKOB OyXTraJlTepuu.

BAPUAHT Ne 22
Yacts A
BLITTOJTHATE TECTOBBIE 3aJaHUS.

1. lpeasnoxenne — 3T0:

1) oOpamieHue rpaxgaHHHA, HalpaBIEHHOE HAa COBEPUICHCTBOBaHHWE paOOThI OPraHOB
BJIACTU U YIPABJICHUS, PEIICHHE BAXKHBIX BOIPOCOB HYKOHOMHYECKOH, NOJIUTHYECKON, COLUAIBHO-
KyJIbTYpHOH M JApYrux cdep HUX IesATeIbHOCTH, TAe NPEJIaraloTcsi IMyTH U CIIOCOOBI peleHHs
3aTPOHYTHIX IPOOIEM

2) obpaieHue rpaxJaHUHA 10 MOBOJY pealu3allui MPUHAMISKAIIUX €My JIMYHBIX MpaB U
3aKOHHBIX HHTEpecoB, 3akperuieHHbIX Konctutynueir P®, ¢enepanbHbIMU 3aKOHaMH, He
CBSI3aHHBIX C HAPYIIEHUEM ITHX IIPAB U HHTEPECOB

3) oOpaimieHue TpaxJaHWHA O BOCCTAaHOBJIEHWU €ro MpaB WM 3aKOHHBIX HHTEPECOB,
HApyLICHHbIX JEHCTBUAMU WM O€31eHCTBUSMH OPraHOB TOCYAApPCTBEHHOM BIIACTH U MECTHOTO
CaMOYIpaBJIeHUs, X JOKHOCTHBIMU W BBIOOPHBIMH JIMLIAMHU, PYKOBOJIUTEISIMH OpraHU3alui U
00I11eCTBEHHBIX 00bETMHEHUN
2. Kakue u3 nepeyMcJeHHBIX NOKYMEHTOB 00s13aTeJbHO IEPeJalTCsi HAa PaccMOTpPeHue
PYKOBOAMTEIIO:

1) AOKyMeHTHI, ToTy4eHHbIe U3 aamMuHucTpanuu [Ipesnnenta

2) NOKYMEHTBI, aIpECOBaHHbIE B CTPYKTYpPHBIE MTOApA3AEIECHUS

3) IOKYMEHTBI, COIepIKAITUE TEKYITYI0 HHPOPMAITHIO
3. Korza rpaxxJaHiH X04eT peain30BaTh CBOM KOHCTUTYLIMOHHBIE ITPaBa U CBOOObI, OH MUIIET:
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1) npennoxenue

2) MUCHMO

3) 3asBiIcHUE
4. Kak HyMepyeTcsl JOKYMEHT, CJIOsKEHHbIH MOM0JIaM U MOAIIUTBINA 32 cepeuHy:

1) kak OAMH JTUCT

2) Kak JBa JIUcTa

3) KaKk yeTbIpe JUCTa
5. CucreMaTU3HMPOBAHHBIN TepeYeHb HAMMEHOBAHMH [1eJl, 3aBeJleHHbIX B OpPraHM3aluu, ¢
yYKa3aHUeM CPOKOB HX XpPaHeHUsl, 0()OPMJIEHHBI B YCTAHOBJIEHHOM MOPSAKeE, - ITO:

1) onuck

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKJIaTypa e
6. Kakue 3Tanbl 00padoTKH NPOXOAUT BXOASIIINH JOKYMEHT:

1) mpueM u mepBuyHaAs 00pabOTKa — MPEIBAPUTEIHLHOE PACCMOTPEHHUE — PErucTpanus —
paccMOTpEeHHE PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABJIEHUE B JIE€JI0

2) mpueM U mepBHYHAs o0pabOTKa — MpeIBapUTENbHOE PACCMOTPEHHE — PErucTpanus —
paccMOTpeHHe pyKOBOJUTENIEM — IIepeiaya Ha UCTIONIHEHNE — UCTIOJIHEHUE — KOHTPOJIb UCTIOJIHEHUS
— HampaBJieHUE UCIIOJHEHHOTO IOKYMEHTa B JIeJI0 HIIM OTIIPaBKa

3) cocraBineHHE MPOEKTa — COTJIACOBaHME — O(POPMIICHHE — MOJMUCAHUE — PErHCTpanus —
OTIIpaBKa
7. O0beM T10KYyMEHT0000pOTa — 3TO:

1) ob1ree KOIMUECTBO MOCTYMHUBIIMX B OPTaHU3ALMIO JOKYMEHTOB 32 OMPEICIICHHBIN epro
BpEMEHU

2) of1miee KOJIMYECTBO CO3JIAHHBIX OpraHu3aluel JOKYMEHTOB 3a OMPEENICHHBIN MepHoj
BpEMEHU

3) oOmree KOIMYECTBO BXOMAIINX, UCXOISAIINX U BHYTPEHHHUX TOKYMEHTOB OpraHU3alliu 3a
OIPEIETIEHHBIN NEPUO] BPEMEHU
8. PexkBu3uT «OTMETKA 0 MOCTYNJICHNH JOKYMEHTA B OPraHU3alUI0» BKJOYAET CJIeAyIolme
3J1eMEHThI:

1) HamMeHOBaHWE TOCTYMHUBIIErO JOKYMEHTa, €ro PEerducTPAlMOHHBII HOMEp U BpeMs
MOCTYIJICHUS

2) cokpallleHHO€ HaMEHOBAaHWE OpPTraHU3alMH, TOMYyYUBIIEH TOKYMEHT, BXOISIIUNA HOMED,
JaTy NOCTYIJICHUS

3) HauMEHOBaHHWE OpTraHU3alUM, T[OJYYHUBIIEH JOKYMEHT, PETUCTPALUOHHBIA HOMED
JIOKYMEHTA M J1aTy JOKyMEHTa

9. Kakoii U3 TepMHHOB He peKOMEHYIOT HUCI0JIb30BATH NPH (pOPMYJIMPOBKeE 3ar0JIOBKOB JIeJI:
1) nemo
2) NTOKYMEHTBI
3) pa3Hble MaTepuabl
10. Kakume wu3 mnepeyMcIeHHbIX HU)Ke [JOKYMEHTOB He OTHOCATCA K BXOAALIEMY
JOKYMEHTOIOTOKY:
1) AOKYMEHTBI OT BBIIIECTOSIINX OpraHU3aIHii
2) opraHM3alMOHHbIE JOKYMEHTBI
3) JIOKyMEHTHI OT TI0JIBEIOMCTBEHHBIX OpraHU3aINNA
11. OcHOBHO} NPUHINUI PerUCTPALMM:
1) AByKpaTHOCTH
2) MHOTOKpPaTHOCThb
3) OTHOKPATHOCTH
12. Kakoro u3 npuHUHMNOB ()OPMHPOBAHUS /ie]l He CYLIeCTBYyeT:
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1) BonpocHo-noruuecKkuit

2) cUCTeMaTHYeCKUI

3) andaBuTHBII
13. Kak Ha3bIBaeTcsi CHCTEMA PErucTPaluu, eCJIM JOKYMEHThI PeriCTPUPYIOTCA B MeCTaxX MX
€031aHuA (CTPYKTYPHBIX NOAPA3/IeIeHUsIX):

1) neueHTpann3oBaHHas

2) cMelaHHas

3) neHTpanu3oBaHHAS
14. Jlyis BOCCTaHOBJIEHUS UJTU 3aIIUTHl CBOMX HAPYUIEHHBIX MPaB, CBOOO]1 MU 3aKOHHBIX HHTEPECOB
rpaKAaHUH JOJKEH 0OpaTUTHCSI B COOTBETCTBYIOIINE OPraHbl C:

1) 3asBIICHUEM

2) xkano0oit

3) mpeteH3uei
15. Od¢unuanbHplii JOKYMEHT, He BBIXOASIIMA 32 Tmpeaeabl MOATOTOBHBIICH €ro
OpraHM3anuu, - ITo:

1) BHyTpeHHUI1 TOKYMEHT

2) BXOASIINI TOKYMEHT

3) ucxoasmui JOKYMEHT
16. O0panienue rpasxiaHuHAa, NOCTYNUBIIEE OT OJHOT0 U TOTO Ke JTUIA [0 OTHOMY M TOMY Ke
BOIIPOCY, €CJIM CO BPeMEHHU MOJa4YH MepPBOro odpalieHusi UCTEK CPOK, YCTAHOBJIEHHBIH JJs
paccMOTpeHusi, MU 3asiBUTE/Ib HE YA0BJIE€TBOPEH JaHHBIM €My O0TBETOM, HA3bIBAETCH:

1) BTOpUYHBIM

2) NOBTOPHBIM

3) MOBTOPSAIOIIUMCSI
17. Cpok ucno/iHeHHsI MOCTYNUBIIET0 JOKYMEHTA HCYMCIISIeTCS:

1) B KaJeHAapHBIX THAX C JaThl PACCMOTPEHHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aIlluu

2) B pabouMX JHAX C JIaThl MOCTYIIEHUS JOKYMEHTA B OPraHU3alHIo

3) B KaJeHIapHbBIX JTHAX C JaThl HOCTYIICHUS JOKYMEHTA B OPTaHU3AIIHIO
18. ObecneyeHne CBOEBPEMEHHOr0 M KAaYeCTBEHHOI0 HCIOJHEHUS MOPY4YEeHUIl U peleHus
BOIIPOCOB, NOCTABJICHHBIX B IOKYMEHTe, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCTIOTHEHUE JIOKYMEHTOB

3) KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB

19. HomenkiiaTypa aej, KOTOpasi yCTAHABJIUBAET PUMMEPHbI cOCTaB /e AJIsl OpraHu3aluii,
OHOPOJHBIX N0 XaAPAKTEPY AeSITeTbHOCTH, HO PA3JIMYHBIX 110 CTPYKTYpPe, Ha3bIBACTCS:

1) unauBUAYyaIbHON

2) TUNIOBOM

3) npumepHoi

20. Cry:xe0HBIC JOKYMEHTBI — 3TO:

1) MOKYMEHTBI, 3aTparuBalIIMe HWHTEPECHl OINPENEJICHHOTO JIMIA W COCTaBJICHHBIC B
MPOU3BOJIBHON (hopMme

2) NOKYMEHTHI, COCTaBJICHHbIC FOPUAMYECKIMHA U (PU3HMUECKUMHU JIUIIAMHA U OPOPMIICHHBIE B
YCTAHOBJICHHOM IOPSIKE

3) TOKYMEHTBHI, CoIeprKaIIne 00s3aTeNIbHbIC K UCTIOTHEHUIO YKa3aHUS
21. YkaxuTe BapMaHT NHCbMA, B KOTOPOM NPAaBHJIbHO PACCTABJIEHBI CIy’KeOHbIe 0TMETKH

1)3akpeiTOC aKIIMOHEPHOE OOIIECTBO «AJIMa3) Hupekropy 3A0 «Crapt»

154



(BAO «Anmasy) B.A. MakcumoBy

V. Jlecuas, 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
23.09.2020 Ne 234/03-11
OO0 yuactuu B KOHPEPECHIINH
[Tpocum pa3pemuTh Halield OpraHU3allui MPUHATh Y4acTHEe B KOH(EpEeHIINH, TOCBAIICHHON

BOIIPOCAM COKpAIICHUs JTOKyMEHT000opoTa, koTopas coctoutcs 20.12.2010.
B cityuae moyioxuTeIbHOTO 0TBETA, TPOCUM COOOIIUTH YCIOBHS YUaCTHS B KOH(PEPEHIIHH.

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

IHCbMa-0TBeTa 00 YCIIOBHAX
y4acTus B KOH(pEepEHIINN

k 27.09.2010
25.09.2010
B nemo Ne 02-01
27.09.2010
2)
3aKphITOE aKIIMOHEPHOE OOMIECTBO «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
23.09.2021 Ne 234/03-11 [1.0. Opemikuna
45-67-68

006 yuacTuu B KOH(pEepeHIUU

[TpocuMm pa3pemuTh Halleld OpraHu3aluy MPUHIATH ydacThe B KOH(PEPEHINH, MOCBALIICHHON
BOIPOCaM COKpalleHHs JOKyMeHToo0opoTa, koTopas cocroutes 20.12.2010.

B ciydae nonoXuTensHOro 0TBeTa, MPOCUM COOOIIUTD YCIOBHS Y4acTUs B KOH(EPEHIIUH.

I'enepanbHbBIN IUPEKTOP M.K. IletpoB

3A0 «Crapt»
Bx. Ne 231
25.09.2010
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CemenoBoii B.U.
[ToAroTOBUTH MPOEKT

IIChMa-0TBETa 00 YCIOBHSAX
y4JacTus B KOH(pEepeHIUN

K 27.09.2010
25.09.2010
3)
3aKphITOE aKIIMOHEPHOE OOIIECTBO «AMasy Hupektopy 3A0 «CrapTt»
(BAO «Anmaszy) B.A. MakcumoBy
V. Jlecuas, 1. 45, ka6. 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(pEepeHIIUN

k 27.09.2010

25.09.2010

23.09.2022 Ne 234/03-11

006 yuacTuu B KOH(pepeHIUN

[Tpocum pa3pemmTh Hamleld OpraHu3aluyd NPUHATH y4acTHe B KOH(epeHINH, MOCBAIIEHHON
BOIIPOCAM COKPAIIIEHUS IOKYMEHTO000poTa, KoTopas coctoutcs 20.12.2010.

B ciyuae nonoxuTesbHOro 0TBETa, MPOCUM COOOIIUTh YCIOBHS YUacTHsI B KOH(EPEHIHH.

I'enepanbHbBIN IUPEKTOP M.K. IletpoB

I1.0. Opemkuna

45-67-68
B nemo Ne 02-01 3A0 «Crapt»
27.09.2010 Bx. Ne 231
25.09.2010

22. IIponoJkute npenioxkenue: «Ilocie 3aBepiieHus: AeJ10NPON3BOACTBEHHOI0 I0/ia Bbla4a
OTACJbHBIX NOKYMEHTOB M3 JAena He jaonyckaercs. Ilpm Heo0XxoaumocTH BO BpeMeHHOe
NMoJb30BaHUE MOKeT ObITH BBIJAHO [Jej0 neankoM. Ha Mecte BbIJaHHOrO JeJa
NOMeNIAeTCH. .. »:

1) nuct-3amMecTuTeNh

2) 3aBepeHHas KOMHs

3) KapTa-3aMeCTHTEIb
23. PacnopsiguTe/ibHBbIC NOKYMEHTBHI (IIPHKa3bl, PacCIOpPsi;KeHUs] W JpP.) PacHoyaralorcs B
aese:

1) B mocnenoBaTenbHOCTH, OTPAXKAKOUIEH X0 PACCMOTPEHUS BOIIpOCca
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2) 10 XpOHOJIOTHH U MOPSIAKY HOMEPOB
3) B andaBUTHOM MOPSAKE
24. TlpaBuja, B COOTBETCTBHM ¢ KOTOPHIMH NPOUCXOAUT [BH:KEHHE OKYMEHTOB B
yUpesKJIeHHH — ITO...
1) opranuzarus 1e10MpPOU3BOACTBA
2) opraHu3anus JOKyMEHTAalHOHHOTO 00ecIeYeHUsI
3) opranuzanus 10KyMeHTO000poTa
25. C yero HayMHAaeTCs MCIOJIHEHHE JOKYMeHTa?
1) co c6opa uHpOpMAIHH 10 BOTIPOCY
2) ¢ coBelaHus B KaOMHETE y PYKOBOJUTENS
3) c uzgaHus npukasza 00 UCTIOTHEHUH TOKYMEHTa

Yactr B
3aganue: Onucarh NOPsI0K 0POPMIICHUS PACTIOPATUTENBHBIX JOKYMEHTOB. .

Yacrts C
3aganue:

CocraButh cmpaBky 3A0 «Becra» o 3apaboTHOH TMare W 3aHHUMAeMON OMKHOCTH
HavyasibHUKA ciyx0b1 JIOY mnsa npencraBnenuss B Hanoroyro uHcnekiuio MOCKOBCKOTo paioHa
r.Uebokcapsl. Henocraromnue qaHHble yka3aTh CAMOCTOSITETBHO.

BAPUAHT Ne 23

Yacts A
BBIHOJIHHTB TECTOBBIC 3aJaHUA.

1. Kak Hymepyercs jquct j1000ro popmarta, NOAMMTHIH 32 OMH KPaid, 1a’ke eCJIU OH CJI0KeH:

1) KaKk OMH JTUCT

2) KaK J1Ba JHCTa

3) KaK TpH JIUCTa
2. Perucrpanus — 3rto:

1) npucBoeHue 1OKyMeHTY H(POBOTro Uiu OyKBEHHO-IIM(PPOBOro 0603HAUEHUS

2) 3anuch nHGOPMALIMU Ha Pa3IMYHbIX HOCUTENSAX 10 YCTAHOBJICHHBIM IIPAaBHIIaM

3) 3amuch y4eTHBIX JAHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOH (hopMme, GpUKCHpyOLEe dakT
€ro CO3/1aHHus, OTIIPABKU WJIH MOTYYECHHUS
3. Eciu rpaklaHuH X04eT BBICKA3aTh CBOM PEKOMEHIALINH 110 YIYULIEHUIO AEATEIbHOCTU
rocyapcTBa, TO OH JOJKEH COCTaBUTh:

1) sxanoby

2) mpeioxKeHue

3) cinyxeOHyI0 3aIucKy
4. Kak Ha3bIBaeTcsi CTPYKTypHoe mnojapasjaeieHue ciay:xobl JIOY, koropoe ocyiecTBisieT
padoTy ¢ 00palleHUsIMHU TPAKIAH:

1) oTmen xano6 M MpeII0KeHUH

2) oTz1eN 110 KOHTPOJIIO 33 UCIIOJIHEHUEM IOKYMEHTOB

3) skcmeuIHst
5. HomeHK/I1aTypa Aej1, KOTOpas cOCTaBJsAeTcs AJIsA OpraHu3auuii, OAHOPOIHBIX M0 XapaKTepy
AeATeJJbHOCTH M CTPYKTYpe, YCTAHABJIMBAET /JJsl HUX THIOBOW cOCTaB [eJl, eIMHYIO
HH/ICKCALMIO ITHX /eI, - HA3bIBaeTCs:

1) npumepHoii

2) TUTIOBOM
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3) UHAUBUIYATBHOM
6. ApXMBHBIII CHPABOYHHUK, COJAEP:KAIIUIA CHUCTEeMATH3MPOBAHHBIN TMepeYeHb eIMHUIL
XpaHeHus (1eJ), - ITO:

1) HoMeHKI1aTypa e

2) onuck aen

3) BHYTpPEHHSIS ONUCH JOKYMEHTOB Jieja
7. JoKyMeHTa CYUTAeTCs HCIIOJTHEHHBIM, eCJIN:

1) KOppeCOHIEHTY AaH OTBET

2) TOKYMEHT UCIIOJIHEH B HA3HAYEHHBIN CPOK

3) mocraBieHHbBIE B JOKYMEHTE BOIIPOCHI PEIICHBI 110 CYHIECTBY, KOPPECHIOHIEHTY AaH OTBET
8. HomenkaTypa /1es1 cocTaB/IsieTcsi €O CJIeAyIouieil NepHoANYHOCTHI0

1) onuH pa3 B Tpu rojaa

2) ¢ IepUOANYHOCTBIO, YCTAaHABIMBAEMOW OpraHu3alueil

3) eXeroaHo
9. O0paueHnne rpaxiaHnHa, MoJAaBaeMoe B MUCbMeHHOH (opme ¢ mpocb00ii 0 NPU3HAHMH 32
HHUM OIIpe/IeIeHHOr0 CTaTyca, NpaB, rApaHTHil U JBIOT ¢ MPeJ0CTABIEHNEM JOKYMEHTOB, UX
NOATBEPKAAIOIIHUX, - ITO:

1) 3asBneHUE

2) xoaTaiicTBO

3) xayoba
10. TosmmmHa KaXKI0r0 Ae/1a He JOJKHA NPeBbIIIAThH:

1) 50-60 mm

2) 20-30 mm

3) 30-40 mm
11. JokymMeHTO00OPOT — 3TO:

1) KOJIMYECTBO JIOKYMEHTOB, IIOCTYNHMBIIMX B OpraHU3allMl0 M CO3JaHHBIX €10 32
ONpEAEIICHHBIN TEPUO

2) ABWXKEHHE JOKYMEHTOB B OpraHM3allMM C MOMEHTAa UX CO3JaHUs WIM THOJY4YEeHHUs 10
3aBepUICHUS UCTIOJIHEHUS WM OTIPaBICHUS

3) opranusanus paboThl ¢ JOKYMEHTaAMH B YUPEXACHUU
12. Kak Ha3bIBaeTcsi CTPYKTYpHOe MoJpa3jeieHHe, KOTOpoe pemaer MpodJieMbl
JOKYMEHTAIHOHHOI0 00ecreYeHHsl YIPaBJICHUS B OPraHU3AMM:

1) cayx6a IOY

2) Oyxrantepus

3) oTaen KaapoB
13. 7Kanoba — 3To:

1) oOpamieHue rpax/iaHruHa, HAlIPaBJIEHHOE HA COBEPILIEHCTBOBAaHHE pabOTHI OPraHOB BIACTH
U YIpaBIECHMS, PELICHHE BaXKHBIX BOINPOCOB HSKOHOMMUYECKOH, IOJUTHYECKON, COLMAIBHO-
KYJIbTYPHOH M JpYrux cdep UX NeSATeNbHOCTH, TJle MpeJlaratoTcsl MyTH M CIOCOOBI pelleHUs
3aTPOHYTHIX MPOOIEM

2) oOpaieHue rpakJaHHA MO MOBOJY peajlu3aluy MPUHAAIEKAIUX €My JMYHBIX MpaB U
3aKOHHBIX MHTEpEecOB, 3akpemieHHbIX KoHctutynueit P®, denepanbHbIMH 3aKOHaMH, He
CBSI3aHHBIX C HAPYIICHWEM ITHX IIPaB U HHTEPECOB

3) oOpamieHue rpaxJaHuHa O BOCCTAHOBJIEHHMH €ro MpaB WJIM 3aKOHHBIX WHTEPECOB,
HapYIICHHbIX AEUCTBUSIMHM WIM O€3AeMCTBUSIMH OpPraHOB T'OCYJApCTBEHHON BIIACTM U MECTHOI'O
CaMOYyTIpaBJIeHUs], UX JTODKHOCTHBIMU M BBIOOPHBIMH JIMIIAMHU, PYKOBOJAUTENISIMU OpPTraHU3alMi U
OOIIECTBEHHBIX 00bETUHEHHI
14. Kak Ha3pIBaeTCsi CMCTeMa PerucTPAlMH, eCJIM 0IHA YaCcTh JOKYMEHTOB PerucTpupyercst B
ciayx0e JIOY, a npyrast 4acTb — B CTPYKTYPHBIX OAPA3AeTCHUX:

1) uenTpanu3oBaHHas
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2) cMelaHHas
3) neueHTpanu3oBaHHas
15. lokyMeHT, IOCTYNMBIIHIL B yYpe:KIeHHe, - ITO:
1) ucxomsimuii TOKYMEHT
2) BXOASIINI TOKYMEHT
3) BHYTpeHHUH JOKYMEHT
16. Ilpu ¢popMHpPOBAaHNH HMCIOJTHEHHBIX JOKYMEHTOB B /ie/1a B OPraHHM3alUsIX HA O0JI0XKKY
KaK/10T0 J1e/1a BBIHOCATCS cJleyIoIue CBeleHus
1) HauMeHOBaHME OpraHU3allMM — HMHJAEKC Jejia — 3aroJIoOBOK Jiefla — jJaTa Jella — CPOK
XPaHEHMs U CTaThs 110 MEPEUHIO - IPUMEYaHue
2) HaMMEHOBAHME OpPraHM3allMM - MHJEKC JieJa — 3aroJIoBOK Jejla — Jara Jeja — CpPOoK
XpaHEeHMs 10 EPEYHIO — ApXUBHBIN MM (P
3) HaMMEHOBaHUE OpPraHM3alMM — HAUMEHOBAHUE CTPYKTYPHOI'O MOJPA3/AEICHUS — HUHIECKC
Jieqia — 3aroJIOBOK JeJla — CPOK XPAaHEHUs 110 NEPEYHI0
17. MakcuMaJIbHbIH CPOK UCIIOJTHEHUS] 00pPallleHNH IPaKIaH COCTABJISET:
1) 70 nuew
2) 60 nuent
3) 40 nuent
18. HomenkiaTypa es1 opranu3anmm:
1) siBisieTcst 00s13aTENIbHBIM JJOKYMEHTOM TOJIBKO JIJIsl TOCYJaPCTBEHHBIX OpraHU3aluii
2) pa3pabaTbIBaeTCs 10 YCMOTPEHHUIO OPraHU3aluU
3) sBisieTcst 00s3aTeNbHBIM JOKYMEHTOM ISl BCEX OpraHu3anui
19. YUto M3 nepevncaIeHHOT0 He MOXKeT CJIYKUTh Ha3BaHUSIMHU Pa3/ieI0OB B HOMEHKJIAType /ieJ1:
1) HaMMEeHOBaHUS CTPYKTYPHBIX M0/Ipa3AeIeHUI
2) HanpaBJIEHUS AEATEIbHOCTH OpraHU3aI|U
3) HauMEeHOBaHUs OpraHu3alui
20. OmnpenesieHne MOJTUTHYECKOH, IKOHOMHYECKOI, COUMAIBLHO-KYJIbTYPHOH, NMPaKTHYeCKOI
HeHHOCTH JOKYMEHTOB /Il MOCJIeYIOIero uX XpaHeHusl U HCIO0JIb30BaHus WIH 1JIs1 0TOOpa
HA YHHYTOKEHHeE, - ITO:
1) akcriepTH3a AesITeIbHOCTH OPraHnu3aluu
2) sKcepTHU3a EHHOCTH IOKYMEHTOB
3) sKcnepTr3a JOKYMEHTAI[MOHHOMN 1eATeIbHOCTH
21. YkaxxuTe BApUAHT, B KOTOPOM NMPABUJIbHO C(PopMY/JIMPOBAHBI 3ar0JIOBKH JIeJ]:
1)
1. IIporokoibl 3acenanuii negaroruyeckoro coseta 3a 2012/2013 yueOHblit roa
2. [Tnansl paboT CTPYKTYpPHBIX Nofpazaenenuit Ha 2013 rox
3. JIOKyMEeHThI, MOATOTOBJIEHHBIE MO 33JaHMI0 OPTaHOB T'OCYIAPCTBEHHOI'O YIPABICHUS
(cripaBKH, 0030pbI, aHHOTAIMH U JIP.)
4. JIOKyMeHTBI, MpeACTaBlsIieMble B CyIeOHbIE U CIEICTBEHHBbIE OpPraHbl 10 YrOJOBHBIM U
IpaKAAHCKUM JienaM (aKThl, JTOKJIAIHbIE 3alIMCKH, CIIPABKHU, XapaKTEPUCTUKH)
5. Homenxkmarypa aen va 2013 rox
6. Ilnan paGotsl kosemka Ha 2012/2013 yuebnsblii rof.
7. Otuet o padote koyiemka 3a 2012/2013 yueOHbIH roja
2)
1. JlokyMeHTBI, NpeAcTaBisieMble B CyJeOHbIE U CIEICTBEHHbIE OPTaHbl M0 YTOJIOBHBIM U
IpaXAAHCKUM JienaM (aKThl, JTOKJIAaIHbIE 3alIMCKH, CIIPABKHU, XapaKTEPUCTUKH)
2 Homenknatypa aen Ha 2013 rog
3. Ilnan paGotsl kosemka Ha 2012/2013 yuebnslii rof.
4. Otuer o pabote komnemka 3a 2012/2013 yueGHBbIH Tox
5. Jlemo ¢ mpOTOKOJIaMH 3aCeAaHMi MeJarornuyeckoro coBeTa 3a yu4eOHbIH IO

159



6. Jleno ¢ ruranamu paboT CTPYKTYPHBIX MOJIpa3ieIeHuit
7. Jleno ¢ QOKyMeHTaMu, IMOATOTOBJICHHBIMU [0 33/IaHHUI0 OPraHOB TOCYJAapCTBEHHOTO
yIpaBiIEHUs, K KOTOPBIM OTHOCSITCS CIIPAaBKU, 0030pbl, aHHOTALIMHU U JIp.
3)
1. leno ¢ mpoTOKOIaMH 3acelaHuil MeAarornuecKoro CoBeTa 3a y4eOHbIi ro1
2. Jleno ¢ mnanaMu paboT CTPYKTYPHBIX MOAPA3ACICHUMA
3. Jleno ¢ JOKyMeHTaMH, IOATOTOBJICHHBIMU [0 3a/IaHHI0 OpPraHOB T'OCYJAapCTBEHHOI'O
yIpaBiIeHUs, K KOTOPHIM OTHOCSITCS CIIPaBKU, 0030pbl, aHHOTAIIUH U JIP.
4. AXTBI, TOKJIaJHBIE 3aMUCKU, CIIPABKHU, XapaKTEPUCTUKH, TPEACTaBIsIEMbIe B CyJcOHbIC U
CJIEICTBEHHBIEC OPTaHbI M0 YTOJIOBHBIM U T'PaXIaHCKHUM JIeJIaM
5. deno ¢ HoMeHKIaTypo# Aen 3a ssuBapb 2013 rona
6. [leno ¢ mianoM paboTHI KOJUIEKa
7. lemo ¢ oTueToM 0 paboTe KOoJUIemKa
22. BecraBbTe npomnyiieHHble ¢10Ba: «B KoHIle roga B HOMeHKJIAType /ieJ 3anoJHsAercs ...0
KATeropusxX U KOJMYecTBe 3aBe/IeHHbIX H BKJIIOYEHHBIX B HOMEHKJIATYPY J1eJD):
1) 3aBepuTeNbHAS HAAMKCH
2) uTorosas 3aluCh
3) BHYTpPEHHSIS OIUCH
23. O0pauenus rpa’xaaH pacmnoaraloTcs B aejaax:
1) B HyMepaIMoOHHOM MOPSAKE
2) B anaBUTHOM HOPSJIKE
3) B BOMPOCHO-JIOTMYECKO MOCIEeI0BATEIbHOCTH
24. Kakoii rpynmnsl JOKYMEHTOB He CylLeCTBYeT NOocJjie UX NMpeJIBaAPUTeIbHOr0 PpacCMOTPEeHHs
COTPYAHHUKOM cay:xk0b1 IOY:
1) TOKyMEHTBI, TTOJICKAIITUE PETUCTPAIIUN
2) TOKyMEHTHI, HallpaBJIsieMble HA PACCMOTPEHNUE PYKOBOAUTEIIO
3) AOKyMEHTHI, HampaBisieMble Ha KOHTPOJIb
4) NOKyMEHTBI, He MO UIekKaIle PETUCTPALIIH
25. Koraa npoucxoamT cHSITHE IOKYMEHTA ¢ KOHTPOJisi?
1) B KOHIIE KaJIEHAApHOTO rojia
2) TOJIBLKO TOCTIE MOJTHOTO UCTIOTHEHUS! IOKYMEHTa
3) 1O peleHuto UCTIOIHUTENSA

Yacts B
3aganue: Onucath NOPsIOK 0POPMIICHUS KOMUI TOKYMEHTOB. .
Yacts C

3amanmue:
CocTaBUTh NPHKa3 MO CIECTYIONUM JaHHBIM.

B nensx peanuzanuu ¢dapMarieBTUYECKOH NPOXYKIMHU TepMaHcKoil ¢upmbr «llepuHr»
reHepasibHbId  AupekTop 3A0 «®Dapma» UYepnoB K.M. msman mpuxaz 00 apeHAe CKIIaICKUX
noMerieHuil. B pacnopsiutensHON 4acTH aHbl 3aJjaHus: - (PMHAHCOBBIM AMPEKTOpaM (puianasos,
Haxozsmuxcs B [lepmu, [lenze nu Yebokcapax, npeacTaBUTh (PUHAHCOBYIO OTYETHOCTH IO apeH]ie
ckiaackux nomermenuit o 22.09.2011; - otnenam mapkeTHHra (UpM OpraHHU30BaTh PEKIAMHYIO
komnanuto yepe3 CMU aisg MeTUIMHCKUX U (papMalleBTUYECKUX OPTaHU3alUii; - OTBETCTBEHHOCTh
3a MOCTABKY, XpPAaHEHUE MU DPEATU3ALHUI0 IPENapaToB BO3JOKUTh HA KOMMEPUYECKOTO IHUPEKTOpa
JIsmkuna FO.T'.
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K mpukasy npunoxkeHa HOMEHKJIATypa MpejjiaraéMblx MpenaparoB, BKIIOYAKOIIAsl TOPrOBOE
HaMMEHOBaHKE, POPMY BBIITYCKA H IICHY.

[Tpoekt mpuka3za ObUT coryacoBaH ¢ (hapMaleBTHYECKUM  YIpaBJIeHHEM MHHHCTEPCTBA
3paBOOXPAaHEHUS U colMaibHOro pazsutus Poccuiickoit deneparum.

BAPUAHT Ne 24

Yacth A
BrIIoTHUTE TECTOBEIE 3aaHUS.

1. 3asiBIeHUeE — 3TO:

1) oOpamieHue rpaxiaHiHa, HAaIIPaBJIEHHOE HA COBEPILLIEHCTBOBAHUE pabOTHI OPraHOB BIACTH
U VYIOpaBJICHHs, PEIICHHE BAXKHBIX BOIMPOCOB HSKOHOMHYECKOH, MOJUTHUYECKOHM, COLUAIbHO-
KyJbTYpHOH M ApPYrux cdep HUX NeSATETBHOCTH, TIE MPEUIararoTcs IMyTH M CHOCOOBI PEHICHUs
3aTPOHYTHIX MPOOIEM

2) oOpareHue rpakJaHuHa MO MOBOJY peaM3alluyd MPUHAIICKAININX €My JTUYHBIX PaB U
3aKOHHBIX HHTEpEcoB, 3akperuieHHbIX Koncrutynueir P®, denepanbHbIMU 3aKOHAMU, HE
CBSI3aHHBIX C HAPYIICHUEM JTUX IIPAaB U HHTEPECOB

3) oOpaiieHue TpakJaHWHA O BOCCTAaHOBIEHWU €ro MpaB WM 3aKOHHBIX HHTEPECOB,
HApYIICHHBIX JNEHCTBUSAMU WM O€3CHCTBHSMH OPraHOB TOCYAapCTBEHHOW BIIACTH U MECTHOTO
CaMOYIpaBlIeHUs, UX JOHKHOCTHBIMU W BBIOOPHBIMH JIMLIAMHU, PYKOBOJIUTEISIMH OpPraHU3alUNd U
OOLIECTBEHHBIX 00bETUHEHUM
2. Kakoii 3Tan mpoxoAuT JOKYMEHT I0cJ/Ie PHeMa U MePBUYHOH 00padoTKH:

1) paccmMoTpeHne pyKOBOAUTEIIEM

2) npeABapUTEIbLHOE PACCMOTPEHHUE U pacupezeneHre paboTHUKOM ciryx0bl IOY

3) ucnoHeHUE
3. 'pynnupoBKa HCIOJHEHHBIX IOKYMEHTOB B /1eJI0 B COOTBETCTBMU ¢ HOMEHKJIATYPO# e U
cHUCTEMATH3alUsl T0OKYMEHTOB BHYTPH JeJ1a — 3TO:

1) dopmupoBanue nen

2) oopmiieHHe e

3) pacrmipeneneHue aet
4. YT0 13 MepevrcJeHHOr0 He BKJIIYAETCSl B HOMEHKJIATYPY JeJ1:

1) TOKyMEeHTBI, CO3/JaHHbIE B CAaMOI OpraHu3aluu

2) nepexonduye nena

3) neuatHble U3AAHHS
5. /IBuikeHUe JAOKYMEHTOB B OPraHM3allMd ¢ MOMEHTA HX CO3JaHUS WM MOJYy4YeHHs [0
3aBeplIeHUs UCTIOJTHEHHS HJIM OTIPaBJIEHHUs — 3TO:

1) AOKyMeHTHpOBaHUE

2) NOKYMEHTOBEJIEHNE

3) DOKyMEHTOOOOpOT

6. IlpeaBapuTebHOE pACCMOTPEHHE NMOCTYNUBIIEr0 IOKYMEHTA MPOBOAUTCS:

1) pykoBoauTenem

2) HavaIbHUKOM ci1yx0b1 JIOY

3) pabotHukom ciyx061 JIOY
7. HomeHnk1aTypa el BKJIKYAET cieayromue rpagoi:

1) mHIEKC Nena — 3aroJIOBOK JIeNia — aBTOP — KOJIMYECTBO €IUHHIL XPAaHEHHS — CPOK XPaHEHHS
- IpUMEeYaHue

2) WHIEKC Jena — 3arojOBOK Jella — KOJHMYECTBO EAWHUIl XpaHEHHs — CPOK XpaHEHHS -
pUMeYaHUs
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3) 3aroJ0BOK Jie/1a — KOJIMYECTBO €AMHULL XPaHEHUS — CPOK XPaHEHHUS
8. Ouenka, HACKOJBbKO NMPABHJIBLHO, YAAYHO W IOJHO pelleH BONPOC, MOCTABJEHHbIH B
JAOKYMEHTe, - 3TO:

1) KOHTPOJIb 32 CPOKAMH UCIIOJTHEHUS

2) KOHTPOJIb 110 CYIIECTBY

3) TeKyIui KOHTPOJIb
9. Oopamenne, B KoTopoM He yka3anbl ®UO, aapec W JUYHAA NOANKMCH TIPAKIAHUHA,
CYHMTaeTcH:

1) aHOHUMHBIM

2) KOJUIEKTUBHBIM

3) NUCbMEHHBIM
10. Cx0J1bKO JTUCTOB J0JIZKHO BKJIIOYATH 0{HO ¢(hOpMUPOBAHHOE /1€J10:

1) npumepno 200 sucroB

2) npumepHo 300 aucToB

3) mpumepno 250 aucToB
11. [desia mMOCTOSIHHOTO CPOKAa XpaHeHHWs] U BPeMEHHOro cpoka (0osee 10 Jier) XpaHeHus
NO/IeKAT:

1) nonmHOMY OpOpMIIEHHUIO

2) ynpomieHHOMY 0(hOpMIICHUIO

3) JOMOTHUTENHHOMY O(OPMIICHHUIO
12. ToxymeHTHI (OPMHUPYIOTCA B IeTia B COOTBETCTBHU C:

1) MHCTpYKLMEH 110 eI0NPOU3BOICTRY;

2) HOMEHKJIATypOHl J1e;

3) nonoxxeHueM 00 YUpEKICHHH.
13. K BugamM cpOKOBOI0 KOHTPOJISI OTHOCATCS:

1) Tekymui, npeaynpeauTeNbHbIA, HTOTOBBIN

2) KOHTPOJIb 10 CYIIECTBY, TEKYIIHIl, UTOTOBBIH

3) Tekymuii, BHYTpEHHHH, UTOTOBBIN
14. OGpamenune IBYX MJIM HECKOJIbKHX JIMII B NMHCbMEHHOM BHJe, cOJepiKallee YacTHBIN
HHTepec, 1100 odpalieHue, NPUHATOe HA MUTHHIE, COOPaHUH, IOANHCAHHOE OPTraHU3aTOpPaMH
WM YYACTHUKAMHU MUTHHIA UJIH cOOpaHMs, MMelollee 001ecTBeHHbIH XapakTep, - 3TO:

1) meturms

2) nuceMeHHOe oOpalieHue

3) KOJIJIEKTUBHOE OOpalieHne
15. B cayuae, korna B pekBusute «Pe3osouus» nopydyeHue gaercsi AByM MJIH HECKOJIbKHM
JIMIAM, OTBETCTBEHHBIM MCIIOJTHHUTEJIEM SIBJIACTCH:

1) nuuo, yka3aHHOE B IOPYYEHUH MEPBHIM

2) Bce yKa3aHHBIE B IOPYUYEHUH JIUIIA

3) 11110, YKa3aHHOE B CIIMCKE MOCIETHUM
16. IloaroroBka ge/1 K XpaHEHHUIO B COOTBETCTBHH C YCTAHOBJICHHBIMH NPABWJIAMH — 3TO:

1) dbopmupoBanue aen

2) opopmienue nen

3) XpaHeHue e
17. Perncrpanuu moajexar ciaeayounme J10KyMeHThbI:

1) Bce TOKyMEHTHI

2) TONBKO BXOJAIINE

3) TOJIBKO UCXOASIIUE U BHYTPEHHUE
18. ®anbueBanue JOKYMEHTOB — 3TO:

1) B3BemIMBaHNE JOKYMEHTOB

2) 3aKJieMBaHNE KOHBEPTOB
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3) ckiaznpIBaHUE TOKYMEHTOB U BJIOXKEHHUE UX B KOHBEPTHI
19. HomeHkJaTypa e J0J15KHA BKJIKYATH CJIeyIole PeKBU3UTHI:

1) HauMeHOBaHME OpPraHM3allMd — HAaUMEHOBAHHWE JOKYMEHTa — JaTa — PErUCTPallMOHHbBIN
HOMEpP — MECTO COCTAaBJIEHUs — 3aroJIOBOK K TEKCTY — TEKCT — IOAINUCh — I'pU( YTBEPKACHUS -
rpu¢ coriacoBaHUs

2) HanMMCHOBAaHUC OpraHvu3aiiiyd — HaWMMCHOBAHWC BHJA JOKYMCHTAa — [JaTa -
peI‘I/ICTpaHI/IOHHHﬁ HOMCP — MECTO COCTABJICHUSA — 3ar0JIOBOK K TCKCTY - TCKCT — NOANKNCH
3) HanMMCHOBAaHUC OpraHu3aigiyd — HaWMMCHOBAHWC BHJA JOKYMCHTAa — [JaTa -

PETUCTPAIIMOHHBI HOMEP — MECTO COCTaBJICHHS — 3arojIOBOK K TEKCTy - TEKCT — IOJAIMUCH —
ajpecar
20. Kakue u3 mnepevyucJeHHBIX HHUKe JOKYMEHTOB He OTHOCATCS K BHYTPeHHeEMY
JIOKYMEHTOIIOTOKY:

1) pacriopsiuTeNbHbBIE TOKYMEHTHI

2) cnyxeOHble MUchMa

3) opranu3alMoOHHbIC JOKYMEHTHI
21. YkaxxnuTe NpaBU/IbHbII BADHAHT PACIIOJIOKEHHUS 3ar0JIOBKOB /1]l B HOMEHKJIaType JeJ1:

1)

[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBILIECTOSIIEH OpraHu3aliu, IPUCIaHHbIE Ul CBEACHUS
Y PYKOBO/JICTBA

I'ogoBoit otueT 0 pabore opraHu3auuu

IIpukasbl IO OCHOBHOM IEATEIBHOCTH

VYupeautenbHble JOKYMEHTHI (IIOCTAHOBJIEHUE U CBUAETEILCTBO O PErHCTPALH, YCTaB)

JIOKyMEHTBl 1O aTTecTallud pabOTHHUKOB (ATTECTAllMOHHBIE JIUCTBI, HMPOTOKOJIbI, KOIHHU
IPUKA30B)

WHcTpyKumu o mpaBax U 0053aHHOCTAX JOKHOCTHBIX JIHIL

[IpoTokoiibl coOpaHuil TPy10BOrO KOJUIEKTHBA

KBapTanbHble maHsl paboTh

3axonbl Poccuiickoit @enepaunu n Yysamickoit Peciyonuku

Ilepenncka ¢ NpeAnpuATHAMU M OPraHU3ALUAMU 110 AJAMHUHUCTPATHUBHO-XO3SIMCTBEHHBIM
BOITPOCAM

["omoBoi M1aH paboThl OpraHU3aALNH

[Tepenucka ¢ BhIIECTOSIEN OPTaHU3AMEN TTO0 BOITPOCAM OCHOBHOM JI€SITEIBHOCTH

2)

3akonsl Poccuiickoii @eneparnun u Yysamickoit PecryOmuku

[Ipuka3spl, MHCTPYKIIMH, YKA3aHUS BBIIIECTOSIIEH OpraHU3aluy, IPUCIAHHBIC I CBEICHUS
U PYKOBOJICTBA

VYupeautenbHble JOKYMEHTHI (IOCTAaHOBJIEHHUE U CBUAETEIBCTBO O PErHCTpaIliH, YCTaB)

WHcTpykuuu o mpaBax U 0053aHHOCTSX JOKHOCTHBIX JIHIL

[Tpukaspl MO OCHOBHOM JIEATEIHLHOCTH

I"o0BoOI T1aH PabOTHI OPraHU3ANH

KBapranbHble m1aHbl padoThI

I'onoBoii oTyer o0 paboTe opraHu3au

[TpoTokoibl coOpaHuii TPyAOBOTO KOJIJIEKTHBA

IIepenucka ¢ BBIIECTOSIIEH OPraHU3aLUE 110 BOIIPOCAaM OCHOBHOMU JIE€ATEIbHOCTH

[lepenucka ¢ mpeanpusATHIMH U OPraHU3ALUAMHM MO aJIMHUHHCTPATUBHO-XO35MCTBEHHBIM
BOIIPOCAM

JIOKyMEeHTBl 1O aTTecTallud PaOOTHUKOB (aTTECTALIMOHHBIE JIUCTBI, MPOTOKOJBI, KOMHU
IIPUKA30B)
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3)
IIpoTokonbl coOpaHuii TPyI0OBOrO KOJUIEKTHBA
KBapTanpHble muansl paboThI
3akonbl Poccuiickoit @enepanuu n Yysanickon PecryOonmku
[lepenucka ¢ nmpeAnpusATHSAMU M OPraHU3aLUSIMU 10 aJAMHUHUCTPATUBHO-XO3SMCTBEHHBIM
BOIIpOCaM
["omoBoI T1aH PabOTHI OPraHU3AINH
Ilepenucka ¢ BellIeCTOSIIIEH OpraHU3alyeil o BOIIpocaM OCHOBHOMW A€ATeNbHOCTH
[Ipukasbl, MHCTPYKIIMH, YKa3aHUS BBILIECTOSIIEH OpraHU3aluy, IPUCIIAHHbIE AJIs CBEICHUS
U pyKOBOJICTBA
I'ogoBoii otueT 0 pabote opraHu3auu
ITpuka3sl IO OCHOBHOM I€STEIBHOCTH
VYupeaurenbHble JOKYMEHTHI (IIOCTAaHOBJIEHHUE U CBUAETEILCTBO O PErHCTPALM, YCTaB)
JIOKyMEHTBl 1O aTTecTalld pabOTHUKOB (ATTECTAL[MOHHBIE JIUCTBI, IPOTOKOJIbI, KOIHHU
IIPUKA30B)
WHcTpykuuu o npaBax U 0053aHHOCTSAX JOKHOCTHBIX JIMIL
22. 3axkoHuuTe mnpemiokenne: «B KoHme gena AaA  ydera KOJIM4YeCTBAa JIMCTOB
COCTABJISACTCH. ..
1) nucr-3amMecTUTEND
2) IuCT-3aBEpUTEIh
3) KapTa-3aMeCTHUTEIIb
23. IIpoTOKOJIBI TPYNNIMPYIOTCH B JIej1a:
1) B mocnenoBaTenbHOCTH, OTPAXKAIOLIEH X0/1 pacCMOTPEHUs BoIpoca
2) 0 XpOHOJIOTUH U HOPSIIKY HOMEPOB
3) B asipaBUTHOM MOpPSIAKE
24. Kaxoii Buj pa0d0T He BBINOJIHACTCS NPH 00padoTKe OTNPaBJIsieMbIX IOKYMEHTOB:
1) npoBepka NpaBUILHOCTH OPOPMIIEHUSI TOKYMEHTOB
2)mpocTaBieHHE aipeca Ha KOHBEPTE
3) noanucaHue JOKyMEHTOB
4) ¢anplieBaHUE U BIOXKEHUE IOKYMEHTOB B KOHBEPT
25. Kakue 10KyMeHTbI He perucTpupyrwrcs?
1) TOKyMEeHTBI, Ha KOTOPBIX HET MOYTOBBIX MapoK
2) NOKYMEHTHI, a/IpeCOBaHHbIE PYKOBOIUTEIIO
3) 1OKyMEHTBHI, TOJITy4YeHHBbIE JUIs CBEACHUS U HE TpeOyIoIIre OTBeTa

Yacre B
3aganue: Onucarh NOPSIOK PErUCTPALIUU TOKYMEHTOB.

Yacrts C
3amanmue:

CocraButh nuceMo 3amecturens gupekropa OAO «M3oauT» B agpec AUpEeKTopa yueOHOro
3aBEJICHUs C NPOCHOOW PEKOMEHIOBaTh CHEIMAIMCTOB M3 4YHCIA BBITYCKHHUKOB 3a0YHOTO U
JTHEBHOTO OTJACJIICHWA TOCICAHUX JIET, HMMEIONMX HEKOTOPBhIM OMBIT paboTel B 00JacTH
JIOKYMEHTAITMOHHOTO ~ O0ECTeYeHUsT M apXHUBOBEJCHMS, Ha JOJDKHOCTH JOKYMEHTOBEIOB,
JIEIONPOU3BOIUTENEH U 3aBEYIOIIUX apXHMBOM. B muchMme Taxke cka3aHO, YTO NMPETEHAEHTaM Ha
BaKaHTHBIE JIOJDKHOCTH HEOOXOAMMO MOATOTOBUTD PEe3IOME U MpHCIaTh ux 1o gaxcy B aapec OAO,
KECJIATCIBHO TAaKXE IMPEACTABUTH PEKOMCHAATCIbHBIC nucpMa C IIOCIICAHUX MECT pa6OTBI.
Henocratomue nanHble yka3aTb cCaMOCTOSTENBHO.
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BAPUAHT Ne 25

Yacth A
BLIIOTHUTE TECTOBEIE 3aJaHUS.

1. Bce 1OKyMeHTBI OPraHu3auu JeJIsITCH Ha:

1) Bocxos11I1€e U HUCXOSIINE

2) BXoJs1IM€e, BEIXOSIINE, BHYTPECHHHE

3) BxojsIIMe, UCXOSIIUEe, BHYTPCHHUE
2. Kakue u3 mnepeymc/IeHHBbIX J0KYMEHTOB 00513aTeJbHO IepelalTcsi HA paccMOTpeHHe
PYKOBOJUTEIO:

1) AOKyMeHTBI, HOJTy4eHHbIe U3 aamuHucTpanuu [Ipesunenta

2) NOKYMEHTBI, aipECOBaHHbIE B CTPYKTYpPHBIE [10Ipa3IeIICHUS

3) JOKYMEHTBI, COAEpIKAIINE TEKYIIYI0 HH(POPMALIUIO
3. Kakyro uH(opmManuio coep:KuT HTOroBasi 3alIMCh K HOMeHKJaType aena?

1) o KOoJMYECTBE U KaTETOPUSIX 3aBEJICHHBIX JIE

2) KOJIMYECTBO HE3aBEIECHHBIX JIEII

3) KOJIMYECTBO YTPAYCHHBIX B TEYCHHE I'0JIa JIeJI C YKa3aHUEM IMPUYUH yTPaThl
4. Kaxkoe cTpykTypHOe mnoapasaenenue ciayx0bl JIOY ocymecTBisieT perucrpanmio
JOKYMEHTOB:

1) uHCHEKIUS IO KOHTPOJIIO

2) oTnen perucTpalyy U yueTra JTIOKyMEHTOB

3) skcnienunus
5. CucreMaTH3MpPOBAHHBII NepeyeHb HAUMEHOBAHUI J/ej, 3aBeJeHHBIX B OPraHU3aluH, ¢
yKa3aHHeM CPOKOB MX XpaHeHHUsI, 0pOPMJICHHBbIH B YCTAHOBJIEHHOM MOPsAJIKe, - 3TO:

1) ommch

2) apXUBHBII CIIPaBOYHUK

3) HOMEHKIIaTypa e
6. Kakue sTanbl 00padoTKu NPOXOAUT BXOASIIIMIA JOKYMEHT:

1) mpueM u mepBUYHAs 00pabOTKa — MPEIBAPUTETHLHOE PACCMOTPEHUE — PETUCTpalus —
paccMOTpEeHHE PYKOBOIUTENEM — HCIIOJIHEHUE — HAIIPaBJIEHUE B JI€JI0

2) mpueM U TepBUYHAs 00pabOTKa — MpeIBapUTENbHOE PACCMOTPEHHE — PErucTpanus —
paccMOTpeHHe pyKOBOJUTENEM — Mepeiada Ha UCTIOHEHNE — UCTIOIHEHNE — KOHTPOJIb UCTIOJIHEHUSI
— HaIpaBJI€HUE UCIIOJIHEHHOTO JOKYMEHTA B I€JI0 WM OTIIpaBKa

3) cocTaBieHHE MPOEKTa — COTJIacCOBaHUE — O(POpMIIEHHWE — TOJMUCAHUE — PETUCTpaIus —
OTIIpaBKa
7. KoHTPOJIb MCIIOJTHEHHUS JOKYMEHTOB He00X0 UM /JIl...:

1) mMOBBIIEHUS UCHOJHUTENHCKOW JUCHUILIMHBI M COKPAILEHUS CPOKOB PACCMOTPEHUS
JIOKYMEHTOB

2) o0ecrnieueHHsI CBOEBPEMEHHOI'0 U Ka4eCTBEHHOT'O MCIIOJHEHUS MTOPYYSHHH, COoIepKaIUXCs
B JJOKYMEHTax

3) COBepIICHCTBOBAHUS pa0OTHI ¢ JOKYMEHTAMH W MOBBIMIEHUS KYIbTYpPhl YIPAaBIECHYECKOTO
Tpyna
8. PexBu3uT «OTMETKA 0 MOCTYNJICHNH JOKYMEHTA B OPraHU3aIUI0» BKJOYAET CJeAyIolme
3J1eMEHTbI:

1) HaMMeHOBaHHME TMOCTYNHMBUIETO JOKYMEHTAa, €r0 PETUCTPALMOHHBIA HOMEP U BpeMs
MOCTYIJICHUS

2) COKpalleHHO€ HaUMEHOBaHUE OpPraHU3alllM, MOJYYUBIIEH NTOKYMEHT, BXOJSIIMA HOMED,
JaTy NOCTYIIEHUS

165



3) HauMeHOBaHME OpraHU3alllM, I[OJIYYMBIIEH JOKYMEHT, PETUCTPALUOHHBIA HOMED
JIOKYMEHTa U J1aTy 10KyMEHTa
9. Kakoii 13 TepMHHOB He PEKOMEHYIOT HUCII0JIb30BaTh NPH (OPMYJIHPOBKE 3ar0JI0BKOB [1€JI:

1) neno

2) TOKYMEHTBI

3) MaTepuabl
10. OnucH 1es1 COCTABJISAIOT B HEJIsIX:

1) perucrpanuu nen

2) yuerta zien

3) YHUYTOXEHUS JEI
11. OcHOBHO}i NPVMHIMI PerUCTPALMH:

1) IByKpaTHOCTh

2) MHOTOKpPaTHOCTh

3) OAHOKPAaTHOCTh
12. Pe3osronus — 310:

1) 3aduxcupoBaHHass Ha MaTepUaJbHOM HOCHTElIEe MHPOpPMaLUs C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH

2) HaaOUCh Ha JOKYMEHTE, BBIIOJIHEHHAs JODKHOCTHBIM JIMLIOM, COJEpIKalllas MPUHATOE UM
pelieHue

3) peKBU3UT JOKYMEHTA, KPAaTKO M3Jararoliuii ero cojepx aHue
13. Ha ocHOBaHMH KaKOr0 JOKYMEHTA COCTABJSAETCS OMUCH JIeJI:

1) MHCTPYKLUSA 1O TOKYMEHTALlMOHHOMY 00€CIIEUEeHHIO YIIPaBIICHUS

2) HOMEHKJIaTypa Ael

3) nepeueHb JTOKYMEHTOB CO CPOKaMH XPaHEHHUSI
14. Kak BHecTM B HOMEHKJIATYPY [eJlI 3arojJiOBOK He MPeIyCMOTPEHHOI0 paHee [eJa,
o0pa3oBaBlIerocsi B TeYeHHE KAJCHAAPHOIO Ioia B CBSA3H C M3MEHCHHMSAMH B JeATEJbHOCTH
OpraHu3anuu:

1) mepeneyaraTh U 3aHOBO O(QOPMUTH MOCIEAHIOI CTPAHUILy HOMEHKIIATYpPhI 1€, BHECS B
Hee JIONOJHUTENbHBIN 3arojIoBOK

2) Hare4yaTaTh HOBBIM 3ar0JIOBOK HA OT/JIEJIbHOM JIUCTE U MPUJIOKHUThH €r0 K HOMEHKJIAType /e

3) BmOMcaTh HOBBI 3arojlOBOK OT PYKH B CHEUUAIbHO OTBEACHHOE PE3EPBHOE MECTO,
OCTaBJIIEMOE T10CJIE KAXKIO0r0 pa3zesla HOMEHKIIATYPBI el
15. Ha kakux J0KyMeHTaxX NPOCTABJISAETCS 0TMETKA 0 NOCTYIJICHUM:

1) TONBbKO Ha JOKYMEHTaX, MOUIeKAIUX PErUCTPALUN

2) Ha BCeX MOCTYMHBIIMX JOKYMEHTaxX

3) TOJIBKO Ha JOKYMEHTaX, TPeOYIOIHX UCIIOTHEHUS
16. CBoHasi HOMEHKJIATypa e/l OpraHu3alu BBOJAMTCS B JlelicTBHe:

1) ¢ 1 saBaps Tekymiero rojga

2) ¢ nexkaOps TEKyIIero roaa

3) Kax/able MOoNro/ia TEKYIIEro rojaa
17. Cpok McnoJIHeHHs] MOCTYNUBIIET0 JOKYMEHTA HCYMCIIAeTCS:

1) B xaneHnapHbIX IHAX C JaThl PACCMOTPEHUS JOKYMEHTA PYKOBOJIUTEIEM OpraHU3aluu

2) B pabouuX JHSAX C JIaThl MOCTYIJIEHUS JOKYMEHTA B OPraHU3allHIo

3) B KaJeHapHBIX JHAX C JaThl IOCTYIUIEHUS JOKYMEHTA B OPraHU3ALINIO
18. ObOecneyeHne CBOCBPEMEHHOI0 M KAa4YeCTBEHHOI'0 HCIOJHEHUS] NMOPYYEHUH M pelIeHUs
BOIIPOCOB, NOCTABJICHHBIX B JOKYMEHTE, - 3TO:

1) peructpanus JOKyMEHTOB

2) UCTIOJTHEHUE JOKYMEHTOB

3) KOHTPOJIb UCTIOJHEHUS IOKYMEHTOB
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19. HomenkJ1aTypa aej, KOTOpasi YCTAHABJINBAeT NPUMEPHBIH COCTAB J1eJ1 AJIsl OPraHu3alui,
OJHOPOJHBIX 10 XapaKTepy AeATeIbHOCTH, HO PA3JIMYHBIX 10 CTPYKTYpPe, HA3bIBACTCH:
1) uHIMBHUIYATBHOM
2) TATIOBOM
3) npumepHoi
20. K10 ycTaHaB/JMBaeT HHAUBUAYAJbHbBIA CPOK MCIIOJTHEHHSI JOKYMEHTOB:
1) noxpaszaeneHue-uCIoIHUTEIb
2) pyKOBOJAUTEIb, pACCMATPUBAIOIIUN JOKYMEHT
3) HenmocpeICTBEHHO UCTIOTHUTEh
21. YkaxkuTe npaBuJIbLHbIA BapuaHT odopmiieHnsi pparMeHTa HOMEHKJIATYPbI JeJ1:

1) 3AO «IIpemuym»
HOMEHKIJIATYPA JIEJI

14.11.2010

Ne 3

YTBEPXIAIO
Hupexrop 3A0 «IIpemuym»

Nunexc nena

3aroyioBoK jela

KomnuectBo nen

ITpumeuanus

1

2
3

a1

10

11

12

[TpoTokombl coOpaHwmii TPYAOBOTO
KOJIJICKTHBA

KBaprasibHbie 11aHBI paOOTHI

3akonbl Poccuiickoit ®enepauuu U
Uysauickoil Pecriybnuku

[Tepenucka c OPEANPUIATUIMA U
OpraHM3alysIMd MO aJMUHHCTPATUBHO-
XO03SIICTBEHHBIM BOIIpOCaM

I'onoBoit mitan paboThl OpraHU3aIu
[Tepenucka C BBIIIECTOSIICH
OpraHu3alnye o BOIPOCaM OCHOBHOU
JIeSITEIbHOCTH

[Ipukassl, WHCTPYKIUH, YKa3aHUs
BBILIECTOSAILEH OpraHu3alnuy,
IIPUCIIaHHBIC JUTSt CBEJICHUS 51
PYKOBOJCTBA

I'ogoBoit oTueT 0 pabote opraHu3auu
IIpukasbl IO OCHOBHOM EATENBHOCTH
Y4apenutenbHble JIOKYMEHTBI
(IOCTaHOBIIEHME M CBHUJETEIBCTBO O
pErucTpanyy, ycTaB)

JIOKyMEHTBI O aTTecTalil pabOTHUKOB
(aTTecTallMOHHBIE JIUCTBI, MPOTOKOJIBI,
KOIUU TPUKA30B)

WHCTpyKIMKM O TpaBaXx U OOSA3aHHOCTAX
JTOJKHOCTHBIX JIUIT

[Toanucana HayanbHUKOM ci1y k061 JIOY JIMYHas MOAIKUCH I'.A. I'y3HsieBoM
2)
3A0 «IIpemumym» YTBEPXIAIO
HOMEHKIJIATYPA JIEJI Hupexrop 3A0 «IIpemuym»
14.11.2018 Ne 3
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r. Yebokcapbl

I1.1. Tpodpumon

Ha 2011 ron
Nunexc 3arosoBoOK jiena KosmmuectBo nein Cpok [Ipumevanus
nena XpaHeHuss U
HOMEp CTaThbu
nio [lepeunio
1. O0mwmii oTaes
1-1 3akonbl Poccuiickoit @eaepanun u
Yygamckoit Pecniyonnku
1-2 [Ipuka3bl, WHCTPYKIMH, YKa3aHUS
BBIIIECTOSIIEH OpraHu3alui,
IPUCIAHHBIE [UId  CBEIEHHUA U
PYKOBOJICTBA
1-3 YupeautenbHble JTIOKYMEHTBI
(TToCTaHOBIIEHUE U CBUCTEIHCTBO O
perucTpanuu, ycTas)
1-4 HNHcTpykuun 0 IpaBax u
00513aHHOCTSIX JOJKHOCTHBIX JIMIL
1-5 [Tpukassl o OCHOBHOM
JesTeNbHOCTH
1-6 I'omoBoii TUTaH paboThI
OpraHu3aluu
1-7 KBapranbHble m1aHbl padoThI
1-8 T'onosoit OT4YET 0 pabore
OpTaHu3aIH
1-9 IIpoTokonbl coOpaHuil TPyIOBOTrO
KOJIJICKTHBA
1-10 Ilepenucka ¢ BBIILIECTOSILEN
opraHu3anuein o BOITPOCAM
OCHOBHOM J1eSITEIbHOCTH
1-11 [lepenucka ¢ npeanpuATHIMU U
OpraHu3alUsIMU o
aJIMUHUCTPATHBHO-XO035IICTBEHHBIM
BOIpOCaM
1-12 JIOKyMEHTBI o aTTecTaluu
pabOTHUKOB (aTTecTaliOHHBIE
JIMCTHI, MIPOTOKOJIBI, KOIHHU
MIPUKA30B)
1-13

[Tonnucana HauaTbHUKOM cyk0b1 JIOY

3)

JIMYHas 1nmoAnrnucChb

3akpeiToe aknronepHoe oomiectBo «IIpemuym» YTBEPXKJIAIO

HOMEHKIJIATYPA JIEJI
14.11.2019 Ne 3
r. Yebokcapbl

Ha 2011 ron

20.11.2011
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I'.A. I'y3HsieBoM

Hupexrop 3A0 «IIpemuym»

I1.1. Tpodumon




Nunexc 3arosoBoOK jena KoymmuectBo nein Cpox [Ipumeuanus
nena XpaHeHusT U
HOMEp CTaTbu
nio [lepeunio
01. O6mwuii oTaes
01-01 3akonbl Poccuiickoit @eaepanun u
Yygamckoit Pecniyonnku
01-02 [Ipuka3pl, WHCTPYKIMH, YKa3aHUS
BBIIIECTOSIIIICH OpTraHH3aIHH,
MpHUCIAaHHBIE [ CBEICHUS U
PYKOBOJICTBA
01-03 YupenurtenbHbie JIOKYMEHTBI
(TToCTaHOBIIEHUE U CBUCTEIHCTBO O
perucTpaiuu, ycraB)
01-04 WHucTpykuun 0 mpaBax u
00513aHHOCTSIX TOJKHOCTHBIX JIUIL
01-05 [Ipukasbr o OCHOBHOM
JeSITeIbHOCTH
01-06 I'omoBoii TUTaH paboThI
OpraHu3aluu
01-07 KBapranbHble m1aHbl padoThI
01-08 T'onosoit OTYET 0 pabore
OpraHH3aIiH
01-09 [Iporokonbl coOpaHuil TPyAOBOTO
KOJIJICKTHBA
01-10 Ilepenncka ¢ BBIILIECTOSILEN
opraHu3anuein o BOIIpOCam
OCHOBHOM JIeSITENbHOCTH
01-11 Ilepenucka ¢ npeanpuATHIMU U
OpraHu3aIsIMu o
aJIMHHHUCTPATHBHO-X03SIHICTBEHHBIM
BOIIPOCaM
01-12 JIOKyMEHTBI 10 arTecTaluu
paboOTHUKOB (arTecTalnioHHBIE
JIUCTHI, MIPOTOKOIIBI, KOTTUU
MIPUKA30B)
01-13

Hauvansauk ciayx0s1 I0Y

JIMYHas 1noAnrnucChb

I'A. I'y3nsieBa

22. Kakoif NpUHIMI He UCN0JIb3yeTcsl NPU (opMUPOBaAHUM JeJI:
1) XpoHOJIOTHYECKH
2) BOIPOCHO-JIOTMYECKHM
3) uctopuueckuii
23. OnpenesieHue NOJUTHYECKOH, IKOHOMUYECKOMH, COHAJIBHO-KYJIbTYPHOMH, IPAKTHYECKOM
HEeHHOCTH JIOKYMEHTOB /IJIsl OC/IeYIOIero UX XpaHeHUsl U MCNOJIb30BaHUS WIH 1J1s 0TOOpa
HA YHHYTOKEeHHE — ITO...
1) onucanue nen

169




2) sKcIepTHU3a LIEHHOCTH JOKYMEHTOB
3) obopmiieHue e
24. Kakue onepauuy He BbINOJIHSAIOTCS NPH GOPMUPOBAHUM Je:
1) pactipeneneHue U packiagka UCIOJHEHHBIX TOKYMEHTOB IO Markam
2) pacnooXeHue JOKyMEHTOB BHYTPH JIeJia B ONPECICHHOM OCIe0BAaTEIbHOCTH
3) HyMepalus JIUCTOB
4) obopmieHHE OOJIOKKH e
25. B kakuX y4pesKIeHUAX CO3/1aeTCH ynpaBjeHue aejaamm?
1) Ha rocyJapCTBEHHBIX IIPEITPUATHIIX
2) B UCIIOJTHUTEJIBHBIX OPraHax BJIACTU U UCIOJIHUTEIbHBIX CTPYKTYpaxX MECTHOTO
CaMOYyIIpaBIICHHS
3) B MUHHCTEPCTBaX U BEJJOMCTBAX

Yacts B
3apanune: Onucath NOPSIOK 0OPMIICHHS IIPOTOKOJIA.
Yacts C

3amanmne:

CocraButh npuka3 aupekropa OAO «JlaryHa» o0 yBOJIbBHEHHU B CBSI3U C YXOJOM Ha
MEHCHIO 10 Bo3pacTty HadanbHuKa ciyx0bel JJOY PomanoBoit O.JI Henmocraromue pexkBU3UTHI
yKa3aTh CaMOCTOSITEIBHO.

4. OCOBEHHOCTMH TEKYIIET'O KOHTPOJISI U TPOMEXYTOYHOM
ATTECTALUMU JINL] C OTPAHUYEHHBIMHU BO3MOXHOCTAMMU 310POBbSI C
HAPYHWEHUSAMMU CIIYXA

IIpu mpoBeAeHHWH TEKYLIEro KOHTPOJII W MPOMEKYTOUHOW aTTecTaluu 0OecrednBaeTCs
COOJTIOIEHNE CIIEAYIONINX TPeOOBAHMIA:

JUIs 0OYYaIOUIMXCS U3 YHCia JIMI ¢ OTPAaHUYEHHBIMU BO3MOYKHOCTSIMH 370POBBS TEKYIIHi
KOHTPOJIb ¥ TIPOMEXYTOUYHAs ATTECTALUS TPOBOJUTCS C YIETOM OCOOCHHOCTEH MCUXO0(PU3NIECKOTO
pa3sBUTHSL, UHAUBUIYAIBHBIX BO3MOKHOCTEH M COCTOSIHMS 3/I0POBbsI TAKUX BBITYCKHUKOB (Jajee -
MHAUBUAYaJIbHbIE OCOOEHHOCTH).

MEpPONPUATHS MO TEKyLUIeMYy KOHTPOJIK U MPOMEXKYTOYHOW aTTecTaluu Uil JIUMI C
OTPaHUYCHHBIMH BO3MOYKHOCTSIMH 37I0POBbSI B OJJHOM ayJUTOPUN COBMECTHO C OOYJAIONIIMHUCS, HE
UMEIOIIMMH  OTPAHUYEHHBIX BO3MOXKHOCTEH 370pPOBbS, JOMYCKAeTCsd, €CIM 3TO HE CO3/AaeT
TPYIHOCTEHN IS 00yJarOIIHXCS;

NPUCYTCTBUE B ayAUTOPUU ACCHUCTEHTA, OKAa3bIBAIOIIETO OOYYaIONIMMCS HEOO0XOAUMYIO
TEXHUYECKYIO IOMOIIb C YY4ETOM WX WHAMBHIYaTbHBIX OCOOCHHOCTEW (3aHATh pabodee MecTo,
HOHATH U 0OOPMUTBH 33/1aHUE, OOLIATHCS C MPETOAaBaTENIEM);

o0ecriedeHrne HATMIHS 3BYKOYCHIIMBAIONICH anmapaTypbl KOJUIEKTHBHOTO MTOJIb30BaHMUS, TIPH
HEOOXO/JMMOCTH  TPEJOCTaBIAETCS  3BYKOYCHJIMBAIOILAs  ammaparypa  WHAMBHIYalIbHOTO
TI0JTb30BAHUS;

nyOonmupoBaHHe  HEOOXOIWMOW  3BYKOBOM  HMH(poOpmManuy, oOyyaromero marepuaia
TEKCTOBBIMH M TPaQUUECKUMH H300paXEHUSIMH, 3HAKaMU WA B BHUJIE JIEKTPOHHOTO JTOKYMEHTA,
JIOCTYITHOTO C TIOMOUIBIO KOMITBIOTEPA;
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IpeoCTaBIeHHuEe 00yYaroIMMCs IIpaBa BEIOOpA MMOCIEI0BATEILHOCTH BBITOJTHEHHS 33/1aHUS
U YBEIMYCHHWE BPEMEHH BBHINOJHEHUS 3aJaHus (IO COTJIACOBAHHIO C IPENOJaBaTesieM); IO
KENaHWI0 OOyYaroIlerocsi yCTHBIH OTBET MNPU KOHTPOJE 3HAHUM MOXKET IPOBOAUTHCS B
NHCBMEHHOU (opMme.

MPEJOCTaBICEHUE MHBAIMAAM IO CIyXY IMpPH HEOOXOIUMOCTH YCIYTH C HCHOJIb30BAHHUEM
PYCCKOTO JKECTOBOTO $3bIKa, BKJIIOYas OOEcIeUYeHHe JOMycKa Ha OOBEKT CypIONepeBOAYMKA,
TudonepeBoUMKa (B OpPraHM3alUd JODKEH OBITh TaKOM cHenmuaiucT B mTare (€CId 3TO
BOCTpeOOBaHHAs yClyra) WJIM JOTOBOP C OPraHU3alUsMH CHCTEMbl COIMAJIBHOW 3alUTHl WU
00IECTBOM IUTyXHX I10 IPEJAOCTaBICHHUIO TAKUX YCIYT B CIIydyae HEOOXOJUMOCTH).

IIpaBuia 3TnKeTa NpyU 00IEHNH ¢ 00YYAIOIMMHCH, MMEIOIIUMHU HAPYLICHHS CIyXa

[Ipu pasroBope ¢ 4eTOBEKOM, Y KOTOPOTO IUIOXOH CIyX, CIIEAYET CMOTPETh MPSIMO Ha HETO,
HE 3aTeMHssl JIMLIO M HE 3aropakuBasi €ro pykaMH, BOJIOCAMU MM KaKUMHU-TO IpeIMEeTaMH.
CobecenHUK JODKEH UMETh BOBMOKHOCTB CIICANTH 33 BRIPAKEHHEM BaIlIeTo JIALA.

Cy1ecTByeT HECKOJIBKO TUIOB U cTeneHell riryxoTbl. COOTBETCTBEHHO, CYILIECTBYET MHOTO
croco0OB OOIICHHUsI C JFIOJBMH, KOTOPBIE IJIOXO ciblmar. Kakoi mpeamodects cnocod — MOKHO
CIPOCUTH y HUX.

HexoTtopbie 110 MOTYT CIBIIIATh, HO BOCIPHHUMAIOT OT/AEIbHBIC 3BYKH HEMPAaBUILHO. B
3TOM Cllyyae clielyeT I'OBOPUTh Oojiee TPOMKO M YEeTKO, NOoJa0Mpasl MOAXOIAIIMN ypoBeHb. B
JIPYyroM cllydae MOHAJIO0WTCS JIMIIb CHHU3UTH BBICOTY TOJIOCA, TaK Kak YENOBEK YTpaTHII
CHOCOOHOCTh BOCIHIPUHUMATD BBICOKHE YaCTOTHI.

YroObl pUBJIeYs BHUMAHHUE YEIOBEKa, KOTOPHIH TIOXO CIBIIUT, HEOOXOIUMO M03BaTh €ro
1o uMeHu. Eciu oTBeTa HeT, 10MycKaeTcs Cilerka TPOHYTh YEJI0BEKA MIIM JKe TOMaxaTh PYKOM.

OO6mue nmpaBuiia OOIICHUS :

- clIelyeT TOBOPUTH SICHO M poBHO. He HYXHO M3IuIIHE MOAYepKHUBaTh YTO-TO. Kpuyars,
0COOEHHO B yXO0, TOXE HE CIEIyeT;

- Ip1 HEOOXOJMMOCTH MOBTOPUTH (ppa3y cienyer nepedpasupoBaTh CBOE NPEIOKEHHE U
UCTIOJIB30BAaTh JKECTHI;

- HOPMOH SIBJII€TCSI CIPOCUTH, MOHSAJ JM Bac COOECEIHMK; HEOOXOAUMO YOETUTHCS, UTO
cobeceTHUK TOHSUT MH(OPMAITHIO B TIOTHOM 00BEME;

- ecnn cooOmraercst UH(MOpMaIKs, KOTOpas BKIOYaeT B ceOs HOMEp, TeXHUYECKUH WM
JIPYrOM CIIOKHBIA TEPMUH, aApEC, JIy4llle HAIUCATh €€;

- €CJIM CYIIECTBYIOT TPYAHOCTH IPU YCTHOM OOILEHHH, HEOOXOIMMO YTOUHHUTH Y1O0OCTBO
crocoba 00IIeHUs — MEPETHCKH;

- n30eraiite oOIeHHs B OOJBIIMX WJIM MHOTOJIOAHBIX TOMEIIEHUSX, TaK KaK TPYIHO
00MIATECS C JIFOIBMHU, KOTOPBIE IJIOXO CIIBIIIAT B IIYMHBIX TIOMEMICHUSX. SIpKOe CONHIIE M TE€Hb
TOKE€ MOTYT ITOCTYXHUTh Oapbepamu;

- OYeHb YaCTO TIIyXWE JIIOAW WCIOIB3YIOT SI3BIK KecToB. Ecii oOmieHne ocymecTBIseTcs
yepe3 IEepeBOAYMKA, HEOOXOAMMO YUYUTHIBaTh, 4YTO OOpamaTbcs HAA0 HEMOCPEACTBEHHO K
co0ece/IHUKY, a HE K IePEBOTUHKY;

- HEe BCE JIIOJM, KOTOpbIE IUIOXO CIBIIIAT, MOTYT 4uTaTh mo rybam. OO »Tom cueayer
YTOYHUTH TIPH TepBOi BcTpede. Ecimm cobeceHUK 00iamaeT 3THM HAaBBIKOM, HYXXHO COOJIOIATh
HECKOJIbKO BaXKHBIX MIPABUJ U IOMHUTb, YTO TOJIKO TPH U3 JIECATH CIIOB XOPOIIO MPOYUTHIBAIOTCS;

- HE0OXOMMO CMOTPETH B JIMIIO COOECEAHUKY U TOBOPHUTH SICHO U MENJICHHO, HCIIOT30BaTh
npocTblie (hpa3bl U U30eraTh HECYIIECTBEHHBIX CIIOB;

- HeOOXOMMO WCIIONB30BaTh BBIPAKEHUE JIMIIA, JKECTHI, TEJOJBWKCHHUS, €CIH XOTHUTE
HNOTYEPKHYTh WU MPOSCHUTH CMBICI CKa3aHHOTO.
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