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ITosicHuTeNbHAA 3anICKA

Metoanyeckne yKa3aHus K BBIIIOJHEHHUIO TPAKTUYECKUX PaboT, 00yJarOUUXCsl 0 AUCIUIINHE
OI1.03 «OcHOBBI 1€JIONPOU3BOACTBAY» TPEIHA3HAUCHBI I oO0yJarommxcs no npodeccun 46.01.03
Jlenonpou3BoIUTENb.

Ienp METOOMYECKUX YKa3aHW: OKa3aHWE TIOMOINM OOYyYalomUMCS B  BBIIOJHEHUH
npaktndeckux pabor mo aucuuiumHe OIL03 «OcHOBBI 1eJIONPOU3BOACTBA» B YUPEKICHUSIX
cpeaHero mpogeccHOHATBFHOTO 00Pa30BaHMS.

B cBs3u ¢ BBeieHHEM B 00pa3oBaTeNbHbIN Mporecc HoBOro dezepanbHOro rocyaapCTBEHHOTO
00pa30BaTEeNIbHOTO CTaHAApTa, KOTOPbI OPHUEHTUPOBAH Ha BHIPAOOTKY Yy CTYJEHTOB OOLIUX U
podeccHOHAIbHBIX KOMIETEHIMH — HaOopa 3HAaHUM, YMEHHH, HAaBBIKOB M JIMYHOCTHBIX KadecTB,
KOTOpBbIE O3BOJIAT BHIITYCKHUKY CTaTh KOHKYPEHTOCIIOCOOHBIM Ha PIHKE TPy/ia, Bce 0oJiee aKTyalbHON
CTaHOBUTCS 3a/laya OpraHU3aluu MPAKTUYECKO pabOThI CTYJEHTOB.

[IpakTryeckue 3aHATUS SBISIOTCS BaKHOM opMoii 00pa30BaTeIbHOrO MPOIecca U HallPaBJICHBI
Ha SKCINEPUMEHTAJIbHOE MOATBEP)K/IEHUE TEOPETHUYECKUX TMOJIOKEHU M (OopMUpOBaHUE Y4EOHBIX U
Mpo(ecCHOHANBHBIX MPAKTUYECKUX YMEHUN, OHM COCTABIISIIOT Ba)XKHYIO YacTb TEOPETUYECKOU U
poheCCHOHANTBHOM MPAKTHYECKOM IMOTOTOBKH.

Lenu npakmuueckux 3auamuii.

-IOMOYb CTYJEHTaM CHUCTEeMaTH3UPOBaTh, 3aKPENUTh M YIIIYOUTb 3HAHUS TEOPETHUECKOTO
XapakTepa;

-HAY4YUTh CTYACHTOB MpUEMaM pELICHUS MPAKTHUECKUX 3aJad, CIocoOCTBOBATH OBJIAJCHHUIO
HaBbIKAMU U YMEHUSIMU COCTaBJICHUS CITYyKEOHBIX TOKYMEHTOB;

-HAY4YMTb UX MOJIH30BATHCS CIIPABOYHOM TUTEPATypOil U TabInLIaMu;

-popMUPOBATH YMEHHE YYUTHCS CaMOCTOATEIBHO, T. €. OBJaJIeBaTh METOAAMHM, CIIOCOOAMU U
prUeMaMH caMOOOyUYEeHHsI, CAMOPA3BUTHUS K CAMOKOHTPOJIS.

Hacrosiue metoauueckue yka3zaHUSI COJEP)KaT pabOThI, KOTOPHIE MO3BOJIAT 00ydaromIuMCs
CaMOCTOSITENIbHO OBJAJETh (YyHIAMEHTAIBHBIMU 3HAHUAMHU, MPO(ecCHOHANBHBIMU YMEHUSIMU U
HaBBIKaMU JIEATEIIbHOCTHU 1O JUCIUIUIMHE, OIIBITOM TBOPUYECKOW U UCCIIEI0OBATEIbCKON ACSITEIIBHOCTH U
HarnpasjeHbl Ha (OPMHUPOBAHUE CIEAYIOIUX YMEHUHN 1 3HAHUI:

yMeTh:

- 0(OpMIIATH pa3IMUHbIE BU/IbI TUCEM;

- OCYILECTBIATh JOKYMEHTHPOBAaHUE OPraHU3al[MOHHO-PACHOPAIUTEIBHON JEATEIBHOCTH
YUPEKACHUIM;

B pesynbrate ocBoeHUs yueOHON AMCHUITMHBI 00YJalOLIUICs JODKEH 3HATh:

- OCHOBHBIE CBEJICHHSI U3 UCTOPUH AETIONPOU3BOICTBA;

- O6H_II/IC IMOJIOKCHUSA 10 NOKYMCHTUPOBAHUTIO ynpaBnqueCKoﬁ ACATCIBHOCTH,



- BU/JIbl IOKYMEHTOB: TPY/IOBBIE I0TOBOPBI; IPUKA3bl O IPUEME, YBOJIbHEHUH, [IEPEBO/IE;
TPYOBBIE KHI)KKH, JTUYHBIE KAPTOUYKU paOOTHHUKOB.

B pesynbrare ocBoeHusi yueOHOW JMCUMUILIMHBI OOYYAIOIIUNACS JTOJDKEH BIAJCTh
npogeccHoHAIBHBIMH KOMIIETEH MMM

[IK 1.1. IlppuauMaTh ¥ perucTpupoBaTh MOCTYNAIOIIYI0 KOPPECTIOHACHIINIO, HANIPABISTh €€ B
CTPYKTYpHBIE [TOAPA3ICIICHUS OpraHU3aLUH.

IIK 1.2. PaccmaTtpuBaTh JOKYMEHTHI M I€peJaBaTh UX HAa MCIOJIHEHHE C YYETOM PE30JIIOLMU
PYKOBOIMTENIEH OpPraHU3aI1u.

[IK 1.3. OdopmMasTs perucTpaioHHbIe KAPTOUKH U CO3/AaBaTh OaHK JaHHBIX.

IIK 1.4. Bectu kapToTeKy y4era IpOX0XKIACHHs JOKYMEHTAIbHBIX MaTEPUATIOB

[IK 1.5. OcymiecTBiaTh KOHTPOJIb 3@ MPOXOKIEHUEM IOKYMEHTOB.

[IK 1.6. OTripaBiATh HCHOJHEHHYIO JOKYMEHTALUIO aIpecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKHU.

IIK 1.7. CoctaBnath U 0popMIIATh CiIy’K€OHBbIE JOKYMEHTBI, MaTepuaibl C UCIOJIb30BAHUEM
(bopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BUJIOB

B pesynbrare OcBOCHHS y4eOHOW AMCIUIUIMHBI OOYYalONIUHCSA JODKEH BJIAACTh OOLIMMM
KOMIIEeTCHIUSAMH

OK 1. [ToruMath CyIHOCTb M COIIMAIBHYIO 3HAYMMOCTb OyayIei mpodeccuu, mposiBIsATh K HEH
YCTOWYHMBBIN UHTEPEC.

OK 2. OpraHu3oBblBaTh COOCTBEHHYIO [E€STEJIBHOCTb, MCXOZS W3 LEIM U CIOCOOOB €€
JNOCTHKEHMSI, OIIPEIECIIEHHBIX PYKOBOIAUTEIIEM.

OK 3. AnanusupoBarh pabo4yr0 CUTYaIMIO, OCYIIECTBIATh TEKYIIUHA U MUTOTOBBIA KOHTPOJb
OLIEHKY M KOPPEKIHIO COOCTBEHHOH AEATENIbHOCTH, HECTU OTBETCTBEHHOCTb 3a PE3YJIbTaThl CBOEH
paboTHI.

OK 4. OcymecTBisATh MOMCK MH(POPMAILUM, HEOOXOIUMON Ui 3PPEKTUBHOIO BBHIIOJIHEHHUS
npoeccuoOHaNbHbBIX 3a/1ay.

OK 5. Mcnosp3oBaTh MH(POPMAIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOI'MHU B TPO(ECCHOHAIBHOM

JESITEIBHOCTH.

OK 6. Pabotate B kOMaH/e, 3ppekTuBHO 001IaThCs C KOJIEraMu, pyKOBOICTBOM, KIIMEHTaMH.

OK 7. HcnoyiHATh BOMHCKYK OOS3aHHOCTb, B TOM YHCJIE C NPUMEHEHHEM IOIy4eHHbIX
npoeccuoOHaNbHBIX 3HaHUH (17151 ToHoLIen) <1>.

OueHkn 3a BBINOJHEHHWE SIBISAIOTCS IOKA3aTeNsIMU TEKYIIEH YCIEBAEMOCTH CTYACHTOB IO
mucuuruinae OI1.03 OcHOBBI I€I0MPON3BO/ICTBA.

OtmeTka «5» cTaBUTCS, €CIIU:

1. pa60Ta BBITIOJIHEHA ITOJIHOCTBIO,



2. B JIOTHYECKHX PACCYKJICHUIX M 000CHOBAaHUH PEIICHUS HET MPOOEIOB U OMINOOK;

3. B PELICHUH HET MaTeMaTHYECKUX OIHMOOK (BO3MOXKHA OJJHA HETOYHOCTb, OIMHUCKA, HE
SBIISIOIIASICS CIIEJCTBUEM HE3HAHUS WIIM HEIOHMMAaHUS y4eOHOTO MaTepHana).

OTMeTKa «4» CTaBUTCS, €CIU:

paboTa BBIIOJHEHA [TOJIHOCTbIO, HO 000CHOBAHNS 11ar0OB PELIEHUS] HEJOCTATOYHBI (€CIIM YMEHUE
000CHOBBIBATh PACCYKICHHUS HE SIBIISIOCH CIIEIUATLHBIM 00BEKTOM IPOBEPKH ),

JIOTTyIIIeHa OJIHA CYIIECTBEHHAs OIIMOKA WM ABAa-TPU HECYIIECTBEHHBIX OLTHOKH.

OtMeTKa «3» CTaBUTCS, €CIU:

JIOTyIIeHbl OoJiee OJHOM CYIIECTBEHHOM OMIMOKM WM 0ojiee IBYX-TPEX HECYIIECTBEHHBIX
OlIMOOK, HO YdJalIuiics BianeeT o0sf3aTeIbHBIMH YMEHUSMU IO TPOBEPAEMONW TeMe; MpPU ITOM
MIPaBUJIBHO BBITIOJIHEHO HE MEHEE MOJIOBUHBI paOOTHI.

OtmeTKa «2» CTaBUTCS, €CIU:

JOTIYILIEHBI CYIIECTBEHHbIE OUIMOKH, TOKA3aBIINeE, YTO yUYallUiics He BIaJeeT

00s3aTeNbHBIMY YMEHUSAMH T10 JIaHHOM TeMe B TIOJTHOM Mepe.

K xareropuu cywecmeennvix owinub60ok cienyeT OTHECTU OLIMOKHU, CBA3aHHBIE C HE3HAHUEM,
HEMIOHUMAaHHUEM YYalllUMHUCS OCHOBHBIX IIOJIO)KEHUH TEOpPUHM U C HENPaBUJIbHBIM IPUMEHEHUEM
METO/IOB, CIIOCOOOB, IPUEMOB PELICHUS IPAKTUYECKUX 3aaHUH, IPETYCMOTPEHHBIX TPOrPaMMOI.

K kareropum necywecmeennvix owubOK CleIyeT OTHECTU IOTPEHIHOCTH, CBSI3aHHbBIE C
HEOpEKHBIM BBINIOJHEHUEM 3alUCel, PUCYHKOB, Tpa(UKOB, uUepTeXKel, a TakkKe MOIPEIIHOCTH U
HE/I04EeThl, KOTOPbIE HE MPUBOAT K HCKAXKEHUIO CMbICIIA 331aHUS U €r0 BBIIIOJHEHUS.

[Ipu Hanu4MM CylmecTBEHHON OMIMOKHY 3aJ]aHNe CUMTAETCSI HEBBIOJIHEHHbIM.

[IpakTnyeckue paboThl MpecTaBieHb! B Tabuuue 1.

Ta6muma 1 - Ilepeuenb BUIOB TpaKTUYECKUX PabOT

Homep HaumenoBanue (conep:kanue) Kon-Bo Konut dopma
1 HAMMECHOBAHHE TEMbI npaKanecxoﬁ paﬁOTbl qac (l)Ole/lpyeMb{X KOHTPOJIsA
KOMIICTCHIIMHA
Tema 1.1. IIpakTHyeckas padora Nel 2
IIpaBoBbIe U | AHanu3 JOKYMEHTOB.
HOPMATHBHbIE (ITpaktukym. 3ananus 1-8)
OCHOBBI
JeJI0NPOU3BO/ICTBA.
Tema 1. 2. IIpakTuuyeckas padora Ne2 2
CranagapTusanus WcnpaBinenne  ommbOOK B 1:;[17( L1 -TIK Texymmit
npouecca oopmieHUN JOKYMEHTOB. ' KOHTPOJIb
nokymentupoBanmsi. | (ITpaktukym. 3ananus 9-18) OK1-0K7
IMpakTuyeckas padora Ne3 | 4
Coznmanue, odopMmieHHEe U
3aroJIHEHHE ONaHKOB,
PEKBU3UTOB OJIAHKOB.
Tema 1.4 IIpakTHyeckas padora Ne4 | 4




JoxkymenTanuonnoe | PopMupoBaHue rmakera
olecreyenue JOKYMEHTOB IIpU IpUEME Ha
Ka/IpoBOii padoThl. paboTy COTpyIHHKA.
Tema 1.5 IIpakTnueckas padora Ne 5
Opranuszanus CocraBienue rpaduka
padoThI ¢ JTOKYMEHT0000poTa
AOKYMEHTaMHU. OpraHu3aluu
IIpakTnueckas padora Ne 6.
Odopmiienue nena VTS
nepeJayy B apXuB.
Tema 1.6 IIpakTuyeckas padora Ne 7
CoBpemeHHbIE Boinosnnenue TECTOBOI'0
HH(}OpPMaIIHOHHBbIE 3a/aHus 1o pasaeny 1.
TeXHOJIOTUH B
JeJ10NPOU3BO/ACTBE.
Hroro: 20

MeTogmqecmle YKazaHud 10 BBINMOJHEHUIO MIPAKTUHYECCKHUX 3aHATHI

IIpakTuyeckas padora Nel
HaumeHoBaHue: AHaiIN3 IOKYMEHTOB.
IIpomo/KNTENBHOCTD: 2 Yaca

Heab padoThbi: OCYHIECTBUTH KOHTPOJIb OOy4Y€HUS, MPOJOJDKUTH CHCTEMAaTH3AIMI0 3HAHWM,

BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, CQOpMUPOBAHHOCTH YMEHUN U HABBIKOB.

MarepuajibHO-TeXHUUYECKOe ol0ecriedyeHne: pacreyaTaHHbIe 3aJaHus MPAKTUYECKOW padoThI,

KOHCIICKT J'IeKI_[I/If/'I, pydkKa, T€Tpaab, METOJUUCCKUEC PCKOMCHAAINN

3apanue 1. CoOepute B ydeOHO-METOJMUYECKOM KaOuWHeTe Bamiero TexHukyma 10 BUIOB

JOKYMEHTOB (KHHTa, >KypHal, ra3era, OwJUIeTeHb, aBTOpedepaT AUCCEpTalUU, MPUKa3 TUPEKTOpa

TEXHUKYMA, IOJIOKCHUE O HI_[K, I/IH(I)OpMaLII/IH 0 3aCCaaHu MCTOJOJOIrM4CCKOro cEMmUHapa, y‘le6HBII71

IJIaH, MHAUBUAYAJIIbHOC 3aJaHUC CTy,ZleHTY).

[Ipoananu3upyite Kaplii JOKYMEHT IO CJIEAYIOIIMM IapaMeTpam:
*00mue 1 cnennduyeckue GyHKIUU TOKYMEHTA;

* XapakTep MHpOpMaLUY;

* c11oco0 JOKYMEHTUPOBaHMUS;

* cenu@uka MaTepuaIbHOM OCHOBBI JOKYMEHTA,

* €0 PEKBU3UTHI.

3ananue 2. Kakoif HOpMAaTUBHBIA JOKYMEHT, YCTQHABJIMBAIOUIUI IMOPSAIOK COCTaBJICHUS U

O(I)OpMJ'ICHI/ISI OpFaHI/ISaLII/IOHHO-paCHOpHI[HTeHBHOﬁ AOKYMCHTAIlUHU, CCroJHd HOCHUT BCCO6II_[HI>'I
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XapakTep, paclpoCTpaHssi CBOE JCUCTBUE HA BCE OpraHu3anuu crpanbl? HyxeH i Takoil JOKyMEHT
CEeroJiHg U noyemy?

3apanme 3. Cunrtaere nu Bbl, uro npunanue 'OCT P 7.0.97— 2016 pekomeHAaTeabHOrO
XapakTepa:

a) pacmmpwio cBOOOMY NEHCTBUN OpraHW3alUil W MPEANPUATHH, UISI KOTOPBIX TPeOOBaHHS
I'OCT Teneps He ABIAIOTCS 003aTEIBHBIMU,

0) ympocTmiio paboTy Ha/l COCTaBJICHUEM U 0(hOpMIICHUEM JIOKYMEHTOB;

B) YCIIOKHUJIO pabOTy HaJl COCTaBJIeHHEM U 0(OPMIIEHUEM JIOKYMEHTOB;

I') HUYETo He U3MEHUJIO B paboTe ¢ TOKyMEHTaMu?

3aganue 4. Kakoe BrICKa3bIBaHUE SBIISIETCS 00JI€€ MTPABUIIbHBIM:

a) TEPMUHBI «MHPOPMATHA3ALNSD) U «KOMIBIOTEPU3AIHS» 03HAYAIOT OJTHU U T€ e MPOLIECCHI;

0) TepMHHBI «HMHQOpPMATH3AIMS» W «KOMIBIOTEPH3AIMS» O3HAYAIOT TMPUHIMITHAIEHO
pa3IMYHbBIE TPOLIECCHI;

B) TEPMHH «HH(OPMATH3AIHS» 3HAYUTEIHHO IIHPE TEPMUHA «KOMITBIOTEPU3AIIH;

') TEPMHUH «MH(POPMATU3ALMUD» 3HAUNTEIBHO YK€ TEPMUHA «KOMITBIOTEPU3ALUI»?

3apnanne 5. CooTHecWTe TOHATHSA «OIM(PPOBAHHE» JOKYMEHTA M «IJIEKTPOHHBIH o00pa3
JTOKyMeHTa». B yem ux paznuuue?

3apanue 6. Ycrpanurte ommOKu B 0(pOpMIICHUN PEKBU3UTA «/laTa JOKyMeHTa:

a) 5 centsa0ps 2018 r.;

0) 05 cents6ps 2018 roxa;

B) 5.09.2018.

3aganue 7. Ycrpanute omnOku B 0opMiIeHUN peKBU3UTa «MecTo coCTaBlIeHUs WIN U3AAHUS
JOKYMEHTa:

a) T. MockBa;

0) r. Yxropon;

B) Caparos.

3aganue 8. OT™MeTbTE MPABUIBHBIN BapUaHT 0(OPMIICHHS JIEMEHTOB PEKBU3UTA «Apecary:

a) — CTpaHa,

— o0nacTh, Kpal, pecryOnuka,

— HAaCeJeHHBIN MyHKT,

— ynuIa, HOMep JIoMa, HOMep KBapTHUDHI,

— HaWMEHOBAHUE aJipecara;

0) — HaMMEHOBAHUE aJipecara,

— HAaCeJICHHBIN MYHKT,

— o0nacTh, Kpal, pecryOnuka,



— ynuIa, HOMEep J0Ma, HOMEp KBapTHUPHI,
— CTpaHa;

B) — HAUMEHOBAHUE aJipecara,

— ynHIa, HOMep J0Ma, HOMEp KBapTHPHI,
— HACEJICHHBIN ITyHKT,

— 00JacTh, Kpaid, pecryomka,

— CTpaHa.

IIpakTnyeckas padora Ne2

HaumenoBanmue: Vcnpasienue omm60k B 0(hOpMICHUH JOKYMEHTOB.

IpoaokuTeILHOCTH: 2 Yaca

eans padoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHsI, TMPOJODKUTH CHCTEMATH3AIUI0 3HAHHM,
BEISIBUTH YPOBEHb YCBOCHHS MaTepHalia, cOOPMUPOBAHHOCTH YMEHHI U HABBIKOB.

MarepuajibHO-TeXHUYECKOe olecrieyeHne: pacrevyaTaHHbIe 3aJaHus MPAKTUYECKOH padoThl,
KOHCIIEKT JIEKIIUH, py4yKa, TeTpab, METOINUYECKUE PEKOMEHJALINN.

3ananme 1. Buecure HeoOXxomuMmble wucmpapieHuss B odopmiieHne pekBm3uta «l pud

YTBEPKIACHUSD.

«¥TEEepP:HIeHO:
Pacmopswxernwue [lpegcemgarens
lNocyaapcTBeHHOH AyMel $C PO
N2 202p-1 ot 5 cenTaopa 2018

HMHCTPYKLIHMA

3apanmue 2. YcrpaHute ommOKu B oopMIleHUH pekBu3uTa «lIpuoxeHue».
3aganue 3. Buecute ucnpaiieHus B oopMIIeHHE HAUMEHOBaHUH (eiepalIbHbIX OPTraHOB
BIIACTH U PACTIOPSIAUTEIBHBIX TOKYMEHTOB:
A) MuHucrepcTBO BHYTpeHHUX Aen Poccuu;
b) MunTtpyna Poccuiickoit @eneparuuy;
B) Vka3 npesunenta Poccuu Ne 226 ot 11 anpenst 2014 rona;
I') INocranoBnenue IlpaButenscrBa Poccun Ne 210 ot 12.04.2005 rona.
3aganue 4. OTpegakTHPYHUTE MIPEICTaBICHHBINA JOKYMEHT, BHECUTE HEOOXOIMMbIE

HCIIPAaBJICHUA B PCKBU3UTBI U TCKCT JAHHOT'O JOKYMCHTA, ,Z[O6aBLTC HEAOCTArOIHEC PCKBU3UTHI.



Munucreperso Tpyaa Pd
MEPBBIA
3AMECTHTEND
MHHHCTPA

N 27-BK 12.04.00 r.

CIYHEBHOE ITHCBMO

B ceAzM c mopyyeHHeM mpaBHTenbcTBa Poccum N2 OC-T117-03421
no peanusanuu Yxasa [lpesugenra PO «0O kpanudpuUKallMOHHBIX Tpebo-
BAaHHAX IO MOCYIAPCTEEHHEIM JOJDEHOCTAM (l)EI[EpElJILH'Dﬁ rocygapcTBeH-
HOH cny:x6br» MuaucTeperso Tpyaa PO HANpaBaAeT JJIA NPaKTHYIeCKOTro
HCIIONB30BAHUA B paboTe pekoMeHJalluH o paszpaboTKe AO/IKHOCTHBIX
HHCTPYKIIME 110 JO/KHOCTAM TOCYJapPCTBEHHBIX My Kaulux degepaib-
HEIX OPraHOB HCIIONHHUTeIbHOMH BiacTti Pd.

[MepBEI 3aMecTHTeNbs MUHHCTPA Konoboe M. A.

CrenaHoea

3aganue 5. VcnpaBpTe OmMOKH, JOMYIIEHHBIE TP BHECEHUU B TPYIOBYIO KHUKKY
M3MEHEHHUS B 3alKCh O (PaMUIIUU €€ BIIaJeblIa.
®damwmiug n3MeHeHa Ha HukonaeBy Ha OCHOBaHUU CBUJIETENIBCTBA O OpaKe CEpUs .......... No....o.....
, BeITaHHOTO Meranckum otTa. 3arc 5 saBaps 2008rona
HNucnekrop otaena kaapos Koposepa

3apanmue 6. 3anonauTe rpadsl 1, 4, 6 1 7 TMYHON KAPTOYKH B COOTBETCTBUU C YCTAaHOBJICHHBIM
nopsiIKOM opopmiieHusi. MOXHO JI1 3alIOMHUTH Tpady 4, eciii HoMep CTPaxoBOTO CBUJIETENILCTBA
rOCyJIapCTBEHHOTO IEHCHOHHOTO CTpaxoBaHUs pabOTHUK cooOmmi ycTHO? O0s13aH 1 pabOTHUK
MIPEJICTaBIIATh MPHU 3aKIII0OYEHHE TPYIOBOTO JOTOBOPA CTPAXOBOE CBUAETEIHCTBO TOCYJaPCTBEHHOTO

IICHCHUOHHOTI'O CTanOBaHI/IH? HJ’IH 3aI10JIHCHU PICHOJ'IB3yﬁTC CBOH IICPCOHAIIBHBIC TaHHBIC.

1 2 3 4 5 6 7 8
= w o~
— < <
= o o ¥ © o — ™ M
= = = Eé‘géw é g;ﬁ =)
2 o 2 23S 5 £ E|e |© T B S &
< JE “ogaqmgmg‘ vg Ei
3 o = o B o § & ® L 2 Q = I
Pz |ffgsiFEE|E (B¢ %
= = < O =
e 3 = g5 2 B » 5 . s o S
< ) 5 s ©o B8 < 8 =
= ~ = 5 = e < S
=~ T =
ml:‘

3ananue 7. BHecute HE0OX0IMMBIE HCIIPABICHHS B 3alIUCh O IIpUEMe Ha paboTy B TPYAOBOI

KHHMXXKC.

Ne 3ammcu nara
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Caenenus o npueme Ha
paboty, mepeBoie Ha IPYTyI0
MOCTOSIHHYIO padoTy,
KBaJM(HUKALNHY, YBOJIbHEHHH
(c ykazaHueM MpUYUH U

CCBUIKOM Ha CTAThIO, ITyHKT

HammMmenoBanue,
Jlata 1 HoMep
JIOKYMEHTA, Ha

OCHOBaHHU
KOTOpOTO

BHCCCHA 3aIliuCh

3aKOHA)
1 2 3 4
13 20 05 2008r. | Ha3n. Ha momxHOCTB Ip.
benepanbHON TOCCITYKObI Ot 18 mas 2008
BEJIYILIETO CIEIUaINCTa- rojaa Ne65-ox
skcnepta B OTAen 10roBOpHO-
yCTaBHOU pabOThI
YIIPABJIICHUS TIPABOIIPHM.
TIPAKTHKU
3ananue 8. Buecute HE0OOXOAMMBIC UCTIPABIICHHUS B 3aITUCh 00 YBOJIBHEHUH B TPYIOBOM
KHIKKE.
Ne 3amucu narta CBenieHus 0 mpueMe Ha HaumenoBanue.
paboTy, nepeBojie Ha apyryto | Jlata u HOMep
MOCTOSIHHYIO paboTy, JIOKyMEHTa, Ha
KBaJIM(UKALIUY, YBOJIbHEHUH OCHOBaHUU
(c yKazaHHEM U CCBIJIKOM Ha KOTOPOTO
CTaTbhIO) BHECEHA 3aIllCh
1 2 3 4
13 20 05 2008r. | YBOJICH B CBSI3H C Ip.

JMKBUJALUEN OpraHu3aluy,
nyHKT 1 crareu 81 Tpynosoro
kojekca Poccuiickoit
denepaunn

Hupexrop MBanos B.I1.

[leuats xKaspoBOi CIyKOBI

Ot 18 mag 2008
roma

Ne65-0k
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3aganue 9. CocraBbTe MPOESKT MPHKA3a O MpreMe pabOTHUKA Ha pabOTy B COOTBETCTBHUU C

yaupunmpoBanHoit popmoit Ne T-1. st 3an0JHEHUS HCTIONIB3YHTE CBOU TIEPCOHANBHBIE JaHHBIE.

VYuudbunupopannas dopma N2 T-1
Yreepm#aeHa nocraHosineHreM l'ockomerara Poccuu
oT 5 aueapa 2004 r. N2 1

Ko

Dopma no OKY/L 0301001

mo ORITTO

HAHMEHOBEHHE OPTEHHIATHN

Homep poxkymeHTa | JlaTa cocTaBmeHHA

IIPHKAS3

(pacnopmxkeHmHe)
o mpHemMe paboTHHKa Ha paboTy

IpuHATH Ha paboTy Jara

jals]

TabennrEi
HOMED

GanMTHA, HMA, OTYECTRO

B
CTPYKTYPHOE NOAPA3iefcHHe
ACHHOCTE (COEUHANBHOCTE, Npodeceual, paspa, Kiace (Kareropua) Keanndurann
VCAOBMA MPHEMa Ha paboTy, XapaxTep paboTs
C TapuQHOH cTaBKOH (OKIa/10M) pvo. KOTI.
B pani
HaZbaBKOH pvo. KOII.
IH i panae
C MCNBITAHHUEM Ha CPOK Mmecaua (es)
OcHoBaumMe:
TpYAOBOMH AOTOBOP OT « >» 20 r. N2
PykosBoauTeNb
OpraHu3anMuMu S
AONNKHOCTE ANMHAR DOANHMCL pncuuh{»pouh‘.’x OANnHCcH

C npuxkaszom (pacnopsmeHmenm) paCoTHHMK O3HAKOMICH

ALCCMAN ITOLIIC

» 20 L

T |

3ananme 10. Haiinute ommbku B 0popMIIEHHH JOKYMEHTa, BHECUTE HEOOXOAUMBIE

HCIIPABJICHUA U JOIIOJIHCHU.



roOCYJAPCTBEHHBIMH KOMHWTET P®
MO INEYATH

Z

28
9 aueapa 2000

YrBepHaeHHe HOBOH PeJaKiMy HHCTPYKIINH
1o AeJOINPOH3BOACTEY B LIEHTPAIbLHOM anlapare
TocyaapcreeHHoro KomuTtera PO o neuaTtH

B ceszu C YCHJIeHHEM HMCIIOAHHTEIEHOMH AHCITHILTHHEL H INTOBEREIIINCHMCM
paBoThl COTPYAHHUKOB IEHTPAJBHOTO ANMAPATA KOMHTETA CO Cykeh-
HBEIMM JOKYMEeHTaMM

1) IPUHATE TPHIATAEMYH HMHCTPYKITHEG TI0 JeIONPOH3BO/ICTBY B I1eH-
TpambHOoM anmapate locyaapereeHHOTo KomureTa PP mo mewaTH.

2) ¥VopapieHMio AeJlOTPOHM3IBOJACTEa obecnedyMTh pasMHOMeHHe
MHCTPVKIIHH H ee pa3jady CTPYKTYPHBIM NOoApasieleHHAM KOMHTETA.

IMPEACEIATENL
lNocyapcTBEHHOTO KoMUTeTa PO mo nedaTH CnvupHoE B, AL

HMeaHoea
8-494-2323435

IIpakTuyeckas padora Ne3

HaumenoBanue: Cosnanue, opopMiieHHE U 3alI0JTHEHHE OJJaHKOB, PEKBU3UTOB OJIAHKOB.

IIponokuTeIBLHOCTD: 4 yaca

eanb padoThl: OCYIIECTBUTh KOHTPOJIb OOYUEHHMsI, MPOJODKUTH CHCTEMATH3aIUI0 3HAHHM,
BBISIBUTH YPOBEHb YCBOCHHS MaTepHalia, ChOpMUPOBAHHOCTH YMEHHUM U HABBIKOB.

MarepuajibHO-TeXHHYECKOe ofecreyeHHe: pacrieyaTaHHbIC 3a/IaHHs TIPAKTUIECKOW padoTHI,
KOHCIIEKT JICKIUH, py4Ka, TeTpajb, METOIUYECKUE PEKOMEHIAIINH.

3ananmne:

1. Uzyunte paznen 6 «bnanku gokymento» 'OCT P 7.0.97-2016.

2.HazoBurte PEKBU3UTBI, KOTOPBIC UCITOJIb30BAHBI ITPU Oq)OpMJICHI/II/I IIpHUKasa:

13



y

Axusonepoe ofaectso « onsinanes
(AQO o Troannauw)

NFMKAS

15102018 Ne21S5-n

r. Exarepunbvpr
OO0 VISCpo seHii Pesmasse I

B geaux cosepiicHCrsOsanM OpraMissnnn paiorad 1m0 HedOpMarisOHsOM y
OOCHYRMESIINO DAL TENCH

NPHEKASBIBAKD:

1. Bsectn n acitcrsse nosail Peramsent nsQopsiaiiinonione OOC. 2y s iasa s

nonssosareneit Ne 12 or 1501 2018 r.

2_flpsissars yvipammsuns oty Pernasewtr obcaysusasine Nedl2 or
10.01.2010 ¢,

3. Haveansrexy oraena sapsenaaa M M. Hesanosy covgarn moaan seicrsiii,
OASOANOUEE NOSLICHTE Yposetn Npoaas 30 2501 2018 v
KOonrposh HCnogsenng HACTORUIETO IPSHASSS HOLIaris) Ha SEMOCTITCRN Q-

pexTopa o obunes soppocas Mo M. Jpasyvisckyso.
Hpanoscernmse: #a 3 0 s 1 sk
Juperrop "“_4\,,,-4-“ E. AL Jluxawen

Bepa Haaroana Kpoesa
N(343)123-35-67

3. Cnpoextupyiite oOmuii OnaHk, OJ1aHK MPOTOKOJA U ONaHK CIIyKeOHOTro (J1eJI0BOr0) Muchma
OpraHu3aluM, KOTopas 3aperucrpupoBasa B ropoje JleHcke, 3aHUMaeTcs TOProBOM JesTeNbHOCTHIO,
HMeeT CBOH JIOTOTHII, OTPAKAIOLIMI HallpaBlIeHUE IesTeabHOCTH, B iporpamMme MS Word, coxpanure

1o/ Ha3BaHueM «pammins_rpynna npl OOpasibl JOKYMEHTOB.

IIpakTnuyeckas padora Ned
HaumenoBanue: ®opMupoBaHue nakeTa JOKyYMEHTOB IIPH ITpUeMe Ha paboTy COTPYAHHUKA.
IIponosxuTesibHOCTL: 4 yaca
Heab padoThbI: OCYIIECTBUTH KOHTPOJIb OOY4EHHS, MPOJOJDKHTH CHUCTEMATHU3ALUI0 3HAHUMH,

BbBIABUTH YPOBCHb YCBOCHUA MaTCpHaiia, C(bOpMI/IpOBaHHOCTI/I YMCHI/Iﬁ N HAaBBIKOB.

14



MarepuajbHO-TeXHUYECKOe ofecrnedyeHue pacriedaTaHHbIe 3aJlaHHsl MPAKTHUYECKON paboThl,
KOHCIEKT Jekuui, 11K, ntoctyn B MHTEpHET, METOANYECKHE PEKOMEHIALINH.

3aganue:

1. B nmoxymente Word odopmuTte 3asiBiieHHE 0 TIpUeMe Ha paboTy OT UMEHU IPUHUMAEMOTO
Ha paboTy COTPYIHUKA, UCIIONB3YS JaHHbBIE U3 YCIOBHA

2. Cdopmupyiite mepedeHb JOKYMEHTOB, KOTOPBIE JOJDKEH MPEJOCTaBUTh COTPYTHHK
COIJIACHO YCJIOBHIA.

3. Chopmupyiite maker JOKYMEHTOB, KOTOpble HEOOXOAMMO O(QOpPMUTH MPH MpUEeMe Ha

paboTy COTpyIHUKA COTIIACHO YCIOBUI B 3JIEKTPOHHOM BH/JIE.

4. Odopmure npuka3z o npueme Ha padoTy.

5. Odopmute goroBop o mpueme Ha padboTy.

6. Odopmure cormnacue Ha 00pabOTKY NePCOHAIBHBIX JaAHHbBIX.
Ycaosue:

CunopoB Cemén ®EnopoBuy npuHumaetcst Ha padoTy ¢ 15 HosiOps 2020 roaa, mOCTOSHHO, C
HCTIBITATENLHBIM CPOKOM 2 MecsIla, B kadecTBe ciecaps 4 paszpsana B OO0 «PeMOHTHUKY.

[Tacioptabie nanHBIC: cepusi — 5814 Ne 356874, Bwiman 25.07.2020 r. MBJ] PC(A). Jlara
poxaenus — 19.08.1975 r. O6pazoBanue: okonunn [1TY-20 r. Jlencka B 1994 romy mo mpodeccun —
ciecapb — HHCTPYMEHTANIBINNK, KBaM(pukaius — ciaecapsb S5 paspsiaa. [Ipoxkusaet: PC(A), r. JIeHck, yi1.
Jlennna, 0.25, xB.3.

Hupektop opranuzanuu — @enopos MBan MBanosuy.

PexBuzutn OpraHu3anuu:

FDF"H,LHHE-DKAIF‘ ANPEC 123456, r. Mockea, yn. NMNogeoickoro, o. 14, ctp. 7

MouyToEbIA agpec 123456, r. Mockea, yn. NMogeoickoro, o. 14, ctp. 7

MHH 7712345678

KIn 779101001

BHK 044521234

P/C A07028101234507101230 8 MockoBCKMA GaHK
Na0 Coepbanx r. Mockea

K/C 30101234500000000225

OKIMNo 12345678

OKATO 87654321000

OKB30 (oCHOBHOW) 18.15

OrPH 1047712345678
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SNEeKTPOHHAA NoYTS nfo@wvesna.ru

Tenego +749512345678

Brinucka u3 mraTHOro pacrnucCaHuA:

JomxHOCTh/Ipodhec OKJIa Paiionn [Tepconanpu Bricity
cus I 19171 ast HagO0aBKa ra Jjer
K03 unmeHT
Cnecaps 4 paspsiga 300 - 40% 10%
00

IIpakTnyeckas padora Ne 5

HaumenoBanue: CocraBieHue rpaduka J0KyMeHTOOOOpOTa OpraHU3aluy.

IpoaokuTeILHOCTH: 2 Yaca

eans padoThl: OCYIIECTBUTh KOHTPOJIb OOYyUEHHsI, TPOJIODKUTH CHCTEMATH3AIUI0 3HAHHM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, CQOPMUPOBAHHOCTH YMEHUIN U HABBIKOB.

MarepuajibHO-TeXHHYECKOe o0ecrevyeHHe: pacreyaTaHHbIC 3a/IaHHs TIPAKTUIECKOW padoTHI,
KOHCIIEKT JIEKIIUH, py4Ka, TeTpab, METOJUUYECKUE PEKOMEHIALINN

3aganue:

1. 3anuimTe onpenesiCeHHeE.

I'padux JOKyMEHTOOOOpPOTa — 3TO BHYTPEHHHUI aKT KOMIIAHMM, YTBEPXKIAIOIIUN IMOPSIOK
COCTaBJIEHUS, MOANUCAHUA, 00pabOTKU M OOMEHa NOKYMEHTaMU MEXIY COTPYAHUKAMHU pa3IMYHBIX
MO JIpa3ieJICHU M.

OTOT BHYTPEHHUH aKT UCHOJb3YeTCsl COTPYAHUKAMU OyXraJTepuu, OTIAEJIOB IPOU3BOJCTBA U
cOBITa, CEKpeTapsIMU U JAPYTUMHU paOOTHUKAMHM, Yepe3 KOTOPbIX €KEAHEBHO MPOXOAUT ONpPEIEICHHOE
KoJIM4yecTBO Oymar. I'paMOTHO cocTaBJIeHHbIH IJ1aH U rpaduK JOKYMEHTO0O0pOTa MO3BOJIAT N30€XKaTh:

® yTepH JJOKyMEHTAllUu;

® HE OTPaKEHUS UM HECBOEBPEMEHHOTO OTPa)KEHUs B yueTe (PaKTOB XO35HCTBEHHON )KU3HU;

e 1mTpadoB CO CTOPOHBI KOHTPOJUPYIOLIUX OPTaHOB.

2. Hcnonb3ys oOpaser, pa3spaboTaiiTe npuka3 00 yrBep>KIEHUHU Irpadrka JOKyMEHTO000poTa B
OO0 «PemonTHHK» Ha 2021 ron. HeoOGxonumble naHHBIE MCIONB3YHTE M3 YCIOBHMM NPAaKTHYECKOMH
paboTbI Ne 4.

Hononuurtensublie yeaoBus: [naBusiit Oyxranrep OOO «Pemontnuk» [lymkuna T.C.
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O0ImecTEO ¢ OrpaHHICeHHON OTEETCTECHHOCTRED
«Ppt.ruo»
456789, Poccrma, Cyowerr PP, np. Jameuareneueni, g1,
HHH 1234567890 KIIIT 121001001 OT'PH 2323454567001

IMPHEKAZ Ne 2/k

Cyowerr PP «31» mexaopa 2019 r.

1. Vreepours rpadmr goxymentoobDopora 000 “Ppiry”™ ma 2020 rox cormacmo
TTpuroEenHa K HACTOAIMEMY TIPHEATY .
2. Koutponrs sa HCHOIHeHHEM IPHKA2A BOIIOXHTE Ha TTIABHOTO OVXranTepa BHKTOpORY

BB
T'enepanereni gupexTop Ilerpor ITIL
3. JlomosHUTE TIpHKa3 MPUIIOKEHUEM, CIeaB €ro Mo MpeICTaBICHHOMY 00pasiry.
Bua goxymenta Cocraenenne poeepxa u Cpox xpanenns
0bpadoTka
OteetcTRE Cpox Oteercr | Cpox | Oteercre | Cp
HHOe JIHIOO EeHHOE eHHDe oK
JHIe JHIO
Ipaxas o opHEeMe Kagporan B cootserctenH ¢ | byxranrep | [To mepe | Byxramrep 30
paboTHHESA Ha paboTy cay#Eba JaToH mogaun o pacieTy | mpepcras | IO pacHieTy IeT
SAAEITeHAT m IEHHA m
JIHuHAT EapToUka Kagposas Buecte © Hawmansmm | [lo mepe | Hagamemme | 30
paboTamEa (bopua T-2) cay#Eba MPHEASCM O K mpegcTaE | EAIpoBoH JIEeT
HNpHeMe Ha EAAPOECH | remms Cay OB
i oy EbE
paboTy
ITrarTeoe pacnHcaEHe Kagporan Cormacao Byxramrep | Ilo mepe | Byxramrep 30
(H3MeHEHHA) cay#Eba IpHEAsa [0 pAcHery | msumemen | [0 PacteTy 1T
AMperTOpa m Ha m
IIppEas 0 HAOpABIEHNH E Eagporan 3a 3 gmelt mo Byxranrep | 1 pab. Byxrantep 30
EOMaHIHPOEEY caymba JATH YOEITHA JEHE et
[IpuEas 00 oTOyCEe Eagposaz 3a 2 HegemH g0 Byxranrep | 10 gEef Byxrantep 3
coy=ba OTOYCER 0 PacdeTy o pacuaery IeT
. s

HpI/I BHCCCHHUH B IIPUIIOKCHUC

CICAYHOIINUX HOAaHHBIX, CaAMOCTOSATCIBHO OIPCACIUTE CPOK

XpaHCHHUA NOKYMCHTOB, IIPCACTABJICHHBIX B Ta6n1/1ue.

IIpakTnyeckas padora Ne 6

HaumeHnoBaHme: O(I)OpMHeHI/Ie AcJia IJI Iepeavdn B apXuB.

IIpoaonxuTeIbHOCTH: 2 Yaca
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Heas padoThl: OCYIIECTBUTH KOHTPOJIb OOYUEHHs], MPOJODKUTh CUCTEMATHU3AIUI0 3HAHUM,
BBISIBUTh YPOBEHb YCBOCHHS MaTepHalia, COPMUPOBAHHOCTH YMEHUH U HABBIKOB.

MarepuajibHO-TEXHUYECKOE o0ecleuyeHne: pacredyaTaHHbIe 3aJaHusl MPAKTUYECKOW paboTHI,
KoHcnekT Jekiui, [1IK, MDY, 6ymara, kapToH, IbIPOKOJI, HUTKH, TOKYMEHTHI JJis 0()OPMIICHHUS B JIEJIO,
METOIUYECKUE PEKOMEHIAIUH.

3ananue:

1. OTtcopTupyiite MpenaoKeHHbIe JOKYMEHTHI 110 AaTaM MOCTYIUIEHUS B OpraHu3anuio (1o

JaTe UCXOAIIEro HoMepa), oT 0oJiee paHHUX K 00JIee O3 JHUM.

2. [IponymepyiiTe TUCTHI €A COTIAaCHO TPEOOBAHUSM IO 0(QOPMIICHUIO €.
3. 3anoHUTEe BHYTPEHHIOIO OMHCH JieNa
BHYTPEHHSA OIINCH

JOKYMEHTOB €. Xp. Ne

No HNupexc Har 3aroJioBo Howmep [Tpumeuan
i/ JTOKyMEH a K JOKyMEHTa a JINCTOB €/I. ue
n Ta JOKyMEHTa Xp.
1 2 3 4 5 6
Hroro
JOKYMEHTOB.

(1udpamMu 1 IPOITUCHIO)

Komanuectso e BHYTPEHHEU OIUCH

(1udpamMu ¥ IPOITHUCHIO)

HanmeHoBaHME JOJDKHOCTH JIUIIA,

COCTaBHBILIETO BHYTPEHHIOIO OMTUCH

JIOKYMEHTOB Jieja [Toamnuck PacmmdpoBka

IO AITNCH

ara

4 .3amnoHuTe JINCT-3aBCPUTCIIb ACIIa

JIMCT-3ABEPUTEJIb JIEJIA Ne
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B nene noammTo u npoHymMepOBaHO

JINCTOB,

(g paMu 1 TPOIHUCHIO)

B TOM YHCIJIC:

JIMTCPHBIC HOMEPA JINCTOB

MPOTMYIIEHHBIE HOMEpa JTUCTOB

+ IMCTOB BHYTPEHHEN OMHCH

Howmepa
OcobeHHOCTH (PU3NYECKOTO COCTOSIHUS M (POPMHUPOBAHUS JIETa
JIUCTOB

1 2
HaumenoBanue 10KHOCTH
paboTHHKA [Toanuce Pacmudposka

MOANHCH

Jara
4. Odopmure 001105KKY J1ena coracHo obpasia
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KO roc. apxvea —
KO/ OPraHU3aLMM —

o

'On.Ne

4. e
(HanMEHOBaHWE APXWBHOTD YHPEXOEHNA)

{HauMeHOBaHWE OPraHM3aLUMK 1
CTPYKTYPHOMD NOAPa3geneHns)

AEND N TOM N2 __
(3aronosok gena)
(KpaiHwe natel)
Ha NHCTax
TR XpaHuTE
Cin.NE
1. Mo

5. PacneuaraiiTe moAroTOBIEHHBIE JOKYMEHTHI. YKpENnuTe 00JI0KKY Jiea U ThUIbHYIO CTOPOHY

C TIOMOIIIBIO KapTOHA. BITIoTHUTE MPOKOIIHI (4 MMPOKOJIa) B TOKYMEHTAX Jea, CIISHTE JeIO.

NMAUEBAS CTOPOHA

o -
1""‘*—.
|

_F"‘H.‘__\-‘.H‘

ThiNMbHARA CTOPOHA

IIpakTuyeckas padora Ne 7
HaumenoBaHue: BrilosHEHNE TECTOBOTO 3aaHus 1O pasjeny 1.
IIponoskuTesIbHOCTH: 2 yaca
Ieab padoThl: OCYIIECTBUTH KOHTPOJIb OOY4EHHS, MPOJOJDKHTH CUCTEMATHU3ALUI0 3HAHUMH,
BBISIBUTH YPOBEHb YCBOCHMS MaTepHualia, cOpMUPOBAHHOCTH YMEHHUI U HABBIKOB.
MarepuajbHO-TeXHHYECKOe ofecrieyeHHe: pacreyaTaHHble 33/1aHUs PAKTHUECKONH paboThl,

KOHCIICKT HeKHHﬁ, pYyUKa, TCTpaib, METOJUYICCKHUEC PCKOMCHAAIINH.
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3aganue:

Pemnre Tecr.

1. TpeGoBanus K 0POPMIICHHIO OPraHU3AIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIIUH ISl BCEX
OpraHu3alil He3aBUCUMO OT XapaKTepa UX JIeATEIbHOCTU COJIEPKaTCS:

a) B 'OCT P 7.0.97—2016;

0) B TunoBoi MHCTPYKLMHU IO JEJIONPOU3BOJCTBY B MUHUCTEPCTBAX U BegoMcTBax Poccuiickoit
®denepanuu;

B) B 'OCT P 6.30—2003;

r) B [IpaBuiax nenonpousBocTBa B (hefepalbHbIX OpraHax UCIOJHUTEIbHOMN BIACTH.

2. HenpaBunbHoe odopmiienue natel «epsoe mast 2019 ronax:

a) 01.05.2019;

0) 1 mas 2019 rona;

B) 01 mas 2019 r.

3. Ha 6mankax kakoro JOKyMEHTa HE yKa3bIBaeTCsl HAMMEHOBaHHUE BHIa JOKYMEHTA:

a) TIpUKa3a;

0) MOCTaHOBJICHUS,

B) IMUCHMA;

T') MPOTOKOJIA.

4. KimroueBoe CJI0BO MOCTAaHOBJIEHUSI IIUILIETCS OT:

a) MepBOro JIMIA €IMHCTBEHHOTO YUCIIA;

0) mepBoro JuIla MHO)KECTBEHHOTO YHCIIA;

B) TPETHErO JIMIIA €AMHCTBEHHOTO YHCIIA;

T') TPETHETO JUI[a MHOKECTBEHHOTO YHCIIa.

5. KakuM HOpMaTHBHBIM aKTOM CIIelyeT PYKOBOJCTBOBATbCS KaJpOBOMY paOOTHUKY MpH
o(OpPMIICHUH U 3aMOJHEHUH TPYJOBON KHUKKHU:

a) BEZIOMCTBEHHBIM HOPMATHUBHBIM aKTOM;

0) mocranoBieHueM IIpaBurenncta PD;

B) MHCTPYKIMEH MO JIEIONPOU3BOICTBY;

) uHCTpYyKImei Muntpyna Poccun.

6. 3anmuck 00 yBOJIBHEHUH B TPYAOBOM KHUXKKE:

a) He Hy)KJJaeTcsl B yIOCTOBEPEHNUH TeYaThlo;

0) yaocToBepsieTcs euaThio KaJpoBOil CIyKObI;

B) YZIOCTOBEpsETCS MeyaThio paboToaaTeNs;

P) YAOCTOBCPACTCA MOANMUCHIO JOJLDKHOCTHOIO JIMIA, CACTIABUICTO 3aIIHCh.
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7. Ha3zoBUTE€ HOPMAaTUBHBIM MPAaBOBOM AaKT, C IMOMOLIBIO KOTOPOIO PEryIupyercs MOpsAIOK
paccMOTpeHHs 0OpaleH i TPakJaH B OpTaHU3aIIH:
a) perjiaMeHT OpraHu3aluy;
0) MHCTPYKIUS 10 JEJIONPOU3BOICTRBY;
B) 3aKOH O TMOPSIKE PACCMOTPEHUS 00paIeHUH IpakIaH.
8. IlucbmeHHoe oOpalleHue rpakJaHHHa, NOCTYNMBILEE B IOCYIApPCTBEHHBIH OpraH, opraH
MECTHOTO CaMOYIIPaBJICHUS WU IOJDKHOCTHOMY JIMIlY, pACCMAaTPUBAETCS B TEUEHUE:
a) 30 nHel co AHS perucTpaluy;
0) 30 qHell ¢ MOMEHTa NOCTYIICHUS;
B) 33 aHel ¢ AaThl MOCTYIUICHHUS.
9. OOt mopsaiok oopMIIEHUST OPTaHU3AITUOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB U COCTaB
PEKBHU3UTOB ISl BCEX OpraHU3alMi yCTaHOBJICH:
a) denepanbHbIM 3ak0HOM «O0 mMHMOpMaKK, UHPOPMAIMOHHBIX TEXHOJOTHSIX M O 3allUTe
uHpopMaLUny;
0) BETOMCTBEHHON MHCTPYKIIMEH 10 JEJIONPOU3BOJCTBY OPraHU3allUN;
B) 'OCT P 7.0.97—2016;
r') 3aKOHOM O JIOKYMEHTAIIMOHHOM O0eCIIeUYeHUH yIPaBIICHHUSI;
1) F'OCT P 6.30—2003;
€) TUIOBOM MHCTPYKLHMEH MO JIEeNONpPOU3BOACTBY B (heAepalbHBIX OpraHax HCHOJIHUTEIBHON
BJIACTH.
10. PekomeH1aTenbHBIN XapaKkTep rocyJapCTBEHHBIX CTAHJAPTOB YCTAHOBIIEH:
a) @enepanbHbIM 3aKOHOM «O CTaHIapTU3ALUNY;
0) mocranoBnenueM [IpaBurenscta PD;
B) ['occrannaprom Poccun;
I') 3aKOHOM O TEXHUYECKOM PEryIupOBaHHH.
11. IlepeyeHb THUMOBBIX YIPABIECHUYECKUX JAOKYMEHTOB, OOpa3yIOLIMXCA B JESATEIbHOCTH
OpraHu3alyii, C yka3aHueM CPOKOB XpaHEHHs YTBEPKJICH:
a) pykoBojuteneMm PenepaabHON apXUBHOM CITYXObI;
0) MUHHUCTPOM KYJBTYpPBl U MacCCOBBIX KOMMYHUKaIuil PD;
B) MHMHUCTEPCTBOM 37paBOOXPAHEHUS U COLMATBHOTO pa3BuTHs PD;
r) FOCT P 7.0.8—2013.
12. PekBU3MTHI aJpeca Ha MOYTOBBIX OTIPABICHUAX U OJaHKaX MOYTOBBIX MEPEBOJIOB MUITYTCS
B IIOPSIJIKE, YCTAHOBJIEHHOM:
a) [IpaBunamu 1enonpon3BoACTBA B (peiepabHbIX OpraHax UCIIOJHUTEILHON BIIACTH;

6) npuka3zoM MUHHUCTpa CBSI3M U MacCOBBIX KOMMYHHUKAIIHIA;
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B) PETJIAMEHTOM OPraHU3alINY;

I') MHCTPYKIIMEHN 0 JEIIONPOU3BOACTBY OpPraHU3alUH.

13. KosnnuecTBo pekBU3UTOB, ycTaHOBIEeHHBIX 'OCT, cocraBinser:

a) 32;

0) 29;

B) 30;

r) 26.

14. Tlopsmox wucmonb30BaHus H300paxkeHus l'ocynmapctBeHHoro repb6a P® nHa Omankax
JOKYMEHTOB YCTaHOBJICH:

a) [Tomoxxenuem o ['ocymapcrBerHom repoe Poccuiickoit deneparuu;

0) 'occranmaprom Poccuuy;

B) denepanbHbIM KOHCTUTYHMOHHBIM 3akoHOM «O TocymapctBeHHOM repbe Poccuiickoii
denepanuny;

T') perIaMeHTOM OPTaHU3aIIH.

15. TocymapctBenHsiii rep6 P® B MHOromBeTHOM BapuaHTE TOMEMIAIOT Ha OJaHKax
JOKYMEHTOB:

a) AnmuaucTpanuu [Ipesunenra PO;

0) Poccumiickoit akageMuu HapOJHOTO XO3MCTBA M TOCYIAPCTBEHHOM CiTyxO0bI 1ipu [Ipe3unente
Poccuiickoit dexnepanuuy;

B) JUIIOMATUYECKUX MPEACTABUTEIIHCTB;

r) ['ocynapctBennoi Jlymsl.

16. 'ocynapcTBeHHbIl TepO PO B 0JHOIIBETHOM BapHaHTE MOMENIAOT Ha OJJaHKaX JIOKYMEHTOB:

a) ®enepanpHoro Cobpanus PO;

6) MUJI Poccuu;

B) (henepanbHBIX CY/IOB;

r) Briciiero Apbutpaxknoro Cyna PO.

17. TocynmapctBeHHblii rep0 P® B ogHOuBETHOM BapuaHTe 0e€3 TepalbIU4YecKOro IIWTa
MOMEIalT Ha OJaHKaX JOKYMEHTOB:

a) pemenuii Bepxosnoro Cyna P®;

0) opranuzanuii u yupexxaenuit npu IlpaBurensctse P®D;

B) CuetHoii nanatel POD;

r) banka Poccun.

18. Jlenonpous3BoACTBO — 3TO:

a) TO K€, 4TO M JOKyMEHTOO00O0pOT;

0) TO e, UTO U JOKYMEHTAIIMOHHOE 00eCIIeYeHHe yIpaBICHHUS;
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B) TO )K€, YTO U IOKYMEHTHUPOBAHUE;

T') IESTEIBHOCTH M0 (POPMUPOBAHUIO JOKYMEHTOB B JIejIa.

19. TokymMmeHTO000POT — 3TO:

a) BO3BpATHOE JBM)XCHHUE IOKYMEHTA B MPOIIECCE €0 ABMKCHUS B OpraHu3alliy;

0) TO e, 4TO U JOKYMEHTOIIOTOK;

B) JIBIDKEHUE JJOKYMEHTA B OpraHU3allMi ¢ MOMEHTA €r0 MOAMUCAHUS 0 OTIPaBICHUS;

I) JIBIKEHHE JTOKYMEHTOB B OpraHU3allii C MOMEHTAa WX CO3JaHMs WA TOJIYYCHHS 0
3aBEPIICHUS UCTIOJHEHHUS UITH OTIIPABIICHUS.

20. JlokyMeHT — 3TO:

a) uHdopMaIus, 3aKperyieHHas B MPOCTPAHCTBE U BO BPEMEHU Ha JIUCTE Oymaru,

0) cBeIeHHs O COOBITUAX, TIPOIIECCaX, SIBJICHUAX, HE3aBHCUMO OT CIIOCO0a UX MPECTaBICHUS;

B) uHpopMalus, 3adpuKCHpOBaHHAs Ha OyMa>KHOM HOCHUTEIE;

r) 3aduxcupoBaHHasT Ha MaTEPHAIBHOM HOCHUTENe HHPOpManus C PEKBU3UTAMH,
TTO3BOJIIOIINMHE €€ UICHTU(PHUITUPOBATD.

21. B cuctemy OpraHu3allMOHHO-PACIOPSANTEIBHON JOKYMEHTAIIUN BXO/INT:

a) ¢uHaHCOBAas TIOKYMCHTAITHUS;

0) 0aHKOBCKasl IOKYMEHTAITHUS;

B) CIIPaBOYHO-UH(POPMAITMOHHAS JOKYMEHTAIIHS;

') OTYETHO-CTATUCTHYECKAsA TOKYMEHTAIHSI.

22. Opranu3zanus padoThl ¢ JOKYMEHTaMH BKJIIOUYAET:

a) IOKyMEHTUPOBaHHUE;

0) opraHmu3aIuio J0KyMeHT0000POTa;

B) cOop uHpopmanuu;

') OpraHU3aIrio padbovero MecTa.

23. O6beM JOKYMEHTO000pOoTa — 3TO:

a) KOJIMYECTBO BO3BPATHBIX JBMKEHHI TOKYMEHTA 32 TOJI;

0) o0beM OAHOTO Jena, YMHOXEHHBIH Ha KOJMYECTBO JeJ, 3aBEACHHBIX B OpPraHU3allud B
TEUEHUE TOJ1a;

B) KOJIMYECTBO JOKYMEHTOB, MOCTYMUBIINX B OPraHU3AIUIO U CO3JJAHHBIX €10 B OMPE/IeIICHHBIH
NIEPHUOJ;

I') TIpOU3BeIeHUE IJIOMAAN OJHOTO JHCTa JOKyMeHTa ¢opmara A4 Ha oOliee KOJIUYECTBO
JIUCTOB.

24. PeKBU3UT — 3TO:

a) TO K€, 4TO M OJIaHK TOKyMEHTA;

0) o011ee KOJIMYEeCTBO CTPOK B JOKYMEHTE;
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B) 00s13aTENBHBIN AIEMEHT JOKYMCHTA;

I') CTEIIEHb 3aIIUThI JIOKYMEHTA OT MOJIEIIKH.

25. FOpuanueckas cuiia TOKyMeHTa 00ecreuynBaeTcst:

a) HaTM4IreM Ha OnaHke u3oopaxkenus ['ocymapcrBenHoro rep6a Poccuu;

0) KOMIIETEHIIMEN U3/1aBLIETO €ro OpraHa;

B) HAJIMYUEM IrpUda yTBEPKICHUS;

I') HAJIMYUEM OTMETKH 00 UCIIOJIHEHUH TIOKYMEHTA.

26. HanmenoBaHue BUJIa JOKYMEHTA, COCTABIIEHHOTO WJIM M3JIAaHHOTO OpraHu3aluel, J0HKHO
OBITh OTIpEEIIEHO:

a) TOJDKHOCTHOM MHCTPYKIUEH;

0) moJio>xeHneM 00 opraHu3auu (yCTaBoM);

B) IIPOTOKOJIOM;

') UHCTPYKIUEHN 10 JIeJI0ONPOU3BO/ICTBY.

27. B cripaBouHbI€ JaHHBIE 00 OPraHU3alUK HE BKIIOYAETCS:

a) TIOYTOBBIH a/Ipec;

0) Homep TenedoHa;

B) 0AHKOBCKHU CYET;

I') HAMMEHOBaHME BBIIIECTOSIIECH OpraHu3aIiy.

28. HenpaBwmiibHOE odopmitenne aatel «aessitoe Mast 2019 romax:

a) 9 mas 2019 rona;

6) 09 mas 2019 1.;

B) 09.05.2019.

29. [opsanok oopmiieHUS 1aThl B PEKBU3UTAX JTOKYMEHTA OMPEIEISIeTC:

a) mocraHoByieHueM [IpaBurenbcTBa PO;

6) 'OCT;

B) pacniopspkenuem [Ipesunenra PD;

T') MHCTPYKIUEHN 10 JIeIONPOU3BO/ICTBY.

30. JomKHOCTH JIMLa, KOTOPOMY aIpeCOBaH JOKYMEHT, YKa3bIBAIOT:

a) B IMEHHUTEIHHOM MaJeKe;

0) IaTeIbHOM TaJIeKE;

B) POJIUTENHFHOM MajeKe.

31. JIOKyMEHT MOKET COJIEPKaTh:

a) OJIMH ajpecar;

0) nBa azmpecara;

B) He 0oJiee IATH aaApeCaToB;
25



r) He OoJiee YeThIpeX aJpecaTosB.

32. DyieMeHTHI IOYTOBOTO aJpeca YKa3bIBAIOT B MOCJIEI0OBATEILHOCTH:

a) crpaHa, 00nacTh, Kpai, pecmyOjnKa, HACcEJICHHBIH MYHKT, yJIHIa HOMEp J0Ma, HOMEp
KBapTHPBI, HANMEHOBAHHUE a/IpecaTa;

0) HauMEHOBaHUE aJpecaTa, HACEJNEHHBIN MMyHKT, 00JIacTh, Kpail, pecryOiuKa, yiula, HOMEp
J0Ma HOMEp KBapTHPHI, CTpaHa,

B) HAMMEHOBAHUE aJ[pecaTa, YJIWIa HOMEp JJOMa HOMep KBapTHUPHI, HACCJICHHBIN  ITYHKT,
00JacTh, Kpai, pecnyoiinka, CTpaHa.

33. Ilpu oopmuenuu rpuda yrBepkIeHUS CIIOBO «YTBEPKIAI0» UMEET CICTYIOINA BU/I:

a) YTBepKaamo;

0) «YTBepKIaI0»;

B) YTBEPX/IAIO;

r) « YTBEPXIAIO».

34. Jlatoii npukasa sBJISETCS:

a) J1aTa ero MoJITUCaHus;

0) aTa ero BCTYIUICHUS B CHITY;

B) JlaTa €r0 PacCHLIKU;

T) JlaTa ero MOJy4YeHUs! CTPYKTYPHBIM MOJPA3/ICICHUEM.

35. Ab6b6peBuarypa pekBuzuta OKY /] pacmmdpoBbIiBaeTCs Kak:

a) oTpacieBoi koaupukaTop yHUGUIHPOBAHHON TOKYMEHTAIINH;

0) oOmmepoccuiickuii Kinaccu(puKaTop yHU(PHUITMPOBAHHBIX JOKYMEHTOB;

B) oOuiepoccuiickuii kiaccu(ukaTop yrnpaBieHUeCKOW JOKYMEHTAIIUH;

T') OTpacieBOl KOAU(PUKATOP YIPABIEHYECKOI TOKYMEHTAIUH.

36. Ecnu Ha MOKyMEHTE 3aroTOBJieHA MOANUCH HayalbHHUKA MOAPA3CICHUS, a MOAMUCHIBAET
JOKYMEHT €r0 3aMeCTHTElb, TO CIIEyeT:

a) lorievaTaTh MPEIJIOT «3a» Mepell JOHKHOCTHIO HaualbHHKA;

0) HanucaTh OT PYKH MPEIJIOT «3a» Mepel JOHKHOCThIO HauadbHUKA;

B) MIOCTaBUTH KOCYIO YEPTY Mepe JOKHOCThIO HaYallbHUKA,

I') HCOPaBUTh W YKa3aTh HACTOSIIIYI0 MOJDKHOCTh M (PaMHIIWIO JIMIA, TOJMUCHIBAIONIETO
JOKYMEHT.

37. llpu opopmiennu rpuda coriacoBaHus CIIOBO «COTJIACOBAHOY» UMEET CIEAYIOIINMA BHI:

a) CornacoBaHo;

0) «CornacoBaHoy;

B) «COT'JIACOBAHOY;

r) COI'JTACOBAHO.
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38. IlpaBmisHOE 0opMIeHHE paciu(DPOBKU MOAIUCH B pekBU3UTe «Iloamucey:

a) B. I1. liBanoB;

0) B. l1BaHoOB;

B) IBaHOB;

r) Meanos B. I1.

39. 3aros0BOK K TEKCTY JOJHKEH OBITh COTJIACOBAH:

a) C HAMMEHOBaHUEM BUJIAa JOKYMEHTA,

0) ¢ HAaMMEHOBaHUEM OpTaHU3AIMKH — aBTOPA TOKYMEHTA;

B) C 1aTOM TOKyMEHTa;

T') C HANMEHOBAHHUEM BBIIICCTOSIIIICH OPTaHN3AIIHH.

40. OTmeTKa 00 UCTIOIHUTENE T0JKHA BKIIOYATh B ceO0sl:

a) haMuIuio U HoMep TenedoHa NCTIOTHUTEIIS,

0) pamMuIHIO M UHUITMATIBI WCTIOTHUTEIIS,

B) MHUIMAJIBI U (PaMUJIHIO UCTIOTHUTEIIS;

') MHULKANbI, (aMIINIO U HOMep TenedoHa UCTIOTHUTESL.

41. Ilpu HanpaBiEeHUH MHUCbMa JOHKHOCTHOMY JIMILY €0 JIOJDKHOCTh M (paMUITUSl B pEKBU3UTE
«AgnpecaT» yKa3bIBaIOTCS:

a) B POJIUTEIHLHOM MA/IeKe;

0) UIMCHUTEIBHOM TTaJICKE;

B) JATEILHOM IaJIEKE;

') TBOPUTEIHLHOM MaJIeKe.

42. PexBU3UT «3arojIOBOK K TEKCTY» HE UCIOJIb3YETCS:

a) B IpHKa3ax;

0) MOCTAaHOBJICHUSX;

B) COMPOBOIUTENIbHBIX TUChMAX;

T') pacCOpsHKEHUSIX.

43. TlepeueHb o00s3aTEeNBHBIX CBEACHUH O JOKYMEHTaX, HCIOJBb3YEeMbIX B CHCTEMax
AIIEKTPOHHOTO JOKYMEHTO000poTa (hefiepanbHbIX OPraHOB UCIIOIHUTEIBHON BIACTH, OTIPEACTICH:

a) TUIIOBOW WMHCTPYKIMEH MO AENOMPOU3BOJACTBY B (peiepalibHBIX OpraHaxX HCHOIHUTEIbHOM
BIIACTH;

0) ®egepanbHbIM 3aKOHOM «O  JTOKYMEHTAllUOHHOM O0OECIEYeHHH YIpaBICHUECKON
JEeSITEILHOCTI;

B) moctaHoBieHueM lIpaButenbctBa PO «O06 yrBepknenun I[lpaBun nenomnpousBOACTBA B
(dbenepanbHBIX OpraHax UCHOJHUTEIBHON BIACTHY;

P) TTOJIOKCHUEM O CUCTEMC MCKBCIOMCTBCHHOT'O 3JICKTPOHHOT'O I[OKyMCHTOO60pOTa.
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44. Opranu3atopoM MEKBEIOMCTBECHHOTO AJIEKTPOHHOTO JJOKYMEHTO000POTA SIBJISICTCS:

a) OenepanpHas ciyx6a oxpansl PD;

6) Anmunucrpauus [Ipesunenra PO;

B) Anmnapar IIpaBurensctBa PO;

r) ['naBHOE ynpasiieHue cnenuanbHbiX nporpamm llpesunenrta PO.

45. CepTuduKaT KIH0Ya JIEKTPOHHON ITUPPOBOH MOIIMICH HE BKITIOYACT:

a) perucTpaloHHbI HOMep cepTudurKaTa Kiroya MoIKCH;

0) cpok nercTBUA cepTudUKaTa KIro4a MOAINUCH,

B) CBEJICHUSI O BJIAJIENblIe cepTU(HKATA KJI0Ya TOJIITUCH;

') OTKPBITBIHM KIIF0Y 3JIEKTPOHHOHN IIUPPOBOM MOANNCH;

1) 3aKPBITBIM KIIIOY 3JIEKTPOHHOM 1IM(PPOBOMA MOANUCH;

€) cBesieHus1 00 y0CTOBEPSIOIIEM LIEHTPE, BbIIaBLIEM CcepTU(UKAT KITF04a MOAMKCH;

) CBeICHMs 00 YCIOBUSX MPU3HAHUS IOPUANYECKOTO 3HAYEHHS JIEKTPOHHOTO JIOKyMEHTa C
ANIEKTPOHHOU TU(PPOBOI TOAMHCHIO.

46. MeTagaHHbIe — DTO:

a) 00s13aTeNbHbIM KOMIIOHEHT PErMCTPALIMOHHON KapThl IOKYMEHTA;

0) 0JTHA U3 COCTABJISAIONTUX JIEKTPOHHON MU(PPOBOH TTOAMKCH;

B) UIEHTU(UKATOP HHPOPMALMOHHOTO pecypca, MO3BOJIAIONINN YIPaBIsATh UM, OCYIIECTBIAThH
MIOMCK U XPAHEHHUE;

r) JaHHBIC, OIMPECACIIAIOINE IOPUIANICCKYIO CUITY SJICKTPOHHOI'O IOKYMCHTA.

Ilepeyennb pexoMeHAyeMbIX y4eOHBIX H3AaHN, IHTepHeT-pecypcoB, JONOJTHUTEILHON

JIMTEPaTyphbl
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