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1. TpeGoBaHus K pe3yJibTaTaM OCBOEHHSA
eJIonpou3BOACTBO U PEKUM CEKPETHOCTH

1.1 O6aacTh NpUMEHEHUsI TPOrPaAMMBbI

Peanu3anus Jleqonpou3BOACTBO M PEXUM CEKPETHOCTH, pas3fesia MpOrpaMMBbl
npodeccuonanbHoro moaynst B npenenax OIIOIl mo cnenmansHocT CIIO 40.02.02
[IpaBooxpaHuTeNbHASA JEATEIBHOCTD - SBIIAETCS YaCThbIO OCHOBHOM Mpo(hecCHOHaIbHON
oOpazoBarenbHOM nporpaMmbl B cooTBeTcTBUU ¢ DI'OC B yacTu OCBOEHUS OCHOBHOI'O
Buga  npodeccuonanbHoit  nearensHocT  (BIII):  OmneparuBHO-ciiykeOHas
JEeSTEIbHOCTh M COOTBETCTBYIOMIMX MpodeccnoHanbHbiX komnereHui (11K):

1.10 Ucnonw3zoBath B  NpOPECCHOHAIBHOW  JIESITEIbHOCTH  HOPMaTUBHBIE
IPABOBBIE aKThI U JIOKYMEHTHI 10 OOECIEYEHHIO pexuMa ceKkpeTHocTu B Poccuiickoit
denepannm.

1.11 OGecnieynBaTh 3alIUTy CBEJCHUMN, COCTABIISIIONINX IOCYIAPCTBEHHYIO TalHY,
CBeJIeHUH KOH(DUICHIIUATBFHOTO XapaKTepa U UHBIX OXPaHSIEMbIX 3aKOHOM TaiiH.

1.13 OcymiecTBIAThH CBOIO npoecCuoHaNBbHYIO NEeATEeIbHOCTD BO
B3aUMOJICHCTBUM C COTPYJAHUKAMHU HHBIX IPAaBOOXPAHUTENIBHBIX OpPraHOB, OpPraHOB
MECTHOTO CaMOYMpaBICHUs, C MPEACTABUTEISIMU OOIECTBEHHBIX OOBEAUHEHUN, C
MYHUIMOAIbHBIMA ~ OpPTaHAMH  OXpaHbl OOILIECTBEHHOrO MOPSAKA, TPYIOBBIMHU
KOJUIEKTUBAMU, TpaXkJaHaMu.

[Iporpamma  Jlenonpou3BOACTBO W PEXKUM CEKPETHOCTH MOXKET  OBbITh
UCIIOJIb30BaHa B JIOMOJHUTEIBLHOM MPO(ECCHOHATBFHOM 00pa30BaHUU (ITOBBIIIICHUE
kBaupuKkauuu ©u  OpodeccruoHardbHas — IEpPEernoAroToBka Ha  0a3e  CpeaHero
npodeccuoHanbHOTO 00pa3oBaHUsl MO OCHOBHBIM 00pa3oBaTEIbHBIM MpOrpaMmam
KOJIJIEKA).

1.2 llesn u 3aga4u— TPeOGOBaHMS K pe3yJibTAaTaM OCBOCHMUS

C 1enpl0 OBIAJICHUS YKa3aHHBIM BHJIOM HPOGECCHOHAIBHON NESITEIHbHOCTH H
COOTBETCTBYIOIIUMH TMPO(PECCHOHATLHBIMA KOMIICTCHITUSAMH OOYYaIOIMMUICS B XOJC
ocBoenust MJIK mosmxkeH:

HMeTh NPAKTUYECKUH ONbIT:

- BBINOJHEHUSI OIMEPATHUBHO-CIY)XEOHBIX 3aJlad B COOTBETCTBUM C MpoduiiemMm
JESITEIbHOCTH MPaBOOXPAHUTEILHOTO OpraHa B YCIOBHUAX PEXHUMa UYPE3BBIYANHOIO
MOJIOKEHUS, C UCTIOIB30BAaHUEM CIICIIMATIBLHON TEXHUKU, BOOPYKEHHUS, C COOJIIOACHUEM
TpeOOBaHMI 1ETONPOU3BOICTBA U PEXKUMA CEKPETHOCTH;

yMeThb:

- COCTaBJISTH CIIyKeOHbBIE TparuecKue TOKYMEHTHI;

- BbIOMpaTh M TAKTHYECKH TMPABUIBHO TNPUMEHSTh CPEICTBA CIEHUAIBHON
TEXHUKH B PAa3IMYHBIX OMNEPATUBHO-CIY>KEOHBIX CHTyalUsIX H JOKYMEHTAJIBHO
oopMIIATH 3TO TPUMEHEHNE;



2

- TMpaBWIBLHO O(QOPMIISITH M COCTaBISATH CIY>KEOHbIE JTOKYMEHTBHI, B TOM YHUCIIE
CEKpETHBIE, COIepIKAIIE CBEACHUS OTPAaHUYEHHOIO MOJIb30BaHNUS;

- BBINOJIHATH  CHOY)KeOHbIE  OO0S3aHHOCTM B CTPOTOM  COOTBETCTBUU  C
TpeOOBaHUSIMU PEKHUMaA CEKPETHOCTH;

3HATH:

- YCTAHOBJICHHBIM NOPSIAOK OPTraHU3alMM JIEJIONPOU3BOJACTBA, HCIOJIB30BAHUSA
CBEJICHUH, COAEPKAIIMXCS B TOKYMEHTAX;

- OCHOBHBIE MPABUJIA U MOPSAJOK NOATOTOBKU U 0(OPMIICHHSI TOKYMEHTOB;

- OpraHu3alMOHHO-IIPAaBOBBIE OCHOBBI pexuma CEKPETHOCTHU B
[IPaBOOXPAHUTEIIBHBIX OpraHax, IOPSAJOK OTHECEHHUsI CBEAECHHUM K IOCyJapCTBEHHOU
TaliHe, IIOPSAJOK 3aCEeKpeYMBaHHUs U PACCEKPEUYMBAHUSA HOCUTENIEM CBEICHHU,
COCTaBJIAIOIIMX T'OCYIAapCTBEHHYIO TalHy, IOPSAOK [JOIyCKa K TIOCYyAapCTBEHHOU
TaKlHe;

- IpaBWJIa TIOJB30BaHHUA M OOpaIleHHs C CEKPETHBIMH JOKYMEHTAMHU U
U3JICIIUAMU.
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IIpakTueckas padora
no TeMe: «YHH(PUKANNMSA U CTAHAAPTH3ALMS YIIPABJIEHYECKUX JOKYMEHTOB)

Lens paGoThi: OOOOIMUTE U 3aKPETUTH MOTYyUYCHHbBIE 3HAHUS 110 TEME.
MartepuanbHO-TeXHUYEeCKoe obecreueHne: KOHCIEKT, YYeOHHK, pa3laTOYHBIN
MaTepHall.

ITopsiioK BbINOJHEHUSI PA0OTHI
1. 3anucaTe HOMEp MPAKTUYECKOU PabOThl, TEMY U 1I€JIb padOThI
2. JlaTb pa3BepHyThIE OTBETHI HA CJIEIYIOIINE BOIPOCHL:
- B dewm 3axmtouaercs cyTh yHUPUKAIIu?
- s kakux uenem ciayKUT CTaHAapTU3aLus?
- Ilepeuncinre BUIbI CTAaHIAPTOB?
- Kakue yHupUUMpOBaHHBIE CHCTEMbl JOKYMEHTAallUM BKJIOYaeT B  cels
yIpaBJIeHYECKas: JOKYMEHTALMS?
- Packpoiite mnoHATHA «yHUUIUpPOBaHHAs ¢opMa JIOKYMEHTa», «PEKBU3UT
JOKYMEHTay, «(popMyJsip-o0paser.
- Uro ycranaBmuBaetr neictBytomuid ['OCT mpu odopmieHnrn oOpraHU3alMOHHO-
pacnopsAIUTEIbHON TOKYMEHTaluN?

IIpakTnueckas padora
no teMe «bJIaHKM TIOKYMEHTOB U UX BUAbI»

Henb pabGotel: HayuuThes cocTaBisiTh U 0QOPMIISTH pa3IMuHbIC BUBI OJAHKOB
cormacio ['OCT P 6.30-2003 YCJ/I. YHuduuupoBaHHasi CUCTeMa OpTraHU3aIMOHHO-
pactopsAIMTeIbHON JOKyMeHTanuu. TpeboBaHuss K OQGOPMIICHUIO PEKBU3UTOB U
Nuctpykiuu no aenonpounsBoactsy B OB/l

MarepuanbHO-TEeXHUYECKOE O0EeCleUeHHe: KOHCIEKT, Y4YeOHHUK, OJIaHKH C
LHEHTPOBAaHHBIM M YIJOBbIM pacrnosiokenruem pekBuszutoB, 'OCT P 6.30-2003 YCI.
YaudunupoBaHHas cUCTeMa OpPraHU3AMMOHHO-PACTIOPSAUTEIILHON — JOKyMEHTAIUH.
TpeboBanus k opopmiieHHIO peKBU3UTOB, MHCTpyKIHs o Aenonpon3BoAcTBy B OB/J]

IHopsiioK BbINOJHEHUS PA0OTHI

1. 3anucaTe HOMEp MpaKTUYECKON PabOThl, TEMY U 1ieJIb padoThl, No BapuaHTa.

2. O3HaKOMUTHCS C TEOPETUUECKON YACTHIO.

3. Ha ¢popmare A4 odpopmuts mossi, cornmacHo MHCTpYKIIMU 1O JI€I0NPOU3BOICTBY
B OB/[

4. Wcnone3ysl JaHHBIE KOJUIE/KA: a) COCTABUTh OJaHK TMHCbMa C YTIJIOBBIM H
IIPOJIOJIBHBIM PACTIONOKEHUEM PEKBU3UTOB; 0) COCTaBUThH OOIIMI OJaHK; B) COCTABUTH
0JIaHK KOHKPETHOTO BHJIa JIOKYMEHTA (TIPHKa3).

KoHTpoJibHBIE BOIIPOCHI
1. Yro mpencraBnser coboii dopmynsapel OPJl ¢ yrioBelM U MPOJOJIBHBIM
PACIIOI0KEHUEM ITOCTOSTHHBIX PEKBU3UTOB?
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2. Kak odopmisitorest pekBu3nTh: «HanMmeHoBaHue opranuzanun», « CripaBoYHbIC
JaHHBIE 00 OpraHu3aAIN)?

3. Uto Takoe «OJaHK TOKYMEHTa?

4. Kakue Buipl 01aHKOB BBI 3HaeTe? KakoBbl 0COOCHHOCTH UX O(OPMIICHHS ?

IIpakTnyeckasi padora
1o teme: «OcodeHHOCTH PadoOTHI ¢ OJIaHKAMM ¢ TepOOBOH CMMBOJIHKOI)

Lenp pabothl: HayuuThcst cOCTABIATh U OOPMIISITh Pa3IMYHbIE BUIbI OJIAHKOB C
repooBoii cumBosukoi corsacio 'OCT P 6.30-2003 YC/. YuuduumupoBanHas cuctema
OpraHU3alMOHHO-PACTIOPSAUTENILHON JOKYMEHTaluu. TpeboBaHus K OGOPMIICHHUIO
pekBu3UTOB U MHCTpyKIIMK 10 estonpon3BoacTBy B OB/]

MatepuanbHO-TEXHUYECKOE OOecneueHue: KOHCIEKT, Y4YeOHMK, OJIaHKH C
LIEHTPOBAaHHBIM M YIJOBbIM pacrnosnoxkenruem pekBuzutoB, 'OCT P 6.30-2003 YCII.
YHupunupoBaHHas CUCTEMa OPraHU3alMOHHO-PACTIOPSIUTENbHON  JOKYMEHTAIUH.
TpeboBanus k opopmiaeHUIO peKBU3UTOB, MHCTpyKIMsI 110 enonpou3BoacTBy B OB/JI

Ilopsinok BhINOJIHEHHS PadOTHI

1. 3anucaTe HOMEp MPAKTUYECKOU PabOThI, TEMY U I1€JIb PAOOTHI.

2. O3HaKOMUTBCS C TEOPETUYECKON YaCTHIO.

3. Ha popmare A4 odpopmuts noss, cornacHo MHCTpyKIMHU MO I€TONPOU3BOJICTBY
B OB/I;

4. Vicnionb3ysl JaHHBIE palOHHOTO OpraHa BHYTPEHHUX JIEN: a) COCTaBUTh OJIaHK
MUChMa C YTIIOBBIM PACIIOIOKEHHEM PEKBU3HUTOB; 0) COCTaBUTH OJIAHK KOHKPETHOTO
BUJIA TOKyMEHTA - PACIIOPSIKEHHUS.

KoHTpoJbHBIE BOIPOCHI
1. I'me u3roraBamBarOTCS OJaHKH C TeépOOBOI CUMBOJIMKOM | JIJIsT KOTO?
2. Kak Benercst yuet repOOBbIX O71aHKOB?
3. Kakme wuCHomb3ymT perucTparmoHHO-yYeTHbIE (GOPMBI W YTO B HHUX
yKa3bIBaeTCs?
4. Kak mpoBepsIfOT HAIM4YKE, UCTIOJIb30BAaHUE U XpaHEHUE TePOOBBIX OJIAHKOB?
5. Kak npoucxoauT yHUUTOXEHUE repOOBBIX OJIaHKOB?

IIpakTuyeckas padora
no teme: «OdopmiieHue peKBU3UTOB
OPraHU3alMOHHO-PACTIOPSAANTEIbHBIX JOKYMEHTOB)

Ilens paboOTHI: COBEPIICHCTBOBAHWE HABBIKOB COCTAaBJICHUS U O(OpMIICHUS
PEKBU3UTOB TOKYMEHTOB B cooTBeTcTBUU ¢ TpeboBanusimu 'OCT P 6.30-2003 YCU.
YuudunupoBanHas cUCTeMa OPraHU3AIMOHHO-PACTIOPSIUTENIBHON JIOKYMEHTAIIUU.

TpeboBanus k opopMICHHIO PEKBU3UTOB M WHCTpyKIMeWd MO EIONPOU3BOJCTBY B
OB/I.
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MarepuanbHo-Texaudeckoe  obecneuenne: ['OCT P 6.30-2003 VCII.
YHuduupoBanHas cHCTEMa OpPraHU3aIMOHHO-PACTIOPSAUTEIIBHON JOKYMEHTAIIUH.
TpeboBanus k opopmieHuro pekBu3nToB. MHCTpyKIus 1o aenonpou3oictey B OBJI.
Koncnekr, yaeOHUK, pa3maTouyHbIi MaTeprall - MOJIOKEHUS TadysaTopa.

IHopsaaok BeINOTHEHUs1 padoThI

1. 3anucaTe HOMEp MPAaKTUYECKON pabOThl, TEMY U 11eJIb pa0doThl, Ne BapuaHTa.

2. O3HaKOMUTBCS C TEOPETUYECKON YaCTHIO.

3. OdopmuTts noast Ha Oymare ¢popmara A4 B cooTBeTcTBUU ¢ MHCTpYyKIIMEN MO
nenonpous3BoAcTBY B OB/l (rmpyu HE0OXOAMMOCTH HMCIOJIB30BaTh BTOPOM JUCT OyMmaru
dopmara A4)

4. OpopMUTH PEKBU3UTHI, UCTIOIB3YS MPEAIOKEHHBIEC JaHHBIE.

KoHTpoJ/ibHBIE BOIPOCHI

1. Kakue Buabl pexBusutoB «I'pu¢ yrBepkaenus» u «['pu¢ corimacoBaHus Bbl
3Haere?». KakoBbl 0cOOEHHOCTH UX OhopmiIeHuUs?

2. Kak odopmisiercss pekBU3UT «OTMETKAa O HATUYMU MPUIOKEHHUS» €CIU OHO
HAa3BaHO B TEKCTE, €CJIM OHO HE YKAa3aHO B TEKCTE, €CIIM UX HECKOJIbKO, B IPUIOKEHUHU K
pacnopsaIuTEIbHOMY JOKYMEHTY?

3. Pacckaxkute 0 mpaBuiIax opOpMIICHUSI PEKBU3UTA «IIOATHUCH)?

4. Kto MoxeT ObITh B KauecTBe aapecara? Packpoiite ocoOeHHOCTH 0(OpMIICHUS
PEKBHU3HUTA «aapecaT»?

5. Kakume MeXCTpouyHblE MHTEpPBaJbl HCHOJB3YIOTCS MpuU  O0GOPMIICHUU
PEKBU3UTOB?

6. Uro mpexacrasusier coboit dopmyispsl OPJl ¢ yrioBeIM U TPOJOJIBHBIM
pPacoJIOKEHUEM PEKBU3UTOB?

IIpakTueckas padora
no reme: «OdopmiieHne Oprauu3aluOHHBIX JOKYMEHTOB)»

Ilens paboOTHI: COBEPIICHCTBOBAHWE HABBIKOB COCTAaBICHUS HW OQOPMIICHUS
OpraHU3aIMOHHBIX JOKYMEHTOB B cOOTBeTCTBUU ¢ TpeboBanusmu ['OCT P 6.30-2003
YCI. VYHuduumrpoBanHas cucremMa OpPraHU3alHOHHO-PACIIOPSIAUTEIBHON
nokyMeHTanuu. TpeOoBanusi k odopmiieHH0 pekBU3UTOB U MHCTpykuuert mo
nenonpousBoAcTBy B OB/I.

MarepunanpHo-TexHHYeckoe  obecmeuenune: ['OCT P 6.30-2003  VYC/I.
YHudunrpoBanHas cuCTeMa OPraHU3ALMOHHO-PACTIOPSIUTENBHON JTOKYMEHTALUU.
TpebGoBanus k oopmileHHIO peKBU3UTOB. MHCTpyKIus 1o faenonpou3Boiacty B OB/I.
KoHcrnekT, yuyeOHuK.

IHopsinok BeIMOIHEHNsI padOThI
1. 3ammcath HOMEpP MPAKTUIECKON PadbOTHI, TEMY U TeNIb paboThl. O3HAKOMHUTHCS
C TEOPETUYECKOU YaACTHIO.
3. OdopmuTts monst Ha 6ymare ¢popmara A4 B cooTBeTcTBUU ¢ MHCTpYKITHEH 1O
nenonpounsBoacTey B OB/I.
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4. Odgopmuts popmysap-oOpazer JOJIKHOCTHOU HHCTPYKIUH.

KoHTpoJbHBIE BOIPOCHI
1. KakoBbl 3HaueHHEe U QYHKIIUN OPraHU3allOHHO-TIPABOBBIX JOKYMEHTOB?
2. YcraB opranu3aliy v €ro CTpykKTypa?
3. Pacckaxkute 0 Ha3HAYEHUU U COAEPKAaHUU MOJIOKEHUS ?
4. KakoBbl TpeOOBaHUs K COAEPKaHUIO U 0(opMIIeHHIO HHCTpYKIuU ConeprxaHue
JNOJKHOCTHOW MHCTPYKIUU?

IIpakTnueckas padora
1o reme: «OdopmieHue pacnopsiIuTeIbHbIX JOKYMEHTOB)»

Ilenb paboThI: 3aKperieHHEe TEOPEeTUYECKUX 3HaHUW U  (GOpMHpPOBAHHUE
NPAKTUYECKUX  HABBIKOB  O(QOPMIICHUS  PACTIOPSAUTENBHBIX  JIOKYMEHTOB B
cootBercTBUM ¢ TpedoBanusamu ['OCT P 6.30-2003 YCI. YHudunupoBanHas cuctema
OpraHU3alMOHHO-PACTIOPSAUTENILHON JTIOKyMeHTaluu. TpeboBaHusi K O(OPMIICHUIO
pekBu3uTOB U MHCTpyKIMel o aenonpoun3Boactsy B OB/I.

MarepuanbHo-TexHHYeckoe  obecneuenne: ['OCT P 6.30-2003  VCII.
YuudunupoBanHas cuCTeMa OPTraHU3AIMOHHO-PACTIOPSIUTEIHPHON JTOKYMEHTAIIUU.
TpebGoBanusa Kk 0hopMIIEHHIO peKBU3UTOB. MHCTpyKImMs 1o aenonpou3Boactsy B OB/I.
Kouncnekr, yueonuk, popmysip-odpaszerr.

Ilops10K BHINOJTHEHUSI PA0OTHI
1. 3anucaTh HOMEp MPAKTUIECKOW paboThI, TEMY U 1eNb paboThl, No BapHuaHTa.
2. O3HaKOMUTBCS C TEOPETUYECKON YaCTHIO.
3. OdopmuTts nomnst Ha Oymare ¢popmara A4 B cooTBercTBUM ¢ MHCTpyKIMEH mo
nenonpousBoacTBy B OB/I.
4. OpopMUTh TOCTAHOBJICHHE, PEIICHHE, UCTIONB3YS TIPEITI0KEHHbIC JaHHbIC.

KonTpoJibHBIE BONIPOCHI
1. KakoBbI OCHOBHBIE (PYHKIIUH PACTIOPSIUTEIbHBIX TOKYMEHTOB?
2. llepeuncnure cTaany NOATOTOBKH PACTIOPSAIUTEIbHBIX JOKYMEHTOB?
3. [aWte ompeneneHue TOKyMEHTaM: IIOCTAHOBIIEHMWE, pemieHue? Jlaite wum
KPAaTKYIO XapaKTEePUCTHUKY.

IIpakTueckas padora
no teme: «CocrasiieHue u 0(popMJIeHHE PACTIOPSKEHU I

Ilenb paOoThl: 3aKpeIuIeHHE TEOPETUYECKUX 3HaHUW u  (HOpMUpOBaHHE
IPAaKTUYECKUX HABBIKOB O(OPMIICHUS PACIOPSIKEHUI B COOTBETCTBUU C TPEOOBAHUAMHU
I'oCT P 6.30-2003 VYCH. VYuudbunmupoBaHHas CHCTEMa OpPTraHU3AI[MOHHO-
paclopsiANTEeNbHON JTOKyMeHTauuu. TpeboBanuss K OGOPMIICHHIO PEKBHU3UTOB U
Nuctpykuuen o aenonpoussoactsy B OB/I.
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MarepuanbHo-Texaudeckoe  obecneuenne: ['OCT P 6.30-2003 VCII.
YHuduupoBanHas cHCTEMa OPraHU3aIMOHHO-PACTIOPSAUTEIIBHON JOKYMEHTAIIUH.
TpeboBanus k opopmieHuro pekBu3nToB. MHCTpyKIus 1o aenonpou3oictey B OBJI.
Koncnekr, yueoHuk, popmysip-odpaserr.

IHopsinok BeIMOJIHEHUsI padOThI
1. 3anucaTe HOMEp MPaKTUYECKON pabOThI, TEMY U 11eJIb padoThl, No BapuaHTa.
2. O3HaKOMUTHCS C TEOPETUUECKON YACTHIO.
3. OdopmuTs nosist Ha Oymare popmara A4 B cooTBeTcTBUU ¢ MHCTpyKIMEH 1o
nenonpousBoAcTBy B OB/I.
4. OpopMuUTh pactopsi>KeHUE, UCTIOJIb3YsI MPETIOKEHHBIE TaHHbIE.

KoHTpoJibHBIE BOIPOCHI
1. KakoBbI OCHOBHBIE (DYHKIIUU PACHIOPSATUTENBHBIX JOKYMEHTOB?
2. Ilepeuncinre cTaguy NOATOTOBKHU PACIIOPSAUTEIBHBIX TOKYMEHTOB?
3. [aiite omnpenencHUue AOKYMEHTY — PpACIOPSIKEHHUE U IEPEUHUCIUTE €ro
PEKBU3UTHL.

IIpakTnyeckasi padora
no reme: «HazHauenune u opopMiieHHE MPUKA30B 110 OCHOBHOM J1eSITEJIbHOCTH»

Ilenb paboThl: 3aKpEIUICHHE TEOPETUUECKUX 3HaHMM U (OpMUPOBaHUE
MPAKTUYECKUX HABBIKOB O(GOpMIICHHS TPUKA30B IO OCHOBHOW [IEATEIILHOCTH B
cootBercTBUM ¢ TpeboBanusamu ['OCT P 6.30-2003 YCI. YHuduuupoBanHas cuctema
OpraHU3aIMOHHO-PACTIOPSIAUTENBLHON JTIOKyMeHTanuu. TpeboBaHuss K 0GOPMICHUIO
pekBu3uTOB U MHCTpyKIMeEn o aemonpon3Boactsy B OB/I.

MarepuanbHo-TexHuueckoe  obecneuenune: ['OCT P 6.30-2003  VCII.
YuudunrpoBanHas cUCTEMa OPraHU3AIMOHHO-PACTIOPSIUTENIBHON JTOKYMEHTAIIUH.
TpebGoBanus k oopmiieHHIO peKBU3UTOB. MHCTpyKIus mo nenonpon3Boacty B OB/JI.
KoHcriekT, yueObnuk, hopmysp-oopaserr.

ITopsiiok BbINOJIHEHHUSI PA0OTHI
1. 3anucaTe HOMEp MpPaKTUYECKON pabOThl, TEMY U 11eJIb padoThl, No BapuaHTa.
2. O3HaKOMUTBCS C TEOPETUYECKON YaCTHIO.
3. OdgopmuTs nosist Ha Oymare popmara A4 B cooTBeTcTBUU ¢ MHCTpyKIMEH 1o
nenonpousBoAcTBy B OB/I.
4. OdopMuUTh NpPHUKA3 MO OCHOBHOM AESATENBHOCTH, UCIONB3YS MPEAJIOKEHHBIC
JAHHBIE.

KoHTpoJibHBIE BOIPOCHI
1. KakoBbl OCHOBHBIE (DYHKLIMU PACIIOPAIUTEIBHBIX JOKYMEHTOB?
2. Ilepeuncinre craauyu NOATOTOBKH PACIIOPSAIUTEIBHBIX JOKYMEHTOB?
3. IIpukas. [IoHsTHE M BUIIBI TPUKA30B.
4. 3HaueHue, CTPYKTYpP U COAEPKAHNUE MPUKA3a IO OCHOBHOMU JIESITEIbHOCTH?
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IIpakTuyeckas padora
no reme: «Odopmiienne HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB)»

Ilenb paOoThl: 3aKpeIUIEHWE TEOPETUYECKUX 3HAaHUHM U (HOPMUPOBAHUE
NPaKTUYECKUX HABBIKOB O(GOpMIICHHUS HH(GOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB B
cootBercTBUM ¢ TpeboBanusmu ['OCT P 6.30-2003 YCJI. YaubunupoBanHas cuctema
OpraHU3allMOHHO-PACIIOPSANTENIbHON JTOKyMeHTauuu. TpeboBaHus K O(OPMIICHHIO
pekBu3uTOB ¥ MHCTpyKmen no nemonpon3Boactsy B OB/I.

MarepunanpHOo-TexHHYeckoe  obecmeuenue: ['OCT P 6.30-2003 VYC/I.
YHudunrpoBanHasg cuCTeMa OPraHU3ALMOHHO-PACTIOPSIUTENBHON JTOKYMEHTALUU.
TpebGoBanus k oopmiieHHIO peKBU3UTOB. MHCTpyKIMs 1o nenonpou3Boactsy B OB/I.
Koncnexkr, yueoHuk, popmysip-odpaserr.

IMopsa0K BHINOJTHEHHSI PA0OTHI
1. 3anucaTh HOMEp MPAKTUYECKON pabOThI, TEMY U 11eTb Pab0ThI, Ne BapuaHTa.
2. O3HaKOMUTHCA C TEOPETUYECKON YaCTBIO.
3. OdopmuTts monst Ha 6ymare ¢opmara A4 B cooTBeTcTBUM ¢ HCTpyKIeH 1o
nenonpousBoAcTBy B OB/I.
4. OGopMUTBH TOKITATHYIO 3aTTUCKY

KoHTpoJibHBIE BOIIPOCHI
1. KakoBo 3HaueHue nH(HOpMaIMOHHO-CITPABOYHBIX IOKYMEHTOB?
2. OxapakrepusyiiTe HHPOPMAIMOHHO-CIIPABOYHBIE JIOKYMEHTBI: JOKJIaJHas
3amucKa.

IIpakTueckas padora
no reme: «Odopmiienne HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB)»

Llenb paboTBI: 3aKperyieHHE TEOPETUYECKUX 3HaHUW U  (GOPMHUpPOBAHHUE
MPAKTUYCCKUX HABBIKOB OGOpMIICHHS WH()OPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB B
cootBercTBUM ¢ TpeboBanusmu ['OCT P 6.30-2003 YC/I. YaubunupoBanHas cucrema
OpraHU3aAIMOHHO-PACTIOPSANTEILHON TOKyMEHTanuu. TpeboBaHuss K OGOPMIICHUIO
pekBu3uTOB U MHCTpyKImen no nemonpoun3Boactsy B OB/I.

MarepunanpHOo-TexHHYeckoe  obecmeuenue: [OCT P 6.30-2003 VYC/I.
YHudumupoBanHass CuUCTeMa OPTaHU3AIMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.
TpeboBanus k 0popMICHHIO PeKBU3UTOB. MHCTpyKIns 1o Aenonpon3Boactsy B OB/I.
Koncnexkr, yueoHuk, popmysip-odpaserr.

IMopsinok BeINoIHEHHsI padOThI
1. 3anucaTe HOMEp MPaKTUYECKON PabOThI, TEMY U 1Ielib paboTh, No BapuaHTa.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCThIO.
3. OdopmuTts monst Ha 6ymare ¢popmara A4 B cooTBeTcTBUU ¢ MHCTpYKITHEH 1O
nenonpounsBoacTsy B OB/I.
4. OpopMuUTh, TPOTOKOJ, aKT



KoHTpoJsbHBIE BOIPOCHI
1. KakoBo 3HaueHre HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB?
2. Oxapakrepu3yiTe HHGOPMAIIMOHHO-CIIPABOYHBIE JIOKYMEHTBI: TIPOTOKOJI, aKT.
3. Kakue TpeOoBaHus NMPEABSIBISIOT K COCTABICHUIO TPOTOKOJA?
4. 13 kakux yacTel COCTOUT MPOTOKOJI U YTO B HUX YKA3bIBAIOT?
5. KTo moamnuceiBaeT npoTOKO?
6. Kakue TpeOoBaHUS MPEABSIBISIOT K COCTABICHUIO U O(OPMIICHHIO aKTOB?

\l

. [JaiiTe onmpeneneHne JOKyMEHTY — akT. M3 Kakux 4yacTeld COCTOUT aKkT U 4YTO B
HUX YKa3bIBalOT?
8. KTo noanuceiBaeT mpoToKoJ, aKT?

IIpakTueckas padora
no reme: «CocraBiieHue 1 opopMJIeHHE CIYKEeOHBIX MHCEM»

Ilenb paboThI: 3aKperieHHEe TEOPETUYECKUX 3HaHUM U  (HOPMHUPOBAHUE
NPAKTUYECKUX HABBIKOB OQOPMIICHUS CIYKEOHBIX TIHCEM B COOTBETCTBUH C
tpeboBanuamu  ['OCT P 6.30-2003 VCJ. VYHudunupoBaHHas  CcHUCTEMa
OpraHU3aIMOHHO-PACTIOPSAUTEIILHON JTOKyMeHTaluu. TpeboBaHuss K OGOPMIICHUIO
pekBu3uTOB M MHCTpyKIMen no nenonpounsBoactsy B OB/I.

MarepunanpHOo-TexHHYeckoe  obecmeuenue: ['OCT P 6.30-2003 VYCUI.
YHuduuupoBaHHas cHUCTEMa OpPraHU3AIMOHHO-PACTIOPSAUTEIIBHON JOKYMEHTAIIUH.
TpeboBanus k opopmieHuro pekBu3uToB. MHCTpyKIus 1o aenonpou3oictsy B OB/I.
Koncnexkr, yueoHuk, popmysip-odpaserr.

IMopsaa0oK BLINOJTHEHHUSI PA0OTHI
1. 3anucaTh HOMEp MPAKTUYECKON padOThI, TEMY U 11eTh PabOThI, Ne BapuaHTa.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCTHIO.
3. OdopmuTts nomnst Ha Oymare ¢popmara A4 B cooTBeTcTBUU ¢ MHCTpYKIHEH MO
nenonpousBoAcTBy B OB/I.
4. OcTaBUTH MECTO JJI YIJIOBOTO IITaMIIA.
5. OdbopmuTh cirykeb6HOE TUCEMO

KonTpoJibHBIE BONIPOCHI
1. Yro Takoe «ciyxeOHoe mucbMo»? Ero Mecto B nepenucke opraHu3aiu?
2. Kinaccudukanus cimy>keOHbIX THCEM
3. V3 xakux 4acTel COCTOUT TEKCT MUChbMA U YTO B HUX YKa3bIBACTCA?
4. KakoBo 3HaueHue nH(HOPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB?

IIpakTnyeckasi padora
no teme: «CocraBiieHue 1 opopMJIeHNE TeJlerpaMMbl, TeJ1e()OHOTPAMMBbD)

Ilens paboTBI: 3aKpeIUICHHE TEOPETUYECKUX 3HAaHWUW W  (OPMHPOBAHUE
IPAKTUICCKUX HABBIKOB O(OpMIICHHS Telerpamm, TeiaedOoHOrpaMM B COOTBETCTBHH C
tpedoBanusmu  ['OCT P 6.30-2003 VC/HA. VYuaudunupoBaHHas  cucrema
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OpraHU3alMOHHO-PACTIOPSAUTENILHON JIOKyMeHTaluu. TpeboBaHus K OGOPMIICHUIO
pekBu3UTOB U MHCTpYyKIIMEH 110 Aenonpou3BoAcTBy B OB/I.

MarepuanbHo-Texaudeckoe  obecneuenne: ['OCT P 6.30-2003  VCII.
YuudunmpoBanHas cUCTeMa OPraHU3ANMOHHO-PACTIOPSIUTENHPHON JIOKYMEHTAIIUU.
TpebGoBanus k odhopmiieHHIO peKBU3UTOB. HCTpyKIus 1o nenonpou3Boacty B OB/I.
Koncnekr, yueoHuk, popmysip-odpaserr.

ITopsiioK BbINOJHEHUSI PA0OTHI
1. 3anucaTe HOMEp MPAaKTUYECKON pabOThl, TEMY U 11eJIb padoThl, Ne BapuaHTa.
2. O3HaKOMUTHCS C TEOPETUUECKOM YACTHIO.
3. OdopmuTs nosist Ha Oymare popmara A4 B cooTBeTCTBUU ¢ MHCTpyKIMEH 1o
nenonpousBoAcTBy B OB/I.
4. OpopMuTh TEIErpaMmy, TenedoHorpaMmy

KoHTpoJbHBIE BOIPOCHI
1. ITpaBuna ohopmiieHHs U OTIIPABKU TEJIErPaMMBbl, TPEOOBAHUS K €€ TEKCTY.
2. OcobeHHOCTH O0O3HAYEHUS B TEJErpaMMe 3HAKOB MpPENMUHAHUS, ITU(POBBIX
JTAaHHBIX.
3. [lonsiTue u conepxkanue TeaeoHOrpaMMBbl, €€ Ha3HAYCHUE U PEKBU3UTHI.

IIpakTHuyeckas padora
no teme: «CocraBjieHue U opopMiIeHHE TPUKA30B M0 JUYHOMY COCTABY)

Ileab paboTBI: 3aKpEIUICHHE TEOPETUYSCKUX 3HAHUW W (OPMHPOBAHUE
NIPAKTUYCCKUX HABBIKOB O(POPMIICHUS TPYIOBOTO JIOTOBOPA, IMYHOW KapTOUKH.

MarepuanbHo-TexHuueckoe obecneuenue: KoHcmekT, yueOHUK, (HopMymsipbi-
00pa3Iiibl TPUKA30B IO JIMYHOMY COCTaBY.

Ilopsinok BeINoIHEHHsI padOThI
1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.
2. O3HaKOMUTHCS C TEOPETUYECKOM YaCThIO.
3. Ha ocHOBaHMM HEOOXOIUMBIX TOKYMEHTOB COCTaBUTh U O(OPMUTH MPHUKA3 O
npueMe Ha padoTy, O MEPEBO/IE, YBOJIbHEHHH.

KonTpoJibHBIE BONIPOCHI
1. TTonsiTue u BUIbI MPUKA3ZOB.
2. Ilepeuncnure yHupurpoBanHsie GOpMbI TEPBUIHON YIETHOW TOKYMEHTAIIUHU IO

yUueTy Tpy/aa.
3. [Iponeypa odopmieHuUs IPUKA30B.

IIpakTHuyeckas padora
no teme: «OdopmiieHue Tpya0BOro 10roBopa, JMYHON KaPTOYKH PA0OTHHKA)

Lenb paboThl: 3aKperieHHE TEOPETUYECKUX 3HaHUW U  (OPMHpPOBAHUE
PAKTUYECKUX HABBIKOB O(POPMIIEHUS TPYIOBOr'O I0I0OBOPA, JIMYHOU KapTOUKHU.
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MarepuanbHo-TexHuueckoe obecnedenue: Koncnekr, yueOHUK, TpyaoBOMH
JIOTOBOP, JIMUHAs KapTouka — popma T-2, KOIUs TPYI0BON KHUKKH

Iopsaok BbINOJTHEHUS PadOTHI

1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.

2. O3HaKOMUTBCS C TEOPETUYECKON YaCTHIO.

3. Ha ocHOBaHMM TpyJOBOM KHMKKHM 3aIlOJHUTE TPYIOBOW JOTOBOP M JINYHYIO
kapTouky (popma T-2)

KoHnTposibHBIE BOIPOCHI

1. JInunast kapTouka pabOTHUKA: YHU(ULIHPOBaHHAs (GOpMA WU CAMOCTOSTEIBHO
paspaboTaHHas?

2. C Kakoro MOMEHTa HY>KHO BECTH JIMYHYIO KAPTOUKY paOOTHUKA

3. Kakue 1oKyMeHThI U CBEICHUSI HEOOXOAMMBI J1JIs 3aMI0JIHEHUS JINYHOW KapTOUKU
paboTHUKa

4. Kakue BUBI TOKYMEHTOB OTHOCSITCS K JOKYMEHTAIIMH 10 INYHOMY COCTaBy?

5. Kakue TpeboBaHus NPEIBSIBISIOTCS K COEPKAaHUI0 U 0QOPMIICHHUIO TPYIOBOTO
noroBopa?

IIpakTnyeckasi padora
no teme: «IloHsiTHE U CHCTEMBI PErHCTPALIUU JOKYMEHTOB»

Lenb paboThl: 3aKpeIVICeHHUE TEOPETUYECKUX 3HAaHUW W  (OPMHpPOBAHUE
OPAKTUYECKUX  HABBIKOB  O(QOpPMIIEHUS  JKypHAJ  PErucTpallud  BXOJSLIEH
KOPPECTIOHACHIUH.

MarepuanbHo-TexHHUYeckoe obecnieueHue: MHCTpyKIus Mo AeT0NpOr3BOICTBY B
OB/l. KoHcniekr, yueOHUK, )KypHaJl perUCTpaluu JOKYMEHTOB, TUCbMO

Ilopsinok BeINoIHEeHHsI padOThI
1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY H 11€7Ib PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCTHIO.
3. OdopmuTe XKypHAI PETHCTPAIIUN BXOASIICH KOPPECTIOHICHITUN
4. 3amomHute Tpadpl KypHaIa BXOASAMICH KOPPECHOHICHIIMM HAa OCHOBAHHH
BXOJSIIIETO MHUChMa

KonTpoJibHBIE BONIPOCHI
1. Kakoit o0s13aTenbHbIN COCTaB PEKBU3UTOB JIJIsl PETUCTPALIUU JOKYMEHTOB?
2. Kakue TOKyMEHTBI He IIOJIIEKAT PErucTpanuu?
3. Korna 10KyMeHTBI pEruCTpUpYIOT?
4. Kakue GpopMmbl peructpanuy NpUMEHSIOT Ha IPAKTUKE?
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IIpakTuyeckas padora
no teme: «Perucrpanusi JOKyMeHTOB Pa3HbIX OTOKOB)

Ilenb paOoThI: 3aKpeIUIEHWE TEOPETUYECKUX 3HAaHUW U (HOPMUPOBAHUE
NPaKTUYECKUX HaBBIKOB OGOPMIICHHUS >KYpPHAJOB PErHUCTPAllMU PpPa3HbIX ITOTOKOB
KOPPECIIOHICHIUY.

MarepuanbHO-TexHHYecKoe obecnieuenue: MHCTpyKIus Mo AeIONPOU3BOJICTBY B
OB/l. KoHcriekT, yueOHHUK, KypHaJIbl pETUCTPAIMU TOKYMEHTOB.

ITopsiiok BbINOJIHEHHUS PadOThI
1. 3anucaTh HOMEp MPaKTUYECKON PabOThI, TEMY U 1IeJIb PAOOTHI.
2. O3HaKOMUTHCS C TEOPETUUECKOM YACTHIO.
3. OpopmMuTh KypHaIbl pErUCTPALIUU KOPPECTIOHACHITUN
4. 3anonauTte rpadbl )KYypHAIOB PETUCTPAIIMN JOKYMEHTOB Pa3IMYHBIX MOTOKOB
HA OCHOBAaHHUH MMEIOIINUXCA TOKYMEHTOB.

KoHTpoJibHBIE BOIIPOCHI
1. Pa3ngenenne perucTpaiiOHHBIX YYETOB.
2. Kak Benercs nymepanus?
3. Kakas uadopmarius oTpakaeTcsi 0 JOKYMEHTE MPU PETUCTPALIIU?
4. Hy>XHO 71 perucTpupoBaTh NUCbMa, IpHCIaHHble N0 (akcy? Peructpupyrorcs
JIM COOOILIEHHUS, TOYYEHHBIE 110 JIEKTPOHHOM nmoyTe?

IIpakTueckas padora
no reme: «KOHTPOJIb 32 HCTIOJIHEHHEM JOKYMEHTOB)»

Llenap paOoThI: 3aKpPEIUICHUE TEOPETUUECKUX 3HAHUH TI0 TEME
MatepuanbHO-TexHHYecKkoe obecnieuenne: NHCTpyKIus 1O JeIONpPOU3BOICTBY B
OB/I, xoHCTIEKT, Y4EeOHUK.

ITopsiiok BbINOJIHEHHUSI PA0OTHI

1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.

2. O3HaKOMUTHCS ¢ TEOPETUUECKON YACTHIO.

3. JlaTh pa3BepHyTbIE OTBETHI HA BOIPOCHI:
JlaliTe onpeaeneHne «KOHTPOJIb 3a UCITOJTHEHUEM TOKYMEHTOB»? BUIbI KOHTPOJIS?
Kakue onepaiuu Bkiato4aeT B ce0st KOHTPOJIb UCTIOTHEHUS! JOKYMEHTOB?
Kaxkue cpoku ucnonnenus 6piBator? JlaiiTe KpaTkyro XapaKTepUCTHUKY.
Kak BBINOJHSAETCS OTUET 110 KOHTPOJIKO UCTIOTHEHUS TOKYMEHTOB?

IIpakTnyeckasi padora
no teme: «@opma xkypHaJa perucrpanuu sxoasmmux K/»

Ilenb paboThI: 3aKpeIUICHWE TEOPETUYECKUX 3HAaHUH ©  (HOPMHUPOBAHUE
NPaKTHYECKUX HABBIKOB O(OPMIICHHS KypHaN peructpaunu Bxoasmeit K.
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MartepuanbHo-TexHHuYeckoe obecneuenue: MHCTpyKIus Mo AeTONPOU3BOJICTBY B
OB/I, xoHCHeKT, yueOHUK, xypHai peructpaunu K], mucbmo.

Iopsaok BbINOJTHEHUS PadOTHI
1. 3anucaTe HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOM YaCThIO.
3. Odopmure xypHan peructpanuu KJI
4. 3anonuute rpadbl )KypHana peructpaiuu xoasumx K/

KoHTpoJibHbIE BOPOCHI
1. KakoBbI npuHLIMIBI KOH(DUIEHIUATBHOTO ASIONPOU3BOACTBA?
2. Kak ocymectBiusiercst nokyMeHtupoBanue KJI[?
3. Kto npucBauBaeT rpud KoHDHUACHIIMATEHOCTH?
4. Kakue ypoBHu Tpuda orpaHuueHuss pgoctyna OsiBator? Packpoiite wux
0COOEHHOCTH
5. Yro siBnsieTcss HOCUTENEeM KOHPUACHIIMAIbHONU HHpopmaIun?

IIpakTnyeckasi paéora
1o TeMe: «Y4eT UCXOAAIIMX U BHYTPEHHUX KOHPUIEHINATbHBIX TO0KYMEHTOB)

Llenb paboThl: 3aKpeIVICHHE TEOPETUYECKUX 3HaHUW W  (OPMHpPOBAHUE
IPAKTUYECKUX HABBIKOB O(POPMIIEHUS KypHaia yueTa UCXOASAMX U BHyTpeHHuX K/I.

MartepuanbHo-TexHHUYeckoe obecnieuenue: MHCTpyKIus Mo AeT0NpOr3BOICTBY B
OB/l. KoHcriekT, yueOHUK, KypHaJl pErUCTPALlUU JJOKYMEHTOB.

IMopsaa0K BHINMOJTHEHHSI PA0OTHI
1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY U 11€7b PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCTHIO.
3. Odopmute KypHaln HCXOASAIMIMX W BHYTPEHHUX KOH(PHUIACHIIMAIBHBIX
JIOKyMEHTOB.

KonTpoJibHBIE BONIPOCHI
1. Kakue Busibl KOHQUAECHIMATBHBIX JOKYMEHTOB Bbl 3HAETE?
2. Kakue stambl BKiIOYaeT B cebs paboTa ¢ KOHPHUIACHIIMATHHBIMU UCXOSIINMU
JOKYMEHTaMu ?
3. Tlopsgok yuera W perucTpalid BHYTPEHHUX JIOKYMEHTOB JUIsl CIIy»KEOHOTO
MOJIb30BaHUSI.

IIpakTueckas padora
1o teme: «@opma )KypHaJjia perucTpanuy MCXOAAIIUX U BHYTPEHHHUX
KOH(HIeHINATBHBIX IOKYMEHTOB

Ilenb paboThI: 3aKpeIUIeHWE TEOPETUYECKUX 3HAaHUKW u  (HOPMHUPOBAHUE
NPaKTHYECKUX HABBIKOB O(OPMIICHHUS KypHAJIa yueTa UucXoaamux u BHyTpenHux K/I.

MarepuanbHO-TexHHYECcKoe obecnieuenne: MHCTpyKIus MO AETONPOU3BOJICTBY B
OB/l. KoHcniekT, yueOHUK, KypHaJl pErUCTpalui JOKYMEHTOB.
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IMopsiioK BbINOJHEHUSI PA0OTHI

1. 3anucaTh HOMEp MPAKTUYECKON pabOThI, TEMY U 11€7b PAOOTHI.

2. O3HaKOMUTBCS C TEOPETUYECKON YaACTBIO.

3. Odopmure KypHan HCXOASMIMX W BHYTPEHHUX KOH(PHUACHIIMAIBHBIX
JOKYMEHTOB.

4. 3anonHute rpadbl KypHaIa UCXOMAMUX U BHYTPEHHUX KOHQPUIACHITUATHHBIX
JOKYMEHTOB.

KoHTpoJibHBIE BONIPOCHI

1. Kakue Buibl KOHQUAEHIMATBHBIX JOKYMEHTOB Bbl 3HAETE?

2. Kakue stansl BKiIoYaeT B ce0s pabora ¢ KOHGUICHIIMATbHBIMU UCXOISITUMU
JOKYMEHTaMH?

3. Kakoii nopsijok paboThl ¢ KOH(DUICHIUATBHBIMU BHYTPEHHUMH IOKYMEHTaMU?

IIpakTueckas padora
no teme: «PeskuM COXpaHHOCTH KOH(HIEHINATBHBIX IOKYMEHTOB U JIeJ»

L{eap paGoTHI: 3aKpEIICHUE TEOPETUIECKUX 3HAHUHN IO TEME.
MarepuanbHO-TeXHUYECKoe obecneyeHue: MHCTpyKIus Mo JeI0NpOU3BOJCTBY B
OB/I. Koncriekr, yueOHUK.

ITopsinoK BBINOJHEHHUSI PA0OTHI
1. 3anucaTe HOMEp MPaKTUYECKON PabOThl, TEMY U 1I€JIb PaOOTHI.
2. O3HaKOMUTHCS C TEOPETUUECKOM YACTHIO.
3. OTBETUTH HA BONPOCHI

KoHTpoJbHBIE BOIPOCHI

1. Yto BKIIIOUAET B ce0s1 «KOMMEpUecKas TaitHa»?

2. Packpoiite odTanmpl  paboThl MO  OOECHEYEHHIO  COXPAHHOCTH U
KOH(PUACHIINATLHOCTH TOKYMEHTHOW HHpOpMaIuu?

3. Kakue Bunpl rpuda orpaHudeHus 1OCTyMa BbI 3HaETE?

4. Kem npucBauBaercs rpud KOHOUIESHIIUATEHOCTH ?

5. Ha xakom OCHOBaHWUHM MTPOWCXOAUT U3MEHEHUE WK CHITHE Tpuda’?

6. Kakue BeieHHs COCTaBIISIFOT KOMMEPYECKYIO TallHy?

IIpakTuyeckas padora
no reme: «Ilopsaaok gomycka 10JKHOCTHBIX JUI rpaxaad PO
K FOCy1apCTBEHHOW TallHe»

Llenb paboThI: 3aKpPEIUICHHE TEOPETUUECKUX 3HAHUM.
MartepuanbHO-TexHHUYeckoe obecnieuenre: MHCTpyKIus Mo JAETONPOU3BOJICTBY B
OB/JI. Koncriekr, yueOHUK.

ITopsiiok BBINOJHEHHUSI PA0OTHI
1. 3anucath HOMEp MPAKTUYECKOM pabOThI, TEMY U LEIb PaOOTHI.
2. O3HaKOMUTHCS C TEOPETHUYECKON YACTHIO.
3. OTBETUTH HA BONPOCHI
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KoHnTposbHbIE BONIPOCHI
1. Kakue hopmbl Jommycka rpaxk/iad K roCyJIapCTBEHHO TaiiHe ObIBalOT?
2. Yro npenycMaTpuBaeT AOMYCK FPaKIaH K rOCYJapCTBEHHOM TaliHe?
3.Uro sBnseTcs CHOBaHWUAMH [UJIi OTKa3a TPaXIAaHUHY B JIOMYCKE K
rocyJ1apCTBEHHOM TaiiHe?
4. Kakoit mopsiok ohopMIIeHUS OMYyCcKa K TOCYAapCTBEHHON TaiiHe?

IIpakTnueckas padora
no teme: «Ilopsagok cocTtaBaeHust
U YTBeP:KIeHHUS] HOMEHKJIATYPHI e/l OPraHu3anum»

Ilenb paboThl: 3aKpeIUICHHE TEOPEeTUYECKUX 3HaHMM U (GOpMHUPOBaHUE
MPAKTUYECKUX HABBIKOB M0 0(OPMIICHUIO HOMEHKJIATYPHI JIeJ OpraHu3allvu.

MartepuanbHO-TexHHUYeckoe obecnieueHre: MHCTpyKIus Mo JAeTONpOU3BOJICTBY B
OB/I, xoHCTIEeKT, yueOHUK, pa3gaTOUYHBIA MaTepHall.

Iopsaok BeINOTHEHUST PadOTHI
1. 3anucaTe HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUUYECKOU YaACTHIO.
3. ObopMuTe HOMEHKJIATYypy M€l  CTPYKTYpPHOTO  MOJApa3JelieHUss IO
JEJIONPOU3BOACTBY
4. 3anoNHUTE HOMEHKIATYPY JIeI

KoHTpoJbHBIE BOIPOCHI
1. Uto moHMMaeTcs MoJ HOMEHKIIATYPOil 1ei?
2.Kak moxapaszmenstoTcss BUIbI  HOMEHKIATypel nen?  Jlaiite  KpaTkyro
XapaKTEpUCTUKY
3. KTo cocraBisieT, mOANUCHIBAECT U YTBEPKAAET HOMEHKIIATYPY /1€ CTPYKTYPHOTO
nojipa3iesicHus?
4. Kakue ncronb3yoT JOKYMEHTBI IPU COCTABJIEHUN HOMEHKJIATYPbI €117

IIpakTnueckas padora
no teme: «IIpaBuia popMupoBaHus pa3IMYHBIX KATETOPUil TIOKYMEHTOB B J1€J1a)

Ilenb paboThl: 3aKpEIUICHHE TEOPETUUECKUX 3HaHMM u  (OpMUPOBaHUE
MPAKTUYECKUX HABBIKOB 10 ()OPMHUPOBAHHUIO IOKYMEHTOB B JIejia

MarepuanbHO-TexHUYeckoe obecneueHre: MHCTpyKIus 1o JeI0nMpOonu3BOJICTBY B
OB/I, xoHCTIEKT, Y4eOHUK, pa3aTOUYHbIA MaTepHuall

Iopsaok BeINOTHEHUST padOTHI

1. 3anucath HOMEp MPAKTUYECKOM pabOThI, TEMY U LENb PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCTHIO.
3. ChopmMupoBaTh A€o
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KoHTpoJsbHBIE BOIPOCHI
1. [Tonsitue "(popmMupoBanue Aei», OCHOBHbIE TpeOOBaHUS
2. Packpoiite npaBmia GopMUPOBAHUS PA3TUUYHBIX KATETOPUN JTOKYMEHTOB
B JIeJIa
3. IlpaBuna odopmiieHre OOJIOKKU Jea, 3aBEPUTEIbHON HAAMKNCH; BHYTPEHHEH
ONMCH TIOKYMEHTA, JINCTA-3aMEHUTEIS U KAPTOUYKU-3aMECTUTES.
4. KakoBbl NPUHIUNBI CUCTEMATU3AUHN JOKYMEHTOB BHYTPH A€N?

IIpakTnueckas padora
no teme: «OCHOBHBIE TPeOOBaHMS, IPeAbABJIsiEMbIe K 0()OPMJIEHHIO /1€J1a»

Ilenb paboThl: 3aKpeIUICHHE TEOPEeTUYECKUX 3HaHMM U (GOpMHUPOBaHUE
MPaKTHYECKHUX HABBIKOB 110 (POPMHUPOBAHUIO JIETT

MarepuanbHO-TexXHUYeckoe obecneueHre: MHCTpyKIUs 10 JeJI0IpPOU3BOCTBY B
OB/I, KOHCHIEKT, JelIo.

Iopsok BeINOTHEHUST padOTHI
1. 3anucaTe HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCThIO.
3. OdopmuTte 00JI0KKY Je1a U BHYTPEHHIOK OMUCH

KonTpoJibHBIE BONIPOCHI
1. ITonsiTue "popmMupoBaHue Jae1», OCHOBHBIC TPEOOBAHUS
2. Packpotite npaBmia GopMHUPOBaHUS Pa3IMUHBIX KaTETOPH TOKYMEHTOB B Jiejia
3. IlpaBuna odopmiieHre OOJIOKKU J€Na, 3aBEPUTEIIbHON HAAMKNCH; BHYTPEHHEU
ONMCH JIOKYMEHTA, JINCTa-3aMEHUTEIS U KAPTOUYKU-3aMECTUTES.
4. KakoBbI NPUHIUITBI CACTEMATU3ALIMH TOKYMEHTOB BHYTPHU J€1?

IIpakTueckas padora
o teme: «IloaroroBka KOH(pUAEHIHAIBHBIX JOKYMEHTOB U €] K
YHHYTOKEHHUIO»

Lenb paboThl: 3aKpeIVICeHHWE TEOPETUYECKUX 3HAaHUW U  (OPMHpPOBAHUE
NIPAaKTUYECKNX HABBIKOB IO YHHUTOXkeHUI0 K/ m nen.

MarepuanbHO-TexHUYECcKoe obecnieueHue: MHCTpyKIus Mo AeT0NpOU3BOICTBY B
OB/, xoHcIeKT, yueOHUK, pa3aTOYHbIA MaTepual

IHopsinok BbINOIHEHHS PadOTHI

1. 3anucaTh HOMEp MPAKTUYECKON PabOThI, TEMY U II€JIb PAOOTHI.
2. O3HaKOMUTBCS C TEOPETUYECKOU YaCThIO.
3. CocTaBUTh U 3aMOJIHUTH aKT 10 YyHUUTOXEeHUI0 K/ n men
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KoHTpoJsbHBIE BOIPOCHI
1. UYro mOHMMAETCs TOJ OSKCIEePTHU30M IIEHHOCTU
JIOKYMEHTOB?
2. OcHOBHBIE (DYHKITUN IKCTISPTHON KOMUCCHH?
3. Kak gacto npoBogutcs D11/1?

KOH(l)I/I,IICHIII/IaJ'IBHLIX
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CuryanMoHHbIE 3212491

IIpakTueckas padora

3ananue 1.

®upma «3Tanon», pacnopsokenue, 14.10.20  Ne 28, MockBa, O mpoBeaeHuu
PEMOHTHBIX padoT, B cBsi3u ¢ aBapuiHBIM COCTOSIHUEM OTOMHTEIILHON CHCTEMBI B 1IEXE
Ne 3, oGs3wiBato: 1. IlpoBectu pemonTHbIe paboThl B 1exe Ne 3 OTBETCTBEHHBIM —
Ha4YaJIbHUK PEMOHTHO-TEeXHHUYecKor ciyx0bl MaxkapoB /.M., Cpok wucnogHeHus —

15.11.20 2. KouTponab 3a TMPOBEACHHUEM PEMOHTHBIX pa0OT BO3JOKUTH Ha
HavyanbHUKa 11exa Ne 3 Anronosa [O.B. Iupexrop npennpusarus JI.b. ITonos
3amanue 2.

OO011ecTBO ¢ OrpaHWYEHHOM OTBETCTBEHHOCTHIO «OammMak» (OO0 «bammaky),
pacnopspkenue 11.11.20  r. Ne 128 r. Tonpartu O 3aMeHe perucTpaliioOHHOTO 3HAKa
Ha aBroMoOmie Toyota Celica. B cBA3u ¢ miioXol 4UTaeMOCTBIO PETUCTPAIIMOHHBIX
3HakoB Ha aBromoOmine Toyota Celica, ycHoOXHsOmMEH WX HUIASHTH(PHUKAIHUIO,
Oo6s3biBato: 1. Bonutenst KpacnomekoBa E.M. odhopMuTh 3aMeHy perucTpaimoHHOTO
3Haka Ha aBToMmoOmie Toyota Celica Ne H 965 AP. 2. byxranrepa Ilatkuny B.H.
BHECTH W3MCHEHHS B JlaHHbIE OyXraaTepCKOro yd4eTa Ha OCHOBAaHUM OTMETKH B
nacropTe TPAHCIOPTHOTO cpeacTBa aBroMoOwmwis. 3. KoHTpomb 3a wucmomHeHHEM
pacropsiKeHUsl BO3JIOKUTh Ha HayajdbHUKa oOTaena obOecneuenus JlymoBa [I.A.
Hupexrop E.JI. bynka

IIpakTueckas padora

3amanue 1.

O6 obecrnieueHUH TPOTUBOIOKAPHON OE30MAaCHOCTH U YCWJIEHWU OXpaHbl B
NEePHOJ IPa3AHUYHBIX THEH. B 1ensx obecrneuenrs npoTUBONOKAPHOM 0€30MTaCHOCTH U
YCUJIEHUS OXPaHbI B IEPUOJ NTPa3IHUYHbBIX JHEW NMpHKa3biBato: [I[poBecTH TIIATEIBHYIO
yOOpKy Ha TEppUTOpPHH 3aBoja M TlepeBe3TH B Oojee Oe3omacHOE MECTO
BocrutameHsitomuecss  npeametsl  (o1B.KocenkoB HO.B.). Ilpoeputh cocrosinue
AIIEKTPOIIPOBOJIKH JIEKTPOOOOPYIOBAHUS U HE TO3JHEE, YeM 3a 2 4yaca A0 OKOHYAHUS
paboter 30 ampenst BeikIOunTh Bce pyomnbHuku (otB.IletpoB B.E.). IlpencraButhb
CIIUCOK JIHI], TPEOBIBAaHWE KOTOPBIX OOS3aTENIPHO HA 3aBOJIE¢ B TPAa3JHUYHBIC ITHU
(otB.EdppemoB B.A.). KoHTpoiap 3a UCHOJHEHMEM T[pUKa3a BO3Jaraercs Ha
3aM.HavyaJbHUKA aJIMUHUACTPATUBHO-X035IMCTBEHHOT 0 oTAena 3aBoaa Kysnenosa C.B.

3aganue 2.

O co3maHuu PUANYECKOTo jaenaprameHTa [ okazaHus KBamuuImpoBaHHON
IOpUJIMYECKON TIOMOIIM COTPYJHUKAM U TMPABOBOM TOMJICPKKU TIPU PEIICHUU
BOIIPOCOB, BO3HUKAWOIIMX B IMpollecce TPYAOBOM  JESATENbHOCTH  OOIIECTBa,
[TPUKA3BIBAIO: 1. OOpa3oBarth OpUIWYECKUAN JemapTaMeHT Ha  MpaBax
CaMOCTOSITENILHOTO  CTpyKTypHOro mnoxpazaenenus k 01.01.20 . 2. Buecrtu
COOTBETCTBYIOIIME JOIMOJHEHUSI W HM3MEHEHUS B OPraHU3ALMOHHYIO CTPYKTYypYy U
ITATHYK) YHUCJIEHHOCTb. 3. YCTAaHOBUTH CIEAYIOIIAN KOJMYECTBEHHBIA COCTAB
COTPYJHUKOB JEMAPTAMEHTA: PYKOBOJIUTEND ACMAapTaMEHTa — | IIT. €1.; 3aMEeCTUTEIb
PYKOBOAUTENSA — 2 IIT. €]I.; CIEUaNnCT 1-1 KaTeropuu — 2 WT. €1.; COCHHAIUCT 2-i
KaTeropuu — 2 IT. €.; JeJIONPOU3BOAUTENs— | MIT. e1.; cekperapb-pedepent — 1
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wT. . 4. KOHTpoJIb 3a HCIIOJHEHUEM MPHKa3a BO3J0KUTh HA 3aMECTUTEIISI TUPEKTOpA
3AO0 no nepconany B. E. Cokosnosa. ['enepanbubiii nupexrop Crapukos I1. 1.

3ananue 3.

OO0 yBenMueHWH YCTaBHOTO KamuTtajia obmiectBa. B c¢Bs3u ¢ pemenuem OO61ero
cobOpanust akiumonepoB oT 10.02.20  Ne 1 «OO0 yBenW4eHHHM YCTaBHOTO KaruTasa
oOIecTBa» U PyKOBOACTBYSCH [lojloskeHHEM O TOpsAKE yBEeTUYeHHsS (yMEHBIIICHUS)
yCTAaBHOT'O KamuTajga oOIllecTBa, yTBepkKJIeHHOM (COBETOM JIUPEKTOPOB OOIIECTBA
16.07.20__ TIPUKA3BIBAIO: 1. PykoBomuremo IOpummdeckoro otmena CBedoBY
M.M. B cpok mo 01.03.20__ wampaBuTh CBEICHHS O BHECEHWW W3MEHEHUH B YCTaB
oOmiecTBa 00 yBEIMYEHHUH pa3Mepa YCTaBHOTO KamuTana oOmiectBa B MOCKOBCKYIO
peructpaunoHHyo nanaty u HamoroByro nHcnekmuto. 2. PykoBogurento @UHaHCOBOTO
ynpasienuss OOpocumoBy H.M. B cpok go 15.03.20__  3apeructpupoBath
JIOTIOJIHUTEINIBHBIA BBITYCK akiuii B MuHucTepcTBe huHancoB Poccuiickoit denepanum.
3. KoHTponb 3a UCIOJIHEHHWEM IpPHUKa3a BO3JAracTcs Ha 3aMECTUTENS T'€HEPAIbHOTO
nupektopa obmectBa bapanosa O.H. ['eHepasibHBIN TUPEKTOP

IIpakTuyeckasi pabora

3ananue 1.

HMupexropy 3A0 «Monoaut» OcTpoBckoMy D.A. OT HayaJdbHUKA MUOHEpIareps
Kopmynosa JLII. Jlokmamnas 3anumcka. CorjacHO BalleMy MPEANMCAHUI0 MHOIO
COBMECTHO C T€XHHMKOM-cMoTputesieM JleButoBeiM P.A. 7-8 mas 20 roaa mpoBeaeH
OCMOTp >KHWJIBIX MOMELIEHUuN 0a3bl oTibixa Hamed ¢upMmbl. Bece xunble kopmyca B
yAOBIETBOPUTENIbHOM cocTosiHuu. OpaHako B kopryce Noe 1 HeoOXOAMMO BCTaBUTh
crekna, kopmyc Ne 2 crnenyer moGenuts, a B kopryce Ne 3 Hajo moaorHaTh ABEPH.
[Tocne yctpanenust 3Tux J1e(PEKTOB M COOTBETCTBYIOLIEH YOOPKH KUJIBIE MOMEIICHUS
OyIyT TPUTONHBI JUIs  TpUeMa  OTAbIXarommx. HavyanpbHUK  mHoOHepiareps
JLIT.Kopmysos. 10.05.20

3ananue 2.

PykoBoautento onepanmoHHo-KaccoBoro ynpasieHusi. K.A.KoHCTaHTMHOBY OT
Benymero cnenmnanucra KysnenoBa A.B. Jloknannas 3anucka. 01.12.20__ BBeneHa B
neiicteue uHCTpykiusa lleaTpansHoro 6anka Poccmiickoit @enepanuu Ne 234 «O06
U3MEHEHUM TOpsAJIKa OYEPEAHOCTH IUIATEKEH C PAaCUETHBIX, TEKYIIUX, OFOHKETHBIX
CUYETOB IOPUJIMYECKUX JIHID. B CBSI3U ¢ 3TUM BO3HUKIA HEOOXOAUMOCTH MEPECMOTpa
nopsanka o(opMIEHHS IUIATEXKHBIX MOPYYEHHM KIMEHTOB OaHKa, IOCKOJIBbKY
neicTBytomas (opma IUIaTEKHBIX MOPYYEHH HE IMO3BOJIAET CJIEOBAaTh yKa3aHUSAM
Nuctpykuuu. B mensix CcoOBEpIICHCTBOBaHUS MOpsaka O(GOpMIICHHS IJIATEKHBIX
JIOKYMEHTOB KJIMEHTOB OaHKa Mpoury NpouH()OPMUPOBATH KJIMEHTOB OaHKa O BBEJCHUU
B neiictBue Uucrpykuuu LlentpansHoro Oanka Poccuiickoii ®@eneparuu Ne 234 u
o0ecreuuTh X KOMUsIMHU TaHHOW HCTPYKIINK, a TakKe MPOBECTH YCTHBIA MHCTPYKTAXK
¢ kiueHTamu 6anka. Benymmuii ciennanuct A.B.Ky3nenos 25.12.20__

3ananue 3.

AKT or 18.0.20  Ne 9. HenonocraBka n3aenuii. OCHOBaHHE: MPUKA3 JUPEKTOPA
ObmectBa ot 18.06.20__ Ne 43 Komuccuss B cocraBe: Ilpeacemarens koMuccuu —
HavanbHUK otAena cHaOxenus E.II. Kapnenko Unenst xomuccun: 1. Umxenep A.P.
[TaBnoB 2.3aBenyrommi cxkiianom Ne 1 P.B. Kynpsmosa 17 uronsa 20__ roma B anpec
3aBoJia MPUOBLI MOCHUIKA C 3aBOJA-NOCTABIIMKA. [Ipy BCKPHITUH fAIlIMKA HE OKA3aJOCh
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12 (nBeHaguaTH) KOPIYCOB JJIS YaCOB MAapKH «MOJIHUSD, YUCISIIMXCA MO HaKJIaaHON
Ne9 ot 24 oxTsa06pst 20 T. KCXO/Is U3 BHIIIECU3IOKEHHOTO KOMUCCHSI TIPHIILIA K BHIBOLY.
UTto 3aBOA-TIOCTAaBIIMK JOJDKEH JOCHaTh HEJOCTAIOIIEE YHCIO KOPIIYCOB. AKT
COCTAaBJICH B TpeX dK3eMIUIsipax: 1-if — 3aBoy-mOCTaBIIUKY; 2-if — B OyXrantepuro; 3-i
— B neno. [Ipencenarens E.II. Kapnenko, Ynensi komuccuu A.P. IlaBnos, P.B.
Kynpsmosga.

3ananue 4.

3A0 «Aswuazamyacte». AkT. 02.10.20__ Ne 9. r.Yda. HMuBenrtapuzauus
JNEHEeXKHBIX cpeAcTB. OCHOBaHWE: NpUKa3 TreHepalnbHOro aupexkropa Ne 23 or
28.09.20__. CocraBieH KOMHCCHEW B cOCTaBe: IpelcenaTelb — IJIaBHBIM Oyxranrep
bopucoB O.H. unensl komuccun: s3koHomuct MBanosa M.U., cnenmanuct CamoiinoBa
B.1. B nepuog ¢ 30.09.20__ no 01.10.20___ Obuta npoBejieHa MHBEHTAPU3aLIUs HATTHYUS
JNEHEXKHBIX CpelCTB. B pe3ynprare mpoBepkH ycTaHoBIIeHO: 1. M3numkoB u HegocTaun
He oOHapyxkeHo. 2. Ilociaeanuii HOMEp NPHUXOAHOrO KaccoBoro opaepa Ne 11,
pacxoanoro Ne 23. CocTaBieH B TpeX SK3eMIUISIpax: 1-ii — reHepaIbHOMY JUPEKTOPY;
2-i1 — rmaBHOMY Oyxrantepy; 3-ii — B neno Ne 12. I[lpeacenarens. UieHbl KOMHUCCHUH.
Yr1Bepxnaro. I'enepanpubiid nupexrop B.M. @enoros.

3ananue 5.

Akt 00.00.00 Ne 00 Kpacnomap. OcHoBaHue: npuka3 aupekropa ot 09.09.20
No 99 Komuccus B coctase: Ilpencenarens lleymxen I1.A. 3amecTuTens nupexropa mno
AXUY. Ynensl komuccuu lanomnukoBa H.A. npenogaBatens (GpU3NYECKON KyJIbTYpbl
Ilerpos E.b. npenopaBatens (¢u3nueckod KyJabTypbl. OCMOTpEB CHOPTUBHBIN
WHBEHTapPh, NMPUIILIN K BBIBOAY, YTO HUKEIIEPEUNUCICHHBIH CIOPTUBHBIN UHBEHTAph: 1.
OO6pyu MacCakHBIM YTSDKEJIICHHBIM — CIIOMaH, PEMOHTY He MOIexkuT; 2.DyrOonbHas
dopma (3 KOMIUIEKTa) — MOpBaHA M BOCCTAHOBJICHUIO HE MOJJICKUT; 3. TeHHUCHBIE
Maun (80 mTyk) — nonHynu; 4.Ckakalka CKOpPOCTHas — CJIOMaHa, PEMOHTY HeE
nomiexxut; 5. Pakerka minsa HacronsHoro TeHHuca AH-800 — cmomana, peMoHTY He
MOJIIC)KUT. BplmenepeyncieH bl HHBEHTAPh MOJIEKUT cnucaHuio. lIpencenarens.
Unensl komuccuu. YTBepxkpaaro. Hupexkrop I'OY HIIO IIJDI Ne 24 E.A.MycaeBa
00.00.00

3ananue 6.

OAO «MockoBckoe peuHoe mnapoxoactBo». IIporokon. 12.10.20__ r. Ne 12.
Cosemanus npu 3amecturene MuHuctpa tpancnopra P®. Ilpencenarens — CMupHOB
H.I'. Cexperaps — Kpyrnosa A.B. npucyrctBoBanu: Anuuiikud A.B., bornanos H.®.
Cwmupuos H.I'., ITonos JI.B., llnnos JLIL. IToBectka nus: 1. O 3aBo3e necka B MOCKBY
B OCTaBIIMiics mepuoj HaBurauuu. 2. O paboTe NHUII030B U KaHaI0B MOCKBOPEIIKON
cucrembl. Cnymanm: bormanoB H.®. — wnawanpHuka oThena cHaOxeHus. Jlokian
npunaraercs. [loctanoBunu: 1.1. [IpuHATE HCUEpIIBIBAIOIME MEPHI IO O00ECIICUCHUIO
3aBo3a necka B MOCKBY B JJOTOBOpHBIX oObeMaMm. 1.2. PemuTs Bompoc ¢ moydaress
necka B MockBe 00 OTKPBITHH JIOTIOJTHUTEIbHBIX PUYAIOB BRITPY3KH necka. Ciymanu:
IToroBa JI.B. — rmaBHoro uuxeHepa. Jloknan npunaraerca. BeicTynuiui: AHUIIKUH
A.B. — HayanpHMK IUIAHOBOTO OTJAENAa — OTMETWI, 4YTO B HACTOAILIEE BpPEMI...
[ToctanoBwmm: 2.1. Kamamy wumenn MockBel obecrmeunTs paboTy IIUTIO30B
MoCKBOpEIKOH CHCTEMBI MO MPOIMYCKY CYIOB B YCTaHOBJIEHHBIE CPOKU 10 S5 HOSOps
tekymiero rojga. 2.2. K 20 okTsa0ps pa3paboTarb MEpPONPUATUS [0 MOATOTOBKE
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MoCKBOpEIKON CUCTEMBI IS MPOJOJIKEHUSI pabOoThI Tociie 5 HOSOps TEKYyIIEero Troja.
[Ipencenarens. CexpeTaps.

3amanue 7.

HaunmenoBanne yupexaenusi. [Ipotokon. 00.00.00 Ne 00. Mecto cocTtaBieHus.
I'pud yrBepkmenms. 3aroJoBOK (HAMMEHOBaHWE  KOJUICTHAIBHOTO  OpraHa).
IIpencenarens — N.O. ®amunusa. Cekperapp — N.O. @amunus. [IpucyrcroBanu: 00
YEeJIOBEK PETHCTPAIIMOHHBIN JUCT MpHIaraeTcsl) €ciu MNPUCYTCTBYIOUIUX Mayio, TO
YKa3blBAIOT WX HHULMATBI W (Qamuiun. CoOmroneHue andaButa HEOOA3aTENBHO.
IToBectka aus: 1. OCHOBHOM BONpPOC MOBECTKH IS ((POpMYIIMPYETCS] B UMEHUTEIBHOM
nanexe) Joxnagunk A.B. BacunbeB. 2. BTopoif mo Ba)XKHOCTH BOMPOC MOBECTKH. 1.
Cnymanu: BacunseB A.J[. — KpaTkoe WM TOJHOE M3JOKEHHUE COJIEpPKaHUS
BoicTyIuieHus. Boeictynunu: Koposne O.C. — u3oXeHHE cOJep)KaHUs BBICTYIUICHUS
uin Bormpoca. MummH A.B. — H310)KeHHE COAEpKAHUS BBICTYIUICHHS WM BOIPOCA.
[TocranoBwm: 1.1. Coxmepkanue nmyHKTa nevartaerca depe3 1,5 uHTepBana. Kaxnabiid
HOBBIM IMyHKT Mevaraercs oT 1-ro nonoxxkenus tadymnstopa. 1.2. Conepkanue BTOPOTo u
MOCIIEYIONINX MYHKTOB O0QOpMIISIIOT Tak ke Kak U myHKT 1.1. 2. Caymanu ['ypckuit
A.M. — kpaTkoe WM TOJHOE H3JIOKEHUE COAEPkKAHUS BBICTYIUICHUS. BpicTynuiu:
MycnunaoB ['.®. — U310KEHUE COAEPIKAHUSA BBICTYILICHUS WK Bompoca. [loctanoBumnu:
2.1. Copmepxxanue TYHKTOB OGOpMIIIETCS TaK € Kak W B TEPBOM pasJede.
[Ipencenarens. Cekperapb. B geno Ne 00-0. [lata. N.O0.@amunus

3ananue 8.

00O «Ipuop». IIporokon obmero cobpanusi akuuonepo 17.01.20  Ne 1.
Kpacuonap IlIpencematens  CutrnukoB A.B.  Cekperapp  WrnareeBa  H.II.
npucyrctBoBasin akuuoHepel OOO «IIpuop» - 146 akumoHEpoB, BIAJCIOIIKME B
coBokymnHoctu 90% akiuii, AarOMUX MPAaBO y4acTBOBaTh B TojiocoBaHuM. [loBecTka
masi: 1. O6 yBenmmuenun ycraBHoro kanutana OOO «IIpuop». Caymamu: C
NpenjokeHneM 00 YBEJNMYEHUH YCTaBHOro kanutana OOmiecTBa JOKIAAuUK —
npe3ugeHT O6mectBa @uiaroB B.H. IlocraHoBuinu: yBETWYHUTH YCTaBHOM KamuTal
obmecta Ha 1000 000 (ogun MuuMoH) pyOseit. ['omocoBanu «3a» - 145 ron0coB,
«mpoTtuBy - 0 TOJI0COB, «BO3AepkaIuch» - 1 ronoc. [lpencenarens. Cexkperapb. B neno
Ne 36/7.17.01.20__. CaBenneBa I'.T".

IIpakTuyeckas padbora

3ananue 1.

Cocraspre nucemo — npurnamenue Ne 544 or 10.07.20 o ci1. JaHHBIM:

WNHCTUTYT TOYHBIX MPUOOPOB MOCHUIAET MUCHBMO — MPUIJIALIEHUE JUPEKTOPY
HHUN «IIpomereir» Konctantuny CepreeBudy C MPUIVIAIIEHUEM IIOCETUTH
MEXIYHApPOJHYIO CHEUUAIM3UPOBAHHYIO BBICTABKY «DKOHOMHUS MATEPHAIBHBIX U
TOIUINBHO—HEPIE€TUUECKUX PECYPCOB B CTPOUTEIBCTBE U  MHPOMBIIUIEHHOCTI.
BricraBka cocroutrcsa B . MOCKBa B NMaBWJIbOHE BBICTAaBOYHOTO IIeHTpa Ha KpacHou
[Ipecne 18 aBrycra 20 rozxa ¢ 9.00 no 20.00. Aapec HHCTUTYTa TOYHBIX MPUOOPOB T.
Mocksa yiu. IlnexanoBa 36, Ten. 237-87-77. JIupeKTOp MHCTUTYTa TOYHBIX MPUOOPOB
C.K. Ceprees.

3amanue 2.
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CocrtaBbte rapantuitHoe ucbMo Ne 589 ot 23.09.20 1o cieayromum JaHHbIM:

000 «Mur» rapantupyer AO «BocTopr» oTrpy3Ky akKyMyJIsTOPHBIX Oarapei
Ha cymmy 324000 (Tpucta aBaauarth yetbipe Thicsun) pyosei 00 koreek B TeUeHUE 2-X
HEJIEIb C MOMEHTA MOCTYIUJIEHUS ICHEKHBIX CPEACTB HA PACUETHBIMN CUET.

Anpec OOO «Mur» r. Mocksa yi. Canosas 36, ten. 237-87-87. Iupexrop OOO
«Mur» M. K.Makcumos.

3ananue 3.

Buemneroprooe oobennHenue «3amyacteakcnopt» 350048 r.Anama, yin.Po3bl
JIrokcemOypr, o 145, ten.2-65-89, daxc 2-65-90, p/c 402589632145 bank Poccu mo
Kpacnogapckomy kparo, MHH/KIIIT 2312053918/232526289. 29.04.2009 Ne 02/03-45.
3aMEeCTUTENI0 HadaJbHUKA OTHEJda BHEIIHEOIKOHOMHUECKOH nearenbHocTH OAO
«VxeBckuii  paauoszaBon» IlerpoBy JILA. OO opraHuzauum COTPYJHUYECTBA.
[TonTBepknato nmomydenue Bamero dakca ot 17.04.20__, B kotropoMm BbI nipearaere
COTPYJHHYECTBO B MOMCKE 3apyOekKHBIX MAPTHEPOB AJIA MOCTABOK MPOAYKIIMH 3aBOJa
HAa MEXIyHapoJIHbIH PBIHOK. PekilamMHble MaTepHalbl W NIpalc-IUCThl HaMu 0
HACTOSLIETO BPEMEHHU HE  TOJYYECHBL. Bremneroprosoe oOBbeIMHEHNE
«3am4acTb3KCIOPT» pabOTAaET B KaueCTBE MAPKETUHIOBOTO MapTHEpa Ha BO3ME3THOM
OCHOBE C pAJIOM Npeanpusatuil Poccuu, UMs peann3anuio UX MNpOAyKIHUH Ha BHEIIHHX
PBIHKaxX Ha YCIIOBHUSIX OTIEJBHBIX JOTOBOPOB-NopyuYeHHil. B cinyuae Bamero cornacus
Ha OpraHu3aldi0 COTPYJHUYECTBA HA BO3ME3IHON ocHOBe O0bheuHeHne HanpaBuT Bam
IPOEKT JIOTOBOpAa C YyKa3aHUEM CTOMMOCTH MApPKETHHIOBBIX paboOT, KoTopas
pPacCUUTHIBAECTCS MCXOJISI U3 CTOMMOCTHM W CHEeUM(PUKU UX BhIMOJHEHHS. HadanbHuk
otnena crpareruyeckoro mapketunra B.H.Moxog. I'pedbennukoB [.A. 2-65-91. B geno
Ne 24.03.05.20 . Haram6ena T.H.

3amanue 4.

3A0 «Mosnonut» npocniekT Mupa, 45, Mocksa, Poccust, 129110 Ten.280-16-32,
dakc 288-01-03, 10.05.20  Ne 19, Ha Ne 6-39-48 or 29.04.20 . O mnepenaue
JToKyMeHTaruu, YBaxaeMmblii bopuc IlerpoBuu! Ha Bam 3ampoc cooOmiaem, 4To B
Havasie WIOHS ThaBHbIM uHXeHep 3A0 «Monomut» CwmepnoB A.D. Oyaer Ha
oTpaciieBoM coBemannu. CMmepioB A.@D. nepenact BaM KOMUIO BCEH TOKYMEHTAIlUHU Ha
COBMECTHOE HCIOJIb30BAHUE CPEJCTB MJI CTPOUTEIBCTBA CKIIQJCKOrO KOMILIEKCAa W
JACT KOHCYJIBTALUIO IO TEM BOMPOCAM, KOTOPBIE MOTYT Y Bac BO3HUKHYTh B MPOIECCE
O3HAKOMJIEHUSI C COOTBETCTBYKOIIMMH JOKyMeHTamu. [lupexkrop 3A0 «Monomur»
HaymoB WM.U. llsetxoBa 281-36-48. Jupektopy 3AO0 «Motop» b.I1.Knumosy,
yn.benosepckas, 1.12, Mocksa, 127014

3amanue 5.

CocraBbre uHpopmarmonHoe nucbkMo Ne 59 ot 12.09.20  mo cienyroumm
JTaHHBIM: MOCKOBCKUN moJiurpaduueckuii TEXHUKYM COOOIIAET AUPEKTOPY MIKOJIBI No
12 B.C. AHTOHOBOII O TOM, YTO B HOBOM Y4Y€OHOM TOJy TEXHHUKYM OTKpPBIBAET JiBa
HOBBIX (akynbTeTa: Jlazepusle TexHonoruu B nonurpaduu, IOpunnueckuii. [IpaBuna
npuema obOmme st BceX. Aapec MoCKOBCKOro monurpaduyeckoro TEXHHKyma T.
Mocksa yi. Mupa 86, Ten. 337-87-87. lupextop Texaukyma M.C.lrnarbeBa.
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IIpakTueckas padora

3amanue 1.

Tenerpamma, cpounas ExatepunOypr coro3 BopoHuHy npoluly NpuHATh CPOUYHBIE
MEpbl OTrpy3Ke MPUOOPOB KOHTPAKTY TYK JaTy OTIPY3KH MPOLIy COOOIIUTH
nonoyiHuTeNnbHO TuK Jloponun 45 nupekrtop 3aBoga M.IL. opouun M.B. 123456,
IIckoB, Panuozasox. 2010.20

3anaHue 2.

CraBponosibckuil xnebokomounar. Tenerpammel. 36. Tenerpadupyiite pe3yabrat
BbIOOpa (poHIa MHMKKHM TepBoro kBaptana. l'ogoBukoB. 02.03.20__ Ps3aHb, HOBBII
npocnekT, 31. 3A0 «Xnebd». MLIL. I'enepanbhubiil nupexkrop A.M.IletyxoB

3amanue 3.
Tenerpamma. Tiomenb. Komcomonbekas 12. I'maBcuOpomctpoit. BoskoBy.
Coo0mute BBITIOJIHEHUE TiaHa BTOPOTO KBapTasia CTPOUTEIBCTBY

He(drenepepadarpiBaromiero 3apojaa. 456. Kynprokon. 105282. Mocksa. IlerpoBka, 14.
MuHnucTepcTBO cTpoutenbeTBa. 3amecturesb MuHucTpa C.C.Kymarokos. 12.10.20__

3ananue 4.

Cpounas. Tenerpamma Ilen3a. Hckpa. 1257 I'py3 crTpoutenscTtBa OOBEKTa
OTIPABIIEH CaMOJIETOM BTOporo ¢eBpans Tuk moaTrBepaute noiaydenne ComoB 197.
MunmonTaxcnenctpoit. 107456 Mockpa CanoBoe KoJibilo, 12. 3aMecTuTe b MUHUCTPA
Comos I1.JI. 29.10.20

3ananue 5.

AO «Crpoiicepuc» mnepenana — cekperapb @ponosa 123-34-45, Tupexropy AO
«Dopym» mnpuHsiaa — cekperapp KpsimoBa 345-56-67 12.15. Tenedonorpamma.
12.12.20 _ Ne 12. IIpoury npuOBbITh Ha COBEIIAHUE IO BOIMPOCY (PUHAHCHUPOBAHUS
KOMIUIEKCHOTO KalUTAJIBHOTO peMOHTa oO0bekTa yi.JlaBoukuHa, .23, KOTOpoOE
coctoutcs 14.12.20 B 9.00 B aktoBOM 3ane. {upexrop 1.B.Komapos

3aganue 6.

Komnemx Ne 19 nmepenana — cexperapp Tpowurkast 129-03-66. Jlupexktopy HIKOIbI
Ne 520 mpunsima — cekperaps 3yeBa 129-52-87 12.30. Tenedonorpamma 14.11.20
Ne 18. 17 nHosOpss 208 B 15.30 B akTOBOM 3ajie KOJUIEI)Ka COCTOHMTCS COBCIIAHHE
TUpeKTOpoB 1Ko CeBacTOMoNbCKOr0 pailoHa Mo Bompocy mpodopueHTauuu. Anpec
yamnuiia: CeBactononbckuit mpoctekT 1.1 1a. lupexrop komtemka. Hukudopos E. .
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Bonpocsl 1151 CaMOKOHTPOJISA

1. B dyewm 3akitouaercs CyTh YHU(PUKALUUA U CTAaHIAPTU3ALUHN?
2. Packpoiite moHsATHS «yHU(DHUIIMpOBaHHAS (GopMa TOKYMEHTA», «PEKBH3UT
JTOKyMEHTa», «(OopMyJIsip-00paszern.
3. Uro  ycranaBmuBaer  geuctBytomuid ['OCT  nmpu  odopmieHuun
OpPraHU3allMOHHO-PACHOPSIANTEIBHON TOKYMEHTAUN?
4. Yro npencrasiser coboir ¢opmyinsipel OPJl ¢ yriaoBelM UM IPOJOJIBHBIM
pPacnoioKEHUEM MOCTOSHHBIX PEKBU3UTOB?
5. Uro Takoe «OmaHK JoKyMeHTa»? Buapl OJ1aHKOB
6. Kakue Bunpl pexBuszutoB «I'pud yrBepxaeHus» u «['pud cormacoBaHus Bb
3Haete?». KakoBbl 0coOeHHOCTH X 0hopmIIeHUs?
7. Kro wMoxer ObITb B KauecTBe ajapecara? PackpoiiTe 0COOEHHOCTH
o(opMIIEHUSI PEKBU3UTA «aJipecaT»?
8. Kakume MeXCTpouHBIE UWHTEpBaJIbl HUCIHOJIB3YIOTCS Npu  0hOpMIICHUU
PEKBU3UTOB?
9. KakoBbl 3HaueHHE U (DYHKIIMN OPTaHU3AIMOHHO-TIPABOBBIX IOKYMEHTOB?
10. VYcraB opraHuzamnuu 1 €ro CTpykrypa’?
11. PacckaxuTe 0 Ha3HAUYECHHUH U COJICPKAHUU MOJI0KEHUSA?
12. KakoBbl TpeOoBaHHS K COJACPXKAHUI0O H O(DOPMIECHUIO HMHCTPYKIIHUH,
JTOJ>KHOCTHOW UHCTPYKIUU?
13. KakoBbl 0CHOBHBIE (YHKIIUU PACTIOPSIUTEIHHBIX JOKYMEHTOB?
14. Tlepeuncnute CTaAUU MOATOTOBKH PACTIOPSIUTEIIBHBIX JOKYMEHTOB?
15. JlaiiTe XapaKTEpUCTUKY PACTIOPSAUTEIBHBIM JOKYMEHTaM
16. KakoBo 3HaueHue HHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTORB?
17. Kparkas xapakrepucTuka HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
18. Yro Takoe «cmyxxeOHoe muchMo»? Ero Mecto B mepenucke opraHu3aiim?
19. Knaccudukanus cimykeOHBIX THCEM
20. Jluuynas kaprouka ¢opma T-2. 3. Kakue 10KyMEHTHI M CBEICHHSI HEOOXOTUMBI
JUTSI 3aTIOJTHCHUS TMIHOM KapTOYKU PabOTHUKA
21. Kakwue BUABI JOKYMEHTOB OTHOCSTCS K JOKyMEHTAITUH TI0 TUYHOMY COCTaBy?
22. Kakwe TpeOOBaHMS TPEABSIBISAIOTCS K COICPKAHUIO UM O(OPMIICHUIO
TPYZIOBOIO 10roBopa?
23. Kakwue TOKyMEHTHI HE MOJIeKAT PETUCTPAIlin?
24. Kaxkue (popMBbI perucTpanuy NIpUMEHSIOT Ha TPAKTHKE?
25. JlaiTe ompejaeneHUE «KOHTPOJIb 3a MCIOJHEHUEM JOKYMEHTOB»? Bubl
KOHTPOJIS?
26. Kakue cpoku ucrnonHenus ObiBatoT? JlaliTe KpaTKyto XapakTepUCTHKY .
27. KakoBbl MPUHIUIIEI KOHPUACHIIMAIBHOTO JEIOMPOU3BOICTBA?
28. Kak ocymectBisercs nokymentupoanue KJ1?
29. Kakwe ypoBHHM rpuda orpanuueHus goctyna ObiBaioT? Packpoiite wux
0COOEHHOCTH
30. Kaxkue Buabl KOHPHUACHINATHHBIX JOKYMEHTOB BbI 3HaeTE?
31. Kakwe aTambl BKIIOYAET B ce0s1 paboTa ¢ KOHPUACHITNATBHBIMUA UCXOISIIIIAMHA
JOKYMEHTaMU?
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32. Kakoii mopsgok  paboTel € KOH(PUISHIHMAIbHBIMM  BHYTPEHHUMH
JOKYMEHTaMu ?

33. Uro BkiItOUYaAET B ce0Osl «<koMMepUecKas TaiiHay?

34. Packpoiite  srtambl  pabOTBl MO  O0OECIEUEHHUI0  COXPAHHOCTH |
KOH(PUACHIINATLHOCTH TOKYMEHTHOW HHGOpMaIuu?

35. Kakwue Buabl rpuda orpaHHueHUs JOCTYIIa BBl 3HaeTe?

36. Kewm mpucauBaetcs rpud KOHPUACHINATHLHOCTH?

37. Ha xakoM OCHOBaHWH MPOUCXOIUT U3MEHEHHE WU CHATHE Tpuda?

38. Kakue BeAcHUS COCTABIISIIOT KOMMEPYECKYIO TaitHy?

39. Kakue popmsel gomycka rpaxaaH K ToCyJapCTBEHHOM TaiiHe ObIBAIOT?

40. Yro npemycMaTpuBaeT JOIMYCK rpaxaaH K rOCy1apCTBEHHOMN TaliHe?

41. Yrto sABIAETCS CHOBAaHWUSAMH JJIS OTKaza TpaXJAaHUHY B JIOMyCKE K
rocyapCTBEHHOM TaitHe?

42. Kaxkoii nopsgok ohopMiIeHHUS TOMyCKa K TOCYIapCTBEHHOM TaifHe?

43. Yto moHUMAETCS MOJ] HOMEHKIATYpOu Jien?

44, Kak mnoxapaslnensitorcss BUIAbI HOMEHKIATypel naen? [laiite KpaTkyro
XapaKTEPUCTHUKY.

45. Kto cocTaBisieT, MOMAMKWCHIBAET ¥ YTBEPXKJIAeT HOMEHKIATYPY JeJ
CTPYKTYPHOTO TIOJIpa3/ICICHIS ?

46. Kakue UCTIONB3YIOT TOKYMEHTHI MPY COCTABICHUH HOMEHKJIATYPHI 7

47. llonstue "popmupoBaHue €1, OCHOBHbIE TPEOOBAHUS

48. PackpoiiTe mpaBmwia (GOPMHPOBAHUS PA3TUYHBIX KATETOPHH TOKYMEHTOB B
nena.

49. TlpaBuna opopmieHue 00J0XKKH Jena, 3aBEepUTEIHLHON HAAMKUCH; BHYTPEHHEH
OIKCH JIOKYMEHTA, JINCTA-3aMCHUTEIIS U KapTOYKH-3aMECTHTEIIA.

50. KakoBbl IPUHIUIIBI CUCTEMATU3AIUU JOKYMEHTOB BHYTPH /€77

51. Tlonsrue "dhopmupoBaHue aem», OCHOBHbIC TPeOOBaHUS

52. Packpoiite npaBuia (GOpMUPOBAHUS PANTHYHBIX KATETOPUM JOKYMEHTOB B
nena

53. TlpaBwmia opopmieHne 00T0XKKH Jenna, 3aBEPUTEITHHON HAAMKICH; BHYTPCHHEH
OTIHCH IOKYMEHTA, JINCTA-3aMEHUTEISI U KAPTOYKH-3aMECTHTEIIS.

54. KakoBbl MPUHIHUIBI CUCTEMATU3AIUU JOKYMEHTOB BHYTpPHU J1e7?

55. UYto moHUMAaETCs 101 HOMEHKJIATypoit j1en?

56. Kak mompasmensiorcs BUABI HOMEHKIATyphl nen? Jlalite KpaTKyro
XapaKTEPUCTHKY

57. Kto cocraBmsieT, TOJANMUCHIBACT M YTBEPXKIACT HOMCHKIATYpPY JeI
CTPYKTYPHOTO TIOJIpa3/ICICHHS ?

58. Kakwue HCTOIB3YIOT TOKYMEHTHI IIPH COCTABJICHHH HOMEHKIIATYPBI 7

59. Tlonsrue "dhopmupoBaHue aem», OCHOBHbIC TPEOOBAHMS.

60. Packpoiite mpaBuna (GopMHUPOBAHUS PA3NTHYHBIX KATETOPHA JOKYMEHTOB B
nena.

61. IIpaBuna odopmieHue 00I0KKHU [ea, 3aBEPUTEIHHON HAINCH; BHYTPEHHEH
OTIHCH IOKYMEHTA, JINCTA-3aMEHUTEIISI U KAPTOYKH-3aMECTHTEIIS.

62. KakoBbI MPUHITUIIEI CHCTEMATHU3AIUU JOKYMEHTOB BHYTPH JI€JT?

63. Tlonstue "dhopmupoBanue aem», OCHOBHBIC TPEOOBAHMUS.
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64. Packpoiite npaBuia GOpMHUPOBAHUS PATHYHBIX KATErOPUM JOKYMEHTOB B
nena.

65. IlpaBuia oopmieHune o0J0KKH Jeia, 3aBEPUTEIHLHON HAAMKUCH; BHYTPEHHEH
OTHCH JIOKYMEHTA, JINCTA-3aMEHUTEISI U KAPTOYKU-3aMECTUTEIIS.

66. KakoBbI MPUHITUIIBI CUCTEMATU3AIUU JOKYMEHTOB BHYTPH /€77

67. Uto moHuMaeTrcs TOJ OKCHEPTH30M IMEHHOCTH KOH(HUICHIIMATIBLHBIX
JIOKYMEHTOB?

68. OcHoBHBIC (DYHKITMH SKCTIEPTHOU KOMHUCCHH?

69. Kak gacto mpoBoautcst SL/1?
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Bonpocsl k 3auery

[Ipenmer, uenu u 3a1a4u TUCHUIUIUHBI.

[Tonstue o nokymente. OyHKIMU JOKYMEHTOB.

CpencrBa 00pabOTKH JOKYMEHTOB.

@®opMbl OpraHu3aluu AeJI0NPOU3BOICTBA.

Buapl 1 Ha3HaueHnEe TOKYMEHTOB, cocTaBisieMbix B OB/I.
HopmaruBHo-MeToquueckas 6aza qei10nponu3BOCTBA.

['ocynapcTBeHHas cucTemMa TIOKYMEHTAllMOHHOTO 00eclieueHus yIpaBIIeHUs
(rCaOY).

Hasnauenue u o6macts npumenenust 'OCT P 630-2003 YC/. YCOP/. TpeboBanus
K 0OPMIICHHUIO IOKYMEHTOB.

Odopmitenne cinyke0HbIX OTMETOK Ha JIOKYMEHTE.

TekcT 1 371eMEeHThI TEKCTa JOKYMEHTA.

CornacoBaHue, MOAIMCAHUE U YTBEPKICHHUE TOKYMEHTA.

Knaccuduxkanus 10KyMeHTOB.

Yuudukamus ynpaBieHuIeCKONW JOKyMEHTAIUH.

Cranpaptu3zanus yrnpaBieHYeCKONH JOKYMEHTALUH.

CocTtaB M CXEMbl paCIOJNIOXKEHUS PEKBU3UTOB, corjacHo WHCTpykuuu 10
nenonpousBoacTBy B OB/I.

Hopwmbl u TpeboBaHus K pa3MENIEHUI0 PEKBU3UTOB.

TpeboBanus npu ohopmiieHuu 1oKkyMmeHToB B OB/I.

Onpenenenne «OJaHK TOKYMEHTa», BUIbI OJIAHKOB.

Ocob6ennoctu ohopmiieHUs 0JIaHKOB

TpeOGoBaHus K U3TOTOBJIECHUIO, YUETY U XpaHEHHUIO repOOBBIX OJIaHKOB.
Krnaccuduxkanus opraHu3alimioHHO-PacOPSIUTENHHON JTOKYMEHTAIIUU

3HaueHre U QYHKIMH OPTaHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

VYcraB: onpeneneHue, peKBU3UTHI, TPEOOBAHUS K TEKCTY.

Bubr ycraBos.

[Tonoxenue: TpeOOBaHUS K COCTABICHUIO U 0()OPMIICHUIO

dopmyisip-06paser] MoI0KEHUS CTPYKTYPHOTO TTOApa3ICICHUS

TpeboBaHus K cojiepKaHuio U 0GOPMIICHUIO TOJKHOCTHOW UHCTPYKITUU.
dopMmyisip-00paser] T0KHOCTHOM HHCTPYKIIUH.

OcHoBHbIC PYHKIIUM U CTAJAMH TOATOTOBKH PACTIOPSAIUTEIbHBIX JOKYMEHTOB MPHU
€MHOJIMYHOM MPUHITUU PEIICHUS.

TpeboBaHus K TEKCTY pacoOpsIAUTEBHBIX IOKYMEHTOB.

Onpenenenre U XapaKTepUCTUKa PACIIOPSIAUTENbHBIX TOKYMEHTOB: TOCTAHOBIICHHUE.
dopmyisip 006paserr MoCTaHOBICHHUS.

OrnpeneneHue u xapakTepUCTHKA PaCOPSIAUTEIbHBIX IOKYMEHTOB: PELICHUE.
dopmysip-odpazer pereHusl.

OnpeneneHue W XapakTEPUCTUKA PACHOPSIAUTENBHBIX JOKYMEHTOB: YKa3aHUE
pacnopsiKeHue.

dopmymsip-obpazen pacrnopsKeHuUsI.

Kparkas xapakrepucTuka pacnopsuTeIbHbIX JOKYMEHTOB.

ITpuxka3s. IloHsTHE U BUABI IPUKA30B.
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dopmysp-odpazel npuka3a 10 OCHOBHOM J1€ATEIbHOCTH.
DJEKTPOHHBIA JOKYMEHT: €r0 JIOCTOMHCTBA U HEJOCTATKH.
Haznauenue nadopmanoHHO-CIIPaBOYHBIX TOKYMEHTOB

Kpatkas xapakrepucTuka HH()OPMAILIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
TpebGoBaHUs K COCTABICHUIO B O(DOPMIICHHIO CITPABOK

JloknagHble U OOBSICHUTEIbHBIE 3aITUCKU

TpeOoBaHUsA K COCTaBIEHUIO U O(OPMIICHUIO AKTOB

CnyxeOHoe nuceMo. Ero Mecto B nepenucke opraHu3auu
Krnaccudukanus ciayxeOHbIX uceM

OcobeHHocTr 0pOpMIIEHUS TTUCEM, TTEPEAABAEMBIX AIEKTPOHHON MOYTOMN
TpeboBanus, mpenbsBiIsieMbie K 0OPMIICHHIO MPOTOKOJIA

AKT, TpeOOBaHHUS K TEKCTY
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I'noccapmii

J1eno - COBOKYIHOCTb JOKYMEHTOB MIIM OTIEIBHBIA JOKYMEHT, OTHOCSILIUECS K
OJIHOMY BOIIPOCY UJIU YYaCTKy ACATEIIbBHOCTUA OpraHa BHYTPECHHUX JIEII;

JeJIONPON3BOACTBO - JAEATEIbHOCTh, OOECIeunBalonas co3jaHue OQUIHaTIbHBIX
JOKYMEHTOB M OpraHU3aluio padoThl C HUIMH B OpraHaxX BHYTPEHHUX JIEI;

JOKYMEHT - COBOKYNHOCTb HH(OpPMAMU M COOTBETCTBYIOUIMX PEKBU3UTOB,
CO3aHHBIX T[OCYJApCTBEHHBIM OpPraHOM, OpPraHOM MECTHOI'O CaMOYIIpaBJICHU,
OPUIMYECKUM WM (PU3NYECKHM JIMLIOM, O()OPMIICHHBI B YCTAaHOBJIEHHOM MOPSJIKE U
BKJIFOUEHHBIN B JOKYMEHTOOOOPOT OpraHa BHYTPEHHUX JIET;

JNOKYMEHTAJIbHBIA (POHJ OpraHa BHYTPEHHUX JE€J - COBOKYIHOCThH JIOKYMEHTOB,
o0pa3yroluxcs B IpoLecce ero AesiTeIbHOCTH;

JOKYMEHTUpPOBaHUE - (puKkcanus MHPOpMalMUd Ha MaTepUabHBIX HOCUTENAX B
YCTaHOBJICHHOM IOPAIKE;

JOKYMEHTOOOOPOT - JBI)KEHHE JIOKYMEHTOB C MOMEHTAa MX CO3JaHUS WIIU
MOJTyY€HUS /10 3aBEPILEHUS UCIIOTHEHMS, IOMEILIEHUS B JeJI0 U (WIN) OTIIPaBKU;

KOHTPOJIb HUCIOJHEHHUS] JOKYMEHTOB - IIPEICTaBIseT COOOH COBOKYMHOCTh
MEpPONPUATUN, HANpaBICHHBIX Ha OOECHEYEHHE CBOEBPEMEHHOTO M KayeCTBEHHOIO
UCTIOJTHEHUsI MPHUHATHIX PEIIeHUH U MOpYyYEeHUH, 3aUKCUPOBAHHBIX B CIIyKEOHBIX
JIIOKYMEHTAX;

KOIUS JIOKYMEHTa - JTOKYMEHT, MOJIHOCTHIO BOCHPOU3BOJSAIINNA HH(POPMALIHIO
NOJINHHUKA IOKYMEHTA U €r0 BHEIIHUE IPU3HAKH, HE UMEIOIINN FOPUINYECKON CUJIBI;

HOMEHKJIaTypa JeJl - CUCTEMaTU3MPOBAHHBINA MEpeueHb HAMMEHOBaHUN 0CcO0Oi
BaYKHOCTH, COBEPIICHHO CEKPETHBIX, CEKPETHBIX U HECEKPETHBIX NI, POPMUPYEMBIX B
Opra’e BHYTPEHHUX JEJ, C YKa3aHUEM CPOKOB UX XPaHCHMUS;

ONMCh JI€Jl - ApPXUBHBIM CIPABOYHUK, COJEPKAIIUKA CUCTEMATU3UPOBAHHBIN
nepeyeHb €JUHUI] XpaHEHUs] apXMBHOIO (OHJA U NpeJHA3HAYEHHBIN ISl UX ydeTa U
PACKpBITHS COJEPKAHNUS,

NO/VIMHHUK JOKYMEHTA - NEPBBIM WA €JUHCTBEHHBIN JK3EMIULIP JOKYMEHTA;
IIOApa3eiICHUuEe AEIONPOU3BOACTBA U PEXUMA - CTPYKTYpPHOE IOApPA3JIEIICHUE OpraHa
BHYTPEHHUX [I€J, HAa KOTOPOE€ BO3JI0XKEHO BBINOJHEHHUE 3a4a4 110 BEACHUIO
JEJIONIPOU3BOICTBA, a TAKXKE JIMLA, OTBETCTBEHHBIE 3a BEICHUE IEJIONPOU3BOCTBA B €TI0
CTPYKTYPHBIX MOJAPa3ACICHUAX;

perucrpanys J0KyMEHTa - IPUCBOCHUE TOKYMEHTY PETUCTPALlMOHHOTO HOMEpPA U
3aIMCh B YCTAHOBIIEHHOM IOPSJIKE CBEICHUHN O HEM;

PEKBU3UT JOKYMEHTA - 00s13aTeIbHBIN 3JIEMEHT OPOPMIICHUS JOKYMEHTA,

CyOBEKT KOHTPOJISL - MOApA3/ENeHUsl, OCYUIECTBIISIIOUIME B COOTBETCTBUHU C
JNaHHOU MHCTpyKuuen u HOpMaTUBHBIMU NPaBOBbIMU akTaMu Poccuiickon denepanuu
KOHTPOJIb 332 UCIIOJHEHUEM MOPYUYEHHUH (JOKYMEHTOB, MEPOIIPUATHI);

TelerpaMma - TEKCTOBOE COOOIIeHWe, IMpeJHa3HAuYeHHOe /IS Iepelaqyu
cpeacTBaMu TenerpadHoi CBsI3Y;
TeneoHorpaMma - OO0OOIIEHHOE Ha3BaHWE PA3JIHYHBIX [0 COJACP>KAHUIO

JIOKyMEHTOB, BBIICIIIEMBIX B CBSI3U C OCOOBIM CIIOCOOOM TIEpeIadn TEKCTa, MepeaacTcs
YCTHO MO KaHajlaM TeJle(OHHOM CBSI3U U 3aMKChIBAETCA (IIeYaTaeTcsl) MoayqaTesiem;
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yueTHble (OpPMBI - PErUCTPALMOHHO-KOHTPOJIBHBIE KapTOYKH, >KypHAJIBL,
aBTOMATHU3UPOBaHHbIE HH(POPMALIMOHHBIE CUCTEMBI JJIEKTPOHHOT'O JEJIONPOU3BOACTBA U
JOKYMEHTO000pOTa;

dakcorpamma - 0000ImIEHHOE Ha3BaHWE PAJNIMYHBIX 10  COACPKAHUIO
JOKYMEHTOB, BBIJICJIIEMbIX B CBSI3U C 0COOBIM CIIOCOOOM Mepeiadu TEKCTa MPU MOMOIIU
(akcUMUIBHON ammaparypbl, KOTOpbIE MEpefaroTcsi B OCHOBHOM C MPUMEHEHHEM
TeNe(POHHBIX KAHAJIOB ¢ OYMa)KHOI'O HOCUTENS (TEKCThI, TaOIUIIbl, TPAPUKUA, PUCYHKH,
yepTexu, GoTorpapuu U Apyrue) 1 NpUHUMAIOTCS B BUI€ KONUHU ((hakCUMuIe);

AKCIEPTU3a IIEHHOCTH JOKYMEHTOB - HU3Y4Y€HHE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPUEB MX LEHHOCTU B IEJISIX ONPEJEICHUs] CPOKOB XPAaHEHHUS JIOKYMEHTOB U
otOopa UX AJiA Nepeaadu B MOApa3AesICHUs CTIe(POH/IOB;

ANIEKTPOHHBIN JOKYMEHT - JOKYMEHTHUpPOBaHHAs UH(GOpMALIMs, TIPE/ICTABIICHHAS B
AJIEKTPOHHOM (opme, TO €cTb B BHJIE, NMPUTOJAHOM JUIsl BOCIPUSATUS YEIOBEKOM C
UCIOJIb30BAaHUEM 3JIEKTPOHHBIX BBIYMCIUTENIBHBIX MAIlMH, a TaKXke g NepeJadyu 1o
MH(POPMAITMOHHO-TEJIEKOMMYHHUKAIIMOHHBIM CeTsIM WIn 00paboTKu B
MH(POPMAIIMOHHBIX CUCTEMAX





