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1. ITACITIOPT KOMIIVIEKTA OIIEHOYHBIX CPEJACTB

®onp oneHouHbx cpeactB (POC) npeaHazHadyeH Ui IPOBEPKU PE3yIbTaTOB OCBOEHUS
yueOnort muctnumuinabl  OI1.06  JlokymeHTamMoHHOE oOOecredeHrue YIPaBJICHHUS OCHOBHOM
npodeccHoHaNbHOM 00pa30BaTeIbHONM MporpamMmel o crenuainbHocTd 38.02.01 DxoHOMHKA U
OyXTaJITEPCKHI yUeT (110 OTPaciIsiM).

B pesynprare ocBoeHHMS Y4EOHON AMCHUIUIMHBI OOYYaroIIWICS IOJDKEH 00JanaTh
npeaycmoTpeHHbiMu PI'OC CIIO mo cnenuaibHOCTH CIAEAYIONIMMU YMEHUSIMU, 3HAHUSIMH,
KOTOpBIC (POPMHUPYIOT MPOPECCHOHATHHYIO KOMIETCHIINIO, U OOIUMHI KOMITETCHIUSIMHU:

Ymenus

\'B! 0oOpPMIIATh OpraHU3aLMOHHO-PACIIOPAIUTEIbHbIE JIOKYMEHTBI B COOTBETCTBHM C
nercrBytomuM ['OCTowm;

V2 OCYILECTBIIATh 00pa0OTKY BXOASIIUX, BHYTPEHHUX M UCXOAIINX TOKYMEHTOB, KOHTPOJIb
3a UX UCIOJIHEHHUEM;

V3 0OpPMIIATH TOKYMEHTBHI JUIsl [Iepejaud B apXUB OpraHU3aluH;

3Hanus

31 HOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOObI TOKYMEHTUPOBAHUS;

32 npaBUiIa  COCTaBICHHS ©  O(QOPMIIGHHS  OpPraHM3alMOHHO-PACIIOPSIUTEIHHBIX
ToKyMeHTOB (nanee - OPJI);

33 CHUCTEMY M THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIMOHHOTO OOECICUYEHUS YIPaBICHHS
(nanee - I0Y);

34 OCOOEHHOCTH JI€JIONPOU3BOJICTBA O OOpAallleHUsM TpakJaH U KOH(PHUAECHUIUAIbHOIO
JIeNIOTIPOU3BO/ICTBA,;

O0mme KoMneTeHINH

OK 1. [TonnmaTh CyImIHOCTh M COIMAIIBHYI0 3HAYMMOCTh CBOei Oynymieir mnpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO J1€ATEIILHOCTh, BEIOUPATh TUIIOBBIE METOBI U CIIOCOOBI
BBITNIOJTHEHUSI TPOPECCUOHANBHBIX 3a/1a4, OLIECHUBATh UX 3PPEKTUBHOCTH U KAYECTBO.

OK 3. [TpuHuMaTh peleHus B CTaHJIAPTHBIX M HECTAHJAPTHBIX CUTYAIMsIX U HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBiATh MOUCK U MCIOJb30BaHME MHMOpMAnMM, HEOOXOAUMOH  ais
3¢ (HEeKTUBHOTO BBIIIOJIHEHUSI MPOPECCHOHANBHBIX 3ajad, MpPOPECCHOHAIBHOIO U
JIMYHOCTHOTO PA3BUTHS.

OK 5. Hcnons3oBath MH(GOPMaIlMOHHO-KOMMYHHUKAIIUOHHBIE TEXHOJIOTUH B
npodeCcCHOHATBLHOM 1A TETbHOCTH.

OK 8. CaMOCTOSTEILHO OMPENENSITh 33a4l MPO(HECCUOHATBFHOTO U JTUYHOCTHOTO Pa3BHUTHS,
3aHUMAaTbCs CaMO0OPa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBIILIEHHE KBATU(PHUKALIUH.

OK 9. OpHeHTHPOBATHCS B YCIIOBUSAX MOCTOSIHHOIO U3MEHEHUS TPABOBOM 0a3bl.

IIpodeccnonanbHbIE KOMIIETEHIIUH

I[IK 1.1. OcymectBmsTh npodheccuoHaTbHOE TOJIKOBAHWE HOPMATUBHBIX TPABOBBIX AKTOB IS
peanu3anuu mpas rpakaad B cepe IEHCHOHHOTO 00eCTIeYeHHS M COITUAIbHOM 3aIIUTHI.

MK 1.2.  OcymniecTBisTh MpUEM TPaXKAaH 0 BOIIPOCaM MTEHCHOHHOTO 00ECTIEYeHHUS H COLMAITbHON
3aLUTHI.

I[IK 1.3. PaccmaTtpuBarh makeT JOKYMEHTOB IS Ha3HAYCHUS IEHCHMU, MOCOOWH, KOMIICHCAIIHA,
JIPYTUX BBIILIAT, @ TAK)KE MEP COLUATBbHOM MOAIEPKKU OTJEIbHBIM KATETOPUSIM I'paXKiaH,
HYXIAIOIIMMCS B COLIMATILHOM 3aIlIUTE.

K 1.4. OcymecTBisITh YCTaHOBIEHUE (HA3HAYCHHE, MEpepacuer, MEepeBOM), HHACKCAINIO H
KOPPEKTUPOBKY TIEHCUH, HA3HAUYECHUE MOCOOMI, KOMIEHCAIIUH U JPYTHX COIUAIbHBIX
BBITIIAT, UCTIOIB3YS NH()OPMAIIMOHHO-KOMITBIOTEPHBIE TEXHOIOTHH.



I[IK1.6. KoHcynbTupOBaTh TpakKAaH W TNPEACTABUTENCH MIOPUAMYECKHX JHIl MO BOMPOCAM
IIEHCHUOHHOT'0 00€CIeUYEHHs U COLMAIBbHOM 3alUThI.

KOHTpOoJIbHO-01IEHOUHBIE CPEACTBA BKIIOUYAIOT KOHTPOJIbHBIE MaTepUaIbl U1l IPOBEACHUS
TEKYIIEH U TPOMEKYTOUHOU ATTECTALUU.

HroroBoii popmoii arrecTanuu mo yaeOHON AUCITUIUIMHE SBJISETCS 3auent.

CryaeHThl JOMYCKAIOTCS K 3a4eTy MPU HATMYUU PE3YJIbTATOB TEKYIIEH aTTeCTalluu,
MPElyCMOTPEHHBIX YU€OHBIM IJIIAHOM COOTBETCTBYIOIIETO CEMECTpa.



2. PE3YJIBTATBI OCBOEHUA JUCHUIIJIMHBL, ITIOAJIEKAIIIME ITPOBEPKE

2.1. B pesynbrare arTecTalyy Mo y4eOHOW AMCLUMUILIMHE OCYILECTBISETCS KOMIUIEKCHAs MPOBEpKa CIENYIONIMX YMEHUI U 3HAHUMU, a Takke

IUHAMUKa (POPMHUPOBAHUS OOIIMX KOMIIETEHIIHIA:

Pe3ysabTarnl 00yyeHus
(oCBOEHHBbIE YMEHUS1, YCBOCHHbIE 3HAHUS)

Iloka3zaresn oueHKH pedyJjbTara

dopMbI U METOAbI
KOHTPOJISA M OLIEHKH
pe3yabTaToB 00y4eHHsI

nerictBytomuM ['OCTowm;

OK | — noHUMaTh CYyITHOCTb U COLUATBHYIO
3HaYMMOCTb CBOEH Oyay1el npodeccuut, MposBiIsATh
K HEM YCTOMYMBBIA HHTEPEC.

OK 4 - ocymiecTBIsATh IOUCK U UCIIOJIB30BAHUE
nH(popmManuu, He0OX0AUMOH 17151 3P PEKTUBHOTO
BBINOJIHEHUS NTPO(ECCHOHANIBHBIX 3a/1a4,
poheccuoHaNBHOTO U IMYHOCTHOT'O Pa3BUTHSI.
OK 5 —ucnonp30BaTh HHPOPMALILOHHO-
KOMMYHHMKATHUBHBIE TEXHOJIOTHH B
npo¢eCcCUOHALHON 1EATEIbHOCTH.

OK 9 —opueHTHpOBaThCS B YCJIOBUSIX MMOCTOSTHHOTO
M3MEHEHMs IPaBOBOM 0a3bl.

000CHOBaHHOCTH BBIOOpA M ONTHUMAJILHOCTh COCTaBa
HMCTOYHUKOB MHGOPMAIUH 7S petieHus MpodecCuOHATbHBIX
3a/1a4 ¥ caMo0Opa30BaHMUs;

OMEpaTHUBHOCTh  MOHMCKAa  HEOOXOAMMOMN
WCIIOJIb30BAHNEM PA3IMYHBIX CPEJICTB;
oopmieHre TOKYMEHTOB B COOTBETCTBUHM C DenepaabHbIM
3akoHOM «O06 wuHpopMmauuu, WH(pOpMATH3ALMU U 3alIUTE, U
nHpopmMaun»,

uHdopmaruu ¢

YMenus
v 1 —0hOopMIIATH OPraHU3alMOHHO- | — BBIOOP  BHUABI  JOKYMEHTa IS  OMNpPEACJICHHOTO0  BHJA | PE3YJbTAThI BHIIIOJHCHHUS
pacnopsiAUTENbHbIE JOKYMEHThl B COOTBETCTBUU C NeSTEIILHOCTH, MPAaKTUYECKUX 3aJaHUN U

CaMOCTOSITEIIBHOMN
paboThI

VY 2 —ocymiecTBAsATh 00pabOTKY BXOJSALINX,
BHYTPEHHUX U UCXOAIINX TOKYMEHTOB, KOHTPOJIb
3a UX MCTIOJIHEHUEM.

OK 3 — npuHHUMAaTh peuieHus B CTaHJapTHBIX U
HECTaHJapPTHBIX CUTYaLMSAX U HECTH 3a HUX
OTBETCTBEHHOCT.

pacro3HaHKe THIIA COOTBETCTBYIOIIETO JOKYMEHTA;
oopmieHHe MTOKYMEHTOB B COOTBETCTBUH ¢ DenepaabHBIM
3akoHOM «O06 wuHpopMmauuu, WH(pOpMATH3ALMU MU 3aLIUTE, U
uHpOpMaIUNY;

OpraHM3aLysl JTOKYMEHT0000OpOTa C HCHOJIB30BAaHHEM CPEJICTB
TEJIEKOMMYHHUKAIH

peSYJ'H)TaTBI BBIITOJIHCHU ST
MPaKTUYECKUX 3aJaHuM U
CaMOCTOSITEILHOMN
paboThI

5




OK 8 — caMOCTOATENBHO ONPEAEIIATh 3a1a4n
pohecCHOHATEHOTO ¥ TMYHOCTHOTO Pa3BUTHS,
3aHUMAThCs CaMO0Opa30BaHUEM, OCO3HAHHO
TUTAHUPOBATH MOBHIIICHNE KBATU(UKALINH.

BBIOOP METO/1a PETUCTPALIUU JOKYMEHTOB;

VY 3 —oopmiiATh AOKYMEHTHI AJIs IEpelaui B apXUB
OpraHu3aluu

dopmupoBaHue /ieja B COOTBETCTBUU C HOMEHKIIATypO JIell.
Odopmienue fiena K cjadye B apXuB.

pe3yabTaThl BBIOJIHEHUS
MPAKTUYECKUX 3aIaHUH U

CaMOCTOSTEIIbHOM
OK 2—oprann3oBbIBaTh COOCTBEHHYIO JICATECIHLHOCTb, paboThI
BBIOMPATh THIIOBBIC METOJIBI U CITIOCOOBI BHITTOTHEHUS
npodecCHOHATBHBIX 33]1a4, OIICHUBATh UX
3((PEKTUBHOCTD U KA4€CTBO.
3Hanus
3 1 —monsTue JOKYMCHTAQ, €ro CBOIICTBa, CIIOCOOBI IIOHMMaHUE U OCO3HAHUE POJIHU JOKYMEHTOB B JKM3HH 4€JIOBEKa U | OIIPOC, OLICHKA
AOKYMCHTHPOBaHHA oOmiecTBa, B chepe ynpaBiieHUs U IpodecCHOHATBHON pe3ylIbTaToB
JeSITeTbHOCTH, MX OCHOBHBIX (DYHKIIUH, CIOCOOOB CaMOCTOSITEIIbHOU
JOKYMEHTUPOBAHMUS, paboTHhI
XapaKTEPUCTUKA BUJIOB IOKYMEHTOB,;
3 2 -mpaBWia COCTaBiCHHS M OQOpPMIICHUS pacmo3HaHve BHJA JOKYMEHTa Ul OIPEAEIEHHOr0 BHAa | ONpoC, OLICHKA
OpPraHnu3allOHHO-PACIIOPAIUTCIIBHBIX ~ TOKYMCHTOB JOCATECIbHOCTH, PE3YIbTATOB
(OPII) MIOHATHE U OTIWYHUSA OPraHU3alMOHHBIX M PaCHOPSIIUTEIBLHBIX CaMOCTOSATEIILHON
JIOKYMEHTOB; paboTsI
TIePEeUrCIICHNE U paBuiia 0)OPMIICHUS PEKBH3UTOB TOKYMEHTOB;
3 3 —cucteMy Y  THUIOBYIO  TEXHOJOTHIO MIPUMEHEHNE 3HaHUI OCHOBHBIX BUJOB U pasHoBuaHocteir OP/J]; | ompoc, OLICHKa
JOKYMEHTAIIMOHHOTO ~ OOECTEYECHHS  YIpaBJICHUS pe3yJIbTaTOB
(10Y) CaMOCTOSITEIIbHOM
paboThHI
3 4 —0COOEHHOCTM  JENONPOM3BOACTBA IO 3HaHKeE 3aK0Ha «O MEPCOHANBHBIX JAHHBIX, onpoc, OLICHKA
oOpaiieHusIM TpakgaH ¢  KOH(MUICHIMAIBLHOTO pacrio3HaBaHHE BHJIOB CIIY)KEOHBIX JJOKYMEHTOB; pe3yJIbTaTOB
NEJIOTIPOU3BOJCTBA CIOCOOBI PETUCTPAIINH BXOISAIIEH JOKYMEHTAIIMHI 031\6’10CT0’{TeHBH0171
paboThI




2.2 ®opMbl TEeKYIIEr0o KOHTPOJISA M POMEKYTOYHOM aTTeCTALMHU M0 Y4eOHOM TUCIUIIUHE

Texkyuuii KOHTPOJIb

IIpome:kyTOoUHAsI aTTeCTANMS

DJIeMEHT Y4eOHO# THCUUILIHHBI ®opMbI U METOAbl KOHTPOJISA M OLIEHKHU IIpoBepsiemble dopma IIpoBepsiembie
pe3yJbTaTOB 00yUYeHHs Y, 3, 0K KOHTPOJISA Y, 3, 0K

Pa3nea 1. BBenenune B

JOKYMEHTAIlMOHHOE o0ecneyeHne

ynpaBJieHHUs

Tema 1. 1. OcHOBHBIE TOHATHS Onpoc, pelieHue TECTOBBIX 3aJaHUN, PE3yJbTaThl 31. OK 1. OK 5

JIeJI0TPOU3BOJICTBA BBINIOJIHEHUS MPAKTUYECKUX 3aJlaHuN u|31. 3ayem OK, 9 ’ ’
CaMOCTOSITENIbHOM pabOThI ’

Tema 1.2. Mctopust pa3Butus Onpoc, pelieHue TECTOBBIX 3aJaHUM, PE3YJIbTaThl

OTEYECTBEHHOTI'O JCJIONPOU3BOACTBA | BBIIIOJIHEHUS IPAKTHYECKUX 3aJ1aHui ul|31.
CaMOCTOSITEJIbHOM PabOTHI

Paznen 2. Opranusanus

JAeJIONPOU3BOACTBA B

OpraHu3anuu

Tema 2.1. Opranuzanus ciyx0bl Pemenne TecToOBBIX 3a4aHUM, PE3YyIbTaThI 33

JIeJIONPOU3BOICTBA BBITOJIHEHHS CAMOCTOATENBbHOM paboThI

Tewma 2.2. Opranuzarus Orpoc, penieHne TeCTOBBIX 3aJaHui, Pe3yIbTaThI V1, V2,V3,3

JOKYMEHTO000pOTa B yIIpaBIEHUU BBIIIOJIHEHM S IPAKTUYECKUX 3aaHUN U 33 3, 0K 2, 0K 3,
CaMOCTOSITEJIbBHOU PabOThI sauem OK 4, 0K 5, OK

Tema 2.3. Peructpauust u KoHTpoib | Ompoc, peleHne TECTOBBIX 3aJaHU, pPe3yabTaThl V1,V2,33 8.

WCIIOJIHEHUS IOKYMEHTOB B BBITNIOJTHEHUSI TPAKTUYECKUX 3a/laHUM U

OpraHM3alMH. CaMOCTOSITENIbHON PabOTHI

Tema 2.4 Opranuzanus TeKyIIero Pemrenne TECTOBBIX 3aJIaHMHM, pesyabratel | Y 1, V2,V 3,

XpaHEHUsl JOKYMEHTOB B
OpraHu3aIyH.

BBIIIOJIHEHHUS CaMOCTOSTEIIbHOM pa6OTLI




Pasznea 3. Odopmirenne
yIpaBJIeHYeCKHX JOKYMEHTOB

Tema 3.1. O6mue TpeboBaHUS K

OHpOC, PE3YIbTAaThI BBIIIOJIHCHUA ITPAKTUICCKUX

o . V1,V2 31 YV1,V2 31,0K
o(hopMIIEHHIO JOKYMEHTOB. 3a/laHuil ¥ CaMOCTOSITENIbHON pabOThI 3auem 3 OK 4. OK 5
Tewma 3.2. IIpaBuna oopmiieHus Pemienne TecToBBIX 3a1aHU, pe3yIbTaThI ’ ’ ’
PEKBU3UTOB IOKYMEHTOB. BBITTOJHEHUS TPAKTUYECKHUX 3aJJaHUuN U VI1,V2 31
CaMOCTOSITEJIbHOM PabOTHI
Paspnen 4. Buabl 10KyMEHTOB.
Tema 4.1. Opranu3zanuoHHo- Omnpoc, pe3ynbTaThl BHITOJIHEHUS TPAKTHUYECKUX V1.V231.32
pacOPSAIATENBHBIE JOKYMEHTHI. 3aJlaHuil M CaMOCTOSITEIIbHON pabOThI ’ T T
Tema 4.2. UadopmanmonHo- Omnpoc, pe3ynbTaThbl BHITOJIHEHUS MPAKTUYECKUX V231 V1.V23132
CIPaBOYHbBIC TOKYMEHTHI 3aJJaHUil U CaMOCTOSITENIbHOM paboThI T 3auem OK’ 4 Oi{ 5 T
Tema 4.3. JIuuHble JOKYMEHTBHI. Omnpoc, pe3ynbTaThl BBITOJHEHHUS MPAKTUIECKUX v2.31 ’ ’
3aJJaHUil U CaMOCTOSITENIbHOM pabOThI T
Tema 4.4. CnyxebHble mUChMA. Omnpoc, pe3ynbTaThl BHITOJIHEHUS MPAKTHUYECKUX V2 34
,3 4.

3a/laHuil ¥ CaMOCTOSITEIbHON pabOThI




2. OILIEHKA OCBOEHWSA YYEBHOM JUCIIUILINHBI

KoHTponb u o1ieHKa pe3ysbTaToOB OCBOCHUS JUCHUIUIMHBI «J{OKyMEeHTaIlMOHHOE oOecnieueHne
YIIpaBJICHUS» OCYILECTBIIACTCS MIPENOAaBaTeNIeM B IPOLIECCE TPOBEACHU:

— IPAaKTHUYECKUX (CEMUHAPCKUX) 3aHATUH,

— TECTUPOBaHMUA,

— ompoca,

— JIUCKYCCHUH, TUCITYTOB, 1€06aTOB,

— BBIIOJIHEHHUS CTYAEHTaMH CaMOCTOSATEIbHON paboThl, HHAMBUYAIbHBIX 3aaHUH U T.JI.

TectupoBaHue HampaBIeHO Ha IPOBEPKY BIAJACHUS TEPMHHOJIOTMYECKMM ammaparoM M
KOHKPETHBIMU 3HAHUSAMHU B OOJIACTH MO JMCUUIUIMHE. TecTupoBaHHE 3aHUMAET YacTh Y4eOHOTO
3aHATHA (10-30 MUHYT), IPaBUIBHOCTD PELICHUs Pa30UpPaeTCs Ha TOM )K€ WU CIEAYIOILEM 3aHATHH;
4aCcTOTa TECTUPOBAHUS OIPENENISAETCS PENOAABATEIEM.

Ha cemuHapckux 3aHATHAX OCYIIECTBIIETCS 3alllMTa IPEICTaBICHHbIX pedepaToB (10KIaI0B,
IIPOEKTOB), TBOPUECKUX PaOOT MIJIM BBICTYIUIEHUH CTYJIEHTOB.

[IpakTryeckue 3aHATUS IPOBOJUTCS B YaChl, BbIJICJIEHHbIE YUEOHBIM MJIAHOM JJIs1 OTPaOOTKH
IPAKTUYECKUX HaBBIKOB OCBOEGHMS KOMIIETEHIMSIMH, M IPENIOoJaraloT aTTecTaluio BCeX
00yyaroImuxcs 3a Kaxa0e 3aHaTue.

CoOecenoBaHre NOCPEICTBOM HCIOJIB30BAHUS YCTHOIO OIIPOCa HA 3aHATUU I103BOJIAET
BBISICHUTH 00bEM 3HaHUI CTY/IEHTA 10 ONpPEeAEICHHON TeMe, pa3jeiny, npodieme.

Kpyrasiit  cros, nuckyccusi, NOJEMHKA, JUCIYT, JAe0aThl - OLIGHOYHBIE CpPEJCTBA,
MO3BOJISIOIINE BKIIOUUTH 00YYaIOLIMXCS B MpoLece 00CYKAEHUS CIIOPHOTO BOIpOca, MpoOiIeMbl U
OLICHUTh UX YMEHHUE apTyYMEHTUPOBATh COOCTBEHHYIO TOUKY 3PECHUS

Jloknan, cooOLieHue SBISETCS MIPOAYKTOM  CaMOCTOSATENBbHOM  paboThl  CTYyIEHTa,
IPEJICTaBISIIOIIMM cOO0N MyOJMYHOE BBICTYIUIEHHUE 10 MPEJICTaBICHUIO TOJIYYEHHBIX PE3YyJIbTaTOB
pelIeHHs ONPeIeICHHON yueOHO-TTPaKTUUECKON, y4eOHO-1CCIIe10BaTeIbCKON WIIM HAYYHOU TEMBI.

[IpoaykToM camocTosITENbHON PabOTHI CTYAEHTA, SBIseTCs U pedepar, NMpeacTaBisIonui
co00M KpaTKoe U3JI0’KEHHE B MUCbMEHHOM BHJIE MOJTyYEHHBIX PE3Y/IbTaTOB TEOPETUUYECKOTO aHAIN32
onpezeNeHHON Hay4yHOU (y4eOHO-MCCIeIOBAaTEeNbCKOM) TEMbI, TIJleé aBTOP pPACKpPHIBAET CYTh
uccienyeMoil npo6sieMsl, IPUBOIUT Pa3IMYHbIe TOUKH 3pEHMs, @ TaKKe COOCTBEHHBIE B3IJISAbI HA
Hee.

ITonroToBka CTy1I€HTOM MPE3EHTAIMHU TI03BOJIIEM OLIEHUTh YMEHHE 00Y4atoLIerocs HarjisiHO
u3jaraTh CyTh IOCTABJIEHHON NPOOJIEMBI, CAMOCTOSITEIBHO MPOBOAMUTL AHAIM3 TOW MPOOIEMBI €
UCMOJIb30BaHUEM HMH()OPMAIIMOHHBIX M  KOMIBIOTEPHBIX TEXHOJIOTMH W  aHAJIUTHYECKOTO
MHCTPYMEHTApUsl COOTBETCTBYIOLIEH AMCLUMIUIMHBI, J€JaTh BBIBOJABI, 00O0OIIAIOIINE aBTOPCKYIO
MO3MIIMIO IO TOCTaBJIEHHON Ipobieme.



1. TPAKTUYECKUE (CEMUHAPCKHUE) 3AHATUSA.
1. IIpakTnuyeckoe 3aHsiTHe (ceMHHapP): «OCHOBHbIE OHATHS 1€JT0NPOU3BOACTBAY.

Bomnpoce! 1151 00cy:KkaeHus:

[TonsaTHE AENONPOU3BOACTBA.

[IpenMer nenonpou3BoOACTBA.

HOHSITI/IG I[OKYMCHTa, OCHOBHBIC BUbI IIOKYMGHTOB.
DyHKIMU JTOKYMEHTA.

HOHSITI/IG CHUCTCEMBI I[OKyMCHTaI_[I/II/I.

arONE

2. IlpakTtuueckoe 3ansiTue (cemunap): «Mcropusi pa3BUTHSI 0T€4eCTBEHHOI 0
JeJI0NPOU3BOACTBAY.

Bomnpoce! 1151 00cy:KkaeHus:

1. O6mas xapakTeprcTuKa AeJI0NPON3BOICTBA B [IpeBHEPYCCKOM rOCYAapCTBE, BUIbI
JOKYMEHTOB B 3TOT IEPHO/I.

XapakTepucTrKa NPUKa3HOIO JEIO0NPOU3BOCTBA.

Komnexckoe nenonpounspoctBo B Poccuu. Pepopmer Ilerpa 1.

MuHHCTEPCKOE IeOPOU3BOCTBO B yupexkaenus Poccun. Pedpopmbr Anexkcannpa 1.
XapakTepucTuKa rocy1apCTBEHHOIO JEI0NPON3BOACTBAa B COBETCKYIO 3IIOXY.

agbrwn

3. IIpaktuueckoe 3ansitue (ceMuHap): «OpraHusanus cjayxKobl 1eJJ0MPOU3BOICTBAY.

Bomnpoce! a1 00Ccy:KaeHus:
. [TonsiTue u 3HaueHue ciyx0bl TokymMeHTarmonHoro odecneuenus (CHO).

. Opranuzanmonssie popmbl paboThI ¢ JOKYMEHTAMHU, UX OCOOCHHOCTH.
. «YTIpaBIIeHUE JIeJIaMH», €T0 COCTaB U (PYHKIIHH.

. «O0mmit oTie», €ro CTPYKTypa.

. [lonsiTue, PyHKIINU U COCTaB KaHLEISPUH.

. XapakTepucTuKa paboThl cekpeTaps-pedepeHTa.

o OB WDN B

2. TECTOBBIE 3AJJAHUS.

TECT 1.

YpoBens A.

Buvibepume eproe ymeepoicoenue

1.TpeboBanus K odopmiieHuto OpTraHU3aIMOHHO-PACTIOPSAUTENEHBIX

nokymentoBycranasnuBaer [[OCT P 6.30 — 2003

2. B npunoxennn k 'OCT P 6.30 — 2003 nanbl 00pa3iisl 6JaHKOB JOKYMEHTOB

3.B OpraHu3aIuu o YCMOTPEHUIO PYKOBO/JICTBa JIOJKHA OBITH
pa3paboTaHauHIMBUya bHAs HHCTPYKIUS MO AETONPOU3BOACTBY

4. Oprann3anOHHO-IIPaBOBbIE TOKYMEHTHI, KaK IIPaBUIIO, MOJIEKAT YTBEPKICHUIO

5. B opranu3aiioHHO-TIpaBOBbIE JOKYMEHTHI MO>KHO BHOCUTh U3MEHEHUS

Bvibepume npasunvubiii omeem.

K xaxmomy 3amaHuio JaHbl 3 BapuaHTa OTBETA, U3 KOTOPHIX TOJBKO OJWH BEPHBIM. B
OJ1laHKE OTBETOB ITOCTABbTE 110]1 HOMEPOM 3aJjaHus OYKBY OTBETa, KOTOPBII Ha Balll B3I ABISETCS
MIPABUJIbHBIM.

1. B cocTtaB opraHn3aliiOHHO-IIPABOBBIX JTOKYMEHTOB HE BXOJMT. ..

a) ycTaB OpraHu3aIuu

0) IWTaTHOE pacnucaHue

B) IpUKa3

10



2. Kakue pacnopsaurenbHble TOKYMEHThI MOXET u3aaBaTh I[lpesuaeHt Poccuiickoit
Oenepaunn?

a) yKa3bl

0) pacnopspKeHUs

B) MIOCTAHOBJICHUS

3. JIoJOKHOCTHAsE MHCTPYKIUS COTPYAHUKA. . .

a) NOJUIEKUT YTBEPKIACHUIO

0) He yTBepKIaeTcs

B) YTBEPXK/IA€TCsl 10 YCMOTPEHUIO PYKOBOAUTEIIS

4. Kakoii HOpMaTHBHBII JOKYMEHT OIpeesieT 00s3aHHOCTH COTPYIHUKA?

a) llltatHoe pacniucanue

0) YcraB npeanpusTys

B) JlooKHOCTHAs MHCTPYKLUS

5. TunoBble JOKYMEHTBI HOCAT ... XapaKTep

a) 00s3aTeNbHBIN

0) peKOMEHIaTeIbHBII

B) 03HAaKOMMTEJIbHBIN

6. B xakom mazgexe GpopMynupyeTcs 3arooBOK K TEKCTY JOKHOCTHOM MHCTPYKIINU?

a) B UMEHUTEJIbHOM

0) B pOIUTEIIEHOM

B) B IIPEJIOKHOM

7. Kakol JOKyMEHT He ABJIIETCS Pa3HOBUIHOCTbIO KOIMU?

a) YePHOBUK

0) oTmyck

B) AyOnuKar

8. JlokyMeHT, BbIIaBaeMbIii B3aMEH YTEPSHHOTO M UMEIOIINI CHITY TIOJUIMHHUKA,

Ha3bIBAETCH. ..

a) Komus

0) oTImyck

B) 1yOJIuKat

9. JlIokyMeHT, OKOHYaTeIbHO O()OPMIICHHBIN U MOAMUCAHHBIH, HA3bIBACTCH. . .

a) MOJTMHHUK

0) oTmyck

B) 1yOJIuKat

10. i3MeHeHus U IOTOIHEHUS B JOJDKHOCTHYIO HHCTPYKIIMIO BHOCSTCA. . .

a) IOKJIAJTHOM 3aMMCKOM

0) MpUKa30M pyKOBOJAUTEIS

B) CITPaBKOM COTJIACOBAHUS

Yposens B.

Bcmasbme nponywennvie 6 mexcme cnoea.

1. OKY I — Obuepoccuiickuii kmaccupuraTop

2. YcraB OpraHu3aIiiy — MPaBOBOH aKT, OMPEIEIISTIOIHIHA .

3. JloJbKHOCTHasi MHCTPYKIUS — TMPaBOBOM akT, M3JaBaeMblii OpraHu3alueil B Iensix
perlaMeHTaly OPTraHU3aIMOHHO-TIPAaBOBOTO TIOJIOKEHUSI PA0OOTHUKA, €r0

, , u oOecreunBarOIIuii

ycIIoBUS AJis €ro 3QPEeKTUBHOM pabOTHI.

4. TIlpaBuna BHYTPEHHErOo TPYIOBOIO pacmopsiika — 93TO IpPaBOBOM  axT,
perlaMEeHTUP YOI .

5. JIokyMeHTBI K1acCuUIHPYIOT:

1o eudam: OpraHU3AIMOHHO-PACTIOPSITUTENLHBIE,
, IO JTMYHOMY COCTaBY;

no ¢opme: MTHIUBUAYAIbHBIC, , TaOJIMYHBIC, TEKCTOBHIE, aHKETHEIE,
TpadapeTHsie;

no npoucxodicoeruro: opuInaIbHBIE U ;
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1O MeCmy NPOUCXOHCOCHUSL: Y BHYTPCHHUE,
N0 CPOKAM XpaHeHUsl: TIOCTOSTHHOTO CPOKAa XPaHESHHUSI, BDEMEHHOTO
( ), BP€MEHHOTO ( );
no 21ACHOCMU: CEKPETHBIE 1 ;
no cpeocmeam puxcayuu: PyKOTHUCHBIC, , Tpaduyeckue,
, (DOTOKMHOTOKYMEHTHI;
no cmaousim co30anusi: OPUTUHAIIBI, YSPHOBUKH, ,
, , TyOJTMKATHL;
1o CPOYHOCIU: Y HECPOYHEIC,
1O HAUMEHOBAHUIO'

TECT 2.
Yposens A.

Buvibepume eproe ymeepoicoerue

1.CnyxebHoe noJie TOKyMEHTa MpeIHa3HaueHO Ul HaHEeCEHUS
CHEINAIbHBIXU300paKEeHH

2. [TocTOsSHHBINM PEKBU3HUT — PEKBU3UT, HAHECEHHBIN MTPHU U3TOTOBICHUH OJIaHKa

3. [lepeMeHHBII peKBU3UT HAHOCUTCS TIPU COCTaBICHUH JOKYMEHTA

4. JleBoe 10Jie MOKET ObITh YBEIHUEHO

5. CtpaHuIlpl JOKyMEHTa MOKHO HyMEPOBATh HAa HI)KHEM I10JIC JINCTA

6. YcTaHOBIICHO /IBa BapHaHTa PacIioJIOKEHUs] pEKBU3UTOB Ha OJJaHKax

7. Ha 6nankax oopMIIseTcsi TOJIBKO MepBasi CTpaHUIA JOKYMCHTOB

8.PexBu3uThI Oanka opranuzanuu cyobekta PO M0oxHO 0pOPMUTH TOIBKO
HaHAI[MOHATBHOM SI3bIKE

9.Ha 6ranke MOKHO TOMECTUTH COKpAIICHHOE Ha3BaHUE OPraHU3aluy, JaKe €ClIU OHO
HE3aKPEIUICHO B Y CTaBe 3TOW OpraHu3aluu

10. /IokyMeHT He MOXET COAepkKaTh 00JIee YeThIPEX aIPecaToB

11. /IokyMEHT MO>KET ObITh YTBEPKJEH JTOJPKHOCTHBIM JIULIOM

12. B xoHIIE 3ar0JI0BKa K TEKCTY IOKyMEHTa TOYKa HE CTABUTCS

13. K nokymeHnTam, opopmIIeHHBIM Ha (hopmate AS, 3aT0IOBOK K TEKCTY HE COCTABIISETCS

14. Texct nokymenTa Ha opmaTte A4 opopmisieTcs yepe3 MoATOpa HHTEpBaia

15. TekcT JOKyMeHTa MOXeET ObITh MpeJICTaBlIeH B (popMe TaOIULIbI

16. KosinyecTBO JMCTOB B MPHIIOKEHUH K TEKCTY HE YKa3bIBA€TCs

17. B pacummdpoBKke MOANKMCH HHUIHATBI BCET/Ia CTOAT 0 (haMUIUu

18. JlokyMeHTHI (PMHAHCOBOTO XapaKkTepa MOTYT UMETh JIBE TIOANNCH

19.0tmeTka 00 NCTIOTHEHUH TOKYMEHTA IPOCTABIISIETCS B JICBOM HUKHEM YTITY
NEPBOTOJIUCTA JOKYMEHTA

20.01™MeTKa O TTOCTYIUICEHUH MPOCTABIISETCS TOJBKO HA IPUCHIIIAEMBIX
(BXOSIINX ) TOKYMEHTaX

Bvibepume npasunvubwiti omeem.

K xaoscoomy 3adanuio oanel 3 éapuarnma omeema, u3 KOmopvix moibko 00UH GepHulil. B
bnanke omeemos nocmasgvme nOO HOMEPOM 3a0aHus OYKEY 0omeema, KOmopwlili Ha 6aul 8327140
ABNACMCA NPASUTLHBIM.

1. JIucTtel HyMEpPYIOTCH. ..

a) MocepeIMHE HUYKHETO MOJIS JINCTA

0) mocepeIMHE BEPXHETO MOJIA JIUCTA

B) B [IPABOM BEPXHEM YTy
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2. Hymeparus ctpanui] opopmIIsIOT Tax. . .

a) 25

0) -25-

B) cTp.25

3. CKONBKO CYIIECTBYET MOJ0KEHUI TadynsTopa

a)6

0) 8

B) 4

4. OT HYJEBOTO MOJOXKEHUS Ta0yasTopa 0hOpPMIISIOT. ..

a) HaMMEHOBaHUE BUJa IOKyMEHTa

0) ampecar

B) rpud yTBEPKICHUS

5. Kakum uHTEpBaNIOM OTAENAIOT APYT OT Apyra peKBU3UTHI IPH 0QOPMIICHUH JOKYMEHTA
Hadopmare A4?

a) OAMHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kakoif peKBU3UT HE BXOAUT B COCTaB OJIaHKa MHCHhMa?

a) CIpaBOYHbIE TaHHbBIE 00 OpraHu3aluu

0) MecTo u3maHus

B) CChLIIKA HAa HOMEP U JIaTy BXOJAIIETO TOKYMEHTa

7. JIOMKXHOCTHOM OJIaHK SIBIISIETCS] Pa3HOBUIHOCTHIO

a) oOmero O1aHKa

0) OaHKa nmuchMa

B) OJJaHK KOHKPETHOTO BHJIa JOKYMEHTA

8. MokeT I MUHUCTP TIOJITUCATh TOKYMEHT, OOPMIICHHBIN HA JOHKHOCTHOM
OllaHKe3aMecTUTeNs] MUHHCTpa?

a) MOXeT

0) HE MOXKET

B) 110 KEJIAHUIO

9. PekBU3UT «CIIpaBOYHBIC JaHHBIC 00 OPTaHU3AIIIY O()OPMIISIOT

a) TOJIbKO Ha OJIaHKax IMHChMa

0) Ha Bcex OaHKax

B) TOJIKO Ha OJIaHKe KOHKPETHOTO BHJIa IOKYMEHTA

10. Ha Gnanke cy0bekToB PD pekBU3NTHI 0)OPMIISIOTCS:

a) TOJBKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HALIMOHAJILHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: PyCCKOM U HAIMOHATLHOM

11. lata noxymeHTa 0pOpMIISETCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHnU JOHKHOCTHOMY JIUITY WHUIIAAIBI CTABST. ..

a) 10 hamuuu

0) nociie pamMuINu

B) [10 YCMOTPEHUIO CEKpeTaps
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13. Mecro u3nanus 1oKyMeHTa opopmisieTcs: Tak

a) r. Kocrtpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxeGHOE MTUCHMO MOKET COJIEpXkKaTh HE OoJiee

a) 4eThIpex aJpecaToB

0) IBYX aapecaToB

B) TPEX a/IpecaToB

15. 3aroi0BoK K TEKCTY COCTABISICTCS K TOKYMEHTaM, O)OPMIICHHBIM. ..

a) Ha popmare A4

0) Ha hopmate AS

B) Ha 1o6oM (popmate

16. Tekct nokymenTta Ha popmare A4 opopmisioT.

a) yepe3 OJIMH UHTEPBAI

0) uepe3 moJITOpa UHTEpBAJa

B) Uepe3 JBa MHTEPBaja

17. Pe3omonnto 0hOpMIISIET. ..

a) pyKOBOJIUTEIb

0) cexpeTrapb

B) HCIIOJIHUTEIb

18. B pexBHU3UTE «IIOAMUCH)» UHUIIUAIBI CTABST. ..

a) 1o GpamMuIuu

0) nocne Gpamuinu

B) HE UMEET 3HAUYCHUS

19. Or™MeTka 0 MOCTYIUICHUH O(OPMIISETCS. ..

a) Ha IIOCTYINAIOIIMNX JOKYMEHTaX

0) Ha OTIPABIIAEMBIX JOKYMEHTaX

B) Ha BCeX JIOKYMEHTax

20. Pe3ynbpTaT paccMOTpeHHsI JOKYMEHTa PyKOBOAUTENEM OopMIIsieTcs. ..

a) rpudoM yTBEpKICHUS

0) pesonronuei

B) rpu(oOM coriacoBaHus

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnoaa.

1. ®opmynsip JOKyMeHTa — 3TO Habop o(uMaIEHOrO MUCBMEHHOTO
JIOKYMEHTA, PACIOJIOKEHHBIX B OMpeAeIeHHOM

2. bnank [oKkyMeHTa — 3To Habop , WICHTU UMD YOI
o(pULIMATIBHOTO MUCHMEHHOTO TOKYMEHTA.

3. Ecnu TexcT nokymeHTa Ha popmare A4 HaredataH yepes MoJaTopa HHTEepBaa,
PEKBU3UTHI OTIEISIO IPYT OT Apyra MHTEpBaJlaMU.
4. PekBU3UT «CIIpaBOYHBIE JaHHBIE 00 OpraHu3aImy oQOPMIIIOT TOJIBKO B OJIaHKe

5. [laToit ToKyMeHTa SIBIISIETCS 1aTa €ro WA

6. YTBepxkaeHue — 310 0coOblil criocod JOKYMEHTA IIOCJIE ET0
, CAHKIIMOHUPYIOLINI paclipOCTpaHEHUE IEHCTBUS JOKYMEHTA Ha
OTIpe/IeIeHHBIN KPYT JIMII, TPakKIaH, OpraHu3aIuii.
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7. Pe3omronus — 910 Ha IOKYMEHTE, CACIaHHas
U coeprkaiiasi IpuHsITOe

8. 3aroJ0BOK K TEKCTY JOKyMEeHTa 0(hopMIIsIETCS B WITH
najiexe.
9. PexBU3UT «OTMETKA 00 UCIIOJHEHUH JIOKYMEHTA 1 HAIPABJICHUH €T0 B JICIO)
O(l)OpMJ'ISIeTCSI B HaCTHU HUXKHET O IT0JIA JIMCTa JOKYMCHTA
10. OT™MeTKy 0 IOCTYIUICHUU JOKYMEHTA MPOCTABIISIOT B HWKHEM
yrity JMCTa JIOKyMEHTA.

TECT 3.

YpoBensb A.

Buvibepume éeproe ymeepaicoenue

1. Pemienue uznaeTcsi Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJICTBA

2. TekcT mprKa3a Mo OCHOBHOM JIEATEIBHOCTH ,KaK MPaBUII0, COCTOUT U3 JIBYX YacTen
3.KoHcraTupyromiast 4acTh TEKCTa B IPUKA3€ [0 OCHOBHOM JESTEIbHOCTH MOKET
OTCYTCTBOBAaTh

4. ITyHKTBI TEKCTA IPHUKa3a B PACHOPSAUTEIHLHON YaCTH HYMEPYIOTCS apaOCKUMU u(paMu
5.ITpuKasbpl IO OCHOBHOM JIEATEIBHOCTH H 10 JIMYHOMY COCTaBY UMEIOT OOMIYIO
HyMepaIuio

6.PekBU3UT «OTMETKA O HATMIMH TPHIIOKEHHUSD» TIOCTIE TEKCTA IMTPUKa3a CaMOCTOSTEIIEHO HEe

odopmiseTcs

7.3aroJ0BOK K TEKCTY MPHKa3a 110 OCHOBHOM JNESTEIBHOCTH (hOPMYIHPYETCS B
POAUTEILHOM Ma/IeKe

8.I1pukas Mo OCHOBHOM JEATEIBHOCTH, KaK MPABUIIO, MTOIMUCHIBACT PYKOBOIUTEIH
OpraHH3aLuH

9. IlocTaHOBIEHUS M PEIICHHS] UMEIOT OHY IOJAINCH

10. PacniopsimuTenbpHbIEe TOKYMEHTBI BCTYIAIOT B CHITy C MOMEHTA UX TIOANUCAHUS
Buvibepume npasunvhwiti omeem.

K kasicoomy 3adanuio oamvl 3 éapuanma omeema, uz KOmMopvlx MoOAbKO 0OUH GepHbiil. B

Onamke omeemos nocmasbme NOO HOMEPOM 3a0anusi OYKEY omeema, KOMopwli HA 8aul 8327510
ABIAEMCS NPABUTLHBIM.

1. PaciopsAMTENbHBIA JOKYMEHT, KOTOPBIN U3aeTCa Ha OCHOBE €IMHOHAYaIH

a) peleHue

0) npukas

B) [IOCTaHOBJICHUE

2. PacTiopsiuTeNbHBIN TOKYMEHT, KOTOPBI U3/1aeTCs HAa OCHOBE KOJUIETHAILHOTO
PYKOBOJCTBA

a) rpukas

0) peuieHue

B) pacnopsiKeHHe

3. U3 CKOJNBKUX COCTaBHBIX YacTeW, KaK MPaBHIIO, COCTOMT TEKCT PACHOPSAUTEIBHOTO

JIOKYMEHTAa

a) U3 IByX

0) u3 oHOM

B) U3 TpeX

4, ®aMunio U AOHKHOCTD UCIIONHHUTEINS B PACTIOPSIUTEILHON YaCTH TEKCTa MPUKa3a o

OCHOBHOH JI€ATEIbHOCTH YKa3bIBarOT

a) B UMCHHUTEILHOM I1aJIeKe
0) B pOIUTENHLHOM NAJEKE
B) B JIaTEJIbHOM ITaJICKE

5. B cocTaB PCKBU3UTOB IIpHKa3a 110 OCHOBHOM JI€SITEILHOCTH HE BXOJIUT PCKBU3UT
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a) rpud yTBEpKIACHUS

0) 3aroJI0BOK K TEKCTY

B) HOMEp JOKYMEHTA

6. [Iprka3 Mo OCHOBHOM JEATEIHHOCTH TOITUCHIBACT

a) PyKOBOJIUTEIIb

0) cekperapb

B) HCIIOJIHUTEIb

7. [locTanoBIEHUE TOJMUCHIBAET

a) PyKOBOJIUTEIIb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETaph KOJJIETHATBHOIO OpraHa

8. [Ipuka3 1Mo OCHOBHOM JeATEIHHOCTH O(POPMIISIOT

a) Ha OJIaHKe ITHChMa

0) Ha OJaHKe KOHKPETHOTO BU1A JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CnoBo «aIpHKa3bIBAlO» B TEKCTE MPHUKa3a MO OCHOBHOW NEATEIHHOCTH O(OPMIISIOT B
CJIeTyIOIIEeM HAaITUCaHUH

a) [IPUKA3BAIO

0) nMpuKa3bIBaIO

B) IIpukassiBaro

10. PacniopsinuTenbHas 4acTh B paCHOPSHKEHUH HAYMHAETCS CIIOBOM

a) [IPEJIJIATATO

0) PELHAET

B) [IOCTAHOBJISET

Yposens B.

Bcmasvme nponyujenHbvle 6 mexKkcne cioed.

1. OpranuzanMoHHO-pacIOPSIANTEIbHBIA JOKYMEHT — 3TO BUJ UCbMEHHOI'O JOKYMEHTA,
B KOTOPOM (PUKCHPYIOTCS aJIMUHUCTPATUBHBIX U OPraHU3allMOHHBIX
BOIIPOCOB, a TakXe BOIPOCOB ,B3aMOJIECTBUSA, OOECIEYEeHUs U
PETYJINPOBAHUS IEATEIBHOCTH OPraHOB BJIACTH,yUPEKIACHUH, NMPEANPUATHN U OpraHu3alui, ux
MIO/APAa3/IEJICHNN U JOJKHOCTHBIX JIUIL.

2. IlocraHOBNEHHE — 3TO MPABOBOM aKT, NPUHUMAEMBIH BBICIIMMH WJIH HEKOTOPHIMH
OCHTPAJIbHBIMU  OpraHaMnu BJIaCTH, I[CI\/JICTBYI-OHII/IMI/I Ha OCHOBE
yIpaBleHHs, B ILeNAX paspelieHus Haubojee BaXHBIX U
MPUHIUITHAIBHBIX 3aa4, CTOAIIHNX NEPCI JaHHBIMU OpraHaM, U YCTaHOBJICHHUA CTaOMJILHBIX HOPM,
paBUII

3. Pemenrie — 3T0 pacnopsAUTENbHBIA JOKYMEHT, KOTOPBIN SIBIISIETCSI TPABOBBIM aKTOM,

MIPUHUMAEMBIM BJIACTH.
4.  PacrnopsskeHue  —  9TO YIPABIICHUS
roCyJapCTBEHHOTO OpraHa, UMEIOLIMK BJIACTHBIN XapakTep, U3/IaHHbIA B pamMKax HMPUCBOEHHOTO
JIOJ>KHOCTHOMY JIMILY, TOCYAAPCTBEHHOMY OpPTraHy KOMIIETEHIIMHN, UMEOIIHI cuiy
JUTSL TPaXKAaH ¥ OpTaHU3aliid, KOTOPBIM PaclopsiKEHUE apecOBaHO.
5. [Ipukaz — 93TO MpPaBOBOM aKT, W3/1aBACMBIN OpraHH3aIlnH,

JIEHCTBYIOIIEH HA OCHOBE .
6. TekcT pacnopsAUTEIEHOTO JOKYMEHTA Yallle BCEro COCTOUT M3 JIBYX B3aUMO3aBHCHMBIX
qacTeu - u .
7. B 3aBHCHMOCTH OT BUJa IOKYMEHTa PacIopsAUTENbHAs YaCTh HAUMHAETCS CJIOBAMMU:
— B [IOCTaHOBJICHUH; — B pELICHUY;
— B pacropsiKeHHH; — B [IPUKa3e.
8. PexkBU3UT «OTMETKAa O HATUYMU TPHIOKEHHUS» IOCIEe TEKCTa PaCMOpPAAUTEIHHOTO
JIOKYMEHTa CaMOCTOSITENIbHO .
9. Tekcr  pacmnopsaMTENbHOIO  JIOKyMEHTa  JOJDKEH  MMETh  3arojoBOK,
KOTOPBI(QOpMYIHpYyeTCs B MajJiexKe.
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10. Ilpukassl U pacoOpsKEHUS TTOAMUCHIBACT WIH

11. ITocra"oBieHUS u pereHus UMEIOT IBe IIOAITHCH —
u KOJUIETHATbHOTO OpraHa.

12. PacriopsiiuTebHbIC JOKYMEHTBI BCTYIAIOT B CHJTY C MOMEHTA MX
WJIN JOBCACHUA 10 CBCIACHUNA.

TECT 4.

YpoBensb A.

Buvibepume 6epnoe ymeepaicoenue

1. Pemienue uznaeTcsi Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJICTBA

2. Tekct nprKa3a Mo OCHOBHOM AEATENBHOCTH, KaK MPABUIIO, COCTOUT U3 JIBYX 4acTeH

3.KoHcraTupyromias 4acTh TeKCTa B IPUKA3€ [0 OCHOBHOM JI€ATEIbHOCTU MOXKET

OTCYTCTBOBAaTh

4. ITyHKTBI TEKCTA IPHUKa3a B PaCHOPSAUTEIbHON YaCTH HYMEPYIOTCS apaOCKUMU UppaMu

5.ITpuka3sl IO OCHOBHOM AEATEIBLHOCTH U TI0 JINYHOMY COCTaBy UMEIOT OOIIYIO

HyMepaIuio

6.PexBH3HT «OTMETKA O HATTMYWH MTPUIIOKESHHSD TIOCIIE TEKCTa MTPHUKa3a CaMOCTOSITEIHO HE
odopmiseTcs

7.3aroJ0BOK K TEKCTY MPHKa3a 110 OCHOBHOM NESTEIBHOCTH (DOPMYIHPYETCS B

POIUTEIHHOM Ma/IekKe

8.I1puka3 1mo OCHOBHOM JEATEIBHOCTH, KaK IMPABUIIO, TOAMUCHIBAET PYKOBOAUTEID

OpraHu3alu

9. IlocTaHOBIEHUS M PEIICHHS] UMEIOT OHY IOAIUCH

10. PacniopsinuTenbHbIE TOKYMEHTHI BCTYIAIOT B CUITY C MOMEHTA MX TOIMTUCAHUS

Buvibepume npasunvhuiti omeem.

K xaoscoomy 3aoanuro danel 3 eapuanma omeema, u3 KOmopulx moabko 0OUH 6epHulil. B
Onamke omeemos nocmasbme NOO HOMEPOM 3a0anusi OYKEY omeema, KOmopwli HA 8aul 8327510
ABNIAEMCS NPABUTILHBIM.

1. PaciopsAMTENbHBIA JOKYMEHT, KOTOPBIN U37aeTCa Ha OCHOBE €IMHOHAYaIH

a) peleHue

0) npukas

B) [IOCTQHOBJICHHE

2. PacTiopsiuTeNbHBIN TOKYMEHT, KOTOPBI U3/1aeTCsS HAa OCHOBE KOJUIETHAILHOTO

PYKOBOJICTBA

a) rpukas

0) peuieHue

B) pacnopsiKEHUe

3. U3 CKOJBKUX COCTaBHBIX YacTeW, KaK MPaBUIIO, COCTOMT TEKCT PACHOPSAUTEIHHOTO
JIOKYMEHTa

a) U3 IByX

0) 13 OgHOM

B) U3 TpeX

4. ®amMIIMIO U JTOJDKHOCTh MCIOJIHUTENS B PacCHOPSAUTEILHON YacTH TEKCTa MpHKasa Mo
OCHOBHOMH JI€ATEIbHOCTH YKa3bIBAIOT

a) B UMCHHUTEILHOM I1aJIeKe

0) B pOIUTENLHOM NAJEXKE

B) B JIaTEJIbHOM IaJICKE

5. B coctas PEKBU3UTOB ITPpHUKa3a 110 OCHOBHOI1 ACATCIIBHOCTU HE BXOAUT PCKBU3UT
a) rpud yTBEepKICHUS
0) 3aroJI0BOK K TEKCTY
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B) HOMEp JOKYMEHTA

6. [Iprka3 Mo OCHOBHOM JEATEIHHOCTH TOITUCHIBACT

a) pyKOBOJIUTEIIb

0) cexperapb

B) HCIIOJIHUTEIb

7. [locTanoBIEHUE TOJIIUCHIBACT

a) pyKOBOJIUTEIIb

0) cekperapb

B) PYKOBOJUTEINb U CEKPETAPh KOJUIETHAJIBHOI'O OpraHa

8. [Ipuka3 Mo OCHOBHOM JeATEIHHOCTH O(POPMIISIOT

a) Ha OJlaHKe MMHChMa

0) Ha OJaHKe KOHKPETHOTO BU1A JOKYMEHTA

B) Ha JOJDKHOCTHOM OJIaHKe

9. CnoBo «IIpHKa3bIBAlO» B TEKCTE MPHUKa3a MO OCHOBHOW NEATEIHHOCTH O(OPMIISIOT B
CJEIYIOIEM HAIMCAHUHU

a) [IPUKA3BAIO

0) npHKa3bIBaIO

B) IIpuka3siBaro

10. PacniopsiiuTenbHast 4acTh B paCHOPSKEHUH HAYMHAETCS CJIOBOM

a) [IPEJIJIATATO

0) PEIIIAET

B) [IOCTAHOBJISET

Yposens B.

Bcmasvme nponyujerHHbvle 6 mexKkcme cioed.

1. OpranuzanuoHHO-pacIOPSIAUTEIbHBIA JOKYMEHT — 3TO BUJ IUCbMEHHOI'O JOKYMEHTA,
B KOTOPOM (PUKCHPYIOTCS aJIMUHUCTPATUBHBIX U OpraHU3allMOHHBIX
BOIIPOCOB, a TakKX€ BOIIPOCOB ,B3aMOJIEHCTBUSA, OOECreueHuss Hu
pEryaupoBaHUs JESATEIbHOCTH OPraHOB BIIACTH,YUPEXKIAECHUH, NMPEANpUATHN M OpraHu3alui, ux
MO/APAa3/IeJICHNN U JOJKHOCTHBIX JIUIL.

2. IlocraHOBNIEHHE — 3TO MPABOBOM AKT, NPUHUMAEMBIH BBICIIMMHU WM HEKOTOPHIMH
OCHTPAJIbHBIMU  OpraHaMnu BJIaCTH, I[CI\/JICTBYI-OHII/IMI/I Ha OCHOBE
yIpaBlieHHs, B ILeNAX paspelieHns Haubojee BaXHBIX U
MPUHIUITHAJIBHBIX 3aa4, CTOAIIHNX MEPCI JaHHBIMU OpraHaM, U YCTaHOBJICHHUA CTaOMJILHBIX HOPM,
IIPABHJI— ATO PACHOPAIUTENBHBIN TOKYMEHT, KOTOPBIH SBJISIETCS IPABOBBIM aKTOM, IPUHUMAEMbIM

BJIACTH.

4.  PacnopsokeHme  —  3TO YIPaBJICHUS
rOCyJapCTBEHHOTO OpraHa, MMEIOIINK BJIACTHBIM XapaKTep, W3IaHHBIA B PaMKaX IMPUCBOECHHOIO
JOJDKHOCTHOMY JIMILY, TOCYIapCTBEHHOMY OPIraHy KOMIIETEHLUH, UMEIOLIUN CUILY
JUIS TPaXKJAaH ¥ OPTaHU3alnid, KOTOPBIM Pacops)KEHNUE aJpECOBAHO.

5. Ilpuka3 — 3TO MpaBOBOM aKT, W3/laBaEMbIii OpraHu3alnuy,

JIEUCTBYIOIIEA HA OCHOBE .
6. TexcT pacnopsIUTENILHOTO JOKYMEHTA Yallle BCero COCTOUT U3 IBYX B3aUMO3aBUCUMBIX
yacTeu - u .
7. B 3aBHCHMOCTH OT BUJa TOKyMEHTa PACIOPSIUTEIbHAS] YaCTh HAYMHACTCS CIIOBAMU:
— B TIOCTaHOBJICHUU; — B PCIIICHHH;
— B PACIIOPSIKEHUU; — B IIPUKa3e.
8. PexBH3UT «OTMETKAa O HAIMYUU TNPUIOKCHHS» TOCIEe TEKCTa PaCIOPSIUTEIBHOTO
JIOKYMEHTa CaMOCTOATENbHO .
9. TekCT pacnopsTUTEIIEHOTO JJOKYMEHTA JTOJKSH HMETh 3ar0JIOBOK, KOTOPBIH
dbopmynupyercs B najexe.
10. ITpukassl U pacoOPsHKSHUS IO ITHCHIBACT WIu
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11. ITocra"oBieHUS u pereHus UMEIOT IBe IIOAITHCH —
31 KOJUISTHAILHOTO OpraHa.

12. PacriopsiiuTebHBIC IOKYMEHTBI BCTYIIAIOT B CHITY C MOMEHTA MX
NI JOBCACHUA 10 CBCIACHUNS.

TECT S.

YpoBensb A.

Buvibepume 6epnoe ymeepaicoenue

1. B xpaTKoM NpPOTOKOJIE MPUBOJAATCS TEKCThI BHICTYIUICHHIMA

2. JlaToit mpOTOKOJIa SIBJISIETCS 1aTa MIPOBEICHHUS 3aceIaHus

3. B mpoTroxkoie 00s3aTenbHO YKa3bIBAETCS KOJIMYECTBO MPUCYTCTBYIOIINX

4. B Tekcte nmpoTokosia MoxeT orcyrcTBoBaTh NyHKT BBICTYIIMJIN

5. B mpoTtoxkoiie yka3pIBaroTCs pe3yiabTaThl TOJIOCOBAHUS

6. IIpoTOKOJI COCTAaBIISAETCS B OTHOM SK3EMIUISIpE

7. I[IpoTOKOJ MOIMUCKIBAIOT MPEACENATeNb U CEKPETaph KOJJIETHaIbHOTO OpraHa

8. Ha pactmmpeHHBIX 3aceIaHmsIX COCTAB MPUCYTCTBYIOIINUX YKAa3bIBACTCS KOJIMYCCTBEHHO

9.Brinucka u3 MpoToKoiia yaocToBepsieTcs 0OpMIICHHEM PEKBU3UTA «OTMETKA O

3aBEPCHUU KON

10./laToii BHIMUCKY U3 IPOTOKOJIA SIBJISIETCA JaTa, YKa3Has Kak Jara MOoMUCaHHs

IIPOTOKOJIA

Buibepume npasunvuwiii omseem.

K kaoswcoomy 3a0anuro danvl 3 eapuanma omeema, u3z KOmopwvix mojibko 0OUH 8epHulll. B
OnanKe omeemog nocmasbme NOO HOMEPOM 3a0aHus OYK8y omeemad, KOMOopvlil HA 8aul 6327150
ABNACMCA NPAGUTLHBIM.

1. laToii mpoTOKOJIA SBIIACTCS

a) jaTa 3ace/laHus

0) nata opopmieHuUs

B) JlaTa MOANCaHUs

2. VI3 CKONBKUX YacTei COCTOUT TEKCT MPOTOKOJIA

a) ojTHOM

0) 1BYX

B) Tpex

3. Bonpocsl moBeCTKH JHS B MPOTOKOJIE (POPMYITHPYIOTCS

a) B UMECHHUTEIBbHOM MAJIEKE

0) B IPEUIOKHOM AJEKE

B) B BUHUTEIHOM MaJIexKe

4. [TpoTOKOJI MOAMKUCKHIBAET

a) pyKOBOJIUTEIb

0) cexperapb

B) IIpe/iceaTellb U CEKpPEeTaph KOJIJIETHaIbHOIO OpraHa

5. Kakas gacTh B cxeMe OCTPOCHHUS OCHOBHOM YacTH MPOTOKOJIA MOKET OTCYTCTBOBATh

a) CJIVIHAJI1

0) BbICTYIINJIN

B) [IOCTAHOBWJIN

6. [TpoToxon odopmisoT

a) B OJIHOM 3K3EeMILISIpE

0) B ABYX 3K3EMIUIIpax

B) B TPEX IK3EMILIAPAX

7. JlaToi BBIMUCKH U3 MIPOTOKOJIA SBISETCS
a) nata opopMIIEHUS TPOTOKOJIA
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0) nara, ykazaHHasi B OTMETKE O 3aBEPEHUU KOIIUHU

B) J1aTa MOANUCAHUs TPOTOKOJIA

8. Beimucky 13 npoToKoIa MOANKUCHIBACT

a) PYKOBOJUTEINb

0) 3aBeyIONINI KaHIEIsIpUueh

B) CEKpeTapb, 0pOPMUBIIHIA BBITHCKY

9. Kak odopmiisitoTes B TEKCTE MPOTOKOJIA, IPUCYTCTBYIOIINE, €CITU UX 22 YeIoBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPUIIATACTCS)

0) [IpucyrcTBOBaNU: EpEUNCIAIOTCS (PAMUITUU IPUCYTCTBYIOLIUX B aj(aBUTHOM

MopsiAKe

B) [IpucyrcrBoBanu: 22 yenoBeka

10. ITpoTOKOIBI YTBEPKIAIOTCS

a) Bcermaa

0) yTBEp)KICHUIO TO/JIeKAT HEKOTOPbIE BUbI IPOTOKOJIOB

B) 10 YKa3aHUIO PYKOBOJUTES

Yposens B.

Bcmasvme nponywennvie 6 mexcme cnosa.

1. B 3aBUCHMMOCTH OT TIOJHOTHI OCBEIICHHS XOJa 3aceJaHUsl MPOTOKOJIBI MOTYT OBITh
u

2. Tekct MPOTOKOJIA COCTOUT u3 JIBYX qacTeu: BBOJIHOMI "

3. KomngectBo YKa3bIBaeTCsl 0053aTENbHO, TaK KaK OT 3TOT'0 3aBUCHUT
KBOPYM IIPH MPUHATHH PEIICHUS TOJI0COBAaHHEM
4. Ha pacimmpeHHbIX 3aCE€IaHUsIX C OOJBIITUM YHCIOM MPUCYTCTBYIOIIUX UX COCTaB

yKa3bIBaeTCsl
5. Kaxaplit Bonmpoc noBecTKy JHS apabckuMu nudpamu,
oopmisieTcs ¢ KpacHOM CTPOKH U GOPMYIIHUPYETCs B nasiexe.

6. Kak11p1ii IyHKT TTOBECTKH JIHSI CTPOUTCS 110 CXEeMe: ,

7. Ecniu Bompoc He 00Cykaaics, MyHKT MOXET OTCYTCTBOBATb.
8. Ilporokon oopmisiercs B IK3EMILIAPE
9. BeImucka u3 MpOTOKOJIA YIOCTOBEPSETCS] 0(OPMIIEHUEM PEKBU3UTA

10. /laToi BBIIMCKYU M3 TPOTOKOJIA SIBJISICTCS JaTa, yKa3aHHas

TECT 6.

YpoBens A.

Buvibepume eproe ymeepowcoenue

1. BuyTpeHHss AokIagaHast 3amucka opopmiseTcs Ha OlaHKe OpraHu3aluu

2. TekcT HOKIaIHOM 3aITUCKHU COICPIKUT TOJIBKO 00CTOSITETHHOE H3II0KEHHE BOTIPOCa

3. BHyTpeHHI010 TOKJIaIHYIO 3aITUCKY MOAMKICHIBAET COCTABUTEINb

4. AnpecaHT B IOKJIJHOM 3allMCKE YKa3bIBaeTCsl B MMEHUTEIbHON Majieike

5. B agpecare noknaaHOM 3aUCKU YKA3bIBAIOT TOIBKO (PaMUIIUIO

Buvibepume npasunvHwili omeem.

K kaosrcoomy 3adanuro danwi 3 eapuanma omeema, u3 KOMopuIX MoIbKO 00UH 6epHbll. B
Onamke omeemos nocmasvme NOO HOMeEpPOM 3a0anusi OYKEY omeema, KOMOpsbli HA 8aul 8327510
ABNACMCA NPAGUTLHBIM.

1. BHyTpeHHIOI0 TOKJIAHYIO 3aMMUCKY TTOIMTHUCHIBAET
a) COCTaBUTENb
0) pyKOBOJIUTEIb MOAPA3ACICHUS
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B) CEKpeTaphb

2. B ckonbkux dK3eMIuIsipax ohopMIIsIeTCs] BHEITHSISL JOKIIAHAS 3aIIHCKa
a) B OJJHOM

0) B 1ByX

B) B TpeX

3. PekBU3UTHI 00BACHUTEIIBHON 3aITMCKH TI0 TTIOBOJTy OOBSICHEHUS TTOCTYITKA aHAJIOTUIHBI
a) BHYTPEHHEH JTOKJIAIHOW 3alIMCKU

0) BHYTpEHHEHN CIIpaBKU

B) CIIy’)KCOHOMY ITUCBMY

4. TekcT NOKJIaJHOM 3aMMCKH, KaK MPABUJI COCTOUT

a) U3 OJIHOM YacTH

0) u3 NByX yacrei

B) U3 TPEX yacTeu

5. B cocraB pekBU3UTOB BHEIIHEH TOKIAAHONW 3aITUCKA HE BXOAUT

a) 3aroJIOBOK K TEKCTY

0) nevathb

B) IIOJITUCH

Yposens B.

Bcmaesvme nponywennvie 6 mexcme cnoea.

1. JloknmagHast 3amucka — JOKYMEHT, aJpEeCOBaHHBIN o
KOHKPETHOHU TEME ¢ Y TIPEUIOKEHUSMH 110 HEH.

2. BHemHO© JOKIATHYIO 3alUCKy, aJPECOBAHHYIO B BBIMIECTOSANIYIO OpPTaHHU3AIHIO
MOJIMUCHIBAET
3. BHyTpeHHIOI0 TOKJIaIHYIO 3aITUCKY COCTABJISICT U TIOIITHUCHIBACT

4. PexBU3NUTHI BHYTPEHHEN JOKIJIAJHON 3aMIUCKU:

- azpecat (B 1aTEIILHOM MaJIexKe)

- (B poMTENHHOM HAJEKE)
- HAMMEHOBaHME BUA JOKYMEHTa

- TEKCT

- OTMETKa O HAJIMYUU NPUIIOKEHUS (B CIydae HEOOXOIUMOCTH)
- nara

5. PekBU3UTHI BHEITHENR TOKJIATHON 3AITUCKU:
- HAMMEHOBAHNE OpPraHU3alMy — aBTOpa JOKYMEHTA
- HAMMEHOBAHUE BUA JOKYMEHTA

- HHACKC
- MCCTO COCTAaBJICHHUA JOKYMCHTA

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCTKaA O HAJIMYUU IPUITOKCHHU A

- OTMETKa 00 HCIIOJHEHUH U HaITpaBJICHUU JOKYMCHTA B €10

TECT 7.
YpoBens A.
Buvibepume seproe ymeepoicoenue
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1. TekcT cnykeOHOTO MUChMa MOXET OBITh TPOCTHIM

2. ToH cnyxe0HOro MUChbMa 3aBUCHUT OT €TI0 COACPIKAHUS

3.B TpadapeTHOM TEKCTE HE ClIeIyeT HAUMHATh TEKCT CO CBOOOHOTO MECTa, OTBEICHHOTO
JUTSI TIEpEMEHHON MH(pOpMaIun

4. B cinykeOHOM MUChbME TEKCT MUIIETCS OT 1-TO JiMila MHOKECTBEHHOTO YUCIIa

5. BeiensiT npuchliaeMbIe U OTIIPABISIEMbIE TTHChMA

6. CityxebHOe THCbMO MOXHO 0hopMuTh Ha hopmare AS

7. MakcuManabHOE KOJIMYECTBO a/IpecaToB B MUCHME - 4

8. MakcumanbHblil 00BEM NMHUChMa — 2 JIMCTA

9. CiykebHOe TUCHMO MOKET UMETh JIBE MOAMKICH

10. Cnyxe6HOE MUCHMO MOTYT YJOCTOBEPSTH MEYAThIO

Bvibepume npasunvuwiii omeem.

K kasicoomy 3adanuto oanvl 3 eapuanma omeema, u3 KOMOPLIX MOJILKO OOUH BEPHbBIUL.
Bonanke omeemog nocmagvme nod HOMepoM 3a0aHusi OYK8Y omeema, KOMopbili Ha 8aul 6327150
ABNIAEMCS NPABUTILHBIM.

1. Tekcr cimy»)eOHOTO MUChbMa COCTABISIETCS OT

a) 1-ro n1Miia MHOXKECTBEHHOTO YKCiIa

0) 2-ro WA eTUHCTBEHHOTO YK CIIa

B) 3-T0 JIUI]a MHOXKECTBEHHOT'O YHCIIa

2. PekBU3UT «CCBHUTKA HA HOMEP | JIaTy BXOJIAIIETO TOKYMEHTa» oopmisercs

a) BO BCceX MUChMax

0) B OTBETHBIX ITUChMAaX

B) B MHUILIMATUBHBIX MHUCbMaX

3. PykoBouTENb ¥ TIIaBHBIA OyXTaJiTep MOIIHCHIBAIOT

a) MUChbMO-U3BEIICHUE

0) pexjlaMHOE TTUCEMO

B) TapaHTUHHOE MUCHMO

4. B cocTaB peKBU3UTOB CIY>KEOHOIO MMCbMa HE BXOAUT

a) ajpecar

0) Ha3BaHUE BUJIA JJOKyMEHTA

B) TIOAMUCH

5. Tekct cimykeOHOT0 McbMa MOXKHO opopMuTh Ha popmare AS, ecnu

a) Het 6naHka gopmara A4

0) TEKCT MKUCcbMa HE PEBBIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKa3aHUs PYKOBOAUTENS

6. CkoJIbKO OJTAaHKOB TTOTPEOYETCS, €CITH CITY)KeOHOE MUCHMO HAITPABIISICTCS B JIBA ajipecaTa

a) OJIMH

0) 1Ba

B) TpU

7. MakcuMabHBIN 00BEM CITY)KEOHOTO MHChMa

a) o/lHa CTpaHUIIA

0) ABe CTpaHUIIbI

B) TP CTPAHUIIBI

8. [lewatrro ymocToBepsercs

a) MUChMO-HATIOMUHAHNE

0) MUCHMO-TIpUTIIALIEHUE

B) FapaHTUHHOE MUCHEMO

9. OT™meTKa O MOCTYIUICHUH JOKYMEHTA B OPraHU3aIUI0 IPOCTABISAETCS
a) Ha BCceX JOKyMEHTax

0) TOJIBKO Ha MPUCHLIAEMBIX

B) 110 YCMOTPEHHIO CEKpeTapsi
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CTpOK.

10. B nucbMe OTMETKA O TIOCTYIUICHUH TOKYMEHTA TIPOCTaBIISICTCS
a) B IpPaBOM HM)KHEM YTJIy [IEPBOTO JUCTA JOKYMEHTa

0) B JICBOM HID)KHEM YTITy MTOCIIETHETO JIUCTA JOKYMEHTA

B) Ha JTFOOOM CBOOOJHOM MecTe

Yposens B.

Bcmasbme nponywjennvie 6 mekcme cnosa.

1. TexcT muceMa JOJIDKEH OBITE IIPOCTBIM, T.€C. KaCaTbCA BOIIpoOcCa.

2. TekcT nmuchbMa, Kak MpaBUI0, COCTOUT M3 JIBYX YacTeil. B mepBoii yactu naetcs
, BO BTOPOM 4acTu .
3. TekcT mucbMa MOXKET COCTOSITh U3 OJTHOM YacTH.
4. Tlucpmo MOXHO 0popMHUTH Ha dopmare AS, eClii TEKCT CONEPKUT HE

5. Ciy»keOHO€e TUChbMO — 3TO €IMHCTBEHHBIN JOKYMEHT, KOTOPbII HE UMEET
JOKYMEHTA.
6. MakcuManbHOE KOJIMYECTBO apecaToB B IHCbMe-

7. Kak mpaBuiio, MaKCUMaJIbHBIN 00bEM MTUCHMA - JINCTa, BTOpas CTpaHuLa
odopmiseTcs Ha JIUCTE.

8. Ilncema (bHHaHCOBOFO XapaKTepa J0JKHbBI UMCTb IIOAIIMUCH.

9. PexBU3UTHI CITy’KEOHOTO MUCHMA!
- PEKBH3HTHI OJIaHKA TTHCHMA;

- ajpecar;

- pe3ouTons;

- TEKCT;
- OTMETKA O HAJUYHUH MPUITIOKECHHUS;

- OTTHCK II€YaTH;
-OTMETKA 00 HCIIOJHHTEIIE;

-OTMETKa 00 UCTIOJTHEHUH JOKYMEHTA Y HAIPABICHUH €T0 B JIEJIO;
- (TOJBKO 711 BXOJISAIIUX TTHCEM. )

3. NPAKTUYECKUE 3AJAHUS.

1. Tema: «Opranusanus 10KyMeHTO000pPOTAa B yIIPABJIEHUN.

3anganne 1.CocTaBUTh CXeMYy FOPHU30HTAIBHOTO JOKYMEHTOIOTOKA.
3aganue 2. CocTaBUTh CXEMY BEPTUKAIBHOTO IOKYMEHTOIIOTOKA.

3. Tema: «PeI‘I/ICTpaHI/IH H KOHTPOJIb UCITIOJIHEHUA JOKYMECHTOB B OpraHm3anuu»

3aganue 1.ChopMupoBaTh KapTOUKH IS UCXOSAIINX JOKYMEHTOB U BHYTPEHHUX
JIOKYMEHTOB OpTaHU3AIMH 110 00pa3ily KapTOUKH JJI BXOSIINX JTOKYMEHTOB.

Oo0pa3en KAPTOYKH PerncTPalMy BXOASIIINX JOKYMEHTOB.

Cpok uCTIOTHEHUS Mecsig
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28293031

1234567891011121314151617 1819 20 21 22 23 24 25 26 27

KoppecnonzeHT (aBTop)

Jata nonydeHus

Bxoasiimuii Homep Jara nokymeHTa

No noxymenTa

3aroJyioBOK (0 4eM)

Pe3omronusa

Wcnomuurens (yka3piBaeTcsi paMuivs U MHUIHAIIBI)

I[aHHbIe AJIA PErucTpanu HCXoadmux J10KyMEHTOB:

Ha3BAHUE NOAPA3AECIEHHUS, IOJATOTOBUBIIETO JOKYMEHT,

UCXOIAIIMIA HOMEP TOKYMEHTA;

Jlata TOKYMEHTa;

aJpecar, T.€. Ha3BaHHWE OpraHU3alluM, Ky/1a OTIPABIISIETCA IOKYMEHT;
KpaTKoe COIepKaHNEe JOKYMEHTA;

(dbamMuIMs UCTIOHUTESI, TOATOTOBUBIIETO IOKYMEHT;

KOHTPOJIbHAS J1aTa 0’KUIa€MOT0 OTBETA;

CChIJIKAa Ha BXOJALIUN JOKYMEHT, €CJIM JOKYMEHT SIBJISIETCS. OTBETOM;

HOMCp JA€Jia, KyAa NOAIINBACTCA KON OTIIPABJIICHHOI'O JOKYMCHTA (I/IJ'II/I INOJJIMHHUK, €CJIN

JIOKYMEHT OTIIPABIISAETCA 1O (haKcy).

Z[aHHble AJISt perucTpaiuv BHYTPEHHUX JOKYMCHTOB OpraHu3aliuu

MOPSIKOBBIM PErUCTPALIMOHHBIA HOMEP, IPUCBANBAEMBIN TOKYMEHTY;
JaTa TOKyMEeHTa (perucTpalum);

KpaTKoe Cofep KaHue;

TIOIpa3 IeIeHUe, TOIrOTOBUBIIIEE TOKYMEHT;

UCTIOTHUTEITb;

CPOK HCTIOJTHEHHS,

OTMETKa 00 UCITOJIHEHUH (XOJ1 UCTIOJTHEHMS);

HOMED Jiefia, Ky/1a MOJIIIAT TOKYMEHT.

3anpanmue 2. ChopMHUpOBATH KypHAIl PETHCTPALIUU TOKYMEHTOB.

Hara

noay-
yeHud

Pern-

cTpa-
TTMOH-
HBIN

HOMeEp

Koppec-

IIOH-
TIEHT

Howmep

n Jata
JTOKV-
MCHTa

Conep-
JKaHue

Peso-
JIFOITHS

IIOJIHH-
Teh

Cpok

HCIIOJI-
HEHUA

Otm™merT-

Ka 00
HUCTTOIT-
HEHUH

Howmep
nena

4

10

4. Tema: «Opranuzanms TeKyIlero XpaHeHusi J0KyMeHTOB B OPraHH3aLMu»

3aganue 1. CoctaBuTh 00pa3el] HOMEHKIATYpPhI JAesl OpraHU3alHH.

3aganue 2.CocTaBUTh HOMEHKIATYPY A€M JIs1 OPraHU3alHH.
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5. Tema: «O0mme TpedGoBaHusl K 0(pOPMJIEHUIO JOKYMEHTOB)
3aganue 1. Pazpaborars 6iaHk 001IECTBA C OTPAHUYCHHON OTBETCTBEHHOCTHIO (OJIaHK
000 «...»)
3aganue 2. Pazpaborark 6J1aHK OTKPBITOrO akiuoHepHOro obmiecTa (6mank OAO «...»)
3apanue 3. Pazpaborarh O1aHK MHAUBUIyIbHOTO npeanpuHumaTens (01ank UIT)

6. Tema: «IIpaBusia ogopmjieHHsI PEKBU3UTOB JOKYMEHTOB)»

3apganue 1.Anpecyiite mrucbMo BO BHemHeskoHOMUYECKOe 00bEeAMHEHUE
«TexmamkcropT», ['enepanbubiii gupektop Tumodees A.C. mo aapecy : 1.23 yn.CpereHka,
MockBa, 123290

3aganue 2.0popMuTh aBTOpa TOKYMEHTA B TUChME: €CJIM OHO COCTaBJICHO B :

otaene Kanpos pupmer OAO «MetpakoM-CepBrcy, HaxoaswIecs o aapecy : od. 14,
1.2, yn. KocmonaBTos, r.Pocros-Ha-/lony, 344092

3aganue 3.0popmute «I[lonmuce» Ha MpHUKa3e: €CIIU U3BECTHO, YTO €0 MOJIIMTUCHIBACT
I'enepanbubiii nupektop Bonkos H.C.

3aganue 4.0popMuTe MOAMKUCH HA JOKYMEHTE, €CITM U3BECTHO, UTO €T0

MOAMNKCaIa KOMUCCHS B COCTABE :

[Ipencenarens — ['maBubIit unxenep Kapmnos B.C.

Unensl koMuccun — Menemkep otaena cobita ComoB A.M. u

Oxonomuct OT3 Kopones B.C.

3aganue 5.Bpimonauth pesontonnto nupextopa Hocosa ILI., ecnu u3BecTHO, 4TO OHA
odpopmitena 30.10.99 u conepxutT pacopsKeHHE 0 HA3HAYEHUU OTBETCTBEHHBIM HUCIIOJIHUTENIEM
Porosa B.C. 3a coriiacoBanne TEXHUYECKOIO 3a/IaHHsl 110 KOHTPaKTy B Cpok 110 15.11.99

3aganue 6.BeimoHATE peKBU3UT «[ pHQ YTBEPKICHUS», €CITH U3BECTHO, YTO JIOKYMCHT
yTBepkieH permieHueM Coera qupektopoB oT 12.05.2000 Ne 34.

3ananue 7.BbINOIHUTE PEKBU3UT, €CJIM U3BECTHO, UTO JTOKYMEHT ObLII COTJIACOBaH
20.02.1999 ¢ Cosetom aupekropoB OAO “Cantor” B nuiie ero npeacenarens [lokposckoro B.H.

3ananue 8. PexBu3uThl «Bua gokymenrtay, «/lara», «PerucrpannoHHblii HOMep» 1
«CcpLIKa HA PerucTPAMOHHBIM HOMEP U 1aTy JOKYMEHTa». BBIOIHUTh pEKBU3HTHI, €CIIN
M3BECTHO, YTO COCTaBJIEHO MUChMO-OTBET HA paHee NoydeHHbIN 3anpoc Ne 02-04/134 ot
12.06.99. ITucemo 3apeructpupoBano 16.06.99, perucrparmonnsiit Ne 03-05/221

7. Tema: «Oprann3alHOHHO-PACTIOPAIUTEIbHbIE JOKYMEHTBD).

3aganue 1. CocTtaBuTh ycTaB opraHu3auuu (MpeAnpusTus) J000H opraHu3alMOHHO-
npaBoBoi (opMbI IO BaiieMy BbIOOpy. OGOopMHUTH Ha yCTaBe HEOOXOAUMBIE OAMUCH U OTMETKH.

3aganue 2.CocTaBUTh JODKHOCTHYIO MHCTPYKIIHMIO PopUcTa peanpusatus. OGpopMuTts Ha
JOJDKHOCTHOM MHCTPYKLIMU HEOOXOIMMBbIE MOAMUCH U OTMETKH.

3aganue 3. CocraBuTh U O0GOpPMUTH JTOKYMEHT. PacnopspkeHue HadalbHHUKa OTIENa O
Ha/10aBKax 3a BBICIYTY JIET K OKJany B pasmepe 20-30% crneuuanucram oTena.

3aganue 4.CoctaBuTh U OPOPMUTH TOKYMEHT. YKa3zaHue o rpaduxe ormyckoB Ha 2012
rof. Jns cocrtaBneHus Tpaduka OTIHYCKOB IpeIaraeTcsi COCTaBUTh CHHCKH PaOOTHHKOB C
YKa3aHUEM CpOKa MPEIO0IaracMoro eXeroJHoro omiadnBaemMoro ornycka B 2012 rony. Ilepenars
COCTaBJIEHHBIE CIIUCKHU B OTJEN KaJpoB 10 | HIOHS.

3apanue 5.0hopMuUTh MPUKA3 110 OCHOBHOU JEATEIHHOCTH.

3akpbiTOo€ aKIMoHepHOe 001mecTBO « BAK»

[Ipuka3

15.04.2010 N15

KoHcTanTHHOBCK

O cozpanuu pabouumx CEKTOPOB B YIpaBJIEHUM TPOU3BOJCTBA U  BHEAPEHUSA
MH(OPMALIMOHHBIX CUCTEM

B umensx coBepiIeHCTBOBaHMS OpraHu3alluil paboThl YTpaBlieHUs TNPOU3BOACTBA U
BHEJ[pEeHUs MHPOPMAIMOHHBIX cucTeM npukasbiBato: 1. Co3nath B YmpaBieHHH IIECTh paboynx
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CEKTOPOB: pa3pabOTKH MPOTPAMMHOTO 00€CIIeUeHHsI, COMPOBOKACHUS NH()OPMAITMOHHBIX CHUCTEM,
ormepaTopoB 00pabOTKM [aHHBIX, OOCITY)KMBAaHUS KJIMEHTOB, TEXHHUYECKOTO OOECIeUYeHus,
JOKYMEHTAIlMOHHOTO o0ecrieueHusi ympasieHus. 2. HauanbHuky YmpaBieHus MPOU3BOJCTBA U
BHeApeHus uHpopMmanuoHHbx cucteM HO. C. PyneHKO MOATOTOBHUTH MPOEKTHI MOJOXKEHHH O
pabouunx cektopax. 3. Hauanpauky otena kajapos B. B. BacunbeBoii BHECTH H3MEHEHHUS B IITATHOE
pacrucanue ¥ yKOMILIEKTOBATh IITAT pabounx cekTopoB. 4. KOHTpousb 3a MCIONHEHNEM MpUKa3a
BO3JIOKUTH Ha nepBoro 3amecturens aupekropa A. C. Koponesy.
I'enepanbubiil qupexrop B. 4. SIxoBies.

8. Tema: «AH(}popMaAIIHOHHO-CTIPABOYHBIE TOKYMEHTHI»

3apnanme 1. CoctaButh u opopmMutTh HOKyMEHT. OOBSICHUTEIBHYIO 3alUCKy O TOM, 4YTO
CBOJHBIN oT4eT 3a nekabpp 2012 roma He ObUT MPENCTaBICH B YKa3aHHBIE CPOKHM B CBS3H C
MOBpPEXACHUEM (DaKC-MOJEMHOMN CBSI3U U OTCYTCTBHEM BCEX HEOOXOIUMBIX TaHHBIX.

3ananue 2. OGopMHUTH BHYTPEHHIOK JOKJIAIHYIO 3aITHCKY.

JloknasHas 3anucka

Hupektopy 000 «ITonmumep» CasenseBy U.K.

24.05.2010

O npumeHeHuM WTPapHBIX CAHKLIUI

B anpec mockoBckoro ¢pumana AO3T «CrnenocHacTka» coryacHo norosopy N2123 ot 23.12.
2009 npomsBeneHa OoTrpy3ka Hamiei nmpoaykuuu Ha cymmy 1 560 380 pyOGreil. B teuenue nByx
MECSIIEB OIIaTa Ha Halll paCYETHBIN CUET HE OCTYNHIIA, HECMOTPS Ha HEOAHOKPATHbBIE NMCbMEHHBIE
HallOMUHAHUS.

[lpennarato  npumMeHHTh MmTpadHBIE CAHKIMM K MOCKOBCKOMY ¢ummamy AO3T
«CrierlocHacTKa.

3am. qupekTopa 1o puHaHCOBBIM Boripocam WM. . UrHartos.

3aganue 3. OGopMuUTH CITyKEOHBIHN aKT.

AO «MoCKOMapXUTEKTYpbD)

AKT

YrBepxknato ['enepanbubiil nupexrop H.I'.umxkun 12.04.2010

12.04.2010 N 12

Ilepenaun nen 3aBeAyrOIIUM X035 MCTBEHHON YacThIO

OcHoBanue: npuka3 ['eHepansHoro qupekropa «MockomapxutekTypsi» oT 09.04.2010.

CocraBiieH KOMHCCHEH : MpeaceaaTeNb- 3aMecTuTeNb I 'enepanbHoro aupekropa AB.®@poios,
wiedbl komuccuu: 1. InaBubiii  Oyxrantep JI.AKanunkuna. 2. bBeBImMi 3aBenyromiuii
xo03aKcTBeHHOM yacThio M. A HoBukoB. 3. BHOBb Ha3HaueHHBIN 3aBeAyIOIIMI x034iicTBoM B . b.
bo6poB. M. A HosuxoB cnam, a B. b. boOpoB mpunsui fmena m 0 JODKHOCTH 3aBEAYIOIIETO
XO035IICTBOM.

B pesynbrare cnaun-npuema Jiei yCTaHOBJIEHO:

1 .MlHBeHTapu3alMOHHAs BEIOMOCTh COCTaBIIEHA M0 cocTosiHUio Ha 12.04.2010.

2. [IpencraBneHusie o0opynoBaHue, MHBEHTapb, Mebenb COOTBETCTBYIOT
WHBEHTApU3aIMOHHBIM BEIOMOCTSIM.

3. B Hanuuuu UMEr0TCs BEIOMOCTHU O CIIMCAaHUU UHBEHTaps U MeOeH.

AKT cOCTaBJIEH B 3 3K3.:

1-i1 5k3.- ['eHepanbHOMY TUPEKTOPY

2-11 5k3. -  maBHOMY Oyxranrepy

3-1i 9K3. - B mesto N2 12.

[Ipeacenarens xkomuccuu JI.A.Kanuukuna

Unens! komuccun M. A . Hosukos, B.b.bo6poB.

9. Tema «JInuHbIE JOKYMEHTbBI»
3ananmne 1.CocraBbTe 3asBieHue Ha umMs upektopa I10 «CrnaBa» o npueme Ha padoty MLA.
MBaHOoBa Ha TOJDKHOCTB Oyxranrepa. OCTaIbHBIE TAHHBIE YKAKUTE CAMOCTOSITENBHO.
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3ananue 2.CocTaBUTh pe3lOME.

3aganue 3.CocraButh aBTOOHOTpadUIO.

3ananue 4.CocTaBbTe paclucKy B OJYYCHHUH JeHE)HOM cyMmMbl B pazmepe 100 USD (mon
2%) Ha cpok 1 mecs.

10. Tema: «CiryskeOHble MHCbMa»

3apanue 1. CocTaBuTh TEKCT MUCHhMa (3ampoc), ucnoib3ys moaenun CCK:

Kpamxoe codepoicanue: 3anpoc npeioKeHus Ha 3aracHble YacTu.

[IpenMer cenku: MOCTaBKa 3allacHbIX YacTell B COOTBETCTBHUHU C MIpHUJIaraeMoi
cnenuduKanuen.

IIpockba:

- BBICJIaTh B a/ipec ABTOpa MMCbMa MIPEATIOKEHUE B 3-X IK3EMIUIAPAX;

- yKa3aTh: MOJIHOE HAaUMEHOBAHME, THII, TEXHUYECKHE XapaKTEPUCTUKU, MaTepuall,
[EHY M MaccCy MO KaX10W MO3UINHU CTIeUU UKL,

- CpOKH U 00BEM MOCTaBKH B Ky0.MeTpax;

- OTJIEIIbHO CTOMMOCTb YIIAKOBKH U TPAHCIOPTUPOBKH.

Coo0uTh: 0osiee TOYHYIO JaTy BBICBUIKU MPEI0KECHHUS.

[oxenanue: B cirydae, €CJIM HE CMOTYT pa3padoTaTh MPEUIOKEHHUS, TO COOOIIUTH 00 ITOM
B MUHUMAJIbHBII CPOK.

3aganue 2. CoctaBUTh TEKCT nHchbMa (odepra) ¢ ucnonb3oBanueM mojeneit CCK

KpaTkoe conepxanue: npeaiokeHne Ha IOCTaBKy CTpOMMAaTepHaioB.

[IpenmiecTpytonine cOOBITUS: 110 TaHHOMY TOBOJY OBLI 3aIIPOC 3aKa34unKa U Tene(OHHBIH
pasrosop.

[pennoxenue: Ha 2000 rox mpeaaracTcs 3aKIOYUTh KOHTPAKT KYIIU-TIPOJAaXKH Ha
[IOCTaBKY CTpOUTENIbHBIX MaTepuasnos. [locraska B 1 kBaprane 2000 r.

KauecTBo: ToBapa Oy1eT COOTBETCTBOBATH TEXHUUYECKUM YCIOBHSIM 3aBOJ1a-U3TOTOBUTEISL.

YcnoBus: miarexa u Apyrue yCaoBUs U3JI0KEHBI B IPUIIaraeMoM o0pasiie KOHTPAKTA.

[Ipockba: moaTBepaAUTH Npeaaoxenue e mozauee 20.10.99

3aganue 3. CocTaBUTh TEKCT MKUCbMa (IIPETEH3Hs) OT UMEHHU MOKYIATeNs ¢
ucnonb3zoBanueM mozeneit CCK.

OcHoBanue: noroop nmoctaBku oT 14.02.1999 Ne 324-05

[IpeniecTByomye coObITUS:

naptust 235 1akOKpacoOuHbIX MaTeprasIoB ObljIa OTIPYKE€HA IOCTABLUIMKOM Ha CYIHO
“Kepup” 1o /Iorosopy.

VY cTaHOBNIEHO: BCSI MApTHsI OTIPY>KEHHOTO TOBAapa HE COOTBETCTBYET IO KAUECTBY
cnenuduKanysaM, Ha OCHOBAaHHH KOTOPBIX ObLI 3aKkitodeH [lorosop.

Ob6crosTenberBa: 1.6 JloroBopa naetr npaso [lokynarento oTka3aTbCsi OT NPUEMKU ITOU
napTUu TOBapa.

[IpennoxkeHue: coryiacue NPUHATH OTTPYKEHHBIN TOBAP MPHU YCIOBUH NMPEAOCTABICHUS
[ToctaBumkom ckuaku 10%.

Ycnosus: juis npuHaTHs pemienus [loctaBumky npenocrasisercs 15 qHen.

3ananue 4. CocTaBUTh TEKCT MUCHbMa (FapaHTHsI) C UCIIOIb30BAHUEM

mozenen CCK

Kpatkoe cofepxanue: Oka3aHUEe TEXHUUECKON TOMOIIH.

IIpockba:

- 0Ka3aTh TEXHUYECKYIO OMOIIb B pa3paboTKe pabouux yepTekeld HaCOCHON CTaHIUY;

- OTIpeAeNIUTh CTOUMOCTb ITPOEKTHBIX PadoT;

- BOWTHU B JOTOBOPHBIE OTHOILLICHHUS.

O6cTosTeNnbCTBRA:

- y>K€ BEJIETCSI MOHTAK HACOCHOM CTaHIINH;

- MPOEKTHbIE pabOThI HY)KHO HauyaTh HEMEJJICHHO;

- paboTy He0OXOAMMO MPOU3BECTH HETIOCPEICTBEHHO HA CTPOUTEIBHOM IIIOMIAJIKE.

lapanTtus: omara paboT co cBoero pacyeTHoro cueta No ................. B Kb Merab6ank r.
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PocroBa-na-/lony.

3apanue 5. CocTaBUTh TEKCT MUCbMa (HallOMUHAHKE) ¢ ucnoib3oBanueM mozeneir CCK

Kpatkoe conepxanue: cBepXIUIaHOBasi IOCTaBKa.

[penmecTBytomye COOBITHUS:

- noroBop noctaBku oT 12.07.99 Ne 257-56, o KOTOpOMY MOCTaBIAETCS XUMUYECKUE
PEaKTUBBI B COOTBETCTBUU C YTBEPKJICHHBIM IIJIAHOM IMOCTABKU;

- paHee y)ke HanpaBysuti MuchbMo oT 24.07.99 Ne 03-02/45, koTopbIM OBLIO COOOITIEHO,
YTO 3aBOJ] YBEJIIMYUJ MPOU3BOACTBEHHBIE MOIIHOCTH, B CBSI3U C Y€M, IMOSBWINCH BO3MOXHOCTH
JOTIOTHUTEILHO U3TOTOBUTH U MOCcTaBUTH B 2000 roAy pa3nuyHble XUMUYECKHE PEaKTUBBI HA CYMMY
500 Thicsau pyOIieil, cBepX YTBEP>KIESHHOTO IIJIaHa.

Hanomunanwue: B 10-1HEBHBIN CPOK MOJTBEPAUTH COTJIACHE HA ...

JlonoJHUTEIbHBIE YCIOBUS: B CIIydae HapyIIEHUs CPOKA, CBEPXIUIAHOBAS MPOAYKITUS
OyJeT MocTaBlieHa APYTUM MPeaNPUATHIM-TIOKYIaTeIsM.

K nucemy npunaraercst Konusi, paHee HalpaBJIEHHOTO MTHUChMA.

3aganue 6. CoctaBuTh U OPOPMUTH MUCHMO-TIPUTIIAIIIEHUE B COOTBETCTBUU C IPABUIAMH.

BricTaBOuHBIN LIEHTP, pacmoNOkKEHHBIN 1Mo aapecy: r. Open, npocnekT AHAporosa, 23,
MPOBOAMT BBICTABKY-SIpPMapKy TOBapoB HapojHoro mnoTpebinenus «Ocenb-2010» u mpocut
noaTrBepauTb AO «Ypoxaii» UX ydyacTHe B BBICTABKE sIPMApPKE U BHICIATh UMEIOIIMECS TTPOCIIEKTHI
U MaTepuabl A 0opOopMIICHHUS TeMaTH4eckoro cteHaa. [TuceMo noamnucan pykoBOIUTENb IPOEKTA
B. JI. YecHOKOB.

3aganue 7. CoctaBUTh U OPOPMUTH CITYKEOHOE TUCHMO.

['maBHbBI OyxranTep akmuoHepHOTO OaHka «Vmmepuany, pacmoyioKEHHOTO IO aJapecy:
123456, MockBa, yn.Monongorsapaetickas, 1. 24, ten. 141-67-90, daxc: 141-78-87, HamomuHaer
VIPAaBIISIONUM PETHOHAIBHEBIX QrmanoB Ab «mnepuan» o co0It0IeHUH KOHTPOJIS UCIIOTHEHUS
3a CpOKaMH IPEAOCTaBICHHUsI OTYETHOCTH Ha OCHOBaHMM TchMa LlenTpobanka Poccuu N2 01/134
ot 30 suBapsa 2008 roma «0 mpeaocTaBiIeHMM OTYETHOCTH B cOOTBeTCTBUM C llomoxkenuem "O
MOpSIKE MPOBEICHUS PACYETOB B HMHOCTPAHHOM BalllOTE€, OCHOBAaHHBIX Ha 3a4eTe B3aUMHBIX
TpeOOBaHUI MEXKYy POCCUUCKUMU CYAOBIIAEIbIIAMHU, OCYIIECTBIISIIOIUMU PHIOHBIM TTPOMBICEIN, 1
HEPE3UJICHTaMH, OCYILIECTBISIONIMMH MX areHTCKoe OoO0cTyKuBaHUE " » W MpHJaraet K MUCbMY
koruto tenerpammsbl L[B N2 23 ot 15 Hos6ps 2008 rona.

4. TEMBI PE®EPATOB, 1OKJIA/10OB

3HavyeHue 1eJ0NPON3BOJICTBA B TPO(PECCHOHATILHON AEATEIbHOCTH IOPUCTA.
OBOJIIOLUS PA3IUYHBIX BUIOB JOKYMEHTOB.

JlocTOMHCTBA U HeIOCTAaTKU BhIOOpaA pasnuuHbix ¢popm CJO.

XapakTepucTuKa U CTPYKTypa CclyKObl «YTIpaBiIeHUE JIeTaMU».
XapakTepuCTUKA U CTPYKTYypa ciyk0bl «O0muid otaem».

Xapaktepuctuka paboThl cekpeTapsi-pedepeHTa.

Oco0eHHOCTH U periaMeHTanus JOKYMEHTO000pOTa B PA3IMUYHbIX YUPEKICHHSIX.
JlocToMHCTBA ¥ HEAOCTATKU PA3IUYHBIX (POPM pErHCTpalui TOKYMEHTOB.
@DopMBbI KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

. 3HaueHne KOHTPOJIS UCTIOJTHEHHSI IOKYMEHTOB.

. Ocob6eHHOCTH OTEUYECTBEHHOTO JICIOIPOU3BO/ICTBA.

. Homenkmarypa ngen.

. IlpaBoBas pernamenTanus opopMiIeHUs yIIPaBIEHUECKUX JOKYMEHTOB.

. XapaKTepuCTHKa U 3HAYEHUE OTJIEIbHBIX BUJIOB PEKBU3UTOB: ... (HAUMEHOBAHUE
peKksusuma).

15. Bunel u opopMmieHre opraHu3alluOHHBIX JTOKYMEHTOB.

16. Buas! 1 opopmiieHHE pacopsSAUTENbHBIX T0KYMEHTOB.

17. Bunel u opopmienre nHGOPMALOHHO-CITPABOYHBIX IOKYMEHTOB.

18. Buap!l 1 opopmiieHHE TUYHBIX JOKYMEHTOB.

19. 3HaveHune cy)eOHBIX IMHCEM B YIIPABICHYECKOH IEATEILHOCTH.

CoNoOARWNE

N Y o o
~AWNEO
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20. OcoOEeHHOCTH COCTABJICHUS TEKCTOB CITY>KEOHBIX IMHCEM.

21. DxcniepTH3a HEHHOCTH JOKYMEHTOB.

22. HopMaTUBHO-METOIUYECKUE JOKYMEHTBI, PETJIAMEHTUPYIOITHE padoTy ¢ 00palieHusIMH
rpaXKaaH.

23. 3HaueHHUE KOMIThIOTEPU3ALNH IOKYMEHTOO00poTa 1t paboThl ciyx0b1 JIOY.

Pedepar neobxonumo opopmuts Ha Oymare popmara A4. Tekct nedaraercs yepes
1,5unrepsan, mpudt: Times New Roman, pasmep mpudra 14. (10-15 crpanui; meyaTHoro
TEKCTA. ).

Jloknax He0OX0AMMO MIPEICTaBUTh aAyAUTOPUH (5-7 MUHYT BBICTYILICHHUS).

5. TEMBI IPESEHTAIIUI

3Ha4YeHHE JOKYMEHTOB B HAILICH KU3HH.

Hcropus pa3BUTHSA JOKYMEHTA: OT IPEBHOCTH J0 HAILIHUX JHEH.

[TpaBoBoe 3HaUeHME KauecTBa OQOPMIICHUS TOKYMEHTOB.

Ommbku B paboTe CITy>KOBI EIIONPOU3BO/ICTBA M UX 3HAYCHUE B HAIIICH YKU3HHU.
Howmenknarypa aen.

PexBu3uT: 3aueM oH Hy»)eH?

Opranu3anroHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI.
WHpopMannoHHO-CITPaBOYHbIE JOKYMEHTHI.

Pa3znooOpaszue ciy:keOHBIX THCEM.

10 .Kak npaBUIbHO COCTaBUTH TEKCT CIYKEOHOTO MUcbma?

CoNoOA~WNE
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4.  ®OHJO-OLEHOYHBIE MATEPHAJIBI JIUISI UTOTOBOI ATTECTALIUH T10
YYEBHOM JUCIHUTIINHE

HtoroBoil opmoil arrectanui ITUCHMIUIMHBI sBiIseTcs nupdepeHInpoBaHHbIN 3auerT,
KOTOPBIA MOJKET OCYIIECTBIISICTCS B JIBa dTara: MPOBEpPKa TCOPETUUECKUX 3HAHUHN (TECTHPOBAHUE)
Y IIPAKTUYECKUX YMEHUH (pellieHrne MPaKTUYECKUX 3a/1a4). Y CBOCHHBIE 3HAHUS TPOBEPSIOTCS B XO€
BBITIOJIHEHHS OJTAHKOBOTO WJIM KOMITBIOTEPHOTO TeCTUPOBaHUs. KOJWYECTBO TECTOBBIX 3aJaHUM JIJIS
BbITIOJIHEHUS — 30 enuuul. MakcumaibHOE BpeMs BBIIIOJTHEHUS! TECTOBBIX 3ajaHuil — 40 MUHYT

4.1 3apanus AJs1 FK3aMEeHYIOIIerocs:

3aganme 1
OmnpenesnTe Kakoe yTBep:K1eHHe HCTHHHO, a KAKOe HeT...
1) Hcruna B npunoxenuun k TOCT P 6.30 — 2003 nanbl 00pa3iibl 0J1aHKOB JOKYMCHTOB
2) Hcruna B opraHu3ai@oOHHO-IIPABOBBIC JOKYMEHTHI MOKHO BHOCHUTH U3MEHEHUS

B OopraHu3anuu 110 YCMOTPCHHUIO PYKOBOJACTBA JOJI’)KHA OBITh pa3pa60TaHa

3) Jloxn
UHIMBUyaJIbHAS HHCTPYKITUS 110 ICIOIPOU3BOICTBY

TpeboBanus k 0pOPMIICHUIO OPraHU3AIMOHHO-PACIIOPSAUTEIBHBIX TJOKYMEHTOB
ycranaBiuBaeT [[OCT P 6.30 — 2003

OpFaHI/I?;aIlI/IOHHO-HpaBOBI)Ie JOKYMCHTBI, KaK IIpaBuJIO, MOJJICIKAT
YTBCPIKACHUIO

4)  Hcrtuna

5) Hcruna

3aganue 2

(Bvlbepume eOuHCcmeeHHO NpasuibHblll Omeemn)
B cocTaB oprann3aioHHO-TIPABOBBIX IOKYMEHTOB HE BXOJIMT. . .

1) + NpUKa3
2) - yCTaB OpraHu3aluu
3) - IITaTHOE PaCIMCaHNe

3amanmne 3

(Boibepume eOuHcmeeHHO NPAsUIbHbLIL Omeent)
Kakue pacniopsautensHble JOKYMEHTBI MOXKeT u3faBaTh [Ipesunent Poccuiickoit @enepanyu?

1) - pacnopsKeHUs
2) + yKa3bl
3) - MOCTaHOBJICHUS

3aganmne 4

(Bvlbepume eOuHCmMeeHHO NpasUbHbLLL OMeem)
JlomKHOCTHAS MHCTPYKITUS COTPYAHHKA. . .

1) - YTBEPKAACTCS M0 YCMOTPEHUIO PYKOBOJAUTES
2) + MOJIJIEKUT YTBEPHKICHUIO
3) - HE YTBEPXKJIaeTCs

3ananmue 5

(Bvlibepume eOuHCmeeHHO NpasUIbHbLLL OMeem)
Kakoii HopMaTUBHBIN TOKYMEHT ONpeAesieT 00sS3aHHOCTH COTPYAHUKA?

1) - VYcraB npeanpusaTus
2) - [lItaTHOE pacnvcanue
3) + JloyKHOCTHAS. HHCTPYKITHS
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3amanmue 6

(Bvibepume eOuHCmMEeHHO NPABUILHBLIL OmEent)
Kaxkoii ToKyMEeHT He SIBJISIETCA Pa3HOBUIHOCTHIO KOTHU?

1) - OTITyCK
2) - TyOnmuKaT
3) + YEepPHOBUK

3aganue 7

(Bvlbepume eOuHCmeeHHO NpasuUibHbllL Omeemn)

JIOKyMEHT, BbIIaBacMblii B3aMEH YTEPSIHHOIO U UMEIOLUI CUITY IIOJJIMHHUAKA, HA3bIBACTCH. ..

1) - OTITyCK
2) - KOMUSs
3) + TyOnHuKaT

3amanue 8

(Bvlbepume eOuncmeeHHO npasuibHblil 0Omeemn)
JIOKyMeHT, OKOHYATEeIbHO OQOPMIICHHBIN U IOIMCAHHBIN, HA3BIBACTCA. . .

1) - TyOnHMKaT
2) - OTITyCK
3) + IO UTUHHUK

3aganne 9

(Bvlbepume eOuncmeeHHO npasuibHblil 0Omeent)
V3MeHeHUs 1 JTONOJTHEHUS B JIOJDKHOCTHYIO HHCTPYKITUIO BHOCSITCS. ..

1) + NPUKA30M PyKOBOAUTEIIS
2) - JIOKJIaHOM 3aIIUCKOM
3) - CIIPaBKOM COTIaCOBaHUS
3ananmue 10

3axonuume nauamoe npedﬂoofceHue OOHUM U3 mpex eapuarmoes omeema

JIoKyMeHTOOOOPOT - IBUKEHUE TOKYMEHTOB B OpraHU3allii C MOMEHTA UX CO3JaHUs JIO ...

1) - nepeayy Ha UCTIOTHEHUE
2) - 3aBEpUICHUS HCIIOJTHEHHS UM OTIIPaBKH
3) + HOJIIIMBKY B JEJI0

3anganme 11

3axonyume nauamoe npeodnodiceHue 0OHUM U3 Mpex 8apuanmos omeema
Iouamue "/lenonpouzsoocmeo"” - smo...

1) + JTOKYMEHTHUPOBAaHUE U OpraHu3anus paboTsl C TOKyMEHTaMU
2) - CUCTEeMa XpaHEHUs JOKYMEHTOB
3) - COCTaBIICHUE IOKYMEHTOB

3aganue 12

3akonuume Hauamoe npeodnodceHue OOHUM U3 MPex 8APUAHMO8 Omeema
Ilonamue "/{lokymenmuposanue" - smo...

Cucrema AOKYMCHTAaIMU, COACpIKaIasa I/IH(bOpMaLII/IIO, HGOGXOI[I/IMy}O JJIA

1) - yIpaBiIeHUS B
oIpesieIeHHOU cepe AesTeTbHOCTU
2) - JlesarenbHOCTD 1O pa3paboTKe U 0POPMIICHHIO JOKYMEHTOB
3) + 3anuchk MHGOPMAIMK Ha Pa3IMYHBIX HOCUTEIISAX 110 YCTaHOBJIECHHBIM IpaBHIaM
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3amanue 13

Omnpexnenurte, 0 KAKOM TJOKYMEHTE UJET pedb, BEIOPAB COOTBETCTBYIOILYIO IU(DPY

JIOKyMEHT, MOCITYKUBIITUH OdunmanbHbI JOKYMEHT
1) 2 HAYaJIOM PaCCMOTPEHHS 1)

OTIpeIeIEHHOT0 BOIIpOca

JIoKyMeHT, coliepKaluii NHunyatuBHBIA JOKYMEHT
2) 3 00s13aTeNIbHBIC K UCTIOTHEHUIO 2)

YKa3aHus BBIHICCTOAIINX OPraHoOB

JloxymeHT, cBefieHus1 00 aBTOpE, JIMpeKTUBHBINA IOKYMEHT
BPEMEHU U MECTE CO3JaHUs
KOTOPOT0, COJIepKalecs B
3) 1 CaMOM JJOKYMEHTE WJIH 3)
BBISIBJICHHBIE UHBIM ITyTEM,
MOJTBEPKJIAI0T JOCTOBEPHOCTH €T0
MIPOUCXOKACHUS

3ananne 14

(Bvloepume eOuHCcmeeHHO NpasuibHbllL Omeem)
Yro npeanmosiaraer OpraHu3anuoHHast (PyHKIHUS JOKYMeHTa?

C nomol1IpIo JOKyMeHTa 00ecrieunBaeTcsl BO3CHCTBIE Ha TPYIIIbI IO st

1 +
) OpraHU3alMUU KOOPAUHAIMHU UX IEATEIbHOCTH.
2) JloKyMeHT pUKCUpYET ornpeeneHHbIe (haKThl, COOBITHS, SIBICHUS MPAKTUIECKOM
UMBICIIUTEIIBHON JCATEIbHOCTH YEI0BEKA.
JlokyMeHT obecrieurBaeT CBS3U MEXIY MOApa3eeHUsIMU BHYTPH
3) IPEANPHUATHS, A TAK)KEBHEITHUE CBSA3HM IPEINPUATUSA C APYTUMHU

npeanpuiaATusIMu, OpraHu3aiuiaMu,roCy1apCTBEHHbBIMHA U MYHULIUTTIAJIbHBIMHA
opraHaMu BJIaCTH.

3aganmue 15

(Boibepume eOuHCmeeHHO NPABUTIbHBLIL OmeEent)
ITo kakuM NPU3HAKAM MOKHO KJIACCH(PUIIUPOBATH TOKYMEHT?

1) - CpencTBa TUpa)KUPOBAHUS, CPEJICTBA XPAaHEHMUsI, BUJI, opMa.

2) + [TpoucxoxaeHue, Cpok XpaHEeHUs, IITaCHOCTh, CPEACTBA (PUKCALIUH.

3) - OpranuzalvoHHbIe, pacoOpsAAUTENbHbIE, HH(OPMALIMOHHO-CIIPABOYHBIE.
3ananmue 16

(Boibepume eOuHCmeeHHO NPABUTILHYLLL OmaEent)
Ha xaxue rpynnsl pa3aejsitoTcsi JOKYMEHTBI <110 MECTY COCTABJIECHUSD?

1) - [TpocThie U COXKHBIE.
2) - CrnyxeOHble U TNYHbIE.
3) + BHyTpenHue U BHEUTHHE.

3aganmue 17

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
Yro naer yHupukauus 10KyMEHTOB 11 (pupmbl?

1) + CoxkpallieHre KOJIMYecTBa MPUMEHAEMBIX JOKYMEHTOB, TUITU3ALUIO UX (OpM.
2) - [ToBbIIeHNE KayecTBa JOKYMEHTAIMH, CHIDKEHHE TPYI0EMKOCTH €€ 00pabOoTKH.

Bbonee 3(1)(I)CKTI/IBHOC HCIIOJIb30BaHUC KOMHLIOTCpHOﬁ Y BBIUUCIUTEIbHOMN
TCXHUKU.

3) -
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3aganue 18
Onpenennre Kakoe yrBep kAeHue HCTUHHO, 2 KAKOe HeT...
1) Jloxp  CrpaHuLbl JOKYMEHTA MOXKHO HyMEpPOBAaTh Ha HU)KHEM I10JI€ JINCTA
2)  HWcruna IlocTOSHHBIN PEKBU3HUT — PEKBU3UT, HAHECCHHBIH MTPU U3TOTOBIICHUHU OJTaHKa
3) Hcruna B pacmmdpoBke NOMKUCH WHUIMAIBI BCET/Ia CTOAT 10 hamMiinu
4)  Hcruna B KoHIe 3arojioBKa K TEKCTY JIOKYMEHTA TOYKA HE CTaBUTCS

OTMeTKa 0 MOCTYILUICHUHU IMMPOCTABIIACTCA TOJIBKO HAa IIPUCBIJIACMbIX (BXO,Z[HH_[I/IX)

5)  Hcruna
JIOKYMEHTaxX
3aganue 19

(Boibepume eOuHCmMEeHHO NPABUILHBLIL OmEent)
Kaxkoit peKBU3UT HE BXOJUT B COCTAB OJlaHKa mUchma?

1) - CCBIJIKa HAa HOMEP U JaTy BXOJSIIETO JOKYMEHTA
2) + MECTO U3JaHUs
3) - CIIpaBOYHbIC JaHHBIE 00 OpraHU3aAlUN

3aganne 20

(Bvloepume eOuHcmeeHHO NpasuibHbllL 0Omeem)
Ha 6nanke cy0bexkToB PO pexkBU3UTHI 0POPMIIIOTCS:

1) - TOJILKO Ha PYCCKOM SI3bIKE
2) + Ha IBYX S3BIKaX: PYCCKOM M HAaIlHOHAJIBLHOM
3) - TOJIBKO Ha HAIlMOHAIBHOM SI3BIKE

3aganue 21

(Bvloepume eOuHCcmeeHHO NpasUbHblLL OMeem)
Jara noxymeHTa ohopmiIsieTcs:

1) - 23.12.10
2) - 23.X11.2009
3) + 23.12.2010
3ananue 22

(Boibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
MecTo n3nanus J0KyMeHTa 0(OpMIISIETCs TaK

1) + r.Koctpoma
2) - Koctpoma
3) - rop. Kocrpoma

3aganmne 23

(Boibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
3aro0BOK K TEKCTY COCTABIISIETCS K JOKyMEHTaM, OOPMIICHHBIM. . .

1) + Ha ¢popmate A4
2) - Ha ¢popmate AS
3) - Ha J11060M Qopmare

3aganue 24

(Boibepume eOuHcmeeHHO NPAsUIbHBLIL OmeEent)
OTMeTKa O MOCTYIUIEHHH 0()OPMITSETCS. ..

1) - Ha OTNPABIIIEMBIX JOKYMEHTAX

2) + Ha MOCTYNAIIIMX JOKYMEHTax
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3) - Ha BCEX JOKYMEHTaX
3aganne 25

(Bvloepume eOuHCmeeHHO NpasUbHblLL Omeem)
B kakoMm ciryuyae npaBWIbLHO 0(hopMIiIeH PeKBU3UT «OTMETKA 0 HATHYHH TMPUJIOKEHUD),
€CJIM B TEKCTE CONMPOBOIUTEIbHOIO MACHMA He YIIOMUHAJIOCH 0 TIPHJIOKEHUH ?

1) - [Ipunoxenue: Ha 6 1. B 1 3K3.

2) + [Tpunoxenue: 1. CnpaBka o coriacoBaHuM MpoekTa Ha 4 J1. B 1 9k3.
2. OT3bIB 1O IIPOEKTY Ha 2 JI. B 1 3K3.

3aganue 26

(Bvlbepume eOuHCcmeeHHO NpasuibHbllL Omeem)

IInan padorsl Texunkyma Ha 2012 — 2013 y4yeOHbIii 1o yTBepsK/JAeH peleHneM
nmexarorn4yeckoro copera. B kakom ciydae npaBmiibHo opopmiieH pekBu3ut «I'pud
YTBep:KIeHHUS JOKYMEHTa»?

YTBEPX/IEH
1) + Penrenuem neparoruueckoro coBera
Ne 14 ot 12.08.2012
YTBEPX/EH
2) - Penienue negaroruueckoro coBera
Ne 14 ot 12.08.2012 r.
YTBEPXIAIO
3) - Penrenue negaroruueckoro coBera
Ne 14 ot 12.08.2012 r.
3ananue 27
(Bvlbepume eOuncmeeHHO npasuibHblil Omeemn)
B oTcyTcTBHE PYKOBOIMTEISI MOANMCAHNE JOKYMEHTA 3aMeCTHTEIeM HJIH UCIOTHIIOIIHM
0013aHHOCTH PYKOBOJIUTEJISA:

1) i Jupexrop A.MN. Tlerpos
(monmuck ero 3ama CuzmopoBa)
2) i 3a nupektopa A.U. IlerpoB
(moamucsk ero 3amMa CumopoBa)
3) + N.O. nupexropa I'.B. Cunopos

(JIuyHAsI TOANHNCH)
3ananue 28

(Boibepume eOuHcmeeHHO NPAasUIbHbLLL Omeent)
Bymary, kakoro nBera MoKHO IPUMEHSITH PH U3rOTOBJIEHHH 0JIAHKOB:

1) + 0€eJ10ro U CBETJIBIX TOHOB
2) - TOJIEKO OEJIoTo
3) - 3aBUCHUT OT BUJa OJlaHKa
4) - 100010
3aganne 29

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
B kakue peKBU3HUTBI COCTABHOI YaCThI0 HE BXOAUT MOANUCH:

1) + azpecar

2) - rpu¢ yTBepKACHUS
3) - PE30ITIOTIHS

4) - MOAIHUCH
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3aganune 30
Onpenennre KaKkoe yTBep:KAeHHe HCTHHHO, 2 KAKOE HeT...

KOHCTaTI/IpyIOH_IaSI YaCTb TCKCTA B IIPUKA3C 110 OCHOBHOM JACATCIIBHOCTH MOXXECT

1)  Hcrtuna
OTCYTCTBOBATh

TexcT IIpyUKasa I1o OCHOBHOM JACATCIIbBHOCTU ,KaK IIpaBUJI0, COCTOUT U3 ABYX

2)  Hcruna .
qacTen

3) Hcruna PacnopsauTenbHbIe JOKYMEHTBI BCTYNAIOT B CHIIY C MOMEHTA HX MOJITHCAHHS

4)  Hcruna Penienue u3gaercs Ha OCHOBE KOJUICTHAILHOTO PYKOBOJICTBA

3aroyioBOK K TEKCTY MPHKa3a [0 OCHOBHOM AESITeIbHOCTU (hOPMYIIUPYETCS B

5)  Hcruna
POJIUTEIILHOM TaJIeXKe
3aganue 31

(Bvibepume eOuHCmMEEeHHO NPABUILHBLIL OmEent)
PacriopsimuTenbHbIN TOKYMEHT, KOTOPBIH M3/1a€TCsl HA OCHOBE €IMHOHAYAIIHS

1) + MpUKa3
2) - MIOCTAHOBJICHHE
3) - perieHue

3aganue 32

(Bvloepume eOuHCmMeeHHO NpasUIbHbLL OMeem)
PacrniopsimuTenbHbIi TOKYMEHT, KOTOPBIN M3/1a€TCsl HA OCHOBE KOJIJIETHAILHOTO
PYKOBOJICTBA

1) + perieHue
2) - pacnopspKeHHe
3) - IpHKa3

3aganue 33

(Boibepume eOuHCmeeHHO NPABUTIbHBLIL OmeEent)
B cocraB pekBH3UTOB MpHKa3a 10 OCHOBHOM JIEATETLHOCTH HE BXOJUT PEKBUZHUT

1) + rpu¢ yTBEp>KACHUs
2) - 3aroJIOBOK K TEKCTY
3) - HOMEp JJIOKYMEHTa

3aganne 34

(Bvlbepume eOuHCmMeeHHO NpasUbHbLLL OMeem)
[Tpuka3 Mo OCHOBHOM AEATEIbHOCTH MOIMUCHIBAET

1) - UCIIOJTHUTEID
2) + PYKOBOIUTEID
3) - CeKpeTapb

3aganmne 35

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmEent)
[Ipuka3 o OCHOBHO# AEATEILHOCTH O(OPMIISIOT

1) + Ha JOJKHOCTHOM OJIaHKe
2) - Ha OJaHKe KOHKPETHOTO BUA TOKyMEHTa
3) - Ha OJaHKe MUChMa
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3aganune 36

(Bvlbepume eOuHCmeeHHO NpasuibHblll 0meent)
CnoBO «IIpUKa3bIBal0» B TEKCTE MPUKa3a IO OCHOBHOM JIEATEIIBHOCTH 0(DOPMIISIOT B
CJICAYIOIIEM HAITMCAHUH

1) + [TPUKA3BIBAIO
2) - [TpukassiBaio
3) - IPUKA3bIBAIO

3aganue 37

(Bvlbepume eOuHCcmeeHHO NpasuibHbllL Omeem)
PacniopsimuTenbHas 9acTh B paCOPSHKCHUH HAYMHACTCS CIIOBOM

1) + I[MTPEJIJIAT AXO
2) - PEIIAET
3) - ITOCTAHOBJISIET
3aganue 38
Y CTaHOBHUTH COOTBETCTBUE MEXKY TEPMUHAMH U UX COJICPKAHUEM

IPaBOBOM aKT, N3aBaCMBbIii IMocranoBnenne
€IMHOJIMYHO PYKOBOJAUTEIIEM
TJIaBHBIM 00pa30M KOJUIETHAIEHOTO
OpraHa rocylapCTBeHHOTO
YIIPABJICHUS B LEJISAX Pa3pelICHUs
OIICpaTUBHBIX BOIIPOCOB

IIPaBOBOM aKT, IPUHUMAEMBIN IIpuxa3s
BBICILIUMU ¥ HEKOTOPBIMHU
LEHTPaJIbHBIMU OpraHaMu
KOJUIETMAJIBHOT'O YIIPABJICHUS B
HEJX pa3pelieHus Hanooee
BaXHBIX Y IPUHIUIHAIBHBIX 3a7a4

2) 1

[IPaBOBOM aKT, U3/1aBa€MbII Pacnopsikenue
PYKOBOAMTEINIEM, JEHCTBYIOIUM Ha
OCHOBE €IMHOHAYaJINs B LEIAX
pa3peleHns OCHOBHBIX U
OIEPATUBHBIX 33144, CTOSALIUX
nepe Opranu3auen

3) 2

[IPaBOBOM aKT, IPUHUMACMBbIN B Pemenue
KOJUIETHAJIbHOM TOPSIZIKE B LIETSAX
4) 4 paszpelieHus: Hanbosee BaXHBIX 4)
BOIIPOCOB BO BPEMS COBEIIIAHUM,
coOpaHHii U T.nI.

3aganue 39
Omnpenesnre Kakoe yTBep:KIeHNe HCTHHHO, 2 KAKOe HeT...
1)  Hcrtuna TekcT ciy)keOHOr0 MMCbMa MOXET OBITh MTPOCTHIM
2)  HWcruHa BeIIensroT mpuChUTIaeMbIe U OTIIPABISIEMBIE TTHChMa
3) Hcrmaa MakcuMallbHOE KOJMYECTBO a/IpecaToB B IMUChME - 4
4)  Hcruaa CuyxeOHOE THCHMO MOKHO 0(hopMHTh Ha hopmarte AS

5) MHcrmaa CriyxeOHOE MUCHMO MOYKET HMETh JIBE TIOIITUCH



3aganue 40

(Bvlbepume eOuHCmeeHHO NpasUbHblLL OMeem)
TekcT ciry>keOHOro MICbMa COCTABISETCS OT

1) - 2-T0 JIMIa €JUHCTBEHHOI0 YHCIIa

2) - 3-ro JIMIa MHOKECTBEHHOT'O YHCIa

3) + 1-ro auIa MHOXXECTBEHHOI'O YHCIIa
3aganne 41

(Boibepume eOuHCmMEeHHO NPABUILHBLIL OMEent)

PekBu3uT «cChIIKa Ha HOMCEDPp U AaTy BXOOALIECTO0 JOKYMCHTA» O(i)OpMJ'IﬂeTCH

1) - BO BCEX MUChMax
2) + B OTBETHBIX IMHChMaX
3) - B MHUIIMATUBHBIX MTUChMaxX

3aganue 42

(Bvlbepume eOuHCcmeeHHO npasuibHblLL 0OMeent)
B cocTaB peKBU3HTOB CIIy)KEOHOT'O TUChbMa HE BXOJUT

1) - aapecar
2) + Ha3BaHHUE BHUJA JOKYMECHTA
3) - [IOAIHUCH

3aganue 43

(Bvloepume eOuHCcmeeHHO NpasuibHbllL Omeem)
PyKOBOIUTEIIb U TIIaBHBIN OyXraJiTep MO IHCHIBAIOT

1) - HHCHMO-U3BEIICHUC
2) + rapaHTUIHOE THCHMO
3) - pPEKITaMHOE TTUCHMO

Saganue 44

(BvlOepume eOuHCmMeeHHO NpasUIbHbLL OMeem)
MaxkcuManbHbI 00BEM CITYKEOHOTO TUChMA

1) - OJ/IHa CTpaHuLa
2) - TPH CTPAHUIIBI
3) + JIBE CTPAHUIIBI

3aganue 45

(BvlOepume eOuHCmeeHHO NpasUIbHbLLL OMeemn)
[Tewatpro ypocToBepsieTcs

1) - MUCHMO-HAITOMHUHAHNE
2) + rapaHTUHHOE MUCHMO
3) - MUCHMO-TIPUTTIAIICHNE

3axanue 46

(Boibepume eOuHcmeeHHO NPAsUIbHBLIL OmeEent)
OTMeTKa 0 MOCTYIICHUH JIOKYMEHTa B OPraHU3aIlHI0 TIPOCTABIISETCS

1) - 10 YCMOTPEHHIO CEKpeTapst
2) - Ha BCEX JOKYMEHTax
3) + TOJILKO Ha TPUCHIITAEMBIX
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3aganue 47

(Bvlbepume eOuHCmeeHHO NpasUbHblLL OMeem)
B nucbMe oTMeTKa 0 MOCTYIIIICHUH TOKYMEHTA TPOCTABISICTCS

1) - B JICBOM HHYKHEM YTJIy MTOCJICHETO JINCTA JIOKYMEHTA

2) - Ha J11000M CBOOOIHOM MECTE

3) + B IIPAaBOM HWXKHEM YTJIy IIEPBOrO JIUCTA JOKYMEHTA
3aganne 48

Ipasunvhvix eapuanmos modxcem ObIMbHECKOILKO.
Kakue npu3Haku xapakTepHbI il 0JJAaHKOB /151 nucem?

1) - Hanuuue anpecHbIX TaHHBIX TPEIIpUITHS HA OJaHKe

2) + Hanuuue ormetku muia pekBusnuTa «CChlIka HA MHIEKC U AaTy BXOASILErO
JIOKYMEHTa»

3) + OrtcyTcTBUE HAa3BaHUS BUJIA JOKYMEHTA

2) i Pacrnionosxenue o0s3aTebHBIX PEKBU3UTOB 3ar0JI0OBOYHOM YaCTH TOKYMEHTA B

JICBOM BEPXHEM YTITy
3aganue 49

Tlpasunvrvix sapuanmos moicem ObIMbHECKONLKO.
Kakoii Buj 1eJ10BOro nucbMa HanpasJisieTcs apecarty AJsl 3aKJII04eHUsl C/1eJIKH ¢
yYKa3aHHeM KOHKPETHBIX YCJI0BUH caeKku?

1) - [TuceMo-moATBEpKACHNE
2) - ConpoBOaUTEIHHOE MMCHEMO
3) + [TruceMo-TipeIoKeHe
4) + JloroBopHoe nuceMo
3aganue 50

Hpaeuﬂbelx 6apuUanNoe moacem ObIMbHECKOTILKO.
ABTOpOM cnymeﬁﬂoro NUuCbMa siIBJACTCH:

1) - UCIIOJTHUTEIb, COCTABUBIIUHN JOKYMEHT

2) + JOJKHOCTHOE JIUIIO, TIOJUCABIIee JOKYMEHT

3) - UCTIOTHUTEIb, OPOPMUBIINIA JOKYMEHT

4) + OpraHu3aIys, OT UMEHH KOTOPOU OTHpPaBIsSETCS MHUCHbMO
3aganue 51

Onpe}le.JmTe KaKo0€ YTBECPKACHUEC HCTUHHO, 4 KAK0€ HET...

1) Hcruna TekcT MoKIaaHOM 3aITUCKU COACPIKUT TOJIBKO OOCTOSITEIbHOE U3JI0KEHUE
BOITpOCa

2) HcrtuHa AppecaHT B JOKJIAJHOM 3alUCKE YKA3bIBACTCS B MMCHUTEIILHOW Ma/IeKe

3) HcruHa BHYTpeHHIOIO JOKIATHYIO 3alMCKY MOIMUCHIBACT COCTABUTEIh

4) Jloxe B agpecare mokmagHOM 3aNTUCKH YKA3bIBAIOT TOIBKO (haMUITHIO

5) Jloxxp  BHyTpeHHss qoKIaaHas 3anucka opopmiisieTcss Ha OJlaHKe OpraHu3aluu

3ananne 52

(Bvibepume eOuHCmeeHHO NPABUIbHBLIL OmeEent)
BHYTpeHHIOI0 OKJIAAHYIO 3aIMCKY MOAMUCHIBAET

1) + COCTaBUTEIb
2) - PYKOBOJIUTEIb MOAPA3ACTICHUS
3) - CeKpeTaphb



3aganmne 53

(Bvlbepume eOuHCmeeHHO NpasUbHblLL OMeem)
B ckonpkux 3x3eMIusipax ohopMIISeTCs: BHEIIHSS JOKJIaTHAS 3aMUCKa

1) + B JIBYX
2) - B OJTHOM
3) - B TPEX

3ananune 54

(Boibepume eOuHCmMEeHHO NPABUILHBLIL OMEent)

PexBU3UTEI 00BICHUTEILHON 3aIMMCKH I10 MMOBOAY 00BACHEHHSA IMOCTYIIKA aHAJIOT'NMYHbI

1) + BHYTPEHHEHN JOKJIAHON 3alUCKU
2) - BHYTPEHHEH CIIpaBKU
3) - CITy)K€OHOMY MUCHMY
3aganme 55

(Bvlbepume eOuHCcmeeHHO NpasUbHbllL 0meem)
TekcT NOKIIaIHOM 3aITUCKH, KaK IMPABHIIO COCTOUT

1) - W3 OQHOH 4acTH
2) - U3 IBYX 4acTe
3) + U3 TPeX vacTeit

3aganue 56

(Bvloepume eOuHCcmeeHHO NpasuibHbllL Omeem)
B cocTaB peKBU3HTOB BHEIIHEW JOKJIAIHOW 3aITUCKU HE BXOIHUT

1) + nevarhb
2) - [MOAIINCH
3) - 3aroj0BOK K TEKCTY

3aganmue 57

Bcmasvme nponyuiernHbsle 6 meKcme cjioea

JloknaiHas 3amicKa — TOKYMEHT, aJpeCcOBaHHBIN o
KOHKPETHOW TeMe C Y TIPEIJIOKCHUSMH 110 HEH.
1) OTBeT: BBIIIECTOSAIIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJAMU
3ananne 58

Bcmasvme nponyuiernHble 6 meKcme cjioea

BruenHioro JOKJIAAHYIO 3aIMMCKY, aIPpE€COBAHHYIO B BBIIICCTOANIYIO OpTraHU3aluIo
oAU ChIBACT

1) OTBeT: PYKOBOJAUTEIb OPTaHU3AIHH
3aganue 59

Bcmasvme nponyuieénHble 6 meKcme cjioea

BHyTpeHHI010 TOKIaIHYIO 3allUCKY COCTABJISIET U MOANUCHIBAET

1) OTBeT: CcOCTaBUTEIb
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3aganune 60

Bcmasvme nponyuieHHble 6 meKcme cjioea

PexBU3UTHI BHYTPEHHEHN JOKIAHON 3aUCKHU:
- ajipecat (B 1aTeIbHOM MaJEeXKe)
- HAMMEHOBaHUE BUJA JOKYMEHTA

- TEKCT
- OTMETKa O HAIMYUH MPUIIOKEHUS (B ClIydae HEOOXOIMMOCTH )
- 1ata
1) OTBeT: HaMMEHOBAHHE CTPYKTYPHOT'O HOJIpa3AciIcHUsS
2) OTBeT: 3aroJIOBOK K TEKCTY
3) OTBeT: MNOAINUCH
4) OtBer: HOMED

3aganue 61
Omnpeaeanre Kakoe yrBep:KieHHe HCTUHHO, a2 KAKOe HeT...
1)  Hcruna JlaToit mpoTOKOIIA ABJSETCS JaTa MPOBEACHUS 3aCeIaHus
2)  Hcruna [IpoTOKOJ MOIMHMCHIBAIOT MPEICEAATENh H CEKPETaph KOICTHAIBHOTO OpraHa
3) Jloxxp B KpaTKOM IPOTOKOJIE IPUBOAATCS TEKCTHI BBICTYIIJICHUI
4)  Hecrmna B mpoTokose yKa3bIBarOTCS pe3yIbTaThl TOJIOCOBAHUS
5) Hcruna B Tekcre nmpoTokona Moxet orcyTcTBoBaTh MyHKT BBICTYIINIIN
3aganue 62

(Bvibepume eOuHcmeeHHO NPasuibHbllL Omeen)
N3 ckOMbKUX 4acTed COCTOUT TEKCT MPOTOKOJIA

1) +  IByx
2) - OJTHOH
3) - Tpex

3aganmne 63

(Bvlbepume eOuHCmMEeHHO NpasUbHbLLL OMeEem)
[TpoToKoN MOAMUCKHIBAET

1) + npejiceiaTelb U CEKpeTaph KOJUIETHAIBHOTO OpraHa
2) - PYKOBOIUTEID
3) - CeKpeTapb

3ananue 64

(Bvlibepume eOuHCmMeeHHO NpasUIbHbLL OMeem)
Kakas gacTh B cxeMe OCTPOSHHUs OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBATH

1) - CIIYIIAJU
2) +  BBICTYIIIU
3) - NOCTAHOBMJIU
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3aganue 65

(Bvlbepume eOuHCmeeHHO NpasUbHblLL OMeem)
[TpoToxos opopMIISFOT

1) - B TPEX IK3EMILISIpax
2) + B OJIHOM 3K3eMIUIsIpe
3) - B JIBYX 9K3eMIUISIpax

3aganune 66

(Boibepume eOuHCmMEeHHO NPABUILHBLIL OMEent)
Kak opopMIIsitoTcst B TEKCTE MPOTOKOJIA, TPUCYTCTBYIONIHE, €CITH UX 22 YelloBeKa

1) + [TpucyrcrBoBayn: 22 denoBeka (CIIUCOK MPUIaraeTcs)

2) [TpucyTcTBOBANIN: EPEUUCIAIOTCS (PaMUINU MPUCYTCTBYIOUINX B al(paBUTHOM
HOpsJIKE

3) - [TpucyrcTBOBamM: 22 YemoBeka

3aganune 67

Bcmaevme nponyuieéHHble 6 meKcme cjiosa

B 3aBucHMMOCTH OT IOJIHOTHI OCBEIICHUS X04a 3aceIaHus IMPOTOKOJIbI MOT'YT OBITh

u
1) OTBeT: MOIHEIE
2) OTtBet: KpaTkue

3aganue 68

Bcmaevme nponyuieéHHble 6 meKcme cjiosa

Tekct MMPOTOKOJIa COCTOUT U3 IBYX JacTew: BBOJHOMN U

1) OTBeT: OCHOBHOH
3aganmue 69

Bcmaebme nponyuieéHHble 6 meKcme cjiosa

B IIPOTOKOJIC KaXKObIN ITYHKT IIOBECTKU JHA PAaCIIMChIBACTCA (CTpOI/ITCH) 10 CXEMC:

1) OtBer: BBICTYIIMJIN
2) OtBer: IIOCTAHOBUIIA
3) Orteet: CJIVIIAJIA
3aganmne 70

Bcmasbme nponyuieéHHbsle 6 meKcme cjiosa

Ecnmu BOIIPOC HC o6cy>1<ﬂan05{ B X014 CO6paHI/I}I HJIK 3aCCaHud KOJUICTUAJIBHOI'O OpraHa, TO B
IMPOTOKOJIC IIYHKT MOXKET OTCYTCTBOBATb

1) Otser: BBICTVYIINJIN
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3aganue 71
Onpenenure Kakoe yTBepskieHue HCTUHHO, 4 KAKOe HeT...
1) Jloxxp  Hanwuue 3aKIIFOYUTENIBHON YaCTH TEKCTa akTa 00s3aTeIbHO
2)  Hcruna Yaie Bcero akThl COCTABJISIOTCS KOMHUCCHUCH
3) HcrtuHa AKT MOXET CIYXXHTh OCHOBAHHUEM JIJISl M3/IaHUS PACIIOPSIUTECIBLHOTO JOKYMEHTA
4)  HctuHa AKTBI, KaK IPaBUIIO, OUICKAT YTBEPIKICHHUIO
5) Hcrtura AKT MOXKET 0OpMIIATHCS Ha TpadapeTHOM OJIaHKe
3aganue 72

(Bvlbepume eOuHCmeeHHO NpasuibHbllL Omeemn)
Cry>xeOHBIN aKT COCTaBJISIET U MOAMUCHIBACT

1) + KOMHMCCHS
2) - PYKOBOJIUTEIb
3) - HCIIOJIHUTEITb

3aganmne 73

(Bvlbepume eOuncmeeHHO NpasuibHblll 0Omeemn)
OcHoBaHHEM JUTS U3/IaHUS KAKOTO PACTIOPSIUTEIILHOTO JOKYMEHTA MOXKET OBITh aKT

1) - Pemenue
2) - [TocTanoBieHue
3) + [Tpukas

3ananue 74

(Bvlbepume eOuHcmeeHHO npasuibHblil 0meent)
Jlatoit akTa aBiseTCs

1) + Jlata akTHBHPYEMOTO COOBITHS
2) - Jlata yTBepx)aeHUS
3) - JlaTa moamucanust
3ananue 75

(Bvlbepume eOuHCmMeeHHO NpasUIbHbLL OMeem)
B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT

1) + I'pud yrBepxaeHus
2) - I'pud cornacoBanus
3) - OtmeTka 00 HCTIOTHHUTETE

3aganue 79

(BvlOepume eOuHCmMeeHHO NpasUbHbLLL OMeEent)
B cocTaB peKBU3UTOB aKTa HE BXOJUT

1) + I'pud cornacoBanus
2) - 3aroJIoBOK K TEKCTY JOKYMEHTa
3) - I'pud yrBepxaeHus

3aganue 80

(Bvlbepume eOuHCmMeeHHO NpasUIbHbLLL OMeem)
CKOIBKO YacTel COAePKUT TEKCT aKTa

1) - JIBE
2) - OJIHY
3) + TpH
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3aganune 81

(Bvlbepume eOuHCmeeHHO NpasUbHblLL OMeem)
CrnenyeT v yKa3bIBaTh TOJDKHOCTH WICHOB KOMHCCUU TIPU OPOPMIICHUU PEKBU3HUTA
«TIOJIITUCHY

1) - Ha
2) - ITo >xenmanuto cekperaps
3) + Her

3aganue 82

(Bvlbepume eOuHCcmeeHHO NpasuibHbllL Omeem)
B ckonpkux sx3eMIuisipax opopmisercs: akT

1) - B tpex
2) + B ckonpkux HEOOXO0AMMO
3) - B gethipex

3aganue 83

(Bvlbepume eOuHCmeeHHO NpasuibHblll Omeen)
Kakas yacTh TeKCTa akTa MOKET OTCYTCTBOBATh

1) - Koncratupyrormas
2) + 3aKrounTeIbHAS
3) - BBogHas gacth

4.2. PykoBOACTBO VISl 3K3aMeHaTOpa
Kputepuu orieHuBaHUS TECTOBBIX 3a/laHUIL:
3a Kaxoe MPaBHIBLHO BBIIOJHEHHOE TECTOBOE 3a/aHue (BEpHBIA OTBET)  craBHUTCS | Oamm, 3a
HEBEPHBII OTBET - (0 6aIoB.
«5» -28-30
«y» - 24-27.

«3» -19-24
«HeynoBm» - 18 u MmeHee

IIpakTH4Yeckas 4acTh.

Kputepuu onieHuBaHMs BBITOJIHEHUS PAKTHUECKOTO 3aJJaHUS:

- 3HaHHE TEPMHHOJIOTHH

- CKOPOCTb BBINOJIHEHHE

- CIIOCOOHOCTh HECTaHIAPTHO MBICIUTh

- KOJIMYECTBO MPEUIOKEHHBIX BAPUAHTOB PEILICHUS IOCTABJIEHHON 3aJa4H.
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JIucr cornacopanus
Jlono/iHeHMsI U U3MeHEeHUs K KoMILieKTy ®OC

JlonojiHeHust U1 u3MeHeHuss K Komiuiekty ®OC Ha yueOHBbIH roj Mo AUCHUIIHHE

B xommiexkt @OC BHECEHBI CINEAYIONINE U3MEHEHUS:

Jomnonaennss n u3MeHeHus: B komriuiekte @OC 0o0CyXICHBI HA 3aceIaHUU TPEIMETHO-ITUKIOBON
KOMMCCCUHU

« » 20 r. (mpoTokoi Ne ).
[Tpencenarens TIK / /
JlonosiHeHnst U M3MeHeHHs K KoMmIuiekTy POC Ha y4eOHBIH Ioj Mo AUCHUILIHHE

B xommuiexkT @OC BHECEHBI CNEAYIONINE U3MEHEHUS:

I[OHOJ'IHCHI/ISI u u3MeHeHusd B komiuiekte ®OC O6CY)K,Z[CHBI Ha 3aCCIaHHuH HpCIlMCTHO-I_[I/IKJIOBOﬁ
KOMUCCHH

« » 20 r. (mpoTokomn No ).

[Mpencenarens ITHK / /
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