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1. [lepeyeHb KOAOB KOMIETEHUUH, (OpMHpPYyeMbIX IMCHHUIUVIMHON B mpolecce

o0pa3oBaTeIbHON NPOTrPaMMBbI

OCBOCHMUSA

I'pynna .«
Py . Kareropusi komnereHumi Kon
KOMIIeTeHITH I
YHuBepcanbHbIe KomMmyHukanus YK-4

2. KoMneTeHUM¥Y ¥ MHAMKATOPbI UX J0CTHKEHH I

Kon DopMyJIHPOBKA
NuaukaTopsl 10CTHKEHUS KOMIIETeHIMHU
KOMIIETEHIIUH KOMIIeTeHIIUH
YK-4 Crnocoben YK-4.1 Bnaneer CHUCTEMOM HOPM pPYyCCKOro
OCYLIECTBIIATH JUTEPATypHOTO S3bIKa U HOPMaMHU HWHOCTPAHHOTO (-bIX)
JICIIOBYIO A3bIKa (-OB); CIIOCOOEH JIOTMYECKH M TpaMMaTHUYeCKU
KOMMYHMKAIMIO B | BEPHO CTPOUTH YCTHYIO M MUCbMEHHYIO PEYb.
YCTHOU | YK-4.2 I'paMOTHO CTpPOMT KOMMYHHKAIMIO, UCXOIs W3
MMCbMEHHOU Hened W CUTyalluu; UCIHOJb3YeT KOMMYHHUKAaTHUBHO
dbopmax Ha | mpuemJeMble  CTUIb  OOIleHHUs, BepOalbHBIE U
roCyIapCTBEHHOM | HeBepOaJIbHbIE CPE/ICTBA B3aUMOJCHCTBHS C MapTHEPAMHU.
a3bike Poccmiickon | VK-4.3 Hcnons3yer uH(bOPMAIIMOHHO-
Deneparyn U | KOMMYHUKAIIMOHHBLIC TCXHOJIOTMU TIpM  IIOMCKE
MHOCTPaHHOM(BIX) | HEOOXOIMMOM HH(OPMALIMK B IIPOIIECCE  PELIECHHS
A3bIKe(ax) CTaH/IapPTHBIX KOMMYHUKaTUBHBIX 3a/1a4y Ha
rOCyJIapCTBEHHOM U MHOCTPAHHOM (-bIX) SI3BIKAX.

3. Onucanue JIAHAPYEMbIX Pe3yJbTaTOB 00y4YeHHs M0 JUCHHUIINHE

3.1. Onucanue NIaHUPYEMbIX Pe3yIbTATOB 00YUYEHHUS MO AUCLUIINHE
[Inanupyemble pe3ynabTaThl OOyYeHUS MO JUCLUIUIMHE TNPEACTaBIEHbl JECKPUNITOpaMU (3HaHUA,

YMCHUA, HaBLIKI/I).

JlecKpUITOpPbI
0 AUCHUIINHE 3HaTh YMmerh Baagers
Ko
. YK-4
KOMIIeTeHIU U
- CUCTCMBI HOpM - OC}’HICCTBJ'I?ITI) )IeJ'IOByI-O -CHCTCMOﬁ HOpM

PYCCKOT'O JIUTCPATYPHOTO

s3pIKa W HOpPMaMu
UHOCTPAaHHOTO (-bIX)
A3bIKa (-0B),

- KOMMYHHUKaTHBHO
preMIIeMbIe CTHITh
oOrieHus, BepOalbHbIE U
HeBepOaTbHBIE CPEICTBA
B3aUMO/JICHCTBUS c
IapTHEPaAMH,

- 1H(pOpPMaIIMOHHO-

KOMMYHUKAIIUIO B YCTHOﬁ )51

nuchbMeHHOW  (Qopmax Ha
roCy/1apCTBEHHOM SI3BIKE
Poccuiickoit ®enepanun u
MHOCTPaHHOM(BIX)
A3bIKe(ax),

- JIOTUYECKH u
rpaMMaTH4YeCKH BEPHO,
CTPOUTh YCTHYIO u
MUCHbMEHHYIO PeUb,

-HCII0JIb30BAaTh

PYCCKOTro
JUTEPAaTypHOTO
SI3bIKa U HOPMaMU
MHOCTpPaHHOTO (-
BIX) SI3bIKA (-OB);

- UH(OpPMAaLIMOHHO-
KOMMYHHKAITUOHH
BIMH
TEXHOJIOTUSIMU TIPU
TIONCKE
Heo0XoIuMon




KOMMYHHUKAaIOHHBIE UH(POPMAIMOHHO- uHpopManuu B
TEXHOJOTUH  TIpH KOMMYHUKAIIHOHHBIE IPOLIECCEe PEIICHHS
NOUCKEe  HEOOXOAMMOH | TEXHOJIOTUM TIPU  TIOUCKE | CTAaHIAPTHBIX

uH(bopMauu HeoOxoauMoi MH(pOpMaluu | KOMMYHUKATUBHBIX
B [IPOLIECCE  PELICHHUS 3aJ1a4 Ha
CTaHJapPTHBIX roCyJ1apCTBEHHOM

Y UHOCTPaHHOM (-
bIX) SI3BIKAX

KOMMYHUKATHBHBIX 3a1a4

4. MecTo TUCUMILIMHBI (MOYJISAA) B CTPYKTYpe 00pa30BaTe/JIbHOM NMPOrpaMMbl

JlucuumamHa OTHOCUTCS K 00s3aTesibHON YacTH yueOHoro mrana OITOIN.

JlanHasi TMCUUIUIMHA B3aMMOCBSI3aHa C IPYTUMHU JUCIUIUIMHAME, TAKUMH KakK «PyCCKUii 131K
U KyJbTypa peun», «byxraaTtepckuil yuer u aHanusy», «YpaBieHUE YEIOBEUYECKUMU PeCcypcaMuy,
«MapKeTuHI».

B pamkax ocBoeHus mporpaMMbl OakajgaBpuaTa BBITYCKHUKH TOTOBSITCS K PEIICHUIO 3a/1a4
NpOPECCUOHAIBHON ~ JIEATEIbHOCTH  CICAYIONIMX THIOB: aHAJUTHYECKON, OpraHu3alluOHHO-
YIPaBJIEHYECKOM, pACYIETHO-3KOHOMUYECKOU.

[Mpodunes (HampaBlIEHHOCTH) MPOTPaMMBl YCTAaHOBJIEHA MyTeM €€ OpUEHTaluu Ha chepy
npoecCHOHANBEHOM e TEIbHOCTH BBITYCKHUKOB: byXrantepckuil yueT, aHanu3 U ayauT.

5. O0bpeM IUCHHUILIHHBI

Dopmul 00yuenusn
Buowt yueonoi pabomuol Ouno- Ouno-3aounas c
3a0unasn npumenenuem
A0T
OO0mas TPyA0eMKOCTh: 3a4CTHBIC ¢IMHUIIBI/9aChI 3/108 3/108
KonTakTHas padora:
3aHsATHS JTEKIIMOHHOTO TUTIA 8 2
3aHsATHsI CEMUHAPCKOr0 THIIA 8 8
[IpomexkyTo4Has arrecranys: 3a4eT 0,1 0,1
CamocrositesbHas padora (CPC) 91,9 97,9

6. Copep:kanue AUCHUIIMHBI (MOAYJs), CTPYKTYPHMPOBAaHHOe MO TeMaM / paszjejiaM C
YKa3aHHEM OTBEJCHHOI0 Ha HHUX KOJHMYECTBA AaKAJAEeMHMYECKHX YaCOB M BHI0B Y4eOHBIX
3aHATHI

6.1. Pactipenejienne 4acoB 1o pa3aeaaM/TeMaM M BHIaM pPadoThl

6.1.1. Ouno-3aounas popma odoyuenusn

Buabl yueOHoii pa6oThl (B yacax)
Ne Pazjnen/Tema
iy KonTakTHas padora
. 3ansaTun 3aHATHA CEMUHAPCKOIO THIIA Camocr
JIEKIINOHHOT0 OAITEJIbH
THIIA ast
Jexyuu | Unote | Ipakm | Cemun | Jlabop | Huvie | padora
yueOHbl| uuecku | apvl amopH
e e bie




3AHAMU
A

3aHAmMuU
A

pabom
bl

JIOKyMEHTOBEICHHE.
OcHoBHbIE MOHSATHSL.
JIOKyMEHT H  CHCTEMBI
JOKYMEHTAIUU.

12

HopmaTtusHas

nokymenranus. [IpaBuia
oopMIIeHHUS TOKYMEHTOB
W 3alOJIHEHHSI THITOBBIX

dhopmM.

12

Cucrema
OpraHU3alMOHHO-
MPaBOBOM JOKYMEHTAIIMH.

12

Cucrema
pacrnopsAUTeIbHOM
I[OKYMGHTaIII/II/I.

12

HNudopmannonto-
CIIpaBOYHAS
JOKYMEHTAITHSI.

11

KagpoBast nokymeHrarusi.
JIOKYMEHTBI MO JTUYHOMY
COCTaBy.

11

JIoKyMeHTOO0O0POT.
ApxuBHOE XpaHCHHUE.
Konpunenmnuansueie
JIOKYMECHTBI.

11

Komnerorepubie
TEXHOJIOTUHU
JIOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBJIeHUsI.

10,9

IIpome:xyTouHas
arrecrauus

Hrtoro

91,9

6.1.2 Ouno-3aounas popma ooyuenus c npumenenuem /10T

n/n

Pasznena/Tema

Buasbl yuedHoii padotsl (B yacax)

KonTakTHas padorta

SauaTus

JICKIIMOHHOI'0 THIIA

3aHATHS CEMHHAPCKOI0 THIIA

Jlexyuu

e

A

HUnvie
yueOHbl

3aHAmMu

Ilpaxkm
uvecKu
e
3auamu
A

Cem
u
Hap
bl

Jlabo
pamo
PpHble
pao.

Hnwie
3aHAMU
A

Camoc
TOSITEJ
bHas
pabora

JIOKyMEHTOBEICHHE.
OCHOBHBIE  TIOHATHS.
JIOKYMEHT M CHCTEMBI




JIOKYMEHTaIUH.

HopmaruBHuas
AOKYMCHTaIMA.
[IpaBuna odopmiienus
JOKYMEHTOB 51
3alOJIHEHUS  THUIIOBBIX

dhopm.

10

Cucrema
OpraHU3alMOHHO-
MPaBOBOM
JIOKYMEHTAIUH.

Cucrema
pacropsIuTeIbHON
JOKYMEHTAIUU.

NudopmannoHHo-
CIpaBOYHasI
JIOKYMEHTAITHSI.

Kanposas
JIOKYMEHTAIUA.
JIOKyMEHTBI o
JINYHOMY COCTAaBY.

JIOKyMEHTOOOO0pOT.
ApXUBHOE  XpaHEHHUE.
Kondunennuansueie
JTIOKYMEHTBI.

10

Komnerorepubie
TEXHOJIOTUHU
JOKYMEHTAIMOHHOTO
obecreyeHus
yIIpaBIICHUS.

13,9

IIpome:xxyTounas
arrecraums

Hrtoro

| 979

6.2

IIporpaMmMa TUCHMILIMHBI, CTDYKTYPHMPOBAHHAS 110 TEMaM / pa3jaejiam

6.2.1 Cooeprcarnue 1eKUUOHHO20 KypCa

HaunmenoBaHue TeMbI

(pa3aena) IUCHMILINHBI

Conepmanue JICKIIMOHHOI'O 3AaHATHUSHA

JlokymeHTOBEACHHE.
OCHOBHBIE TTOHSTHSL.
JIOKYMEHT M CUCTEMBI
JIOKyMEHTAIUH.

[Tonsitue U byHKIIUU JIOKYMEHTOBE/ICHUSI u
npenonpousBoicTBa. CyIIHOCT W OCHOBHBIE  33Jaud
JTOKYMEHTUPOBAHUS  YINPABICHYECKOW  JESATEIbHOCTH.
Kparkuii  0030p  HCTOpUM  JIOKYMEHTOBEACHUS WU
nenonponsBoiacTBa.  COBpPEMEHHOE  TOCYAApCTBEHHOE
peryJupoBaHue JOKYMEHTAIlMOHHOT'O obecrieyeHus

ynpasnenue (JI0Y). OcnoBubie Tepmunbl 1 nousatus J0Y.
[Tonsatue wHpopManuu MU HHYOPMAIMOHHBIX PECYPCOB.
[Ipuntuner  paboOTHI C NEIIOBON uH(popmaIuen.
YHUGHUIMPOBaHHBIE CUCTEMBI I€JIONPOU3BO/ICTRA.




HopmatusHo-cnipaBouHnast nokymentanus. I'OCT. IlpaBuna
CO3/1aHUs JOKyMEHTOB.

HopmaruBHas
noxkymeHTauus. [Ipasuna
o(opMIIEHUS JOKYMEHTOB U
3a0JIHEHUSI TUTIOBBIX

dbopm.

Buasl HOpMatuBHO-cripaBouHOM pgokymeHTtamuu. ['OCT.
[IpaBuna co3ganusi gokymeHToB. IlpaBuna Hanucanus
PEKBU3HUTOB. biiaHku 1 YHUPUITUPOBAHHBIC (DOPMBI.

Cucrema opraHu3aloOHHO-
NPaBOBOW JOKYMEHTAIIHH.

Ha3nauenne u  cocraB  OpraHM3alMOHHO-IIPAaBOBOU
JokymMeHTaluu. @OyHKIMM  OpPraHu3alMOHHO-IIPABOBBIX
JOKYMEHTOB.  Y4YpeIuTelbHbIE  JOKYMEHTBL.  YCTaB.
Horosop. Ilonoxenue. HWHcTpykumu. J{omKkHOCTHBIE
uHCTpyKuuu. CTpyKTypa M IUTaTHasE YHUCIIEHHOCTD.
[IratHoe pacnucaHue. [IpaBuna COCTaBJICHUS,
odopMIIeHUS TOKYMEHTOB.

Cucrema
pacnopsaIuTEIbHON
JIOKYMEHTAIUU.

[IpaBuna cocraBneHus, opOpMIIEHUS TOKYMEHTOB.
IIpukaspl 1O OCHOBHOM JEATEIBHOCTU. JIOKYMEHTHI,
U3/1aBacMble B YCIOBHSX KOJUIETHAJIbHOCTH
(mocTaHOBNIEHUS, PEIICHUs); TOKYMEHTBI, H3/1aBacMble B
YCIOBUSAX €AMHOJIMYHOTO NPUHATHUS pelIeHUi (MpHKasbl,
yKazaHus, pacrnopsikeHusi). OO00COOJICHHBI TOKYMEHT —
npoTokoi. Bunsl, ocobennoctn opopmienus. CoctaBieHue
JokyMeHTOB ¢ npumeHenrem ['OCT.

NudopmanronHo-
CIpaBOYHAs
JIOKyMEHTAIHSI.

[IpaBuna coctaBnenus, oGopMiIeHUS JOKYMEHTOB.
MHnnyaTHBHBIE  JIOKYMEHTBI,  JIOKJIAaJHBIE  3alUCKH.
OO0mbsacHuTenbHbIC 3anUCcKU. AKTHI. [Ipemioxkenue. CrpaBku
CITy>Ke0HOTO U JTMYHOTO Xapakrepa. CiyeOHbIe (eT0BbIC)
nucbMa. Xapakrepuctuku. PasHoBuanoctu. OcoGeHHOCTH
obopmiieHus. ITUKET aenoBoro odbmenus. CocTaBieHue
JnokyMeHTOB ¢ npumeHennem ['OCT.

Kanposas nokymeHTanus.
JIOKYMEHTBI 110 JINYHOMY
COCTaBY.

Ha3nauenume u coctaB JAOKYMEHTOB IO JUYHOMY
cocraBy. HopmaruBHas 6a3za. YHuduuupoBaHubsie GpopMsl.
Anroput™m gAecTBuii U odopmileHHS JOKYMEHTOB IIpH
npuéme Ha paboTy, YBOJIBHEHHMHM, NEPEBOAE HA JPYTYIO
JOJIKHOCTB, OTIIPaBJICHUM B KOMaHIUPOBKY. CocTaBieHHE
1 0(pOopMIICHHE OCHOBHBIX JOKYMEHTOB. Tpyn0BOii 10roBOp,
MIPUKA3bI 10 JUYHOMY COCTaBY, TPY/IOBbI€ KHUXKH, JINYHOE
JIeN0, IMYHAsI KapToyKa.

J1okyMeHTOO0O0POT. OcHOBHBIE MOHATHUSA u MIPUHIIUIIBI

ApXHMBHOE XpaHEHHE. JIOKYMEHTO000pOTa. [IpssMoTOYHOCTB JBUKECHUS

KondunennuansHeie JIOKYMEHTOB. Bxopsmmue, wucxoasmme | BHYTPEHHHE

JIOKYMEHTBI. nokyMmeHTshl. [TpaBuia oO6pabotku nokymenrtanuu. [IpaBuia
)51 CPOKH XpaHEeHUs JIOKYMEHTOB. [TonsTne
KOH(HICHIIMATHHOCTH.

KomnrerorepHsie HNudopmanMoHHbIE KOMIBIOTEPHBIE TEXHOJOTHH.

TEXHOJIOTHHI Metoapl 3aumThl  MHGOpPMAIMH, AJIEKTPOHHO-IU(POBast




JOKYMEHTALIMOHHOI'O
obecrieueHus yrpaBicHUsI.

nognuck (OUID), mmdpoBanue.
MH(POPMaLMOHHbIE CHCTEMBI
DJIEKTPOHHOE NPABUTENBCTBO.

ABTOMaTU3UPOBAaHHBIE
JIeNIONPOU3BOICTBA.

6.2.2 Cooepicarue npaKmuyueckux 3anamui

Ne HaumeHnoBaHue TeMbl CoaepixkaHue NPaKTHYECKOIr0 3aHATHSA
n/n (pa3aeJsia) AMCUUNJIMHBI
1. OyHKIUU JIOKYMEHTOBEICHUS u
[EeJIOMPON3BOCTBA.
2. 3ajaun  JOKYMEHTHPOBAHHUS  yIpaBJIEHUYECKOMN
[eSITETbHOCTH.
JlokyMeHTOBEIEHHUE. 3. CoBpeMEHHOE TOCYAapCTBEHHOE pETYJIUPOBAHUE
1 OCHOBHbBIE TTOHSTHUS. [OKyMEHTAIMOHHOTO obecnieueHus ynpasienue (JIOVY).
" | JJOKyMEHT U CUCTEMBI 4. OcunoBuble Tepmunbl U noustus JAOVY. Iloustue
JIOKYMEHTAIUH. tH(hOopMaluu U UHPOPMAIIMOHHBIX PECYPCOB.
5. [TpuHIMIBEL pabOTHI C NENTOBON MH(POPMAITUEH.
6. YHubuUIMpoBaHHbIE CUCTEMBI JEIONPON3BOCTBA.
HopmartuBHo-cripaBouHas JIOKYMEHTAIUSI. I'OCT.
IpaBuiia co3ganust TOKyMEHTOB.
HopmaTtusHas 1. Bubl HOpMAaTUBHO-CIIPABOYHOM TOKYMEHTALUH.
’ noxkymeHnrauus. [Ipasuna 2. I'OCT. IlpaBuna co3znanust JOKyMeHTOB. [IpaBuiia
" | opopmiieHUsI JOKYMEHTOB U allMCaHUs PEKBU3HUTOB.
3aMoJIHeHUs TUIOBBIX opm. | 3. brnanku n ynudunupoanubie GOpPMBI.
1. ITpaBuia coctaBiaeHUS 1 OPOPMIICHHS OpTraHU3aIMOHHO-
npaBoBoil nokyMeHtauuu. ['OCT.
2. Ycras.
C 3. loroBop.
3. | CHerena opramisaOnto- | 4 3oy
p JOKYMEHTAI1H. 5. MncTpyKiuu.
6. JIOJ>KHOCTHBIE HHCTPYKIIUH.
6. CTpyKTypa U IITaTHAasl YUCIEHHOCTb.
7. lllTaTHOE pacnucaHue.
l. IIpaBuna cocraBneHus, 0pOpMICHHUS TOKYMEHTOB C
npumenenueM ['OCT.
2. JIoOKyMeHTHI, M3/1aBacMble B YCIIOBUSAX
€IMHOJIMYHOTO TPUHATHS pPELIeHUH (MpUKa3bl, YKa3aHuUs,
Cucrema pacnopsAUTeNbHON | pacnopsbkeHust). [Ipuka3bl o OCHOBHOM /1€ATEIBHOCTH.
4. | AOKyMEHTAaI1H. 3. JIOKyMEHTHI, U3/1aBacMble B YCIOBHSIX
KOJIJIETHATIBHOCTU (ITOCTAHOBJICHMS, PEIICHHS);
4. O060CO0JIEHHBINT JTOKYMEHT — MPOTOKOJ. Busi,
ocobeHHoctH odopmieHus. CocTaBlieHHE JTOKYMEHTOB C
npumenenueM 'OCT.
1. TlpaBuna coctaBieHusi, 0hOPMIIEHUS TOKYMEHTOB C
npumenenneM ['OCT.
2. NHunmatvBHBIE TOKYMEHTBI, IOKJIAHbIE 3aITUCKH.
Vit OpMALHOHHO- 3. OOBSICHUTENHHBIC 3AMICKHU.
> CIIPABOYHAsl TOKYMEHTALIUS 4. AxTsl,
’ 5. Ilpennoxenue.
6. CrpaBku ciTyK€OHOTO U JINYHOTO XapaKTepa.
7. CmyxeOHble (e10BbIe) MUChMA. XapaKTEPUCTHKH.
PaznoBunHocti. OcobeHHOCTH  odopmieHHs. ITHKET




JIEJIOBOrO OOIEHUS.

1. IlpaBuna coctaBieHus U 0opOpMICHHUS TOKYMEHTOB
¢ npuMeHenuem ['OCT.
2. TpynoBoii norosop,

KanpoBas  moxkymeHTanus. 3. Ilpukassl 110 IUYHOMY COCTaBY,
6. | JOoKyMEeHTBI MO JIUYHOMY 4. TpynoBble KHMXKH,
COCTaBYy. 5. JIndHoe neno, TMyHas KapTouka.
6. Anroput™m nedcTBHA W OQOpPMIICHHUS JTOKYMEHTOB
npu npuéme Ha paboTy, YBOJILHEHHH, IEPEBOJIE HA JPYTYIO
JIOJDKHOCTB, OTHPABJICHUU B KOMaHAUPOBKY.
1. IIpAMOTOYHOCTbH ABUKEHUS JOKYMEHTOB.
JIoKyMEeHTO060POT. 2. Bxonsmue, ucxoasinye 1 BHyTPEHHUE JOKYMEHTHI.
7 ApxuBHOE xpanenue. | CxeMbl MOTOKOB.
" | Konduaennuaibabie 3. TlpaBuna 06pabOTKH JOKYMEHTAIUH.
JIOKYMEHTBIL. 4. IlpaBuna u cpokH XpaHEHUs TOKyMEHTOB. [lonsTue
KOH(HICHIIMATbHOCTH.
1. MubopmairioHHbIe KOMITBIOTEPHBIE TEXHOJIOTHH.
KOMITbIOTEpHbIE TeXHOIOHH 2. Meroasl 3ammThl  MHQOpPMALUHU, 3JIEKTPOHHO-
8. | noxymerTammonHOro mudposas noanuck (SLIT), mudposanue.
A — 3. ABTOMaTH3UpPOBaHHbIE MH(pOpPMalMOHHbIE
CUCTEMBI JIeJIONPOU3BOICTBA. DEeKTpOHHOE
IIPAaBUTEJILCTBO.
6.2.3 Codepocanue camocmoamenpbHou padonivl
Ne HaumenoBanue TemMbl CoaepixaHue caMOCTOATEILHOM padoThI
n/n (pa3nesa) QM CHUIINHbI
l. JIOKyMEeHTOBEIEHHUE. [lonstue u byHKIIH JIOKYMEHTOBE/ICHUS u
OCHOBHBIE TIOHATHS. nenonpousBoAcTBa. CyIIHOCTE M OCHOBHBIE 3ajaud
JIOKYMEHT U CUCTEMBI JOKYMEHTUPOBAaHUS  YNpPaBICHUYECKON  JESTENbHOCTH.
JOKYMEHTaI1H. Kparkuii  0030p  HCTOpUM  JTOKyMEHTOBEAEHUS U
nenonpousBojcTBa.  COBpEMEHHOE  TrOCYAAapCTBEHHOE
perynupoBaHue JOKYMEHTallMOHHOI'O oOecrieyeHus
ynpasnenue (JJOVY). OcnoBubie Tepmunbl ¥ nouatus JJOY.
Ilonatue wuHbopManmuu U HHPOPMALMOHHBIX PECYPCOB.
[lpuHnunsl  paboTel ¢ JeI0BOM  MHpOpMAaIUei.
YHUPHUIUPOBAaHHBIE CUCTEMBI JIEITONPOU3BOJICTBA.
Hopmartuno-cnipaBounas jokymenrtanus. 'OCT. IIpasuiia
CO3/1aHHsI JOKYMEHTOB.
2. HopmatuBHas Bunel HOpMaTuBHO-cripaBouHOM gokymeHTanuu. ['OCT.

nokymenTanus. [IpaBuna
oopMIIeHUS TOKYMEHTOB U
3aIOTHEHUS TUTIOBBIX

dhopm.

IIpaBuna co3ganust nOKymMeHTOB. llpaBuna Hanucanus
pexBU3UTOB. bianku u yHuduuupoBanHbie (pOPMBI.




3. Cucrema oprannzanvoHHo- | HazHaueHne M cocTaB  OpraHM3allMOHHO-IIPaBOBOM
MIPAaBOBOM JOKYMEHTALIMU. | JOKYMeHTauuu. @OYHKIUKM  OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB.  Y4peIuTelbHble  JOKYMEHTBL.  YCTaB.
HoroBop. Ilonoxenue. HWHcTpyknuu. [{omKHOCTHBIE
uHcTpykunud. CTpykTypa MW IUTaTHasE YUCJIEHHOCTD.
[lItatHOE pacnucaHue. [IpaBuina COCTAaBJICHMUS,
oopMIICHUS TOKYMEHTOB.

4. Cucrema [IpaBuna  coctaBieHus, OGOpPMICHUS  JOKYMEHTOB.
pacrnopsIuTeIbHON [Ipuka3pl MO OCHOBHOW JI€ATENBHOCTU. JIOKYMEHTHI,
JOKYMEHTALUU. W3/1aBacMble B YCIIOBHSIX KOJUIETUATIbHOCTH

(mocTaHOBIIEHUS, PELICHUS); JAOKYMEHTHI, M3/laBacMble B
YCIOBUSIX E€AMHOJIMYHOTO MPUHATUS PEUIeHHUH (MPUKa3bl,
yKa3aHusi, pacropspkeHus). OO00COOIEHHBIH JTOKYMEHT —
npotokoi. Bunel, ocobennoctu opopmiienusi. CocrapieHue
nokyMeHToB ¢ npumeHernneM ['OCT.

5. NudopmannonHo- [IpaBuna  coctaBieHus, OGOPMICHUS  JOKYMEHTOB.
CIIpaBOYHAS NuunmatuBHbIE  JOKYMEHTBI,  JOKJIAIHBIE  3AIlUCKH.
JIOKYMEHTAIHSI. OO6bsacuurenbHble 3anucku. AKTHL [Ipennoxenue. CripaBku

CITy’)keOHOTO M THYHOTO XapakTtepa. Ciry>xeOHbIe (IeTI0BbIe)
nucebMa. XapaktepucTtuku. PaznoBuanoctu. OcobeHHOCTH
odopmiteHus. Dtuker nenoBoro odmeHus. CocraBieHHe
nokymeHToB ¢ npumenenrem ['OCT.

6. KanmpoBas noxymenranusi. | HazHadeHuwe u cocTaB JOKYMEHTOB IO JINYHOMY COCTaBYy.
JIOKYMEHTBI 110 TUYHOMY HopmatuBhnas  6a3a.  YHuduuupoBaHHble  (HOpPMBI.
COCTaBy. Anroput™m pAecTBUii U O(OpMIICHUS JOKYMEHTOB IIpH

npuéme Ha paboTy, YBOJIBHEHUHU, NEPEBOJIE HA JAPYTYIO
JOJKHOCTh, OTIPABIIEHUH B KOMaHAUPOBKY. CocTaBiieHHE
1 0()OpMIICHHE OCHOBHBIX JOKYMEHTOB. TpyI0BO#i 1OTOBOD,
MPUKA3bI 110 JINYHOMY COCTaBY, TPYAOBBIE KHUKKH, JIUYHOE
JIeJ10, JIMYHAsI KAPTOYKA.

7. JIOKyMEHTOOOO0pOT. OcHOBHBIE TOHSATUS W MPHUHIHUIBI JOKYMEHTOOOOpOTA.
ApXVBHOE XpaHEHHE. [IpssMOTOYHOCTh  JBHMDKEHUS JOKYMEHTOB. Bxomsmiue,
KonduaennumanpHbIe HUCXOJSIIME W  BHYTpeHHME JIOKyMeHThl. [IpaBuia
JIOKYMEHTBHI. 00paboTku AokyMmeHTanuu. [IpaBuina v Cpoku XpaHEHHS

nokyMeHTOB. [ToHsITHE KOHPUACHIINATHHOCTH.

8. KommnsrorepHsie NudopmaninoHHbie KOMIBIOTEPHBIE TEXHOJIOTHH. MeTobl
TEXHOJIOTHH 3aUThl  UTHGOPMAIIMH, JJIEKTPOHHO-IIM(POBasi TMOIUCH
JOKYMEHTAIMOHHOTO (BLIT), g poBaHue. ABTOMaTU3UPOBAHHbBIE
oOecrieueHus ynpaBieHusl. | HHGOPMAIIMOHHbBIE CUCTEMBI JIETTONTPOU3BO/ICTBA.

aﬂeKTpOHHOC IMPpaBUTCIILCTBO.

7. ®oHA OLEHOYHBIX CPEACTB JUIS INPOBEAEHHS INPOMEXKYTOYHOM AaTTeCTALMH
o0yyaromuxcs M0 JMCHUIIHHE (MOIYJII0)

[IpenycMOTpeEHBI ClieAyroIme BUAbI KOHTPOJIS KAYECTBA OCBOCHUSI KOHKPETHOW TUCIIUIIIIMHBIL:
- TEKYIIUH KOHTPOJIb YCIIEBAEMOCTH

- IPOMECIKYTOYHAA aTTCCTAlUA 06yqaroumxc;1 MO JUCIHUIIIIMHE

DoHJ OLIEHOYHBIX CpCACTB IJId IPOBCACHUA HpOMC)ICYTOQHOﬁ aTTeCTalnun o6yqa10mnxc;1 10



maciumisae opopmier 8 MPAUJIOKEHUU x PABOYEN [TPOTPAMME JUCLIUTIIMHEBI

npoiiecce 00y4eHusl.

TCKYH_II/Iﬁ KOHTPOJIb YCIICBACMOCTH obecreynBaeT OLCHMUBAHHUEC X0Ja OCBOCHUA JUCLHHUITIIIMHBI B

7.1 Ilacmopt (l)OHJIa OIIEHOYHBIX CPEACTB JIJIfl INPOBENEHMs TEKVILEH aTTecTAIMH 110

TUCHUIINHE (MOIYJIIO)

Ne KonTtpoaunpyembie HaumeHoBaHHe OLIEHOYHOIO CpeACTBA
n/n pa3aeJibl (TeMbl)

1. | JoxymeHTOBEECHHUE. Omnpoc, npo0IeMHO-aHATUTHYECKOE 33aJJaHUe, TECTHPOBAHHUE.
OCHOBHbBIE TTOHSTHUS. Peanuzanmss  nmporpammel ¢ npumeHenuem  J1OT:
JIOKYMEHT U cUCTEMBI TectupoBanue, CUTYallMOHHBIE 334U, TPOOIEMHBIE 3a/1aUH.
JIOKYMEHTAIUU.

2. | HopmarusHzas Omnpoc, IpO0JIEMHO-aHATTUTHYECKOE 3a/1aHue
nokymeHTtauus. [IpaBuna | uccinenoBarenbCKUi — MNPOEKT,  TBOPUYECKUM  IIPOEKT,
o(opMIIEHUS JOKYMEHTOB | TECTUPOBAHUE.

Y 3aI0JHEHUS] TUIIOBBIX Peanmuzamuss nmporpaMMel ¢ NIPUMEHEHHEM JOT:
bopM. TectupoBanue, CUTyallMOHHbIE 337ja4, IPOOJEMHBIE 33Ja4l

3. Crcrema Ompoc, HCCIIE0BATENIbCKUI IIPOEKT, poOJIeMHO-

AHAJIMTUYECKOE 3aJjaHUE TECTUPOBAHMUE.
OpraHU3alMOHHO-
N Peanmuzauus nporpaMMmsl  C  IPUMEHEHUEM JOT:
IIPABOBOM JTOKYMEHTALIUH.
TectupoBanue, CUTyallMOHHBIE 337ja4l, IPOOJEMHBIE 33]]a4l

4. Onpoc, mpobreMHO-aHATUTUYECKOE 3aJaHue, TBOPYECKUIl

Cucrema
aCIOPAIUTEIIBHON HpOCKT.
I;[ oK F; HTALMH Peanuzauus nporpaMMsl  C  IPUMEHEHUEM JOT:
M ' TectupoBanue, CHTyallMOHHBIE 33]]a9H, POOJIEMHBIE 33/1a4H

5. | UudopmanmonHo- Omnpoc, npoOaeMHO-aHATUTUYECKOE 3a/laHue, ICCe.
CIIpaBOYHast Peamusanuss  nmporpaMMbl ¢ IIPUMEHEHHEM JOT:
JIOKYMEHTaIusl. TectupoBaHue, CUTyallMOHHBIE 33J]a4u, TPOOJIEMHBIE 33/1a4H

6. Onpoc,  uccienoBaTeNbCKUMM — HpPOEKT,  MpoOJIEeMHO-
Kanposas nokymenTanus.

AHAJINTUYECKOE 3a/laHUE, TECTUPOBAHNUE.
JIOKYMEHTBI 110 JINYHOMY
COCT4B Peamu3anuss  nmporpaMMbl ¢ NIPUMEHEHHEM JOT:
Y TectupoBaHue, CUTyallMOHHBIE 33J]a4H, IPOOJIEMHBIE 33/1a4H

7. | JJoKyMEeHTOOOOpOT. Ompoc, mpoOIeMHO-aHATUTHYECKOE 3aJaHHE, ICCE.
ApXHMBHOE XpaHEHHE. Peanuzanus nmporpaMmMel ¢ NIPUMEHEHHEM JOT:
Kon¢unennuansHeie TectupoBanue, CUTyallMOHHBIE 3a7a4u, IPOOJIEMHBIE 33aJa41
JIOKYMEHTHI.

8. Omnpoc, poOJIeMHO-aHATUTHYECKOE 3a/1laHue
KommnsrorepHsie N .

UCCIIEIOBATENIbCKUM ~ TPOEKT,  TBOPYECKUH  IPOEKT,
TE€XHOJIOTHH
JOKYMEHTAIIMOHHOT'O TCCTHPOBAHHC.
M Peamu3anuss  nmporpaMMbl ¢ NIPUMEHEHHEM JOT:
o0ecrieyeHus yrpaBJIeHUs.
TectupoBaHue, CUTyallMOHHBIE 33J]a4H, IPOOJIEMHBIE 33/1a4H

7.2 TunoBble KOHTPOJbHBIE 3aAHNS HJIN HHbIE MATEPHAILI, HEO0X0IUMbIE I8 OLEHKH
3HAHUN, VMEHHI, HABBIKOB M (MJIH) ONLITA AESATEJLHOCTH B IPOIecce TEKYIEero KOHTPOJIs

Tunosbie BONPOCHI

1.Ienu, 3anaun u npuammnsl JJOY. Uctopus IOV kak Haykwu.
2.Ilpenmer u 3a1aum Kypca.



3.Jlormyeckas CTpyKTypa IHUCIUIUIMHBI, €€ MECTO B CHUCTEME MOATOTOBKH CIEHHAINCTA,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMEHHOE JeJI0IPOU3BOJICTBO: 1IETH, 3a]1a41 U IPUHIIUIIBI.

5. OCHOBHBIC TIOHSATUS W ONPENCIICHUS: JIOKYMEHT: €ro CBOWCTBA © (YHKIIHH,
JIETIOTPOU3BOJICTBO, JOKYMEHTOBEICHHUE, IOKYMEHTOOOOPOT.

Tunosble NPo0JIeMHO-AHAJTUTHYECKHE 3aJAHUS

1. [IpoOJsieMHO-aHAIMTHYECKOE 3a/IaHUE:

1. HazoBuTe BCe BUIBI JOKYMEHTOB M YKQXXHTE, IO KAKUM IPU3HAKaM OHU KJIaCCUPHUITIPYIOTCS.
2. Haitnure onpenenenre JOKyMeHTa B TOCY/IapCTBEHHOM CTaHIapTe.

3. CocraBbte Tabmuiy «IloHAaTHEe TOKyMEHTa B HAYYHBIX AUCHUIUINHAX

4.0Onpenenure BUI JOKYMEHTA: O(pHUITHATBHBIC, TMYHBIC U JIMYHOTO TPOUCX OXKICHHUS

2. [IpoGieMHO-aHATUTHYECKOE 3a]aHKE:

1.CocraBpTe npukas (pacopspkeHue) o mpruemMe Bac Ha padory,
2.CocTtaBbTe NpUKa3 (pacHopsHKEHUE) O NIEPEBOJIE Bac Ha IPYTyro paboTy
3. CocraBbte [Ipuka3s (pacnopspkeHne) 0 IpeJoCTaBIeHUN BaM OTIIyCcKa

3. [Ipob1eMHO-aHATNTHYECKOE 3aJaHHe:

1.CocraBbTe rpaduk OTIYCKOB OpPraHU3alUU COCTOsIEN U3 15 COTpyAHHUKOB: 2 U3 KOTOPBIX
3aMECTHTEIH PYKOBOIUTENS, OIMH- TJaBHBIM Oyxraiarep, 2 — OyXraaTep M Kaccup, OJWH —
CHEIHMANIUCT OTAeNa KaJpoB, 5 — paboYNX-CMEHIIUKOB, 2-pa00THUKHU Ha 8 4acoBOM pabouuii JEHb,
o/IHa — yOopIIunIa, 2 — MEHEKEPOB.

2. CocraBbTe mpuKa3 (pacmopsiKeHHE) O TMPEKpalleHUuu ACUCTBUS TPYAOBOrO JOrOBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npuKa3 (pacnopsKeHHE) O HAIIPABIEHUU BAaC B KOMAaHIUPOBKY

4.BemummTe KOMaHIMPOBOYHOE YIOCTOBEPEHHUE PAOOTHUKY

4. [IpoGsieMHO-aHAIMTHYECKOE 3a/laHue:

1. PasGeiirecs Ha rpynmsl 1o 4 4yenoBeka M cocTaBbTe [IpaBuiia BHYTPEHHEro TPYJOBOIO
pacnopsiaka; [lonokeHne o 3amUTe NEpCOHANBHBIX AaHHBIX; l[lonoxeHue o0 omnate Tpyna;
[Tonoxenue o CTPYKTYpHBIX nopasaeneHusx; [lonoxenue 06 aTTecranuu

2. Boibepute 0JHY U3 KOHKPETHBIX JI0OJKHOCTEH U COCTaBbTE JIOJKHOCTHYIO HHCTPYKIUIO

3. CocraBbTe NMpHKa3 O NOOLIPEHUH paOOTHHKA.

5. IIpobieMHO-aHATUTHYECKOE 3aJaHHe:
PazbeiiTecs Ha rpymmbl 0 4 4eJIOBEKa U COCTaBbTE
1. [TonoxxeHue 0 NPeMUPOBAHUH;

2. UHCTpYKIIHIO TIO KaAPOBOMY JI€TIOTIPOU3BOJICTBY;
3. ITonosxenue 00 OlLIEHKE MepCcoHaNa;

4. Ilonoxxenne 00 0OydeHHH;

5 .Ilomoxenue 00 aganTamuu

6. IIpoO1eMHO-aHATUTHYECKOE 3a]aHHe:

1. CocTaBbTe rpaguk JOKYMEHTOOOOPOTa B KOHKPETHOI OpraHu3aiun
2. Pa30eiiTech Ha Tpynmbl O 4 YETIOBEKA U COCTABbTE

- [Tonoxxenue o paboTe ¢ KaJPOBBIM PE3EPBOM;

- [TonoxxeHne o npeMUpoBaHUU



7. IIpo01eMHO-aHAJIUTHYECKOE 3a/IaHHe:
1.IlpencraBbre CTpyKTYpy YcTaBa OpraHu3aliu
CocraBbTe:

2. [TocraHoBJICHHE 110 KOHKPETHOMY COOBITHIO.
3. Penienue no KOHKPETHOM 3a71a4e yIpaBICHUS.

8. IIpobseMHO-aHAIMTHYECKOE 3a]aHHeE:

1. CoctaBbTe MpHKA3 MO KaJPOBOMY COCTABY.

2. CocTaBbTe yKa3aHUE 10 PEIIEHUI0 KOHKPETHOTO BOIIPOCA.
3. CocTaBbTe pacHopsKEHUsI 10 KOHKPETHOMY COTPYIHUKY

4. OdopmuTe MPOTOKOJI 3aceqaHusi COOpaHUs KOJJICKTUBA OpraHU3aI[iH.

9. IIpoG1eMHO-aHATUTHYECKOE 3a]aHHE:

1. CocraBbTE aKT O HApyHMICHHUU TPYAOBOI'0 J0IroBOpa KOHKPETHOI'O COTpYAHUKA.

2. Onwumure cTpykTypy [lonoxeHus kak JOKyMeHTa
3. Onummre npaBuiia COCTaBICHUS HHCTPYKLIAN

10. IIpobseMHO-aHATIMTHYECKOE 3aIaHUE:

1. Ucnionb3ys TUIIOBYIO (hOpMY «OOLIMI GIaHK» 3all0IHUTE €e.
2. Ucnionb3ys TUIIOBYIO (hOpMy «OJIaHK MUChMay 3aTOTHUATE €€

3. I/ICHOHBBYH THUITIOBYIO q)OpMy «OJIaHkK KOHKPETHOT'O BUIa JOKYMCEHTA» 3aIll0JIHUTC

c€cC.
Tembl HCCIE€I0BaTECIbCKHUX, I/IH(l)OpMaIII/IOHHLIX, TBOPYECCKHUX IIPOCKTOB

IMoaroTroBka ucciie0BaTe/bCKUX NPOEKTOB 110 TeMaM:

1. Hcnonb30BaHuEe KOMIBIOTEPHBIX TEXHOJIOTUH NpU CO3AaHUU
JOKYMEHTOB.

2. DJEKTPOHHBINA JOKYMEHT U MpobiieMa ero NpaBoBOro CTaTyca.

3. Oco0GeHHOCTH COTIIaCOBaHUs JIEKTPOHHOIO JOKYMEHTA.

NHpopManMOHHBIA NPOEKT
[ToaroroBbTe MH(YOPMAIIMOHHBIN MPOEKT (MPE3SHTALUIO) 110 TEME:
1. HWHdopmannoHHO-CIIpaBOYHBIE JOKYMEHTbI — CIPaBKH, aKTBhI,

u  opopMIEeHUH

JOKJIaAHBIC

n

00BSICHUTEIIbHBIC 3alMUCKHU, JOBECPCHHOCTH, CJ'Iy>KC6H]':>IC nucbMa, Teﬂeq)OHOFpaMMBI, TCJICTPAMMEI,

(dakcorpamMmsl
2. l[Ipunanue 10pUANYECKON CUIIBI JOKYMEHTY B JIEKTPOHHOHU (hopMme.
3 . [Ipumenenue 6a3 JaHHBIX, ITA0JIOHOB, TEKCTOBBIX PEAAKTOPOB.

TBopueckoe 3a1aHue (C 3JIeMeHTaAMHU 3Cce)

Hamuimre scce mo Teme:

1. MC)KBC,Z[OMCTBCHHBIC, BCAOMCTBCHHBIC apXUBBI. ApXI/IBLI OpraHHBaHHﬁ,

NPEaNPUATHH, yupexaeHun. ['ocy1apcTBEHHbIE apXUBbI

2. SHCKTpOHHLIﬁ I[OKyMCHTOO60pOTZ TMOJIOKUTCIIBHBIC 1 OTPHULATCIIbHBIC YCPThI

TunoBsble 3a1aHus K HHTEPAKTUBHBIM 3aHATHAM



CpasnumenvHulii ananus 6 popme oucnyma

1.27eKTpOHHBIN JOKYMEHTOOOOPOT: MOJIOXKUTEIIBHBIE M OTPULIATEIbHBIC YePThI

2. MecTo AMCLMILIMHBI B COBETCKOM M COBPEMEHHOM CHUCTEMax MOATOTOBKHM CIEIMAIIUCTA -
yhpasJeHIa.

AHaJIUTHYEeCKHE 3aJaHus

1. Ucnome3ys T'OCT 7.32 — 2001 IlIpaBuna oQopmieHHs TEKCTOBBIX JOKYMEHTOB,
chopMyITHpYHTE OCHOBHBIC TPEOOBAHMS K O(OPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 Hcnomszys I'OCT P 6.30-2003 VYHupuuupoBaHHbIE CHCTEMBl JIOKYMEHTAIUH.
YHupHUIUPOBaHHAS CHCTEMa OPraHU3aIlMOHHO-PACTIOPSIIUTENILHON TOKyMeHTanuu. TpeboBaHus K
OpOPMIICHHIO  JIOKYMEHTOB, chOpMyJIupyldTe TmpaBwia OQOPMIICHHS  OPraHU3AIHOHHO-
pacropsAUTEIbHON TOKYMEHTAIIUN

3. Mcrionb3ysi KOHKPETHBIN JOKYMEHT, TIEPEUNCIIUTE PEKBU3HTHI.

4. CocTaBbTe CXEMY PaCTOPXKEHUS TPYJAOBOTO JOTOBOPA MO MHUIIMATHBE paOOTHHUKA.

5. HauepTute cxemy JOKYMEHTOOOOPOTa B OPTaHHU3AINH

6. CocTaBbTe HHCTPYKIIMIO [0 COCTABJICHUIO HOMEHKJIATYPHI JCII.

7. 3anummre npaBwia pabOTBl C JOKyMEHTAMH COJEPKAIIUMHU KOH(HICHIHAIHHYIO
uHpopMaIuto.

Tunosblie TECTHI

1.Kakoe cyxeHre OIMO04YHO:

«IIoMMHHUK TOKYMEHTa BCEraa. ..»

A) opopmitsieTcs Ha OaHKe,

b) nMeer moANMChH MOJIHOMOYHOTO JIUIIA,

B) umeer perucrpairioHHbIe TOMETKH,

I') Bcerna umeet (repOOBYIO HIIH MPOCTYIO) ME€YATh.

2.IIpocThIM MO COAEPIKAHUIO HA3bIBACTCS IOKYMEHT, KOTOPBIH ...
A) He TpeOyeT 3HaYUTEIBHOIO BpPEMEHH Ha ero 00paboTKy,

b) He TpebyeT NoAroTOBKM Ha HETO OTBETA,

B) comepxuT B TeKCTE TOJIBKO OJJUH BOIPOC,

I') opopmiien Ha popmaTe Oymaru AS.

3. ly6nukat 1oKyMeHTa

A) MeeT paBHYIO C MOJIMHHBIM JOKYMEHTOM IOPUANYECKYIO CHITY,

b) He uMeeT IPUINIECKYIO CHITY KaK MOUIMHHBIN JTOKYMEHT,

B) Bocipon3BOIUT OCHOBHYIO YacTh TJIaBHBIX PEKBU3UTOB MOUIMHHOIO JTOKYMEHTAa,
') MOTHOCTBIO BOCTIPOU3BOIMT MOUTMHHBIN JTOKYMEHT.

4.Cpo4HbIM (110 UCTIOJTHEHHIO) Ha3bIBAETCS TIOKYMEHT. ..

A) 171 KOTOPOTO YCTaHABIIMBAETCS CPOK UCIIOJHEHUS,

b) xoTopslii TpeOyeT a1 0TBETa JOTMOTHUTETHFHOTO UCCIICIOBAHNA,
B) xoToppIii HanpaBIIAE€TCS B BBIILIECTOSIIYI0 OPTaHU3ALHIO.

5. JlokyMeHTO000pOT — 3TO

A) IBUXXEHUE TOKYMEHTOB Ha MPEIIPUITUNA C MOMEHTA MOJIYYeHHs UM CO3/1aHus J0 3aBEpIICHUS
WIH OTIPABKH,

B) NEPCUYCHb JOJIPKHOCTHBIX JIMI, OCYIIECTBIAIONNX C JAHHBIM JOKYMCHTOM OIICpaliuu.



B) nepeuens onepannii, KOTOpbIE BBIMOIHIIOTCS C JOKYMEHTOM B OpraHU3aIlUH.

6.IToAroTOBJICHHOE IS CIa4d B apXUB JICJI0 UMEET:

A) pacnooxeHue JOKYMEHTOB B XPOHOJIOTHYECKOW TTOCIIEI0BATEILHOCTH,
b) neperuter B namnke «Jlen0» ¢ moMolpio ckopocimpates, B)
Co0TBETCTBYIONIUM 00pa3oM 0POPMIICHHYIO O0JIOKKY Jiena.

7. KoHBEPTHI ITOCIIE BCKPBITHSI YHUUYTOKAIOTCS

A) Bcerna,

B) TonbKo, ecu MuchMo B TaHHOM KOHBepTe opopMIIeHO Ha OiiaHke, B)
KpOMe MHCEM U kajlo0 TpakaaH, U Ip. 0COOBIX CIIy4aes,

I') HUKOr1a HE YHUUYTOKAIOTCS.

8.Homenkmartypa fienn He pe1ycMaTpUBaeT:
A) nepeyeHb KOHKPETHBIX HAUMEHOBAaHUM JIell,
b) cpokoB xpanenus nemn,

B) unnekc (mopsiiKoBbIi HOMEp) nena,

I') cpok mpencraBieHus Jiea B apXUB.

9.CambIM  pacnpocTpaHeHHbIM (opmaroM Oymard, WCIONB3YEeMBIM B  JIEJIOMPOU3BOJICTBE
opranu3zaiuu Poccuiickoii dheneparyu, siBisercs: popmar

A) B3

b) A4

B) A5

I') B6

10.Ilpu  odopmileHUH OPraHU3ALUOHHO-PACIIOPSAAUTEIBHBIX JIOKYMEHTOB HE pa3peniaercs
noBopaunBath Ha 90 TpagycoB JTUCT GopmaTa

A) A3

b) A4

B) AS

TunoBbie BONPOCHI K KOHTPOJIbLHBIM padoTam

1. Buasl TOKyMEHTOB M UX KiaccuuKaIms

2. CocraB yrpaBIeHYECKUX JOKYMEHTOB.

3. TloHaTue cuCTeMbl JOKYMEHTAIIHH.

4. qDYHKHI/IOHaJ'II)HI)Ie " OTpaCJICBBIC CUCTEMbBI JOKYMCHTAIINH.

5. Yaudwukaius u cTangapTu3aius yupaBIeHIeCKHX JOKYMEHTOB

Peanusauus nporpammel ¢ npumeHenreMm JOT:
Tunosble npod/jieMHbIe 3a1a4H:

3agava 1.

ITonroroBbTe MpukKa3z 06 uTorax peBU3nH (PUHAHCOBOrO yueTa. B KoHCTaTupytomel yactu
YKaXHTe, 4TO peBU3Hel 0OHapyx eHb! (aKkThl rpyOOro HapylIeHus (PUHAHCOBOIO yyeTa: HEeT yueTa U
OTUETHOCTU IO KOMaHJUPOBKAaM, OTCYTCTBYET XXYypHal yuera jaoBepeHHocTed. Henocraromue
PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

TunoBbie CHTyallMOHHBbIE 32JA4H:



3agaua 1.

B pupmy nocrynuio 18a KOHBEpTa, aJpeCOBAHHBIX T€HEPATHHOMY JUPEKTOPY, OIMH KOHBEPT
C PEKJIaMHOM akLuei, 1Be MOChUIKU U3 (PUIIHATIOB.
O6paboTaiiTe MO3TATHO BXOSIIYIO KOPPECTIOHICHITHIO.

3amaua 2.

1) B dunuman noctynmio nucbMo-3amnpoc OT pyKOBOJICTBA XOJIUHTA.
CoznaiiTe OTBET Ha BXOJAIIEE MUCHMO-3aIIPOC, UCIIOIB3YsI CIIPABOYHYIO HH(POPMAITHIO.

2) B sauBape Oyaymiero rojga COCTOMTCS KOH(EpeHIUs, MOCBSIIEHHAs HWHHOBALUSAM B
sKoHOMHKe. HeoOxommmMo co3maTh W pa3ociarh MHUCHMO-TIPUTIIANICHHE HA MPEACTOSIIYIO
KOH(epeHIIHIo.

TunoBble TECTHI

1. ITpu xakoMm pacrnonoxeHuu pekBu3uThl "HanmenoBanue opranuzauuu”, "Bun nokymenra" u
Jpyrue HeoOXOoMMbIe PEKBU3UTHI Ha OJIaHKE pa3MEIIaloTCsl B BEPXHEM JIEBOM YIIIY:

Boi6epute ouH OTBET:

A) ipos1osbHOE

b) yrnosoe

B) uentpupoBanHoe

2. 151 KakuX JOKYMEHTOB 00s13aTeJIeH PEKBU3UT «AJpecaTy:
Bribepure o1H UM HECKOIBKO OTBETOB:

A) mucbMa

b) npukassl

B) nomxHOCTHBIE HHCTPYKIIUT

3. Kakas nata sBnsieTcs 1aToil IpUKa3oB, MUCEM, CIIPaBOK:
Bri6epute ouH OTBET:

A) Jlata yTBEep)KICHUS

b) Jlara 3aukcrpoBaHHOTO B TOKYMEHTE COOBITUS

B) Jlata cornmacoBanus

I') HaTta noanucanus

4. Beibepute aneMeHThI peKBU3UTA «I pud yTBEpKICHUS:
BeiOepuTe 0AMH MM HECKOIBKO OTBETOB:

A) Ioanuce

b) JlomkHOCTb nM11a, YTBEPAKIAIOLIETO JOKYMEHT

B) [leuats opranuzanuu

J1) Bussl cornacoBanus

5. Ilpukazamu 1o JIMYHOMY COCTaBY O(OPMIISIOTCS:

A) I'apanTtuiinble 00s13aTeNIbCTBAa OpraHU3aIUU

B) lomkHOCTD nH1Ia, YTBEPKAAIOUIETO JOKYMEHT

B) Ilpuém, nepeBos 1 yBOJIbHEHUE COTPYIHUKOB OPraHU3alMH
') AxTbl npuéma u nepeaun 00BHEKTOB

6. OcHoBHBIE QPYHKIIUH, KOTOpBIE obecneunBaet JJOVY:
A) miaHupoBaHue

B) opranmn3zanoHHO-pacnopsAUTENIbHAS 1EATEIbHOCTh
B) yuét u oTuétHOCTD, (DMHAHCHUPOBaHKE



7. HomeHkuaTypa Jen npeAcTaBisieT COOOM:

A) Criucok 3arojoBKOB (HaMMEHOBAHMI) JeJl, 3aBOIUMBIX Ha MPEANPUITHN C YKa3aHHEM UX CPOKOB
XpaHEHUs

b) I'apanTuiiabie TMCbMa OpraHu3aIuu

B) I'pud yrBepkaeHUs pyKOBOIUTENS OpraHU3auu

I') Cpoku xpaHeHUsT JOKYMEHTOB

8. biank nokymeHTa — 3TO:

A) HecTaHIAPTHBIN TUCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJIMTCS TIOCTOSIHHAS UH(DOpMAaIHst
JIOKYMEHTA ¥ €CTh MECTO JIJIsl IEPEMEHHON HH (opMaliuu

B) cranmapTHbIil THCT OyMaru, Ha KOTOPOM BOCIIPOU3BOAMTCS MTOCTOSIHHAS MHGOpMAITUs
JIOKYMEHTA ¥ €CTh MECTO JIJIsl IEPEMEHHON HH (opMaliuu

B) npyroe

9. bnanku umetor nosns (corsacao 'OCT p 7.0.97-2016):

A) neBoe — 20 MM; paBoe 1 HWKHEe — He MeHee 10 MM; BepxHee — He MeHee 20 MM;

b) neBoe — 10 Mmm; mpaBoe u HUXKHEe — HE MeHee 20 MmM; BepxHee — He MeHee 10 MM,

B) neBoe — 20 Mmm; npaBoe He MeHee 10, HikHee — He MmeHee 20 MM; BepxHee — He MeHee 20 MMm;

10. PekBU3UT — 00s3aTENbHBIN JIEMEHT:
A) npucyiuii onpeaeaeHHOMY BUY 10KYMEHTA;
b) npucymuii ToIbKO OpraHu3alMOHHON JOKYMEHTAIUH;
B) npucymuii Tosbko nuchbmam;

11. ®opmymsp-obpaszer — 310:

A) COBOKYITHOCTh HE PEKBH3UTOB, a MOJIUCEH

B) COBOKYITHOCTB PacroIOKECHHBIX B ONPEISICHHON OCISIOBATEILHOCTH PEKBU3UTOB, MIPHUCYIIIHX
BCEM BH/IaM JOKYMECHTOB;

B) HOMeHKI1aTypa e opraHu3anuu

12. K pacriopsauTeasHBIM TOKYMEHTaM, H3/1aBa€MbIM B YCIOBUSX €MHOIMYHOTO
HPUHATHS PEILIEHUs], OTHOCATCS:

A) nenoBble TUCbMa

b) npuka3sl

B) noxnagnbie 3anmucku

13. TpebGoBanusi, MpeabABIsIEMbIE K JJOKYMEHTOOOOPOTY:

A). IpSIMOTOYHOCTh  JIBU)KEHUSI JOKYMEHTOB (JOKYMEHT KpaTyalllluM @yTeM Momajaer K
MCIIOJTHUTEIII0, BO3BpATHBIE IIEPEMELICHUS] IOKYMEHTOB UCKIIIOUYEHB);

b) pacnpeneneHue AOKyMEHTOB MEXIY PYKOBOJUTEISIMM U CIEHUATUCTAMU COIJIACHO MX
(GyHKIIMOHAJIbHBIM 00S3aHHOCTSIM;

B) HeoOxoaumoe mnepemenieHHe AOKYMEHTOB (1yOiMpoBaHuUe, JIMIIHUE WHCTAHIMM M JACUCTBUS
UCKJTIOYEHBI) U €IMHOO0pa3ue MaplipyTa ABHKEHUS JOKYMEHTOB U TEXHUYECKHX OIepaluii ¢ HUMH,
OJIHOKPaTHOCTh Ka)X/10H ONepanuu;

I') Bce BhILIENIEpPEYHCIIEHHBIE

14. Jlna kakoro BuJa TOKyMeHTa pekBU3UT «HamMeHoBaHMe BUa JOKYMEHTA» HE YKa3bIBAETCS:
A) BBIIIUCKA U3 IPOTOKOJIA;

b) nenosas 3anucka;

B) nucemo;

I') otuér.



15. I'ne xpassTces nena no UCTEYEHUH CPOKA TEKYILErO XPAHEHHUS:
A) B apxuBe;

b) y pykoBoauTens opranusaiuy;

B) y cexperapst pykoBOAMTENSI OpraHU3aLUY;

I') momiesxat aHHYJIMPOBAHUIO.

7.3 MeToanuecKue MATEpPHAJLI, ONpeaeJasiionye Npoueaypbl OICHHBAHUA 3HAHMWI,
VMEHHI, HABLIKOB U (MJIH) ONBITA 1eATEJILHOCTH

Bce 3aanus, ncnoabp3yeMble 1S TEKYIIEro KOHTPOIst (POPMUPOBAHHS KOMIIETCHIIMNA YCIOBHO
MO>KHO Pa3JIeJIUTh Ha JIBE IPYIIIIbL:

1. 3agaHus, KOTOpblE B CHIIy CBOMX OCOOCHHOCTEH MOTYT OBITh PEaJM30BaHBI TOJIBKO B
npouecce oOydeHHs Ha 3aHATUAX (HampuMep, AUCKYCCHUS, KPYIJIbIA CTOJ, JUCIYT, MHHH-
KOH(pepeHIHs);

2. 3a/laHus, KOTOpBIE JOMOJHSAIOT TEOPETUYECKHE BOMPOCHl (IPaKTHUECKHUE 3aJaHus,
pOo0JIEMHO-aHATUTUYECKUE 3aJaHUs, TECT).

BrimonHeHue Bcex 3a1aHui SBISETCS HEOOXOIMMBIM U1 (POPMHUPOBAHUS U KOHTPOJIS 3HAHUH,
YMECHHI M HaBBIKOB. [lo3TOMy, B cllyduae HEBBINIOJIHEHUS 3aJlaHUi B TIpoIlecce OOydeHHs, UX
HEO00X0UMO «OTpadoTaTh» /10 3auera (3k3aMeHa). Bun 3amanuii, KoTopble HEOOXOIMMO BBITIOJIHUTh
JUISL JIMKBUJIAIUY «33JI0JKEHHOCTHY OINPENIEIAECTCS B MHIUBUAYAIBHOM MOPSAJKE, C YIETOM MPUYKH
HEBBIIIOJIHCHMUS.

1. TpeOGoBaHMe K TEOPETHYECKOMY YCTHOMY OTBETY

Onenka 3HaHWi mpeanoiaraer aAuQQepeHIUpPOBaHHBIA IMOAXON K CTYICHTY, y4Ye€T €ro
UH/IMBU/YAJIHBIX CIIOCOOHOCTEH, CTENEeHb YCBOGHHS M CHUCTEMATH3allMM OCHOBHBIX IOHATHH MU
K&TGFOpI/Iﬁ 10 AUCLIMITIINHE. KpOMe TOIro, OI€CHUBACTCA HE TOJIBKO FJIy6I/IHa 3HAHHUHN MMOCTaBICHHBIX
BOIIPOCOB, HO U YMEHHE HCII0JIb30BaTh B OTBETE MpaKTUUeCKUui MaTepuas. OLeHUBAaeTCs KyJlbTypa
peuu, BiaJieHne HaBbIKaMi OpaTOpPCKOro HCKYCCTBA.

Kpumepuu oyenusanus: mocnenoBaTeIbHOCTb, MOJHOTA, JIOTUYHOCTh HW3JI0XKEHHUS, aHAIHU3
pa3NMYHBIX TOYEK 3PEHUs, CaMOCTOSATENbHOE O0000IIeHHe MaTepuala, HMCIOJIb30BaHHE
npodecCHOHATBHBIX TEPMHMHOB, KYJIbTYpa peYM, HABBIKM OpaTOPCKOTO HMCKyccTBa. M3moxeHue
MaTepuaia 0e3 (pakTHUeCKHUX OLINOOK.

OneHka «omauyHO» CTaBUTCA B cily4yae, KOIJa MaTepual Hu3jaraercs MCYepIbIBaIolIe,
MOCJIEI0BATENbHO, TPAMOTHO U JIOTUYECKH CTPOMHO, MPU 3TOM PACKPBHIBAIOTCS HE TOJIBKO OCHOBHbIE
HOHATHUS, HO W aHAJIM3UPYIOTCA TOYKM 3PEHUS Pa3IUUHBIX aBTOpoB. OOyudaroumiics He
3aTPYAHSAETCS C OTBETOM, COOJIIOAET KYJIBTYPY PEUH.

OneHka «xopouio» CTaBUTCS, €CIM OOYyYarolUiics TBEpPIO 3HAET MaTepuaj, FPaMOTHO U IO
CYLIECTBY M3JIaraeT €ro, 3HaeT IMPaKTUYECKyl Oa3zy, HO IPpH OTBETE Ha BOIPOC JOIMYCKAeT
HECYUIECTBEHHBIE MIOIPEIIHOCTH.

OneHka «ydosenemeopumenvHoy CTABUTCS, €CIIM OOYyYarOLIMiics OCBOMJ TOJIBKO OCHOBHOM
MaTepuai, HO He 3HAeT OTIAEIbHBIX AETajeH, TOMYyCKaeT HETOYHOCTH, HEAOCTATOYHO MPABUIIbHBIE
(OpMyYIHPOBKH, HapyllaeT IIOCIEJOBATEIBHOCTh B M3JIOKEHUM MaTepuana, 3aTpyAHSAETCS C
OTBETAMH, II0KA3BIBAET OTCYTCTBUE JOJKHOM CBSA3U MEXAY aHAJIM30M, apTyMEHTALMEN 1 BBIBOJIAMH.

OneHka «HeyoogremeopumenvHoy CTAaBUTCS, €CIM OOydaroluiics He OTBEYaeT Ha
MIOCTaBJIEHHBIE BOIIPOCHI.

2. TBopueckue 3a1aHus

Occe — 9210 HeOompIas MO 00beMy MHCBMEHHas paldoTa, codYeTaromias CBOOOIHBIC,
CyOBEKTHUBHBIE PACCYKJIEHUS TIO OMpEACTICHHON TeMe C JJIeMEHTaMH HAy4YHOro aHanmm3a. Tekct
JOJDKEH OBITh JIETKO YHMTaeM, HO HE0OXOIuMO H30erarb HApOYMTO Pa3sTOBOPHOIO CTWIIS, CJIEHTa,



mabiaoHHbIX ¢pa3. OO0beM 3cce cocTaBisieT mpuMepHo 2 — 2,5 crp. 12 mpudTtoM ¢ ogMHAPHBIM
UHTEpBaIOM (0€3 ydera TUTYJILHOTO JICTA).

Kpumepuu oyenusanus - ouieHKa y4uTHIBAET COONIOIEHUE KAHPOBOH crielin(PUKH dcce, HaTu4Ke
JIOTUYECKOU CTPYKTYpPHI MMOCTPOCHUS TEKCTA, HAIMYME aBTOPCKOM MO3ULIMH, €€ HAYyYHOCTb M CBSI3b C
COBPEMEHHBIM MTOHMMAaHHEM BOIIPOCA, a/IeKBATHOCTh apryMEHTOB, CTHJIb M3JIOKEHUS, o(opmieHue
pabotel. Cremyer NMOMHUTH, 4TO MPSAMOE 3aMMCTBOBaHHME (0e3 odopMieHHs IUTAT) TEKCTa W3
HuTepHeTa miu 3JeKTPOHHON OMOIUOTEKN HEIOMYCTUMO.

OneHka «omauyHO» CTAaBUTCS B CIydae, KOT/Ia ONpEACNsAeTCA: Haludue JIOTHYECKOU
CTPYKTYpbl TOCTPOCHHSI TEKCTa (BCTYIUIEHHE C TOCTAHOBKOM MpOOJIeMbl; OCHOBHAs 4acThb,
pas3jieJieHHass MO0 OCHOBHBIM HJEsIM; 3aKIIOUYEHHE C BBIBOJAMH, IMOIYYEHHBIMH B pe3yibTare
paccyX/IeHus); HaJIUuue YETKO OMNPEICICHHOM JIMYHOW IMO3UIUU IO TEeME 3CCe; aJleKBaTHOCTh
apryMEHTOB NPy 00OCHOBAHUY JIMYHOM MO3HIINHU, CTHIIb U3JI0KCHUS.

OrueHka «xopouioy CTaBUTCA, KOTAa B LEJIOM ONPEENISIeTCs: HATMYKE JIOTHUECKON CTPYKTYPhI
MOCTPOCHHS TEKCTa (BCTYIUIEHHE C IOCTAHOBKOM NpoOJeMbl; OCHOBHAs 4YacTh, pa3feiiCHHAs II0
OCHOBHBIM HJIESIM; 3aKJIIOUYEHHE C BBIBOJIAMH, MOJIYUEHHBIMH B Pe3yJbTaTe PacCyKICHHS); HO HE
IPOCIICKUBACTCS] HAIMYME YETKO OIMpPENeNICHHON JMYHOW MO3UIMU 10 TEME 3CCe; HE JOCTaTOYHO
apryMeHTOB IIpU 0OOCHOBAHUHU JIMYHOM MMO3UIINU.

OueHnka «yoosnemeopumenvpHoy CTAaBUTCS, KOTrAa B IICJIOM OIpENeNsIeTcs: HaJndue
JIOTUYECKON CTPYKTYpPBI MOCTPOCHHS TEKCTa (BCTYIUICHHE C TMOCTAHOBKOW MPOOJIEMBbI; OCHOBHAsS
4acTh, pa3/ieIeHHas I0 OCHOBHBIM HJesM; 3aKiroueHue). Ho He mpociexuBaroTcs 4eTKUe BBIBOJIBI,
HaApPYIIAETCs CTHIIb U3JI0KEHUSI.

OneHka «Hey0osnemeopumenbHo» CTaABUTCS, €CIIA HE BBITIOTHEHBI HUKAKUE TPEOOBaHMUS.

3. TpeGoBaHue K pelIeHUI0 CUTYALIMOHHOM, MP00JIeMHOI1 3a1a4u (Keiic-u3MepuTeIn)

CTyneHT 0JIKEeH yMETh BBIJICIUTH OCHOBHBIE MOJIOKEHUS U3 TEKCTa 3a/1a4M, KOTOPbIE TPEOYIOT
aHaJIM3a U CIIyKaT ycJIOBUSAMU peleHus. Mcxois 13 IoCTaBIeHHOIO BOIpoca B 3a/1a4€e, MOMbITaThCs
MaKCHMaJIbHO TOYHO OMPECIUTh MPOOIEMY U COOTBETCTBEHHO PEIIUTH €€.

3ajaun JOJDKHBI peliaTbesl CTyJeHTaMHM NMUCbMEHHO. Ilpu pemieHuu 3amay Takke Ba)XKHO
MPAaBHIBHO CPOPMYIUPOBATH U 3aIMCATh BOIIPOCHI, HAUMHAS ¢ Oojee 00IUX U, KOHYas YACTHBIMHU.

Kpumepuu oyenusanusi — OUEHKAa yYUTBHIBAET METObl M CPEJCTBA, HCIOJIb30BAaHHBIE NpPU
pELIeHUH CUTYallMOHHOM, MPpOoOIeMHO 3a/1auH.

OueHka «omauyHO» CTaBUTCS B cllydae, Korja OOy4aromMiicsl BBHINOJHWI 3aJlaHue (pPerni
3aady), HCHOJb3ys B IIOJHOM OObEME TEOPEeTHUECKHUE 3HAaHUS U TPAKTHUECKUE HaBBIKH,
MOJIYYCHHBIE B MPOIecce OOyICHHUS.

OrneHka «xopoutoy CTaBUTCS, €CIM 00y4JarOLIUiics B 1IEJIOM BBIMOJIHUI Bce TPeOOBaHUS, HO HE
COBCEM YETKO OMNpEeseTcs ONopa Ha TEOPETUYECKHE IOJIOKEHHUS, H3JI0KEHHbIE B Hay4yHOM
JUTEpaType MO0 JAHHOMY BOIIPOCY.

OueHka «yooenemeopumenbHoy CTABUTCS, €CIU OOydYaroLIUICs MOoKa3al MOJOKUTEIbHbIE
pE3yJIBTaThI B IIPOLIECCE PELICHMS 3a1a4H.

OueHka «neyoogremeopumenvbHoy CTaBUTCA, €CIAM OOy4YaloLIMHCS HE BBIIOJHUI BCE
TpeGoBaHusI.

[Tpu peanuzanuu nporpammel ¢ npumenenneM J1OT:

CTyaeHT 10JIKEeH YMETh BBIAETUTH OCHOBHBIE ITOJIOKEHUS U3 TEKCTA 33/1a4H, KOTOpbIE TPEOYIOT
aHaJIM3a U CIIyXKaT yCIOBUsAMH peteHus. Mcxod u3 mocTaBIeHHOro BOIpoca B 3a/1a4€e, MOMbITaThCS
MaKCHUMAaJIbHO TOYHO OIPEIETUTh MPOOJIeMy M COOTBETCTBEHHO PELIUTH €e.

3amaun JTOJDKHBI peliaThesi CTYAEHTaMHM NUCbMeHHO. [Ipu pemieHHM 3amad TakkKe Ba)KHO
NPaBUIBHO CPOPMYIUPOBATH U 3aIIUCATh BOMPOCHI, HAUWHAs ¢ Oosee O0IMKX U, KOHYasi YaCTHBIMU.

Kputepun olieHMBaHHSA — OIIEHKA YYHUTHIBA€T METOJBI U CPEJICTBA, HCIIOJIb30BAHHBIE IMPHU
pELIeHUH CUTYallMOHHOM, MPOoOIeMHO 3a/1a4H.

OneHka «BBIMOJIHEHO» CTaBUTCS B cillydae, €CIM OOy4aroluiicss moka3an MOJIOKUTEIbHbIE
pe3ysbTaThl B MpoOIecce pEeIIeHus 3aJa4dd, a UMEHHO, KOraa OOydyaroIMHCs B II€JIOM BBITOJHUII
3ajaHue (peu 3ajady), UCIoib3ysd B MOJTHOM O0ObEME TEOPETUYECKUE 3HAHHS U MPAKTUUYECKUE



HaBBIKH, TIOJTY4YEHHBIE B ITpoLiecce 00yUeHMs.
OreHKa «HE BBIIOJIHEHO» CTAaBUTCS, €CITU 00YYAIOLIUIICS HE BBITOJIHIII BCe TPEOOBAHUSI.

4. NHTepaKkTHUBHBIE 3a]aHUSI

MexaHu3M NMPOBECHUS JIUCIYT-UTPHI (POJICBOM (Z1€7I0BOI) UTPHI).

HeoGxoauMo pa3duThCsi Ha HECKOJIBKO KOMAaHJ], KOTOPBIE MOJDKHBI MOOYEPETHO BBICKA3aTh
CBOC MHEHHE M0 KaXKJIOMY H3 3aJaHHBIX BOIPOCOB. MHEHHE BBICKA3bIBAIOIICHCS KOMAaH/IbI
3aCUMTHIBACTCS, €CJIM TPOTHUBOMOJOXKHAS KOMaHAa HE OINPOBEPTHET €ro KOHTPapryMEHTaMHU.
KomaHna, ybe MHEHHE 3aCUMTAHO KaK BEpHOE (HE MOIYYHIIO YOCAUTEIbHBIX KOHTPAPTYMEHTOB OT
IPOTHBOIOJOXKHBIX KOMaHJ), Noiy4daeT ojuH Oami. Komanma, ompoBeprHyBIIasi MHEHHE
MPOTHBOIOJIOXKHONH KOMaH/Ibl CBOMMH KOHTPapryMEHTaMH, TakxkKe moirydaet oquH 6ayt. [looexmaer
KOMaH/1a, MOJyYHBILAs MAKCUMAaIbHOE KOJIMYECTBO OAIIIOB.

PoneBas urpa kak mpaBmio umeeT (adyny (CUTyanuio, Ka3yc), pacupelelisioTCs POJIH,
MOArOTOBKA OCYIIECTBIISAETCS 3a 2-3 HEJIENU 0 IPOBEIECHUS UTPHI.

Kpumepuu oyenusanus — OICHUBAIOTCS JCUCTBHUS BCEX YYaCTHHUKOB Tpymmbl. [ToHnMaHue
po0JIeMbl, BBICKA3bIBAHHS U ICHCTBUSA ITOJHOCTHIO COOTBETCTBYIOT 3a/1aHHBIM I1eisiM. COOTBETCTBHE
peabHON JIEHCTBUTEIBHOCTH PEIICHUH, BRIPA0OOTAHHBIX B XOJI¢ UIPbl. BiajeHue TepMUHOIOTHEH,
JIEMOHCTpAIHS BIJACHUS YI€OHBIM MaTepPHaJIOM 110 TEME UTPHbI, BIIaJICHUE METOAaMU apTyMEHTAIIHH,
yMeHue paboTath B rpymre (YMEHHE CIIylaTh, KOHCTPYKTUBHO BECTH Oecely, YOexK1aTh, yIIPaBIIsATh
BpeMeHeM, OECKOH(MIMKTHO OOIIATHCS), JOCTHKEHHE UTPOBBIX LIEJIeH, (COOTBETCTBHE POIH — MpPH
pOJIeBOI Urpe). SICHOCTB M CTHIIb U3JI0KCHUSI.

OneHka «omauyHO» CTAaBUTCS B CITy4ae, BHIIOJTHEHUS BCEX KPUTEPHEB.

OueHka «xopowio» CTaBUTCS, €CIM OOydYaroIIuecs B LEIOM JAEMOHCTPUPYIOT MOHUMaHUE
npoOJIeMbl, BBICKa3bIBaHUS U JIEHCTBHS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM LIENsAM. Pemienus,
BbIpAOOTaHHBIC B XOJI€ WUIPHI, INOJHOCTHIO COOTBETCTBYIOT peajbHOW jAelcTBUTENbHOCTH. Ho
HEKOTOphIe OOBSICHEHHUS] HE COBCEM apryMEHTHPOBAHBI, HAPYIICHB HOPMBI OOIICHHS, HapyIICHBI
BPEMEHHBIC PAMKH, HAPYIICH CTHUIIb H3JI0KEHHSL.

Onenka «y0oeiemgeopumenvHoy CTAaBUTCA, €CIU OOydYarommecs B IIEJIOM JEMOHCTPHUPYIOT
MIOHMMaHHUE MPOOJIEMbI, BBICKA3bIBAHHS M JICHCTBHS B II€JIOM COOTBETCTBYIOT 3aJIaHHBIM IICIISIM.
OpHako, pemieHWs, BBIPAaOOTaHHBIE B XOJE€ WIPHl, HE COBCEM COOTBETCTBYIOT pEaIbHOMH
neiictButensHOCTH. HekoTopble 00bsCHEHNS HE COBCEM apryMEHTUPOBaHbI, HAPYIIEHbl BpEMEHHBIE
paMKH, HapyIIeH CTUIIb W3JI0KCHHUS.

OreHka «Hey0061emeopumenbHoy CTaBUTCS, €ClIM 00yJarolecs He TOHUMAOT Ipo0iaeMy, uxX
BBICKa3bIBaHUS HE COOTBETCTBYIOT 3aJ[aHHBIM IIEIISIM.

5. KomniekcHoe npod/1eMHO-aHATUTHYECKOE 3a/laHNe

3agaHne HOCUT NMPOOJIEMHO-aHATTMTUYECKHUH XapaKTep U BhIMOJIHACTCS B TpU 3Tana. Ha nepsom
U3 HUX HEOOXO0/IMMO 03HAKOMHUTHCS CO CIIEUAIbHOMN JIUTEPATypOH.

LlenecooOpa3HO Takke MOBTOPUTH YUe€OHbIE MaTepHallbl JIGKIUH U CEMUHAPCKUX 3aHATHH 1O
TE€MaM, B paMKax KOTOPBIX MpeAJIaraeTcs BbIIOJHEHNE JAHHOTO 3a/laHusl.

Ha BTOpoM 3Tare BBINOIHEHUS pabOThl HEOOX0IMMO c(HhOpMYITUPOBATh IPOOIEMY U U3TOKHUTh
AaBTOPCKYIO BEPCHIO €€ PEIICHHUs, Ha OCHOBE MOJIYYEHHON Ha MepBOM 3Tare HHPOpMaIuu.

Tpetuii stanm paboThl 3akio4yaercss B (OPMYIMPOBKE COOCTBEHHOM TOYKHM 3peHHs IO
npobneme. PesynbTaT Tperbero stama ohopmIIsIeTCs B BUIE aHATUTHIECKOM 3anmucku (00bem: 2-2,5
ctp.; 14 mpudrt, 1,5 unrepan).

Kpumepuii oyenusanus - OUEHKa YUUTHIBACT: MOHUMaHHE MPOOJIEMBbI, YPOBEHb PAaCKPBITHS
MOCTaBJIEHHOW NMPOOJIEMBI B TNIOCKOCTH TEOPUU U3Y4aeMOW JUCIUILIUHBI, yMEHHE (POPMYIUPOBATH
U apTyMEHTUPOBAHO MPEACTABIATH COOCTBEHHYIO TOUKY 3pEHUS, BHIIOJIHEHNE BCEX ITANIOB PaOOTHI.

OneHka «omauuyHO» CTaBUTCS B cCllydae, KOrja OOYYarolIUiiCs JNEMOHCTPUPYET IOJHOE
MOHMMAaHUe POo0JIeMbl, Bce TpeOOBaHMsI, IPEABSBISAEMbIE K 33JaHUIO BBITTOJIHEHBI.

OreHka «xopoutoy CTaBUTCS, €CIM 00YyUYaIOIIMICS JEMOHCTPUPYET 3HAUUTENIbHOE TOHUMaHHe
npo0iieMbl, Bce TpeOOBaHUS, MPEAbSIBISIEMbIE K 33JAHUIO BHITTOJIHEHBI.



OueHka «yoosiemeopumenbHo» CTaBUTCS, €CIM O0YYaIOLIUICs, JEMOHCTPUPYET YaCTUUHOE
MOHUMAaHUE TPOOJIEMBI, OOJBITMHCTBO TPEOOBAHUIMA, TPEIBABISEMBIX K 33JJaHHUIO, BHITOJHEHBI

OueHka «HeyoognemeopumenbHo»  CTaBUTCA, €CIUM  OOy4YaloIIUHCA  JIEMOHCTPUPYET
HEMOHUMaHWE TIPOOJIEMbI, MHOTHE TPEOOBaHHUSI, TPEIBSIBISEMbIC K 3aJJAHUIO, HE BBIITOJIHEHBI.

IIpu peanuzanuu nporpammsel ¢ npumenenuem J1OT:

CTyIeHT IOJKEH yMETh BBIJICIIUTH OCHOBHBIE MTOJIOKECHUS M3 TEKCTA 3a/1a49H, KOTOPBIE TPEOYIOT
aHaJIM3a U CIIyXKaT yCIOBUSAMU peteHus. Vcxo/is 13 MOoCTaBJICHHOI0 BOMpOca B 3a/1a4e, MOMbITaThCs
MaKCHUMaJIbHO TOYHO OMPEICIUT MTPOOJIEMY U COOTBETCTBEHHO PEIIUTH €€.

3amaun JTOJDKHBI peliaThCsi CTyJAEHTaMHM NHUCbMEHHO. [Ipu pemieHUH 3a7ay TakKe Ba)KHO
MPABUIILHO CPOPMYITHPOBATH U 3aIHCATh BOMIPOCKHI, HAUHHAS ¢ O0Jiee OOMUX U, KOHYAs YACTHBIMHU.

Kputepun olieHMBaHHSA — OIIEHKA YYHUTHIBAET METOJBI U CPENCTBA, HCIIOJIb30BAHHBIE IMPHU
PEIICHUHU CUTYallMOHHOM, TPOOJIEMHOM 3aauH.

OrneHka «BBIMOJIHEHO» CTaBUTCS B cllydae, €CIM O0y4aromuiicss moka3an MOJIOKUTEIbHbBIE
pe3yJbTaThl B IMPOLIECCE PELICHUS 33Jaud, a UMEHHO, KOI/a OOYyYaroIMiCsS B LEJIOM BBIIOIHUII
3ajaHue (peu 3ajady), UCIOoib3ysd B IMOJTHOM O0bEME TEOPETUYECKUE 3HAHHS U MPAKTUYECKUE
HaBBIKH, IMOJYyYEHHBIE B IIpoLiecce 00ydeHUsI.

OreHKa «He BBINOTHEHO)» CTABUTCS, €CJIM 00YUYaOIIMNACs HE BBIIOJIHUI Bce TPeOOBaHUSI.

6. UccaenoBaTebCKUid MPOEKT

Hccnedosamensckuii npoekm — TPOCKT, CTPYKTypa KOTOPOTo HpuOIMKeHa K ¢opmary
HAyYHOTO WCCJIEIOBAaHUS M COJAEPXKHUT JIOKa3aTelbCTBO AaKTYalIbHOCTH W30pAaHHOW TEMBI,
oTIpeNieNieHne HaydYHOW MPoOJIeMBl, peaMeTa U 00BEeKTa UCCIICAOBAaHMS, LeJel U 3a/1a4, METO/IOB,
HMCTOYHUKOB, HcTOpuorpaduu, 0000I11IeHre Pe3yTbTaTOB, BHIBOJIBI.

Pe3ynbTaThl BBITIOJTHEHHUS HCCIEIOBATENILCKOTO MpoeKkTa odopmisieTrcs B Buae pedepara
(o6wem: 12-15 crpanun; 14 mpudt, 1,5 uaTepBan).

Kpumepuu oyenusanus - NOCKOJIbKY CTPYKTypa HCCJIEI0BATENLCKOIO IPOEKTa MAaKCUMaIbHO
npulImKeHa K dbopMaTy HAyYHOTO HCCIEIOBAHMS, TO MPH BHICTABICHUU YUHUTHIBACTCS
JI0Ka3aTeNIbCTBO aKTYaIIbHOCTU TEMBI HCCIIEA0BAaHNUs, ONIPEIEIICHNE HAyYHO! Tpo0sieMbl, 00BbEKTa U
npeaMeTa UCCIeNOBaHMs, Ieied W 3a7ad, UCTOYHUKOB, METOJIOB HCCIEOBAaHUS, BbIIBI)KEHUE
TUIOTE3bl, 00O0OIIEHHE pe3yabTaTOB U (POPMYIHPOBAHUE BBIBOJOB, O0O3HAYEHHE IEPCIEKTUB
JAJIIBHENUIIETO UCCIIEA0BAHHUS.

OueHka «omauynO» CTAaBUTCS B cllydae, Korjga oOydarouuics IEMOHCTPHUPYET IOJHOE
NOHMMaHHe NpoOJIeMbl, Bce TpeOOBaHMsI, IPEAbIBISEMbIE K 3a/1aHUI0 BHIITOJHEHBI.

OrneHka «xopouto» CTaBUTCSA, €CIIM 00y4arOIUNCs JEMOHCTPUPYET 3HAUNTEIbHOE TIOHUMaHue
npo0JeMbl, Bce TpeOOBaHMsI, IPEIbBIsSEMbIE K 3alaHUIO BHIIIOJTHEHBI.

OueHka «yoosremeopumenvHoy CTaBUTCS, €CIU O0yYaIOUIUIiCs, JEMOHCTPUPYET YaCTUUHOE
NOHUMaHHe MpoOJIeMbl, OOJIBIIMHCTBO TPEOOBAHUN, IPEABSABIAEMbIX K 33JaHNI0, BBIITOJTHEHbI

OueHka «neyoogremeopumenvbHoy»  CTaBUTCA, €CIU  OOydaloIIuics  JIEMOHCTPUPYET
HEMOHUMaHue MpoOJIeMbl, MHOTHE TPeOOBaHUs, IPEIbBIsAEMbIE K 33/IaHUI0, HE BBIITOJIHEHBI.

7. UHdopmannoHHBINH NPOEKT (MPe3eHTALUSA):

Hughopmayuonnsiit npoekm — TPOEKT, HANPABICHHBIA HA CTUMYJIMPOBAHUE Y4ueOHO-
MI03HABATEJIbHOM JIeTENLHOCTH CTY/IEHTA C BBIPAXXEHHOM 3BpUCTUYECKOM HAlPaBI€HHOCTHIO (TIOUCK,
oTOOp U cucTemarusanus HHGopmauu 06 06bekTe, opopmIIeHHE ee A Tpe3eHTaun). TorossiM
IPOJYKTOM IPOEKTa MOKET OBITh MMCHbMEHHBIN pedepaT, HIeKTPOHHBIN pedepar ¢ WILTIOCTpalsIMy,
CIIaliI-1I0y, MUHH-(UIIEM, TIPE3SHTAINS U T.JI.

WNupopMaloHHBIii TPOEKT OTIAMYAeTCs OT HCCIIENOBATEIbCKOTO MPOEKTa, IOCKOJIBKY
MIPEICTaBISET OO0 Takyto (hopMy yaeOHO-TIO3HABATEILHON JAESITEIPHOCTH, KOTOPAst OTIUIALTCS SIPKO
BBIPA)KEHHOM 3BPUCTUYECKOMN HAIPABIEHHOCTBIO.

Kpumepuu oyenusanus - Ipu BEICTaBJICHUN OIIEHKU YYUTHIBACTCS CaMOCTOSITEIBHBIN TTOHCK,
oTOOp M cucTeMaTu3alusi HWHPOPMALUHU, PpacKpbITHEe Bompoca (MpoOIeMbl), O3HAKOMIIEHHUE
CTYJEHYECKON aynuTopuu ¢ 3Tod uH(popmauuei (mpeacraBieHue MHGOpMaAIUu), €€ aHaIu3 M



00606m1eHne, ohopmIIeHHE, TTOTHBIE OTBETHI HA BOIPOCHI ayAUTOPUH C TIPUMEPAMH.

OrneHka «omau4HO» CTABUTCSA B CITydae, KOra 00ydaronIniics MOJTHOCTBIO PACKPBIBAET BOIIPOC
(mpobiiemy), mpeacTaBisier HWHGOPMAIMIO CHCTEMATU3HPOBAHO, IOCIENIOBATEIbHO, JIOTUYHO,
B3aMMOCBSI3aHO, HCHOJB3yeT Oonee 5 mpodecCHOHANBHBIX TEPMUHOB, IIUPOKO HCIOJIB3YET
WH(POPMAIIMOHHBIC TEXHOJIOTHH, OIIMOKU B MHPOPMAIMU OTCYTCTBYIOT, Ja€T IMOJHBIC OTBETHI Ha
BOIIPOCHI ayTUTOPHH C TIPUMEPAMH.

OneHka «xopowto» CTaBUTCS, €CIM OOydYalOUIMICS pacKpbhiBaeT Bompoc (mpodiemy),
npecTaBsieT WH(GOPMAIMIO CHCTEMAaTU3UPOBAHO, MOCIENOBATENbHO, JIOTUYHO, B3aHMMOCBS3aHO,
UCTIONB3YeT Oojiee 2 MpOoecCHOHATBHBIX TEPMHUHOB, JOCTATOYHO HCHOJB3yeT HMH(OpMAIOHHBIC
TEXHOJIOTUH, JIOMyCcKaeT He Oosiee 2 OmMOOK B M3JI0KEHUH MaTepUala, 1aeT MOJTHbIE UM YaCTUYHO
MIOJTHBIE OTBETHI HAa BOMPOCHI Ay TUTOPHH.

OneHka «yoogremgopumenvHoy CTAaBUTCA, €CIU OOydYalOUIMiiCs, PAcKpBIBAeT BOIMPOC
(mpo0iieMy) He TOJHOCTBIO, TPEACTaBIsieT WH()OpPMAIUI0 HE CHCTEMAaTU3UPOBAHO U HE COBCEM
MIOCJIEIOBATEIBHO, MCTONB3YyeT 1-2 mpodecCHoHaNbHBIX TEPMUHA, HCIIONB3YeT MH(pOpPMAIMOHHBIE
TEXHOJIOTUH, JTOMTycKaeT 3-4 OImMOKY B U3JIOKEHUN MaTepHalia, OTBEUACT TOJILKO Ha 3JICMEHTapHBIC
BOIIPOCHI ayTUTOPHH O€3 MOSICHEHUH.

OneHka «HeyodosiemeopumenbHoy CTABUTCS, €CIM BOIPOC HE PACKPBIT, MpPEJCTaBICHHAs
UHpOpPMAaLKS JIOTHYECKH HE CBSA3aHA, HE MCIIOJIB3YIOTCS MPO(EeCCHOHATBHBIE TEPMHUHBI, JOMYCKAeT
Oosee 4 omMOOK B M3JIOKEHUHM MaTepualia, He OTBEYAeT Ha BOIPOCHI ayIUTOPHH.

8. JluckyccuOHHbBIE MPoueaypbl

Kpyenviti cmon, ouckyccus, noaemuxa, oucnym, oebamovl, MUuHU-KOH@epeHyuu SBISIOTCS
CpeICTBAaMHU, IMO3BOJISIONIMMHU BKIIFOUUTH 00YYAIOIIMXCS B MPOIIeCC 0OCYKISHHS CIIOPHOTO BOIIPOCa,
npoOJIeMBbl U OLEHUTh UX YMEHHE apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3pEHUs. 3a/laHue JaeTCs
3apaHee, OMpeeIeTCss KPyT BOMPOCOB i 00CYKICHHUS, TPYIIIbI Y4aCTHUKOB 3TOTO 00CYXKICHUSI.

JIMCKyCCHOHHBIE TPOLIEAYPHI MOTYT OBITh HCIIOIB30BAHbI ISl TOTO, YTOOBI CTYIACHTHI:

— JIydllle TIOHSUTM yCBOSIEMbII MaTepuas Ha (OHE pa3HOOOpa3HBIX MO3MIMK U MHEHUH, HE
00513aTEIIHO JOCTHUTasi O0IEr0 MHEHUS;

— CMOTIJIM MTOCTHYb CMBICT U3y4aeMOro MaTepualia, KOTOPbId HHOTa YyBCTBYIOT MUHTYHTHUBHO,
HO HE MOTYT BBICKa3aTh BEpOAJIbHO, YETKO W SICHO, MJIM KOHCTPYHMPOBATh HOBBIH CMBICI, HOBYIO
HO3HILIUIO;

— CMOTJIU COTJIACOBATH CBOIO MO3UIIHIO MITH JCHCTBUSI OTHOCHTEIBHO 00CYKIaeMOM TPOOIIEMBI.

Kpumepuu oyenueanuss — o1eHUBAIOTCA JEHCTBUS BCEX YYaCTHMKOB rpymnmbl. [ToHMMaHue
poOJIeMBI, BBICKA3bIBAHHS U JICHCTBHS ITOJTHOCTHIO COOTBETCTBYIOT 3aIaHHBIM I1esisiM. COOTBETCTBHE
peanbHOM JIeHCTBUTEIBHOCTH PELICHUH, BBIPAOOTAaHHBIX B X0J/1€ Urpbl. BiajeHue TepMUHOIOTHEH,
JIEMOHCTpAIHS BIIJCHUS YI€OHBIM MaTepHAJIOM 110 TEME UT'PHI, BIaJCHHE METOJaMH apTyMEHTAIUH,
yMeHue paboTats B rpymrne (YMEHHe ClylaTh, KOHCTPYKTUBHO BeCTH Oeceny, yOexk1aTh, yIpaBIsiTh
BpeMeHEM, O0ECKOH(IMKTHO OOIAThCs), TOCTUKEHUE UTPOBBIX IleyieH, (COOTBETCTBUE POJIU — MpHU
poJIeBOM Urpe). SICHOCTB M CTHIIb U3JI0XKEHUS.

OrneHka «omau4HO» CTABUTCS B ClTydae, KOT/1a BCe TPeOOBaHMS BHIIOJIHEHBI B TOJTHOM 00beMe.

OneHka «xopoutoy» CTaBUTCS, €ClIM OOyyaromuecs B ILIE€JIOM JEMOHCTPUPYIOT TOHUMAaHHE
npoOJIeMbl, BHICKa3bIBaHUS U JICHCTBHS TOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IeNIsiM. Pemienws,
BbIpaOOTaHHBIE B XOJI€ HUIPHI, HOJHOCTHIO COOTBETCTBYIOT peajabHON aeWcTBUTEenbHOCTH. Ho
HEKOTOphIe OOBSICHEHHUSI HE COBCEM apryMEHTHPOBAHBI, HAPYIICHHI HOPMBI OOIIEHWMsI, HApYyIICHBI
BpPEMEHHbBIE PaMKH, HAPYIIEH CTUIIb U3JI0KEHHS.

OneHka «y0oeiemgeopumenvbHoy CTABUTCS, €CIU OOydYaromIuecs B IEJIOM JIEMOHCTPHPYIOT
NOHUMaHHUE MPOOJIEMBbI, BBICKA3bIBAaHUS M JICHCTBHUSA B 11€JIOM COOTBETCTBYIOT 3a/laHHBIM IIEJISIM.
OpHako, pemieHWs, BBIpAaOOTaHHBIE B XOJE€ WIPHl, HE COBCEM COOTBETCTBYIOT peaIbHOMH
neiictButenbHOCTH. HekoTopble 00BbsCHEHNS HE COBCEM apryMEHTHPOBAHbI, HAPYIIEHBl BPEMEHHBIE
PaMKH, HApyIIeH CTHIIb U3JI0KECHUSI.

OreHka «Hey0o61emeopumenbHoy CTaBUTCS, €CIIM 00yJarolrecs He TOHUMAOT Ipo0iaeMy, uxX
BBICKa3bIBaHUS HE COOTBETCTBYIOT 3aJ[aHHBIM IIEJISIM.



9. TectupoBanue

SIBisieTcst OAHUM U3 CPEACTB KOHTPOJIS 3HAHHUM 00y4aroIUXCs M0 AUCIUILINHE.

Kpumepuu oyenusanus — npaBWIbHBIA OTBET HA BOIIPOC.

O1ieHKa «omauyHO» CTAaBUTCS B cllydae, €CiIu paBWibHO BeIOJIHEHO 90-100% 3amanuii.

OrneHka «xopouio» CTaBUTCS, €CIIU MTPaBUIILHO BhINOJIHEHO 70-89% 3amanuil.

OueHka «yoosnemeopumenbHo» CTaBUTCS B Cilydae, €ClHM MpPaBWIbLHO BBINONHEHO 50-69%
3aJJaHUN.

OueHka «HeydogremeopumenbHoy CTaBUTCA, €CIM MPaBWIbHO BbIOTHEHO MeHee 50%
3aJJaHUN.

10. TpeGoBaHue K MMCbMEHHOMY ONPOCY (KOHTPOJIbHOH padoTe)

OueHuBaeTcs He TOJIBKO INIyOWHA 3HAHUM MMOCTABJIEHHBIX BOIPOCOB, HO U YMEHUE H3JI0KUTh
MUCHMEHHO.

Kpumepuu oyenusanus: 1mocieqoBaTeIbHOCTb, IMOJIHOTA, JIOTUYHOCTh HW3JIOKEHUS, aHAIU3
pa3IMYHBIX TOYEK 3pPEHHsI, CAMOCTOATEIbHOE 0000IeHne Marepuana. M3moxkenne Marepuana 6e3
(haKTHYECKUX OITHOOK.

OneHka «omauyHO» CTAaBUTCS B CIIy4ae, KOT/1a COOIOICHBI BCE KPUTCPHUH.

OneHka «xopouto» CTaBUTCS, €CIM O0yYarolUiicss TBEpAO 3HAET MaTepual, FPaMOTHO U IO
CYIIECTBY M3JIaraeT ero, 3HaeT NPaKTUIECKyIo 0a3y, HO JOMyCKAaeT HECYIECTBEHHbBIE TOTPEITHOCTH.

OneHka «ydosenemeopumenbHoy CTABUTCS, €CIIM OOy4YaroLUiics OCBOMJ TOJIBKO OCHOBHOM
MaTepHal, HO He 3HAeT OTJCNIbHBIX JIETAJICH, IOMYyCKaeT HETOYHOCTH, HEOCTaTOYHO MPABHIIbHBIC
(GbOpMyIUPOBKH, HapylIaeT IOCIEIOBATeIbHOCTh B HW3JIOKEHUU MaTrepuana, 3aTpyAHSEeTCs C
OTBETaMH, TIOKA3bIBACT OTCYTCTBHE JOJDKHOU CBSI3U MEX/y aHAJIM30M, apTYMEHTAIEH 1 BEIBOJAMH.

OneHka «HeyoogremeopumenvHoy CTAaBUTCS, €cad OOydarolMiics He OTBEYaeT Ha
MIOCTaBJICHHBIE BOIIPOCHI.

8. IlepeueHb OCHOBHOW M [ONOJHHUTEJbHOH y4eOHONH JIMTepaTypbl, HEOOXOAUMOI s
OCBOCHHUS TMCUMILUINHBI (MOYJIs1)

8.1. Ocnoenas yyebnas rumepamypa

1. Ky3nenona, 1. B. JlokymeHTHpOBaHHE yIpaBIeHUECKOH J1EATENbHOCTH: yueOHOE mocodue
st 6akanaBpos / U. B. Ky3uenosa, I'. A. Xauatpsin. — 2-e uza. — Mocksa: JlamkoB u K, Aii [1u
Op Menaua, 2021. — 240 c. — ISBN 978-5-394-03274-5. — TeKcT: 31eKTpOHHBIN // DNEKTPOHHO-
oubnuoreynas cucrema [PR BOOKS: [caiit]. — URL: https://www.iprbookshop.ru/99364.html

2. Kyznenosa, U. B. KonpuaennuansHoe 1el100pon3BOACTBO U 3aLIUIIEHHBIN 2JIEKTPOHHBIN
JIOKYMEHTO000poT: ydeOHoe mocobue st OakanaBpos / M. B. Kysnenosa, I'. A. XauatpsH. —
Mocksa: Al [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT: 31€KTPOHHBIH
// DNeKTPOHHO-ONOIMOTeYHAs cucremMa IPR BOOKS: [caiit]. — URL:
https://www.iprbookshop.ru/97083.html

3. Ky3nenona, 1. B. JlokymMeHTanimoHHOEe oOecleyeHne yrnpaBieHUs MepcoHaIoM: yueOHOe
nocobue st 6akanaspos / U. B. Ky3nernona, I'. A. Xauarpsin. — 2-e uza. — Mocksa: Jlamkos u K,
Al IIm Op Memma, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT: 2/IeKTpOHHBIN //
DNIEeKTPOHHO-OMOINOTEUHAS cucreMa IPR BOOKS: [caiT]. — URL:
https://www.iprbookshop.ru/83142.html

8.2. [lononnumenvuas yuebnas iumepamypa:

1. Hou, 1. H. KanpoBoe aemonpon3BOACTBO U KaJApPOBBIM yueT: yueOHoe mocooue / M. H.
HoBu. — Taranpor: TaraHporckuii ”HCTUTYT ynpaBieHHs U SKOHOMUKH, 2018. — 84 c¢. — Tekcr:
ANEKTPOHHBIM // DnekTpoHHO-OMOmmoreunas cuctema [PR BOOKS: [caiit]. — URL:
https://www.iprbookshop.ru/108082.html

2. CumonsH, P. f. JlokymMeHTaIlMOHHOE OOECTIEYeHNE CUCTEMBI YIPABICHUSI OpTaHU3AIMCH:



https://www.iprbookshop.ru/99364.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/83142.html
https://www.iprbookshop.ru/108082.html

yaeonoe nocobue / P. . Cumonsin. — CaparoB: A [Tu Op Memna, 2018. — 180 c. — ISBN 978-5-
4486-0167-5. — TekcT: 3MeKTPOHHBIH // DnekTpoHHO-O0nbmoTeunas cucrema [IPR BOOKS: [caiiT].
— URL: https://www.iprbookshop.ru/72458.html

3. CaraeBa, /. M. Cucrema MeHEI)KMEHTa KadecTBa: YINpPaBICHHE JOKYMEHTHUPOBAHHOM
nHpopmanueii: yaeonoe nmocoowue / JI. M. Cataea. — CapatoB: By3oBckoe obpazoBanue, 2018. —
108 c. — ISBN 978-5-4487-0295-2. — TeKcT: 371eKTpOHHBIH // DIIEKTPOHHO-OMOINOTEYHAs CUCTEMA
IPR BOOKS: [caiit]. — URL.: https://www.iprbookshop.ru/76991.html

4. Imutpuena, JI. U. JlokyMeHTaloHHOE OOECIeueHHe YMPABICHYECKON IesITeIbHOCTH:

yaeOnoe mocoouwe / JI. WU. JImurpuea, M. B. Py3aeBa. — HoBocubupck: HoBocubupckuit
roCyJapCTBEHHBIN TexHudyeckuil ynuepcutet, 2019. — 100 c. — ISBN 978-5-7782-4029-2. —
Texkcr: anexTpoHHBI // DnekTpoHHO-OMOMMoTeunas cucremMa IPR BOOKS: [caiit]. — URL:

https://www.iprbookshop.ru/98703.html

8.3. Ilepuoouueckue uzoanus

1. TocynapctBenHas cinyx0a u kaupel. ISSN: 2312-0444.
http://www.iprbookshop.ru/23114.html

2. DKOHOMHUKA U MEHEIIPKMEHT cucteM ynpasieHus. [SSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

3. AxryanbHble mpo0ieMbl 3KOHOMUKH U TipaBa ISSN 1993-047X
http://www.iprbookshop.ru/7049.html

9. Ilepeyenn pecypcoB MHGOPMAIMOHHO-TEJEKOMMYHHKANMOHHON ceTn "UnTepHer"
(magee - cers ""UHTEpHET'"), HEOOXOAMMBIX JJI51 0CBOCHUS TMCHMILIMHBI (MOLYJIs1)

denepanpHbiii mopran «Poccuiickoe oopa3oBanue» http:/ www.edu.ru/
®denepasibHOE apXUBHOE areHTcTBO http://archives.ru/

CaiiT o KaJpoBOMY JeJIONPOU3BOACTBY https://www.kadrovik-praktik.ru/
CrnpaBouHno-npaBoBas cucrema «Koncynbrant [Tnroc» www.consultant.ru
Nudopmanmnonno-npaopoii nmoptai «l apanT» http:// www.garant.ru
DnekTpoHHbIE 0(DUCHBIE CUCTEMBI http://Www.eos.ru
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10. MeToanyeckue yKazaHHus AJisl 00y4aIOIIHUXCS 110 OCBOCHUIO JMCIUIIIMHBI (MOAYJIsST)

VYcnenrHoe 0CBOGHUE JTAaHHOTO Kypca 0a3supyeTcss Ha pallMOHAIbHOM COYETaHMM HECKOJIbKUX
BUJIOB Y4€OHOH /eATEeIbHOCTU — JIEKIIMH, CEMUHAPCKUX 3aHSATUN, CAMOCTOSTENbHOM paboThl. IIpu
ATOM CaMOCTOSTENIbHYIO Pa0OTy ClleAyeT pacCMaTpPUBATh OJHUM U3 IJIaBHBIX 3BEHBEB MOJHOLEHHOTO
BbICILIEr0 00pa3oBaHMsl, HA KOTOPYIO OTBOJUTCS 3HAYUTENIbHAS YacTh yueOHOTO0 BpEMEHH.

[Tpu peannsanuu nporpammel ¢ npumenenneM JOT:

Bce Buabl 3ansaTHil npoBoAATCA B hopMe OHJIaH-BEOMHAPOB C UCIIOJIB30BAHUEM COBPEMEHHBIX
KOMITbIOTEPHBIX TEXHOJOTHH (Haln4ue npe3eHTauuu 1 Gopyma aist o0CyxKACHUs).

B mnponecce u3ydeHuss AUCHUIUIMHBL CTYAEHTHI BBINOJHSAKOT NPAKTUYECKHE 3alaHUS U
IIPOMEXYTOUHbIE TECThl. KOHCYJIBTHPOBAaHNE IO U3y4aeMBbIM TEMaM MPOBOJUTCS B OHJIAHHPEKUME
BO BpeMsI ITPOBEICHUS BEOMHAPOB M Ha (PopyMe JIJIsi KOHCYJIbTAIIHA.

CamocTtosTenbHas paboTa CTYACHTOB CKJIaJbIBAETCS U3 CIEIYIOIINX COCTABIISIFOIINX:

1. pabota ¢ OCHOBHOW M JOMOJHHUTEIBHON JIMTEpaTypod, ¢ MarepuasaMd HHTEpPHETa U
KOHCIICKTaMH JICKITHI;

2. BHeayAMTOpHAas MOATOTOBKA K KOHTPOJIBHBIM paboTaM, BHIIIOJHEHHUE JOKJIAI0B, pedepaToB
U KypCOBBIX padoT;

3. BBINIOJHEHHE CAMOCTOSTENBHBIX MPAKTUYECKUX PadoT;

4. mMoAroToBKa K 3K3aMeHaM (3a4eTaM) HEMOCPEACTBEHHO Nepe]] HUMH.

Jliis mpaBUIIbHOM Opranu3anuy padoThl HEOOXOAUMO YUYUTHIBATH MOPSIOK U3YUEHHS pa3iesioB
Kypca, HaxoJsUIMXCA B CTPOrOM JIOTMYECKOW MocienoBaTenbHOCTH. [l0aTOMY Xopolee yCcBOeHHE


https://www.iprbookshop.ru/72458.html
https://www.iprbookshop.ru/76991.html
https://www.iprbookshop.ru/98703.html
http://www.iprbookshop.ru/23114.html
http://www.iprbookshop.ru/34060.html
http://www.iprbookshop.ru/7049.html
http://www.edu.ru/
http://archives.ru/
https://www.kadrovik-praktik.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://www.eos.ru/

OIHOM 4acTH AMCLHMILUIMHBI SBISIETCA NPEANOCBUIKOW JJIA YCIHEIIHOIO IepexoAa K CIEHYIOIIEH.
3ananus, npoOIeMHbIe BOIIPOCHI, MPEATIOKEHHbIE Il U3yUCHUs AUCIHUILIMHBI, B TOM YUCIIE U IS
CaMOCTOSITEJIbHOTO BBIITOJIHEHHSI, HOCAT MEXIMCLMIIMHAPHBIN XapakTep M 0a3supyroTcs, NMpexkie
BCEro, Ha IPUYMHHO-CJIEICTBEHHBIX CBA3SX MEXAY KOMIIOHEHTaMU OKpYXarollero Hac mupa. B
TEYEHUE CEeMecTpa, HeoOXOAMMO MOArOTOBUTH pedeparbl (MPOEKTbI) € HCIOJIB30BAaHHEM
PEKOMEH/yeMOH OCHOBHOW M JOIMOJIHUTEIBHON JUTEpaTyphl U caaTth pedeparbl Ui MPOBEPKU
npenojasBarento. BaKHBIM COCTaBISIIOIIMM B M3YyYEHUM JAHHOTO Kypca SBIISIETCS pPELIECHUE
CUTYallMOHHBIX 3a/1a4 U padoTa HaJa MPOOJIEMHO-aHATUTHYECKUMH 3aJIaHUsIMH, YTO TPEAToaraet
3HAaHHE COOTBETCTBYIOLEH HAYYHOW TEPMHUHOJIOTUH U T.JI.

Jis nmydiero 3armoMHHaHUST MaTepualia Lelecoo0pa3HO MCIONb30BaTh WHIAMBHYalTbHbIC
0COOEHHOCTH M pa3Hble BUIbI MAMATHU: 3PUTEIIBHYIO, CIYXOBYIO, ACCOLMATUBHYIO. YCHEIIHOMY
3allOMUHAHUIO TaK)K€ CIHOCOOCTBYET IPHUBENEHUE SPKUX CBUAECTEILCTB U HAIJISAIHBIX IPHUMEPOB.
VYueOHblil MaTepuall JOJKEH OCTOSTHHO MOBTOPATHCS U 3aKPETLIAThCS.

[Tpy BBIOIHEHUH JOKJIA0B, TBOPUYECKHUX, HMHPOPMAITMOHHBIX, HCCIEI0BATEIBCKUX IIPOCKTOB
oco0oe BHUMaHUE cieyeT oOpamarh Ha noA00p HCTOYHMKOB MH(OPMAIMKU U METOAUKY PabOTHI C
HUMU.

Jlnis ycnemHol ciaum sK3aMeHa (3ayeta) peKoMeHyeTcst coOIIo1aTh CleAyrolue npaBuia;

1. IloaroToBka K 3K3aMeHY (3a4eTy) JOJHKHA IPOBOAUTHCS CUCTEMAaTUYECKH, B TEYEHUE BCETO
cemecTpa.

2. MHTeHcuBHAs MOATrOTOBKA JIOJIKHA HAYATHCS HE MO3JHEE, YEM 3a MECSI] 10 SK3aMEHa.

3. BpeMsi HenocpenCcTBEHHO Iepe] S5K3aMEHOM (3aueToM) JIydlle HCMOIb30BaTh TaKUM
00pa3oM, 4TOOBI OCTaBUTH MOCIEAHHUN JI€Hb CBOOOTHBIM Ui MOBTOPEHHUS Kypca B IIEJIOM, ISt
cucTeMaTH3aluy MaTepuaia U 10padOTKU OTAEIbHBIX BOIPOCOB.

Ha skx3ameHe BBICOKYIO OIIEHKY ITOJIy4atoT CTYI€HThI, UCIIOJIb3YIOIINE JaHHbIE, [I0IYy4EHHbIE B
IpoIiecce BBIIOIHEHUS CAaMOCTOSITENbHBIX PA0OT, @ TAKXKe UCIOJIb3YIOLIEe COOCTBEHHbIE BBIBOIBI HA
OCHOBE U3YYE€HHOI'0 MaTepHaa.

VYuuThiBas 3HAUUTENIBHBIH O00BEM TEOPETHUYECKOr0 Marepuaia, CTyAEHTaM PEKOMEHIyeTcs
PETYISIPHOE MOCEIIEHHE U ITOIPOOHOE KOHCIIEKTUPOBAHHUE JIEKIUI.

11. IlepeyeHb MHG(OPMALMOHHBIX TEXHOJIOTHI, MCHOJb3yeMbIX NPH OCYUIECTBJIEHUH
00pa30BaTeIbHOIO NMpouecca Mo JMCHUILIMHE (MOAYJI10), BKJIIOYasi NepeYeHb MPOrPaMMHOI0
olecrieyeHus1 U MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEeM (IIPH HEOOXOAMMOCTH)

1. Microsoft Windows Server;

2. CewmerictBo OC Microsoft Windows;

3. Libre Office cBoO01HO pacnpocTpaHseMblil 0(UCHBIN MAKET C OTKPHITHIM HCXOTHBIM KOAOM;

4. HNudopmannonHo-cripaBoyHas cucrema: Cucrema KoncynbranTlimoc
(Koncynprantllnroc);

5. WudopmanmonHo-npaBoBoe obOecrieueHue [apaHT: OJIEKTPOHHBIM MEPUOJUYECKHM
cinpaBoyHuK «Cuctema TAPAHT» (Cuctema TAPAHT);

6. DnekTpoHHas UHPOpMaIIMOHHO-00pa3oBarTeabHas cucteMa MMYVY': https://elearn.mmu.ru/

[lepeueHp MCHOIB3yeMOro MPOrpaMMHOI0 olecreyeHHs yka3zaH B 1.12 naHHON paboueit
POrpaMMbl TUCIUIUINHBL.

12. Onucanue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXO0AMMOM Il OCYLEeCTBJICHUSA
00pa3oBaTe/LHOIO MPOLEcca MO JMCUHUILIHHE (MOTYJII0)

12.1. VYuyeOHasg ayautopust MAJii TPOBENEHUS YYEOHBIX 3aHATUH, MPETyCMOTPEHHBIX
porpaMMoii 6akaiaBpuara, OCHaIIeHHas: 000PYAOBaHUEM U TEXHHUECKUMH CPEJCTBAMU O0YUEHHSI.

Crneunanu3upoBaHHas MeOeb:

KommiekT ydeOHO# Mebenu (CTou, CTya) MO KOJIMYECTBY OOYYArOMIMXCs; KOMILJIEKT Mebenu
JUTSL TIPETIOIaBaTeNst; JOCKa (MapKepHasi).

TexHuueckue cpeicTBa 00y4eHus:

Komnreiotep B cOope aiist mpenoaaBaressi, IpOeKTop, 3KpaH, KOJIOHKU



[lepeueHp NHMIIEH3MOHHOTO MIPOrPaMMHOrO OOECHeYeHHUs, B TOM YHCIE OTEYECTBEHHOTO
MIPOU3BOJICTBA!

Windows 10, KoncynwsrantlImtoc, Cucrema TAPAHT, Kaspersky Endpoint Security.

[TepeueHs CBOOOIHO PACIIPOCTPAHSIEMOTO TIPOTPAMMHOTO 00ECIICUCHHS:

Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.

[Tonkmouenue k cetr «MHTEpHET» U 00ECIIeUeHUE JOCTYIA B AJICKTPOHHYIO HH()OPMAIIMOHHO-
obpasoBarenbHyto cpeny MMYVY.

12.2. Tlomenienue 1y1si CaMOCTOSATEILHON pabOThl 00yJarOITUXCSl.

Criennanu3upoBaHHas MeOECb:

KomrmiekT yuebHOM Mebenu (CToJ, CTyJ) MO KOJIMYECTBY OOYYaIOIIUXCS; KOMIUIEKT MeOen
JUTSL TIPETIOIaBaTeNst; JOCKa (MapKepHasi).

TexHu4eckue cpecTBa 00yICHUs:

Kommnbrotep B cOope U1t mpenogaBaress; KOMIbIOTEPBI B cOOpe A1t 00YJarOIuXCsl; KOJIOHKH;
POEKTOP, IKPaH.

[lepeueHb NHWIICH3MOHHOTO MPOrPAMMHOTO OOECIEYEHHUs, B TOM YHCIIE OTCUECTBEHHOTO
IPOM3BOJICTBA:

Windows Server 2016, Windows 10, Microsoft Office, Koncynsrantlliroc, Cucrema
I'’APAHT, Kaspersky Endpoint Security.

[TepeueHs CBOOOIHO PACIIPOCTPAHSIEMOTO TIPOTPAMMHOTO 00ECIICUCHHS:

Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom, Gimp, Paint.net,
AnyLogic, Inkscape.

Has 1OT

Y4eOHast ayuTOpHs JUIsl IPOBEIICHUSI BCEX BUIOB 3aHATHN C MPUMEHEHHUEM 3JIEKTPOHHOTO
oOydeHHsT W [JUCTAHLIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTHIH, B TOM 4YHCIE IS 3aHATUN
JICKIIMOHHOTO THUIA, CEMHHAPCKOTO THUINA; JJI MPOBEICHUS JTa00paTOPHBIX padOT, TPYIIIOBBIX U
WHAUBUAYAIbHBIX KOHCYNIbTALMW; ISl OCYIIECTBICHHUS TEKYIIErOo KOHTPOJS YCIIEBAEMOCTH U
MIPOMEKYTOUHOM aTTECTAIlMU; ISl BBIMOJIHEHUSI KYPCOBOT'O MPOEKTUPOBAHUS (KYPCOBBIX PaboT).

Ayn. 520a (BupTyanbsHble yueOHble ayautopun: ayd. 9/1, 9/2,9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Beb6unapnas 2, Bebunapnas 3):

Crneunanu3upoBaHHas MeOeb:

- CTOJIBI JIJIs1 TIpeTIo/iaBaTelieH;

- CTYJIbsI T4 MIPENOIaBaTeNeH;

TexHuueckue cpencTBa 00y4eHus:

- KOMIIBIOTEPHI IEPCOHANBHBIC IS TIPENo/aBaTesiei ¢ BBIXOJ0M B ceTH MHTepHeT;

- HAYIIHUKH;

- BeOKaMepBhl;

- KOJIOHKH;

- MUKPO(QOHBI;

Ayn. 315 (BuptyanbHbIe yueOHbIe ayautopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Bebunapnas 2, Bebunapnast 3)

Crenmanu3upoBaHHas MeOeb:

- CTOJIBI JIJISI TIPETIOIaBaTeIIeH;

- CTYJbs JUIs IperoiaBaTeeii;

TexHuveckne cpeicTBa O0YICHUS:

- KOMIIBIOTEPHI IEPCOHAIBHBIE IS TIPenogaBaresell ¢ BBIX0J0M B ceTd MHTepHeT;

- HAYIITHUKH;

- BeOKaMephl;




- KOJIOHKH;
- MUKPO(OHBI;

13.06pasoBaTtesibHble TEXHOJIOTMU, UCNO/Ib3yeMble NPU OCBOEHUU SUCLUNJIUHDI

JUsist OCBOCHHSI TUCIMILUTHHBI UCTIONB3YIOTCS KaK TPAJUIMOHHBIC (OPMBI 3aHATHH — JIEKIMU (THUIIBI
JEKIMA — YyCTaHOBOYHAs, BBOJHAs, TEKYIIas, 3aKIIOUMUTENbHAs, 0030pHAas;, BHUABI JICKIUA —
npoOJieMHasi, BU3YyaJbHAs, JCKIUS KOHQPEPEHIMs, JIEKIUS KOHCYJIbTAIlUs); ¥ CEMUHAPCKUE
(TIpakTHYeCKIe) 3aHATH, TAK U aKTUBHBIC W MHTEPAKTHBHBIC ()OPMBI 3aHATHUH - JIEIOBBIC U POJIEBBIC UTPHI,
peleHne CUTYallHOHHBIX 3a7a4d B Pa300p KOHKPETHBIX CUTYallni.

Ha y4eOHBIX 3aHATHSAX HCIIONB3YIOTCS TEXHHUECKHE CPEJICTBA O0YUCHHS MYJIbTUMETUIHON ay TN TOPHU:
KOMITBIOTEP, MOHHUTOD, KOJIOHKH, HACTCHHBIN 3KpaH, IPOEKTOP, MUKPOQOH, TakeT mporpamm Microsoft Office
JUIL  IEMOHCTpalMu Mpe3eHTauud u MeauadailyiioB, BHICONPOCKTOp JUIS JAEMOHCTpAallMd CJaioB,
BUICOCIOKETOB U JIp. TecTupoBanue 00y4aeMbIX MOXKET OCYILECTBISITHCS C MCTIOIB30BAHUEM KOMITBIOTEPHOTO
000pyJI0BaHsI YHUBEPCUTETA.

[Tpu peanuzauuu nporpammsel ¢ npumenenneM JOT:

Bce Buab1 3ansaTHI TPpOBOAATCS B hOpME OHJIAMH-BEOMHAPOB C UCIIOJIH30BAHUEM COBPEMEHHBIX
KOMITBIOTEPHBIX TEXHOJOTUHN (HATMYME MTPE3eHTAMH U popyma Ji7ist 00CYyKIACHUS).

B mnpouecce u3ydeHMs IUCLMIUIMHBI CTYIECHTBHI BBINOJIHSIOT NPAKTUYECKUE 3aJaHUsl U
MIPOMEXKYTOUHBIE T€CThl. KOHCYIBbTUPOBaHUE IO U3YyYAaEMbIM TEMAM MPOBOJMUTCS B OHJIANHPEKUME
BO BpeMs IIPOBEICHUSI BEOMHAPOB U Ha (hopyMe JJIsl KOHCYJIbTalUH.

13.1. B oceéoenuu yuedoHOU OUCUUNIUHBL UCHOJIB3YIOMCA Clledylouiue mpaouyuoHHvle
obpazoeamenbHbie MEXHONOUU:

- uYTeHHe MNpoOJeMHO-UH(POPMALMOHHBIX JIKIUMH ¢  HCHOJb30BAHHMEM JOCKH U
BU/ICOMATEPHAJIOB;

- CEMMHAPCKHE 3aHATHUS JUIsL 00CYKAECHUs, TUCKYyCcCUl 1 0OMeHa MHEHUSIMU;

- KOHTPOJIBHBIE OIPOCHI;

- KOHCYJIbTaIUH;

- caMoCTosITeNNbHAs paboTa CTY/AIEHTOB C Y4eOHOI IMTEpaTypoil U epBOUCTOUHHUKAMY;

- TOJAroTOBKa U  o0OcyxieHue pedepaToB (MPOEKTOB), Npe3eHTAlMi  (HaydHO-
ucclienoBarenbckas padboTa);

- TECTUPOBAHUE 10 OCHOBHBIM T€MaM JIUCLIUIIUHBI.

13.2. Akmuenvle u uHmepaxKkmugHvle Memoovl U hopmul 00yyeHus

W3 nepeuyns BUAOB: («MO3roBoil mTypm», aHanu3 HIIA, ananu3 nmpoGiieMHBIX CHUTYyaluii,
aHaM3 KOHKPETHBIX CUTYyaluid, WHUUAEHTHl, HMHTAIMs KOJUIEKTUBHOW MpOodeCcCHOHATBHON
JeSITENIbHOCTH, pa3bI'phIBAHUE poJiel, TBOpUecKass padoTa, CBsI3aHHasi C OCBOEHUEM JUCLMILIUHBL,
posieBas Wrpa, Kpyrjiblii cTOJ, AMCIYT, Oecena, AMCKYCCHsS, MMHU-KOH(pEpeHuus | Ap.)
UCIIOJIb3YIOTCS CIIEYIOIIHE:

- TUCTTYT

- aHaJIM3 NPOOJEMHBIX, TBOPUECKUX 3aJaHUI, CUTYallMOHHBIX 3a/1a4

- posneBas urpa;

- KpYIJIBIH CTOJI;

- MUHHU-KOH(EPEHIUs

- TUCKYyCCHUS

- becena.

13.3. Ocobennocmu odyuenus uHeaAIUOO08 U UY C OZPAHUYEHHBIMU BOZMONCHOCMAMU
300poeva (OB3)

[Ipu opranm3anmuu OOy4YEeHHs] MO TUCIHUIUIMHE YYHUTHIBAIOTCS OCOOCHHOCTH OpTraHH3aIlluu
B3aMMOJICHCTBYS ¢ HHBATMIAMH U JIUI[AMHU C OTPaHUICHHBIMU BO3MOXHOCTSIMHU 370POBb (j1ajee —
uHBanuabpl U ymna ¢ OB3) ¢ menpio obecriedenust ux mpaB. [lpu oOydeHHWH YUUTBHIBAOTCS



O0COOCHHOCTH WX TCUXO(QU3NYECKOTO pa3BUTHUS, WHIWBHIyalbHBIC BO3MOXHOCTH W TIpU
HEOOXOJMMOCTH O00ECIEUNBACTCS KOPPEKIMsI HAPYIICHWA DPa3BUTHS M COLMAIbHAS aaarTaiius
yKa3aHHbBIX JIHII.

Br160p MeTO10B 00yUEHUST ONPELIISIETCS COACPKAHUEM O00YUICHHS, YDOBHEM METOAHYECKOTO
U MaTepHaJIbHO-TEXHHUYECKOTO 00ecredeHusi, 0COOCHHOCTSIMH BOCHPUATHS Y4eOHOU WH(pOpMAIUu
CTYJICHTOB-UHBAJIUJOB W CTYJICHTOB C OrPaHUYCHHBIMH BO3MOXHOCTSIMH 3JI0pOBbS M T.1. B
00pa30BaTEIbHOM TMPOIECCE HCIOJIB3YIOTCS COIHMAIbHO-aKTHBHBIE M PEIICKCUBHBIC METOIbI
0o0y4YeHHsI, TEXHOJIOTUH COLMOKYJIbTYPHOW peaOWIMTAlMK C IIeJIbI0 OKa3aHUs IOMOINU B
YCTAHOBJICHHH TOJHOIEHHBIX MEXKIHMYHOCTHBIX OTHOIICHWH C JPYTMMHU CTYIEHTaMH, CO3JaHHUU
KOM(OPTHOTO ICUXOJIOTHIECKOT0 KJIIMMaTa B CTYJACHUYCCKON TPYIIIIE.

[Tpu 00y4eHun JHIl C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMHU 3/I0POBBS AJIEKTPOHHOE O0YYCHUE U
JUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJOIMU TMPEAYCMAaTPUBAIOT BO3MOXKHOCTH IIpUEMa-
nepeaayr vHGOPMAIMK B IOCTYITHBIX JUIs HUX (pOpMax.

OOyyaromuecss U3 4YHclia JUI] ¢ OTPAHMYECHHBIMA BO3MOXKHOCTSIMH 3JI0POBbSI 00€CIICUYCHBI
NICUYATHBIMH W O3JICKTPOHHBIMH O0pa3oBaTeIbHBIMH pecypcamu B (QopMax, aJalTHPOBAHHBIX K
OTPaHUYCHHUSAM KX 3710POBbBSI.
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3. IlepeyeHb KOMOB KOMIeTeHUMH, (GopMHPyeMbIX JAHCUMILIMHON B mpolecce

o0pa3oBaTeIbHON NPOTrPaMMBbI

OCBOCHMUSA

I'pynna .«
Py . Kareropusi komnereHumi Kon
KOMIIeTeHITH I
YHuBepcanbHbIe KomMmyHukanus YK-4

4. KoMneTeHUMY ¥ MHAMKATOPbI UX J0CTHKEHM I

Kon DopMyJIHPOBKA
NuaukaTopsl 10CTHKEHUS KOMIIETeHIMHU
KOMIIETEHIIUH KOMIIeTeHIIUH
YK-4 Crnocoben YK-4.1 Bnaneer CHUCTEMOM HOPM pPYyCCKOro
OCYLIECTBIIATH JUTEPATypHOrO S3bIKa U HOPMaMU HMHOCTPAHHOTO (-bIX)
JICIIOBYIO A3bIKa (-OB); CIIOCOOEH JIOTMYECKH M TpaMMaTHUYeCKU
KOMMYHMKAIMIO B | BEPHO CTPOUThH YCTHYIO M IMCbMEHHYIO PEYb.
YCTHOU | YK-4.2 I'paMOTHO CTpPOMT KOMMYHHKAIMIO, UCXOIs W3
MMCbMEHHOU Hened W CUTyalluu; UCIHOJb3YeT KOMMYHHUKAaTHUBHO
dbopmax Ha | mpuemJeMble  CTUIb  OOIleHHUs, BepOalbHbIE U
roCyIapCTBEHHOM | HeBepOaJIbHbIE CPEJICTBA B3aUMOJICHCTBHS C MapTHEPAMHU.
a3bike Poccuiickon | VK-4.3 Hcnons3yer uH(bOPMAIIMOHHO-
Deneparyn U | KOMMYHUKAIIMOHHBLIC TCXHOJIOTMHU TIpM  IIOMCKE
MHOCTPaHHOM(BIX) | HEOOXOMMOM HH(OPMALIMK B IIPOIIECCE  PELIECHHS
A3bIKe(ax) CTaH/IapPTHBIX KOMMYHUKaTUBHBIX 3a/1a4y Ha
rOCyJIapCTBEHHOM U MHOCTPAHHOM (-bIX) SI3BIKAX.

3. Onucanue JIAHAPYEMbIX Pe3yJbTaTOB 00y4YeHHs M0 JUCHHUIINHE

3.1. Onucanue NIaHUPYEMbIX Pe3yIbTATOB 00YUYEHHUS MO AUCLUIINHE
[Inanupyemble pe3ynabTaThl OOyYeHUS MO JUCLUIUIMHE TNPEACTaBIEHbl JECKPUNITOpaMU (3HaHUA,

YMCHUA, HaBLIKI/I).

JlecKpUITOpPbI
0 AUCHUIINHE 3HaTh YMmerh Baagers
Ko
. YK-4
KOMIIeTeHIU U
- CUCTCMBI HOpM - OC}’HICCTBJ'I?ITI) )IeJ'IOByI-O -CHCTCMOﬁ HOpM

PYCCKOT'O JIUTCPATYPHOTO

s3pIKa W HOpPMaMu
UHOCTPAaHHOTO (-bIX)
A3bIKa (-0B),

- KOMMYHHUKaTHBHO
preMIIeMbIe CTHITh
oOrieHus, BepOalbHbIE U
HeBepOaTbHBIE CPEICTBA
B3aUMO/JICHCTBUS c
IapTHEPaAMH,

- 1H(pOpPMaIIMOHHO-

KOMMYHUKAIIUIO B YCTHOﬁ )51

nuchbMeHHOW  (Qopmax Ha
roCy/1apCTBEHHOM SI3BIKE
Poccuiickoit ®enepanun u
MHOCTPaHHOM(BIX)
A3bIKe(ax),

- JIOTUYECKH u
rpaMMaTH4YeCKH BEPHO,
CTPOUTh YCTHYIO "
MUCHbMEHHYIO PeUb,

-HCII0JIb30BAaTh

PYCCKOTro
JUTEPAaTypHOTO
SI3bIKa U HOPMaMU
MHOCTpPaHHOTO (-
BIX) SI3bIKA (-OB);

- UH(OpPMAaLIMOHHO-
KOMMYHHKAITUOHH
BIMH
TEXHOJIOTUSIMU TIPU
TIONCKE
Heo0XoIuMon




KOMMYHHUKAaIOHHBIE UH(POPMAIMOHHO- uHpopManuu B

TEXHOJIOTMM  IIPU KOMMYHUKAI[MOHHBIE MIPOLIECCE PELICHUS

NOUCKEe  HEOOXOAMMOH | TEXHOJIOTUM TIPU  IIOWCKE | CTAaHIAPTHBIX

uH(bopMauu HeoOxoauMoi MH(pOpMaluu | KOMMYHUKATUBHBIX
B [IPOLIECCE  PELICHHUS 3aJ1a4 Ha
CTaHJAPTHBIX rocyapCTBEHHOM
KOMMYHHMKAaTUBHBIX 3a7a4 Y UHOCTPaHHOM (-

bIX) SI3BIKAX

4. Tunosble

3.2. Kpurepuu onieHKH pe3yabTaToB 00y4eHHUs MO TUCIUIUINHE

KOHTPOJIbHBIE 3aJaHUus U/ HMHbIE MaTepHaJibl Jisi NPOBEIACHUS

HpOMe)KyTO'-lHOﬁ aTTrecranmuu, HCOﬁXOIlI/IMbIe AJId OHCEHKH JOCTHXKCHHUHA KOMIIETCHIINH,
COOTHECEHHOM ¢ pe3yjJbTaTaMu oﬁyqe}mﬂ o TMCIHMIIJIMHE

HIxkana
OLICHUB
aHus

HNuaukaropsl
JOCTHKEHHUSA

IToxa3are/u olleHNBaHNS Pe3yJIbTATOB 00y4eHUsI

OTJIMYHO/3AUTEHO

3Haer:

- CTYJIEHT INIyOOKO M BCECTOPOHHE YCBOWJI MaTepHall, yBEPEHHO,
JIOTUYHO, IIOCIEN0BATENbHO U I'PAMOTHO €0 M3JIaraeT, ONUpasiCh
Ha 3HaHWS OCHOBHOM U JIOTIOJIHUTEIBHON JIUTEPATYPBHIL,

- Ha OCHOBE CHUCTEMHBIX HAay4YHbIX 3HAaHHUH  JejacT
KBaJM(UIIMPOBAHHBIE  BBIBOABI M 000OIIEHHsS, CBOOOJHO
OIIEpUPYET KATETOPUSMHU U OHATUSIMH.

VYwmeer:

- CTYAGHT yMEET CaMOCTOATEIbHO U MPAaBWIBHO penarh y4eOHO-
npodeccuoHanbHble 33Ja4dl WIA 3a/laHusl, YBEPEHHO, JIOTHYHO,
MIOCJIEZIOBATEIbHO U apryMEHTHPOBAHO M3JaraTh CBOE pPEILEHUE,
WCIIOJIb3YSl HAy4YHbIE MOHSTHS, CChUIAsCh HA HOPMATUBHYIO 0a3y.

Bmaneer:

- CTYACHT BJIAJICCT pallMOHAJIbHBIMU METOJaMU (C HUCITIOJIB30OBAHUEM
paIMoOHaTbHBIX METO/IMK) PEIICHUS CII0KHBIX MPOo(hecCHoHaTbHBIX
3aaa4, NpeaACTaBJICHHLIX ACJIOBBIMU UT'paMU, KencaMu U T.O.,

[Ipu pemieHnn npoAEeMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUA I'JIaBHOI'O,

- CBA3KOM TEOpEeTHYECKHX TIONOKEHUH ¢  TpeOOBaHUSIMHU
PYKOBOIAIINX JOKYMEHTOB,

- U30KCHUS MBICIICH B JIOTHYECKOM IMOCIIEA0BATEILHOCTH,

- CaMOCTOATENbHOTO aHanu3a (akThl, COOBITUN, SBJICHUMH,
MPOIIECCOB B MX B3aMMOCBSA3U U JHUAIIEKTUYECKOM Pa3BUTHUHU.

XOPOIIO/3AYTEHO

3Haer:

- CTYAEHT TBEPAO YCBOMJI MaTepuall, JOCTaTOYHO I'PAMOTHO €ro
U3JIaraeT, ONUpPasChb Ha 3HAHWS OCHOBHOM M JIOIOJHUTEIBHON
JIUTEPaTypHl,

- 3aTpynHseTcs B (OpPMyTUpPOBaHMM KBAIU(UIIMPOBAHHBIX
BBIBOJIOB U 00OOIIEHUH, ONEpUpYyeT KATErOPUSIMU U TOHSATHSIMH,
HO HE BCEr/la MPaBWIbHO UX BEpUPHUIIUPYET.

Ywmeer:

- CTYIEHT yMEeT CaMOCTOSTENIbHO M B OCHOBHOM IIPaBHIIBHO
pemarh  yuyeOHO-podecCHOHANIbHBIE 3aMa4ydl WIH  3aJaHus,
YBEpEHHO, JIOTUYHO, IIOCIIEAOBATEIFHO W apryMEHTHPOBAHO
M3Narath CBOE pElICHHE, HEe B MOJHOW Mepe HCIONb3ysd HAYYHbBIE
MOHSITHSI U CCBUIKM Ha HOPMAaTHBHYIO 0a3y.

Bmaneer:

- CTYACHT B IICJIOM BJIAACCT pAllMOHAJIbBHBIMU METOAAMU PCIICHHUA




CJIOHBIX TTPO(heCcCHOHANBHBIX 3a/1a4, TPEICTABICHHBIX JEIIOBBIMU
WrpaMu, Keicamu H T.1.;

[Ipu pemeHny cMOT MPOJEMOHCTPHPOBATH TOCTATOYHOCTh, HO HE
ITyOMHHOCTh HaBBIKOB

- BBIJICJICHUS IJIaBHOTO,

- M3JI0’KEHHSI MBICJICH B JIOTHYECKOH MOCIEA0BATCILHOCTH.

- CBS3KM TCOPETHYECKHUX TMOJOXKEHUH ¢ TpeOOBAHUSIMHU
PYKOBOJISIIMX JOKYMEHTOB,

- CcaMOCTOATEIbHOrO0 aHanm3a (aKThl, COOBITH, SBIICHUH,
IIPOLIECCOB B MX B3aMMOCBSI3H U JHAJICKTUYCCKOM Pa3BUTHH.

3Haer: - CTYJEHT OPUEHTUPYETCS B MaTepHaye, OAHAKO 3aTPYAHSETCS B
€ro N3JIOKCHHH,
- TIOKa3bIBaeT HEJOCTAaTOYHOCTh 3HAHMH  OCHOBHOU W
JIOTIOJTHUTEILHOM JTUTEPaATYyPBh;
% - cnabo apryMeHTUPYET HAYYHbIE TIOJIOKEHUS;
m - TMPaKTHYECKH HEe crnocoOeH chopMyIupoBaTh BBIBOABI U
; 0000IICHHS;
ﬁ - YACTUYHO BJIAACET CUCTEMOM MOHSITH.
S YmMmeer: - CTYJICHT B OCHOBHOM yMEET PEIINTh y4eOHO-TIPO(HECCHOHATHLHYIO
E 3aJadyy WIM 3aJlaHue, HO JOMyckaeT omuOku, ci1abo
5 APrYMEHTUPYET CBOE PpEIICHUE, HEJOCTaTOYHO HCIOJIb3YET
E Hay4HbIC TOHATHUS U PYKOBOJSIINE JOKYMEHTHL.
% Brnaneer: - CTYHEHT BJAJEET HEKOTOPBIMH PALMOHAIBHBIMA METOIAMH
aa) pelIeHusT CI0XKHBIX MPO(PECCHOHANIBHBIX 3aJ1a4, TPEICTaBICHHBIX
E JIEJIOBBIMU UTPaMHU, KEHCAMH U T.1.;
E [Ipu pemreHn TpoAEMOHCTPUPOBAT HEAOCTATOUHOCTh HABBIKOB
g( - BBIJICIICHUS rnaBHovro, }
D - U3JIOKEHHS MBICJICH B JIOTHYSCKOM ITOCIJIEJ0BATEIIHHOCTH.

- CBA3KHU TCOPCTUICCKUX MOJIOKEHUN C Tpe6OBaHI/IHMI/I
PYKOBOASIIMX JOKYMEHTOB,

- CaMOCTOATENbHOTO aHanu3a (akThl, COOBITUH, SBJICHUH,
MIPOIIECCOB B MX B3aMMOCBSA3U U JHUATIEKTUYECKOM Pa3BUTHUHU.

KOMHGT@HHI/ISI HC JOCTUTHYTA

3Haer:

HO

- CTYJICHT HE YCBOWII 3HAYUTENbHOM YaCTH MaTepHuaa;

- HE MOXET apryMEHTHPOBATh HAyYHBIC MTOJIOKCHHUS,

- He (hopMynupyeT KBaTU(DUIIMPOBAHHBIX BHIBOJIOB U 00OOIIICHMIA;
- HE BJIaJICET CUCTEMOM MOHITHM.

VYwmeer:

CTYJIEHT HE TIOKa3aJl yMEHUE peniaTh yueOHO-TTPo(eCcCHOHATBHYIO
3a/1ady WK 3a/laHue.

Bmaneer:

JIbBHO/HE3AUYTE

HEYJIOBJIETBOPUTE

HE BBHITIOJIHEHBI TpeOOBaHUs, TPEABABISEMbIE K HaBBIKAM,
OLICHUBAEMBIM “‘yJIOBJIETBOPUTEIIBHO .

TunoBsle KOHTPOJIbHBIC 3aJaHU JJI OPOBEPKU 3HAHUM CTYJIEHTOB

Tunossie npodeMHbIe

3agaua 1.
[ToaroroBeTe mpukaz 06

3aMaqm:

UTOrax peBU3MM (PUHAHCOBOro yuyeTa. B xoHcTaTthpyroeil yactu

YKa)KUTE, 4YTO peBU3UEH 00HapyKeHBI (PaKThl IpyOOro HapylIeHus: PUHAHCOBOTO yueTa: HeT yueTa U




OTYETHOCTU MO KOMaHJIUPOBKAM, OTCYTCTBYET XypHall yudera aoBepeHHocTedl. Henmocraromiue
PEKBU3UTHI YKAXKUTE CAMOCTOSTEIBHO.

TunoBbie CUTYAllHOHHBIC 3aJaYn:

3amaua 1.

B ¢upmy nocrynuio nsa KOHBEpTa, aJpeCOBAHHBIX T'€HEPATbHOMY JUPEKTOPY, OJIMH KOHBEPT
C PEKJIIaMHOM aKLueH, 1B MOCBUIKH U3 (PUITHATIOB.
O06paboTaiiTe MO3TaTHO BXOSILYIO KOPPECTIOHICHIHIO.

3agaua 2.

1) B ¢puiman nocTynuio mucbMo-3arpoc OT pyKOBOACTBA XOJIJIMHTA.
CosnaiiTe OTBET Ha BXOJAIIEE MUCHMO-3aIIPOC, UCIOJIb3Ysl CIIPABOYH YO HH(POPMAITHIO.

2) B sauBape Oyaymiero rojga COCTOUTCS KOH(EPEHIWs, TOCBSIICHHAS HWHHOBAIUSM B
skoHOMHKe. HeoOxoamMo co3maTh W pa3ociaTh ITUCHMO-TIPHUIJIAIICHUE Ha MPEACTOSIIYIO
KOH()EPEHIIHIO.

Tunosblie TECTHI

Bomnpoc 1. Jlenonpous3BoacTBoO — 3TO:

1. JeATeNBHOCTh MO JOKYMEHTHPOBAHHIO, JOKYMEHTOOOOPOTY, OINEPATHUBHOMY XPAaHCHHIO U
HCIIOJIb30BAaHUIO IOKYMEHTOB;

2. mpoleaypa Co3aHusl, TAPAKUPOBAHUS U PETUCTPALIMN BXOISIINX U UCXOSAIIUX IOKYMEHTOB;
3.HenocpeACTBEHHOE CO3/1aHne O(PUIIMATBHBIX JOKYMEHTOB Ha MPEIIPUITUH,

4. NedaTeNbHOCTD M0 JOKYMEHTUPOBAHUIO U IOKYMEHTOOOOPOTY.

Bompoc 2. [TonoxeHnue o CTpyKTypHOM MOAPA3ACIEHUN — ITO:

1. mpaBOBOM aKT, KOTOpBIM yCTaHAaBIMBaeT cCTaTyc, (YHKUWHU, TMpaBa, OOSI3aHHOCTU U
OTBETCTBEHHOCTb CTPYKTYPHBIX MMOAPA3/I€JIC€HUN NN UHBIX OPraHoB;

2. TpaBOBOH aKT, KOTOPBIA OIpeneNseT cTaTyC OpraHM3allid, ee 3aJadd U (YHKLUUH, MpPaBa,
OTBETCTBEHHOCTb, IOPSIIOK AESITEIbHOCTH;

3. JI0roBOp, CTOPOHBI KOTOPOT'0 00SI3YIOTCS CO3aTh IOPUINUECKOE JIULO U YCTaHABIMBAIOT HOPSII0K
COBMECTHOM JIEITEIbHOCTU IO JAHHOMY (paKTy

4. Bce OTBETHI BEPHbIE

Bomnpoc 3. JlaToil 10JKHOCTHOM MHCTPYKIIMHU SBJIIETCS JaTa:
1. ee yrBepxeHus;

2. e COCTaBIICHUS,

3. 03HAKOMJIEHHUS ¢ Hell paboTHUKa

4. cornacoBaHus

Bonpoc 4. IlpaBoBoil akT, B KOTOPOM OTOOpakaeTcsi MOPSAOK JAEATENbHOCTH PYKOBOJCTBA
OpTaHM3aliH, @ PABHO KOJUIETHATBHOTO WIIM COBEIIATEIFHOTO OpraHa — 3TO:

1. pernameHT;

2. IITaTHOE PaCIACaHHUE;

3. pacnopsiKeHue,

4. ycras.

Bomnpoc 5. Ilo cdepe cBoero aeicTBus pacopsSAUTENbHBIE JOKYMEHTHI JENIATCS Ha!
1. denepanbHOrO YpOBHS, pErHOHAIBLHOIO YPOBHS, IPABOBbIE aKThl OPraHNU3ALIUH;
2. KOJUIEKTUBHBIE U UHJIUBUIYAIbHBIE;



3. mpaBoOBBIE aKTHI OPTaHU3ALNI1, TPABOBBIC AKTHI UX CTPYKTYPHBIX HOAPA3/ICICHHH.
4. Bce OTBETHI BEPHbIE

Bompoc 6. Pacniopsixenue usmaercs:

1. pykoBOAMTENEM €IUHOINYHO;

2. KOJJIErHanbHO;

3. B yCIOBMSX BEIOMCTBEHHOI'O PEr'YIMPOBaHUS,

4. CANHOJINYHO WUJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyalluU

Bomnpoc 7. Konust yactu 1oKyMeHTa, KOTOpasi 3aBEPEHA B ONPEICICHHOM MOPAJIKE, ITO:
BBIINCKA;

3JIEKTPOHHAS KOIIHS;

nyOnuKar,

CITUCOK

AW~

8. He siBnsieTcs TOKYMEHTOM, KOTOPBIN HHUITUUPYET PEIlICHUE:
1. mIpOeKT JOKyMEHTa;

2. 3aKJII0YEHUE;

3. noKJaaHas 3aIucKa,

4. Bce OTBETHI HEBEPHbIE

Bonpoc 9. YUem BHemHe OTIMYASTCS MMPOEKT JTOKYMEHTA OT €r0 OKOHYATEIbHOTO BapHaHTa?

1. Haamucero «IIpoeKT» B BEPXHEM II0JIE CIIPaBa;

2. TIpoexT He 00s3aTebHO OGOPMIIATH B TAKOH k€ Gopme, KaK OyayIIui JOKYMEHT, JOCTATOYHO
CaMoro TEKCTa,

3. IlpoekT oopmisercs: Ha crieUaILHOM OJIaHKE

4. Bce OTBETHI BEpHBIE

Bonpoc 10. Kakast yact moCTaHOBICHUS COAECPKUT HOPMATUBHBIE MOJIOKESHUS WU TIOPYYECHUS?
1. PacnopsiaurenbHas;

2. KoHcratupyromas;

3. Beoanas

4. 3akirouuTenbHas

Bomnpoc 11. B coctaB nHGOpMALIMOHHO-CITPABOYHBIX TOKYMEHTOB HE BXOJIUT:
1. yxasanwue;

2. JOKJIaJHasl 3alKCKa;
3. cBoOjKa,

4. oObsICHUTENIbHAS 3aHMCKa

Bonpoc 12. Bua wuHpOpMaMOHHO-CIIPABOYHON JOKYMEHTAIlMH, SBISIONICHCS crocobom
OTIEPaTUBHOTO MH(GOPMAIIMOHHOTO 0OMEHA MEXKTy OpraHU3alMsIMU, HA3bIBAETCS:

1. menoBoli nEpeNnucKoi;

2. TOKyMEHTAIMew isi CIy>keOHOTO MOJIh30BaHNUS,

3. CTaTHCTUYECKOH OTUECTHOCTBHIO

4. cmyxeOHOM 3ammrCcKOi

Bormpoc 13. Uto npeacrasiseT co0oit 3asBiIeHHE B TOKYMEHTOOOOPOTE OpraHu3aIiiu?

1. DTO NOKYMEHT, KOTOPbIM aJpecoBaH MOHKHOCTHOMY JIUILY M COJEPKHUT KaKylo-IMOO MpochOy
paboTHUKA;

2. DTO JOKYMEHT C MpeJI0KEHNEM Ha3HAYUTh, IEPEMECTUTh UJIH MOOIIPUTH PaOOTHUKA,;

3. DT0 TOKYMEHT, OOBSICHSIOUINI MPUYUHBI CITyYUBILIETOCS, KOTOPBII COCTaBIIsIeT paOOTHHK.



4. Bce 0TBETHI BEpHBIE

Bonpoc 14. Uto He sBIIsSIETCS TPU3HAKOM aKTa?

1. cocraBienue B cBOOOHOM hopme;

2. ycraHoBieHUE (PAaKTUYECKOTO COCTOSIHUE JIe]l U OTPaKEHUE €T0 B aKTe;
3. TOATBEPKICHHUE YCTAHOBICHHBIX (JAKTOB, COOBITHI, NEHCTBHHA,

4. KOJIETHaJIbHOCTh COCTABJICHUS.

Bormpoc 15. JIokyMeHTBI, KOTOpbIC H3JJaHbl BHYTPU YUPEKACHHUSI U OTIIPABIICHBI 3a €r0 MPEACIIbI IS
PYKOBOJICTBA HWXKECTOSIIIIMM OpraHaM YIpPaBJICHHUS JMOO B MEISAX HCIOTHCHUS MHChMEHHBIX
yKa3aHUH BBICIICH HHCTAHIIUH, HA3bIBAIOTCS:

1. ucXoAsIIUMU JTOKYMEHTAMH,

2. BXOISIIMMH JOKYMECHTAMH;

3. JIOKJIAJHBIMU 3aIlFCKaMHU,

4. mepenucKoil.

Bormpoc 16. Urto BkirouaeT B ce0st TEXHUUECKOE UCIIOIHEHHE JTOKYMEHTA!

l. mMOArOTOBKY NpPOEKTa JOKYMEHTa, HA0Op W pacleyaTrKy TeKCTa IPOEKTa, KOPPEKTUPOBKY
COZIepIKaHMs JJOKYMEHTA TI0CIIe COTJIACOBaHMS, 0(opMIIeHHE (PUHATBHOTO BapHaHTa JJOKYMEHTA,;

2. TpenoCTaBICHHE PACIEYaTaHHOTO MPOEKTa JOKYMEHTAa PYKOBOJUTENIO HA COIJIACOBAaHHE,
yCTpaHEHUE HETOYHOCTEH, HaOOp OKOHYATEIBHOTO JOKYMEHTA;

3. cocraBieHHE TOKYMEHTa Cpa3y B OKOHYATEIbHOM BapuaHTE, €ro MOANUCAHUE y PYKOBOJHUTEIS,
OTHpaBKa IOKYMEHTa ajpecary,

4. Bce OTBETHI BEPHbIE

Bompoc 17. Korna 1okyMeHT SIBASICTCS UCTIOJTHEHHBIM?

1. Korma paccmarpuBaemblii B JOKYMEHTE BOIIPOC pa3pelleH MOTHOCTHIO M MEpPernucKka Mo HeMy
3aBepLICHA;

2. Kak ToNbKO JOKYMEHTY MPUCBOEH PETUCTPALIMOHHBIA HOMED;

3. Korga nokyMeHT mosryueH KOHEYHBIM aJI[pecaToM

4. Korna JOKyMEHT OTIIPABIIEH HA apXUBHOE XPaHEHHUE

Bomnpoc 18. OTinune akToB poBEpOK, 00CIeA0BaHUH, PEBU3HM 3aKIII0YAETCS B TOM, YTO OHH. ..
1.puxcupyroT ycTaHOBIEHHBIE (DAKTHI U COOBITUS

2. COCTaBIISAIOTCS JUIsl TOATBEPKACHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, 1eHCTBUIA

3. HE TOJIBKO (DUKCUPYIOT YCTAaHOBJICHHBbIE (AKThl U COOBITHS, HO U COJEPKAaT BBIBOIBI,
PEKOMEH AN U IPEIIOKEHHUS

4. cozepkaHue He COTTIaCOBBIBAETCS C JOJKHOCTHBIMHU JIMLIAMU, JESTEIIbHOCTh KOTOPBIX OTPaXKaeTcs
B aKTe

Bonpoc 19. Lludposoit mim OykBEeHHO-IIM(PPOBOH HIACHTU(DUKATOP TOKYMEHTA, BKIIOUYAIOIINN
MOPSIIKOBBI  HOMEp, JIOTIONHSEMBI TI0 JKENaHWI0 WHIEKCAMH COTJIACHO HCIIOJIb3YeMbBIM
KJaccu(ukaTopam, Ha3bIBaeTC:

1. perucTpalnOHHBIM HOMEPOM JIOKYMEHTA,

2. rpudom;

3.1aTOM TOKyMEHTa

4. pEeKBU3UTOM.

Bomnpoc 20. Kaxoii opmar 6ymaru ucrnonb3yercs Ui U3rOTOBICHHS OJIAaHKOB PE30ITIOLNiT?
1. AS, A6;
2. A4, AS;
3. A6, A4.



4. A4

Bompoc 21. Hocurenem nndopmaiuu sBisieTcs:

1. marepuanbHBIi OOBEKT, KOTOPBIA HYXKEH i (pukcanuu, XpaHeHHs (M BOCIPOW3BEICHHS)
PEYEBOM, 3BYKOBOH MIJIM H300pa3uTeIIbHON HH(OpMAIUK;

2. co3narenb J0KYMEHTa;

3. CTpyKTypHOE Iojipa3jiesieHue, BhIOIHAoMmee GYyHKINH 110 BEACHHUIO IOKYMEHTO000pOTa

4. pyKOBOAMTEIb MOAPA3AEICHUS.

Bormpoc 22. CBOICTBO TOKYMEHTA MOATBEPKAATH JACTOBYIO NEATEIBHOCTh TUOO COOBITHE JIMYHOTO
XapakTepa — 3TO:

1. ropuanyeckas 3HAYMMOCTb IOKYMEHTA;

2. 1opuaAMYecKas CHia JOKYMEHTa;

3. ayTEeHTHUYHOCTb,

4. pyHKUMA TOKYMEHTa

Bormpoc 23. TUIOBBIM CPOKOM UCTIOTHEHHUS TOKYMEHTa Ha3bIBACTCS:

1. cpoK MCHOJHEHHs JOKyMEHTa COTIACHO HOPMAaTHBHO-TIPABOBOMY aKTYy;

2. CpOK UCIIOJIHEHUS, KOTOPBIH YCTAaHOBJIEH B OPTraHU3alMOHHO-PACTIOPSANTEILHOM JOKYMEHTE WITH
B PE30JIIOIINY;

3. CPOK MCHOJIHEHHS, YCTaHOBJICHHBIN CJIOKHMBIIMMCS B OPraHU3aLuK 00bIYaeM

4. Bce OTBETHI BEPHbIE

Bonpoc 24. CrpaBo4HuHK, comepkammii cBeneHUs O (OHIAX apXwBa M MpeJHa3HAUYCHHBIN IS
O3HAKOMJICHHUS C UX COCTAaBOM U COZEPKaHUEM — 3TO:

1. apXWBHBIIA TyTEBOIUTEIb;

2. apXMBHBIH CIPaBOYHUK;

3. apXuUBHBIN yKa3aTeb,

4. ¢GOoHIOBBII CIIPABOYHUK

Bomnpoc 25. YaudunuposanHoii (opMoii JOKyMEHTa SIBIISETCS:

1. hbopMynsip 1OKyMEHTa OIPEIEIeHHOTIO BUa, KOTOPBIM COAEPKUT MOCTOSHHYIO YacTh TEKCTA;

2. OyMaXXHbIM WJIM SJIEKTPOHHBIN INAOJOH C PEKBU3UTAMM, MO KOTOPBIM OINpPEAEISIeTCs aBTOP
O(QUIMATIBHOTO TI0KYMEHTA;

3. PEKBU3HT O COIJaCMM OpraHu3alliy, KOTOpas HE SBISETCS aBTOPOM JIOKYMEHTa, C €ro
COJZIEPIKaHUEM,

4. BBIIIUCKA U3 JOKYMEHTA.

Bonpoc 26. KakoBa anuHa caMoil AMWHHOW CTPOKM PEKBU3HWTA TMPHU YIIOBOM PACHOJIOKEHUHU
PEKBU3UTOB?

1. He 6omee 7,5 cm;

2. He 6omee 12,5 cwm;

3. He 6omee 10 cm.

4.He Gonee 5 cM

Bonpoc 27. PekBU3UT JOKyMEHTa — 3TO:

1. a1eMeHT oopMIIEHUS TOKYMEHTA;

2. pEerucTpalMOHHBI HOMEp JOKYMEHTA;

3. cBeneHHus O 1aTe U UCIIOJIHUTENE JOKYMEHTA
4. cBeneHus 00 OpraHU3aINN



Bomnpoc 28. Kakue 1oKyMeHThl MUHYIOT CTAJIMIO IPOEKTa
1. noKJIaIHBIC 3AIIMCKH,

2. IpUKa3bI;

3. cupaBky;

4. aKTbl

Bonpoc 29. TlpenBapuTenbHblid TEKCT JOKYMEHTa, KOTOPBIM JIMYHO TOTOBUT HUCIIOJIHUTENb WIIU
COMCIIOJIHUTENb IOKYMEHTA, 3TO:

1. 4epHOBHK JOKyMEHTa

2. TPOEKT JOKYMEHTA;

3. 9K3eMIULIp JOKYMEHTA;

4. Komwus TOKYMEHTA.

Bompoc 30. JlenonpousBoacTBo 310:

1. chepa mesTenbHOCTH 1O 0OECTIEYSHUIO OpraHU3aMK O(DUCHBIMU TOKYMEHTaMH;

2. oTpacipb JEATENbHOCTH, KOTOpas 00ecreuyrnBacT JOKYMEHTHPOBAHHE U OPraHU3alUI0 PaboThl €
o(uCHBIMH TOKyMEHTaMH;

3. oTpacip AesITeIbHOCTH, KOTOpasi 00eCIIeYMBAET BHEIIHUE U BHYTPEHHHUE CBSI3M OPTaHU3allNY;

4. nesATenbHOCTD, CBA3aHHAS C O(POPMIICHHUEM YIIPABICHYECKUX JOKYMEHTOB

Bompoc 31. B pa3aen o0mue moyiosxeHus TOKYMEHTa BXOIST
1. uenu u 3amauu;

2. hOpMBI M METOJIBI YITPABIICHHSI,

3. KOHKpETHBIE 00S3aHHOCTH,

4. BU3BI COTIIACOBAHHUS

Bonpoc 32. Ha kakoM JOKyMeHTE He CTaBUTCSl PEKBU3UT HAUMEHOBAaHUE BU/IA IOKYMEHTa
1. YcraBe;

2. TOJKHOCTHOM MHCTPYKIIHH;

3. IHUChME;

4. akTe

Bomnpoc 33. I'pu¢ yrBepkaeHus craBuTcs

1. B BEpxHEM IIpaBOM yriy;

2. B HWKHEM IIPaBOM YTIIy;

3. B HIDKHEM JIEBOM YTy

4. B COOTBETCTBUH C TEM, KaK IPUHATO B OPraHU3aLUU

Bomnpoc 34. K ocHOBHBIM periiaMeHTupyrommMm padoty ciayx0el IOY nokymMeHTaM OTHOCST
1. THCTPYKIMIO TIO AETIOMPOU3BOJICTBY;

2. KBaNU(UKAIIMOHHBIN CIIPABOYHUK JJOJDKHOCTEH;

3. Tabenb yHU(UIUPOBAHHBIX (HOPM JOKYMEHTOB;

4. Ycras

Bompoc 35. Kakoit Bua paciopsiiuTeabHOr0 JOKYMEHTA U3AaeTCs €MHOIMYHO PYKOBOJUTEIIEM
1. mmocTaHOBIIEHHE;

2. pelIeHHUE;

3. pacnopsiKeHHe;

4. npukas

Bonpoc 36. KonnuectBo pekBu3utoB HoBoro 'OCTa 1o cpaBHEHHIO ¢ IPEIbIIY M
1. 6ombIIe HA 1Ba PEKBU3UTA,



2. 0oJIbIlIC HA OJIMH PEKBU3HT;
3. MEHbIIIE Ha JIBa PEKBU3UTA;
4. MmeHbllle Ha 1 peKBU3UT

Bormpoc 37. B 00paboTKy BXOIAIIET0 JOKYMEHTA 3TOT 3Tall HE BXOIUT
1. paccMoTpeHue;

2. BCKPBITHE KOHBEPTOB;

3. corjaacoBaHHe;

4. perucTparus

Bormpoc 38. Bxoasmuuii JOKyMEHT MPOXOIUT CIICIYIONTUE ITAbl 00pabOTKHU:

1. compoBOXXIEHHE M JIOCTAaBKa C TOYTHI, MEpBUYHAst 0OpaboTKa, perucrTpamms, MOoJAroTOBKa Ha
JOKJIaJl, paccMOTpeHue U O(pOpMIICHHE PE3ONIIOIHM, perucTpaius pe3oJIoluu, MOCTaHOBKAa Ha
KOHTpPOJIb HCIIOJIHEHUS, OTIpaBKa HAa HCIOJHEHUE, WCIIOJIHEHWE M KOHTPOJIb 3a HUM, MpUEM
UCIIOJTHEHHOTO JIOKYMEHTA, CHSTHE C KOHTPOJIS, MOMEIICHHE MCIIOJIHEHHOTO JOKYMEHTa B JIeJo,
paboTa ¢ HUM, TEKYLIEE U apXUBHOE XPAaHEHHUE, YHUUTOKEHUE U CIIMCAHUE;

2. yCTaHOBIIEHHE KOHKPETHOTO ajapecara JOKyMEHTa B OpraHU3alluy, PETUCTPALUsl JOKYMEHTA 10
BXOJIALIMM XXYypHajlaM, Iepejada JOKyMeHTa ajJpecaTy, YKa3aHHOMY €ro B TEKCTE, YCTaHOBJIECHUE
CPOKOB HCIOJHEHHs] JOKYMEHTA, HCIIOJIHEHUE JIOKYMEHTa, MPOBEpKa PE3yJIbTAaTOB HCIIOJHEHUS,
MIOMEIEHUE IOKYMEHTAa B HOMEHKJIATYPHOE JI€JI0 U IOCIEAYIOLIas ciaya B apXUB;

3. peructpanusi JOKyMEHTa IO BXOJSIIEH KOPPECHOHIEHIIUH, Mepeaya ero PyKOBOAUTEIIO IS
OIpe/iesIeHUs] UCIIOIHUTES, TIepeiaya JOKyMEHTa HENOCPEICTBEHHOMY UCIIOJIHUTEI0, KOHTPOJIb 32
UCIIOTHEHUEM  JIOKYMEHTa, WCIIOJIHEHHWE [OKYMEHTa, TMPUEM pPE3yJIbTaTOB HCIOIHEHUS
PYKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIEIMAIIBHOM XXYpHaie, ciada JOKYMEHTa B apXHB,

4. peructpanuus AOKyYMEHTa MO BXOJSIIEH KOPPECIOHACHIIMU, Mepeaada ero pyKOBOJUTENO s
oIpeziesIeHUs] UCIIOIHUTEIS, ITepeiada JOKyMEHTa HEMOCPEICTBEHHOMY UCIIOIHUTEI0, KOHTPOJIb 32
UCIIOJTHEHHEM JIOKYMEHTA, UCIIOJHEHHE JOKYMEHTa

Bompoc 39. BHyTpeHHee coriiacoBaHuEe Ha3bIBACTCS
1. Bu3a;

2. OTMETKa O 3aBEpPEHUH;

3. yTBEpKIEHUE;

4. meyaTh OpraHu3aluu

Bonpoc 40. Kakas ¢bopma paboTel ¢ TOKyMEHTaMH MOAXOAMT JJIsl OpraHMU3AIHM, EATEIbHOCTh
KOTOPBIX TpeOyeT 0COOCHHO THIATEIHHOM 3aIlUThl HH()OPMAIIUU

1. neHTpanu3oBaHHasi;

2. cMelllaHHas;

3. IeueHTpalIn30BaHHAas;

4. B 3aBUCUMOCTH OT CUTYyaI[1

Bompoc 41. Bun opraHu3aiiiOHHOTO JTOKYMEHTa, KOTOPBIM OIpenesseT MOpsAIoK 0O0pa3oBaHMS,
CTPYKTYPY U OpraHU3aLUI0 paOOThl MIPEANPUATHS

1. ycras;

2. MHCTPYKLUS;

3. monoxxeHue

4. mpukas

Bormpoc 42. K 0ocHOBHBIM peraaMeHTHPYIOIMUM paboTy ciyxk0b1 JIOY nokyMeHTamM OTHOCST
1. MHCTPYKITUIO IO JIEIIONPOU3BOJICTRY;

2. OCHOBHBIE MTpaBUJIa PabOTHI APXHUBOB OPTaHHU3AIIHIA;

3. TOCT P 51141-98 [lenonpou3BoCTBO U apXHUBHOE JIEJIO;



4. VcraB

Bormpoc 43. K BHyTpeHHEMY TOKYMEHTOOOOPOTY OTHOCST

1. opurmanbHbIe MUCHMA;

2. BHEUIHHE JTOKJIa/IHbIE 3alUCKH, CIIPaBKU;

3. IpUKa3bl, paCIOPSHKEHUS OPraHU3aIUu;

4.TUnoBas MeToauYecKas IOKyMEHTAllUs U3 BBIIIECTOSIICH OpraHu3auu

Bomnpoc 44. C kakoro MoMeHTa pacropsiAuTeIbHbIA IOKYMEHT BCTYIIAE€T B CUITY
1. c MOMEHTA CO3J]aHMS,

2. ¢ MOMEHTa NOJITUCAHUS;

3. C MOMEHTa YTBEP)KJICHUS;

4. c cnauM B apXuB

Bomnpoc 45. PekBu3ut — 310

1. crioco6 co3nianust TOKyMEHTa;

2. MaTepuagbHbIi 00BEKT ¢ HH(POpMaIIHEH;

3. 00s13aTeNBHBINA ATEMEHT 0(hOpMIICHHUST OPHUIIHATILHOTO IOKYMEHTA;
4. cBenieHUs 00 OpraHU3alNN

Bonpoc 46. Kakoil pekBU3UT pacroyiaraercs B J€BOM HUXKHEM YTy
1. Tpud yTBEpKICHHUS;

2. BU3a;

3. rpu orpaHUYCHUS;

4. neyatb

Bormpoc 47. K rpymnmne BXOASIIMX JOKYMEHTOB MOKHO OTHECTH
1. neoBEIE IHCHMA;

2. OpraHu3anoOHHbIE JTOKYMEHTBI;

3. mpuKa3bl OpraHu3aluu;

4.PacniopskeHus IO OpraHu3auu

Bonpoc 48. Ha kakoMm qokymeHTe HeT rpuda yTBep>KIeHHs
1. mpukase;

2. IOJI0KEHHH;

3. ycrage;

4. Bce OTBETHI BEpHBIE

Bonpoc 49. Ckosbko agpecaToB MOXKET COAEPKATh OAUH JOKYMEHT
1. geTsIpe;

2. IIeCTh;

3. 1Ba;

4. onuH

Bompoc 50. Kommiiekc JOKyMEHTOB, pETYIMPYIOIINX AEATEIbHOCTD OpraHU3aui
1. pacriopsinuTenbHbIE JOKYMEHTHI;

2. OpraHu3alMOHHBIE JOKYMEHTHI;

3. uHGOPMaIIMOHHO-CIPABOYHbIE IOKYMEHTHI;

4. pactiopsiAMTENbHbIE U HH(POPMAITMOHHO-CIIPABOYHBIE JIOKYMEHTHI

Bomnpoc 51. K kareropusiM TeXHUYECKUX UCTIOTHUTENEH ciry:x0b1 JJOY oTHOCAT
1. pyKOBOAMUTENS CITY>KOBI



2. TIOKyMEHTOBE1a
3. nenonpou3BOUTENS
4. BCe OTBETHI BEpHBIC

Bompoc 52. HopmaTuBHBIN MOKYMEHT, onpeaessitonuid GoHa 3apab0THOM IUIAThl COTPYIHUKOB
OopraHu3aIu

1. JOMKHOCTHAS HHCTPYKIIHS;

2. LITaTHOE pacIUCaHMUE;

3. Vcras;

4. pacriopspkeHUe

Bomnpoc 53. JlokymenT He ObiBaeT 0e3
1. macmopTHBIX AAHHBIX COCTABUTEIIS;
2. PEKBU3UTOB;

3. BUJICOCOIPOBOXKIICHUS;

4. Bce OTBETHI BEPHbIE

Bomnpoc 54. KonTpoms 3a cpokaMu UCTIOTHEHUS JOKYMEHTOB OCYIIIECTBIISIET
1. paboTHHK OT/AeNa KaapoB;

2. paboTHuK ciyx0b1 IOV

3. PYKOBOAUTEIH OPraHU3alINN;

4. pyKOBOJUTEIb MO/Ipa3e/ICHUs

Bomnpoc 55. Tekymuii KOHTPOJIb OCYIIECTBIISIETCS

1. B HAUaJe UCTIOTHEHUS JOKYMEHTOB;

2.B KOHIIC UCITOJHCHUA JOKYMCHTOB,

3. B TeUEHHUE BCETO MEepr0/ia UCIIOIHEHUS JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BUJa JOKYMCHTA

Bonpoc 56. Ha kakoM JOKyMeHTE He CTaBUTCSl PEKBU3UT HAUMEHOBAHKE BU/Ia IOKYMEHTa
1. mucbMe;

2. NOMKHOCTHOM MHCTPYKIINU;

3. YcraBe;

4. pacriopsiKeHU U

Bonpoc 57. Kakoil [0OKyMEHT cocCTaBisieTcs IMpU HapylIEHUU TPYAOBOM WM OOLIECTBEHHON
JUCLIUTUTMHBI

1. 0OBICHUTENLHAS 3aIIMCKA;

2. NOKJaHas 3alMCcKa;

3. cykeOHas 3aucka;

4. npoTokon

Bomnpoc 58. Kakue Bonpocsl paccMaTpUBarOTCS B paCOPsSKEHUU
1. Haubosee BayKHbIE BOIIPOCHI JEATEIILHOCTH OPraHU3alllu;

2. BOIIPOCHI, CBSI3aHHBIE C BBIIIOJHEHUEM MPUKA30B;

3. onepaTUBHBIE BOIPOCHI ACSITEIbHOCTH;

4. HanMeHee Ba)KHbIE BOIIPOCHI IEATEIbHOCTH OPraHU3aluH

Bomnpoc 59. IlpenBapurenbHoe pacCMOTPEHUE TOKYMEHTOB BKIHOYAET

1. pactipeniesieHne TOKYMEHTOB Ha paCCMOTPEHHE PYKOBOJIUTEIIO U B CTPYKTYPHBIC TIOIpa3ICTICHNS,
2. IPOBEPKY MPABWIBHOCTU aJIPECOBAHUS;

3. corylacoBaHME IOKYMEHTA;



4. perucTpanuio

Bomnpoc 60. Oaun 13 rocyaapCTBEHHBIX PEKBU3UTOB
1. pe3zomntonus;

2. pexjaMalius;

3. pelieHue;

4. peectp

Bormpoc 61. Kakyro napopmanmio coaepxkut pa3aen ¥YcraBa «O0IIue Mmoa0KeHH
1. cTpyKkTypa opraHu3aluu;

2. mpaBa 1 00s13aHHOCTH JIOJKHOCTHBIX JIUII;

3. 1enu U 3a7aun OpraHu3aluy;

4. mpaBOBOI cTaTyC

Bomnpoc 62. KakuM opranom u3aaercsi peuieHue

1. KOJIIerualIbHEIM;

2. 3aBHCHUT OT OpraHU3allMOHHO-IPABOBOI (POPMBI;
3. €IMHOJIMYHO PYKOBOJIUTENIEM;

4. B 3aBUCUMOCTH OT CUTYalluu

Bomnpoc 63. Kakue u3 nepe4nucieHHbIX J0KyMEHTOB OTHOCATCS K OPraHU3allMOHHBIM
1. mUChbMO, IOJIOKEHHE,

2. ycTaB, UHCTPYKIIMS;

3. ycTas, ykas;

4. nonoXeHue, ykas

Bomnpoc 64. JIokyMeHT, perfilaMeHTUPYIOIIUN AeITeNbHOCTh COTPYAHUKOB OpraHU3aIH
1. ycras;

2. NOJKHOCTHAsI UHCTPYKIIMS,

3. mpukas;

4. pacniopsiKeHHE

Bonpoc 65. Uto HE OTHOCHTCS K yUpEeIUTENbHBIM JOKYMEHTaM FOPUINYECKOTrO Juia?
1. [TpoTokois cobpaHus yupeauTencii;

2. Ycras;

3. YupeaurtenabHbIi JOTOBOD;

4. Her npaBUJIBHOTO OTBETA

Bonpoc 66. Bece opuninanbabie JOKYMEHTH UMEIOT (YHKITHH:
1. ob1IHe U crienuanbHbIE;

2. 00I1I1€ U OCHOBHBIE;

3. IeJIOBEIE U OOIIHE;

4. OCHOBHBIE 1 HEOCHOBHEIE

Bomnpoc 67. CocTtaB JOKYyMEHTOB B OpraHU3allMH 3aBUCHUT OT:

1. 3ama4y opraHu3anuy;

2. obbeMa U xapakTepa B3aUMOCBS3€H B OpraHU3aIuy;

3. mopsiiKa MPUHSATHUS PEIICHUH (€TMHOHAYAIINE UITH KOJUIETHATIBHOCT ),
4. BCE, mepeynciIeHHOe paHee

Bonpoc 68. Urto Takoe yHH(]UKALUSA JOKYMEHTOB:



1. ycTaHOBJIEHHE €IMHOTO KOMILUIEKCA BHJIOB U PA3HOBUIHOCTCH JOKYMEHTOB ISl aHATOTHYHBIX
yIpaBJIEHYECKUX CUTYAINi, pa3paboTka eInHBIX (HOpPM M IPaBUI UX COCTABICHHS, O)OpMIICHUE U
co3nanue TpadapeTHbIX TEKCTOB ;

2. YCTaHOBJICHHUE CIUHOIO KOMILJICKCA BHUJOB M Pa3HOBHIHOCTEH JOKYMECHTOB JUIsl aHAJIOTHYHBIX
yIPaBICHYECKUX CUTYAIUH,

3. YCTaHOBJICHHE €IUHOTO KOMIUICKCA BHMIOB M DPA3HOBUIAHOCTEH OTYETOB IS AHATOTHYHBIX
yIPaBICHYECKUX CUTYaIlHid, pa3paboTKa equHbIX (HOPM U MPABUII X COCTABJICHUS, OQOpMIICHHE U
co3nanue TpadapeTHBIX TEKCTOB

4. pa3paboTka eIuHBIX (OPM M TIPABHJ COCTAaBICHHS, OPOPMIICHHUS U CO3IaHHs TpadapeTHbIX
TEKCTOB

Bormpoc 69. Uto Takoe rojoBoii 00bEM TOKYMEHTOO00pOTA:

1. mcxomHas BeIMYMHA ONPEICIICHHS KOJIMYECTBA JIOKYMEHTOB B OpTraHN3aIIH;

2. cpeAcTBO ompeAeTeHus NOTPEOHOCTEH B OPraHU3alMOHHON M BEIYMCIIUTENILHONW TEXHUKE, BEIOOpa
HanOosee 3(h(HEeKTUBHOM CHCTEMbI PETHCTPAIIH JOKYMEHTOB U CIIPABOYHOTO armapaTa

3. ucxonmHas BENWYMHA JJIS pacdyeTa YHUCICHHOCTH COTPYAHUKOB ciyxObl JIOY, ompeneneHus
CTENCHNU 3arpy)kKeHHOCTH CTPYKTYPHBIX HOJpa3ieiIeHU W OTAEIbHBIX PAaOOTHUKOB, CPEICTBO
oTpeNieNieHus] TOTPEOHOCTEN B OPraHU3AIMOHHON M BBIYMCIMTEIBHON TEXHHKE, BRIOOpa Hanboee
3P PEKTUBHON CHCTEMBI PETUCTPAIMU IOKYMEHTOB M CPABOYHOTO aNIapara;

4. Bce OTBETHI BEPHbIE

Bompoc 70. UYrto Takoe JOKyMEHTOOOOPOT:

1. IBW)KEHHE JOKYMEHTOB B OPraHU3allMU C MOMEHTA WX IMOJYYCHHS 10 3aBEPIICHUS UCIIOIHEHUS
HJIM OTHPABKH B KOMUTET I10 ACJIaM HCCOBCPIICHHOJICTHUX

2. IBW)KECHUE JIOKYMEHTOB B OpraHU3allMd ¢ MOMEHTA MX CO3JIaHUS WJIU TIOJTYYCHUS 10 3aBEPILICHHSI
HCIIOJIHCHUA WJIA OTIIPABKU;

3. KOHTPOJIb 32 CPOKAMH UCTIOJTHECHUS JIOKYMCHTA,

4. cocraBienue u 0popMIICHHE JOKYMEHTOB B OpPraHU3aluU

Bonpoc 71. BriOepute OCHOBHBIE ATanbl MOJATOTOBKU U OPOPMIIEHHS BHYTPEHHUX JOKYMEHTOB B
oduce:

1. cocTaBieHue MPOEKTa U COIVIACOBAHUE;

2. npoBepKa NpaBUIbHOCTH O(POPMIICHHUS;

3. moJnucaHue U perucTpalus;

4. Bce BapuaHTHI IPaBUIIbHBIE

Bomnpoc 72. Uro Bkitouyaet B ce0st perucTpanus J0KyMeHTa:

1. mpocTaBieHne PEruCTPAUOHHOTO HOMEPA;

2. IpoCTaBJIeHUE J1aThl;

3. 3anuch HEOOXOUMBIX CBEJIEHUH O JJOKYMEHTE B pErUCTPAllMOHHON (opMe;
4. Bce BapuaHTHI IPaBUIIbHBIE

Bonpoc 73. IHauBHayanpHble CPOKH UCIIOJIHEHUS YKa3bIBAKOTCS:
1. B TEKCTE TOKYMEHTA WU B PE30JTIOLIH;

2. B IPWJIOXKEHUU;

3. B pE30JIIOLINH;

4.B crienMagbHO U3/IaHHOM PaclopsHKEHNN

Bonpoc 74. OcnoBHbIe GyHKIINH, KOTOpBIE oOecnieunBaet JJOVY:
|. mmanupoBaHue;

2. y4eT U OTYETHOCTb,

3. ¢buHaHCUpPOBaAHHUE;



4. BCce OTBETHI IIpaBHUJIBHEIC

Bormpoc 75. Uto moHUMAIOT 1O/ CITY)KEOHBIM TTOJIEM:

1. MecTo, KOTOpOE HE 3aHATO PEKBU3UTAMU;

2. MECTO B IOKYMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMHU, 32 UCKIIOYEHUEM PEKBU3UTOB 1, 2, 3,4, 5,
18, u mpenHa3HAYECHO ISl 3aKPEIICHUS JOKYMEHTA B TEXHUUYECKUX CPEJICTBAX XPAHEHUS,

3. MeCTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMH;

4. TeKCT JOKyMEHTa

Bompoc 76. Uto Takoe komusi 4acTH IOKYMEHTa, KOTOpas 3aBepeHa B OMPe/ICICHHOM MOopsiaKe?
1. mpOeKT JOKyMeHTa;

2. 3NEKTPOHHAs KOS,

3. BBINIKCKA;

4. ny6nukar.

Bomnpoc 77. Llens peructpauuu 10KyMEHTOB:
1. KOHTpPOJIb;

2 obecrieueHNEe UX y4eTa,

3. o0a oTBeTa MPaBUIILHBIE;

4. 06a oTBETa HEBEPHBIE

Bomnpoc 78. Uro Takoe G:1aHK JOKYMEHTA!

1. crangapTHBIN TUCT OyMaru, Ha KOTOPOM BOCIPOM3BOAUTCS ITOCTOSIHHASA HHPOPMAaLUs JOKYMEHTa
¥ €CTh MECTO ISl IEPEMEHHOM nH(pOopMaIiu

2. HecTaHAApPTHBIM JUCT OyMaru, Ha KOTOPOM BOCIPOU3BOJUTCA IOCTOSIHHAs HWHGopMauus
JIOKYMEHTa ¥ €CTh MECTO JUIsl IEPEMEHHON MHPOpMAIIU

3. craHAapTHBIN JUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOJIUTCS NOCTOSIHHAS MH(OpMAIUs TOKyMEHTa
4. Bce OTBETHI HCIIPAaBUJILHLIC

Bonpoc 79. Uto Takoe J0IKHOCTHAS UHCTPYKIUS:

1. JOKYMEHT, B KOTOPOM OTMEYEHBI HAPYIIUTEIN TPYIOBOU JUCIUILINHEL,

2. MHCTPYKUHUS JUPEKTOPA, KOTOPYIO HEOOXOAUMO BBITIOJIHSTH B 00513aTEIbHOM MOPSIIKE;

3. OpraHM3allMOHHO — pACHOPSAUTENBHBIM JOKYMEHT [UIMTEIBHOTO WM IOCTOSIHHOIO CpOKa
JeiicTBUS (0 BBEIEHUSI HOBOI ), B KOTOPOM OIpe/IeTIeHbl HAYYHO — TEXHUUYECKUE, TEXHOJIOTHUYECKHE,
(UHAHCOBBIE U JAPYrHe CTOPOHBI EATEIILHOCTH OpraHU3ALUK, €€ MOApa3AeieHUN U JOIKHOCTHBIX
JINLL;

4. HOpPMAaTHBHBIN aKT, ONMpEAEISAIOIIMNA MOPSAAOK 00pa3oBaHUs, CTPYKTYpY, (DYHKIHMH, MpaBa U
00513aHHOCTH OpraHU3allu, CTPYKTYPHOIO MOAPa3Je/IeHHs, KOJJIETHAIbHOTO OpraHa

Bonpoc 80. Kakue ¢akThl u3naratoTcsi B IepBOil U BO BTOPOM YacTsIX CIIPaBKU:

1. B mepBoO#i YacTU CIIPAaBKM M3JIaratoTcs (PakThl, MOCTYKHUBIIKE MOBOJOM K €€ HallMCAHUIO, BO BTOPOI
— MIPUBOJISATCS] KOHKPETHBIE JAHHBIC;

2. B MepBOM YaCTHU CHPABKU HM3JaraioTcs J0BOJIbI, IMOCIYKUBIINE TMOBOJOM K €€ HAaMMCAaHUIO, BO
BTOPOU — MIPUBOMSTCSI CTATUCTUYECKHE JaHHBIC;

3. B IepBOM YacTU CNPaBKU M3JIaraloTCsi KOHKPETHHIE JaHHbIE, a BO BTOPOH — MPHUBOIATCS (aKTHl,
MOCTYKHMBIITHE ITOBOJIOM K €€ HAIMCaHUIO;

4. B IepBOIf 4aCTH CIIPaBKH U3J1araroTcs (PakThl, MOCIYKUBIIME TOBOJIOM K €€ HallMCaHHUI0, BO BTOPOH
— BBIBOJIBI U TIPEIJTO’KEHHUSL.

Bompoc 81. Uto Ha3pIBaeTCs CIPaBKOM:
1. TOKyMEHT, MOATBEPKAAIONINI Kakue-T1100 (paKkThl IH COOBITHS;
2. (haKTbl, MOCITYKHUBIINE TOBOJIOM K €€ HallMCaHUIO;



3. JOKYMEHT, I'iec IPUBOIATCS KOHKPETHBIE TaHHBIC,
4. TOKYMEHT, perjJaMeHTUPYIOIIUI MOPSIOK BHIIOJHEHUSI KAaKOT0-T00 mpolecca

Bompoc 82. Ha kakue 1Be OCHOBHBIE IPYIIIIBI MOKHO IOJIPa3AeIuTh BCE MHCTPYKIIMU:

1. TOMKHOCTHBIE MHCTPYKLUH, OIpeesonye GyHKIUHU, IpaBa, 0053aHHOCTU U OTBETCTBEHHOCTh
JOJIKHOCTHBIX JINLL;

2. MHCTPYKLMM, perijaMEeHTUpPYIOIIUE MOPAAOK BBIIOJHEHMsS Kakoro-iubo mpoiecca, B
OCYIIECTBJIEHUM KOTOPOrO MPHUHHUMAIOT  Y4acTUE  HCIOJHUTENM  (JOJKHOCTHBIE — JIMILA;
MoApa3iesiCHuUs ),

3. 00a oTBETa MPaBUIIBHBIE;

4. 00a oTBeTa HEeNpPaBUIIbHbIE

Bonpoc 83. bianku uMeroT mosis:

1. mpaBoe u HIkHEe — HE MeHee 10 MM;
2. neoe — 20 MM;

3. BepxHee — He MeHee 20 MM;

4. Bce OTBETHI BEPHBI

Bonpoc 84. VYkaxkure pEeKBU3UT, HE BXOIAMUN B (HOpMyJsp MpHKa3za MO JUYHOMY COCTaBY:
1. anpecar;

2. ;nara;

3. IOJNKCE;

4. Tekcr

Bompoc 85. YkaxuTe 3aaun apxupa:

1. mpuem, ydeT, XpaHCHHE JIOKYMEHTOB, 3aKOHYEHHBIX JIEJIONPOU3BOJCTBOM; HH()OPMAIMOHHO-
CIIpaBOYHasA pa60Ta 0 apXWBHBIM JOKYMCHTaAM HNPCANPUATHA, OPraHU3alMOHHO-METOANYCCKAA
TIOMOIIIb TI0 BEJICHUIO JICTIONPOU3BOJICTBA,

2. mpueM, y4yeT, XpaHEeHUe JOKYMEHTOB;

3. mpueM, y4er, XpaHEeHUE TOKYMEHTOB, 3aKOHYEHHBIX JIEIOMPOU3BOJICTBOM;

4. MH(OPMALIMOHHO-CIIPaBOYHAss paboTa 1O apXUBHBIM  JOKYMEHTaM  HpEanpHsTHS;
OpTraHU3aI[MOHHO-METOAMYECKasi TOMOIIIb 110 BEACHUIO JIeJIONPOU3BOJICTBA

Bonpoc 86. [lena, moAroToBieHHbIE HA ApPXUBHOE XpaHEHUE JCNATCS Ha!
l.Texymye nena u Jesna mponuIbIX JIET;

2.3aKOHYEHHBIEC U HE3aKOHUYCHHBIE JIeN1a;

3.71e1a Mo JUYHOMY COCTaBY U 1O (PMHAHCOBOM JACSATEIHHOCTH,

4. nena 1Mo TMYHOMY COCTaBY MPEANPHUATHS U JIeJia 0 OCHOBHOMN AESITENFHOCTH

Bomnpoc 87. bykBennoe, ¢ poBoe, Hiu KOMOMHUPOBAaHHOE 0003HAYEHHE TOKYMEHTA, YKa3bIBAIOIIEEe
MECTO €T'0 COCTABJICHUS 1 XPaHEHHS — JTO:

1. pexBU3HUT;

2. UHJEKC TOKYMEHTA;

3. HOMEp IOKYMEHTA;

4. cty>xkeOHOE TIoJIe

Bonpoc 88. ®paza “3agepkka MOCTaBOK MOXKET MPUBECTH K...” TOBOPUT O TOM, UYTO MHUCHMO MO
COJIEP/KaHUIO SABIISETCS:

l.uHOpMaLIMOHHOE TUCHMO,

2.mucpMo-odepra,

3.MUCbMO-pEKIIaManus,



4. TUChbMO-IPENYIIPEKICHUE

Bonpoc 89. Ykaxkurte nocieoBaTeabHOCTh 3JE€MEHTOB, U3 KOTOPBIX JOHKEH COCTOSTH 3aroJIOBOK
Jena:

1. Ha3BaHMe BUJA TIOKYMEHTA, JaTa;

2. Ha3BaHWE BUJA IOKYMEHTa, KPATKOE COJICPIKAHUE;

3. Ha3BaHUE BHJA JIOKYMEHTA, CJIOBO “KOmNus;”’

4. Ha3BaHME BUA JIOKYMEHTA, KPaTKOE COJIepKaHue, 1aTa, CJI0BO “KOMUS’

Bompoc 90. Bripaxkenue “Coobmaem Bawm, 49T0...” TOBOPHUT O TOM, 4YTO JaHHOE MHCHMO TIO
CoOJIep’KaHuIo OyIeT:

1. mucemo-odepra;

2. MIUCHhMO-U3BEIICHUE;

3. MUCBbMO-pEKIaMalls;

4. MUCHEMO-TIpEAYNPEKACHHUE

Bonpoc 91. Kommuiekc HOKyMEHTOB, COAEp)KalIUX HEOOXOAUMBIE CBEACHHUS O PabOTHHKE U €ro
TPYJIOBOM CTake — 3TO:

1. nemo;

2 .cripaBKa;

3. BBIMKCKA U3 TPYIOBON KHUXKKHU;

4. TUYHOE JENO0

Bompoc 92. Ykaxkute 0OCHOBHOM BHJ pabOTHI, 00ECIICUNBAIONIUNN CHUCTEMAaTH3allUsl JOKYMEHTOB B
JEJIONPOU3BO/ICTBE:

1. cocTaBieHuE MTATHOTO PACIIMCAHUS;

2. perucTpanus JOKyMEHTOB;

3. KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTOB;

4. cocTaBlieHHE HOMEHKIIATYPBI [

Bormpoc 93. JIokyMeHThI ociie perucTpanuu nepeiarTes:
1.B apxus;

2. B OJpa3IeieHus] OpraHu3allny;

3. B (puHAHCOBBII OTAEIT;

4. pyKOBOAMTEINIO AJI1 PACCMOTPEHHUSI M IPUHATHS pELICHUS

Bomnpoc 95. BuyTpeHHME JOKYMEHTBI pETUCTPUPYIOTCS:
1. B neHb oopMieHUS;

2. B IeHb MOAMUCAHMS;

3. B JIeHb Nlepe/layul B apXuB;

4. mocse UCTIOIHEHUS

Bomnpoc 96. B popmyiisip 3asiBiieHUs] HE BXOAUT PEKBU3HT:
1. mara;

2. TEKCT;

3. IOJMKCE;

4. Tpud orpaHMyYeHHs JOCTyNA K JOKYMEHTY

Bompoc 97. Ilpukassl 110 IMYHOMY COCTaBY BUHPYIOTCS:
1.PykoBoauTEeNnEM OpraHu3alny;

2. pyKOBOAMTEIEM U 3aMECTUTEIISIMU;

3. pyKOBOAMTENEM, 3aMECTUTEISIMH, HAYaIbHUKOM OT/IENa KaJPOB;



4. Bcemu 3aMHTCPCCOBAHHBIMU B IIPHUKA3€ JIMIaMU

Bormpoc 98. HazoBuTe 0CHOBHOM TIOKYMEHT, TIOATBEPKIAAONTUN CTaX pabOTHI:
1.1u4HOE 11ENI0;

2.I0KyMEHT 00 00pa30BaHUU;

3.pe3tome;

4. Tpy/OBasi KHUKKA

Bormpoc 99. YkaxuTte 10OKyMEHT, GUKCHUPYIOUTUH X0/1 0OCYKIECHHUS BOIIPOCOB M MPUHSITHS PEIICHUMA
Ha COOpaHUsX, 3aCeIaHUSAX, COBEIIAHUSAX U T.I1.:

1. pezononus;

2. peleHue;

3. crpaBka;

4. IpOTOKOJI

Bomnpoc 100. 3menenus 3anuceit B TpYJI0BYIO KHI)KKY BHOCSITCSI HA OCHOBAHHHU:
1.pe3tome;

2.yCTHOTO 3asBJIeHUs1 paOOTHHUKA,

3.MMCEMEHHOTO 3asBJICHUS paOOTHUKA;

4. TOKyMEHTOB, IOATBEPKIAOIINX ITU U3MEHEHUS.

IIpumepHBbIii NepevYeHb BONPOCOB K MPOMEKYTOYHOM ATTECTAIlUM:

[TonsiTHE 1€I0IPOU3BOJACTBO, TOKYMEHTOOOOPOT.

2. Ponb nenonpou3BOJCTBa B OpraHU3allii yIIPaBICHUS IPEATIPUSTHEM.

3. Ha3oBuTe OCHOBHBIE 3a7jauil U (DYHKIIMU AEIONPOU3BOICTBA.

4. Ha3oBuTe OCHOBHBIE 3Tallbl CTAHOBJIEHUS JEJI0NPOU3BOACcTBA B Poccuu.

5. HazoBuTE OCHOBHBIE HOPMATUBHBIE JJOKYMEHTHI.

6. [loHsiTe TOKYMEHTHUPOBAHUE.

8. O0bsicCHUTE CYTh YHU(DUKALIUY.

9. Ha3oBuTe OCHOBHBIE BU/IbI CTAHAPTOB.

10. HazoBute hopmaTsl Oymaru, pasperieHHble s 0hOpMIIEHUS JIeIOBBIX JOKYMEHTOB.
Nx npumenenue.

11. O6bsicHUTE Ha3HAUYEHUE TTOJIEH.

12. Pa3mepsl mosieit Jj1s1 OpraHu3alMOHHO-PACTIOPSAUTEIHHON TOKYMEHTAIUH.

13. Ilopsinok Hymepaluu CTpaHUL] B JOKYMEHTE.

14. 3anumuTe TEKyIyro JaTy HUPPOBBIM U CIOBECHO HUPPOBLIM criocoboM. Kakoii criocob
SBIIETCS Hanbosee ynoOHbIM?

15. OcHOBHbIE IPUHIUIIBI Pa3MEILeHUs TaOIuL.

16. IloHsATHE IOPUINYECKON CUIION TOKYMEHTA.

17. Buabl JOKyMEHTOB B CUCTEME OPraHU3alMOHHO-PACTIOPSAAUTEIBHON TOKYMEHTALINH.
18. IlonsaTne pexBu3nuTa 1oKymMeHTa. Ha30BUTE OCHOBHBIE PEKBU3HUTHI JOKYMEHTOB.

19. Tlonsitue hopmymnsip-oOpaszer JOKyMeHTa.

20. 3oHbI aeneHus miouaay Gopmara J0KyMeHTa.

21. PexBHU3UTHI, BXOASAIIME B YIJIOBOM HITaMII.

22. PekBU3UTHI, pa3MeliaeMble Ha pabodyeM IoJjie JOKYMEHTa.

23. CocTtaB pexkBHU3UTa IPUP YTBEPKICHHUS.

24. IlepeyeHb TOKYMEHTOB, IIOUIEKAIIMX yTBEPKAeHNI0. Kakue U3 HUX MOryT
YTBEPKAATHCS IPYTHUM TOKYMEHTOM?

25. Ha3zoBuTe OCHOBHBIE IPUHLIUIIBI COCTABIIEHUS TEKCTa JoKyMeHTa. [lopsamok
pa3MelieHusl, HyMepaiuu.



26. CocraB pekBH3UTA "TIOJNUCH".

27. Tlopsanok npocTaBiieHus nedatu. Ha kakue JOKyMeHTBI CTaBUTCS repOoBast revaTh?
28. Bujpl 651aHKOB IO PaCHOI0KEHUIO PeKBU3UTOB. OCHOBHBIE OTINYHSI.

29. IlepedyeHb pEKBU3UTOB, OTOOPAXKACMBIX HA OJIAHKE ISl ITHCEM.

30. Knaccuduxaims opraHu3aliioHHO - pacopsIUuTeNIbHas JOKYMEHTAIIH.

31. IlepeueHb TOKYMEHTOB, OTHOCSIIMXCS K OPraHU3aLlMOHHON JOKYMEHTALIUH.

32. Haznauenue nHCTpyKunu. Kakve BUIbI HHCTPYKIIUH SIBIISIIOTCS Hanbosee
pacnpocTpaHeHHbIMU?

33. CoctaB 10KkyMeHTOB CTpYKTypa U IITaTHAsl YUCIECHHOCTD

34. CocraB nokymenToB llITaTHoe pacnucanue.

35. OcobenHoCTH cOCTaBiIeHUS U 0OPMIICHHUS YCTaBa.

36.1lepeyeHb TOKYMEHTOB, OTHOCSIIUXCS K PACIIOPAIUTENBHON TOKYMEHTALIUH.

37. HazoBHUTE OCHOBHBIE PEKBU3UTHI IPUKA3a.

38. Odopmiienue BHITUCKH U3 MTPUKA3a.

39. HaznadeHue cripaBOYHO-MH(POPMAIIMOHHON JOKYMEHTAIIHH.

40. ITepeueHb TOKYMEHTOB, OTHOCSIIUXCA K CIIPaBOYHO-UH(POPMAIIMOHHOHN TOKYMEHTALIUH.
41. ITopsaok oopMiIeHUST TPOTOKOJIOB.

42. Opopmrnenue [Iporokomna, €Ciii CIIUCOK MPUCYTCTBYIOMINX cOCTaBisieT 30 4eIoBeK.
43. CocraB nokyMeHTa JloknaaHas 3amnucka.

44. Haznauenue nokyMeHnta O0bscHUTENbHAS 3anucka. HazoBuTe nepeyeHb peKBU3UTOB.
45. Ha3nauenue nokyMmeHnta AKT. HazoBuTe cocTaBHbIE YaCTH TEKCTA AKTA.

46. OxapakTepu3yliTe OCHOBHbIC (DYHKIIMH JEIIOTPON3BOACTBCHHOMN CITYKOBI.

47. O6bpaAcHUTE Ha3HAUYCHUE JOKYMEHTO000pOTA.

48. Buibl JOKyMEHTOIIOTOKOB.

49. Tlopsnok 00pabOTKH BXOASIIEH KOPPECTIOHICHITHH.

50. Buspl 1OKYMEHTOB, SIBISIOLIUXCS HEPETUCTPUPYEMbBIMHU.

51. ®opmbl peructpanuu 10KyMeHToB. [Ipumenenue.

52. Ilopsiiok perucTpainuu BXOISIINX JOKYMEHTOB.

53. IlopsA1oK perucTpauuy UCXOASIINX JOKYMEHTBHI.

54. Buspl JOKYMEHTOB, Uil KOTOPBIX YCTaHABIMBAIOTCS CPOKU UCIIOJIHEHUS.

55. lonsarue xoHpuaeHnManbHOCTU. [Tops ok paboThI ¢ JOKYMEHTaMH.

56. IlocTaHOBKA Ha KOHTPOJIb U CHATHE JOKYMEHTA C KOHTPOJIS.

57. llopsinok 00pabOTKU BHYTPEHHUX JOKYMEHTOB.

58. Ilopsiiok cocTaBieHuE HOMEHKIIATYpPHI Jel. Bupl HOMEHKIATYpHI.

59. IlopsnoK yCTaHOBJIEHMS CPOKOB XPAHEHHUS JEII.

60. TpeboBanus npu GopMUPOBAHUH JIEN.

5. Meroanyeckre MaTepHaJibl, ONpeaesonue Npouelypbl OCeHHBAHUA HUHANKATOPOB
AOCTHKEHHS] KOMITeTEeHI U

Crnemuduka  ¢GopMHpOBaHUS  KOMIETEHIMH M UX  HM3MepeHHe  ompejaessercs
CTPYKTYpUpPOBAaHHEM MH(GOPMAIIMU O COCTOSSHUU YPOBHS MMOATOTOBKH 00YYarOIIUXCS.

ANropuT™Mbl 0TOOpa M KOHCTPYMPOBAHMS 3a/laHUM JJIS OLIEHKU JOCTHD)KEHUH B MpPEIMETHOM
o0nacTu, TEXHHKAa KOHCTPYHUpPOBAaHUS 3a/JaHui, CHOcoObl OpraHW3alud U  [POBEIEHUS
CTaHJAPTU3UPOBAHHBII OIEHOYHBIX MPOIETyp, METOJUKA IIKATUPOBAHUA U METOABI 00pabOTKU U
MHTEPIIPETAIMU PE3YIbTATOB OLIEHUBAHMS MO3BOJISIOT 00yYaIOUIMMCS OCBOUTH KOMIIETEHTHOCTHO-
OPUEHTUPOBAHHBIE IIPOIPAMMBI JUCLUIIINH.

PopMHpOBaHHE KOMMETEHIMN OCYIIECTBISAETCA B XOJ€ BCEX BHJIOB 3aHATUM, IPAKTUKH, a
KOHTPOJIb UX C(hOPMUPOBAHHOCTH HA 3Tare TEKYLIEH, TPOMEKYTOUHOW U UTOTOBOM aTTeCTAlLlNU.

OueHuBaHue 3HaHUH, YMEHHUH U HaBBIKOB 110 y4EOHOMN AUCHUIUIMHE OCYIIECTBIISETCS
IIOCPEICTBOM HCIIOIb30BaHUs CIEAYIOIINX BUI0B OLEHOYHBIX CPEICTB:

- ONPOCHI: YCTHBIN, TUCbMEHHBIN;



- 3a/1aHus JJI IPAKTHUECKUX 3aHATHUI;
- CUTyallMOHHBIC 33JIaHUS;

- KOHTPOJIbHBIE PA0OTHI;

- KOJIJIOKBUYMBI;

- HarucaHue pedepara;

- HaIllMCaHMe 3CCe;

- pellieHne TECTOBBIX 3aJIJaHUM;

- DK3aMeEH.

Onpocel 10 BEIHECEHHBIM Ha 00CYKIeHHe TeMaM

Y cTHBIE OITPOCHI IPOBOJATCS BO BPEMS IPAKTUYECKUX 3aHITHI U BO3MOKHBI IIPU IPOBEACHUN
aTTecTallid B KadyeCTBE JONOJHUTEIBHOIO HCHBITAHUS IIPU HEJAOCTATOYHOCTU PE3YJIbTaTOB
TECTUPOBAHUS U pelleHus 3a1anuii. Bormpock! onpoca He JOKHBI BBIXOIUTH 38 PAMKHU 00bSBICHHOM
JUIS TAHHOTO 3aHSATHS TeMbI. Y CTHBIE OMPOCHI HEOOXOIUMO CTPOUTH TaK, YTOOBI BOBJIECYH B TEMY
00CYXXJIeHUS! MaKCUMAaJIbHOE KOJMYECTBO OOYYAIOIIMXCS B IpyMIe, IPOBOAUTH Mapajljielid C yKe
NpOIIEHHBIM YYEOHBIM MaTEepHaiOM JAaHHOW TUCHMIUIMHBI U CMEXKHBIMH KypCaMH, HAXOAWUTh
ylayHble TMPUMEPHI U3 COBPEMEHHOW JEHCTBUTENBHOCTH, YTO YBeIMYHUBaeT 3()PEKTUBHOCTH
YCBOEHHUS MaTepuasa Ha acCOLUALUAX.

OCHOBHBIE BOIIPOCHI AJI1 yCTHOTO OIIPOCa I0BOJATCA A0 CBECHHUS CTYIEHTOB Ha MPEAbITYIIEM
IIPAKTUYECKOM 3aHATHUU.

[IrucbMeHHBIE OITPOCHI TO3BOJIAIOT IPOBEPUTH YPOBEHB MOATOTOBKH K IPAKTHUYECKOMY 3aHATHIO
BCEX 00YYAIOMIMXCS B TPYIIIE, IPY 3TOM OCTABIISAA JOCTATOYHO Y4eOHOTO BPEMEHH JIJIsl HHBIX (hopM
MeAarorn4eckoil MesTeIbHOCTH B paMKax JaHHOTO 3aHATUA. [IuchMeHHBIN onpoc mpoBoauTcs 0e3
HpENyNpEeXICHUs, YTO CTUMYIUPYET 00YYAIOIIUXCSA K CUCTEMATUYECKOM MOJArOTOBKE K 3aHATHUSM.
Bonpocel ansi ompoca roToBsATCS 3apaHee, (HOpMYIHPYIOTCS Y3KO, Aa0bl 0OydaroImuics HMel
00BEKTUBHYIO BO3MOKHOCTb ITOJTHOLIEHHO €0 OCBETUTH 3a OTBEJECHHOE BPEMSI.

[TuceMeHHBIE OMPOCHl IENECOO0Pa3HO MPHUMEHSTh B LENSAX IPOBEPKH YCBOSIEMOCTH
3HAUUTENBHOr0 00beMa yueOHOro MaTepuaa, HapuMep, BO BpeMs IIPOBEACHMSI aTTeCTallH, KOTr/1a
HEO0OXOUMO MTPOBEPUTH 3HAHUS 00YUAIOIINXCS IO BCEMY KYpPCY.

[Tpu olieHKe ONPOCOB aHAIM3y MOJUIEKUT TOYHOCTH (POPMYIUPOBOK, CBSIZHOCTH M3JIOKEHHS
MarepHaia, 000CHOBAaHHOCTb CYXKIAECHUH.

Pemenue 3agannii (Keic-MeToAbI)

Pemenne kelic-MeTOJOB OCYILIECTBIISETCSA C LIETIbI0 IMPOBEPKU YPOBHS HABBIKOB (BJaJCHUMN)
oOyyaromerocsi 1Mo MPUMEHEHHIO COJIEPXKaHUsS OCHOBHBIX MOHSATHH M TEPMHUHOB JUCHUIUIMHBI
BOOOIIIE U KaXKIOW €€ TeMbI B YaCTHOCTH.

OO6yuatomiemycst 0OBSBISIETCS YCIOBUE 3aJaHHsI, PEIIEHHEe KOTOPOTro OH M3J1araet Jubo yCTHO,
00 MUCHbMEHHO.

D¢} eKTUBHBIM HMHTEPAKTUBHBIM CIIOCOOOM pELIeHUs 3a/laHusl SBJSIETCS COIMOCTaBJICHUS
Pe3yJIbTaTOB pa3pelieHns OAHOTO 3aJaHus IByMs U OoJiee MaJIbIMU IpyIIIaMu 00y4YaroluXcsl.

3agaun, TpeOyrolmue U3y4eHHs 3HAYMTEIbHOrO o00beMa, HeOoOXOJUMMO OTHOCHUTh Ha
CaMOCTOSITENIbHYI0 pabOTy CTYAEHTOB, C HENpPEMEHHBbIM pa300poM pe3yJbTaTOB BO BpeMs
NPaKTUYEeCKUX 3aHATHHA. B JaHHOM ciydae pelieHHe CUTYAIllMOHHBIX 3aJad C [NIyOOKUM
000CHOBaHHEM JOJHKHO MPECTABIATHCSA HA IPOBEPKY B MHCbMEHHOM BH/IE.

[Ipu omenke pemeHUs 3aAaHUN aHATM3MPYETCs MOHHMMAaHHE OOYYaroIIUMCS KOHKPETHOH
CUTYalluH, MPABUJIbHOCTh €€ TOHMMaHUs B COOTBETCTBHH C M3y4aeMbIM MaTepUaoM, CIOCOOHOCTh
000CHOBaHMS BBIOpDAHHOM TOYKM 3pEHMs, IIIyOWHA MPOpabOTKM paccMaTpUBAEMOI0 BOIPOCA,
YMEHHMEM BbISIBUTH OCHOBHBIE MTOJIOKEHHSI 3aTPOHYTOT0 BOIIPOCA.

Pemenue 3ananuii B TectoBoii gopme
[IpoBoauTCs TECTUPOBAHUE B T€UEHUE U3YUEHUS JUCIUTIIMHBI



He menee uem 3a 1 Hemenmo 10 TeCTUPOBaHUSA, IPENOJAaBaTeNb JAODKEH OINpEAETUTh
00y4JaromuMCsl UCXOJIHBIC JAaHHBIC AJI MOATOTOBKM K TECTUPOBAHMIO: HA3BATh pPa3/eibl (TEMBI,
BOIIPOCHI), [0 KOTOPHIM OYyIyT 3a7aHusl B TECTOBOIM (opMe, TEOPETHUECKUE UCTOYHHUKHU (C TOYHBIM
yKa3aHUEM Pa3/IesioB, TEM, CTAaTEM) IJis MOATOTOBKH.

[Ipy NpOXOXAEHUH TECTUPOBAHUS IOJB30BATHCS KOHCIEKTaMH JIEKUUH, Y4eOHUKAMH, U
WHBIMU MaTepHalaMHi HE Pa3pelieHo.
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