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L. ITACIIOPT

OOHJA OHEHOYHbLIX CPEACTB

10 y4eOHOU JUCITUTUINHE

OI1. 06 «/IokvMeHTAMOHHOE 00ecnedeHre VIIPABJIEHMSD)
llanmeHnoBaHue
Pe3yabTarnl 00y4yenus OK Il
, anMeHOBaHHe OLIEHOYHOT'0 CPEICTBA
(ocBoenHbIe yMennsi, [IK TEeMbi TeKyIIMil NMPOMEKYTOYHASA
YCBOCHHbIE 3HAHMS)
KOHTPOJIb arTecTanus
Ymenns:

OCYILIECTBIISTD OK Ol | Tema 1.1. Ilonstue o Hdubdepenmpon
XpaHEHUE U ITIOACK OK 09 | nokymeHTaillOHHOM YcTHBil onpoc aHHBIN 3a4eT B
JIOKYMEHTOB; 00eCIeueHnH! yIpaBIieHus, [paxTuueckue TeCTOBOI (hopme

MIPUMEHATH Ha JIOKYMEHTe U criocofax 3aJaHus o y4eOHOI
NpaKTTe JOKyMEHTHUPOBAHHS Pemenne JMCIIITUTIHE
roCyJIapCTBeHHbIC Tema 1.2. HopmarusHo- GMIL{ HIIMOHHBIX
CTaHIAPTEHL, APYTHE nmpaBoBas 6aza 3a1a4 [epeuens
HOpPMAaTUBHO- JIOKYMEHTAIIIOHHOTO CamocTosiTesbHas | BOIIPOCOB JUTS
METOINICCKHE obecrnieueHus ynpaBieHHs pabora TOTOTOBKH K
JIOKYMEHTBI, Tema 1.3. CriocoObI 1 TipaBrIia TectupoBanue BBTOJTHCHHIO
perIaMeHTUPYIOTHE CO3/1aHUs TOKyMEHTOB TECTOBBIX
OpTraHHU3aLHI0 Tema 2.1. Ocdopmnenne 3aJaHuN
JIOKYMEHTAIIOHHOTO MH(OPMAIIIIOHHO-CIIPaBOYHOM
o0ecrieueHusl yIpaBIIeHNS; JIOKYMEHTAIUN

Tewma 2.2. OdopmieHue
OpraHn3auoHHO-
pactopsANTENbHON
JIOKYMEHTaIlU1
Tema 2.3. OpopmieHue
KaJIpOBOM JIOKyMEHTAIU!
Tema 2.4 JloroBopHO-TIpaBoBast
JOKyMEHTAIIUs
Tema 2.5 IlpeTeH310OHHO-
HCKOBasi JOKyMEHTAIH
Tema 3.1 Texuomorus
JOKyMEHTOO0O0pOTa B
OpraHm3ausIx (YUpexIeHusIx)
Tema 3.2 OcobenHocTH
JETONIPOM3BOACTRA T10
oOpaTeHusIM rpaXKiaaH u
KOH(HICHIIUATHHOTO
JIENIOTIPOU3BOICTBA
Tema 3.3 Cucremaruzanus
JIOKYMEHTOB, ()OPMHPOBAHHE KX
B JIeNIa M TIepeiava B apXUB
COCTaBIIATb U OKO01 | Tema2.1. Oopmienue
TIPABHIIBHO O(OPMIISITH OK 09 | umH(pOpMAaiIIOHHO-CLIPaBOYHOM
OCHOBHbB1€ BUJIBI ITK 1.1 | noxymenranumn
OpTraHU3alMOHHO- ITK 1.2| Tema 2.2. Odopmietue
pacCOPSAUTENBHBIX ITK 1.3 | opranmzanuoHHo-
JOKYMEHTOB; pacnopsauTeTbHON
oopmisT JIOKYMEHTAIU!
b Tema 2.3. Odopmnenue
UH(POPMAIIIOHHO- Ka/IpOBOW TOKyMEHTAIIMN
GTYOBIBOYIT O Tema 2.4 JIoroBopHO-TIpaBOBast
JIOKYMEHTAIIUIO; JOKYMCHTAITUS

ohopMIIITE Tema 2.5 [IpereH3noHHO-

KaZApOBYIO HCKOBAas JOKVMEHTAIM

JIOKVMEHTAIIHIO:




0(hOpMIIATE
MPETEH3UOHHO-UCKOBYO

Tema 3.1 Texuoorus
OpraHu3anyu

JIOKYMEHTALIMIO. JIOKyMEHTO000pOTa B
opranu3anusx (yUperKICHUsX )
Tema 3.2 OcobennocTH
JICITOIIPON3BOJICTBA I10
0o0paTeHusIM Irpakaad u
KOH(DHIECHIINATBHOIO
JICIIOIPOM3BOICTBA
Tema 3.3 Cucremarusanus
JIOKYMEHTOB, (hOPMHPOBAHUE UX
B JIeJIa U [Iepeaya B apxXuB

3nanus:

TepmuHoioruio B | OK 01 Tema 1.1. Ilonsarue o Y CTHBIH OIIPOC Inddeperimpon
obnactu OKO09 JIOKYMEHTAIIIIOHHOM IIpakTuyeckue AHHBIM 3a4EeT B
JIOKYMEHTAIIIIOHHOTO 00eCIICUEeHHNH YIIPABICHNU, 3a7laHus TECTOBOM hopme
oOecIIeueHH s YITPaBICHHS, JIOKYMEHTE M CII0CO0ax CamocroarensHas| 1o y4eOHOM

HOPMAaTHBHBiE JIOKYMEHTHPOBAHHS pabora JTUCIIITLITHHE
JIOKYMEHTHI, Tema 1.2. HopmaTtuBHO- TecTupoBanue
periIaMEHTUPYIOTHE paBoBas Oa3za ITepeuens
COCTaBIICHHE U JIOKYMEHTAIIIIOHHOT'O BOI30GOB JUISI
odopmiieHne o0ecrieueHrs yIpaBIeHUs TIO/ITOTOBKH K
AOKYMCHTAIIMH 1 IIOPsAIO0K BbTOJIHEHUIO
ee 00paboTKy; TECTOBBIX

3aJaHN

MpaBHIIa OK 0l | Tema2.1. OdpopmueHne Y CTHBIH OIIPOC
COCTaBJICHHS B OK 09 | wmH(pOpMAaIIOHHO-CITPABOYHOMI IIpakTrueckue
odopMIIeHUS ITK 1.1 | moxymeHTamuu 3aIaHus
OJPrdHU3dIIMOHHO- ITK 1.2 | Tema 2.2. OdbopmicHre CaMocTosTebpHast
pacropsIuTeIbHbIX ITK 1.3 | opranuzaimioHHO- pabota
JIOKYMEHTOB, BXOJSTIHX PacopsIUTEILHOM Pemenue
B
YHUbUIUPOBAHHYIO JIOKYMEHTAIHH GUIL HIMOHHBIX
CHUCTEMY OpraHHU3aIlIOHHO- Tema 2.3. Odopmenne 3a7aq
pacropsauTeIbHbIX KapOBOM JJOKYMEHTALIUN TectupoBanue
JIOKYMEHTOB, Tema 2.4 JloroBopHO-TIpaBOBast
VHuGUIUPOBaHHYIO JIOKYMEHTALHs
CHUCTEMY MEPBUYHOMN Tema 2.5 IIpeTeH3noHHO-

YYETHOM JJOKYMEHTAIINH B HUCKOBasI JIOKYMEHTALIUS

YacTH JOKYMEHTAILIUHU T10 Tema 3.1 TexHomnorus

y4dery TpyHaa, Opra’Hu3anuu
JIOKyMEHTO000pOTa B
OpraHu3aysx (YIpeKICHHUIX )
Tema 3.2 OcobeHHOCTH
JICITOIIPOM3BOJICTBA I10
00paTeHusIM IrpaKaad
KOH(HICHIIMATHHOTO
JICIIONPOU3BOJICTBA
Tema 3.3 CucremaTu3arnys
JIOKYMCHTOB, (hOPMHPOBAHHE FX
B JIeJIa U Iiepe/iaya B apxXuB

MOPSIIOK OK 01 Tema 3.3 Cucremaru3anus DpoHTaIBEHBIN
TPOBEICHUS YKCIIEPTHU3EI OK 09 | mokymeHTOB, (hOPMHPOBAHHE HX | OTHQ0G
LEHHOCTHU JJOKYMEHTOB 1 ITK 1.1 | B mena u nepenaya B apxuB Perenne
HOJTOTOBKH JIEN K ITK 1.2 | opranuzanuu GUIIdIIMOHHBIX
apXHUBHOMY XpaHEHUIO. ITK 1.3 3a7a4

TEXHOJIOTHIO
OpraHM3aluu
JIOKYMEHT0000pOTa B
OpraHMU3aLusax
(YIpESIKICHUSX ).




KpnTeme OINCHUBAHUSA

B 6 Ouenka
U7 paboTHI > 3 1 5
®poHTaNbHEIN | HE3HAHHUE OTBETA 3HaHHE U JIaeT OTBET, TIOJTHO U
OIpoc Ha MOHUMaHHE YIOBJIETBOPSAIO | apryMEHTUPOBAHO
COOTBETCTBYIOIIEE | OCHOBHBIX AN TeM XKe OTBEYaET M0
3ajlaHue, HOJIOKEHU I TpeOOBaHHSAM, | COJACPKAHUIO
JIOITyCKaeT OIIMOKH | TeMbI, HO: YTO U 1A BOIIPOCA;
B (DOpMYJIUPOBKE | M3maraer OLICHKH «5», HO | OOHapy»XHUBaeT
ONPEACICHUN U mMarepuan nomyckaet 1-2 | moHMMaHue
MpaBuUII, HETIOJTHO | OLINOKH, Marepuaia
HCKaXaloIlllue UX | JIOMycKaeT KOTOpBIE CaM ke
CMBICII, HETOYHOCTH B HCTIPaBIISICT
OecropsZIOYHO U | OTpeIeIICHIH
HEYBEPEHHO MOHATHIL; HE
u3jiaraer yMeeT
MarepHa. JIOCTATOYHO
rIyOOKO U
JI0Ka3aTeIbHO
000CHOBAThH CBOU
CYXKJICHUS U
MIPUBECTH CBOU
pUMEpBL;
u3JaraeT
Marepuai
HETIOCIIeI0BaTelh
HO U JIOITyCKaeT
OLLIMOKH.
[TpakTrueckas | oOydarommiAcs OOydaromuiicsi B | oOyJaromuicss | oOydaromrmiics
pabota UMeEeT L[E€JIOM OCBOMJI NoKas3ajl 3HaHHE | UMeeT TiyOokue
CYILIECTBECHHBIC MaTepua y4eOHOTO 3HaHUs y4eOHOTro
npoOebl B PaKTHYECKOU Mmarepuana, Mareprania o TemMe
3HAHMSIX paboThL, OTBETHII | YCBOMII MPAKTHYECKOM
OCHOBHOT'O HE Ha BCE OCHOBH 10 paboThI,
y4e0HOTO YTOYHSIONINE U | JIUTEPATYPY, MOKAa3bIBACT
Mmarepuania JIOTIOJTHUTENIBHBIE | CMOT OTBETUTH | YCBOCHHE
MPaKTUIECKOU BOIIPOCHI; IIOYTH TIOJIHO HA | B3aUMOCBSI3U
paboThI, KOTOPBIA | 3aTPYMHSAETCS C | BCE 33JaHHBIE | OCHOBHBIX
MOJIHOCTHIO HE HpaBUIEHON JIOTIOJTHUTEIIBHBI | MTOHSATHM,
PacKpbLI OLICHKOM e UCTIOJIb3YEMBIX B
coiep>KaHue NPE/UIOKEHHOW | YTOUYHSIIOIINE paborte, cMor
BOIIPOCOB, HE CMOT' | 3aJa4H, JaéT BOIIPOCHI; OTBETHUTH Ha BCE
OTBETUTH Ha HETIOJTHBINA OTBET, | JIEMOHCTPUPYET | YTOUHSIOIIME U
YTOYHSIOLIUE U TpeOyromuit 3HAHUS JIOTIOJTHUTENTLHBIC
JIOTIOJIHUTENIbHBIE | HABOISIINX TEOPETHIECKOTO | BOIPOCHI;
BOIIPOCHI; AT BOIT]20COB u JI€MOHCTPUPYET
HEBEPHYIO OLICHKY | MperojaBareisi, | NPAaKTUYECKOro | 3HAHMs
CUTYAIHH, BBIOOp aIrOpUTMa | MaTepuaja o | TeOPEeTHYECKOro u
HEeMpaBWIbHO 12 pEIICHUS 3a]a4H | TeMe MIPAKTHYECKOTO
BbIOMpaeT BO3MOXKCH MPU NPaKTUYECKOW | MaTepuasia o TeMe
HABOISIIIX paboThl, MIPAKTHYECKOM




OneHka

Bu paGoter 5 3 7] 5
aNrOpUTM BOIIPOCAX JIOITyCKast paboTHI,
IeUCTBUH npenogaBaTels. HE3HAYUTEIbH onpenensier

Bl € B3aHMOCBSI3HU
HETOYHOCTH MEXIY
IIPU PELIEHUN MOKa3aTeIsIMH
3a7a4, UMest 3ajJa4u, JaeT
HEIIOJIHOE IIPaBUJIbHBIN
IMOHUMAaHHE ANTOPUTM
MEXIUCIMIUIMH | PELICHUS,
apHBIX CBA3EU ONpENEIsAET
npu MEXIUCUUIUTMHAPH
MIPaBWJIBHOM BI€ CBSI3H IO
BBIOOpE YCJIOBUIO 3aJ[aHUS.
anropuTMa
peleHus
3aJJaHu
TectupoBanue | 0% -50% 51% - 69% 70% - 89% 90% - 100%
MTPaBUJIbHBIX MTPaBUJIbHBIX ITPaBUJIbHBIX MTPaBUJIbHBIX
OTBECTOB — OTBETOB — OTBETOB — OTBETOB —
OlLICHKA OLICHKA OLIEHKAa OlLICHKA




II. KOMIUIEKT OHEHOYHbIX CPEACTB

[lakeT 3a JaHWM JJIsI TEK YIIECTO KOHT POJisi 3HAHMII M YMCHUM o6vqa1011mx05{

Tema 1.1. IlonsiTie 0 JTOKYMEHTAIIMOHHOM 00eCTICYeHNH YIIPABJICHHSA, JOKYMEHTE U
Croco6ax 10KyMeHTHPOBAHUS

3amanue 1. Borpock! st ppoHTATEHOTO OMpoca;

I. JlaiiTe XapaKkTepUCTUKY OCHOBHBIX MCTOPUUYECKUX ITAIOB Pa3BUTHS JIEJOIPOU3BO/ICTBA B
Poccun.

2 JlaiTe xapakTepuCTHKy Ienonpon3BoAcTea B [IpeBren Pycu.

3 JlaiiTe XapakTepUCTUKY MPUKA3HOTO, KOJUIEKCKOTO JENONPOU3BO/ICTBA.

4 Jlavite XapakTepuCTUKY JIEIOPOU3BOICTBA B IEPBOM MOJIOBHHE XX B.

5. JlaiiTe XapakTepUCTHUKY JEIOIPOU3BOJICTBA BO BTOPOM MOJIOBUHE XX B.

6. Uro Takoe AeI0MpPOr3BOACTBO U KAKOBBI BAXKHEHIIINE €r0 COCTABIISIOIINE?

7 HasoBute nieny, 3a1a4u 1 OCHOBHBIE IIPUHIIMIIBI COBPEMEHHOT'O JIEJIONPOM3BOACTBA.
8 Onpenennre MECTO AETONPOU3BOJCTBA B CTPYKTYPE YIIPABICHYECKOIO TPY/Ia.

9 Ha3zoBuTe 0OCHOBHBIE IPUHIIMITBI OPTaHU3ALMU COBPEMEHHOTO JIENIONPOU3BO/ICTBA.
10.  Oxapakrepu3yiTe HOPMAaTUBHO-TIPABOBYIO 0a3y COBPEMEHHOTO JICTIONPOU3BOICTBA.
11. KakoBbl OCHOBHBIE 331241 JIOKyMEHTOBEICHUS?

12. Uewm onpesensieTcs COCTaB IOKYMEHTAIIMM B OpraHu3auu?

13.  Kakwe akThl ¥ TOKYMEHTBI COCTaBIISIIOT HOPMATUBHYIO 0a3y JIENOMPOU3BOICTBA?

3ananue 2. TectupoBaHue:
1. Camas npesusist hopma qoKkymeHTa Ha Pycu
a). rpamoTta
6). IpUroBOP
B). OTIIHCKA
r). YemoOuTtHas

B kaxoii nepuos mosiBUIICS TEPMHH " I€IONPOU3BOACTBO" KaK MPOLIECC BEPIICHHS A€
a). BIEPUOJ KOJUIEKCKOTO JIEIOIPOU3BOICTBA
6). B IIEpHOJI MUHHCTEPCKOIO JIENONPOU3BO/ICTBA
) B IEPHOJ MPUKA3HOTO JEIONPOH3BOCTBA

B kaxoii mepro/1 mpor3oIiia OTMEHA CTOIIOOBOM (POPMBI AETONPOU3BOCTBA U ITEPEXO/ K
JUCTOBOM, OyMakHOU hopme
a). B IIEPHOJ KOJUIEKCKOrO JEJIOIPON3BOCTBA
6). B IIEPHOJ MUHHUCTEPCKOIO JEIIONPOU3BOICTBA
) B IEPHOJ IPUKAZHOTO JICTIONPOU3BO/ICTBA

Korza 0110 BBEZIEHO B 1EJIONPOU3BOACTBO CIIOBO "apXuB"
a). BIEPUOJ KOJUJIEKCKOTO JIEIOIMPOU3BOICTBA
6). B IIEPHOJI MUHHCTEPCKOTO JENONPOU3BO/ICTBA
) BIIEPHOJ NPHKA3HOTO JEI0NPOH3BOCTBA

I'enepanpHblii perimamenT O6bu1 noanucad [letpom ...
a). 28 despans 1720
6). 28 cents6ps 1972
) 25 monst 1811
r). 7 Hos10ps 1775



a).
0).

B).

a).

r).

a).

r).

a).
0).

B).

r).

10.

a).

6).

B).
r).

1.

a).
0).

B).

B kako# nepro1 HosIBIITUCH OJTAHKH JJOKYMEHTOB
B IIEPUOJ] KOJIJIEKCKOTO JIETOMPOU3BOJICTBA

B IIEPHO]] MUHUCTEPCKOTO JICJIONPON3BOJICTBA

B IIEPUO/] PUKA3HOTO JIEIOMPOU3BOJICTBA

Korma Ot BBenmensl mepBoie ['OCThI Ha OpraHM3alMOHHO-PACTIOPSIUTEIBHYIO
JIOKYMEHTaIIUIO0
1972 ron

. 1990 rox
B).

1966 rox
1988 rox

B xakom romy I'maBapxuBy Obla mopydeHa paspabotka EnuHolN rocyaapCcTBEHHON CHCTEMbI
nenonpouspojctsa (EI'CJI)
25 urons 1963

. 28 cenTsi0ps 1972
B).

25 nrous 1811
15 nrosa 1988

3adukcupoBaHHass Ha MaTepUAILHOM HOcUTelne WHGOpMAIMs C  PEKBH3UTAMH,
MO3BOJISIIOIIMMH €€ UACHTHPHUIINPOBATH

JOKYMEHT

HCTOYHMK MH(pOpMaLIUN

cuctema uHpopmaIuu

cHCTeMa IOKyMEHTaIuH

JlesTebHOCTD anmapara yIpaBiIeHHs, OXBAaTHIBAIOIIAs BOIPOCH JOKYMCHTUPOBAHHS U
OpraHu3anuy padoTHI ¢ JOKYMEHTAMH B IPOIIECCE OCYIIECTBICHUS UM yIIPaBICHUECKIX
GyHKIHIA.

JOKyMEHTAI[IOHHOE 00ECTIeUeHNe YIIPaBICHNUS

JEIOTPOU3BOJICTBO

JTOKYMEHTHUPOBAHHUE

JlokyMeHT0000pOT

YcraHoBNIeHHE MaKCHMaIbHO OIHOOOPAa3HOTO Habopa peKBU3HUTOB, (hOpMaTOB OyMard,
MPUMEHEHUS «CTaHJIapPTHBIX 000POTOB PEUN»

. CTaHJapTU3aLuUs
. yHA(pHKAIHS

. Bropoti sx3eMInisip JoKyMeHTa, UMEFOIINA OJJMHAKOBYO CHITY C TIOAJTMHHUKOM
. nyOmukar

. Komus

. TIOUTMHHHUK

. YEpHOBUK

. ~OTITyCK

. OTpaan JACATCIIbBHOCTU, O6€CHC‘-II/IBaIOH_[aH JOKYMCHTHPOBAHHC U OPraHrU3alluIo pa60TI>I C

o(uIMaTbHBIMU JOKYMEHTAMHU
JEJIOIPOU3BOICTBO
JOKYMEHTUPOBAHHE



JIOKYMEHTOO00O0pOT



14. I[BI/I)KGHI/IG JOKYMCHTOB B OpraHM3allui C MOMCHTA HUX CO3OaHUA HJIW ITOJIYUYCHHA 10

3aBEPILIECHNUS UCIIOJHEHUS WU OTIIPABIICHUS aJIpecaTy

a). JIeJONPOU3BOJICTBO

6)
)

. JIOKyMCHTHPOBAHUE
JlokymeHTO000pOT

15.Tlo crenenu OI'paHUYICHHS OOCTYIIAa NOKYMCHTDI JACIIATCA HA....
a). OTKPBITBIC, C OTPAHUYCHHBIM JJOCTYIIOM

6)
)

. IOAJIMHHBIC, ITOAJIOXKHBIC
YCPHOBHK, MOATMHHHUK

r). uH(GOPMAIMOHHBIE, IUPEKTUBHbIC

16. Kakue TOKyMEHTBI HOCSAT XapaKTep IOPUANIECKON HOPMBI U 00S13aTEeNIbHbI JIs1 HCTIOJTHEHUS

a)
6)

JTVPEKTUBHBIC
. ”H(OpPMAaITMOHHBIE

17. KomMyHuKaTuBHAS PYHKIMS JOKYMEHTOB...

a).

6)

)

T).

C IIOMOIIIBIO IOKyMEHTa 00eCcTIeurBaeTCsl BO3ACHCTBIE Ha IPYIIIbI JIFOJEH 171 OpraHu3alu
Y KOOPJAUHALUH UX JCATEIIbHOCTH

B JIOKyMEHTE (PUKCUPYIOTCS (DAKThI, SBIEHUS, COOBITUS MPAKTUUECKOW M MBICIMTEIbHON
NEeATEIbHOCTH Y€I0BEKA

o0ecreueHre BHEITHUX CBS3€i OpraHu3aiui

COZIEpIKaHUE JOKYMEHTA UCIIONIb3YETCsl B KAYECTBE JOKA3aTENIbCTBA IIPU PACCMOTPEHUH
CIIOPHBIX BOIIPOCOB CTOPOHAMU OTHOILICHUU

3ananue 3. CamocrosiTe/ibHAsI IPOBEpPOYHAas padoTa:

Jlamp

onpeoesenue

1. JlesTenbHOCTh MO YCTAHOBJICHUIO MPAaBWJI U XAPAKTEPUCTUK B LEISIX MX JOOPOBOJIBHOTO
MHOTOKPaTHOT'O MCTIOJIb30BaHMsI, HAlIPaBJICHHAsI HA IOCTIKEHUE YIOPSAIOUYEHHOCTH B cepax

IMpOU3BOACTBA U O6paIJ_IeHI/ISI- 9TO

2. YcTaHOBJEHHE MaKCHMajlbHO OJHOOOpa3HOro Habopa pEeKBH3UTOB, GopMmaToB Oymarw,

NPUMEHEHHSI «CTaHIAPTHBIX 00O0POTOB pPeUM» - ITO

3. EnuHCTBEHHBIH SK3EMIUIp JOKYMEHTa, OGOPMIICHHBIA M TMOAMMCAHHBIN C YEpHOBUKA B

COOTBCTCTBUHU C YCTAHOBJICHHBIM Tpe6OBaHI/IeM— 9TO

4, BTOpOﬁ OK3CMIUAP AOKYMCHTA, I/IMGIOI_LII/Iﬁ OIWHAKOBYIO CUJIY C IMNOMIMHHHKOM — 3TO

3anonnums mabauyy no Kiaccugukayuu OOKYMeHmos

no cmaousim no cpokam

no iopuc)uquKoﬁ cune noO HAUMEHOBAHRUIO
NnOO20MOBKU UCNOJIHEHUA

10



OO0uMe KOMIIETEHIIUN 3ananus
OK 01. Beibupats crioco0bl perieHus 3a1a4 npodecCHOHATIBHON IS TeEHOCTH 1.2.3
MPUMEHHUTEIIHHO K Pa3IMYHbIM KOHTEKCTaM; 7
OK 09. INonb3oBathbest MpoheCCHOHATTBHOM TOKYMEHTAIIMEH Ha
TOCYJIAPCTBEHHOM M HHOCTPAHHOM SI3bIKaX

1,2,3

Tema 1.2. HopmaTuBHO-1IpaBoBasi 6a3a JOKYMEHTALMOHHOI0 00ecrie4eHus1 YIIPABJICHUSA

3anganme 1. Bonpock! st GpoHTATIBHOTO orpoca

B uem 3axmogaercs 1iens yHu(uKanum J0KyMEHTOB?

Uro BrIrOUaeT B ceOst yHU(UKAIMS JOKYMEHTOB?

[Ipeanoxure cBOI Kaccu(puKaTop JOKYMEHTOB.

Yro Takoe «PEKBU3UT» U KaK OH COOTHOCUTCSI C JOKYMEHTOM?

Kakum HOpMaTWBHBIM JOKYMEHTOM ONPEAEISAETCS HAa3HAYEHUE U COCTAB PEKBU3UTOB
JIOKYMEHTOB?

Kakue ¢popmatsl Oymaru UCToNb3yrOTCs IS BHITYCKa JIOKYMEHTOB?

7. PaznoBuaHOCTH OnaHKOB. TpeOoBaHMs, MPEIBBIIEMbIE K OJIaHKAM.

Nk =

N

3aganume 2. 3a1aHus 7151 IPAKTUYECKOTO 3aHATHS
1. OTBeThTE HA BOMPOCHI (ITMCEMEHHO)
1) Korma I'OCT P 7.0.97-2016 Ovu1 BBEEH B AeCTBUE?

2) HazoBute 0061acTh pacnpocTpaneHus craHaapra?

3) Uro ycTaHaBIMBAET JAHHBIN CTaHIAPT?

4) B cooTBeTcTBMM C KakMM JOKYMEHTOM IIOMEIIAIOT Ha OJaHKax 3MOieMy
OpraHW3alliy WM TOBAPHBIHN 3HAK? B Kakux ciydasx sMOsieMy HE BOCTIPOU3BOIAT Ha OaHke?

5) B kakux ciy4asx BOCHPOM3BOJUTCS Ha OJIaHKaX COKpAIEHHOE HAMMEHOBAaHUE
opraHuzanuu’?

2. Cocmasvine 61aHK 051 NUCLMA (NPOOOJLHOE PACItONIONHCEHVE DEeKBU3UMO8), C YHemoM
mpebosanuil.

OAO «/lnanor» (koMIbrOTEpPHl W KOoMIbIOTEpHBIE ceTu). Poccus, 454000, YensOuHCK,
VYuupepcurerckas Hao., 23. Ten.: (351) 297-99-46. Ecnu ectb HejocTaroniue JIaHHbBIE, TO
MPUIYMaTh UX CAMOCTOSTEIHHO.

3. Hatiounie ouitiokti 6 ogopmnenutf Onanxa. Oghop.vtime npastiteno, UCnoIL3Ys
NPOO0TIbHOE PACTIONOHNCEHUE PEKBUIUMOS.

OAO «tOXYPAJIKOHJIUTEP»
454087, YensaOunHCK,
Vn. lapBuna, 38
ten.: (351) 111-11-11

[TMCBbMO
Ne oT
Ha Ne oT

4. Ecnu pexsusum ophopmier HenpastiibHo, psoom oopmume npastiibHo
Bonkos Orer Hukonaepna
92-12-12
[Terpos
132-11-11
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Pe xan.3ut * CripssiounHie JUTHHT*i0 00 OpT.lHM 3aIIMM * yXaau sasi TCst

10CHNE NOONTVWCH DYYDBOONTENA Opradnsaumm

AOCNA HAMMABMNRAHNKAE ODFadUuIALIMG [AaaTona noKvMAaNTAa )

Ka«oBa jutmHa cam oM /tIHUI*IOM CTj30«H jI€ KU 3UT OPH YITIO Q0M PACIONOKEe HUM jI€ KU 3MTOs?

e OO0111Ie KOMIIETEHITHN 3aganus
OK 01. Beibupats crioco0bl perenust 3a1a4 npohecCHOHATIBHON IESITeNbHOCTH 1.2.3
MPUMEHHUTETBHO K Pa3IMYHbIM KOHTEKCTaM; 7
OK 09. Tlonb3oBarbesi  MpO(ECCHOHANBHOM  JIOKyMEHTalMel  Ha 1.2.3
b b

TOCyJapCTBCHHOM 1 MHOCTPAHHOM S3bIKaX

Tema 2.1. OdopmiieHue MHPOPMALMOHHO-CIIPABOYHOM TOKYMEHTAIINH

3akanue 1. Borpocs! 1u1s1 ppoHTATIBHOTO onpoca.

Kakue 1oKkyMeHTBI OTHOCSTCS K HH(OPMAITMOHHO-CIIPABOYHBIM ?
Kak cTpouTtcst cTpyKTypa TE€KCTa CIIy>KeOHOro mucbma?

Kak opopmiisiercst BHeIHsIs1 cripaBka?

Kaxue Buapl 3anmcoxk Bel 3Haere?

[enb cocTaBneHus 3alMCOK B YIIPABIEHUECKOH JEATETBHOCTH?

Nk =

3ananue 2. CuTyauMOHHbIE 32JaHUSI ISl pellieHHs.

CocraBbTe conpoBoauTeNIbHOE MUChbMO (0TBeT Ha 3ampoc) AO «lIpomrekcy», aapecoBaHHOE
OOO «I'nmopust», 0 BEICBUTKE 00pa3I0B TOBAPOB, KOTOphIe pupma npeyiaraet Bo I kBaprane 2022

roaa.

CocraBbTe HHCBMO-HpOCB6y oTAcjia O6pa30BaHI/IH A/IMUHUCTpALlUHA T. BJ'IaI[I/IBOCTOK 00
OIIIaTC BBICTYINUICHUSA TCaTpa «Komokompumky» JJI1 BOCIIMTAHHUKOB MHTCPHATOB I'OPOJa B IICPUOT

HIKOJIBHBIX KaHUKYJI ¢ 24.03.2022 1o 26.03.2022. [IpeabsBiieH cyeT Tearpa.

3ananme 3. 3aganue 1J1s1 CAMOCTOSITEJILHON PadOTHI.
3anonHuTe PopMy JTOKIIaTHOM 3aIHUCKH.
TecT nokIagHON 3aIIUCKU

«PyKoBOIUTENb OT/IE]a HOBBIX MPOCKTOB ... ......... oOpaTtmiiach K TeHEpaIbHOMY
TUPEKTOPY
000 ........ C JIOKJIAJTHOW 3aIUCKON O HEOOXOJAMMOCTH YBEIMUYEHUS IITATHON

YHUCJIICHHOCTH OTACIA.
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B noknanHol 3amucke pyKOBOIUTENb OT/ENa HOBBIX IMPOEKTOB cOOOIIaia O TOM, YTO B
HACTOSAIIEE BpeMs ISl yCHEIHOW padoThl areHTCTBa HEOOXOAMMO YBeNudeHHe 0a3bl TaHHBIX O
NOTEHIMAJBHBIX KJIMeHTax. [lo ee MHEHMIO, OTHUM U3 HambOoyiee peajbHBIX IMyTEeH pacIIupeHus
0a3bl TaHHBIX SIBJISETCS IOCTOSIHHBIN aHAINU3 CPEJICTB MacCOBOM HH(POPMAIIH, B YACTHOCTH IIPECCHI
(unpopmaryst 0 HanboJiee KPYMHBIX KIMEHTAaX areHTCTBA ObUIAa MOJY4YeHAa W3 aHAIUTHYECKOTO
JKypHaina. . . ..).. B cBsi3u ¢ Tem, 4TO OT/EN B €ro HacTosIIeM cocTaBe (5 COTPYAHUKOB) HE MMEET
BO3MO>XHOCTH OpraHM30BaTh IOJPOOHOE H3yUYEHUE AaHAJIUTHUUECKUX H3JIaHUM, PYKOBOAMTEID
OTJlella HOBBIX TPOEKTOB CYMTAET LeJIecOo0Opa3HbIM BBECTHM B INTAT OTAeNa ABE JOHKHOCTH
MEHEIKEPOB JJIsl U3YUEHUS U aHAJIM3a IIPECCHI C LIETIbIO BBISABICHUS MOTEHIMAIBHBIX KIUEHTOB, a
TaK)ke TOJTOTOBKH OIepaTUBHOW HH(opManuu o mosoxkeHuH Ha peiHke CMU B dopme
€XKECHEJICIbHBIX OTUYETOB.

B nmoxmagHoOM 3ammcKe PYKOBOAUTCIIL OTHAECJIAa HOBBIX IIPOCKTOB IPCAJIOXKUIIA Ha I3TU
JOJDKHOCTH l'IOI[O6paTI> COTPYAHHUKOB U3 YUCJIa CTYJACHTOB IIxoms1 PECKIaAMbD».

3ananue 4. TectupoBanue
6

Bacepanve anunock ¢ 12.04.2020 no 14.9.2020. YkaxwuTe NpaBunbHyto gaTty npotokona

14.04.2020
' 12.04.2020

12.04.2020-14.04.2020

YKasicuTe Kakme AOKyMEHTbl OTHOCATCS K CripaBoOMHO-MNdopMar\MonHbIM AOKYMEHTa °.

E4 npotokon

TIOT'HOKECHUEC
L) npukas

wiaiHoe pacnucaHue

JIOKYMEHT, TOPTBEPXKAAOIIMN KaKHe-TMOO TI[3aKThl win CoObITHS

CrpaBKa

Kaxum pas3peioM 3aKaHYUBACTCSA BBOPHAA 4acTh IMPOTOKOJIA

@ TIOBECTH A JTHA

() nocraHosmnm

B hakoii yactu akra Y«a»bIBalOTCsA OCHOBAHUA IJIs €r0 COCTaBJICHUA

' B KoHCTaTHpYIoL1en yactn

18



CI'IpaBO‘-IHO-VIHCbOpMaLl,I/IOHHbIe OOKYMEHTbI

TeKcT cnpaBkn NNYHOK XapakTepa crnedyeT HauMHaTb

@ ¢ ®.1.0. paboTHWKa B UMEHUTENbLHOM Nagexe
¢ ®.1.0. paboTHuka B aTensHOM nagexe
co cnoB "[laHa HacTosAwas...”

co cnos "Hactosiwumm riogTeepxaaeTcs...”

COBOKYFHOCT b JOKYMEHTOB, COAEPX)aLLMX MHDOPMALIM 10 O (PaKTHECKOM MOSIOXKEHUN AEN. CIYKaLLMX OCHOBAHWEM ANS NMPUHATUS
peLLEeHWNIA.

@ WH(OPMaUNOHHO-CNPaBOYHbIE [JOKYMEH Thl

@ opraHu3anroHHO-PacNopaaUTENbHbLIE AOKYMEHTbI

MHbopmaLMOHHO-CTipaBOYHbIA AOKYMEHT, COCTABMSIOLWMMCSA TPYNMo NUL ANst NOATBEPXKAEHNUSI YCTAaHOBIEHHbIX (haKToB,
COOLTTUI.

akT

[loKyMEHT, OMKCUPYIOLLMN XOZ, o6cy>|<,quv|ﬂ BOMPOCOB U NPUHATUA peLleHnnN Ha CO6paHI/IﬂX, 3acefaHusx, coBellaHnAx.

npoToton

5 —
Aatou npotokona ssnsetca
fara cobbITus
@ paTtanpoBefeHns 3acefaHus
@ parta nognucaHus

Aara corfiacoBaHusa
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Kro TIOAITACBIBACT O6'bﬂCHPITeJ'ILHyK) 3arucCKy, s BJIIA K)I/ijTOCﬂ TIPUJIOKEHHUEM K OCHOBHOMY JOKYMEHTY

P YKOBO/IM T€ITb
' cocrase Tenb
rIaBHbIH Oyxramrep

ctOpOnHsist opr anmzal\ust

12 T ——————
C kakou LEINBI COCTABIISAIOTCS l/lHl/lL\I/I%lTI/lBHbIC JIOKJIAJIHBIC 3aITUCKHU
yd MHPOpmmnpOBaThb pykOBOACTBO O CNOXMUBLUENCS CUTYaLWMM U roByauTb K NpuHaTUio OnpeeneHHorO pendenus

V3MOXUTb UMEBLUNE MeCTO (haKTbl

UHGOPMUPOBATH O 3aBEPLICHHU UITH XOJC B BINOITICHHsT PaboT

UTo COmepKUTCS B CITY)KEOHOII CIIpaBKe

pesynbeTat OGOGLL{CHI/IH KaKH X-1TH00 06CHEI[OB(1HHI\/'I. TIPOBEAECHHBIX NOIDKHO CTHBIM IIIIIIOM

kakn9nmbo cBegeHusi, kacalolumecst r3nyeckoro numa

14

Jaroii acta siBisiercs

(@) nmata coObI MU

JIATB YTB eI ILEHIS

Yy AaTa noAnucaHus

na Ta cormacoBanus

15
KeM noanuceiBaeTcs npoToKoI
TIpe,Lice, IaTenemM
(@ cexpeTapeM
PYKOBOAHUTENIEM OPraHU3aLHI

TTiaBHBIBI OyXTarn TepoM

O6mmme u mpodeCcCuOHATBHBIC KOMIIETCHIIUN

Saganus

OK 01. Bei6upats criocoOsI perieHus 3a/1a4 IpodecCHOHaTBLHOM e TEIIBHOCTH
MIPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTAM;

1,2,3,4

OK 09. TIlonwp3oBarbcss  mMpo(hecCHOHANBHON  JIOKyMEHTAaIel  Ha
roCyITapCTBEHHOM M HHOCTPAHHOM SI3bIKE

1,2,3,4

IIK 1.1 OcymiecTBasTh MpodeCCHOHAIBHOE TOJIKOBAHUE HOPM IIpaBa.

b 3

[IK 1.2 IlpuMeHAT, HOPMBI TIpaBa JUIsl PEIICHUs 3a7a4d B MPpoQecCHOHATBHON
JIEATEITbHOCTH.

1,2,3
1,2,3

[IK 1.3 Bnageth HaBbIKaMH MOJATOTOBKHU IOPUAMYECKUX JOKYMEHTOB, B TOM
YUCJIE C UCTIOIh30BaHUEM UH(POPMAIIMOHHBIX TEXHOJIOTUH.

1,2,3
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Tema 2.2. OdgopmiieHHe OPraHN3alMOHHO-PACIIOPAIUTEILHOM JOKYMEHTALUH

3ananmue 1. Bonpocsl 1J1st GPOHTAIBLHOIO ONpoca.
1. Yrto sBuseTcs IOPUAMYECKMM OCHOBAHMEM BO3HUKHOBEHMSI OpPraHM3aLMOHHO-
pacropsANTeNbHbIX TOKYMEHTOB?
2. B Kakux cuTyalnusx HeOOXOAUMO M3JaHHE PACTIOPSIUTEIbHBIX TIOKYMEHTOB?
3. Kak pacnopsauTenbHble JOKYMEHTHI BBIIIECTOSIIUX OpPraHU3ALMNA JTOBOJATCS JIO
MIO/IBEIOMCTBEHHBIX yUPEKICHUN?
4. Yto OMMCHIBAIOT JOKYMEHTHI TT0 BOIIPOCAM OOIIIETO PYKOBOJICTBA OpraHM3aIlue?
5. Kakue noapa3zaenenys OpraHu3aly BbITyCKAIOT JOKYMEHTHI 110 (PYHKIMSAM OpraHu3aiyu?
3ananue 2. 3anaHus 1151 IPAKTHYECKOil padlooThI.
1. U3yuume 0onxicHocmHuyro uncmpyKyuto 21aeno2o oyxeanmepa. Ha ocHOBaHUM 3TON HHCTPYKIMN
COCTaBbTE JOJDKHOCTHYIO MHCTPYKIIUIO Oyxeanmepa.
2. 3anonnume yHuguyuposannyio hopmy wmamno2o pacnucanusi.
CrpykTypHOE TTOApPA3ACIICHUE:
— aaMuHHcTpanus, kog 01, coctas: renepanbHbiil qupektop (okiaan 45000), cexperaps (oknaja

— Oyxrantepus, kox 02, coctas: raBHbIN Oyxranrep (oknan 35 000), Gyxranrep no pacueTy
3/m, 2 genoBeka (okian 25000).
— oTaen npojax, koa 03, coctaB: HauanbHUK OTAeNa pojax (oknan 24000), menemxep, 8
yenoBek (okmnan 20000).

OcraJibHble JaHHBIE 3aIIOJTHUTE CAMOCTOSITEIBHO.
3. Co3oatime npukaz no auuHomy cocmagy (ACTonb3ys yHupunuposanuyoo gopmy Ne T-1),
He0oOXOIMMBIH 1715 mpueMa Ha paboty JlaprnonoBoit AHHBI BUTanbeBHbI B aIMUHUCTPATUBHBIN
otaen OAO «Datym», Ha TOKHOCTB cekperapsi, 3/t 18000 py6., Hanbaska 1500 py6., ocHoBaHME
- Tpy10BOi1 oroBop Ne38, ot 22.01.2020.
4. Cozoatime npukaz no auuHomy cocmagy (Mcnoib3ys yHuuuuposanuyio popmy Ne T-5),
HeoOXoMMbIH [yt BpeMeHHoro nepeosa ¢ 10.02.2020 IlerpoBoit AneHbl MIBaHOBHBI U3 pEMOHTHO-
ctpoutenbHoro 1exa I[AO «CrpoitMapkeT» (HOKHOCTH: Malisip 5 pas3psiia) B OCHOBHOE
IPOU3BOJICTBO Ha JOJLKHOCTH KiIafoBIIuKa ¢ okiagoM 17000 pyOuneit. [lpuunna nepeBoaa: nepeBo
Ha JIETKYI0 paboTy J0 TOCTHKEHUs peOeHKOM noiyTopa JieT. OCHOBaHuUE /Il IEPEBOA: JIMUHOE
3asBJIcHUE PA0OTHHKA, KOIUS CBUJIETEIBCTBA O POXKJICHUH.
5. Cocmasvme npukaz no 0CHOBHOU OesIMeNbHOCMIU.
[MTAO «M3ympyn» (1. Yensiounck) «O co3qaHuM SKCIIEPTHOW KOMUCCUI» (COCTaB KOMHCCHH:
3aBelyomas KaHIeNspHuel, IJIaBHBI OyXraiaTep, ceKpeTapb, 3aBEAyIOIIas apXUBOM) OT
13.01.2020 Ne 8. B mpukase ykaxuTe, 4TO B LIeJIIX OOecreueHus: KayeCTBEHHOro 0TOopa Ha
JanbHEHIee XpaHeH!e M YHHUYTOKEHNE TIOKYMEHTOB U JIel, 00pasyronmxcs B aesrenbHoctu [TAO
«M3ymMpym», HE0OXOAMMO: CO3AaTh KCIIEPTHYIO0 KOMUCCHIO, pazpadorats [lonokenue 00 skc-
neptHoit komuccuu [TAO «U3ympya», cOCTaBUTH TU1aH pabOThI IKCTIEPTHOM KoMuccuu Ha 2020
rof. Hemocraromie pekBU3UTHI YKAKUTE CAMOCTOSTEIIBHO.
6. Ogpopmume npuxas.
3A0 «KBaut», ot 25.01.2020, No20. «O06 yTBEepKIEHHUH peErjaMeHTa IMOATOTOBKH K
UHPOPMAIIMOHHOMY  OOCITYXKMBAaHHIO TMOJIb30BaTeNeil». B mensx coBeplieHCTBOBAaHUS
opra’u3anuu padboTsl 10 THPOPMALTMOHHOMY 00CTY>KUBAHUIO MOJIH30BATENIEH U BO U3MEHEHUHT
HopsiiKa, yCTAaHOBJICHHOTO MPUKA30M I'eHepalibHOTrO qupektopa oT 15 suBaps 2020 r. Ne 27 «O06
YTBEP)KICHUU perjaMeHTa paboThl MPYIIbl OOCTYKUBAHUS KIIUEHTOBY.
1. yTBepAUTH 1 BBECTH B ICHCTBUE PETIIAMEHT NOATOTOBKH K MH(GOPMALIMOHHOMY OOCITY>KHBAHHIO
nonb3oBarenei (mpunaraercsi). 2. IlpusHate yrpatuBmiuM cuiay ¢ 25.01.2014 r. npukas
reHepaibHoro aupextopa ot 15 stuaps 2020 Ne 27 «O0 yTBep KIeHUH perjaMeHTa padoThl TPYIIIIbI
00CITy>KHBaHUS KIIMEHTOBY.
3. KoHnTponp 3a UCTIOTHEHUEM MTPHUKA3a BO3JIOKHUTHh HA 3aMECTUTEINS TE€HEPAIbHOTO TUPEKTOpa
SApocnasnery T.W. Hengocraromue peKBU3NUTHI JOOABUTH CAMOCTOSITEITLHO.
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7. Oghopmume pacnopsidicenue.

3akpsIToe akimoHepHoe o0miecTBO Pexkmamuoe arentcTBo «llemukan». Ne 41-P, 18.03.2020. <O
nopsiake padboThl (PaKCOBOrO y3ja CBA3M KOMMIAHMM». B CBS3M C BBOJAOM B 3KCILTyaTallHIO
(akcoBoro y3ma cBsizu KOMaHuu «lleTrKan» U ¢ IEeNbI0 YIIOPSI0YeHHS €ro paboThI:

1. YtBepauts Ilonoxxkenune o gakcoBoM y3ne cBsi3u (mpuiaraercs). 2. DakcoBblil y3en cBs3U
MCIOJIb30BATh TOJILKO JIJIS IEpeAaur ONepaTUBHOM MH(POPMAIIMH 110 PEIICHUIO PYKOBOIUTEICH
CTPYKTYPHBIX MOJAPA3JCICHUA KOMIIAHUU. 3. AJAMHHHCTPATUBHO-XO3SHCTBEHHOMY OTIEIY
(Ceprees B.I1.) B HeienbHbIN CpOK IEpepadbOTaTh M BBECTU B O0pAIlIEHUE HOBBIE OJIAHKU MHCEM
KOMIIaHWH C YKa3aHHEM HOMEPOB (pakcoBbIX ammaparoB. 4. Otaeny nenonpousBojactsa (Kpyriosa
T. II.) opraHu3oBaTh LEHTPAIM30BAHHBIM yYET BCEX IMOCTYMAIOLIUX M OTHPABISAEMBIX I10
(haKCUMUIIBHOM CBSI3U TOKYMEHTOB. 5. KOHTpOJIb 32 HCIIOTHEHHEM pacTiOpsHKEHUS BO3JIaraeTcsi Ha
3amectutens ['enepanpHoro aupexropa komnanuu ['omy6a B.Jl. 'enepanbhsiii qupextop @. T.
Kpaiuenus.

3aoanue 4. Tecm no meme « OpeaHu3ayuoHHO-pacnopaoumenbHas OOKYMeHMAayusLy
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CrnpaBouHO—uH(GOPMAIIMOHHBIE IOKYMEHTBI

T€ KCT CJIpa BKH JIN'«I0.TO S!BpakTipa CJICAYCT HaYNHBTH

[ c®W.0. paBaTHWES B HMBHETENLHOM NANENE

'/ ¢ eJ'i]. p3*orHilr:a a saTEN3HIM mMaaei«e

2 =

COBOKyJ'IHOCTL JIOHYUEHTOB, COJICPB:BIIMNX P[H(l)OpMaLIH}O (o] (baKTH‘-lB CHOM I10J10ae+a+u siejl, CIOYKBIIMX OCHOBAHUE M UL

() OprassaydoRHo-HacHOpa AMTENsHBE Q0KYMEHTH

VPO RN T NI -CIPARDYHLIW AOKYMENT, COCTARMRIOWMARCH TRYTINDS ML [ DOATRE IR HAS YCTARORNE HHLIL aKTe,

J:[OKyMCHT. CDI/IKCI/IIlyIOH_IHR XOJ1 OCCYKICHHs BOIIKOCOB U MPHU3 U oemBHAS Ha COEpB m+Hx. 3aCC}IBT’HiBKA COBELIIHUSAD:.

() marta npoBEaeHUA A5eamaHIe
(' nava noonwcasna

() nava cornacoeaHmm
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O - BIif OyXrartrap

( _ CTORHHER ORCAHNELEH

L RARLI UH IR LU TdH IR ILH AHALRD IABRBIY URIE07 = JdICRR
MH(3ZMIPCBBTL PYBIBOJACTBO O CTIOBBIBKBI¥cs cuTyBrtioi 1 mo¥yauTh K MPUHETIO3 OTipBria'TeHiloro pauiecins

wiinnibMwelwisswecro®ana

O..m(m. ., [ - ..,_..

pBsyThTBT 0blOu¥3+eJii BBBIX-ThdI0 000TAr*'tOsie+. Wi, IPOBEOEMIBI< JarlaHCIOT HBIM ITHHOM

-000 ..‘_:. - :._:.M.

) paTa cobueTeR
I’, ‘ AEATR YT QoA
() para noamacasun

() nata cornacoEaHmA

L NPROCEATEnam

[**] pykoBadrTeTIOM OPrBHHIOLUN

O6mme 1 npodeccuoHanbHbIC KOMIIETCHIINN 3anaHus
OK 01. Beibupats crioco0sl peneHus 3aja4d npoQeccuoHanbHOM 1esTeIbHOCTH 1,2,3,
MPUMEHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM;
OK 09. [Ilomb3oBatbcs ~ MpopeCCHOHANIBHOM  JTOKyMEHTAaIlMEeW  Ha 1,2,3

TOCYJapCTBEHHOM U HHOCTPAHHOM SA3BIKE

[IK 1.1 OcymiecTBasTh MpodecCHOHAIBHOE TOJIKOBAHUE HOPM ITpaBa.

-
-

[IK 1.2 [IpumeHsTh HOPMBI IpaBa ISl peuleHus 3a1a4 B MpodecCHOHATLHON
JIESITEIIBHOCTH.

==
NS
:UJUJ
EE
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[IK 1.3 Brnagers HaBbIKaMU MOATOTOBKU IOPUAMYECKUX JTOKYMEHTOB, B TOM
YHUCJIE C UCII0JIb30BaHUEM HH(DOPMAITMOHHBIX TEXHOJOTHH.

1,2,3,4
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Tema 2.3. OdopmiieHue KaapoOBOi JOKYMEHTALMU

3ananmue 1. Bonnpocsl 15151 GpoOHTAILHOIO Onpoca

1. YTo0 Takoe JOKYMEHTBHI IO JIMYHOMY COCTaBY M JIMYHBIC IOKYMEHTBI, B UEM Pa3HHLIA MEXITY
TUMHU MOHATUAMU?

2. Kakue BUIBI U pa3HOBUIHOCTH JOKYMEHTOB OTHOCATCSA K KaT€ropuu JOKYMEHTOB IO
JUYHOMY COCTaBy?

3. Kakume pexkBH3UTHI UCHONB3YIOTCA NMpH odopmieHHH 3asBieHUil. B dem coctout

0cOOEHHOCTH (hOpMyIIsipa 3asBICHUS O TIpHeMe Ha paboTy MO CpaBHEHUIO ¢ GOpMYIIsIpaMu

3asBJICHUI O IEPEBOJIE, IPEIOCTABICHNUH OTITyCKa?

Kaxwue cBenenust orpakarorcsi B aBroonorpadum?

Kaxwue BUIbI OOBSICHUTENBHBIX 3aIICOK BbI 3HaeTE?

KTo monnuceiBaeT 00BSICHUTENBHYIO 3aIMCKY ¥ HA Yb€ MU OHa ajsipecyercs’?

Kakue TpeGoBaHus MpeabABIAIOTCS K COCTABICHHUIO U O)OPMIICHUIO XapaKTEPUCTUKH?

Kakue cBenenus B Hel oTpaxkaroTcs?

8. W3 kakux KOMITO3ULIMOHHBIX YaCTEH COCTOUT TEKCT MIPUKa3a 110 TMYHOMY cocTaBy? B uem
O0COOEHHOCTh CTPYKTYpPbl TE€KCTa MPHUKA30B M0 JUYHOMY COCTaBy IO CPaBHEHUIO C
IIpUKa3aMH 110 OCHOBHOM J€SITETbHOCTH?

9. Kakue KOMILIEKCHI JOKYMEHTAI[MM BKJIIOYAeT B ce0sl KaJpoBas JOKYMEHTAI[MOHHAs
cucrema?

10. Kakue 3a1auu peraer kaapoBasi Ciry>k0a opranuzarun’?

11. Kakue rpynmbl JOKyMEHTOB BXOJST B KOMILIEKC IEPCOHAIBLHOM JOKYMEHTAIMU?

12. Kakue TOKyMEHTBI BXOAAT B KOMIUIEKC KaJPOBOM JOTOBOPHOM JOKYMEHTAIUN?

13. Kakue 10KyMEHTBI BXOJAT B KOMIUIEKC KaJIpOBOM YYETHOM JIOKYMEHTAIUM?

14. Kakpe  CymIECTBYIOT  TEXHOJOIMYECKME  ILIETIOYKH  MPOLEAYp  ONTUMHU3ALMU
JOKyMEHTHPOBaHU Tpoliecca preMa rpakaH Ha padoty?

15. Kakue TOKyMEHTBI PEICTABIISET TPAXKIAHUH B KAJPOBYIO CITYXKOY JJIsl PEIICHHS BOIIPOCa
o mpueme Ha paboty?

16. Kak opopmisiercst TpyaoBoii goroBop? KakoBo HaznaueHne Konrpakra?

17. Kak opopmiisieTcst TOKJIaHas 3aicKa 0 TIPOCTYTKE padoTy?

18. Kak opopmiisieTcst 00BbsICHUTEIbHAS 3aITicKa paboTHUKA?

19. KakoB NOpsiIOK pacrioIoKeHUs TOKYMEHTOB B JIMUHOM Jienie?

20. Kakre OCHOBHBIE MPOLEAYPHl BKIIOYAOTCS B TEXHOJOTMYECKYIO LIENOYKY IMpolecca
dbopmMupoBaHMS INYHOTO Jierna?

21. Kakuie BUIbI JOKYMEHTOB OTHOCATCS K JOKYMEHTAH 10 JMYHOMY COCTaBy?

Nowk

3aoanuem?2. 3a0aHuA0AA NPAKMUUECKO20 3AHAMUA

Ha ocHoBanuu cutyanmoHHoi 3a1a4u, 0OpMHUTH JOKYMEHTBI, HEOOXOIMMBIE [T IprUeMa
COTpyHHKA Ha paboTy. COCTaBUTH 1a0JI0H 3asBJICHHUS, OPOPMUTH TPYAOBOM JOTOBOP U MPHUKA3 IO
dopme T1, caenaTh 3aUCh B TMYHYIO KQPTOUYKY M TPYJIOBYIO KHIDKKY.

3aoanue 3. 3a0anusa camocmoamenbHoZ 6bINOJIHEHUA
Bapuanm 1
HUcnonvzys CIIC Koucynomanm Ilnroc, omeemvme Ha 60npocwil.
1. BoisicHuTe, MOXKHO JIM MCTIOIB30BaTh TpadapeTHbIN OJaHK 3asBIECHUS 00 YBOJIBHEHUU TIO
COOCTBEHHOMY KEJIAHUIO MJTU PAOOTHUK JIOJDKEH ITUCATh 3asIBICHUE OT PYKH.

YrtoObl HATH OTBET HA BOIIPOC, BOCIIONB3YHTECh CTPOKOM BBICTpOro mowcka, 3ajaiTe B HEl:
ODPOPMIJIEHME 3ASBJIEHMA Ob YBOJIBHEHMU n naxmute kHonky "Haittu" B navane
cinucka conaepxutcs "IlyTeBoauTens MmO KaapoBbIM BOIpocaMm. PacTopikeHue TpyaoBOro
noroBopa" OTKpo#Te ero.

2. BoisicHuTe, KOMY HENb3sl YCTAaHOBUTH HCTIBITATENIHHBIN CPOK MPU TMpUeMe Ha paboTy.

Crates 70 TK PO . McnibiTanue npu npueme Ha paboTy



3. Haiigure oTBeT Ha BOIPOC, UMEET JIM MPaBO PabOTOAATENb YBOJIUTh OJMHOKYIO MaTh IpU
COKpAILEHUU YUCICHHOCTH pa0OTHUKOB OpraHU3alUH.

Crarps 261 Tpynosoro xojekca PO

4. PaOOTHUK, SBIISIOIIMIICA CTY/IEHTOM BY3a, MIPEAYNPEXkKIEH O MPEICTOSIIEM YBOJIBHEHUH IO
COKpAILIEHHIO IITaTa. BelscHUTE, NMEET JI OH MPEUMYILIECTBEHHOE [IPAaBO OCTaThCs Ha paldoTe.
Crarbsa 179 Tpynooro konekca PO

Bapuanr 2

HUcnonvzysa CIIC Koucynomanm Ilnoc, omeemome Ha 60npocwil.
1. BpIsicHuTe, MOXKHO JIM MICTIONB30BaTh TpadapeTHBIN OJaHK 3asBICHUS 00 YBOJBHEHHUU TIO
COOCTBEHHOMY KEJIAHUIO MJTM PAOOTHUK JIOJDKEH MTUCATh 3asIBICHUE OT PYKH.

UroObl HAMTH OTBET HA BOIIPOC, BOCIIONB3YHUTECHh CTPOKOI BhICTporo movcka, 3aaifte B Heil:
ODPOPMIJIEHUME 3ASBJIEHMA Ob YBOJIBHEHMU u naxmute knonky "Haittu" B Hauane
cnucka coxepxkurcs "llyTeBomuTenb MO KaapoBBIM BompocaM. PacTopikeHue TpyII0BOTO
noroBopa" OTKpo#Te ero.

2. BriacHUTE, KaKOBa MPOIOJIKUTENBHOCTD OTIYCKa IS CAaYu FOC3K3aMEHOB paOOTHUKAM-
CTyZI€HTaM, 0Oy4aIOIIUMCs 110 OYHOH (hopMe 00ydeHus!.

ct. 173 TK PO "T"apanTum u komreHcamy pabOTHUKaM, COBMEIIAIOIIMM paboTy ¢ 00yueHneM B
00pa3oBaTeNbHBIX YUPEKACHUIX BbICHIETO MPOPECCHOHAIBHOTO 00pa30BaHus, U paOOTHHKAM,
MOCTYTIAIOIINM B yKa3aHHbIE 00pa3oBaTeNbHbIe yupexaeHus'. M3yuure ee.

3. Haiinure cratpro 121 TpymoBoro koaekca PD, B koTopol comepkutcst uHbopmarus 06
MCUMCIICHUH CTa)ka PabOThI, JAIOIIET0 MPABO Ha €KETO/JHBIE OIJIauuBacMbIe OTITYCKA.

4. CotpyaHuK pabOTaeT Mo COBMECTUTENBCTBY B TeUEHHE MATH MecsleB. Ha ocHoBHOM mecTe
paboThl €My MPEOCTaBIEH OYEPEIHOM OIIauuBaeMblil OTIYCK. BbIsicHUTE, KOT1a BO3MOKHO
MIPEI0CTABICHNE EMY OTITyCKa M Ha paboTe 10 COBMECTHTEIHCTRY.

Crartbs 286 TpynoBoro koaekca PO

3aganue 4. Bonpocel Jisl TeTOBOr0 KOTHPOJIS.

1. CKonvko 9K3eMniApos mpyooso2o 002080pa COCMABIAENICS
a). 2
6). 1
B). 3

2 Tpyoosoii 0o2o60p ecmynaem 6 cuny ...
a). CO JHS €ro NMOMCaHus pabOTHUKOM U paboToaTenemM
6). CO THS MPUCTYIUICHUS K UCTIONTHEHUIO TPYIOBBIX O0S3aHHOCTEH

3. Cpox ucnvimanus 0715 psi008020 paboOMHUKA NO MPYOOBOMY 002080pPY He NPesbldent...
a). 3 mecsia
6). 1 mecsg
B). 6 MecsIIeB

4. 3acyumuvlearomcs au 8 CPOK UCNBIMAHUSA NEPUOObI BPEMEHHOU HempyOOCnoCOOHOCMU
pabomuuxa u opyaue nepuoovl, Ko2od oH haxmuuecku omcymcmeosa Ha pabome.
a). HE 3aCUUTHIBAIOTCS
6). 3aCUNTHIBAIOTCS
B). B UCKJIFOYHUTEIIHHBIX CITy4YasX 3aCUUTHIBAIOTCS

5. Cpounwiti mpyooeoii 002060p 3aKn04aemcs Ha CPOK....
a). He Ooyee 5 et
6). He Oousee 3 netT
B). He Oosiee 1 rona

6. C Kaxozo 803pacma 803MONCHO 3aKI0UeHUe MPYO08020 002080pa
a). 16 ner
6). 18 et



B). 14 ner
7. Kusneonucanue kaxo2o-1ubo 1ya, Komopoe cOCMagneHo um camum 6 8uoe 0OKyMeHma,
ABNAIOUE20CS COCMABHOU YACMBIO TUYHO20 Oeld.
a). aBToOMorpagus
6). pe3tome
B). aHKeTa
T). JIM4Has KapTouka pabOTHHKA
8. CoB0KYNnHOCMb OOKYMEHMOB, COOEPAHCAUUX C8EOeHUsl O PADOMHUKE
a). JTIMIHOE JIEeTIO
6). INYHas KapToOuKa
B). TPYJOBOI1 IOTOBOp
r). aBToOmorpadus
9. Corcamas kpamxas ungopmayus o cebe, COCMaeiIenHas NPemeHOeHMOM HA 6AKAHMHOE
mecmo.
a). pesrome
6). aBroouorpadus
B). aHKeTa
T). JU4YHas KapToyka pabOTHHUKA
10. OcrosHbIM 0OKYMEHMOM, NOOMBEPHCOAIOUUM MPYOOBVIO OesIMENbHOCHb U MPYO0EOU
cmasic pabomHuKa, A6NAEMcA. ..
a). TpPyIOBasi KHIKKA
6). Tpy1I0BOM 10rOBOP
B). JTUYHOE JICJIO
T). JUYHAs KapTOUKa
11. Kaxoti 0okymenm oghopmusiiom, Kaxk npasuio, pyKoOnuCHbuIM CHocooom
a). aBroouorpaduro
6). pesrome
12. Jlonyckaemcs au npuem Ha pabomy 6e3 mpyoo8ot KHUMCKU
a). HET
6). Ja
B). B MCKJIFOUUTENBHBIX CIy4asx
13. B mpyoosom 002080pe He 02080peH CPOK €20 Oelicmsus, mo 002080p CUUMAEMCs
3aKII0UEHHbIM HA ...
a). HEeONpeAEICHHBIN CPOK
6). Ha 1 TOZY
B). Ha 5 jeT
r). Ha 3 Troma
14. onpedenume npasunbHy10 nocie0o8ameibHOCHb RpUema Ha pabonty
a). pe3romMe, 3asBIICHIE, aBTOOHOrpadus, TPYI0BOM TOTOBOP, MPHKA3 O MPHEME, 3aITUCh B
TPYIOBOM KHWKKE U JIMYHOE JIEII0
6). 3asBIICHUE, pe3toMe, aBToOnorpadus, MprUKa3 o MpueMe, TPyI0BOI JOTOBOP, 3aIiCh B
TPYAOBOM KHUXKKE U IUYHOE JEII0
B). aBTOOHOrpadus, pesrome, 3asBJICHUE, TPYIOBOM TOTOBOP, MPHKA3 O IPHEME, 3alHCh B
TPYAOBOM KHUXKKE U TUYHOE JEJI0
r). 3asBJICHUE, TPYAOBOU JOTOBOP, 3aIKCh B TPYA0BOM KHIKKE U IMYHOE /€TI0, IPUKA3 O
npreme, pe3rome, aBToonorpadus
15. Kaxue ceedenus HE snocsmcest 8 mpyoo8yro KHUMNCKY
a). 0 HarpakJIeHUsIX
6). cBeZieHus 0 paboTe
B). O B3BICKaHMSIX
16. Umo sasnaemcs ocrosanuem 07 6HECEHUs 3aNUCU 8 MPYOOBYIO KHUICKY
a). MPHKa3 Mo JTMYHOMY COCTaBY



6). TOKyMeHTbI 00 00pa30BaHUM
B). Iacmopr
T). 3asBJICHHE O IIPHEeMe Ha paboTy
17. IIpu nocmynnenuu Ha pabomy npeovAGIAIMCA. ..

a). acropT, TPyAoBas KHUXKKA, CBUIACTCIILCTBO I'OC. ICHCUOHHOI'O CTPAaXOBAHUA

6). TacmopT, TPy/A0Basi KHIDKKA, aBTOOHOTpadus

B). 3asIBJICHUE. TIACTIOPT, JOKYMEHT 00 00pa30BaHUM
18. Kmo 3anonusiem auunyto kapmouxy gopmot T-2
a). paOOTHHUK
6). paOOTHHK KaJpOBOH CITy>KOBbI

19. B kakom naoedxce npu cocmasieHuu 3asa6enus yKazvieaemcs oondichocms, D.U.0.

aemopa
a). B POAMTEIBHOM Tajiexe 0e3 mpejiora
6). B pOAUTEIILHOM IaJIekKe C peasoroM "ot"
B). B JIaTE€JIbHOM TaJEkKe
). B UMEHHUTEIBHOM MaJIEXKE
20. Kaxotl u3z nepeuucieHHbIx 00KYMeHMOo8 3a6epsrom neuamsio
a). XapaKTepuCTHKa
6). pestome
B). aBTOOMOrpadus

OO01ue 1 PO eCCHOHAIBHBIC KOMITCTCHITUH 3amanus
OK 01. Beibupats cioco0blI perieHus 331a49 poQecCHOHATLHON IS TETbHOCTH 1,2,3,
MIPUMEHUTEBHO K PA3IMYHBIM KOHTEKCTaM;
OK 09. TIlomp3oBatbesi  Mpo(eCCHOHANBHOM  JOKyMEHTAlMe  Ha 1,2,3
rOCyIapCTBEHHOM 1 MHOCTPAHHOM SI3bIKE
IIK 1.1 OcymecTBIsATh MpodeccroHaIbHOS TOJIKOBAaHNE HOPM IIPaBa. 1,2,3,4
[1K 1.2 IIpuMeHsATs HOPMBI TipaBa AJIs PeIIeHus 3a71a4 B MpodecCHoHaNbHON 1,2,3,4
JIeSITEIbHOCTH.
[IK 1.3 Bnagers HaBbIKaMH MOJTOTOBKH FOPHUAWYECKUX JOKYMEHTOB, B TOM 1,2,3,4

YUCJIC C UCITI0JIb30BAHHUEM I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOTUH.

Tema 2.4 JloroBopHoO-npaBoBasi J0KyMEHTALIUS
3aganue 1. Bonpocs! 1151 GpoHTATBHOTO onpoca
OxapakrepusyiTe JOroBOPHO-IIPABOBYIO JOKYMEHTALIHIO
Kaxwue BbI 3HaeTe BUIBI I0TOBOPOB?
HasnadeHue u cTpoeHue J0roBopa.
[IpaBuna odopMiIeHHUs] aKTOB B OpraHU3AIIUHL.
Yro Takoe areHTCKOoe corsaiieHue?

Kakue BbI 3HaeTe BUIbI JOBEPEHHOCTEH?
[Topsimox oopMIIeHHS U PETUCTPALIMU IOBEPEHHOCTEH.

XN =

3aganue 2. 3agaHus 1/ TECTOBOr0 KOHTPOJISA
Bapuanm 1

Kak odopMiIsitoTcst TpriIoKeHus K TOrOBOpaM M MPOTOKOJIbI Pa3HOTTIACKi K HUM?

1. Coenawenue C)ny UU HECKOJIbKUX JIUY 00 YCmaHo61eHUU, USMEHEHUU UIU npeKpauieHUU

2paMCOAHCKUX Npas u 00s3aHHOCmell
a). JOBEPEHHOCTH
6). aKT
B). MpPUKAa3
T). JOroBOp




Z  QupmeHHble HAUMEHOBAHUS, HAUMEHOBAHUE CMOPOH No 002080py, PHUO pykosooumeneti
CMOPOH, NOONUCHIBATOWUX O02080D, YKAZbIBAIOMCA 6...
a). IpeaMeTe JOTOoBOpa
6) 00s3aHHOCTAX M TIPaBaX CTOPOH
npeamoOyJe
OaHKOBCKMX PEKBU3UTAX CTOPOH
r). B kakoui Mmomenm 6o3nuxaem npaso co6CMeeHHoCmu y NOKYRAmeis no 002060py KynJiu-
3. npooadxcu?
C MOMEHTA COCTaBJICHHS IOTOBOPA
a) C MOMEHTA OILIATHI
6) C MOMEHTa Iepefaul Belu
. Komy, xax npasuno, npunaonescum unuyuamusa  3axoyeHuu 002080pa NOCMasKu?
) IOCTaBIIMKY
4. TOKynaTeiro
a) CKONbKO 2K3eMNIAPOS NPOMOKONA PAZHONACUIL K 002080pAM NOCMABKU HE0OX0OUMO
6) cocmasumsv?
.2
5.1
3
a). Kaxoui dokymenm cocmaensiemcs, Ko20a no npeono#CeHHoMy NOCMASUUKOM NPOEKNLY
6) 002060pay NOKynameis UMeIOncs 603PaAXCEHUsA?
XKanoba
) TIPOTOKOJI PA3HOTIIACHH K JIOTOBOPAaM MOCTABKH
6. 3asBJICHUC
Kaxou ookymenm cuyosicum ocrhosanuem 07 C80€6PEMEHHO20 NONYUEHUs 3aKaA3d NO
a) 002060py OBLIMOB020 3aKasa (noopsda)?
6) cnenudukanus
. aKT
) KBUTaHIUs
7. Kaxkoti ookymenm npunazaemcs k 002080py nocmasKku?
cnerupuKaIus
a). KBUTaHIUS
6) Kaxoii dozo60p 3axnouaemcs ¢ uyamu, OmeemcmeeHHbiMU 30 XPAHEHUE OEHENICHbIX
. Cpeocms u mo8apHO—mMAamepUaIbHbIX YyeHHocmet?
8.)
a).
6)
9.
a). JOroBop OBITOBOrO 3aKa3a
6). IOroBOp apeHbI
B). IOTOBOP O MOJHOM MHAWBUIYaTbHON MaTepUaIbHON OTBETCTBEHHOCTH.
T). IOTOBOP KYIUTH-TIPOAaXKU
10. B ckonbKux sK3eMnasapax cocmasisaemcs mpyoogou 002060p?
a). 2
6). 1
B). 3
11. Tpyoosoii 0ocosop ecmynaem 6 cuny ...
a). CO JIHs ero NOANUCaHus paOOTHUKOM U paboToaaTeneM
6). CO THS MPUCTYIUICHUS K UCTIOJTHEHUIO TPYIOBBIX O0S3aHHOCTEH
12. Cpox ucnvimanus 015 psioo8oeo pabomHuKa no mpyoo8omy 002080py He Npesbluldent...
a). 3 mecsia
6). 1 mecsiig
B). 6 MecsIIeB
13. 3acuumvisaromces au 6 cpox ucnvlmanusi nepuodvl 6PEMeHHOU HempyooCnocobHOCmU



pabomuuxa u opyaue nepuoobl, K020a oH hakxmudecky omcymcmeosan Ha pabome.
a). HE 3aCUMTHIBAIOTCS



2.

3.

5.

6.

6). 3aCUNTHIBAIOTCS
14. Ocsobooicoaem 1 OKOHYaHUe CPOKA  Oelicmeusi  002080pa  CMOPOHbL
0MBemCcmeeHHOCU 3a HapyuleHue YClo8Ull 002080pd.
a). HE OCBOOOXKIAeT
6). 0CBOOOXKTaeT
15.B kaxkom cnyuae yciosue 002080pa KYWIU-NPOOAXNCU O mMosape
CUUMAemcs co21aco8anHbIM?
a). €CIM JOTOBOP IMO3BOJISIET ONPEIENNTh HANMEHOBAHHE U KOJIMYECTBO TOBapa
6). €cIi IOrOBOP MO3BOJISIET OMPEACTUTh HAUMEHOBAaHHUE TOBapa
) €ciu JOroBOp MO3BOJISIET ONPENEIUTh KOJIMUECTBO TOBapa
16. Cpounwiii mpyoooti 002060p 3aKNI0OUAEMCsL HA CPOK....
a). He Ooiee 5 et
6). He 6onee 3 neT
) He Oomee 1
rojaa
17. C kakozo 603pacma 603MOACHO 3aKTIOYEHUE MPYO0BO2O 002080Pa
a). 16 mer
6). 18 et
) l4mer

Bapuanm 2

Jozoeop smo

om

a). COrJIAlllEHWE JBYX WJIM HECKOJBbKUX JHIl (TpaKJaH WM IOPUIAMYECKHX JIHI]) 00

YCTAHOBJICHWH, U3MEHEHUH WJIM MPEKPAIICHUH MPaXJaHCKUX [IPaB U 00s3aHHOCTEN

6) COTJIAIICHUC HOP. JIUI] 00 YCTAHOBJICHUH, U3MCHCHUHN HWJIU IMPCKPALIICHUHN TI'PAKIAaHCKUX

paB 1 00s13aHHOCTEH

B). coryamienue ¢usz. auu (rpaxaad PO) o0 ycraHoBIeHUN, N3MEHEHNUHU WU MPEKPaICHUH

TpaXXAaHCKUX IpaB 1 00s13aHHOCTEN

DupmeHHble HAUMEHOBAHUSA, HAUMEHOBaHUe CMOPOH no 00208opy, ®UO pykosooumeneti
CMOPOH, NOONUCBLBAIOUWUX 002080D, YKA3LIBAIOMCSL 6...

a). MpeaMeTe JOroBopa

6). 00SI3aHHOCTSIX ¥ TIPaBaxX CTOPOH
B). mmpeamoOyIie

r). OAHKOBCKHMX PEKBH3HUTAX CTOPOH

B kaxoti momenm 6o3nuxaem npaso coocmeeHHOCmuU y NOKYnamesis no 002080py KynJiu-
npooaicu?

a). C MOMEHTa COCTaBIICHHUS IOrOBOpa
6). ¢ MOMEHTA OIJIaThI
B). C MOMEHTA Mepeauu Belln

KOMy, Kak npaeuio, npuﬂadﬂeofcum urRUyuamuea 6 3aKjiro4yeHuu aoeoeopa nocmasku?

a). MOCTaBLIMKY
6). MOKyIaTENI0

CKOIbKO 9K3EeMNIAPO8 NPOMOKOAA PA3HO2NACUU K 002080paAM NOCMABKU HE0OX00UMO
cocmasums?

a). 2
6). 1
B). 3

Kaxkoii 0okymenm cocmasnsaemcs, koeoa no npeonro#ceHHoMy NOCMABUUKOM NPOEKNy
002060pa y NOKYynames UMeromcs 603paicetus?

a). xamoba
6). POTOKOJI Pa3HOTJIACHIA K JOTOBOPAM TIOCTaBKH
B). 3asBJICHHE



7. Kaxoii ooxymenm cuyscum ocrosanuem OJisi CB0€8PEMEHHO20 NOJLYYEHUs. 3aKA3d NO
002060py ObIM0B020 3aKasza (noopsoa)?
a). crienuduKanms
6). aKkT
B). KBUTAHIIUS
8. Kaxkou ookymenm npunaeaemcs k 002080py nocmaexu?
a). crienuduKams
6). KBUTAHITUS
B). aKT
T). 4eK
9. Karxoti 0oco6op 3axniouaemcs ¢ auyamu, omeemcmeeHHbIMU 3 XPAHEHUE OEHEHCHbIX
cpedcme u mosapHo —MamepUaIbHbIX YeHHOCmeu?
a). IOTOBOpP OBITOBOTO 3aKa3a
6). IOTOBOP apeH/IbI
B). JIOTOBOP O MOJTHOW WHAWBUAYAILHONW MaTepHAIbHON OTBETCTBEHHOCTH.
T). JIOTOBOP KYILUTU-TIPOIaXKU
10.  Ocsoboxcoaem 1  OKOHUAHUE CPOKA  Oelicmeus 002080pd  CHOPOHbL  OM
0MEEemMCcmMBeHHOCMU 34 HapyuleHUue YCl108Ull 002080pd.
a). HE OCBOOOXKIAeT
6). 0CBOOOXKTaeT
B). B UCKJTFOUUTEIBHBIX CITyJasx
I11. B xaxkom cnyuae ycnosue 002080pa KYyNau-npooaj;cu o mosape
cuumaemcs co2naco8anHbim?
a). €CJIM JIOTOBOP MO3BOJISIET ONPEAEIUTH HAMMEHOBAHNE U KOJIMYECTBO TOBApa
6). eciu TOTOBOP MO3BOJISIET ONPEICTUTH HAMMEHOBAHUE TOBAapa
B). €CJIM JJOTOBOP TIO3BOJISIET OMPEACTUTh KOJIMYECTBO TOBApa
12.  Iloxynamenb noonucwvléaem 002080p 8 MEUeHUU:
a). 30 nueit
6). 5 nHeit
B). 10 nueit
13. Ogepma >mo
a). TIPUHSTHUS MPEIOKESHUS 3aKITIOYUTH IOTOBOP
6). MOMEHT 3aKJIFOYEHHUS JOTOBOpa
B). MPEJIOKEHUE 3aKITIOYUTh JJOTOBOP
14.  IlpemeHn3uu Ha HeyO081eMBOPUMENbHOE KAYECMBO UCNOIHEHUS. 3aKA3a NPUHUMAIOMCSL
npeoOnpusmusAMU CIYAHCObI OblMa 6 meueHue
a). 30 aHel co AHA MOTYyYEHHUs 3aKa3a
6). 10 qHE co THS MTOTyYeHUS 3aKa3a
B). 5 IHEH CO JHS MOTyYeHUs 3aKa3a
15.  Ckem3akmouaemcs 002060p 0 NOIHOU MAMEPUATILHOL OMEEMCMEEHHOCU?
a). ¢ pabOTHUKAMHU, TOCTUTTIUMU 16 jieT
6). ¢ pabOTHUKaMH, TOCTUTIIUMH 18 jteT
B). C paOOTHUKaMU, TOCTUTIIMMU 21 roga
16. Umo npusnaémes mosapom no 002080py Kyniu-npooaxicu?
a). JoObIe BEUIH
6). TOJIBKO MaTepHaIbHO-TIPON3BOICTBEHHBIE 3a11aChl
B). TOJIHLKO TPAHCIIOPTHBIE CPEIICTBA
T). TOJBKO HEABMKUMOE UMYIIIECTBO



OO6mme u npodhecCHOHAIBHBIC KOMITCTCHIINN 3amanus

OK 01. Beibupats crioco0bl perieHust 3aaa4 npohecCHOHAIBHOM IesITeNbHOCTH 1,2,3,
MPUMEHNUTEIIHHO K Pa3IMYHbIM KOHTEKCTaM;
OK 09. [Ilomp3oBatbcsi  mpoecCHOHATIBHOM  JOKyMEHTalueil  Ha 1,2,3

TOCyJapCTBCHHOM N MHOCTPAHHOM A3BIKC

[IK 1.1 OcymiecTBiATh mpodeccroHaIbHOE TOIKOBAHUE HOPM IIpaBa. 1,2,3,4
[IK 1.2 [IpumeHATs HOPMBI IIpaBa AJs PELICHUS 3a7ad B IPOPECCHOHATIBHON 1,2,3,4
JIeSITEIIbHOCTH.

[IK 1.3 Bnagetrh HaBbIKaMH MOJTOTOBKHU FOPUAUYECKUX JOKYMEHTOB, B TOM 1,2,3,4

YHUCJIC C UCII0JIb30BAHHUEM I/IH(I)OpMaI_[I/IOHHBIX TEXHOJIOTUH.

Tema 2.5 SIpeTeH3MOHHO-MCKOBasi JOKYMEHTALMA

3ananme 1. Bonpocsl 1511 GpOHTAIBLHOIO Onpoca.

1. Yro Takoe npere3us.

2. KT0 MOXKET COCTaBUTh NIPETEH3UIO

3. B oTHOIIEHUH Yero MOXKET ObITh COCTAIBBIICHA MIPETEHXUSL.

4. Kakue 1OKyMEHTbI JOJDKHBI ObITh BO3BPAILIEHBI 3asBUTEIIO IIPU OTKA3€ B YOBJIECTBOPEHUN
IIPETEH3UHU.
KakoBbl 1efCTBHSL PyKOBOAMTEIIS OPraHW3alluK [PH MOJYyYEHUH PETEH3UOHHOIO MChMa
[Toiexut 1 oruIaTe UCKOBOE 3asiBIIEHUE, Ky 1a OHO HallpaBJIseTCs

> »n

3aanuue 2. CuTyanuorapie 3a1a4M JAJ1s BbIIIOJTHEHUS.

CocTaBbTe NPETEH3HIO 110 JaHHBIM [IPUBEICHHBIM HIKE.

VYxaxure aapecar B npaBoi yactu (upexropy dhadpuku-xumuuctku N 999 ot Usanosoit N.1.
MpOKUBaKoIEen 1o aapecy: Mockaa, yi. 5-1 Coserckas 100, kB. 1 (a.ten. 111-11-11).

Bun noxkymeHra: npereH3us

Tekcr npereH3uun

15 ¢espans 2023 roxa s 3axiouniia 1orosop ¢ Bameit ¢pabpukoil Ha okazaHHe MHE YCIyTH
XUMHUYECKOH YncTKH ayOneHku. JlyOnenka Obuia mouT HOBast. B 4MCTKy s OT/aBasa ee B epBbIid

22 ¢espans 2023 rona s mpuILia NOIy4arh AyOJieHKY U3 4uCTKU. [Ipu ocMoTpe BO Bpewms
MPUEMKH 5 yBUJIEJa, YTO OHA TIOJTHOCTHIO TOTEpsa B (BCA B MATHAX, ITOJIOCAX U Pa3BOJax).
Hocutp Takyro ny0neHkKy abCconOTHO HEBO3MOXKHO. S moTtpeboBana ot Bameit dhabpuxu
YCTpaHUTH 1e(HEeKTHl UM BOBMECTUTH MHE yIiepO, crienuanuctamu (padpuku Obliia MpoBeIeHa
MpOBEpKa KayecTBa, B pe3yJIbTaTe ITOM MPOBEPKU MHE OBLJIO 3asIBJIEHO, UTO BCE ATH HEJIOCTATKU
BO3HUKJIH M3-3a JJTUTEIILHOU HOCKH TyOJIeHKH. Sl He coryiacHa ¢ pe3ysIbTaTaMu STOU MMPOBEPKH.
S obpatmnace B OOIIeCTBO 3aMTH MpaB noTpeduTenel "Pe3onac”, rme Oblia mpoBeaeHa
HEe3aBHUCUMasl SKCIIEPTH3a, TIOKa3aBIlas, 4To AeQeKThl BOSHUKIN B PE3yIbTaTe XUMHUECKOI
YHUCTKH.

B cootBerctBum ¢ 11.1 c1.35 3akona P® "O 3ammTe npas nmorpedutesneii’ mpomry:

L. 100 BEpHYTh MHE aHAJIOTHMYHYIO TyOJICHKY B yCTAaHOBIECHHBIN 3aKOHOM 3-X THEBHBIN
CPOK, TH0O BO3MECTUTH MHE 2-KPaTHYI0 CTOMMOCTh UCTIOPUEHHOM Ty OJICHKH,
2. a TaK)Ke BEPHYTh MHE CTOUMOCTD YCITYTH (XUMUYHUCTKH).

CroumocTb nyonenku npousBoacta Mtanuu cocrasnser 84400 pyOreit Ha MOMEHT OKYTIKH,
91000 py0eii Ha HACTOSAIIUIT MOMEHT, CTOMMOCTbh XUMUYHUCTKH cocTaBmiia 3500 pyO:eid.

Takum 00pazom, cymma, MoJyIeKariias BeIriaTe:

91000*2+3500 = 185500 pybmeii.

IIpowry paccmoTpeTs MOKO npeTeH3uto B TeueHue 10 gHei. B ciiydae UrHOpUpOBaHMS MOUX
TpeOoBaHu 51 Oyay BBIHYXKJACHAa OOpaTUThCA B Cyld. B HCKOBOM 3asBIECHWUH, MOMHUMO
BBILIIEU3JIOKEHHOTO, 51 Oyy MPOCUTH CyJ B3bICKaTh ¢ Baiiero mpeampustus KOMIEHCAIHIO



MOpAJILHOTO Bpe/a; Takke BaM npuaeTcst omiaTiTh TOCHONUTHHY.
[Ipunoxenue:

1) Korust KBUTaHIIMM Ha OKa3aHUE YCIYTH (XUMUYUCTKH),

2) Konwus 3aKI1t04eHust SKCIEPTU3BI,

3) Konust ToBapHOTO Yeka Ha qyOJIeHKY

Mara 15 mapra 2023 rona

Iloxmuce Banosa ..
OO6mwme u npodecCHOHANTBHBIE KOMIICTCHIINN 3amaHus

OK 01. Bri6bupats crioco0bl perieHus 3a1a4 npopecCHOHaIbHON JIESITEIbHOCTH 1,2
MIPUMEHUTETBHO K Pa3IMYHBIM KOHTCKCTaM;
OK 09. TIlonb3oBatbesi  Mpo(ecCHOHANBHOM  JOKyMEHTalue  Ha 1,2
roCy/1IapCTBEHHOM Y HHOCTPAHHOM SI3bIKE
I1K 1.1 OcymecTBIsATh Mpo(ecCHoHaILHOE TOJIKOBAHNE HOPM IIPaBa. 1,2
I1IK 1.2 [IpumeHATs HOPMBI TIpaBa IS PEUICHHs 3a7a4d B TPOQPEeCCHOHATLHON 1,2
JIEATEeIIbHOCTH.
[IK 1.3 Bnagetp HaBbIKaMH MOJTOTOBKHU FOPUAUYECKUX JOKYMEHTOB, B TOM 1,2

YUCJIC C UCII0JIBb30BaHNEM I/IH(bOpMaI_II/IOHHBIX TEXHOJIOTHH.

Tema 3.1 TexHoJ10rus Opranu3anuy J0KYMEHTO000pOTa B OPraHu3anusx (Y4peKIeHUsIX)

3aganue 1. Borpocs! 11 ppoHTAIBHOTO OTpoca.

16.
17.

Uro Takoe JOKYMEHTOOOOPOT W KaK OCYLIECTBISIETCS MOJCYeT o0Obema
JTOKyMeHTooOopoTa?

Kaxue moToku JOKyMEHTOB MPHUHSTO Pa3inyaTh B COCTaBE JOKYMEHTOO0OpOTa

Has3BaTtb OCHOBHBIE 3Tallbl JOKyMEHTO000pOTa

Has3BaTb OCHOBHBIE MPUHIIUITBI OPraHU3aMU TIOKYyMEHT0000pOoTa

JlaTe onpeneneHne perucTpanun

Kakue nenu npecinetyer perucTpaiuiy JOKyMEHTOB?

Kaxkue TpeOoBaHUS NPEIbABIAIOT K OpraHU3aluy PErUCTPALMU JOKYMEHTOB?

Kakue HenocTatku uMeeT )KypHaJlbHasi CHCTEMAa PETUCTPALUU?

B uem cocTosIT JOCTOMHCTBA aBTOMAaTH3UPOBAHHON CUCTEMBI PETUCTPALMN JOKYMEHTOB?

. Kakue 1okyMeHTBI 1oyiekaT KOHTPOJIIO 3a UCTIOJIHEHHEM ?

. B uem 3axiroyaeTcs TEXHONOTUsI KOHTPOJIS 33 UCIIOJIHEHUEM IOKYMEHTOB?

. Kakuie Buibl KOHTPOJIS 32 UCIIOJTHEHNEM JOKYMEHTOB CYILIECTBYIOT B OpraHM3alusIX?

. Kak ncuucrisirorcst Cpoku MCOIHEHHST TOKYMEHTOB?

. Kak opranmusyercst KOHTpOJIb 32 CPOKAMH UCTIOJIHEHUS JIOKYMEHTOB?

.Kakue Qopmbl KOHTpONIS 3a CpOKaMu HCIIONHEHUS JAOKYMEHTOB IMPUMEHSIOTCS B

JIEJIONPOU3BOJICTBE?
KTo ycranaBnmBaeT MHAMBUIYaIbHbBIE CPOKHA UCTIOIHEHUS JJOKYMEHTOB?
B xakom cirydae TOKyMEHT CUUTAETCS] UCTIOJIHEHHBIM?

3ananue 2. 3a1aHKe AISICAaMOCTOSTEIILHTOM BHEAYIMTPHON PaOOTHI.

CocraButh mpesentanuto B MS Power Point, oToOpaxaroniyto cxemy 3JIeKTpOHHOTO

JIOKYMEHTOO0OpTa OPraHM3allii Pa3HOTO BU/IA IS TEILHOCTH.

OO0mue 1 mpoeCCHOHANTBHBIC KOMITCTCHITUH 3amanus

OK 01. Bri6bupats crioco0bl perieHus 3a1a4 npopecCHOHaIbHON IS TETbHOCTH 1,2

IIPUMCHUTCIIbHO K Pa3JIMYHbBIM KOHTCKCTAaM,

OK

TOCyJapCTBCHHOM N MHOCTPAHHOM A3BIKC

09. Tlomb3oBatbcst  TpohecCHOHANBHONW  JIOKyMEHTAIlMEH  Ha 1,2




[TK 1.1 OcymectBisTh nmpohecCHOHATBHOE TOIKOBAaHNE HOPM TIpaBa. I,
IIK 1.2 [IpumeHATs HOPMBI TIpaBa AJIs PEeIeHHs 3a7ad B TPOPEeCCHOHATTLHON 1
JIeSITEIIbHOCTH.

[IK 1.3 Bnagets HaBbIKaMH MOJTOTOBKHU FOPUAUYECKUX JOKYMEHTOB, B TOM 1,2
YHCJIE C UCTIOIh30BaHUEM HH(POPMAITMOHHBIX TEXHOJIOTHH.

Tema 3.2 Oco0eHHOCTH /1eJIONPON3BOACTBA MO OOPALIEHUAM I'PAKIAH U
KOH(UIEHIIHATIHLHOTO 1eJIONPOU3BOACTBA

3aganme 1. Bonpock! i ppoHTAIEHOTO OIpoca.

KakoBbI 1ienm3anuThl KOHPEIMHIATBHON HHPOPMAITHH.

Bupr 3ammTel KOH(GETUHIMATEHOW HH(POPMAITHH.

CrpyKTypa 3alHIIEHHOTO TIOKYMEHTOO00POTA.

Opranuzarysi UICTIOTHEHUsT KOH(PETUHITITBHBIX JIOKYMEHTOB.

Kakue cBefieHns1 B OpraHu3aiii COCTaBIISFOT KOMMEPUYECKYIO TalHYy.
Kakoe HakazaHue npeayCMOTPEHO 3aKOHOAATEILCTBOM 3a Pa3IJIOIICHHE
KOH(eAMHIMATBHON HH(pOpMAaIUH.

Sk =

3aganue 2. 3aaHus ISl PEIICHUS] CUTYaI[MOHHBIX 3a/1a4.

3amaua 1

B Anmunuctpanuto IIpesunenta PO noctynuio obpaiienue ocyxaeHHoi MaramenoBoit B.A.
OHa He corjacHa C pPEHIEHUEM POCCUUCKUX CYJ0B, CUMTAaET WX HE3aKOH- HBIMH U
HeoOocHOBaHHBIMU. OCYKIICHHAsI IPOCHT TJIaBY POCCHUICKOTO TOCYAap- CTBAa OKa3aTh COJCHCTBUE
B MEPECMOTPE NPUTOBOpAa MO YrOJOBHOMY JEIy C LEJIbI0 TOPXKECTBA 3aKOHHOCTU U
BOCCTaHOBJICHUS CIIPABEIJIMBOCTH.

Kakx Ber mymaete, paccmaTtpuBaet jau nogo0OHbsie oopamienus [Ipesunent PO? Kakoii oTBeT
HanpaButT Anmunuctpauus [Ipesunenta PO B agpec ocyx-nenHoit Maramenosoit B.A.?

3amaua 2

Ha Ge3neficTBre yrnpaBIISrONeii KOMITAHUM B MECTHYIO aJIMHHHUCTPAIIMIO ITOCTYTIHIIA JKaJlo0a.
OTBETCTBEHHBIN COTPYIHUK OTBETHJI Ha JJaHHOE oOparieHue B TeueHue 40 qHel ¢ MOMEHTa
MOJTYYECHHSI BCEX HEOOXOUMBIX JJOKYMEHTOB.

KakoB cpok oTBeTa Ha 5kai00bl ¥ MHBIE O0PAIEHUs TPAKIaH YCTAHOBIICH B 3aKOHO/IaTEIILCTBE
Poccuiickoit @enepanun? MoryT ju NpUBIIEYb TOJDKHOCT-HBIX JIUI] MECTHOM aIMUHHUCTPAIIUU K
IOpUINYECKON OTBETCTBEHHOCTH 33 HAPYILIECHUE YKAa3aHHBIX CPOKOB?

3amaua 3

Jlo3HaBatenb OT/IeTIeHUs TIOJUIIUKA OTKa3all B BO30YKJICHUH YTOJOBHOTO JIejia 3asIBUTEIIO 110
MIPUYMHE OTHECEHUS] BOSHUKILIETO CIIOpa K KATErOpUU IpaxkIaHcKuX Jien. [Ipu aTom no3HaBarenb
HE TIPOBEJ BCEX HEOOXOJMMBIX MPOIECCYyalbHBIX IEHCTBUM, B TOM YHCJIE HE JIOMPOCHI
MOTEHIIMATBLHOIO MOI03PEBAEMOTO0.

CocraBbTe xao0y B MPOKYpaTypy B IEJSX MPU3HAHUSA 0TKa3a B BO30YKICHUN YTOJIOBHOTO Jieia
He3akOHHBIM. HenocTtaroliue 1aHHble MPOCTaBbTE B MPOU3BOIBHOM MOPSJIKE.

3amaya 4

KomektuBy mnpeanpusTHs HE BBIIUIAYMBAIOT B TIOJHOM O0beMe 3apabOTHYIO TIUIaTy.
[IpencraButenu paOOTHUKOB MPUHSUITA PELISHHUS JIs1 3aIUTHI CBOMX TPYJOBBIX IIPAB 00PATUTHCS
3a MOMOIIIBIO B TPYIOBYIO MHCIEKLMIO U MPOKyparypy. Bripase i OHM HanpaBUTh KOJJIEKTUBHYHO
XKaJI00y B TaHHBIC OpPraHbI?

Kakue TpeboBanus roCyIapcTBO MPEABSIBIIET K €€ 0POpMIICHHIO?

3amaua 5

Mpmuorogernas mars l'opaeeBa O.H. mosyumna oT MECTHOM aJMUHHUCTPALUA YEPE3 CAWUT
lNocyciyru oTka3 B 3aMEHE €l paBa Ha 3€MEJIbHBIN YYaCTOK JICHE)KHOW KOMIICHCAlMen JIst
puoOpeTeHus XWIbsl B UMOTEKY. B 0Tkaze oTMeueHO, 4TO 3asBUTENIb HE MPEJOCTABUI BCE




HEOOXOMMbIE TOKYMEHTBI, IIPY 3TOM HEKOHKPETU3UPOBAHO KAKUX JIOKYMEHTOB. 3asiBUTEIb HE
COTrJlacuiach C JAaHHBIM

oTKka3oM. HopMaTuBHO-TIpaBOBOI aKT, peryIMpyOLMii TaHHBIN BOIIPOC, HE TpeOyeT OT 3asBUTEIS
MPEI0CTABIICHUS TIOKYMEHTOB, €CJI OHU MOTYT OBITh 3aIIPOILEHBI U MOTy4YEHbI PEICTABUTEISIMU
rOCyJapCTBEHHOW BJIACTH.

Kakum 06pa3omM MokeT OBITh 00’KAIOBAHO JAHHOE PEIICHHE MECTHOM aiMUHICTpaiun? B kakoit
rOCYJapCTBEHHBIN OpraH u cpok? KakoB cpok paccMOTpeHus 1o 100HOM 5Kano0bl?

3amaya 6

B niepron1 KOpoHOBUPYCHOM MH(MEKITUM OTMEYAETCsl POCT OOpallieHuid Tpak/IaH, HapaBJICHHBIX B
ANIEKTPOHHOM (opMaTe B TOCYAApCTBEHHBIE W MECTHBIE OpraHbl BiacTh. OTKpOWTE CalT
I'enepanbHOll npokypaTypbl P®, m3yunte NOpsIOK HAMpaBICHUS 3JIEKTPOHHBIX Kajlod U
oOpaimieHnid B JaHHBIA ToCyAapCTBEHHBIM oprad. CocTaBbT€ aJIrOpuUTM JEHCTBUN IPHU
HaMpaBJIeHUU 0OpallleHuil AEKTPOHHBIM crtocoO6oM. OIeHUTe MPEeUMYIeCTBa U HEAOCTATKH
TaKoro crocoba.

3anava 7

[Tencuonep IlpytrkoB A.C. HanpaBuil CBOM MPEIJIOKEHHUSI B MECTHYIO aIMUHHCTPALIUIO TIO
palMOHAJIbHOMY HCHOJIb30BAaHUIO OIOKETHBIX CPEICTB, a TAaKK€ H3MEHEHUIO T'OPOJCKOMN
UHPPACTPYKTYPBI, B TOM YHCIIe TApKOBOM 30HBI. O0s3aHa T MECTHAS aIMUHUCTPALIUS OTBEYATh
Ha MOCTYMHUBIINE TpeasiokeHus neHcuoHepa? OTBET 000CHYHTE CO CCHUIKOM HA HOPMAaTUBHO-
IIPaBOBOMAKT.

3amaya 8

Ocyxnennslii buprokoB A.C. pemmn HamnpaBUTh *kajloOy B NpOKypaTypyHa Oe3zaeiicTBue
MEIUIMHCKON YacTH MCHPABUTEIBHOTO YUYPEXKJICHHUSI 1O BONPOCY MPENAOCTABICHUS €My
BpaucOHO momon. [TnceMeHHyto kanody B 3aKphITOM KOHBEPTE OH IIEpeAall B aIMUHUCTPALHIO
KOJIOHUU. PyKkoBOICTBO B ycTHOW (popme OTKazano OCYyXACHHOMY B Ipueme oOpalleHus
OCYXXJIEHHOTO, TOSICHUB, YTO BCE IOKYMEHTBI, TUChMA M JKAIOOBI OT OCYXICHHBIX JOJKHBI
IepeaBaThCs B aIMUHUCTPALIMIO KOJIOHUHU TOJIBKO B OTKPBITOM KOHBepTe. [locie npoxoxae-
HUS ATara perieH3NpOBaHMsI OHU Oy TyT 3armeyaTanbl B KOHBEPTHI IS TATbHEH-

LIEU OTIIPaBKU POKYPOPY.

O00cHOBaHO 11 TPeOOBAaHKE MPECTABUTENEH aIMUHUCTPALIN KOJIOHUH?

3anava 9

I'paxnanun B.B.®. 14 aBrycra 2021 r. u 16 aBrycra 2021r. Hanpasui B Y ®Cb obparenus B
AIIEKTPOHHOM BHJIE, KOTOPBIE ObLTH 3aperucTpupoBanbl B cekperapuare Y DCh 20 asrycra 2021
r. OTBeT Ha yKa3zaHHbIe oOpaleHus ObUT AaH B TOKyMeHTe Ne, pH 3TOM U3 MOYTOBOTO IITEMIIEIs
Ha KOHBEpTE CIIEJyeT, YTO OTBET eMmy Obu1 ormpasieH 26 ceHtsOps 2021 r. Tem cambim
Vnpasnennem @Cb Poccun no Humkeropockoii o6nactu Obi1 HapyiieH 30-1HEBHBINH CPOK A
Jla4ud OTBETA Ha €ro 0OpalleHus, B CBSI3U C YEM IPaKIaHUH 00paTuics B ¢y 00 OCIapuBaHUU
oe3netictBus Ympasnenus @Ch Poccun o Hmskeropozckoii obnactu. [Ipunnmas pemieHue mo
JielTy, CyJ1 IPULIET K BBIBOJLY O TOM, YTO ITPABOBBIX OCHOBAHUI /IJIs1 yIOBJIETBOPEHHUSI 3asIBIICHHBIX
TpeOOBaHMI HE UMEETCs, M0 CKOJIbKY HalpaBJIEHHE OTBETA 3asIBUTEIIIO T10 MOYTE M0 UCTeUe HUU
36 nHel co JIHSA PETrUCTpalliy €ro OOpalleHHil HEe MOXET ObITh MPU3HAHO CYILIECTBEHHBIM
HECOOJIIO/IEHNEM YCTAaHOBJICHHOTO MOPSAKA; JaHHAS 3a/IepPKKa SABIISETCS HE3HAYUTEILHOU 1 HE
BJICUET HETATUBHBIX NMOCIEACTBUM /114 3asiBuTeNst. Cy/ IPUILEN K BBIBOLY, 4To oOpareHus B.B.D.
OBUIM pacCCMOTPEHBI, TO €CTh 10 HUM ObLI IOJTOTOBJICH U MOANKUCAH OTBET B YCTAaHOBJICHHBII
3akOHOM 30-AHEBHBIN CPOK C JaThl MX perucrpaiyu. IlomMruMo BecbMa MHTEPECHON OLICHKHU CYJIOM
HapylLIeHUs] YCTAaHOBJIEHHOIO 3aKOHOM CpOKa JJIsi PacCMOTPEHHs] OOpalleHuil Kak
«HE3HAUYUTEIIHLHOU 33JIEPKKI» MOKHO OTMETUTh, YTO, IO MHEHHUIO CyZia, OTBET MOXKET OBITh
HampasieH U 1no uctedyeHun 30-mHeBHOTO cpoka. OLeHUTe 3aKOHHOCTh M 0OOOCHOBAaHHOCTD
pelieHus cya 1o JaHHoMy aeiny? Bxoadar v B 30-TuAHEBHBIN CPOK MIOMUMO COCTAaBJICHHUSI OTBETA
JIEHCTBUS IO €r0 HAIIPaBJICHUIO 3asBUTENIO?



OO6mme u npodhecCHOHAIBHBIC KOMITCTCHIINN 3amanus

OK 01. Beibupaths crioco0bl perieHust 3a1a4 npodecCHOHATBHON e TEeTbHOCTH 1,2
MPUMEHNUTEIIHHO K Pa3IMYHbIM KOHTEKCTaM;
OK 09. [TIlonb3oBatbesi  Mpo(eCCHOHANBHON  JOKyMEHTAlMe  Ha 1,2

TOCyJapCTBCHHOM N MHOCTPAHHOM A3BIKC

[IK 1.1 OcymecTBiATh nmpodeccrnoHaaIbHOE TOJIKOBaHHE HOPM IIpaBa.

[IK 1.2 ITpumeHsTH HOPMBI MpaBa AJIsl PEIICHUs 33a/1a4 B MpOodheCcCHOHATILHON
JIESITEIIbHOCTH.

[IK 1.3 Bnagetrh HaBbIKaMH MOJTOTOBKHU FOPUAUYECKUX JOKYMEHTOB, B TOM 1,2
YHCIIEe C UCTIOIb30BaHUEM MH(DOPMAITMOHHBIX TEXHOJIOTHH.

Tema 3.3 CucremaTuzanms JOKYMEHTOB, ()OpMHUPOBaHKE HUX B /1eJIa U MepeJadya B apXuB
OpraHu3aluu

3aganue 1. Bonpocsl 1711 (PPOHTAIBLHOIO ompoca:

[Tosichute OCHOBHBIE TPEOOBAHUS K PEKUMY XPaHEHUsI JOKYMEHTOB B apXHBe.

Yro Takoe TororpapuyecKkuii yKkazaTennb?

Omuimre Ha3HaYeHUE U IPHIMEHEHHE TOorpa(uuecKux yKasaTtesel /el B apXxuBe.

UeM apxuBHasi CrIpaBKa OTJIMYAETCS OT BBIIUCKU?

Kaxwue cymiecTByrOoT BUIbI QpXUBHBIX (OHIOB?

Kak odopmiisiercs Bbiaua Jiell B CTOPOHHHE OpraHU3aIin?

Kak ocymiectisiercs nmpuem Jeit Mpu UX BO3BPATE MOCIIE UCIIOJIb30BaHuUs ?

Kakune eme QopMbl UCHONB30BAHUSA APXUBHBIX JOKYMEHTOB IPUMEHSIOTCS B

opraHuzanusx?

9. TlosicHuTe OCHOBHBIE TPEOOBAHUS K PEXKUMY XPAaHEHHS JOKYMEHTOB B apXHBE.

10. Yto HazeiBaercs "GopmupoBanuem aemna'?

11. KakoBsI ipaBuiia popMUPOBAHUS J1€T7

12. Kakoe 3HaueHuEe UMEIOT CPOKU XPaHEHUS JOKYMEHTOB IPH (hOPMUPOBAHUU JETT?

13. Kak pacnionararorcst JOKyMEHTbI BHYTpH Jieia?

14. Yro o3HauaeT 3KcrepTu3a LHEHHOCTH JOKYMEHTOB? JlJisi uero oHa npoBoauTcs?

15. KakoB nops0K NOAIMBKY U HyMEpALHK JIE] [IOCTOSHHOTO XPaHEHUs?

16. Kakue TpeOoBaHuUsI NMPEABSIBISAIOTCS K XPAaHEHUIO JTOKYMEHTOB U JIeNl B CTPYKTYPHBIX
nojapasieneHusx?

17. KakoBbl ITpaBriia HOATOTOBKH /1€ K CAa4Ye B apXUB OpraHU3alyu?

18. Kakue omeparuu JOJKHBI OBITH BBITIOJHEHBI B CIydae HEOOXOJAMMOCTH W3BSTHA
JIOKYMEHTA U3 JIeJ1a IOCTOSIHHOTO XpaHEHUs1?

19. KakoB nopsiiok cjaud e MOCTOSHHOTO M BPeMEHHOro xpaHeHus (cBbiiie 10 yiet) B

apxuB?
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3amanue 2. 3aaiaHue U1 peILICHNs] CUTYal[MOHOBIX XaJay.
CocraBbTe HOMeHKIaTypy aen OAO «bonbmas kamis» (r. Kypran) va 2023 rog, B
KOTOPYIO BKJIIFOUMTE CIIETYIOIINE TOKYMEHTBI:
01. Kanuensipus
— YupenurenbHbIe TOKyMEHTHI U YCTaB O0IECTBa
— Ilonoxenust 00 opranax ynpasieHHs (001eM coOpaHUM aKIMOHEPOB, COBETE AUPEKTOPOB,
MIPABJICHUH )
— IlItaTHbIe pacnivcaHusl ¥ U3SMEHEHHS K HUM
— Ilonoxenus 0 CTPYKTYPHBIX NOAPA3AEIECHUAAX
— IIpurkassl reHepaIbHOTO TUPEKTOPA IO OCHOBHOU ACATEIBHOCTH
— Ilpukassl reHepaIbHOrO AUPEKTOpA MO aIMUHUCTPATUBHO-XO3SIMCTBEHHBIM BOIIPOCAM
— IIporokossl 00mmX cOOpaHmiA aKIMOHEPOB 1 JIOKYMEHTHI K HUM



— HHCcTpyKImst o AEI0NpPOn3BOACTBY
— Ilepernucka o BonpocaM OCHOBHOM JIESTEIBHOCTH
02. Otnen kaapoB
— JIOIKHOCTHBIE HHCTPYKLIMU COTPY/IHUKOB
— IlIraTHbIe pacniMcanusi M U3MeHeHUs1 K HUM. Ko
— Ilpuka3sl reHepantbHOro JUPEKTOpa Mo OCHOBHOM JesiTenbHOCTUH. Konvu

— IIpukassl reHepajIbHOrO JAUPEKTOPA MO JIMYHOMY COCTaBy (O IMpHUEME, IepEeMEIECHUH,

YBOJIbHEHUU U JIp.)

— HpI/IKa3BI IFCHECPAJIBHOI'O OUPEKTOpa O MPEAOCTABIICHUHN CKCTOAHBIX OIINIAYMBACMbBIX

OTITyCKOB
OO6mwme u npodhecCHOHAIBHBIC KOMITCTCHIINN 3amanus

OK 01. Beibupatb crioco0bl perieHust 3a1a4 NpoheCCHOHABHON ISSITENbHOCTH 1,2
MIPUMEHUTEBHO K PA3JIMYHBIM KOHTEKCTaM;
OK 09. TIlonb3oBatbcss  Mpo(ecCHOHANBHOM  JOKyMEHTaluue  Ha 1,2
TOCY/IapCTBEHHOM U MHOCTPAHHOM SI3bIKE
I1K 1.1 OcymecTBIATh MPo(ecCHoHaTFHOE TOJIKOBAHNE HOPM IIPaBa. 1,2
[IK 1.2 [IpumeHaTs HOPMBI TIpaBa AJs PELIeHHs 3a7ad B IPOPeCcCUOHATLHON 1,2
JESITEITHHOCTH.
[IK 1.3 Bnagers HaBbIKaMH NOJATOTOBKH FOPUIWYECKUX JOKYMEHTOB, B TOM 1,2

YHCIIe C CIOIb30BaHUEM MH(POPMAITMOHHBIX TEXHOIOTHIA.
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III. ITAKET 5K3AMEHATOPA
Ilepevennb TeopeTn4ecKUX BONMPOCOB K AN PepeHIIMPOBAHHOMY 3a4eTy

[TonsTHe M QyHKINUU TOKYMEHTOB

Knaccugukanus 1oKyMeHTOB

Crannmapruzanys ¥ yHU(QUKAHS YHIPABICHYECKOH JTOKyMEHTaluu
TpeGoBanus kK 0POPMIICHUIO TOKYMEHTOB

Bupl opranu3aimioHHO-pacTioOps AU TEIbHBIX JOKYMEHTOB
Haznauenmwe u cranuu W3IaHHUS PacCIOPSIUTENBHBIX JOKYMEHTOB
CripaBoyHO-MH(pOPMAIIOHHBIE JTOKYMEHTHI

CnyxeOHble TIHIChMa

OdopmieHne TeerpaMM | TeleOHOTPaMM

. JJIOKyMEHTHUpOBaHUE TPYIOBBIX MNPABOOTHOIICHHUN
. OcobenHoctn 0popMIICHUS JTOKYMEHTOB IO JINYHOMY COCTaBY
. lloHsATHE TOBEPEHHOCTH

. Bunsl joBepeHHOCTH

. JoroBop. Bunsl 1oroBopos.

. CtpykTypa norosopa

. IIpeTeH3nOHHO-NCKOBAsI JOKYMEHTALHS

. JIoKyMeHTOO0OpOT OpraHu3aIyu

. KoHTpOap HcronHeHuss JOKyMEHTOB

. OopmieHne HOMEHKIIATYpPHI /el

. ApXuUBHOE XpaHEHHE JOKYMEHTOB
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