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1 MACIIOPT ®OH/IA OLIEHOYHBIX CPE/ICTB I10 YYEBHOH
AUCHUIIVIMHE « I0KYMEHTAIIMOHHOE OBECIIEYEHHME YIIPABJIEHUA»

1.1 061 M e HOoJI0KEHUS

OueHoyHble cpejcTBa pa3paboTaHbl B cooTBeTcTBUM ¢ @PI'OC CIIO mno
CHeLuaJTbHOCTH

38.02.01 DxoHOMHKA M OYXTaJITePCKUU yYeT (M0 oTpac/isiM).

OueHovHbIe CpeiCTBA MpeAHA3HAYEHbI /s KOHTPOJIS U OLlEHKU 00pa30BaTeIbHbIX
JIOCTPKEHUH  0Oy4awmlUIMXCs, OCBOMBILIMX  MpOrpaMMy  y4eOHOW  [AUCLMILJIMHBI
«/loKyMeHTallMOHHOe 0becrieyeHue yIpaBJieHUsI».

OueHo4yHble cpeZCTBa BKJ/OYAKOT KOHTPOJIbHble MaTepuasjbl [JJi NPOBeJeHHUs
NPOMEXYTOYHOU aTTecTanuu B popme duggepeHyuposaHHo20 3ayéma.

Ob6yuarouuicsa AOMKEH BIafeTb CGOPMUPOBAaHHBIMU KOMIIETEHIIMSIMU B
coorBeTcTBUHU ¢ PT'OC CIIO, yue6HBIM NJIaHOM:

OK 01. BwibupaTb cmnoco6bl pelieHds 33jad NOpodecCHOHAJbHOU JesaTeNbHOCTH
IPUMEHUTEJIbHO K pa3/INYHbIM KOHTEKCTaM;

OK 02. Hcnosib30BaThb COBpeMeHHble CpeACTBAa IOMCKA, aHa/liu3a UM HHTepIpeTaluu
uHpopMauu¥y U  HMHPOpPMALMOHHble  TEXHOJIOTUM  JJ1  BBbINOJHEHHWSA  3ajad
npodeccuoHalIbHON JeATebHOCTH;

OK 03. [lnaHupoBaTh U peaM30BbIBaTb COOGCTBeHHOE NMPodecCHOHATbHOE U JIMYHOCTHOE
pa3BUTHe, MpeJlpUHHUMATENbCKYI0 /JeATeJbHOCTh B NpodeccMoHalbHOU cdepe,
MCIOJIb30BAaTh 3HAHUA IO NpPaBOBOW M (QUHAHCOBOM TIPaMOTHOCTU B PpPas/IMYHbIX
YKU3HEHHBIX CUTyaLUfX;

OK 04. 3¢ dexTBHO B3aUMO/|€eICTBOBATb U pab0TaTh B KOJIJIEKTHBE U KOMaH/E;

OK 05. OcywiecTBAATB yCTHYIO U MMCbMEHHYI0 KOMMYHHUKALMIO HA TOCYAAPCTBEHHOM A3bIKe
Poccuiickoit @eepaiiu ¢ y4eToM 0COOGEHHOCTEN COLMATIbHOTO U KYJIbTYPHOI'O KOHTEKCTA;
OK 09. losb3oBaTbcsl NpodeccUOHANbHOM JOKYMEHTAalUel Ha ToCyJapCTBEHHOM U
MHOCTPaHHOM fA3bIKaX.

[IK 1.1 O6pabaTbiBaTb NIEPBUYHBIE OYXTa/TepPCKUE JOKYMEHTBI.



1.2

Pe3ysibTaThl

OCBO€E€HHA AUCIHUIIVINHBI,

nojJiexkaiiue

NpOBEPKE.

Pacnpeje/ieHne OlleHMBAaHUSA Pe3y/IbTATOB 0GY4YeHHs M0 BUAAM KOHTPOJIS

Pe3yibTaThl 06y4YeHHs
(ocBOeHHbIEe YMEHHUH,
yCBOEHHbIe 3HaHMs)1

OcHOBHbIE OKa3aTe /I OLeHKHA
pe3yJibTaToB?

Buabl aTTecTanuu

Texywuii
KOHMpOo
b

IIpomexcymouna
A ammecmayus

YMeHUsl

OdopmaaTh JOKyMEeHTAI MO B
COOTBETCTBUH C HOPMAaTUBHOH
6a30H, B TOM 4YHCJIE C
HCII0JIb30BaHHUEM
MHG(OpPMaLMOHHbIX
TEXHOJIOTHUH

-opopMJieHHE OJIAHKOB B
COOTBETCTBUHU C IPaBUJIAMH,
nsnoxeHHbIMU B 'OCTe P6.30 - 2003,
C UCII0JIb30BAaHUEM TEKCTOBOI'O
penakrtopa WORD; -BbinmoJsiHeHHe
OTNpPaBKU CO3JJaHHbIX 6JIAHKOB Ha
paboyee MecTO npenojaBaTes
OCPeJICTBOM 3JIEKTPOHHOM MOYTHI.

-U3JI0’)KEeHH e PEKBH3UTOB
OpraHM3alMOHHBIX JJOKYMEHTOB;
-XapaKTepUCTHUKA pa3/lesioB YCTaBa;
-pa3paboTka Ha OCHOBE
KBasmpukalnMoHHbIX  TpebOBaHUU
JlOJDKHOCTHOM MHCTPYKLIUH;
-obopMyIeHHE TUTYJIbHOTO JIMCTA
JIOJDKHOCTHOM MHCTPYKL WU U BU3
03HAaKOMJIEHUSl.

odopM/IeHHE pacnopsUTENbHbBIX U
CIpPaBOYHO-UH(POPMALIMOHHBIX
JIOKyMEHTOB, C UCII0JIb30BaHUEM
TekcToBOro pegakropa WORD.
BeinosiHeHUe OTIIPaBKH CO3JaHHBIX
JIOKyMEHTOB Ha pabodee MeCTO
npenojaBaTesisi IOCPeSCTBOM
3JIEKTPOHHOM NOYThI

OcBauBaThb TEXHOJIOTUHU
aBTOMATU3UPOBAHHOMN
06pabOTKH JOKYyMEHTALUU

-BbINOJIHEHHUE PETUCTPALUH U
pPacChbUIKU JJOKYMEHTOB IO CIIUCKaM
B aBTOMAaTU3UPOBAHHOM PEXUME;
-opra”usanus 3¢ PeKTUBHOTO
KOHTPOJIS 32 UCTIOJIHEHHEM
JIOKYMEHTOB B
aBTOMaTHU3UPOBAHHOM PEXHUME;
-0CyllecTBJIEHHE TOUCKA
JIOKYMEHTOB B
aBTOMATHU3UPOBAHHOM PEXHUME;

1 Komnaexcrvle yMenust u 3HaHUsi U3 NPOSPAMMbL YUeOHOU OUCYUNIUHDL.
2 Ykasvieatomca duazHocmupyemsle MoKazamesu, Mo KOMopsiM MOXHO KOHCMAamupo8ams yceoeHue 3HaHuUli u oceoeHue ymeHul .
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-BBIIIOJIHEHHE OTIIPABKHU CO3/JaHHbIX
paHee JOKyMEHTOB Ha paboyee
MeCTO NpernoJaBaTeJis IoCpesCTBOM
CHCTEMbI 3JIEKTPOHHOT'O
JIOKyMeHT0060pOTa.

Ucnonb3oBaThb
yHUPUIUPOBaHHbIE GOPMbI
JIOKYMEHTOB

odopMJieHHEe YHUPUIUPOBAHHBIX
¢dopm npukazos Ne T-1 (o npueMe Ha
pa6orty), Ne T-5 (o mepeBoje
paboTHHUKA HA Apyrylo paboty), Ne
T-8 (o mpekpallleHUH TPYA0BOTO
JloroBopa c pabOTHUKOM).
BbinoJiHEHUE OTIPABKU CO3/JaHHBIX
JIOKYMEHTOB Ha paboyee MeCTO
npernojaBaTesisi NIOCPeJCTBOM
3JIEKTPOHHOM MOYThI

Ocy11ecTBIATh XpaHEeHUe U
IIOMCK JJOKYMEHTOB

BBINIOJIHEHU E PETUCTPALUHU
BXoJd1el, HCXOAdIen U
BHYTpPEHHEeU J0OKyMeHTalUU

-COCTaBJIeHHEe 3aroJIOBKOB Jes [Jisl
CUCTeMaTH3aluKl  JOKyMEHTOB U
MHPOPMaILMOHHO-CIIPAaBOYHOH
paboThl [0 IOKYMEHTaM;

- OIIpejiesieHre CPOKOB XpaHeHus JieJl
1o [lepeyHo TUNIOBBIX
ynpaBJlieHYeCKUX JJOKYMEHTOB

-opopMJieHHE 3aBEPUTEbHOTO
JIUCTA JieJ1a;
-opopmJieHHE onuceun e

MOCTOSIHHOTO ¥ BPEMEHHOT0 CPOKOB
XpaHeHHUs;

-obopMIIEHHE aKTa O BbIJIeJIEHUH JieJT
K YHUYTOXKEHUIO;

-opopMJIeHHE 06JI0KKH Jiesia.

HUcnonb3o0BaTh
TeJIEKOMMYHHUKAaLlMOHHbIE

-BBIIIOJIHEHH € OTIPABKH CO3JdHHBIX
paHee JOKYMEHTOB Ha pa6oqee MecCTO

TEXHOJIOTHHU B 3JIEKTPOHHOM npenojiaBaTesd oCpeACTBOM

AOKyMeHTOO0GopoTe 3JIEKTPOHHOM TMOYTbl U CUCTEMBI
3JIEKTPOHHOTO JIOKYyMEHTO0O0POTA..

3HAHUA

[TonaTtue, nenu, 3agadu U H3noxxeHne NOHATHS, IleJieH, 3a4a4

NPUHLUIBI Y IPUHLUIIOB /1eJI0NPOU3BO/CTBA

JleJIONIPOU3BO/CTBA

OcHOBHbIE IOHATUA 1310xeHre OCHOBHbBIX IOHATHUU

JIOKYMEHTaLMOHHOT0 JIOKyMEeHTaLlMOHHOT0 06ecrneyeHus

obecnevyeHUs1 yIpaBJaeHUs

ylpaBJeHus

Cucremsnl
JIOKYMEHTalMOHHOTO
obecrneyeHUs yrnpaBJeHHUs

N3noxxeHue npaBu opopMIeHUs
CUCTEM JI0KyMEHTAI[MOHHOTO
obecrneyeHust ynpaBJeHUs




Knaccudukauuio nokymeHToB | M30keHue kiaccupukanuu + +
JIOKYMEHTOB
OpraHusanuio N3y0xeHue TeXHOJIOTMY IPUEMa, + +
JIOKYMEHTO0060pOTa: MPUEM, 06pabOTKH, perucTpanuu
06pabOoTKY, perucTpalmio, JIOKyMEeHTOB ¥ OpraHU3alux
KOHTPOJIb, XpaHEHUE KOHTPOJIs 32 UX UCNOJIHEHUEM
JIOKyMEeHTOB, HOMEHKJIaTypy U3soxeHune TpebOBAaHUHN K + +
Aen dbopMHpOBaHUIO ¥ 0POPMIIEHHUIO JleJT
JIJIsl UX TIOITOTOBKU K XpaHEHHUIO U
BHU/IOB HOMEHKJIATYPhI e

2 CIIEDUPUKALIUA OLEHOYHBIX CPEACTB

Jl/1s1 TEeKy111ero KOHTPOJIS UCIOJIb3YeTCs:

-onpoc o6yyarouuxcs (ycmHbwlil, NUCbMeHHbIL, PPOHMAAbHbIL, UHOUBUDYANbHLIU);
-aKkmueHasl paboma Ha y4e6HOM 3aHAMUU;

-camocmosime/ibHAsi n002omoska mamepuana (0okaadvsl, coobujeHusl, npeeHmayuu);
-8bINO/IHEHUE KOHMPOIbHbIX U NpaKmu4eckux pabom;

dopmMaMu TPOMEKYTOYHOUM aTTECTAIUU ABJAKTCA: dugpepeHyupo8aHHbIl 3auem.

3 MATEPHAJIBI JJI1 IPOMEKYTOYHOM ATTECTALMH 110 YYEBHOH
JUCIHUATIMHE

[IpeiMeTOM OLieHKH ABJIAKTCA YMEHUA U 3HaHUA. KOHTPOJIb U OLjeHKa OCyLeCTBJISIOTCS €
MCII0JIb30BaHUEM CIelyI0LUX GOPM U METO/0B:

- AuddepeHIMPOBAHHBIN 3a4eT, @ TAKXKe OlleHKa MO pe3ysbTaTaM TeKyllero KOHTpPOJsA
yClieBaeMoCTH

KoHTpoabHag pa6oTa Nel.

Bapuanm 1
1. IIpodoaxcume npedaoxceHue: Ilof rocyJapCTBEHHON CUCTEMOM JJOKyMEHTALMOHHOT0
obecrne4yeHUs ynpaBJeHUs TIOHUMAETCH...
2. Ykadicume pekeu3umaol npukasa.
3. [Ipodoaxcume npedaoxceHue: MaTepruaabHbIA 060 bEKT C MHOpPMaLMel, 3aKperneHHOo!
CO3/JaHHbIM YeJIOBEKOM CIIOCOO0M /114 ee lepe/iladyy BO BpEMEHH U IPOCTPAHCTBE
Ha3bIBAETCH...
4.13 npedn0xceHHbIX 8aPUAHMO8 0MBEMO8 8blOPAMb NPASUALHBILL
CoBMecCTHbIN OpraHMU3alMOHHO-PACIOPSIUTENbHBINA JJOKYMEHT 0QOpMIIsSeTCs:
A) Ha 6J1aHKe O/IHOM M3 OpraHu3alun
B) Ha coBMecTHOM 6J1aHKe IByX OpraHu3anun
B) Ha yucToM Jsiucte 6yMmaru popmara A4
[') Ha 6/1aHKaX BhILIECTOSIIUX OPraHU3alUH.




5.U3 npedaodceHHbIX 8apUAHIMO8 0MBemo8 8bl6paAMb NPABUALHDII.
Bu3bl Ha pacnopsaAUTEbHBIX JOKYMEHTAX MPOCTABISAIOTCH:

A) Ha nepBOM JIMCTe MOAJUHHUKA JOKyMEHTA Ha HUXKHEM €ero IoJie
B) Ha mocsiejHEM JTUCTE NMOJJINHHUKA HAXKE PEKBU3UTA IO UCH»
B) Ha mepBOM JiMCTe BTOPOTO0 3K3eMILIsipa JJOKYMeHTa

[') Ha moc/ieTHEM JIUCTE BTOPOTO 3K3EMILISAPA JJOKYMEHTA.

6.IIpodosxcume npedaoxcenue: JJOKyMeHT, COCTaBJIEHHBIH C LeJIbI0 ONMCAaHUH GaKTOB
OCHOBHOM [J1eITeJIbHOCTU OPraHu3aluy WU MO TBEPKAEHUS CBeJleHUN
6uorpaduuecKoro Uin

CJ1y’KeOHOTr0 XxapaKTepa Ha3blBaeTCH ...

7. M3 nped10iceHHbIX 8ApUAHMO8 0MBEemo8 8bl6pams NPAGUNLHDBILL:

PeKBU3HUT ciy:ke6HOI0 MUChbMA - 3TO:

A) oT/ieIbHBIN 3J1IEMEHT JJOKYMEHTA

B) COBOKYNHOCTb HECKOJIbKUX 3JIEMEHTOB

B) dupmeHHbIN 61aHK

[') uHAEKC OKyMeHTa

8. Hatidume owubku 6 ogpopmaeHuu npusedeHH020 HuUxice dokymeHma. Jlo6asbme
Hedocmarowjue pek8u3UMbl, NOKaxcume, KAk Npasu/bHO on 00AxCeH 0hopMASMbCS

®abpuka CyBeHHPOB
AKT
npueMa-nepeadu e

OcHoBaHue: npuka3 aupektopa padbpuku ot 00.00.0000 Ne6
CocTaBJ/ieH KOMHCCHEN B COCTaBeE:
[Ipencenarens - imutpues K.C.
YsieHbl KOMUCCUU: ObIBLIWHM MHCIEKTOP Mo KaapaM — KoctpukuH I1.P., BHOBb Ha3HaueHHbBIN
VMHCIIEKTOP N0 Kaapam — UBaHos I'.10.
[IpucyTcTBOBaNIY: Ha4aJIbHUK KaHLeaapuu — OpJios JLT.
KoctpukuH IL.P. caan, a UBanos I'.10. npuHsan gesna no Ao/KHOCTU UHCIIEKTOPA 1O
kaZpaM. [Ipu npueme - caave fe1 yCTaHOBJIEHO:
1. Bce sinuHBble Jies1a ¥ KapTOTeKa pabOTHUKOB GabpUKU HaX0ATCS B IOPAAJKE.
2. [enamno 20__r. BKIHOYMTENbHO llepejaHbl B APXUB .....

[IpunoxeHue:
1. CnuMcoK JIMUHBIX JieJ1 paboTarUMX COTPYAHUKOB pabpUKU Ha 2 J1. B 2 3K3.
2. Cnucok gen3a20__ r. Ha 2. B 2 3K3.

CocraBJieH B 3 3K3eMILISpax:
1-bIi 3K3. — UHCIIEKTOPY N0 KajipaM $pabpUKy;
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2-0M 3K3. - OT/|eJly KaipOB 06'beJUHEHUS;
3-ui 3K3. - B JieJ10.
Bapuanm 2.
1. IIpodoaxcumbs npedaoxcerue: Ilog, cayKe6HbIM JOKYMEHTOM MOHUMAETCS
2. Ykaxcume pekgusumul Cnpasku.
3. IIpodoaxcums npedaoxceHue: 3anucb UHGOPMALMU HA Pa3/IMUHbIX HOCUTEJSIX
10 YCTAHOBJIEHHBIM NPaBUJIaM Ha3bIBaeTCs .
4. H3 npeds0xceHHbIX 8apUAHIMO8 0M8Eemo8s 8bl6pams NPABUNbHBILL:
3aroJioBOK K TEKCTY JJOKYMeHTa MOXXHO He COCTaBJISATh:
A) Ha fokymeHTax popmaTa A5
B) Ha coBMeCTHBIX JOKyMeHTax
B) Ha JoKyMeHTaX, cOCTaBJIE€HHbIX Ha 6JIaHKaX JOKHOCTHOTO JIKIA
') Ha fOKYMeHTaX, HallpaBJisieMbIX B BE/[OMCTBEHHbIE YUpPEXKAEHUS.
5. 3 nped103ceHHbIX 6apuUaHmMo8 0meemos 8bl6pamsb NPABU/IbHbILL:
PexkBu3uT «Ilognuckb» Ha JOKYMEHTAaX, OJMUCbIBAEMbIMH JBYMs 10XKHOCTHBIMU JIMLJAMHU
O/IHOTO YPOBHS#, 0pOpMIIsieTCs:
A) B Ba psiZia Ha OJHOM YPOBHE
B) ogHa noanuck noj Apyrou
B) B cTo16UK
[') mo ofHOU NOANUCH B JBOMHOM KOJIMYECTBE IK3EMILJIIPOB JOKYMEHTA
6. [Ipodosxcums npedaoxceHue: JJOKYMeHT, aZilpeCOBaHHbIN PYKOBOJAUTEJIO JAHHOU WU
BbIILIECTOSALIEN OPraHU3AlMHU, COZlepKALIUA 06CTOSITE/IbHOE U3JI0KEHHE KaKOT0-1M60
BOIIpOCA C BbIBOJAMHU U NPeJJI0KEHUSIMU COCTAaBUTEJIsl, HA3bIBAETCs
7. U3 npedoxceHHbIX 8apUAHMO8 0Meemos 8bl6pambsb NPABUIbHLLU:
Ha ocHOBe KOJ1J1erHaIbHOCTU U3/JJal0TCS:
b) ykasaHus
B) npukasbl
[') pacnopsixkeHus
/1) nocTaHoOBJIeHUS
8. Hatlidume owu6ku 8 ogpopMieHuu npugedeHHO20 Huxce doKymeHma. /Jobasbme
Hedocmaroujue pekeusumbl, NOKaxcume, Kak NPasu/ibHO OH 00.14CeH 0hOPMASIMbCSL.

Byxranatepus ['enepanbHOMY gupekTopy 000 «BeTep»
0.K.Ky3HewnoBy
JOKJIAJHAA 3AITUCKA

B cBf13U c yBesinueHHueM 06'beMa BbINOJHSIEMbIX PabOT U OCHAllleHUEM OT/eJia
HOBOW TEXHUKOM MPOIIy pacCCMOTPETH BOMPOC O HANPAaBJEHUH ABYX COTPYIHUKOB
OyxraJTepur Ha KypChbl MOBBILIEHUS] KBATUPUKALUU.

Bapuanm 3

1. IIpodoaxcume npedaoscerue: Ilof fOKyMeHTaLMOHHBIM 06ecrieyeHueM
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yrnpaBJieHUs IOHUMAETCH...

2. YKadxcume pekgu3umul npomokoa.

3. IIpodoaxcumsb npedaoxceHue: COBOKYITHOCTh B3aUMOYBSI3aHHBIX JJOKYMEHTOB,
IpHUMeHsIEMbIX B ollpeJiesieHHOU cdepe AesaTebHOCTH Ha3bIBAeTCs

4. U3 nped102ceHHbIX 8apUAHIMO8 0MB8emos 8bl6pamsv NpasuUAbHbILl

[leyaTb Ha OpraHU3aLMOHHO-PACIOPSUTENbHBIX JOKYMEHTAX
MPOCTaBJISETCS:

A) Ha 11060M CBOOOJJHOM MeCTe

B) nomxHa 6bITh 3aXBayeHa YaCTh HAUMEHOBaHHU S JO/KHOCTHOIO JIUIA, NOA K CABLIEro
JIOKyMEHT

B) no/mkHa O6bITh 3aXBayeHa JIMYHAS MOANMUCH U YaCTh HAUMEHOBAHUS JIOJIXKHOCTH JIMIIQ,
MOAIMCABUIEro JJOKYMEHT

[') HU>Ke peKBU3UTA «IOAIIHCh»

5.U3 npeodoHCeHHbIX 8apuaHmos omeemos 8blbpamb NpasubHbIl:
OTMeTKy 06 UCIIOJIHMTEJIe pacloJiaralT:

A) Ha 060pPOTHOM CTOPOHE MEPBOTO JIMCTA JJOKYMEHTa

B) Ha sin1ieBoO¥ CTOpPOHE MePBOro JIMCTA JOKYMEHTA HA HUXKHEM T10J1e

B) Ha JieBOM 10J1e IOKYMEHTa

I') Ha uIEeBOM UK 060POTHOM CTOPOHE MOCEHETO JIUCTA JOKYMEHTA B JIEBOM HIKHEM
yray.

6. [Ipodoaxcums npednosceHue : JIOKyMeHT, COCTaBJIE€HHbIN HECKOJIbKUMU

JIMLIAMU Y OATBEPXKAAIOIIMH YCTAaHOBJIEHHbIN QaKT, COObITHE, EUCTBUE
Ha3bIBAETCS

7. U3 nped103ceHHbIX 8APUAHIMO8 0ME8emos 8bl6paMmbv NPABUAbHbBIL

Cchlika Ha IoMep U AaTy BXOoAAEro JOKyMeHTa IIPOCTAaBJIAETCA Ha:

A) rapaHTHIIHOM NMCbMe

B) conpoBoauTeIbHOM
nucbMe B) oTBETHOM NucbMe
[') Ha Bcex BUiaX NUCEM.

8. Hatidume owubku 8 ogpopmsieHuu npugedeHH020 Huxce doKymeHma. /Jobasbme
Hedocmaroujue pek8u3umsl, NOKaxcume, KaK Npasu/1bHO OH 001HCeH 0POPMASIMbCA.

CTaHKOCTpOHTeﬂbeIﬁ KoJIJIe 1K

[TPUKA3

3a HapylleHHe y4eOHON AUCHUIIMHBI (IPONMYCK 3aHATUHN 6€3 YBaXKUTEIbHbIX
npuyuH) B Aekabpe 2015 roaa

[TPUKA3BIBAIO:

1. 06 pBUTH BLITOBOP HUKeCAeAyoUuM cTyAeHTaM: rp. H0-210 - [lerposy A. C.
(56 yacoB); rp. b-240- UBaHoBo# E.H. (66 yacoB).
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2. KnaccHbiM PYKOBOAUTEJIAM I'PYIIIT JOBECTH HaCTOHLU,I/II‘/JI IMpHUKa3 A0 CBeAEeHUA
BCeX

CTYAEHTOB.

Bapuaum 4
1. Ilpodoaxcums npedaodceHue: [loa 6/1aHKOM MOHUMAETCS
2. Ykaxcume pekeusumbl 00K/1a0HOU 3anUcKu.
3. IIpodoasxcums npedaosiceHue

[IpuBeneHre yero-11u60 K eJUHOUN cucteMe, GopMe, eAUHO0OPA3UI0 Ha3bIBAETCS

4. U3 nped10ceHHbIX 8APUAHMO8 0MBemo8 8bI6paMmb NPABUAbHBIU:

®opmyssip-o6pasel] opraHMU3anMOHHO-PACIOPSAAUTENBHOTO JOKYMeHTa NpeJCTaBseT
CcobOO0H:

A) MakeT 6J1aHKA JJOKYMEHTA, MOJITOTOBJEHHOTr0 K U3/JaHUI0 TUIIOrPAadCKUM CIOCOO0M,
B) o6pa3zer 6/1aHKa IOKYMEHTa,

B) cxemy pacrnoJsiokeHHsl peKBU3UTOB OPraHU3aLMOHHO-PACIOPSAAUTENBHOTO JJOKYMEHTA,
') o6pasel; KOHKPETHOTO BU/Ia OPraHM3allMOHHO-PACOPSAIUTENBHOTO JOKYMEHTA.

5. U3 nped10aceHHbIX 8apUAHMO8 0M8Eemo8 8bl6pamMb NPABUALHLIU:
Ha fokyMeHTax pa3pelaeTcs MpoCTaBJsATh He 6oJiee:

A) nByX afipecaTos,

B) oxHoro agpecara,

B) Tpex aagpecaTtos,

') yeThIpex aJipecaTos.

6. [Ipodosxcums npedaoxceHue

JIOKYMEHT, coJiepKalllui 3alIUCh X012 00CYK/eHHsI BONPOCOB M MPUHATHUS pelleHU Ha
cobpaHUX, 3aCe/IaHUSAX, COBEIIAHUSAX Ha3bIBAETCH ...

7. U3 nped102ceHHbIX 8apUAHMO8 0MBEMO8 8blOPAMb NPABUAbHbILL

[Ipukas, ucrnoJiHeHH e KOTOPOTO TpedbyeT GUHAHCOBOTO pelleHUsI BOIPOCa, HE06XO0AUMO
COrJIacoBaTh

A) c ropucTowm,

B) c riaBHbIM GyXraaTepom,
B) c ucnosnurtensimy,

I') c 3aMm.AupeKTOpAa.

8. Hatlidume owu6ku 8 oghopMaeHUU hpusedeHHO20 Huxce doKymeHma. [Jobagume
Hedocmarouwjue pekgusumel, nokajcume, Kak Npasu1bHO OH 00AHCEH 0POPMASIMBCAL.

AO «KoHTyp» [Ikos1a Ne123

CITPABKA
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OpsioB Uropbs HukosiaeBrY paboTtaeT Au3saiHepoM oTAesa pekyaaMbl AO «KoHTyp»
c oknazoM 5400 (naTh ThICAY YeThlpecTa) pybJiei.

Bapuanm 5

1. IIpodoaxcums npednoxceHue

[To yHUGULIIMPOBAaHHON CUCTEMOM JOKYMEHTALMH TIOHUMAETCH....

2. YKadcume pekgusumoul akma.

3. I[Ipodoaxcumb npedaodxceHue

COBOKYNHOCTb PEKBU3HUTOB, ONpe/ieJIeHHbIM 00pa30M pacloJioKeHHBIX B

JOKYMEHTE Ha3bIBaA€TCA ...

4. U3 nped.10JiceHHbIX BAPUAHIMOB 0MB8emos, 8bI6paMmMb NPABUALHDBIU:
['OCT P.6.30 -200 ycTaHaBJIMBaAeT COCTAB PEKBU3UTOB JJOKYMEHTOB B
KosindecTtBe: A) 31

B) 25
B) 29
r) 30

5. U3 nped10iceHHbIX 8apUAHIMO8 0ME8emos 8bl6pamob
NPAasuU/IbHbIU:
Pe3ositoniysi Ha JOKYMeEHTaxX NPOCTABJISETCA:

A) B IpaBOM BepxXHeM YTy HaJi TEKCTOM JI0OKYMEHTA,
B) Ha nosfX JOKyMeHTa,

B) Ha J1to60M CBOGOJHOM MECTe JJOKYMEHTA, KpoMe
noJiel, [') moj peKBU3UTOM «IOJMKUCHY.

6. [Ipodoascums npedaoscerue

[IpaBOBO# aKT, CO3/1aBaeMbIi pYKOBOAUTEEM OPraHU3alUH, IeHCTBYIOLIMM Ha OCHOBE
eZIMHOJINYHOTO MPUHSATHS pellleHUH B 1ieJIsIX pa3pelleHUs] OCHOBHBIX U OTIePaTUBHbBIX
3aJ1a4, CTOSIIMX Nlepei OpraHu3aluei, Ha3bIBAeTCH ...

7. U3 nped1031ceHHbIX 8APUAHIMO8 0MBEMO08 8blOPaMb NPABUNbHbIU
JlaTo¥ NpoTOKOJ1a ABJSAETC:

A) para noAnycaHus
npoTokoJa, b) naTa 3acesanus,

B) naTa cocTaBieHus,
) naTa perucTpaium.

8. 0popmume omeemHoe nucomo. Hatidume owubku 8 ogopmaeHuu npusedeHHO020 Hudice
dokymenma. /Jobasbme Hedocmaroujue pek8uU3umbl, NOKAxXcume, Kak npasuibHO OH 00/1HCEH
0POpMAAMBCSL.

OTKpbITOE aKLIMOHEPHOE 06111eCTBO «Paiino» Texnnueckomy gupektopy 000
«Popmysia»

Y. llenTpanbHasg, 4. 14, r. Boponex, 456789
12



p/c 78900987654321234567 B 6aHKe
«Poccumicknm kpeguT»

Kk/c N2 89765689456534543212, BUK 456321908

23.04.2010

[lo Baie#t mpocbbe HanpapJisieM BaM MPANC-JIUCThI HA II€HbI KOMILJIEKTOB TOPTrOBOTO
060pyI0BaHUS, a TaKKe HOBble peKJIaMHble MTPOCHEKTHI. [IpU MOJIOKUTENBHOM PELIeHUN
BOIIPOCA O 3aKyNKe TOProBOro 060PYZ0BaHUSI COOTBETCTBYIOIIHE JOKYMEHTBI JIOJIKHbI
ObITh HallpaBJieHbl HAYaJbHUKY OT/ies1a cobiTa UrHaToBy B. I1.

Bapuaum 6
1. IIpodoaxcums npedaoxcerue: o anb6oMoM GoOpM JOKYMEHTOB TIOHUMAETCH ...
2. YKasxcume pekgu3umbl CAYHCeOHO20 NUCbMA
3. I[Ipodoaxcambs npedaoxceHue
[Iponiecc ycTaHOBJIEHUS] M IPUMEHEHUHU CTAaHApPTOB, 0/ KOTOPbIMH IOHUMAETCS
obpasel, 3TaJIOH, MO/ZieJib, IPUHUMAaeMble 32 UCXOJHbIe JJIs CONOCTaBJIeHUsl C HUMU
JIPYTHX MO00HBIX 00'b€KTOB HAa3bIBAETCH ...
4. U3 nped102ceHHbIX 8APUAHMO8 0MBemo8 8bI6paMmbv NPABUAbHbBIL
['OCT P 6.30 -2003 pacnpocTpaHsieTcs Ha;
A) mnepBUYHBbIE YYETHbIE JJOKYMEHTBI,
B) opraHnsanoHHO- pacnops/UTe/lbHble JOKYMEHTHI,
B) craTucTHyeckue JJOKYMEHTHI,
[') duHaHCOBbBIE JOKYMEHTHI.
5. U3 nped103ceHHbIX 8apUAHMO8 0meemos 8bl16pams NPaAB8UIbHbLU:
['pud orpaHnyeHus JocTyna K JOKYMeHTY NIPOCTaBJISAETCS Ha:
A) neBOM 1oJie JOKyMEHTa,
B) HMXKHeM 1noJie JOKyMEHTa,
B) BepxHeM noJie JOKYMeHTa, B IPAaBOM YTy,
[') Ha ojHOM CTPOKe C 3ar0JIOBKOM JIOKYMEHTA.
6. IIpodocums npedaodxceHue
[IpaBOBOM aKT, onpeeasolUi CTPYKTYPY, QYHKIUU U NIpaBa IpeANpUATHS,
OpraHU3alyy, YYpeXJeHHs Ha3bIBaeTCH ...
7. H3 nped/103ceHHbIX 8APUAHMO8 0MBEMOo8 8blI6paMb NPABUAbHbBII:
[leyaTb cTaBUTCA Ha:
A) rapaHTUHHbBIX MUCbMaX
B) uHpopmMalMOHHBIX THCbMaX
B) peksiaMHBIX NHCbMax
[') conpoBoAWTENbHBIX MUCbMaX

8. Halidume owu6bku 8 ogpopmaeHuU npugedeHHo20 Huxice dokymeHma. /lobasbme
Hedocmaroujue peKeusumol, NOKaxcume, Kak NPasu/1bHO OH 00HCeH 0POPMASMbCSL.

[TPOTOKOJI
Ne12

3acejlaHud KOMHUCCHH I10 JeJs1aM
HECOBEPUIEeHHOJIETHHUX
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[Ipeacenatesnb - CMupHoB C.C.
Cekpertapb - AHTOHOBa M.M.

[IpucyrcTBoBaiu: AHMcuMoOB A.C, bapaHnos B.II., I'ankuHa A. [ .........

[IOBECTKA [JHA:

O nopsjke NOATOTOBKU K KoHpepeHUMH. [loknag MUBaHoBa I1.H.

CJYIIAJIN:

MBaHoBa II.M. - TekcT foK/IaZa npuiaraeTca

BbICTYIINJIN:

[letpos H.II. - 4 B cBOeM BBICTYIJIEHUH..,

[Ipencenaresb
Bpems Ha BbIllOJIHEHUE: 45 MUH.

l'lepequb 00'bEKTOB KOHTPOJIA

C.C.CMupHOB

HaumeHoBaHue
00 bEKTOB KOHTPOJIA U

OCHOBHBIE NOKAa3aTeJ/Ik OLeHKH! pe3yJjbTaTa

Y1. 0popMaaTh JOKyMEHTALUIO B
COOTBETCTBUU C HODMaTUBHOU

~ v

odopMyIeHHE pacnoOPsSAAUTENbHbBIX U CIPABOYHO-
MHPOPMAILIMOHHBIX JOKYMEHTOB

3.1 IlonsaTwue, Leau, 3aadyu 1
NPUHLHUIBI 1eJIONPOU3BO/CTBA

H3oxeHue NOHATHS, 1esied, 331a4 U NPUHLMIIOB
JleJIONPOU3BO/ICTBA

3.2 OCHOBHbIE NTOHATHUSA
JIOKyMEeHTaLlMOHHOT'0 00ecrneyeHus
ynpaBJieHUs

U3noxeHue OCHOBHBIX HOHATHUH
JIOKYMEHTALMOHHOTO 06ecrneyeHus yrpaBieHHs

3.5 Tpeb6oBaHMS K COCTABJEHUIO U
odOpMJIEHHIO JOKYMEHTOB

W3noxxeHue 06/71aCcTU NMPUMEHEHUSI U COJep:KaHHUS
['OCTa P6.30-2003, persiaMeHTUpPYIOLLEro NpaBuja
10 COCTAaBJIEHUIO U OPOPMJIEHUIO IOKYMEHTOB

y}lI/IBepcaJIbHaﬂ IIKaJ1a OI€HKH 06pa3OBaTe.ﬂbeIX AOCTH)KEHPIﬁ.

HpOL[eHT pe3yJbTaTHUBHOCTH

KauecTBeHHas OIl€HKa YPOBHA NOATOTOBKH

(mpaBUJIbHBIX OTBETOB)

Basns (oTMeTKa) Bep6asibHbIN aHaJiOT
95-100% 5 OTan4yHO
94 -75% 4 Xopo1uio
74 - 60% 3 Y L0BJIETBOPUTEJILHO
MeHee 60% 2 HeynoBieTBOpUTENBHO

KoHnTposibHasA pa6ora Ne2

BapuaHTl
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5.

Yrto Takoe JOKyMeHT0060poT? Kakue NOTOKM JOKYMEHTOB MOXXHO BBbIJIeJIMUTH B
JIOKyMeHT0060pOoTe OpraHusanuu?
[IpaBuJia pacnoJsiokeHus JOKYMEHTOB BHYTPH JieJia.
Yo npesycMaTpuBaeT MoJjiHOe opopMIIeHHe Jiesia IPU NOATOTOBKE ero K rnepejayde
Ha XpaHeHUe B BeZJOMCTBEHHbI apXUB?
Yo npejcTaBiisieT co60U pe30I01MS U T'le OHA MPOCTaBJIsAeTCA?
Kakue QyHKLIMM BBINONHAET NPOTOKOJIbHAA rpynna?
BapuaHT 2

KakoB nopsaa0k NpoxoxeHus BXOAALUX JJOKYMEHTOB?
[laniTe onpezesieHUe, YTO TaKOe HOMEHKJIATYPa JeJl, IOACHUTE ee Ha3Ha4YeHHUe.
YTo Takoe 3KcIepTH3a LeHHOCTH JJOKYMEHTOB U KTO ee OCyIleCTBJIAeT?
Korzpa f0KyMeHT cYUTaeTCa UCIIOJTHEHHbIM?
Kakue cayx65b1 /10Y fefcTBYIOT B IPaKTHUKe yIpaBJaeHUs?
Bapuant 3
B yeM 3aks04aeTca npejBapuTesibHasg 06paboTKa NOCTynawuiel JOKyMeHTaluu?
Kakue Bu/ibl HOMEHK/IATypBhI Jies1 BaM U3BeCTHbI? /laiTe UM XapaKTepUCTHUKY.
M3 Kakux 3/1eMeHTOB GOPMUPYETCS COCTAB PETUCTPALMOHHOTI0 HOMepa BXOAALUX U
UCXOJALUX JOKYMEHTOB?
Kakue GpyHKI MM BBINOJIHAET CIy»K0a aKcneaunusa?
Yto mnpeactaBisieT co60M pekBU3UT «OTMeTKa O NOCTYNJIEHUWU [JOKYMEHTa B
OpraHU3alyIo» U Ie OH MPOCTaBJIsAeTCA?
BapuaHT 4

KakoB nops0k NpoxoxAeHNs] UCXOASIIUX J0KYMEHTOB?
Kakue peKBHU3UTBI BBIHOCATCS Ha 00JIOXKKY fesa?
Kak ucuncnisieTcss Cpok xpaHeHUs JOKyMeHTa?
C KaKoM 1jeJIbI0 PeruCTPUPYIOTCA JOKYMEHTHI?
OcHOBHbI€ 33/]a4¥ 3KCIIEPTHON KOMHUCCUH.

BapuanT 5

YTo Takoe perucTpanus JAOKYMEHTOB U KaKHe perucTpandoHHble GOpMbl HAXOAAT
NpUMeHeHHe Ha MPaKTUKe?
Pacckaxkute 06 onepaTUBHOM XpaHEHHUU IOKyMEHTOB?
[lepeyrcinTe OCHOBHBIE 3TAlbl IPOBEAEHUS IKCIEPTU3bI IEHHOCTH JJOKYMEHTOB.
YTo U3 cebs mpeACTaBJsAET pydHasi CPOKOBasi KapToTeKa?
YTo npoucXoUT C JOKYMEHTAMH MOC/I€ OKOHYAHUS UX UCTTOJIHEHUS?

BapuaHT 6

KakoBbI 3a/1a4¥ ¥ BU/Ibl KOHTPOJISI KCIIOJIHEHUS JOKYMEHTOB?

B yeM 3aksoyaeTcs pabora no GopMUpOBaHUIO Aesi?

Ha kakue KkaTeropuu nojieJinjiv paboTHUKOB Cyk0b1 J10Y?

KTo BXOAMT B COCTaB 3KCHEPTHOM KOMUCCUU OPTaHU3aLMU U KeM WJMU YeM OHa
Ha3HayaeTcd?

YeM BeJOMCTBEHHBIM [lepeyeHb OTJINYAeTCs OT TUIIOBOTO NepevyHs’?

BpeMs Ha BbINlOJIHEHUE: 45 MUH.
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[lepeyeHb 06BEKTOB KOHTPOJIS

HaunMeHOBaHHue
00 bEKTOB KOHTPOJIA U

OCHOBHBIE NOKAa3aTeJ/Ik OLeHKH pe3yJjbTaTa

3.6 OpraHusanumo
JIOKyMEHT0060pOTa: PUEM,
06pabOoTKY, perucTpalumio,
KOHTPOJIb, XpaHEHHE I0KYMEHTOB,
HOMEHKJIATYPY AeJl

W3i0oxkeHue TeXHOJIOrMU IpueMa, 00pabOTKHY,
perucTpanyyd  JOKYMEHTOB UM  OpTraHU3aluu
KOHTPOJIS 32 UX UCIIOJTHEHUEM

U3noxeHue TpeboBaHUW K (GOPMHUPOBAHUID U
odpopMieHHUIO Aes i UX MOJATOTOBKU K XpaHEHUIO
Y BUJI0B HOMEHKJIATYphl JeJl

YﬂnBepcaanaﬂ IIKaJ1Ia OI€HKH 06pa303aTe11belx AOCTH)KGHHﬁ.

[IpoLieHT pe3y/ibTaTUBHOCTHU
(mIpaBUJIbHBIX OTBETOB)

KauecTBeHHas OLl€éHKa YPOBHA IMIOATOTOBKH

Bans (oTMeTKa) Bep6asibHbIN aHaOT
95-100% 5 OTan4yHO
94 -75% 4 Xopo1uio
74 - 60% 3 Y 0BJIETBOPUTEJILHO
MeHee 60% 2 HeynoBieTBOpUTENBbHO

3 MATEPHAJIBI JIJ1S1 NPOMEXKYTOYHOM ATTECTALIMHU 110 YYEBHOM

JUCLIMIIINHE

Bonpocsl u 3agaHus A judppepeHpOBaHHOTO0 3a4éTa

1. TloHATHE JOKYMEHT.

Bapuanm 1.

2. JlaiiTe kJaccupUKalMIO JJOKYMEHTOB.

3. Urto Takoe JOKyMeHT0060poT? Kakue NMOTOKH JJOKYMEHTOB MOXXHO BBIZIEJIUTh B
JIOKyMeHT0060pOoTe opraHusanuu’?

4. CocTtaBbTe I[MPOEKT YKAa3dHHUA 00 OpraHyu3alvu AeXypCTBa B MIpa3AHUYHbIE€ JHU B

PoxnectBeHckue mnpasgHuku ¢ 31 gekabpsa no 10 saHBaps. [lpeasoXuThb 3aM.

nupektopa no AXY opraHusoBaTh J€XypPCTBO COTPYAHHUKOB Ha BpeMs MpPa3HUKOB

31.12.2003 pmo 17.00 nmpoBepuTb M oOlledyaTaTb BCe CAYKeOHble IOMeEleHUs.
[IpeacTaBUTh Ha yTBepxJeHUe rpaduk fexypcTBa Ao 31 aekabps. Hepocraroujue
PEKBU3UTHI YKAXKUTE CAMOCTOSATEJIbHO.

Bapuanm 2.

1. IloHartue HOJII/ICIJYHKL[I/IOHaJIbHOCTb AOKYMEHTaA.
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HazoBuTe oCHOBHble GYHKIIMHU JJOKYyMEHTa.
KakoB nops0k NpoxoxJeHusi BXOAALUX JJOKyMeHTOB?

CocTtaBbTe cnpaBKy AJid IPe/CTaBJEHUS B OTZeJ COLMalbHON 3allUThl HaCeJeHUs
MockoBckoro paiioHa PsizaHcko#l 06JlacTU O MOATBEPXKJEHUM TPYAOBOTO CTaxKa
MBanoBa Hukonas BacuiabeBuya B mnepuoxn c¢ 10.01.70r. mo 20.10.80r. Ha
npennpusaTuu «['106yc» r.Psa3aHu.

Hepocrarouye peKBU3UThI yKAXKUTE CAMOCTOSATETbHO.

Bapuanm 3.

[loHsiTHE cUCTEMA IOKyMEeHTALU .
HazoBuTe BUbI CUCTEM JOKYMEHTALMU U JalTe UM XapaKTEPUCTHUKY.
B 4yeM 3ak/itoyaeTcs npeABapUTe/bHAsA 06paboTKa MOCTynariel JOKyMeHTaluu?

Hanumure poknagHyr 3anucky Ha uMa pykoBoautesnsa AO «Beimmen» o
KOMaH/AMpPOBaHUM B r.besropoj crapuiero MHxeHepa MJIAaHOBO-3KOHOMUYECKOTO
otaena Jlo6posiro6osa I1.B. ¢ 00.00.0000 cpokom Ha 5 aHeH JJisA BBICTYIJIEHUS C
JIOKJIaZIoM Ha ceMHUHape «CoBeplleHCTBOBAaHUE CUCTEMbI 3aK/IH0YEHHS JJOTOBOPOBY.
Hepocrarouje peKBU3UTHI YKOXKUTE CAMOCTOSITEJIbHO.

Bapuanm 4.

Yrto npencTaBisieT cob60i 6J1aHK JOKYMeHTa?

Busbl 6;1aHKOB. Kakve MoCTOsIHHbIE PEKBU3UTBI MOTYT ObITh HAHECEHbI Ha KaX/bIi
BU/I O6j1aHKa?

KakoB mopsg0K MpoxoXKAeHUsT UCXOASIIIUX JOKYMEHTOB?

CocTtaBbTe NPOTOKOJ 3acefaHuss npodcorwsHoro komutetra AO «ToBapui» mno
BOIIPOCY BblJleJIeHUs] MaTepHaJlbHOM noMoly npenojgaBaTento BukrtopoBy H.K. B
CBA3U C TSDKeJbIM MaTepUaibHbIM MOJIOKeHWeM. BricTynaBuimi 4ieH nmpodpkroma
COOOIMJI, YTO COrJIACHO aKTy [POBEPKM MaATEPUAJbHOTO  MOJIOXKEHHUS
npenojaBatesns BukropoBa H.K. oH HyxzgaeTca B MaTepuaJbHOM NHOMOILM B
pasmMepe....py6Jieil.

Hepocrarouye peKBU3UTHI yKaXKUTE CAMOCTOSATEBHO.

Bapuanm 5.

YTo noHUMaeTcs N0, JOKyMEeHTUPOBaHUEM?

OcHOBHBIE CIOCOOBI JOKYyMEHTUPOBaHUS.

UTo Takoe perucrpayus JOKYMEHTOB U KaKHe perucTpalnioHHble GOPMbl HAXOJSAT
IpUMeHeHHe Ha IpaKTuKe?

CocTaBbTe aKT O MpOBEpPKE COXPAaHHOCTU [JOKYMEHTOB Ha OCHOBe IpHKasa

aupektopa AO «Mepkypui» ot 00.00.0000 Ne . B akTe ykaxwuTe, 4TO

IpOBEpKa COXPAaHHOCTH YIpaBJeHYeCKUX JOKYMEHTOB NpPOXOJWJa B Nepuo C

....110....00.00.0000. [KOKyMeHTBI XpaHATCA B CTPYKTYPHBIX NOJpas/e/leHUsAX U

obwem otaese. PakToB rudesnd. YTparsl. [lopuu Man HE3aKOHHOTO YHUYTOXKEHUS
17



AOKYMEHTOB HE€ YCTAHOBJIEHO. B 3ak/104YHUTE/NbHON YacTH peKOMEHAYﬁTe BbIJEJINTDb
H O60pya0BaTb CrieqraJibHOE NOMelleHr e Jid apXrBa KOMUTETA.
Heﬁ[OCTa}OUJ‘I/Ie PEKBU3HUTDBI YKAXKHUTE CAMOCTOATEJILHO.

Bapuanm 6.

Yto onpenenseT GpopMyisp JOKYMEHTA U 4YeM OTIM4YaeTCcd GOpMyJIsAp JOKyMeHTa OT

KakoBnI 3ala4i1 U BUA bl KOHTPOJIA UCIIOJTHEHHUA AOKYMEHTOB?

1. Yro npeacrasJsisieT co60# cTaHAapT?
2.
dopmyJisipa — o6pasua’?
3.
4.

CocTaBpTe NUCHBMO-NIPUIJIALIEHHE BBICTABOYHOI'O LeHTpa «JKcno-busHec» B AO

«KBaHT»
00.00.0000 o 00.00.0000.

C npeayjoxeHruemM IMpeaAcrTaBUTb CBOIO MNPOAYKIHIO Ha BbICTABKEe C

He,ELOCTaIOU_lI/Ie PEKBU3HNUTBI YKAXKHUTE CAMOCTOATEJILHO.

Bpems Ha BbinoJIHEeHUe: 45 MUH.

[lepeyeHb 06 bEKTOB KOHTPOJIS

HauMeHOBaHHe
00 bEKTOB KOHTPOJISA M

OcHOBHBIE NOKa3aTeJu OLI€HKHU pe3yJ/ibTaTa

Y1. OdopMaSTh LOKYMEHTALUIO B
COOTBETCTBUMU C HODMAaTUBHOMU

rv3

opopMJIeHHe pacnopsJUTeNbHbIX U CIPABOYHO-
MH)OPMAIMOHHBIX JJOKYMEHTOB

3.1 IlonsaTwHe, Lleay, 3aJa4d U
NPUHIUIBI 1eJIOMPOU3BOICTBA

H3nokeHWe TMOHSATHS, ueneﬁ, 3a/lad M IPHUHIOHUIIOB
JAeJIONIPOrU3BOJCTBA

3.2 OcHOBHBbIE NIOHATHUSA
JIOKyMEeHTallMOHHOT0 00ecrneyeHus
ynpaBJieHUs

M3/10’)keHMe OCHOBHBIX MOHATUN JOKYMEHTAlMOHHOI0
obecnedyeHUs ynpaBeHUs

3.5 TpeboBaHM S K COCTABJEHUIO U
0pOpMJIEHHIO JOKYMEHTOB

N3noxkeHue 06J1aCTM NpPUMEHEHHS M CoJiep:KaHus
['OCTa P6.30-2003, persiaMeHTHUPYIOLLEr0 NpaBuJa Mo
COCTaBJIEHUIO U 0POPMJIEHHUIO JOKYMEHTOB

3.6 OpraHusanumo
JIOKYMEHT0060pOoTa: MPUEM,
06pabOoTKY, perucTpalumio,
KOHTPOJIb, XpaHEHHUE J[OKYMEHTOB,
HOMEHKJIATYPY A el

U3noxkeHue  TeXHOJOTMM  IpUeMa, 00OpaboTKH,
perucTpanuy JJOKyMEHTOB M OpraHU3alMH KOHTPOJIS
3a MX UCIIOJTHEHUEM

U3noxkeHue Tpeb6oBaHMM K (GOPMHUPOBAHUID U
odpopMiieHHIO Jies1 Il UX MOJTOTOBKH K XpaHEHUIO U
BU/I0B HOMEHKJIaTyphl JeJl

IlIka/1a oeHKH 06pa30BaTe/IbHbIX AOCTHXKEHUN

HpOLleHT pe3yJIbTaTUBHOCTH

(mpaBUWIbHBIX OTBETOB)

OL(eHKa YPOBHA MIOATOTOBKH

6aJs1 (oTMeTKa) Bepb6a/IbHbIMA aHAJIOT

95 -100%

5 OTJUYHO
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94 -75% 4 Xopo1io

74 - 60% 3 Y 10BJIETBOPUTEJILHO

MeHee 60% 2 HeynoBisieTBOpUTE/IBHO

4 INIEPEYEHb MATEPHAJIOB, ObOPYJOBAHHUA U HH®OPMALIMOHHBIX
UCTOYHHUKOB

Jia  peasu3anydu  OporpaMMbl  y4eOHOM  JUCHUIIMHBI  JIO/DKHBI  ObITh
NpeAyCMOTPEHBI C/IeAYIOIIME Clielha/bHble TOMEIEeHUS:
KabuHeT «/loKyMeHTaIlMOHHOTO 06ecreyeHus yIpaBJaeHHUsI»,
OCHallleHHbIH 060py0BaHUEM:
- I0CaJI0YHbIE MECTA M0 KOJIUYECTBY 00YUYaIOIUXCS;
- paboyee MecTO Nperno/aBaTelis;
- KOMILJIEKT y4eOHO-HarsAAHbIX T0co6uM «J0Y ».
TexHuyeckue cpeicTBa 0OyUEHUS:
- KOMIIbIOTEPHI C JINIEH3UOHHBIM IPOrPaMMHbIM 06eclieYeHHeM, MyJIbTUMEAUANPOEKTOP,
NPUHTEP, CKaHeD.

3.2 UudpopmanioHHOE O6ecriedyeHre 00yYeHu s

Jis  peanu3anuu NPOrpaMMbl Y4eOHOW AUCHUIUIMHBI OUOJHUOTEYHBIA GOHJ,
0oOpa3oBaTe/JIbHOW OpraHU3alUM JOJDKEH MMeTb IedyaTHble W/WIM 3JeKTPOHHbIE
ob6pasoBaTesibHble U UHGOPMAIMOHHbIE PECYPChI, pEKOMEHIyeMble JJIsl UCIIOJIb30BAHUS B
obpasoBaTesibHOM Ipolecce. B KauecTBe OCHOBHOW JIMTepaTypbl 06pa3oBaTesbHast
OpraHU3alys UCN0JIb3YeT YYeOHUKH, yuebHble 0Co6Us, MpelyCMOTPEHHbIE B IPUMEPHOH
OCHOBHOM o6pa3zoBaTesibHON nporpamme(I100IT)

OcHOBHBIE UCTOYHUKHU:

1 Bacakos, M.U. [lenonpousBogctBo [/loKyMeHTalMOHHOE oObecleyeHHWe YyIpaBJeHUs |
[TekcT] :yyebnuk/ M.U. Bacakos, O.U. 3ambilikoBa. - PoctoB H//l : ®enukc, 2017. - 375
c. - (CpenHee npodeccuoHabHOE 0Opa3oBaHUeE).

2 Kysnenos, U. H. /lokymeHTaniMoHHOe obecneyeHre ynpaBjeHUs. [JJOKyMeHTO060pOT U
JleJIONPOMU3BO/ICTBO : yYEOHUK M MNPAKTUKYM /[Jisl CpeJHero mnpodecCUOHaJIbHOTO
o6pasoBanus / U. H. Ky3sHenoB. — 3-e u3j., nepepab. u gomn. — MockBa : U3gaTebCcTBO
Opaitt, 2022. — 462 c.— (IIpodeccuonanbHoe o6GpaszoBaHue). — ISBN 978-5-534-
04604-5. — Tekcr : asieKTpoHHBINA // Ob6pa3oBaTesnbHas miaatpopma KOpalT [caliT]. —
URL: https://urait.ru/bcode/490168 (mata obpamenus: 23.12.2021).

3 IllyBasnoBa, H. H. JlokyMeHTalMOHHOE 0OecredyeHure yIpaBieHus : y4eOHUK U IPAKTUKYM

JUisl cpegHero npodeccruoHasbHOro o6bpasoBaHus / H. H. lllyBanoBa. — 2-e usjg. —
MockBa: HsgatenbctBo  Hpant, 2021.— 265c.—  (IIpodeccuonanbHoe
obpasoBanue). — ISBN 978-5-534-00088-7. — Tekct : 2JIeKTpOHHbIK //
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https://urait.ru/bcode/490168

O6pa3oBaTenbHas matTdopma HOpauT [camT]. —
URL: https://urait.ru/bcode/469832 (maTa obpawenus: 23.12.2021).

[[OHOHHI/ITeﬂbeIe HNCTOYHHUKH:

06 wuHdpopmanuu, HHGOPMALMOHHBIX TEXHOJOTUSAX U O 3amuTe HHPoOpMaUu
[9nexTpounbIli pecypc]: denep. 3akoH or 27.07.2006 Ne 149-¢3, pex. or
23.04.2018 N2102-b3 - peXUM JlocTyna:
http://www.consultant.ru/document/cons doc law 61798

06 apxuBHOM JfieJie B Poccuiickoit @enepanuu [d1eKTpoHHBbIN pecypc|: ¢esep. 3akoH OT
22.10.2004 Ne 125-¢3, pexa. Ot 28.12.2017n  435-d3- pexuMm [AocTyna:
http://www.consultant.ru/document/cons doc law 1406

[OCT P 7.097 - 2016 VYHudunyMpoBaHHass CUCTeMa OpPraHU3alMOHHO-
pacnopsuTeqbHON JOKyMeHTaluU. TpeboBaHUs K 0QOpMJIEHUIO JOKyMeHTOB [TekcT].
/les1onpou3BO/CTBO U JOKYMEHTO000POT Ha NpeANpUATHH [TeKcT]: XKypH. / yupeJUTenb
000 «busnec - ApceHasn». — M.: busHec - Apcenau, 2014 - 2021.
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https://urait.ru/bcode/469832
http://www.consultant.ru/document/cons_doc_LAW_296434/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100014
http://www.consultant.ru/document/cons_doc_LAW_61798
http://www.consultant.ru/document/cons_doc_LAW_286468/30b3f8c55f65557c253227a65b908cc075ce114a/#dst100290
http://www.consultant.ru/document/cons_doc_LAW_1406

5 CIIPABOYHHUK3

OO6BEKT OLIEHKHU

['y1aroJisl

3HaHuA Onpenenutb, oONUcaThb, MNEPEYUCTUTb, YKasaThb,
Has3BaThb U T.J,.
[lonnMaHue OOBSACHUTb, pa3/IUYUTh, OLEHUTb, [I0KA3aTh,

IpUBECTHU pUMepHI, IPOUJIJIIOCTPUPOBATH,
WHTepNpeTUpoBaTh, CAesaTb BBbIBOJ, O0O0OIIUTBE U

T.J,.

[IpuMeHeHNe 3HaHU

Hcnonb3oBaTh, pemIMTb, COOTHECTH, PaCCUUTATh,
NoKa3aTh, C/eJlaTh, NPOAaHAJU3UPOBATh, BbIOPATH,
pPa3JIMYUTh, OTAENUTD U T.[.

AHa/nMTH4YecKUe U
OpraHM3allMOHHbIE€ YMEHHA

[lnanupoBars, CO3/aTh, pacnpeziesdTb 1O
KaTeropusm, pa3paborars, COCTaBUTb,
OpraHU30BaTh, OLEHUTb  IOJIOKUTEJbHbIE U
OTpULlaTe/IbHble CTOPOHBI, IPOBECTH pasJIhuMe,
000CHOBaTb, UHTEPIPETUPOBATh, CAeJaTb BbIBOJ,
CPaBHUTB, C/leJ1IaTh BbIBOJbI, U T.J.

[IpakTHyeckue ymMeHUd

Co3/1aTb, U3MEPHUTD, OCYIIIECTBUTh, KOHCTPYHUPOBATh,
pa3obparh, WCI0JIb30BaTh, yIPaBJISTh,
COTPYAHUYATH, YYaCTBOBAaTh, paboTaTh 0€30MacCHO,
JIEMOHCTPUPOBATD, CJYIIATh, TOBOPHUTb, MPHUHSTH,
M300pa3UTh U T.J,.

3 [Tocre paspa6omxu oyenounozo cpedcmea yoanumy 6ecb nyxm
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Onepatop 340 000 "KomnaHus "TeH3op"

JOKYMEHT MOAMUCAH SNTEKTPOHHOW NMOAMUCHIO
noanncAHO ®reoy BO "PrPTY", PIPTY, KaukoBckuii tOpuit BaneHTMHOBWY, 18.10.24 10:04 MNpocTas nognucb

3aBesytoLWwmin METOANYECKM 6rHeTOM (MSK)
®rboy BO "PIrPTY", PIPTY, CasenbeBa Onbra BUKTOpoBHa, 18.10.24 11:14 MpocTas nognucb
3aM. ampektopa PCCK «PIPTY» no YP (MSK)

YTBEPXJEHO ®rboy BO "PrPTY", PIPTY, LUuHapeBa Tamapa AntbibaeBHa, 18.10.24 11:17 Mpocras nognucb

[vnpekTtop PCCK «PIPTY» (MSK)




