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IIacnoprt

(o2 O1IEHOYHBIX CPeCTB
no AucuuninHe JJoKyMeHTallMOHHOE o0ecnieyeHne YIpaBJieHus

(HaMMEeHOBaHHUE AUCLMILIIMHBI)

JJIS1 CTYIeHTOB (paKyjabTeTa cpeiHero npogeccCHOHAIBLHOT0 00pa30BaHMs,
cnenrajgbHocT 38.02.01 DkoHOMUKA U OyXrajaTepckuii yuer (0a30Bbli YPOBEHb)

Kon xonTponupyemoit

No | Kontponupyembie pa3/ieibl (TEMBbI) KOMITETEHIIH HaumenoBanue
n/m JUCIUILTAHBI (i ee wacty) OLICHOYHOT'O CPEJICTBA
Tema 1.1. Benenue. JlokymeHT u OK I- OK 9; . .
cUCTEMa JOKYMCHTAIIUH. [IK1.1-1.4 YCTHBIH onpoc; )
1 MK 2.1.-2.4 Pa3zHoypoBHEBBIE 3a71a4H
1K 3.1-3.4 Pebepar:
1K 4.1-4.4 )
Tema 1.2. Opranu3aimoHHO- YcrHbIN onpoc;
2 pacropsAIUTENbHBIE JOKYMEHTHI. OK2-0OK9 Pa3zHoypoBHEBBIE 3a71a4H
Pedepar;
Tecr.
Tema 1.3. Kagpoas YcTHBIN onpoc;
JIOKyMEHTAITHSI. PaznoypoBHeBbIe 3a1a4H |
3 OK1-0K9 Pedepar;
Tect
JlemoBast urpa
Tema 1.4. Jlenexxubie u OK 6 ; YcTHbIN onpoc;
(hMHAHCOBO-pacUETHHIC IIK 1.1 -IIK 1.4; Pa3noypoBHeBbI€ 3a1auH
4 JIOKYMEHTBHI. I[IK 2.1.- [IK-2.4; Pedepar;
K 3.1-1IK 3.4 Tecr.
I[IK 4.1 —TIK 4.4.
Tema 1.5. JloroBopHo-nipaBoBas I[IK 1.1 YcTHBIN onpoc;
JOKYMEHTALUs K 2.2.; PasnoypoBHeBbIE 3a1a4H
5 K 2.3.; Pedepar;
IIK 2.4.; Tecr.
[IK 3.2
I1K 3.4
Tema 2.1. ITousrue OK 3; YcTHBIN 0onpoc;
JIOKyMEHTO000pOTa, PETUCTPALIUS IK1.1; Pa3zHoypoBHEBBIE 33a4H
6 JIOKYMEHTOB. K 1.3.; Pedepar;
IIK 3.2; Tecr.
[IK 3.4;
1K 4.2.
Tema 2.2. Ilogroroska YcTHBIN 0onpoc;
JJOKYMCHTOB K apXMBHOMY TK2.2.; PasnoypoBHeBbIE 3a1a4H
! XPpaHCHHUIO. TK2.3.; Pedepar;
K 2.4.; Tecrt. ’
Tema 2.3. Ucnons3oBanue [IDBM OK 5; YcTHBIN 0onpoc;
B JICJIONTPOU3BOJCTBE. OK 9; Pa3zHoypoBHEBBIE 3aa4H
IIK 1.3; Pedepar;
8 IIK 3.2; Tecr.
TIK 3.3;
IIK 3.4;

11K 4.3.




HepequL OLICHOYHBIX CPEACTB

no JucumnIuinHe «/J{okyMeHTalinOHHOE 00ecnevyeHue YIpaBjeHns»
IJI51 CTYI€HTOB (paKyJIbTeTa cpeHero npogeccioHaILHOr0 00pa3oBaHus,
cnenuaabHocT 38.02.01 JxoHOMuUKA U Oyxraarepckuii yuyet (0a30Bblit

YPOBECHb)
Ne HaumenoBanue [IpencraBnenue
W OLICHOYHOT'O KpaTkas xapakrepucTka OIEHOYHOTO CpPEe/ICTBA OLICHOYHOT'O
CpeICcTBa cpencTtra B GoHJIE
1 | 3apmaua 3amaun M 3aJaHus  PENpONyKTHUBHOro ypoBHs, | Kommiekt
(mpakTHuecKoe MO3BOJISIIOIIME OLEHHBATh W JMArHOCTUPOBATh | Pa3sHOYPOBHEBBIX
3aJIaHHE) 3HaHWEe  (aKTUYeCcKoro Marepuana  (0a3oBbIe | 3a7a4
MOHSATHSI, AITOPUTMBI, (DaKThI) 1 YMEHHUE MTPABUIBHO
HCIIOJIb30BaTh CIELUaIbHbIE TEPMHUHBI U TOHATUS,
y3HaBaHWE OOBEKTOB  M3y4CHHS B  pPaMKax
OTIpEeICNICHHOTO pa3/ielia AUCIUILITUHBI
2 | YcrHbId omipoc CpeactBo KOHTpPOJIA YCBOCHUS yuebHoro | Bompocsl o
Marepuaga  TEeMbl, paslena WIM  MOAYyNs | TeMaMm
JTMCUUIUIMHBL, OPTaHW30BaHHOE B BHJE YCTHOTO | JHCHIUIUIMHBI

(MMChbMEHHOT0) ompoca CTyIeHTa WIA B BHJC
co0eceloBaHus IIpenoaaBaTess ¢ 00y4JarouUMUCS.
Pexomennyercs JUISt OLICHKH 3HAHHUN
00yJaronmxcs.

3 | Tecr

CucremMa  CTaHJAPTU3UPOBAHHBIX  MPOCTBIX U
KOMILJICKCHBIX 3aJaHuH, IO3BOJISAIONIAs
aBTOMAaTU3HPOBATh MPOLENYPY HU3MEPEHHUS] YPOBHS
3HaHUH, yMEHUH U BIaJIeHUH 00yJaromerocs.
PexomeHnnyercs Uit OLEHKHM 3HAHUM, YMEHUH W
BJIAJICHUI CTYJICHTOB.

doHng  TECTOBBIX
3aJaHul

4 | Pedepat

[TponykT camocTosiTeNnbHOW paboOTHl  CTY/AEHTa,
MPEACTABIISIONIUNA CO00M KpaTKoe H3JI0KEHHE B
IIICBMEHHOM  BHJE IIOJyYEHHBIX PpE3yJIbTaTOB
TEOPETHUYECKOT0 aHaJIu3a ONPEIEICHHON Hay4YHOU
(yueOHO- HCCNEIOBaTENbCKOM) TEMBI, TAE aBTOP
packpblBaeT  CyThb  HCCIeNyeMOW  MHpoOJeMBl,
IIPUBOJIUT pA3JIMYHBIE TOYKH 3PEHHSA, a TaKkKe
coOCTBEHHBIE B3IJIsAbl HAa Hee. PexomeHnayercs Juis
OLICHKH 3HAHUU U YMEHUN CTYJCHTOB.

Temsl pedepaToB

5 | Jenosas urpa

CoBMecTHas 1€ATENbHOCTh TPYMIbI 00y4YarOUUXcs
U NIPENoAaBaTelis Mo YIIPABICHUEM IIPEIOJaBaTels
C LIEJbI0 PEUICHUs y4EOHBIX U MPOQPECCUOHAITBHO-
OPUEHTUPOBAaHHBIX  3aJa4  IIyTeM  HUIPOBOIO
MOJIETTUPOBaHUS peaIbHOU MPOOJIIEMHOM CUTYyallUH.
Ilo3BosisieT OLIEHMBATHL YMEHHME aHAJIU3UPOBATH HU
pelarh THINYHbIE poQeccrOHAIbHbIE 3a1a4u.

Tema (mpobGiiema),
KOHIIETILIHS, POJIA
U OKHUIAEMbIHN
pe3ynbTaT 1no
KaXXJ01 urpe

6 | Bauer

CpencTBo MpoBEpPKU 3HAHUM U YMEHUN MOJYyYEHHBIX
MOCJIC U3yUYCHUS TUCITUTIITUHBI

BOHpOCBI K 3a4CTy




denepanbHOE rOCYAapCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEIKICHUE
BBICIIET0 00pa30BaHus
«benropoackuii rocy1apCTBEHHBIN arpapHbii yHuBepcuTeT uMeHu B. . ['opuna»
Kadenpa skonomuku

KomiuiekT pa3HoypoOBHEBbIX 3a/1a4 (3a1aHUil)
I[OKVMeHTaIII/IOHH()e obdecreueHue YIIDABJCHUSA

(HaMEHOBaHKE JUCIUILIIHEL)

1 3agaum penpoAyKTHBHOIO YPOBHA

3aganme 1. Pa3paborarh GiiaHK JOKYMEHTA, YCTaHOBUTH MOJISl, UHTEPBAI
CTpOK (ITOATOTOBUTH CHPABKY C MECTa yueObl O TOM, UTO BEI siBIsieTECh CTYIEHTOM
HA3BaHHOTO BY3a; MOJATOTOBUTH CIIPaBKY C MecTa palOThI, yKa3aTh 3aHUMAEMYIO
JOJKHOCTh, C KaKOro BpPEMEHH paboTaeT Ha MPEANpUATHHd U KaKoBa MeCsSYHas
3apa0oTHas 1iata pabOTHUKA).

[Tpu opopmaenun cnpaBok oOpaniaTh BHUMAaHHE HA MpaBuiia 0(OPMIICHUS
PEKBU3HUTOB.

3amanue 2. CocTaBUTH JIFOOOH JOKYMEHT, YTOOBI OH 00J1a/1aJT FOPUANYECKON
cwiioil. B nokymeHTe yka3aTh 00s3aTelIbHbIE BOCEMb PEKBU3UTOB.

Konuto gokyMeHTa npeaocTaBuTh AJ1sl IPOBEPKH MPEIOIaBaATEIO.

3aganue 3. Pa3paborats 1 0hopMUTH HA BBIOOp J1Ba TOKYMEHTA U3 I'PYIMIIbI
OpPraHM3allMOHHBIX  JTOKyMEHTOB. OOpaTuThb BHHMaHue Ha OQOpMIICHUE
TUTYJBHOTO JIUCTA U OPOPMIIEHUS HEOOXOIUMBIX PEKBU3UTOB.

3aganue 4. Paszpaborath M OQOpMUTH IpUKa3 O MpuUEeME Ha padoTy
cotpyanuka. Pazpaborats u 0opMuUTh MPHUKA3 O MepeBojie pabOTHUKA HA IPYTYIO
paboTy B TOM K€ OpTaHU3AIIH.

[Tpu opopmiieHnn npuKa3zoB 0OpalaTh BHUMaHUE Ha MpaBuiia 0(hOpMIICHUS
PEKBU3HUTOB.

3apanme S. Paszpaboratb U oQopMUTh HH(OPMALMOHHO-CIIPABOYHbBIE
JOKYMEHTHI (TenedoHorpaMMy, akT, TMPOTOKOJ, CIYXEOHYIO 3allMCKy W ApyTue
JIOKYMEHTBI 110 BBIOOPY CTYJIEHTA).

[TIpu odopmiiennn uHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB 0OpaIiaTh
BHUMaHUE Ha MpaBuiia 0(pOpMIICHUS PEKBU3UTOB.

3apnanme 6. Paszpaborarh mocienoBaTeIbHOCTh O(GOPMIICHUS JOKYMEHTOB
npu mpuemMe Ha pabory. YKazaTb OCOOCHHOCTH O(OPMIICHUS OCHOBHBIX H
JOTIOJTHUTENBHBIX JOKYMEHTOB. B Kakux ciydasx ogopmisieTcsi aToonorpadus u
IpYrue  JIONOJIHUTENbHBIE  JOKyMeHThI?  IlocimenoBaTenbHOCTD

oopmeHHs JOKYMEHTOB IMOKa3aTh CXEMaTHUECKH.

3apanme 7. Paszpaboratb u oopmMuTh ONaHK TPYIOBOTO AoroBopa. B
JOKYMEHTE yKa3aTh 00s3aTeIbHbIC PEKBU3UTHI U IPABHIBHO X O(DOPMHUTH.

3aganue 8. TpymoBas mucuurmHa. PaccMoTpeTh mpaBuiia BHYTPEHHETO
TPYAOBOI'O pacropsiika KOHKPETHOTO MPEANPUATHS, BbIICIUTh BUIBI MOOIIPEHUIA
Y B3BICKaHUH, MPUMEHSIEMBIX Ha MPEIIPUITHH.

3ananmne 9. PazpabGotath u 0GOPMHUTH JOKYMEHTHI TMPU TOOUIPEHUU
paboTHuKa (pa3paboTaTh MpeACTaBICHUE).



3aganue 10. PazpaGotatb u 0o(OpMHTH AOKYMEHTHI MpPH B3BICKAHHSIX
pabotHuKa (pa3paboTaTh OOBSCHUTEIBHYI0 U JIOKJIAIHYIO 3alUCKH, COCTABUTH
MPUKa3 O HAJOKEHUHU JUCIUIUITMHAPHOTO B3BICKAHU).

3ananme 11. 3anonHuTh OJaHK JIMYHOM KapTouku paboTHuKa. OOpaTUThH
BHHUMaHKE Ha 0()OPMIICHHE PEKBU3UTOB IO KAXKJAOMY ITYHKTY KapTOUYKHU.

[IpenoctaBuTh UHPOpPMAIUIO O MpaBUiaX OPOPMIICHUS] U BEICHUS JTUUHBIX
Jien pabOTHHUKOB.

2. 33}13‘11/1 PCKOHCTPYKTUBHOI'0O YPOBHSA

3apanme 12. HaliquTe u ucnpaBbTe OIIMOKY B O()OPMIICHUH 3asIBJICHUS U
JNOBEpeHHOCTU. OTpeTaKTUPYHUTE TEKCTHI.

Teker 1
lexany ¢axynomema
om Ynvsanoeou E. B.

3as6enue.

Yeaowcaemwiiti oexan, k 6am oopawaemesa cmyoeHmra 2-20 Kypca no 1u4HoM)
sonpocy. B ceazu ¢ mem, umo s amby1amopro aieuyco 8 NOJUKIUHUKE, MHE NPU-
xooumcs nponyckams Hekomopuwie 3anamus. Cnpasky mozy nokazams. OueHs
npouLy 8ac 0c80000UmMb MeHsL OM 3AHAMUL HA 0OUH MecCsly

Vavanosa E. B. 10 oxmsabps 2014 2o0a.

Tekcr 2
Pexmopy Poccuiickoii Akademuu
cmyoeuma I kypca Conosvesa M. U.
3AABJIEHUE.
Ipowy npeocmasums MHe akademuyeckuil OmnycK cpokom Ha 1 200 no
ceMetiHbIM 00CMOoAmMeNbCMBAM.
3apanee bnazooaper. Conosves M. U.
15.12.2014 2.

Teker 3
JIOBEPEHHOCThH
A, Dponos JI. A., dosepsiio moeti cokypcruye lllesuyxy U. C. noayuums moro
CMUNEeHOUto 3a MeKywWull Mecsy c.2., 88Udy Moe20 OMCymcmeus 6 medenue mecaya
8 KOMAHOUPOBKe.
16.11.14. JI. @ponos

3aoanue 13. Ilpountaiite aBTOOMOTpaduio, cocraBieHHyo A. II. UexoBbim.
JlokaxuTe, MCIOJIb3Ysl TEKCTOBBIM MaTepHall, 4YTO JaHHas Ouorpadwusi HarcaHa He
B 0(UIIHATILHO-/ICTIOBOM, a B XYyJI0)KECTBEHHO-JINTEPATYPHOM CTHIIC.
Asmobuoepaghus
A, A. I1. HYexos, poouncs 17 ausaps 1860 . 6 Tacanpoee.
B 1878 2. nocmynun 6 Mockosckuti yHugepcumem HA MeOUYUHCKULL
Gaxynomem. Yoice ma nepsom Kypce cman neuamamvCs 8 eHCeHeOeNbHbIX



JCYPHANAX U 2azemax, U OMu 3aHAMUS TUMepamypol Yice 6 Hauane
B0CLMUECAMBIX 20008 NPUOOPenU NOCMOSIHHBLU, NPOPECCUOHATbHBLI XapaKmep.

He cuumas peyensuii, gperbemonos, 3amemox, 6ce2o, 4mo nNucaioch U0 OHs 8
Oenb mHow 3a 20 nem aumepamypHoU OesimenbHOCmU, Obl10 HANUCAHO U Hane-
yamano 6onee 300 neuammuvix aucmos nosecmeil u pacckazos. Ilucan s u mea-
MpaibHble NbECHL.

He commnesarocw, 3anamus MeOUYyuUHCKUMU HAYKAMU UMENU CePbe3HOe GUSHUE
HA MO TUMEPAMYPHYIO 0esimelbHOCHb', OHU 3HAYUMENILHO PA308UHYIU 00AACTb
MOUX HaOMOOeHUll, 0002amuiu MeHs 3HAHUAMU, UCMUHHYIO YeHY KOMOPbIX Ol
MEHsL KaK OJis NUCAMEIS MONCEeMm NOHSAMb MOJIbKO MOM, KMo CaM 8pay\ OHU umenu
makdice Hanpasasaowee GIUsHUue U, 8eposimuo, diazooaps Oau3ocmu K meouyune
MHEe YO0anocb U30ecHymv MHOSUX OWUOOK. 3HAKOMCMBO C eCcmeCcmeeHHbIMU
HAYKaMU, C HAYYHbIM MemoooM 6ce20d O0epiHCalo MeHs HACmopoxce, U 5
cmapaics, 20e Oblio B03MONCHO, CO0OPANCAMBCS C HAVUHLIMU OAHHBIMU, A 20e
HEBO3MOJICHO — Npeonouuman He nucams eoéce. K bennempucmam, omnocs-
WUMCSL K HAYKe OMPUYAMENbHO, 51 He NPUHAONENCY, U K meM, KOmopble 00 68Ce20
00X005m CBOUM YMOM, He Xomell Obl NPUHAONEHCAMD.

Ymo kacaemcsi npakmuyeckou MeOuyunsl, mo ewje cmyoeHmom s pabomain 6
Bockpecencroui 3emckoil borvHuye, nomom Hedo120 Obll 8pAYOM 8 38eHUL0POO-
CKOU bonbHuUYe.

B xonepnvie 200v1 3a6e006an Menuxosckum yuacmxom Cepnyxosckozo ye3od.

3apanue 14. CocraBbTe 110 yKazaHHo# opme ouorpaduto 6au3zkoro Bam
yesoBeka (0Tia, MaTepu, OpaTa, CECTPhI) IO CXEME:

. dbamuus, UMsi, 0OTYECTBO;

. TPaKIAHCTBO;

. nata (4ucio, MecsIIl, TOJ) POXKIACHHUS,

. MECTO POXKJICHHS;

. COCTaB CEMbH;

. oOpazoBanue (T/I€ U KOT/ia YYHIICS, CIICIIUaTbHOCTH);

. TpyI0Bas ACATEIBLHOCTD (T, KOT/1a U KeM paboTall, 3aHuMaeMast
JIOJDKHOCTD, CITY>KHJT JIM B ApMHH, HArPaJibl ¥ OOMIPEHUS — B XPOHOJOTHYECKOM
TOPSIZIKE);

. CEMEHMHOE TTOJI0KEHHE.

3apanme 15. Haiigute u ucnpaBbTe OIMOKU B 0pOPMIIEHUU aBTOOHOTpaduu.

OTpenakTupyiTe TEKCT.
Asmobuoepaghus

A, Anexcuna Huna Tumogheesna, pycckas, poounace 16 sneaps 1995e. 6 2. Kues
6 cemve uzeecmuuvix epaveu. Mot omey, Anexcun T. b., 1953 2. poowcoenus,
enasspay 6 oonvHuye. Mamo, Anexcuna I'. I'., yuumenvHuya 6 mMaaouux Kiaccax,
oHa pabomaem 6 Mockosckoti wxone Ne 1512. Mosi cecmpa, Tumogpeesa Jawa,
samyacem u dxcueem omoenvro. B 2000 200y mwt nepeexanu 6 Mockgy, u s nowina 6
wrony Ne 1512, Vuunace ma Xxopowio u OmMIUYHO, YHUACMBOBANA 8 20POOCKUX
ONMUMNUAOAX NO Mamemamuke U aHeauiickomy sa3viky. B 2012 2. 3axonuuna



CpeoHIol0 WKONy U nelmanacs nocmynums 6 BY3, Ho nposamunace u
nownapabomams naboparnmroti Ha kageopy MI'TY.
B smom 200y nocmynuna 6 Poccuiickyro Axkademuio Hapoonoco Xossiicmea u
T'ocyoapcmeennoii ciysxcobl, 20e u y4yco 8 Hacmosujee 8peMs.
1. 10. 2014 200a
(noonucy)

3ananue 16. Haiinqute u ucnpaBpTe OMHUOKN B OOPMIICHUHN PE3IOME.
OTpenakTUpyHTE TEKCT.

PE3IOME
Cyxanoe Anmon
Poccusa, Mockesa, Yn. Bervamunosckas, 0. 6, ka. 135-
Ten. 8-495-369-64-20

Jluunvie oannvie: Cmperney. 300posbe xopouiee.

Lenv: Hatimu pabomy 6 kauecmee KOHCYIbMAHMA NO HA02000JI0HCEHUIO, 20e
CMO2)Y 8 NOJIHOU Mepe Npos8Ums cebsi(coanacer Ha o0y Opyeyio pabomy).

Obpasosanue: Cpeonas Obweobpazoeamenvhas WKOAA C VeryONeHHbIM U3)-
yeHuem npeomemos 3KkoHomudeckozo yukia Ne 135. Quuancosas Axademus npu
Ilpasumenvcmee P. @.(2012 — no nacmosuee epems).

Onwvim pabomwi: K cooicanenuro, noka He umero.

Hasviku: Hemnozeo 2o06opito no-amenuiicku, HO 3amo ONbIMHbIL NOJIb308AMENb
1IK.

Jluunvie kawecmea: Cnocoben pabomamv ¢ JaH0OLIMU THOOLMU, XaApaKmep
VHCUBUUBDLU, OECKOHPDIUKMHBLIL.

Veneuenus Ilymewecmeus, ucmopus, mawunsl, KyIUHApUs, acmpoaocus', mozy
npeocKkasvleams HA08U2arUUecs coObIMus.

P. S. Ouenv Bac npowy ne omkazame 6 moeti npocvbe 6 C8:3U ¢ MpPYOHbIM

MaAmepuaibHouIM noJodcenuem moei cemvu. byoy ouens 6nazooapen.
01.09 2014 A. Cyxanos

3aoanue 17. Tlo KIIOUEBBIM CJIOBaM ONPEACIIMTE XapPAKTEP MAHHBIX IHUCEM.
Paznenure TEKCTHI MHCEM HAa CMBICTIOBBIE 4yacTu. McmpaBbTe MOAYEPKHYTHIE B
TEKCTE OITNOKH.

Texkcr 1

Ilo nonyuennou na omsvie Hncmpykyuu no pabome ¢ 0o6pawjeHusmMu Spaxcoam 8
IIpedhexmupax aomunucmpamusHvlx OKpy208 U AOMUHUCIIPAYUAX DAUOHO8 2.
Mockea umeemcs cnedyrwujee 3ameyanue: oopaujeuss 00HO20 U Mo20 Hce IuUyd
(,epynnol 1uy) no 0OHOMY U MOMY JHce BONPOCY, HAXOOAUUEC HA UCNOJHEHUU {He
COaHHble 8 0el0), CHUMAIOMC BMOPUYHLIMU OOpaweHusMuU. B _ocmanvHom ¢
NPOEKMOM UHCMPYKYUU CO2NACHbL. B c653u ¢ mem, umo pedakmopuvl OKPYIHCHBIX U
pationnvix CMU nawezo okpyea 6 2014 2. Ovliu yuacmHukamu cemuuapa ons
pykogsooumeneu CMHU, ux noemopHoe yuacmue 8 no0OOGHOM ceMuHape cuumaem
HeyenecooOpasHuIM.




Texcr 2

Hocvinaem Bam 0nsa_paccmompenus u 3aKkiroyeHuss npoexkm MemoouyecKux
pexkomenOayuii« Yuuguxkayusi mexcmo8 YnpasieHuecKux OOKYMeHmos8». 3ame-
YAHUS U NPEOIOANCEHUS NO NPOEKMY NPOCUM OMNAPABUMb NO Hawemy adpecy 00 28
gespans 2014 2. [Ipunooicenue: na 38 1. 6 1 9K3.

Teker 3

06 yuacmuu 8 pabome cogeuianuii.

10—15 oexabps 2014 2. 6 Topeoso-IIpombiwnennou narame PD esxceonesro ¢
10 ympa 0o 15 uac, oua 6yoym npogooumscsi co8euwjanusi ¢ mop2osuiMu U npo-
MBIUUTIEHHBIMU KOMAAHUAMU, 8 TNOM YUCIIE 3APYOEIHCHBIMU, CNEeYUATUSUPYIOUWUMUCS
Ha nocmaske npoomoeapos. Ha cosewanusx 6yoem ob6cysicoamvcs 60npoc ux
exoocoenus: 6 cocmas yuacmuukog AO « MTA». Cosewanus 6yoym npoo—0umscs
6 T'onyoom 3ane TIIII (Bupacesas ni., 0. 2). Cnpasxu no meneghony. (495) 221-23-
12

3aoanue 18. 11o KI10YEBBIM CJIOBaM OIpEEIUTE XapakTep nucbma. Haitgure u
UCITPaBbTE JIOTHKO-CMBICIIOBBIE OMMOKKU. OOpaTuTe BHUMAaHKUE HA TOPSIOK CIIOB B
npemioxkeHusix. MicrpaBbTe MoguepKHYThIE OIITHOKH.

B cenmsabpe 2014 2. 6 muxpopatione «Bvixuno-Kyneouno» [enapmamvenm
cmpoumenscmea I[Ipasumenvcmea Mockebl u coemecmHoe pocCcuticko-mypeyxkoe
Axuuonepnoe obuecmeo «Cmpoii-Mockea» npucmynuiu K peanusayuu npoexkma
cmpoumenscmea mopeoeo2o Komniaekca. Paspabomannvim  mockoeckumu u
MYpeyKumMu apxumexmopamu. npoeKmom NpeodyCMOmpeHo COOpyHceHue omee-
yawe20 MUpo8bIM CMaHOapmam 30aHusi ¢ MpexdImMadCHbiM, NOO3EMHbIM 2apa-
HCOM-CMOAHKOU, NOMEUWeHUSAMU MHO20YeNe8bIMU, CEePBUCHbIMU, O ucHbIMUU
HCUTTLIMU.

Ilpocum Bac, yuumwisas, umo 6 xode peanusayuu 2mo20 npoexma 0Oyoem
U3YYEHA BO3MOINCHOCMb KPYNHO MACUWMAOHLIX UHEECTMUYUL 8 IKOHOMUKY Mockebl
u Poccuu, a cama peanusayusi coemecmno2o npoekma cmamnem 8adCHbIM QaKmom
0J1s1 NPUBNeYeHUs MeHCOYHAPOOHBIX O0€NI0BbIX KPY208 K YUACMUIO 8 pa3eumuu
akoHomuxku Mockevl, paccmompems npedcmasieHue HeKOMOpPbLIX J1b20m OJis
MYpeyKux U poCCUUCKUX OCYUeCETAIOUWUX IMOM NPOEKN NAPMHEPOS.

3aoanue 19. I1o KI10YEBBIM CIIOBAM ONPEACIIUTE XapakTep nucbma. [IpaBriibHO
JU caenaHa pyOpukanus B TekcTte? BMecTo Touek BCTaBbTE HEOOXOAMMbBIC
npwiIaraTeiabHbie. VcrpaBbTe MOAUYePKHYTHIC ONITHOKH.

Veaoicaemvie konneeu!

Munucmepcmeo obpaszosanus u nayku P® npuenawaem Bac npuname yuacmue
6 4-oti Meoicounapoonou evicmasxke «Mockosckas sapmapka 00pa3zo08aHusLy,
komopas 6yoem npoxooums 60 Bcepoccutickom Bvicmagounom yenmpe ¢ 22 0o 25
mapma 2014 2o0a.

IIpoecpamma evicmasku 6yOem 0xX6amuvl8ams... CHeKMp CUCmeMbl 00PA3068aHUS.
. cpeoHee;
. CpeOHemexHUu4ecKoe,
. gvicuLee 00pazoeaHue;




. nosebvluierue Keaﬂuqbukauuu;

. nepeno02omoska Kaopos.

Ixcnozuyus 6yoem cocmosms U3 ciedyioumux pasoenos:
. obpazosamenvhbvie YCyeu,
. npouszgooument U OUCMpPUOLIOMOPbL NPOOYKYUU 0N CUCmeMbl 00pa308a-
HUsL,
. neuammuvie uzoanus (MoHocpaghuu, HCypHavl, YYEOHUKU, MemoOUHecKue
pexomeHoayuu).

Apmapka obpazosanus npedocmasum Y4ACMHUKAM ... WAHC NOJLYYUMD

ungopmayuio o cucmeme obpa308anUsl 8 HAlell cmpane U 3a pyoexdcom, Y3Hams o
... MEHOEHYUSX U nepecneKmusax 6 Smou 0o1acmu.
Koem Bac ma spmapke u dHcenaem 6am ... 6Cmped u ... KOHmaxmoeg!

3aoanue 20. 11o xmr0ueBbIM CIIOBaM OTPEIEINTE XapakTep nuchMma. Haiinure u
uCIpaBbTe (PAKTOJIOTMUYECKHUE U CMBICIOBbIE OmMMOKM. OOpaThTe BHUMaHUE Ha
HEMpaBWJIbHOE  yMOTpeOJIeHHWEe  TPOW3BOJHBIX  MpemnoroB.  McmpaswTe
MOTYEPKHYTHIE OIITHOKH.

B ceéasu ¢ n. 10 llocmanosnenus Ilpasumenvcmea Poccutickoii @edepayuu Ne
498 «O Hexomopvlx Mepax no peamuzayuu 3aKOHOOAMeNbCmed O HecoCmo-
amenviocmu (6ankpomemee) npeonpusmuily npocum Bac coobwums o pazmepe
oo eocyoapcmea 6 ycmasnom kanumaine OAO «Mockosckuti x1e603a600 Ne 18y,
pacnonoxcennozo Ha Huxumckou yoic

Ilo cnyuaro, eciu nakem O0AHHO2O NpeONpusmMUs NPOOAH, NPOCUM COOOWUMD
oamy u cnocod npooasticu.

3adanue 21. 110 KIIIOYEBBIM CIIOBaM OIPENEIUTE XapakTep muceM. Bmecto
TOYEK BCTaBbTE€ HEOOXOAMMBIE TJIAroJibl B HY>kHOU (popme. Haitnure n oObsicHuTe
OMMOKM B TIOCTAHOBKE 3HAKOB TPEMHUHAHMS. 3aMEHHUTE TOJYEPKHYTYIO
JIEVUCTBUTEIBHYIO KOHCTPYKIHUIO CTPAIATEIbHOM.

Teker 1

Yeaocaemwiti 2cocnooun Cokonos!

... Bac 3a unmepec, nposenennvlil K Hauiel KOMAAHUU, HCENAHUE ... BbICIABKY
«Aemocepeuc—2007» u ... ¢ npodykyuei, npeoCmasieHHOl HA Haulem CmeHoe.
Oonako, mvl He ModiceMm ... Bawy denecayuio 29 aseycma u ... ee nio00mMEOPHYIO
pabomy, maxk Kax 3mo NOCieOHUll paboquti 0eHb 8bICMABKU, HA KOMOPOU OUpeK-
uUs 3aN1aHUPOBANA 3aKII0UUMENTbHbIE MEPONPUSMUS MEXHUYECK020 XapaKmepda, 8
MoM uuciue, ¢ ydacmuem Hauieu KOMNAHUU.

Bam ... oamy nocewenus evicmaexu na 1060t Opyeou 0env, Havunas ¢ 20-20
aszycma. Mot 6yoem comoegul ... 100y unmepecyowyio Bac ungopmayuro.

C ysaoicenuem,
T'enepanvuwiii oupexmop A. I'. FOpckuti

Texct 2
20MOBHOCMb K COMPYOHUYEeCmB8Y Hawe2o ¢akyiomema U 00beOUHeHUs.
«Mockombank», u npusiedenuro npenodagameneti, COmpyOHUKO8, U CHYOEeHMO8
Gaxynemema 0151 pabomul 8 pa3IUUHbIX OMPACIAX PUHAHCOBO20 PBIHKA.



I'omoswt Ha denosoll 6cmpeue ... KOHKpemmubie HanpasieHus COmpyOHUYecmea u
... C 8awum 06veOuHeHueM NPOMmMoKOJL 0 COMpPYOHUUECmae.

3aoanue 22. lTlpouuraiite TeKCThHI THceM U chopMyIupyiTe Haubosee
noaxonsimue oOpamieHus. Pazgenure TEKCThl MO3APABUTENbHBIX IMHCEM Ha
CJIEAYIOIINE YACTU: MO3APaBICHUE, KOMIUIMMEHT, MOKEJIaHUE. 3aMEHUTE, €CIIH 3TO
BO3MOXKHO, TOJYEPKHYThIE CJIOBAa JAPYTMMH  CTOJIb K€  YCTOWYMBBIMU
CJIOBOCOYETAHUSIMH.

Texkcr 1

... (obpawenue)

B xanyn Jlna poccuiickou neuamu npumume camvie UCKPEHHUE NO30PABIEHUS C
NpoGeccCUOHATbHBIM NPAZOHUKOM U NOMNCENAHUS CUACTIUBO20 MBOPYECKO20
00J20/1emusl, OWYWeHUs. BANCHOCMU COBMECMHOU OMBeMCMBeHHOU padomyvl 80
onazo mozyueti, manranmauso Poccuu. I[lycmo xasxcooe c1o6o sawiux nyoiuxayuil
podicoaem y 00ell NOmpedHOCHb cOelams OKPYHCArowuil mup aydue!

Teker 2

... (0bpawenue)

Cepoeurno nosdpasusiem 6ac c¢ [[Hem 2opoda! Cmano 0obpoti mpaduyueti
ommeuams 0eHb podcoerus [lenswvl 6 nepawiti OeHb 1ema. Imom nPazoHUK JT0OUM
u noyumaem 6cemu copodicanamu. OH AGNAEMCA CUMBONOM eOUHEHUS DA3HBIX
NOKOJIeHUl, PAasHblX HayuoHaibHocmell, Kyiomyp u peaueuu. Om 6ceu Oyuiu
acenaem 8am Kpenkoz2o 300posbs, Oaazononyuus u cuacmoes. Ilycms naw 20poo
6ce20a ocmaemcs MaKum JHce KpacugbiM, CHOKOUHBIM U VIOMHBIM.

Teker 3

... (obpawenue)

Om umeHu KOMRAHUU « ... » U OM ceOsl TUYHO NO30PAGIIAI0 8aC C NPA3ZOHUKOM —
Ilnem Benuxou Ilobedvi! Omom npa3onuk 6cec0a OCMAHEMCs CUMBOIOM
dobiecmu U HenooeoUMOCHU PYCCKO20 OPYIHCUS, MYAHCeCBa U omedu coaodam u
ouyepos — 3aWUMHUKO8 Omeyecmad, 2epouUtecko20 mpuoa pabouux, KoO8agUuiUxX
nobeody Ha 3a800ax Mulid, CUMBOIOM BEIUYU CIMPAHbL, NEpeHecuiell 6ce ma2ombl
bonvuioll 8ounsl. /lenv [lobedvl — 2mo obwuil nPpa30HUK, 8HEe 8PEMEHU, 2PAHUY U
HOIUMUYECKOU _ KOHBIOHKMYPbL. ImMO  NpAa30HUK  HECKOIbKUX  NOKOJIeHU,
obveounsaOWUlL 0myos, demell U 6HYK08. Xouy nodceramv eemepanam Benuxou
OmeuecmeeHHOU BOUHbBL, MPYAHCEHUKAM MbLIA 300P08bs, b0Opocmu 0yxa U 8epbl.
Baw noodsue ne 6yoem 3abvim, nomomxku no 0OCMOUHCMEBY OUEHAM 8aul 8K1A0 8
ucmopuro, 8 npuymnodicerHue crasvt Omevecmea!

Texcr 4

... (obpawenue)

llozopasnsem Bac ¢ zameuamenvuvim woureem — 10-remuem! Bes Bawa
mpyo0o8as 0esamenbHoOChb C8A3AHA C MEeMAllypeudeckum npousso0cmeom. Bul
BHeCIU O2POMHbIL 6KNA0 8 0el0 pa3eumus Memaulypeud 6 Yeiom psoe
Pazeusaowuxcs Cmpaw, pabomas Ha pykogoosuwux nocmax 6 I ocyoapcmeenHom
KomMumeme NO GHEUHUM IKOHOMUYECKUM C8A3aM. B nacmoswee epems Bul
AKMUeHO pabomaemeHad HOBbIMU NPOEKMAMU CMPOUMENbCMEA YHUKAILHO2O




3a600a no npouzeoocmasy uyeyna. Mul uckpenne scenaem Bam 006pozo 300posws u
O0anbHeUx meop4ecKux yCnexos.
Texker 5...(adpecam)

Om__umenu Ilpasumenvcmea Poccuiickoii ®Dedepayuu u om ceds auyHO
nozopagnsaw ¢ 50-nremuem co OHA OCHOBAHUA 8auie20 Y4ebHO020 3a8edenus. Baw
VHUBepCUmem A811emcs 0OHUM U3 8edVUUX y4eonvlx 3asedenuti Poccuu.

Buinycknuxkoe MOCH ecec0a omauuana xopowas nod2omoska 8 obnacmu
NPUMEHEHUs. MAmeMamuyecKux memooos U UHQDOPMAYUOHHBIX MEXHON02UU 8
9KOHOMUKe, cmamucmuxe u ynpaeienuu. Mwuozue u3z Hux 3anumaiom eeoyujue
HO3UUUUE 20CYOAPCMBEHHBIX U KOMMEPUEeCKUX CmpYKmypax, oOujecmeenHvix u
MednHcOyHapoonvlx opeanuzayusix. Ce2o00Hs, Ko20a HAWA DKOHOMUKA HNPOUHO
gcmaem HAa  PLIHOYHbIE PENbCbl, CHPOC HA  CREYUAIUCmos,  G1a0eroujux
COBDEMEHHLIMU ~ SHAHUAMU, IKOHOMUYECKUMU UHCMPYMEHMAMU, HABbIKAMU
MeHeOHCMeHma, 0COOEeHHO BbICOK. YHusepcumem 3aHumaem gedyuue nosuyuy 6
pazsumuu  OUCMAHYUOHHO2O0 00pA308aHUsl, Hecem IKOHOMUYeCKUe 3HAHUA 6
pecuonvl  cmpanvl. Cmydenmvl u compyoHuku MOICH uzeecmubl ceoell
UHUYUAMUBHOCBIO U NOCMOSAHHOU  20MOBHOCMbIO — 0KA3AMb  HOCUIbHOE
cooeticmeue 6  peuleHUUu  BANCHbIX  OOWECMBEHHbIX,  COYUAIbHLIX U
20Cy0apCmeenHbIX 3a0ay, Ymo noxasana npogeoenHas Bcepoccuiickas nepenucs
Hacenenus. Kenawo OpyaicHoMU KOAIeKmMuUs8y eauie2o YHusepcumema meopuecKux
YCHEexo8 U HOBbIX 0OCMUICeHUll 8 O1a20pOOHOM MmpYyoe HA HUuse 00pa308anus u
HAYKU.

3adanue 23. 110 KIIIOUEBBIM CIOBaM OIpEIEIUTE Xapakrep nucem. Hannnure u
UCIIPaBbTE€ pEYEBbIE OIIMOKM, HApyIIAIINE ATUKET O(UIMATbHO-AEI0BOM
MIEPETIUCKH.

Teker 1
I'nybokoysascaemviii [lemp Anopeesuu!

B cenmsabpe ceco 200a 6 eawem uncmumyme npoxooun HAy4HO-NPAKMU4eCcKull
cemunap «CospemenHnvie npoobaeMbl NHCUXOLO2UU OemCmEa», 8 KOMopoM NPUHSIU
yuacmue u npenooasameinu Haue2o UHCMUmyma.

CemuHnap npouten Ha 8vlcoyauulemM HAYYHOM YPOBHEe, NPUBIEK OUEeHb UUPOKULL
Kpye YYACMHUKO8 U3 HAYYHBIX YUPeNCOeHUll U 8Y3068 CMmpaHvl. YuacmHuku
ceMuHapa ¢ y00801bCMBUEM O3HAKOMUIUCH C COBPEMEHHBIMU OOCMUICEHUAMU 8
obracmu NCUXON02UU, PACCMOMPENU, U OSMO BANCHO, He MOAbKO Npodiembl
ACUXOTI02UYECK020 00pA308aHusl, HO U aKmyalvbHeuuiue npooiemvl nO0020MOBKU
Kaopoe npenooasamerell.

Huorcatiwe 6nacooapum konnexmus Mucmumyma 3a npeKpachyo opeaHu3ayuio
U nposedenue HayuHo-npakmuyeckozo cemunapa. Ocobas 6aazodaprocms M. @.
Kykypysze, dokmopy ncux, Hayk, 3a codepicamenvHbvlil U UHMEPECHbI O00KIA0,
0Cc8emuBLUIULL ¢ HOBOLL CIOPOHbBL BONPOCHI NCUXOJIO2ULU OemMCmEa.

Kenaem 6cem Bam Oanvhetiwux meopueckux ycnexos u Haodeemcsi Ha Hpo-
ooJiceHue compyonuuecmea!



Texcr 2
Yeaoswcaemvie cocnooa!

loxcanyiicma, npumume MOU UCKPEHHUE U3BUHEHUS 34 HeMAaKmuuHvle
8bICKA3bIBAHUSL 68 adpec eawell xomnauuu, coenanuvle 28.10.2005 6o epems
8bICMYNIeHUS. HA KOHGDepeHYUU.

Hzsunsiocoy ewe pas u npusHaio ceou 00BUHEHUs 8 8aul aopec He CO8CeM
CNpaseousbiMU U 0OOCHOBAHHLIMU, A MAKX}Ce 3AAGTAN, YMO He UMEH HUKAKUX
npemeH3Ull K pabome cepsuUcHoll CyxHcovl gauleti KOMNAHUU.

Haoerocw, umo w1 mensi npocmume.

3aoanue 24. OTpenakTupyiiTe TEKCT clyXeOHoro mnuchMa. Onpeaenute
XapakTep MOMYIIEHHBIX OMIHOOK.

Veaowcaemoiti Anopeti I[lemposuuy,

Hacmoswum ysedomnsaio Bac, umo ¥Ynpasenenue xaopamu Illpeszudoenma Poc-
cutickou Deodepayuu, Kanaockoe azencmeo no peanuzayuu poCCutiCKo-KanaocKkoll
npocpammel noo Hazeanuem [emoxpamol-cmenenouamol u Poccutickas Axademus
HApOOHO20 X035lcmea u 2ocyoapcmeenHou caydcovt npu Illpe3udenme PD 18
Gespana 2014 2o00a nposooum cemunap Ha memy «lIpobremvr noswiuienus
aghghexmusnocmu cmadxxcupogok eoccayxcawux 8 Kanadey. B npoepammy cemu-
Hapa GKIIOYUNIU. OCHOBHble (aKmopwsl, Komopwvie GIUAIM HA IPHeKxmueHocms
CIMAd0CUpoO8OK, a Makx dtce 0OMeH HYICHOU UHpopmMayuel 0 NPakmuxe UCHOoIb30-
sanusi 6 Poccuu rxamaockoeo onvima 2ocyoapcmeenno2o ynpaenenus. Cemunap
cocmoumcst 6 3ane Yuenozco Coeema PAI'Ca u I'C (np.Bepuaockoeo, 84), nauano 6
10.00. Onnamy npoeszoa, npoocusanus ¢ cocmunuye PAI'Ca u numanue unozo-
POOHUX VHACMHUKO8 bepem Ha cebsl KaHaocKas CmopoHa. YbeoumenvbHo npouty
eac nociame Ha cemunap evinycknuxa llpoepammur Becenoea Anexcanopa Hea-
Hosuua — Jlupekmopa Oenapmamenma HCUTUUHO KOMMYHATbHO20 XO3AUCMEd
Aomunucmpayuu Apocrasckoil obracmu u 00 nepsoeo espans noomseepoume e2o
yuacmue 8 pabome 0aGHHO20 CeMUHAPA.

{konmaxmmuwiti menegpon 436-35-12, ghaxc 436-55-80).

Ilepsviui 3amecmuments

HayanvHuka Ynpaenenus . Qamunus
01.12.14.

3. 3aga4u TBOPYECKOI0 YPOBHS

3apanme 25. J[late omnpeneneHue AOKYMEHTOOOOpPOTAa MPEANPHUSTHUA.
CnenaTh aHalvi3 OpraHu3alMy JTOKYMEHTOOOOpOTa (Ha MpUMEpPEe KOHKPETHOIO
npeanpusatus  benropoackoit  o6nactu). [IpeacraBute  uHbOpMaIuMioo 0
NoJipa3esieHud, KOTOpPOE BBINOJHSAET (PYHKIMH TO JAEJONPOU3BOJACTBY; €ro
YHCIJIEHHBIH COCTaB; 00pa30BaHUe, CTaxK pabOThl COTPYTHUKOB, BBITIOJIHSEMbIE MU
GbyHKIUH.

3amaHue MpeAcTaBUTh B BUAE pedepara M 3aciyliaTh Ha MPAKTHUYECKOM
3aHATHUU.

3amanue 26. Ha ocHOBaHMHM KOHKDPETHBIX MNpEANpUATHNA benropoackon
o0JlacTu cenaTh aHalIu3 KaJpoBoi paboThl (00s3aTEIbHO YKa3aTh HAUMEHOBAHUE
CTPYKTYPHOTO MOJpPA3AEIICHHs], OCYIIECTBISIONIETO KaJIpOBOE JIEIOMPOU3BOICTBO,



YHUCIIEHHBIM COCTaB MOJpa3/ielieHusl, HAUMEHOBAHUE JIOJDKHOCTEH, 0Opa3oBaHue,
CTax< pabOTHI U BHITIOHSAEMbIC (DYHKITUN).

3amanue TMpeAcTaBUTh B BUAE pedepara M 3aciaymiaTh Ha MPAKTHYECKOM
3aHSTHH.

3ananme 27. Ha ocHOBaHMM MNpPOBENECHHOTO aHanu3a padOThI CIIY>KObI
nepcoHaina (KaapoBoil Ciry»Obl) pa3padorarh [lonoxeHnue o ciayxOe nepcoHana,
BKJIFOUMB OCHOBHBIE Pa3/IeNbl TaHHOTO IOKYMEHTA.

[Ipu odopmiaeHMM MTaHHOTO JOKyMEHTa OOpaTUTh BHHUMAaHHE Ha
oopmiileHHEe THUTYJIBHOTO JIMCTa JOKYMEHTa, 005S3aTelbHO O()OPMHUTH PEKBU3UT
«'pud yTBEepKICHU) U IpyTrUe 00I3aTEIHHBIC PEKBU3UTHI.

3apanme 28. [loaroToBUTH JOKYMEHTOOOOPOT MO O(POPMIICHHIO OTITYCKOB
(pa3paboTtath W 0GOPMHUTH TpaduK OTIMYCKOB, 3asABICHUE O MPEAOCTABICHUN
ornycka (yueOHOro, 1Mo yXojy 3a peoeHKOM H JIp.).

Pa3zpaboTtanusie u o opMIICHHBIE JIOKYMEHTBI MPEI0CTABUTD
MPENoIaBaTeNo sl MPOBEPKHU.

3aganme 29. JlokyMeHTOOOOPOT 10 O(DOPMIICHHIO CITYKEOHBIX
KOMaHIupoBOK. Ha ocHOBaHMYU MTpe10CTaBIEHHBIX KOMUM 0J1aHKOB 0OPMHUTH
JIOKYMEHTBI JIJIs1 KOMaHIUPOBKH.

3apanme 30. Ha ocHOBaHMM TPOBEJIEHHOTO aHalu3a JCSATEIbHOCTU
KaJpOBBIX CIyx0 npennpuaruii benropoackoit  o0nacTu, NPEeAOCTaBUTH
uHQOpPMAITMIO O BEIACHUHU, yYE€Te W XPAHCHHUIO TPYAOBBIX KHIDKEK. BBISBUTH
TIOJIOKHUTEIIBHBIC W OTPHIATCIIbHBIE CTOPOHBI B BEICHWUH, yUe€Te W XpaHCHUH
TPYIOBBIX KHIDKEK Ha MPEIITPUATHH.

3aganme 31. Ha ocHOBaHMM TIPOBEACHHOIO aHAIM3A JEATEIBHOCTH
KaJpOBBIX CIYyX0 TpeanpusaTuil pa3padoTaTh HOMEHKIATYpy JAel, ¢ yKa3aHueM
CPOKOB XpaHEHUS JOKYMEHTOB.

Pazpabotannyro u ohOpMIICHHYIO HOMEHKJIATypy NPEIOCTaBUTh Ha
MIPOBEPKY IMPEIO/1aBaTEIIO.

3ananme 32. JlokyMeHTOOO0pOT MO 0hOpMIICHHUIO TIEpEeBOIa pabOTHHKA Ha
apyryo paboty. IlpemoctaButh uH(OpMaIMIO O MOATOTOBKE U OGOPMIICHUIO
JIOKYMEHTOB TIPH TMIEPEeBOJIe pabOTHHUKA Ha JPYTYI0 paboTy, HA OCHOBAaHUM aHAIIN3a
KOHKPETHOTO TIPEATPHUSITHS.

3aganme 33. Ha ocHOBaHMM [aHHBIX KOHKPETHOIO MPEAIPUATHUSA
MpeIoCTaBUTh HWHGOpPMAIMI0O O (OPMHUPOBAHMM H XPAHEHUIO  KaJPOBBIX
JIOKYMEHTOB.

HNudopmaruio mpeaocTaBuTh B BUAC AOKIJIAA, 3aCIyIIaTh HA IPAKTHICCKOM
3aHATHH U BBISBUTH MOJOKUTEIBHBIC U OTPUIIATEIBLHBIC CTOPOHBI B ((OPMHUPOBAHUHT
Y XpaHEHUHU KaJIpOBOM IOKYMEHTAIIUU Ha TPETPUSTUH.

3ananmne 34. Ha ocHOBaHWM MPOBEJECHHOTO aHain3a pPabOThI KaapOBBIX
cy’k0 KOHKpETHhIX mpennpusituii benroposackoit obmactu pazpadotath (110
BBIOOPY CTYJICHTA) NOJDKHOCTHYIO HHCTPYKIIMIO OHOTO W3 COTPYAHUKOB CITY>KOBI.
[Tpu odopmieHUN AOHKHOCTHON WHCTPYKIIMH BKIIOUUTH O0S3aTENbHBIC YETHIPE
paznena (00IIme MoI0KEHUsT; 00sI3aHHOCTH; TIPaBa; OTBETCTBEHHOCTH ).



Kpurepuu oueHku:

-OOCHKa <«3a4TCHO» BBICTABJIACTCA CTYIACHTY, CCJIM 3a/la4a PCIICHA 0e3
OIIMOOK MJIM C MEHUMAaJIbHBIM KOJIUYECTBOM OIHI/I6OK;

- OIICHKA «HC 3a4YTCHO» BBICTABJIACTCA CTYACHTY, CCJIM 3ada4d HC pCIICHA
HJIK pCUICHa HC BCPHO.

CocTaBuTenb C.B. IImakcueBa

(moamuce)




denepanbHOE TOCYIAPCTBEHHOE OFOKETHOE 00pPa30BaTEIbHOE YUPEKICHHE
BBICIIIET0 00pa30BaHMs

«benropoackuii rocy1apCTBEHHBIN arpapHbii yHuBepcuTeT uMeHu B. . ['opuHa»

Kadenpa skonomuku

BOHpOCbI 10 TeEMaM JUCHUIIJIMHBI

«/lokymeHTAlITMOHHOE O0ecTieyeHne yIpaBJaeHus»

Paznen 1. JlokymeHTHpPOBaHUE YIIPABJIEHYECKOM 1eSITEJIbHOCTH
Tema 1.1 Beaenne. JJoKyMeHT U cCTEMa JOKYMEHTALUH

1 UTo MOHUMAIOT MO/ «JOKYMEHTOM), KaKOBO €ro 3HAaYCHHE B YIIPaBJICHUHU.

2 CaoiicTBa ¥ PyHKIIUU JOKYMEHTA

3. JlaiiTe ompeneneHue TEPMUHA «TOKYMEHTHPOBAHHUEY.

4.  Jlaiite onpeneneHue JOKyMEHTalMOHHOTO 00eCIIEYeHNs YIPABICHUS .

5. Uro moHMMAT MOJ «KJIACCH(PUKANMMECH ITOKYMEHTOB» W KaKHE TPYIIIBI
JOKYMEHTOB BbI 3HA€TE?

6. HopwmartuBHOo-mpaBOBast 0aza OpraHHu3aluu JOKYMEHTAI[MOHHOTO
oOecrieueHus: ynpaBJICHHUS.

7. Kaxue 3akonsl P®, pernamentupyrommue Borpocs JI0Y, BbI 3HaeTe?

8. Uro Takoe yHUPUIIMPOBAHHBIE CHCTEMBl JOKYMCHTAIMKM W KaKUMH
HOPMATHBHO-METOINICCKUMHU JOKyMEHTaMH pETIIaMEHTHPYETCSI 170
UCIIOJIb30BaHue?

9. Kakumu HOpPMATUBHBIMH JIOKYMEGHTAMH PETJIAMEHTHUPYIOTCS  BOMPOCHI
apXWBHOTO XPaHEHUS TOKYMEHTOB B CTpaHe?

10. Kakumu  TI'OCTamu  ciemyeT  MOdB30BaThes  Mpu  OQOPMIICHUH
OpTraHU3AIMOHHO-PACTIOPSAUTEIHHBIX TOKYMEHTOB?

11. C xakoii 1espi0 pa3padoTaHbl 00IIEPOCCUICKNE KITACCU(PUKATOPHI U KAKHE U3

HUX UCNONb3yroTcs B JJ0Y?



12. B dem cyts UHCTpyKIIMM TIO AEIONMPOU3BOJACTBY M KAaKOBBI €€ OCHOBHBIC
paznenbl?
13. B uem cyts @enepanbHoro 3akoHa «O MepcoHaNbHBIX JAHHBIX»?

14.  Yrto mOHMMAIOT MOJI EPCOHAILHBIMU JaHHBIMU?
Tema 1.2. Opranu3anMoOHHO-PACIOPAAUTEIbHbIC JOKYMEHTbI

1. [lepeuncnure  OpraHuM3alMOHHBIE  JOKYMEHTBHI,  PETJIAMEHTHPYIOIIUE

ACATCIBHOCTD CJIy}K6I>I YIIpPaBJICHUA IICPCOHAIOM.

2. HazoBute 10KyMeHTBI, OTHOCSIIUECS K HH(DOPMAIIMOHHO-CIIPABOYHBIM.

3. Kakue Buabl AOKYMEHTOB COCTaBISIOT TPYIMIy OpPraHu3allMOHHON J10-
KyMeHTauuu?

4, [ToueMy MOKYMEHTHI 1O JUYHOMY COCTaBY BBIJICICHBI B OTJAEIBHYIO TPYIIITY

OpPraHU3alMOHHO-PACTIOPSIANTENBHON TOKYMEHTAIIAN?
Tema 1.3. KagpoBasi fokyMeHTALMSA

1. [TonsTue, 3HaYeHNE U KIacCU(PUKALUA KaJpOBOI TOKyMEHTALIUU.
2. [lopsimok TOATOTOBKM W OQOPMIIEHHS JIOKYMEHTOB, CONPOBOXAAIOLINX

TPYZIOBBIE OTHOLIEHUSI.

3. KomriiekToBanue Ju4HOrO jiena.

4, K kakoii rpyrmnme KaapoBbIX JOKYMEHTOB OTHOCSTCS MPHUKa3bl MO JTUYHOMY
COCTaBy?

5. C KakoWl 1eNbI0 U KaKUMHU OpraHaMu OCYILECTBISAECTCS T'OCYIapCTBEHHBIN

KOHTPOJIb BEICHUSI KaIPpOBOM TOKYMEHTALIUN?

6. Kakumu 3akoHOAATENBHBIMU U JIPYTUMH  HOPMATUBHBIMM  aKTaMH
PYKOBOACTBYIOTCSI IIPU  OCYILUECTBJICHUM  KOHTPOJS  BENCHUSA  KaJpOBOWU
JIOKYMEHTAIU?

7. Kakue BuAbl JOKYMEHTOB BKIIIOYaeT B ce0s TIpymma JOKyMEHTALUU IO
JUYHOMY COCTaBy?

8. Kakue BHIBI JOKYMEHTOB COCTAaBJSIOT TPYIIYy JOKYMEHTOB IO TPYAO-

YCTPOMCTBY, YUETY U paboTe ¢ Kaapamu?
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9. HazoBure HOpMATHBHBIA aKT, B KOTOPOM MpPEACTaBIEHBI (HOPMBI KaJPOBBIX
JOKYMEHTOB M COJIEPKATCS PEKOMEHALINH T10 UX 3aII0JIHEHHUIO.

10. Kakoii mpaBoBOil akT onpeaesieT MOPAI0K BEACHUS TPYAOBBIX KHIDKEK?
Tema 1.4. /leHe:xxHble 1 GUHAHCOBO-PAacYeTHbIE JOKYMEHTHI

1.  Bunapl AeHeXHBIX U (UHAHCOBO-PACUETHBIX TOKYMEHTOB.

2. OcoOeHHOCTH cOCTaBlieHU M O(OpPMIICHUS NEHEXKHBIX M (UHAHCOBO-
pacueTHHIX JOKYMEHTOB.

3. IlepeuncnuTte y4deTHbIE TOKYMEHTBI, CO3/1aBa€MbIE B CIy>KO€ YNpaBiICHHS

IIEPCOHAJIOM.
Tema 1.5. /loroBopHO-nIpaBoOBasi JOKyMEHTALUS

1. JloroBop: MOHSTHE, BUIbI, TUTIOBAsI CTPYKTYpA.
2. JlokymeHTBI, O(QOpMISIONIME TOPAJOK PACCMOTPEHUS CIOPOB MEXIY
IOpUJIMYECKUMH JIUIIAMH.

3. HckoBoe 3asBIIeHHUE: Tpe6OBaHI/I$I K 0(1)0pMJ'I€HI/IIO 1 0OCOOEHHOCTH OT3bIBA.
Paznen 2. Opranuszanus padoThl ¢ JOKYMEHTAMU

Tema 2.1. IloHaTHEe JOKYMEHTO0000pPOTAa, perucTpauus JOKYMEHTOB.
Hcnosnenne  nokymeHtoB. KoHTpoabs  ucnonHenus.  Opranmsanus

ONEPAaTUBHOIO XPAaHCHHUSA JOKYMCHTA

[TpuHIMIIBI OpraHu3auu JOKYMEHTO000pOoTa.
Texnonorus paboThl C TOKYMEHTAMH.
DopMUPOBaHUE U XPAaHEHUE JIEIT B JEIONPOU3BOCTBE.
CooTHecuTe MexAy COOOM TOHSTHS «AEJIONPOU3BOJICTBO» U «IOKYMEH-
TOOOOPOTY.
Kak paccuntbiBaercs 00beM JOKyMEHTOOOOpOTa B OpraHu3alun?
Kakue cnocoObl peructpaiuu J10KyMEHTOB MCIOJIb3YIOTCS B OPraHU3aluu U

4yeM 00YCJIOBJIEH BBIOOP TOTO UM MHOTO criocoba?
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B uem coctoutr MNpcABAPUTCIIBHOC PACCMOTPCHUC BXOIAIIUX JOKYMCHTOB U

KaKOBa €ro IEJb?

Tema 2.2. IloaroroBKa 10KyMEHTOB K APXUBHOMY XPaHEHHIO

1. DKcnepTh3a HEHHOCTH TOKYMEHTOB.
2.  TloaroToBka zien K ciaye B BEIOMCTBEHHBIN apXUB
3. KakoBbl OCHOBHBIE TPEOOBAaHUS K PEXKUMY XPaHEHUSI JOKYMEHTOB?

Tema 2.3. Ucnoab3oBanue IIDBM B ne1onpou3BoacTree

UYTo TaKo€ 3NEKTPOHHBIN JOKYMEHT?

KommbroTepu3ariusi JeI0nmpor3BOICTBA Ha MPEATPHSITHN.

Yro takoe mabiaoH? UTo MOTYT BKIIIOYATH B ce0sl 1a0I0HBI?
Urto takoe dopma?

[ITaG10HBI KaKMX JOKYMEHTOB BXOJAT B nakeT MicrosoftWord?

Kak MOKHO MCNOIB30BaTh TAOIUILY J1s1 CO3AaHUS JOKYMEHTOB?

CocraBureip C.B. IIimakcueBa

(noamnucse)



denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIET0 00pa30BaHus
«benropoackuii rocy1apCTBEHHBIN arpapHblii yHuBepcuteT um. B. M. ['opuna»

Kadenpa skonomuku

@doH/ TECTOBLIX 3a/IaHUI

IO AUMCHUIIIINHE JlIoOKYMEHTAIlMOHHOE obecreyeHue YIIPABJCHUSA

(HaMMEHOBAHUE AUCIUTUINHBI)

Paznen 1. JlokymeHTHpPOBaHUE YIIPABJIEHYECKOM eSITEJIbHOCTH
Tema 1.1. Benenne. JlokyMeHT ¥ cHCTEMA TOKYMEHTAIIUU
Buvibpamwv npasunvnwiti gapuanm omeema.
1. CBenenust o numax, Qaxrax, COOBITUSX U SBICHUSX HE3aBHCHUMO OT
(GOopMBI UX MPEACTABIEHUS — 3TO:
A) TOKYMEHT;
b) undopmanusi;
B) pexBusur;
I') 6nauk.

2. loxymenTupoBaHHasi HHGOpMAIIHS — 3TO:

A) undopMmanmsa, KoTopas IpeaHA3HAYaAeTCs IS OIEHKH NPaBUIBHOCTU
(GYHKIMOHUPOBAHUS TOJICUCTEM B CUCTEME YIIPaBJICHUS;

b) undopmanus, koTopas He BbIpaKeHaA WM HE MOXKET OBITh BBIpa)K€Ha B
KOJIMYECTBEHHOM (hopme;

B) 3aUKCUpOBaHHAS Ha MaTepUaJIbHOM HOCHUTENIE yTEM
JIOKYMEHTUPOBaHUsI MH(OpMAIUs C PEKBU3UTAMH, MO3BOJISIOIIUMHU ONPEICTUTh
Takyr0 WH(OpMAIMIO WM B YCTAaHOBJEHHBIX 3aKOHOJATEIbCTBOM Poccuiickoii
denepanuu caydasix €€ MaTepuaabHbII HOCUTEb;

I') cBegenus o nuimax, (axkrax, COOBITUSX M SIBICHUSX HE3aBUCHUMO OT
(GhopMBI UX MPEICTABIICHMUS.

3. 3aduxcupoBaHHas Ha HocuTele UWHOpMaIUsi ¢ PEKBU3UTAMU,
MO3BOJISIONIMMU €€ UACHTU(PUITUPOBATH — ITO:

A) IOKYMEHT;

b) undopmarus;

B) pexBu3ur;

I') 6nank.

4. JlesTenbHOCTb, oOecrieunBaronas JIOKYMEHTHPOBAHUE,
JIOKyMEHTOOOOPOT, ONIEPATUBHOE XPAaHEHUE U HUCIOIb30BAHUE TOKYMEHTOB — 3TO:

A) 1enonpon3BOACTRO;

b) noxymenTupoBanue;



B) c6op nndopmarumy;
I') KOHTPOJITUHT.

5. OCHOBHBIM OOBEKTOM JEJIOMPOU3BOACTBA SIBISETCS:

A) O6naHK;

b) pexBu3ur;

B) noxymeHT;

I') apxus.

6. JIokyMeHTBI,3aTparuBaroue HHTEPECH! ONMPEACIECHHOTO JUIa — ATO:
A) yHu(uImupoBaHHbIE TOKYMEHTHI;

b) nuuHble TOKYMEHTHI,

B) BHyTpeHHUE TOKyMEHTHI;

I') cpouHble TOKYMEHTHI.

7. JOKYMEHT, B KOTOPOM 4YacTb JOKyYMEHTa OTII€YaTaHa, a 4YacTb
3aII0JIHAETCS IIPU COCTABICHUU — 3TO:

A) opunuanbHbIA TOKYMEHT;

b) cpouHbIil TOKYMEHT;

B) TpadapeTHbliii JOKyMEHT;

') Tu4HbBIA JTOKYMEHT.

8. OduuManbHbIi TOKYMEHT — 3TO:

A) IOKYMEHT, COCTaBIsIEMbI paOOTHUKAMU JAHHOTO NPEINPUSATHUS;

b) noKyMeHT, mocTynarwmuid U3 APYTUuxX NPEeInpUsITHH, OpraHu3alii u ot
YACTHBIX JINII;

B) 1oKkymMeHT, CO31aHHBIA OpraHu3alMel, TOJKHOCTHBIM JIMLIOM WIH
rpa)x1aHuHOM, 0(OPMIICHHBIN B YCTAHOBJIIEHHOM IOPSIJIKE;

I') nokyMeHT, 3aTparuBaroIMil UHTEPECHI ONPEIECICHHOTO JIUIIA.

9. JIoKyMEHTBI MIOCTOSIHHOTO XPAaHEHHUSI TIOJIEKAT XPAHEHUIO:
A) 5 ner;

b) mo 10 ner;

B) 15 ner;

I') cBeimie 10 ner.

10. OGs3aTenbHbIe ISl UCTIOTHEHUS IOKYMEHTBI — 3TO:
A) uHdopMalMOHHbIE JOKYMEHTHI;

b) nepBrUYHBbIE TOKYMEHTHI;

B) yauduunpoBaHHbie T0KYMEHTHI;

I') mupeKTUBHBIE JOKYMEHTHI.

11. ®ynkumst n1OKyMeHTa, KOTOpas 3akjirovaerca B (PUKCALUU, XPaHEHUU U
nepeaade nHpopMaIuu:

A) KOMMyHUKaTHBHAas

b) undopmarmonnas



B) nmpaBoBas

I') conmanbHO — KyJIbTypHas
J1) OTYETHO-KOHTPOJIbHAS
E) opranuzanuonnas

K) yaeOnas

3) ydeTHO-KapoBas

W) memopuanbHas

12. ®yHKIMA JOKYMEHTA, KOTOpas 3aKIOYAEeTCs B YCTAHOBKE ITPABOBBIX
OTHOILICHUM:

A) KOMMyHUKaTHBHAs

b) undopmarmonnas

B) npaBoBas

I') counanbHO — KyJabTypHas

J1) OTYETHO-KOHTPOJIbHAS

E) opranuzanumonnas

X) yuebnas

3) y4eTHO-KaipoBas

W) memopuanbHas

13. ®yHKIUsS AOKYMEHTa, KOTOpas 3akiloyaeTcs B Iepenade, oOMEHe
uH(popmaImei:

A) KOMMyHUKaTUBHAs

b) nndopmanmonnas

B) npaBoBas

I') conmanbHO — KynbTypHas

J1) OTYETHO-KOHTPOJIbHAS

E) opranuzanuonnas

X) yuebnas

3) y4eTHO-KaipoBas

M) memopuanbHas

14. OyHKIUSA TOKyMEHTa, KOTOpasi 3aK/II04aeTcs B Mepefaaue UCTOPUUECKUX
CBEJCHUU:

A) KOMMyHUKAaTUBHAs

b) nundopmanmonnas

B) npaBoBas

I') conmanbHO — KyJIbTypHas

J1) OTYETHO-KOHTPOJIbHAS

E) opranuzanuonnas

X) yueOnas

3) y4eTHO-KaipoBas

W) memopuanbHas



15. CoBOKYITHOCTh JOKYMEHTOB, COJIEpPKAIINX HH(DOPMAITHIO O
(haKTUYIECKOM TOJIOKESHHUH JIJT, CITY>KaIlIUX OCHOBAHHUEM JJISI IPUHSITHSI PEIICHUH,
U3JIaHUS PACTIOPSIUTEILHBIX JOKYMEHTOB - 3TO

A) pactiopsiIuTEeNIbHBIC TOKYMEHTHI,

b) opraamu3anoHHbIe JOKYMEHTHI,

B) oTueTHBIE JOKYMEHTHI;

') uHbOpMaIIMOHHO-CTIPABOYHBIE TOKYMEHTHI

16. Cucrema JOKyMEHTAIHH — 3TO

A) COBOKYITHOCTHIO B3aUMOYBSI3aHHBIX JOKYMEHTOB, IPUMEHSEMBIX B
onpenenéHHon chepe AeATEIHPHOCTH

b) coBOKYymHOCTH pEKBU3UTOB

B) moxymenT, coaepskamuii mepBUIHY0 HHPOPMAITHIO

I') cucrema JOKyMeHTallMM, CO3JaHHAasi 1O €IWHBIM [paBWIaM H
TpeOOBAHUIM

17. B mnacrtosimee Bpems B P® t1peboBanuss Kk oQopMIEHUIO
OpraHU3alMOHHO-PACTIOPSIANTENBHON TOKYMEHTALIUUA COJEPKATCS B:

A) ®enepansaom 3akone oT 27.07.2006 Ne 149-®3 (pen. ot 18.06.2017)
«O0 undopmaruu, THGOPMAIIMOHHBIX TEXHOJIOTHUIX U O 3aIIUTEe UHPOPMAIIUI;

B) TOCT P 7.097-2016 «Cucrema craHgapToB 10 HHGOPMAIIHIH,
OMOMMOTEYHOMY W H3AaTelIbckoMy neny. OpraHu3alnuoHHO-pacHoOpsIUTEIbHAS
nokymeHTanus. TpeboBaHus K 0()OPMIIEHUIO TOKYMEHTOBY

B) TOCT P 7.0.8-2013 «Cucrema crangapToB 1o uHPOpPMAIUH,
OMOIMOTEUHOMY M W3JIaTEIbCKOMY Aeiy. Jlelonpon3BOACTBO U apXUBHOE AECIIO.
TepMUHBI 1 ONIPENEIICHUS»;

I') TpynoBom koaekce PO.

Bviopamwb npasunvusie sapuanmsi 0omeemos:

18. I1o cpokaM HUCTIOMHEHHS TOKYMEHTHI KJIaCCU(UIIUPYIOTCS Ha:

A) yHHUPUITUPOBAHHBIE;

b) cpounsie;

B) HecpouHnsle;

I') BpeMeHHOT0 XpaHEHHS;

J1) MOCTOSTHHOTO XpaHEHUSI.

19. I1o cpokam XpaHEHHUsI pa3IN4arOT JOKYMEHTHI:
A) BpEMEHHOT0 XpaHEHUs;

b) cpounsie;

B) Hecpounblie

I') nupeKkTuBHBIE;

J1) HOCTOSIHHOTO XpaHEHUSI.

20. Ilo rpudy orpanudenusi nOCTyma (CTEMEHU TJIACHOCTH) pa3INYaioT
JIOKYMEHTBHI:
A) OTKpBITHIE;
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b) ¢ rpudom orpannyenus qocryna;
B) cpounsie;

I') Hecpounsie;

J1) xomuu;

E) nopnmuaaMKH.

21. CoiicTBa JOKYMEHTOB:
A) BpeMEHHBIE;

b) Tunossie;

B) undopmanmonnesie;

I') skcmutyaTaliuoHHbIE;

J1) aHanUTHYECKHE.

23. 1o mecTy cocTaBieHUS JOKYMEHTbI KJIACCU(DUIIMPYIOTCS Ha:
A) TIEpBUYHBIE;

b) cronnbIE;

B) BHyTpeHHuUE;

I') BHEMIHUE;

1) yauduimpoBaHHEIE;

E) tpadapernsie.

24. Tlo Ty HOCUTENEH JOKYMEHTHI KIaCCU(UIIMPYIOTCS Ha:
A) OymaxHsbIe,

b) maruuTHbI€,

B) nepBuuHbIe€;

I') ontuueckue,

1) KuHO(OTOJOKYMEHTHI,

E) tpadapernsie.

25. 1o comepkaHuio JOKYMEHTHI KJIACCU(DUITMPYIOTCS Ha:

A) IEpBUYHBIE;

b) cBonHbIE;

B) cpounsie;

I') HecpouHble;

J1) yauuLrpoBaHHEIE;

E) tpadapetnsie.

Yemanosumv coomeememesue:

26. VYCTaHOBUTH COOTBETCTBHE MEXIy BHJOM JOKyMEHTa M €ro
XapaKTEePUCTUKOM:

Jlokymenmul:

1. Opurunan (MoATMHHUK)

2. Konus

3. NyOnukar

4.3aBepeHHast KOIU

5. Beiucka



Xapaxmepucmuxa 0okymenma:

A) BBIIAIOTCS IPU YTEPE WM YHUUTOKEHUH MOIJIMHHUKA;

b) xonuu ¢ HeOOXOIMMBIMU PEKBU3UTAMHU, MPUAAIOITUMHU UM FOPUIAYECKYIO
CUILY;

B) mepBble WM eAMHCTBEHHBIE 3K3EMIUIIPHl O(UIHUATBHBIX JOKYMEHTOB,
MOJNKUCAHHBIE ABTOPOM;

I') yacTu nokyMeHTa ¢ yka3aHHUEM, U3 KaKOTo JIOKYMEHTa cJiejlaHa BhIITUCKA,
3aBEPEHHBIE JOJKHOCTHBIM JIMIIOM U UMEIOIIUE M1€YaTh;

J) TOKYMEHTBI, TTOJIHOCTHIO BOCTIPOU3BOIAIINE HHPOPMAITHIO TIOITTHHHUKOB
Y BCE €T0 BHEIIIHUE MPU3HAKU, HE UMEIOITUE IOPUIUUECKOMN CUITBI.

27. VYCTaHOBUTh COOTBETCTBHE MEXKIy BHJAOM JOKyMEHTAa M €ro
XapaKTepUCTUKOM:

Jlokymenmeur:

1. UnauBuyanbHbIe

2. TpadapeTHbie

3. Tunossie

4. ITpumepHbIe

5. YaudunupoBaHHbie

Xapaxkmepucmuxka 0oKymMeHma:

A) BxoJd1IME B KaKy0-1H00 YHH(PUIMPOBAHHYIO CUCTEMY JOKYMEHTAIUH;

b) conepkanue kaxxa0ro 10KyMeHTa UMEET CBOM OCOOECHHOCTH;

B) coznanHble aiis rpynnbsl OAHOPOAHBIX NPEATPUATHH;

I') wucnonb3ytorcst Ajisi cocTaBieHUS W OQOPMIICHUS JOKYMEHTOB MO
aHaJIOruu

J1) yacTh JOKyMEHTa OTIeyaTaHa, a YaCTh 3alOIHIETCS IPU COCTABJICHUU.

Tema 1.2. Opranu3anMoOHHO-PACIOPAAUTEIbHbIE JOKYMEHTbI
Bviopamwv npasunvusiti 6apuanm omeema.:

1. Komiuiekc B3aWMOYBSI3aHHBIX JIOKYMEHTOB, PETJIAMEHTUPYIOLIUX
CTPYKTYPY, 3a/1a4yil U (PYHKIIMHM OpraHU3aluu, IPUHIUIIBI OPraHU3aluu ee padoThl,
npasa, 003aHHOCTH, c(hepy OTBETCTBEHHOCTH €€ PYKOBOJICTBA U CIEIUAINCTOB —
3TO:

A) opraHu3alvOHHbIE IOKYMEHTHI;

b) pacnopsaauTenbHbie TOKYMEHTHI;

B) nndopmanmoHHo-cripaBOYHbIE JOKYMEHTHI;

I') HopMaTUBHO-TIPABOBBIE JOKYMEHTHI.

2.  JIOKyMEHT, aJpeCOBAaHHBIM  BBIIICCTOSIIIEMY PYKOBOAMUTEIO, C
U3JI0)KEHUEM KOHKPETHOW MPOOJIeMBbl UM MMOCTAHOBKOW BOMPOCA U COAEPIKAIIUN
OTBETHI U MPEIOKEHUS - 3TO

A) OOBsCHUTEIbHAS 3aITMCKa;

b) JloknagHasizanucka;

B) UndopmanmonHoe nucrmo;

I') IIucemo-u3BelIeHUE.



3. JlokanbHBIM OpPraHU3alMOHHO-TIPABOBON JOKYMEHT, yCTaHABJIMBAIOIINI
Uit paOOTHHKAa opraHu3anuu  (MOApa3AelieHHus) KOHKPETHbIE TpPYAOBBIC
(IOKHOCTHBIE) 00513aHHOCTH B COOTBETCTBUH C 3aHUMAEMOM JIOJKHOCTBIO - 3TO

A) JIoKHOCTHAIUHCTPYKITUS;

b) Ilpuka3 pykoBoaurens;

B) IlltatHOE pacniucanue;

I') YcraB opranuszanum.

4. TluceMo, CBOEBpeMEHHO HWH(pOpPMUpPYIOIIEE  3aWHTEPECOBAHHOE
JOJDKHOCTHOE JIMIIO MJTM OPTaHU3AIMIO O CBEPIIUBIITUMCS (DAKTE - ATO

A) AkT;

b) JloknaaHas 3amucka;

B) NndopmanimoHHOETTHCHMO;

I') Cnpagka.

5. JIOKyMEHT, OOBSCHSIONIMA  BBILIECTOSALIEMY HENOCPEACTBEHHOMY
PYKOBOJMTEIIO MPUYUHBI HEBBIMOIHEHUS KaKOro-1u00 MOPYUYEHHUs, HAPYIICHUS
TPYAOBOM WJIH TEXHOJOTHYECKOW JUCLUILINHBI - 3TO

A) loknagHas 3amnmcka;

b) O0bsicHuTeNnbHAS 3aMKUCKA;

B) AKT 0 HapylIeHUU TPYJOBOU TMCLUUILIINHBI,

I') Ilucemo-u3BelIeHUE.

6. I[IpaBoBOW aKkT, OMPEAECIAIONIMNA CTATYC OpPraHU3alMHu, €€ 3aJaud U
(GbyHKIUHU, TpaBa, OTBETCTBEHHOCTD, MOPSAIOK AEATEIBHOCTU - 3TO

A) lllTaTHOE pacniucaHue;

b) [IpaBuna BHyTpEHHETO TPYAOBOTO PACHIOPAJIKA;

B) UHCcTpyK1Ks OpraHn3aliMOHHO-METOIMYECKOTO Ha3HAYEHNUS;

I') [Tonoxxenneobopranu3aIum.

7.  JIOKYMEHT,  OTpaXarollUd  MNPOU3BOACTBEHHYIO  JEATEIBHOCTH
OpraHu3alvy Wi MOATBEPKAAIOIINNA CBEJCHHS O €€ pabOTHUKAX - 3TO

A) Ilpuka3 no OCHOBHOM JESTENbHOCTH;

b) [enoBoe (cimyxebOHO€) MUCHMO;

B) Ciy>xeOnas 3anucka;

I') CrpaBka.

8. Bua opraHuM3aliMOHHOTO JOKYMEHTa, KOTOPBIM ONpEenesseT IMOPSI0K
oOpa3oBaHus, CTPYKTYPY U OpPTaHU3AIUIO PAOOTHI MPEATPHUSITHS:

A) Ycras;

b) UncTpykuus;

B) Ilonoxenue.

9. Kakyto nundopmaruto cogepkut pazzaen ¥Ycrapa « O0mIue moa0KeHUsD:

A) CTpyKTypa opraHu3aluu;



b) mpaBa u 00s13aHHOCTH TOJPKHOCTHBIX JIHII;
B) nenu u 3amaun opraHu3aiym.

10. Kakue u3 mepeynciIeHHbIX JOKYMEHTOB OTHOCSTCS K OpraHU3alliOHHBIM:
A) mICHMO, TIOJIOKEHHUE,;

b) ycraB, uHCTpYKIIUS;

B) ycraB, ykas.

11. JokymMeHT, B KOTOpOM (PUKCHpYyeTCS TOCIEeNOBATEIbHOCTh U
colaepkaHue  OOCY)XKJIaeMbIX  KOJUIETHQJIBHBIM  OpraHoM  (COBEIIaHHUEM,
KOH(EepeHIIUel, COBETOM H T. J.) TOCTABJICHHBIX BOIPOCOB U MPUHATHIX PEIICHUH -
9TO

A) ukrodomn;

b) Ilocranorienue;

B) AxT;

I') IIporoko.

12. JIOKyMEHT, COCTaBJICHHBIH HECKOJBKUMU JIUIAMH (KOMHUCCHUEH),
MOATBEPKIAIONIMN YCTAHOBIICHHBIE (DAKThl, COOBITUS WM JCHCTBHUSA, a TaKkKe
bukcupyromuii  pe3yibTaThl PEeBU3WHN, MHBEHTApPU3ALMMA, MpUEMa-Tepeaadyd Wiu
CIIUCAHUS MaTePUATBHBIX IICHHOCTEH, TPUEM 3aKOHUYEHHBIX padoT U T. II. - 3TO

A) IIporoko;

b) Pemenue;

B) JlenoBoe (city»e0H0€) MUCHEMO;

I') Axr.

13. IIpaBoBOI1 aKT PyKOBOAUTENS IPEAIPUITHUSA - 3TO
A) Peakius Ha 3a0aCTOBKY;

b) Jlumenue npemuu;

B) Ilpuxas;

') JTIroObie nericTBUSI pyKOBOIUTEIS.

14. ®opma BHYTpPEHHEW [EJIOBOM MEPENHUCKA MEXAY MOApa3aeICHUIMHU
OpraHu3allid WU JODKHOCTHBIMHU JIMIIAMHM, HE HAaXOASIIUMHCS B MPSIMOM
MOJYMHEHHUH - 3TO

A) CnyxeOHas 3anMCKa;

b) O0bsicHuTebHAS 3aMKCKA;

B) JlokianHas 3anmcka;

I') DnekTpoHHOE MUCHMO.

15. CoOBOKYNHOCTH UIIMPOKO MPUMEHSEMBIX B YIOPABICHUU BUIOB
JOKYMEHTOB,  M3/1aBAa€MbIX  PYKOBOJICTBOM  OpraHHU3alHH,  COAEPXKALIUX
YIIPaBJICHYECKUE PEUICHMS, HAIIPABJICHHBIC HA pEal3alMI0 CTOALIMX Iepe
OpraHu3alyel TeKyIMUX W MEePCHEeKTUBHBIX 3a/1a4, U 00JIAJaIoNUX IOPUINIECKOM
CHJIOM - 3TO
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A) PacniopsianTenbHbIEJOKYMEHTHI;
b) [lenoBeie (city)e0OHbIE) MUCHMA;
B) OpranuzainoHHbie JOKYMEHTHI;
I') UadopmaninoHHO-CIIPaBOYHBIE JOKYMEHTHI.

16. TlucpMeHHBIN TOKYMEHT, COJEpKallluii OINepaTUBHYIO HHMOpMaIuio,
nepeaBaeMyro YCTHO MO KaHaiaM Telie(pOHHOM CBS3H - 3TO

A) dakc;

b) Tenerpamma,;

B) Tenexkc;

I') Teneponorpamma.

17. YcraB opranu3ainumy yTBepKAaeTCsl:

A) I'eHepaIbHBIM TUPEKTOPOM;

b) PykoBoauTenemM HaI0roBOM MHCTICKIIHH,

B) [IpoTokonom coGpaHust TpyJOBOTO KOJIJICKTHUBA,
I') Yupenurensmu (yuacTHUKaMH).

18. JIoJKHOCTHBIE MHCTPYKITMU pa3pabaThIBalOTCS:

A) TONBKO ISl aIMUHUCTPATUBHO-YIPABIEHYECKOTO MIEPCOHAIA;
b) TonpKo 115 crienuanucToB;

B) Tonbko mis comyxammmx;

I') Ha Bce MOIDKHOCTH, MMPEAYCMOTPEHHBIC MMTATHBIM PACIIHCAHUEM.

19. Yxa3zanue, [loctanoBnenue, Pemenne, PacnopsikeHre OTHOCHT K:
A) OpranuzaioOHHbIM JOKYMEHTAaM;

b) PacniopsiauTenbHbIM JOKyMEHTaM;

B) OnepatuBHO-uHGOPMAIIMOHHBIM JOKYMEHTaM;

I') UudopmanimoHHO-CTIPaBOYHBIM JOKYMEHTAM.

20. Ha xakoM JOKyMEHTE€ HE CTaBUTCS PEKBU3UT HAUMEHOBAHHWE BHJA
JIOKYMEHTA:

A) niuceMme;

b) 10 KHOCTHOM MHCTPYKIUY;

B) Vcrage.

21. JIoKyMeHT, ompeaensromuii (oHI 3apaOOTHOW MJaThl COTPYIHUKOB
OpraHu3alNHN:

A) NOMKHOCTHASA UHCTPYKIUS;

b) mwratHoe pacniucanue;

B) VYcras.

22. Ha xkakoMm TOKyMeHTe HeT Tpuda yTBEepKICHHUS:
A) nipukase;
b) nonoxeunuu;
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B) ycrasge.

23. K rpynrme BXOASIIUX JOKYMEHTOB MOYKHO OTHECTH:

A) nenoBbIe MUCHMA,

b) opranuzanmoHHbie TOKYMEHTHI,

B) npuxassl opranuzanum.

24. C xaKoro MOMEHTa PacoPAIUTEIbHBIA JOKYMEHT BCTyIaeT B CUITY:
A) ¢ MOMEHTa CO3/IaHMS;

b) c MmoMeHTa oanIMCaHuS;

B) ¢ MmoMmeHTa yTBEpKACHUSI.

25. K BHyTpeHHEMY IOKYMEHTOOOOPOTY OTHOCHT:
A) odurmanpHBIC TUCHMA;

b) BHenIHMe NOKIIaJHbIE 3aMIUCKH, CIIPABKY;

B) npukassl, pacnopsKeHUs OpraHu3aluy.

26. JIOKyMEHT, aJpecOBaHHBIA JOJDKHOCTHOMY JIMILy U COJAEpX AIIUil CYTh
oOparieHusi pabOTHHUKA — 3TO:

A) axT;

b) mpotokon;

B) 3asBnenue;

I') cipaBka.

Tema 1.3. KagpoBasi fokyMeHTALMSA

Buviopame npasunvublii 6apuanm omeema:
1. CoBOKyIHOCTb (POPM (IOKYMEHTOB), OTpaKaIOIIUX HAJTUYUE U JBUKECHUE
IIEPCOHAJIA — 3TO:
A) oTueTHas JOKyMEHTAIHS;
b) dbunancoBas nokyMeHTanus;
B) xagpoBast JOKyMeHTaIIHS;
') cratucTuyeckas TOKyMEHTAITHS.

2. 3MeHeHne CnuCOYHON YMCIEHHOCTH Pa0OTHUKOB OPraHU3alliy B CBS3H C
YBOJIBHEHHEM U MPUEMOM Ha paboTy — 3TO:

A) ABMXEHUE TIEpCcOHAaa;

b) cokpaiienue nepconana;

B) non6op nepconana;

') mepenucey nepcoHana.

3. Ilpukassl 0 npueMe Ha padboTy, IEPEBOJIE HA APYTYIO pabOTy, MPeaOCTaBICHUH
OTITyCKa, YBOJIbHEHUH, JINYHAs KapTOUKa paOOTHUKA OTHOCSTCS K JOKYMEHTaM:
A) noxyMeHTaM, CBA3aHHBIM C OCYILECTBICHUEM (DYHKLUHN IO yIpaBICHUIO
IIEPCOHAJIOM M OpraHu3auuen Tpyaa;

b) nokymenTatmu no opopmIeHUIO OTITYCKOB;

B) nokymeHTam 1o y4yeTy JMYHOTO COCTaBa paOOTHUKOB;



') nokymenTamuu no oGopMIECHUIO MOOIIPEHHIA.

4. TlpaBuiia BHYTpEHHETO TPYAOBOTO pacmopsiika, [lonoxenue o CTpykTypHOM
MOAPA3AEIEHUN, JOJDKHOCTHBIE MHCTPYKIHMH, CTPYKTypa U IITaTHAS! YUCIEHHOCTD,
[lITaTHOE pacnricaHre OTHOCSTCS K JOKYMEHTaM:

A) IOKyMEHTaM, CBSI3aHHBIM C OCYIIECTBICHUEM (DYHKIIMIA 10 YIPABICHUIO
MIEPCOHAJIOM M OpTraHMu3alue Tpyaa;

b) noxymenTaruu no ohopMICHHIO OTITYCKOB;

B) noxymeHTam 1o y4eTy JMYHOTO COCTaBa PaOOTHUKOB;

') noxkymeHTaruu mo ohOpMIICHUIO TOOIIPEHUHN.

5. OCHOBHBIM 3aKOHOJATENBHBIM aKTOM, KOTOPBIM PYKOBOJICTBYETCSI B CBOECH
paboTe KampoBas CiIyx)0a — 3TO:

A) YronoHslii kojekc PD;

b) TpynoBoii konekc P®D;

B) I'paxxmanckuii kogaekc PO;

') Kunumnsiit kogexe PO.

6. TpynoBoil 10roBop AOIKEH OBITH 3aKIIFOUYEH B!
A) yctHOM dopme;

b) nucemennoi popme;

B) 3T0 HE MMeeT HUKAKOTO 3HAYCHHUS.

7. Ilpuem Ha paboTy opopmiIseTcs:

A) 3asgBJIEHHEM O MIpUEME Ha padoTYy;

b) nmpuka3om o npueme Ha padboTy;

B) n0/mKHOCTHON MHCTPYKIIUEH;

') mpoTokooMm.

8. Cornamenue Mexay paboTHUKOM U paboTomareneM, KOTOPOE YCTaHABIMBAECT
WX B3aWMHBIE TIpaBa ¥ 00S3aHHOCTU — 3TO:

A) 3asgBJIeHHE O IpHEME Ha padoTy;

b) mratHoe pacnicanue;

B) aBro6uorpadus;

I') Tpy10BOi1 1OrOBOP;

9. OCHOBHBIM JOKYMEHTOM 10 YYETY MepCOHaNIa MPEANPUITHS SIBIISIETCS:
A) TpyaoBasi KHUXKKA,

b) npuka3 o npueme Ha paboTy;

B) nuunas kapTouka;

') mpuka3 00 yBOJbHEHUHU.

10. Cpok XpaHeHHS JIUYHBIX KAPTOUYEK:
A) 10 ner;

b) no 5 ner;

B) ot 30 o 50 ner;



I') 75 ner.

11. IlepeBon coTpyIHUKA HA APYTYIO TOJKHOCTh O(OPMIISETCS:
A) 3asBIE€HUEM O IIEPEBOJIE HA APYTYIO padoTy;

b) npuka3om o niepeBosie Ha APYTyIO JOKHOCTD;

B) akTowm;

I') cipaBKoO¥.

12. B Teuenue, kakoro nepuojia pabOTHUK JTOJDKEH HAMKCATh 3asBICHUE 00
YBOJIbHEHUH:

A) 3a 2 mecsa,;

b) 3a 2 Henenu;

B) 3a 2 nus;

') cpok He yCTaHOBJIEH 3aKOHOAATEINBHO.

13.KoMItieke JOKyMEHTOB, XapaKTepU3YIOLIUX TPYAOBbIE OTHOIIIEHUS paOOTHHKA
c paboToaaTenem, TPYI0BOM MPOIECC U APYTUe MOJOOHBIE ACTIEKThI — ITO:

A) TpyaoBasi KHUXKKA,

b) TpynoBoii 1oroBop;

B) nuunoe aeno paboTHUKA;

') aBroOGuorpadus;

J) pe3tome.

14. Yuer Tpyzaa u ero orjaTsl 0pOpMIIIETCS:

A) IOKyMEHTaMH NpPOU3BOJIbHON (POPMBI;

b) yaupuurpoBaHHEIMH (POpMaMH IEPBUYHON YUETHON TOKYMEHTALUU;
B) 06a BapuaHTa OTBETOB BEpHHI.

Tema 1.4. [lene:xnbie 1 GUHAHCOBO-pPacYeTHbIE JOKYMEHTbI
1. JIOKkyMeHT, MOKa3bIBAIOIINI ABUKEHUE JICHEKHBIX CPEACTB — 3TO:
A) TOKYMEHT IO KaJIpOBOMY YUETY;
b) cBOHBIN TOKYMEHT;
B) neHexHblil TOKYMEHT;
I') opranu3aloOHHbBIN TOKYMEHT.

2. KaccoBblie onepaiiuu 0hopMIIsSIOTCS:

A) yHUPUIMPOBaHHBIMH (DOpPMaMU TEPBUYHON YUETHOW JOKYMEHTAIUH;

b) pa3paboTaHHBIMM CaMOCTOSITENBHO (hOpMaMU MEPBUYHON YUYETHOU
JIOKyMEHTAIUU;

B) no ycMOTpeHUI0 pyKOBOIUTENS.

3. Kakne oOs3aTenbHBIC PEKBU3UTHI JOJDKHBI COJEPKATHCS B IEPBHUHBIX
JOKyMEHTaxX MO0 y4yeTy (DMHAHCOBO-PACUYETHHIX oOmepanuii (BHIOpaTh HECKOJBKO
BAPUAHTOB OTBETA):

A) HaMEHOBaHHE JIOKYMEHTA;

b) nata cocraBiieHus TOKyMEHTA;



B) HanMmeHOBaHE YKOHOMUYECKOTO CyOBEKTa, COCTABUBIIIETO JIOKYMEHT;

I') conepxkanue akra X031MCTBEHHON KU3HU;

J1) moroTun opraHu3aluu;

E) Benmumny HarypaigpHOro W (WJIM) JCHEXKHOTO u3MepeHus ¢daxra
XO3SIUCTBEHHOM KU3HU C YKA3aHUEM €IMHUIl U3MEPECHMUS;

X) HamMeHOBaHHME JIOJDKHOCTHM  JIMIA, COBEPIIMBIIETO CHCJIKY H
OTBETCTBEHHOTO 3a MPaBUILHOCTH €€ 0(hOPMIICHHUS;

3) Homep TenedoHa AUPEKTOPa;

W) moxanucu OTBETCTBEHHBIX TOJDKHOCTHBIX JIHI] C YKa3aHUEM WX (haMUITHH 1
WHUIIAAJIOB JINOO WHBIX PEKBU3UTOB, HEOOXOMMMBIX IJIsi UACHTHU(PUKAINHN 3THUX
JIALL;

K) anpec 3nekTpoHHOM MOYTHI.

4. TlepBuuHble yYe€THBIE JOKYMEHTBHl MO YYeTy (PUHAHCOBO-pACUETHBIX
onepaluii IPUHUMAIOTCA K YYETY, €CJIU OHHU:

A) cocTaByieHbI B AJIEKTPOHHOM (hopMme;

b) coctaBnensl Ha OyMa)kHOM HOCHUTEIIE;

B) umeroT Bce o0s3aTeNIbHBIC PEKBU3UTHI.

5. JIOKyMEeHTBI, KOTOpPHIMH OGOPMIIAIOTCS XO3SMCTBEHHBIE OIEPAIMHA C
JICHEKHBIMH CPEJCTBAMH, IOAMNKCHIBAIOTCS (BBIOpATh HECKOJIBKO BO3MOYKHBIX
BApUAHTOB OTBETA):

A) cekpeTapem;

b) nenonpousBoauTenem;

B) pykoBoauTeneM opraHu3aivy;

I') rmaBHBIM OyXrajaTepoM U YIIOTHOMOYECHHBIMU UMM HA TO JIMIIAMH.

6. UcripaBneHust B KacCoBbIe U OAHKOBCKHE JIOKYMEHTHI:
A) nomyckarTcs;

b) ne nomyckarorcs;

B) 3akoHO/1aT€TLCTBOM ATOT BOMIPOC HE PETYIHPYETCS.

7. JIOKyMEHTBI, KOTOpBIE SIBJISIOTCA NHCBMEHHBIM J0KAa3aTeIbCTBOM
JNENUCTBUTEILHOTO OCYIIECTBICHUS (PMHAHCOBO-PACUETHOM Olepaluy WK MpaBa Ha
€€ COBEpPILIEHUE — ITO:

A) y4eTHO-KaJpOBbIE TOKYMEHTHI;

b) oT4eTHO-CTaTUCTUYECKUE JOKYMEHTHI;

B) opranuzaiimoHHO-pacnopsauTeNbHbIE JOKYMEHTHI;

I') punancoBo-pacueTHbIE JOKYMEHTHI.

8. Oneparuu Mo MOCTYIJICHUIO U BbIJa4u€ HATUIHBIX JCHET 0(OPMIISIOTCS:
A) IPUXOIHBIMU U PACXOJHBIMU KACCOBBIMU OpJIE€PaAMHU;

b) mnarexxHpIMH NOPYy4YEHUSIMU;

B) nHKaccoBbIMU NOPYUEHUSAMU;

I') mnaTexxHpiMU TPEOOBAHUSIMHU.



9. JleHEeXHBIH Y€K — 3TO:

A) pacropspKkeHHe TUIaTeIbIIuKa O TMePEYUCICHUN ¢ €ro PacueTHOro cuera
OTIPE/ICICHHOM CYMMBI Ha CUET IMOJIydaTes;

b) pacniopsikenue npeanpusitus OaHKY O BbIJadye ¢ €ro pacueTHOro cuera
CYMMBbI HAJTMYHBIX JIEHEKHBIX CPEJICTB;

B) pacdeTHBIi HOKYMEHT, BBIMMCHIBAEMBIN IMOCTABIIUKOM, COJIEpXKaAITUA
yKa3aHhe OaHKy TOJYYUTh NPUUYUTAIONIYIOCS €My JCHEKHYI0 CyMMY OT
MJIaTeIbIIUKA Ha OCHOBaHUHU COOTBETCTBYIOIINX JIOKYMEHTOB,
CBUJIETEJIbCTBYIOIIUX O COBEPIICHHBIX OMEpaIUsX;

I') pacyeTHBII TOKYMEHT, HA OCHOBAaHUU KOTOPOTO MPOU3BOJIUTCS CIIHCAHUE
JICHEKHBIX CPEJICTB CO CUETA IUIATEIIbIIUKA B O€CCIIOPHOM MOPSIAKE

10. PacyeTHbIii JOKYMEHT, BBINMCHIBAEMBIN MOCTABIIMKOM, COJECp KA
yKa3zaHue OaHKy TIOJIYYUTh NPUUYUTAIOIMIYIOCS €My JCHEKHYIO CyMMY OT
IUIaTeIbIINKA Ha OCHOBaHHU COOTBETCTBYIOIINX JIOKYMEHTOB,
CBUJICTEJILCTBYIOIIMX O COBEPIICHHBIX ONEPALUAX — ITO:

A) pacyeTHBbIN YeK;

b) nnarexxnoe nopydenHue;

B) nnkaccoBoe nopyueHue;

I') nnarexxnoe TpeboBaHuUE.

11. PacueTHslii uek — 3T0:

A) pacnopsbKkeHue IUIATeIbIINKA O MEPEUYUCIEHUH C €r0 PacyeTHOro cyeTa
ONPEIEIICHHOW CYMMBI HA CUET IOJy4YaTeis;

b) pacnopsixenue npeanpusitus 0aHKY O BbIay€ C €ro pacyeTHOro cyeTa
CYMMbI HAJTUYHBIX JEHEKHBIX CPEJICTB;

B) pacueTHbIi AOKYMEHT, BBINUCHIBAEMBIA TMOCTABUIMKOM, COJEpHKAIIUN
yKazaHue OaHKy TOJyYUTh MPUUUTAIOUIYIOCS €My JEHEXHYI CYMMYy OT
MJIaTeablIIuKa Ha OCHOBaHUH COOTBETCTBYIOIHX JNOKYMEHTOB,
CBUJETENBCTBYIOIIMX O COBEPILIEHHBIX ONEPALMSIX;

I') pacueTHbIil JOKyMEHT, HA OCHOBAaHWU KOTOPOT'O MPOU3BOIUTCS CIIUCAHHE
JICHEKHBIX CPEJICTB CO CYETa IUIaTeNbIINKa B 0ECCIIOPHOM MOPSIKE.

12. IInaTexxHo€ MOpy4YEHHUE — ITO:

A) 3T0 pacnopspKeHHe NPEANPUATHS YUPEKICHUIO OaHKa O CIUCAHUU C €ro
PacyeTHOTO CueTa OMpPeACICHHON CyMMBI (COTJIaCHO MpUJIaraeMbIM IOKYMEHTaM) B
MOTaIlIEHUE CBOMX 0053aTEINbCTB;

b) pacnopsikenue npeanpustuss 0aHKY O BbIIay€ C €ro pacyeTHOro cyeTa
CYMMbI HAJTUYHBIX J€HEKHBIX CPEJICTB;

B) pacueTHbIi AOKYMEHT, BBINMUCHIBAEMBIA TMOCTABUIMKOM, COJEpHKAITUN
yKazaHue OaHKy TOJYyYUTh MPHUUUTAIOUIYIOCS €My JEHEXHYI0 CyMMy OT
MJIaTeabIIMKa Ha OCHOBaHUH COOTBETCTBYIOIIHX JOKYMEHTOB,
CBUJETENBCTBYIOIINX O COBEPIIEHHBIX ONEPALMSIX;



I') pacueTHbIil JOKYMEHT, HA OCHOBAaHUU KOTOPOTO NMPOU3BOJUTCS CIIMCAHUE
JICHE)KHBIX CPEJICTB CO CUETA IUIATENbIINKA B OECCIOPHOM MOPSIKE.

13. Kakoit JOKYMEHT CIIyKUT OCHOBAaHHMEM JUIsl CIUCAHUS JIEHEXKHBIX
CPEIICTB CO CUEeTa IJIaTeNbIINKa B OECCIOPHOM MOPSIIKE:

A) pacueTHbIil uek;

b) nnarexxHoe nmopy4eHue;

B) unkaccoBoe nopyueHue;

I') nnarexxnoe TpeboBaHuUE.

14. Kakoil AOKYMEHT BBINHMCHIBAETCS NPH B3HOCE HAJUYHBIX JCHET Ha
PaCUETHBIN CYET:

A) pacueTHbIil YeK;

b) nnarexxHoe nopydeHue;

B) nenexHslii uek;

I') mnaTesxxHoe TpeboBaHue;

J1) 0ObsiBIICHUE HA B3HOC HAJTMYHBIMHU.

Tema 1.5. loroBopHO-nIpaBoBasi JOKyMEeHTALMS
l.Cornamenue AByX WM HECKOJIBKMX JIMI] 00 YCTaHOBJIEHWU, U3MEHEHUU
WM MPEKPALEHUH TPAXIAHCKUX TPAaB U 00S3aHHOCTEN — 3TO:
A) aKT;
b) cripagka;
B) norosop;
I') cny)xebHOE MHCHMO.

2. Topsiok 3aKIIFOUEHUSI IOTOBOPOB PEryIUPYyeTCs:
A) I'paxxnanckum Kojiekcom P@;

b) YronoubeIM kos1eKCOM PD;

B) Konmekcom 06 amMUHUCTPATUBHBIX HAPYIICHUSX;
I') HanoroBeim kojekcom PO.

3. VYCTaHOBUTH COOTBETCTBHE MEXAY BHIOM JOrOBOpa U  €ro
XapaKTepUCTUKOM:

Buabr noroBopos:

1. JloroBop 0AHOCTOPOHHHUI

2. JIoroBop IBYyCTOPOHHUI

3. IoroBop MHOIrOCTOPOHHHUM

XapakTepuCTHKa:

A) conepKUT B3MMOCOTaCOBaHHBIE MpaBa U 00513aHHOCTH KOHTPAareHTOB;

b) comepxuT 00s13aHHOCTH TOJLKO OJHOW CTOPOHBI M TIpaBa TpeOOBaHUA,
JIpyTOH;

B) noroBop ¢ yyactuem Tpex uim 0osiee CTOPOH; 3aKII04AETCs 0OBIYHO MpHU
OCYILIECTBJICHUH TOBAPOOOMEHHBIX OIEpaIHsIX, COOPYKEHUSI 0OBEKTOB, CO3IaHMUS
COBMECTHBIX ITPEANPUATHH.



4. JloroBop, MO KOTOPOMY HMYIIIECTBEHHOE MPEAOCTABICHUE OJHOM
CTOPOHBI O0YCJIaBIMBACT BCTPEYHOE MMYIIECTBEHHOE IMPEIOCTaBICHUE C APYroi
CTOPOHBI — JTO:

A) peanbHBIN 1OTOBOD;

b) Bo3Me3aHbINM 10TOBOD;

B) 6e3B03Me3iHbBIN JOTOBOD;

I') koHCecyanbHBIN JOTOBOD.

5. JIOKyMEHT, 3aKJIFOYEHHE KOTOPOrO0 HAYMHAETCA C TOrO BPEMEHH, KOTIa
OBLIO BBIMIOJIHEHO OMpPEAEICHHOE ACHCTBUE O Mepeaye UMYIIECTBa — 3TO:

A) peasibHBIN 10TOBOP;

b) Bo3Me3HbII 10T0BOD;

B) 6e3B03Me3iHBIN JOTOBOD;

I') koHCecyanbHBIM TI0TOBOD.

6. I'paxkaaHCKO-TIPABOBOM J1IOTOBOP, KOTOPBIM HNPU3HAETCS 3aKIIOUYCHHBIM C
MOMEHTA COTJIaCOBAaHUA CYIIECTBEHHBIX YCJIOBUNA CTOPOHAMU — ATO:

A) peanbHBbI 1OTOBOD;

b) Bo3Me3aHbINM 10TOBOD;

B) 6e3B03Me31HbBIN JOTOBOD;

I') xoHCecyanbHBIN JOTOBOP.

7. JloroBOp, B KOTOPOM HMMYIIECTBEHHOE MPEIOCTABICHUE TPOU3BOIUTCS
TOJIBKO OJIHOH W3 CTOpPOH ©0€3 TMOJydeHHUS BCTPEYHOTO HMMYIIECTBECHHOTO
MPEIOCTaBICHUS OT IPYroi CTOPOHBI — ATO:

A) peanbHBbIi 1OTOBOD;

b) Bo3Me3aHbINM 10TOBOD;

B) 6e3B03Me3HBIN JOTOBOD;

I') koHCecyanbHBII JOTOBOP.

8. JloroBop, Mo KOTOpoMy OJHa CTOpoHa (TpojaBel) o0s3yeTcs IMepenarh
Belllb (TOBAap) B COOCTBEHHOCTh JIPYyroil CTOpoHE (TIOKYIMAaTelnto), a MOKYIaTelhb
00s13yeTCsl MPUHATH ATOT TOBAP M YIUIATUTH 3a HETO OIPEIETICHHYIO0 CyMMY — 3TO:

A) 10roBOp KyIUIU-IPOAAXH;

b) noroBop MeHsI;

B) noroBop napenus;

I') noroBop apeHbI;

J1) noroBop 0€3BO3ME3THOTO MOJb30BAHUS.

9. loroBop, 1Mo KOTOPOMY OJIHA CTOPOHA (CCyI0/AaTelNb) 003yeTCs IepeaTh
WIN TIepesiaeT Bellb B 0€3BO3ME3THOE BPEMEHHOE MOJIb30BAHUE JIPYTOl CTOPOHE
(ccymomoiyyaTento), a MOCHeAHssT 00s3yeTcss BEpHYTh Ty JK€ BEllb B TOM
COCTOSIHM, B KaKOM OHa €ro IMOoJIydusia, C y4eTOM HOPMaJbHOTO HM3HOCAa WIIH
COCTOSIHMH, 00YCIIOBJIEHHOM JIOTOBOPOM — 3TO:



A) 10roBOp KyIuiM-npoaaxH;

b) nororop MeH®I;

B) noroBop napenus;

I') noroBop apeHabl;

J1) moroBop 0€3BO3ME3AHOTO MOJIH30BAHMUS.

10. JloroBop, MmO KOTOPOMY apeHA0JaTeNlb OO0S3yeTcss NpPeloCTaBUTh
apeH/IaTOpy 3a TUIATy MUMYIIECTBO BO BPEMEHHOE BIIAJICHUE U TOJH30BaHUE JINOO
TOJIBKO BO BPEMEHHOE TI0JIb30BAaHUE — ITO:

A) 10roBOp KyIUIU-IPOAAXH;

b) noroBop MeH®I;

B) norosop napenus;

I') noroBop apeHbI;

J1) moroBop 0€3BO3ME3HOTO MOJIb30BAHMUS.

11. ITo ngoroBopy noapsiga — 3TO:

A) nmoroBop, IO KOTOPOMY OJHA CTOpOHa (cCyaojarelib) oOO0s3yeTcs
nepeaarh Wiv NepeaaeT Bellb B 0€3B03ME3HOE BPEMEHHOE TOJIb30BaHUE JAPYTroi
CTOpOHE (CCYIOIOIyYaTelIio), a MOCIeIHsIs 00s3yeTCsl BEpHYTh TY JK€ BEIllb B TOM
COCTOSIHUM, B KaKOM OHa €ro MoJyuusia, C YY4ETOM HOPMaJIbHOTO HM3HOCA WIH
COCTOSIHUH, 00YCIIOBIICGHHOM JIOTOBOPOM;

b) moroBop, mo KoTOpOoMy OJiHa CTOpOHa (MpOJaBel]) 00s3yeTcs nepeaaTh
Belllb (TOBap) B COOCTBEHHOCTb APYrod CTOpoHE (MOKyHaTesto), a MOKyHaTelb
00s13yeTcsl MPUHATH 3TOT TOBAP U YIUIATUTH 32 HETO OIMPEACIICHHYIO CYMMY;

B) noroBop, mo koropoMy ojaHa CTOpoHa (MOAPSAYMK) OOS3yeTCs
BBINIOJIHUTh IO 33JIaHUI0 JPYTOoil CTOPOHBI (3aKa34MKa) ONpPEAENICHHYIO0 padoTy U
ClaTh €€ pe3yJbTaT 3aKa34yHKy, a 3aKa34uK 00s3yeTcs MPUHATH pe3yabTaT padoTh
U OIUIATUTh €r0;

I') moroBop, MO KOTOPOMY HCIIOJTHUTENIb 00S3YyeTCs MO 3aJIaHUI0 3aKa3yuKa
OKa3aTh YCIIYTH, a 3aKa34MK 00A3yeTCsl OIIATUTh 3TH YCIYTH.

12. IlnceMoO, OTIIpaBIIIEMOE BUHOBHOW CTOPOHE B CIIy4ae HEBBIITOJHEHUS €10
3aKJIIOUEHHBIX paHee JOrOBOPOB U Pa3HOTO poja o00sA3aTeabCTB, IOMBITKE
MU3MEHUTh X YCIIOBUS B OJJHOCTOPOHHEM MOPSIKE — 3TO:

A) TUYHOE MUCHMO;

b) npeTeH3noHHOE NHCHMO;

B) uckoBoe nucemo.

13. JloxymeHT, moAaromuiicss B Cyl B MUCbMEHHOUW (opme, coaepKaiiuii
npocb0y 00 yHOBIETBOPEHUH TpeOOBaHUN CTOPOHBI-3ASBUTENSI B  Cliydae
HApYIIEHUs WU Yrpo3bl HAPYIICHUS €€ TMpaB, CBOOOJ WM HMHBIX 3aKOHHBIX
MHTEPECOB — ITO:

A) TMYHOE MUCHMO;

b) nperen3nonHoe NMuchHMo;

B) nckoBoe 3asiBieHue.



14. Jlna npuoOpeTeHust ToBapOB CTOPOHBI BCTYMAIOT B OTHOILLIEHUS T10

MOCTAaBKE MPOAYKIIMK OpPTaHU3aIuel — MOCTABIIMKOM OpraHU3allMu-TIOTPEOUTEIIO.
OT1H oTHOLIEHUS 0QOPMIISIOTCS. . .

A) 10TOBOpPOM COBITA;
b) noroBopoM nocraBku;
B) noroBopoM KyIuti-mipojaxH.

15. JIoroBop cunTaeTCs 3aKJIFOYECHHBIM, KOTJ]a MEXKAY CTOPOHAMM. ..
A) HeT npeTeH3uii;

b) nocturnyTo cornamieHue mo BCeM MyHKTaM;

B) He cyiecTByeT pa3HOTIaCHiA.

Paznen 2. Opranuszanus padoTbl ¢ JOKYMEHTAMU

Tema 2.1. [loHsAiTHE JOKYMEHTO000POTA, PerUcTPALMS JOKYMEHTOB.
Ucnonnenne nokymeHToB. KOHTpPOJIb HcOTHeHUsA. Opranu3zanusi
ONEPATHBHOI0 XPAHEHHS TOKYMEHTA

1./IokyMeHTO000pOT — 3TO. ..

A) ycnoBHOe 0003Ha4Y€HHE, NMPUCBAEMOE JIOKYMEHTY B IpOLECcCe yueTa U
VICITOJIHCHHS],

b) nBwxeHue NOKYMEHTOB B OpraHM3allid C MOMEHTa MX CO3JaHUS WU
NOJIYYEHHS 10 3aBEPILECHUS NCIIOJHEHUS WIH OTIPABJICHUS aJipecary,

B) orpacip gedarenbHOCTH, oOOecnedyuBaromias JOKYMEHTUPOBAHHUE W
OpraHu3aluio padoThl ¢ OPUIUATBHBIMHA JOKYMEHTAMHU.

2. OCHOBHBIMU XapaKTEPUCTUKAMH JOKYMEHTOOOOPOTAa SABJIAIOTCS (BBIOPATH
HECKOJIbKO BApUAHTOB OTBETA):

A) CKOpOCTb JBUKEHUS;

b) MapuipyT nBMKEHUS;

B) Bpemsi nBMKEHMS;

I') mepuoAnYHOCTh IBU>KEHHSL.

3. Bce uHCTaHIMU Ha MyTH ABUXKEHUS JOKYMEHTAa OT CO3/1aHHs YEPHOBHUKA
(MM TOTy4YeHUs1) 10 MOAIIUBKH B JIEJI0 — 3TO:

A) CKOPOCTh IBHKEHHUS TOKYMEHTA,;

b) nepnoinyHOCTb IBMXKEHMSI TOKYMEHTA;

B) MapuipyT nBM>KEHHS TOKYMEHTA;

I') BpeMst IBUKEHUS TOKYMEHTA.

4. Bpewms, 3aTpaurMBaeMoe Ha MPOXOXKJIEHUE JIOKYMEHTOB IO MapUIpyTy OT
CO3JaHMs YepPHOBUKA (MJTU TIOJyYEHHUS) 10 MOAIIMBKH B JIEJIO — ATO:

A) CKOPOCTb IBUXKEHHUS TOKYMEHTA,;

b) nepuoinyHOCTh IBM>KEHMSI IOKYMEHTA;

B) MapuipyT 1BMKEHHS TOKYMEHTA;



I') Bpemst NBUKEHUS] JOKYMEHTA.

5. CrnoxuBuieecss WIM OpPraHU30BaHHOE B IIpenenax HHQPOPMAIMOHHOM
CUCTEMBI JIBUJKEHUE JIaHHBIX B ONPEIEICHHOM HAIIPABJIEHUHU — 3TO:

A) OKyMEHTOaHAIIN3;

b) noKkyMeHTOnoTOK;

B) nenonpousBoacTso;

I') nokymeHTUpOBaHHE.

6. OOmiee KOJIMYECTBO JOKYMEHTOB, IIOCTYNHBIIMX WM CO3JAaHHBIX
OpraHM3aLMEN 3a ONPENEIICHHBIN IIEPUOJ BPEMEHH — 3TO:

A) 06beM TOKyMEHTOO0OPOTA;

b) ckopocThs nokymMmeHT0000pOTA;

B) oGopaunBaeMocTh JOKYMEHTOO0O0POTA;

I') nepuoaAYHOCTH JOKYMEHTOO0OPOTA;

7. O6beM gokymentoobopota (V) paccuuThiBaeTcs o GpopMmyiie:
KOJIHEEcTEOED KOMHEA
AV =

KOJHYECTED MOOIHHHHKOB

HOAHYMECTEOB0 MIOOITHHHHKOE

B)V =

B) V= konnuecTBO MOJIMHHUKOB + KOJIMYECTBO KOTIHUH;

KOJHYECTED KOMMH

I') V= xonnyecTBO MOATMHHUKOB - KOJTUYECTBO KOIIHM;

8. Ilo Hanpasnenuro paziuyalOT AOKYMEHTONOTOKU (BBIOpaTh HECKOJIBKO
BAapUAHTOB OTBETOB):

A) TOpU30HTAIBHBIE;

b) Bxopsmue;

B) ucxonsmue;

I') BepTUKaJIbHBIE.

9. JIOKyMEHTBI, HaIpaBjisieMble BBIIICCTOSIIUMM OpraHaMu BJIACTH U
YIIPABJICHUS NOAYUHEHHBIM OPTaHU3AUAM — 3TO:

A) TOpU30HTATBHBIN JOKYMEHTONOTOK;

b) Bocxoasmuii TOKyMEHTOIIOTOK;

B) Hucxoasiumii TOKyMEHTOIOTOK;

I') BHyTpeHHUI JOKYMEHTOMOTOK.

10. TIlo oTHOmIEHWIO K  YOPaBICHUYECKOMY OOBEKTY  paziMvaroT
JIOKYMEHTONOTOKH (BbIOpATh HECKOJIBKO BO3MOXHBIX BAPUAHTOB OTBETA):

A) BHYTpEHHHI;

b) ropuzoHTanbHbI;

B) Bxonsmuii;

I') ucxonsuuii.



11. Texnonorus paboThI C JOKYMEHTaMH, KOTOpask 3aKIF0YAECTCS B IPOBEPKE
NPAaBWJILHOCTH JIOCTaBKH, IICJIOCTHOCTH YIAKOBKH, COXPAaHHOCTH I€YaTeH,
BCKPHITHA KOHBEPTOB M MPOBEPKE KOMIUIEKTHOCTH W IEIOCTHOCTH BIJIOKCHHMA, B
00pabOTKe COMPOBOAUTEIHHOM JOKYMEHTAIIUHN, COPTUPOBKE IOKYMEHTOB — 3TO:

A) peructparusi;

b) ucnonunenue;

B) nepBuunas 06paboTka;

') KOHTPOJIb 32 HCIOJTHEHUEM.

12. 3anuch y4YeTHBIX AAHHBIX O JIOKYMEHTE IO YCTaHOBIECHHOU Qopme,
¢bukcupyromeit pakT ero co3aaHus, OTIPABICHUS WIH MTOJIY4YECHUS — 3TO:

A) peructpanusi;

b) ucnonunenue;

B) nepBuunas 06paboTka;

') KOHTPOJIb 32 UCTIOJTHEHUEM.

13. PeructpannosHbie GOpMbI TOKYMEHTOB MOTYT OBITH CJIEIYIOIIMX BUIOB:
A) )XypHaJlbHas;

b) kaprounas;

B) aBTOMartu3upoBaHHas;

I') Bce BapuaHTBI OTBETOB BEPHBI.

14. IloarotoBka mnpoeKkTa OTBETHOTO JOKYMEHTA, €T0 COIJAaCOBaHUE C
COMCIIOJIHUTENISIMU — 3TO:

A) peructparus;

b) ucnonnenue;

B) nepBuunas 06paboTka;

I') KOHTPOJIb 32 UCTIOTHEHUEM.

15. [esiTenbHOCTh, HampaBlieHHass Ha OOECHEYEeHHE CBOEBPEMEHHOTO U
KAaueCTBEHHOI'O UCIIOJIHEHUS IOPYUYEHHUI U PELIEHUS] BOIPOCOB — 3TO:

A) peructparus;

b) ucnonuenue;

B) nepBuunas 06paboTka;

I') KOHTPOJIb 32 UCTIOTHEHUEM.

16. JIoKyMEHT WM COBOKYITHOCTH JOKYMEHTOB, OTHOCSIIUXCS K OIHOMY
BOIPOCY WJIH YYACTKY JAEATEIbHOCTH, IOMEIICHHBIX B OTACIBHYIO 00JIOKKY — ATO:

A) apxuB;

b) neno;

B) monbopxa;

I') onuce.



17. YTBepKOeHHBI CUCTEMAaTU3UPOBAHHBIN M€pEYEHb HAMMEHOBAHUI Je,
3aBOJMMBIX B OpPraHU3ALMM, C YKa3aHUEM CPOKOB UX XpaHEHMsI, 0QOPMIICHHbBIN B
YCTaHOBJICHHOM IOPSIJIKE — ITO:

A) cTpyKkTypa nemn;

b) HomeHKknatypa aei;

B) mon6opka nern;

I') apxuBupoBanue aei.

18. I'pynnupoBaHyre MCHOJHEHHBIX JOKYMEHTOB B J€J0 B COOTBETCTBUHU C
HOMEHKJIATypOH €Il U CUCTEMATU3alKsl JOKYMEHTOB BHYTPH JI€Ia — JTO:

A) KOHTPOJIb 32 UCIIOJIHEHHUEM,;

b) perucrpanus nena;

B) dbopmupoBanue aena.

19. VYdeTHBIi JTOKYMEHT, COJIEpXKallui IEepeUeHb JOKYMEHTOB Jeja C
yKa3aHUEM TMOPSAIKOBBIX HOMEPOB JIOKYMEHTOB, MX HWHJIEKCOB, Ha3BaHUM, xaarT,
HOMEPOB JIMCTOB — 3TO:

A) o010kKKa J1ena;

b) BHYTpeHHS ONKCh IOKYMEHTOB Jela;

B) akT Ha crincanue aena B apXuB.

20. JIOKyMEHTOIIOTOK, KOTOPBIA COCTOUT W3 JOKYMEHTOB, CO3/1aBa€MbIX B
JAHHOW OPTaHM3allMH U OTIIPABIIEMBIX 32 €€ IPEAEIIBI — ITO:

A) TOpU30HTaNBHBIA JOKYMEHTOMNOTOK;

b) BHyTpeHHUI TOKYMEHTONOTOK;

B) ucxonsiuii TOKyMEHTONOTOK;

I') Bce BapHaHTBI OTBETOB BEPHBI.

Tema 2.2. IloaroroBka 10KyMeHTOB K apXMBHOMY XPAHEHHIO
Tect
1. I3ydyeHue JOKyMEHTOB Ha OCHOBAHUU KPUTEPUEB UX LIEHHOCTH B LEJSAX
OTIpe/IeNICHUs] CPOKOB XpaHEHUsI JOKYMEHTOB M 0TOOpa UX Ha MOCTOSIHHOE
XPaHEHUE — ITO:
A) peructpaius J0KyMEHTOB;
bB) KOHTPOJIb UCTIOIHEHUSI TOKYMEHTOB
B) skcnepTu3a IeHHOCTH JOKYMEHTOB;
I') dopmupoBanue nena.

2. Jlnsg opraHu3aiuu ¥ IpoBeACHUST paOdOTHI MO DKCIIEPTU3E IIEHHOCTH
JIOKyMEHTOB, OTOOPY M MOATOTOBKE K IMepeadye Ha MOCTOSIHHOE XPAHCHHE
nokymeHToB ApxuBHoro (ponna Poccuiickoit denepanuu co3aaeTcs:

A) BKciepTHasi KOMUCCHS;

b) coBeT nupeKkTopoB;

B) peBu3noHHas KOMUCCHS;

I') 3acenanue cyna.



3. [lena mOCTOSIHHOTO XpaHEHUs MOJJIeXKaT:

A) XpaHEHHUIO B OpraHU3alluu;

b) yanuToxxeHuto;

B) nepenaue ['ocapxuBy Poccuiickoit denepanum.

4. TloaroroBKa UCIIOJHEHHBIX JOKYMEHTOB K XpaHEHUIO BKJIIOYAET (BHIOPAThH
BO3MOYKHBIE BAPHAHTHI OTBETOB):

A) 3KCIIepTU3Y UEHHOCTH I0KYMEHTOB;

b) BHeceHHe UCTIPaBIEHUN B JOKYMEHTHI;

B) opopmiienne 10KyMEHTOB, CJaBa€MbIX B ApXHB;

I') cocTaBieHue onrucu JOKyMEHTOB OCTOSSHHOTO U IOJTOBPEMEHHOI'O XPaHEHHUS,
J1) obecrieueHne COXpaHHOCTH JIET;

E)nepenauy nen B apxus.

5. Yupexxaenue win CTpyKTypHOE MOIpa3eiIeHue OPraHu3aluHy,
OCYLIECTBJISIOIIEE XPAHEHNE, KOMIIJIEKTOBAHHE, YUET U UCIIOJIB30BAHUE aPXUBHBIX
JOKYMEHTOB — 3TO:

A) ckian;

b) 6yxranrepusi;

B) apxus;

I') oTnen xkamgpos.

6. ApXVBHBINA TOKYMEHT —

A) MaTepHualbHbIA HOCUTEIb € 3a()UKCUPOBAHHON HA HEM HCTOPUYECKOM
uH(popManuen, KOTOPBIN MOJIEKUT BEUHOMY XPaHEHUIO;

b) 1OKyMEHT 10COBETCKOTO MEepUOa;

B) MarepuanbHbIii HOCUTEND ¢ 3aUKCUPOBAHHON Ha HEM MHGOPMAIIMEH, KOTOPHIN
UMEET PEKBU3UTHI, O3BOJISIOLINE €T0 WACHTU(PHUIMPOBATH, U TIOJJIEKUT
XPaHEHUIO B CHITY 3HAYMMOCTH YKa3aHHBIX HOCUTEJI U MHPOpMALUH JIJIs
rpax/aH, o0IIecTBa U TOCY1apCTBa.

7. HoxymeHT ApxuBHoro ¢houaa Poccuiickoit @eneparuu —

A) MaTepHualbHBIA HOCUTEND ¢ 3aUKCUPOBAHHON Ha HEM MHGOPMAIIMEH, KOTOPBIN
UMeEET PEKBU3UTHI, MO3BOJISIOIINE €0 UAECHTU(UIIMPOBATS;

b) apXuBHBIN JOKYMEHT TOCOBETCKOIO MEPUOJIA;

B) apXuBHBIN JOKYMEHT, MPOIIEAIINN IKCIIEPTU3Y LIEHHOCTH TOKYMEHTOB,
MOCTABJICHHBIM HA TOCY/IAPCTBEHHBIN YUET U MOJIEKAIINN TOCTOSHHOMY
XPaHEHUIO.

8. ApxuBHbIii (PoHT —

A) KOJIJIEKIIUSI apXUBHBIX JJOKYMEHTOB IO OMPEICICHHON TEME;

b) cOBOKYITHOCTh apXMBHBIX JOKYMEHTOB, UCTOPUUECKH HIIN JIOTUIECKU
CBSI3aHHBIX MEXIY COOOM;

B) coBOKymHOCTh apXUBHBIX JOKYMEHTOB, XPAHSIIASICS B OT/IETLHOM apXUBHOM
YUPEKICHHUH.



9. BpemeHHOE XpaHEeHUE apXUBHBIX TOKYMEHTOB —

A) XpaHeHHE apXUBHBIX JOKYMEHTOB B apXUBE OpraHU3allNH;

b) XxpaHeHne apXUBHBIX JOKYMEHTOB JI0 MX YHUUTOXEHUSI B TCUCHUE CPOKOB,
YCTaHOBJICHHBIX HOPMAaTUBHBIMH MPABOBBIMU aKTaMU;

B) xpanenue nokymenToB ApxuBHoro ¢gonaa Poccuiickoit denepannn 6e3
ONpENIEIICHUS CPOKa.

10 .Onucek aen, TOKYMEHTOB, KaK YYETHBINA JJOKYMEHT apXUBa, UCTIOJIb3yeTCs JJIsl —
A) CyMMapHOTo y4eTa apXUBHBIX JOKYMEHTOB U 3aKPEIJICHUS MOPsIKa UX
CHCTEMAaTH3aIH;
b) noucka JOKyMEHTOB JIJIsl UX JAJIBHEHIIIErO UCTIOJIb30BAHMUS;
B) noeMHUYHOTO U CYMMapHOTO y4eTa apXUBHBIX JOKYMEHTOB, 3aKPEIJICHUS
MOPSIAKA UX CUCTEeMaTU3alNK, yU4eTa U3MEHEHUH B COCTaBE U 00BEME ApXUBHBIX
JIOKYMEHTOB.
Tema 2.3. Ucnoab3oBanue IIDBM B ne1onpou3BojacTBe
Tect

I. VYcraHOBUTH MOCIEIOBATEIbHOCTh  KOMIBIOTEPHOM  MOJTOTOBKHU

JIOKYMEHTOB:

HOCJIGI[OBaTeH OTtan IMOATrOTOBKH JOKYMCHTA
BHOCTbH

Pe,l:[aKTI/IpOBaHI/Ie BBCIACHHOI'O TCKCTA

CoxpaHeHne MOATOTOBIEHHOIO IOKYMEHTA B BUJIE (hailsia B
namsitu OBM

Ha6op Tekcra

dopmartupoBanue (0hopmIIeHNHE) KOMIIOHEHTOB TEKCTa

Ileuats IMOATOTOBJICHHOI'O JOKYMCHTA

2. CobiroieHHe YCTaHOBJIEHHBIX B 3aKOHOJIATEIbHBIX aKTaX U HOPMATUBHO -
MeToanYecKuX JokymeHTax Poccuiickoin @enepannu TpeOOBaHUM K JOKYMEHTAM B
X0JI€ UX COCTaBJICHHUS, MOATOTOBKH, NEPENEUYATKH, COIIACOBAHUS, YAOCTOBEPEHUS
— 3TO:

A) pelakTUpOBaHUE TOKYMEHTOB;

b) obopmiienne 1OKyMEHTOB;

B) neuath 1OKyMEHTOB.

3. HaszoBure 1Ba OCHOBHBIX ¢opMara, Ha KOTOPHIX OdOpPMISIOTCS
nokymeHTbl OP /]

A) A5 (148x210 mm); A 3 (297x420 mm)

b) A4 (210x297 mm); A 5 (148x210 mm)

B) A5 (148x210 mm); A 6 (105x148 mMm)

I') A3 (297x420 mm); A 4 (210x297 mm)

4. O6s3aTebHBIN MPU3HAK HA TOKYMEHTE, YCTAaHOBJICHHBIN 3aKOHOM — 3TO

A) uHTEpBaNI

b) pexBuzut

B) nonoxxenue tabynsitopa




I') sm6nema

5. PexkBusur - 3to

A) o0s3aTeNbHBINA MPU3HAK HA IOKYMEHTE, YCTAHOBJICHHBIN 3aKOHOM
b) cucrema noxymeHTanuu

B) ciy>xe6HO€ mosie

I') paGouee moJie

6. PeKBU3UT «BH3a 03HAKOMJICHHS» BBITJISIUT CICAYIONIMM 00pa3oM:
A) cexperaps 1/ @.1.0. 00.00.00

b) ropuct 1/m 00.00.00

B) cexperaps ®@.11.0. 1/ 00.00.00

I') ¢ npukazom oznakomiiex: j/m 00.00.00

7. COBOKYIHOCTb DPACIIOJNIOKEHHBIX B OINpPEAEIECHHON MOCIEA0BATEILHOCTH
PEKBU3UTOB, MPUCYLUIMX  BCEM  JOKYMEHTaM  OIPENEICHHOH  CHUCTEMBI
JIOKYMEHTAIUH - 9TO

A) BBINIHCKA

b) dbopmynsip-obOpaszen

B) 6manx

I') nokymeHT

8. YCTaHOBUTH COOTBETCTBHE MEXKIY (popMaTaMu Oymaru:
®opmat Oymaru:

1. A3

2. A4

3.AS

Pazmep:

A) 210x297 mm

b) 297x420 mm

B) 148x210 mm

9. CtanmapTHbIE pa3Mephl MOJIEH:

A) BepxHee - He MeHee 30 MMm; JieBoe -He MeHee 10 MM; mpaBoe - HE MEHee
15 MmM; HUDKHEE - HE MeHee 20 MM;

b) Bepxnee - He meHee 30 mMM; JieBoe -He MeHee 30 MM; MpaBoe - HE MEHee
10 mMm; HUDKHEE - HE MeHee 40 MM;

B) BepxHee - He menee 20 MMm; JieBoe -He MeHee 20 MM; MpaBoe - HE MEHEE
10 mM; HUKHEE - HE MeHee 20 MM;

I') Bepxnee - He meHee 40 mMM; JieBoe -He MeHee 20 MM; ITpaBoe - HE MEHee

15 MM; HIDKHEE - HE MeHee 25 MM;

10. CumBONIBI U HWHIEKCHI, BHOCHUMBIE B JIOKYMEHT B IIPOILIECCE €ro
MOATOTOBKU U OPOPMIICHUS — ITO:

A) nepeMeHHbIe PEeKBU3UTHI;

b) nponoibHbIE PEKBU3UTHI;



B) nocTostHHBIE PEKBU3UTHI;
') yrnoBbie peKBUBUTHI.

11. PexBu3uTHI n€I9TCA HA:

A) yriIoBBI€ U IPOJOJIBHBIC;

b) nmocrosiHHBIC U TIEpEMEHHBIE;

B) HOpMaTHBHBIE U BEIOMCTBEHHBIE;
I') onHOKpaTHBIE U MHOTOKPATHEIE.

12. CuMBOIIBI ¥ UHICKCHI, HAHOCUMBIE Ha TUIIOBBIE 3arOTOBKU JOKYMEHTOB
(6manku 1 popmbl) TUTIOTPAGCKUM WUITH IPYTHM CIIOCOOOM — 3TO:

A) yrioBbie pEKBU3UTHI;

b) npoionbHBIE PEKBU3UTHI;

B) nocrosiHHbIE PEKBUBUTHI,

I') nepeMeHHbIE PEKBU3UTHI.

13. TpebGoBaHHS K COCTaBy PEKBU3UTOB JOKYMEHTOB, UX O(OPMIIECHHUIO
yCTaHaBIMBAIOTCS:

A) A) MHCTpPYKIMEN TIO I€JIONTPOU3BOJICTBY;

b) nonoxenue 06 apxuBHoM ¢onjne PD;

B) I'OCT P 7.0.97-2016;

[N T'OCT 16.48.7-70;

J1) HEeT mpaBUIILHOTO BapyaHTa OTBETA.

14. Ha3Banue opraHu3anuu, COCTaBUBILEW TOKYMEHT, HA3BAHUE TOKYMEHTA
(MCKJIIOYEHUE COCTaBJISIIOT IMHCbMA), 3arojlOBOK TEKCTa, JaTa, HWHJIEKC, TEKCT,
HOJIIUCH, OTMETKA 00 UCTIOJTHEHUH JJOKYMEHTA U HAIIPaBJICHUHU €ro B JEJI0 — 3TO:

A) yIIIOBbIE€ PEKBU3HTHI;

b) npononbHbIe PEKBU3UTHI,

B) nocTostHHBIE PEKBU3HTHI;

I') nepemeHHbIE PEKBU3UTHI.

15. BapuaHTsl pacnonoXeHus: pEKBU3UTOB:
A) yTiI0BO€ U MPOAOJIBHOE;

b) nmocTosiHHOE 1 IEpEMEHHOE;

B) HopMaTHBHOE 1 BEIOMCTBEHHOE;

I') ropu3oHTaIbHOE U BEPTUKAIBHOE.

CocraBureip C.B. IltakcueBa

(monmuck)




denepanbHOE TOCYIAPCTBEHHOE OFOKETHOE 00pPa30BaTEIbHOE YUPEKICHHE
BBICIIIET0 00pa30BaHMs

«benropoackuii rocy1apCTBEHHBIN arpapHbii yHuBepcuTeT uMeHu B. . ['opuHa»

Kadenpa skonomuku

Tembl pepepaToB

110 JUCUMILIMHE JIOKYMEHTAIIMOHHOE o0ecrieueHHe ynpaBjJeHUus

(HaMMEHOBAaHUE TUCIUTUINHBI)

1. TepMuHONOrUs, UCMOJIb3yeMasi B 00J1aCTU JOKYMEHTAIMOHHOTO
obecrniedyeHus
yIpaBJICHHUS.
. HopmaTtuBHO-MeTOqMUECKas 6aza Jen0npon3BOACTBA.
. [Ipukaznoe nenonpounsBoacteo XV-XVII BB.
. CucreMa MUHUCTEPCKOTO Aenonpoun3BoacTBa XIX-nagana XX
. OcoOeHHOCTH yIIPABJICHUS U IETONPOU3BOJICTBA B COBETCKUE T'OABI.
. YUer KoJm4ecTBa T0OKyMEHTOB.
. Uuopmanmonno-nouckosas cucrema (UI1C).
. IIpaBuna peructpanyy 1 HHIEKCUPOBAHUS TOKYMEHTOB.
9.0pranu3zanys KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB. Buabl KOHTPOJIS.
10. XpaHeHne TOKyMEHTOB.
11. CocTraBineHrue HOMEHKIATYPbI AE.
12. O6mue npaBuia GopMUPOBAHUS JE.
13. DkcnepTr3a HEHHOCTH JOKYMEHTAIbHBIX MAaTEPUAJIOB.
14. Buasl koHGUISHINAIBHON TOKYMEHTAIUU.
15. ®yHKIIMU JOKYMEHTOB: 0011IKE U crienudrUecKue.
16. PexBU3UTHI JOKYMEHTOB: OHITHE PEKBU3UTA, €ETO POJIb B
nokymeHTupoBanuu. llpaBuna odopmieHus: peKBU3UTOB.
17. TpeboBanus k ohopMIIeHHIO THPOPMALIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.
18. OdopmiieHre opraHu3alMOHHO-TIPABOBBIX IOKYMEHTOB.
19. IlpaBuna ohopmiIeHHS paCcTIOPSIAUTEIBHBIX TOKYMEHTOB.
20. TpeOoBaHUS K SI3bIKY M CTHIIIO JIOKYMEHTOB.

OO\ L K~ WD

Kpurepuu oueHku:

- OYeHKa «OMJIUYHOY» BBICTABISIETCS CTYACHTY, TJTyOOKO M HPOYHO
YCBOMBIIIEMY TeMy pedepaTa, YETKO M CaMOCTOSTENbHO (0€3 HaBOASIIMX
BOIIPOCOB) OTBEUAIOIIEMY HA JOMOJHUTENIbHbIE BOMPOCHI MPHU €ro 3alUTe.
Ecnu tema pedepara mMeeT NpaKTUYECKOE 3HAYEHUE, CTYACHT JOJIKEH
OTBETUTH €r0 C TOYKU CHEIHAIUCTA.



- OYeHKa «XOpouwio» BBICTABIAETCA CTYIEHTY, TBEPIO YCBOUBILEMY
MaTepuas, FPaMOTHO U IO CYILIECTBY OTBEYAIOLIEMYy Ha JOIOJHMUTEIIBHBIE
BOIIPOCHI IIPY €r0 3aIUTE W HE JOMYCKAKLIEMY IIPH 3TOM CYIIECTBEHHBIX
HETOYHOCTEH (HETOYHOCTEH, KOTOpblE HE MOTYT OBITh HCIIPABIICHBI
HAaBOJAUIMMH BOIPOCAMH WJIM HE HMEIOT BaXHOTO IPAKTUYECKOTO
3HAYCHUA).

- OYeHKa «y0081emeopuUmenbHO» BBICTABISIETCS CTYAEHTY, KOTOPBIN
IIOKA3bIBACT 3HAHWE OCHOBHOIO MaTepuaja, HO HE 3HAET €ro JeTalew,
JIOTyCKAaeT HETOYHOCTH, HEAOCTATOYHO IMpaBWIbHBIE (OPMYIHUPOBKH,
U3JIaraeT MaTepuall C HAPYLIEHHWEM IIOCIEA0BATEIbHOCTH, OTBEYAET Ha
JOTIOJIHUTENBHBIE BOIPOCHI IIPHU €T0 3aIIUTE C OMOIIBIO WU ITOIIPaBKaMHU.

- OYyeHKka  «HeyO06IemeopuUmenbHO»  BBICTABISIETCd  CTYIEHTY,
KOTOPBIM HE 3HAeT 3HAYMTEIBHOM YacTH H3JlaraeMoro marepuana. He
OTBEYAET (MM OTBEYAET HEBEPHO) HA TOTIOJIHUTEIbHBIE BOIPOCHI.

CocTaBuTenb C.B. IInakcueBa
(moanuice)




denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIET0 00pa30BaHus
«benropoackuii rocy1apCTBEHHBIN arpapHblii YHUBEPCUTET

nmenu B. . 'opuna»

Kadenpa skoHomuku
JesoBas (poJieBast) urpa

«Odhopmnenue Kadposwvlx 0OKymMeHm 06

MeTtoanyeckoe 000CHOBaHHUE 3aHATHSA

Jlnst AMYHOTrO U NMpOo(ECCHOHATIBHOTO CaMOOIIPENEICHHs CTYIEHTOB UCHOJIb3YIOT
pa3zHooOpa3Hble CIOCOOBI U METO/bI, U OJHUM U3 Haubosnee >PQPEeKTUBHBIM, SBISETCS
JIeTIoBast Urpa.

JlenmoBasi Wrpa 3TO LEJEHANPABICHHO CKOHCTPYMPOBAaHHAs MOJENb KaKOro-iu0o
pearbHOro  Tpolecca, HMMUTHpyOUas  HpoQecCHOHANBHYI0  JAEATENBHOCTh U
HampaBlieHHass Ha (OPMHPOBAaHUE M 3aKpeIuIeHHe MNPO(EeCCHOHATBHBIX YMEHUH WU
HaBBIKOB. B 11e110BoO# Urpe BOCIpOM3BOAUTCS NMPO(decCHOHATbHAs 0O0CTAaHOBKA, CXOHAs
TI0 OCHOBHBIM CYIITHOCTHBIM XapaKTEPUCTUKAM C PEATbHOM.

OnmHOBpEMEHHO HapsAy ¢ MPO(PEeCCHOHATFHBIMA 3HAHUSMHU CTYACHTHI IPHOOPETAIOT
CTHEeUUAbHYI0O KOMIETEHIIUIO — HABBIKM CIIEIUAIILHOTO B3aMMOJCHCTBUS U YIPaBICHUS
JTIOBMH, KOJJIETHATBHOCTh, YMEHHE PYKOBOIUTh W MOJYUHATHCS, CIIEJJOBATEIBHO,
JIeNTOBasi UTPa BOCTIUTHIBACT JTJMYHOCTHBIE KAYECTBA, YCKOPSET MPOLIECC COIUATN3AIINH.

JlenoBasi urpa TpeOyeT OT CBOMX Yy4YacCTHHUKOB (OCOOEHHO MJisi TPEroaaBaTelis)
MHTEJUICKTYaIbHOW BBICOTBI M aKTEPCKOTO MacTepCTBa, pa3BUBACT CHOCOOHOCTH
TeHEePUPOBATh HOBBIC UCH, TBOPUECKH MBICIUTh U TPAMOTHO paboTaTh ¢ MHPOPMAIHEH.

B ocHOBe 71e10BOM UTPHI JIC)KUT COBMECTHAS JESITEIFHOCTh MIEaroroB M YJaIixcs,
Onmaromapst KOTOPOH B TpyIIe YCTaHABIMBAIOTCS Oojee Temible M KOHCTPYKTHBHBIC
B3aMMOOTHOILICHHUSI.

CHEHAPUIA JEJIOBOI UTPBI «O®OPMJIEHUE KAJTPOBBIX
JTOKYMEHTOB».

Ilinan «/lesioBast urpa»

Memoouueckaa ueap — «/cionp30BaHuE JIETOBBIX UTP MPU 3aKPEIUVICHUU MaTepuaia Ha
3aHATHSIX Y4€OHOM MPAKTUKI

Tema: OdopmiieHre JOKYMEHTAIUH 10 JINYHOMY COCTaBY

Tema 3anamusa: OtpaboTKa HABBIKOB O(hOPMIICHHS KaJIPOBBIX JOKYMEHTOB

Henu 3anamus:

Oépaszoeamenvnan — CTYJEHTHI CMOTYT OTIpeeNIUTh BU/T JTOKYMEHTA,
MOCJIEZIOBATENIbHOCTh €r0 COCTABJICHUSI, OOBSICHUTH PACIION0XKEHUE PEKBU3UTOB, OLIEHUTh
NPaBUIBHOCTH COCTABJICHUS U O()OPMIICHHUS.

Pa3zeusarowas — cnocoOCTBOBaTh Pa3BUTHIO HATJISIAHO-ACHCTBEHHOIO MBIIUICHHUS,
aHaJli3a U CUCTEMATU3alUU JJOKYMEHTOB.



Bocnumamenvnan — cnocoOCTBOBaTh BOCIHTAHHWIO TO3HABATEIHHOW MOTPEOHOCTH K
00y4eHHI0.
Heooxo0umvle  yuedoHvle mamepuanwi: oOpas3libl  pe3loMe,  KApTOUKU-3aJaHMUS,
KOMITBIOTEP.
IlocneooeamenvHocmo U006 yueOHOU 0eamebHOCHU:

1. JlenoBas urpa.

2. AHanu3 BBITTOJIHEHHLIX 3aJaHUN.
Ilpooonrncumenvnocme 3anamusn: 40 MuH.

IMPOLECC OBYUYEHMUS:

1. CocraButh U 0OpMHUTH JOKYMEHTHI MO JUYHOMY COCTaBY B BHJE
JAeJI0BOM UTPHI.

Kaxxnplil cTyAeHT nojly4aeT KapTOYKy-3aJaHHE C NPOU3BOACTBEHHOM cutryanuein. Ilo
KapTO4KaM-3aJJaHUsIM HE00X0AUMO OIIpeNIEINTh nepeyeHb JIOKYMEHTOB,
COOTBETCTBYIOIIMX MPOU3BOICTBEHHON CUTYaIUH.
C y4yeToM TEOpEeTHYECKMX 3HAHUM M NPAKTHUECKUX HABBIKOB, MPUOOPETEHHBIX B
Te€YeHHE y4eOHOro roja, a TakkKe C yYeTOM WHIMBUIYATbHBIX OCOOEHHOCTEH KaKJ10TO
CTyJZIeHTa Ha KapTouke JaHo AuddepeHupoBanHoe 3aganue. OObsiCHEHUE X0/1a UTPBI U
MIPABUJI BHITTOJTHEHUS 3a/1aHUsI.

HpOI/l3BOIICTBeHHaH CUTyalus

CmupnoBa Mapuna AnekcannpoBHa 15.03.95 roma poxkaeHus Oblia MpUHSITA Ha
paboty nenonpousBoauteneM B KaHuemsipuio OAO «Xummpom», depe3 TpH Mecsiua
nocne okonuanusi IIpodeccuonanproro yumnuma Ne 50 mo cHenuaabHOCTH
«Jlemonpou3BOAUTENbY.

[Tpu nocTynnenuu Ha paboty MapuHa npeicTaBuiia XapaKTepUCTUKY U3 YUUIIHILA.

[Tpopaborana roa, a 3areM ObUTa MEpeBeAeHA CEKpeTapeM HadalbHHKa 1exa NoS.
Uepe3 monroga Obiia KoMaHAMpoBaHa B T. MpKyTCK Ha OJUH MeCSI] HAa KYPCHI
MOBBIICHUS KBATU(UKAIIUHU JJIsI ©3YYCHHS] HOBBIX KOMIBIOTEPHBIX TEXHOJIOTHUH.

3a 100OpoCcOBECTHBIN Tpyn Oblja MpeMUpOBaHA €IMHOBPEMEHHBIM MOOUIPEHUEM B
cymme 10 000 (mecsaTh ThICSAY) pyOJICH.

[IpopaboTaB 5 neT Ha NPEeANPUATHH, YBOJMIACH B CBS3M C IMEPEMEHOM MecTa
JKUATEIIBCTBA.

1.{udpPpepeHniupoBanHOe 3aJaHUE:

1. JJI IepBOTo BapuaHTa — OPOPMUTH XapAKTEPUCTHKY

2. I BTOPOTO BapHaHTa — 3asBJIEHUE U MPUKA3 O IIpHeMe Ha paboTy

3. IS TPEThEro BapuaHTa — 3asiBIICHUE U MIPHUKA3 O MEePEBOe

4. N7 4ETBEPTOTO BapHaHTA — IPUKa3 O MOOIPEHUN

5. I TMSATOrO BapuaHTa — NPHUKa3 O KOMAHJIUMPOBAHMM JUISl TIOBBIIICHUS
KBaJIM(pUKauu

6. JUIA IIECTOTO BapUaHTA — 3asIBJICHUE U NMPHUKa3 00 yBOJIbHEHUHU

7. JJIs IIOJIY4YCHHS OLICHKH «3» - 3asgBIICHHUE O MMPpHUEMC U TICPCBOJIC

2. KoncyabTHpOBaHHe U HA0JII0/leHHE 32 X0/I0M BBINOJHEHHS 32 JaHUS
- [IpoBepka mpaBUILHOCTH COCTaBJICHUS U O(hOPMIICHHUS JJOKYMEHTOB.



- AHanmu3 caMOCTOSITENIbHOM pabOThI CTYACHTOB; AKIEHTUPOBAHHME BHUMAaHHS Ha
0COOEHHOCTH O(OPMIICHUS TOKYMEHTAIUH 110 JUYHOMY COCTaBY.
- AHanu3 paboThI CTYIE€HTOB MO JOCTH/KEHUIO MOCTABICHHON LENH.
- OLieHKa MOJOKUTENbHBIX U OTPULIATEIbHBIX MOMEHTOB.
2. Peduekcus
- IlpoBepka mNpPaBUIBHOCTH BBINOJHEHHUS 3aJaHUsl OCYLIECTBISECTCS IIYTEM
KOJUIEKTUBHOTO OOCYKJIEHUS M IyTE€M NPOBEPKU IMPABUIBHOCTH OTBETOB C MOMOIIBIO
ATAIOHOB-00PA3I0B JOKYMEHTOB.
O0pa3ubI-3TAT0OHBI JOKYMEHTOB /IJIl CAMOCTOSITE/IbHOM MPOBEPKU CTY/AEHTOB:

Oobpazey-Imanon 011 nepeozo eapuanma

MMHUCTEPCTBO OBPA30OBAHN UPKYTCKOM OBJIACTH
I'OCYJAPCTBEHHOE ABTOHOMHOE ITPO®ECCHUOHAJIBHOE
OBPA30OBATEJIbHOE YUPEXJIEHUEMPKYTCKON OBJIACTU
«SAJAPUHCKHI ATPOITPOMBIIJIEHHBIN TEXHUKYM>»
T'AIIOY UO «3AIIT»

666321 Upkyrckas o0i1., n. 3anmapu, yi. MaTtpocosa, 3,
ten. (839552) 2-30-20, daxc (839552) 2-30-20

XAPAKTEPUCTUKA
25.06.2012 Ne 135

CmupnoBa Mapuna AnekcanapoHa 15.03.95 roma poxaeHusi, obpazoBaHue
HavanbHOe npodeccuonanbHoe: B 2012 rony oxonuunna Ilpodeccuonansuoe yunnuie No
50 o cnenuaibHOCTH «/leTonpon3BOAUTENbY.

B yunmnmume Mapuna oGydanack ¢ 2011 mo 2012 Ha AHEBHOM OTHAEICHHUH B
rpynne Ne 23. 3a BpeMsi 00yyeHuUs: HEOJTHOKPATHO Harpa)<jajach rpaMOTaMu 3a yCHeXu
B yueOe U aKTUBHOE y4acTHE B )KU3HH YUWIIHIIIA.

3a mepuonm oOydeHuss B yumiuiie MapuHa TposiBIIIa  ce0s  Kak
rpaMOTHas,BHUMATENbHAs, OYEHb JIOOPOCOBECTHO OTHOCsIIascs K ydebe aeBymika. [1o
pe3yabTaTaM MPOMEXYTOUHBIX aTTECTAIlMi MOKa3bIBajla TOJIBKO XOPOIIUE W OTIUYHBIC
pe3ynbTaThl. [  Hee  XapakTepHO  MBITJIMBOE  M3YYEHHE  BCEX  IMPEIMETOB,
UCII0JIb30BAHKE JIOMOJTHUTENBHON  JIUTEPATypBhl, CaMOCTOSITEebHAsA  TOATrOTOBKA
WHTEPECHOTO U MO3HAaBaTEIbHOI0 MaTepHraia K Hanbonee TpyaHsiM TemaM. OHa Bceraa
JIOOPOCOBECTHOBBITIONIHSIIA JIOMAITHEE 3aJaHue, MPOSBISLIA aKTUBHOCTH HA 3aHATHSIX,
aKKypaTHO oopMJIsiIa KOHCHEKTHI MO BceM mpeameraM. Hukorja He omasnabiBana Ha
3aHATHS, HE UMeNa TMPOMYCKOB 0€3 YBaXHUTENbHBIX MPUYMH. BHEmHWN BUJ - Bcerna
omnpsiTeH. BexnuBa ¢ mpenoaaBaTeasiMu, APY>KECKHUE OTHOLIEHUS CO CBEPCTHUKAMU.

Ha ocHOBaHMM  BBIIIEU3IIOKEHHOTO, CYUTaeM, 4Yro MapuHa  MOXeT
YCTEIHOPa00TaTh JEIOMPOU3BOIUTEIEM, TaK KaK 00JagaeT HEOOXOAUMBIMU JTHIYHBIMU
KauecTBaMHu U MPOo(PeCcCHOHATHHBIMU HaBBIKAMH.

HupekTop MOJITUCH A.B. Ko3zpmun
Macrtep rpynmisl IOJATIUCH M.M. Cmonsik

M.IL



Oépaszeu-Imanon 011 6mopozo eapuanma

Hupextopy OAO «XuMmpom»
[TerpoByA.M.

CmupHoBoOit Mapunbl AJleKCaHIPOBHbI
MPOKUBAIOLIEH O aapecy: 666321

. 3anapw, yJj. 3aBojickas, 1. 8 KB. 12

3ASBJIEHUE
[Tpoury nmpuHSATH MEHS Ha paboTy Aenonpou3BoauTeseM BkaHuensputo ¢ 01.10.2012.

25.09.2012noanuch

Oopazey-I3manon 0na 6mopo2o eapuanma
OAO «Xummnpom»

ITPUKA3

30.09.2012Ne1280k
r. Casguck

O npueme Ha paboTy

[TPUHAT:

CmupHoBy MapuHy AneKcaHJIpoBHY Aenonpou3BoauTesneM B kanuensputo ¢ 01.10.2012
Ha TIOCTOSTHHYIO paboTty. Omuiata Tpyza corjiacHO IITaATHOMY PaCIUCaHUIO.

OcHoBanue: nuuyHoe 3asiBieHne CmupHOoBOMM.A. oT 25.09.2012 ¢ Bu30li HavalbHHUKA
otaena kaapos M.B.MBanoBa.

Hupexrop noanuck A.M.Iletpos

C npukazoM o3HakomiieHa noanuch M.A.CMupHOoBa
01.10.2012



Ooépaszey-Imanon 011 mpemwvezo 6apuanma

Hauanpnuky kaHuenspuu
MuxaitnosontA.I1.

3ASBJIEHUE

[Ipomry Bac mepeBecT MeHs AEIONPOU3BOIUTENS KaHIEISIPUUCEKPETapeM
HayanbHuka 1exa Ne 5 ¢ 10.10.2013 B cBg3U ¢ BakaHCHEN.

HenonpousBoautens noanuch M.A.CMupHOBa
05.10.2013

Obpa3zey-Imanon onampemoveco eapuaHma
OAO «Xummnpom»

[TPUKA3
06.10.2013Ne 1380k
r. CastHCK

O nepeBojie

[TEPEBECTMU:

CmupHoBY Mapuny AJekCaHIpPOBHY JAEJIONPOU3BOJUTENSI KAHUEISIPUU CEKpeTapem
HayanpHUKaA 11exa Ne 5 ¢ 10.10.2013 Ha mocTosiHHYIO pabdoTy. Ormata Tpyaa COTJIaCHO
ITATHOMY PaCIUCaHHUIO.

OcHoBanue: nuuHoe 3asaBieHne CmupHoBoM.A. ot 05.10.2012 ¢ Bu30#i HauanbHUKA
uexa Ne 5 [TpoxoposaC.C.

Hupexrop noanucs A.M.Iletpos

C npuxa3zoMm o3HakomiieHa noanuch M.A.CMmupHoBa
07.10.2013



Oopazey-Imanon 01a uemeepmozo eapuanma
OAO «Xumnpomy»

[TPUKA?3
05.03.2014Ne 550k
r. Caguck

O noouipenun

3a 1oOpocoBecTHOE OTHOIIICHHE K paboTe U B IPEABEPHUH Mpa3IHUKa § MapTa
[TOOUIPUTH:

CvupHoBy MapuHy  AJIeKCaHIPOBHY CeKpeTaps HadalbHMka 1exa Ne 5
eAMHOBPEMEHHBIM Bo3HarpaxaeHueM B cymme 10 000 (mecsth ThicSd) pyOIIeit.

Hupexrop noanuce A.M.Iletpos
['n. Oyxranrep noamnuck 3.1. Bacuna

Oopazey-Imanon 0na namozo eapuanma
OAO «Xummnpom»

[TPUKA3
10.04.2013Ne 1120k
r. Casguck

O KOMaHIMPOBAHUM COTPYAHHKA

J171s1 moBBINICHUS KBaTU(PUKALIUH

KOMAH/INPOBATD:

CmupHoBy Mapuny AnekcaHJIpoBHY, cekpeTaps HadaibHUKa 1exa Ne 5 B MpkyTckuit
MOJIMTEXHUYECKUN  YHMBEPCUTET HAa KYypChl HM3YYCHHS HOBBIX KOMITBIOTEPHBIX
texHousioruii ¢ 15.04.2013r. mo 15.05.2013.

Omnata Tpy/Ja 1 KOMaHIUPOBOYHBIX pacxooB corjacHo cT. 168 K3oT.

Hupexrop noanuce A.M.Iletpos
['n. 6yxranrep noanuce 3.M. Bacuna

C npuxazom
o3HakomJieHa noanuck M.A. CmupHoBa

10.04.2013



Oopazey-Imanon 0na uiecmozo sapuanma

Hauvaneauky nexa Ne 5
[TpoxoporyC.C.

3ASBJIEHUE

[Ipomry yBOIMTE MEHs MO COOCTBEHHOMY ejaHuto ¢ 25.11.2016 B cBsA3u ¢ mepeMeHon
MeCTa KUTEIhCTBA.

Cexperapp noanuck M.A. CMmupHOBa
11.11.2016

Oopa3zey-3manon 013 uiecmoz2o eapuanma
OAO «Xummnpom»
I[TPUKA3
24.11.2016 Ne 1430k

r. CastHCcK

OO0 yBOJIbHEHUH

YBOJIUTD:

CmupHOBY Mapuny AjekcaHIpoBHY cekpeTapsi HadanbHuKa mexa Ne 5 ¢ 25.11.2016.
OcHoBanue: muuHoe 3asBieHue CmupHoBo ML.A. ot 11.11.2016 ¢ BHU30M HayaldbHHUKA
uexa Ne 5 [TpoxoposaC.C.

Hupexrop noanucs A.M.Iletpos

C npukazom o
3HaKkomiieHa noanuch M.A. CMupHoBa
25.11.2016

CaMocTosTenpHass padoTa CTYACHTOB II0 COCTABJICHHIO M O(OPMIICHHIO KaJIpPOBBIX
JIOKyMEHTOB OIICHHBACTCS:

3a MPaBUJILHBIA KOMITJIEKC UCIIOJIb3yEMBIX PEKBU3UTOB — 5 0aJlIoB;

2 ommOku — 4 6aia; 3-4 ommoOku — 3 Oajia.

- AHanu3 paboThI y4JaIuXxcsl M0 TOCTHKCHHIO MOCTABICHHOM TICITH.

- O1ieHKa MOIOXKHUTEIbHBIX U OTPHUIIATEIbHBIX MOMEHTOB.

- OOBSBIICHUE OIICHOK U KOMMEHTAPHH K HUM.

- Y6opka pabouero mecra.

CocTaBuTenb C.B. Ilnakcuesa
(momnuce)




Bomnpocs! k 3k3amMeny
10 JucuuIuiMHe «/JlokyMeHTanHoOHHOoe o0ecniedeHne ynpaBJaeHUus»

JUISL CTYZICHTOB (paKyJbTeTa CpeHero npodeccuoHanbHOro 00pa3oBaHusl,
cnenuaibHocTh 38.02.01 DkoHOMUKA U OyXTaTepcKuil yueT (6a30BbIi
YPOBEHB)

HcTtopust pa3BuTHs Aenonpou3BoicTea B Poccun

Oco0eHHOCTH OpraHU3alMA COBPEMEHHOTO JEIONPON3BOACTBA B PD

['ocynapcTBeHHOE peryIMpoBaHue IEJIONPONU3BOICTBA B PO

PekBU3UTHI JOKYMEHTOB, MpaBuia 0OPMICHHUS

bnanku 10KyMEHTOB, BUJIbI OJIaHKOB

dopmysip-obpazel] OpraHu3aMOHHO-PACHIOPSAUTEIFHOTO JOKYMEHTA

FOpuanyeckas cuna 10KyMeHTa

Tunonorust TOKyMEHTOB

. O6mmue TpeboBaHMs K COCTABICHHUIO U 0(OPMIICHHUIO IOKYMEHTOB

10 TpeboBaHus K COCTABICHUIO U OPOPMIICHUIO OPTaHU3ALMOHHBIX JOKYMEHTOB

11. PacniopsauTenbHbIe IOKYMEHThI

12. Ponb  u  3HaueHWe  UHQPOPMAIIMOHHO-CIIPABOYHBIX  JOKYMEHTOB B
yIpPaBJIECHYECKON JAESITEIbHOCTH.

13. IlonsTre, 3HaUeHUE U KIaccU(UKALUA KaJPOBOM TOKyMEHTAIUN

14. TTopsAoK MOATOTOBKH U 0(OPMIIEHHS TOKYMEHTOB 110 MPUEMY Ha padoTy.

15.TTopsAmok NOATOTOBKU M 0(hOPMIIEHUS TOKYMEHTOB IIPU MEPEBOIC PAOOTHHKA.

16.1Topsimox MOATOTOBKU M 0(OPMIICHHUS TOKYMEHTOB MPH YBOJLHEHUN PAOOTHHUKA.

17.0dopmiieHne TOKyMEHTOB TP B3bICKAHUSAX U TIOOIIPEHUSX.

18.JInunas kapTouka pabOTHHKA.

19.TpynoBoii 1OroBOp: MOHATHE BUABI  TUTIOBAsI CTPYKTYpA.

20.TpynoBasi KHUKKA: TIOHATUS U TPeOOBaHMs K 0(hOPMIICHUIO.

21. KomruiekToBaHME TUYHOTO JeNa.

22.Bujbl TeHEeKHBIX U (PMHAHCOBO-PACUYETHBIX JIOKYMEHTOB.

23.0c00eHHOCTH cOCTaBIeHUS U 0OPMIICHHSI ICHEKHBIX U (DMHAHCOBO-PACUETHBIX

JIOKYMEHTOB.

24. JloroBop: IOHSTHE, BUbI, TUTIOBAsI CTPYKTYpa.

25.JlokymeHTbI, OGOPMIISIIOIINE  TOPSJIOK  PACCMOTPEHUSI  CIIOPOB  MEXKIY

IOPUANYECKUMHU JIUL[AMH.

26.VckoBoe 3asBieHue: TpeOOBaHUS K 0(hOPMIICHUIO M OCOOCHHOCTH OT3hIBA.

27. JIoKyMeHTOO0O0POT: MIOHATUE,  OCHOBHBIE  XapAKTEPUCTHKHU. O0beM

JIOKyMEHTOO00pOTa.

28.JI0KyMEHTONOTOK: TIOHSITHE U BUJIBI.

29.TexHonorust pabOThI ¢ BXOASIIMMH JTOKYMEHTAMH.

30.TexHosorust paboThI C JOKYMEHTAMH.

31.HcnonHeHue 1 KOHTPOJIb 33 UCIIOJIHEHUEM JJOKYMEHTOB.

32.IlonsTre HOMEHKNATYPHI Jel. Buibl HOMEHKIIATYpBI A€TI.

33.®opmMupoBaHH€e U XpaHEHUE JIeT B JIETOMPOU3BOICTBE.

34.OkcnepTr3a HEHHOCTH JOKYMEHTOB

35.IloaroroBka Jien K caaye B BEJOMCTBEHHBIN apXUB

©Co~NoakwhE



36.KomnbroTepuzaiius 1e10npor3BOICTBA HA IPEANPUSTHH

37.Bunel  oOpailieHus TpakIaH: NPEIJIOKECHMs, 3asBICHUS, JKaJloObl, HX
OTIpeIeIIeHNs] M TPEOOBAHMUS K COCTaBJICHHIO.

38.JI0KyMEHTBI JIMTUHOT'O XapaKTepa.

39. YHu}UKaIWs U CTaHIapTH3AIMS B JEIOMPONU3BOICTBE.

40.Conepxkanue u obnacte npumenenus ['OCT P 7.0.97-2016 «Cucrema
CTaHIapTOB M0 uHMOpManuu, OUOTMOTEYHOMY U H3JATCIBCKOMY JEy.
OpraHu3armoOHHO-PaCTIOPAIUTETbHAS JTOKyMEHTAITHS. TpebGoBanus K
O0(OPMIICHUIO TOKYMEHTOBY.

Kpurtepun onenku:

OTMeTKa «OTIAMYHO» - CTYIEHT, IIyOOKO M MPOYHO YCBOWJ IPOTrPaMMHBINI
MaTepHuall, UCYEPHBIBAIONIE, MOCIEA0BATENIbHO, TPAMOTHO M JIOTHYECKH CTPOMHO
€ro u3JIaraeT, B OTBETE YBSI3BIBAETCS TEOpPUS C NPAKTUKON, OH IIOKa3bIBACT
3HaKOMCTBO C MOHOTpaUyecKol JUTEpaTypol, NpPaBUIBLHO OOOCHOBBIBAET
peuIeHue 3a1a4u.

OTMeTka «XOpolo» - CTYIAEHT, TBEPJAO 3HAET MPOTrpaMMHBIIM Marepual,
IPaMOTHO M 1O CYLIECTBY M3JIarae€T €ro, HE JONYCKAaeT CyIIECTBEHHBIX
HETOYHOCTEH B OTBETE HA BOIPOC, IPABUIBHO IPUMEHSET TEOPETUYECKUE
IIOJIOKEHUS TIPH PELICHUH PAKTUYECKUX BOIIPOCOB U 3a7au.

OTMeTKa «yIOBIETBOPUTEIBHO» - CTYACHT 3HAET TOJbKO OCHOBHOM
MaTepuan, HO HE YCBOWJI €ro JeTajei, JOMyCKaeT B OTBET€ HETOYHOCTH,
HEJOCTAaTOYHO TMPABWIBHO (OPMYIUPYET OCHOBHBIE 3aKOHbl U IpPaBHIIA,
3aTPyAHSIETCS B BBIIOJHEHUU TPAKTUYECKUX 3a]1a4.

OTMeTKa «HEyIOBIETBOPUTEIIBHO» - CTYJIEHT HE 3HAET 3HAUUTEIbHON YacTH
IPOrpaMMHOr0 MaTepuaa, J0MyCKaeT CYLIECTBEHHbIE OIUOKH, C 3aTPyAHEHUSIMU
BBIIIOJIHAET IPAKTUYECKHE 3aJaHMSL.

CocraBuTtenb C.B. IInmakcueBa

(monmuck)
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