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IMTacnopT ¢oH/a O1eHOUHBIX CPeACTB
Tabsuija 1 ITacmopT GoH/a O1[eHOUHBIX CPeJCTB

dopmupyemsbie Komrie- | OueHouHble | KosnyecTBO
Mogaysb AUCLUILIN-
TeHLIUU MaTepHrasbl
m | WJIM UX YaCTH Vi Cpe/iCTBa

Mogpayas 1.

ITonsaTHe feonpo-

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

OpraHu3aluy U UX

npaBoBasi 0CHOBa

Mogpayas 2.

OcHoOBHBIEe TPe0o-
BAHUA K coCcTaB/Ie- [VK-4 CrocobeH oCy- TECTI/IPOBaHI/Ie
HUIO ¥ 0hOPpMIIe-  |I11eCTB/IATD JIeNIOBYIO KoHTponbHast 24
HUIO JOKYMEHTOB B [KOMMyHHKALJMIO B yCTHO|PA00Ta
COOTBETCTBHH C 1 NMCbMeHHOM (popMax Ha
['OCT P 7.0.97- rOCy/lapCTBEHHOM SI3bIKe
2016 Poccuiickoi ®eeparyu |

Mogpayis 3. MHOCTPAaHHOM(bIX) S13bI-

Opranu3anioHHO [Ke(ax) TecTupoBaHue 102
- pacniopsipurenb- [[TKoc-1 CriocobeH mipo- |[KOHTposibHas

Hasl JOKYMEeHTbI BOJUTb (PUHAHCOBBIN paboTa

OpraHu3anuu aHaJn3, OFO/KeTHPOBa-

Mopyns 4. HUe U yrpasjieHue Jie-  (TectupoBaHue

JenoBas nepe- HE)KHbIMU MMOTOKaMU KoHTpobHas 36
nMCcKa pabora

Mopayas 5.

Opranusanusa 0- TecTtrpoBaHue 49
KyMeHT0000poTa Omnpoc

Ha NpeAnpUATHH

Mogayss 6. TecTrpoBaHue

Opranu3anus ap- 20
XHBa NpejnpusATUSA

Bcero: - 236




1 ODEHOYHBIE MATEPUAJIbI, HEOBXO/JNMBbIE
JI/IA OITEHKY 3HAHWI, YMEHUM 11 HABBIKOB JIEAATE/IBHOCTHU
B ITPOLIECCE OCBOEHUSA JUCIHUII/INHBI

Tabmuiia 2 — @opMupyemMble KOMIETEHITUN

Koj v HaumeHoBa-
HUe KOMITeTeHLIUU

Kog u HaumeHOBaHWe UHIUKa-
TOpa JOCTWKEeHUsI KOMIeTeHLUH (Ja-
CTH KOMIIETEeHL[1H )

Orge-
HOYHbIe MaTe-
pHaJb

U cpej-
CTBa

YK-4 Criocoben ocy-
LIeCTB/ISITh 1€/I0BYH0 KOM-
MYHMKAlIUIO0 B YCTHOU 1
MMCbMEHHOM (hopMax Ha
roCy/1lapCTBEHHOM $i3bIKe
Poccuiickor @efepaiyu u
WHOCTPaHHOM(bIX) S3bI-
Ke(ax)

IMTKoc-1 CriocobeH T1po-
BOJUTD (brHaHCOBBIM
aHanu3, OrOmKeTHpOBa-
HUe W yIpaBjeHue Je-
HeXXHbIMU MOTOKaMU

IloHsATHE Je/I0NMPOU3BOACTBA M JOKYMEHTO-
000poTa B opraHM3ani U UX MPaBoBasi 0CHOBA

NU-1yk+ Bbibupaer Ha rocyzaap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $13bI-
KaX KOMMYHUKATUBHO TIpUem/ieMble
CTU/b [1eJIOBOrO OOITeHusi, Bepbasib-
Hble U HeBepbasibHbIE CpPe/ICTBA B3au-
MO/IeICTBUSI C TTapTHepaMu

N-3yk4 [JeMoOHCTpUpyeT WHTerpa-
THBHbIe YMEHHUsI HCII0/b30BaTh JUa-
noruueckoe oOljeHUe /ISl COTPY/AHU-
yecTBa B aKaJ[eMUUYeCKOl KOMMYHU-
Kalyu o011ieHust

Ompoc,
pedepar

OcHoBHbIe TPeOOBaHUS K COCTaB/IeHHIO U 0¢opm-
JIEHUI0 I0KyMeHTOB B cooTBeTrcTBHU ¢ 'OCT P

7.0.97-2016

WU-1yk4+ Beibupaer Ha TOCygap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $13bI-
KaX KOMMYHUKATWBHO TIprem/ieMble
CTU/B [1eJIOBOrO OOITeHusl, Bepbasib-
Hble ¥ HeBepbOasibHbIE CpPe/ICTBA B3au-
MO/IeliCTBUSI C MapTHEpaMu

NO-3yk-4 [JeMoHCTpUpyeT WHTerpa-
THUBHbIE yYMEHHWs MCIO0JIb30BaTh [va-
noruueckoe oOILeHNe [7Isi COTPY/AHU-
yecTBa B aKaJ|[eMUUeCKOW KOMMYHU-
Kalyu o011eHust

TectupoBaHue
KoHTpo/ibHas
paboTa

Opraﬂmaunonno - pPacnnopAaAauTe/ibHaAA J0KYMEH-

ThI OpraHU3dlUN

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM U WHOCTPAaHHOM(-bIX) SI3bl-
Kax KOMMYHMKATHBHO IIPUEMJIEMbIE
CTWIb JIeJIOBOT0 0O0IeHusi, Bepbab-

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

NO-2yk-4+ Bemet nenoByto rnepenucky,
YUUTBIBasi OCOOEHHOCTH CTUTMCTUKH
opulManbHBIX U  Heo(UIMaIbHbIX
MMCeM, COLIMOKY/IbTYpHbIE pa3/iduus
B (opmaTe KOppeCHOH/eHIIMHM Ha
roCy/lapCTBEHHOM W WHOCTpPaHHOM (-
bIX) SI3bIKax

N-3yk4 [JeMoHCTpUpyeT UHTerpa-
THUBHbIe yYMeHHWs MCIOJIb30BaTh [va-
noruyeckoe o0OllleHWe Ajisi COTPYJHU-
yecTBa B aKaJ[eMUUYeCKOld KOMMYHU-
Kaly o0IeHust

C mapTHepaMu

N I-1nkoc-1 Opranusyet v NpoBOJUT
paboTy 1o pUHaHCOBOMY aHa/IU3y
KOHOMMUECKOT0 CyOBeKTa
WU-2nkoc-1  OcyimecTBsieT  Orofpke-
TUPOBaHWe W yIIpaBJ/ieHHe [eHe>KHbI-
MU TI0TOKAMM B 3KOHOMHYECKOM
cybbekTe

[ enoBas nepenuckKa

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM W MHOCTPaHHOM(-bIX) SI3bI-
Kax KOMMYHUKATHBHO TpUeMJIeMbIe
CTWIb JIeJIOBOr0 00I1jeHusi, Bepbab-
Hble U HeBepOasibHBIE CPEZCTBA B3au-
MO/IEMCTBUS C TAapTHEPaMU

N[-2yk-4 Benet nenoByro rnepervcky,
YUUTBIBasi O0COOEHHOCTH CTUTMCTUKU
obulMaNbHBIX UM  Heo(UI[HaTbHbIX
MMceM, COLMOKY/IbTYPHbIE Ppa3/TuuUs
B (opmaTe KOppeCHoHJeHIMHM Ha
roCy/lapCTBEHHOM W WHOCTPaHHOM (-
bIX) sI3bIKax

NO-3yk4 [JeMoHCTpUpyeT HWHTerpa-
TUBHBbIE YMEHHUs WCII0/Ib30BaTh JMa-
JIoruUeckoe o0IeHHe it COTPYAHU-
yecTBa B aKaJ[eMHUECKOM KOMMYHU-
Kal[uu O0LeHs

N -1nkoc-1 OpraHnusyeT v NpoBOJUT
paboTy 1o pUHaHCOBOMY aHa/IU3y
9KOHOMHYECKOro CybbeKTa

TectupoBaHue
KonTposbHas
paboTa

OpraHu3anus JJOKyMeHT0000poTa Ha MpeAnpHs-
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THHA

NU-1yk4+ Bbibupaer Ha rocyzaap-
CTBEHHOM W WHOCTPAHHOM(-bIX) $I3bI-
KaX KOMMYHUKATHUBHO TIpUemJieMblie
CTWIb JIeJIOBOTO 0011jeHusi, BepOab-
Hble U HeBepbasibHbIe Cpe/iCTBA B3au-
MOZIEHCTBUSI C TTapTHEPaMU

N[-2yk-4 BeneT fenoByro repernucky,
yUUThIBasi 0COOEHHOCTH CTUIUCTUKU
obulMabHBIX UM  Heo(UIMaTbHbIX
MMCeM, COLIMOKYJ/IbTYpHbIE pa3/iduus
B ¢opmMaTe KOppeClOHAeHLMH Ha
roCcy/JapCTBEHHOM ¥ WHOCTPaHHOM (-
bIX) SI3bIKaX

NO-3yk4 [JeMoOHCTpUpyeT WHTerpa-
THBHbIe YMEHHUsI HCII0/h30BaTh J/Ua-
noruueckoe o0O1[eHUe [7Isi COTPYAHU-
yecTBa B aKaJ/[eMUUYeCKOld KOMMYHU-
KaI\K OOITIeHHsT

TectrpoBaHue
Onpoc

OpraHusanuysi apxusa npejn

NATNA

N-3yk4 [JeMOHCTpUpyeT UHTerpa-
TUBHBIE YMEHHUs MCII0/Ib30BaTh JMa-
noruueckoe oOIeHUe [7Isi COTPYAHU-
yecTBa B aKaJ|[eMHUYeCKOW KOMMYHH-
Kalyu o011ieHust

TectupoBaHue




OuneHoOYHbIE MaTepPUAJ/IbI U CPEACTBA /A/IA MPOBEPKH
c)opMHPOBAHHOCTH KOMIIETEHLUAM

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

3dllMM U1 UX IIPpABOBdA OCHOBA

PN

o U

Bonpocsi a5 onpoca:

3HaueHue JOKYMEHTOB B JleiTe/IbHOCTH OpraHrU3aLvu.

OcHOBHbIe MOHATHS JOKYMEeHTALMOHHOTO 0becrieueHusi yripaB/ieH s
Krnaccudukaiuio JOKyMeHTOB. Bubl U TUTTBI JOKYMEHTOB.

[atb oripefienieHye TIOHATHUSM «JIeJIONPOU3BOICTBOY», «JOKYMEHTHPOBaHUEY,
«JOKyMeHTO000pOT», B UeM UX OT/INUHE?

CdopmynvpyiiTe MOHSATHAE JOKYMEHTa U CUCTEM [JOKYMEHTal[1H.

[TosicHuTe HEOOXOAUMOCTD K/lacCUbHKAIIUN TOKYMEHTOB.

Temaruka pedeparoB:

WcTopus pa3BUTHS e/I0TIPOM3BOACTBA U JOKyMeHT00bopoTa.
[ocyzapcTBeHHasi ccTeMa JOKYMeHTAllMOHHOTO 00ecrieueHusi yTipaBieHusl.
CucTeMbl JOKYMEHTAI[MOHHOTO 00ecTieueHus yrpaB/ieHus.

. YHU(ULMpOBaHHbIE ()OPMBI JJOKYMEHTOB.

Knaccudukaiyio JoKyMmeHTOB B Poccuu 1 3a pyoesxoM.

MHCTPYKIUA N0 BbINO/JTHEHUIO:

1 PaboTa BBITIO/IHSIETCSI CAMOCTOSITE/IbHO B UHJUBHyaTbHOM TIOPSIJKE.
2 CTpyKTypa npe3eHTaLuu:

— aKTYyaJIbHOCTb TEMbI U ee 3HaUMMOCTh;

— CYIIHOCTb BOIIPOCa;

— TIpUMEpBI;

— 0o011I1e BLIBO/IbI U PEKOMeH/Ial[1H.

Tab6yma 3 — Kpurepun oneHku ¢)opMHPOBAaHHOCTH KOMIIETeHI[HH

Kopg u Kpurepuu oueHrBanusi c()OpPMUPOBAHHOCTH KOMITETEH-
HavMeHOBaHHe L1
VHJMKAaTopa J10- (4acTy KOMITeTEeHLIUHN)
CTH)KEHUS] KOM- Ha 6a3oBOM Ha IOBBILLIEHHOM YPOBHe
NeTeHLnM (4acTu YPOBHeE
KOMITeTEeHLIN) COOTBeTCTBY- COOTBETCTBYeT COOTBeT-
eT OLIeHKe «YZIOBJ/Ie- | OLIeHKe «XOpOIIO» CTBYyeT OL[eHKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MakKCHUMaJIbHOT0 86-100%
MaKCUMasbHOTrO Gania OT MaKCUMaJ/bHO-
bansia ro 6ania
WU/-1yk-+ BbiOu- | BlafieeT  Marepua- | 0 CYIL[ECTBY OTBe- | IPUHHUMAET aK-
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paeT Ha rocyjap-
CTBEHHOM U HWHO-
CTPaHHOM(-bIX)
A3bIKAX ~ KOMMY-
HUKAaTUBHO TIpH-
em/ieMble  CTH/Ib
nenoBoro  obiie-
HUsA, BepbasbHbIe
1 HeepOabHbIE
cpeAcTBa  B3au-
MO/IeMCTBUS C
napTHepamMu
N-3yk-4 JleMOH-
CTpHUPYET HHTe-
rpaTHUBHbBIE  yMe-
HUSI ~ WCIOJB30-
BaTb JHa/ioThye-
CKoe  obrieHue
IJIsT  COTpyAHUAYe-
CTBa B aKafleMU-

YeCKOM KOMMY-
HUKauu  oOi1ge-
HUS

JIoM TO0 TeMe, HO
JIOTTyCKaeT  HETOY-
HOCTU Tipu (opMy-
MpPOBKe  0a30BBIX
TIOHATHUM TeMbl, HC-
MIBITBIBAET  3aTPY/-
HeHUsI TpU BbIOOpe
KOMMYHUKaTUBHO
TIPUEeMJIEMOTO CTHJIS
JleJIOBOro  00I1IeHus],
BepOanbHBIE U He-
BepOanbHBIE  Cpefi-
CTBa B3aUMO/eH-
CTBUSI C TIapTHepa-
MH, TIPeBbIITIast
yCTaHOBJIEHHOE
BpeMsi TP JIeMOH-
CTpaiuu yYMeHUsI
JTUAIOTUUECKOTO
obijeHuss Jas  Co-
TPyAHUUECTBa B
aKaJleMHlueCcKou
KOMMYHUKAI[UH 00-
IeHUs

yaeT Ha I1OCTaBJ/IeH-
Hble BOIPOCHL, HO
WCTIBITBIBAET  HEKO-
TOpble 3aTpy/IHEeHUs
B (dhopmynupoBke
NMoHATUA TIpU  (op-
MYJ/IMPOBKe 0a30BbIX
TIOHATUN TeMBbl,
BLIOMpaeT TIpHemIie-
MBI CTU/Ib J1€JI0BOTO
oOII[eHusI, B3auUMO-
JIeiICTBUSI C TlapTHe-
paMu, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOXXHBIX  pelleHuH,
JIOTTyCKaeT HEeTOUHO-
CTU TIPU HCIIO/Ib30-
BaHUU  JIhajioTAve-
CKOTO OOITieHUs [1J1st
COTPyAHMYECTBA B
aKaJleMHUueCKou
KOMMYHHUKAI[UH  00-
IeHUsI

THUBHOE yJacTHe B
X0/Ie TIPOBe/IeHHUsI
TTPAKTHUUECKOTO
3aHATHSA, TIpa-
BU/TbHO OTBEUaeT
Ha TI0CTaB/IeHHbIe
BOTIPOCHI, B/afieeT
KOMMYHUKaTUBHO
TIpreM/ieMbIM CTH-
JIeM JIeJI0BOTO 00-
1eHus1, Bepbasib-
Hble U HepepOaJib-
HbIe Cpe/iCTBa B3a-
VMO/IeUCTBUS C
TlapTHePaMH,

3a yCTaHOBJIEHHOE
BpeMS IeMOH-
CTpUPYeT YMEHUs
WICTI0/Tb30BaTh
JranioTuyecKoe
oO1eHue AJist Cco-
TPYAHUUECTBA B
aKaJleMHueCKOou
KOMMYHUKAIUU
o01eHus

Mopaynb 2. OCHOBHbIe TPe0OBaHUSI K COCTAB/IEHHIO H 0()OPMJICHUIO JOKY-
MeHTOB B cooTrBeTcTBUM ¢ 'OCT P 7.0.97-2016

3apanue 1

KoHTpo/sibHas padora

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

3aganue 2

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

3apaHue 3

1. Kak ogopmisiercs moutoBeld agpec? (I[IpuBectr nmprmep, 0pOPMUTHL DPEKBHU-
3WUT afipecaT PyKOBOJUTE/IIO TIpeAnpusiTys). KakuM JOKyMEHTOM peryJvpyroT-
Cs1 paBUJIa OpOpMIIeHHs ITOUTOBOrO afpeca? ['e pacriosaraeTcst JaHHbIN pek-

BU3UT?



Kakyro uH(poOpMaLyio BK/IOUaeT PEKBU3UT «PeruCTpaLiOHHbIA HOMep [l0-
KymeHTa»? ['e pacriosiaraetcsi fJaHHbIM peKBU3WT? Pacumdpyiite npuBeseH-
HBIU perucTparoHHbI HoMep: Ne 01/04-57.

Ha Kakux JOKyMeHTax IpOCTaB/sieTCs] PEKBU3UT «MeCTO COCTaB/IeHUs U/ W3-
JlaHusl JTOKyMeHTa»? B Kakux cyyasix JaHHbIA PEKBU3UT MOKHO He YKasbl-
BaTh?

W3 KaK¥X 3/1eMEHTOB COCTOUT PEKBU3UT NOANUCH? OQOPMUTH PeKBU3HUT MO/ -

MUCh, €C/TA JOKYMEHT TOATMCHIBAIOT CIEAYIOIIUe CITel[UajucThl: HauanbHUK
11exa, TUPEKTOp, I7IaBHbIM Oyxranrep.
5. BribepuTe npaBu/ILHO 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 Hos16ps 2018 T.

3aganue 4

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

2. KakoBO HasHaueHHe peKBU3MUTa «3arojioBOK K TeKCTy»? Ha Kakue BOIIPOCHI
orBevaet? IIpuBenuTe rnpumep.

3. Kak odopmnsiercs: pekBusutr «['pu( yTtBepxieHus», puBeguTe rpumep. Ka-
Krie MOTyT ObITb BapuaHThl 0popMyieHYst peKBU3UTa «I'pud yTBep>KIeHUsI»?

4. VI3 KaKuX 3/71eMeHTOB COCTOUT PeKBU3UT NMoANUchb? OGOpMUTH PEKBU3UT MO/J-
M1Chb, €CJ/IM TIOATUCH PYKOBOJUTEJIs POCTaB/ieHa He Ha O/1aHKe opraHu3alyin

5. WcnpaBbTe 01IMOKY B HalTMCAaHUU JaT.
1.) 1.12.04; 17.07.2005r.; 01.10.17r.; 12.05/05;
2.) 12 nekabps 2018 r.; 07 anpensi 2018 r.; 11.1ekabps 17 r.; 03 HOs6pst 2018.

(DOHI[ TeCTOBbIX 3a;[aﬂm‘71 AJIA TEKYLIEro KOHTPOJIA 3HAHHUH 110 Teme:

Bbibepume HeCKO/IbKO Npasu/ibHbIX 0MEemos

B Kakue peKBU3UThI COCTABHOM YaCThI0 BXOAUT MO/IHUChH:

+pe3osroLus

TeKCT

azipecat

+rpud yTBepKaeHus

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Ha kakux J0KyMeHTax /I0/DKHA ObITh IMOCTaB/IeHa MeyaTh?

Ha IOKyMeHTaX, YZA0CTOBEPSIOIIUX TpaBa AO/DKHOCTHBIX JIUL], PUKCUPYIOIUX (HaKT

pacxoZioBaHUsl IeHEe>KHbIX CPeJICTB ¥ MaTepUa/ibHbIX LIeHHOCTEeM, a TaK)Ke Crielyaib-
HO MpPeJyCMOTPEHHBIX TTPAaBOBbIMU aKTaMHU

Ha ZIOKYMeHTaX, y/JOCTOBePSIOIIMX (PaKT pacXxoI0BaHUs IeHe)KHBIX CPe/ICTB U MaTe-
pUaIbHBIX LIEHHOCTEeMN

+Ha JIOKyMeHTaX, y/I0OCTOBEPSIOIIUX OCHOBHbIE (PMHAHCOBO-XO03MCTBEeHHbBIE OTepa-

I[UY OpraHu3aluu

Bblbepume 00uH npasuibHbIl 6apUAHM



B KakuXx JOKyMeHTax He00X0UM PeKBU3UT «CChUIKA Ha PerucTpanMoHHbIN
HOMED»:

JIOKJIa[iHast 3am1cKa

MUCbMO-3ar1pocC

+THUCbMO-OTBET

peK/aMalOHHOe TTMChMO

Bbibepume HeCKOAbKO NPAsU/IbHbIX 0OMBEemos

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

CapaToBCKU roCy/1apCTBEeHHBIN Xy/J0>KeCTBeHHbIU My3el M. PaauiiieBa
+0AO «Anbha-6aHK»

ApmvunucTtpaiius JIeHMHCKOro paiioHa CapaToBCKoi 006/1aCcTh

+000 «Purtyasn-cepBuc»

Bbibepume 00uH npasu/ibHbIll 6apuaHm

B KakuXx JOKyMeHTax He00X0JUM PEeKBH3UT «TPU( yTBEPKIEHHUA»:
3asiB/ieHHe

aKkT

TpUKa3

+ycCTaB

Bbibepume HeCKO/IbKO Npasu/ibHbIX 0MEemos

Kakue peKBH3UTHI BK/IIOUAIOTCA B COCTAaB PeKBU3UTOB 0/1aHKA MACbMa
+asipecar (TosiyyaTe/ib)

MeCTO COCTaBJIeHUS

+HavMeHOBaHUe OpraHu3aluu

+/1aTa U perucTpaLvOHHbIN HOMep

Bblbepume HeCK0/bKO Npasu/ibHbIX 0Meemos

B KakHX I0KYMeHTaX O0TCYTCTBYeT PeKBU3UT «HAaUMEHOBaHHe JOKYMEeHTa»:
aKT

+HUHULIMATUBHOE TTHCHMO

+T1CbMO-OTBET

yKasaHue

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

B JIEBOM BE€DXHEM YTJIy

+B [PaBOM BepXHEM YTy

B JIEBOM HWKHEM YTy

10 LIeHTPY

Bbibepume HeCKOIbKO Npasu/ibHbIX 0MEemos

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

TOJIbKO A4

+210mM X 297MM

+Ad4u A5

nmobble popMaThl, UMEOIIMecs B TIPoJaxe

Bblbepume 00uH npasuibHbIl 6apUAHM

Kakue peKBU3UTHI NPU/IAIOT AOKYMEHTY IOPHANYECKYI0 CHITY?
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rep6 PO, rpud yTBepkeHus, TIOAHUCH

rep6 P®, meuatsb

repb cyonekTa PO, rpucd yrBep>kaeHus, Aara

+10ANUCh, rpud yTBep)KJeHusl, faTa, reuaTh

Bblbepume 00uH npasuibHbIll 6ApUAHM

HopMaTHUBHBIIH JOKYMEHT, YCTaHAB/IMBAKOIIUI eJHHbIe TPeOOBAaHHA K [JOKY-
MEeHTHPOBAHHIO YIIPaB/IeHYECKOH eITe/TbHOCTH M OPraHU3aI[uM PadoThI C A0-
KyMeHTaMH:

+I'OCT

WHCTpyKLWs TI0 1e/I0IPOU3BO/CTBY

rcaoy

[ OoJDKHOCTHAsA UHCTPYKLUS

Bblbepume o0uH npaguabHbIll 6apuaHm

Kakue BH/IbI 0/71TaHKOB PEKOMEHAYIOTCS Ha MpeANpUATHH?

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

JJIsI BHYTPEHHUX TOKYMEHTOB (0OIIHif)

J/151 BHEIIIHUX JJOKYMEHTOB (MMCeM)

+0/1aHK CyKeOHOT0 TTHChMa, 6/1aHK /1711 KOHKPETHOTO BHIA JOKYMEHTOB, OOIIHiA
6/1aHK

Bbibepume 00uH npagu/ibHbIll 8apuaHm

YeMm oT/iHuaeTcsi 0/1aHK /sl BHyTPEHHHX A0KYMEHTOB OT O/1aHKa /1A mucem?
Ha GJiaHKe /17151 TTMCeM MeHblile PeKBHU3HTOB

Ha Gs1aHKe /17151 TiceM 0oJiblile peKBU3UTOB

+He OT/INYaeTCs HUUeM

oT/inuaeTcsi hopmMaTomM

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

JIBa oCHOBHBIX (opmaTa, Ha KOTOPHIX O(OPMJIAITCA OPraHU3aAIMOHHO-
pacnopsaAuTe/TbHbIE JOKYMEHThI

+A4; A5

A5; A3

A5; A6

A3; A4

Bbibepume 00uH npasu/ibHbIll 6apuaHm

PekBHU3MUT JOKyMeHTa — 3TO

+ero oTAeabHbIM 3/1IeMEeHT

YyacTh CTY>KeOHOTr0 MMChMa

(brpMeHHbIN 6/1aHK

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

Bblbepume o0uH npaguabHbIll 6apudaHm

PexkBu3ut «OT™METKa 0 KOHTPOJIe» MPOCTaB/IsAeTCS

+B BepxXHeM ITPaBOM YTJIy TIeEPBOTO JIUCTA JJOKyMeHTa

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

B HI)KHEM TTPaBOM YTJ1y TIePBOTO JIUCTa JIOKYMeHTa.

B KOHIIe JOKyMeHTa
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Bblbepume o0uH npaguabHbIll 8apuaHm

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

Ha O/1aHKe TIepBO OpraHu3alyn

Ha O/1aHKe BTOpOM OpraHu3al[uu

+Ha nucte ¢popmara A4

Ha jiicTte gopmaTa A5

Bbibepume o0uH npaguibHbIll 6apuaHm

Kakoii rocyiapCcTBeHHbIN CTaHAAPT onpe/e/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-1M00 K eJUHON cucreme, popme, eAMHOOOpPA3HIO -
+yHUpUKaLUs

NOKyMeHTal[usi

NOKyMeHTHPOBaHHe

Z1eJIOTPOU3BO/ICTBO

Bbibepume o0uH npaguabHbIll 6apudaHm

PacnoJio)keHne peKBU3UTOB Ha 0/1aHKe JOKyMeHTa onpe/e/isieTcs:
+T0OCy/IapCTBEHHBIM CTaH/IapTOM

cocTaBUTesIeM JOKYMeHTa

MpaBWIaMu YHHU(DUKALIMKA JOKYMEHTOB

PYKOBOZIUTE/IEM OpraHu3alin

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KeM monunceIBalOTCsl JOKYMEHTBI, COCTaB/IsAeMble KOMUCCHEH?
PYKOBOJUTEJIEM OpTraHU3aLin

npejice/iaTesiemM

+TIpe/ice/jaTesieM U WieHaMU KOMUCCHUN

npefice/jaTesieM U CeKpeTapeM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

OTpauib eATeTbHOCTH, 00eceynBaOIiasi JJOKyMeHTHPOBAaHHE M OPTraHU3aLNI0
pabdoThI ¢ opULHATBHBIMH JOKYMEHTAMH - ....
+/1eJI0TIPON3BO/ICTBO

KaHLe/IsIpyst

yTipaBjieHue

JOKYMeHT0000pOT

Bbibepume 00uH npagu/ibHbIll 8apuaHm

DJ/1eMeHT, He BXO/AALIMI B 0TMETKY 0 3aBepeHHH KOIUH

+UHJEeKC

cnoBo «BepHo»

HarMeHOBaHUeE JI0/DKHOCTH COTPY/THUKA

JIMYHast MOAITMCh, /laTa
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Tabsmmia 4 — Kpurepun oneHKU ¢()OpMHPOBAaHHOCTH KOMIIETeHI[HH

Kop u
HavMeHOBaHUe
WHMKaTopa [10-

Kputepuu olieHrBaHus COOPMUPOBAHHOCTH KOMIIETEH-

AN

(4acTy KOMITeTeHIN )

CTVKEHUS KOM- Ha 6a30BOM Ha TOBBILLIEHHOM YPOBHE
reTeHUrH (4acTu YPOBHE
KOMITeTEHLIVN ) COOTBETCTBY- COOTBETCTBYeT COOTBET-
eT OL|eHKe «YZOBJIe- | OL[eHKe «XOPOLLIO» CTBYeT OL|€HKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJ/IbHOT'0 86-100%
MaKCHUMaJIbHOTO Gamta OT MaKCUMaJsbHO-
bansia ro 6asnna
B/IaJleeT  MaTepua- | 0 CYIIeCTBy OTBe- | IPUHMMAeT aK-
JIOM MO TeMe, HO |4YaeT Ha MOCTaB/Ie€H- | TUBHOE y4yacTHe B
N-1yxk4 Bobibu- ’ y
JIOMyCKaeT  HeTOU- | Hble BOMpPOChI, HO | XO/le TIPOBe/|eHUsI
paeT Ha rocyjaap-
HOCTU TIpU (HOpPMY- | UCTIBITBIBAET  HEKO- | IPaKTUUeCKOro
CTBEHHOM W WHO-
MMpOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
CTPaHHOM(-bIX) o
TOHATUM TeMbl, WC- | B (hopMy/TMPOBKE | BUTBHO OTBEUYaeT
S3bIKaX  KOMMY- o
MBbIThIBAa€T  3aTPy/l- | MOHATUM 0pu  (Op- | HAa TIOCTaB/IeHHbIe
HUKaTHUBHO TIpHU-
HeHUs TIpU BbIOOpe | My/IMPOBKe 0a30BbIX | BOIPOCHI, B/a/[eeT
em/eMble  CTH/Ib .
KOMMYHUKaTUBHO TIOHATUU TEMBI, KOMMYHUKAaTUBHO

nenoBoro  obiie-
HUsA, BepbOasbHbIe
1 HeepbOasbHbIE
CpeAcTBa  B3au-
MO/IeHCTBUS C
rapTHePaMU
I/I,Z[—ByK-zt ,ZLEMOH—
CTpUPYET HHTe-
rpaTHUBHbBIE  yMe-
HUSI  WCIOJB30-
BaTb JMasioThye-
ckoe  oOiieHue
IJIsT  COTpyAHUAYe-
CTBa B aKafleMU-
YyeCKOM KOMMY-
HUKauu  o0i1e-
HUS

TIPUEMJIEMOTO CTHJIS
JIeJIOBOTO  OOIIeHHUS,
BepbanbHbIe U He-
BepbanbHbIe  Cpef-
CTBa B3aUMO/el-
CTBUS C TIapTHepa-
MU, TIpeBbIIIast
yCTaHOBJIEHHOE
BpeMsi TIPU JE€MOH-
CTpaliu  yMeHWUs
JIMaJIOTUYeCcKOTOo
obijenus Jas  co-
TPy JHUUECTBa B
aKaJleMUUeCcKou
KOMMYHUKal[Uu 00-
IIeHUS

BbIOMpaeT mpuemsie-
MBI CTWU/Ib J1e/T0BOTO
oOIIeHusI, B3auUMO-
JEeUCTBUS C TIapTHe-
paMd, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOJXKHBIX  pelleHUH,
JOTTyCKaeT HEeTOYHO-
CTU TP WCII0JIb30-
BaHWU  /IMajiorHuye-
CKOTO OOITeHus ISl
COTPyAHWYECTBA B
aKaJleMHUueCcKou
KOMMYHUKaIM  00-
ITIeHUs]

TIPUEMJIEMBIM CTH-
JIEM J1eJIOBOTO 00-
11eHus1, BepOasib-
Hble U HeBepOasb-
HbIe Cpe/iCTBa B3a-
VMO/IeUCTBUS C
TapTHepamH,

3a YCTaHOBJIEHHOE
BpeMsl JIeMOH-
CTPUPYET YMEHUsI
WCTIO/Ib30BaTh
JIMaJIOTHYECKOe
oO11ieHre AyIst Cco-
TPYAHUUECTBA B
aKaJileMU4eCcKOou
KOMMYHHKAaI|H
oO1eHus
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Mopayas 3. OpraHu3aijioOHHO - pacHopsguTe/1bHasi JOKYMeHTbI
OpraHu3aluu

KonTposibHas pabora

Bapuanrt 1

3adaHue 1. CoctaBbTe U 0)OpMUTe TIPOEKT MpHUKa3za 00 urorax paboThl C JOKYMeH-
tamMu B OAO «Mup» B mpoliieiiieM rojy. B KoHCTaTUpyroIllel yacTU yKa)KUTe Ha
WTOTYU aHa/M3a, BbISBUBLLIME HU3KYH TpeOOBaTelbHOCTh PYKOBOJUTesEN mojpasze-
JIeHW K KauyecCTBY ITOATOTOBKHU JOKYMEHTOB W KOHTPOJIIO 3a UX HCIIO/JHeHueM. B
pacriopsiuTesIbHON YaCTU MOPYYMTe PYKOBOJAWUTENSIM IOJpasfe/leHui YCUINTh Tpe-
6oBaTe/IbHOCTh K KaueCTBY pabOThI C JOKYMEHTaMH, a pyKoBoAuTemo otaena JOY
pa3paboTaTb Mepbl MO yJIyYllleHut0 3Toi paboTel. OcTasbHbIe IaHHbIe YKa)KUTe Ca-
MOCTOSTEJIbHO.

3adanue 2. CocTaBbTe IMpHKa3 1o mpeanpustio «Cailyi» 06 uTorax peBU3uH I10 Tpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTupymolllel 4acTH yKakuTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl TPyboro HapyieHUs (UHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
ydyeTa U OTUYETHOCTH 1O KOMaHAUPOBKAaM, OTCYTCTBHE JKypHaja yyeTa [OBEepeHHO-
creit. OcTanbHble MYHKTHI B PaCMoOpsAAATETbHOM YaCTH U HEJOCTAroLIMe PEKBU3UTHI
JIOTIOJTHUTE CaMOCTOSITE/TBHO.

Bapuanr 2

3adanue 1. CocTaBbTe TIPOEKT MpHKa3a O TIPeMUPOBAaHUM PAaOOTHUKOB TIJIAHOBO- (hU-
HAHCOBOT'O OT/efla 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi oripesiesieHa B pa3-
Mepe 60% ekeMeCsSTYHOTO Z0/DKHOCTHOTO OKfaza. [Topyuute 6yxranrepy A.K. I'aB-
PWIOBOM HAYMC/IUTh MPEMUIO U3 (DOHJA MaTepraabHOro nooupenus. IIpoekT npuka-
3a noarotoBseH cekperapem A.C. ITetpoBoii (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[\OTIOJIHUTE CaMOCTOSITE/TbHO.

3adanue 2. CocTaBbTe MpHKa3 1o npearnpusTiio «Caiti» 00 UTorax peBrU3NH I10 Tpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTHpYyHOIel 4acTH YKakKUTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl TPyOOro HapylleHus (UHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
ydyeTa M OTUETHOCTU N0 KOMaHJMpPOBKaM, OTCYTCTBUE >KypHajla yuyeTa [OBepeHHO-
crer. OcCTanbHbIe TTYHKTBI B PAaCOPSAUTE/IbHOW YaCTH U He[OCTaroL[e PEeKBU3UTHI
[IOTIO/THATE CaMOCTOSATEIbHO.

Bapwuanr 3

3adanue 1. CocTaBbTe TIPOEKT MPHKa3a O TIPeMUPOBAHUM PaOOTHHUKOB TIJIAaHOBO- (U~
HaHCOBOT'O OT/ie/la 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi orpesesieHa B pas-
Mepe 60% ekeMeCsTUHOTO J0/DKHOCTHOTO OKjaza. Ilopyuute Oyxrantepy A.K. I'aB-
PWIOBOM HAYMC/IUTh NIPEMUIO U3 (DOHJA MaTepuasbHOr0 nmooupenus. IIpoekT npuka-
3a noarotoBseH cekperapem A.C. ITetpoBoii (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[OTIOJIHUTE CaMOCTOSITe/TbHO.
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3adaHue 2. CoctaBbTe U odopMuTe TpHKa3z 06 uTtorax paboThl C JOKYMEHTaMU B
OAO «Mwup» B mpouefiemM roay. B KoHCTaTHUpyrOl[ed YaCTh YKaKUTe Ha WUTOTU
aHa/IM3a, BLIBUBIIIHME HU3KYIO TPeOOBaTe/bHOCTh PYKOBOZAUTE e TIopa3ze/ieH|i K
KaueCTBY IMOJATOTOBKY JOKYMEHTOB Y KOHTPOJIIO 3a WX UCIOJIHEeHWeM. B pacrniopsau-
TebHOW YaCTH TIOpyYWTe PYKOBOJWTENSIM TIO/pa3fie/ieHui yCUIUTh TpeboBaTesib-
HOCTb K KaueCTBYy paboThl C JOKyMeHTaMH, a pyKoBoguTtesto otaena 10OY pa3pabo-
TaTh MEepPBI M0 YAyUIIeHuI0 3Tol paboThl. OcTasbHbIe JaHHbIE YKa)KUTE CAMOCTOSI-
TeJIbHO.

Bapuanr 4

3adaHue 1. 3adaHue 1. CocTaBbTe IIPOEKT MpHKa3a O MPEeMHPOBAHUU PaOOTHUKOB
TJIaHOBO- (PMHAHCOBOTO OT/Zesia 3a AOCPOUYHYIO0 pa3paboTKy mpoekTa. [Ipemusi oripe-
neneHa B pasMepe 60% e)keMeCsSIUHOTO 0/DKHOCTHOTO OKiaja. [lopyurTe Gyxranre-
py A.K. 'aBpu/ioBOM HauuMC/IUThL MpeMHUI0 M3 (OHZA MaTepuaJbHOrO MOOL[PEHUS.
[TpoekT npukasa noarorossieH cekperapeMm A.C. Ilerposoit (Ten. 23-45-67). Ocranb-
Hble PEKBU3UTHI [JOTIOJIHUTE CaMOCTOSITE/TbHO.

3adanue 2. CocTaBbTe MPHKa3 Mo mpeanpustio «Cailyi» 00 uTorax peBU3uH I10 Mpo-
Bepke (JMHAHCOBOTO yyeTa. B KOHCTaTHpyOIllel 4acTH YKakuTe, UTO peBU3Mel 00-
Hapy>keHbl (akThl Tpyboro HapyieHus (HUHAHCOBOTO yueTa, TOJHOe OTCYTCTBUE
yueTa M OTYETHOCTH I10 KOMaH/AWPOBKaM, OTCYTCTBHe >XypHa/a yuyeTa [JOB€pPeHHO-
crert. OcTanbHble MYHKTBI B PaCOpsALUTeIbHOU YaCTU U HeZ0CTarolle PeKBHU3UTHI
ZOTIO/THUTE CaMOCTOSITe/IbHO.

BapuanT 5

3adanue 1. CoctaBbTe U 0odopMuUTe MpHKa3 00 UTorax paboThl C AOKyMeHTaMH B
OAO «Mwup» B mpouefiiemM roay. B KoHcTaTUpyrolljed YaCTA YKa)KUTe Ha WUTOTU
aHa/IM3a, BLIIBUBIITHE HU3KYIO TPeOOBAaTe/bHOCTh PYKOBOZMTE e TI0pa3zie/ieH|i K
KayeCTBY TMOJATOTOBKY JOKYMEHTOB U KOHTPOJIIO 3@ UX WUCIOJIHEHWeM. B pacnopsau-
TebHOW YaCTH TOpyuYrTe PYKOBOJWTENSIM TIOJpa3fie/ieHHi YCHUIUTbL TpeOoBaTeib-
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 odpopmuTe Tipuka3 o OAO «Arporipubop» 06 obecmeue-
HUM TI0’KapHO# 0e301MacHOCTH U YCUJIEHWH OXpaHbl MpeArnpusaTs. B KoHcTaTUpyto-
e 4acTH COLLIMTeCh Ha OMACHOCTb TEPPOPUCTUYECKUX aKTOB U YKAKUTE LieJib
obecrieueHust 6€30MMACHOCTH JItO/Iel ¥ cCOXpaHeHWe UMYyIllecTBa. B pacniopsiauTebHOM
yacTu cjefyeT o0s3aTh HaualbHUKa OT/ena oxpaHbl K. X.JIO)KKWHA YCHIUTH TIPO-
MyCKHOW PEXXUM U OPraHU30BaTh KPYIJIOCYyTOUHOE AeXKYPCTBO Ha ckiaze Ne 1; Ko-
MeHaHTa 31aHua B.H.Cyxux — npoBepyuTh COCTOSIHME CUTHAIM3aLUU U 3JIeKTPOIIPO-
BOJIKY, @ Hava/lbHUKa agMuHucTpaTuBHOro otzena O.IlLIlerpeHko — mepeBecTu B
cknag Ne 1 Bocriamensitorecs BerectBa. OcTajibHble [JaHHbIe YKaKUTe CaMOCTOS-
TeJIbHO.

Bapuasnrt 6
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3adaHue 1. CocTaBbTe MPOEKT MpHKa3a O TPeMHUPOBaHUU PabOTHUKOB TIaHOBO- (hH-
HAHCOBOTO OT/le/ia 3a JIOCPOUHYIO0 pa3paboTKy rpoekrta. [Ipemus omnpeziesieHa B pas-
mepe 60% e)keMecsiluHOTO Z0/DKHOCTHOTO OKafa. [Topyuute Gyxrantepy A.K. I'aB-
PUJIOBOM HAaUMC/IUTh MPEMUIO U3 POH/A MaTepuanabHOro nooujpenus. [IpoekT nprka-
3a noarotosseH cekperapem A.C. ITetpoBou (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
JOTIOJTHUTE CaMOCTOSITe/IbHO.

3adanue 2. CoctaBbTe U 0popMHUTe MpHKa3 00 uTorax paboThl C AOKyMeHTaMH B
OAO «Mwup» B mpouiefiiemM rogy. B KoHcTaTHUpymolljeli 4aCTh YKa)KUTe Ha WUTOTU
aHa/lM3a, BbISIBUBIIIME HU3KYHO TpeOOBaTe/bHOCTh PYKOBOAUTe/IeH To/[pa3jeieHni K
KaueCTBY MOJTOTOBKUA JOKYMEHTOB W KOHTPOJIIO 3a UX UCIOMHeHWeM. B pacniopsigu-
Te/IbHOW YaCTH TOpyuWTe PYKOBOJWTENSIM To/pas/ie/ieHui yCUIUTb TpeboBaTtesib-
HOCTh K KauecTBY paboThl C JOKyMeHTaMH, a pyKoBoauTemo otaena J10Y pa3pabo-
TaTh MephI MO YAy4llleHut0 3Tod paboTbl. OcTa/ibHBIE JaHHbIE YKa)KUTe CaMOCTOSi-
TeJILHO.

Bapuaur 7

3adaHue 1. CocTaBbTe MPOEKT TpUKa3a 0 TIPeMUPOBaHUM PAOOTHUKOB TIJIaHOBO- (hu-
HAHCOBOTO OT/ieJia 3a IOCPOUHYIO pa3paboTKy rpoekTa. [Ipemus orpeseneHa B pas-
Mepe 60% e)keMecsiluHOTO Z0/DKHOCTHOTO okaza. [Topyuute 6yxrantepy A.K. I'aB-
PWIOBOM HAYMC/IUTh TIPEMUIO U3 (DOH/A MaTepuabHOr0 nooupenus. IIpoekT npurka-
3a nogroros/eH cekpetapem A.C. ITetpoBoii (Ten. 23-45-67). OcTasibHble pEKBU3UTHI
JIOTIOJIHUTE CaMOCTOSITE/TBHO.

3adanue 2. CoctaBbTe U opopMHUTe MpHKa3 00 UTorax paboThl C JOKyMeHTaMH B
OAO «Mwup» B npoueaimemM rofy. B KoOHCTaTUpyrOL[ed YaCTh YKaKUTe Ha WUTOTU
aHa/lM3a, BLISIBUBIIIME HU3KYIO TpeOOBaTe/IbHOCTh PYKOBOIUTENeN To/ipa3/e/ieHril K
KaueCTBY MOJrOTOBKUA JOKYMEHTOB M KOHTDOJIIO 3a UX UCIOJIHeHuWeM. B pacriopsigu-
TeJIbHOW YaCTH TIOPYUYUTe PYKOBOAUTENSIM TIOApa3/ie/ieHu yCUIUTh TpeboBaTesib-
HOCTb K KauecTBY paboThI C JOKyMeHTaMH, a pyKoBozauTesto otjena 10Y pa3pabo-
TaTh MephI M0 Y/IyUlleHUI0 3Toi paboTel. OcTanbHbIe AaHHBIE YKa)KUTe CaMOCTOSI-
TeJIbHO.

KonTposbHas pabora 2

Bapmuanr 1

3adanue 1. B posiu OyxranTepa COCTaBbTe C/Ty>KeOHYIO 3amuCKy. Bup ciy»xkeOHOM 3a-
MTUCKW BbIOEpUTe, UCXOAs W3 MPeAJIoKeHHOM CUTYyalldd, CaMoCTosTebHO. 1o BUHe
byxranrepuu corpyaHukam 3A0 «CeneHa» B TeKyileM Mecsile Oblja 3ajep’kaHa
BbiTuTaTa 3apaboTHOl TuiaTel. ['1aBHBIM Oyxrantep uHpopmupyeT aupekropa 3A0
0 TOM, UTO 3a/iep)KKa Ha/IMUHOCTH Obljla CBsI3aHa C oro3ziaHueM Ha cueT 3A0 aeHex-
HBIX CPe/ICTB OT IpeJIpUATUI-IapTHEPOB.

3aoaHue 2. CocTaBbTe MPOTOKO/ 3ace/laHUsl MTHBEHTAapH3al[MOHHONM KOMMCCHHY 3aBO/ia
ra30BOM arfrapaTypbl, HA KOTOPOM pacCMaTPHUBAaJICS BOIPOC O pe3y/bTaTaX WHBEHTa-
pu3arnuu 1o ckiany Ne 2 BcriomoraTe/lbHBIX MaTepuasioB. Ha 3acefjanuu ObLIO TIPH-
HSITO TIOCTaHOB/IeHWe 00 yTBep)KJeHWUH pe3y/bTaTOB WHBEHTAapH3al[ui U OTHeCEHUs
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3a CyeT 3aBe/yIOIIero CK/Ia/joM HeJJoCTaul BCIIOMOTaTe/lbHbIX MaTepuaiioB B CyMMe
365 ThIC. py0., a TAK)Ke 3aUMTaHbI C/IMUMTE/IbHAs BeZIOMOCTb 10 ckiafy Ne2 v 00bsic-
HUTeJIbHAsI 3alyCKa 3aBefyrolero ckiazoMm. OcTajbHble AaHHBIE OMpefesuTe TI0
CBOEMY YCMOTPEHHUIO.

Bapuant 2

3aoaHue 1. CocTaBbTe [JOK/IaZHYI0 3alWCKy IJIaBHOrO OyxranTepa pyKOBOJUTEIHO
NpeArnpUsiTUS 0 He0OXOJUMOCTH LieHTPaIM3ali PacueToB ¢ pabOTHUKaMU MpeArpu-
ATusl. B 00513aHHOCTH yuyeTHbIX pabOTHUKOB L[€XOB JO/DKHO BXOJUTh JIMIIbL 0(OpM-
JleHVe TIepBUYHBIX JJOKYMEHTOB IO yueTy BbIpaboTKU. B JoK/afHOM 3amucke HeoO-
XOZMMO TOJATh Tpe/i/IoKeHre O IepecMOTpe LLITaTOB OTUETHbIX PAOOTHUKOB B 1jeXax
M I7IaBHOM Oyxrantepuu u3 pacyeTra oOlL[ero COKpallleHUsl IITaTOB He MeHee UeM Ha
20%.

3adaHue 2. CocTaBbTe CMpaBKy O BeJMUMHe cpefiHeli 3apabOTHOM I/aThl 3a rof, AJist
TIO/TyYeHUs] KOMIIeHCAllUU Ha OI1aTy uibsl. OcTa/bHble JaHHble yKaKUTe CaMOCTO-
ATeJIbHO.

Bapuant 3

3adaHue 1. CocTaBbTe AOKIA[HYIO 3alMCKy Haya/JbHUKA OT/ena PYKOBOZAUTEHO
TIpeIpUsTUsI O (pakTe HEBBITIOIHEHUST PACIIOPsIKEHUSI 0 MOHTa)Ke 000py/[0BaHUS Ha
yuacTKe, IO TIPUUKHE €/1aboro KOHTPOJISI CO CTOPOHBI IJIaBHOT'O MeXaHUKa.

3adanue 2. CocTaBbTe TMOJHBINA MPOTOKOJ 00Iero cobpaHus pabouux TIPOM3BO/-
CTBEHHOTO KOOIIepaTHBa «3amyCK», Ha KOTOPOM OOCY>X[asCs BOIPOC O CO3JaHUU
TIPOM3BO/ICTBA CTPOUTE/IbHBIX MaTepuajoB [/ CTPOMTENbCTBA >KWIbIX JOMOB. Ha
cobpanuu Obi1a 3aciyiiaHa WHMOPMalUs TIpejcefaTesisi O BO3MOKHOCTHA CO3/laHUs
TaKOTO 1]eXa U TiepcrieKTriBax ero pabotel. [Tocsie obcyxaeHust ObII0 MPUHSATO peliie-
HUe TIOPYUYUTh TIPeJCce/laTe/li0 U ero 3aMeCTUTe/TI0 TI0 CTPOMTENLCTBY B TeueHHe 6
MecsiIieB pa3BepHyTb PabOTy U BbIEUTH /s 3TUX Leneid 31 MyH. pyo.

Bapuanur 4

3adaHue 1. CocTaBbTe JOK/IAAHYIO 3allMCKy IJIaBHOTO OyXrairepa pYKOBOJAWTEJIO
TIPeIIPUSTHS 0 He0OXOAMMOCTH 1[eHTPa/IM3al[iH PacueToB C pabOTHUKAMU TTPe/ITIPH-
ATHsA. B 0053aHHOCTH YUeTHBIX paOOTHHKOB 1IEXOB JIO/DKHO BXOJHUTH JIUIIL O(OpPM-
JleHWe TIepBUYHBIX JOKYMEHTOB I10 yueTy BbIpaboTKU. B JokmagHOM 3ammcke HeoO-
XOJJUMO TIOZIaTh Mpe/JI0’KeHre O TIepeCcMOTpe IITaTOB OTUETHBIX paOOTHUKOB B IjeXax
Y TJIaBHOW OyxranTepyy M3 pacueTa OOIL[ero COKpall[eHUs IITaTOB He MeHee ueM Ha
20%.

3adanue 2. CoctaBUTb OOBSICHUTE/LHYIO 3alMCKy TJIaBHOTO Oyxrasnrtepa IleTpoBoii
H.B. o mpuumHax HecBOeBpeMEeHHOW BBITIIAThI 3apabOTHOM TuIaThl pabOTHUKaM
NpeArnpusATHs

Bapuanr 5

3adaHue 1. CocTaBbTe [OK/IaJHYIO 3alUCKy TJaBHOTO OyxrajaTepa pYKOBOJWTEIIO
nipeanpusTist 06 yrepe pabotHrKoM CreraHoBbiM .M. mrcbMa-3arpoca, moCTYITUB-
1Iero B aJipec MpeAnpusiTUs [Ba MecsLia Ha3aZ,.
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3aoaHue 2. CocTaBbTe MPOTOKOJ 3ace/laHUsl MTHBeHTAapH3aljuOHHOM KOMUCCHY 3aBO/ia
ra30BOM arrapaTrypbl, HA KOTOPOM pacCMaTPUBAaJICS BOIMPOC O pe3yJ/ibTaTaX UHBEHTa-
pu3aruu 1o ckiany Ne 2 BcriomoraTe/lbHbIX MaTepuasnoB. Ha 3acefjanuu ObLIO TIPH-
HSITO TIOCTAHOBJ/IEHHEe 00 YTBep)KAEeHHU pe3y/IbTaTOB WHBEHTapU3allii U OTHECEHHsI
3a CYeT 3aBe/yHLero CK/JaJoM HeJOCTaurd BCIIOMOraTe/lbHbIX MaTepuaioB B CymMMe
365 ThIC. pyb., a TaKKe 3auMTaHbl CIMUNATETbHAs BeZOMOCTh M0 CK1agy Ne2 v 00bsic-
HUTe/IbHAs 3aluvCKa 3aBefyrollero ckaagoM. OcTajibHble [aHHbIe OIpeeuTe 0
CBOEMY YCMOTPEHHUIO.

Bapuasnr 6

3aoaHue 1. CocTaBbTe [IOK/Ia/IHY}0 3allMCKy HauajJbHUKA OT/e/lla PYKOBOJWTE/IIO
TIpeNIpUsTUsI O (PaKTe HEBBITIOJIHEHUSI PACIIOpsHKeHUs 0 MOHTa)Ke 000pyjoBaHUs Ha
yuacTKe TIO TPUUKHe ¢/1aboro KOHTPOJISi CO CTOPOHBI IJIaBHOTO MeXaHUKa.

3adaHue 2. CocTaBbTe [NOK/JIAJHYH 3alMCKy HauvajbHUKA OTZe/la PYKOBOAUTEIIO
TIpeIpusTUs O (paKTe HEBBLITIOJIHEHHUSI PACIIOpPSIKEHUSI 0 MOHTaKe 000py/J0BaHMS Ha
yuacTKe TIO TPUUKHE C/1aboro KOHTPOJISI CO CTOPOHBI TJIAaBHOTO MeXaHHKa.

Bapuaur 7

3aganue 1. CocTaBbTe [JOK/IaHYIO 3allMCKy TIaBHOTO Oyxranrepa pYKOBOJAWTEITO
nipenpusitust 06 yrepe paboTHrKoMm CrernaHoBbiM I'.M. mrcbMa-3arpoca, moCTYITUB-
11ero B aZipec MpeAnpysTUs iBa Mecsilja Ha3a/,.

3adaHue 2. CocTaBbTe AOK/IaJHYIO 3alUCKy TJaBHOTO OyxranTepa AWPEKTOpy 00
uTorax paboThI M0 LeHTPa/TK3aliy pacueToB ¢ pabourMu U ciayKamumu Bl 3aBoga.
LleHTpanu3aljusi pacueToB fiajia BO3MOKHOCTb IepeBeCTH Ha /pPYyryio paboTy MATb
OyxranTepoB 11eX0OB, YMEHBIIIUTh OIMMOKH B pacueTax C pabOuMMU W CY>KalllUMH,
YCUINUTh KOHTPOJIb PaCcX0/0BaHusl OH/0B 3apaboTHOM T1aThl. B 3akmtoueHue HeoO-
XOJJUMO TIOCTaBUTh BOIIPOC O TPEMHPOBAaHWH pabOTHUKOB Oyxrantepuu u BII,
obecrieunBarOIIMX Mepexo/] Ha LIeHTPA/JM30BaHHbIM pacueT 3apabOTHOM TUIAThl T0
3aBoAy. OcTasibHbIe JaHHbIE YKa)KUTe CaAMOCTOSTE/BHO.

Bapuanr 8
3aganuve 1. CocTaBbTe [JOK/IaJHYIO 3allMCKy TIaBHOTO Oyxranrepa pYKOBOJAWUTEITO
nipeanpusitist 06 yrepe pabotHrkoMm CrernaHoBbiM I'.M. mycbMa-3arpoca, moCTyITHUB-
LIeT0 B aZipecC MpeATpUsATHS Ba MecsLa Ha3a[.
3aganue 2. CocTaBbTe CIPaBKy O BeMUMHEe CpeJHel 3apab0THOM TiiaThl 3a roj AJis
MOTyYeHUs] KOMITeHCALIUM Ha OmuIaTy »uibs. OCTanbHbIe JaHHbIE YKa)KUTe CaMOCTO-
ATEJIbHO.

KoHTpo/ibHas padora 3

Bapmuanr 1

3adanue 1. CocTaBbTe TIprKa3 00 0CBOOOXKAeHUH Bac OT paboTel B hupme «Opbuta»
B CBSI3U C TIepee3/0M Ha HOBOE MECTOXKUTE/TbCTBO.

3adaHue 2. Harmmimre 3asiB/ieHKe O TpUeMe Bac Ha paboTy SKOHOMHUCTOM B rOCyZap-
CTBEHHOE TIPe/IIPUATHE I10 CBSI3U U HHPOpPMaTHKe «POoCCBA3LUHGOPM».
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Bapuanr 2
3adaHue 1. CocTaBbTe TIpUKa3bl: a) O MpueMe Ha pabory Oyxrantepom lBaHOBOIA
W.I1.; 6) 06 yBO/IbHEHUM TIEPEBOJIOM B JIPYTYIO opraHu3anuio. Hemocraroiiye pekBu-
3UTHI YKaXKUTE CAMOCTOSITE/TBHO.

3adaHue 2. CoCcTaBUTb pe3roMe [IJisl 3aHATUSI BAKAaHTHOM [IO/DKHOCTH TJIaBHOTO
5KOHOMMCTA

Bapuanr 3

3adaHue 1. HamuimmTe 3asiB/ieHHe O TIpHeMe Bac Ha paboTy 3KOHOMKCTOM B rocyiap-
CTBEHHOE MpeJIpUsiTHe 10 CBSI3U U MH(opMaTuKe «PoccBA3bMHGOPMY.

3adavue 2. CocTaBbTe XapaKTepHUCTHKY-PEKOMEHZAI[MI0 Ha pabOTHHKa Balllero
TIPeJITIPUSTUS [IJIs1 TIOCTYIIJIeHUsI ero B acrypaHTypy HoBOCMOMPCKOTO WHCTUTYTa
HapO/HOTO XO3SIMCTBa.

BapuaHur 4
3adaHue 1. HanuviuuTe 3asiB/ieHMe O TpeJOCTaB/IeHWH BaM aJMUHHCTPaTUBHOIO OT-
MyCKa 1o ceMelHbIM obcTositesibcTBaM. OcTasibHble PEeKBU3UThI YKa)KUTe CaMOCTOSI-
Te/bHO.

3aoaHue 2. CoCTaBUTb pe3toMe [1Jis1 3aHSITUSI BAKAHTHOM [TO/DKHOCTH TJIaBHOTO
5KOHOMMCTA

Bapuant 5

3aoaHue 1. [Tupektop 3A0 «CeneHa» TpHHSI pellleHWe O TIpueMe HOBOT'O 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 CIAy)KObl TIOATOTOBBTE TIIPOEKT [I0-
KyMeHTa COOTBETCTBYIOLLIETO CUTYaL[HH.

3aoaHue 2. CoCTaBUTh pe3toMe [i/isl 3aHATUS BAKAHTHOW [O/DKHOCTH TJIaBHOTO KO-
HOMMUCTA

Bapuasnrt 6

3aganue 1. CocraBbTe TpHKa3sbl: a) O rpueMe Ha paboty Oyxrantepom VBaHOBOM
W.I1.; 6) 06 yBO/MIbHEHUM TIEPEBOJIOM B IPYTYIO opraHu3anuio. Hefocraromiye pekBu-
3UTBI YKKUTE CAMOCTOSITE/TBHO.

3adanue 2. OdopmuTe 3anuch B TPY/JOBOM KHIKKe 00 YBOJIbHEHWH Bac: a) T0 Co0-
CTBEHHOMY >KeJIaHHI0; 0) B CBSI3M C IMKBU/AI[MEH TIPeANPUATYS; B) B CBSI3H C HECOOT-
BeTCTBHEM BBITTOTHSIEMON pabOThI TIPebsB/siEMbIM TPeOOBaHUSIM, BCJIeACTBUE He-
JOCTaTOYHOU KBaM(UKaLUK.

@DoHJ TeCTOBbIX 3a/jaHUM /I TeKYILero KOHTPOJIsi 3HAaHUM 10 TeMe:

Bblbepume o0uH npaguibHbIll 6apuaHm

Ilpuka3sbl, yKa3aHusl, paclnopsHKeHuUsl, PellieH!sI 0OTHOCATCS K TpyIe:
+0praH13aI[iOHHBIX JJOKYMEHTOB

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

CJ1y>KeOHOM MepervcKu

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Kak Ha3bIBaeTcs NpaBOBOM aKT, ONpe/e/ A0 MOPA/J0K 00pa3oBaHus, MpaBa,
00A3aHHOCTHU U OpraHu3aLiio padoThl NpeNPUATHUS HA J/IUTE/TLHBIN CPOK Bpe-
MEeHHU?

MpUKa3

+yCTaB

JIOTOBOP

T0JI0’KeHHe

IITaTHOe pacrucaHue

Bblbepume o0uH npaguabHbIll 6apuaHm

HopMaTHUBHBIN aKT, H3/JaBaeMbIil PYKOBOAUTE/IEM MPeNPUATHA — ITO:
+IIpHUKa3

HWHCTPYKI[US

T0JI0’KeHHe

pacriopskeHue

JIOTOBOP

Bbibepume 00uH npagu/ibHbIll 6apuaHm

JIOKyMeHT, B KOTOPOM Omnpeje/IA0TCA 3aJauH, (PyHKI[UH, TPaBa U 00513aHHOCTH
COTPY/HUKOB

+I0/DKHOCTHAsT UHCTPYKLUST

WHCTPYKIHUS

TpaBUia BHYTPEHHEro pacriopsiika

IITaTHOe pacTrcaHue

Bbibepume 00uH npagu/ibHbIll 6apUAHM

JIoKyMeHTBI WAyIIHe CBepXy BHHM3 M0 CHCTeMe yNpaB/IeHHs OTHOCATCHA K CUCTe-
Mme

OpraHu3al[MOHHOMN

+pacrnopsiiuTebHON

CIIpaBOYHOM

MH(OPMaLMOHHOU

Bblbepume 00uH NnpasuibHbIl 6apUAHM

PeKBHU3HUT, KOTOPBIA He BXOJHUT B cocTaB (hopMy/ispa-odpasia npuKasa
+azpecat

aaTa

TIO/ITTHCh

PErnuCTPALMOHHBIM HOMED

Bblbepume o0uH npasuabHbIll 8apuaHm

JTOKyMeHT, He BXO/ISALIHI B IPYIIy PAaCHOPAJUTETbHBIX

+1ITaTHOE pacnyucaHue

peliieHye

yKasaHue

TpUKa3
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Bbibepume o0uH npaguabHbIll 6apuaHm

Kak Bejercsa Hymepanusi NPUKa30B [0 0OCHOBHOM AeATe/IbHOCTH?
T0 TIOPSIZIKY C MOMeHTa 00pa30BaHUsI MPe/TIPUsTHUS

IO MOPSAJKY B MpeJiesiax MecsLia

+T10 MOPSAJIKY B MpeJiesiax rofa

He BeJieTCsT BOoOIe

BeJIeTCSI IPOU3BOJILHO

Bbibepume o0uH npaguabHbIll 6apuaHm

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

TPY/I0BOUM KOHTPAKT

TPY/I0BOM [IOTOBOP

TIPYKa3 o TIpyeMe Ha paboTy

+10/DKHOCTHAst UHCTPYKLUST

yCTaB TpeATPHSTHS.

Bbibepume 00uH npasu/ibHbIll 6apuaHm

B KakoM /J0OKyMeHTe 3aKpel/ieHbl J0/DKHOCTH U UHC/IeHHbIH COCTaB MpeAnpus-
THA C yKa3aHueM (hoHAa 3apadoTHOM m1aThI?

+B IIITaTHOM pacCITiCaHUH

B CTPYKType U IITaTHOW UMC/IEHHOCTH

B T10JIO’KEHHH O TIepCoHase

B ZIO/DKHOCTHOM MHCTPYKI[UU

B yCTaBe TpeANpUsTHS

Bbibepume o0uH npaguabHbIll 8apuaHm

K opraHn3anioHHO-PacCnopsiAuTe/TbHBIM A0KYMeHTaM OTHOCSTCH
+T10JI0’KeHHe O TI0/ipa3zie/ieHuHr

OTueT

CBO/IKA

HakJ/aJHast

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Kakue [0KyMeHTbI U3/Jal0TCS Ha OCHOBe eJUHOHAYA/TUA:
pelLleHust

+TIpUKa3bI

yCTaBbl

JIOJDKHOCTHAst MHCTPYKITHST

Bblbepume 00uH npasuibHbIl 6aApUAHM

Kakas yacTh TeKCTa MpuKa3a siB/IfAeTcA 00A3aTe/ IbHOU
KOHCTaTUpYyHoILlas

+pacriopsiiuTe1bHast

obe

M0 YCMOTPEHUIO COCTaBUTeIs

Bblbepume HeCKO/bKO npasu/ibHbIX 0mMeemos
OpraHu3anoHHbIe JOKYyMeHThI - 3TO0

JOKYMEHTBI 00s13aTe/IbHbIe K TIPUMEHEHHIO
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+KOMIT/IEKC B3aMOCBSI3aHHBIX JJOKYMEHTOB, per/laMeHTUPYIOIIUX CTPYKTYPY, 3a/a-
un, GYHKI[UY TIPeATNPUATHS, OPTaHU3aliIo0 ero paboTkl, TipaBa, 065s3aHHOCTH U OT-
BEeTCTBEHHOCTD CITeLMaJTMCTOB U PYKOBO/ICTBA TIPETIPUSTHS

+I0KYMEeHTbI, yCTaHaB/IMBAIOII[He KaKue - IMO0 HOPMBbI U TIpaBH/Ia

JNIOKYMEHTbI, OTIpe/le/Isitollje 1 3aKpervIstolive BUJ, 1eATeJIbHOCTU U CTPYKTYPY AaH-
HOTO TIPe/ITIPUSITHS

Bblbepume HeCKO/bKO Npasu/ibHbIX 0Meemos

Pacnopsifute/IbHbIN JOKYMEHT MOKEeT YTBEP)K/JaThCA:

+40/DKHOCTHBIM JIULIOM

+CrieLyaJbHO U3/JaBaeMbIM JOKYMEHTOM

opraHu3aljyen

CTPYKTYPHBIM TTOZipa3zie/ieHreM

Bbibepume o0uH npaguibHbIll 8apuaHm

Kakoe pacrosioxkeHne peKBU3UTOB PeKOMEHAYeTCsl AJisl mucemM?

+yTJI0BOE

TIPO/I0/IbHOE

9TO He UMeeT HUKAKOr0 3HaueHusI

He 3Haro

Bblbepume 00uH NnpasuibHbIl 6aApUAHM

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

K pacropsiIuTe/TbHLIM TOKYMeHTaM

K OpPraHu3arjiOHHBIM JJOKyMeHTaM

+K CrpaBOYHO-UH(POPMALOHHBIM JOKYMEHTaM

(bHMHAHCOBLIM JOKYMEHTaM

K JIMYHBIM JJOKyMeHTaM

Bblbepume 00uH NpasuibHbIl 6APUAHM

Kakue J0KyMeHTbhI Ha3bIBAaTCSI HH(POPMaLIMOHHO-CIIPABOYHBIMHU?
JIOKYMEHTbI, perjlaMeHTHUPYIOIINe CTPYKTYPY, 3aZilauM, (PYHKIUM Npe/ITIPUsiTHS, Opra-
HHU3aIL[1I0 ero paboThl, IpaBa, 00513aHHOCTU 1 OTBETCTBEHHOCTh PYKOBOZUTE e U
CTeI[uaucToB

JIOKyMEHTbI, XapaKTepU3yHoIljie TPyA0Bbie OTHOIIIEHUS MeXKy MpeArpUsITHEM U pa-
OOTHUKOM

+0KyMEHTBI, Cofiep Kaliirie HHPOPMAIHo 0 (haKTHUECKOM TI0JIOXKEHHUH eI, CTy»Ka-
I1[ie OCHOBAHWUEM /[I/Isl IPUHSITHS pellleHri, N3jaHusT PacTIOpSiAUTETbHBIX TOKYMEHTOB
JNOKYMEHTBI, 00paIijeHHbIe K HIPKEeCTOSIIMM OpraHU3arusaM, TPYIIaM WA OTAe/Tb-
HBIM JIALIaM;

JNOKYMeHTbI, OTPa’karolliie JOrOBOPHbIe OTHOLIEHUSI MeXAY TIpeANpUSITUSIMU
Bblbepume o0uH npasuabHbIll 6apudaHm

Kakoe pacrosio)keHune peKBU3UTOB PeKOMEHAYeTCs /IS HceM?

+yTJI0BOE

TIPO/I0/IbHOE

YTJIOBOE U MPO/I0bHOE

cdaroBoe u 11eHTPOBaHHOE

TIPo/10/ibHOE U (h1aroBoe.
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Bblbepume o0uH npasuibHbIll 6apuaHm

ITucsMmo, coepikaiee moJpodHoe ONHUCAaHUE MPej/iaraeMbIX YC/IyT WA TOBAapOB
+pekyiaMHOe

MTUCHMO-TIPUT/IAIlIeHHEe

COTIPOBOIUTE/IbHOE

ZIOTOBOPHOE

Bblbepume 00uH NnpasuibHbIl 6aApUAHM

ITncbMo, nMeroiee PrHAHCOBBIE M IOPUHYECKHE MOC/Ie/ICTBHSA JO/DKHO ObITh:
+TI0/ITIMCAaHO JUPEKTOPOM, TJI. OyXrajTepoM, 3aBepeHo MevaThio
TMO/ITIMCaHO AUPEKTOPOM U COT/IaCOBAHO C FOPHUCTOM

TMO/ITIMCAHO TJI. OyXranTepoMm, yTBepKAeHO AUPEeKTOPOM
TO/ITIMCaHO AUPEKTOPOM

Bblbepume o0uH npaguabHbIll 6apuaHm

YemM ¢akc oT/iMuaeTcsi 0T NUCbMa o 0popM/IeHHI0?
+5IBJIIETCS He TTOJIMHHUKOM, a KOTHel J0KyMeHTa

COJIEPIKUT PsAJl, TOTIOJTHUTE/TLHBIX PEKBU3UTOB

revaTtaeTcs Ha Tenedakce

He MOyKeT OBbITh 3aBepeH IeYaThio

BCe BBIIIIeTIePeUrCIeHHOe BEPHO

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KakoB CpoK XpaHeHHUs /ie/I0BbIX IMCeM?

MecCsi1]

1 rop

3 roga

+5 j1et

He XpaHATCs BooO1IIe

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

npock0ax

COTIPOBO/UTE/TbHBIX

HWHGOPMAI[OHHBIX

+0TBeTax

Bblbepume 00uH NnpasuibHbIl 6aApUAHM

Kakas jjara siB/isieTcs JaToi MPOTOKO,/Ia

JaTa TOAMUCaHKs TTPOTOKO/Ia

+71aTa 3acejaHUsT

JlaTa perucTpaLvy poTOKO/Ia

[laTa CoryiacoBaHUs

Bbibepume o0uH npaguibHbIll 6apuaHm

Kakoii U3 Ha3BaHHBIX J0KYMEHTOB He BK/IIOUEH B K/J1aCCH(PUKATOP JOKYMEHTOB
PO

CripaBKa

aKT

+cmy>xeOHast 3armcKa
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00BsICHUTe/IbHAs 3arlrCKa

Bblbepume 00uH npasuibHbIll 6ApUAHM

Ilpu perucTpaiuy Kakoro A0KyMeHTa JjaTa PeruCcTpPaliy yKa3bIBaeTcsl He B
A€Hb ero MoANMUCAHUA:

TIpUKa3

+IIPOTOKOJT

IS

TOCTaHOBJIEHUE

Bblbepume o0uH npaguabHbIll 6apuaHm

ViMeeT /M IOPUAMYECKYIO CUTY TIPOTOKOJI, I'/ie He YKa3aHO KO/IMUeCTBO MPHUCYT-
CTBYIOLLINX

eCJId OH TIO/ITNIMCaH TpeJice/iaTesieM U ceKpeTapeM

eC/I1 3TO KPaTKUU MPOTOKOJI

+HeT

T/le TIO/[TTHCaHbI BCe UWIeHbI KO/UIEKTUBHOTO COOpaHMS

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Kakasi 0c00eHHOCTB cyiecTByeT npu oGopm/ieHHH «0(HIHATBHOTO0 MUChMa»?
TUCBMO odopMsieTcs Ha GUpMeHHOM OJiaHKe OpraHW3al[i|

+He CTaBUTCS Ha3BaHMe ero BUJa

2-1i 9K3eMIL/ISIP OCTAeTCs B OpraHU3al[iu

Bbibepume o0uH npaguibHbIll 6apuaHm

Kak Ha3bIBaeTcsi IOKYMeHT, [iepe/jaBaeMbId 0 KaHa/iaM TejierpadHou cBA3U?
JOKJ/IaiHast 3aIrcKa

TpUKa3

+TejlerpaMma

Bblbepume 00uH NnpasuibHbIl 6aApUAHM

JI7isi Uero CoOCTaB/ISITCSA «COMPOBO/JUTE/TbHbIE MHCbMa»?

IUTSI TIOATBEPXKIeHHS TI0/TyUeHHsT IOKYMEeHTOB ¥ MaTepUaJIOB-TTMCEM

IS BBID@yKEHHS 0/1aroZlapHOCTH 3a UTO-TMO0

+771 COOOIIIeHUsT aZipecaTy O HallpaBJIeHUU KaKHUX-TM00 TOKYyMEeHTOB, MaTepHUaTbHBIX
LleHHOCTeu

Bbibepume 00uH npasu/ibHbIll 6apuaHm

Komy MoXeT ObITh aipecOBaHO MHMCbMO-TIPUIJIAlIIeHHe?

KOHKPETHOMY JTUITY

HECKOJIbKUM JIU1[aM

+KOHKPETHOMY JIUI[Y, WX HeCKOIbKUM JIML]aM, Wi MaCCOBOMY aJpecary
Bblbepume 00uH NnpasuibHbIl 6apUAHM

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

+KOor/ia He yZlaeTcsl C TIOMOII[bIO TIeperoBOPOB WJ/TH JINYHOTO KOHTAKTa MOMYUYUTh He-
00X0MMBI OTBET WM JJOOUTLCS TIPUHATHS HY>KHOTO PeIeHHs]

KOT/]a He0OXOZMMO TI0/ITBEPAUTD TI0/TyueHHe TOKYMEHTOB U MaTepHasioB

KOT]a He0OXO0ZMMO COOOIIUTE O KAKOM-/TH00 COOBITUM WK (haKTe

Bbibepume HeCKOAbKO Npasu/ibHbIX 0Meemos

Kakue peKBHU3UTHI BK/IIOUAIOTCA B COCTAB PEKBU3UTOB 0/1aHKA MUCbMa
+azipecar (To/yyaTesib)
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MeCTO COCTaBJIeHUsI
+HauMeHOBaHUe OpTraHU3aIuu

+3aroJjIoBOK K TEKCTY

Bblbepume 00uH NnpasuibHbIl 6APUAHM

JIOKyMeHT, coiep>Kalliii OIMUCaHue U MO/ TBep)KAeHHe (DAKTOB M COOBITHM —
+CIripaBKa

dakc

MpUKa3

yCTaB

Bbibepume o0uH npaguibHbIll 6apuaHm

Bo Bpemsi MPOU3BO/ICTBEHHOT'0 COBEILAHUA Y JUPEKTOpPa CeKpeTaphb 3aluCcbIBaJl
BBICTYIU/IEHHS ¥ IPUHATHIe pemieHusi. ITo uroram 3acefganus cieayer opopMuUThH
+TIPOTOKOJT

peleHue

pacIiopspKeHre

TIPOTOKOJI, pellieHre 1 PaCIIOpsKeHHETI0 YCMOTPeHHUIO HauabCTBa

Bbibepume 00uH npasu/ibHbIll 6apuaHm

ITncbMeHHOe CO00IIeHHEe PYKOBOJUTE/NI0 0 CIy)KeOHOM jejie C BbIBOJAMH H
Mpe//I0KeHUAMM:

+/I0KJ/IaHast 3aTMcKa

TIPOTOKOJT

MTUCHMO

00BsICHUTe/TbHAs 3aIrcKa

Bbibepume o0uH npagu/ibHbIll 6apuaHm

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

OpraHU3aIMOHHBIM JJOKYMEeHTaM

+CIpaBoOYHO-MHGOPMAI[MOHHBIM JIOKYMEHTaM

PACITOpPSIUTETbHBIM TOKYMEeHTaM

BHEIITHUM JJOKyMeHTaM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ITncbMeHHOe CO00IeHHEe PYKOBOJUTE/NI0 0 CIY)KeOHOM jiejie C BbIBOJAAMH H
Mpe//I0KEeHUAMH:

+/I0K/IaHast 3aTMCcKa

TIPOTOKOJT

MTUCHMO

00BsICHUTe/TbHAs 3arrcKa

Bblbepume o0uH npaguabHbIll 6apudaHm

YTto ABAsAETCs pekiaMalren?

+KOMMepUeCKU JJOKyMeHT, Mpe/[CTaB/IsoLINM coO0l TTpeTeH3nH K CTOPOHe, Hapy-
IIMBIIIEN TTPUHATBIE Ha ce0si 0 KOHTPAKTY 00si3aTe/ibCTBa, U TpeboBaHMe BO3Mellle-
HUST YOBITKOB

OTBETHOE IMUCHMO, TTOATBEP K AoIIlee BO3BpaT HEKaUeCTBEHHOT'O TOBapa

peK/iamMa ITpOr3BeIeHHOM TTPO/YKIUH

Bbibepume 00uH npagu/ibHbIll 8apuaHm
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JloKyMeHT, GUKCHPYIOLIMI CcoriallieHHe CTOPOH 00 yCTaHOB/IeHUH TPYAOBBIX
OTHOILEHUH U Pery/JMpyrIMi UX, Ha3bIBAeTCH ...
TPY/I0Basi KHW>XKKA

KOZIeKC 3aKOHOB O TpyZe

3 rpuKas3s 1o JMYHOMY COCTaBYy

+TPY/Z0BOM JOrOBOP

JIO/DKHOCTHAsT MHCTPYKLIUS

Bbibepume o0uH npaguibHbIll 6apuaHm

Kak xpaHATCA NIpUKa3bl 110 IMYHOMY COCTaBy?

B JINYHOM /iefie COTPYAHUKA

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

BBbIJJalOTCSl HA PYKU COTPYJHHUKY

BMeCTe C ITPUKa3aMu [0 OCHOBHOM J1eITe/IbHOCTH.
Bbibepume 00uH npasu/ibHbIll 8apuaHm

O uem NUIIYT B JIMUHOM 3asiB/IECHUH?

+0 ripyeMe Ha paboTy U YBOIbHeHUH, 00 OTIyCKe

O CBOMX JIMYHBIX MJIaHAX

00 oro37iaHNH

O BBITIOJIHEHUU MIOPYYEHUS

00 OCHOBHBIX 3Tarax >KW3HeHHOTO MyTH

Bbibepume o0uH npaguabHbIll 6apuaHm

Komy ciiefyer ajjpecoBaTh 3asiBjieHHe 0 MpueMe Ha padory?
COOCTBEHHUKY TIPeATIPUSATHS

+PYKOBOJUTEJII0 NPeANpUITUS

HavyaJbHUKY OT/e/la KaJipoB

/1. Oyxranrepy

TOBApMIILly 110 paboTe

Bbibepume 00uH npasu/ibHbIll 6apuaHm

KakoB CcpoK XxpaHeHMsI A0KYMEHTOB I10 IMYHOMY COCTaBYy
10 net;

15 net;

50 neT;

+75 ner.

Bblbepume 00uH NpasuibHbIl 6apUAHM

B KakuXx JOKyMeHTax PsA/I0M C PeruCTpaljHOHHBIM HOMepPOM YKa3bIBaeTcsi OyK-
Ba «J1/C»

aKThI

JOK/a/IHbIe 3ariCK1

TIpUKa3bl 1I0 OCHOBHOU /leSITe/TbHOCTH

+IIpHKa3bl 110 TUUYHOMY COCTAaBY

CTipaBKH1

Bblbepume 00uH npasuibHbIl 86apUAHM

Ha koro 3aBoAguTCs TUYHOE Je/10?

+Ha pyKOBOJIUTeJ/Ied U OTBETCTBEHHBIX MUCTIOJTHUTEeN
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Ha Ka)KJoro paboTHUKa

Ha HapylIuTeseu TpyJ0BOH AUCLUTLIMHbI

Ha KJIMeHTOB (hUpPMbI

110 YCMOTPEeHUIO a/IMUHHCTPALIAN TIPeITIPUSTUS

Bblbepume o0uH npaguabHbIll 6apudHm

Komy ciefiyet afpecoBaTh 3asfB/IeHHE 0 MpHeMe Ha padoTy?
COOCTBEHHUKY TPeATPUSITHUS

+PYKOBOJUTE/IIO IIPEeATIPUATUS

OT/eJ1 KaJIpOB

Hava/JbHUKY OT/iesia KaJIpoB

Hava/JbHUKY M0/[pa3/iefieHust

Bblbepume o0uH npaguabHbIll 6apuaHm

Mo0)XHO /T UCTIPAaBUTH OINUO0YHYIO 3aMKCh B TPY/I0BOM KHIDKKe?
Jla, METO/IOM TIPOCTOTO 3auepPKHUBaHUS

+/1a, C MUCbMEHHBIM yKa3aHueM «Haimnuck He 1eliCTBUTe/IbHa»
TOJILKO BbIlaued nybmKaTa

Bbibepume 00uH npagu/ibHbIll 8apuaHm

IIpu 3aK/II0UeHUH TPYA0BOr0o KOHTPAKTA He MOTYT YCTaHAB/IUBATHCA 10
COT/IACOBAHMIO CTOPOH C/IeAYIOIjHe YC/IOBHSA:

+0CHOBaHUS YBOJIbHEHUS] pabOTHHKA

coBMellleHUe npodeccuii

oryiaTa TpyZa U MpemMuu

Bblbepume o0uH npaguabHbIll 6apuaHm

BbI X0THTE MO/TyYUTh 3apaldoTHYI0 IU1aTy 3a 3a0osieBmero cynpyra. Kakou jjo-
KyMeHT Heo0Xx0 UM AAJis 3Toro?

pacImcka

CBU/IETEJILCTBO O Opake

3asiB/IeHMe U MacropT Cyrnpyra

+10BEPEHHOCTDb

He 3Halo

Tabymma 5 — Kpurepun oneHku ¢)opMHPOBAaHHOCTH KOMIIETeHI[HH

Kopg n Kputepun orieHnBaHusi chOPpMHUPOBAHHOCTH KOMIIeTeH-
HavMeHOBaHHe LU
VMH/JWKaTOopa J10- (yacTy KOMITeTEeHLIUN)
CTW)KEHHS KOMITe- Ha 6a30BOM Ha TOBBILLIEHHOM YPOBHE
TeHLMU (4acTu YDOBHeE
KOMIETEeHLIVN) COOTBET- COOTBETCTBYET COOTBET-
CTBYET OL|eHKe OLIeHKe «XOPOIIIO» CTBYET OL|eHKe
«yZIOBIIETBOPU- 65-85% ot «OTJIMYHO»
TeJIbHO» MaKCUMaJIbHOT O 86-100%
50-64% ot Gama OT MaKCHMaJ/IbHO-
MaKCHMaTbHOT'O ro 6asna
bansia
W/I-1yx-4+ Boibupa- | BlafieeT MaTepHa- | 110 CYIIeCTBY OTBe- | IPUHKUMAET aK-
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eT Ha Trocyjap-
CTBEHHOM U WHO-
CTPaHHOM(-bIX)
s3bIKaX KOMMYHU-
KaTUBHO  TpHeM-
JemMble CTWIb [ie-
JIOBOTO  00IIIeHYs],
BepOa/bHBIE U He-
BepOa/bHBIE Cpe[l-
CTBa B3aUMO/IeM-
CTBUSI
NO-2yk-4
JIeJIOByI0  Tiepe-
MUCKY, YYUThIBasi
0COOEHHOCTH CTU-
JMCTUKA  O(ULHU-
albHBIX U Heo(u-
I[UaTbHBIX TIHCEM,
COLIMOKY/IbTypPHbIE
pasiiuus B dop-
MaTe KOppPeCIoH-
JeHIIMM Ha ToCy-
JapCTBEHHOM U
WHOCTpAaHHOM (-
bIX) SI3bIKaX
N-3yk-4 JleMoH-
CTpUpyeT  UWHTe-
rpaTvBHbIE  yMe-
HUSI UCTO/b30BaTh
AiranoruyecKoe
oOIrieHne i Co-
TPyJHUUECTBa B
aKaJleMHUueCKou
KOMMYHUKAaI|H
oOI1eHus

C MMapTHepaMu
N/I-1nkoc-1
Opranusyer u
TIPOBOJUT paboTy
1o (PMHAHCOBOMY

Bener

aHaIU3y
3KOHOMHUUECKOT0
cyOBbeKTa
N-2nkoc1  Ocy-
mectBasier  Orof-

JIOM 1O TeMe, HO
JOTyCKaeT HeTOou-
HOCTH TIpU (opMy-
MMpOBKe  6a30BbIX
TIOHATHUM TeMbI, UC-
MIbIThIBA€T 3aTPY/-
HEeHUsI TIpU BbIOOpe
KOMMYHUKaTUBHO
TIpUeM/IeMOr0 CTH-
JT  JenoBoro  006-
IleHusl, TIpU Befie-
HUU [leJIOBOM Tepe-
MMCKU [0 OpraHu-
3allUM U BeJleHUst
pabotel U 1O u-
HaHCOBOMY aHa/Iu-
3y U JeHeXHbIMU
TIOTOKaMH, TIPEeBbI-
Iasi  yCTaHOBJIEH-
HOe BpeMmsi TIpH ie-
MOHCTpal[Ui  yMe-
HUSI JUa/IOTUYeCKO-
ro obimeHus s
COTPYAHUYECTBA B
aKaJleMHUueCKou
KOMMYHUKAIH
oO1IIeHUS

yaeT Ha I1OCTaBJ/IeH-
Hble BOMPOCHI, HO
UCTIBITBIBAET  HEKO-
TOpble 3aTpyJHEeHUs
B (dhopmynupoBke
NMoHATUA TIpU  (op-
MYJ/IMPOBKe 0a30BbIX
TIOHATUN TeMBbl,
BLIOMpaeT IpHemJie-
MBI CTU/Ib J1€JI0BOTO
oOII[eHusI, B3auUMO-
JIeiICTBUSI C TlapTHe-
paMu, TMpU BeJleHUU
[le7I0OBOM TepernrcKu
MO0 OpraHu3aluu |
BeZieHHs1 pabOThI U
Io (bvHaHCOBOMY
aHa/lM3y U JIeHexX-
HbIMUA TOTOKaMH, 3a
yCTaHOBJIEHHOe Bpe-
MsI BO3MOJKHBIX pe-
LIeHUM, JIOMyCKaeT
HETOYHOCTH TIPU UC-
T10/Ib30BaHUHN /IUAJIO-
TMYecKoro OoOIIeHus
JJisl COTPYJHUYeCTBa
B akaJeMuuecKoi
KOMMYHUKaI[MM  00-
1eHUs

TUBHOE yJyacTve B
X0/ie IpOBeZleHUs
TIPaKTUYeCKOT0
3aHATHSA, TIpa-
BUJIbHO OTBEYaeT
Ha MOoCTaB/IeHHbIe
BOTIPOCHI, BafieeT
KOMMYHUKaTUBHO
TIpyeM/ieMbIM CTH-
JIeEM J1eJI0BOTO 00-
I[eHYs], B3aUMO-
JIeCTBUS C MapT-
HepaMH, oCy-
1IeCTB/ISIET Je/10-
BYIO TMEPEeMN1CKY 1Mo
OpraHu3aluu u
BeZieHust paboThI U
10 (PMHAHCOBOMY
aHaJ/IM3y U JleHexX-
HBIMU TTIOTOKAMU,
3a yCTaHOBJIEHHOe
BpeMsi IeMOH-
CTpUPYeT YMeHUsI
WCTI0/Ib30BaTh
JrasioTuyecKoe
o011ieHue AJis Co-
TPYAHUUECTBA B
aKaJileMU4eCKOou
KOMMYHUKAIAH
oO1IeHUs
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JKeTUpOBaHUE U
yTipaB/ieHWe  [ie-
HE>)KHBIMU ~ TIOTO-
KaMd B 3KOHOMMU-
yeCcKoM CyOBbeKTe

Mogayas 4. [le1oBas nepenuvcka
KoHTpo/ibHas padoTa

Bapmuanr 1

3aoaHue 1. CocTaBbTe MH(POPMAIIMOHHOE THWCHMO O TPOJaXKe YaCTHbIM U rocypap-
CTBEHHBIM MPEJINPUATUSIM MEePCOHATBHBIX KOMIBIOTEPOB IO JOTOBOPHOU CTOMMOCTHU
Y 0 BO3MOXXHOCTU MIPUHKMMATh 3aKa3bl Ha COCTaB/IeHMe IPOrpaMM.

3adanue 2. CocTaBbTe TTUCHEMO-TIPOCHOY JIFOOMMCKOM MHKY0OaTOPHO-TITHUI[EBOIUECKOM
CTaHI[MU B 00JIACTHYIO a[MUHUCTPALIMIO O BbIZie/IEHUM CPeZCTB U3 00/1acTHOTO Or0f-
)KeTa B cymme 15 muiH. py6. /10 Hauasia peanu3aliiyd MOJIOJHSIKA-TITULILI HaCe IeHHIO.

Bapuant 2

3aoaHue 1. CoctaBbTe rapaHTuiiHoe mucbMo OAQO «3kocan» OAO «IIporpecc»
00 OKa3zaHWM TeXHWUYEeCKOMW IOMOINU B pa3paboTke paboumx uepTerkell HaCOCHOU
cranuu. OAO «3KocaH» TIPOCHT ITPOU3BECTH 3Ty paboTy HeINocCpe/CTBEHHO Ha
TIOLIA/IKe.

3adanue 2. CocTaBbTe MUCbMO-OTBET 00/IaCTHOTO YTpaB/ieHUs] CeTbCKOTO XO3sIi-
CTBa Mpe/cefaTe/t0 akKIMOHepHOTo o011iecTBa «VpMeHb» 110 BOITPOCY MOCTABOK JIeT-
KOBBIX aBTOMOOW/IEH 3a CZJaHHOE 3epHO

Bapuanr 3

3adanue 1. CocTaBbTe TTMCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUI[EBOIUECKOM
CTaHI[MU B 00JIACTHYIO a[MUHUCTDPALIMIO O BbIJIe/JIEHUU CPeJCTB U3 00s1lacTHOTO Or0f-
)KeTa B cymMme 15 MytH. py0. Z10 Hauasa peaar3ariii MOJIOJHSIKA-TITUL[bI HAaCe/IeHUO.
3adaHue 2. CoctaBbTe rapaHTuiiHoe mucbMo OAQO «3Okocan» OAO «IIporpecc»
00 OKa3zaHMM TeXHHUYECKOM ITOMOINU B pa3paboTke paboumx uepTerkel HaCOCHOU
cranui. OAO «3KocaH» TIPOCUT TTPOU3BECTU 3Ty pabdOTy HEIMOCPeACTBEHHO Ha

TJIoLaZiKe.

Bapmuanr 4

3adanue 1. CocTaBbTe TTMCHMO-TIPOCHOY 3aKPBITOTO aKIIMOHEPHOTO obiijecTBa «SIpo-
c/1aB/ibMe0esb» B KOMUTET BHEIITHEIKOHOMHUUECKHUX CBSI3el aZ/MUHHMCTPAIUH 00/1acTH
0 BbIZleJIeHUM ULeH3uM Ha roctaBky B Kutaii 4000 T MeTasia B CBSI3U C 3aK/IF0UeHU-
eM KOHTpakTa C 00beJMHEeHHeM I10 MeXKIYHapOJHOMY COTPYJHHUECTBY Ha CTPOWM-
TeNbCTBO JeBATUITAXHOTO 001IexuTHs B SIpocnaBne. CorsiacHO KOHTPakTy OrljlaTa
BBITIOJTHEHHBIX paboT Oy1eT ITPOM3BOUTECS POCCHMCKUMHU PYO/IIMH M MaTepHaaMHu.
3adaHue 2. CocTaBbTe U 0)OPMUTE MTUCbMO-0TKA3 MOJUTIPa(UUeCcKOro npeAnpusiTUs
«[TaptHep» (OAQ) akimoHepHoMy o0011iecTBy «CasTtoT» TI0 BOMPOCY BBITIOJTHEHUS
3aKa3a Ha M3rOTOBJieHWe O/laHKOB yueTa W OTYeTHOCTU. [IpHUMHOM OTKasa siBUIach
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PEKOHCTPYKLIMS TTeYaTHOrO 1exa, KOTopasi MPOJJIUTCS 0 KOHL|A TTepBOro MOMyrous;
JpyTyie JaHHble YKa)KUTe CaMOCTOSITE/IbHO.

BapuaHnr 5

3adaHue 1.CocTaBbTe TMHCHMO-OTBET TPOU3BOJCTBEHHOTO 00BenuHeHUs «SIpo-
c/1aBibrasuukalys» AUpeKTopy Xum@apM3aBoja M HaualbHUKY yIpaB/eHUs
«SIpocnaBnbropras» 0 exxeMecsiYHOM MocTtaBke Xum@apmsaBogy 64 T CKUKEHHOTO
rasa B TeueHre 2011 roja. YKa3aHHbIii 00beM yuTeH B pa3Hapsifke. [ToctaBka Oyzer
OCYLLeCTBJIATHCS Uepe3 yripaBJieHue «fApociaBabropras».

3adaHue 2. CocTaBbTe IHMCHMO-OTBET 00/IaCTHOTO YIIpaB/IeHHsS CeTbCKOTO XO3siH-
CTBa TIpe/iceiaTe/It0 aki[MOHepHOTro obiriecTBa «VIpMeHb» 110 BOMPOCY MOCTaBOK Jier-
KOBBIX aBTOMOOM/Iel 3a cZlaHHOe 3ePHO

BapuaHTt 6

3adanue 1. CocTaBbTe COBMECTHOE ITHMCHbMO-OTBET 00/IaCTHOTO YIIpaB/IeHUsT 37pa-
BOOXPaHEeHUs1 U yrpaBjeHuss (PMHAHCOB W HAJIOTOBOM TIOJIMTUKU aJMUHUCTpAL[UA
sIpociaBcKkoro paiioHa O BbiZIeJIEHUH [IOTIOJTHUTE/IbHBIX aCCUTHOBAHUM U3 00/1aCTHOTO
Oro/KeTa Ha OKa3aHHe MeJWIIMHCKOW TTIOMOIIH JKHUTEISIM palioHa.

3adanue 2. CocTaBbTe TTUCHMO-TIPOCHOY 3aKPBITOTO aKIIMOHEPHOTOo obiriecTBa «SIpo-
c/1aB/ibMe0esib» B KOMUTET BHEIITHESKOHOMHUUECKUX CBSI3ei aMUHHUCTpAI[iu 001acTu
0 BbIJie/IeHUM JMLeH31M Ha 1nocTtaBky B Kurtaut 4000 T MmeTasiia B CBSI3U C 3aK/IFOUEHU-
eM KOHTPaKTa C 00beguHeHHeM I10 MeXAYHapOAHOMY COTPYAHUUYECTBY Ha CTPOMH-
TebCTBO JeBATUITAXHOrO o0mexuTus B Spocnasne. CoriacHO KOHTPaKTy OrljlaTa
BBITIOJIHEHHBIX paboT Oy1eT IMTPOU3BOAUTRLCS POCCUMCKUME PYO/ISIMU ¥ MaTepHaJlaMH.

Bapuanrt 7

3adanue 1. CocTaBbTe MHCHLMO-TIPUTJIAIIeHe 00beJUHEHUST «DKCIIOLIEHTP», C TIpe/I-
JIO’)KeHHWEM TIPDUHSATh y4aCTHe B POCCHMMCKOM BBICTABKE Ha MEXYHAapPOJHOU MEKOT-
pacneBoii sipMapke B r. M3mup (Typiust), KoTopas 6yzaeT ripoxoautsb ¢ 20 HOsiOpst 110
10 mekabpst 2012 r. Dta sspMapKa sIB/SIeTCS OFHAM W3 KPYITHEUIIINX TOPrOBbIX Mepo-
npusituri ctpad Cpeanero u bkHero Boctoka. B Tekcre Hajo ykasartb, UTo yua-
CTHE B 3TOU sipMapKe MO3BOJISIET LIWPOKO TMPeCTaBUTh 3KCIIOPTHYIO MPOAYKLMIO Op-
raHW3al[uy, TPOZAThb JKC-TIOHAThI CO CTeH[a, W3YUUTh 0COOEHHOCTH phIHKA, 0OMe-
HAITBCS C JPYTUMU YYaCTHHKAMU sIPMapKy HayuyHO-TeXHUYeCKOW MH(pOopMaLyen 1 3a-
K/IFOUUTB BBITO/IHbIE CLe/IKU.

3adanue 2. CocTaBbTe TUCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUL[EBOIUECKOM
CTaHL[MU B 00JIaCTHYIO aIMUHUCTPALIMIO O BbIJjeJIeHUU CPeJCTB U3 obacTHOro Oroj-
)KeTa B cymme 15 mMyiH. py0. 10 Havasia peaau3aliii MOJIO/IHSIKA-TITULIbI HaCesIeHHIO.

Bapuanr 8

3adaHue 1. CocrtaBbTe U odopmute rapantuiiHoe muceMo OAO «Pagyra» B agpec
OAOQO «TexrmipoekT» 00 0Ka3aHUU TeXHUUYECKOM MOMOIIM B pa3paboTke pabounx uep-
TeXKel HaCOCHOM cTaHIMK. PaboTy HeoOX0[MMO TIPOBECTH /10 Hauaja aBrycTa TeKy-
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miero roga. ITucemo noanmucanu aupektop OAO «Pagyra» H.A.OneHeB U T/ilaBHBIU
oyxrantep C.I1.BoponuHa. OcTasibHble JaHHbIe YKa)KUTe CaMOCTOSITeTHHO.

3adaHue 2. CocTaBbTe MUCHEMO-TIPUTJIAIIIeHHe 00beArHeHUsT « DKCITOLIEHTP», C TIpe[-
JIO’)KeHHWEeM TIPDUHATh y4yacTHe B POCCHUMCKOW BBICTAaBKe Ha MEXAYHapOJHOM MeXOT-
pacneBoii sipmapke B r. Mamup (Typuust), koTopas 6yaeT nipoxoauts ¢ 20 HOsIOpst 10
10 mekabpsi 2012 r. Jta sipMapKa SIB/ISIeTCST OTHUM U3 KPYITHENIIINX TOProBbIX Mepo-
npusitur ctpad CpeaHero u bkHero Bocroka. B Tekcre Hafo ykasaTh, UTO yda-
CTHUe B 3TOM sipMapKe I103BOJISIeT LUIMPOKO IPe/iCTaBUTh 3KCIIOPTHYO NPOAYKLIUIO Op-
raHv3aluu, MpojaTh 3KC-TIOHAaThl CO CTeH/a, W3yUWThb 0COOEHHOCTU pbIHKA, 0b6Me-
HATBCS C IPYTUMH yYaCTHHUKaMU sipMapKW Hay4yHO-TeXHHWUeCKOW MH(opMaluel 1 3a-
K/IFOUWTD BbIFOJHBIE CZIEJIKU.

K Kakoii rpymime JOKYMeHTOB OTHOCATCS PeK/IaMHbIe 00bsIB/IeHHUsI, 0030Dbl,
rpaduku, cnucku?

K pacropsiIuTe/TlbHbIM JOKyMeHTaM

K OpraHu3aljMoOHHbIM JJOKyMeHTaM

+K CIpaBOYHO-UH(OPMAIMOHHBIM I0KyMeHTaM

(b1HaHCOBBLIM IOKYMeHTaM

K JIMYHBIM JJOKyMeHTaM

3.Kakue f0KyMeHTbI Ha3bIBAKTCA UH(POPMALUOHHO-CIIPABOYHBIMHA?
JOKYMEHTBI, perjlaMeHTHUPYIOLIUe CTPYKTYPY, 3aJauu, (PYHKIUM NpeIpUsiTHs, Opra-
HU3al[[I0 ero paboThl, MpaBa, 00513aHHOCTU U OTBETCTBEHHOCTh PYKOBOJUTENeN 1
CreLuaIuCcTOB

JNOKYMEHTbI, XapaKTepU3yHollie TPyA0Bble OTHOLLEHUSI MeXXAY TpeArpUsITUEM U pa-
OOTHUKOM

+I0KyMeHTbI, COZiep>Kallre MHQOPMaLMIO O (PaKTUUeCKOM TI0JI0KEeHUH [IeJT, CTyKa-
11[ie OCHOBaHWEM /[I/1sl IPUHSITUS pellleHui, U3/jaHusl pacriopsiiuTeTbHbIX JOKyMEeHTOB
JMOKYMEHTBI, 0OpaliieHHbIe K HYKeCTOSII[AM OpTraHW3alysIM, TPYTIaM WK OTe/Tb-
HBIM JIMLIaM;

JIOKyMeHTbI, OTpaykatolijrie JOTOBOPHbIe OTHOIIIEHUSI MeXAY TIpeANpUTUSIMU
Kakoe pacrno/io)keHue peKBU3UTOB PeKOMEH/IyeTcCs /AJisl MUcem?

+yTJIOBOE

MPO/0J/IbHOE

YTJIOBOE U MPO/I0JbHOE

db1aroBoe U 11leHTPOBAaHHOE

TMpo/I0JIbHOE U (h/1aroBoe.

ITncbmo, nMeoInee (PMHAHCOBBIE U IOPH/IHYECKHE TTOC/Ie/ICTBHSA JJO/DKHO ObITh:
+TIO/ITTMCAHO JUPEKTOPOM, TJI. OyXrasTepoM, 3aBepeHo IevaThio

MOAMKUCAHO AUPEKTOPOM UM COTJIaCOBAHO C FOPUCTOM

TO/ITTCAHO TJI. OyXranaTepoMm, yTBEpKAEHO AUPEKTOPOM

TO/IMMUCAHO IUPEKTOPOM

YemM ¢akc oT/iMuaeTcsi 0T NMucbMa 1o 0popm/ieHu0?

+5BJIsIeTCS He TOJTMHHUKOM, a KOTIMel JOKyMeHTa
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COZIep’KUT PsiJ, JOTIOJIHUTE/IbHBIX PEKBU3UTOB
reyaTaeTcsi Ha Tesiepakce

He MOJKeT OBbITh 3aBepeH TevaThbio

BCe BbIllIerlepeurc/ieHHOe BepHO

KakoB CpoK XpaHeHHUs /ie/I0BbIX IHCeM?

MeCsL|

+1 ropg

3 roga

5 jieT

He XpaHATCs BooO1Ie

Ha KakoMm c/1y)ke0HOM MHCbMe NMPOCTaB/IsieTcsa peKBU3UT “CchL/IKA HA Peru-
CTPAlMOHHBINA HOMEP U JaTy AOKyMeHTa”?

rpocbbax

COTIPOBOJUTEJIbHBIX

MH(OPMAaILMOHHBIX

+oTBeTax

Kakas fara siB/isieTc JaTou NPOTOKoJ1a

JiaTa roArcaHus NpoToKoJIa

+/1aTa 3aceaHus

JiaTa perucTpaluy IpoToKosia

JlaTa CoryiacoBaHUs

Kakas 0c00eHHOCTBD CyI[ecTBYeT Npu 0()opM/IeHUH «0()HIHA/TLHOT0 MUCbMa»?
+1mcbMo odopmIisieTcst Ha (GrpMeHHOM OJ1aHKe OpraHU3al[in

He CTaBUTCS Ha3BaHUe ero BUja

2-U 5K3eMIUISIp OCTaeTCsl B OpraHu3alumu

15./1/151 Yero COCTaB/ISAITCA «COMPOBOAUTE/IbHbIE MUCbMa»?

[JIS1 TIOATBEPXKAEHHUS MOTyUYeHUs1 JOKYMEHTOB U MaTepUuasoB-IuceM

1151 BEIpa>kKeHus1 6/1aroJapHOCTH 3a UTO-/TM00

+717151 cooOI1IeHusI ajipecaTty O HarpaB/IeHUM KaKUX-TM00 JOKYMEHTOB, MaTepHaIbHbIX
1leHHOCTel

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

KOHKDPETHOMY JIULY

HECKOJIbKMM JIUL|aM

+KOHKPETHOMY JIULY, WJIA HECKOJIBKAM JIULIAM, UIM MaCCOBOMY aZipecaTy

B Kakux c1yyasix MCI0/Ib3yeTcs MMCbMO-HAalNlOMUHaHUe?

+KOrJja He yAaeTcs C TIOMOLIbI0 ePeroBOPOB MJ/IM JIMYHOTO KOHTAKTa MOJIYYUThb He-
00X0UMBIN OTBET WM JOOUTHCS IPUHATHS HY)KHOTO pellieHust

KOT/Jia He0OXO0ZMMO MOATBEPAUTH MOyueHue JOKYMeHTOB U MaTepUasioB

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

Kakue peKBHU3UThI BK/IIOUAIOTCA B COCTAaB PEKBU3UTOB 0/1aHKA MACbMa
+ajpecar (rosyyaresib)

+MeCTO COCTaB/IEHUSA

+HauMeHOBaHUe OpraHu3aluu

3aro/I0BOK K TeKCTy

AKTBI, TUCbMa, (paKChl, JOK/Ia/JHbIe 3aNIMCKHA 0THOCATCA K...
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OpraHM3alMOHHBIM JOKYMeHTaM
+CIMpaBOYHO-MH(OPMALMOHHBIM JOKyMeHTaM
pacrnopsiauTeNnbHbIM JOKyMEHTaM
BHELLIHMM JJOKyMeHTam

Tabsmmia 5 — Kpurepun oneHKu ¢()oOpMHPOBAaHHOCTH KOMIIETeHI[HH

Kog n
HauMeHOBaHHe
HWHMKATOpa [10-

Kpurepuu ouieHrBaHusi c(hOPMUPOBAHHOCTH KOMITeTEH-

1501

(4acTu KOMITeTEeHIUH)

CTW)KEHUST KOM- Ha 6a30BOM Ha TOBBILLIEHHOM YPOBHE
reTeHUH (4acTu YPOBHE
KOMIIETEHLIN) COOTBETCTBY- COOTBETCTBYET COOTBET-
€T OLIeHKe «YZIOBJ/Ie- | OLIeHKe «XOpOILIO» CTBYET OL|€HKe
TBOPUTE/IbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJ/IbHOT' O 86-100%
MaKCHUMaJIbHOTO 6amta OT MaKCUMa/bHO-
bansia ro 6ania
WN-1yk4+ Bbibu- | BiajieeT MaTepua- | 110 CYIIeCTBY OTBe- | IPUHKAMAeET aK-
paeT Ha rocyjap- | oM [0 TeMe, HO | YaeT Ha I[OCTaBJ/ieH- | TABHOE y4yacTUe B
CTBEHHOM UM WHO- | JOMYCKaeT HeTO4Y- | Hble BOIMpOChl, HO | XO/e MPOBeAeHUs
CTPaHHOM(-bIX) HOCTU TIpU (HOpMY- | UCTILITBIBAET  HEKO- | IPaKTUUeCKOro
A3bIKaX KOMMY- | TMPOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
HUKaTHUBHO TIpU- | TIOHSAITUA TeMbl, UC- | B (hopMy/IMPOBKe | BWIBHO OTBeYaeT
eM/eMble  CTW/b | IBIThIBAET  3aTPYy/- | IOHATUM TIpU  (Op- | HAa OCTaB/I€HHbIE
JIe7IoBOTO  00I1[e- | HeHUsI TIPU BBIOOpe | My/TMPOBKe 0a30BbIX | BOIIPOCKHI, Bjla/ieeT
HUsI, BepOa/ibHbIE | KOMMYHHKAaTHUBHO TIOHSATUU TEMBI, KOMMYHUKaTUBHO

U HeBepOa/bHbIE
cpeAcTBa  B3au-
MO/IEHCTBUS C
napTHepaMu
I/I,Z[—ZyK-zt Beger
Je7IoByl0  Tiepe-
MUCKY, YYUTbHIBas
0COOEHHOCTH
CTUUCTUKHN
opULUA/BHBIX U
Heo(ULMaTbHBIX
nmiceM,  COLIUO-
Ky/JbTypHBIE pas3-
muuus B opmare
KOPpeCIOoH/eH-
L[MM Ha rocyjap-
CTBEHHOM UM WHO-
CTPaHHOM  (-BIX)
I3bIKax

TIPUEM/IEMOTO CTHJISI
J1eJIOBOTO  0011[eHUs,
TIpU BeJeHWU [1eJ10-
BOM TIepeNMCKH T10
OpraHu3aliM W Be-
JleHrst paboThI M TIO
(bvHaHCOBOMY aHa-
3y, TIpEeBBbIIIasT
yCTaHOBJ/IEHHOE
Bpemsi TIpU JIeMOH-
CTparnuu yMeHHUsI
[INaJIOTUYECKOTO
oOmienAnst st co-
TPYAHUUECTBA B
aKaJileMUUeCcKou
KOMMYHUKalLuu 00-
IleHust

BbIOMpaeT mpuemsie-
MBI CTWU/Ib J1eJI0BOTO
oOII[eHusI,  B3auUMO-
JIEUCTBUSI C TMapTHe-
paMu, TIpU BeJleHHU
J1eJIOBOU TepenuCcKu
M0 OpraHu3al |
BeJleHHdss paboThl U
1o (brHaHCOBOMY
aHa/iv3y, 3a YyCTa-
HOBJIEHHOE  BpeMs
BO3MOJKHBIX  pellie-
HUM, [IOINyCKaeT He-
TOUHOCTH TIpU HC-
TM0JIb30BaHUH /IUAJIO-
TMUecKoro OOIeHus
JJ1s1 COTPyAHUYeCTBa
B aKaJleMU4eCKou
KOMMYHMKAIMM  06-

TIPUEMJIEMBIM CTH-
JIeM J1eJI0BOTO 00-
I[eHYs], B3aUMO-
JIeUCTBUS C TapT-
HepaMH, OCy-
IIeCTBJ/ISIET /Ie/I0-
BYIO TIEPEIMCKY 110
OpraHu3aru u
BeJleHHsT paboThI U
10 (PMHAHCOBOMY
aHa/u3y, 3a ycra-
HOBJIEHHOE BpeMsI
JNeMOHCTPHUPYET
YMEeHUsI UCITO/Tb30-
BaThb AMia/IoTHye-
CKoe ob11eHue st
COTPYAHUYECTBA B
aKaJleMHUueCcKoum
KOMMYHUKAIH
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N-3yk-4 JeMon- 1IeHUs o01eHust
CTpUpyeT  UHTe-
rpaTUBHbIE yMe-
HUSI  WCIOJb30-
BaTh /MajioThye-
CKoe  oOIieHre
[Jil  COTpyAHUYe-
CTBa B akajleMu-
YyeCKOM  KOMMY-
HUKauu  oOi1fe-
HUS

N/I-1nkoc-1
Opranusyer u
TIPOBOJUT paboTy
1o (PMHAHCOBOMY
aHaJI3y
5KOHOMUYECKOTO
cyOBeKTa

Mopaysb 5. OpraHu3anusi JOKYMeHT0000poTa Ha npenpusiTHA

Bompocs! aj1s omnpoca:
Yro Takoe AOKYMeHTO0O0pOT?
. OCHOBHbBIE TIpaBW/Ia IOKYMeHTO00opoTa.
Kakue TpebOoBaHUS TIPeABLSBISIOTCA K ITEPBUUHOM 00pabOTKe BXOASIIMX
[IOKYMEHTOB?
[Tpuem , 06paboTKa ¥ perucTparus JOKyMeHTOB.
[Tepeuncivre 3Tarmbl paboOThI C BXOJSAIMMU JOKYMEHTaMH.
Opranu3aiys ¥ CUCTeMaTH3alysl UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB.
Kakue TpeboBaHus MPeAbSIBISIOTCS K 00paboTKe UCXOASAIINX JOKYMEHTOB
-KoHTpoJ/Ib UCTIO/THEHNS TOKYMEHTOB.

w =

XN s

(DOHI[ TeCTOBbIX 3a;[aﬂm‘71 AJIA TEKYIIEro KOHTPOJIA 3HAHUH 110 TeMe:

Bbibepume HeCKOIbKO NpasuU/IbHbIX 8ApUAHMO8

3aKOHUMTe HauaToe npe/iokKeHue: JIOKyMeHT0000pOT — 3TO JBIKEHHE JJOKY-
MEHTOB B OPraHU3alMy C MOMEHTA MX CO3/JaHus /10:

riepe/iauy Ha UCTIO/THEHHUe

+ MOALIUBKY B /1€/10

+ 3aBepIIeHNsT UCTIOJTHEHHUST UJIH OTIPaBKU

Bbibepume HeCKOIbKO 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 6apuaHm

PerucrpanyoHHO-KOHTPOJ/IbHbIe KAPTOUKH MCI0/Ib3YIOTCH:
JJ1s1 KOHTPOJISI IBWKeHUSI BHYTPEHHUX JIOKYMEHTOB

JI/Is1 3aMMCy UH(OpMaluy

+/IJ1s1 pETUCTPALIMM BXOJSIINX, UCXOSAIINX, BHYTPEHHUX JJOKYMEHTOB
Bbibepume oOuH npagubHbIll 8apuaHm

Opranu3anus JJOKyMeHT0000poTa Ha MpeANPUATHN BK/IIOUAeT ABIKeHHe J10-
KYMEHTOB C MOMEHTA UX MOJIyYeHHUs WU CO3aHUs U /I0:

WX perucTpaliii B COOTBETCTBYIOIIEM XKypHaJe

+ 3aBepllieHys] UCTIO/THeHUS], OTIIPaBKU WX CJJauM B JIeJ10

WX repejjlaui COOTBETCTBYIOIIUM JIOJKHOCTHBIM JIUIaM

WX aHHYJIMPOBaHUS

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

+ HOMeHKJIaTypa

abbpeBuarypa

apXUBHBIU CITHCOK

KaTasior XpaHeHuUsI

Bbibepume o0uH npaguibHbIll 6apudHm

B Kakux c/Iy4dasx y/i00Hee HCII0/Ib30BaTh )XYPHA/IbHYIO ()OPpMY perucrparun
AOKYMEHTOB?

1ipu 0OJIBITIOM ZIOKYMEHTO000opoTe

+ IpH Ma/IoM JOKyMEHT000o0poTe.

Bbibepume 00uH npagu/ibHbIll 8apuaHm

K mokymMeHTaM, MojA/Ie)KalyuM 00513aTe/TIbHOMY KOHTPOJII0O, OTHOCATCS:
+BCe I1epeurC/IeHHbIEe

JIOKYMEHTBI BBIIIIECTOSIIIINX OPraHOB

pacriopsiiuTeIbHble TJOKyMEeHTbI IaHHOM OpraHy3alin

BakKHbBIe CrieljuduUecKre JOKYMEHThI, CBONCTBEHHbBIE 3TOM CUCTeMe yTIpaBJieHus], C
KOHKPETHBIMH CPOKaMU HCTIOTHEHUSI

Bblbepume 00uH NpasuibHbIl 6apUAHM

B ueM 3aK/TIOUAeTCs 1[e/Tb PeruCTPauu JOKYMeHTOB?

obecreunTsb ux yueT

KOHTPOJTb

OBbICTPBIN TTOMCK

+BCe BbIlLII€HAa3BaHHOE

Bblbepume 00uH npasuibHbIl 86apUAHM

TpeGoBaHus, pebsB/IsieMbIe K JOKyMEHT0000pOTY:
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MPSIMO TOYHOCTD [IBU)KEHHUS JOKYMEHTOB (JJOKYMEHT KpaTyalllnM MyTeM IonazaeT K

HCIIO/IHUTEJ/IFO, BO3BPATHLIE ITepeMelleHrs JOKYMEHTOB HCKHPOHEHBI)

pacripefiesieHre JOKyMEHTOB MeXX/y PYKOBOIUTESIMUA U CTIeI[Ua/IICTaMH COTJIaCHO

UX (PyHKIMOHA/IbHBIM 00s13aHHOCTSIM

HeoOXouMoe TiepeMelrjeHre JOKyMeHTOB (yb/iMpoBaHye, JIMIITHUe WHCTAHI[UH U
JeNCTBUS UCK/TIOUeHBI) U eIMHOOOpa3re MapIlpyTa JBKeHUsS TOKYMEHTOB U TeXHU-

YyeCcKUX Oriepalfiii C HUMU, OJJHOKPaTHOCTh KaXKJJOUM orepariin
+BCe BbIllIeTIepeurcIeHHbIe

Bblbepume o0uH npaguabHbIll 6apuaHm

Hcxopsiye — 3T0 J0KYMeHTbI

+0TrpaB/sieMble U3 OpraHU3aluu

roslyyaeMble OpraHu3aluen

co3/laBaeMble B OpraHu3aliu

TIPOEKTHI JOKYyMEHTOB

Bbibepume 00uH npasu/ibHbIll 6apuUaHm

Hcxopsimye  JOKYMEHTbI Ha  OyMa)KHBIX  HOCHTE/ISIX
B........5K3eMILUIsIpax

+IBYX

TISITH

Tpex

yeThbIpex

Bbibepume o0uH npaguabHbIll 6apuaHm

BHyTpeHHHE J0KYMEHTbI PerdCTPUPYHOTCS

+B ZIeHb MMOATINCAHMS WA YTBEPKAeHUs

B ZIeHb OTIPaBKU

B JleHb TTOCTYTIJIeHUS

yepe3 JIeHb

Bbibepume 00uH npasu/ibHbIll 6apuaHm

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

TIpe/IBapUTe/IbHOEe paCCMOTPEeHHe

perucTparus

TPYMNITUPOBKA

Bblbepume 00uH NpasuibHbIl 6APUAHM

IIpaBWIBHO COCTaB/IEHHBIN 3aro/I0BOK /ie/ia
+MPOTOKOJIbI 3aCe/laHUM aTTeCTalMOHHOM Komuccuu 3a 2012 rog
CTIpaBOYHbIE MaTepHasbl

TIPOTOKOJTBI

pasHoe

Bbibepume HeCKOAbKO NpasuU/bHbIX 8APUAHMO8
JTOKyMeHT0000pOT — 3T0:

¢opmupyrorcsa

+ABI/I)KEHI/IE AOKYMEHTOB B OpPraHM3dllM C MOMEHTA UX CO34dHUA WK TT0/TyYeHUd 10

3aBepIleHHs] UCITOJTHEHHS UTW OTIIPAaBKU
JOKYMEHT, He TpeOyroIui 0co60ro BHUMaHMS
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[BIKeHHEe JOKyMEHTOB B OpraHU3alid C MOMEHTa UX MOMy4YeHUs [0 3aBepILeHHUs
VICTIOJIHEHUS WM OTTIPaBKY B KOMUTeET I10 JleJlaM HeCOBePIIIeHHOJIETHUX

He 3Haro

OcHOBHOe yC/I0BHe, 00ecreuynBaoiiee CHCTeMaTU3alMI0 JOKYMEHTOB B OpPraHu-
3aUM — ......

+COCTaB/IeHHe HOMEHK/IATYPHI Je/l

KOHTPOJIb UCITOJIHEHHUS

pervcrpaius

rpe/iBapUTe/IbHOe PACCMOTPEHUE

Bbibepume o0uH npaguibHbIll 6apuaHm

B HOMeHK/IaTypy Ae/1 BK/IHYaTCs

+BCe JIOKyMeHThbI, 00pa3ymoliiyecs B esiTe/IbHOCTU OpraHu3al[un

JIMYHbIE JieNa, TPYJOBble KHKKU

JKyPHaJIbl perucTpaLiy, KapTOUYKY yueTa

TOJIBKO JleJla OJJHOTO CTPYKTYPHOTO MO/pa3zeseHUst

Bbibepume 00uH npagu/ibHbIll 8apuaHm

B A0KyMeHTaLOHHOM O0ecrieyeHNH NMPeANPUATHS He BbIAe/IAIT FPYNIbI J0-
KyYMEHTOB

BXO/ISALIUE JOKYMEHThI

UCXOJSLIMe TOKYMEHThI

BHYTPEHHHE I0KYMEHTbI

+apXUBHbIE JOKYMEHTHI.

Bblbepume o0uH npaguabHbIll 6apuaHm

Ha Kakue BH/ibI K1acCU(PULUPYIOTCA JOKYMEHTHI M0 MeCTy COCTaB/IeHUs?
+BHeIlIHWe U BHYTPEHHUE;

PYKOITUCHbIE U TIeYaTHBbIE;

JIMUHBIE U OPULIUAJIbHEIE;

rOpOZICKU€e U paliOHHbIE.

Bbibepume 00uH npasu/ibHbIll 8apuaHm

Ilpu co3pannu AokymeHnToB Ha ITK Ha/mmuue mab/10Ha MO3B0OJIAET OBICTPO
+C037,aTh aHa/IOTUYHbIN 110 (JOpMe JOKYMEHT

HaWTH JOKyMeHT B 06a3e JaHHBIX

CKOITMPOBATh JIOOOM TOKyMeHT

OTpelaKTUPOBATh JIFOOOM JOKYMEHT

Bblbepume 00uH NpasuibHbIl 6APUAHM

Ha Kakue BH/ibI K1acCU(ULUPYIOTCA JOKYMEHTHI M0 MeCTy COCTaBJ/IeHUs?
+BHellIHYEe ¥ BHyTPEHHUE

PYKOITUCHBIE Y leuaTHbIe

JIMYHBIE U OULMA/IbHbIE

rOpPOZICKME U paliOHHbIE

ynpaB/ieHUeCKUe, HayYHble

Bblbepume o0uH npaguibHbIll 6apuaHm

Konus 4acTv TeKCTOBOr0 JJOKyMeHTa U 3aBepeHHas B YCTAHOB/JIeHHOM MOpsA/Ke
+BBITNMCKA U3 JOKYMEHTa

ayosivkar
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TMO/I/TMHHUK
YepHOBUK

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

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

+ay0suKaT

KOTIHSI

OpHUTMHa

BBITIMCKa

Bbibepume o0uH npagu/ibHbIll 6apuaHm

VjeHTUYHOE, 3aBePeHHOe JO0/DKHOCTHBIM JIMLIOM BOCIIPOU3Be/ieHre MOA/TMHHUKA
+KOIus

BBITMCKa

nybukar

OpUTHHa

Bblbepume 00uH NpasuibHbIll 6ApUAHM

COBOKYITHOCTH B3aUMOCBSA3aHHBIX JOKYMEHTOB, UCII0/Ib3yeMbIX B OTpe/e/ieH-
HoM c(epe -

+cucTemMa JOKyMeHTalun

CTaHAapT

yHUbUIIMPOBaHHasi CUCTeMa

dbopmynsip-obpaser]

Bbibepume o0uH npaguabHbIll 6apudaHm

Jlo/DKHA /M TIpeJyCMaTpPpUBaTh pa3peliuTe/bHas cucTeMa A0CTyn K KoHpuaeH-
Ma/IbHOM MH(OPMaLU# 0/DKHOCTHBIX JIMI] U3 BHEIIHUX OPraHU3alyil, BbI-
MO/THAIOIIMX COBMECTHYI0 PaboTy c opraHu3anuei rae BBeJeH pe)KuM KoH(HU-
JIeHI{HA/TbHOCTH?

HeT, He JI0/KHA

+71a, JO0/DKHA

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

Bblbepume 00uH NpasuibHbIll 6ApUAHM

VIMeloT /11 IPaBo Ha JAOCTYI K pa3/IMYHbLIM BH/jaM KoH(ugeHI[Ha/IbHON uHop-
MaId¥ COTPYAHUKHU YIO/THOMOUEHHBIX OPraHoOB roCcy/iapCTBeHHOMN BJ/IACTH
(HasoroBas ciyxo0a, cry)k06a cyAe0OHBIX MPUCTaBOB, opranbl MB/I u ap.)?

HeT, He UMeIoT

MMEIOT, B Tpefiesiax CBoel KOMIeTeHLIUN

+1MeI0T, B TIpe/iesiax CBOel KOMIIeTeHLIUU, TIPU 3TOM 00s13aHbI 00eCTieunThb 3alUTy
MoJiydyeHHOW MH(OPMaL[MK OT pasrJallleHusi U HelpaBOMePHOT'0 MCI0J/Ib30BaHUs
Bblbepume o0uH npagu/ibHbIll 6apudaHm

KTo0 BX0HUT B KPYT JIHI], HMEIOLIUX MPAB0 AaBaTh pa3pelieHue Ha JOMYyCK U JI0-
CTyN K KoH(puAeHIHa/IbHOU nH(popMmanuu? +PykoBoauTenb opraHy3aljuu
JIroOoi COTpYJHUK, UMEFOIMH focTym K KU

PykoBoziuTe/b CTPYKTYPHOTO TI0/ipa3/ie/ieHusl BCeM COTPYAHUKaM

+PyKoBoguTeb CTPYKTYPHOTO TOZipa3ieieHus B rpe/iefiaXx CBoel KOMITeTeHIUN
+3amMecTuTeNb PYKOBOAUTEIS B peJieniax cBoeli cdephl /lesaTe/lbHOCTH
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Bbibepume o0uH npaguabHbIll 6apuaHm

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

B YCTHOU (popme

B BY/Ie TIKMCbMa I10 TIouTe

+B BU/Jie Pe30/II0LUH

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

B cnyuae opranm3sanum cucremsl gocryna K KU ¢ corpygHuKamMu U3 Jpyrux op-
raHu3anui Kakue 0KyMeHTbI OyAyT C HUMH MOHCAaHBI?

+710r0BOP U 00s13aTe/ILCTBO O HepasrJiallleHuu

TOJIBKO ZIOTOBOP

TOJIbKO 00513aTe/TbCTBO

BCe 3aBUCHUT OT TI0’KeJTaHU PYKOBOAUTE/IsSl OpraHU3aluu

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KTo0 Takoil KOHTpareHT B paMKax peaym3anuu padot ¢ KU co cropoHHeit opra-
HU3aIuen?

5TO MIOCTOPOHHEe [i7Isl OpraHu3aLyy JULO

3TO afipecat

+3TO CTOPOHA I'PaXKAAHCKO-TIPABOBOI'0 JOrOBOPA

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

+1a

HeT

Bbibepume o0uH npaguabHbIll 6apuaHm

KoMy COTpYJHMK COOOIIUT 0 MONBITKE MOCTOPOHHMX JIUI] MOTyUHTh 0T Hero KU
U KOMY COTPY/AHUK B C/Iydyae yBO/IbHeHUsA cAacT Bce Hocutenu KN?
COTPY/IHUKY CTy»KObI KOH(UEHIIUATBHOTO [IeIONPOU3BO/ICTBA U PYKOBOJUTEJTIO Op-
raHu3alyu

HUKOMY HAUEro He I0JDKeH COo0IaTh U TiepeZiaBaTh

+DPYKOBOJUTEJTI0 OPraHU3al[uM ¥ COTPYAHUKY 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) KaTeropusiv repCcoHaTbHbIX JaH-
HBbIX?

+COCTOSIHUE 37I0POBbSI, TIOJIUTHUYECKHE B3IVIAbI, HAIJMOHATEHOCTD

dbamuus, UMsi, 0TYECTBO

OroMeTpHUeCcKre JaHHbIE

Bblbepume o0uH npaguibHbIll 8apuaHm

Crepyet /v 1o/Iy4aTh MUCbMEHHOE pa3pelleHrue Ha 00padoTKy MmepCcoHa/IbHBIX
AQHHBIX B C/TyYyae 0JHOKPATHOro nmpoxo/ja cyonekra I1/] Ha TeppuTopuio opra-
HHM3aLuH (3aBoja, Gupmbl, pesnpUATHSA)?

aa

+HeT
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Bbibepume o0uH npaguabHbIll 6apuaHm

O0s3aH /11 COTPYAHUK OTAe/a Ka/[POB YBeJJOMUTD YIIO/THOMOUEHHBIH OPraH 0
cBoeM HamepeHuH odpadartsiBarh I1/] coTpyaHHKa, mocTynuBLIero Ha padory?
aa

+HeT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Cnepyet /i1 o/1y4aTh pa3penieHue Ha 00pa6oTKy I/l B cirydyae ycraHOB/IeHUS
Jiiar{Hosa?

na, Bcerza

+HeT, eC/IM MarHo3 yCcTaHaB/IMBaeT JIULI0 UMetolllee MeUIIMHCKOe 0bpa3oBaHue U
BBITIO/THSIFOIIIee CBOM 00513aHHOCTH

HeT, He CJie[lyeT HUKOMY, T.K. YCTaHOBKa /iMarHo3a HeobxoiMMa B CBsi3U obecrieye-
HUeM 0e30TaCHOCTH YKU3HU cyobekTa I1]]

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KT0 00/1afaeT HCK/TIOUUTE/TBHBIM MPABOM Ha CEKpPeT MPOM3BO/ICTBA, CO3/{aHHbIN
Pad0THUKOM B CBSI3H C BBINO/ITHEHHEM TPYAOBBIX 00A3aHHOCTe#?

pabOTHUK

+paboTozaTesnb

Y TOT Y JIPYTOii B PABHBIX CTETIEHSIX

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Ha3oBuTe yno/THOMOYeHHbIH 0praH, KOTOPOMY NMOCHIJIAIOT yBeA0MJ/IeHHs 00 00-
paborke IT/T

®Cb

MB/[],

+POCKOMHaz30p

Bblbepume 00uH NpasuibHbIl 6apUAHM

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

ocCylecTB/ieHHe 06pa3oBaTebHbIX YCIyT

OCYILI[eCTB/IEHHE TYPUCTUUECKUX YCTYT

OCyII[eCTB/IEHHe YaCTHOW OXPAHHOM JIesITe/THOCTH

+BCe BbIIIIeTIePeUrCIeHHbIE BADUAHTBI

Bbibepume 00uH npagu/ibHbIll 6apuUaHm

Be3 corsiacusi cyd0bekTa 6HOMeTpPHUECKHX MePCOHA/TBHBIX AAHHBIX JOCTYI K HUM
U fa/bHeimast 00padoTKa MOTYT OCYLIeCTBJ/ISATHCS B CBA3H C OTIPaB/IeHHEM
MPaBOCY UL,

+na
HeT
Tabsuna 6 — Kpurepun oneHKH chopMHPOBAHHOCTH KOMITETEHI[AH
Koa u Kpurepuu ouenviBanusi c)OpMUPOBAHHOCTH KOMITETEH-

HauMeHOBaHue 105151

VIHJMKaTopa [J0- (4acTH KOMITeTEHLIUHN)

CTW)KEeHUsI KOM- Ha 6a30BOM Ha MOBBIIIEHHOM YPOBHe
neTeHLWH (4acTu YPOBHE

KOMIIETEHL{1H) COOTBETCTBY- COOTBETCTBYeT ’ COOTBeT-

40




eT OlLleHKe «ya0BJie-

OLleHKe «XOpOIIO»

CTBYET OLleHKe

TBOPUTE/IbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCHUMaJ/IbHOT'0 86-100%
MaKCHUMaJIbHOTO Gamta OT MaKCUMaJsbHO-

bansia ro 6ania

N-1yk4+ Bbibu- | BiajieeT maTepua- | 10 CYIIeCTBY OTBe- | IPUHHAMAeET aK-
paeT Ha rocyjap- | oM [0 TeMe, HO | YaeT Ha MOCTaBJ/ieH- | TABHOE y4YacTHUe B
CTBEHHOM W WHO- | JONYCKaeT HeTOY- | Hble BOIMpOChl, HO | X0/ MPOBeAeHUs

CTPaHHOM(-bIX) HOCTA TpU (OPMY- | UCTILIThIBA€T  HEKO- | MPAaKTUUeCKOTo

A3bIKaX ~ KOMMY- | TMPOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
HUKATUBHO TIPU- | IOHATAWA Te€MbI, WUC- | B (hOpMy/IMPOBKE | BUTbHO OTBEUYAEeT
emM/ieMble  CTW/b | TIbIThIBA€T  3aTpPYy/i- | IOHSATUN TIpU  (op- | Ha MOCTaB/IeHHbIe
JlelIoBOTO  00IIje- | HeHUsI TIPU BbIOOpe | My/TMPOBKe 6a30BbIX | BOMIPOCHI, B/la/ieeT
HUsI, BepOa/ibHbIe | KOMMYHHKAaTUBHO TIOHSITUI TEMBI, KOMMYHHUKATUBHO

U HeBepOa/ibHbIE
cpeAcTBa  B3au-
MO/JeHCTBUS C
rapTHepaMu
I/I,Z[—ZyK-zt Be,qu
Je7IoByl0  Tiepe-
MUCKY, YYUTbIBas
0COOEeHHOCTH
CTUIUCTUKHU
obHULMa/bHBIX U
Heo(ULMaTbHBIX
nmuceM,  COLIMO-
Ky/JbTypHbIE pas3-
mmuus B (hopmare
KOppeCIoH/eH-
L[UM Ha Trocyjap-
CTBEHHOM U HWHO-
CTpaHHOM  (-bIX)
sI3bIKax
N-3yk-4 JleMoH-
CTpUpPyeT UHTe-
rpaTvBHbIe yMe-
HUS  WCIOJIb30-
BaThb Juajioruye-
ckoe  oOiieHue
JJisl COTpyAHUYe-
CTBa B aKafleMu-
YeCKOM  KOMMY-
HUKaluu  oOi1fe-
HUs

TIPUEMJIEMOTO CTHJ/IS
JIe7IOBOTO  00IIeHus,
u 0COOEHHOCTSIX
CTWIMCTUKA ODUITH-
anbHBIX U HeoULU-
aJIbHBIX THCEM, TIpe-
BBIILIAsl YCTAHOBJIEH-
HOe BpeMms TIpH [e-
MOHCTpAI[UM  yMe-
HUSL IMAJIOTUYeCKO-
ro o0IieHus As Co-
TPY/IHUUYECTBa B
aKaJleMUUeCcKou
KOMMYHUKaI[UK 00-
ITIeHUs

BbIOMpaeT mpuemsie-
MBI CTWU/Ib 1eJI0BOTO
oOIIeHusI,  B3aUMO-
JEeNCTBUS C TIapTHe-
paMu, BefieT [iesio-
BYIO TIeperucKy,
YUUTBIBasE ~ OCOOEH-
HOCTU  CTWIHMCTUKHU
obuLMa/IbHBIX U He-
obulLMa/NbHBIX  TTH-
ceM, 3a YCTaHOBJIEH-
HOe BpeMsi BO3MOX-
HBbIX pelleHul, [o-
IyCKaeT HETOYHOCTH
TIPU  WCTIOJTb30BaHUH
ZIA/IOTUUeCKOTO
oOmmieHust s Co-
TPYAHUUECTBA B aKa-
JIeMUUYeCKOM KOMMY-
HUKALMH 0OIIeHHsT

TIPUEMJIEMBIM CTH-
JIeM J1eJI0BOTO 00-
ITIeHNsT B3aUMO-
J\eMCTBHUS C MapT-
HepaMu, BeJieT Jie-
JIOBYIO TI€PEIUCKY,
YUUTBIBasi 0CO-
OeHHOCTU CTU/IU-
CTHKM OQH1IUa/Ib-
HBIX U HeOPHI[1-
a/TIbHBIX TTHCEM,

3a yCTaHOBJIEHHOE
BpeMS IeMOH-
CTpUPYeT YMEHUs
WCTI0/Tb30BaTh
JIAaIOTUUeCKOoe
o011ieHue Ayist Co-
TPYAHUUECTBA B
aKaJleMHUueCcKou
KOMMYHUKALH
oO1eHus
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Mogpayasb 6. «Opranusanys apxuBa npejnpuaTusa»
@doH/| TECTOBBIX 3a/JaHUH [|/If1 TEKyLero KOHTPOJ/IA 3HAHUM 110 TeMe:

Bblbepume 00uH NpasuibHbIl 6APUAHM

OT00p JOKYMEeHTOB Ha roCy/JapCTBeHHOE XPaHeHHe -.......

+3KCIepTu3a LieHHOCTH JJOKyMeHTOB

oriepaTUBHOE XpaHeHUe Jief

cocTaB/ieHHe HOMeHK/IaTypa fiej

odopmiieHUe [esa

Bblbepume o0uH npaguabHbIll 6apuaHm

B apxuB opraHu3aljuy 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

HoMeHK/1aTypa /ie/1 OpraHu3aLii yTBep>K/aeTcs

+PYKOBOZMTE/IEM OpPraHH3alin

pabOTHHUKOM apXHBa

pabotHukom 10Y

cekpetapeM-pedepeHToM

Bblbepume o0uH npaguibHbIll 8apudaHm

Jesa C UCIIO/THEHHBIMU AOKYMEHTAaMHU MOCTOSTHHOTO M BpeMeHHOro (cBbiiue 10
JIeT) CPOKa XpaHeHHs TOJJIeXaT mnepejaue U3 CTPYKTYPHOTO MOApAa3/ie/ieHus B
apXuB OpraHu3aIuM (MPU ero Ha/INYMHn):

T10 MCTeUEeHUH TISITH JIET MX XpaHeHUs B CTPYKTYPHOM IOZipa3/ie/ieHnn

10 CTEeUeHUU TPEX JIeT

+110 UCT€UEHUHU JIBYX JIeT

T10 UCTeYeHUH OTHOTO rojia

MoC/ie OKOHYaHUSI KaJIeHJapHOTO rojja

Bbibepume 00uH npasu/ibHbIll 8apuaHm

O053aHHOCTH WieHa YKCIePTHOW KOMUCCHH MPeATPUATHSA:

TIPOBEPSITh COXPAHHOCTb IOKYMEHTOB B MOZpa3ze/eHUsIX

OLIeHHBATh CTeTleHb CEKPeTHOCTU JIOKYMEHTOB

TIPOBEPSITh MPAaBUIBHOCTb COCTaB/IEHUS JOKYMEHTOB

+TIPOBOUTD IKCITEPTU3Y 1[EHHOCTU JOKYMEHTOB

KOHTPOJIUPOBATh HUCIIO/IHEHHE JOKYMEHTOB

Bblbepume o0uH npagu/ibHbIll 6apuaHm

Korja npy HanMcaHuM JOKYMEHTOB MCIO0/Ib3YIOT COKPAIlleHHOe Ha3BaHHe Opra-
HU3ALUH:

10 YCMOTPEHUIO COCTAaBUTEJISI IOKYMeHTa

10 YCMOTPEHHIO PYKOBO/IUTEJISI OpraHu3al[ix

+KOr/la OHO 3aKpeTUIeHO B YUPeAUTe/IbHBIX JOKYMEHTaX OpraHW3aIjiu
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TIpH JIIOOBIX 00CTOSITE/TLCTBAX.

Bblbepume o0uH npasuabHbIll 6apudaHm

IToAroToBKa K apXuBHOMY XPaHEHHIO MepPenuCcKU NpeAnpUsTHsS POUCX0/JUT
CTeAYIOIAM 00pa3oMm:

+TiepenucKa XpaHUTcs oT 1 roza Jjo 5 /ieT, 3aTeM repeJjaeTcsi B apXUBIepernucKa
XPAHUTCS OT 3 [10 5 JIeT U Ha apXUBHOe XpaHeHue He repejaeTcst

repenucka XpaHUTCs OT 3 [10 5 JieT, 3aTeM Mepe/laeTCsl B apXUB

Bbibepume o0uH npagu/ibHbIll 6apUAHM

IIpoBepKa Ha/IMuMs U COCTOSIHMS /ie/ B apXyBe (UCK/II0Yas Ype3BbluaiiHbIe
MPOMCIIEeCTBUSA, CMeHY 3aBe/lyIolero apXuBoM M T.I1.) MPOXOAUT C MePUOJUIHO-
CTBIO:

[Ba pasa B roj

+OpuH pa3s B 3 roza

OpuH pas B 5 jieT

Bblbepume 00uH NpasuibHbIl 6APUAHM

Jena U3 apxMBa OPraHU3aI[UM BBIJAIOTCA PAa00THHKAM CTPYKTYPHBIX MOJpas-
JAe/IeHMHd JJaHHOM OpraHu3aluy Ha CPOK:

He 6omee SaHel

+He 6ostee 10 gHei

He Gosee 21 nHS

He 6onee 30 gHeH

Bblbepume o0uH npaguabHbIll 6apuaHm

ba3a pjaHHBIX

+3/71eKTPOHHBIN BapUaHT KapTOTEKU

HOMEHKJ/IaTypa Je

JKypHa/l peructpainuu

OTMUCh

Bblbepume 00uH NpasuibHbIl 6APUAHM

JIr000i OKYMEHT, COiep)KaIUHCsl B MEePCOHA/IbHOM KOMITBIOTEpPE MOXXHO CKO-
NMUPOBAaTh Ha OyMa)kKHbIH HOCHUTE/Tb, BLIBO/A €ro Ha ....

+TIpUHTED

JUCILIen

JTUCKeTy

cepBep

Kak xpaHATCs NpUKasbl 10 IMYHOMY COCTaBy?

B JIMYHOM /JieJle COTPYJHUKA

BMeCTe C JPYTUMU Ka/IpOBbIMU JJOKyMeHTaMu

+TPYIIUPYIOTCS B OT/Ie/IbHOE /1eJ10

BbIZIAFOTCSI HA PYKU COTPY/THUKY

BMeCTe C TIpUKa3aMH 10 OCHOBHOM /IeATe/IbHOCTH.

KakoB CpOK XpaHeHHUsI A0KYMEHTOB I10 INYHOMY COCTaBY

10 neT;

15 net;

50 neT;

+75 Jier.
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Tabymmia 7 — Kpurepun oneHKd ¢()OpMHUPOBAaHHOCTH KOMIEeTeHIHI

Kopg n Kpurepuu olieHvBaHusi chOPMUPOBAHHOCTH KOMITeTeH-
HavlMeHOBaHUe LU
WHUKAaTOopa [10- (4acTy KOMITeTeHIN )
CTVKEHUS KOM- Ha 6a30BOM Ha MOBBIIIEHHOM yPOBHE
reTeHUXH (4acTu YPOBHE
KOMIIeTeHIL[1N) COOTBETCTBY- COOTBETCTBYET COOTBET-
eT OLIeHKe «yZIOB/ie- | OlLleHKe «XOpOIIIO» CTBYET OL|eHKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJIbHOT'O 86-100%
MaKCHUMaJIbHOTO Gamta OT MaKCUMaJsbHO-
basta ro 6asnna
B/IaJleeT  MaTepua- | 0 CYIIeCTBy OTBe- | IPUHMMAeT aK-
JIOM 1O TeMe, HO |4YaeT Ha MOCTaBJIE€H- | TUBHOE y4yacTHe B
JIOMyCKaeT  HeTOU- | Hble BOMPOChI, HO | XO/le TIPOBe/JeHUsI
HOCTH NpU (OPMY- | UCTILITBIBa€T  HEKO- | MPaKTUUeCKOro
NUpoOBKe  0a30BBIX | TOpbIE 3aTPYyJHEHUs | 3aHSATHS, TIpa-
TOHATUM TeMbl, MC- | IpU (OPMY/JIHUPOBKE | BUTLHO OTBEUaeT
MBITBIBAET  3aTPy/I- | 0Aa30BbIX  TMOHSATHM | HA TTIOCTaBIeHHbBIE
N-3yk-4 JleMoH- PyA
HEeHUs TIpU JIEMOH- | TEMBI, BOIIPOCHI, IeMOH-
CTpUPYeT UHTe-
roaTusHLe e | CTPALHH yMeHUS | IeMOHCTPUPYeT CTPUPYeT YMeHUsI
P Y JIe7IOBOTO OOII[eHus], | yMEHUSI  ZIeJIOBOTO | ZIeJIOBOTO 001IIe-
HUSIT  HCII0/b30-
TIPeBbIIIasi YCTAHOB- | OOII[eHHUsI,  B3aUMO- | HUS,
BaTb [JUajioruue- N
JIEHHOe BpeMsi TIpH | IeMCTBUS C TapTHe- | 3a yCTaHOBJIEHHOE
CKoe  oOmeHue

IJIs1 COTpYyIHUYe-
CTBa B akKajemu-

YyeCKOM KOMMY-
HUKaluyu  obire-
HUS

JIEMOHCTpAIUA yMe-
HUSI [TMa/IorMYecKo-
ro oOIIeHus /s Co-
TPY/IHUYeCTBa B
aKaJleMHAueCcKoum
KOMMYHUKAI[UH 00-
ITeHHUsT

paMu, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOXXHBIX  pellIeHUH,
JIOMyCKaeT HeTOYHO-
CTU TIDU HCIIO/Ib30-
BaHUU  [IMaJioTHYe-
CKOTO OOITeHHs ISl
COTpyJHUUECTBa B
aKaJleMHUueCcKou
KOMMYHHUKAI[UH  00-
1eHUs

BpeMs IeMOH-
CTpUPYeT YMEeHUsI
WCTI0/Tb30BaTh
JrasioTUYecKoe
ob1eHne ayis co-
TPYAHUUECTBA B
aKaJleMHUueCcKou
KOMMYHUKALUH
o01eHus

2 OHEHUBAHUME ITMCBbMEHHbBIX PABOT CTYJAEHTOB, PEI'JIA-
MEHTUPYEMBIX YYEBHBIM IVTAHOM
[TuceMeHHBIe PAaOOTHI yueOHBIM TIJIAHOM He TPeyCMOTPEHBI.
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3 OIIPEJE/IEHUE PE3YJIBTATA ITIPOMEXYTOUHOUN ATTECTA-
nnun
@dopMa NPOMe)KyTOUHOM aTTeCTaliuy M0 AUCLIUIUIMHE 3a4eT.

OLOEHOYHBIE MATEPUAJIBI 1 CPECTBA JIA ITPOBEPKUA
C®OPMMPOBAHHOCTY KOMIIETEHIIAN

YK-4 CriocofeH oCyIecTB/IATH {e/I0BYI0 KOMMYHHKAIUIO B YCTHOM M THChMEH-
HOM (popMax Ha roCcyAapCcTBeHHOM s3biKe Poccuiickon @epepaniiy 1 UHOCTPaH-
HOM(bIX) fi3bIKe(ax)

BbiGepume o0uH npaeu/ibHbIU 8apuaHm omeema

1. ITpu cocTaB/IeHMH COBMECTHOTO JOKYMEHTa /IByMsl OPraHu3aLlisIMH OH
oopmisieTcs:

Ha OJ1aHKe TIepBOii OpraHU3aIuu

Ha 6/1aHKe BTOPOM OpraHW3al[ul

+Ha yiicte opmara A4

Ha ucTe Gopmara A5

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

+yr0BOe

TIPOZI0JIbHOE

YT7I0BOE U MPO/I0/IbHOE

(db1aroBoe u 1jeHTPOBaHHOE

Npo/10/IbHOE U (hy1aroBoe.

3. Ilncbmo, nMeoiee (PMHAHCOBBIE U IOPUJAYECKHE TIOC/IeJCTBUA JO/DKHO
ObIThH:

+TIOAMNKMCAHO JUPEKTOPOM, TJ1. OyXranTepoM, 3aBepeHo TMevaThbio

MO/INKMCAaHO JUPEKTOPOM U COT/IaCOBaHO C FOPUCTOM

TIO/ITIMCAHO I/1. OyXTra/nTepoM, yTBepXK/[eHO AUPEKTOPOM

TIO/ITTCAHO TUPEKTOPOM

JonoaHume

4. O0001meHHOe HA3BaHUE MIMPOKO NMPUMEHSIEMOro BHAA O(PMUIMAIbHBIX
JOKYMEHTOB, CJIY/KAIIUX CPeICTBOM OOIICHUS] Pa3jIMYHBIX OPraHu3anui, npei-
NpUATU, (UPM MO MOBOAY OCYIIECTBJASIEMON HMMH [eATEJIbHOCTH — 3JTO

ITpakmuko-opueHmMupo8aHHble 3a0aHUsl

5. Kakue TpeGoBaHus NPeAbABIAITCH K 0GopmiieHHI0 pekBu3uTa «/larTa
TOKYMEHTa»?

PexBu3uT «/lata 1oKyMeHTa» 3alMCBHIBAETCS B NOCJIEIOBATEIBHOCTH: ACHb ME-
csila, MECsI, TOJ OJJHUM U3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pazaeneHHbMu Toukoi: 05.06.2023;

CJIIOBECHO-IIU(POBBIM criocobom: 5 utons 2023 r.
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6. BbiOepuTe M3 ABYX CHOCO00B, NMPABUJIBHO 0(OPMIICHHBbIC BAPHAHTBHI
PEKBU3UTA JaTa:

1. 1.12.23 r.; 17.07.2023 roa; 01.01.2023; 09/12/2023; 12.05.2023 .

2. 02 nexadps 2023 r.; 17 anp. 2023 r.; 11 nexadps 2023 r.; 13 HoaOps

2023 rona.

[TpaBUIBHBIN OTBET:

01.01.2023, 11 gexabpsi 2023 r.

7. Kak npaBuibHO 0()OPMHTH B /1e/I0BOM NHCbMe PeKBU3HT «CChlIIKA Ha
PerucTPAlMOHHBII HOMEpP H AaTy JOKYMEHTa»?

[IpaBU/IbHBIN OTBET:

PexBrsut «Ccpulka Ha PETHCTPALlMOHHBIA HOMEP U 1aTy JOKYMEHTa» BKIIIOYa-
€T B ce0sl peruCTpallMOHHbIM HOMEp M JaTy JAOKYMEHTa, Ha KOTOPbIN JOJKEH OBbITh
JlaH OTBET, OH O(hOopMIIIETCS NPEUMYIIIECTBEHHO B MIMCbMAaX-OTBETAX.

8. Kak npaBuibHO odopMiIsieTcsl PEKBU3UT «AIpecaTry UCIOJIb3yeTCs MpH
0(pOpMJICHHH JeJIOBBIX (CJHY:KeOHbIX) NHCEM, BHYTPEHHHMX HH()OPMALUOHHO-
CIIPABOYHBIX JOKYMEHTOB (JIOKJIAHBIX, CJIYKeOHBIX 3aIIMCOK U AP.)?

[TpaBUIBHBIN OTBET:

PexBu3uT «Anpecar» ucnoiib3yercs npu ohOPMIIEHUH JENOBBIX (CIyKEOHBIX)
NMCEM, BHYTPEHHUX HMH()POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (IOKIAaJHbBIX, CITy-
KEOHBIX 3alUCOK U Ap.), IpU 0(OPMIICHUH BHYTPEHHUX JTOKYMEHTOB aJpec HE yKa-
3BIBAIOT.

HMupexropy OOO «Temm»

CBoOopbl yi1., 1.18, MypMaHCK T.,

124567

3anenuny B.C.

9. Kakue TpeboBaHusA NpebABIAIOTCA NPU 0()OPM/IEHHH PeKBU3HTA
«ITogmuce»?

[TpaBUIBHBIN OTBET:

PexBusut «lloanucey BKIHOYAET: HAMMEHOBAHUE JOJHKHOCTHU JIMIA, TOAMUCHI-
BAIOIIETO JIOKYMEHT, €ro COOCTBEHHOPYYHYIO NOJAMNKCH, PaclIM(PpPOBKY MOAMKMCH
(MHUIMANBI, (PaMUITHS).

['eHepanbHBIN AUPEKTOP [Tonnuce N.O. ®amunus

Hatime pazeépHympiii omeem

10. Kakue ¢pyHkyuu ebinosHsiem c/ayxceGHOe NUCbMO.

IIpasunbHbili omeem:

ungopmayuonnas GyHKIMS, B MUCbMe (GUKCUPYIOTCS (PaKThl, CBEACHUSI, MHE-
HUS U IPYTHE SBJICHUS MIPAKTUYCCKON M MBICITHTEILHON JCSITEILHOCTH JTFO/ICH;

opeanuzayuonnas GyHKIU 00ecrieynBaeT BO3/ICHCTBUE HA JIIOJICH B IENSIX Op-
TaHU3aIUU U KOOPJAUHAIIMH UX JeSITCIbHOCTH,

KOMMYHUKamueras GyHKIMs oOecriednBaeT BHEITHUE CBSI3M OpTaHU3aIHiA;

ropuduyeckas GyHKINS MHCbMa 00ECIIEYMBAET MPABOBYIO 3aIUTY, MOCKOJIBKY
ero COoJIep)KaHNe UCIIONIB3YeTCsl B KAUYECTBE CBUICTEIHCTBA, TOKA3aTEIhCTBA MIPH pac-
CMOTPEHHH CIIOPHBIX BOIIPOCOB CTOPOHAMH OTHOIIICHUH;
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socnumamenvbHas PyHKIMS, COCTABIEHUE JIEI0BOr0 MUChbMa TPEeOYyeT MOBbI-
IIICHHOTO YPOBHS 00pa30BaTEIbHOM MOATOTOBKH HCTIOTHUTEIS.

ITKoc-1 Cnoco6eH npoBoauTh (UHAHCOBBIN aHA/TU3, 010 PKeTUPOBaHHe U
ynpasJ/ieHHe IeHe)XHbIMU MOTOKaMH

Bbibepume 00uH npaeu/ibHbIl éapuaHm omeema

1. Ha KakuXx JJOKyMeHTaXx /{0/DKHA ObITh MOCTaB/IeHA MeYaTh?
Ha IOKyMeHTaX, YZ0CTOBEePSIOIIUX MpaBa JO/DKHOCTHBIX JIUL], PUKCUPYIOIIUX (HaKT
pacxo/I0BaHUs IeHe)KHBIX CPeJICTB U MaTepUaIbHbIX [JeHHOCTeH, a TakKe Crieljrasib-
HO TIpe/lyCMOTPEeHHbIX MPaBOBbIMU aKTaMU
Ha IOKyMeHTaX, YZI0CTOBePSIOIIUX (haKT pacxo/[0BaHUs /IeHe)KHbIX CPeZICTB U MaTe-
pUaIbHBIX LIeHHOCTeH
+Ha JIOKyMeHTaX, y/IOCTOBEePSIFOII[UX OCHOBHbIE (PUHAHCOBO-X035MCTBEeHHbIE OTepa-
1[UY OpraHu3aluu

2. Kakue J0OKyMeHTbI Ha3bIBAaOTCsS HH(POPMaLIMIOHHO-CIIPABOYHBLIMHU?
JIOKYMeHTbI, perjiaMeHTHUPYIOIIUe CTPYKTYPY, 3aZjlauM, (PYHKIUM Npe/ITIPUsiTHs, Opra-
HHU3al[[I0 ero paboThl, IMpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh PYKOBOJUTENTEN 1
CTel[uaaucToB
JIOKyMEHTbI, XapaKTepU3ytoIlie TPy0Bble OTHOIIIEHUS MeXXy TpeAnpUsITUeM U pa-
OOTHHUKOM
+I0KYMEHThI, cojieprkaiiie nH(opmaiiuio o haKTHUUeCKOM IOI0KeHUU JeJT, CTy>Ka-
I1j1ie OCHOBaHWEM J1Jisl TIPUHSTUS pellleHrH, U3JaHUsI pacTiopSiANTeTbHBIX TOKYMEHTOB
JOKYMeHTBI, 0OpallleHHbIe K HY)KeCTOSIILAM OpTraHU3aLusiM, TPYIaM WK OT/Jellb-
HBIM JTUL]aM;
JOKYMEHTBI, OTpa)katoIllie IOTOBOPHbBIE OTHOIIIEHHSI MeX/AY MpeANpUsTAIMA

3. B KakoM BH/ie BbIIaeTCA pa3pelnieHue Ha padoTy ¢ KOH(HUAeHI[HA/Tb-
HBIMHU JJOKyMeHTaMHu?
B YCTHOU (popme
B BY/Ie TIMCbMa I10 TIouTe
+B BU/le pe30/HoIUn

JomnonHure
4. IoKyMeHT, Co/iep)Kaluii onrucaHue U noATBepk/jeHne (GakToB U COObI-
THU —3TO
[IpaBunbHBIM OTBeT: CrpaBKa.

5. HopMaTuBHBIN aKT, ompeAe/IAONHI TMOPAJ0K o0pa3oBaHHs, KOMIIe-
TeH |0, (yHKI[UH, MPaBa, 0TBeTCTBeHHOCTh, MOPAJOK PaboThI B crcTeMe 010/1-
)KeTUPOBaHMSI u ynpasJ/ieHUst JMeHEe)KHbIMH MOTOKaMM - 3TO

[TpaBunbHbINM 0TBeT: [TonoxeHue.

6. OpraHu3aliOHHO-TIPABOBOHU [OKYMEHT, OIpeje/soNUuii OCHOBHbIE
(yHKIMH, 00513aHHOCTH, MPABa U 0TBeTCTBEHHOCTb COTPY/HUKOB OPraHu-
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3al[UM TP OCYILeCTB/IGHUM MM OMNpeAe/ieHHON [JO/DKHOCTH — 3TO

[TpaBubHBIM OTBeT: [JO/KHOCTHAs! MHCTPYKLIMS.

7.1IpaBoBOM aKT, U3laBaeMblil PyYKOBOAUTe/IeM, /IS pa3pelleHus omnepa-

TUBHbIX BOIIPOCOB — 3TO

[TpaBunbHBIM OTBeT: PacrniopsbkeHue.

laiime pa3zeépHymbili omeem
8. Ilepeunc/inTe peKBU3UTHI MPUKAa3a MO0 OCHOBHOM /AeSITe/IbHOCTH.
[TpaBUnbHLIN OTBeT: PeKBU3WUTHI MPHKa3a 10 OCHOBHOU JieITe/TbHOCTH, CIeay-

IoLI1e:
.
.
.

HavuMeHOBaHWe OpraHusaluy;

HauMeHOBaHue By/a JokymeHTa — [IPMIKAS3;

nata, Kotopasi OyzieT 3aro/HeHa OT PYKU TI0C/Ie TIOATMCAaHUS TIPUKa3a;
PErUCTPALIMOHHBIM HOMEDP, KOTOPbIM 3amoJIHSIOT MOC/e TOAMMCaHuS,

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

MeCTO I/IB,Z[aHI/IH—O(bOpMJ'IHI-OT B TOM C/iyude, €C/IM OHO HEIIOHATHO K3

HaMME€HOBAHHWA OPraHU3dlHUH;,

3aroJI0BOK K TEKCTY — OTBeYaeT Ha BOIpoC «O ueM?»;

TeKCT;

MIOJTINCH;

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

BHWJIO, IIPX BHEIIHEM COI'/IaCOBAHHH;

OTMEeTKa O KOHTPOJIE,
OTMeTKa 00 HCIT0JIHeHUHU AOKYMEHTA W HallpdBJ/IEHHWH €r'0 B [eJI0.

9. ITepeunc/iuTe peKBU3UTHI PaCIIOPsKEeHUS].
[TpaBubHBIN OTBET: PEKBU3UTBI pacropsKeHHs:

HAaNMMEHOBAHUE OpraHU3aluu,

HAaVMMEHOBAHUE CTPYKTYPHOI'O HOAPA3ICICHUS
HAaMMEHOBAHUE BUJIA IOKYMEHTA

Jara

HOMEp

MECTO COCTABJICHUS

3aroJIOBOK K TEKCTY

TEKCT

MOJITHUCH

BU3bI

10. Kakue Tpe0oBaHusl NPeIbABJISIOTCA K 0pOpMIeHUI0 peKkBU3UTa «OT-
MeETKA 0 HAJMYHMHU NPWIOKEHHUsD» B JIOKYMEHTAaX - MPUJI0KEHUSAX K pacnopsiaim-
TeJbHBIM JIOKYMEHTaM, IO0JI0KEeHUsIM, MPaBUJIAM, UHCTPYKIUSAM, J0TOBOpPaM,
IIaHAM, OTYEeTaM M AP. JIOKyMeHTaM?
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[TpaBubHBIM OTBeT: PekBU3UT «OTMETKa O MPUIIOKEHUS» COJIEPKHUT CBeEJIe-
HUS O JOKYMEHTE (JOKYMEHTax), MpujiaraéMoOM K OCHOBHOMY JIOKYMEHTY (B JOKY-
MEHTaX - MPUWIOKEHUSIX K PACIOPSIAUTEIbHBIM JOKYMEHTaM, MOJIOKEHUSAM, TPaBH-
JaM, HTHCTPYKLHSIM, IOTOBOpaMm, IJIaHaM, OTYETaM U Jp. JOKYMEHTaM).

B pacnopsauTenbHbIX JOKYMEHTaxX (IMOCTAaHOBIICHUSX, PEHICHUAX, MpUKa3ax,
pacmopsLKEHUAX), I0TOBOPax, MOJIOKEHUSX, MPaBUIIaX, HHCTPYKIUAX U JPYTHX JI0-
KyMEHTaX OTMETKa O MPUIOKEHUH O0(GOPMIISIETCS CIEAYIONUM 00pa3oM:

- B TEKCTE JOKYMEHTa IMpHU MEPBOM YIOMUHAHUU JOKYMEHTA-TIPUIIOKECHUS B
CKOOKaX yKa3bIBaeTcs: ... (NMPUJIOKEHHUE) WIH ... (IpHiIoKeHue 1); mepea HoMepoM
MPUIOKEHUS JOMYCKAETCS CTABUTh 3HAK HOMeEpa: ... (mpuioxeHue Ne 2);

- Ha TIEPBOM JIUCTE JIOKYMEHTA-IIPUJIOKEHHUSI B MPABOM BEPXHEM YTIy yKa3bl-
BaETCA:

[Tpunoxxenue Ne 2

K MIPUKa3y

AO «Ipoduib»

ot 15.08.2015 Ne 112

CTpoKH peKBH3UTa BBIPABHUBAIOTCS IO JIEBOMY Kparo WM IIEHTPUPYIOTCS OT-
HOCHUTEJIHO CaMOM JJTMHHOM CTPOKHU.

4 TIOPSATOK ITPOBEJEHNS IIOBTOPHOI
IMPOMEXYTOUYHOM ATTECTAIIUA

dopMa NMPOMeKyTOUHOM aTTeCTaLUU 10 AUCLIUIIJIMHE 3K3AMEH.

DoHf, OLIeHOYHBIX Cpe/CTB JJ1s NIpOBeJIeHUs MTOBTOPHOU
TIPOME)KYTOUHOM aTTecTaluu (POPMHUPYETCS U3 UMCJ/ia OLIEHOUHBIX CPe/CTB I10 TemMawm,
KOTOpbIE HE OCBOEHBI CTYJE€HTOM.

IIpumeuanue:

[onosHuTeNnbHbIE KOHTPOJIbHBIE HWCIBITAHUS TPOBOJAATCA [Ji1  CTY[EeHTOB,
HabpaBmmix meHee 50 O6awioB (B cooTBeTcTBUM C «[l0/ioO’K€HHMEM O MOAYJIBHO-
PEUTUHTOBOM CUCTEMEY ).

Tabma 8 — Kpurepuu oneHKH ¢()OpMHUPOBAHHOCTH KOMITETEHITUI

Koj 1 HaumeHOBaHMe UHAMKATOPA Kpurepuu ouieHvBanusi chopmu-
JNOCTW)KEeHUS] KOMIeTeHI[UM (YaCTy KOMIle- | POBaHHOCTU KOMIETEeHLUU (YaCTH KOM-
TEHL[1N ) TeTeHLIVN )

Ha 6a30BOM ypOBHe

COOTBETCTBYET OL[€HKE «y/I0BJIe-
TBOPHUTE/ILHO»
50-64% oT MakCuUMa/JIbHOro Oasiia

W/-1yk.4 BeibupaeT Ha rocyZapCcTBeHHOM | BajieeT MaTeprasoM 1o TeMe, HO I0MyC-
¥ MHOCTPAHHOM(-bIX) sI3bIKaX KOMMYHHKa- | KaeT HETOUHOCTHU TIpU (pOpMyIMpOBKe Oa-
TUBHO TIpUeMJieMble CTH/Ib /IeJIOBOTO 00- | 30BBIX IMOHSITHM TeMbI, UCITBLITHIBAeT 3a-

meHus, BepbasbHBIe U HeBepOasibHBIE | TPYAHEHMUs IPU BbIOOpe KOMMYHUKATUB-
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CpeCTBa B3aUMO/eUCTBUS

NO-2yx4+ Bemer pAenoByr TMepenucky,
YUHTBIBasi 0COOEHHOCTU CTUTMCTUKUA O(hH-
1[Ua/IbHbIX M Heo(UIMaNbHbIX MUCEM, CO-
I[MOKY/IbTYPHbIe Ppa3muuusi B ¢dopmare
KOPPECIOH/IeHIIUM Ha TOCy/JapCTBEHHOM U
MHOCTPaHHOM (-bIX) SI3bIKax

N-3yk-4 [JeMOHCTpUpYyeT UHTerpaTUBHbIe
yMeHUs] UCIIO/Ib30BaTh  JUaJOTUuecKoe
oOIieHWe [/ COTPYAHUUYECTBAa B akaje-
MHYeCcKol KOMMYyHUKAI[UK 0011leHus

C MapTHepaMu

N /-1nKoc-1 OpranusyeT v MpOBOJUT
paboty 1o pUHAHCOBOMY aHaU3y
5KOHOMUUECKOT0 CyObeKTa

W 1-2rikoc-1  OcylijecTBAsIET OF0PKETUPO-
BaHWe W YTpaBjieHWe [|eHeXXHbIMU TOTO-
KaMU B 95KOHOMHUYECKOM CyObeKTe

HO TIPYeMJIEMOTO CTHJIS [IeJIOBOTO 0fiile-
HUSI, TIPY BeZIeHUU J1eI0BOU TTepernmcKy
T10 OpraHu3al[iy U BefieHrst paboThI 110
(brHAaHCOBOMY aHaM3y U yTIPaBJ/IeHUIO
JeHe>KHBIMH TTOTOKaMH, TIPeBbIIlIas yCTa-
HOBJIEHHOE BpeMsI TTPU JIeMOHCTPAI|H
YMEeHUSsI AUAIOTUUeCKOro OOIeHus AJist
COTPY/IHMYECTBA B aKaleMUUeCKOH KOM-
MYHUKALIMM 0OITIeHUsT
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