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®OH/JI OHEHOYHBLIX CPEJACTB
O JUCHUIIJIMHE OI1.02 JOKYMEHTAIIMOHHOE U ITPABOBOE OBECIIEYEHUE
YIPABJIEHUA

1. MacnopT ¢oHaA OLIEHOUYHBIX CPECTB

®onn  oneHouHelix cpeactB  (POC) paspaboran Ha ocHOBe DenepabHOTO
roCy/IapCTBEHHOr0 00pa30oBaTeNIbHOTO CTaHJapTa CpPeaHEero MnpogecCHOHATBHOIO 00pa30oBaHUs
(®roC CIIO) mo mpodeccun 09.01.03 Omnepatop HHOOPMAIMOHHBIX CHCTEM H PECYpPCOB,
ytBepxkaeHHoro I[lpukazom Munnpocsemenuss Poccuun ot 11 Hos6ps 2022 roma Ne 974 u B
COOTBETCTBUHU C pabodeil mporpammoit yueOHOM muctmmuiiabl OINI.02 JlokymMeHTanmmoHHOE |
npaBoBoe obecrieuenue ymnpapieHus. @OC BKIIIOYAET KOHTPOJIBHBIE MATEPUANBI I MPOBEICHUS
TEKYIIET0 KOHTPOJIS U MMPOMEXKYTOYHOH arTecTanuu B popme mudPepeHIInpOBAHHOTO 3a4eTa.

Koa OK, IIK YmMmenus 3Hanus

OK 01, OK 02, | - MPUMEHSITh cpeAcTBa | - OCHOBHBIE TTOHSITHS

OK 04, OK 05, | uHpOpMaIIMOHHBIX TEXHOJIOTHM IJsl | JOKYMEHTAI[MOHHOTO obecrieueHus

OK 09, TIK 1.1, | pemenus npodecCHOHANBHBIX 3a/1a4; | YIPaBJICHHUS;

K 1.2 - TPaMOTHO M3JIaraTh CBOM MBICIM U | - HOMEHKJIATypa HH(GOPMAIMOHHBIX
0pOpMIISTH JIOKYMEHTBI 10 | UICTOYHUKOB, MIPUMEHSIEMBIX B
npodeccHoHaNbHOM TeMaTHKe Ha | MpodecCHOHATBHOM IeATEIIEHOCTH;
rOCy/1IapCTBEHHOM SI3bIKE; - MOHATUS TyOJMYHBIX W MPHUBATHBIX
- co3JaBaTh JOKYMEHTHI Ha OCHOBE | JJOKYMEHTOB;
111a0JI0HOB; - TpeOOBaHUS K COCTaBICHHUIO M
-0pOpMIIATE  JIOKYMEHTAllMIO B | O(pOPMIICHHIO JOKYMEHTOB;
COOTBETCTBUH C HOPMATUBHOM 0a30H, | - OCHOBHBIC CTaHIAPTHI O(POPMIICHHSI
UCIIOJIB3YS WH()OPMAITMOHHBIE | TEKCTOBBIX M TAOJUYHBIX JOKYMEHTOB;
TEXHOJIOTHH; - OCHOBHBIC TMpaBwiia U TpeOOBaHUS K
- B3aMMOJICHICTBOBATh C KOJUIETaMH, | CTPYKTYpE JOKYMEHTOB;
PYKOBOJCTBOM, KJIUEHTAMH B XOJE | -OpraHU3aIHI0 JOKYMEHTO00opoTa:!
npoecCHOHANBEHOM e TeNIbHOCTH npueM, 00paboTKy,  perucrpaiuio,
-HMCII0JIb30BAaTh KOHTPOJIb,  XpPaHEHHWE  JOKYMEHTOB,
TEJIEeKOMMYHUKALIUOHHBIE HOMEHKJIATYpy A€l
TEXHOJIOTHUHU B JNEKTPOHHOM
JIOKyMEHTO000pOTE




3. Hesu u 327124 y4eOHOMH AUCHMILIUHBI, TPeOOBAHUS K Pe3yJIbTATAM OCBOCHHUS:

3.1 YcaoBus arrecTanuu
[TpomexyTounas aTTecTamnus MPoBOIUTCS B hopme dughghepenyuposannozo 3auema.

3.2 llporpaMmMa oulleHMBAHHSI KOHTPOJHPYEMOii KOMIIeTeHIIMH

Ne KonTpoaupyempble pa3aesbl (TeMbl) Koa xoHTposupyem HaumeHnoBaHnue
n/n JAUCHUTITMHBI 0ii KoMIeTeHIIUM (WJIH ee OIIEHOYHOT0 CpeICTBA
4acTH)
1. Pazpen 1. lokymMeHTHpOBaHUE B OK 01, OK 02, OK 04, OK 05, TectupoBanue
PO eCCHOHATTLHON IEATEIHHOCTH. OK09,IIK 1.1, IIK 1.2 IIpakTHdyeckoe 3amanue
2. Paznen 2. JlokyMeHTHpOBaHHE OK 01, OK 02, OK 04, OK 05, TectupoBanme
YIPABJICHUYECKOHN AEATEIbHOCTH OK09,JIK1.1,TIK 1.2 IIpakTHueckoe 3agaHue
3. Pasnen 3. lokymeHTOO0OpOT. OK 01, OK 02, OK 04, OK 05, TectupoBanue
Opraan3arys paboTHI C TOKYMEHTaMH. OK09,IIK 1.1, IIK 1.2 IIpakTHyeckoe 3amanue
4. Paznen 4. Xpanenue n apXuBHPOBaHUC OK 01, OK 02, OK 04, OK 05, TectupoBanme
JIOKYMEHTOB OK09,IIK 1.1, 11K 1.2 IIpakTHueckoe 3aganue
5. [TpomesxkyTouHas aTTecTaIus — OK 01, OK 02, OK 04, OK 05, Bolpoch! K 3auery
mud GepeHTPOBaHHBIN 3aUeT OK09,IIK 1.1, IIK 1.2

Bonpocs! k 3aueTy ¢ oneHKoM
1. Opranuzanus Je10npor3BOICTBaA.
2. Opranuzanus u 000pya0BaHuE pabOUero MecTa cekpeTaps.
3. YUrto Takoe Aeonpou3BOACTBO?
4. CayxObl JeNOompoOM3BOACTBA WU CIYXObl JOKYMEHTAIIMIOHHOTO OOECTeueHUsl yMIpaBIeHUS
(A0Y)?
5. Uro HeoOxomuMmo s oOecredeHUs: HOPMAIbHBIX YCIOBUH pabOTBl  COTPYIHUKOB
JIEJIONPOU3BOJICTBA?
6. Kakue pekBU3UTBI OTHOCSTCS K FOPUINYECKH 3HAUUMbIM?
7. YTo Takoe ropuandecKas Cujia JOKyMeHTa?
8. Uto Takoe yHU(PUKALUS U CTaHIAPTU3ALIUS?
9. Uto takoe YCI?
10. Cxonbko YCJI neiicTByeT B HacTosiiee Bpems?
11. Yto takoe OKY 1?
12. Yto takoe 'CJIOY?
13. OcHoBHas 1enb co3panus I'CAOY?
14. Yro Takoe nokymentupoBanue? Cpencta JOKyMEHTUPOBAHUS?
15. Yro Takoe ropuaudeckas cuia’?
16. Uto Takoe pekBU3UT?
17. Uto Takoe HOpMaTUBHAs 0a3a AeTOMPON3BOACTBA?
18. Kakre KOMIIOHEHTHI BKJIFOYAET HOpMATHBHAs 0a3a JeI0npOr3BOICTBA?
19. 3akoHoaTeNbHBIC U IPABOBBIE aKThI B chepe MHPOPMATUIANH U JOKYMEHTAIIUN
20. Knaccudukanus AOKyMEHTOB: HO XapakTepy HH(OPMALMOHHBIX CBSA3€M NpEeanpUsTUs, I10
IIPOUCXOXKAECHHUIO, IO TUITY HOCUTEIS, 10 HA3HAYEHMIO B IIPOLIECCE YIPABICHUS
21. Knaccudukanusi TOKyMEHTOB: TIO COJIEP>KaHHIO, TI0 CPOKaM HUCTIOTHEHUS, TI0 popme
22. Knaccudukanus JTOKYMEHTOB: MO BUAY OGOPMIIEHHS, MO CIOKHOCTH, MO HalpaBIEHHOCTH
JIOKYMEHTOIOTOKA
23. Yro takoe Gmank? YTo Takoe cTaHAApPT, HOPMATUBHBIE JOKYMEHTHI?
24. YTo OTHOCHUTCS K IOKYMEHTaM [0 JUYHOMY COCTaBy?
25. Cxema JOKYMEHTUPOBAHUS MPU NpUeMe pabOTHUKA
26. Yto Takoe aHKETa, pe3loMe, TPYA0BOU JOTOBOP?
27. YTo yKa3bIBaeTCs B TPYI0BOM JOTOBOpE?




28. YOpunnuecku 3Ha4MMbl€ PEKBU3UTHI?

29. IlocTosiHHBIE U IEPEMEHHBIE PEKBU3UTHI?

30. biiaHKM TOKyMEHTOB IPEIIPUSITHS.

31. Kakue ycnoBus sSBJISIFOTCS 00s13aTEIbHBIMU JIJISI BKITFOUSHUS B TPYI0BOM 10TOBOP?
32. Ha kakoii cpoK MOTYT 3aKJIF0UaThCs TPYIOBBIE JOTOBOPHI?

33. Yrto npeabsaBiaseT pabOTHUK pabOTOIATENIO TIPH 3aKJIFOYCHHH TPYI0BOTO TOTOBOpa?
34. CKOJIBKO JIET XpaHATCS TPYAOBBIE TOTOBOPHI (CTaThs)?

35. Ilo kako# cxeme MPOU3BOANUTCS YBOJIbHEHUE PaOOTHUKA?

36. 1o xakoii cxeme OCYyIECTBIISIETCS MOPAIOK 0POPMIICHHE JOKYMEHTOB IIPH NEpEeBOIe pabOTHUKA
Ha JIPYTYIO IOJKHOCTD B paMKaXx MPeAnpUsTUs?

37. YUro Takoe TpyaoBasi KHUXKa?

38. [Ipuka3 no 1MyHOMY cocTaBy. UTO Takoe JIM4Hasi KapTouka?

39. KomMmepueckas TaiiHa.

40. Yto BKIIOYAET HAYYHO-TEXHUUYECKast HHGOpMAaIIus?

41. Yro BKIFOYAET jAenoBast HHGpopMarws?

42. Yto TpebyeTcs s oOecreueHus: COXpaHHOCTH KOH(UIEHITUAIBHBIX JOKYMEHTOB?
43. Homenkiarypa nied.

44. ®opmupoBaHue ae.

45. Yto Takoe HOMEHKJIaTypa /i€ B OpraHu3anun’?

46. Kakue cymiecTByrOT BUbl HOMEHKIATYp?

47. CKOJBKO 3K3EMIUISIPOB HOMEHKJIATYp COCTaBJISETCS B OpraHu3auuu?

48. Kak popmupyroTcs aena B opranu3aniu’?

49. Kakue cymiecTByroT mpaBuia GOpMUPOBAHUS 1?7

50. Kak ¢opmupyroTcs B ie1a pacropsAuTeIbHbIC JOKYMEHTHI?

51. I'me xpansitces chopMupoBaHHbIE fenna?

52. Kak mpousBouTcs Bblaua s padoThl A€ WK U3BATHE TOKYMEHTOB U3 Jen?
53. IloaroToBka JOKyMEHTOB K Ilepe/iade Ha apXUBHOE XpPAHEHUE.

54. Ha kakue rpyIisl JeisTcs Bee Jela, OArOTOBICHHBIE ISl apXUBHOTO XpaHEHUs?
55. 3HaueHue U IpaKTUYecKasi HEHHOCTh JOKYMEHTOB

56. Uto BXOJAT B 3a/1a4u apxuBa?

57. K noxymeHTaM JOJrOBPEMEHHOIO XpaHEHUs, IEPEIaBaAEMbIM B ApXUB, OTHOCSTCS.
58. OCHOBHBIMU BUAaMHU apXUBOB SIBIISIOTCS.

59. Jlena BpeMEHHOTO XpaHEHUS.

HpaKTl/l‘-IECKI/Ie 3aHATHUSA

IIpakTnueckoe 3ansaTue 1.

Ilesan padoThi: npuoOpeTeHre yMeHU 0(hOpMIIEHUS] pEKBU3UTOB JOKYMEHTOB.

3agaHus: opopMuUTE CIEAYIOUIUE PEKBU3UTHI:

1. [Tucemo Ob1I0 OTHpaBieHo u3 opranuzanuu 16.05.23 3a Ne 221-02/16 B 0TBET Ha MUCHMO OT
06.05.23 3a Ne 435/122. OdopmuTe peKBU3UTHI «J1aTa, PETUCTPATMOHHBIA HOMEP», «CChUTKA Ha JaTy U
PETUCTPALIMOHHBIA HOMEDY.

2. loxyment ytBepxkaeH aupekropoM 3A0 «Toprossiit fom 3UJI» B.I1. IlIpamoBeim 25.04.2023.
OdopmuTte peKBU3UT «TpU] yTBEPIKIACHHSD.

3. B opranuzanuio MOCTyHWJIO MUCBMO, COOOUIAlOIIee O MOSBICHUM HOBOM MPOIYKIIHH.
Hupextop VBanos U.B. nepenaer nucemo i undopmarun @omuny M.H. 15.10.2023. Odopmure
PEKBU3UT «PE3OITIOLIMSD.

4. K nokymMeHTy npuiiaraercsi mporpaMmma KoHpepeHuuu Ha 2 nuctax B 1 sxzemiutsipe. Opopmure
PEKBU3HUT «OTMETKa O MPUJIOKEHUM» B JIBYX BapHaHTax: 1) eciau mporpaMma Ha3BaHa B IOKyMEHTE 2)
€CJIM ITPOrpaMMa HE Ha3BaHa B IOKYMEHTE.

5. Tlucemo mnonroroeneHo CaupumoBoit Mapueit CepreeBHOH, CHEIUATNCTOM OTAENa
mapketuHra (tein. (8449)173-15-33). OpopmuTe peKBU3HUT OTMETKA 00 HCIIOTHUTETIE).



6. MuHuCTepcTBO Tpylna U couuanbHoro passutus PO (Muntpyn Poccuu) wusgaer
noctaHoByieHre ot 12 mexadbps 2023 1. 3a No 45 «OO0 yTBEepKIECHUU THUIIOBBIX ()OPM JIOTOBOPOB O
MaTepUaIbHOW OTBETCTBEHHOCTHY. JJokyMeHT u3naH B T. MockBe. OdopMuTe CieIyronye peKBU3UTHI:
«HAMMEHOBaHUE OpPraHu3allin», HAMMEHOBAHHUE BU/IA IOKYMEHTay, «1aTa, «PETUCTPALIMOHHBIA HOMEPY,
«MECTO U3JIaHMS IOKYMEHTa», «3ar0JIOBOK K TEKCTY», UCIIOb3YS IPOJIOJIbHBIA BAPUAHT PACTIONOKEHHUS.

KoHTpoJibHbIE BOIPOCHI:

1. Kakoii cocraB peksu3utoB ycranasnuBaer ['OCT P 7.0.97-20167

2. Kakue cymiecTByIoT CriocOObI PAacIoNOKEeHUsI PEKBU3UTOB?

3. Kakue pekBU3UTHI OTHOCSTCS K 0053aTEIbHBIM?

4. Kakuie peKBU3HUTBI OTHOCATCS K JIOMOJTHUTEIBHBIM?

5. HazoBuTe peKBU3UTHI, MPUAAIOUIUE JOKYMEHTY IOPUIUYECKYIO CUITY.

IIpakTnyeckoe 3aganue 2.

ean pabdoThl: MpUOOPETEHNE YMEHUN COCTaBJICHUS OJIAHKOB.

3ananuda:

1. OdopmuTte 00mMil OaHK opraHu3ay (TIPOAOIBHBINA BapUAHT PACTIONOKECHHSI PEKBU3UTOB),
ucnomnp3ys cnenyromue aaiseie: Y [100 "UMOHN", r. Mocksa, JIunensus Ne 038424 ot 23.05.2017 1.

2. Odopmure Omank mpukasza (YrJIOBOM BapHaHT pPACMOJIOKEHUS PEKBU3UTOB), HCIOIb3Ys
cnenyromue nanueie: 4y 1100 "UMBDUN".

3. Odopmute OnaHk muchbMa (YrJIOBOW M TMPOJOJBHBIM BapHaHT), MCIONb3YS CIEIYIOIINE
nanubie: UY 10O "MMDU", ucnonb3ysi peKBU3UTHI C CaliTa OpraHU3aIliu.

4. OcdbopmuTe O1aHK MUChMA U TOJDKHOCTHOTO JIHIIa (YIII0BOM M Tpo10sibHBIN BapuaHT): HY [TOO
"MUMBWN", mupextop UY T1OO "MMBUN" (HegocTaromue peKBU3UTHI 0POPMUTE CAMOCTOSTEIHHO).

KoHTpoJibHbIE BOIPOCHI:

1. [aiiTe onpeneneHue O6J1aHKa JOKYMEHTA.

2. Kakue cymiecTByIoT BUbI OJ1aHKOB?

3. Yro mpexacramnseT coboii hopmyisip, hopMyisp-oopazert?

4. HazoBute oTiimuns oOI1ero 0JaHka oT OJlaHKa IMHUChMa.

5. IIpoekTupyroTcst u OJaHKU AJ11 KOHKPETHBIX (OTIEI0B) MOApa3AeeH!I opranu3annn’?

IIpakTHyeckas: padora 3.

Iean padoThl: npuoOpeTeHre yMEHNUH B 0(hOPMIIEHUH MOJI0XKEHUH, JOKHOCTHOW MHCTPYKLIUU
CHENHAINCTA, U3yYeHUE Tapu()HO- KBATU(PUKAIIMOHHBIX XaPaKTEPUCTHK.

3aganusn:

1. U3yunTte TUIOBOE MOJOKEHUE O CTPYKTYPHOM MOJpa3/IeICHUH U Ha €ro OCHOBE pa3zpaboTaiite
HoJI0kKeHHe 00 oT/ese (IKOHOMUYECKOM HIIH FIOPUIHMUECKOM, TN Y4eOHO-METOAUYECKOM OTAEIE).

2. N3yunre KBanupukamoHHbIN CIIPaBOYHUK JOJKHOCTEH PYKOBOJIWTENEH, CIIEHHUAINCTOB U
JIpyTUX CIyXalluX, O3HAKOMbTECh C JIOJDKHOCTHBIMHM OOSI3aHHOCTSAMHU CeKpeTaps-pedepeHTa
(cmermanucta otaena (J1r00ro), TEXHUKA).

3. Ucnonw3ys KBanudukannoHHBIM CpaBOYHMK, pa3paboTaiTe MOKHOCTHYIO HHCTPYKIIHMIO
oreparopa HH(PpOPMAITMOHHBIX CUCTEM U PECYPCOB

KoHTpoJsibHbBIE BONIPOCHI:

1. KakoBo Ha3HayeHHE JOHKHOCTHOW MHCTPYKLUU?

2. HazoBuTe OCHOBHBIE pa3zeiibl TEKCTa HHCTPYKLIUU.

3. [lepeunciure peKBU3HUTHI JOKHOCTHON MHCTPYKIUU.

4. K10 noanuceIBaeT AOHKHOCTHYIO HHCTPYKLIHIO?

5. C KaKuM JI0JKHOCTHBIM JIMIIOM COTJIACOBBIBAETCS TEKCT UHCTPYKIUH?

6. C KaKoro MOMeHTa JJOJKHOCTHAsI MHCTPYKLUS BCTYINAeT B CHITy?

IIpakTnyeckas padora 4.
Heap pabotbi: npuobpeTeHHe yMEHHH B OQOPMIIEHHH PACIOPAIUTENBHBIX JOKYMEHTOB
OpraHH3aIH.



3ananuda:

1. Odbopmute pacnopspkeHue (IIPOJIOJIBHBIA M YTIIOBOW BapHaHT PACIIONOKEHUS PEKBU3UTOR),
ucnonb3ys ciuenyromue aanHsie: OO0 «Konsepcusi», (r. Mocksa), renepanbubiii nupekrop O.10.
Tpodumos. B nensix obecrieueHrst COXpaHHOCTH OJJAHKOB CTPOTOH OTYETHOCTH HEOOXOIUMO Ha3HAYUTh
rnaBHoro Oyxranrepa PomanoBy T.II. OTBETCTBEHHOI 3a MOCTYIJICHHE U XpaHEHUE OJaHKOB CTPOTOH
OTYETHOCTH, CO3/1aTh KOMUCCHIO IO CIIMCAHUIO OJaHKOB CTPOTOM OTYETHOCTH B COCTaBe: Mpe/ceaaTelb
— 3aMeCTUTEeNb TreHepanbHoro aupekropa A.B. Cenesnes, wieHbl KoMuccuu — Beaymmii oyxranrtep C.A.
[TetpoBa, nncnekrop no kaapam A.B. Hukomnaera. KoHTpoib 3a HcnoiHeHHEM paciopshKeHUS AUPEKTOP
ocTaBisIeT 3a coboil. HemocTaronue pekBU3UTH 0POPMUTE CAMOCTOSITENHHO.

2. Odopmure mnpukaz (TPOJOJbHBIA BapHaHT PACHOJIOKEHUS PEKBU3UTOB), HCIOJIb3YsI
cienytouue nanuslie: I'enepanbublil aupexrop OO0 «Konsepcusi» Tpodpumos O.FO. 7 anpens Tekyero
rojia u3zan npukas o0 yrsepxaeHuu [1onoxeHus o nmopsiike pacyeToB 3a okazaHue HHGOPMAIIMOHHBIX
yciyr. FOpUCKOHCYIbTY O (DMHAHCOBO-XO3SIICTBEHHBIM Bompocam Mopo3oBy B.II. u cekperapro-
pedepenty Jsrunesoit E.A. 6b110 mopydeno k 10 ampenst pa3paboTaTh TUIIOBBIE (HOPMBI JOTOBOPOB 00
OKa3aHWM Pa3IMYHBIX BUAOB WH(GOPMAIMOHHBIX YCIYT U CTPOrO KOHTPOJIUPOBATh MX NMPHUMEHEHHE B
NEeSTENIbHOCTH TpeanpusaTus. OTBETCTBEHHOCTh 3a M3TOTOBIEHHE, YYET M COXPAaHHOCTb OJaHKOB
JIOTOBOpPOB Bo3jiokeHa Ha [lsruneBy E.A. KoHTponb 3a uCHMONHEHHMEM TNIpHKa3a BO3JIO0XKEH Ha
3aMmecTuTens TeHepanbHOoro aupektopa A.B. CenesneBa. Henocraromue pexkBu3uThl odopmure
CaMOCTOSITENIbHO.

3. Odopmure mpukas (YrioBoi BapUaHT PACIONOKECHHS] PEKBHU3UTOB), UCHIOIB3YS CIEIYIOIINE
nanubie: MyHununanbHoe yuutapHoe mnpenanpusitue (MVYID) «Pecypewi-lOI» (PocroB-nallony),
Hupextop C.H. MuxaiinnueHko. B ¢Bsizu ¢ aBapuiiHBIM COCTOSIHUEM OTOMUTENIbHOU CUCTEMBI 1iexa Ne 3
HEO0OXO0IMMO TMPUBJICYb K CBEPXYpPOUHOU paboTe paboTHHKOB mexa Ne 3 - HadanpHUKa Iiexa [lerpoBa
M.U., mactepa nyckoHamamoyHoro ydvactka 3aineBa C.C., cnecaps-Hamamuuka PreioaxoBa B.IT.
Hauvanpauky peMoHTHOTexHHMYecKOW ciyxObl J[.J1. MakapoBy opraHu3oBaTh PEMOHTHBIE pabOTHI B
nexe. Cpok wucnomnenuss — 15.02.2022. I'maBHomy Oyxrantepy I'maneimesoit H.II. omnartuts
CBEPXYPOUHYIO palOTy BBIIIEyKa3aHHBIM PAOOTHUKAM B COOTBETCTBUU C yTBepkAeHHbIM B MVYII
«Pecypcr-tOI'» [Tonoxxenrnem 00 omiare Tpya.

Henocraromniye pekBU3UTH 0POPMHUTE CAMOCTOSTENBHO.

4. OcdopMuTe BBIIUCKY W3 MpPEIbIAYLIETr0 MpHKa3a A HayalbHUKAa PEMOHTHO-TEXHHUYECKOU
ciyx6sn1 [I.1. Maxkaposa.

KoHnTpoJsbHbBIE BONIPOCHI:

1. Maiite onpenenenue nprkasa (pacopsKeHus ), peleHus (IOCTAaHOBICHUS).

2. HazoBuTe OTIM4Ms MIpUKa3a OT PEIICHUS.

3. Yro BKiIIOYAET B ce0sl TEKCT PacIOPSIAUTEIBHOTO JOKYMEHTA [0 OCHOBHOM J1€ATEIbHOCTH?

4. Kakumu cinoBaMM pa3JesOTCsl KOHCTaTUPYIOUIasi U PAaclopsIAUTENbHAS YaCTH B PELLICHUSX,
MPHUKa3ax, paCOPsHKEHUSX, YKa3aHUSIX?

5. I'me pa3meniaeTcst BU3a COriacoBaHUs Ha MPUKa3e, pacmopsbKeHun?

Tect (TUIOBBIE BONPOCHI AJIs1 CAMONIPOBEPKH)

B xayecTBe IOATOTOBKH K IK3aMCEHY IO AU CHUIIJIHHE Oﬁy‘-[aIOI].[I/IMCﬂ npeajaaraeTcs

TECTOBasA U MPAKTHYIECCKAA YaCTHU

1. IpoposkuTe «/len0npon3BOACTBOY» — 3TO..

Otser 1 Cucrema XxpaHeHHs TOKyMEHTOB

Otert 2 CocTaBieHHe JOKYMEHTOB

Omeem 3 Ompacne desmenvHoCmU, 0becneuusauas OOKYMeHMUpoB8anue u opeanu3ayuio pabomol ¢
ouyuanbHeIMU OOKyMenmamu

2. YKaKuTe TePpMHUH, MMEIOIIUI TAKOMH Ke CMbICJ, KAK H TEPMHUH «1eJ0NPON3BOACTBO».

Omeem 1 J[lokymenmuposganue

Otger 2 CucreMa J10KyMEHTAIUH



OtBer 3 JloKyMEeHTaIMOHHOE O0ECTIEYCHUE YIIPABICHHS
OtBer 4 JlokyMeHTHpOBaHHAsI HHPOPMAIIHS
3. K kakomMy AOKYMEHTY OTHOCHTCS CJeIYIoIasi XapaKTepHuCTHKA «SABJIAETCS OCHOBHBIM
HOPMATHBHO-METOANYECKHM JOKYMEHTOM, OMNpeIeJsilOIMM H YCTAHABJIUBAIOUIUM eIHHbII
NOPSIAOK COCTABJICHHS, 0(pOPMJICHHS JOKYMEHTOB M Pa00Thl C HUMH B OPraHHU3alum»?
Omeem 1 Hucmpykyus no oenonpouszso0cmesy
OtBer 2 HomenknaTypa aen
OtBer 3 PernameHT paboThl
4. O0s3aTEJBHO JIU J0JAKHA ObITh MHCTPYKIUS O JEJIONPOU3BOACTBY B KAXKIOM yUpeKICHUH,
opranusauum?
Omeem 1 Jla
Otger 2 Her
5. Iloyemy MHCTPYKUMSA 10 [eJONPOM3BOACTBY KOHKPETHOW OpraHu3aliii Bcerja
HHIMBUIYAJIbHA?
Omeem 1, Ilomomy umo oma yuumovigaem 6ce OCOOEHHOCMU, KAK cOCmasa OOKYMEHmO8, MaK u
mexHo02UuU uUx 00pabomxu
Otser 2 Tak Kak OHa B K10 OpraHU3aIlNK pa3padaTbIBaeTCsl pa3HbIMHU JIFOIbMHU.
Otger 3 [ToTroMy 4TO B pa3HbIX OpraHU3AIMIX MTO-PA3HOMY HA3BIBAETCs CIyk0a IeJI0NpOou3BOICTBA
6. YTo 00bIYHO JaeTCsl B PUJI0KEHUSIX K HHCTPYKIHMH 110 /1eJIONPOU3BOJCTBY ?
Omeem 1 Obpazysl 00KyMeHMO8, hopMbl OOKYMEHMO8, PA3IULHble CNUCKU
UU nepeyHu.
OtBer 2 O6pasubl noanuceil pykoBoauTenei, GopMynsipbl TOKYMEHTOB, CIIUCKU TOJKHOCTHBIX JIHII,
MMEIOLIUX MTPaBo MOANNCH JOKYMEHTOB.
7. Ha3zoBuTe BUAbI MUCHbMEHHBIX JTOKYMEHTOB, KOTOpPbI€ BXOJAST B COCTaB YHH(UUMPOBAHHOMI
CHCTEeMbI OPraHM3ALHOHHO-PACTIOPSANTEIbHON JOKYMEeHTalum ?
OtBet 1 OpranuzanuoHHbIE U PACIOPSAIUTEIbHBIE TOKYMEHTHI
OtBet 2 OpranuzalvoHHbIE, pACIOPAAUTENbHbIE U HH(OPMALIMOHHO-CIIPABOYHbBIE TOKYMEHTHI
Omeem 3 Opeanuzayuonnvle, pacnopsoumenvhvle, UHDOPMAYUOHHO-CNPABOUHbIE OOKYMEHMbl U
O00KYyMeHmbl N0 Mmpy008blM OMHOUEHUAM
8. 3a4yem NOKYMEHT HY’KHO NPaBUJIbHO 0OPMJIATH?
Omeem 1 Ymobwl npudams 10puOUYECcKyo CuLy
OtBer 2 YToObI MOJATOTOBUTH K Pa3MHOKEHHIO
OtBet 3 YT0OBI MOATOTOBUTH K COTJIACOBAHUIO
9. Kakoii TI'OCT perimamenTHpyeT npaBWja pasMelleHMs W O0(QOPMJICHHSI PEKBH3HUTOB
OPraHu3alOHHO-PACIIOPSAAUTEIbHBIX JOKYMEHTOB?
Otser 1 I'OCT 6.37-98
Omeem 2 I'OCT P 6.30-2003
OtBer 3 'OCT P 6.30-97
Otser 4 EI'C IOY
10. Ha kakune gokymeHnThbl pacnpocrpansiercss FOCT P 6.30-2003?
Omeem | Ha opeanusayuonno-pacnopsoumenvuvie ookymenmol (OP/]), omunocawuecs «
VHupuyuposanroi cucmeme OPJ]
OtBet 2 Ha Bce JOKyMEHTBI, COMPOBOKIAIONINE NEATEIbHOCTD JH000M OpraHu3aluy, YUpeKICHHUs WIn
NpeANPUSITHUS
Otser 3 Ha ynpaBneH4YecKkre ¥ SKOHOMUYECKHE TOKYMEHTHI
11. BoccTanoBuTe NpoONMyIeHHOE CJI0BO: «PeKBU3HT - 3TO 00s13aTEJILHBIN 2JIeMEHT 0(popMIIeHHS ...
JAOKYMEHTa».
Otser | O¢unmansHOrO
Omeem 2 CnyocebHoco
Ortser 3 Jlro6oro
12. Cko0J1bK0 PEeKBU3UTOB MCIOJIb3YIOTCS PH 0(pOPMJIEHHH JOKYMEHTOB?
Otser 1 29



Omeem 2 30

Otger 3 31

13. Yrto Takoe popmyJisip 10OKyMeHTA?

OtBer 1 HabGop pexkBu3uTOB OGHUIIMATLHOTO THUCHMEHHOTO JOKYMEHTa, PAcCMOJOKEHHBIX B
ONpeIeTICHHOM MOCIe0BaTeIbHOCTH

OtBet 2 Onucanue nopsiika ohopMIIeHHS] PEKBU3UTOB ISl KOHKPETHOTO BUIa JOKYMEHTA

Omeem 3 Dopma KOHKpemHO20 OOKYyMeHma, NOO20MOBIEeHHAs 8 8ude mekcma mpagapema

14. Ot 4ero 3aBHCHUT KOHKPETHBI HA00P HEOOXOTUMBIX PEKBHU3HTOB Ha

AOKYMeHTe?

Oteer 1 Ot crmoco0a MOATOTOBKH JTOKYMEHTA, BEIOpaHHOTO (hopmaTa OymMaru U TEXHOJOTUH PabOTHI €
JIOKyMEHTaMH, IPUHATON B OpraHu3aluu

Omeem 2 Om 6uda 0OKyMeHma, smana e2o no020mMosKu 1 pabomul ¢ HUM

Otser 3 OT pemieHus aBTOpa JOKyMEHTA U OT KBaTH(PHUKAIIUN UCTIOIHUTEISA

15. Cko0JbKO BapHAHTOB OJIAHKOB YCTAHOBJIEHO B 3aBHCHMMOCTH OT CIOC00a PAaCIOJIOKEHUS
PEeKBU3UTOB?

OtBer 1 Oqun

Omeem 2 J[sa

OtBet 3 Yetnipe

16. Kakue Tpu Bija 0JJAaHKOB YCTAHOBJIEHBI /1JIs1 OPraHU3AlMH, ee CTPYKTYPHOI0 NoApa3aejieHus
M JOJIKHOCTHOIO Jinna?

Omeem 1 Obwuii baank, O1aHK NUCbMA, OJIAHK KOHKPEMHO020 8U0d OOKYMeHma

OtBer 2 bnank BHYTpeHHUH, BHEITHUHN U 11 (pakcoB

OtBer 3 bnank 151 paciopsSAUTENBHBIX JOKYMEHTOB, JUIsl TUCEM U JIJIsl CIIPABOK

17. B cooTBeTCTBUM ¢ KAKMMU JOKYMEHTAMH MOMEIIAIOT HA OJIAaHKAX OPraHu3anuu ee amoJaemy?
Omeem 1 B coomeemcmauu ¢ ycmagom (noioxcenuem 0o opeanuzayui)

OtBer 2 B COOTBETCTBMHM C MPUKA30M PYKOBOIHUTENS, 3aKPEIUIAIONIMM OIpeAeTIeHHBIH Ccrocol
U300paxeHUs SMOIEMBI

OtBer 3 B COOTBETCTBUU C JIMIIEH3UEN, BBIJAHHOW HA TOT WJIM UHOM BUJ AESTEIBHOCTA OpPraHnu3alun
18. Koraa Ha 1okymMeHTaX NPUBOASIT COKPallleHHOe HAUMEHOBAHUE OPraHu3anuu?

Omeem 1 Kocoa ono 3akpeniero 8 yupeoumenbHvlX OOKYMEeHmMax opeaHu3ayuu

OtBer 2 Korna 1okyMeHT OOJBIION, 1 HEOOXOAMMO COKOHOMHUTh MECTO Ha TOJIe JOKYMEHTa

Otger 3 Korna npuka3zom pyKOBOJUTENS Pa3pelIeHO €ro UCIOIb30BaHUE

19. Kakue cBeeHUsI NPUBOAST B CIPABOYHBIX IAHHBIX 00 OpraHu3anuu?

OtBer 1 ®opMa COOCTBEHHOCTH, Ha3BaHUE JIOJDKHOCTH M (aMUIMsI PYKOBOAMUTENS, HAUMEHOBAaHUE
BBIIIECTOAIIECH OpraHu3aIuu

Omeem 2 [loumoswiii adpec, Homep mene@ona u opyaue c8edetuss N0 YCMOMPEHUI0 OPaHU3aAYUU

20. BoiOepuTe npaBuJibHbI BapUAHT 0()OPMJIEHUS MOYTOBOr0 ajapeca B «CNpaBoOYHBIX JaHHBIX
00 opraHM3anumu-aBTOpPeE».

Oteer 1 OAO «Tunor»

yi1. 3omotapeBckas, 3, opuc 112,

r. YiubsHOBCK, 212109

Omeem 2 OAO «Ilunomy

212109, e. YVavanosck,

ya. 3onomapesckas, 3, ogpuc 112

21. «/laTa» - 00s13aTeIbHBII PEKBU3UT B JTIOO0OM JOKYMeHTe?

Otser 1 Her

Omesem 2 Jla

22. Kakoif MOMEHT MOKeT CUYUTATHCSI OCHOBHOM JaTOH JOKyMeHTa?

Ortsert | Beerna - 310 1ata noanucaHus 10KyMEHTa

Omeem 2 Dmo modxcem Obimb 0ama noONUCAHUS, YMBEPIHCOEHUS OOKYMEHMA UNU

oama codovimusi, 3aQPUKCUPOBAHHO2O 8 HEM

OtBer 3 D10 naTa yTBEPKACHUS WIH COTJIACOBAHUS IOKYMEHTA
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23. BoiOepuTe npaBHIIbHBIN €c110c00 0opMIIeHHs JaThI IPH PerucTPallii NUCbMAa WM NPUKa3a?
Otser 1 14.12.2010

Otser 2 14.12.10

Omeem 3 14.12.2010 2

24. PerucTpaniuoHHbII HOMeEP J0KYMEHTA - 3TO... (BbI0epuTe NPaBH/IbHbII BAPHAHT NPOAOJIKEHHS
onpeaeeHus ).

Omeem 1 E2o ycnosnoe yughposoe (unozoa Oykeenno-yugposoe) obosnauenue, npocmasiiemoe npu
peaucmpayuu

Otser 2 ITopsAKOBBI HOMEP JOKYMEHTa B OPraHU3allMU-OTIIPABUTENE

Otser 3 [lopsiikoBBI HOMEP JOKYMEHTa B OpraHU3aIMU-TI0ydaTelie

24. B kakux cJy4asX HCHOJIb3yeTcsl peKBU3NT «CChlIKa HA pPerMcTpPallMOHHBIA HOMep M AaTy
TOKYMEHTa»?

Omeem 1 Kozoa 0oxymenm 2omosumcsi 6 omeem Ha Kakot-mo 3anpoc, uiu no020magiueaemoe nucbMo
ABNACMCA OMBEMOM HA OPY20€ NUCbMO

Otser 2 Korja B TekcTe TOKyMEHTa HY>KHO CZEJIaTh CCBUIKY Ha APYroil JOKYMEHT (HOpMaTUBHBIN aKT,
HOJIOXKEHHUE, MHCTPYKIIHIO)

26. Korna opopmasiercs: pekBu3uT «MecTo cocTaB/IeHUs] WM U3JAHUA JOKYMEHTa»?

Omeem 1 Bcezoa, Ha Kax)coom 0oKymeHme

OtBer 2 B Tex ciydasix, €ciu 3aTpy/IHEHO ONPe/ICIICHIUE MECTa COCTABIICHUS

WIN U3/1aHUs JJOKyMEHTa o pekBu3uTaM «HanmeHnoBaHue opranuzannm» win «CrpaBoyHble JaHHbIE 00
OpraHHu3aLuny»

Otser 3 Bo Bcex cimyyasix, KOrza JOKYMEHTBI OTIIPABIISIOTCS U3 OpraHu3aliu

27. BbiOepuTe npaBHIBHBbIN BapuaHT odopmieHusi pexkBusuta «I'pud yrBep:xkaenus», xoraa
YTBEPKIACHUE TPOUCXOIUT TOJKHOCTHBIM JIMLIOM.

Omeem 1 YTBEPK/[AIO

Jlupexmop 340 «Ilunom»

Iloonucwe A.B. [lemposg

23.09.2009

OtBer 2 YTBepxkaao

Hupextop 3A0 «IIunor»

[Toamuce A.B. Ilerpos

23.09.2009

Otser 3 «YTBepxaa0»

Hupextop 3A0 «IIunor»

[Toamuce A.B. [Terpos

23.09.2009

28. B kakoM MecTe JOKYMEHTa pPacnoJiaralor rpu¢ yrsep:kaeHus 10KyMeHTa?

Otser 1 B neBoM BepxHEM yTiry

Otser 2 Ilo neHTpy BEPXHETO MOJIS

Omeem 3 B npasom eepxmem yany

29. I'ne yka3bIBalOTCsl HHULIMAJIBI IPU aIPeCOBAHUH JOKYMEHTA J0JLKHOCTHOMY JHITY?

Omesem 1 Ilepeo pamunuet

Ortger 2 [locne ¢pamunuu

30. I'ne yka3bIBalOTCSl HHUIIHAJBI IPH AIPECOBAHUM JOKYMEHTAa GU3NYeCKOMY JIHILY?

Otger 1 Ilepen dhamumnueit

Omesem 2 Ilocne ¢hpamunuu

31. Yro BKJIOYAET B ce0sl pe30JIIOLMs, HANUCAHHAS HA [OKYMEHTe COOTBEeTCTBYIOIINM
JAOJKHOCTHBIM JINLIOM?

Omeem 1 @amunuro, UHUYUATLL UCNOIHUMENEU, COOEPICAnUe NOPYUeHUs (NpU HeoOX00UMOCmU), CPOK
UCNONHEHUS, NOONUCL U 0amy

OtBer 2 MHunuansl UCTIOTHUTENEH, (aMUIINIO, COepKaHUE TTOPYUCHHS (TIPU HEOOXOIUMOCTH), CPOK
WCIIOJIHEHUS, TIOANNCH U 1aTy
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Otger 3 ®amMuiIni0, UHULUAJIBI UCTIOTHUTENEH, COIepKaHUE TOPYUECHUS

(pu HEOOXOUMOCTH ), CPOK MUCIIOJIHEHHUSI, TTOITUCH

32. YTo 10/17KeH BKJIIYATh PEKBU3UT «3arojI0BOK K TeKCTy»?

Omeem 1 Kpamkoe codepaicanue 0OKymeHma

OtBet 2 AHHOTAIUIO

OrtBet 3 KpaTkoe Ha3BaHUE IOKYMEHTA

33. Ha kakue BOIPOCHI MOKET 0TBEYATh PEKBU3UT «3aroJiIOBOK K TEKCTY»?
Omeem 1 O uem (o kom)? Yeeo (kozo0)?

Otsert 2 Komy? YUemy?

Otger 3 Uto? KT0?

34. CBsI3HBII TEKCT, KaK IPaBUJIO, COCTOUT M3 ABYX 4acTteil. UTo yka3pIBalOT B nepBoii yactu?
Omeem 1 Ilpuyunsl, ocHo8aHUs, Yeau cocmasieHus 0OKyMeHma

Otger 2 Perienusi, BBIBOJIBI, MPOCHOBI, IPETIOKEHUS, PEKOMEHTAIUN

35. K nucbMy npuk/aabiBaeTcs mojokeHue o KpeauTopaHu. Kak opopMuTh 0TMETKY 0 HATUYMHU
NMPWIOKEHHs, €CJIM OHO HA3BAHO B TeKCTe muchbma?

Ortser 1 IIpunoxxenue: Ha 5 1. B 2 9K3.

Omeem 2 Ilpunoscenue: 1. [lonoscenue o kpeoumosanuu Ha 5 . 8 2 3K3.

36. Kakum pekBu3uTOM 0(popMJIsieTCs BHYTPEHHEE COTJIACOBaAHUE (BHYTPH yupe:KkaeHus)?
Omeem 1 Busoii coenacosanus

Ortser 2 ['pudom cornacoBanus

37. Kakum pekBH3UTOM odopMIIsieTcs BHELIHee COrIacoBaHue (€ IPYrHMH YUYpesKAeHUusAMH)?
Otser 1 Bu3oii cornacoBanus

Omeem 2 I pughom coenacosanus

38. BbiOepuTe npaBwibHbIi BapuaHT odopmienusi «I'puda corsacoBanus» ¢ JOJKHOCTHBIM
JIMLIOM.

Otger 1 «CornacoBaHo »

Hupexrop OAO «ITunor»

[Tonnuce B.B. IletpoB

08.04.2010

Omeem 2 COIJIACOBAHO

Lupexmop OAO «llunomy»

Iloonuce B.B. I[lempog

08.04.2010

Otger 3 «COI'JTACOBAHO»

Hupexrop OAO «ITunot»

ITonnuce B.B. Ilerpos

08.04.2010

39. BriGepute mpaBuiibHbIN BapuaHT odopmieHus «['puda cormacosa-

HUSD TIPHU COTJIACOBAHUH JIPYTUM JJOKYMEHTOM.

Otger 1 COIJIACOBAHO

ITucemo Munsznpasa Poccun

ot 05.09.2000 Ne 65-17/184

Otser 2 COT'JIACOBAHO

IIncemom Munsapasa Poccun

ot 05.09.2000 Ne 65-17/184

Otger 3 «COI'JTACOBAHO»

[Tucemo Mun3apasa Poccun

ot 05.09.2000 Ne 65-17/184

40. Yto BKJIIOUYAET B ce0sl BU3a COIJIACOBAHMS JOKyMeHTa?

Omeem 1 Iloonucs u 0ondcHocms 8U3UPYIOUE20 OOKYMEHN, PACUUUDPOSKY
noonucu u 0amy noONUCAHuUs

Otger 2 [loanuck u AOKHOCTh BU3UPYIOLIETO TOKYMEHT, €ro HoMep TenedoHa
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Otger 3 Iloanuch BU3MPYIOLIETO JOKYMEHT U ATy TOANUCAHUS
41. llepeunciaure 3jieMmeHTbl pekBu3uTa «Ilognucny.
Omeem 1 QOb6o3nauenue OondCHOCMU JUYA, HOONUCABULE2O OOKYMEHM, PYKONUCHAS NOONUCH,
pacuiugposka noonucu (UHUYUAILL, Pamuius)
OtBer 2 PykonucHas NOJMKCH JIMIIA, MOAMKUCABIIETO JOKYMEHT; paciii(poBKa MOANUCH (MHUIHAIIBI,
bamumus)
OtBer 3 PykonucHas OANKCH JIMLA, TOJNUCABIIETO JOKYMEHT
42. Ecau Q0OKYMEHT MOATrOTOBJIEH HAa OJIaHKe OpPraHM3aluu, HYKHO JIM NPH 0003HAYEeHUH
JAOJKHOCTH JIMIA, MOANUCABIIET0 T0KYMEHT, YKa3bIBATh
Ha3BaHUE OpraHu3anuu?
Otger 1 Jla
Omeem 2 Hem
43. B xakoM cjiyyae npu 0(pOpMJIeHHH IOKYMEHTA J0JIKHOCTD JIMIA B MOANMCH He YKa3bIBAKT?
Otser 1 JIoKHOCTD JUIIA B TIOAMKMCH 00s3aTENIBHO JOJIKHA OBITh yKa3aHa
BCErza
Otser 2 [Ipu odopmieHnn Ha G1aHKe JOMKHOCTHOTO JTUIA
Omeem 3 IIpu oghopmnenuu na oowem d1anke
44. Kak odopmisiercsi 10/KHOCTH B pexkBudute «Iloamuchb» npm moanmucaHUU JOKYMEHTA,
COCTABJICHHOT0 KOMHCCHEH?
Omeem 1 Ykasviearom e 0ondicHocmu 1uy, NOONUCLIBATOWUX OOKYMEHM, d UX
0053aHHOCMU 8 COCMABE KOMUCCUU
OtBet 2 YKa3bIBalOT JOHKHOCTH JIUI U KX MECTO PaOOTHI
45. JInst 4ero Ha JOKYMEHTAaX NPOCTABJISAIOT OTTUCK Me4yaTu?
Omeem 1 [[ns 3a6epenuss nOOIUHHOCMU NOONUCU OOJIHCHOCMHO20 TUYA
OtBer 2 J511 NOATBEPKIEHUS JOCTOBEPHOCTH TEKCTA TOKyMEHTA
Otser 3 Jlnsa obecrieueHus rapaHTUX UCTIOJTHEHHS TOKYMEHTa
46. Hy:xHo0 /11 NMCbMO, IOATOTOBJIEHHOE HA OJIaHKe, Y10CTOBEPSATH Ne4aTbio?
Otser 1 Jla, Bcerma
Ortser 2 Her, Hukorma
Omeem 3 HyoicHo moibKo 2apanmuiiHoe NucbMo
47. Yto BK/JIIOYaeT B ceds1 0TMETKA 00 MCIOJIHUTeIe?
Omeem | Hnuyuanel u pamunuro ucnonnumens 0OKyMeHma, u Homep e2o meieqgona
OtBet 2 ®aMuiInio, UMs 1 OTYSCTBO HUCIIOJIHUTEIIS IOJIHOCTBIO
Otser 3 Homep Tenedona ncnoaHurens
48. C kakoil HeJbI0 HA CJIYKeOHOM NHCbMe YKa3bIBAlOT HWHMUMAJBI, (pamMuanio u TeaedoH
HCIOJIHUTEJIS:
Omeem 1 [[ns onepamusnou cesa3u ¢ UCnoIHumenem
Otsert 2 Jlns npuaanus JOKYMEHTY IOPUINYECKON CHITBI.
49. Beibepute npaBuiibHbIN BapuaHT opopmiieHus «OTMETKH O 3aBEPEHUH KOTIUNY.
Ortser 1 3aBepsro:
Wucnekrop otnena kaapos Jlnunas noanuce @.P. Kpyns 17.07.2010
Omeem 2 Bepno
HUncnexmop omoena kaopoe Jluunas noonuce @.P. Kpyaw 17.07.2010
50. Ecai B pe30sIOLMH YKA3aHO HECKOJIbKO MCIOJHHTENe, TO KTO OTBe4aeT 32 BbINOJHEHHE
Nopy4eHusi pyKkoBoauTtes?
Omeem 1 Jluyo, ykazanuoe 6 cnucke ucnoiHumesnel nepevim
Otger 2 JIuno, onpeneaeHHOe COOTBETCTBYIOIUM JAOMOJHUTENbHBIM YKa3aHUEM PYyKOBOIUTEIS
Ortser 3 JIuuo, KOTOpOMy IepBOMy OyZeT nepeaaH JOKYMEHT Ha UCIIOJTHEHUE
51. Koraa Ha foxkyMeHTe npocrasJisieTcsl peKBU3UT «OTMeTKA 0 KOHTpOJIe»?
Omeem 1 Ecnu 0okymenm gasiceH, u He06Xx00UMO npedomspamums e20 HOmepro
Otsert 2 Eciiu JOKyMeHT TpeOyeT UCTIOTHEHUS U OepeTcsi Ha KOHTPOJIb
Otser 3 Korna cekpetaps O0uTCS 320bITh CPOK UCIIOTHEHUS TOKYMEHTa
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52. KakuMm 00pa3oM JeJIal0T OTMETKY 0 KOHTPOJIe 3a HCIIOJIHEeHHeM I0OKyMeHTa?

Omeem 1 Obosnauarom Oykeoti «K», cnosom unu wmamnom « Konmponoy

Otsert 2 O603HauatoT OykBoii «1», ciioBom wiu mrammnom «McrnomHeHO»

Otser 3 O603HavarOT OyKBOI «By, cToBOM Hin mTamMnoMm «BeImoaHEeHOY

53. Kro mnoamuchiBaeT M JaTHpPyeT PeKBU3UT «OTMeTKa 00 WHCINOJHEHUM JOKYMeHTa U
HaINlpaBJIEHUH €ro B /1eJ10»?

Omeem 1 Pykoeooumenv opeanuzayuu

OtBer 2 PykoBoauTtens cinyx0b1 JJOY

Otser 3 McnonHuTenb, paboTaBIINi C TIOKYMEHTOM, HITH PYKOBOJUTENH €T0

CTPYKTYpPHOTO MOJpa3aeIeHUs

54. BbiGepuTe NMpaBUIbHO YKA3aHHbIe MUHHMAJBHO JIOMYCTHMBbIE pa3Mephl IMoJieil, KOTOpbIe
yCTaHABJIUBAET JJIsl YNPaBJIeHYEeCKHX JOKYMEHTOB

I'OCT.

Otser 1 JleBoe =20 mM, BepxHee =15 mm, paBoe =10 MM, HkHEee =20 MM

Ortser 2 JleBoe =20 MM, BepxHee =10 mm, npaBoe =15 MM, HuxHEE =20 MM

Omeem 3 Jlesoe =25 mm, sepxnee =10 mm, npasoe =10 ymm, nudcree =10 mm

Otger 4 JleBoe =30 MM, BepxHee =20 MM, paBoe =10 MM, HHKHEe =20 MM
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3. YueOHO-MeTOANYECKOE H HHPOPMALIMOHHOE o0ecnieyeHne MOaYyJIst

3.1.1. OcHOBHBIE 3JIEKTPOHHbIE U3IAHUS

1. JlokymeHTanmoHHOe obecrieueHue yrpasieHus. JJokyMEeHTOO00pOT U JeNONpOU3BOACTBO:
y4eOHUK U MPAKTUKYM JUIs cpesiHero npogeccuonansHoro obpazoBanus / Y. H. Kysuenos. — 4-e usn.,
nepepab. u jgom. — MockBa: W3marensctBo IOpaiit, 2023.— 545c¢.— (IIpodeccrnonansHoe
obpazoanue). — ISBN 978-5-534-16004-8.

2. JIOKyMEHTAllMOHHOE ~O0ECHEeYeHHe YIpPaBIEHHS: YyYeOHMK M NPAKTHKYM JUIA  CPEIHETO
npogeccruonanbHoro oopazosanus / JI. A. Jloponuna, B. C. Uputukosa. — 2-¢ u3., nepepad. u gon. — Mocksa:
WznarenscrBo Opatit, 2023. — 270 ¢. — (Ilpodeccuonansroe obpaszoanue). — ISBN 978-5-534-16017-8. —
Tekct: anexTponubi / ObpasoBatensHas miathopma FOpaiir. — URL: https://urait.ru/bcode/530252.

3. JlokymeHTanmoHHOEe obecreueHne yMpaBieHUs (C OCHOBAMHU apXHMBOBEACHHUA): ydeOHOE
nocobue / M. U. bacakoB. — MockBa: KuoPyc, 2023. — 216 ¢. — ISBN 978-5-406-11367-7. — URL.:
https://book.ru/book/948724.

4. JlokyMeHTalluoHHOe oOecrmeueHue ympapineHus: yueOHuk / B. B. Bapmynn. —Mocksa:
FOctumust, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.: https://book.ru/book/942707.

5. JlIokyMEeHTaIlMOHHOE OOECTICYeHHE YIPaBICHUS: YYEOHMK W TPAKTUKYM ISl CPEIHEro
npodeccuonanpHoro obpaszoBanusi/ U. K. Kopuees, A. B. Ilmenko, B. A. Mamypres. — 3-¢ u3f.,
nepepadb. u jgom. — MockBa: HW3marensctBo IOpaiit, 2023.— 438c.— (IIpodeccrnonansHoe
obpazosanue). — ISBN 978-5-534-16002-4. https://urait.ru/bcode/523611.

3.1.2. JlonoJIHUTEIbHbIE HCTOUYHHKH

1. JlokymMeHTallMoOHHOE oOecreueHue ymnpaBieHus. JJoOkyMeHTOOOOpOT U AENOMPOU3BOACTBO:
y4eOHUK M MPAKTUKYM Ui cpeaHero npodeccuonanbHoro oopazosanus / 1. H. Ky3uenos. — 4-e u3n.,
nepepad. u jom. — MockBa: M3amarensctBo HOpaiit, 2023.— 545c.— (IIpodeccuonambHoe
obpazosanue). — ISBN 978-5-534-16004-8. — URL.: https://urait.ru/bcode/523613.

2. loxymenTanmonHoe obecnieyeHue yrpasieHus: yaeOnuk / beikosa T.A., mox pen. u 1p. —
MockBa: KuoPyc, 2020. — 266 c¢. — (CIIO). — ISBN 978-5-406-05649-3. — UR:
https://book.ru/book/932895.

3.1.3 UnrepHer-pecypcebl: Ilepeyens UHTepHeT-pecypcoB, HEOOXOAMMBIX /ISl OCBOEHUS
AUCHHUTLIHHBI

J111g ocytecTBiIeHHst 00pa30BaTeIbHOTO MpoIiecca Mo AUCIUILTHHE, HCTIONb3YIOTCS CIeAYOIINe
aneKTpoHHbIEe OubMnoTeunsie cucteMsl (3BC):

1. https://znanium.com/

2. http://urait.ru//

3. https://e.lanbook.com/

Jl51g ocy1ecTBiIeHHs 00pa30BaTeIbHOTO MPOIiecca M0 AUCIUILIINHE, UCTIONb3YIOTCS CIIEAYOIINe

npodecCHOHAIbHBIC Oa3bl TAHHBIX:
1. https://globalf5.com/ - DnexTpoHHas 6nbIMOTEYHAS CUCTEMA
2. https://znanium.com/ - DneKkTpoHHast OMOIMOTEUHAas CUCTEMa
3. https://rusneb.ru/ - DnexTpoHHass OUOIHOTEUHAS CUCTEMA
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@oHJ ONEHOYHBIX CPEACTB COCTAaBIEH B COOTBETCTBHM ¢ DelepalbHBIM T[OCYIaPCTBEHHBIM
00pazoBaTeIbHBIM CTAaHIAPTOM CpeqHero mpodeccHoHaIbHOro 0o6pazoBanus 1o npodeccuun 09.01.03
Omnepatop nHGOPMAIIMOHHBIX CHCTEM M PECYPCOB, YTBEPXKIEHHBIE pUKazoM Munnpocsemenus Poccuu
ot 11.11.2022 Ne974.

@oHJT OIIEHOYHBIX CPEJICTB IpeJHa3HAueHa Ul NPEeNoJaBaHMs IUCIMILUIMH O0IIEenpodecCHOHAIBHOrO
1uKiIa obydaromumcs ouHor (opmbel oOydenus mo mpodeccun 09.01.03 Oneparop uHGOPMAHMOHHEBIX
CHCTEM U PECypCOB.

Oprammzanusi — pa3paboTymk: ABTOHOMHAs HEKOMMepuecKas OpraHusanus npo(ecCHOHAIBHOTO
obpaszoBanus «CeBepo-KaBkasckuii akageMuueckuii MHOTONpoGHIBHBIM KOJUIEIK», ropox CTaBpomos
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