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1. IlosiciuTE/IbHASA 3aIIHCKA

ITporpamma npodeccronanbHoro  obydenuss 26341  Cekperapbh pYKOBOAWTEIS
peanusyercst B COOTBETCTBHHU ¢ Ilprukazom MuHnucrepcTBa obpazoBanus u Hayku PO or 2
mionst 2013 1. 1 513 "O6 yreepxaenun Ilepeuns npodeccuii pabouux, MOMKHOCTEH
CIyXallliX, [0 KOTOPBIM OCYILIECTBIseTCsl NpodeccHoHanbHoe obOydenue" (B ped. OT
03.02.2017), cootBercTByeT CrpaBOYHHKY BOCTPeOOBaHHBIX Ha pbIHKE TpyJa HOBBIX H
MIEPCIIEKTUBHBIX MpodeccHif, B TOM 4HcIe TPeOYIOLUX CPeAHEro IpogdecCHOHaIbHOro
oOpa3oBaHnus, yTBepxJieHHOMY IIpukasom MunucTepcTBa TpyAa ¥ COLMANBHON 3allUThl PO
or 02.11.2015 N 832 (pen. ot 10.02.2016). TIlpodeccuonanpHass  JesSTENBbHOCTE
BBIMTYCKHUKOB BKJIFOUAET  BBINOJHEHHE TeXHHYeCKMX GyHKUMH 10 ofecrneueHH0 U
0o0CIy>KUBaHHIO pPaboOTbl pPYKOBOAWTENS  OpraHM3alMH, CBS3aHHBIX C  I[OJArOTOBKOH,
XpaHEHHUEM, 0o0paboTKOil ¢  IOMOLIBIO CPeACTB  OPraHU3allMOHHOH  TEeXHHKHU

HeoOXxonuMON HHpOpMAUMK W JOBEACHHEM ee [0 oTpeduTers.

1.1. Ilesasb peasu3aluu NporpaMmsl

Lenbio peanusauuu 06pa3oBaTeNbHON IPOrpaMMbl SIBIISIETCS:

- paHHss npodeccroHanbHas COLMaNIN3als JIMI B BO3pacTe A0 BOCEMHA/IIIATH JIET;

- yAOBJETBOpPEHHE TMOTPEOHOCTH B  TNPOGECCHOHATBHOM OOYYEHHH JHU  C
OrPaHUYEHHBIMU BO3MOXHOCTSIMU 370POBbS;

- paclUMpeHHe MHTepeca K TPYJAOBOMY M NpodeccHoHaIbHOMY O0y4YeHHIO B yCJIOBUSX
CTPYKTYPHBIX H3MEH¢ MM Ha pbIHKE TpyAa, pocTa KOHK,, 2HUHUH, OINpPC JISIOLIUX
MIOCTOSIHHYIO TNOTPeOHOCTh B3KOHOMHUKH MockoBeckoil obnacth B mpodeccHOHalbHOM

MOOUJIBEHOCTH MOJIOACIKH.

1.2. Ilnannpyemsle pe3y bTaThbl 00y4ennst

HaumenoBaHue HaumenoBanue Heo0xoaumeble 3HAHMSA Heo0xoaumpie
TPYAOBOH TPYAOBOI0 A€HCTBUHA yMeHHUs
dbyukumnu

[Tpuem u [lepenanpasnenne DyHKIMH, 330344, VICII0Ib30BAaTh

pacrpejieieHue Tes1eHOHHBIX 3BOHKOB CTPYKTYpa OpTaHH3AllMH, | TEXHHYECKHE H

TeNe(pOHHBIX PYKOBOJICTBY U ee CBsI3U IPOTPaMMHBIE CPEACTBA

3BOHKOB COTpyIHHKaM opraHu3anuy | [IpaBuia B3auMoaeHCTBUS | IS IPOBEICHUS

OpTaHHU3alun P C MapTHEPaMH, TOJIOCOBOMH MJIH BUJIEO-
ETUCTpAalXsl [IOCTYIAIONIHNX




Teneh)OHHBIX 3BOHKOB

[Tonyuenune HEOOX  IMt

HH(pOpMalHHU U Nepefada

CaHKIIMOHHPOBAHHON
bopmaruu 1o Tenedony

KIYEeHTaMH, CPEJCTBAMHU
MaccoBOH HHGpOpMALHH
DTHKa eJ0BOr0 OOIIEHHS
ITpaBuiia peueBoro
JTHKETa

TpebGoBauus 0XpaHbl
Tpyna

[TpaBuna 3a1TE]
KOH(DHUAeHIINAIbHON
ciyxeOHoM nHpopManuu

KOHQECPCHI-CBA3U

Hcmnosb30Bath CpelcTBa
KOMMYHHKAllHOHHOH
OPTTEXHUKHU JUIA
IIOJIy4EeHHs U NepeJadn
HH(pOpMaLHH

Bectu yueTHbIE
perucTpalHOHHbIE
(hOpMBI, HCTIONB30BATh
UX 11
HH(OPMalHOHHON
paboThl

YcranaBiadBaTh
KOHTAKT ¢
co0eceJHUKOM,

MO A€PIKUBATH U
pa3BHBATh JEIOBYIO
Oeceny B nporecce
teneda  LIX
TIEpEroBOpOB

Cria)XuBaThb
KOH(JIHKTHBIE U
CJIOXKHBIE CHTYallHH
MEMII . _OCTHOIO
B3aHMOAEUCTBHUSA

Cobmonats
CI1YKEOHBIA 3TUKET

Opranusaums
paboTEI ¢
TIOCETUTEIAMH
OpraHu3anuu

Bcerpeua noceturenet,
MOJyYEHHUE [1EPBUUHON
nHpopMaLHH O
IOCETUTENSAX U MOMOLIH B
OpraHu3alliy UX nNpHueMa
PYKOBOJIUTEIJIEM H

COTpy, KaMH

Benenue xypHaa 3anucu
MOCETUTENIEN

Yuer nocetureieil u
odopMIIeHHE IPOITYCKOB

CojieicTBHE ONEPATUBHOMY
PacCMOTPEHHIO NPOCHO H
0 JJI0KEHUH MOoceTUTeNeH

ITpuem u nepenava
JIOKYMEHTOB ITOCETUTeNeH
PYKOBO/ICTBY

COTpPYAHHMKAM OpraHH3alHU

Opranusanus u
OpoHHMpOBaHHE

[TpaBuia opranu3anuu
npuema IoCeTUTENEN

ITpaBuna nenosoro
OOIIEHHS

CrpykTypa opranu3anuu
¥ pacipeiesieHue
GbyHKIHH MeXITY
CTPYKTYPHBIMH
OApa3ieIeHUAMH U
CIeLHaIMCTaMH

IIpaBuna opranuzanun
IIPHEMOB B o(uce

ITpaBusna cepBUPOBKH
vaiiHoro (kodeinoro)
cTosa

ITpaBujia IPUTOTOBJICHUA
U TI0JIaYH TOPSYUX
HAITHTKOB H 3aKYCOK K
HUM

DTHKA J1eJI0BOr0 00IIeH U

O61matecs ¢
[MOCETHTEISIMHU

HUcnonb3osath
YCTaHOBJICHHbIC
IpaBuia U Iponeayphl
KOMMYHUKAI[UH BHYTPH
OpraHu3aluH

Becty yueTHBIE (OPMBI,
HCII0JIb30BATh UX JUIs
paboTel

Co3naBars
MMOJIOYKUTEJIBHBIN
UMUK OpraHu3aluu

[TpunuMaTh MepsbI 110
paspelIeHHIO
KOH()JIMKTHBIX

Cl ,auuu

ITpuMeHsTH
YH(OpPMaIIHOHHO-
KOMMYHHKALlHOHHbIE
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MEPEroBOPHLIX KOMHAT

CepBupc 12 =~

(kodeiinoro) ctona B oduce

[TpurotoByicHHE HATUTKOB
(uait, xode,
NPOXJIaIUTENbHbIE
HaITUTKH)

[TpaBuna peueBOro
ITHKETa

TpeboBaHust OxpaHsl
Tpyna

IIpaBuia 3anIUTEI
KOH(HWIeHIINAIBbHON
cinyxebHo# undopmManuu

Brinonnenue
KOOPJAMHUPYIOMIHX
U
o00eceduBalOUINX
byHKIUH

Benenue xxypHana
pa3be310B pabOTHUKOB
OpraHHu3aluu

Koopaunanus paboTel
KypbepOoB U BOJIUTENEH
OpraHu3aiuu

Bejenue xxyprana
pa3be3ioB KyphepOB

OpraHHu3allui U MapuIpyTOB

BOAUTEINIEH

CocraBienue ClipaBKH 0
pa3be3gax pabOTHHUKOB,
KypbepoB U MapuIpyTax
BOJIMTEJIEH OpraHu3annu

HpaBHna peYeEBOro
ITHKETA

ITuHKa IXeJI0BOro OOLIEH U

TpeboBanus oxpanbl
Tpyna

[IpaBuia 32U ThI
KOH(pUIEHIIMATBHOH
cinyxebHo#t nHpopManuu

CrpykTypa opranu3alnuu
U pacnpeneeHue
byHKUIHHA MeXTyY
CTPYKTYpPHBIMH
noJipa3Ae/ICHUsIMU U
CrieHHaIucTaMu

TExHUIUI NN

O™ :me
KOH(UJICHIIMATIbHOCTD
uH(popMaLUu

COCTaBJIATh U BECTH
YUYETHEIC NOKYMECHTEI

IIpumensTh cpeacTea
KOMMYHHKaIUU JJIs
nepeaady nopy4eHu
PYKOBOAUTENS U
COTPYIHHKOB
OpraHu3alUH

[pumeHnaTs
COBPEMEHHBIE CPEJICTBA
cbopa, obpaboTku u
nepejavy HHGOpMaLUU

OneHuBaTh pe3yabTaThbl
B paMKax
IIOCTaBJICHHBIX 3aja4

OcyiuecTBisATh
KOHTPOJIb UCITOJIHEHHUS
[IOpy4YeHU N
PYKOBOIMTEJIS
COTPYAHUKAMH

1.3. KaTero 1is1 o0y4alommuxcsi:

Jluna no 18 JICT, B TOM YHCJIC HC HMCIOIIHEC OCHOBHOTIO O6IH€FO HIJIN CPCOHETO

ob1ero o6pa3zoBaHy

HanpaBneHHe NOATOTOBKH: CEKPETAPh PYKOBOANTEJIA.

Obnacth npodeccuoHanbHON NeATeIbHOCTH: BBIOJHEHUE TEXHUYECKUX DYHKI[H

1o o0ecreyeHnIo U O6C.Hy)KI/IBaHHIO pa6OTBI PYKOBOAUTEJIA OpraHU3allMM, CBA3AHHBIX C

NOJrOTOBKOH, XpaHeHHeM, 00pabOTKON C MOMOIIBIO CPEICTB OPraHU3alMOHHONH TEXHUKU

HE0OX0JUMOH HH(pOPMAaLIH U IOBEICHHUEM ee 0 IoTpeburers.

1.4. ®opma o0y4eHHsi: ouHas

1.5. Pexxum 3anaTHii: 3 yaca B IeHb, 2 pa3a B HEJEIO.

1.6. Tpyaoe

KOCTb nporpamMmbi: 210 yacos.















paboma, 1 uac

Tema 2.1.8. Ipaxmuxym, 1 vac | Tonatne u Byl ornatsl Tpyna. [Topsiaok omiarsi

( Tpyna Tpyaa. Cpoky oraTel TpyAa.

Tema 2.1.9 ..paxmuxym, 1 uac | Tpynosas (GyHKUuMs, e€ HOPMAaTHBHOE

[Tor e TpyaoBoH byHKUHMH H [TonaTHe  AOMKHOCTHBIX 0053aHHOCTEH, ux !

JIOKHOCTHBIX 0093aHHOCTEM. HOpMaTHBHOE 3aKperieHue. CoBMmelueHHe
JOJHKHOCTE .

Tema 2.1.10. Ipaxkmuxym, I yac | OcHoBHOE MECTO paboThl. Pabora no

PaGouee mecTo Camocmosmenvras, | COBMECTHUTEILCTBY.

H3yunth TpeOOBAHUA K OpraHU3aUyH paboyero Mecra

OcHoBbl 0043aTeNbCTBEHHOTO
npasa

Tema2.1.11. Ipaxmuxym, 1 vac | TIOHATHE TpPakIAHCKO-MPABOBOro JOroBopa. Buibl
OCHOBBI JOTOBOPHOTO Camocmoamenvnas | TPOKIAHCKO-NIPaBOBLIX  norosopos.  Coxnepxanue
rpaskIaHCKOro npaea patoma, 1 vac rpa)JaHCKO-NPABOBOr0 JOTOBOPA.
H3yuuth  OTAMUMS TPYLOBOTO M IPa¥IaHCKO-
IPaBoOBOro JIOrOBOPOB.
Tema 2.1.12. Ipaxmuxym, 1 vac | Tlonstue obs3arenbcTs. Buasl  00g3aTenbeTs.

[Mopsiaox morauieHust 0633aTENbCTB.

2.2. Uudpopmaruka u UKT/

Nudopmannonno-kommyHnkannonnble Texnonorun (MKT) B npodeccnonalbHoi JenTelbHOCTH

Tema2.2.1.
OcHoOBHbIE ONACHOCTH TIPH
paboTe ¢ opr. TeXHUKOH

Teopemuueckoe
sansmue, 3 vaca

Knaccudukauns onacHocrel npu pabore ¢ opr.
TexHHKkoH. Crocobbl MpeaynpexaeHus OnacHOCTel
npy paboTe ¢ Opr. TEXHUKOH.

Co3paHue u opmaTHpoBaHHe
TEKCTOBBIX JOKYMEHTOB

Tema 2.2.2. Teopemuueckoe [Tonatne  kubepbe3omacHOCTH, €€  OCHOBHbIE

OcHoBb! kHMOepbe30nacHOCTH sauamue, 3 vaca snemenTbl.  CrocoObl  3alMMTLl  MEPCOHAIBHBIX
JAaHHbIX.

Tema 2.2.3. Ipaxmuxym, 1 vac | Co3nanne TEKCTOBLIX noKyMeHTOB. IIpasuia Habopa

(DOpMaTHpOBaHHe TEeKCTOBbLIX TEKCTA. Pexxum «HEnevaracmble CUMBOJIbIY.

JOKYMEHTOB ®dopmMaTHpoBaHHE CUMBOJIOB U ab3ales

Tema 2.2.4. Ipaxmurym, 3 Pa6oTa ¢ nporpammMoii-TpeHaxepoM

TexHoJiorus ciiernoi nevyaTu yaca

Tema 2.2.5. Ipaxmuxym, 1 vac | Cosnanue TEKCTOBLIX AOKyMeHTOB. [IpaBuna nabopa

TEKCTA. Pexnm «HErneyaTacMble CUMBOJIbI».

dopmarupoBaHHe CHMBOJIOB 1 a63aUeB

Tema 2.2.6.
BcraBka rpaduuecknx o6bekToB

IHpaxmurxym, 3
yaca
Camocmosmenvuas
paboma, 3 uaca

BceraBka B TeKCTOBBIM JOKYMEHT pHCYHKa, oObekTa
WordArt, SmartArt, ¢purypsl. MHdorpaduka.
Co3naHue TeKCTOBOTO JOKYMEHTA.

1wIVid L. L. /.

Coszpanue 6J1aHKOB JIOKYMEHTOB

Tema 2.2.8.
Co3spaHune oObABIEHHH,
oopMJIeHHE CTCHIOB

Ipakmuxym, 3
yaca
Camocmonmenvias
paboma, 3 vaca

Coznanue ofuiero 6naHka M 6GjaHka cityxebHOro
nucbMa  KOHkpeTHOW  opranuzanmu.  Cozmanue
NpUKa3oB, pacHOpsKEHHWH, pelleHHd Ha  OCHOBE
6nankoB. Co3llaHne aKToB, NMPOTOKONOB, CITYKEOHbIX
3arncoK.

Co3jlaHHe TEKCTOBOIO IOKY™ """

—]lpaKmuKyM, 1 uac

Co3nanue 00BABIEHNH v WCTuIIb3UBAHHUEM

rpaduueckux oObEeKTOB

Tema 2.2.v.
PaGora c Tabnu  Mu

Tema 2.2.10.
Pa6ora ¢ 6onbuiumu
JOKYMEHTaMH

Ipaxmurym, 1 uac
Camocmosmenvhas
paboma, 3 vaca

Co3panpe Tabnun. BcTaBka B TEKC1UBblM LOKYMEHT
Tabnnl, npeobpazoBaHHe TEKCTA B TAGIHILY.
Co3naHue TEKCTOBOrO JOKYMEHTA

spuakmurym,, 1 uac
Camocmosmenvnast
paboma, 3 vaca

CozngaHue  CTPYKTYPHPOBAHHOTO
HUCIOJIb30BAHHUEM CTUIIEH

AOKYMEHTA C
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Tema 3 . l 29 3J'le¢)OHHb1A LICPT1 UBUPUDB. vcuveaa
Opranuzauus paboTel MOMOLIIHMKA PYKOBOAWTENS C JBYMs abOHEHTaMH,

Tenedc BOJ KOT/a pyKOBOLH 5 1 4ecTe
Tema 3.1.30. Teopemuueckoe OprannzallioHHble  NPUHLMILL  PACNOpAAKa  [Hs
MeToabl ONTHMH3ALIHH H sanamue, I vac cekperapsa. HaumeHOBaHWe 3J€MEHTOB paboThl M

fananc BpemeHu no o3TanaM paboThl. AHanu3
MPOAYKTUBHOCTH paboThl. ONTHUMH3AUMA TPYAOBOIO
pacriopsijika 1Hs cexpeTaps

[Tpon3BoACTBEHHAs MPAaKTHKA Hpaxmurymer, 12 Osnazienie METONUKOH 1POBENIEHHS  OIKCIIEPTH3bI
yacoe LEHHOCTH AOKYMEHTOB Ha CTaAMH JIeNONPOU3BOICTBA.
OpraHu3auus paboThl ¢ AOKYMEHTAMH MO JUYHOMY
coctaBy W oOpaweHusmu rpaxkuaad. OrpaboTka
HaBBIKOB TenehoHHOro 00CNy>KHBAHUS U
COBEPILEHCTBOBAHUE HABBLIKOB JICNOBOTO OOIIEHHS.
PaspaboTtka npoBeaeHus npeseHrauuii. [lonrotoBka u

COBCPLICHCTBOBAHHUS pa6OTbI

JIOKYMEHTUPOBAHHUE 3acelaHui. Osnanenue
METOANKOH 00paboTKM JOKYMEHTOB CpEACTBaMH
OpITEXHHKH

2.3. Coaep:xxaHne NpoU3BOACTBEHHOH NPAKTHKH

Buapl yuebHbIX
Tema 3aHATHIA, Conepikanue
y4eOHbIX paboT
IlpousBoacTeHHas Ipaxkmuxym, VYuacTue B npueme, nepBoHavyaiibHON 00paboTKe u
IIpaKTHKa 2 waca 1iepefiaye Ha UCIIOJTHeHHe IOKyMEHTOB
Ipaxmuxym, Opranuzanus paboTel € JOKYMEHTaMH IIO
2 uaca JUYHOMY COCTaBY M O00OpaIleHUsIMU TpaxIaH;
Ipakmurym, OBnazieHHe METOAMKOH ITPOBEACHHUS SKCHEPTH3BI
2 waca [ICHHOCTH JOKYMEHTOB Ha CTaJluu
JIeJTONPOH3BOICTBA
Ipaxmuxym, OtpaboTka HaBBIKOB Tesie(OHHOTO
2 yaca 00CTy)KHBaHWS ¥ COBEPIIEHCTBOBAaHUE HAaBBIKOB
JIEJIOBOTO OOIIEHHS
i aKMUKYM, Pazpab 2 L npe3eHTaIui
2 waca IloarotoBka u 1OKyMEHTHpPOBaHHE 3acedaHHUH
IIpakmuxym, OBnageHue MeTOOUKOM 00pabOTKH JOKYMEHTOB
2 waca CpeACTBaMHU OPITEXHUKH

Hpﬂl ’pHasi TeEMaTHKA 3aaHui Ha IIPOU3BOACTBEHIIYIO IPAKTHKY

1.CrpynnupoBaTh UCIIOJIHUTEIBHBIC JOKYMEHTHI B I€Ja;

2.CocTaBUTh M 0POPM b MIPUKA3 110 JHYHOMY COCTaBY M CPOPMHUPOBATH JIMYHOE JEIIO;
3.IIpousBecTH CBEPKY COOTBETCTBHUSA 3ar0JIOBKOB €I [0 COACPKAHUIO JOKYMEHTOB B J€Jax;
4..1poussecty 0T6OP A€l Ha IIOCTOSHHOE, JOJINOBPEMEHHOE, XpaHEHHE U Ha YHUUTOXKEHUE;
5.CocTaBuTh OIIUCH ~ YCTOSTHHOI'O XPaHEHHUs ACI 10 JIMYHOMY COCTABY;

6.COCTaBUTE aKT O BBIAEICHUH K YHUUYTOXKCHUIO JIe)l C UCTEKIIMMHU CPOKaMK XpaHEHHS;
7.11oaAr0OTOBUTE AENO K Nepeaye B apXuB;







a) KOIus;
b) o _cK;
c) naybnukar.
VkaxwuTe, Kak Ha3bpIBae€TCSA JOKYMEHT, OKOHYATeIbHO O(OPMIICHHBIN U TTOIMHCAHHBIN:
a) IOJJHHHUK;
b) ormyck;
c) nybnukar.
YKaxuTe, KaKUM TOKYMEHTOM BHOCSTCS H3MEHEHHUS U JIONOJIHEHHS! B JOJDKHOCTHYEO HHCTPYKI[HIO!
a) JOKJAJHO 3alucKoi;
b) npuUKa3zoM pyKOBOJIUTENS,
C) JHCTOM COIJIACOBAHMSI.
JIMCTH HOKYMEHTa HyMEpYIOT:
a) 110 cepeUHe HIKHETO IOJIs JIUCTa,
b) 1o cepenrHe BEPXHEro 10JIs JTUCTa;
C) BIIPaBOM :pXHEM YIIy.
Vkaxxute, MOXHO JIU 0OPOPMHUTH IPHKA3 10 OCHOBHOMN JEATEILHOCTH Ha GJ1aHKe IUChbMa:
a) MOJXKHO;
b) Henw3s;
C) IO paspelieHUK YKOBOJHUTES.
Vkaxxure, MOXHO JIH OQOPMHTDL IPOTOKOJI Ha 00IIeM OJIaHKe:
a) MOXHO;
b) Henb3s,
C) IO YyKa3aHHIO PYKOBOJHUTES.
YKaXuTe, MOXKET JIX MUHUCTP MOANKUCATH JIOKYMEHT, 0(pOPMJICHHBIH Ha JIOJDKHOCTHOM OJIaHKe
3aMeCcTUTeNs] MUHUCTpA:
a) MOJXET;
b) HEe MOXKeT;
C) IO XEJIaHHUIO.
Ha3BaHue BHZia TOKYMEHTa HE YKA3bIBAIOT:
a) B IIHCHME;
b) B npukase;
C) B IIPOTOKOJE.
[Ipu odopmIIeHHH JOKY 'HTa PEKBH3UT «MECTO COCTABIICHUN» HE YKA3BLIBAIOT:
a) B IIHCHMaXx;
b) B nmpoTOKONAX;
C) B IpHKa3ax.
[Ipu HanpaBaeHNM NOKYMEHTA B OPraHU3aIHIO B PEKBH3HUTE «aIpecar» HHUIUAIbI CTABAT:
a) 1o pamMunuu;
b) mocne pamunuy;
C) II0 YCMOTPEHHIO CeKpeTaps.
[Ipy HanpaBIeHNH JOKyMEHTa (YU3UYECKOMY JIHIY MHHIHAJIB CTABSAT:
a) no pamum
b) mocne ¢pamumnmu;
C) HE UMEET 3HAYEHHS.
CryxebHoe MHCEMO MOXET COZIEpIKaTh He Golee:
a) 4eThIpeX aJ[pecaros;
b) IByx alpecaros;
C) Tpex aJlpecaTosB.
O6s13aTe€NLHOMY YTBEPIKACHHIO ITOJIEKHUT:
a) JO/DKHOCTHAs HHCTPYKIIHS,
b) npuxas;
C) JIOKJaJHas 3aIlicKa.
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Buemnee cornacoBanue ogopmisieTcst:
a) BH30MH CcOrJacoBaHMS;
b) rpudom cornacopanus;
C) pe3onouucH.
YKaxuTe, KAKHM PEKBH3UTOM O(QOPMIISICTCS pe3yJibTaT pacCMOTPEHUS JOKYMEHTA PYKOBOAUTECIIEM:
a) rpudoM yTBEP¥ HUS;
b) pezomonuei;
c) rpu¢goM coriacoBaHusl.
Vkaxure, B KaKOM ITHCbME 0(hOPMIISETCS] PEKBU3HUT «CChUIKA HA HOMED U AaTy BXOISLIETO TOKYMEHTa:
a) BO BCEX IIMCBbMax;
b) B OTBETHBIX;
C) B MHHIIMA BHBIX.
VYKaxuwure, 4To NOANUCHIBAIOT PyKOBOIUTENb H INIaBHbIH Oyxranrep:
a) IMHUCBMO-U3BELLCHUE;
b) pekraMHOe MHCBMO;
C) TrapaHTUHHOE IHUCHMO.
Ykaxure, Kakoif peKBH T HE BXOJHUT B COCTaB PEKBH3UTOB CIIYXeOHOTO MHUChMa:
a) ajpecar;
b) Ha3BaHHe BHJa JTOKYMCHTA;
C) MOJIHKCH.
YkaxuTe, cKoJIbKO OJaHKOB JJIs THCbMa IOTpedyeTcs, eciu cilykebHOoe MUCbMO HAIlPaBIISICTCS B ABa
aapeca:
a) OJuH;
b) nBa;
C) TpH.
MaxkcumanbHOe KOJIMYECTBO aApecaToB B CIyKeOHOM MHCHME:
a) nBa;
b) Tpu;
C) ueThlpe.
[1pu opopmIiieHHH TenerpaMMbl PEeKBU3UTEI JI0 YEPTHI [TCYATAOT:
a) CTpOYHBIM OyKBaMH 3a HCKIIIOUYEHHEM MPOMHUCHBIX corjiacHo opdorpaduu;
b) TONBKO MPONUCHBIMH OyKBaMH;
C) TOJbKO CTPOYHBIMH OyKBaMH.
Hanuune nevyatu B Tene. amme:
a) 00s3aTenbHO;
b) Heobs3aTenbHO;
C) IO yKa3aHHIO Py BOJUTENS.
Tenerpamma odopmisieTcs:
a) B OJHOM 3K3€MIL. )€
b) B ABYX 3K3eMIUIS X;
C) B TpeX 3K3eMILIIpax.
TenedhoHorpaMMy NOAMKCHIBAET:
a) PYKOBOJIUTEJb;
b) cexperaps;
C) JHMIO, OT U *HH KOTOPOIO OHA MepeaacTcs.
Texer noknanHOM 3aMKuCcKy, KaK IPaBUIoO, COCTOMUT:
a) W3 OJIHOH 9acTH;
b) u3 AByX yacteii;
C) M3 Tpex 4YacTeH.
YKaxuTe, KaKoi peKBU3UT HE BXOIUT B COCTaB PEKBHU3UTOB BHEIIHEH JOKIITHOM 3aITHCKH:
a) 3aroJIoBOK K TEKCTY;
b) meuars;



C) NOJNHKCH.
VKauTe, 4TO A1 €TCsl JaTOH MPOTOKOJIA!
a) Jjara 3aceJlaHus;
b) nara oopmiieHus;
C) Jmara rmoJANnucaHus.
Bomnpoce! NOBECTKH JIHS B IPOTOKOJIE (POPMYIIUPYIOTCA:
a) B HMCHHUTECIBHOM MAaJIEXE;
b) B npeUI0KHOM TAEKE;
C) B BUHHUTEJIbHOM IaJIEXKeE.
YKaxure, KTO 110 TUCHIBAET MPOTOKOL:
a) PYKOBOJHUTEIND;
b) cekperaps;
C) mpencenaTesib U ceKpeTaph KOJJIETHaIBHOTO OpraHa.
B TekcTte npoTokosa coxep)xaHue BICTYIIEHHH H3araeTcs:
a) OT MEpBOI JHLA €IUHCTBEHHOI'O YUCIa;
b) OT mepBoro Julla MHOXECTBEHHOIO YUCIIA;
C) OT TPEThEro JIMla €MUHCTBEHHOTO YHCIIA.
VYKaxuTe, Kakas 4acTh B CXEME [TIOCTPOEHHSI OCHOBHOM 4acTH NMPOTOKOJIa MOXXET OTCYTCTBOBATE:!
a)y CJIVIHAJIN;
b) BBICTVYIIWIIN;
c) ITOCTAHOBWJIN.
JlaToit BBIMUCKH U3 TOKYMEHTA SBJIAETCS:
a) parta opopmIieHUs TOKYMEHTA,
b) nata, ykazaHHas B OTMETKE O 3aBEPEHHH KOIHU;
C) Jara MoJNHCaHUs JOKYMEHTa.
Beinucky U3 10KyMeHTa OIIHCHIBAET:
a) pYKOBOJHUTEJb;
b) 3aB. kaHLle Ipuel;
C) COTPYAHHK, O(DOPMHMBIIHH BBIIUCKY.
Yxaxwure, Kak 0hOpPMIISIOTCA B TEKCTE POTOKOIIA IPUCYTCTBYIOUIHUE, ECIU X 22 YEJIOBEKa:
a) [IpucyrcTBoBanu: 224esioBeKa (CIIUCOK MIpUIaraeTcs);
b) TlpucyTcTBOBANU: MEPEUUCIISIOTCS (PAMUIIMH [TPUCYTCTBYIOIMUX B al(aBUTHOM MOPSIKE;
C) IO YCMOTPEHHIO CEeKpeTaps.
YKaxuTe, yTBEPKAAIOTCA JIU NPOTOKOJIBI:
a) YTBEpXJAIOTCs BCerya,
b) yTBepXKIaArOTCs OTAETIbHBIE BUIb  OTOKOJIOB;
C) YTBEPXKHAIOTCS I yKa3aHUIO PYKOBOJAUTEJS.
Jloxyaguas 3amycka oT ciiy»KeOHOH ClpaBKU OTJIHYAeTCS:
a) COCTAaBOM PEKBH3UTOB;
b) coxepxaHUEM TEKCTa;
c) o¢opMIIeHHEM PEKBH3UTOB.
Yxaxute, Kakoil pEKBU3UT HE BXOJHUT B COCTaB PEKBU3UTOB CIyKEOHOH CIIPaBKH:
a) Ha3BaHHE BUJA JOKYMEHTa;
b) rpu¢ cornacoBanus;
C) 3aroJIoBOK K TEKCTY JOKYMEHTA.
VYKaxuTe, KTO COCTaBJISIeT U IIOAMUCHIBAET CIIY)KEOHBIH aKT:
a) pYKOBOIHUTEIIb;
b) HCHOJNHE
C) KOMHCCHS.
YKaxure, 4TO SIBIISETCA JATOU aKTa:
a) jara yTBEp)KJIEHV
b) narta akTMpyeMOro coOBITHS;
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C) JiaTa IO UIACAHMUS.
VKaxkuTe, KaKOH PEKBU3UT HE BXOJUT B COCTaB PEKBHU3UTOB AKTA!
a) TpHU(} COINIACOBaHUS;
b) rpud yTtBEepxkae s;
C) 3aroJIoBOK K TEKCTY.
VKaxkuTe, CKOJBKO YacTel CONEPXKUT TEKCT aKTa:
a) OJHY;
b) mse;
C) TpH.
VKaxuTe, B CKOJIBKHX AK3eMIUIsIpax 0pOpMIIsSETCS aKT:
a) B Tpex;
b) B yeThIpEX;
C) OT JBYX JIO IIECTH.
VYKaxuTe, OCHOBAaHHEM (51 U3JJaHUS KaKOTO pACIOPSIUTEILHOIO JJIOKYMEHTA MOKET OLITh aKT:
a) IpUKasa,
b) peuienus;
C) MOCTaHOBJICHUS.
VYkaxure, cleJyeT I yKa3blBaTh B aKTe JOKHOCTH YICHOB KOMUCCUHU IpU 0OPMIICHHH PEKBU3UTA
«IOJUTHCH !
a) yKasblBalOT 005 €JIBHO;
b) TOMKHOCTH HE YKa3bIBAIOT;
C) YKa3pIBAaIOT [0 XKEJIAHUIO CeKpeTapsl.
Vkaxure, Kakas 4acTh TEKCTa akTa MOXKET OTCYTCTBOBATh:
a) BBOJHAas 4acTh;
b) KOHCTaTHPYIOLI
C) 3aKJIIOYHUTE/IbHAS.
VYKaxute, KaKOH TOKyMEHT U3JaeTCs HAa OCHOBE €IMHOHAYATHS
a) pellIeHHuE;
b) npukasz;
C) IOCTaHOBJIEHHE.
YkaxuTe, KAKOH pacliopsIuTeIbHbIN JOKYMEHT H3a€TCs HAa OCHOBE KOJIJIETHAIbHOTO PYKOBOJCTBA!
a) mpukas;
b) pewenue;
C) pacmopsbk  He.
YKaxuTe, U3 CKOJIBKMX  CTaBHBIX YacCTEH, KaK IPaBUIIO, COCTOUT TEKCT paclopsSAUTEIILHOIO JOKYMEHTA:
a) M3 OBYX;
b) U3 0/IHOI;
C) U3 TpexX.
YKaxkuTe, B KaKoM nazaexe GopMyIUpYyeTcs 3arofIOBOK K TEKCTY PAcOPSAUTENLHOTO TOKYMEHTa:
a) B POJHUTEILHOM;
b) B mpemIoKHOM;
C) B BUHHTEJIBHOM.
YKaxXuTe, KAKOH PEKBU? ' HE BXOJIUT B COCTaB PCKBU3UTOB IIPHKa3a 10 OCHOBHOM JICATEILHOCTH:
a) rpud yTBEpXKICH
b) 3aroyI0BOK K TEKCTY;
C) HOMEP JTOKYMEHTA.
YKaxuTe, Kak o) MIISIOT CJIOBO IIPUKa3bIBAIO» B TEKCTE MPHKa3a 10 OCHOBHOM JICATENbHOCTH:
a) T THUKA3BIBAIO;
b) mpuka3biBao;
c¢) llpukaseiBaro.
PacniopsiauresnbHas 4acTh B pacOpsHKEHUN HAYMHAETCS CJIOBOM:
a) IIPEJIJIATAIO;
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b) PELIAET,;

¢) INOCTAHOBJL....
Hayinuymre oCHOBaHHUS B KaXX/IOM ITIYHKTE TEKCTa KaJpPOBOTO IIpHKa3a:

a) o0s3aTeNbHO;

b) mo HEOOXOAMMOCTH;

C) Heo0s3aTesbHO.
PEKBH3UT IIOAMUCHY» B PE3IOME:!

a) He o(OpMIISIOT;

b) odopmisioT 00s3aTeNbHO;

¢) 0GhOpPMIIAIOT 110 JKEJIaHUIO aBTOpa.
[Tpu opopmienun aBrobuorpadun 6uorpaduuecKue JaHHbIE aBTOPA YKA3BIBAIOT:

a) B IpSIMOH XPOHOJIOTHYECKOH IIOCIIEN0BATEIBHOCTH;

b) Mo yCMOTpEHHK BTOpa;

C) B IOCJIEI0BATENbHOCTH, OOpaTHOH XPOHOJIOTHYECKOH.
3aIuch B TPYJIOBYIO KHHXKKY BHOCST:

a) TOCJIe U3JaHus MTpUKa3a [0 JIMYHOMY COCTaBy;

b) mocie opopMIIeHHs 3asABJICHUs O ITpHeMe Ha paboTy;

¢) mnocie ohopMIIeHHs JTHIYHOH KapTouKu ¢opmel T-2.
BriGepuTe mpaBUIIbHBIH MTOPSIOK 0OPMIICHHS KaJPOBBIX JOKYMEHTOB IIPH IIPHEME COTPYIHHKA Ha
paborTy:

a) TpYIOBOH AOrOBOp;

NpHKa3 o mpueMe Ha padoTy;
TPYylOBast KHHIKKA;

b) nuunas xaprour HopMmsel T-2;
TpyAOBas KHIX
JIMLIEBOH CYET IO 3apIlIaTe;
C) TpYZIOBOH AOrOBOP;
TPyaOBast KHUXK
au4Has kapTout  Gopmsl T-2.
Vxaxure, KTo 0QOpMIISET U TIOAMUCHIBAET 3asIBJICHHE O IIPHEMe COTPYAHHKA Ha paboTy:
a) CeKpeTapsb;
b) HavaJIbHUK OTAC | KaApPOB;
C) caM COTpYIHHK.
VYKaxuTe, TJe XpaHATCS JTHYHbIe KapTO4uKku Gopmbl T-2:
a) BJIMYHOM Jiesie COTPY/IHUKA,;
b) B OTHENBHOI KapTOTEKE;
C) B MANKe-CKOpoC IBaTeje.
YkaxuTte, Kakol HHACKC COOTBETCTBYET HHAEKCY KaJpOBOI0O IIpHKa3a:
a) No34-k;
b) Ne 45-M;
c) Ne123.
YKaxuTe, KTo 0hOpMIISET JIMUHYIO KapTouky ¢opmbl T-2:
a) caM COTpYJHHK;
b) pyKOBOIUTEND;
C) CeKpeTapb.
YKaxuTe, 1€ Xp ATCs 3asiBJIEHUs O [IpHeMe (YBOJbHEHUH) COTPYIHHKA:
a) B OTIENbHOH Nal e;
b) B JIHMYHOM Jelie COTPYAHHKA,
C) He [oAJIeXaT XPAHEHHUIO.
YKaxuTe, KaKo# KaApOBbIil JOKYMEHT He [OJIIMBAIOT B JIMYHOE JEJI0 COTPYAHHKA:
a) KaJpOoBBIH NpUKa3;
b) aBTobuorpaduio;



20

C) JHYHYIO KapTOuKy ¢popmber T-2.
[TyHKTBI pacIOpAAUTEILHON YaCcTH TEKCTA CBOJHOTO KAJIPOBOIO ITPHKa3a JOMKHBI OBITH PACIIONOKEHDI B
CJIeYIOLIEM TOPSAKE:
a) Ha3HAYUTb—TIPUHATH— YBOJIUTB;
b) yBOIHTHP—OCBOOOIUTH—HA3HAYNTD,
C) OCBOOOAMTE Ha3HAYHTb—TIPE/IOCTABHUTD.
YKaxuTte, Kakoi KaJpoBbIil TOKYMEHT HE UMECT PEKBH3HTA «IIOJITHUCH »:
a) aBtoGmorpadus;
b) ankera;
C) pe3loMe.
B pesiome Guorpaduue ne JaHHBIE YKa3bIBAIOTCS:
a) B IIPSIMOHN XPOHOJOTUYECKOH MTOC/IEOBATEIbHOCTH;
b) MO yCMOTpEeHUIO aBTOPa;
C) B IIOCJIE/I0BAaTEIBHOCTH, OOPAaTHOH XPOHOJIOIHYECKOA.
JIngnas xaprouka ¢popmel T-2 opopmisiercs:
a) B OJHOM JK3eMILTSIPE;
b) B ABYX 3K3eMILTSIpAXx;
C) B TpeX 3K3eMILIsIpax.
YKaXHTe, KTO COCTABJISAET U NIOJAIIUCHIBAET BHYTPEHHIOK OITHUCH JOKYMEHTOB, HAXOISIIUXCS B JTHYHOM
Jene:
a) ceKpeTapsb;
b) pyKOBOJIHTEND;
C) caM COTPYIHHK.
YKaXuTe, Kakol JOKYMEHT HE OTHOCHTCS K KaJIpOBBIM:
a) TpyZnoBas KHUXKa;
b) astobuorpadus;
C) IpHKa3 10 OCHOBHOM JeSTEIbHOCTH.
KoHBepThI IOCTYl  BIINX TOKYMEHTOB:
a) YHHUUYTOXAIOT;
b) ocTaBisIOT;
C) YHHYTOXAIOT 332 UCKIFOUECHUEM OTICNIbHBIX CIY4aeB.
DaKT nocTymeHns JOKyMEHTa B OpraHH3aluIo 0GOPMIISIIOT PEKBH3HTOM:
a) OTMETKa O KOHTPOJIE,
b) oTMeTKa 0 IIOCTy [EHHH JOKYMEHTa;
C) OTMeTKa 00 UCIIOJHUTEIE,
O06s13aTenpHOM perucTpaluy MoAJIeIKaT:
a) JKcrpecc-uHpoOpMaIus;
b) pexjamMHBIE MUCHMA;
C) 3asBJICHUS rPaXKIaH.
Llenpto peructpallvu siBJISICTCS
a) oOecrieyeHHUe y4ur 1 H KOHTPOJIS;
b) OBICTPBIH MOUCK TOKYMEHTOB;
C) BCE BBILIE IIepedl MEHHOE.
YKaxuTe, 9TO HE BXOJIUT B MHACKC JOKYMCHTA:
a) xoxno OKV/I;
b) HOMep Jiena o HOMEHKIIAType;
C) HOMEp CTPYKTYp. TO IOJpa3jiecHusl.
JKanoba unu 3asiBieHue, NOCTYIUBIITHE B a[IpeC OpraHu3alii, HMEIOT HHIEKC:
a) Ne 18-M;
b) Ne 18;
c) Ne 18 o/k.
[Tpuka3 no ocHOBHOMH JEATEIHPHOCTH UMEET HHIEKC!
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a) 34 n/c;
b) Ne34;
c) No34-k.
VkaxkuTe, Kakoil JOKYMEHT HE HOJUIE)KHT PerHCTPaIluu:
a) IpUKa3 10 OCHOBHOMU JAESTENIBHOCTH;
b) xkamoba rpaxkmalr Ha;
C) INHCHMO UH(OPMALIMOHHOIO XapaKTepa, IPUCIaHHOE JJISi CBCACHHUSI.
VYKaXkuTe, Kakoi JOKYMEHT NMOAJEXHUT 00s3aTeIbHON pEruCTpaliiy:
a) JOKYyMEHT, KOTOPBIH 110 CBOEMY COJCPXKaHHIO TpeOyeT pelieH s K OTBETA;
b) mporpamma coBelaHuS;
C) IUIaHOBO-(h)MHAHCOBas JOKYMECHTAI[HSI.
WHjuBuAyanbHBIE CPOF  UCIOJHEHUS JOKYMEHTa YCTaHaBJIMBAET:
a) HCIIOJIHUTEIb,
b) pykoBOmUTEN;
C) CeKpeTaps.
CpOK HCIIOJIHEHHUS MTOCTYNHUBLIETO JOKYMEHTA UCUHCIISIETCS:
a) ¢ MOMEHTA NOCTYIJICHHS TOKYMEHTa B OPraHH3alHIo;
b) ¢ MOMEeHTa HOJIY4YEeHHUs! TOKYMEHTa HCIIOJIHUTEIIEM;
C) ¢ Jarbl HOJIUCAHUS JOKYMCHTA.
CpoOK HCIIOJIHEHUS! TOKYMEHTa MOYKET MPOJIJIUTE:
a) TOT, KTO €ro YCT. OBWII,
b) McCHOTHUTENb TOKYMEHTA,
C) CceKpeTapsb.
VYKakuTe, KOrAa JOKYM T CUHTACTCS] HCIIOJHCHHBIM
a) Koria ecTh YKa3aHHE PYKOBOJHUTEIs;
b) korza mpocTapieHa OTMeTKa 00 HCITOJHEHUH;
C) TIOCJIE PETUCTPalliy TIOKYMEHTA.
Tunosas HOMeHKJIaTypa AeJl HOCHUT:
a) pEeKOMEHJAATeNbHBIN XapakKTep;
b) oOs3aTenbHBIN X  aKTep;
C) HeoOs3aTeNbHBIN XapaKTep.
HomeHnknaTypa e BCTyaeT B CHITY:
a) C HOBOIO kK [CHIQpPHOTO roja;
b) KakIblil HOBBIM KBapTa,
C) IO pacrnopsKeHy PyKOBOIUTEIIS.
HomeHKnaTypy nei MO’)KHO U3MEHUTD B TCUCHHE IO/, €CIIH:
a) TPOM3OIIO U3MEHEHHE CTPYKTYPhI HPEANPHUSITHS;
b) ecTb ykazaHue pyKOBOAUTENIS;
C) €CTb yKa3aHUe BBIIIECTOSIICH OpraHUu3aliuy.
CocTaBiseT U NOANUCHIBAET UTOTOBYIO 3aIIUCh B HOMEHKJIATYPE JIEI:
a) PYKOBOJUTEIND;
b) cocTaBuTEIIb;
¢) o000 COTPYIHHUK IO YKa3aHHIO PYKOBOAUTEJIS.
CBOJHYI0 HOMEHKIIATYpY JIeJl YTBEPHKIACT:
a) PYKOBOJHUTEJb apXHBa,;

b) nHauam LEJISIPUH;
C) PYKOB! YUpPEXKACHHUS.
Yka: e, B CKOJIb MILISIpax o(pOpMIISETCss HOMEHKJIATYpa e
a) B JIBYX;
b) B Tpex;

C) BY. __ pex.
YxaXuTe, KaKOH PEeKBH3UT HE BXOJHUT B COCTAB PEKBU3UTOB HOMEHKJIATYPBI €



a) rpudy >p¥ ;
b) rpud cornmacoaHus;
C) OTMETKa O KOHTpOJIE.
YKaxure, ckoJibko ¢GopM GPOIIIOPOBOK JOKYMEHTOB IPUMEHAETCS B IEJIONPOU3BOIACTBE:
a) ojHa;
b) nse;
C) TpH.
[pu npaBoit ¢hop : OPOIIIOPOBKH TOKYMEHTHI B JIEJI€ PaCcIIoaraioTcs:
a) B IPSIMOH XpOHOJIOTHYECKOH MOC/IeIOBATEIbHOCTH;
b) BrmocnenoBaTes OCTH, OOpAaTHOH XPOHOJIOTHUECKOM;
¢) B 000 MMocieA0BATENBHOCTH.
[Ipn noamuBKe TOKYMEHTOB € IOJITOBPEMEHHBIM CPOKOM XPaHEHUS HCIIOJIb3YIOT:
a) mnpaByio ¢hopMy OpOIIIOPOBKH;
b) neByio ¢popMy OpOIIIOPOBKH;
c) mobyo ¢GopmMy OpPOIIIOPOBKH.
Obnoxka gena opopMIIICTCS:
a) B HavaJe roja,
b) 10 ykazaHHIO 3aBEIYIOLIETO KaHIICISIPHEH;
C) Iocile MOALIMBKYU B EJI0O NEPBOTO UCIIOJHEHHOTO JOKYMEHTA.
Cpoxu XpaHeHHs JOKYMEHTOB, YCTaHOBJICHHBIE TUITOBBIMH [IEPEYHIMHU, B BEAOMCTBEHHBIX IIE€PEUHSX:
a) MOJKHO TOJIBKO YBEJIMYHBAThH,
b) MOXHO yMEHBIII: >;
C) H3MEHSTb HEJIb34.
JlaTaMu MTUYHBIX [eN ABJIAIOTCA:
a) JaThl KaAPOBBIX MPUKA30B O IIPHEME H YBOJILHCHUH COTPYAHUKA;
b) naThl MEPBOro U )CIICTHETO JOKYMEHTOB,;
c) naTbl 0hOpPMIICHHS 3asBIICHHH O ITPUEME H YBOJILHEHUH COTPYIHHUKA.
Eciu B neno noxumute! potorpadun, OHH HyMEPYIOTCS:
a) HaJIMIEBO CTOPOHE B MPABOM BEPXHEM YTIIY;
b) Ha 000pOTHOH CTOPOHE B JIEBOM BEPXHEM YIIIY;
C) BHHU3Y Ha JIMIIEBOH CTOPOHE.
JIMcThI iena HyMepyIoT:
a) B IIPaBOM BEpXHEM YTy,
b) B mpaBoM HIKHEM YTy,
C) mocepe . 1€ HUIKHETO MO JIUCTa.
[TonHoMmy odopMmiteHHIC ), KaT Jena:
a) ¢ BpeMEHHBIM cpokoM xpaHenus (10 10 ser);
b) ¢ BpeMeHHBIM cpokoM xpaHeHus (B 1e 10 neT);
C) BCe JeJia, KOTOpBIE IIepelaloTCs B apXHUB.
B Teuyenue nenonpou3BOCTBEHHOIO TOa JOKYMEHThI U3 Ae:
a) MOJHO BBIJIaBaTh;
b) Hesb3s BbIIABaTh;
C) MOJKHO BBIIAB. _ I10 YCMOTPEHHIO CEKpeTaps.
BbIHOCHTB 3aBEpUTENBHYIO HAAMKUCh Ha 0OJIOXKKY Jeia:
a) pazpeuraeTcs,
b) He pa3pewaercs;
C) pa3pelIaeTcs 0 YCMOTPEHUIO COCTABUTEIIA.
YKaXuTe, MOXKET JIM B JieJie OBITh JIUCT IO HoMepoM 282a:
a) MOXET;
b) He MOXKerT;
C) IO YCMOTpPEHHUIO AENONPOU3BOAUTENS (CEKpeTaps).
Jluct moboro popmarta, CI0XKEHHBIH H MOAIINUTHIA 32 OJUH Kpaii:
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a) HYMEpYIOT KaK OJIUH JIUCT;
b) HyMepyloT ¢ OyKBe o0o3Haye
C) HYMEpYIOT KaK , . L JIUCTa.
VKaxuTe, B KaKOH PEKBU3UT OOJIOKKH JieJla Hellb3si BHOCHTH U3MEHEHMUS:
a) B 3aroJIOBOK JeJ
b) B uHIEKC Hena;
C) B Ha3BaHUE OpraHHU3aLUH.
VKaKHTE, CKOJIKO XPAHUTCS J1€J10, €CJIH B HEM IOJIIIMTHI IOKYMEHTBI CO CPOKOM XpaHEeHHs 3 ¥ 5 JIeT:
a) 3 roxa;
b) 5 ner;
c) 7 ner.
Cpok xpaHeHus Aela HCUUCIISETCS:
a) c | sHBaps roja, CJIEAYIONIETO 3a FOJIOM OKOHYAHHUS JIea;
b) c I uncna Mecsna, CIeIyIOIIETro 3a MECALEM OKOHYAHHS JI€)1a;
C) C MOMEHTa 3aBeICHHsI JIefa.
Co3nanue 5KCNEepTHOH ~ MHCCHH perjaMeHTHPYeTCS:
a) HU3JaHHeM IpUKa3a PyKOBOJIUTENS,
b) NpOTOKOJIOM 3acefaHus;
C) JOKYMEHTOM He periaMeHTHPYeTCs.
MHHHMaJbHbIA COCTAB YWIEHOB YKCIIEPTHON KOMUCCHH:
a) JIBa YEJIOBEKa;
b) Tpu yenoBeka;
C) dYeThipe YeJIOBEKa.
3acesiaHusl 9KCIIEPTHONR KOMUCCUU O()OPMIISIOTCS:
a) aKToM;
b) mpoTtokosoM;
C) CIIpaBKOM.
VYHuuroxenue e opo  JAETCS:
a) INPHUKA30M [0 OCHOBHOM JESATEIbHOCTH;
b) akToM 00 YHHUYTOXXEHHH JOKYMEHTOB;
C) JIOKYMEHTOM HE 0opMIISeTCs.
YKaxHTe, B KAKOM CJly4ae IPOU3BOJAUTCS MOJHOE 0OPMIICHHE JEI:
a) 10 YCMOTPEHHIO JEJONpPOU3BOAUTENS (CeKpeTaps ),
b) N0 yKazaHUIO PyKOBOIHUTENS YUPEIKICHHUS;
C) €CIIM IEJI0 HMEET NOJITOBPEMEHHBIN CpOoK XpaHeHus (Oosbine 10 neT).
Jlatamu fena, cofepKailero pacopsan. IbHYIO JIOKYMEHTALIUIO, SIBJISIIOTCS:
a) Jarbl MOAIIKMBKY IEPBOTO U MOCIEIHEr0 JOKYMCHTOB;
b) nmaTel MEPBOrO U MOCIEIHETO JOKYMEHTOB,;
C) JaThbl HaYaJla U OKOHYAHUS KaJIEHAAPHOTO rojia.
I'pu koHPUACHIMATBLHOCTH IPHCBAUBAETCS JJOKYMEHTY:
a) HCIIOJHMTEIIEM Ha CTaJMU MOJrOTOBKU POEKTa JOKYMEHTA,
b) pykoBoauTeneM J000T0 YPOBHS,
c) Jro0bIM U3 MIEPEUYUCIIEHHBIX CITOCOOOB.
Pabota ¢ jokymMer MU, COCTABISIOUIMMHA KOMMEPYECKYIO TalHY, PETYIUPYCTCSI:
a) oOel HHCTpyKUUeH [0 NeTOIpOu3BO/ICTBY;
b) MHCTpyKIMel Mo IKPBITOMY AEIONpPOH3BOICTBY,
C) TNPUKA30M PYKOBOJHUTEIIS.
TpeOoBanus, npenrsaBIsSeMble K COTPYIHHKAM IIPH paboTe ¢ IOKYMEHTa  COJIE]
KOMMEpPUYECKYIO TalHy:
a) BKJIIOYAIOTCS B JOJDKHOCTHYIO HHCTPYKIHIO COTPYIHHKA;
b) BKIIIOYAIOTCS B yCTaB MPEIIPUSTHS;
C) BKJIIOYAIOTCS B IITATHOE pacluCaHue.






2
IIpumepnoe 3aganne no papsaeiay -

Kakwue neiicTBHst TOJDKEH Hpe I pHHTH paboToIaTelNb, €C/Id paOOTHUK IOSBHIICS HA padoTe B HETPE3BOM
COCTOSIHUHU?
a) TPOBECTH MEIUIMHCKOE OCBUIETENbCTBOBAHUE;
b) yBonuTH pabOTHHUKA;
C) OTCTPaHUTH OT pabOTHI U BHIBECTH C TEPPUTOPHH TIPEATIPUSITHS.
Yem onpegensiercsi IpOAOIKUTENBHOCTL pabo4yero BpeMeHH B OpraHu3aiiuu?
a) TPHKa30M PYKOBOJMUTEJS B 3aBUCUMOCTH OT BHJA JEATENBHOCTH U peXHMa padoThl OpraHHu3aliH;
b) Kozaexcom 3akoHOB 0 Tpyne;
C) IpaBHJIaMHU BHY €HHErO pacropsjka.
Ko ocymectBasier BpILIaTEI MOPAILHOTO Bpefia, €Ciii pabOTHUK MOCTpaaall B pe3ysibTaTe HECUACTHOIO
cilyydasl Ha IpeANpUsTUN?
a) paboronmarens;
b) ¢oHa cCONUATBHOTO CTpaXOBaHMUS;
C) NIEHCHOHHBINA (oH.
K anMHHHCTpaTUBHBIM B3BICKAHHSAM 3a HapylleHHe TpeOOBaHUH 110 OXpaHe TpyJa OTHOCSTCS:
a) HCIpaBUTENbHBIE PabOTHI;
b) wrpad 1 TUCKBATHpHUKALNS,
C) JIMIIEHHE CBOOOMBI HA ONpE/IENEeHHBbIH CPOK C BHIILIATON aIMUHUCTPATURBHOrO LiTpada.
K nucuMnnuHapHbBIM B3BICKaHUSM 3a HapylleHHe TpeOOBaHUH 3aKOHOJATENBHBIX U HHBIX HOPMATUBHBIX
aKTOB IO OXpaHE TPyJia OTHOCSITCS:
a) BBITOBOP, YBOJIbHEHME, YTOJIOBHAS OTBETCTBEHHOCTb;
b) 3ameuaHue, BEITOBOP, YBOJIBHEHHE,
C) 3aMeydaHHe, BBITOBOp, MaTepHaibHAS OTBETCTBEHHOCTD.
YKaXuTe, KAKOH JOKYMEHT HE BXOJAHUT B COCTAB OPraHH3allMOHHO-TIPABOBBIX JOKYMEHTOB:
a) ycraB OpraHusal u;
b) wraTtHOE pacnu( 1iue;
C) IpHKa3s.
Tpynosoit goroBop oopmiseTcs:
a) B OJIHOM 3K3EMILUIIPE;
b) B ABYX 3K3eMILIgpax;
C) B TpeX 3K3eMIULIpax.
VYKaXHuTe, KaKHE PacIOpsiAUTENbHBIE JOKYMEHTBI MOJKeT u3aaBath lIpesunent Poceniickoit Penepaunu:
a) YKasbl;
b) pacnopskeHus;
C) MOCTaHOBJICHHS.
JIOTDKHOCTHAS HHCTPYK s COTPYAHHKA:
a) TOIJICIKUT yTBE] MNECHHIO;
b) He yTBepxnaercs,
C) YTBEPXKIAETCS 110 YCMOTPEHHUIO PYKOBOIHUTENS.
VYKaXHTe, KAKOM HOpMa&  BHBIN JOKYMEHT OIpe/Ie/IeT IipaBa U 00sM3aIIHOCTH COTPY/IHHKA:
a) LITATHOE paclMCaHUE;
b) ycraB npeanpusaTHs;
C) JAOJIKHOCTHASI HHCTPYKIIHS.
Bribepute u3 criucka ycTpoHCTBO, IIO3BOJIAIOLIEE YIIPABIATH KyPCOPOM:
a) CTpHMED;
b) mnorrep;
C) Taumnang;
d) amanrep.
B cocras cucremuoro 6soka I1K Bxoz, __.
a) MOHMTOD, ONIEpPAaTUBHAS NaMATh, BHHYECTED;



26

b) Typa, MO  [TOp, CHCTCMHBIH OJI0K;
C) MpoLeccop, ONepaTUBHAS NaMsTh, )KECTKUH MarHUTHBIA JHCK;
d) BHHueCTep, K1a aTypa, MUKpPOIIPOLECCOP.
[Tpon3BOIUTENEHOCTL pabOThl KOMIIBIOTEPA 3aBUCHT OT:
a) OBICTPOTHI HAXKATHUA Ha KJIaBHILIH;
b) TakTOBOH 4aCTOTHI IIPOLECCOPA;
¢) obnema ob6pabarpiBaeMoi HH(POpPMAIIHH;
d) pasmepa sxpaHa MOHHUTODA.
VYKaxuTe, B KAKUX €11 LaX U3MEPSIIOT TaKTOBYIO 4acTOTY IIpoLeccopa:
a) rurarepu (I'T);
b) rurabaiit (I'6);
c) wmerabaiT (MO);
d) xkumobaiit (KO).
VKaxuTe, B IPHHTEPaX KaKoro THIA HCIIOIb3YeTCs IPHUHLUI Kceporpaduu:
a) MaTpu4HE ;
b) crpyiiHblii;
C) IUIOTTEp;
d) na3epHBbIH.
VYKaXuTe, Kak MapkupytoTcst DVD-1ucKH, Ha KOTOPHIX MOXHO I1epe3antCchiBaTh HH(OPMALHIO:
a) DS/DD;
b) DVD-R;
c) DVD-RW;
d) DVD-ROM.
Paspemaroreif ciocOOHOCTHIO MOHUTOPA HAa3bIBACTCS:
a) TaKTOBas YacTOT
b) KOJHYECTBO TOY  I10 TOPU3OHTAIH H BEPTUKAIH, H3 KOTOPBIX (OpMHUpYETCs H300pakeHHE;
C) pa3Mep 3KpaHa 10 IUaroHallu;
d) yacToTa KaapOBOH U CTPOYHOU Pa3BEPTKH.
[TocTostHHOE 3aIOMHHAIOUIECE YCTPOMCTBO CIIYXKUT JISL:
a) 3anuc oco6o0 LIEHHBIX IPUKIAIHBIX IPOrPaMM;
b) MOCTOSTHHOrO XpaHEHHsI 0CO00 1IEHHBIX JOKYMEHTOB;
C) XpaHCHHs >OrpamMM HauyalbHOH 3arpy3KH KOMIBIOTEpa H TECTHPOBAHMUS €TO y3JI0B;
d) XpaHEeHHS )HCTOSIHHO HCIIOJIb3YEMBIX IIPOrPaMM.
Mopem obecrieuuBaer:
a) npeoOpa3oBaHME BOWYHOIO KOJIa B aHAJIOTOBBIM CUTHA U 00paTHO;
b) mpeobpa3zoBaHUEe ABOMYHOIO KOJIa B aHAJIOTOBBIH CUTHAT;
C) YCHJICHHE aHAJIOTOBOI'O CUTHATA.
OnepallHOHHAs CUCTEMA - 3TO:
a) CHCTeMa IPOrpaMMHPOBAHUS Ha SI3bIKE HU3KOTO YPOBHS;
b) mporpammuas cpena, onpeaensioas uHTepdeic nons30BaTens;
C) COBOKYITHOCTh OCHOBHBIX YCTPOHCTB KOMIBIOTEPA;
d) COBOKYNHOCTH IPOrpaMM, HCIIOJIb3YEMBbIX ISl ONlEpPALUil C TEKCTOBBIMH JTOKYMEHTAMH.
[TpumuTuBaMU B rpadiueCKOM peAaKkTOpe HA3bIBAIOT:
a) mpocteimue GUrypbl, pUCyeMble C IIOMOUIBIO CIIEIHATLHBIX HHCTPYMEHTOB rpapuueckoro
penaxkTopa;
b) pex  paGoThl rpaduuecKoro pefakropa;
C) onepalMH, BBIIOJHsAEMBbIC Hall dailyiaMmu, coepixaliuMi H300paXKeHus1, CO3JaHHbIE B
rpa¢M4ecKOM peaKTopeE;
d) cpeny rpaduuecKOro peaakTopa.
['pacuka c mpenct sieHUEM H300PaKEHUS B BU/IE COBOKYITHOCTEH TOYEK HA3bIBAETCS:
a) pacTpoBOii;
b) npsimonuHeRHOIH;
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d) cirer Sopa xom 1 MOSBUTCS  1aJIOTOBOE OKHO.
Microsoft Word (MS Word) - 310!
a) rpaduyecKuid penakTop;
b) TeKcTOBBIH peli rop;
C) peaaKTop TabJHIL;
d) mporpamMma noAaroTOBKH Ipe3eHTaIUH.
VYkaxuTe, Kakas KOMaH/Ja [IoMeIaeT BbAeIeHHbIH (parMenT Texkcta B Oydep oOMena 0e3 yxajeHus!:
a) Konwuposarts;
b) Bripesats;
c) Konuporats popmar;
d) BcraButs.
[TpuHyAUTENBHBIN pa3pbIB CTPAHUIIB] YCTAHABJIUBACTCS C TIOMOIIIBIO KOMOWHAIIMY KJIABHIIL:
a) [Shift] + [F3];
b) [Shift] + [Enter];
c) [Ctrl] + [F4];
d) [Ctrl] + [Enter].
Macmrab mwpudTa B fokyMeHTe MS Word MOXHO yCTaHOBUTE C TIOMOIIBIO KOMaH bl MEHIO:
a) [lpaska;
b) dopmar;
c) Bug;
d) Cepsuc.
B tekcroBoM penaktope MS Word napameTpsl cTpanuibl (pa3Mepbl I0JICH, OpUeHTaIHs )
yCTaHaBJIMBAIOTCS:
a) ¢ noMouero koMad bl Popmat—CTuiH U popMaTHPOBAHUE;
b) ¢ nomombio koMauabl Paitir;
¢) c nomousto koManael Cepuc—Ilapamertpsr,
d) c momompio koMauas! Bug.
KoJI0HTUTYIBI B JOKYMEHTE MOXHO YCTAHOBUTE C TIOMOIIBIO KOMaH bl TOPU30HTAIBHOIO MEHIO:
a) Bcragka;
b) dopmar;
c) Bug;
d) daiin.
JLo1st Toro yToOBI H3MEHHTH I[BET CUMBOJIOB B JOKyMeHTe MS Word, Heo6X01UMO BOCIIOJIB30BATLCS
KHOIIKOM, pacIioyIoKeHHOH! Ha ITaHeTd HHCTPYMEHTOB:
a) CranpapTHas;
b) ®opmsr;
¢) Pucosanue;
d) DneMeHTHI yrpaBJICHHUS.
VYkaxure, kakoe (popMaTHpoBaHHe PUMEHUMO K sueiikam B Excel:
a) oOpaMJIeHHUE U 3aJIUBKa;
b) TUI JaHHBIX, LIUPUHA H BBICOTA;
C) BbIpaBHUBaHHE TeKcTa U ¢opMaT HpudTa;
d) Bce BapHaHTHI BEPHHI.
[Ipu nepemereHuy UM KOTMPOBAHMH B 3IEKTPOHHON Ta0JIHIEe OTHOCHTENBHBIC CCHUIKH:
a) He H3MEHSIOTCS,
b) mpeoOpa3yroTcs BHE 3aBUCHMOCTH OT HOBOTO MOJIOKEHUS (DOPMYJIBL;
C) mnpeoOpa3yroTcs B 3aBUCHMOCTH OT JIJTHHBI (POPMYJIBI;
d) mpeoOpa3yroTcsi B 3aBUCHMOCTH OT HOBOT'O MOJIO (bopMyJIBL.
VKaxuTe, re B [Ipe3eHTAlUU pa3MellaeTCsl BHOBL CO3JIAHHbIA Cllai
a) B HayaJe Npe3CHTAllUH,
b) B KOHIE Npe3eHTALINY;
C) TMepex TEKYIIHUM CJIaiIoM;



IOCJIE TEKYIIECTO craiya.

['uneprekcr - 310:

(o ol9HBIH, HO OYEHD JJIBIIOH MO 00BEMY TEKCT;

CTPYKTYpPHPOBAHHBIH TEKCT, B KOTOPOM MOTI'YT OCYILECTBIIATHCA IEPEXOJIBI 110 BBIICICHHBIM
METKaM,;

pacrpeneieHHasi COBOKYITHOCTb 0a3 JaHHBIX, COAEPKAIIMX TEKCTBI;

TEKCT, OYKBBI KOTOPOTo HabpaHbI IPH(TOM 0YeHb OOJIBILIOrO pa3Mepa.

["pyIiia KOMITBIOTEPOB, CBA3AHHBIX KaHAJIaMH nepefayd HHGOPMalKU M HaXOAAIIMXC B Ipeesax
TEPPUTOPHH, OrPaHHIECHHON HEOOIBIIUMH pasMepaMu (KOMHATBIL, 3aHHs, IPEANPUATHS), HA3bIBAETCS:

a) BNEKTPOHHOHU MOYTOH;
b) undpoOpManMOHHONH CHCTEMOH ¢ THIIEPCBA3SAMH;
C) rI06aIbHON KOMITLIOTEPHOH CEThIO;
d) noxanpHON KOM  IOTEPHOH CETBIO.
Jlns. xpaneHus ¢paiios, MpeHa3HaYeHHBIX U1 OOLIET0 JOCTYMa M0Ib30BaTEIEH CETH, HCIONL3YETC:
a) Ccepaep;
b) xommyTaToOp;
C) KJIHEHT-CEPBED;
d) pabouas craHuus.
['moGanbHas KOMOBIOTEpHAS CETh- ITO:
a) uHOpMaIMOHHAs CUCTEMA C THIEPCBA3AMHU;
b) cucrema oOMeH: HpopMalreH Ha ONpeleIeHHYIO TEMY;
C) MHOYKECTBO KOMITBIOTEPOB, CBA3aHHBIX KaHAJIaMU Nepeavd HHGOpPMaluu U HaXOMALIHXCS B
npesenax OJHOro IOMEUIEHHUs, 31aHus;
d) COBOKYMHOCTB JIOKAIBHBIX CETEH M KOMIBIOTEPOB, PACHOJIOKEHHBIX Ha OOJIBLIMX PACCTOSHHUAX U
COEIMHEHHDIX B €IMHYIO CUCTEMY.
Jlnsg coequuenys HeckolbkuX [1K B JIOKaJBHYIO CETh MUHUMAIBHO HEOOXOIUM CHENYIOIHH Habop
CPEICTB:
a) MozeM, tenedor Kabenb;
b) 3ByKOBas KapTa U aBTOOTBETUHK;
¢) kabesb M ceTeBas KapTa;
d) cmyrHuKOBas aHTeHHa.
YKa)KUTe, KaK Ha3bIBAETCs] COBOKYMHOCTD YCIOBHH M NpaBuJ1 oOMeHa HHpopManuei:
a) BBUICICHHBINH KaHAT CBS3H,
b) KOMIBIOTEpHAs CETh;
C) NpOTOKOI;
d) TenexkondpepeHIys.
KoMmeiotep, moakmoueHHbIH K MHTepHeTy, 00s13aTeNEHO UMeeT:
a) IP-agpec;
b) URL-anpec;
C) BeO-CTpaHHULY;
d) momeHHO€ HMS.
Kpurepun IToka3zatesn banner
0-30%0 2 Ganna
Ko mHuecTBo 31-54% 3 banna
IpaBUJIBHBIX OTBETOB 55.74% 4 Caa
75-100% > DaJJIOB
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. IMepHoe 3a1anue 1o pasgeiay 3:

DTHKET - 3TO:
a) Hayka o MOpaJy;
b) Manepa nmoBeAEHHUS;
c) oflias KyJbTypa.
C10BO «HMHJIXK» B TICPEBOJIC C AHIVIHACKOTO A3bIKa O3HAYaeT:
a) MaHepa IIOBEJEHUS;
b) oOpasz;
C) KyJbTypa pedH.
JlenoBoil mpoToKOJI - 3TO:
a) TMpaBHJIa, perIaMEeHTHPYIOIIHE TIOPsIOK BCTPeY U IPOBOJIOB, I1pOBeJeHHe Decel] U eperoBopoB,
OpraHH3alHIo IPHEMOB U ACJIOBOH MEpe  CKH;
b) NpPOTOKOJI JIEJOBOrO COBELIAHNUS;
¢) wabnonHas dopMa I 3aKUCH CHENHAIBHBIX COOOIICHUH.
CexpeTapb JOJDKEH IIp)  OJIUTh Ha paboTy:
a) 3a 15 MUHYT A0 NpUXoa pyKOBOIUTEIS;
b) 3240 MHHYT O )UXOJa PYKOBOJHUTES,;
C) BMeECTe ¢ pYKOBOJHUTEIIEM.
[TocetuTens 11000r0 paHra MOKET BXOJUTh B KaOMHET pyKOBOJUTEJIS:
a) TOJBKO IOCJIe JoKIajia CeKpeTaps;
b) 6e3 noxiana cexperaps;
C) 3aBHCHUT OT HACTPOEHHS CEKpeTapsl.
®dotorpadus BameHd ceMbu:
a) JI0J)KHa BHUCETh Ha cTeHe odurca Hajl BalluM pabouuM CTOJIOM;
b) crosTh Ha BalleM pabodeM CTOJE B CIELHATILHOH paMOUKe;
C) HEJOIYCTHMO JepXaTh B ouce npeaAMeThI THYHOTO XapaKTepa.
VYxaxHTe, Kakoe MEPOIPUSITHE OTHOCUTCS K YUCITY NIPOTOKOJILHbIX:
a) opraHuzanus TesnehOHHOTO pa3roBopa;
b) meperoBopsr;
C) TIpHEM IOoCeTUTeNeH.
Br1 BcTpeuaeTe MHOCTpP:  HYIO JeJIeraluio. Y KakuTe, Kakoe MecTo B aBTOMOOMIIe JO/KEeH 3aHsATh
HauboJiee NoYeTHbIH Maccaxup (rocTh, riaBa NPUOBIBIIEH Jeeranim):
a) 1;
b) 2;
c) 3.

7o Bo\—
5 & )

VYKaxwuTe NpaBUILHBIE IEHCTBUS B Cllyvae, €CU BO BpeMsi TeledOHHOTO pa3roBopa cexperapst ¢
abOHEHTOM CBsI3b 000pI  I1aCh:
a) cekpeTapb AOJDKEH NEPe3BOHHTH aDOHEHTY;
b) mepe3BaHHBAET TOT, KTO 3BOHUJT,
C) TIO yCMOTpPEHHIO ceKpeTrapsl.
IIpu oTBeTe Ha TenedoE i 3BOHOK B OpPraHH3alMH ClIeAYeT CHIATh TPYOKY:
a) cpasy nocJje INepBoro 3BOHKA,
b) Korja nmpeAcCTaBUTCS Takasi BO3MOXHOCTB;
C) He I03)Ke YeTBEPTOro 3BOHKA.
Bo Bpems BeieHUs lpreMa 0 TUYHBIM BOPOCaM:
a) PYKOBOJHUTEJIb MOXKET OTBeUaTh Ha TejedOHHEIE 3BOHKY;
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b) Ha Bce TenedOHHBIC 3BOHKH OTBEYaeT CEKPeTaph;
c) TtenedoH OTKIHYAIOT.
Lpd o :Te Ha Tenedo  BI 3BOHOK CIIEYET CHATB TPy vy U CKA3aTh!
a) «Annoy,
b) «Bac cnynrarory;,
¢) «3napaBcTBYiiTE, QUpMA...»:
Ecnu 3B0HUTE BBI, TO CHayaa cjieayeT:
1) nosnopoBaThcs U Ha3BaTh cebs;
2) 3amaTbh HHTEPECYIOLIUH Bac BONpPOC;
3) YTOYHHTB, C KEM BBI pa3roBapHBacTe.
VYKaxuTe, YTO MOXKET HAXOIUTHCS B HAPY)KHBIX KapMaHax ITHIKaKa MY)>KYHHbL:
a) aBTOPY4YKa,
b) pacuecka;
C) HOCOBOM IJIATOK.
YKaxuTe, KaKue Kpocc KM MOXKHO HaJETh C IMUPKAKOM H TaJICTYKOM:
a) B TOH MUIXAaKa,
b) B TOH rajcryka;
C) HHKaKue.
Ilepcrens enoBoro 4eaoBekxa:
a) IOBBIIIAET €r0 MPECTHK;
b) NOHMKAET ero MpecTHK;
C) He BIIMSET Ha IPECTHX.
YKaXMTE, KAKOTO CTHJIS B OJIe)KAE JOJDKEH IIPHAEPIKHUBATECS CEKPETAPD:
a) JIeN0BOTO;
b) crnopTHBHOTO;
C) POMaHTHYECKOTO.
YKaXHTe, Kakas JUIMHA F0OKH B KJIAaCCHYECKOM JIEJIOBOM KOCTIOME Ha3bIBAETCSA «UTAIBSHCKOM» JUTHHOI:
a) yJbTpa-MUHH,
b) 40 cepedMHBI HKPHI,
C) 4yTb HHJKE KOJICHA.
YKaXHTe, KaKkyto 00yBb JOJDKEH IOUpaTh CEKpeTaph JETOM:
a) cabo;
b) OOCOHOXKH;
C) Ty(IH C 3aKPBITBIM MBICKOM M PEMEIIKOM Ha IPsKKE.
CyMKa [eJI0BOM XEHIH 1110 IBETY J0JDKHA COOTBETCTBOBATD:
a) uBsery oOyBH;
b) 1BeTy BepxHel oxex. .
C) Inepyarkam.
[apdromepus 1omKHa 9YBCTBOBATHCS:
a) ¢ paccTtosHus 1- 2 m;
b) c paccrosnus 45- 50 cm;
C) HE J0JDKHA YYBCTBOBATHCA.
YKaxuTe, Kakoi pyKoi IIPHHATO BpY4aTh BU3UTHYIO KapTo4Ky B Poccun:
a) JIeBOM;
b) mnpagoii;
C) JABYMS PYKaMH.
YKaKHTe, 4eM JOJDKHO COIIPOBOXKIATCS BPYUCHHE BU3UTHON KapTOUKH:
a) PYKOIOXKaTHEM;
b) BBI TOJKHBI HA3BATh CBOKO (PAMHIIMIO;
C) HHU3KHUM MOKJIOHOM.
YTo 03Ha4YaeT HAAIIUCH «P.C.» HA BUSHTHOU KapTOYKE:
a) IosJpaBjieHHE;
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b) GnaronapHOCTE;
¢) co0one3HOBaHUE.
[To3apaBUTENBHYIO HA, HKCh Ha BU3UTHOH KapTOYKE JCIIAIOT:
a) Ha obopore;
b) B JIEBOM HHXXHEM YTy,
C) BIIPaBOM BEPXHEM YIIIy.
DpaHIiy3cKOoe CIIOBO «a-Jsi-(QypLIeT» NEePEBOAUTCS KaK:
a) «Ha BUIKY»;
b) «Ha TOXKKY»;
C) «3BaHBIH YXXHHY.
[Tpu cepBHpOBKE CTOJIA OT OCHOBHOH TapesKU HOXH KJIaAyT:
a) CIpaBa JIE3BHEM K HEH;
b) cneBa 1e3BHEM K HEl;
C) CIpaBa JIe3BUEM OT HEe;
d) cresa ne3BueM OT Hee.
[lepen BaMH HECKOJIBKO HOXCH M BHJIOK. Y KQXXUTE, KAKUMH MPUOOpaMH BbI BOCIIONb3YEeTECh CHavaa:
a) TEMH, 4TO JiexaT OJHXKe K TapelKe;
b) TemH, YTO JIeKAT Jiablile OT TAPEJIKH;
C) Korja Kak.
VKaxXuTe, 4TO MOJAOT K MCHBIM OmiojiaM (6udiTexc, pocTOu(, rymsi):
a) Oesble Cyxue BUHA;
b) KpacHble CyxUC BHHA;
C) JIHKEpHI.
Yxkaxwure, kak 6epyt x1eb ¢ oOuieit Tapenku:
a) pyKoi;
b) BHUIJIKOI, KOTOPYIO IepXKaT B NPaBoil pyke;
C) BHJIKOH, KOTODYIO IepXaT B JICBOH pyKe.
Ykaxure, KaK [1o/1aloT 0102 ¢ TApHUPOM H KaApKOe:
a) CJI0KKOH H HOXKOM;
b) ¢ JOXKOH W BUIIKOM;
C) TOJBKO C JIOWKKC
KynpeHs! eT ¢ IOMO.  H»1O:
a) HOMXAa W BHJIKH;
b) MaleHBKOM JIOKECUKU «KMOKKOY;
C) JeCcepTHOH JIOXKH.
CangeTky 3a CTOJIOM I1]  HSTO:
a) MOBS3bIBATh BOKPYT LIEH;
b) 3acoBbIBaTh 32 BOPOTHHK;
C) KJacTb Ha KOJEHH.
['pyu u s6J10KU eMST:
a) C IMOMOIIBIO HOXa, pa3pe3ast I1JI0]] Ha HECKOJIBKO YacTeif;
b) oTKychbiBast OT LEJIOrO III0/A;
C) OTKYCBIBasg OT IEJOr0 IUIOMA, IPS/IBAPUTEIBHO OUUCTHB €0 OT KOXKYPHI.
[lo 3aBepiieHUHU Tpalie3bl BUAKY U HOXK CICAYET MOJOKHUTh:
a) Ha CTOJ 0 00€ CTOPOHBI TAPEJIKH;
b) Ha Tapenky mapa (CNBHO APYr APYry pydyKamu BIPaBo;
C) Ha TapeJiKy KpecT-HaKpecCT.
Comenbe - 3T0:
a) YenoBeK, KOTOPBIA BEACT YUeT ABHKCHHUA HOMEPHOTO (JOH)Ia TOCTHHHUILBI;
b) sk3oTHyeckoe 6110/10;
¢) pabOTHHK pecTOpaHa, OTBETCTBEHHBIH 3a MPHOOPETEHHE, XPAHEHUE BHH U IIPECTABICHUE X
KJIMCHTY.



BepbanbrHoe obuieHue - 310:
a) ofIeHue ¢ MOMOIIBIO CIIOB;
b) OeccloBeCHBIH 1ET0BO A3bIK;
C) JAEJIOBas MEpenucKa ¢ IOMOIIbIO KOMIIBIOTEPHBIX [IPOrpaMM.
YkaxwuTe, 1718 KaKOro TUIa TeMIlepaMeHTa XapaKTepHbI UyBCTBO IOMOpPa, 001U TEIbHOCTh, YCTOHUNBOE U
YKU3HEPAJIOCTHOE HACTPOEHHE:!
a) XOJIEpHK;
b) CaHrBUHHUK;
¢) ¢uermartuk;
d) MenaHXOJHK.
DKCTpaBepT - 3TO:
a) THII JIMYHOCTH, OPUEHTUPOBAHHBIN BOBHYTPH HITH Ha ce0s;
b) HE CKIOHHBIH K Pa3MBIILICHUSIM, JIFOOSIIH A 0OIIECHHE U )KU3HEHIbIE YAOBOJILCTBUS YeJOBEK;
¢) paboTHUK oduca, oTBeuaroNmuit 3a NoA00p KaapoB.
IIpunuceiBanye NPUSITHOMY YEIOBEKY CBOMX JJOCTOMHCTB, @ HCIIPUATHOMY - CBOMX HEJOCTATKOB
Ha3bIBaeTCs:
a) addexToM opeoa;
b) addekToM NMpoeKIUH;
c) addexToM yrpexaeHH .
XKecT 3aKpBITOCTH IPOs  (I€TCS OOBIUHO B ITO3UIIHHU:
a) pYKH, CKpCILIEHHBIC HA IPYJIH;
b) pyxu Ha Oeapax;
C) pyKa, MOAAepXkr Iouias moabopoJIoK.
Komnpomuce - 3ro:
a) OTKpbITast 6opbOa 3a CBOM HHTEPECHI;
b) crpemiieHHe BBl 4 U3 KOHQIIMKTA, HE pellias €ro;
C) yperyJiupoBaHHE pa3HOrJIAcHH Yepes3 B3aHMHBIC YCTYIIKH.
Oxpana tpyaa (OT) - aTo:
a) Hayka 0 KoM(pOpTHOM U Ge301aCHOM B3aUMOJEHCTBHH UelIOBEKa ¢ TEXHOChEPOH;
b) cocTosHMe 3allly EHHOCTH JKM3HEHHO BaXKHBIX HHTCPECOB JTMYHOCTH U O~  3CTBA OT aBapHil Ha
OINACHBIX NIPOM3BOACTBEHHBIX 00BEKTAX H MOCIEACTBUI yKa3aHHBIX aBapHii;
C) cHCTEMa OpraHU3alMOHHBIX MEPOIIPHITHH M TEXHUUIECKUX CPEACTB, MIPEJOTBPAIIAIONINX
BO37IEMCTBHE HA pabOTaIONMX OMACHBIX IPOU3BOJCTBEHHBIX (HAaKTOPOB.
Buae! uHCTpyKTaXKe 110 OXpaHe TpyJaa:
a) BBOJAHBIM, :pHO [YECKUH, TEKYI[UH, LICICBOIA;
b) BBOI™" i, NEPBUYHBII, TOBTOPHbBIH, BHCIIAHOBBII, LIENIEBO;
C) BBOJHBIH, IEPUC [YCCKUH, BHCILIAHOBBIM.
ITOBTOPHBIM HHCTPYKTAX IPOBOMST:
a) pa3 B 3 Mecsla;
b) pa3 B monrona;
C) Ha yCMOTpCHHE afMHHHUCTpAILlUH, HO HE pexe | pasa B rof.
YpOBEHB OCBEIIICHHOCTH MTOMEIICHHUS H3MEPSIOT B:
a) Ky0.M;
b) MM pT. cT.;
c) Jmokcax (Jk).
YcnoBust Tpyaa NoApa3aesiSioTes Ha CICAYIOLIHE KIIACChl:
a) HOpMAaJIbHBIC, CPEIHEH TAHKECTH, TIKEIBIE;
b) onTumanbHEBIE, TOMYCTUMBIE, BPEIHBIE, OMa — 3;
¢) OnaronpusTHble, HeOIaronpUsTHBIE.
Paboune cTosbl B oduce neayeT pasMmerars TakuM 00pa3oM, YTOOLI CBET M3 OKOH Majal
[IPEUMYIIIECTBEHHO:
a) cIpaBa;
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b) ciera;
C) c3auu.
—.{paH MOHHTOPA JOJDKCH HaXOJUThCS OT 3 IOJIb30BATEINS Ha paCCTOSHUH:
a) 30-40cm;
b) 60-70cmM;
c) 1m.
DProHOMHKA - 3TO:
a) HayyHas JUCUMIUIAHA, KOMIUIEKCHO M3ydaromias 4ejloBeKa B KOHKPETHBIX YCIIOBHSAX €ro
JEATENBLHOCTH C LENIbI0 00ecnedenus Hanbosee 3 PekTHBHON paboThl, HE CO3AAI0MIEH YTPO3bI
JUIA 30POBbS Y€TIOBEKA U BBITOJIHAEMOH ITPH MHHUMAJILHON 3aTpaTe OHOIOTHYECKUX PECYPCOB;
b) mnayka, H3y4aroinas MpoM3BOACTBEHHYIO CpEly C LIETIbIO e rapMOHH3alNH, YJyUllleH s, yA00CcTBa
U KpacoThl;
¢) cucreMa obecriede [ 3/I0pOBbsS pabOTAIOIINX B IPOIIECCE TPYAOBOH IEATEILHOCTH.
KoHcTpykuus KaBHATYpbI JOJDKHA [IPEeTyCMaTpUBATh OMOPHOE IPHCIIOCOOIIeHHE, T03BOJIAIOLIEE
U3MepATh YToJl HaKJIOHA MMOBEPXHOCTH KJIAaBUATYPHI B IpeJeiax:
a) ot 0 g0 5 rpagycos;
b) ot 5 mo 15 rpanycos;
c) ot 45 no 90 rpanycos.
[ToMemeHusl, e yCTaHOBJIEHBI KOMIIBIOTEPBI, JOJKHBI HMETH!
a) €CTeCTBEHHOE M UCKYCCTBEHHOE OCBCLICHHUE;
b) TONBKO MCKYCCTBEHHOE OCBEIIEHUE;
C) TOJIbKO €CTECTBE [0€ OCBEIICHHE C BO3MOXKHOCTHIO 3aIITOPHBAHMA.
PaccTosiane Mexxay O0KOBBIMH TOBEPXHOCTSIMHU BUIEOMOHHTOPOB J0JDKHO COCTABIIATH!
a) He McHee 2 M;
b) He menee 2,5 M;
c) He meHee 1,2 M.
B noMemeHusx, riae yc1 [OBJIEHBI KOMITBIOTEPSI, BIaXkKHas yOOpKa JOJDKHA HPOBOAUTLCS:
a) pas B HEJENO;
b) eXEeoHEeBHO;
C) OJIMH pa3 B 2 HeJeJH.

B Kpurepun Ioxa3zaTtesn Banisl
0-30% 2 6anna |

KonaecTBo S1-54% 3 Guun

NPaBH/IBHBIX OTBETOB [~ 35.74% 4 6aua

75-100% S bayutoB

HroroBast arrectauusi NPOBOJUTCA B (QopMe KBAIU(PHUKALMOHHOTO 3K3aMeHa.
KBanupukaunoHHbIH 3K3aMeH BKIIOYaeT B ceOs INpakTHUYECKYIO KBaTU(UKALHOHHYIO
paboTy U MPOBEPKY TEOPETUUECKUX 3HAHUU. DK3aMEHAIMOHHBIH OGHUIET COCTOUT U3 JBYX
BOIIPOCOB: 1.TEOpPETHYECKOro BOMpoca; 2. BOMpoca, ( 3 Oro C BBITNOT 1
IIPaKTHYECKON KBaly HMKAaUUOHHOM paboThI.



‘PeYCHbL BOIIPOCOB TBOpETquCKOﬁ qacTHu KBﬂJIH(bPlKﬂ[lHOHHOFO JK3aM¢EHa

PeavnanTaThr nnvaeuua

SHAHUS:
OyHKIIHY, 331241, CTPYKTYpa OpraHH3alMH,
ee CBSI3U

IIpaBuia B3auMOJIEHCTBHUS C IapTHEPaMH,
KIIUEHTaMH, CpeJCTBaMH MacCOBOH
uHdopmanuu

DTHKa IeJI0BOro o0uieHus

IlpaBunia peyeBoro 3Tu  ra

TpeGoBanus oxpaHsl Tpyaa

[paBuia 3aUThl KOHGHUASHIMAIBHON
ciyxebHoi nudopmarr

[IpaBuna oprani3anuy IprueMa noceTUTeNen
IIpaBuna nenosoro oOueHUs

CTpyKTypa opraHusaiuu 4 pacipeaeieHue
(GYHKUUH MeXy CTPYKTYpPHBIMH
MOJpa3AeICHUSIMH U CIICLUATIMCTaMH
IIpaBuia opranu3aluy IpUEeMOB B o(uce
I1paBusia cepBUpPOBKHU HYalHOIrO (KOdeHHOro)
cToza

ITpaBuna NpUroToBIIEHUS U 110/1a4H TOPAYUX
HaMUTKOB U 3aKyCOK K HUM

OTuKa 1eT0BOro oOLIEHUS

IIpaBuna peyeBoro 3TUKETa

TpeGoBanus oxpansl Tpyaa

ITpaBuna 3amiuThl KOHG  (EHLMAIBHON
ciy)xe6HOoH nH(popManuu

ITpaBuna peueBOro 3TUKeETa

OTUKa AEI0BOro OOLIEHUs

TpeGoBanust oxpaHbl Tpyaa

ITpaBuna 3amiuThl KOHPUIESHIHUATHHON
ciyeOHoH MHpopMaLUu

CTpyKTypa OpraHu3alyy U pacnpenesieHue
dyHKUUE MEXTY CTPYKTYPHBIMH
MOJpa3AeACHUSIMU U CIIELUATHCTaAMHU
Ymenus:

Wcnonp3oBaTh TEXHUUECKHUE U IPOTrpaMMHbIE
CpeICTBa JUisl IPOBEJIEH [ [OJIOCOBOM WK
BU1€0-KOH(EpeHL-CBA3U

Wcnons3oBarh cpeacTa
KOMMYHHUKaIIHOHHOH OPITEXHUKH IS
I0JIy4eHHUs U nepeaadd uHGopMauu

Bectu yuerHble peructpaliuoHHbIe (GOPMBI,
UCIOJIB30BaTh UX A1 MHGOPMaLlHOHHON
paboThI

YcranaBimBaTh KOHTAKT ¢ COOCCEIHUKOM,
NOJIEP>KUBATh U Pa3BUBATh JIENIOBYIO Oeceny
B Ipolecce TeJIePOHHBIX IEPErOBOPOB
CrinaxxuBaTh KOHQUIMKT] '€ U CJIOJKHBIC

Hormnochkt

l.nakast] o, EMC
CTPYKTYpE YIpaBJIEHUS U B YEM 3aKJIIOUAIOTCS €r0
TUIOBbIE 0013aHHOCTH ?

2.0numuTe GYHKIHUA CEKpETapst U ero KaTeropHH.
3.0nuummre KBaIM(QUKALHOHHBIE H
npodeccuoHalbHble TPEOOBAaHUS CEKpETaps:
3HAHUSI, YMEHHSL.

4.Kakue nenoBble KauecTBa JJOJKHBI ObITh
MIPUCYIIU CEKpETapIO?

5.0xapakTepusyiTe TUUHbIE KAYECTBA CEKpeTapsl.
Uro BrimtoyaeT B ce0s «J{omKkHOCTHAs
HUHCTPYKIIUsl ceKpeTapsi»?

6.Kakoe 10mKHO OBITH TEXHUUECKOE OOECIIEUEHUE
npuEMHON cexpeTapsi?

7.Uto noapasymeBaeTcs 1101 HH(GOPMalMOHHBIM
obecneyeHUeM B IPUEMHOH cexpeTaps?

8.B ueM 3akmouaeTcs 3aluTa HHGOpPMaLUU 1Py
paboTre ¢ MOCETUTENISIMH ?

9.Yto noapaszymeBaeTcs MOJ OpraHu3aliOHHBIM
obecneueHneM NpUEMHON cekpeTaps?
10.0numure OCHOBHBIE IPUHIUIIBI OPraHU3alUu1
U IUIAHUPOBaHUs pabouero BpeMeHU
PYKOBOJUTEIIS.

11.Kaky1o posib 3aHUMAET CEKpeTaphb B
MOATOTOBKE BBICTYIUICHUH pyKOBOIUTEINS?
12.0Onuumure opranu3anuio padboTsl U o01He
npaBuia IpreMa MNoceTuTesne.

13.0Onumute cepBucHble GYHKIIUU CEKPETAPSI.
Kakue Br1 3HaeTe 0CHOBHBIE BUABI JEIIOBOIO
oOuieHus ?

14 Kakue OpiBaloT BUABI OOpallleHuii rpaxcaan?
15.Kakue ObIBalOT BUABI COBELIAHUI?

16.Kakast ponb cexpetapsi B 00CIy>KUBaHUH
COBEILIaHUI U BO BpeMsi UX [IpOBEACHUs?
17.0nuuute OCHOBHbIE TPEOOBAHHUS BEICHUIO U
0¢OpMIIEHUIO IOKYMEHTOB COBELIAHHS.

18.Kakast ponb cexperapsi B MOATOTOBKE
KOMaHJUPOBOK PYKOBOIUTEIIS ?

19.Ha3oBuTe BUABI U OCHOBHBIE ITpaBUIIa
cityebHoro TeneoOHHOro o01IeHHUSI.

20.YUt0 fo/IKeH Aenarh CEeKpeTaph B
KOH(IMKTHBIX CUTYyalusx (ero noBeacHue)?
21.Y1o noHuMaeTcsi NoJ NOHATUEM 3THUECKHUE
OCHOBbI B3aHMOOTHOUICHUH MEKIY Ce 2TapeM H
COTpyAHUKaMHU?

22.YT0 noHuMaeTcs oJ NOHATUEM 3TUUYECKUE
OCHOBHI B3aUMOOTHOIIIEHUH MEX(y CEKPETApEM U
pyKoBOJHUTENIEM?
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OO6marecs ¢ HOCETHTENSIMH

Vcrionp3oBaTh ycTaHOBIEHHBIE IPAaBUIIA U

[poLeyPbl KOMMYHUKAIIUH BHYTPH

OpraHu3aluu

Bectu ydetHbie GOpMBI, HCIIONB30BATEH UX

JUTST pabOThI

Co31aBaTh MOJIOKUTENBHBIA HMHJIK

OpraHu3alluu

[TpuHHUMAaTE MEpBI [0 pa3peLieHHIO

KOH(MIUKTHBIX CUTYal{ui

[IpumensaTs nHGOPMALIMOHHO-

KOMMYHHKAallHOHHBIE TEXHOJIOTUH

Ob6ecneunBaTh KOHGUIEHIUATBHOCTD

UHpopMau

CocTaBnsATh U BECTH YUETHBIE JOKYMEHTEI

[IpuMeHATE cpeacTBa KOMMYHUKAIMH IS

Iepe/ladu MOpY4EeHU pyKOBOAUTENS U

COTPYIHHKOB OpraHu3a .

[TpuMeHsTE cOBpeMeHHBIE CpelicTBa cOopa,

00paboTku U nepenauu HHGopMaHH

OueHuBaTh pe3ynpTaThl B paMKax

HOCTaBJICHHBIX 33124

OcyIecTBIsATh KOHTPO:
[IOPYYEHUH DVKOROITUTENS COTNVIIHUKAMU

HUCIIOJIHCHHA

CexpeTapsi 10 papoTe ¢

24Yro moHUMaeTcs MO IMOHATHEM pabouee BpeMs
BpeMs OTabIxa?

25.Kakue BUIIBI TpyAOBOro JoroBopa Bel 3Haere?

Omnuire coaepixanue TpyI0BOro JOroBopa.

Ilepeuyennb 3agaHHH  paKTHYECKOH YacTH KBAJIH(PUKALNOHHOI0 IK3aMeHa

PesyabTaThl 00yuenus

3aganug

3nanus:

DyHKIHNH, 3a1a4H, CTPYKTYpa OpraHu3aluu, ee
CBA3U

[TpaBuna B3aumoeti« [ C __IpTHEpaMH,
KJIMEHTaMH, CpeACTBaMH MaccOBOM HH(PpOpMAIHH
DTHKa IEeN0BOro oOIeHus

[TpaBuna peueBoro aTHKeTa

TpeGoBanus oxpaHsl Tpyaa

[IpaBuna 3amuTel KOHGUIESHIIUATEHOM
ciyxeOHoi HHpopMauu

IIpaBuia opranu3auuy npueMa rnoceTurenen
IlpaBuna nenoBoro oOeHUs

CTpykTypa OpraHu3alyy 1 pacnpe/eicHue
GYHKIMH MEXIY CTPYKTYpPHBIMH
NOJpa3NENEeHUSIMU U CHEIHATUCTAMU

[IpaBuna opraHuzanuy . HeMOB B ouce
IIpaBuna cepBupoBKU YanHOTO (KOdeHHOro)
cToMNa

IIpaBuna NpuroToBJNI€EHH U MOJa4YH FOPSYUX

3ananue 1. CoctaBpTe U 0QOPMUTE PHKAZEI
10 OCHOBHOH AESITENBbHOCTH, U APYTHUE
pacnopsiauTenbHbIe JOKYMEHTHI,
HEoOXOMMBIE B JAHHBIX YIPABJICHYECKHX
CUTYyalHsX.

3ananue 2. CocTtaBpTe U 0dopMHTE
ciyKeOHBIe MUChMA.

3ananue 3. CocTtaBbTe Teneh)OHOrpaMMBl,
HEOOXOJUMBIE B CIEIYIOLIUX
YNpaBJIEHYECKUX CUTYyalIHIX.

3ananue 4. CoctaBbTe U 0opMUTE
TeJNerpaMMbl, He0OXOUMbIE B JAHHBIX
YIIPaBJIEHYECKUX CUTYaAI[UAX.

3ananue 5. CoctaBbTe U 0opMUTE
JOKJIaHbIE, U OOBSICHUTENbIIbIE 3AIIUCKH,
HeoOXOIUMBIE B CIEAYIOMINX
yNpaBIeHUYEeCKUX CUTYalUsX.




HAIMTKOB ¥ 3aKyCOK K HUM

:a IEIOBOTO C - _I€HHUs
11pasHIIa PEYEBOTO 3TH A
TpeGoBaHus OXpaHbpI T} &
INpaBuna 3aUThl KOHOUICHIUAIBHOH
ciyxe0HOoi HHGoOpMaLl
[TpaBuia peueBOro 3TUKETA
DTHKa AeTOBOro OOCHHU
Tpebopanus oxpaHsl Tpyaa
IlpaBuia 3amuTh! KOHG  [€HIHATBHON
ciyxeOHOH HH(pOopMaLl
CTpyKTypa OpraHM3alHH H PaclpelesiCHHe
GYHKUME MEXIY CTPYKTYpPHBIMH
noJpa3aeICHUIMHI 1 ClIeUAJIUCTAMH
Ymenusi:
Mcnonp30BaTh TEXHUYECKHE U IIPOrpaAMMHbBIE
CpeICTBa sl IPOBENEH [ TOJIOCOBOM HJIH BHIEO0-
KOH(epeH-CBsA3H
Vcnonp30BaTh CpeIcTBA KOMMYHHKALIHOHHOH
OPTTEXHUKH JUIS MOIyYEHUA U TIEPEJAUH
uHdopmanu
Becty yueTHble pErHCTPallOHHBIE (POPMEL,
MCIIOJIB30BaTh MX U HHPOPMaHOHHOH paboThI
VCTaHaBiInBaTL KOHTAKT ¢ COOSCEIHUKOM,
IOIEPXKUBATL H PA3BHBATH JIENIOBYIO Oeceny B
npouecce TenedOHHBIX IEPETOBOPOB
CrnaxuBaTh KOHQJIHKTHBIE U CJIOXKHBIE CUTYallHH
MEXJTHIHOCTHOTO B3aUMOJEHCTBUS
CobOmonarp ciyXeOHbBIH STUKET
OOuiaThbest ¢ NOCETHUTEAMHU
Hcnonp30BaTh YCTaHOBICHHBIE PABUIIA U
HpouUe/ypsl KOMMYHHKALHH BHYTPH OpraHH3aliy
Bectu yyerHbie ¢OpMBL,  CIIOJIB30OBATH UX ISk
paboThl
Co31aBaTh MOJIOKUTEIbHBIA UMUK OpPraHH3alux
I [ppHHMaTB MEpBI 110 Pa3pELIEHUIO
KOH(DIMKTHBIX CUTyalH]
[TpuMeHATH HHPOPMALUOHHO-
KOMMYHHUKALHOHHBIE TEXHOJIOTHM
Obecrnieuynpath KOHGUAE 1MATBHOCTD
nHbopMaLUH
CoCTaBnaTh M BECTH yU __ ,I€ IOKYMEHTBI
[IpuMeHSITh CpeIcTBa KOMMYHHMKALUH JUIs
nepeaayvy mopydeHuit pyKoBOIUTENS U
COTPYAHHMKOB OpPraHHU3aLMH
[TpuMeHsTH COBpEMEHHEIE CpEeCTBA cOopa,
00paboTKH U nepeAays UHQOpMaLUU
OuennBath pe3yJIbTaThl B paMKax IOCTaBJIEHHBIX
3aa4
OcyIecTBIsSTH KOHTPOJIb HCIIOJHEHH S

NOPYYCHHH PYKOBOJAUTENS COTDYAHUKAMH

JajJjanue 0. UOCTABLTE M O(POPMUTE

IIPOTOKOJIBL, HEOOX(  MBIE B CIIEAYIOUINX
YIpaBJIEHYECKUX CUTyaLUsX.

3ananue 7. CocTaBbTe ¥ OPOPMHUTE AKTHI.
3apanue 8. CoctaBbTe U 0OPMHUTE CIPABKH
10 JINYHOMY COCTaBy, HEOOXOIHMBIE B
JAHHBIX YIPABIEHUECKUX CUTYALHUAX.
3amanue 9. CoctaBbTe U 0OQOPMHUTE IIPHKA3EI
110 JIMYHOMY COCTaBy, HEOOXOMMBIE B
JAHHBIX YIPABICHUECKHUX CUTYalHsX.

3amanue 10. Pa3bop npakTHUYECKUX CHTyallH
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3apanmue 1. Co: re u opop "€ T a3bl MO OCHOBHOM aesTeNL ., HAD,
. . HbIE ]I *HTBI, HE0OX0AUMBbIE B JaAHHBIX | ,)aBJI( : . a
Curyaomus 1.
Ha MoCKOBCKOM KOMOWHATe 1 MpPOH3BOJACTBY MY3BIKAJIBHBIX HHCTPYMEHTOB H Mebeln

(rocyaapcTBEHHOE TpelINpusiTHe), KOTOpblH BxoauT B Konunepn mno paspaboTke M INPOH3BOACTBY
NpOAYKUMKM  My3blkaibHOH  npombiiuienHoctd  (POCMY3IIPOM), npeiictByer Ilonoxenue o
IIPEMHPOBAHUH PYKOBO [TeJIel [[eXOB, OTAENOB U ci1yx0, yrBepxaeHHoe 05.01.2018 Ne 27.

12 anpess Tekyulero roja aupektop koMmOunata B.M.JlapnoHoB nopy4ms HaYalbHUKY OTAEa
Tpyaa u 3apaboTtHoM 1. 161 MapkoBy H.I'. paccunTtaTh pasmep npeMuH pyKOBOAMTEISAM OTACIIOB, LIEXOB
U ciyx0 koMOMHara :  urtoraM paboThl 3a NEpBbIH KBapTal K 15 ampess, a IjiaBHOMY Oyxraitepy
komOuHata Tpowunoii C.I'. — oprann3oBaTh BbINJaTy npeMuu K 20 anpens TEKYyIIero roja.

Havanpnuk miuanoBo-akoHoMu4eckoro otaesna Mareeesa C.H. u rnaBubiil Oyxrantep Tpouuia
C.. . 3a8BU3UPOBAJIM [IPOEKT PUKa3a JUPEeKTOpa KOMOHMHATA.

Curyauusn 2.

A.H.Illunos, mnpeacenatens Pocculickoro areHTcTBa MEXKAYHAapOAHOIO COTPYIHUYECTBA H
pasButus (rocynapcTBeHHas oprauusauus npu IlpaButenscrBe P®), 24 deBpans Tekyuero ropaa
HOPYYHJI CTPYKTYPHBIM MOJApa3c/ICHUSIM areHTCTBA COBMECTHO C MPEJCTABUTENSIMUA [ OCKOMHMYIIIECTBA
Poccun x 10 anpenss moAroTOBHTH NPOEKT MPOTPaMMbl IIPUBJICYEHHS MHOCTPAHHBIX HMHBECTHIHH K
poLlecCy aKUHMOHUPOBaHUS T'OCYAApCTBEHHBIX NHpeanpusaThii. [lopydyeHue OBLIO JaHO BO HCHOJHEHHE
nocranosjienus [IpaButensctBa PO ot 24 deBpans tekymero roga No 246 [maBHOMY YIIpaBJICHHIO
OTpacJIeBbIX MHBECTULMOHHBIX MporpamM, ['TaBHOMY JHOTOBOPHO-IPAaBOBOMY YIPaBJICHHIO B [ 1aBHOMY
yTIpaBJICHHUIO CTPATETUH Y UHBECTUPOBAHMUSL.

IlpoekT mnpukasza mpeacenareis areHTCTBa OBbLT 3aBU3MPOBAH €ro IEPBBIM 3aMECTHUTENIEM
J.H.®enopoBelM U HauvanbHHKOM [J1aBHOrO JoroBopHo-npaBoBoro ynpamsicHus H.B.WipunbiM.
KonTposs 3a ncnonHeHnem npukasa Obu1 BosnoxxeH Ha J.H.Degoposa.

Curyauus 3.

Hupexktop OOO «Meutay Ilomsikos B.M. 10 okTAOps TeKyllero roja H3Jall MOpPHKE3 O
NPOBEJEHMY HMHBEHTApH3aUMM TOBAPHO-MATEpPUATBHBIX IEHHOCTeH Ha ckiage npeanpuatus. Ou
Ha3sHA4MJ KOMHCCHIO IOJ IpeNcenaTesib.CTBOM KOMMepdeckoro gupekropa 3onortapesa E.V. B cocras
KOMHCCHH BOUUIM IIaBHBIH Oyxrantep Bonoguna E.H. m Oyxranrep MBanosa B.C. B npukaze Gnuio
IOPYYEHO MPEACTABUTh Ha yTBEPXKIEHHE JOKYMEHTBI CKJIaICKOTO y4eTa (10 COCTOSHUIO Ha 1 OKTSAOpst) U
OT4eThl 00 OCTaTKax TOBAPHO-MAaTepUAIbHLIX IIEHHOCTEH (110 cOCTOSHHIO Ha 10 oKTs0pst) K 15 okTs0psi.

[TpoexT npukasza OblT 3aBU3MPOBAH 3KOHOMHCTOM NpeAnpustis Mutunoit O.A.

Curyanus 4.

C wuenplo 1mp) nedeHHss CPEeACTB A OOECHCUEHUS [IPOM3BOJACTBEHHOU IESATEIBHOCTH
renepansHelid qupekTop OO0 «Texnuka» (r.Kypck) Cokomno O.I'. 20 ceHTAOps TekyIlero roga u3gal
IPUKa3 O CO3AaHHUH KOMMEPYECKOI0 OTAEJIa B COCTaBe 3 HITATHLIX €AMHUIL: KOMMEPUYECKOrO QUPEKTOpa —
1, Begymero cneumanucra — 1, cienuanucra — 1. ['maBHomy Oyxrantepy npennpustust [opsaesy 1A,
OBIJIO NOPYYEHO MPEACTABUTh Ha YTBEP)KACHHE HOBOE LITATHOE PACIHCAHUE MPEANPUSITHS Ha 4 KBapTal
Tekymero roga x 1 oktsadps. Kommepueckomy mgupekropy WMruateey T.H., xoTopblil 3aBH3MpOBa
MPOEKT IpHKa3a, MPeIIHCAHO 3aKOHYUTh KOMIUIEKTOBaHHE OTAENa KaJpaMH C BBICUIMM DKOHOMHYECKHM
obpazoBanueM K 10 okT  ps.

wdATyanus 5.

Hupextop OOO «Konsepcus» Tpodpumor O.10. 7 ampens Tekyuiero roja usgan IpuHKas o6
yTBepXKaeHNH [los102keHHst 0 mopsiike pacyeToB 3a OKa3aHHe HH(POPMALKUOHHBIX yeayr. JOpHCKOHCYIBTY
1o (GUHAHCOBO-X03siiCTBEHHBIM BompocaM MoposoBy B.IT. u cexperapro-pedepenty Jsarunesoit E.A.
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> mopyueno k 10 ampe ( paspabota OBblE 2pMbI OTOBOPOB 00 OKa3aHHM PA3IMYHBIX BHUJIOB
undopm YyCIyr M CTPOrO KOHTPOJHMPOBATH MX HMPHUMEHEHHE B AEATe  JOCTH IPETTDHUATHS.
OTBETCTBEHHOCTD 3a M3rOTOBJICHHE, YUET W COXPAHHOCTH o.[aHKOB JIOTOBOPOB BO3JIOXKEHA HA  THIICBY
E.A., KOTOpas BMeCTe ¢ FOPHCKOHCYJIHTOM 3aBH3MPOBaJIa IPOEKT IIPHUKAa3a.

Curyanusn 6.

JIMpeKTOp PEeMOHTHO-3KCITyaTallHOHHOTO MYyHHIMIANLHOrO ympasneHus Ne 15 3ortoB M.T. 5
OKTSIOps TEKYyLIEro roja u3aaji IprUKa3 O MOArOTOBKE K yOOpKe TEPPUTOPHUH B 3UMHHI IIEPHOJ TEKYLIErO
roja. ['naBHbii wHxeHep HukosaeB B.B. x 15 oxkTa0ps nomKeH MPOBECTH 3akperlieHHe yOupaeMbIX
TEPPUTOPHH 32 TEXHUKAMH-CMOTPUTEISIMH U IBOPHUKAMH, COCTABUTH IpadHK JBYXCMEHHOH pabOThI 1O
y0OpKe TpOTyapoB M JBOPOBBIX TePPUTOPHH, pa3padoTaTh M cOrjacoBaTh B IpedekType OKpyra IJIaH
yOOpKH TeppUTOpUIl ¢ NpHUBJIEUYEHHWEM JIIOAEH M TEXHMKM BEIOMCTBEHHBIX IPEIIPUSATHH,
pacHoJIOAKEHHbIX Ha Te] UTOPHUH OKpyTa.

[lpukas u3zga" Ha OCHOBaHUM NocTaHOBIEHHs [IpaBuTesbcTBA MOCKBBI OT 8 CEHTAODS TEKyIIEro
roga Ne 908 «O roToBHOCTH CiIyk0 T'OPOACKOTO XO03sHCTBAa K yOOpKe TeppUTOpHH I.MOCKBBI B 3UMHHH
HEPUOI».

Curyanusn 7.

OtnenoM oprae allMOHHOM M KaapoBOH palOoThl YipasieHHs MuHHCTepcTBa ocTHLIMH PD 1o
Pecniybmuxe Kapenust B KOHIle KaleHJapHOro roja Obula cocTaBjIeHa HOMEHKIIATypa e/l Ha ClIeNyIOMmHU N
KaJeHAapHbIH roa. 27 nexabps Tekyuero roja HadaibHUkoM Ynpasienus T.I1. Mruarbesoil Obul u3gan
U TOANKCAH NpuUKa3 00 YTBEPXKJACHHHM W BBEACHHM B JEHCTBME HOMEHKIIATYpbl Jel C 1 sHBaps
CIIEJIYIOLET0 Tojia. PyKoBOJUTENAM CTPYKTYPHBIX IIOJIpa3jieJIeHUH IIPUKA30M  IPeaIHUChIBANIOCH
(bopMHpoBaHMe, HCIIOJIB30BAHUE U XpaHEHHUE Je] B COOTBETCTBHHU € pa3pabOTaHHOH HOMEHKIIATYPOH Jell.
KoHTposib 3a HCHOJIHEHHEM IpHKa3za OblI BO3JI0XKEH Ha HadajlbHHKA OTJE/]a OpraHH3alMOHHOH H
KaJapoBoii paboTsl XioHHUHEHa A.B.

Curyanusn 8.

PykoBonutenem KomureTa mo 3eMenbHBIM pecypcam u 3emiieycTpoilcTBy no PK denepanbHoi
ciryx0Ob! 3emenpHOro Kajgacrpa Poccun A.T. KonapamoBeiM 1 1086ps Tekyero rojga OblT U3JaH pHKa3
O BBEJICHHH YHU(UIMPOBAHHBIX (OpM MEepBHUYHON yYeTHOH NOKyMEHTAallMM 10 y4eTy KaapoB. [Ipuxas
H3JaBAJICSI B COOTBETCTBUM C IIOCTAHOBJIEHHMEM ['OCY/lapCTBEHHOIO KOMHTETAa II0 CTATUCTHKE OT
06.04.2001 Ne 26 «OO6 yTBepxJeHUH YHU(PUIUPOBAHHBIX (OPM NEPBUYHOHN YUETHOH AOKYMEHTALIMH IO
ydeTy TpyJa H €ro OIUlaTel» M C Ielblo co3AaHuss B KomuTeTe €AMHOH CHCTEMBbl KaIpOBOH
noxkymeHTanuu. [Ipuxazom BBOgMIMCE B JieiicTBre ¢ | HOsOps Tekyllero roja Bce yHU(UIUPOBAHHbIE
¢dopmel, Bomeaire B Anbbom YOI, yTBepKACHHBIH B-~"¢yKa3aHHBIM [TOCTAHOBJIECHHUEM.

[IpoexT mpukasza 3aBU3MPOBATM IOPUCKOHCYIBT Tumenko M.A., MHCNIEKTOp oOTIena KaapoB
Kyxosa T.I1.

Curyanus 9.

I'naBa Pecniy6mm u Kapenus C.JI. KaraHannoB 8 Masl TeKywlero roja M3jajl pacnopsDKEHHE, B
koTtopoM WHctuTyTy OHoslornn Kapenbckoro HayuHoro menTpa Poccuiickod axageMHM HayK ObLIO
IpeaIoKeHo pa3paboTaTh IIaH JATbHEHIINX JEHCTBUH 110 COXPaHEHHUIO KpynHeHed B EBpone cTOsSHKH
MUTPUPYIOIIMX HTHIl, APYTHX IPHPOJHBIX OOBEKTOB MEXAYHApOJHOIO 3HAYEHHS HAa TEPPUTOPHUH
pecirybnuku Kapeiust, a Tak e BKJIIOUUTE B IUIaH AEHUCTBUM TOATOTOBKY MEXAYHAPOIHBIX MEPOIPUATHH
0 pa3sBUTHIO peMeces, TypuU3Ma B CEJILCKMX HACCJIEHHBIX ITYHKTAaX, HMEIOUMX OOBLEeKThI
MEXYHapOJHOTO 3HAUYEHHUS.

ITonroroska TopMaTTT 0 pacropspkeHUst Bo3jiaraiach Ha MEHHHCTEPCTBO
CEJILCKOT0 X03HCTBRE onoBoJibcTBUSI PK.

PacnopsbkeHue ObTIO M3JaHO B LesIX BBIIOJHEHHS MEXTOCYJapCTBEHHBIX KOHBEHLMH IIO
COXPAaHEHHIO 10 CO! AaHEHHIO OHOJIOTMYEeCKOro pa3HOooOpasus, Ha OCHOBAHHUHM  pEe3yIbTaToB



MeXIyHapomgHoro mnpoekrta, ocymectBienHoro ['YCII «l :mennoe xo3ar > «Mibunckoe»
Ononeukoro paiona.

Pacniopskedre  )OpMJIEHO Ha OJIaHKe C H3C.paKEHHEM Iep.d pecll, ...k Kapenus, a taxxke ¢
yKa3aHHeM HaWMeHOBaHHS rocynapcrBa, cyObekra enepauvM W HauMEHOBaHUS IOJDKHOCTH
PYKOBOJHUTENS CYOBEK?

Curyauus 10.

3amecrurens aupextopa OO0 «Dtanon» (3apeructpuposano B r.Boponex) I1.UM. AGpamos 1
Jekabpst TEKyIero roja M3ai yKa3aHHe O rpaduKe OTIYCKOB Ha CleIyIOIIMH KajleHIapHbIH IO,
COTJIACHO KOTOPOMY PYKOBOJIUTENH CTPYKTYPHBIX MOJIpa3/IeIeHH# JOJIKHBI IPEICTaBUTh B OT/IEIN KaJpOB
CIHCKH COTPYOHHKOB  YKa3aHHEM IIpeAnosaraeMoro cpoka O4YepeJHOTO OTIycka B CIEAYIOLIEM
KayreHaapHoM ronay. Cpok mpencraBineHuss crmuckoB — 10 pekaOpst tekymiero roga. Otaeny Kagpos
yKa3aHUEM TIPEANUCHIBACTCS COCTABUThH CBOJHBINA rpaduk ornyckoB paboTHHKOB OOO Ha crnepyromuit
KaJICHIAPHBI TON M TepeiaTh €ro B JAUPEKLMIO Ha yTBepigieHHe. OTBETCTBEHHBIM 3a COCTaBIIEHHE
rpaduika Ha3HAYeH HavaIbHHUK OTnena KanpoB IlankparoBa O.}O. Cpok npencraBnenus rpaguka — 20
nexabpst TEKyIIEro roja.

VkazaHue OBLIO 3aBU3MPOBAHO HAYAIBHHKOM OTHeNla KaJpoB, IJIABHBIM OyXrajlTepoMm,
IOPHUCKOHCYJTBTOM.

Cutyamus 11.

Jupexrop OO0 «3rtanon» (3apeructpuponano B r.Hosropon) JI.b. Ilonos 12 ¢espais Tekyiero
roja HM3Jan paclopsbKeHHE O IMPOBENEHHUH PEMOHTHBIX padoT B 1exe Ne 3 B CBA3M C aBapHHHBIM
COCTOSIHMEM OTOIUTEIBHON CHCTEMBI liexa. PacropspkeHHeM IMpeanUChIBAIOCH [TPOBEIEHHE PEMOHTHBIX
paboT B YKa3aHHOM Liexe, 3a YTO OTBETCTBEHHBIM ObLT Ha3HaueH HauyalbHHK PEMOHTHO-TEXHHYECKOH
cnyx6e1 Makapos [[.J. Cpok BeimonHeHus Becex pabot — 15 deBpaiis Tekyuiero roza.

Ocy1iecTBIEHHE KOHTPOIS 3a IPOBEEHHEM PEMOHTHBIX pabOT BO3Jarajioch Ha HadyalbHHKA leXa
Ne 3 Antonosna 10.B.

Pacniopsokenue ObLT0 3aBU3MPOBAHO HAYAJIbHUKOM PEMOHTHO-TEXHHUYECKOH ciy)kObl MakapoBEIM
J.W. u HauanpHukoM 1iexa Ne 3 AutonossM FO.B., 3amecturenem nupekropa [1.1. AGpamMoBBIM.

Curyanus 12.

3amectHTens npejacenarens [Ipesunuyma Kapensckoro HayyHoro neHrpa Poccuiickoit AkajemMuu
Hayx A.B. Kypunnoit 15 Mas Tekymiero roja u3jajJl ¥ HDOJANMCAT pacnopsbkeHHe o0 yyacTHH B
obmeropojickom cyb6oTHHKe. O611eropoackoi cydb60THUK 110 yOopke ropona no;i JeBu3om «Jlrobumomy
ropoy — AOCTOHHYIO YHCTOTY » NpoBoauics AaMuHucTpanueit r.Ilerpo3zaBoycka 18 mast Tekylero roja.

PacriopspkeHreM MpeANnUChIBAIOCh MHCTHTYTaM M MOJpasfelieHUsM IpH ..pe3unuyme KapHIL[
PAH npunsats yyactue B obieropoiackoM cyO0OTHHKe Ha Ipuieraroliux K L[eHTpy TeppUTOpHsX U B
MPOU3BOJICTBCHHBIX MoMereHusax. OpraHudanus paboTel mo yOOpKe TEppUTOpPHHM BoO3jarajiach Ha
HavyatbHuKa AXO B.II. MapkoBy M 3aMmecTuTeneil AMPEKTOPOB HHCTUTYTOB IO OOIIMM BOIIpOCAM.
HauvanpHuky aBroxo3ssiictBa O.B. PyGaHOBy NpeanuchIBaloCh BBIACIHTH aBTOTPAHCIOPT IJIS BBIBO3KH
Mycopa. Mcnonnurtens pacnopstkenus OxatbeBa C.b.

3axanne 2. CocTaBbTe H 0(pOpPMHUTE CTYKeOHbIE MHCHMA.

Curyamus 1.
JlemapTraMeHT IOJUIEP>KKH M pa3BUTHS MaJIOTO IIPEANPHUHUMATENbCTBA ITHCBMOM 3a IOAINHCHIO
3aM.JupeKTopa AenaptaMeHTa CepukoBa A.B. yBemomun pykoBoJIcTBO AeTckoro cana Ne 1586 o tom,
) B CBSI3M C Pa3BUTHEM IpeIIIpPUHHUMATENbCTBA 3/1aHHE JIETCKOIo cajla JOMKHO OBITh IepefaHo s
TEXHHYECKUX HYXKJI JlellapTaMeHTa.
HcronnuteneM  ICHJIBEBOM IO MOpYYeHUIO JUpekTopa AeTckoro caga Ne 1586 IOro-3anagnoro
OKpPY’KHOTO yIpaBieHHsi 00pa3oBaHus I.MOCKBBI, paclioiOKeHHOro Ha NpocrnekTe MuUYypHHCKOM, I0M
22 r.MockBbl, OBIJIO C TaBJIEHO IHCHMO, aJ[pecoBaHHOE OT/eTy nucem Mapuu Mocksel o ajapecy:
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r.Mocksa, yi.Teepckas, 13, B xkoropom mupekTop merckoro caga Ne 1586 _.A. AGpam: | ocuia
pasobpaTkCs B A°7""9M BOIIPOCE, MO™ ™Hpys TE€M, YTO B HAa3BaHHOM , WHOHE IETCKMX CaJOB OCT:é __ b
MaJl0 M He BCE JETH MOIYT IIOCEIaTh JETCKUE JOUIKOJNBHBIC YUPEXKICHHS. 11:CBMO «olJI0O OTBETOM Ha
IOJY4YEHHBIH TOKYMEHT OT JlemapTaMeHT.

Curyanus 2.

[pencenatens mpaBieHHs akmuoHepHoro kxommepueckoro Oanka «TOPITIPEABAHK»
(up.Bepuaackoro, 19, Mocksa, 112123, ten.: 567-22-17, dakc: 576-22-20) C.A. HlymoB obpartuics K
['enepansHoMy aupektopy HIIO «AcbGect» JI.M. BonblHLEBY ¢ Npoch0OH paccMOTPETh BOIPOC O
npenoctapjenud B anurensHyto apeHay AKb « TOPITIPEJIBAHK» pa6ouux momaaeit — 180 xB.M nof
pa3MelleHHe OTAeNeHNs OaHKa.

[TuceMoO ObLTO cocTaBneHO HcnoyHUTeneM llognecHoi Ha JOMKHOCTHOM OnaHKe IpejcenaTens
npapiieHus OaHKa U 110, ucaHo 24 MapTa TeKyILero roja.

Curyanus 3.

Hcnonautenem M. HO. IlonskoBoil mo mnopydeHWi0 HadajlbHHKA oTAena MapketuHra AQO
«Toprnorpebcoroz» (r ockBa, Jlecnas yn., n.18, 117123, Tten./dakc. 234-56-00, OKIIO 87654321,
OI'PH 1234567890098, WHH/KIIIT 09876543321/123456789) B.A. Komapoma ObLIO COCTaBIIEHO
nuceMo B aapec OO0 «/leno», TexHudeckoMy aupekropy A.M. MsrkoBy o6 oThpaBke TOKyMEHTallUH
creayroimero cojepxanus: «Hampapnsem HeoOxoauMmele BaM TOKYMEHTBI, coiepKaliue —~~ hopMaluio o
IICHE KOMIUIEKTa Hay4HO-TEXHHUYECKOH JOKYMEHTAlMH Ha XOJoAuJIbHOe obopynopanue. llpennaraem
BBIC/IaTh TEXHUYECKYIO OKYMCHTAIMIO HA 3apyOe)Hble aHaJIOrM XOJIOAWIBbHOro obopynosanus. [Tpu
NPUHATAH  TOJOXUTEJBHOTO peleHHs O 3akynke oOopyloBaHMs IpocuM Bac HampaBHTH
COOTBETCTBYIOIIEE IMCBMO pykoBoauTemo otxaena coObita Haymoy C.UIl». J[aHHBIM ...._bMOM
COMPOBOXIAIACH crieluuKanus Ha 28 1. B 1 3Kk3.

Curyauus 4.

MocKOBCKHH pe [0TEeXHHYECKUH KOJUIE)K UMEHHU akajeMuka A. A. PacnnetnHa Munucrepctpa
obpazoBanus PO (Mocksa, yn. b.Jlekabpbckas, 5, 124000, Ten.: 252-11-84, daxc: 253-32-36) pazocnan
HH()OPMAIOHHBIE ITHChMA JUPEKTOpaM LIKOJI Fopoja ¢ cOoOOIIEHHEM 00 OTKPBITHM B HOBOM y4eOHOM
roay IByx (akynbTeTOB: COBpeMEHHBbIE MH(OpPMAIMOHHBIC TEXHOJIOIMU U lopuauydeckKui. B mucbme
coo0IIaIOCh TAaKXKEe O TOM, YTO IpaBHWia IpHeMa Ha ykasaHHbIe (akyneTeThl obmme. ITucemo GbLno
coctaBieHo HcnonHuteneM CremaHoBoM M mojmucaHo gupekropoM JILb. MaptemHiokom 15 Mapra
TEKYIIETO roja.

Curyauus S.

AO «lleppas @abpuka» (r. bamamwmxa, yn. 3apeunas, a. 3, 104010) nmomkHo ObUIO B
cooTBETCTBUU ¢ I. 6 joroBopa or 10.07.2018 Ne 12/25 «O mocrtaBke npoayKinuu» noctaBuTh AO
«CAHJIEPEJUIA» (Mocksa, KpacHoropckas yi., a. 32, 111123, ten./pake 458 90 13, OKIIO 87654321,
OI'PH 1234567890098, MHH/KIIII 0987654321/123456789) B TedeHue Mecdlia KOwAHYIO QypHUTYPY
Ha o0yto cyMmmy 150 000 pyOneit. Paktudecku xe GypHUTYpBI ObUIO caaHo Ha cymmy 120 000 py6ueit
U HeJomocTaBieHo npoiykunuu Ha cymMMmy 30 000 pyGneit. CornacHo m.8 goroBopa 3a HEJONOCTAaBKY
INPOAYKIIMH JIOJKHA OBITh yIjlaueHa HEyCTOHKa B pazMepe 5%, 4TO OT CyMMbl HEIOMOCTaBKH COCTABUIIO
1500 py6uneii.

Hupextop AO «CAHIEPEJUIA» B.JI. ®egopoBa obparunace k aupekropy OOO «llepsas
®abpuka» O.J1. CokonoBy ¢ npocb0OH NMepeuucInTh Ha MX pacdeTHBIA cyeT ykazaHHylo cymmy (1500
py6.). B nmpotuBnom ciysae AO «CAHJEPEJUUIA» 6yaer BBIHYXIE€HO OOpaTUTbcs B rocapOMUTpak.
IluceMo 0 HepomocTaBKe MpOAYKHIHMHM ObUIO cocTaBieHo ucnosnureseM P.T. IC M 1o, caHo
Qdenoporoii 12 aBrycra TeKymero roja.
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teneponorpamma B ¢, )¢ AO «MoccTpoity, B k¢ poH coc natock 00 00s3aTenbHOH . <€
[enepanpHoro gupekropa AO «Mocctpoii»y. TenedboHorpamma OblIa NOANKHCAHA OIHUM U3
3aMeCTHTEN .. MUHHCTPA U MEPEAana 3a  [YIOLIUM G o.[IUM OTIEJIOM.

Curyanus 4.

OprkoMHUTET « )3pOXKACHHE» 3aIUIaHUpOBA IpoBeJeHHe coBemlanus «Kpyrueli crosn» Ha
TeppuTopur OprkOMHTETa Ha 5 CEHTAOPS TEKYILLEero roja, 0 YeM IocTaBuJ B u3BecTHOCTH AO «Jlorocy.
OnHaxo no3:xe OprkOMHUTET U3MEHUI CBOE PELIEHHE U NepeHec NPOBEACHHE COBELIAHNS HAa TEPPUTOPHIO
roctuHullbl «CnaBsHCKas» (KOHQepeHI3al), 0 4YeM IOCPEACTBOM TeledoHorpaMMmel yBeaoMun AO
«JIorocy». TenedoHorpamma Obula moamucana npencefareneM OprkOMHTETa M IIE€peJaHa CEKpeTapeM-
pedepenrom 1.C. Kpyrnosem.

3ananne 4. CocraBbTe H 0popMHTE TeJIerpaMMbl, He0OX0IHMbIE B JAaNIIBIX YIIPaBICHYECKHX
CHTYALIUAX.

Curyauus 1.
Hupexktopom AO «Apon» (HoBocubupck-12, yn. Kpsutosa, 5) IletpoBeiM ObUTa MOArOTOBICHA B
anpec AO «Oxcun» (ToMmck, 25) Tenerpamma ¢ Ipocb00# yCKOPHTE OTTPY3KY ITHIIOMATepHANIOB.

Curtyauus 2.

AO «Kontakr» (Mocksa, CanoBas, 5, 104456) moAroTOBUIIO CPOUHYIO TeJIerpaMMy JUIS iepeaadn
aupektopy AO «¥Ypanctpoit» I'puropeeBy ¢ npocb0oi cOOOIIUTE JaHHBIE O COCTOSHHH pEeaTU3allHH
IPOAYKLHH, €€ OCTaTKax, o0beMax OTIPY)KEHHOH, a Takxe MOJUIeKalled OTIPy3Ke IPOAYKIHH H
HEOIUTaYEHHBIX cyeTax. eyerpammy noanucal gupexkrop AO «Konrtakt» A.5.Opios.

Curyauus 3.

3aMeCTUTeNIb MUHHCTpA MHUILEBOH MPOMBILIIEHHOCTH P@ BacuibeB mopyuusi cBoeMy CEKpeTapro
COCTaBHTH TejlerpaMMmy B aznpec Boponexxckoro xneboxombuHata ¢ TpeGoBaHHEM TenerpadhHUpoBaTh
pe3ysibTaThl Bbibopa OHIa MyKH IIEPBOTO KBapTasia TEKyIIero roja.

Curtyanus 4.

Hupextop AO «Onucu6», nonyuus npoaykuuto ot Kemeporckoro AO «Kpuctamiy, MOJIHOCTBIO
OTKa3aICs OT €¢ OIJIaThl B CBSI3U C TEM, YTO 3Ta NPOAYKLHsS HE Oblia 3aka3zaHa. JlaHHoe pelieHUe ObLIO
TenerpadupoBato.

3aganue 5. Coc BbTe M 0(pOpMHTE JOKJIAAHDBIE, H 00 bSICHUTEILHbIE 3ATTHCKH, 11€00X0IuN 2
B CJICAYIOUIHX YNIPABJIEHYECKHX CHTYalHAX.

Curyauus 1.

3aMecTUTeNb  HaualnbHHKAa [IponsBoAcTBeHHOro oObeAMHEHHS «MOCKOBCKasi TOpOJCKas
tenedonHas cetb» (MITC) MununctepctBa cBsasu PO M.M.JlyGoB oOparwicss K HayaIbHUKY
CNIELHAIBHOIO YIPaBJICHUS Tele(QOHHON CBA3U TOTo ke MuHucTepcTBa I.C.AKCEHOBY ¢ JOKIagHOMN
3aIIMCKOM O BBLACJICHUH NPSAMBIX IIPOBOJIOB M Ha3HAUCHHUH Tele()OHHBIX HOMEPOB Ha JOTOBOPHOH OCHOBE.
B noxnagnoit 3anucke M.M.J[yb6oB coofman o TOM, 4TO B CEHTSIOpE TeKyIlero rojaa oO0beIuHEHHEM
(MI'TC) ObuM NOATOTOBIEHBI U COrNIacOBaHbl ¢ [ JIaBHBIM [UIAHOBO-(UHAHCOBBIM YIPaBICHHEM
MmunucrepctBa cBa3u PD noroBopbl ¢ HOBEIMH aboHeHTaMHU. JIJIsl BKIIIOYEHHS yKa3aHHBIX aOOHEHTOB B
ceTh nepefaun JaHHbIX «VHQoOTen» ¢ 1 gekabps Tekyuiero roja HeoOXOMUMO BBIACICHHE MPAMBIX
npoB( B. B cBs3u ¢ 3tuM r-H Jly0oB BE . . 1HYI [0)KCHHE O BBIACICHHH IPSMBIX IPOBOJOB
Ha3Ha4YeHHH TeJeOHHBIX HOMEPOB Ha JOTOBOPHOM OCHOBE YKa3zaHHBIM a0OHeHTaM. Jlokiaamas 3amucka
Obl1a cocTapiieHa ucnoiauureneM OpnoBoit 1 noanucana M.W.Jly6oseiM 12 HOsIOpst Texyiiero >fa.
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Curyanus 2.

Kyppep AO «®apmay» C.C.COMOB pervisipHO OmnasJplBal Ha paboTy, 4eM Hapyllaa TPYJOBYIO
JMCUMIUIMHY. 3aBenyromias kKanuenspueit V..o.IlllyMuinHa HEOZHOKpaTHO Jienaia eMy 3aMedaHus (B
ycTHOM ¢opMme), a 12 HIOHA Texymlero rojga ObUla BBIHY)KAE€HA OOpAaTHTBCS C JAHHBIM BOIPOCOM K
['eHepansHOMYy aupextopy A.B.CenoBy ¢ HOKIagHOH 3amucKOi, B KOTOPOH IIpOCHJa IPUHATH MEpBI
qucrumgHapHoro xap  repa k C.C.CoMmoBy.

Curyanus 3.

PykoBogutens otaena HOBeIX NpoekToB O.B.Tokapesa obparunacy k ['eHepanHOMy IHpPEKTOpY
000 «Mactep» r-uy A.Jl.MeBneBy ¢ NOKJIagHOHN 3allHCKOM O HEOOXOJUMOCTH YBCIHYCHHS IUTATHOH
4YUCJIeHHOCTH oTAena. B noknanHoii 3anucke O.B.Tokapesa coobmiana o ToM, 4TO B HAacTO: (€€ BpeMs
JUIsl YCIICHIHOH paboThl areHTCTBA HEOOXOAUMO YBEJIHUeHHE 0a3bl JaHHBIX O MOTEHIIHAIBHBIX KIIHEHTaX.
1o ee MHeHHIO, OTHUM U3 HauboJee peallbHbIX MyTeH paciuupeHus 6a3bl JaHHBIX SBJISETCS MOCTOSHHBIN
aHaJM3 CpelCTB MaccoBof MHGOpMaluM, B 4aCTHOCTH mpecchl (MHGopManus o Hauboyiee KpPYIHBIX
KJIMEHTax areHTCTBa ObLia IOJIyY€HA W3 aHAIUTUYECKOIO KypHasla «IDKCHepT»). B CBSI3M ¢ Tem, 4To
OTJIEJI B €r0 HACTOSILEM cocTaBe (5 COTPY/HHKOB) HE UMEET BO3MOXKHOCTHU OpPraHH30BaTh MOAPOOHOE
u3yuyenue ananutudeck : m3nanuii, O.B.TokapeBa cuntaer 1enecoobpa3HbIM BBECTH B IITAT OTJIENA JIBE
JOJDKHOCTH MEHEIDKEPOB JUIA M3YYCHHMs M aHajM3a IPecchl € LEIbIO0 BBIABICHHUS I1O0TEHIHAIBHBIX
KJIMEHTOB, a TaK)Ke MOATOTOBKM ONEPATHBHOH HMHGpopMalnuu O MoyokeHHH Ha peiHke CMU B dopme
eXeHeJlebHbIX O0TUeTOB. B moknmagnoil 3anucke TokapeBa mpeanoKuwia Ha 3TH AOJDKHOCTH NoAoOparth
COTPYIHHUKOB M3 UYHCJIA CTYACHTOB 4-5 KypcoB daxynipTeTa )XypHaIucTHKa MI'Y UM 1IKOJIBI peKJIaMbl.

Curyanus 4.

B /BaHoBckol o00nacTH CJIOXHIOCH KpallHe HANpsKCHHOE IIOJOXKEHHE C TOProBICH
NPOMBIIIUICHHBIMU TOBE MU H, B YaCTHOCTH, MeOEIIBIO.

B 12 u3 15 palioHoB TOproeias MeOEIbIO BEJCTCS B HENPUCHOCOOJICHHBIX IIOMELIEHUSX,
JIMIICHHBIX HEOOXO0IMMOro 060pyA0BaHus, HE HMEIOIUX HOPMATBbHBIX MOIBE3AHBIX Ty TCH.

Jlns paspemeHus JaHHOH npoOlieMbl K pYKOBOAMTEINIO aIMHHUCTpanuy MBanosckoit obmactu 11.
WM. lonexxaeBy oOpaTuics HayaJbHUK YIIpaBJIeHUs TOProBIH AJIMUHHUCTpaluu MBaHoBckoii obnactu K.
. Tapacos. B nmokna, »JH 3amucke B CBS3HM € HEOOXOJUMOCTBIO CO3JAaHUs YCJIOBHH, OTBEYAIOIIMX
TpeOOBaHUSM OpraHU3 MU TOProBIHM MeOenplo, TapacoB MNpOCHI JaTh YKazaHUs PYKOBOAMUTEINSAM
aJIMUHUCTPAaLIUH COOTB( TBYIOIIUX PallOHOB O NMpEAOCTABICHUU AJI TOPTOBIM MeOENIbI0 MOMEILEHUH,
OTBEYAIOIIUX YCTAHOBJIEHHBIM HOPMaM.

Curyauus S.

Crapmuit KOHCYJbTaHT OTZAeNa NpaBoBoro obecmneuyeHus kiaueHTOB AO «Tpucrap KoncanT»
I1.J.MunoiwenkoB, corinacHo ykazaHusM [eHepanbHoro pgupektopa B.M.Cupopesxo (npukaz ot
10.07.200 r. Ne 53 «C  poBepke paOOTHI OTAEIA IPABOBOr0 0OECIICUCHHS KIIMEHTOBY), MPOBEJ aHAIHU3
3¢ dekTUBHOCTH paboThl COTPYAHHKOB OT/ACNAa «HA BBIE3Jle» B IEPBOM IIOJYroAMM TeKyllero rojga. O
npoaenaHHon pabore II.J[.MuUNOIIEHKOB TOCTaBUN B H3BECTHOCTh [eHepansHOrO IUpeKTopa
IIOCPEACTBOM COCTAaBJICHUs JOKJIAJHOH 3allMCKH, B KOTOPOH H3JIOXHJI TaK)Ke CBOK TOYKY 3PEHHS O
HEOOXOIUMOCTH YBEJIHYEHUS YHC/Ia LITATHBIX COTPYAHUKOB OTENa, UMEIONIMX IIpaBa Ha YIpPaBICHHUE
JIETKOBBIM aBTOTPAHCI TOM H BJIAACIOIIMX TakoBbIM. K JoKjIajgHOH 3amucke OBUIM IIPUIIOKCHBI
CleAylomue JOKyMeHThI: 1. AHamu3 d>¢ddeKkTHBHOCTH paboTel COTPYAHHUKOB OTJeNa MpPaBOBOIO
obecnieyeHus KIUCHTOB «Ha Bble3zie» 3a 1 momyroaue 200 r. Ha 2 1. B 1 9k3. 2. Pacyer 3ajeiicTBOBaHuUA
COTPYIOHHMKOB I10 30HaM Ha 1 1. B 1 3k3. 3. PacueT o0ecrnieueHus COTPYIHUKOB MOOMIBHBIMH CPEICTBAMHU
cBsasu Ha 1 s B 1 3k3. 4. Pacyer-o60CHOBaHME YBeJHWYEHHs 4YHUCIa IITAaTHBIX COTPYIHHKOB OTJIEJa
~="BOBOI'0 00eCIeueHHs KIUEHTOB Ha 3 JI. B 2 9K3.









cuabxenus Kapnenko E.JI. u uieHoB xomuccuu umkeHepa [lamoBa AP. u 3aB.ckiamom Ne ]
Kynpsimosa P.B. Komuccueit 6s1 cocrar 21 sHBaps TeK, ,.TO I'C |, B KOTOPOM COJEpPKaics
BLIBOJ O TOM, YTO 3aBOJI-ITOCTABINHK JIOJDKEH IOCTAaBUTEL HEJOCTAOIIEE KOJIHYECTBO KOPIYCOB K Yacam.
AKT BCTYmMI B JciCTBME € MOMEHTa YTBepxAcHUs (22 sHBaps T.I.) OUPEKTOPOM 3aBoja
b.M.Pomanc ..M.

Curyanus 4.

WuBeHTapu3alMoHHas KOMHCCHS, CO3/laHHas Ha OCHOBAaHMM NpHMKa3za JAUPEKTOpa MOCKOBCKOIO
3aBojla 10 PEMOHTY YacOB M IOBENUPHBIX u3fenuit No 24 ot 15 ¢eBpans Tekyuero roga, B COCTaBe
npenacenarens OcTpoBckoro D.A.(3aM.1y1aBHOro Oyxranrepa 3aBoja) M 4ieHoB komuccud [lerposoit O.H.
(6yxrantepa), HockoBoit H.W. (cT. 3kOHOMHUCTA IJIAHOBOTO OTZEJNA) NMPOU3BEIa PEBU3HIO KacChl 3aBOJa
IO COCTOsIHUIO Ha 16 deBpans Tekymiero roga. PeBusus mpoBoAuIach B IPUCYTCTBUU KaccHUpa 3aBofa
Kapramosa H.. B pe3ynprare npoBeaeHHON peBU3UH ObUIO YCTAHOBJICHO, YTO OCTATOK Hi.....YHBIX JCHET
B Kacce cocraBiser 1030 py6neit 00 xom., octatok JeHer no kaccoBodi kuure — 1030 py6. 00 xom.
Jlpyrux nennocrell B Kacce 3aBojia He OOHApyXEHO, YTO COOTBETCTBYET AaHHBIM yuera. KoMuccus takxke
YyCTaHOBHJIA, YTO IOPSIOK BEJACHHUS KacCOBOM KHUTM M XPAaHEHHUs JIEHET COOTBETCTBYET TpeOOBaHUSIM
[lonoxeHus 0 BeJEHUH KacCOBBIX OllepallUil roCyJapCTBEHHBIMU, KOONIEPATUBHBIMU U OOIECTBCHHBIMHU
OPEINPUATUSMY, YUPEXKICHUIMU U OpraHu3alusaMHu. AKT BCTYyNHJI B ACHCTBHE C MOMEHTA yTBEPXKICHHSA
JTUPEKTOPOM 3aBOJA.

Curyanus 5.

Komuccuss B cocraBe IMpeicenaTesis, HadalbHHKa OTAeNa CHAOXXEHHUS U WIEHOB KOMMCCHUHU:
HayalbHUKA OTHENIA KYJbTYpHO-OBITOBBIX H XO3AHWCTBEHHBIX YUPEXICHUH, 3aBEIyIOIIET0 CKJIaIoM,
Ha3Ha4yeHHas MPHKa3oM reHepaibHoro aupekropa AO «Crtpena», mnpoBesna padoTy IO YCTAHOBJICHHUIO
HETPUTOJHOCTH K JajbHEHINEMY HCIOJIb30BaHUI0 HMMYylecTBa. Komuccus paboTtana B IIPHCYTCTBUH
KJIQJIOBIIIMKA U MHCIIEKTOpa (PMHOTAENA H YCTAHOBHIIA, YTO UMYIIECTBO COTJIACHO IPUJIaraeMoMy K aKkTy
IEePeYHIO MOJJICHKUT CIIHUCAHUIO 32 HEMPUTOJAHOCTBHIO K JaJIbHEHINEeMY HCIOJB30BaHUIO. AKT CIHHCAHUS
HMYINECTBA OBbUT COCTaBJieH ¢ 2 3k3. (oTHOeny cHaOKeHHs, OyXraaTepHuH), MOAINHUCAH KOMHUCCHH H
YTBEPXkCH I'eHEPATbHBIM JUPEKTOPOM.

Curyanus 6.

Komuccusi, Ha3HaueHHAss NMPHKa30M JUPEKTOpa TEXHHUKyMa, B COCTaBe: IpEACENaTesb — 3aM.
JUPEKTOpa, WIeHbl KOMHCCHU: Oyxranrep, OBIBINMIA 3aBelylOlMil XO3iHCTBOM, BHOBb Ha3HAYCHHBIH
3aBeIyIOIIUH X03sHCcTBOM, ocymlecTBuia ¢ canuio ¢akra repeaadd A€l 3aBeAYIOMUM X03dHCTBOM. B
pe3ynbTare caadd-npreMa jel Obllo yCTaHOBJIEHO, 4YTO Bce 00OpynOoBaHHE, HHBEHTAaph, MeOenb
HaXOJUTCS B COOTBET( U C BEIOMOCTBIO HHBEHTAPHU3allU1, BEIOMOCTh HHBCHTapH3aLUH COCTABJIEHA 110
cocrosiHuto Ha 00.00.20" -, mMmeeTcs Be1OMOCTb UHBEHTaps U MeOenu, MOJIeKalUX COUCAHUI0. AKT
OB COCTABJIEH B 3 3K3. (OyXTaJITEPHH, XO3SMCTBEHHOMY OTAENY) H BCTYNHUI B CHJIY NOCITIE YTBEPKACHUS
JUPEKTOPOM TeXHUKYMa.

3aganne 8. CocraBbTe H 0pOpMHTE CIPABKH M0 JUYHOMY COCTaBY, 1e00X0JHMbIEe B JAHHBIX
yYNpaBJIeHYE€CKHX CHTYaLHsX.

Curyauusn 1.

MamuHucTKa ¢ BOW KaTeropuy KaHLENsSpUM YyIpaBleHHs AelaMd MHHHCTepcTBa Ne4aTH U
unpopmannu PO Ilerpoa Vpuna CepreeBHa obGpaTuiack B OTACH KaapOB MHHHCTEPCTBA C npocr,6on
¢ €H crnpaBKy ¢ MecTa pad 1peactaBieHusi B¢ HCOByroar . ), s L

Kypce BeUEpHEro oTAeNeHUs HaKyabTeTa MeXAyHapOJHbIX IKOHOMHYECKIX OTHOIICHUIHA.



wdTryanus 2.

( :canb MyHHI BHOI'O PEMOHTHO- | o . pusatas «( | 10H
okpyra «Bc..cOBCKHI. __BEpHOTO aJMMHHUCTPATHBHOIO OKpPYra TI. MOCKBBI Aiipuve  cruvininn
denopoBHY o6paTHIICA ¢ MPOCKOOW K PYKOBOACTBY 3TOrO HPEANPUATHUS BbLAATH CIPABKY I10 3ampocy
MYHHLHIANbHOTO AeTckoro caga Ne 6 Cepepo-BocTouHoro okpyra r. MocKBbI, KOTOPBIM ITOCEILAET €ro
nouyb AbpamoBa Haramra. B cipaBke Heo0X0AMMO MTOATBEPIUTH pa3Mep 3apaboTHOM M1aThl, NOTYy4YEHHBINH
crecapeM B IIEPBOM KBapTajie TEKYILIETo roja (1o mMecsuam).

Curyanus 3.
B xoxge wuHBeHTapu3allMM TOBapHO-MaTepUAIBHBIX LECHHOCTEH Hay4YyHO-HUCCIIECI0BATENBCKOTIO

nentpa ®uHancoBol akagemud npu IIpaputensctBe PO Obina oOHapyskeHa HemocTaya B cymme 111 000
pybneii (nBa HoyTOyka mo 55 000 pybneit 3a 1 wmt.). byxrantepus akaaeMuu noTpeboBana BOBMECTHTh
HeJlocTady OT cTapulero jgadopanTa UeHTpa Kosnosoit Basentunbl VBaHOBHBI, KOTOpas O0TKas3alach 3TO
chenarb. AIMHHUCTpALUs akaJeMUH oOpaTuinachk B JICHUHIpaACKuil paiioHHBIH ¢yl r. MOCKBBI ¢ HCKOM
K Kosnopoii B.. Pafionnslil cyn notpeboBasl OT akaJleMUU MIPENCTABUTh CIIPaBKYy, sBiusercs nu Kosnosa
B.M. marepHaibHO-OTBETCTBEHHBIM JIMIIOM, KaKOB pa3Mep €€ CpeIHEMECSYHOTo 3apaboTka, Korja ¢ Hel
OBUI 3aKJIFOYEH JOTOBOP O MaTEpHAIBHOW OTBETCTBEHHOCTH, C KAKOI'O BPEMEHH OHa pa0oTaeT CTapIHUM
1abOpaHTOM Hay4dHO-HCCIEA0BATENbCKOr0 leHTpa. CrpaBka, MOANHUCAHHAsS pPEKTOPOM U T[JIABHEIM
OyxrantepoM, Ob11a Ip¢  cTarieHa B cya kK 10 HOogOps Tekylero rojaa.

Curyanus 4.

Hnxenep Coxkonos Oser ['eHHanpeBUY NOTEpsuT paboTy B CBA3M C JIHKBUJAAIHEH MPEATIPUATHS U
3aperucTpupoBasics Ha Oupxe Tpyna B CeBepHOM aIMHUHUCTPAaTHBHOM OKpyre I. MockBbl. B okTsa0pe
Tekyuero roga o Haurenn padoty B OOO «CucTeMbl KOMILIEKCHOH curHanmuzanuu». K 1 Hos0ps emy
HEOOXOMMO IpeCTaBUTh Ha OUpP)KY CHPaBKY O TOM, YTO OH Ha3HAUCH Ha JOKHOCTh TEXHHYECKOTO
JUPEKTOpa € OKJIaJOM IO LITaTHOMY pachucaHuipo. CeKpeTaph-IOMOLIHMK TeHepaJbHOTO JUPEKTOpa
Marseesa M.K., oTBedaromjasd 3a KaapoByio paboTy Ha MNpearnpHsaTud, odopMuna HeoOXOIUMBbIE
CBCJICHHUS.

Curtyanus 5.

Crapmas Mequn  1ckas cectpa OonpHuLBI Ne 54 MunucteperBa 3apaBooxpanenust PO Skosnepa
Enena ®enopoBHa obparunack B OyXrajiTepHio ¢ MNpock0O# BBIAATH €M CHpaBKy JUIA IONYyUYCHHUS
NeHexHOH ccynbl B pasmepe 500 Teic. py6. cpokoM Ha 10 nmer B OxTsaOpbckoM oTraeneHud Ne 7813
Mockogckoro Coepbanka. B crpaBke m0JKHBI OBITH MOATBEPHKACHBI MECTO, TOJKHOCTD, CTaX paboOThl U
pa3mep 3apaboTKa 3a mocleqHHe 3 MecsIa TeKYIIEero roja.

3apanue 9. CoctaBbTe H 0popMHUTE MPHKA3BI 110 JTHYHOMY COCTABY, HEO0X0/(MMBbIe B JAHHBIX
YIpaBJIeH4YeCKUX CHUTYaIHAX.

Curyanus 1.

Beimmycknuna ¢QaxynasTera ynpaBieHHs PoOcCCHICKOro rocynapcTBEHHOTO T'YMaHHTapHOTO
yauBepcutera JlenucoBa TarbsiHa MuxainoBHa 20 HIOAS TEKyIEro roja IOCTyNHia Ha paboTy B
Poccuiickoe areHTCTBO MEXIYHApOJHOTO coTpynauudectsa W pasButus (PAMCHP) Bemymum
CIIELMAINCTOM YIpPaBieHUs JejaMH. ATreHTCTBO SBISCTCA TOCYAApCTBEHHOH OpraHu3alueit mnpu
IlpaButensctBe PO u ocymecTBiser Habop CiyalMx TOJBKO IO JOTOBOpY. JIOroBOp MOANHCAH OT
uMeHH areHtctBa cro npeacenareneM llloxuneiM A.H. IlpoekT mnpwkasa 1o JHYHOMY COCTaBy
MOATOTOBJIEH MHCIEKTOpOM o KajapaMm ConobeBoit W.I'. 20 urons m B TOT Ke JIeHb 3aBU3UPOBaH
Ha4aJlbHUKOM YTpaBJieH [ kaapoB ApOy3oebmM I1.H. u ynr ommM gena 17 ™ BW. I} 13
noanucax 21 urons U oObABIIeH JIeHHCOBOM MOJ pACITHCKY.






-

3aBM3MpPOBaH HayalbHI OM otTAesa kagpos bouaposoii JI.C. u cornacosan ¢ 3aMecTHTeNIeM Ha4aJIbHHKA
ynpaBieHus Kaapos 6a @ CemeHoBbIM B.P.

3ananue 10. P:  jop npakTHYeCKHX CHTyaUHii

Curyanus 1.

[ToceruTenp mpHIneN Ha MPHEM Ha 15 MUH. paHblIe HA3HAY€HHOr0 BpeMeHH. Bamuy neicTsus.
ObocnyiiTe.

Curyauus 2.
[ToceTuTesb, KOTOPOMY Ha3HaueHa BCTpeda Yy pyKOBOJIUTENS KOMIIaHUH, XKAET yke 5 MHH. B 3T0
BpeMs PYKOBOIHUTEIND 10 TesedoHy cooOIIaeT BaM, 4To OyIeT Ha MecTe TOJIbKO uepe3 15 muH. Bamm

neicTBus?

Curyanus 3.
[IpencraseTe ce :, YTO BaM HYKHO BBEIOpATh ONTUMAIBHOTO [IOCTABLIMKA KaHLIEIAPCKUX TOBApOB
quis Bawei gupmel. C yero HauHere?

Curyauus 4.

Bam Heo6x0auMo cOOOLIUTE pYKOBOIOHUTENIO, YTO MOJAPKH, 3aKa3aHHbIE KO THIO POKICHHS
OJTHOTO U3 KJIFOUEBBIX ¢ PYJIHUKOB KOMITaHUH, OyIyT Ha JIBa JTHS MO33KE, UeM 3aKa3aHbl (3TO HE Ballla
BrHa). ONMUIINTE, KaK OyIeTe BBIXOAUTH U3 CUTYaIIHH.

Curyaumns S.

Bri oduc-menepkep ¥ Habupaere nepcosa B cekperapuar. Mexons u3 xakux napame. 0B Bol
6ynere Habupath nepconan? Kakue kimoueBsle kKauecTBa pabOTHUKOB OYYT IJI Bac BaXKHBI?
Obocnyiire.

Curyaunst 6.
Kakue nokyMeH [, ClipaBKU JOJKHBI OBITH Y CEKpETapsl, YTOOBI OH MOT HCIIOJIHUTh
pacropsbkeHHe PYKOBOAUTEIS 110 COOpY MPOU3BOJCTBEHHOTO coBelanusa? Kak Hafo B3Tbcs 3a 3TO

neno?

Curyanus 7.
YTo HY)XHO CeKpeTapro JUIsl BeJIeHHs IPOTOKOJ1a 3ace/laHus?

Curtyanns 8.
Kaxumu kaHIEN CKUMM NPUHANJIEKHOCTIMH JOKHO ObITH 000py0BaHO pabt e MECTO
pykoBoauTensa? Kak qokeH cekperaph CIeIUTh 3a 3TUM?

(IIpu oTBeTe oueHUBaIOTCs OOIIAst IOTHYHOCTh, YMEHUE PACCTaBISITh IPHOPUTETHI, yMEHHE OpaTh
OTBETCTBEHHOCTh Ha ce0s, MOHHMaHHe ONTUMAIBHBIX METOJOB B3aUMOJCHCTBUS IpPH 3aJlaHHOM THIIE
KOPIIOPAaTUBHOH KYJbTYpEl. [IpHBETCTBYIOTCS yTOUHSAIONIUE BONIPOCH! OT KaHAMaTa.)



KpHTepﬂﬂ OLCHHUI ~ KBaJll'lq)l'lKalll’lOllHOl"O IK3aMeHa

Kpurepuu IlokazaTeny Ramnnes
— COOTBETCTBHE OTBETOB 3aJ[AHHLIM BOIIPOCAM;
- 00111ast IOTUYHOCTD [IOCTPOEHHS OTBETA;
— IIOJIHOTA H IJTyOHHA PACKPBITUS OCHOBHBIX IIOHATHIH
Crenenb packpeITHA | noGnempy
TEOPETHHECKOIO — yMeHue 060011aTh, CONOCTAB/ATh Pa3IUYHbIe TOUKH 2 Ganna
Borpoca 3peHHs [0 pacCMaTpPHBAEMOMY BOIIPOCY,
apryMEHTHPOBATh OCHOBHBIE II0JI0XKEHHS U BBIBOJIBI
- YMEHUE OIEPHUPOBATH OCHOBHLIMHU NOHATHAMH TEMBL;
- YMEHHE apryMEHTHPOBAThL OCHOBHEIE [IOJIOYKEHHS U
BBIBOJIBI;
- ymenue paboTaTh ¢ OCHOBHBIMH TEXHUYECKHMHU
[1paBHIBLHOCTD CPEeCTBaMH;
BBINOJHEHHUS - yMeHue paboTaTh ¢ OCHOBHBIMH CTaHAApTaMH B | Gan
NPaKTUUECKOTO 0671acTH 0 OPMIIEHHS TEKCTOBBIX TOKYMEHTOB;
3aJaHus - YMEHHE PacCTaBIATh IPHOPHTETHI B
Npo(ECCHOHATLHON NEATENLHOCTH;
- YMEHHE BLIOMPATh ONTHMAILHBIE METOIb]
B3aMMOJIEUCTBHA IIPH 33JIaHHOM THUIIE KOPIIOpaTUBHOM
KYIBTYDBL.
—CaMOCTOSTETLHOCTD CYXKJIEHHH;
— COOTBETCTBHE COJIEPYKAHHS BBICTYILIEHHS
Yuactue B obcyxnaeMoit mpobieme;
obeyxiermn — YMEHHME CHCTEMATH3HPOBATh H CTPYKTYPHPOBATh
poOIeMbI 110 MaTepHa, 2 Ganna
TeMarnKe — yMeHHe 06001IaTh, CONOCTAB/IATh Pa3THUHbIE TOUKH
IpaKTHIeCcKoro 3peHHs [0 PacCMaT]  aeMOMY BOIpOCY,
SaHATHA apryMeHTHPOBATL OCHOBHBIE MOJIOXKEHHS U BHIBOIBI
-
Hroro: 5 6asu10B

Pazgen 4. OPTAHU3AIIUOHHO-IIEJAT OI'MYECKHE Y CJIOBUA

PEAJIN3ALIMU ITPOT'PAMMDbI

4.1. YueOHOo-MeTOAHUYeCcKOe oDecnieyelive M HliopMaHOIIHOC o0ecneyeHue

OcHoBHanA:

1. Becenos, I1.B. Ilpodeccus — cekperaps / I1.B. Becenos — M.: MHpopmannonHo-

nporpamMmbl (JIHTepaTypa)

BHeJpeHuecKuil HeHTp «MapkeTunr». — M., 2016. - ~ )4 c.
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12.Cexkpetnl pabc _t B Microsoft ~ Excel. [DneKTpOoHHBIH pecypc].
L L, /lwww -study.cc

13.®egepasbublii  oOpa3oBaTenbnblii  mopraia  «Jkonomuka. CouHoJOrHSL
Memnen:xxkmenT». [DnekTpoHHBIH pecypc]. URL: http://ecsocman.edu.ru

14.@norucrton: nuTEepaTypa MO ICHXOJNOTMU. [OneKkTpoHHBIA pecypc]. U L:
http://flogiston.ru/

15.1Jabnonsr ans noxymeHntoB Word, Excel, PowerPoint. [Dnektponusiii pecypc].
URL: http://office.microsoft.com/ru-ru

16.9xoHOMHKA NIpEANPUSTHS. [D1eKTpOHHBIH pecypc]. URL:
http://www.nuru.ru/ek/com.htm

17.2KOHOMHUKO-TIpaBOBast oubinoTeka. [ D1eKTpOHHBIN pecypc].

URL: http://www.vuzlib.net

4.2. MarepHalbHO-TEXHHYECKHE YCJIOBHUS pPeajn3alui NPOrpamMMmabl

Peanuzanus nporpaMMsl IpearnonaraeT HajJu4ue MaTepUaibHO-TeXHUYECKOH 0asbl,
COOTBETCTBYIOLIEH JEHCTBYK ~AM CAHUTAPHBIM U IPOTUBOMOXAPHBLIM  HOpPMaM,
o0ecrnieynBaloNIell MpoBeJIeHHEe BCEX BUIOB NPAKTHUECKHUX 3aHATHH U IPAKTHYECKOIrO

o0yueHus, NpeayCMOTPEHHBIX YUeOHBIM TUIaHOM.

Ilepeuenp yueOHBIX KaOUHETOB:

— KOMITBIOTEPHBIN Ki1acc;
Jlaboparopuu:

— UH(QOPMAILMOHHBIX TEXHOJOTHH B MPO(eCCHOHATIBHON AeATEIILHOCTH.
O6opynoBaHue yueObHOro KabHHeTa:

— pabouee MeCTO MpenojaBaTes;

— y4yeOHbIe MecTa 00yJaroLuXCs;

— MepCOoHaNbHBIE KOMIIBIOTEPHI;

— MpPOEKTOp;

— HarimsaaHbIC U JUAAKTHUYCCKHUE nocoous.



43. C oBaTeJIbHbIe TeXHO) "HH, HCII0JIb3yeMbIe B lIpolecce
peainzanMu IpC . paMMbl
B npouecce peanuzanuy nporpaMMbl UCIOJB3YIOTCS ClENyIolIe 00pa3oBare Hbie
TEXHOJIOTUH:
- TeopeTHYecKHe 3aHATHS (JIeKUUSA-IUaNor, JeKIus ¢ pa3dopoM KOHKPETHBIX
CUTyaluil);
- NpakTU4YecKHe 3aHATUA  (CeMuHap, JenoBas  Wrpa, KpyIJbid  cTol,
NPOU3BOACTBEHHAs NIPAKTHKA).
B xome ocB ‘'HUA MporpaMMbl NpogeCcCHOHANIBHOIO O0y4YeHHS OO0y4aroulfecs
BBINOJIHAIOT CJIeAy! L€ BUABI CAMOCTOSTENLHON paboThI:
— TMOArOTOBKA K MPAKTHUYECKOMY 3aHSTHIO;
— TNOArOTOBKa K TECTUPOBAHUIO 110 pa3fieny;

— IIOATOTOBKAa K KBt I/I(bI/IKaHI/IOHHOMy OK3daMCHY.



