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1. Ileain ocBOEHUS TUCIUTIJIUHBI

@opmuposanue 3Hanuii No:

- OCHOBHBIM TMOHSTHSAM: II€TH, 33a4dl W TPHHIHUINBI JOKYMEHTAIIMOHHOTO O0ecreueHus
YIpaBICHUS;

- CUCTeMaM JIOKyMEHTAIIHOHHOTO 00ECIICYCHHsI YIIPABICHHS UX aBTOMATH3AIlHH;

- KJ1accu(UKaIK JOKYMEHTOB;

- TpeOOBaHUSAM K COCTABJICHHIO U O(POPMIICHUIO TOKYMEHTOB;

- OpraHu3alMM JTOKYMEHTOOOOpOTa: mpueM, 00pabOTKy, pEerucCTpalHio, KOHTPOJb, XpPaHCHHE
JOKYMEHTOB, HOMEHKJIATYpY JeIl.

Gopmuposarue ymenuil no:

- 0OPMIICHHIO W TIPOBEPKE MPABUIHLHOCTH OGOPMIICHHS JOKYMEHTAIIMM B COOTBETCTBHH C
YCTaHOBJICHHBIMHU TPEOOBAHUSMH, B TOM YHCIIE UCIIOIB3YS HH(OPMAIIMOHHBIE TEXHOJIOTHH;

- IPOBEICHUIO aBTOMAaTH3UPOBAaHHOI 00paboTKe JOKYMEHTOB;

- OCYIIECTBIICHUIO XPAaHCHHUS U TMOMCKA IOKYMEHTOB;

- HCTIOJIb30BAHMIO TEIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUN B DJIIGKTPOHHOM JOKYMEHTOOOO0POTE.

2. Mecto nucunniandsl B ctpykrype IHHIICC3
Vuebnas mucuumanHa OI1.04 «/loxkymeHTanMOHHOE oOOecredeHnue YIpaBICHHS SBISAETCS
oOmenpodeCcCHOHAIBHON JUCIUTIIMHON TMpodeccuoHanbHOro mukia B coorBerctBur ¢ ®I'OC 1o
cneuuansHocty CITO 38.02.04 «Kommepiiust (110 oTpacisim)y».
OcBanBaeTcst Ha TpeThbeM Kypce (5 cemecTp).

3. Komnerenuuun odyuyawuierocsi, opmupyembie B pe3yJabTaTe 0CBOCHU S AU CIUILIHHBI

B pe3ynbraTe 0CBOCHUS IUCHUIUIHHBI (POPMUPYIOTCS KOMIETEHIINH:

Nupexc .
Pacmmu¢poBka npuodperaemoil KOMIeTeHIUN
KOMIIeTCHIIUH

OK1 [ToHrMaTh CYyIIHOCTH M COLMATIBHYIO 3HAUMMOCTh CBOEH Oyaymiei mpodeccun,
MPOSIBJISITh K HEM YCTOWYMBBIN HHTEPEC

OK?2 Opranu3oBbIBaTh COOCTBEHHYIO IESTEIbHOCTh, BEIOUPATH THIIOBBIE METO/BI U
CIocoObI BHIMOIHEHUS TPO(ecCHOHANIbHBIX 3a/1a4, OLIEHUBATh UX
7 (HEeKTUBHOCTH M KAYeCTBO

OK 3 [IprHUMAaTh pelIeHHs B CTAaHAAPTHBIX U HECTAHAAPTHBIX CUTYalMSAX U HECTH 32
HUX OTBETCTBEHHOCTh

OK4 OcymiecTBISITh IOUCK U UCIIOJIb30BaHUE WH(OPMAITUH, HEOOXOIUMOMN TSt
3 PEKTUBHOTO BBHIOTHEHUS TPOPECCHOHATBHBIX 3a71a4, MPO(HEeCCHOHAILHOTO U
JMYHOCTHOT'O Pa3BUTHUS

OK 6 PaboTaTh B KOJIJIEKTHBE U B KOMaHAE, 3PPEKTUBHO 0OIIATHCS C KOJUIETaMH,
PYKOBOJCTBOM, NOTPEOUTESIMU

OK 12 Cobmronate AeHCTBYIOIIEE 3aKOHOATEIBCTBO U 00s3aTebHbIE TPEOOBAHUS
HOPMAaTUBHBIX JOKYMEHTOB, a TaKKe TpeOOBaHUS CTaH/IaPTOB, TEXHUYECKUX
YCJIOBUU

K 2.2 OdopmisTh, TPOBEPATH MPABUILHOCTh COCTABJICHUS, 00ECIIEYNBATh XPaHCHUE

OpraHU3aLMOHHO-PACIIOPSAAUTENBHBIX, TOBAPOCONPOBOINUTENBHBIX U HHBIX
HEO0OXOUMBIX JTOKYMEHTOB C MCIOJIb30BaHUEM aBTOMAaTU3HPOBAHHBIX CHCTEM.

B pesynbpTaTe 0CBOCHHS TUCIUIUIMHBI 00YJarOITUHCS JOJKEH 3HATh:
- OCHOBHBIC TIOHATHS: UENH, 3aJa4d W TPHUHIHUIBI JTOKyMEHTAllMOHHOTO O0ecredYeHus
YIpaBJICHUS;



- CUCTEMbI JOKYMEHTALIMOHHOT0 00eCIIeueH sl YIIPaBJICHUs X aBTOMAaTH3AIIHIO;
- KJIaCCU(HKALUIO TOKYMEHTOB;
- TpeOOBaHUs K COCTABICHUIO U OPOPMIICHHIO TOKYMEHTOB;

- OpraHM3aIri0 TOKYMEHTOO0OpOTa: TpHeM, 00pabOTKy, PErHUCTPalNI0, KOHTPOJIb, XPaHCHUE

JOKYMEHTOB, HOMEHKJIATypy JeJl.

B pesynbpTaTe 0cBOCHHS TUCIMIUIMHBI O0YYAOIIHICS JOIKEH YMETh:

- 0OpMIIATE U TIPOBEPATH MPABHIBHOCTH O()OPMIIEHUS JAOKYMEHTAIlMM B COOTBETCTBUHU C

YCTaHOBJICHHBIMHU TPEOOBAHUSMH, B TOM YHCJIE UCIIOIB3YS HH(OPMAIIMOHHBIE TEXHOJIOTHH;
- MPOBOJUTH ABTOMATU3HPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
- OCYHICCTBJIATH XpPaHCHHUC U ITOUCK NOKYMCHTOB;,
- ACTIIOJIb30BATh TEIIEKOMMYHHKAIIHOHHBIE TEXHOJIOTUHU B 3JICKTPOHHOM JJOKYMEHTOOOOPOTE.

4. CTpyKTYypa U coJepkaHue JUCUMIIIHHBI

4.1. O01masi TPy10eMKOCTh IUCHUILIMHBI B Yacax
OO6mmast TpyA0€MKOCTh AUCIUILUTHHBI cOCTaBisieT 90 yacoB.
®dopma NpOMEKYTOYHON aTTECTALUHU 110 JUCLUIUIMHE: 3a4ET B 5 CEMECTpE.

Buapl u yacel ayuTopHOM
o w | PabOTBI, UX TPYIOEMKOCTb Camocrosite Tekymue
Paznesnre! 1 TeMbl g =
3 3 (B yacax) JbHAs (hopmsI
JUCLMILINHEI S =
3] é’ Ipakruyeck |JlabopaTopu pabora KOHTPOJIA
O Jlexnun
Y€ 3aHATHS | bie pabOThI
Tema l | OcHOBHBIE
MOJIOKCHUS
JIOKYMEHTAIIMOHHO 5 1-2 4 6 0 6 Coo0mieHus
ro obecreyecHUs
YIIPABJICHHMSI
Tema2 | CucreMsl
Coo0menus
AOKyMCHTALIHOHHO Tectuposanue 1
ro obecreycHUs 5 3-5 6 6 0 6 P
KonTponbHas
YOpaBICHHUS U UX
paboTa 1
ABTOMATHU3ALIMS
Tema 3 | Knaccudukamms
OKYMEHTOB.
Z[T e}6IOBaHI/I$I K CoobmeHus
P 5 168 6 10 0 8 KoHTposbHas
COCTABIICHUIO U
pabota 2
0(pOpPMIICHUIO
JIOKYMEHTOB
Tema 4 | OpraHuzarust 9 Coo0rienns
paboThI C 5 12 8 14 0 10 KontponbHast
JIOKYMEHTaMH pabota 3
Bcezo no oucuyunnune 24 36 30

* MUCbMEHHAas KOHTpPOJIbHAad TOYKa




4.2. ConepxaHue IMCUMILIAHBI

HaunmenoBanue Coaepixkanue yueOHOro MaTepuaJa, JJabopaTopHbie padoThl M NPAKTHYECKHE 3AHATHS, O0bem yacoB Yposenn
pa3esioB U TeM caMoCTosITeJIbHAsI padoTa 00y4ar0IMXCs (1ex/ 0CBOEHMSI
NPaKT/camMocT)
1 2 3 4
Tema 1. Coaepixkanue yueOHOro MaTepuajia 16
OcHoOBHBIE (4/6/6)
M0JIOKEHUSA 1 Lenu, 3a1a4u JOKYMEHTAIMOHHOTO 00ECIICYeHHS YIIPaBICHUS 2 1
AOKyMeHTAanuo | 2 [TpuHIMIBI JOKYMEHTALIMOHHOTO 00ecTeueH s yIpaBlIeHUs 2
HHOT'O IpakTnyeckune 3aHATHS 1
odecreyeHus 1 Ilenu, 3a1a4u ¥ TPUHIMIBI JOKYMEHTAITMOHHOTO 00ECTICYCHUS YIIPABIICHHS 6
ynpaBJieHHs CamocrosiTesibHast padoTa 00y4yaromerocs 6 2
1 IToaroToBka AOKIANOB MO TEME «IIETH, 33Ja4d M MPUHIUIBI JOKYMEHTAIIMOHHOTO OOecredeHus
yIpaBICHUS»:
I'mapuit E. B. JlokymeHTanmoHHoe oOecriedeHue ympasieHus : yueOHoe mocobue / E. B. I'magmii. —
Mocksa : U1 PUOP, HUL] UH®PA-M, 2016. — 249 c. — (IIpodeccuonanpHoe obpazoanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/468335 (mara oOpamenus: 10.02.2020). — Tekct
IEKTPOHHBIN.CTp. 11-25
Tema 2. Conep:xxanue y4eOHOro MmaTepuaJja 18
CucreMbl (6/6/6)
AokyMeHTanuo | 1 Cuctembl JOKYMEHTAITMOHHOTO O0ECTICUCHUS YIIPABIICHUS 2 1
HHOI'0 2 ABTOMATH3alMs CUCTEM JIOKYMEHTAIIMOHHOTO 00eCIIeYeHHsI YIIPaBICHUS 4
olecneueHust IIpakTH4eckue 3aHATUSA 6 2
ynpasiienust u | | Cucrembl JOKyMEHTAIIMOHHOTO 00€CIIeUeHUs YIIPABICHUS
nx CamocrosiTeIbHAsA pa0oTa 00y4aromerocs 6 2
aBTOMATH3AM | | T]onroToBKa cooOmEeHnH Mo TeMe «CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCIeueH s YIPaBICHU:
i I'maguit E. B. JlokymeHTanmoHHOe oOecrieueHue ympaBiieHus : ydeObnoe mocodbue / E. B. I'maawmit. —
Mocksa : UL PUOP, HULl UH®PA-M, 2016. — 249 c. — (Ilpodeccronansuoe odpazoBanue). — ISBN
978-5-369-01042-6. — URL : https://new.znanium.com/catalog/product/468335 (mata oOparmieHus:
10.02.2020). — TekcT : 2JIEeKTPOHHBIH, cTp. 26-42
Tema 3. Conep:xxanue y4e0OHOro MmaTepuaJja 24
Knaccnduxanu (6/10/8)




s1 nokymeHTOB. | | Knaccudukanus 70KyMEHTOB 10 pa3IUYHBIM MPU3HAKAM 2
TpeooBanusi k | 2 TpeboBaHUS K COCTABICHUIO M ODOPMIICHHUIO JTOKYMEHTOB 4
cocraBieHuIo 1 | [IpakTuueckue 3aHATHSI
oopMIIeHHI0 1 Knaccudukarust JOKyMEHTOB 110 Pa3IuYHBIM IMPU3HAKAM 4
AOKYMEHTOB 2 TpeOGoBaHuUs K COCTABICHUIO M OPOPMIICHHIO IOKYMEHTOB 6
CamocrosiTesibHast padoTa 00y4yaromerocs
1 IToaroroBka coodmuiennii o Teme «Kiaccudukanus JOKYMEHTOB 10 pa3IMYHBIM IPU3HAKAM:
['youna O. B. Ananu3 (uHaHCOBO-X0351CTBEHHOU nearenbHOCTH : yueOnmk / O. B. I'youna, B. E.
I'ybun. — 2-e uzn., nepepad. u gon. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. — (Cpennee
npodeccCuoHaIbHOE oOpasoBaHmue). — ISBN 978-5-8199-0710-8. — URL
https://znanium.com/catalog/product/1079336 (nara o6pamenus: 16.10.2020). — TekcT : 2IeKTPOHHBIH,
ctp. 43-55
Tema 4. Coaepixkanue yueOHOro MaTepuajia 32
Opranuzanus (8/14/10)
padoThI ¢ 1 Cinyx0a TOKyMEHTAI[HOHHOTO 00ECTICYeHUS YIIPaBICHUS 2
AOKyMeHTaMH | 2 OpraHu3alysi OlepaTHBHOTO XpaHEHHsI JOKYMEHTOB 2
IIpakTnyeckue 3aHATHS
1 Cnyx0a TOKyMEHTAI[HOHHOTO 00ECTICYeHUS yIIPaBICHUS 6
2 Opranu3zanus OnepaTuBHOTO XpaHEHUS JOKYMEHTOB 8
CamocrosiTesibHast padoTa 00y4yaromerocst
1 TlogroroBka coobmennii mo TemMe «OpraHu3aius CIyKO JTOKYMEHTAIIMOHHOTO OOCCIICUCHHS
YIIPaBICHUS:
['youna O. B. Ananu3 ¢uHaHCOBO-XO3SIMCTBEHHON AesTenpHOCcTH : yueOHuk / O. B. I'youna, B. E.
I'ybun. — 2-e u3n., nepepad. u gon. — Mocksa : ®OPYM : UH®PA-M, 2021. — 335 c. — (Cpennee
npodecCHoHAIbHOE oOpa3oBaHme). — ISBN 978-5-8199-0710-8. — URL :
https://znanium.com/catalog/product/1079336 (mara obpamenus: 16.10.2020). — TekcT : 3MEKTPOHHBIH,
cTp. 140-201
2 [loaroroBka coo0eHui mo reme «Opranuzanus OnepaTUBHOIO XPAaHEHUS TOKYMEHTOBY:
['youna O. B. Ananu3 ¢uHaHCOBO-XO3SMCTBEHHOHN AesTenpHOCcTH : yueOHuk / O. B. I'youna, B. E.
I'ybun. — 2-e u3n., nepepad. u gon. — Mocksa : ®OPYM : UHOPA-M, 2021. — 335 c. — (Cpennee
npodecCHoHAIbHOE oOpa3oBaHue). — ISBN 978-5-8199-0710-8. — URL :
https://znanium.com/catalog/product/1079336 (mnara obpamenus: 16.10.2020). — TekcT : 3MEKTPOHHBIN
cTp. 202-214
Bcero 920




4.3. CTpyKTYypa ¥ coAep:KaHue CAMOCTOATEJIbHOI PadoThI CTY/IEHTOB

u nom. — Mocksa : ®OPYM : UHOPA-M,
2021. — 335 ¢. — (Cpennee mpodheccuoHaIbHOE
obpazoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336

Dopmbl
Tpynoewx KOHTPOJIS
Pasgen quciuminHeL Bubl caMocTosITeNnsHOM paboThI ocCTh (B
wacax) CaMOCTOSATENLHO
il paboOTHI
1 2 3 4 5
Tema 1 | OcHOBHBIE [ToaroroBka JOKIAIOB IO TEME «IIETH, 3aJaUl
TIOJIOKEHUS Y TIPUHIUIIBI IOKYMEHTAIIMOHHOTO
JIOKYMCHTAIIMOH | O0eCIIeUeHsI yIIPaBICHHS»:
HOTO I'magwii E. B. JlokymeHTanmonHoe
oOecrieyeHust obecrieyeHue ynpasieHus : yaeOHoe mocoodue /
yIIpaBICHUS E. B. I'magmii. — Mockga : W11 PUOP, HUL]
MH®OPA-M, 2016. — 249 ¢. — 6 Cobecenoare
(ITpodeccuonanpuoe obpazoBanue). — ISBN
978-5-369-01042-6. — URL:
https://new.znanium.com/catalog/product/4683
35 (mata oopamenus: 10.02.2020). — Tekcr :
NIEeKTpoHHbI.cTp. 11-25
Tema 2 | Cucremsl IMoaroroBka coobeHwit o Teme «CUcTeMsl
JOKYMCHTAIIHOH | JIOKyMEHTAIMOHHOTO 00eCTICUeHUs
HOTO YIpaBICHU:
obecrieueHus I'mapuit E. B. JlokyMeHTallMOHHOE
VIpaBACHHUS U obecrieueHue yupapieHus : yueOHoe rnocodue /
150, E. B. I'maguii. — Mockaa : U1 PUOP, HUL] 6 CobecenoBane
apromatmzanust | UTHOPA-M, 2016. — 249 c. —
(ITpodeccuonansroe odpasopanue). — ISBN
978-5-369-01042-6. — URL :
https://new.znanium.com/catalog/product/4683
35 (mara o6pamenus: 10.02.2020). — Teker :
DJIICKTPOHHEIH, cTp. 26-42
Tema 3 | Kimaccuduxkarus | [lonroroBka cooOuieHwmid mo Teme
JIOKYMEHTOB. «Kiaccudukanus TOKyMEHTOB 110 pa3THIHBIM
TpeboBanus K MpU3HAKaAM»:
cocrapieHuio 1 | ['youna O. B. AHanu3 puHAHCOBO-
0 OpMIICHUIO XO3SIMICTBEHHOM JEATEIHLHOCTH : YueOHUK / O.
JIOKYMEHTOB B. I'youna, B. E. I'yOun. — 2-¢ u3n., mepepao.
u jnom. — Mocksa : ®OPYM : UHOPA-M, 8 CobOecenoBanue
2021. — 335 c. — (Cpennee nmpodheccuoHaIbHOE
o6pazoBanue). — ISBN 978-5-8199-0710-8. —
URL:
https://znanium.com/catalog/product/1079336
(marta obpamenus: 16.10.2020). — TekcT :
DIIEKTPOHHEIH, cTp. 43-55
Tema 4 | Opranm3arus 1 TloaroroBka COOOITICHMI ITO TEME
paboThI ¢ «Opranuzanys ciry’x0 JOKyMEHTAIlHOHHOTO
JIOKyMEHTaMU o0ecriedeHus yIpaBIeHUS:
I'youna O. B. AHanu3 puHAHCOBO-
XO3SIMICTBEHHOM JEATENHLHOCTH : yueOHUK / O.
B. I'y6una, B. E. I'ybun. — 2-e u3n., nepepad. 10 CobGecenoBanue




(mara obpamenus: 16.10.2020). — Teker :
3NEeKTPOHHBIH, cTp. 140-201

2 IloaroToBKa COOOIIEHMI IO TeMe
«OpraHu3zanus orepaTuBHOTO XpaHEHUS
JOKYMEHTOBY:

I'ybuna O. B. Ananu3 ¢punaHCOBO-
XO3SICTBEHHOM NEATEIBLHOCTH : yueOHHK / O.
B. I'y6una, B. E. I'ybun. — 2-e u3n., nepepad.
u gon. — Mocksa : ®OPYM : UHOPA-M,
2021. — 335 ¢. — (Cpennee nmpodheccuoHaIbHOE
obpazosanne). — ISBN 978-5-8199-0710-8. —
URL :
https://znanium.com/catalog/product/1079336
(mara obpamenus: 16.10.2020). — Teker :
3JIEKTPOHHBIN

cTp. 202-214

Bcezo no oucyunnune 30

5. O0pa3oBaTebHbIE TEXHOJOTHU

OcBoeHue AUCHUIIIUHBI «JlOKYMEHTAIlMOHHOE O0OecledeHne YIpaBieHUs» MpeArnoaaraet
UCIOJIb30BaHUE KAaK TPAAMLIMOHHBIX (JEKIHMH, TPAKTHUYECKHE 3aHATHS C HCIOJIb30BAHUEM
METOIMYECKMX MaTepualnoB), TaK M WHHOBAI[MOHHBIX OOpa30BATEIbHBIX TEXHOJOTHH C
UCIIOJIb30BAaHUEM B Y4€OHOM MPOIIECCe aKTHBHBIX W MHTEPAKTHBHBIX ()OPM MPOBEICHHS 3aHATUH:
BBITMOJTHEHHE Psiia MPAKTUUECKUX 3aJaHHi ¢ HCIOIb30BaHUEM NMPO(PECCHOHATBHBIX MTPOrPaMMHBIX
CPEACTB CO3JaHMs M BEACHUS DSJCKTPOHHBIX 0a3 [aHHBIX; MYJIbTUMEIUHHBIX MPOTPaMM,
BKJIIOYAIOLIUX TOJArOTOBKY M BBICTYIUICHHSI CTYJEHTOB Ha CEMHUHAPCKUX 3aHATHUIX C (HOTO-, ayAHo-
U BHJEOMAaTepuallaMH [0 TpPEUIOKEHHOW TeMmaTuke. BroinoiaHeHue 3amaHuii  TpeOyeT
WCIIOJIb30BAaHUS HE TOJBKO YYEOHHMKOB M TOCOOWH, HO W HWHGOpMAIUU, COACpXKAIICHCs B
HurepHere.

Ha nexkuusix u mpakTHUeCKUX 3aHATHSAX UCIIONb3YIOTCSA:

- nH(GOpPMAIMOHHAS U MPE3CHTALMOHHAS JICKLUS;

- Oecenpl M TUCKYCCHH.

3aHsATHS, IPOBOAMMBIEC B AKTHBHOI M HHTEPAKTHBHOM gopmax

Howmep HaunmeHnoBanue Tembl dopma IpoBEACHUS O06bem B
TEMBI 3aHATUA qacax
Tema 1 OCHOBHBIE TIOJIOKEHHS JOKYMEHTAIMOHHOTO Cobecenoanue 2
o0ecrieyeHus yrpaBJieHUs!
Tema 2 Cucrembl JOKyMEHTAITMOHHOTO O0eCIIeYeHUs Cobecenoanue 2
YHOPABJICHUA W UX aBTOMATU3AILHA
Tewma 3 Knaccudukanms nokymentoB. TpeboBanus K Cobecenosanue 2
COCTaBJICHHUIO M 0)OPMIICHUIO JOKYMEHTOB
Tema 4 Opranm3anys padoThl C TOKYMEHTaMHU Cobecenosanne 2
Bcero no nucrumiinae 8

6. OneHouHble cpeACTBA JAJ TEKYLIEro KOHTPOJS YCIHEeBAaeMOCTH, NPOMEKYTOYHOMH
aTTeCTAllMU N0 UTOraM OCBOCHUSI JMCHUTIMHBI




6.1 OneHoOYHbBIE CPEACTBA VISl TEKYIIEr0 KOHTPOJIA yCIIeBaeMOCTH
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Tecer 1 (OK 1, OK 2, OK 3, OK 4, OK 12, IIK 2.2)
IIpumep Bonpocos Tecra:
UYro o0miero y npeTeH3uOHHOTO MMChMa U HCKOBOTO 3asIBIICHUS:
1. KommeHncamus HaHECEHHOTO yIiepoa
2. Anpecar
3. OtBeTuukK
4. TpeboBaHue BEpHYTH JICHBTH.
Uem npuka3 OTIMYAETCA OT PACTIOPSKEHUS:
1. 3onHoii BIUsHUSA
2. OTBETCTBEHHOCTHIO
3. Cpokamu UCTIOJHEHUS
4. Cr0BO «IIPUKA3bIBAIO» 3AMEHSIETCS CIIOBOM «IIPEJJIararo.
I'ne craBuTcs rpud cornacoBaHusi U yTBEPKACHHUS:
1. B mpaBoMm BepxHEM yriy
2. B neBoM BepxHEM yriry
3. BHu3y nokymeHTa.

KonTpoasnas padora 1 (OK 1, OK 2, OK 3, OK 4, OK 12, [IK 2.2)
IIpumep 3apaHuii:

OCHOBHBIE CBOMCTBA M TPU3HAKH TOKYMEHTA.
Knaccugukanus 1OKyMEHTOB 1O pa3nuyHbIM Ipu3HakaMm. HambGonee ynmorpeOuTenbHbIC
BHJIBI KJIaCCU(DUKAITUH.
Krnaccudukanus JoKyMEHTOB 10 XapakTepy HHGOPMAIMOHHBIX CBSI3€H MPEANPUSATHS.
Knaccudukanus ynpapieHUeCKUX JOKYMEHTOB 10 (PYHKIIMOHATHLHOMY Ha3HAUYEHUIO.
Knaccugukanus J0KyMEHTOB IO COJIEPKAHUIO.
Kiaccudukanus 10KyMEHTOB 110 THITY HOCUTEJIEH.
OCHOBHbBIE HAINPaBJICHUS COBEPIICHCTBOBAHUS PAOOTHI C TOKYMEHTAMHU.
YHudunmpoBaHHas dbopma JIOKYMEHTA. dopMmysip JIOKYMEHTA.
PernameHTarus 1ei0npon3Bo/ICTBA.
VYHudukanus u cTanaapTU3anus 10KyMEHTOB.
3aKoHOJATEeNbHBIC U TPABOBEIC aKTaM B cpepe HHPOpMAIUU U TOKYMEHTAIIUH.

Kountpoasnas padora 2 (OK 1, OK 2, OK 3, OK 4, OK 12, IIK 2.2)
Ipumep 3axanmii:
Kakue pasHOBUIHOCTHU CITY)KEOHBIX TUCEM BBI 3HACTE:
[Ipurnamenue
Hanomunanue
[To3apaBnenue
OTkas
Coo0urenne
[Ipenynpexnenue
[Iperen3us
biraronapHocTs
ITonTBepxenune
Yrposza
Yewm oTamgaeTcs Ciy)keOHOe MIChMO OT JOKJIATHOM 3aIUCKU:
O0beMoM
[IpennasznaueHnem
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AnpecaTom

Conepxxanrem

Kakue moKkyMeHTBI IO TMYHOMY COCTaBY MOYKHO BBIJCIUTH:
[Ipuka3 00 yBOJIbLHEHHH

Pacniopsbxenue o mpoBeaeHUN Cy0OOTHHKA

[Ipuka3 00 yBennueHnn Ha10aBKU

AKT 0 mpueMKe ToBapa

Haxnagnas

Kaxkue Buabl poTOKOIa CYIIECTBYIOT:

CoxkpanieHHbIN

PassepHyThIi

[Tonubri

Kpatkunii.

Yro o61iero y npeTeH3nOHHOIO MUChMa M UCKOBOT'O 3asIBJICHUS:
KomMrieHcarust HaHECEHHOTO yIepOa

Anpecar

OTBeTunK

TpeGoBaHne BEpHYTH JCHBIH.

UeMm mpukas oTIMYaeTCs OT PACTIOPSIKCHHUS:

30HOU BIUSAHUS

OTBETCTBEHHOCTBHIO

CpokaMu HCTIOJTHEHUS

CnoBO «IIpUKa3bIBAI0Y 3aMEHSETCS CIIOBOM «IIPEJJIararo.
['ne craButcs rpud cornacoBaHus U yTBEPKICHUS:

B npaBoM BepxHeM yriy

B neBom BepxHeM yriry

BHu3sy nokymeHnra.

Kountpoasnas padora 3 (OK 1, OK 2, OK 3, OK 4, OK 12, IIK 2.2)
Ipumep 3axanmii:
Ha xakue moToku qenurcs JOKYMEHTOOOOPOT:
1. Bxonmsmue
2. Hcxopsamue
3. Baemiaue
4. BuytpeHHue
I'me perucTpupyroTcsi JOKYMEHTBI:
1. B cmenmanbHOM 00IIeM KypHaie
2. B xypHane BXOAAIIMX JOKYMEHTOB
3. B xypHaie ucXoAsmMX JOKYMEHTOB.
CKOJIBKO HEOOXOIMMO XPAaHUTh IOKYMEHTHI Ha TPEIPUATHH:

1. 3 roma
2. Sner
3. 70 mer.

4. VY kaxaoro Bujia JTOKyMEHTa CBOU CPOKH.

Jl11s 9ero HeoOXOAMM KOHTPOJIb UCTIOTHEHUS JJOKYMEHTOB:
1. s Ka4eCTBEHHOI'O MCITOJIHEHUS

2. Jlns HakazaHus, B CIy4yae HEeyAauu

3. i OTYETHOCTHU

4. Jlns mopsinka

[ToueMy XxpaHsT JOKYMEHTHI IJIUTEIBHOE BPEMSI:

1. Jlist BOCCTAaHOBIICHHS COOBITHI

2. s ucronb30BaHUs IIEHHOTO OIBITA



3. Ha mamarts o mroasax
4. Jlns nokaszaTenbCTB B CYJIE.

6.2 OneHOYHbBIE CPEACTBA ISl IPOMEKYTOYHOM aTTECTALMH 10 UTOraM OCBOEHUS
JTACHHUILTHHBI

3agaHud K 3a4eTy

1. CocraBuTh M OQOPMHUTH TPUKA3 IO OCHOBHOW MAEATENBHOCTH 00 HTOrax paboThl ¢
nokymentamu B 2017 romy IIAO «Mup». B KoHCcTaTUpylollel YacTH YKOKHTE Ha HHU3KYIO
TpeOOBATENILHOCTh PYKOBOJAUTEICH TMOJpA3ACTICHA K KAauyeCTBY TMOJTOTOBKH JOKYMEHTOB U
KOHTpPOJISI UX HCIOJHEHUA. B pacnopsinurenbHON yacTu oOpaTuTe BHHUMAaHHME PYKOBOJIUTENEH Ha
NOBBIIIIEHHE TPeOOBATEIHHOCTH K pAaOOTHMKAM B 4acTW paboOTHl ¢ JoKyMeHTamu. [laiite 3amanue
pabOTHHKY, OTBEYAIOIIEMY 3a JISJIONPOU3BOACTBO, HA Pa3pabOTKy Mep MO YJIYUIISHUIO 3TON pabOThI
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2).

2. CoctaBuTh U O(GOPMHUTH pACTOPSIKEHUE. YKAXKHUTE, YTO B CBSI3H C MPEICTOSIIMMH
CTPYKTYPHBIMH HW3MEHEHHUSIMH JTUPEKTOP OOS3bIBA€T TPOBECTH MPOBEPKY INTATHO-(DUHAHCOBOM
JUCIHUIUIMHBL. YKaXXUT€ OTBETCTBEHHOIO W CPOK BBIMOJIHEHMS, KOHTPOJb 3a BBIIOJHEHUEM
pacropspKeHUsl BO3JIOKUTE Ha 3aM.JaupekTopa. [pyrue naHHble B TEKCTE€ M PEKBU3UTHI YKAKUTE
camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1IK 2.2).

3. CocraButh 1 OPOPMHUTH aKT O PEBU3UU KAacChl. B TeKCcTe yKaxkuTe, 4TO B pe3yibTare
peBU3HH OBLJIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KAacCe COIIACHO JIaHHBIM OyXTaJITepCKOro ydera
coctaBua 3 521 000 py6., HeOCTauM HAJMYHBIX JIGHET MO BHHE Kaccupa He oOHapykeHo (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

4. CocraButh W O(QOPMUTH pPEKIAMHOE MHUCHBMO O TMPOJAXKE YACTHBIM JIHIAM |
rOCy/IapCTBEHHBIM MPEANPUATUSM MEPCOHATBHBIX KOMIIBIOTEPOB MO JOTOBOPHOM CTOMMOCTH U O
BO3MOKHOCTH IPUHUMATh 3aka3bl Ha coctaBiienue nporpamm (OK 1, OK2, OK 3, OK4, OK 6, OK
12, TIK 2.2).

5. CocraButh ¥ 0(OPMUTH MUCHBMO-TIPOCHOY HAYallbHUKA IUIAHOBO-DKOHOMUYECKOTO
ynpaineauss I[IAO «Penyktop» B amapec ampekTopa WHCTHTyTa SKOHOMHKHA C TPOCHOOH
PEKOMEH/I0BATh CIELUATUCTOB U3 YKUCIIA BBIMTYCKHUKOB 3a0YHOTO OTJEICHHUS MHCTUTYTA MOCIEIHUX
JIET, UMEIOIINUX OMBIT paboThl B 00JACTH AIKOHOMUKH MPOMBILIUICHHBIX MPEANPUATUH, HA JOHKHOCTH
HPKOHOMHUCTOB YIpaBlieHUs. B mucbMe OBIJIO BBICKa3aHO IMOXKEIAHUE MPETCHIIEHTAM Ha BaKAHTHBIC
JOJIKHOCTU TOATOTOBUTH pPE3IOME U MPHUCIATh MX MO (akcy B aJpec yNpaBieHHs, a Takxke, M0
BO3MOXXHOCTH, MPEACTaBUTh PEKOMEHAATEIbHbIC MUChMa C MOCIEAHUX MECT paboThl. OcTalbHBIC
nannbie ykakute camocrositensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, T1K 2.2).

6. CocraButh u odopmuts npukaz AO «Toproseii gom «Mepkypuil» 0 JHUKBUAALUU
marazuHa «Tpuxotax». MarasuH JNHUKBUAMPYETCS B CBSI3M C HEPEHTAOENBbHOCTHIO U B LEJAX
COKpalieHus: pacxoaoB. [Ipuka3zom JMKBUAUPOBAH Mara3uH; co3faHa JMKBUIALMOHHAS KOMHUCCHS,
cocrosimass M3 3amecTturenst reHepaibHoro gupektopa AQO «ToproBeii gom «Mepkypuii»
(mpeacenaTenb KOMHUCCHH), AMPEKTOpa MarasuHa «TpuKoTax» M HadalbHHKA 3KOHOMHUYECKOTO
otnena AQO; naHbl MOpYYEHUs MpeceaaTeNto JMKBUIAMOHHON KOMUCCHH 110 CPOKY MPEICTaBICHHS
aKTa JIMKBUJAIMOHHONW KOMHCCHH, 3aMECTUTENI0 TE€HEPAIbHOTO IUPEKTOpa MO 3KOHOMHKE IO
BHECCHHIO TMPEUIOKEHUN O JaTbHEHIIEM MCIOJIb30BaHUN ocBoOokaaromerocs nomemenns (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

7. CoctaButh W O(DOPMHUTH paCHOPSHKCHUE. YKAKHUTE, YTO B CBSI3U C MPEACTOSIIUMHU
CTPYKTYPHBIMH HW3MEHEHHUSIMH JTUPEKTOP OOSI3bIBA€T TPOBECTH IMPOBEPKY IITATHO-(PUHAHCOBOM
JUCIHUIUIMHBL. YKaXUT€ OTBETCTBEHHOTO W CPOK BBIMOJIHEHMS, KOHTPOJIb 3a BBIIOJHEHUEM
pacropspKeHUsT BO3JIOKUTE Ha 3aM.JaupekTopa. [pyrue naHHble B TEKCTE€ M PEKBU3UTHI YKAKUTE
camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2).

8. CocraBuTh 1 0OPMUTH AKT MIPOBEPKU (PMHAHCOBO-XO3SHUCTBEHHOW JACATEILHOCTH BaIlIETO
npennpuarus. OcHoBaHueMm siBisieTcss npuka3 gupektopa ot 00.00.0000 Ne 21 «O co3manumn



KOMHCCUU [0 TpOBEpKe (PUHAHCOBO-XO35CTBEHHOW nesTenbHOCTH» COCTaB  KOMHUCCHU:
npeceaaTeab — 3aM.IMPEKTOPa; WIEHbl KOMUCCHUHU: 3aM.IJIaBHOTO OyXrainTepa, HHKEeHEep-2KOHOMUCT,
Oyxranrtep-peBuzop. B pesynabrare mpoBepkH OBUIO YCTAaHOBJICHO HApyLICHHE B CHUCTEME ydyeTa
obopynosanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

9. CoctaButh U 0OPMHUTH MUCHMO HayallbHUKA OTJena peknambl [TAO «3tanon» B agpec
YHUTAPHOTO MYHHUIIMIIAILHOTO MPEeANpHUATHS «3eJIeHblii 00p» 0 JOMOIHUTEIbHOM (DMHAHCUPOBAHUU
3aka3a Ne 24 Ha U3rOTOBJICHHE PEKJIIAMHBIX MPOCIIEKTOB B CBSI3U C POCTOM IIEH Ha MOJIUTpapruecKue
yCIIyTH BO BTOPOM KBapTaje TeKYIEro roja U M3MEHEHWEM CMETHI 3aTpaT. B mucbme yka3blBasioch,
YTO BBINOJIHEHHE 3aKa3a OyAeT OCYIIECTBJICHO TOJBKO MpPU JOMOJHUTEIHLHOM BBIIEIEHUN 23
ThIC.py0. OctanbHble JanHble ykaxkuTe camoctosarensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, I[IK
2.2).

10. CocraButh u opopmuts npukaz [IAO «Pagyra» o peopraHuzanuy KaHIEIIPUH B OTIEIT
UH(POPMALIMOHHO-TOKYMeHTamoHHoro  obecneuenust (OMJIO). B  koHcratupyromeil yactu
HEOOXOUMO COCNIaThCA Ha pacmupeHue QyHKIUN U BHEIPEHHE B pabOTy CHUCTEMBI 3JEKTPOHHOTO
JOKYMEHTO0000poTa. B pacnopsauTenbHON 4acTH ycTaHABIMBACTCS IITATHAS YUCIEHHOCTh OTJIENA B
KOJIMYECTBE 7 4YeNIOBEK, NAl0TCA MOPYYEHHUS HayallbHUKY SKOHOMHYECKOIO OT/eNia 10 BHECEHHUIO
W3MCHCHUH B IITATHOE PACHUCAHWE M HAYAIbHUKY KaHIEISIPUU MO pa3paboTKe MOJIOKEHUS 00
OUNO. Ocranbubie nanubie ykaxkute camocrostenbHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK
2.2).

11. CocrtaButh u 0GOpPMHUTH YKa3aHUE 3aM.JUPEKTOpa (GUPMBI 00 OpraHU3AIH
KOMHMPOBAJIbHO-MHOXKUTEIIBHOTO O10po. B Tekcre ykakure, 4TO B COOTBETCTBUU C IPHKA30M
TUPEKTOpa, 3aM. AUPEKTOopa (UPMBI OOS3BIBACT 3aB. KOMHPOBAIBLHO-MHOXHUTEIBHOTO OOPO
paspabotath QopMmy 3akaza Ha pa3MHOKEHHE JOKYMEHTOB, BBIJABATh Pa3MHOXKCHHBIC JTOKYMEHTHI
UCIIOJTHUTEIISIM C COOTBETCTBYIONLICH pacluCKON B JKypHalle y4yeTa, perucTpUpOBaTh MOCTYHAIOIIHE
HA Pa3MHOXECHHE JOKYMEHTBI, KOHTPOJIb WCIIOJHEHUS BO3JIOKHTHh HAa HAYaIbHHKA OOIIEro OTIena
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

12. CoctaBuTh 1 0GOPMHUTH aKT 1O npeanpusTuio «Kanon» 00 utorax peBU3UH 10 MPOBEPKE
(¢brHAHCOBOTO OTYeTa. B TEeKCTe yKakWTe, 4TO PeBU3HEH OOHapy>KeHbI (HDaKThl TPyOOTr0 HAPYIICHHS
(MHAHCOBOTO yueTa M OTYETHOCTHU MO0 KOMaHAMPOBKAM, OTCYTCTBHE XKypHaJla yyeTa JOBEPECHHOCTEH
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

13. CocraButh 1 opopmMuTh nuckMo nupekropa AO «Pacag» CopoknHa B.A. reHepanbHOMy
nupektopy AO «Kuicrpoit» MapkoBy H.H. ¢ mpeanioxkxenueM o0 oka3aHUM PEKJIAMHBIX YCIYT JJIS
NPOJBMKCHHSI CIIPpOCA HAa KBapTUPBI B CTPOSIIUXCS OKWIBIX JoMax. [IpeaBapurenbHas
JOTOBOPEHHOCTh O PEKJIaMHOM KaMIaHUM Obljla JOCTHUTHYTa B XOJ€ COCTOSBILUXCS paHee
neperoBopoB. OcranbHble gaHHBIE yKaxkuTe camocrostenbHo (OK 1, OK2, OK 3, OK4, OK 6, OK
12, TIK 2.2).

14. CocraButb u o0o(OpMUTH YKazaHue 3aM. AUpeKTopa (upMbl 00 OpraHu3anuu
KOMUPOBAJIbHO-MHOKUTENBHOTO OM0po. B TekcTe ykaxkute, YTO B COOTBETCTBUU C IPHUKA30M
JUPEKTOpa, 3aM. JUpeKTopa (UPMBI O0O0SA3bIBA€T 3aB. KOMUPOBAILHO-MHOXHTEIHHOTO OIOpPO
paspabotaTh GopMy 3akaza Ha pa3MHOKEHHE JIOKYMEHTOB, BbIJaBaTh Pa3MHOXKECHHbBIEC JTOKYMEHTHI
UCTIOJIHUTEIISIM C COOTBETCTBYIOLICH paclHMCKON B XKypHaje ydera, perucTpUpOBATh MOCTYIAIOIINE
Ha Pa3MHOXEHHE JOKYMEHTBI, KOHTPOJIb HCIIOJHEHUS BO3JIOKHTHh Ha HayalbHHKA OOIIEro oTiena
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2).

15. CoctaButh W OQOPMHUTH JOKJIAJHYIO 3aMKHCKY TJIABHOTO OyXraiaTepa pPyKOBOJMTEIIO
OpeANpusATHs O HEO0OXOAMMOCTH IIEHTpAJU3allMd pPACYeTOB C pPaOOTHUKAMHU Mpennpusatus. B
00S3aHHOCTH YYETHBIX pPAOOTHUKOB LEXOB JOJDKHO BXOJUTHh JHIIb OQGOPMIEHHE YYETHBIX
JOKYMEHTOB T10 y4eTy BbIpaboTKH. B moknanHol 3amucke HE0OXOAMMO MOJATh MPEIOKEHHUE IO
MEPECMOTPY IITATOB, OTYETHBIX PAaOOTHUKOB B II€Xax M IJIaBHOM OyXrajirepuu M3 pacuera oOIIero
cokpaiieHus mraroB He Menee yeM Ha 20% (OK 1, OK2, OK 3, OK4, OK 6, OK 12, T1IK 2.2).

16. CoctaBuTh 1 0OGOPMHUTH aKT 00 MTOraX JOKYMEHTAIHHOW PEBU3UHU PaOOTHI OpraHU3AINHI
3a OTYETHBIN roj. B akTe peBu3nu 3aUKCUPOBAHBI CIECAYIOIIME HEJOCTATKU: HE YIOPSAIOYCH y4eT



JMYHOTO COCTaBa, HEKOTOPBIE JIMYHbIE JieNa HaxoasTcs B 3anynieHHoM coctostHuM (OK 1, OK2, OK
3, OK4, OK 6, OK 12, TIK 2.2).

17. CoctaBuTh 1 0QOPMHUTH aKT O CHHCAHUU UMYIIECTBA. B TekcTe ykaxure, 4To O MEPUOJ C
00.00.0000 mo 00.00.0000 komwmccusi mpoBena pabOTy IO YCTAHOBJIEHUIO HENPUTOTHOTO K
JanbHEHIIEMy HCIONIb30BaHUIO HMylIecTBa. B pesynbprare paboThl OBLIO YCTAHOBIEHO, YTO
UMYILIECTBO, COIJIACHO NpPUJIaraéMOMy K aKTy TepeyHIo, MOJIeKHUT CIHCAHUI0O B CBA3U C
HenpuroaHoCcThio Ayt ucronb3oBanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2).

18. CoctaBuTh U 0GOPMHUTH MUCHEMO-TIPUTIIAIICHHE areHTCcTBa «MH(POPMaIIMOHHO-TIPABOBBIC
CHUCTEMBl» 00 ydacTHM B ceMHHape «TeXHOIOTMYeCKHe W TIPaBOBbIE AaCIEKThl 3aIIUTHI
koMmMmepueckoi nadopmarmn» (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

19. CoctaButh U 0(GOPMHUTH MUCHMO-OTKa3 mojurpaduyeckoro mpeanpustus «llaptaep»
(ITAO) akumonepHomy o0miecTBy «CalroT» 1O BOMPOCY BBHIMOJHEHUS 3aKa3a Ha HM3TOTOBJICHHUE
OJIaHKOB y4eTa ¥ OTYeTHOCTH. [IpuunHOi 0TKa3a IBMJIACh PEKOHCTPYKIIMS MEYaTHOTO 11eXa, KOTopast
MIPOJITUTCS 0 KOHIIA MEPBOTO TMONYTOJUs; Ipyrue JaHHble ykaxkute camocrostensHo (OK 1, OK2,
OK 3, OK4, OK 6, OK 12, IIK 2.2).

20. CocraButh u odopmuth npukaz I[IAO «Ckimag» 00 obOecnedeHHH TOXKapHOM
0€30MaCHOCTH M YCWJIIGHHU OXpaHbl NpeanpusaTHs. B KoHCTaTupyromeld 4YacTH COLLIMTECh Ha
OMACHOCTh TEPPOPUCTHUECKUX AaKTOB M YKaXHUTE Ielb obecrieyeHus O0e30MacHOCTH JIoAed u
COXpaHEHHE UMYIIECTBA. B pacnopsiinTensHON YyacTu cieayeT 00s3aTh HayaJbHUKA OTeNIa OXPaHbl
Jloxknna K.X. yCWiIuTh NPONYCKHOM PEXHUM U OPraHU30BaTh KPYTJIOCYTOYHOE IEXKYPCTBO Ha
ckinane Nel; xomennmanta 3panuss Cyxux B.H. — mnpoBepuTh cocTOsHUME CUTHaIu3aluud |
3JIEKTPOINPOBOJIKM, a HadajdbHHMKAa aaMuHuctpatuBHoro otnena Ilerpenko O.I1. — mepeBectn Ha
ckinaa Nel Bocmamenstonmecs BemectBa. OcTanbHble JaHHbIE yKaxute camocrostensHo (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

21. CocraButh U OGOPMHUTH JOKJIAIHYIO 3alHMCKy HadajJbHHKA OTHENa PYKOBOJIUTEIIO
OpennpusaTis 0 (akTe HEBBINOJIHEHUS PACHOPSKEHHMS O MOHTake 0OOpYJOBaHMS Ha y4yacTKe IO
npUYrHE cIaboro KOHTPOJsl co cTopoHkl rraBHoro mexanuka (OK 1, OK2, OK 3, OK4, OK 6, OK
12, TIK 2.2).

22. CoctaBuTh U OOPMHUTH aKT O MPOBEPKE KacChl. B TekcTe ykakuTe, 4TO B pe3yibTare
PEBU3UHU KacChl KOMUCCHSI YCTaHOBMJIA: OCTAaTOK HAJIMYHBIX cpelncTB 1o coctosHuio Ha 00.00.0000
COIJIACHO KAaCCOBOM KHUIe M JIaHHBIM OYXTraJTepCKOro ydera JoipkeH cocTaBisaTh 450 000 pyOueii;
(daKkTHYEeCKU OCTATOK HATWYHBIX JeHeT B Kacce coctaisieT 400 000 py6ueii. Hemocraua HamumaHBIX
neHer B kacce coctasiser 50 000 pyOineii; HemocTada HATWYHBIX JIEHET OOpa3oBaliach MO BUHE
kaccupa Monounukosoii I1.A. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, I1K 2.2).

23. CocrtaBuTh U OQOPMHUTH MUCHMO-IPOCHOY aKIHMOHepHOro obmecTBa «CHyTHUK» B
KOMUTET BHEIIHEOKOHOMHMUYECKUX CBS3€HM aJIMUHUCTpPALUU PECIYOJMKH O BBIACICHUU JHUIICH3UN Ha
noctaBky B Kwutait 4000 TOHH MeTamsia B CBSI3M C 3aKJIIOYEHHEM JOrOBOpa JaISTHbCKUM
OObenuHEHUEM 110 MEXAYHApOAHOMY COTPYAHHMYECTBY HA CTPOUTEILCTBO JAECBATHUAITAKHOTO
obmexutus B Habepexnsix YUennax. CormacHo I0roBopy, OIJiaTa BBIMOJHEHHBIX paboT Oyzaer
MPOU3BOAUTRCS poccuiickumu pyossimu 1 Mmatepuanamu (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK
2.2).

24. CocraButh U OGOPMHTH JOKIATHYIO 3allMCKy O TMPUYMHAX HECBOCBPEMEHHOTO
npeaocTaBlIeHUs MH(QOPMAIMK O BHIOJHEHUN NpUKa3a qupekTopa. OcTalbHble PEKBU3UTHI YKAXKHUTE
camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1IK 2.2).

25. CocraButh U OOPMUTH AKT O PEBH3UM KacChl. B TeKCTe yKakuTe, YTO B pe3yibTare
peBU3HH OBLJIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KAacCe COIMVIACHO JIaHHBIM OyXTaJTepCKOro ydera
coctaBua 3 521 000 py©6., HeJOCTauM HAJMYHBIX JIGHET MO BHUHE Kaccupa He oOHapyxkeHo (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

26. CocraBuTh U O(GOPMUTH aKT TPOBEPKH (PHUHAHCOBO-XO3SHUCTBEHHOU MEATEIbHOCTU
Baiero npennpusatua. OcHoBanueM siBigercs npukasz aupekropa ot 00.00.0000 Ne 21 «O co3znanuu
KOMHCCUM TI0O TIpOBEpKEe (DHHAHCOBO-XO3SIMCTBEHHON jaeATenbHOCTH». (CoOCTaB  KOMHCCHH:
npeceaaTeab — 3aM.IMPEKTOpa; WIEHbl KOMUCCHUHU: 3aM.IJIaBHOTO OyXranTepa, HHKEHEep-2KOHOMUCT,



Oyxranrtep-peBu3op. B pesynabTare mpoBepkH OBUIO YCTAaHOBJICHO HApyLICHHE B CHUCTEME y4yeTa
obopynosanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

27. CoctaBuTh U 0OPMUTH MPHUKA3 IO OCHOBHOHN JEATEILHOCTH O BHECCHUU M3MCHECHHI B
HITaTHOE pacnucaHue. B KOHCTaTHpyrolledd 4YacTH TEKCTa YKaXWTe, 4YTO B CBSI3H C
IPOM3BOJICTBEHHON HEOOXOIMMOCTBIO M OTKPBITHEM IieXa IO MPOM3BOACTBY MoiydadbpukatoB. B
pacropsIANTENIBHON YacTH TEKCTa BHECTH B IITATHOE PACIHCAHUE TOPrOBOM KOMITAHWUHU CIEAYIOIIHE
U3MEHEHMS: BBECTH JOJDKHOCTh IOBapa IO MPOU3BOACTBY NOIY(HaOpUKATOB C OKIAJIOM ...pYyoO.
KoHTposb 3a ucnosHeHue mpukasza Bosnoxute Ha 3am.aupekTopa (OK 1, OK2, OK 3, OK4, OK 6,
OK 12, IIK 2.2).

28. CoctaBuTh 1 0POPMUTH aKT 1O MpeanpusiTuio «KaHoH» 006 uTorax peBU3UH MO MPOBEPKE
¢uHaHCcOBOTO OTYeTa. B TeKcTe yKkakuTe, 4yTO peBU3HMel OOHapykeHbl (haKkThl rpyOOro HapYIICHUS
(uHAHCOBOTO yyeTa U OTYETHOCTH MO KOMaHIUPOBKAM, OTCYTCTBHE JKypHaja yueTa JOBEpEHHOCTEH.

29. CocraButh U O0GOPMHUTH CONPOBOJUTENHHOE IMCHMO O HampaBieHun Bam Ha
peLEeH3MpPOBaHNE PYKOMHUCH MporpamMmbl Kypca «Opranuzanusi MWHOOPMALMOHHOTO oOecreueHus
ynpasieHus». llporpamMma mnpeanonaraercss Kak THIOBas JUIs BBICIIMX Y4YeOHBIX 3aBEICHUM,
MMEIOIINX cnenuanu3aunu «MeHemkMenT» win «Opranu3anus yrpasieHus». OT3bIB NPOCAT
npuciats a0 12 gexabps 2021r. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

30. CocraButh 1 ohopmMuTh HH(POpMAITMOHHOE MHChMO. B TekcTe ykaxute, uro AO «busHec-
mkona «MHTen-CuHTe3» NOAroTOBMIA K W3AAHMIO KHUTY «JlenmonmpousBoAcTBO». B kHure
OCBeIAlOTCs TPeOOBaHUS K COCTABICHUIO U O(GOPMIICHHMIO CIYKEOHBIX JAOKYMEHTOB M IpaBuia
pabotsl ¢ Humu. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

Tect k 3auery (OK 1, OK 2, OK 3, OK 4, OK 12, IIK 2.2)
IIpumep BompocoB TecTa:

3ananue 1
Jlenonpou3BoACTBO - 37O ...
1) oTpacipb nesTeabHOCTH, 00ECTIEUHBAOIAs TOKYMEHTHPOBAHNE M OPTraHU3aLMI0 PaOOTHI €
ouLMaNbHBIMUA JOKYMEHTaMU
2) mpouecc co3nanus U 0hOpMIICHUS TOKyMEHTa
3) 1BUKEHHE JOKYMEHTOB B OPraHU3allMi C MOMEHTA UX CO3JAHUS WU MOJIYUYEHUS 10 3aBEPIICHUS
UCTIOJTHEHUS MJTH OTIIPABJICHUS
3aganue 2
JIOKyMEHTUPOBAHUE - ITO ...
1) obecnieueHne NBUXKEHUS JOKYMEHTOB B allllapaTe YIPaBICHUs, UX HCIIOIb30BaHMs B CIIPABOYHBIX
LEJNSAX U XpaHEHHUs
2) COBOKYITHOCTb JAEUCTBHS, 00ECIIEUNBAIOIINX UX CBOEBPEMEHHOE UCIIOJHEHHE
3) npotiecc co3aanus ¥ 0hOPMIICHHUS TOKyMEHTa
3aganue 3
JIOKyMEHT - 370 ...
1) 3adukcupoBaHHas Ha HOcUTENE HH(OPMAITUS C PEKBU3UTAMU, TTO3BOJISIONIMMH €€
UICHTU(PHUIUPOBATH
2) HOcUTenb UH(OPMAIUH, UCTIONB3YEMOH B LIEJISAX PETYIMPOBAHUS COLUAIBHBIX OTHOIIEHUHN
3) undopmarus, 3adpukcupoBaHHast JHOOBIM CITIOCOOOM Ha JII00OM HOCHUTEIE
3apganue 4
JIoKyMeHTO000POT - 3TO ...
1) nepenava qOKyMeHTa U3 OJJHOM MHCTaHIIMU B IPYT'YIO B IPOLIECCE €0 PACCMOTPEHUS
2) ABMKEHHME JJOKYMEHTOB B OPraHU3allMd ¢ MOMEHTA UX CO3JaHMsl WU TIOJIYUYEHUS 10 3aBEPILCHUS
UCTIOJIHEHUS MJTH OTIPAaBJICHUS
3) nBUKEHHE KOMILJIEKCAa JOKYMEHTOB B IPOLIECCE BHIPAOOTKH, IPUHATHUS M UCTIOTHEHUS PEIICHUI
3aganue #5
[IpaBoBoii aKT, ONpeAeSIONINNA TOPSII0K 00pa3oBaHMsl, IPaBa, 00SI3aHHOCTH U OPTraHU3AIHIO
palboThI YUpEeXKCHUS Ha JUIMTENbHBIN IEPUO BPEMEHH - 3TO ...



1) npuxas

2) MOJI0KEHUE

3) noroBop
4) yctaB

5) MOIKHOCTHASI UHCTPYKIIMS

7 Taﬁ.lmua COOTBETCTBUHA KOMHeTeHHHﬁ, KPpUTEPUEB OINCHKH HX OCBOCHHUHA M OUCHOYHBIX

cpeacTs
KomrieTe OreHOUHBIE Kpurtepun onieHUBaHUS pe3yIbTaTOB
— [MnanupyemMsbie pe3ynbTaThl 00yUeHUs cpezncTBa o0yueHus
HE 3aYTECHO 3a4TE€HO
3HaTh: KonTponbHbie
- OCHOBHBIC MOHATHS: LICNH, 3aJa4l U | paOdoThI 1-3 JleMOHCTpHpYeT
TPUHIIHITBI JOKYMEHTAIIMOHHOTO | 3aMaHus K BLICO 113 m%) Y
o0ecrieyeHus ynpaBieHUs; 3auety 1-30 N
CHCTOMBI B YPOBCHb 3HAHHH,
- JIOKyMEHTalnoHHoro | Bompock! Tecta sHaCT
obecrieueHus YIIPaBJICHHS ux | x 3agery 1-50
. He 3naer JOCTaTOYHO B
aBTOMaTH3aLHIO;
JlomyckaeT 0a30BOM 00bEME
- KJTaccu()UKAINIO JOKYMEHTOB;
rpyObIe OIIMOKH WK
- TpeOOBaHMS K COCTABICHHIO U IEMOHCTPHPYET
0(OPMIICHHUIO JOKYMECHTOB; qacTH EHIEZ
- OpraHu3alyio JTOKYMEHT000opoTa: ——
npueM, 00paboTK ETUCTPAITHIO
pHEM, P Y P Patio, rpyOBIX OINOOK
KOHTPOJIb, XpaHEHUE JOKYMCHTOB,
OK 1 HOMEHKJIATYPY eI
YMmeTb: Kontponbusie JleMOHCTpHpYeT
- o opMIIATh u MPOBEPATH | padOThI 1-3 BHCOIIZHﬁp y
NPaBUIBHOCTh odopmitenust | 3anaHus K N
1-30 YpOBEHb YMECHHH,
JOKYMEHTallud B COOTBETCTBUHM C | 3a4eTy 1- oer
YCTAaHOBJICHHBIMU TpeOoBaHUsAMH, B | Bompocs! Tecta He ymeer . ZIMCHSITI:
TOM quCIe UCIIONB3YsI | K 3adeTy 1-50 JleMoHCTpHpYET 31;)1 AL Ha
MHQOPMaIIMOHHBIE TEXHOJIOTHH; YacTUYHBIC HDAKTIKE B
- TPOBOAMTH aBTOMATH3HPOBAHHYIO yYMEHUS, 68.30I;BOM o6BeME
00paboTKy TOKYMEHTOB; JIOITyCKasi TpyObIe i
- OCYIIECTBIATh XPaHEHHUE M IIOHCK OLIMOKH TlemoHcTpUpyeT
FIOKYMEIHTOB, YacTUYHBIC
-HCTIOJIb30BaTh VieHMS 6o
TEJIECKOMMYHHKAIIMOHHBIE TEXHOJIOTHH y
rpyOBIX OIIHOOK
B DJICKTPOHHOM JOKYMEHTOO0OpPOTE.
3HaTh: KonTponbHbie
- OCHOBHBIC MOHATHS: eI, 3aa4i U | paOboThl 1-3 JemoHCTpHpYET
TPUHIIHITBI JOKYMEHTAIIMOHHOTO | 3aMaHus K BBICOKUI
o0ecrieyeHus ynpaBieHUs; 3auety 1-30 YPOBEHb 3HaHUM,
- CHUCTeMBI  JOKyMEHTalnuoHHoro | Bompock! Tecta 3HAET
obecrieueHus YIIPaBJICHHS ux | x 3agery 1-50 He 3naet JIOCTaTOYIHO B
OK 2 aBTOMAaTH3AIIHIO; Jomyckaet 0a30BOM 00BEME
- KJTaccu()UKAINIO JOKYMEHTOB; rpyObie omIHOKH WIH
- TpeOOBaHUS K COCTAaBICHHUIO H JEMOHCTPHPYET
0(OpMIICHHUIO TOKYMEHTOB; YacTUYHBIE
- OpraHu3alyio JTOKYMEHT000opoTa: 3HaHUs 0e3
mpueM, 00pabOTKy, pPErucTpaluio, rpyObIX OIIHOOK
KOHTPOJIb, XpaHEHUE JOKYMEHTOB,




HOMEHKJIATypy eIl

YMeTs: KonTtposnbhbie JleMoHCTpHpYeT
- opopMIIITH u npoBepsAThH | paboTsr 1-3 BBICO 112 . 171: Y
NPaBUIBHOCTh odopmienus | 3agaHus K N
130 YpOBEHb YMEHHI,
JOKYMEHTAaIli B COOTBETCTBHH C | 3a4ery 1- MoeT
YCTaHOBJICHHBIMH TpeboBaHUsAME, B | Bompock! Tecta He ymeer - ZIMCH}ITL
TOM 4uciie UCIIONB3yYsl | K 3aueTy 1-50 JeMoHCTpUpYET SEIaHI/IH Ha
UHQOPMAITMOHHBIE TEXHOJIOTHH; YaCTHYHBIE DAKTIKE B
- TPOBOAWTH AaBTOMATH3UPOBAHHYIO YMEHHA, 6a3(§30M oBBEME
00paboTKy JOKYMEHTOB; JOTycKas rpyobie -
- OCYIIECTBIIAATh XPaHEHHUE M IIOHCK OLIMOKH JleMoHCTpHpYeT
JIOKYMCHTOB, YacTUYHBIE
-HCTIOB30BaTh MeHIS Ges
TEJIEKOMMYHHKALIMOHHBIE TEXHOJIOTHH Y
rpyOBIX OIUOOK
B DJIEGKTPOHHOM JIOKYMEHTO00OPOTE.
3HaTh: KonTtponbHbIe
- OCHOBHBIC TOHATHS: LENH, 3a1a4d U | paboTsl 1-3 JleMoHCTpUPYET
TIPHUHITUTIBI JOKYMEHTAlMOHHOTO | 3aaHus K BHCOIIZH ﬁp Y
obecrieueHus yIpaBIICHNUS, 3avery 1-30 N
YpOBEHb 3HAHHH,
- CHCTEMBl  JIOKyMEHTAIMOHHOTO | Bompock! Tecta sHACT
oOecrieyeHust YIIPABJICHUS ux | k 3adery 1-50
. He 3naer JIOCTaTOYHO B
aBTOMAaTH3AIINIO;
Homnyckaet 0a30BOM 00BbEME

- KIacCU(pHUKAIHIO TOKYMEHTORB;

rpyOBIe OITHOKHN WA
- TpeOOBaHUS K COCTaBICHHUIO U EMOHCTPHDYET
0 OPMIICHUIO JOKYMEHTOB; ‘-IaCTI/I‘fHIEz
- OpraHu3alli0 JOKYMEHTO00OpoTa: sHAHMSL Ges
npueM, 00paboTK ErUCTPaLUIO
PHEM, P Y P P ’ rpyOBIX OIMIUOOK
KOHTPOJIb, XpaHCHHE JIOKyMEHTOB,
HOMEHKJIATypy Aell.
VYmerTs: KonTtposbhbie JleMOHCTpHPYeT
- opopMIIATh u MPOBEPATH | paboThI 1-3 BLICOIIszI: Y
MIPABIILHOCTh oopmiienus | 3agaHus K .
130 YpOBEHb YMEHHIA,
JOKYMEHTAaIli B COOTBETCTBHH C | 3a4eTy 1- MoeT
YCTaHOBJIICHHBIMH TpeOoBaHUAMY, B | Bompock Tecta He ymeer - ZIMeH;ITL
TOM 4uciie UCIIONB3Ys | K 3aueTy 1-50 JeMoHCTpUpYET BII?IaHI/ISI A
UHQOPMAITMOHHBIE TEXHOJIOTHH; YaCTHYHBIE DAKTIKE B
- TPOBOAWTH AaBTOMATH3UPOBAHHYIO YMEHHA, 6a3£30M oBneMe
00pabOoTKy JOKYMEHTOB; JIOITyCKasi TpyObIe -
- OCYIIECTBISATH XPAaHEHHWE W MOHCK OITNOKHU JleMoHCTpUpYeT
JIOKYMCHTOB, YaCTUYHBIC
-HCIOJIL30BaTh MeHIS 663
TEICKOMMYHUKAITUOHHBIC TEXHOJIOTHH y
rpyOBIX OINOOK
B DJIEKTPOHHOM JIOKYMEHTO00OPOTE.
3HaTh: KonTtponsHbIe
- OCHOBHBIC MOHSTHS: IEJH, 3a/1a4 U | paOboThI 1-3 JlemoHCTpUpYeT
MIPUHIIATIBI JOKYMEHTAIIMOHHOTO | 3amaHus K BBICOKHIA
obecrieueHus yIpaBIICHNUS, 3avery 1-30 YPOBEHb 3HAHUH,
- CHCTEMBl  JIOKYMEHTAIMOHHOTO | Bompock! Tecta 3HaeT
oOecrievueHus YIIpaBJICHUS ux | k 3auery 1-50 He 3naet JIOCTaTOYHO B
OK 4 aBTOMaTHU3AIIHIO; Homyckaet 0a30BOM 00BEME

- KJTaccu(pUKAINIO JOKYMEHTOB;

- TpeOOBaHMS K COCTaBICHHIO H
0(OPMIICHHUIO JOKYMECHTOB;

- OpraHM3alio JTOKYMEHTOOOOpOTaA:
npueM, 00paboTKy, PperucTparuio,
KOHTPOJIb, XpaHEHHE JTOKYMEHTOB,

rpyObie omIOKH

WA
JEMOHCTPHUPYET
JaCTUYHBIC
3HaHUs 0e3
rpyOBIX OINOOK




HOMEHKJIATypy eIl

YMmeTb: Kontponbusie JleMOHCTpHpYeT
- oopMIIATh u MPOBEPATH | padoThI 1-3 BHCOIIZHﬁp y
NPaBUIBHOCTh odopmitenust | 3amaHus K .
130 YpOBEHb YMEHHUH,
JOKYMCHTallud B COOTBETCTBHHM C | 3a4eTy oer
YCTAaHOBJICHHBIMU TpeboBaHusiMHu, B | Bompocs! Tecta He ymeer . ZIMGHHTI:
TOM quCIe UCIIONB3YsI | K 3adeTy 1-50 JleMoHCTpHpYET 31;)1 AL Ha
UHQOPMAITMOHHBIE TEXHOJIOTHH; YaCTUYHBIC HDAKTIKE B
- TPOBOAMTH aBTOMATH3HPOBAHHYIO YMCHHS, 6a301330M obneMe
00paboTKy TOKYMEHTOB; JIOITyCKasi TpyObIe i
- OCYIIECTBJIATh XPAaHEHUEC H IIOHCK OIUOKH TlemoHcTpUpYeT
FIOKYMEIHTOB, YacTUYHBIE
-HUCTIOBb30BaTh VeHS Ges
TEJICKOMMYHHKAIIMOHHBIE TEXHOJIOTHH y
rpyOBIX OINOOK
B DJICKTPOHHOM JOKYMEHTOO0OPOTE.
3HaTh: KonTponbHbie
- OCHOBHBIC MOHATHS: LICNH, 3aJa4l U | paOdoThI 1-3 JleMOHCTpHpYeT
TPUHIIHITBI JOKYMEHTAIIMOHHOTO | 3aMaHus K BLICO 113 u 171: Y
o0ecrieyeHus ynpaBieHUs; 3auety 1-30 N
CHCTOMBI B YPOBCHb 3HAHHH,
- JIOKyMEHTalnoHHoro | Bompock! Tecta sHaCT
obecrieueHus YIIPaBJICHHS ux | x 3agery 1-50
. He 3naer JOCTaTOYHO B
aBTOMaTH3aLHIO;
JlomyckaeT 0a30BOM 00bEME

- Knaccn(bnxaumo AOKYMCHTOB,

rpyObIe OIIMOKH WK
- TpeOOBaHMS K COCTABICHHIO U IEMOHCTPHPYET
0(OPMIICHHUIO JOKYMECHTOB; qacTH EHIEZ
- OpraHu3alyio JTOKYMEHT000opoTa: ——
npueM, 00paboTK ETUCTPAITHIO
pHEM, P Y P Patio, rpyOBIX OINOOK
KOHTpPOJIb, XpaHEHHE JIOKyMEHTOB,
HOMEHKJIATYPY eI
0K 6 YpY
YMmeTb: KonTponbHEIe JleMOHCTpHpYeT
- o opMIIATh u MPOBEPATH | padOThI 1-3 BHCOIIZHﬁp y
NPaBUIBHOCTh odopmitenust | 3anaHus K N
130 YpOBEHb YMEHHIA,
JOKYMEHTallud B COOTBETCTBUHM C | 3a4eTy 1- oer
YCTAHOBJICHHBIMU TpeOoBaHUsAMH, B | Bompocs! Tecta He ymeer . ZIMGHHTI:
TOM quCIe UCIIONB3YsI | K 3adeTy 1-50 JleMoHCTpHpYET 31;)1 AL Ha
WH(GOPMAITMOHHBIC TEXHOJIOTHH; YaCTHYHBIC HDAKTIKE B
- TpPOBOJHUTH ABTOMATH3UPOBAHHYIO YMCHHS, 68.30I;BOM o6BeME
00paboTKy TOKYMEHTOB; JIOITyCKasi TpyObIe i
- OCYIIECTBIATh XPaHEHHUE M IIOHCK OIIUOKHN TlemoHcTpUpyeT
FIOKYMEIHTOB, JaCTUYIHBIE
-HCIOJIb30BaTh VeHSL Ges
TEJIEeKOMMYHHKAIIOHHBIE TEXHOJIOTUH y
rpyOBIX OIIHOOK
B DJICKTPOHHOM JOKYMEHTOO0O0pOTE.
3HaTh: KonTponbHbie
- OCHOBHBIC MOHATHS: eI, 3aa4i U | paOboThl 1-3 JemoHcTpupyet
MIPUHIIATIBI JOKYMEHTAIIMOHHOTO | 3amaHus K BBICOKHIA
o0ecrieyeHus ynpaBieHUs; 3auety 1-30 YPOBEHb 3HaHUM,
- CHCTEMBl  JIOKyMEHTAIMOHHOTO | Bompock! Tecta 3HaeT
obecrieueHus YIIPaBJICHHS ux | x 3agery 1-50 He 3naet JIOCTaTOYIHO B
OK 12 | aBrOMarH3anuio; Jomyckaet 0a30BOM 00BEME

- KJTaCCU(UKAIHIO JOKYMECHTOB;

- TpeOOBaHMS K COCTABICHHIO U
0(hOPMIICHHUIO TOKYMECHTOB;

- OpraHu3aIfi0 TOKYMEHT0000pOoTA:
mpueM, 00pabOTKy, pPErucTpaluio,
KOHTPOJIb, XpaHEHUE JOKYMEHTOB,

rpyObie omIHOKH

WA
JIEMOHCTPHPYET
YaCTHYHBIC
3HaHUsA 0€3
rpyObIX OIIHOOK




HOMEHKJIATypy eIl

K 2.2

YMmeTb: Kontponbusie JleMOHCTpHpYeT
- oopMIIATh u MPOBEPATH | padoThI 1-3 BHCOIIZHﬁp y
NPaBUIBHOCTh odopmitenust | 3amaHus K .
130 YpOBEHb YMEHHUH,
JOKYMCHTallud B COOTBETCTBHHM C | 3a4eTy oer
YCTAaHOBJICHHBIMU TpeboBaHusiMHu, B | Bompocs! Tecta He ymeer . ZIMCHHTI:
TOM quCIe UCIIONB3YsI | K 3adeTy 1-50 JleMoHCTpHpYET 31;)1 AL Ha
UHQOPMAITMOHHBIE TEXHOJIOTHH; YaCTUYHBIC HDAKTIKE B
- TPOBOAMTH aBTOMATH3HPOBAHHYIO YMCHHS, 6330I;SOM oBneMe
00paboTKy TOKYMEHTOB; JIOITyCKasi TpyObIe i
- OCYIIECTBJIATh XPAaHEHUEC H IIOHCK OIHNOKH TlemoHcTpUpYeT
FIOKYMEIHTOB, YacTUYHBIE
-HUCTIOBb30BaTh VeHIS Ges
TEJICKOMMYHHKAIIMOHHBIE TEXHOJIOTHH y
rpyOBIX OINOOK
B DJICKTPOHHOM JOKYMEHTOO0OPOTE.
3HaTh: KonTponbHbie
- OCHOBHBIC MOHATHS: LICNH, 3aJa4l U | paOdoThI 1-3 JleMOHCTpHpYeT
TPUHIIHITBI JOKYMEHTAIIMOHHOTO | 3aMaHus K BLICO 113 u 171: Y
o0ecrieyeHus ynpaBieHUs; 3auety 1-30 N
CHCTOMBI B YPOBCHb 3HAHHH,
- JIOKyMEHTalnoHHoro | Bompock! Tecta sHaCT
obecrieueHus YIIPaBJICHHS ux | x 3agery 1-50
. He 3naer JOCTaTOYHO B
aBTOMaTH3aLHIO;
JlomyckaeT 0a30BOM 00bEME

- Knaccn(bnxaumo AOKYMCHTOB,

rpyObIe OIIMOKH WK
- TpeOOBaHMS K COCTABICHHIO U
0 OpMIICHUIO TOKYMEHTOB; FICMOHCTPHPYET
- OpraHu3alyio JTOKYMEHT000opoTa: :3:1:;2}16122
npueM, 00pabOTKy, pPErucTpaluio,
KOHTPOJIb, XpaHEHUE JOKYMCHTOB, rpyGpIX ommooK
HOMCHKJIATYPY AL
YMmeTb: Kontposbhbie
- o opMIIATh u MPOBEPATH | padOThI 1-3 HeMOHCTpH? yer
NPaBUIBHOCTh odopmitenust | 3anaHus K BRICOKMH
JOKYMEHTAallul B COOTBETCTBMM C | 3adery 1-30 YPOBCHD yMEHHH,
YCTAaHOBJICHHBIMU TpeOoBaHUsAMH, B | Bompocs! Tecta He ymeer ymeet
TOM quCIe UCIIONB3YsI | K 3adeTy 1-50 JleMoHCTpHpYET TPHMCHSTE
UHPOPMAITHOHHBIC TEXHOIOTHH; YaCTUYHBIC S;I:I?TI/I;K:E;
- TPOBOAWTH ABTOMATH3MPOBAHHYIO yMEHUSI, 6430B0M 0BGLEME
00paboTKy TOKYMEHTOB; JIOITyCKasi TpyObIe
- OCYILICCTBIISITH XpaHEHHE W IOHCK OIHOKH I[eMo;IcHTI/II)preT
FIOKYMEIHTOB, YacTUYHBIC
-HCTIOJIb30BaTh yMeHus 6e3

TEJICKOMMYHHKAIIMOHHBIE TEXHOJIOTHH
B 2JICKTPOHHOM JIOKYMEHTO00O0pOTE.

rpyOBIX OIIHOOK

8. Meronnyeckue yKazaHus sl 00y4al0IUXCH MPU OCBOCHUH TUCHHUIIJIMHBI

Pabora nHa MPAKTUYCCKUX 3aHATHUAX IMMPCAIojJara€T akKTUBHOC Y4YaCTHC B JUCKYCCHUAX H

pEeLIeHNH 3ajad.

ILJ'DI MNOATOTOBKMU K 3aHATUAM PCKOMCHAYCTCA BBIACIATL B MAaTCpUAJIC

poOJIeMHBIE BOIIPOCHI, 3aTparuBacMbIe MPEToAaBaTeIeM B JICKIIHH, ¥ TPYIIITHPOBATH HHPOPMAIIUIO
BOKPYT HUX.
[Tpu pabote ¢ TepMuHaAMH HEOOXOAMMO OOpaIIaThCs K CIOBApsIM, B TOM YHUCJIE JOCTYITHBIM
B HTepHeTe, HanpuMep Ha caiite http://dic.academic.ru.




[Ipn moaroToBke OOYYAMOIIMUXCS IO TEMaM  HCIOJB3YIOTCS KOHCIEKTHI JIEKIUH W
VMCTOYHMKN OCHOBHOW W JOTOJHUTENBHOU IUTEPATyphl. [I0ArOTOBKA NOKIAI0B OCYIIECTBIIAETCS C
UCIOJIb30BaHNEM HOPMATHUBHO-IIPABOBBIX IOKYMEHTOB U Y4EOHUKOB.

CobecenoBanue 1Mo 3TOM TeMe mMpoBoAWTCS B ¢dopme Oecenpl. PaboTa Ha MpPaKTHYECKUX
3aHATUAX MPENOJaraeT akKTUBHOE y4acTHE B JIUCKYCCHUSIX M pELIEHUU 3adad. [[js moaroToBKU K
3aHATUAM PEKOMEHAYETCs BBIJACNATh B MaTepHuajie MpoOJieMHbIE BOIPOCHI, 3aTparuBaeMble
IpernoaaBaTesieM B JISKIUH, U TPYNIHUPOBATh HH()OPMALIUIO BOKPYT HUX.

Pemenue 3amad mpoBOAUTCS B Ipymme ¢ OOCYKICHHEM XOJla pEeUIeHHs, MPUMEHSEMBbIX,
CXeM, CII0COO0B, IPOBEPKOI PE3yNIbTaTOB M MPOBEICHUEM Pa0OTHI HAJl OIIUOKAMHU.

TecTtupoBaHue TPOBOIUTCSA IMOCTAE O3HAKOMIICHHSI C MaTepHalioM TeMbl. OOydarommiics
BBITIOJHSET TECTUPOBAHUE, pacCUUTaHHOE 1Mo BpemeHu Ha 40-50 MUHYT, Ha OyMa)KHOM HOCHTEIE.
Tect BkItOyaeT B ceOs 3a7aHMsl Pa3HOrO THUIMA: HA BHIOOP OJHOTO WJIM HECKOJBKUX MPaBUIBHBIX
OTBETOB, HA COOTBETCTBUE, KPATKUK M YUCIOBOM OTBET. J[JI1 MPOXOXKIEHHUE TECTa NAaeTCs OAHA
nomnbITKa. Janee cBepsAoTCa U 00CYKIAIOTCS pe3yIbTaThl C ONPEIEICHUEM TPABUIIbHBIX OTBETOB.

[IpomexxyTouHasi arTrecTalus MO ATOM AUCIMIUIMHE NpoBoIuTCcs B (opme 3adera. [Ipu
MOJATOTOBKE K 3a4eTy HEOOXOAWMO ONMpaThCs, TNPEXKAE BCEro, Ha HCTOYHHKH, KOTOpHIE
pa3zOupanuch Ha JEKIMOHHBIX 3aHATHIX U HA MaTePHAIbI IPAKTUIESCKUX 3aHITHH.

9. YyeOHO-MeTOANUECKOE | uHpOpMaALIMOHHOE o0ecrieuenue
JTUCIHHUIIINHBI

9.1. OcHOBHas JUTepaTypa:

1. Kupcanoa M. B. JlenoBas nepenucka : yueOHo-mpakTrueckoe nocooue / M. B. Kupcanona, H.
H. Anoguna, FO. M. AkcenoB. — 3-¢ u3a. — Mocksa : UH®PA-M, 2020. — 136 c. — (Cpennee

npohecCuoHaTBHOE oOpa3oBaHme). — ISBN 978-5-16-107089-5. — URL
https://new.znanium.com/catalog/product/1063759 (mara oOpamenus: 16.10.2020). — Texkcr
JJIEKTPOHHBIN.

2. T'mamumii E. B. JlokymenTanimonHoe obecriedeHue ynpasieHus : yueoHoe mocooue / E.B. ['maguii.
— Mockga : PUOP : UTHOPA-M, 2020. — 249 c. — (Cpeanee mpodeccruoHanbHOe 00pa3oBaHuE). —
ISBN 978-5-16-103959-5. — URL : https://new.znanium.com/catalog/product/1065817 (mara
obpamienus: 16.10.2020). — TekcT : 3MEKTPOHHBIH.

9.2. lonoJiHUTEIbHAS JIUTEPATypa:
1. beikoBa T. A. JlokymeHTanimoHHOE OOECIIEUeHUE YIpaBiIeHUS (IEeTOTPOU3BOACTBO) : ydeOHOE

nocobue / T. A. brikoBa, T. B. Ky3nenosa, JI. B. Cankuna ; mog o6ur. pea. T. B. Ky3uenooii. — 2-¢
u3a., nepepad. u gomn. — MockBa : UHOPA-M, 2020. — 304 c. — (Cpeanee mpodeccroHaibHOE

oOpa3oBaHue). — ISBN 978-5-16-106774-1. — URL :
https://new.znanium.com/catalog/product/1070624 (nata oOpamenus: 16.10.2020). — Texkcr
JJIEKTPOHHBIN.

2. [Nanacenko 0. A. Jlenonpou3BoOACTBO: TOKYMEHTAIIMOHHOE 0OCCTICUCHHE YIIPaBICHHS : ydeOHOe
rnocoobue / 0. A. ITanacenko. — Mocksa: PUOP, 2016. — 112 ¢. — ISBN 978-5-3690-1054-9. — URL :
http://new.znanium.com/go.php?1d=542773 (nara obpamierus: 16.10.2020). — TekcT : 37EKTPOHHBIM.
3. PeibakoB A. E. OcnoBbl nenomnpousBoactsa : yueOHuk [ans CIIO] / A. E. PeibakoB. — MuUHCK :
PUIIO, 2016. - 319 C. - ISBN 978-985-503-606-8. - URL :
http://www.studentlibrary.ru/book/ISBN9789855036068.html (mata oOpamenus: 16.10.2020). —
TeKCT : AIEeKTPOHHBIN.
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10. MaTrepuajbHO-TeXHHMYECKOE U IPOrPaAaMMHOe oOecriedeHue U CIUTIINHbI

OcBoenne mucummumnabl  OI1.04  «/lokyMeHTalMOHHOE OOecreYeHUuEe YIpPaBJICHHS»
MpeJIoJiaraeT UCIOIb30BaHUE CIICAYIONIET0 MATEPHATLHO-TEXHHUECKOTO 00ECTICUeHUSI:

HaumenoBanue HaunmenoBanue kabuHera, nepedeHb 000pyJ0BaHUS
JMCIUTUTHHEI

OI1.04 Ilepeuens ayauTopuii:

«JloxymeHTanu [KabMHET JOKYMEHTAIIHIOHHOTO 00eCIeueHus YIpaBiIeHHUs.

OHHOE VYuebHas ayIuTOpus IJIs POBEICHHS BCEX BUOB 3aHATHI.
obecrieueHne |OcHOBHOE 000pPY/A0BaHUE:

yIpaBJICHUS» |KOMIUIEKT ydeOHOW Mebenu;

pabouue miaakaTel MO TUCIUIUINHE;

pa3AaTouHbId MaTepHa Mo TUCIHUILIIHHE;

MeToau4Yeckoe obecredeHre TUCIUTUINHBI.

ITomermenne 1J1s1 caMOCTOSATEJILHOM PadoThI.

OcHoBHOe 00OpyI0BaHUE:

Kommext yueGHON Mebenn

Komneroteps! ¢ nocrynom B Matepuer u SUOC KOVY:
Kommnsrotep Intel Core 13 530

Kommprorep Intel Pentium D

Kommnsrotep Intel Celeron 420

Kommprorep Intel Pentium 4

Kommiext meGenu A XpaHeHus! yueOHbIX MaTepHaioB U 000PYAOBaHUS
MapkepHas 1ocka

IIporpammHoe obecnieyeHue:

Microsoft Windows 7 Home

Microsoft Office - Word, Excel, Power Point

Microsoft Open License

ABTopu3anMoHHbIN HOMep aunensuata 90970904ZZE1409
Adobe Acrobat Reader (cBoOo1HO pacpocTpaHsiemMast)

Mozilla Firefox (cBoOonHO pactipocTpansiemas)

1C:Ilpenmnp.8 KomrmiekT njst 00y4eHus B BHICIINX U CPEAHUX Y3
Jlunensuonnsit norosop [1J112-0215/2 ot 15.02.2012
Koncynprant-Ilntoc

Horosop I1-18-4006/P/I/1 ot 01 centsiopst 2018 r. (OymeT HOBBIIT 1OTOBOP)
Anpr-Ounanc: komiiekT mig BY3oB, muuensus Per. nomep 21014 ot 13.08.2008
Antusupyc Kacniepckoro

Jlorosop Ne(.1.1.59-02/363/19 ot 24.05.2019.

VY4yebHO-MeTOIMUECKass JUTeparypa I JaHHOM AHUCUMIUIMHBI MMEETCS B HAJIWYMM B
3NIEKTPOHHO-O0nOmoreynoit cucreme "ZNANIUM.COM", noctym K KOTOpPOH MpenoCTaBlieH
obygaronumcsa. OBC "ZNANIUM.COM" coaepXUT TPOW3BEICHUS KPYIMHEHITUX POCCHUUCKHX




Y4€HBIX, PYKOBOJUTEIEH TOCYJapCTBEHHBIX OpPraHOB, MperojiaBaTeyieil BEAYIIMX BY30B CTpaHBI,
BBICOKOKBTHU(DUITMPOBAHHBIX CICIHAIMCTOB B Pa3IMUHBIX chepax OuzHeca. PoHa OMOIMOTEKH
c(OpMHPOBaH C y4E€TOM BCEX M3MEHEHUU 00pa30BaTeNbHBIX CTAaHAAPTOB M BKIIIOYACT YUCOHUKH,
ydeOHble MocoOus, MoHorpaduu, aBTOopedeparbl, AUCCEPTAIMH, HSHIUKIONEIANH, CIOBApU U
CIIPAaBOYHHKH, 3aKOHOJATEIIbHO-HOPMATHBHBIC JOKYMEHTBI, CHEIMAbHBIC TEPUOIUYCCKUE
W3JaHud M U3JaHUsA, BBIIYCKaeMble H3JaTeNbcTBAaMU BY30B. B  Hactosimiee Bpems ObC
ZNANIUM.COM  cooTBeTcTByeT BceM TpeOoBaHHMsIM  (peepalbHbIX  TOCYAapCTBEHHBIX
00pa3oBaTeNbHbIX CTAaHAAPTOB CPeIHEro MpodeccuoHaTbHOT0 00pa30BaHUs HOBOTO ITOKOJICHHUS.

Y4eOHO-MeTONUYECKasT JUTepaTypa Ais JaHHOW TUCIHUIUIMHBI WMEETCS B HaIUYUH B
AJIEKTPOHHO-0MOMoTedHo cucteme W3marenbctBa "JlaHp", MOCTYN K KOTOpPOW MpemoOCTaBiieH
oOyyatomumcsi. DOBC M3parensctBa "JlaHp" BKIIOWaeT B ceOS DIIEKTPOHHBIE BEPCHM KHUT
n3narenscrBa "JlaHp" M APYruX BEAYNIUX U3/1aTEILCTB YUCOHON TUTEPATYPhI, a TAKKE AICKTPOHHBIC
BEPCHH MEPUOTUICCKIX U3JAaHUI 10 €CTeCTBEHHBIM, TEXHHYECKUM U TYMaHUTApHBIM Haykam. DBC
N3narensctBa "Jlawp" oOecreunBaeT MOCTYNm K HAy4dyHOH, y4eOHOW JHTEepaType W HayYHBIM
NEePUOIUYECKUM U3JaHUSM.

11. Metoasl o0y4yeHuss A 00y4arOIMXcsl MHBAJIWAOB M JIMI C OrpaHUYeHHBIMH
BO3MO KHOCTSIMH 3/10POBbSI

B o0pa3oBarenbHOM Tpoliecce HCIONB3YIOTCS COLMANBbHO-aKTUBHBIE U peQIIeKCUBHBIC
METO/bl 00Y4EHHUs, TEXHOJIOTMH COLMOKYIbTYPHOM peadmiuTanyMy ¢ IeJbl0 OKa3aHWs MOMOINU B
YCTQHOBJICHUH IOJHOLIEHHBIX MEXIUYHOCTHBIX OTHOIICHUH C IPYTUMHU OOYYarOIIUMHUCS, CO31aHUH
KOM(OPTHOTO IICUXOJIOTUYECKOT0 KJIMMaTa B CTYAECHUYECKON TpyIIIE.

YcnoBust 00yueHs] HHBAJIHMJIOB U JIUL C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI:
- y4eOHbIE ayAUTOPUHU, B KOTOPBIX IPOBOJATCSA 3aHATUS CO CTYACHTAMHU C HapyIICHUSMH ClyXa,
obopynoBanbl MynbTEMenuiiHON cucteMoil (IIK u mpoekTop), KOMIBIOTEpHBIE TU(HIOTEXHOIOTHI
0a3upyloTcss Ha KOMIUIEKCE allapaTHbIX M HPOrPpaMMHBIX CPEICTB, 00eCHedHBaIOLINX
npeoOpa3oBaHUE KOMITBIOTEpHOW HWHGPOPMALMK  JOCTYNHbIE Uil  CIA0OBUIAIUX  (HOPMBI
(YKpyITHEHHBIHN TEKCT);
- B 00pa3oBaTeNbHOM TPOIECCE HCIOJB3YIOTCS COLUUAIBbHO-aKTUBHBIE M PE(ICKCHUBHBIE METOJIbI
o0yueHHMs: Kec-MeTO/1, METOA ITPOEKTOB, UCCIIEA0BATENBLCKUN METO/I, AUCKYCCUU B (hOpME KPYTIIOrO
CTOJIa, KOH(EPEHIINU, METOJT MO3TOBOT'0 ILITYpMA.

[Tporpamma coctaBiena B coorBercTBuH ¢ TpeboBanusmMu GI'OC CIIO nmo cneunanbHOCTH
38.02.04 «Kommepiius (110 OTPaCIsiM)».
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«Kazanckuii (I1puBomxckuii) (besiepanbHbiii yHHBEpCHTET?
MHKEHEPHO-DKOHOMMUWYECKHWU KOJUIEJK

> FHAEREPHO
IKOHOMHLECkH

DoH OLIEHOYHBIX CPEACTB
10 y4eOHOM JUCUMIIJIMHE

OI1.04 «JIokyMeHTaHOHHOE 0becreyeHHEe YIIPABJIEH NS
(HaMMEHOBAHME JIMCLIMITMHDBI)

38.02.04 «Kommepuust (B chepe 06CayKuBaHms)»
(KOII W HAUMCHOBAHUE Cl’lellHaJleOC’l‘H)

MCHEC/DKEDP I10 I1pogarkamM
Kpaandukauns BbinyckHuka

HaGepexHubie UenHbl
2022



IMacnmopt
(¢ona oIEHOYHBIX CPeACTB MO

OI1.04 «lokymMeHTallHOHHOE o0ecrieYeHre YIIPABJIEHUs»

Nupexc Pacummgposka IHoka3zarenb popMuUpoOBaHMSI KOMIIETEHIMH OueHoYHbI
KOMIIETEH | KOMIIeTeHIIUH AJIs1 TAHHOM TUCHUIIHHBI e cpeacTBa
107071
1 2 3 4

OK 1 ITonnmars 3HaTh: OCHOBHBIE TOHATHS: Meau, 3anadyd U | KoHTponbH
CYITHOCTb U NPHUHIIAIIE  TOKYMEHTAllMOHHOTO OOEeCIedeHus | bie paboThI
COLIMAJIbHYIO yIOpaBiIeHUs;  CHUCTEMbl  JIOKyMEHTaluoHHOro | 1-3
3HAYUMOCTh oOecrieueHHs YIMpPaBICHUS WX aBTOMATH3aIUIo; | 3aaHus K
cBOEH Oymymen KJaccu(pUKalmuio JOKYMEHTOB; TpeOoBaHHMsS K | 3auety  1-
npodeccun, COCTaBIEHUI0O U O(OPMIIGHHIO JOKyMEHTOB; | 30
MPOSBIIATH K HEH | OpraHu3alfio JOKYMEHTO00OopoTa: npueM, | Borpocsr
YCTONYMBBIN 00paboTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE | TecTa K
HUHTEPEC JIOKYMEHTOB, HOMEHKJIATypy Je. 3auety 1-50

YMeTh: opopMIISITH U TPOBEPSATH MPABHIBHOCTH
oQopMIIEHHS JOKYMEHTAallud B COOTBETCTBHH C
YCTaHOBJICHHBIMU TpPEOOBAHUSIMH, B TOM YHCIIE
UCIIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;
IPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy
JIOKYMEHTOB; OCYUIECTBJIATh XpPaHEHHE M TOUCK
JIOKYMEHTOB; UCIIOJIb30BaTh
TEJIEeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

OK?2 Opranu3oBbIBaTh | 3HAaTh: OCHOBHBIC TIOHATHS: I1eNW, 3adaud U | KOHTpoabH
COOCTBEHHYIO NPUHIAIE  TOKYMEHTAllMOHHOTO OOECIeUeHus | bie paboThI
NeSITeNIbHOCTb, yIOpaBiIeHUS;  CHUCTEMbl  JIOKyMEHTaluoHHoro | 1-3
BEIOHMpATH oOecrieueHHs YIpPaBICHUS WX aBTOMATH3aIWIO; | 3aaHUus K
TUIIOBBIE METOIbI | KJIaCCU(UKALIMIO JIOKYMEHTOB; TpeOoBaHUS K | 3aueTry  1-
1 CIIOCOOBI COCTaBIEHUI0O U O(OPMIIEHHIO JOKYMEHTOB; | 30
BBITIOJTHEHUS OpraHH3aIII0 JOKYMEHTO00opoTa: npueM, | Borpocsr
npodeccuoHanbH | 00pabOTKy, PErHCTpalio, KOHTPOIb, XPaHCHHE | TecTa K
bIX 3aJ1a4, JIOKYMEHTOB, HOMEHKJIATypy Je. 3auety 1-50
OLICHUBAThH UX YMeTh: opopMIISITH U TIPOBEPSATH MPABHIBHOCTH
3¢ PeKTUBHOCTD U | OPOPMIICHUST JOKYMEHTAIMH B COOTBETCTBUU C
KaueCcTBO YCTaHOBJICHHBIMU TpPEOOBAHUSIMH, B TOM YHCIIE

UCHIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTHU;
IPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy
JIOKYMEHTOB; OCYIIECTBJIATb XpPaHEHHE M TOUCK
JIOKYMEHTOB; UCIIOJIb30BaTh
TEJIEeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

OK 3 [TIpuanMaTh 3HaTh: OCHOBHBIE TOHATHSA: Meau, 3anadyd U | KoHTponbH
pelieHus B MNPUHIIAIIE  TOKYMEHTAllMOHHOTO  OOEeCIedeHus | bie paboThI
CTaHJIapPTHBIX U yIOpaBiIeHUS;  CHUCTEMbl  JIOKyMEHTaluoHHoro | 1-3
HECTaHIapTHBIX oOecrieueHHs YIpPaBICHUS WX aBTOMATH3aIUIo; | 3aMaHUus K

CUTyallMiX "

KJIaCCU(DUKAIMIO JOKYMEHTOB; TpPEOOBaHUS K

3ayety  1-




HECTH 3a HUX COCTaBIEHUI0O U O(OpPMIIEHHIO JOKyMEHTOB; | 30

OTBETCTBEHHOCTh | OpraHMU3AIII0 JOKYMEHTO00opoTa: npueM, | Borpocsr
00paboTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE | TecTa K
JIOKYMEHTOB, HOMEHKJIATypy Je. 3ayety 1-50
YMeTb: 0pOpMIIATE U MPOBEPATH NPABUIBHOCTD
oQOopMIIEHHS JOKYMEHTAallud B COOTBETCTBHH C
YCTQHOBJICHHBIMH TPEOOBAaHUSAMH, B TOM YHUCIIE
UCIIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;
OPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy
JIOKYMEHTOB; OCYIIECTBJIATh XpPaHEHHE M TIOUCK
JIOKYMEHTOB; UCTIOJIb30BATh
TEJIEeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

OK 4 OcymecTBiATh 3HaTh: OCHOBHBIE NOHATHA: ILenu, 3anauud U | KoHTpoiasH
MTOUCK 1 INPUHLIMIIBL  TOKYMEHTAlMOHHOTO OOecCHedeHus | ble paboThbl
UCTIOJIb30BaHUE yIpaBJIEHUS;  CUCTEMBbl  JOKYMEHTAalMOHHOTO | 1-3
uHpopmanuu, o0OecrieyeHUs YIpaBICHUS HX aBTOMAaTH3aluIo; | 3aaHud K
HEO0OX0IUMO KJaccu(pUKauio JOKYMEHTOB; TpeOoBaHHWsS K | 3auety  1-
TUTSt COCTaBICHUI0O U O(OPMIICHHIO JOKYMEHTOB; | 30
3¢ pexTUBHOTO OpraHU3aIHIo JIOKyMEHTO000pOTA:! npueM, | Borrpocsr
BBITTOJIHEHUS 00paboTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE | TecTa K
poeCCHOHAIBH | IOKYMEHTOB, HOMEHKJIATypy eI 3auety 1-50
BIX 337124, YMeTb: opOpMIIATE U MPOBEPATH NPABUIBHOCTD
npodeccuoHanbH | OPOPMIICHHUS JOKYMEHTAllUd B COOTBETCTBHH C
oro u YCTQHOBJICHHBIMH TPEOOBAaHUSAMH, B TOM YHUCIIE
JUYHOCTHOTO UCIIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;
pa3BUTHS IPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy

JIOKYMEHTOB; OCYIIECTBJIATh XpPaHEHHE M TOUCK
JTIOKYMEHTOB; UCTIOJIb30BATh
TEJIEeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

OK 6 Paborats B 3HaTh: OCHOBHBIE NOHATHA: ILenu, 3agauud U | KoHTpoiasH
KOJJIEKTHUBE U B OPUHLIMIIBL  TOKYMEHTAlMOHHOTO OOecHedeHus | bie paboThbl
KOMaHJe, yIOpaBICHUS;  CUCTEMBl  JIOKyYMEHTAallMOHHOrO | 1-3
3¢pPEKTUBHO oOecrieyeHHs YNPABICHUS HX AaBTOMATHU3ALMUIO; | 3aJaHU K
o0mmaTecs ¢ KJaccu(puKamuio JOKYMEHTOB; TpeOoBaHHWsS K | 3aueTy  1-
KOJUIETaMU, COCTaBIEHUI0O U O(OPMIICHHIO JOKYMEHTOB; | 30
PYKOBOJICTBOM, OpraHH3aINI0 JOKYMEHTO00OopoTa: npueM, | Borpocsr
notpeOuTensiMu | 00pabOTKy, pErucTpaiyio, KOHTPOJb, XpaHEHHE | TECTa K

JIOKYMEHTOB, HOMEHKJIATypy Je. 3auety 1-50
YMeTb: opopMIIATE M TPOBEPATH NPABUIBHOCTD
oQopMIIEHHS JOKYMEHTAalluu B COOTBETCTBHH C
YCTQHOBJICHHBIMH TPEOOBAaHUSAMH, B TOM YHUCIIE

UCIIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;

OPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy
JIOKYMEHTOB; OCYIIECTBJIATb XpPaHEHHE M TOUCK
JIOKYMEHTOB; UCTIOJIb30BATh
TEJIEeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

OK 12 Cobnronath 3HaTh: OCHOBHBIE NOHATHA: ILenu, 3anauud U | KoHTpoiasH
neicTByrolee IOPUHLIMIIBL  TOKYMEHTAlMOHHOTO OOecHedeHus | bie paboThbl
3aKOHOJATENBCTB | YIPABJICHMs;  CHCTEMbl  JIOKyMeHTaluuoHHoro | 1-3




0 U 00s13aTebHbIE

obecneueHus YIOpaBJICHUA HX aBTOMATU3ALUIO,

3amanus K

TpeOoBaHUs KJIaccu(puKamuio JOKYMEHTOB; TpeOoBaHHWsS K | 3aueTy  1-
HOPMAaTUBHBIX COCTaBJIICHUI0O M  OQOPMIICHHIO JTOKYMEHTOB; | 30
JIOKYMEHTOB, a OpraHHU3aINIo JOKYMEHTO00opoTa: npueM, | Borpocsr
TaKxKe 00paboTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE | TecTa K
TpeOoBaHUs JIOKYMEHTOB, HOMEHKJIATypy Je. 3auety 1-50
CTaHJapTOB, YMeTb: opOpMIIATE U MPOBEPATH NPABUIBHOCTD
TEXHUYECKUX oQopMIIEHHS JOKYMEHTAallud B COOTBETCTBHH C
yCIOBUI YCTQHOBJICHHBIMH TPEOOBAaHUSAMH, B TOM YHUCIIE
UCIIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;
IPOBOIUTH  aBTOMATH3MPOBAHHYIO  00pabOTKy
JIOKYMEHTOB; OCYIIECTBJIATb XpPaHEHHE M TIOUCK
JIOKYMEHTOB; UCTIOJIb30BATh
TEJIeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B
DJIGKTPOHHOM JOKYMEHTO00OpOTE.

K 2.2 OdopmisTs, 3HaTh: OCHOBHBIE NOHATHA: ILenu, 3anauud U | KoHTpoiasH
MIPOBEPSTH INPUHLIMIIBL  TOKYMEHTAlMOHHOTO OOecCHedeHus | bie paboThbl
MIPaBUJIBHOCTD yIOpaBiIeHUS;  CHUCTEMbl  JIOKyMEHTaluoHHoro | 1-3
COCTaBJICHUS, oOecrieyeHHs YNPABICHUS HX AaBTOMATHU3ALMUIO; | 3aJaHU K
obecrieunBaTh KJIaccu(puKaluio JOKYMEHTOB; TpeOoBaHHWsS K | 3aueTy  1-
XpaHeHUe COCTaBIEHUI0O U O(OPMIICHHIO JOKYMEHTOB; | 30
OpraHMU3allIOHHO- | OPraHU3AIII0 JOKYMEHTO00opoTa: npueM, | Borpocsr
pacropsuTenabH | 00paboTKy, pPerucTpanuio, KOHTPOJIb, XpPaHEHHUE | TecTa K
BIX, JIOKYMEHTOB, HOMEHKJIATypy Je. 3auety 1-50
TOBApOCONPOBOAM | YMETh: O(OPMIIATH M TNPOBEPATH IMPABHIBHOCTD
TEJIbHBIX U UHBIX | OQOPMJICHHS] JTOKYMEHTAllUd B COOTBETCTBUU C
HEOOXOAUMBIX YCTQHOBJICHHBIMH TPEOOBAaHUSAMH, B TOM YHUCIIE
JIOKYMEHTOB C UCHIONB3YS  HMH(OpPMAIIMOHHBIE  TEXHOJIOTUU;
UCTOJBb30BAHUEM | IPOBOJUTH  ABTOMATHU3MPOBAHHYIO  00paboOTKy
aBTOMATHU3HPOBAH | JOKYMEHTOB; OCYILECTBISTh XpaHEHUE U IOHCK
HBIX CUCTEM. JIOKYMEHTOB; UCTIOJIb30BATh

TEJIeKOMMYHUKALIMOHHBIE TEXHOJIOTUHI B

DJIEKTPOHHOM JOKYMEHTOOOOPOTE.




MUWHHUCTEPCTBO HAYKHU U BBICHIEI'O OBPA30OBAHUS POCCUMCKOM ®EJEPAIIN
Hab6epexxnouemHuHCKMI HHCTUTYT ((prutran) dheaepabHOro roCyIapCTBEHHOTO aBTOHOMHOTO

00pa30BaTEeNLHOTO YUPEKACHHSI BHICIIIETO 00pa30BaHUs
«Kazancknii (ITpuBomkckuit) dhenepalbHbId YHUBEPCUTET

NHxeHepHO-9KOHOMUYECKUI KOJIITIEIK
KommnuiekT 3axanuii 1J11 KOHTPOJILHOM padoTsI 1

OI1.04 «/lokymMeHTanMOHHOE 0O0ecneYeHrue yIpaBJIeHHU
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2)

BapuanTt 1

1 [lonsTHE pEKBU3UTA U UX ONIUCAHUE

Bapmuanr 2

1 TpeboBanus k OJaHKaM JOKYMEHTOB

N —

whw

—

KommuiekT 3agaHuii 1Jisi KOHTPOJIbHOM padoTsl 1
OI1.04 «lokymMeHTallHOHHOE o0ecreYeHue YIPaABJIeHHUs»
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2)

Bapmuanr 1
OCHOBHBIE CBOMCTBA M TPU3HAKH TOKYMEHTA.
Knaccugukanus 1oOKyMEeHTOB 1O pa3nuyHbIM Npu3HakaMm. HambGonee ynmorpeOuTenbHbIC
BHJIBI KJIaCCU(DUKAITUH.
Knaccugukanus 10KyMEeHTOB 10 XapakTepy WH(POPMAIMOHHBIX CBSA3EH MPEATPHUITHS.
Knaccudukarus ynpaBieH4ecknX JOKYMEHTOB 10 (PyHKIIMOHAIEHOMY Ha3HAYECHUIO.
Knaccugukanus J0KyMEHTOB O COJIEPKAHUIO.

Bapmuanr 2
Kiaccudukanms 10KyMEHTOB 110 TUITY HOCHUTEIEH.
OcCHOBHbBIE HAINPaBJICHUS COBEPIICHCTBOBAHUS PAOOTHI C TIOKYMEHTAMHU.
YHudumupopaHHas dbopma JIOKYMEHTA. dopMmysip JIOKYMEHTA.
PCFHaMeHTaHI/IH ACJIOMPONU3BOACTBA.
VYHudukanus u cTanaapTU3aus 10KyMEHTOB.
3aKkoHOIaTeNbHBIC U ITPABOBBIC aKTaM B cepe HHPOopMaLUU U JOKYMEHTALUH.

KommnuiekT 3axanuii 1Ji1 KOHTPOJIbLHOM padoTsl 1
OI1.04 «/lokymeHTanMOHHOE O0ecneYeHue yIpaBIeHHU )
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2)

BapuanTt 1

1) Ha kakue MOTOKH AETUTCS TOKYMEHTOOOOPOT:

1. Bxonmsmiue
2. Hcxopsamue
3. Baemiaue
4. BuyTtpeHHue

2) I'me perucTpupyroTcsi JOKYMEHTHI:

1. B cmenmanbHOM 00IIIEM KypHae



1)

2)

3)

2. B xypHane BXoag1ux TOKyMEHTOB
3. B xypHaie ucXoasumx J0KyMEHTOB.

CKOIbKO HEOOXOAMMO XPaHUTh TOKYMEHTHI Ha MIPEANIPUSTHH:
1. 3 roma
2. Sner
3. 70 ner.
4. 'V kaxa0ro BUAa JOKYMEHTa CBOU CPOKH.
Bapuanr 2
J1y1st 4ero HeOOXO MM KOHTPOJIb UCTIOTHEHUS JJOKYMEHTOB:

1. JIns Ka4eCTBEHHOI'O MCIIOJHCHUS
2. Jlng Haka3aHus, B cllydae Heygauu

3. 11 OTYETHOCTHU
4. Jlns nopsiaka

[Touemy XpaHAT JOKYMEHTBI JUIMTEIBHOE BpEMS:
1. Jlist BOCCTaHOBIICHHS COOBITHI

2. Jlnsg ucronb30BaHUs IIEHHOTO OIBITa

3. Ha mamatb o mroasx
4. Jlns 1oKa3aTenbCTB B CYJE.

I'e peructpupyrorcs JOKYMEHTHI:

1. B cmenmanbHOM 00IIEM XypHaie
2. B xypHane BXOAAIUX JOKYMEHTOB
3. B xypHaie ucxoAsmux JOKyMEHTOB.

Kpurepum onenku:

Kpurepuu ornienuBanus pe3yabTaToB oOydeHus (0ainl)

«HCYOOBJICTB «YyOOBJICTBOP
«XOPpOo1IO» «OTIHYHO)
OPUTCJIILHO» HUTCIIBHO»
Kommer HnaHpreMLIe PE3YyJIbTaTHI [KpI/ITepI/II/I [KpI/ITepI/II/I [KpI/ITepI/II/I [KpI/ITepI/II/I
CHIIUU 06yLIeHI/I§I BBICTABJICHHA | BBICTABJIICHUA | BBICTABJIICHHS | BBICTABJICHUS
OLICHKU OLICHKU OLICHKHU OLICHKHU
«HCYIOBJICTB «YyOOBJICTBOP «XOpOIHO»] ((OTJ'II/I‘-IHO»]
OPHUTETHHO»] | UTETHHOY]
3HaTh: OCHOBHBIE ITOHATHS: LIEJH,
3a/1auu u PUHIUTIBI
JOKYMEHTAIMOHHOTO
obecrieyeHus yIIpaBJICHUS;
CUCTEMBI OKYMEHTAllMOHHOTO
HOKY . Hemoncrpu-
oOecrieueHUsT  YOpaBIICHUS  UX Hemonctpu-
He 3naer pyer 3Haer
ABTOMaTHU3ALMIO; pyer
JlomyckaeT | 4YacTUYHBIE | JOCTATOYHO o
KIACCU(PUKALUIO  JTOKYMEHTOB; BBICOKHUI
rpyobIe 3HaHUs 6e3 | B 0a30BOM
OK'1 TpeOOBaHUS K COCTABIECHUIO U N YPOBEHBb
OLINOKH rpyOBIX o0bEMe .
odopMmIIeHHIO JIOKYMEHTOB; 3HaHUI
o1nO0K
OpraHu3aIuio
JIOKYMEHTO000pOTa:! pHUeM,
00paboTKYy, perucTparuio,
KOHTpOJIb, XpaHEeHue
JIOKYMEHTOB, HOMEHKJIATYpy Jel.
yMeTh: 0popMIIsITh U mpoBepsATh | He ymeer | JlemoHCcTpHM Ymeer JemoHcTpH-
MIPaBUIBHOCTh odopmiienus | Jlemonctpu- pyeT IIPUMEHSATH pyer




AOKYMCHTAIMU B COOTBCTCTBHUU C
YCTaHOBJICHHBIMU
TpeGOBaHI/IHMH, B TOM 4YUCIIC
UCTIONB3ysd  MH(POPMAIMOHHBIC
TCXHOJIOTHH, IMPOBOAUTH
aBTOMAaTH3MPOBAHHYIO
00paboTKy JIOKYMEHTOB;
OCYIIECTBIISITH XPAaHCHUE U TIOUCK
AOKYMCHTOB, HUCIIOJIB30BATh
TEJIEKOMMYHHUKAITHOHHBIC
TEXHOJIOTUHU B SJICKTPOHHOM
JIOKYMEHTOO0O0POTE.

pyeT
YaCTHUYHBIC

YMEHHSI,
JOITyCKast
rpyOsie
OIINOKU

YaCTHYHBIC
ymeHus 0e3
rpyOBIX
O1nO0K

3HAHUA Ha

MPAKTHKE B
0a30BOM
00BEME

BBICOKHUI
YPOBEHb
YMEHUU

OK?2

3HaTh: OCHOBHBIC MTOHSTHUS: [ICJIH,
3a7auu u TPUHITAITBI
JOKYMEHTAI[HOHHOTO
obecrieyeHus yIIpaBJICHUS;
CHCTEMBl  JIOKyMEHTAIIHOHHOTO
oOecrieYeHUsT  yMpaBICHUS WX
aBTOMATH3AIIHIO;
KIacCU(UKAMIO  JTOKYMEHTOB;
TpeOOBaHUSI K COCTaBICHHUIO H
o(OpMIICHUIO JIOKyMEHTOB;
OpraHH3aLHUIo
JIOKYMEHTO000pOTA:! pHUeM,
00paboTKYy, perucTparuio,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKIIATYPY JeJl.

He 3naer
Jonyckaer
rpyobIe
OIIMOKHU

Hemoncrpu-
pyer
YaCTUYHbIC
3HaHus 6e3
rpyOBIX
o1nO0K

3Haer
IOCTAaTOYHO
B 0a30BOM

00BEME

JemoHcTpH-
pyer
BBICOKHH
YPOBEHb
3HAHHUH

yMeTh: 0GOpPMIIATH U TIPOBEPSTH
MPAaBUIBHOCTb oopmienus
AOKYMCHTAaIMU B COOTBCTCTBHUU C
YCTaHOBJICHHBIMU
TpeGOBaHI/IHMH, B TOM 4YUCIIC
UCTONB3ysd  MH(POPMAIMOHHBIC
TCXHOJIOTHH, IMPOBOAUTH
ABTOMATU3UPOBAHHYIO
00paboTKy JIOKYMEHTOB;
OCYHICCTBJIATL XPAaHCHUC U ITIOUCK
JTOKYMEHTOB; UCTIOJTb30BaTh
TCIICKOMMYHHUKAIITMOHHBIC
TEXHOJIOTHH B JJCKTPOHHOM
JIOKYMEHT0000pOTe.

He ymeer
Hemonctpu-
pyet
YaCTUYHBIC
yYMEHUS,
JOIyCcKast
rpyOsie
OLIMOKHU

HemoncTpu
pyer
YaCTUYHBIC
yMeHus 6e3
rpyOBIX
omuO0oK

YmMmeer
MPUMCHSITh
3HAHUA Ha
MPAKTUKE B
0a3oBOM
00BEME

JemoHcTpH-
pyer
BBICOKHU
YpOBEHb
YMEHUHI

OK3

3HaTh: OCHOBHBIC TIOHSTHS: TIEJIH,
3a7auu u TPUHITAIIBI
JOKYMEHTAI[MOHHOTO
obecrieueHus YIpaBJICHHUS;
CUCTeMBl  JIOKYMEHTAI[HOHHOTO
oOecrieYeHUsT  yMpaBICHUS  HX
aBTOMATH3AIIHIO;
KIacCU(UKAMIO  JTOKYMEHTOB;
TpeOOBaHUSI K COCTaBICHHUIO H
o(OpMIICHUIO JIOKyMEHTOB;
OpTaHu3aII0

He 3naert
Jonyckaet
rpyOsie
OIINOKHU

JemoHcTpH-
pyer
YaCTUYHBIC
3HaHUS 0e3
rpyOBIX
OIuO0K

3Haer
JIOCTATOYHO
B 0a30BOM

00BEME

JemoHcTpH-
pyer
BBICOKHH
YPOBEHb
3HAHWUH




JOKYMEHTO000poTa: pHueM,
00paboTKy, PETUCTpAIIHIO,
KOHTPOJIb, XpaHCHHE

JIOKYMEHTOB, HOMEHKJIATYpY JAe7l.

yMeTb: OQOPMIISITH U TMPOBEPATH

MIPaBUJILHOCTH oopmienus
JOKYMEHTAI[MH B COOTBETCTBUHU C
YCTaHOBJIEHHBIMU He ymeer
TpeOoBaHusiMU, B TOM uucie | JlemoHncrpu- | JlemoHCTpH Ymeer
UCTIOJB3Ys UH(POPMaLIMOHHbIE pyet pyer MPUMCHSITh Jlemonctpy-
TEXHOJIOTUH; NPOBOJNUTH | YAaCTUYHbIE | YaCTUYHBbIC | 3HAHUS Ha pyer.
aBTOMAaTH3HPOBAHHYIO yYMEHUs, yMeHus 6e3 | IpakTUKe B BRICORHH
00paboTKy JOKYMEHTOB; | JTOTyCKas rpyOBIX 6a3oBOM ypobetib
OCYIIECTBIISATh XpPaHEHUE U TIOUCK rpyOsie ommnoOoK o0bEMe yMeHHH
JIOKYMEHTOB; UCIIONIb30BaTh |  OLIMOKHU
TEJIEKOMMYHHUKAI[HOHHBIC
TEXHOJIOTUM B  3BJIEKTPOHHOM
JIOKYMEHTOO0O0POTE.
3HaTh: OCHOBHbIE MOHSTHS: LENH,
3a7auu u TIPUHITUATIBI
JOKYMEHTAIlMOHHOT'O
obecrieyeHus yIIpaBJICHUS;
CUCTEMBl  JIOKYMEHTAI[MOHHOTO JleMoHCTpH-
oOecrieyeHusl  yNpaBlIEHUS  HX JlemoHCTpH-
ABTOMATH3ALIHIO: He 3naer pyet 3HaeT pyer
| Homyckaer | yacTM4HBIE | JOCTaTOYHO .
KJacCU(UKALUIO  JIOKYMEHTOB; BBICOKHUI
TpeOOBaHUSI K COCTaBICHHUIO H rpyosie s 6339B0M yYpOBEHb
i OLINOKH rpyOBIX o00bEMe .
oopmienuro JTOKYMEHTOB; 3HAHUU
o1nO0K
OpraHu3aIHIo
JOKYMEHTO00OpoTa: pHueM,
00paboTKy, PETUCTPAIIHIO,
KOHTPOJIb, XpaHEeHHE
OK 4 JOKYMEHTOB, HOMEHKJIATypy Jel.
yMeTh: 0(OpPMIIATH U TPOBEPSTH
MPaBUJIBHOCTD odopmiieHus
JOKYMEHTAI[MH B COOTBETCTBUU C
YCTaHOBJICHHBIMU He ymeer
TpeOoBaHusiMH, B ToM uucie | Jlemonctpu- | JlemoHcTpn YmMmeer TleMOHCTPH-
UCIIOJB3YS nH(pOpMallMOHHbIE pyer pyer MPUMEHSITh pyer
TEXHOJIOTUH; MPOBOJUTH | YACTUYHBIC | YAaCTUYHBIC | 3HAHUS Ha .
aBTOMATHU3UPOBAHHYIO YMEHHS, yMeHHs 0e3 | MpakTHKE B BRICORHH
00paboTKy JOKYMEHTOB; | JOIycKas rpyObIX 06a3oBOM YPOBCHb
OCYIIECTBJISTh XpaHEHUE U TTOUCK rpyobIe (01115 (03 00BéMe YMEHIH
JTOKYMEHTOB; UCITOJIb30BATh |  OIIMOKHU
TEJIeKOMMYHUKAIIUOHHBIE
TEXHOJIOTUM B 3JEKTPOHHOM
JIOKYMEHTOO0OPOTE.
3HaTh: OCHOBHBIE NOHATHA: Leny, | He 3naer | JlemoHcTpm- 3Haer Hemoncrpu-
OK 6 3a/1auu u npuHuunsl | Jlomyckaer pyer JOCTaTOYHO pyer
JOKYMEHTAI[HOHHOTO rpyOsie YacTU4Hble | B 0a30BOM BBICOKHUI
obecrieueHus YIpaBJICHHUS,; OIHOKH 3HaHMS 0€3 00BéMe YPOBEHB




CUCTeMBl  JIOKYMEHTAI[HOHHOTO
oOecrieYeHUsT  yMpaBIICHUS WX
aBTOMATH3AIIHIO;
KIacCU(UKALNIO  JTOKYMEHTOB;
TpeOOBaHUSI K COCTaBICHHUIO H
o(OpMIICHUIO JIOKyMEHTOB;
OpraHU3aIHI0
JIOKYMEHTO000pOTa:! pHUeM,
00paboTKYy, perucTparuio,
KOHTPOJIb, XpaHEeHHE
JTOKYMEHTOB, HOMEHKJIATYPY JeTl.

rpyOBIX
o1IMO0K

3HAHUH

yMeTh: 0OpPMIIATH U TIPOBEPSTH
MIPAaBUIBHOCTb oopmienus
AOKYMCHTAaIMU B COOTBCTCTBHUU C
YCTaHOBJICHHBIMU
TpeGOBaHI/IHMH, B TOM 4YHUCIIC
UCTIONB3ysd  MH(POPMAIMOHHBIC
TEXHOJIOTUH; IPOBOTUTH
ABTOMATU3UPOBAHHYIO
00paboTKy JIOKYMEHTOB;
OCYHICCTBJIATL XPAaHCHUC U ITOUCK
JTOKYMEHTOB; UCTIOJTb30BATh
TCIICKOMMYHHUKAIITUOHHBIC
TEXHOJIOTUM B  JJCKTPOHHOM
JIOKYMEHT0000pOTe.

He ymeer
Hemoncrpu-
pyet
YaCTUYHBIC
yYMEHUs,
JOIyCcKast
rpyOsie
OLIMOKHU

Hemonctpu
pyer
YaCTUYHBIC
yMeHus 6e3
rpyOBIX
omuOoK

YmMmeer
MPUMCHSITh
3HAHUS Ha
MPAKTUKE B
0a3zoBOM
00BEME

JemoHcTpH-
pyer
BBICOKHU
YPOBEHb
YMEHUHI

OK 12

3HATh: OCHOBHBIC MMOHSITHUS: LICIIH,
3aauu u TPUHITAITBI
JOKYMEHTAI[HOHHOTO
obecrieueHus YIpaBJICHHUS;
CHCTEMBl  JIOKyMEHTAIIHOHHOTO
oOecrieYeHUsT  yMpaBIICHUS WX
aBTOMATH3AIIHIO;
KIacCU(UKAMIO  JTOKYMEHTOB;
TpeOOBaHUSI K COCTaBICHHUIO H
odopmIteHHIO JTIOKYMEHTOB;
OpTaHU3aIII0
JOKYMEHTO00OpoTa: pueM,
00paboTKy, PETUCTPAIHIO,
KOHTPOJIb, XpaHCHHE
JOKYMEHTOB, HOMEHKJIATYPY JIElL.

He 3naert
Honyckaet
rpyOsbie
OIINOKU

JemoHcTpH-
pyer
YaCTUYHBIC
3HaHUS 0e3
rpyoOBIX
OmuO0K

3Haer
JIOCTATOYHO
B 0a30BOM

00BEME

JemoHcTpH-
pyer
BBICOKHH
YPOBEHb
3HAaHUHU

yMeTh: O0OPMIIATH U TIPOBEPSTH
[IPaBUJILHOCTD oopmienus
JTOKYMEHTAIIMH B COOTBETCTBUU C
YCTaHOBJICHHBIMU
TpeOOBaHUSMH, B TOM YHCIC
HCIIONB3YS UH(POpPMAaLIMOHHbIE
TEXHOJIOTUH; IPOBOTUTH
ABTOMATU3UPOBAHHYIO
00paboTKy JIOKYMEHTOB;
OCYHICCTBJIATL XPAaHCHUC U ITOUCK
JTOKYMEHTOB; UCTIOJIb30BaTh
TEJIEKOMMYHUKAITIOHHBIC

He ymeer
Hemoncrpu-
pyer
HaCTUYHBIC
YMEHHS,
JOMycKast
rpyobIe
OIIMOKHU

Hemonctpu
pyer
YaCTUYHbIC
ymeHus 0e3
rpyOBIX
O1nO0K

YmMmeer
MPUMCHSITh
3HAHUA Ha
MPAKTHKE B
0a30BOM
00BEME

JemoHcTpH-
pyer
BBICOKHH
YPOBEHb
YMEHUH




TEXHOJIOTUHU B
JIOKYMEHTOO0O0POTE.

AJIEKTPOHHOM

IIK 2.2

3HaTh: OCHOBHBIC TTOHSITHSI: oeiu,

3a71auu u MIPUHITUATIBI

JOKYMEHTAIlMOHHOTO

obecrieyeHus yIIpaBJICHUS;

CUCTEMBbI OKYMEHTallHOHHOTO

HOKYM . Hemoncrpu-

oOecrieyeHUsl  yMpaBlIEHUS  HX JemoHCTpH-
He 3naer pyer 3Haer

aBTOMATH3AIIHIO; pyer
JlonyckaeT | 4acTHUYHBIE | JOCTATOYHO .

KJacCU(UKALUIO  JIOKYMEHTOB; BBICOKHIA

rpyobIe 3HaHUA 6e3 | B 0a30BOM
TpeOOBaHUSI K COCTaBICHHUIO W N yYpOBEHb
OLINOKH rpyOBIX o0bEMe .
oopmienuro JTOKYMEHTOB; 3HAHUU
o1nO0K

OpraHu3aIHio

JOKYMEHTO00OpoTa: pueM,

00paboTKy, PETUCTPAIIHIO,

KOHTPOJIb, XpaHEeHHE

JOKYMEHTOB, HOMEHKJIATYpY JAe7l.

yMeTh: 0OpPMIIATH U TIPOBEPSTH

MPaBUJIBHOCTD odopmiieHus

JOKYMEHTAI[MH B COOTBETCTBUU C

YCTaHOBJICHHBIMU He ymeer

TpeOoBaHusiMH, B ToM uucie | Jlemonctpu- | JlemoHCcTpH YmMmeer JleMoHCTpH

UCHoNib3ys  UH(GOpPMalMOHHbBIE pyer pyer MPUMEHSITh or P

TEXHOJIOTUH; MPOBOJUTH | YACTUYHBIC | YaCTUYHBIC | 3HAHUS Ha Blfc};Km?I

aBTOMATHU3UPOBAHHYIO YMEHHS, yMeHHs 0e3 | MpakTHKE B OBCHE

00paboTKy JOKYMEHTOB; | JOIycKas rpyObIX 06a3oBOM yp -~

OCYIIECTBJISITh XPaHEHUE U TTONCK rpyobIe (01115 (03 00BéMe ™

JTOKYMEHTOB; UCITOJIb30BATh |  OIIMOKHU

TEJIEKOMMYHHUKAITHOHHBIC
TEXHOJIOTUHU B SJICKTPOHHOM
JIOKYMEHTOO0OPOTE.




MHWHUCTEPCTBO HAYKHU U BEICHIEI'O OBPA30OBAHUS POCCUMCKOM ®EJEPAIIN
Hab6epexxnouemHuHCKMI HHCTUTYT ((prutran) dheaepaibHOro rocyI1apCTBEHHOTO aBTOHOMHOTO
00pa30BaTEeNLHOTO YUPEKACHHSI BHICIIIETO 00pa30BaHUs
«Kazancknii (ITpuBomkckuit) dhenepalbHbId YHUBEPCUTET

VHXXEHEPHO-3KOHOMMYECKUI KOJIIEK

TecT K 3a4eTy
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2)

3ananme 1
Bri6epute BepHbIi, Ha Bai B3rJ1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JenonpousBoacTso - 31O ...

1) oTpacinb AesTensHOCTH, 00eCeUnBArOIIas JOKYMEHTUPOBAHHUE U OPTAHU3AIIHIO PA0OTHI C
OQUIMATEHBIMU TOKyMEHTaMU

2) mpouecc co3nanus U 0hOpMIICHUS TOKyMEHTa

3) ABMKEHHE JOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3aHUS WJIH MOIYYESHHUS 10 3aBEpIICHUS
UCTIOJTHEHUS WJIA OTIIPABJICHHUS

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 orneHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Kommerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2

3ananue 2
Bri6epute BepHbIi, Ha Baim B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JdoxymeHTHpPOBaHME - ITO ...

1) obecrieueHre NBMKEHNS JOKYMEHTOB B alllapaTe YIPaBJICHUs, UX HCIIOIb30BAaHMs B CIIPABOYHBIX
HEJIX U XpaHEHUs

2) COBOKYITHOCTb JICHCTBUSI, 00ECIIEUNBAIOIINX UX CBOCBPEMEHHOE UCIIOTHEHUE

3) mpotiecc coznanust 1 0HOPMIICHHS TOKYMEHTA

OtBer: 3

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue 3
Bribepure BepHbIid, Ha Bar B3risia, oTBET 1 00BEAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

JoxymeHT - 3710 ...

1) 3adukcupoBaHHas Ha HOcUTENE HH(OPMAITUS C PEKBU3UTAMU, TTO3BOJISIONIMMH €€
UICHTU(PHUIUPOBATH

2) HocuTenh UHPOPMAIUH, UCIIOJIb3YEMOM B LIETISX PETYIUPOBAHUS COL[UATBHBIX OTHOIICHHA

3) undopmarus, 3adpukcupoBaHHast JHOOBIM CITIOCOOOM Ha JII0OOM HOCHUTEIE

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2

3ananue 4
Bri6epute BepHbIi, Ha Ba B3ri1s1/1, OTBET 1 00BEUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOPOM,



MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JlokymMeHT0000pOT - 3TO ...

1) nepengada qoOKyMeHTa U3 OAHOW MHCTAHIIMK B IPYTYIO B MPOIIECCE €T0 PACCMOTPEHUS

2) IBW)KEHHUE TOKYMEHTOB B OpraHU3aI[ii C MOMEHTA MX CO3/IaHUS WJIU TIOJYUYCHHS 10 3aBEPIICHUS
WCIIOJTHEHUS WK OTIPaBICHUS

3) ABMIKEHUE KOMILIEKCa IOKYMEHTOB B ITPOIIECCE BBIPAOOTKH, TPUHATHS U UCTIOJIHCHUSI pEIICHU
OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amimom,
HenpaBuibHOE — () OaoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue S
Bribepure BepHbIid, Ha Bar B3risi, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpaBoBoii akT, onpeneJasilOIMil MOPAAOK 00pa3oBaHMs, IPABA, 00A3AHHOCTH U OPraHU3ALMIO
padoThI yupe:KIeHNs HA JJINTeJIbHbII Mepuo] BpeMeHH — ITO ...

1) npuxas

2) MOJI0KEHUE

3) noroBop

4) yctaB

5) NOIKHOCTHASI UHCTPYKIIMS

Otser: 4

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2

3ananue 6
BriO6epuTe BepHBIiA, Ha Bar B3rJis, OTBET M OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOU KIIETOUKE).

JIoOKyMeHT, OnMMChIBAKIIMA WJIN NOATBEPKAAIIMIA COAePKAHNE TeX WIH HHBIX (PAKTOB WJIN
COOBITHH — 3TO...

1) akT

2) IOoKJIaHas 3amucKa

3) cripaBka

Otger: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue 7
Bribepure BepHbIid, Ha Bar B3risi1, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYPCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

Hdara akra — 370...

1) naTa yTBepKacHUS

2) nata coOBITHUS

3) naTta moanUCcaHus

OTtBer: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OaIoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 8



Bribepure BepHbIid, Ha Bar B3risi, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYPCOPOM,
MOCTaBbTE KPECTUK B HEOOXOAUMOM KIIECTOYKE).

IIpaBoBoii akT, H31aBaeMblii e THHOJIUYHO PYKOBOJIUTEIEM B LeJIfAX PellleHNsI OepaTUBHbBIX
BOINPOCOB — 3TO...

1) npuxas

2) pacniopspKeHHE

3) yka3aHue

4) UHCTPYKIIHS

Otser: 2

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 9
Bribepure BepHbIid, Ha Bar B3risi, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTHUK B HEOOXOIUMOM KIICTOYKE).

PacnopsiiutesibHble JOKYMEHThI BCTYNAIOT B CHJY C ...

1) MOMeHTa UX MOANMUCAHUS

2) MOMEHTA UX MOJMUCAHUS U COTJIACOBAHUS

3) MOMEHTa UX MOANUCAHUS U TOBEACHUS 10 CBEJICHUS UCTIOTHUTENS

4) MOMEHTA UX JOBEICHHUS 10 CBEJCHUS UCIIOTHUTEIIS

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3ananue 10
Bri6epute BepHbIi, Ha Bain B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOpPOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIIETOUKE).

I1o conepxxkanuio npukasbl ObIBAIOT. ..

1) mpocThie U CIIOKHBIE

2) 110 OCHOBHOM JIEATEILHOCTH M MIOJTUYHOMY COCTaBY

3) BHyTpEHHHUE U BHELLIHUE

4) MOJHBIC W KpaTKUe

5) ¢ Yra0BBIM U MPOAOIBHBIM PACIIOI0KEHUEM PEKBU3UTOB
Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHIIOTHEHHE OAHOTO Takoro T3 orneHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3ananme 11
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET M 00BEUTE KPY>KKOM €0 HOMEp (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IMocienoBaTeIbLHOCTH TEXHOJOTHU PAOOTHI ¢ JTOKYMEHTaAMH — 3TO...

1) mpuem u mnepBuyHas o0O0pabOTKa [OKYMEHTOB, HUX TMPEABAPUTEIHHOE pPACCMOTPEHUE W
pacrpenienieHne; perucTpanus J0KyMEHTOB; KOHTPOJb MCIIONHEHHS JOKYMEHTOB; HH(OPMAaIMOHHO-
crpaBoYHas paboTa; UCTIOTHEHHE TOKYMEHTOB; MX OTIPABKa; CUCTEMATH3aIMs U TEKyIlee XPaHeHHE
2) mpueM U TepBUYHAT o0O0paboOTKa JOKYMEHTOB;, KOHTPOJb HWCIIOJHEHUS JOKYMEHTOB;
UH(POPMALIMOHHO-CIIPaBOYHasl padoTa; UCIOJHEHWE JOKYMEHTOB; UX OTIpPAaBKa; CHUCTEMAaTHU3aLUs U
TEKyIee XpaHEHHE

3) mpueM u mepBUYHAS O00pabOTKa [OKYMEHTOB; UX IMPEABAPUTEIILHOE PACCMOTPEHHE U
pacrpenienieHne; perucTpamus JTOKYMEHTOB; HH(OPMAIMOHHO-CIIPaBOYHAs pPabOTa; HWCIOJIHEHUE



JIOKYMEHTOB; UX OTIIPaBKa; CUCTEMaTU3 AL
Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3ananme 12
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

CucreMa 10KyMEHTAIMH — ITO...

1) nepenada JOKyMEHTa U3 OJTHOW MHCTAHIH B IPYTYIO B MPOIIECCE €T0 PACCMOTPEHUS

2) COBOKYITHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 MMPU3HAKAM [TPOUCXOXKICHUS, HAa3HAYCHHUS,
BUA, Cephl ACATEIbHOCTH, €IUHBIX TPEOOBAHUHN K MX O()OPMIICHHUIO

3) mpotiecc co3nanust ¥ 0HOPMIICHHS TOKYMEHTA

OTtBer: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6ammom,
HenpaBuibHOE — () 0anoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 13
Bribepure BepHbIid, Ha Bar B3risi, oTBET U 00BEAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIECTOYKE).

Yuaupukanus — 3710...

1) cucrema JOKyMEHTAllMH, CO3/IaHHas TI0 €AMHBIM MpaBUiIaM U TPEOOBaHUSAM, COAEpIKaIIas
UH(OPMaLIKIO, HEOOXOIUMYIO JIJIsl YIPABJICHHUS B ONIPECIIEHHON cepe eI TenbHOCTH

2) AesTenbHOCTD 110 YCTAHOBJICHUIO ITPABHII U XapaKTEPUCTUK B LIESIX UX JOOPOBOIBHOIO
MHOT'OKpPaTHOTO MCIIOJIb30BaHMs, HAMpaBJIeHHAas HA TIOCTHKEHHE YIOPSII0UEHHOCTH B cepe
IIPOM3BOJICTBA U OOpaleHHs] POYKIIUHU U MOBBIIIEHHE KOHKYPEHTOCIIOCOOHOCTH MPOAYKIIMH, paboT
WIN yCITYT

3) yCTaHOBJICHHE MaKCUMAJILHOTO €MHOO0Pa3HOTO HAabopa PeKBU3UTOB, opMara Oymaru u
¢duKcany peKBU3UTOB Ha Oymare

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 GaITIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2

3ananue 14
Bri6epute BepHbIi, Ha Baim B3ri1s1/1, OTBET M 00BEUTE KPY>KKOM €0 HOMEp (KITUKHUTE KypCOPOM,

MIOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

YuuduuupoBaHHasi cucTeMa JOKyYMEHTALMHU — 3TO...

1) cucrema JOKyMEHTAIIMH, CO3/IaHHAs TI0 SAMHBIM MPaBUIIaM B TPEOOBaHUSIM, COJEpIKAIIIAS
nHpopMaIro, HEOOXOIUMYIO JJIS YIIPABJICHUS B ONIPEICIECHHOM cdepe NeaTeTbHOCTH

2) AeSITEeNBLHOCTD 10 YCTAHOBIICHUIO TIPABHII U XaPAKTEPUCTHUK B LEJSAX UX TOOPOBOIHHOTO
MHOTOKPaTHOTO UCMOJIb30BaHUs, HAIPaBJICHHAsl Ha JOCTUKEHHE YIIOPSII0YEHHOCTH B cepe
IIPOM3BOJICTBA U OOpALIECHNS TPOAYKIMH U TIOBBIIICHHE KOHKYPEHTOCIIOCOOHOCTH MPOAYKIIUH, padoT
WM YCIIyT

3) nepenava JOKyMEHTa M3 OJHON MHCTAHIIUU B IPYTYIO B IPOLIECCE €T0 PACCMOTPEHUS

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2



3ananue 15
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITUKHUTE KypCOpOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIECTOUKE).

Opra"nu3zanuoHHO-pacnopsiAuTe/bHAs JOKYMEHTaAUMs Kjiaccuuuupyercs Ha...

1) opraHu3aOHHbIE, PACTIOPSIAUTEIbHbBIE

2) opraHu3alMOHHbIE, PACIOPSAUTEIbHBIC U CIIPABOYHO-UH(POPMAIIIOHHBIE

3) opranu3anoHHbIE, CIPAaBOYHO-UH(POPMALIMOHHbIE

4) pactiopsiAUTENbHBIC, CIPABOYHO-MH(OPMAITHOHHBIC

Otser: 2

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amimom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 16
Bribepure BepHbIid, Ha Bar B3risi, oTBET U 00BEAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

CrangapTusanus — 3710...

1) AesTenbHOCTD M0 YCTAaHOBJICHHUIO IPABUII U XapaKTEPUCTUK B LEISIX UX JOOPOBOIHHOIO
MHOTOKPAaTHOTO UCTIOJIb30BaHUS, HAMPABICHHAS HA JOCTHKCHHE YIIOPSIOYCHHOCTH B cepe
MIPOM3BOJICTBA U OOpaleHHs] MPOIYKIIUHU U MOBBIIIEHHE KOHKYPEHTOCIIOCOOHOCTH MPOAYKIIMH, paboT
WJIH YCITYT

2) yCTaHOBJICHHE MaKCUMAJILHOTO €TMHOOOpa3HOro Habopa peKBU3UTOB, (hopmaTa Oymaru u
(duKcany peKBU3UTOB Ha Oymare

3) bopma IPUANIECKOTO 3aKPETUICHUS MPOBEACHHON YHU(DUKAIIMK U YPOBHS €€ 0053aTeIbHOCTH
OTtger: 1

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OanoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 17
Bribepure BepHBbIi, Ha Bar B3risi, oTBET U 00BEeAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpaBoM moanucyu NPUKAa30B MO MEPCOHANY U (UHAHCOBBIM BOMPOcaM 00,1a/1aeT...

1) pykoBOAUTEH U 3aMECTUTEIh PYKOBOIUTEIS

2) TOJIBKO PYKOBOJIUTEINb

3) HaYaJIbHUK OT/eJIa KaJIpoB

4) 3amecTUTENb PYKOBOJUTEIS

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEIIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Kowmmerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2

3ananue 18
Bri6epute BepHbIi, Ha Bai B3r1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KIIMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JlokyMeHT, perjiaMeHTHPYIOIIM A 1esITeIbHOCTh KOHKPETHOI'0 I0JKHOCTHOTO JIMIA — 3TO...

1) nomKHOCTHAsI MHCTPYKITUS

2) ykazaHue

3) npukas

4) cmy>xeOHasl 3amrcKa

Otger: 1

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,



HenpaBuibHOE — () OaoB.
Kommnerenmn: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3apganue 19
Bribepure BepHbIid, Ha Bar B3risi, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).

N3 1H4HOM KapPTOYKHU COTPYAHUKA HCKJIIOYAKOTCH CBeIeHU O...

1) BOMHCKOM y4eTe

2) obmiem craxe padbote

3) npUHAUIEKHOCTH K MOJIUTUYECKUM MapTUSAM U 0OIIECTBEHHBIM OpraHU3aIUsIM

4) ceMeHOM TI0JIOKEHUH

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Kommerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2

3ananue 20
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEIUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

ITucbMa, npuHUMAaeMble 0€3 perucTpaunu — 310...

1) mo3ipaBUTENBHBIEC MHCHMA

2) rapaHTHITHBIC THChMa

3) nucpMa-3anpocsl

4) cOnpOBOIUTEIBHBIE TUChMA

OTtBer: 1

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OanoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue 21
Bribepure BepHBbIi, Ha Bar B3risia, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

BepHoe 1aTupoBaHue CJIyKeOHBIX TOKYMEHTOB — 3TO...

1) 15/08/99

2)01.10.00

3)2003 03 10

4) 15.1.99

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEIIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Kommerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2

3ananme 22
Bri6epute BepHbIi, Ha Bamr B3rusi, oTBET M 00BEIUTE KPYKKOM €ro HOMEpP (KIMKHHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

PexBuU3MT, KOTOPBIH BKJIWYAETCHA B 0JIAaHK MUCbMA — 3TO...

1) MecTo cocTaBlieHHs WJIM U3AaHUS JOKYMEHTA

2) 3ar0JI0BOK K TEKCTY

3) HaMMEHOBaHKE OPTaHU3aALUU

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.



Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananme 23
Bri6epute BepHBbIN, Ha Bamr B3ruisia, oTBET M 00BEIUTE KPYKKOM €ro HOMEpP (KIMKHHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IK3eMILISIP A€J10BOr0 MUCHLMA, MOAT0TOBJIEHHBII /1JIS OTIPABKHU a/ipecaTy Mo moyre, Ha
KOTOPOM MPOCTABJSIIOTCH BU3bI — 3TO...

1) moAIMHHKK, OTTIPABIIIEMBIHN aapecary

2) Komusi, moMelaemMas B J1eJI0 OpraHu3aluu

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaetcs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3ananue 24
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IIpaBWJIbHBII BAPUAHT 3aroJIOBKAa K MUCbMY — 3TO...

1) o noroBope nocTaBKu

2) 0 HEBBIMIOJHEHUH TOTOBOPa moctaBku ot 12.08.2012 Ne 45/63

3) 0 HEBBINOJIHEHUH IOTOBOpA

OTtser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3ananue 25
Bri6epute BepHbIi, Ha Bai B3rJ1s1/1, OTBET M 00BEUTE KPY>KKOM €0 HOMEP (KITUMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOU KIIETOUKE).

Hoanmucs ogopmiisieTcs cjieayouumM 00pa3om, eciu 3aMecTUTe b PYKOBOJAUTEJISI OPraHUu3amumn
HMeeT MPaBO MOANMCHIBATH JTOKYMEHThI BMECTO PYKOBOAHMTEISl B CJIy4Yae €ro BpPeMEHHOI0
OTCYTCTBHSA ...

1) I'enepanbhbiil nupextop Ioanuce JI.B.Kupumios

2) 3am. renepansHoro aupekTopa [loamuces O.JI.Pemuzon

3) N.O. renepansuoro aupekropa [loanuce O.JI.Pemuzos

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3ananue 26
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KIIMKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIECTOUKE).

IInucbMo, KoTOpOE 3aBepsieTcs MeYaThi0 OPraHu3aluu — 3TO...

1) rapanTHiiHOE TMCHMO

2) KOMMEpUYECKOe MPEAJIOKEHNE

3) nuceMo-nipocn0a

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEIIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2



3ananue 27
Bri6epute BepHBbIN, HAa Bamr B3risia, oTBET M 00BEIUTE KPYKKOM €ro HOMEp (KIMKHHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

OdopMmiieHne 0TMETKH 0 HAJMYUM NPUJI0KEHNUS B CONPOBOINTEILHOM MUCbMeE — 3TO...

1) Ilpunosxenue: ynomsHyToe Ha 3 1. B 1 3K3.

2) [Ipunoxxenue: mo Tekcty Ha 3 1. B 1 9K3.

3) Ilpunoxxenue: Ha 3 1. B 1 7K3.

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BEIIOTHEHHE OAHOTO Takoro T3 orneHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 28
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET M 00BEUTE KPY>KKOM €0 HOMEP (KITUMKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

@®opMyJIMPOBKA MYHKTA PACHOPSANTENbHON YaCTH NMPUKA3a BBITVIAAUT CJIeAYIOLIIUM
o0pa3om...

1) 'maBHOMY OyXranrepy MoAroTOBUTH U MPEICTABUTh HA YTBEPKACHUE CMETY PacxXo/10B Ha
xoMaHaupoBkHu B 2019 r. B cpok 10 20.01.2019.

2) I'maBHOMYy Oyxrantepy JmutpueBy [1.JI. moaAroTOBUTH U MPEACTABUTh HA YTBEPIKICHUE CMETY
pacxonoB Ha komaHaAupoBKHU B 2019 r. B cpok 10 20.01.2019.

3) 'maBrOMY Oyxrantepy OOO «Arary» [1.JI. IMuTpueBy MOATOTOBUTH U MPEACTABUTH Ha
yrBepxacHue B cpok 110 20.01.2019 cmety pacxonoB Ha komaHaupoBKHU B 2019 1.

4) Tlopyuuts rinaBaomy Oyxrantepy JmutpueBy [1.JI. moaroTroBuTh 1 MpeCcTaBUTh HA YTBEPKICHHUE
B cpok 110 20.01.2019 cmety pacxonoB Ha koMaHIupoBkHU B 2019 1.

OTtser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 29
Bri6epute BepHbIi, Ha Baim B3ri1s1/1, OTBET 1 00BEUTE KPY>KKOM €0 HOMEp (KIIUKHUTE KypCOpOM,

MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

JIoKyMeHT, KOTOPBbIil OTHOCHUTCS K HEPEruCTPUPYEMbIM — 3TO...

1) nucbmo-3amnpoc

2) »anoba rpakaaHuHa

3) conpoBOAUTENBHOE MUCHMO

4) pekJiaMHOE TTHChMO

Otger: 4

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 30
Bribepure BepHbIid, Ha Bar B3risia, oTBET U 00BEAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOUMOM KIIETOYKE).

Cpoku UCTIOTHEH NS IOKYMEHTOB YCTAHABIMBAIOTCA ...

1) B KaJICHTapHBIX JTHSIX

2) B pabouux JHAX

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.



Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananme 31
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET 1 00BEIUTE KPY>KKOM €0 HOMEP (KIIMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

PykoBoauTe/ib MOANUCHIBAET ... IK3EMILISIPOB NMPHKA3a.

1) Tpu

2) nBa

3) onuH

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aITIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3ananme 32
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET ¥ 00BEUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

N3 nepeunciieHHbIX PEKBU3UTOB He OTHOCHTCSI K PEKBU3UTAM Y/10CTOBEpPEHHS. ..
1) rpud yrBepxacHUS

2) neyathb

3) oTMeTKa 0 3aBEPEHUU KOIIUHU

4) BU3a COTJIACOBAHMS

5) noanuch

Otger: 4

Ouenka: nuxoromuyeckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.

Kommerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2

3ananme 33
BriO6epute BepHBIiA, Ha Bar B3rJis, OTBET U OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JdoxkymeHTbl, co3nanibie B 2010 r. u umeromue cpok xpaHeHus 10 Jjier, MOKHO YHUYTOXKHUTD ...
1) B 2020 rony

2) B 2021 rony

3) B 2022 rony

Otser: 2

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3ananue 34
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KITUMKHUTE KypCOPOM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIECTOUKE).

K opranmzanmoHHbIM JOKYMeHTaM OTHOCHATCH...

1) ycraBbl, MOJOKEHHSI, TOTOBOP YUpEaUTENeH, MHCTPYKIUH, MPABUIIA, IITATHBIC PACTICAHUS

2) ycTaBbl, MMOJ0XKEHHS, TOTOBOP yUpEIUTENEH, IITaTHbIE PAaCIUCAHUS

3) ycTaBbl, JOTOBOp yUpeaUTENeH, MHCTPYKLUY, paBuia

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEIIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aITIOB.

Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2



3ananue 35
BriO6epuTe BepHBIiA, Ha Bar B3rJis/, OTBET U OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHUTE KypCoOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

K pacnopsaauTreJbHbIM JOKYMEHTAM OTHOCATCS. ..

1) mocTaHOBJIEHUS, PELICHNUS, PACTIOPSKEHUS, YKa3aHUsl, IPUKA3bl, IITATHBIC PACTICAHUS

2) NOCTaHOBJICHHUSI, PACTIOPSKEHHUS, YKa3aHusl, PUKAa3bl, IITATHbIE PACIHCAHUS

3) moCTaHOBIIEHUS, PELIEHUS, PACTIOPSKEHUS], YKa3aHUs, IPUKa3bI

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 orneHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aITIOB.

Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 36
BriO6epuTe BepHBIiA, Ha Bar B3rJis/, OTBET M OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHTE KypcopoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

IIo cpokam XpaHeHHsI JOKYMEHTHI ObIBAIOT. ..

1) nocTOSTHHOTO XpaHEHUs

2) BpEMEHHOT'O XpaHEHUS

3) IOCTOSITHHOTO U BPEMEHHOI'O XPAaHEHUS

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnereniuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 37
BriO6epuTe BepHBIiA, Ha Bar B3rJis/, OTBET M OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHUTE KypcopoM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

I'OCT P 7.0.97-2016 coaep:xur...

1) 29 pekBu3nuTOB

2) 30 peKBU3HUTOB

3) 31 pexkBU3UTOB

4) 32 pekBu3uTa

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue 38
Bribepure BepHbIid, Ha Bar B3risia, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).

JloKyMeHT, (PMKCHPYIOLIUH COTJIalieHHe CTOPOH 00 YCTAHOBJICHNH TPYAOBBIX OTHOLICHUI 1
peryJIupylouuii ux, Ha3pbIBaercs...

1) TpynoBO#l KHUKKOU

2) TPyIOBBIM KOJEKCOM

3) npuUKa3oM 10 JINYHOMY COCTaBy

4) TpyIOBBIM JJOTOBOPOM

5) NOIKHOCTHON MHCTPYKLMEN

Otser: 4

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEIIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2



3ananue 39
Bri0epuTe BepHBIiA, Ha Bar B3rJis/, OTBET U OOBEAUTE KPY)KKOM €ro HoMep (KIIMKHHUTE KypcoOpoM,

MOCTaBbTE KPECTUK B HEOOXOAUMOM KIETOUKE).

Ilepen cnaveii JOKYyMEHTOB HA ApXUBHOE XPaHEHHE CJIeTyeT...

1) crpynnupoBarh ¥ NOAUIMUTH JOKYMEHTHI B ITAIIKH

2) oopMHUTH U ONHCATH JIeTa

3) cucreMaTu3upoBaTh U YTOUYHUTH TOKYMEHTHI

4) cKOMPOBaTh 0COOO0 BaKHBIE TOKYMEHTHI

OTtser: 1

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amimom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 40
Bribepure BepHBbIi, Ha Bar B3risia, oTBET U 00BEAUTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYPCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpu noaAroToBKe Aejia K nepeaayde B ApXUB BHYTPEHHSIS ONMKUCH TOKYMEHTOB, COJIep:KaIUXCS B
Jesie, moMelaercs.. .

1) B KoHIIE J1eTIa

2) B HauaJse jaena

3) Ha ULIEBOM CTOPOHE OOJIOKKH JerIa

4) B caMOCTOATEILHOE JICTIO

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () OanoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3apanue 41
Bribepure BepHbIid, Ha Bar B3risi, oTBET U 00BEeAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTHUK B HEOOXOIUMOM KIIETOUKE).

BHoCHTH HU3MeHEeHUs B IITATHOE PACNMCAHUE B TeUYEHHE 02 MOKHO...

1) onuH pa3

2) nBa pasza

3) orpaHWYEeHUS HA ATOT CUET 3aKOHOJATEIIHCTBOM HE YCTAHOBJICHBI

OTtBer: 3

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3aganue 42
Bribepure BepHbIid, Ha Bar B3risia, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

IIpu 3ak/04eHUN TPYAOBOr0 J0r0BOPa IPA:KIAHUH, MOCTYNAWNIMHA HA PadoTy MpeIbsBJseT
padoToaarero...

1) cBHIIETENBCTBO O POXKJICHUH peOeHKa

2) macropTt

3) CBUIETENBCTBO O POXKJICHUH peOeHKA U MacIopT

OTtser: 2

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BHITIOTHEHHE OAHOTO Takoro T3 orneHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2

3ananme 43



Bribepure BepHbIid, Ha Bar B3risi1, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,
MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).

IlepeuyeHb MaTepHAIOB, NOMELEHHBIX B J1€J10 — 3TO...

1) mucT-3aBepuTeNb Aea

2) HOMEHKJIaTypa Ael

3) BHYTpEHHSIS OITUCH

4) moamuBKa

5) uTorosas 3anuch

6) oryaBjeHUE

Otser: 3

Ouenka: nuxoromuueckasi. [IpaBuibHOE BEITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aITIOB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2

3ananue 44
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET ¥ 00BEUTE KPY>KKOM €0 HOMEP (KITMKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

Corinamenue padoronarejsi M Pa0l0THMKOB, KOTOpPOe YCTAHABJIMBAET JAONOJHUTEIbHbIE
TapaHTHM JJISl COTPYAHMKOB M UX OTBETHBIE 0013aTe/IbCTBA 10 OTHOLIEHUIO K Pa00TOAaTeJII0 —
3T0...

1) TpynoBoii norosop

2) rpakJIaHCKO-TIPaBOBOM JOTOBOP

3) KOHBEHITUSA

4) MOMKHOCTHAS MHCTPYKIUS

5) KOJUIEKTUBHBIN JOTOBOP

6) TONOJHUTENIBHOE COTJIAllIEHHE K TPYJOBOMY JI0TOBOPY

OTtger: 5

Ouenka: nuxoromuyeckasi. [IpaBunpHOE BeIMOTHEHNE OHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aIoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 45
Bribepure BepHbIid, Ha Bar B3risi1, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYPCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOUKE).

PaboTonaresir He 00s13aH MPOAJIEBATH €/KETOIHBIH OMJIAYHUBAEMbI OTHYCK, €CJIH BO BpeMs
OTIYCKA PAa0OTHHK...

1) 3abo:e 1 aexan B 00JIbHUIES

2) ObLI HaIpaBJIeH HAa BOCHHBIE COOPHI

3) paboTan B KauecTBe WieHa U30UpaTeIbHON KOMUCCUN

4) yxakuBaJ 3a 3a00JICBIIIMM YJICHOM CEMbHU

5) yyacTBOBaJl B CyJi¢ B Ka4eCTBE MPUCSIKHOTO 3aceaaTels

6) 3aboen u Jeunsics aMOyIaTopHO

Otger: 4

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3aganue 46
Bribepure BepHbIid, Ha Bar B3risia, oTBET 1 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).
3anucu B TPYA0BOI KHUKKE JOMYCKAETCH 1eaTh...
1) mapuKoBO# py4Koit



2) KapaH1auom

3) KamUIIPHOW PYyYKOM

4) ¢pnomacrepom

Otser: 1

Ounenka: nuxoromuyeckas. [IpaBuibHOE BBITIOTHEHUE OAHOTO Takoro T3 omneHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnereniuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2

3ananue 47
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET 1 00BEUTE KPY>KKOM €0 HOMEP (KITUKHUTE KypCOpPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

IIpuka3, KOTOPBI OTHOCUTCS K MPUKA3aM 110 OCHOBHOI 1eSITeJIbHOCTH — 3TO NIPUKA3...

1) o mpueme paboTHHKa Ha paboOTy

2) 00 yTBEpXKJACHUU IITATHOTO PACIIUCAHUS

3) o nmepeMeleHun

OTtser: 2

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIOB.

Kommerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2

3ananue 48
Bri6epute BepHbIi, Ha Bai B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEp (KITUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOJUMOMN KIIETOUKE).

JlokaJIbHBIA aKT padoToaaTesisi ¢ TOYKH 3PEHUS 3aKOHA, ABJIAKIIMIACH 00513aTeJIbHBIM — 3TO. ..
1) mratHOE pacnucanue

2) MHCTPYKIUS IO KaIpOBOMY JI€IOMPOU3BOJCTBY

3) NOJI0KEHUE O CTPYKTYPHBIX NOAPa3AEIICHUAX

4) monoxkeHue 00 aTTecTauu

5) KOJUIEKTUBHBIN JOTOBOP

Otser: 1

Ouenka: nuxoromuueckasi. [IpaBuibHOE BHITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amiom,
HernpaBuiibHOE — 0 6aIIOB.

Komnerenuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

3ananue 49
Bri6epute BepHbIi, Ha Baim B3ri1s1/1, OTBET U 00BEUTE KPY>KKOM €0 HOMEP (KIIUKHUTE KypCOPOM,

MOCTAaBbTE KPECTUK B HEOOXOIUMOMN KIIETOUKE).

JlesieHHe TOKYMEHTOB OCYIIECTBJISAETCS. ..

1) Ha poJibl, MOABUIBI, TOAPOIbI, PA3HOBUIHOCTH

2) Ha poJibl, BUbI, TOABUIBI, PA3HOBUIHOCTH

3) Ha BUJIbI, IOJBU/]IbI, PA3HOBUAHOCTHU, POJIbI

4) Ha MOJBU/IBI, TIOJIPOJIbI, PA3HOBHIHOCTH

OTtBert: 2

Ouenka: nuxoromuyeckasi. [IpaBunbHOE BeIMOTHEHNE OJHOTO Takoro T3 omeHuBaercs 1 6amiom,
HenpaBuibHOE — () 0aoB.

Komnerennuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, I1K 2.2

3aganue S0
Bribepure BepHbIid, Ha Bar B3risia, oTBET U 00BEAMTE KPY)KKOM €ro HOMEp (KJIMKHUTE KYpCOPOM,

MOCTaBbTE KPECTUK B HEOOXOIUMOM KIIETOYKE).
JlokyMeHTaI[HOHHOE o0ecTieueHUe yIpaBJIeHHus — 3TO...
1) mporiecc yCTaHOBJICHUS ¥ TPUMEHEHHSI TPABHJI C SN0 YIIOPSIOYCHHS eI TEIbHOCTH B



JIEJIONPOU3BOJICTBE

2) AesTenpHOCTD alllapara yrpaBieHHs, 0XBaThIBAIOIAs BOMPOCH! JOKYMEHTHUPOBAHUS U
OpraHu3aIy padoTh ¢ JOKYMEHTaMHU

3) COBOKYITHOCTb JJOKYMEHTOB, IPUMEHSEMBIX B OIIpeIeICHHON chepe e TeIbHOCTH

4) COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C (DOPMYIISAPOM TOKyMEHTA
OTtBert: 2

Ouenka: nuxoromuueckasi. [IpaBuiabHOE BEITIOTHEHHE OAHOTO Takoro T3 oreHuBaercs 1 6amioMm,
HernpaBuiibHOE — 0 6aIIIOB.
Komnerenmuu: OK 1, OK2, OK 3, OK4, OK 6, OK 12, [IK 2.2

Kputepuu onieHku npu npoBeACHUN 3aueTa

3a4TEHO HE 3aYTEHO
ctyaeHT BbImodHUI 61-100% wu | ctynent BbmonaHun 0-60% wu
Habpain 31-50 Gamos. Habpain 0-30 6amios..




MUHHCTEPCTBO HAYKH 1 BBICILIEI'O OBPA3OBAHMS POCCUNCKOM ®EJIEPALINA
HabepexxHouenHuHCKUI HHCTUTYT (punuan) geaepaibHOTro rocy1apcTBEHHOI0 aBTOHOMHOTO
00pa3oBaTeNbHOTO YUPEIKICHHUS BBICIIIETO 00pa30BaHMS
«Kazanckwuii (IIpuBomxckuii) GpenepaabHbI YHUBEPCUTET

VHXXEHEPHO-2KOHOMMWYECKHNI KOJIIEK

3aganus Kk 3a4ery
no OI1.04 «/lokymeHTaAlIMOHHOE O0ecTieYeHre YIPaBJIeHUs»

1. CoctaButh U OGOPMHUTH TPHKA3 IO OCHOBHOW JEATEIHHOCTH 00 HWTOTax pabOThI C
nokymeHtamu B 2017 rony ITAO «Mup». B KoHcTaTupyromeil 4acTH YKa)KUTE Ha HU3KYIO
TpeOOBaTENIbHOCTh PYKOBOJAUTENEH MOJpa3AeNeHU K KauyecTBY TIOJTOTOBKHM JOKYMEHTOB U
KOHTPOJISI UX MCIONHEeHUsA. B pacmopsautensHON yacTu oOpaTuTe BHUMAaHUE PYKOBOIUTENCH Ha
MOBBILICHHE TPeOOBATEIHHOCTH K paOOTHUKAM B 4YacTH pabOTHI ¢ AoKyMeHTamu. [laiite 3amaHue
pabOTHHKY, OTBEYAIOLIEMY 3a JIETIONPOU3BOJICTBO, HA Pa3pabOTKy Mep MO YJIYUIICHUIO 3TOH paboThI
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

2. CoctaButh M OGOPMHUTH pACHOpsDKEHHE. YKa)XHTE, YTO B CBSA3U C MPEICTOALIMMHU
CTPYKTYPHBIMH H3MEHEHHUSIMH JTUPEKTOP OOS3bIBA€T MPOBECTH MPOBEPKY IITATHO-(PUHAHCOBOM
JUCLUIUIMHBL. YKaXUTE OTBETCTBEHHOIO W CPOK BBINOJIHEHMS, KOHTPOJIb 3a BBIIOJHEHUEM
pacropspKeHUsl BO3JIOKUTE Ha 3aM.JAMpeKTopa. [[pyrue naHHble B TEKCTE€ M PEKBU3HUTHI YKAKUTE
camocrositensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

3. CoctaButh U O0OPMHUTH aKT O PEBU3MHM KacChl. B TEKCTE yKaKWTe, YTO B pPE3yJbTaTe
peBU3UH OBLJIO YCTAHOBJIECHO, YTO OCTATOK JICHET B KAaCCE COIVIACHO JAAHHBIM OYyXTaJTepCKOTO ydera
coctaBuia 3 521 000 py06., HeoCcTauM HAJIUMYHBIX JICHET N0 BHHE Kaccupa He oOHapyxkeHo (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

4. CoctraBuTh M O(QOPMHUTH pPEKIAMHOE MHUCHBMO O TMPOJAXE YACTHBIM JHIAM |
rOCY/IapCTBEHHBIM MNPEANPUATUSAM MEPCOHAIBHBIX KOMIIBIOTEPOB IO JOIOBOPHOM CTOMMOCTH U O
BO3MOKHOCTH TIPHUHUMATh 3aKa3bl Ha coctaBiienne nporpamm (OK 1, OK2, OK 3, OK4, OK 6, OK
12, 11K 2.2).

5. CocraButh ¥ O0(OPMUTH MUCHBMO-NIPOCHOY HaYyallbHUKA IJIAHOBO-DKOHOMUYECKOTO
ynpasinenuss ITAO «Pemgykrop» B anpec aupektopa MWHCTUTyTa SKOHOMUKH C MPOCKOOi
PEKOMEHI0BaTh CHELNAIUCTOB U3 YHCIIA BBITYCKHUKOB 3a0YHOTO OTAEJIEHHUS MHCTUTYTA MOCIEAHUX
JIeT, UMEIOIINUX OMBIT pabOTHl B 00JIACTH 3KOHOMUKH NMPOMBIIUICHHBIX MPEANPUATHN, HA JODKHOCTH
SKOHOMMCTOB yIpaBiieHUs. B muchbme ObLIO BBHICKA3aHO MOXEJIaHWE MPETEHACHTaM Ha BaKaHTHbBIE
JOJDKHOCTU MTOATOTOBUTH PE3IOME W MpHCIaTh MX MO (akcy B aApec YyIpaBleHHs, a Takxke, IO
BO3MOXXHOCTH, MPEACTaBUTh PEKOMEHAATEIbHbIE MUChMA C MOCIEAHUX MeCT paboThl. OcTanbHbIE
nanHble ykaxkute camocrositensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, T1K 2.2).

6. CocraButh u odopmuth npukaz AO «Topromerii goMm «MepKypHil» O JHKBHIAINHA
marazuHa «TpukoTak». Mara3uH JIHUKBHIUPYETCS B CBSI3M C HEPEHTA0ECNBHOCTBIO M B IIEJAX
COKpalleHus: pacxoaoB. [Ipuka3zom JMKBUAUPOBAH MarasuH; CO3JaHa JIMKBUIALMOHHAS KOMHUCCHS,
cocrosimasg U3 3aMectutens reHepanbHoro aumpekropa AO «Toproseni goM «Mepkypuii»
(mpeacenaTenlb KOMHUCCHH), AMpPEKTOpa MarasuHa «TpuKoTax» M HadalbHHUKAa 3KOHOMHYECKOIO
otnena AQO; 1aHbl NOPYYEHUS MPEICEAATENI0 TMKBUIAIMOHHON KOMUCCHH 110 CPOKY IIPEICTaBICHUS
aKTa JIMKBHJALIMOHHONM KOMMCCHH, 3aMECTUTENI0 TE€HEPAJIBHOTO IJUPEKTOpa MO 3KOHOMHKE IO
BHECEHUIO MPEAJIOKEHUIN 0 NajdbHEeHIeM MCIoNb30BaHUU ocBoOokaatomierocs: momenienus (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

7. CoctaBuTh U OQGOPMHUTH pACIOpPSHKEHHE. YKAXKUTE, YTO B CBSI3U C MPEICTOSIIUMHU
CTPYKTYPHBIMH H3MEHEHHUSIMH IUPEKTOP OOS3bIBA€T MPOBECTH MPOBEPKY IITATHO-(PMHAHCOBOM
JUCLUIUIMHBL. YKaXUT€ OTBETCTBEHHOIO W CPOK BBINOJIHEHMS, KOHTPOJIb 3a BBIIOJHEHUEM



pacropspKeHHsT BO3JIOKUTE Ha 3aM.JaupekTopa. [lpyrue AaHHbIE B TEKCTE M PEKBU3UTHI YKKUTE
camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1IK 2.2).

8. CocTtaBUTh U 0(hOPMUTH KT NMPOBEPKH (HPMHAHCOBO-XO3AUCTBEHHOM JEATEIBHOCTH BAIETO
npennpuarus. OcHoBaHueMm siBisieTcss npuka3 gupektopa ot 00.00.0000 Ne 21 «O co3manum
KOMHCCUU [0 TpOBEpKe (PUHAHCOBO-XO35iCTBEHHOW nesTenbHOCTH» COCTaB  KOMHUCCHU:
npeceaaTeab — 3aM.IMPEKTOpa; WIEHbl KOMUCCHUHU: 3aM.IJIaBHOTO OyXrainTepa, HHKEeHEep-2KOHOMUCT,
Oyxranrtep-peBu3op. B pesynabrare mpoBepkH OBUIO YCTAaHOBJICHO HApyLICHHE B CHUCTEME y4yeTa
obopynosanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

9. CoctaButh U 0OPMHUTH MUCHMO HayallbHUKA OTena peknambl [TAO «3Jtanon» B agpec
YHUTAPHOTO MYHHUIIMIAILHOTO MPEeANpHUATHS «3eJIeHbli 00p» 0 JOMOIHUTEIbHOM (MHAHCUPOBAHUU
3aka3a Ne 24 Ha U3rOTOBJICHHE PEKJIIAMHBIX MPOCIIEKTOB B CBSI3U C POCTOM IIEH HA MOJIUTpapruecKue
yCIIyTH BO BTOPOM KBapTaje TeKYILEero roja U M3MEHEHHEM CMETHI 3aTpaT. B mucbme yka3blBasioch,
YTO BBINOJIHEHHE 3aKa3a OyAeT OCYIIECTBJIEHO TOJBKO MpPHU JOMOJHUTEIHLHOM BBIJIEIECHUU 23
ThIC.py0. OctanbHble JanHble yKkaxuTe camoctosarensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, I[TK
2.2).

10. CocraButh u opopmuth npukaz [IAO «Pagyra» o peopraHuzanuy KaHIEIIPUH B OTIEI
UH(POPMALIMOHHO-TOKYMeHTamoHHoro  obecneuenust (OMJIO). B  koHcratupyromeii yactu
HEO0OXOUMO COCNIaThCsA Ha pacmupeHue QyHKIUN U BHEIPEHHE B pabOTy CHUCTEMbI 3JEKTPOHHOTO
JOKYMEHTO0000poTa. B pacniopsauTensHON 4acTH yCTaHABIMBACTCS MITATHAS YUCIEHHOCTh OTJIENA B
KOJIMYECTBE 7 4YeNIOBEK, NAl0TCA MOPYYEHHUS HayallbHUKY SKOHOMHYECKOI'O OT/eNia 10 BHECEHHUIO
U3MEHEHMH B IITATHOE paclMCaHWEe W HAYAIbHUKY KaHLEISPUU MO pa3paboTKe IMOJIOKEHHS 00
OUNO. Ocranbubie nanubie ykaxkute camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, I[IK
2.2).

11. CocrtaButh u 0GOpPMHUTH YKa3aHUE 3aM.JUPEKTOpa (GUPMBI 00 OpraHU3AIUH
KOMHMPOBAJIbHO-MHOXKUTEIIBHOTO O10po. B Tekcre ykakure, 4TO B COOTBETCTBUU C IPHKA30M
TUPEKTOpa, 3aM. AUPEeKTOopa (GUPMBI OOS3BIBACT 3aB. KOMHPOBAIBLHO-MHOXKHUTEIBHOTO OOPO
pa3paboraTh popMy 3aka3a Ha pa3MHOXKEHHE JOKYMEHTOB, BBIABATh PAa3MHOXKEHHBIE JTOKYMEHTHI
UCIIOJTHUTEIISIM C COOTBETCTBYIOLIECH paclUCKON B JKypHale y4yeTa, perucTpUpOBaTh MOCTYHAIOIIHE
Ha Pa3sMHOXEHHE JOKYMEHTBI, KOHTPOJIb MCIIOJHEHHs BO3JOXKHUTh Ha HadyaJbHUKA OOILEro oTAesa
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

12. CoctaBuTh 1 0OPMHUTH aKT 10 npeanpusTuio «Kanon» 00 utorax peBU3UH 10 MPOBEPKE
¢brHAHCOBOTO OTYeTa. B TEeKCTe yKakWTe, 4TO PeBU3HEH OOHapy>KeHbI (HaKThl TPyOOT0 HAPYIICHHS
(MHAHCOBOTO yueTa M OTYETHOCTHU MO0 KOMaHAMPOBKAM, OTCYTCTBHE XKypHaJla yyeTa JOBEpECHHOCTEH
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

13. CocraButh 1 opopmMuTh nuckMo nupekropa AO «Pacag» CopoknHa B.A. renepansHoMy
nupektopy AO «Kuicrpoit» MapkoBy H.H. ¢ mpeayioxkxenneM o0 oka3aHUM PEKJIAMHBIX YCIYT JJIS
NPOJBMKCHHSI CIpOCa HAa KBapTUPBI B  CTPOSIIUXCS OKWIBIX JoMax. [IpeaBapurenbHas
JOTOBOPEHHOCTh O pEKJIaMHOM KaMIaHUM Obljla JOCTHUTHYTa B XOJ€ COCTOSBILHXCS paHee
neperoBopoB. OcranbHble AaHHBIE yKaxkuTe camocrostenbHo (OK 1, OK2, OK 3, OK4, OK 6, OK
12, TIK 2.2).

14. CocraButb u o0o(OpMUTH YKazaHue 3aM. AUpeKTopa (upMbl 00 OpraHu3anuu
KOMUPOBAJIbHO-MHOKUTENBHOTO Oropo. B Tekcre ykaxkure, YTO B COOTBETCTBUU C IPUKA30M
JUPEKTOpa, 3aM. JUpPeKTopa (UPMBI O0O0SA3bIBAE€T 3aB. KOMUPOBAILHO-MHOXHTEIHHOTO OIOpO
paspabotaTth GopMy 3akaza Ha pa3MHOKEHUE JIOKYMEHTOB, BbIJAaBaTh Pa3MHOXEHHbBIEC JTOKYMEHTHI
UCTIOJIHUTEIISIM C COOTBETCTBYIOLICH paclHMCKON B XKypHaje y4era, peruCTpUpPOBATH MOCTYIAIONINE
Ha Pa3MHOKEHHE JOKYMEHTBI, KOHTPOJIb HCIIOJHEHUS BO3JIOKHTHh Ha HayalbHHKA OOIIEro oTiena
(OK 1, OK2, OK 3, OK4, OK 6, OK 12, 1K 2.2).

15. CoctaButh W OQOPMHUTH JOKIAJHYIO 3aMKCKy TJIABHOTO OyXrajaTepa pyKOBOIMTEIIO
OpEANpusATHs O HEO0OXOAMMOCTH IIEHTpaJU3alMd PACYeTOB C pPaOOTHUKAMHU mpennpusatus. B
00S3aHHOCTH YUYETHBIX pPAOOTHUKOB LEXOB JOJDKHO BXOJUTHh JHIIb OQOPMIEHHE YYETHBIX
JOKYMEHTOB T10 y4eTy BbIpaOOTKH. B mokianHol 3amucke HE0OXOAWMO MOJATh MPEIOKEHHUE IO



NEPeCcMOTPY IITATOB, OTYETHHIX PAOOTHUKOB B I€XaX W IJIaBHOW OyXraJitepuu M3 pacyera oOIIero
cokparieHus mraroB He MeHee ueM Ha 20% (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

16. CoctaBuTh 1 0POPMHUTH AKT 00 UTOTaX JOKYMEHTAJILHOW PEBU3UU pabOTHl OpraHU3aluu
3a OTUETHBIN rojJ. B akTe peBu3uu 3aduKCUpPOBAHbI CIEAYIONINE HEAOCTATKU: HE YHOPSAIOUYEH y4eT
JMYHOTO COCTaBa, HEKOTOPBIE JIMYHbIE JIeNa HaxoasTcs B 3anynieHHoM coctostHuM (OK 1, OK2, OK
3, OK4, OK 6, OK 12, TIK 2.2).

17. CoctaBuTh 1 0QOPMHUTH aKT O CHHCAHUU UMYIIECTBA. B TekcTe ykaxure, 4To O MEPUOJ C
00.00.0000 mo 00.00.0000 komwmccusi mpoBena pabOTy IO YCTAHOBJIEHUIO HENPUTOTHOTO K
JanbHEHIIEMy HCIONb30BaHUIO HMylIecTBa. B pesynbprare paboThl OBLIO yCTAHOBIEHO, YTO
UMYILIECTBO, COIJIACHO NPUJIaraéMOMy K aKTy TepeyHIo, IOJIEKHUT CIHCAaHUI0O B CBA3U C
HenpuroaHOCThI0 Ayt ucronb3zoBanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1K 2.2).

18. CoctaBuTh U 0GOPMHUTH MUCHEMO-TIPUTIIAIICHHE areHTCcTBa «MH(POpPMaIIMOHHO-TIPABOBBIC
CHUCTEMBl» 00 ydacTMM B ceMHHape «TeXHOIOTMYecKHe W TIPaBOBbIE AaCIEKThl 3aIIUTHI
koMmMmepueckoit nadopmarun» (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

19. CoctaButh U 0(GOPMHUTH MUCHMO-OTKa3 mojurpaduyeckoro mpeanpustus «llaptaep»
(ITAO) akumonepHomy o0miecTBy «CalroT» 1O BOMPOCY BBHIMOJHEHUS 3aKa3a Ha M3TOTOBJICHHE
OJIaHKOB y4eTa ¥ OTYeTHOCTH. [IpuunHOi 0TKa3a sIBUJIACh PEKOHCTPYKIIMS MIEYaTHOTO 11eXa, KOTopas
MIPOJITUTCS 0 KOHIIA TEPBOTO TMONYTOJUs; Ipyrue JaHHble ykaxkute camocrostensHo (OK 1, OK2,
OK 3, OK4, OK 6, OK 12, IIK 2.2).

20. CocraButh u odopmuth npukaz I[IAO «Ckmag» 00 obOecrnedeHHH TOXKapHOM
0€30MaCHOCTH M YCWJIIEHHU OXpaHbl MpeanpusaTHs. B KoHCTaTupyromed 4YacTH COLLIMTECh Ha
OMACHOCTh TEPPOPUCTHUECKUX AaKTOB M YKaXHUTE Ielb obecrieyeHus Oe30MacHOCTH JIoAed u
COXpaHEHHE UMYIIECTBA. B pacnopsiinTensHON yacTu cieayer 00s3aTh HayaJbHUKA OTeNa OXPaHbl
Jloxknna K.X. yCWIUTh NPONYCKHOM PEXHUM U OPraHU30BaTh KPYTJIOCYTOYHOE IEXKYPCTBO Ha
ckinane Nel; xomennmanta 3panuss Cyxux B.H. — mnpoBepuTh cocTOsHUME CUTHaIu3aluud |
3JIEKTPOINPOBOJIKK, a HadajdbHHKAa aaMmMuHuctpatuBHoro otnena Ilerpenko O.I1. — mepeBectn Ha
ckinaa Nel Bocmamenstonecs BemectBa. OcTanbHble JaHHblE yKaxkute camocrostenbHo (OK 1,
OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

21. CocraButh U OGOPMHUTH JOKJIAIHYIO 3alHMCKy HadajJbHHKA OTHENa PYKOBOJIUTEIIO
OpennpusaTis 0 (akTe HEBBINOJIHEHUS PACHOPSHKEHHMS] O MOHTaXe OOOpYJOBaHHS Ha y4yacTKe IO
npUYrHE caboro KOHTPOJsl co cTopoHkl maBHoro mMexanuka (OK 1, OK2, OK 3, OK4, OK 6, OK
12, TIK 2.2).

22. CoctaBuTh U OOPMHUTH AKT O MPOBEPKE KacChl. B TekcTe yKakuTe, 4TO B pe3yibTare
PEBU3UHU KacChl KOMUCCHSI YCTAaHOBMJIA: OCTAaTOK HAJIMYHBIX cpelncTB 1o coctossHuio Ha 00.00.0000
COIJIACHO KaCCOBOM KHUIe M JIaHHBIM OYyXTaJITepCKOTo ydera JoipkeH cocTaBisaTh 450 000 pyOueii;
(dhaKkTHYEeCKU OCTATOK HAJTWYHBIX JieHeT B Kacce coctaisieT 400 000 py6ueii. Hemocraua HamumaHBIX
neHer B kacce coctasiser 50 000 pyOineii; HemocTaua HATWYHBIX JEHET OO0pa3oBalliach MO BUHE
kaccupa Monounukosoit I1.A. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, IIK 2.2).

23. CocrtaBuTh U OQOPMHUTH MUCHMO-TPOCHOY aKIHMOHepHOro obmecTBa «CHyTHUK» B
KOMUTET BHEIIHEOKOHOMHUYECKUX CBS3€HM aJIMUHUCTpPALUU PECIYOJIMKH O BBIACICHUU JHUIICH3UN Ha
noctaBky B Kwutait 4000 TOHH MeTamia B CBSI3M C 3aKJIIOYEHHEM JOTOBOpa JAISTHbCKUM
OObenquHEHUEM 110 MEXAYHApOAHOMY COTPYAHHMUYECTBY HA CTPOUTEIBCTBO JAECBATHUAITAKHOTO
obmexutus B Habepexnsix YUenmnax. CormacHo I0roBopy, OIJiaTa BBIMOJHEHHBIX paboT Oyzder
MPOU3BOAUTHCS poccuiickumu pyossimu 1 matepuanamu (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK
2.2).

24. CocraButh U OGOPMHTH JOKIATHYIO 3allMCKy O TMPUYMHAX HECBOCBPEMEHHOTO
npeaocTaBIeHUs] MH(QOPMAIMK O BHIOJHEHUN NPpUKa3a qupekTopa. OcTalbHble PEKBU3UTHI YKAXKHUTE
camocrostensHo (OK 1, OK2, OK 3, OK4, OK 6, OK 12, [1IK 2.2).

25. CocraButh U O)OPMUTH AKT O PEBH3UM KAacChl. B TeKCTe yKakuTe, YTO B pe3yibTare
peBU3HH OBLJIO YCTAHOBJIEHO, YTO OCTATOK JIEHET B KAacCe COIVIACHO JIaHHBIM OyXTaJITepCKOro ydera
coctaBua 3 521 000 py6., HeOCTauM HAJMYHBIX JIGHET MO BHHE Kaccupa He oOHapyxkeHo (OK 1,

OK2, OK 3, OK4, OK 6, OK 12, I1K 2.2).



26. CocrtaBuTh U O(GOPMHUTH aKT TPOBEPKH (PHUHAHCOBO-XO3SHCTBEHHOU MIEATEIbHOCTU
Baiero npennpusatua. OcHoBanueM sBisgercs npukasz aupekropa ot 00.00.0000 Ne 21 «O co3znanuu
KOMHCCUM TI0O TIpOBEpKEe (DUHAHCOBO-XO3SIMCTBEHHON aeATenbHOCTH». (CoOCTaB  KOMHCCHH:
npeceaaTeab — 3aM.IMPEKTOPa; WIEHbl KOMUCCHUHU: 3aM.IJIaBHOTO OyXrainTepa, HHKEeHEep-25KOHOMUCT,
Oyxranrtep-peBu3op. B pesynabrare mpoBepkH OBUIO YCTAaHOBJICHO HApyLICHHE B CHUCTEME y4yeTa
obopynosanus (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

27. CoctaBuTh U OGOPMUTH MPHUKA3 IO OCHOBHOM JEATEILHOCTH O BHECCHUU M3MCHECHHI B
HITaTHOE pacnucaHue. B KOHCTaTHpyrolledd 4YacTH TEKCTa YKaXWTe, 4YTO B CBSI3H C
IPOM3BOJICTBEHHON HEOOXOIMMOCTBIO M OTKPBITHEM Ii€Xa IO MPOM3BOACTBY Moiydadbpukatos. B
pacropsIANTENIBHON YacTH TEKCTa BHECTH B IITATHOE PACIHCAHUE TOPrOBOM KOMITAHWUH CIEAYIOIIHE
U3MEHEHMS: BBECTH JOJDKHOCTh IOBapa IO MPOU3BOACTBY NOIY(HaOpUKATOB C OKIAJIOM ...pYO.
KoHTposb 3a icnosHeHne mpukasza Bo3noxkute Ha 3am.aupekTopa (OK 1, OK2, OK 3, OK4, OK 6,
OK 12, 11K 2.2).

28. CoctaBuTh 1 0POPMUTH aKT 1O MpeanpusiTuio «Kanon» 006 uTorax peBU3UM MO MPOBEPKE
¢uHaHCcOBOTO OTYeTa. B TeKCcTe yKakuTe, 4yTO peBH3HEl OOHapykeHbI (hakThl rpyOOro HapyIICHHUS
(uHAHCOBOTO yyeTa U OTYETHOCTH MO KOMaHIUPOBKAM, OTCYTCTBHE JKypHaja yueTa JOBEpEHHOCTEH.

29. CocraBuTth u OGOPMHUTH CONPOBOJUTENHHOE IMCHMO O HampaBieHun Bam Ha
peLEeH3UpPOBaHNE PYKOMHUCHU TMporpamMmbl Kypca «Opranuzanus WHGOOPMALMOHHOTO oOecreueHus
ynpasieHus». llporpamMma mnpeanonaraercss Kak THIIOBast JUIs BBICIIMX Y4YeOHBIX 3aBEICHUM,
UMEIIINX cnenuanu3aunu «MeHemkMeHT» win «Opranu3anust yrpasieHus». OT3bIB NPOCAT
npucnats a0 12 gexabps 2021r. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

30. CocraButh 1 ohopmMuTh HH(POpMaAITMOHHOE MHChMO. B TekcTe ykaxute, uro AO «busHec-
mkona «HTen-CuHTe3» NOAroToOBMIA K W3AAHMIO KHUTY «JlemonpousBoAcTBO». B kHure
OCBeIAlOTCs TPeOOBaHUS K COCTABICHUIO U O(GOPMIICHHMIO CIYKEOHBIX JAOKYMEHTOB M IpaBuia
pabotsl ¢ Humu. (OK 1, OK2, OK 3, OK4, OK 6, OK 12, TIK 2.2).

Kpurepun onenkn Ha 3a4ere:

1. OneHKa «3a4TEHO» BBICTABISETCSA CTYACHTY, €CJIU CTYIEHT:

- AOCTAaTOYHO IMOJHOCTBIO PACKPBIBACT Ka)KI[BIﬁ BOIIPOC, OTBCYACT HA NOIMOJIHUTCIIbHBIC BOIIPOCHI,
IIPUBOJIUT NPUMEPHI B OTBETE;

- packpbIBaeT Kaxablii Bompoc Ha 80 MpOLIEHTOB, IPU ITOM MOXKET OTBEYaTh Ha HABOJSAIIME
JIONIOJIHUTEIIBHBIE BOIIPOCHI;

- packpelBaeT KaxKJbli BoIpoc Ha 60 IpOLEHTOB, IPU 3TOM OTBETHI HA JOMOJIHUTEIbHBIE BOIIPOCHI
JOJDKHBI OBITH B CIIydae, €CJIM IpernojaBaTells He yCTpauBaeT OTBEThl Ha OCHOBHBIE BONPOCHI U
MOT'YT HC GBITB, CCJIM OTBCTHI YIOBJICTBOPAIOT IIPCIIOAaBaTCIIA.

2. OneHka «He 3aYTE€HO» BBICTABIISIETCS] CTYAEHTY, €CIIM OH HE MOXKET PacKpbITh OCHOBHOW BONPOC
Ha 60 IMMPONLCHTOB, HC MOXKCT IIPpU 3TOM OTBCTUTH HAa JOIIOJHUTCIBHBIC BOITPOCHI.



