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Pabouass Tterpame mo mpeamery OIl. 04 JlokyMeHTanmmoHHOE oOecleueHrue YIpaBICHUS
aapecoBaHa oOyuaromumcs o mpodeccun: 38.02.02 CtpaxoBoe A€N0 MO OTPACISIM U COJEPIKUT
3aaHusl IS IIPOBEJEHUS IPAKTUYECKUX 3aHATHM M IPOMEXYTOUHOM aTTecTalliyd I0 TeMaw,
COOTBETCTBYIOLIMM TpeOoBaHUsAM ['ocynapcTBeHHOr0 00pa30BaTENbHOIO CTAHAPTA.

Lenbto co3nanus pabouell TeTpaau ABISETCA paclIUpeHUe W yriayOleHue 3HaHWM 1o npen-
METy, pa3BUTHE NPAKTUYECKUX HABBIKOB IIPH BBIMOJIHEHHUH pPAa3JIMYHbIX BHAOB paboT 110
JOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIPABIICHUS, KOHTPOJb 32 KA4ECTBOM YCBOECHHS IPONJEHHOIO
MarepHajia 00yJaroluMuCs B IPOLecce MPOJIBUKEHUS X OT OJHOTO YPOBHS YCBOEHHUS MaTepualla K
Apyromy.

OpHMM W3 NPUOPUTETHBIX HAIpPaBJICHUI COBEPILIEHCTBOBAHUS METOAMKH KOHTPOJIS 3HAHUUI
00y4aroluXxcs SBJISIETCA TECTOBBIM KOHTPOJIb, 1I03TOMY IIPEJICTaBIEHHbIE B pabo4ell TeTpaau TECThI
pa3paboTaHbl C Y4ETOM IMOCJIEA0BATEILHOTO JOCTH)KEHUSI YEThIPEX YPOBHEH YCBOCHMS, KaXbli U3
KOTOPBIX O3HayaeT NpuoOpeTeHre 00yJaroIMMUCS OIIPEIeIEHHOI0 HOBOTO KayecTBa.

[Ipu cocTaBiieHNN TECTOB YUUTHIBAIUCH CIEAYIOIINE TPEOOBaHMUS:

m CTPOro€ COOTBETCTBHE MCTOYHHUKAM MH(OPMAIUH, KOTOPBIMH IMOJB3YIOTCS 00ydarommecs
(HOpMaTHBHbBIE TOKYMEHTHI IO JOKyMEHTallMOHHOMY oOecneueHuto ynpasieHus ([JOVY), yueOHuk
«JlemonponsBoacTBoy, aBTop JI. A. JlenkeBuy);

m IPOCTOTa — Ka)</10€ 3aJaHHE IIPeIIoyiaracT OTBET TOJIBKO HA OJIMH BOIPOC;

m OJHO3HAYHOCTb — (OPMYIMPOBKA 3aJaHUS MCUEPNBIBAIOLIIUM 00pa3oM pa3bsCHSIET
MIOCTAaBJIEHHYIO 33Jauy, IPUYeM TEPMHUHBI, 337aHUsl U OTBETHl K HEMY JOJDKHBI ObITh 0€3yCIOBHO M
OJITHO3HAYHO TOHATHBI 00Y4atOIIUMCS.

[IpakTuueckue 3a1aHus COCTOST U3 CIEAYIOMUX OJIOKOB:

*= Onok B — conepXuT BONPOCHI TECTOBOTO KOHTPOJS HECKOJBbKUX YpoBHeW. Kaxibiii
HOCJEIYIOIUI ypOBEHb YCBOEHHUSI HE MOXET OBITh JOCTUTHYT, €CJIM OOy4aroIlMiCs HE OCBOWII
NpEeIEeCTBYIONIMNA ypoBeHb. [1epBblif ypoBEHb — 3TO TECTHI Ha ONO3HAHUE («J1a» — «HET») U TECTHI
Ha pasznuyeHue (M30uparenbHble Wi BeIOOpouHble). CiaenyeT MOMHUTh, YTO MIPU OTBETE Ha BOMPOC
HY>KHO BBIOpaTh TOJBKO OJIMH BapUaHT OTBETA

= Onok B — comepXUT BOHPOCHI TECTOBOTO KOHTPOJISI HECKOJNBKUX YpoBHeH. Kakmprit
MOCJEIYIOINI YpOBEHb YCBOEHHUSI HE MOXET OBITh JOCTUTHYT, €CJIM OOy4aroIlMiCsi HE OCBOWII
MpeIeCTBYIOUI ypoBeHb. [IepBbIif ypOBEHb — 3TO TECTHI Ha ONMO3HAHUE («Ia» — «HET») U TECThI
Ha pasznuyeHue (M30upaTenbHble WK BIOOpoUuHble). CienyeT MOMHUTh, YTO MPH OTBETE Ha BOMPOC
HYXXHO BBIOPATh TOJIBKO OJIMH BapUaHT OTBETa

=  Onok C — cofep:XUT BapHaHThI 3aJjaHUi I MPOBEACHHS MPAKTUUYECKUX 3aHATHH 10
TeMaM, B KOTOpBIX IPEAINOJAraeTcsl BBINOJIHEHHE MPAKTUYECKUX PpadOT MO KOHCTPYHPOBAHUIO

01aHKOB, OGMOPMIICHHIO PEKBHU3UTOB JTOKYMEHTOB, pa3JMYHBIX BHJOB OPTaHHU3AIMOHHO-
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PacHOPSIUTENBHON M MPOTOKOIBHON JTOKYMEHTAlWu, TpadapeTHbIX TOKYMEHTOB, KaJpOBOW JIOKY-
MEHTAIlUH; JOKYMEHTOB, KOTOpBIE IOPHIUYECKH O(POPMIISIOT AEATEIBHOCTh CEKpeTapst M CIyxO
JOKYMEHTAIMOHHOTO O0ecredyeHus: ynpasieHus. B ciyudae 3arpyaHeHus cieayeT oOpaTHThCS K
npumepaM o(hOpMIICHHS, IPEICTABICHHBIM B y4eOHOM ITO0COOUH.

[TpakTHueckue 3amgaHusl COCTaBIEHBI B COOTBETCTBHHM C | OCyJapCTBEHHBIM CTaHAapTOM
00pa30BaHMs U IPOTrPAMMON.

B mpunoxxennn Kk pabodell TeTpaad JaHbl CXeMbl O(GOPMIICHHS OTACIbHBIX BHJOB
JOKYMEHTOB, @ TaK)Ke «KJIIOYM» K TECTOBBIM 3aJIaHHUSAM I10 TEOPUH COCTABICHUS U OOPMIICHUS KaK

PEKBU3UTOB JOKYMCHTOB, TaK U CaMUX TOKYMCHTOB.

IIpakTuuyeckoe 3ansitue Nel.

Tema: Uctopust BosHukHoBenue J10Y.



Henap pabGoThbl: MOdydeHHE MPAKTUYECKMX  HABBIKOB  pa3pabOTKM W CO3JaHus

OpTraHHU3allMOHHBIX JOKYMCHTOB.

1. Korna nossBUIKCH MEpPBbIE JOKYMEHTHI?

2. Kax Ha3pIBajics HepBBIﬁ OTall B PasBUTHUH ACIOINPOU3ZBOACTBA U IMOYEMY OH IIOJJIYUHII

Takoe Ha3BaHUE?

3. Kak HaswiBaercs BTOpOﬁ 9Tall B pa3dBHUTHUH ACJIIOIIPOU3BOACTBA. YeMm XapaKTCPU30BaAJICA

3TOT niepuoa ucropuu Poccun?

5. B uem padHulia MCEXKAYy KOJUICTHAJIBHBIM PYKOBOACTBOM H PYKOBOJACTBOM Ha OCHOBC

G,I[I/IHOHaLIaJ'II/IH? HpaBOMepHH JIKX OTH ITOHATHUA CGI‘OI[HSI?

8. Kakoil HOpMaTHBHBI JOKYMEHT COJEpXKHUT TpeOoBaHUS K OQOPMIICHHIO oOpra-

HU3AIMUOHHO-PACIIOPAAUTCIIbHBIX )IOKYMGHTOB?

10. KakoBa ocHoBHas 1enb co3ganus I'CIOY?



IIpakTuyeckoe 3ansiTue Ne 2.
Tema: Opranu3almoHHO- PaclOPSAUTEIbHBIE JOKYMEHTHI.

HaumenoBanue padotbl: CocTtaBieHue MTATHOTO pacnucanHus. CocTaBiieHUEe CTPYKTYphl U

MITaTHON YMCIEHHOCTH PaOOTHUKOB.

Heas padoThbl: TOIy4YEHHWE MPAKTHUECKUX HABBIKOB  pa3pabOTKM W CO3JaHHA

OpTraHHU3allMOHHBIX JOKYMCHTOB.

HpnoﬁpeTaeMbIe HAaBbIKH H YMCEHHA: COCTABJIATH ITPOCKTHI OpraHU3allMOHHBIX

JAOKYMCHTOB, CO31aBaTb JOKYMCHTBI.

KoHTposibHbIEe BONPOCHI NPH J0NyCKe K 3aHATHIO:

1. Kakne AOKYMCHTBI OTHOCAT K OpFaHI/I3aI_II/IOHHbIM?

2 Kakue PCKBU3UTBI BXOAAT B COCTaB HITaTHOI'O paCHI/IcaHI/IH?

5.Uto Briro4aer B cebsi JOKYMEHT CTPYKTypa H INTaTHas YHUCIECHHOCTH?



MeToauuyecKue YKa3aHUuA K BBINNOJIHEHUIO paﬁoTbI:

D®OPMA Nel
HaunmenoBanue npennpusatus YTBEPXIAIO
CTPYKTVYPA U HITATHA PykoBoautenn
YUCJIEHHOCTb nuyHasg noanmuck M. O. ®amunus
Jara

nara Ne
MECTO COCTaBJICHUS
HaumeHoBaHMe CTPYKTYPHBIX HIraTHast 4YUCIEHHOCTH
nmoJpasaejieHuid M J0JKHOCTel
D®OPMA Ne2
HaumenoBanue | KoauuectBo | JlosKHOCTHBIE HandaBku MecsuHbIi
JA0JIZKHOCTH ITATHBIX OKJIABI dong

e NHEHIL NepPCOHAJIbHBIC | POYHe 3apaGoTHOi

MJIAThI

Ilopsinok BbINOJIHEHUs PadOTHI:

IMopsinok BBINOJHEHUS:



1. OTBeTbTE HA KOHTPOJIbHbIE BONPOCHI.

2. [IpounTaiiTe 3aJaHUsi W NMPOCMOTPUTE METOJAMYECKHE YKA3aAHHUS.
3. Buinmosinure 3aganue 1, 2,3.

4.0TBeTHbTE BONPOCHI K 3a4€TYy.

3aganne:].

Ucnonb3ys nanuple Tabmuuel ,  3amoiHure  OnaHk  Qopmbil . CamocTOSITENBHO
YKQXHUT€ HAMMEHOBAaHWE OpraHu3auuu , GaMWwiIni , UHULIKAJIBl PYKOBOJIUTENA , JaTy, MECTO

COCTaBJICHUA.

VKaxuTe MOJMUCH 3aM. AUPCKTOpa U BU3Y TJIABHOTO 6yxranTepa .

CTPYKTYPHBIE YUCJIIEHHOCTD | JOJIKHOCTDb | PA3BPAL | OKJIAL
MNOAPA3JIEJEHUSA
YmpasiaeHue 1 Hupexrtop 15 10000
1 3aM. 1upeKTopa 14 9000
Byxrantepus 1 ['n.0yx. 14 9000
1 byxranrep 13 8000
1 Kaccup 12 7000
I11aHOBEINA OTHEN 1 OKOHOMHUCT 13 8000
1 Wmxenep 13 8000
Otnen kagpoB 1 Wucmiekrop 10 5000
1 Omneparop O9BM 10 5000
IOpuanueckuii oraen 1 IOPUCT 13 8000

Brinmosinenue 3agaHud :
®opmy 1 ckommpyiite.

3ananue 2.



CocraBpTe INTaTHOE pacHHCaHWE Ha OaHKe MpeanpusATHA. TeKCT IITaTHOrO pPaCIHCaHUS
JIOJoKeH ObITh B BHIe Tabmumbl( cMm. Gopmy 2). Ykaxkute Ha HEM TpUd yTBEPKICHHUA

JUPEKTOPOM TPEANPHUATUSA. YKaKUTE MOJNHMCh 3aM. JTUPEKTOpa M BH3Y TIJIAaBHOTO Oyxrairepa .
BoinosiHeHue 3aJaHus :
®opmy 2 cKOIUpYHTE.
3aganue 3.

BeimonnuTe medats (parMeHTOB CO3AaHHBIX JOKYMEHTOB Ha OiaHkax ¢opmara A4

anp00oMHOTO (popmara CTAHHIIBI.

KOHTpOJ’IbeIe BOIIPOCHI.

1. Kakne BHUbI 0JIaHKOB HCIIOJIB3YIOTCA IJId COCTABJICHUA  IOTATHOI'O0 paclruCaHudg U

CTPYKTYpbl U IITATHOW YMCIECHHOCTU pPAaOOTHUKOB ?

6. I'me craBuThCA Ie4yaTh Ha 3THUX I[OKyMeHTaX.?
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OrneHka [IpenonaBaTens

IIpakTnyeckoe 3ansaTue Ne 3.
Tema: Oprann3aluoOHHO- PacHOPSAUTEIbHBIE JOKYMEHTHI.
HaumenoBanue pa6ornl: OdopMieHHEe pacOPSAUTENbHBIX JOKYMEHTOB.

]_le.ﬂb paﬁoTLIZ IMOJIYYCHHC IMPAKTUYCCKUX HaBBIKOB IIpu COCTaBJICHUH

pPaclopsSAUTENbHBIX JTOKYMEHTOB.
IIpuoGperaemble HABBIKM :YMEHUE COCTABIIATH PACIOPSIIUTENbHBIE JOKYMEHTBI
KoHTposibHbIe BONpOCHI NPH JONMyCKe K 3aHATHIO :

1. Kakoli DOKYMEHT Ha3bIBalOT pELICHHEM?

5. Kakue pexBU3HUTHI BXOJAAT B COCTaB NpuKasza?

11



MeToauuyecKkue YKazanus

HpI/I COCTAaBJICHUU OOKYMCHTOB I/ICHOJH)?;YI\/JITC MAakKCTbl JOKYMCHTOB , IPCACTABJICHHBLIC

B BHue oOpasmos 1,2, 3.
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Oopazen nmpuka3za odpa3zen

(mosIHOE HaUMEHOBaHKE IOPUIUYECKOTO JIUIIA,
aJipec MeCcTa HaXOXACHHUS)

IIpukas N
0 co3/aHnM punrana (WIK: IpeICTaBUTEIbCTBA)
Y HA3HAYCHUHU €r0 PYKOBOIUTEIS

r r

B cooTBercTBUM C pemieHuEM (Yyka3zaThb Oopras, IpUHSBIINN
peleHre o co3ganuu punuana/mpeacraBurenscTea) or "' " r.N
[TPMKA3BIBAIO:

1. Coznate @unmuan/IIpeacraBUTeICTBO ! "
pacmoIoKeHHbIN(0€) 1o ajpecy:
2. VrBepauts llonoxenune o ¢pumane/mpeacTaBUTEIbCTBE (prmomeHI/Ie N 1 k HacTosEMY
[Tpukasy).

3. YTBepauTh MITaTHOE paciucanue Guiinaia/mpecTaBUTeIbCTBA B KOJIMUECTBE eIUHUIL
(ITpunoxenue N 2 k Hacrosimemy [lpukasy).
4.C" " rojaHa3HAYUTh PyKOBOJHUTEIEM (HIIHAIIA/TIPEICTABUTEIIHCTBA
(®.1.0.)

OcHoBaHMe: TPyAOBOH AOroBop (KoHTpakr) ot " " roga N .
3. 00ecne4nTh B CPOK JI0

(®.N.0., 1omKHOCTB)
BbI/Iayy JJOBEPEHHOCTHU Ha OCYILIECTBIICHHE

(®.N.0. pykoBoauTens (uanana/mpeacTaBUTEIbCTBA)
JIOJKHOCTHBIX 00S3aHHOCTEH OT UMEHU

(HaMMEHOBaHUE FOPUINYECKOTO JIUIIA)
PykoBonurens:

/ / /
(TOMKHOCTD) (moamucek) (®.1.0.)
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N

000 «Pomamka»
TIPUKA?3 N4

05.02.2019 r. r. Mocksa

«O0 yTBEep X ICHUH IITATHOT'O PACITUCAHUS

B cBs131 ¢ M3MEHEHNEM OpraHU3aIlMOHHO-INTATHOW CTPYKTYPHI PEIITPUATHS

I[TPUKA3BIBAIO:

Yr1Bepauts mratHoe pacnucanue OO0 «Pomamika» B HoBo# pemakuuu ot 05.02.2019 r.

BBectu mtatHoe pacniucanue B HOBo# pegaxkuuu ¢ 15.02.2019 r.

KonTposnio 3a HCoMHeHneM AaHHOTO MpHKa3a BO3JIO0XKUTh HayalbHHUKA OTAeNa KaApoB 3BEpUHIIEBY
M.H.

Hupexrop OO0 «Pomarka A.H. Bacuibes

C IMPHUKa30M O3HAKOMIJICHBI:

['maBHBIi OyxTanTep 3aBpaxxuna C.B.
HauansHuk otaena kaapos 3BepuHueBa M.U.
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<I)opMa JIUCTA MOATOTOBKH H COIJIACOBAHUSA PACHTOPAAUTEIbHBIX TOKYMEHTOB

Jluct IIOATOTOBKHU M COrJIaCOBaHHA
pacnnopAAUTCIbHBIX TOKYMECHTOB

1. KTo mopy4w1 moaroToBUTh JOKYMEHT:
2. TIpoekT qoKyMeHTa MOJArOTOBJIEH:

3. Ha3Banue noxyMeHTa:

4. JlokymeHTY pucBO€H Ne 0T «

N.0.®amunust 1OKHOCTHOTO JIUIA

«» 20 r.

» 20 I.

IIpuka3s noAroOTOBIIEH:
6. Ilpuka3 coryiacoBaH:

JIO0JKHOCTB JIMLA, BUBUPYIOLETO TOKYMEHT

I[OJ'I)KHOCTB Jimia, BUBNpYyrOmero 10KyMeHT

7. JIMCT MOATOTOBKH M COTJIaCOBaHMUS O(I)OpMI/IJ'IZ

N.0. ®amuinnsa DOIHKHOCTHOTO JTHALA

N.0.Oamumnus
(monmucek) Jara

N.0.Oamunus
(monmucek) Jara

N.O0.®amunus, TtenedoH

15



®opma 0JaHKa pacHOpsSKeHUs!

Oopazen 2

000
PACHOPSI’)KEHUE Ne
0
oT 20 1. T.
O0s13b1BatO:
1.
2.

3. OTBETCTBEHHBIM 32 BBIIIOJHEHHE PacOPsHKEHUE Ha3HavYaro

16



VaudunmposanHas dpopma Ne T-1
VrBepxnena [Toctanosnennem I'ockomcrata
Poccun

ot 05.01.2004 Ne 1

Kon
®dopma o OKVY /] 0301001
o OKIIO

(HauMEHOBaHME OPraHU3aINH)

HOMep JAOKYMCHTaA I[aTa COCTAaBJICHHUA

ITPUKA3

(pacnopsizkeHue)
0 npueMe padOTHHKA Ha padoTy

Hara

IIpunsaTe Ha padoTy c

110

TabenbHBIN HOMED

(pamunus, uMs, 0OTYECTBO)

B
(cTpyKTypHOE TOpa3eieHue)
(IOIKHOCTH (CHEHANBHOCTS, Ipodeccust), paspsil, Kiacc (KaTeropus) KBaTu(pUKaIin)
(ycnoBust mprema Ha paboTy, XapakTep paboTh)
¢ TapudHO# cTaBKO# (OKIaI0M) pyo. KOIL.
(undppamn)
Ha10aBKO pyo. KOTI.
(wnppavn)
C HCIIBITAHUEM Ha CPOK Mecsua(eB)
OcHoBaHue:
TpymoBoii moroop ot ” 20 r. Ne
Pylconozmrem, OopraHusanvuu reHepaﬂbHLIﬁ JUPEKTOP
(IOJHKHOCTB) (JIMYHAs TIOATHNCH) (pacmdpoBKa HOIIUCH)
C npuka3zom (pacnopsikeHHeM) pa00THHK 03HAKOMJICH T “ ” 20 T.

(JIYHAs! TOJIINCE)
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YuauduuupoBannas popma Ne T-8
VYr1Bepxknaena [Toctanosnenunem ['ockomcrara Poccuu
or 05.01.04 Ne 1

Kon
®opma o| 0301006
OKY I
o
OKIIO
(HaMMeHOBaHWE OpTraHU3AIIH )
Howmep Hara
JTOKYMEHTa COCTABJICHHS
ITPUKA3
(pacnopsizkeHue)

0 MpeKpameHnu (PacTopKeHU) TPYA0BOr0 J0roBopa ¢ padoTHUKOM (YBOJIbHEHHH)
IIpexpaTuTs AeiicTBHE TPYI0BOTO ” 20 r. Ne ,
aorosopa or “ L

YBOJIMTH “ ” 20 r.

@iymﬁoe 3aYEPKHYTH)

TabenpHBIN
HOMEp

(pamuius, ums, OTYECTBO)

(CTpyKTYpHOE TTOApa3ACIICHHE)

(IOIDKHOCTS (CIIEeUalIbHOCTh, podeccHst), pa3psi, Kiacc (KaTeropus) KBanudukamm)

(ocHOBaHMe MpeKparieHus (PacTopKeHUs ) TPYAOBOTO AOroBopa (yBOJIbHEHHUS))

OcHoBaHue

(1OKyMeHT,
HOMED, JaTa):

(3asBiIeHME PAOOTHHKA, CITYKEOHAsI 3aMMCcKa, MEIUIIMHCKOE 3aKJIFOYCHHE U T.]1.)
PykoBoaurenn
OpraHu3anuu

(ToJKHOCTB) (ImyHas (pacuudpoBKa MOMHUCH)
MTOJITNKCH)

C npuka3zom (pacnopsizkeHueM) padOTHUK
03HAKOMJICH I.
(JInyHAsI TOATIHCH)

1. VYkaxkure, BepHbI JIH CJIEAYIOLIHE YTBEP/KICHHUSI.
1. Tpebopamus Kk OQOPMIEHHIO OPraHU3aIUOHHO-PACIIOPAIUTENBHBIX  JTOKYMEHTOB

18



yctanaBnuBaeT [OCT P 6.30—2003:

a) 1a O; 6) HeT O.

2. B npunoxenuu k TOCT P 6.30—2003 ganbl 06pasisl 01aHKOB JOKYMEHTOB:

a) na 0; 0) HeT.

3. B opraHmsauumM 0O YCMOTPEHHIO DYKOBOJCTBA JOJDKHA OBITh pa3paboTaHa WH-
JUBHIyaJIbHAsi MHCTPYKIUSA 1O JI€TONPOU3BOJICTBY:

a) 1a 0O; 0) HeT O.

4. Opranu3anMOHHO-TIPABOBHIE JOKYMEHTHI, KaK IPABUIIO, TIOJIEKAT YTBEPKAECHHUIO:

a) 1a 0O; 0) HeT O.

5. B OpraHu3alMOHHO-IIPABOBLIE JOKYMEHThI MOYKHO BHOCHTbH U3MEHEHHMS U JOIOJIHEHHS,
He nepepadaThiBas BECh JOKYMEHT:

a) na 0; 0) HeT O.

6. Crpykrypa TekcTa ycTaBa HErOCyJapCTBEHHOM OpraHU3allMd OTJIMYAETCS OT CTPYKTYphI
TEKCTa yCTaBa roCy1apCTBEHHOTO YUPEKICHUS:

a) na 0; 6) met O.

7. Tunosble HHCTPYKIHUH IO JAEIOIPOU3BOCTBY HOCAT PEKOMEH IATeNbHBII XapaKkTep:

a) na 0; 0) HeT O.

2. Boi0epuTe NPaBAILHbIIA BADHAHT OTBETA.

1. CocraB peKBU3UTOB JIOKYMEHTA yCTAHABINBAET:

a) OCT P 51141—98 o; 6) T'OCT P 6.30—2003 o; B) YC/ 0.

2. B cocraB opraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB HE BXOJIHT:

a) ycTaB Opranusaiuu 0; 0) mTaTHOE paclucaHue O; B) IPUKa3 O.

3. Kakue pacnopsauTenbHble JOKYMEHTBI MOXET u3aaBath IlpesujeHT Poccuiickoit
®denepanuu:

a) yKasbl 0; 0) pacropsikeHus O; B) IOCTAHOBJIEHUS O.

4. JIomKXHOCTHAs MHCTPYKIIUS COTPY/IHHUKA:

a) MOJUIeXKHUT YTBEPXKICHHIO O; 0) HE yTBEp)KIaeTcs O; B) YTBEPXKAAETCS MO YCMOTPEHUIO
pykoBoaurens O,

5. Kakoii HOpMaTHBHBII JOKYMEHT ONpPEENsIeT 00A3aHHOCTH COTPYIHUKA:

a) mratHoe pacnucanue I1; 6} ycras npennpusTs O; B) JOKHOCTHASI HHCTPYKIMS O 7

6. TunoBble JOKyMEHTHI HOCHT:

a) o0s3aTenbHBIA XapakTep O; 0) pekoMeHaaTeNnbHbIH Xapaktep II; B) 03HaAKOMMTENbHBIH

xapakrep 11
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7. B kaxoM nagexe GOpMyJIHPYETCS 3aroJ0BOK K TEKCTY JOJKHOCTHONW HHCTPYKIIUM:

a) B UMEHUTEJIBHOM [0; 6} B POJUTEIHLHOM [; B) B TIPEUIOKHOM 007

8. Kakoii JOKyMEHT He ABISETCA Pa3HOBUAHOCTLIO KOMHU: a) YEPHOBHK O; 0) OTIYCK O; B)
nyOnukar O.

9. JlokyMeHT, BbIIAHHBIH B3aMEH YTEPAHHOIO U MMEIOLIUIA CHIIy MOITMHHUKA, HA3bIBACTCSL:

a) kornus 0O; 0) OTHYyCK O; B) TyOJauKaT O.

10. JoxymenT, okoHuaTenbHO OGOPMIECHHBINA M TOANMCAHHBIN, HA3bIBAETCA: ) HOIMHHHK
0; 6) OTIycK O; B) AyOauKar O.

11. VismeneHus 1 10NONHEHNUS B JOKHOCTHYIO HHCTPYKLIMIO BHOCSATCS:

a) IOKJIQJTHOM 3amuCcKoi O; 0) MPUKa30M PYKOBOIAUTEINS O; B) CIIPABKOM COTJIACOBAHUS Ol.

ITopsimoxk BBINMOJHEHMS:

1. OTBeTbTe Ha KOHTPOJIbHbIE BOMPOCHI.
2.IIpouuraiiTe 3agaHusl M NPOCMOTPHUTE MeTOAUYECKHE YKA3aHMS.
3.BoimoanuTe 3aganmue 1, 2,3.

4.0TBeTBbTE BONPOCHI K 3a4€Ty.

3ananue 1: Ucnonszyss ¢opMmy HOKyMEHTa TpPHKa3  COCTaBbTE

-pUKa3 MO OCHOBHOW JEATeThbHOCTH B OOO «JIrokc» 0 BHECEHUHM H3MEHEHHH B
IITATHOE PACMHCAHHME B CBSI3W C TMOBBIINICHUEM TEPCOHANBHBIX HaI0aBOK Ha 5 % paOoTHHKaM
co craxem cBbime 20 ner paboTel. PacmopspkeHue amgpecyiiTe TIaBHOMY SKOHOMHCTY. JlaThl ,
CpokH, (aMHIIUU , WHUIUATBl YKAKHTE CaMOCTOSATEIbHO. 3alOJIHUTE JINCT  IMOATOTOBKH H
COTJIAaCOBAHUs JIOKYMEHTA IO  MOpy4deHUio pykoBoautenss. dopmy HOKyMeHTa  «IpuKa3y»
CKOITUPYWUTE.
BrinnosiHeHHe 3agaHuA :

dopm JNOKYMEHTa «IIpUKa3» CKOIIMPYHTE.
y

3aganue 2: CocTaBeTe

- pacmnopspbKeHue TUPEKTOpa TMPEANPHUSATHS O TIepepachpenesieHnd  CIy>KeOHBIX
MOMEIIEHU! B CBS3M C MPOU3BOJICTBEHHOW HEOOXOIMMOCTHIO.( HAaYAIbHUKY OTIeNa KaJpoB

ocBoboauTh kabuner a0 17.07.13 u mepemecTuTbcs B KOMHATy Ne 4.
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BeinmosiHenue 3agaHud :

®opmy JOKYMEHTa «pacnopsKeHue » CKOIIUpYWTE.

3apganme 3: Cxomupyiite oOpaseny 3 u oOpasen 4.3anonHeHne (HOpMBI BO3MOXKHO TIOCIHE
TOTO , KOT/Ia O0paser] c/enaeTe akTHBHBIM.

3anonHute (HOpMBI HA OCHOBAHUHU CIIEAYIOIIUX JAHHBIX :

-mpukaza Ne45 ot 13.09.13 o nmpueme Ha pabory Oyxramrepa c 14.09.13. B otaen
pexinambel OO0 «Kpyr» ®oruna I1.JI. Ha ocHoBanuu 3asiBieHus oT 12.09.13; u 00 yBOJBHEHHH
oyxranrepa Kpaxosa H.FO. u3 storo oraena c 14.09.13 no coOcTBEHHOMY >KEJIaHUIO.

(He,Z[OCTaIOH_II/Ie PEKBU3HUTLI YKaSLIBaﬁTe CaMOCTOHTeHBHO).

BrpinosHenue 3agaHug :
KoHTpo/ibHBIE BONMPOCHI K 3a4éTy:

1. Kak cocrasisgercs pacrnopsaauTCiibHad 4aCTb IIpUKa3a II0 OCHOBHOH HGHTGHBHOCTI/I?

Onenka IIpenonaBarens
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IIpakTuyeckoe 3ansiTue Ne 4,

Tema: UnpopmaninoHHO- CHpaBOYHBIE JTOKYMEHTHI.

HaumenoBanue padornl: CocraBnenue MCJI

eap padoThl: MONyYCHUE MPAKTUUYECKUX HaBBIKOB Ipu coctaBieHun WMC/I.

KOHTpOJIbHLIe BOIIPOCHI MNPH JAONMYCKE K 3aHATUIO

1. Kakue JOKyMEHTHI HAa3bIBAIOT MH(POPMALMOHHO- CIPABOYHBIMH ?

MeToauyeckne yKa3aHUs:

[Ipu BBIMOMHEHMU 3a/aHUIN UCTONB3YHTE (OPMBI

HAOKYMCHTOB.
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IIpoTtoxoa. O6pazer (hopma)

Haumenosanue opearnuzayuu

IMPOTOKOJI

"_" 20_ r

Ne

T.

(3a201060kK)
[Ipencenarens -
(pamunus, unuyuansi)
Cexkperapp -
(pamunus, unuyuanwi)
IIpucyrcrBoBanu:
(OondicHocmu, pamunuu, UHUYUATLL 8 ALPABUMHOM NOPSAOKE)
[TpurnamieHHbIe:
(Oondcnocmu, pamunuy, UHUYUATLL 8 ALPABUMHOM NOPsiOKe)
[MTOBECTKA JIHA:

1.

2.

CIIYIIAJIA:

(OondrcHocms, pamunus, UHUYUATBL) (cooepoicanue doknaoa)
(OondrcHocms, hamunus, uHuyUasl) (cooepoicanue doxnada)
(OondrcHocms, hamunus, uHuyuasl) (cooepoicanue doxknada)
(Oonorchocms, hamunust, UHUYUATbL (cooepoicanue doknaoa)
(OondrcHocms, hamunus, uHUYUAIbL) (cooepoicanue doxknada)
[TOCTAHOBUIJIN:

1.

2.
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[Ipeacenarens / /
(noonucw) (pamunus, unuyuansi)

Cekperapb / /
(noonucw) (hamunus, unuyuaovl)

B neno Ne
" n 20 r.

(noonucv ucnoanumerns)

TekcT mpoTOKOJIa COCTOUT M3 JIBYX YaCTEW: BBOJHOW U OCHOBHOIA.

BBoanas yacte — 310 npencenarens U.0.@., cekperaps U.0.®D., npucyrcroBanmu N.0.0. (B
HEKOTOPBIX CIIydasiXx MOXHO yKa3aTh KOJIMYECTBO, Korja 6osuee 10 yenoBek).

[ToBecTKa IHSI COJEPKHUT BOTIPOCHI.

OcHOBHas yacThb — CIIYIIAIH, BEICTYNAIH, HOCTAHOBUIIH.

[TocTaHOBJIEHNE B IPOTOKOJIE YKA3bIBAETCS MOJIHOCTHIO.

B kpaTkoM MpOTOKOJIE YKa3bIBAIOTCS TOJIBKO paccMaTprBaeMble BOTPOCH U (haMuiInu Tex,

KTO Y4acTBOBaJ B 0OCYK/ICHHU.

HpOTOKOHLI MMOAIIUCBIBAIOTCA IIPEACCAATCIICEM U CCKPETAPEM.

OBPA3EL] AKTA
AKT

cIavYu-NIPUEeMKH padoT

110 10T0OBOPY nmoapsaa Ne oT 201 _r.
r. Mocksa « _» 201 r.

OTKpbITOE aKIMOHEPHOE 0011ecTBO « »,
(coxpaménnoe HamMmeHoBanne OAO — « »), B mampHedmem nMmeHyemoe, «3AKA3UUKy, B e
T€HEpPaATIbHOTO JUPEKTOPA , IEUCTBYIOIIIETO HA OCHOBAHUM Y CTaBa, C OJIHOM CTOPOHBI
u s rona poxaenusi, UHH —

, TacmopT , BBIJAHHBIA r., UMEHyeMbld B

naneHeiimem «[IOAPAJUNK», ¢ apyroil CTOpPOHBI COCTaBMIM  HACTOSIIMH akT (Jamee — «AKT») O
HIDKECIEAYOIEM:

1. PaGots! 1o

(manee — «PaboTa») mo morosopy Ne oT T., Ha 00IIyI0
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CyMMY ( ) pyOneit  xom., [ToapsaunkoM BBITTOTHEHBI B TIOJTHOM
00BEMeE HaIEKAILETO KAaUeCcTBa.

2. Crenyer k Boliate IToapsauuKy 10 JOrOBOPY JEHEXKHAs CyMMa B pa3Mepe
( ) pyOseil  KorL

3. Croponsl 1o jgoroBopy Ne oT I. 3asBISIOT, YTO MPETEH3UH IO
HCIIOJIHEHUIO TaHHOTO JloroBopa Apyr K ApYyTry HE UMEIOT.

4. Hacrosmuii akT COCTaBJIEH B JIBYX JK3eMIUIIpaX, NMEIOIMNUX OJWHAKOBYIO IOPHINYECKYIO CHITY, TIO
OJIHOMY 3K3eMILLIPY JUIsl Kaxaou u3 CTOpOH.

[HOAIINCHU CTOPOH:

3AKA3UMK: [IO/IPSTUUK:

I'enepanbHBIi UPEKTOP

OAO
(®.1.0,)
M.II.
OBPA3EL] HAOKJIIAIHAS 3AITMCKA
OAO“............ ” Hupekropy
Otnen pexyiaMsl N. 1. UBanoBy
JOKJIAIHA A 3ATIMCKA
16.03.98 Pe3omonus
PykoBogurens

O IONOJIHUTEIBHOM
PuHaHCHPOBAHUU

...B CBs3H C MOBHIIEHUEM 1ICH MMPpOCUM JOIMOJITHUTCIIBHOC (bHHaHCI/IpOBaHI/IC

HauanpHuk otnena (moAmnuch) N.0.0.
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OBPA3EILl 3ASsBJIEHUE

HanmenoBanue HupekTopy
MoApa3IeICHUS
3ASBJIEHUE
Ne
0
Texkct
HaunmeHnoBanune nODKHOCTU N.0. ®amuinus

IMopsinok BBINOJHEHHS:

1. OTBeTbTE HA KOHTPOJIbHbIE BONPOCHI.

2.IlpouuraiiTe 3agaHusl M NPOCMOTPHUTE MeTOAUYECKHE YKA3ZaAHHUA.
3.Bpinosinure 3aganue 1, 2,3,4,5

4.0TBeTBbTE BONPOCHI K 3a4€TYy.

3ananmnel. Ckomupyiite Qopmy mnporokona . Mcmomnb3ys ¢opmy cocTaBbTe — KpaTKHid
IPOTOKOJI 001Iero cobpaHus MHUIMATUBHOM rpymmbsl mo co3panuio OOO «JIOPA».B moBectke
JTHS YKaXUTE TpU Bompoca (00 opraHu3amuu ,07] YTBEPKICHHH YCTaBa, O BbIOOpax IUPEKTOPA);
B IIOCTAaHOBJIEHUU YKaXHUT€ , 4yTO  OOLIECTBO CJEAyeT OpraHu30BaTh, yCTaB IPUHSATH,
nupexkropoM u3oparh JXKykuna A.P.K texcty mpunoxkute YcraB Ha 18 amcrax B 1 93K3..
BeinoiHenue 3agaHus :
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3aganue 2.CocTaBbTe BBINHCKY M3 MPOTOKOJA ,MTOJTBEPXKIAIOLIYI0O BBIOOPHI AMPEKTOpA.
VYkaxute OTMETKY O 3aBepeHum cekperapém Oprosoii B.H.

BoinosiHeHHe 3aJaHuUA :

3aganue 3.

Ckommpyiite dopmy mokimamHol 3amucku . M3mensiss QopMmy  IOKIaAHON 3ammCKH
COCTaBbTE

JOKJIAJAHYI 3anucKy renepaibHomy aupektopy T.I1. Pe3uny

0 IEpeBOJie Ha Jpyryro A0mKHOCTh crapwero skoHomucta C.T. IlepoBa w3 otraena
cObITa B OTJE] MapKETHHIA.

BroinosHenue 3agaHug :

3aganue 4.

Cxommpyiite ¢GopMy akTa , UCIOJB3Ysd €€ COCTaBbT€ aKT O CIHUCAHWU  SIIIUKOB
JepeBsHHBIX B KonmuuecTBe 10 mTyk oOmel croumoctbio 500 pyOneit , koTopble ObLIM
UCMOJb30BaHbl B  NOTIPY304YHBIX paboTax Ha ckiage 3a nepuox ¢ 12.03.10 mo 13.19.10. ¢
MaTepuaibHO OTBETCTBEHHOro Juna kiagosmuka CugopoBa H.FO.OcranbHble pEKBU3UTHI
YKaXXHUTE CaMOCTOSITENIbHO.

3aganue 5

Ckonupyiite opMy 3asBICHHS , UCHOJIB3YIO €€

coctaBbTe 3asiBIeHne oT uMmeHu ToBapoBena OAO «JIMHA» A.H.Anéxuna 1o moBomy
NPEOCTaBIEHUs €My OTryJia Ha OJMH JI€Hb 3a cuéT mnepepadboTaHHOro BpeMeHU. OcTajbHbIE
PEKBU3UTHl YKAKUTE CAMOCTOSTENIBHO.

3ananmue 6

[lepeuncnure pasgensl JUYHOM KapTOUKH. YKaXUTE KaKue CBEIEHUS YKa3blBalOT B

IIEPBOM pasjiere.

KoHTposbHBIE BONPOCHI K 3a4éTy:

27



1. Kak odopmisieTcss TEKCT B MPOTOKOJE ?

Onenka [IpenonaBarens

IIpakTuyeckoe 3ansitue NeS.
Tema: /{oroBopsbl.
HaumenoBanue padorbl: CocTaBieHUE JOroBopa
Ienp padoTbl: MOJydeHHE  MPAKTUYECKMX HABBIKOB IIPU  COCTABIICHUU

JOKYMCHTAIUU.

KoHTpoJsibHBIE BONPOCHI IPH J0NYyCKe K 3aHATHIO:

1. Yto Ha3bIBAIOT JOTOBOPOM?

JIOTOBOPHOM




3. Kakyo mH(popmaiuio yka3siBaloT B IpeamOyse moroopa’?

3aganue: CocTaBUTh TPYIOBOM  JIOrOBOp , MCIONB3Yyd  TUMNOBYIO  (opmy , nHOpMALINIO

JIOJDKHOCTHBIX MHCTPYKIIMIA.

Iopsaaok BBINOTHEHHSA:

1. OTBeTbTEe HAa KOHTPOJbHBIC BOIPOCHI.

2.IlpouuTaiiTe 3aJaHUA M NPOCMOTPUTE MeTOAMYECKHE YKA3aHHS.
3.BuinosHuTe 3aaanue 1, 2,3.

4.0TBeTBTE BONPOCHI K 3a4E€TYy.

3ananme: CocTaBUTh TPYAOBOM  JIOTOBOP , MCTOJB3ysd  THUIOBYIO  (GopMy , HHPOPMAIIHIO
JOJKHOCTHBIX MHCTpyKUIMH. HepocTatonyro mHbopMaiuio ykasbplBaiTe caMOCTOSITENBHO.
BoinosiHenue 3aganus :

KonTpoJsibHBIe BOnpochl 1Jsi 3a4éTa :

1. KakoBa cTpykTypa TeKcTa TpYyJIOBOro J0roBopa?




3. Kakass unpopManusi U3 MODKHOCTHON HMHCTPYKIIMM HEOOXOIUMa TpH pa3padOTKe TEKcTa ?

Orenka [IpenogaBatens
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OPI'AHM3AIIUA TPYJA PABOTHUKOB J10Y

OTBerbTE HA BOIIPOCHI.

1.

Kakwue cymiecTByroT popMbl OpraHu3aluu padoThl ¢ JOKYMEHTaMu ?

3.Y1ca>1che, BEPHBLI JIH CJICAYIOIIMEC YTBEPKICHUS,

1. Tlpu ocBemennu pabouero Mecta CBET JOJKEH IaJaTh CleBa: a) 1a O; 0) HeT O.

2. OcCBelEeHHOCTh Ha MOBEPXHOCTH CTOJA JOKHA ObITH 500 mokc: a} fa O; 6) HeT O.

3. Otzenka NOTONKOB, CTEH, MEPETOPOJIOK B MOMEMIEHHSX MOXKET OBITh JIIOOOTO [[BETA:

a) na 0; 0) HeT O.

4. Temneparypa B CIy)KeOHOM MOMEIIEHUH T0JDKHA OBITh B Ipeaenax +20 — +22 °C:

a) 1a 0; 6) HeT O.

5. B 3aBucumocTu ot BPEMCHU I'ola OTHOCUTCIIbHAA BJIA’JKHOCTb BO3AyXa JOJIZKHA OBITH OT 45 A0

55 %:

a) na 0; 0) HeT O.

6. Hanuuue MUCHMEHHOTO CTOJA Y COTPYAHHKA ciy:)0bl JIOY 06s3aTenbHO: a) a O; 6) HET O.

7. Tlpu uUeHTpann30BaHHOW ()OpME OpraHM3alMy JEeJONPOM3BOACTBA BCE OIEPALMU  C
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JIOKYMEHTaMH BBITIOJIHSIOTCA B ciyk0e 10V

a) 1a 0O; 0) HeT O.

8. Ilpu TeppuTOpHANbHON pPa3OOIICHHOCTH CTPYKTYPHBIX — IIOApas[eleHUil  BHIOMPAOT
JEIEeHTPATU30BaHHYIO (hOpMY BEACHUS IEIOMPOU3BOICTBA!

a) na 0; 0) HeT O.

9. B KpymHBIX YuYpEXKIEHUAX C OOJBIIMM OOBEMOM JOKYMEHTOOOOPOTa HCIIOJIb3YeTCs
cMmemanHas opMa BeJCHHs JeIONPOU3BOICTBA!

a) na 0O; 0) HeT O.

10. B yupexnenusx nepsoil kareropuu o0beM J0KyMeHT0000poTa cocTasiseT cabiie 100 Thic.
JIOKYMEHTOB B TO/I:

a) na O; 0) "er O.

11. Crpykrypa ciyx661 JJOY popMHUPYETCS B 3aBUCUMOCTH OT KATETOPUH, K KOTOPOH OTHOCHTCS
YUpEXKJIEHUE:

a) 1a 0; 6) HeT O.

12. Cnyx6a JIOY siBasercs caMOCTOATENBHBIM CTPYKTYPHBIM TIOApa3ieieHueM: a) 1a O; 0) HeT

13. Jlns cexpeTapst IpaBoMEpHBI IIOHATHS «HOPMAIBHOM» M «MAKCHMAIBHOMW» pab0o4nX 30H:

a) 1a 0; 0) HeT O.

14. Pa6ouee mecTo cexperaps 060pyayeTcs O ero YCMOTPEHHIO: a) Aa O0; 0) HeT O,

4. BbibepuTe NpaBUILHbINA BADHAHT OTBETA.

1. Tlpu oGopynoBanuu pabouero mecta corpyanuka JIOY cBeT H0JKeH MajaTh: a) cupasa 0o; 0)
cjeBa O; B) HE UMEET 3HAYEHUs 0.

2. Oxpacka HOMEIIEHHUH T0JKHA ObITh:

a) cBeTIoN O; 0) TEeMHOU O; B) JIFOOOM O.

3. Hanuuue NOCTOPOHHETO LIyMa:

a) UCKIII0UEHO O; 0) HeXeNaTeNbHO O; B) UMEET MeCTO OBITh O.

4. PabGouee MeCTO ceKpeTaps B IIPUEMHOM PaCIIONaraeTcs:

a) mo ycMmotpenuro cexkperaps I[1; 0) psiom ¢ BXoIoM B KaOWHET PYKOBOAMTENS O; B) B LIEHTPE
MIPUEMHOM Ol.

5. Ha pabGouem crose cekperaps TeneOH pacronaraeres:

a) B «HOpMalbHOW» pabGoueit 3one II; 6) B «MakcuManmpHOW» paboueit 30He O; B) Ha
BCIIOMOTaTeNILHOM CTOJIUKE ISl OPTTEXHUKH O.

6. CekpeTapb MOXET J1e1aTh 5—8-MUHYTHBIE TIEpEPHIBBI BO BpeMsl pabOoThI:
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a) yepes KakJIbIi yac 0; 6} depe3 Kaxable Ba Yaca 0; B) uepe3 KaKIble TpU yaca 0.

1. Pabouee mecTo cekpeTapsi BKIIOYAET B ceO:

a) ZIBe 30HBI O0; 0) TpU 30HBI O; B) YeThIpE 30HHI 1.

8. BrimmontHeHME Bcex orepanuid ¢ JOKYMEHTaMu B OJHOM MecTte — B ciayxkoe J[OY
MpEeJIoJIaraer:

a) LIEHTpaJIN30BaHHAasA (JopMa OpraHU3alMK JIeJIOMPOU3BOJICTBA O; 0) MelEeHTpaTN30BaHHas O;
B) CMElIaHHas O.

Q. Kakas ¢opma opranuzanuu AeJIONPOU3BOJICTBA HCHOJB3YETCS B YUPEKICHUH C
00JIBIIUM 00EMOM JIOKYMEHTO000pOTA:

a) IeHTpaau3oBaHHas ¢popma O; 0) eleHTpaIu30BaHHas 00; B) CMeIIaHHas 07

10. Kakoe mnoapaszeneHue He sBISETCS CTPYKTYPHBIM moppasienenueM mo JIOY: a)
ynpasnenue nenamu [1; 6) Oyxrantepus O; B) oomumii otaen I1.

11. Oprasuszauus ¢ o6beMOM J0KYyMeHTO0G0poTa cBbime 100 THIC. JOKYMEHTOB B IO
OTHOCHUTCS:

a) K 1epBoil kaTeropuu O0; 0) KO BTOPO KaTeropuu O; B) K TpeTbel kaTteropuu D.

12. Opranuszauus c 00bEMOM JIOKYMEHTOOOOpOTa 1O 3 ThIC. JOKYMEHTOB B IO OT-
HOCHTCS:

a) KO BTOpOi1 kaTeropuu 0; 0) K TpeThel KaTeropuu O; B) K UYeTBEPTON KaTeropuu O.
5. BceraBbTe npomnynieHHbIe B TEKCTe CJI0BA.

1. LlenTpanusoBanHas

(dbopMa opraHusaliu JejI0MpOr3BOJICTBA IPEANOIAraeT BHIIIOJHEHUE BCEX ONepaluil ¢ TOKyMEHTaMU

2. JeuenTpanu3oBaHHas

(1)opMa npeamnojaaract Co3AaHue CaMOCTOSTEIbHOM CJ'IY)K6BI ACJIOIIPOU3BOJACTBA B

3. CMmemanHast Gopma HCHOJIB3YETCs

B YYPEXKICHUAX

Cc JIOKYMEHTO000pOTA.

4, B 3aBucumMoctH OT 00BEMa JITOKyMEHTOOOOpPOTa BBIACISIOT YETHIpE KaTErOpuu
YUPEKICHUN:

1- S Kareropus —

00BeM TOKYMEHTOO00pOTa COCTABIISIET CBHIIIIE

AOKYMCHTOB B I'O/T;

2‘ A KaTteropus — OT 0 JOKYMCHTOB;,
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3- A KaTeropuss — oT 70 JOKYMEHTOB;
4- o KaTeropus — 10 JIOKYMEHTOB,

5. I'CAOY B 3aBUCUMOCTH OT KAaT€TOPHH YUPEXKICHHUS MPEAyCMAaTPUBACT CO3/IaHUE
HECKOJIbKUX TUTIOBBIX JICIIOMPOU3BOICTBEHHBIX CITYXKO: YIIpaBJICHUE AeTIaMU,  CEKpeTaph
PYKOBOJIUTEIIA.

6. Opranuzanus pabodero Mecta — 3TO CUCTEMa MEPONPUSITUNA IO OCHAILIEHUIO

pabouero mecra u U UX QyHKIHOHAILHOMY Pa3MEIEHUIO.

IIpakTuyeckoe 3ansitue Ne 6.
Tema: JlokyMeHTBI TO BHEIIHEIKOHOMHYECKON N1eATeIbHOCTU

HaumenoBaHnmue paﬁoTbII CocTaBjicHHE JEJIOBEIX IIHCEM.

He.]'lb paﬁoTblZ IMMOJIYYCHHUEC HNPAKTUUYCCKHUX HABBIKOB IIPHU COCTABJICHMU OJOKYMCHTOB.

KoHTpoJibHbIE BONPOCHI NMPH JOMYCKEe K 3aHATHIO:

1. Yro HA3BIBAIOT NEJIOBLIMH ITMCHMaMu?

MeToauyeckue yKa3aHus:

Qopmynsip oOpa3zell  aHIJIOSN3bIYHOTO NMHUChbMa UMEET OCOOEHHOCTH .
30HBI B (GopMyIsipe 00paslie aHIJIOA3BIYHOIO MUChMa Ha3bIBAIOT:

1.3aronoBok nuckMma( Issuer Field)

2.Ccpuika Ha naHHbBIe mony4arens u otmnpasutensi(Reference Line)

3.Jlata.(Date)
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4.Anpecar(Address)

5.Vka3zanue Ha KoHKkperHoe smio (Attention Line)

6. O6pamenue (Salution)

7.06mee coxep:kanue nuchma (Subject Line)

8.Tekcr mmcema (Body of the Letter)

9.3aBepmatoriias popmysia Beximuoctu (Cjmplimentary Close)
10 IToamucs (Signature)

11.IIpunoxenue ( Enclosure)

12.Ykazanne Ha pacceuiky komuii (CC Notation)

1
4 2
5 3
6
7
8
9
10
11
12

Puc. 7.1 DopMyIsIp IENIOBOrO MUChMa TS NepemUcKH
IHopsiaok BBHINOJHEHUSA:
1. OTBeTbTe HAa KOHTPOJbHBIC BOINPOCHI.
2.I1pounTaiiTe 3agaHus M NPOCMOTPHUTE METOAUYECKHE YKA3aHUS.
3.BbinosinuTe 3aaanue 1, 2.

4.0TBeTBTE BONPOCHI K 3a4E€TYy.
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3apanuel

Co3pmaiite OnaHk — ¢GopMyJIssp JeIOBOrO IUChMa HAa AaHIVIMHCKOM SI3bIKE 1O 00pasiy B

MCTOANYCCKUX YKa3aHUAX. HOI[HI/II_HI/ITC KAXAYHO 30HY

3aganue 2

CocraBpTe mucemo - mnperensuto or 20.03.08 rocnoguny Mopu

Crpun

,21 u mopgnummTe

ITucbMo-npeTeH3us

YBaxaeMeie rocropa!

CcputaeMcsl Ha Haul 3aka3 Ne 20-
30XH, KoTopHhlif GBI MOJyYyeH 2 OHS
Hasaj.

M3l 06HapyXHJIH, YTO OJHA U3
CYEeTHHIX MallMH Obljla yI0OXeHa B
SIIMK 6€30 BCAKON MATKOM NMPOKJIAIKH,
U B pe3yJibTaTe KOpoOKa oKa3ajlach pa3-
6MTOI, a MEXaHU3M, OCTaBJICHHBII He-
3aIIMIIEHHBIM, ObUI COBEPLIIEHHO MC-
riopqen. AKT 3KCnepTU3bl NpUIaraeTcs.

KonTposibHBIE BONpoChl 1JIs1 3a4éTa.:
Kax odopmnsercs agpecar B 3apyOexHOM mHuUCbME ?

Dear Sirs,

We would refer to our order No. 20-
30XN, which arrived two days ago.

We found that one of the adding-
machines had been placed in its case
without any padding, with the result that
its casing is smashed and the mechanism
exposed and damaged beyond repair.
The surveyors report is attached here-
with.

10

nupektopoM A.P.JBaHOBBIM.

[IpenonaBarens

anpecy JlonnoH, bepn
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IpakTnyeckoe 3ansitue Ne 7.
Tema: [IpeTeH3MOHHO- MCKOBBIE JIOKYMEHTHI.
HaumenoBanue padorbl: CocTaBiieHUE IPETEH3UHM U HCKOBOI'O 3asBICHMUS.

HCJIL paﬁoTbII IMOJIYYCHHE INPAKTHUYCCKHX HABBIKOB IIPHM COCTAaBJIICHHMU OJOKYMCHTOB.

KOHTpOJILHLIe BOIIPOCHI NPH AONMYCKE K 3aHATHUIO:

1.Kakue pexBU3UTBHI BXOASAT B COCTaB NpPETEH3UU?

4. Kaxkue PCKBU3UTHI BXOOAT B COCTAaB HMCKOBOI'O 3asBJICHUS?

ITopsinok BBINOJHEHUS:

1. OTBeTbTEe HAa KOHTPOJbHBIC BOINPOCHI.

2.IIpouuTaiiTe 3a7aHMe W NPOCMOTPHUTE METOAMYECKHE YKa3aHUS.
3.BbinosiHuTe 3axanue 1.

4.0TBeTbTE BONPOCHI K 3a4E€Ty.

3aganue 1.

B cootBerctBun ¢ nmorosopom Ne 23 or 10 mapra 2010 AO «Pyce»r.)Xepaeska TamOoBcKoi
oOmactu moctaBuiao ontoBoil 6aze TambGoBckoro o6amoTpebcoroza 60 TOHH caxapa mecka.
[Ipu mpuémke TOBapa  oOOHapykeHa HeIOcTaya TOBapa B KOJMYECTBE 2 TOHHBI Ha CyMMY
30 teicsu pyOneil. CocraBbTe mpereH3uio B ajgpec AO «Pych» , moanumuTe €€ KOMMEpPUYECKUM
mupektopoM A.b.®enotoBeiM .Pasmep HeycToiiku ykaxute B cymme 60 Toicsu pyouseit. [Ipu
COCTaBJICHUHM JOKYMEHTOB HCIOJB3YHTE CIENYIOIIYI0 HH(GOPMAIHIO:

AO «Pycb»
Anpec : I''’’Kepneska Yiu. Craguonnas ,10

bankoBckue pexBuszutsl :P/ca.90000000000004564532
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OI'PH 1078555555144
Wun/KIIIT 10000000787 / 8000000111
OnroBas 6a3za TamOoBckoro o6moTpedcoro3a
Anpec : r.Tam60B Y. Muponosa 108
bankoBckue pexBuzuts : P/c1.90000000000004564865
OI'PH 1078555500149
Wun/KIIIT 10000000787 / 8000008821
Beinmosinenue 3agaHud :

Cxonupyiite ¢GOpMbl JIOKYMEHTOB W3 METOJMYECKHX YKa3aHHWM, pEAaKTHUPysl HX COCTaBbTE
IIPETEH3UI0 U MCKOBOE 3asBJICHUE.

KOHTpOJIbeIe BOIIPOCHI:

1. Kakum crnoco6om OCI)OpMJI?ICTCH JaTa B IPETCH3MUM U HCKOBOM 3asIBJICHUH?

4. Kak odopmirsieTcsi 3arojloBOK NPETEH3UU ?

Jara

Onenka IIpenonaBarens
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IIpakTuyeckoe 3ansitue Ne 8.

Tema: Opranuzanus paboTbl ¢ JOKYMEHTaMH.

HaumenoBanue padorbl: Peructpanus nokymeHTOB. [IoAroToBka K apXMBHOMY XpaHEHUIO

Ieap padorhl: NoSyyeHUE NMPAKTUYECKUMX HABBIKOB IIPU PETUCTPALUU JTOKYMEHTOB,

COCTAaBJICHUIO HOMCHKIJIATYpPbI ACII.
KOHTpOJILHLIe BOIIPOCHI NPH OA0IIYyCKE K 3aHATHUIO.

1.Uto Ha3bIBaIOT HOMEHKJIATypoul nen?

5. Kakme yactu BXOIAT B COCTaB PEruCTpalluOHHOIO PIH)ICKC&?
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HanmenoBanune OpraHu3anmuunu

DopMa HOMEHKJIATYPBI e

YTBEPXIAIO

(HauMeHOBaHUE JOJKHOCTH PYKOBOIAUTEIIS)

(moamnucek, pacuppoBKa MOIAMKUCH U 1aTa)

(HaMMeHOBaHUE MOJPA3/IEICHHUS)

Nunekc

HOMEHKJIATYPA IEJI Ne

Ha roj
Nunexcsl Kon-Bo Cpox xpaHeHust
nen 3aroyioBKHU 1€l TOMOB U CTaThs 1O [Tpumeuanue
THUIL. TIEPEYHIO
1 2 3 4 5

(TTOATMCH U JOJDKHOCTh COCTABUBIIIETO HOMEHKIIATYPY)
(pacurupoBKa MOITUCH)

00.00.0000

COI'TTACOBAHO

(MOAMHUCH U JOKHOCTH COTPYTHUKA apXUBa)

Hrorosas 3amuce o KaTCropuiax U KOJIMYCCTBEC ACJI, 3aBCICHHBIX B

(HauMEeHOBaHHUE CTPYKTYPHOT'O MOAPa3/Ie/ICHHs])

(pacurudpoBKa MoMUCH)

rozy B

ITo cpokam

Bcero

B ToM uncie:

XpaHEeHUus

MEePEXOAANIUX

¢ ormetkoit "DITK"

1

3

ITocTossHHOTO

Bpemennoro
(cBbimie 10 er)

Bpemennoro
(mo 10 ner
BKJIIOUUTEIIHHO)

Hroro:

(TOIKHOCTH PYKOBOAUTENS
CTPYKTYPHOTO TIO/Ipa3/ICIICHNUS )
HToroBbie CBeJICHHS IEPEAAHEBI B ApXUB

(TOIKHOCTH OTBETCTBEHHOTO
3a JIeNIONPOU3BOJICTBO)

JlaTa

HOJINCE

(pacuudpoBKa MOIMHUCH)

MHOJIINCH

(pacuudpoBKa MOIMHUCH)
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HTorosas 3amuce o KaTCropugax U KOJUYCCTBEC ACJI, 3aBCACHHBLIX B

®DopMa UTOTOBOH 3aIMCH 0 KATETOPHUAX M KOJIHYECTBeE el

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3IEIICHNS)

roany B

cBbimie 10 ser)

[To cpokam Bcero B Tom uucne:

XpaHECHUs epexoaaIux c ormeTkoi "OITK"
1 3 4

[TocTossHHOTO

BpeMeHHOro

BpemeHHOro
no 10 met
BKJIFOUUTEIIHHO)

Mtoro:

(TOMKHOCTD PYKOBOIUTEIIS
CTPYKTYpPHOTO MOAPa3ITICHHS)

HToroBsie cBeIeHUS MNEepeCAaHbl B apXUB

(TOMKHOCTH OTBETCTBEHHOTO
3a JIeJI0IPOU3BOICTBO)

ara

(pacurupoBKa MOJUCH)

(pacuudpoBka moanucu)

41



IHopsinok BBINOJHEHUSA:

1. OTBeTbTe Ha KOHTPOJIbHBbIE BOIMPOCHI.

2.I1pounTaiiTe 3aJaHue M NPOCMOTPHUTE METOANYECKHE YKA3aHUS.
3.BoinoauTe 3aganue 1, 2.

4.0TBeTHTE BONPOCHI K 3a4€TYy.

3aganuel.

I/ICHOHBSySI JaHHBIC Ta6JII/II_[LI 1 cocraBbTe HOMCHKJIATypy ACJI. HAUMCHOBAHUC OpraHU3allnu ,

baMUIMM yKa)KUTE CAMOCTOSTEIBHO .

BeinosiHenue 3ajgaHud

Ckonupyiite (popMbl HOMEHKJIATYphl M WUTOTOBOM 3aITUCH .

3amanue 2.

3apeructpupyiite nucekMo OAO PU®DDBI 0112.09.10 «O6 u3mMeHeHHH ycinoBUil paboT Ha
CKJIaJiax» aJjpecoBaHHOe HadyalbHUKY y4acTka B.b. Koiomy .
Beinmonnenue 3ajgaHus @ ckonupyite GopMmy KypHaja perucrpauuu. Mcnonb3ys penakTop

KapaHJall yCTaHOBUTE IpaHullbl B Tabmuie. BHecure B Tabnuuy uHpoOpmanmio.

KonTpoJsibHBIE BONpOCHI 1JIs1 3a4éra:

1. Kakue pekBU3UTHI BXOJAAT B COCTaB HOMEHKJIATYpbl neid ?
2. KTo moamuceiBaeT HOMEHKIATYpy Jaew ?

3. KTo yTBepkjaeT HOMEHKIATypy nen ?

4. Kakue OBIBAalOT HOMEHKJIATYpbI Jen ?

5. Uto Takoe perucrpanusi TOKyMEHTOB?

Jara

Onenka IIpenonaBarens
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CnuCcoK UCIO0JIb30BAHHOM JTUTEPATYPHI.
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