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NPEAUCAOBHUE

[locobue sBisieTcss YacTbIO Y4€OHO-METOJMYECKOTO KOMIUIEKCAa [0 JUCIHILIUHE
«/lenonpou3BoACTBO» sl  OOy4aromMXcsi y4eOHBIX 3aBEICHUM HayalbHOTO M CPEIHEro
npodeccuoHaTbHOrO 00pa30BaHUs MPU M3YYCHUW TUCHUIUIMHBEL «JlenompounsBoactBoy». Ilocobue
COJICP’KUT 3a/laHus Ul MPOBENEHUS MPAKTUUYECKUX 3aHATUH U NPOMEXKYTOUHOM aTTeCTalluu IO
TEMaM COOTBETCTBYIOIIMM TpeOOBaHMIM (elepatbHOTO TOCYAaPCTBEHHOTO 00pa30BaTEIbLHOTO
CTaHJapTa.

Henu co3nanus nocoOust — pa3BUTHE MPAKTUUECKUX HABBIKOB MPH BBINOJIHEHUN Pa3IMYHBIX
BUJIOB pabOT MO JOKYMEHTAIMOHHOMY 00€CIIEYEHHIO YIIPaBIECHUS

B nocobue mnpexacraBieHbl pa3WyHbIE BapUaHThl 3aJaHUM MO MaTepuady ydeOHOU
MIPOrpPaMMBbI: TECThI, IPAKTUYECKHE 3a/laHuUs

Tecmosvie 3a0anusi COAEPKUT BOMPOCHI TECTOBOIO KOHTPOJS HECKOJIbKUX YPOBHEH.
[lepBrlii ypoBeHb (A) — 3TO TeCTbl Ha OINO3HaHHWE («JIa» WM «HET») M TECThl pa3jiHueHue
(130upaTeNnbHbIE U BBIOOPOYHBIE).

Bropoit yposenb (B) TpeOyeT BBIMOJHEHWS IEWCTBHI TO BOCIPOW3BEACHHUIO B TAMSTH
nHpopManuu 06 0OHEKTE U3YICHHUS.

IIpakmuyeckue 3a0anusi COCTaBIEHbI B COOTBETCTBUM ¢ DenepabHBIM I'OCYAapCTBEHHBIM
00pa30BaTEeNbHBIM CTAHJAPTOM M MPOrpaMMON JUCLHMILIMHE «/lenonpou3BOICTBO», C Y4E€TOM
pekomermammii ['OCT P 630 — 2003, TpeOGoBaHMii HOPMATHBHBIX JOKYMEHTOB IO

JOKYMCHTAIUOHHOMY o0ecreyeHuIo YIIpaBJICHUSA .



TECTOBbIE 3AAAHUA

TEMA «/I[ET10ONPOU3BOJACTBO KAK ® YHKLUS YITPABJIEHUS»

YPOBEHSG A.

Bri0epute BepHOe yTBepiKieHue

TpeboBanwust K 0(pOPMIICHUIO OPraHU3AIMOHHO-PACTIOPSAIUTESIHHBIX JOKYMEHTOB

L ycranasiuBaer ['OCT P 6.30 — 2003

2. B npunoxenun k OCT P 6.30 — 2003 ganb! 00pa3isl 6J1aHKOB JOKYMEHTOB

B opranuzanum no ycMOTpEeHHIO pyKOBO/JICTBA JI0JDKHA ObITh pazpaboTaHa
WHUBUAYaJIbHAs UHCTPYKLHUS IO JI€JI0NPOU3BOJICTBY

4. OpraHu3alMOHHO-IIPaBOBbIE TOKYMEHTHI, KaK IPaBUJIO, MOJIEKAT YTBEPKACHUIO

5. B OpraHru3allMOHHO-TIPABOBLIC JOKYMEHTEI MOKXHO BHOCUTHh U3MCHCHU A

Bri0epuTe npaBHIbLHBIN OTBET.
K kaosicoomy 3a0anuto damvi 3 eapuanma omeema, u3 KOMOPHIX MOAbKO OOUH GepHblil. B
Onamnke omeemos nocmagbme NOO HOMepoM 3adanusi OYKey omeema, KOMOopwlll HA 6aul 6327150

A6Aemcs npasulbHblM.

1. B cocraB opraHu3aliiOHHO-TIPABOBBIX JOKYMEHTOB HE BXOJIUT. ..

a) ycTaB OpraHu3aluu
0) mTaTHOE pacHucaHue
B) MpHKa3
2. Kakue pacniopsaurensHbIe TOKYMEHTHI MOXKET u3aaBath [Ipesunent Poccuiickoi
denepanun?

a) yKasbl
0) pacnopsiKeHus

B) ITIOCTAaHOBJICHUA
3. HOJ’DKHOCTH&H HHCTPYKIUA COTPYAHUKA. ..

a) MOJJICKUT YTBEPHKICHUIO
0) He yTBepXKaaercs
B) YTBEPKAAETCS IO YCMOTPEHHUIO PYKOBOIUTEIS

4. Kakoii HOpMaTUBHBIN JOKYMEHT ONpeAensieT 00s3aHHOCTU COTPYIHHUKA?

a) llltatHOe pacnricanue
0) YcraB npennpusarus
B) Jl0JDKHOCTHAst MHCTPYKLIKS

5. Tunoseie JOKYMCHTBI HOCAT ... XapaKTCp

a) o0s3aTeNnbHbIN
0) peKoOMeH1aTeIbHbII
B) 03HAKOMUTEIbHBIH



B kakom manexe popMynupyeTcst 3aroJIoBOK K TEKCTY JI0JDKHOCTHONH HHCTPYKIHH?

a) B UMECHUTEIHHOM
0) B pOAUTEIILHOM
B) B MPEJIOKHOM

Kakoii TokyMeHT He sIBJIsIeTCs Pa3HOBUIHOCTbIO KOTIMH?
a) YEPHOBUK
0) oTmyck
B) ayOnmKar

JIOKyMEHT, BbIIaBa€Mblii B3aMEH YTEPSHHOTO ¥ UMEIOIIMI CHITY IOIJIMHHUKA,
Ha3bIBACTCH. ..

a) Komust
0) oTmyck
B) IyOnmuKat

JIOKyMEHT, OKOHYaTeIbHO 0(OPMIIEHHBIN U MOANMCAHHBIN, Ha3bIBAETCH. ..

a) TOJIJTMHHUK
0) oTmyck
B) AyOiuKar

10. Vi3aMeHeHus ¥ IOTIOJTHEHHS B JIOJKHOCTHYIO HHCTPYKIIHIO BHOCSTCA. . .

a) JOKJIaJHOM 3aIUCKOU
0) pHUKa3oM PyKOBOJUTENS
B) CIIPaBKOM COrJIacCOBaHUSA

YPOBEHG B.
BceraBbTe nponyieHHbIe B TEKCTE CJI0BA.

1. OKVY]I — Ob6mepoccuiickuii kinaccupukaTop

VYcraB opranuzaiu — IpaBOBOM akT, OMPEACIISIOIIUAMA

JIOJDKHOCTHASI WHCTPYKIMST — TIPaBOBOW aKT, W3JaBaeMblii OpraHM3alueil B IEJsIX
periaMeHTaIu OpraHU3alMOHHO-TIPABOBOTO TIOJIOYKEHHS paboTHHKa, ero

, , H 0o0ecreYnBaroIIni
ycIIoBHS 11 ero () PeKTUBHOMU pabOTHI.

[IpaBuna BHYTPEHHETO TPYAOBOIO PaCHOpsIKa — 3TO MPABOBOW aKT, PEerjIaMEeHTHUPYIOLIUI

JIOKyMEHTBI KJacCU(UIUPYIOT:

no 8UOAM: OpraHU3alMOHHO-PACTIOPSAUTEIBHEIE,
, TIO INYHOMY COCTaBY;

no ¢hopme: VHIUBUIYaJbHbIE, , TaOJIMYHbIE, TEKCTOBbIE, aHKETHHIE,

TpadapeTHsie;

no npoucxodicoenuro. ouIuanbHbIE U ;

1O MeCcmy NPOUCXOHCOCHUSL: U BHYTPEHHUE;
no cpoxam XPaHeHust. MOCTOSTHHOTO cpoka XpaHCHUS, BPEMEHHOTO
( ), BpeMEHHOTO ( );

no 2aacHocmu. CCKPETHBIC U 5




no cpedcmeam @ukcayuu. PyKOMHUCHBIE, , Tpadudeckue,

, (POTOKMHOIOKYMEHTHI;

no  cmaousm — CO30aHusi. ~ OPUTHHAIBI,  YEPHOBHKH, ,
, , TyOJIMKATHI;

no cpouHOCMU: Y HECPOYHBIC;

no HAUMEHOBAHUIO.

TEMA «O®OPMJIEHHUE PEKBU3UTOB TOKYMEHTOB»

YPOBEHD A.

Bri0epute BepHOe yTBepiKieHue

1.

10.

11.

12.

13.

14.

15.

16.

17.

18.

CrnyxxeOHOe ToJIe TOKyMEHTa MpeTHa3HAUYCHO ISl HAHECEHUS CTIEeIIUaTbHBIX
M300paKeHU I

[TocTOSIHHBIN PEKBU3UT — PEKBU3UT, HAHECEHHBIN IIPU U3rOTOBJIEHUU OJaHKa

[lepeMeHHBII PEKBU3UT HAHOCUTCS IPU COCTABICHUM JTOKYMEHTa

JleBoe 1moJie MOKET ObITh YBEIHUEHO

CrpaHunbl JOKYMEHTa MOYKHO HyMEpPOBAaTh HAa HW)KHEM I10JIE JIUCTa

YcTaHOBIIEHO 1Ba BapHaHTa PACIOIOKEHHsI pEKBU3UTOB Ha OJIaHKax

Ha 6nankax odopmiisercss TOJbKO MepBas CTpaHUIA TOKYMEHTOB

PexBu3uThl O1aHKa opranuzamnuu cyobekra PO MoxHO 0popMUTE TOJIBKO HA
HAI[MOHAILHOM SI3bIKE

Ha Gnanke MOXHO ITIOMECTUTh COKpall€HHOEC Ha3BaHUEC OpraHusanuu, 1aXe €CJIu OHO HE
3aKpPCIICHO B VcraBe 3ol OpraHu3anuunu

Z[OKYMGHT HE MOXET COACPKATh bonee YCTBIPEX aaApeCaTOB

Z[OKYMGHT MOJKET OBIThH YTBEPKIACH NOJIKHOCTHBIM JIMIIOM

B xonIie 3aronoBska K TEKCTY JOKYMCHTA TOYKAa HEC CTABUTCA

K AOKYMCHTaM, OQ)OpMHeHHHM Ha Q)OpMaTe AS, 3ar'0JIOBOK K TCKCTY HC COCTABJISICTCA

TekcT nokymenta Ha popmare A4 opopmitsieTcs yepes MoJITopa HHTepBaa

Tekct AOKYMCHTA MOKCT OBITh IMPEACTAaBJICH B (l)opMe Ta6J'II/II_U>I

KoaunuecTBo 11CcTOB B MMPUIIOKCHUUN K TCKCTY HC YKA3bIBACTCHA

B paCMH(prBKC NOAIMCH MHUIIMAJIBI BCErAa CTOAT A0 (l)aMI/IJ'II/II/I

I[OKYMCHTLI (I)I/IHaHCOBOFO XapakTepa MOryr UMEThb ABC IMOAINCHU




19 OTmeTka 00 MCTIOJIHEHUH JJOKYMEHTA IMPOCTABIISIETCS B JIEBOM HIDKHEM YIITy TIEPBOTO
JIUCTA JOKYMEHTa

20, OTMmeTKa 0 MOCTYIUIEHUU IIPOCTABIISIETCS TOJIBKO Ha MPUCHUIAEMBIX (BXOASAIINX)
JOKYMEHTaxX

Bri0epuTte npaBuJILHBIA OTBET.

K raoscoomy 3adanuto danvt 3 eapuanma omeema, u3 KOMOPbIX MOJILKO 0OUH GepHbulil. B
On1aHKe 0meemos nocmasvnme NOO HOMEPOM 3a0aHusi OyKey omeemad, KOMOpwll HA 8aul 8327150

AeJAlemc npaculbHbIM.

1. JIuctsl HyMEpYyIOTCH. ..

a) MOCepeIMHE HUKHETO MOJIS JINCTa
0) mocepenrHe BEPXHEro MOJIs JIUCTa
B) B IIPaBOM BEpXHEM YIJTy

2. Hywmepamus ctpanui] o(hopMISIOT TaK...

a) 25
0) -25-
B) crp.25
3. CKOJBKO CYIIECTBYET IMOJIOXKEHUH Ta0yIsTopa

a) 6
0) 8
B) 4
4. Ot HyJIEBOTO MOJIOKEHUS Ta0yIsITOpa 0(HOPMIISIIOT. ..

a) HaUMEHOBaHHUE BUJA JOKYMEHTa
0) aapecat
B) Tpud yTBEepKIACHUS
5. Kakum nHTEpBaNoM OTAENSAIOT APYT OT ApYyra peKBU3UTHI PH 0(OPMICHUH JOKyMEHTa Ha
dbopmate A4?

a) OJMHAPHBIM
0) IBOMHBIM
B) TPOWHBIM
6. Kaxkoli pekBH3UT HE BXOJIUT B COCTaB OJIaHKa MUChMa?

a) CIpaBOYHBIC JaHHBIC 00 OpPraHU3aAIUN

0) MecTo M3maHus

B) CCBhUIKa Ha HOMEp U JIaTy BXOJISAIIETO JOKYMEHTa
7. J10JDKHOCTHOM OJIaHK SIBJISIETCS Pa3HOBUTHOCTHIO

a) oOmero OnaHka
0) OsaHka mUChbMa
B) OJIaHK KOHKPETHOTO BUJa JOKyMEHTA
8. Mosker Iu MHHUCTP TOANMKUCATh JOKYMEHT, 0(DOPMIICHHBIH Ha JIOJDKHOCTHOM OJIaHKE
3aMeCTUTENs] MUHHUCTpa?

a) MOXeT
0) HE MOXET
B) 110 JKEJIAHUIO
9. PekBH3UT «CIpaBOYHBIC JaHHBIE 00 OpraHu3anum» 0HOPMISIOT

a) TOJIBKO Ha OJaHKax MUChMa
0) Ha Bcex OjaHKax
B) TOJBbKO Ha OJlaHKe KOHKPETHOTO BHJIA TIOKyMEHTA



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Ha Onanke cy0bekToB PO pexBu3uThl 0hopMIIsroTCs:

a) TOJIKO Ha PYCCKOM SI3bIKE

0) TOJBKO HAa HAITMOHAJLHOM SI3bIKE

B) Ha JIBYX SI3bIKaX: PyCCKOM U HaI[HOHAIILHOM
Jlata moxyMeHTa opOpMITSIETCS

a) 23.12.2010
6) 23.X11.2009
B) 23.12.10

HpI/I a[[peCOBaHI/II/I IIOJI)I(HOCTHOMY .HI/IIIy HUHUIIUAJIBI CTaBT...

a) 1o dhammmu
0) nocne GpamMuan
B) 110 YCMOTPEHHIO CEKpeTapst
Mecto n3nanus 10KyMeHTa 0(OpMIISIETCS TaK

a) r.Kocrpoma
0) Koctpoma
B) rop. Koctpoma
CrnyxeOHOE THCEMO MOJXKET COJIepKaTh He OoJiee

a) 4YeThIpeX aJpecaToB
0) JBYyX aJpecaToB
B) TpeEX aJpecaToB
3aroJIoBOK K TEKCTY COCTABIISIETCS K TIOKyMEHTaM, O(pOPMIICHHBIM. . .

a) Ha dpopmare A4
0) Ha dpopmare AS
B) Ha JroooM popmare
Texkct moxymenTa Ha popmate A4 0hOPMIISIOT..

a) yepe3 OJIMH UHTEPBa

0) yepes MmoJTopa MHTEpPBAIIA

B) 4epe3 JIBa MHTEpBAJIA
Pe3omronuto opopmitsier. ..

a) PYKOBOJIUTEIIb
0) cekpeTapb
B) HCIIOJHHUTEIb
B pekBU3UTE «IOMUCHY) WHULIUAIBI CTABST. ..

a) 10 Gamuaumn
0) nocie Gpamuwnn
B) HE MMEET 3HAUYCHUS
OTMeTKa 0 MOCTYIUICHUU 0opMITsIeTcs. ..

a) Ha MMOCTYMAIOMINX JOKYMEHTaxX
0) Ha OTIPaBIIIEMbIX TOKYMEHTaxX
B) Ha BCEX JIOKYMEHTax
Pe3ynbrar paccMOTpeHHsI JOKyMEHTa PYKOBOAUTENEM O(hOPMISETCH. ..

a) rpudoM yTBepKIACHUS
0) pesonronuen
B) rpu¢OM COrIacoBaHUS



YPOBEHG B.

BcraBbTe MPOMYIICHHBIC B TEKCTE CJIOBA.

1.

10. OT™MeTKy 0 OCTYIJIEHUH AOKYMEHTa MPOCTaBJISIOT B

@opmynsip JOKyMEHTa — 3TO Habop o(UIMAIBHOTO MUCHMEHHOTO
JOKYMEHTA, PACIIOJIOKEHHBIX B OTIPECIICHHOM

bnank poxkymeHnta — 3T0 HaloOp , WICHTUQUIUPYIOINN
O0(HIIUATBHOTO MMCHMEHHOTO JOKYMEHTA.

Ecnu tekcr nokymenTa Ha opmare A4 HamedaTtaH yepe3 MOJITOpAa MHTEpBalla, PEKBU3UTHI
OTJIEJIAI0 APYT OT Jpyra MHTEpBaJIlaMU.

PexBM3UT «crpaBoYHBIE JaHHBIE 00 oOpraHu3anum» OQOPMIIIIOT TOJBKO B OJaHKe

Haroit JTOKYMEHTA SIBIISIETCS aaTa ero i

YTBepkIeHHe — 3TO 0COOBIH crnocod JIOKyMEHTa IOCJIe €ro
, CAHKIMOHHUPYIOIIHI pacnpoCTpaHEHUE MACHUCTBHUS JOKyMEHTa Ha

ONIPENETICHHBIN KPYT JIUL, TPaKJaH, OpraHUu3alni.

" coacpxKalasa MmMpuHATOC

3aroloBOK K TEKCTy JOKyMeHTa odopmisercs B
najiexe.

B YaCTHU HMXKHETO ITOJIA JUCTa JOKYMEHTA

JIMCTa JOKYMCHTA.

TEMA «PACIIOPSITUTETBHAS JOKYMEHTA LIS

YPOBEHS A.

Bbi0epuTe BepHOe yTBepKIeHHEe

1.

Pemenne HU31a€TCA Ha OCHOBE KOJIJIETHAJIBHOT'O PYKOBO/JICTBA

Tekct IIpyUKasa I10 OCHOBHOH JeATEILHOCTH ,KaK IMpaBUJI0, COCTOUT U3 ABYX yacTen

KOHCTaTI/Ip}/IOH_IaH 4aCTb TCKCTA B IIPHUKA3€ 110 OCHOBHOM AEITEIHLHOCTH MOKET
OTCYTCTBOBATb

[TyHKTBI TEKCTa MpUKa3a B PACIIOPAIUTENBHON YaCTH HyMEPYIOTCS apaOCKuMu 1 pamMu

ITpuka3sbl 0 OCHOBHOM JEATEIBHOCTH U 110 INYHOMY COCTaBY UMEIOT OOIIYIO
HYMEPAIHUIO

PekBH3UT «OTMETKA O HAIMYHMH TTPUIIOKECHHUSD) MTOCIIE TEKCTA MPUKa3a CaMOCTOSATEILHO
He odopmisercs

3aroJIOBOK K TEKCTY MTPHUKa3a [0 OCHOBHOM JEATEIBHOCTH (JOPMYITUPYETCS B
POUTEITHLHOM TaJIeKe

[Ipuka3 1Mo OCHOBHOW JEATENBHOCTH, KaK MPABUIIO, ITOMUCHIBACT PYKOBOIUTEIH
OpraHu3aIuu

IloctaHnoBeHus u pemieHus UMCIOT OIHY MTOAINCH

Pezomromus — 9TO Ha JOKYMCHTC, cacIaHHas

PexBU3UT «0TMETKA 00 MCTIOTHEHUN TOKYMEHTA U HAIIPABJICHUU €T0 B JI€TI0» 0OpMIIIETCS

HUKHEM YTy




10. PaCHOpﬂ[[I/ITCJIbeIC JOKYMCHTBI BCTYIIAIOT B CUJIY C MOMCHTA UX NOANMCAHUA

Bri0epuTte npaBuJIbHBINH OTBET.

K kascoomy 3a0anuro oanvl 3 éapuanma omeema, u3 KOMOPLIX MOAbKO 0OUH 6epublll. B bnanke
0meemos nocmagvme nNOO HOMEPOM 3a0aHus OyKey omeema, KOmopwli HA 8aul 632150 AGAAEeMCs

npasulibHobIM.

1. PacnopsauTenbHbIi JOKYMEHT, KOTOPbIN U3JJa€TCs Ha OCHOBE €MHOHAYAIS

a) pelieHue
0) mpukas
B) IIOCTAHOBJICHHE
2. PacmiopsimuTenbHBIA  JIOKYMEHT, KOTOPHIM W37aeTcsi Ha OCHOBE KOJUIETHAIBHOTO
PYKOBOJCTBA

a) npukas
0) pemenue
B) pacnopsiKEHUE
3. W3 CKONBKHX COCTAaBHBIX YacTeW, KaK MPaBHJIO, COCTOMT TEKCT PaCIOPSIIUTEIHLHOTO
JTOKYMEHTA

a) u3 IByX
0) W3 ogHOM
B) U3 Tpex
4. ®aMuIuI0 U JO0JDKHOCTh MCIOJHUTENS B PacHoOpAIUTENIbHOW 4YacTH TEKCTa IpHKasa I10
OCHOBHOM JI€ATENBHOCTH YKa3bIBAIOT

a) B IMCHHUTEIHLHOM ITaJICIKE
0) B pOUTEIHHOM TAJIEHKE
B) B JIaTCILHOM IaJICKE
5. B cocTaB pekBU3UTOB MpUKa3a M0 OCHOBHOMW JEATEIHHOCTA HE BXOUT PEKBU3UT

a) rpud yrBepxaeHUs
0) 3aroJIOBOK K TEKCTY
B) HOMEp JOKyMEHTa
6. Ilpuka3 Mo OCHOBHOM AEATEIHLHOCTU MOAMUCHIBACT

a) pYKOBOJUTENb
0) cexperapb
B) HCIIOJIHUTEIIb
7. TlocTaHoBneHHE MOAMKUCHIBACT

a) pyKOBOJUTEIb

0) cexperapb

B) PYKOBOJHTEIb U CEKpETaph KOJUIETHAILHOTO OpraHa
8. Ilpuka3 1o 0CHOBHOM JACATEIHHOCTH O(POPMIISIOT

a) Ha OJlaHKe IHCbhMa
0) Ha GylaHKe KOHKPETHOTO BH/Ia IOKYMEHTa
B) Ha JJOJDKHOCTHOM OJIaHKe
9. CnoBo «mpuKa3bIBalO» B TEKCTe MpHKa3a IO OCHOBHOM JAEATENBHOCTH OQOPMISAIOT B
CJIEYIOIEM HAaIlMCaHUH

a) [IPUKA3BAIO
0) MpuKa3bIBaIO
B) IIpuka3zpiBaro



10. PacniopsiautenbHas 4acTh B paCOPSHKCHUN HAYMHACTCS CJIOBOM

a) [IPEJIJIATAIO
6) PELLIAET
8) [IOCTAHOBJISIET

YPOBEHG B.

BcraBbTe NMPOMYIICHHBIC B TEKCTE CJIoBA.

1.

Opranu3aloOHHO-PAcTIOPSIAUTENbHBINA JOKYMEHT — 3TO BHJI NUCbMEHHOI'O JOKYMEHTa, B
KOTOPOM bukcupyrorcs AIMUHUCTPATUBHBIX u
OpraHM3allMOHHBIX  BOIIPOCOB, &  TakXe  BOIPOCOB ,
B3aUMOJICHCTBUS, OOECIEUEHUs] U PEryIMpPOBaHUS JAEATEIbHOCTH OPIraHOB BIIACTH,
YUPEKICHUH, TPEANPUATANA U OpraHnu3alui, UX MOAPa3IeICHUN U JOJDKHOCTHBIX JIMII.

[locraHOBNIEHME — 3TO MNpPABOBOM AaKT, IPUHUMAEMBbId BBICHIMMU WM HEKOTOPBIMH
LIEHTPAIbHBIMU OPraHaMH BJIACTH, JICHCTBYIOIIMMH Ha OCHOBE
yIIpaBJ€HMs, B ILEJAX pa3pelleHus Haubosee BaXHBIX U
NPUHLUNUAAIBHBIX 3334, CTOSIIMX Iepel JaHHBIMH OpraHaM{, U YCTaHOBIICHUS
CTaOMJIBHBIX HOPM, ITPaBUII

Pemenne — 310 paCHOpleI/ITeHBHIﬂI\/’I JOKYMCHT, KOTOpBIﬁ ABJIACTCA IIPABOBBIM aKTOM,
IIpUHUMaCMbIM BJIaCTH.

Pacnopsbxenne — 310 YIIPaBJICHHS TOCYAAPCTBEHHOTO
OpraHa, HMEIOUIMI BJIACTHBIM  XapakTep, W3JaHHBIH B paMKax [PUCBOECHHOTO
JOJDKHOCTHOMY — JIMIYy, TOCYJapCTBEHHOMY  OpraHy  KOMIIETCHIIMM,  WMEIOIIHN
CHILy JUIsl TPaKJiaH M OpPraHu3anui, KOTOPBIM PacloOpsyKEHUE apeCOBaHoO.

[Ipuka3z — 3T0 MpaBOBOM AKT, U31aABAEMBbII OpraHu3aIuy,
JIEUCTBYIONIEN Ha OCHOBE

TekcT pacmopsauTeNHbHOTO JOKYMEHTA 4Yallle BCEr0 COCTOUT W3 JIBYX B3aWMO3aBHUCHUMBIX
qacTeu - u

B 3aBucmMmocTu oT BUJa OOKYMCHTa pacClopsaauTCIbHasA 4YacTb HAUYMHACTCA CJIOBaAMM:
— B IIOCTAHOBJICHHMH, — B PCIICHUU,
— B PACHOPsKCHUU — B IIPHUKa3c.

PekBu3ur «oTMeTka O HaJIWYUHU IIPUIIOKECHU IIOCIIE TEKCTAa PacClnopsAauTECIBHOIO
JOKYMCEHTA CaMOCTOATCIIBHO

TexkcT pacnopsauTeNbHOTO  JOKYMEHTa  JIOJDKEH  HMETh  3arojioBOK,  KOTOPBIi
dbopmynupyercs B najiexe.

10. IIpukassl u paciopsHKeHHUS MOIMTUCHIBAET WIH

11. ITocTa”HOBIEHHUS U peiCcHuA UMCIOT IBC IMMOAIIUCH — nu

KOJUICTHAJIBHOI'O OpraHa.

12. PaCHOpHI[I/ITCJ'IBHHe JAOKYMCHTBI BCTYIIAOT B CUJTY C MOMCHTA UX

WU JOBEICHUS 10 CBEIECHHU.




TEMA «CJIYKEBHBIE IIMCbMA»

YPOBEHD A.

Bri0epute BepHOe yTBepsKieHUe

1.  TekcT cinyxeOHOro NucbMa MOKET ObITh IPOCTHIM

2. ToH cayxeOHOTO MHChMa 3aBUCHT OT €r0 COAEPKAHUS

B TpadaperHoM TekcTe He cleqyeT HauMHATh TEKCT CO CBOOOIHOTO MECTa, OTBEAECHHOTO
JUI IEpEMEHHON MH(POpMaLUU

4. B cinyxeOHOM MUChME TEKCT MUIIETCS OT 1-TO JuIa MHOKECTBEHHOTO YHCIIa

5.  BblIensT npuchliaeMbie€ U OTIPABIISIEMbIE THChbMaA

6. CayxebHOe TUCHBMO MOXHO 0(popMHUTH Ha popmare AS

7. MakcumanbHOE KOJIMYECTBO aJpecaToB B MUChMeE - 4

8. MaxkcuMalbpHBIIH 00BEM TTHCHMA — 2 JINCTA

9. CuyxebHO€ MUCHhMO MOXKET UMETh JBE TIOMUCH

10. CnyxeOHOE MHCHbMO MOTYT YIOCTOBEPATH MEUATHIO

Bbi0epuTe npaBWIbHBIN OTBET.
K xaosicoomy 3a0anuro oanvl 3 sapuanma omeema, u3 KOmMopvix mMojibKO 0OUH 8epHbuil. B
Onamnke omeemos nocmagbme NOO HOMepoM 3a0anusi OyKey omeema, KOMOpbvlll HA 6aul 6327150

AeJsiemcs npaculbHblM.

1. Tekct cny>1<e6Horo nucCbMa COCTaBJIACTCA OT

a) 1-ro guIIa MHOJKECTBEHHOTO YHCIIA
0) 2-ro JauIla eIMHCTBEHHOT'O YKCIIa
B) 3-TO JIMIIa MHOKECTBEHHOT'O YHCIIa
2. PekBU3HUT «CChUIKAa HA HOMEP U JIaTy BXOJISIIET0 JOKyMEHTa» 0(opmiiseTcs

a) BO BCEX MHUChbMax
0) B OTBETHBIX MMCHhMax
B) B MHUIIMATHBHBIX ITHUCbMax
3. PykoBoauTess u riiaBHbIN OyXranTep MOAMUCHIBAIOT

a) THUChMO-HM3BEIICHHUE
0) peKIaMHOE MUCbMO
B) TapaHTHIHOE MHCbMO
4. B cocTaB peKBU3UTOB CIIY>KEOHOTO MHUChMa HE BXOJUT

a) anpecar
0) Ha3BaHHE BUJA JOKYMEHTA
B) TMOJMUCH
5. Tekcr ciy:xeOHOTO MHCbMa MOXHO 0(opMUTh Ha hopmate AS, ecnu

a) Her Oianka ¢popmara A4



0) TEeKCT MChbMa He MpeBbIIaeT 6 CTPOK
B) €CTh COOTBETCTBYIOIIUE YKa3aHUsI PYKOBOIUTEIIS
Ckonpko 6J1aHKOB TIOTpeOyeTesl, eCli CTykeOHOe MIChMO HAIPABIISIETCS B JIBa aJipecara

a) OIuH
0) 1Ba
B) Tpu

MakcumanbHbIi 00BEM CITY’)KEOHOTO MHChMa

a) OJHa CTpaHMIa

0) JBe CTpaHULBI

B) TpPH CTPaHHUIIBI
[TewaTrro ynocrosepsercs

a) IHMChbMO-HallOMHHAHHUE
0) mnHUCHhMO-TIpUTIJIAIIEHHE
B) TapaHTHUIHOE MHCHMO
OTMmeTKa O MOCTYIJIEHUU JOKYMEHTa B OPTaHU3ALIMIO TPOCTABISAETCS

a) Ha BCEX JJOKYMEHTax
0) TOJBKO Ha MPUCHUIAEMBIX
B) II0 YCMOTPEHHIO CEKpeTaps

10. B muceMe oTMeTKa O MOCTYIUICHUN JOKYMEHTA TPOCTABIISICTCS

a) B IIPaBOM HW)KHEM YIUIy IIEPBOTO JINCTA TOKYMEHTA
0) B JICBOM HIDKHEM YTITy ITOCJICTHETO JINCTA JOKYMEHTA
B) Ha JIFOOOM CBOOOJHOM MeCTe

YPOBEHG B.

BceraBbTe nmponylieHHbIE B TEKCTE CJI0BA.

1.
2.

8.
9.

TexkcT mucpbMa JOJDKEH OBITE IMPOCTBIM, T.€. KaCaTbCA BOIIpocCa.

TekcT nuchma, Kak MpaBUIIO, COCTOUT U3 IBYX 4yacTel. B mepBoit yacTu naércs
, BO BTOPOI 4acTu

TexcT muchbMa MOJKET COCTOSATH M3 OHHOﬁ qacCTu.

[TuceMo MoxHO opopMuTh Ha popmare AS, €Ciiu TEKCT COJIEPKUT HE CTpOK.

Cny>1<e6Hoe IIHUCBbMO — 3TO eI[PIHCTBeHHBIfI JOKYMCHT, KOTOpHﬁ HC UMECT
JOKYMCHTA.

MakcumanbHOe KOJIUYECTBO aJIpeCaToB B IIUCbMC-

Kak npaBumno, MmakcuMaibHbIii 00BEM MHUCHMA - JUCTa, BTOpasi CTpaHUIA
odopmisieTcs Ha JHCTE.
[TuceMma (puHAHCOBOTO XapakTepa JOJIKHBI UMETh IO ITTUCH.

PexBU3UTHI CJ'Iy>K€6HOFO nucpmMa:

- PCKBU3UTHI OJraHka nucbpMa,

- agpecar;

- pe3oonus;

- TEKCT;

- OTMCETKA O HAJIMYUU IPUIIOKCHU,



- OTTUCK IIC€YaTH,
-OTMETKA 00 UCIIOJIHUTENE;
-0TMETKa 00 UCTIOJIHEHUH JOKYMEHTA M HAIIPABJICHUHU €r0 B JIEJIO;

- ( TOJIBKO U1l BXOJSIINX ITUCEM. )

TEMA «CJIYKEBHBIE 3ATTUCKW»

YPOBEHG A.

Bri0epute BepHoOe yTBep:KieHue

1. BuyrpeHH:s HOKIaIHAs 3aMCKa OopMIiIsieTcs Ha OJlaHKe OpraHu3aluu

2. Tekcrt noxmnaaHOM 3alMCKH COAEPKUT TOJBKO 0OCTOSTENILHOE U3JI0KEHNE BOTIpOCca

3. BHyTpeHHIOI JOKJIAJAHYIO 3alMCKY MOAMUCHIBAET COCTAaBUTEIb

4. AnpecaHT B IOKJIQJHOW 3alHCKE YKA3bIBAETCS B UMEHUTEIBHOU MA/IeKe

5. B ampecare noknagHO#M 3aMMCKH YKa3bIBAIOT TOJIBKO (haMUITHIO

Bbi0epuTe npaBuJIbLHbII OTBET.

K xaosicoomy 3a0anuro oanvl 3 sapuanma omeema, u3 KOmMopvix mMojbKo 0OUH 8epHbull. B
Onamnke omeemos nocmagbme NoO HOMepoM 3a0anusi OYKey omeema, KOMOpbwlll HA 6aul 6327150

A6NAemcs npasulbHoblM.

1. BHyTpeHHIOIO JOKJIATHYIO 3aIUCKY MOAMUCHIBAET

a) COCTaBUTEIb
0) pPYKOBOJUTEIb MOIPA3ACIICHUS
B) CEKpeTaphb
2. B ckoapkux sK3eMIusipax ohopMIIIeTCs BHEIIHSS TOKIaIHAs 3aMCcKa

a) B OJHOM
0) B IBYX
B) B Tpex
3. PexkBu3UTHI 00BACHUTENHHOMN 3aITUCKU MO MOBOAY OOBSICHEHUS MTOCTYIKA aHATIOTUYHBI

a) BHYTPEHHEU JOKJIAAHOM 3alIUCKU
0) BHYTpPEHHEHU CIIpaBKU
B) CIY)K€OHOMY TUCbMY
4. TekcT OOKJIaJHON 3aMUCKH, KaK MPaBUI COCTOUT

a) U3 OJIHOM YacTu
0) U3 ABYX yacTen
B) M3 TPEX 4acTeu
5. B cocTaB pekBU3WUTOB BHEIIHEH JTOKIAHOMN 3aITUCKU HE BXOAUT
a) 3aroJIOBOK K TEKCTY
0) 1eyath
B) TMOJMUCH



YPOBEHG B.
BCTaBbTe l'IpOI[yllleHHbIe B TEKCTE CJIOBA.

1. JdoxnaaHas 3amucka — JOKYMEHT, aip€COBaHHbIN o
KOHKPETHOU TeME ¢ U IIPEIUIOKEHUSAMU 110 HEW.

2. BHeEmHIOW MOKIATHYIO 3aKICKY, aPECOBAHHYIO B BBIIICCTOSIIIYIO OPTaHH3AIIIO
TIOJIITUCHIBACT

3. BHYTpEHHIOIO JOKJIAIHYIO 3alMCKY COCTABIISET U TOITHCHIBACT

4. PexBU3UTHI BHYTPEHHEHN JAOKIAAHON 3alIUCKU:
- agpecaT (B 1aTeIbHOM HaJIeKe)
- (B poAMTENBHOM MAZEHKE)
- HAMMEHOBaHME BUJIa JOKYMEHTA
- TEKCT
- OTMETKa O HaJIMYUU IPUJI0KEHUS (B ciaydae HEOOXOIMMOCTH)
- Jata

5. PexBU3UTHI BHENIHEH TOKJIAIHON 3AIINUCKHA:
- HAMMEHOBAHHE OpPraHu3allMi — aBTOpa JOKYMEHTA
- HAUMEHOBAHHE BUJA JOKYMEHTA

- HHICKC
- MECTO COCTaBJICHUA NOKYMCHTA

- 3aroJIOBOK K TCKCTY
- TEKCT
- OTMETKa O HAJIMYHH IIPUIIOKCHUA

- OTMETKA 00 MCITOJTHEHUU U HaIlpaBJICHUU JOKYMCHTAa B JICJIO

TEMA «ITPOTOKO.I. BEIIMUCKA U3 TIPOTOKOJIA»

YPOBEHS A.

Bbi0epuTe BepHOe yTBepKIeHHEe

1. B xpaTkoM IPOTOKOJIE IPUBOIATCS TEKCTHI BBICTYIUICHUN

2. JlaTro# mpoTOKOJA ABJIAETCS AaTa IPOBEACHUS 3acelaHus

3. B mporokosne 00s3aTenbHO YKa3bIBA€TCS KOJUYECTBO MPUCYTCTBYIOLINX
4. B tekcre npoTokoJia MOKeT oTcyrcTBoBaTh MyHKT BBICTYIINIIN

5. B mporoxoiie yka3sIBarOTCsl pe3yJIbTaThl TOJIOCOBAHUS

6. IIporoxois cocTaBisieTcs B OAHOM IK3EMILIAPE

7. HpOTOKOJ'I MOATUCHBIBAKOT IMMPEACCAATCIIb U CCKPETAPb KOJUICTHAJILHOT'O OpraHa




8.  Ha pacmmpeHHBIX 3ace€aHUsIX COCTAaB IPUCYTCTBYIOIINX YKa3bIBAETCS KOJIMUECTBEHHO

Brinucka u3 npoTokoJia yaocToBepsieTcs: 0(popMIICHUEM PEKBU3UTA «OTMETKA O
3aBEPEHUU KO

JlaToii BBINMCKY U3 MPOTOKOJIA ABJISETCS AaTa, yKa3Has Kak Jara MOJIHCAHUs
IIPOTOKOJIA

10.

Bri0epuTte npaBuJbHBINH OTBET.
K xaoscoomy 3adanuto danvl 3 eapuanma omeema, u3 KOMOPLIX MOJILKO 0OUH 6epHblil. B
Onamnke omeemos Nocmagvme NOO HOMEPOM 3A0aHUsl OVKEY omeemd, KOMOPbLU HA 8aul 632150

AeJAlemcs npaculbHbIM.

1. JlaToil mpoToKoJIa SIBISETCS

a) jaTa 3aceaaHus
0) mata opopmiieHUs
B) J1aTa MOAMUCAHUS
2. U3 CKOJBKUX YacTe COCTOUT TEKCT IMPOTOKOJIA

a) oJgHOU
0) nByx
B) Tpex
3. Bormpocs! moBecTkH IHS B POTOKOIE (POPMYTUPYIOTCS

a) B UMCHHUTEIIBHOM IMaJCKe

0) B NPEUIOKHOM MAJEKe

B) B BUHUTEJIHLHOM ITaJICIKE
4. TIpoTOKOJI MOAMKUCHIBACT

a) pYKOBOJUTENH
0) cexperapb
B) IIpeJice1aTeNb U CeKpeTaph KOJUIETHAIBHOTO OpraHa
5. Kakas yactb B cxeme MOCTPOEHUSI OCHOBHOM YacTH MPOTOKOJIA MOYKET OTCYTCTBOBATh

a) CJIYIIAJIN

6) BBICTYIINJIN

B) [IOCTAHOBUWJIA
6. IIpoTokos ohopMIIAIOT

a) B OJTHOM 3K3EeMILIApE
0) B IBYX 3K3eMILIApax
B) B TPEX 3K3EeMILIApax
7. JlaTO¥ BBIMMCKHU W3 MPOTOKOJIA SBIISICTCS

a) nara odopMIICHHS IPOTOKOJIA
0) nara, ykazaHHas B OTMETKE O 3aBEPEHHUH KON
B) JlaTa MOANKUCAHUS IPOTOKOJIA

8. BrImuCcKy U3 MPOTOKOJIA OAMUCHIBAET

a) PYKOBOIUTEIb
0) 3aBenyrOIINN KaHLEeIIpUen
B) ceKkpeTapb, 0(OPMUBIINI BBITUCKY
9. Kak oopmisirores: B TEKCTE IPOTOKOJIA, TPUCYTCTBYIOLIHE, €CIIU UX 22 yeloBeKa

a) IIpucyrcrBoBanu: 22 yenaoBeka (CIUCOK MPHUIIAraeTcs)
0) IIpucyrcTBoBanM: MEPEUUCIAIOTCS (aMUIMKM TPUCYTCTBYIOIIMX B  aJ(paBUTHOM
MOPSIZIKE



B) IIpucyrcrBoBanu: 22 yenoBeka
10. TIpoTOKOIBI YTBEPKIAIOTCS

a) Bcerna
0) yTBEp)KICHUIO TIOJIEkKAT HEKOTOPBIE BUIbI POTOKOJIOB
B) 110 YKa3aHHUIO PYKOBOJUTEIS

YPOBEHG B.

BcraBbTe MPOMYIICHHBIC B TEKCTE CJIoOBA.

1. B 3aBUCUMOCTM OT TOJHOTHI OCBEHICHHS XOJa 3acCEeJaHHsl TMPOTOKOJIBI MOTYT OBITH
Hu

2. Tekct mpoTOKOJIA COCTOWT M3 JIBYX YaCTEi: BBOAHON U

3. KommgectBo YKa3bIBaeTCsl 0053aTE€NbHO, TaK KakK OT A3TOTO 3aBUCUT
KBOPYM IIPpU MIPUHATHUU PCIICHUA I'OJIOCOBAHUEM

4. Ha pacmupeHHBIX 3acelaHusix ¢ OOJBIIMM YHCIOM TMPUCYTCTBYIOIIUX WX COCTaB

yKa3bIBaeTCS
5. Kaxnplii Bompoc mMOBECTKM — JHS apabckumu  nudpamuy,
ohopMIIIETCS C KPAaCHOU CTPOKH B (JOPMYIIUPYETCS B majiexe.

6. Kaknmplii MyHKT TOBECTKM JHS  CTPOUTCS IO  CXEeMe: ,

7. Ecnu Bompoc He 00cyXaancs, MyHKT MOYET OTCYTCTBOBATb.

8. IIpotokon opopmiisercs B IK3EMILISIPE

9. Beimucka u3 IIPOTOKOJIA yIIOCTOBEPSETCS odopmieHHEM pEKBU3HTA
10. daroii BBINUCKU u3 IIPOTOKOJIA ABJISETCA Jara, yKa3aHHas

TEMA «CJYKEBHBII AKT»

YPOBEHS A.

Bbi0epuTe BepHOe yTBepKIeHHEe

1.

AKTLI, KakK IIpaBUJIO, MMOMJICKAT YTBCPIKIACHUIO

AKT MOeT 0opMIIATHCS Ha TpadapeTHOM OJIaHKe

Yare Bcero akThl COCTaBIAIOTCS KOMUCCHEH

AKT MOXeT CIIY’KUTb OCHOBAaHHUEM JUIA U3JAaHUSA PACTIOPAAUTCIBHOI'O JOKYMCHTA

Hannuwne 3aK1r0YnTEeIbHOM YaCTH TEKCTA aKTa 00513aTCIIHLHO




Bri0epuTte npaBuJIbHBIH OTBET.
K kadscoomy sadanuto oanvl 3 eapuanma omeema, uz KOMoOpwlX MoOIbKO 0OUH 6epHblil. B
Onanke omeemos nocmasbme noo0 HOMepoM 3adanus OYKey omeemad, KOMOpwlli HA 6aul 632750

Aejslemci npaculbHbIM.

1. CruyXeOHBII aKT COCTABJISCT U MOITUCHIBACT

a) pYKOBOJUTENb
0) UCIIOJTHUTEIb
B) KOMHCCUSA
2. OcHoBaHHMEM ]IS U3/IaHUS KAKOTO PACTIOPSAUTEIHLHOTO JOKYMEHTA MOXKET OBITh aKT

a) [Ipukas

0) Pemenne

B) IlocTanoBiieHne
3. JlaToii aKTa siBIsSeTCA

a) /lata yrBepxaeHus
0) [laTa akTupyemoro coObITHUs
B) JlaTta moanucanust
4. B cocTaB peKBHU3UTOB aKTa BXOJUT PEKBU3UT

a) ['pud cornmacoBanus
0) ['pud yrBepxaeHus
B) OT™MeTKa 00 UCTIOTHUTEINE
5. B cocTaB peKBU3UTOB aKTa HE BXOJUT

a) ['pud yrBepkaeHus

0) I'pud cornmacoBanus

B) 3arojioBOK K TEKCTY JOKYMEHTa
6. CKOJIBKO YacTel COACPIKUT TEKCT aKTa

a) OJIHYy
0) aBe
B) TpU
7. 3aroJIoBOK K TEKCTY akTa (hopMyIupyeTcs

a) B IMCHUTEILHOM ITaJICIKE
0) B pOJUTEIHHOM TAJICHKE
B) B IPEIJIOKHOM TaJIeKe
8. Cnenyer nu yka3pIBaTh JOJDKHOCTH YJICHOB KOMUCCUU MPU OPOPMIICHUN PEKBU3UTA
IOITHUCHY

a) Jla
0) Her
B) Ilo *xenanuto cekperaps
9. B CKOJBKHX 3K3eMILIIpax 0POpMIISETCS aKT

a) B tpex
0) B uersIpex
B) B ckonpkux He00x0auMo
10. Kakas gacTp TeKcTa akTa MOXKET OTCYTCTBOBATh

a) BBojHas yacTh
0) Koncratupyromas
B) 3aKIIOUMTEIbHAS



YPOBEHG B.

BcraBbTe MPOMYIICHHBIC B TEKCTE CJIOBA.

MECTY

1. AKT — 3TO JOKYMEHT, COCTaBJIECHHBII , KOTODPBIH
MOATBEPKIAET YCTAaHOBJICHHBIC (DAKTHI U COOBITHS
2. AKXTBHI HaIe BCero COCTaBJISIFOTCS MMOCTOSTHHO JICHCTBYIOIIUMH
3. Jlata w MecTa COCTAaBJICHHS aKTa JOJDKHBI COOTBETCTBOBAaTh JlaTe€ U
4. AKTBI, KaK MPaBUIIO, YTBEPKAAIOTCS YUpEKIACHHUS.
[Tocne cii0B «4neHbl KOMUCCUN HE CTaBUTCA
TEMA «OPTAHU3AIIUS JOKYMEHTOOBOPOTA»
YPOBEHG A.

Bri0epuTe BepHOEe yTBep:KICHUE

1.

10.

B kaxx10M yupexJiIeHUuu J0KHBI ObITh pa3paboTaHbl CXEMBbI IBUKEHHS OCHOBHBIX
KaTeropui JOKyMEHTOB

VYckopeHne JOKyMEHTO000pOTa JOCTUTAeTCs 33 CUET COKpAIEHHsI KOJIMYEeCTBa
o0OpabaThIBaeMbIX IOKYMEHTOB

BckpbITHIO TOIEKUT BCSI KOPPECTIOHACHIIMSI, TOCTYIAOIasl B OPraHU3aIUIo

KoHnBepThI nocine BCKpbITUS IPUCHLIAEMOM KOPPECOHACHIIMU BCETJa YHUUTOXKAIOT

@daxT NOoCTYIJICHHS TOKYMEHTa B OpraHu3alnio opopmisieTcs pe3oitonnei py-
KOBOJHUTENS

OTMeTKa O MOCTYIUIEHUU JOKYMEHTa B OPraHU3alMIO IPOCTABIISETCS Ha JTI000M
CBOOOJHOM MECTE MEPBOTO JIUCTA TOKYMEHTa

OTMeTKY 0 IOCTYIJICHUH IOKYMEHTa B OpraHU3aIII0 MOKHO MPOCTABIISATh HA KOHBEPTE
Bce noxyMeHThI, MOCTYNHUBIINE B OpraHU3al1o, OIIeKaT perucTpauu
[TocTynaromue TOKyMEHTBI pErUCTPUPYIOT B I€Hb MOCTYIICHUS

COSI[aBaeMLIC JAOKYMCHTBI PETUCTPUPYIOTCA B ICHD NOAIINCAHUA UJIU YTBCPIKIACHUA

Bbi0epuTe npaBWIbHBIN OTBET.

K xaosicoomy 3a0anuro oanvl 3 sapuanma omeema, u3 KOMopvix mMojibKo 0OUH 8epHbulll. B

onanKe omeemos nocmasgvme noo HOMeEpPOM 3a0aHUA 6yK6y omeenia, KOI’I’lOpbllZ Ha eaut 632150

AsJslemci npaeulbHbIM.

1.

JIOKyMEHTBI, IOCTYNHBILKE HE TI0 aApeCy, CIELyeT

a) BEpHYTH Ha MOYTY
0) YHUUYTOXXUTh
B) TepesiaTh C KypbepoM



10.

11.

12.

13.

KOHBepTBI MOCTYIMUBIINUX JOKYMCHTOB

a) YHUUYTOXKAIOT
0) OCTaBIISAIOT
B) B 3aBUCHMOCTH OT CUTYalluu
@aKT MoCTYIUICHUsI JOKYMEHTA B OpPraHu3anuio ohopMIISIOT pEKBU3UTOM

a) OTMETKA O KOHTPOJIE

0) oTMETKa O OCTYIJICHUH IOKYMEHTa

B) OTMETKA 00 MCIIOJTHUTEIIC
OO0s13aTeNIbHON PErUCTPALIUY MTOJIEKAT

a) sKcrpecc-uHpopMaIus

0) pexIaMHbIE TUChMa

B) 3asBJICHUS I'PaXK]IaH
[enbro peructpanuu sIBISETCS

a) obOecrieyeHue yyera U KOHTPOJIS

0) OBICTpPBIN OUCK JOKYMEHTOB

B) BCE BBILIETIEPEUHUCICHHOE
[Ipouenypa perucrpaiuu BKIO4aeT B ceOs

a) OJMH 3Taln
0) 1Ba »Tama
B) TpH dTana
B uHaekc nokymMeHTa He BXOJIUT

a) koja o OKVY/[
0) HOMED Jelia 0 HOMEHKJIAType
B) HOMEp CTPYKTYPHOTO MOpa3aeIeHUs
XKanoba nnu 3asBineHue, MOCTYIUBIINE B aJIpec OpraHU3allii, UMEIOT UHIEKC

a) Ne 18-M
0) Ne 18
B) Ne 18 o/k
[Ipuka3 Mo 0OCHOBHOM JAEATEIBHOCTH UMEET HHICKC

a) 34 n/c
0) Ne 34
B) No 34-x
He nomexxut perucrpanuu

a) MpuKa3 10 OCHOBHOM JCATEIHHOCTH

0) >xanoba rpakIaHuHA

B) MHChbMO MH(POPMAIIMOHHOTO XapaKTepa, MPUCIAHHOE JIJIsl CBEICHUS
O0s3aTenbHON PETUCTPALIIH TIOJICHKUT

a) JOKYMEHT, KOTOPBIH M0 CBOEMY COJIEPIKAHUIO TPeOyeT pelIeHUs WU OTBETa
0) mporpaMmma COBEIIaHUs
B) IUIAHOBO-(pMHAHCOBAas JOKYMEHTALIMS

WNHnuBuayanbHble CPOKU UCTIOJTHEHUS YCTaHABIMBAET

a) UCIOJIHUTEIb
0) pyKOBOIUTEIND
B) CEKpETAph
CpoK HCHIOJTHEHUS JOKYMEHTA UCUUCIISIETCS
a) C MOMEHTA MOCTYIUICHHS TOKyMEHTa B OPTraHU3aLUI0

6) C MOMCHTA MOJIYYCHHA NOKYMCHTA UCITIOJIHUTCIIEM
B) C AaThbl MMOCTYIMUBIICTO JOKYMCHTA



14. Cpoxk ucnosHeHus: JOKYMEHTA MOXKET IPOUIUTh

a) TOT, KTO €r0 YCTaHOBUJI
0) MCIOJIHUTEINb JOKYMEHTA
B) PYKOBOJUTEID
15. JIokyMEHT cuMTaeTcsi UCIIOJIHEHHBIM

a) KoTJa eCTh YKa3aHHe PYKOBOIUTEIS
0) Kor/a MpoCTaBJICHa OTMETKA 00 MCIIOJTHCHUU
B) MOCJIE PETUCTPALIMH JOKYMEHTA

YPOBEHG B.

BcraBbTe NMPOMYIICHHBIC B TEKCTE CJIOBA.

1. JJoxymeHTOOOOpOT — 3TO JIOKYMEHTOB B YUPEXKJACHUU C MOMEHTA
ux WIA TIOJMYYEHHUS JI0 3aBEepIICHUS
OTIIPABIICHUS

2. OOBeM JOKYMEHTOO0OpOTa — 3TO MOCTYMAIIINX U CO3aBAEMBIX
JOKYMEHTOB 32 ONPEeACTICHHBIN MeproI, OOBIYHO 3a TO]I.

3. Hanmekcamus — 3TO TPOCTABIICHUE U HEOOXOIUMBIX
YCIIOBHBIX MpPH  PETHCTPAIllMH, YKa3bIBAIOIIMX MECTO  CO3JaHUs

(MCTIOTHEeHMST) U XpaHEHUsI TOKyMEHTA.

4. KaprouyHas @¢opma perucTpaiiy HCIOJb3YeTCsS B  YUPEXKACHHUSIX C 00bEeMOM

JTOKYMEHTO000pOTa €IUHUI] B TO/L.
5. Cpok  uUCHOJHEHHUS — OTO  TEpUOJ  BPEMEHM, KOTOPBIH  OTBOJAUTCS

3aBCPUICHUC €TO

TEMA «<HOMEHKJIATYPA JIEJI»

YPOBEHS A.

Bbi0epuTe BepHOe yTBepKIeHHE

1.

2.

10.

Knaccudukanus JOKyMEHTOB 3aKpEILIIeTCs HOMEHKIIATypOil e

HOMeHKJ'IaTypa ACI ABJIICTCA yKa3aTCJIEM HHACKCAIIUKU JOKYMEHTOB IIPpU PErUcTpaluu

HOMeHKJ'IaTypy ACII CTPYKTYPHOI'O IoApasaCJICHUA COCTAaBIACT U OO CEIBACT
HaYaJIbHUK KaHOCIIAPUHU

HOMeHKJ'IaTypy ACI CTPYKTYPHOTI'O TOAPA3ACIICHUSA YTBCPIKAACT PYKOBOAUTCIIb
CTPYKTYPHOTI'O IMOAPA3ACIICHUA

CBOI[HYIO HOMCHKJIATYPY ACJI YTBCPKAACT PYKOBOAUTCIIb YUPCIKIACHUS
B 1r060Mm YUPECKACHUHN HAJIMIUC HOMCHKIIATYPBI ACJI 00s3aTeNILHO
B HOMCHKIJIATYpY ACJI HEC BKIIFOYAKOTCH €A, NICPCAAHHBIC U3 IPYIUX yqpexc,ueHI/Iﬁ

HOMeHKJ'IaTypa JIe]I BBOJUTCS B ICHCTBHE C 1 SSHBaps HOBOI'O Ir'oJia

HOMeHKJ'IaTypa ACI IEPECOTTIACOBBIBACTCA C OTPACIICBBIM aPXUBOM HE PCIKE YEM pa3 B 5
JIET

B 3arooBok jeia Hellb3s BHOCUTD YTOYHCHUA U JOIOJIHCHUA

JTOKYMEHTa, WU KaJCHJapHas Jara, Ha KOTOPYI0 Ha3HA4YE€HO




Bri0epuTte npaBuJIbHBIH OTBET.
K kadxcoomy 3adanuto oanvl 3 eapuanma omeema, uz KOMOpwIX MOIbKO 0OUH 6epHblil. B
Onanke omeemos nocmasbme noo0 HOMepoM 3adanus OYKey omeemad, KOMOpwlli HA 6aul 632750

Aejslemci npaculbHbIM.

1. TumnoBas HOMEHKJIaTypa JeJl HOCUT:

a) PEKOMEHIaTEIbHBIN XapaKTep
0) o0s3aTeNbHBINA XapaKTep
B) IIPOM3BOJIBHBIN XapaKTep

2. HomenknaTypa Jieq BCTYIaeT B CHILY

a) C HOBOTO rojia
0) KaXIblii HOBBIN KBapTall
B) 110 PacCHOPSKEHUIO PyKOBOIUTEIS
3. Tlpm cocTaBneHH HOMEHKIATYPHI I UCIOIB3YIOT:

a) OpPraHU3alMOHHO-PACIIOPSIAUTENBHYIO JOKYMEHTALUIO
0) MOJIOKEHHUS U YCTaBbl YUPEXKJIEHUS, CIUCOK CTPYKTYPHBIX 0 Apa3/ieiIeHHUM
B) BCE HA3BAHHBIE BBIIIE JOKYMEHTBI

4. HowmeHknatypy Jiel1 MOYKHO U3MEHHUTh B TEUEHUE TOJla, €CIH:

a) U3MEHUJIACh CTPYKTYpa MPEANPHUATHS

0) ecTb yKa3aHu€ PYKOBOJMTEIS

B) M0 YKa3aHUIO BBIMIECTOSIIEH OpraHu3aiuu
5. CocTaBisieT U MOMUCHIBAET UTOTOBYIO 3aITHCh:

a) pYKOBOJUTENH

0) cocraBuUTEIb

B) HCIIOJIHUTENIb HA OCHOBAaHUU YKa3aHUS PyKOBOUTEIS
6. B wmToromoii 3anucu aena rpynnupyroT U MOICYUTHIBAIOT:

a) 110 JaTaM 3aBEACHUS
0) Mo cpokaM XpaHEHHUsI
B) 110 aBTOpaM JOKYMEHTOB
7. HowmeHknatypy Jell CTpYKTYPHOTO HOJIpa3AeICHUS] COCTABISET

a) cekperapb
0) UCIONHUTEIIb
B) PYKOBOJUTEH
8. CBOJHYI0 HOMEHKJIATYPY Jie] YTBEPKIaeT

a) pyKOBOJHTEIb apXHBa
0) HaYaJIbHUK KaHIEISPUU
B) PYKOBOIHTENb YUPEKACHUS
9. B cocraB peKBU3UTOB HOMEHKJIATYPHI JIE]I HE BXOIUT

a) rpu¢ yTBep:KICHUSI
0) rpud cormacoBanus
B) OTMETKa O KOHTpPOJIE
10. HomenkuaTypa aen odpopmiisieTcst Ha aucrax ¢popmara

a) Ad
6) AS
B) A3



YPOBEHG B.

BcraBbTe MPOMYIICHHBIC B TEKCTE CJIOBA.

1.

Howmenknatypa aen — 3TO CUCTEMATU3UPOBAHHBIN IepeyeHb
C yKa3aHHEM CpPOKOB WX XpaHEHUs, O(OpPMIICHHBIH B

YCTAaHOBJICHHOM IIOPAAKE.

HOMGHKJIaTypI)I pI(SAl OBIBAIOT HHIUBUAYAJIbHBIC, u

PaznnyaroT HOMEHKIATYpy A€l CTPYKTYPHOTO HOpa3AeICHUs U
HOMEHKJIATypy Jell.

HOMGHKJIaTypa JIe BBOJIUTCS B JICMCTBHE C (81 (18%:0)11 (S NO)
KaJICHAApHOI'O rojaa.

Ilo oxoHuanum KaJICHAAPHOI'0 roga B KOHIE HOMCHKIIATYpPbI ACT COCTABJIACTCA HUTOTOBasA
3aIlucCh O 3aBCACHHBIX ACII.




NMPAKTUYECKUE 3AAAHUA

KommenTapuii kK IpakTUYECKUM 3aJaHUAM

TEMA «O®OPMJIEHUE PEKBU3UTOB JTOKYMEHTOB»

3AJAHHUE 1. Haueptute cxemy dpopmymspa-o0pasia JOKyMEHTA.

3AJAHHUE 2. Odopmure MakeT OiaHKa MUchbMa (YIJIOBOE PACIIOJIOKEHHE PEKBU3UTOB IITAMIIA

OJ1aHKa):

OAO «Koctpomaropry».

CripaBouHsle gaHHble 00 opranuzanuu: r. Kocrpoma, 156564, Kpacnocenbckoe mocce, 15;
tenedoH: 65-45-51.

P/c Ne 53780 B Cobepbank, MPO 26894, xox OKIIO 985623, OI'PH 345123789023,
WHH/KIIIT 4500583453/02387560.

3AJAHHUE 3. OdopmuTe MakeT OiiaHKa MHCbMa (TIPOJIOJIEHOE PACIIONIOKEHHE PEKBU3UTOB IITAMIIA

OJ1aHKa), COCTaBUB CaMOCTOSITEIbHO HEOOXOIMMbIE PEKBU3UTHI.

3ATAHUE 4. Odopmute MakeT OjaHKa KOHKPETHOTO BHJa JIOKyMEHTa (MpUKa3a) C YriIOBBIM
PacroJio’)KeHUEM PpPEKBH3UTOB: TOBapHbIM 3HaK WM dSMOieMa (MO Bamemy
ycmoTpennio) npennpusitus AO «bepéskay, mpukas, maTta ImpHKaza W €ro HOMED,

r. Hepexra.

3ATAHME 5. OdopmuTe MakeT OaHKa KOHKPETHOTO BUA JOKYMEHTa (MPOTOKOJIA) C MPOAOIHHBIM
pacnosioxxenuem pekBu3uToB: OAO «I'A3», mpoTokoJ, Jata 3acefaHus, HOMEP
npotokona, r.Huwxuuit Hosropos.

3ATAHME 6. OpopMute MakeT OJaHKa JOJDKHOCTHOTO JIMIIAa (MIP ropojia), COCTaBUB HEOOXOIUMBIE

PEKBU3HUTHIL
3ATAHME 7. OGopMHUTE PEKBHU3UT «apecaTy:

a) dy1aroBeIM CII0co00OM

7.1. MUHUCTEPCTBO 110 HajJoraM u coopam
Hauaneauk otnena nminanupoBanusi Kpacnos B.U.
7.2. Jupextop OO0 «Opbuta» Cokonos B.D.
156789, r. Koctpoma, yi. Ceepnoii [IpaBapl, 28.
7.3. Uyrynosa T./l., 156234, r. KocTtpoma.
yi. ABTO3aBojAcKas, 1.23,kB.12;

0) HEHTPUPOBAHHBIM CIIOCOOOM:

7.4. KocTpoMCKO# rocyJapCTBEHHBIN YHUBEPCUTET

dakynbTeT JXYpHATUCTUKH 3aB.Kadeapoit npodeccop Bsazemckuii B.B.



7.5. JIokyMeHT HampaBJII€TCs B JIBa aJpeca:
a) AO «CeBepHblii BeTep», reHepalibHblil tupektop Kykos M.U.
0) IpuOOPOCTPOUTENBHBIN 3aBO «DIEKTPOH», OTAET MAPKETHUHTA, CTAPIINN MEHEIKED

JI.9.CoxkonoBa
3AJAHHUE 8. Odopmure Tpud yTBep KICHHS:

a) dbJ1aroBeIM CII0coooM

8.1. YTBepxknato upexrop OO0 «Jlakomka» B.A. Tumodeen
«____ » mapra 2010.

8.2. YTBepxkaeHo [Iporokoi 3aceqanust CoBeTa JUPEKTOPOB
Nel2 ot 23 mapra 2010 roga

0) IIEHTPUPOBAHHBIM CITIOCOOOM:

8.3. YrBepkaeHo Pemenue oOmiero coOpanusi akKIIMOHEPOB

Ne 07 ot 12 mag 2010 rona

3AJTAHME 9. OpopmuTe Ha3BaHWE BUIA IOKYMEHTA U 3ar0JIOBOK K TEKCTY JIOKYMEHTA, YIIOTPeOUB

HYXHBIW MMaJICK.

a) [lpuka3 o BBeICHHH MHCTPYKIIMH 110 TIPOTUBOIIOKAPHOH 0€301MacHOCTH
0) IIpoToxoi 3acenanus coBeTa 1Mo MpoQrIaKTUKE MpaBOHAPYIICHUH
B) CmpaBka 0 COCTOSIHMH YCIIEBAEMOCTH B YYEOHOU TpyIme

r) AKT 00 HHBEHTapHU3aI[MU HAJTUUUSI JCHEKHBIX CPEJICTB
3AZTAHME 10. OdopMuTe peKBU3UT «IOAMUCHY». JJOKYMEHT MOAMUCaH:

10.1. qupexrop [enapramenta BHenHuX cBsizeit P.A.Epoxun
10.2. HaganpHHK CIEICTBEHHOTO OT/ACa, TOJKOBHUK rocTuiny B.B.Mnsna
10.3. lupexrop B.E.CemenoB u HauanbHuK prHaHCOBOTO yrpasieHus S1.9.Koposes

10.4. IIpencenarens komuccuu Ilonomapena B.JI., unensl komuccuu [loranos P.T., Ceupugos B.A.

TEMA «PACIOPSIIUTEJIbHAS JOKYMEHTAIIASD

3AZTAHME 1. OpopmuTe mprka3 1o OCHOBHOU JIEATEIbHOCTH

3akpbIToe akroHepHoe 06mecTBo «bBAK»
IIpuka3s
15.04.2010 Ne 15
MockBa
O cozmanum pabouMx CEKTOPOB B  YMpaBlIEHWH TMPOU3ZBOJACTBA U  BHEAPEHUS
MH(OPMALIMOHHBIX CUCTEM
B 1ensx coBepiIeHCTBOBaHMs OpraHu3alMu paboThl YTpaBlIeHUS MPOU3BOJCTBA U
BHEJpeHUsS WH(OPMALMOHHBIX CUCTeM mpukasbiBato: 1. Co3maTe B YmpaBieHUH IIECTh pabodmx
CEKTOPOB: pa3pabOTKH MPOTPaMMHOTO OOECIeueHHs, COMPOBOKICHUS NHPOPMAITMOHHBIX CHUCTEM,



oreparopoB 00paOOTKH JaHHBIX, OOCTY)KHMBaHUS KIMEHTOB, TEXHHUYECKOTO obOecredeHus,
JOKYMEHTAIL[MOHHOTO o0ecrieueHus ynpasieHus. 2. HauanbHUKy YpaBiaeHUs IpOU3BOICTBA U BHE-
npenust uHGopmanmonHsix cucteM 0. C.PyneHKo MOArOTOBUTH MPOEKTHI MOJIOKEHUH 0 paboumx
cekropax. 3. HauanbHuky otnena kaapoB B.B.BacunbeBoil BHECTM H3MEHEHMsSI B IITATHOE
pacnucaHue U yKOMIUIEKTOBATh TAaT pabouux cekTopoB. 4. KOHTpoJb 32 MCHOTHEHUEM MpHKa3a
BO3JIOXKUTH Ha TiepBoro 3amectutens qupektopa A. C. Kopouiesy.

I'enepanbubiii qupexrop B.S1. SIkoBnes.

3AJAHHE 2. OhopMuTe MpHKa3 Mo OCHOBHOW AEATEIBHOCTH B COOTBETCTBHH C TPEOOBAHHUAMHU.

MunuctepcTBo cpenHero mammaocTpoeHus PO. 3aBoa "Mask". [IPUKA3. 08.01.2008 Ne 2
r.fIpocnaBnb. O BBeneHun MHCTpyKIMM NO JIENONPOU3BOJCTBY. B 1ensix coBeplieHCTBOBaHUS
paboThl C TOKyMEHTaMU Ha npeanpusTuu u obecrieueHus: ux coxpanHoctu [TPUKA3BIBAIO: 1.
YTBepauth MHCTpyKLIMIO IO BEACHUIO Aenonpous3BoacTBa B annapare TOO. 2. Bectu B neiicTBue
Wuctpykuuto mo npemomnpoms3BoactBy ¢ 01.02.08. 3. Bcem CTpyKTYpHBIM TOApa3JeiIeHUSIM W
corpynqarkam TOO ¢ 01.02.08 pykoBOJCTBOBAaThCS MpaBWIAMH pPabOTBI € JIOKyMEHTaMH,
3aKpEeIJICHHBIMUA B MHCTPYKLIMU O Jes10npou3BoACTBY. 4. Cekperapro-pedepenty MBanosoit A.U.
COBMECTHO c 3aBEYIOLUM KOIMPOBAJIbHO-MHOKHUTEIIBHON cIryk00i
I'.O. TlerpoBbIM 0OecnieunTh TUpaXKUpoBaHHe VHCTpYKIIMK 1O JEIONPOU3BOJICTBY U €€ Mepeaady B
CTpYKTypHBIe moapazaencHus upemnpusatas g0 01.02.08. 5. KoHTponb 3a BBIIOJHEHUEM
HAaCTOSIEr0 NPHKa3a BO3JIOKUTh HA 3aMecTUTeNs Aupektopa npennpusarus Eroposa ILA.
Hupexrop npeanpustus C.T.bopucos

3AJAHUE 3. CocTaBbTe M 0(OPMHTE TPUKA3 IO OCHOBHOM JEATEIHHOCTH

3.1. Ilpuka3 mo OTKpHITOMY aKIIMOHEpHOMY 0011ecTBY «HOBOCHOMPCKHIA 3aBO XUMKOHIIEHTPATOB
00 YTBEp>KICHHHM WHCTPYKIUU IO JIEJONPOU3BOJICTBY Ha 3aBojJie. B koHcTaTHpyromel yacTu
YKOKHUTE, YTO B COOTBETCTBHMM C THIOBOW HWHCTPYKIMEW MO JEIONMPOM3BOJCTBY OpraHax
HCTIOJIHUTENBHOM BiacTu Poccuiickoit denepannu, yTBepKI€HHON mpukazoM MuHucTepcTBa
KyJbTYphl U MAacCOBBIX KOMMyHHKauuii Poccuiickoit ®enepanuu ot 01.07.05 Ne 536 u B
cootBercTBUU ¢ ['OCT 6.30-2003 xaHuensipueii 3aBoaa pa3paboTaHbl MOPSIOK MPOXOKICHUS
JOKYMEHTOB W CTaHIAapThl Ha OPraHU3alMOHHO-PACIOPSIUTENbHYIO JOKyMeHTanumo. B
pacnopsaUTEeNbHON YacTH YTBEPAWTE MHCTPYKIHUIO U MOPYYUTE 3aBEAYIOUICH KaHIeNnspuei
o0ecreunTbh METOINYECKOE PYKOBOJCTBO OPraHU3aIieil 1e10MpOU3BOICTBA HA MPEANPUITHN U
YCTaHOBUTH KOHTPOJIb 32 COOIIOICHEM TPEeOOBaHUN MHCTPYKIUH.

3.2. Ilpuka3 aupeKTopa 3aBojja TOYHOTO MalTMHOCTPOEHUS O MPEMUPOBAHUU PaOOTHUKOB IJIAHOBO -
HKOHOMMUYECKOTO OTJIeNa 3a JOCPOUYHYIO pa3paboTky TexnpombuHiuiana. [Ipemus Beigaercs u3
donma mMarepualbHOrO moouipeHus B paszmepe 60% exeMecsyHOro JOKHOCTHOTO OKIIAfa.
Jlpyrue naHHble B TEKCTE U PEKBU3HUTHI YKAXKUTE CAMOCTOSITEILHO

3AZTAHUE 4. OGopMuTe BHITUCKY U3 MPUKA3a 10 OCHOBHOM JEATENLHOCTH M0 MyHKTaM 2 | 3.

00O «3apeune»

ITPUKA3

29.01.2010 Ne 48

OO0 PKOHOMUHM IEKTPOIHEPTUU B TOPA3IETCHHUIX

3a mocineaHee BpeMs B chayxeOHbIX 3maHusx OOO «3apeube» pe3Ko YBEJIWYMIIOCH
NoTpeOIeHNnEe 3IIEKTPOIHEPTUM, YTO BEAET K IOBBIIIEHUIO (MHAHCOBBIX 3aTpaT U yrpoxkaer
MOKapHOM 6e30MacHOCTH.

B 1iensix 5KOHOMUU U CHIKEHUS TOTPEOIeHUS IIEKTPOIHEPTUH B M0Ipa3AeIeHUIX

ITPUKA3BIBAIO:

1. 3ampeTuTh MCNOJIB30BAaHUE HATPEBATEIbHBIX IPUOOPOB B MOAPa3ACTICHUSIX.



2. PykoBomuTensM CTPYKTYpPHBIX IOJpa3/l€iICHUNA M OTIENOB HA3HAYUTh MO KaKIOMY
CIly’)KeOHOMY TOMEUICHHIO OTBETCTBEHHBIX JIMII 34 OSKOHOMHOE HCIOJb30BaHHE
JJIEKTPOIHEPIUHU.

3. XoszsiictBennomy otaeny (Homro B. W.) opraHu3oBarth TopsdHe 3aBTPaKH UL
COTPYHHUKOB B IIOMELIEHUU CTOJIOBOMI

4. Xo03sHiCTBEHHOMY OTJAENY OCYIIECTBIATH KOHTPOJIb 32 PACXOJOBAHUEM 3JIEKTPOIHEPIHU B
MoApasJeNieHussX U B cpok a0 10 nexaOpss NpOBECTH PEBU3HMIO ABTOMATHUYECKHUX
BBIKJIFOYATEJIEH B DJIEKTPOIUTAX U HEMCIIPABHBIE 3aAMEHUTH HA HOBBIE.

5. KoHTposib 3a wHCIOJHEHHMEM IpHKa3a BO3JOXKUTb HAa aJMHUHUCTPATHMBHOIO JUPEKTOpa
M.II.ConoBbesa.

I'enepanbHblil AUPEKTOP B.B.Tpodpumos

TEMA «CJYKEBHBIE IINCHbMA»

3AZTAHUE 1. OpopmuTe OTBETHOE MHCHMO.

OTkpBITOE aKITMOHEPHOE 0011ecTBO «Paitkoy»

yi.lleaTpansHas, 1. 14, r. Kocrpoma, 156789

p/c 78900987654321234567 B 6anke « Poccuiickuii kpeaut»

K/c Ne 89765689456534543212, BUK 456321908

23.04.2010 Ne 45

Ha Ne 01/56 ot 06.04.2010

Texanueckomy nupekropy OO0 «Dopmyinar

[To Bamieit mpocrOe HampaBisieM BaM NPANC-JIMCTHI Ha II€HBI KOMILJIEKTOB TOPTOBOTO
000py/I0BaHus, a TAK)KE HOBbIE PEKIIAMHBIE MPOCTIEKTHI.

[Ipy NONOXUTENBHOM pEUIEHHMH BONpOCa O 3aKyllKe TOProBOro o0OpynOBaHUs
COOTBETCTBYIOIIME JOKYMEHTHl JIOJDKHBI OBbITh HAampaBieHbl HAYaJIbHUKY OTHAena cObITa
Urnarosy B.II.

Hauaneauk otnena mapketunra W.M.Pynenko.
3AJTAHME 2. Opopmure ciry:ke0HOE MUCHEMO.

Mznareapckuit noM «Ku3apy»

123456, Mockaa, bonbmioii bepecnaBckuii nep., 1.12, Tem. (495) 987-45-89

Daxc (495) 456-34-56 p/c Ne 8967546 B OkTsi6psckom otaeneHun Ab « MockBay

[Ipencenarento komuTeTa MO OOpPa30BAHUIO ATAMUHHUCTpANMM TIOMEHCKOW 0ONIacTH T-HY
ConosbséBy B.I'.

CooOrmraem, uto umzgaTenbckuii oM «Ku3Hb» corjacHo Bameil 3asBke-crneunduxanmu
TOTOB MOCTABUTh YUEOHYIO JTUTEpATypy MO IMporpaMMe TMOJIHOTO 00IIero oOpa3oBaHMs B CyMMY B

1,5 (monropa) MuIMoHa pyosnen.



B cBmu ¢ atuM BOIIPOCOM IIPOCUM Bac 3akmounTh AOTOBOP Ha BBIIIOJHCHUC
B3aUMOUMEIONIECH JIMLIEH3HIO HA pealn3aluio OCH3MHA.
[Ipunoxxenue: norosop Ha 8i1. B 1 3K3.

I'enepanbubiii qupexrop K.M.Kpacnos.
3AJAHHUE 3. CocTtaBbTe M 0(OPMHUTE HCEMO- ITPUTJIAIIEHNE B COOTBETCTBHUH C MTPABHIIAMH.

BricTaBouHBIN TIEHTpP, pacooXeHHbI 1o aapecy: T. Opén, mpocnekT AnaporoBa, 23,
IIPOBOJUT BBICTABKY-SIpPMapKy TOBapoB HapoAHoro mnotpediieHus «Ocenb- 2010» wu mpocur
noarsepauTh AO «Ypokail» KX ydacTHE B BBICTaBKE — SpPMapKe U BbICIATH HMEIOIIHECS
MPOCIEKTHl M MaTepuanbl I OQOpMIIEHHS TeMarudyeckoro creHja. Ilucbmo mnonmucan

pykoBoauTens npoekra B./[.HecHOKOB.
3AZTAHME 4. CocTtaBbTe 1 0(hOpMUTE TUCHMO-TIPEIOKEHHNE, T0OOABUB HEJOCTAIOIINE PEKBU3UTHI.

[IpemyiaraeM BameMy BHHUMAHMIO HOBBIM KaTalor, COAEPXAIIWM TMOJHBIM aCCOPTUMEHT
BbIITycKaeMol Hamed ¢upmoil mebGenu. Mpl Takke HampaBisieM Hpaic-TUCT, B KOTOPOM BBI
HaW€Te 3HAYNTEIbHBIE CKUIKHU, AeHCcTBYyrOmME 10 1 okTs0ps 2010 roga asis HAITUX MOCTOSHHBIX
ONITOBBIX MOKYyHaTENEH.

Hanmeemcst Ha B3aMMOTIOHMMAaHUE TATbHEHINIEr0 TI0I0TBOPHOE COTPYAHUYECTBO.
3ATAHME 5. CoctaBbTe 1 0OPMHUTE CIIY’)KEOHOE TTUCHMO.

['maBHBIN Oyxrantep akiuoHepHOro OaHka «lMrepuanm», pacrmojioKEHHOTO IO aJpecy:
123456, MockBa, yia. MomnogorBapaeiickas, a.24. ten.141-67-90, dakc: 141-78-87,HanomuHaeT
YIOPaBISAIOMUM peruoHaibHbIX ¢punnanoB Ab «mmnepuan» o cobmoeHH KOHTPOJIS UCIIOIHEH Ust
3a CpOKaMHM IPEAOCTaBICHHS OTYETHOCTH Ha OCHOBaHMHK muchMa LlenTpobanka Poccun Ne 01/ 134
oT 30 suBaps 2008 roga «O mpeaocTaBIeHUM OTYETHOCTU B cooTBEeTCTBUU ¢ [lonmoxxkenuem « O
MOPSIIKE TPOBEACHUS pacueToB B HMHOCTPAHHOW BaJIIOT€, OCHOBAHHBIX Ha 3aueTe B3aHMMHBIX
TpeOOBaHUNH MEXKIYy POCCUHCKUMH CYIOBIAJENbIlaMH, OCYIIECTBISIONIMMU MX areHTCKoe

oOciykKMBaHUE» U IIpUilaraeT K nuchbmy konuto tenerpammsel LI Ne 23 ot 15 Hos16ps 2008 roaa.

3AI[AHI/IE 6. CocraBbTe U O(bOpMI/ITC TCKCT FapaHTHﬁHOFO IrCbMa, UCIOJIb3Ys CICAYIOIIYIO

HH(pOpMaLIHIO.

Asmop: ObuiecTBO ¢ orpannyeHHON 0TBeTCTBeHHOCThIO «CUTU-CTAP».
Aodpec: 117218, Mocksa, HaxumoBckuii tip-T, A. 24; 1/d. 719 0290, 123 1115.

Aopecam: BcepoccuicKuil HayqHO-UCCIIEI0BATEIbCKUI WHCTUTYT JTOKYMEHTHPOBAHUS M Jefa;
345231, MockBa, MuntoTuHCcKkHil niep., 7.

Texcm: Ilpocum oxazaTe TexHuueckyro nomompb cnenuanucty OOO «CUTU-CTAP»HBanoBon
AWM. cOope HEOOXOIUMBIX MAaTEpPHAJIOB MO YHU(UKALMU YINPABICHUYECKUX JTOKYMEHTOB U
OpraHu3aluM JOKYMEHTAIIMOHHOTO obecrieueHus: oprauuzanuid. Omiary rapantupyem. .
o0yx. Mopozosa U.C. Jupextop OO0 «CUTU-CTAP» B.N.Cunopos.



TEMA «CJIYKEBHBIE 3ATIUCKI»

3AJAHHUE 1. OopMuTe BHEIIHIOW AOKIAJHYIO 3aIUCKY.

TOO «XXXI Bex»

18 mas 2009 roga Ne 23

Texuunueckomy aupexropy MI'TIO «Mocropeser» I'openosy T.U.

CornacHo Iloctanosnenuto npasutenbectBa Mocksbel Ne 335 ot 16.01.1996 Bes pexnama
JOoJbKHA OBITH OcBemlieHa. [lacmopT Ha yCTaHOBKY PEKJIIAMHOTO IIUTa 1O azapecy: JIGHWHCKui
MpoCHeKT, A.22 — 0611 cornacoBad ¢ MI'TIO «Mocropeser» u 3akitoueH gorosop ot 12.07.2007;
MIPOM3BE/ICHA MIPE/IBApUTEIbHAS OIJIaTa 3a M0JIb30BAHUE AIEKTPOIHEPTUEH 3a TO/I.

Pacnopsbkenuem mapa MockBel Ne 155-M ot 23.09.2007 3ampelnieHo 3akiroueHue
JIOTOBOPOB apeH/ bl Ha BCE BUJIbI PEKIaMBbl.

B cBsi3u ¢ BBINIEU3IOKEHHBIM IUT HE OBUI YCTAaHOBJICH W mojakiIoueH kK cetssm MITI mo
(hopc-MaKOPHBIM 0OCTOSTEIHCTBAM.

[Ipocum annynupoBars goroBop Ne 335, a mepednclIEHHbIE IEHEXHBIE CPENCTBA BEPHYTH
WJIM TIepe3adyecTb B CYET OIUIAThl JOTOBOPOB, KOTOPHIE MJIAHUPYETCS 3aKJIIOUUTH B HOBOM TOJY.

Hupexrop B.A.NnbuH.
3ATAHME 2. OdopMuUTE BHYTPEHHIOIO TOKIAIHYIO 3aITHUCKY.

Hupextopy OOO «Ilanutpa» Comony K.JI.

24.05.2010

O nmpuMeHeHnr MTpaHBIX CAHKIIHA.

B anmpec kuposckoro ¢mmana AO «CnemocHacTka» corjacHo jgoroBopy Ne 123 or
23.12.2009 mpowusBeneHa oTrpy3Kka Hamied mpoaykiuu Ha cymmy 1 560 380 pyoseir. B Teuenun
JIBYX MECSIIEB OIlaTa Ha HAlll PacyeTHBIA CUET He MOCTYIMJIAa, HECMOTPS Ha HEOJIHOKPAaTHbIE
MMCbMEHHbIE HATOMUHAHHUSL.

[Ipennarato npuMeHUTH MTpadHbIE CAHKINH K KUpoBckoMy dunnany AO «CrieriocHacTKay.

3aMm. qupekropa 1o ¢puHaHncoBbIM BorpocaM W.I1.MBaHOB.
3AJTAHME 3. OTpenaktupyiTe 1 0hopMHUTE TEKCT COTJIACHO TPeOOBaHUSAM K OPOPMIICHHUIO

JOKJIaAHBIX 3aIIMCOK

Asmop: OO0 “Berep”.
Aopecam: I'enepansHomy nupekropy OOO “Berep” r-ny O.K.Ky3HernoBy.

Texcm: B cBs3u ¢ YBCINYCHHUEM 00beMa BBINOTHSIEMbBIX pa60T M OCHAIIIEHHEM OTJeJIa HOBOM
TEXHUKOM nmpoary paCCMOTPEThL BOIIPOC O HAITPABJICHHUU ABYX COTPYAHUKOB 6YXI‘aﬂTepI/II/I

Ha Kypchl MOBbIIeHNUs kBanudukanuu. ['n. 6yxrantep Tomones U.C.



TEMA «CJIYKEBHBIA AKT»

3AJAHHUE 1. OopmuTe ciry>keOHBIH aKT.

AO «Koctpoma apXUTEKTypa»

AKT

YrBepxkaato ['enepanbubiil nupextop H.I'.Humkun 12.04.2009

12.04.2009 Ne 12

[Iepenaun nen 3aBeyrOIIUM XO35HCTBEHHON YaCThbIO

OcHoBanue: mnpuka3 ['enepanbHoro gupekropa AO «Koctpoma apxurekrypa» oOT
09.04.2009.

CocraBieH KOMHUCCHEH: TMpeAcenaTelb — 3aMECTHTENb [ eHepalbHOTO JHUpeKTopa
A.B.®ponos., wiensl komuccuu: 1. I'maBubiil Oyxranrep JI.A.Kanununa. 2. BeiBmiuil 3aBeyroninit
X034icTBeHHON 4YacThto M.A.HoBukoB. 3. BHOBb Ha3HAUYE€HHBIN 3aBENYIOIIUN XO34MCTBOM
B.b.bo6pos.

M.A.HoBuxoB cnan, a B.6.bo6poB npuHsi1 1e1a mo JOKHOCTH 3aBEIYIOIIETO X035HCTBOM.

B pesynbpraTe craun-npuema jiei yCTaHOBIIEHO:

1. lHBeHTapu3aliMOHHasl BEIOMOCTh COCTABIIEHA IO cOCcTOsAHMIO Ha 12.04.2010.

2.IlpencraBneHHbIC 00opy0BaHueE, WHBEHTAph, Me0ernb COOTBETCTBYIOT
MHBEHTapHU3aLMOHHBIM BEJOMOCTSIM.

3. B Hanmuuuu UMErOTCs BEAOMOCTH O CIIMCAaHUU UHBEHTAps U MeOeH.

AKT cocTaBlieH B 3 9K3.:

1-#i 5Kx3. — ['eHEpaTbHOMY TUPEKTOPY

2-i1 5k3. — ['maBHOMY Oyxranrepy

3-# 9K3. — B 1emno Nel2

[Ipencenarens komuccuu A.B.Dpoiios

Unens! komuccun JI.A.Kanununa, M.A.Hosukos, B.b.bo6pos.
3AJTAHME 2. OpopmuTe CiIy>KeOHBIH aKT.

000 «MenpHHULIA»

AKT

YTBepkIeH perieHneM oomero coopanus 27.12.2009

[IpoBepku cocTosiHUS (PMHAHCOBO-XO3SIMCTBEHHOM JIESTEIBLHOCTH

20.12.2009 Ne3

r.Open

Ha ocnoBanuu pemenust Ne 09 ot 15.12.2009 o6miero cobpanus uneHoB OOO «MenbHUIA»

komuccuenn B cocraBe mnpeacexarens H.H.Hukonaea, wienoB komuccum ['yceBa M.B. u



Kuposa FO.B. mpoBeneHa mpoBepka COCTOSIHUS (UHAHCOBO-XO3SIMICTBEHHON JESTENLHOCTH
000 «MenbHUIIAY.

B pesynbrare mpoBepku ycraHOBJIeHO: 1. UneHCKHE B3HOCHI, IEJIEBBIE COOPBI M JAPYTrHe
¢uHaHCOBBIE MOCTyIUIeHUsT cocTaBuin 437 897 pyoOneit ¢ yderom ocratka Ha 31 mexabps 2008
rojga. 2. Bce mocTynuBIIME JIEHEKHBIE CPEJCTBA JTOKYMEHTAIHLHO O(GOPMIICHBI U MPOBEICHBI IO
ydery. 3aMeuaHWil M0 BEACHHUIO JOKyMEHTaluu HeT. 3. JleHexHbIe CpeicTBa, Pa3MEIICHHBIC B
coeperarenbHOM OaHKe, OBUTH CBOEBPEMEHHO CHSTBHI M MCIOJB30BaHBI 10 Ha3zHadyeHHIO. 4. Bce
omepanuy 1O TPHUXOAY M PACXOAy JEHEKHBIX CpPEIACTB O(OPMIICHBI COOTBETCTBYIOIIMMH
(uHAHCOBBIMU JOKYMEHTaMH. PacxokeHHii He YyCTaHOBJIEHO.

AKT COCTaBJIEH B 2 9K3.:

1-# 5K3. — B Oyxranteputo

2-1i 9K3. — B JIeJIO.

[Ipencenarens komrccun H.H.Hukonaesa

Unensr komuccun M.B. I'ycesa u FO.B.Kupos



