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I. HACITIOPT ®OHJA OHEHOYHBLIX CPEJACTB

1.1 O6aacTh NpUMEHeHus

@oH/ OLEHOYHBIX CPEACTB NpPEAHA3HAYEH MJIi KOHTPOJIS M OLIEHKH O0pa3oBaTeIbHBIX
JOCTIDKEHUH  00y4aroImMXcsi, OCBOMBIIMX mporpammy  ydyeOHoW  mucrmminasl — OI1.02
«JlOKyMEHTallMOHHOE M IPaBOBOE OOECHEUEHUE YIPaBICHUS» CPEIHEro MpodecCHOHAIBHOIO
00pa30BaHUs B MpeJieNax.

VYyeOHast IUCIUIUTNHA, B COOTBETCTBHHU C YU€OHBIM IUIAHOM 3aBepliaeTcs AudQepeHInpoBaHHBIM
3a4€TOM.
KommiekT KOHTpPOJIBHO-OLEHOYHBIX CPEICTB MpeJHa3HaueH A MPOBEPKH Pe3yJIbTaToB
ocBoeHust AuciUIUIMHBL OI1.02 «JloKyMeHTaIlMOHHOE W MPAaBOBOE OOECIeUeHHEe YMPABICHUS» B
YacTH OBJAJICHU CIETYIOIMMH 3HAHUSAMHU, YMEHUSAMU:

B pesynbrare 0CBOCHUS AUCHUILTUHBI 00YYAIONIUICS OKEH

yMmeTb: OQGOPMIIATH JOKYMEHTAllMIO B COOTBETCTBHM C HOPMAaTHBHOW 0a30i, HCIONB3Ys
UH(POPMALIMOHHBIE TEXHOJIOTHH;

OCYIIECTBIISATh aBTOMATU3AINI0 00PabOTKH IOKYMEHTOB;

YHUDUIUPOBATH CUCTEMbI TOKYMEHTALIUY;

OCYIIECTBIIATh XPaHEHUE U TIOMCK JJOKYMEHTOB;

OCYILECTBIISATH ABTOMATU3aLIMI0 00pabOTKH JOKYMEHTOB;

HCTIONIb30BATh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIIOTHH B 3JIEKTPOHHOM JTOKYMEHTOOOOPOTE.

3HATh:

HOHSTHE, LIEJIN, 3a]]a9H U TIPHHIUITBI IeTIONPON3BOICTRA;

OCHOBHBIC MOHATHUS JOKYMEHTAI[MOHHOT'O 00ECTIC€YCHHUS YIIPABICHHUS;

CHCTEMBI JJOKYMEHTAIMOHHOTO 00ECIICYCHUS YIIPaBICHHUS;

KJIAaCCHU(PUKAIIUIO TOKYMEHTOB;

TpeOOBaHMS K COCTABICHUIO U 0()OPMIICHHIO JOKYMEHTOB;

OpraHu3alfio JIOKYMEHT0000poTa: mpHeM, O0O0padOTKy, PpEerucTpanuio, KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYpy 1€l



II TPOOEAYPA U METOJUKA KOHTPOJIA YCIIEBAEMOCTH U
OINIEHUBAHMUS PE3YJIBTATOB OCBOEHUS ITPOI'PAMMBI IMCHUIIJINHBI

2.1 Ilepeyenb KommneTeH Ui, GopMHPYEeMBIX B IpoLecce N3y4YeHHUs M CIUIIIMHBI
OI1.02 «/lokyMeHTAIIMOHHOE U NPABOBOe o0ecneyeHne yIpaBJaeHHus»

@DOoH/1 OLICHOYHBIX CPEJICTB IMO3BOJIAET OLIEHUBATH TAK)KE OCBOCHHUE YaCTH CJIEYIOIIUX
00IIKX U TPOeCcCHOHATBHBIX KOMIIETEHIINH, INYHOCTHBIX Pe3yJIbTaTOB:

OK 01. BeiOupare cmocobsl pemieHus 3amad  npodecCHOHATBHON  JIEeSITEIBHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonws3oBaTh COBpPEMEHHBIE CpEICTBAa MMOKMCKA, aHalnM3a M HMHTEpPHpETaluu
uHpopMauu U HMH(POPMAIMOHHBIE TEXHOJIOTUM [UIS BBIOJHEHHS 3a7ad MpodecCHOHATbHOU
NEeSITEIbHOCTH;

OK 03. I[lnanupoBaTh U peaIM30BHIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE U JIMYHOCTHOE
pa3BUTHE, MPEANPUHUMATEILCKYIO NEATEIbHOCTh B MpodeccuoHANbHON cdepe, HCIOIb30BaTh
3HaHUS MO0 (PMHAHCOBON 'PAMOTHOCTH B PA3ITUYHBIX )KU3HEHHBIX CUTYAIHIX;

OK 04. DddexTrBHO B3aUMOICHCTBOBATH U pabOTaTh B KOJUICKTUBE U KOMAaH/IE;

OK 05. OcymiecTBasTh YCTHYIO M NHCbMEHHYI0 KOMMYHHUKALIMIO HA TOCYAAPCTBEHHOM SI3bIKE
Poccutickoit deneparuu ¢ y4eToM 0COOCHHOCTEH COIMAIbHOTO M KYJIBTYPHOTO KOHTEKCTA,

OK 06. IIposiBiATh rpaskJaHCKO-NATPUOTUYECKYIO MO3UIMIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBE/ICHHE Ha OCHOBE TPATUIIMOHHBIX OOLIEYEIOBEYECKUX ILIEHHOCTEH, B TOM YHCJIE C yYETOM
rapMOHHU3ALUN MEKHAIMOHATIBHBIX W MEXPEIUTHO3HBIX OTHOLICHUH, NPUMEHATh CTaHIapTh
AHTUKOPPYILUOHHOTO MOBEICHNUS;

OK 07. ConeiicTBOBaTh COXpaHEHUIO OKPYKAIOLIEH cpelibl, pecypcocOepeKeHnI0, TPUMEHSTh
3HaHUS 00 W3MEHEHHHM KIWMMara, TMPUHIUIBI OEPEeKIUBOrO TMPOU3BOJCTBA, 3PGHEKTUBHO
JIEWCTBOBATH B YPE3BbIUYAMHBIX CUTYALIUAX;

OK 08. Hcnonp3oBaTh cpeAcTBa (DU3WYECKON KYJIBTYPBI JJISI COXpPAaHEHUS U YKpEIJICHUS
3I0pOBbsI B TIporiecce MpohecCHOHATBHON NESTEIbHOCTH M MOAJIEPKaHUI HEOOXOIUMOT0 YPOBHS
buznyecKoil MoAroTOBIEHHOCTH;

OK 09. Ilonb3oBarbcsi mpoecCHOHATBPHOW JOKyMEHTAalMed Ha TroCylapCTBEHHOM H
MHOCTPAHHOM SI3bIKAX.

[1K 1.1. BeimoaHsATh BBOJ M 00pa0OTKY TEKCTOBBIX JaHHBIX.

[1K 1.2. Bemmonsate npeoOpa3oBaHue JaHHBIX, CBSI3aHHBIX C H3MEHEHUSIMHU CTPYKTYPHI
JIOKYMEHTOB.

[1K 1.3. BemonsATh pa3MeTky U (opMaTUpOBaHUE TOKYMEHTOB PA3JIMYHbIX (POPMATOB.
I1K 1.4. KonBepTupoBaTh aHAJIOTOBHIE TaHHBIC B IU(POBHIC.

[IK 1.5. BIMOTHATE TOATOTOBKY HU(POBBIX JaHHBIX AJIs JalIbHEHIIeH 00paboTKu 1
apXUBUPOBAHMS.

[IK 1.6. ®opmupoBaTh 3a1pOCHI IS TOTyYeHHUs HH(popMauy B 6a3ax JTaHHBIX.

[1K 1.7. BeImoaHATE onepanuu ¢ 00beKTaMu 0a3bl JaHHBIX.

[IK 2.1. CtpykTypupoBaTh HH(POBbIC JaHHBIE JIs MYOIUKAIIUH.

[1K 2.2. PazmemaTs 1 0OHOBIIATH HHPOPMAITMOHHBIN MaTepUall Yepe3 CUCTEMY YIIPaBICHUS
KOHTEHTOM.

[1K 2.3. YcranaBnuBaTh U pa3rpaHUYMBATh MpaBa IOCTYIIA K pa3jesiaM Beb-pecypca.
[1K 2.4. Cobupatb CTaTUCTHKY IO pe3yibTaTaM paboTsl BeO-pecypca.

KoHuTposibHble 3a7aHusl BKIIOYAIOT TEOPETHYECKHE BOIPOCHI M pelIeHHe 3aaayu (mpu
HaJIMYMK) B BHUOEC KpaTKod (HOPMYIHPOBKH ACUCTBUHM (IEATENBHOCTH), KOTOpBIE CIEAYEeT
BBITOJIHUTb, UM ONIMCAaHUE PE3YJIbTaTa, KOTOPBIM HY>KHO IIOJYyUYHUTh.

[IpomexxyTouHasi  aTTecTalysi OCBOCHMSA  JTUCIHMIUIMHBI  HPOBOJUTCA B (opme
b depeHIIMPOBaHHOTO 3auéTa, KOTOPBIN MpecieyeT 1edb OLIEHUTh OCBOCHHE 00pa30BaTeNIbHbIX
Pe3yNbTaTOB MO AUCUUIUIMHE. Y CIOBUSAMU JonycKa K quddepeHIMpOBaHHOMY 3aUéTy SBISIOTCS
MOJIOKUTEIbHBIE PE3ybTaThl TEKYLUIUX aTTECTAllMi W BBINOJIHEHHbIE pedepaTbl, KOHTPOJIbHBIE,
CaMOCTOSITENIbHBIC U TPAKTHUECKUE pabOThI 110 BCEMY KypCy YUeOHON AUCITUTITUHBI
2.3 O0mas npoueaypa U CPOKHU NPOBeACHUS OLEHOYHBIX MEPONIPUATHIA

OnenuBanue  pe3ynpTaToB  oOyueHHst ~ oOywaromuxcs — no  gucnumianae  OI1.02
«/lokyMeHTallMOHHOE W TMpaBoBO€ OOECNeUYeHHE YMIPABICHUSN» OCYIIECTBISETCS IO PErjiaMeHTy
TEKYIEro KOHTPOJIS U IPOMEXKYTOYHOM aTTeCTalUU.



Texymumii KOHTPOJIb B CEMECTPE MPOBOJIUTCS C IENBI0 00eCIeueHUs] CBOEBPEMEHHOM 00paTHOM
CBSI3M, JUIS KOPPEKIMH 00YUEeHHUsI, aKTUBH3AI[H CAMOCTOSATEIbHON PabOThl 00yUYaIOLUXCSl.
Texymuii KOHTPOJIb OCYHIECTBISIETCA JBa pa3a B CEMECTp IO KaJeHAapHOMY Trpaduky
y4eOHOro mpoiiecca B paMKaXx MPOBeIeHUsI KOHTPOJIbHBIX TOUEK.

DOopMBbI TEKYIIETO0 KOHTPOJIS 3HAHMIA:

- YCTHBIU OIIPOC;

- MIUCbMEHHBIN OIpPOC;

- TECTUPOBAHME;

- BBIMOJIHEHHE U 3alIUTa MPAKTUIECKUX

pabor;

-BBINOJHEHUE MTPAKTUYECKHUX 3a1aHUH,

- HalMCaHue JOKJIAJ0B

- peeparos;

- KOHTpOJIbHAs paboTa.

[TpopaboTKka KOHCIEKTA JICKIIUH U y4eOHOM JIUTEepaTyphl OCYIIECTBIISICTCS O0YyJarOIIMMUCS B
TE€YEHHE BCEI0 CEMECTPA, IIOCIIE U3yUEHUSI HOBON TEMBI.

3ammra MPaKTUYECKHX MPOM3BOAUTCS OOydalomMMCs B JIGHb WX BBINOJIHEHUS B
COOTBETCTBUU ¢ TMaHoM-TpadukoM. [IpenonaBatens NpoBepsieT NPABUIBHOCTH BBIMOJIHEHUS
NPaKTUYEeCKOM paboThl O0O0ydYalOMIMMCS, KOHTPOJUPYET 3HaHHE OOYYaroIUMCS MPOHAEHHOTO
MaTepuaia ¢ TOMOIIbIO KOHTPOJIBHBIX BOIIPOCOB MU TECTUPOBAHMUSI.

OneHka KOMIIETEHTHOCTH OCYILECTBISIETCS CIEAYIOIMM 00pa3oM: IO OKOHYaHHH
BBITMIOJTHEHUS 3ajaHus 00yJaromuecs: opOpMIISIIOT OTYET, KOTOPBIN 3aTeM BBIHOCUTCS Ha 3aiuTty. B
npoliecce 3alUThl BRIABISAETCS HH()OPMAIIMOHHASE KOMIIETEHTHOCTh B COOTBETCTBUH C 3a/laHUEM Ha
NPaKTUYEeCKOH paboThl, 3aTeM IpenojaBaTeleM HaeTcsi KOMIUIEKCHAs OILIEHKA JeSTeIbHOCTU
CTyJEHTA.

Bbicokyro OIeHKy mnojy4aroT oOydarommecsi, KOTOpble NpU MOATOTOBKE Marepuana s
CaMOCTOSITENIbHOW paboTBhl CyMelIH CaMOCTOSITENIbHO COCTaBUTh JIOTHUECKHH IUIaH K TeMe U
peanu3oBaTh €ro, coOpaTb JOCTaTOYHBIA  (pakTHUeCKWil  MaTepuas, I[OKa3aTb  CBS3b
paccMaTpuBaeMoil TeMbl C COBPEMEHHBIMH MpobieMamMi HayKH M OOIIECTBA, CO CHEHATbHOCTHIO
CTYICHTAa U KaKOB aBTOPCKHI BKJIaJ B CUCTEMATH3AIHIO, CTPYKTYPUPOBAHUE MaTEpUaa.

OneHka KayecTBa TIOATOTOBKM Ha OCHOBAaHMM BBIMOJHEHHBIX 3aJaHUN  BEAETCS
npenoaaBaressiM (¢ 0OCYXJICHHEM pe3yJbTaToB), Oalllbl HAYUCISIOTCS B 3aBUCHMOCTH OT
CJIOKHOCTH 3aJJaHUsl.

Jlns onpenenenns GakTHUECKUX OLIEHOK Ka)JI0ro MOKa3aTelsl BHICTABISIIOTCS CIEAYIONNE
OaIB

dakTrueckue O6aIbl 32 OTBET Ha TeopeTnueckuii 610k — ot 0 1o 50 6aymoB

[MoxroroBka u yyactue B mpakTHUecKux 3aHATUsAX — oT 0 1o 30 6amos.

[MoaroroBka moxmana u npezentauu — ot 0 1o 20 Gaos.

OOyuaromuecs, MPOIYCTUBLINM 3aHATHS U HE OTBETUBIIUM I10 TEMaM 3aHATUH, OOLIHI
6aJu1 o TeKyIIeMy KOHTpOIIIO cHukaeTcst Ha 10% 3a KaXkbpIi yac MpoIrrycka 3aHATUH.

OOyuvaromumcs, TPOSBUBIIKUM aKTUBHOCTh BO BpeMS MPAKTHUECKUX 3aHATHH, 001U 6ast
0 TEKYIIEMY KOHTPOIIIO MOXKET ObITh yBenudeH Ha 10-15%.

OrneHka KayecTBa MOATOTOBKH 10 pe3y/IbTaTaM CaMOCTOSITEIbHON paboThl 00yJarouXcs
BEJIETCS:

1) mnpenomaBaTeneM — OIEHKA TIYOWHBI TPOpPabOTKH Marepuana, palHOHAIBHOCTh H
coJiepKarenbHas EMKOCTh MPECTABICHHBIX MHTEIICKTYAIBHBIX MMPOJYKTOB, HATMYME KPEaTHBHBIX
AJIEMEHTOB, MOATBEPKAAIOIINX CAMOCTOATENBHOCTD CYXACHUN 110 TEME;

2) Tpymnmoi — B XxoJe 00CyKACHUS MPEACTABICHHBIX MaTEPUAIIOB,;

3) CTYAEHTOM JUYHO — ITyTeM caMOaHalln3a JOCTUTHYTOTO YPOBHS IOHUMAHUS TEMBbI

WToroBelil KOHTPOJIb OCBOEHUS YMEHUS M YCBOCHHBIX 3HaHUM qucuuruinHel OI1.02
«OCHOBBI JIEJIOTIPOU3BO/ICTBA» OCYIIECTBISIETCS MyTeM aAuddepeHnpoBaHHOrO 3aueTa. Y CJIOBUEM
nomnycka K AuddepeHIMpOBaHHOMY 3a4eTy SIBJSETCS IMOJIOKHUTENbHAs TEeKylas aTrTecTanus Mo
BCEM MPAKTUYECKHMM paboTaM y4eOHOH AMCUMIUIMHBI, KJIIOYEBBIM TEOPETHYECKHM BOIPOCAM
JUCIUTUIAHBI.

B konue cemectpa npoBoautcs auddepeHInpOBaHHbBIN 3a4eT [0 BOIIPOCaM MO BCEM
MPONJECHHBIM TEMaM.



2.3.1. KOHTpPOJIbHO-0LIEHOYHbIE MATEPHUAJIBI 11l IPOMEKYTOUYHON aTTeCTAllUN
1o y4eOHOM QU CHUINJINHE

[TpomesxyTouHas aTTecTanus NpOBOIUTCA B (POpME TECTOBOTO 3aJaHHsI U COCTOUT M3 2-X
ATaroB.

[TepBrrit sTan 6a3upyercs Ha UCTOIBL30BAHUH 3a/IaHUI-TECTOB, HAIICJICHHBIX HAa TIPOBEPKY
YCBOEHUSI TEOPETHUYECKOTO MaTepuaia. TecToBoe 3amaHue Il KaXKJI0ro OOYYaroIIerocs: sBIIsICTCS
MHAMBUAYAJIBHBIM U conepxkuT 40 BonpocoB. Ha kaxknoe TecToBO€E 3a1aHNE TPUBOJUTCS HECKOJIBKO
BapHaHTOB OTBETOB, BKJIIOYAsl STAJIOHHBIM. DK3aMEHYeMbIil OJKEH BbIOpaTh OJWH MPABUIIbHBINA

OTBCT.



Cucrema OLEHMBAHUS CTPOUTCS HA TOM, YTO BCE BOMPOCHI TECTOBOTO 33JaHUs PAaBHO3HAUYHBI 110
CIIO)KHOCTH M OJMHAKOBO BIIMSIIOT HAa PE3yJbTUPYIOLIYIO OLEHKY; OTBET Ha BOIPOC MOXKET ObITh
7100 MOJIHOCTHIO MPABUIIBHBIM, JINOO TOJTHOCTHIO HENPABUIIBHBIM.

Ilo OKOHUAaHMM TECTHUPOBAHHUS BBICTABISETCS PEKOMEHIyeMas OLEHKA, BblIAcTCA
UTOTOBBI OTYeT. B OTYET BKIIOYAIOTCS BOMPOCHI C HEMPABUIBHBIMH OTBETAMU W BOMPOCHI 0e3
otBeToB. Ha BLINTOTHEHNE TECTOBEIX 3aMaHui OTBOOUTCS 60 MuH.

[Ipennaraemblie TeCTOBBIE 3aJaHUSI UMEIOT CIEAYIONIUE BUABI U (JOPMBI:
3aJaHusl ¢ BBLIOOPOM OTBETAa;
3a/laHHs Ha YCTAHOBJIEHUS MTOCIJIEI0BATEIbHOCTH;
3a/l1aHHs HA YCTAHOBJIEHUSI COOTBETCTBUS;
3aJjaHusl, TpeOYIOLINEe OTKPHITOrO OTBETA.

OneHnBaHUE MPOUCXOAUT MO NATHOAILHON cucTeMme. Kputepuu olleHKH TeCTUPOBAHUS:

40 paBUIIBHBIX OTBETOB — «OTJIIMYHO»

36 mpaBMIIbHBIX OTBETOB — «XOPOLIO»

32 npaBWIBHBIX OTBETA — «YAOBJIETBOPUTEIBHO

MeHee 30 paBUIIbHBIX OTBETOB — «HEYIOBIETBOPUTEIBLHON.

Bropoii sTan mpoBoauTCs B BUE BBHIMOJHEHHUS MPAKTUYECKUX 3aJaHUI MO0 OQOPMIICHHUIO U
COCTaBJICHUIO OCHOBHBIX BHUJOB YIPABIECHYECKMX JOKYMEHTOB, HAIPABJIEHHBIX Ha IPOBEPKY
YCBOEHUS MPAKTUYECKUX YMEHUM.

Kputepuu o1ieHKM npakTUYECKUX 3a/1aHui (CUTYallMOHHBIX 3a]a4):

10 6ay10B: BHICTABJISETCA 00y4YaAIOMIEMYCs, €CJIU OH TIyOOKO M MPOYHO YCBOWJI MaTepuas
Kypca, CBOOOZHO CIPABIISIETCS C PELICHUEM CHTYallMOHHOH 3aJa4M, HE 3aTPYAHSETCS C OTBETaMHU
Ha JIOMIOJIHUTEIbHBIE BOIPOCHI NPH BUJOM3MEHEHNH 3aaa4l. [IpaBuibHO 000CHOBBIBAET MPUHSITHE
peuieHus, BIIAJEeT pPa3HOCTOPOHHMMH HAaBBIKAMH M TNPHUEMAMH BBIIOJHEHHMS NPAKTUYECKOIO
3a/1aHus;

8 OGanoB: BbIcTaBIsIeTCS OO0Y4YalOLIEMYCs, €CIM OH TBEpAO 3HAET Marepuai Kypca,
rPAMOTHO, HE JOMYCKas CYIIECTBEHHBIX HETOYHOCTEW B PEIICHUM 3a/1a4d, IPaBUIbHO IPUMEHSET
TEOPETUYECKHE MOJOXKEHHUS MpPHU PELICHUH, BIAJACET HEOOXOIUMBIMHU HABBIKAMH U IpUEMaMH
BBIIIOJIHEHHS;

6 OanuioB: BbICTaBiIseTCS OOyYalOUIEMYCs, €CIM OH HMMEET 3HaHHS TOJbKO OCHOBHOTO
MaTepuana, HO HE YCBOWJI €ro JeTajei, JOIMyCKAaeT HETOYHOCTH IpU BBHIINOJHEHHH 3aJaHus,
HEIOCTaTOYHO TMpaBHJIbHbIE (DOPMYIUPOBKH, HAPYIIEHUS JOTMUYECKOW IOCIEAOBATEILHOCTH B
0 OpMIIEHUN JJOKYMEHTA, UCTIBITHIBAET 3aTPYAHEHUSI IPU BHIOJIHEHUH 3aJaHUS;

2 OamioB: BBHICTaBISETCS OOydYaroIIeMycs, KOTOPBIM HE 3HAaeT 3HAYMTEIBLHOM YacTh
IPOTPaMMHOTO0 MaTepHaja, JOMYCKAaeT CYIIECTBEHHbIE OIIMOKH, HEYBEpPEHHO, ¢ OOJbIIMMU
3aTPYIHEHUSIMHU PEIIAeT NPAKTUYECKYIO 3aJady WM HE CIPaBJISETCS C HEW CaMOCTOSATENBHO.
[IpencraBneHHbIN MPOEKT 0)OPMIICHHUS JOKYMEHTA HE COOTBETCTBYET TPEOOBAHHSIM.

MaxkcumanbHOe KOTu4ecTBO 6amioB — 50.

OO0OoOodg



KOMIUVIEKT MATEPHAJIOB 1151 OUEHKH OCBOEHHBIX YMEHUHA U YCBOEHHBIX
3HAHUU 11O JUCHUIIJIMHE
OI1.02 «/lokyMeHTalHOHHOE H IPABOBOe 0O0ecneYeHue yIpaBJIeHH s

Kommiext KOHTPOJIBHO-OOCHOYHBIX CPCACTB BKIIOYACT B cebs neaarorud4cCKuc
KOHTPOJBbHO-USMECPUTCIIbHBIC MaTCPpUalIbl, MIPECAHA3HAUYCHHBIC NJIA OMMPEACIICHUSA COOTBETCTBUA (I/IJ'II/I
HGCOOTBCTCTBI/ISI) HHAWBHUAYAJIbHBIX O6pa30BaTCJII>HI>IX I[OCTI/DKGHI/Iﬁ OCHOBHBIM IIOKa3aTCJIsIM
PE3YIbTATOB IMOATOTOBKH.

3.1 Texymmii KOHTPOJIb

KouTposnbable MeponpusTus TEKYIIEro KOHTPOJISI BKJIIOYAIOT B ceOsl MpOBEIEHUE
TECTUPOBAHUS U YCTHOTO OIPOCA, PEIICHHUE 3a/a4.

TunoBbie KOHTPOJIbHBIC 3aJaHUA H KPUTCPUHU OLICHUBAHUA:

Yemmuouii onpoc:

JlaiiTe onpeneneHue MOHIATHIO JOKYMEHTOO00pOT?

Hepqu/ICHI/ITC OCHOBHBIC PCKBU3UTHI JOKYMCHTA

Kak u no xakum npusHakaMm KJIacCUPHUIMPYIOTCS JOKYMEHTBI?

Haznauenue PaCIOpAANUTCIIBHBIX TOKYMCHTOB

KaxkoBa npouenypa cocraBienust 1 0pOopMIICHHSI paCIOPSAUTEIbHBIX TOKYMEHTOB?
HA30BHUTE 00JIACTh MPUMEHEHUS UH()OPMAIIIOHHO — CIIPABOYHBIX TOKYMEHTOB?
KaxoBbl 0cOOEHHOCTH pabOThI ¢ KaIpOBBIMHU TOKYMEHTaMH?

Nk Wb =

Kpumepuu oyenku:

IIpu onieHKE yunuTHIBAaCTCS:

1) cTeneHb cCaMOCTOSATEIBHOCTH CTYICHTA;

2) ero yBepeHHOCTb;

3) 00bEeM MpeIOCTaBICHHOTO MaTepuara;

4) 4eTKOCTb U TPAMOTHOCTD U3JI0KEHUS;

5) ucuepIbIBaONUE OTBETHI HA JOIOIHUTEIbHBIE BOIPOCHI

OueHkH «5» U «4» CTaBUTCS TOJILKO B TOM ciydae, KOTrJa CTYACHT HE JOMYCTHII OIUOOK WU
JOIMyCTUII, HO uchpaBuil omuOKy. Ilpu sToM BBIOOp OIHONM M3 OIEHOK NPH OJUHAKOBOM YpPOBHE
OTBETA ONPEIEIAETCSA CTEINEHBbI YETKOCTH Y I'PAMOTHOCTH U3JI0KEHHUS MaTepHalla, IOJIHOTHl OTBETA
Ha MOCTaBJICHHBIE JTONOJIHUTEIbHBIE BONPOCHL. ECIM CTyIEHT HE BIaAceT OCHOBHBIMU MOHITHIMM,
U HE PacKpbli BOIIPOC, CTABUTCS OLEHKA «3» - yIOBIETBOPUTEIBHO.

TunoBbie KOHTPOJIbHBIC 3aJaHUA H KPUTCPUHU OLICHUBAHUA:

TectupoBaHue MPOBOAUTCS C LIEJIBIO KOHTPOJII OCBOCHHBIX 3HaHUN U yMeHui. Hainmune komuccuun
He TpeOyeTcsl.

Bpewms BbinonHenus 3aganuii — 60 MUHYT.
Ob6opynoBanue — 6ymara, pyuka.



Tecmupoesanue

1. Cucrema 10KYMEHTAIMH — ITO COBOKYMHOCTH JIOKYMEHTOB,
NpUMeHsIeMbIX:

a) B cdepe ynpaBieHHUS;

0) B Kakoi-1100 chepe AeTEIBHOCTH,

B) B JaHHOM YYPEXKJICHUU;

') B KOHKPETHOM CTPYKTYPHOM MOpa3AeIeHUH.

2. Ha kos1ernaibHOM OCHOBE M3/1AaK0TCH:

a) OCTaHOBJICHNS,

0) pHUKa3bI 0 OCHOBHOW JIESTEIILHOCTH;

B) IIPUKa3bl 110 JINYHOMY COCTaBY;

I') CIPaBKH.

3. [IpoeKT npukasa mo JUYHOMY COCTABY
rOTOBHUTCSI:

a) Ha4aJIbHUKOM KaHLEJSIPUU;

0) HAaYaTLbHUKOM OTJIelIa KaJpoB;

B) IOPUCKOHCYJIBTOM;

I') CEKpeTapeM.

4. ITucbMo, copep:kalee CoOOLIEHNE 0 KAKOM-JIN00 (paKkTe Win
MEpPONPUSITHH, IPONAraHANpYolIee AeATeJbHOCTh KAKOH-I1100
OpraHu3anyu, HA3bIBaeTCs:

a) pa3bsACHEHUEM;

0) UH(POPMAITMOHHBIM;

B) HAIlOMUHAHUEM,;

') TapaHTUHHBIM.

5. Ilpuem Ha padoTy NPOU3BOAMTCH HA OCHOBAHUH:
a) pacrnopspKeHUs HadallbHUKA OT/AeNa KaJpoB;

0) JINYHOTO KeJaHus pabOTHHKA;

B) JIMYHOTO 3asIBJICHUS PAOOTHHKA;

r) aBrobuorpaduu.

6. ITucsMeHHOE cOTJIAlIEHUE MEKIy OPraHHu3alueil 1 YACTHBIM JIUIOM 00
YCTAHOBJIEHMHU TPY/AOBBIX OTHOIIEHUIT HA3bIBAETCS:
a) TPYJOBBIM KOHTPAKTOM;

0) KOMMEpUYECKHM KOHTPAKTOM;

B) KOMMEPUYECKHUM JIOTOBOPOM.

7. ABTOoOHOrpadus cocTaB/isieTcs C HeJbIO:

a) MouckKa padoThI;

0) TPyAOYCTpOICTBA;

B) YCTAHOBJIEHHUS JTUYHOCTH;

I') 3aBECTU TPYAOBYIO KHHKKY.

8. Ciry:xe0Hble MUCbMA HEe UMEIOT PEKBU3UTA

a) pe3OJIIOLIHS;

0) Ha3BaHUE BUJIA,

B) CChIJIKA HA UHJCKC U JaTy;

') OTMETKa 00 UCTIOJIHUTETIE.

9. IlouToBBIN a7pec B PeKBU3UTE «ajpecar»
yKa3bIBaeTcs:

a) BO BCEX JIOKYMEHTaX;

0) pa30BOMY KOPPECIIOHCHTY;

B) BBIICCTOAMIUM OpTraHU3alUusaM;

') OpraHaM BJIACTU W yNPABICHHUSA.



10. Cranpaprusanus:

a) MPOILIeCC YCTAaHOBJICHUS U IPUMEHEHHUsI 00pa3I0B, ITAIIOHOB;
0) mporiecc MpUMEHEHHUsT YHUPHUITUPOBAHHBIX (HOpM
JIOKYMEHTOB;

B) MPOLIECC YCTAHOBIICHUS MPaBHJ 00paOOTKU TOKYMEHTOB;

I') IPOLIECC PETUCTPALUU TOKYMEHTOB.

11. YcraB 10puan4yecKoro Juma

YTBepKAaeTCs:

a) opraHamu rocyJapCTBEHHOH BJIaCTH;

0) yupenuTeNnsimMu,

B) BBIIIECTOSAIICH OpraHu3aIuei;

I') aKIIMOHEPAMH.

12. JlokymMeHT, aipeCcOBAHHbIN PYKOBOAUTE/I0 U HHPOPMUPYIOIIMIA €ro 0 CJI0KUBIIEHCs

CHUTYallMH, CO/IeP KAl BHIBO/ABI U NMPEAJI0KeHUSI AaBTOPA, HA3BIBAETCS:
a) CIIy’)kKeOHOH CIIpaBKOW;

0) cy>keOHO 3aIHCKOM;

B) JIOKJIaTHOU 3aITUCKOM;

') OOBSICHUTEIHLHOM 3aITUCKOM.

13. IlpaBoBOii aKT, HU3AaBaeMblii WJIH YTBepKJAaeMblii B IHeJAX YCTAHOBJEHUS NPaBHJI,
PeryJiupyolux Opranu3aiuoHHble, PMHAHCOBbIE HJIH ClleHHAIbHbIE CTOPOHBI AeATeJIbHOCTH
YUpeKIeHUil, Ha3bIBACTCS:

a) [lonoxenuem;

6) Uuctpykuueii;

B) YKazaHueM;

r) YcTaBoM.

14. IleyaTb10 YA10CTOBEPSAIOTCH:

a) MUChMa-TIOATBEPKICHHUS;

0) mucbMa-TpUTIIaeHIS;

B) TapaHTHUIHbBIC TTHCHMA,

I') IUCbMAa-IPETEH3NN.

15. JIuvyHoe 1es10 pa0OTHUKA 32aBOJAUTCH HA OCHOBAHUM
HAJTHYHSL:

a) MpHUKasa Mo JUYHOMY COCTaBY;

0) TPYAOBOM KHUKKU;

B) B OyXTrajTepuu JUIEBOTO CUeTa O 3apabOTHOM

Tiare;

I') pe3IOME.

16. JInyHasi KapTO4YKAa 3aBOAUTCH HA PA0OTHHUKOB, IPUHATHIX HA
paodory:

a) OCTOSIHHYIO;

0) BpEeMEHHYIO;

B) IIOCTOSIHHYIO U BPEMEHHYIO;

') B OpTaHax.

17. CBou nosxejJaHusA 0 J0JKHOCTH U cepe 1eATeIbHOCTH PA0OTHUK
yKa3bIBaeT:

a) B aBToOHoOrpaduy;

0) B pe3rome;

B) B 3asBJICHUU;

I') B IPUKa3e MO JUYHOMY COCTaBY.

18. Y4er 00bemMa 1OKyMEeHT0000pOTa Be/leTcs € LebIo:

a) KOPPEKTUPOBKH 3arpy3KHu MOApa3aesieHUd U pabOTHUKOB;

0) 1715 IpelOCTaBICHUS OTYETA B BBIIIECTOSIIYIO

OpraHU3aIMIo; B) IS PEAOCTABICHHS OTYETa B OyXTaJITEPUIO;

T) JUId IPEIOCTAaBJICHUS OTYETa B aIMUHUCTPALIHIO.



19. /lesi0 — 3TO JOKYMEHTBI:

a) TI0 OJIHOMY BOIIPOCY WJIH YYACTKY JEATESIbHOCTH;
0) OJTHOTO CTPYKTYPHOTO MOJpa3/IeIeHHUS;

B) C OJMHAKOBBIM CPOKOM XPaHEHUSI, IOMEIICHHEIE B OHY
00JIOXKKY;

T') 110 JUYHOMY COCTaBY.

20. I'pynnupoBKa JOKYMEHTOB B /1€J1a B COOTBETCTBHY ¢ HOMEHKJIATYPOIi e
Ha3bIBaeTcs:

a) yHu(uKanue;

0) cucremMaTHu3aluei;

B) popMHpOBaHUEM;

') CTaHIapTU3AIUEH.

21. [lesia yueOHbIX 3aBeieHU GOPMUPYIOT:

a) 3a KaJeHIapHBIN TOT;

0) 3a mepuoj 00ydeHus;

B) 3a Y4COHBIN TOII;

T) 3a TpU roja.

22. JKCcnepTHAS KOMHCCHS

aeicTByeT:

a) MIOCTOSTHHO (B TEUCHHE T'0J1a);

0) B KOHIIE TO/a MPU MTPOBEACHUHT

9KCIIEPTH3HI,

B) EpUOIUYECKH (pa3 B KBapTa);

T') BBIOMpaeTCs B HayaJie YeTBEPTOTO KBapTaa.

23. Jlena MOCTOSIHHOTO CPOKA XPAHEHMS CAAIOTCSH B
apXuB:

a) 1O OIUCH;

0) 10 IEPEYHIO;

B) 10 HOMEHKJIATYPE;

T') IO BEIOMOCTH.

24. K cucteme OPJI He oTHOCSATCS:

a) OpraHu3alMOHHbIE IOKYMEHTBHI;

0) puHAHCOBBIE TOKYMEHTHI;

B) HOpMaTUBHBIE JJOKYMEHTHI,

') TOKYMEHTBI 10 KaJpaM;

25. Ilo cioco0y puxcanum J0KYMEHTbI AeJIATCS
Ha:

a) rpaduUecKue;

0) TUTIOBEIE;

B) CJIOKHBIE;

T') CITy’)KeOHBIE.

26. Jlenonpon3BOACTBO paccMATPUBaeT YHU(GUIINPOBAHHYIO
cucTeMy:

a) GUHAHCOBOM M OTYETHOM TOKYMEHTAIIHH;

0) OpraHU3aIMOHHO-PACTIOPSAIUTEILHON TOKYMEHTAIINH;
B) OAaHKOBCKOM JIOKYMEHTAIIUH;

') OTYETHO-CTATUCTHUYECKOHN TOKYMEHTAIIUH.

27. Opuan4ecKkyro CHJIy TOKYMEHTY NMPUIaeT:
a) Tpud coraacoBaHus;

0) rpud yTBEpKICHUS,

B) PE30JIIOLUs PYKOBOJUTENS;

T') BU3a COTJIACOBAHUS.



28. HopmaTuBHBIe aKTBbI, ONpeeJsA0IMe NOPAI0K 00pa30BaHusl, CTPYKTYPY,
GyHKUMHM, KOMIIETEHIIUIO, 00SI3AHHOCTH ¥ OPraHU3AUI0 PadoThl, HA3LIBAIOTCS:
a) TMOJIOKECHHEM;

0) ycTaBowm;

B)UHCTPYKLMEN;

I') LITATHBIM PaCIIUCAHHEM.

29. JIOKyMeHT, COCTaBJEHHbII HECKOJbKMMH JULIAMU JIS OATBep:xkAeHnsi GaKkToB
WIN COOBITHIA, HA3BIBACTCH:

a) CIIPaBKO;

0) TOKJIATHOM 3aIMMCKOM;

B)CITY>K€OHOM 3alMCKOM;

') aKTOM.

30. Perienne npuHUMAaeTCsl HA OCHOBE:

a) eIMHOHAYAITHS;

0) KOJJICTHAJIbHOCTH;

B) YCTHOT'O PaCHOPSKEHHS aIMUHUCTPALINN;

') TOKYMEHTA BBIIIECTOAIIECH OpraHu3aIiu.

31. IloompeHne padOTHUKOB IO Pe3yJbTATAM J€ATEIbHOCTH

0TMeYaeTcs:

a) MPUKa30M 10 OCHOBHOM J1€ATEIbHOCTH;

0) IpPHUKA30M TI0 JIMYHOMY COCTaBY;

B) pacropsDKEHUEM;

') aKTOM.

32. 3asiBiIeHne pekoMeHayeTcs: 0pOpMIIATH HA JIMCTe Oymaru
¢popmara:

a) A4,

0) AS;

B) A3;

r) A6.

33. Ecaiu Bce COTPYAHUKH J0JKHBI MMETh BO3MOKHOCTH 03HAKOMJIEHUS C JIOKYMEHTAMM
B 2JIEKTPOHHOM opMe, BBOAUTCH NAPOJIb:

a) ISl YTCHUS,

0) J1s1 TIOJTHOTO JIOCTYTIA;

B) JJIsl YACTUYHOTO I0CTYTIA;

T') HE BBOJMTCS.

34. PekBU3UTOM Ha3bIBAETCS:

a) IIEMEHT OPUIMATIBHOTO TIOKYMEHTA;
0) S7eMeHT JTI000T0 TOKYMEHTA,

B) HH(OpPMAIIMOHHAsI OCHOBA IOKYMEHTA;
T') 3JIEMEHT OTPEICTICHHOTO JOKYMEHTA.

35. YcranoBute coorBercTBHe. HOMeHKIaTYypa MOKeT ObITh:

1) Tunosas; 1) cocTaBnsieTcst COTpYJHUKAMH CITY>KObI JOKYMEHTAITHOHHOTO
obecreyeHns: OpraHu3aly ¢ IPUBJIEUYCHUEM PYKOBOJCTBA CTPYKTYPHBIX
MOJpa3IeJICHUI

2) uHAMBUAYyallbHAs; 2) HOMEHKJIATYypa JeJl yCTaHABIUBAET COCTaB /1€, 3aBOJAUMBIX B
J€JIOTIPOU3BOJICTBE OAHOTUITHBIX OPTaHU3aLUM, U ABJISETCS HOPMATHUBHBIM
JOKYMEHTOM

3) mpumepHasi; 3) ycraHaBIMBAET IPUMEPHBIN COCTaB A€, 3aBOJAMMBIX B
JeJI0TIPOU3BOICTBE OPTaHU3aALMi, HA KOTOPBIE OHA PacIPOCTPAHSAETCs], C
YKa3aHHMEM UX MHJIEKCOB, 1 HOCUT PEKOMEHAATEIbHBIN XapaKTep.



36. lonoJIHUTE NpeIJI0KEeHUe:
OKV ]I — O6mepoccuiickuii kinaccupukaTop

37. JonoaHATE MPEAJIOKECHHIE:
VYcraB opranuszanuu — NpaBoBOi
aKT

38. BcraBbTe nMpomnyiieHHbIe B TEKCTE CJI0BA
B npoTokomne KakIbIii MyHKT TOBECTKH JTHSI PACTIUCHIBACTCS (CTPOUTCS) MO CXEME:
, , .

39. YcTaHOBHUTH COOTBETCTBHE MEKIY TEPMHUHAMM U X COJEPKAHUEM

1) llocTanoBJieHHue 1) MpaBOBOM aKT, U3AaBAEMbIl €IMHOIUYHO PYKOBOJUTENEM TJIaBHBIM
00pa3oM KOJUIETHAIIBHOTO OpraHa rocy1apCTBEHHOTO YIPaBICHUS B
LEJSIX Pa3pelIeHus ONePaTUBHBIX BOIIPOCOB

2) llpuka3s 2) MpaBOBOM aKT, MPUHUMAEMBIN BBICIIIMMH M HEKOTOPHIMHU
LHEHTPAIbHBIMH OPTaHAMH KOJUJIETHAIIBHOTO YIIPABJICHUS B LIETSAX
paspenieHus Hanbosee BaXKHBIX U MPUHIUITHAIBHBIX 32/1a4

3) Pacnopsizkenne 3) IpaBOBOM aKT, U3/1aBAEMbIIl pyKOBOJIUTENIEM, AEHCTBYIOIMM Ha OCHOBE
€IMHOHAYAJIUS B LIEJISAX PAa3pEIICHUs] OCHOBHBIX M ONEPaTUBHBIX 3a/ad4,
CTOSILIUX TIepe]l OpraHn3aIuen

4) Pemenne 4) mpaBOBOH aKT, MPUHAMAEMBII B KOJUIETHAIIEHOM ITOPSJIKE B TIEISX
paspenieHus Haubosee BaKHBIX BOIPOCOB BO BPEMsI COBEIIAHHUIA,
coOpaHnuii
U T.J.

5) Yka3zanueS) MpaBoOBO# aKT, W3/1aBaeMblii OpraHaMH rOCYJJapCTBEHHOTO YIIPABJICHHS;
MUHUCTEPCTBAMU; BEJOMCTBAMU; OpraHU3aIMsIMU 10 BOIIPOCaM,
CBSI3aHHBIM C MPOLECCOM UCIOJIHEHUS MPUKA30B, UHCTPYKIIUN U APYTUX
JIOKYMEHTOB.

40. YcTaHoBHTE NOCJI€I0BATEILHOCTD ITANOB 00Pa00TKH BXOASAIIMX TOKYMEHTOB:

nH(pOpPMaMOHHO-CIIpaBoOYHAas paboTa;

KOHTPOJIb UCITOJIHCHU S TOKYMCHTOB,

perucrpans T0KyMEHTOB;

PacCMOTpPEHHE TOKYMEHTOB PYKOBOJICTBOM OPTraHHU3aLMU U PYKOBOJUTEISIMU CTPYKTYPHBIX
MOJpa3/ICJICHHI;

IpUEM MOCTYNAIOIUX JOKYMEHTOB, UX IepBOHAYaIbHasg 00paboTKa;

AO0CTaBKa NOKYMCHTOB 11O HA3HAYCHUIO,

OTIIpaBKa JOKYMCHTOB.

OneHnBaHUE MPOUCXOAUT TI0 MATHOAIHLHON cucTeMe. KpuTepuu OeHKN TeCTUPOBAHUS:
40 paBUIIBHBIX OTBETOB — «OTJIIMYHO»
36 mpaBUIIbHBIX OTBETOB — «XOPOIIOY»
32 npaBWIBHBIX OTBETA — «yIOBJIETBOPUTEIBHOY

MeHee 30 paBUIIbHBIX OTBETOB — «HEYIOBIETBOPUTEIILHON.




ImaioHvl OMEen 06 K NPUMEPHOMY RePeUHI0 MeCH08blX 3a0aHUIL

Knrou k mecmoewvim 3a0anuam

16 116 218 316
2a 128 22 a 32a
36 136 23 a 33a
46 148 246 34a
58 15a 25a 352-1
6a 16 B 266 36 ynpaBiaeH4YECKOW JOKYMEHTALUH
76 176 276 37 onpenenstonyii CTpyKTypy, QYHKIIUN U TTpaBa MpeIIpUsTus,
OpraHu3aIMH, YUPEKICHUSI.
806 18 a 28 a 38 ciymianu, BEICTYUIH, TIOCTAaHOBHIIN
96 19a 29r 391-3
2-1
3-2
4-4
10a 20B 306 40
1. mpuem nmocTynaroumx J0KyMEHTOB, UX NIEpBOHaYaIbHAs 00paboTKa;
2. jocTaBKa JOKYMEHTOB IO Ha3HAYEHUIO;
3. paccMOTpeHue TOKYMEHTOB PYKOBOACTBOM OPTaHHU3AIUU U
PYKOBOJIUTENSAMHU CTPYKTYPHBIX MOApa3IeICHUN;
4. peructpaius J0KyMEHTOB;
5. naopmaInmoHHO-CIIpaBoOvYHas padoTa;
6. KOHTPOJIb UCTIOTHEHUS JIOKYMEHTOB;
7. oTIIpaBKa JOKYMEHTOB.




3.2 [IpoMe:xxyTOYHASI ATTECTAIUA

Ilepeyens BonpocoB k auddepeHIUPOBAHHOMY 3a4eTy QU CHUTIIUHBI
OI1.02 «/lokymMeHTallHOHHOE U MPABOBOE 0O0ecneYeHue yIpaBIeHU s

1. B xakux ciyyasix Ha JOKyMEHTaX He MPOCTaBIseTCs PeKBU3UT «MecTo coCcTaBiICHUS WU
U3JIaHUS TOKYMEHTa.

2. B kakux cimyyasix Ha JOKYMEHTaxX He mpocTaBisieTcs pekBU3UT «HanmeHoBaHue Buaa
JIOKYMEHTay.
. B uém npeumyiiecTBa aBTOMaTU3UPOBAHHOM CHCTEMBI KOHTPOJISI HCTIONIHEHUS JOKYMEHTOB.
. st kakux e cocTaBiisieTcss BHYTPEHHSS OIKCh.
. JInst KakuX TOKYMEHTOB HE MCITOIB3YETCs OOITUi OJIaHK.
. JJOKYMEHTBI 110 TMYHOMY COCTaBy. XapaKTEPUCTHUKA.
. JIOKyMeHTBI 110 IepcoHany. XapakTepUCTHKA.
. JlocronHCTBa aBTOMaTU3UPOBAHHON CUCTEMBI PETMCTPALIUU TIOKYMEHTOB.
. Kak Bu3upyroTcs ucxonsuue 10KyMEeHTHI.

10. Kak ocyiiecTBisieTcsi BA3UPOBAHUE BHYTPEHHUX JOKYMEHTOB.

11. Kakue nena, mpenHa3HaueHHBIC IS CA4M B apXUB, TOJICKAT TOTHOMY 0(hOpMIICHUIO?
KaKHe — YaCTUYHOMY.

12. Kakue onepariu BKJIIOYaeT MPOIIECC MOTHOTO OPOpMIICHUS ACIT IS CIaYd B apXHB.

13. Kakue pa3mepsl 1moJieit ToMKHbI UMETh OJaHKH JJOKYMEHTOB.

14. Kakue cBeieHUs BBOISTCS AaBTOMAaTUYECKH B PETUCTPALIMOHHYIO KaPTOUKY.

15. Kakum 06pa3zoM BU3HPYIOTCS HCXOAIINE TOKYMEHTHI.

16. Kem moanuchIBatOTCS UCXOAIIUE TOKYMEHTHI.

17. Kt0 ycraHaBiIMBaeT TUIIOBOM CPOK MCIIOIHEHUS JOKYMEHTA. IHINBUIyalbHBIM CPOK
VICIIOJIHEHUS IOKYMEHTA.

18. Haznauenue pexsusura «Koxa opranuzanuny». O01acte NpuMEHEHHUS.

19. Homenknarypa nen. Buabsl HOMEHKIIATYp A€.

20. OnepaTtuBHOE XpaHEHHE JOKYMEHTOB. Buapbl.

21. Onpenenenue nousatus «HoMmenknarypa nemn». Buasl HOMEHKIATYp U ©X OCOOCHHOCTH.

22.  Omnpenenenne NoHATUs «PeKBU3UTY. MaKkCUMaJIbHOE KOJIMYECTBO PEKBU3UTOB,
MPUMEHSIEMBIX NTPH 0(hOPMIICHUH TOKYMEHTOB.

23. OpraHu3anoHHbIEe JOKYMEHTHI. Xapakrepuctuka. [Topsaok opopmiaeHus.

24. OcHOBHBIE ONEpaINH Mporecca 00padOTKU BXOSIIUX JOKYMEHTOB.

25. OCHOBHBIE 3Tanbl KOHTPOJISI UCIIOJIHEHUS IOKYMEHTOB.

26. OCHOBHBIE 3TaIbI IOATOTOBKYU JTOKYMEHTOB K apXUBHOMY XPAHEHHUIO.

27. OCHOBHBIE ATaNbl padOTHI C UCXOIANTUMHU JOKYMEHTAMHU.

28. OcHOBHBIE 3Tanbl padOTHl C BHYTPEHHUMHU JOKYMEHTaMH.

29. OcobeHHOCTH cocTaBleHUs B 0DOPMIICHHS OyXTalTEPCKUX JOKYMEHTOB.

30. Ilepeuncnute 0COOEHHOCTH M TOCTOMHCTBA XPaHEHHs TOKYMEHTOB B 3JIEKTPOHHOM BH/IE.

31. IlepeuncnuTe NpU3HAKH, 10 KOTOPBHIM OCYILIECTBISETCS TPYNIUPOBKA IOKYMEHTOB B JEJI0.

32. IToaroroBka JOKYMEHTOB K apXMBHOMY XpaHEHHI0. OCHOBHBIE ITaIlbl.

33. TlonsTHe «10KyMeHTO000pOoT». OCHOBHBIC (PYHKITUU JEIOMPOU3BOICTBEHHOTO
00CITy>)KUBaHUSI.

34. ITopsimok onpeneneHus: CpPOKOB XpaHEHUSI TOKYMEHTOB.

35. IlpaBuia ohopmiieHust TaOIHIIBI.

36. [IpaBuia cocTaBiaeHUs CIIYKEOHOTO MUChMa. Pa3HOBUAHOCTH CITY>KEOHBIX IMHCEM.

37. IlpaBunia GopMHpPOBAHUS €.

38. [IpeacrarieHue yHU(PUIIMPOBAHHBIX TEKCTOB B BUC aHKETHI; Tpadapera. [Ipumepsr.

39. IlpuBeaute onpeeneHue NOHATHI: «MHPOPMAIU»; «TOKyMeHT». Kiaccudukarms
YIpaBIE€HYECKUX JOKYMEHTOB.

40. PacniopsimuTensHble TOKYMEHTHI. XapakTepuctuka. [lopsnok odhopmiieHus.

41. PexBuzut «Anpecar». OcoOeHHOCTH 0(OPMIICHHUSL.

42. PexBusut «Bu3sbl cornacoBanus 1oKkymMeHTa». O0IacTh MIpUMEHEHHUS.

43. PexBuzut «I'pud cornmacoBanus nokymenta». Cocras. OgopmieHue.

44. PexBuzut «'pud yrBepkaeHus ToKyMeHTay. [IpaBuia mpocTaBiaeHus MPU YTBEPKICHUN
JOKYMEHTA JI0JKHOCTHBIM JIMLIOM. PacriopsiiuTenbHbIM JOKYMEHTOM.

45. PexBusut «/lata mokymenTa». OcoOeHHOCTH OQOpMIICHUSI.

46. PexBu3UT «3arojoBoK K TeKCTy». [IpaBuna opopmieHus.
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47. PexBuzut «HanmeHnoBanue Buaa JokyMeHTay. [IpaBuia opopmiueHus.

48. PexBusut «OT™MeTKa 0 KOHTpoJiey. [IpaBuna opopmieHus.

49. PexBu3ut «OTMETKA O HATMYUH [TPUIIOKEHUI».

50. PexBusut «PeructpaimoHHblii HOMEp JOKyMeHTa. [IpaBuiia mpocraBieHus Ha
BHYTPEHHUX JIOKYMEHTAX, UCXOJAIIUX TOKYMEHTaX.

51. PexBusut «Pe3omonusy. [lopsaok opopmieHus.

52. PexBuzut «OMmbnema opranuzauun». [Ipasuna opopmieHus.

53. Cesznbiit TekcT. [Ipumepsr. O0IacTh TPUMEHEHUS.

54. CuctemMbl TOKyMEHTalluU. Y HUPHUITMPOBAHHBIC CUCTEMBI IOKYMEHTaluH. J{ocTOMHCTRA.

55. CnpaBouHO-MH(POPMALIMOHHBIE TOKYMEHTHI. XapaKTepHCTUKA

56. ®opMbI IpEACTABICHHUS YHU(PUITUPOBAHHBIX TEKCTOB JOKYMEHTOB.

Kpurepum onenku:
OLICHKA «OTJMYHO» BHICTaBJISETCS CTYICHTY:
- €CJIM OTBET IOJIHBIN U TTPaBUJILHBIN HA OCHOBAHWU W3yYE€HHOTO MaTepHaa,
- MaTepHan HN3JI0KCH B OHp@I[GJIGHHOfI HOI‘H‘IGCKOﬁ oCJIICA0BAaTCIbHOCTH, HI/ITepaTypHBIM SI3BIKOM,
- OTBET CAMOCTOSITENLHBIN;

OIICHKA «XO0POII0» BLICTABIISACTCA CTYACHTY:

- €CJIM OTBET MOJHLINA U HpaBHHBHBIﬁ Ha OCHOBAHUHU U3YYCHHOI'O MaTCpuaia,

- MaTcpuall U3JI0KCH B OHpGI[CJICHHOfI JIOTUYECKOM MOCJICAOBATCIIBHOCTHU, TP 3TOM JJOMYIICHBI
ABC-TpU HECYIICCTBCHHBIC OI_HI/I6KI/I, HCITPABJICHHBLIC I10 TpCGOBaHI/IIO npenoaaBaTeCJIiAi,

- HOTpGGOBaJIaCB ImomMouib nmpenoaaBaTeiis;

OLCHKA «YAIOBJETBOPUTECJIbHO» BBICTABIIACTCA CTYACHTY:

- €CIIM OTBET MOJIHBIN, HO TIPU 3TOM JIOMYIIEHa CYIIECTBEHHAs OMMUOKa MM OTBET HEMOJIHBIH,
HECBSI3HBIN;

- OLIEHKA «HEeYy10BJIeTBOPHUTEJbHO» BbICTABISETCS CTYAEHTY, €CIIM OTMEYAIOTCS TAKHE HEIOCTAaTKU
B MOJTOTOBKE YYEHHKA, KOTOPBIE SIBIISIIOTCS CEPHE3HBIM MPEMATCTBUEM K YCIEITHOMY OBJIAJCHUIO
MOCIEAYIOIUM  MaTepualioM, pelIeHHe He COOTBETCTBYET HHU OJHOMY U3 KpPUTEPHUEB,
MEPEUYHCIICHHBIX BBIIIIE.



JAu¢ppepeHpoOBaAHHbIN 324€T 0 JUCHUILINHE
OI1.02 «/lokyMeHTAIIMOHHOE U NPAaBOBOe o0ecnevyeHne yIpaBJaeHHus»
1 Bapmanr

1. I/IH(I)OpMaHPIﬂ C PEKBU3UTAMMU, 3a(l)HKCl/lp0BaHHaﬂ Ha MaTepHAJTBbHOM HOCUTE/IC HA3BIBACTCH:
A.TOKyMEHTO000pOT
b. noxyment
B. nenonpousBoacTro
T'. nokymeHTHpOBaHUE

2. TOCT P 7.0.97-2016 ycranaBauBaeT cjeayouiee KOJHIeCTBO PeKBU3UTOB:

A. 30
b.29
B. 28
I.31

3. Kakoii 10KyMeHT BXOAUT B CHCTEeMY OPraHM3ALMOHHO - IPABOBOH JOKYMEHTAIIUH ?

A. TIonioxxeHue
b. 3agBnenne
B. peumienue
T'. cipaBka

4. Kaxoii pexBusut HE Bxogut B cocTtaB popmyJisipa - o6pasua IPUKA3ZA?

A. BUJ JOKYMEHTa
b. moanuce
B. agpecar
I'. nata nokymeHTa

5. Kaxoii neyarblo 3aBepsieTcsi HOANMCH PYKOBOJMTEJISI HA OPraHNU3allMOHHO -IIPABOBbIX
AOKYMEHTAaX NpeanpusiTusa?

A. medartpblo oTAeNa KaJpoB

B. repOoBoii meuaThio OpraHu3auu
B. meuatkto Oyxrantepuu

I'. neyaTpto 114 cripaBoK

6. Oos3aTeabHblii 31eMeHT OPOPMJIEHUSA opunmanbHOro 10KyMeHTAa:

A. uadopmarus

b. pexkBuzur

B. noxymenTt

I'. obunmansHeI TOKYMEHT

7. Ha noxymeHTe paspemiaercsi IPOCTaBJATH He 0osee:

A. oxHOTO ajpeca
b. Tpex ampecos

B. nByx anpecos

T". deThIpex aapecoB

8. CoBOKYNHOCTBH JOKYMEHTOB, OTPAKAKIIUX PACHOPAIUTEIbHYIO 1eATEJbHOCTh — 3TO

A. OTYETHBIE TOKYMEHTBI

B. na(OpMaIMOHHO-CITPABOYHBIE IOKYMEHTBI
B. pacniopsinutenbHbie JOKYMEHTHI

I". opraHM3aIMOHHbIE TOKYMEHTHI



9. B kakoM cayuyae npaBujibHO opopmiieH pekBU3UT «Ilognuce) Ha OJ1aHKe TOKyMeHTa?

A. dupexTtop mKoisl Ne 25 ITerpor B.A.
b. dupexrop mKoms! [Tetpos B.A.
B. dupekrop B.A. Iletpos
T'. IletpoB B.A. Hupextop

10. OTpacib aesTeJJbHOCTH, 00eceYnBAKIIAsA JOKYMEHTUPOBAHNE U OPTaHU3AIM IO
padoThl ¢ 0PULIHMATIBLHBIMA TOKYMEHTAMM:

A. TOKYMEHT0000pOT
b. nenonpou3BoicTBO
B. nokymeHt

I'. noxymeHTHpOBaHUE

11. Kakasi yacTh TeKCTa NPUKa3a ABJIsSETCH 00A3aTeJIbHOM?

A. BBOJIHAsl KOHCTaTUPYIOLIAs
b. pacniopsiaurenbHas

B. n3nararomas

I'. npunynutensHas

12. JlIokyMeHTBbI, KOTOpPbI€ U3IaHbl BHYTPH YUYPeKICHUSA U OTIPABJIECHbI B LEJISIX
HCIMOJHEHHUs MUChbMEHHBIX YKA3aHU HAa3bIBAKOTCH:

A. NCXOISIIMMH JOKyMEHTaMU
b. BXopammMu 1oKyMeHTaMu
B. nepenuckoit

I'. nepexoasiue

13. Korna PACIIOPAIUTEJIBHBIE nokymeHTHI BCTYyNalOT B CHJILY?

A. c MOMEHTA WX MTOAMMCAHUS U PETUCTPAIIH

b. c MOMeHTa X JOBEACHUS 10 CBEACHUS UCTIOTHUTEIIS
B. ¢ MoMeHTa X OITyOJIMKOBaHUS B TICUaTH

I'. ¢ MOMeHTa UX IPOUTECHUS

14. lokymeHT, co31aHHBbIH BHe cepbl ero cay:ke0Hoii 1eATeJJbHOCTH WIN BbITIOJIHEHUS
0011eCTBEHHBIX 00513aAHHOCTEH:

A. TMYHBIN TOKYMEHT

b. opranuzaiimoHHbIN JOKYMEHT
B. ounmansHelil JOKyMEHT

I'. paciopsiinTeNBHBIN JOKYMEHT

15. JIuer Oymaru ¢ 3apaHee BOCIIPOU3BeI€HHbIMU PEKBU3UTAMHU, COAEPKAIIMMU
NMOCTOSTHHYI0 HH(OpMALNIO 00 OPraHU3aLMUU - aBTOPE 0T UMEHHU KOTOPOr0 JOKYMEHT
U3/1aeTCs:

A. OmaHk

b. dopmymsp — obpazen
B. tabmuna

I'. ankera

16. Korna OPTAHU3ALIMOHHBIE noxyMeHThI NPUOOPETAIOT IOPUAMYECKYIO CHITY?

A. moclie uxX NoamucaHus

b. nocine ux yrBepxaeHus
B. mocne ux Bu3MpoBaHus
I'. mocne ux cornacoBaHus



17. CBenenus o quuax, npeaMerax, paxkrax, cOObITHIX, ABJEHUAX U MPoLeccax
He3aBUCHUMO OT GOPMBI UX MPeACTABIEHUS:

A. undopmanus

b. pexBuzut

B. noxymeHTt

I'. opurmansHbIi JOKYMEHT

18. Ilepuoa pa3BUTHA COBETCKOIO /1€JI0NPOU3BOICTBA:

A. 19051917 rr.
Bb. 1917 — 1991 rr.
B. 1905 - 2000 rT.
I'. 1991 - 2012 rr.

19. K10 noanuceiBaer 3ASBJIEHUE?

A. pyKOBOJUTENb OpraHU3aIuu

b. coctaBuTEeNnH

B. pykoBOAHUTENH CTPYKTYPHOTO TTOAPA3ICTICHIS
I'. urcnexTop Mo kaapam

JAuddepenunpoBannsiii 3auet no gucuumianae OI1.02 «/lokyMeHTAMOHHOE M TPAaBOBOE
obecrnieyeHue ynpaBJaeHHD»
2 BapuaHTt

1. Kakue PACITIOPAAUTEJIBHBIE nokyMeHTBHI H31210TCSl HA OCHOBE €IMHOHAYATUA?

A. puKassbl
b. nocranoBneHus
B. pemenue
I'. ykazanus

2. UYro siBasieTcsi 1aTOi MPOTOKOJIa?

A. marta moamnucaHus IpoTOKOIa
b. nara 3acenanus

B. nara peructparmuu

T". nata npouTeHus

3. IlepBblii WK eIMHUYHBIN IK3EeMILIAP OPUIIHATBHOTO JOKYMEHTA:

A. TIOJUIMHHUK JOKYMEHTa
b. otniyck

B. ny6nukar

I'. BBIIMCKA M3 TOKYMEHTa

4. Ecan Bam He00X0a1MMO NPUIJIACHTHh OPraHU3ANMI0 WIH J0JKHOCTHOE JIMIO HA
coBelllaHKe, BCTpeuy, Bbl cocTaBure:

A. IMCBMO-TIpUTTIAIIICHUE

b. compoBoauTenbHOE MUCEMO
B. nucemo-nioaTBEpKACHNE
I'. noroBopHoe MUCEMO



5. Kakoii 10KyMeHT npeaycMaTpuBaeT 00si3aTesibHOE BeleHre KaJpoBoil
JOKYMEHTAIMU?

A. I'paxxnanckuit Konexc Poccuiickoit @enepanyn

b. Koncturynusa Poccuiickoit @enepanuu

B. Ilocranosnenune Coseta MunnuctpoB Poccmiickoit @enepammm «O BeACHUH KaApOBOi TOKYMEHTAITHH B
yupexaeHusx Poccuiickoit denepanum»

I'. Tpynosoit Kogexc Poccuiickoit deneparu

6. /lesronpon3BoacTBO — 3TO:

A. IpaBHIIbHOE OQOPMIICHHE TOKYMEHTOB

b. cTpykTypa ynpasneHus Tpyaa

B. opranuzanus 10cTaBKU TOKYMEHTOB

I'. oTpacnp gesTenbHOCTH, 0OCCIICUHBAOINAS JOKYMEHTUPOBAHUE W OPTaHU3AIHI0 PaOOTHI C O(UITUATEHBIMH
JIOKyMEHTaMH

7. Kaxoil JoKyMeHT u31aéTcsl pyKOBOAUTEIeM OPraHNu3aliy B HeJsIX paspeeHust
OCHOBHBIX U OIIEPATHBHBIX 3a1a4?

A. pacriopsbKeHHe
b. npukaz

B. ykazanue

I'. mpencraBnenue

8. Jleao —aTo0:

A. CoBOKYITHOCTh JJOKYMEHTOB

b. CriettnaiibHO 0(OpMIIEHHBIE METOIUUECKHE TIOCOOUS
B. JlokyMeHTBI pa3nuyHoro Xapaxkrepa

I'. CoBOKyNHOCTH IPUHLINTIHATIBHBIX MaTEPUAIIOB

9. /0/:KHOCTHASI HHCTPYKUMS — ITO:

A. noxymeHrt, uznaBaemolit [IpaButensctBoM Poccuiickoit @enepanuu B HEsIX periaMeHTaluu
OpraHU3aMMOHHO-TIPABOBOTO TOJIOKCHHS pa0OOTHHUKA

b. noxymeHT, u3gaBaeMbIil opranu3anueil B Hesx periaMeHTalul OPraHu3alliOHHO-TIPABOBOTO TOJIOXKEHUS
paboTHUKa

B. moxymeHT, m3gaBaeMBbIil OpraHru3amrel, B KOTOPOM PETIaMEHTHPYIOTCS YCIIOBUS TPY/A M OTIbIXA
paboTHHKA

I'. noxymeHT, u3gaBaeMbIil Opranusaiueil, B KOTOPOM perJaMeHTUPYETCS pa3Mep JTOJKHOCTHOTO OKJIaja.

10. KT0o npoBoauT 3KCNEPTU3Y JOKYMEHTA?

A. pyKOBOJIUTENb OpraHU3aIuu

b. cexperapp uinu 1e10MPON3BOAUTEND
B. skcniepTHas koMuccus
I'.npencraButens Apyroi opranu3anuu

11. I'ne xpaHsATCA 1eJ1a 110 UCTEYEHUU CPOKA TEKYILIero XxpaHeHus?

A. B apxXuBe OpraHu3alIH

b. y pykoBoauTens opraHu3anuu

B. y cekperaps pykoBOAWTEN OpraHA3AIAN
I'. moanexxaT aHHYIMPOBAHUIO



12. Kakum o06pa3zom GopMUPYIOT JeJ10, €CJIU JOKYMEHTOB 00JIbIle YCTAHOBJIEHHOM
HOPMBI?

A. moamuBaioT BC€ B OAHO ACIO

b. pazgenstor neno Ha TomMa

B. nepByto noamueky GopMupyrot paBaoi 250 nuctam, a Bce OCTalIbHbIE JOKYMEHTBI (POPMHUPYIOT BO
BTOPYIO MOAIIUBKY

I'. cornacHo peneHuI0 pyKOBOJUTENS OpraHu3auu

13. B kakoii yactu crpanuubl 'OCT pexkoMeHayeT NPOCTABJIATH HOMepa cTpaHul?

A. mocepesiiHe BEPXHETO MOJISt
b. nocepenune HIKHETO MO
B. B HI>KHEM mOJIE clieBa

I'. B HHXKHEM moJie cripaBa

14. Kakue ycTaHOBJIEeHbI BADHAHTHI PACIIOJIOKEHNSI PEKBU3UTOB Ha OJ1aHKe?

A. yrJIOBOM U POJOJIbHBIN

b. npoonbHBIN U onepeyuHbIi
B. yrioBoii u nonepeyHslit

I". nonepeyHslil U JUaroHaIbHBIN

15. Kakoii ¢popmat 0ymarn HE ucnosn3yercs ajs1 0J1aHKOB?

A A4
b. A5
B.A6
Al

16. laTta nokymMeHTa opopMIsieTcsi CJIeAyIOIIHM 00pa3om:

A. 1 dpespans 2021
b. 1 despans 21 1.
B. 01.02.21r.
I. 01.02.2021

17. Yto He BXOAMT B COCTAB PEKBU3UTA «IOANUCH»?

0A. mMyHas OAINUCH

b. HaumMeHOBaHWE TOJKHOCTH JIUIA, TOAITMCABIIETO JOKYMEHT
B. ypoBenb 00pa3zoBaHus JTUIA, TIOITUCABIICTO JOKYMECHT

I'. baMuust uIa, HOAMUCABIIETO JOKYMEHT

18. PexkBHU3UT — 3TO

A. 00s13aTETHHBIN JIEMEHT Ha JOKYMEHTE, YCTAHOBJICHHBIA 3aKOHOM
b. cucrema nokymenrtanuu

B. cmyxebHoe morne

I'. pabouee momue

19. I'ne u3HAYAJbHO XPAHWJIUCH NePBbIe BUBI JOKYMEHTOB?

A. B Xpamax B JIapsx

b. BMecTe ¢ cokpoBuIIaMH
B. B roctuHbIX ABOpax

I'. B m36ax



Kuarwou k orBeram nud¢epeHIIHPOBAHHOIO 3a4€Ta MO0 AU CIUIINHE

«/lokyMeHTallHOHHOE U PaBOBoOe oO0ecnevYeHne yIpaBIeHH s

Ne Bonpoca 1 BapuaHT 2 BapHaHT
1 b A
2 A b
3 A A
4 B A
5 b r
6 b r
7 I b
8 B A
9 B b
10 b B
11 b A
12 A b
13 A A
14 A A
15 A r
16 b r
17 A B
18 b A
19 b A
CUTYAIIMOHHBIE 3ATAYN
3agauya Ne 1

CocraBbre u BbInonHUTE Ha [IK mpoTokon 3acenaHusi MHBEHTAPU3ALMOHHOW KOMHUCCHH
3aBOJ1a TA30BOM amnmaparypsbl, Ha KOTOPOM PacCMaTPHUBAJICS BOIIPOC O pe3yJIbTaTax WHBEHTAPU3AIUU
no ckiaxy Ne 2 BcrioMorarenbHBIX MaTepuaiioB. Ha 3acemanuu ObUTO MPUHSITO MTOCTAHOBJICHHE 00
YTBEP)KJICHHH PE3YJIbTATOB WHBEHTApU3AIlMM M OTHECEHHS 3a CYET 3aBEAYIONIETr0 CKJIaIOM
HEJI0OCTaud BCIIOMOTATEIbHBIX MaTepuajoB B CcymMme 365 Thic. pyd., a TakKe 3adyduTaHbI
CIIMYMTENIbHAsT BEIOMOCTh 0 CKiaay Ne 2 W OOBSCHHUTENbHAs 3alliCKa 3aBEAYIOIIETO CKIIAIOM.
OcranbHble TaHHBIE OMPEETUTE IO CBOEMY YCMOTPEHUIO.

3agaua Ne 2
CocraBpTe W BbIMOAHUTE Ha [IK wHbOpManmoHHOE THUCHMO O MPOAAKE YACTHBIM H
rOCYIapCTBEHHBIM MPEINPUITUSIM MEPCOHATBHBIX KOMITBIOTEPOB IO JIOTOBOPHOIl CTOMMOCTH H O
BO3MO>KHOCTH IPUHUMATh 3aKa3bl HA COCTABIIEHUE MTPOTPaAMM.

3agaua Ne 3
CocrabTe u BoIoHUTE Ha [TK mpoTokosn o6miero cobpanus pabovnx MpOU3BOICTBEHHOTO
KoomepaTuBa «3amyck», Ha KOTOPOM OOCYXJaics BONPOC O CO3JaHUU TPOU3BOJICTBA
CTPOUTCIIBHBIX MAaTCPUAJIOB JIsI CTPOUTCIILCTBA KUJIBIX JOMOB. Ha C06paHI/II/I 6]:1)13. 3aciIyniaHa
uH(poOpMaIUs MpenceaaTens 0 BO3MOXHOCTH CO3JaHMs TaKOTO I1eXa M MEePCIEKTUBAX €ro padOThHI.
[Tocne obcyxnenus ObUIO MPHUHSITO pEIICHHE MOPYYUTh MPEICeNaTeN0 U €ro 3aMeCTHUTEN0 0
CTPOUTEILCTBY B TeUEHHUE 6 MECSIIEB Pa3BepHYTh PAOOTy U BBIACIUTH I ATUX 1ienei 31 MitH. pyo.

3amaua Ne 4
CocraBpTe u BbIONHUTE Ha [IK mpuka3z o0 ocBoOOXaeHWUH Bac OT pabOThl B (pupme
«OpbuTay B CBA3U C EPEE3/10M Ha HOBOE MECTOKUTEIHCTBO.



3amaua Ne 5
CocraBbre u BbinonaHuTe Ha 1K rapantuiinoe nuceMo OAO «Oxocan» OAO «lIporpecc»
00 OKa3aHUM TEXHUYECKOH MOMOIIM B pazpaboTke paboumx yeprexedt HacocHoW cranimu. OAO
«DKOCaH» MPOCUT MPOU3BECTH 3Ty pabOTy HEMOCPEICTBEHHO Ha TUIOMIAIKE.

3amaua Ne 6
CocraBbre u BbImoaHHUTE Ha [IK mpoTOKON MpOM3BOACTBEHHOTO COBEINAHUS PAOOTHHKOB
IJIAHOBO-3KOHOMHYECKOT0 OT/IeNIa 3aB0Jja MEIMLIMHCKUX IIPErapaToB, Ha KOTOPOM ObUT pacCCMOTPEH
BOIIPOC O JOCPOYHOM pa3paboTke miaHa pa3Butus npeanpustus Ha 2025 rox. [locne oOcyxnenus
IPOM3BOJICTBEHHOE COBEILAHME NPUHSIIO pelieHHe pa3paboTaTh IUIAaH Ha JECSITh JHEW paHbIle
YCTAaHOBJICHHOI'O CPOKa. OcranbHble JaHHBIC YKAKUTC CaMOCTOATCIIBHO.
3amaua Ne 7
CocraBbTe 1 BoimoaHuTe Ha [1K npuka3 o6 yBonbHeHUHN Oyxrantepa MBanosoit N.I1.
MEpPEBOIOM B IPYTyIO opraHu3anuio. Hegocraromniye peKBU3UTHI YKaXKUTE CAMOCTOSITENIBHO.

3amaua Ne 8
CocraBpTe u BbemmodgauTte Ha IIK mumcemo-mipocsOy  JIroOupckoit WHKYOaTOpPHO-
HTHHCBOI[‘ICCKOﬁ CTaHIIMU B O6J'IaCTHYIO AAMUHUCTpAOUIO O BBIACICHUU CPCACTB U3 O6HaCTHOFO
Oroxera B cymme 15 MutH. py0. 10 Havaja peaqu3aiuyi MOJIOIHAKA-TITULIBI HACETICHUIO.

3agaua Ne 9
CocraBbte 1 BbinonHuTe Ha [1K mucbMo-mpoch0y 3aKphITOro aKIIMOHEPHOTO OOIIECTBa
((ﬂpOC.HaBMCGCJIL» B KOMHTET BHCIIHEIKOHOMHYECKUX CBS3el AAMUHUCTpaAluN 06HaCTI/I (0]
BBIJICJICHUM JIMIIEH3UU Ha TocTaBKy B YkpauHy 4000 TOHH MeTamia B CBSI3M C 3aKIIOYEHUEM
KOHTpakTa ¢ KueBckuM o0beIMHEHnEM N0 MEXAYHAapOAHOMY COTPYAHHUYECTBY Ha CTPOUTEIHCTBO
ISATHATAXKHOTO 00mexxuTHs B Slpocnasiie. CoriiacHO KOHTPAKTY OIJIaTa BRIIMOJIHEHHBIX padoT OyaeT
POM3BOIUTHCS POCCUMCKUMHU PYOIISIMH U MaTepHaIaMH.

3amauya Ne 10

CocraBbre 1 BbimonHuTe Ha 1K nokmagHylo 3amMcKy TIaBHOTO Oyxraiarepa IUpeKTopy o0
UTOrax pabOoThl MO LEHTPAIM3ALMU PaAcyeTOB € pabouMMHU U CIY)XallMMH 3aBOJa JAM3EIbHOU
anmaparypsl. L{eHTpanu3anus pacdeToB Jana BO3MOXKHOCTh NEPEBECTH Ha JAPYTylo paldoTy MATh
OyXraJTepoB 1LIE€XOB, YMEHBIIUTh OMIMOKM B pacyerax ¢ pabOYMMHM U CIYXAIlUMH, YCHUIHUTb
KOHTPOJIb 32 pacxoaoBaHueM (OHIOB 3apabOTHOM TUTaTHl. B 3akiroueHre HE0OXOIUMO MOCTABHUTH
BONIPOC O TMPEMHUPOBAHUM PAOOTHUKOB OyXrajirepuu, OOECleUYMBAIOIIMX IEpexoi Ha
[ICHTPAJIM30BaHHbIM pacueT 3apaboTHOM IuIaThl 1O 3aBoAy. OcTanbHble JaHHBIE YKaXHUTE
CaMOCTOSITENTBHO.

3amauya Ne 11
Hanummure u Beimonnute Ha IIK 3asBrneHue o mpueMe Bac Ha pabOTy SKOHOMHUCTOM B
rOCyIapCTBEHHOE MPEIMPHUATHE 110 CBSI3U U HHPopMaTHKe «PocCBI3bHHPOPMY.

3amaua Ne 12
CocraBbTe W BbIMOAHUTE Ha [IK THCBMO-OTBET MNPOM3BOJICTBEHHOTO OOBEIUHEHUS
«Spocnasnprazudukanus»  aupekropy — XumdapmszaBojga U HAYANBHUKY  YIPaBJICHUS
«Brnagumuproprasz» o exeMmecsqHoOl mnocTtaBke XumdapmszaBony 64 TOHH CXKIKEHHOTO Taza B
teueHue 2024 roma. Yka3aHHBIH 00beM yuTeH B paszHapsuke. IloctaBka OyneT OCyIIeCTBIATHCS
yepes ynpasiieHue «Bimagumupropraszy.
3amaua Ne 13
CocraBbte 1 BeinosHuTe Ha [1K nokmannyro 3aMHUCKy cekperaps-pedepenra
PYKOBOJUTEIIO MPEANPUATUS 00 yTepe pabOTHUKOM CrenmanoBeiM  ['.M. muceMa-3anpoca,
MOCTYIHUBILETO B apec MPEANPHUATHS J1Ba Mecsla



3amauya Ne 14
HaHI/II_HI/ITe M1 BBIIIOJIHUTEC HA HK 3ajABJICHHUC O Hp@I[OCTaB.HeHI/II/I BaM aI[MI/IHI/ICTpaTI/IBHOI‘O
OTIYyCKa M0 CEMEWHBIM 00CTOATENbCTBaM. OCTaIbHBIE PEKBU3UTHI YKAKHUTE CAMOCTOSTEIHHO.

3amauya Ne 15
CocraBpTe U BeIMoJgHUTE Ha [IK coBMecTHOE MMCHMO-OTBET OOJACTHOTO YIpaBICHUS
3IpaBOOXPAHEHUST M YIpaBieHUs (UHAHCOB M HAJIOTOBOM TMOJUTUKH aJMHHUCTPAIIMH
JlaHnioBCKOro pailoHa O BBIJEIEHUHU JOTOIHUTEIbHBIX aCCUTHOBAHUN U3 00JaCTHOTO Or0JKeTa
Ha OKa3aHUE MEIULIMHCKOW IMOMOILHN KUATEJISIM pailoHa.

3amauya Ne 16
Hanumure aBroOmorpaguio, HeoOXomumyro s o(opMieHHs HTOKYMEHTOB IIpH
TPYOYCTPOMCTBE.

3amauya Ne 17

CocraBpTe 1 BoImoaHUTE Ha 1K mucemo-npuriamenne o0beIUHEHHS «DKCIIOEHTP», C
IIPEIIOKEHUEM IIPUHATH Y4aCTUE B POCCUMCKOM BBICTABKE HA MEKYHAPOIHON MEKOTPACIECBOU
spmapke B r. M3mup (Typuwus), kotopast Oyaer npoxonuts ¢ 25 mas no 10 urons 2024 r. Ora
ApMapKa SIBJISIETCS OJHMM U3 KpPYIHEWIIMX TOProBBIX Meponpusthii crpaH CpenHero u
bmmxnero Boctoka. B TekcTe Hamo yka3arh, UTO y4acTHE B ATOHM sSpMapKe MO3BOJISIET HIUPOKO
MPEACTABUThH SKCHOPTHYIO MPOAYKIMIO OPraHU3alUH, [IPOJATh SKCIIOHATHI CO CTE€HJA, U3y4UTh
0COOEHHOCTH pBIHKA, OOMEHATHCS C JPYTUMH YYaCTHUKAMHU SPMApKU HAyYHO-TEXHHUYECKOU
uH(pOpMaLKel U 3aKITI0YUTh BBITOHBIE CCIKH.

3amaua Ne 18
CocraBere U BbioaHuTe Ha [IK goknmagHyro 3ammMcKy HayajdbHMKA OTIeNa
PYKOBOAMTEIIO IPEANPHUATHS O (PaKTE HEBBITIOJIHEHHSI PACTIOPSKEHUS O MOHTa)XKE 000PYI0BaHHS
HA YJacTKe MO MPUYUHE cTab0ro KOHTPOJISI CO CTOPOHBI TJIABHOTO MEXaHHKA.

3amaya Ne 19
Odopmute u BeimonaauTe Ha [1K 3anucek B TpyaoBoii KHIKKE 00 YBOJBLHEHHHU Bac: a) 1O
COOCTBEHHOMY JKelaHWio; ©) B CBSI3M C JUKBHJAALMEH TPEANPUATHS; B) B CBI3H C
HECOOTBETCTBHEM  BBIMIOJIHAEMON pabOThl MpeAbsSBIIEMbIM TpeOOBAHUSAM, BCJEJICTBUE
HEJ0CTAaTOYHOW KBaIU(DUKAIIHH.

3amauya Ne 20
CocraBpre u Bbmmonnute Ha [IK wuHbopmManmnoHHOE mNHUCBEMO  OOBEIUHEHHUS
«SpocnaBnbaBTomop» Dpanmysckor ¢dupme «OKCUTPOJIB» O BO3MOXKHOCTH IPOJAKHU
COBPEMEHHBIX TUApaBInYeckux KpaHoB. Llena kpana 15 500 py6neit

3amaua Ne 21
Cocraspre 1 BeimoiHuTe Ha [IK nokmagHyro 3amMcKy o IpUYMHAX HECBOEBPEMEHHOTO
HpGI[CTaB.HeHI/I}I I/IHq)OpMaI_[I/II/I O BBIIIOJIHCHHUHN HpI/IKaSa zmpeKTopa. OCTaJ'IbHBIe peKBI/IBI/ITBI
YKQKUTE CAMOCTOSITEIIBHO.

3amaua Ne 22
CocraBpTe W BhIMOAHUTE Ha [IK THCBEMO-OTBET 00JIACTHOTO YIPaBIEHUS CEITHCKOTO
X035UCTBA TpeICeAaTeNI0 aKIIMOHEepHOTro o0mecTBa «pMeHb) 1Mo BOMPOCY MOCTABOK JIETKOBBIX
ABTOMOOMIICH 3a CAAHHOE 3EPHO.

3amaua Ne 23
CocraBpre u Bomonaure Ha [IK jgoknamHyio 3ampcKy TJIaBHOTO —Oyxrairtepa
PYKOBOJUTENIO MPEANPHUATHS O HEOOXOTUMOCTH HEHTPAIM3ALUN PAcYeTOB C pPabOTHUKAMH
npeanpustus. B 00s3aHHOCTH y4eTHBIX pPAOOTHUKOB I1I€XOB JIOJDKHO BXOJUTH JIMIIb



oopmiieHHEe TEPBUYHBIX JOKYMEHTOB II0 Y4YeTy BBIpaOOTKHM. B nokmamHO# 3ammcke
HEO0X0UMO M0/IaTh MPEAJIOKEHUE O MEePEeCMOTPE IITATOB OTYETHBIX PAOOTHHKOB B LEXaX H
IJIABHOW OyXraJITepuu M3 pacueTa oOIIero COKpaIleHus mMTaToB He MeHee yeM Ha 20%.

3amaya Ne 24
CocraBpTe 1 BeinoaHUTe Ha [1K mpukas o nmepeBojie Ha pabOTy BHYTPH OpraHU3AIIHH.

3agaua Ne 25
CocraBpTe U odopmure rapantuiitHoe mucbMo OAO «Pamyra» B ampec OAO
«TexmpoekT» 00 OKa3zaHWU TEXHUYECKON MOMOIIM B pa3paboTKe paboumx 4epTeker HAaCOCHOU
cranuuu. PaboTy HeoOXOoAMMO NpPOBECTH [0 Hayayja aprycra Tekymero roxa. I[lucemo
nognucanu aupektop OAO «Panyray H.A.OneneB u rnaBubiii Oyxranrep C.I1.Boponusna.
OcTanbHble TaHHBIE YKAXXUTE CAMOCTOSITENIBHO.



