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L HHACITIOPT

OOHJA OLEHOYHLIX CPEACTB

10 y4eOHOM TUCUUTIIMHE

OI1. 06 «/lokvMeHTalMOHHOE 00ecriedYeHne VIIPaBIeHUsD)
llammenoBaHue

Pesyararnt 00yuennn OK llammeHoBaHue o

, LEHOYHOTI'0 CPE/ICTBA
(ocBoennLIe ymennsl, IIK TEMbi TeKyUIUi NMPOMEKYTOYHAsA
YCBOEHHBIE 3HAHNSA) yim POMEKY

KOHTPOJIb aTTecTanus
Ymenus:

OCYIIECTBIIATh OKO01 | Temal.l.Ilousrue o Juddepenipon
XpaHEHHE U TTOUCK OK09 | mokyMeHTailOHHOM YcTHBii onpoc AHHBINA 324YET B
JOKYMEHTOB; 00eCIIeUeHNH YITPABIICHYS, [TpakTudeckue TECTOBOI1 hopme

MPUMCHSTH Ha JOKYMEHTE U crocobax 3aaHus o y4eOHO
[paKTTe JOKyMCHTHPOBAHUS Pemrenne JCIIITUTHHE
rOCyJapCTBEHHbBIE Tewma 1.2. HopmarusHo- GHIL{ HIMOHHBIX
CTaHAAPTHI, IPYTUE mpaBoBast 6aza 3a1aq [Nepeuens
HOPMAaTUBHO- JOKYMEHTAIIIOHHOTO CamMocTosiTenbHas | BOIIPOCOB JUIS
METOIIYECCKUE obecrieueH s yIpaBICHUs pabota TIOJITOTOBKH K
JIOKYMEHTHI, Tema 1.3. CriocoObI 1 TpaBmia TectupoBanue BBETOJIHEHUIO
perIaMEeHTUPYIOTHE CO3MIaHUs TOKYMECHTOB TECTOBBIX
OpTaHU3aLINI0 Tema 2.1. Odopmienue 3aaHUI
JIOKYMEHTAIIIOHHOTO rH()OPMAIIIIOHHO-CIIPaBOYHOM
00eCIIeUeHHS YIIPABIICHUST; JOKyMEHTALIUH

Tema 2.2. OdopmiieHue
OpraHU3aIuOHHO-
pacnopsIuTeIbHON
JOKyMCHTAIIUH

Tema 2.3. OdopmiicHue
KaJpOBOX TOKYMEHTALN
Tema 2.4 JIoroBopHO-TIpaBoBast
JIOKYMEHTaIus

Tema 2.5 IIpeTeH3noHHO-
HCKOBast JOKYMCHTalHA
Tewma 3.1 TexHosorus
JIOKYMEHTO000pOoTa B
OpraHM3aHsX (YUpeKICHHX )
Tema 3.2 OcobeHHOCTH
JICTIOTIPOM3BOCTBA T10
0o0paTeHusAM rpaXKaaH u
KOH(UICHIIHATBHOTO
JICTIONPOU3BOICTBA

Tema 3.3 Cucremarusanus
JIOKYMEHTOB, ()OPMHPOBAHHUE HX
B JIeNIa M [iepe/iava B apXxuB

COCTaBIISATb U OKO01 | TemaZ2.1. OdopmieHue
TPABIITEHO O(OPMITAT OK 09 | undopMailllOHHO-CIIPABOYHOM
OCHOBHBI€ BUJIBI ITK1.1 | noxymeHTarmu
OpraHU3aIMOHHO- ITK12 | Tema 2.2. OopmircHre
pacropsauTeNbHBIX ITK1.3 | opranm3amuoHHO-

JIOKyMEHTOB; pachopsaAnTEIbHOR

0hopMIATh JIOKyMCHTAIIUH
HH(OPMAIIIOHHO- Tema 2.3. OpopmiecHue
GTtQBIBOYIT O KaJJpOBOM TOKYMEHTALIUH
JIOKyMEHTAIIHIO; Tema 2.4 JIoroBopHO-TIpaBOBast

oopmLsITh JIOKyMCHTAIIUS
KaJIpOBYIO Tema 2.5 [IpeTeH3MOHHO-

JIOKVMEHTAIIUIO: HCKOBas JOKVMEHTAIHSI




TEXHOJIOTHIO
OpraHu3aIuH
JIOKYMEHTO000pOTA B
OpraHu3aLusx

(Y4pexaeHusIX).

oopmiATh Tema 3.1 Texnonorus
TIPETEH3NOHHO-MICKOBYIO OpraHu3ayu
JIOKYMEHTAIIHIO. JIOKyMEHTOO00pOTa B
OpraHu3aIUsIX (YUpesKACHHIX )
Tema 3.2 OcoberHocTH
JIETONPON3BOJICTBA TI0
00paTeHUsIM IpaskAaH U
KOH(UICHIIHATBHOTO
JIETIONPOU3BOICTBA
Tema 3.3 Cuctemarusarist
JIOKYMEHTOB, ()OPMUPOBAHUE HX
B JIeT1a ¥ TIepeiada B apXuB
3HaHus:
tepmuHosiornto B | OK 01 | Tema 1.1. ITonsitie o YcTHBIN OIpoc Nuddepenipos
obnactu OK09 | JOKyMEHTAIIOHHOM [IpaxTuueckue AHHBIA 339eT B
JOKYMEHTAIIIIOHHOTO 00eCTIeUeHIH YIIPaBICHHS, 3agaHus TECTOBOI (hopMe
o0ecrieueHns yrpaBJIeHuUS; JIOKyMEHTE U CIIoco0ax CamocrosTenbHas| 110 yaeOHOI
HOPMAaTUBHBIE JIOKYMEHTHPOBaHUSI pabota TTUCIIITUTAHE
JIOKYMEHTHI, Tema 1.2. HopmarusHO- TectupoBanue
perilaMEeHTUPYIOTHE npaBoBas 6aza ITepeuenn
COCTaBJICHUE U JIOKyMEHTAIII[OHHOTO BOIJ30GOB ISl
otopmieHnE obecrieueHys yIpaBICHUsI TIO/ITOTOBKH K
JIOKYMCHTAIIUH 1 TTOPSIOK BETOJTHEHUTO
ee 00paboTKH; TECTOBBIX
3aJaHuI
rpaBuiIa OK 01 [ TewmaZ2.1. Opopmnenue YCTHBIN OnpOC
COCTaBIICHHS U OK 09 | mH(bOpMAIIIOHHO-CLIPABOYHON [paxTuueckue
oopmiteHus ITK1.1 | moxymeHTtanmu 3a/1aHus
0]ATdHU3JIIIOHHO- ITK12 | Tema 2.2. OdopmicHue CaMocrosrensHas
pacropsauTeIbHBIX ITK1.3 | opraHW3aIMoOHHO- pabota
JIOKYMEHTOB, BXOIATIHX B pactopsauTeIbHON Pemrenne
YHupHUIIpOBaHHYIO JOKyMCHTAIIUH G| HLMOHHbIX
CHCTEMY OpraHU3aLMOHHO- Tema 2.3. Odopmnenne 3a1a4
pactopsANTENbHBIX KaJIpOBOW TOKyMEHTALIUH TectupoBanue
JIOKYMEHTOB, Tema 2.4 JloroBopHO-TIpaBoBast
YHudumpoBaHHyo JIOKYMEHTALMS
CHCTEMY ITePBHYHOM Tema 2.5 TIpereH3noHHO-
YUYETHOM JOKyMEHTAlINH B WCKOBas TOKyMEHTALUA
YacTH JIOKyMEHTAIMH TI0 Tema 3.1 TexHonorus
y4eTy Tpyaa; OpraHu3aIru
JIOKyMEHTO000pOTa B
OpraHrzalusIX (YIperxaeHHsIX)
Tema 3.2 OcoberHocTr
JIeTIOTIPOU3BOJICTBA TI0
00paTeHUsAM IpaXkIaH U
KOH(UICHIIMATBHOTO
JIETIONPOU3BOCTBA
Tema 3.3 Cucremarusarust
JOKYMEHTOB, ()OPMUPOBAHNE HX
B JIeJ1a U TIepeiavya B apXuB
TIOPSIIOK OK 01 Tema 3.3 Cucremartuzanus ®poHTaIBHBIN
nposeneHns dkceptussl | OK 09 | mokymeHTOB, pOpMUPOBaHUE UX | OTtQOG
LEHHOCTU JOKYMEHTOB U ITK1.1 | B nenma u nepenaya B apXuB Pertenue
ITOATOTOBKU JIeH K ITK12 | opranuzarmu GUIdLIHOHHBIX
apXUBHOMY XpaHEHHIO. ITK1.3 3a1a4d




KpnTeplm OICHUBAHWA

B 6 Onenka
uj paboThl 5 3 7] £
@pOHTANIbHBIN | HE3HAHUE OTBETA 3HAHUE U JTAET OTBET, II0JIHO U
orpoc Ha MIOHUMaHUe YIIOBJIETBOPSIO | apryMEHTUPOBAHO
COOTBETCTBYIOIIEE | OCHOBHBIX WA TEM XKe OTBEYAaeT 0
3aJlaHue, MOJIOKEHH TpeOOBaHUSAM, COJZICPKAHUIO
JOITYCKAaeT OIIMOKK | TeMBbI, HO: YTO U IS BOIPOCA;
B GOPMYJHPOBKE | M3Iaract OLICHKH «5», HO | OOHapyXHBaeT
oTpezieNieHui 1 MaTepual normyckaer 1-2 | moHumaHue
paBu, HETOJIHO U OIITMOKH, MaTepuaa
UCKKAIOIUE UX | JOIMyCKaeT KOTOpBIE CaM K€
CMBICI, HETOYHOCTHU B HCTIPABIISIET
OecropsiIoYHO U OTIpEe/IeTICHUN
HEYBEPEHHO MOHSTHI; HE
u3JaraeT yMeeT
MaTepuall. JIOCTATOYHO
rJIyOOKO U
JI0Ka3aTeIbHO
000CHOBAaTh CBOU
CYXKIEHUS U
MIPUBECTH CBOU
IPUMEPBI;
M3JIaraeT
MaTepual
HEToCye0BaTelb
HO M JIOITyCKaeT
OLLIMOKH.
[TpakTnueckas | oOyuaronmiics oOyyarommuiicst B | oOydJaroumiicsi | oOydJaronmincs
pabora UMEET IEJIOM OCBOMJI TOKa3aJl 3HAaHUE | MMEET TIIyOOKHe
CYILIECTBEHHBIE MaTepual y4eOHOTO 3HaHUS Y9eOHOTO
npoOeIbl B MPAKTUYECKOU Mmarepuaia, Marepuala 1o Teme
3HaHUX paboThI, OTBETHII | YCBOMII MPAKTUYECKON
OCHOBHOI'O HE Ha BCE OCHOBH 10 paboThl,
y4eOHOTO YTOUHSIIOIUE | JIUTEPATYpY, MOKa3bIBAET
MaTepuaia JIOTIOJTHUTENIBHBIE | CMOT OTBETUTH | YCBOCHHE
MPAKTUYECKON BOIPOCHI; TTOYTH MOJTHO HA | B3aMMOCBSI3U
paboThI, KOTOPBIA | 3aTPyMHSACTCSA C | BCE 3aJaHHbIC OCHOBHbIX
MOJIHOCTBIO HE MIPaBUIILHON JIOTIOJTHUTEJIBHBI | TOHSATHH,
PacKpbLI OIICHKOM eu HCIIOJIb3YEMBIX B
COJICpKaHHE MIPETI0KEHHOM YTOUHSIOIINE paborte, cMor
BOIIPOCOB, HE CMOT' | 3a/1a4yu, JaéT BOTIPOCHI; OTBETHUTH Ha BCE
OTBETHUTH Ha HETIOJTHBIN OTBET, | JIEMOHCTPUPYET | YTOUHSIOIINE U
YTOYHSIIOLTUE U TpeOyromui 3HAHUS JOTIOJTHUTEITHHBIC
JIOTIOJTHUTENFHBIC | HABOJISIINX TEOPETUYECKOTO | BOIPOCHI;
BOMPOCHI; TAET BOIT]20COB u JI€MOHCTPUPYET
HEBEpPHYIO OLICHKY | MpernoaaBareisi, | MPAaKTUYECKOTrO | 3HaHUS
CHUTYaIlHH, BBIOOp aIrOpUT™MA | MaTepuaia Mo | TEOPETUYECKOrO U
HEINpPaBWIbHO 12 pELIeHUs 3a/1a4yn | TEME MIPAKTHYECKOT O
BbIOMpaET BO3MOXKEH IIPU MPAKTUYECKOW | MaTepHaa I1o TeMe
HaBOJAIINX paboTsl, MIPAKTUYECKON




OrieHka

Bun pabotst 5 3 7] £
JITOPUTM BOIPOCAX JIoITycKast paboTsl,
nercTBuit NPeroiaBaTelis. | HE3HAYUTENbHB | OIpPEIEIIIeT

€ HETOYHOCTHU B3aUMOCBSI3U
MPHU PEHICHUH | MEXIY
3aza4, UMes MOKa3aTeIsIMU
HETOJIHOE 3aa4uu, NaéT
MMOHUMaHUE MIPABUIBHBIN
MEXMCLMIUIAH | alrOpUTM
apHBIX CBA3EH pelLeHus,
npu orpenensieT
IPaBUIBHOM MEKIMCIMTUTMHAPH
BBIOOpE bI€ CBSI3U I10
JIropuT™Ma YCIJIOBHIO 3aJ[aHUsI.
pelieHus
3aaHU
TectupoBanue | 0% -50% 51% - 69% 70% - 89% 90% - 100%
MPaBUILHBIX TIPaBUIBLHBIX MPaBUILHBIX TPaBUILHBIX
OTBETOB — OIL[CHKA | OTBETOB — OIEHKA | OTBETOB — OTBETOB — OLICHKA
«HEY/IOBJICTBOPUTE | «yJIOBJIETBOPUTEN | OLEHKA COTJINYHO
JILHO» BHO» «XOpOIIOY,




Il. KOMIUIEKT OLHEHOYHbLIX CPEACTB

ITakeT 3aaanmii JUIA TEK VILIETO KOHT POJIA 3HAHHII H YMEHUN 00V4AIOIIXCS

Tema 1.1. IlonsiTHE 0 JOKYMEHTALMOHHOM 00ecrieYeHNH YNPAaBJIeHHUs], JOKYMeHTe U
cnocofax J0KyMeHTHPOBAHUS

3ananue 1. Borpocs! 71t poHTATBHOTO OMpoca;

1. JlaiiTe XapaKTEpUCTUKY OCHOBHBIX UCTOPUYECKUX ITANOB Pa3BUTHUS JEJIONPOU3BOJICTBA B
Poccun.

2. JlaiiTe XxapakTepUCTHKY AEI0IpOn3BOACTBA B [[peBHel Pycu.

3. JlaliTe XapakTepUCTUKY MPUKA3HOIO, KOJUIEKCKOrO JIEIONPOU3BO/ICTBA.

4. JlaiiTe XapakTepHCTHKY JEOMPOU3BOJICTBA B MEpBOM MojoBrHE XX B.

3. JlaliTe XapakTepUCTUKY JEJIONPOU3BOICTBA BO BTOPOH MojoBUHE XX B.

6. Yro Takoe Ae10NpOU3BOACTBO U KAKOBbI BAXKHEUIIIME €0 COCTABIISIOIIUE?

7. HasoBure nienu, 3a1aui 1 OCHOBHbIE PUHLIMIIBI COBPEMEHHOT'O JIEJIONPOU3BOACTBA.
8. Onpenenure MECTO JIENOMPOU3BOICTBA B CTPYKTYpE YIPABICHYECKOTO TPY/aA.

9. HasoBute 0CHOBHbIE MIPUHILIMIIBI OPraHU3aLMU COBPEMEHHOTO JIENIONPOU3BO/ICTBA.
10.  Oxapakrepu3yiiTe HOpMaTUBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JEIOMPON3BO/ICTBA.
11. KakoBbI OCHOBHBIE 3a/1a41 JIOKyMEHTOBEICHUS?

12. Uewm ormpenensieTcss COCTaB IOKyMEHTAIIUM B OpraHu3aluu?

13. Kakue aKThl ¥ TOKyMEHTBI COCTABJISIOT HOPMAaTUBHYIO 0a3y AeIONpon3BOCTBA?

3ananue 2. TecTupoBaHUE:
1. Camas npesnss popma nokymeHnTta Ha Pycu
a). rpamoTta
6). mpurosop
B). OTMHCKa
r). YenoburtHas

2. B Kkaxoii mepro1 mosiBIICS TEPMHH "IeTOMPOU3BOJICTBO" KaK MPOIIECC BEPIICHUS JIeIT
a). BIEPUOJ KOJJIEKCKOTO JEIOMPOU3BOJICTBA
6). B Iepro MUHUCTEPCKOTO JETONPOU3BOICTBA

) BIEPHOJ MPUKA3HOTO AEIONPOU3BOACTBA

3. B kakoii meprio 1 mpom30Iiia OTMEHa CTOJIO0OBOM (hOPMBI JCITONPOU3BOICTBA M TIEPEXO]T] K
JMCTOBOM, OyMaskHOU opme
a). B IIEPHOJI KOJIIEKCKOTO JICNIONPON3BOACTBA
6). B IIEpHOI MHHHCTEPCKOTO JICIIONPOU3BOICTBA
) BICPHOJ IIPHKA3HOTO ACIONPOU3BOICTBA

4. Korma ObIJI0 BBEJICHO B JIIONPOU3BOJICTBO CJIOBO ""apXuB"
a). BIIEPHOJ KOJUIEKCKOTO JISTONPOU3BOICTBA
6). B IIE€pHOJ MUHHCTEPCKOTO EI0NPOU3BOACTBA

) BTICPHOJ PHKA3HOTO ACIONPOU3BOICTBA

5. TenepanpHblil perimament Obi1 oanucad [erpowm 1....
a). 28 ¢espans 1720
6). 28 cenTa0ps 1972
) 25wmons 1811
r). 7 HOs10ps 1775



a).
6).

B).

a).
6).

B).
r).

a).
6).

B).
r).

a).

. UICTOYHUK HH(OpMALTIH
B).
r).

10.

a).

B).
r).

11.

a).
6).

B).

B xaxkoii meprio1 mossBUIMCH OJIAaHKK TOKYMEHTOB
B MIEPUOJ] KOJUIEKCKOTO JETONPOU3BOICTBA

B [IEPUOJ] MUHUCTEPCKOTO JEIOMPOU3BOICTBA

B IIEPUO/I IPUKAZHOTO AEIOMPOU3BOICTBA

Korma Opum BBemenbl mepBeie ['OCTwl Ha OpraHM3alMOHHO-PACTIOPSAUTETHHYIO
JIOKYMEHTAaLNIO

1972 ron

1990 rox

1966 rox

1988 rox

B xaxom romy ['maBapxuBy ObuIa mopydeHa pa3paborka EmpHol rocy1apCcTBEeHHON CHCTEMBI
nenonpouspojctea (EI'C/I)

25 urons 1963

28 cents6ps 1972

25 nrons 1811

15 uronst 1988

3adukcupoBaHHass Ha MaTepUAILHOM HOcUTeNne WHGOpMAIMs C PEKBH3UTAMU,
MO3BOJISTFOIIMMH €€ UACHTHPHUITNPOBATH
JOKYMEHT

cuctema uH(pOpMaIn
CHCTEMa JIOKyMEHTAIIUH

JleaTenbHOCTD annapara ynpasJeHHsl, OXBaTbIBalOIas BOIIPOCH JOKYMEHTUPOBAHUS U
opraHu3aiuy paboThl C JOKYMEHTaMU B ITPOLIECCE OCYIIECTBICHUS UM YIIPABIEHYECKUX
byHKLH.

JOKYMEHTALIMOHHOE 00ECIIEUEHNE YIIPaBICHUSI

. ACJIOIIPOU3BOJACTBO

JOKyMEHTHUPOBAHHE
JIoKyMeHTO000pOT

YcTaHoBNIeHNE MaKCHMalIbHO OIHOOOPAa3HOTO HA0Opa PEeKBH3WUTOB, (HhopMaToB OyMmarw,
MIPUMEHEHUS «CTaHJIaPTHBIX 000POTOB PEUN»

. CTaHJIApTU3AIUSI
. yHUUKALIUS

. BTopoii 3K3eMIUISIp JOKyMEHTA, UMEFOLIMIN OIMHAKOBYIO CHITY C IIOJJIMHHUKOM
. nyOnukar

. Komust

. HOTMHHUK

. YEPHOBHUK

. ~OTIyCK

. OTtpacinp aesTenbHOCTH, 00eCcTIeunBaroast JOKYMEHTHPOBAHNE U OPTaHU3aIMI0 PabOTHI C

o(uLMaNbHBIMU JOKYMEHTAMHU
JIeJIONIPON3BOACTBO
JOKYMEHTHPOBAHUE
—JI0KYMEHT0000pOT
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a).

6).

)

15.

a).

6).

)

r).
16.

a)

6).

r).

. JIB>keHue NOKyMEHTOB B OpraHH3allMi C MOMEHTAa MX CO3[aHUS WU MOJyYeHHUs 10
3aBEpILEHUS UCIIOJIHEHUS WK OTIPABICHUS afpecaTy
JeTI0NPOU3BOICTBO
JOKyMEHTUPOBAHHUE
JIoKyMeHTOO00pOT

Ilo crenenn orpaHvyYeHUs 1OCTYIIA JOKYMEHTHI ACIATCA Ha....
OTKPBITBIE, C OTPAHUYEHHBIM JIOCTYIIOM

ITOJUTMHHBIE, TTOJIOKHBIE

YEPHOBUK, ITOJJIMHHUK

UH()OPMAIMIOHHBIE, TUPEKTUBHBIC

Kakue m1oKyMeHTBI HOCST XapakTep I0pUAMIeCKO HOPMBI U 00s13aTEbHBI 1711 HCIIOTHEHUS
JTUPEKTUBHbBIC

nH(pOpMaIIOHHbIE

. KommyHukatiBHas QyHKIUS TOKYMEHTOB...

. C TIOMOIIIBIO IOKYMEHTa 00ECTICUMBACTCS BO3ICHCTBHAE HA TPYIIIIBI JFOACH [Tl OpraHU3alif

Y KOOPAMHALUU UX JESATEIBHOCTH

B JIOKyMEHTE (PUKCHPYIOTCS (DaKThI, SBICHUS, COOBITHS MPAKTHUECKON M MBICTUTEIBHOM
NEATEIbHOCTH YEJI0BEKA

o0ecrieyeHne BHEIIHUX CBsI3el OpraHu3aluit

COJEpKaHWE JOKYMEHTA MCIOJb3YETCs B Ka4eCTBE JIOKA3aTeNIbCTBA IPU PACCMOTPEHUU
CIIOPHBIX BOIIPOCOB CTOPOHAMH OTHOLIECHUM

3ananue 3. CamocrosiTe/IbHAsI POBEPOYHasi padora:

Jlampw

onpeoeneHue

1. I[eHTCJ'II)HOCTL M0 YCTAHOBJICHUIO MpaBUJI U XAPAKTCPUCTHUK B NCIIAX HUX I[OﬁpOBOJ'IBHOFO
MHOT'OKPAaTHOI'O UCIIOJIb30BAHUS, HAIIPpABJICHHAA HAa HOCTUKCHUC YIHOPAJOUCHHOCTU B C(l)ean

MTPOM3BOJICTBA U 0OpaIIECHHUS- ITO

2. YCTaHOBJIICHHE MaKCHMaJlbHO OJHOOOpa3HOTro Habopa peKBH3WTOB, (popmaToB Oymarw,

MMPUMCHCHUSA «CTAHAAPTHBIX O60p0TOB peumn» - 3TO

3. EnuHCTBEHHBIN SK3EMIUIIp JOKYMEHTa, OOPMIICHHBIA W TMOANMHUCAHHBIN C YEPHOBHKA B

COOTBCTCTBUHU C YCTAHOBJICHHBIM TpC6OBaHI/IeM- 9TO

4. Btopo# 3K3eMIUIIp JOKYMEHTA, MMEIOIIUN OJMHAKOBYIO CWIIy C IHOJUIMHHUKOM — 3TO

3anonnums mabauyy NO Knaccugurayuy OOKyMeHmos

No cmaousm NO cpoxkam

no lOpu@M‘l@CKOIZ cune NO raumenoBarnUO
Nn0020MOoBKU UCNOJIHEHUA




OO01111e KOMITIETEHIIUN 3amanus
OK 01. Bei6upats crioco0bl perieHus 3a1a4 npohecCHOHATBHON IS TeTEHOCTH 1923
NPUMEHUTETEHO K Pa3JIMYHBIM KOHTEKCTaM; T
OK 09. Ionb3oBatbest MpohecCHOHATTBHOM TIOKYMEHTAITUEH Ha 1923
TOCYJapCTBEHHOM U HHOCTPAHHOM SI3bIKaX T

Tema 1.2. HopmaTuBHO-TIpaBoBasi 6a3a TOKYMEHTAIIHOHHOTO 00ecnevdeHns1 YIPaBJIeHHsI

3amanue 1. Bonpocs! a1 GpoHTAIBHOTO Onpoca

B 1em 3akimogaercst 1iens yHu(pUKAIU JOKYMEHTOB?

Uro BrmrOUaeT B ceOst yHU(UKAIUS JOKYMEHTOB?

[peanoxure cBOit KiaccuuKaTop JOKyMEHTOB.

Uro Takoe «PeKBU3UT» U KaK OH COOTHOCUTCS C JOKYMEHTOM?

KakrMm HOpMaTMBHBIM JOKYMEHTOM ONPENEISACTCS HA3HAYEHUE U COCTAB PEKBU3UTOB
JIOKyMEHTOB?

Kakne ¢popmatsr Oymaru UCIIONB3yFOTCS IS BBITYCKa JIOKYMEHTOB?

PaznoBugHOCTH OnankoB. TpeOoBaHusl, IPEIbIBIsIEMbIE K OJIaHKaM.

ISARE S A

~N o

3aganume 2. 3a1aHus sl IPAKTHYECKOTO 3aHATHS
1. OtBetbTE Ha BOIIPOCHI (TUCHMEHHO)
1) Korma I'OCT P 7.0.97-2016 Ovu1 BBEIEH B AEHCTBUE?

2) HazoBute 0061acTh pacpocTpaneHus cTaHaapTa?

3) Uro ycTaHaBIMBAEeT JaHHbBIN CTaHIAPT?

4) B cooTBeTcTBMM ¢ KakuM JIOKyMEHTOM IIOMEIIAIOT Ha OJjaHKax >MOIeMy
OpraHu3aIuy UM TOBapHbIN 3HaK? B kakux ciiydasx sMOieMy He BOCIIPOM3BOIAT Ha OJ1aHKe?

5) B kakux ciydasx BOCHPOM3BOJIUTCS Ha OJIaHKaX COKpAIllEHHOE HAaMMEHOBAHME
opraHu3zanuu?

2. Cocmasvine O1aHK 018 nucvma (NPOOOIbHOE PACItOONCEHVe DPEeKBU3UMOB8), C Yuemom
mpebosanuil.

OAO «/lmamory» (KOMITBIOTEPHI W KOMIBIOTEpHBIC ceTH). Poccms, 454000, YensOuHCK,
Yuusepcuterckas HaO., 23. Ten.: (351) 297-99-46. Ecnu ecte HemocTamomue AaHHBIEC, TO
NPUAYMATh UX CAMOCTOSITEIHHO.

3. Haiiounie ouitiokti 6 ogopmnenutf Onanxa. Odghop.vtime npastitbHo, UCNOILIYS
NPOOOTILHOE PACTIONONCEHUE PEKBUIUMOB.

OAO «HOXXYPAJIKOHIUTEP
454087, YensaOunck,
V. lapsuna, 38
ten.: (351) 111-11-11

ITMCBMO
Ne oT
Ha Ne oT

4. Ecnu pexsusum oghopmien HenpastiibHo, psoom ogopmume npastiibHo
Bosnko Oner HukonaeBnu
92-12-12
Ilerpos
132-11-11
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BEPHO:
Nucnexkrop OK . W. IlerpoBa

ITpunoxenune Ne2
K [IPUKa3y PeKTOpa UHCTUTYTA
ot 15.05.22 Ne72

[Ipunosxxenue:

2.

3anganue 3. Bompock! it TECTOBOTO KOHTPOJISL.

FOCT P 7.0.97-2016

2 o 2ni28
B xaxom rogy Suin npwsest TOCT P 7.0.87-20167
(O 2018

1997
18B3

k| =

TpoBouawm NOCT P 7.0.97-2016 nanmaron

Me GERR TEN L ML

| PEXOMESHAYEMBIMI

L} =
Paama pes none i goxyme N1a cornacso MOCT P 7.0 97-2016;
3B MM - IIBBI€; (B MM - IIPBBCE; 3B MM - BIPBIBB; Z0 UM - UH3+iBB
30 um - mBBaB; 10 MU - ipaBoe. ”z0 M - ropsi-iBB; 30 UM - HUKHBB
20ww-nBMe; Oww-npmaxe:20mm-Mog BeC—-——-WUTEB
20 mum * moaos: 10 mu * ipakro: 20 mm” FOpTBa: 20 M * HUWBO

to bIM - sieme, S MH - TIPBBILIO; T MM - BIPKBB MM - HHKEa



PoamnanT 0houmanioro 40KyMe HTA, NPHAIIOKMA HOPMATRENLIN MW NPABOBON XAPIKTOP €10 COADPWMSI0 ITO..

[pn® yTrapsasHus

O Ared rrianatming

BUK  TCOXHAA

T S Tw®

Halop pexsrIMTOn, wa0 HIHDHUMPYIOIKX GETODE OMWLIMANLHOIO MMCHME MHOID JOKYMEHTE - 3710,

(O coans goxymenta

O wialroH aokywesra

(:) CTIPABOSHINE SNy

06 aawnun i anaua+rr ocpopuzze'nun ocuux uono aoayuauta:

O me=—-

9 — el zs
Golbapuw aapuoa i« asaBiate ,qazbl 6 heapaxa 30g0roaa cwxucuo FOGT P 7.637-2016:
(O 00.022020

202¢i.08.02

8.3320

08.02.20

O 9T.2020

BralopnTe NPABUNILNLIA BADUANT OOPMIE HUA NOJHCH

() lmpexrop A0 "©arym’ noanmce  Conmd A
O [QuwwKTD @@@ ¥PowaffBT« X3Anuch B.N.3BxpoB
O TeHepanswiath nepasTop AB Metpoa  noanecs

() revepanuied geperap Marpos AB. nogree
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o
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Kawnoii BapuanT OC|ZOP bille HUJI 31TOJ00 Ka JOKYME H T UUI CIIMSIIII T€ MPAOMIIIH M ?

"t ) rrnmmpee r¥-.c- anr. '
(D O nemnonwesine aorescss nocrams o1 12 08 2019 Ne 4567

() O nominormeink acccason.

Tns - OmaMkas u.300j3aXauTT .3MO0.1TeMy nprou-+smauu mii

)+ noaca NONe. HA YDOBHE HEVAEHOBMIH OOraHNLIM

O FE DODSIEM DOCHE M PORBMIATOM ODCAMILISLIWM

n M manis e BOAS. HE of Ml METor teunitaers aAnsecats

B xakom cnyuas oTMETKE O 388 PE MK KONKK ODOPMNEHE NPASMNLHO.|

@)

ey
I e e

O =

peusatact sesagun  duas AN Bassess
B0l 2004

O P
Cnommsmrrnssapes AR Barmes  sators
2812044

O daw

Coremsrrne pasun  esdocs AN Hesmens

13



% 18 &2 29

€ usezeaeuas Ccv +ae aha "Ba no- Czoaa *Neo...

o NPANANLNO Ysa3as aspec

naceo|zTlzete' | ciHua aBB¥T9'tB €xoTaeToTayoT /te0ctmfTe aeHoGTa

n SSSSSE van

Cronsio BAPOCETON MO MONE T HME T JOKyMeNT7

O«
O>

14



3] ———————————— 2010 28

HifF_ "

Human pronsnt »maemsuinm no nap-111m?

0 mpammue !atinv afi- 'npromnoypm
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Pe kau.3ut * COpsisiouHHie JUTHHT®i0 00 Opr.lHM 3anuM * yxaau sias TCs

N NOGNWCH DYSDBOOATErs TAMNIALY M

N HAPAOMO KIS AN L [ARTODA oKVMnKTa

Ka«oBa JiMHa caM OW /tIIUT*IOM CTj30«H jI€ KW 3UT TIPH YITIO A0M DPACIIONOXKE HHU J3€ KSIM 3MTOS?
o OO01111I€ KOMIIETEHIINN Saganus
OK 01. Bribupats crioco0bl perieHus 3a1a4 npohecCHOHAIBHON eI TENbHOCTH 123
MIPUMEHHUTENBHO K Pa3INYHbIM KOHTEKCTaM; T
OK 09. [Ilomp3oBatbcss  mpoheCCHOHAIBHOM  JOKyMEHTalnueld  Ha 1923
) )

TOCyJapCTBCHHOM 1 MTHOCTPAHHOM S3bIKaX

Tema 2.1. Odopmiienne nHGOPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAIIMH

3a:kanue 1. Borpocsl 1151 ppoHTAIBLHOTO Ompoca.

Kakue nokyMeHThI OTHOCATCS K MH(OPMALIMOHHO-CIIPABOYHBIM?
Kaxk ctpontcst cTpykTypa TeKCTa CIyKeOHOTO muchMa?

Kak odopmiisiercs BHemHssI cripaBka?

Kakwue Bunp! 3anmcok Bol 3HaeTe?

Lenb cocTaBneHus 3aMCOK B YIPABICHUYECKOW AEATEIbHOCTH?

aokrwpE

3ananue 2. CuryanMoHHbIe 3aaHUS ISl PellleHus.

CocraBbTe cOMpoBOUTENHFHOE MMCHMO (0TBeT Ha 3ampoc) AO «lIpomrtekcy, ampecoBaHHOE
00O «I'nopusi», 0 BBICBLIKE 00pa31ioB TOBAPOB, KOTOpbIe (hupMa npeyiaraet Bo || ksaprane 2022
roja.

CocTaBbTe MUCEMO-TIPOCKOY OTnEa 00pa30BaHUs aIMUHUCTpAKK T. BiaguBocTok 00
orIaTe BBICTYIUICHHS TeaTpa «KOIOKOIhUMKY TSt BOCMTUTAHHUKOB HHTEPHATOB TOPOIa B TIEPHO/T
HIKOJIBHBIX KaHUKYI ¢ 24.03.2022 no 26.03.2022. [IpenbsBiieH cueT Tearpa.

3ananue 3. 3aganue 1JIsl CAMOCTOAITEILHON PadoThL
3amnoiHnTe POpMY TOKIIATHOMN 3aIHCKH.
TecTt moxiIaaHOM 3aIIUCKA
«PyKoBouTENb OT/ETA HOBBIX MPOEKTOB ... ......... oOparmiach K TeHEpPATbHOMY JTUPEKTOPY
000 ........ C JIOKJIAJTHOW 3arrCKON O HEOOXOAMMOCTH YBEJIMUYCHHS IITAaTHON
YHCJICHHOCTH OT/ICA.
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B noknanHol 3anmucke pyKOBOJIUTENb OT/AENAa HOBBIX IPOEKTOB cooOIlana O TOM, YTO B
HacTosIee BpeMsl JJIsl YCIEUIHON padoThl areHTCTBa HEOOXOIMMO yBeTHUYeHUE 0a3bl JaHHBIX O
NOTEHIMAIbHBIX KIMeHTax. Ilo ee MHEHMIO, OIHUM U3 Hanbosee peabHbIX IyTeH pacIIUpeHus
0a3bl JAaHHBIX ABISETCS MOCTOSHHBIN aHATN3 CPEJICTB MACCOBOW MH(OPMAINH, B YACTHOCTH IPECCHI
(uHopMmarus o0 HauOosiee KPYMHBIX KIMEHTAaX areHTCTBA ObUIAa IOJIY4YeHAa W3 aHAIUTHUYECKOro
KypHaua. . . ..).. B cBsi3u ¢ Tem, 4to oTaen B ero HacrosuieM coctae (5 COTpyIHUKOB) HE MMeET
BO3MOKHOCTH OpIaHU30BaTh MOAPOOHOE H3Y4YEHUE AHAIUTHUYECKUX MW3JIaHUH, PYKOBOIUTEINb
OTJie/Ia HOBBIX IPOEKTOB CUMUTAET L€IecOoO00pa3HbIM BBECTH B ILUTAT OTHE]A JBE JOKHOCTH
MEHEKEPOB I U3yYEHUS U aHAJIN3a MPECCHI C LIEIbIO BBISABJICHUS MOTEHIIUAIBHBIX KIMEHTOB, a
TaK)Ke€ MOJATOTOBKHM OINEpaTUBHOW HH(POpManuMu o monoxkeHun Ha peiHke CMU B (dopme
€KCHEJICJIBHBIX OTYETOB.

B noxiagHOW 3amMcKe PYKOBOAMTENb OTZENIa HOBBIX IIPOEKTOB MPEIJIOKWIA Ha 3TU
JOJDKHOCTH TIOA00paTh COTPYAHUKOB U3 YKCiIa CTyAeHTOB LIIKOIBI pexiaaMbiy.

3ananue 4. TecTtupoBaHue

6

Bacepanue anunocs ¢ 12.04.2020 no 14.9.2020. YkaxuTte npaBusibHyto AaTy NpoTokona

/I 14.04.2020
' 12.04.2020

12.04.2020-14.04.2020

Ykasicute kakue AOKYMEHTbl OTHOCATCS K CripaBOMHO-MNgpopMar\onHbIM OKYyMeHTa °.

TR

TIOT'FOKEHHUE

mweas

WiaiHOe pacnycaHue

JIOKyMEHT, MOPTBEP)KAAIOMIMI KaKHe-THOO T|9aKkThl Win COOBITHS

crpaBKa

Kaxum pa3pesioM 3aKaHYMBACTCs BBOPHAsA 4YacThb IIPOTOKOJIA

@ mnosecTHa JaHA

L) mocrscesim

B hakoii yactu akta Y«a»pIBarOTCsl OCHOBAHUSA IJIs1 €r0 COCTABICHUS

! B KoHCTa THp ytoLien yacti
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CnpaBoYHO-MH(POPMALIMOHHBbIE [OKYMEHTHI

1
TekcT cnpaBKW NIMYHOI XapakTepa crneayeT HauvHaTb
@ cP.N.0. paboTHUKA B UMEHUTEMNBHOM Nafexe
¢ ®.1.0. paboTHuka B aTenbHOM nagexe
co croB "[laHa HacToswas...”

co cnoB "HacTtoswwmm rioateepxaaetcs...”

COBOKYIHOCT b JOKYMEHTOB, CoAepXaLlumx MHOPMaLM 1o O PaKTHECKOM MOMOXEHWUWN AEN. CMyXalux OCHOBaHWeM Ans
MPUHATUS PeLUEHWNI.

@ vHdOPMannoHHO-CNPaBOYHbIE AOKYMEH Thl

@ opraHU3anMoHHO-PaCNoPAANTENbHBLIE AOKYMEHTbI

NHopMaLMOHHO-CripaBOYHbIV JOKYMEHT, COCTaBMSOWMMUCA FPYNMNoN NuL, Ans NOATBEPXKAEHUS YCTaHOBINEHHbIX (DaKToB,

COBLTTUIA.

aKkT

[lokyMeHT, hrkeupyoLmnm xop, 06cy>|<p|equ BOMPOCOB U MPUHATUA peLleHnn Ha coﬁpavax, 3aceaHuAX, coBellaHnsaX.

nportoton

5 —
AaToun npotokona sBnseTcs
nara cobbITus
@ paTtanpoBefeHus 3acefaHvst
@ paTa noanucaHus

Aarta corflacoBaHus
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Kro noanuceiBaer OﬁLﬂCHHTeHLHyIO 3allMCKYy, s BJIA lOI/ijTOC}I HOPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY

P YKOBO/IM TelTb
' cocrase Tenb
TMaBHBIM OyXranrep

ctOpOwuHsist Opr aunsal.\ust

12 D ———————
C kakon HEMBIO COCTABIISIKOTCS HHI/IL\I/IEITPIBHLIE JOKJIAJAHBIC 3alTMCKH
ud nHpOpmupOBaTh pykOBOACTBO O CrioxuBLUENCS cUTYaLmW 1 obyauTs K npuHsTuio OnpeaeneHHorO pendeHus

V3NOXUTb UMEBLUNE MeCTO (haKTbl

HII(pOpMVIpOBaTL 0 3aBEPUICHUN HIIH XOJ€ B BITMOJITICHHUS pa6oT

Yro COICPIKHUTCS B Cl'[y)KCGHOl'[ CIIpaBKe

pesynbeTat 0606U_IeHPI]'I Kaku X-1mubo 00 CIIE/IOBaHHH. TIPOBEJACHHBIX JOIKHO CTHBIM IITIIIOM

kakvu9nmbo cefeHus), kacatoLmecs duanyeckoro numa

14
Jaroii acta siBisieTcst
@ nmara coOBIMus
JIATB yTBEP)TLIEHNS
vy Jlata MoANUCAHUs

,:(aTa CormnacoBaHusA

15
Kem TIOAMUCHIBACTCS TIPOTOKOJ
Tpe,lice, aTenem
@ cekperapem
PYKOBOJAUTEIIEM OpPraHUu3aluu

TTiaBHBIBI OyXraIl TepoM

OO6mue u npodeccnoHaTbHBIE KOMIIECTCHIIUN

3amanns

OK 01. BeiGupath crioco0s! perieHus 3aaa4 npodeccuoHanbHOM AeITeTbHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

1,2,3,4

OK 09. TIlonp3oBarbess  Mpo(eCCHOHAIBHOW  JIOKyMEHTAalWed  Ha
rOCyJapCTBEHHOM U HHOCTPAHHOM SI3BIKE

1,2,3,4

[IK 1.1 OcymecTBaaTh mpoheccCuoHaTbHOE TOJKOBAaHUE HOPM IPaBa.

[IK 1.2 [IpuMeHsATh HOPMBI MIpaBa Ui pelIeHHs 3a/1ad B MPO(ECCHOHANTBHON
JESATEIBHOCTH.

1
1

NI
w|w

IIK 1.3 BJ'IaI[CTB HaBbIKaMU TMOATOTOBKH HOPUIANYCCKUX JOKYMCHTOB, B TOM
YHUCJIC C UCITIOJIB30BaAHNECM I/IH(bOpMaI_[I/IOHHI:IX TEXHOJIOTHIA.
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Tema 2.2. OdopmiieHHe OPraHU3AHOHHO-PACIIOPSIMTEIbHOM J0KYMEHTALMA

3ananue 1. Bonpocsl 1151 GpOHTAIBLHOIO ONpoca.
1. Yro sBnseTcs IOPUAMYECKUM OCHOBAaHHMEM BO3HHKHOBEHHUS  OpPraHU3AIMOHHO-
pacropsIuTeNbHbIX JOKYMEHTOB?
2. B xakux cuTyaiusx HeoOX0IUMO U3aHUE PACTIOPSIUTEIBHBIX IOKYMEHTORB?
3. Kak pacnopsiauTeNbHble JOKYMEHTBI BBIMIECTOSIIMX OpraHW3alMid JAOBOMATCS 0
MO/IBEIOMCTBEHHBIX YUPEKICHUH ?
4. Yto onmChIBAIOT JOKYMEHTHI 110 BOIIPOCAaM OOIIETO PyKOBOJICTBA OpraHU3aICH?
5. Kakue mompasnenenusi opraHi3aIiiy BHITYCKAIOT JTOKYMEHTHI 110 (DYHKIMSIM OpTraHu3aIin?
3ananue 2. 3axaHus VIS IPAKTHYECKON PadlooThI.
1. Hzyuume oonxcnocmuyro uncmpykyuro enaenoco oyxearmepa. Ha OCHOBaHUHM 3TOM MHCTPYKIIMU
COCTaBbTE JOJDKHOCTHYIO HHCTPYKLIUIO Oyxeanimepa.
2. 3anonnume yHuuyuposanmyo popmy WmamHo2o pacnucaHusi.
CrpyKkTypHOE MOApa3ACIICHUE:
— amvuaucTparys, ko 01, cocras: renepanbhbiii qupekTop (okiaan 45000), cexperaps (0K

— Oyxranrepusi, kox 02, cocras: raBHbIN Oyxranrep (okmaza 35 000), Oyxranrep 1o pacdery
3/m, 2 yenoBeka (okiazn 25000).
— otaen nmpoaax, koa 03, cocTas: HadaabHHK OoT/ea nmpoaax (okiaan 24000), menemkep, 8
yenosek (oxman 20000).

OcrasibHbBIe JaHHBIE 3aMOJTHUTE CAMOCTOSITEIHHO.
3. Cozoaiime npuxaz no auunomy cocmasy (ACHONB3ys yHHHIIUpoBaHHYI0 hopmy Ne T-1),
HEO0OXOUMBIN [71s MprueMa Ha paboTy JlaprnoHoBoii AHHBI BuTanseBHBI B aIMUHUCTPATUBHBII
otaen OAO «Darymy», Ha JOIDKHOCTH cekpeTaps, 3/1u1 18000 py6., Hagbarka 1500 py6., ocHOBaHME
- TpyaoBoi qoroBop Ne38, ot 22.01.2020.
4. Coszoatime npuxasz no auunomy cocmasy (MCIONB3ysl yHUDUIUpOBaHHYIO (opmy Ne T-5),
HeoOxXoauMBbIN 1 BpeMeHHoro TiepeBoaa ¢ 10.02.2020 Ierposoii AsieHpl MIBaHOBHBI U3 pEMOHTHO-
ctpoutenbHoro nexa [TAO «CrpoitMapker» (HOMKHOCTBH: Majsip 5 pas3psia) B OCHOBHOE
MPOU3BOJICTBO Ha JIOJDKHOCTH KJIaIoBIIMKa ¢ okaagom 17000 py6uneit. [IpuunnHa mepeBona: mepeBox
Ha JIETKYI0 paboTy 70 TOCTHKEHHs peOeHKOM moiayTopa JieT. OcCHOBaHUE AJIs IEPEeBOJa: JINYHOE
3asiBJICHHE paOOTHUKA, KOIUS CBUAETEILCTBA O POKICHUU.
5. Cocmasvme npuxaz NO OCHOBHOU OesIMENbHOCU.
I[MTAO «M3ympyn» (r. Yensiounck) «O co3gaHum SKCIIEPTHOH KOMHCCHN» (COCTaB KOMHUCCHU:
3aBeayIomasl KaHUEISIPHUEH, TIIABHBIM OyXraiarep, CEKpeTaphb, 3aBEAYyIOIIas apXHBOM) OT
13.01.2020 Ne 8. B mpukase ykaxuTe, 4TO B LIeJIIX OOecreueHus: KayeCTBEHHOro 0T0opa Ha
TanbHEHIIee XpaHeHNE ¥ YHHUTOKEHHE TOKYMEHTOB U €71, 00pasyrommxcs B fesrensHocTd [TAO
«M3yMpy1», He0OOXOIUMO: CO3/1aTh SIKCIIEPTHYIO KOMHCCHIO, pazpaboTaTs [lonoxxenue o0 skc-
neptHoit komuccuu [TAO «M3ympy», coCTaBUTH IUIaH paboThI SKcnepTHOM komuccuu Ha 2020
rof. Hemocraromiyie peKBU3UTHI yKQKUTE CAMOCTOSTEIILHO.
6. Ogopmume npuxas.
3A0 «KBaut», ot 25.01.2020, Ne20. «OO6 yTBepXkIEHHUM pErlaMeHTa MOJTOTOBKH K
nH(pOpPMALIMOHHOMY OOCIYXMBaHUIO IOJIb30BaTeNei». B 1eniax coBepuIeHCTBOBaHUS
OpraHu3aiuy padboThl 0 HHPOPMAITMOHHOMY 00CTYKHBAHHUIO TOIH30BATENICH U BO H3MEHEHUHT
MopsiAKa, YCTAHOBJIEHHOTO IPUKa30M IreHepalibHOro qupekropa ot 15 suBaps 2020 r. Ne 27 «O6
YTBEPKACHUM periiaMeHTa padoThl IPYIIIbI 0OCTYKUBAHUS KJIMEHTOBY.
1. yTBEpUTH ¥ BBECTH B JICWCTBHE PETJIAMEHT ITOITOTOBKU K MH(DOPMAITMOHHOMY 00CTYKHBaHUIO
nosib3oBareneit (mpunaraercs). 2. Ilpusnate yTtpatuBmum cuiny c¢ 25.01.2014 r. npukas
reHepaibHOro gupexropa ot 15 suBaps 2020 Ne 27 «O06 yTBep»KIeHUH periiaMeHTa paboThl IPYIIIIbI
00CITy’)KNBaHUS KJIMEHTOBY.
3. KonTposns 3a ucronHeHneM npukasza BO3JIOKUTh Ha 3aMECTUTEIS T€HEPAIbHOTO AUPEKTOpa
SpocnasneBy T.U. Hegocraromme pekBU3UTHI T00ABUTH CAMOCTOSATEIBHO.
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1. Oghopmume pacnopsiicerue.

3akpbIToe aKImoHepHoe 00mecTBO Pexmamuoe arenrctBo «llenmukan». Ne 41-P, 18.03.2020. <O
nopsiike padboThl (aKCOBOTO y3lia CBSA3M KOMIAHMW». B CBA3M ¢ BBOJAOM B JKCIUTyaTaIlUio
(hakcoBoro y37a cBsi3u KoMaHuu «llenruKan» u ¢ HeNblo yopsa0ueHHs ero paboThI:

1. YtBepauts Ilonoxenue o gaxkcoBoM y3ie cBs3u (mpuiaraercs). 2. MakcoBbIi y3en CBsA3U
MCIOJIb30BaTh TOJIBKO JIJIS IEpeAadr ONepaTUBHON HH(POPMAIIUH 110 PEIICHUIO PyKOBOAUTEICH
CTPYKTYPHBIX MOJpa3JeleHU KOMIAaHUU. 3. AJIMHMHHUCTPATHMBHO-XO3AWCTBEHHOMY OTIEIY
(Ceprees B.I1.) B HenenbHBIN Cpok epepaboTaTh U BBECTH B OOpallleHHe HOBbIE OJIAaHKU MTUCEM
KOMIIaHHMH C YKa3aHueM HOMepOB (pakcoBbIX ammaparoB. 4. Otaeny aenornpounsBoacTsa (Kpyriosa
T. II.) opraHu3oBaTh UEHTPAIU30BAaHHBIM YYET BCEX IMOCTYNAIOLIUMX M OTHPABISEMBIX IO
(hakCUMUIIBHOM CBSI3U JOKYMEHTOB. 5. KOHTpOIIb 32 HCIIOTHEHNEM pacTiOpsHKEHUS BO3JIaraeTesl Ha

3amectuTens ['enepanbHoro aupekropa komnanuu ['ony6a B.J1. I'enepanbusiii nupexrop @. T.
Kpamenus.

3aoanue 4. Tecm no meme « Opeanu3ayuoHHO-pacnopsoumensras 0OKyMeHmayusy
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MH(3EMAPCBBTh PYBIBOJICTBO O CTIOBBIBKBI¥Csi CHTYBrtioi 1 mo¥yIuTh K IPHHETIO3 OripBria'IeHIIOro paIuesins
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Qeem<me ., °-- 00, -00
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PaTa CobTHR
L BaTa yroepsgmest
() 878 NOANCENUR

\ AATa OO NAcOBEaHm

[ npencesaTaman

[**] pykoBudrreriom opreHHIOLIH

O6mwme u mpodecCHOHATbHBIE KOMIIETCHITNH 3anmanus
OK 01. Beibupats croco0bl pernieHus 3a/1a4 mpoPecCHOHATBHOMN IeSITeIbHOCTH 1,2, 3,
MPUMEHUTEHHO K Pa3IMYHBIM KOHTEKCTaM;
OK 09. TIlomp3oBartbcss  Mpo(heCCHOHANBHOM  JIOKYMEHTAalWied  Ha 1,2,3
rOCyJapCTBEHHOM U HHOCTPAHHOM SI3bIKE
[1K 1.1 OcymecTBasTh npoheccCHoHalIbHOE TOJKOBaHUE HOPM paBa. 1,2,3,4
[IK 1.2 TIpuMeHsATs HOPMBI IIpaBa JUIsl pelIeHus 3a1a4 B MPOopeCcCHOHAIBHON 1,2,3,4
JIeSATEIEHOCTH.
[IK 1.3 Brnageth HaBBIKAMH TOJATOTOBKH FOPUIMYECKHX TOKYMEHTOB, B TOM 1,2,3,4

YHCJIE C UCIIOJIb30BAaHUEM MH(OPMALIMOHHBIX TEXHOJIOTH.
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Tema 2.3. OpopmiieHue KagPOBOIi JOKYMEHTALIMH

3ananme 1. Bonpocskl 15151 GPOHTAILHOIO ONpoca

1. Yro Takoe HJOKYMEHTHI IO IMYHOMY COCTaBY M JIMYHBIC IOKYMEHTBI, B UM Pa3HHIA MEXKITY
TUMHU MOHATUAMU?

2. Kaxue BUIBI ¥ Pa3HOBUAHOCTH JOKYMEHTOB OTHOCSTCS K KaTETOPUH JOKYMEHTOB I10
JINYHOMY COCTaBy?

3. Kakme pexkBH3UTHI HCHONB3YIOTCA MpH OGOpMICHHMHU 3asBieHH. B uem cocrout

0c00EHHOCTH (hopMyIIsipa 3asiBICHUS O TIpHeMe Ha paboTy MO CpaBHEHUIO ¢ GOpMYIIsIpamMu

3asBJICHU O MepeBOJIe, PEAOCTABIECHUH OTITyCKa?

Kaxwue cBenenust orpaxkarorcsi B aBroonorpaduu?

Kakue Bupl 0OBSCHUTEBHBIX 3aIUCOK BbI 3HAETE?

KTo nonnuceiBaeT 00BACHUTENBHYIO 3aIUCKY M HA YbE UMU OHa ajipecyercs?

Kakue TpeGoBanus peabABIAIOTCS K COCTABICHUIO U OPOPMIICHUIO XapaKTEPUCTUKH ?

Kakue cBeienus B Helt oTpa)karoTcs?

8. W3 Kakux KOMIO3UIIMOHHBIX YaCTEl COCTOUT TEKCT MpUKa3a Mo JUIHOMY cocTaBy? B uem
O0COOEHHOCTh CTPYKTYpPbl TEKCTa MPHUKA30B IO JMYHOMY COCTAaBYy 10 CPABHEHHIO C
IpHUKa3aMH [0 OCHOBHOMU AEATEIbHOCTH?

9. Kakme KOMIUIEKCHl JOKYMEHTALlMU BKJIIOYAET B ceOs KaapoBas NOKYMEHTAI[HOHHAs
cucrtema?

10. Kakue 3agauu pemiaet kaapoBas Ciy0a opraHu3aium?

11. Kakue rpymniibl JOKYMEHTOB BXOASAT B KOMIUIEKC IEPCOHAIBHOM TOKYMEHTaluu?

12. Kakue 1oKyMeHTBI BXOJST B KOMIUIEKC KaJIpOBOiA IOTOBOPHOM JTOKyMEHTAIIUH?

13. Kakue moKyMeHTBI BXOIST B KOMIUIEKC KaJpOBOM YIETHOM TOKYMEHTAIH?

14. Kakue  CymiecTBYIOT  TEXHOJIOTMYECKHE  LIETIOYKU  TMPOLEAYp  ONTUMHU3ALMU
JIOKYMEHTHPOBaHHUS Ipoliecca IpruemMa rpax/ia Ha padboTy?

15. Kakue nokyMeHTbI PEeICTaBISIET MPaKIaHUH B KaJIPOBYIO CITyKOY JUTs pellieHrs BOpoca
o mpueme Ha paboty?

16. Kak odopmisiercst Tpynooii goroop? KakoBo HazHaueHne Konrtpaxra?

17. Kak oopmitsiercst JoKmagHas 3amicka o MpoCTyNKe padoTy?

18. Kak odopmisiercss oObsicHUTEIbHAS 3aMicKka paboTHHUKA?

19. KakoB nopsi/1ok pacronokeHus JOKYMEHTOB B JIMIHOM Jiejie?

20. Kakrie oCHOBHBIE MPOIEAYPHI BKIIOYAIOTCS B TEXHOJOTHYECKYIO IIETIOUKY Ipoliecca
(bopMUpOBaHMsI JTUYHOTO fena’?

21. Kakue BHIBI JOKYMEHTOB OTHOCSITCS K JIOKYMEHTAIIUH 110 JITYUHOMY COCTaBYy?

~No ok

3aoanuem?2. 3a0anHuA0Aa NPAKMUYUECKO20 3AHAMUSA

Ha ocHoBaHMu cuTyallnoHHOM 3371241, 0pOPMUTH JOKYMEHTBI, HEOOXOIMMBbIE JUIs pHeMa
COTpyHHKa Ha paboTy. CocTaBUTh 11a0JI0H 3asBIICHUS, O(POPMUTE TPYI0BOM JOTOBOP M MPHUKA3 10
¢dopme T1, caenaTh 3aUCh B TMUHYIO KAPTOUKY U TPYJIOBYIO KHIKKY.

3aoanue 3. 3a0anun camocmoamenvnoz 6bINOIHEHUSA
Bapuanm 1
Hcnonwzys CIIC Koucynemanm Ilnioc, omeemvme Ha 60npochi.
1. BeisicHUTE, MOKHO JI MCIIOJIB30BaTh TpadapeTHbIN OJaHK 3asBJICHHS 00 YBOJHLHEHUU TI0
COOCTBEHHOMY JKEJIaHUIO WM paOOTHHUK JIOJKEH MUCATh 3asBJICHUE OT PYKH.

UrtoObl HAlTH OTBET Ha BOIIPOC, BOCIIONB3YHTECh CTPOKOM BhICTpOro rnowvcka, 3aj1aifte B Hel:
ODPOPMIJIEHME 3ASBJIEHMA Ob YBOJIBHEHMU n naxmute kHonky "Haittu" B nHavaine
cnucka coxepxkurcs "IlyTeBomuTenb 1Mo KaapoBBIM BompocaM. PacTopeHue TpymaoBOTO
noroBopa" OTKpOUTE €ro.

2. BoisicHuTe, KOMy HENb3s1 YCTAaHOBUTD UCTIBITATENbHBINA CPOK IIPU MPHEME Ha paldoTy.

Cratps 70 TK PO . McnibiTanue npu npueme Ha paboTy



3. Haiimute oTBET Ha BOMPOC, UMEET JIM MPABO pabOTOATEb YBOJIMTH OAMHOKYIO MaTh MPU
COKpAIIICHUU YUCIICHHOCTH paOOTHUKOB OPraHN3alINH.

Cratbs 261 TpynoBoro konekca PD

4. PaOOTHUK, SIBJIIOIIMICS CTYJACHTOM By3a, MPEAYIPEKACH O MPEACTOSIIEM YBOJbHEHHH IO
COKpAILICHHIO ITaTa. BeISCHUTE, UMEET JIU OH IPEUMYIIIECTBEHHOE IPABO OCTAThCS Ha padoTe.
Cratpa 179 TpynoBoro koaekca PO

Bapuanr 2

Hcnonvzys CIIC Koucynemanm I[lnioc, omeemvme Ha 60npochi.
1. BrisicHUTE, MOXXHO JT UCIONB30BaTh TpadapeTHbI OJaHK 3asBICHUS 00 YBOJIBHEHUU I10
COOCTBEHHOMY KEJIAHUIO WU PAOOTHUK JIOJDKEH ITUCATh 3asIBIIEHUE OT PYKH.

UroObI HAMTH OTBET HA BOIPOC, BOCIIONB3YyUTECh CTPOKOI BhICTporo nmoucka, 3aiaiite B Hell:
O®OPMJIEHUE 3AABJIEHMA Ob YBOJIBHEHWU u naxkmute kHonky "Haititu" B nHauane
cnucka coxaepxkurca "IlyreBoguTenp Mo KaapoBbIM Bompocam. PacTopikeHue TpyaoBOro
norosopa" OTKpoiiTe ero.

2. BbIsicHHUTE, KaKOBa MPOJOKUTENBHOCTD OTIYCKA JJIsl CAaYM TOCIK3aMEHOB paOOTHHKAM-
CTyJIeHTaM, 00y4aroUMCcs 110 O4HOM (hopme 00yUeHHUs.

cr. 173 TK P® "T"apanTuu u komreHcanuy pabOTHUKaM, COBMEIAIOIIMM paboTy ¢ 00yueHHeM B
00pa30BaTEeNbHBIX YUPEKACHUAX BBICHIETO MPOPECCHOHATBLHOI0 00pa30BaHus, U pabOTHUKAM,
MOCTYTAIONIUM B YKa3aHHbBIE 00pa30oBaTellbHbIC yupexkaeHus'". Mzyunre ee.

3. Haiinure cratpro 121 TpymoBoro koaekca PD, B koTopoii comepkutcs uHpopManus oo
WCUUCIICHUHN CTa)a PabOTHI, JAFOIIIETO MTPABO Ha €KETOJHBIE OTIAaYNBACMBIE OTITYCKA.

4. CotpyaHuK paboTaeT o COBMECTUTEILCTBY B T€UEHUE IATH MecsileB. Ha ocHoBHOM mecTte
paboThl eMy MPEOCTaBIEH OUYEPEIHOM OIIauuBaeMblil OTIYCK. BblsicHUTE, KOT1a BO3MOKHO
MPEIOCTaBICHNE EMY OTITyCKa M Ha paboTe IO COBMECTHTEIHCTRY.

Cratps 286 TpymoBoro koaekca PO

3ananue 4. Bonpochl Jist TETOBOI0 KOTHPOJIA.

1. Ckonvko 9K3eMnispos mpyoosoco 002080pa COCMABISENICsL
a). 2
6). 1
B). 3

2. Tpyooeoti docosop écmynaem 6 cumy ...
a). CO JIHS ero MoJANMcaHus pabOTHUKOM H paboTomarenemM
6). co JHS NPHUCTYIUICHHS K UCTIOTHCHUIO TPYIOBBIX 00S3aHHOCTEH

3. Cpox ucnvimanust 0 psi006o2o pabomuuxa N0 mpyoo8omy 002080py He Npesbluaent. ..
a). 3 Mecsra
6). 1 mecsir
B). 6 MecsIieB

4. 3acyumviearomcs au 8 CPOK UCIBIMAHUSA NEPUOObI BPEMEHHOU HempyOoCnoCOOHOCMU
pabomuuka u opyaue nepuoobvl, Koeod oH pakmuyecKu Omcymcmaeosa Ha pabome.
a). HE 3aCUUTHIBAIOTCS
6). 3aCUMTHIBAIOTCS
B). B UCKJIFOYHUTEIBHBIX CITy4YasX 3aCUATHIBAIOTCS

5. Cpounbiii mpyooeoti 002080p 3aKIHOUAECMCSL HA CPOK....
a). He Ooree 5 et
6). He Oosee 3 et
B). He Oonee 1 rona

6. C kakoeo 03pacma 603MOHNCHO 3aKIOUEHUE MPYO0BO2O 002080PA
a). 16 mer
6). 18 ner



B). 14 ner
7. Kusneonucanue kakoeo-1ubo auya, Komopoe COCMagIeHO UM CAMUM 8 8Ude OOKYMeHma,
ABNAIOULE20CS COCMABHOU YACMBIO TUYHO20 Oelld.
a). aBToOmorpadus
6). pestome
B). aHKETa
T). JTUYHAsl KapTouka pabOTHHUKA
8. CosokynHocms OOKyMEHMO8, co0epAHcauux ceedenust 0 pabomuuxe
a). JIMYHOE JIETIO
6). muuHast KapTOUKa
B). TPYAOBOIA IOTOBOP
r). aBToOuorpadus
9. Corcamas kpamxkas ungopmayus o cebe, COCMasieHHas NPeMeHOeHMoM Ha BAKAHMHOE
Mecmo.
a). pesrome
6). aBToOHOrpadust
B). aHKETa
r). JIMYHAsl KapTovka pabOTHHUKA
10. Ocnosubim OoKyMeHmOM, NOOMBEPAHCOAOWUM MPYOOBYIO OeMeNbHOCb U MPYO0BOL
cmasic pabomHuKa, A6AAEmc. ..
a). TPyIOBasi KHIDKKA
6). TpyI0BOIi IOTOBOP
B). JIMYHOE JCIIO
T). JTUYHAs KapTOUKa
11. Kaxoii 0okymenm oghopmusiiom, Kaxk npasuio, pyKonuCHbIM cnocobom
a). aBroounorpaduro
6). pestome
12. Jlonyckaemcst au npuem Ha pabomy 63 mpyooeou KHUNCKU
a). HeT
6). ma
B). B MCKJIIFOUUTEIIBHBIX CITyJasx
13. B mpyoosom 0ocosope He 02080peH CPOK e2o Oelcmeus, mo 002080p CYUMAaemcs
3aKIIOYEHHBIM HA ...
a). HEeolpeIeNIEHHBIN CPOK
6). Ha 1 rox
B). Ha 5 Jjer
r). Ha 3 TOMa
14. onpedenrume npasunvhyto nociedo8amenrbHOCHb npuema Ha pabomy
a). pe3romMe, 3asBlIeHUEe, aBTOOHOrpadus, TPYIOBOM 10roBOp, MPHKa3 O MPHEME, 3aIUCh B
TPYAOBOM KHUKKE U IUYHOE JEII0
6). 3asBIIcHUE, pe3toMe, aBToOHOrpadus, IPUKa3 O MpUeMe, TPYAOBOH TOrOBOP, 3aliCh B
TPYAOBOM KHUKKE U IUYHOE JEJI0
B). aBTOOHOrpadus, pestome, 3asiBICHUE, TPYIOBOM 10r0BOP, MPHUKA3 O MPHEME, 3aITUCh B
TPYAOBON KHUKKE U IUYHOE JIEIIO0
T). 3asBICHUE, TPYAOBOW JOTOBOP, 3aIKCh B TPYIOBOM KHIDKKE M IMYHOE AEJI0, IPHKA3 O
npreme, pe3rome, aBToororpadus
15. Kakue ceedenuss HE snocsimest 6 mpyo0ogyo KHUJICK)
a). 0 HarpakJIeHUsIX
6). cBenenus o pabote
B). O B3bICKaHMSIX
16. Umo senaemcs ochosanuem 0Jist BHeCeHUst 3aNUCU 8 MPYOOBYIO KHUNCKY
a). MPHKa3 M0 JTMYHOMY COCTaBY



6). TOKyMEHTbI 00 00pa3oBaHUM
B). macmopt
r). 3asBJICHUE O IpUeMe Ha paboTy
17. Ilpu nocmynnenuu Ha pabomy npedvaIAOmMcAL. ..

a). acropT, TPyAOBas KHHXXKA, CBUACTCIILCTBO I'OC. ICHCUOHHOI'O CTPAaXOBaHUS

6). macropT, TpyJ0Bas KHIKKa, aBTOOHOrpadust

B). 3asIBJICHUE. MACTIOPT, JOKYMEHT 00 00pa3oBaHUM
18. Kmo 3anonusiem auunyto kapmouxy gpopmor T-2
a). pabOTHUK
6). paOOTHHK KaJPOBOM CITY>KOBI

19. B kaxom naodesice NPU cocmasnenuu 3aseienus ykazvieaemcs 0odxicHocmo, D.U.O.

asmopa
a). B POAMTEIBHOM TajIeke 0e3 mpesiora
6). B pOJMTEILHOM Majieke ¢ mpeiorom "ot"
B). B JaTCIIBHOM ITaJIe)Ke
T). B UMCHHUTEIHPHOM TAICKE
20. Kakoil u3 nepequcienivix OOKYMEHMO8 3a6epsiiom neuamio
a). XapaKTepUCTHKA
6). pesrome
B). aBTOOHMOTrpadus

Oo6me 1 mpodecCHOHATEHBIC KOMITCTCHITIH 3amanus
OK 01. Beibupats cioco0bl perieHust 3a1a4 npo(ecCHOHAIBHOM AeSITENbHOCTH 1,2,3,
NPUMEHUTENBHO K Pa3TMYHBIM KOHTEKCTaM;
OK 09. TIlomp3oBarbcsi  mpo(eCCHOHATBHOM  JOKyMEHTAalued  Ha 1,2,3
rOCYIapCTBEHHOM M HHOCTPAHHOM $SI3bIKE
[1K 1.1 OcymiecTBasTh MpogecCHOHaTbHOE TOIKOBAaHUE HOPM IpaBa. 1,2,3,4
[1K 1.2 [IpuMeHsITh HOPMBI TpaBa JjIsl pelIeHHs 331249 B IPO(eCcCHOHATEHON 1,2,3,4
NEeSITETFHOCTH.
[1K 1.3 Bnagets HaBbIKAMU MOJATOTOBKH IOPUINYCCKHX JTOKYMEHTOB, B TOM 1,2,3,4

YHCIIe C UCTOIB30BaHNEM MH(OPMAITMOHHBIX TEXHOIOTHA.

Tema 2.4 JIoroBOpHO-TIPaBOBasi IOKYMeHTALUS
3aganue 1. Bonpocs! 11 GpoHTAIBHOIO ONpoOca
OxapakrepusyiTe J0roBOPHO-IIPABOBYIO JOKYMEHTALIUIO
Kakwe Bbl 3HaeTe BUBI IOTOBOPOB?
Ha3znauenue u crpoenue 1orosopa.
[paBuna opopMIIeHUS aKTOB B OpraHU3AIINH.
Uro Takoe areHTCKoe coramieHue?

Kakue Bbl 3HaeTe BUBI IOBEPEHHOCTEMN?
Iopsinok oopmiteHHst U PpErUCTpaLuy JOBEPEHHOCTEH.

NG kw

3aganue 2. 3axaHus 17151 TECTOBOT0 KOHTPOJIA
Bapuanm 1

Kak odopmiisitoTest mpriioxKeHus K JOrOBOpaM M POTOKOJIbI Pa3HOITIACH K HUM?

1. Coenawenue Oeyx Ul HECKONIbKUX JIUY 06ycmaH06JzeHuu, U3MEHEeHUU UlU npekpayeHuu

2padCOAHCKUX npas u 00s3aHHocmell
a). TOBEPEHHOCTb
6). akT
B). MpHUKa3
T). JIOTOBOP




2. Dupmennvle HAUMEHOBAHUS, HAUMEHOBAHUE CMOPOH no 002060py, PHO pyrosooumeneti

CMOPOH, NOONUCHIBAIOUWUX 002080D, YKAZbIBAIOMCSL 6...

a). IpeaMeTe J0roBopa
6). 00s13aHHOCTSX U ITpaBax CTOPOH

) npeamOyJe

r). 0AHKOBCKUX PEKBH3UTAX CTOPOH
3. B kaxou momenm eo3nuxkaem npaso cobcmeeHnocmu y nokynameiusi N0 002080py Kyn.iu-

npooasxcu?

a) C MOMEHTA COCTABIICHUSI IOTOBOPa
6). ¢ MOMEHTA OILIATHI

C MOMCHTA IICp€aain BCIIN

4. Komy, Kak npasuno, NpUHAONeNCUm UHUYUaAmued 6 3aKmo4eHu’ 002080pa NOCMAagKu?

a) MOCTABLIUKY

6). moKymaTemo

5. CkonbKko 3K3eMNIAp08 NPOMOKONA PA3HOAACULL K 002080paAM NOCMABKU HEOOXOOUMO

cocmasums?

a). 2
6). 1

3

6. Kaxotl ookymenm cocmasnsiemcs, K020a NO NPeONOHCEHHOMY NOCMABUWUKOM NPOEKm)

002060pa y NOKynameJis UMeomcs 603PaAHNCeHUs?

a) Xamoba
6). IPOTOKOII Pa3HOIIACHi K JIOTOBOPaM IIOCTaBKU

) 3asBICHHE

7. Kakou 00KyMeHm CAyHcUum OCHO8AHUeM OJil CB0€8PEMEHHO20 NOJyYeHUs 3aKkaza NO

002060py 6bIM06020 3aKasa (noopsoa)?

a). cnenuduKarms
6). akr

) KBUTaHLHUS

8. Kakoul ookymenm npunazaemcs kK 002080py HOCMAGKU?
a). crnenuduKarms
6). KBUTAHIUS

9.

Kakoii 0ocosop 3axnouaemcs ¢ muyamu, omeemcmeeHHbIMU 34 XpaneHue OeHeMHCHbIX
Cpeocms U moeapHoO—mamepuanrbHuIX YeHHoCcmeni?

a). IOTOBOp OBITOBOTO 3aKa3a

6). TOroBOp apeH IbI

B). ZIOTOBOP O MOJHON MHAWBH Ty AJIbHOW MaT€pUaIbHON OTBETCTBEHHOCTH.

T). JIOTOBOP KYIUTH-TIPOAAKHU

10. B cronvkux sxsemnisgpax cocmagnsaemcsi mpyoogou 002080p?

a). 2

6). 1

B). 3

11. Tpyooeoii docoeop ecmynaem 6 cuny ...

a). CO JHsI €T TIOANMCaHNs PAOOTHIUKOM M paboToaTeneM

6). co IHS PHUCTYIUICHUSI K UCTIOJTHEHUIO TPYIOBBIX 00sS3aHHOCTEH

12. Cpox ucnvimanus 0ns psioosoeo pabommuura NO MpPyoo8oMy 002080y He NPesbiuident...
a). 3 Mecsia

6). 1 mecsir

B). 6 MecsIeB

13. 3acuumuvisaromes 1w 8 cpok ucnvimanus nepuoOObl BPEMEHHOU HempyOdOCnoCOOHOCMU

pabomuuka u opyeue nepuoosl, Ko20a OH pakmuiecku omcymcmeosal Ha pabome.

a). HE 3aCUUTHIBAIOTCS



6). 3aCUMTHIBAIOTCS
14. Ocsobosicoaem u  oxonuanue cpoxka Oelicmeusi 002080pa  CMOPOHbL  OM
0MBEeMCMBEHHOCMU 3a HapyUWeHUe YCI08Ull 002080pd.
a). HE 0CBOOOXK/IaeT
6). ocBOOOXKIACT
15. B kaxkom cnyuwae ycnosue 002080pa Kynau-npooadxcu O mosape  Cuumaemcs
C02NaACOBAHHBIM?
a). eCIIM JJOrOBOP MO3BOJISIET ONPEACTUTh, HAMMEHOBAHUE U KOJIMYECTBO TOBapa
6). eciu 10roBOp MO3BOJISET ONPEACTUTh HAMMEHOBaHHUE TOBapa
) eci JOroBOP MO3BOJISIET OMPEICIUTh KOJIMYECTBO TOBapa
16. Cpounviii mpyoosoti 002060p 3axno4aemcst Ha CPpoKx....
a). He Oonee 5 ner
6). He Oonee 3 et
) He 6onee 1 rona
17. C kaxoeco so3pacma 803M0*CHO 3aKTOUEHUE MPYO0BO2O 002080PA
a). 16 ner
6). 18 ner
) l4mer

Bapuanm 2

1. Jlocosop smo
a). COrNalleHue IBYX WM HECKOJbKUX JHUI (TpaXIaH WU IOPUAWYECKHX ML) 00
YCTaHOBJICHUH, U3MEHEHHUHN WJIH MPEKPAICHUHN TPKIAHCKHX ITPaB U 003aHHOCTEH
6). cornaiieHue rop. JIMIl 00 YCTaHOBJICHHH, M3MEHECHUHU HJIM MPEKPAICHUN TPaKIAHCKUX
MpaB U 00si3aHHOCTEH
B). cornamenue ¢us. jui (rpaxaad PD) 00 ycTaHOBIEHHN, M3MEHEHUN WA TIPEKPAIICHUN
rpaXKIaHCKUX MPaB U 00s13aHHOCTEN
2. Qupmennble HAUMEHOBAHUSA, HAUMEHO8aHUe cmopoH NO dozosopy, DU O pykosooumeneii
CMOPOH, NOONUCHIBAIOUUX 002080D, VKAZLIBAIONICAL 6...
a). TIpeIMeTe JIOTOBOpa
6). 00sI3aHHOCTSIX U TIpaBax CTOPOH
B). nmpeamoOyIe
). 0aHKOBCKHX PEKBU3UTAX CTOPOH
3. B kaxou momenm o3nuxaem npaso coocmeeHHocmu y nokynameis N0 002080py Kyniu-
npooasxcu?
a). C MOMEHTa COCTaBJICHHS JIOTOBOPA
6). ¢ MOMEHTA OILIATHI
B). C MOMEHTA TIepeiauil BEIU
4 Komy, kax npasuno, npunaonexcum unuyuamuea 6 3akmuodeHuu 002060pa NOCMAeKU?
a). MOCTaBIIUKY
6). moxkymnareIo

5. CKOMbKO IK3EeMNIAPO8 NPOMOKOAA PAZHO2NACULL K 002080pAM NOCMABKU HE0OX00UMO
cocmasumau?

a). 2

6). 1

B). 3
6. Kaxoti ookymenm cocmasnsiemcs, ko2oa N0 NPeONIOAHCEHHOMY HOCMABUUKOM NPOEKNLY
002080pa y NOKYNamens UMeromcs 603padiceHus?

a). *xanmo0a

6). MPOTOKOJT pa3HOTIIACHIA K JIOTOBOPAM ITOCTABKU
B). 3asBJICHHE



7. Kaxoii 0oxymenm cnyscum ocnoganuem 015 C80e8peMeHH020 NOAy4YeHus 3akaza No
002060py ObIM0B020 3aKasza (noopsoa)?

a). cneuuukanus

6). axr

B). KBUTAHITUS
8. Kaxkoui 0oxymenm npunacaemcsi k 002080py nocmasxu?

a). cneuupukanus

6). KBUTaHLIUS

B). aKT

). 4eK
9. Kaxoti 0ocosop 3axmouaemcs ¢ auyamu, omeemcmeeHHbIMU 3a XPAHEHUE OCHEeNHCHBIX
cpeocma u mo8apHo —MamepUaIbHbIX YeHHOCmeu?

a). IOTOBOpP OBITOBOTO 3aKa3a

6). 1OroBOp apeH bl

B). JIOTOBOP O MOJIHOW WHAUBUAYAJIbHONW MaTepHAIbHON OTBETCTBEHHOCTH.

T). JOTOBOP KYIUTU-TIPOAAKU
10.  Oceoboowcoaem u  okoHuamue cpoka Oelucmsusi 002080pd  CMOPOHbL  OM
0MEemMCcmMBeHHOCMU 3a HaApyUleHUue YCI08Ull 002080pd.

a). HEe OCBOOOXKIACT

6). ocBOOOXKIACT

B). B MCKIIFOUUTEIIBHBIX CITyJasx
11. B «kaxom cayuae yciosue 002080pa KYNaU-NPOOAdNCU O MOBApe CUUmMaemcs
C02Naco8aHHbIM?

a). €CJIM IOTOBOP MO3BOJISIET ONPEACTUTH HANMEHOBAHNE W KOJIMYECTBO TOBAPA

6). eciu JOroBOp MO3BOJISACT OMPEICITUTH HANMEHOBAHUE TOBAPA

B). €CIIM JOTOBOP TIO3BOJISIET ONMPEAETUTH KOJTMYECTBO TOBAPa
12.  Tloxynamenvb noonucwviéaem 002080p 8 MeUeHUlL:

a). 30 nueit

6). 5 mHel

B). 10 nHeii
13.  Ogepma smo

a). TIPUHATHUS MPEIIOKEHHUS 3aKITFOUHTh JIOTOBOP

6). MOMEHT 3aKJIFOUCHHS JJOrOBOpa

B). TIPEIOKEHHE 3aKITFOUUTH JI0TOBOP
14.  [llpemenzuu Ha Heyoo81eMEOPUMENbHOE KAYECMBO UCNOIHEHUs. 3aKA3a NPUHUMAIOMCSL
NpeonpusmusAMU C1yHcoObl Obima 6 mevenue

a). 30 gHEl co THA MOTYYEHHUS 3aKa3a

6). 10 gHeit co qHS MOTyYeHHS 3aKa3a

B). O JIHEH CO JAHS MOIYy4YEHHUS 3aKa3a
15.  Ckem 3axnouaemcs 002080p 0 NOIHOU MAMEPUATLHOU OMBEMCIMEEHHOCTU?

a). ¢ pabOTHUKaMH, TOCTUTTIIAMH 16 jieT

6). ¢ paboTHHKamu, gocturimumMu 18 et

B). ¢ paOOTHUKaMH, JOCTUTTHMH 21 rona
16. Umo npusnaémes mosapom NO 002060py KyNIU-npooaxicu?

a). JIoObIC BEIIH

6). TOJIBKO MaTepUaIbHO-IIPOM3BOICTBEHHBIC 3aM1aChI

B). TOJIKO TPAHCTIOPTHBIE CPEACTBA

T). TOJIBKO HEJIBUKAMOE HMYIIIECTBO



O6me 1 mpodecCHOHATEHBIC KOMITETCHITH 3agaHus

OK 01. Beibupats cioco0b! perieHust 3a1a4 npo(ecCHOHAIBHOM AeSITebHOCTH 1,2,3,
NPUMEHUTENBHO K PAa3IMYHBIM KOHTEKCTaM;

OK 09. [Ilomp3oBarbcsi  mpoecCHOHATBHOM  JOKyMEHTauuedl  Ha 1,2,3
rOCyJapCTBEHHOM U MHOCTPAHHOM SI3bIKE

[1K 1.1 OcymiecTBisTh MpodhecCHOHATBHOE TOJIKOBAaHUE HOPM TpaBa. 1,2,3,4
[1K 1.2 ITpumeHaTh HOPMBI ITpaBa JUIsl PEIICHUs 3a7a49 B MPo(ecCHoHATBHON 1,2,3,4

ACATCIIBHOCTH.

I1K 1.3 Bnagetp HaBbIKaMH TIOJTOTOBKH FOPHINYECKUX JOKYMEHTOB, B TOM 1,2,3,4
YHCJIe C UCTIOIh30BaHHEM UH(POPMAITMOHHBIX TEXHOIOT M.

Tema 2.5 ;[peTeH?.I/IOHHO-I/ICKOBaﬂ HOKYMECHTAIlUsA

3ananue 1. Borpocs! 17151 ppoHTATBLHOIO onpoca.

1. Yro Takoe mpeTe3usi.

2. KTo MOXET COCTaBUTH MPETCH3HIO

3. B oTHOIIEHUM Yero MOXET ObITh COCTAIBBIICHA TPETCHXUS.

4, Kakue TOKyMEHTBI IOJDKHBI OBITh BO3BPAIIICHBI 3aIBUTEITIO TPH OTKA3€ B yJIOBICTBOPECHUN
MIPETEH3UH.
KakoBbI geficTBUSI pyKOBOAMTENS] OPTaHM3aAIMN TIPH MOTYYEHHN MPETEH3MOHHOTO MAChMa
6. TloanmexxuT u orIaTe MCKOBOE 3asIBIICHHE, Ky/Ia OHO HAIIPABIISETCS

o

3aanuue 2. CUTyaluorHbIe 321a4H /151 BHITOJIHEHH.

CocTtaBbTe NPETEH3UIO 110 JAHHBIM PUBEICHHBIM HIKE.

VYxkaxure agpecar B npaBoi yactu (upexropy padpuku-xumuuctku N 999 or Usanosoit N.1.
IpOosKUBaroIeH mo aapecy: Mocksa, yi1. 5-s1 Coerckas 100, k8. 1 (a.tem. 111-11-11).

Bun noxkymeHTa: npereH3us

TekcT npereH3uun

15 ¢eBpans 2023 roga s 3akiarounia Aorosop ¢ Bamieit ¢pabpukoii Ha Oka3aHWE MHE YCIIyTH
XUMHYECKON YHUCTKHU yOseHkH. [[yOreHka Oblia mouTy HoBasi. B uncTKy 5 oTnaBasia ee B epBbIit

22 ¢despans 2023 roga 8 npulLIa MOIydaTh TyOJeHKY U3 4uCcTKU. [Ipu ocmoTpe BO Bpems
MPUEMKHU 5 YBUEJIA, YTO OHA MTOJIHOCTHIO NOoTepsiia BUJ (BCS B MATHAX, [10JIOCAX U pa3BoJax).
Hocutp Takyro ny0neHkKy abCONMIOTHO HEBO3MOXKHO. S moTpeboBana ot Bameit dhabpuxu
yCTpaHUTh Je(EeKThI I BO3MECTUTH MHE YIEpO, crienuaniuctamMu (padpuku Oblia MpoBeicHa
MPOBEpKa KayeCTBa, B pe3y/IbTaTe ITON MPOBEPKU MHE OBIJIO 3asIBJIICHO, YTO BCE ATH HEJTIOCTATKU
BO3HMKJIU U3-3a JUTUTEJIbHOW HOCKH 1yOJIeHKH. 5] He corylacHa ¢ pe3ysIbTaTaMH 3TOM MPOBEPKH.
S obpatminacek B OOmiecTBO 3amMThl MpaB noTpeduteneir "Pe3onac”, rae Obuia nmpoBeaeHa
HEe3aBHCHUMAasl SKCIEPTH3a, MOKa3aBIIas, 4To Je(eKThl BO3HUKIN B pe3yJbTaTe XUMUYECKOM
YHUCTKH.

B cootBerctBum c 1.1 c1.35 3akona P® "O 3ammre npaB motpeduTernei’ mpormry:

1. 7100 BEpHYTh MHE aHAJIOTHYHYIO JyOJICHKY B YCTAaHOBJICHHBIN 3aKOHOM 3-X JTHEBHBII
CPOK, JTUOO BOBMECTUTh MHE 2-KPaTHYI0 CTOMMOCTb UCIIOPUEHHOM TyOJICHKH,
2. a TAK)KE BEPHYTh MHE CTOMMOCTb YCIIYTH (XUMUYHUCTKH).

CroumocTs ny0nenku npousBoacTa Uranuu coctasnsiet 84400 pyOiieli Ha MOMEHT MTOKYTIKH,
91000 py0:1eii Ha HACTOSIIIINI MOMEHT, CTOUMOCTh XUMYUCTKH cocTaBuia 3500 pyoseii.

Takum 06pazoM, cymma, mojyiesKaiias BeIIUIaTe:

91000*2+3500 = 185500 pyOmeii.

[Ipomy paccmoTpeTh MOIO nipeTeH3uto B TeueHue 10 nueil. B ciyyae urHopupoBaHus MOUX
TpeboBaHuil s1 Oyay BBbIHYXJEHa oOpaTHTbCi B Cyld. B HCKOBOM 3asBI€HHH, MOMHMO
BBILLIEU3JI0KEHHOT0, 51 Oyly IPOCUTh CyJ B3bICKaTh ¢ Bailero npeanpusitus KOMIIEHCAIIUIO



MOpAJILHOTO Bpe/a; Takoke Bam npuieTcs omaTiTh TOCHONUIHHY.
[Ipunoxenue:

1) Konust KBUTAHIMK HA OKa3aHKE YCIYTH (XUMUYHCTKH),

2) Korust 3aKIF0ueHHs SKCIIEPTU3bI,

3) Kornust ToBapHOTO 4eka Ha JTyOJIeHKY

[Hara 15 mapra 2023 roga

Tlommucs Banosa 1U.U.

O6mme 1 mpodecCHOHATEHBIC KOMITETCHIIH 3ananus

OK 01. Beibupats crioco0bl perieHus 3a1a4 npohecCHOHATIBHON IESTENbHOCTH 1,2

MMPUMCHHUTCIIBHO K pa3/IMYHbIM KOHTCKCTAaM;

OK

rocy1apCrBCHHOM H HHOCTPAHHOM S3bIKC

09. TIlomb3oBarbcsi  MPOECCHOHANBHOM  JTOKYMEHTAallMed  Ha 1,2

[1K 1.1 OcymiecTBasTh MpogecCHOHATBHOE TOIKOBAaHUE HOPM TIpaBa. 1,2
[1K 1.2 [TpumeHsAT, HOPMBI TIpaBa sl PEIICHUS 3a7a4d B MPOQPEeCCUOHATHEHON 1,2
JeSITETHHOCTH.

I1K 1.3 Biagets HaBBIKAMH TIOJTOTOBKH FOPHINYECKUX JOKYMEHTOB, B TOM 1,2

YUCJIC C UCIIOJIB30BAaHUEM I/IH(i)OpMaL[I/IOHHBIX TEXHOJIOT U,

Tema 3.1 TexHo/10THsI OPraHU3ALMH JOKYMEHT0000POTA B OPraHu3anusx (Y4pe:KIeHnsx)

3aganue 1. Borrpock! ans gpoHTAIBHOTO OIpoca.

1.

RO N oW

16.
17.

Uro Takoe JOKYMEHTOOOOPOT W Kak OCYLIeCTBIAETCS IMOJCYeT o0bema
JIOKyMEeHTOo00opoTa?

Kaxue moToku JOKyMEHTOB MPUHSTO Pa3inyaTh B COCTaBE JOKYMEHTOOOOpOTa

HasBatb ocHOBHBIE ATanbl JOKYMEHTOOO0pOTa

HasBats 0CHOBHBIC TIPHHITUITBEI OPTaHU3ANH JOKYMEHTO000pOoTa

Jlathb orpezieneHre perucTparyu

Kakue nemu npecnenyer peructpaiuiu JOKyMEHTOB?

Kakue TpeOoBanMs MPeAbSBISIOT K OpraHU3alil PETUCTPAIMU JOKYMEHTOB?

Kakue HemocTatki mMeeT KypHaIbHas CHCTEMA PETHCTPAIAN?

B gem cocTosIT J0CTOMHCTBA aBTOMATH3HUPOBAHHOW CUCTEMBI PETUCTPAIIH IOKYMEHTOB?

. Kakue n1okymMeHThI Mo/ijIeskaT KOHTPOJTIO 3a UCHIOJTHEHUEM ?

. B uem 3akirodaercs TEXHOJIOTHsSI KOHTPOJIS 33 UCTIOJIHEHUEM JIOKYMEHTOB?

. Kakue Buibl KOHTPOJIS 38 UCTIOIHEHUEM JIOKYMEHTOB CYIIECTBYIOT B OpraHU3alysix?

. Kak ucuncnsirorest cpoku UCIIOJHEHUS! JOKYMEHTOB?

. Kax opranu3zyercst KOHTpOJIb 32 CPOKaMHU UCTIOJIHEHUSI IOKYMEHTOB?

. Kakue ¢opmbl KOHTpOJISI 3a CpOKaMW HCIIONTHEHHS JTOKYMEHTOB TNPUMEHSIOTCS B

JIEIONIPOU3BOICTBE?
Kto ycranapnuBaeT UHAMBUyaIbHbBIE CPOKH UCIIOJHEHUS! JOKYMEHTOB?
B xakom city4ae TOKyMEHT CUUTAETCS] UCTIOJIHEHHBIM?

3ananue 2. 3aaHue UIICaMOCTOATEBHIOM BHEAYAUTPHONU paOOTHI.

CocraButh npezentanuo B MS Power Point, oToOpaxaromiyro cxemy 3JIeKTPOHHOTO

JIOKyMEHTO00O0pTa OpraHu3aly pa3HOro BUJa IESITEIbHOCTH.

Oo6mme 1 mpodecCHOHATEHBIE KOMITSTSHIHN 3amanus

OK 01. Boi6bupats criocoObl perieHus 3a1a4 npohecCHOHATBHON A TEIbHOCTH 1,2

MMPUMEHHUTEIIbHO K Pa3/IMYHbIM KOHTCKCTAM,

OK

ToCyIapCTBCHHOM N HHOCTPAHHOM A3BIKE

09. TIlomb3oBarbcsi  MPOGECCHOHAIBHOM  JTOKYMEHTAalMed  Ha 1,2




1K 1.1 OcymiecTBiaTh npogeccroHaIbHOE TOJIKOBaHUE HOPM MpaBa.

P
N N

[1K 1.2 [TpuMeHsATs, HOPMBI TIpaBa JIsl PEUICHHs 3a7ad B MPOPECCHOHATLHON
JESITETbHOCTH.

[1IK 1.3 BnageTs HaBbIKAMU MOATOTOBKH FOPHUIMYECKUX TOKYMEHTOB, B TOM 1,2
YHCIIE C UCTIOJIb30BaHNEM MH()OPMAITMOHHBIX TEXHOIOTHA.

Tema 3.2 OcoGeHHOCTH /1eJIONPOU3BOACTBA M0 00pALLEHUSIM I'PAKIAH U
KOH(UAEHIIUATBHOIO 1eJI0NPOU3BO/ICTBA

3amanue 1. Borpock! mist ppOHTAIBHOTO OMpoca.

KakoBsI nienm3amu el KOHGETUHIMATBHOW HH(POPMAITHH.

Bup! 3ammtel KoH(bETMHIMATEHON HHpOpMAITUH.

CrpyKTypa 3alMIIEeHHOTO IOKYMEHTOO0OPOTA.

Opranuzanysi KCTIOJTHEHHs KOH(PEUHITIBHBIX JOKYMEHTOB.

Kakwue cBefieHrs1 B OpraHu3aiiy COCTaBIITIOT KOMMEPUECKYIO TalHYy.
Kakoe HakazaHue MpeycCMOTPEHO 3aKOHOIATEIECTBOM 32 Pa3TJIONICHUE
KOH(eANHIMaTbHON HH(OpMAaIUH.

ook wnE

3amanue 2. 3amaHus IS PEIICHNUS CUTYalMOHHBIX 33]1a4.

3amaua 1

B Anmunuctpanuto Ilpesunenta PO noctynuio obpaiienue ocyxaeHHoi MaramenoBoit B.A.
OHa He corjacHa C pEHIeHHEeM POCCUHUCKUX CYAOB, CUMTAET WX HE3aKOH- HBIMH U
HE0O0OCHOBaHHBIMU. OCYKIIEHHAs! IIPOCUT TJIaBY POCCUHCKOIO rocy/iap- CTBa OKa3aTh COJCHCTBHIE
B MEPECMOTPE MPUTOBOpAa MO YroOJOBHOMY JE€ly C LEJbI0 TOPKECTBA 3aKOHHOCTH U
BOCCTaHOBJICHHUSI CITPABEIJIUBOCTH.

Kak Ber mymaete, paccmatpuBaet iu nmofo0Hbsie oopamierus [Ipesunent PO? Kakoit oTBeT
HanpaBuT Anmunuctpanus [Ipesunenta PO B agpec ocyx-nenHoit Maramenooit B.A.?

3amaua 2

Ha Ge3nelicTBre ynpaBIsSONIel KOMITAHUHA B MECTHYIO aIMUHUCTPAITMIO TIOCTYIIHIIA Kalo0a.
OTBETCTBEHHBIN COTPYIHUK OTBETHJI HAa JaHHOE oOpameHue B TedeHue 40 gHeil ¢ MOMeHTa
MOJTyYEHHSI BCEX HEOOXOAMMBIX JOKYMEHTOB.

KaxkoB cpok oTBeTa Ha 3kajio0bl U HHBIE 00paIleHUs TPaXKIaH YCTAHOBJICH B 3aKOHO/IaTEIILCTBE
Poccuiickont @enepannn? Moryt jau NpuBIIeYb TOJDKHOCT-HBIX JIMI] MECTHOW aJMUHHUCTPALIUN K
FOPUINYECKON OTBETCTBEHHOCTH 32 HAPYIIIEHHUE YKa3aHHBIX CPOKOB?

3amaya 3

Jlo3HaBaTeNnb OTACIICHUS TOJIUITMH OTKa3al B BO30YK/IEHUU YTOJIOBHOTO JIea 3asBUTEIIO 110
MIPUYUHE OTHECEHHUS BO3HUKIIIETO CIIOpa K KaTErOpuu rpakianckux jaei. [Ipu aToM no3HaBaTens
HE TIPOBEJ BCEX HEOOXOJMMBIX TMPOIECCYaTbHBIX JCHCTBUM, B TOM YHCJIE HE JOMPOCHII
MOTEHIMAJILHOTO TI0/103PEBAEMOTO0.

CocraBbTe )xa00y B MPOKypaTypy B IEJSIX MPU3HAHUS 0TKa3a B BO30YKICHUN YTOJIOBHOTO JIeNa
HE3aKOHHBIM. HefocTaroniye JaHHbIe IPOCTaBbTE B IPOM3BOJIBLHOM TOPSJIKE.

3amaua 4

KonnekTtuBy mnpennpusiTis HE BBIIUIAYMBAIOT B TOJHOM oOOBeMe 3apaboTHYIO IUIaTy.
[IpencraButeny pabOTHUKOB MPUHSIIA PEIISHUS JUIS 3aIIUTHI CBOMX TPYIOBBIX IIPaB 00paTUTHCS
3a TIOMOIIIBIO B TPY/IOBYIO MHCIEKIIMIO U IIPOKypaTypy. BripaBe i1 OHM HanpaBUTh KOJUIEKTUBHYIO
XaJi00y B IaHHbIE OpPraHbl?

Kakue tpeboBanust rocy1apcTBO MPEABSIBISIET K €€ 0(OPMIIEHHIO?

3amaua 5

Mtuoroaetnas Marb ['opaeeBa O.H. momydmsia OT MECTHOM aAMUHUCTpAIlMU 4Yepe3 CalT
l'ocycnyru oTka3 B 3aMeHE €l IpaBa Ha 3€MEJIbHBIN YYaCTOK JIEHE)KHOM KOMIIEHCALIUEU s
pUOOpETEHUS XWIbsl B UMIOTEKY. B 0Tkaze oTMeueHO, 4TO 3asBUTENIb HE MPETOCTABUI BCE



HEO0XOAUMBIE JOKYMEHTBI, IIPY 3TOM HEKOHKPETU3UPOBAHO KAKUX IOKYMEHTOB. 3asiBUTEIb HE
COTrJIacuiach C JaHHBIM

oTka3oM. HopMaTHBHO-TIpaBOBOI aKT, peryIMpyrOLMid JaHHBIN BOMPOC, HE TpeOyeT OT 3asBUTEIS
MPEIOCTABIICHNUS IOKYMEHTOB, €CJI OHA MOTYT OBITh 3alPOILIEHBI U MOTY4YEHbI PEICTABUTEISIMU
rOCYJapCTBEHHOM BIIACTH.

Kakum 06pa3om MoskeT ObITh 00KaIOBaHO JAHHOE PEIICHHE MECTHOM aiMUHUCTpaiun? B kakoit
rOCYJapCTBEHHBIN OpraH u cpok? KakoB cpok paccMOTpeHHs OA00HOM Kan00b1?

3anaya 6

B niepro1 KOpoHOBUPYCHOM MH(MEKITUH OTMEYAETCS POCT OOpallieHi Tpak/laH, HApaBJICHHBIX B
ANEKTPOHHOM (opMare B IOCYAAPCTBEHHbIE M MECTHblE OpraHbl BiacTu. OTKpoOHTE calT
I'enepanbHOil mpokypaTypsl P®, m3yunrte MOpsIOK HAmMpaBICHUS SJIEKTPOHHBIX Kalold U
oOpaiieHuii B JaHHBIA TOCyAapcTBeHHBbIH opraH. CocTaBbTe€ aNrOpUTM ACUCTBHHA IpHU
HaIPaBJICHUN OOpalIEHUH ANEKTPOHHBIM ciocoOoM. OLEHUTE NPEUMYLIECTBA U HETOCTATKU
TaKOro crocooa.

3anava 7

[Tencuonep IlpyrukoB A.C. HanmpaBWI CBOU NMPEJIOKEHUS B MECTHYIO aJIMUHHUCTPALIUIO T10
paLMOHAJILHOMY HCIOJIb30BAaHUIO OIOKETHBIX CPEICTB, a TAaKK€ H3MEHEHUIO T'OPOJCKOM
MHPPACTPYKTYPHI, B TOM YHCIIe TApKOBOH 30HBI. O0sI3aHa TN MECTHAS aJMUHUCTPAIIMS OTBEYATh
Ha [OCTYIUBILIKE MPEeAI0KEeHNs IeHcHoHepa? OTBeT 000CHYHWTE CO CChUIKOM Ha HOPMAaTUBHO-
MIPAaBOBOMAKT.

3amaua 8

Ocyxnennblii buprokoB A.C. pemmn HampaBUTh XKajoOy B MpOKypaTypyHa Oe3feiicTBue
MEIUIIMHCKON YacTU MCHPABUTENBHOIO YUYPEKICHUSI MO BOMNPOCY MPEIOCTABICHUS €My
BpaueOHOM nomorty. [IlncbMeHHy0 ano0y B 3aKpbITOM KOHBEPTE OH Iepeiall B aIMUHUCTPALIHIO
KOJIOHWU. PyKoBOICTBO B yCTHOW (hopMe OTKa3alo OCYXJACHHOMY B MpUeMe OOparieHHs
OCYXXJIEHHOTO, TOSICHUB, YTO BCE IOKYMEHTBI, TUChbMA M JKATOOBI OT OCYXKICHHBIX TOJIKHBI
nepeaBaTbCs B aIMUHUCTPALIMIO KOJIOHUH TOJIBKO B OTKPBITOM KOHBepTe. [locie mpoxoxae-
HUS ATala PEICH3UPOBAHNS OHU OYyT 3aredaTaHbl B KOHBEPTHI IS JAITbHEH-

LIEW OTIPABKU IPOKYPOPY.

O00cHOBaHO 1 TPeOOBaHUE MPECTABUTENCH aIMUHUCTPALMHA KOJIOHUH?

3anaua 9

I'paxxnanun B.B.®. 14 aBrycta 2021 r. u 16 aBrycra 202 1r. Hanpasui B Y @Cb oOpamienus B
AIIEKTPOHHOM BHJIE, KOTOPBIE ObIIH 3aperucTpupoBanbl B cekperapuare Y DCh 20 asrycra 2021
r. OTBeT Ha yKkazaHHble oOpaliieHus ObLT JJaH B JOKyMeHTe Ne, Tpy 3TOM U3 ITOYTOBOT'O IUTEMIIENS
Ha KOHBEPTE CIIEAYET, YTO OTBET eMy ObLI oTmpamieH 26 ceHtsOps 2021 r. Tem campim
VYnpasnennem @Cb Poccun no Hukeropoackoit o6mactu 6611 HapyieH 30-THEBHBIH CPOK st
Jlaud OTBETA Ha €ro OOpalleHus], B CBSI3U C YEM IpaskJaHUH 00paTUiICs B cyA 00 OCIIapuBaHUU
oe3neiicteust Ynpasnerus @Cb Poccun no Hmkeropozackoii obnactu. [Ipuanmast pemienue mo
JIeITy, CyZ IPUALLIEIT K BBIBOJLY O TOM, YTO IIPAaBOBBIX OCHOBAHWM JIJIs YI0BJIETBOPEHUS 3asIBIICHHBIX
TpeOOBaHMIA HE MMEETCS, TI0 CKOJIbKY HalpaBJICHHE OTBETA 3asIBUTEITIO TI0 MTOYTE TI0 HCTEUE HAN
36 nHel co JHSA PETrUCTPAlUU €ro OOpalleHUl HE MOXKET ObITh MPHU3HAHO CYIIECTBEHHBIM
HECOOJTIOJICHNEM YCTAaHOBJIICHHOTO TIOPS/IKA; TaHHAs 3a/IepKKa SBIISICTCS HE3HAYNTEITLHON 1 HE
BJICYET HETAaTUBHBIX MMOCIEACTBHIMA 115t 3asiBuTeNst. Cy IpHILEN K BBIBOLY, UTO oOpatenus B.B.D.
OBUTH PACCMOTPEHBI, TO €CTh 1O HUM OB TIOJITOTOBJICH U TIOJMMCAH OTBET B YCTAHOBIICHHBIH
3akoHOM 30-AHEBHBIN CPOK C AaThl UX perucTpanuy. [loMrmMo BecbMa HHTEPECHOM OLIEHKU CyJI0M
HapyIICHUs] YCTAaHOBJIEHHOTO 3aKOHOM CpOKa JJisi pacCMOTpPEHHs oOOpalleHud Kak
«HE3HAYUTEIHHOU 3aJIEPKKI» MOKHO OTMETHTH, YTO, TI0O MHEHHIO CyJla, OTBET MOXET OBITh
HampaBslieH U 1o ucreyeHuu 30-gHeBHOro cpoka. OueHuTe 3aKOHHOCTh U OOOCHOBAHHOCTh
perieHus cya 1o qanHomy neny? Bxomst i B 30-THIHEBHBIN CPOK TIOMUMO COCTABJICHUS OTBETA
JICHCTBUS TI0 €r0 HAIMPaBJICHUIO 3asIBUTENIO?



O6me 1 mpodecCHOHATEHBIC KOMITETCHITH 3agaHus

OK 01. Beioupats crioco0bl perieHus 3a1a4 npohecCHOHATBHON IS TeTbHOCTH 1,2
NPUMEHUTENBHO K PAa3IMYHBIM KOHTEKCTaM;

OK 09. [Ilonp3oBatbess  Mpo(eCcCHOHANBHON  JIOKyMEHTAlMe  Ha 1,2
roCyIapCTBEHHOM U MHOCTPAHHOM SI3bIKE

[1K 1.1 OcymiecTBasTh mpogecCHOHaTbHOE TOIKOBAaHUE HOPM IpaBa. 1,2
[1K 1.2 ITpumeHsTF HOPMBI TIPaBa ISl PELICHNUS 3a7a4d B IPOPECCUOHATLHON 1,2
NEeSITETBHOCTH.

I1K 1.3 Bnagetp HaBbIKaMH TIOJTOTOBKH FOPHINYECKUX JOKYMEHTOB, B TOM 1,2

YUCJIC C UCIIOJIB30BAaHUEM I/IH(i)OpMaL[I/IOHHBIX TEXHOJIOT U,

Tema 3.3 Cucremarusanus 10KyMeHTOB, (GopMHpPOBaHUe X B /ieJIa U Nlepeiadya B apXuB

Opranumsalnum

3ananue 1. Borpocs! 17151 GpOHTATBLHOIO onpoca:

Nk~ WD E

10.
11.
12.
13.
14.
15.
16.

17.
18.

19.

INosicanTe OCHOBHBIE TPEOOBAHMS K PEKUMY XPaHEHUS TOKYMEHTOB B apXHUBE.

UYro Takoe TororpapuyecKkuii yKa3aTenb?

Onunvre Ha3HAYeHUE U IPUMEHEHUE TONorpauuecKux yKaszaTese Jei B apXuBe.

UYem apxuBHasl ClipaBKa OTJIMYAETCS OT BBITUCKU?

Kakue cymecTByroT BUIbI apXUBHBIX (HOHIOB?

Kak opopmiisiercs Bbliaua /ies1 B CTOPOHHUE OpraHU3aLin?

Kak ocymiectsisiercs mpuem Aeit Ipu X BO3BPATE MOCIIE UCIIOJIb30BaHUS ?

Kakue eme @opMbl HCHOIB30BAaHUSA APXUBHBIX JOKYMEHTOB MPUMEHSIIOTCS B
Opra’u3anusx?

IosicHuTe OCHOBHBIE TPEOOBAHUS K PEKUMY XPaHEHHUs] JOKYMEHTOB B apXUBE.

UYro HazbIBaeTcs "(popMupoBaHueM jena’?

Kakoss! ipaBmna popmupoBanus aen?

Kakoe 3Ha4eHNe UMEIOT CPOKHU XPaHEHUs JOKYMEHTOB Ipu (popMHUpOBaHUN J€N?

Kak pacnonaratorcst JOKyMEHTBI BHYTpH Aena?

UYro o3HayaeT sKcHepTu3a HEHHOCTU JOKyMeHToB? [l uero oHa npoBoanTCs?

KakoB mopsiiok Mo IMBKY ¥ HyMEPAIMH AEJT IOCTOSIHHOTO XpaHEeHUs?

Kakne TpeGoBaHMs MPEABABISIOTCS K XPAaHCHHUIO JOKYMEHTOB U JIeT B CTPYKTYPHBIX
NOApa3ACIICHUSX?

KakoBsI mpaBuiia moArOTOBKY 7T K C/Ia4e€ B apXWUB OpraHUA3aIH?

Kakue omnepanuu TOJKHBI OBITH BBIIIOJIHEHBI B Cllydae HEOOXOAMMOCTU H3bATUS
JIOKYMEHTa U3 JIeJ1a TOCTOSTHHOTO XpaHEHUs ?

KakoB mopsiiok ciaum Jiesm MOCTOSTHHOTO M BpeMeHHOTo XpaHeHus (cwie 10 ser) B
apxuB?

3ananue 2. 3aaianve IS pEIICHNs] CUTYaIMOHOBIX Xajad.
CocraBere HOMeHKHaTypy Aen OAO «bonbmas kams» (r. Kypran) na 2023 ron, B

KOTOPYIO BKJITFOUHTE CJICTYIOIINE TOKYMEHTBI:
01. Kanuensipus

YupeauTenbHbIe JOKYMEHTBI 1 yCTaB 00IIECTBA

[Nonoxxenus 00 opranax ynpasieHust (001eM coOpaHuK aKIIMOHEPOB, COBETE TUPEKTOPOB,
MIPABJICHUH)

[TaTHble pacnycaHus U U3MEHEHHS K HUIM

[onoxxeHus 0 CTPYKTYPHBIX TOAPA3IEICHUSIX

[Ipukassl reHepaIbHOrO JUPEKTOPA [0 OCHOBHOM JESITENBHOCTH

IIprka3pl reHepabHOrO TMPEKTOpa MO aIMUHUCTPATUBHO-XO3SICTBEHHBIM BOIIPOCAM
IpoToxosnsl 00mMX cOOpaHuii aKIMOHEPOB U JIOKYMEHTBI K HUM




— MHcTtpyKups 1o Jenonpon3BOICTBY
— Ilepenucka 1o BorpocaM OCHOBHOM J€ATENTbHOCTH
02. Otnen xaapoB
— JIOIKHOCTHBIE MHCTPYKLIMU COTPYAHHUKOB
— ITarHble pacnyvcanus U n3MeHeHus K HuM. Konun
— Ilpuka3ssl reHepaIbHOTO JUPEKTOPA 110 OCHOBHOM JestenbHocTH. Konvu

— Ilpukassl TeHepaIbHOTO JAUPEKTOpA MO JIMYHOMY COCTaBy (O MpHUeMe, TepeMeIIeHuH,

YBOJIBHEHUH U JIp.)

- HpI/IKaSBI IFCHCPAJIbHOTIO JUPCKTOpAa O MPCAOCTABJICHUHN CKCTOJAHBIX OINIAYUBACMBbIX

OTITyCKOB
OOmmue u npodeccuoHaIbHbIE KOMIETEHIUI 3ananus

OK 01. Beibupats criocoObl perieHus 3a1a4 npoecCHOHATIBHON A TETbHOCTH 1,2

NPUMEHUTENBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 09. [Ilomp3oBarbcss  mpoeCCHOHATBHOM  JOKYMEHTAllMed  Ha 1,2

TOCYJIAPCTBEHHOM M HHOCTPAHHOM SI3BIKE

[1K 1.1 OcymiecTBasTh MpogecCHOHATBHOE TOIKOBAaHUE HOPM IIpaBa. 1,2

[1IK 1.2 [TpumeHsaTs HOPMBI TIpaBa sl PEHICHHS 3a7ad B MPOPECCHOHATEHON 1,2

JeSITeIbHOCTH.

[1K 1.3 Bnagets HaBbIKAMU HOATOTOBKH IOPUAMYECKUX JOKYMEHTOB, B TOM 1,2

YUCJIC C UCII0JIb30BAHHUCM I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTUH.
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1. TIAKET 5K3AMEHATOPA
Ilepeyens TeopeTHyecKUX BONPOCOB K AupepeHIIUPOBAHHOMY 3a4eTy

[TonsiTne M QYHKIUU TOKYMEHTOB

Krnaccudukamus 10KyMEeHTOB

Crannmaptuzanys U yHUQUKAIMS YHIPABICHYECKOH JTOKYMEHTAlUU
TpeOGoBanus kK 0POPMIICHHIO TOKYMEHTOB

Bupl oprann3aninoHHO-PaCIOPSIUTEIbHBIX JOKYMEHTOB
Haznauenmwe u craanm W3MaHUS PacOPAIUTEIbHBIX JOKYMEHTOB
CrpaBo4HO-UH(POPMAITUOHHBIE JTIOKYMEHTBI

CnyxeOHble mUchMa

Odopmienne TenerpaMM H TeleOHOTPaMM

. JIoKyMeHTHpOBaHUE TPYAOBBIX MPABOOTHOIICHHHA
. OcobenHocTH 0GOpMIICHHS AOKYMEHTOB IO JINYHOMY COCTaBY
. [lonsiTHe TOBEPEHHOCTH

. Bunbl noBepenHoctu

. doroBop. Buasl 1oroBopos.

. CtpykTypa morosopa

. IIpeTeH3nOHHO-UCKOBasl TOKYMEHTALIHS

. JJOKyMeHTO00O0pOT OpraHu3aIIH

. KoHTpOons ucToNHEeHNsT TOKYMEHTOB

. Opopmienre HOMEHKIATYPHI AeT

. ApXUBHOE XpaHEHHE TOKYMEHTOB
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