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IMTacnopT ¢oH/a 01]eHOUYHBIX CPeACTB
Tabsuija 1 ITacmopT GoH/a O1[eHOUHBIX CPeJCTB

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

Mogpayas 1.

ITonsaTHe fesonpo-

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

OpraHU3alMU U UX VK-4 CriocobeH oCy-

IIPaBOBAA OCHOBA  \iy1eCTB/ISTH /I€/IOBYIO

Mopyns 2. KOMMYHHKALMIO B YCTHOU

OcuoBHbIe TPeDO- 1 micLMeHHOM hopmax Ha
BdHHUA K COCTaBJIe- COCYyZapCTBEHHOM fI3bIKe TECTI/IPOBaHI/Ie
HuIo ¥ oopmite-  [Poccuiickoii Peneparyy YKOHTPOJIbHAS 24
HUIO JOKYMEHTOB B [iHOCTpaHHOM(BIX) 5136l  [PA00Ta
COOTBETCTBHH C Ke(ax)
['OCT P 7.0.97- [TKoc-1 Crioco6eH ocy-
2016 IL|eCTB/IATh TAKTUYeCKoe

Mogpayas 3. yIipaBJjieHue MpoLiecca-

OpraHnuM3aniMoHHO | MU opraHu3aiuu rpous- ['ectupoBaHue 102
- pacnopsiAuTe/nb- | BO/ACTBA KoHTponbHas

Has JOKYMEHTbI [TKoc-2 CriocobeH ocy- |[paboTta

OpraHu3anuu IeCTBJIATh OUCK, TIPU-

Mopayas 4. BJleueHue, 1oJ00p u oT- (TecTupoBaHue

JenoBas nepe- 6op nepcoHana KoHTponbHas 36
nucKa [1Koc-3 CriocobeH ocy- |paGota

Monyﬂb 5. eCTBJIATb AedATe/lb-

Opranusanusa go- | HOCTb I10 OpraHusaliil - TecTtupoBaHue 49
KyMeHTooOopora | TPY/a MepcoHasa Ompoc

Ha NpeJnpUATHH

Mogays 6. TecTrpoBaHue

Opranu3anus ap- 20
XHBa NpejnpusATUSA

Bcero: - 236




1 OOEHOYHBIE MATEPUAJIbI, HEOBXO/JNMBbIE
JI/IA OIIEHKU 3HAHWI, YMEHHNM 11 HABBIKOB JIESATE/IBHOCTU
B ITPOLIECCE OCBOEHUSA JUCIHUII/INHBI

Tabmuia 2 — @opMupyemMble KOMIETEHITUN

Kop v HaumeHoOBa-
HUe KOMITeTeHLIUU

Kop v HameHOBaHWe UH/IUKa-
TOpa JOCTWKEeHHsI KOMIeTeHLUH (Ja-
CTU KOMIIETEHL[1H )

Orge-
HOYHbIEe MaTe-
pHaJb

U cpej-
CTBa

YK-4 Criocoben ocy-
IIeCTBJISITh /IeJIOBYIO KOM-
MYHUKALMIO B YCTHOU U
NMMCbMeHHOM (hopMax Ha
roCy/lapCTBEHHOM $I3bIKe
Poccutickon ®@enepanyu u
WHOCTPaHHOM(bIX) S3bI-
Ke(ax)

[TKoc-1 CriocobeH ocy-
IIeCTB/SATh TAKTUYECKOe
yTipaB/ieHHe TpoLieccaMu
opraHu3alvy Mpou3Bo/i-
CTBa

[TKoc-2 Criocoben ocy-
I[eCTBJIATD TIOUCK, TIPU-
BJ/I€UEHHE, TI0/J00P U OT-
6op nepcoHana

[TKoc-3 CrnocobeH ocy-

IIeCTBJISATh [leATeTbHOCTh

10 OpraHu3aliuyd TpyZa

repcoHasa

IloHsATHE Je/I0NMPOU3BOACTBA M JOKYMEHTO-
o0opoTa B opraHM3ani U UX MPaBoBasi 0CHOBA

NU-1yk-+ Bbibupaer Ha rocyzaap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $13bI-
KaX KOMMYHUKATUBHO TIpUem/ieMble
CTU/B [1eJIOBOTO OOITieHusi, Bepbasib-
Hble U HeBepbasibHbIE CpPe/iCTBA B3au-
MO/IeCTBUSI C TTapTHEpaMu

N-3yk4 [JeMOHCTpUpyeT UHTerpa-
THBHble YMEHHUsI HCII0/hb30BaTh JUa-
noruueckoe oOleHUe 7SI COTPYAHU-
yecTBa B aKaJ[eMUUYeCKOl KOMMYHU-
Kalyu o011ieHust

Onpoc,
pedepar

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

7.0.97-2016

WU-1yk4+ Beibupaer Ha TOCygap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $3bI-
KaX KOMMYHUKATHBHO TIpUeM/ieMble
CTU/B [1eJIOBOTO OOITeHusi, Bepbasib-
Hble U HeBepbOasibHbIE CpPe/ICTBA B3au-
MO/IeliCTBUSI C TapTHEpaMu

NO-3yk4 [JeMoHCTpypyeT HWHTerpa-
TUBHbIE yYMEHHWs MCIOJIb30BaTh [va-
noruueckoe oOI1eHNe [7Isi COTPYAHU-
yecTBa B aKaJ|[eMUUeCKOl KOMMYHU-
Kalyu o011eHust

TectupoBaHue
KoHTposbHas
paboTa

Opraﬂmaunonno - PacCnnopAaAauTe/ibHaAA J0KYMEH-

ThI OpraHU3dLUN

NU-1yk-+ Bbibupaer Ha rocyzmap-
CTBEHHOM U WHOCTPAaHHOM(-bIX) SI3bl-
Kax KOMMYHMKATHBHO IPHEMJIEMbIE
CTWIb JIeJIOBOT0 00IeHusi, BepOab-

TectupoBaHue
KoHTposbHas
paboTa
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Hble U HeBepbOasibHbIE CpPe/ICTBA B3au-
MO/IeNCTBUSI

NO-2yx-4+ Bemet nenoByto rnepenucky,
YUUTBbIBasi OCOOEHHOCTH CTUMCTUKH
opulManbHBIX U  Heo(UIMaTbHbIX
MUCeM, COLMOKYJ/IbTYDPHbIE Pa3Iuuus
B (opmaTe KOppeCHoOH/eHIMHM Ha
roCcyZilapCTBEHHOM U UHOCTPaHHOM (-
bIX) SI3bIKax

N-3yk4 [JeMOHCTpUpyeT UHTerpa-
THUBHbIe YMEHHUS HCII0/b30BaTh [Ua-
noruyeckoe obOlljeHue i COTPYAHU-
yeCcTBa B aKaJleMHUYECKOM KOMMYHU-
Kalyuy obIT[eHus C TapTHepaMH
NO-1nkoet ~ M3yuaer  CTPYKTYpYy
yrpaB/ieHUsl OpraHu3alyei, MNpoBo-
AT aHan3 ee 3G (PeKTUBHOCTH

N-2nkoc-1 Pa3pabaTbiBaeT
TIpe/IJIOKeHUsT TI0 PaljMoHa/IM3aluU
CTPYKTYphI yTIpaB/IEHUSI TIPOM3BOJ-
CTBOM B COOTBETCTBHH C IIeJIAIMU U
CTparervieid OpraHU3aIuu

N -3nkoc-1 OCylliecTB/IIeT Ha TaKTHU-
YeCKOM TOpPU30HTE yTpaBjieHue TMpo-
W3BO/ICTBEHHBIMHU TIpOIieccamu, obec-
reueHue 3(PbheKTUBHOIO UCMO/Ib30Ba-
HUS TIPOM3BO/ICTBEHHBIX MOIITHOCTEH
N/-1nkoc2 Wcmonb3yer BHyTpeHHUe
Y BHeIlIHWe WCTOYHWKHU HWH(OpMaLu
J7IsI TIOMCKA, TIpYBJIeYeHus, TIo[00pa U
orbopa repcoHasna

WU1-2nkoc2 BbiOMpaer u pe3ysibTa-
TUBHO HCITO/Ib3YeT MEeTOZbI TIOMCKa,
TIpUB/IeUeHUs], Tog0opa U oTOOpa
repcoHasna

N-1nkoc3 OcyljecTBisieT aHauus
OopraHu3allii TpyZia TepCcoHasa, BbI-
SIBJIIET PE3€PBbI TTOBBIIIEHUS TPOU3-
BOAWUTENLHOCTA TpPyZAa U KauecTBa
HOPMHPOBAHUS TPyZa

W1-2nkoc-3 Pa3pabaTbIBaeT CHCTEMBI
OpraHM3alu TpyZa IepcoHasa, Io-
PSIIOK HOPMHUDOBaHUSI Tpy/a Ha pa-
6ounx MecTax




N O-3nkoc-3 OcCylllecTBasieT JesTellb-
HOCTh TI0 BHE/IDEHHIO M peanu3aluu
3¢ (deKTUBHBIX CUCTEM OpraHu3al[uu
TPyZa MepcoHasa

JenoBas nepenucka

NU-1yk4+ Beibupaer Ha rocygap-
CTBEHHOM M WHOCTPAHHOM(-bIX) $13bI-
KaX KOMMYHUKATUBHO TIpUem/ieMble
CTU/b [1eJIOBOrO OOITieHusi, Bepbasib-
Hble U HeBepbOa/ibHbIE Cpe/ICTBA B3au-
MO/IEUCTBUSI C apTHepaMu

NO-2yk-4+ Bemet nenoByto rnepenucky,
YUUTBIBasi OCOOEHHOCTH CTUMCTUKH
obULIMa/IBHBIX U  Heo(UIMaTbHbIX
M1ceM, COLIMOKY/bTYPHbIE pa3/uuus
B ¢opMaTe KOppeClOHAeHLMH Ha
roCy/lapCTBEHHOM W WHOCTpPaHHOM (-
bIX) sI3bIKax

N-3yk4 [JeMoOHCTpUpyeT UHTerpa-
THUBHbIE yYMeHHUs MCIIOJIb30BaTh [va-
noruyeckoe obOlljeHue i COTPYAHU-
yecTBa B aKaJ[eMHUUeCKOW KOMMYHU-
Karyu 00ITIeHNsT

N 1-3nkoc-1 OCylIliecTBsieT Ha TaKTH-
YeCcKOM TOpPU30HTE yTpaBjieHue Mpo-
W3BO/ICTBEHHBIMU TIpoLjeccamu, obec-
reyeHue 3(Q(eKTUBHOrO KCIO/b30Ba-
HUsI TIPOU3BO/ICTBEHHBIX MOIITHOCTeMH
N -1nkoc2 Vcnonb3yeT BHyTpeHHHE
Y BHeIlIHWe WCTOYHWKHU HWH(OpMaLu
J71s1 TIOMCKA, TIpYBJIeYeHus, Tio0opa u
orbopa repcoHana

U-2rkoc-2 Bbibupaer u pe3ysibTa-
TUBHO HCIIO/Ib3yeT MeTOZbl TIOUCKa,
npuBJeyeHus, Toxbopa U orbopa
repcoHasa

TectupoBaHue
KonTposbHas
paboTa

OpraHu3anus JOKyMeHT0000poTa Ha npeAnpusi-

THHA

NU-1yk-+ Bbibupaer Ha rocyzap-
CTBEHHOM M WHOCTPAaHHOM(-bIX) S3bI-
KaX KOMMYHUKATHUBHO TIpUemJieMble
CTU/B [1eJIOBOrO OOITeHusi, BepOasib-
Hble U HeBepbasibHBbIE CpPe/iCTBA B3au-
MOZIEVCTBUS C TapTHEPaMU

N/-2yk-4 BeieT 1e10By0 Mepernucky,

TectupoBaHue
Onpoc
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yUUTbIBasi OCOOEHHOCTU CTUUCTUKU
opulManbHBIX U  Heo(UIMaTbHbIX
M1ceM, COLMOKY/bTYPHbIE pa3/uuus
B (¢opMaTe KOppeClOHAeHLMH Ha
roCcy/JapCTBEHHOM ¥ WHOCTPaHHOM (-
bIX) SI3bIKaX

N-3yk4 [JeMoOHCTpUpyeT UHTerpa-
THUBHbIe YMEHHUS HCII0/b30BaTh [Ua-
noruyeckoe obOllleHue Jijis COTPYAHU-
yecTBa B aKaJ|eMUUYeCKOW KOMMYHU-
KaLuu 00ITIeHUst

N [-3nkoc-1 OCylLiecTB/IIeT HA TaKTHU-
YeCKOM TOpPU30HTE yTpaB/jieHue Mpo-
W3BO/ICTBEHHBIMU TIpoljeccamu, obec-
reyeHue 3 (eKTUBHOrO KCMO/Ib30Ba-
HUsI TIPOU3BO/ICTBEHHBIX MOIITHOCTeM
N O-1nkoc2 Vcnonb3yeT BHyTpeHHHE
Y BHeIITHWe UCTOYHUKU HMH(OpMaIuu
[J1sI TIOUCKA, TIPUBJIeueH s, Toj0opa 1
otbopa rnepcoHasa

Opranu3aius apxuBa npeanpusTis
N-3yk4 [JeMOHCTpUpyeT WHTerpa-
THUBHble YMEHHUS HCII0/b30BaTh [Ua-
noruueckoe oOleHWe [7Isi COTPYAHU- | TecTpoBaHue

yecTBa B aKaJeMHUECKOM KOMMYHU-
Kalliu 001eHUs




OueHoYHbIE MaTepPUA/IbI U CPEACTBA /A/IfA MPOBEPKH
chopMHPOBAHHOCTH KOMIIeTeHLUAM

Mopayns 1. IloHsiTHe e/IONPOU3BOACTBA U JOKYMEHT0000pOTa B OpPraHu-

3dllMM ! UX MIPpABOBdA OCHOBA

L=

o U

Bonpocsi a5 onpoca:

3HaueHue JOKYMEHTOB B JleTe/IbHOCTHU OpPraHU3aLyu.

OcHOBHbIe MOHATHS AOKYMEHTAIIMOHHOTO 0becrieueHus yripaB/ieHUs
Knaccudukaiyro [oKyMmeHTOB. BUbI U TUTIBI JOKYMEHTOB.

[atb oripefiesieHre TIOHATHUAM «JeJIONPOU3BO/ICTBO», «IOKYMEHTHPOBaHUEY,
«JOKyMeHTO000pOT», B UeM UX OT/IHUHE?

CdopmynvpyiiTe MOHSATHE JOKYMEHTa U CUCTEM JIOKYMeHTal[1H.

[TosicHuTe HEOOXOAMMOCTD K/IaCCU(PHUKAI[UU TOKYMEHTOB.

Temaruka pedeparoB:

WcTopus pa3BUTHS e/I0TIPOM3BOACTBA U JOKYMeHT00bopoTa.
I"ocygapcTBeHHast CMCTeMa JOKyMeHTallMOHHOT0 0becrieueHusl yripaB/ieHusl.
CucTeMbl JOKYMEHTAI[MOHHOTO 00ecTieueHys yrpaB/eHusl.

. YHU(ULMPOBaHHbIE ()OPMBI JJOKYMEHTOB.

Knaccudukaiyio JoKyMeHTOB B Poccuu 1 3a pyOesxoM.

MHCTPYKLUA M0 BbINO/JTHEHUIO:

1 PaboTa BBITIO/IHSIETCSI CAMOCTOSITE/IEHO B UHAWBUAYaTbHOM TIOPSIJKE.
2 CTpyKTypa npe3eHTaLuu:

— aKTyaJIbHOCTh TeMbI U ee 3HAYMMOCTb;

— CYIIHOCTB BOIIPOCa;

— TIpUMEpBI;

— 0011I1e BBIBO/IbI U pEKOMeH/Ial[1H.

Tab/ma 3 — Kpurepun oneHKu ¢()OpMHPOBAaHHOCTH KOMIIETeHI[HH

Kopg u Kpurepuu ouenrBanusi c()OpMUPOBAHHOCTH KOMITETEH-
HavMeHOBaHHe L1
VIHJMKaTopa J10- (4acTH KOMITeTEeHLIUHN)
CTH)KEHUS] KOM- Ha 6a3oBOM Ha IOBBILLIEHHOM yPOBHe
NeTeHLnM (4acTu YPOBHeE
KOMITeTEeHLIN) COOTBETCTBY- COOTBeTCTBYeT COOTBeT-
eT OLIeHKe «YZIOBJIe- | OL[eHKe «XOpOLIO» CTBYyeT OL[eHKe
TBOPUTEJIbHO» 65-85% ot «OTJIMYHO»
50-64% ot MakKCHUMaJIbHOT'0 86-100%
MaKCUMaIbHOTrO Gamnia OT MaKCUMaJ/IbHO-
bania ro 6ania
WU-1yk-+ BbiOU- | BafieeT  Marepua- | 0 CYI[ECTBY OTBe- | IPUHHUMAET aK-
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paeT Ha rocyjap-
CTBEHHOM U HWHO-
CTPaHHOM(-bIX)
A3bIKAX ~ KOMMY-
HUKAaTUBHO TIpH-
em/ieMble  CTHW/Ib
nenoBoro  obiige-
HUsA, BepbasbHbIe
1 HeepbOasbHBIE
cpeAcTBa  B3au-
MO/IeMCTBUS C
rapTHepamu
N-3yk-4 JleMoH-
CTpUPYET HHTe-
rpaTUBHbBIE  yMe-
HUSI  WCIOJB30-
BaTb JHasioThye-
CKoe  obrieHue
IJIsT  COTpyAHAYe-
CTBa B aKafleMU-

YeCKOM KOMMY-
HUKauu  o0i1ge-
HUS

JIoM T0 TeMme, HO
JIOTTyCKaeT  HeTOY-
HOCTU Tpu (GopMy-
MpPOBKe  0a30BBIX
TIOHATHUM TeMbl, HC-
MIBITBIBAET  3aTPY/-
HeHUsI TpU BbIOOpeE
KOMMYHUKaTUBHO
TIPUEeMJIEMOTO CTHJIS
JleJIOBOro  00I1IeHus],
BepOanbHBIE U He-
BepOanbHBIE  Cpeji-
CTBa B3aUMOJeH-
CTBUSI C TIapTHepa-
MH, TIPEBbIITIast
yCTaHOBJIEHHOE
BpeMsi TIpH JIeMOH-
CTpaiyuu yMeHUsI
JTUAJIOTUUECKOTO
obijeHuss Aas  co-
TPyAHUUECTBa B
aKaJleMHAueCKou
KOMMYHHUKAI[UH 00-
IeHUs

yaeT Ha IOCTaBJ/IeH-
Hble BOIPOChL, HO
WCTIbIThIBAaeT  HEKO-
TOpble 3aTpy/IHEeHUs
B dbopmynupoBke
MOHATUA TIpU  (op-
MYJ/IMPOBKe 0a30BbIX
TIOHATUN TeMBbl,
BLIOMpaeT TmpremJie-
MBI CTWU/Ib J1eJI0BOTO
oOII[eHus1, B3auMO-
JIeICTBUSI C TapTHe-
paMu, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOXXHBIX  pelleHuH,
JIOTTyCKaeT HEeTOUHO-
CTU TIPU HCIIO/b30-
BaHUU  JIMajioTHAve-
CKOTO OOITieHUs /1St
COTPyAHWYECTBA B
aKaJleMHUueCKou
KOMMYHHUKAI[UH  00-
IeHUsI

THUBHOE yJacTHe B
X0/le TIPOBeZIeHUs]
TTPAKTHUUECKOT O
3aHATHSA, TIpa-
BU/IbHO OTBEUYaeT
Ha TI0CTaB/IeHHbIe
BOTIPOCHI, BafieeT
KOMMYHUKaTUBHO
TIpyeM/ieMbIM CTH-
JIeEM JIeJI0BOTO 00-
1eHus1, Bepbasib-
Hble ¥ HepepOaJib-
HbIe Cpe/iCTBa B3a-
VIMO/IeUCTBUS C
TapTHePaMH,

3a yCTaHOBJIEHHOE
BpeMS IeMOH-
CTpUPYeT YMeHUs
WCTI0/Tb30BaTh
JasioTuyecKoe
o011eHne Ayis Cco-
TPYAHUUECTBA B
aKaJleMHUueCcKou
KOMMYHUKALUU
o011eHus

Mopaynb 2. OCHOBHbIE TPe0OBaHUSI K COCTaB/IEHHIO U 0(DOPMJICHUIO JOKY-
MeHTOB B cooTrBeTrcTBUM ¢ 'OCT P 7.0.97-2016

3aganue 1

KoHTpo/sibHas pabdora

Odopmuts ¢dopMysip yryioBoro OsaHKa [JOKyMeHTa C yKa3aHHMeM HOMepOB
PEeKBU3UTOB Ha JIML[eBOW CTOPOHe, a HANMEeHOBaHU — Ha 00paTHOM.

3apanue 2

Odopmuts hopMyisipbl IPO0/ILHOTO Os1aHKA JOKYMeHTa C yKa3aHHeM HOMepOB
PEKBU3UTOB Ha JIMIIEBOI CTOPOHe, a HANMEHOBAHWH — Ha 00paTHOM.

3apaHue 3

1. Kak ogopmisiercss moutoBelid azgpec? (I[IpuBectr nmprmMep, 0opOpMUTHL DPEKBHU-
3WUT afipecaT pyKOBOJUTE/IIO NpeAnpusiTys). KakiM JOKYMeHTOM pery/mpyroT-
Cs1 IpaBUJIa O(pOpMIIeHHs ITOUTOBOrO afpeca? ['e pacrionaraeTcst JaHHbIN pek-

BU3UT?



Kakyro uH(popMaLo BK/IHOUaeT PEKBU3UT «PeruCTpaLOHHbIA HOMep J0-
KymeHTa»? ['7le pacriosiaraetcsi JaHHbId peKBU3WT? Pacimm@pyiiTe nprBe/eH-
HBIU perucTpauroHHbI HoMep: Ne 01/04-57.

Ha Kaknx JOKyMeHTax IpOCTaB/sieTCs PeKBU3UT «MEeCTO COCTaB/IEHUS U/IH W3-
JlaHusl JTOKyMeHTa»? B Kakux ciyyasix JaHHbIA PeKBU3UT MOXXHO He YKasbl-
BaTh?

W3 KakuX 5/1eMEHTOB COCTOUT PEKBU3UT MOANUCh? O(OpMUTH PEKBU3UT MO/ -

MUCh, €C/TA JIOKYMEHT TO/ITUCHIBAIOT C/IeAYIOIINe CrelaaucTbl: HauanbHUK
11exa, TUPEKTOp, T7IaBHbIM Oyxrantep.
5. BribGepuTe npaBu/bHO 0QOPMIIEHHBIE BADUAHTHI O(OPMIIEHUS] pEKBU3UTA 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 mekabpst 2018 r.; 3 Hos16pst 2018 T.

3aganue 4

1. Ha Kakux [JOKyMeHTax IIpOCTaB/SeTC PeKBU3UT «ajpecaT»? Kakyro uH-
(opMaLMio BK/IFOYAeT 3TOT PeKBU3UT?

2. KakoBO Ha3HaueHWe pPeKBH3MUTA «3arojioBOK K TeKCTy»? Ha kKakue BOMpOCHI
orBevaet? IIpuBexaute npumep.

3. Kak odopmnsiercs: pekBusut «['pu( yTBepkaeHus», npuBeaute npumep. Ka-
Krie MOTYT ObITb BapuaHThl 0hopMiieHHst peKBU3UTa «I'pud yTBep>KIeHUs»?

4. VI3 KaKuX 371eMeHTOB COCTOMT PeKBU3UT NMOANUCH? OdOpPMUTH PEKBU3UT M0/~
TMTUCh, €CJTU TMIOANKNCH PYKOBOAUTE/ISI TIPOCTaB/ieHa He Ha O/1aHKe opraHr3aliu

5. WcnpaBbTe OMIMOKY B HalTMCAHUU JaT.
1.) 1.12.04; 17.07.2005r.; 01.10.17r.; 12.05/05;
2.) 12 nekabps 2018 r.; 07 ampenst 2018 r.; 11.1ekabpsb 17 r.; 03 HOsi6ps 2018.

(DOHI[ TeCTOBbIX 3aﬂaHl/lﬁ AJIA TEKYLIEro KOHTPOoJiA 3HAHUH 10 TeMe:

Bbibepume HeCKOAbKO NpasuU/ibHbIX 0Meemos

B Kakue peKBU3UThI COCTABHOM YaCThI0 BXOAUT MO/IHUCH:

+pe3osroLus

TeKCT

azipecat

+rpud yTBepKAeHus

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Ha kakux J0KyMeHTax /I0/DKHA ObITh NMOCTaB/IeHa MeYaTh?

Ha IOKyMeHTaX, YZ0CTOBEPSIOIIUX MpaBa AO/DKHOCTHBIX JIUL], PUKCUPYIOIUX (HaKT

pacxoZioBaHUsI IeHe)KHbIX CPeJICTB M MaTepUa/IbHbIX 1LIeHHOCTel, a TakxKe creljiaib-
HO MpPeJyCMOTPEHHBIX NTPaBOBbIMU aKTaMHU

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

+Ha JIOKyMeHTaX, y/IOCTOBEPSIOII[UX OCHOBHbIE (PMHAHCOBO-XO03MCTBEeHHbBIE OTepa-

I[UY OpraHu3aluu

Bblbepume 00uH npasuibHbIl 6apUAHM
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B Kakux JOKyMeHTax He00X0AUM PeKBU3UT «CChUIKA Ha PerucTpanMoOHHbIN
HOMED»:

JOKJIaJiHast 3am1cKa

MMCbMO-3ar1pocC

+THUCbMO-OTBET

peK/aMalOHHOe TTMChMO

Bbibepume HeCKOAbKO NpasuU/ibHbIX 0OMeemos

B A0KyMeHTax KaKHUX OpraHu3arjuii Heo0xo UM PeKBU3UT «MeCTO U3JaHusl 10-
KyMeHTa»:

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

Apmvunuctpaiiusi JIeHMHCKOro paiioHa CapaToBCKoM 00/1acTu

+000 «Purtyasn-cepBuc»

Bbibepume 00uH npagu/ibHbIll 8apuaHm

B KakuXx JOKyYMeHTax He00X0 UM PeKBU3UT «TPU( yTBEPKIEHHUA»:
3asiB/ieHHe

aKkT

TIpUKa3

+ycCTaB

Bbibepume HeCKOAbKO NpasuU/ibHbIX 0OMeemos

Kakue peKBH3UTHI BK/IIOUAIOTCA B COCTAB PEKBU3UTOB 0/1aHKA MUCbMa
+asipecar (ToyiyyaTe/b)

MeCTO COCTaBJIeHUS

+HavMeHOBaHUe OpraHu3aluu

+/1aTa U perucTpaLMOHHbIN HOMep

Bblbepume HeCK0/bKO Npasu/ibHbIX 0mMeemos

B KaKHX I0KYMEHTaX O0TCYTCTBYeT PeKBU3UT «HAUMEHOBaHHeE JOKYMEeHTa»:
aKT

+HUHULIMATUBHOE TTHCHMO

+T1MCbMO-OTBET

yKasaHue

Bbibepume 00uH npagu/ibHbIll 8apuaHm

I'Ae Ha TUCTe AOKYMEHTA MoMen[aeTcsi rpu( yTBep K/eHusl:

B JIEBOM BE€DPXHEM YTJy

+B [PaBOM BEpXHEM YTy

B JIEBOM HWKHEM YTy

10 LIeHTPY

Bbibepume HeCKOIbKO Npasu/ibHbIX 0MEemos

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

TOJIbKO A4

+210mM X 297MM

+Ad4u A5

nmobble popMaThl, UMEOIINecs B TIPOJjaXke

Bblbepume 00uH npasuibHbIl 6apUAHM

Kakue peKBU3UTHI NPU/JAIOT AOKYMEHTY IOPHANYECKYI0 CHTY?
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rep6 PO, rpud yTBep:kaeHus, TTIOAMUCH

rep6 P®, meuatsb

repb cyobekTa PO, rpud yrBep>kaeHus, gata

+TIO/ITIMCh, TPUG YTBEPXKAEHUs, aTa, [IeuaTh

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

HopMaTHBHBIH JOKYyMEHT, YCTaHAB/IMBAKOII[UI eJHHbIe TPe0OBAaHHUA K JJOKY-
MEeHTHPOBAHMIO YIIPaB/IeHYECKOH JeITe/TbHOCTH U OPraHU3aI[iM PadoThI C 10-
KyMeHTaMH:

+['OCT

VIHCTpYKLKS TI0 [1e/I0TIPOM3BO/CTBY

rcaoy

[o/mKHOCTHAsE UHCTPYKLIUST

Bbibepume o0uH npaguibHbIll 6apuaHm

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

6/1aHK KOHKPETHOT'O BH/ja IOKyMEHTOB

JJIsI BHYTPEHHUX JOKYMEHTOB (001IIHiA)

J/151 BHEIIIHUX JJOKYMEHTOB (TIHCeM)

+0/1aHK C/TyKeOHOT0 TIMChbMa, O/1aHK /111 KOHKPETHOTO BHIA JOKYMEHTOB, OOIIIHiA
6/1aHK

Bbibepume 00uH npagu/ibHbIll 6apuaHm

YeMm oT/iHUaeTcsi 0/1aHK /il BHYyTPEHHUX JOKYMEHTOB OT O/IaHKa /i1 mucem?
Ha Gs1aHKe /1J1s1 TIMCeM MeHblile PeKBU3HTOB

Ha Gs1aHKe 717151 TiceM 0oJiblile peKBU3UTOB

+He OT/IMYaeTCsi HUUemM

oT/inuaeTcsi hopmMaToM

Bblbepume 00uH NnpasuibHbIl 6apUAHM

JIBa ocHoBHBIX ¢opMaTa, Ha KOTOPHIX OGOPM/IAIOTCA OpPraHU3aMOHHO-
pacnopsiAiuTe/bHbIe JOKYMEHThI

+A4; A5

A5; A3

A5; A6

A3; A4

Bbibepume 00uH npagu/ibHbIll 8apuaHm

PekBHU3MUT JOKyMeHTa — 3TO

+ero oTAeabHbIM 3/1IeMEeHT

YyacTh CTY>KeOHOTr0 MChMa

(brpMeHHbIN 6/1aHK

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

Bblbepume o0uH npagu/ibHbIll 6apudaHm

PexkBu3uT «OTMETKA 0 KOHTPOJIe» [IPOCTAB/IAETCA

+B BepXHEM ITPaBOM YTy TIEPBOTO JIUCTA JOKYMEHTa

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

B HIDKHEM TTPaBOM YTJTy TIePBOTO JIUCTA JOKYMEHTA.

B KOHI[e JOKyMeHTa
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Bblbepume o0uH npaguabHbIll 6apuaHm

Ilpu cocTaB/IeHUH COBMECTHOI'0 IOKYMEHTa /IByMsl OpraHu3anuamMu oH ogopm-
JISIeTCS:

Ha O/1aHKe TIepBOM OpraHu3alin

Ha O/1aHKe BTOpOW OpraHu3aluu

+Ha mucte ¢popmara A4

Ha jiicTte gopmaTa A5

Bbibepume o0uH npaguabHbIll 6apuaHm

Kakoii rocyfapCcTBeHHbIN CTaHAAPT onpeje/isieT TpedoBaHuA Mo 0opM/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 eJUHON cucreme, popme, eAMHOOOpa3HIO -
+yHUpUKaLUs

NOKyMeHTaL[usi

IOKyMEeHTHPOBaHUe

Z1eJIOTPOM3BOICTBO

Bbibepume o0uH npaguabHbIll 6apuaHm

PacnoJio)keHne peKBU3UTOB Ha 0/IaHKe /JOKyMeHTa OTpe/ie/IsIeTCA:
+T0Cy/IapCTBEHHBIM CTaH/IapTOM

cocTaBUTesIeM JOKYMeHTa

MpaBWIaMu YHHA(DUKALIMKA JOKYMEHTOB

PYKOBOZIUTE/IEM OpraHu3alin

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KeM monuceIBalOTCsl JOKYMEHTBI, COCTaB/IsieMble KOMUCCHEH?
PYKOBOJUTE/IEM OpTraHU3alin

npezice/iaTesiemM

+TIpefice/jaTesieM U WieHaMU KOMUCCHUN

npejice/jaTesieM U CeKpeTapeM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

OTpauib eaTeTbHOCTH, 00eceynBaOIasi JJOKyMeHTHPOBAaHHE M OPTraHU3aLHI0
padoThI ¢ opULHATBHBIMH JOKYMEHTAMH - ....
+71eJI0TIPOM3BOZICTBO

KaHLe/IsIpyst

yTipaBjieHue

JOKYMeHT0000pOT

Bblbepume o0uH npagu/ibHbIll 6apuaHm

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

+UHeKC

coBo «BepHOo»

HavMeHOBaHUeE JI0/DKHOCTH COTPY/THUKA

JIMYHast MOAITHCh, /laTa
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Tabymmia 4 — Kpurepun oneHKU ¢()oOpMHPOBAaHHOCTH KOMIIeTeHI[HH

Ko 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 «yZIOBJie- | OLeHKe «XOpOILLO» CTBYeT OL|€HKe
TBOPUTEJIbHO» 65-85% ort «OTJIMYHO»
50-64% ot MaKCUMaJIbHOT'0 86-100%
MaKCHUMaJIbHOTO basnma OT MaKCUMaJsbHO-
bansia ro Oasnmna
B/IaJleeT  MaTepua- | 0 CYIIeCTBy OTBe- | IPUHMMAeT aK-
JIOM 1O TeMe, HO |YaeT Ha MOCTaBJeH- | TABHOE y4yacTue B
N-1yk4 Bobibu- ’ y
JIOMyCKaeT  HeTOU- | Hble BOIPOChI, HO | XO/le POBe/IeHUsI
paeT Ha rocyjap-
HOCTM TIpU (HOpPMY- | UCTIBITBIBAET  HEKO- | IPaKTUUYeCKOro
CTBEHHOM W WHO-
MMpOBKe  0Aa30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
CTPaHHOM(-bIX) o
TOHATUU TEMbI, WC- | B (hopMy/TMPOBKE | BUTBHO OTBEUAeT
S3bIKaX  KOMMY- o
MbIThIBA€T  3aTPy/l- | MOHSATUM 0pu  (Op- | Ha TTOCTaB/eHHbIe
HUKaTHUBHO TIpHU-
HeHUs TIpU BbIOOpe | My/IMPOBKe 0a30BbIX | BOIPOCHI, B/a/leeT
em/eMble  CTH/Ib .
KOMMYHUKAaTUBHO TIOHATUU TEeMBI, KOMMYHUKaTUBHO

nenoBoro  obiie-
HUsA, BepbasibHbIe
1 HeepbOasbHBIE
CpeAcTBa  B3au-
MO/IeHCTBUS C
rapTHepamu
I/I,Z[—ByK-zt ,ZLEMOH—
CTpUPYET HHTe-
rpaTUBHbBIE  yMe-
HUSI  WCIOJB30-
BaTb JMasioThye-
ckoe  oOiieHue
IJIsT  COTpyIHAYe-
CTBa B aKafleMU-
YyeCKOM KOMMY-
HUKayu  o0i1ge-
HUS

TIPUEMJIEMOTO CTHJIS
JIeJIOBOTO  OOIIeHHUS,
BepbanbHbIE U He-
BepbanbHbIe  Cpel-
CTBa B3auUMO/el-
CTBUS C TIApTHEpa-
MU, TIpeBbIIIast
yCTaHOBJIEHHOE
BpeMsi TIPU JI€EMOH-
CTpalli  yMeHWUs
JIMaJIOTUYeCcKOTro
obijenuss Aas  co-
TPy JHUUECTBa B
aKaJleMUUeCcKou
KOMMYHUKaI[UK 00-
IIeHUS

BbIOMpaeT mMpuemsie-
MBI CTW/Ib /1e/I0BOTO
oOII[eHusI,  B3aUMO-
JEeNCTBUS C TIapTHe-
paMHy, 3a YCTaHOB-
JIeHHOe BpeMsi BO3-
MOJXKHBIX  pelleHUH,
JOTTyCKaeT HEeTOYHO-
CTU TP WCII0JIb30-
BaHWU  /IMajiorHuyde-
CKOTO OOIIeHHus IS
COTPyAHWYECTBA B
aKaJleMHUueCcKoum
KOMMYHUKaIMK  00-
ITIeHUs]

TIPUEeMJIEMBIM 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
o011ieHue ayis co-
TPYAHUUECTBA B
aKaJileMU4eCcKou
KOMMYHMKAIAH
oO1eHus
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Mopayas 3. OpraHu3anjioOHHO - pacopsguTe/1bHasi JOKYMeHTbI
OpraHu3alyu

KonTposibHas paborta

Bapuanrt 1

3adaHue 1. CoctaBbTe U 0hOpMUTe TIPOEKT TpHUKasa 00 uTorax paboThl C JOKYMeH-
tamu B OAO «Mup» B mpolie/iieM rogy. B KoHCTaTUpyolllel 4yacTh yKaXkKuTe Ha
UTOTU aHa/Mu3a, BbISBUBLINE HU3KYH0 TpeOOBaTelbHOCTb PYKOBOJAUTEseN mozpasze-
JIeHUM K KauyecCTBY IIOATOTOBKM JOKYMEHTOB M KOHTPOJIO 3a MX UCIIO/NIHeHWeM. B
pacropsiuTesIbHON YaCTU MOPYYUTe PYKOBOJAWTENSM MOZpasfe/leHui YyCUIUTb Tpe-
6oBaTe/IbHOCTh K KauecTBY pabOThI C JOKYMEHTaMH, a pyKoBoauTe o otaena [JOY
pa3paboTaTb Mepbl MO yJyullleHut0 3TON paboTel. OcTasbHbIe laHHbIe YKa)KUTe Ca-
MOCTOSTEJIbHO.

3adanue 2. CocTaBbTe MpHKa3 1o npearnpusTio «Cait» 00 uTorax peBU3uM I10 Mpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTAaTHpYHOIel YaCcTU YKaXkKUTe, UTO peBu3uel 00-
Hapy>keHbl (akThl TPyOOro HapyileHus (UHAHCOBOTO yueTa, TMOJHOe OTCYTCTBHE
ydyeTa U OTUYETHOCTH MO KOMaHAWPOBKAaM, OTCYTCTBHE JKypHaja yyeTa JOBEepeHHO-
crei. OcTanbHble MYHKTHI B PaCMoOpsiAATeIbHOU YaCTU U HeJ0CTaroLe PeKBU3UTHI
JIOTIOJTHUTE CaMOCTOSITE/TBHO.

Bapuant 2

3adanue 1. CocTaBbTe TIPOEKT MpHKa3a O IPeMUPOBAaHUU PaOOTHHUKOB TJIaHOBO- (hu-
HAHCOBOTO OT/efla 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi oripefiesieHa B pas-
Mepe 60% ekeMeCsSTYHOTO AO/DKHOCTHOTO OKmaza. [lopyuute Oyxrantepy A.K. I'a-
PWIOBOM HAYMC/IUTh MPEMUIO U3 (DOHZA MaTepUalbHOro noomipenus. [IpoekT nprka-
3a noarotoBseH cekperapem A.C. ITetpoBoit (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[LOTIOJIHUTE CaMOCTOSITe/TbHO.

3adanue 2. CocTaBbTe MpHKa3 Mo mpeanpustrio «Cailyi» 00 uTorax peBU3uH 10 Mpo-
Bepke (JMHAHCOBOTO yyeTa. B KOHCTAaTUpYHOIel YaCcTH YKa)XkKUTe, UTO peBU3nel 00-
Hapy>keHbl (akThl TPyOOro HapylileHus (UHAHCOBOTO yueTa, TMOJHOe OTCYTCTBHE
ydyeTa U OTUETHOCTH M0 KOMaHJMPOBKAaM, OTCYTCTBHe JKypHaja yudeTa [JOBEpeHHO-
crer. OcTanbHbIe TIYHKTBI B PaCloOpsiAUTE/bHOM YaCTU UM HeJOCTarIue PeKBU3UTHI
[IOTIOJTHATE CaMOCTOSATEJIbHO.

Bapwuanr 3

3adanue 1. CocTaBbTe TIPOEKT MPHKa3a O TIPeMUPOBAHUM PabOTHHUKOB TIJIAaHOBO- (U~
HaHCOBOT'O OT/efla 3a JOCPOUHYH0 pa3paboTKy mpoekTa. [Ipemusi onpeziesieHa B pas-
mepe 60% e)keMecsIuHOTO ZI0/DKHOCTHOTO okaza. [Topyunte Oyxrantepy A.K. I'ae-
PWIOBOM HAYMC/IUTh MPEMUIO U3 (DOHZA MaTepUasbHOro noomipenus. [IpoekT nprka-
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 uTorax paboThl C JOKyMeHTaMU B
OAO «Mwup» B mpouiefiemM rofy. B KoOHCTaTUpyIOILeH YaCTh YKaKUTe Ha WUTOTU
aHaJIM3a, BLISBUBIIIHE HU3KYIO TPeOOBAaTe/LHOCTh PYKOBOZAUTE e TIopa3zie/ieH|i K
KaueCTBY TMOJATCOTOBKY JOKYMEHTOB M KOHTPOJIIO 3a UX WCMOJIHEHWeM. B pacriopsau-
TeTbHOW YaCTH TIOpyuYWTe PYKOBOJUTENSIM TIO[pa3fie/ieHHi yCWINTh TpeboBaTesb-
HOCTb K KaueCTBY paboThl C JOKyMeHTaMu, a pykoBoautesto otjena JOY paspabo-
TaTh MEepPhI M0 YAyUIIeHWI0 3Toi paboThl. OcTasibHbIe aHHbIE YKa)KUTE CaMOCTOSI-
TeJIbHO.

Bapmuanr 4

3adaHue 1. 3adaHue 1. CocTaBbTe IIPOEKT MpHKa3a O MPEeMHPOBAHWU PabOOTHHKOB
TJIaHOBO- (PMHAHCOBOTO OT/esia 3a AOCPOYHYIO pa3paboTKy rpoekTa. [Ipemus orpe-
neneHa B pasMepe 60% e)keMeCSIUHOTO J0/DKHOCTHOTO OK/aja. [lopyurTe Gyxranre-
py A.K. 'aBpuioBOM HAuMCIUTH MpeMHI0 M3 (OHAA MaTepPUaJbHOIO MOOLIPEHUS.
[TpoekT npukasa noarorosyeH cekpetapeM A.C. [TetpoBoit (Ten. 23-45-67). Ocranb-
Hble PEKBU3UTHI [JOTIOJIHUTE CaMOCTOSTe/IbHO.

3adanue 2. CocTaBbTe MpHKa3 1o mpeanpustio «Cailyi» 00 uTorax peBU3nu 10 Mpo-
Bepke ()MHAHCOBOTO yyeTa. B KOHCTaTHpYHOLel YaCcTu YKaXkKUTe, UTO peBu3uen 00-
Hapy>keHbl (akThl TPyOOro HapyileHus (UHAHCOBOTO yueTa, TMOJHOe OTCYTCTBHE
yueTa M OTYETHOCTH [0 KOMaH/JVpPOBKaM, OTCYTCTBME JKypHaja yuyeTa [JOBEpPEeHHO-
crer. OcTanbHble MYHKTBl B PaCOpsAUTeIbHOU YaCTU U HeJOCTarolie PeKBU3UTHI
JOTI0/THUTE CaMOCTOSITe/IbHO.

BapuanT 5

3adanue 1. CoctaBbTe U OdopMHUTe MpHKa3 00 UTorax paboThl C JOKyMeHTaMu B
OAO «Mwup» B mpouiefiiemM rojy. B KoHCTaTUpyOILel 4aCTh YKaKUTe Ha WUTOTU
aHaJIM3a, BLISIBUBIIIHE HU3KYIO TpeOOBaTe/ILHOCTh PYKOBOJUTE/IEH TO/Ipa3/jeieHrid K
KayeCTBY IMOJATOTOBKM JOKYMEHTOB U KOHTPOJIIO 3a WX UCIOJ/IHEeHWeM. B pacriopsigu-
TeTbHOW YaCTH TOpyuYHTe PYKOBOJUTENSIM TIO[pa3fie/ieHHi yCWINThL TpeboBaTesb-
HOCTb K KauecTBy pabOThI C JOKyMeHTaMH, a pyKoBoauTesro otaena JJOY pa3pabo-
TaTh MEPBI M0 YAyUIIeHWI0 3Toi paboTel. OcTa/ibHbIE JAAHHbIE YKa)XKUTE CaMOCTOSI-
TeJIbHO.

3adanue 2. CoctaBbTe U odopmuTe nprka3 mo OAO «Arporpubop» 06 obecrieue-
HUM TI0)KapHO# 6e3011acCHOCTA W YCW/IeHWW OXPaHbl TIpeArnpusTvs. B KoOHCTaTUpyto-
1leM 4acTH COLLIMTeCh Ha OMAaCHOCTb TEPPOPUCTUUYECKUX aKTOB M YKaXKUTe LieJib
obecrieueHust 6€30MMACHOCTH JItO/lel U cCOXpaHeHWe UMYIIlecTBa. B pacropsiauTensHOM
yacTu cjefyeT o0s3aTh HauarbHUKa OT/ena oxpaHbl K. X.JIO)KKWMHA YCHIUTH TPO-
MyCKHOW PEXXUM U OPraHu30BaTh KPYIJIOCYTOUHOE AeXYPCTBO Ha ckiaze Ne 1; Ko-
MeHzaHTa 31aHud B.H.Cyxux — npoBepuUTh COCTOSAHME CUTHAIM3aLUU U 3JIEKTPOIIPO-
BOJIKY, @ HavajabHUKa agMuHucTtpatuBHoro otzena O.I1.IletpeHko — repeBecTu B
cknaz Ne 1 Bocruiamensitorpecs BerectBa. OcrabHble JaHHbIE YKa)KUTe CaMOCTOS-
TeJIbHO.

Bapuasnrt 6
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3adaHue 1. CocTaBbTe MPOEKT MpHKa3a O TPeMHUPOBaHUU PAabOTHUKOB TI/IaHOBO- (hH-
HAHCOBOTO OT/ieJia 3a IOCPOUHYIO pa3paboTKy rpoekra. [Ipemus orpeseneHa B pas-
Mepe 60% ekeMecsiIuHOTO Z0/DKHOCTHOTO okaza. [Topyuute 6yxranrepy A.K. I'aB-
PUJIOBOW HAUMC/IMTh MPEMUIO U3 POH/A MaTepuaabHOro nootjpenus. [IpoekT nprka-
3a noarotosseH cekperapem A.C. ITetpoBoit (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
[OTIOJTHUTE CaMOCTOSITe/IbHO.

3adanue 2. CoctaBbTe U OpopMHUTe TNMpHKa3 00 UTOrax paboThl C JOKyMeHTaMu B
OAO «Mwup» B mpomiefiiemM rojy. B KoHcTaTHUpylolljeli 4aCTh yYKaKUTe Ha WUTOTU
aHa/lM3a, BbISIBUBIIIME HU3KYHO TpeOOBaTe/NbHOCTh PYKOBOAUTeIeH To/[pa3ziesieHui K
KaueCTBY MOJrOTOBKUA JOKYMEHTOB M KOHTDOJIIO 3a UX UCIOJIHeHueM. B pacriopsigu-
Te/IbHOW YaCTU TOpyuMTe PYKOBOJUTENSIM TO/[pa3fie/ieHuil yCWIWTh TpeboBaTesb-
HOCTh K KauecTBY paboThl C JOKyMeHTaMH, a pyKoBoauTemo otaena J10Y pa3pabo-
TaTh MephI MO Y/y4llleHut0 3Tod paboThl. OcTasbHbIe [aHHbIE YKa)XKUTe CaMOCTOSI-
TeJILHO.

Bapuaur 7

3adaHue 1. CocTaBbTe MPOEKT TpUKa3a 0 IPeMUPOBAaHUU PabOTHUKOB T/IaHOBO- (hu-
HAHCOBOTO OT/ieJia 3a IOCPOUHYIO pa3paboTKy rpoekra. [Ipemus orpeseneHa B pas-
Mepe 60% ekeMecsiluHOTO Z0/DKHOCTHOTO OKafa. I[Topyuute Gyxranrepy A.K. I'aB-
PWIOBOM HAYMC/IUTh MPEMUIO U3 (DOHZA MaTepUalbHOro noomipenus. [IpoekT nprka-
3a noarortosseH cekperapem A.C. IletpoBou (Ten. 23-45-67). OcTanbHble PEKBU3UTHI
JOTIOJIHUTE CaMOCTOSITE/TBHO.

3adanue 2. CoctaBbTe U odopMuTe MpHKa3 00 uTorax paboThl C AOKyMEHTaMH B
OAO «Mwup» B mpouefiemM rogy. B KoHCTaTUpyOLeN 4aCTh YKaKUTe Ha WUTOTU
aHa/lM3a, BLISIBUBIIIME HU3KYIO TpeOOBaTe/IbHOCTh PYKOBOAUTe/IeH To/[pa3ziesieHuil K
KaueCTBY MOJTOTOBKUA JOKYMEHTOB M KOHTDOJIIO 3a UX UCIOJHeHueM. B pacriopsigu-
TeJIbHOW YaCTH TIOPYUYUTe DPYKOBOAUTENSIM TIOZpa3/esieHuil yCUIUTh TpeboBaTesib-
HOCTb K KauecTBy pabOThI C JOKyMeHTaMH, a pyKoBoauTesro otaena JJOY pa3pabo-
TaTh MephI M0 Y/IYUIIeHUI0 3TOM paboTkl. OcTanbHbIe [aHHBbIE YKa)XKUTe CaMOCTOSI-
TeJIbHO.

KonTposbHas pabora 2

Bapmuanr 1

3adanue 1. B posiu OyxranTepa COCTaBbTe C/Ty>keOHYIO 3amucKy. Buz city>keGHOM 3a-
MTUCKY BbIOEpUTe, UCXOAs W3 MPeAJIoKeHHOM CUTYyalldd, caMOoCTosiTeNlbHO. [10 BHHe
byxranrepuu cotpyaHukam 3A0O «CeneHa» B TeKyllleM Mecsile Obia 3ajep’kaHa
BbiTulaTa 3apaboTHOl TuiaThl. ['MaBHBIM Gyxranrep uHbopMupyeT Aupekropa 3A0
0 TOM, UTO 3a7iepKKa HaJTMYHOCTH Obl/la CBsA3aHa C oro3zaHreM Ha cueT 3A0 JeHex-
HBIX CPe/ICTB OT IpeAIpUsTU-IapTHEPOB.

3aoaHue 2. CocTaBbTe MPOTOKOJ 3ace/laHUsl MTHBEHTAapH3aljJuOHHOW KOMMCCHHU 3aB0/Ia
ra30BOM arnrmapaTypbl, HA KOTOPOM pacCMaTPUBAaJICS BOMPOC O pe3y/bTaTax UHBEHTa-
pu3aruu 1o ckiagy Ne 2 BCriomMoraTe/IbHBIX MaTepranoB. Ha 3acemanuu ObIO TIPU-
HSITO TIOCTAHOBJIEHHE 00 YTBEp)KAEHHUU pe3y/IbTaTOB WHBEHTAapHW3al[iHd U OTHECEHMUs
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3a CyeT 3aBe/yIOIero CK/IaJjoM HeJoCTaul BCIIOMOTraTe/lbHbIX MaTepuasioB B CyMMe
365 ThIC. py0b., a TAK)Ke 3aUUTaHbI CJINUUTE/IbHAsE BeZJOMOCTD 10 ckiazy Ne2 u o0Obsic-
HUTeJIbHAsI 3alvCcKa 3aBefyroiero ckaazoMm. OcTajibHble AaHHBIE OIpejeuTe TI0
CBOEMY YCMOTPEHHUIO.

Bapuant 2

3aoaHue 1. CocTaBbTe [OK/IaIHYI0 3alMCKy IJIaBHOrO OyxranTepa pyKOBOJUTEIO
NpeArnpusiTUS 0 He0OXOMMOCTH LieHTpa/IM3aljii pacueToB C pabOTHUKaMU MpeArpu-
ATusl. B 00513aHHOCTH yuyeTHbIX PaDOTHHKOB L|EXOB JO/DKHO BXOJUTh JIUIIbL 0GOpM-
JleHHe TIepBUYHBIX JJOKYMEHTOB IO yueTy BbIpaboTKU. B mokajgHOM 3amvcke HeoO-
XOZMMO TIOJATh Tpe/i/IoKeHre O IepecMOTpe LLITAaTOB OTUETHHIX PAOOTHUKOB B L[eXax
M T7IaBHOM Oyxrantepuu u3 pacyera o0lL[ero COKpalljeHUs ILITaTOB He MeHee ueM Ha
20%.

3adaHue 2. CocTaBbTe CMpaBKy O BeJIMUMHe cpefiHell 3apaboTHOM MaThl 3a rof, AJIs
TIO/TyYeHUs] KOMIIeHCALlUU Ha OIulaTy XWibs. OCTabHble JaHHble YKa)KUTe CaMOCTO-
ATeJIbHO.

Bapuant 3

3adaHue 1. CocTaBbTe AOKIQ[HYIO 3alMCKy Haya/lbHUKA OT/ela PYKOBOJAWTEIIIO
TIpeIpusTUst O akTe HEBBITIOIHEHHUSI PACIIOPSHKEHUSI 0 MOHTaKe 000pyZ0BaHUS Ha
yuacTKe, IO TIpPUUMHE €/1aboro KOHTPOJISI CO CTOPOHBI IJIaBHOTO MeXaHHKa.

3adanue 2. CocTaBbTe TMOJHBINA MPOTOKOJ 00IIero cobpaHus pabourx TIPOW3BOJ-
CTBEHHOTO KOOIepaTHBa «3amyCK», Ha KOTOPOM OOCY»>KJasiCsi BOMPOC O CO3ZAHUU
MIPOM3BO/ICTBA CTPOUTE/IbHBIX MaTepHasioB [/l CTPOMTE/NbCTBA >KUIBIX AO0MOB. Ha
cobpanuu Obuta 3aciyiiaHa WHGOpMalYs TpejceaaTesns O BO3MOXXHOCTH CO3/jaHUs
TaKOTO 1]eXa U TiepCcrieKThBax ero pabotsl. [Tocsie obcyxaeHrs ObII0 PUHATO peliie-
HUe TIOPYUYMTh TIpeZice/jaTe/lt0 U ero 3aMeCTUTe/II0 110 CTPOUTENbCTBY B TeueHue 6
MecsiIieB pa3BepHyTb Pab0Ty U BBIIeNUTH /I/1s1 3TUX 1jesielt 31 MyH. pyo.

Bapuaur 4

3adaHue 1. CocTaBbTe [OK/IAZHYIO 3allMCKy T7IaBHOTO OyxXranarepa PyKOBOZAMTEITHO
TIPeITPUSTHS 0 He0OXOMMOCTH 1[eHTpa/IM3al[ii pacueToB C pabOTHUKaMH TIpeTpy-
ATHsA. B 0053aHHOCTH yUeTHBIX paOOTHUKOB 1[€XOB /IO/DKHO BXOZAWTD JIMIE 0(opM-
JleHWe TepBUYHBIX JOKYMEHTOB T10 yueTy BbIpaOOTKH. B fokiazHOM 3amucke HeoO-
XOJJUMO TIOZIaTh Mpe/JI0’KeHre O TIepecMOTpe IIITaTOB OTUETHBIX PAOOTHUKOB B IjeXax
Y TJIaBHOW OyxranTepyy W3 pacueTa OOII[ero COKpalljeHUs IIITaTOB He MeHee UeM Ha
20%.

3adanue 2. CoctaBUTb OOBSICHUTE/LHYIO 3aMMCKy TJIaBHOTO OyxranTtepa IleTpoBoii
H.B. o mpuumMHax HeCBOeBpeMEHHOW BBITIAaThl 3apabOTHOM TuIaThl pabOTHHUKAM
NpeArnpusATHs

Bapuanr 5

3adaHue 1. CocTaBbTe JOK/IaJHYIO 3alUCKy TaBHOTO OyxrajaTepa pYKOBOJWTEIO
nipeanpusitTist 06 yrepe paboTHrkoM CrernaHoBbiM I'.M. mrcbMa-3arpoca, moCTYITHUB-
1Iero B aJipec MNpeAnpusiTUs [Ba MecsLia Ha3az,.
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3aoaHue 2. CocTaBbTe MPOTOKO 3acelaHUsl UHBeHTAapH3al[MOHHONM KOMMCCHH 3aBO/ia
ra30BOM arrapaTrypbl, HA KOTOPOM pacCMaTPUBAJICA BOIMPOC O pe3y/ibTaTaX WHBEHTa-
pu3aru 1o ckiany Ne 2 BcriomoraTe/ibHBIX MaTepranoB. Ha 3acemanuy ObIso TIpU-
HSITO TIOCTAHOBJIEHHE 00 YTBep)KAEeHHU pe3y/IbTaTOB WHBEHTapU3allii U OTHECEeHWUs
3a CYeT 3aBeyHLero CK/AaJ0M HeJOCTaud BCIIOMOraTe/lbHbIX MaTepuaioB B CyMMe
365 ThIC. pyb., a TaKKe 3aUHTaHbl C/IMUKTE/TbHAsT BEIOMOCTD 110 CK/1aay Ne2 1 00bsiC-
HUTe/IbHAs 3aluvcKa 3aBefyrollero ckaagoM. OcTajibHble [aHHbIe OIpeeauTe I0
CBOEMY YCMOTPEHHUIO.

Bapuanrt 6

3aoaHue 1. CocTaBbTe [JOK/I3[IHY}0 3allMCKy HauvaJbHUKaA OT/e/la PYKOBOAUTEIO
TIpeTnpUsTUsI O paKTe HEBBITIOJIHEHUSI PACTIOPsHKeHUsI 0 MOHTaXke 000py/JjoBaHUs Ha
yuacTKe TIO TIpUUKHe ¢/1aboro KOHTPOJISi CO CTOPOHBI I'7IaBHOT'O MeXaHHUKa.

3adaHue 2. CocTaBbTe [OK/Ia[HYIO 3alMCKy HauyadbHUKA OTZe/la PYKOBOAUTEIIIO
TIpeIpUSTUSI O (haKTe HEBBITIOJHEHHUS PACIOpPSDKEHUsI 0 MOHTaKe 000pyZoBaHUS Ha
yuacTKe TIO TPUUKHE C/Iaboro KOHTPOJISI CO CTOPOHBI IJIABHOT'O MeXaHUKa.

Bapuaur 7

3aganue 1. CocTaBbTe [JOK/Ia[HYIO 3allMCKy TIaBHOTO Oyxranrepa pYKOBOJAWUTEITO
nipeanpustst 06 yrepe pabotHrkoMm CreraHoBbiM I'.M. mrcbMa-3arpoca, moCTyITUB-
11ero B aZipec MpeAnpuUsTUs iBa Mecsilja Ha3af,.

3adaHue 2. CocTaBbTe AOK/IAHYIO 3allMCKy TJIaBHOrO OyxranaTepa AWpeKTopy 00
uTorax pabOThI MO LeHTpa/K3aliy pacueToB ¢ pabourMu U ciayaimumu Bl 3aBozia.
LleHTpanu3alysi pacueToB fiajia BO3MOKHOCTb IepeBeCTH Ha ApYyryto paboTy MAThb
OyxranTepoB 11eXOB, YMEHBIIIUTb OMIMOKK B pacueTax C paboumMMHU W C/TY>KaIlMH,
YCUINTh KOHTPOJIb pPacxo/ioBaHusi PoHA0B 3apaboTHOM myiaThl. B 3akmroueHrie HeoO-
XOJJUMO TIOCTaBUTh BOIIPOC O TPEMHPOBaHWM pabOTHUKOB Oyxrantepuu u BII,
obecrieunBarOIMX Mepexo/; Ha IeHTPaJM30BaHHBIA pacueT 3apabOTHOMN TUIaThl TI0
3aBoAly. OcTasibHbIe JaHHbIE YKa)KUTE CaMOCTOSATEJIBHO.

Bapuanr 8
3aganue 1. CocTaBbTe [JOK/IaHYIO 3allMCKy T7IaBHOTO Oyxranrepa pYKOBOJAWUTEITO
nipeanpusitist 06 yrepe pabotHrKoM CreranoBbiM I'.M. mrcbMa-3arpoca, moCTyITUB-
LIeT0 B aZipec MpeATpUsATHS Ba MecsLa Ha3a[.
3aganue 2. CocTaBbTe CMpPaBKy O BelMUMHEe CpefiHel 3apab0THOM TIIaThl 3a Toj /s
MOTyYeHUs] KOMITeHCALIUU Ha OTuIaTy >Xuibsi. OCTanbHbIE [JaHHbIE YKa)KUTE CaMOCTO-
ATEJIbHO.

KoHTpo/sibHast pabora 3

Bapmuanr 1

3adanue 1. CocTaBbTe TIprKa3 006 0cBOOOXKIeHHNH Bac OT paboThel B pupme «OpbuTa»
B CBSI3U C TIepee3/[0M Ha HOBOE MECTO>KUTE/TbCTBO.

3adaHue 2. Harmmimre 3asiB/ieHKe O TIpUeMe Bac Ha paboTy SKOHOMHUCTOM B rOCyZap-
CTBEHHOE TPe/IIPUATHE I10 CBSI3U U MHPOpPMaTHKe «PoCCBA3bUHGOPM».
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Bapuanr 2
3adaHue 1. CocTaBbTe TIpHKa3bl: a) O TpueMe Ha pabory Oyxranrepom VBaHOBOI
W.I1.; 6) 06 yBonMbHEHUH TTEPEBOIOM B PYTYIO opraHu3aiyio. Hemocraroiiye peKBu-
3UTHI YKaXKUTE CAMOCTOSITE/TBHO.

3adaHue 2. CoCcTaBUTb pe3toMe [IJisl 3aHSATHSI BAKAHTHOM [IO/PKHOCTH TJIaBHOTO
5KOHOMMCTA

Bapuant 3

3adaHue 1. Hamuimmre 3asiBjieHHe O TIPHEMe Bac Ha paboTy SKOHOMHCTOM B roCcyJap-
CTBEHHOE MpeJIpUsiTHe 10 CBSI3U U MH(OpMaTUKe «PoCCBA3BMHGOPMY.

3adaHue 2. CocTaBbTe XapaKTepHUCTHKY-PEKOMEHZAI[MI0 Ha pabOTHHKa Balllero
TIPeJTIPUSTUST [IJIs1 TIOCTYIIJIeHUsI ero B acrupaHTypy HoBOoCHOMPCKOrO MHCTUTYTA
HapO/HOTO XO3sIMCTBa.

Bapwuanur 4
3adaHue 1. HanviuuTe 3asiB/ieHUe O TPeJOCTaB/Je€HUWM BaM aJMUHUCTPAaTUBHOTO OT-
MyCKa 1o ceMelHbIM obcTositesibcTBaM. OcTasibHble PEeKBU3UThI YKa)KUTE CaMOCTOSI-
Te/bHO.

3aoaHue 2. CoCTaBUTb pe3toMe [IJIs1 3aHSITUSI BAKAHTHOM JJOJPKHOCTU TJIaBHOTO
5KOHOMMCTa

Bapuant 5

3aoaHue 1. [Iupektop 3A0 «CeneHa» TIpUHSI pellieHWe O TIpUeMe HOBOTO COTPY/[-
HUKa B OTJe/l MapKeTMHra Ha [JO/DKHOCTb «PEeK/JIaMHOrO areHta». Mexay
3A0 wu cneLranyMCcTOM 3aK/IKYeH TPYZO0BOM JOTOBOP.

3ajanue: B pomu COTpyAHMKa KaZIpOBOWM CAy)KObl TIOATOTOBBTE TIIPOEKT [I0-
KyYMeHTa COOTBETCTBYIOLLIETO CUTYAL[WH.

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

Bapuasnrt 6

3aganue 1. CocraBbTe IMpHKasbl: a) O nMpueMe Ha paboty Oyxrantepom VBaHOBOM
W.I1.; 6) 06 yBO/IbHEHUM TTIEPEBOJIOM B [IPYTYIO OpraHu3anuio. Hezpocrarolye pekBu-
3UThI YKKUTE CAMOCTOSITE/TBHO.

3adanue 2. OdopmuTe 3anuch B TPY/JOBOM KHIKKe 00 YBOJIbHEHWH Bac: a) 10 Co0-
CTBEHHOMY >KeJIaHHI0; 0) B CBSI3M C TMKBU/JAL[ei TIPeATPUSITYS; B) B CBSI3U C HECOOT-
BeTCTBHEM BBITTOTHEMON pabOThI TIPebsBAsIEMbIM TPeOOBaHUSM, BCJIeACTBUE He-
J0CTaTOYHOU KBa/MUKALUH.

®oHA TeCTOBbIX 3aiaHUM /11 TeKYIllero KOHTPOJIsi 3HAaHUM 10 TeMe:

Bbibepume o0uH npagu/ibHbIll 6apuaHm

IIpuka3sbl, yKa3aHusi, PaclopsOKeHHUsl, PellieH!sI 0OTHOCATCS K TpyIie:
+0praHU3aIjiOHHBIX JOKYMEHTOB

CTIPaBOYHO-WH(MOPMAI[HOHHBIX IOKYMEHTOB
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pacropsiIuTeIbHbIX IOKYMEHTOB
HUCXOZSAIINX TOKYMEHTOB

CJ1y>KeOHOM TepernvcKu

Bblbepume 00uH NnpasuibHbIl 6APUAHM

Kak Ha3bIBaeTcs NpaBOBOM aKT, ONpe/e/ A0 MOPA/J0K 00pa3oBaHus, MpaBa,
00A3aHHOCTHU U OPraHU3aLi0 padoThl NMpeNPUATHUS HA JJTUTE/TLHBIA CPOK Bpe-
MEeHHU?

MpUKa3

+yCTaB

JIOTOBOP

T0JI0’KeHHe

IITaTHOe pacrhurcaHue

Bbibepume o0uH npaguibHbIll 6apuaHm

HopMaTHuBHBIN aKT, H3/JaBaeMblii pYKOBOAWTE/IEM MPeNPHUATHA — ITO:
+TIpHUKa3

HWHCTPYKIUS

T0JI0’KeHHe

pacriopskeHre

JIOTOBOP

Bbibepume 00uH npagu/ibHbIll 6apuaHm

JIOKyMeHT, B KOTOPOM Omnpeje/IA0TCA 3aJaul, (PYHKI[UH, MPaBa U 00513aHHOCTH
COTPY/IHUKOB

+I0/DKHOCTHAst UHCTPYKLIUST

WHCTPYKIUS

TIpaBUia BHYTPEHHEro pacriopsiika

IITaTHOe pacTrcaHue

Bbibepume 00uH npasu/ibHbIll 8apuaHm

JIoKyMeHTBI WAyIIHe CBepXy BHH3 10 CHCTeMe YNpaB/IeHUsI OTHOCATCHA K CHCTe-
Mme

OpraHu3al[MOHHOMN

+pacnopsiguTe/IbHON

CIIpaBOYHOM

MH(OPMaLMOHHOU

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

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

aaTa

TIO/ITTHCh

PErUuCTPALMOHHBIM HOMED

Bblbepume o0uH npagu/ibHbIll 6apuaHm

JIOKyMeHT, He BXO/ISLIHI B IPYIIy PACHOPAJUTETbHBIX

+1ITaTHOE pacrycaHue

peliieHye

yKasaHue

TIpUKa3
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Bblbepume o0uH npaguabHbIll 6apuaHm

Kak Bejercsa Hymepanusi NPUKa30B [0 0OCHOBHOM AeATe/IbHOCTH?
T0 TIOPSIZIKY C MOMeHTa 00pa30BaHUsl MPe/TIPUsTHUS

IO MOPSAJKY B MpeJiesiax MecsLia

+T10 MOPSAJIKY B MpeJiesiax rofa

He BeJ|eTCsT BOoOIIe

BeJIeTCSI IPOU3BOJIbHO

Bbibepume o0uH npaguabHbIll 6apuaHm

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

TPY/1I0BOM KOHTPAKT

TPY/I0BOM [IOrOBOP

TIPYKa3 o TIpyeMe Ha paboty

+10/DKHOCTHAst UHCTPYKLIUSI

yCTaB TpeATPHSTHS.

Bbibepume 00uH npagu/ibHbIll 8apuaHm

B KakoM /JOKyMeHTe 3aKpelieHbl JO/DKHOCTH ¥ YHC/IeHHbIA COCTaB NpeAnpus-
THA C yKa3aHueM (hoHAa 3apadoTHOM m1aThI?

+B IIITaTHOM pacCITHCaHUH

B CTPYKTYype€ U IITaTHOW UYMC/IEHHOCTH

B TI0JIO’KEHHH O TIepCOHasIe

B ZIO/DKHOCTHOM MHCTPYKI[UU

B yCTaBe TIpe/pUsITHUS

Bbibepume o0uH npaguabHbIll 6apuaHm

K opraHn3anioHHO-PacCnopsAuTe/TbHBIM A0KYMeHTaM OTHOCATCHA
+T10JI0’KeHHe O TI0/Ipa3zie/ieHuHr

OTYeT

CBO/IKA

HakJ/laJHast

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Kakue [0KyMeHTbI U3/Jal0TCA HAa OCHOBe eJJUHOHAYa/IUA:
pelLleHust

+TIpUKa3bl

yCTaBbl

JOJDKHOCTHAsi UHCTPYKIIHST

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Kakas yacTh TeKCTa MpuKa3a siB/IsAeTCA 00A3aTe/ IbHOU
KOHCTaTUpYyHoILas

+pacriopsiiuTeIbHast

obe

10 YCMOTPEHUI0 COCTaBUTe IS

Bblbepume HeCKO/bKO npasu/ibHbIX 0Meemos
OpraHu3anoHHbIe JOKYMEeHThI - 3T0

JOKYMEHTBI 00s13aTe/IbHbIe K IPUMEHEHHTO
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+KOMIT/IEKC B3aMOCBSI3aHHBIX JJOKYMEHTOB, perylaMeHTUPYIOIUX CTPYKTYPY, 3afia-
un, GYHKI[UY TIPeATNPUATHS, OPTaHU3aliIo0 ero paboTkl, TipaBa, 00s3aHHOCTH U OT-
BETCTBEHHOCTD CIEIMa/IMCTOB U PYKOBOZCTBA MPeATIPUATHS

+I0KYMEeHTbI, yCTaHAB/IMBAOII[He KaKye - IMO0 HOPMBbI U TIPaBW/Ia

JOKYMEHTBI, OTIpe/iesIsolre 1 3aKpeTuIsolIye By AeATeTbHOCTH U CTPYKTYPY AaH-
HOTO TIPe/ITTPUSATHS

Bblbepume HeCKO/bKO Npasu/ibHbIX 0Meemos

Pacnopsijute/IbHBIN JOKYMEHT MOKEeT YTBEPK/JaThCA:

+40/DKHOCTHBIM JIMLIOM

+CrieLyaJbHO U3/JaBaeMbIM JOKYMEHTOM

opraHu3aljyen

CTPYKTYPHBIM ITO/Ipa3zie/ieHieM

Bbibepume o0uH npaguibHbIll 6apuaHm

Kakoe pacmnosiokeHue peKBH3UTOB PeKOMEH/yeTCsl i/IA ITUCeM?

+yrioBoe

IIPOZI0JIbHOE

9TO He UMeeT HUKAKOT0 3HaUeHUsI

He 3Haro

Bblbepume 00uH NpasuibHbIl 86APUAHM

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

K pacropsiIuTe/TbHbIM JOKYMeHTaM

K OpPraHu3arjiOHHBIM JJOKyMeHTaM

+K CIpaBOYHO-UH(POPMALOHHBIM JOKYMEHTaM

(HMHAHCOBLIM JOKYMEHTaM

K JINYHBIM JJOKyMEeHTaM

Bblbepume 00uH NpasuibHbIl 6ApUAHM

Kakue J0KyMeHTbI Ha3bIBAlOTCA MH(POPMAIHOHHO-CIPABOYHBIMH ?
NOKYMEHTBI, perjiaMeHTUPYIOIe CTPYKTYPY, 3a/1auu, (QyHKIIUN TIPeITPUSITHS, Opra-
HHU3aIL[[I0 ero paboThl, IpaBa, 00513aHHOCTU 1 OTBETCTBEHHOCTh PYKOBOZUTE e U
CTIeLIa/TUCTOB

JOKYMEHTBI, XapaKTePU3YIOIIe TPYZOBbie OTHOILIEHUS MEXK/Y TTPeAIPHUSTHEM U pa-
OOTHUKOM

+0KyMEHTBI, CofiepyKaliirie HPOpMaILyio 0 (haKTHUeCKOM T0JIOXKeHUU [T, CTyrKa-
I[1ie OCHOBAHWUEM /[I/Isl IPUHSITHS pellleHri, N3jaHusT PacTIOpPSAUTETbHBIX TOKYMEHTOB
JMOKYMEHTBI, 0OpaIljeHHbIe K HIDKECTOSIIM OpraHH3arvsaM, TPYIIaM WA OT/Ae/Tb-
HBIM JIALIAM;

JNOKYMEHTBI, OTpaykatoIllie JOTOBOPHbBIE OTHOIIIEHHS MeX/Y MPeANpUsTAIMA
Bblbepume o0uH npagu/ibHbIll 6apudaHm

Kakoe pacmnosiokeHue peKBH3UTOB PeKOMEH/yeTCsl A/If ITUCeM?

+yTJI0BOE

IIPOZI0JIbHOE

yTJIOBOE U MPO/I0bHOE

¢aroBoe ¥ rieHTPOBaHHOE

TIpo/10/ibHOE U (h1aroBoe.
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Bblbepume o0uH npaguabHbIll 6apuaHm

ITucsmo, copepikaiee moJpodHoe oNHCaHUe MPeA/IaraeMbIX YC/IyT WX TOBAapOB
+peKaMHoe

TTUCHMO-TIPUT/IAIlIeHHE

COTIPOBOIUTE/IbHOE

ZIOTOBOPHOE

Bblbepume 00uH NpasuibHbIl 6aApUAHM

ITncbMo, nMeroinee (PpMHAHCOBBIE U IOPU/UYECKHE T0C/Ie/ICTBHSA JO/DKHO ObITh:
+TI0/ITIMCAaHO JUPEKTOPOM, /1. OyXra/nTepoM, 3aBepeHo MeuaThbio
TMO/ITIMCaHO AUPEKTOPOM U COTJIaCOBaHO C FOPUCTOM

TMO/ITIMCAHO TJI. OyXranTepom, yTBepKAeHO AUPEeKTOPOM
TO/ITIMCaHO JUPEKTOPOM

Bbibepume o0uH npaguibHbIll 6apuaHm

YemM ¢hakc oT/iMuaeTcsi 0T NnUcbMa 1o 0opmM/IeHH0?
+5IBJIIETCS He TTO/IJTMHHUKOM, a KOTTHeH JOKyMeHTa

COJIEPIKUT PsiJ AOTIOJTHUTETbHBIX PEKBU3UTOB

reuvaTtaeTcsi Ha Tenedakce

He MOJKeT OBbITh 3aBepeH TevaThbio

BCe BBIIIIeTIePeUrCIIeHHOe BEPHO

Bbibepume 00uH npagu/ibHbIll 6apuaHm

KakoB CpokK XpaHeHHUs /ie/I0BbIX IMCeM?

MecCsi1]

1 rop

3 roga

+5 j1et

He XpaHATCsS BooO1Ie

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Ha KakoM c/1y)ke0HOM NMUCbMe MPOCTaB/IsAeTcsa peKBU3UT “CchlIKA Ha peru-
CTPALMOHHBIN HOMEP M JJaTy JJOKyMeHTa”?

npock0ax

COTIPOBO/UTE/TLHBIX

HWHGOPMAI[OHHBIX

+0TBeTax

Bblbepume 00uH NnpasuibHbIl 6aApUAHM

Kakas jjaTra siB/isieTcs JaToi MPOTOKO/Ia

JaTa TOAMUCaHKs TIPOTOKO/Ia

+71aTa 3acejaHUsT

JaTa perucTparjyy MpoToKOJIa

[laTa CoryiacoBaHUs

Bblbepume o0uH npagu/ibHbIll 6apuaHm

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

CripaBKa

aKT

+cmy>xeOHast 3armcKa
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00BsICHUTe/TbHAs 3ar1cKa

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Ilpu perucTpaiuy Kakoro A0KyMeHTa /jaTa PerucTpPanyiy yKa3bIBaeTcs He B
A€Hb ero MoANMUCAHUA:

TIpUKa3

+IIPOTOKOJT

peliieHue

TOCTaHOBJIEHUE

Bbibepume o0uH npaguabHbIll 6apuaHm

VimMeeT /1M IOPUAMYECKYIO0 CUTY TMIPOTOKOJI, I'/ie He YKa3aHO KO/INUeCTBO MPHCYT-
CTBYIOLLINX

eCJIv OH TO/ITIMCaH TpeJice/iaTesieM U ceKpeTapeM

eC/IM 3TO KPaTKUU MPOTOKO/

+HeT

T/le TIO/[ITHCaHbI BCe WIeHbI KO/UIEKTUBHOTO COOPaHUS

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Kakasi 0c00eHHOCTB cyIecTByeT npu 0GopmM/IeHHH «0()HIHATBHOTO0 MUChMa»?
MTHUCBMO odopMIIsieTcst Ha (MPMeHHOM OJlaHKe OpraHU3aIiu

+He CTaBUTCS Ha3BaHMe ero Bhja

2-11 9K3eMIT/ISIP OCTAeTCsI B OpraHU3aIuu

Bbibepume o0uH npaguabHbIll 6apudaHm

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

TpUKa3

+TejerpaMma

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

JI7isi Uero CoOCTaB/ISIITCSA «COMPOBO/JUTE/TbHbIE THCbMa»?

JUTSI TIOATBEPKI€HHS TI0/TyUeHHUsT JOKYMEHTOB ¥ MaTepUasioB-ITMCeM

ZIIs BBID@YKEHHST 0/1aroZlapHOCTH 3a UTO-TMO0

+7711 COOOITIeHMs aZipecaTy O HarpaB/eHNH KaKUX-TH00 JOKYMEHTOB, MaTepUaTbHBbIX
LleHHOCTel

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Komy MoXeT ObITh aipecOBaHO MMCbMO-TIPUIJIAIIIeHHe?

KOHKPETHOMY JTUITY

HECKOJIbKUM JIUL[aM

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

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

+KOor/ia He yZlaeTcsl C TIOMOII[bIO TIeperoBOPOB WJ/IM JIMYHOTO KOHTAKTa IMOTyYUTh He-
00X0MMBI OTBET WM [JOOUTHCS TIPUHATHS HY>KHOTO PeIeHHs

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

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

Bbibepume HeCKOAbKO NpasuU/ibHbIX 0Meemos

Kakue peKBU3UTHI BK/IIOUAIOTCA B COCTAaB PEKBU3UTOB 0/1aHKA MACbMa
+azipecar (To/yJaTesib)
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MeCTO COCTaBJIeHUsI
+HauMeHOBaHUe OpraHU3aIuu

+3aroJjIoBOK K TEKCTY

Bblbepume 00uH NnpasuibHbIl 6APUAHM

JIOKyMeHT, coiep>Kalliii OIMUCaHue U MO/ TBep)KieHre (DAKTOB U COOBITHI —
+CIripaBKa

dakc

MpUKa3

yCTaB

Bbibepume o0uH npaguabHbIll 6apuaHm

Bo Bpemsi MPOU3BO/ICTBEHHOT'0 COBEIaHUA Y JUPEKTOPa CeKpeTaphb 3aluChIBaJl
BBICTYI/IEHHS ¥ IPUHATHIe pemieHus1. ITo uroram 3acefganus cieayer opopMUTH
+TIPOTOKOJT

pelieHune

pacIiopspKeHre

TIPOTOKOJI, peIlieHre 1 PacliOpsUKeHHETI0 YCMOTPeHHUIO HauabCTBa

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ITncbMeHHOe CO00IeHHEe PYKOBOJUTE/NI0 0 CIy)KeOHOM Jejie C BbIBOAAMH H
Mpe//I0KEeHUAMM:

+/10K/IaHast 3aTMcKa

TIPOTOKOJT

MTUCHMO

00BSICHUTe/TbHAs 3arrcKa

Bbibepume o0uH npaguabHbIll 6apuaHm

AKTBI, NMCbMa, ()aKChl, JOK/IQHbIE 3aIMCKH OTHOCATCA K...

OpraHM3aIMOHHBIM JJIOKYMEHTaM

CTIpaBOYHO-WH(MOPMAI[MOHHBIM JOKyMeHTaM

+pacropsAuTeIbHBIM IOKYMeHTaM

BHEIITHUM JJOKyMeHTaM

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ITncbMeHHOe CO00IeHHEe PYKOBOJUTE/NI0 0 CJIY)KeOHOM Jejie C BbIBOAAMH U
Mpe//I0KeHUAMM:

+/I0K/IajHast 3aTMCcKa

TIPOTOKOJT

MTHUCHMO

00BsICHUTe/TbHAs 3aIrcKa

Bblbepume o0uH npagu/ibHbIll 6apudHm

YTto ABAsAeTCs pekiaMalnen?

+KOMMepUeCKU IOKYMEHT, IPeZCTaB/IAION[HN COOO0M TTPeTeH3uH K CTOPOHE, Hapy-
IIMBIIIEN TTPUHATBIE Ha ce0st 0 KOHTPAKTY 00si3aTe/TbCTBa, M TpebOBaHMe BO3Melle-
HUsI YOBITKOB

OTBETHOE MMUCHMO, ITOATBEP KAAloIlee BO3BpaT HEKAUeCTBEHHOTO TOBapa

peK/iaMa ITpOr3BeIeHHOM MTPO/YKIUH

Bbibepume 00uH npagu/ibHbIll 8apuaHm
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JloKyMmeHT, GUKCHPYIOLIMI CcOrJiallleHHe CTOPOH 00 yCTaHOB/IeHUH TPYAOBbBIX
OTHOILEHUH U Pery/JMpyHIHMi UX, Ha3bIBAeTCH ...
TPY/I0Basi KHW>KKa

KOZIeKC 3aKOHOB O TpyZe

3 MpuKas 1o JMYHOMY COCTaBy

+TPYZ0BOM 10rOBOP

JIO/DKHOCTHAsT MHCTPYKLIUS

Bbibepume o0uH npaguabHbIll 6apuaHm

Kak xpaHATCA IpUKa3bl 110 JIMYHOMY COCTaBy?

B JINYHOM Jiejie COTPYAHUKA

BMeCTe C APYTMMH KaZIpOBbIMU JOKYMEHTaMU
+IPYNIUPYIOTCA B OTJEe/IbHOE J1e/10

BBIJJat0OTCSl HA PYKU COTPYJHHUKY

BMeCTe C [PUKa3aMu [0 OCHOBHOU J1eATe/IbHOCTH.
Bbibepume 00uH npagu/ibHbIll 6apuaHm

O uem NUIUYT B JIMUHOM 3asiB/IECHUH?

+0 ripyeMe Ha paboTy U YBOJIbHeHUH, 00 OTIyCKe

O CBOMX JIMYHBIX MJIaHAX

00 oro371aHNH

O BBITIOJIHEHUM MIOPYYEeHUS

00 OCHOBHBIX 3Tarax >KW3HeHHOTO MyTH

Bbibepume o0uH npaguabHbIll 6apuaHm

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

+PYKOBOJHUTEJII0 NPeANpUITUS

Havya/bHUKY OTJe/la KaJipoB

/1. Oyxranrepy

TOBApMIILly 110 paboTe

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KakoB CcpoK XxpaHeHMsI I0OKYMEHTOB 10 IMUHOMY COCTaBY
10 net;

15 net;

50 neT;

+75 ner.

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

B Kak#Xx JOKyMeHTax PsA/I0M C PeruCTpaljHOHHBIM HOMepPOM YKa3bIBaeTcsi OyK-
Ba «J1/C»

aKThI

JOK/Ia/IHbIe 3aliCKU

TIpMKa3bl 1I0 OCHOBHOW [J1eITeIbHOCTU

+IIpHKAa3bl 110 TUUYHOMY COCTaBY

CTipaBKH

Bblbepume 00uH npasuibHbIl 6apUAHM

Ha koro 3aBoauTcsi IMYHOeE Ae/10?

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

Ha HapyluTesen TpyJ0BOH AUCLIUTIIVHBI

Ha KJIMeHTOB (hUpMbI

110 YCMOTPEeHUI0 a/IMUHHCTPALIAY TIPeITIPUSTUS

Bblbepume o0uH npaguabHbIll 6apuaHm

Komy ciiefiyeT afipecoBaTh 3asAB/IeHHE 0 MPpHeMe Ha padoTty?
COOCTBEHHUKY TPeATPUSITHUS

+PYKOBOJUTE/IIO IIPEeATIPUATUS

OT/eJ1 KaJpOB

Hava/JbHUKY OT/iesia KaJIpoB

Hava/JbHUKY MO/ipa3/esieHust

Bbibepume o0uH npaguabHbIll 6apuaHm

MO0>XHO /T UCTIPAaBUTh OIIHO0YHYIO0 3aMKCh B TPY/I0BOM KHIKKe?
71a, METO/IOM MPOCTOr0 3aUepKUBaHUs

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

Bbibepume 00uH npagu/ibHbIll 8apuaHm

IIpu 3aK/II0UeHUH TPY/J0BOro KOHTPAKTA He MOTYT YCTaHAB/IUBATHCA 110
COT/IACOBAHMIO CTOPOH C/IeAYIOIjHe YC/IOBHSA:

+0CHOBaHHS YBOJIbHEHUST pabOTHHKA

coBMellleHUe npodeccuii

oryiaTa TpyZa U MpemMuu

Bbibepume o0uH npaguabHbIll 6apudaHm

BbI X0THTE MO/TyYUTh 3apaldoTHYI0 IU1aTy 3a 3a0o/ieBmiero cynpyra. Kakoi jo-
KyMeHT Heo0Xx0uMm JAJjis 3Toro?

pacImcKa

CBU/IETEJIbCTBO O Opake

3asiB/IeHMe U MacropT Cyrnpyra

+10BEpEHHOCThb

He 3Hato

Tabymma 5 — Kpurepun oneHku ¢)oOpMHPOBAaHHOCTH KOMIIETeHI[HH

Kop u Kputepun orieHnBaHusi chOPMHUPOBAHHOCTH KOMIIETeH-
HauMeHOBaHue 1815051
WHAMKaTopa [10- (4acTu KOMITeTeHIUH)
CTUXKEeHUSI KOMITe- Ha 6a30BOM Ha TIOBbILLIEHHOM YPOBHE
TeHLMU (4acTu YDOBHeE
KOMIIETEHLIVN) COOTBeT- COOTBETCTBYET COOTBeET-
CTBYeT OLIEHKe OLIeHKe «XOpOIII0» CTBYET OLIeHKe
«yZIOBIIETBOPU- 65-85% ot «OTJIMYHO»
TeJIbHO» MaKCUMaJIbHOT' O 86-100%
50-64% ot bamta OT MaKCHMaJIbHO-
MaKCHMaTbHOT'O ro 6asna
basia
W /I-1yk-4 Beibupaet Ha \ B/laJleeT  MaTepua- | 10 CYL[eCTBY OTBeyYaeT | IPUHUMAaeT aKTUBHOe
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roCyJjapCTBEHHOM |
WHOCTPAaHHOM(-bIX)
A3bIKaX ~ KOMMYHHKa-
TUBHO  TIpHeMJIeMble
CTWIb [IeJIOBOTO 00IIje-
HUs1, BepOa/bHbIe U He-
BepOasibHbIE  CpeZACTBa
B3aUMO/IeCTBUS
N-2yk4 Benmer peso-
BYHO TIEperucKy, Yuu-
ThiBasi ~ 0COOEHHOCTH
CTUTMCTUKUA  O(ULIU-
albHBIX W Heo(uULu-
aJIbHBIX TIHMCEeM, COLIMO-
KY/IbTypHBIE pa3TAuUs
B (hopMaTre KOppecCIioH-
JEeHLIUM Ha Tocyzap-
CTBEHHOM W WHOCTpaH-
HOM (-bIX) sI3bIKax
N-3yk-4 JleMOHCTpH-
pyeT UWHTerpaTUBHbIE
YMEHHUsI UCI0/Ib30BaTh
JHaIoTuuecKoe 00IIe-
HUEe JJid COTpyJHHUYe-
CTBa B aKa/IeMHUECKOU
KOMMYHUKAI[UM 00I111e-
HUSI C TITapTHepaMH
N-1nkoc-1  W3yuaer
CTPYKTYpPYy  yIIpaBie-
HUS OopraHu3alueH,
NPOBO/IUT aHA/U3 ee
3¢ eKTUBHOCTH

N 1-2nkoc-1 Pa3paba-
ThIBaeT

TpeJjIoKeHus1 10 pa-
L[MOHA/IM3aLMy CTPYK-
TYypbl yTipaBJ/ieHUs
NIPOM3BOJCTBOM B CO-
OTBETCTBUH C LieJIIMU U
cTparerveld OpraHusa-
L1

I/I,ﬂ—3HKoc- 1 OCY—
IjecTB/ideT Ha TaKTH-
YyeCKOM rOpHU30HTEe

yTipaBjieHHe TIPOU3BOJ-
CTBEHHbIMU TIpoOLiecca-
MH, obecrieueHue 3¢-
(heKTHBHOIO MCMOJ/Ib30-
BaHWsI TIPOU3BOZCTBEH-
HBIX MOIIHOCTeM

NO-1nkoc-2 Wcrmosib-
3yeT BHYTPEHHUE U

JIOM TIO TeMe, HO [|0-
MyCKaeT HEeTOUHOCTH
npu  (HopMyIMpOBKe
0a30BbIX  TIOHATHM
TeMbl, HCITBITHIBAET
3aTpyHeHUsI npu
BbIOOpPE KOMMYHHKa-
THUBHO TPHEMJIEMOTO
CTWISL [1e7IOBOrO0 00-
IIeHus], TIPU BeJleHUH
[le7IOBOM  TepenucKy
Mo yTpaB/IeHUIO Op-
raHusaluen u Jjs

TIOWCKa,  TIpUBJIeYe-
Husi, mozbopa U OT-
bopa TIepCoHaJIa,

TIpeBbIIIasi yCTaHOB-
JIeHHOe BpeMsi TIpH
JeMOHCTpalud  yMme-
HUSl IMa/ornyecKoro
oOImeHnss s Co-
TPyJHUYECTBa B aKa-
JleMUYeCcKol KOMMY-
HUKaLWU 00IIeHust

Ha TIOCTaB/leHHbIE BO-
TIPOCHI, HO MUCIIBITHIBAET
HEKOTOpbIe 3aTpyAHeHus
B (DOpMyJ/IMPOBKe TOHSI-
TUI TIpU (POPMY/IMPOBKe
0a30BbIX TIOHSATUIA TEMBI,
BBIOMpaeT TpHeM/IeMbIi
CTWIb JleJIoBOrO 001Ie-
HUs, B3aUMOJEUCTBUSL C
TapTHepaMH, OCYIIeCTB-
JIsieT [1e7IOBYIO0 Tieperuc-
Ky TI0 YTIpaBJIEHUIO Op-
raHu3anuen u /s ouc-
Ka, TIpUBJIEUeHUs], TO/-
6opa 1 oTbopa mepcoHa-
na,

3a YCTaHOBJIEHHOe Bpe-
Msi BO3MOXXHBIX pellle-
HUM, [OIMyCKaeT HeTou-
HOCTH TIPY HCIOJIb30Ba-
HUM  /IMAJIOTH4YecKoro
o0uleHus1 A7 COTPYA-
HUYeCTBa B akafleMuye-
CKOM  KOMMYHMKALMU
oO11IeHHst

ydacTue B X07ie TIpo-
Be/leHHs TIpaKTHye-
CKOT'O 3aHSITHS, TIpa-
BUJIbHO OTBeYaeT Ha
TIOCTaBJIeHHBIE BO-
TIPOCHI, B/lafieeT
KOMMYHHUKaTHUBHO
TIpUeM/IEMBbIM CTU/IEM
Z1eJI0OBOTO OOIIeHUS
B3alMO/IENCTBUS C
TapTHepaMH, 0Cy-
IIeCTBJISIeT [Ae/I0BYHO
TIepenyvcKy 1o yrpas-
JIEHWIO OpraHu3aiuei
U 17151 TIOMCKaA, TIPU-
BJIeUeHHs, TIoj0opa U
otbopa repcoHana, 3a
yCTaHOBJIEHHOE Bpe-
M1 IEeMOHCTPUDPYET
YMeHUS UCTI0JTb30-
BaTh [JUAIOTHYECKOe
ob11eHue J1st co-
TPY/IHUYeCTBa B aKka-
JleMHUYeCKOH KOMMY-
HUKALUX OOIT|eHHst
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BHEIIIHAE  WCTOUHUKHU
uHpopMaLMu i TI0-
WCKa,  TPHUBJIEYEHUS,
nmogbopa uW  oTOoOpa
repcoHasa

N1-2nkoc-2 Boibupaer
U Ppe3y/JbTaTUBHO WC-
TI0J/Tb3yeT METO/bl TI0-
WCKa,  TPUBJIEYEHUS],
nmogbopa U orOOpa
repcoHasa

I/I,Z[-lm(oc-?) Ocy-
IIeCTB/ISIET aHA/INU3 Op-
raHu3aluu TpyJa rep-
COHa/a, BBISBJISIET pe-
3epBbI TIOBBIIIIEHUS
TIPOU3BO/IUTE/ILHOCTH
TPyAa U  KauecTBa
HOPMHUPOBaHUS TPy/ia
NU-2mkoc-3  Pa3paba-
ThIBA€T CUCTEMBI Op-
raHu3aluu Tpy/ja Iep-
COHasla, TIOpSIIOK HOp-
MHUDOBaHUs TpyJa Ha
pabounx Mectax
I/I’H'BHKOC'B OCy-
IIeCTB/SIET  JlesiTellb-
HOCTb 10 BHEJIDEHHIO U
peamu3auuu 3 dek-
THUBHBIX CHCTEM Opra-
HU3al[UM TPyZJa IMepco-
Hasia

Bapmuanr 1

3aoaHue 1. CocTaBbTe MH(POPMALIMOHHOE THUCHMO O MPOJaXKe YaCTHbIM U rocypap-
CTBEHHBIM MPEe/JIPUATUSIM MePCOHATBHBIX KOMIIBIOTEPOB IO JOTOBOPHOW CTOMMOCTHU
Y 0 BO3MO>XHOCTU MIPUHMMATh 3aKa3bl Ha COCTaB/IeHME TIPOrPaMM.

3adanue 2. CoctaBbTe TTUCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUI[EBOIUECKOU
CTaHL[MU B 00JIaCTHYIO a[MUHUCTPALIMIO O BbiJie/IeHUU CPeZiCTB U3 06/1acTHOTO 610]-
)KeTa B cymme 15 mMuiH. py0. 10 Hayasia peanu3aliid MOJIOJHSIKA-TITULIbI HaCesIeHHIO.

Bapwuasr 2

3adaHue 1. CoctaBbTe rapaHtuiiHoe nucbMo OAQO «3kocan» OAO «IIporpecc»
00 OKa3aHWM TeXHWYeCKOW TIOMOINM B pa3paboTKe pabouux depTe)keil HACOCHOMU
craniy. OAO «3DKocaH» TIPOCUT TIPOU3BECTH 3Ty paboTy HerocpeCTBEHHO Ha

IJIoIaake.

Mopynb 4. [leioBas nepenucka

KoHTpo/ibHas padoTa
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3adaHue 2. CocTaBbTe THMCbMO-OTBET 00/IaCTHOTO YIIpaB/IeHUs CeTbCKOTO XO3sii-
CTBa TIpe/iceZiaTe/Ti0 aKI[MOHepHOTro obiriecTBa «VIpMeHb» TI0 BOMPOCY MTOCTaBOK JieT-
KOBBIX aBTOMOOW/Iel 3a CITaHHOE 3ePHO

Bapuant 3

3adaHue 1. CocTaBbTe MMCHEMO-TIPOCKOY JIFOOMMCKON MHKYOaTOPHO-TITULIEBOJUeCKOM
CTaHL[MU B 00JIaCTHYIO a[MUHUCTPALIMIO O BbiZie/IeHUU CPeZCTB U3 00/1acTHOTO O10/-
)keTa B cymMe 15 mutH. py0. Zio Hayasia peasiM3aljii MOJIOJHSIKA-TITULIbI HaCe/IeHUIO.
3adaHue 2. CoctaBbTe rapaHTuiiHoe nucbMo OAQO «3kocan» OAO «IIporpecc»
00 OKa3aHWM TeXHUYEeCKOMW TOMOIM B pa3paboTke pabouux uepTekell HaCOCHOU
cranuyd. OAO «3DKocaH» TPOCUT TIPOU3BECTH 3Ty paboTy HernocpefCTBEHHO Ha

TIoLaZKe.

BapuaHur 4

3adanue 1. CocTaBbTe TTMCHMO-TIPOCHOY 3aKPBITOTO aKIIMOHEPHOTOo obiijecTBa «SIpo-
C/1aB/ibMe0esib» B KOMUTET BHEIITHEIKOHOMHUUECKUX CBsSI3el aZ/MUHHMCTpAIUM 00/1acTH
O BbIZIeJIeHUM JIULeH3UM Ha 1octaBKy B Kutaii 4000 T MeTasisia B CBSI3U C 3aK/TFOUEHU-
eM KOHTpakKTa C 00beJlMHEeHHEM TI0 MeKAYHapOAHOMY COTPYAHHUYECTBY Ha CTPOM-
TeNbCTBO [JIEBATUITAXKHOTO 00IexXuThs B SpocyaBie. CoriacHO KOHTPaKTy OIljiaTa
BBITIOJTHEHHBIX paboT Oy1eT ITPOM3BOUTECS POCCUMCKUMH PYO/IsIMH M MaTepHalaMHu.
3adaHue 2. CocTaBbTe U O(POPMHUTE MUCHBMO-0TKa3 NOJUTpa(UuecKoro rpearnpUsTys
«[TaptHep» (OAQO) akumoHepHOMY 0011iecTBy «CanroT» 110 BOIIPOCY BBITOTHEHUS
3aKa3a Ha M3roTOBJieHHe 0/IaHKOB ydeTa U OTUETHOCTH. [IprumHON OTKa3a siBUIach
PEKOHCTPYKLIMS [eUaTHOro 1jexa, KOTopasi MPOAJ/IUTCSA 10 KOHLIA TTIepBOro MOJIyTO/Ius;
[pyTHe JaHHbIe YKa)KUTE CaAMOCTOSITE/TBHO.

Bapuast 5

3adaHue 1.CocTaBbTe TMHCHMO-OTBET TPOU3BOJCTBEHHOTO 0O0BenuHeHUs «SIpo-
C/1aBibrasupukalus» OUpeKTopy Xum@apmsaBoJa W HayaJbHUKY YIIpaBJeHUS
«flpocnaBabropras» 0 exemMecsiyHOW TMocTaBKe XuMdapmM3aBoay 64 T CKUKEHHOTO
raza B Teuenure 2011 roga. YKa3aHHbili 06beM yureH B pa3Hapsjke. [TocTaBka Oyzer
OCYILIeCTBJIATECA Yyepes yripasjieHue «fpociasasropras».

3adaHue 2. CocTaBbTe THMCHMO-OTBET OOJIACTHOTO YIIPaBJieHUsI CebCKOTO XO3sIi-
CTBa TIpe/iceiaTe/Tt0 aKI[MOHepHOTro obiriecTBa «VIpMeHb» TI0 BOMPOCY MOCTABOK JieT-
KOBBIX aBTOMOOMIel 3a CIaHHOe 3ePHO

Bapuasnr 6

3adanue 1. CocTaBbTe COBMECTHOE IHMCHbMO-OTBET 00/1laCTHOTO yIIpaB/ieHUsl 37pa-
BOOXpaHeHUs1 U yIipaBjeHusi (PUHAHCOB W HAJIOTOBOW TMOJUTUKUA aJMUHUCTpALIUA
SIpocnaBcKoro paiioHa O BbiZieJIeHUU JOTIOTHUTEIbHBIX aCCUTHOBAHUM U3 00/1aCTHOTO
Oro/KeTa Ha OKa3aHue MeAWIIMHCKOW TTOMOIIH JKUTEISIM paloHa.

3adaHue 2. CocTaBbTe MMCHMO-TIPOCKOY 3aKPBITOrO aKIIMOHepHOro obiecTBa «$Ipo-
c/1aB/ibMe0esib» B KOMUTET BHEIITHEIKOHOMHUUECKUX CBSI3el aZf/MUHHMCTPAIUH 00/1acTH
O BbIZleJIeHUM JIULeH3uM Ha 1ioctaBKy B Kutali 4000 T MeTasijia B CBSI3U C 3aK/TFOUEHU-
eM KOHTpakTa C 00beJMHEHHEM TI0 MeKAYHapOAHOMY COTPYAHWUYECTBY Ha CTPOM-
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TEeJIbCTBO JIeBATUITAXHOIO 001exuts B fpocnase. CornacHO KOHTPAKTY oOriaTa
BBITOJIHEHHBIX PaboT OyZeT MPOM3BOAUTHCS POCCUMCKUMU PYOJIsIMU U MaTepraiaMu.

Bapuaur 7

3adaHue 1. CocTaBbTe MUCHEMO-TIPUTJIAIIIeHre 00beArHeHUsT « DKCIIOLIeHTP», C TIpe/l-
JIO’)KEHHWEeM TIPDUHATh y4yaCTHe B POCCHMMCKOW BBICTaBKe Ha MEXAYHapOJHOM MeXOT-
pacneBoii sipmapke B r. Mamup (Typiust), koTopas 6yaeT nipoxoauts ¢ 20 HosIOpst 10
10 nexabps 2012 r. OTa sipMapKa SIBASeTCSI OHUM U3 KPYITHEHIITNX TOPTOBBIX MepO-
npusitiid ctpaH CpeaHero u biavkHero BocTtoka. B TekcTe Hafjo yKaszaTh, UTO yua-
CTHE B 3TOU sipMapKe MO3BOJISIET LIUPOKO TMPEeCTaBUTh 3KCIIOPTHYIO MPOAYKLUIO Op-
raHu3aluy, MpojaTh 3KC-TIOHAThl CO CTeHJa, U3yUuTh 0COOEHHOCTU phbIHKA, 0OMe-
HATBCS C IPYTUMH yYaCTHHKaMH sIpMapKy HayuyHO-TeXHHWUeCKOW MH(opMaliuen 1 3a-
KJIFOUUTh BBITOJIHbIE CJEe/TKU.

3adanue 2. CocTaBbTe TTUCHEMO-TIPOCHOY JIFOOMMCKOM MHKYOaTOPHO-TITHUI[EBOIUECKOM
CTaHI[MU B 00JIACTHYIO a/[MUHUCTPALIMIO O BbIZie/IeHUU CPeZCTB U3 00/1lacTHOTO O10/-
)KeTa B cymme 15 mMuiH. py0. /10 Hayasia peanu3aliiyd MOJIOJHSIKA-TITULILI HaCe IeHHIO.

Bapuant 8

3adaHue 1. CocraBbTe U oopmure rapanturiHoe nmucbMo OAO «Pazgyra» B afpec
OAOQO «TexmpoekT» 00 0OKa3aHWH TEXHHUYECKOM ITOMOIIN B pa3paboTke pabounx yep-
TeXXel HaCOCHOM cTaHLMK. PaboTy HeoOxoguMo TTPOBeCTH /10 Hauasa aBrycra TeKy-
ujero roza. IuceMo noanucanu aupekrop OAQO «Pagyra» H.A.OneHeB U Tr/ilaBHbIM
byxrantep C.I1.BoporuHa. OcTa/bHble JaHHbIe YKaXKUTe CaMOCTOSTe/THHO.

3adaHue 2. CocTaBbTe MUCHMO-TIpUT/IaIIeHe 00bequHeHNsT «DKCIIOLeHTP», C Ipe/-
JIO)KeHWEeM TIPHUHSATh ydacTHe B POCCUMCKOM BBICTAaBKe Ha MK YHAapOJHOW MeXOT-
pacneBoii sipmapke B r. M3mup (Typrust), Kotopast 6yzeT npoxoautsb ¢ 20 HOsIOpsi 110
10 mekabpsi 2012 r. Dta sipMapKa SIB/ISIeTCST OHUM W3 KPYITHENIIINX TOPTOBBIX MepO-
npusituri ctpad Cpeanero u bmvkHero Boctoka. B Tekcre Hajo ykasarb, UToO yua-
CTHE B 3TOU sipMapKe MO3BOJISIET IIWPOKO TPEeCTaBUTh 3KCIIOPTHYIO MPOAYKLUIO Op-
raHW3al[iy, TPOZATh JKC-TIOHAThI CO CTeH[a, W3YUWTh 0COOEHHOCTH pbIHKA, 0OMe-
HATbCA C APYTYUMM yUaCTHHMKAMM SIpMapKy Hay4HO-TeXHUYECKOM MH(OopMaLyen 1 3a-
KJ/IFOUUTh BBITO/IHbIE CLeJIKU.

K Kakoii rpyrime JOKYMeHTOB OTHOCATCS PeK/IaMHbIe 00bsIB/IeHHUs1, 0030Pbl,
rpaduku, cnucku?

K pacropsiIuTe/bHbIM I0KyMeHTaM

K OpraHu3aijioHHbIM JIOKyMeHTaM

+K CIpaBOYHO-UH(OPMALMOHHBIM I0KyMeHTaM

(bHHaHCOBLIM JOKYMEHTaM

K JIMYHBIM JJOKyMeHTaM

3.Kakue f0KyMeHTbhI Ha3bIBAKTCSA WH(GPOPMAILHOHHO-CITPABOYHBIMHU?
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JIOKYMEHTBI, perjlaMeHTHUPYIOIIUe CTPYKTYPY, 3aZauH, (PYHKLMU NpepUsiTHs, Opra-
HHU3al[[I0 ero paboThl, IpaBa, 00513aHHOCTU 1 OTBETCTBEHHOCTh PYKOBOZAUTe el U
CIeLaarcToB

NIOKYMEHTBI, XapakTepu3yHoLle TPy 0Bble OTHOLLIEHUSI MeXy MpeArpyusiTUeM U pa-
OOTHUKOM

+0KyMeHTbI, cofiepyKallirie UH(GOpMalyio 0 (haKTUUeCKOM T0JIOKEHUU Jiel, CTyrKa-
11[1e OCHOBaHWEM [1Jisl IPUHSATUS PelleHUH, U3AaHusl PaCOpsSANTEIbHBIX JOKYMEHTOB
JOKYMeHTbI, 0OpallleHHbIe K HUKeCTOSII[MM OpTraHK3aLysiM, TPYyTIaM Ui OTAes b-
HBIM JIUL|aM;

JOKYMEHTBI, OTPa)KaroLye JOrOBOPHbIE OTHOLLIEHUS] MeXAY MPepUATUIMU
Kakoe pacno/iokeHre peKBU3UTOB PeKOMEHAYeTCA /i nucemM?

+yrioBoe

MIPOZI0JILHOE

YIJIOBOE U INPO/I0JIbHOE

(1aroBoe M LIeHTPOBaHHOE

MPOJ0JIbHOE U (h/1aroBoe.

ITncbMo, nMeroinee (PMHAHCOBBIE U IOPU/HYECKHE MOC/IeJCTBUA JO/DKHO ObITh:
+TI0JTIMCAaHO JUPEKTOPOM, TJI. OyXranrepom, 3aBepeHo TevaThbio

TMIOZTIMCAaHO AUPEKTOPOM U COrJIaCOBaHO C YOPUCTOM

TIO/JTIMCAHO IJI. OyXranTepoMm, yTBEP>KAeHO AUPEKTOPOM

TIOATMCAaHO AUPEKTOPOM

Yewm (akc oT/iMUaeTcs 0T nucbMa no oopmiaeHuio?

+SB/SIeTCA He MOJ/IMHHUKOM, a KOIIMer TJOKyMeHTa

COZIeP’KUT PsiJ, JOTOJIHUTE/IbHBIX PEKBU3UTOB

revyaTaeTcs Ha Tesedakce

He MOyKeT OBbITh 3aBepeH TevaThbio

BCe BbILLIENepeyrcIeHHOe BEPHO

KakoB CpoK XpaHeHUs /ie/I0BbIX IHUCeM?

MecsiL]

+1 rog

3 roga

5 jier

He XpaHsTCs BooOIIe

Ha KakoMm c/1y)ke0HOM MHCbMe MPOCTaB/IsAeTCA peKBU3UT “CChl/IKa HA Peru-
CTPaLUOHHBIN HOMeEP U /JaTy A0KyMeHTa”?

mpocbbax

COMPOBOJIUTE/IbHBIX

MH(MOPMaIMOHHbBIX

+0oTBeTax

Kakas jjaTa siB/isieTcsi 4aTOH MPOTOKO/Ia

Jlata moANMCaHus MPOTOKOJIa

+MaTa 3acefaHus

JlaTa perucTpalyu NpoToKosa

JlaTa CoryjiacoBaHus

Kakast 0c00eHHOCTB CyIecTByeT npu 0opM/IeHHH «0(UIUATBHOT0 MAChMa»?
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+11cbMo odopmIisieTcss Ha rpMeHHOM OJ1aHKe OpraHu3al[in

He CTaBUTCSI Ha3BaHUe ero BUja

2-1i 9K3eMI/IsIp OCTaeTCsl B OpraHu3aliuu

15./1/151 yero CcoCTaB/IATCA «CONPOBOUTE/IbHBIE TMCbMa»?

J71s1 TIO/ITBEP>K/IeHUs TT0/TyueHusl JOKyMeHTOB U MaTepraioB-TIMCeM

IS BBIpDayKeHUS 0/1aroZlapHOCTH 3a UTO-TMO0

+7171s1 COOOIIIeHsI aZipecaTy O HarpaBjeHUU KaKHUX-TM00 TOKyMEeHTOB, MaTepHUaIbHBIX
1leHHOCTel

16.Komy MoXeT ObITh aipeCOBaHO MACHMO-TIPHUTI/IAlIeHHe?
KOHKDETHOMY JIULY

HECKOJIbKUM JIMLaM

+KOHKDEeTHOMY JIMLy, WIA HeCKOJIbKUM JIMLIaM, UM MaCCOBOMY aZipecary
B KakuXx c/yuyasix MCIoJ/ib3yeTcs NMCbMO-HarloMHMHaHue?

+Kor/ia He yZlaeTcsi C TIOMOIIbIO TTeperoBOPOB U/IX JIMYHOT'O KOHTAKTa MOJyuUnTh He-
00X0MMBI OTBET UM JOOUTHCS TIPUHATHS HY>KHOTO PeIlieHHUs

KOT/]a HeoOXOZIMMO TI0/ITBEPAUTD TI0/TyueHHe TOKYMEHTOB U MaTepHasioB
KOT/Ja HeoOX0ZMMO COOOIIUTE O KAKOM-/THO0 COOBITUM WU (haKTe

Kakue peKBU3UTHI BK/TIOUAIOTCA B COCTAB PEKBU3UTOB 0/IaHKA MACbMa
+ajpecar (rosiy4aresib)

+MeCTO COCTaB/IEHHUS

+HavMeHOBaHUe OpraHu3aluu

3aroJioBOK K TEKCTY

AKTBI, IMCbMa, (PaKChl, JOK/IaJHbIE 3aIMCKH OTHOCATCA K...
OpraHu3alMOHHBIM I0KyMeHTaM

+CrpaBOYHO-MH(OPMAL[MOHHBIM JJOKyMeHTaM

pacrnopsiiuTeIbHbIM JJOKyMeHTaM

BHEIIIHUM JIOKyMeHTaM

Tabymma 5 — Kpurepun oneHku ¢)oOpMHPOBAaHHOCTH KOMIIETeHI[HH

Kopg u Kpurepuu ouenrBanusi c()OpPMUPOBAHHOCTH KOMITETEH-
HavMeHOBaHHe L1
VIHJMKaTopa J10- (4acTH KOMITeTEeHLIUH)
CTH)KEHUS] KOM- Ha 6a3oBOM Ha IOBBILLIEHHOM YPOBHe
reTeHUH (4acTh YPOBHE
KOMITeTEeHLIN) COOTBETCTBY- COOTBeTCTBYeT COOTBeT-
€T OLIeHKe «YZIOBJIe- | OL[eHKe «XOpOLIO» CTBYyeT OL[eHKe
TBOPUTE/IbHO» 65-85% ot «OTJIMYHO»
50-64% ot MakKCHUMaJIbHOT'0 86-100%
MaKCUMasbHOrO Gana OT MaKCUMaJ/bHO-
bania ro 6ania
WU/-1yk-+ BbiOu- | BafieeT  Marepua- | 0 CYI[ECTBY OTBe- | IPUHUMAET aK-
paeT Ha rocyjap- | Jom II0 TeMe, HO | YaeT Ha II0CTaBJIeH- | TUBHOE y4acTHUe B
CTBEHHOM M WHO- | JOIIyCKaeT HeTOY- | Hble BOIPOCHl, HO | XOZe NPOBeeHUst
CTPaHHOM(-BIX) HOCTU TpU (HOPMY- | UCTIBITHIBAET  HEKO- | IPAKTUUeCKOI0
s3bIKaX  KOMMY- | IUPOBKe  0a30BbIX | TOpble 3aTPY/AHEHUs | 3aHSATHSI, Mpa-
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HUKAaTUBHO TIpU-
emsieMble  CTU/Ib
nenoBoro  obiie-
HUsi, BepOasibHbIe
u HeBepOasibHbIE
cpeAcTBa  B3au-
MO/IeMICTBUS C
rapTHepamu
I/I,Z[—Zy}(-4 Beger
JIeJIOByl0  Tiepe-
MUCKY, YUYUTbIBast
0C0OeHHOCTH
CTUJTUCTUKU
opULUA/BHBIX U
Heo(ULMaTbHBIX
miceM,  COLIMO-
KyJIbTYpHbIE pa3-
muus B (popmare
KOpPeCITOH/IeH-
I[MM Ha Tocyjap-
CTBEHHOM U HWHO-
CTPaHHOM  (-bIX)
A3bIKAX
I/I,Z[—ByK-4 ,HEMOH—
CTpUDYeT WHTe-
rpaTUBHbIE yMe-
HUSI  WCTOJIB30-
BaTh /MajioThye-
ckoe  oOiieHue
IJis COTPYAHUYe-
CTBa B akafleMu-
YeCcKOM  KOMMY-
HUKauu  oOire-
HUS

Mﬂ—BnKoc-l Ocy—
IIeCTBJISIeT Ha
TaKTUYeCKOM TO-
pU30HTE  YIIpaB-
JIeHWe TIPOU3BO/-
CTBEHHBIMU TIPO-
1eccamMu, obec-
neueHue 3¢ dek-
TUBHOTO HCIIOJThb-
30BaHUS  TPOM3-
BO/ICTBEHHBIX

TIOHATHUM TeMbl, HC-
MBIThIBaeT  3aTpy/i-
HeHUsI TIpU BbIOODe
KOMMYHHUKaTHUBHO
TIpUEMJIEMOTO CTWJISI
JIe7IOBOTO  00I1[eHus,
10 yTIpaBJ/IeHUIO Op-
raHusaiued u s
TOUCKa, TIpUBJeye-
HUs, Tofbopa U OT-
6opa repcoHara,
TpU BeJIeHUU [ieo-
BOM TMeEpernucKu U,
TipeBbIlllasi yCTaHOB-
JIeHHOe BpeMs TIpH
JIeMOHCTpALUM yMe-
HUS JiMaJoru4ecKo-
ro oOIeHus s co-
TPYAHUUECTBA B
aKaJleMHAueCKou
KOMMYHHUKAI[UH 00-
IeHUs

B (dhopmMynMpoBke
noHATU TIpu  (op-
MYJIUPOBKe 0a30BbIX
TIOHSATHUU TEeMBI,
BbIOMpaeT Tmpuemsie-
MbIM CTWJIb [1eJI0OBOTO
oOII[eHHsT ~ B3auMO-
JIeiICTBUSI C TlapTHe-
paMu, OCYILeCTB/IsSieT
JIeJIOBYIO TI€PEruCKy
M0 YIPaBJ/IEHUIO OP-
raHuzauveid u s
MOUCKa, TMpuBJeye-
HUs, moZibopa U OT-
bopa mepcoHana, 3a
yCTaHOBJIEHHOEe Bpe-
Msi BO3MOJKHBIX pe-
LIeHUM, JOIMyCKaeT
HeTOUHOCTHU TIpU HC-
T10/Ib30BaHUH /IAAJIO-
TMYecKoro OoOIIeHus
JJIsl COTPYAHUUECTBa
B aKaJleMHAueCcKou
KOMMYHHUKAI[UH  00-
IeHUsI

BU/TbHO OTBEUaeT
Ha TI0CTaB/IeHHbIe
BOTIPOCHI, B/IafieeT
KOMMYHHUKaTHUBHO
TIPUEeMJIEMBIM CTH-
JIeM JIeJI0BOro 00-
IIeHUsI B3aUMO-
JIeCTBUS C TMapT-
HepaMH, 0Cy-
I11eCTBJISIET /IeJI0-
BYIO TepPerrcKy 1o
yTipaB/ieHUIO0 Op-
raHu3aLuen u Js
TIOMCKa, TTPUBJIe-
yeHus1, mozbopa u
otrbopa mepcoHa-
71a, 32 YCTaHOB-
JIeHHOe BpeMms Jie-
MOHCTPHDPYET
yYMeHUsI UCII0J/Tb30-
BaTh AMa/ioruye-
CKoe o011jeHue st
COTPYJAHUYECTBA B
aKaJleMHUueCcKOou
KOMMYHUKALUU
oO1IIeHUS
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MOILIHOCTeM
I/I,Z[—anoc-z Uc-
MoJib3yeT  BHYT-
peHHUe U BHeIlI-
HUe  UCTOUHHUKU
uHbopMaLuu AJist
TIOWCKa, TIpUBJIe-
yeHus, roAbopa u
orbopa TepcoHa-
na

I/I,[[_ZHKOC'Z
BribupaeT u
pe3yJ/IbTaTUBHO
WCII0JIb3yeT
MeTO/Ibl [IOUCKa,
TIPUBJIEYEHUS,
nozsbopa u
orbopa
riepcoHasa

Mopayb 5. OpraHu3anusi JOKYMeHT0000poTa Ha NpenpUusTHA

Bompocs! aj1s omnpoca:
1. Urto Takoe 1OKyMeHTOOOOPOT?
. OcHOBHbIe TIpaBHW/Ia JOKYMeHTO00opoTa.
Kakue TpeGoBaHUS TIPeIbSIB/ISIOTCS K TEPBUUHOM 00pabOTKe BXOZSIIUX
[IOKYMEHTOB?
[Tpuem , 06paboTKa ¥ perucTparys JOKyMeHTOB.
[TepeuricvTe 3Tarbl pabOTHI C BXOASILUMU JOKYMEHTaMHU.
Opranu3anus ¥ cucTemMaTH3aLys NUCXOAAIINX M BHYTPEHHUX JOKYMEHTOB.
Kakue TpebGoBaHUs MpebIBISIOTCS K 00paboTKe NCXOASIIUX JOKYMEHTOB
-KOHTpO/Ib UCTI0/THeHUS JOKYMEHTOB.

w N

N b

@DoHJ TeCTOBBIX 3a/ilaHUM /11 TeKYIero KOHTPOJIsl 3HAaHUM 110 TeMe:

Bblbepume HeCK0/bKO Npasu/ibHbIX 6ApUAHMO8

3aKoHUHTe HauaToe nmpe/iokKeHue: JJoKyMeHT0000pOT — 3T0 JBIKEHHUE I0KY-
MEHTOB B OPraHM3alii C MOMEHTa UX CO3AaHus [I0:

repe/iauy Ha UCIOJ/IHeHHe

+ TIO/IILIMBKY B /IeJI0

+ 3aBepllleHHs] UCIIOTHeHUST WU OTIIPABKU
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Bblbepume HeCK0/bKO npasu/ibHbIX 6ApUAHMO8

Kakue >Tanbl MPOXOAAT UCXO/sAIIHe JOKYMEHThI?

+ COCTaBJ/IEHUE MPOEKTA JOKYMEHTa

+perucrpanus

TIpyieM U TiepBruHasi 06paboTka

KOHTPOJIb 3a UCIIOJIHEHHEeM

Bblbepume 00uH NpasuibHbIl 6aApUAHM

PerucrpanuoHHO-KOHTPO/IbHbIE KAPTOUKH UCIO/Ib3YIOTCA:

JJ1s1 KOHTPOJISI IBWKeHUSI BHYTPEHHUX JIOKYMEHTOB

JIIs1 3anucy MH(popMaruu

+/1/1s1 pETUCTPALIMK BXOJSIINX, UCXOSAIINX, BHYyTPEHHUX [JOKYMEHTOB
Bbibepume oOuH npagu/ibHbIll 6apuaHm

Opranu3anus JJOKyMeHT0000poTa Ha MpeANpPUATHN BK/IIOUYAeT ABIDKeHHe J10-
KYMEHTOB C MOMEHTA HUX MO/TyYeHHUsA WU CO3aHUs U /I0:

WX PerucTpaliii B COOTBETCTBYIOIIEM XKypHaJe

+ 3aBepllieHysI UCITO/THeHUS], OTIIPaBKU WX CJlauM B JIeJ10

WX Tlepe/laul COOTBETCTBYIOIIUM J[O/PKHOCTHBIM JIUI[aM

WX aHHYJIMPOBaHUS

Bbibepume 00uH npagu/ibHbIll 8apuaHm

CucreMaTU3UpPOBaHHbIN NMepeueHb 3aro/I0BKOB /ie/l ¢ YKa3aHHeM CPOKOB HUX
XpaHeHHs — 3TO:

+ HOMEeHK/IaTypa

abbpeBuarypa

apPXUBHBIU CITMCOK

KaTasor XpaHeHuUsI

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

B KakuXx c/Iy4yasx yj00Hee MCI0/Ib30BaTh XYPHA/IbHYI0 ()OPMY perucTpamnuu
AOKYMEHTOB?

1ipy GOMBIIIOM JOKYyMeHTO000opoTe

+ MPU MaJIOM JJOKYMeHT0000poTe.

Bbibepume 00uH npagu/ibHbIll 8apuaHm

K nokymeHTam, mo/jie)xammm 00si3aTe/;IbHOMY KOHTPOJII0, OTHOCATCS:
+BCe I1epeurC/ieHHbIEe

JOKYMEHTBI BBIIIIECTOSIIIIMX OPTaHOB

pacriopsiiuTeibHble IOKYMEeHTbI JAHHOM OpraHu3alin

BakKHbBIe CrieljduUecKre JOKYMEHThI, CBONCTBEHHbIE 3TOM CUCTeMe yTIpaBJieHus], C
KOHKPETHBIMU CPOKaMU UCTIOTHEHUSI

Bblbepume o0uH npaguibHbIll 6apuaHm

B ueM 3aK/1I0UaeTcs He/ib PperucTpanum J0KYMeHTOB?

00ecreunTh uX yueT

KOHTPOJTb

OBbICTPBII MTOMCK

+BCe BblllleHa3BaHHOE

Bblbepume 00uH npasuibHbIl 6apUAHM

TpeGoBaHusi, NpebsB/IsAeMbIe K JOKyMEHT0000pOTY:
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MPSIMO TOYHOCTD [IBU)KEHHUS JOKYMEHTOB (JOKYMEHT KpaTyaulliM IMyTeM IonafaeT K

HCIIO/IHUTEJ/IFO, BO3BPATHLIE I1epeMelleHrss JOKYMEHTOB I/ICKJII-O‘—IEHBI)

pacripefiesieHre JOKyMEHTOB MeX/y PYKOBOJUTESIMUA U CTIEIJUA/ICTaMK COTJIaCHO

1X (PyHKIIMOHA/IbHBIM 00s13aHHOCTSIM

HeoOXouMoe TiepeMelljeHre TOKyMeHTOB (y0/iMpoBaHue, TUIITHHEe UHCTAHI[UU U
JeNCTBUS UCK/TIOUeHBI) U eIMHOOOpa3ue MapIlpyTa ABMKEHHs JOKyMEeHTOB U TeXHU-

YyeCcKUX Oriepalfiii C HUMH, OJJHOKPAaTHOCTb KayKZ[OoW Oriepaluu
+BCe BbIllIeTIepeurcieHHbIe

Bbibepume o0uH npaguabHbIll 6apuaHm

Hcxopsiye — 3T0 JOKYMeHTbI

+0TrpaB/sieMble U3 OpraHU3aluu

roslyyaeMble OpraHu3alei

co3/laBaeMble B OpraHK3aliu

TIPOEKTHI JOKYMEHTOB

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

+IBYX

TISITH

Tpex

yeThbipex

Bbibepume o0uH npaguabHbIll 6apuaHm

BHyTpeHHHeE J0KYMEHTbI PeruCTPUPYHOTCS

+B ZIeHb MOATMCAHMS WA YTBePKAeHUs

B ZIeHb OTIPaBKU

B JleHb MTOCTYTIJIeHUSI

yepe3 JIeHb

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Haua/ibHBIH 3Tan KOHTPOJISI HCIIO/THEHUSA JOKYMEHTOB
+miepBuuHast 06paboTka

TIpe/IBapUTe/IbHOe paCCMOTPEeHHe

perucTparus

IPYMNITMPOBKA

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

IIpaBWIBHO COCTaB/IEHHBIN 3aro/I0BOK /ie/ia
+MPOTOKOJIBI 3aCe/laHMI aTTeCTalMOHHOM Komuccuu 3a 2012 rof
CTIpaBOYHbIE MaTepHaslbl

TIPOTOKOJTBI

pasHoe

Bbibepume HeCKOAbKO NpasuU/ibHbIX 8APUAHMO8
JT0KyMeHT0000pOT — 3T0:

¢opmupyrorcsa

+ABI/I)K€HI/IE AOKYMEHTOB B OpPraHM3dliv C MOMEHTd UX CO3/1aHWA WK I10JIy4eHHs 10

3aBepIleHus] UCIIOTHEeHUS WU OTIIPaBKU
JNOKYMEHT, He TpeOyroIuii 0c060ro BHUMaHHS
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JBIKeHHe JOKyMEHTOB B OpraHU3al[iy C MOMEHTA UX T0JIy4eHUs 10 3aBepLIeHust
VICTIOJTHEHUSI UJIM OTIIPABKX B KOMUTET 10 Jle/laM HeCOBEePLLIEeHHOIeTHUX

He 3Har0

OcHOBHOe yC/I0BHe, 00ecreynBaroiee CHCTeMaTH3aLMI0 JOKYMEHTOB B OpPraHM-
3aUM — ......

+CoCTaB/IeHue HOMEHK/IaTypbl [l

KOHTPOJIb UCITOJIHEHUST

pervcrpauus

rpe/iBapUTe/IbHOe paCCMOTPEHUE

Bbibepume o0uH npaguabHbIll 6apuaHm

B HOMeHK/IaTypy Ae/1 BK/IHYalTCsA

+BCe JIOKyMeHThbI, 00pa3ymoliilyecs B [iesiTeJIlbHOCTA OpraHU3aluu

JIMYHBIE JieNia, TPYJ0Bble KHWXKKHU

JKypHasbl perucTpalyu, KapTOuKH yueTa

TOJIBKO Jle/la OJJHOTO CTPYKTYPHOTO MO/pa3zesieHu s

Bbibepume 00uH npagu/ibHbIll 8apuaHm

B f0KyMeHTaLOHHOM O0ecrieyeHNHU NMPeANPUATHS He BbIAe/IAIOT FPYNIbI J0-
KYMEHTOB

BXOJSIIUE JOKYMEHTHI

UCXOASIILIYe JJOKYMEeHTbI

BHYTPEHHUE IOKYMEHTbI

+apXUBHbIE JOKYMEHTHI.

Bbibepume o0uH npaguabHbIll 6apudaHm

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

PYKOIUCHbIE Y TIeYaTHbIE;

JIMUHBIE U OPULIUAJIBHEIE;

rOpOZICKUe U paliOHHbIE.

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Ilpu co3gannu AokymeHnToB Ha [TK Ha/mmuue mab/10Ha Mo3BoJIAET OBICTPO
+C037,aTh aHaJIOTUYHbIN 110 (JOpMe JOKYMEHT

HaWTH JOKyMeHT B 6a3e JaHHBIX

CKOITMPOBATh JI00OM T0KyMeHT

OTpe/IaKTUPOBATh JIFOOOM JOKYMEHT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Ha Kakue BH/ibl K1acCU(PULUPYIOTCA JOKYMEHTHI M0 MeCTy COCTaB/IeHUs?
+BHellIHYEe Y BHYTPeHHUE

PYKOITUCHBIE U MeuaTHbIe

JIMYHBIE U OULMA/IbHbIE

rOpoZiCK/e U palilOHHbIe

ynpaB/ieHUeCKUe, HayYHble

Bbibepume o0uH npagu/ibHbIll 6apuaHm

Komnusi yacTv TeKCTOBOI0 JOKYMEeHTa U 3aBepeHHas B YCTAaHOB/JIeHHOM MOpAJKe
+BBINMCKA U3 JOKyMeHTa

ayosikar
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TMO/I/TMHHUAK
YepHOBUK

Bblbepume 00uH NnpasuibHbIl 6APUAHM

B c/1yuae yrepu opuruHa/ia Kakoro-im0o JOKyMeHTa, BbIAAeTCsI

+ay0siuKaT

KOTIHSI

OpHUTUHAJ

BBITIMCKa

Bbibepume o0uH npaguabHbIll 6apuaHm

VjeHTHUYHOE, 3aBePeHHOe JO0/DKHOCTHBIM JIMLIOM BOCIIPOU3Be/ieHHe MOA/TMHHUKA
+KOIus

BBITIMCKa

nybmkar

OpHUTHUHAJT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

COBOKYITHOCTH B3aMMOCBSI3aHHBIX JOKYMEHTOB, HCII0/Ib3yeMbIX B ONpe/ie/IeH-
HoM c(epe -

+cucTemMa JOKyMeHTalur

CTaHJapT

YHUPUIMPOBaHHAs CCTeMa

dbopmynsip-obpaser]

Bbibepume o0uH npaguabHbIll 6apuaHm

Jlo/nKHA /M TIpeJyCMaTPpUBaTh pa3peliuTe/ibHasl CucTeMa A0CTyN K KOH(puaeH-
Ma/IbHOM MH(OPMaLUH 0/DKHOCTHBIX JIMI] W3 BHEIHHUX OPraHU3aI[Ui, BbI-
MO/THAIOIIMX COBMECTHYI0 PaboTy c opraHu3anuei rae BBeJeH Pe)KuM KoH(HU-
JIeHI{HA/TIbHOCTH?

HeT, He JI0/KHA

+71a, O0/DKHA

3aBUCUT OT WH/WBHUAYaTbHOTO PEIleHUs] PYKOBOAUTES, JaKe eCJI 3TO CTaBUT T10/]
yrpo3y CpbIBa BLITIOJTHEHHE COBMECTHBIX paboT

Bblbepume 00uH NpasuibHbIl 6ApUAHM

VIMerT /14 IpPaBo Ha JOCTYN K Pa3/IMYHbIM BHiaM KOH(HAeHI[Ha/TbHOW uH(op-
MaIM{ COTPYAHUKH YIIOTHOMOYEHHBIX OPTaHOB roCy{apCTBeHHOM B/IaCTH
(HasioroBas ciyxo0a, cry)k0a cyie0OHbIX MPUCTaBOB, opradbl MB/I u ap.)?

HeT, He UMeIOT

MMEIOT, B TIpe/iesiax CBoel KOMIeTeHLIU!

+1MeI0T, B TIpe/iesiax CBoel KOMIIeTeHLINU, TIpU 3TOM 00s13aHbI 00eCTieunThb 3alUTy
To/TyueHHOUW MH(OPMaLUY OT pa3ryiallieHus U HelpaBOMEePHOT'0 HMCTI0/Ib30BaHus
Bblbepume o0uH npagu/ibHbIll 6apudaHm

KTo BXOAUT B KPYT JIMI], MMEIOIHX MPABO /JaBaTh pa3pellieHue Ha J0MyCK H J0-
CTyN K KoH(puaeHIHa/IbHOU nH(popManuu? +PykoBoauTeb opraHy3aliuu
JIroOoii COTpYJHUK, UMEFOIUH JocTym K KU

PyKoBOIUTETb CTPYKTYPHOT'O TI0/[pa3zie/IeHHsI BCEM COTPYAHUKaM

+PyKoBOMTEMb CTPYKTYPHOT'O TI0/Ipa3zie/ieHusI B TIpe/iefiaX CBOe KOMITeTeHIUH
+3amecTuTeNh PYKOBOAUTEIS B peieniax cBoel cdephl JesiTeTbHOCTU
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Bblbepume o0uH npaguabHbIll 6apuaHm

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

B YCTHOU (popme

B BU/Ie TIMCbMa I10 TIouTe

+B BU/Jie Pe30/II0LUH

Bblbepume 00uH NpasuibHbIl 6aApUAHM

B cnyuae opranm3sanum cucremsl goctyna K KU ¢ corpygHukamMu U3 Apyrux op-
raHu3anui KaKkue 0KyMeHTbI OyAyT C HUMH MO/HCAHBI?

+710r0BOP U 00s13aTe/IbCTBO O HepasrJallleHuu

TOJIKO JIOTOBOP

TOJIbKO 00513aTe/TbCTBO

BCe 3aBUCUT OT TOXKeJIaHUK PYKOBOJUTEJIS OpraHu3aLiu

Bbibepume 00uH npagu/ibHbIll 8apuaHm

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

5TO TIOCTOPOHHEe [i7Isl OpraHu3alyu L0

3TO afipecat

+3TO CTOPOHA I'PaXKAAHCKO-TIPABOBOI0 OrOBOpa

Bbibepume 00uH npagu/ibHbIll 6apuaHm

O0s13aH /M KOHTPAreHT CO00IUTH 00/1a]aTe/TI0 KOH(HAeHIIHa/IbHOM HH(poOpMa-
IIMH 0 I0NMYLIeHHOM UM e (KoHTpareHToM) (¢akTe pasriamenusa KNU?

+1a

HeT

Bbibepume o0uH npaguabHbIll 6apuaHm

KoMy COTpYJHHMK COOOIIUT 0 MONBITKE MOCTOPOHHMX JIHI] MOTyUYHTh 0T Hero KU
U KOMY COTPY/AHHUK B C/Iyuyae yBO/IbHeHUsA cJacT Bce HocuTeu KN?
COTPY/IHUKY CJTy»KObI KOH(MHEHLIMATLHOTO [1eJIONPOU3BO/ICTBA U PYKOBOJUTETIO Op-
raHu3alyu

HUKOMY HUYEro He I0J/DKeH COo0IaTh U TiepeZiaBaTh

+DPYKOBOJUTEJTFO OPraHU3aluK U COTPYAHUKY CTy»KObl KOH(UEHIIMATLHOTO [1e/10-
MPOM3BO/CTBA

B BapyaHTax He MepeurcieH0 3TUX JIUL]

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

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

+COCTOsIHUE 3[I0POBbBS, TTOJIMTUUECKUE B3IJIs/Ibl, HALMOHA/IbHOCTh

dbamuus, UMsi, 0OTYECTBO

OroMeTpHUeCKre JaHHbIE

Bblbepume o0uH npaguabHbIll 6apuaHm

Cyiepyet /v 1o/1y4aTh MACBMEHHOE pa3pelleHrue Ha 00padoTKy NmepCcoHa/IbHBIX
AQHHBIX B C/TyYyae 0JHOKPATHOro nmpoxo/ja cyonekra I1/] Ha TeppuTopuio opra-
HHM3aLuH (3aBoja, Gupmbl, npesNpUATHSA)?

na

+HeT

41



Bblbepume o0uH npaguabHbIll 6apuaHm

O0s3aH /11 COTPYAHUK OTAe/Ia Ka/[pOB YBeJOMUTD YIIOTHOMOUEHHBIH OPraH 0
cBoeM HamepeHuH obOpabdartsiBarh I1]/] coTpyaHuKa, mocTynuBLIero Ha padory?
aa

+HeT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Cnepyet /1 o/1yyaTh pa3penieHue Ha 00padoTky I1/] B ciiyuae ycTaHOB/IeHUS
JiMar{Hosa?

na, BCera

+HEeT, eCJIv IMarHo3 yCTaHaB/IMBaET JIMIIO UMeloljee MeULIMHCKOe 0Opa3oBaHue U
BBITTOJTHSIOIIee CBOM 00s13aHHOCTU

HeT, He C/ie[[yeT HUKOMY, T.K. YCTaHOBKA /IMarHo3a Heobxouma B CBsi3u obecrieue-
HUeM 0e301aCHOCTH »KU3HU CcyonbekTa I1]]

Bbibepume 00uH npagu/ibHbIll 8apuaHm

KT0 00/1a1aeT HCK/TIOUUTETHHBIM MIPAaBOM Ha CEKpeT MPOM3B0/[CTBA, CO3AaHHBIN
Pa0OTHHUKOM B CBSI3H C BBINO/ITHEHHEM TPYAOBBIX 00513aHHOCTEH?

pabOTHUK

+paboTozaTesnb

Y TOT ¥ JIPYTOi B PABHBIX CTETIEHSIX

Bbibepume 00uH npagu/ibHbIll 6apuaHm

Ha3oBuTe yno,THOMOUEHHBIH OpPraH, KOTOPOMY MOCBI/IAIOT yBeJ0MJ/IeHHUsI 00 00-
paborke IT/T

®CB

MBI

+POCKOMHa30p

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Yto oTHOCHTCA K HeisaM odpadorku IT/1?

ocylecTB/ieHHe 0O6pa3oBaTebHbIX YCIyT

OCyI[eCTB/IEHHE TYPUCTUUECKUX YCIYT

OCyII[eCTB/IEHHe YaCTHOW OXPAHHOU AeSITeTHOCTU

+BCe BbIIIeTIePeurCIeHHbIE BApUAHThI

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Be3 cor/tacusi Ccy0beKTa 0MHOMeTPUYECKHX MEPCOHAIBHBIX JAHHBIX JOCTYI K HUM
U ia/IbHeHIIasi 00padoTKa MOTYT OCYLIECTB/IATHCA B CBA3HU C OTIPAB/IEHHEM
MPaBoOCY /U,

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

HauMeHOBaHue 105051

VIHJMKaTopa [J10- (4acTy KOMITeTEHLIUHN)

CT)KEeHUsI KOM- Ha 6a30BOM Ha MOBBIIEHHOM YPOBHe
neTeHLH (4acTu YPOBHE

KOMIIETeHL{1H) COOTBETCTBY- COOTBETCTBYeT ’ COOTBeT-

42




eT OlLleHKe «yIo0BJjie-

OLleHKe «XOPOIIO»

CTBYeT OL|eHKe

TBOPUTE/ILHO» 65-85% ot «OTJIMYHO»
50-64% ot MaKCUMaJIbHOT'O 86-100%
MaKCHUMaJIbHOTO basnma OT MaKCUMasbHO-

bansia ro 6ania

N-1yk4+ Bbibu- | Biajieer MaTepua- | 10 CYIeCTBY OTBe- | IPUHHMMAeET aK-
paeT Ha rocyjap- | oM [0 TeMe, HO | YaeT Ha IOCTaBJ/ieH- | TABHOE y4YacTHUe B
CTBEHHOM M WHO- | JONYCKaeT HeTOY- | Hble BOIMPOChl, HO | XO/e MPOBeAeHUs

CTpaHHOM(-bIX) HOCTA TpU (OPMY- | UCTILITBIBA€T  HEKO- | MPaKTUUeCKOro

A3bIKaX KOMMY- | TMPOBKe  0a30BBIX | TOpble 3aTPYAHEHUs | 3aHATHSA, TIpa-
HUKATUBHO TIpU- | IOHATUWA TeMbl, UC- | B (hOpMy/IMPOBKE | BUTbHO OTBEUYAeT
emM/ieMble  CTW/b | TIbIThIBA€T  3aTpPy/- | IOHSATUN TIpU  (Op- | Ha MOCTaB/IeHHbIe
JIelIoBOTO  00IIje- | HeHUsI TIPU BbIOOpe | My/TMPOBKe 0a30BbIX | BOMIPOCHI, B/a/ieeT
HUsI, BepOa/ibHbIE | KOMMYHHKAaTUBHO TIOHSITUY TEMBI, KOMMYHHUKATUBHO

u HeBepOasibHbIE
cpeAcTBa  B3au-
MO/JeHCTBUS C
rapTHepaMu
I/I,Z[—ZyK-4 Beger
Je7IoByl0  Tiepe-
MUCKY, YYUTbIBas
0COOEeHHOCTH
CTUIUCTUKHU
obULMa/bHBIX U
Heo(ULMaTbHBIX
nuceM,  COLIMO-
Ky/JbTypHbIE pa3-
muus B (popmare
KOppeCIoH/eH-
LUK Ha Tocyjap-
CTBEHHOM U HWHO-
CTpaHHOM  (-BbIX)
sI3bIKax

I/I,Z[—ByK-zt ,ZLEMOH—
CTpUpPyeT UHTe-
rpaTvBHbIE yMe-
HUS  WCIO/Ib30-
BaThb Juajioruye-
ckoe  oOiieHue
JJisl  COTpyAHUYe-
CTBa B akKa/leMH-

YecKOM  KOMMY-
HUKaluu  oOiife-
HUS

N/1-3nkoc-1 Ocy-

TIPUEeM/IEMOTO CTHJISI
JIe7IOBOTO  OOIIeHNsT
Y TIDU [1eJIOBOU Tie-
pernvcKke TIO YIIpaB-
JIEHHI0 OpraHu3al[y-
ed, U TI0 TIOUCKY,
TIPUBJIEYEHUS], TIO-
6opa u oTbopa rep-
COHa/a, TIpeBbIIIas
yCTaHOBJIEHHOE
BpeMsl TIpU JIeMOH-
CTpalMM  yMeHus
[INaJIOTUYeCKOTO
obmieHnst Jjst  co-
TPY/IHAUYECTBa B
aKaJleMUUeCcKou
KOMMYHUKaI[UK 00-
IeHusT

BbIOMpaeT mMpuemsie-
MBI CTW/Ib /1eJI0BOTO
oOIIleHHsT ~ B3auMO-
JEeNUCTBUS C TIapTHe-
paMu, BefieT [iesio-
BYIO TIeperucKy,
YUUTBIBasE ~ OCOOEH-
HOCTU  CTWINCTUKHU
obuLIMa/bHBIX U He-
obulLIMa/bHBIX  TIH-
ceM, T10 yTIpaB/IeHHIO
opraHu3alend U Ajs
TOWCKa, TIpUBJIeYe-
HUs, mozbopa U OT-
Oopa repcoHarna,

3a  yCTaHOBJIEHHOE
BpeMSI  BO3MOJKHBIX
pelLleHnH,
JOTTyCKaeT HEeTOYHO-
CTU TP WCII0JIb30-
BaHWU  /IMajiorHyJe-
CKOTO OOITeHHs ISt
COTPyAHWYECTBA B
aKaJleMUUeCcKou
KOMMYHUKaIMK  00-
e HUS]

TIPUEMJIEMBIM CTH-
JIeM J1eJI0BOTO 00-
ITIeHNsI B3aUMO-
J\eMCTBUS C MapT-
HepaMu, BeJieT Jie-
JIOBYIO TI€PEIUCKY,
YUUTBIBasi 0CO-
OeHHOCTU CTU/IU-
CTHKM O(HIIAa/b-
HBIX U HeOPHI[U-
aJIbHBIX TTHCEM, TT0
yIIpaB/IeHUIO Op-
raHu3aruen u ajis
TIOMCKa, TTPUBJIe-
yeHus1, moz0opa u
orbopa repcoHasa
3a yCTaHOBJIEHHOE
BpeMsi IeMOH-
CTpUPYeT YMeHUsI
WCTI0/Ib30BaTh
JasioTUYecKoe
o011ieHue ay1st co-
TPYAHUUECTBA B
aKaJleMHUUeCKOou
KOMMYHMKALAH
oO1eHus
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I1eCTBJISI€T Ha
TaKTUUeCKOM TO-
pU30HTE  YIIpaB-
JleHWe TIPOM3BOJ-
CTBEHHBIMU TIPO-
1jeccamu, obec-
neueHve 3ddek-
TUBHOTO WCIIO/Tb-
30BaHUsl  TPOU3-
BO/ICTBEHHBIX
MOII[HOCTe!N
I/I,Z[—lm(oc-z Uc-
MoJIb3yeT  BHYT-
pDeHHUEe U BHeIIl-
HUe  UCTOUHHUKU
MH(pOpMaLuu s
TOWCKa, TIpUBJIe-
yeHus1, Tog60pa u
orbopa TepcoHa-
na

Mopynb 6. «Opranusanys apxuBa npejnpusaTusa»
@doH/| TECTOBBIX 3a/JaHUN //ISl TEKYILero KOHTPO,/Is1 3HAHMH 10 TeMe:

Bbibepume 00uH npagu/ibHbIll 8apuaHm

OTO0Op AOKYMEHTOB Ha roCy/JapCTBeHHOE XPAaHEHHE -.......
+3KCIepTr3a [IeHHOCTH JJOKYMEHTOB

oriepaTUBHOE XpaHeHHe Je/

COCTaB/ieHHe HOMeHK/IaTypa e

odopmiieHHe [esa

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

B apxuB opraHu3aIjuy nepeAarTcs Aesia

+TI0CTOSTHHOT0, BpeMeHHOT0 (cBbiiiie 10 /ieT) XpaHeHus U fiefia 10 JIMYHOMY COCTaBy
CO CPOKOM XpaHeHus 3 rofa

CO CPOKOM XpaHEeHUs 5 JieT

CO CPOKOM XpaHeHus 1 rop

Bbibepume o0uH npagu/ibHbIll 6apuaHm

HoMeHK/1aTypa /ie/1 OpraHu3anyy yTBep)K/JaeTcs
+PYKOBOZAMTE/IEM OpraHu3alin

pabOTHUKOM apXuBa

pabotHrkom [10Y

cekpeTapeM-pedepeHTOM

Bblbepume o0uH npaguabHbIll 6apudaHm
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Jlesla ¢ UCTMIO/ITHEHHBIMU A0OKYMEHTAaMH MOCTOAHHOT0 U BpeMeHHOro (cBbiiie 10
JieT) CpOKa XpaHeHHs MOoJJjie)xaT mepejade U3 CTPYKTYPHOro mojpa3sjie/ieHusi B
apxuB opraHu3anyu (py ero HaJIM4uM):

10 UCTEUYEHUH TATH JIeT UX XPAHEHUsI B CTPYKTYPHOM TOApa3/eneHrun

10 UCTEeUEHUHU TPeX JieT

4110 UCTEUEHUH [IBYX JIET

T10 ¥CTeYeHUH OJHOr0 roja

10C/Ie OKOHYaHMS KaJlleHJAapHOro rozia

Bbibepume o0uH npaguabHbIll 6apuaHm

O0s13aHHOCTH WiIeHa YKCIePTHOM KOMUCCHH MPeANPUATHA:

TIPOBEPATH COXPAHHOCTh JOKYMEHTOB B [0/ pa3/ie/IeHUsIX

OLIeHMBATh CTeIeHb CEKPETHOCTHU JOKYMEHTOB

TIPOBEPSATH MPAaBUIbHOCTL COCTAB/IEHHS JOKYMEHTOB

+MPOBOJUTD SKCMEPTU3Y 1EHHOCTU IOKYMEHTOB

KOHTPOJIMPOBATh UCIIO/THEHWE JOKYMEHTOB

Bbibepume 00uH npagu/ibHbIll 8apuaHm

Korpaa npu HanMcaHuM JOKYMEHTOB HUCIO0/Ib3yHT COKpPAallleHHOe Ha3BaHue opra-
HM3aI[UN:

110 YCMOTPEHUIO COCTaBUTESI JOKYMEHTA

110 YCMOTPEHUIO0 PYKOBOZUTEJISI OpraHu3aLun

+KOrJja OHO 3aKperyieHO B yupeAuTeIbHbIX JOKYMeHTaxX OpraHu3arun

TIpU FOOBIX 00CTOSATEIbCTBAX.

Bbibepume o0uH npaguabHbIll 6apudaHm

IToAroToBKa K apXMBHOMY XPaHEHHIO MepPenyCKyU NpeAnpUuATHs NPOUCXOJUT
C/IeyIoIuM 00pa3oMm:

+TepenucKa XpaHuTcs OT 1 roza o 5 jiet, 3aTeM IepejaeTcs B apXUBIIepernvcKa
XPaHUTCA OT 3 [0 S JIeT ¥ Ha apXMBHOe XpaHeHUe He repeaeTcs

riepervcka XpaHUTCs OT 3 10 5 JieT, 3aTeM repeJaeTcs B apXuB

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ITpoBepKka Ha/IUYUA ¥ COCTOSTHUA /ie/1 B apxXuBe (UCK/II0Uas Ype3BblUuaiiHbIe
NMPOUCIIIeCTBHS, CMeHYy 3aBelyHILero apXuBoM M T.I1.) IPOXOAUT C MePUOJUIHO-
CTBIO:

[Ba pasa B roj

+OpuH pa3s B 3 roza

OpuH pas B 5 jieT

Bblbepume 00uH NnpasuibHbIl 6ApUAHM

Jesa U3 apxMBa OPraHU3al[UM BLIAAIOTCS Pab0THHKAM CTPYKTYPHBIX Mojpas-
Je/IeHUM JaHHOM OPraHU3aIl[ui Ha CPOK:

He Oosiee 5aHel

+He 6osee 10 gHei

He 6onee 21 nHS

He 6osiee 30 nHel

Bbibepume 00uH npagu/ibHbIll 8apuaHm

ba3a fjaHHBIX

+3/1eKTPOHHBIY BapUaHT KapTOTEKU
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HOMEHK/1aTypa Jiej
JKypHaJs perucTpalyu

OMUCh

Bblbepume 00uH NnpasuibHbIll 6ApUAHM

JIro00i JOKYMEHT, COiep)KallliiCsl B MEePCOHA/IbHOM KOMIBIOTEpPe MOXKHO CKO-
NMUPOBATh Ha OyMa)kKHbIH HOCHTE/Tb, BLIBO/A €r0 Ha ....
+TpUHTED

JUACTIIeH

[IACKETY

cepBep

Kak xpaHATCA IpUKa3bl 110 IMYHOMY COCTaBy?

B JINYHOM Jiefie COTPYAHUKA

BMeCTe C APYTMMH KaZIpOBbIMU JOKYMEHTaMU
+TpYNOUPYIOTCS B OTJe/bHOE Je/10

BBIJJAalOTCSl HA PYKU COTPY/JHUKY

BMeCTe C TIPUKa3aMU 110 OCHOBHOU J1eSITe/IbHOCTH.

KakoB CcpoOK XpaHeHMsI I0OKYMEHTOB [0 IMUYHOMY COCTaBY
10 neT;

15 net;

50 neT;

+75 ner.

Tabmna 7 — Kpurepuu oneHKH ¢(h)opMHPOBAaHHOCTH KOMIIETE€HI[HI

Kopg u Kputepun orieHnBaHusi chOPMHUPOBAHHOCTH KOMIIETeH-
HavlMeHOBaHUe 1005051
HWHMKATOpa [10- (4acTu KOMITETEHIUH)
CTW)KEHUs KOM- Ha 6a3o0BOM Ha MOBBILLIEHHOM YPOBHE
neTeHLUM (4acTu yPOBHE
KOMIIETeHLIUN ) COOTBETCTBY- COOTBETCTBYeT COOTBeT-
€T OLIeHKEe «YZOB/e- | OLEHKe «XOPOLIO» CTBYET OL|eHKe
TBOPUTEJIbHO» 65-85% or «OTJIMYHO»
50-64% ot MaKCHUMa/IbHOI O 86-100%
MaKCHUMaJIbHOTO Gamia OT MaKCUMaJsbHO-
basa ro 6asna

N-3yk4 [eMoH- | BlajjeeT Marepua- | 10 CYL[eCTBY OTBe- | IPUHHAMAaeT aK-
CTPpUPYET WHTe- | JIOM II0 TeMe, HO | YaeT Ha II0CTaBJIeH- | TABHOE yyaCTUe B
rpaTMBHbIE yMe- | IOMyCKAaeT  HETOY- | Hble BOMPOChI, HO | XOJe MPOBe/eHuUs
HUS ~ WCIIO/b30- | HOCTU NOpU (DOPMY- | UCTIBIThIBA€T  HEKO- | MPaKTUUeCKOro
BaThb JMajiorhye- | TMPOBKe  0a30BBIX | TOpble 3aTpPYyHEHUS | 3aHSATHS, Mpa-
CKoe  OOIleHue | IOHATHH TeMbl, WC- | IpU  (OPMYJ/IMPOBKE | BUILHO OTBEUAeT
JUIsT COTPYAHWYe- | TILITHIBA€T  3aTpy/i- | 0a30BbIX  TOHATHH | HA TIOCTaB/IeHHbBIE
CTBAa B AaKaJleMu- | HEHUsS [pU [JEeMOH- | TeMBI, BOIIPOCHI, [eMOH-
YeCKOM  KOMMY- | CTpaLyu YMeHUS | IeMOHCTPUPYeT CTpUpYyeT YMeHUs
HUKaluu  oOirle- | fefoBoro OOIIeHus], | yMeHUs  [1eJIOBOTO | [ieJIoBOro obiile-
HUS TIPeBbIllIasi YCTAHOB- | OOILeHUs,  B3aUMO- | HUS,
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JIleHHOe BpeMs TIpH
J€MOHCTpaIui yMe-
HUSI [TUa/IorMuecKo-
ro oOIeHus s co-
TPYAHUUECTBa B
aKaJieMHUueCcKoum
KOMMYHHUKAI[UH 00-
IIeHUs

JleViCTBUS C TapTHe-
pamM, 3a YCTaHOB-
JIEHHOe BpeMsl BO3-
MOXXHBIX  pelleHuH,
JOTyCKaeT HeTOYHO-
CTU TIpU WCIIO/Ib30-
BaHWU  JlMajoruye-
CKOTO OOIIeHus s

3a yCTaHOBJIEHHOE
BpeMs IeMOH-
CTpUPYeT YMeHUsI
HCTI0/Tb30BaTh
JIUaIOTUUeCKOoe
oO11eHue AJ1s Co-
TPYAHUUECTBA B
aKaJieMHUUeCKou

COTPY/IHMYECTBA B | KOMMYHHKAILUU
aKaJleMA4ueCcKomn o011eHus
KOMMYHHUKAI[UH  00-
IIeHUS

2 OOHEHVBAHUWE IITMCBbMEHHBIX PABOT CTYAEHTOB, PEI'JIA-
MEHTUPYEMbIX YYEBHBIM IVIAHOM
[TucbMeHHbIe PabOTHI yueOHBIM IJIAHOM He TIPelyCMOTPEHBI.

3 OIIPEJIEJTEHUE PE3YJ/IBTATA IIPOMEXYTOUYHOWM ATTECTA-
"
dopMa NMpOMe)KyTOUHOM aTTeCTalluy M0 AUCLUIIIMHE 3aYeT.

OLEHOYHBIE MATEPHUAJIBI 1 CPEANCTBA [JI51 IIPOBEPKN
CO®OPMNPOBAHHOCTHU KOMIIETEHIIUM

YK-4 Cnioco6eH 0CyIeCTB/ISITh Ae/IOBYI0 KOMMYHUKALMIO B YCTHON U MHCbMEH-
HOU (hopMax Ha rocyjapcTBeHHOM s3biKe Poccuiickou Deepanyiu 1 HHOCTPaH-
HOM(bIX) fi3bIKe(ax)

Bbibepume o0uH npasus/ibHbIL 6APUAHM OMmeema

1. ITpu cocTaB/IeHNH COBMECTHOTO JOKYMEHTA /IByMsl OPraHN3al{AMH OH
odopmiisieTcs:

Ha O/1aHKe TIepBOM OpraHu3aIjun

Ha O/1aHKe BTOpPOM OpraHu3alin

+Ha Jsiicte (popmara A4

Ha jiicte (popmara A5

2. Kakoe pacrioyio)keHye peKBU3UTOB PEKOMEHAyeTCs /I muceM?

+yrioBsoe

MIPO/I0JIbHOE

YT7I0BOE U MPO/I0/IbHOE

(h;1aroBoe M LIEHTPOBaHHOE

TIpOZ0JIbHOE U (h1aroBoe.

3. IlncbMo, nMeroiee (PMHAHCOBBIE U OPUUYECKHE TT0C/IeJCTBUA JO/DKHO
ObIThH:
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+T0AMNK1CaHO JUPEKTOPOM, IJ1. OyxranrepoM, 3aBepeHo MevaThbio
MO/INKMCaHO JUPEKTOPOM U COT/IaCOBaHO C FOPUCTOM

TIOJITICAHO I'J/1. OyXranTepoMm, yTBeP>KIeHO AUPEKTOPOM
MO/INKMCAaHO JUPEKTOPOM

JonosaxHume

4. O0001IeHHOe HA3BAHHE IIMPOKO NMPUMEHSIEMOro BHAA O(PUIIHAIBbHBIX
JOKYMEHTOB, CJIY:KalllUX CPeACTBOM OOLIEHHMS Pa3/JIMYHbIX OPraHU3ALMi, Mpe/-
npusaTH, (GUPM N0 NOBOAY OCYIIECTBJSAEMON HMH [JeATEJbHOCTH — 3TO

ITpakmuko-opueHmupo8aHHble 3a0aHUst

5. Kakne TpeOGoBaHUS NPeAbABIASIOTCH K 0pOpMIIEHUIO pekBU3UTA «JlaTa
AOKYMEHTa»?

PexBuszur «/lata qokymMeHTay» 3alKUCHIBAETCS B MOCIEIOBATEIIBHOCTH: JIEHb Me-
csilia, MECSII, TOJl OTHUM U3 JIByX CIIOCOOOB:

apabckumu 1udpamu, pa3aesieHHpIMA Toukoi: 05.06.2023;

CIIOBECHO-TIU(POBBIM criocoboM: 5 utons 2023 1.

6. BbiOepuTe M3 JABYX CHOCO00B, MPAaBUJILHO 0(OPMIIEHHbIE BAPHAHTHI
PEeKBHM3MTA JaTa:

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

2. 02 pexaOps 2023 r.; 17 anp. 2023 r.; 11 gexadpsa 2023 r.; 13 Hos0ps

2023 rona.

[IpaBU/IbHBIN OTBET:

01.01.2023, 11 gekabpst 2023 r.

7. Kak npaBuIbHO 0()OpPMUTH B A€/I0BOM NMHUCbMe PeKBU3UT « CChLIKa HA
perucTpPanuoOHHbIA HOMEP H ATy TOKYMEHTa»?

[IpaBWIbHBIN OTBET:

PexBusut «Cchliika Ha PErUCTPALMOHHBIA HOMEP U ATy JOKYMEHTa» BKJIIOUYa-
eT B ce0s1 perucTpallMOHHbI HOMEpP U ATy AOKYMEHTa, Ha KOTOPBIM JOKEH ObITh
JIaH OTBET, OH OPOPMJISIETCS TPEUMYILIECTBEHHO B MUChbMaX-0TBETaX.

8. Kak npaBuibHO oopMiIsieTcsl PEKBU3UT «A/pecaT) UCHOJIb3yeTcs NpH
o(popMIIeHNH JeJIOBBIX (CJIY:Ke0HbIX) NHCEeM, BHYTPEHHMX HH(POPMALMOHHO-
CIIPABOYHBIX JOKYMEHTOB (IOKJIAHBIX, CJYKeOHBIX 3aIMCOK U JAP.)?

[IpaBU/IbHBIN OTBET:

PexBusuT «Anpecar» ucnoiib3yercs mpu oGOPMIICHUH JEIOBBIX (CITYKEOHBIX)
MMCeM, BHYTPEHHUX WH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIQJHBIX, CITy-
KEOHBIX 3aMUCOK U Jp.), Tpu 0OPMIICHUH BHYTPEHHUX TOKYMEHTOB aJpec HE yKa-
3bIBAIOT.

HMupexropy OOO «Temn»

CBo6ob! yi1., .18, MypmaHck r.,

124567

3aunenuny B.C.
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9. Kakue TpeboBaHus NpegbAB/IAIOTCA NPU 0¢opM/IeHUH PeKBU3HUTA
«ITognuce»?

[TpaBUIBHBIN OTBET:

PexBusut «lloanuce» BKIIOYAET: HAMMEHOBAHHUE JOHKHOCTH JIUIA, MOAIMKUCHI-
BAaIOIIETO JOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOJAMUCH, PACIIU(POBKY MOAMUCH
(MHULIKATBL, (aMUITHSA).

['eHepanbHBIN TUPEKTOP [Moanuck N.0. Gamunus

Jlaiime pa3zeépHymbili omeem

10. Kakue ¢pyHkyuu ebinosiHsiem c/ayxce6GHOe nucbMo.

ITpasunbHblll omeem:

ungpopmayuonnas GyHKIMS, B TMCbMe (GUKCUPYIOTCS (aKThl, CBEICHUS, MHE-
HUS U IPYTHE SBJICHUS MPAKTUUECKON M MBICITUTEIBHON ACSITEIbHOCTH JIO/ICH;

opeanuszayuonnas GyHKIUs oOecreunBaeT BO3ICHCTBUE HA JIOJCH B LIETAX Op-
TaHU3AIMN U KOOPJUHAIINH UX JIEATEIHHOCTH,

KOMMYHUKamuenas GyHKIMs 00ecriedrnBaeT BHEITHUE CBSI3W OPTaHMU3AIIHH;

ropuduyeckas GyHKIMS TUCbMa 00€CIIEYMBAET MPABOBYIO 3AIIUTY, IOCKOJIBKY
ero CoJIepKaHNe UCIIONIb3YETCsl B KAUYECTBE CBUICTEIHCTBA, JOKA3aTEIbCTBA MIPH pac-
CMOTPEHHH CITIOPHBIX BOMPOCOB CTOPOHAMH OTHOIICHHIA;

socnumamenbHas PyHKIUS, COCTABIIEHUE JIETIOBOTO MUChMa TPEOYyeT MOBHI-
IIEHHOT'O YPOBHsI 00pa30BaTeIbHON NOATOTOBKU UCTIOTHUTEIIS.

ITKoc-1 Cnoco0eH oCymiecTB/IATh TAKTHUECKOE yIPaB/IeHHe MPoeccaMu
OpraHu3anyy Npou3Bo/CTBa

Bbibepume o0uH npasus/ibHbIL 6ApUAHM OMmeema

1. HopmaTUBHBIU aKT, U3/laBaeMblil PyKOBO/HUTe/1eM NpeAnpUATHS — 3TO:
+TIpYKa3s

VHCTPYKLUS

TI0JI0’KeHHe

pacriopsbkeHue

[l0r0BOp

2. Pacniopsijure/ibHbIM JOKYMEHT MO)KeT YTBepP)K/JaThCA:
+JOJDKHOCTHBIM JIMLIOM

TPOTOKOJIOM COBEIaHUS

opraHu3alen

CTPYKTYPHBIM MO/ pasje/ieHremM

3. Kakas yacTb TeKcTa MpuKa3sa siB/iseTcs 0053aTe/IbHOU
KOHCTaTUPYHOLast

+pacropsiauTe/IbHas

OopraHu3aLOHHas

10 YCMOTPEHUIO COCTaBUTEJIS

JomnonHure
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4. loKyMeHTbI, coiep>kaijue nHGopMaIuio 0 (aKTUYeCKOM MO0/10)KeHUHU
AeJ1, CIy)Kalye 0CHOBaHUeM /Il IPUHATHA pelleHuH, U3JaHus pacnopsiju-
Te/IbHBIX JOKYMEHTOB
AOKYMEHTbI, 00palieHHbIe K HIDKeCTOSIMM OpraHu3alusM, rpynmaM 1y oT-
Ae/IbHBIM JIMI{aM;

[TpaBU/IbHBIN OTBET: UHPOPMALIMOHHO-CITPAaBOUHBIE

5. JIOKyMeHT, CO/iep)Kalljiil ONMCaHue U MOATBepKAeHHe (GaKTOB M COOBI-

THUU —3TO
[TpaBuibHBIN O0TBeT: CrpaBKa.

6. HopMaTUBHBIM aKT, OMpe/e/IsIIOIAN MOPAJOK 00pa3oBaHMsl, KOMIIe-
TeHHI0, (YHKI[UH, MPaBa, 0TBETCTBEHHOCTh, NMOPSAOK PadoThbl B CTPYKTYPHOM
no/ipasje/ieHuu — 3T0

[TpaBuibHBIN OTBeT: [TonokeHue.

7.1IpaBoBOM aKT, U3iaBaeMblii PYKOBOAUTe/IeM, /I pa3pelleHus omepa-
THUBHBIX BOIIPOCOB — 3TO

[TpaBunbHBINM OTBeT: Pacnopsokenue.

Jatime pazeépHympiii omeem
8. ITepeuncinTe peKBU3UTHI IPUKAa3a 0 0CHOBHOM /IeSITe/IbHOCTH.
[TpaBWIbHBIK OTBET: PeKBU3UTHI MPUKa3a MO0 OCHOBHOU [1eITeIbHOCTH, CIeMdy-
roLue:
e HauMMeHOBaHWe OpraHu3alvy;
e HauMeHOBaHUe BYja AoKymeHTa — [IPUKA3;
e [Jara, KoTopas Oy/eT 3aro/iHeHa OT PYKH T0C/ie TIOATTMCaHUs TTPUKa3a;
e PEruCTPALMOHHBIM HOMEpP, KOTOPBbIM 3aroJIHSIT M0C/Ie TOANMCaHNS,
HOMep gBJIIeTCs MOPSAAKOBBIM C Hayasia KaJleHJapHoro roza;
e MeCTO U3JaHus — 0(QOPMJIIOT B TOM C/yuyae, eC/IM OHO HEIOHSITHO W3
HauMEeHOBaHWs OpraHu3alLuy;
e 3aroJIOBOK K TEKCTY — OTBeuaeT Ha BOIpocC «O yem?»;
o TEeKCT;
e  TIOJIMCH;
o rpud cornacoBaHus — ohOPMJISIIOT B C/iyuae HeOOXOAWMOCTH, Kak Ipa-
BUJIO, TPU BHELLIHEM COIJ/IaCOBAaHUY;
e OTMETKa O KOHTPOJIE;
e OTMeTKa 00 MCTIOJTHeHUU JOKYMEeHTa M HarlpaB/ieHU! ero B ZIeJio.
9. ITepeunc/inTe peKBU3UTHI PACIIOPSKEHUS.
[IpaBU/IbHBIN OTBET: PEeKBU3UTHI PACHIOPSIKEHUS:
® HAMMEHOBAHHME OpraHU3alvu,
HAaMEHOBAHUE CTPYKTYPHOTO MOAPA3AEIEHUS
HAaNMMEHOBAHUE BUJIA IOKYMEHTA
Jara
HOMEP
MECTO COCTaBJICHUS
3aroJIOBOK K TEKCTY
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® TCKCT
® JIOAIIUCH
® BU3LbI

10. Kakue Tpe0oBaHusi NPeabABIAITCA K opopmiieHu0 pekBu3uta «Ot-
MeTKa 0 HAJIMYMHU NMPWIOKEHHUD» B JOKYMEHTAX - NMPWJIOKEHUSAX K Pacropsiaiu-
TeJbHBIM JIOKYMEHTaM, IOJIOKEeHUSIM, NMPAaBWJIAM, HWHCTPYKIHUSIM, J0r0BOpPaM,
IUIAHAM, OTYeTaM M JAp. AOKyMeHTaM?

[IpaBubHBIM OTBeT: PekBU3UT «OTMETKA O MPUIIOKEHHS) COJEPKUT CBEJIE-
HUS O JOKYMEHTE (JOKYMEHTax), MpUIaraéMoM K OCHOBHOMY JOKYMEHTY (B JOKY-
MEHTax - MPUIOKEHUAX K PacHOpAIUTEIbHBIM JTOKYMEHTaM, MOJIO)KEHUSIM, MpPaBU-
JaM, HTHCTPYKLHSIM, IOTOBOpaMm, IJIaHaM, OTYETaM U Jp. JOKyMEHTaM).

B pacnopsauTenbHbIX AOKYMEHTaX (IIOCTAaHOBJICHMSIX, PEUICHUSX, MpUKa3ax,
pachopsKeHUsIX ), JOrOBOpax, MOJIOKEHUAX, MIPaBUIaX, HHCTPYKUUAX U IPYTHX J10-
KyMEHTaX OTMETKa O MPUIOKEHUH 0(OPMIISIETCS CAEAYIOIUM 00pa3oM:

- B TEKCTE JOKYMEHTa IIPpU NEPBOM YIOMHHAHUU JOKYMEHTA-IIPUJIOKEHHUS B
CKOOKaXx yKa3bIBaeTcs: ... (IPUJIOKEHUE) UM ... (IpHJIOKeHue 1); mepen HoOMepoM
IPUIOKEHHS JOIYCKACTCsl CTAaBUTh 3HAK HOMepa: ... (puitoxkerue Ne 2);

- Ha IEPBOM JIUCTE JOKYMEHTA-IPUIIOKEHHS B IIPABOM BEPXHEM YTy YKa3bl-
BaeTCA:

[Ipunoxenue Ne 2

K IpUKa3y

AO «Ipoduib»

ot 15.08.2015 Ne 112

ITKoc-2 Crioco0eH oCymiecTB/IATh MOUCK, MPUB/IeUeHHe, TTOAO0P U 0TOOP
nepcoHasa

Bbibepume o0uH npasu/ibHbIU éapuUaHm omeema

1. Komy cieayer aapecoBaTh 3asiB/ieHHe 0 IpreMe Ha pabory?

COOCTBEHHUKY MpeATPUATHS

+DPYKOBO/IUTEJTIO TIPeATPUSTHUS

HayvaJbHUKY OTZesa KaZpoB

/1. Oyxranrepy

2. O yeM NUIUIYT B IMYHOM 3asiB/ICHUM?

+0 TipyeMe Ha paboTy ¥ yBO/IbHeHUH, 00 OTITyCKe

O CBOUX JIMUHBIX IJIaHAX

00 orto3gaHuH

O BBINTO/ITHEHUU [I0PyY€eHHUs

3. JlokyMeHT, (pMKCUpYIOLIMii COr/IallleHHe CTOPOH 00 yCTaHOB/IEHUH TPY-

AOBBIX OTHOLLIEHUH U Pery/JIUpPYHIIMH UX, Ha3bIBAETCH ...

TPYZ0Basi KHWKKa

TIPUKa3 10 IMYHOMY COCTaBy

+TPYyA0BOU IOTOBOP

[OJDKHOCTHAs! MHCTPYKLUS
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JomonHure

4. OpraHu3alUOHHO-NIPABOBOM [JOKYMEHT, OIMpeje/ sl OCHOBHbIE
(yHKIUH, 00513aHHOCTH, MPAaBa U 0TBETCTBEHHOCTh COTPY/HUKOB OPraHHU-
3al[UM TPH OCYIIeCTBJICHUM WM OMNpeAe/IeHHOM [JO/DKHOCTH — 3TO

[TpaBunbHBIM OTBeT: [10/DKHOCTHAsE UHCTPYKLIUS
5. Komniekc B3aMOCBSI3aHHBIX JJOKYMEHTOB, per/iaMeHTUPYIOLUX CTPYK-
TYPY, 3a/jaui, PYHKIMH NpeNPHUATHS, OPraHU3aI[uI0 ero padoTsl, Mpasa,
00513aHHOCTH U OTBETCTBEHHOCTH CIEeI[HA/TUCTOB U PYKOBO/ICTBA Npe/pH-
ATUA-ITO

[TpaBubHBIM O0TBeT: OpraHu3alOHHbIE JOKYMEHTHI

6. JlokyMeHT, (PMKCHUPYIOLIUIi corjialieHue CTOPOH 00 YCTAHOBJIEHUH TPY-
JAOBBIX PABOOTHOILIEHUIA M PeryJTHPYOIMHA UX — ITO

[TpaBUIBHBIN OTBET: TPYIOBOM 1OTOBOP

Jatime pazeépHymbiii omeem

7. Ha3zoBuTe peKBU3UTHI NPUKa3a 10 IMYHOMY COCTaBY:

[IpaBU/IbHBIN OTBET:

® HAMMEHOBAHHUE OpPraHU3AlUY;

e HauMeHOBaHME BuJa qokyMeHTa — [IPUKA3;

e JaTa, KOTOPYIO 3aIOJHSIOT NOCIIE MOANUCAHUS TOKYMEHTA;

® PEruCTPAalMOHHBI HOMEp, KOTOPBIM SIBISETCA MOPSAKOBBIM C Hayalla Ka-

JICHJIAPHOTO rojia, HOMEP UMeeT OYKBEHHOE HapalleHUE «K» (KaJpbl) WIH <«JICH»

(JIMYHBIN cocTaB);

MECTO COCTaBJICHUS;

3aroJ0BOK K TEKCTY — OTBEYAET Ha BOIPOC «O uem?»;
TEKCT;

OCHOBAHME;

MIOJIITKCB;

BU3bI COTJIACOBAHUS;

rpud coriacoBaHusi — 0POPMIISIOT MPU HEOOXOAUMOCTH;
HOJIIUCH COTPYJHUKA 00 O3HAKOMIIEHUU C MPUKA30M;

® OTMETKAa O HalpaBJIEHUU JTOKYMEHTA B JEJIO.

8. IIpaBua odopm/ieHusi peKBU3UuTa «TeKCcT» B MpHKase 1Mo JIUIYHOMY CO-

CTaBy IpPH NMpHeMe Ha PadoTy U mepeBojie Ha JIPYryo padory

[IpaBWIbHBIN OTBET:

Tekcr npukaza 1Mo JUYHOMY COCTaBY, KaK MPaBUJIO, HE UMEET KOHCTATUPYIO-
nieil yactu. PacnopsiaurenbHas 4acTh B 3aBUCUMOCTH OT COJIEpKaHUS MPUKa3a HauM-
HaeTcs ¢ ogHoro u3 cuenyrommux cios: [IPUHATH, YBOJIMTh, KOMAH/INPO-
BATD, IIEPEBECTH u 1.1. OTH cii0Ba NUIITYT NPONUCHBIMU OYKBaMH, 3aTEM CTaBST
nBoeroune. [lanee ¢ KpacHOM CTPOKM MPOMUCHBIMU OyKBaMH MUIIYT (PaMIIINIO, a 3a-
TE€M CTPOYHBIMHU OYKBaMH MMS M OTUYECTBO COTPYIHHKA, B OTHOLIEHUH KOTOPOTO U3-
JaeTCsl MpHKa3. 3aTeM OMUCHIBAIOT JCUCTBUS, MPEINPUHUMAEMbIE B OTHOIIEHUHU pa-
OOTHUKA.
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IIpu mpueme Ha paboTy B TEKCTE CIIEyeT YKa3blBaTh JaTy NpHUeMa, HAUMEHO-
BaHUE MOJAPA3JEICHUS, TOJDKHOCTD, pa3Mep 3apab0THOM TUIaThl, BUA pabOThI (TIOCTO-
SIHHAsI, C UCIIBITATEIbHBIM CPOKOM, CO CTaKUPOBKOM, BPEMEHHAs!, 10 COBMECTUTENb-
CTBY), 0COObIE yCJOBHsS pabOThl (MaTepuaibHasi OTBETCTBEHHOCTH, COKPAIlEHHBIN
WIM HETIONHBIN pabounii neHb). OCHOBaHMEM ISl U3aHUS TaKOTO MPHUKa3a SBISIETCS
3asIBJIEHUE COTPYJIHUKA U TPYAOBOM JOTOBOP.

IIpu nepeBoae Ha IPYryro JOHKHOCTh B TEKCTE HAZO yKa3aTh JIOJKHOCTB, 3a-
HUMAEMYIO COTPYJHUKOM B HACTOSIIIIUKA MOMEHT, HOBYIO JIOJDKHOCTB, IIPUYHMHY IEpe-
BO/A, pa3Mep 3apaOOTHOM IUIaThl HA HOBOM JOJDKHOCTH, JUIMTEIBHOCTh pabOTHI Ha
HOBOM JOJDKHOCTH B ClIy4ae BPEMEHHOTO nepeBoga. OCHOBaHUEM IS U3/1aHUS TAKO-
ro MpUKa3a MOXET SABJIATHCS 3a8BJICHUE COTPYAHMKA, IIPEACTABICHUE PYKOBOJUTENS
CTPYKTYPHOTO MOAPA3IEICHUS IIPU MEPEBO/IE HA BBILECTOALLYIO TOJPKHOCTD

9. IlonsATHE U BU/bI JOKYMEHTOB 110 INYHOMY COCTaBY

[TpaBUIBHBIN OTBET:

JIOKyMeHTBbI M0 JIMYHOMY COCTaBYy - 3TO [JOKYMEHTBI, XapaKTepHu3YHoLlue
TIPaBOBYIO, TPY/IOBYIO U CTYy>KeOHYIO [iesiTeJTbHOCTh PAOOTHUKOB opraHu3aiid. OHU
CO3/AOTCSL B pe3yJ/ibTaTe TPYAOBbIX OTHOLLIEHWW, BO3HUKAIOLUX MEX/Y yUpeXXJeHU-
SIMU U COTPYJHUKaMH.

K moKyMeHTaM 10 ITMYHOMY COCTaBy OTHOCATCS: TPYJOBBIE JOTOBOPHI, 3AKIIO-
YEeHHbIE MEXIy paboroaareiieM W paOOTHUKOM, MPHUKA3bl O MpUEME, MEpPEBOAE Ha
IpyTylo paboTy, YBOJIBHEHUH 3asBJICHUS O pueMe Ha padoTy, NEpeMEIEHUH YBOJIb-
HEHUH, TPYAOBbIE KHI)KKH, JUYHbIE KApTOUKH, aBTOOMOrpauu, XapaKTEpUCTHKH,
aTTECTALMOHHBIE JTUCTBI COTPYJHUKOB, PE3IOME, JJUYHBIE JIETa, JIMLEBBIE CUeTa I10 3a-
paboTHOI Tu1aTe.

Hanbosiee MHOrOUMC/IeHHOW $IBASIETCS JOKyMeHTalusi, COTPOBOXK/AroLast
TIIPOLIeCCHl ABVDKEHUsI KaZlpoB Ha MpeAnpusaTtuu. llon nBrkeHrWeM KaZjpoB YCIOBHO
TIOHUMAaeTCs: TIPUeM, MepPeBo/, U yBOoJbHeHHe PabOTHUKOB; IpeioCTaB/ieHre OTIYC-
KOB; KOMaH/IUpOBaHKe.

10. ITonsaTHUA 3aAB/IeHUA U MPaBu/ia opopMieHUs.

3asiBjieHHe - [JOKYMEHT, a/IpeCOBaHHbIN OpraHu3alid WA JO/DKHOCTHOMY
nUIy, C TIpOoCck0o O TipeMe Ha paboTy, yBOJIbHEHUWH, TepeBojie, TPeJoCTaB/IeHUH
OTITyCKa.
[TpaBusia opopmsieHus 3asB/IEHUS:
1. ITueTcst OT pyku B IPOM3BOJIbLHOM (hopMme.
2. Ha TpacdapetHoM 6/1aHKe, pa3paboTaHHOM Ha JaHHOM TIPeTIPUSITHM.
PeKBHU3UTBI 3asIB/IEHUS:
. Ha3BaHMe BH/Ia JOKYMEHTa;
. laTa;
. aZipecar, BKJTFOUYAeT OT KOT0 3asiB/IeHHE;
. TEKCT;
. TIO/ITTUCh.

UURNWN -
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ITKoc-3 Cnoco0eH oCylIecTB/IATHh AeATEe/bHOCTh M0 OpPraHU3alui Tpy/ja
1epcoHa’ia

Bbibepume o0uH npasu/ibHbIll eapuUaHm omeema

1. Kak Ha3bIBaeTcs MPaBOBO# aKT, OMpeje/SAIONAA MOPAJOK oO0pa3oBa-

HUSA, PaBa, 00513aHHOCTH U OPraHU3alUI0 PadoThI MPeANPUATHA HA [I/TH-

Te/IbHbIA CPOK BpeMeHH?

TpYKas3s

+yCTaB

ZIOrOBOP

TI0JI0’KEeHUe

LITaTHOE pacIivCaHue

2. [IOKyMeHT, B KOTOPOM Ompeje/IA0TCsA 3aauu, (PyHKI[UH, TPaBa U 00s-

3aHHOCTH COTPY/HUKOB

+10JDKHOCTHAsI UHCTPYKLIHS

WHCTPYKLUS

IpaBUia BHYTPEHHEr o pacriopsizka

LITaTHOE pacrvcaHye

3. B kakoM J0KyMeHTe 3aKpenieHbl J0JKHOCTH U YHCJIEeHHBIH COCTaB

NpeAnpUsTHS ¢ YKasaHueM (poHAa 3apad0THOM mJIaThl?

+B IITATHOM pacHMCaHUU

B [I0JIOXKEHUU O IIEPCOHAJIE

B JIOJDKHOCTHOW MHCTPYKLIUU

B YCTaBE€ MPEINPUATHS

Jlonosanume

4. HopmaTHBHbIE aKThl, COJepPsKalllie HOPMbI TPY10BOI'0 IPaBa, IPUHHU-

MaeMble padoroaarejieM — 3TO

[TpaBUIBHBIM OTBET: JJOKAJIbHbIE HOPMATUBHBIE AKTHI

5. IokyMeHT, GUKCHPYIOLIHI corJiallleHHe CTOPOH 00 YCTAHOBJICHUH TPY-
JAOBBIX OTHOLICHUH U PeryJTUPYOIIHUI UX, HA3bIBACTCH

[TpaBUIBHBIN OTBET: TPYOBOM JOrOBOP

6. IlpaBoBoi#i aKT ynpaB/ieHUs FOCY/JaPCTBEHHOT0 OpPraHa, uMmeeT 00s3a-

TeJIbHYH0 CIWIY /AJisl TPaXKAaH U OPraHM3anyi, KOTOPbIM OHO a/[pecOBaHo -3T0

[IpaBuibHBIM OTBET: PacniopsbkeHue

7. HopMaTUBHBIN JJOKYMEHT, Onpe/ie/Isiouui (hoHj 3apaboTHOM mI1aThI
COTPYAHUKOB OpraHU3aI{uM- 3TO

[TpaBU/IbHBIN OTBET: LITaTHOE pacluicaHye

Hatime pazeépHympiii omeem

8. Knaccudukanus oprann3anioHHO-pPacnopsiANTeIbHOU JOKYMEHTOB B
coorBercTBUM ¢ 'OCT P 7.0.97-2016.

[TpaBUBHBIN OTBET:

OpraHu3aioHHbIe (TT0/I0KeHUs], yCTaBbl, UHCTPYKIMH, TPaBU/Ia)

PacrniopsiguTe/ibHble (TTPUKa3bl, pellieHus], TOCTaHOBJIeHUS], PaCIlOPsHKeHMs])
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JIOKyMeHTBI 10 JIMUHOMY COCTaBy (JIMUHbIE fleia, TUUHble KapTOUKW, TPY[O-
Bble KHIKKU U [JIp.)

[loKyMeHTbI (PIHAaHCOBO-pacueTHbIe (CYeTa, KaCCOBbIe JOKYMEHTHI U JIp.)

WHdopMalMoHHO-CipaBOYHbIe (TIPOTOKOJIbI, [1OK/Ia/iHble 3alvCKW, CIpPaBKH,
aKThl, TIMCbMa U JIp.)

9. Kaky1o posib urpaer J0KyMEHTAIIMOHHOE o0ecreYeHne B yIIPpaBJIeHUH
COBpeMeHHbIMHU OPraHU3aAlUIMU?

[IpaBU/IbHBIN OTBET:

JIOKYMEHTHUpPOBAaHUE YIPABICHYECKOW AESITEIBbHOCTU 3aKIIOYaeTcsl B (PUKca-
UMY Ha Oymare Wiu APYyrux HOCUTENSX MO YCTaHOBJIEHHBIM MpaBUJIaM YIIpaBJICHYE-
CKUX NEUCTBUMU.

JlesTenbHOCTD 000 OpraHu3aliii HEBO3MOXKHO IIpeICTaBUTh 0e3 coopa, 00-
pabOTKH, HAKOIJICHUS], XpaHEHHUs, TOUCKA U paclpoCTpaHEHUsI UH(OpMAaLIHH.

C noMo1bio JOKYMEHTALMK OCYIIECTBIIAETCS: IUNIAHUPOBAaHUE, (PUHAHCUPOBA-
HUE, YIIpaBJieHUe, OyXTaJITEPCKUN y4eT, OTUETHOCTh. JIF000e yrnpaBieHuecKoe peliie-
HUE BBIHOCHUTCSI HA OCHOBE MH(OPMALIUH.

OT npaBWIbHON OpraHu3aludd pabOThl ¢ JOKYMEHTAMH 3aBUCUT 3(P(EKTHUB-
HOCTb pa0OThl OPraHU3ALNH B LIEJIOM.

10. B kaKux A0KyMeHTax NMpocTaBJisieTcsi pekBU3uT «I'pud yrBepxpe-
HHsI», ¥ TIPaBUJ/Ia ero 0(p)opM/IeHHUs IPH YTBEPXKAEHUH J0/DKHOCTHBIM JIUL[OM M
pacnopsguTe/IbHbIM JOKYMEHTOM.

[IpaBU/IbHBIN OTBET:

['pud yTBepKIeHMS MPOCTABISIETCS Ha JOKYMEHTE B ClIydae €ro YTBEPKICHHS
JIOJKHOCTHBIM JIMIIOM, PACHOPSIAUTEIbHBIM JOKYMEHTOM (MIOCTAHOBJICHUEM, pEIle-
HUEM, IPUKA30M, PACIIOPSKEHUEM) WIIH PEIICHUEM KOJUIETHAIbHOTO OpraHa.

I'pud yTBEepkaeHUS pa3MeniaeTcs B MPaBOM BEpXHEM YTy MEepPBOro JUCTa JI0-
kyMeHTa. [Ipu yTBEep>KIEeHUM JOKYMEHTA JTOKHOCTHBIM JIMIIOM TpUQ YTBEPKICHUS
coctout u3 ciosa Y TBEPKIAIO, HauMeHOBaHUS TOKHOCTH JIMIA, YTBEPKAAIOIIIE-
ro JIOKYMEHT, €r0 TOAMUCH, THUIIUAJIOB, (DaMUJINU U AaThl YTBEPKICHUS.

YTBEPXIIAIO

PykoBonurens @enepaibHOTO

ApXMBHOI'O areHTCTBA

IMonmuce N.0. amunns

JlaTa

[Ipu yTBepKneHUH NTOKYMEHTa PACHOPSAUTEIBHBIM JOKYMEHTOM TpHd yTBEp-

)kaenust coctouT u3 cioa Y TBEPXKJIEH (YTBEPXJIEHA, YTBEPX/IEHbI niu

YTBEPXJIEHO), cornacoBaHHOro ¢ HaMMEHOBAHHEM BHUJIa YTBEPKIAAEMOIO JOKY-

MEHTa, HAMMEHOBAHUS PACIOPSAUTEIBLHOTO JOKYMEHTAa B TBOPUTEIHLHOM MAJIEKE, €T0
JaThl, HOMEpA.

YTBEPX/IEH

npukazoMm AO "ITpoduiip"

ot 5 anpenst 2015 r. N 82
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— 0a30BbIN ypoBeHb C(HOPMUPOBAHHOCTU KOMIIET@HIIMU CUUTAETCS JOCTUTHY-
ThIM, €CJId pe3y/bTaT 00yueHUs] COOTBETCTBYET OLIEHKe «y/JO0BJIeTBOPUTETbHO» (50-
64 peTUHTOBbIX OAsIOB);

— MOBBIIIEHHBIM YPOBeHb C(HOPMHUPOBAHHOCTU KOMIETEHLMM CUYUTAeTCs [0-
CTUTHYTBIM, eC/TU pe3y/ibTaT 00yueHusi COOTBETCTBYeT OLieHKaM «XopoIio» (65-85
PEeUTHHTOBBIX 0a/iyioB) U «OTIUYHO» (86-100 pedTUHIOBLIX OAJIIOB).

3 IIOPS/IOK ITPOBEJEHNSI IIOBTOPHOI
IMPOMEXYTOUYHOM ATTECTAIIUA

dopMa NMpOMe)KyTOUHOM aTTeCTalluy MO AUCLUIITIMHE 5K3AMEH.

DoHp OLIeHOYHbIX CpesCTB LISt TIpOBe/IeHUs TTOBTOPHOM
MIPOMEKYTOUHOM aTTecTaluu (JOpMUPYETCs U3 UKCJ/Ia OLIEeHOUHBIX CPeZICTB IO TeMaw,
KOTOpbIe He OCBOEHBI CTY[eHTOM.

IIpumeuanue:

[omnosHuTebHbIe KOHTPOJIbHbIE MCIIBITAHWS TPOBOJATCS [JI1  CTYZEHTOB,
HabpaBimix meHee 50 6awioB (B cootBeTcTBUM C «[lo/io’kKeHHMEM O MOAYJIBHO-
PENTHHIOBOM CHCTEME» ).

Tabmna 8 — Kpurepuu oneHKH ¢(h)opMHUPOBAHHOCTH KOMIIETE€HI[HI

Ko 1 HaumeHOBaHMe UHAWKATOPA Kpurepuu ouieHrBanusi chopmu-
JOCTW)KEeHUS] KOMIeTeHIUM (YaCTy KOMIle- | POBaHHOCTU KOMIIeTeHLIUM (4aCTH KOM-
TeHLUK) TIeTEeHLUM)

Ha 06a30BOM ypOBHe

COOTBETCTBYET OLIEHKE «y/[OBJIe-
TBOPUTE/THHO»
50-64% oT MakCUMaJIbHOro Oasiia

W/1-1yx-4+ BeibupaeT Ha roCcyZapCTBEHHOM | BjlafieeT MaTepUasoM T0 TeMe, HO I0IyC-
Y MHOCTPAHHOM(-bIX) sI3bIKaX KOMMYHHKa- | KaeT HETOUHOCTH TIpy (hOpMyIUPOBKe Oa-
TUBHO TIpUeMJieMble CTWIb /IeJIOBOTO 00- | 30BBIX IMOHSITHM TeMbI, UCITLITHIBAET 3a-
meHus, BepbasbHBIe U HeBepOasibHBIE | TPYAHEHUS MPU BbIOOpe KOMMYHUKATUB-
Cpe/iCTBa B3aMOJeNCTBUS HO TIPUEeMJIEMOTO CTUJIS IeJIOBOTO 0011e-
N-2yk-4+ Bener [enoByr TMepenuckKy, | HUsl, TIPY BeJIeHUU eJI0BOU MepenucKu
YUHTBIBasi 0COOEHHOCTH CTUIMCTUKK OGU- | TT0 YITPABIEHHIO OpraHU3al[iei v s
I[Ha/IbHBIX W Heo(UI[MaIbHBIX TTHCEM, CO- | IOMCKa, PUBJIeUeHus, mogdopa u 0Tbo-
LMOKY/IbTYPHbIE pa3ivuusi B (QopmaTte | pa MepcoHasa, rpeBbilliasi yCTaHOBJIeH-
KOPPeCIOH/IeHIIMA Ha TOCYy/JapCTBEHHOM U | HOe BpeMsl MPHY JIeMOHCTpalii YMeHUsT
MHOCTPaHHOM (-bIX) SI3bIKax JIManoruueckoro oOIeHust A1t COTPY/I-
N-3yk-4 [JeMOHCTpUPYeT UHTErpPaTUBHbIE | HUUECTBA B aKaleMUUYeCKOM KOMMYHUKA-
yMeHUs] WCIIO/Tb30BaTh  JUAJIOTUUECKOe | AW OOIIeHUs

oOIrieHre [/11 COTPYAHUUYECTBA B akaje-
MHYeCKOW KOMMYHMKAIMH O0IIeHusI
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C TapTHepamu
N /I-1nKoc-1 OpranusyeT v MpOBOJUT
paboTy 10 GprUHaHCOBOMY aHA/IU3y
5KOHOMHYECKOT0 CyOBheKTa

W 1-21ikoc-1  OcylijecTBAsIET OF0PKeTUPO-
BaHWe W YTIpaB/IeHWE JEeHEXHBIMU TOTO-
KaMU B 9KOHOMHUYECKOM CYObeKTe
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