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O0mue MeToAMYECKHE YKA3ZAHUSA

1. OBILIASI XAPAKTEPUCTHKA PABOYEN ITPOTPAMMBI YYEBHOI
JUCHMUIIIAHBI



1.1. Ob6aacThr NpUMEHEHHs POTrPaMMBbI
[Iporpamma y4eOHOW AWMCHUIUIMHBI SIBIISICTCSI 4aCThIO OCHOBHOHM MNpo(eccCHOHATHHON

oOpasoBarenbHOl mnporpamMmmbl B cooTBerctBUM ¢ PI'OC mno mnporpamme MOArOTOBKH
crienanucToB cpenHero 3BeHa 38.02.01 «9koHOMUKA M OyXTanTepcKuil y4eT» (10 OTpaciisim)
(ITpukaz MunucrepcTBa oOpa3oBanuss W Hayku P® ot 05.02.2018 Ne 69) w
npodeccuonanbHoro  cragaapra  Ne 309  «byxranTtep», YTBEpKACHHBIA  MPUKA30M
MunucrepcTBa TpyAa U couuanbHoi 3ammThl Poccuiickoit ®@enepanuu ot 22 aexabpst 2014

roga Ne 1061u

1.2. MecTO0 AUCUMILIMHBI B CTPYKType OCHOBHOW mnpodeccMoHAJIbHOH 00pa3oBaTeIbHOM
NMPOrpamMMbI:

Hucimmuinaa  BxomuT B npodeccuonanbHblii  mwki.  [1.00 Paznen  OIL. 00  «OO6mwue
npoQ)eCCHOHANIbHBIC TUCITUTIITMHBD)

1.3. He.]]b M IVIAHUPYEMBIE Pe3YyJabTAThI OCBOCHUA TUCHMIIINHBI .

B pe3ynbraTe 0CBOGHUS IUCHUIIIMHBI 00YYarOLIHics JOIKEH yMeTh:

Y1 - oQopMisTh JOKYMEHTAlMI0O B COOTBETCTBUHM C HOpPMAaTMBHON 0a30if, B T.4. C
UCTIOJIb30BaHUEM WH(OPMAIIMOHHBIX TEXHOJIOTHIA;

VY2 - ocBanBaTh TEXHOJOTHH aBTOMAaTU3NPOBAHHON 00pabOTKH TOKYMEHTAIINH;

VY3 - ucnonp30BaTh yHU(UITUPOBAHHBIE (HOPMBI JOKYMEHTOB;

VY4 - ocylIecTBIATh XpaHEHUE U ITOUCK JOKYMEHTOB;

V5 - ucnonp30BaTh TENIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTOO0OPOTE;
BY6 - opopmisaTs npuem, nepeBos U yBOJIbHEHHE PAOOTHUKOB MPEAIPUSATHUS.

B pe3ynbrare 0CBOCHUS AUCITUTUTMHBI 00YJArOITUICS JOJIKEH 3HATh:

31 - nonsTHE, 1IENH, 32/1a4H JICTIOMPOU3BOJICTBA;

32 - OCHOBHBIE MOHATHS JOKYMEHTAIL[HIOHHOT'O O0ECTIEYEeHUs YIIPaBIICHHUS;

33 - cucTeMbl JOKYMEHTAllMOHHOT'O 00eCIIeYeHUs YIIPaBIICHMUS;

34 - xiaccu(uKaluio T0KyMEHTOB;

35 - TpeOoBaHus K COCTABIEHUIO U OPOPMIIEHHUIO JOKYMEHTOB;

36 - opraHuzanuio JIOKyMEHTOOOOpOTa: mpueM, 00pabOTKy, pErHucTpaluio, KOHTPOJb,
XpaHeHHE JTOKYMEHTOB, HOMEHKJIATYPY AeI;

B37 - ocHOBBI KaIpOBOTO JIEONPOU3BOICTBA.

OcBoeHHbIE ~ YMEHHUSI W YCBOEHHBIE 3HAaHHS,  CHOCOOCTBYIOT (HOPMUPOBAHHIO
CIenyIoMmuX o0mux 1 mpodeccuoHaATBHBIX KoMiieTeHnid B pamkax OITOIT:
[Tepedenn oOIMX KOMIETSHITUH, 2JIEMEHTHI KOTOPBIX (POPMUPYIOTCS B paMKax AUCITUTUTHHBI:

Koo Haumenosanue obuiux komnemenyuil

OK 01. | Beibupath  crocoObl  pemieHus  3afad  NpOPEeCcCUOHAIBHON  JesITeIbHOCTH
NPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. | OcyuiecTBasATh MOUCK, aHAJIM3 M MHTEPIPETALU0 HHPOpPMALUU, HEOOXOIUMON IS




BBINOJIHEHMSI 33]1a4 IPOQECCUOHATBHOMN e TEIbHOCTH;

OK 03. | [ImanupoBaTh M pEAIN30BBIBATH COOCTBEHHOE NPO(PECCHOHANBHOE M JIMYHOCTHOE
pa3BUTHE;

OK 04. | PabGoTaTp B KOJUIEKTHBE M KOMaH[Ie, (P (HEKTUBHO B3aUMOJICHICTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMHY,

OK 05. | OcyuiecTBisITh YCTHYIO U IUCBMEHHYIO KOMMYHUKAIIMIO HA TOCYJapCTBEHHOM $I3bIKE
Poccuiickoit ®@enepanii ¢ y4eToM OCOOCHHOCTEH COIMAIBHOTO M KYJbTYPHOT'O
KOHTEKCTa;

OK 09. | Ucnonws3oBath HHGOPMAIIMOHHBIE TEXHOJIOTUHU B PO ECCHOHATBHON ASITETbHOCTH;

OK 10. | [Tonmp30oBaTbecss MpoecCHOHANBHOM JOKyMEHTallMeld Ha TroCylapCTBEHHOM H
WHOCTPaHHOM SI3bIKaX;

[lepeuens npodeccuoHaNbHBIX KOMIETEHIIA, 3JIEMEHThl KOTOPBIX (OPMHUPYIOTCS B paMKax

JUCUHUTIINHBIL:

Koo Haumenoeanue 6uooe oesmenvnocmu u npogheccuonanibHblX KOMnemeHyuil

Bl 1 JlokyMeHTUpOBaHUE XO3SWCTBEHHBIX OMNEpalUid M BEJACHHE OYXralaTepCKOro ydera
aKTHUBOB OpPraHU3alUU

[IK 1.1 | OGpabarsiBaTh MepBUUYHBIEC OYXTANTEPCKUE JOKYMEHTHI.

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O6beM yueOHOI TUCIUNIMHBI M BHAbI Y4e0HOMH padoThI

Buj yueOHoil padoThl O0bem yacoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM IMCIUIITTHHBI 78

B TOM YHUCJIC:

TeopeTUIecKoe oOydeHne 30

mabopaTopHbie pabOTHI (€CIH MPETYCMOTPEHO)

MPaKTUYECKHE 3aHATH (€CITU MPEAYCMOTPEHO) 48

KypcoBasi paboTa (MpoeKT) (eciii MPeayCMOTPEHO)

KOHTpOJIbHAs paboTa

Camocmosmenvras paboma

I[IpomMe:xxyTouHasi aTTecTallUsl MPOBOAUTCA B GopMe sK3ameHa




2.2 TemaTuyeckuii IVIAH M COJAEPKAHUE Y4eOHOU JUCHUIVINHBI «/lOKyMeHTAMOHHOE o0ecnevyeHne ynpaBjaeHus»

HaumenoBanue paznenoB y4eOHoi | Comep:xkanue y4eOHOro Marepuasia, jadoparopHble padoThl U npakrudeckue | Oobem | Koowl
aucuumnnabl (Y1) u Tem 3aHATHS, CAMOCTOSITE/IbHAS padoTa 00y4alomuxcs 4acoB KomnemeHy
uit, popmup
06anuUI0
Komopuix
cnocoocmey
em
971eMeHm
npozpammol
1 2 3 4
Beegenne. OcHoBHbIe MOHATHA H | Cojep:kaHue y4eOHOro MaTepuaa 2 OK 01, OK
onpeaeJICHus. 3HaueHWE W COJEP)KAHUE AMCHUIUIMHBL "J[OKYMEHTAI[MOHHOE OOECIECUCHUE 02, OK 03,
yrpasieHus" U CBA3b €€ ¢ JPYrUMHU JUCHUIUIMHAMHU 001enpodecCHOHATBHOTO U OK 09, OK
crenuagbHOro LMKIOB. [loHsTHE TepMHHOB "mOoKymeHT", "moKymeHTOBelneHue', 10, TIK 1.1
“IOKyMEHTallMOHHOE 0OeclieueHue yrpaBieHus .
HopmartuBHo-mipaBoBasi 0a3za oOpraHu3alMyd JIOKYMEHTAllUOHHOTO oOecreueHus
yIIpaBJIEHUS] KaK OCHOBA TEXHOJIOTHH MTPOLIECCOB YIIPABICHHUS.
Pazpen |I. JdoxkymeHTHpOBaHUE 32
yIpaBJ/IeHYeCKOM 1esITeIbHOCTH
Tema 1.1 I'CHOY. TpeboBanus k | Comep:kaHue yueOHOTo MaTepuaa 2 OK 01, OK
o opMIIEHUIO TOKYMEHTOB locynmapctBenHast  cucreMa  JOKYMEHTAI[MOHHOTO  0OecredYeHus 02, OK 03,
ynpasienus (I'CAOY) - cBoa mpaBuJi, yCTaHABIMBAIOIUX €JMHbIE TPeOOBaHUS OK 09, OK
K JIOKyMEHTHPOBAHHUIO YIPABICHYECKON NESATEILHOCTH M OpraHU3alMyi paboThI 10, [IK 1.1

C JIOKyMEHTaMM Ha NPEANPHUATHAX Pa3IMYHBIX OpPraHU3allMOHHO-TIPABOBBIX
dbopm. CocraB
Knaccudukanus 10KyMeHTOB.

OpraHU3AIMOHHO-PACTIOPAIUTEILHON  JTOKYMEHTAIIUH.

YHu¢ukanys u cTaniapTu3alus J0KyMeHTOB. 3HaueHHe YHU(PUKALUU U




CTaHJapTU3aLMU JJOKYMEHTOB.

YHuduimmpoBanHas cHCTeMa OpPraHU3allMOHHO- PACHOPSAIUTEILHON JTOKY-
merntaruu (OPJI]). TOCTer na OPJI. [Topsimox oQopMIICHHUS OCHOBHBIX
PEKBU3HUTOB JJOKYMEHTOB.

Tema 1.2 Cucrema oprannszannonto- | CogepskaHue yueOHOro MaTepuasa OK 01, OK
pacnopsAUTEIbHON JOKYMEHTAUH. 1 TpeboBanus Kk 0(OPMIICHUIO TOKYMEHTOB. bilaHKu JOKYMEHTOB. 02, OK 03,
CanyxeOHnble mucbMa. Kitaccudukanus KoppecroHIeHIIMN; THULIMATUBHAS U OK 04. OK
OTBETHAs, J€JI0Basi 1 KOMMepUecKasi. SI3bIK U CTUIIb 1€TI0BOU 05, OK 09,
KoppecnoHieHIIMU. Tumnossle U TpadapeTHble Clly>KeOHbIE TUChMa. OK 10. IIK
WMHunmaTuBHBIE U OTBETHBIE CiIyXeOHbIe nicbMa. [IuceMa - 3anpocs! U nucbMa 1 1’
- OTBETHI OpraHu3alui - KpeIuTopoB. THUIIOBBIE rapaHTHIHbBIE TUCbMA OT '
opraHu3anuii (rapaHToB) - 6aHKaM O HoraiieHuu kpeaura. Tumnosoe
COITPOBOJIUTENIEHOE MUCHMO K JIOTOBOPY.
2 | PacmopsuTenbHble JOKYMEHTHI: NMPUKa3bl HA OCHOBE €IMHOHadanus (IO oc-
HOBHOI1 1€ATEIBHOCTH U 10 JIMYHOMY cocTaBy). Pacnopspkenus, ykazanus. Ilo-
CTaHOBJICHUS, PELIEHUS], TPOTOKOJIbI HA OCHOBE KOJIJIETHaJIbHOCTH.
3 CnpaBouHO-MH(QOPMAIIOHHBIE JOKYMEHTBI: aKT; JOKJIaaHas (ciryxxeOHas)
3amucka; crpaBka. OdopmiieHne aKTOB HAJOTOBBIX HMHCHEKIUU. [lopsmok
COCTaBJICHUS aKTOB CBEPKH Pacu€ToB MEXIy AeOUTOpaMU U KPeIUTOpaMHU.
Tema 1.3  JloroBopHo-npaBoBas Coneprkanne y4eOHOT0o MaTepuana OK 01, OK
JOKYMEHTALUs 02, OK 03,
[Tonsatue poroBopa (KOHTpakTa), coryameHus. TumoBas ¢dopma OK 09,
KOHTpakTa. OCHOBHBIE Pa3/i€bl KOHTPAKTA. OK 10

®opmynsap noroBopa Ha BO3ME3IHOE OKa3zaHHe yciyr. Tumosas ¢gopma
KpenutHOro noroBopa. [lpumepnas ¢opma moroBopa mMOPYYUTENTHCTBA.
VYuudunuposanHas ¢popma KpeaUTHON 3asBKuU. [IpumepHast Gpopma 3a10roBoro
oOsi3atenbeTBa. TumoBast ¢opma OaHKOBCKOM rapantuu. TumoBas ¢opma
JI0rOBOpa OAHKOBCKOTO cuéTa. THIOBOM 1OrOBOP HA OCYIIECTBIEHUE KPETUTHO-
pacy€THOro 00CIyKUBAHUS.

Kommepueckue akTbl, XapakTepucTHKa. JloBepeHHOCTH, UX BUJIbI




Tema 1.4 JlokyMeHTBI 110 Coaeprxanue yueOHOro MaTepuasa 2 OK 01, OK
BHEIITHEYKOHOMUYECKOU Knaccudukanmsi 1okyMeHTaluK 10 BHENTHEAKOHOMUYECKOH IeITeIbHOCTH: 02, OK 03,
JEATEeIIbHOCTH KOMMEPYECKHE MUChMa, KOHTPAKTHI. OK 09,

['OCTp1 Ha TOKYMEHTALIUIO TI0 BHEIITHEAKOHOMUYECKON JESTETHHOCTH OK 10
bnanku KoMMepyecKMx muceM. PeKBU3UTBHI (QOpMynsipa KOMMEPYECKOTO
nucbma. OcoObie TpPeOOBaHUS K TEKCTaM KOMMEPUYECKUX ITHCEM.
Knaccuukanuss koMMepUecKkux MHCeM. 3ampoc - OTBET Ha 3armpoc.
Odepra (mpemnoxenue) - orBer Ha odepTy (akuent). Buabl KOHTPAKTOB,
0(pOPMITSIFOIIINX BHEITHEIKOHOMHUYECKYIO JESITENIbHOCTD. Tunosoit
MEXIYHAPOJAHBIN KOHTPAKT O KYIUIe-TIPOJIaxKe.
IIpakTHYeckne 3aHATHS 20 OK 01, OK
1 OdopmieHre OCHOBHBIX PEKBU3UTOB JOKYMEHTA 2 02, OK 03,
2 | Pa3paboTka GpupMeHHBIX OJJAHKOB JOKYMEHTOB 2 OK 04. OK
3 | Cocrasnenue 1 opopMIIEHHE CITYKEOHBIX MHCEM, (HaKCOB 2 05, OK 09,
4 CocraBienue 1 opopMiIeHHE KOMMEPUYECKUX MTHCEM 2 OK 10, ITK
5 CocraBnenue u 0opMIICHHE TPUKA30B TI0 OCHOBHOM JI€ITEILHOCTH 2 11
6 | Odopmienue u 3aBepeHHEe KOIHIA JOKYMEHTOB, BBIITHCOK 2
7 Cocrasnenue u 0()OpMIICHHE aKTOB, CIIPABOK. 2
8 | CocraBnenue u opopMIIEHHE TPOTOKOJIOB, BBIITUCOK M3 HUX 2
9 | CocraBnenue u 0popMIICHHE JOKITAIHBIX U O0BSICHUTEIBLHBIX 3aITHCOK 2
10 | Cocrapnenue u ohopMIICHUE IOBEPEHHOCTEH, KOMMEPUYECKUX aKTOB 2
Paznen Il. Opranu3zanusi paéorsl ¢ 10
rOTOBBIMH JIOKYMEHTAMH
Tema 2.1.CZIOY. okymenToo60pot. | Coaep:kaHue y4eOHOro MaTepuaia 2 OK 01, OK
CtpykTypa v QYHKIHH CITY>KO JTOKYMEHTAIIHOHHOTO 00ECTIeUeHUs yIpaBIeHUSI. 02, OK 03,

8




Ynpasnenue Jlenamu, cekperapuar, KaHUEIApuUs, dKcneauuus. JJoJKHOCTHOM
¥ YHUCJICHHBIA cOCTaB CIIyK0. JI0OIDKHOCTHBIE HHCTPYKIIMU COTPYIHHKOB CITYXO.
OpraHu3alMoOHHbIE CXEMBl JOKYMEHTAI[MOHHOTO OOeCHeueHHs YIpaBICHHUS.
WNHCTpyKLKs 0 JOKYMEHTALHOHHOMY 00€CIIEUCHHIO YIIPaBICHUS.

CoctraB u y4ér 00bEMa JOKYMEHTOOOOpOTa MHPEANPUSATHA M OpTraHU3aIHA.
Opranusanus paboThl C JOKYMEHTALMEN, TOCTYNAOEH B YUpEKACHUs, Ipe/-
OpUATUS, OpraHu3alMu: HPUEM BXOMSIIUX JOKYMEHTOB, SKCIEAMLMOHHAs
00paboTKa, IpeBapUTEIbHOE PAaCCMOTPEHUE U PACIIPEIEICHUE, perucTparus,
pacCMOTpEHHE  JOKYMEHTOB  PYKOBOJACTBOM, HcmonHeHue. OtmnpaBka
UCXOJAIINX JOKYMEHTOB. Ilepenaya JOKyMEHTOB BHYTpU OpraHu3aluu. YUET
KOJIMYECTBA JIOKYMEHTOB

OK 09, OK
10, IIK 1.1

Tema 2.2. KoHTpoyib HCHOJHEHUS
JIOKYMEHTOB. CucremaTtu3zanus
JOKYMEHTOB U UX XpaHEHHUE.

Coaep:xanue yueOHOro MaTepuaJia

KonTponb ucnonHeHus A0KyMeHTOB. OpraHusanus U TEXHHKA KOHTPOJSA MC-
NOJIHEHUSA. TUIOBBIE M WMHIUBUIYAJIbHBIE CPOKM HCIIOJHEHMS] JOKYMEHTOB.
Cucrema  ACKHUJl  (aBTOMaTU3UpPOBAHHBI  KOHTPOJIb  HCIOJIHEHHS
JIOKYMEHTOB).

Cucremaruzanusi JTOKYMEHTOB M HMX XpaHeHue. Homenkiarypa nen.
WuauBuayanbHble, CBOJAHBIE, NMPUMEpPHbIE M THUIIOBbIE HOMEHKJIATYphl JE.
Odopmienne HoMeHKIATYpHI aei. TpeboBanus K 0ohopMIICHHIO Jeit. XpaHEeHHUe
JIOKYMEHTOB B CTPYKTYPHBIX MOJpa3felieHusIX. OKCIepTH3a LEHHOCTH
JIOKyMeHTOB. [loAroToBka e k ciade B BEIOMCTBEHHBIN apXUB.

3aKOHOAATENbHBIE aKThl U HOPMAaTHUBHO-METOJIUYECKUE JTIOKYMEHTHI
denepanbHOil  apxuBHOH ciyxObl Poccun 1Mo  apXMBHOMY  XpaHEHHUIO
JNoKyMeHTOB. B3aumoneiictBue ciyx6 /IOY u BelOMCTBEHHBIX apXHBOB IpHU
(OpMHPOBAHUN OCHOBBI JJISI MOCIENYIOIIEr0 XpaHEHHs M HCIOIb30BaHUS
JNOKyMeHTOB. EnnHcTBO TpeOoBaHMII K XpaHEHUIO JIOKYMEHTallUd B
JIEIIONPOU3BOJICTBE U apXUBE.

IIpakTHYecKkHe 3aHATHA

11

PCFI/ICTpaI_[I/IH BXOOAIIUX, UCXOAAIUX U BHYTPCHHUX JOKYMCHTOB

OK 01, OK
02, OK 03,
OK 09, OK
10, IIK 1.1




12 | Cocrasienue u oopmiienrne HoMmeHkmarypsl aen CIAOY 2
13 | CocraBiienne u oQoOpMIIEHHE OMUCEH JieJ, aKTa O BBIACICHUU eI K 2
YHUUTOKEHHUIO
Paznen 1. Kanposas 34
AOKYMEHTallUsi M  OpraHM3anus
Ka/IpOBOro /1eJ10IIPOM3BO/ICTBA
Tema 3.1. IlousiTue u | Conepxxanue y4eOHOro MaTepuasa 2 OK 01, OK
KJ1accupuKamms KaJ[pOBOM Kanposast mokymenranusa. Knaccudukamus u Buibl JOKyMeHTOB. TpeboBaHus 02, OK 03,
JOKYMEHTAIUH. Kanposoe EI'CA u I'OCToB k cocraBiieHHIO TOKYMEHTOB. KagpoBoe nenonpous3BoacTBO. OK 04. OK
JIeJIONPOU3BOJICTBO [Tpukas3sl MO JTUYHOMY COCTaBy, cocTamBieHue u odopmienue. Permcrpanms 05, OK 09,
IIPUKA30B 110 JUYHOMY COCTaBY. OK 10, TTIK
1.1
Tema 3.2. TpynoBasi KHWXKKa Coaepixanue yueOHOro MaTepuaJa 4 OK 01, OK
1 JlnuHble JOKYMEHTHI paOOTHUKOB MpeAnpusiTis. TpydoBas KHIDKKA — 02, OK 03,
OCHOBHOM JOKYMEHT O JesTelbHOCTH palOoTHuKa mnpennpuatus. Ilopsmox OK 04. OK
3aHECEHHUs CBE/ICHUI B TPYJOBYIO KHMKKY PaOOTHUKOB npeanpusarus. [Ipasuna 05, OK 09,
VCIIPABJICHUS 3aIlMCeil B TPYIOBOM KHIKKE. DJIEKTPOHHBIE TPYJOBbIE KHUKKH. OK 10, IIK
2 [Topsimox odopmiieHHs M BblAauu AyOnMKaTa TPYJIOBOM KHIDKKH. Brinaua 11
TPYJOBBIX KHID)KEK, y4e€T U OOECIeUeHUE COXPaHHOCTH HX. XpaHEHUue M
MCIIOJIb30BaHUE KaIPOBbIX TOKYMEHTOB. [1opsSA0K BhIJauM JTUYHBIX /1€ U UHBIX
JOKYMEHTOB [UI BPEMEHHOIo Mosib30BaHMs. (ObecreyeHue COXpPaHHOCTH
JOKYMEeHTOB. OTBETCTBEHHOCTh 3@ HapyllleHHE MPaBWJI XPAHEHHs CITY>KEOHBIX
JNOKyMeHTOB. [loAroroBka TOKyMEHTOB K CAau€ B apXUB.
Tema 3.3. Jloxymentanus 1o | Cogeps:kaHue y4eOHOro MaTepuaa 2 OK 01, OK
BOMHCKOMY y4eTy U OpOHHPOBAHUIO [Topsimox odopmieHus, ydera M XpaHEHHUS IOKYMEHTALUU IO BOMHCKOMY 02, OK 03,
yueTy U OpOHUPOBAHUIO OK 04. OK
05, OK 09,
OK 10, IIK

10




11

Tema 3.4. Yuer kanpoB

Conep:kanue y4eOHOIro MaTepuaa

IlonsTue u Ha3HAYECHUE ydera KanpoB. Buael yuera,  (Gopmbl
NEPCOHATBHOTO y4yeTa paboumX, CIEIHUAIUCTOB M PYKOBOISIIUX  KaJpOB.
Benenne nuunbix nen. JInunas kaprouka padbotrHuka dopmsl N T-2. Iopsmok
3aI10JIHEHUS JIMYHBIX U YYETHBIX KapTO4YeK, BEJCHUE KapTOYEK.
[lepcoHanbHBI y4YeT OTHENbHBIX  KATErOpUid  COTPYIHUKOB (HAy4dHBIE
pabOTHHKHU | Jp.).

OK 01, OK

02, OK 03,

OK 04. OK

05, OK 09,

OK 10, IIK
11

11




Tema 3.5. Otuetnocts 10 Kagpam | CoxepxkaHue y4eOHOIo MaTepuaja 2 OK 01, OK
[lonsiTve oTYETHOCTH W €€ BUABL. TeKylmas U CTaTUCTHYECKash OTYETHOCTD. 02, OK 03,
Buapl u ¢gopMbl cTraTHCTHYECKOW OTYETHOCTH.  llopsok cocraBieHUs OK 04. OK
CTAaTHCTUYECKON OTUYETHOCTH. 05, OK 09,

OK 10, IIK
1.1
IIpakTHYeckne 3aHATHS 22 OK 01, OK
14 | U3yuenue mnpodcranmapra «CHEMUATUCT 10 YIPABICHUIO TEPCOHAIOM. 2 02, OK 03,
Odopmiienre TOKHOCTHBIX HHCTPYKIHI paOOTHUKOB KaJPOBOH CITyKOBI OK 04. OK
15 | CocraBnenue u oopmieHIE PUKA30B O MpUEME Ha PaboTy 2 05, OK 09,
OK 10, IIK
16 | Odbopmnenue npuema Ha paboty. Pemenne cuTyallmOHHBIX 33134 2 11
17 | CocraBnenue u oopmiieHHE MPUKA30B O MEPEBOJIC HA APYTYIO paboTy. 2 '
18 | Ilopsaok odopMieHHs IEPEBOIOB Ha IPYTyio padboTy. Pelenne cutyanuii. 2
19 | CocraBnenue u opopMiIeHnE NPUKA30B HAa YBOJIbHEHHE 2
20 | TTopsnok odopmieHHs] yBOJIbHEHUS! paOOTHUKOB MO pPa3iIMYHBIM OCHOBAHUSM. 2
Pemenue curyanmii.
21 | CocraBnenue 1 opopmIeHHEe HOMEHKIATYPHI A€ OT/AeNa epcoHata 2
22 | 3aHeceHue CBEJICHUI B TPYJIOBYIO KHUKKY. 2
23 | McnpaBieHue 3auceil B TPYI0BON KHIKKE. 2
24 | Odopmnenne muuHo kKaptouku ¢. T-2. 3aHeceHue cBeneHUN B JHYHYIO 2
KapTOUKY.
HUTOTIO: 78
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3.2. UudopmanuonHoe odecriedeHne 00yueHust
Ilepeyenb pexkoMeHAyeMbIX y4eOHBbIX HM3AaHUil, UHTepHeT-pecypcoB, I0NOJTHUTEJIbLHOM

JUTEepaTypbl

1. Tpynosoii Kogexc Poccuiickoi @enepaunn ¢ U3BMEHEHUSAMU U JOTOJIHEHUSIMH;

2. ®denepanbhbiit 3ak0H "O0 anekTponHoi noamucu" ot 06.04.2011 N 63-D3.

3. @enepanbublii 3akoH "OO wHQOpPManuM, WHPOPMALMOHHBIX TEXHOJIOTUSAX U O
samute nHpopmaruu" ot 27.07.2006 N 149-D3

4.  TOCT P 7.0.97-2016 HauuonanbHsiii craniapt PO. OpranuzaiioHHO-
pacniopsiauTenabHas JoKyMeHTanus. TpedoBanus kK 0ohopMIEHUIO JOKYMEHTOB M.
N3narensctBO cTangaptos, 2016

5. TOCTP 7.0.8.-2013 "JIenonpou3BOACTBO U apXUBHOE JIeJI0 - TEPMUHBI U
onpeneneHus"

6. IIpaBuia BeaeHUs TPYAOBBIX KHMXKEK U BKJIAJbIIEeH K HUM, 2003

7. bapuxun, A. b. KagpoBoe nemonpousBoactBo. Ilpakruyeckoe mnocobue / A.b.
Bbapuxun. - M.: Kumwxnsiit mup, 2017.

8.  Bacakos, M.U. JlokymeHTannonHoe obecrieuenue ynpasienus / M.M.bacakos. - M.:
KnoPyc menua, 2017.

9. Kyznenos, U.H. JlokymeHTanmonHoe obecrieueHue yrnpasicHus. JJokyMeHTO000pOT 1
JeNOonpou3BOACTBO: YueObnuk u mpaktukym / W.H. Ky3ueuos. - Jlro6epusr: FOpaiit,
2016.

10. Pympiauna JI.A. JlIokyMeHTaIIMOHHOE OOecTieueHe yIpaBIeHUs: y4eOHUK JITIs
CTYJCHTOB YUPEXKICHUHN CpeaHero mpodeccuoHanbHoro oobpaszosanus / JI.A.Pymbianaa
- 9-e m31., crep. — M.: U3narenbckuii ieHTp «Akagemus», 2016 - 224 c.

11. TIMmenko A.B.JlokymeHTaIImoOHHOE OOECTICUeHHE YIpaBiICHUs: YUeOHUK ISt
CTYJEHTOB yupexaeHui cpes. npod. oopazoBanus /A.B.ITmenko. — 12 uzn-e., crep. —
M.: U3natenbckuii neHTp «Axagemusi», 2016.- 176 c.

12. Tlmenko A.B./lokymeHntannonHoe obecnieueHue ynpasienus: [Ipaktukym: yuedHoe

oCcOOMe JTsl CTYICHTOB YUPEXACHU cpell. mpod. oopazoBanus /A .B.ITmenko. — 12
usn-e., crep. — M.: M3narensckuii neHTp «Akagemusi», 2016.- 160 c.

I[OHOJIHI/ITEJII)HLIG HCTOYHUKH:

=

agblrwn

['ocynapcTBeHHas cucTeMa JOKYMEHTAITMOHHOTO oOecnieueHus yrnpasieHnus. O0mme
TpeboBanus K fokymeHTam u CZIOY. M: 1991

[Tonoxxenue o @exnepanbHOi apxuBHOM ciayx6e Poccun M: BHUMJIA L, 2000

Kypnan «Jlenonpou3BoacTBO»

Kypnan «Cexperapckoe J1e710»

Kypnan «YnpasieHrue nepcoHaIoOM»

HNurepuer-pecypcesl:

1.

2
3
4.
5
6

CrnpaBouHasi nH(GOPMalMOHHO-TIPaBOBas cuctema «l apaHr».
CripaBouHast HHpOpMaLMOHHO-TIpaBoBas cuctema «Koncynprant-ILmocy.
CrnpaBouHas nH(popMallMOHHO-TIpaBoBas cuctema «Kogekcy.
. www.delpro.narod.ru - [lenonpousBoacTBO+.
wWww.termika.ru — DHIHMKIIOE s ISTOMPOU3BOCTBA.
www.directum.ru - DeKTpoHHOE JENIONPON3BOJICTBO U KaHIICISIPHSI
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YYEBHOE 3AJIAHUE

BBenenue

3HaueHWe ©  coAepKaHWe JAUCHUIUIMHBI  "JIOKyMEHTaIlMOHHOE  OOecleUeHHe
yrpaBieHUs" U CBSA3b €€ C IPYrUMU TUCHUTUIMHAMHA TPO(HECCHOHATLHOTO IUKIIA.
[Tonsitue TepMuHOB "MOKymMeHT", "JHOKymMeHTOBeAcHHE", “IOKYMEHTAallMOHHOE OOeCIeUeHHE
yIpaBJICHUS .

HopmaTtuBHO-ipaBoBasi 0a3a  oOpraHu3alud  JOKYMEHTAI[MOHHOTO  OOeCredYeHUs
YIpaBJICHHUS KaK OCHOBA TEXHOJIOTHH MPOIECCOB YIIPABICHUS.

Ilnan n3yyeHus TeMbl

Howmep Coneprkanue Bompoca
KOHTPOJIBHOTO
BOIpoca
1 3Ha4YCHHE U COJEP>KAaHUE TUCHUTITUHBI «JlOKyMEHTAIMOHHOE

o0ecrieueHre YIPaBICHHUS» U €€ CBS3b C APYTUMH JTUCLHUTLTHHAME
po(heCCHOHAIBHOTO 1MKJIA

2 [Tousitue TepMuHOB «JoKyMeHT», «/{OKyMEeHTOBEICHHEY,
«JloKyMeHTallMOHHOE 00eCieueHUE YIIpaBJICHUs
3 HopmatuBHo-1ipaBoBas 0a3a opraHu3aluy JOKYMEHTAHOHHOTO
o0ecrieyeHus yrpaBieHUs KaKk OCHOBA TEXHOJIOIMH IIPOLIECCOB
yTpaBJICHUS

Tema 1. I[OKyMeHTI/IpOBaHI/Ie yﬂpaBHqueCKOﬁ HEATCJIBbHOCTH

['ocynapcTBeHHas cuctema JJOKyMeHTalnoHHoro obdecrieueHus ynpasienus (I'CHLOY)
- CBOJA TMpaBWJ, YCTaHABIMBAIOIIUX €IUHbIE TpeOOBaHMA K JIOKyMEHTHUPOBAHHIO
yIpaBJIEHYECKON AEATENbHOCTH M OpraHu3alMu paboThl ¢ JOKYMEHTaMH Ha IMpeInpUATHSIX
pa3IMYHBIX OPraHU3alMOHHO-TIPaBOBLIX (hopM. CocTaB OpraHU3alMOHHO-PACTIOPSIUTENBEHON
nokymenrtanuu. Knaccudukanus 10KyMeHTOB.

VHudpukauus W cTaHAapTU3alus  JOKYMEHTOB. 3HAueHWe YHUUKAIUU U
CTaHapTU3aLUHU TOKYMEHTOB.

IInan u3yyeHust Tembl

Howmep Copepxanue Bonpoca
KOHTPOJIBHOTO
BOIIpOCa
4 I'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecneueHust
ynpasienus (I'CAOY)
5 CocTaB ynpaBlieHUeCKUX JTOKYMEHTOB. Y HU(MUKAIMS U CTaHJapTH3AIH
yIPaBJIEeHYECKUX JOKYMEHTOB

Tema 2. Cucrema OpraHu3alMOHHO-PACIIOPSAAUTEIbHON JOKYMEHTALMHU

YHudunupoBaHHas CcUCTeEMa OpraHM3allMOHHO-PACTIOPSIUTENBHON JOKYMEHTAlluU
(OPH). I'OCTet na OPJ. Ilopsmoxk oQopmileHHS OCHOBHBIX PEKBHU3UTOB JIOKYMEHTOB
TpeboBanust k 0hopMIIEHUIO JOKYMEHTOB. biiaHKK JOKYMEHTOB

Cayxebnble cbMa. Kimaccudukaiuss KoppecoHACHIIMN; UHUIIUATUBHAS U OTBETHAs,
JIEJI0Basl U KOMMepYecKas. SI3bIK U CTHIIb J€JI0BOM KOPPECIIOHICHIIUY.
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TunoBele U TpadapeTHble ciayxkeOHble NnucbMa. VIHUIMATUBHBIE U OTBETHBIE CIyXeOHBbIE
nucbMa. Ilucema - 3ampocel M NHUCbMa - OTBETHI OpraHU3alUi - KPEIUTOPOB. THIIOBBIE
rapaHTUHHBIC TIHCbMa OT OpraHM3alui (rapaHToB) - OaHKaM O MOTamieHuu KpeauTa. Tumosoe
COINPOBOJUTENIBHOE MUCHMO K A0roBOpy.  OpraHu3anuoHHbIE JIOKYMEHTBI: yCTas,
IIOJIOXKEHUE, JOTOBOP YUPEAUTENIEH, ITPaBUila BHYTPEHHETO TPYAOBOIO paclopsAKa U APyTHe.

PacniopsinuTenbHble TOKYMEHTBI: IPUKa3bl HA OCHOBE €AMHOHAaudaius (0 OCHOBHOM
NeSITEIbHOCTH U 10 JINYHOMY COCTaBY), PacCHOpsDKEHUs, yka3aHus. [locTaHOBIEHUs, peleHus,
IIPOTOKOJIBI HA OCHOBE KOJIETHAJIbHOCTU

CripaBo4HO-UH(OPMAIIMOHHBIE JTOKYMEHTBI: aKT; JOKJIaaHas (CioyxeOHas) 3amucka;
CIIpaBKa.

CocraBnienue u odopmienue teneonorpamm u Tenedakco. OdopmieHue akKToB
HAJIOTOBBIX HMHCIEKIud. OcobeHHocTH o¢opMIECHHS aKTOB peBU3MM Kacchl. llopsimox
COCTaBJICHUS aKTOB CBEPKU PACUETOB MEXKY 1eOUTOpAMH U KPETUTOPAMHU.

Ili1aH u3y4yeHus TeMbl

Howmep Copepxanue Bonpoca
KOHTPOJIBHOTO
BOIIpoca
6 YHubunmpoBanHas CUCTeMa OpraHU3aIllMOHHO-PACTIOPAIUTENEHOM

nokymerTtaiuu (OPJ1). TOCTs1 va OPZI. TOCT P 7.0.97-2016

Knaccmbnxaunﬂ OpFaHI/ISaHI/IOHHO-paCHOPHHHTeHBHOﬁ AOKYMCHTAIlUU

[Topsimok oopmieHUs: peKBU3UTOB JOKYMEHTA

O©|00|

bmankn JOKYMCHTOB, UX XapPAKTCPUCTHKA

10 Cnyxebnble nucbma. Knaccudukanus KoppecrnoHIeHITUH:
WHUIMATHBHAS ¥ OTBETHASI, JICJIOBAsI U KOMMepYecKas. S3bIK U CTHIIb
JICJIOBOM KOPPECIIOHACHIIUN

11 Opranu3anioHHbIE IOKYMEHTHI: YCTaB, MOJI0KEHHUE, TOTOBOP
YUpENNUTENIEH, TPaBUIa BHYTPEHHETO TPYAOBOI0O pacnopsiika u Jp.
12 PacniopsiiuTenbHble TOKYMEHTBI: IPUKa3bl, PACTIOPSKEHUS, YKa3aHus,
UHCTPYKLIUU
13 PacniopsimuTenbHble JOKYMEHTBI, U3/1aBa€Mble Ha OCHOBE
KOJIJIETHAJIbHOCTH: TIOCTAHOBJICHUS], PELLICHH s, IPOTOKOJIBI.
14 CrnpaBouHO-UH(OpPMALIMOHHBIE JIOKYMEHTHI: aKT; JOKJIaHast
(cmy>xeOHas1) 3amucKa; CpaBKa.
15 Cocranenue u odopmiieHue teraedoHorpamMm u Teseaxcon
16 Odopmnenne axkToOB HaJOTOBbIX HHcHekuuid. OcobOeHHocTH

oopMieHHs aKTOB PEBU3MM KacChl, aKTOB CBEPKM paCU€TOB MEXIY
neOUTOpaMu U KpeIuTOpaMHu.

IIpakTHYecKkue 3aHATHSA
OdopmiieHne peKBU3UTOB JOKYMEHTA.
Cocranenue 1 opopMIIEHUE OPraHU3alMOHHO-PACTIOPATUTEIBLHON TOKyMEHTAIUN

3aoanue 1. TIpaBUIbHO PACIIONOKUTE HA TOKYMEHTE CIIEAYIOLINE PEKBU3UTHI:
v O nmpemupoBannu Msanosa 1.J1.;

v" Jlupekrop JINYHAS TIOAIUCH O.I'.JIumoHOB;
v 00.00.0000  Ne 7-o0k;
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r. ExatepunOypr;

®upma «Opuon»;

B neno Ne  moamuce  00.00.0000

C npuka3oM O3HAKOMJIEH  JIMYHAs IOJIUCH pacm@poBKa MOANKCH;
[MTPUKA3;

3a JIUTENBHYIO U JOOPOCOBECTHYIO PaOOTY U B CBSI3U C MATHAECATUIETUEM CO JTHS
poxxaenust [IPEMUPOBATSD ropucra ¢pupmsl Banosa 1.JI. B pazmepe  py0.
Henocratoniye naHHble yKazaTh CaMOCTOSITENBHO.

AR NN NN

3aodanue 2. [1paBUIIbHO pacloIOKUTE HA JOKYMEHTE CIIEYIOIINE PEKBU3UTHI:
V' Tupexrop JIUYHas MIOAINUCH O.B. Iluporos;
JIMpeKTOpy BBICTABOYHOTO IEHTpa «DKcmo —ou3Hec» r-uy CemenoBy K.C.;
110020, Mocksa, yin. Mamycruna,115;
OO0 yuyacTuu B BBICTaBKE;

ASRNENERN

YBaxaembiii Osier BnangumupoBuu!;

O3HaKOMUBIIKCH C PeKJIaMoi U nporpammoit Barero BeictaBouHoro LlenTpa,
HanpaBiisieM BaM 3asBKy Ha yuacTue B BeceHHel skcno3uiuu Llentpa. [Ipocum
BKJIFOUUTH HAIIE€ MPEAIPUITHE B YUCIIO YYACTHUKOB BBICTABKHU.

v' AO «Crapr» 115218, Mocksa, yi. Hosas, 78;
v’ Ten.

®akc

p/cuer

Ha Ne oT

v 00.00.0000 Ne23/07-12
Henocraroniye JaHHbIE YKaXKUTE CAMOCTOSITENIBHO.

3aoanue 3. CocraBbTe NOKIAJHYIO (CIy)K€OHYIO) 3amHMCKy IJIaBHOMY Oyxrantepy 3AO0
«'APAHT» ot 6yxranrepa I'opunoii C.II., kotopass B xozne npoBepku ckiaga Nel BbisiBHIIa
cienyrouiee:

1) Bce MNpHUXOJHBIE ¥ PACXOJHBIC JOKYMEHTBI [0 CKJIQny PpEruCTPUPYIOTCS HE B
XPOHOJIOTUYECKOM TOPSJIKEe, UMEIOTCA ClIy4yad cJaud uX Oyxraiarepy C OIno3aaHueM Ha 5-6
JTHEH;

2) npu  mpoBepke  (AKTUYECKOr0  HAIM4YMsS  MATepHaloB MO  CICAYIOLIUM
HalMEHOBaHUAM Y KiajnoBiuka Cuaunmzoi O.B. ycraHoBiieHa HefocTava:

40 nucroB mudepa Mo LUEeHE ... Ha CYMMY ..., Kpacku MayiipHO# 10 Kr 10 1IeHe ... Ha CyMMY

..... HeoOxonumo mnpeanoxuts CununumHoi O.B. nukBuaMpoBaTh K YCTaHOBJIECHHOMY

CPOKY HEJIOCTaTKH.

Henocratoniye faHHbIe YKaKUTE CAMOCTOSITENIBHO.
3aoanue 4. CocraBere mmcbmMo Ne 123/10-07 3A0 «MCKPA», wumeromero anpec:

CeepiuioBckas 0011, T. ApTeMoBckuii, yi. Bo3HeceHnckast, 56, ten 2-18-38, dakc 915-34-17 «
OAO 3Benut» 0 mpoAake YaCTHBIM M TOCYAAPCTBEHHBIM MPEANPHUATUSIM MEPCOHATBHBIX
KOMITBIOTEPOB I10 JIOTOBOPHOW CTOMMOCTH W O BO3MOXXHOCTH TPHHMMATH 3aKa3bl Ha

COCTAaBJICHHUEC IPOTrpaMM. Henocraromue manHbie YKa3aTb CaMOCTOSATCIIbHO.
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3aoanue 5. CocraBbte dakc AO «3enur», umeromero aapec 1. Kypran, yn. [Ilpumakosa,114,
dakc 385-23-67. dakc cocTaBieH B OTBET Ha MUCHMO M0 3amannio 4. Hemocraroniue naHHbIC
YKaXXHUTE CAMOCTOSITENIBHO.

3aoanue 6. CocraBbre pacrnopspkeHue riaaBHoro oyxrantepa 3AO «[apaHT» MO JOKIaTHOU
3anmcke 3aaanust 3. Hegocraromye naHHbIe YKaXKUTE CaMOCTOSTEIBHO.

3aoanue 7. CocraBbTe Tese(OHOTpaMMy Ne 40 I. MockBa
Hupekropy 3A0 «"APAHT» Pomuny AN, tenedon 2-18-38, B
TOM, 4TO 16.12.201... COCTOMTCS COBELLaHUE OpPrKOMHTETA BBICTaBKHU
«Komnbrorepusanus IIPOU3BOJICTB — 201...t». [Ipocum HaIlpaBUTh

Ha COBEIIaHHUE MPEICTABUTEIA Ballel opranu3zanuu. Craenaite He00X0IMMBbIE TIOJIITHACH.

3aoanue 8. CoctaBbTe KpaTKUil MPOTOKON MPOU3BOACTBEHHOTO coBeranus OAQO «3eHuT» 00
UTOTax paboThl MpeAnpusTys 3a [ KBapTan oTdeTHOro rojaa. C TOKIa oM BBICTYITWI JUPEKTOP
Cemenos U.I1. ITocranoBuiIM, yTBEpAUTH MOPSIOK pacnpeaeaeHus npuosin. Bropsim
BOIIPOCOM paccMaTpHBaJIcA IIaH Ha 2 KBapTal, JOoKIaauuK 3aM. aupekropa Kopenanos B.C.
[TocTaHOBMIIM IPUHATH NPeUIOKEHHBIN Tu1aH. HegocTaromue faHHbIe yKaXXuTe
CaMOCTOSITENIBHO.

Tema 3. JloroBopHo-nipaBoBasi JOKyMeHTalUs

[lonatue noroBopa (KOHTpakKTa), COTJallIeHHs, MPOTOKojda. TumoBas (opmMa KOHTpakKTa.
OcHOBHbIE pa3/iesibl KOHTPAKTA.

[TpuMepHBIi 10rOBOp KyIUIM-NPOJaXHU. THUIOBOI AOroBOp MeHbI TOBapoB (OapTepHas
CIIENKA).

[IpumepHas popma 10roBopa MOCTaBKHU.

dopMyIsip I0oTOBOpa Ha BO3ME3JHOE oOkazaHue ycuyr. OdopmieHue A0roBopoB 00
OKa3aHUU MapKETUHI'OBBIX YCIIYT, CTPaXOBBIX YCIYT

TpancnoptHeie noroBopel. OdopmiieHne A0roBopa TPAHCHOPTHOM —ASKCHEAUIUH.
®opmyssip 10roBopa CTpaxoBaHHUSL.

ITpumepHbie HopMBl JOrOBOpa MOPYUYEHUS U JOTOBOPAa KOMUCCHH.

ATEHTCKOE COTJIallEHHE.

Tunosas gopma kpenutHoro gorosopa. [IpumepHnas popma 1oroBopa nopy4uTeNbCTBA.
VYuudunuposanHas popma kpeauTHoi 3asBku. [IpumepHas popma 3a0roBoro 00s3arenbCTBa.
Tunosast popma OaHKOBCKOM TapaHTHH.

TunoBass ¢opma pgoroBopa OankoBckoro cuéra. Ilpumepnas ¢opma moroBopa
OaHkoBCcKOro Bkiaga. OOpasubl JOTOBOPOB O JAEMO3UTHOM BKiajge. THIOBOH J0roBop Ha
OCYILECTBIICHHE KPEAUTHO-PACUETHOTO OOCITYKUBAHUSI.

Odopmiienne npuiaokeHud kK goroBopam. IIpoTokonbl pasHOriacHii K J0TOBOpam.
DopMBI IPOTOKOJIOB Pa3HOIIACHUM.

YuauduuupoBanHas ¢opma corjameHuss o0 W3MEHEHHHM M JIOTNOJHEHHH K JOTOBOPY.
VYuuduuuposanHas (opma coriameHus 0 3aMeHe JoroBopa (HoBauus). YHUDUIHPOBaHHAS
dbopMa 0 pacTOp>KEHUU J10TOBOPA.

Kommepueckne aktel. brankm komMmepdeckux akTtoB. OdopmiieHHe akTOB IO TMPUEMKE
OPOAYKIMHM (TOBAapoOB) IO KOJIMYECTBY M KadecTBY. OdopmiieHne akToB IO OKa3aHMIO
BO3ME3AHBIX yciIyr. OOpa31ibl akTOB.
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JloBepeHHOCTH: pa3oBbIe, CIeIUaIbHbIe, FTeHepaibHbIe. OOPa3Ilbl TOBEPEHHOCTEH.

IL1an H3YyYCHUHA TEMbI

Howmep Coneprkanue Bompoca
KOHTPOJIBHOTO

BOIIpoca
17 ITonsiTre noroBopa (KOHTpPaKTa), COTJIAIICHHS
18 IIpuMepHBIil 10roBOp KyIUIM-IIPOAAKH. TUIIOBOM JOIOBOP MEHBI TOBAPOB

(6apTepHas cuenka)
19 TpancnoptHbie 10roBopbl. POpMyIsp 10roBopa CTPaXxOBAHUS
20 Tunosas popma goroBopa 6aHkoBckoro cuera. [Ipumepnas dpopma
J0roBopa 0AHKOBCKOTO BKJIa/1a

21 [Tpumepnas hopma 10ropopa mOCTaBKH.

@opmynsp 10OroBopa Ha  BO3ME3JAHOE  OKA3aHHUE  YCIYT.
Odopmnenne 10roBopoB 00 OKa3aHMM MapKETUHTOBBIX  YCIVT,
CTPaxOBbIX YCIYT

22 KommMmepueckue aktel. OdopmiieHue akToB MO OKa3aHUIO BO3ME3IHBIX
YCIIYT.

23 JloBepeHHOCTH: pa30BbIe, CHENHANbHBIE, TeHepanbHble. OOpa3ibl
JIOBEPEHHOCTEMN

IlpakTH4yeckue 3aHATUSA
Cocrasnenue u 0()OpMIICHHE IOTOBOPOB

3aoanue 9. CocraBpre [pumepnsiii JloroBop Ne3/40 ot 01.03.201..r. mpocroro

TOBapHUILECTBa (COBMECTHAs JesATeNbHOCTh). B noroBope orpasure: 1. [Ipeamer norosopa; Il.
Obmee wumymectBo; III. Bemenume oOmmx pgen Tosapuiueii; [V. Pacxoasl u  yObITKH;
V. 3aKkiIrounTeNbHbIe TOJI0KEHU. Y KaKUTE MOJIHCH CTOPOH.

3aoanue 10. CocraBbre JloroBop Ne78 BbaHKOBCKOTO BKJIaaa (JEMO3UTHOTO) MEXKIY
0AaHKOBCKUM YUPEKIECHHUEM U BKJIAJUUKOM topuandeckum junom ot 10.02.201..r. B norosope

orpazute: . Ob6mue mnonoxenus; Il. IlpaBa u ob6s3anHocTH cropos; |ll. OTBeTCTBEHHOCTH
CTOPOH, Pa3penIeHUE CIIOPOB. 3aKITFOUUTEIIBHBIC TOJIOKCHHSL.

3aoanue 11. CocraBbTe JIOBEPEHHOCTH NelO1 Ha Oytanke 3A0
«BacunbeBckoey, Ceprueso-Ilocaackoro paiioHa oT 12.03.201..r. o

22.03.201..r., BeimanHyro CepreeBy Bukropy BacunseBuuy Ha mnomydenne B OAO
«JlakokpacnokpeITHE»:

- nuHosieyMa 700 MOrOHHBIX METPOB;

- nmaka (mebenpHOr0) 120 KT.

Tema 4. JlokyMeHTalUsl 10 BHEIIHEIKOHOMHUYECKOM JesITeJIbHOCTH

Knaccugukanus 10KkyMeHTaluy M0 BHEITHEAKOHOMUYECKOH 1€ TeTbHOCTH:
KOMMEpUYECKHe MMCbMa, KOHTPAKTHI.
I'OCTpI Ha TOKyMEHTAIIMIO IO BHEIIHEAKOHOMHUYECKON JEATEIbHOCTH
brnanku kommepueckux mnuceM. PekBu3uThl GopMmyinsipa KOMMEPYECKOTO MHUChMA.
OcoOble TpeOoBaHUs K TEKCTAaM KOMMEPYECKUX MUCEM.
Knaccudukammss xomMmepueckux TmHceM. 3ampoc - oTBeT Ha 3ampoc. Odepra
(mpemtoskenue) - oTBET Ha odepTy (aKIenr).
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Buapl KOHTpakTOB, O0GOPMIISIONIMX BHENTHEOIKOHOMHYECKYIO JESITCIBHOCTh. THITOBOM
MEXIYHAPOJAHBIA KOHTPAKT O KYIUIE-TIPOIAXKE.

IL1an H3YyUYCHUHA TEMbI

Howmep Copepxanue Bonpoca
KOHTPOJIBHOT'O
BOIIpOCa
24 Kraccudukanus JOKyMEHTAIUH 110 BHEITHEIKOHOMHYECKOMH
NESITEIbBHOCTH: KOMMEPUYECKHE NMHChbMa, KOHTPAKTHI.
25 branku koMMepueckux nrceMm. PekBu3uTel popmysisipa KOMMEPUECKOTO
nucbMa. OcoOble TpeOOBaHUS K TEKCTAM KOMMEPUYECKUX MTUCEM
26 Buibl KOHTPaKTOB, 0GOPMIISIONINX BHEITHEIKOHOMUYECKYIO
NIEATEIIbHOCTD. TUITOBOM MEKIYHAPOAHBIA KOHTPAKT O KYIUJIE-ITPOJAXKE.

HpaKanecKne 3aHATHUSA

Cocraiienne u opopmIIeHHE JOKYMEHTOB 10 BHEIITHEAKOHOMHYECKOU JIEATEIIBHOCTH

3aoanue 12. CocraBbTe Konrtpakr oducHoI
mebenu Nel25/14 ot 07.05.201..r., . MockBa, AO «Penmecy, UMeHyeMblli B AalbHEHIIEM
[IponaBen; B nuie reHepanbHoro aupekropa @.J.0. (mpow3BOIbHO), C OJHOH CTOPOHBI, U
[Toxynarenss B nune @.JM.0O. (mpou3BOIBHO), C APYrod CTOPOHBI, 3AKIIOUMIN HACTOSIINHA

KYIUIU-TIPOAAXKHU

KOHTpPAaKT. YKaxure B JaHHOM KoHTpakTe: I. IIpeamer kontpakra; |l. Yenosus kontpakra; 1.

IOpuanueckue aapeca v MOANKUCH CTOPOH.

Tema S. IIpeTeH3MOHHO-UCKOBasl JOKYMEHTALUSA

JlokyMeHTBI, 0OPMIISIONINE MOPSIOK PACCMOTPEHHUS CIIOPOB MEXIY FOPUINICCKUMU

JIUIaMHu.

[IpaBuna odopmieHuss NpPEeTeH3UOHHBIX TmHceM. OOpasibl

MPETEeH3Ul K

NEPCBO3YUKY. CDOpMy'J'IHp OT3bIBa Ha ITPETCH3UIO. O6p33LIBI OT3BIBOB.
CDOpMy.TISIp HCKOBOI'0O 3asBJICHHA. Tpe6OBaHI/I${ K O(l)OpMJ'IeHI/IIO HCKOBBIX 3asBJICHHU.
HOpHI[OK HaITpaBJICHUA U O(l)OpMJ'IeHI/IH OT3bIBa Ha HCKOBOC 3asABJICHHUC.

ILi1an u3y4yeHus TeMbl

Howmep Coneprxanue Borpoca
KOHTPOJIBHOTO
BOIpoOca
27 JIoKyMeHTBI, 0OPMIISIFOIIHE MOPSIOK PACCMOTPEHUS CIIOPOB MEKIY
opuandeckuMu Jiunamu. Ipasuna opopmieHns npeTeH3UOHHBIX MHUCEM.
28 dopmyisip UCKOBOTO 3asiBlIeHHS. TpeboBaHMs K 0(OPMIICHHIO HCKOBBIX
3asIBJICHAN

IIpakTHYecKkue 3aHATHA

CocrapieHue u O(I)OpMJIeHI/Ie HpCTCH3I/IOHHO-I/ICKOBOI7I JOKYMCHTallun
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3aoanue 13. CocraBbre Ilperensuto AO «llomroc» Nel40/32 or 07.08.20..r. o
B3BICKAHWW HEYCTOMKH 3a HEJOMOCTABKY YI0OPEHU U YOBITKOB 1O CIICAYIONUM JaHHbIM: AQO
"TTomoc" mo goroopy Ne 125 ot 17.01.20..r. mpousBeno omnaty cueta-paxtypsl Ne 435 or
27.07.20..r. na mpuobperenue B OO0 "Konyc" ynoopenus no niene 10 000 py6uiieit 3a TOHHY B
KonuuecTBe 5 TOHH (IuarexxHoe nopyudeHue Ne 8 1 ot 29.07.20..r.). ToBap moctynun Ha
cranumo 1. Pex B Barone ¢ mmomoamu OO0 "Konyc". HenonocraBka ynoOpeHus: cocTaBuiia
500 xr. ITo noroBopy HeycTolka coctapiger 10 % cTOMMOCTH HEOMOCTABIEHHON MPOIYKIIUH.
CocTtaBieH AKT IIPUEMKH 110 KoJnuecTBY U kKauecTtBy Ne 85 ot 01.08.20..r.

Tema 6. Opranusanusi padéoThbl ¢ JOKyMeHTAMU

Ctpyktypa U (QYHKIUH CIyXO0 JOKYMEHTAIMOHHOTO OOECICUEHUsI YIpPaBICHUSI.
Ynpasnenue [lenamu, cexperapuar, KaHUEIAPUs, dKCIeAuuUsa. [J0JBKHOCTHOM M YMCIEHHBIN
cocTaB CiIyx 0. J{OJDKHOCTHBIE MHCTPYKIMH COTPYIHUKOB CiIyk0. OpraHu3allMOHHBIE CXEMBbI
JIOKYMEHTAllMOHHOTO o0ecrieueHus: ynpaieHus. WHCTpykuus 10 JOKYMEHTAallMOHHOMY
00€eCrevYeHHI0 YIIpaBlIeHUs.

CoctaB u yuér oO0BEMaA [OKYMEHTOOOOpOTa TMPEANPUATUNR U  OpraHU3aIUil.
Opranuzanus paboOThl C JOKYMEHTAlMEW, IOCTYHAloulel B YUpEeXKIEHUs, MPeAnpusTus,
OpraHu3aIy: MPUEM BXOIIIINX TOKYMEHTOB, SKCIIEIUIIMOHHAs 00paboTKa, IPeIBaAPUTEIHLHOE
PacCMOTPEHUE U PACIPEICICHUE, PETUCTPALHsI, PACCMOTPEHUE JOKYMEHTOB PYKOBOJCTBOM,
VCIIOJIHEHHUE.

OtnpaBka HCXOIAUIMX JOKyMEHTOB. llepenada 1OKyMEHTOB BHYTPU OpraHU3alUU.
VYuér xonuuecTBa JOKyMEHTOB. KOHTpOIb NCIIOMHEHUST JOKYMEHTOB. Opranuzanus 1 TeXHUKa
KOHTpPOJI UCHOJHEHUs. TUINOBbIE U UHAMBUIAYaJIbHbIE CPOKU UCIIOJHEHUSI TOKyMeHTOB. Cuc-
tema ACKH/] (aBTOMaTu3upOBaHHBIN KOHTPOIIb UCTIOTHEHUS IOKYMEHTOB).

CucremaTtu3zanus JOKyMEHTOB U UX XxpaHnenue. Homenknatypa nen. UnauBuayanbHele,
CBOJIHbIE, TMPUMEpPHBIE U THUIMOBBIE HOMEHKIATYphl Aen. OdopMieHHe HOMEHKIATyphl Jel.
TpeboBanust k odopmiieHUIo Aen. XpaHEHUE TOKYMEHTOB B CTPYKTYPHBIX MOJpa3iefieHUsIX.
DKcnepTusa HeHHOCTH J0KyMEeHTOB. [TonroroBka fien Kk cjaue B BEIOMCTBEHHbBIN apXUB.

3aKkoHOJATEeNbHbIE aKThl M HOPMAaTHUBHO-METOJWYECKHE JOKYMEHThl @DenepaibHON
apXUBHOM cy>k0b! Poccuy o apxMBHOMY XpaHEHHIO TOKYMEHTOB.

Bzaumogpeiicteue cinyx6 JIOY U BeTOMCTBEHHBIX apXUBOB MpPU (POPMHUPOBAHUU OCHOBBI IS
MOCTIEAYIOLIETO XPaHEHHUS U MCTIOIb30BaHMs JOKYMEHTOB. EMUHCTBO TpeOoBaHMI K XpaHEHUIO
JIOKYMEHTAIMU B JIEJIONPOU3BOJICTBE U apXUBE.

ILi1an u3y4yeHus TeMbl

Howmep Conepxanue Bonpoca
KOHTPOJIFHOTO
BOIIpOCa
29 Ctpykrypa 1 GyHKIUU CITYKO TOKYMEHTAIIMOHHOTO 0OecTieueH s
yTIpaBJICHUS
30 CocraB 1 y4ér 00b€Ma TOKyMEHTO000pOTa IPEANPUATHIA U
opranusayil. [Ippem BXOIAIMX TOKYMEHTOB
31 OTnpaBka UCXOJAIMINX TOKYMEHTOB. [lepeadya JOKYMEHTOB BHYTPH
opraHuzaiy. Y4ET KoJMIeCcTBa JOKYMEHTOB
32 KonTtpons ucnonHenus JokyMeHToB. Opranu3anus U TEXHUKAa KOHTPOJIS
VCTIOJTHEHUS
33 CucrtemaTtu3anys JOKYMEHTOB M UX XpaHeHne. HomeHkiatypa nein.
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34 OKcnepTu3a NEHHOCTH NOKyMEHTOB. [loaroroBka nein k cnade B
BEJIOMCTBEHHBIN apXHUB.

35 3aKOHOAATEIbHBIC AKThl U HOPMAaTUBHO-METOAMYECKUE JOKYMEHTBI
denepanbHOI apXUBHOM CITy>KObI Poccy 1o apXuBHOMY XpaHEHHIO
JOKYMEHTOB

IIpakTuyeckue 3aHATHS

Pa3bop nenoBoii cutyanunun «Opranuzaius paboThl ¢ JOKYMEHTAMU B YUPEKICHUM.

3aoanue 14. CocraBbre Homenkiarypy nen cekperapuara AO «OQpa» na 01.01.20..r. mo
dbopwme:

Wnneke nena 3arosoBoOK Jiena Kon-so | Cpok xpanenus | IIpumeuanue
(Toma) nen CTaThsl 10
MEPEYHIO
Hanpuwmep: I. Cexperapuar 1 Iocr. cT. 1
01-01 YcraB npennpusTUs
U T. ]I

JUis cocTaBieHHMs HOMEHKJIATYpbl JIe]1 KPOME YCTaBa MCIOJIB3YHTE CIEAyIoIIHe Jena
(Toma):

01-02 ITonoxenue o cexperapuare. [locr., ct. 16;

01-03 ITportokousl 3aceqanuii CoBeta aupekTopos. Iloct., CT. 5 «ay;

01-04 ITpoTokobl coOpanuii KOJUIEKTHBA peAnpusaTus. I1ocT., cT. 5 «1»;

01-05 JomKHOCTHBIE HHCTPYKIIUN paOOTHUKOB CEKpeTapuara.

ITocT., cT. 6 «ay;

01-06 ITpuka3sl pyKoBOACTBA IO OCHOBHOM JiesiTenbHOCTH. IocT., CT. 6 «ax;

01-07 PacnopsixeHus 110 onepaTUBHBIM BonpocaM 5 jet. I1ocT., cT. 6 «B»;

uT. I

HavanbHuk cekperapuara [Heproruna A.IL. IToamuce

3aoanue 15. Cocrtasbre: XKypHan peructpanuu UCXOInmx JoKyMeHToB AO «3Opa» 3a
Mapt 20..r. mo ¢popme:

No Anpecar Kpatkoe conepxanue Hcnonaurens Ne IIpumeuanue

n/n (komy) (3aros10BOK) ena
3A0 Jata JIOKYMEHTA: - Kontpomas
1801 Masio 09.03.20.1. Coumi AB. | 89 15.0320..1-
O npenornaTe Mo KOH-
TpakTy Ne 40/120

181

OcranbHble JOKYMEHTHI (MCXOAIINE) B3Th 10 CBOEMY BBIOOPY (HE MeHee 6 JOKYMEHTOB)

21




METOANYECKHUE YKA3AHUSA 11O BbIITIOJIHEHHUIO
KOHTPOJIBHOU PABOTbI

Y4eOHBIM TUIAHOM TIO JUCIUIUIMHE «/[OKyMEHTallMOHHOE OO0ECIeYCHHE YIPaBICHUS)
MpelyCMOTPEeHAa O/IHa KOHTPOJIbHAsI paboTa.

KonTponbhas paborta COCTaBJICHA o 100-BaprianTHOM CHUCTEME.
B xaxaom BapuaHTe Tpu TEOPETUUYECKUX BOMPOCA, OJTHO MPAKTUUYECKOE 3a]JaHUE U TECT.

Coneprkanrie KOHTPOJIBHBIX BOIIPOCOB JaHbI B IUIaHAX U3ydeHus TeM. [IpakTuueckue

3a/IaHMS U3JI0’KEHBI TAKXKE TIOCIIE COOTBETCTBYIOIIUX TEM.

KontponbHass paboTa BBINONHSIETCS PYKOMHCHBIM WM MAIIMHONKCHBIM CHOCOOaMu
COOTBETCTBEHHO B TETpaJu WK Ha IucTax hopmara A4.

Ha mepBoii cTpanuile ykakuTe HOMEp BapuaHTa: 3alUIIUTE HOMEpP BOIpOCa WIU
MPaKTUYECKOT0 3aaHus, COJAEPIKAHUE UX MOJTHOCTHIO.

Mexy OTBETOM u CJIEYIOIIUM BOIIPOCOM OCTaBbTE MECTO JUTSE
3aMeyaHuil npenojaBatend. Kaxkpgoe mpakTHuecKoe 3aJaHue JOHKHO ObITh BBIIIOJIHEHO Ha
OTJIEIIbHOM JICTE TE€Tpaau WK Ha OnaHke. B KoHIle paOOoThl yKa)kKUTE CIMCOK MCIOJIb3YEMOU
JTUTEPATYpPhl, ATy BBITOJIHEHUS PaOOTHI U MOANUCH, CTPAHUIIBI IPOHYMEPYUTE.

Ha mnaGopaTopHO-3K3aMEHAIIMOHHYIO CECCHI0 MPEICTaBbTe 3aUYTCHHYIO KOHTPOJIbHYIO

paborty.
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TABJINIA
pacnpeneeHius KOHTPOJIbHBIX BOIIPOCOB, NPAKTHYECKHUX 3aJaHUI M TECTOB 110

BapHaHTaM
[Ipen [Tocnenusst mudpa mudpa
nociesn 0 1 2 3 4 5 6 7 8 9
HSS
uudpa
mudpa

0 1,16, 2,17, | 3,18, | 4,19, | 5,20, 6,21, 7,22, | 8,23, | 9,24, | 10,25,
25 26 27 28 29 30 31 32 33 34

1,26 2,27 3,28 | 4,29 5,30 6,31 7,32 8,33 9,34 10,35

1 11,26, | 12,27, | 13,28, | 14,29, | 15,30, | 16,31, | 17,32, | 18,33, | 19,34, | 20,35,
35 1 2 3 4 5 6 7 8 9

11,27 12,28 | 13,29 | 14,30 | 15,31 1,32 2,33 3,34 | 4,35 5,26

2 21,1, 22,2, | 23,3, | 244, | 25,5 26,6, 27,7, | 28,8, | 29,9, | 30,10,
10 11 12 13 14 15 16 17 18 19

6,28 7,29 8,30 9,31 | 10,32 1,33 2,34 | 3,35 4,26 5,27

3 31,11, | 32,12, | 33,13, | 34,14, | 35,15, | 1,16, 2,17, | 3,18, | 4,19, 5,20,
20 21 22 23 24 25 26 27 28 29

6,29 7,30 8,31 9,32 | 10,33 | 11,34 | 12,35 | 13,26 | 14,27 | 15,28

4 6,21, 7,22, | 8,23, | 9,24, | 10,25, | 11,26, | 12,27, | 13,28, | 14,29, | 15,30,
30 31 32 33 34 35 1 2 3 4

1,30 2,31 3,32 4,33 5,34 6,35 7,26 8,27 9,28 1,29

5 16,31, | 17,32, | 18,33, | 19,34, | 20,35, | 21,1, 22,2, | 23,3, | 24,4, 25,5,
5 6 7 8 9 10 11 12 13 14

2,31 3,32 4,33 5,34 6,35 7,26 8,27 9,28 | 10,29 | 11,30

6 26,6, 27,7, | 28,8, | 29,9, | 30,10, | 31,11, | 32,12, | 33,13, | 34,14, | 35,15,
15 16 17 18 19 20 21 22 23 24

12,28 13,29 | 14,30 | 15,31 | 1,32 2,33 3,34 | 4,35 5,26 6,27

7 1,16, 2,17, | 3,18, | 4,19, | 5,20, 6,21, 7,22, | 8,23 | 9,24, | 10,25,
25 26 27 28 29 30 31 32 33 34

7,32 8,33 9,34 | 10,35 | 1,26 2,27 3,28 | 4,29 5,30 6,31

8 11,26, | 12,27, | 13,28, | 14,29, | 15,30, | 16,31, | 17,32, | 18,33, | 19,34, | 20,35,
35 1 2 3 4 5 6 7 8 9

7,33 8,34 9,35 | 10,26 | 11,27 | 12,28 | 13,29 | 14,30 | 15,31 1,32

9 21,1 22,2, | 23,3, | 24,4, | 25,5, 26,6, 27,7, | 28,8, | 29,9, | 30,10,
10 11 12 13 14 15 16 17 18 19

2,34 3,35 4,26 5,27 6,28 7,29 830 | 9,31 | 10,32 | 11,33

HpI/IMe‘{aHI/ICZ HepBHﬁ paa — HOMEpa TCOPECTUUCCKUX BOIIPOCOB, BTOpOfI paa — HOMEpa
MPAKTUYCCKUX 3aJlaHUi U TECTOB.
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TECTbBI IO JUCIUITJIMHE « IOKYMEHTAIHHMOHHOE OBECIIEYEHUE
YIIPABJIEHUS»
3aganue 26.
1. Texcr npuka3a COCTOUT U3 JIBYX 4acTel, KOTOPbIE HA3bIBAKOTCS:
a. BBOJHAas
0. KOHCTaTUPYIOLLAs
B. OcHOBHas
r. PacniopsinurensHas.
2. JIOKyMEHT, B KOTOPOM OIPEIEIIAI0TCS (PYHKIUY, ITpaBa U 00S13aHHOCTH COTPYAHUKA
IPEANPUATHS, HA3BIBACTCS:
a. IOJDKHOCTHAsl HHCTPYKLUS
0. IpaBMJIa BHYTPEHHETO TPYJOBOTO PACIOPSIIKa
B. yCTaB
I. IOJIOKEHHUE O CTPYKTYPHOM IIOJPa3AcIICHUN.
3. PEKBU3UT «PErUCTPallMOHHBIA HOMEP JTOKYMEHTA» PacIoJlaracTcs:
a. HW)KE PEKBU3UTA «JaTa»
0. mepesi peKBU3UTOM «JIaTa
B. Ha OJTHOW CTPOKE C PEKBU3UTOM «ZaTa
I. HET IPABUJIBHOTO OTBETA.

4. IIpoTOKOJ MOAMUCHIBACTCSI:
a. TOJIBKO CEeKpeTapeM
0. TONIbKO TpeceaaTeeM
B. TIpeJcelnaTesieM U CeKpeTapeM
T. FOPUCKOHCYJIBTOM.

5. Kak Ha3bIBaeTCs JaHHBIN PEKBU3UT? IOpuckoHCynbT MOAIKCH K.C.Kum
Jara
a. MOAMNMNCH
0. BU3a

B. PE30JIIOLIUA
I. Tpud COracoBaHUs
3aganue 27.
1. JlokymeHT, cofiepKaluil onrcaHue U NOATBEp KIeHHE TEX WIN UHBIX (PaKTOB, COOBITHIA,
Ha3bIBACTCS:
a. 3asBJICHHEM
0. crpaBKoOit
B. aKTOM
T. IPOTOKOJIOM.
2. JIOKyMEHT, aJJpeCOBaHHBIA PYKOBOIUTENIO MPEANPUATHUS, COAEPKAILNI ONTUCaHne (aKTOB,
BBIBOJIbI U IIPE/IJIOKEHUS, HA3BIBACTCS:
a. CIIPaBKOH
0. TOKJIaTHOM 3aMUCKON
B. OOBSICHUTEIPHOU 3aITUCKOM
T. aKTOM.
3. I'pu¢ orpannueHus A0CTymna K JOKYMEHTY pacrojaraercs:
a. B BEpXHEM JIEBOM YIJy IOKYMEHTa
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0. B IpaBOM BEPXHEM YTJIy JOKYMEHTa

B. B IPAaBOM HM)KHEM YIJIy JOKYMEHTa

I. OT TPaHMIIBI JIEBOTO TOJIS.
4. Buzpl paciopsAUTENbHBIX JOKYMEHTOB, (IIEPEYUCINTS):
5. PEexBU3UTBI TOKYMEHTOB — 3TO

a. YJIEMEHTBHI, U3 KOTOPBIX COCTOUT JOKYMEHT

0. Tpedyemoe, He0OX0IMMOE B JOKYMEHTE

B. GOpMYJIp TOKyMEHTa

I'. HET IIPaBUJILHOI'O OTBETA.

3ananmue 28.
1. Jlaiite onpeneneHue. PEeKBU3UT JOKyMEHTA - 3TO
2. PeKBU3HT «pe30TIOIHs» Ha JOKYMEHTE IMPOCTABIISETCS:
a. B IPAaBOM BEPXHEM YTy
0. B JIEBOM BEpXHEM YTy
B. Ha IOJISIX JOKYMEHTA
T. Ha CBOOOHOM MecTe
3. [Ipu noanucaHnyu TOKYMEHTa HECKOJbKUMU JIMIIAMH PaBHBIX JOJKHOCTEH. VX moamucu
pacnosararor:
a. OJIHa OJAIMKCH MO APYTOH
0. Ha OTHOM ypOBHE
B. B CTOJIOHMK
I. HET PAaBUJILHOTO OTBETA
4. Kakue ciy:xe0HbIe TUChMa OTHOCSTCS K HHUIIMATUBHBIM?
a. IPETEH3UOHHbBIE
0. MUCHEMa-TIPOCHOBI
B. pPEKJIaMHBIE TTUChMa
T. BCE OTBETHI TPaBUIILHBIE
5. HaumeHoBaHue TOHKHOCTU B PEKBUBHUTE «IIOJIMKCHY MEYATAIOT MIPU OTCTYIIE OT JIEBOTO TOJIS:
a. 1,25 cm.
0. 2,50 cm.
B. 0 cm.

3aganme 29.
1. IomKHOCTHOM M YMCIIEHHBIN COCTaB MPEANPUATHS ¢ yKazaHueM (OHJ1a 3apIliiaThl
3aKpPEIIAETCS:
a. B IITATHOM paclUCaHuU
0. B MpaBWJIax BHYTPEHHETO TPYAOBOIO pacropsiika
B. B CTPYKTYyp€ U LITATHOW YUCIICHHOCTH.

2. AKT TONNCKHIBACTC:
a. mpeJiceaTeieM KOMUCCUU
0. YJeHaMH KOMHCCHHU
B. TIpe/iceaTeNieM, M YieHAMU KOMHCCHH
T. PYKOBOJUTEIIEM MIPEATIPHUSITHSI.
3. Ciucok HaMMEHOBAHUM JIeJ C YKa3aHUEM CPOKOB UX XpaHEHUsI, HA3bIBACTCS:
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a. JIeNioM
0. HOMEHKJIATYpOl JIen
B. CITUCKOM JIeJT
I'. BCC OTBCThHI BCPHEIL.

4.TOCT P 7.0.97-2016 ycraHaBiuBaeT COCTaB PEKBU3UTOB B KOJUYECTBE:

a.29
6. 30
B. 28
r. 31
5. Kak Ha3bIBaeTCsi JTaHHBIA PEKBU3UT? Cunoposy O.C.
[ToaroroBUTH pUKa3 O IpHEME HA
paboty ¢ 00.00.0000

JInynas noanuce pykosogurens  Jlara
a. Pe30JIOLHS
0. Bu3a
B. rpu( coriacoBaHus
I. OTMETKa 00 UCIOJHUTEIE.

3ananmne 30.
1. [lepeuncnuth CipaBOYHO-UHPOPMALMOHHBIE JOKYMEHTBI:
2. PekBU3HTHI «1aTay, «OTMETKA O MPUIIOKESHUN) NIEYATAIOTCS [IPH OTCTYIIE OT JIEBOTO MOJIS:
a. 0 cm.
6. 1,25 cm.
B. 2 CM.
I. HET IIPaBUJILHOT'O OTBETA.
3. Ilonstue hopmynsipa fokymenTa. @opmyssip 10KyMeHTa — 3TO
4. JIOKyMEHT, COCTaBJICHHbI KOMUCCHEN U TIOATBEPKAAIOIINM (PaKThl, Ha3bIBaeTCA
a. CIIpaBKOM
0. MPOTOKOJIOM
B. pELLIEHUEM
T. HET IIPaBUJILHOTO OTBETA.
5.TOCT P 7.0.97-2016 pacnpocTpaHsieTcs Ha:
a. IEPBUYHBIE YUETHBIE TOKYMEHTBI
0. OpraHU3aIOHHO-PACTIOPSIUTENIbHBIE JOKYMEHTHI
B. CTATUCTUYECKHUE TOKYMEHTBI
T. Ha BCE BUbI YIIPaBICHYECKUX JTOKYMEHTOB.

3ananue 31.
1. Vkaxure, Kakue U3 MePEYNCICHHBIX PEKBU3UTOB HE IEYATAOTCS OT IPAHMIIBI JIGBOTO TIOJIS IPU
YTJIOBOM Paclo0XEeHUH PEKBU3HUTOB:
a. 3aTOJIOBOK K TEKCTY
0. HOMep JOKyMeHTa
B. ajipecar
T. BCE BBIIICTICPEUNCIICHHOE.
2. IOKyMEHT, U37aBaeMblil pyKOBOJUTEIEM MPEANPUATHS 7S peLIeHHs KaKuX-ITu0o 3a1ad,
Ha3bIBACTCS:
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a. MPUKa30M M0 OCHOBHOM J1€ATEIbHOCTH
0. IPUKa30M I10 JINYHOMY COCTaBY
B. PELLIEHUEM.
3. Cornacuo I'OCTa P 7.0.97-2016 na Gnanke JOKYMEHTOB ITPEITyCMOTPEHBI TTOJIS:
a. JeBoe U HkHee — 20 MM, BepxHee U npaBoe — 10 Mmm
0. neBoe — 35 MM, BepxHee — 20 MM, paBoe U HIKHee — 10 Mm
B. JIeBo€ U BepxHee — 20 MM, nmpaBoe 1 HuxkHee — 10 mm

T. JIEBOE, BEpXHEE U HIKHEE — He MeHee 20 MM, ripaBoe — He MeHee 10 M.

4. BeiOepute 31€MEHTHI, OTHOCSIINECS K PEKBU3UTY «Bu3a cormacoBaHus»:
a. ara
0. JOJDKHOCTh
B. pacmin(ppoBKa MOIUCH
r. COI'JTACOBAHO
1. TINYHAs TTOHICh
€. BCE BBILICTICPEUNCICHHOE.

5. U3 MMPCIJIOKCHHBIX BAPUAHTOB BBI6epI/ITe TC, YTO OTHOCUTCA K CTPYKTYPHOMY IMOAPA3ACIICHUIO:

a. OTJeJ PEeKJIaMBbI
0. OyxranTepus

B. OAO «3enur»

I'. KOHCTPYKTOpPCKOE O10pO.

3ananme 32.

1. CnoBa «CJIVIHAJIM, BBICTYIIWJIN, IIOCTAHOBUJINY, «ITPUKA3BIBAIO,

3aBepUTeIbHAsA HAAUCH «BepHo» 0hOpMIISIIOT ITpH OTCTYIIE OT JIEBOT'O MOJIS:

a.l,25cm
6.0 cm
B. 1,75 cMm
r. 2,0 cm.

2. ®opmar Onanka A4:
a. 210x148
0.297x148
B. 297x210
r. 290x297

3. Perucrpanus 10KyMEHTOB — 3TO

4. Ha xakux OaHkax He Bocpou3BogsT repd P®, cyobexktoB PD? :
a. Ha OJIaHKaX NIOCTAHOBJIEHUN U pacHOpsKEHUI II1aBbl aIMUHUCTPALIUH
0. Ha OJaHKax penieHui ropockoi J{ymbl
B. HA (UPMEHHBIX OJIaHKaX OpraHu3alUl, TPEeIIPUITUH.

5. DKcnepTu3a HEHHOCTU JOKYMEHTOB ITPOBOAUTCS € LENBIO:
a. yuera JOKYMEHTOB B OpraHu3aluu
0. KOHTPOJIS IpH paboTe C JOKYMEHTaMHU B OpraHu3aluu
B. 0TOOpa JOKYMEHTOB Ha XpaHEHHE.

3aganue 33.
1. [TonsTne nokymenroobopota. J[okyMeHTOOOOPOT — 3TO...
2. 3aroJoBOK K TEKCTY JIOKyMEHTa JOJDKEH OTBeYaTh Ha BOIIPOC:
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a. 0 yem?
0. kK uemy?
B. 4yem?
3. BuyTpeHHss 10KJIaHas 3aMiCcKa MOANUCHIBACTCS:
a. FOPUCKOHCYJIBTOM
0. cekperapeM
B. €€ COCTaBUTEIIEM
T. [JIaBHBIM OyXTrajiTepoM
4. Tlepenava nen B BEIOMCTBEHHBIN apXHUB oopmIIseTcs:
a. OIIUCBIO JEl
0. 1oroBOpoM
B. aKTOM
I. CIIUCKOM JI€Jl.
5. Uto 3aBepsieT nevyaTh?
a. MOAMKCH JOKHOCTHOTO JTUIA
0. paciupoBKy MOAMKUCH
B. HH(GOPMAIIUIO, U3TI0KEHHYIO B TEKCTE
T. JINYHYIO TIOJIMKCH.

3ananmue 34.
1. Kak Ha3pIBaeTcs JaHHBINA PEKBU3UT? BepHuo

Cekperapp noamnucs HW.A.CMupHOB

00.00.0000
a. pPe30ITIOIHUS
0. BU3a
B. OTMETKA O 3aBEPEHUU
I'. OTMETKA 00 UCIIOJIHUTEIIE.

2. [lonsiTHE 3KCTIEPTU3bI LIEHHOCTH JOKYMEHTOB. DKCIEPTHU3a LIEHHOCTH JOKYMEHTOB — 3TO...

3. Kak Ha3bIBaeTCs TaHHBIA PEKBU3UT: COI'JTACOBAHO
Hau. otnena nepconana noanuce O.H.MBanoB
00.00.0000
a. rpud yTBEpKICHUS
0. rpu¢ cormacoBaHus
B. BU3a
. OTMETKA O 3aBEpEHUM.
4. TIpotokon ohopmitsieT:
a. pejiceaTelNb 3aceJaHus
0. cekpeTapb 3aceTaHus
B. IOPUCKOHCYIIBT
T. HEeT MPaBUIBLHOTO OTBETA.
5. JIOKYMEHT CUMTAETCs HCTIOJTHEHHBIM, eCJH (BhIOEpPHUTE MPaBUIIbHBIE OTBETHI):
a. pelIeHbI BCE MOCTABICHHBIE BOIIPOCHI B TOKYMEHTE
0. opopmiieHa Ha ToKyMeHTe oTMeTKa «B nemno Ne... moanuck u gata»
B. JIaH OTBET KOPPECIIOHACHTY
3aganue 35.



1. Tlpukas mo oCHOBHOM JEATEIBLHOCTH, COACPIKAIINN CBEICHNUS (PMHAHCOBOTO XapaKTepa,

KpOME PYKOBOIMTEIS JOJKEH OBITh TIOJIITUCAH:
a. FOPUCKOHCYJIBTOM
0. TTIaBHBIM OyXTajaTepoM
B. Oyxraiarepom
T. CeKpeTapeM
2. [Tonsitue HOMEeHKIIATYpHI aesl. HoMenknarypa aen — 3to...

3. JIOKyMEHT, YI0CTOBEPSIOIIHI MOJydeHNEe KaKUX-ITH00 IIEHHOCTEH:

a. TIOBEPCHHOCTh
0. pacriucka

B. aKT

T. IOTOBOP.

4. Kakue TOKyMEHTBI U3JAI0TCS KOJIJIETHATBHBIMU OpraHaMu? (BEIOpaTh MPaBUIIHHBIC OTBETHI):

a. pacropsKCHUs
0. pereHus
B. IIPOTOKOJIBI
I'. TIOCTAHOBJICHHSI.
5. Konus yactv NOJIMHHOTO JOKYMEHTA — 3TO:
a. BBITTUCKA
0. oTIycK
B. TyOJIMKaT
T. BCE OTBETHI BEPHBI.

[Ipunoxenue Ne 1

Hpﬂ MOATOTOBKE 3JICKTPOHHBIX TOKYMEHTOB B TEKCTOBBIX PE€AAKTOPAX PEKOMEHAYETCHA

HCII0Jb30BATh CJIEAYIOIIIUE YCTAHOBKMU:

YcraHoBKa ITapamerp
Pasmeps! noneii:
JIeBoe moe 2,0 cm
IIpaBoe noie 1,0 cm
Bepxuee nosne 2,0 cm
HwxHuee nose 2,0 cm
HIpudr Times New Roman
Pa3zmep mpudTa 11 Tekcra 12 nyHKTOB
Me)CTpOUYHBIN MHTEPBAII ITOJIyTOPHBIN
OTtcTyn OT J1€BOM rpaHUIbl TEKCTOBOTO MOJIS IPU BBOJAE PEKBU3HUTOB: 0 cMm
JlaTa, 3arojoBOK K TEKCTY, OTMETKA O HAJIMUUU IPUIIOKEHUS,
HaMMEHOBAaHME JJOJHKHOCTH B PEKBU3UTE «IIOJIHUCHY»; OTMETKa 00
HCIIOJIHUTEIIE; 3aBepUTENbHON Haamucu «BepHoy; cinos «CIIYIIIAJIN,
BBICTYIINJIN, IIOCTAHOBWJIN, PEIINJIN, ITPUKA3BAIO»;
OCHOBaHHE; nMs (aiina.
Jlns Hagasa ab3ama B TEKCTe 1,25 cm
Jlist pekBu3nTa «aapecany 11 cm
Jl71s peKBU3UTOB: «TPU( YTBEPKIAEHUS TOKYMEHTA», «IpUQ 12 cm
OTrpaHUYEHUS JOCTYIA K JOKYMEHTY»
ABTOMAaTHYECKHI NIEPEHOC B 3HAYECHUH
dopmaTUpOBAHUE ITo mupune
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