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ITacnopT ¢oH/a 01]eHOYHBIX CPeACTB
Tabsuija 1 ITactopT GoH/a OL[eHOUHBIX CPeJCTB

dopmupyemsbie Komrie- | OueHouHble | KosnyecTBO
Mopaysb AUCLUILIN-
TeHLIUU MaTeprasbl
m | W/ UX YaCTH Vi Cpe/iCTBa

Mogpays 1.

ITonsaTHe fesonpo-

U3BO/CTBA U JOKY- Onpoc, 75
MeHT0000poTa B pedepaT

OpraHMu3aluy U UX

npaBoBasi 0CHOBa

Mogpayas 2.

OcHOBHBIE TPe0o-
BAHUA K coCcTaB/Ie- [VK-4 CrocobeH oCy- TECTI/IPOBaHI/Ie
HUIO M 0hOpMIIe-  |I11eCTB/IATD JIeNIOBYIO KoHTpobHast 24
HUIO JOKYMEHTOB B [KOMMyHHKALMIO B yCTHO#[PA00Ta
COOTBETCTBHH C 1 IMCbMeHHO! (popMax Ha
['OCT P 7.0.97- rOCylapCTBEHHOM SI3bIKe
2016 Poccuiickoit ®eeparyu |

Mogpayas 3. MHOCTPAHHOM(bIX) S13bI-

Opranu3anioHHO [Ke(ax) TecTtupoBaHue 102
- pacnopsipurennb- [[TKoc-1 CriocobeH mipo- |[KOHTposibHas

Hasl JOKYMEeHTbI BOJUTb (PUHAHCOBBIN paboTa

OpraHu3anuu aHaJn3, OFO/KeTHPOBa-

Mopyns 4. HUe U yrpasjieHue fie-  [TectupoBaHue

JenoBas nepe- HE)KHbIMU MOTOKaMU KoHTpobHas 36
nMcKa pabora

Mopayas 5.

Opranusanusa 0- TecTrpoBaHue 49
KyMeHT0000poTa Omnpoc

Ha NpeJnpUATHH

Moays 6. TecTrpoBaHue

Opranu3anus ap- 20
XHBa NpejnpusTUsA

Bcero: - 236




1 OOEHOYHBIE MATEPUAJIbI, HEOBXO/JVUMBbIE
JI/IA OITEHKY 3HAHWI, YMEHUM Y1 HABBIKOB JIEAATE/IBHOCTHU
B ITPOLIECCE OCBOEHUSA JUCLHUII/INHBI

Tabmuita 2 — @opMupyemMble KOMIETEHITUN

Kop v HaumeHoOBa-
HUe KOMITeTeHLIUU

Kop 1 HaumeHOBaHMe UHAUKa-
TOpa JOCTWKEeHHsI KOMIeTeHLUH (Ja-
CTU KOMIIETEHI[1H )

Orge-
HOYHbIEe MaTe-
pHaJb

U cpej-
CTBa

YK-4 Criocoben ocy-
LIeCTBJISITh €/I0BYH0 KOM-
MYHMKAIIUIO0 B YCTHOMN U
MYMCbMEHHOM (hopMax Ha
rocy/1lapCTBEHHOM $3bIKe
Poccuiickor @egepaiyu u
WHOCTPaHHOM(bIX) S3bI-
Ke(ax)

[MTKoc-1 CriocobeH T1po-
BOJUTD (dbrHaHCOBBIM
aHanu3, OrOmKeTUpOBa-
HUe W yIpaBjeHue Je-
HEeXXHbIMU MOTOKaMU

IloHATHE Je/I0NMPOU3BOACTBA M JOKYMEHTO-
000poTa B oOpraHM3ali U UX MPaBoBasi 0CHOBA

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $I3bl-
KaX KOMMYHUKATUBHO TIpUem/ieMble
CTU/b [1eJIOBOTO OOITieHusi, BepOasib-
Hble U HeBepbasibHbIE CpPe/iCTBA B3au-
MO/IeCTBUSI C TTapTHEpaMu

N-3yk4 [JeMOHCTpUpyeT UHTerpa-
THUBHbIE yYMEHHs MCIOJb30BaTh [va-
noruueckoe oOl[eHUe [7Isi COTPY/AHU-
yecTBa B aKaJ[eMUYeCKOW KOMMYHU-
Kalliu 001eHUs

Onpoc,
pedepar

OcHoBHbIe TPeOOBaHUS K COCTaB/IeHHIO U 0opm-
JIECHUI0 I0KyMeHTOB B cooTBeTrcTBHU ¢ 'OCT P

7.0.97-2016

WU-1yk4+ Beibupaer Ha TOCygap-
CTBEHHOM W MHOCTPAHHOM(-bIX) SI3bI-
KaX KOMMYHUKATUBHO TIprem/ieMble
CTU/B [1eJIOBOTO OOITeHus, BepbOasib-
Hble U HeBepbOasibHbIE CpPe/ICTBA B3au-
MO/IEMCTBUS C TapTHePaMU

NO-3yk4 [JeMoHCTpHpyeT HWHTerpa-
TUBHBbIE YMEHHUs WCII0/Ib30BaTh JMa-
JIoruYecKoe oOIeHHe I COTPYAHH-
yecTBa B aKaJ|[eMHUUECKOM KOMMYHU-
Kalyu o011eHust

TectupoBaHue
KoHTpo/ibHas
paboTa

Opraﬂmaunonno - pPacnnopAaAauTe/ibHAA JOKYMEH-

ThbI OprdaHU3dlUA

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM U MHOCTPAHHOM(-bIX) SI3bI-
Kax KOMMYHMKATHBHO IIPUEMJIEMBIE
CTWIb JIeJIOBOT0 00IIeHusi, BepbOab-

TectupoBaHue
KoHTposbHas
paboTa
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Hble U HeBepOasibHbIE CPeZCTBA B3au-
MO/IeNCTBUSI

NO-2yk-4+ Benet nenoByto nepenucky,
YUUTBbIBasi OCOOEHHOCTH CTUTMCTUKH
opulManbHBIX U Heo(UIMaTbHbIX
MMCeM, COLIMOKY/IbTYpPHbIE pa3/duus
B (opmaTe KOppeCHoOH/eHIMHM Ha
roCy/lapCTBEHHOM W WHOCTpPaHHOM (-
bIX) SI3bIKax

N-3yk4 [JeMoOHCTpUpyeT UHTerpa-
THUBHbIe yYMEHHWs MCIIOJIb30BaTh [va-
noruyeckoe o0OlilleHue AJisi COTPYJHU-
yecTBa B aKaJ[eMUUYeCKOld KOMMYHU-
Kalyu o0I1ieHust

C mapTHepaMu

N -1nkoc-1 OpraHu3syeTt v NpOBOAUT
paboTy 1o pUHaHCOBOMY aHa/INU3y
KOHOMMUECKOT0 CyOBeKTa
WU-2nkoc-1  OcytiecTBisieT  OrofpKe-
TUPOBaHWe W yIIpaBJ/ieHHe [eHe>KHbI-
MU TI0TOKAMM B 3KOHOMHYECKOM
cybbekTe

[ enoBas nepenuckKa

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM ¥ MHOCTPAaHHOM(-bIX) sI3bl-
Kax KOMMYHUKATHBHO TIpUeMJIeMble
CTWIb JIeJIOBOr0 00IjeHusi, BepbOab-
Hble U HeBepOasibHbIE CPE/ICTBA B3au-
MO/IEMCTBUS C TapTHEPaMU

N[-2yk-4 BeneT fenoByro repervcky,
yUUTBIBasi O0COOEHHOCTH CTHUTMCTUKH
obulMabHBIX UM  Heo(UI[HaTbHbIX
MMceM, COLMOKY/bTYPHbIE Ppa3/TuuUs
B (opmaTe KOppeCHoOHJeHIMH Ha
roCcyJapCTBEHHOM ¥ WHOCTPaHHOM (-
bIX) SI3bIKaX

NO-3yk-4 [JeMoHCTpHUpyeT HWHTerpa-
TUBHBbIE YMEHHUs WCII0/Ib30BaTh JMa-
JIoruYecKoe oOIeHHe it COTPYIAHU-
yecTBa B aKaJ|[eMHUUECKOM KOMMYHU-
Kal[uu OOLeHuUs

N 1-11nkoc-1 OpraHusyeTt v MpOBOAUT
paboTy 1o pUHAHCOBOMY aHa/IU3y
9KOHOMHYECKOro cybbeKTa

TectupoBaHue
KoHTposbHas
paboTa

Opranu3anus JJOKyMeHT0000poTa Ha MpeAnpHs-
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THH

NU-1yk4+ Bbibupaer Ha rocyzaap-
CTBEHHOM W WHOCTPAHHOM(-bIX) $I3bI-
KaX KOMMYHUKATHUBHO TIpUemJieMblie
CTWIb JIeIOBOTO 001ijeHusi, Bepbab-
Hble U HeBepbasibHbIe CpPe/iCTBA B3au-
MOZIEHCTBUSI C TTapTHEPaMU

N[-2yk-4 BeneT fenoByro repernucky,
yUUThIBasi 0COOEHHOCTH CTHUIUCTUKU
obulMabHBIX UM  Heo(UIMaTbHbIX
M1ceM, COLIMOKY/bTYPHbIE Ppa3/nuus
B ¢opMaTe KOppeClOHAeHLMH Ha
roCy/lapCTBEHHOM W WHOCTpPaHHOM (-
bIX) SI3bIKaX

NO-3yk4 [JeMoHCTpUpyeT HWHTerpa-
THBHble YMEHHUsI HCII0/b30BaTh JUa-
joruueckoe oOleHUe ISl COTPYAHU-
yecTBa B aKaJ[eMUYeCKOl KOMMYHU-
KaIl\K 00ITIeHHsT

TectrpoBaHue
Onpoc

OpraHusanusi apxusa npejn

NATHUA

N-3yk4 [JeMOHCTpUpyeT UHTerpa-
TUBHbIE YMEHHUsl WCIOJb30BaTh [va-
noruyueckoe oOleHUe [7Isi COTPYAHU-
yecTBa B aKaJleMHUUECKOWM KOMMYHU-
Kalliu 001eHUs

TectupoBaHue




O1ueHOUHbIe MaTepUa/bl U CPe/iCTBA /I/IA MPOBEPKU
c()opMHPOBAHHOCTH KOMITeTeHI[UAM

Mopayns 1. IloHsiTHe e/IONPOU3BOACTBA U JOKYMEHT0000pOoTa B OPraHu-

3dllMM ! UX MIPpABOBdA OCHOBA

L=

o U

Bonpocsi a5 onpoca:

3HaueHue JOKYMEHTOB B [leTe/IbHOCTHU OpraHrU3aLvu.

OcHOBHbIe MOHATHS JOKYMEeHTALMOHHOTO 0becrieueHust yIipaB/IeHUs]
Knaccudukaiyro JOKyMeHTOB. Bubl U TUTTBI JOKYMEHTOB.

[atb oripefiesieHye TIOHATHUSM «JIeJIONIPOU3BOICTBOY», «JOKYMEHTUPOBaHUEY,
«JJOKyMeHT0000pOT», B UeM UX OT/INUMe?

CdopmynvpyiiTe MOHSATHAE JOKYMEHTa U CUCTEM [JOKYMEHTal[1H.

[TosicHuTe HEOOXOAUMOCTD K/laCCUGbHKALIUN TOKYMEHTOB.

Temaruka pedeparoB:

WcTopus pa3BUTHS e/I0TIPOM3BOACTBA U JOKYyMeHT00b0poTa.
[ocyzapcTBeHHasi ccTeMa JOKyMeHTAllMOHHOTO 00ecrieueHusl yTipaB/ieHusl.
CucTeMbl JOKYMEHTAI[MOHHOTO 00ecTieueHus yrpaB/ieHus.

. YHU(ULMPOBaHHbIE ()OPMBI JJOKYMEHTOB.

Knaccudukaiyio JoKyMmeHTOB B Poccuu 1 3a pyoesxxoM.

MHCTPYKLUA 10 BbINO/JTHEHUIO:

1 PaboTa BBITIO/IHSIETCSI CAMOCTOSITE/IbHO B UHJUBUYaTbHOM TIOPsIJIKE.
2 CTpyKTypa npe3eHTaLuu:

— aKTYyaJIbHOCTh TEMbI U ee 3HaUMMOCTh;

— CYIIHOCTb BOIIPOCa;

— TIpUMEpBI;

— 0011I1e BBIBO/IbI U pEKOMeH/Ial[1H.

Tab6/ma 3 — Kpurepun oneHKu ¢()OpMHPOBAHHOCTH KOMIIETeHI[HH

Kopg u Kpurepuu ouenrBanusi c()OpMUPOBAHHOCTH KOMITETEH-
HavMeHOBaHHe 1IN
WHUKATOpa J10- (4acTu KOMITeTEeHIUH)
CTH)KEHUS] KOM- Ha 6a30BOM Ha TIOBBILLIEHHOM YPOBHe
NeTeHLnM (4acTu YPOBHeE
KOMITeTEeHLIN) COOTBETCTBY- COOTBETCTBYeT COOTBeT-
eT OLIeHKe «YZIOBJ/Ie- | OLIeHKe «XOpOILO» CTBYyeT OL[eHKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MakKCHUMaJIbHOT0 86-100%
MaKCUMaIbHOTrO Gamnia OT MaKCUMaJ/IbHO-
bania ro 6ania
WU-1yk-+ BbiOu- | BlafieeT  Marepua- | 10 CYILI[ECTBY OTBe- | IPUHHUMAET aK-
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paeT Ha rocyjap-
CTBEHHOM U HWHO-
CTPaHHOM(-bIX)
A3bIKAX ~ KOMMY-
HUKAaTHUBHO TIpH-
em/ieMble  CTH/Ib
nenoBoro  obiie-
HUsA, BepbasbHbIe
1 HeepOasbHbIE
cpeicTBa  B3au-
MO/IeMICTBUS C
napTHepamu
N-3yk-4 JleMoH-
CTpUPYET HHTe-
rpaTUBHbBIE  yMe-
HUSI  WCIOJB30-
BaTb JHasioThye-
CKoe  obrieHue
IJIsT  COTpyAHUYe-
CTBa B aKafleMu-

YeCKOM  KOMMY-
HUKauu  o0i1ge-
HUS

JIoM T0 TeMme, HO
JIOTTyCKaeT  HETOY-
HOCTU Tpu (GopMy-
MpPOBKe  0a30BBIX
TIOHATHUM TeMbl, HC-
TIBITBIBAET  3aTPYJ-
HeHUsI TpU BbIOOpe
KOMMYHUKaTUBHO
TIpPUeMJ/IEMOTO CTHUJIS
JleJIOBOro  00I1IeHus],
BepOanbHBIE U He-
BepOanbHBIE  Cpeji-
CTBa B3auUMO/el-
CTBUSI C TIapTHepa-
MH, TIPEBbIITIast
yCTaHOBJIEHHOE
BpeMsi TP JIeMOH-
CTpaiyuu yMeHUsI
JTUAJIOTUUECKOTO
obijeHus Jas  co-
TPyAHUUECTBa B
aKaJleMHlueCcKou
KOMMYHHUKAI[UH 00-
IeHUs

yaeT Ha IOCTaBJIeH-
Hble BOIPOChI, HO
WCTIBITBIBAET  HEKO-
TOpble 3aTpy/IHEeHUs
B dbopmynupoBke
MOHATUA TIpU  (op-
MYJ/IMPOBKe 0a30BbIX
TIOHATUN TeMBl,
BLIOMpaeT TMpHemJie-
MBI CTU/Ib [1€/I0BOTO
oOII[eHus1, B3aUMO-
JIeICTBUSI C TapTHe-
paMu, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOXXHBIX  pelleHuH,
JIOTTyCKaeT HEeTOUHO-
CTU TIPU WCIIO/b30-
BaHUU  JIhajioTAve-
CKOTO OOITieHus /1St
COTPyAHWYECTBA B
aKaJleMHUueCKou
KOMMYHHUKAI[UH  00-
IeHUsI

THUBHOE yJacTHe B
X0/Ie TIPOBeZIeHUsI
TIPAKTHUUECKOT O
3aHATHSA, TIpa-
BU/IbHO OTBEUYaeT
Ha TI0CTaB/IeHHbIe
BOTIPOCHI, B/afieeT
KOMMYHUKaTUBHO
TIprUeM/ieMbIM CTH-
JIeM JIeJI0BOT0 00-
IeHus1, Bepbasib-
Hble ¥ HepepOaJib-
HbIe Cpe/iCTBa B3a-
VIMO/IeUCTBUS C
TapTHepPaMH,

3a yCTaHOBJIEHHOE
BpeMS IeMOH-
CTpUPYeT YMEeHUsI
WCTI0/Tb30BaTh
JrasioTuyecKoe
o011eHne Ayis Cco-
TPYAHUUECTBA B
aKaJleMHUueCcKou
KOMMYHUKAIH
o0b1eHus

Mopaynb 2. OCHOBHbIe TPe0OBaHHUSI K COCTAB/IEeHHIO U 0()OPMJICHUIO JOKY-
MeHTOB B cooTrBeTrcTBUM ¢ 'OCT P 7.0.97-2016

3aganue 1

KoHTpo/sibHas pabdora

Odopmuts ¢dopMysisp yryioBoro OsaHKa [JOKyMeHTa C yKa3aHHMeM HOMepOB
PEKBH3UTOB Ha JIMI[€BOW CTOPOHE, @ HANMeHOBaHUM — Ha 00paTHOIA.

3agaHue 2

Odopmutsb hopmMyisipbl IPOAOILHOTO G1aHKA IOKYMeHTa C yKa3aHHeM HOMepOB
PEKBU3UTOB Ha JIMIIEBOI CTOPOHe, a HANMEHOBAaHUM — Ha 00paTHOM.

3apaHue 3

1. Kak ogopmisiercss moutoBeid azapec? (I[IpuBectn nmprmMep, 0pOPMUTHL DPEKBHU-
3WUT afipecaT PyKOBOJUTEIIO TIpeAnpusiTys). KakiMm JOKyMeHTOM peryJivMpyroT-
Cs1 paBUJIa O(pOpMIIeHHs ITOUTOBOrO afpeca? ['e pacrionaraeTcst JaHHbIN pek-

BU3UT?



Kakyro uH(popMaLio BK/IOUaeT PEKBU3UT «PeruCTpaLMOHHbIA HOMep J0-
KymeHTa»? ['7le pacriosiaraetcsi JaHHbIM peKBU3WT? Pacimmdpyiite npuBeseH-
HBIU perucTparoHHbI HoMep: Ne 01/04-57.

Ha Kakux JOKyMeHTax IpOCTaB/sieTCs] PEKBU3UT «MeCTO COCTaB/IeHUs WU W3-
JlaHusl TOKyMeHTa»? B Kakux ciyyasix JaHHbIA PeKBU3UT MOKHO He YKasbl-
BaTh?

W3 KaKuX 3/1eMEHTOB COCTOUT PEKBU3UT NOANUCH? OQPOPMUTH PEKBU3HUT MO/~

MUCh, €C/TA JOKYMEHT TOATMCHIBAIOT CIEAYIOIIUe CITel[HajucThl: HauanbHUK
11exa, TUPEKTOp, T7IaBHbIM Oyxrantep.
5. BriGepuTe npaBu/bHO 0QOPMIIEHHBIE BADUAHTHI O(OPMIIEHUS] pEKBH3UTA JlaTa:
1) 1.12.04; 17.07.2017; 1.01.05; 09/25/2005; 12.05.05 r.;
2) 7 anpenst 2005; 12 gekabpst 2018 r.; 05 gekabps 2018 r.; 3 Hosi6ps 2018 T.

3aganue 4

1. Ha Kakux JOKyMeHTaxX IIPOCTaBJ/ISIeTCS PEKBU3UT «ajpecar»? Kakyr uH-
(opMaLMio BK/IFOYAeT 3TOT PeKBU3UT?

2. KakoBO HasHaueHUe peKBM3MTa «3arojioBOK K TeKCTy»? Ha kKakue BOIPOCHI
orBevaet? IIpuBesuTe rnpumep.

3. Kak odopmnsiercs: pekBusutr «['pu@ yrBepxieHus», puBegute rpumep. Ka-
Krie MOTYyT ObITb BapuaHThl 0popMyieHst peKBU3UTa «I'pud yTBep>KIeHUs»?

4. VI3 KaKuX 3/71eMeHTOB COCTOUT PeKBU3UT NMoANUch? OdOpMUTH PEKBU3UT MO/J-
M1Ch, €CJ/IU TIOATUCH PYKOBOJUTEJIsS POCTaB/ieHa He Ha O/1aHKe opraHu3alyn

5. WcnpaBbTe O1IMOKY B HalTMCaHUU JaT.
1.) 1.12.04; 17.07.2005r.; 01.10.17r.; 12.05/05;
2.) 12 nekabps 2018 r.; 07 anpenst 2018 r.; 11.1ekabps 17 r.; 03 HOs16pst 2018.

(DOHI[ TeCTOBbIX 3a;[aH1/1i71 AJIA TEKYLIEro KOHTPOJIA 3HAHUH 110 TeMe:

Bblbepume HeCKo/bKO Npasu/ibHbIX 0mMeemos

B Kakue peKBU3UThI COCTABHOM YaCThI0 BXOJAUT MO/HUChH:

+pe3osroLus

TeKCT

azipecat

+rpud yTBepKaeHus

Bblbepume o0uH npaguabHbIll 6apudHm

Ha kakux I0KyMeHTax /I0/DKHA ObITh IMOCTaB/IeHa MeYaTh?

Ha IOKyMeHTaX, YZA0CTOBEPSIOIINX MpaBa AO/DKHOCTHBIX JIUL], PUKCUPYIOIUX (HaKT

pacxoZioBaHUsl IeHE>KHbIX CPeJICTB ¥ MaTepua/ibHbIX [JeHHOCTEeM, a TakK)Ke Crielyasib-
HO TIpeIlyCMOTPEHHBIX MMPaBOBLIMU aKTaMU

Ha ZIOKYMeHTaX, y/JOCTOBePSIOIIMX (aKT pacXxo/0BaHUs IeHe)KHBIX CPe/ICTB U MaTe-
pUaIbHBIX LIeHHOCTEeMN

+Ha JIOKyMeHTaX, y/IOCTOBEPSIFOII[UX OCHOBHbIE (PMHAHCOBO-X03MCTBEHHbBIE OTepa-

I[UW OpraHU3aLin

Bblbepume o0uH npasuabHbIl 8apuaHm



B Kakux JOKyMeHTax He00X0AUM PeKBU3UT «CChUIKA Ha PerucTpanMoOHHbIN
HOMED»:

JOKJIaJiHast 3am1cKa

MMCbMO-3ar1pocC

+THUCbMO-OTBET

peK/aMalOHHOe TTMChMO

Bbibepume HeCKOAbKO NPAsU/IibHbIX 0OMEemos

B A0KyMeHTax KaKHUX OpraHu3arjuii Heo0xo/ UM PeKBH3UT «MeCTO H3/JaHUs 10-
KyMeHTa»:

CapaToBCKHUI roCy/1apCTBEHHBIN XyJ0>KeCTBeHHbIM My3el M. PajiviiieBa
+0OAO «Anbda-6aHK»

ApmvunucTtpaiiusi JIeHMHCKOro paiioHa CapaToBCKoi 06/1aCcTH

+000 «Purtyasn-cepBuc»

Bbibepume 00uH npagu/ibHbIll 6apuaHm

B KakuX JOKyMeHTaxX He00X0 UM PeKBHU3UT «TPU( yTBEPKIEHHUA»:
3asiB/ieHHe

aKkT

TIpUKa3

+ycCTaB

Bbibepume HeCKOAbKO NpasuU/ibHbIX 0OMeemos

Kakue peKBH3UTHI BK/IIOUAIOTCA B COCTAaB PeKBU3UTOB 0/1aHKA MACbMa
+aipecar (TosiyyaTeib)

MeCTO COCTaBJIeHUS

+HavMeHOBaHWe OpraHu3aluu

+J]aTa U perucTpaLvOHHbIN HOMep

Bblbepume HeCKO/bKO Npasu/ibHbIX 0Meemos

B KakuX I0KYMeHTaX 0TCYTCTBYeT PeKBU3UT «HAUMEHOBaHHeE JOKYMEeHTa»:
aKT

+HUHULIMATUBHOE TTHCHMO

+T1CbMO-0OTBET

yKasaHue

Bbibepume 00uH npagu/ibHbIll 8apuaHm

I'Ae Ha TUCTe AOKYMEHTA MoMeljaeTcsi rpu¢ yTBep K/jeHus:

B JIEBOM BE€PXHEM YTJ1y

+B [PaBOM BepXHEM YTJ1y

B JIEBOM HIDKHEM YTy

10 LIeHTPY

Bbibepume HeCKOIbKO Npasu/ibHbIX 0MEemos

KakoBbI pa3Mepbl OymMaru /i/isi U3roToOB/IeHHA JOKYMEHTOB?

TOJIbKO A4

+210mMM X 297MMm

+Ad4u A5

nmobble popMaThl, UMEOIIHeCs B TIPO/jaXKe

Bblbepume 00uH npasuibHbIl 6apUAHM

Kakue peKBU3UTHI NPU/IAIOT AOKYMEHTY IOPHANYECKYI0 CHTY?
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rep6 PO, rpud yTBepkaeHus, TIOAHCH

rep6 P®, meuatsb

repb cyonekTa P, rpud yTBep>kaeHus, Aata

+110ANUCh, TpUd yTBEp)XJeHusl, fiaTa, reuaTh

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

HopMaTHUBHBIH JOKYyMEHT, YCTaHAB/IMBAKOIIUI eJHHbIe TPe0OBAaHUA K [JOKY-
MEeHTHPOBAHHIO YIIPaB/IeHYECKOH AeiTe/TbHOCTH M OPTraHU3aI[UuM PadoTHI C 10-
KyMeHTaMH:

+['OCT

VIHCTpYKLKS TI0 [1e/I0TIPOM3BO/CTBY

rcaoy

[ OoJKHOCTHAsA UHCTPYKLUS

Bbibepume o0uH npaguabHbIll 6apudaHm

Kakue BH/IbI 0/1TaHKOB PEKOMEHAYIOTCS Ha MpeANpUATHI?

6/1aHK KOHKPETHOT'O BH/]a IOKYMEHTOB

JJIsI BHYTPEHHUX TOKYMEHTOB (0OIIHif)

J/151 BHEIIIHUX JJOKYMEHTOB (TIHCeM)

+0/1aHK CTyKeOHOTo TTHChbMa, O/1aHK /1711 KOHKPETHOTO BHIA JOKYMEHTOB, OOIIHiA
6/1aHK

Bbibepume 00uH npagu/ibHbIll 6apuaHm

YeMm oT/iHUaeTcsi 0/1aHK /sl BHyTPEHHHUX A0OKYMEHTOB OT O/1aHKa /i mucem?
Ha GJ1aHKe /1J1s1 TIMCeM MeHbllle PeKBHU3HTOB

Ha Gs1aHKe 717151 TiceM 0oJiblile peKBU3UTOB

+He OT/IMYaeTCsi HUUemM

oT/inuaeTcsi hopmMaToM

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

JIBa OCHOBHBIX (opmaTa, HAa KOTOPHIX O(OPMJIAIOTCA OpPraHU3aIMOHHO-
pacnopsaAuTe/TbHbIE JOKYMEHThI

+A4; A5

A5; A3

A5; A6

A3; A4

Bbibepume 00uH npasu/ibHbIli 6apuaHm

PekBHU3MUT JOKyMeHTa — 3TO

+ero OTAeabHbIM 3/1IeMEeHT

YacThb C/Iy)KeOHOTro MuchMa

¢dbupmeHHbIi 6/1aHK

OyMa’KHBIN JOKYMEHT, 3arl0/THSeMbIii OT PYKH.

Bblbepume o0uH npagu/ibHbIll 6apudaHm

PexkBu3uT «OTMETKA 0 KOHTPOJIe» [IPOCTAB/IAETCA

+B BepxXHeM ITPaBOM YTJIy TIEPBOTO JIUCTa JJOKyMeHTa

Ha JIEBOM T10JIe JOKyMeHTa, HalpoTHB pekBH3uTa «CrpaBOUHbIe aHHbIE 00 OpraHu-
3dlIUN»;

B HI)KHEM TTPaBOM YTJ1y TIePBOTO JIUCTA JOKYMeHTa.

B KOHIIe JOKyMeHTa
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Bblbepume o0uH npaguabHbIli 6apuaHm

Ilpu cocTaB/IeHUH COBMECTHOT'0 I0OKyMEeHTa ABYMsl OpraHu3anusMu oH 0¢opm-
JISIeTCSI:

Ha O/1aHKe TIepBOM OpraHu3alin

Ha O/1aHKe BTOpOW OpraHu3aluu

+Ha nucte ¢popmara A4

Ha jiicTte gopmaTa A5

Bbibepume o0uH npaguabHbIll 6apuaHm

Kakoii rocyiapcTBeHHbIN CTaHAAPT onpeje/isieT TpedoBaHusA Mo 0hopM/IEHHIO
AOKYMEHTOB

'OCTP5.11-98

'OCT P 6.30 - 97

+I'OCT P 6.30 -2003

'OCT P 6. 20 — 2001

Bbibepume 00uH npagu/ibHbIll 8apuaHm

IlpuBepeHue yero-1Md0 K eJUHOU cucreme, popme, eAMHOOOpA3HIO -
+yHUpUKaLUs

NOKyMeHTaL[usi

IOKyMEeHTHPOBaHUe

Z1eJI0TPOU3BO/ICTBO

Bbibepume o0uH npaguabHbIll 6apudHm

PacnoJio)keHne peKBU3UTOB Ha 0/1aHKe JOKyMeHTa onpe/e/isieTcs:
+T0Cy/IapCTBEHHBIM CTaH/IapTOM

coCTaBUTesIeM JOKYMeHTa

TpaBWIaMHu YHHADUKALIMKA JOKYMEHTOB

PYKOBOZIUTE/IEM OpraHU3al[in

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KeM monuceIBarOTCsl JOKYMEHTBI, COCTaB/IsAeMble KOMUCCHEH?
PYKOBOJMTEJIEM OpTraHU3aLin

npeZice/iaTesiemM

+TIpefice/jaTesieM U YieHaMU KOMUCCHUN

npejice/jaTesieM U CeKpeTapeM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

OTpawib eATeTbHOCTH, 00eceynBaOIasi JJOKyMeHTHPOBAaHHE M OPTraHU3aLHI0
padoThI ¢ opUIHa/TBHBIMH JJOKYMEHTAMH - ....
+71eJI0TIPOM3BO/ICTBO

KaHL[eJIsIpUs]

yTipaBjieHue

JOKYMeHT0000pOT

Bbibepume 00uH npagu/ibHbIll 8apuaHm

DJ/1eMeHT, He BXO/AALIMIA B 0TMETKY 0 3aBepeH!H KOIUH

+UHJeKC

coBo «BepHOo»

HarMeHOBaHUeE JI0/DKHOCTH COTPY/THUKA

JIMYHast MOAITHCh, /laTa
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Tabymmia 4 — Kpurepun oneHKu ¢()OpMHPOBAaHHOCTH KOMIIETeHI[HH

Kop u
HavMeHOBaHUe
WH/MKaTopa [J10-

Kputepuu olieHrBaHus COOPMUPOBAHHOCTH KOMIIETEH-

15151

(4acTy KOMITeTeHIN )

CTVKEHUS] KOM- Ha 6a30BOM Ha TOBbILLIEHHOM YPOBHe
reTeHXH (4acTu YPOBHE
KOMITeTEHLIVN) COOTBETCTBY- COOTBETCTBYeT COOTBET-
€T OLIeHKe «yZIOB/ie- | OLIeHKe «XOpOIIO» CTBYeT OL|€HKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJ/IbHOT'0 86-100%
MaKCHUMaJIbHOTO basnma OT MaKCUMaJ/bHO-
bansia ro Oasa
B/IaJleeT  MaTepua- | 0 CYIIeCTBy OTBe- | IPUHMMAeT aK-
JIOM MO TeMe, HO |YaeT Ha MOCTaBJeH- | TABHOE y4yacTue B
N-1yk4 Bobibu- ’ y
JIOMyCKaeT  HeTOU- | Hble BOIPOChI, HO | XO/le POBe/IeHUsI
paeT Ha rocypap-
HOCTM TIpU (DOpPMY- | UCTIBLITBIBAET  HEKO- | IPaKTUUeCKOro
CTBEHHOM W WHO-
MMpOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
CTPaHHOM(-bIX) o
TOHATUM TeMbl, MC- | B (hopMy/TMPOBKE | BUTBHO OTBEUAeT
S3bIKaX  KOMMY- o
MBbIThIBAET  3aTPy/l- | OHSATUM 0pu  (Op- | Ha TTOCTaB/IeHHbIe
HUKaTHUBHO TIpHU-
HeHUs TIpU BbIOOpe | My/IMPOBKe 0a30BbIX | BOIPOCHI, B/a/[eeT
em/eMble  CTH/Ib .
KOMMYHUKAaTUBHO TIOHATUU TEMBI, KOMMYHUKaTUBHO

nenoBoro  obiige-
HUsA, BepbasbHbIe
1 HeepOabHbIE
CpeAcTBa  B3au-
MO/IeHCTBUS C
rapTHepaMU
I/I,Z[—ByK-zt ,ZLEMOH—
CTpUPYET HHTe-
rpaTUBHbBIE  yMe-
HUSI  WCIOJB30-
BaTb JMasioThye-
ckoe  oOiieHue
IJIE  COTPyAHUYe-
CTBa B akajleMu-
YecKOM  KOMMY-
HUKayu  o0i1ge-
HUS

TIPUEMJIEMOTO CTHJIS
J1eJIOBOTO  0011[eHUs,
BepbanbHbIE U He-
BepbanbHbIe  Cpel-
CTBa B3auUMO/el-
CTBUS C TIapTHepa-
MU, TIpeBbIIIast
yCTaHOBJIEHHOE
BpeMsi TIPU JEeMOH-
CTpalli  yMeHWUs
JIMaJIOTUYeCKOTOo
obijenus Jas  Co-
TPy JHUUECTBa B
aKaJleMUUeCcKou
KOMMYHUKAaI[UK 00-
IIeHUS

BbIOMpaeT mpuemsie-
MBI CTWU/Ib J1€/I0BOTO
oOITleHUst,  B3aMMO-
JEeNCTBUS C TIapTHe-
paMy, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOJXKHBIX  pelleHUH,
JOTTyCKaeT HEeTOYHO-
CTU TP HCII0JIb30-
BaHWW  /IMajiorHuye-
CKOTO OOITeHusT ISl
COTPyAHWYECTBA B
aKaJleMHUueCcKoum
KOMMYHUKaIMK  00-
IIeHUs

TIpYeMJ/IEMbIM CTH-
JIeM J1eJI0BOTO 00-
11eHus1, BepOasib-
Hble U HeBepOasb-
HbIe Cpe/iCTBa B3a-
MMO/IeUCTBUS C
TapTHepamH,

3a YCTaHOBJIEHHOE
BpeMsl JIeMOH-
CTPUPYET yMEHUsI
WCTIO0/Ib30BaTh
[IMaJIOTHYECKOe
o011eHue Ay1s co-
TPyIHUUYECTBa B
aKaJileMHUUeCKOou
KOMMYHHUKaI[UH
oO1eHus
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Mopayas 3. OpraHu3anjioHHO - pacopsiguTe/1bHasi JOKYMeHTbI
OpraHu3aluu

KoHTposibHas paboTa

Bapuanrt 1

3adaHue 1. CoctaBbTe U 0)OpPMUTe TIPOEKT MpHKa3za 00 urorax paboThl C JOKYMeH-
tamu B OAO «Mup» B mpoliie/iiieM rojly. B KoHCTaTUpyIOIlel 4yacTU YKaKUTe Ha
UTOTYU aHa/u3a, BbISBUBLLIME HU3KYH TpeboBaTelbHOCTh PYKOBOJUTesEN mojpasze-
JIeHUM K KauyeCTBY IOATOTOBKM JOKYMEHTOB W KOHTPOJIIO 3a UX HCIIO/JHeHueM. B
pacriopsiuTeIbHON YaCTU MOPYYMTe PYKOBOJAWUTE/SIM IO/ pa3fie/leHui YCUINTh Tpe-
6oBaTe/IbHOCTh K KaueCTBY pabOThI C JOKYMEHTaMH, a pyKoBoAuTemo otaena JOY
pa3paboTaTb Mepbl MO yJIyullleHuto 3Toi paboTel. OcTasbHbIe IaHHbIe YKa)KUTe Ca-
MOCTOSTEJIbHO.

3adanue 2. CocTaBbTe MpHKa3 1o mpeanpustio «Cailyi» 06 uTorax peBrU3uH 110 Mpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTupymollleli 4acTH yKakuTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl Tpyboro HapyieHUss (MHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
ydyeTa U OTUYETHOCTH MO KOMaHAWPOBKAaM, OTCYTCTBHE JKypHaja y4yeTa [JOBEepeHHO-
creit. OcTanbHble MYHKTHI B PaCMOpsJUATETbHON YaCTU M HeJOCTaroIe PeKBU3UTHI
JIOTIOJTHUTE CaMOCTOSITE/TBHO.

Bapuanr 2

3adanue 1. CocTaBbTe TIPOEKT MpHKa3a O TTPeMUPOBaHUM PAaOOTHUKOB TIJIAHOBO- (hu-
HAHCOBOTO OT/efla 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi oripesiesieHa B pa3-
Mepe 60% ekeMeCsSTYHOTO Z0/DKHOCTHOTO OKaza. ITopyuute 6yxrantepy A.K. I'aB-
PWIOBOM HAYMC/IUTh MPEMUIO U3 (DOHJA MaTepuaabHOro nooupenus. IIpoekT npuka-
3a noarotoBseH cekperapem A.C. ITeTpoBoit (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[LOTIOJIHUTE CaMOCTOSITe/TbHO.

3adanue 2. CocTaBbTe MpHKa3 1o npearnpusTiio «Caiii» 00 UTorax peBrU3NH I10 TIpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTHpYHOIIel 4acTH YKa)kKUTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl TPyOOro HapylileHus (UHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
ydyeTa M OTUETHOCTH M0 KOMaHJMPOBKaM, OTCYTCTBUE >KypHajla yuyeTa [OBepeHHO-
crer. OcTanbHbIe TIYHKTBI B PaCOPSAATE/IbHOW YaCTH U HeJOCTAroL[e PeKBU3UTHI
[OTIOJTHUTE CaMOCTOSITe/IbHO.

Bapwuanr 3

3adanue 1. CocTaBbTe TIPOEKT MPHKa3a O IPeMUPOBAHUM PabOTHHUKOB TJIAaHOBO- (U~
HaHCOBOT'O OT/e/la 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi orpesesieHa B pas-
Mepe 60% ekeMeCsTYHOTO JO/DKHOCTHOTO OK/aza. Ilopyuute 6yxrantepy A.K. I'aB-
PWIOBOM HAYMC/IUTh TIPEMUIO U3 (DOHJA MaTepuaabHOro mooupenus. IIpoekT npuka-
3a noarotoBseH cekpetapem A.C. IletpoBoii (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
JOTIOJIHUTE CaMOCTOSITe/TbHO.
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3adaHue 2. CoctaBbTe U odopMuTe TpHKa3z 06 uTtorax paboThl C JOKYMEHTaMU B
OAO «Mwup» B mpomefiemM roay. B KoHCTaTUpyrOl[ed YaCTh YKaKUTe Ha WUTOTU
aHaJIM3a, BLISBUBIIIHE HU3KYIO TPeOOBAaTe/LHOCTh PYKOBOZAUTE e TIopa3zie/ieH|i K
KaueCTBY TOJATOTOBKY JOKYMEHTOB U KOHTPOJIIO 3a WX UCIIOJIHEHWeM. B pacrniopsau-
TebHOW UaCTH TIOpyYWTe PYKOBOJWTENSIM TIOJpa3fie/ieHui yCUIUTh TpeboBaTesib-
HOCTb K KaueCTBYy paboThl C JOKyMeHTaMH, a pyKoBoguTtesto otaena 10OY pa3pabo-
TaTh MEepPhI M0 YAyUIIeHWI0 3Toi paboThl. OcTasibHbIe AaHHbIE YKa)KUTE CAaMOCTOSI-
TeJIbHO.

Bapmuanr 4

3adaHue 1. 3adaHue 1. CocTaBbTe IIPOEKT MpHKa3a O MPEMHPOBAHUM PaOOTHUKOB
TJIaHOBO- (DMHAHCOBOTO OT/Zesia 3a AOCPOYHYIO0 pa3paboTKy mpoekTa. [Ipemusi oripe-
JeneHa B pasMepe 60% e)keMeCSYHOTO AO/DKHOCTHOTO OK/azia. [TopyuunTe GyxrasnTe-
py A.K. 'aBpuioBOM HauuCIMTH MpPeMHI0 M3 (OHJA MaTepuasbHOrO TOOLPEHUS.
[TpoekT nipukasa noarorossieH cekperapeMm A.C. Ilerposoit (Ten. 23-45-67). Ocranb-
Hble PEKBU3UTHI [JOTIOJIHUTE CaMOCTOSITE/IbHO.

3adanue 2. CocTaBbTe MMpHKa3 1o mpeanpustio «Cailyi» 00 uTorax peBU3nu 10 Mpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTUpyOIlel 4acTH YKakKuTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl Tpyboro HapyiieHUss (HPUHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
yueTa M OTYETHOCTH I10 KOMaH/WPOBKaM, OTCYTCTBHe >XypHa/a yuyeTa [JOB€DPeHHO-
crert. OcTanbHble MYHKTBI B PaCOpsAAUTeIbHOU YaCcTh U HeZ0CTarollie PeKBU3UTHI
JOTI0/THUTE CaMOCTOSITe/IbHO.

BapuanT 5

3adanue 1. CoctaBbTe U odopMuTe MpHKa3 00 UTorax paboThl C AOKyMeHTaMH B
OAO «Mwup» B mpomefiemM roay. B KoOHCTaTUpYIOIeld YaCTh YKaKUTe Ha WUTOTU
aHaJIM3a, BLIIBUBIIIHE HU3KYIO TPeOOBAaTe/bHOCTh PYKOBOZUTE e TI0pa3zie/ieH|i K
KaueCTBY TMOJATOTOBKM JOKYMEHTOB U KOHTPOJIIO 3@ UX UCIOJIHEHWeM. B pacniopsau-
TeJTbHOW YaCTH TOpyuYrTe PYKOBOJAWTENSIM TIO/pa3fie/ieHHl YCHUIUTbL TpeOoBaTe/lb-
HOCTb K KauecTBy pabOThI C JOKyMeHTaMH, a pyKoBoauTesro otaena JJOY pa3pabo-
TaTh MEPBI M0 YAYUIIeHUI0 3Tol paboThl. OcTa/ibHbIe JaHHbIE YKaKHUTE CaMOCTOSI-
TeJIbHO.

3adanue 2. CoctaBbTe U opopmuTe Tipuka3 o OAO «Arporipubop» 06 obecmeue-
HUM TI0’KapHO# 0e301MacHOCTH U YCUJIEHUH OXpaHbl MpeArpusaTs. B KoHcTaTUpyto-
e 4acTu COLLIMTeCh Ha OMACHOCTb TEPPOPUCTUYECKUX AaKTOB U YKAKUTE LieJib
obecrieueHust 6e30MMACHOCTH JItO/Iel ¥ cOXpaHeHHe UMYIIlecTBa. B pacniopsiauTebHOM
yacTu cjefyeT o0s3aTh HaualbHUKa OTfena oxpaHbl K. X.JIO)KKWHa yCHIUTH TPO-
MyCKHOW PEXXUM U OPraHu30BaTh KPYIJIOCYTOUHOE AeXYPCTBO Ha ckiaze Ne 1; Ko-
MeHzaHTa 31aHud B.H.Cyxux — npoBepyuTh COCTOSIHME CUTHAIM3aLUU U 3JIeKTPOIIPO-
BOJKU, a Hava/ibHMKa agmMuHUCTpaTuBHOro otzaena O.I1.IleTpeHKO — mepeBecTu B
cknag Ne 1 Bocriamensitorpecs BelectBa. OcTajibHble [JaHHbIE YKaKUTe CaMOCTOS-
TeJIbHO.

Bapuasnrt 6
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3adaHue 1. CocTaBbTe MPOEKT MpHKa3a O TPeMHUPOBaHUU PabOTHUKOB TIaHOBO- (hH-
HAHCOBOTO OT/ie/ia 3a IOCPOUHYIO0 pa3paboTKy rpoekrta. [Ipemus omnpeziesieHa B pas-
Mepe 60% e)keMecsiluHOTO Z0/DKHOCTHOTO OKafa. [Topyuute Gyxrantepy A.K. I'aB-
PUJIOBOW HAUMC/IMTh MPEMUIO U3 POH/A MaTepuaabHOro nootjpenus. [IpoekT npuka-
3a noarotoBseH cekperapem A.C. IletpoBou (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[OTIOJTHUTE CaMOCTOSITE/TbHO.

3adanue 2. CoctaBbTe U 0popMHUTe MpHKa3 00 uTorax paboThl C AOKyMEHTaMH B
OAO «Mwup» B mpouiefiiemM roay. B KoHcTaTHpyolljeli 4aCTh YKaKUTe Ha WUTOTU
aHaJlv3a, BbISIBUBIIIME HU3KYHO TpeOOBaTe/lbHOCTh PYKOBOAUTe/IeH To/[pa3/jesieHni K
KaueCTBY MOJrOTOBKUA JOKYMEHTOB U KOHTPOJIIO 3a UX UCIOMHeHWeM. B pacriopsigu-
Te/IbHOW YaCTH TOpyuWTe PYKOBOJWTENSIM TIOo/pas/ie/ieHui yCUIUTb TpeboBaTesib-
HOCTh K KauecTBY paboThl C JOKyMeHTaMH, a pyKoBoAuTe/mo otaena J10Y pa3pabo-
TaTh MephI MO YAy4llleHut0 3Tod paboTbl. OcTa/ibHBIE ZaHHbIE YKaXKUTe CaMOCTOSI-
TeJILHO.

Bapuaur 7

3adaHue 1. CocTaBbTe TPOEKT TpUKa3a O TIPeMUPOBaHUM PAOOTHUKOB TIJIaHOBO- (hu-
HAHCOBOTO OT/ieJia 3a IOCPOUHYIO pa3paboTKy rpoekra. [Ipemus orpesieneHa B pas-
Mepe 60% e)keMecsIUHOTO ZI0/DKHOCTHOTO okaza. [Topyuute 6yxrantepy A.K. I'ae-
PWIOBOM HAYMC/IUTh TIPEMUIO U3 (DOH/Aa MaTepuabHOr0 nooupenus. IIpoekT npurka-
3a nogroroB/eH cekpetapem A.C. ITetpoBoii (Ten. 23-45-67). OcTasibHble pEKBU3UTHI
JOTIOJIHUTE CaMOCTOSITE/TBHO.

3adanue 2. CoctaBbTe U OpopMHUTe TpHKa3 00 uTtorax paboTbl C JOKyMeHTaMH B
OAO «Mwup» B mpowefmem rogy. B KoOHCTaTUpyrOLed YaCTh YKaKUTe Ha WUTOTH
aHaJIM3a, BLISIBUBIIIME HU3KYIO TPeOOBaTe/IbHOCTh PYKOBOUTENeN T0/ipa3/esieHrii K
KaueCTBY MOJrOTOBKUA JOKYMEHTOB M KOHTDOJIIO 3a UX UCIOJHeHueM. B pacriopsigu-
TeJIbHOW YaCTH TIOPYUYUTe DPYKOBOAUTENSIM TIOApa3/ie/ieHu yCUMUTb TpeboBaTesib-
HOCTb K KauecTBY paboThI C JOKyMeHTaMH, a pyKoBozauTesto otjena [10Y pa3pabo-
TaTh MephI M0 Y/IyUllleHUI0 3Toi paboTel. OcTanbHbIe AaHHBIE YKa)KUTe CaMOCTOSI-
TeJIbHO.

KonTposbHas pabora 2

Bapwuanr 1

3adanue 1. B posiu OyxranTepa COCTaBbTe C/Ty>KeOHYIO 3amMCKy. Bup ciiy>keGHOM 3a-
MTUCKW BBIOEpUTE, UCXOAs W3 MPeAJIOKeHHOM CUTYyalldd, CaMoCTosTe/bHO. 1o BUHe
byxranrepuu corpyaHukam 3A0 «CeneHa» B TeKyileM Mecsile Oblja 3ajep)kaHa
BbiTuTaTa 3apaboTHol TuiaTel. ['1aBHBIM Oyxrantep uHbopmupyeT aupekropa 3A0
0 TOM, UTO 3a7iepKKa HaJTMYHOCTH Obl/la CBsA3aHa C oro3zianreM Ha cueT 3A0 JeHex-
HBIX CPe/ICTB OT IpeJIpUATUN-IapTHEPOB.

3aoaHue 2. CocTaBbTe MPOTOKO/ 3ace/laHUsl MTHBEHTApH3al[MOHHONM KOMMCCHHU 3aBO/ia
ra30BOM arnrapaTypbl, HA KOTOPOM pacCMaTPUBAaJICS BOIPOC O pe3y/bTaTaX WHBEHTa-
pu3aruu 1o ckiany Ne 2 BCriomoraTe/IbHBIX MaTepuasioB. Ha 3acefannu ObLIO TIPH-
HSITO TIOCTaHOB/IeHWe 00 yTBep)KJeHWH pe3y/bTaTOB WHBEHTapW3al[ui U OTHEeCEHUs
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3a CYeT 3aBe/yIOIero CK/a/joM HeJJoCTaul BCIIOMOTaTelbHbIX MaTepuasioB B CyMMe
365 ThIC. py0D., a TAK>Ke 3aUMTaHbI C/IMUNTE/IbHAsI BeZIOMOCTb T0 ckiazy Ne2 u o0bsic-
HUTeJIbHAsl 3alyCKa 3aBefyroiero ckiazoMm. OcTasbHble AaHHbIE OMpefesuTe TI0
CBOEMY YCMOTPEHHUIO.

Bapuant 2

3aoaHue 1. CocTaBbTe [JOK/IaZHYI0 3alWCKy IJIaBHOrO OyxranTepa pyKOBOJUTEHO
NpeArnpusiTUS 0 He0OXOJUMOCTH LieHTpaIM3alii PacueToB ¢ pabOTHUKaMU MpeArpu-
ATusi. B 00513aHHOCTH yuyeTHbIX pabOTHUKOB L[€XOB JI0/DKHO BXOJUTh JIMIIbL 0()OpM-
JleHHe TIepBUYHBIX JJOKYMEHTOB IO yueTy BbIpaboTKU. B Jok/afHOM 3amucke HeoO-
XOZMMO TOJATh Tpe/iIoKeHre O IepecMOTpe LLITaTOB OTUETHbIX PAOOTHUKOB B 1jeXax
M I71aBHOM Oyxrantepuu u3 pacyeTra oOlLero COKpalljeHUs IITaTOB He MeHee UeM Ha
20%.

3aoaHue 2. CocTaBbTe CMpaBKy O BesMuMHe cpefiHeli 3apabOTHOM I/1aThl 3a rof, AJist
TIO/TyYeHUs] KOMIIeHCALlUU Ha OI1aTy Kuibsl. OcTasbHble JaHHble YKaKUTe CaMOCTO-
ATeJIbHO.

Bapuant 3

3adaHue 1. CocTaBbTe AOKIA[HYIO 3alMCKy Haya/JbHUKA OT/eNla PYKOBOAUTEIO
TIpeIpUsTUsI O (pakTe HEBBITIOIHEHUSI PACIIOPsIKEHUSI 0 MOHTa)Ke 000py/[0BaHHUS Ha
yuacTKe, IO TIpUUMHE €/1aboro KOHTPOJISi CO CTOPOHBI I'JTaBHOT'O MeXaHUKa.

3adanue 2. CocTaBbTe TMOJHBIA MPOTOKOJ 00Iero cobpaHus pabouux TIPOM3BO/-
CTBEHHOT'O KOOIepaTHBa «3amyCK», Ha KOTOPOM OOCY»X[asCs BOIPOC O CO3[aHUU
TIPOM3BO/ICTBA CTPOUTE/bHBIX MaTepuasoB [/ CTPOMTENIbCTBA >KWIbIX OMOB. Ha
cobpanuu ObiTa 3aciyiiaHa WHGOPMaLUs TIpefcefaTesisi O BO3MOKHOCTHA CO3/aHUs
TaKOTO 1]eXa U TiepcrieKTrhBax ero pabotel. [Tocsie obcyxaeHust Ob1I0 MPUHSATO peliie-
HUe TIOPYUYMTh TIpeJCce/laTe/li0 U ero 3aMeCTUTe/TI0 TI0 CTPOMTENLCTBY B TeueHHe 6
MecsiIieB pa3BepHyTb PabOTy U BbIEUTH AJIs1 3TUX Leseid 31 MyH. pyo.

Bapuaur 4

3adaHue 1. CocTaBbTe [OK/IAZHYIO 3allMCKy IJIaBHOTO OyXrairepa pYKOBOJAWTEJIO
TIPeIIPUSTHS 0 He0OXOMMOCTH 1[eHTpa/IM3al[ii pacueToB C pabOTHUKAMU TTPe/ITIpPH-
AThsA. B 0053aHHOCTH yUeTHBIX paOOTHHUKOB ILIEXOB JIO/DKHO BXOJHUTH JIUIIL O(OpPM-
JleHWe TIepBUYHBIX JOKYMEHTOB I10 yueTy BbIpaboTKU. B JokmagHOM 3ammcke HeoO-
XOJJUMO TIOZIaTh MPeJI0’KeHre O TlepecMOTpe IITaTOB OTUETHBIX paOOTHUKOB B IjeXax
Y T7IaBHOM Oyxrantepuu u3 pacyera o0IL[ero COKpalljeHHs IITaTOB He MeHee ueM Ha
20%.

3adanue 2. CocTaBUTb OOBSICHUTE/bHYIO 3alMCKy TJ/IaBHOTO Oyxranrtepa IleTpoBoii
H.B. o mpuumHax HecBOeBpeMEHHOW BBITIIAaThI 3apabOTHOM TuIaThl pabOTHUKaM
NpeArnpusATHs

Bapuanr 5

3adaHue 1. CocTaBbTe [OK/IaJHYIO 3alMCKy T7aBHOTO OyxrajaTepa pYKOBOJWTEIO
nipeanpusiTist 06 yrepe pabotHrKoM CreraHoBbiM .M. mrcbMa-3arpoca, moCTYITUB-
1Iero B aJipec MNpeAnpusiTUs [Ba MecsLia Ha3az,.
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3aoaHue 2. CocTaBbTe MPOTOKOJ 3ace/laHUsl MTHBeHTAapH3al[MOHHOM KOMMCCHH 3aBO/ja
ra30BOM arrapaTrypbl, HA KOTOPOM pacCMaTpPUBAaJICS BOIMPOC O pe3yJ/ibTaTaX UHBEHTa-
pu3aru 1o ckiaay Ne 2 BcriomoraTe/lbHBIX MaTepuasioB. Ha 3acefanuu ObLIO TIPH-
HSITO TIOCTAHOBJ/IEHHE 00 YTBep)K/AeHHH pe3y/IbTaTOB WHBEHTapU3al[ii U OTHeCEHUs
3a CYeT 3aBe/yILero CK/aJoM HeJOCTaud BCIIOMOraTe/IbHbIX MaTepuaioB B CymMMe
365 ThIC. pyb., a TaKKe 3aUMTaHbl CIMUNATETbHAs BeZOMOCTh M0 cKiagy Ne2 v 0Obsic-
HUTe/IbHAs 3aluvcKa 3aBefyrollero ckaagoM. OcTajibHble JaHHbIe OIpeeauTe I0
CBOEMY YCMOTPEHHUIO.

Bapuanrt 6

3aoaHue 1. CocTaBbTe [IOK/Ia[IHY}0 3allMCKy HauajJbHUKA OT/e/la PYKOBOJUTE/IO
TIpeJTIpUSTUSI O (PaKTe HEBBITIOJIHEHUSI PAaCIIOpsHKeHUs 0 MOHTa)Ke 000pyj0BaHUs Ha
yuacTKe TIO TIPUUMHE ¢/1aboro KOHTPOJISi CO CTOPOHBI IJIaBHOTO MeXaHMKa.

3adaHue 2. CocTaBbTe [OK/JIAJHYH 3alMCKy HauvajbHUKA OTZe/la PYKOBOAUTEIIO
TIpeIpusTUst O akTe HEBBHITIOJNHEHUS PacTOpsKEHUSI 0 MOHTaKe 000py/JoBaHMS Ha
yuacTKe TIO TPUUKHE C/1aboro KOHTPOJISI CO CTOPOHBI IJITAaBHOTO MeXaHHKa.

Bapuaur 7

3aganuve 1. CocTaBbTe [JOK/Ia[HYIO 3allMCKy TIaBHOTO Oyxranrepa pYKOBOJAWTEITO
nipenpusitust 06 yrepe pabotHrkoMm CrernaHoBbiM I'.M. mrcbMa-3arpoca, moCTyITHUB-
11ero B aZipec MpeAnpusTUs iBa Mecsilja Ha3af,.

3adaHue 2. CocTaBbTe AOK/IaJHYIO 3alUCKy TJaBHOTO OyxranTepa AWPEKTOpy 00
uTorax paboThI MO LeHTpa/TM3aliy pacueToB ¢ pabourMu U ciayamumu Bl 3aBogia.
LleHTpanm3aljysi pacueToB fiajia BO3MOKHOCTD IepeBeCTH Ha /ApPYyryio paboTy msaThb
OyxranTepoB 11eXOB, YMEHBIIIUTH OIMMOKH B pacueTax C padOUMMU U CIYKaIl[UMH,
YCUINTh KOHTPOJIb PaCcX0/0BaHusI (OH/0B 3apaboTHOM T1aThl. B 3akmtoueHue HeoO-
XOJJUMO TIOCTaBUTh BOIIPOC O TPEMHUPOBAaHWK pabOTHUKOB Oyxrantepuu u BII,
obecrieunBarOIIMX Mepexo/| Ha LIeHTPa/JM30BaHHbIM pacueT 3apabOTHOM TUIAaThl TI0
3aBoAly. OcTasibHbIe JaHHbIE YKa)KUTE CAMOCTOSTE/BHO.

Bapuanr 8
3aganue 1. CocTtaBbTe JOK/IAJHYIO 3aIlMCKy TJIaBHOTO OyxrajTepa pPYKOBOJHUTEIIIO
nipeanpusitTist 06 yrepe pabotHrkoMm CrernaHoBbiM I'.V. mycbMa-3arpoca, moCTYITHUB-
111eT0 B a/ipec MpeATpysATUS Ba Mecslia Ha3a/l.
3aganue 2. CocTaBbTe CMIPaBKy O BeMUMHE CpeJHel 3apaO0THOM T/iaThl 3a roj AJis
MOTyUeHUs] KOMITeHCALIUM Ha OmuIaTy »Xuibsl. OCTanbHbIe JaHHbIE YKa)KUTe CaMOCTO-
STEJIbHO.

KoHTpo/ibHas padora 3

Bapmuanr 1

3adanue 1. CocTaBbTe TIprKa3 006 0cBOOOXKAeHUH Bac OT paboTel B hupme «Opbuta»
B CBSI3U C TIepee3/0M Ha HOBOE MECTOXKUTE/TbCTBO.

3adaHue 2. Harmmimre 3asiB/ieHKe O TIpUeMe Bac Ha paboTy SKOHOMHUCTOM B rOCyZap-
CTBEHHOE TPe/IIPUATHE I10 CBSI3U U HHPOpPMaTHKe «PoCCBA3LUHGOPM».
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Bapuanr 2
3adaHue 1. CocTaBbTe TIpUKa3bl: a) O rpueMe Ha pabory Oyxrantepom KBaHOBOI
W.I1.; 6) 06 yBOonMbHEHUU MEPEBO/IOM B IPYTYIO OopraHu3anuio. HepocTarorye peKBu-
3UTHI YKaXKUTE CAMOCTOSITE/TBHO.

3adaHue 2. CoCcTaBUTb pe3roMe [IJisl 3aHSATUSI BAKAHTHOM [IO/DKHOCTH TJIaBHOTO
5KOHOMMCTA

Bapuanr 3

3adaHue 1. HamuimmTe 3asiB/ieHUe O TIpHeMe Bac Ha paboTy 3KOHOMKCTOM B rocy/iap-
CTBEHHOE MpeJIpUsiTHe 10 CBSI3U U MH(opMaTHKe «PocCBA3BMHGOPMY.

3adaHue 2. CocTaBbTe XapaKTepHCTHKY-PEKOMEHZAI[MI0 Ha pabOTHHMKA Balllero
TIPeJITIPUSTUST [IJIsi TIOCTYIIJIEHUsT ero B acrupaHTypy HoBocuOMPCKOro WHCTUTYTa
HapOJHOTO XO35IMCTBA.

Bapuanur 4
3adaHue 1. HanuviuuTe 3asiBjieHMe O TpefOCTaB/IeHWH BaM aJJMMHHACTPaTUBHOIO OT-
MyCKa 10 ceMelHbIM obcTositesibcTBaM. OcTasibHble PEKBU3UThI YKa)KUTE CaMOCTOSI-
Te/bHO.

3aoaHue 2. CoCTaBUTb pe3toMe [IJis1 3aHSITUSI BAKAHTHOM [JO/PKHOCTU TJIaBHOTO
5KOHOMMCTa

Bapuant 5

3aoaHue 1. [Tupektop 3A0 «CeneHa» TpPHHSI pellleHWe O TIpueMe HOBOTO COTPY/[-
HUKa B OTJe/l MapKeTMHra Ha [JO/DKHOCTb «PEeK/JIAMHOrO areHta». Mexay
3A0 wu cneLyanyMCcTOM 3aK/IF04YeH TPYZO0BOM JOTOBOP.

3ajanue: B pomu COTpyAHMKa KaZIpOBOWM CAy)KObl TIOATOTOBBTE TIIPOEKT [0-
KyYMeHTa COOTBETCTBYIOLLIETO CUTYaL[HW.

3aoaHue 2. CoCTaBUTh pe3toMe [i/is1 3aHATUSI BAKAHTHOW JO/DKHOCTH TJIaBHOTO KO-
HOMMUCTA

Bapuasnrt 6

3aganre 1. CocraBbTe TIPHKa3bl: a) O MpuemMe Ha paboTy OyxranTepom VBaHOBOM
W.I1.; 6) 06 yBONBHEHWHU ITEPEBO/IOM B JIPYTYIO OpraHu3anuio. HemocTarorye pekBu-
3UThI YK&)KUTE CAMOCTOSITE/IbHO.

3adanue 2. OdopmuTe 3anuch B TPY/[OBOM KHIKKe 00 YBOJIbHEHWH Bac: a) T0 Co0-
CTBEHHOMY >KeJlaHWI0; 0) B CBSI3W C JIMKBUALMEN MPeANPHUSATHS; B) B CBSA3U C HECOOT-
BETCTBHEM BBITIOJTHAEMON pabOTHI MpeabsB/IsseMbIM TPeOOBAHUSIM, BC/I€[ICTBUE He-
OCTaTOYHOU KBa/M(UKaL1K.

®oHA TeCTOBbIX 3a/jlaHUM /11 TeKYILero KOHTPOJIsi 3HAaHUM 10 TeMe:

Bbibepume o0uH npagu/ibHbIll 6apuaHm

Ilpuka3sbl, yKa3aHusl, paclnopsHKeHHUsl, PellieH!sI 0OTHOCATCS K TpyIe:
+0praHu3arjioOHHBIX JOKYMEHTOB

CTIPaBOYHO-WH(MOPMAI[HOHHBIX IOKYMEHTOB
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pacropsiiuTeIbHbIX JOKYMEHTOB
HUCXOASIINX JOKYyMEHTOB

CJ1y>KeOHOM TepernvcKu

Bblbepume 00uH NnpasuibHbIl 6APUAHM

Kak Ha3bIBaeTcs NpaBOBOM aKT, ONpe/e/ A0 MOPSA/J0K 00pa3oBaHus, MpaBa,
00A3aHHOCTHU ¥ OpraHu3aLiio padoThl NpeNPUATHUS HA J/IUTETbHBIN CPOK Bpe-
MEeHHU?

MpUKa3

+yCTaB

JIOTOBOP

T0JI0’KeHHe

IITaTHOe pacrcaHue

Bblbepume o0uH npaguabHbIll 6apuaHm

HopMaTHUBHBIN aKT, H3/JaBaeMblii PYKOBOAWTE/IEM MPeNPHUATHA — ITO:
+TIpHUKa3

HWHCTPYKI[US

T0JI0’KeHHe

pacriopskeHre

JIOTOBOP

Bbibepume 00uH npagu/ibHbIll 6apuaHm

JIOKyMeHT, B KOTOPOM Onpeje/IAI0TCA 3aJauH, (PyHKI[UH, TPaBa U 00513aHHOCTH
COTPY/IHUKOB

+I0/DKHOCTHAsT UHCTPYKLUST

WHCTPYKIUS

TIpaBUia BHYTPEHHETO pacriopsika

IITaTHOe pacTrcaHue

Bbibepume 00uH npagu/ibHbIll 6apuaHm

JIoKyMeHTBI WAyIHe CBepXy BHHM3 M0 CHCTeMe ynpaB/IeHHs OTHOCATCHA K CUCTe-
Mme

OpraHu3al[MOHHOMN

+pacrnopsiiuTeIbHOU

CIIpaBOYHOM

MH(OPMaLMOHHOU

Bblbepume 00uH NnpasuibHbIl 6apUAHM

PeKBH3MT, KOTOPBIil He BXO/JUT B cocTaB (hopmyJispa-odpa3na npukasa
+azpecat

JaTa

TIO/ITTHCh

PErUuCTPALMOHHBIM HOMED

Bblbepume o0uH npasuibHbIll 8apuaHm

JIOKyMeHT, He BXO/ISLIHI B IPYIIy PACHOPAJUTETbHBIX

+1ITaTHOE pacrnyucaHue

peliieHye

yKasaHue

TIpUKa3
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Bblbepume o0uH npaguabHbIll 6apuaHm

Kak BeJjeTcsa HymepaLusi MPUKa30B M0 0CHOBHOM ieATe/IbHOCTH?
T10 TIOPSIIKY C MOMeHTa 00pa30BaHusI TIPeATIPUATHS

IO MOPSAKY B TIpejiesiaX Mecsiiia

+110 MIOPSIAKY B TIpefiesiax rofia

He BeJ|eTCsT BOoOIIe

Be/IeTCs1 TIPOU3BOJILHO

Bbibepume o0uH npaguabHbIll 6apuaHm

Kakoi JOKyMeHT coiep>KuT HH(opMaLHio 0 MpaBax, 00A3aHHOCTAX U GyHKIH-
SIX COTPYAHUKA NpPeNpPUATHUS?

TPY/I0BOM KOHTPAKT

TPY/I0BOM [IOrOBOP

TIPYKa3 o TIpyeMe Ha paboTy

+10/DKHOCTHAsI THCTPYKIUS

yCTaB TpeATPHSTHS.

Bbibepume 00uH npagu/ibHbIll 6apuaHm

B KakoM JJ0KyMeHTe 3aKpeIJieHbl JO/DKHOCTH U YUC/IeHHBIN COCTaB Mpejnpus-
THA C yKa3aHueM (oHjAA 3apadoTHOM m1aThI?

+B IIITaTHOM pacCITiCaHUH

B CTPYKTYpe U IITaTHOW UMC/IEHHOCTH

B TI0JIO’KEHHH O TIepCOHaJe

B ZIO/DKHOCTHOM MHCTPYKI[UU

B yCTaBe TIpe/pUsITHUS

Bblbepume 00uH NpasuibHbIll 6ApUAHM

K oprann3anioHHO-PacnopsiAuTe/TbHBIM A0KYMeHTaM OTHOCATCH
+T10JI0’KeHHe O TI0/ipa3ziesieHuHr

OTUeT

CBO/IKA

HaK/laJHasi

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Kakue [JOKyMeHTBI H3/Jal0TCsI HA OCHOBe eJHHOHAYA/IHSI:
pelleHus

+TIpUKa3bl

yCTaBbl

JIOJDKHOCTHAst UHCTPYKITUST

Bblbepume o0uH npasuabHbIll 6apudaHm

Kakas JyacTh TeKCTa NpUKa3a sIB/IAETCA 00A3aTe/ IbHOU
KOHCTaTUPYIOIIIast

+pacriopsiiuTebHast

obe

110 YCMOTPEHUIO COCTaBUTEISI

Bblbepume HeCKO/bKO npasu/ibHbIX 0mMeemos
OpraHu3anMoHHbIE JOKYMEHTBI - 3TO

JOKYMEHTBI 00s13aTe/IbHbIe K IPUMEHEHHIO
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+KOMI/IEKC B3aMOCBSI3aHHBIX JJOKYMEHTOB, per/laMeHTUPYIOIIUX CTPYKTYPY, 3a/a-
uu, GYHKIUW TPeANPUATHS, OPTaHU3aliIo0 ero paboTkl, TipaBa, 06s3aHHOCTH U OT-
BEeTCTBEHHOCTD CITeLMaTMCTOB U PYKOBO/ICTBA TIPETIPUSATHS

+I0KYMEeHTbI, yCTaHAB/IMBAIOII[He KaKye - THO0 HOPMbI 1 TIpaBuU/Ia

JOKYMEHTbI, OTIpe/le/Isitolle 1 3aKPervIstolive BUJ, 1eATeJIbHOCTU U CTPYKTYPY AaH-
HOTO TIPe/ITIPUSITUS

Bblbepume HeCKO/bKO Npasu/ibHbIX 0Meemos

Pacnopsijute/IbHBIN JOKYMEHT MOKET YTBEP)K/JaThCA:

+40/DKHOCTHBIM JIULIOM

+CrieLyaJbHO U3/jJaBaeMbIM JOKYMEHTOM

opraHu3aljyen

CTPYKTYPHBIM TTOZIpa3ziesieHreM

Bbibepume o0uH npaguabHbIll 6apudaHm

Kakoe pacrosioxkeHne peKBU3UTOB PeKOMeHAYeTCsl AJisl mucemM?

+yTJI0BOE

TIPO/I0/IbHOE

9TO He UMeeT HUKAKOr0 3HaueHUsI

He 3Haro

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

K Kakoii rpyrme JOKYMeHTOB OTHOCATCS peK/IaMHbIe 00bsIB/IEHUsI, 0030PblI,
rpaduku, cnucku?

K pacropsiIuTe/IbHLIM TOKYMeHTaM

K OpPraHu3arjiOHHBIM JJOKyMeHTaM

+K CIpaBOYHO-UH(POPMALMOHHBIM JOKYMEHTaM

(bHMHAHCOBLIM JJOKYMEHTaM

K JIMYHBIM JJOKyMeHTaM

Bblbepume 00uH NpasuibHbIl 6ApUAHM

Kakue J0KyMeHThI Ha3bIBATCS HH(POPMaLIMOHHO-CIIPABOYHBIMHU?
JIOKYMEHTbI, perjlaMeHTHUPYIOIINe CTPYKTYPY, 3a7jlauu, (PYHKIUM Npe/ITIPUsiTHS, Opra-
HHU3aIL[[I0 ero paboThl, IpaBa, 00513aHHOCTU 1 OTBETCTBEHHOCTh PYKOBOZUTE e U
CTIeI[MaIMcTOB

JIOKYMEHTbI, XapaKTepU3yHoIlie TPyA0oBble OTHOIIIEHUS MeXKy MpeATrpUsITUEM U pa-
OOTHUKOM

+0KyMEHTBI, CoZiepyKaliirie HHGOPMAIo 0 (haKTHUECKOM TI0JIOXKEHHUH JIeI, CTy»Ka-
1[1ie OCHOBaHWEM /[I/Isl IPUHSTUS pellieHuH, U3[jaHusl PaCliopsiiuTe/IbHbIX JOKYMEHTOB
JOKYMeHTHI, 0OpaliieHHbIe K HYPKeCTOSIIIAM OpTraHU3aLusiM, TPYITaM WK OT/elb-
HBIM JIMLIaM;

JNOKYMEHTbI, OTpa’karolliie JOrOBOPHbIe OTHOLIEHUSI MeXAY TIpeANpUSITUSIMU
Bblbepume o0uH npasuabHbIll 6apuaHm

Kakoe pacrosio)keHne peKBU3UTOB PeKOMEHAYeTCsl AJis mucemM?

+yTJI0BOE

TIPO/I0/IbHOE

yTJIOBOE U MPO/I0bHOE

cdaroBoe u 11eHTPOBaHHOE

TIpo/10/ibHOE U (h1aroBoe.
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Bblbepume o0uH npaguibHbIll 8apuaHm

IIncbMo, copepikaiiee Mo JpodHOe ONMUCAHHE NMpe//IaraeMbIX YC/IyT HIH TOBApPOB
+peKsaMHoe

TTUCHMO-TIPUT/IAIlIeHHE

COTIPOBOJMTE/TLHOE

ZIOTOBOPHOE

Bblbepume 00uH NpasuibHbIl 6aApUAHM

ITncbMo, nMeoiee PrHAHCOBBIE M IOPUAHYECKHE TOC/Ie/ICTBHSA JO/DKHO ObITh:
+TI0/ITIMCAaHO JUPEKTOPOM, TJI. OyXrasTepoM, 3aBepeHo MevaThbio
TMO/ITIMCaHO AUPEKTOPOM U COTJIaCOBAHO C FOPHUCTOM

TMO/ITIMCAHO TJI. OyXranTepoMm, yTBepKAeHO AUPeKTOPOM
TO/ITIMCaHO JUPEKTOPOM

Bbibepume o0uH npaguabHbIll 6apudaHm

Yem ¢akc oT/iMuaeTcsi 0T NUCcbMa no 0opM/ieHu0?
+5IBJIIETCS He TTOJIMHHUKOM, a KOTHel J0KyMeHTa

COJIEPIKUT PsAJl, TOTIOJTHUTE/TbHBIX PEKBU3UTOB

revaTtaeTcsi Ha Tenedakce

He MOyKeT OBbITh 3aBepeH IevaThio

BCe BBIIIIeTIePeUrCIIeHHOe BEPHO

Bbibepume 00uH npagu/ibHbIll 6apuaHm

KakoB CpoK XpaHeHHUs /ie/I0BbIX IHMCeM?

MecCsi1]

1 rop

3 roga

+5 j1et

He XpaHATCs BooO1IIe

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Ha kKakoM c/1y)ke0HOM MHUCbMe MPOCTaB/IsAeTcs peKBU3UT “CchUIKA Ha peru-
CTPALMOHHBIN HOMEP M JJaTy JJOKyMeHTa”?

npock0ax

COTIPOBO/UTE/TLHBIX

HWHGOPMAI[OHHBIX

+0TBeTax

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

Kakas gaTa sAiB/1sieTcs AaToy NPOTOKO,/1a

JaTa MOATKICaHs TIPOTOKO/Ia

+7aTa 3aceaHus

JlaTa perucTparuy poToKo/Ia

JiaTa COTJIaCOBAHUS

Bbibepume o0uH npasuibHbIli 6apuaHm

Kakoii U3 Ha3BaHHBIX I0KYMEHTOB He BK/IIOUEH B K/J1aCCH(UKATOP JOKYMEHTOB
PD

CripaBKa

aKT

+cmy>xeOHast 3armcKa

23



00BsICHUTe/TbHAs 3arrcKa

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

Ilpu perucTpaiuy Kakoro A0KyMeHTa JjJaTa PeruCcTPaliy yKa3bIBaeTcsl He B
A€Hb ero MoANMUCAHUA:

TIpUKa3

+IIPOTOKOJI

peliieHue

TOCTaHOBJIEHUE

Bbibepume o0uH npaguabHbIll 6apuaHm

VimMeeT /1M IOPUAMYECKYIO CUTY TIPOTOKOJI, I'/ie He YKa3aHO KO/IMUeCTBO MPUCYT-
CTBYIOLLINX

eCJI OH TIO/ITMCaH TpeJce/iaTesieM U CeKpeTapeM

€CJIA 3TO KPaTKUM TIPOTOKOJI

+HeT

T/le TIO/[ITHCaHbI BCe U/IeHbI KOVIEKTHBHOTO COOPaHUS

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Kakast 0c00eHHOCTB cyIecTByeT npu oGopm/ieHHH «0(HIHATBHOT0 MUCbMa»?
THUCBbMO odopMsieTcsl Ha GUpMeHHOM OJIaHKe OpraHW3al[id

+He CTaBUTCS Ha3BaHMe ero BUJa

2-1i 9K3eMIL/ISIP OCTAeTCs B OpraHu3al[iu

Bbibepume o0uH npaguabHbIll 6apudaHm

Kak Ha3bIBaeTcsi IOKYMeHT, [lepe/laBaeMbId M0 KaHaiaM TejierpadgHou cBA3U?
JOKJ/IaiHast 3aIrcKa

MpUKa3

+TeserpaMma

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

JI7isi Uero CoOCTaB/ISIIOTCA «COMPOBO/JUTE/TbHbIE MUCbMa»?

ZUTSI TIOATBEPXKIeHHS TI0/TyUeHHsT IOKYMEeHTOB ¥ MaTepUaJIOB-TTMCEM

ZIIs BBID@YKEHHST 0/1aroZlapHOCTH 3a UTO-THO0

+711 COOOIIIeHMsT aZipecaTy O HallpaBJeHNH KaKHUX-TM00 TOKYyMEeHTOB, MaTepHUaIbHBIX
LleHHOCTel

Bblbepume 00uH NpasuibHbIl 6ApUAHM

Komy MoXeT ObITh aipecOBaHO MHMChbMO-TIPHUIJIAIIIeHHe?

KOHKPETHOMY JTUITY

HECKOJIbKUM JIU1[aM

+KOHKDPETHOMY JIHI[Y, UK HeCKOTbKUM JIML]aM, WM MaCCOBOMY aJpecary
Bblbepume o0uH npagu/ibHbIll 6apudHm

B Kakux C/Iy4asx HCIO/Ib3yeTCsl MHCbMO-HanloMHUHaHue?

+KOor/ia He yZaeTcsl C TIOMOII[bIO TIeperoBOPOB WJ/TH JINYHOTO KOHTAKTa MOyUYUTh He-
00XOMMBIN OTBET WM JJOOUTHCS TIPUHATHS HY>KHOTO PeIeHHs]

KOT/]a He0OXOZIMMO TI0/ITBEPAUTD TI0/TyueHHe TOKYMEHTOB U MaTepHasioB

KOT]a He0OX0ZIMMO COOOIIUTL 0 KAKOM-/THO0 COOBITUM WK (haKTe

Bblbepume HeCKO/bKO Npasu/bHbIX 0mMeemoe

Kakue peKBU3UTHI BK/IIOUAIOTCA B COCTAaB PEKBU3UTOB 0/1aHKA MACbMa
+azpecart (ToryJare/ib)
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MeCTO COCTaBJIeHUsI
+HauMeHOBaHWe OpraHU3aIuu

+3aroJjIoBOK K TEKCTY

Bblbepume 00uH NnpasuibHbIl 6APUAHM

JIOKyMeHT, coiep>Kalliii OIMUCcaHue U Mo/TBep)K/AeHue (PAKTOB M COOBITHH —
+CIripaBKa

dakc

MpUKa3

yCTaB

Bbibepume o0uH npaguabHbIll 8apuaHm

Bo Bpemsi MPOU3BO/ICTBEHHOT'0 COBEILAHUA Y JUPEKTOpPa CeKpeTaphb 3anHuCcbIBaJl
BBICTYI/IEHHS ¥ IPUHATHIe pemieHus1. ITo uroram 3acefganus cieayer opopMUTH
+TIPOTOKOJI

peliieHye

pacropsbKeHre

TIPOTOKOJI, pellieHre 1 PacIiOpsyKeHHEII0 YCMOTPeHHUIO HaualbCTBa

Bbibepume 00uH npagu/ibHbIll 6apuaHm

ITncbMeHHOe CO00IeHHEe PYKOBOJUTE/NI0 0 C/IY)KeOHOM [ejie C BbIBOAAMH U
Mpe//I0KEeHUAMM:

+/I0K/IaHast 3aTMcKa

TIPOTOKOJT

MTUCHMO

00BsICHUTe/TbHAs 3aIrcKa

Bblbepume 00uH NnpasuibHbIl 6apUAHM

AKTBI, NMCbMa, ()aKChl, JOK/IAHbIE 3alIMCKH OTHOCATCA K...

OpraHU3aIMOHHBIM JJOKYMEeHTaM

+CIpaBoYHO-MHGOPMAI[MOHHBIM JIOKYMEHTaM

PACITOpPSIUTETbHBIM IOKYMEeHTaM

BHEIITHUM JJOKyMeHTaM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ITncbMeHHOe CO00IeHHEe PYKOBOJUTE/NII0 0 CIY)KeOHOM jiejie C BbIBOJAMH H
Mpe//I0KeHUAMM:

+/I0K/IaHast 3aTTMCKa

TIPOTOKOJT

MTHUCHMO

00bsICHUTE/IbHAs 3aMKCKa

Bblbepume o0uH npaguabHbIll 6apuaHm

YTto ABAsAeTCs pekiaMalnen?

+KOMMepUeCKU JJOKyMeHT, pe/[CTaB/IsoLIM cob0l TpeTeH31H K CTOPOHe, Hapy-
IIMBIIIEN TTPUHATBIE Ha ce0si 0 KOHTPAKTY 00si3aTe/TbCTBa, U TpeboBaHMe BO3Mellle-
HUST YOBITKOB

OTBETHOE MMUCHMO, ITOATBEP KAAloIlee BO3BpaT HEKaUeCTBEHHOT'O TOBapa

peK/iaMa ITpOr3BeIeHHOM MTPO/YKIUH

Bblbepume 00uH npasuibHbIl 6apUAHM
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JloKyMmeHT, GUKCHPYIOLIMI CcOrJiallleHHe CTOPOH 00 yCTaHOB/IeHUH TPYAOBBIX
OTHOLLEHUH U PeryJIMpyrIHMi UX, Ha3bIBAeTCH ...
TPY/I0Basi KHWXXKa

KOZIeKC 3aKOHOB O TpyZe

3 MpuKas 1o JMYHOMY COCTaBYy

+TPYZ0BOM OrOBOP

JIO/DKHOCTHAsT MHCTPYKLIUS

Bbibepume o0uH npaguabHbIll 6apuaHm

Kak xpaHATCA IpUKa3bl 110 JIMYHOMY COCTaBy?

B JINYHOM /iefie COTPYAHUKA

BMeCTe C APYTMMH KaZIpOBbIMU JOKYMEHTaMU
+IPYNIUPYIOTCA B OTJE/IbHOE [1e/10

BBIJJAalOTCSl HA PYKU COTPYJHHUKY

BMeCTe C TTPUKa3aMU [0 OCHOBHOU [1eATe/IbHOCTH.
Bbibepume 00uH npagu/ibHbIll 6apuaHm

O uem NUIIYT B JIMUHOM 3asiB/ICHUH?

+0 rpueme Ha paboTy ¥ yBobHeHUH, 006 OTITyCKe

O CBOMX JIMYHBIX MJIaHAX

00 oro371aHNH

O BBITIOJIHEHUU TIOPYYEeHHS

00 OCHOBHBIX 3Tarax >KW3HeHHOTO MyTH

Bbibepume o0uH npaguabHbIll 8apudHm

Komy ciiefyer ajjpecoBaTth 3asiBjieHHe 0 MpueMe Ha padory?
COOCTBEHHUKY TPeATIPUSATHUS

+PYKOBOJHUTEJII0 NPeANPUITUS

Havya/bHUKY OTJe/la KaJipoB

/1. Oyxranrepy

TOBApMIILly 110 paboTe

Bbibepume 00uH npasu/ibHbIll 6apUAHM

KakoB cpoK XxpaHeHMsI I0KYMEHTOB M0 JIMYHOMY COCTaBy
10 net;

15 net;

50 neT;

+75 ner.

Bblbepume o0uH npaguabHbIll 6apudHm

B Kak#Xx JOKyYMeHTaXx PsAI0M C PeruCTPpaljHOHHBIM HOMepPOM YKa3bIBaeTcsl OyK-
Ba «J1/C»

aKThl

JOKJIa[IHbIe 3alUCKU

TIpMKa3bl 1I0 OCHOBHOM JleSITe/TbHOCTH

+IIpHKAa3bl 110 TUUHOMY COCTAaBY

CTipaBKH

Bblbepume 00uH npasuibHbIl 8apUAHM

Ha koro 3aBoAguTCs TUYHOE Je/10?

+Ha pyKOBOJWTe/Ied U OTBETCTBEHHBIX UCTIOJTHUTEeN
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Ha Ka)KJIoro paboTHUKa

Ha HapylIuTeser TpyJ0BOH AUCLUTIIMHbI

Ha KJIMeHTOB (hUpMbI

10 YCMOTPEeHUI0 a/IMUHHCTPALIAY TIPeITIPUSTUS

Bblbepume o0uH npaguabHbIll 6apuaHm

Komy ciiefiyeT aspecoBaTh 3asB/IEHHE 0 MpHeMe Ha padoTy?
COOCTBEHHUKY TPeATPUSITHUS

+PYKOBOJUTE/IIO IIPEeATIPUATUS

OT/eJ1 KaJpOB

Hava/JbHUKY OT/iesia KaJIpoB

Hava/JbHUKY M0/ipa3/iesieHust

Bbibepume o0uH npaguibHbIll 6apuaHm

MO0>XHO /T UCTIPAaBUTH OINHO0YHYIO 3aMKCh B TPY/A0BOM KHIDKKe?
Jla, METO/IOM TIPOCTOTO 3auepPKHUBaHUS

+/1a, C MUCbMEHHBIM yKa3aHueM «HaAmnuck He eliCTBUTe/IbHa»
TOJILKO BbIlauel nybmKaTa

Bbibepume 00uH npagu/ibHbIll 8apuaHm

IIpu 3aK/II0UeHUH TPYA0BOro KOHTPAKTA He MOTYT YCTaHAB/IUBATHCA 10
COT/IACOBAHMIO CTOPOH C/IeAYIOIjHe YC/IOBHSA:

+0CHOBaHUS YBOJIbHEHUST pabOTHHKA

coBMellleHUe npodeccuii

oryiaTa TpyZa U MpemMuu

Bbibepume o0uH npaguabHbIll 6apudaHm

BbI X0THTE MO/TyYHTH 3apadoTHYIO IU1aTy 3a 3a0osieBmero cynpyra. Kakou jo-
KyMeHT Heo0X0 UM JAJjis 3Toro?

pacImcka

CBU/IETEJILCTBO O Opake

3asiB/IeHMe U MacropT Cyrnpyra

+10BEpEHHOCThb

He 3Halo

Tabymma 5 — Kpurepun oneHku ¢()oOpMHPOBAaHHOCTH KOMIIETeHI[HH

Kop u Kputepun orieHnBaHusi chOPMHUPOBAHHOCTH KOMIIETeH-
HavMeHOBaHHe 181507
VIHIUKAaTOopa [10- (4acTu KOMITETEHLIVM)
CTV)KEHHUS KOMITe- Ha 6a3oBOM Ha TMOBBILIEHHOM YPOBHE
TeHLMU (4acTu YPOBHE
KOMIIETeHLIVN) COOTBET- COOTBETCTBYET COOTBET-
CTBYET OL|eHKe OLIeHKe «XOpOIIIO» CTBYET OL|eHKe
«yZIOBIIETBOPU- 65-85% ot «OTJIMYHO»
TeJIbHO» MaKCUMaJIbHOT' O 86-100%
50-64% ot bamta OT MaKCHMaJTbHO-
MaKCHMaTbHOT'O ro 6asna
Gansia
W1-1yx-4+ Boibupa- | BlafieeT MaTepHa- | 110 CYIIIeCTBY OTBe- | IPUHKAMAET aK-
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eT Ha Trocyjap-
CTBEHHOM W WHO-
CTPaHHOM(-bIX)
sI3bIKaX KOMMYHHU-
KaTUBHO  TpHeM-
JemMble CTWIb [ie-
JIOBOTO  OOIIIeHYs],
BepOa/bHbIE U He-
BepOa/bHBIE Cpe[l-
CTBa B3aUMO/IeM-
CTBUSI
NO-2yk-4
JIeJIOByI0  Tiepe-
MUCKY, YYUThIBasi
0COOEHHOCTH CTU-
JMCTUKA  O(ULHU-
alIbHBIX U Heo(u-
I[Ua/bHBIX TIHCEM,
COLIMOKY/IbTypPHBbIE
pasiiuus B dop-
MaTe KOppPeCIOH-
JeHIIMM Ha TOCYy-
JAapCTBEHHOM U
MHOCTpAaHHOM (-
bIX) SI3bIKaX
N-3yk-4 JleMOH-
CTpUpyeT  UWHTe-
rpaTvBHbIE  yMe-
HUSI UCTO/b30BaTh
Auanoruyeckoe
oOIrieHe i Co-
TPyJHAUECTBa B
aKaJleMHUueCKou
KOMMYHUKAaI|UH
oOI1eHus

C MapTHepaMu
NI-1nkoc-1
Opranusyer u
TIPOBOJUT paboTy
1o (PMHAHCOBOMY

Benet

aHaIn3y
3KOHOMHUUECKOT0
cyOBeKTa
N-2nkec1  Ocy-
mecTBasier  Orof-

JIOM TIO0 TeMe, HO
JIOTyCKaeT HeTOou-
HOCTH TIpU (PopMy-
NMMpoBKe  6a30BbIX
TIOHATHUU TeMbI, HC-
MIbIThIBA€T 3aTPY/-
HEHUs TIpU BbIOOpe
KOMMYHUKaTUBHO
TIpUeM/IeMOr0 CTH-
JT  JenoBoro  006-
IIleHusl, TIpU Befie-
HUU [leJIOBOM Tiepe-
MMCKU T10 OpraHu-
3allMM U BeJleHUst
pabotel U 1O u-
HAaHCOBOMY aHa/Iu-
3y U JeHeXHbIMU
TIOTOKaMH, TIPEeBbI-
Iasi  yCTaHOBJIEH-
HOe BpeMmsi TIpH ie-
MOHCTpal[Ui  yMe-
HUSI Ua/IOTUYeCKO-
ro obimeHus s
COTPYAHUYECTBA B
aKaJleMHUueCcKou
KOMMYHUKALH
oOITIeHUS

yaeT Ha IOCTaBJIeH-
Hble BOMPOCHI, HO
VCTIBITBIBAET  HEKO-
TOpble 3aTpyJHEeHUsI
B dbopmynupoBke
MOHATUA TIpU  (op-
MYJ/IMPOBKe 0a30BbIX
TIOHATUN TeMBl,
BLIOMpaeT TMpHemJie-
MBI CTU/Ib [1eJI0BOTO
oOII[eHus1, B3aUMO-
JIeICTBUSI C TapTHe-
paMu, TMpHU BeJleHUU
Jle7I0OBOM  TepernucKu
MO0 OpraHu3aluu |
BeZieHHs1 pabOThI U
Io (pvHaHCOBOMY
aHa/lM3y U JeHex-
HbIMUA TOTOKaMH, 3a
yCTaHOBJIEHHOe Bpe-
MsI BO3MOJKHBIX pe-
LIeHUM, JIOMyCKaeT
HETOYHOCTH TIPU UC-
T10/Ib30BaHUH /IAAJIO-
TMYeCcKoro OOImeHus
JJisl COTPYJHUYeCTBa
B akaJeMUuecKoi
KOMMYHUKAI[U  00-
1eHUs

TUBHOE yJyacTve B
X0/ie IpOBeZleHUs]
TIPaKTUYeCKOT0
3aHATHSA, TIpa-
BUJIbHO OTBEYaeT
Ha MOCTaB/IeHHbIe
BOTIPOCHI, B/afieeT
KOMMYHUKaTUBHO
TIpyUeM/ieMbIM CTH-
JIeM JIeJI0BOT0 00-
I[eHYs], B3aUMO-
JIeICTBUS C MapT-
HepaMmu, oCy-
1IeCTB/ISIET Je/10-
BYIO TMEPENKUCKY 10
OpraHu3aluu u
BeZieHUst pabOThI U
10 (PMHAHCOBOMY
aHaJ/IM3y U JIeHexX-
HBIMU TTIOTOKaMU,
3a yCTaHOBJIEHHOe
BpeMsi IeMOH-
CTpUPYeT YMeHUsI
WCTI0/Ib30BaTh
JasioTUYecKoe
oO11ieHue AJist Co-
TPYAHUUECTBA B
aKaJleMU4eCcKou
KOMMYHUKAIH
o01IIeHUS

28




JKeTUpOBaHHE U
yripaB/ieHUe  Jie-
HE>)KHBIMU ~ TIOTO-
KaMd B 3KOHOMMU-
yeCcKoM CyObeKTe

Mogayas 4. [leioBas nepenuvcka
KoHTpo/ibHas padoTta

Bapmuanr 1

3aoaHue 1. CocTaBbTe HH(POPMAIIMOHHOE THWCHMO O TMPOJaXKe YaCTHbIM U rocypap-
CTBEHHBIM MPEJIPUATUSIM MEePCOHATBHBIX KOMIBIOTEPOB IO JOTOBOPHOU CTOMMOCTHU
Y 0 BO3MO>XHOCTU MIPUHMMATh 3aKa3bl Ha COCTaB/IeHMe TIPOrpaMM.

3adanue 2. CocTaBbTe TTUCEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUI[EBOIUECKOM
CTaHI[MU B 00JIACTHYIO a[MUHUCTPALIMIO O BbIZieJIEHUU CPeZCTB U3 00/1acTHOTO Or0j-
)KeTa B cymme 15 MuiH. py0. /10 Hayasia peanu3aliid MOJIOJHSIKA-TITULILI HaCeIeHHIO.

Bapuant 2

3aoaHue 1. CoctaBbTe rapaHTuiiHoe nucbMo OAQO «3kocan» OAO «IIporpecc»
00 OKa3aHWM TeXHHUYEeCKOM IOMOINM B pa3paboTke paboumx uepTekell HACOCHOU
craaui. OAO «3KocaH» TIPOCHT ITPOU3BECTH 3Ty paboTy HeINocCpe/CTBEHHO Ha
T/IOLIA/IKe.

3adaHue 2. CocTaBbTe MUCbMO-OTBET 00JIACTHOTO YTIpaB/ieHUS] CeTbCKOTO XO3$Ii-
CTBa TMpe/cefaTe/i0 akKIMOHepHOT0 00I1iecTBa «VIpMeHb» T10 BOITPOCY TMOCTABOK JIeT-
KOBBIX aBTOMOOW/IEH 3a CZJaHHOE 3epHO

Bapuant 3

3adanue 1. CocTaBbTe TTMCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUI[EBOIUECKOM
CTaHI[MM B 00JIACTHYIO a/[MUHUCTPALIMIO O BbIZie/IEHUM CPeJCTB U3 00siacTHOTO Or0f-
)KeTa B cymMme 15 MytH. py0. Z10 Hauasa peaau3ariii MOJIOTHSIKA-TITUL[bI HaCe/IeHUO.
3adaHue 2. CocraBbTe rapaHTuiiHoe nucbMo OAQO «3kocan» OAO «IIporpecc»
00 OKa3zaHWM TeXHWUYECKOM ITOMOINU B pa3paboTke paboumx uepTerkell HaCOCHOU
cranui. OAO «3KocaH» TIPOCUT TIPOM3BECTU 3Ty pabOTy HEMOCPeACTBEHHO Ha

TIoLaZiKe.

Bapwuanr 4

3adanue 1. CocTaBbTe TTMCHMO-TIPOCHOY 3aKPBITOTO aKIIMOHEPHOTOo obiijecTBa «SIpo-
c/1aB/ibMe0esib» B KOMUTET BHEIITHESKOHOMHUUECKHUX CBSI3el aZ/MUHHMCTPAIUH 00/1acTH
0 BbIZleJieHUM ULieH3uM Ha 1ioctaBKy B Kutaii 4000 T MeTasia B CBSI3U C 3aK/IH0UeHU-
eM KOHTpaKTa C 00beJHEeHHWeM I10 MeKIyYHapOAHOMY COTPYAHUUYECTBY Ha CTPOM-
TeNbCTBO JeBATUITAXHOTO 001IexuTHs B SIpocnaBne. CorsiacHo KOHTPakTy OrljlaTa
BBITIOJTHEHHBIX paboT Oy/1eT ITPOM3BOUTHLCS POCCHMCKUMH PyO/IIMH M MaTepHalaMHu.
3adaHue 2. CocTtaBbTe U 0()OPMUTE MUCBMO-0TKA3 MOJUIPa(UUeCcKoro npeAnpusiTUs
«[TaptHep» (OAQ) akimoHepHoMy 0011iecTBy «CasttoT» TI0 BOMPOCY BBITIOJIHEHUS
3aKa3a Ha WM3rOTOBJieHWe O/laHKOB yueTa W OTYeTHOCTU. [IpHUMHOM OTKasa siBUIach
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PEKOHCTPYKLIMS TTeYaTHOrO 1eXa, KOTopasi MPOJJIUTCS 0 KOHLA ITepBOro MOoayrojius;
Zpyrue faHHble YKaKUTe CaMOCTOSATEJIbHO.

BapuaHnr 5

3adaHue 1.CocTaBbTe TMHMCHBMO-OTBET TIPOU3BOJCTBEHHOTO 0OBeauHeHUs «SIpo-
c/1aBibrasuukaluys» AUpeKTopy Xum@apMsaBoja M HauaJdbHUKY yIpaB/eHUs
«SIpocnaBnbropras» 0 exemecsiuHOM NocTtaBke XumM@apmsaBogy 64 T CKUKEHHOTO
rasa B TeueHre 2011 roja. YKka3aHHbIii 00beM yuTeH B pa3Hapsifke. [ToctaBka Oyzet
OCYLLeCTBJIATBCS Uepe3 yripaBJjieHue «fApociaBabropras».

3adaHue 2. CocTaBbTe IHMCbMO-OTBET 00/IACTHOTO YIIpaB/IeHUsS CeTbCKOTO XO3si-
CTBa TIpe/iceiaTe/It0 akl[MOHepHOTro obiriecTBa «VIpMeHb» 110 BOMIPOCY MOCTaBOK Jier-
KOBBIX aBTOMOOM/Iel 3a cZlaHHOe 3ePHO

BapuaHTt 6

3adanue 1. CocTaBbTe COBMECTHOE IHMCHbMO-OTBET 00/IaCTHOTO YIIpaB/IeHUST 37pa-
BOOXPaHEHUs1 U yrpaBjeHus1 (PMHAHCOB M HA/JIOTOBOU TOJIUTUKUA aJMUHHUCTPaLAU
sIpociaBcKoro paiioHa O BbIZIeJIEHUH [IOTIOJTHUTE/TbHBIX aCCUTHOBAaHUM U3 00/1aCTHOTO
Oro/PKeTa Ha OKa3aHue MeAWIIMHCKOW TTIOMOIIH JKUTEISIM pakioHa.

3adanue 2. CocTaBbTe TTMCHMO-TIPOCHOY 3aKPBITOTO aKIIMOHEPHOTOo obirjecTBa «SIpo-
c/1aB/ibMe0e/ib» B KOMUTET BHEIITHEIKOHOMHUUECKHUX CBSI3€i aZ/MUHHUCTpAIiiu 006/1acTu
0 BbIJie/IeHUM JMLeH31M Ha noctaBky B Kurait 4000 T MeTasiia B CBSI3U C 3aK/IFOUEHU-
eM KOHTPaKTa C 00beguHeHHeM I10 MeXAYHapOAHOMY COTPYAHUUYECTBY Ha CTPOMH-
TebCTBO JEBATUITAKHOrO o0mexuTus B SIpocnasie. CorsacHO KOHTPaKTy OrljlaTa
BBITIOJITHEHHBIX paboT Oy1eT ITPOU3BOAUTECSA POCCUMCKUME PYO/ISIMH ¥ MaTepHa/laMHu.

Bapuanrt 7

3adanue 1. CocTaBbTe MHUCHLMO-TIPUTJIAIIeHe 00beJUHEHHST «DKCIIOLIEHTP», C TIpe/I-
JIO’)KEHHWEM TIPDUHSTh y4aCTHe B POCCHMMCKOM BBICTABKE Ha MEXIYHApPOAHOU MEKOT-
pacneBoii sipMapke B r. M3mup (Typuust), KoTopas 6yaeT npoxoauTs ¢ 20 HOsiOpst 110
10 mekabpst 2012 r. Dta sspMapKa sIB/SIeTCS OJHAM W3 KPYITHEMIIINX TOProBbIX Mepo-
npusituri ctpad Cpeanero u bmkHero Boctoka. B Tekcre Hajo ykasartb, UToO yua-
CTHE B 3TOU sipMapKe MO3BOJISIET LWPOKO TMPEeCTaBUTh 3KCIIOPTHYIO MPOAYKLUIO Op-
raHW3al[iy, TPOZATh JKC-TIOHAThI CO CTeH[a, W3YUYUTh 0COOEHHOCTH phIHKA, 0OMe-
HATBCS C APYTMMU YYaCTHHKAMU sIpMapKy HayuyHO-TeXHMYeCKOW MH(pOopMaLyen 1 3a-
K/IFOUUThH BBITO/IHBIE CEeJIKU.

3adanue 2. CocTaBbTe TTUCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUL[EBOAUECKOM
CTaHI[MM B 00JIACTHYIO a[MUHHMCTPALIMIO O BBIJIEJIEHUM CPEJCTB U3 00/1acTHOTO Oroj-
KeTa B cymme 15 MuiH. py0. [0 Hauasia peaar3ariii MOJIOIHSIKA-TITULIbI HACeIeHHIO.

Bapuanr 8

3adaHue 1. CoctaBbTe U oopmute rapanturiHoe nuceMo OAO «Pagyra» B agpec
OAOQO «TexrmpoekT» 00 0Ka3aHUU TeXHUUYECKOMW MOMOIIU B pa3paboTke pabounx uep-
TeXKel HaCOCHOM cTaHIMK. PaboTy HeoOX0[MMO TIPOBECTH /10 Hayasia aBrycTa TeKy-
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miero roga. ITucemo noamucanu aupektop OAO «Pagyra» H.A.OneHeB U T/iaBHBIU
oyxrantep C.I1.BoponuHa. OcTasibHbIe JaHHbIe YKa)KUTe CaMOCTOSITeTHHO.

3adaHue 2. CocTaBbTe MUCHEMO-TIPUTJIAIIeHre 00berHeHUsT « DKCIIOLIEHTP», C TIpe[-
JIO’)KEHHWEeM TIPDUHSATH y4yacTHe B POCCHUMCKOW BBICTAaBKe Ha MEXAYHapOJHOM MeXXOT-
pacneBoii sipmapke B r. M3mup (Typius), koTopas 6yaeT nipoxoauts ¢ 20 HOsIOpst 10
10 mekabpsi 2012 r. Jta sipMapKa SIB/ISIeTCST OJHUM U3 KPYITHENIIINX TOPTOBBIX Mepo-
npusitur ctpad Cpeanero u bvkHero Bocroka. B TekcTe Hafo ykasaTh, UTO yda-
CTHUe B 3TOM sipMapKe I03BOJISIeT LIMPOKO IPe/CTaBUTh 3KCIIOPTHYO MNPOAYKLIUIO Op-
raHv3alum, MpoJaTh 3KC-TIOHAaThl CO CTeH/a, W3yuWThb 0COOEHHOCTU pbIHKA, 0bMme-
HATBCS C IPYTUMH y4aCTHHKaMH sIpMapKy Hay4YHO-TeXHHWUeCKoW MH(opMaluen 1 3a-
KJ/IFOUWTB BBIFOJHBIE CZIeJIKU.

K Kakoii rpymme JOKYMeHTOB OTHOCATCS PeK/IaMHbIe 00bsIB/IeHHUsI, 0030Pbl,
rpaduku, cnucku?

K pacropsiIuTe/TlbHbIM JOKyMeHTaM

K OpraHu3aljioOHHbIM JJOKyMeHTaM

+K CIpaBOYHO-UH(POPMAIMOHHBIM I0KYMeHTaM

(b1HaHCOBBLIM JIOKYMeHTaM

K JIMYHBIM JJOKyMeHTaM

3.Kakue foKyMeHTbI Ha3bIBAaKTCA MH(POPMAILMOHHO-CIIPABOYHBIMHU?
JOKYMEHTBI, perjlaMeHTHUPYIOIIUe CTPYKTYPY, 3aJauu, (PYHKIUM NpeIpUsiTHs, Opra-
HHU3aL[[I0 ero paboThl, MpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh PYKOBOJUTENeN 1
CreluaIuCcToOB

JNOKYMEHTbI, XapaKTepU3yHollie TPyA0Bble OTHOLLEHUSI MeXXAY TpeArpUsITUEM U pa-
OOTHUKOM

+I0KyMeHTbI, cofiepyKaliirie MHGOpMalyio 0 (haKTUUeCKOM TOJIOKEHUH Jiel, CTyrKa-
11[ie OCHOBaHWEM /[I/Isl IPUHSITUS pellleHui, U3/jaHusl pacriopsiiuTeTbHbIX JOKyMEeHTOB
JIOKYMEHTBI, 0OpaliieHHbIe K HYPKeCTOSII[AM OpTraHW3aLysIM, TPYIITiaM WX OT/e/Tb-
HBIM JIMLIaM;

JIOKyMeHTbI, OTpa’karolijie JOTOBOPHbIe OTHOIIIEHUSI MeXXAY TIpeANpUTUSIMU
Kakoe pacrio/ioxeHne peKBU3UTOB PeKOMEHAYeTCsl AJisl mucemM?

+yTJIOBOE

TIPO/I0JIbHOE

YTJIOBOE U MPOJO/IBHOE

¢d1aroBoe u 1jleHTPOBaHHOE

Tpo/I0JIbHOE U (hy1aroBoe.

ITncemo, nMeoinee GuHAHCOBBIE M IOPUHYECKHE TOC/Ie/ICTBHSA JO/DKHO OBITH:
+TIO/ITTMCAaHO JUPEKTOPOM, TJI. OyXTrasTepoM, 3aBepeHo TevaThio

MO/TMCaHO AUPEKTOPOM U COIJIaCOBaHO C FOPUCTOM

TO/ITTMCAHO TJI. OyXranaTepoMm, yTBEpKIAEeHO AUPEKTOPOM

TO/IMMUCAHO IUPEKTOPOM

Yem (akc oT/IMUaETCA OT MACHMA 10 0hOPMI/IeHHIO?

+5BJIsIeTCS He TOJTMHHUKOM, a KOTIMel J0KyMeHTa
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COZIep’KUT PSAJ, JOTOJIHUTE/IbHBIX PEKBU3UTOB
reyaTaeTcsi Ha Tesiepakce

He MOJKeT OBbITh 3aBepeH TevaThbio

BCe BbIllIerlepeurc/ieHHOe BepHO

KakoB CpoK XpaHeHHUs /ie/I0BbIX IHCeM?

MeCsL|

+1 rog

3 roga

5 JjieT

He XpaHATCs BooO1IIe

Ha KakoMm c/1y)keOHOM MHUChbMe MPOCTaB/isieTcsa peKBU3UT “CchlIKa HAa peru-
CTPAIMOHHBINA HOMEP U JaTy AOKyMeHTa”?

rpocbbax

COTIPOBOJUTE/IbHBIX

MH(OPMAaIMOHHBIX

+oTBeTax

Kakas fara siB/ifieTcs JaTou NPOTOKoJ1a

Jiata roJIcaHus NpoToKoJIa

+/1aTa 3aceaHus

JiaTa perucTpalnuy IpoToKosIa

JlaTa CoryiacoBaHUs

Kakas 0c00eHHOCTBD CyI[ecTBYeT Npu 0()opM/IeHUH «0()HIHA/TBHOT0 MUCbMa»?
+11cbMo odopMIIsieTcst Ha (rpMeHHOM OJ1aHKe OpraHU3al[in

He CTaBUTCSI Ha3BaHUE ero BHUja

2-U 5K3eMIUISIp OCTaeTCsl B OpraHu3aLumn

15./1/151 Yero coCTaB/ISIIOTCA «CONMPOBOAUTE/IbHbIE MMCbMa»?

[JIS1 TIOATBEPXKAEHUS TOTyUYeHUs1 JOKYMEHTOB U MaTepuasioB-IuceM

U151 BEIpa>KeHus1 6/1aroJapHOCTH 3a UTO-/TM00

+717151 Co0OIIIeHusI afipecaTty O HarpaB/ieHUM KaKUX-IM00 JOKYMEHTOB, MaTepHabHbIX
1leHHOCTel

16.Komy MoxeT ObITh ajpecoBaHO MUCbMO-TIPUT/IALIeHHe?

KOHKDPETHOMY JIULY

HECKOJIbKMM JIUL|aM

+KOHKPETHOMY JIULY, WJIA HECKOJIBKAM JIULIAM, UIM MaCCOBOMY aZipecaTy

B KaKux j1yyasix MCIoJ/1b3yeTcsl MMCbMO-HallOMUHaHue?

+KOI/la He y/aeTcs C MOMOLL[bIO TIeperoBOPOB WU JIMYHOTO KOHTAKTa IOIyUUTh He-
00X0UMBIN OTBET UM JOOUTHCS IPUHATHS HY>KHOTO pellieHuUs]

KOT/]Ja He0OXOZMMO TIO/ITBEPAUTH TI0/TyueHHe JOKyMEeHTOB ¥ MaTepHasioB

KOr'/1a He0OXOMMO COOOIIUTL O KAKOM-/THO0 COOBITHUN WM (haKTe

Kakue peKBU3UTBI BK/IIOUAKOTCA B COCTAaB PEKBU3UTOB 0/1aHKA MUCbMa
+ajpecar (roJsyyaresib)

+MeCTO COCTaB/IEHUS

+HauMeHOBaHWe OpraHu3aluu

3aro/I0OBOK K TeKCTYy

AKTBI, TUCbMa, (paKChl, JOK/1a/JHbIe 3aNIMCKHA 0THOCATCA K...
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OpraHM3alMOHHBIM JOKYMeHTaM
+CIMpaBOYHO-MH(OPMALMOHHBIM JOKyMEeHTaM
pacrnopsiauTeNbHbIM JOKyMEHTaM
BHELLIHMM JJOKyMeHTam

Tabymmia 5 — Kpurepun oneHku ¢()opMHPOBAaHHOCTH KOMIIETeHI[HH

Ko n
HauMeHOBaHHe
HWHMKATOpa [10-

Kpurepuu ouieHrBaHus1 c(OOPMUPOBAHHOCTH KOMITeTEH-

150

(4acTu KOMITeTEeHIUH)

CTW)KEHUST KOM- Ha 6a30BOM Ha TMOBBILLIEHHOM YPOBHE
reTeHUrH (4acTu YPOBHE
KOMITeTEeHLIUN) COOTBETCTBY- COOTBETCTBYET COOTBET-
€T OLIeHKe «YZIOBJIe- | OLIeHKe «XOpOIIO» CTBYET OL|eHKe
TBOPUTE/IbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJIbHOT' O 86-100%
MaKCHUMaJIbHOT'O basnma OT MaKCUMa/bHO-
bansia ro 6ania
WN-1yk4+ Bbibu- | BiajieeT MaTepua- | 1I0 CYIIeCTBY OTBe- | IPUHHAMAeET aK-
paeT Ha rocyjap- | oM [0 TeMe, HO | YaeT Ha IOCTaBJ/ieH- | TABHOE y4yacTHUe B
CTBEHHOM UM WHO- | JOMYCKaeT HeTOY- | Hble BOIMpOChl, HO | XO/e MPOBeAeHUs
CTPaHHOM(-bIX) HOCTU TIpU (HOpPMY- | UCTIBITBIBAET  HEKO- | IPaKTUUeCKOro
A3bIKaX ~KOMMY- | TMPOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
HUKaTHUBHO TIpU- | IOHSITUA TeMbl, WUC- | B (hopMy/IMpOBKe | BWIBHO OTBeYaeT
em/eMble  CTW/b | ILIThIBAeT  3aTPYy/- | MIOHATUM TIpU  (Op- | Ha OCTaB/I€HHbIE
JIeJIoBOTO  00II[e- | HeHUsI TIPU BBIOOpe | My/TMPOBKe 0a30BbIX | BOIIPOCHI, Bjla/IeeT
HUsI, BepOa/ibHbIe | KOMMYHHKATHUBHO TIOHSATUU TEMBI, KOMMYHUKaTUBHO

U HeBepOa/bHbIE
cpefCcTBa  B3au-
MO/IEHCTBUS C
napTHepaMu
I/I,Z[—ZyK-zt Beger
Je7IOByI0  Tiepe-
MUCKY, YYUTbIBas
0COOEHHOCTH
CTUIUCTUKHU
opULIMA/bHBIX U
Heo(hULMaTbHBIX
MMceM,  COLUO-
Ky/JbTypHBIE pas-
muuus B popmare
KOppPeCIoH/ieH-
MM Ha rocypap-
CTBEHHOM U WHO-
CTPaHHOM  (-BIX)
sI3bIKax

TIPUEeM/IEMOTO CTHJISI
J1eJIOBOTO  0011[eHUs,
TIpU BeJeHWU [1e10-
BOM TIepeNuCKU IO
OpraHu3alii W Be-
JleHrs paboThI M TIO
(bvHaHCOBOMY aHa-
3y, TIpEeBBbIIIAsT
yCTaHOBJ/IEHHOE
BpeMsi TIpU JIeMOH-
cTparyu YMEHUS
[IAaJIOTUYECKOTO
oOmmiennst st Co-
TPYAHUUECTBA B
aKaJieMUUeCcKou
KOMMYHUKaLuu 00-
IeHust

BbIOMpaeT mpuemsie-
MBI CTWU/Ib J1€/I0BOTO
oOII[eHusI, B3aHUMO-
JIEUCTBUSI C TMapTHe-
paMu, TIpU BefleHUU
J1eJIOBOU TepenurcKu
M0 OpraHu3aluv |
BeJleHHds paboThl U
o (rHaHCOBOMY
aHa/iu3y, 3a YyCTa-
HOBJIEGHHOE  BpeMmsi
BO3MOJKHBIX  pellie-
HUM, [OIyCKaeT He-
TOUHOCTH TIpU HC-
T0JIb30BaHUH /IUAJIO-
TMUecKoro O0OI1eHus
JJIs1 COTPYJHUYECTBa
B aKaJleMUYeCKOou
KOMMYHMKAIMM  06-

TIPUEeMJIEMBIM CTH-
JIeM J1eJIOBOTO 00-
IT[eHUSs], B3alMO-
JIeUCTBUS C TapT-
HepaMHu, OCy-
IT[eCTBISIET JIeJ10-
BYIO TI€PEITHCKY TI0
OpraHu3alyy U
BeJieHUs1 pabOThI U
10 (PMHAHCOBOMY
aHa/In3Yy, 3a yCTa-
HOBJIEHHOE BpeMsI
JN€MOHCTPHUPYET
YMEeHUSI UCITO/Tb30-
BaThb AMa/IoTHye-
CKoe ob11jeHue st
COTPYJAHUYECTBA B
aKaZleMU4eCKou
KOMMYHUKAIH
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N-3yx-4 [eMon- 1IeHUs o01eHust
CTpUpyeT  WHTe-
rpaTUBHbIE yMe-
HUSI  WCIOJIb30-
BaTh [[ajioThye-
CKoe  ob1ieHne
[Jil COTpyAHUYe-
CTBa B akajleMu-
YyeCKOM  KOMMY-
HUKauu  oOi1ge-
HUS

NI-1nkoc-1
Opranusyert u
MIPOBOJUT paboTy
1o (PMHAHCOBOMY
aHaJn3y
5KOHOMUYECKOTO
cyOBeKTa

Mopayb 5. OpraHu3anusi JOKYMeHT0000poTa Ha NpenpUusTHA

Bompocs! aj1s omnpoca:
1. Yto Takoe JOKyMeHTOOO0POT?
. OCHOBHBIE TIpaBU/Ia IOKyMeHTOo0opoTa.
Kakue TpebOoBaHUs TIPeABLSBISIOTCA K TTEPBUUHON 00pabOTKe BXOASIIMX
[IOKYMEHTOB?
[Tpuem , 06paboTKa ¥ perucTparus JOKyMeHTOB.
[Tepeuncivre 3Tarmbl paboOThI C BXOJSAIMMU JOKYMEHTaMH.
Opranu3aiys ¥ CUCTeMaTH3alysl UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB.
Kakue TpeboBaHus MPeAbSIBISIOTCS K 00paboTKe UCXOASAIINUX JOKYMEHTOB
-KoHTpoJ/Ib UCTIO/THEHHS TOKYMEHTOB.

w N

N b

®oHA TeCTOBbIX 3aJjlaHUM /I TeKYILero KOHTPOJ/Isi 3HAaHUM 10 TeMe:

Bbibepume HeCKOIbKO NpasU/IbHbIX 8APUAHMO8

3aKOHUMTe HauaToe npe/iokeHue: JIOKyMeHT0000pOT — 3TO JBH)KEHHE JJOKY-
MEHTOB B OPraHU3alMi C MOMEHTA MX CO3/JaHus /10:

riepe/iauy Ha UCTIO/THEHHUEe

+ MOALIVBKY B /1€/10

+ 3aBepIIeHNs UCTIOJTHEHHUST UJIH OTIPaBKU

Bbibepume HeCKOAbKO NpasuU/IbHbIX 8ApUAHMO8
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Kakue 3Tansl NPOXoAAT UCXOASLIME JOKYMEHTbI?

+ COCTaBJ/IEHUE MTPOEKTA JOKYMEHTa

+perucrpanus

TIpYieM U TiepBUYHast 06paboTka

KOHTPOJIb 3a UCIIOJTHEHUEM
Bblbepume o0uH npaguabHbIll 6apudaHm

PerucrpanyoHHO-KOHTPOJ/IbHbIe KAPTOUKH MCI0/Ib3yIOTCH:
JJ1s1 KOHTPOJISI IBUKeHUSI BHYTPEHHUX JIOKYMEHTOB

JIIs1 3aMMCcy UH(OpMalun

+/1/1s1 pETUCTPALIMK BXOJSIINX, UCXOSAIINX, BHYTPEHHUX JJOKYMEHTOB
Bbibepume oOuH npagubHbIll 6apuaHm

Opranu3anus JOKyMeHT0000poTa Ha MPeANPUATHN BK/IIOUAeT ABIKeHHe [J[0-
KYMEHTOB C MOMEHTA HUX MOJIyYeHHUs WU CO3JaHUs U JI0:

WX perucTpaliii B COOTBETCTBYIOIIEM >KYpHaJe

+ 3aBepilleHys] UCIIO/THeHUS], OTIIPaBKU WX CJJauM B JIeJ10

WX repeJjlaul COOTBETCTBYIOIIUM JI0JKHOCTHBIM JIUIaM

WX aHHYJIMPOBaHUS

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

CucreMaTU3UPOBaHHbIN NepeueHb 3aro/I0BKOB /ie/l ¢ YKa3aHHeM CPOKOB HUX
XpaHeHHUs — 3TO:

+ HOMEeHKJ/IaTypa

abbpeBuarypa

apXUBHBIU CITMCOK

KaTasior XpaHeHuUsI

Bblbepume 00uH NnpasuibHbIl 6apUAHM

B Kakux c/Iy4dasx y/i00Hee HCII0/Ib30BaTh )XYPHA/IbHYIO ()OPMY perucrparumn
AOKYMEHTOB?

1Ipu 0OJIBITIOM ZIOKYMEHTO0000opoTe

+ IpU MaJIOM JOKYMEHT0000poTe.

Bblbepume 00uH NpasuibHbIl 86ApUAHM

K mokymMeHTaM, moj/ie)XalyM 0053aTe/IbHOMY KOHTPOJII0, OTHOCATCS:
+BCe I1epeurC/IeHHbIEe

JIOKYMEHTBI BBIIIIECTOSIIIINX OPraHOB

pacriopsiiuTeIbHble TOKYMEeHTbI IaHHOM OpraHy3alin

BakKHbBIE CTielduUecKre JOKYMEHThI, CBONCTBEHHBIE 3TOM CUCTeMe yTIpaBJieHus], C
KOHKPETHBIMH CPOKaMU HCTIO/THEHUSI

Bblbepume o0uH npaguabHbIll 6apudaHm

B ueM 3aKJ/TIOUAeTCs 1e/Tb PeruCTPauu JOKYMEeHTOB?

obecreunTsb ux yueT

KOHTPOJTb

OBbICTPBII MTOMCK

+BCe BbIlLII€HAa3BaHHOE

Bblbepume o0uH npaguabHbIll 6apuaHm

TpeGoBaHusi, pebsaB/IsAeMbIe K JOKyMEHT0000pOTY:
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MPSIMO TOYHOCTD [IBU)KEHHUS JOKYMEHTOB (JOKYMEHT KpaTyaullnM MyTeM IomnazaeT K

VICIIOJTHUTEJ/TI0, BO3BPATHBIE MepeMellleHus1 JOKYMEHTOB UCK/TFOUEHbI)

pacripefiesieHHe TOKyMEHTOB MeX/y PYKOBOJUTESIMH U CIIeI[HaMCTaMHt COTJIaCHO

1X (PyHKIIMOHA/IbHBIM 00s13aHHOCTSIM

HeoOXouMoe TiepeMelljeHre TOKyMeHTOB (y0/iMpoBaHue, TUIITHHEe UHCTAHI[UU U
JeNCTBUS UCK/TIOUeHBI) U eIMHOOOpa3re MapIipyTa JBKeHUsS TOKYMEHTOB U TeXHU-

YyeCcKUX Oriepalfiii C HUMU, OJJHOKPAaTHOCTh KaXKJJOM orepariiu
+BCe BbIllIeTIepeurcieHHbIe

Bbibepume o0uH npaguabHbIll 6apuaHm

Hcxopsiye — 3T0 A0KYMeHTbI

+0TrpaB/sieMble U3 OpraHU3aluu

roslyyaeMble OpraHu3aluen

Co3/laBaeMble B OpraHK3alun

TIPOEKTHI JOKYyMEHTOB

Bbibepume 00uH npasu/ibHbIll 6apuaHm

Hcxopsimye  JOKYMEHTbI HAa  OyMa)KHBIX  HOCHTE/ISIX
B........0K3eMILUIsIpax

+IBYX

TISITH

Tpex

yeThbipex

Bbibepume o0uH npaguabHbIll 6apuaHm

BHyTpeHHHeE J0KYMEHTbI PeruCTPUPYHOTCS

+B ZIeHb MMOATIMCAHMS WA YTBEPKAEeHUs

B ZIeHb OTIPaBKU

B JleHb TTOCTYTIJIeHUS

yepe3 JIeHb

Bbibepume 00uH npasu/ibHbIll 6apuaHm

Haua/1bHBIH 3Tan KOHTPOJISI HCIIO/THEHHUSA JOKYMEHTOB
+miepBuuHast 06paboTka

TIpe/IBapUTe/IbHOe paCCMOTPEeHHe

perucTparus

IPYMNITMPOBKA

Bblbepume 00uH NnpasuibHbIl 6apUAHM

IIpaBWIBHO COCTaB/IEHHBIN 3aro/I0BOK /ie/ia
+MPOTOKOJIbI 3aCe/laHUH aTTeCTalMOHHOM Komuccuu 3a 2012 roz
CTIpaBOYHbIE MaTepHasIbl

TIPOTOKOJTBI

pasHoe

Bbibepume HeCKOAbKO NpasuU/ibHbIX 8ApUAHMO8
JT0KyMeHT0000pOT — 3T0:

¢opmupyrorcsa

+ABI/I)K€HI/IE AOKYMEHTOB B OpPraHM3dllM C MOMEHTAd UX CO31dHUA WK T10/IyYEeHUA 10

3aBepIleHHs] UCITOJTHEHHS UTW OTIIPAaBKH
JOKYMEHT, He TpeOyroIui 0co60ro BHUMaHMS
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JBIKeHHe JJOKYyMEHTOB B OpraHU3alid C MOMEHTa UX MOTy4YeHUs [0 3aBepIIeHHUs
VICTIOJIHEHUS WM OTTIPaBKY B KOMUTeET I10 JleJlaM HeCOBePIIIeHHOIETHUX

He 3Har0

OcHOBHOe yC/I0BHe, 00ecreuynBaoiiee CHCTeMaTU3alHI0 JOKYMEHTOB B OpPraHu-
3aUM — ......

+COCTaB/IeHHe HOMEHK/IaTYPHI [/l

KOHTPOJIb UCITOJIHEHHUS

pervcrpauus

rpe/iBapUTe/IbHOe PACCMOTPEHUE

Bbibepume o0uH npaguabHbIll 6apuaHm

B HOMeHK/IaTypy Ae/1 BK/IHYalTCsA

+BCe JIOKYMeHThI, 00pa3ymoliiyecs B [iesiTe/IbHOCTU OpraHu3al[in

JIMYHbIE JieNia, TPYJOBble KHKKU

JKypHasbl perucTpalyu, KapTOuku yJeTa

TOJIBKO JleJla OJJHOTO CTPYKTYPHOTO MO/pa3zesieHUst

Bbibepume 00uH npagu/ibHbIll apuaHm

B f0KyMeHTaLMOHHOM O0ecrieyeHNHU NMPeANPUATHS He BbIAe/IAIOT FPYNIbI J0-
KYMEHTOB

BXOJSIIUE JOKYMEHTHI

UCXOASIIIIYe JOKYMEeHThI

BHYTPEHHUE IOKYMEHTbI

+apXUBHbIE JOKYMEHTHI.

Bbibepume o0uH npaguabHbIll 6apuaHm

Ha Kakue BH/ibl K1acCU(PULUPYIOTCA JOKYMEHTHI M0 MeCTy COCTaB/IeHUs?
+BHellIH/e U BHYTPEHHUE;

PYKOIUCHbIE Y TIeYaTHbIE;

JIMUHBIE U OPULIUAJIBHEIE;

rOpOZICKUe U paliOHHbIE.

Bbibepume 00uH npasu/ibHbIll 6apuaHm

Ilpu co3pannu AokymeHToB Ha [TK Ha/mmuue mab/10Ha MO3BoJIAET OBICTPO
+C03/]aTh aHa/IOTUYHbIN 10 (JOpMe JOKYMEHT

HaWTH JOKyMeHT B 6a3e JaHHBIX

CKOITMPOBATh JI00OM T0KyMeHT

OTpe/IaKTUPOBATh JIFOOOM JOKYMEHT

Bblbepume o0uH npaguabHbIll 6apudHm

Ha kakue BHABI KJ1aCCU(PULUPYIOTCA JOKYMEHTbI 10 MeCTy COCTaB/IeHUsi?
+BHEIIHUE U BHYTPEeHHHE

PYKOITUCHBIE Y TleyaTHbIe

JIMYHBIE U OULMA/IbHbIE

ropoZiCKUe U paliOHHbIe

ynpaB/ieHUeCKUe, HayYHble

Bbibepume o0uH npagu/ibHbIll 6apuaHm

Konus 4acT¥ TeKCTOBOr0 JJOKyMeHTa U 3aBepeHHas B YCTAHOB/I€HHOM NOpsA/Ke
+BBINMCKA U3 JOKyMeHTa

ayosikar
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TMO/I/TMHHUK
YepHOBUK

Bblbepume 00uH npasuibHbIll 6ApUAHM

B c/1yuae yrepu opuruHa/ia Kakoro-jm0o JOKyMeHTa, BbIAAaeTCA

+ay0siuKaT

KOTIHSI

OpUTMHa

BBITIMCKa

Bbibepume o0uH npaguabHbIll 6apuaHm

VjeHTHUYHOE, 3aBePeHHOe JO0/DKHOCTHBIM JIMLIOM BOCIIPOU3Be/ieH’e MOA/ITMHHUKA
+KOIUs

BBITIMCKa

nybmkar

OpUTHHa

Bblbepume 00uH npasuibHbIll 6APUAHM

COBOKYIHOCTH B3aUMOCBSA3aHHBIX JOKYMEHTOB, UCII0/Ib3yeMbIX B OTpe/ie/1eH-
HoM c(epe -

+cucTemMa JOKyMeHTalur

CTaHAApT

yHUbUIIMPOBaHHasi CUCTeMa

dbopmynsip-obpaser]

Bbibepume o0uH npaguabHbIll 6apuaHm

Jlo/mKHA /M TIpeJyCMaTPpUBaTh pa3peliuTe/ibHas CucTeMa A0CTyn K KOHuaeH-
Ma/IbHOM HH(pOPMaH# 0/DKHOCTHBIX JIMI] U3 BHEIIHUX OPraHU3aI[Hil, BbI-
MO/THAOIIMX COBMECTHYIO PaboTy Cc opraHu3anuei rae BBeJjeH Pe)KuM KoH(H-
JIeHI{HA/TIbHOCTH?

HeT, He JI0/KHA

+71a, JO0/DKHA

3aBUCHUT OT WHJUBU/Iya/IbHOT'O pellleHUs] PYKOBOUTESIs, layke eC/Iv 3TO CTaBUT T10/]
yrpo3y CpbIBa BITIOJTHEHHE COBMECTHBIX paboT

Bblbepume 00uH NpasuibHbIll 6APUAHM

VIMeloT /11 MPaBo Ha JAOCTYI K pa3/IMYHbLIM BH/jaM KoH(uUgeHI[Ha/IbHON uH(op-
MaId¥ COTPYAHUKHU YIO/THOMOUEHHbBIX OPraHOB roCy/iapCTBEHHOM BJ/IACTH
(HasoroBas ciayx0a, cry)k0a cyedOHbIX MPUCTaBOB, opranbl MB/I u ap.)?

HeT, He UMEeIOT

MMEIOT, B MpejiesiaX CBOel KOMITeTeHIUH

+1MeI0T, B TIpe/iesiax CBoel KOMIIeTeHLINU, TIPU 3TOM 00s13aHbI 00eCTieunThb 3all[UTy
MoJiydyeHHOW MH(OpPMaLMK OT pasrJiallleHusi U HelpaBOMEePHOT'0 MCII0J/Ib30BaHUs
Bblbepume o0uH npagu/ibHbIll 6apudaHm

KTo BX0HUT B KPYT JIHIl, HMEIOLIUX MPaB0 AaBaTh pa3pelieHue Ha JOMYyCK H JI0-
CTyN K KoH(puUAeHIHa/IbHOU nH(popManuu? +PykoBoauTeb opraHy3aljuu
JIroOoii COTpYJHUK, UMEFOIUH JocTym K KU

PykoBoziuTe/lb CTPYKTYPHOTO TI0/Ipa3/ie/ieHusi BCeM COTPYAHUKaM

+PyKoBoguTeb CTPYKTYPHOTO TOZipa3ieieHus B rpe/iefiaXx CBoel KOMITeTeHIIUN
+3amMecTuTeNh PYKOBOAUTEIS B TpeiesiaXx cBoeli cdepsl /lesaTe/TbHOCTH
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Bblbepume o0uH npaguabHbIll 6apuaHm

B KakoM BH/ie BbIIaeTCsl pa3penieHde Ha padoTy ¢ KOH(HUAeHI[HA/TbHBIMH /10-
KyMeHTaMHu?

B YCTHOU (popme

B BU/Ie TIMCbMa I10 TIouTe

+B BU/Jie Pe30/II0LUU

Bblbepume 00uH NnpasuibHbIll 6APUAHM

B cnyuae opranm3sanum cucremsl gocryna K KU ¢ corpygHuKamMu U3 pyrux op-
raHu3anui KaKkue 0KyMeHTbI OyAyT C HUMH MO/HCAHBI?

+710r0BOP U 006513aTe/IbCTBO O HepasrJallleHuu

TOJIKO JIOTOBOP

TOJIbKO 00513aTe/TbCTBO

BCe 3aBUCHUT OT TOXKeJIaHUK PYKOBOJUTEJISI OpraHu3aLivuu

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KT0 Takoil KOHTpareHT B paMKax peau3anuu pador ¢ KU co cropoHHel opra-
HU3aIuen?

5TO TIOCTOPOHHEe [i7Isl OpraHu3alyu L0

3TO afipecat

+3TO CTOPOHA IPaXKAAHCKO-TIPABOBOI'0 OrOBOpA

Bbibepume 00uH npagu/ibHbIll 8apuaHm

O0s13aH /M KOHTPAreHT CO00IUTH 00/1a/jaTe/TI0 KOH(HAeHIIHA/TbHON HH(popMa-
LIMH 0 I0NMYLIeHHOM UM e (KoHTpareHToM) ¢akTe pasriamenusa KNU?

+1a

HeT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

KoMy COTpYJHMK COOOIIUT 0 MONBITKE MOCTOPOHHMX JIUI] MOyUYHTh 0T Hero KU
U KOMY COTPY/AHUK B C/Iyuyae yBo/IbHeHUsA cJacT Bce Hocutenu KN?
COTPY/IHUKY CJTy»KObI KOH(UEHIIMATBHOTO [IeIONPOU3BO/ICTBA U PYKOBOJUTEJTIO Op-
raHu3alyu

HUKOMY HUYEro He I0J/DKeH COo0IaTh U TiepeZiaBaTh

+DPYKOBOJUTEJTFO OPraHU3aluM U COTPYAHHUKY C/Ty»KObl KOH(DUEHIIUATBHOTO [1e/10-
MPOM3BO/CTBA

B BapHaHTax He MepeurcieHo 3TUX JIUI]

Bblbepume 00uH NpasuibHbIl 6APUAHM

YT 0THOCHTCSA K CIIeHA/TBHBIM (0C00bIM) KaTeropusiM MepCcoHaTbHbIX JaH-
HbIX?

+COCTOsIHUE 3/I0POBbBS, TIOJIMTUUECKUE B3IVIsI/Ibl, HALJMOHA/IBHOCTh

dbamuus, UMsi, 0TYECTBO

OroMeTpHUeCKre JaHHbIE

Bblbepume o0uH npaguibHbIll 8apuaHm

Ciepyet /v o/Iy4aTh MUCbMEHHOE pa3pelieHre Ha 00padoTKy MmepCcoHa/IbHBIX
AQHHBIX B C/TyYyae 0JHOKPATHOro nmpoxo/ja cyonekra I1/] Ha TeppuTopuio opra-
HHM3aLuH (3aBoja, Gupmbl, npesNpUATHSA)?

na

+HeT
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Bblbepume o0uH npaguabHbIll 6apuaHm

OO0si3aH /I COTPYJHUK OTAe/a KaJPpOB YBeJOMHTH YIIO/JTHOMOYEHHBIN OpraH o
CcBoeM HamepeHHHU o0pabdaTeiBaTh I1/] coTpyAHMKA, MOCTYNUBIIEro Ha padoTy?
aa

+HeT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Cnepyet /4 o/1yyaTh pa3penieHue Ha 00padoTKy I/l B cirydyae ycraHOB/IeHUS
JiMar{Hosa?

na, BCera

+HEeT, eCJId IMarHO3 YCTaHABJ/IMBAET JIUMIIO UMelolljee MeULIMHCKOe 0Opa3oBaHue U
BBITTOJTHSIOIIee CBOM 00SI3aHHOCTU

HeT, He CJie[[yeT HUKOMY, T.K. YCTaHOBKA /IMarHo3a Heobxouma B CBsi3u obecrieue-
HUeM 0e30I1aCHOCTH »KU3HU CcyonekTa I1]]

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KTo0 00/1afaeT HCK/TIYUTE/THHBIM MPAaBOM Ha CeKpeT MPOU3BO/CTBA, CO3JaHHbIN
Pa0OTHUKOM B CBSI3H C BBINO/THEHHEM TPYAOBBIX 00513aHHOCTEH?

pabOTHUK

+paboTozaTesnb

Y TOT ¥ JIPYTOi B PABHBIX CTETIEHSIX

Bbibepume 00uH npagu/ibHbIll 6apuaHm

Ha3oBuTe yno/,IHOMOUYEHHBIH OPraH, KOTOPOMY MOCKL/IAIOT yBeJOM/IeHHs 00 00-
paborke IT/T

®CB

MBI

+POCKOMHaz30p

Bblbepume 00uH NpasuibHbIl 6ApUAHM

Yto oTHOCHUTCSA K Lje/isiM 00paboTku I1/1?

ocylecTB/ieHHe 0O6pa3oBaTebHbIX YCIyT

OCYIIIeCTBJ/IEHUE TYPUCTUUECKUX YCITyT

OCYIIleCTB/IEHWe YaCTHOM OXPAHHOM /1eATeTHOCTH

+BCe BbIIIeTIepeurCIeHHbIe BADUAHThI

Bbibepume 00uH npagu/ibHbIll 6apuaHm

Bbe3 corsiacusi Ccy0’beKTa 0MOMETPHYECKHX MEPCOHAIBHBIX JJAHHBIX JOCTYN K HUM
U ia/IbHeHIIasi 00padoTKa MOTYT OCYLIECTB/IATHCA B CBA3HU C OTIPAB/IEHHEM
MPaBOCY UL,

+na

HeT

Tabsuna 6 — Kpurepun oneHKH copMHPOBAHHOCTH KOMIIETEHI[AH

Koa u Kpurepuu ouenviBanusi c)OpMUPOBAHHOCTH KOMITETEH-
HauMeHOBaHue 105051
VIHJMKaTopa [J10- (4acTy KOMITeTEHLIUHN)
CTWKEeHUsI KOM- Ha 6a30BOM Ha MOBBIIIIEHHOM YPOBHe
neTeHLH (4acTu YPOBHe
KOMIIETeHL{1H) COOTBETCTBY- COOTBETCTBYeT ’ COOTBeT-
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eT OlLleHKe «yIoO0BJie-

OLleHKe «XOpOIIIO»

CTBYET OLleHKe

TBOPUTE/IbHO» 65-85% ot «OT/IMYHO»
50-64% ot MaKCUMaJ/IbHOT'0 86-100%
MaKCHUMaJIbHOTO basnma OT MaKCUMaJ/bHO-

bansia ro 6ania

N-1yk4+ Bbibu- | BiajieeT MaTepua- | 10 CYIeCTBY OTBe- | IPUHHAMAeET aK-
paeT Ha rocyjap- | oM [0 TeMe, HO | YaeT Ha TMOCTaB/ieH- | TABHOE y4yacTHUe B
CTBEHHOM UM WHO- | JONYCKaeT HeTOY- | Hble BOIMpOChl, HO | X0/ MPOBeAeHUs

CTpaHHOM(-bIX) HOCTH TpU (OPMY- | UCTILITBIBA€T  HEKO- | MPaKTUUeCKOTo

A3bIKaX KOMMY- | TMPOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
HUKATUBHO TIpU- | IOHATUWA TE€MbI, WUC- | B (hOpMy/IMPOBKE | BUTbHO OTBEUYAeT
emM/ieMble  CTW/b | TIbITbIBA€T  3aTPYy/- | IOHSATUN TIpU  (op- | Ha MOCTaB/IeHHbIe
JIelIoBOTO  00I1[e- | HeHUsI TIPU BbIOOpe | My/TMPOBKe 0a30BbIX | BOIIPOCHI, B/la/IeeT
HUsI, BepOa/ibHbIE | KOMMYHHKAaTUBHO TIOHSITUI TeMBI, KOMMYHHUKATUBHO

u HeBepOa/ibHbIE
cpeAcTBa  B3au-
MO/JeHCTBUS C
napTHepaMu
I/I,Z[—ZyK-4 Be,qu
Je7IoOByl0  Tiepe-
MUCKY, YYUTbIBas
0COOEeHHOCTH
CTUIUCTUKHU
obULMa/bHBIX U
Heo(ULMaTbHBIX
nuceM,  COLIMO-
Ky/JbTypHbIE pa3-
muus B (popmare
KOppeCIoH/eH-
UM Ha Tocyjap-
CTBEHHOM U HWHO-
CTpaHHOM  (-BbIX)
sI3bIKax
N-3yk-4 JleMon-
CTpUpyeT UHTe-
rpaTvBHbIe yMe-
HUSL  MCIOJb30-
BaThb Juajioruye-
ckoe  oOiieHue
JJisl COTpyAHUYe-
CTBa B aKafJeMu-
YecKOM  KOMMY-
HUKaluu  oOiife-
HUs

TIPUEMJIEMOTO CTHJISA
JIe7IOBOTO  00IIeHus,
U 0COOEHHOCTSIX
CTWIMCTUKA O(DUITH-
anbHBIX U HeoULU-
a/IbHBIX THCEM, TIpe-
BBIILIAsl YCTAHOBJIEH-
HOe BpeMms TIpH [ie-
MOHCTpAI[UM  yMe-
HUSL IMAJIOTUYeCKO-
ro o0IIeHus As Co-
TPY/IHUUYECTBa B
aKaJleMUUeCcKou
KOMMYHUKaI[UK 00-
ITeHUs

BbIOMpaeT mpuemsie-
MBI CTW/Ib J1€JI0BOTO
oOIIeHusI,  B3auUMO-
JEeNUCTBUS C TIapTHe-
paMu, BefieT [iesio-
BYIO TIeperucky,
YUUTBIBasE ~ OCOOEH-
HOCTU  CTWINCTUKHU
obuLMa/bHBIX U He-
obuLMa/bHBIX  TIH-
ceM, 3a YCTaHOBJIEH-
HOe BpeMsi BO3MOX-
HBbIX pelleHul, [o-
IyCKaeT HETOYHOCTH
TIPU  WCTIOJTb30BaHUH
JIMa/IOTUUeCKOTO
oOmieHust s Co-
TPYAHUUECTBA B aKa-
JIeMUUYeCKOM KOMMY-
HUKALMH OOIIeHHsT

TIPUEeMJIEMBIM CTH-
JIeM JIeJIOBOTO 00-
ITIeHUsI B3aUMO-
J\eMCTBUS C MapT-
HepaMu, BeJieT Jie-
JIOBYIO TI€PEIUCKY,
YUUTBIBasi 0CO-
OeHHOCTU CTU/IU-
CTHKM OQHILIUa/Ib-
HBIX U HeOPHI[1-
aJTbHBIX TTHCEM,

3a yCTaHOBJIEHHOE
BpeMs IeMOH-
CTpUPYeT YMEeHUsI
WCTI0/Tb30BaTh
JIUaIOTUUEeCKOoe
oO11ieHue AJist Co-
TPYAHUUECTBA B
aKaJleMHUueCcKou
KOMMYHUKALUH
o011eHus
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Mopayasb 6. «Opranusanys apxuBa npejnpusaTus»
@doH/| TECTOBBIX 3a/JaHUH [/Ifl TEKyLero KOHTPO,/IsA 3HAHUHU 110 TeMe:

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

OTO00p JOKYMEeHTOB Ha roCy/JapCTBeHHOe XPaHeHHe -.......

+3KCIepTu3a LieHHOCTH JJOKyMeHTOB

oriepaTUBHOE XpaHeHUe Jief

cocTaB/ieHUe HOMeHK/IaTypa fiej

odopmiieHHe [esa

Bbibepume o0uH npaguabHbIll 6apuaHm

B apxuB opraHu3aIjuM nepeAarTcs Aesa

+TI0CTOSTHHOTO, BpeMeHHOTro (cBbiiiie 10 jieT) XpaHeHus 1 fieJia 110 IMUHOMY COCTaBY
CO CPOKOM XpaHeHus1 3 rofia

CO CPOKOM XpaHeHus1 5 jieT

CO CPOKOM XpaHeHus 1 roj

Bbibepume 00uH npagu/ibHbIll 8apuaHm

HomMeHK/1aTypa /ie/1 opraHu3aLii yTBepK/aeTcs

+PYKOBOZIUTE/IEM OpraHU3alin

pabOTHHUKOM apXHBa

pabotHukoMm 10Y

cekpetapeM-pedepeHToM

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Jesa C UCIIO/THEHHBIMU AOKYMEHTAMHU MOCTOSTHHOTO M BpeMeHHOro (cBbime 10
JIeT) CPOKa XpaHeHHs TOJJIeXaT mnepejaue U3 CTPYKTYPHOTO MOAPAa3/ie/ieHus B
apXuB OpraHu3aIuM (MPU ero Ha/INYMHU):

T10 UCTeUEeHUH TISITH JIET MX XpaHeHUS B CTPYKTYPHOM I0Zipa3/ie/ieHnn

T10 UCTEeUeHUU TPEX JIeT

+110 UCT€UEHUHU JIBYX JIeT

T10 UCTEeYEeHUH OTHOTO rojia

MoC/ie OKOHYaHUSI KaJieHJapHOTO rojia

Bbibepume 00uH npagu/ibHbIll 8apuaHm

O053aHHOCTH WiIeHa YKCIePTHOM KOMUCCHH MPeANPUATHA:

TIPOBEPSITh COXPAaHHOCTb IOKYMEHTOB B TO/pa3ze/eHUsIX

OLIeHMBATh CTeTleHb CEKPeTHOCTU JIOKYMEHTOB

TIPOBEPSITh MPAaBUIBHOCTb COCTaB/IEHUS JOKYMEHTOB

+TIPOBOUTD IKCITEPTU3Y 1[EHHOCTU JOKYMEHTOB

KOHTPOJIMPOBATh UCIIO/IHEHHE JOKYMEHTOB

Bblbepume o0uH npagu/ibHbIll 6apuaHm

Korjga npy HanMcaHuM JOKYMEHTOB MCIO0/Ib3YIOT COKPAIlleHHOe Ha3BaHHe opra-
HU3ALUH:

10 YCMOTPEHUIO COCTAaBUTEJISI IOKYMeHTa

10 YCMOTPEHHIO PYKOBOIUTEJISI OpraHu3al[in

+KOr/la OHO 3aKpeTUIeHO B YUPeAUTe/IbHBIX JOKYMEHTaX OpraHW3aljuu
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TIpU JII0OBIX 00CTOSITE/ILCTBAX.

Bblbepume o0uH npasuabHbIll 6apudaHm

IToaroToBKa K apXMBHOMY XpPaHEHHUIO MEPeNHCKH MPeANPUATHA MPOUCXOAUT
CIeAYIOIAM 00pa3oMm:

+TIepercKa XpaHUuTcs oT 1 rozia fio 5 jieT, 3aTeM TiepejaeTcs B apXUBIepeIrcKa
XPaHUTCS OT 3 [0 5 JIeT ¥ Ha apXHMBHOE XpPaHeHUe He TiepeiaeTcst

TepercKa XpaHUuTCs OT 3 710 5 JIeT, 3aTeM IepefiaeTcsi B apXvB

Bbibepume o0uH npaguabHbIll 6apuUaHmM

IIpoBepKka Ha/IMYUA U COCTOSTHUA /ie/1 B apXuBe (MCK/TI0Yasi upe3BbIUuaiiHbIe
MPOHUCIIeCTBUA, CMeHY 3aBe/yI0Iero apxXuBoM U T.I1.) MPOXO/JUT C MePUOANUHO-
CThIO:

[Ba pasa B roj

+OpuH pa3s B 3 roza

OpuH pas B 5 jieT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Jlesa U3 apXxMBa OPraHU3al[UM BBIJAIOTCA PAa00THHKAM CTPYKTYPHBIX MOJpas-
JAe/ieHMHd JJaHHOM OpraHu3aluy Ha CPOK:

He 6omee SaHel

+He 6ostee 10 gHei

He Gonee 21 mHS

He 6onee 30 gHeH

Bbibepume o0uH npaguabHbIll 6apuaHm

ba3a gjaHHBIX

+3/IeKTPOHHBIN BapUaHT KapTOTeKH

HOMEeHKJ/IaTypa fej

JKypHaJ/l periCTpalyu

OITHCh

Bblbepume 00uH NpasuibHbIl 6ApUAHM

JIro00i JOKYMEHT, COiep)KalUiCsl B MEePCOHA/ILHOM KOMITBIOTEpPE MOXXHO CKO-
NMUPOBAaTh Ha OyMa)kKHbIH HOCHUTE/Tb, BLIBO/A €ro Ha ....

+TIpUHTEP

JUCILIen

TTUCKETY

cepBep

Kak XpaHATCA NPUKa3bl M0 JIMYHOMY COCTaBY?

B JIMUHOM /[lejie COTPYAHUKA

BMeCTe C [PyTUMH KaIpOBBIMU JIOKYMeHTaMH

+TPYNIUPYIOTCS B OTZAE/IBbHOE /1710

BBI/IAIOTCS HAa PYKU COTPYIHUKY

BMeCTe C IMPHUKa3aMH 110 OCHOBHOM ZIesITe/TbHOCTH.

KakoB CpoK XpaHeHHUsI J0KYMEHTOB I10 THYHOMY COCTaBY

10 net;

15 neT;

50 neT;

+75 Jier.
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Tabymmia 7 — Kpurepun oneHKd ¢()OpMHUPOBAHHOCTH KOMIIeTeHI{HI

Kopg u Kpurepuu olieHvBaHusi chOPMUPOBAHHOCTH KOMITeTeH-
HavlMeHOBaHUe LU
WH/MKAaTOopa [10- (4acTy KOMITeTeHIN )
CTVKEHUS KOM- Ha 6a30BOM Ha MOBBIIIIEHHOM yPOBHE
reTeHXH (4acTu YPOBHE
KOMIIeTeHIL[N) COOTBETCTBY- COOTBETCTBYET COOTBET-
eT OLIeHKe «yZIOB/ie- | OlLleHKe «XOpOILIO» CTBYET OL|eHKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJ/IbHOT'0 86-100%
MaKCHUMaJIbHOTO basnma OT MaKCUMaJ/bHO-
basa ro Oasa
B/IaJleeT  MaTepua- | 0 CYIIeCTBy OTBe- | IPUHMMAeT aK-
JIOM MO TeMe, HO |YaeT Ha MOCTaBJeH- | TABHOE y4yacTue B
JIOMyCKaeT  HeTOU- | Hble BOMPOChI, HO | XO/le TIPOBe/JeHUsI
HOCTH TpU (OPMY- | UCTILIThIBA€T  HEKO- | MPaKTUUeCKOro
MUpOBKe  0Aa30BBIX | TOpbIE 3aTPYyJHEHUs | 3aHSATHS, TIpa-
TOHATUM TeMbl, MC- | IpU (OPMY/IHUPOBKE | BUTLHO OTBEYaeT
MBITBIBAET  3aTPy/I- | 0Aa30BbIX  TOHSATUM | HA TTIOCTaBIeHHbBIE
N-3yk-4 JleMoH- PyA
HEeHUs TIpU JIeMOH- | TEMBI, BOIIPOCHI, IeMOH-
CTpUPYeT UHTe-
roaTunHLe e | CTPALHH YMeHUS | IeMOHCTPUPYeT CTPUPYeT YMeHUsI
P Y JIe7IOBOTO OOII[eHus], | yMEHHSI  ZIeJIOBOTO | ZIeJIOBOTO 001IIe-
HUSIT  HCII0/b30-
TIPeBbIIIasi YCTAHOB- | OOII[EHUsI,  B3aUMO- | HUS,
BaTh JuWaaoruue- N
JIEHHOe BpeMsi TIpU | IMCTBUSI C TlapTHe- | 3a yCTaHOBJIEHHOE
CKoe  oOmieHue

AJIs1 COTpy[HUUe-
CTBa B akKajemu-

YyeCKOM  KOMMY-
HUKaluyu  obire-
HUS

JIEMOHCTpAIUA yMe-
HUSI [TMa/IOrMYecKo-
ro oOIIeHus /s Co-
TPY/IHUYeCTBa B
aKaJleMHlueCcKou
KOMMYHHUKAI[UH 00-
IeHusT

paMu, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOXXHBIX  pelleHWH,
JIOMyCKaeT HEeTOYHO-
CTU TpPU HCII0JIb30-
BaHWU  JlMajoruye-
CKOTO OOITeHHsT AJIsl
COTpyJHMYECTBA B
aKaJleMHUueCcKoum
KOMMYHUKalM1 06-
1ieHUs

BpeMs IeMOH-
CTpUPYeT YMEeHUsI
HCTI0/Tb30BaTh
JasioTUYecKoe
o011eHue AJ1s co-
TPYAHUUECTBA B
aKaJleMHUueCcKoum
KOMMYHUKALUH
o01eHus

2 OHEHUBAHUME ITMCBbMEHHbBIX PABOT CTYJAEHTOB, PEI'JIA-
MEHTUPYEMBIX YYEBHbBIM IVTAHOM
[TuceMeHHBIe PabOTHI yueOHBIM TIJIAHOM He TPeyCMOTPEHBI.
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3 OIIPEJE/TEHUE PE3YJIbTATA ITIPOMEXXYTOUYHOUW ATTECTA-
nnun
@dopMa NMPOMe)KyTOUHOM aTTeCTal|M M0 JUCLUIUIMHE 3a4eT.

OLOEHOYHBIE MATEPUAJIBI 1 CPEANCTBA JJIA ITPOBEPKUA
C®OPMMPOBAHHOCTY KOMIIETEHIIAN

YK-4 Cniocof6eH oCyIIecTB/IATH /Ie/I0BYI0 KOMMYHHKAIUIO B YCTHOM M MMUCbMEH-
HOM (popMax Ha rocyAapCcTBeHHOM s3biKe Poccuiickon @epepaniy 1 UHOCTPAH-
HOM(bIX) fi3bIKe(ax)

BbiGepume 00uH npaeu/ibHbIU 8apuaHm omeema

1. ITpu cocTaB/IeHNH COBMECTHOTO JOKYMEHTA /IByMsl OPraHu3aLlisIMH OH
oopmisieTcs:

Ha OJ1aHKe TIepBOi OpraHU3aIiu

Ha O/1aHKe BTOPOU OpraHW3al[il

+Ha yiicte opmara A4

Ha ucTe Gopmara A5

2. Kakoe pacriono)xeHue peKBH3UTOB PeKOMEeH/[yeTCsl I/Ifl muceM?

+yra0Boe

TIPOZI0JIbHOE

YT7I0BOE U MPO/I0/IbHOE

(b1aroBoe u 1jleHTPOBaHHOE

Npo/10/IbHOE U (hy1aroBoe.

3. Ilncbmo, nMeonee (PMHAHCOBBIE U IOPUJAYECKHE TIOC/IeACTBHA JO/DKHO
ObIThH:

+TIOAMNKMCAHO JUPEKTOPOM, TJ1. OyXranTepoM, 3aBepeHo TevaThbio

MO/INKMCAaHO JUPEKTOPOM U COT/IaCOBaHO C FOPUCTOM

TIO/ITTMCAHO TJ1. OyXTra/nTepoM, yTBepXK1eHO AUPEKTOPOM

TIO/ITTCAHO TUPEKTOPOM

JonoaHume

4. O0001meHHOe HA3BaHUE NIMPOKO NMPUMEHSIEMOro BHAA O(PHMUIMAIbHBIX
JOKYMEHTOB, CJIYKAIIMX CPeICTBOM OOILICHUS] Pa3/IMYHBIX OPraHu3anui, npei-
NpUATU, (GUPM MO MOBOAY OCYIIECTBJASIEMON HMMH [eATEJIbHOCTH — 3JTO

ITIpakmuko-opueHmMupo8aHHble 3a0aHUsl

5. Kakue Tpe0oBaHus NpeabaBIsIOTCH K opopMiieHuI0 pekBu3nTa «Jlara
TOKYMEHTa»?

PexBusuT «/lata 1okyMeHTa» 3alMCBHIBAETCS B OCJIEIOBATEILHOCTH: AEHb ME-
csila, MECSI, TOJ OJJHUM U3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pazaeneHHbiMu Toukoit: 05.06.2023;

CII0BeCHO-IIU(POBBIM criocobom: 5 utons 2023 r.
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6. BbiOepuTe M3 JABYX CIOCOO0B, NMPAaBHUJIbLHO 0(OPMJICHHbIC BAPHAHTHI
PEKBU3UTA JaTa:

1.1.12.23 r.; 17.07.2023 rox; 01.01.2023; 09/12/2023; 12.05.2023 r.

2. 02 nexadps 2023 r.; 17 amp. 2023 r.; 11 nexadps 2023 r.; 13 HosOps

2023 ropa.

[TpaBUIBHBIN OTBET:

01.01.2023, 11 gexabpsi 2023 r.

7. Kak npaBuibHO 0()OPMHTB B /1e/I0BOM NHCbMe PeKBU3HT «CChlIKa Ha
PEerucTPALMOHHBIIA HOMEP H AaTy JOKYMEHTAa»?

[IpaBU/IbHBIN OTBET:

PexBu3ut «Cchlika Ha perucTpaliiOHHbIN HOMEpP U AaTy JOKYMEHTa» BKJIOYa-
€T B ce0sl perucTpalMOHHbIM HOMEp M JaTy JAOKYMEHTa, Ha KOTOPbIN JOJDKEH OBbITh
JlaH OTBET, OH O(hOpMIIAETCS MPEUMYIIECTBEHHO B MMCbMaX-OTBETAX.

8. Kak npaBuibHO 0)opMIIsSieTCSl PEKBU3ZUT «ApecaTy) HCNOJb3YyeTcsl IPU
0(pOpMJICHHH JeJIOBBIX (CJIY:KEOHbIX) NHCEM, BHYTPEHHMX HMH()OPMALUOHHO-
CIPABOYHBIX IOKYMEHTOB (JOKJIAJAHBIX, CTyKeOHBIX 3aIIUCOK U AP.)?

[TpaBUIBHBIN OTBET:

PexBu3uT «Anpecar» ucnoiib3yercs npu o(hOPMIIEHHH JENOBBIX (CIYKEOHBIX)
NMCEM, BHYTPEHHUX HMH()POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKIAaJHbBIX, CITy-
KEOHBIX 3alUCOK U Ap.), Ipu 0OPMIICHUH BHYTPEHHUX JTOKYMEHTOB aJIpec HE yKa-
3BIBAIOT.

HMupexropy OOO «Temm»

CBoOopbl yi1., 1.18, MypMaHCK T.,

124567

3anenuny B.C.

9. Kakue TpeboBaHusA NpebABIAIOTCA NPU 0()OpM/IEHHH PeKBU3UTA
«ITogmuce»?

[TpaBUIBHBIN OTBET:

PexBusut «lloanucey BKIHOYAET: HAMMEHOBAHUE JOJHKHOCTHU JIMIA, OAMUCHI-
BAIOIIETO JIOKYMEHT, €ro COOCTBEHHOPYYHYIO NOJAMNHUCH, PacliM(PpOBKY MOAMHCH
(MHUIMABI, (PaMUITHS).

['eHepanbHBIN AUPEKTOP [Tonnuce N.0O. Gamunus

Hatime pazeépHympiii omeem

10. Kakue ¢pyHkyuu ebinosHsiem c/ayxceGHoOe NUCbMO.

IIpasunbHbili omeem:

ungopmayuonnas GyHkuus, B mucbMe GUKCHpYOTCs HaKThl, CBEICHUS, MHE-
HUS ¥ IPYTHE SIBJICHUS MTPAKTUICCKON U MBICITMTEILHOU JIESTSIILHOCTH JIFOJCH,;

opeanuzayuonras GyHKIU 00ecrieyuBaeT BO3ICHCTBUE HA JIIOJICH B IENSIX Op-
TaHU3aIUU U KOOPJAUHAIIMH UX JCSITCIbHOCTH;

KOMMYHUKamuerasi GyHKIUs 00eCTICYNBACT BHEIIIHUE CBSI3U OpraHU3allHii;

ropuduyeckas GyHKIHS MHMCbMa 00ECIIEYUBAET MTPABOBYIO 3aIUTY, MOCKOJIBKY
ero CoJIep’KaHNe UCTIOJIb3YETCsl B KAUECTBE CBHICTEILCTBA, JOKA3aTeIbCTBA TIPU pac-
CMOTPEHUH CIIOPHBIX BOITPOCOB CTOPOHAMH OTHOIICHUH;
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gocnumamenvbHas QyHKIUS, COCTaBICHUE JEJI0BOrO MUChMa TPeOyeT MOBBI-
HIEHHOTO YPOBHS 00pa30BaTeIbHOI MOATOTOBKH UCIIOJTHUTEIS.

ITKoc-1 Cnoco6eH nmpoBoauTh (PMHAHCOBBIN aHA/IU3, 0I0/)KeTHPOBaHHE U
yIlpaBJ/jieHHe [[eHe)KHbIMU NOTOKaMH

Bbibepume o0uH npaeu/ibHbIl apuaHm omeema

1. Ha KakuXx JJOKyMeHTaXx /0/DKHA ObITh MOCTaB/IeHA MeYaTh?
Ha JOKYMeHTaX, y/JOCTOBEPSIOIIMX paBa JO/DKHOCTHBIX JIML, (PUKCUPYIOLIUX (aKT
pacxoZi0BaHUsl IeHEXKHbIX CPeJICTB ¥ MaTepUa/bHbIX LIEHHOCTEM, a TaKKe Crielyaib-
HO MPeJyCMOTPEHHBIX NTPAaBOBbIMU aKTaMHU
Ha JIOKYMeHTaXx, y/JOCTOBEePSIOIIMX (PAaKT pacX0[0BaHUS JIeHEKHbIX CPeJCTB U MaTe-
PHAJIbHBIX LIEHHOCTEU
+Ha IOKyMeHTaX, Y[ 0CTOBEPSIIOIINX OCHOBHbIE (DUHAHCOBO-X0351MICTBEHHbIE Orepa-
LMY OpraHu3aluu

2. Kakue JoKyMeHTbI Ha3bIBAaWTCA HH(POPMaAIMOHHO-CIIPABOYHbIMHU?
JOKYMEHTBI, perJlaMeHTHUPYIOI1e CTPYKTYPY, 3aiauu, PYHKLIUU NpeArpUsTUs, Opra-
HHU3alL[[I0 ero paboThl, MpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh PYKOBOJUTENIEN 1
CTeLaiCTOB
JNIOKYMEHTbI, XapaKTepU3YHOIl1e TPY/I0Bble OTHOIIIEHUSI MeXXly TIPeANPUsITHEM U pa-
OOTHHUKOM
+0KyMeHTBI, cofiep>Kallie UHPOpMaLUio 0 (haKTUUeCKOM MOJIOKeHUU e, CTyrKa-
11ie OCHOBaHWEM [I/Isl IPUHSTUSI PellieHrH, U3/JaHusl PacopsiIUTeTbHbIX JOKyMEHTOB
JOKYMeHTHI, 0OpaliieHHbIe K HYKeCTOSIIIAM OpTaHU3aLusiM, TPYITaM WK OT/eTb-
HBIM JIMLIAM;
JOKYMeHTbI, OTpa’Karolljie J0rTOBOPHbIE OTHOIIEHUST MeXAY TIPeANPUATHAIMU

3. B KakoM BH/ie BbIIaeTCsA pa3penieHue Ha padoTy ¢ KOH(HAeHIHA/Tb-
HBIMM IOKyMeHTamMu ?
B YCTHOU (popme
B BU/Ie MTMCbMa M0 MouTe
+B BU/ie Pe30TIOLIUU

JomnonHure
4. IoOKyMeHT, co/iep)Kaliuii onucaHue U MoATBepk/jeHne (GakToB U COObI-
THM —3TO
[IpaBuibHBIM OTBeT: CrpaBKa.

5. HopMaTuBHBIN aKT, ompeAe/IAONHI TMOPAJ0K 00pa3oBaHHs, KOMIIe-
TeH |0, (yHKI[UH, MPaBa, 0TBeTCTBeHHOCTh, MOPAJOK PaboThI B crcTeMe 010/1-
)KeTUPOBaHMSI u ynpaBJ/ieHUst JMeHe)KHbIMH NMOTOKaAMHM — 3TO

[TpaBunbHbIN 0TBeT: [TonoxeHue.

6. OpraHu3aliOHHO-TIPABOBOHU [OKYMEHT, OINpeJe/s0NUii OCHOBHbIE
(yHKIMH, 00513aHHOCTH, MPABa ¥ 0TBETCTBEHHOCTh COTPY/{HUKOB OPraHu-
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3al[UM TIPYM OCYILIeCTB/IGHUM MM OmNpeAe/ieHHON [JO/DKHOCTH — 3TO

[TpaBubHBIM OTBeT: [JO/KHOCTHAs MHCTPYKLIMS.

7.1IpaBoBOM aKT, U3laBaeMblil PyYKOBOAUWTe/IeM, /I pa3pelleHusl omnepa-

TUBHbIX BOIIPOCOB — 3TO

[TpaBunbHBIM OTBeT: Pacrnopsbkenue.

laiime pa3zeépHymbili omeem
8. Ilepeunc/inTe peKBU3UTHI MPUKAa3a M0 OCHOBHOM IeSITe/TbHOCTH.
[TpaBUnbHLIN OTBeT: PeKBU3UTHI MPHUKa3a 10 OCHOBHOU JeSITe/IbHOCTH, CIeay-

IoLIHe:
.
.
.

HauMeHOBaHWe OpraHu3aLuy;

HauMeHOBaHue By/a JokymeHTa — [IPMIKAS3;

nata, Kotopasi OyzieT 3aro/iHeHa OT PYKU TI0C/Ie TIOATMCAaHUS TIPHKa3a;
PErUCTPALIMOHHBIM HOMEDP, KOTOPbIM 3amoJIHSIOT MOC/e TOAMMCaHuUS,

HOMED ABJIAETCA IMOPAAKOBBIM C HdUd/Id Ka/IEHAAdPHOT'O I'0/ia,

MeCTO I/IB,Z[aHI/IH—O(bOpMJ'IHI-OT B TOM Cjiyude, €C/JIM OHO HEIIOHATHO H3

HaMME€HOBAHHWA OPraHU3dlHUH;

3aro/I0BOK K TEKCTY — OTBeYaeT Ha BOIpoC «O ueM?»;

TeKCT;

MIOJITNCH;

rpud coriacoBaHusi — 0POPMIISIIOT B C/Iyyae HeOOXOJUMOCTH, KakK Tpa-

BHWJIO, IIPDX BHEIIHEM COI'/IaCOBAHHH;

OTMETKa O KOHTPOJIE,
OTMeTKa 00 MCIT0/IHeHUHU AOKYMEHTA W HAllpdBJ/IEHHWH €r'0 B [AeJI0.

9. ITepeunciuTe peKBU3UTHI PaCIIOPsKEeHUS.
[TpaBubHBIN OTBET: PEKBU3UTBI pacroOpsyKeHHs:

HAaNMMEHOBAHUE OPraHU3aluu,

HAaNMMEHOBAHUE CTPYKTYPHOTO MOAPA3ACIICHUS
HAaNMMEHOBAHUE BUJIA IOKYMEHTA

nara

HOMEp

MECTO COCTABJICHUS

3aroJIOBOK K TEKCTY

TEKCT

MOJITHUCH

BU3bI

10. Kakue TpeGoBaHus NPEeABABISIOTCH K oopMiIeHNI0 pekBu3nTa «OT-
METKAa 0 HAJIMYUM NMPUWIOKEHUS» B JTOKYMEHTAX - NPWIOKEHUAX K PaCHoOpsau-
TeJbHbIM [IOKYMEHTAaM, NOJIOKEHUSIM, MPABUJIAM, MHCTPYKIHMSM, A0rOBOpPam,
IIAaHAM, OTYEeTaM M JAP. JOKyMeHTam?
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[TpaBwibHBIM OTBeT: PeKBU3UT «OTMETKA O MPUIOKECHUS» COICPKUT CBEIe-
HUSL O JIOKyMEHTE (IOKyMEHTax), IpujaraeMoM K OCHOBHOMY JOKYMEHTY (B JOKY-
MEHTaxX - MPUJIOKEHUAX K PaCHOPAIUTEIHHBIM JTOKYMEHTaM, TOJIOKCHHUSIM, TPaBH-
JaM, MHCTPYKLUSAM, JOTOBOpaM, IJIaHaM, OTYETaM U Jp. JOKYMEHTaM).

B pacnopsauTenbHbIX JOKYMEHTaxX (IMOCTAaHOBIICHUSX, PEHICHUAX, NMpUKa3ax,
pPacCHoOpsDKEHUSX ), JOTOBOPAX, MOJOKEHUSAX, MPAaBUIAX, HHCTPYKIUSAX U IPYTUX J0-
KyMEHTaX OTMETKa O MPUIOKEHUH 0(HOPMIISIETCS CIEAYIOUUM 00pa3oM:

- B TEKCTE JIOKYMEHTa IMpHU MEPBOM YIOMHUHAHUU JOKYMEHTA-TIPUJIOKEHUS B
CKOOKaX yKa3bIBaeTcs: ... (MPUJIOKEHHUE) WIH ... (IpHJIOKeHue 1); mepea HoMepoMm
NPUJIOKCHHUS JOMYCKAETCs CTABUTh 3HAK HOMeEpa: ... (mpritoskeHue Ne 2);

- Ha TIEPBOM JIUCTE JOKYMEHTA-TPUIIOKEHHS B MMPABOM BEPXHEM YTy YKa3bl-
BaeTCA:

[Tpunoxxenue Ne 2

K MpUKa3y

AO «Ipoduib»

oT 15.08.2015 Ne 112

CTpoKH peKBH3UTa BHIPABHUBAIOTCS IO JIEBOMY Kparo WM IIEHTPUPYIOTCS OT-
HOCHUTEIIBHO CaMOM JYIMHHOM CTPOKHU.

4 TIOPSAATOK ITPOBEIEHNS IIOBTOPHO
IMPOMEXYTOUYHOM ATTECTAIIUA

dopMa NpOMeKyTOUHOM aTTeCTaLUU 10 AUCLUIIIMHE 3K3AMEH.

DoH, OLIeHOYHBIX Cpe/CTB JJ1sg NIpOBeJIeHUs MOBTOPHOU
MIPOME)KYTOUHOM aTTecTaluu ()OPMHUPYETCS U3 UMCJ/ia OLIEHOUHBIX CPe/CTB I10 TeMawm,
KOTOpbIE HE OCBOEHBI CTYJE€HTOM.

IIpumeuanue:

[onoyHuTeNnbHbIE KOHTPOJIbHBIE HWCIBITAHUSI TPOBOJAATCSA [JiI CTY[IeHTOB,
HabpaBmmix meHee 50 6a/wioB (B cooTBeTcTBUM C «[lo/ioK€HHMEM O MOAYJ/IBHO-
PEUTUHTOBOM CUCTEMEY ).

Tabmna 8 — Kpurepuu oneHKH ¢(h)opMHUPOBAHHOCTH KOMITETEHITHI

Koz v HamMeHOBaHWe UHAUKATOPa Kpurepuu otieHvBaHusi chopmu-
JNOCTW)KEHHS KOMITeTeHLIMM (4aCTU KOMITe- | POBAHHOCTHU KOMITeTEHLIUU (4aCTU KOM-
TEHLIUN) TIeTEHLIUN)

Ha 6a30BOM yYpOBHE

COOTBETCTBYET OL[€HKE «y/I0BJIe-
TBOPUTE/ILHO»
50-64% oT MakCcHUMa/IbHOro Oasia

W/-1yk-4 BeibupaeT Ha rocyZapCcTBeHHOM | BajieeT MaTepyasoM 1o TeMe, HO 10MyC-
¥ MHOCTPAHHOM(-bIX) sI3bIKaX KOMMYHHKa- | KaeT HETOUHOCTHU TIpU (pOpMyIMpOBKe Oa-
TUBHO TIpeMJieMble CTWIb /IeJIOBOTO 00- | 30BBIX IMOHSITHM TeMbI, UCITLITHIBAET 3a-

meHus, BepbasbHBIe U HeBepOasibHBIE | TPYAHEHUS MPU BbIOOpe KOMMYHUKATUB-
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CpeZCTBa B3auMO/|eUCTBUS

NO-2yk-4+ Bener [enoByr Mepenucky,
yUUTbIBasi 0COOEHHOCTH CTUTUCTUKU 0(du-
L[MalbHbIX U Heo(ULMalbHbIX MTHUCEM, CO-
LJUOKY/IbTYpHbIe pa3iuuus B Qopmare
KOPPECIOH/IeHIIUM Ha TOCy/JapCTBEHHOM U
MHOCTPaHHOM (-bIX) SI3bIKax

N-3yk-4 [JeMOHCTpUpyeT UHTerpaTUBHbIe
yMeHUs] UCIIO/Ib30BaTh  JUaJOTUuecKoe
oOIieHWe [/ COTPYAHUUYECTBA B akaje-
MHUYeCcKo KOMMYyHMKAI[MK 0011leHus

C MapTHepaMu

N I-11nkoc-1 OpranusyeT v NpoOBOAUT
paboty 1o (pUHAHCOBOMY aHAU3y
5KOHOMUUECKOT0 CyOheKTa

W 1-2rikoc-1  OcylijecTBAsIET OFOPKETUPO-
BaHWe W YTpaB/ieHWe [JeHeXXHbIMU TOTO-
KaMU B 9KOHOMHUYECKOM CyObeKTe

HO TIPYeMJIEMOTO CTHJISA IeJIOBOTO 0fiile-
HUSI, IPY BeZIeHUU [1eJIOBOU TTepernmcKy
T10 OpraHu3al[iy U BefieHrs paboThl 110
(bHHAaHCOBOMY aHaM3y U yTIPaBJ/IeHUIO
JeHe>KHBIMH TTOTOKaMH, TIPeBbIIlIas yCTa-
HOBJIEHHOE BpeMsI TIPH JIeMOHCTpaIiH
YMEeHUSsI IMAJIOTMUeCKOro OOIeHus AJist
COTPY/IHMYECTBA B aKaleMUUeCKOH KOM-
MYHUKALIMM 0OITIeHUsT
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