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1. IloSICHHTeJlbHaSI 3anHCKa 

ITporpaMMa rrpocpeccHoHaJihHoro o6ri:eHH51 26341 CeKpeTaph pyKoBO)J.HTeJI51 

peaJIH3yeTc51 B cooTBeTCTBHH c I1pHKa30M MHHHCTepcTBa o6pa3oBaHH51 H HayKH Pct> OT 2 

HIOJI51 2013 r. N 513 "06 YTBep)l()J.eHHH I1epeqm1 rrpocpeccHH pa6oqHx, )J,om1rn:ocTei1 

CJly)l(alIJJ1X, IIO KOTOpbIM ocyll..(eCTBJ15IeTC51 rrpocpecCHOHaJlbHOe o6yqeHHe" (B pe)J.. OT 

03.02.2017), COOTBeTCTByeT CrrpaBoqHHKY BOCTpe6oBaHHhIX Ha pbIHKe Tpy)J.a HOBhIX I1 

rrepcrreKTHBHhIX rrpocpecCHH, B TOM qllcJie Tpe6yIOll..(HX cpe)J,Hero rrpocpecCHOHaJibHOro 

o6pa3oBaHH51, YTBep)l()J.eHHOMY I1pHKa30M MHHHCTepcTBa Tpy)J.a 11 couHaJihHOH 3all..(HThI Pct> 

OT 02.11.2015 N 832 (pe)J.. OT 10.02.2016). ITpocpeccHoHaJII>Ha51 )J,e51TeJlbHOCTh 

BhIIIYCKHHKOB BKJlJOqaeT BhIIIOJIHeHHe TeXHHqecKHX cpyHKQHH IIO o6ecrreqeHHIO I1 

06cny)l(11BaHHIO pa6oThI pyKoBO)J.HTeJI51 opraHH3aQHH, CB513aHHhIX c rro)J,rOTOBKOH, 

xpaHeHHeM, o6pa6oTKOH c IIOMOll..(hIO cpe)J,CTB opraHH33QI10HHOH TeXHHKH 

1.1. ll;eJlh peaJlHJau:uu nporpaMMhl 

IJ,eJibIO peaJIH33Qllll o6pa30BaTeJibHOH rrporpaMMhI 5IBJI51eTC51: 

- paHH5151 rrpocpeCCHOHaJlhH351 COQI13Jlll33UI151 JlllU B B03pacTe )J,0 BOCeMH3)J,Q3TI1 JieT; 

y)J.OBJieTBOpeHHe IIOTpe6HOCTI1 B rrpocpecCHOHaJibHOM o6yqeHHI1 JIHU c 

orpaHHqeHHhIMH B03M0)1(HOCT5IMI1 3)J.Op0Bh5I; 

- pacIIrnpeHHe HHTepeca K Tpy)J.oBoMy H rrpocpecc110HaJihHOMY o6yqeHHIO B ycnoBH5IX 

cTpyKTYPHhIX H3MeHeHHH Ha pbIHKe Tpy)J.a, pocTa KOHKypeHQHH, orrpe)J.eJI5IIOll..(HX 

IIOCT05IHHYIO IIOTpe6HOCTh 3KOHOMHKI1 MocKOBCKOH o6naCTI1 B rrpocpeCCHOHaJihHOH 

M06HJihHOCTI1 MOJIO)J,e)l(ll. 

1.2. IlJJauupyeMhle pe3yJ11>TaThl o6yqenusi 

HauMenosanue HauMenosauue Heo6xo)J,HMhle 31rnuusi Heo6xo)J,HMbie 
TPYAOBOH TPYAOBoro )J,eiicTBHSI yMeHHSI 
<jlyHKQHH 

ITptteM tt ITepeHarrpaBJieHtte ct>yHKIJ,HH, 3a;::i:aq11, HcrroJih30BaTb 
pacrrpe;::i:eneHtte Tene<PoHHhIX 3BOHKOB CTPYKTypa opraHH3aIJ,HH, TeXHttqecrrne tt 
Tene<PoHHhIX PYKOBOJJ:CTBY H ee CB5I3H rrporpaMMHhie cpe;::i:crna 
3BOHKOB coTpy;::i:HHKaM opraHtt3aUttH ITpaBttna B3attMo;::i:eH:crntt5! JJ:II5! rrpoBe;::i:eHtt5! 
opraHtt3aIJ,tttt 

Per11CTpaIJ,tt5! rrocTyrnuornttx 
c rrapTHepaMtt, roJIOCOBOH HJIH BH;::i:eo-
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Terre¢oHHhIX 3BOHKOB Kmi:eHTaMH, cpe,UCTBaMH KOH¢epeHU-CB513H 

ITorry'!eHHe Heo6xo.n:HMOH 
MaCCOBOH HHcpOpMaUHH l1cnorrh30BaTh cpe.ucrna 

HHcpopMaUHH H nepe.n:aqa 
3THKa .uerroBoro o6meHH51 KOMMYHHKaUHOHHOH 
ITpaBHrra pe'!eBoro 

caHKUHOHHpOBaHHOH oprreXHHKH ,UJ151 

HH¢opMaUHH no rerre¢oHy 
3THKeTa norry'leHH51 H nepe.n:a'IH 
Tpe6oBaHH51 oxpaHhI HHcpOpMaUHH 
rpy.ua 
ITpaBHrra 3alllHThI BecTH yqeTHhie 

KOHcpH,UeHUHaJihHOH perncrpaUHOHHhie 

CJiy)J{e6HOH HH¢opMaUHH cpopMhl, HCnOJih30BaTh 
HX ,UJ151 
HHCpopMaUHOHHOH 
pa60Thl 

y CTaHaBJIHBaTh 

KOHTaKT C 
co6ece.n:HHKOM, 
no.r.v:i:ep)KHBaTh H 
pa3BHBaTh .uerr0By10 
6ece.uy B npouecce 
TerrecpOHHhIX 
neperOBOpOB 

Crrra)KHBaTh 
KOHcpJIHKTHhie H 
CJIO)l<Hhle CHTyaUHH 
Me)J<JIH'IHOCTHOro 
B3aHMO,UeHCTBH51 

Co6mo.uaTh 
CJIY)Ke6HhIH 3THKeT 

OpraHmau,H51 Bcrpeqa noceTHTerreH:, ITpaBHrra opraHH3aUHH 06maThC51 c 

pa60Thl C norry'leHHe nepBH'IHOH npHeMa noceTHTerreH: noceTHTeJI5IMH 

nocen1TeJI5IMH HHcpOpMaUHH 0 ITpaBHrra .uerroBoro l1cnorrh30BaTh 
opraHH3aum1 noceTHTeJI51X H noMOlllh B 

o6meHH51 ycTaHOBJieHHhie 
opraHH3aUHH HX npHeMa npaBHrra H npoue.uyphI 
pyKoBO.UHTerreM H CrpyKTypa opraHH3aUHH 

corpy ,UHHKaMH H pacnpe.uerreHHe 
KOMMYHHKaUHH BHYTPH 

cpyHKUHH Me)K.ZJ:Y 
opraHH3aUHH 

Be.n:eHHe )J{ypHarra 3anHcH 
CTPYKTYPHhIMH BecTH y'!eTHhie cpopMhI, 

rroceTHTerreH: no.n:pa3.n:erreHH51MH H HCTIOJih30BaTh HX ,UJ151 

Y'!eT rroceTHTerreH: H cneUHaJIHCTaMH pa60Thl 

o¢opMrreHHe nponycKOB 
ITpaBHrra opraHH3aUHH Co3.n:aBaTh 

Co.ueH:crnHe orrepaTHBHOMY rrpHeMOB B o¢Hce n 0 JI 0 )KHTeJibI-IhIH 

paCCMOTpeHHIO npoch6 H ITpaBHrra cepBHpoBKH 
HMH,U)K opraHH3aUHH 

rrpe.n:rrmKeHHH rroceTHTerreH: qaifHoro ( Ko¢eH:Horo) ITpHHHMaTh MephI no 

ITpHeM H rrepe.n:aqa CTOJia pa3perneHHIO 

,UOKyMeHTOB rroceTHTerreH: ITpaBHrra npHroToBrreHH51 
KOHcpJIHKTHhIX 

PYKOBO,UCTBY H H no.n:a'IH rop5I'lHX 
cinyauHH: 

corpy.UHHKaM opraHH3aUHH HanHTI<OB H 3aKyCOI< K I1pHMeH51Th 

OpraHH3aUH51 H HHM HHcpopMaUHOHHO-

6pOHHpOBaHHe 3THKa .uerroBoro o6meHH51 
KOMMYHHKaUHOHHhie 
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rreperoBOpHhIX KOMHaT ITpaBirna peqeBoro TeXHOJIOfHH 

CepBHpOBKa qai1:ttoro 
3THKeTa 

06ecrreqttBaTh 

(KocpeH:ttoro) crnna B ocpttce Tpe60Battm1 oxpaHhI KOHqm.ueHI!HaJihHOCTh 

ITpttroTOBJieHHe HarrHTKOB 
Tpy.ua HHcpopMa!IHH 

(qai1:, Kocpe, ITpaBHJia 3aIIIHThI 

rrpoxnaJJ.HTeJihHhie KOHQm)leHI!HaJihHOH 

HaIIHTKH) cny:>Ke6HOH HHcpopMa!IHH 

BhrnonHeHHe Be.uetttte :>Kypttana ITpamrna peqeBoro CocTaBJI51Th H Becnr 

KOOpJJ.HHHp)'lOIIIHX pa3oe3)l0B pa60THHKOB 3THKeTa yqeTHhie )lOKyMeHThI 

H opraHH3aumi: 
3THKa .ueJIOBOro o6meHH51 ITpttMeH51Th cpe.ucrna 

06ecrreqttBa10mttx 
KoopJJ.HHa!IH51 pa6oThI KOMMYHHKa!IHH )lJ151 

cpyHKI!HH Tpe60BaHH51 oxpaHhI 
KypbepoB H BO)lHTeJieH rrepe.uaqH rropyqeHHH 

opraHH3a!IHH 
Tpy.ua 

PYKOBOJlHTeJI51 H 

Be.ueHHe :>Kypttana 
ITpaBHJia 3aIIIHThI COTPYJJ.HHKOB 
KOHqrn.ueHI!HaJihHOH opraHH3a!IHH 

pa3ne3JJ.OB KyphepoB 
CJIY)Ke6HOH HHcpopMa!IHH 

opraHH3a!IHH H MaprnpyTOB ITpttMeH51Th 

BO)lHTeJieH CTpyKTypa oprattmauHH COBpeMeHHhie cpeJJ.CTBa 

CocTaBJieHHe crrpaBKH o 
H pacrrpe.uenetttte c6opa, o6pa6oTKH H 

pa3be3.uax pa60THHKOB, 
cpyHKI!HH Me)KJXY rrepe.uaqH HHcpOpMa!IHH 

KyphepoB H Maprnpyrnx 
CTPYKTYPHhIMH 

OueHHBaTh pe3y11hTaThI 

BOL(HTeJieH opraHH3a!IHH 
IIOL(pa3L(eJieHH51MH H 

B paMKax 
crreI!HaJIHCTaMH 

IIOCTaBJieHHhIX 3a.uaq 

0 c YIII ecTBJI51Th 

KOHTpOJih HCIIOJIHeHH51 

rropyqeHHH 

pyKoBOJJ.HTeJI51 

COTpy JlHHKaMH 

1.3. KaTeropttH 06yqa101IJ,nxcH: 

Jfo:u,a .n:o 18 neT, B TOM qncne He HMeIOmne ocHOBHoro o6mero HJIH cpe,n:Hero 

o6mero 06pa30Battm1. 

HarrpasneHHe rro.n:roTOBKH: ceKpeTapo pyKoso,n:nTemi. 

06naCTb rrpocpeCCHOHaJibHOH ,n:e5ITeJibHOCTH: BbIIIOJIHeHHe TexH11qecKHX cpyHKU,HH 

no o6ecrreqeHHIO 11 o6cny:>KHBaHHIO pa6oThI pyKoso,n:11TeJI5I opraHH3aU,HH, CB5I3aHHhIX c 

rro,n:rOTOBKOH, xpaHeHHeM, o6pa60TKOH c IIOMOlll,bIO cpe,n:CTB opraHH3aU,HOHHOH TeXHHKH 

Heo6xo,n:11Moif nm:popMau,nn H .n:ose.n:ett11eM ee .n:o rroTpe6nTeJI5I. 

1.4. <l>opMa o6yqeunH: oqHa5I 

1.5. Pe~HM JattHTHii: 3 -qaca B ,n:eHh, 2 p33a B He,n:enIO. 

1.6. Tpy~oeMKOCTh nporpaMMhl: 210 -qacoB. 
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2. C0Aep~a1rne nporpaMMhl 

2.1. YtJe6tto-TeMaT11tJec1,11ii nJJaH 

LJacoB Ha oCBoemi:e 

B TOM ~ui:cne 

~ 
::s:: ~ 

'""' 
::s:: 

~ 

'""' Ha11MeHOBamfe pa.3.n;enoB 11 ::i:: ~ 
ro ::i:: 
M ro 

TeM Bcero Q) 
M 

::s:: Q) ::s:: 
:.:: ::s:: ::s:: 
0 :.:: ~ 
Q) 0 ro 
tr' Q) 

'""' ::s:: tr' ..0 

'""' 
::s:: ~ 

Q) 
'""' 

;;.-. 
0.. :.:: 0 
0 ro ::i:: 

~ r9' ~ 
Pa.3.n;en 1. OcHoB11 pa60T11 

ceI<pernpH c .UOI<yMeHTaMH 69 12 30 
,[(oI<yMeHTaU:HOHHOe 

06ecrre'!eH11eyrrpaBneHHH 69 12 30 
Pa.3.n;en 2. I1mpopMau:1rnHHO-

KOMMYHHKau:110HHM 

.n;eHTeJihHOCTh CeKpeTapH 69 12 30 
ITpaBoB11e ocHOBhI 

rrpo¢ecc110Han1>HOH 

,UeHTeJihHOCTH 15 6 6 
HmpopMaTHKa 11 HKT I 
I1Hq)OpMaU:HOHHO-

KOMMYHHKaUHOHHhie 

TeXHOJIOrHH (I1KT) B 

rrpoqJeCCHOHaJibHOH 

,Ue5!TeJibHOCTH 54 6 24 
Pa.3.n;en 3. OcHOBbI 

CeI<pernpcI<OH ,Ue5!TeJihHOCTH 

B opraHH3aU:HH 48 15 15 
OpraHH3al{H5! ceKp eTapcKoro 

06cny)I<11BaHH5! 48 15 15 
ITpott3BO)l.CTBeHHaJI 

rrpaKTHKa 12 12 
KBa;rncpHKau;ttoHHbIH 

3K3aMeH ·' 12 ·' 6 2 
I1Toro 210 

ro 

'""' 0 
\0 ro 
0.. fl poMe)I<yTO'IHbIH 
~ 
::i:: KOHTpOJib 3HaHHH 
..0 
~ 
Q) 

'""' ~ 
0 

'""' 0 
0 
::E ro 
u 

B1monHeH11e 

27 TeCTOBOro 3a,UaHmr 

27 

B1monHem1e 

27 TeCTOBOro 3a.n;aHHH 

3 

24 

B1monHeH11e 

18 TeCTOBOfO 3a.n;aHH5! 

18 
B1>monHeH11e 

TeCTOBOro 3a,UaHH5! 

4 I1ToroBM arrecTau1rn 



6 

2.2. Co.11.ep~aHne pa3)1.CJIOB 

BttAhI yqe611b1x 

TeMa 33HHTHH, 
C0Aep:11rn1rne 

y'le611b1x pa6oT 

PaJACJI 1. OcHOBbI pa6oThI ceKpeTapn c AOKYMCHTaMtt 

1.1.,l(OKVMCHTaIJ,HOHHOC o6ecne'-ICHHC ynpaBJICHHH 

TeMa 1.1. l. Teopemu,1ecKoe J1cTopm1 .uenonpoH3BO.D.CTBa 

Bse.n.eHHe. Ilpe.n.MeT Ja11flmue, 1 'tac Ilpe.n.MeT H 3a.D.a4H ,D,OY 

.lJ.HCl(HnJlHHhl 

TeMa 1.1.2. Teopemul/ecKoe YttHcj:>HKamrn ynpasnew1eCKHX LlOKyMeHTOB. YC,ll 

IlOH5ITHe .D.OKyMeHTa H CHCTeMbl 3a11J1mue, 1 l/OC YCOP,ll CrnttnapTH33UH51 ynpasnett4eCKHX 

.D.OKyMeHTal(HH .llOKyMeHTOB . 

KnacCHcj:>HKaUH51 Bl1.ll0B ynpaBJ1eH4eCKl1X 

LlOKyMeHTOB. 

TeMa 1.1.3 . Teopemu,1ecKoe <DopMy1151p-06pa3eu OP,ll;. 

Tpe6oBamrn K 6naHKY JOHflmue, 1 iwc bJ13HKl1 LlOKyMeHTOB : nOH5ITl1e, Bl1Llhl 11 cnoco6b1 

.D.OKYMeHTa OQJOpMJlemrn fep60Bbie 6naHKl1 . 

TeMa 1.1.4. TeopemUL1ecKoe BHLlbl , sapHaHTbI 11 cnoco6b1 pacnonmKeH115I 

Do1H1Tl1e peKBH3HTa, cxeMa JOHftmue, 1 i1ac peKBH3HTOB. 

pacnOJ1Q)KeHl151 H BH.llhl DpaBHJla ocpopMneHH51 peKBH311TOB, 

peKBH3HTOB 
pernaMettrnpOB3HHblX fQCToM p 6.30-2003 . 

TeMa 1.1.5. IIpaKmuKyM, 1 'lac Pa3pa6oTKa o6mero 611aHKa KOHKpeTHOH 

Co3.n.aHHe o6w,ero 6naHKa CaMocmoftmeJtbllafl opraHl133U1111 

pa6oma, 3 l/aca Pa3pa6oTKa 6naHKOB CJ1y)((e6HblX 11 LlOKJ13LlHblX 

3an11COK, nosepeHHOCTl1 

TeMa l. l .6 . IIpaKmuKyM, 1 'tac Pa3pa60TKa 6naHKa nHCbMa KOHKpernoii: 

Co3.D.3HHe 6naHKa nHChMa CaMocmof1me;1b11af1 opraHl133UH11 npOLlOJlbHblM H yrnoBblM cnoco6oM 

oa6oma, 3 l/aca Pa3pa6oTKa 6naHKa nHCbMa KOHTpareHTY 

TeMa 1.1.7. Teopenni'lecKoe OpraH113au110HHo-npasosa51 noKyMettTaUH51: nott5IT11e, 

OpraHH3al(HOHHhie .n.oKyMeHThI JQHflmue, 1 'lac BHLlbl LlOKYMeHTOB, Tpe6osaHl151 no ocjJopMJleHHIO. 

TeMa I. l .8. Teopemui1ecKoe TeKCT 11 ero CTPYKTypa. CMbICJ10B351 H 

TeKcT KaK peYesoe 3a11J1mue, 1 'lac KOM00311UHOHH351 ueJlOCTHOCTb TeKCTa. CB513H 

npOH3Be.D.eHHe. npen11o)((ett11i1: s TeKcTe. CJJO)((HOe c11HTaKCH4ecKoe 

uenoe H ero BHLlbI 

TeMa 1.1.9. !IpaKmuKyM, 1 l/QC 8b16op KOM00311U1111 TeKCTa 11 513bIKOBbIX cpencrn B 

KynhTypa peYesoro o6w,eHH51 33BHCHMOCTH OT TeMbl , ue1111, anpecaTa H cwryaUHl1 

o6ll.leHH51. DoH5IT11e )((aHpa 

TeMa ! . I. I 0. <f>yHKUHOHMhHhie TeopemUL1ecKoe cDyHKU110H3JlbHbie CTl1J111 pyccKoro 1111TepaTypttoro 

CTHJlH pyccKoro 513bIKa. Jmlflmue, 1 'WC 513bIKa: OQJ11U11aJlbHO-LteJ10BOH, H3Y4HbIH, 

ny6JJ11UHCTH4eCKHH, 0611XOLlHO-pa3roBOpHblH 

(QJYHKU1111, CTl1JleBbie 'lepTbl , 513blKOBbie 

oco6eHHOCTH). Oco6b1i1: CTaTYC 513bIK3 

xynm1<eCTBeHHOH J111TepaTVPbl 

TeMa 1.1.11. Teopemu,1ecKoe )Ka Hp bl nenosoii: 011CbMeHHOH pe411: 335IBJ1eH11e, 

)KaHpbl .uenosoi1 nHCbMeHHOH Jarlflmue, 1 'lac CJ1Y)Ke6Ha51 3an11cKa, pacn11cKa, nosepeHHOCTb, 

peYH 06b5IBJ1ett11e, npOTOKOJl, 3KT, nenosoe OHCbMO, 

asT0611orpacj)1151, pe3IOMe, Tpynosoe cornawett11e. 

TeMa 1.1.12. IIpaKmuKyM, 1 'lac ,ll;e11osa51 11rpa: «Ycrna51 ne11osa51 pe4b, KaK cnoco6 

)KaHphI .uenosoi1 ycrnoi1 peL.JH Ca.Mocmoftme!lbllafl npaBHJlbHOro 113JlO)((eHl151 11HQJOpMaUH11 (coo6UleHHe, 

pa6oma, 3 l/aca noKnan, nenosa51 6ecena, cosell.laime)» 

nonroTOBl1TbC51 K BbICTVOJleHHIO C LlOKJ13LlOM 

TeMa 1.1.13. IIpaKmuKyM, l 'taC PenaKrnposatt11e 11 COCT3BJ1ett11e TeKCTOB 

513bIK H CTHJlb opraHH3aUHOHHO- opraHH33U110HHO-pacnop51LlHTeJlbHblX LlOKyMeHTOB 

pacnOP51.D.HTeJ1bHbIX .D.OKVMeHTOB 

TeMa 1.1. l 4. IIpaKmuKyM, 1 'lac PenaKT11posaH11e 11 cocrnsnettHe TeKcTOB cnpasoYHO-

513blK 11 CTHJlb cnpaBOL.JHO- HHQJOpM3Ul10HHOH LlOKyMeHTaU1111 

HHcp0pM3l(HOHHOH 

.D.OKVMeHTal(HH 



7 

TeMa 1.1.15. llpaKmuKyM, J itac Cocrns11em1e TeKCTOB ue11esol1 Hanpas11eHHocrn ( c 

<!JyHKLJ,110HaJlbHO-CMblCJ10Bble ue11b10 H co.uep)f<aH 11eM pe4H) .lJ:e11osa51 11rpa: 

Tl1nbITeKCTOB «IloCTpoeHHe TeKCTa H pe4H B JaBHCHMOCTH OT 3a.Ua4 
H Ha3Ha4eHH51 (on11caH11e, noBeCTBOBaHHe, 
paccy)K,UeHHe )» 

TeMa 1.1.16. llpaKmuKyM, J 11ac Cocrns11ett11e H ocpopM11ett11e ycrnsa, no11o)!(emrn, 

Cocrns11eH11e 11 ocpopMneH11e CaMocmoRmeJtbfU15l pacn11camrn 

opraHl13aLJ,110HHblX .UOKYMeHTOB va6oma, 3 'laca CocrnBHTh pacnopH.UOK .UH51 B opratt11Jau1111 

TeMa 1.1.17. TeopemuitecKoe Pacnop51.UHTellbHa51 .UOKyMeHTaUH51: nOH51THe, BH.Ubl 

Pacnop51.u11TeJlbHhJe .UOKVMeHThl 3a7tJtmue, 1 itac .uoKyMeHTOB, Tpe6osaHH51 no ocpopM11e1m10 

TeMa 1.1.18. llpaKmuKyM, J 11ac CoCTas11ett11e H ocpopM11eH11e pacnop51)f<eHHtt 

Pacnop5!)I<eH11e CaMocmoJtmeJibflaJl KOHKpeTHOH opraHH3aUHH 

pa6oma, 3 'laca CocrnBHTh pacnopH)!(eHHe .UHpeKTOpa 0 nepe.ua4e 
HMY!lleCTBa 

TeMa 1.1.19. llpaKmuKyM, 1 llQC Cocrns11ett11e 11 ocpopM11ett11e npHKaJOB no ocHOBHOtt 

Ilp11KaJhI no OCHOBHOH .ueHTellhHOCTH KOHKpeTHOH opraHH3aUHl1 

.D,e51TeJ1bHOCTl1 

TeMa 1.1.20. llpaKmuKyM, 1 l/QC Cocrns11ett11e 11 ocpopM11eH11e npHKaJoB no 11H4HOMY 

Ilp11Ka3bl no J111YHOMY COCTaBY COCTaBY KOHKpeTHOH opraHH3aUHH 

TeMa 1.1.21. llpaKmuKyM, 1 l/QC CoCTas11ett11e H ocpopM11ett11e nocrnttos11ett11l1 

CocrnsneH11e 11 ocpopM11eH11e 

pacnop51.[1,11TeJlbHblX .UOKYMeHTOB 

TeMa 1.1.22. llpaKmuKyM, 1 'iQC Cocrns11ett11e H ocpopM11eH11e peweHHtt 

CocrnsneH11e 11 ocpopM11eH11e 

pacnop51.D,11TeJlbHblX .UOKYMeHTOB 

TeMa 1.1.23. Teopemui1ecKoe J1HcpopMaUHOHHO-cnpaBOLJHa51 .uoKyMettrnmrn: 

CnpaBOYH0-11HcpopMau110HHa5I 3m1J1mue, 1 'lac nOH51THe, BH,Ubl .UOKyMeHTOB, Tpe6osaHH51 no 

.UOKYMeHTall,1151 ocpopMlleHHIO . 

TeMa 1.1.24. llpaKmUKyM, 1 llQC CoCTas11ett11e H ocpopMJleHHe aKTa 

CocrnsneH11e aKTa CaMocmoRmeJibflaJl CocrnBHTh aKT np11eMa-nepe.ua411 .ue11 

va6oma, 3 'iaca 

TeMa 1.1.25. llpaKmUKyM, 1 llQC CoCTas11ett11e 11 ocpopM11ett11e npoTOKOJla 

CocrnB11eH11e npoTOKOJla CaMocmoJm1eJ1b11aJ1 CocrnBHTh npoT0Ko11 cose!llaHH51 

va6oma, 3 itaca 

TeMa 1.1.26. llpaKmuKyM, 1 'lac CoCTas11eH11e H ocpopM11eH11e c11y)!(e6Horo nHCbMa, 

CocrnB11e1-111e 3a51s11eH11i-i 11 .UOKJla.UHOH JanHCKH, o6b51CHHTeJlbHOH JanHCKH 

CJ1Y)Ke6HblX 3an11coK 

TeMa 1.1.27. llpaKmUKyM, 1 'iQC Cocrns11eH11e H ocpopM11ett11e Te11erpaMMh1, cnpaBOK, 

CocrnB11eH11e cnpaBOYHO- .UOBepeHHOCTH 

11HcbopMau110HHblX .UOKYMeHTOB 

TeMa 1.1.28. llpaKmuKyM, 1 'laC CoCTas11ett11e H ocpopM11eH11e JlH4HbIX .ue11 

Ka.uposa51 .UOKYMeHrnu,1151 pa6on!HKOB 

TeMa 1.1.29. llpaKmuKyM,] <tac OcpopM11eHHe H 3ano11HeH11e .UOKyMeHTOB JlH4HOro 

Ka.upoBa51 .uoKyMeHrnu,1151 CaMocmoRme11brtaJ1 xapaKTepa 

va6oma, 3 'laca CocrnBHTh pe310Me 

TeMa 1.1.30. llpaKmuKyM, 1 'iQC Tpy.uosoli .uorosop. OcpopM11eH11e H 3ano11HeH11e 

Pa6orn c J111YHhIMl1 KaPTOYKaM11 JlH4HblX KapT04eK 

TeMa 1.1.31. llpaKmuKyM, 1 l/QC Cocrns11ett11e 11 ocpopM11eH11e c11y)Ke6HblX n11ceM 

CocrnBJ1eH11e CJ1Y)!<e6HblX n11ceM 

TeMa 1.1.32. Teopemu<tecKoe C11y)!(6a .lJ:OY: ocHOBHhie 3a.Ua4H, cpyHKUHH, rnnOBble 

PerncTpau,1151 .uoKyMeHTOB 3aTtRmue, 1 'lac CTPYKTYPbl, .UOJl)KHOCTHOH COCTaB, pernaMeHTaUH51 
pa60Tbl c11y)!(6bI .lJ:OY. 
)l{ypHaJlbl pernCTPaUHH .UOKYMeHTOB 

TeMa 1.1.33. llpaKmUKyM,, 1 'iQC .lJ:e11osa51 11rpa 

PerncTpau,1151 .UOKYMeHTOB 

TeMa 1.1.34. llpaKmUKyM, 1 'iQC OcpopM11ett11e )KypHa110B perncTpau1111 .uoKyMeHTOB 

Pa6orn c )!(YPHarIOM 
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TeMa 1.1.35. IlpaKmUKyM, 1 I/QC 06pa6oTKa, perncTpawrn, KOHTpOJlb 11cnon Hemm 

OcpopMJiem-1e 3an11c11 o np11eMe, .ll,OK)'MeHT08. 

perncTpau,1111, nocTaHOBKe Ha 
TipOCTa8JleH11e peK811311T08 «0TMeTKa 0 KOHTpOne » H 

KOHTpOJlb 
«0TMeTKa 06 11cnonHeHl1l1)) 

TeMa 1.1.36. IlpaKmUKyM, 1 I/QC ,[(e1100all 11rpa 

OcpopMnett11e 3an11c11 o np11eMe, 

perncTpau,1111, nocTaHOBKe Ha 

KOHTPOJib 

TeMa 1.1.37. Teopemu11ecKoe OpraH113aUl1ll onepaTl18Horo xpaHeH11l! .D.OKyMeHT08. 

OpraH113au,11ll xpatteH11.si 3a11f1mue, 1 I/QC <I>opM11po0aH11e 11 ocjJopMneH11e .D.eJJ. 

.ll,OKyMeHTOB 3KcnepT113a UeHHOCTl1 )],OKyMeHT08. Tiepe)],al!a 

.ll,OKyMeHT08 Ha xpaHeH11e 8 apX118. TipoCTa8JleH11e 

peK811311T08 

TeMa 1.1.38. IlpaKmuKyM, i 'lac <I>opM11po0aH11e 11 ocjJopM11eH11e .ll,OKyMeHTOB B 

HoMeHKJlaTypa .D,en COOTBeTCT81111 c HOMeHKJJaTypoi1 .ll,eJl. 

TeMa 1.1.39. IlpQKmuKyM, I 'WC Cocrn0nemre 0HyTpeHHei1 on11rn .ll.OKyMeHT08 .D.ena 

CocTaBJieH11e BHyTpettHeti 

on11c11 )l,OKYMeHTOB .D,eJia 

TeMa 1.1.40. IlpaKmuKyM, ] 'lac Opra1-1113au11ll pa60Tbl c KOHcjJl1)].eHU11aJJbHblMl1 

KoHcp11.D,eHUl1aJibHb1e .ll,OKyMeHTaMl1 

)l,OKVMeHTbl 

TeMa 1.1.41. II11cbMeHHbte IlpaKmuKyM, 1 I/QC Pa6oTa c n11CbMeHHhIM11 06paLUeH11l!M11 rpmK.D.aH 

06pal.l\eH11.si rpa)!<.D.aH CaMocmof1meJ1bllafl Cocrn011Tb OTBeT Ha 06paLUeH11e rpa)f{)],aH11Ha 8 

va6oma, 3 'laca opraH113au1110 

TeMa 1. 1.42. KoHTpOJib IlpaKmuKyM, 1 I/QC Bhlll8JJeH11e ow1160K 8 coCTa0ne1rnb1x )],OKyMeHrnx. 

COCTaBJleHl1.s! 11 ocpopMJieHl1.s! Cocrn011em1e 11 ocjJopMneH11e )],OKyMeHT08 

)l,OKyMeHTOB He06X0)],11MblX 8 KOHKpeTHblX ynpa0neHLfecK11x 

Cl1TyaU11llX 

PaJAeJI 2 Hud>ooMauuouuo-KOMMYHHKauuonuasi AeSITeJihHOCTh ceKpeTapsi 

2.1.IloaBOBhle OCHOBhl npocbecCHOHaJihHOH 

TeMa 2.1.1. Teopemu11ecKoe Tip113HaKl1 11 npa000b1e oco6eHHOCTl1 Pocc11i1cKoi1 

OcHOBbI KOHCT11Tyu,110HHoro 3a11flmue, 1 'lac <I>e.D.epau1111 KaK rocy.D.apcrna. Hapo.D. KaK cy6beKT 

cTpo.si Pocc11ticKoH ct>e.D,epau,1111. KOHCTl1TYU110HHblX OTHOWeHl1H . <I>e.D.epaTl18HOe 

yCTpOHCTBO. C11cTeMa 8b!CWl1X opraHo8 

rocy)].apCT8eHHOH 8JJaCTl1. 

TeMa 2.1.2 . Teopemu'lecKoe 4eno0eK, ero npa0a 11 C8060)],bl KaK 8blCWal! 

C11cTeMa KOHCT11Tyu110HHbIX Jmlflmue, 1 'lac ueHHOCTb. C11cTeMa KOHCTl1TYU110HHblX npa0 11 

npaB 11 CB060.D. '-leJIOBeKa 11 c0060.D. 8 Pocc11i1cKoH <De.ll.epau1111. 

rpro1<.D,aH11Ha. KoHcT11Tyu110HHbIH CTaTyc JJl14HOCTl1. 

TeMa 2.1.3. TeopemuitecKoe 3KOHOMl14eCKl1e 11 C01(11aJJbHble npa0a 11 c0060.D.b1 

IIpaso Ha TPY.ll.· Jauflmue, 1 'tac 4e1100eKa 11 rpa)K.LJ.aH111-ra. Tipa00 Ha Tpy.LJ.. Pean113au11ll 

TPY.ll.08hIX npa0 rpa)f{.ll,aH Pocc11HCKOH <I>e.D.epau1111. 

TeMa 2.1.4. Teopemui1ecKoe Tpy.D.08b!e OTHOWeHl1ll. Tpy.D.080H )],0f080p 11 ero 

II0Hl!T11e,cTopoHbI 11 JaTtfLmue, 1 'tac CTOpOHbl. Oco6e1-11-1ocrn Tpy.ll.a 

co.D,ep)!<aH11e TPY.ll.OBoro Heco0epweHHOJleTH11x. 

)l,OfOBOpa. 

TeMa 2.1.5 . Teopemul/ecKoe TI0Hl!T11e 11 811.ll,bl pa6o4ero 0peMeH11. HenonHoe 

Pa6o'-!ee speM.si 11 BPeM.si OT.D.hixa. Jmlflmue, 1 'lac pa6ol!ee 0peMl! . no1-1l!T11e 11 811.LJ.bI 0peMem1 OT.D.bIXa. 

TeMa 2.1.6. TeopemuitecKoe 811.LJ.bl OT8eTCT8eHHOCTl1 no TPY.LJ.080MY 

.D:11cu11nn11ttapHa.si 11 JaTtflmue, I 'tac 3aKOHO)],aTeJJbCT8Y. Tiopll .ll.OK np118JJe4eHHll K 

MaTep11aJihHa.si OTBeTCTBeHHOCTb )],11CU110Jll1HapHOJ:i OT8eTCTBeHHOCHI . CTOpH)],OK 

pa60THl1Ka np118JleLieHl1H K MaTep11aJJbHOH OTBeTCTBeHHOCTl1. 

TeMa 2.1.7. IlpaKmuKyM, J iwc Yrono0Hall OTBeTCTBeHHOCTb. A.D.M11H11CTpaT110Hall 

y rOJlOBHall 11 CaMocmof1meJ1b1tG.fl OTBeTCTBeHHOCTb 

a.D,Ml1Hl1CTpaTl1BHall pa6oma, 1 'tac vl3y411Tb Bl1.ll,bl yroJl08HblX npeCTynneH11H 11 

OTBeTCTBeHHOCTb pa6oTHl1Ka a.ll,MHH11CTpaTl18HblX npocTynKo8 8 0611acT11 

X03llHCTBeHHOH )],el!TeJJbHOCTl1 opraHl13aU11H 11 

.ll,OJl)f{HOCTHblX Jl11U 
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TeMa 2.1.8. Jlpa7<n1UKyM, } l/GC TIOHHTtte Iii Blilll_bl ODJ!aTbl Tpy,na. TiopHAOK OnJJaTbl 

OnJTarn TPVJJ,a TpyAa. CpoKtt onJTaTbI TpyAa. 

TeMa 2.1.9 llpaKmuKyM, } ttac TpyAOBaH <jiyHKU,lil51, ee HOpMaTttBHOe 3aKpenJTeHtte. 

CT0H51rne TpyJJ,osoii cpyHKQ1111 11 TioHHTtte llOJDKHOCTHblX 06113aHHOCTeH, HX 

)J,OJDKHOCTHblX o6513aHHOCTeH. HOpMaTttBHOe JaKpenJTeHtte. CosMew.eHtte 

AOJ!)J(HOCTCH. 

TeMa 2.1.10. llpaKmuKyM, 1 'IGC OcHOBHoe MCCTO pa60Tbl. Pa6orn no 

Pa6oYee MecTo CGMocmoRme!lb11aR COBMCCTli!TCJ!bCTBy. 

pa6oma, 1 i1ac l13yYttTb Tpe6osaHttH K opraHttJautttt pa6oYero Mecrn 

TeMa 2.1.11. llpaKmuKyM, 1 'IGC TioHHTtte rpa)J(ll_aHcKo-npasosoro norosopa. BttAbl 

OcHOBbJJJ,orosopttoro CaMocmoRme!lbllGft rpa)J(11aHCKo-npasosb1x AOfOBOpOB. CoAep)J(aHtte 

rpru1<JJ,aHcKoro npasa pa6oma, 1 'tac rpmKAaHcKo-npasosoro norosopa. 

Yf3y<lli!Tb OTJ!li!YHH TPYAOBoro Iii rpa)J(naHCKO-

npasosoro Aorosopos. 

TeMa 2.1 .12. llpaKmuKyM, 1 l/GC TioHHTtte 06H3aTCJ!bCTB. Btt11b1 o6H3aTeJ!bCTB. 

OcHOBbl o6513aTeJ!bCTBeHHoro TiopHAOK noraweHttH ofonaTeJTbCTB. 

npasa 

2.2. IlmpopMaTHKa" IIKT/ 
Ilml1opMaUHOHHO-KOMMVHHKaUHOHllble TeXHOJIOfHH (IIKT) B npodJeccuonaJibHOH i:.esITeJihHOCTH 

TeMa 2.2.1. TeopemuitecKoe KJTacettcpttKaUttH onacHocTett nptt pa6oTe c opr. 

OcHOBHbie onacHOCTl1 np11 3Wtftmue, 3 'taca TCXHli!KOH. Cnoco6b1 npeAynpe)J(ACHttH onaCHOCTeH 

pa6oTe c opr. TeXHl1KOH nptt pa6oTe c opr. TCXHli!KOH. 

TeMa 2.2.2. Teopemul/ecKoe TioHHTtte Ktt6ep6e30nacHocTtt, ee OCHOBHbie 

OcHOBbl K116ep6e3onacttocT11 3aTmmue, 3 l/aca 3J!CMCHTbl. Cnoco6b1 3alll,li!Tbl nepCOHaJTbHblX 

ll_aHHblX. 

TeMa 2.2.3 . llpaKmuKyM, J i1ac CoJAaHtte TeKcTOBbIX AOKyMeHTOB. TipaBttJJa Ha6opa 

<DopMaT11poBaH11e TeKCTOBbIX TCKCTa. Pe)J(ttM <rneneYaTaeMbie Cli!MBOJ!bl» . 

)J,OKVMeHTOB <DopMaTttposaHtte cttMBOJTOB tt a63aues 

TeMa 2.2.4. llpaKmuKyM, 3 Pa6orn c nporpaMMOH-TpeHa)J(epoM 

TexHonornH cnenoii neYaT11 'taCa 
TeMa 2.2.5. llpaKmuKyM, 1 'IGC Co311aHtte TCKCTOBblX AOKYMCHTOB. TipaBttJTa Ha6opa 

Co3JJ,att11e 11 cpopMaT11posatt11e TCKCTa. Pe)J(ttM «HeneYaTaeMbie Cli!MBOJ!bl» . 

TeKCTOBblX )J,OKVMeHTOB <DopMarnposaHtte ettMBOJTOB tt a63aues 

TeMa 2.2.6 . llpaKmuKyM, 3 BcrnBKa B TCKCTOBblH AOKYMCHT pttcyHKa, o6beKTa 

BcrnBKa rpacp11YecK11x o6oeKTOB 'lac a WordA1t, SmartArt, cpttrypb1. YfHcporpacpttKa. 

CGMocmoRmeJtbllClfl Co3AaHtte TCKCTOBOro AOKYMCHTa. 

pa6oma, 3 l/aca 

TeMa 2.2.7. llpaKmUKyM, 3 CoJAaHtte o6mero 6JTaHKa Iii 6JTaHKa cJTy)J(e6Horo 

Co3.nam1e 6naHKOB JJ,oKyMeHTOB l/aca nttcbMa KOHKpeTHOH opraHtt3autttt . COJ11aH11e 

CaMocmoRmeJ1b1taft npttKa3oB, pacnopH)J(CHlilH, peweHttH Ha OCHOBC 

pa6oma, 3 'laca 6JiaHKOB. Co3AaHtte aKTOB, npoTOKOJTOB, cJTy)Ke6HbIX 

3anttCOK. 

Co311aHtte TCKCTOBOro AOKVMCHTa. 

TeMa 2.2.8. llpaKmUKyM, 1 'taC Co3AaHtte 06bHBJ!CHli!H c li!CDOJ!b30BaHtteM 

Co3JJ,aH11e 0605JBJTeH11ii, rpacpttYCCKli!X o6beKTOB 

ocpopMnem1e CTeHJJ,OB 

TeMa 2.2.9. llpaKmuKyM, ] 'lac Co311aHtte rn6JTttU. BcrnsKa B TCKCTOBblH AOKYMCHT 

Pa6orn c rn6n11QaM11 CGMocmoRmeJ1b1taft Ta6JTttU, npeo6pa30BaHtte TCKCTa B Ta6JlttU,y. 

pa6oma, 3 'laca C03AaHtte TCKCTOBOro llOKyMeHTa 

TeMa 2.2.10. llpaKmuKyM,, J i1ac Co311aHtte CTPYKTypttposaHHoro llOKYMCHTa c 

Pa6orn c 6onhw11M11 CGMocmoRmeJ1b11afl lilCDOJ!b30BaHtteM CTttJ!eH 

)J,OKyMeHTaMl1 pa6oma, 3 l/aca 
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TeMa 2.2 .11. IlpaKmUKyM, ] •tac Co3nam1e aBTOMan1YeCKOro ornaanemrn, 

C03,nam1e aaT0Man1YecKoro CaMocmoameJtbltaJt 06Hoanem1e ornaaneH115I 

o rn a an e mm pa6oma, 3 •1aca Co3naH11e TeKcToaoro noKyMeHrn. 

TeMa 2.2.12. IlpaKmuKyM, l •1ac OcHOBbI pa60Tbl B 3JieKTpOHHbIX rn6n111..1ax: co3nam1e 

<l>yHKL(l10HMbHbJe CaMocmoame!lbllaH. 11 cjJopMaT11poaaH11e rn6n11u. 

B03MmKHOCTl1 MS Excel pa6oma, 3 'laca Co3naH11e rn6n11ub1. 

TeMa 2.2.13. IlpaKmuKyM, 1 'JGC BcrnaKa cjJopMyn, Kon11poaaH11e cjJopMyn, cjJyHKu1111 

Pa6oTa c cpopMynaM11 11 

cpyHKL(IUIMl1 

TeMa 2.2.14. IlpaKl11UKyM, 1 •tac npe!lCTaBJieH11e Ta6Jil14Hb!X naHHblX B Bl1Jle 

Co3,natt11e rpacp11KoB 11 CGMocmoRme11b11aH. rpacjJ11KOB 11 n11arpaMM, penaKrnpoaaH11e n11arpaMMbl. 

.n11arpaMM pa6oma, 3 •taca Co3naH11e rn6n11u 11 rpacjJ11KOB. 

TeMa 2.2 .15. IlpaKmuKyM, 1 •tac Cn11.!IH11e TeKCTOBbIX JlOKyMeHTOB c naHHblMl1 113 

CnH.!IHHe TeKCTOBblX 3JieKTpOHHblX rn6n11u 

.D,OKyMeHTOB c .D,aHHblMH 113 

:meKTpOHHblX Ta6n11u 

TeMa 2.2.16. IlpaKmuKyM, 1 •tac OpraH113aU1151 paccbIJIOK c 11cnonb30BaH11eM cn11.!IHl1.!I 

OpraH113au1151 paccbrnOK c 3JieKTpOHHblMl1 rn6n11uaM11, KOHBepTbl 

TeMa 2.2 .17. IlpaKmuKyM, 1 •tac OcHOBbl pa60Tbl B MS PowerPoint. Co3naH11e 11 

Pa6oTa c npe3eHTal\1151MH CaMocmoame!lbllaH. oqiopMneH11e npe3eHTaU11H BbICTynneHl1H. 

pa6oma, 3 •taca nonroTOBKa npe3eHrnu1111 K neMOHCTpau1111, pa6orn c 
npoeKTOpOM. 
Co3naH11e rrpe3eHrnu1111 

TeMa 2.2.18 . IlpaKmuKyM, l •wc OcHOBHbie 11HCTPYMeHTbl no11cKa B enc, pa6orn c 

0CHOBHble HHCTpyMeHTbl HaHneHHblM noKyMeHTOM, nol1CK B JlOKyMeHTe, 

nOl1CKa B CIJC 11CT0p1151 D011CKOB 

«KottcynhTaHTI1n1oc» 

TeMa 2.2.19. IlpaKmuKyM, 1 •iac no11CK JlOKyMeHTOB C DOMO!l(b!O 6blCTporo 0011CKa 11 

I1011CK HOpMaTl1BHO-npaBOBbIX non6op noKyMeHTOB no npaaosoj:j npo6neMe. Pa6orn 

aKTOB c rocT P 6.30-2006 

TeMa 2.2 .20. IlpaKmuKyM, 1 'JGC no11CK wa6JIOHOB JlOKyMeHTOB 11 Tl1DOBblX cpopM 

I1011cK wa6noHoB ,noKyMeHTOB 11 noKyMeHTOB, 11MnopT B MS Word 

11MnopT B MS Word 

Pa3.D,CJJ 3. OcnoBbl ceKpeTapcKon ,neSJTCJJbHOCTH ooranu3auuu 

3.1. Oora11u3auuS1 ceKpeTapcKoro 06cJJymuBa1rnS1 

TeMa 3.1.1. Teopemu'lecKoe Ponb 11 MecTo ceKpeTap51 a coapeMeHHOH cTpyKType 

Ponb ceKpeTap51 B 3mmmue, 1 •tac ynpaaneHl151 11 ero Tl1nOBble o6513aHHOCTl1. <l>yHKU1111 

ynpasneHYeCKOM npouecce. ceKpeTap.!! 11 ero KaTerop1111. Kaan11cjJ11Kau110HHb1e 11 
npocbecrnoHaJibHbie TPe6oaaH11.!I : 3HaHl151, Yl\1eHl151 

TeMa 3.1 .2. IlpaKmuKyM, 1 'IGC AHaJil13 BJil151Hl151 neJIOBblX 11 npocjJecc110HaJibHb1x 

I1pocpecc110HanbHb1e 11 CGMocmoame!lbllaH. Ka4ecrn Ha pa6oTy 11 Kapbepy ceKpernp.!!: nenoab1e 

nc11xonoro-nHYHOCTHb1e pa6oma, 3 'laca Ka4ecrna (npocjJecrnottanbHb1e HaBblKl1, 

KaYecrna ceKpeTap51 opraHl13aTOpCKl1e Ka4eCTBa, yMeH11e pa6oTaTb B 
KOMaHne, OTBeTCTBeHHOCTb 11 Hane)l(HOCTb, 
11 H11U11aTl1B HOCTb, nyHKTyanbHOCTb, 
11cnon H 11TeJI bHOCTb, npenaHHOCTb cp11pMe, yMeH11e 
pa6ornTb co caeneH11.!IM11 KOHcjJ11neHUl1aJibHOro 
xapaKTepa). 
Cocrna11Tb nc11xonorn'1ecK11 fl nopTpeT ceKpernp51 
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TeMa 3.1.3. Teopemul/ecKoe J1H4Hble KaYecrna (KOMMYHHKa6eJJhHOCTh, 

CTpoq)eCCHOHa.JlhHbie H 3a11Rmue, 1 •iac CTpeccoycTOH4 HBOCTh, npHBJleKaTeJJbHblH BHeWHHH 

ncmwnoro-nttYHOCTHbie BHJl, no6po)f(eJJaTen h HOCTh, rno603HaTeJJbHOCTb) 

KaYeCTBa ceKpeTap.si ceKpernp.si. 

TeMa 3.1.4. IlpaKmuKyM, 1 'lac 06werocynapcrneHHhie HOpMaTHBHO-MeTOJlHYeCKHe 

3aKOHO}laTeJlbHO-HOpMaTHBHa51 CaMocmoJLmeflbT·taJl JlOKyMeHTbl. HopMhI BpeMeHH Ha OCHOBHhie BHJlbl 

npaBOBa.si 6a3a pa6oma, 3 l/aca pa6oT. BHJlbl (np11MepHhie, THnOBble 11 
11Hn11s11nyanhHh1e) non)f(HOCTHOH 11HCTPYKu1111. 
CocrnBHTh noJJ)f(HOCTHYIO HHCTPYKu1110 ceKpernp.H. 

TeMa 3.1.5 . Teopemui1ecKoe CocrnsneH11e JlOJJ)f(HOCTHOH HHCTpyKu1111 ceKpernp.H 

,ZJ;omI<HOCTHbie HHCTPYKUHH JaJtRmue, 1 'lac pyKoson11Ten.H npennp11.HTH.H c onpeneneHHOH 

ceKpernpei1 pa3JJH4HhIX opraHH3auHOHHO-npaBOBOH CTPYKTypoi1 11 ccpephI 

KaTeroptti1 ne.HTeJJhHOCTH 

TeMa 3.1.6. IlpaKmuKyM, l 'lac CTpyKTypa, ocHOBHhie pa3nenh1, npas11na pa3pa6oTKH 

,ZJ;omKHOCTHbie HHCTPYKUHH 11 yrnep)f(neHHH JlOJJ)f(HOCTHOH 11HcTpyKu1111. 

ceKpernpei1 pa3I1HYHbIX 

KaTeroptti1 

TeMa 3.1.7. Teopemul/ecKoe TexH11YecKoe, MeTOJlWieCKOe, HOpMaTHBHO-

Pa6oYee MecTo ceKpernp.si Jmmmue, 1 •tac cnpaBOYHOe 11 opraHH3aUHOHHOe o6ecneYeH 11e 
npHeMHOH ceKpernp.H. 3proHOMH4eCKHe Tpe6osaHH.H, 
3HaYem1e pauHOHMbHOH opraH113a u1111 pa6oYero 
MeCTa ceKpeTap.H. OxpaHHa.H c11rnan113au11.H. 
OcHOBHhie npas11na TeXHHKH 6e3onacHocT11. 
«06opy JlOBaHHe ocp11ca (ocpHCHa.H Me6enh, 
KOMnhlOTep c MYJJhTHMen11i1HhIM 06ecneYeH11eM H 
nep11cpepHHHblMH ycTpOHCTBaMH, 6hITOBa.H TeXHHKa, 
KaHuen.HpcK11e np111rnnJJe)KHOCTH, paCXO)lHhie 
MaTePHaJJbI)», «3ProHOMHKa COBpeMeHHOro oqmca» 

TeMa 3. 1.8. IlpaKmuKyM, 1 •tac ,[(enosa.H 11rpa: «Pa604HH CTOJl 11 pa60411e 30Hbl 

Pa6oLJee MecTo ceKpernp.si (ocHOBHa.H, BCnOMoraTeJlbHa.H 11 30Ha o6cJJy)f(HBaHH.H) 
ceKpernp.H 11 l1X Ha3HaYeH11e» 

TeMa 3 . 1.9. Teopemul/eCKOe Ponh ceKpernp.H B 11HcpopMau110HHOM 06ecneYeH1111 

HH¢opMau110HHoeo6ecneLJeHtte JaTIJlmue, 1 •tac ne.HTeJJhHOCTH pyKoson11TeJJ.H. OcHOBhI 11 np11Hu11nh1 

.n.e.siTeJJhHOCTH pyKOBO.D.ttTen.si opraH113au1111 H nnaH11posaH1rn pa6oYero BpeMeHH 
pyKoson11Ten.H. YI HcpopMau110HHO-aHan11T11t1ecK11e 
cbvHKUHH ceKPeTaP.H. 

TeMa3.1 . 10. IlpaKmuKyM, I •tac «0praHH3aUH.!I 11 nnaH11posam1e pa6oYero JlHH 

HH¢opMauttoHHoe o6ecneLJeHtte CaMocmOJ1me1tbTtaJ1 pyKoson11Tenm>. 

.n.e.HTeJJbHOCTH pyK0Bo.n.11Ten.si pa6oma, 3 'laca COCTaBHTb pacnop.HJlOK JlHH PYKOBOtlHTeJJ.H 
opraH113au1111 

TeMa 3.1.11. IlpaKmuKyM, 1 •tac TexHonorn.H ynpasneHH.H speMeHeM : nOCTaHOBKa 

HH¢opMaUHOHHoeo6ecneYeHtte uenei1 11 3anat1, KpaTKOCp04HOe 11 e)f(et1.HeBHOe 

.n.e.siTeJJhHOCTH pyK0Bo.n.11Ten.si nnaH11pOBaH11e, aHanl13 11cnOJJb30BaHHOro BpeMeHl1 11 
oueHKa 3chcheKTl1BHOCTl1 nnaHl1POBaimH. 

TeMa3.l.12. TeopemuitecKoe OcHOBhI pecpepeHTCKOH pa60Thl. C6op 11 

OcHOBhI pe¢epeHTCKOH pa6oTbI 3a11Rmue, 1 •tac Cl1CTeMaTl13au11.H 11HcpopMau1111. OcHOBhI pa60Tbl c 
BetJ,OMCTBeHHblM11 113tJ,aHl1HMl1, ny6n11Kau11.HM11 B 
CMYI, cneu11anhHOH m1TepaTypoi1, I1HTepHeT-
pecypcaM11. Ponh ceKpernpii B nonroTOBKe 
BblCTYnJJeHl1H PYKOBOJll1TeJJ.H, cn114oai1TepcTBO. 

TeMa3.l.13 . IlpaKmuKyM, 1 lJaC Dot1.roTOBKa pecpepaTOB, cnpaBOK, 11HcpOpMaUl10HHblX 

OcHOBhI pe¢epeHTCKOH pa6oThI Ca.MocmoRme!lbTtaJl ofoopos (3at1,aH11e: Cp04HO noaroTOBHTb no Kn an 

pa6oma, 3 l/aca pyKoson11Ten.H Ha Te My «YI HcpOpMau110HHbie 
TeXHOJ10rHl1 B aeiiTeJJbHOCTl1 ceKpernp.H pecjJepeHTa». 

TeMa 3.1.14. Teopemul/ecKoe Pa3pa6ornTh 3TanhI , Ha3Ha411Tb OTBeTCTBeHHbI X, 

OcHOBhI pe¢epeHTCKOH pa6oTbI 3GTIRmue, 1 'taC ccpopMyn11posaTh nopyYeH11.H, o6o3HaYl1Tb 
pernaMeHT) 
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TeMa3.1.15. TeopemuiiecKoe KaTeropH11 noceT11Tenel1: cOTPYilHl1Kl1 opraHH3aU.11H, 

OpraH113au1rn np11eMa Jmlflmue, I 'lac COTPYilHl1KH ilpyrnx opraHH3au.H11, noceTHTeJJH no 

n oceT11Te11 ei:i m1qHhIM sonpocaM. I1HcpopMau.110HHoe 06ecneqeH11e 
B npHeMHOH. 3aw,HTa HHcpopMaU.HH npH pa6oTe c 
rroceTHTem1MH. 

TeMa3.1.16. IlpaKmuKyM, I 'lac OpraHH3aU.Hll pa60Tbl H 06w,11e npas11na npHeMa 

OpraH113au11H np11eMa noceT11Tene noceTHTenel1. ,[(enosal! Hrpa: «CeKpernph-
noceTHTeJJb)), «COTPVilHHK-CeKPeTaPh». 

TeMa3.l.17. IlpaKmuKyM, I 'Lac Pa3pa6oTKa rn6nHUhl o npHeMHhrx <racax H 06pa3eu 

Opratt113au11ll np11eMa CaMocmoftmeflbltafl lKypHana np11eMa noceTHTenel1 pyKOBO)l l1TeJJeM 

noceT11Tenei1 pa6oma, 3 lfaca opraHH3au1111. 
CocTaBHTh lKYPHaJJ noHeMa noceTHTeneH:. 

TeMa 3.1.18. Teopemui1ecKoe ,[(enosol1 3THKeT. CepBHCHhre cjiyHKU.HH ceKpeTapll . 

3T11qecK11e acneKThI Ja11flmue, I iwc Onpe)leJJeHHe nepsooqepeilHOCTH H TeXHOJJOrHll 

CeKpernpCKOH pa60Tbl. opraHH3aUHl1 npHeMa: (3anHch, npeilCTaBJJeHHe 
PYKOBO)lCTBy, nepeHoc np11eMa H T.Jl.). flpHeM H 
o6cnylKHBaHHe noceT11Tenel1 

TeMa 3.1.19. IlpaKmuKyM, ] tLQC ,[(eJJOBOe o6meHHe, ero OCHOBHble Bl1)lbl. CnylKe6Hal! 

.[l;eJTOBOH 3Tl1KeT cy6opJlHHaUHll . 83al1MOOTHOWemrn ceKpeTapll c 
PYKOBO)lCTBOM H KOJJJJeraMH no pa6oTe. 
KoHcjJJJHKTHbre CHTyauHH B pa6oTe ceKpernpll 
(npe)lOTBpaw,ettHe H pa3peweHHe KOHcPJJHKTOB) 

TeMa 3.1.20. Teopemui1ecKoe Btt)J,&1 06paw,eH11i1 rp<01<)J,aH. Oco6eHHOCTl1 

Pa6oTa c n11c&MeHH&IM11 Jmmmue, I iwc TeXHOJTOfl111 pa60Tbl c n11c&MeHHblMl1 

o6paw,eHl1llMl1 rp3)f()J,aH 06paw,eH11l!M11. <!>opMV!pOBaH11e )J,eJT . CpoK11 

xpa1-1ett11ll 06paw,eH11i1 

TeMa 3 .1.21. IlpaKmUKyM, f itac AHaJJH3 noCTynHBW11X 06paw,em1l1 H KOHTpOJJ b 

Pa6orn c rrVIC&MeHH&IMVI np11Hl!Tl1ll peweHl1H no nHCbMeHHblM o6pameHl1llM. 

o6paw,eHVIllMl1 rpaJI<)J,aH CoCTasneH11e 11 ocpopMneH11e ilOKyMeHTOB 

TeMa 3.1.22. TeopemuitecKoe BH)lbl cosew,aH11l1. OprattH3aUHOHHo-TeXHH1.fecKHe 

OpraH113aUVIll no)J,roTOBKH Ja11flmue, I iwc MeponpHllTHll no no)lrOTOBKe COBeW,aHHH H 

COBew,aHHH, 3ace)J,aHl1H 3ace)laHHl1. 

TeMa 3 . 1.23 . IlpaKmuKyM, I 'lac CocrnsneHHe nporpaMMb1-np11rnaweH11ll Ha 

OpraH113aU11ll no)J,rOTOBKH CaMocmoflmeflbflafl co6paH11e (KOHCpepeHUHIO ) . OpraH113aU.Hll 

cosew,a1-111i1, 3ace)J,att11i1 pa6oma, 3 iwca npe3eHTaU.HH 11 )leJJOBblX npVIeMOB. 
CocrnsneHHe nooroaMMbl KOHcbeoeHU.11H 

TeMa 3.1.24. TeopemulfeCKoe POJJb ceKpeTapll B o6cJJylKHBaHHH COBeW,aHHH H BO 

Opra1-1113aUVIll 06c11y)!<11BaH11ll 3Wtflmue, I 'lac BpeMl! HX npose)leHHll. 0CHOBHble Tpe6osattHll 

cosew,aHVIH, 3ace)J,am1i1 Be)leHHIO H ocjiopMJJeHHIO )lOKyMeHTOB COBeW,aHHll . 
Be.neHHe 11 ocbooMJJeHHe nooTOKOJJOB. 

TeMa 3.1.25. IlpaKmuKyM, I 'lac ,[(enosall Hrpa: «0praHH3aU11ll, npose)leHHe 11 

OpraH113aU11ll 06cJTy)I<11BaH11ll }lOKyMeHTHpOBaHHe cosemaHHll ». 

COBeW,aHVIH, 3aCe)J,aHl1H 

TeMa 3 . 1.26. Teopemui1ecKoe POJJb ceKpeTapll B rro.nrOTOBKe KOMaH.Lt11pOBOK 

OcpopMJJeH11e c11y)1<e6H&1x JQ/tftmue, I 'tac pyKoso.n11TeJJll. Bhm11cKa 11 perncTpauHll 

KOMaH)J,11pOBOK KOMaH)lHpOB01.fHblX YilOCTosepeH11l1. 06pa6oTKa 
MaTepHaJJOB KOMaH.Lt11POBKH. 

TeMa 3.1 .27. IlpaKmUKyM, 11.faC ITporpaMMa .neJJOBOH rroe3.LlKH PYKOBO.LlHTeJJll, 

OcpopM11ett11e cJJy)!<e6H&1x nopll.LlOK pa3pa60TKl1 H no.nroTOBKa Heo6XO}ll1Mb!X 

KOMaH)J,11pOBOK )lOKyMeHTOB )lJlll pean 113auH 11 npoeKTa np11Ka3a 0 
KOMaH}l11pOBKe. flO)lfOTOBKa cnylKe6ttbIX 
KOMaH)lHpOBOK pyKoBOilHTeJJll (npoeKT: 
CnpoeKTHposaTb npOH3BO)lCTBeHHYIO CHTyaUHIO 0 
He06XO)lHMOCTH KOMaH)lHpOBaHHll pa60THHKOB 
npeilnpHllTHll. CocTaBHTb naKeT )lOKYMeHTOB H 
on11caTb noouenvov OcPOPMJJeHHll KOMaH}lHPOBaHHll 

TeMa 3.1.28. TeopemuitecKoe BH)lbl 11 OCHOBHbie npas11na cnylKe6ttoro 

OpraH113aU11ll pa6oT&I Jaflflmue, I l.fac TenecjloHHoro o6w,eHHll. <l>HJlbTpaUHll TenecpOHHblX 

TenecpoHH&1x neperoBopoB 3BOHKOB pyKOBO)l11Ten10. 3anHcb TenecpOHHblX 
coo6w.eH11l1. IT011eM 11 neoe)lal.fa TenecboHorpaMM. 
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TeMa 3.1.29. IlpaKmUKyM, J iiac Benett He TeJlecpOHHblX neperOBOpOB: 6ece.ua 

Opram13au1u1 pa6oTbI noMOlllHHKa pyKOBO.llHTem1 c .llBYM51 a6oHeHTaMH, 

TenecboHHbIX neperOBOPOB Kor.ua pyKOBOL(l1TeJJ51 HeT Ha MeCTe 

TeMa 3.1.30. TeopemuttecKoe OpraH11Ja11,110HHb1e npHHU,Hnbl pacnop51.UKa L(H51 

MeTO.L\bI onT11M113aum1 11 3mmmue, 1 ttac ceKpernp51 . Ha11MeH0BaH11e 3JleMeHTOB pa60Tbl 11 

COBepweHCTBOBaHJ151 pa60Tbl 6anattc BpeMeHH no 3rnnaM pa60Tbl. AHaJJl13 

npoayKTl1BHOCTH pa60Tb1. 0nTHMH3aUH51 TPYAOBoro 

pacnop51,llKa .UH51 ceKpernp51 

CTpo113BO.L\CTBeHHa51 npaKT11Ka IlpaKmUKYMbl, 12 0BJlaaeHHe MeTO.llHKOH npoBe.UeHH51 3KCnepTH3bl 

'IGC06 ueHHOCTl1 )lOKyMeHTOB Ha CTa)ll1H )leJlonpOH3BOL(CTBa. 

Opratt11Ja11,1151 pa6oTbl c AOKYMeHrnM11 no JlH'-IHOMY 

COCTaBY 11 06pall.leH115!M11 rpa)K.uaH. 0Tpa6oTKa 

H3BbIKOB TellecpoHHoro o6cJly)KHB3HH51 H 

COBepweHCTBOB3HHe H3Bb!KOB aeJloBoro 06ll.leH1151. 

Pa3pa6oTKa rrpoBeneH1151 npeJeHrnu.1111:. Tio.uroTOBKa 11 

.llOKyMeHT11pOB3HHe Jace.uaHHtt . 0BJl3,lleHHe 

MeTO,llHKOH o6pa60TKH ,llOKyMeHTOB cpe.ucrnaM11 

oprTeXHHKH 

2.3. Co.LJ.epmautte npou3BO.LJ.CTBeuuoii npaKTHKU 

BHLJ.hI yqefinL1x 
TeMa 3aHHTHH, Co,TJ.epm:anue 

r1efiHhlX pafioT 
ITpoH3BO.D:CTBeHHa5I IlpaKmUT<yM, YqacTHe B rrpHeMe, rrepBoHaqanhHOH o6pa6oTKe H 

rrpaKTHKa 2 1-taCa rrepe.n:aqe Ha HCIIOJIHeHHe .[{OKyMeHTOB 

IlpaKmUKyM, OpraHmau;H5I pa60ThI c .[{OKyMeHTaMH 110 

2 ttaca JllfqHOMY COCTaBY H o6pameHH5IMH rpa)K,[{att; 

IlpaKmUKyM, 0Brra.n:etttte MeTO.[{HKOH rrpoBe,[{eHH5I 3KCrrepTH3hI 

2 l/aca ueHHOCTH .[{OKYMeHTOB Ha CTa.[{HH 

.n:errorrpOH3BO.[{CTBa 

IlpaKmUKYM, 0Tpa60TKa HaBhIKOB TerrecpOHHOro 

2 'laca o6crry)KHBaHirn H COBepIIIeHCTBOBaHHe HaBhIKOB 

.n:erroBoro o6mettH5I 

IlpaKmuKyM, Pa3pa6oTKa rrpoBe.n:eHH5I rrpe3eHTau;11H: 

2 'laca ITo.n:rornBKa H .D:OKYMeHTHpoBaHtte 3ace.n:attHH: 

II paKmuKyM, 0Brra.n:ettHe MeTO.[{HKOH o6pa60TKH .[{OKYMeHTOB 

2 l/aca cpe.n:CTBaMH oprreXHHKH 

IlpuMepnaH TeMaTHKa 33)].auuii Ha npOH3BO)l.CTBeHHYIO npaKTHKY 

l .CrpymuipoBaTb HCITOJIHHTeJibHbie ,UOKyMeHTbI B .uena; 

2.CocTaBHTb l1 ocpopMHTb ITpHKa3 ITO JIHqHoMy COCTaBy l1 ccpopMHpOBaTb JIJ1qHoe .ueno; 

3.I1pOI13BeCTl1 CBepKy COOTBeTCTBl15I 3aroJIOBKOB .uen ITO co.uep)KaHHIO ,UOKyMeHTOB B .uenax; 

4.I1pOI13BecnI OT6op .uen Ha ITOCT05IHHOe, .uonroBpeMeHHOe, xpaHeHHe I1 Ha YHHqTmKeHHe; 

5.CocTaBHTb OITHCb ITOCT05IHHOro xpaHeHl15I .uen ITO JIHqHoMy COCTaBy; 

6.CocTaBHTb aKT 0 BbI,UeJieHHH K YHHqTO)KeHmo .uen c HCTeKIIIHMH cpor<aMH xpaHeHH5I; 

7 .ITo.uroTOBHTb .ueno K ITepe.uaqe B apx11B; 
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8.BbIIIOJIHHTb KOMITJieKC OITepau;HH ITO OTITpaBKe rrnppecITOH.LJ:eHIJ;HH Hee perHCTpau;HH; 

9.ITpoH3BeCTH 3aITOJIHeHHe Ta6em1 ITO yqeTy pa6oqero BpeMeHH COTPY.ll:HHKOB 

10.0Ka3aTb ITOMOUJ:b B ITO.LJ:roTOBKe ITpOBe.LJ:eHmI 3ace.z:i:aHH51 H ITpoBeCTH ero .LJ:OKyMeHTHpoBaHHe; 

l l .OpraHH30BaTb H ITpOH3BeCTH ITpHeM ITOCeTHTeJieM: H TeJiecpoHHOe o6cJiy)I(lfBaHHe pa60TbI 

ITpHeMHOtt; 

12.I1pOH3BeCTH perHCTpau;mo H yqeT o6paru:eHHH rpa)K.z:i:aH. 

KpuTepuu IloKaJaTeJiu JiaJIJihI 
CooTBeTCTBHe - COOTBeTCTBHe pe3yJibTaTOB npaKTHKH 

rrpe.ncTaBrreHHoro 06yqa10meroc51 norry'IeHHOMY 3a.naH1110 

OT'!faa no 

npOH3BO,L(CTBeHHOH 1 6arrrr 

rrpaKTHKe 

BbI,L(aHHOMY 3a,L(aHHIO 

ITpaB11rr1HocT1 - yMeHHe pa6oTaTb c :rneKTpOHHbIMH 

ocpopMrreHH51 OT'Iern cpe.ncrnaMH MS Office$ 

no - co6rr10.neH11e npaBHJI opcporpacp1111 11 
1 6arrrr 

rrpOH3BO,L(CTBeHHOH nyHKTyau1111; 

npaKTHKe - co6rr10.neHHe Tpe6oBaHHH fOCTa K 

o<PopMrreHHIO ,L(OK)'MeHTOB 

CooTBeTCTBHe - HaJIH'!He nOJIO)I<HTeJibHOro OT3bIBa 

pe3yJibTaTOB pyKoBO.LlHTeJI51 opraH11Jau1rn o 

npOH3BO,L(CTBeHHOH npoXO)K,L(eHHH npOH3BO,L(CTBeHHOH 

npaKTHKH OCHOBHbIM n paKTHKH 06 06yqa10meMC5I 
3 6arrrra 

Tpe6oBaHH51M K 

cpopMHpOBaHHIO 

rrpocpeCCHOHaJibHbIX 

KOMneTeHL(HH 

ffroro 5 6aJIJIOB 

3. <l>opMhl arrecTaQHH 11 oueuoquhle MaTepttaJihl 

IlpoMe~yToqffblH KOHTpOJib 3HaHHH rrpOBO.ll,l1TC51 ITO pa3.ll,eJiaM B cpopMe 

BbITIOJIHeHI15I TeCTOBbIX 3a.ll,aHI1H. 

IlpttMepuoe Ja,LJ,atttte no paJ,[(eJiy 1: 
T11noB11e .noKyMeHTbI HOC51T: 

a) o6513aTeJibHbIH xapaKTep; 

b) peKoMeH.naTeJibHbIH xapaKTep; 

c) 03HaKOMHTeJibHbIH xapaKTep. 

YKa)l<HTe, B KaKOM na.ne)Ke cpopMyrr11pyeTC5I 3arorroBOK I< TeI<cTy .nomI<HOCTHOH HHCTPYKUHH: 

a) B HMeHHTeJibHOM; 

b) B pO,LlHTeJibHOM; 

c) B npe.nrrmKHOM. 

Y1<a)J(HTe I<aKOH .LlOK)'MeHT He 51BJI51eTc51 pa3HOBH.LlHOCTbIO Kon1111: 

a) qepHOBHK; 

b) 0Tnyc1<; 

c) .ny6rr111<aT. 

,[(01<yMeHT, BbI,L(aHHbIH B3aMeH yTep51HHOro H HMeIOlll,HH CHJIY nO,L(JIHHHHI<a-3TO: 
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a) Komuc; 

b) on1ycK; 

c) .uy6m1KaT. 

YKa:>Inne, KaK Ha.3bIBaeTC5I .uoKyMeHT, OKOff'IaTeJibHO ocpopMJieHHhriI 11 rro.urmcaHHhriI: 

a) IIO,I:(JIHHHHK; 

b) OTrrycK; 

c) .uy6JIHKaT. 

YKa)lrnTe, KaKHM .uoKyMeHTOM BHOC5ITC5I H3MeHeHH5I 11 .uorronHeHH5I B .uomKHOCTHJ'IO HHCTPYKUHIO: 

a) ,I:(OKJia,I:(HOH 3aIIHCKOiI; 

b) rrpHKa.30M pyKoBO.[(HTeJI5I; 

c) JIHCTOM corJiaCOBaHH5I. 

JlHCTbI ,I:(OKyMeHTa HyMepy10T: 

a) no cepe.u11He HIDI<Hero rron5I n11crn; 

b) no cepe.u11He BepxHero IIOJI5I n11crn; 

c) B rrpaBOM BepxHeM yrny. 

YKa)KHTe, MO)KHO JIH ocpopMHTb rrpHKa.3 no ocHOBHoiI .ue51TeJihHOCTH Ha 6naHKe rrHCbMa: 

a) Mmrrno; 

b) HeJib351; 

c) no pa.3perneHHIO pyKoBO.UHTeJI51. 

YKa)lrnTe, MO)l(HO JIH ocpopMHTb rrpoTOKOJI Ha o6meM 6naHKe: 

a) MO)KHO; 

b) HeJib351; 

c) no YKa.3aHmo pyKoBO.UHTeJI51. 

YKa:>ImTe, MO)KeT JIH MHHHCTp IIO,I:(IIHCaTb ,I:(OKyMeHT, ocpopMJieHHbIH Ha ,I:(OJI)l<HOCTHOM 6JiaHKe 

3aMeCTHTeJI51 MHHHCTpa: 

a) MO)l<eT; 

b) He MO)KeT; 

c) ITO )l(eJiaHHIO. 

Ha.3BaH11e BH.Ua .uoKyMeHrn He YKa.3hIBaIOT: 

a) B IIHCbMe; 

b) B rrpHKa.3e; 

c) B npoTOKOJie . 

I1p11 ocpopMJieHHH .UOKYMeHTa peKBH3HT «MecTo cocTaBJieHH51» He yKa.JbIBaIOT: 

a) B IIHCbMax; 

b) B rrpOTOKOJiax; 

c) B rrpHKa.3aX. 

I1p11 HarrpaBJieHHH .uoKyMeHTa B opram13au1110 B peKBH3HTe «a.upecaT» HHHUHaJibr cTaB51T: 

a) ,I:(O cpaMHJIHH; 

b) IlOCJie cpaMHJIHH; 

c) no ycMoTpeHHIO ceKpernp51. 

I1p11 HanpaBJieHHH ,I:(OKyMeHTa cp11311qecK0My JIHUY HHHl{HaJibI CTaB51T: 

a) ,I:(O cpaMHJIHH; 

b) IlOCJie cpaMHJIHH; 

c) He HMeeT 3HaqeHH5I. 

Cny)l<e6Hoe IIHCbMO MO)l<eT co.uep)I<aTb He 6onee: 

a) qeTbipex a.upecaToB; 

b) .UBYX a.upecaTOB; 

c) Tpex a.upecaTOB. 

06513aTeJibHOMY yrnep)K,I:(eHHIO IIO,I:(Jie)l(HT: 

a) .uomKHOCTHa51 HHCTPYKUH51; 

b) IIpHKa.3; 

c) ,I:(OI<Jia,I:(Ha51 3anHCKa. 
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BHenrnee cornacoBami:e ocpopMmreTc5r: 

a) BH30H cornacoBaHmr; 

b) rpHcpoM cornacoBaHmr; 

c) pe30JUOUHeH. 

YKa:>KHTe, KaKHM peKBH3HTOM ocpopMJrneTc51 pe3yJihTaT paccMoTpeHH51 .[{OKJ'MeHrn pyKoBO.[{HTeJieM: 

a) rpHcpoM yrnep)J(.[{eHH5I; 

b) pe30JIIOUHetl:; 

c) rpHcpOM cornacoBaHH51. 

YKa)J<HTe, B KaKOM TIHChMe ocpopMJI51eTC51 peKBH3HT «CChIJIKa Ha HOMep H .[{aTy BX0.[{51W:ero .[{OKyMeHTa»: 

a) BO Bcex TIHChMax; 

b) B OTBeTHhrx; 

c) B HHHUHaTHBHhIX. 

YKa)J{HTe, qTo noanHchrnaIOT pyKOBO.[{HTeJih H rnaBHhIH 6yxranTep: 

a) IlHChMO-H3BemeHHe; 

b) peKJiaMHOe IlHChMO; 

c) rapaHTHHHOe IlHChMO. 

YKa:tKHTe, KaKOH peKBH3HT He BXO.[{HT B COCTaB peKBH3HTOB CJIY)J<e6Horo IlHChMa: 

a) aapecaT; 

b) Ha3BaHHe BH.[{a .[{OK)'MeHrn; 

c) IlO.[{IlHCh. 

y Ka)J{HTe, CKOJihKO 6JiaHKOB .[{JI51 IlHChMa IlOTpe6yeTC51, eCJIH CJIY)Ke6Hoe IlHChMO HanpaBmieTC51 B ,[{Ba 

aapeca: 

a) 0.[{HH; 

b) .[{Ba; 

c) TpH. 

MaKCHMaJihHOe KOJIHqecTBO aapecaTOB B cny)J<e6HOM IIHChMe: 

a) .[{Ba; 

b) Tptt; 

c) qeThrpe. 

ITpH ocpopMJieHHH TenerpaMMhI peKBH3HThI ao qepThI neqarn10T: 

a) CTpoqHhIMH 6yKBaMH 3a HCKJIIQqeHHeM npOIIHCHhIX cornacHO opcporpacpHH; 

b) TOJihKO npOIIHCHhIMH 6yKBaMH; 

c) TOJihKO CTpoqHhIMH 6yKBaMH. 

HanHqHe neqaTH B TenerpaMMe : 

a) o6513aTeJihHo; 

b) He06513aTeJihHO; 

c) no YKa3aHmo pyKoBO.[{HTeJI51. 

TenerpaMMa ocpopMJI51eTc51: 

a) B 0.[{HOM 3K3eMTIJI51pe; 

b) B .[{Byx 3K3eMrnrnpax; 

c) B Tpex 3K3eMrnrnpax. 

TenecpoHorpaMMY noanHChrnaeT: 

a) pyKoBO.[{HTenh; 

b) ceKpernph; 

c) JlHUO, OT HMeHH KOTOporo OHa nepeaaeTC51. 

TeKCT .[{OKnaaHotl: 3aIIHCKH, KaK npaBHJIO, cocTOHT: 

a) H3 0.[{HOH qacTH; 

b) H3 .[{Byx qacTetl:; 

c) H3 Tpex qacTetl:. 

YKa:>I<HTe, KaKOH peKBH3HT He BXO.[{HT B COCTaB peKBH3HTOB BHenrnetl: .[{OKJia.[{HOH 3aIIHCKH: 

a) 3aroJlOBOK K TeKCTy; 

b) neqaTh; 
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C) IIO)J;IIHCb. 
y Ka)KHTe, qTo 5IBmieTC5I .uaTOH rrpoTOKOJia: 

a) .uarn 3ace.uaHH5I; 
b) .uarn oqiopMrremrn; 
c) .uarn IIO.UIIHCaHH5I. 

BorrpocbI rroBeCTKH .UH5I B rrpoToKorre cliopMyrrHpyroTc5I: 
a) B HMeHHTeJibHOM rra.ue)Ke; 
b) B rrpe.urro:>KHOM rra.ue)Ke; 
c) B BHHHTeJibHOM rra.ue)l{e. 

YKa)KHTe, KTO rro.urr11cbrnaeT rrpoToKorr: 
a) pyKoBO.UHTerro; 
b) ceKpernpo; 
c) rrpe.uce.uaTeJib 11 ceKpernpb KorrrrernarrbHoro opraHa. 

B TeKCTe rrpoToKorra co.uep)I<aHHe BbicTyrrrreHHH 113rraraeTc5I: 
a) OT rrepBOfO rr11ua e,UHHCTBeHHOfO q11crra; 
b) OT rrepBoro rr11ua MHo:>KecrneHHoro q11crra; 
c) OT TpeTbero rr11ua e.u11HcTBeHHoro q11crra. 

YKa)I<lfTe, I<aI<M qacTb B cxeMe IIOCTpoeHH5I OCHOBHOH qacTH rrpOTOI<OJia MO)l{eT OTCYTCTBOBaTb: 
a) CJ1YlllAJII1; 
b) BbICTYllI1JII1; 
c) 110CTAHOBI1J1I1. 

,lJ,aTOH BbIIIHCI<H 113 .UOKyMeHTa 5IBJI5IeTC5I: 
a) .uarn oqiopMrreHH5I .uoI<yMeHrn; 
b) .uarn, yI<roaHHM B OTMeTI<e o 3aBepeHHH I<OIIHH; 
c) .uarn rro.urmcaHH5I .UOI<yMeHrn. 

BomHcKy H3 .uoKyMeHTa rro.urr11cbmaeT: 
a) pyKOBO.UHTerrb; 
b) 3aB. I<attuerr51p11eH:; 
c) coTpy.UHHI<, oqiopMHBIIIHH BhmHcKy. 

Y1<a)lmTe, I<aI< ocliopMJI5IIOTC5I B TeKcTe rrpoTOKorra np11cyTCTBy1oruHe, ecrrH HX 22 qerroBeI<a: 
a) llp11cyTCTBOBaJIH: 22qerroBeKa ( CITHCOK npHrraraeTC5I); 
b) llpHCYTCTBOBarrH: rrepeq11cJI5IIOTC5I cliaMHJIHH rrp11cyTCTBYIOIUHX B arrcliaBHTHOM IIOp5I,UKe; 
c) no ycMOTpeHHIO CeKpeTap5I. 

YKa)KHTe, yrnep)l<.uaroTC5I ITH rrpoTOKOJibI: 
a) yrnep)l{.uaroTc5I Bcer.ua; 
b) yrnep)l<,UaIOTC5I OT,UeJibHbie BI1,UbI npOTOKOJIOB; 
c) yrnep)K,UaIOTC5I rro yKroaHHIO pyI<OBO.UHTem1. 

,lJ,oKJia,UHM 3aIIHCKa OT CJIY)Ke6HOH crrpaBKH OTJIIfqaeTC5I: 
a) COCTaBOM peKBI13I1TOB; 
b) co.uep)l<aHHeM TeKcrn; 
c) oqiopMrreHHeM peKBI13I1TOB. 

YKa)KHTe, KaKOH peKBI13HT He BXO.UHT B COCTaB peKBI13I1TOB CJIY)Ke6HOH crrpaBKH: 
a) Ha3BaH11e BH,Ua .UOKyMeHrn; 
b) rpmp cornacoBaH115I; 
c) 3afOJIOBOK K TeKCTY .UOKyMeHTa. 

YKa)KHTe, KTO COCTaBJI5IeT I1 IIO.UIIHCbIBaeT CJIY)Ke6HbIH aKT: 
a) pyKOBO.UHTerrb; 
b) I1CIIOJIHI1Terrb; 
C) KOMI1CCI15I. 

YKa)lmTe, qTo 5IBJI5IeTC5I .uaToH: aKTa: 
a) .uarn yrnep)l{,UeH115I; 
b) .uarn aKTHpyeMoro co6bn1151; 
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c) .z:i;arn nomrn:camu1. 

YKmKHTe, KaKoH: peKBH3HT He Bxo.z:i;HT B cocrnB peKBH3HTOB m<Ta: 

a) rpmp cornac0Bamu1; 

b) rpmp yrnep)l<)J;eHm1; 

c) 3aroJ10BOK K TeKCTy. 

YKa:>KHTe, CKOJ1hKO qacTeH: co.z:i;ep)l<HT TeKcT aKrn: 

a) o.z:i;Hy; 

b) .[(Be; 

c) TpH. 

y Ka)l<HTe, B CKOJ1bKHX 3 K3eMnJ151pax ocpopMJ151eTC51 aKT: 

a) B Tpex; 

b) B qeThipex; 

c) OT .z:i;Byx .z:i;o rnecrn:. 

y Ka)l(HTe, OCHOBaHHeM )J;J151 I:l3.[(aHI:I51 KaKoro pacnop51.[(I:ITeJ1bHOro .z:i;o1<yMeI-1Ta MO)KeT 6bITb aKT: 

a) np1:11<ma; 

b) perneH1:15I; 

C) nOCTaHOBJ1eHI:I51. 

Y Ka)l(I:ITe, cne.z:i;yeT 111:1 y1<a3bIBaTh B aKTe .z:i;omKHOCTI:I qneHOB KOMI:ICCHI:I np1:1 ocpopMneHI:II:I peKBI:I3I:ITa 

« no.z:i;nI:ICh» : 

a) YKa3hIBaIOT o6513aTeJ1hHo; 

b) )J;OJ1)l<HOCTI:I He YKa3hIBaIOT; 

c) yKa3hIBaIOT no )I<enaHmo ce1<pernp51. 

YKa)I<I:ITe, KaKa51 qacTh TeKcTa aKTa MO)I<eT oTcyTcTBOBaTb: 

a) BBO)J;HM qaCTh; 

b) KOHCTaTI:IPYIOIUM; 

c) 3aKJ1IOqI:ITeJ1hHa51. 

YKa)l(HTe, KaKoH: )J;OKYMeHT 1:13.z:i;aeTC5I Ha OCHOBe e.z:i;I:IHOHaqanH51: 

a) pernett1:1e; 

b) npI:IKa3; 

c) nocTaHOBJ1eHI:Ie. 

Y Ka)KHTe, Ka1<0H: pacnop51.z:i;1:1TeJ1hHhIH )J;OKYMeHT 1:13.z:i;aeTC5I Ha octtoBe 1<onnerHMhHOro py1<0Bo.z:i;cTBa: 

a) np1:1Km; 

b) perneH1:1e; 

c) pacrrop51)l(eHI:Ie. 

YKmKI:ITe, 1:13 CKOJ1bKI:IX COCTaBHblX qacTeH:, KaK rrpaBI:IJ10, COCTOI:IT TeKCT pacnop51.[(I:ITeJ1bHOro )J;OKyMeI-ITa : 

a) 1:13 )J;Byx; 

b) 1:13 O)J;HOH; 

c) 1:13 Tpex. 

YKa)KHTe, B 1<a1<0M rra.z:i;e)l<e cpopMyn1:1pyeTc5I 3aron0Bo1< K TeKcTy pacrrop51.z:i;1:1Ten hHOro .z:i;OKYMeHTa: 

a) B po.z:i;I:ITeJ1bHOM; 

b) B rrpe.z:i;J10)l(HOM; 

c) B BHHHTeJ1bHOM. 

YKmKifTe, KaKOH peKBI:l3I:IT He BXO)J;I:IT B COCTaB peKBI:l3HTOB rrpHKa3a no OCHOBHOH .z:i;e51TeJ1bHOCTH : 

a) rp1:1cp yrnep)l(.z:i;eH1:15I; 

b) 3aroJ10BOK K TeKCTy; 

c) HOMep )J;OKYMeHTa. 

YKa)l(I:ITe, 1<a1< ocpopMII51IOT cnoBo «np1:11<a3bIBaIO» B TeKcTe rrp1:11<ma no OCHOBHOH .z:i;e51TeJ1hHOCTI:I: 

a) ITPI1KA3bIBAIO; 

b) rrpHKa3hIBaIO; 

c) ITpHKa3hIBaIO. 

Pacrrop51.z:i;1:1TeJ1hHM qacTh B pacrrop51)KeHI:II:I Haq1:1HaeTC5I cnoBoM: 

a) ITPE)J)IAr AIO; 
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b) PElllAET; 
c) ITOCTAHOBfl5IET. 

Ha1mq11e OCHOBaHmr B Ka)I<.I(OM ITYHI<Te TeI<cra I<a.n:poBoro ITpm<a.3a: 
a) ofonareJII>Ho; 
b) ITO Heo6XO,I(HMOCTH; 
c) HeOfoI3aTeJibHO. 

PeI<BH3HT «ITO.I(ITHCb» B pe3IOMe: 
a) He ocpopMJI5.!IOT; 
b) ocpopMJI5.!IOT 065.!3aTeJibHO; 
c) ocpopMJI5.!IOT ITO )KeJiaHHIO aBTOpa. 

ITpH ocpopMJieHHH aBro611orpacp1111 611orpacpw:1ecK11e .n:aHHI>re aBTopa yI<a.3bIBaIOT: 
a) B ITp5.!MOH xpOHOJIOrHqecKOH ITOCJie,I(OBaTeJibHOCTH; 
b) ITO ycMOTpeHHIO aBTOpa; 
c) B ITOCJie,I(oBaTeJibHOCTH, o6paTHOH xpOHOJior11qecI<OH. 

3aITHCb B Tpy.n:oByIO I<HH)l(KY BHOC5.!T: 
a) ITOCJie H3,I(aHH5.! ITpHI<a.3a ITO JIHqHOMY COCTaBy; 
b) ITOCJie ocpopMrreHH5.! 3a5.!BJieHH5.! o ITpHeMe Ha pa6ory; 
c) . rrocne ocpopMneHH5.! mrqHoif r<apTO':IKH cpopMbI T-2. 

Bo16ep11re ITpaBHJibHbIH ITOp5.!.I(OK ocpopMneHH5.! I<a.I(pOBbIX .n:o1<yMeHTOB ITPH ITpHeMe corpy.n:HHI<a Ha 

pa6ory: 
a) rpy.n:oBott .n:oroBop; 

ITpHI<a.3 o ITpHeMe Ha pa6ory; 

rpy.n:oBa51 I<HmI<I<a; 

b) n11qHa5.! I<aprnqI<a cpopMbI T-2; 
rpy.n:oBM I<HH)l(I<a; 

nm.i:eBott cqer ITO 3apITnare; 

c) rpy.n:OBott .n:oroBop; 
rpy.n:oBM KHmKI<a; 

n11qHa5I I<aprnqKa cpopMbI T-2. 
YKa)l(HTe, KTO ocpopMn5.!eT H ITO.I(ITHCbrnaer 3a51BJieHHe o ITpHeMe corpy.n:mma Ha pa6ory: 

a) ceKperapo; 
b) HaqaJibHHK OT,I(erra Ka.n:poB; 
c) caM corpy.n:HHK. 

YKa)l(HTe, r.n:e xpaH5.!TC5.! rr11qHI>Ie KaproqKH cpopMbI T-2: 
a) B n11qHOM .n:ene corpy.n:HHKa; 
b) B OT,I(eJibHOH I<apTOTeI<e; 
c) B rraITI<e-cI<opocumBarerre . 

YKa)lrnTe, KaKoif HH.I(eI<c coorBeTCTByer HH.I(eKcy Ka.n:poBoro ITpHKa.3a: 
a) N2 34-K; 
b) N2 45-M; 
c) N2 123 . 

YKa)lrnTe, KTO ocpopMJI51eT JIH':IHYIO KapTO':IKY cpopMbI T-2: 
a) caM corpy.n:HHK; 
b) pyK0Bo.n:11reno; 
c) ceKperapb. 

YI<a)l(ttTe, r.n:e xpaH51TC5.! 3MBJieHH5.! o ITpHeMe (yBOJibHeHHH) corpy.n:HHKa: 
a) B OT,I(eJibHOH ITaITKe; 
b) B n11qHoM .n:erre corpy.n:HHKa; 
c) He IIO,I(Jie)l(aT xpaHeHHIO. 

YI<a)l(HTe, I<aI<ott I<a.n:poBI>IH .I(OI<YMeHT He ITO.I(IIIHBaIOT B rr11qHoe .n:eno corpy.n:Hm<a: 
a) I<a.n:poBbIH ITpHKa.3; 
b) aBrn611orpacp1110; 
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c) JIHqHyio KaprnqKy c]JopMbI T-2. 
ITyHKTbI pac11op51:;::1;HTeJibHOH qacTH TeKCTa CBOL(Horo Ka;:i:poBoro 11pHKa3a nomI<HbI 6hITb pac110JI0)1<eHbI B 

cJienyiow:eM 11op5I;:i:Ke: 

a) Ha3HaqHTb-11pHH51Tb-YBOJIHTb; 

b) yBOJIHTb-OCB06o;:i:HTb-Ha3HaqHTh; 

c) OCB06o;:i:HTb-Ha3HaqHTb-11penoCTaBHTb. 

YKa)l(HTe, 1<a1<0H: KanpoBhIH noKYMeHT He HMeeT peKBH3HTa «11on11HCh»: 

a) aBT06HorpacjJH5I; 

b) aHKern; 

c) pe3IOMe. 

B pe3IOMe 6HorpacjJHqecKHe naHHbie YKa3bIBaIOTC51: 

a) B 11p51MOH xpoHOJIOrnqecKOH 110CJie)J,OBaTeJibHOCTH; 

b) 110 ycMOTpeHHIO aBTOpa; 

c) B 110CJieL(OBaTeJibHOCTH, o6paTHOH xpOHOJIOrHqecKOH. 

JllfqHa5J 1<aprnq1<a c]JopMbI T-2 oc]JopMJI51eTc51: 

a) B O)J,HOM 3K3eMl1JI51pe; 

b) B L(Byx 3K3eMIIJI51pax; 

c) B Tpex 3K3eM11JI51pax. 

YI<a)l(HTe, KTO COCTaBJI51eT H 110L(l1HCbIBaeT BHyTpeHHIOIO 011HCb L(OKYMeHTOB, HaXOL(51W:HXC51 B JIIfqHOM 

neJie: 

a) ceKpernph; 

b) pyKoBO,ll,HTeJih; 

c) caM COTpy,ll,HHK. 

YKmKHTe, KaKOH )J,OKYMeHT He OTHOCHTC51 K Ka,ll,pOBbIM: 

a) Tpy;:i:oBa51 KHlf)KKa; 

b) aBT06HorpacjJH5I; 

c) 11pHKa3 110 OCHOBHOH ;:i:e51TeJibHOCTH. 

KoHBepTbI 11ocTy11HBIIIHX no1<yMeHTOB: 

a) YHHqTO)l(aIOT; 

b) OCTaBJ151IOT; 

c) YHHqTO)KaIOT 3a HCKJI10qeHHeM OT,ll,eJibHbIX cJiyt.rneB. 

<DaKT 110CTy11JieHH5I L(OKyMeHTa B opraHH3aumo oc]JopMJI51IOT peKBH3HTOM: 

a) OTMeTKa 0 KOHTpOJie; 

b) OTMeTKa 0 110CTYl1JieHHH )J,OKyMeHrn; 

c) OTMeTKa 06 HCl10JIHHTeJie. 

06513aTeJibHOH perHCTpaUHH 110L(Jie)KaT: 

a) 3KC11pecC-HHcjJopMaUH5I ; 

b) pe1rnaMHb1e 11HChMa; 

c) 3a51BJieHH51 rpa)l(,ll,aH. 

L(eJibIO perncTpaUHH 51BJ151eTC5I: 

a) 06ec11eqeHHe yqern H KOHTpOJI5I; 

b) 6b1CTpbIH 110HCK L(OKyMeHTOB; 

c) Bee BhIIIIe 11epeqHcJieHHoe. 

YI<a)lmTe, qTo He BXOL(HT B HH,ll,e1<c noKyMeHTa: 

a) Kon 110 OKY,[(; 

b) HOMep )J,eJia 110 HOMeHKJiaType; 

c) HOMep CTPYKTypHoro no;:i:pa3,ll,eJieHH51. 

)J{aJio6a HJIH 3a51BJieHHe, 110CTYITHBIIIHe B anpec opraHH3aUHH, HMeIOT HH)J,eKc: 

a) N2 18-M; 
b) N2 18; 
c) N2 18 o/K. 

ITpHKa3 110 ocHOBHOH ;:i:e51TeJibHOCTH HMeeT HH;:i:e1<c: 
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a) 34 Jilc; 
b) N234; 
c) N234-K. 

YKa:>IrnTe, KaKotl: .IJ:OK}'MeHT He rrnnJie)KHT per.11cTpau:.11.11 : 
a) npHKa.3 no OCHOBHOH neHTeJihHOCT.11; 
b) )KaJio6a rpa)Knamrna; 
c) nHChMO I1HcpOpMau;.110HHOro xapaKTepa, npHCJiaHHOe .IJ:JIH CBeneHHH. 

YKa)I<HTe, KaKotl: noK}'MeHT nonJie)l<HT o6H3aTeJihHotl: per.11cTpamm: 
a) noKyMeHT, KoTOphrtl: no cBoeMy conep)I<aHmo Tpe6yeT peIIIemrn rrJI.11 ornern; 
b) nporpaMMa COBeru;aHHH; 
c) rrnaHOBO-cpHHaHCOBaH noKyMeHTaU:HH. 

I1H.IJ:HBH.IJ:YaJihHhie cpoK.11 rrcnoJIHeHHH .IJ:OK}'MeHTa ycTaHaBJIHBaeT: 
a) HCnOJIHHTeJih; 
b) pyKoBonrrTeJih; 
c) ceKpernph. 

CpoK .11cnoJIHeH.11H nocTyn.11BIIIero .IJ:OK}'MeHTa rrcq.11cJIHeTcH: 
a) c MOMeHTa nocTynJieHHH nor<yMeHTa B opraHrr3au;mo; 
b) c MOMeHTa noJiyqeHHH nor<yMeHTa rrcnoJIHHTeJieM; 
c) c naThr nommcaHHH noKyMeHrn. 

Cpor< .11cnoJIHeH.11H noKyMeHrn MO)I<eT nponJIHTh: 
a) TOT, KTO ero ycrnHOBHJI; 
b) rrcnoJIHHTeJih nor<yMeHrn; 
c) cer<pernph. 

YKa)KHTe, r<orna .IJ:OK}'MeHT cq.11TaeTCH rrcnoJIHeHHhIM: 
a) Korna eCTh yr<a.JaHHe pyKoBonrrTeJIH; 
b) Koma npoCTaBJieHa OTMeTI<a 06 HCnOJIHeHH.11; 
c) nocJie per.11cTpau:.11.11 nor<yMeHrn. 

TrrnoBaH HOMeHKJiaTypa neJI HOCHT: 
a) peKoMeHnaTeJihHhrtl: xapaKTep; 
b) o6H3aTeJihHhrtl: xapaKTep; 
c) Heo6H3aTeJihHhIH xapaKTep. 

HoMeHKJiaTypa neJI BCTynaeT B CHJiy: 
a) c HOBoro r<aJieHnapHoro rona; 
b) Ka)I<.IJ:hlH HOBhIH KBapTan; 
c) no pacnopH)I<eHmo pyr<oBO.IJ:HTeJIH. 

HoMeHKJiaTypy neJI MO)KHO H3MeHHTh B TeqeHrre rona, ecJirr: 
a) nporr30IIIJIO H3MeHeH.11e CTPYKTyphr npennprrHTHH; 
b) ecTh YKa.3aH.11e pyr<oBon.11TeJIH; 
c) eCTh yr<a.3att.11e BhIIIIecToHru;etl: opraHrr3aU:HH. 

CocTaBJIHeT H nonnHChIBaeT HTOrOBYIO 3anHCh B HOMeHKJiaType neJI: 
a) pyKoBonrrTeJih; 
b) COCTaBHTeJih; 
c) JI106otl: coTpynHHK no yr<a.JaHmo pyr<OBonrrTeJIH. 

CBO.IJ:HyIO HoMeHr<JiaTypy neJI yrnep)KnaeT: 
a) pyr<OBO.IJ:HTeJih apxrrBa; 
b) HaqaJihHHK KaHu;eJIHprrrr; 
c) pyKoBonrrTeJih yqpe)K.IJ:eHHH. 

Yr<a:>I<HTe, B CKOJihKH:X 3K3eMnJIHpax ocpopMJIHeTCH HOMemrnaTypa neJI: 
a) B .IJ:Byx; 
b) B Tpex; 
c) B qeThrpex. 

YKa)I<HTe, KaKOH peKBI13.11T He BXO.IJ:HT B COCTaB peKBH3HTOB HOMemrnaTyphI .n.eJI: 
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a) rpHcp yrnep)K,n;eHmr; 
b) rpHcp cornacoBaHmr; 
c) OTMeTKa 0 KOHTpone. 

YKa)KHTe, CKOJibKO cpopM 6pormopoBOK ,n;OKYMeHTOB rrpHMemreTC51 B nenorrpoH3Bo.n;crne: 
a) o.n;Ha; 
b) )];Be; 
c) TpH. 

ITpH rrpaBoH: cpopMe 6po1mopoBKH ,n;OKYMeHTbI B nene pacrronaraIOTC51: 
a) B I1p5IMOH xpoHOJiornqecKOH rrocne.n;oBaTeJibHOCTH; 
b) B rrocne.n;oBaTeJibHOCTH, o6paTHOH xpoHonornqecKoH:; 
c) B JII06oH: ITOCJie,n;oBaTeJibHOCTH. 

ITpH rronnrnBKe ,n;oKyMeHTOB c nonroBpeMeHHbIM cpoKOM xpaHeHH51 HcrronI>3YJOT: 
a) rrpaByIO cpopMy 6pOllIIOpOBKH; 
b) JieBym cpopMy 6pOllIIOpOBKH; 
C) JII06YJO cpopMy 6pOllIIOpOBKH. 

06JIO)KKa nena ocpopMJI51eTc51: 
a) B Haqane rona; 
b) rro YKa3aHHIO 3aBenymmero KaHuen51pHeH:; 
c) rrocne ITO)J;llIHBKH B neno rrepBOro HCITOJIHeHHOro )J;OI<yMeHTa. 

CpoKH xpaHeHH51 .n;OKYMeHTOB, ycTaHOBJieHHbre THITOBbIMH rrepeqH5JMH, B Be,n;oMCTBeHHbIX rrepeqmrx: 
a) MO)KHO TOJibKO yBeJIHqHBaTb; 
b) MO)KHO yMeHblllaTb; 
c) H3MeH51Tb HeJib351. 

,[(aTaMH JIHqHbIX nen 51BJI5IIOTC51: 

a) ,n;aTbI Ka,n;pOBbIX npHKa30B 0 rrpHeMe H YBOJibHeHHH COTpy.n;HHKa; 
b) .n;aTI>I rrepBoro H rrocne.n;Hero nor<yMeHTOB; 
c) naTbI ocpopMJieHmI 3a51BJieHHH 0 npHeMe H YBOJibHemrn COTpy.n;HHKa. 

EcnH B neno rro.n;llIHTbI cpoTorpacpHH, OHH HYMepyIOTC51: 
a) Ha JIHUeBOH CTOpOHe B npaBOM BepxHeM yrny; 
b) Ha o6opOTHOH CTOpoHe B JieBOM BepxHeM yrny; 
c) BHH3Y Ha JIHUeBOH CTOpOHe. 

JlHCTbl nena HyMepyIOT: 
a) B rrpaBoM BepxHeM yrny; 
b) B rrpaBOM HH)l{HeM yrny; 
c) rrocepe.n;HHe HmKHero non51 JIHCTa. 

ITonHoMy ocpopMneHHIO nonne)KaT nena: 
a) c BpeMeHHbIM cpoKOM xpaHeHH51 (no 10 JieT); 
b) c BpeMeHHbIM cpOKOM xpaHeHH51 (CBbIIIIe 10 JieT); 
c) Bee nena, KOTOpbie rrepe.n;aIOTC51 B apxHB. 

B TeqeHHe nenorrpoH3Bo.n;cTBeHHoro rona .n;oKyMeHTbI H3 nen: 
a) MO)KHO BbI)J;aBaTD; 
b) HeJib351 BbI)J;aBaTb; 
c) MO)KHO BbI)J;aBaTb no ycMOTpeHHIO ceKpernp51. 

BI>IHOCHTb 3aBepHTeJII>HYIO Ha.n;rrHCb Ha o6JIO)KKY nena: 
a) pa3peIIIaeTc5I; 
b) He pa3peIIIaeTc5I; 
c) pa3pelllaeTC5l ITO ycMOTpeHHIO COCTaBHTeJI51. 

YI<a)KH:Te, MO)KeT JIH B nene 6b!Tb JIHCT non HOMepoM 282a: 
a) MO)KeT; 
b) He MO)KeT; 

c) no ycMoTpeHHIO nenonpoH3BO)J;HTeJI5l ( ce1<pernp5I). 
JlHCT mo6oro cpopMaTa, CJIO)KeHHbIH H ITO)J;llIHTbIH 3a O)J;HH KpaH:: 
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a) HyMepyIOT KaK O)lJfH JUICT; 

b) HyMepyIOT c 6yKBeHHbIM o603HaIJemfeM; 

c) HyMepyIOT KaK )lBa JUICTa. 

y Ka)l<IfTe, B KaKOH peKBH3HT o6rrmKKH )lerra HeJib3}J BHOCHTb H3MeHeHH5I: 

a) B 3arorroBoK )lerra; 

b) B HH)leKC )lerra; 

c) B Ha3BaHH:e opraHH3a!IHH. 

YKa)KH:Te, CKOJibKO xpaHHTC5I )lerro, ecrrH B HeM no)lIIIHTbI )lOKyMeHTbI co cpoI<oM xpattettmr 3 tt 5 rreT: 

a) 3 ro)la; 

b) 5 rreT; 

c) 7 rreT. 

CpoK xpatteHtt5I )lerra HC'IHCJI5IeTc5I: 

a) c 1 5IHBap5I ro)la, crre)lyIOmero 3a ro)IOM OKOHIJaHH5I )lerra; 

b) c 1 '!Herra MeC5II!a, crre)lyIOmero 3a MeC5II!eM OKOHifaHH5I )lerra; 

c) c MOMeHTa 3aBe)leHH5I )lerra. 

Co3)laHHe 3KcnepTttoH: KOMHCCHH perrraMeHTHpyeTc5I: 

a) tt3)laHHeM npHKa3a pyKoBO)lHTerr5I; 

b) npOTOKOJIOM 3aCe)laHH5I; 

c) )lOKyMeHTOM He perrraMeHTHpyeTC}J. 

MttHHMaJibHbIH COCTaB IJJieHOB 3KCnepTHOH KOMHCCHH: 

a) )!Ba qerroBeKa; 

b) TPH qerrOBeKa; 

c) IJeTbipe qerroBeKa. 

3ace)laHtt}J 3KCnepTHOH KOMHCCHH ocpopMJI}JJ()TC5I: 

a) aKTOM; 

b) npoTOKOJIOM; 

c) cnpaBKOH. 

YHHIJTO)KeHHe )!err o¢opMrr5IeTrn: 

a) npttKa30M no OCHOBHOH )le5ITeJibHOCTH; 

b) aKTOM 06 yHHifTO)KeHHH )lOKyMeHToB; 

c) )lOKyMeHTOM He o¢opMJI}JeTC5I. 

YKa)l<HTe, B KaKOM crryqae npOH3BO)lHTC5I norrttoe ocpopMrreHHe )!err: 

a) no ycMOTpeHHIO )lerronpOH3BO)lHTeJI}J ( ceKpernp5I) ; 

b) no YKa3aHHIO pyKoBO)lHTerr5I yqpe)K)leHH5I; 

c) eCJIH )leJIO HMeeT )lOJiroBpeMeHHbIH cpOK xpaHeHH}J (60JibIIIe 10 rreT). 

,[I;aTaMH )lerra, CO)lep)Kamero pacnop5I)lHTeJibHYJD )lOKyMeHTa!IHIO, }JBJI5IIOTC5I: 

a) )laTbI nO)lIIIHBKH nepBoro H nocrre)!Hero )lOKYMeHTOB; 

b) )laTbI nepBoro H nocrre)!Hero )lOKyMeHTOB; 

c) )laTbI HaIJarra H OKOHifaHH}J KaJieH)lapHoro ro)la. 

fpttcp KOHcpH)leHI!HaJibHOCTH npttCBattBaeTC}J )lOKyMeHTy: 

a) ttcnOJIHHTerreM Ha CTa)IHH nO)lI'OTOBKH npoeKTa )lOKyMeHTa; 

b) pyKoBO)lHTerreM rrI06oro ypoBH5I; 

c) rrI06bIM m nepeIJHcrreHHbIX cnoco6oB. 

Pa6orn c )lOKyMeHTaMH, COCTaBJI5IIOIIIHMH KOMMepqecKyIO TaH:tty, peryrrHpyeTC5I: 

a) o6meH: HHCTPYKI!HeH: no )lerronpoH3BO)lCTBy; 

b) HHCTPYKI!HeH: no 3aKpbITOMY )lerronpoH3BO)lCTBy; 

c) npHI<a30M pyKOBO)lHTerr5I. 

Tpe6oBaHtt5I, npe)l'b5IBJI5IeMbie K COTPY.lIHHKaM npH pa6oTe c )lOKyMeHTaMH, co,llep)KaIIIHMtt 

KOMMepqecI<yIO TaHHy: 

a) BKJIIOifaIOTC5I B )IOJI)KHOCTHYIO HHCTPYKI!HIO COTPY.lIHHKa; 

b) BKJIIOifaIOTC}J B ycrnB npe,llnpH5ITtt5I; 

c) BKJIIOifaIOTC}J B IIITaTHOe pacnHCaHH:e. 
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OcHOBaHHeM .um1 H3MeHeHH51 mrn CH5ITH51 rpmpa KoHqm.ueHUHaJibHOCTH 5IBJrneTc51: 
a) KOppeKTHpOBKa rrepeqHeH: Komlm.ueHUHaJibHbIX CBe)leHHH:; 
b) YKa3aHHe pyKoBO)lHTeJUI; 
c) BCe BbIIIIerrepeqHcJieHHOe. 

il3MeHeHH51 B rrepeqeHb .UOKyMeHTOB, COCTaBJI5IIOIUHX KOMMepqecKyIO TaH:Hy, BHOC5ITC51: 
a) ycTHbIM YKa3aHHeM pyKoBO.UHTen51; 
b) B cpopMe .UOKJiaL{HOH 3aITHCKH Ha HM51 PYKOBO.UHTeJI5I; 
c) pacnop5I)KeHHeM HaqaJibHHKa KaHuen5IpHH. 

YKa)l{HTe, KaKHe .UOKyMeHTbl He MoryT 6bITb OTHeceHbI I< KaTeropHH KOHcpH.UeHUHaJibHOH HHcpOpMaUHH: 
a) .uoKyMeHTbI, onpe.ueneHHbie 3aKOHO.UaTeJibHbIMH H HOpMaTHBHbIMH aKTaMH PoccHH:cKoH: 

<I>e.uepauHH; 
b) pa3Mep H pacnpe.uenemre npHfarnH; 
c) HaHMeHOBaHHe cpHpM-KOHTpareHTOB. 

llpH ocpopMJieHHH TeKCTa .UOKyMeHTa c o6eHX CTOpOH JIHCTa JieBoe Ii npaBoe nomr : 
a) MeH5IIOTC51 MeCTaMH; 
b) OCTaIOTC51 6e3 H3MeHemrn; 
c) H3MeH5IIOTC51 no ycMOTpeHHIO ceKpeTap51. 

Bb16epttTe npaBHJibHbIH BapttaHT ocpopMJieHH51 3aronoBKa H nomaronoBKa npH ocpopMJieHHH TeKCTOBoro 
MaTepttarra: 

a) BHElllHETOPfOBhIH ,.O:OfOBOP 
BOITPOChI O<I>OPMJ1EHH5I; 

b) BHElllHETOPfOBbIH ,.O:OfOBOP 
BonpocbI ocpopMneHH5I; 

c) BHeIIIHernproBbIH .aoroBop 
BonpochI ocpopMJieHH51. 

llpH ocpopMJieHHH .UOKYMeHTa Ha .UByx JIHCTaX BTOpoH: JIHCT .UOKYMeHTa ocpopMJI5IeTC5I: 
a) TaK )Ke, KaK Ii nepBbIH JIHCT, Ha 6naHKe opraHH3aUHH; 
b) Ha qHcTOM JIHCTe 6yMarn cpopMaTa A4; 
c) no ycMoTpeHHIO ceKpernp51. 

Bb16epHTe npaBHJibHbIH: BapHaHT ocpopMneHH51 Te1<crn: 
a) CJJY:>KEEHhIH ,.O:OKYMEHT - ocpHU:HaJibHbIH .uoKyMeHT, HcnoJib3yeMbIH B Te1<yrueH: 

)le5ITeJibHOCTH yqpe)I<)leHH5I; 
b) CJ1Y)l(EEHhIH .aoKyMeHT - ocpHU:HaJibHbIH .aoKyMeHT, HcnoJib3yeMbIH B Te1<yrueH: .ae51TeJibHOCTH 

yqpe)l{L{eHH5I; 

c) CJJY)l{EEHhIH ,.O:OKYMEHT - ocpHU:HaJibHbIH: .aoI<yMeHT, ttcnonh3yeMbIH: B TeKyrueH: 
.ue51TeJibHOCTH yqpe)l{L{eHH51. 

Bb16epHTe npaBHJibHbIH: BapHaHT ocpopMJieHH51 npHMeqaHHH:: 
a) llpHMeqaHH51: TeKcT Ha cpopMaTe A4 neqaTaIOT qepe3 nonTopa-.uBa Me)KJJ:YCTpoqHbIX HHTepBarra; 
b) llpHMeqaHH:e: TeKCT Ha cpopMaTe A4 neqarn10T qepe3 nonrnpa-.uBa Me)I<JJ:YCTpoqHbIX HHTepBarra; 
c) llpHMeqaHHe. TeKCT Ha cpopMaTe A4 neqaTaIOT qepe3 nonrnpa-.uBa Me)I<JJ:yCTpoqHbIX HHTepBarra. 

Kpunpuu IloKaJaTeJiu Eamrhl 

0-30% 2 6arrna 

Konw1ecTBO 31-54% 3 6arrna 

npaBHJibHbIXOTBeTOB 55-74% 4 6arrna 

75-100% 5 6aJIJIOB 
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IlpHMepuoe 3a,a:auHe no pap3,a:eJiy 2: 

KaKHe .nelicTBH5I .norr)l{eH rrpe.nrrpHH5ITh pa6oTo.naTerrh, ecrrH pa6oTHHK no5IBHJIC5I Ha pa6oTe B HeTpe3BOM 
COCT05IHHH? 

a) npoBeCTH Me.ZJ:HIJ;HHCKOe OCBH.ZJ:eTeJibCTBOBaHHe; 
b) yBorrHTh pa6oTHHKa; 
c) OTCTpaHHTb OT pa60ThI H BhIBeCTH c TeppHTOpHH npe.nnpmITH5I. 

qeM onpe.nerr5IeTc5I rrpo.norr)l{HTerrhHOCTh pa6oqero BpeMeHH B opraHH3aIJ;HH? 
a) npHKa30M pyKOBO.ZJ:HTerr5I B 3aBHCHMOCTH OT BH.ZJ:a .ne5ITeJibHOCTH H pe)KHMa pa6oThI opraHH3aUHH; 
b) Ko.neKcoM 3aKOHOB o Tpy.ne; 
c) npaBHJiaMH BHyTpeHHero pacnop5I.ZJ:Ka. 

KTo ocyruecTBJI5IeT BhIIIJiaThI MoparrbHoro Bpe.na, ecrrH pa6oTHHK nocTpa.narr B pe3yrrhTaTe HecqacTHoro 
crryqa51 Ha npe.nnpH5ITHH? 

a) pa6orn.naTerrh; 
b) cpOH.ZJ: COUHaJibHOro CTpaxoBaHH5I; 
c) rreHCHOHHbIH cpOH.ZJ:. 

K a.n:MHHHCTpaTHBHhIM B3hICKaHH5IM 3a HapyrneHHe Tpe6oBaHHH no oxpaHe Tpy.na OTHOC5ITC5I : 
a) HcnpaBHTeJihHhie pa6oThI; 
b) IIITpacjJ H .ZJ:HCKBarrHcpHKaUH5I; 
c) JIHIIIeHHe CBo6o.nbI Ha onpe.nerreHHbIH cpoK c BbIIIJiaTOH a.n:MHHHCTpaTHBHOro IIITpacpa. 

K .ZJ:HCUHnrrHHapHhIM B3hICKaHH5IM 3a HapyIIIeHHe Tpe6oBaHHH 3aKoHo.naTerrbHhIX H HHhIX HopMaTHBHhIX 
aKTOB no oxpaHe Tpy.na OTHOC5ITC5I: 

a) BhiroBop, yBoJibHeHHe, yrorroBHM OTBeTCTBeHHOCTh; 
b) 3aMeqaHHe, BhirOBop, yBOJibHeHtte; 
c) 3aMeqaHHe, BbirOBOp, MaTepHarrhHM OTBeTCTBeHHOCTb. 

YKa)l{HTe, KaKoli .noKyMeHT He BXO.ZJ:HT B cocTaB opraHH3aUHOHHo-npaBOBhIX .noKyMeHTOB: 
a) ycrnB opraHH3aUHH; 
b) IIITaTHOe pacnHCaHHe; 
c) rrpHKa3. 

Tpy.noBoli .noroBop ocjJopMrr5IeTc5I: 
a) B O.ZJ:HOM 3K3eMnrr5Ipe; 
b) B .ZJ:BYX 3K3eMnrr5Ipax; 
c) B Tpex 3K3eMnrr5Ipax. 

YKa)l{HTe, KaKHe pacnop5I.ZJ:HTerrhHhie .noKyMeHThI MO)I<eT H3.ZJ:aBaTh Tipe3H.ZJ:eHT PoccHM.cr<oM. C!>e.nepaUHH: 
a) yI<a3hI; 
b) pacnop5I)l{eHH5I; 
c) nocTaHOBJieHH5I. 

,lJ,oJI)l{HOCTHa5I HHCTPYKUH5I coTpy.ZJ:HHKa: 
a) no.nrre)KHT yrnep)l{.neHmo; 
b) He yrnep)l{.naeTc5I; 
c) yrnep)K.ZJ:aeTC5I no ycMoTpeHHIO pyKOBO.ZJ:HTerr5I. 

YKa:>I<HTe, KaKoli HOpMaTHBHhIH .noKyMeHT onpe.nerr5IeT rrpaBa H o65I3aHHOCTH coTpy.ZJ:HHI<a: 
a) IIITaTHoe pacnttcaHHe; 
b) ycrnB rrpe.nnpH5ITH5I; 
c) .ZJ:OJI)KHOCTHM HHCTPYKUH5I. 

Bb16epHTe H3 cnHCKa yCTpOHCTBO, no3BOJI5IIOIUee ynpaBJI5ITb KypcopoM: 
a) CTpHMep; 
b) nrrorrep; 
c) rnqna.n; 
d) a.nanTep. 

B cocTaB CHCTeMHoro 6rroKa TIK BXO.ZJ:5IT: 
a) MOHHTOp, onepaTHBHa5I rraM5ITb, BHHqecTep; 
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b) KJiamrnTypa, MOHHTOp, CHCTeMHbIH 6noK; 
c) rrpoueccop, orrepaTHBHa5I IlaM5ITb, )KeCTKHH MarHHTHblH .UHCK; 

d) mrnqecTep, KJiaBHaTypa, MHKporrpoueccop. 
ITpo113BO.UHTeJibHOCTb pa60T11 KOMIIbIOTepa 3aBHCHT oT: 

a) 6bICTpOTbl Ha)KaTH5I Ha KJiaBHIIm; 
b) TaKTOBOH qacTOTbI rrpoueccopa; 
c) ofrbeMa o6pa6aTbrnaeMoH HHcpopMautt11; 
d) pa3Mepa 3KpaHa MOHHTOpa. 

y Ka)KHTe, B KaKHX e,n:HHHUaX H3Mep5IIOT TaKTOBYIO qacTOTY rrpoueccopa: 

a) rnrarepu crru); 
b) rnra6aH:T (f6); 
c) Mera6aH:T (M6); 
d) KHno6aH:T (K6). 

YKmirnTe, B rrpHHTepax KaKoro THIIa l1CIIOJib3yeTC5I rrpHHUHII 1<ceporpacp1m: 
a) MaTpHqHbIH; 
b) CTPYHHbIH; 
C) IIJIOTTep; 
d) Jia3epHbIH. 

YKa)KHTe, KaK MapKttpyIOTC5I D VD-.u11cKH, Ha KOTOpbIX MO)I<Ho rrepe3arr11cbrnaTb 11HcpopMau1110: 
a) DS/DD; 
b) DVD-R; 
c) DVD-RW; 
d) DVD-ROM. 

Pa3perna10meH: crroco6HOCTblO MOHHTOpa Ha3bIBaeTC5I: 
a) TaKTOBa5I qacTorn; 
b) KOJI11qecrno rnqeK no ropl130HTaJII1 l1 BepTHKaJIH, 113 KOTOpblX cpopM11pyeTC5I mo6pa)KeH11e; 
c) pa3Mep 3KpaHa no .u11aroHan11; 
d) qacTOTa Ka,UpOBOH l1 CTpoqHOH pa3BepTKI1. 

I10CT05IHHOe 3arrOMI1HaIOII1ee yCTpOHCTBO CJipKHT .UJI5I: 
a) 3arr11c11 oco6o ueHHbIX npHKJia.UHbIX rrporpaMM; 
b) IIOCT05IHHOro xpaHeHH5I oco6o ueHHbIX .UOKYMeHTOB; 
c) xpaHeHH5I nporpaMM HaqaJibHOH 3arpy3Kl1 KOMIIbIOTepa l1 TeCTI1pOBaHH5I ero Y3JIOB; 
d) xpaHeHH5I IIOCT05IHHO l1CIIOJib3YeMbIX rrporpaMM. 

Mo,neM 06ecrreq11BaeT: 
a) rrpeo6pa30BaHHe .UBOJ1qHoro KO,Ua B aHaJIOfOBbIH CHrHaJI l1 o6panrn; 
b) rrpeo6pa30BaHHe .UBOJ1qHoro KO.Ua B aHaJIOfOBbIH CHfHaJI; 
c) yc1rneH11e aHaJIOfOBOro CHfHaJia. 

Orrepau110HHa5I c11cTeMa - 3To: 
a) CHCTeMa nporpaMMI1pOBaHH5I Ha 5I3bIKe Hl13KOro ypOBH5I; 
b) rrporpaMMHa5I cpe.ua, onpe,neJI5IIOIIIa5I HHTepcpeH:c IIOJib30BaTen5I; 
c) COBOKYIIHOCTb OCHOBHbIX ycTpOHCTB KOMIIhIOTepa; 
d) COBOKYIIHOCTb rrporpaMM, 11cnon13yeMbIX .UJI5I orrepaUHH c TeKCTOBbIMH .UOKyMeI-ITaMH. 

ITp11MHTHBaM11 B rpacp11qecKOM pe,naKTope Ha3bIBaIOT: 
a) IIpOCTeHWHe cp11ryphl, p11cyeMbie c IIOMOlllblO crreI.J;HaJihHblX HHCTpYMeHTOB rpacp11qec1<0ro 

pe.uaKTOpa; 
b) pe)lrnM pa6oTbI rpacp11qecKoro pe.uaKTopa; 
c) orrepau1111, BhIIIOJIH5IeMbie Han cpa:HnaMH, co.uep)l<aIIIHMH 11306pa)KeH115I, co3,naHHb1e B 

rpacp11qecKoM pe,naKTope; 
d) cpe.uy rpacp11qecKoro pe.uaKTOpa. 

fpacpHKa C rrpe,n:CTaBJieHHeM l1306pa)l<eHH5I B BH.Ue COBOKYIII-IOCTeH TOqeK Ha3bIBaeTC5I: 
a) paCTpOBOH; 
b) rrp5IMOJIHHeHHOH; 
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c) BeKTOpHoii:; 
d) cppaKTa.JlbHOH. 

LJ:paii:BepbI - 3TO : 
a) rrporpaMMbI ,n:1rn yrrpaB11eHH5I cpaH:naMH; 
b) rrporpaMMbI-yrraKOBII(HKH .JJ:115I C03,n:amrn KOITHH cpaii:JIOB MeHbIIIero pa3Mepa; 
c) rrporpaMMbl .JJ:115I yrrpaBJieHH5I rrepHcpepHHHbIMH ycTpOHCTBaMH; 
d) aHTHBHpyCHbie rrporpaMMbI. 

C)I<aTbIH cpaH:11 rrpe.n:crnBJI5IeT co6otl:: 
a) cpaH:JI, yrraKOBaHHbIH c IlOMOII(bIO rrporpaMMbI-apXHBaTOpa; 
b) cpaH:11, KOTOpbIM .n:onro He Il0Jlb30Ba.JIHCb; 
c) cpatl:JI, 3apa)KeHHbIH KOMilbIOTepHbIM BHpycoM; 
d) cpaH:JI, 3all(HII(eHHbIH OT KOilHpOBaHH5I. 

KoMrrhIOTepHbie BHpycbI: 
a) 3apo)K,n:a10Tc5I rrpH pa6oTe HeBepHo HamrcaHHbIX rrporpaMMHbIX rrpo,n:yI<rnB; 
b) HMeIOT 6HOJ10fHqecKoe npOHCXO)K.JJ:eHHe; 
c) c03,n:a10TC5I 1110,n:hMH crrel(Ha.JibHO .JJ:JI5I HaHeceHH5I yrn:ep6a ITK; 
d) B03HHKaIOT H3-3a c6oeB B arrrrapaTHOH qaCTH KOMnbIOTepa. 

YKa)KHTe, KaK BbI,n:eJIHTb cpaHJibI B cnHcKe Bhr6opoqHo, HarrpHMep, qepe3 o,n:HH: 
a) BOCilOJ1b30BaTbC5I KJiaBHIIIeH (Tab); 
b) rn:e11KaTb KJiaBHIIIeH: MbIIIIH no 3HaqKaM HY)KHbIX cpaH:110B B npoH3BOJibHOM rrop5I,n:1<e; 
c) rn:e11KaTb KJiaBHIIIeii: MbIIIIH no 3HaqKaM cpatl:JIOB, y,n:ep)KHBa5I KJiaBHIIIY [Ctrl] ; 
d) rn:e11KaTb KJiaBHIIIeii: MblllIH no 3HaqKaM cpaHJIOB, y,n:ep)KHBa5I KJiaBHIIIY (Shift) . 

YI<a)KHTe, KaK Ha3hIBaeTC5I yKa3aHHa5I 0611acTb 1: 

a) rraHeJib yrrpaB11eHH5I; 
b) CTpoKa COCT05IHH5I; 
c) rraHeJib 6hICTporo 3anycKa; 
d) CHCTeMHbIH TpeH: naHeJIH 3a,n:aq, 

YI<a)KHTe KHOITKy, BOCCTaHaBJIHBaIOII(yIO rrpe)KHHe pa3Mepbr OKHa: 

l) 

2) 

3} 

4} Iii!· 
YKa)l<HTe, qTo npoH3oH:,n:eT, ec11H Ha)l<aTb KJiaBHIIIY [Enter], Kor.n:a B rrarrKe Bb1,n:e11eHo HeCKOJibKO cpati:110B: 

a) CHCTeMa 3arrpOCHT, KaKOH H3 YKa3aHHbIX cpaHJIOB OTI<pbIBaTb; 
b) OTI<pOIOTC5I cpa3y BCe BbI,n:eJieHHbie cpaHJibI; 
c) OTKpoeTC5I rrepBbIH H3 BbI,n:eJieHHbIX cpaH:110B; 
d) HHqero He rrpomoH:,n:eT. 

MHoroToqHe B KOHl(e KoMaH,n:hI 03HaqaeT, qTo: 

a) noc11e Bb16opa KoMaH,n:br no5IBHTC5I rro,n:Memo; 

b) KOMaH,n:a B ,n:aHHbIH MOMeHT He,n:oCTyrrHa; 

c) orn6pa3HTC5I OKHO .n:pyroH: rrporpaMMbI; 
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d) nocne Bb16opa KOMaH):(bl TI05IBHTC5I ):(HaJJOroBoe OKHO. 
Microsoft Word (MS Word) - :no: 

a) rpaqmqecKHif pe.i:r:aKTop; 
b) TeKCTOBblH pe.i:r:aKTop; 
c) pe.i:r:aKTOp rn6nm~; 
d) nporpaMMa no.i:r:roTOBKH npe3eHTaUHif. 

YKa)l{HTe, KaKM KOMaH):(a TIOMell(aeT Bbl):(eJJeHHblH cpparMeHT TeKCTa B 6ycpep o6MeI-rn 6e3 y.i:r:ane1-rn51: 
a) Kon11poBaTi.; 
b) Bi.1pe3aTh; 
c) Kon11poBaTb cpopMaT; 
d) BcrnBHTh. 

I1pHHYJ:r:HTeJ1bHblH pa3pbIB CTpaHHUbl ycTaHaBJ1HBaeTC5I c TIOMOll(bIO KOM6HHaUHH I<JJaBmu: 
a) [Shift]+ [F3]; 
b) [Shift]+ [Enter]; 
c) [Ctrl] + [F4]; 
d) [Ctrl] +[Enter]. 

Macwrn6 wp11cprn B .i:r:oKyMeHTe MS Word MO)I<HO ycrnHOBHTh c noMOll(hIO KOMaH):(hl MeHIO: 
a) ITpaBKa; 
b) <!>opMaT; 
c) Bug; 
d) CepBHC. 

B TeKCTOBOM pe.i:r:aKTope MS Word napaMeTpi.1 CTpaHHUhl (pa3Mepi.1 noneif, op11e1-ITau1rn) 
ycrnHaBJ1HBaIOTC5I : 

a) c TIOMOll(bIO KOMaH):(bl <f>opMaT--+CTHJ1H H cpopMaTHpOBaI-me; 
b) c TIOMOll(bIO KOMaH):(bl <!>aH:n; 
c) c noMOll(hIO KOMaHJ:r:hI Cepn11c--+ ITapaMeTpi.1; 
d) c TIOMOll(bIO KOMaH):(bl Bug. 

KonoHTHTyni.1 B .i:r:oKyMeHTe MO)KHO ycTaHOBHTh c noMOll(hJO KOMaHJ:r:hI ropH30HTani.aoro Memo: 
a) BcrnBKa; 
b) <f>opMaT; 
c) Bug; 
d) <!>aH:n. 

,[(1151 Toro qrn6i.1 H3MeHHTh UBeT CHMBonoB B .i:r:oKyMeHTe MS Word, Heo6xo.i:r:11Mo nocnoni.3oBaTbC5I 
KHOTIKOH, pacnOJJO)l{eHHOH Ha naHeJJH HHCTpYMeHTOB: 

a) CrnH.i:r:apTHM; 
b) <f>opMbI; 
c) P11coBaH11e; 
d) 3neMeHTbl ynpaBJJeHHH. 

YKa)l{HTe, KaKoe cpopMaT11poBaH11e np11MeHHMO K 51qeif1<aM B Excel: 
a) 06paMneH11e 11 3aJJHBKa; 
b) THTI ):(aHHbIX, rrrnpHHa JI BblCOTa; 
c) BblpaBHJIBaHJie TeKCTa JI cpopMaT wp11cprn; 
d) BCe BapHaHTbl BepHbI. 

ITpH nepeMell(eHJIJI JIJ1JI KOTIJipoBaHHH B :meKTpOHHOH Ta6n11ue OTHOCHTeJJbHbie CCbIJ1KH: 
a) He H3MeH5IIOTC5I; 
b) npeo6pa3YIQTC5I BHe 3aBHCHMOCTH OT HOBOro TIOJ10)l<eHH5I cpopMyni.1; 
c) npeo6pa3YIQTC5I B 3aBHCHMOCTH OT ):(J1HHbl cpopMyni.1; 
d) npeo6pa3YIQTCH B 3aBHCHMOCTH OT HOBOro TIOJ10)I<eHH5I cpopMyJJhI. 

YI<a)l{HTe, r.i:r:e B npe3eHTaUJIH pa3Mell(aeTC5I BHOBb C03):(aHHblH cnaH:.i:r:: 
a) B Haqane npe3eHTaUHJI; 
b) B KOHUe npe3eHTaUHH; 
c) nepe.i:r: TeKyll(HM cnaH:.i:r:oM; 



d) ITocrre TeKyruero crraH:.ua. 

f:lmepTeKCT - 3TO: 
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a) 06b1qHbIH, HO oqeHb 60JiblllOH ITO o6oeMy TeKCT; 

b) CTPYKTyp11poBaHHbIH TeKCT, B KOTOpOM MoryT ocyrueCTBJI5ITbC5I ITepeXO)J,bl ITO BbI,L(eJieHHbIM 

MeTKaM; 

c) pacITpe.uerreHHa5I COBOKYIIHOCTb 6a3 .naHHbIX, co.uep)I<alI(l1X TeKCTbI; 

d) TeKCT, 6yKBbl KOTOporo Ha6paHbl II1p11cpTOM oqeHb 60JiblllOfO pa3Mepa. 

f pyrrrra KOMIIbIOTepOB, CB5!3aHHbIX KaHaJiaMl1 rrepe.naq11 11HcpopMau;1111 11 HaX0)1,5III(l1XC5I B rrpe.uerrax 

Tepp11Top1111, orpaH11qeHHOH He60Jibllll1Ml1 pa3MepaMl1 ( KOMHaTbl, 3)1,aHl15I, rrpe.nITp115ITl15I ), Ha3bIBaeTC5I: 

a) 3JieKTpOHHOH rroqToH:; 

b) 11HcpopMau;110HHOH Cl1CTeMOH c rnrrepCB5!35IM11; 

c) rno6aJibHOH KOMIIbIOTepHOH ceThIO; 

d) JIOKaJibHOH KOMIIbIOTepHOH ceTblO. 

,[(m1. xpaHeHl15I cpaii:JIOB, rrpe)1,Ha3HaqeHHblX )1,JI5I o6ruero )1,0CTyITa IIOJib30BaTeJieH ceTl1 , 11CIIOJib3YeTC5I: 

a) cepsep; 

b) KOMMyrnrnp; 

c) KJil1eHT-cepsep; 

d) pa6oqa5I CTaHU115I . 

fJI06aJibHa5I KOMI1bIOTepHa5I CeTb- 3TO: 

a) l1HcpopMau;110HHa5I Cl1CTeMa c rnrrepCB5!35IM11; 

b) rncTeMa o6MeHa 11HcpopMau;11eH: Ha orrpe.uerreHHYIO TeMy; 

c) MHmKeCTBO KOMIIbIOTepoB, CB5I3aHHblX KaHaJiaMl1 rrepe.naq11 1rncpopMau;1111 11 I-IaX0)1,5III(l1XC5I B 

rrpe.uerrax o.nttoro rroMerueHl15I, 3)1,aH115I; 

d) COBOKYIIHOCTb JIOKaJibHbIX ceTeH 11 KOMIIbIOTepoB, paCIIOJIO)J<eHHbIX Ha 6oJibllll1X paCCT05IHH5IX 11 

coe)1,11HeHHblX B e)1,11HYIO Cl1CTeMy. 

,[(rr5I coe.n11HeH115I HeCKOJibK11x TIK B JIOKaJibHYIO ceTb Ml1Hl1MaJihHO tteo6xo.u11M crre.uy1oru11H: Ha6op 

cpe.ncrn: 

a) MO.L(eM, TerrecpoH 11 Ka6errh; 

b) 3BYKOBa5I Kaprn 11 aBTOOTBeTq111<; 

c) Ka6eJib 11 ceTeBa5I Kaprn; 

d) crryTHHKOBa5I aHTeHHa. 

YKa)J<RTe, KaK Ha3bIBaeTC5I COBOKYIIHOCTb ycJIOBl1H 11 ITpaBHJI o6MeHa l1HcpOpMau;11eH:: 

a) BbI)J,eJieHHblH Kattan CB5!311; 

b) KOMI1bIOTepHa5I ceTb; 

c) rrpoTOKOJI; 

d) TerreKoHcpepeHU115I. 

KoMIIbIOTep, IIO.UKJIIOqeHHbIH K HHTepHeTy, o65!3aTeJibHO 11MeeT: 

a) IP-a.upec; 

b) URL-a.npec; 

c) se6-cTpatt11u;y; 

d) .L(OMeHHOe 11M5I. 

KpHTepHH IloKaJaTeJIH naJIJihl 

0-30% 2 6arrrra 

Korr11qecTBO 
31-54% 3 6arrrra 

rrpaBl1JibHblXOTBeTOB 55-74% 4 6arrrra 

75-100% 5 6aJIJIOB 
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IlpuMepuoe 3a)J;auue no pa3JJ:eJJy 3: 
3nrKeT - 3TO: 

a) HayKa o Mopa.rm; 
b) MaHepa rrosenemur; 
c) o6ma5I Kym,Typa. 

Cnoso «HMHn)K» s rrepesone c aHrJIHHCKoro 5I3hIKa 03HaqaeT: 
a) MaHepa rroseneHH5I; 
b) o6pa3; 
c) KYJihTypa peq11. 

,UeJIOBOH rrpOTOKOJI - 3TO: 
a) rrpas11na, pernaMeHTHpy10m11e rrop5InoK scTpeq H rrposonos, rrposeneHHe 6ecen H rreperosopos, 

opraHH3au:mo rrpHeMOB H neJIOBOH rreperrHCKH; 
b) rrpornKoJI nenosoro cosemaHH5I; 
c) rna6JIOHHM cpopMa nJI5I 3aITHCH crreu:HaJibHbIX coo6meHHH. 

CeKpernph nomKeH rrp11xonHTh Ha pa6oTy: 
a) 3a 15 MHHYT no rrp11xona pyKoson11Ten5I; 
b) 3a 40 MHHYT no rrp11xona pyKoson11TeJI5I; 
c) BMecTe c pyKOBOnHTeJieM. 

IToceTHTeJib JII06oro paHra MO)KeT BXOnHTb B KaforneT pyKOBOnHTemr: 
a) TOJihKO rrocne noKnana ceKpernp5I; 
b) 6e3 noKnana ceKpernp5I; 
c) 3aBHCHT OT HaCTpOeHH5I ce1<pernp5I. 

<DornrpacpH5I sarneH: ceMhH: 
a) nOJI)KHa BHCeTb Ha CTeHe ocpHca Han sarnHM pa6oqHM CTOJIOM; 
b) CT05ITh Ha sarneM pa6oqeM CTOJie s crreu:HaJihHOH paMoq1<e; 
c) HenorrycTHMO nep)KaTb s ocp11ce rrpenMeThI JIHqHoro xapa1<Tepa. 

YI<a)KHTe, KaKoe MeporrpH5ITHe OTHOCHTC5I I< q11cny rrpOTOI<OJibHbIX: 
a) opraHH3aUH5I TenecpoHHoro pa3rosopa; 
b) rreperosoph1; 
c) rrpHeM rroceTHTeneH:. 

Bh1 scTpeqaeTe HHOCTpaHHYIO nenerau:1110. YKa)lmTe, 1<a1<oe MecTo s asToM0611ne nom1<eH 3aH5ITh 
Ha116onee rroqeTHhIH rracca)I<Hp (rocTb, rnasa rrpH6hmrneH: nenerau:1111): 

a) l ; 
b) 2; 
c) 3. 

YKa)KHTe rrpaBHJihHbie neH:crnH5I s cnyqae, ecJIH so speM5I TenecpoHHoro pa3rosopa ce1<pernp5I c 
a6oHeHTOM CB5I3h o6opsanach: 

a) ceKpernph nomI<eH rrepe3BOHHTh a6oHeHTy; 
b) rrepe3BaHHBaeT TOT, KTO 3BOHHJI; 
c) no ycMoTpeHHIO ceKpernp5I. 

ITpH OTBeTe Ha TenecpOHHblll 3BOHOI< B opraHH3aUHH cnenyeT CH5ITb Tpy6Ky: 
a) cpa3y rrocne rrepsoro 3BOHKa; 
b) Koma rrpenCTaBHTC5I TaJ<a5I B03MQ)I<HOCTb; 
c) He ll03)Ke qeTBepToro 3BOHKa. 

Bo speM5I seneHH5I rrpHeMa no JIHqHhIM sorrpocaM: 
a) py1<oson11TeJib MO)KeT orneqaTb Ha TenecpoHHbie 3BOHI<H; 
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b) Ha Bee Terre¢oHHble 3BOHKl1 orneqaeT ceKpernpb; 
c) Terre¢oH OTKmoqa10T. 

ITp11 OTBeTe Ha Terre¢oHHblH 3BOHOK crre.n;yeT CH5!Tb Tpy6Ky 11 CKa3aTb: 
a) «Arrrro»; 
b) «Bae crryrnaIOT»; 
c) «3.n;paBcrnyH:Te, ¢11pMa ... »: 

Ecrr11 3BOHl1Te Bbl, TO cHaqarra crre.n;yeT: 
1) II03,ZJ;OpOBaTbC5I 11 Ha3BaTb ce65I; 
2) 3a.n;aTb l1HTepecy10m11H: Bae BOIIpoc; 
3) yTOqHl1Tb, c KeM Bbl pa3roBap11BaeTe. 

YKa:>K11Te, qTo MO)!(eT Haxo.n;11TbC5I B Hapy:>I<HblX KapMaHax rr11.n;:>r<ar<a My:>Kq11Hb1: 
a) aBTOpyqKa; 
b) pacqecKa; 
c) HOCOBOH IIJiaTOr<. 

YI<a:>K11Te, KaK11e KpoccoBKl1 MO)!(HO Ha,n;eTb c rr11.n;:>KaKOM 11 rarrcTyKoM: 
a) B TOH IIl1,ZJ;)!(aKa; 
b) B TOH rarrcTyKa; 
c) Hl1KaK11e. 

ITepCTeHb .n;erroBoro qerroBeKa: 
a) IIOBbIIIIaeT ero rrpeCT11)!(; 
b) IIOHl1)!(aeT ero rrpeCT11)!(; 
c) He BJil15IeT Ha rrpeCTl1)!(. 

YKa:>K11Te, KaKoro CTl1JI5I B o.n;e:>I<,lJ;e .n;omKeH rrp11.n;ep:>K11BaTbC5I ceI<peTapb: 
a) .n;erroBoro; 
b) crropT11BHoro; 
c) poMaHnrqecKoro. 

YKa:>Kl1Te, KaKM ,ZJ;Jil1Ha I06Kl1 B KJiacc11qecKOM ,n;eJIOBOM KOCTIOMe Ha3bIBaeTC5I «11TaJib5IHCKOH» ,ZJ;Jil1HOH: 
a) yrrbTpa-M11H11; 
b) .n;o cepe.n;11Hbl 11Kpbr; 
c) qyTb l-Il1)!(e KOJieHa. 

YKa:>1<11Te, KaKyIO o6yBb ,n;OJI)!(eH Bbr611paTb ceKpeTapb rreTOM: 
a) ca6o; 
b) 6ocotto)!(K11; 

c) Ty¢mr c 3aKpblTbIM MbICKOM 11 peMeIIIKOM Ha rrp5I:>I<Ke . 
CyMKa .n;erroBoH: )!(eHIII11Hbl no u;BeTy .n;om1rna cooTBeTCTBOBaTb: 

a) u;BeTy o6ymr; 
b) U:BeTy BepxHeH: O,ZJ;e)!(,ZJ;bI; 
c) rrepqaTKaM. 

ITap¢10Mep1151 ,n;OJI)!(Ha qyBCTBOBaTbCH: 
a) c paccT05IHl15l 1- 2 M; 
b) C paCCT05IHl15I 45- 50 CM; 
c) He .n;omKHa qyBCTBOBaTbC5I. 

YKa:>K11Te, I<aKoH: pyKoH: rrp11H5ITO BpyqaTb Bl1311THyro I<apTOqI<y B Pocc1111: 
a) rreBoH:; 
b) rrpaBoH:; 
C) )J;BYM5I pyKaMl1. 

YI<a:>I<HTe, qeM .n;omI<HO corrpoBO)!(,ZJ;aTbCH BpyqeHHe Bl13HTHOH KapToqKH: 
a) pyKorro)!(aTHeM; 

b) Bbl ,ZJ;OJI)!(Hbl Ha3BaTb CBOIO ¢aMHJI11IO; 
c) Hl13KHM IIOKJIOHOM. 

lfro 03HaqaeT Ha,ZJ;IIl1Cb «p.C.» Ha BH3HTHOH KapToqKe: 
a) rro3,n;paBrreH11e; 
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b) 6naro.napHOCTh; 
c) co6one3HOBamre. 

IT03.npamueJibHYJO Ha.nrrMCb Ha BM3MTHOH KaprnqKe .nenaioT: 

a) Ha o6opoTe; 
b) B JieBOM HM)I<HeM yrny; 
c) B rrpaBOM sepxHeM yrny. 

<DpaHIJ,y3CKOe CJIOBO «a-m1-cpyprneT» rrepeBO.LJ:MTC5I KaK: 
a) «Ha BMJIKy»; 
b) «Ha JIO)l{Ky»; 
c) «3BaHbIH y)l{MH ». 

ITpM cepBHpOBKe CTOJia OT OCHOBHOH rnpeJIKM HO)Kli KJia.nyT: 
a) crrpaBa ne3BMeM K HeH:; 
b) CJieBa Jie3BMeM K HeH:; 
c) crrpasa ne3BMeM OT Hee; 
d) CJieBa Jie3BMeM OT Hee. 

ITepe.n BaMM HeCKOJibKO HO)l{eH Ii BMJIOK. y Ka)KMTe, KaKMMH rrptt6opaMH Bbl BOCIIOJib3YeTeCb CHaqana: 
a) TeMM, lffO Jie)l{aT 6nmI<e K rnpem<e; 
b) TeMH, qTo Jie)l{aT .LJ:aJibllie OT TapeJIKM; 
c) I<or.na I<aK. 

YKa)lmTe, tITO rro.na10T K MJICHbIM 6n10.naM (6ttcprnTeKc, pocT6ttcp, rynmn) : 
a) 6enbre cyxtte BMHa; 
b) KpaCHbie cyxtte BMHa; 
C) JIMKepbI. 

YKa)KHTe, KaK 6epyT xne6 c o6rn:eH: rnpenKM: 
a) pyKoH:; 
b) BMJIKOH, KOTOpyID .nep)KaT B rrpaBOH pyKe; 
c) BMJIKOH, KOTOpyio .nep)l{aT B JieBOH pyKe. 

YKa)lmTe, KaK rro.nmoT 6n10.na c rapH11poM H )KapKoe: 
a) C JTO)KKOH H HO)KOM; 
b) C JTO)l<KOH H BMJTKOH; 
C) TOJlbKO C JTO)l{KOH. 

)l(ynbeHbI e.n:JIT c IIOMOW:bIO: 
a) HO)l{a Ii BMJIKM; 
b) MaJieHbKOH JTO)l{eqKM «MOKKO»; 
c) .necepTHOH JTO)KKM. 

CancpeTKY 3a CTOJTOM rrpMHJITo: 
a) IlOB5!3bIBaTb BOKpyr rneM; 
b) 3aCOBbIBaTb 3a BOpOTHHK; 
c) KJTaCTb Ha KOJTeHM. 

f pyrnH H JI6JTOKH e.n:JIT: 
a) c IlOMOW:bIO HO)l<a, pa3pe3aJI IIJTO.D: Ha HeCKOJlbKO qacTeH:; 
b) OTKYCbIBM OT uenoro IIJTO.Ua; 
c) OTKYCbIBM OT uenoro IIJTO.D:a, npe.n:BapHTeJibHO oq11cTHB ero OT KO)l<ypbI. 

ITo 3aBeprneHHH Tparre3bI BmIKy 11 HO)K cne.nyeT rronmKHTh: 
a) Ha CTOJI no o6e CTOpOHbl TapeJIKH; 
b) Ha rnpenKy napanneJibHO .npyr .npyry pyii:KaMH BrrpaBo; 
c) Ha rnpeJIKY KpecT-HaKpeCT. 

CoMeJTbe - :no: 
a) l.JeJIOBeK, KOTOpbIH Be.neT yqeT .D:BmKeHH5I HOMepHoro cl}OH.LJ:a fOCTHHHUbI; 
b) 3K30TMqecKoe 6n10.no; 

c) pa60THHK pecTopaHa, OTBeTCTBeHHbIH 3a nptto6peTeHHe, xpaHeHHe BHH H rrpe.LJ:CTaBJieHHe HX 
KJTHeHTy. 



33 

Bep6a.rrhHoe 06mem1e - 3TO: 

a) 06mem:1e c llOMOmbIO CJIOB; 

b) 6eccJIOBeCHbIH .neJIOBOH 5I3bIK; 

c) .z:i:enoBa5I rreperrHCKa c llOMOmbIO KOMllbIOTepHbIX rrporpaMM. 

YKa)J{HTe, .IJ:JI5I KaKoro THrra TeMrrepaMeHTa xapaKTepHbI qyBcTBO IOMopa, 06m1neJibHOCTh, ycToH:q1rnoe H 

)J(lf3Hepa.z:i:ocTHOe HaCTpOeHHe: 

a) xonepHK; 

b) caHrBHHHK; 

c) ¢nerMaT11K; 

d) MeJiaHXOJIHK. 

3KCTpaBepT - 3TO: 

a) THrr JIIJqHoCTH, opHeHTHpoBaHHbIH: BOBHYTPh HJIH Ha ce65I; 

b) He CKJIOHHbIH K pa3MbIIIIJieHH5IM, JII065ImHH: o6meHHe H )Klf3HeHHbie Y.IJ:OBOJibCTBH5I qeJIOBeK; 

c) pa6oTHHK o<J:>Hca, orneqaIOmHH: 3a rro.z:i:6op Ka.npoB. 

ITpHI1HCbIBaHHe rrpH5ITHOMY qeJIOBeKy CBOHX .IJ:OCTOHHCTB, a HerrpH5ITHOMY - CBOHX He.IJ:OCTaTKOB 

Ha3bIBaeTC5I: 

a) 3<J:><J:>eKTOM opeona; 

b) 3¢¢eKTOM rrpoeKIIHH; 

c) 3¢¢eKTOM yrrpe)J{.neHH5I. 

}l{ecT 3aKpbITOCTH rrp05IBJI5IeTC5I 06b1qHO B l103HIIHH: 

a) pyKH, cKpemeHHbie Ha rpy.z:i:H; 

b) pyKH Ha 6e.z:i:pax; 

c) pyKa, rro.z:i:.z:i:ep)J{HBaIOmM rro.z:i:6opo.noK. 

KoMrrpoMHcc - 3To: 

a) OTKpbITa5I 6opb6a 3a CBOH HHTepeChI; 

b) CTpeMJieHHe BbIHTH H3 KOH<i>JIHKTa, He perna5I ero; 

c) yperynHpOBaHHe pa3HOrnaCHH qepe3 B3aHMHbie ycTymrn. 

OxpaHa Tpy.z:i:a (OT) - 3TO: 

a) HayKa 0 KOM<J:>opTHOM H 6e3011acHOM B3aHMO.IJ:eHCTBHH qeJIOBeI<a c TexHoc<J:>epoH:; 

b) COCT05IHHe 3amHmeHHOCTH )J(lf3HeHHO BmKHbIX HHTepeCOB JIIJqHOCTH H o6mecTBa OT aBapHH: Ha 

orracHbIX rrpoH3BO.IJ:CTBeHHhIX o6neKTax H rrocne.ncTBHH YKa3aHHbIX aBapHH:; 

c) CHCTeMa opraHH3al!HOHHbIX MeporrpH5ITHH H TeXHIJqecKHX cpe.IJ:CTB, rrpe.IJ:OTBpamaIOmHx 

B03.IJ:eHCTBHe Ha pa60TaIOmHx orraCHbIX rrpOH3BO.IJ:CTBeHHbIX ¢aKTOpOB. 

Btt.IJ:bI HHCTPYKTa)J<eH: no oxpaHe Tpy.z:i:a: 

a) BBO.IJ:HbIH, rrepHO.IJ:IJqecKHH, TeKymHH:, ueneBoH:; 

b) BBO.IJ:HbIH, rrepnHqHbIH, llOBTOpHbIH, BHerrnaHOBbIH, ueneBoH:; 

c) BBO.IJ:HbIH, rrepHO.IJ:HqecKHH, BHerrnaHOBbIH. 

IToBTOpHbIH HHCTPYKTa)K rrpoBO.IJ:5IT: 

a) pa3 B 3 MeC5Il!a; 

b) pa3 B rronro.z:i:a; 

c) Ha ycMOTpeHHe a.nMHHHCTpal!HH, HO He pe)J<e I pa3a B ro.z:i:. 

YpoBeHb ocBemeHHOCTH rroMemeHH5I H3Mep5IIOT B: 

a) Ky6.M; 

b) MM pT. CT.; 

c) JIIOKcax (nK). 

y CJIOBH5I Tpy.z:i:a l10.IJ:Pa3.IJ:eJI5IIOTC5I Ha CJie.z:i:yiomHe KJiaCCbI: 

a) HOpMa.JibHbie, cpe.z:i:HeH: T5I)J(eCTH, T5I)J{eJihie; 

b) OIITHMa.JlbHbie, .z:i:orrycTHMbie, Bpe.IJ:Hbie, orraCHbie; 

c) 6narorrpH5ITHhie, He6narorrpH5ITHhie. 

Pa6oqHe CTOJibl B o<J:>ttce cne.z:i:yeT pa3MemaTb TaKHM o6pa30M, qrn6bI CBeT H3 OKOH rra.z:i:a.rr 

npeHMymecTBeHHO : 

a) crrpaBa; 



b) CJieBa; 

C) C3a,ZJJI. 

34 

3KpaH MOHHTOpa .ZJ:OJDKeH HaXO.ZJ:HTbC5I OT fJla3 IlOJih30BaTeJI5I Ha paccT05IHHH: 

a) 30-40cM; 
b) 60-70cM; 
c) 1 M. 

3proHOMHKa - :no: 
a) Hay1rna51 .ZJ:HCUHIIJIHHa, KOMTIJieKCHO H3)"IaIOII{a5I qerroBeKa B KOHKpeTHbIX ycJIOBH5IX ero 

.ri:e5ITeJihHOCTH c uerr110 o6ecneqeHH5I Ha.116orree 3cpcpeKTHBHoH: pa6onr, He co3.ri:a10Il{eH: yrp03hI 

.ZJ:JI5I 3.ZJ:Op0Bb5I qeJIOBeKa H BbITIOJIH5IeMOH npH MHHHMaJibHOH 3aTpaTe 6Horror11qecKHX pecypcoB; 
b) HayKa, H3)"IaIOII{a5I npOH3BO.ZJ:CTBeHHyIO cpe.ri:y c uerrbIO ee rapMOHH3aUHH, yrryqrueHH5I, y.ri:o6crna 

H KpaCOThI; 
c) cHcTeMa o6ecneqeHH5I 3.ZJ:OpOBh5I pa6orn1oll{HX B npouecce Tpy.ri:oBoH: .ri:e5ITerr1HocTH. 

KoHCTPYKUH5I KrraBHaTypI>r .ri:om1rna npe.ri:ycMaTpHBaTh onopHoe npHcnoco6rreHHe, no3BOJI5IIDII{ee 
H3Mep51Tb yrorr HaKJIOHa TIOBepXHOCTH KJiaBHaTypbI B npe.ri:errax: 

a) OT 0 .no 5 rpa.ri:ycoB; 
b) OT 5 .no 15 rpa.ri:ycoB; 
c) OT 45 .no 90 rpa.nycoB. 

IToMell{eHH5I, r.ri:e ycTaHoBrreHhI KOMTihIOTep11, .ri:omKHhr HMeT1: 
a) eCTeCTBeHHOe H HCKYCCTBeHHOe OCBell{eHHe; 
b) TOJibKO HCKyccrneHHOe OCBell{eHHe; 
c) TOJibKO ecTeCTBeHHOe OCBell{eHHe c B03MQ)KHOCTbIO 3alllTOpHBaHH5I. 

PaccT05IHHe Me)l<.ZJ:Y 601<0BbIMH noBepxHOCT5IMH BH.ZJ:eOMOHHTopoB .ZJ:OJI)l<HO coCTaBJI51Th: 
a) He Mettee 2 M; 
b) He MeHee 2,5 M; 
c) He MeHee 1,2 M. 

B noMell{eHH5IX, r.ri:e ycTaHoBrreHhI KOMTihIOTep11, BJia)1rna51 y6op1<a .ri:om1rna npoBO.ZJ.HTbC5I: 
a) pa3 B He.ri:err10; 
b) e)l<e.ri:HeBHO; 

c) O.ZJ:HH pa3 B 2 He.ri:errH. 

KpnTepnn IIoKaJaTeJin I>aJIJibI 

0-30% 2 6curna 

Korr11qecTBO 31-54% 3 6arrrra 

npaBHJibHbIXOTBeTOB 55-74% 4 6arrrra 

75-100% 5 6arrrron 

lITorosaH arrecTaQHH rrpoBO.LJ.HTC5I B cpopMe KBaJmcpHKa[(HOHHOro 3K3aMeHa. 

KBCUIHcpHKa[(HOHHhIH 3K3aMeH BKmoqaeT B ce65I rrpaKTHqecKyIO KBaJIHcpHKa[(HOHHYIO 

pa6oTy H rrpoBepKy TeopeT11qecKHX 3HaHHH. 3K3aMeHa[(HOHHhIH 611JieT COCTOHT 113 .LJ.BYX 

BorrpocoB: l .TeopeT11qecKoro Borrpoca; 2. Borrpoca, CB5!3aHHoro c Bbmo11Hem1eM 

rrpaKTHqecKOH KBaJmqrnKa[(HOHHOH pa60Tbl. 
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Ilepeqeub sonpocoB TeopeTuqecKoii qacTu KBaJiu<l>uKau;uo1-rnoro 3K3aMeua 

PeJynLTaTL106yqeuuH BonpocbI 

3uaHHH: l .KaKa51 poJib ceKpeTap51 B COBpeMeHHOH 

<l>yHKUIUI, 3a;::i:aqH, CTPYKTypa opraHH3a1(HH, cTpyKType yrrpaBnemrn H B qeM 3arrn10qaIOTC5I ero 

ee CB513H TllIIOBbie o6513aHHOCTH7 

ITpaBHJia B3aHMo;::i:eH:crnH51 c rrapTttepaMH, 2.0rrmntt:Te cpym<UHH ceKpernp51 Hero KaTeropHH. 

KJIHeHTaMH, cpe;::i:CTBaMH MaCCOBOH 3.0rrmIIHTe KBaJIHtj:>HKa1(HOHHbie H 

HHcpOpMa1(HH rrpocpeccHottanhHbie Tpe6oBaHH51 ceKpernp51: 

3THI<a ;::i:eJIOBOro o6meHH51 3HaHH51, yMeHH51. 

ITpaBHJia peqeBoro 3THKeTa 4.KaKHe ;::i:eJIOBbie Ka4eCTBa ;::i:omI<Hbl 6bITb 

Tpe6oBaHH51 oxpaHhI Tpy;::i:a rrpHCYiliH ceI<pernp10? 

ITpaBHJia 3ailiHThI KOHtj:>H;::i:eH1(HaJihHO:i1: 5.0xapaKTepH3YHTe JIHqHhie Kaqecrna ceKpernp51. 

cJiy)l(e6ttoH: HHcpopMaUHH lho BKJII04aeT B ce651 «,[(omI<HOCTHa51 

ITpaBHJia oprattH3aum:1 rrpHeMa rroceTHTeneH: HHCTpyK1(H51 ceKpeTap51»? 

ITpaBHJia ;::i:enoBoro o6mettH51 6.KaKoe ;::i:omKHO 6bITh TeXHHqec1<0e o6ecrreqettHe 

CTpyKTypa opramna1(HH H pacrrpe;::i:enettHe rrpHeMHOH ceKpeTap51? 

cpyttKUHH Me)l(;::i:y CTPYKTYPHhIMH 7. lho rro;::i:pa3YMeBaeTC51 rro;::i: 1rncpopMa1(HOHHhIM 

rro;::i:pa3;::i:eneHH5IMH H crre1(HaJIHCTaMH o6ecrreqettHeM B rrpHeMttoH: ceKpernp51? 

ITpaBHJia opraHH3a1(HH rrpHeMOB B ocp11ce 8.B qeM 3aKJII04aeTC51 3ailiHTa HHCp0pMa1(HH rrpH 

ITpaBHJia cepBHpOBKH qaH:ttoro (KocpeH:ttoro) pa6oTe c rroceTHTeJI51MH7 

CTOJia 9.LITO II0.1J:Pa3YMeBaeTC5I rro;::i: oprattma1(HOHHbIM 

ITpaBHJia rrptt:roTOBJieHH51 H rro;::i:aqH rop51qHx o6ecrreqettHeM rrpHeMttoH: ceKpernp51? 

HaIIHTKOB H 3aKycoK K HHM 1 O.OrrmnHTe octtoBHhie rrpHHUHIIhI oprattH3a1(HH 

3THKa ;::i:eJIOBOro o6meHH5I H IIJiaHHpoBaHH51 pa6oqero BpeMeHH 

ITpamrna peqeBoro 3THKeTa pyKoB0.1J:HTeJI51. 

Tpe6oBaHH51 oxpattbI Tpy;::i:a 11.KaKyio pOJib 3aHHMaeT ceKpeTapb B 

ITpaBHJia 3ailiHThI KottcpH;::i:ettUHaJihttoH: rro;::i:roTOBI<e BhICTyrrnettHH: pyKoB0.1J:HTeJI51? 

cJiy)l(e6ttoH: HttcpopMa1(HH 12.0rrmnHTe opraHH3a1(HIO pa6oThI H o6mHe 

ITpaBHJia peqeBoro 3THKern rrpaBHJia rrpHeMa rroceTHTeneH:. 

3THKa ;::i:eJIOBOro o6meHH51 13. OrrmnHTe cepBHCHbie cpyttKUHH ceKpernp51. 

Tpe6oBaHH51 oxpatthI Tpy;::i:a KaK11e BhI 3ttaeTe ocHOBHhie BH.lJ:hI ;::i:enoBoro 

ITpaBHJia 3ailiHThI KOHtj:>H;::i:eH1(HaJihHOH: o6meHH51? 

CJIY)Ke6HOH HHtj:>OpMa1(HH 14.Karrne 6bmarDT BH.lJ:hI o6pamettH:i1: rpa)!<;::i:att? 

CTpyKTypa oprattma1(HH H pacrrpe;::i:enettHe 15 .KaKHe 6bIBaIOT BH)J;bl COBemattHH:? 

cpyttK1(H:i1: Me)I<.lJ:Y CTPYKTYPHhIMH 16.KaKa51 ponh ceKpernp51 B o6cJiy)I<HBaHHH 

rro;::i:pa3;::i:eJieHH51MH H crre1(HaJIHCTaMH COBemaHHH H BO BpeM51 HX rrpoBe;::i:eHH51? 

YMeuuH: 17.0rrHIIIHTe OCHOBHbie Tpe60BaH1rn Be;::i:eHHIO H 

HcrroJib30BaTb TexttHqecKHe H rrporpaMMHhre ocpopMJieHHIO ;::i:oI<yMeHTOB COBemaHH51. 

cpe;::i:CTBa )J;JI51 rrpoBe;::i:eHH5I roJIOCOBOH HJIH 18.KaKa51 ponh ceKpernp51 B rro;::i:roTOBKe 

BH;::i:eo-KottcpepeH1(-CB513H KOMatt;::i:HpOBOK pyKOBO)J;HTeJI51? 

HcrroJib30BaTb cpe;::i:cTBa 19 .Ha30BHTe BH)J;bl H OCHOBHbie rrpaBHJia 

KOMMYHHI<a1(HOHHOH oprreXHHKH )J;JI51 CJIY)I<e6Horo TeJietj:>OHHOro o6meHH51. 

rronyqettH51 H rrepe;::i:aqH HttcpopMaUHH 20.l.Jrn ;::i:om1<ett ;::i:enaTb ceI<pernph B 

BecTH yqeTHbie perHcTpaUHOHHhie cpopMhI, KOHtj:>JIHKTHbIX CHTya1(H51X ( ero IIOBe;::i:ettHe )? 

HCIIOJib30BaTb HX )J;JI5I HHtj:>OpMa1(HOHHOH 21. l.J TO IIOHHMaeTC51 rro;::i: IIOH51THeM 3THqeCI<He 

pa60Tbl OCHOBbl B3aHMOOTHOIIIeHHH Me)I<.lJ:Y ceI<peTapeM H 

y CTaHaBJIHBaTb I<OHTaKT c co6ece;::i:tt11I<OM, coTpy;::i:ttHI<aMH? 

rro;::i:;::i:ep)I<HBaTb H pa3BHBaTb ;::i:eJIOBYIO 6ece;::i:y 22.l.JTO IIOHHMaeTC51 rro;::i: IIOH51THeM 3TH4ecrrne 

B rrpouecce TenecpoHHhIX rreperoBopoB OCHOBbl B3aHMOOTHOIIIeHHH Me)l<.lJ:Y ceI<pernpeM H 

CrJia)l(HBaTh I<OHtj:>JIHI<THhre H CJIO)l<Hhre pyI<oBO.lJ:HTeJieM? 



CHTyau1rn: Me)KJrnqHOCTHOrO B3aHMO,lJ;eHCTBH5I 

Co6mo.n;aTb cny)l(e6HbIH 3THKeT 
06maTbC5I c noceTHTeJI5IMH 
I1cnOJib30BaTb ycTaHOBJieHHbie npaBHJia H 
npoue.n:ypb1 KOMMYHHKau;1111 BHYTPH 
opraHH3aUHH 
BecTH yqeTHbie cpopMbI, 11cnoJib30BaTb HX 
,lJ;JI5I pa60Tbl 
C03.n;aBaTb noJIO)l(HTeJibHbIH HMH.D::>I< 
opraHH3aUHH 
ITpHHHMaTb MepbI no pa3perneHHIO 
KOHcpJIHKTHbIX CHTyau;HH 
ITpHMemITb HHcpopMau;110HHO­
KOMMYHHKau;110HHbie TexHonorHH 
06ecneq11BaTb KOHcpH.n;eHUHaJibHOCTb 
HHcpOpMau;1m 
CocrnBJI5ITb H BeCTH yqeTHbie .n;oKyMeHTbI 
I1pHMeH5ITb cpe.n;cTBa KOMMYHHKaUHH .D:JI5I 
nepe.n;aq11 nopyqeHHH pyKOBO.D:HTeJI5I H 
coTpy.n;HHKOB opraHH3aUHH 
I1pHMeH5ITb COBpeMeHHbie cpe.n;CTBa c6opa, 
o6pa60TKH H nepe.n;aq11 HHcpopMaUHH 
Ou;eHHBaTb pe3yJibTaTbI B paMKax 
nocTaBJieHHbIX 3a.n;aq 
Ocymecrnn5!Tb KOHTponb 11cnonHeHH5I 

nopyqett11H: pyKoBO.D:HTeJI5I coTpy.n;H11KaM11 
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23.0nHIIIHTe o65!3aHHOCTH ce1<pernp5I no pa6oTe c 

.D:OKyMeHTaMH. 

241.JTO noHHMaeTC5I no.n: nOH5ITHeM pa6oqee BpeM5I 

H BpeM5I OT,lJ;bIXa? 

25.KaKHe Bl1.D:bI Tpy.n;oBoro .n:oroBopa Bbl 3HaeTe? 

OnHIIIHTe co.n:ep)KaHHe Tpy.n;oBoro .n:oroBopa. 

Ilepeqenh 3a_uauuii: npaKTnqecKoii qacTn KBaJJncl>nKau;nouuoro 3K3aMeua 

Pe3ynhTaTh106yqeuuH 3ati;aHHH 
3HaHHH: 3a.n;att11e 1. CocTaBbTe H ocpopM11Te npHKa3bI 
<l>yHKUHH, 3a.n;aq11, CTPYKTypa opratt113au;1111, ee no ocHOBttoH: .n;e5ITeJibHOCT11, 11 .n:pyr11e 
CB5!3H pacnop51.n;11TeJibHbie .n;oKyMeHTbI, 
ITpaBHJia B3aHMo.n;eH:crnH5I c napTHepaM11, 

Heo6xo.n;HMbie B .n;aHHbIX ynpaBJieHqec1rnx 
KJIHeHTaMH, cpe.n:crnaMH MaCCOBOH 11HcpOpMaU11H 
3THKa .n;eJIOBOro o6meHl15I CHTyau;H5IX. 

ITpaB11na peqeBoro 3THKeTa 3a.n;att11e 2. CocrnBbTe 11 ocpopMHTe 

Tpe6oBaHH5.l oxpaHbI Tpy.n:a CJIY)Ke6Hble nl1CbMa. 

ITpaBHJia 3all{HTbI KOHcpn.n;ettu;HanbHOH: 3a.n;att11e 3. CocrnBbTe TenecpottorpaMMbI, 
CJIY:>I<e6HOH HHcpopMaUHH Heo6xo.n;HMbie B cne.n:y10m11x 
ITpaBHJia opraHH3au;1111 npHeMa noceTHTeneH: ynpaBJieHqec1<11x CHTyau;115IX. 
ITpaBHJia .n:enoBoro 06meH115I 

3a.n;aH11e 4. CocrnBbTe 11 ocpopMHTe 
CTpy1<Typa opraHH3aUHH H pacnpe.n:eneH11e 
cpyHKUHH Me:>I<.D:Y CTPYKTYPHbIMl1 TenerpaMMbI, tteo6xo.n;11Mb1e B .n;aHHbIX 

no.n;pa3.n;eneHl15IMl1 H cneu;HaJil1CTaM11 ynpaBJieHqec1<11x c11Tyau;115IX. 

ITpaBHJia opraHH3au;n11 np11eMoB B ocp11ce 3a.n;aHHe 5. CocrnBbTe 11 ocpopM11Te 
ITpaB11na cepBHpOBKH qaH:Horo (1<ocpeH:ttoro) .D:OKJia,lJ;Hbie, 11 o6b5.ICHl1TeJibHbie 3anHCKH, 
CTOJia Heo6xo.n;HMbie B cne.n:y10m11x 
ITpaB11na npHroTOBJieHH5I H no.n;aq11 rop51q11x 

ynpaBJieHqec1<11x c11Tyau;11.s:ix. 



HaIUITKOB H 3aKycoK K HHM 

3THKa .ueJIOBOfO o6rn:eHH51 

ITpaBHJia pelleBoro 3THKern 

Tpe6oBaHH51 oxpaHhI Tpy.ua 

ITpaBHJia 3aIUHThI KOHqrn.ueHUHaJihHOH 

CJiy)l{e6HOH HHcpopMaUHH 

ITpaB11na pelleBoro 3THKeTa 

3THKa .ueJIOBOro o6rn:eHH51 

Tpe60BaHH51 oxpaHhI Tpy.ua 

ITpaBHJia 3aIUHThI KOHcp11.ueHUHaJihHOH 

CJiy)l{e6HOH HHcpOpMaUHH 

CTpyKTypa opraHH3au1111 H pacITpe.ueneHHe 

cpyHKUHH Me)K.UY CTPYKTYPHhIMH 

ITO.Upa3.ueneHH51MH H CITeUHaJIHCTaMH 

YMe1-mn: 
I1cITOJih30BaTh TeXHH'leCKHe 11 ITporpaMMHhie 

cpe.ucrna .UJI51 ITpOBe,UeHH51 fOJIOCOBOH HJIH BH,Ueo­

KOHcpepeHU-CB513H 

l'lcITOJih30BaTh cpe.ucrna KOMMYHHKaUHOHHOH 

oprrexHHKH .UJIJI ITOJiy'leHHJI 11 ITepe.uaq11 

11HcpopMau1m 

BecTH yc1eTHhre pernCTpau110HHhie cpopMhI, 

11CITOJih30BaTh HX .UJI51 HHcpopMaUHOHHOH pa60ThI 

y CTaHaBJIHBaTh KOHTaKT c co6ece,nHHKOM, 

ITO,U,Uep)KHBaTh H pa3BHBaTh .uenoByIO 6ece.uy B 

ITpouecce TenecpoHHhIX ITeperoBopoB 

Crna)l{HBaTh KOHcpJIHKTHhie 11 cJIO)l{Hhie c11Tyau1111 

Me)l<JIH'lHOCTHOfO B3aHMO,UeHCTBH51 

Co6mo.uaTh cny)l{e6HhIH 3THKeT 

06rn:aThC51 c ITOCeTHTeJIJIMH 

.I1CITOJih30BaTh ycTaHOBJieHHhie ITpaBHJia H 

ITpoue.uyphI KOMMYHHKau1111 BHYTPH opraHH3au1111 

BeCTH yqeTHhie cpopMhI, HCITOJ1h30BaTh HX .UJI51 

pa60Thl 

C03.UaBaTh ITOJIO)KHTeJihHhIH HMH.U)K opraHH3aUHH 

ITpHHHMaTh MephI ITO pa3perneHmD 

KOHCpJIHKTHhIX CHTyau11H: 

ITp11MeHJITh HHcpopMau110HHO­

KOMMYHHKau110HHhie TeXHOJIOfHH 

06ecrre'1HBaTh KOHcpH,UeHUHaJihHOCTh 

HHcpopMaUHH 

CoCTaBJIJITh 11 BeCTH ~eTHhie ,n:oKyMeHThI 

ITp11MeHJITh cpe,n:crna KOMMYHHKau1111 ,n:JIJI 

ITepe,n:aq11 ITOpyqeHHH pyKOBO)l;HTeJI51 H 

coTpy.UHHKOB opraHH3aUHH 

ITp11MeHJITh coBpeMeHHhie cpe,n:crna c6opa, 

o6pa6oTKH 11 ITepe,n:aq11 HHcpopMau1111 

OueHHBaTh pe3ynhTaThI B paMKax ITOCTaBJieHHhIX 

3a,naq 

OcymecTBJIJITh KOHTpOJih HCITOJIHeHHJI 

ITopyqeHHH PYKOBO,n:HTeJIJI coTpy.UHHKaMH 
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3a.uaHHe 6. CocrnBhTe H ocpopMHTe 

ITpOTOKOJihI, Heo6xo,n:HMhie B cne,n:yIOIUHX 

yITpaBJieH'leCKHX CHTyaUH51X. 

3a,n:aH11e 7. CocrnBhTe 11 ocpopMHTe aKThI. 

3a,n:aHHe 8. CocrnBhTe 11 ocpopMHTe cITpaBKH 

ITO Jil1'1HOMY COCTaBy, Heo6xo,n:HMhie B 

,n:aHHhIX yITpaBJieH'IeCKHX CHTyaUH51X. 

3a.naHHe 9. CocrnBhTe 11 ocpopMHTe ITpHKa3hI 

ITO JIH'l:HOMY COCTaBy' Heo6xo,n:HMhie B 

,n:aHHhIX yITpaBJieH'l:eCKHX CHTyaUH51X. 

3a,n:aHHe 10. Pa36op ITpaKTH'leCKHX c11Tyau11:H 
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3aaauue 1. CocTaBhTe u ocl>0pMuTe npuKa3bI no ocuosuoii aeHTeJibHOCTH, u a pyrue 
pacnopHauTeJihHhie aoKyMeHTbI, ueo6xoauMb1e B aauubIX ynpasJieuqecKux cuTyau:uHx. 

CuTyau:uH 1. 
Ha MocKOBCKOM KoMfornaTe no rrpomso.ncTBy MY3hIKaJihHhIX 11HCTpyMeHTOB 11 Me6errn 

(rocy.napcTBeHHOe rrpe.nrrpm1T11e), KOTOphIH BX0.[(11T B Komi:epH ITO pa3pa6oTI<e 11 rrp0113BO.[(CTBY 
npo.nyKu.1111 MY3hIKaJihHOH rrpoMhmrneHHOCTl1 (POCMY3ITPOM), .ne:HcrnyeT I1onm1<eH11e o 
rrpeM11posaH1111 pyKoso.n11Tene:H u.exos, oT.nenos 11 cJiy)!(6, yrnep)!(.[(eHHoe 05.01.2018 N2 27. 

12 arrpem1 TeKymero ro.na .n11peKTOp KOM611HaTa B.M.Jiap110HOB rropy•rnJI HaqaJihHl1KY OT.[(eJia 
Tpy.na 11 3apa60THOH nnaThI MapKosy H.f. paccq11TaTh pa3Mep rrpeM1111 pyKoso.n11TeJ15IM oT.nenos, u.exos 
11 CJiy)!(6 KOM611HaTa ITO 11TOraM pa60Thl 3a nepBhIH KBapTaJI K 15 arrpeJI51, a rnaBHOMY 6yxraJITepy 
KOM611HaTa TpOlllHHOH C.f. - opraH1130BaTh BhIIIJiaTy rrpeMl111 K 20 anpeJI51 TeKyll(ero ro.[(a. 

HaqaJihHl1K rrnaHOB0-3KOHOM11qecKoro oT.nena Marneesa C.H. 11 rnaBHhIH 6yxranTep Tpounn-ra 
C.f. 3aBl1311pOBaJil1 IIpOeKT IIp11Ka3a .[(11peKTOpa KOM611HaTa. 

CuTyau:uH 2. 
A.H.lll11nos, rrpe.nce.naTeJih Pocc11:HcKoro areHTCTBa Me)l<.[(yHapo.nHoro coTpy.nmrqecrna 11 

pa3Bl1Tl151 (rocy.napcrneHHa51 opraH113aIJ.1151 np11 I1pas11TeJihCTBe Pct>), 24 cpespan51 TeKymero ro.na 
nopyi;mn cTpyKTYPHhIM rro.npa3.neneHl151M areHTCTBa coBMeCTHO c npe.ncrns11TeJIJ1M11 focr<oM11Mymecrna 
Pocc1111 I< 10 anpen51 no.nroTOBl1Th rrpoeKT rrporpaMMhI rrp11BneqeH115I 1rnocTpaHHhIX HHBeCTHU.11H I< 

npou.eccy aKU.110H11pOBaHl151 rocy.napcrneHHhIX rrpe.nnp1151THH. I1opyqeH11e 6hIJIO .[(aHO BO 11CIIOJIHeHHe 
nocTaHOBJieH115I I1pas11TeJihCTBa Pct> OT 24 cpespan51 TeKymero ro.na N2 246 f nasHoMy ynpasneHmo 
OTpacJieBhIX IrnBeCT11U.110HHhIX nporpaMM, fnaBHOMY .[(OfOBOpHo-rrpaBOBOMY yrrpaBJieHl1IO 11 fnaBHOMY 
ynpasJieHl1IO CTpaTermr 11 l1HBeCT11pOBaHl151. 

ITpoeKT np11Ka3a npe.nce.naTeJIJI areHTCTBa 6hrn 3as11311posaH ero rrepBhIM 3aMeCTHTeJieM 
,n:.H.<l>e.nopOBhIM 11 HaqaJihHl1KOM fnaBHOro .[(OfOBOpHo-npaBOBOro ynpaBJieH1151 I1.B.l1Jihl1HhIM. 
KoHTpOJih 3a l1CIIOJIHeH11eM rrp11Ka3a 6hIJI B03JIO)I<eH Ha ,n:.H.<l>e.noposa. 

CuTyau:uH 3 . 
.ZJ:11peKTop 000 «Meqrn» I1on51KOB B.M. 10 oKrn6p51 TeKymero ro.na 113.nan rrp111<a3 o 

npose.neHl111 IrnBeHTapmau.1111 TOBapHo-MaTep11aJihHhIX u.eHHOCTe:H Ha CKJia.[(e npe.nrrp1151TH51. OH 
Ha3Haq11n KOM11cc1110 rro.n rrpe.nce.naTeJihCTBOM KOMMepqecKoro .n11peKTopa 3onoTapesa E.11. B cocrnB 
KOMl1CCHH sornn11 rnaBHhIH 6yxranTep BoJIO.[(HHa E.H. 11 6yxraJITep I1saHosa B.C. B rrpH1<a3e farno 
rropyqeHO npe.[(CTaBl1Th Ha yrnep)!(.[(eH11e .[(OKyMeHThl CKJia.[(CKOro yqern (no COCT051Hl1IO Ha 1 OKT516p51) H 
oTqeThI 06 OCTaTKax TOBapHO-MaTep11aJihHhIX u.eHHOCTe:H (no COCT051Hl1IO Ha 10 OKrn6p51) K 15 OKrn6p51. 

ITpoeKT rrpHKa3a 6hrn 3aBH311posaH 3KOHOMl1CTOM npe.nnp115ITl15I M11T11Ho:H 0.A. 

CuTyau:uH 4. 
c u.eJihlO rrp11BJieqeH1151 cpe.[(CTB .[(Jl51 o6ecneqeHl151 rrp0113BO.[(CTBeHHOH .[(e51TeJihHOCTl1 

reHepaJihHhIH .[(HpeKTop 000 «TeXH11Ka» (r.KypcK) CoKOJIOB o.r. 20 ceHrn6p51 Ter<ymero ro.na 113.[(aJI 
npHKa3 0 C03.[(aHl111 KOMMepqecKoro OT.[(eJia B COCTaBe 3 llITaTHhIX e.[(HH11U.: I<OMMepqec1<0ro .n11pe1<Topa -
1, se.nymero cneu.11aJI11crn - 1, cneu.HanHcTa - 1. fnasHoMy 6yxranTepy npe.nrrp115ITl15I f op51t.1esy f .A. 
6hIJIO rropyqeHO rrpe.[(CTaBHTh Ha yrnep)I<.[(eHHe HOBOe llITaTHOe pacn11caH11e npe.nrrp1151TH51 Ha 4 I<BapTaJI 
Ter<ymero ro.na I< 1 OKrn6p51. KoMMepqecJ<OMY .[(HpeKTOpy I1rnaTheBy T.H., KOTOphIH 3aBH311pOBaJI 
rrpoer<T rrp11Ka3a, npe.nrr11caHo 3aKOHql1Th KOMIIJieKTOBaHHe OT.[(eJia Ka.npaMl1 c BhICllIHM 3KOHOM11qec1<11M 
o6pa30BaHHeM K 10 OKrn6p51. 

CuTyau:uH 5 . 
.lJ:Hper<TOp 000 «K0Hsepc11J1» Tpocp11MoB O.ID. 7 arrpen51 Ter<ymero ro.na 113.[(aJI rrpHI<a3 06 

yrnep)!(.neH1111 I10Jio)l<eH115I o rrop51.[(Ke pacqernn 3a OI<a3aH11e 11HcpopMau.110HHhIX ycnyr. IOp11cr<oHcynhTY 
no cpHHattcono-xo351J1crneHHhIM sorrpocaM Mopo3osy B.IT. 11 ceKpernp10-pecpepeHTY .ZJ:51rnneso:H E.A. 
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6bIJ10 nopyqeHo K 10 anpemr pa3pa6ornTh TllnOBbie cpopMbI ;::i:oroBopoB 06 OKa3aHllll pa31mqHbIX BllJJ:OB 

llHcpopMa:l(llOHHbIX ycJiyr ll CTporo KOHTp01IllpOBaTb llX npnMeHeHlle B ;::i:e5ITeJibHOCTll npe;::i:npll5!Tll5I. 

0TBeTCTBeHHOCTb 3a ll3fOTOBJieHlle, yqeT ll coxpaHHOCTb 6JiaHKOB ):{OfOBOpOB B03JIO)KeHa Ha L(5IrllJieBy 

E.A. , KOTopa5I BMecTe c IOpllCKOHCYJibTOM 3aBll3llpOBaJia npoeKT npHKa3a. 

CuTyau;m1 6. 
,ZJ;npeKTop peMOHTH0-3KCnJiyarnu;noHHoro MyHnu;nnaJibHoro ynpaBJieHH5I N2 15 3oToB 11. T. 5 

OKrn6p5I TeKymero ro;::i:a ll3):{aJI npllKa.3 0 no;::i:roTOBKe K y6opKe TeppllTOplltt B 3llMHllH nepllO):{ TeKymero 

ro;::i:a. f JiaBHbIH: llH)KeHep HnKoJiaeB E.B. K 15 oKrn6p5I ;::i:omI<eH npoBeCTll 3aKpenJieHne y6npaeMbIX 

TeppnrnpnH: 3a TeXHllKaMll-CMOTpllTeJI5IMll ll ):{BOpHllKaMll, COCTaBllTb rpacpllK JJ:BYXCMeHHOH pa60Tbl no 

y6opKe TpoTyapoB n ;::i:BopoBhIX TeppnrnpnH:, pa3pa6ornTb H cornacoBaTb B npecpeKType OKpyra nJiaH 

y6opKll TeppnrnpnH: c npllBJieqei-meM JIIO):{ett ll TeXHllKll Be):{OMCTBeHHbIX npe;::i:npll5ITllH, 

pacnoJIO)J{eHHbIX Ha TeppllTOpllll OKpyra. 

ITpnKa.3 n3;::i:aH Ha ocHoBaHllll nocrnHOBJieHll5I ITpaBnTeJibCTBa MocI<BbI OT 8 ceHrn6p5I TeKymero 

ro;::i:a N2 908 «0 roTOBHOCTll cJiy)K6 ropo;::i:cKoro X035IH:crna K y6opKe TeppnrnpnH: r.MocI<BbI B 3HMHlltt 

nepno;::i:». 

CuTyau;uH 7. 
OT;::i:eJioM opraHn3au;noHHOH H Ka;::i:poBoH: pa6oTbI YnpaBJieHll5I MnHHCTepcrna IOCTllIJ;HH P<D no 

Pecny6JillKe KapeJill5I B KOHIJ;e KaJieH;::i:apHoro ro;::i:a 6brna COCTaBJieHa HOMeHKJiaTypa ;::i:eJI Ha CJie;::i:yIOIIJ;llH 

KaJieH;::i:apHbIH ro;::i:. 27 ;::i:eKa6p5I TeKymero ro;::i:a HaqaJibHllKOM YnpaBJieHH5I T.IT. l1rnaTbeBoH: 6hrn ll3):{aH 

H no;::i:nncaH npHKa.3 06 yrnep)J<):{eHllll n BBe;::i:eHllll B ;::i:eH:crnne HOMeHKJiaTypbI ;::i:eJI c 1 5IHBap5I 

cJie;::i:yIOmero ro;::i:a. PyKoBo;::i:nTeJI5IM cTpyKTYPHhIX no;::i:pa3;::i:eJieHnH: npHKa30M npe;::i:nncbrnanoch 

cpopMllpOBaHlle, llCnOJib30BaHlle ll xpaHeHlle ;::i:eJI B COOTBeTCTBlllf c pa3pa6ornHHOH HOMeHKJiaTypoH: ;::i:eJI. 

KoHTpOJib 3a ncnoJIHeHneM npHKa3a 6hrn B03JIO)KeH Ha HaqaJibHHKa oT;::i:eJia oprattn3au;noHHOH n 

Ka;::i:poBoH: pa6oTbI XIOHHHHeHa A.B. 

CuTyau;uH 8. 
PyKOBO):{llTeJieM KoMHTern no 3eMeJibHbIM pecypcaM ll 3eMJieycTpoH:crny no PK <De;::i:epaJibHOH 

cJiy)K6bI 3eMeJibHoro Ka;::i:acTpa Poccnn A.T. Kott;::i:paIIIOBbIM 1 Ho5!6p5I TeKymero ro;::i:a 6brn H3JJ:aH npHKa.3 

o BBe;::i:eHllll yHncpnu;npoBaHHbIX cpopM nepBwrnoH: yqeTHoH: JJ:OKYMettrnu;nn no yqeTy Ka;::i:poB. ITpllKa.3 

If3):{aBaJIC5I B COOTBeTCTBllll c nocTaHOBJieHlleM f ocy;::i:apCTBeHHOro KOMllTeTa no CTaTHCTllKe OT 

06.04.2001 N2 26 «06 yrnep)KJJ:eHllll yHncpnu;npoBaHHbIX cpopM nepBnqttoH: yqeTHoH: JJ:OKYMeHrnu;nn no 
yqeTy Tpy;::i:a n ero onJiaTbI» n c u;eJibIO co3;::i:aHll5I B KoMnTeTe e;::i:HttoH: cncTeMhI 1<a;::i:poBoH: 

):{OKyMeHTaIJ;lllf. I1pHKa30M BBO):{llJillCb B ;::i:eH:CTB.He c 1 H05!6p5I TeKymero ro;::i:a BCe YHllcpllD;llpOBaHHbie 

cpopMbI, BOIIIe;::i:IIIne B AJib6oM Y<D,ZJ;, yrnep)KJJ:eHHbIH: BbIIIIeyKa3aHHbIM nocrnHOBJieHneM. 

ITpoeKT npllKa3a 3aBll3HpOBaJIH IOpHCKOHCYJibT TnmeHKO 11.A., nHcneKTop oT;::i:eJia Ka;::i:poB 

)KyKOBa T.IT. 

CuTyau;uH 9. 
f JiaBa Pecny6JIHKll KapeJill5I C.JI. KarnttaH;::i:oB 8 Ma5I TeKymero ro;::i:a ll3JJ:aJI pacnop5I)KeHne, B 

KOTopoM l1HCTllTYTY 6noJiornH KapeJihCKoro Hayqttoro u;ettTpa PoccnH:cKoH: ai<a;::i:eMllH ttayK 6hrno 

npe):{JIO)KeHO pa3pa6ornTb nJiaH ):{aJibHettlllllX ;::i:eH:CTBHH no coxpaHeHmO KpynHettIIIeH: B EBpone CTOHHKH 

MnrpHpyIOmnx nTnu;, ;::i:pyrnx npnpo;::i:HbIX o6oeKTOB Me)J<JJ:yHapo;::i:Horo 3HaqeHll5I Ha TeppnrnpnH 

pecny6JillKll KapeJill5I, a TaK )Ke BKJIIOqllTb B nJiaH ;::i:eH:CTBllH no;::i:roTOBKY Me)K):{yHapo;::i:HbIX MeponpirnTHH 

no pa3BHTHIO peMeceJI, Typtt3Ma B ceJibCKHX HaceJieHHbIX nyHKTax, HMeIOIIJ;llX o6oeKTbI 

Me)J{;::i:yHapo;::i:Horo 3HaqeHtt5I. 

ITo;::i:roTOBKa llHcpopMau;tttt o BbIIlOJIHeHtttt pacnop5I)J<eHtt5I B03Jiaranacb Ha MHHHCTepcTBO 

ceJibCKoro X035IH:crna tt npo;::i:oBOJibCTBH5I PK. 

Pacnop5I)KeHtte 6hrno tt3;::i:aHo B u;eJIHX BbIIlOJIHeHttH Me)J<rocy;::i:apcTBeHHbIX I<OHBeHu;ttH: no 

coxpaHeHHIO no coxpaHeHHIO 6ttOJIOrttqecKoro pa3H006pa3ll5!, Ha OCHOBaHHll pe3yJibTaTOB 
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Me)KLJ:yHapo,n:Horo rrpoeKTa, ocymecrnrreHHOfO fYCIT «ITJieMeHHOe X035IHCTBO «l1JibHHCKOe» 

OrroHeU:KOro paH:oHa. 
PacITop5I)KeHHe ocpopMrreHo Ha 6rraHKe c mo6pa)l<em1eM rep6a pecITy6mIKH KaperrH5I, a TaK)Ke c 

YKa3aHHeM HaHMeHoBaHH5I rocy,napcTBa, cy6oeKTa cI>e,nepau:11n H HanMeHoBaHH5I .nomKHOCTH 

pyK0Bo,n11TeJI5I cy6oeKTa. 

CttTyau,Hn 10. 
3aMeCTHTerr1 .nnpeKTopa 000 «3rnrroH» (3aperncTpHpOBaHo B r.BopoHe)I<) IT.11. A6paMOB 1 

,neKa6p5I TeKymero ro.na m.narr YKa3aHH:e 0 rpaqmKe OTITYCKOB Ha crre,nyIOll(HH KaJieH.napHbIH ro.n, 

cornacHo KOTOpoMy pyKoBo,nnTeJIH CTPYKTYPHhIX ITO,npa3,nerreHHH LJ:OJI)l(HhI ITpe,ncTaBHTh B OT,nerr Ka,npoB 

CITHCKH coTpy,nHHKOB c YKa3aHHeM ITpe,nITorraraeMoro cpoKa oqepe,n:Horo OTITycKa B crre.ny10meM 

KaJieH,napHOM ro,ny. CpoK rrpe.ncrnBrreHH5I CITHCKOB - 10 ,neKa6p5I TeKymero ro,na. OT,nerry Ka,npoB 

YKa3aHH:eM ITpe,nITHCbIBaeTC5I COCTaBHTh CBOLJ:HhIH rpacpHK OTITYCKOB pa60THHKOB 000 Ha crre,nyIOll(HH 

KaJieH,napHhIH ro.n n ITepe,naTh ero B .n11peKU:HIO Ha yrnep)1<,neH11e. OrneTcTBeHHhIM 3a cocrnBrreHHe 

rpacpnKa Ha3HaqeH HaqaJihHHK oT,nerra Ka,npoB ITaHKpaTOBa O.IO. CpoK ITpe.ncrnBrreHH5I rpacpnKa - 20 
,neKa6p5I TeKyiu:ero ro,na. 

YKa3aHne 61rno 3aBH3HpoBaHo HaqaJihHHKOM oT,nerra Ka,npoB, rrraBHhIM 6yxraJITepoM, 

IOpHCKOHCYJihTOM. 

CttTyau,Hn 11. 
,z:i:11peKTOp 000 «3TaJIOH» (3aperncTpHpoBaHo B r.HoBropo.n) JL6. IToIToB 12 cpeBpaJI5I TeKyiu:ero 

ro.na 113,narr pacITop5!)1<em1e o ITpoBe,neHHH peMOHTHhIX pa6oT B u:exe N2 3 B CB5!3H c aBapHHHhIM 

COCT05IHHeM OTOITHTeJibHOH CHCTeMhI u:exa. PacITOp5I)I<eHHeM ITpe,nITHChIBaJIOCh ITpOBe,neHHe peMOHTHhIX 

pa6oT B YKa3aHHOM u:exe, 3a qTo OTBeTCTBeHHhIM 61rn Ha3HaqeH HaqaJihHHK peMOHTHO-TexH11qecKoH: 

crry)1<6h1 MaKapoB ,z:i:.11. CpoK BhIIIOJIHeHH5I Bcex pa6oT - 15 cpeBpaJI5I TeKyiu:ero ro.na. 

Ocyiu:ecTBJieHne KOHTporr5I 3a ITpoBe,neHHeM peMOHTHhIX pa6oT B03rraraJioc1 Ha HaqaJihHHKa u:exa 

N2 3 AHTOHOBa IO.B. 
PacITOp5I)KeHH:e 61rno 3aBH3HpOBaHO HaqarrhHHKOM peMOHTHO-TeXHH:qecKOH crrr1<611 MaKapOBhIM 

,U.11. 11 HaqaJihHHKOM u:exa N2 3 AHTOHOBhIM IO.B., 3aMeCTHTerreM .n11peKTopa IT.11. A6paMOBhIM. 

CttTyau,Hn 12. 
3aMeCTHTerr1 ITpe.nce,naTeJI5I ITpe3HLJ:HYMa Kaperr1cKoro HayqHoro u:eHTpa PoccnH:c1<0H: AKa,neMHH 

Hay1< A.B. KypHHHOH 15 MM TeI<yiu:ero ro.na H3.IJ:aJI H ITOLJ:ITHCaJI pacITop5I)KeH11e 06 yqacTHH B 

o6iu:eropo,ncKOM cy66oTHHKe. 06iu:eropo,ncKOH cy660THHK ITO y6opKe ropo.na ITOLJ: ,neBH30M «Jlro6HMOMY 

ropo.ny - .nocrnH:HyIO q11cTOTy» rrp0Bo,n11rrc5I A,nMHHHCTpau:11eH: r.ITeTpo3aBo,ncKa 18 Ma5I TeKyiu:ero ro,na. 

PacITop5I)KeHHeM rrpe,nIT11c1maJioc1 HHCTHTYTaM H ITo,npa3,nerreHH5IM ITPH ITpe3HLJ:HYMe KapHU 

P AH ITpHH5ITh yqacTHe B o6meropo,ncKoM cy66oTHHI<e Ha ITp11rrera10iu:nx K UeHTPY TeppnrnpH5IX H B 

ITpOH3BOLJ:CTBeHHhIX ITOMell(eHH5IX. OpraHH3aU:H5I pa60ThI ITO y6opKe TeppHTOpHH B03JiaraJiaCb Ha 

HaqaJihHHKa AXO B .IT. MapKoBy H 3aMeCTHTerreH: .n11peKTOpoB HHCTHTYTOB ITO o6ll(HM BOITpocaM. 

Haqarr1HHKY aBTOX035IHCTBa O.B. Py6aHoBy ITpe,nIT11c1marroc1 BhI,nerrHTh aBTOTpaHCITOpT ,nrr5I BhIB03KH 

Mycopa. l1cITOJIHHTerr1 pacITOp5I)KeHH5I OKaT1eBa C .E. 

3aJJ,autte 2. CocTaBhTe H o<jJOpMHTe cJiyme6ub1e IIHChMa. 

CuTyau,Hn 1. 
,UeITapTaMeHT ITO.n,nep)l<KH H pa3BHTH5I MaJIOro ITpe,nITpHHHMaTeJihCTBa ITHChMOM 3a ITOLJ:ITHChIO 

3aM.,n:HpeKTopa ,neITaprnMeHTa CBepqKoBa A.B . yBe,noMHJI pyKoBo,ncrno .neTcKoro ca.na N2 1586 o TOM, 

qTo B CB5!3H c pa3BHTHeM ITpe,nITpHHHMaTeJibCTBa 3,naHH:e ,neTCKOro ca.na .nom1rno 6bITh ITepe.naHO LJ:JI5I 

TexH11qecKHX HY)l<LJ: ,neITapTaMeHTa. 

l1cITOJIHHTerreM Bacnrr1eBotl: ITO ITopyi:reHHIO .n11peKTopa ,neTcKoro ca.na N2 15 86 IOro-3aITa,n:Horo 

oKpy)l<HOro yITpaBrreHH5I o6pa3oBaHH5I r.MocI<BhI, pacITorrmI<eHHOro Ha ITpocITeKTe MnqypHHCKOM, ,noM 

22 r .MocKBhI, 61rno COCTaBJieHO ITHChMO, a.npecoBaHHOe OT,nerry ITHCeM M3pHH MocKBhI ITO a.npecy: 
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r.MocKBa, yn.TBepcKrur, 13, B KOTopoM ;::i;i1peKTOp .n:eTcKoro ca.n:a N2 1586 O.A. A6paMOBa rrpoc1rna 
pa:306paThC5I B .n:aHHOM Borrpoce, MOTHBHPY5I TeM, qTo B Ha3BaHHOM paH:oHe .n:eTCKHX ca.n:oB ocTanoch 
MaJIO H He BCe .n:eTH MoryT rroceruaTb .n:eTCKHe .JJ:OIIIKOJihHhie yqpe:>K,n:eHH5I. llHChMO 6bIJIO OTBeTOM Ha 
rronyqeHHhIH ):(OKyMeHT OT .IJ:erraprnMeHT. 

CuTyau.HH 2. 
llpe.n:ce.n:aTeJih rrpaBJieHH5I aKUHOHepHoro KOMMepqecKoro 6aHKa «TOPfITPE,lJ);AHK» 

(rrp.BepHa.n:cKoro, 19, MocKBa, 112123, Ten.: 567-22-17, cpaI<c: 576-22-20) C.A. lllyMoB o6paTHJIC5I I< 
f eHepanbHOMY .n:11peKTopy HITO «Ac6ecT>> n.M. BoJibIHUeBy c rrpOCb6oH: paCCMOTpeTb Borrpoc 0 
rrpe.n:ocrnBneHHH B .n:mueJihHYJO apeH.n:y AKE «TOPfITPE.IJ:EAHK» pa6oq11x rrnorua.n:eH: - 180 KB.M rro.n: 
pa3MerueHHe oT.n:eneHH5I 6aHI<a. 

I1HChMO 6hIJIO COCTaBJieHO HCIIOJIHHTeJieM llo.n:necHOH Ha ):(OJI)KHOCTHOM 6naHI<e rrpe.n:ce.n:aTeJI5I 
rrpaBneHH5I 6aHKa H rro.n:rr11caHo 24 Maprn TeKyruero ro.n:a. 

CHTY3U.HSI 3. 
HcrroJIHHTeJieM M. IO. lloJI5IKOBoii rro rropyqeHHIO HaqanhHHKa oT.n:ena MapKeTHHra AO 

«ToprrroTpe6coI03» (r.MocKBa, necHrur yn., .n:.18, 117123, Ten./cpaKC. 234-56-00, OKITO 87654321, 
orPH 1234567890098, I1HH/KI1I1 098765433211123456789) B.A. KoMapoBa famo COCTaBJieHO 
IIHChMO B a.n:pec 000 «.IJ:eno», TeXHHqecKOMY .JJ:HpeKTOpy A.M. M5IrKOBY 06 OTIIpaBKe ):(OKyMeHTaUHH 
cne.n:yroruero co.n:ep:>KaHH5I: «HarrpaBJrneM Heo6xo,n:HMhie BaM .n:oKyMeHThI, co.n:ep)1<arutte HHcpopMau;mo o 
ueHe KOMIIJieKTa HayqHO-TeXHHqeCKOH ):(OKYMeHTaUHH Ha XOJIO):(HJihHOe o6opy.n:oBaHHe. ITpe.n:naraeM 
BhICJiaTh TeXHHqecKyIO .n:oKyMeHrnu;mo Ha 3apy6e)l<Hhie aHanorH xono,n:HJihHOro o6opy.n:oBaHH5I. ITptt 
rrpHH5ITHH rronmKHTeJihHOro peIIIeHH5I o 3aKyrrKe o6opy.n:oBaHH5I rrpocHM Bae HarrpaBHTh 
COOTBeTcrny10ruee IIHChMO pyKOBO.JJ:HTeJIIO OT):(eJia c6hITa HayMOBY C.11. ». .IJ:aHHhIM IIHChMOM 
corrpoBO)K.n:anach crreu;ttcpHKaUH5I Ha 28 JI. B 1 3K3. 

CuTyau.uH 4. 
MocKOBCKHH pa.n:HoTexH11qecKHii Konne.n:)I< HMeHH aKa,n:eMHKa A. A. PacrrneTHHa Mm-rncTepcrna 

o6pa3oBaHH5I P<I> (MocKBa, yn. E . .IJ:eKa6phcKa5I, 5, 124000, Ten.: 252-11-84, cpa1<c: 253-32-36) pa3ocnan 
HHcpopMaUHOHHhie IIHCbMa ):(HpeKTOpaM IIIKOJI ropo.n:a c coo6rueHHeM 06 OTKpbITHH B HOBOM yqe6HOM 
ro.n:y .n:Byx cpaKyJihTeTOB: COBpeMeHHhie HHcpOpMaUHOHHhie TeXHOJIOrHH H IOpH,n:HqecKHH. B IIHCbMe 
coo6ruanoch TaK)l<e o TOM, qrn rrpaBttna rrptteMa Ha y1<a3aHHhie cpaKynhTeThI 06ru11e. I1HChMO 6bmo 
COCTaBJieHo HCIIOJIHHTeJieM CTerraHOBOH H IIO):(IIHCaHO .n:ttpeKTOpOM n.E. MapTbIHIOKOM 15 MapTa 
TeKyruero ro.n:a. 

CHTY31J.HSI 5. 
AO «I1epBrur <I>a6p11Ka» (r. EanaIIIttxa, yn. 3apeqHrur, .n:. 3, 104010) ,n:OJI)l{HO famo B 

coorneTCTBHH c rr. 6 .n:oroBopa OT 10.07.2018 N2 12/25 «0 rrocTaBKe rrpo.n:y1<UHH» rrocrnBHTh AO 
«CAH.D:EPEflflA» (MocKBa, KpacHoropcKrur yn., .n:. 32, 111123, Ten./cpaKc 458 90 13, OKITO 87654321, 
OfPH 1234567890098, HHH/Kllll 0987654321/123456789) B TeqeHHe Mec5Iua Kmr<aHyro cpypHHTYPY 
Ha 06ruy10 CYMMY 150 000 py611eH:. <I>aKTHqecKH )l<e cpypHHTYPhI 6hmo c.n:aHo Ha cyMMY 120 000 py6neH: 
H He.n:orrocrnBJieHo rrpo.n:yKUHH Ha cyMMY 30 000 py6neH:. CornacHo rr.8 .n:oroBopa 3a He.n:orrocrnBI<Y 
rrpo.n:YJ<UHH .JJ:OJI:>KHa 6bITh yrrnaqeHa HeycTOH:Ka B pa3Mepe 5%, qTO OT cyMMhl He):(OIIOCTaBKH COCTaBHJIO 
1500 py6neH: . 

.D:ttpeKTop AO «CAH.IJ:EPEflflA» B.,n:. <I>e.n:opoBa 06paT11nach K .n:ttpeKTopy 000 «I1epBa5I 
<I>a6pttKa» O.LJ:. CoKonoBy c rrpocb6oH: rrepeqHCJIHTh Ha HX pacqeTHhIH cqeT yKa3aHHYJO cyMMY (1500 
py6.) . B rrpoTHBHOM cnyqae AO «CAH.D:EPEflflA» 6y.n:eT BhIHY:>K.D:eHo o6paTHThC5I B rocap6HTpa)I{. 
I1HChMO o He.n:orroCTaBKe rrpo.n:yKUHH 6hmo cocTaBJieHo HCIIOJIHHTeneM P.T. IO.n:11Hoii H rro.n:rr11caHo 
<I>e.n:opoBoH: 12 aBrycrn TeKyruero ro.n:a. 
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CuTyauun 6. 
,l{11peKTop AO «AHTyp11yM» (MocKBa, UBeTHOR 6ynhBap, LJ.. 3, 105123, TeJI./cpaKc 432-90-78, 

OKilO 12345678, OfPH 1234567890123, pacq.cqeT 12345678901234567890 B <DEK «fYTA-6aHK», 

Kopp.cqeT 987654321098765444321, EI1K 123456789) A.P. CM11pHOB o6paTl1JIC5I K rnaBHOMY 

penaKTopy )KypHana «L(eno» B.I1. IloneBoMy c rrpocb6oli pa3MeCTl1Tb peKnaMy rrponyKu;1111 3AO 
«AHTyp11yM» B oqepeLJ.HOM HOMepe )KypHana. 06neM peKJiaMHoro MaTep11ana - Yi rronocbI. OrrJiaTa 
rry6Jil1KaIJ;l111 rapaHT11pOBaJiaCb. Ill1CbMO 0 pa3Mern;eHl111 peKJ1aMbl 6bIJIO COCTaBJieHO 11CilOJIHl1TeJieM fl.I1. 
Il11capeBoif, rronrr11caHo LJ.MpeKTopoM A.P. CMMpHOBhIM M rnaBHhIM 6yxranTepoM B.A. AHTOHOBOH. 

CuTyauun 7. 
AKU:MOHepHbIM o6mecrnoM «Bocxon» (109176, MocKBa, yJI. IloJieBa5I, n.14, ocp.324) 6brn 

ocpopMJieH 3aKa3 N2 7 Ha rrocrnBKY rrponyKu;1111 B coorneTcrn1111 c 3aKmoqeHHbIM noroBopoM o rrocrnBKax 

OT 13.06.2018 N2 12 11 HarrpaBJieH B anpec AO «L(11aMaHT» (114000, MoCKBa, yJI. IlpocrnpHa5I, LI,. 25, 
ocp.14, Ten. 168-93-78, OKilO 87654321, Of PH 1234567890098, I1HH/Kllll 0987654321/123456789). 

OnHaKo AO «L(11aMaHT» He cMorno B YKa3aHHbIH cpoK (28.07.2018) 11crronH11Tb 3aKa3 M3-3a 6oJie3HH 
BeLJ,yru;ero COTPYLJ.HMI<a OTLJ,eJia Ll,OCTaBKl1 11 feHepaJibHbIH Ll,MpeKTOp ero r.n. MypoMIJ;eB HarrpaBl1JI 
MHcpopMau;110HHoe rrMcbMO B anpec AO «Bocxon» o rrepeHoce cpoKoB McrronHeH115I 3aKa3a N2 7 c 
28.07.2018 Ha 04.08.2018, B KornpoM TaK)Ke OTMeT11n qrn OAO «L(11aMaHT» cornacHo B TeqeH11e 5 LJ,Heif 

BbIITJiaTl1Tb HeycTOHKY B COOTBeTCTBl111 c rr.4.2 3aKmoqeHHOro LJ,OroBopa 0 IlOCTaBI<aX. Il11cbMO 6bIJIO 

cocrnBneHo 11crroJIHMTeneM A.n. CM11pH0Boif 11 rronrr11cb 3aBepeHa rreqaTbID opraH113au;1111. 

CuTyauun 8. 
000 «fl11ra» (MocKBa, 123465, yn. MapoceifKa, n.15, Ten. 384-05-90, cpaKc: 384-05-90) 

3arrnaHMpoBano rrpoBeLJ,eH11e Bcepocc11if cKoif pO)KLJ,ecrneHcKoif 5IpMapK11 06yB11 c 10 H05I6p5I no 31 
neKa6p5I TeKyrn;ero rona. OnHaKo B CB5I3M c TeM, qTo 000 «flMra» He pacrroJiarano nocTaTOl!HhIMl1 
rrJioru;aLJ.5IM11 LJ.JI5I rrpoBeLJ,eHM5I 5IpMapKH, I1crronH11TeJibHhIH LJ.MpeKrnp o6ru;ecrna A.A. KoqeTKOB 

BhIHY)KLJ.eH 6brn o6paTl1ThC5I K L(MpeKrnpy Bcepocc11ifcKoro BbICTaBoqHoro u;eHTpa T.K. TypoBy c 
rrpOCb6oH: 0 rrpeLJ,OCTaBJieHl1M o6mecrny B apeHLJ,Y 300-400 I<B.M BbICTaBOl!HOH IIJIOI.I.l;aLJ,11 11 rapaHTl1eH 

orrnaTbI. 

3ai::.anue 3. CocTaBLTe TeJJecj>0norpaMML1, neo6xoi::.nMLie B cJJei::.ymmux ynpasJJenqecKux 
cuTyauunx. 

CuTyauun 1. 
MMHMCTepcrno cpMHaHcoB PK 3arrnaHMpOBaJIO rrpoBeLJ,eHMe ceMmrnpa LJ.JI5I Kacc11poB rrpenrrptt5ITHH 

ropona, KOTOpbIH LJ,OmKeH 6hIJI COCT05ITbC5I 10 Maprn TeKyru;ero rona B 15 qacoB B 3LJ,aHl1H 

MttHHCTepcrna. AO «flornc» rroJiy"l!11Jio TeJiecpoHorpaMMy, B KOTopoti MHHHCTepcrno cpMHaHCOB 
rrpenJiarano HarrpaBl1Tb Ha ceM11Hap rrpencrnB11TeJI5I o6mecrna no YKa3aHHOMY B TenecpoHorpaMMe 
anpecy. TeJiecpOHOrpaMMa 6bIJia IlOLl,IIl1CaHa OLl,HMM 113 3aMeCTMTeJieif Ml1Hl1CTpa M rrepenaHa ero 
ceKpernpeM. 

CuTyauun 2. 
AO «IlonMrpacp» BbIITOJIH11no 3aKa3 Ha 113roTOBJieH11e peI<JiaMHhIX MaTep11anoB LJ,JI5I 000 

«CTp011TeJib». I1HcpOpMaIJ;l15I 0 BbIIlOJIHeHMM 3aKa3a 6brna rrepeLJ,aHa rrocpeLJ,CTBOM COCTaBJiemrn 
TeJiecpoHorpaMMhI, B KOTopoH: AO «IlOJIMrpacp» TaK)Ke rrpocMJIO orrnaTMTh BbICTaBJieHHhIH cqeT B cpoK no 

20 neKa6p5I TeKyrn;ero rona. TeJiecpoHorpaMMa 6brna rronrr11caHa 3aMecT11TeJieM LJ.MpeKTopa 3.M. 
CoHMHbIM 11 rrepenaHa ero ceKpernpeM. 

CuTyauun 3. 
M11H11cTepcrno rrpOMhIIllJieHHoro CTpo11Tenbcrna P<D 3arrnaH11poBano rrpoBeLJ,eH11e KOJIJienm 

MHHHCTepcrna Ha 27 cpeBpaJI5I TeKyru;ero rona Ha 11 .30 qacoB. MHHHCTepCTBOM 6brna IIOLJ,roTOBJieHa 



43 

TeJiecpoHorpaMMa B a):(pec AO «MoccTpoH:», B KornpoH: coo6manocb 06 ofoI3aTeJibHOH 5IBKe 

feHepanbHoro ):(HpeKTOpa AO «MoccTpoH:». TeJiecpoHorpaMMa 6brna rro):(rrHcaHa O):(HHM 113 

3aMeCTHTeJieH: MHHHCTpa H rrepe,Z:(aHa 3aBe):(yIOIUHM 06m11M OT):(eJIOM. 

CnTyaQun 4. 
OprnoMHTeT «Bo3pO:>K):(eHHe» 3arrnaH11poBan rrpoBe,Z:(eHHe coBemaHH5I «KpyrJihIH CTOJI» Ha 

Tepp11rnpm1 OprnoMHTern Ha 5 ceHrn6p5I TeKymero ro,Z:(a, o qeM rrocrnBHJI B H3BeCTHOCTb AO «Jioroc». 

0,Z:(HaKo rro3:>Ke OprKOMHTeT H3MeHHJI cBoe perneHHe 11 rrepeHec rrpoBe):(eHHe coBemaHH5I Ha Tepp11Top11IO 
rocTHHHI!hI «CJiaB5IHCKM» (KoHcpepeHI!3aJI), o qeM rrocpe):(CTBOM TeJiecpoHorpaMMbI yBe):(OMHJI AO 

«Jioroc». TeJiecpoHorpaMMa 6hrna rro,Z:(rr11caHa rrpe,Z:(ce,Z:(aTeJieM OprnOMHTern 11 rrepe):(aHa ceKpernpeM­

pecpepeHTOM 11.C. KpyrnoBhIM. 

3a.ua1-rne 4. CocTaBbTe u o«t>opMHTe TeJierpaMMhI, neo6xo.uuMbJe B .uanHhIX ynpaBJie1.P1ecKux 

CHTY3QHSJX. 

CuTyaQun 1. 
_n11peKTopoM AO «ApoH» (HoBom611pcK- l 2, yJI. KphrnoBa, 5) I1eTpOBbIM 6hma rro,Z:(roTOBJieHa B 

a):(pec AO «0KCH):(» (ToMCK, 25) TeJierpaMMa c rrpoch6oH: ycKopHTb oTrpy3KY rr11JI0MaTep11anoB. 

CnTyaQun 2. 
AO «KoHTaKT» (MocKBa, Ca):(oBa5I, 5, 104456) rro):(roTOBHJIO cpo 1rnyIO TeJierpaMMY ):(JI5I nepe):(aq11 

):(HpeKTopy AO «YpancTpoH:» fp11ropheBy c npocb6oH: coo6m11Tb ,Z:(aHHbie o cocT05IHHH pean113au1111 

rrpO):(YKI!HH, ee OCTaTKax, o6oeMax OTrpy:>KeHHOH, a TaK)Ke IIO,Z:(Jle)l<aIUeH: OTrpy3Ke rrpO):(YKI!HH H 

HeorrJiaqeHHhIX cqernx. TeJierpaMMY IIO):(IIHCaJI ):(HpeKTop AO «KoHTaKT» A.E.OpJIOB. 

CnTyaQHSJ 3. 
3aMeCTHTeJib MHHHCTpa IIHIUeBOH npOMblillJieHHOCTH PC!> BacHJibeB rropyq11Jl CBOeMy ceKpernp10 

COCTaBHTb TeJierpaMMY B a):(pec BopoHe)J<CKOro XJie60KOM6HHaTa c Tpe6oBaHHeM TeJierpacpHpOBaTb 
pe3yJihTaTbI Bhr6opa cpoH):(a MYKH rrepBoro KBaprnJia TeKymero ro,Z:(a. 

CuTyaQun 4. 
_n11peKrnp AO «lOH11c116», rroJiyq113 rrpo):(yKI!HIO OT KeMepoBcKoro AO «KpHCTaJIJI», rroJIHOCTbIO 

OTKa3aJIC5I OT ee OIIJiaTbl B CB5!3H C TeM, qTo '.Ha IIpO):(YKI!H5I He 6bma 3aKa3aHa. _naHHOe perneHHe 6bIJIO 

TeJierpacp11poBaHo. 

3a,naHue 5. CocTaBbTe H o«t>opMHTe .UOKJI3.UHhie, H ofrhDCHHTeJibHhie JanncKH, 11eo6xo,nnMb1e 

B CJie,nyIOLQHX ynpaBJieH'ICCKHX CHTyaQHSJX. 

CnTyaQHn 1. 
3aMeCTHTeJib HalfaJibHHKa I1pOH3BO,Z:(CTBeHHOro o6oe,Z:(HHemrn «MOCKOBCKM ropO):(CKM 

TeJiecpoHHM ceTb» (MfTC) MHHHCTepcrna CB5!3H PC!> M.I1.,ny60B o6panrnc5I K HaLJaJihHHKY 

CIIeI!HaJibHOro ynpaBJleHH5I TeJiecpOHHOH CB5!3H Toro )I<e MHHHCTepcrna f.C.AI<CeHOBY C ):(OKJla,Z:(HOH 

3anHCKOH 0 BbI,Z:(eJleHHH IIp5IMbIX rrpoBO,Z:(OB H Ha3Hal.J:eHHH TeJiecpoHHbIX HOMepoB Ha ,Z:(OfOBOpHOH OCHOBe. 

B ):(OKJla):(HoH: 3anttcKe M.I1.,ny6oB coo6man o TOM, qTo B ceHrn6pe TeKymero ro):(a o6oe):(HHeHHeM 

(MfTC) 6bIJIH IIO,Z:(fOTOBJleHbl H cornacoBaHbl c f JlaBHbIM IIJiaHOBO-cpHHaHCOBbIM yrrpaBJieHHeM 

MHHHCTepCTBa CB5!3H PC!> ,Z:(OfOBOpbI c HOBbIMH a6oHeHTaMH. nJ15I BKJ1IOl.J:eHH5I YKa3aHHbIX a6oHeHTOB B 

ceTb nepe):(aq11 ,Z:(aHHbIX «I1HcpOTem> c 1 ,Z:(eKa6p5I TeKymero ro,Z:(a He06XO,Z:(HMO BbI,Z:(eJleHHe IIp5IMbIX 

rrpoBO):(OB. B CB5!3H c 3THM r-H _ny6oB BbI):(BHHYJI npe):(JIO)KeHHe o BbI):(eJieHHH np5IMhIX npoBO):(OB H 

Ha3HaqeHHH TeJiecpOHHbIX HOMepOB Ha ):(OfOBOpHOH OCHOBe YKa3aHHbIM a6oHeHTaM. _noKJla,Z:(Ha5I 3aIIHCKa 

6bma cocrnBJieHa 11crroJIHHTeJieM OpJIOBOH 11 no):(rrttcaHa M.I1.,ny6oBbIM 12 H05!6p5I Te1<ymero ro):(a. 
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CuTyau,1rn 2. 
Kypbep AO <«l>apMa» C.C.CoMOB perymrpHo omt3.llbIBa.rr Ha pa60Ty, LJ:eM Hapyrna.rr TPY.llOBYIO 

.UHCI.Ummrny. 3aBe.n:yIOll(M Kam.{emrpHeif H.B.lllyMHJIHHa Heo.n:HoKpaTHO .n:eJia.rra eMy 3aMeLJ:amur (B 

ycTHOH cpopMe ), a 12 HIOHH TeKyrn:ero ro.ua 6brna BbIHY)K,lleHa o6paTHTbCH c .uaHHbIM BOIIpOCOM K 

feHepa.rrbHOMY ,llHpeKTopy A.B.Ce.uoBy c ,llOKJia,llHOH 3aIIHCKOH, B KOTOpoH: rrpOCHJia rrpHHHTb Mepbl 

.UHCI.JHIIJIHHapHoro xapaKTepa K C.C.CoMoBy. 

CuTyau,un 3. 
PYKOBO.UHTeJib OT.UeJia HOBbIX rrpoeKTOB O.B.ToKapeBa o6paTHJiacb K feHepa.rrHoMy .UHpeKTopy 

000 «MacTep» r-Hy A .~ .HeBJieBy c .UOKJia.n:Hoif 3arrHcKoi1: o Heo6xo.n:HMOCTH yBeJIHlfeHHH rnrnTHOH 

lfHCJieHHOCTH OT.UeJia. B .UOKJia.n:Hoif 3arrHcKe O.B.ToKapeBa coo6rn:a.rra o TOM, LJ:To B HacToHrn:ee BpeMH 

,llJIH ycrreurnoH: pa60TbI areHTCTBa Heo6XO,llHMO yBeJIHLJ:eHHe 6a3bl .uaHHbIX 0 IIOTeHI.JHaJibHbIX KJIHeHTaX. 

fio ee MHeHHIO, 0,llHHM H3 HaH60Jiee pea.rrbHbIX rryTeif paClllHpeHHH 6a3bl ,llaHHbIX HBJIHeTCH IIOCTOHHHbIH 

aHa.rIH3 cpe.ucrn MaCCOBOH HHcpOpMaI.JHH, B LJ:aCTHOCTH rrpeccbI (HHcpopMaI.JHH 0 HaH60Jiee KpyIIHbIX 

KJIHeHTax areHTCTBa 6brna rroJiyqeHa H3 aHa.rrHTHLJ:ecKoro )KypHa.rra «3KcrrepT»). B CBH3H c TeM, LJ:TO 

OT,lleJI B ero HaCTOHll(eM COCTaBe (5 COTPY.UHHKOB) He HMeeT B03MO)KHOCTH opraHH30BaTb rro.upo6Hoe 

H3YLJ:eHHe aHa.rrHTHLJ:eCKHX H3.UaHHH, O.B.ToKapeBa CLJ:HrneT ueJiecoo6pa3HbIM BBeCTH B rnrnT OT,lleJia .UBe 

,llOJI)l<HOCTH MeHe,ll)KepoB ,llJIH H3YLJ:eHHH H aHa.rrH3a rrpeCCbI c ueJibIO BbIBBJieHHH IIOTeHI.JHa.ribHbIX 

KJIHeHTOB, a TaK)Ke rro.n:roTOBKH orrepaTHBHOH HHcpopMaI.JHH o rronmKeHHH Ha pbIHKe CMH B cpopMe 

e)KeHe.n:eJibHbIX OTLJ:eTOB. B .UOKJia.n:Hoif 3arrHCKe ToKapeBa rrpe.n:JimimJia Ha 3TH .uomI<HOCTH rro.uo6paTb 

COTPY.UHHKOB H3 lfHCJia cTy.n:eHTOB 4 - 5 KypcoB cpaKyJihTern )l<ypHa.rrHCTHKa MfY HJIH WKOJibI peKJiaMbI. 

CuTyau,un 4. 
B I1BaHOBCKOH o6JiaCTH CJIO)l<HJIOCb KpaH:He HarrpH)KeHHOe IIOJIO)KeHHe c TOproBJieH: 

rrpOMbillIJieHHbIMH TOBapaMH :H, B LJ:aCTHOCTH, Me6eJibIO. 

B 12 H3 15 paif OHOB rnproBJIH Me6eJibIO Be,lleTCH B Herrp:Hcrroco6JieHHbIX IIOMell(eHHHX, 

JmrneHHbIX He06XO,llHMOro o6opy.uoBaHHH, He HMeIOll(HX HOpMa.ribHbIX IIO,lloe3,llHbIX rryTeif . 

.D:JIH pa3pellieHHH .uaHHOH rrpo6JieMbI K PYKOBO,llHTeJIIO a,llMHHHCTpaI.JHH I1BaHOBCKOH o6JiaCTH rr. 

I1. IToJie)l(aeBy o6paTHJICH Halfa.rrhHHK YrrpaBJiemrn rnproBJIH A.UMHHHCTpaI.JHH I1BaHOBCKOH o6JiaCTH K. 
,n:. TapacoB. B .UOKJia.UHOH 3arrHCKe B CBH3H c Heo6xo.n:HMOCTbIO C03.UaHmr ycJIOBHH, orneLJ:aIOll(HX 

Tpe6oBaHHHM opraHH3aI.JHH ToproBJIH Me6eJibIO, TapacoB rrpocHJI .n:aTb YKa3aHHH pyKOBO.llHTeJIHM 

a,llMHHHCTpaI.JHH COOTBeTCTBYIOll(HX paifOHOB 0 rrpe,llOCTaBJieHHH ,llJIH TOproBJIH Me6eJibIO IIOMell(eHHH, 

OTBe'!aIOll(HX ycTaHOBJieHHbIM HOpMaM. 

CuTyau,un 5. 
CrnpllIHH KOHCYJibTaHT OT.UeJia rrpaBoBoro o6ecrreLJ:eHHH KJIHeHTOB AO « TpHcrnp KoHca.rrT » 

rr.,n:.MHJIOllieHKOB, cornaCHO YKa3aHHHM feHepa.rrbHOro ,llHpeKTOpa B .11.CH.uopeHKO (rrpHKa3 OT 

10.07 .200_ r . N2 53 «0 rrpoBepKe pa6oTbI OT.UeJia rrpaBoBoro o6ecrreLJ:eHHH KJIHeHTOB »), rrpoBeJI aHa.rrH3 

3cpcpeKTHBHOCTH pa6oTbI COTPY.UHHKOB OT.UeJia «Ha Bbie3.n:e» B rrepBoM rroJiyro.UHH TeKyrn:ero ro.ua. 0 

IIpO,lleJiaHHOH pa6oTe fI.~.MHJIOllieHKOB IIOCTaBHJI B H3BeCTHOCTb f eHepa.ribHOrO ,llHpeKTOpa 

rrocpe.n:CTBOM COCTaBJieHHH ,llOKJia,llHOH 3aIIHCKH, B KOTopoH: H3JIO)KHJI TaK)Ke CBOIO TOLJ:KY 3peH:HH 0 

Heo6xo.n:HMOCTH yBeJIHLJ:eHHH lfHCJia rnTaTHbIX COTPY.UHHKOB OT.UeJia, HMeIOll(HX rrpaBa Ha yrrpaBJieHHe 

JierKOBbIM aBTOTpaHcrropToM :H BJia.n:eIOrn:Hx TaKOBbIM. K .uoKJia.n:Hoif 3arrHCKe 6brnH rrpHJimKeHbI 

CJie,llyIOll(He ,llOKyMeHTbI: 1. AHa.rIH3 3cpcpeKT:HBHOCTH pa60TbI COTpY.llHHKOB OT,lleJia rrpaBOBOro 

o6ecrreLJ:eHHH KJIHeHTOB «Ha Bbie3.n:e » 3a 1 rroJiyro.n:He 200_r. Ha 2 JI. B 1 3K3. 2 . PacLJ:eT 3a.n:eH:crnoBaHHH 

COTPY.UHHKOB rro 30HaM Ha 1 JI. B 1 3K3. 3. PacLJ:eT o6ecrreLJ:eHHR COTPY.UHHKOB M06HJibHbIMH cpe.n:crnaMH 

CBR3H Ha 1 JI. B 1 3K3. 4 . PacLJ:eT- o6ocHoBaHHe yBeJIHLJ:eHmr lfHCJia rnTaTHbIX COTPY.UHHKOB OT.UeJia 

rrpaBOBOro o6ecrreLJ:eHHR KJIHeHTOB Ha 3 JI. B 2 3K3. 
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CuTyaum1 6. 
MeHe,ll;:>Kep OT.n;erra MapKenrnra 000 «KoHcyrr1TaHT» M .11.ToKapeB 28 ceHrn6p5! TeKymero ro.n;a 

OIT03,ll;aJI Ha pa6oTy ITOLITl1 Ha u.errbIH -qac ( 45 Ml1H. ), 0 LieM eMy 61mo c.n;erraHO 3aMeLiaH11e .n;11peKTOpOM 
M .IT.Y CTl1HOBOH 11 ITpe.n;JIO)l(eHO o6b5!CHl1Tb ITp11Lil1HbI ITpOCTYITKa B ITl1CbMeHHOH cpopMe. 

3aAaHHC 6. C ocTaBbTC u 0<}>0pMHTC npoTOKOJihI, ueo6xoAHMbIC B CJICAYIOlllHX 
ynp anJieuqecKux curyaum1x. 

CuTyaum11. 
,U11peKu;115! 000 «AcTpe5!» (CaHKT-ITeTep6ypr) 12.08.200_ r. ITpoBerro cBoe oLiepe.n;Hoe 

3ace.n;aH11e, Ha KOTOpOM ITp11cyTcTB0Barr11 BocTp5!KOB C.T., CTy.n;HeB IT.,U., Jie6e.n;eB 11.M., AHTOHOB IT.JI., 
illeITTYHOBa B.r., T11MocpeeB A.A., CTyrroBa M.11. 

Ha 3ace.n;aH1111 06cy)1<.n;arroc1 .n;Ba BOITpoca: o xo.n;e peKrraMHOH KaMITaH1111 B ill KBapTarre 200_r. 
11 0 ITepexo.n;e Ha HOBYIO Cl1CTeMy BbIIIJiaTbI ITpeMl1aJibHbIX. 

ITo ITepBOMY BOITpocy crryrnarr11 coo6meH11e HaLiarr1H11Ka oT.n;erra peKJiaMbI BocTp5!KOBa C.T. , 
TeKCT coo6meHl151 KOTOporo 61m ITepe.n;aH ceKpernpIO 3ace.n;aHl15! H.,U.BeJIOBOH. ITo 3TOMY )l(e BOITpocy 
BbICTYITHJI cp11HaHCOBbIH .n;11peKTOp T11MocpeeB A.A., KOTOpbIH o.n;o6p11rr yBeJI11LieH11e pacxo.n;oB Ha 
Hapy)l(HYIO peKJiaMy B ill KBapTarre 200_ r. Ha 5%. 

ITo BrnpoMy BOITpocy c.n;errarr coo6meH11e CTyrroB M.11. 11 TeKcT coo6meH115! TaK)l(e ITepe.n;arr 
ceKpernpIO. ITo .n;aHHOMY )l(e BOITpocy BbICTYITl1Jil1 AHTOHOB IT.JI., HaLiaJibHl1K OT.n;erra Ka.n;poB, 11 Jie6e.n;eB 
11.M., .n;11peKTOp ITO ITpo.n;a)l(aM. ITepBbIH o.n;o6p11rr HOBYJO Cl1CTeMy BhIIIJiaTbI ITpeMl1aJibHbIX 11 
peKoMeH.n;oBarr ITo.n;roTOBl1Tb Heo6xo.n;11M11e .n;oI<yMeHTbI K 01.09 .200_r. Brnpo:H ITpe.n;JIO)K11Jl 
.n;opa6oTaTb HOBYIO Cl1CTeMy BbIIIJlaTbI ITpeMl1aJibHbIX 11 peKOMeH,ll;OBaJI ITpOBeCTl1 fOJlOCOBaH11e ITO 
.n;aHHOMY BOITpocy Ha o6meM co6paHl111 Tpy.n;oBoro KOJIJleKTl1Ba. 

B 11rnre 3ace.n;aH115! 6i,m11 ITp11H5!TbI crre.nYIOm11e perneH115I: 1. O.n;o6p11T1 pa6oTy OT.n;erra peKrraMbI 
B ill KBapTarre 200_ r. 2. ITpoBecT11 o6mee co6paH11e Tpy.n;oBoro KorrrreKTl1Ba ITO BOITpocy o ITepexo.n;e 
Ha HOBYIO c11cTeMy BbmnaTbI ITpeM11arr1H11x 15.08.200_ r. OrneTcTBeHHbIM 3a ITo.n;roTOBKY co6paH115! 
6bma Ha3HaLieHa 3aB.KaHu;err51p11eH: illeITTYHOBa B.r. 

Co6paH11e Ben ITpe.n;ce.n;aTerr1 O.A.PyM5!HU.eB. 

CuTyaum12. 
AO «fpaH.n;-M» (MocI<Ba) 05.03.200_r. ITpoBeno 3ace.n;aH11e CoBeTa .n;11peI<TopoB, Ha KOTopoM 

ITp11cyTCTBOBarr11 crre.n;y10m11e LIJieHbI CoBern: IToITOB 11.IT., 11BaHoB 11.11., C11.n;opoB C.C., Y CTl1HOBa 
Y.Y. , <l>e.n;opoB <l> .<l>. B CB5!311 c Harr11LI11eM KBopyMa 3ace.n;aH11e 61mo ITp113HaHo ITpaBOMOLIHbIM. Ha 
3ace.n;aH11e BbIHOCl1JIC51 BOITpoc 06 OITpe.n;eneHHl1 pbJHOqHoif CTOl1MOCTl1 pa3MemaeMbIX 06mecTBOM 
.[(OITOJlH11TeJihHhIX aKU.11H. ITo .n;aHHOMY BOITpocy 3acnyrnarr11 <l>e.n;opoBa <l>.<l>. , KOTOphIH ITpe.n;rrmrrnrr 
OITpe.n;enl1Tb pbIHOLIHYJO CTOl1MOCTb pa3MemaeMhIX o6mecTBOM aKU.11H ITyTeM 3aI<pbITOH ITO.[(ITl1CKl1 
.[(OITOJlH11TeJibHbIX aKU.11H B pa3Mepe 10 000 (.n;ec51Tl1 TbIC5!q) py6. 3a aI<U.1110. 3ace.n;aH11e ITOCTaHOBl1JlO 
yrnep.n;11T1 ITpe.n;no)l(eH11e <l>e.n;opoBa <l>. <l> ., TaK KaI< ITp11 ronocoBaH1111 «3A» 61mo oT.n;aHo IT51Tb rorrocoB, 
ITpororrocoBaBrn11x «ITPOTl1B» 11 «B03,UEP)l(ABilll1XC5l» He 6bmo. PerneH11e ITp11H5!TO e.n;11HornacHo. 
3ace.n;aH11e Ben ITpe.n;ce.n;aTerr1 IT.11.IToIToB. ITpoToKon ITo.n;roTOBrreH ceKpernpeM 11.IT.ITeTpOBhIM. 

CuTyaum13. 
C0Tpy.n;H11K11 6yxrarrTep1111 AO «KBaHT» ITpoBen11 3ace.n;aH11e ITO BOITpocy coKpameH115! cpoKa 

COCTaBneHl151 ro.n;oBoro OTLieTa 3a 200_ r., Ha KOTOpOM ITp11cyTCTBOBaJIO 6 qerroBeK. c coo6meHl1eM 
BbICTyrr11na 6yxrarrTep CypI<OBa A.M., KOTOpa5! OTMeT11na, qTo pa60THl1Kl1 rpynITbI yLieTa 11MeIOT Bee 
B03MO:>KHOCTl1 .[(JI5! 3HaLil1TeJlbHOro COKpameHl15! cpoKa COCTaBneHl15! ro.n;oBoro OTqeTa, 11 qTo ro.n;OBOH 
OTLieT 3a 200_ r. MO:>I<eT 611Th ITpe.n;crnBneH rpynIToif y-qern Ha 3 .[(H5! paH1rne ycrnHoBneHHOro cpor<a. 

B o6cy)l(.[(eHl111 .n;aHHOro BOITpoca BbICTYITHJl11 E.H .KpOTOB, rnaBHhIH 6yxrarrTep, 11 r.A.illy611Ha, 
6yxrarrTep. KpoTOB coo6m1rn 0 TOM, LITO HM pa3pa60TaH HOBbIH rpacpm< pa6oT ITO COCTaBJleHHIO 
ro.n;oBoro OTLieTa, ITPH ycrrOBl111 BbIIIOJlHeHl15! KOToporo BCeMH pa60THl1KaMl1 rpyITIThI yqeTa, ro.n;OBOH 
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OTqeT MO:>KHO COCTaBHTh H C,UaTb Ha 4 ,UH51 paHbllie ycTaHOBJieHHOfO CpOKa. f .A.illy6HHa OTMenrna, qTQ 

.uocpoqHoe ITpe.ucTaBJieHHe fO.UOBOro oTqeTa 3a 200_ r. 51BJI51eTC51 IToqeTHOH H OTBeTCTBeHHOH 3a.n;aqeif 

pa60THHKOB 6yxranTepHH, H qTo KOJIJieKTHB 6yxranTepHH MO)KeT COCTaBHTh ro,UOBOH OTqeT paHbllie 

cpoKa, eCJIH Bee pa60THHKH 6y.uyT BhlllOJIH5ITh YITJIOTHeHHhIH rpaqmK pa60ThI. 

B HTOre 3ace.uaHH5I 61>rno perneHo ITpe.ucrnBHTh ro.uoBoif oTqeT 3a 200_ r. Ha qeT1>rpe .UH51 

paHbllie ycrnHOBJieHHOro cpoKa, T.e. 00.00.200_r. H ITpOBeCTH aHaJIH3 fO.UOBOfO oTqeTa c ueJibIO 

BhrnBneHH51 pe3epBOB, Heo6xo.n;HMhrx .UJI51 ycITellIHoro BhIITOJIHeHH51 ITJiaHa 3a 200_ r. 3ace.n;aHHe Bena 

ITpe.uce.n;aTeJih K.M.J1eBallioBa, ITpOTOKOJIHpOBaJI ceKpernph l1.B.XoM51KOB. 

,Ll;oIIOJIHHTCJlbHOe 33}];3HHe K }];3HHOH CHTyau:uu. 

CocTaBHB ITpOTOKOJI ITO .uaHHOH CHTyaUHH, COCTaBbTe H ocl>opMHTe H3 Hero BhlllHCKY 

ITOCTaHOBJI51IOII(eH: qacTH. 

3aJJ;aHue 7. CocTaBhTe u ocf>0pMnTe aKThI. 

CuTyau:uH 1. 
KoMHCCH51 non ITpe.uce.n;aTeJihCTBOM HaqaJIJ>HHKa TeXHHqecKoif rpyrrIThI A.A.BonoBoro H •rneHOB 

KOMHCCHH EopHCOBa M.IO., HaqaJIJ>HHKa a.n;MHHMCTpaTMBHo-xo351ifcTBeHHoro oT.n;ena, CMHpHoBa JI.IT., 

6yxranTepa, H PoMaHOBOH 11.K., o<P11c-MeHe.n;:>Kepa, AO «J1eoHTM51» Ha ocHoBaHMM .n;oKna.n;Hoif 3arr11cKH 

ocl>Hc-MeHe,U)Kepa 11.K.PoMaHOBOH 11.07.200_ r. ITpoBeJia ITpOBepKy TeXHH:qecKoro OCHall(eHH51 

ITpHeMHOH reHepaJibHOro .UHpeKTopa H IIpH3HaJia Hero,UHhIMM .UJI51 3KCITJiyaTaUMH KOITHpOBaJihHhIH 

aITrrapaT Xerox 345(1 IlIT.), rnpe.uep (HHB.HOMep 367, 1 rnT.), <PaKc 47823 (1 llIT.). I1pH3HaHHa51 

HeITpHfO,UHOH ,UJI51 3KCITJIYaTaUmi TeXHMKa 61>rna ITepe,UaHa Ha CKJia,U ITpe,UITp1151TM51. I1o ycTaHOBJieHHOMY 

<PaKTy KOMHCCM51 COCTaBMJia aKT ITpHeMa-ITepe.n;aq11 opITeXHMKH B 3 3K3. (1-1 3K3. - HaqaJIJ>HMKY 

a,UMHHHCTpaTHBHO-X035IHCTBeHHOro OT,UeJia, 2-H: - rnaBHOMY 6yxranTepy, 3-H: - B .ueno 23-02), KOTOpbIH 

6bIJI yrnep:>K,UeH reHepaJibHhIM .u11peKTOpOM IT.11.CTeITaHOBbIM. 

CuTyau:uH 2. 
KoMHCCM51, co3.n;aHHa5I Ha ocHoBaHMM ITpHKa3a .u11pernopa AO «Me.ucepBHC » OT 05.10.200_ r . 

N2 23 «0 coBeprneHcrnoBaHMM .ll,OKYMeHTaUHOHHoro 06ecITeqeH115I .n;e51TeJihHOCTM 3AO «Me.ucepBHC » B 

cocrnBe: ITpe.uce.uaTeJI51 3y.n;HHOH: 0.):1;., 3aB.KaHuen51pHeif, qneHOB KOMMCCHH ToKapeBa H.J1., 
3aB.ITpOH3BO.UCTBeHHhIM oT.n;enoM, ITaBJIOBOH B.E., 3aM.rn.6yxranTepa, AneKcaH.n;poBa A.B., MeHe.n;:>Kepa 

ITO Ka,UpaM, l1BaHOBOH 3.IT., ceKpeTap51-pecl>epeHTa KaHuen51pHH, B ITpHCYTCTBHH ceKpernp51 OT,UeJia 

MapKeTHHra C.C.Po.u110H0Boif 12. l 0.200_ r. ITpoBena ITpoBepKy cocT051HH51 pa6oThI c .n;oKyMeHTaMH B 

OT.n;ene MapKeTHHra. B pe3yJI1>TaTe ITpoBe.n;eHHoH: ITpoBepKH 61>rno ycTaHOBJieHo, qTo B oT.uene 

HeCBOeBpeMeHHO cpopMHPYIOTC51 B .uena HCITOJIHeHHhie .UOKYMeHThI, 3aroJIOBKM .uen 3aqacTyIO He 

COOTBeTCTBYIOT 3aroJIOBKaM, ITpe.uycMOTpeHHhIM HOMeHKJiaTypoH: .uen, OTCYTCTBYIOT ,UBa .uena c 

ITepeITHCKOH 3a 200_r. , He ITpoBe.n;eHa ITpe.uapxHBHa51 o6pa6oTKa .uoKyMeHTOB 200_r., ITO.UJie:>Kall(MX 

.UJIHTeJihHOMY xpaHeHMIO. TaKMM o6pa3oM, KOMHCCH51 ITpHrnJrn K B1>rno.uy, qTo B Be.n;eHHH 

.uenoITpOH3BO,UCTBa B OT,UeJie MapKeTHHra HMeIOTC51 cyll(eCTBeHHbie He,UOCTaTKH, CBH,UeTeJibCTByIOII(He 0 

HapyrneHHH .ueH:crnyIOII(H:X HOpMaTHBHhIX .UOKyMeHTOB B o6JiaCTH opraHH3aUHM .UOKYMeHTaUHOHHOro 

o6ecITeqeHH51 yITpaBJiemrn. I1o YCTaHOBJieHHhIM cl>aKTaM 6hIJI COCTaBJieH aKT ITpOBepKH pa60ThI C 

.ll.OKyMeHTaMM B OT.ll.eJie MapKeTHHra B 4 3K3eMITJI51pax (1-H: - 3aM . .UHper<TOpa ITO a,UMHHMCTpaTHBHO­

X035IHCTBeHHhIM BOITpocaM, 2-H: - 3aB.OT,UeJIOM MapKeTHHra, 3-1 - ITpe.uce.n.aTeJIIO KOMHCCHH, 4-H: - B 

.n.eno 01-09. AKT BCTYITHJI B CHJIY c MOMeHTa yrnep)K,UeHH51 .UHpeKTOpOM ITpe.n;ITpH51TH51. 

CuTyau:uH 3. 
1 7 51HBap51 TeKyll(ero ro.n.a B a.upec 3aBO,Ua ITO peMOHTY qacoB H IOBeJIHpHbIX H3,UeJIHH ITpH61>rna 

ITOCbIJIKa c 3aBO,Ua-ITOCTaBII(HI<a, rrpH BCKpbITHH KOTOpoH: 6hIJIO o6Hapy)KeHO OTCYTCTBHe ,UBeHa.uuaTH 

KOPITYCOB .UJI51 qacoB MapKH «MOJIHH51», qifCJIHBllIHXC5I ITO Har<Jia,UHOH N2 18 OT 24 or<rn6p51 

ITpe.u1>1.n;yll(ero ro.ua. )J;n51 rro.urnep)r<,UeHH51 .uaHHOro cpaKrn Ha ocHoBaHHH ITpHKa3a .UHpeKTopa 3aBo.ua N2 
12 OT 18 51HBap51 TeKyll(ero ro.ua 61>rna C03,UaHa KOMHCCH51 ITO.U rrpe.uce.uaTeJibCTBOM HaqaJibHHKa OT,UeJia 



47 

cHafo1<emu1 KapneHI<O E .Il. H qrreHoB I<OMHCCHH HmKeHepa IlaBrroBa A.P. H 3aB.c1<rra,n:oM N2 1 

KyLJ:p51IIIOBa P.B. KoMHCCHeii 6brn cocrnBrreH aKT 21 51HBap51 Te1<ymero roLJ:a, B KOTopoM coLJ:ep)1<arrc51 

BbIBO,lJ; 0 TOM, qTo 3aBO,lJ;-nOCTaBIII;HK ,lJ;OJl)l(eH nocTaBHTb He,lJ;OCTaIOmee KOJlHqecTBO KOpnycoB K qacaM. 

AKT BCTymrn B ,lJ;eHCTBHe c MOMeHTa yrnep)l(LJ:eHH51 (22 51HBap51 T.r.) LJ:HpeKTOpOM 3aBO,lJ;a 

E.11.PoMaHOBbIM. 

CuTyauuH 4. 
I1HBeHTapH3aUHOHHa51 KOMHCCH51, C03,lJ;aHHa51 Ha OCHOBaHHH npHKa3a LJ:HpeI<TOpa MocKOBCKOro 

3aBO,lJ;a no peMOHTY qacoB H IOBerrHpHblX H3,lJ;eJ1HH N2 24 OT 15 cpeBparr51 TeKyw:ero ro,lJ;a, B COCTaBe 

npeLJ:Ce,lJ;aTerr51 OcTpOBCKoro 3 .A.(3aM.rrraBHOro 6yxrarrTepa 3aBoLJ:a) H qrreHoB KOMHCCHH IleTpoBoif O.H. 

(6yxrarrTepa), HocKoBoif H.I1. (cT. 3KOHOMHCTa nrraHOBoro OTLJ:erra) npoH3Berra peBH3HIO KaCCbI 3aBOLJ:a 

no COCT051HHIO Ha 16 cpeBparr51 TeKyw:ero ro,lJ;a. PeBH3H51 npoBO,lJ;HJlaCb B npHCYTCTBHH KaCCHpa 3aBO,lJ;a 

KaprnIIIoBa H.11. B pe3yrrbTaTe npoBe,lJ;eHHOH peBH3HH 6brno ycrnHoBrreHo, qTo ocrnrnK HarrHqHbIX LJ:eHer 

B Kacce COCTaBJ151eT 1030 py6rreif 00 Kon., OCTaTOK ,lJ;eHer no KaCCOBOH KHHre - 1030 py6. 00 Kon. 

,[(pyrnx ueHHOCTeif B Kacce 3aBO,lJ;a He o6Hapy)l(eHO, qrn COOTBeTcrnyeT ,lJ;aHHblM yqern. KoMHCCH51 TaK)Ke 

ycTaHOBHJla, qTo nop51LJ:OK Be,lJ;eHH51 KaCCOBOH KHHrH H xpaHeHH51 ,lJ;eHer COOTBeTCTByeT Tpe6oBaHH51M 

IlorrmKeHH51 0 Be,lJ;eHHH KaCCOBbIX onepaUHH rocyLJ:apCTBeHHbIMH, KoonepaTHBHbIMH H o6w:ecTBeHHbIMH 

npeLJ:npl151TH51MH, yqpe)l(,lJ;eHH51MH H opraHH3aUH51MH. AKT BCTynHrr B ,lJ;eHCTBHe c MOMeHTa yrnep)K,lJ;eHH51 

LJ:HpeKTOpOM 3aBO,lJ;a. 

CuTyauuH 5. 
KoMHCCH51 B cocTaBe npeLJ:Ce,lJ;aTerr51, HaqarrbHHKa OTLJ:erra cHafoKeHH51 l1 qrreHOB KOMHCCHH: 

HaqarrbHHKa OT,lJ;erra KYJlbTypH0-6bITOBblX H X0351HCTBeHHbIX yqpe)K,lJ;eHHH, 3aBe,lJ;yIOw:ero CKJla,lJ;OM, 

Ha3HaqeHHa51 npHKa30M reHeparrbHOro LJ:HpeKrnpa AO «CTperra», npoBerra pa6oTy no ycrnHoBrreHHIO 

HenpHroLJ:HOCTH K LJ:MbHeifIIIeMy Hcnorrb30BaHHIO HMyw:ecTBa. KoMHCCH51 pa6oTarra B npHCYTCTBHH 

KJla,lJ;OBW:l1Ka H l1HCneKTOpa cpHHOT,lJ;erra l1 ycTaHOBHJla, qTo HMyw:ecTBO corrracHO npHrraraeMOMY K aKTY 

nepe1IHIO nO,lJ;Jle)l(HT cnHCaHHIO 3a HenpHro,lJ;HOCTblO K ,lJ;aJlbHeHIIIeMy HCnOJlb30BaHHIO. AKT cnHCaHl151 

HMyw:ecrna 6brn COCTaBJleH c 2 31<3. (OT,lJ;erry CHafoKeHH51, 6yxrarrTepHH), no,lJ;nHCaH KOMl1CCl1H l1 

yrnep)l(LJ:eH reHeparrbHbIM LJ:HpeKTOpOM. 

CuTyauuH 6. 

KOMHCCH51, Ha3HaqeHHa51 npHKa30M LJ:HpeKTOpa TeXHl1KyMa, B COCTaBe: npe,lJ;Ce,lJ;aTeJlb - 3aM. 

LJ:HpeKTOpa, qrreHbl KOMHCCHH: 6yxrarrTep, 6bIBIIIHH 3aBeLJ:YIOW:HH X0351HCTBOM, BHOBb Ha3HaqeHHbIH 

3aBeLJ:yIOW:HH X0351HCTBOM, ocyw:ecrnHrra cpHI<CaUHIO cpaKTa nepeLJ:aqH ,lJ;err 3aBeLJ:yIOW:HM X0351HCTBOM. B 
pe3yJlbTaTe C,lJ;aqH-npHeMa ,lJ;eJl 6bIJ10 ycTaHOBJleHo, 'ITO Bee o6opyLJ:OBaHHe, l1HBeHTapb, Me6errb 

HaXO,lJ;l1TC51 B COOTBeTCTBHH c Be,lJ;OMOCTbIO HHBeHTapH3aUHH, Be,lJ;OMOCTb HHBeHTap113au1111 COCTaBrreHa no 

COCT051Hl1IO Ha 00.00.200_r., HMeeTC51 Be,lJ;OMOCTb l1HBeHTap51 l1 Me6err11, nO,lJ;Jle)KaW:HX cn11caHI110. AKT 

6brn COCTaBJleH B 3 3K3. (6yxrarrTepHH, X0351HCTBeHHOMY OT,lJ;erry) H BCTyn11rr B CHITY nocrre yrnep)l(,lJ;eHI151 

LJ:HpeKTOpOM TeXHHKyMa. 

3a.LJ.anue 8. CoCTaBLTe u ocl>opMuTe cnpae1rn no JrnqnoMy cocTaey, 11eo6xoJJ.UMhle B JJ.aHHhlX 
ynpaBJieI-fqecKUX CHTyaUHHX. 

CuTyaum11. 
MaIIIHHHCTI<a nepBoif KaTeropmi: 1<aHuerr5IpH11 ynpaBrreHH51 ,lJ;erraM11 M11HHCTepcTBa neqaTH H 

HHcpopMaUHH P<l> IleTpoBa I1p11Ha CepreeBHa o6paTHrracb B OTLJ:err Ka,n:poB MHHHCTepcrna c npocb6oii 

BbI,lJ;aTb eif cnpaBKY c MeCTa pa60Tbl ,lJ;J151 npeLJ:CTaBrreHl151 B <l>HHaHCOBYIO aI<a,lJ;eMHIO, r,lJ;e OHa yq11TC5I Ha 2 

Kypce BeqepHero OT,lJ;erreHI151 cpaKyrrbTeTa Me)l(,lJ;yHapOLJ:HblX 3KOHOM11qeCKI1X OTHOIIIeHHH. 
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CuTyau:un 2. 
Cnecapb MyHm.1:iu1anhHOro peMOHTHO-cTpOHTeJlbHoro npe.ri:r1pmnm1 «0pHOH» MYHHUHnanI:.Horo 

oKpyra «BoH:KoBcK11H:» CeBepHoro a.uM11H11cTpaTHBHoro oKpyra r. MocKBhI A6paMoB BacHnHH: 
<l>e.uopoB11t.J 06paT11nc51 c npocI:.6oH: I< pyKoBo.ucrny 3TOro npe.unpH5ITH5l BhI.UaTb cnpaBKY no 3anpocy 
MYH11UHnanI:.Horo .ueTCI<Oro ca.ua N2 6 CeBepo-BocTOt.JHOro oI<pyra r. MocI<BhI, KOTOpbIH nocemaeT ero 
.UOt.Jb A6paMoBa Harnrna. B cnpaBI<e Heo6xo.uHMO no.urnep.UHTh pa3Mep 3apa60THOH nnaTbI, nonyqeHHhIH 
cnecapeM B nepBoM I<BapTane TeI<ymero ro.ua (no MeC5I:UaM). 

CuTyau:uH 3. 
B xo.ue HHBeHTap113a:uH11 TOBapHo-MaTep11anhHhIX :ueHHOCTeH: Hayt.JHO-Hccne.uoBaTeJlbCI<oro 

:ueHTpa <l>HHaHcoBoH: aI<a.ueMHH np11 ITpaBHTeJlhCTBe P<l> 6orna o6Hapy)l(eHa He.uocrnqa B cyMMe 111 000 
py6neH: (.uBa HoyT6yI<a no 55 000 py6neH: 3a 1 llIT.). EyxranTep115I aKa.ueMHH noTpe6oBana B03MeCT11Tb 
He.uocrnqy OT crnprnero na6opaHTa :ueHTpa Ko3JIOBoH: BaneHTHHhI J.1BaHOBHhI, KOTopa5I OTI<a3anacb 3TO 
c.uenaTb. A.uM11H11cTpa:UH5I aI<a.ueMHH o6paTHnacb B JleHHHrpa.ucKHH: paH:oHHhIH cy.u r. MocKBhI c 11cKOM 
I< Ko3JIOBOH B.11. PaH:oHHhIH cy.u noTpe6oBan OT aI<a.ueM1111 npe.ucrnBHTh cnpaBI<y, 5IBJI5leTC5l JlH Ko3JIOBa 
B.11. MaTep11anbHO-OTBeTCTBeHHhIM JIHUOM, KaKOB pa3Mep ee cpe.uHeMeC5lt.JHoro 3apa60TI<a, Kor.ua c HeH: 
6hrn 3aKJIIOl.JeH .uoroBop 0 MaTep11aJibHOH OTBeTCTBeHHOCT11, c KaKoro BpeMeHH OHa pa6oTaeT CTapllIHM 
na6opaHTOM Hayt.JHO-Hccne.uoBaTeJlbCKoro :ueHTpa. CnpaBKa, no.unHcaHHM peKTopoM 11 rnaBHhIM 
6yxranTepoM, 6orna npe.ucrnBneHa B cy.u K 10 H05I6p5I TeKymero ro.ua. 

CuTyau:uH 4. 
11H)l(eHep CoKOJlOB Oner feHHa.uoeBHl.J noTep5IJI pa6oTy B CB5l3H c n11KBH.Ua:uHeH: ITpe.uITp115IT115l H 

3apernCTpHpOBaJIC5l Ha 6Hp)l(e Tpy.ua B CeBepHOM a.UMHHHCTpaTHBHOM oI<pyre r. MocKBhI. B OKrn6pe 
TeKymero ro.ua OH Harnen pa6oTy B 000 «CHcTeMbI KOMITJleKCHOH CHrHaJIH3a:UHH ». K 1 H05I6p5I eMy 
Heo6xo)J,HMO ITpe.ucTaBHTb Ha 611p)l(y CITpaBKY 0 TOM, l.JTO OH Ha3Hat.JeH Ha )J,0Jl)I<HOCTb TeXHHl.JeCKOro 
.u11peKTopa c OKna.uoM no llITaTHOMY pacn11caH11IO. CeI<peTapb-nOMOI.UHHK reHepanbHoro .UHpeKTopa 
MarneeBa 11.K., orneqa10ma51 3a Ka.upoByIO pa6oTy Ha ITpe.uITpH5ITHH, ocpopMHJia Heo6xo.uHMhie 
CBe)J,eH115l. 

CuTyau:uH 5. 
CrnprnM Me.UHUHHCKM ceCTpa 6onhH11UhI N2 54 M11H11CTepcrna 3.UpaBooxpaHeH115l P<l> 5IKOBJ1eBa 

Enetta <l>e.uopoBHa o6paTHJ1acb B 6yxranTepHIO c ITpOCh6oH: Bbl)J,aTb eH: cITpaBKY .UJ15I ITonyt.JeHH5l 
.ueHe)l(HOH: ccy.uo1 B pa3Mepe 500 TbIC. py6. cpoKOM Ha 10 neT B 0Krn6pbCI<OM OT.UeneH11H N2 7813 
MocKOBCKOro C6ep6aHKa. B cITpaBKe .uomI<HhI 6hITh ITO.UTBep)l<)J,eHbI MecTo, .uomI<HOCTh, CTa)I< pa60T01 11 
pa3Mep 3apa60TKa 3a ITocne.uHHe 3 Mec51:ua TeKymero ro.ua. 

3aJJ,auue 9. CocTaB1>Te u ocJwpMHTe npuKa3hl no Jiu~rnoMy cocTaBy, ueo6xOJJ.HMhle B JJ.3HHhlX 
ynpaBJieuqecKux curyau:unx. 

CttTyau:uH 1. 
BomycKH11:ua cpaKyJII:.TeTa ynpaBneH115l Pocc11H:c1<oro rocy.uapcrneHHoro ryMaHHTapHoro 

yHHBepc11TeTa LJ:ett11c0Ba TaTb5IHa M11xaH:noBHa 20 HIOJ15l TeKymero ro.ua ITOCTyIT11na Ha pa6oTy B 
PoccHHCKoe areHTCTBO Me)l<.lJ.yttapo.uHoro coTpy.uH11t.Jecrna 11 pa3BHT115l (PAMC11P) Be.uyI.UHM 
cITe:u11anHCTOM YITpaBneH115l .uenaMH. AreHTCTBO 5IBJI5leTc5l rocy.uapcrneHHoH: opraHH3a:u11eH: ITp11 
ITpaB11TenbcTBe P<l> H ocymecrnn5leT Ha6op cny)I<am11x TOJihI<O ITO .uoroBopy. LJ:oroBop ITO.UITHCaH OT 
11MeH11 areHTCTBa ero npe.uce.uaTeJleM lilOXHHbIM A.H. ITpoeKT npHI<a3a ITO JIHl.JHOMY COCTaBY 
ITO)J,fOTOBJleH 11HCITeKTopoM ITO Ka.UpaM CoJlOBbeBOH 11.r. 20 11IOJI5l H B TOT )Ke .ueHb 3aBH3HpOBaH 
Hal.JaJibHHI<OM yITpaBJieH115l I<a.upoB Ap6y30BbIM rr.H. 11 yITpaBJI5IIOI.UHM .uenaMH MttxeeBhIM B.11. ITpHI<a3 
ITO)J,ITHCaH 21 11IOJ15l 11 o6b5IBJieH LJ:eHHCOBOH ITO)], paCIT11CI<Y. 
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CuTyau,uSI 2. 
3KOHOMIICT Bacmn.eBa EKaTepIIHa HIIKorraeBHa 1 ceHrn6p51 TeKymero ro.ua rro.uarra 3MBJieHIIe B 

000 «Jlyq» c rrpoco6oii rrpIIH51Th ee Ha pa6ozy crreUIIaJIIICTOM qmHaHCOBOro OT,Uerra Ha HeIIOJIHhIH 

pa6o4IIif ,n:eHh. I-IHcrreKTop no Ka,n:paM CMIIpHoBa H.C. 0605ICHIIrra, qTo qmpMa IIMeeT B03MmKHOCTh 

rrpIIH51Th Ha pa6oTy 3KOHOMIICTa, HO Ha ocHoBe cpoqHoro Tpy,n:oBoro .uoroBopa. Tpy,n:oBoif .uoroBop 6orn 

3aKJII04eH 5 ceHrn6p51 II rro.u1mcaH OT IIMeHII qmpMhI reHeparroHhIM JJ.IIpeKTopoM MIIpOHOBhIM JI.C. B TOT 

)Ke ,n:eHh 6orn II3JJ.aH rrpIIKa3 no JIIIqHoMy cocrnBy, 3aBII3IIpoBaHHhiif CMIIpHoBoif H.C. II 

IOpIICKOHcyrroTOM XMerreBhIM H.O. I1pIIKa3 6orn o6n51BJieH BacIIJiheBoif E.H. rro.n. pacrrIIcKy 6 ceHrn6p51. 

CuTyau,uSI 3. 
3aBe,n:yIOmM oT.n.erroM rrIIceM ra3eThI «fy6epHII51 » CoMoBa AHHa HBaHOBHa 15 MM TeKymero 

ro.n.a o6paTIIJiacb K rnaBHOMY pe,n:aKrnpy YBapoBy A.H. c rrpoco6oif rrpe.n.ocTaBHTh eif OTrrycK 6e3 

coxpaHeHH51 3apa60THOH IIJTaThl c 16 no 18 Ma51 no ceMeHHhIM o6CT051TeJ1hCTBaM. 

I1poeKT npIIKa3a 06 oTrrycKe 6orn ocpopMneH Ha4aJihHHKOM OT,n:ena I<aJJ.pOB EpMaKOBhIM H .H . 15 
MM, 3aBH3ttpoBaH I1 B TOT )Ke .n.eHb no.n.rrttcaH rnaBHhIM pe.n.aKTOpOM. 

CuTyau,uH 4. 
B e.n.ymero cneuttarrttcrn oT.n.ena MapKeTttHra rnproBoif cpIIpMhI 000 «BeHTa» Co6oneBy 

BarreHTttHy HBaHOBHY rrepeBerrtt Ha ocBo6o.n.IIBllIYIOC51 .uomKHOCTh HaqarrhHttKa oT.uen a Ha nocT051HHYfO 

pa6oTy c 15 H0516p51 TeKymero ro.n.a. 3a51BJieHtte o rrepeBo.n.e Co6oneBa B .H . Harrttcarra 10 H0516p51 tt 

3aBtt3ttpOBarra y KOMMepqecKoro JJ.ttpeKTOpa B TOT )Ke .n.eHb. 10 H0516p51 6omO TaK)Ke COCTaBJieHO 

npe.n.crnBJieHtte N2 4, rro.n.mrcaHHoe KOMMepqecKIIM JJ.IIpeKrnpoM. 

I1poeKT npttKa3a o rrepeBo.n.e rro.n.rornBJieH 1rncrreKTopoM no nepcoHarry KIIpIInnoBoif E .H. 11 
H0516p51, 3aBII3IIpoBaH IOpIIcKoHcynoTOM EapMIIHhIM A.H. 12 H0516p51 II cnycrn .n.eHh 6orn rro.n.rrIIcaH 

reHeparrhHhlM JJ.IIpeKTopoM cpIIpMhI ,[(oporoMIIJlOBhIM E.K. 14 H0516p51 Co6oneBa B .H. 6orna 

03HaKOMJieHa c rrpIIKa30M. 

CuTyau,uSI 5. 
fnaBHhIH 3KCIIepT TOproaoro OT)J.eJia aKUIIOHepHOro o6mecrna «ToproBhIH JJ.OM «3cp.n.m > 

CaBenoeB I1aBen PoMaHOBIIq .n.on)!(eH BhiexaTh B r.I1eTep6ypr JJ.JI51 yqacTII51 B rryllIHOM ayKUIIOHe 

«PyccKIIif Mex», KOTOpo1if rrpOBOJJ.IITC51 c 10 no 13 .n.eKa6p51 TeKymero ro.n.a. 8 .n.eKa6p51 npe.n.ce.n.aTeJih 

npaBJieHII51 Jle6e.n.eB AT. rro.n.nIICaJI npIIKa3 0 HanpaBJieHIIII CaaeJibeBa rr.P. B I<OMaHJJ.IIpOBKY c 9 
.n.e1<a6p5I. I1poe1<T rrpIII<a3a 6orn no.n.rornBJieH ce1<pernpeM-pecpepeHTOM Ane1<caH.n.poaoif H .IO. II 

3aBII3IIpOBaH rnaBHhIM 6yxrarrTepoM II HaqarrbHIIKOM Toproaoro OT)J.eJia 7 ,n:e1<a6p5I. 

Heo6xoJJ.IIMhie rroJIHOMoqII51 II JJ.OBepeHHOCTII Ha 3a1<yn1<y rrapTIIII TOBapoB rnaBHOMY 3KcrrepTy 

CaBeJibeBy rr.P. 6oIJIII ocpopMJieHbl BMeCTe c KOMaHJJ.IIpOB04HhIM YJJ.OCTOBepeHIIeM. 

Curyau,uSI 6. 
MaCTep MYHIIUIInaJihHoro peMOHTHO-CTpOIITeJihHoro npe.urrpII51TII51 N2 2 (MocKBa) Eor.n.aHOB 

IOpIIif I1eTpOBIIq pem1rn yBoJIIIThC51 no co6crneHHOMY )KeJiaHIIIO (n. 3 CT. 77 TK P<D) II octtoBaTh 

IIHJJ.IIBIIJJ.YaJihHOe qacTHOe rrpe.n.npII51TIIe. 3a )].Be He.n.enII JJ.O YBOJ1bHeHII51 OH IIOCTaBIIJI B II3BeCTHOCTh 06 

3TOM JJ.IIpeKTOpa rrpe.n.rrpII51TII51 CII.n.opoBa rr.H. I1poeI<T npIII<a3a 6orn IIOJJ.fOTOBJieH IIHCneKTOpOM no 

Ka.n.paM KornBoif H.JI. 15 anperr51, B TOT )Ke .n.eHh 3aBII3IIpoBaH 6yxrarrTepoM MenhHIII<OBoif 3.C. II 17 
anpeJI51 TeKymero ro.n.a rro.n.rrIIcaH. Eor.n.ai-IOB IO.H. B 3TOT )!(e .n.eHh 6orn 03HaKOMJieH c rrpIII<a30M, eMy Ha 

pyKII 6orna BhIJJ.aHa TPYJJ.OBM KHII)!(Ka II rrpoII3BOJJ.eH noJIHhIH pacqeT rro 3apa60THOH rrnaTe. 

CuTyau,uSI 7. 
17 MM TeKymero ro.n.a IICIIOJIHIIJIOCh 60 neT co JJ.H51 po:>I<JJ.eHII51 rnaaHoro 6yxrarrTepa AO 

«I1eTp03aBOJJ.CKIIif MYHIIUIInarrhHhiif 6aHK «0Hero» ,[(opoxoay AneKcaH,n:py I1eTpOBII4y, 1<0Topo1if 

6e3ynpeqHo rrpopa6oTarr B 6aHKe B TeqeHIIe IIOCJie)J.HIIX 20 JieT. f eHeparroHhIH JJ.IIpeKTOp 6aHKa <DpaJJ.KOB 

c.r. IIOJJ.IIIICaJI 16 MM rrpIIKa3 06 o6b51BJ1eHIIII 6naro.n.apHOCTII ,[(opoxoBy A.IT. II BhIJJ.aqe eMy .n.eHe:>I<HOH 

npeMIIII B pa3Mepe II51TII MeC51qHhIX OKJia)J.OB. 3a TPII JJ.H51 JJ.O rro.n.nIICaHII51 npoeKT npIIKa3a 6orn 
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3aBl13lipOBaH HaqaJibHliKOM OTLJ:eJia KaLJ:pOB J)oqapOBOH fl.C. 11 COrJiaCOBaH C 3aMeCTl1TeJieM HaqaJibHliKa 

ynpaBrreH115I Ka.n:poB 6aHKa CeMeHOBbIM B.P. 

3a.uauHe 10. Pa36op npaKTHqec1rnx CHTyau,HM: 

CHTyau,HH 1. 
IToceT11TeJib npmrrerr Ha np11eM Ha 15 MHH. paHbIIIe Ha3HaqeHHOro BpeMeH11. BaIII11 .n:eiicTBl151. 

06ocHyiiTe. 

CHTyau,m1 2. 
IToceT11Terrb, KOTopoMy Ha3HaqeHa BCTpeqa y pyK0Bo.n:11Terr51 KOMnaH1111, )KLJ:eT y)Ke 5 MliH. B :no 

BpeM51 pyK0Bo.n:11TeJib no Terre¢oHy coo6maeT BaM, qTo 6y.n:eT Ha MecTe TOJibKO qepe3 15 MliH. BaIII11 

LJ:eHCTBl151? 

CHTyau,HH 3. 
ITpe.n:cTaBbTe ce6e, qTo BaM HY)KHO Bb16paTb onTHMaJibHoro nocTaBrn;11Ka KaHUeJI5IpcK11x TOBapoB 

LJ:JI51 BaIIIeii ¢11pMbI. C qero HaqHeTe? 

CHTyau,HH 4. 
BaM Heo6xo.n:11Mo coo6rn;11Tb PYKOBOLJ:HTemo, qTo no.n:apK11, 3aKa3aHHb1e KO .n:mo po)l<LJ:eHl151 

o.n:Horo 113 KmoqeBblX COTPYLJ:HliKOB KOMnaH1111, 6y.n:yT Ha .n:Ba LJ:H51 no3)Ke, I.J:eM 3aKa3aHbl (:no He BaIIIa 

BliHa). OnliIIIliTe, KaK 6y.n:eTe BblXOLJ:liTb 113 Cl1Tyau1111. 

CHTyau,HH 5. 
Bbl 0¢11c-MeHe.n:)Kep 11 Ha611paeTe nepcoHaJI B ceKpernp11aT. I1cxo.n:51 113 KaK11x napaMeTpOB Bbl 

6y.n:eTe Ha611paTb nepcoHaJI? KaK11e KJIIOI.J:eBble Kaqecrna pa6oTHl1KOB 6y.n:yT LJ:JI51 Bae Ba)l<Hbl? 

06ocHyiiTe. 

CHTyau,HH 6. 
KaK11e LJ:OKYMeHTbl, cnpaBKli LJ:OJI)KHbI 6b1Tb y ceKpernp51, qT06b1 OH Mor 11cnorrH11Tb 

pacnop5I)KeH11e pyK0Bo.n:11Terr51 no c6opy npomBo.n:crneHHOro coBern;aH115I? KaK Ha.n:o B351TbC51 3a 3TO 

.n:erro? 

CHTyau,HH 7. 
qTO HY)l<HO ceKpernp10 LJ:JI51 Be.n:eHl151 npoToKorra 3ace.n:aH115I? 

CuTyau,un 8. 
KaK11M11 KaHuerr51pCKl1Ml1 np11Ha.n:rre)KHOCT5IMl1 LJ:OJI)l<HO 6bITb o6opy.n:oBaHo pa6oqee MecTo 

pyK0Bo.n:11Terr51? KaK .UOJI)KeH ceKpernpb crre.n:11Tb 3a 3Tl1M7 

(ITp11 OTBeTe oueHHBaIOTC51 o6rn;a51 rrornqHOCTb, yMeH11e paCCTaBJI51Tb np11op11TeTbl, yMeH11e 6paTb 

OTBeTCTBeHHOCTb Ha ce651, nOHl1MaH11e OIITliMaJlbHbIX MeTOLJ:OB B3al1MOLJ:eHCTBl151 np11 3a.n:aHHOM Tline 
KOpnopaTliBHOH KYJibTYPbl. ITp11BeTCTBYJOTC5I yrnqH5JIOIIJ;lie BOIIpOCbl OT KaH.n:11.n:arn.) 
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KpHTepHH oi_.eHHBaHHH KBaJIH<l>HKaQHOHHoro 3K3aMeHa 

Kpunpuu IloKaJaTeJiu JiaJIJihI 
- COOTBeTCTmie OTBeTOB 3a,naHHbIM BOITpocaM; 

- o6rn;M rrorHqHOCTb ITOCTpoeHH51 OTBeTa; 

CTerreHb pacKpbITH51 
- IIOJIHOTa H rny6HHa pacKpbITH51 OCHOBHbIX ITOH51THH 

ITpo6rreM11; 
Teopeni:qecKoro - yMeHHe o6o6rn;aTb, COITOCTaBJ151Tb pa3JIHqH11e TOqKH 2 6arrrra 

BOITpoca 3peHH51 ITO paccMaTp1rnaeMOMY BOITpocy, 

apryMeHTHpOBaTb OCHOBHbie ITOJ10)I<eHH51 H BblBOLJ:bl 

- YMeHHe OITepHpOBaTh OCHOBHbIMH IIOH51TH51MH TeM11; 

- yMeHHe aprYMeHTHpOBaTb OCHOBHbie IIOJ10)I<eHH51 H 

BbIBOLJ:bI; 

- yMeHHe pa6oTaTb c OCHOBHbIMH TeXHHqecKHMH 

llpaBHJlbHOCTb cpe,ncrnaMH; 

BbIIIOJIHeHmI - yMeHHe pa6oTaTb c OCHOBHbIMH CTaH,napTaMH B 
1 6 arrrr 

ITpaKTHqecKoro o6rraCTH oqlOpMrreHH51 TeKCTOBbIX LJ:OKYMeHTOB; 

3a,naHH5I - yMemi:e paccTaBJ151Tb ITpHOpHTeTbl B 

ITpocpecCHOHaJibHOH ,ne51TeJibHOCTH; 

- yMeHHe BbI6HpaTb OITTHMaJibHbie MeTOLJ:bl 

B3aHMOLJ:eHCTBH51 ITPH 3a,naHHOM THITe KOpITopaTHBHOH 

KYJibTYPbl. 

-caMOCT051TeJibHOCTb cy)I<LJ:eHHtt; 

YqacTHe B 
- COOTBeTCTBHe co,nep)I<aHH51 BbICTyrrrreHH51 

o6cy)I<LJ:aeMoH: rrpo6rreMe; 
o6cy)l<LJ:eHHH 

- yMeHHe CHCTeMaTH3HposaTb H CTPYKTYPHPOBaTb 
ITpo6rreM11 ITO 

MaTepHarr; 2 6arrrra 
TeMaTHKe 

- YMeHHe 0606rn;aT1, COITOCTaBJI51Tb pa311HqH11e ToqKH 
ITpaKTHqecKoro 

3peHH51 ITO paccMaTpHBaeMOMY BOITpocy, 
3aH51TH51 

apryMeHTHpOBaTb OCHOBHbie ITOJ10)I<eHH51 H BbIBOLJ:bI 

llToro: 5 6aJIJIOB 

Pa3j(eJI 4. OPr AHH3A.QHOHHO-IIE)I;ArOrHqEcKHE YCJIOBH51 

PEAJIH3A.QHH IIPOrPAMMbl 

4.1. Yqe6uo-MeTO/:l:HqecKoe 06ecneqe11He H nn<l>opMaQHOHHoe 06ccneqe1rne 
nporpaMMhI (JIHTeparypa) 

Oc110B11aH: 

1. BeceJIOB, rr.B. ITpocpeccJUI - ceKpeTapb I IT.B. BeceJIOB - M.: I1mpopMal(l10HHO­

BHe,n:peHl.feCKl1H ueHTp «MapKeTHHr>>. - M., 2016. - 204 c. 
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2. faBp11110B, M. B. l1mpopMaT11Ka 11 11mpopMau110HH0Ie Textto11or1111 : yqe6tt11K JJ:JUI 

CITO I M. B. faBp11110B, B. A. K1111MoB. - 4-e 113.z:i;., rrepepa6. 11 .z:i;orr. - M.: 

1-fa.z:i;aTeJihCTBO IOpai:fT, 2018. - 383 c. 

3. ro11y6eBa, A. B. PycCKHH 5I3hIK M KYJinTypa peq11 : yqe6HHK 11 rrpaKTHKYM JJ:JI5I CITO 

I A. B. rorry6eBa; IIOJJ: pe.z:i;. A. B. ro11y6eBOH. - M. : 113.z:i;aTeJihCTBO IOpaHT, 2018. -

386 c.; 

4. KapaKe5IH, B. 11. £e3orracttocTn )Kl13He.z:i;e5ITeJinHOCTl1 : yqe6H11K 11 rrpaKTl1KYM .z:i;mr 

CITO I B. 11. KapaKe5IH, 11. M. HHKYJIHHa. - 3-e H3JJ:., rrepepa6. M .z:i;orr. - M. : 

lf3.z:i;aTeJinCTBO IOpa.H:T, 2018. - 313 c. 

5. KarrycT11H, A. 5I. ITpaBoBoe o6ecrreqeHHe rrpocpeccHOHarrhHOH .z:i;e5ITerrnHOCTH : 

yqe6HHK 11 rrpaKTHKYM JJ:JI5I CITO I A. 5I. KarrycT11H, K. M. Be1111K0Ba ; rro.z:i; pe.z:i;. A. 5!. 

KarrycT11Ha. - 2-e H3JJ:., rrepepa6. 11 .z:i;orr. - M. : 113.z:i;aTerrncTBO IOpa.H:T, 2018. - 382 c. 

6. KoJinIIIIKl1Ha, T. B. ,[(erroBa5I KYJinTypa : yqe6Hoe rroco6He JJ:JI5I CITO I T. B. 

Ko110IIIIK11Ha, 11. B. IllycTHHa. - 2-e H3JJ:., Hcrrp. M .z:i;orr. - M. : lf3.z:i;aTeJinCTBO IOpa.H:T, 

2018. - 164 c. 

7. KoJinIIIIKHHa, T. B. ,[(e110B0Ie KOMMyH11Kau1111, .z:i;oKyMeHToo6opoT 11 

.z:i;e11orrpo113BOJJ:CTBO yqe6Hoe rroco6He JJ:JI5I rrpHKJia.n;Horo 6aKaJiaBpHaTa I T. B. 

KoJinIIllKHHa, 11. B. IllycTHHa. - 2-e H3JJ:., Hcrrp. 11 ,n:orr. - M. : lf3.z:i;aTeJinCTBO IOpa.H:T, 

2018. - 163 c. 

8. KopHeeB, 11. K. ,[(oKyMeHTaL(HOHHoe 06ecrreqeH11e yrrpaBJiemrn + TeCThI B 3BC 

yqe6HHK M rrpaKTHKYM JJ:JI5I CITO I 11. K. KoptteeB, A. B. ITilleHKo, B. A. MaIIIypueB. - 2-

e H3,n:., rrepepa6. M .z:i;orr. -M.: 113.z:i;aTeJihCTBO IOpa.H:T, 2018. - 384 c. 

,LI, 0 n OJl H HTeJl b Ha SI: 

1. A6y11a,n:3e, ,[(. r. ,[(oKyMeHTaL(MOHHOe o6ecrreqeHHe yrrpaBJieHH5I rrepCOHaJIOM : 

yqe6HMK 11 rrpaKTHKYM JJ:JI5I CITO I,[(. r. A6yrra,n:3e, 11. B. Bnmp5I)KKl1Ha, B. M. MacJIOBa. 

- M. : l13,n:aTeJinCTBO IOpa.H:T, 2018. - 299 c. 

2. ITpasoBoe o6ecrreqeHHe rrpocpeccHOHarroHOH ,n:e5ITeJinHOCTH : yqe6HHK 11 rrpaKTHKYM 

JJ:JI5I CITO I A. IT. A11060B [11 .z:i;p.] ; rro,n: 0611(. pe,n:. A. IT. A11060Ba, C. B. HHKOJIIOKHHa. -

M. : lf3,n:aTerrncTBO IOpa.H:T, 2017. - 549 c. 
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3. BeJioB, C. B. J;e301iacHOCTh :>Kl13He,n:e5ITeJibHOCTM 11 3aw:11Ta oKpy:>KaIOw:eii cpe,n:hI 

(Texttoccpeptta5I 6e3orracHocTb) B 2 t.I. qacTb 1 : yt.Ie6tt11K .D:JI5I CITO IC. B. BeJioB. - 5-e 

113,n:., rrepepa6. 11 ,n:orr. - M. : 113,n:aTeJibCTBO IOpaliT, 2018. - 350 c. 

4. PyccK11ii 5I3hIK 11 KYJII>Typa pet.IM. ITpaKTMKyM. CJioBaph : yt.Ie6.-rrpaKT. rroco611e .D:JI5I 
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14.<l>nor11cToH: n11TepaTypa rro rrc11xonor1111. [3neKTpoHHI>IH pecypc]. URL: 
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15.illa6noHbI ,ZJ;JI51 ,i::i:oKyMeHTOB Word, Excel, PowerPoint. [3neKTpOHHbIH pecypc]. 
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1 7 .3KOHOMl1KO-rrpaBOBa51 6116n110TeKa. [3neKTpOHHbIH pecypc]. 

URL: http://www.vuzlib.net 

4.2. MaTepHaJihHO-Tex1-1tt11ecKtte ycJIOBHSI peaJitt3aU.HH nporpaMMhl 

Pean113au:1151 rrporpaMMbI rrpe,i::i:rronaraeT Hanwme MaTep11anI>HO-Tex1-m11ecKoi1: 6a3I>I, 

COOTBeTCTBYI-Olll.eH ,i::i:eH:CTBYI-OllUIM caHl1TapHbIM 11 rrpOTl1BOIIO)l(apHbIM HOpMaM, 

06ecrreLJHBa1-0ru:ei1: rrpoBe,ZJ;eH11e Bcex Bl1,ZJ;OB rrpaKTHLJeCKl1X 3aH51Tl1H 11 rrpaKTl1LJeCKoro 

06y11eHl15I, rrpe,i::i:ycMOTpeHHbIX y11e6HbIM IIJiaHOM. 

I1epe11eHb y11e6HbIX KaforneTOB: 

KOMIIbI-OTepHbIH Knacc; 

J1a6opaTop1111: 

11HcpopMaU:110HHbIX TeXHOJIOr11H: B rrpocpecCHOHaJibHOH ,i::i:e51TeJibHOCTl1. 

06opy,i::i:oBaHHe y11e6Horo Ka611HeTa: 

- pa6011ee MecTo rrperro,i::i:aBaTen51; 

- y11e6Ho1e MecTa 06y11a1-0ru:11xc51; 

rrepcoHaJII>HI>Ie KOMIIbI-OTepo1; 

rrpoeKTop; 

Harn51,ZJ;HI>Ie 11 ,i::i:11,i::i:aKT1111ecK11e rroco6115I. 
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4.3. 06pa3oBaTeJihHhle Texuonoruu, ucnoJih3yeMbie B npou,ecce 

peaJiu3aQHH nporpaMMhI 

B rrpou,ecce peasnnau,I-nf rrporpaMMhI HCIIOJih3YIOTC5I crre,z:i:y10ru:He o6pa3oBaTeJihHhie 

TeXHOJIOrHH: 

- TeopeTHqecKHe 3aH5ITH5I (rreKI.J,H5I-.D:HaJIOr, rreKI.J,H5I c pa36opoM KOHKpeTHhIX 

CHTyau,Hi1); 

rrpaKTHqecKHe 3aH5ITH5I (ceMHHap, ,z:i:erroBa5I Hrpa, KpyrrrhIH CTOJI, 

rrpOH3BO.lJ:CTBeHHa5I rrpaKTHKa). 

B xo,z:i:e ocBoeHH5I rrporpaMMhI rrpocpeccHOHaJihHoro o6yqeHH5I 06yqa10ru:Hec5I 

BhIIIOJIH5IlOT crre,z:i:yIOII.J,He BH.D:hl caMOCT05ITeJibHOH pa60ThI: 

rro,z:i:roTOBKa K rrpaKTHqecKOMY 3aH5ITHIO; 

rro,z:i:rOTOBKa K TeCTHpOBaHHIO ITO pa3,z:i:erry; 

rro,z:i:roTOBKa K KBaJIHcpHKaI.J,HOHHOMY 3K3aMeHy. 


