ABTOHOMHAs1 HEKOMMepPYeCKasi OpraHu3anus BbICIIEro 00pa3oBaHust
«MOCKOBCKUU MEXIYHAPOJIHbIU YHUBEPCUTET»

Pabouas [nporpamMma I CHOUILINHBI

OcCHOBBI 1€JIONPOU3BOICTBA U JOKYMEHTO000POT

Hanpasnenue noocomosxu DKOHOMHKA

Koo 38.03.01

Hanpasnennocmo (npogpunv) bByxraitepckuil y4eT, aHalu3 U ayauT

Keanugurxayusa evinycknuxa OaxaiaBp

JOOKYMEHT NOAMMCAH
ONEKTPOHHOW MOANMUCHIO

MockBa
Ceptudumkat: 026443C200E0B15FBB4FC3DAFEDBC09294

Bnageneu: MAHIOLWNC ANbriMPOAC tOO30 2 02 5
[OeiicteuteneH: ¢ 03.09.2024 go 03.12.2025




1. [lepeyeHb KOAOB KOMIETeHUUH, (OpMHpPYeMbIX IMCHUILVIMHON B Hmpolecce

o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna "
Py . Kareropusi komnereHumi Kon
KOMIIeTeHITH I
YHuBepcaabHbIe KomMmyHukanus YK-4

2. KoMneTeHUMM ¥ MHAMKATOPbI UX J0CTHKEHM I

Kon DopMyTHPOBKA
NuaukaTopsl 10CTHKEHUSI KOMIIETeH MU
KOMIIeTeHIIUH KOMIIETEHIIUH
YK-4 Cnocoben YK-4.1 Buaneer CUCTEMOM HOpM pycckoro
OCYLIECTBIIATh JUTEPATYpHOTO S3bIKa U HOPMaMH HHOCTPAHHOTO (-bIX)
JIEIIOBYIO s3pIKa (-OB); CIIOCOOEH JIOTUYECKH M TPaMMaTHYECKU
KOMMYHHUKAIIMIO B | BEPHO CTPOUTH YCTHYIO U NHCbMEHHYIO PEYb.
YCTHOM u | YK-4.2 I'paMOTHO CTPOUT KOMMYHHUKAIMIO, UCXOIS H3
IIACbMEHHOU Hejnedl W CHTyaluH; HCIIOJIb3yeT KOMMYHHUKAaTHBHO
dbopmax Ha | mpueMJeMble  CTUIb  OOIlIeHus, BepOalbHBIE U
roCyIapCTBEHHOM | HEBepOaJIbHbIE CPE/ICTBA B3aUMOJICHCTBUS C MapTHEPAMHU.
a3bike Poccmiickoit | VK-4.3 Hcnons3yer UH(pOPMALIMOHHO-
Denepanun U | KOMMYHUKAIIMOHHbIC TCXHOJIOTMW TIpU  IIOMCKE
MHOCTPaHHOM(BIX) | HEOOXOQMMOM HH(POPMALMHK B IIPOIIECCE  PELICHUS
A3bIKe(ax) CTaHIAPTHBIX KOMMYHUKATHBHBIX 3aj1a4 Ha
TOCYJApCTBEHHOM M MHOCTPAHHOM (-bIX) SI3bIKAX.

OCBOCHMUSA

3. Onucanue MJIAHAPYEMbIX Pe3yJbTaTOB 00y4YeHHs M0 JUCHHUIINHE

3.1. Onucanue NIaHUPYEMbIX pe3yIbTaTOB 00YUYEHHUS MO AUCLUIIINHE
[Tnanupyemble pe3ynbTaThl OOyYeHUS MO TUCHUIUIMHE IMPEACTaBIEHbl JECKPUNITOpaMU (3HaHUS,
YMEHUS, HaBbIKH).

Jeckpunropsl

110 AMCHMILINHE 3Hathb Ymern Baagers

Kox VK-4

KOMIIeTEeHIIUH
- CUCTEMBbI HOPM | - OCYIIECTBIISITh JIEIOBYIO | - CHCTEMOI HOPM
PYCCKOTO JINTEPATypHOTO | KOMMYHHMKAILIUIO B YCTHOM M | PyCCKOTO
s3pIKa W HOpPMaMu | MUCbMEHHOW ¢dopMax Ha | JUTEPATypPHOTO
HMHOCTPaHHOTO (-bIX) | TOCYIapPCTBEHHOM SI3bIKE | SI3bIKa U HOPMaMH
s3bIKA (-OB), Poccuiickoit ®denepaniuu # | ”HOCTPAHHOTO (-
- KOMMYHHUKATHBHO | HHOCTPaHHOM(BIX) bIX) sI3bIKA (-OB);
IIpUEMJIEMBIE CTHJIb | sI3bIKE(ax), - UH(OPMaIIMOHHO-
o01ieHus, BepOaJIbHbIE H | - JIOTUYECKH U | KOMMYHHUKAllHOHH
HeBepOaJbHBIE CPEICTBA | TpaMMaTHYECKH BEpPHO, | BIMH
B3aUMOJEICTBUSA C | CTpOUTH YCTHYIO U | TEXHOJIOTHUSIMU TIPU
napTHEpamH, MMUCbMEHHYIO peyb, MOUCKE
- WH(OPMAIIMOHHO- | -HCIIOIH30BATh Heo0XoIuMoM




KOMMYHHKAI[MOHHBIE MH(POPMAIMOHHO- uHpOpMaLuU B

TEXHOJOTUH  TIPH KOMMYHUKAI[IOHHbIE HpoLecce pemeHNs

MOMCKE  HEOOXOJMMOH | TEXHOJIOTMH TPU  IOMCKE | CTAaHJAPTHBIX

uHpOpMaIuu HeoOxoauMol HMHGOPMAaIMK | KOMMYHUKAaTHBHBIX
B IIpoIlecce  peIIeHUs 3a1a4d Ha
CTaH/IapPTHBIX rOCY/ZapCTBEHHOM
KOMMYHHUKaTHBHBIX 33724 ¥ MHOCTPAHHOM (-

BIX ) SI3BIKAX

4. MecTo TUCUMILIMHBI (MOYJISAA) B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

JlucrumamHa OTHOCUTCS K 00s13aTesibHON YacTH yueOHoro mana OITOIN.

JlaHHasi TUCUMIUIMHA B3aUMOCBSI3aHa C APYTMMH JUCHUIUIMHAMU, TaKUMU Kak «Pycckuit
S3bIK M KYJIbTypa peun», «byXraaTepckuil ydeT W aHaluu3», «YTIPaBICHUE YEIOBECYCCKUMH
pecypcamuy, «MapKeTUH».

B pamkax ocBoeHwus nmporpamMmbl O6akaaBpuaTa BBITYCKHUKHU TOTOBSITCS K PEUICHHUIO 3a7a4
NpOPECCUOHAIBHON ~ JEATEIbHOCTH  CICAYIONIMX THIOB: aHAJUTHYECKON, OpraHU3aluOHHO-
yIpaBIECHYECKON, paCYETHO-DKOHOMUYECKOM.

[Mpoduns (HampaBIIEHHOCTH) MPOTPaMMBl YCTAaHOBJIEHA MyTeM €€ OpUEHTAluu Ha chepy
npoecCHOHANBEHOM e TENIbHOCTH BBITYCKHUKOB: byXrantepckuil yueT, aHainu3 U ayauT.

5. O0bpeM IUCHHUILIHHBI

Dopmul 00yueHus
Buow yueonou pavome: Ouno- Ouno-3aounas c
3ao0unasn npumenenuem
A0T
OO0u1asi TPY10€MKOCTh: 3aU€THBIE €IMHUITBI/YaChl 3/108 3/108
KonTakTHas padora:
3aHsATHS JEKIIMOHHOTO TUTIA 8 2
3aHsTHSI CEMUHAPCKOr0 TUIA 8 8
IIpomekyTOUHas arTecTalus: 3a4er 0,1 0,1
CamocrositesnbHasn padora (CPC) 91,9 97,9

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

6.1. Pactipenejienne 4acoB 1o pa3aejaaM/TeMaM i BHIaM PadoThI

6.1.1. QOuno-3aounas popma ooyuenus

Buabl yueOHoii padoThl (B yacax)
Ne Pa3nen/Tema
o/ KonTakTHas padora
. 3ansaTun 3aHATHA CEMHUHAPCKOIO THIIA Camocr
JIEKIIHOHHOTI'0 OITeJIbH
THIIA asi
Jexyuu | Unote | Ipakm | Cemun | Jlabop | Huvie | padora
yuebHbl| uuecku | apwl amopH
e e bie




3AaHAMU
A

3aHAmMuU
A

pabom
bl

JIOKyMEHTOBEICHHE.
OcHOBHbIE MOHSATHSL.
JIOKyMEHT H  CHCTEMBI
JOKYMEHTAIUU.

12

HopmarusHas

nokymenranus. [IpaBuia
oopMIIeHHUS TOKYMEHTOB
W 3alOJIHEHHSI THITOBBIX

dhopmM.

12

Cucrema
OpraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIHH.

12

Cucrema
pacnopsAMTeIbHON
I[OKYMGHTaIII/II/I.

12

HNudopmannonHo-
CIIpaBOYHAS
JOKYMEHTAITHSL.

11

KagpoBast nokymeHTarusi.
JIOKYMEHTBI MO JTUYHOMY
COCTaBy.

11

JIoKyMeHTOO0O0POT.
ApxuBHOE XpaHCHHE.
Konpunennuansaeie
JIOKYMEHTBI.

11

Komnerorepubie
TEXHOJIOTHHU
JIOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBJIeHUsI.

10,9

IIpome:xyTouHnas
arrecranus

Hrtoro

91,9

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

n/n

Buabi yueOHoii padorsl (B yacax)

KonTakTHas paborta

3ausaTus

JECKIIMOHHOI'0 THIIA

3aHATHA CEMMHAPCKOI0 THIIA

Paznen/rema

Jlexyuu

e

A

HUnvie
yueOHbl

3aHAMU

IIpaxm
uvyecKku
e
3auamu
A

Cem
u
Hap
bl

Jlabo
pamo
PpHble
pao.

Hnwie
3aHaAmu
s

Camoc
TOATEJ
bHasl
padora

JlokyMeHTOBEIEHHUE.
OCHOBHbBIE  TIOHSTHUA.
JIOKYyMEHT M CHCTEMBI




JIOKYMEHTAIWH.

HopmartuBHas
JOKYMEHTAIYSL.
[IpaBuna odopmieHus
JIOKYMEHTOB U
3allOJIHEHUS  THUIIOBBIX

dopm.

10

Cucrema
OpraHU3alMOHHO-
MPaBoOBOI1
JIOKYMEHTAIUU.

Cucrema
pacropsIUTEIbHON
JIOKYMEHTAIMH.

Nudopmanuonno-
CIpaBOYHas
JIOKYMEHTAIHSI.

Kagposas
JIOKYMEHTAIHA.
JIOKyMEHTBI o
JIMYHOMY COCTaBY.

JlokyMeHTOO0O0POT.
ApXuBHOE  XpaHCHHE.
KoundunennuansHeie
JIOKYMEHTBI.

10

Komnerorepusie
TEXHOJIOTHH
JIOKYMEHTAIMOHHOTO
obecrnieueHus
YIpaBJICHHUS.

13,9

IIpome:xyTouHas
arrecranus

Hroro

| 97,9

6.2

IIporpaMMa TUCHMILIMHBI, CTDYKTYPHMPOBAHHAS 10 TEMaM / pa3jaejiam

6.2.1 Cooeprcarnue 1eKUUOHHO20 KypCca

HaunmenoBaHue TeMbI

(pa3nena) IUCHMILINHBI

Conepmaﬂue JEKIIMOHHOI'0O 3aHATHHA

JloxyMeHTOBEIEHHUE.
OCHOBHbIE TTOHSTHSL.
JIOKYMEHT M CUCTEMBI
JIOKYMEHTAIUU.

[Tonsitue u byHKIIIN JIOKYMEHTOBE/IEHUS "
nenonpousBoAcTBa. CyIIHOCTP M OCHOBHBIE 3ajaudd
JOKYMEHTUPOBAHUS  YIIPABIEHYECKOM  JCSITENBHOCTH.
Kparkuii  0030p  HUCTOpMM  JOKYMEHTOBEJICHHUA U
nenonpou3BoAcTBa.  COBpPEMEHHOE  TOCYAApCTBEHHOE
perynupoBaHue JOKYMEHTAllHOHHOT O oOecrieyeHus

ynpasnenue (JJOVY). OcnoBubie Tepmunbl ¥ nouatus JJOY.
[lonatue wuHbopManmuu U HHPOPMAMOHHBIX PECYPCOB.
[lpunnunsl  paboTel ¢ JeI0BOM  MHQpOpMAaIHei.
YHUPHUIHPOBAaHHBIE CUCTEMBI JIETONPOU3BOJICTBA.




HopmartuHo-cnipaBounast nokymenrtanus. 'OCT. IIpaBuiia
CO3JIaHMsI TOKYMEHTOB.

HopmartuBHas
noxkymeHTauus. [Ipasuna

o(opMIIeHUS TOKYMEHTOB U

3aIOTHEHUS TUTIOBBIX
dbopm.

Bunel HopMatuBHO-cripaBouHOM gokyMeHtanuu. ['OCT.
[IpaBuna co3manust nokymeHTOB. [IpaBuna HamucaHwus
pekBU3HTOB. biianku 1 yHUPHUITUPOBaHHBIC (DOPMBI.

Cucrema opraHu3aloOHHO-

HpaBOBOﬁ AOKYMCHTAIIUU.

Ha3nauenne wu
JoKyMeHTauuu. DyHKIUU
JOKYMEHTOB.  YUpEIUTEIIbHbIC
Horosop. Ilonoxenue.

COCTaB  OPraHU3aLMOHHO-IIPABOBOM
OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTBL. Y CTaB.
Nuctpykuuu.  [JomxkHOCTHBIE
uHCTpyKiMu. CTpyKTypa U  IOTaTHas YUCJICHHOCTD.
IlItaTHOE pacrnucaHue. [IpaBuna COCTaBJICHMA,

o OpMIICHHS TOKYMEHTOB.

Cucrema [IpaBuna coctaBienus, oGpOpMIICHHUS JOKYMEHTOB.
pacnopsaIuTEIbHON [Ipuka3pl MO OCHOBHOW JI€ATENBHOCTU. JOKYMEHTHI,
JIOKYMEHTAIUU. W3/1aBacMble B YCIIOBHSIX KOJUIETUAIbHOCTH
(moCcTaHOBIIEHUS, PELICHHUs); OKYMEHTbI, H3/1aBacMble B
YCIOBUSIX €IWHOJIMYHOTO MPHUHITUS pPEUICHHUH (MpUKa3bl,
yKazaHus, pacnopspbkeHusi). OO00COOJICHHBI JOKYMEHT —
MIPOTOKO. Bunsl, 0COOEHHOCTHU odopmiieHus.
CocraBnenue n1okyMeHToB ¢ npumeHennem ['OCT.
HNudopmarinoHHo- [TpaBuna cocraBneHus, opOpPMIIECHHS JTOKYMEHTOB.
CIIpaBOYHAs WHunpmaTuBHBIE  TOKYMEHTBI,  JOKJIAJHBIE  3alMCKH.
JIOKyMEHTAIUSI. OObscHutenpHble  3amuckd.  AkTel.  llpemnoxenue.

CrpaBku cimy:ke0HOTO U JIMYHOTO xapakrtepa. CimyxkeOHbIe
(nenoBble) mnUChbMA. XapaKTEPUCTUKH. Pa3HOBUIHOCTH.
Ocobennoctu ohopmileHUs. DTHKET JETIOBOTO OOIIEHUS.
Cocrasnenne nokymeHToB ¢ npumerHenneM ['OCT.

Kanposas nokymeHTanus.
JIOKyMEHTBI 110 INYHOMY
COCTaBY.

Ha3nauenne u cocTaB JOKYMEHTOB IO JIMYHOMY
coctaBy. HopmaruBHas 0aza. YHupuuupoBaHHble (GOpPMBI.
Anroput™m paeiictBuii U OodOpMIIEHUS JTOKYMEHTOB IIpU
npuéMe Ha paboTy, YBOJBHEHHH, MEpPEeBOJiE Ha JAPYryIo
JOJKHOCTh, OTIIPaBJICHUH B KOMaHIUPOBKY. CocTaBieHHe

u ohopMIIEHHE OCHOBHBIX JOKYMEHTOB. TpynoBoi
JIOTOBOpP, TMPHKa3bl 10 JIMYHOMY COCTaBYy, TPYAOBbIE
KHMKKH, JJMYHOE JI€JI0, IMYHAsI KAPTOUKa.
JlokyMeHTOO0O0POT. OcHOBHBIE TTOHSITHS u TIPUHIIMIIBI
ApXHMBHOE XpaHEHHE. JOKYMEHT0000pOoTa. IIpsAAMOTOYHOCTH JBAYKEHUS
Kondunennuansueie JOKYMEHTOB. Bxopsmue, wucxonsmmue H BHYTPEHHUE
JIOKYMEHTBI. nokymeHThl. [IpaBuna o6pabotku nokymenrtanuu. [lpaBuna
u CPOKH XPaHEHUS JTOKYMEHTOB. [TonsaTne
KOH(HICHIINAIbHOCTH.
KomnrerorepHsie HNudpopMallMoOHHbIE KOMIBIOTEPHBIE TEXHOJOTHH.
TEXHOJIOTHH Metoapl 3amuThl  MTHGOPMAIMH, AJIEKTPOHHO-IM(pOoBas




JOKYMEHTALlMOHHOI'O
obecrieueHus ympaBicHUSI.

noarmuck (DUII), mudposanwue.
WHPOPMAIMOHHBIC CHCTEMBI
DNEKTPOHHOE NPaBUTENILCTBO.

ABTOMaTH3UPOBAaHHBIE
JIeJI0TIPOU3BOICTBA.

6.2.2 Cooepicarue npaKmuyueckux 3anamui

Ne HaumenoBanue TeMbl CoaepsxkaHue NPaKTHYECKOI0 3aHATHSA
n/n (pa3aeJsia) AMCUUNJIMHBI
1. OYHKIMH JOKYMEHTOBEACHUS U JAEIONPOU3BOACTBA.
2. 3agaumn JOKYMEHTUPOBAHHUS  YNPABICHYECKOMN
IESITEIbHOCTH.
3. CoBpeMEHHOE TOCYAapCTBEHHOE pEryJIMpOBaHUE
JlokyMeHTOBeIeHHUE.
[OKYMEHTAIIMOHHOTO oOecnieueHus ynpasienue (JJOY).
l. OCHOBHEIC NOHATHS, 4. OcHoBHble TepmuHbl U noHsATus JOVY. Ilomsarue
JIOKYMEHT U CUCTEMBI
fSRv—— tH(opManuy 1 HHPOPMAITMOHHBIX pecypeoB. }
5. [TpunHIMIIBI pabOTHI € Ae0BOM HH(OPMALIUEH.
6. YHUGHUIUPOBaHHBIE CHCTEMBI ICTONPON3BOJICTBA.
HopmatuBho-cnpaBounas nokymentauus. ['OCT. [IpaBuna
031aHUSI TOKYMEHTOB.
Hopmatushnas 1. Buibl HOpMaTUBHO-CIIPABOYHOMN JOKYMEHTAIIMH.
5 | AOKyMeHTauus. [IpaBuna 2. I'OCT. IlpaBuna cosganusi nokymeHtoB. [IpaBuia
" | opopmiieHUsT JOKYMEHTOB U allMCaHUS PEKBU3HUTOB.
3aMoJIHEHUs TUIOBBIX Gopm. | 3. bnanku u yHuuIpoBaHHbIe (OPMBIL.
1. IlpaBuna coctaBieHus U 0HOpPMIICHUS OPraHU3AIMOHHO-
npaBoBoi gokymeHTanuu. ['OCT.
2. Ycras.
Cucrema opraHu3aluoOHHO- 3. loroop.
3 MPaBOBOM JOKYMEHTALIUU 4. Honosxente.
' 5. MHCTpyK1IIMu.
6. JIOJ5KHOCTHBIE UHCTPYKIIUH.
6. CTpyKTypa ¥ 1mTaTHas YUCICHHOCTD.
7. llltaTHOE pacnucaHue.
1. [IpaBuna cocraBienus, opoOpMIIEHHS JOKYMEHTOB C
npumenenneM 'OCT.
2. JIoOKyMeHTHI, U3J1aBacMble B YCIOBUSX
€IUHOJIMYHOTO TIPUHATUS pelIeHUil (MpUKas3bl, yKa3zaHUs,
Cucrema pacropsiiMTeNIbHON | pacriopsikeHus ). [Ipuka3bl Mo OCHOBHOM €SI TEILHOCTH.
4. | DOKyMEHTaluHu. 3. JIOKyMEHTHI, U3/1aBacMble B YCIIOBUAX
KOJUJIETHaJIbHOCTH (IIOCTAHOBIJICHHUS, PELICHHUS);
4. O00COoONeHHBI  JOKYMEHT — MpPOTOKON. Bunsl,
ocobennoctr odopmieHusi. CocTaBieHHE TOKYMEHTOB C
npumenenueM 'OCT.
1. IlpaBuna coctaBieHusi, 0hOPMIICHHUS] JOKYMEHTOB C
npumenenneM 'OCT.
2. WHunuatuBHbIE JOKYMEHTHI, TOKJIaHbBIE 3aITHCKH.
3. OOBSCHUTENbHBIC 3AMUCKH.
5 NudopmannonHo- 4. AKTBHL
" | cripaBOYHAas JOKYMEHTALMs. 5. llpennoxenue.
6.

CrpaBku CIy>keOHOTO U IMYHOTO XapakTepa.
7. CnyxeOHble (1e70Bble) NMHCbMA. XapaKTEPUCTHUKH.
PasnoBugHoctu. OcobGeHHOCTH — OoOpMIIeHHSA. ODTHUKET

JIEJIOBOrO OOIIEHUS.




1. IlpaBuna cocraBieHuss U OPOpPMIICHUS JTOKYMEHTOB
¢ npumenenuem ['OCT.
2. Tpynosoii norosop,

KagpoBast ~ nokymeHTanus. 3. Ilpuxa3ssl 10 IMYHOMY COCTaBY,
6. | JJokyMeHTBI 10O JUYHOMY 4. TpynoBble KHUXKKH,
COCTaBYy. 5. JIuuHoe f1eno, TMYHas KapTOoUKa.
6. AJropuT™M ACUCTBUI M O(QOPMIICHHS JTOKYMEHTOB
npu npuéMe Ha paboTy, YBOJIbHEHUH, [IEPEBOIE HA IPYTYIO
JIOJDKHOCTB, OTIPABJICHUU B KOMAaHAUPOBKY.
1. IIpsIMOTOYHOCTH JBUKEHUS TOKYMEHTOB.
JIOKyMEHTO00O0POT. 2. Bxopggmue, uCX0AAI1ME U BHYTPEHHUE JTOKYMEHTHI.
7 ApxuBHOE xpaHeHue. | CXxembl MOTOKOB.
" | KondunenuuaipHbie 3. IlpaBuna 06pabOTKH JOKYMEHTAIUH.
JOKYMEHTHI. 4. TlpaBwia U CpOKHM XpaHEHHs OKyMeHTOB. IloHsTHE
KOH(HICHIIMATHHOCTH.
1. WndpopmanoHHbIE KOMIIBIOTEPHBIE TEXHOJIOTHH.
KomnbroTepHbie TEXHOIOTHH 2. Meroasl  3amuThl  WH()OpMANUH, AIEKTPOHHO-
8. | AOKYMEHTALlMOHHOIO nugposas noanucek (DUII), mudposanue.
o0ecrieYeHus yrpaBIIeHUsI. 3. ABroMaTH3MpOBaHHBIE HH(POPMAIMOHHBIE CHCTEMBI
JIeJIONPOU3BOCTBA. DJIEKTPOHHOE MPABUTEILCTBO.
6.2.3 Codepocanue camocmoamenpHou padonivt
Ne HaumeHnoBaHue TeMbl CoaepikaHue caMOCTOSATEJIbHOI PadoThI
n/n (pa3aesia) AMCUUNJINHBI

1. JlokyMeHTOBEICHUE. [Tonsitue u byHKIIN JOKYMEHTOBEICHUS U
OCHOBHBIE TIOHSATHS. nenonpousBojcTBa. CyIIHOCTH W OCHOBHBIE 3a/1a4M
JIOKyMEHT M CHCTEMBI JOKYMEHTUPOBAHUS  YNPABICHUECKOH  JEATEIbHOCTH.
JIOKYMEHTAIUH. Kparkuii  0030p  HCTOpUM  JIOKYMEHTOBEAEHUS U

nenonpousBogacTBa.  COBpeMEHHOE  roCyAapCTBEHHOE
peryianpoBaHue JOKYMEHTAIlMOHHOT O obecrieyeHus
ynpasnenue (JJ0Y). OcnoBublie Tepmunbl 1 nousATus J0Y.
[Tonsatne wmHpopManuu U HHGOPMAIMOHHBIX PECYPCOB.
[Mpunuunel  paboTel ¢ J€10BOM  HMH(OpMaIHei.
YHUPUIIPOBAHHBIE CUCTEMBI JIEJIONPOU3BO/ICTBA.
HopmatusHo-cripaBouHnas qokymenrtanus. 'OCT. [IpaBuna
CO3aHMsI JOKYMEHTOB.

2. HopmaTtusHas Bunel HOpMaTuBHO-cripaBouHOM aokymeHTanuu. ['OCT.
nokymenranus. [Ipasuna [TpaBuna co3nanust JokyMeHTOB. [lpaBuna HamucaHus
oopMIIEHHS TOKYMEHTOB M | PEKBU3UTOB. biiaHku 1 yHUGUIIMPOBAaHHBIE (DOPMBI.
3aI0JIHEHHSI TUTIOBBIX
dbopm.

3. Cucrema opranuzanuonHo- | Hasnayenne ¥ coctaB  OpraHM3allMOHHO-TIPABOBON
NPaBOBOW JOKYMEHTAIMH. | TOKyMeHTaruu. @OyHKIMH  OpraHU3aliOHHO-TIPABOBBIX

JOKYMEHTOB.  YUpEIUTENbHbIE  JOKYMEHTBI.  YCTaB.
Horosop. Ilonoxenwme. HWHcTpykuuu. J{oiKHOCTHBIE
uHCTpyKunu. CTpykTypa W IITaTHas YHUCIEHHOCTb.
[taTHOE pacnucaHue. [IpaBuna COCTaBJICHUS,

O(I)OpMJICHI/I}I AOKYMCHTOB.




4. Cucrema
pacnopsIuTeIbHON
JIOKYMEHTAIUU.

[IpaBuna  coctaBieHus, OQGOPMIICHHS  JOKYMEHTOB.
[Ipyuka3pl MO OCHOBHOW [IE€ATENBHOCTH. JIOKYMEHTHI,
U3/IaBacMbIe B YCIOBUSIX KOJIJICTUATTBHOCTH
(OCTaHOBNIEHUS, PEIICHUs); NOKYMEHTHI, H3JaBacMble B
YCIIOBUSAX EIMHOJIMYHOTO TPUHATHS pPEIeHUH (TpUKasbl,
yKazaHus, pacnopspkeHus). OO00COONCHHBIH TOKyMEHT —
MIPOTOKOT. Bunpr, 0COOCHHOCTH oopmieHwms.
CocraBnenue 10KkymMeHTOB ¢ npuMmeHenuem 'OCT.

5. HNudopmaninoHHo-
CIpaBOYHAsS
JOKYMEHTALHUS.

[lpaBuna  cocraBieHus, O(OPMIEHUS  JTOKYMEHTOB.
MHunyaTuBHbBIE  JOKYMEHTHI,  JOKJAJHbIE  3aIlUCKH.
OOwbscHuTenbHble  3amuckd.  AkThl.  [Ipemnoskenue.
CripaBku Cily’k€OHOr0o M JIMYHOro Xapakrepa. CiyxeOHble
(menoBble) mnucbMa. XapakKTepUCTUKH. Pa3HOBHIHOCTH.
Ocob6enHoctr 0hoOpMIICHHS. DTHKET JCIIOBOTO OOIICHUS.
CocraBnenue q1okyMeHToB ¢ npumeHenrem ['OCT.

6. KanpoBast nokymeHTanusi.
JIOKYyMEHTBI 110 JTHYHOMY
COCTaBy.

Ha3nauenme u coctaB ITOKYMEHTOB IO JIMYHOMY COCTaBY.
HopmatuBnas  6a3za.  YHucduuupoBaHHble  (OPMBL.
ANTOpUTM ACWUCTBUH W OGOPMIIEHUS TOKYMEHTOB IIPH
npuéme Ha paboTy, YBOJBHEHUHU, MEPEBOJEC Ha APYTYIO
JOJDKHOCTB, OTIPABICHUH B KOMaHAWPOBKY. CocTaBieHue
u odopmIIeHHE OCHOBHBIX JOKYMEHTOB. TpymoBoit
JIOTOBOp, TIPUKAa3bl [0 JMYHOMY COCTaBY, TpPYAOBBIC
KHIDKKH, JJMYHOE JIEJI0, INYHAsI KapTOUKa.

7. JIokyMEeHTOO0O0POT.
ApPXUBHOE XpaHCHHUE.
KonpunennuansHbie
JIOKYMCHTBI.

OCHOBHbBIE TIOHSTHSI M TPUHLHUIBI JOKYMEHTOOOOpOTA.
[IpAMOTOYHOCTh  JBMJKEHUSI JOKYMEHTOB. Bxoxsiue,
UCXONAIIMEe W  BHYTpEHHHE JOKyMmMeHTHhl. [lpaBuna
o0paboTku gokymeHTanuu. [IpaBuna U CpokH XpaHEHUs
JTOoKyMeHTOB. [loHsTHE KOH(DUICHIIMATIEHOCTH.

8. KomnrerorepHsie
TE€XHOJIOTHH
JOKYMEHTAllMOHHOT'O
oOecrnieueHus yrnpaBIeHUs.

HNHpopMannoHHbIE KOMIIBIOTEPHbIE TEXHOJIOTHMH. MeTo/Ibl
3alUThl MHQOpPMAIMK, 3JIEKTPOHHO-IU(pPOBas MOANUCH
(GUIT), mgpoBaHue. ABTOMAaTH3UPOBaHHBIE
WH(POPMAIMOHHEIE CHCTEMBI JIeJI0NPOU3BO/ICTBA.
DJEeKTPOHHOE MPABUTENIBCTBO.

7. ®oHA OLEHOYHBIX CPEACTB VI MNpPOBEAEHHA INPOMEXKYTOYHOM aTTECTALMH
o0y4yaoimuxcs M0 AMCHUILIHHE (MOLYJII0)

[IpenycMOTpeHBI cieayronme BUAbl KOHTPOJIS KAYECTBA OCBOCHUSI KOHKPETHOW TUCIIUIIIINHBIL:
- TEKYLIMH KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXKYTOYHAS aTTECTAIUs 00YJArOIITUXCS TI0 TUCITUTIIINHE

®OHJ OLCHOYHBIX CPECTB ISl IPOBE/ICHHS IPOMEKYTOUHON aTTECTALNH O0YJAFOIIHUXCS 110
mucrurinae opopmiier B IPUJIOKEHUU k PABOYEU ITPOI'PAMME JIUCIHUTTIJIMHBI

TCKyn.IHﬁ KOHTPOJIb YCIICBACMOCTH obecneunuBacT OLCHUBAHUEC XO04a OCBOCHUA OHUCIUIIIINHBI

B IIpoliecce 00y4YeHusl.

7.1 Ilacnopt (doHIa OLEHOYHLIX CPEACTB /IS NMPOBEACHUS TEKYIIeH aTTeCTAIMH IO0

TUCHUIINHE (MOAYJIIO)




Ne Kountpoanpyemsie HaumeHOBaHHE OLIECHOYHOI'O CPeACTBA
n/n pa3aebl (TeMbl)

1. | JJokyMeHTOBEICHHE. Orpoc, npobJIeMHO-aHAIUTHYECKOE 3a/1aHNE, TECTUPOBAHUE.
OCHOBHBIE TOHSTHS. Peasmzaumst  mporpammel ¢ npumeHenuem  J1OT:
JIOKYMEHT U CUCTEMBI TectupoBanue, CUTyallMOHHBIE 3a7a4yd, MPOOJIIEMHBIC
JOKYMEHTAIUU. 3a/1a4ul.

2. | HopmaruBHas Omnpoc, pOoOJIEMHO-aHATUTUYECKOE 3a/laHue
nokymeHTtauus. [IpaBuna | uccienoBarenbCKUil ~ MPOEKT,  TBOPYECKUH  NPOEKT,
oopMiIeHHsI JOKYMEHTOB | TECTUPOBAHHE.

Y 3ar0JIHEHUS TUIIOBBIX Peanuzanuss mporpamMmbl ¢ NPUMEHEHHUEM HOT:
bopm. TectupoBaHue, CHTyallMOHHBIE 33]1a4H, POOJIEMHBIE 331a4H

3. Crcrenma Ompoc, HCCIIEIOBATEIIbCKUI MPOEKT, poOJIeMHO-

AHAIUTUYECKOE 3a/laHuEe TECTUPOBAHMUE.
OpraHU3alOHHO-
N Peanuzanuss mporpamMmbl ¢ NPUMEHEHHUEM HOT:
MIPaBOBOM JOKYMEHTALINH.
TectupoBaHue, CHTyallMOHHBIE 33]]a9H, POOJIEMHBIE 331a4H

4. Onpoc, npobieMHO-aHATUTUYECKOE 3aJaHHe, TBOPYECKUI

Cucrema
aCIOPSAAUTEIIbHOM HpocKT.
EOK MpeHTauHH Peasmzauus nmporpaMMbl ¢ NIPUMEHEHHUEM HOT:
Y ) TectupoBaHue, CUTyallMOHHBIE 33JJa4l, IPOOJIEMHBIE 3a/1a4U

5. | UndopmannonHo- Omnpoc, npobaeMHO-aHATUTUYECKOE 3a/IlaHuE, ICCE.
CIIpaBOYHas Peamu3anuss mporpaMmbl ¢ NIPUMEHEHHEM JAOT:
JOKYMEHTAIHSI. TectupoBanue, CUTyallMOHHBIE 33]]a4l, TPOOJIEMHBIE 3a/1a4H

6. Onpoc,  HCCIENOBAaTENbCKANW  TMPOEKT,  MPOOIEMHO-
KagpoBast noxymeHnTanus.

AQHAJIMTUYECKOE 3aJJaHuE, TECTUPOBAHHUE.
JIOKyMEHTBI 110 JINYHOMY
COCTAB Peamu3anus nporpaMmbl ¢ NIPUMEHEHHEM JAOT:
Y TectupoBanue, CUTyallMOHHBIE 33]]a4l, TPOOJIEMHBIE 3a/1a4H

7. | JoxymeHTOOOOpOT. Omnpoc, npobaeMHO-aHATUTUYECKOE 3a/IlaHuE, ICCE.
ApXUBHOE XpaHEHHE. Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM JAOT:
Kondunennuansueie TectupoBaHue, CUTyallMOHHBIE 33]]a4d, IPOOJIEMHBIE 3a/1a4H
JIOKYMEHTBI.

8. Ompoc, MPOOIEMHO-aHATUTHIECKOE 3a/1aHHe
KommnsrorepHsie N .

UCCJIEIOBATEIbCKUA ~ TPOEKT,  TBOPYECKUH  MPOEKT,
TEXHOJIOTUHU

TECTUPOBAHUE.
JOKYMEHTAllMOHHOT'O

Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM JOT:
o0ecreyeHus yrpaBaeHus..

TectupoBaHue, CUTyallMOHHBIE 33]]a4d, TPOOJIEMHBIE 3a/1a4H

7.2 TunoBbie KOHTPOJbHBIE 3AAHNS HJIH HHbIC MATEPHAJILI, HEO0OX0IUMbIE 118 OLEeHKH
3HAHUN, VMEHHI, HABBIKOB M (MJIH) ONLITA AeSITEJLHOCTH B IPOIecce TEKYIero KOHTPOJIs

TunoBbie BOITPOCHI

1.Ilenn, 3amaun u npuammnsl JJOY. Uctopusa IOV kak Haykwu.

2.Ilpenmer u 3agaun Kypcea.

3.Jlornueckass CTpyKTypa AUCUMIUIMHBL, €€ MECTO B CHUCTEME MOJATOTOBKH CIEIHUANINCTA,
MEXIPEAMETHBIE CBSI3H.

4. CoBpeMEHHOE IeJI0NPOU3BOICTBO: IIETH, 33]1a41 U IIPUHIIUIIBI.

5. OcHOBHBIE TIOHATUS M ONpEIENCHHs: JIOKYMEHT: €ro CcBoiicTBa U (YyHKIHUH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, TOKYMEHTOO0O0POT.



Tunosble MPo0JIeMHO-AHATUTHYECKHE 3aJAHUS

1. [IpodJsieMHO-aHAJIMTHYECKOE 3a/IaHUE:

1. HazoBute Bce BHIBl JOKYMEHTOB M YKaXHUTE, IO KaKUM IIpU3HAKaM OHHU
KJIACCU(PUIUPYIOTCSI.

2. Haitnure onpeneneHue JOKyMEHTa B TOCY/IApCTBEHHOM CTaHJIapTe.

3. CoctaBbTe Tabnuny «lloHsATHE TOKyMEHTa B HAYYHBIX AUCHUTUIMHAX

4.Onpe):[enHTe BUJ JOKYMCHTA: O(I)I/II_[I/IEUIBHBIG, JIMYHBIC U JIMYHOT'O ITPOUCXOKIACHHUA

2. IIpo6sieMHO-aHAIMTHYECKOE 3a/1aHMe:

1.CocraBbTe npuKa3 (pacopsiKeHHe) o prueMe Bac Ha padoTy,
2.CocraBbTe IpuKa3 (pacnopspKeHUE) O EPEBOJIE BaC Ha IPYTYIO paboTy
3. CocraBbTe [Ipuka3 (pacnopsikeHre) 0 IpeJoCTaBIeHUN BaM OTIycKa

3. IIpo0JieMHO-aHATIMTHYECKOE 3aIaHUE:

1.CocraBbTe rpaduk OTIYyCKOB OpPraHU3AIMH COCTOSAIIECH M3 15 COTpYIHHMKOB: 2 U3 KOTOPHIX
3aMECTUTENIM PYKOBOJMUTENS, OAMH- TIJaBHbIM Oyxramrep, 2 — OyXraiaTep M Kaccup, OAUH —
CHEIHUAJIUCT OTAeNAa KaJpoB, 5 — pabOYMX-CMEHIIUKOB, 2-pa00THUKHU Ha 8 4acoBOW pabouuii J€Hb,
0JlHa — yOOpIIHIA, 2 — MEHEKEPOB.

2. CocraBbTe mpHKa3 (pacHopsKEHHE) O MpeKpallleHuu AEUCTBUS TPYAOBOIO JOroBOpa
(KOHTpAKTa) C BaMH.

3.CocraBbTe npuKa3 (pacopsKEHHE) O HAIIPABJIEHUU BaC B KOMAHIUPOBKY

4.BbinuiumTe KOMaHAUPOBOYHOE YJOCTOBEPEHUE PAOOTHUKY

4. IIpoG1eMHO-aHATUTHYECKOE 3aJaHHE:

1. PasGeiirecs Ha Tpynmsl 1o 4 4yenoBeka W coctaBbTe [IpaBmiia BHYTPEHHETO TPYIOBOTO
pacriopsiika; IlonoxkeHue o 3amure NepcoHaNbHBIX JaHHBIX; IlojoxkeHue o0 oruare Tpyna;
[TonoxkeHne o CTPYKTYpHBIX NojapasaeneHusx; [lonoxxenue 06 arrectanuu

2. BeiGepuTe 0HY U3 KOHKPETHBIX JOJDKHOCTEH U COCTaBbTE TOJKHOCTHYIO HHCTPYKIIUIO

3. CocTaBbTe MpUKa3 O MOOHIPEHUH PAOOTHHKA.

5. Ipo6ieMHO-aHAIMTHYECKOE 3a/1aHHe:
Pa36eiitecs Ha rpymmnel o 4 yenoBeka U COCTaBbTE
1. ITonoxxeHne 0 IPEMUPOBAHNY;

2. HCTpYKLMIO TIO KaJpOBOMY JI€NIONPOU3BO/ICTBY;
3. [Tonoxxenue 06 oOleHKE MEepCcoHaa;

4. ITonoxenne o6 00y4YeHUU;

5 INonoxenue o6 anantanuu

6. IIpoGseMHO-aHAIMTHYECKOE 3a/]aHUeE:

1. CocraBbTe rpauk JOKYMEHTOOOOPOTa B KOHKPETHOW OpraHU3aIiu
2. Pa30etiTech Ha TPyNIBI 110 4 YETOBEKA U COCTABHTE

- [onoxxenue o paboTe ¢ KaJpOBBIM PE3EPBOM;

- [TonoxxeHne o npeMUpOBAHUH

7. IIpoG1eMHO-aHATUTHYECKOE 3aJaHHeE:
1.IlpencraBbre CTpyKTYpy YcTaBa OpraHu3aliu
CocraBbTe:

2. IlocTaHOBIEHUE 110 KOHKPETHOMY COOBITHIO.
3. PemreHne 1o KOHKpETHOM 3aJja4e yIpaBICHUSI.



8. IIpod1eMHO-aHATUTHYECKOE 3aJaHHE:

1. CocTaBbTe MPUKA3 MO KaJPOBOMY COCTABY.

2. CocTaBbTe yKa3aHHE 110 PEHICHUIO0 KOHKPETHOTO BOIIPOCa.

3. CocTaBbTe PaCHOPSHKCHHUS 10 KOHKPETHOMY COTPYAHUKY

4. OdopmuTe MPOTOKOII 3aceqaHMs COOpaHUS KOJJICKTUBA OPTaHU3AIHH.

9. IIpobsieMHO-aHAIMTHYECKOE 3aJaHUe:

1. CocTaBbTe aKT O HapyLIEHUU TPYAOBOIO 10TOBOPAa KOHKPETHOI'O COTPYIHUKA.
2. Onumure cTpyktypy llonoxkenus kak JoKyMeHTa
3. Onumure npaBuiia COCTaBICHUSI HHCTPYKLIMNA

10. IIpoGsieMHO-aHAIMTHYECKOE 3a]aHUeE:

1. Ucnionb3ys TUIIOBYIO (hOpMY «OOIIHI OIIaHK» 3aIIOHUTE €e.

2. Vcnionp3ys THIIOBYIO (hopMy «OJIaHK MTUCHMay 3aIlOIHUTE €€

3. Ucnonb3ys TamoByro GopMy «OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA) 3aIl0JTHATE
ee.

Tembl ucciie10BaTeIbCKUX, HH(POPMALMOHHBIX, TBOPYECKUX MPOEKTOB

IToaroroBka ucc/ie10BaTeIbCKMX POEKTOB 110 TEMaM:

l. Hcnonp30BaHne KOMIBIOTEPHBIX TEXHOJOTUH TPH CO3JaHUU U OGOPMIICHUH
JIOKYMEHTOB.

2. DIEKTPOHHBINA JOKYMEHT M NMpodJieMa ero IpaBoOBOrO CTaTyca.

3. OcobeHHOCTH COTIacOBaHUs 3JIEKTPOHHOI'O JJOKYMEHTA.

HNHpopManMOHHBIA NPOEKT
[TonroroBbTe MHPOPMATMOHHBIN MPOEKT (MIPE3EHTALINIO) 110 TEME:

1. HMHpopMalMOHHO-CIIPABOYHBIE JOKYMEHTBI — CIHpPaBKM, akThl, JOKJIAJHBbIE H
OOBSICHATENBHBIEC 3aIMCKH, JOBEPEHHOCTH, CIIy>)KEOHbIE MHUCHhMa, Tele(OoHOrpaMMBl, TEIerpaMMBl,
(akcorpamMmbl

2. llpunanuve 1OpUINIECKON CHITBI JOKYMEHTY B JIEKTPOHHOU hopme.
3 . Ilpumenenue 0a3 TaHHBIX, AOIOHOB, TEKCTOBBIX PEAAKTOPOB.

Teopueckoe 3axanne (¢ 3IeMEHTAMH 3cce)

Harumure scce mo teme:

1. MeKBeTOMCTBEHHBIE, BEJOMCTBEHHBIE ApXUBBI. ApXUBBI OpraHU3ALMM,
NPENIPUATHH, yupexkaeHuil. ['ocy1apcTBEHHbIE apXUBBI

2. DNEeKTPOHHBIN JOKYMEHTOOOOPOT: TOJIOKHUTEIbHBIC U OTPUIIATEITLHBIE YEPTHI

Tunosble 3alaHUd K HHTCPAKTUBHBIM 3aHATUAM

CpasnumenvbHwlii ananus 6 oopme oucnyma

1.DMeKTpOHHBII TOKYMEHTOOOOPOT: MOJIOKUTEIbHBIE U OTPUIIATEIEHBIC YEPTHI

2. MecTo DUCUUIUIMHBI B COBETCKOM M COBPEMEHHOW CHUCTeMax MOATOTOBKM CHEIMAINCTA -
yIIpaBJICHIIA.



AHaJIUTHYECKHE 3a0aHusA

1. Ucnonezys I'OCT 7.32 — 2001 IIpaBuna odgopMieHHsS TEKCTOBBIX JOKYMEHTOB,
chopMyIUpylTe OCHOBHBIC TPEOOBAHUS K OPOPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 Hcmomezys T'OCT P 6.30-2003 VYaudbunupoBaHHbIE CHCTEMBI JOKYMEHTAIUU.
YHuduuupoBaHHas cucTeMa OpraHU3alMOHHO-PACIIOPSIUTEIBHON TOKyMeHTauu. TpeOoBaHus K
OpOpPMIICHHIO  JIOKYMEHTOB, chopMynupyite mpaBwia oQGOpMIIEHHS  OpPraHU3allMOHHO-
pacnopsIUTENIbHON JOKYMEHTAIIUU

3. MUcnonb3yst KOHKPETHBIN TOKYMEHT, IEPEYUCINTE PEKBU3UTHI.

4. CocTaBbTe CXEMY PaCTOPKEHHS TPYIOBOTO JOTOBOPA IO HHUIIMATHBE PAOOTHUKA.

5. HauepTute cxemy AJOKYMEHTOOOOPOTa B OpraHU3AINH

6. CocTaBbTe MHCTPYKIIMIO IO COCTABJICHUIO HOMEHKJIATYPHI J€J1.

7. 3anumure mpaBuwia paboOThl C JOKYMEHTaMH COJEpKallMMH KOH(UACHIHUAIHHYIO
UH(OPMALIHIO.

THNOBbIE TECThI

1.Kaxoe cyxxnenue ommo04HoO:

«[TonTMHHUK TOKYMEHTa BCET/A. ..»

A) opopmiisiercs Ha OnaHke,

b) uMeeT moAnucky MOJTHOMOYHOTO JIUIIA,

B) nmeer perucrpaninoHHbIe TOMETKH,

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

2.ITpocThIM 1O cOMepKaHUIO HA3bIBACTCS IOKYMEHT, KOTOPBIH ...
A) He TpeOyeT 3HAaUUTEIHPHOTO BPEMEHH Ha €ro 00paboTKy,

b) He TpeOyeT MOoAroTOBKYM HA HEro OTBETA,

B) comepkuT B TEKCTE TOIBKO OJTUH BOIIPOC,

I') obopmiien Ha popmaTe Oymaru AS.

3. JlyOnukaT JoKyMeHTa

A) UMeeT paBHYIO C MOJAJUHHBIM JOKYMEHTOM IOPUINYECKYIO CUITY,

b) He umeer 10pUINUECKYIO CHITY KaK MOJUIMHHBIN JTOKYMEHT,

B) Bocipon3BOAUT OCHOBHYIO YacTh IVIABHBIX PEKBU3UTOB MOJJIMHHOTO JOKYMEHTA,
') MOMHOCTBIO BOCTIPOU3BOAMT MOUIMHHBIN TOKYMEHT.

4.CpouHbIM (110 UCTIOTHEHHIO) HAa3bIBAETCS TIOKYMEHT. ..

A) 171 KOTOPOTO YCTaHABIMBAETCS CPOK UCIIOJIHEHUS,

b) xotopslii TpeOyeT /Ui 0TBETa OMOIHUTEIBHOTO UCCIIEI0BaHMS,
B) koTophlii HanpaBigeTCs B BBILIECTOSIIYIO OPTaHU3ALIHIO.

5.10KyMeHTO000pOT — 3TO

A) IBMKEHUE TOKYMEHTOB Ha MPEINPUATHH ¢ MOMEHTA MOJIYUYESHHUS WIN CO3JIaHHsI 1O 3aBEPLICHUS
HJIN OTHPaBKH,

b) nepeuenb 1OMKHOCTHBIX JIML, OCYIIECTBISIONIUX C JaHHBIM JIOKYMEHTOM OIEpaLliy.

B) nepeuens onepanuii, KOTOpbIE BBIMOIHIIOTCS C JOKYMEHTOM B OpraHU3all|H.

6.IToaroroBiaeHHOE IS CAAYX B APXUB JEJI0 UMEET:

A) pacrniosio’keHHe JOKYMEHTOB B XpOHOJIOTHUECKON MOCIIeI0BATEIbHOCTH,
b) neperuier B nanke «/lexo» ¢ momolipio ckopocuuparess, B)
CooTBeTCTBYIOIINUM 00pa3oM 0(hOPMIIEHHYIO O0JI0XKKY Jena.



7.KoHBEpTHI OCE BCKPHITUS YHUUTOXKAIOTCS

A) Bcerna,

b) Tonbko, eciiu MUChMO B JaHHOM KOHBepTe oopmiieHo Ha OiaHke, B)
KpOME THCEM H ka0l TpaskaaH, U Ip. 0COOBIX CIIy4aeB,

') HEKOT/1a HE YHUYTOXKAIOTCSI.

8.Homenknarypa Jies1 He peycMaTpUBaeT:
A) nepedeHb KOHKPETHBIX HAUMEHOBAaHUM eI,
b) cpokoB xpaHeHus zaed,

B) unnekc (nmopsaKoBbIil HOMeEp) Aena,

I') cpok npencTaBiieHus Jiea B apXUB.

9.CambIM  pacnpocTpaHeHHbIM (opmaroM Oymaru, HCIONB3YEMBIM B  JIEJIONPOU3BOJCTBE

opranu3zaiun Poccuiickoii henepanyu, sBusercs popmar
A)B3
b) A4
B) AS
') B6

10.Ilpu  odopmieHHH OpPraHU3aLUOHHO-PACIOPAIUTENIBHBIX JOKYMEHTOB HE
noBopauuBarth Ha 90 rpaaycoB JaucT popmaTa

A) A3

b) A4

B) A5

Tunosbie BONPOCHI K KOHTPOJIbHBIM padoTam
1. Buapl JOKyMEHTOB M UX KJIaccuUKanus
2. CocraB ynpaBiIe€HYECKUX JOKYMEHTOB.
3. IlonsiTue cucTeMbl TOKYMEHTAIIUH.
4. OyHKUMOHAIBHBIE U OTPACJIEBbIE CUCTEMBI JOKYMEHTAIINH.
5. YHudukanus v craHgapTU3aius yIpaBIeHYeCKUX TOKYMEHTOB
Peasmsanus nporpammsl ¢ npumenenuem {OT:

Tunossbie mpodJeMHbIE 321a4N:

3agaua 1.

paspernaercs

[ToaroroBbTe mpHka3 00 UTOrax peBU3MHM (PUHAHCOBOTO yuyeTa. B kKoHcTaTthpyroeil yactu
YKa)KUTE, 4TO peBU3MEN OOHapYKeHbI (pakThl IpyOOro HapyleHus: (GUHAHCOBOTO y4yeTa: HEeT ydera
M OTYETHOCTH IO KOMaHJIMPOBKaM, OTCYTCTBYET XypHal ydeTa JoBepeHHoctel. Hepocraromme

PCKBU3UTHI YKAKUTC CaMOCTOSATCIILHO.
Tunosbie CUTyallMOHHBIC 3aJaYH:

3agaua 1.

B ¢upmy nocrynmio aBa KOHBEpTa, aJAPECOBAHHBIX TE€HEPATLHOMY ITUPEKTOPY, OJUH

KOHBEPT C PEKJIAMHOM aKIKeil, 1Be MOChUIKH U3 (PUIINATIOB.
O06paboTaiiTe MO3TATHO BXOSIIYIO KOPPECTIOHICHITHIO.

3amaua 2.
1) B dunman noctynmio nucbMo-3amnpoc OT pyKOBOJCTBA XOJIIUHTA.



CosnaiiTe OTBET Ha BXOJAIIEE MUCHMO-3aIIPOC, UCIIOIB3YsI CIIPABOYHYIO HH(POPMAITHIO.

2) B saHBape Oyaymiero rojga COCTOUTCS KOH(EPEHIMs, TOCBSIIEHHAS WHHOBAIMSIM B
skoHOMHKe. HeoOxoamMo co3math W pas3ociaTh MNHCHMO-IIPHUIJIAIICHHE Ha MPEACTOSIIYIO
KOH(EPEHIIUIO.

THnoBbIe TECThI

1. IIpu kakoMm pacnosniokeHuu pekBu3UThl "HanmenoBanue opranuzanuu', "Bug nokymenrta" u
Ipyrue HeoOXoIMMbIe PEKBU3HUTHI Ha OJTaHKE pa3MENIAlOTCsl B BEPXHEM JICBOM YTITy:

Bribepute oauH OTBET:

A) ipo1osibHOE

b) yrmoBoe

B) uentpupoBannoe

2. JIns KakuxX TOKYMEHTOB 00sI3aTEICH PEKBU3HUT «AIpecary:
Bri6epute oquH UM HECKOJIBKO OTBETOB:

A) nucbma

b) mpukassr

B) noyKHOCTHBIE HHCTPYKIIMU

3. Kakas nata siBisieTcst JaTol IPUKA30B, MIHCEM, CIIPABOK:
Bribepute oguH oTBET:

A) Jlata yTBepk1eHuUs

b) lata 3ahukcrupoBaHHOTO B TOKYMEHTE COOBITUS

B) [ara cornacoBanus

I') JaTa noanucanus

4. BpiOepute 31eMeHThI peKBU3UTA «I pu yTBEPKACHUAN:
Bri6epuTe 01uH WM HECKOJIBKO OTBETOB:

A) IToanuce

b) JomxHOCTH JIHIIa, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuzanuu

/1) Bussl cornacoBanus

5. Ilpuka3zaMu 1o JMYHOMY COCTaBY ODOPMIISIOTCS:

A) Tl'apanTuiinble 00s3aTeNIbCTBA OPraHU3aUN

b) JomxHOCTB JTHIIa, YTBEPKIAIOIIETO TOKYMEHT

B) IIpuém, nepeBoJ1 ¥ yBOJIbHEHHE COTPYIHUKOB OpraHU3aluu
I') AxTbl npuéma u nepenayn 0ObEKTOB

6. OcHoBHBIE (DYHKIIHH, KOTOpBIe oOecrieunBaeT JJOVY:
A) miaHupoBaHue

b) opranuzanroHHO-paciopsAUTENbHAs 1€ATEIbHOCTh
B) y4ér u otuétHOCTH, PHAHCHpPOBaHUE

7. HomeHkuaTypa Jen npeAcTaBisieT CoOoi:

A) Criucok 3arojoBKOB (HaMMEHOBaHMI) JieJ1, 3aBOAUMBIX Ha IPEINPUITUN C YKa3aHUEM UX CPOKOB
XpaHEHUs

b) I'apanTtuiinbie mucbMa opraHu3auu

B) I'pu¢ yrBepkaeHHUs pyKOBOIUTENS OpraHU3aluu

I') Cpoku xpaHeHHs TOKYyMEHTOB



8. brnaHk noKyMeHTa — 3TO:

A) HecTaHJApTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIPOU3BOAUTCS TOCTOSIHHASA HHPOpMAaLUs
JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

b) cranpapTHbIif aucT Oymaru, Ha KOTOPOM BOCIIPOU3BOJUTCS OCTOSIHHAS MH(OpMaIus
JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

B) npyroe

9. bnanku umetot nosns (corstacao 'OCT p 7.0.97-2016):

A) neBoe — 20 MM; npaBoe U HUXKHEee — He MeHee 10 Mmm; BepxHee — He MeHee 20 MM;

b) neBoe — 10 Mm; mpaBoe u HWKHee — He MeHee 20 MM; BepxHee — He MeHee 10 mMm;

B) nesoe — 20 mm; mpaBoe He menee 10, HikHee — He MeHee 20 MM; BepxHee — He MeHee 20 MM;

10. PexBU3UT — 00s13aTEIbHBIN AIEMEHT:
A) npucyiuii onpeeneHHOMY BUAY TOKYMEHTA;
b) npucymuii ToIbKO OpraHU3allMOHHON JOKYMEHTAIUY;
B) npucymuii TonpK0 nucbMam;

11. ®opmynsp-oOpaser — 3To:

A) COBOKYITHOCTh HE PEKBU3HUTOB, a MOAMHUCEHN

b) COBOKYMHOCTB pacnoyioKEHHBIX B OMpPEIEICHHON MOCIeI0BATEIbHOCTH PEKBU3UTOB, MIPUCYIINX
BCEM BHJIaM JIOKYMEHTOB;

B) HOMeHKkIaTypa en opraHu3aiuu

12. K pacniopsauTenbHbIM JOKYMEHTaM, U3/1aBa€MbIM B YCIOBUSX €AMHOJIMYHOTO
IPUHSTUSL PELIEHUS, OTHOCSTCS:

A) nenoBble MMCbMa

b) npukassl

B) noxnangHsle 3anucku

13. TpeboBanus, npeabsBiIseMble K JOKYMEHTOOOOPOTY:

A). IPIMOTOYHOCTh  JIBUKCHHS JOKYMEHTOB (IIOKYMEHT KpaT4alllUM IyTeM TIOMajgaeT K
WCIIOJTHUTEITI0, BO3BpATHBIE TIEPEMEIICHHS IOKYMEHTOB UCKITIOYCHBI);

b) pacnpenenenue TOKYMEHTOB MEXAY PYKOBOAUTEISIMH M CHEIUATNCTAMH COTJACHO UX
(GYHKIMOHATIBHBIM 00S13aHHOCTSM;

B) HeoOxomumoe mepemMenieHne JOKYMEHTOB (AyOiupoOBaHME, JUIIHUE WHCTAHIMU U JEHCTBUS
UCKITIOYEHBI) M €IWHOO0Opa3re MaplipyTa IBUKEHHsS JTOKYMEHTOB M TEXHUYECKHX OMepanuid ¢
HUMH, OJTHOKPATHOCTh KaXKJIOM OTepaIuu;

') Bce BhIIIENIEpPEUNCIICHHBIE

14. Jlns xakoro Buia TOKyMeHTa pekBU3HUT «HanMeHoBaHME BUIAa JOKYMEHTa» HE YKa3bIBAETCS:
A) BBINKCKA U3 IPOTOKOJIA;

b) nenoBas 3amnucka;

B) nucemo;

I') oTuér.

15. I'ne xpassTcs fena o UCTEYEHUH CPOKa TEKYIIETO XPaHEHHUS:
A) B apxuBe;

bB) y pykoBoauTesns opranusanuy;

B) y cexperaps pykoBoAUTENS OpraHU3alNH;

I') nonexar aHHYIMPOBAHUIO.



7.3 MeToanuyecKue MATEPHAJLI, ONpeaeJasionye Npoueaypbl OINCHUBAHUA 3HAHMWI,
YMEHHI, HABBIKOB U (MJIN) ONLITA NeATEJLHOCTH

Bce 3amanmsi, uCIoib3yeMble Ui TEKYIIErO KOHTPOJsS (OpMUPOBaHHS KOMITCTEHIIHIA
YCIIOBHO MOYXHO Pa3/IeTUTh HA JIBE TPYIIIIHI:

1. 3agaHus, KOTOphIE B CHJIy CBOMX OCOOCHHOCTEH MOTYT OBITh PEaJM30BaHbI TOJIBKO B
nporecce OOydeHHs Ha 3aHATUAX (HampuMep, AUCKYCCHUs, KPYIJIBIA CTOJ, JTUCIYT, MUHU-
KoH(pepeHus ),

2. 3a/laHusl, KOTOpBIC JOMOJHSIOT TEOPETUYECKHE BOMPOCHl (MPAKTUYECKUE 3a/aHus,
pOOJIEMHO-aHATUTUIECKHE 33aHUs, TECT).

BrimonHenue Bcex 3alaHU SIBISICTCS HEOOXOAMMBIM JUIsi (DOPMHPOBAHHSI W KOHTPOJS
3HaHWI, YMEHUH ¥ HaBBIKOB. [103TOMYy, B cilydac HEBBINOJIHEHUS 33JIaHUI B Mpoliecce 00y4eHus,
UX HEoOXOoAMMO «OoTpaboTaTh» 10 3adera (dK3ameHa). Bua 3amaHuii, KOTOpbIE HEOOXOIMMO
BBINIOJIHUTH ISl JIMKBUJAINN «33I0JDKCHHOCTHY» OTPEACISICTCS B WHAMBHIYaTbHOM MOPSJIKE, C
YYETOM MPUIWH HEBBITIOTHEHUS.

1. TpedoBaHMe K TEOPETHYECKOMY YCTHOMY OTBETY

Ouenka 3HaHui mnpeanonaraeT AUQPQGEpPEeHUUPOBAHHBIN MOAXOA K CTYACHTY, YY€T €ro
WHMBUIYAIBHBIX CIIOCOOHOCTEH, CTENeHh YCBOCHHSI M CHUCTEMATH3AIlMH OCHOBHBIX TOHSTHUA W
KaTeropui mo aucuuruinHe. Kpome Toro, omneHuBaeTcs He TOJBKO MTyOWHA 3HAHUI MOCTABICHHBIX
BOIIPOCOB, HO M YMECHHE UCIIOJIB30BaTh B OTBETE MPaKTHUSCKUN Marepuas. OICHHBACTCS KYJIbTypa
peuu, BllaJIcHUE HaBbIKAMH OPATOPCKOTO MCKYCCTBA.

Kpumepuu oyenusanus: mOCIeNOBATEIBHOCTD, MOJIHOTA, JIOTHYHOCTh W3JIOKCHUS, aHAJM3
pa3IMYHBIX TOYEK 3pPEHHS, CaMOCTOSITeJIbHOE OOOOIIeHHWE Marepuaia, HCIOJIb30BaHHE
po(heCCHOHANIBHBIX TEPMHHOB, KYJIbTypa pPEYH, HABBIKM OPATOPCKOTO HCKyccTBa. M3moskeHue
Martepuana 6e3 pakTHYeCKuX OMMOOoK.

OneHka «omiuyHO» CTaBUTCA B clydae, KOTJa MaTephall HW3jaraercs HCYEpIBIBAIOIIE,
MOCIIE0BATEIHHO, TPAMOTHO M JIOTUYECKH CTPOMHO, MPU 3TOM PACKPBIBAIOTCS HE TOJIHKO OCHOBHBIE
MOHSITHS, HO W aHAJIM3UPYIOTCS TOYKH 3PEHUS pa3jInuHbIX aBTOpoB. OOywaromuiics He
3aTPyIHSETCS C OTBETOM, COOMIOAAET KYIbTYPY pEUH.

OrneHka «xopouto» CTaBUTCS, €CIM OOYYarOIIUIiCS TBEPAO 3HAET MaTepHal, TPaMOTHO U TIO
CYIIECTBY H3JIaraeT ero, 3HaeT MPaKTUYECKyr 0a3y, HO TpU OTBETE Ha BOMPOC JIOMYCKAeT
HECYIIECTBCHHBIE TIOTPEITHOCTH.

Ouenka «ydogiemseopumenbHoy CTaBUTCS, €CIU OOYYalOIIHIICS OCBOMII TOJBKO OCHOBHOM
MaTepuai, HO He 3HAeT OTJACIbHBIX JCTaJCH, OMyCKaeT HETOYHOCTH, HEAOCTATOYHO MPABUIHHBIC
(bOopMyIUPOBKH, HapyIIaeT IOCIEIOBAaTeIbHOCTh B H3JIOKEHHHM MarepHuana, 3aTpyJHseTcs C
OTBETaMH, TIOKA3bIBACT OTCYTCTBHE JIOJDKHOW CBSI3M MEXJy aHAJIW30M, apryMEHTalued u
BBIBOJIAMHU.

OneHka «HeyoogremeopumenbHo» CTABUTCS, €CIM OOydalomuiics He OTBEYaeT Ha
MOCTaBIIEHHBIE BOMPOCHI.

2. TBopueckue 3agaHus

Occe — 9710 HeOompImas MO 00beMy MHCBMEHHas paldoTa, codYeTaromias CBOOOIHBIC,
CYOBEKTHBHBIE PACCYXJIEHHS IO OMNPENENICHHOM TeMe ¢ AJIEeMEHTaMH HaydyHOro aHaim3a. TekcT
JOJDKEH OBITh JIETKO YMTaeM, HO HEOOXOIUMO H30eratb HapO4YMTO PAa3TOBOPHOIO CTWIIA, CJIEHTra,
mabaoHHbIX (pa3. OO6veM 3cce cocraBisieT npuMepHo 2 — 2,5 crp. 12 mpudroM ¢ ogMHAPHBIM
MHTEpBaAJIOM (6€3 yueTa TUTYIbHOI'O JIUCTA).

Kpumepuu oyenueanus - OUEHKAa YYHUTBHIBACT COOJIO/IEHHE >KAaHPOBOM crenuduku 3cce,
HaJIMYME JJOTHYECKON CTPYKTYphI MOCTPOEHUS TEKCTa, HATMYKUE aBTOPCKOW MO3ULNH, €€ HAYYHOCTh U
CBSI3b C COBPEMEHHBIM IIOHMMAaHHMEM BOIIPOCA, aJEKBATHOCTb APTYMEHTOB, CTUJIb W3JIOKECHMS,
odopmienue paboTsl. Creayer MOMHHUTb, YTO MpsSMOE 3auMcTBOBaHHE (0e3 odopMIiIeHUs LUTaT)



TekcTa u3 HTepHeTa min 3JeKTPOHHON OMOIUOTEKH HEIOMYCTUMO.

OueHka «omauunO» CTAaBUTCS B Ccllydae, KOrJa OINPEAENseTCs: HaJW4he JIOIMYeCKON
CTPYKTYpbl TOCTPOCHHSI TEKCTa (BCTYIUIEHHE C TOCTAaHOBKOM MpOOJIIEMbl; OCHOBHAs YacThb,
pa3fiesieHHass 10 OCHOBHBIM HJESM; 3aK/IIOUEHUE C BBIBOJAMH, IIOJIYYEHHBIMH B pE3yJbTaTe
paccyX/IeHUs); HaJIUMuue YEeTKO OMNPEJECIICHHON JMYHOM MO3ULMU IO TeMEe 3CCe; aJeKBAaTHOCThb
apryMEeHTOB IIPU 0OOCHOBAHUHU JTMYHOU MO3UIIUH, CTUITh H3JI0KCHHSL.

OueHka «xopowioy» CTaBUTCA, KOIAa B LEJIOM ONpPENEAeTCA: HaJu4he JIOTUYECKOU
CTPYKTYPbl TIOCTPOCHHMS TEKCTa (BCTYIUIGHHE C IIOCTAaHOBKOW MpPOOJIEMBI; OCHOBHAs 4YacTb,
paslieJieHHass 1O OCHOBHBIM MJESM; 3aKJIIOYEHHUE C BBIBOJAAMH, IIOJIYYEHHBIMH B pE3YyJIbTATE
paccyX/IeHHs); HO HE IPOCIIECKUBACTCS HAIMYUE YETKO ONPEACIICHHOM JIMYHOW MO3ULUU 1O TEME
3cce; HEe JOCTaTOYHO apryMEHTOB MPH 0OOCHOBAHUH JIMYHON MO3HUIIMH.

Ouenka «yoosnemeopumenvpHoy» CTABUTCS, KOrAa B 1IEJIOM OIpEAEsAeTCs: HalIuyue
JIOTUYECKON CTPYKTYpPBI MOCTPOCHHSI TEKCTa (BCTYIUIEHHE C MOCTAHOBKOW MpOOJIEMBI; OCHOBHAsS
4acTb, pa3JeJIeHHas 110 OCHOBHBIM UAEsIM; 3aKiitoueHue). Ho He mpociexnBaroTcst Y4eTKUE BBIBOJBI,
HapyILIAeTCsl CTUIIb U3JI0KEHHUSL.

OueHka «Heyoosn1emeopumenbHoy CTaBUTCA, €CIIM HE BBIIIOJIHEHbI HUKaKUue TPeOOBaHUS.

3. TpeGoBaHue K pelIeHHI0 CUTYALIMOHHOM, MP00JIeMHOI1 3a1a4u (Keiic-u3MepuTeIn)

CTygeHT JOJKEH yMETh BBIICIUTh OCHOBHBIE IOJIOXKEHHUS U3 TEKCTa 3aJadyd, KOTOpBIE
TpeOYIOT aHaIM3a U CIy)XaT yCIOBUAMHM perieHus. Vcxoas u3 mocTaBiaeHHOro BOMpoca B 3ajiauve,
MOMBITATHCS MAKCUMAIIHO TOYHO OINPEAETUTH MPo0IeMy U COOTBETCTBEHHO PELIUTH €€.

3ajaun JOJKHBI PEIIaThCsl CTYJAEHTAaMU MUCBMEHHO. [Ipw pemieHuu 3a7ad Takke Ba)KHO
MPaBUIBHO CPOPMYIUPOBATH U 3aIIUCATh BOIIPOCHI, HAYMHAS ¢ 0oJiee OOIIMX M, KOHYasl YaCTHBIMHU.

Kpumepuu oyenusanusi — olieHKa yUWUTHIBAET METOJABI M CPEICTBA, MCIOJIb30BAHHBIC MPU
pEeIIeHUU CUTYAIMOHHOM, MPOOJIEeMHON 3aJa4u.

OrneHka «omauyHO» CTAaBUTCS B Clydae, KOrja OOYJaroIIMACS BBITIONHWI 3aJaHue (PEIIni
3aJavy), HUCHONB3YyS B IOJIHOM OOBEME TEOPETHYECKHE 3HAHHUA U MPAKTUYECKHUE HaBBIKU,
MOJIYYCHHBIE B MPOIecce OOyICHHUS.

OreHka «xopouto» CTaBUTCS, €CIIM 00YJArOIIUICS B 11€JI0M BBITIOTHUI Bce TpeOOBaHUS, HO HE
COBCEM YETKO OIpPEACNICeTCS OMopa Ha TEOPETUUYECKHE IOJOKEHUS, W3JIOKEHHBIE B HAYYHOU
JUTEPAType MO JAHHOMY BOIIPOCY.

OueHka «yooenemeopumenbHoy CTABUTCS, €CIU OOyYaroLIUICs MoKa3al MOJOKUTEIbHbIE
pe3yNbTaThl B MPOIIECCE PELIECHUS 3a/1a4u.

OueHka «HeyoogremeopumenbHoy CTaBUTCA, €CIAM OOydYalolIMHCS HE BBIIOJHUI BCE
TpeGoBaHusI.

[Tpu peanuzauuu nporpammel ¢ npumenenneM J1OT:

CTygeHT JOJKEH yMETh BBIICIUTH OCHOBHBIE TOJIOXKEHHMS U3 TEKCTa 3aJadyH, KOTOpHIE
TPeOYIOT aHaIM3a U CIyXaT yCIOBUAMH pemieHus. McXoas U3 mocTaBiIeHHOTO BOMPOca B 3ajadye,
MOMBITATHCSI MAKCUMAIIBHO TOYHO OTNPEAETUTH MPoOIeMy U COOTBETCTBEHHO PEUIUTH €€.

3amaun JOJDKHBI PElIaThbCs CTyAeHTaMu THcbMeHHO. [Ipu pemieHnn 3amad Takke Ba)XHO
MPaBUIILHO CPOPMYIUPOBATH U 3aITUCATh BOMPOCHI, HAYMHAsI ¢ OoJiee OOIIMX M, KOHYasi YACTHBIMHU.

Kpurepun oinieHMBaHUS — OIIEHKA YYUTBIBAET METOJbI U CPEACTBA, MCIOJIH30BAHHBIC TPH
pEeIIeHNN CUTYAIMOHHOM, MPOOIEeMHON 3a1a4H.

OlLleHKa «BBITIONHEHO» CTAaBUTCA B CIIydae, €CJIM OOYYaroIIUICs MOKa3ajd IMOJIOKUTEIbHBIC
pe3ynbTaThl B MpOIIECCe PEUIeHHs 3aJadd, a UMEHHO, KOrjJa OOYYaroIIUKCs B LEJIOM BBHITIOTHIII
3amanne (pemus 3a7a4dy), UCMONIb3ysl B TTOJTHOM 00BbeMe TEOPETUUYECKUE 3HAHHS U MPAKTUUYECKUE
HABBIKH, MIOTYYCHHBIE B IPOIiecce 00yUeHUsI.

O1eHKa «HE BBITTOJTHEHOY» CTaBUTCS, €CITM O0yUJarOIINIICS HE BBITTOJHWI BCe TPeOOBaHMSI.

4. UnTepakTUBHbIE 3aJaHUSA
MexaHu3M MPOBEACHUS AUCIYT-UTPHI (POJIEBOM (IETOBOI) UTPHI).
Heobxomumo pa3duThCcsi HA HECKOJIBKO KOMAaHJ, KOTOPBIE MOJDKHBI TTOOYEPETHO BBICKA3ATh



CBO€ MHEHHE M0 KaXKJAOMY H3 3aJaHHBIX BOIPOCOB. MHEHHE BBICKAa3bIBAIOMICHCS KOMAaH/IbI
3aCYMTHIBACTCS, €CJIM TPOTHUBOMOJOXKHASA KOMaHAa HE OINPOBEPTHET €ro KOHTpapryMEHTaMHU.
KomaHna, ybe MHEHHE 3aCUMTAHO KaK BEpHOE (HE MOTYYHIIO YOCAUTEIbHBIX KOHTPAPTYMEHTOB OT
NPOTHBOIOJOXKHBIX KOMaHJ), Noiy4daeT ojuH Oami. Komanma, ompoBeprHyBmIasi MHEHHE
NPOTHBOIOJIOXHOH KOMaHIIbI CBOMMH KOHTPapryMEHTaMH, TaKKe IOJydaeT OJIuH Oasul
[ToGexxnaeT KoMaHa, MOMYYHBINAS MAKCUMaIbHOE KOJIMUYECTBO OaJIIOB.

PoneBas urpa kak mpaBwio umeeT (adyny (CHUTyaluio, Ka3yc), pacupeleisioTCs POJIH,
MOJrOTOBKA OCYIIECTBIISAETCS 3a 2-3 HEJIENU 0 IPOBEICHUS UTPHI.

Kpumepuu oyenusanus — OICHUBAIOTCS JCUCTBHUS BCEX YYaCTHUKOB Tpymmbl. [ToHnMaHue
npoOJeMbl, BBICKAa3bIBAaHUS W JEHCTBHUSA TOJHOCTBIO COOTBETCTBYIOT 3aJlaHHBIM  LIEJISM.
CoOTBETCTBHE pEaJbHON JCHCTBUTEIBHOCTH PEIICHHH, BHIPAOOTAHHBIX B XOj€ WIphbl. Bramenue
TEPMUHOJIOTHEH, NEMOHCTpAIMsl BJIAJCHHS Yy4eOHBIM MaTEpUalIoOM IO TEME WIpbI, BIIAJCHHUE
METOJaMH apTyMEHTAIlH, YMEHHE padoTaTh B rpymme (YMEHUE CIyIIaTh, KOHCTPYKTHUBHO BECTH
Oecemy, yOexnarh, yIpaBlsTh BPEMEHEM, OCCKOH(IMKTHO OOIIATHCS), JOCTHIKCHHUE HUTPOBBIX
1enel, (COOTBETCTBUE POJIH — IPH POJICBOW UTpe). SICHOCTD U CTUIIh U3JIOKCHHUS.

OneHka «omauuH0» CTAaBUTCS B CITy4ae, BHIIOJHEHUS BCEX KPUTEPHEB.

OueHka «xopowio» CTaBUTCS, €CIM OOydYaroIIuecs B LEIOM JEMOHCTPUPYIOT MOHUMaHUE
npoOJIeMbl, BBICKa3bIBaHUS U JIEHCTBHS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM LIEJsAM. Pemenus,
BbIpAOOTaHHBIC B XOJI€ WUIPHI, NOJHOCTHIO COOTBETCTBYIOT peajbHOW jAelcTBUTENbHOCTH. Ho
HEKOTOphIe OOBSICHEHHUS] HE COBCEM apryMEHTHPOBAHBI, HAPYIIEHB HOPMBI OOIIEHHMSI, HApyIICHBI
BPEMEHHBIC PaMKH, HAPYIICH CTUIIb H3JI0KEHHSL.

OneHka «y0oeiemgeopumenbHoy CTAaBUTCSA, €CIU OOydYaloluecs B IIEJIOM JEMOHCTPHUPYIOT
NOHUMAaHHUE MPOOJIEMbI, BHICKA3bIBAHUS M JICHCTBHS B II€JIOM COOTBETCTBYIOT 3aJlaHHBIM IICIISIM.
OpnHako, pemieHus, BBIPAaOOTaHHBIE B XOJE€ WIPHl, HE COBCEM COOTBETCTBYIOT pEaIbHOMN
JercTBUTENbHOCTH. HekoTOphle 00BsCHEHHS HE COBCEM apryMEHTUPOBAHbI, HAPYIICHBI BPEMECHHBIC
paMKH, HapyIIeH CTUIIb U3JI0KCHHUS.

OueHka «HeyoosnemeopumenbHoy CTaBUTCS, €ClId Oo0ydaroniyecss He MOHUMAIOT MpolieMy,
WX BBICKa3bIBaHUS HE COOTBETCTBYIOT 33JJaHHBIM LEJISIM.

5. KomniekcHoe Ipo0/1eMHO-aHATUTHYECKOE 3aJaHue

3ajaHue HOCHUT MPOOJIEMHO-aHAJMTUYECKHIM XapakTep M BBINOJHSAETCS B Tpu dTama. Ha
MEPBOM U3 HUX HEOOXOIMMO 03HAKOMHUTBLCS CO CIIEUANBHOM JINTEPaTypOil.

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

Ha BropoM »3Tame BBIMOJHEHUS pPabOThl HEOOXOIUMO chopMynupoBaTh MNpodiemMy u
U3J0KHUTh aBTOPCKYIO BEPCHIO0 €€ pEIICHUs, Ha OCHOBE IIOJY4YEHHOM Ha IepBOM JTame
UHpOpMaLUH.

Tperuit stanm paboThl 3akinrodaercss B (POPMYIMPOBKE COOCTBEHHOW TOYKM 3pEHUS IO
npobneme. Pesynbrar TpeTbero stana ohopMIsieTcsl B BUI€ aHATMTUYECKON 3anicku (00beM: 2-2,5
ctp.; 14 mpudr, 1,5 uarepsan).

Kpumepuii oyenueanus - OlEHKa YUUTHIBAET: MOHMMaHUE MPOOIEMbl, YPOBEHb PACKPBITHS
MOCTaBJIEHHOW MPOOJIEMBI B IIIOCKOCTH TEOPUHU U3yYaeMOW NUCHUIUIMHBI, yMEHUE (POpPMYIUpPOBaTh
U apryMEHTUPOBAHO MPEACTABIATh COOCTBEHHYIO TOUKY 3PEHUS, BHITIOJIHEHUE BCEX ITANOB PAOOTHI.

OneHka «omauun0» CTABUTCS B cllydae, KOrja OOYYaroIIUICs NEMOHCTPUPYET IOJHOE
NOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbIBISEMbIE K 33/1aHUIO BBIITOTHEHBI.

OneHka «xopoutoy CTaBUTCS, €CIM 00YyYaIOIIMICS JEMOHCTPUPYET 3HAUNUTEIIEHOE TIOHUMaHNe
npo0JeMbl, Bce TpeOOBaHMs, TPEIbIBISEMbIE K 3alaHUIO BHIIIOJTHEHBI.

OneHka «yoosnemeopumenbHo» CTaBUTCS, €CIM O0YYarOIUICs, TEMOHCTPUPYET YaCTHUHOE
MOHUMaHHe NPoOJIeMbl, OOJIBIIMHCTBO TPEOOBAHUN, TPEABSABIAEMbIX K 33aHUI0, BBIITOTHEHbI

OneHka «HeyOoosnemeopumenbHoy»  CTABUTCS, €CIM  OOydYaroOlMHCA  JEMOHCTPHPYET
HEMOHUMaHue MPoOJIeMbl, MHOTHE TPeOOBaHUs, IPEIbSBIIEMbIE K 33aHNI0, HE BBIMOJIHEHBI.

[Tpu peanuzauuu nporpammel ¢ npumenenueM J{OT:



CTyaeHT JOMKEH yMETh BBIICIUTH OCHOBHBIC TIOJIOKCHHS W3 TEKCTa 3aJadyd, KOTOPHIC
TpeOyIOT aHaIM3a M CIIY’KaT YCIOBUSMHU pelneHus. VICXos U3 MOCTaBICHHOTO BOMpoOca B 3ajade,
MONBITAThCSI MAKCUMAJIBHO TOYHO OINPEETUTh MPOOJIEMY U COOTBETCTBEHHO PEIIUThH €€.

3ajaun JOJDKHBI pelIaThCs CTyAeHTaMu NucbMeHHO. [lpu pemienun 3agad Takke Ba)XHO
MPaBUILHO COPMYITMPOBATH U 3aITMCaTh BOIIPOCHI, HAUMHAS ¢ 00Jiee OOIMX U, KOHYAsl YaCTHBIMHU.

Kpurepun olieHMBaHUS — OLIEHKA YYUTBHIBAET METOJbI M CPEACTBA, HCIOJIb30BaHHBIC MPHU
PEIICHUHU CUTYallMOHHOM, MPOOJIEMHON 3a/1a4H.

OlLleHKa «BBITIOJHEHO» CTAaBUTCA B Cllydae, €Clii OOYyYaroIIMiicsl MOKa3ajd IMOJIOKUTEIbHBIC
pe3ynbTaThl B MPOIECCE PEIICHMs 3aJa4H, a UMEHHO, KOrja OOydYaroIMiACs B I1E€JI0M BBITOTHUI
3amanue (pemmi 3a1aqdy), UCIOIb3ysl B TIOJHOM O00BEME TEOPETUYECKHE 3HAHUS M MPAKTHUCCKUE
HaBBIKH, ITOJyYEHHBIE B TIpOliecce 00ydeHUsI.

OLieHKa «HE BBITIOJIHEHOY» CTaBUTCS, €CJIM 00yUYarOIIMiiCs HE BBIMOIHUI BCE TPEOOBAHUSI.

6. UccnenoBarebCcKkuii NPOEKT

Hccneoosamenvckuii npoekm — TPOEKT, CTPYKTypa KOTOPOro npuOnmxkeHa kK ¢opmary
HAYYHOTO WCCIICZIOBAaHUS W COJACPKUT JIOKAa3aTeNIbCTBO AKTYyalbHOCTH H30paHHOH TEMBI,
olpesieieHne Hay4yHOW MpoOJeMbl, peaMeTa U 00beKTa UCCIIEAOBaHMs, Liesel U 3a/1a4, METO/I0B,
HCTOYHUKOB, HcTOpUorpapuu, 000011eHNE PE3yIbTaTOB, BHIBO/IBI.

Pe3ynbpTaThl BBINOJHEHUS HCCIIEAOBATEIbCKOro IpoekTa odopmisiercs B Buie pedepara
(o6wem: 12-15 crpanun; 14 mpudr, 1,5 uarepsan).

Kpumepuu oyenusanus - TOCKOJIBKY CTPYKTYpa UCCIIEI0BATENIbCKOTO  IPOEKTa
MaKCHMaJbHO MNpUONIMKEHA K (dbopmMaTy HAyYHOTO HCCIEIOBaHMs, TO TPU BHICTABICHUHU
YUUTBIBAETCS. J10KA3aTeIbCTBO AaKTYaJIbHOCTH TEMbl MCCJIEOBAHUSA, OIpENeIeHue Hay4yHOU
npobnemMbl, O0bEKTa W TpeAMeTa HCCIEAOBAaHMS, MeJIe H 3a1ady, HCTOYHHKOB, METOIOB
UCCJICIOBaHMsI, BBIIIBUKEHHUE T'MIIOTE3bl, 0000IIEeHNEe Pe3ynbTaToB U (hOPMYIMPOBAHUE BBIBOJOB,
0003HaueHNE NEPCIEKTUB JAJIbHEHIIEro UCCIeJOBAHUS.

OneHka «omauun0» CTAaBUTCS B cCllydae, KOrja OOYyYaroLIUiicsi NEMOHCTPUPYET IOJHOE
MOHMMAaHKE POo0JIeMbl, Bce TpeOOBaHUs, IPEABABIISIEMbIE K 33/1aHUIO BBIITOJHEHBI.

OreHka «xopoutoy CTaBUTCS, €CIM 00yYaIOLIMICS JEMOHCTPUPYET 3HAUUTENIbHOE TOHUMaHHe
po0IieMbl, Bce TpeOOBaHUS, MPEAbSIBISIEMbIE K 33JaHUIO BBIITOJIHEHBI.

OneHka «yoosnemeopumenbHoy CTaBUTCS, €CIM 00YYaIOUIUIiCs, TEMOHCTPUPYET YaCTHUHOE
MOHMMAaHKE POOJIEMBI, OOJIBITMHCTBO TPEOOBAHUM, PEIBABIAEMBIX K 33JaHHIO, BHIITOJIHEHBI

OneHka «HeyO0os1emeopumenbHoy»  CTAaBUTCS, €CIW  OOydYalolMiCs  JeMOHCTPHPYET
HENOHWMaHue IpoOJIeMbl, MHOTHE TPeOOBaHMUSI, IPEIbABISEMbIE K 3aJJaHUI0, HE BBIITOJIHEHBI.

7. UHpopMaLMOHHBIH MPOEKT (Mpe3eHTalus):

Hngpopmayuonnviii npoekm — TPOEKT, HANPABICHHBIH Ha CTUMYJUPOBAaHHE Y4eOHO-
MO3HABATEJIbHON JESTEIbHOCTH CTYJEHTAa C BBIPAKEHHOW 53BPUCTUYECKON HaIPaBIEHHOCTHIO
(mouck, oT60Op M cuctemaruzaius uHpopMauu 06 o0BeKTe, OPOpMIICHHE €€ ISl TTPE3CHTAIUN).
WTOoroBeIM HpPOAYKTOM NpPOEKTa MOXET ObITh NMHUCbMEHHBIM pedepar, 3JeKTPOHHBIM pedepar ¢
WITIOCTPALMSIMU, CIAiI-1110y, MUHU-(QHIIBM, IPE3eHTALUS U T.]I.

WHpOpMaMOHHBIM MPOEKT OTIMYaeTcsl OT HCCIENOBAaTEeIbCKOIO IMPOEKTa, IOCKOIbKY
HpeJICTaBIseT co00i Takyro (hopMy yueOHO-TT03HABATEIBHOM JeATETbHOCTH, KOTOPasi OTIINYALTCS SIPKO
BBIPA)KEHHOW IBPUCTHUYECKOMN HAIIPABICHHOCTHIO.

Kpumepuu oyenusarnus - npy BBICTaBIEHUHN OLICHKH YYUTBIBAETCS CaMOCTOSTENIBbHBIN IIOUCK,
oTOOp M cucTeMaTu3auus HHQOpPMAIMM, pacKpbiTue Bompoca (MpoOiaembl), O3HAKOMIIEHHE
CTYACHYECKOH ayAMTOpUU C 3TOM uHopmanuei (mpeiacTtaBieHHe HWH(POpPMAIMK), €€ aHaTu3 U
00001eHne, 0ohopMIIeHHE, TOJHBIE OTBETHI HA BOIIPOCHI AyAUTOPUU C TIPUMEPAMH.

OneHka «omauuyHO» CTAaBUTCSI B Ciydae, Koraa OOydyaroIIMHCs TOJTHOCTBbIO PpacKpbIBaeT
Bonpoc (mpoOnemy), NpeacTaBiIsieT HMHPOPMALMI0 CUCTEMATU3HPOBAHO, IOCIIEIOBATEIBHO,
JOTMYHO, B3aMMOCBS3aHO, HCHONb3YyeT Oosiee 5 NpPo(PecCHOHANBHBIX TEPMUHOB, IIUPOKO
UCIOJIb3YET MH(POPMAIIMOHHBIE TEXHOJIOTUH, OIIMOKU B MH(GOPMALMU OTCYTCTBYIOT, JA€T MOJIHbIE



OTBETHI HAa BONPOCHI ayAUTOPHH C TPHUMEPAMH.

OneHka «xopowio» CTaBUTCS, eclIM OOydarouuiics pacKpbelBaeT Bompoc (mpobiemy),
Ipe/ACTaBIsieT MHPOPMAIMIO CHUCTEMAaTU3UPOBAHO, IOCIEIOBATENHHO, JIOTHYHO, B3aHMMOCBS3aHO,
UCTIONB3YyeT Oojee 2 mpodecCHOHATBHBIX TEPMHUHOB, JOCTATOYHO HCHOJB3YeT MH(OpMAIOHHBIC
TEXHOJIOTUH, JOIMYCKaeT He Oojiee 2 omMOOK B M3JI0KEHUU MaTepHraia, aeT IMOJHbIC M YaCTUYHO
IMMOJIHBIC OTBCTHI HA BOIIPOCHI ayAUTOPUH.

Ouenka «yodosremsopumenbHoy CTaBUTCS, €CIU OOYyJalOUIMHCS, PACKPHIBAET BOIPOC
(mpobieMy) He IMOJHOCTBIO, NMPEACTaBIsAeT MHYOPMAIMIO HE CUCTEMAaTU3UPOBAaHO U HE COBCEM
IIOCJICIOBATEIBHO, UCTIONB3YeT 1-2 mpodeccnoHabHBIX TEPMHUHA, UCIIONB3YeT MH(POPMAIIMOHHBIE
TCXHOJIOTHH, JOIMYCKACT 3-4 omMOKHU B U3JI0KEHUU Marcpurajia, OTBCYACT TOJIbKO Ha 3JICMCHTAPHBIC
BOIIPOCHI ayTUTOPUH O€3 MOSICHEHNH.

OueHka «HeyO0osnemeopumenbHoy CTABUTCSA, €CIM BOIPOC HE PACKPBIT, MpPEACTaBICHHAS
uH(pOpMaIKs JIOTHYECKH HE CBsS3aHA, HE MCIOJIB3YIOTCS MPO(ECCHOHANBHBIE TEPMHUHBI, JTOITYCKAET
Oonee 4 oMOOK B U3JI0)KEHUN MaTepuaia, He OTBEYAET Ha BOIIPOCHI ayIUTOPHUH.

8. lucKyccHOHHBIE MPOLEeTyPbI

Kpyenwiti cmon, ouckyccus, nonremuxa, oucnym, oebamvl, MUHU-KOHepeHyuu SBISIFOTCS
CPEICTBAMH, IIO3BOJISIONIMMH BKJIIOYHTH OOYYAIOIIUXCSI B MPOLECC OOCYXACHHS CIIOPHOTO
BONpoca, MpoOJIeMbl U OLEHUTh MX YMEHHE apryMEHTHUPOBaTh COOCTBEHHYIO TOUYKY 3pEHUS.
3amanue Jaetcs 3apaHee, ONPENeNIIeTCs KPYT BOMPOCOB IS OOCYKIEHUS, TPYIIBl YIaCTHUKOB
3TOr0 00CYXICHUSI.

JIMCKyCCHOHHBIC TIPOIEAYPHI MOTYT OBITh UCTIOIB30BAHBI JUISI TOTO, YTOOBI CTYICHTHI:

— JIydllle TIOHSUTM YCBOSIEMbIM Marepual Ha (oHE pa3HOOOPa3HBIX MO3MLIMNA W MHEHHH, He
00s13aTeNLHO TOCTUTAs O0IIEer0 MHEHUS;

— CMOTJIM MTOCTHYb CMBICT U3y4aeMOr0o MaTepuaa, KOTOPbIi HHOTIa YyBCTBYIOT HHTYUTHBHO,
HO HE MOTYT BBICKa3aTh BEPOAJBHO, YETKO W SICHO, WIM KOHCTPYHPOBATh HOBBIM CMBICI, HOBYIO
MO3UIHIO;

— CMOTJIM COTJIACOBATh CBOIO TO3WIMIO WIJIM JIEHCTBHS OTHOCHTENBHO 00CYKIaeMO
npoOIeMBI.

Kpumepuu oyenusanus — OUEHUBAIOTCS JIEHCTBUS BCEX YYACTHHKOB Tpymmbl. [loHMMaHWe
npoOJieMbl, BBICKA3bIBAaHUS M JEHCTBUS TOJHOCTHIO COOTBETCTBYIOT —3aJaHHBIM  IIEIISIM.
CooTBeTcTBHE peallbHOM JEMCTBUTEIBLHOCTH pEIIeHUH, BbIpaOOTaHHBIX B XO0/€ WUrpbl. Branenue
TEPMHUHOJIOTHEH, JEMOHCTpallus BiIaJeHUs Y4YeOHBIM MaTepHalioM [0 TEeME WIpPbI, BIAJCHHE
METOJIaMU apryMEHTAINK, YMEHUE pa0doTaTh B rpymme (YMEHHE CIIYIIaTh, KOHCTPYKTHBHO BECTH
Oeceny, yOexnarb, YNpaBlsiTh BpPEeMEHEM, OECKOH(JIMKTHO OOIIAThCS), JOCTHKEHHE HUTPOBBIX
1esei, (COOTBETCTBUE POJI — MPU POJICBOM UTPE). SICHOCTh U CTUIIH U3JI0KEHUS.

OneHka «omauuno» CTAaBUTCSA B Cilydae, Korja Bce TpeOOBaHUS BBIMOIHEHBI B IOJHOM
o0Beme.

OneHka «xopowio» CTaBUTCS, €CIU OOydYaroIiuecs B LEIOM JAEMOHCTPUPYIOT MOHUMaHUE
POOJIEMBI, BBICKA3bIBAHUS M JICHCTBHS IMOJIHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IIEJIsiM. PerieHus,
BBIpa0OTaHHBIE B XOJI€¢ HWIPHI, TOJHOCTHIO COOTBETCTBYIOT pealbHOW NeHCTBUTENbHOCTH. Ho
HEKOTOpBIe OOBSICHEHHS HE COBCEM apryMEHTHPOBAHBI, HAPYIIICHBI HOPMBI OOIICHHS, HApPYIICHBI
BPEMEHHBIE PAMKH, HAPYIIICH CTUJIb H3JI0KECHHUS.

OneHka «y0oeiemgeopumenbHoy CTABUTCS, €CIU OOydYaromIpecs B IEJIOM JIEMOHCTPHPYIOT
MOHMMAaHUE MPOOJIEMbI, BbICKa3bIBAaHUS U JCWCTBHS B I[€JIOM COOTBETCTBYIOT 33JaHHBIM LIETISM.
OpHako, pemieHHs, BBIpa0OTaHHBIE B XOAEC WIPhI, HE COBCEM COOTBETCTBYIOT pealbHON
neicTBUTENbHOCTH. HekoTophie 00BsICHEHUSI HE COBCEM apryMEHTUPOBAHbI, HAPYIICHBI BPEMEHHBIE
paMKH, HApYIIEH CTHIIb U3JI0KEHUS.

OreHka «Hey0osiemeopumenbHoy CTaBUTCS, €ClI O0ydaronifecss He MOHUMAIOT MpolieMy,
WX BBICKA3BbIBAHUS HE COOTBETCTBYIOT 33JJaHHBIM IIEJISIM.

9. TecrupoBanue



SIBisieTcs OHUM U3 CPEACTB KOHTPOJIS 3HAHUM 00yJaroImuXcsl M0 AUCLMITIINHE.

Kpumepuu oyenusanus — npaBUIbHBIA OTBET HA BOIIPOC.

O1nieHKa «omauyHO» CTAaBUTCSA B Cllydae, €Ciiu MpaBWibHO BeIOJIHEHO 90-100% 3amanuii.

OLneHka «xopouio» CTaBUTCS, €CIIU NPaBUIILHO BhINOJIHEHO 70-89% 3amanmuii.

OueHka «yoosnemeopumenbHo» CTaBUTCS B Cilydae, €ClIHM MpPaBUIBHO BbIONHEHO 50-69%
3aJJaHUN.

OueHka «HeydogremseopumenvbHoy CTaBUTCA, €CIU MPaBWIbHO BbIMOMHEHO MeHee 50%
3aJJaHUM.

10. TpeGoBaHue K MMCbMEHHOMY ONPOCY (KOHTPOJIbHOH padoTe)

OueHuBaeTcs He TOJIBKO INIyOHMHA 3HAHUI MMOCTABIEHHBIX BOMPOCOB, HO M YMEHUE U3JI0KUTh
MUCHMEHHO.

Kpumepuu oyenusanus: 1ocieqoBaTeIbHOCTb, IMOJIHOTA, JIOTUYHOCTh HW3JIOKEHUS, aHaIU3
pa3IMYHBIX TOYEK 3pPEHHsI, CAMOCTOATEIbHOE 0000ImeHne Mareprana. M3moxxenne Marepuana 0e3
(haKTHYECKUX OITHOOK.

OneHka «omauyHOy CTAaBUTCS B CITy4ae, KOT/1a COOIOICHBI BCE KPUTEPHUH.

OneHka «xopouto» CTaBUTCS, €CIM O0yYarolUiicss TBEpAO 3HAET MaTepuai, FPaMOTHO U IO
CYIIECTBY H3JIaraeT €ro, 3HaeT MPaKTUYeCKyl0 ©0a3y, HO JOIyCKaeT HECYIIeCTBEHHbIE
MOTPEIIHOCTH.

OneHka «yodosenemeopumenbHoy» CTaBUTCS, €CIIM OOYYAIOLIUICS OCBOMJI TOJIBKO OCHOBHOM
MaTepuai, HO He 3HaeT OTHAEJbHBIX AeTajell, TOMyCKaeT HEeTOYHOCTH, HEAOCTATOYHO MPaBUIIbHBIC
(GOpMyYITMPOBKH, HapylIaeT IOCIEJOBATEIBHOCTh B H3JIOKEHUH MaTepuana, 3aTpyAHSETCS C
OTBETaMHM, I[IOKA3bIBAE€T OTCYTCTBHE JIOJDKHOM CBSI3W MEXKAY AaHAJIW30M, apryMeHTaluel u
BBIBOJIAMH.

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

8. IlepeueHb OCHOBHOW M [ONOJHHUTEJbHOH y4eOHOH JIMTepaTypbl, HEOOXOAUMOI s
OCBOCHUS TMCUMILINHBI (MOYJIs1)

8.1. Ocnoenas yyebnas rnumepamypa

1. Ky3nenona, 1. B. JlokymeHTHpOBaHHE yIpaBIeHUECKON J1€ATENbHOCTH: yueOHOE mocodue
st 6akanaspos / W. B. Ky3uenosa, I'. A. Xauatpsin. — 2-e uza. — Mocksa: JlamkoB u K, Aii [1u
Op Meaua, 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 3aLUIIEHHBIN AJIEKTPOHHBIN
JIOKYMEHTO000poT: yueOHoe nocobue juist GakanaBpoB / M. B. Kysneuona, I'. A. Xawarpsa. —
Mocksa: Al [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT: 31€KTPOHHBIH
// DNeKTPOHHO-ONOIMOTeYHAs cucreMa IPR BOOKS: [caiT]. — URL:
https://www.iprbookshop.ru/97083.html

3. Ky3nenona, . B. JlokymeHTanlMoHHOE OO€CleYeHHEe YIpaBJICHUS MEPCOHATIOM: yueOHOe
nocobue s 6akanaBpoB / . B. Ky3nenona, I'. A. Xavarpsa. — 2-e uza. — Mocksa: [lamkoB u
K, Aii ITu Op Menua, 2019. — 220 c. — ISBN 978-5-394-03124-3. — TekcT: 21MeKTPOHHBIH //
DIIeKTPOHHO-OMOINOTEUHAS cucremMa IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/83142.html

8.2. [ononnumenvuas yuebuas iumepamypa:

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

2. CumonsH, P. f. JlokymMeHTaIlmOHHOE O0ECTIEYeHNE 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 nocodbue / P. S. Cumonstn. — Capatos: A [Iu Op Menua, 2018. — 180 c. — ISBN 978-
5-4486-0167-5. — TekcT: 31eKTpoHHBIA // DnekTpoHHO-Onbimoreynas cucrema IPR BOOKS:
[caiiT]. — URL: https://www.iprbookshop.ru/72458.html

3. CaraeBa, /. M. Cucrema MeHEI)KMEHTa KadecTBa: YINpPaBICHHE JOKYMEHTHUPOBAHHOU
nHpopmanueii: yaeonoe nmocoowue / JI. M. Caraea. — CapatoB: By3oBckoe obpazoBanue, 2018. —
108 c. — ISBN 978-5-4487-0295-2. — TeKCT: 3MEKTPOHHBIA // DIEKTPOHHO-OMOIMOTEUHAs
cucrema [IPR BOOKS: [caiit]. — URL: https://www.iprbookshop.ru/76991.html

4. Imutpuesa, JI. U. JlokyMeHTalOHHOE OOECIeUeHHE YMPABICHYECKON JesITeIbHOCTH:

yueObnoe mocoouwe / JI. WU. JImurpuea, M. B. Py3aeBa. — HoBocubupck: HoBocubupckuii
roCyJapCTBEeHHBIN TexHudyeckuil ynuepcutet, 2019. — 100 c. — ISBN 978-5-7782-4029-2. —
Tekcr: anexkTpoHHBId // DnekrpoHHO-OMOMMoTeunas cucrema 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 MEHEJIPKMEHT cucteM ynpasieHus. [SSN: 2223-0432.
http://www.iprbookshop.ru/34060.html

3. AxryanbHble po0ieMbl 3KOHOMUKH U TipaBa ISSN 1993-047X
http://www.iprbookshop.ru/7049.html

9. Ilepeyennb pecypcoB MHGOPMAIMOHHO-TEJIEKOMMYHHKANMOHHON ceTn ""UnTepHer"
(majee - cers ""UHTEpHET'"), HEOOXOAMMBIX JJI51 0CBOCHUS TMCHMILINHBI (MOLYJIs1)

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

CaiiT o KaJpoBOMY JeJIONPOU3BOACTBY https://www.kadrovik-praktik.ru/
CrnpaBouHno-npaBoBas cucrema «Koncynbrant [1nroc» www.consultant.ru
WNudopmannonHo-npaBoBoii noprain «I"apant» http://www.garant.ru
DOneKkTpoHHbIE 0O(DUCHBIE CUCTEMBI http://Www.eos.ru

SAINAIF I

10. MeToanyeckue yKazaHHus 1Jisl 00y4aIOIMUXCS 110 OCBOCHUIO TMCHUIIIMHBI (MOAYJIsT)

VYcnenHoe 0CBOGHUE TaHHOTO Kypca 0a3upyercs Ha palMOHATIbHOM COYETAaHMHM HECKOJIBKHX
BUJIOB Y4€OHOH /€ATEeIbHOCTU — JIEKIIMM, CEMUHAPCKUX 3aHSATUN, CAaMOCTOSITENbHON paboThl. [Ipu
3TOM CaMOCTOSITEJIbHYIO pPabOTy cleqyeT paccMaTpuBaTh OJHUM U3 TIJIABHBIX 3BEHBEB
MOJIHOLIEHHOTO BBICHIET0 00pa30BaHUs, Ha KOTOPYIO OTBOJAUTCS 3HAYUTENbHAs 4YacTh Y4eOHOTO
BPEMEHHU.

[Tpu peanuzanuu nporpammel ¢ npumenenneM J1OT:

Bce Buasl 3aHATHH npoBOAsATCS B (hopMe OHJIAMH-BEOMHAPOB C  MCIIOJIb30BAaHHEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HaIMuue Npe3eHTaluu U popyMma i 00CyXIeHus).

B mponecce u3zydeHus OQUCHUIUIMHBI CTYACHTHI BBINOJHSKOT IPAKTUYECKUE 3aJaHUs U
IIPOMEKYTOUHBIE TeCThl. KOHCYJIBTHpPOBaHNE IO M3Yy4aeMbIM TEMAM MPOBOAMTCS B OHJIANHPEKHUME
BO BpeMsl ITPOBEICHUSI BEOMHAPOB U Ha (OpyMe [Tl KOHCYIIbTAIH.

CamocrosTenbHas paboTa CTyI€HTOB CKJIaIbIBAETCS U3 CIEIYIONUX COCTaBIISIONINX:

1. paboTa ¢ OCHOBHOW U JONOJHHUTEIBHON JIUTEpaTypod, C MaTepuajaMd HHTEpPHETa U
KOHCIIEKTaMU JICKLIUH;

2. BHeayIUTOpHas MOATOTOBKA K KOHTPOJIbHBIM paboTaM, BBIIIOJIHEHUE JAOKIIAI0B, pedepaToB
U KypPCOBBIX paboT;

3. BBINOJHEHHE CAMOCTOSTENbHBIX TPAKTHUYECKUX PadoT;

4. mMoAroTOBKA K 9K3aMeHaM (3a4eTaM) HEMOCPECTBEHHO Mepe] HUMHU.

Jns mnpaBuiabHOW OpraHu3aluy padOThl HEOOXOAMMO YUYUTHIBATH MOPSAOK H3YUCHHS


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/

pa3iesioB Kypca, HaXOIIMXCA B CTPOTOM JIOTMUECKON mociienoBaTebHOCTU. [TloaTomMy xopoiiee
YCBOCHHUC OHHOfI YaCTu JUCHUILIIMHBI ABJIACTCA HpeI[HOCBIHKOI\/'I I yCHICHIHOTO TepexoJa K
cienyrouiei. 3aaanus, NpodJeMHbIE BOIPOCHI, IPEIJIOKEHHbIE Ul U3yYEHUs AUCUUILUIMHBI, B TOM
YuCJI€E U M1 CaMOCTOATCIIBHOI'O BBIIIOJTHCHUS, HOCAT MC)KILI/ICI_II/IHJII/IHapHBIf/’I XapaKTep U
0a3upyroTcs, MpeXKIEe BCEro, Ha IPUUYMHHO-CIEACTBEHHBIX CBA3SIX MEXAYy KOMIIOHEHTaMHU
OKpY’KalolIero Hac Mupa. B Teuenue cemectpa, HEOOXOIUMO MOATOTOBUTEH pedepaTsl (IIPOEKTHI) C
UCIOJIb30BAHUEM PEKOMEHIyeMOW OCHOBHOM M JIOMOJHUTENIBHOW JIUTEpaTyphl U cllaTh pedeparsl
AJI1 OPOBCPKU MPCIIOAaBaTCIIIO. BaxxapiM COCTAaBJIAKOIIMM B HU3Y4YCHHU HAHHOI'O KypcCa ABJISACTCA
pelIeHHe CHUTYallMOHHBIX 3aJad M paboTa Haja MpoOJIEeMHO-aHATUTHYECKUMM 33aJaHMUSIMHU, YTO
IIPEAINOJIAraeT 3HaHue COOTBETCTBYIOIIEH HAYYHOM TEPMHUHOJIOTUH U T.J.

JUisd nydiiero 3arnoMHMHaHUS MaTepuajia LelecooOpa3HO MCIOJIb30BaTh WHAWBUAYaJIbHBIE
OCOOCHHOCTH M pa3Hble BUJIbl MAaMATU: 3PUTEIIBHYIO, CIYXOBYIO, aCCOLMATHBHYIO. Y CIELIHOMY
3alIOMUHAHHUIO TAK)K€ CIOCOOCTBYET NPUBEAECHUE SIPKUX CBHUJETENILCTB M HAIVIAIHBIX MPUMEPOB.
Y4eOHbIi MaTeprall JOKEH MOCTOSTHHO MOBTOPSATHCS U 3aKPETUIATHCA.

[Tpy BBINOJIHEHUU JOKJIA0B, TBOPUECKUX, HHPOPMALIMOHHBIX, HCCIEI0BATEIBCKUX IIPOEKTOB
0co00e BHUMaHME ClIe[lyeT oOpaliarh Ha 110100p UCTOYHUKOB MH(POPMAIIMU U METOAUKY pabOThI C
HUMH.

Jnis ycnenHo ciaun SK3aMeHa (3a4eTa) peKOMEHyeTcst COOMI0IaTh CIeAYIOIne TpaBuiIa;

1. [loaroroBka K 3K3aMeHy (3a4eTy) AOJKHA TPOBOJAUTHCS CUCTEMATUYECKH, B TEUEHHUE BCETO
cemecTpa.

2. lHTeHcHBHasl MOArOTOBKA JOJKHA HAYaThCs HE MO3/IHEE, YEM 3a MECSI] 10 HK3aMeHa.

3. Bpemst HemocpeACTBEHHO TMepen JK3aMEHOM (3a4e€ToM) JIydllleé HMCIOJIb30BaTh TaKUM
0o0pa3oM, 4TOObl OCTaBUTH MOCIEAHUN JIEHb CBOOOIHBIM JJIsi MOBTOPEHHUS Kypca B LIEJIOM, IS
CUCTCMAaTU3allM MaTCpuraia u IIOpa6OTKI/I OTACJIBHBIX BOIIPOCOB.

Ha sk3ameHe BBICOKYIO OLIEHKY IOJy4aroT CTYJICHTHI, UCIOIb3YIOLINE JaHHbIE, MOTy4YEeHHbIE
B [IPOLIECCE BBIIIOJHEHUSI CAMOCTOSITENIbHBIX pa0OT, @ TAKXKEe UCIOJIB3YIOIINE COOCTBEHHBIE BHIBO/IbI
Ha OCHOBE M3y4YEHHOI0 MaTepuaa.

YuuTbiBas 3HAYUTENbHBIM 00BEM TEOPETUUYECKOTO MaTepHalia, CTYIEeHTaM pPEKOMEHAYEeTCs
peryJsipHOe MOCELIeHNE U MOIPOOHOE KOHCIIEKTUPOBAHUE JIEKIIUH.

11. IlepeyeHb HH(POPMALMOHHBIX TEXHOJOTHWii, MCNOJIb3yeMbIX NPH OCYLIECTBJICHUH
00pa3oBaTeIbHOIO Mpolecca Mo JUCHUILINHE (MOAYJ/II0), BK/IIOYAs NepeyeHb MPOrpaMMHOI0
ob0ecrieyeHnst 1 MHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM (IIPH HEOOXOAMMOCTH)

1. Microsoft Windows Server;

2. CemeiictBo OC Microsoft Windows;

3. Libre Office cBoboaHO pacmpocTpaHsieMblii O(QHUCHBIN NAKeT € OTKPBITBIM HCXOJHBIM
KOJIOM;

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

5. WudopmanmonHo-npaBoBoe obOecrieueHue [apaHT: OJIEKTPOHHBIM MEPUOJUYECKUM
cnpaBoyHuK «Cuctrema TAPAHT» (Cuctema TAPAHT);

6. DnekTpoHHas HHPpOpMaITMOHHO-00pa3oBaTeapHas cucreMa MMY': https://elearn.mmu.ru/

[lepeueHp MCHONB3yeMOTo MPOrPAaMMHOIO oOecreyeHus yka3zaH B 1.12 naHHON paboueit
POTPaMMBI TUCIIUTIIIHHEI.

12. Onucanue MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HEOOXOAMMOM Il OCYLEeCTBJICHUSA
00pa3oBaTe/ILHOIO MPOLEcca MO0 JMCUHUILIHHE (MOTYJII0)

12.1. VYuyeOHasg ayauTopust MJii TPOBEAEHUS Y4YEOHBIX 3aHATHH, NPEAYCMOTPEHHBIX
nporpaMMoil  OakamaBpuara, OCHalleHHas OOOpyJOBaHMEM M TEXHHYECKMMHU CpeACTBaMHU
00yJeHwUsI.

Criennanu3upoBaHHas MeOeb:

KommuiexkT ydeOHo# meOenu (CToi, CTyi) MO KOJIMYECTBY OOYYaromMXcs; KOMIUIEKT MeOean



JUTSL TIPETIOIaBaTest; JOCKa (MapKepHast).

TexHudeckue cpeicTBa 00yUCHUS:

KommbroTep B cOOpe [uist ipenoiaBaress, IPOeKTop, SKPaH, KOJIOHKH

[lepeveHb JHMIIEH3MOHHOTO MPOrPAMMHOIO OOECIICUCHHs, B TOM YHCIIE OTEYECTBEHHOI'O
NIPOM3BOJICTBA:

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

[lepevenb CBOOOTHO PACIIPOCTPAHIEMOTO MPOTPAMMHOT0 00ECIICYCHUSI:

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

[Momxmrouenne k cern «MHTepHeTr» W oOecnedeHWe JOCTyna B DJICKTPOHHYIO
nH(pOpMaIMOHHO-00pa3oBaTenbHy0 cpeny MMY.

12.2. Tlometenue Jist CaMOCTOSTEIbHOM pabOThl 00yJarOUXCsl.

Crienuanu3upoBaHHast MeOeIb:

KomrmuiekT ydeOHO# mMebenu (CTol, CTy) MO KOJMHYECTBY OOYYArOIIMXCS; KOMIUICKT MeOemn
JUTSL TIpeToIaBaTedIs; Tocka (MapKepHas).

TexHUYECKHE CpeACTBA OOYICHHS:

Kommbprotep B cOope i MpernojaBarelis; KOMIBIOTEPbl B cOOpe Ui O0YyYaroluxcs
KOJIOHKH; IIPOCKTOP, IKPaH.

[lepeveHb JHMIIEH3MOHHOTO IMPOTPAMMHOIO OOECIICUCHHS, B TOM YHCIIE OTECYECTBEHHOTO
MIPOU3BO/JICTBA!

Windows Server 2016, Windows 10, Microsoft Office, Koncynsrantllitoc, Cucrema
'APAHT, Kaspersky Endpoint Security.

[Tepevenb CBOOOTHO PACIIPOCTPAHIEMOTO MPOrPAMMHOI0 00CCIICUCHUSI:

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

Yuebnas ayauTopust U NpOBCACHUS BCEX BHUIOB 3aHITUI C IMPUMCHCHUEM JJICKTPOHHOI'O
06y‘I€HI/I$I N JUCTAaHIIMOHHBIX o6pa303aTeanHx TGXHOJ’IOFI/IfI, B TOM 4YHCIC A 3aHATHH
JICKOHMOHHOI'O THIIA, CCMUHAPCKOI'0 TUIIA; IJIA TIPOBCACHUA na6opaTopHL1x pa60T, IpYIIIIOBBIX U
HHIUBHUYAJIbHBIX KOHCYHBTaIIHfI; A1 OCYHICCTBJICHUA TCEKYHICTO KOHTPOJIA YCIICBAEMOCTH U
HpOMG)KyTO‘-IHOfI aTTeCTalluu; JJIA BBIIIOJIHCHHA KYPCOBOTO ITPOCKTUPOBAHUA (KprOBLIX pa60T).

Ayn. 520a (BupTyasbHble yueOHble aynuTopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas
1, Bebunapuas 2, Bebunapnas 3):

Criennanu3upoBaHHas MeOeb:

- CTOJIBI JIJIs1 TIPETIOIaBaTeIIeH;

- CTYJbs JUIs IpernoiaBaTenei;

TexHu4eckne cpeicTBa 00yIeHUs:

- KOMIIBIOTEPHI IEPCOHANbHBIE IS IIpenoiaBareseil ¢ BBIX0J0M B ceTH MIHTepHeT;

- HAYIITHUKH;

- BeOKaMephl;

- KOJIOHKH;

- MUKPO(OHBI;

Ayn. 315 (BupTyanbHble yuebHble aynutopun: ayn. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
BebOunapnas 2, Bebunapnas 3)

Crnenmanu3upoBaHHasi MeOelb:

- CTOJIBI JIJISI TIPETIoIaBaTelieii;

- CTYJIBSI TS TIPETOIaBaTeNei;

TexHuveckne cpecTBa O0yUeHHUS:

- KOMITBIOTEPHI IIEPCOHATBHBIC JUTS IPEToAaBaTeNell ¢ BRIX0IOM B ceTH MHTepHeT;

- HAYIITHHUKH;




- BeOKaMepHhl,
- KOJIOHKH;
- MUKPO(OHBI;

13.06pa3zoBaTtenbHble TEXHONOTUU, UCMO/Ib3yeMble NPU OCBOEHUUN AUCLUMIUNHDI

JIs OCBOCHHS UCUUILTHHBI MCIIOIB3YIOTCS KaK TPAJUIMOHHBIC (OPMBI 3aHATHI — JIeKIuu (TUIIBI
JEeKIMA — YCTAaHOBOYHAs, BBOJHAS, TEKyIIas, 3aKIIOYUTENbHAs, 0030pHAas; BHUAbI JEKIMHA —
npoOiieMHasi, BU3yalbHas, JEKIUS KOH(PEPEHLHUs, JIEKIHs KOHCYNIbTallUs); M CEMHHApCKUe
(mpakTUYeCKHE) 3aHATHS, TaK U aKTUBHBIC ¥ MHTCPAKTUBHBIC ()OPMBI 3aHATHH - CJIOBBIC U POJICBBIC UIPHI,
pelIeHre CUTYallnOHHbIX 3a/1ad ¥ Pa300p KOHKPETHBIX CUTYaIHH.

Ha yd4eOHBIX 3aHATHAX MCHONB3YIOTCS TEXHUYECKUE CPEICTBA OOy4YEeHHs MYJIbTHUMEIUHHON
ayIUTOPHU: KOMIIBIOTEP, MOHHUTOD, KOJOHKH, HACTEHHBIH 3KpaH, MPOEKTOP, MUKPOGOH, MAKET MPOrpaMm
Microsoft Office mns meMoHCTpannu MPE3eHTANNA W MeauadaiiioB, BHICONPOSKTOP IS IEMOHCTPAIHN
CIIAi{/I0B, BUIEOCIOKETOB W 1p. TecTHpoBaHHE 00yYaeMBIX MOMKET OCYIIECTBIATHCS C HCIIOJIb30BAaHUEM
KOMITBIOTEPHOTO 000PY0BaHUSI YHUBEPCUTETA.

[Ipu peanuzanuu nporpammsl ¢ npumeHenuem JOT:

Bce Bumsl 3aHsTHii TpoBOIATCS B (popMe OHIIAHH-BEOMHAPOB C HCIOJIB30BAHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJOTUH (HaJIHune Mpe3eHTanuu u popyma Juist 00CyKIeHus).

B mnponecce u3ydeHus AUCLHUIUIMHBL CTYAEHTHI BBINOJHSAKOT IIPAKTUYECKHE 3aJaHUS U
MIPOMEXKYTOUHBIE TeCThl. KOHCYNbTHpPOBAaHUE IO M3YyYaEMbIM TEMAaM MPOBOAMUTCS B OHJIANHPEKUME
BO BpeMs IIPOBEICHUS BEOMHAPOB U Ha (hopyMe JJIsl KOHCYJIbTALUM.

13.1. B oceoenuu yuedOHOU OUCUUNTUHBL UCHOIBL3VIOMCA Cledylouiue mpaouyuoHHble
o0pazoseamenbHble MEXHONOCUU:

- YTeHWe MNpoOJIEeMHO-WH(POPMAIMOHHBIX JIEKIMA C  HUCIONb30BaHUEM JIOCKH U
BUJICOMATEPHAJIOB;

- CEMHHAPCKHE 3aHATHUS Ul 00CYKACHUS, TUCKYyCCU 1 0OMEHa MHEHUSIMH,

- KOHTPOJIbHBIE OIPOCHI;

- KOHCYJIbTaIHH;

- CaMOCTOsATeNIbHAs paboTa CTYJJeHTOB C yUeOHOI TUTepaTypoil 1 NepBOMCTOUHUKAMH;

- TOATOTOBKAa M  oOcyxzaeHue pedeparoB (IPOEKTOB), TMpe3eHTauuil (Hay4HO-
uccleioBaTenbCckas paboTa);

- TECTUPOBaHHUE 110 OCHOBHBIM T€MaM JIUCITUTUINHBL.

13.2. Akmuenvle u uHmMEPAKMUBHbBLE MEMOObL U hopMbL 00yUeHUSA

W3 mepeunst BUIOB: («M03roBoM mTypM», aHanu3 HITA, anHanu3 npoOiieMHBIX CHUTYyaluH,
aQHAIN3 KOHKPETHBIX CUTyallud, WMHUUICHTHI, HUMHUTALUS KOJUIEKTUBHOW IpodeccuoHaIbHON
JeSITeIbHOCTH, pa3bilphIBaHUE POJIEH, TBOpUECKas paboTa, CBsI3aHHAs ¢ OCBOEHHEM TUCLMILIMHBI,
posieBass urpa, Kpyrjiblid CTOJ, JUCHYT, Oecena, AWCKYCCUS, MHMHHU-KOH(epeHIUs U Ap.)
MCIIOJIB3YIOTCS CIIEYIOIIHE:

- TUCHYT

- aHAJIU3 MPOOJIEMHBIX, TBOPUYECKHX 3aJaHUHN, CUTYAI[MOHHBIX 3a/1a4

- poJieBas Urpa;

- KPYIJIBIA CTOJI;

- MUHHU-KOH(pEpEeHLINS

- TUCKYCCHS

- becena.

13.3. Ocobennocmu o0yuenus uHeaANUO08 U NUY C OZPAHUYEHHBIMU BO3ZMONCHOCHIAMU
300poevsa (OB3)

[Ipu opranmzanuu OOy4deHHUS TO TUCHHUIIMHE YYUTBIBAIOTCS OCOOCHHOCTH OpraHU3alNH
B3aMMOJICHCTBYS C MHBATMIAMH U JIUI[AMHU C OTPaHUYCHHBIMU BO3MOXKHOCTSMHU 37I0OPOBBS (1anee —



uHBamuael W gmna ¢ OB3) ¢ nenpto oOecrieueHuss ux mnpas. [Ipw 0O0ydeHWH YYHMTHIBAOTCS
OCOOCHHOCTH MX TMCUXO(U3UUECKOTO pAa3BUTHS, WHIWBUIyaTbHbIE BO3MOXHOCTH U TIPHU
HEOOXOJMMOCTH 00€CIeUnBACTCS KOPPEKIMS HApPYIICHHA pPa3BHTHS M COIUAIIbHAS aJlanTaius
YKa3aHHBIX JIHII.

Bbi6op MeTo10B 00yUeHUS ONpeaeIisieTCsl CoAepKaHueM 00Y4EHHs, YDOBHEM METOJAUYCCKOTO
U MaTepUaIbHO-TEXHUUYECKOTO 00ECIeUYeHUsI, OCOOCHHOCTSIMHU BOCHPHITHS Y4eOHON MHpOpMaIuu
CTYZICHTOB-UHBAIUJIOB M CTYJICHTOB C OrPaHUYECHHBIMH BO3MOXXHOCTSIMH 3JI0pOBbS W T.1. B
00pa3oBaTeIbHOM TPOIECCE HCIOIB3YIOTCS COIMATLHO-AKTUBHBIE H PE(ICKCUBHBIC METOIbI
OoOy4YeHHsI, TEXHOJIOTUU COIMOKYJIBTYPHOW peaOWIuTallMik C [eJIbI0 OKa3aHHWs IOMOIIM B
YCTaHOBJICHUH IOJIHOIICHHBIX MEXJIMYHOCTHBIX OTHONICHWN C JPYTUMH CTYACHTAMHU, CO3JIaHUU
KOM(OPTHOTO ICUXOJIOTUIECKOTO KJIIMMaTa B CTYJACHYECKOU TPYIIIIE.

[Tpu 0Oy4eHuH JIUIl C OTPAaHUYECHHBIMH BO3MOKHOCTSIMH 3JI0POBbSI JIEKTPOHHOE O00YYCHHE U
JMCTaHIIMOHHBIE 00pa30BaTENIbHBIC TEXHOJOTMU TPEJAYCMAaTPUBAIOT BO3MOXKHOCTH IIpUEMa-
nepenayn nHGOpPMAIUK B AOCTYIHBIX U HUX Qopmax.

OOyuJaronyiecss U3 4Kcla JIMIl C OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0pPOBBSI 00€CIICUCHBI
MEYaTHBIMH W JJICKTPOHHBIMH 00pa30BaTEBHBIMU pecypcamMu B (opmax, aJanTHPOBAaHHBIX K
OTPaHUYCHUSM KX 3710POBBSI.
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3. IlepeyeHb KOXOB KoOMIeTeHUMH, GopMHPyeMbIX JAUCUMILIMHON B mpolecce

o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna "
Py . Kareropusi komnereHumi Kon
KOMIIeTeHITH I
YHuBepcaabHbIe KomMmyHukanus YK-4

4. KoMneTeHUMY U MHAMKATOPbI UX J0CTHKEHH I

Kon DopMyTHPOBKA
NuaukaTopsl 10CTHKEHUSI KOMIIETeH MU
KOMIIeTeHIIUH KOMIIETEHIIUH
YK-4 Cnocoben YK-4.1 Buaneer CUCTEMOM HOpM pycckoro
OCYLIECTBIIATh JUTEPATYpHOTO S3bIKa U HOPMaMH HHOCTPAHHOTO (-bIX)
JIEIIOBYIO s3pIKa (-OB); CIIOCOOEH JIOTUYECKH M TpaMMaTHUYECKU
KOMMYHUKAIMIO B | BEPHO CTPOUTH YCTHYIO M MUCbMEHHYIO PEYb.
YCTHOM u | YK-4.2 I'paMOTHO CTPOUT KOMMYHHUKAIMIO, UCXOIS H3
IIACbMEHHOU Hejnedl W CHTyaluH; HCIIOJIb3yeT KOMMYHHUKAaTHBHO
dbopmax Ha | mpueMJeMble  CTUIb  OOIlIeHus, BepOalbHBIE U
roCyIapCTBEHHOM | HEBepOaJIbHbIE CPEICTBA B3aUMOJICHCTBUS C MapTHEPAMHU.
a3bike Poccmiickoit | VK-4.3 Hcnons3yer UH(pOPMALIMOHHO-
Denepanun U | KOMMYHUKAIIMOHHbIC TCXHOJIOTMW TIpU  IIOMCKE
MHOCTPaHHOM(BIX) | HEOOXOQMMOM MH(POPMALMHK B IIPOIIECCE  PELICHUS
A3bIKe(ax) CTaHIAPTHBIX KOMMYHUKATHBHBIX 3aj1a4 Ha
TOCYJApCTBEHHOM M MHOCTPAHHOM (-bIX) SI3bIKAX.

OCBOCHMUSA

3. Onucanue MJIAHAPYEMbIX Pe3yJbTaTOB 00y4YeHHs M0 JUCHHUIINHE

3.1. Onucanue NIaHUPYEMbIX pe3yIbTaTOB 00YUYEHHUS MO AUCLUIIINHE
[Tnanupyemble pe3ynbTaThl OOyYeHUS MO TUCHUIUIMHE IMPEACTaBIEHbl JECKPUNITOpaMU (3HaHUS,
YMEHUS, HaBbIKH).

Jeckpunropsl

110 AMCHMILINHE 3Hathb Ymern Baagers

Kox VK-4

KOMIIeTEeHIIUH
- CUCTEMBbI HOPM | - OCYIIECTBIISITh JIEIOBYIO | - CHCTEMOI HOPM
PYCCKOTO JINTEPATypHOTO | KOMMYHHMKAILIUIO B YCTHOM M | PyCCKOTO
s3pIKa W HOpPMaMu | MUCbMEHHOW ¢dopMax Ha | JUTEPATypPHOTO
HMHOCTPaHHOTO (-bIX) | TOCYIapPCTBEHHOM SI3bIKE | SI3bIKa U HOPMaMH
s3bIKA (-OB), Poccuiickoit ®denepaniuu # | ”HOCTPAHHOTO (-
- KOMMYHHUKATHBHO | HHOCTPaHHOM(BIX) bIX) sI3bIKA (-OB);
IIpUEMJIEMBIE CTHJIb | sI3bIKE(ax), - UH(OPMaIIMOHHO-
o01ieHus, BepOaJIbHbIE H | - JIOTUYECKH U | KOMMYHHUKAllHOHH
HeBepOaJbHBIE CPEICTBA | TpaMMaTHYECKH BEpPHO, | BIMH
B3aUMOJEICTBUSA C | CTpOUTH YCTHYIO U | TEXHOJIOTHUSIMU TIPU
napTHEpamH, MMUCbMEHHYIO peyb, MOUCKE
- WH(OPMAIIMOHHO- | -HCIIOIH30BATh Heo0XoIuMoM




KOMMYHHKAI[MOHHBIE MH(POPMAIMOHHO- uHpOpMaLuU B

TEXHOJOTUH  TIPH KOMMYHUKAI[IOHHbIE HpoLecce pemeHNs

MOMCKE  HEOOXOJMMOH | TEXHOJIOTMH TPU  IOMCKE | CTAaHJAPTHBIX

uHpOpMaIuu HeoOxoauMol HMHGOPMAaIMK | KOMMYHUKAaTHBHBIX
B IIpoIlecce  peIIeHUs 3a1a4d Ha
CTaH/IapPTHBIX rOCY/ZapCTBEHHOM
KOMMYHHUKaTHBHBIX 33724 ¥ MHOCTPAHHOM (-

BIX ) SI3BIKAX

4. Tunosble

3.2. Kpurepuu onieHKH pe3yabTaToB 00y4eHHUs MO TUCIUIUINHE

KOHTPOJIbHBIE 3aJaHUsA U/ HMHbIE MaTepHaJibl Jisi INPOBEICHHUS

NMPOMEKYTOUHOI AaTTecTallMM, He00XOAMMBble /Jsl OLEHKH JOCTHKEHHS] KOMIleTeHUHH,
COOTHECEHHOI ¢ pe3yJibTaTaMM 00yUYeHUsI M0 JUCIUILINHE

HIxkana
OLICHUB
aHuA

HNuaukaropsl
JOCTHKEHUS

IToka3aTeu olleHUBAHHUS Pe3yJILTATOB 00y4YeHUs

OTJIMYHO/3AUTEHO

3Haer:

- CTYIEHT IIyOOKO M BCECTOPOHHE YCBOMJI MaTepHaj, YBEPEHHO,
JIOTUYHO, MOCIEA0BATENIbHO U TPAMOTHO €r0 M3JIaraeT, ONUpasch Ha
3HaHUS OCHOBHOMW U JONOJHUTEIBHOU JINTEPATYPHI,

- Ha  OCHOBE CHCTEMHBIX HAy4YHBIX 3HAaHUU  JeJaer
KBTM()UIIMPOBAHHBIE BBIBOJIBI U 0000IIECHHUS, CBOOOIHO OTICPUPYET
KaTeroOpHusIMU U OHSITUSIMU.

VYwmeer:

- CTYJEHT YMEET CaMOCTOSITENIbHO W MPaBUJIBHO peliaTh y4eOHO-
npodeccuoHaNnbHbIE 3aJaud WM 33/JaHUs, YBEPEHHO, JIOTUYHO,
MOCJIEZI0BATENbHO U apryMEHTHPOBAHO H3JaraTh CBOE pEILEHUE,
UCIIOJNIB3YS HayYHbIE TTOHSTHSI, CChLIASICh HA HOPMATHUBHYIO 0a3y.

Bmaneer:

- CTYACHT BJIaZACCT pallMOHAJIbHBIMU METOAaMU (C HUCITIOJIB30BAHUEM
paroHaIbHBIX METOJMK) PEHICHUS CIOXHBIX MPO(hecCHOHATBHBIX
3aaa4, MPEACTABJIICHHBIX ACTOBBIMHA UI'PaMU, KercamMu u T.O.,

[Ipu peureHnn NpoAEMOHCTPUPOBATT HABBIKU

- BBIJICJICHUA I''IaBHOI'O,

- CBS3KOH TEOPETHMYECKUX TIONOKEHUH ¢  TpeOOBaHUSIMHU
PYKOBOIAIINX JOKYMEHTOB,

- U3JI0JKCHUS MBICIICH B JJOTMYSCKOH MOCIIeI0BATECIIFHOCTH,

- CaMOCTOSITEJIBHOTO aHanmu3a (aKThl, COOBITUH, SIBICHHIA,
MIPOIIECCOB B MX B3aUMOCBSI3U U TUAJTIEKTHUYECKOM Pa3BUTHUHU.

XOPOIIO/3AYTEHO

3Haer:

- CTYAEHT TBEPAO YCBOMJI MaTepuall, JOCTaTOYHO I'PaMOTHO €ro
U3JIaraeT, ONUpasChb Ha 3HAaHUA OCHOBHOM M JONOJHUTEIBHON
JUTEPaTyphl,

- 3arpynHsercs B (QOPMYJIUMPOBAaHMHM  KBAIU(DUIIMPOBAHHBIX
BBIBOJIOB U 0000IIEHNH, ONIEpUPYET KATETOPUSIMHU U MOHATHIMH, HO
HE BCer/la MPaBWIbHO UX BEPUPHUIIUPYET.

Ymeer:

- CTYIEHT yMeeT CaMOCTOSTeIbHO M B OCHOBHOM TIPaBHIIBHO
pemarh  ydyeOHO-podeCCHOHANBHBIE  33a/Jaud WM 3aJaHus,
YBEpEHHO, JIOTUYHO, TIOCIEIOBATEIBHO W  apryMEHTHPOBAHO
U3Jlarath CBOE pEIICHHEe, HE B IMOJIHON Mepe HCIONb3ys Hay4YHbBIE
MOHSITHSI U CCBIJIKM HA HOPMATUBHYIO 0a3y.

Bmaneer:

- CTYACHT B IECJIOM BJIAACCT pallMOHAJIIBHBIMHU MCTOAAMHW PCIICHHA




CJIOKHBIX HpO(beCCI/IOHa.HLHI:IX 3aaa4, MpCACTAaBJIICHHBIX ACJIOBBIMU
urpamu, Keicamu u T.1.;

[Ipu pemeHnn CMOT MPOAEMOHCTPUPOBATH AOCTATOYHOCTHb, HO HE
INIYOMHHOCTh HAaBBIKOB

- BBIACJIICHUA I''IaBHOI'O,

- U3JI0’KCHUS MBICIICH B JIOTHYECKOM IMOCIIeA0BAaTEILHOCTH.

- CBA3KHU TCOPCTUYCCKUX HOJIOKEHUH C Tpe6OBaHI/ISIMI/I
PYKOBOJISIIMX IOKYMEHTOB,

- CaMOCTOSTeNPHOTO aHaim3a (akThl, COOBITUH, SIBICHUH,
MPOIECCOB B X B3aMMOCBSI3U U IMAJICKTUYECKOM Pa3BUTHU.

3Haer: - CTYHAEHT OPHUEHTUPYETCS B MaTepuaje, OJHAKO 3aTPYIHSETCA B

€ro U3JI0XKCHUU;
- TOKa3pIBaeT  HEJOCTAaTOYHOCThL  3HAHWM  OCHOBHOM WM
JIONTOJTHUTEIILHOW JTIUTEPATYPHhI;

% - cn1abo apryMEeHTHPYET Hay4YHBIE MMOJI0KECHHUS;

£5) - TMpakTU4Yecku He crnocobeH chOopMyIupoBaTh BBIBOABI U

F 000011IeHH S ;

ﬁ - YJACTHYHO BJIaJIc€T CUCTEMON IMOHITUH.

S YmMmeer: - CTYJICHT B OCHOBHOM YMEET PEIIUTh y4eOHO-TIPO(HECCHOHATHHYIO

E 3ajavy WK 3a/laHue, HO JAO0IMyCKaeT OMMOKH, c1ab0 apryMEeHTUPYET

E CBO€ pELIEHHE, HEJOCTATOYHO HCMOJIb3YET HAyYHBIC MOHITHS M

E PYKOBOJSIINE TOKYMEHTHI.

% Brnaneer: - CTYHEHT BJIQJICET HEKOTOPBIMH PAIMOHAIBHBIMA METOAAMU

M pEIICHUS CIOXKHBIX MPOGECCHOHANBHBIX 3a/iay, MPEICTaBICHHBIX

E JIETTIOBBIMU UTPAaMH, KEWCAMU U T.1.;

E [Ipu pemennun MpoaeMOHCTPUPOBAT HEJIOCTATOYHOCTh HABBIKOB

o - BBIJICJICHUS TJIABHOTO,

E( - U3JI0KEHUS MBICJIEH B TOrMYECKOM MOCIE0BaTSILHOCTH.

- CBA3KHU TCOPECTUICCKUX MOJIOKEHUH C Tp€6OBaHI/I$IMI/I
PYKOBOJSIIIUX JOKYMEHTOB,

- CaMOCTOSITEJIBHOTO aHaimu3a (aKThl, COOBITHH, SIBICHHIA,
MIPOIIECCOB B MX B3aMMOCBSI3U M TUAJIEKTHUYECKOM Pa3BUTHUHU.

KOMHCTCHHI/I?[ HC JOCTUTHYTA

3Haer:

HO

- CTYJIEHT HE YCBOWJI 3HAYUTENHFHOM YacTH MaTepHana;

- HE MOXET apryMEHTUPOBATh HAyIHBIC TIOJIOKEHUS;

- He hopMynUpyeT KBaTu(UIIMPOBAHHBIX BBIBOJIOB  000O0IICHU;
- He BJIaJIeeT CUCTEMOU ITOHSATHIA.

VYwmeer:

CTYJIGHT HE TIOKa3aJl yMEHHE periaTh y4eOHO-TPOPECCHOHATBHYIO
3a/avy WK 3aJlaHue.

Bmageer:

JIbBHO/HE3AUTE

HEYJIOBJIETBOPUTE

HE BBIMOJIHEHbl TpeOOBaHMs, TpPEAbABIAEMble K HaBBbIKaM,
OLICHUBAEMBIM ‘yJIOBJIETBOPUTEIBHO .

TunoBkle KOHTPOJIbHBIE 3aJaHU JJI1 IPOBEPKU 3HAHUM CTYJIEHTOB

Tunosbie npodeMHbIe 3a1a4M:

3agaua 1.

[ToaroroBeTe mpuka3 00 UTOrax peBU3MH (PUHAHCOBOTO yuyeTa. B koHcTaTtupyromei yactu
YKa)KUTE, 4TO peBU3HEN OOHapyKeHbl (akThl rpyOOro HapyleHus: (UHAHCOBOTO y4yeTa: HEeT ydera




U OTYETHOCTH MO KOMaHIUPOBKAaM, OTCYTCTBYET >KypHaj ydera JoBepeHHocTei. Hemocraromiue
PEKBU3UTHI YKAXKUTE CAMOCTOSTEIBHO.

TunoBbie CUTYAllHOHHBIC 3aJaYn:

3amaua 1.

B ¢upmy nocrynmio nBa KOHBEpTa, aIpEeCOBAHHBIX I'€HEPAIbHOMY IUPEKTOPY, OJUH
KOHBEPT C PEKJIAMHOMN aKIMei, 1B OCHUTKU U3 (HIHAIIOB.
O06paboTaiiTe MO3TaTHO BXOSILYIO KOPPECTIOHICHIUIO.

3agaua 2.

1) B ¢puiman nocTynuio mucbMo-3arpoc OT pyKOBOACTBA XOJIJIMHTA.
Co3naiiTe OTBET Ha BXOJAIIEE MUCHbMO-3aIIPOC, UCIOIb3Ysl CIIPABOYH YO HH(POPMAITHIO.

2) B sauBape Oyaymiero rojga COCTOUTCS KOH(EPEHIWs, TOCBSIICHHAS HWHHOBAIlUSM B
skoHOMHKe. HeoOxoamMo co3math W pa3ociaTh IUCHMO-TIPHUIJIAIICHHE Ha MPEACTOAIIYIO
KOH()EPCHIIHIO.

Tunosbie TEeCTHI

Bomnpoc 1. Jlenonpous3BoacTBoO — 3TO:

1. JeATeNBHOCTh MO JOKYMCHTHPOBAHHIO, JOKYMEHTOOOOPOTY, OINEPATHBHOMY XPAaHCHHIO U
HCIIOJIb30BAaHUIO IOKYMEHTOB;

2. mpoleaypa Co3aHusl, TAPAKUPOBAHUS U PETUCTPALIMN BXOISIINX U UCXOSAIIUX IOKYMEHTOB;
3.HenmocpeACTBEHHOE Co3/1aHne O(PUIIMATBHBIX JOKYMEHTOB Ha MPEIIPUITUH,

4. NeaTeNbHOCTD M0 JOKYMEHTUPOBAHUIO U TOKYMEHTOOOOPOTY.

Bompoc 2. [TonoxeHue o CTpyKTypHOM TOAPA3ACIEHUN — ITO:

1. mpaBOBOM aKT, KOTOpBIM yCTaHABIMBaeT cTaryc, (YHKIWU, TMpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX MOAPA3ACIICHAN NI UHBIX OPTraHOB;

2. TpaBOBOHM aKT, KOTOPBIM OMpenenseT CTaTyC OpraHu3aluu, ee 3aJadd U (pyHKIWHU, Mpasa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

3. JIOTOBOp, CTOPOHBI KOTOPOTO OOS3YIOTCS CO3/aTh IOPUAMYECKOE JHUII0 U YCTaHABIMBAIOT
MOPSAZIOK COBMECTHOM JEATENILHOCTH 110 TaHHOMY (aKTy

4. BCe OTBETHI BEpHBIE

Bomnpoc 3. JlaToii 10JKHOCTHOM MHCTPYKIIMHU SBJIIETCS JaTa:
1. ee yrBepxaeHns;

2. e COCTaBIICHUS;

3. 03HAaKOMJIEHHUS ¢ HeHl paboTHUKA

4. cornacoBaHus

Bonpoc 4. IlpaBoBoii aKkT, B KOTOPOM OTOOpa)kaeTcsi MOPSAAOK JAEATENIbHOCTH PYKOBOJCTBA
OpTaHM3aliH, @ PABHO KOJUIETHAIBHOTO WIIH COBELIATEIFHOTO OpraHa — 3TO:

1. pernameHr;

2. IITaTHOE PaCICaHHUE;

3. pacnopsiKeHue,

4. ycras.

Bomnpoc 5. Ilo cdepe cBoero aeicTBus pacHOpsSAUTENbHBIE JOKYMEHTHI JENIATCS Ha!
1. denepanbHOrO YpOBHS, pErHOHAILHOIO YPOBHS, IPABOBbIE aKThl OPraHNU3aLIUH;
2. KOJUIEKTUBHBIE U UHJIUBUIYAIbHBIE;



3. mpaBOBBIE aKTHI OPTaHU3ALNI1, TPABOBBIE AKTHI UX CTPYKTYPHBIX HOAPA3/ICICHHH.
4. Bce OTBETHI BEPHbIE

Bompoc 6. Pacniopsixenue usmaercs:

1. pykoBoAMTENEM €IUHOINYHO;

2. KOJJIErHanbHoO;

3. B yCIIOBMSX BEIOMCTBEHHOI'O PErYIMPOBaHUS,

4. CANHOJINYHO WJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyalluU

Bomnpoc 7. Konust yactu 10KyMeHTa, KOTOpasi 3aBEPEHA B ONPEICIECHHOM MOPAAKE, 3TO:
BBIIINCKA;

3JIEKTPOHHAs KOIIUS;

nyOnuKar,

CITUCOK

AW~

8. He siBisieTcst HOKyMEHTOM, KOTOPBI HHUIIMUPYET PEIICHHE:
1. IPOEKT TOKYMEHTa;

2. 3aKJII0YEHUE;

3. TokJaHas 3ammcKa,

4. Bce OTBETHI HEBEPHbIE

Bonpoc 9. YUem BHemHe OTIMYAETCS MPOEKT JTOKYMEHTA OT €0 OKOHYATEIBHOTO BapHaHTa?

1. Haamucero «IIpoeKT» B BEPXHEM II0JIE CIIPaBa;

2. TIpoekT He 00s3aTenbHO OQOPMIIATH B TAKOH k€ Gopme, Kak OyaylIui JOKYMEHT, JOCTATOYHO
CaMoro TEKCTa,

3. IlpoekT oopmisiercs Ha crienUaILHOM OJIaHKE

4. Bce OTBETHI BEpHBIE

Bormpoc 10. Kakast yacTe ocTaHOBIEHHS COJIEPKUT HOPMATUBHbBIE TTOJIOKEHUS WIH MOPYyUEHUs?
1. PacnopsiaurenbHas;

2. Koncratupyromas;

3. Beoanas

4. 3akiouuTenbHas

Bonpoc 11. B coctaB na(popMaimoHHO-CIIPaBOYHBIX JOKYMEHTOB HE BXOJIUT:
1. yxa3anwue;
2. JOKJajJHas 3aIlMcKa;
3. cBOjKa,
4. 00BACHUTENbHAS 3aIIHMCKA
Bompoc 12. Bua wuHGbOpMalMOHHO-CIIPABOYHON  JIOKYMEHTAIlUW, SIBISIONIEHCS CIIOCOOOM
OTIEPaTUBHOTO MH(GOPMAITMOHHOTO 0OMEHA MEXKTy OpraHU3aIMsIMHU, HA3bIBACTCS:
1. nenoBoi mepenucKou;

JTOKyMEHTAIMEH ISl CITy>KeOHOTO TTOJTh30BaHNUS,

2.
3. CTaTUCTUYECKOW OTUETHOCTHIO
4. cmyxeOHOM 3ammrCcKOi

Bormpoc 13. Uto npeacrasisieT co0oit 3asBIeHHE B JOKYMEHTOO00POTE OpTraHu3aIium?

1. DTO NOKYMEHT, KOTOpbI aJpecoBaH MOHKHOCTHOMY JIMIY M COJEPKHUT KaKyrO-IMOO MpochOy
paboTHUKA;

2. DTO JOKYMEHT C MpeI0KEHNEM Ha3HAYUTh, IEPEMECTUTh UJIH MTOOIIPUTH PAOOTHHUKA,;

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



4. Bce 0TBETHI BEpHBIE

Bonpoc 14. Uto He sBIIsSIETCS TPU3HAKOM aKTa?

1. cocraBienue B cBOOOHOM hopme;

2. ycraHoBieHHE (PaKTUYECKOTO COCTOSIHUE JIe]l U OTPaKEHUE €T0 B aKTe;
3. TOATBEPKICHHUE YCTAHOBICHHBIX (PAKTOB, COOBITHI, NEHCTBHHA,

4. KOJUIETHaJIbHOCTh COCTABJICHUS.

Bormpoc 15. JIokyMeHTBI, KOTOpbIC U3JJaHbl BHYTPY YUPEKACHHUS U OTIIPABIICHBI 3a €r0 MPEACIIbI AJIs
PYKOBOJCTBA HWXKECTOSIIIIMM OpraHaM YIpPaBJICHHUS JMOO B MEISAX HCIOTHCHUS MHChMEHHBIX
yYKa3aHUH BBICIICH HMHCTAHIIUH, HA3bIBAIOTCS:

1. UCXOASIIUMU TOKYMEHTAMH,

2. BXOASIIMMH JOKYMECHTAMH;

3. IOKJIAJHBIMU 3aIlMCKaMHU,

4. mepenuckoi.

Bormpoc 16. Urto BkirouaeT B ce0st TEXHUUECKOE UCIIOIHEHHE JTOKYMEHTa!

l. mMOArOTOBKY NpOEKTa IOKYMEHTa, HA0Op W pacleyarKy TeKCTa IPOEKTa, KOPPEKTUPOBKY
COZIeprKaHMs JJOKYMEHTA II0CIIe COTJIaCOBaHMUs, 0(popMIIeHNE (PUHATBHOTO BapUaHTa JIOKYMEHTA,;

2. TpenoCTaBICHHME PACIEYaTaHHOTO MPOEKTa JOKYMEHTAa PYKOBOJUTENIO HA COIJIACOBAHHE,
yCTpaHEHUE HETOYHOCTEH, HaOOp OKOHYATEIHHOTO JOKYMEHTA;

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

4. Bce OTBETHI BEPHbIE

Bompoc 17. Korna 1okyMeHT SIBIASI€TCS UCTIOJTHEHHBIM?

1. Korma paccmarpuBaemblii B JOKYMEHTE BOIIPOC pa3pelleH MOJTHOCTHIO M MEpPernucKka Mo HeMy
3aBeplICHa;

2. Kak ToibKO T0KYMEHTY PUCBOEH PErUCTPALIMOHHBINA HOMEP;

3. Korga nokyMeHT mostyueH KOHEYHBIM aJ[pecaToM

4. Korna JOKyMEHT OTIIPABIIEH HA apXUBHOE XPaHEHHUE

Bomnpoc 18. Otinune akToB NpoBepOK, 00CIeA0BaHUHN, PEBU3HH 3aKIII0YAETCS B TOM, YTO OHH. ..
1.puxcupyroT ycTaHOBIEHHBIE (DaKTHI U COOBITUS

2. COCTaBIISAIOTCS JUJIsl TOATBEPKACHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, 1eHCTBUIMA

3. HE TOJIBKO (DUKCUPYIOT YCTAaHOBJICHHBbIE (AKThl U COOBITHS, HO U COJEPKAT BBIBOIBI,
PEKOMEH AN U IPEIJIOKEHHUS

4. coaepkaHuME HE COTJIACOBBIBAETCS C JODKHOCTHBIMU JIMIAMH, JAEATEIbHOCTh KOTOPBIX
OTpaXkaeTcs B aKTe

Bonpoc 19. udposoii mnu OykBEeHHO-IUPPOBOKH HASHTU(DUKATOP TOKYMEHTA, BKIIOYAIOIIMN
TOPSIIKOBBI  HOMEp, JIOTIONHSEMBI TI0 JKETaHWI0 WHISKCAMH COTJIACHO HCIIOJIb3YeMbIM
KJaccu(ukaTopam, Ha3bIBAETC:

1. perucTpalnOHHBIM HOMEPOM JIOKYMEHTA,

2. rpudom;

3.1aTOM TOKyMEHTa

4. peKBU3UTOM.

Bomnpoc 20. Kaxoii ¢opmar 6ymaru ucrnonb3yercs Ui H3rOTOBICHHS OJIAaHKOB PE30ITIOLNT?
1. AS, A6;
2. A4, AS;
3. A6, A4.



4. A4

Bormpoc 21. Hocurenem nndopmaiuu sBisieTcs:

1. marepuanbHBIi OOBEKT, KOTOPBIA HYXKEH i (pukcanuu, xpaHeHHs (M BOCIPOM3BEICHHS)
PEYCBOM, 3BYKOBOH MIJIM H300pa3uTelIbHON HH(OpMAIUK;

2. co3narenb J0KYMEHTa;

3. CTpyKTypHOE IoJipa3jelieHue, BhIOIHAMEee GYyHKINH 110 BEACHHUIO IOKYMEHTO000pOTa

4. pyKOBOAMTEIb MOAPA3AEICHUS.

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

1. ropuanyeckas 3HAUMMOCTb IOKYMEHTA;

2. 10puAMYecKas CHia JOKYMEHTa;

3. ayTEeHTHUYHOCTb,

4. pyHKUIMA TOKYMEHTa

Bormpoc 23. TUIIOBBIM CPOKOM UCTIOTHEHHUS TIOKYMEHTA Ha3bIBACTCS:

1. cpOK MCIOJTHEHUs JOKyMEHTa COTIIACHO HOPMAaTHBHO-TIPABOBOMY aKTYy;

2. CpOK HUCIIOJIHEHHUS, KOTOPBI YCTAHOBJIEH B OPraHU3AI[MOHHO-PACIOPSIIUTEIHHOM JOKYMEHTE
WIN B PE30JTIOLNH;

3. CPOK MCHOJIHEHHS, YCTAaHOBJICHHBIN CJIOKHMBIIMMCS B OPraHU3aluKl 00bIYaeM

4. Bce OTBETHI BEPHbIE

Bonpoc 24. CrpaBo4HuK, comepkammii cBeneHUs O (OHIAX apXwBa M MpeJHA3HAUYCHHBIN IS
03HAKOMJICHHUS C UX COCTAaBOM U COZEP>KaHUEM — 3TO:

1. apXWBHBII TyTEBOIUTEIb;

2. apXMBHBIH CIIPaBOYHUK;

3. apXuUBHBIN yKa3aTenb,

4. ¢GOHIOBBII CITPaBOYHUK

Bomnpoc 25. YaudunuposanHoii opMoii JOKyMEHTa SIBISETCS:

1. hbopMyIsp 1OKyMEHTa ONPEIEIEHHOTO BUa, KOTOPBIM CONEPKUT MTOCTOSHHYIO YacTh TEKCTA;

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

3. PEKBU3HT O COIJaCMM OpraHu3aluu, KOTOpas He SBISETCS aBTOPOM JIOKYMEHTa, C €ro
COJZIEPIKaHUEM,

4. BBIIIUCKA U3 JOKYMEHTA.

Bompoc 26. KakoBa myiuHa camoil JJIMHHON CTPOKH PEKBHU3HMTA MpPU YIJIIOBOM PACIIOIOKCHUU
PEKBU3UTOB?

1. He 6omee 7,5 cwM;

2. He 6omee 12,5 cm;

3. He 6omee 10 cm.

4.He Gonee 5 cM

Bomnpoc 27. PekBU3UT JOKyMEHTa — 3TO:

1. s1neMeHT oopMIIEHUS TOKYMEHTA;

2. pPEerucTpalMOHHBII HOMEP JOKYMEHTA;

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



Bomnpoc 28. Kakue 1oKyMeHTbl MUHYIOT CTAJIMIO IPOEKTa
1. nOKIIaHBIC 3AIIKCKH,

2. IpUKa3bI;

3. cupaBky;

4. aKTbl

Bonpoc 29. TlpenBapuTenbHblid TEKCT JOKYMEHTa, KOTOPBIM JIMYHO TOTOBUT HMCIIOJIHUTENIb 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 OpraHU3alMK O(QUCHBIMU TOKYMEHTaMH;

2. oTpacipb JESTENbHOCTH, KOTOpas 00ecreynBaeT JOKYMEHTHPOBAHHE U OPraHU3alUI0 PabOThI €
o(uCHBIMH TOKyMEHTaMH;

3. oTpacib AesITeIbHOCTH, KOTOpasi 00eCIIeYMBAET BHEIIHUE U BHYTPEHHHUE CBSI3M OpTaHU3aINY;

4. neATenbHOCTD, CBA3aHHAS C OPOPMIICHUEM YIIPABICHYECKUX JOKYMEHTOB

Bompoc 31. B pa3aen o0Omue moioxxeHus JTOKYMEHTa BXOIST
1. uenu u 3amauu;

2. hOpMBI U METOJIBI YITPABIICHHSI,

3. KOHKpETHBIE 0053aHHOCTH;

4. BU3BI COTIIACOBAHHS

Bonpoc 32. Ha kakoM JOKyMeHTE He CTaBUTCSl PEKBU3UT HAUMEHOBAaHUE BU/Ia IOKYMEHTa
1. Ycrage;

2. TOMKHOCTHOW MHCTPYKIIUY;

3. IHUChME;

4. akTe

Bomnpoc 33. I'pu¢ yrBepkaeHus craBuTcs

1. B BepxHEM IIpaBOM yriy;

2. B HUWKHEM IIPAaBOM 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. THCTPYKIIMIO TIO AETIOMPOU3BOJICTBY;

2. KBaNTM(UKAIIMOHHBIN CIIPABOYHUK JOJDKHOCTEH;

3. Tabenb yHU(UUIUPOBAHHBIX (HOPM JOKYMEHTOB;

4. Ycras

Bompoc 35. Kakoit Bua paciopsiiuTeIbHOr0 JOKYMEHTA U3AeTCs €MHOIMYHO PYKOBOUTEIIEM
1. mmocTaHOBIIEHHE;

2. pelIcHHE;

3. pacnopsiKeHHE;

4. npukas

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



2. 0oJIbIlIe HA OJIMH PEKBU3HT;
3. MEHbIIIE Ha J1Ba PEKBU3UTA;
4. MeHblle Ha 1 peKBU3UT

Bormpoc 37. B 06paboTKy BXOAAIIET0 JOKYMEHTA 3TOT 3Tall HE BXOIUT
1. paccMoTpeHue;

2. BCKPBITHE KOHBEPTOB;

3. corjaacoBaHHe;

4. peructparus

Bompoc 38. Bxoasmuii JOKyMEHT MPOXOIUT CIIECIYIONTUE TAbl 00pabOTKHU:

1. compoBOXXIEHHE M JIOCTAaBKa C TOYTHI, NMEpBUYHAss 0O0paboTKa, perucrpamus, MoJAroTOBKa Ha
JOKJIaJl, paccMOTpeHue U OQpOpMIICHHE PE3OJIIOIHM, perucTpamus pe3oJIoluu, NOCTaHOBKAa Ha
KOHTPOJIb HCIIOJIHEHUS, OTIpaBKa HAa HCIOJHEHUE, WCIIOJIHEHHWE M KOHTPOJIb 3a HUM, MpUEM
HCIIOJTHEHHOTO JIOKYMEHTA, CHSTHE C KOHTPOJS, MOMEIICHHE MCIIOJIHEHHOTO JOKYMEHTa B JIeJO,
paboTa c HUM, TEKYIlee U apXUBHOE XpaHEHUE, YHUUTO)KEHHUE U CIIMCAHUE;

2. yCTaHOBIIEHHE KOHKPETHOTO ajapecara JOKyMEHTa B OpraHU3alliu, PETUCTpalUs JOKYMEHTA 110
BXOJIALINM XYypHajlaM, Iepejada JOKyMeHTa ajJpecaTy, YKa3aHHOMY €ro B TEKCTE, YCTaHOBJIECHUE
CPOKOB HCIOJHEHHsS] JOKYMEHTa, WCIIOJIHEHUE JIOKYMEHTa, MPOBEpKa PE3yJbTAaTOB HCIIOJHEHUS,
MIOMEILEHUE IOKYMEHTa B HOMEHKJIATYPHOE JI€J10 U MOCIEAYIOLIas c/laya B apXUB;

3. peructpainusi TOKyMEHTa IO BXOJSAIIEH KOPPECHOHJEHIIUH, Mepeaya ero PyKOBOAUTEIIO IS
OIpeziesieHUs] UCIIOIHUTENS, Iepeiada JOKYMEHTa HEIOCPEICTBEHHOMY HCIIOJIHUTENI0, KOHTPOJIb
3a HCIOJHEHHEM JIOKyMEHTa, WCIOJHEHUE JOKYMEHTa, IPHUEeM pe3yJlbTaTOB HCIIOIHEHUS
PYKOBOJIUTENIEM, OTMETKA 00 MCIIOJIHEHUH B CIIEIMAIIBLHOM XXYypHaie, ciada JOKYMEHTa B apXHB,

4. peructpanus AOKYMEHTa MO BXOJSIIEH KOPPECIOHACHIINU, Mepeaada ero pyKOBOJUTENO s
oIpezesieHUs] UCIIOIHUTENS, Iepeiada JOKYMEHTa HEMOCPEICTBEHHOMY HCIIOJIHMUTENI0, KOHTPOJIb
3a UCMOJIHEHUEM JIOKYMEHTa, UCTIOJTHEHHE TOKYMEHTa

Bomnpoc 39. BuyTpenHee coriacoBaHue Ha3bIBaeTCs
1. Bu3a;

2. OTMETKa O 3aBEPEHUH;

3. yTBEpKJIEHUE;

4. nmedaTth OpraHu3aluu

Bonpoc 40. Kakas ¢bopma paboTel ¢ TOKyMEHTaMH MOAXOAMUT JUJIsl OpraHMU3AIHM, NEATEIbHOCTh
KOTOPBIX TpeOyeT 0COOCHHO THIATEIHHOM 3aIlUThl HH(OPMAIUU

1. ueHTpanu3oBaHHasi;

2. cMellIaHHasd;

3. IeueHTpalIn30BaHHAas;

4. B 3aBUCUMOCTH OT CUTYyaI[lu

Bonpoc 41. Bun opraHu3aliMOHHOTO JOKYMEHTa, KOTOPBIN OIpenesseT MOpsAaoK oO0pa3oBaHUS,
CTPYKTYPY U OPraHU3aLUIO paOOThl MPEANPUATHS

1. ycras;

2. MHCTPYKLUS;

3. monoxxeHue

4. mpukas

Bormpoc 42. K 0cCHOBHBIM perIaMeHTHPYIOIMUM paboTy ciryxk0b1 JIOY nokyMeHTam OTHOCST
1. MHCTPYKITUIO IO JIEIONPOU3BOJICTRY;

2. OCHOBHBIE ITpaBUJIa PabOTHI APXHUBOB OPTaHU3AIIHIA;

3. TOCT P 51141-98 [lenonpou3BoICTBO U apXHUBHOE JEJIO;



4. VcraB

Bormpoc 43. K BHyTpeHHEMY TOKYMEHTOOOOPOTY OTHOCST

1. opurmanbHbIe MUCHMA;

2. BHEUIHHE JTOKJIa/IHbIE 3alMUCKH, CIIPABKU;

3. IpUKa3bl, paCIOPSHKEHUS OPraHU3aIUu;

4.TUnoBas MeToauYecKas IOKYMEHTAllUs U3 BBIIIECTOSIICH OpraHu3auu

Bonpoc 44. C kakoro MoMeHTa pactopsiiuTeIbHbIA IOKYMEHT BCTYIIAE€T B CUITY
1. c MOMEHTA CO3J]aHMS;

2. ¢ MOMEHTA NOJITUCAHUS;

3. ¢ MOMEHTA YTBEP)KJICHUS;

4. c cnauu B apXuB

Bomnpoc 45. PekBu3ut — 310

1. crioco6 co3nanust TOKyMEHTA;

2. MaTepuagbHbIi 00BEKT ¢ HH(POpMAIIHEHH;

3. 00s13aTeNBHBIN ATEMEHT 0(hOpMIICHUST OPHUIIHATILHOTO IOKYMEHTA;
4. cBenieHUs 00 OpraHU3aluN

Bonpoc 46. Kakoii pekBU3UT pacroyaraercs B J€BOM HUXKHEM YTy
1. Tpud yTBEpKICHHUS;

2. BU3a;

3. rpu orpaHUYCHUS;

4. neyatpb

Bomnpoc 47. K rpynne BXoAsmux JOKYMEHTOB MOKHO OTHECTH
1. nemoBkIC MHCHMa,

2. opraHu3alOHHbIE JOKYMEHTHI;

3. mpuKa3bl OpraHu3aluu;

4.PacniopskeHus IO OpraHu3auu

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

2. TIOJI0KEHHH;

3. ycTage;

4. BCe OTBETHI BEpHBIE

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

2. IIeCTh;

3. nBa;

4. onuH

Bompoc 50. Kommiiekc JOKyMEHTOB, pETYIMPYIOIINX A€ATEIbHOCTD OpraHu3aui
1. pacriopsinuTenbHbIE JOKYMEHTHI;

2. OpraHu3alMOHHBIE JOKYMEHTHI;

3. uHGOPMaIIMOHHO-CIPABOYHbIE IOKYMEHTHI;

4. pactiopsiAMTeNbHbIE U HH(POPMAITMOHHO-CIIPABOYHbBIE JIOKYMEHTHI

Bomnpoc 51. K kareropusiM TeXHUYECKUX UCTIOMHUTENEH ciryx0b1 JJOY oTHOCAT
1. pyKOBOAUTENS CITY>KOBI



2. IOKyMEHTOBE1a
3. Ienonpou3BOUTENS
4. BCe OTBETHI BEpHBIE

Bompoc 52. HopmaTuBHBIN IOKYMEHT, omnpeaessitonuid GoHa 3apaboTHOM IUIaThl COTPYIHUKOB
OopraHu3aIu

1. JOMKHOCTHAS HHCTPYKIIHS;

2. LITaTHOE paclUCaHMUE;

3. VYcras;

4. pacriopspkeHue

Bonpoc 53. JlokymenT He ObiBaeT 6e3
l. macmopTHBIX AAHHBIX COCTABUTEIIS;
2. PEKBU3UTOB;

3. BUJICOCONPOBOXKIICHUS;

4. Bce OTBETHI BEPHbIE

Bomnpoc 54. KonTpomas 3a cpokaMu UCTIOTHEHHS JOKYMEHTOB OCYIIIECTBIISIET
1. paboTHHK OTAeNa KaapoB;

2. paboTHUK cityx0b1 IOV

3. PYKOBOAUTEIH OPraHU3alINN;

4. pyKOBOJUTEIb MO/Ipa3e/ICHUs

Bomnpoc 55. Tekymuii KOHTPOJIb OCYIIECTBIISIETCS

1. B HAUase UCTIOTHEHUS JOKYMEHTOB;

2.B KOHIIC UCITOJIHCHUA JOKYMCHTOB;

3. B TeUEHHUE BCETO MEePr0/Ia UCIIOTHEHUS JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BHUJa JOKYMCHTA

Bompoc 56. Ha kakoMm 1OKyMEHTE HE CTaBUTCS PEKBU3UT HAaMMEHOBAaHKE BHJIA TOKYMEHTa
1. mucbMe;

2. NOMKHOCTHOM MHCTPYKIINU;

3. YcraBe;

4. pacriopsiKeHUHU

Bompoc 57. Kakoif AOKyYMEHT cOCTaBisieTCsl NMpU HapyIIEHUUW TPYAOBOM WM OOLIECTBEHHON
JUCITUTLIAHBI

1. 0OBICHUTENLHAS 3aIIMCKA;

2. NOKJaHas 3alMCcKa;

3. coykeOHas 3aIucka;

4. mpoTOKOI

Bompoc 58. Kakne Bonpocs! paccMaTpUBarOTCS B paCOpPsSKEHUU
1. Hauboee BayKHbIE BOIIPOCHI JEATEIILHOCTH OpPraHU3allnu;

2. BOIIPOCHI, CBSI3aHHBIE C BBIIIOJHEHUEM MPUKA30B;

3. onepaTUBHBIE BOIPOCHI ACSITEIbHOCTH;

4. HaMeHee Ba)KHbIE BOIIPOCHI IEATEIbHOCTH OPraHU3alMH

Bomnpoc 59. IlpenBapurenbHoe pacCMOTPEHUE TOKYMEHTOB BKIHOYAET

1. pacnpeneneHue JOKYMEHTOB Ha pPacCMOTPEHUE PYKOBOAMUTEID H B  CTPYKTYpHbIE
No/pa3ieNeHus;

2. MPOBEPKY MPABWIHHOCTH aI[PECOBAHUS;



3. corylacoBaHMe IOKYMEHTA;
4. perucrpanuio

Bonpoc 60. OnuH U3 rocy1apcTBEHHbIX PEKBU3UTOB
1. pe3ononus;

2. pekJiaMalius;

3. pelieHue;

4. peectp

Bormpoc 61. Kakyto undopmaruio comepxur pazaen Ycrapa «OOUIue moaoKeHus
1. cTpyKTypa opraHnusalu;

2. mpaBa 1 00s13aHHOCTH JIOJDKHOCTHBIX JIUII;

3. 1enu U 3a7jauu OpraHu3allvy;

4. npaBOBOM CTaTyC

Bompoc 62. KakuM opraHoM n3/1aeTcsi pelieHue

1. KoJIernanbHbIM;

2. 3aBUCHUT OT OPraHU3aLMOHHO-TIPABOBOM (HOPMBI;
3. €IMHOIMYHO PYKOBOIUTENIEM;

4. B 3aBUCUMOCTH OT CUTYaIlH

Bompoc 63. Kakue u3 nepeuucieHHbIX JOKYMEHTOB OTHOCSTCS K OpraHU3aliOHHBIM
1. mMCbMO, MTOJIOKEHUE;

2. ycTaB, UHCTPYKLUS;

3. ycras, yKas;

4. mONOXKEeHHE, YKa3

Bompoc 64. JIokyMeHT, periiaMeHTUPYIOIUI AeSITEIbHOCTh COTPYIHUKOB OpraHU3aluu
1. ycras;

2. NOMHKHOCTHAS! MHCTPYKIIHS;

3. mpuKas;

4. pacriopspkeHHE

Bompoc 65. Uto He OTHOCHUTCS K yUpeAUTEIbHBIM JOKYMEHTaM FOPUINYECKOTro Jua?
1. ITpoTtokos cobpaHus yupeauTeneii;

2. YcrasB;

3. YupenurtenbHbIN JOTOBOP;

4. Her npaBuJIbHOTO OTBETA

Bompoc 66. Bee opunnanbHbie JOKYMEHTBI UMEIOT (QYHKITUH:
1. oO1ye U creuaIbHEIC;

2. 001111e U OCHOBHBIE;

3. IeNOoBLIE U OOIIHE;

4. OCHOBHEIC M1 HEOCHOBHBIE

Bomnpoc 67. CocTaB TOKYyMEHTOB B OpraHU3alliy 3aBUCHUT OT:

1. 3a1au opraHu3aiuy;

2. o0beMa 1 XxapakTepa B3auMOCBSI3€H B OpraHU3alliy;

3. mopsiiKa NPUHATHUS PEIICHUH (eqMHOHAYAIME UITH KOJIETHATBHOCTD );
4. BCE, MEpEUNCIICHHOE paHee

Bonpoc 68. Yrto Takoe yHHUPHUKAIUSI TOKYMEHTOB:



1. ycTaHOBJIEHHE €IMHOTO KOMILIEKCA BUJIOB U PA3HOBUIHOCTCH JOKYMEHTOB ISl aHAJIOTHYHBIX
yIpaBJIEHYECKUX CUTYAIMi, pa3paboTka eIUHBIX (JOPM M IPaBUI UX COCTABICHHS, O)OPMIICHUE U
co3nanue TpadapeTHbIX TEKCTOB ;

2. YCTAHOBJICHUC C€AMHOI'0O KOMIIJIICKCAa BUJOB U pa3HOBI/IIIHOCTeI71 AOKYMCHTOB JIA aHAJIOTUYHBIX
yIPaBICHYECKUX CUTYAIUH,

3. YCTaHOBJICHHE €IUHOIO KOMILICKCA BHMOB M DPAa3HOBUIHOCTEH OTYETOB Ui AHAJIOTHYHBIX
yIPaBICHYECKUX CUTYaIlHid, pa3pab0TKa equHbIX (HOPM U MPABUII UX COCTABJICHUS, 0hOpMIICHHE U
co3nanue TpadapeTHBIX TEKCTOB

4. pa3paboTka eIuHBIX (OPM M TPABHJI COCTABICHHS, OPOPMIICHHUS U CO3MaHMs TpadapeTHbIX
TEKCTOB

Bormpoc 69. Uto Takoe rof0Boii 00bEM TOKYMEHTOO00pOTA:

1. mcxoTHas BETTMUMHA OTPEICICHUS KOJIMYECTBA IOKYMEHTOB B OpraHU3allHH;

2. CpeACTBO OIpeNeieHHs] MOTPEOHOCTEH B OPraHM3allMOHHOW ¥ BBIYMCIHTEIHLHOW TEXHUKE,
BbIOOpa Hanboee Y3PPEKTUBHON CUCTEMBI PETUCTPAIIUH JOKYMEHTOB M CITPABOYHOTO arapaTa

3. ucxomHas BENWYMHA IS pacdyeTa YHUCICHHOCTH COTPYAHUKOB ciy:xObl JIOY, ompeneneHus
CTCIICHU 3arpyKCHHOCTH CTPYKTYPHBIX IOJPA3/CICHUNA W OTACIbHBIX PAOOTHHUKOB, CPEICTBO
OIIpe/IeTICHUs TIOTPEOHOCTEH B OPraHW3allMOHHOW M BBIYMCIUTEIBHON TEXHHUKE, BhIOOpA Haubosee
3¢ (EKTUBHON CHCTEMBI PETHCTPALIMU JIOKYMEHTOB M CIIPABOYHOTO arlapara;

4. Bce OTBETHI BEPHbIE

Bompoc 70. UYrto Takoe JOKyMEHTOOOOPOT:

1. IBMKEHHE JTOKYMEHTOB B OpPraHM3allMd C MOMEHTA X IOJyYEeHHUS 0 3aBEPIICHHS MCIIOTHEHUS
HJIM OTHPABKH B KOMUTET 110 ACJIaM HCCOBCPIICHHOJICTHUX

2. ABWKCHUE TOKYMEHTOB B OPraHU3aIMU ¢ MOMEHTA MX CO3JaHUs MJIH MOTYYEHHs 10 3aBEPIICHUS
HCITIOJIHCHUA WJIM OTIIPABKU;

3. KOHTPOJIb 32 CPOKAMU HCIIOJIHEHHUS JIOKYMEHTA,

4. coctaBiienue 1 ohopMIIeHUE TOKYMEHTOB B OpraHU3aIiu

Bonpoc 71. BeiOepute OCHOBHBIE ATalnbl MOJATOTOBKU U OQPOPMIIEHHS BHYTPEHHUX JOKYMEHTOB B
oduce:

1. cocTaBieHe MPOEKTa U COTVIACOBAHUE;

2. npoBepKa NpaBUIbHOCTH O(POPMIICHHUS;

3. moJnmucaHue U PerucTpalus;

4. Bce BapuaHTHI IPaBUIIbHBIE

Bomnpoc 72. Uro Bkitouyaet B ce0si perucTpanus J0KyMeHTa:

1. mpocTaBieHne PerucTPauOHHOTO HOMEPA;

2. IpOCTaBJIeHUE J1aThl;

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

Bompoc 73. anuBuIyanbHble CPOKHM UCIIOJIHEHUS YKa3bIBAKOTCS:
1. B TeKCTE TOKyMEHTA WU B PE30JIOLUY;

2. B IPWJIOXKEHHUU;

3. B pE30JIIOLINH;

4.B crienMaabHO U3/IaHHOM PaclopsHKEHNN

Bonpoc 74. OcnoBHbIe GyHKIINH, KOTOpBIEe 0OecnieunBaet JJOVY:
l. nmmanupoBaHue;

2. y4eT U OTYETHOCTb,

3. ¢uHaHCUpPOBaHHUE;



4. Bce OTBETHI IIpaBHUJIBHEIC

Bormpoc 75. Uto moHUMAIOT IO/ CITY>KEOHBIM TTOJIEM:

1. MecTo, KOTOpOE HE 3aHATO PEKBU3UTAMU;

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

3. MeCTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMM;

4. TeKCT JOKYMEHTa

Bomnpoc 76. Uto Takoe Komusi 4acTH IOKYMEHTa, KOTOpas 3aBepeHa B ONPe/ICICHHOM MOopsaKe?
1. IpOeKT JOKYMEHTa;

2. 3NEKTPOHHAs KOS,

3. BBINKCKA;

4. ny6iukar.

Bomnpoc 77. Llenps peructpauuu J10KyMEHTOB:
1. KOHTpPOJIB;

2 obecrieueHNe UX y4eTa,

3. o0a oTBeTa MPaBUIILHBIC;

4. 06a oTBETa HEBEPHBIE

Bonpoc 78. Uro Takoe 0:1aHK JOKYMEHTA!

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

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

3. craHAapTHBIN JUCT OyMaru, Ha KOTOPOM BOCIPOU3BOJUTCS NOCTOSIHHAS MH(OpMAIUs TOKYMEHTa
4. Bce OTBETHI HCIIPAaBUJIbHLIC

Bonpoc 79. Uto Takoe 10MKHOCTHAS HHCTPYKIUS:

1. TOKYMEHT, B KOTOPOM OTMEYEHBI HAPYIIUTEIN TPYIOBOU JUCLUILINHEL,

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

3. OpraHM3allMOHHO — pAaCHOPSAUTENBHBIM JOKYMEHT [UIMTEIBHOTO WM IOCTOSIHHOTO CpOKa
neiictBus (10 BBEOEHUS HOBOW), B KOTOPOM OIpENEJeHbl HAayyHO — TEXHUYECKHE,
TEXHOJIOTUYECKHE, (UHAHCOBBIE U JpPYyrHe CTOPOHBI  JIEATENBbHOCTH OpraHu3aluu, ee
NoJIpa3/iesIeHUui 1 TOJKHOCTHBIX JIULL;

4. HOpPMAaTHBHBIN aKT, ONMpEAEISAIOIIMN MOPSAOK OOpa30BaHUs, CTPYKTYpY, (YHKIHMH, MpaBa U
00513aHHOCTH OpraHU3aluu, CTPYKTYPHOIO MOApa3AelIeH s, KOJJIETHAIbHOTO OpraHa

Bompoc 80. Kakue ¢akTbl n3nararorcsi B IEpBOi U BO BTOPOM YaCTAX CIPaBKHU:

1. B mepBOi YacTH CIpaBKH H3/Iaraiorcs (hakThl, MOCTYXKHUBIIKE TMOBOJOM K €€ HAIMCaHMIO, BO
BTOPOU — MIPUBOMASATCSI KOHKPETHBIE TaHHEIC,

2. B MepBOM YaCTHU CHPABKU H3JIAaraioTcs JOBOJIBI, MOCIYKUBIINE TOBOJOM K €€ HAMMCAaHUIO, BO
BTOPOU — MIPUBOMASTCSI CTATUCTUYECKHE JaHHBIC;

3. B IepBOM YacTH CNPaBKU M3JIaraloTCs KOHKPETHHIE JaHHbIE, a BO BTOPOH — NMPHUBOIATCS (aKTH,
MOCTY)KHMBIITHE ITOBOJIOM K €€ HAaIMCaHUIO;

4. B mepBOH YacTH CHpaBKU H3JIararoTcst (axThl, MOCITYKUBIINE MOBOJAOM K €€ HalHUCaHHUIO, BO
BTOPOU — BBIBOJIBI M TTPEIOKEHUSI.

Bompoc 81. Uto Ha3pIBaeTCs CIpaBKOM:
1. JOKyMEHT, MOATBEPKAAIONINI Kakue-1100 (aKkThl I COOBITHS;
2. (haKThl, MOCITYKUBIINE TOBOJIOM K €€ HAallMCAHHIO;



3. JOKYMEHT, I'ic IPUBOIATCS KOHKPETHBIE TaHHBIC;
4. TOKYMEHT, periJaMeHTUPYIOIIUI MOPSIOK BHIIOJIHEHUSI KAaKOT0-TH00 mpolecca

Bompoc 82. Ha kakue Be OCHOBHBIE TPYIIITBI MOXKHO MOIPA3/IeNIUTh BCE HHCTPYKIIHH:

1. TOJDKHOCTHBIC MHCTPYKIIMH, ONPEICISIFONMe (DYHKIMH, TIPpaBa, 005S3aHHOCTH U OTBETCTBCHHOCTh
JIOJ>KHOCTHBIX JIHII;

2. MHCTPYKIMH, PErJaMEHTHPYIOIIUE TOPSAAOK BBINOJHEHUS KaKOro-imbo Ipolrecca, B
OCYIIECTBIICHUU KOTOPOTO TNPHHUMAIOT y4acTHE  HCIOJHHUTEIH  (IOJDKHOCTHBIC — JIMIIA;
MoApa3iesiCHus ),

3. 00a oTBETa MPaBUIIBHBIE;

4. 00a oTBeTa HEIIPaBUIIbHBIC

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 BXOIAIMMN B (HOpMyisp MpHKa3za MO JUYHOMY COCTaBY:
1. anpecar;

2. ;nara;

3. IIOJNKCE;

4. Tekcr

Bomnpoc 85. Ykaxute 3amaun apxuBa:

1. mpuem, ydeT, XpaHCHHE JOKYMEHTOB, 3aKOHYEHHBIX JCIIONPOM3BOACTBOM; HMH(OPMAIMOHHO-
CIIpaBOYHasd pa60Ta 0 apXWBHBIM JOKYMCHTaAM HNPCANPUATHA, OPraHU3allMOHHO-METOJUYCCKAd
TTOMOIIIb 110 BEJICHUIO JISJIOMPOU3BOJICTBA;

2. mpueM, y4yeT, XpaHEeHUe JOKYMEHTOB;

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

4. MH(OPMALlMOHHO-CIIpaBOYHass paboTa 1O apXUBHBIM JOKYMEHTaM  HpPeIIpUsITHS;
OpraHU3aI[MOHHO-METOANYECKast TOMOIIIb 10 BEJACHHIO IeTIONPOU3BOICTBA

Bonpoc 86. [lena, moAroToBieHHbIE HA apXUBHOE XpaHEHUE JACNATCS Ha!
l.Texymye nena u Jesna mponuIbiX JIeT;

2.3aKOHYEHHBIE U HE3aKOHUYECHHBIE JIeN1a;

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

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

Bompoc 87. bykBenHoe, mudpoBoe, WIM KOMOMHMpPOBAaHHOE O0O3HAU€HHE JIOKYMEHTA,
YKa3bIBAIOIIEE MECTO €T0 COCTABJICHUS U XpAaHEHUS] — 3TO:

1. pexBu3HUT;

2. UHJEKC TOKYMEHTA;

3. HOMEp TIOKYMEHTa;

4. cty>xkeOHOE TIoJIe

Bonpoc 88. ®paza “3amepkka MOCTABOK MOXKET MPUBECTH K...” TOBOPUT O TOM, YTO MUCHBMO IO
COJIEP/KaHUIO SABIISAETCS:

l.uHOpMaLIMOHHOE TUCHMO,

2.nmucpMo-odepra,

3.MUCbMO-pEKIIaManus,



4. TUChbMO-TIPENYIIPEKICHUE

Bonpoc 89. Vkaxure nocieqoBareabHOCTh 3JE€MEHTOB, U3 KOTOPBIX JOHKEH COCTOSATH 3aroJIOBOK
Jena:

1. Ha3BaHME BUJA IOKYMEHTA, JaTa;

2. Ha3BaHWE BUJA TOKYMEHTa, KPATKOE COJICPKAHUE;

3. Ha3BaHUE BHJA JIOKYMEHTA, CJIOBO “‘KOmus;”’

4. Ha3BaHME BUJA IOKYMEHTA, KPAaTKOE COJIepKaHue, AaTa, CJIOBO “KOMUs™’

Bompoc 90. Beipaxxenue “Coobmaem Bawm, 49T0...” TOBOPHUT O TOM, 9YTO JaHHOE MHCHMO TIO
CoJIep>KaHuIo OyIeT:

1. mucemo-odepra;

2. MIUCHhMO-U3BEIICHUE;

3. MUCBbMO-pEKIaMalls;

4. mUCBEMO-TIpEAYNpPEKACHHUE

Bonpoc 91. Kommuiekc HOKyMEHTOB, CoAep)KaluX HEOOXOAMMBbIE CBEIACHHS O paOOTHUKE U €ro
TPYJIOBOM CTa)Xe — 3TO:

1. nemo;

2 .cripaBKa;

3. BBINKCKA U3 TPYIOBOU KHIKKH;

4. TUYHOE ENO0

Bompoc 92. Vkaxkute 0OCHOBHOM BHJ pabOTHI, 00ECIICUUBAIONINN CUCTEMAaTH3allUsl JOKYMEHTOB B
JIEJIONPOU3BOICTBE:

1. cocTaBieHuE MTATHOTO PACIIUCAHMUS;

2. peructpanus JOKyMEHTOB;

3. KOHTPOJIb 3a UCIIOJIHEHUEM JIOKYMEHTOB;

4. cocTaBiieHHE HOMEHKJIIATYpHhI el

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

2. B IOJpa3JIeieHs] OpraHu3allny;

3. B (pHAHCOBBI OTAEIT;

4. pyKOBOAMUTEINIO AJI1 PACCMOTPEHHUSI M IPUHATHS pELICHUS

Bomnpoc 95. BuyTpeHHMe JOKYMEHTBI pETUCTPUPYIOTCS:
1. B nesb oopMieHUs;

2. B IeHb MOANUCAHMUS;

3. B IeHb Nlepe/iauil B apXuB;

4. mocJe uCnoJHEeHus

Bonpoc 96. B popmyisip 3asBieHUS HE BXOAUT PEKBHU3HT:
1. mara;

2. TEKCT;

3. IOJNNCE;

4. Tpud orpaHMYeHHs JOCTyNA K JOKYMEHTY

Bompoc 97. Ilpukassl 10 IMYHOMY COCTaBY BU3HPYIOTCSL:
1.PykoBouTeneM opraHusanuu;

2. pyKOBOAMTEIEM U 3aMECTUTEIISIMU;

3. pyKOBOAMTENEM, 3aMECTUTEISIMH, HAYaIbHUKOM OT/ENa KaJpOB;



4. Bcemu 3aMHTCPCCOBAHHBIMU B IIPUKA3€ JIMIaMU

Bormpoc 98. HazoBuTe 0CHOBHOM IOKYMEHT, TIOATBEPKAAOITUN CTaX pabOTHI:
1.1u4HOE 11ENI0;

2.I0KyMEHT 00 00pa30BaHUU;

3.pe3tome;

4. TpyoBasi KHUXKKA

Bormpoc 99. YkaxuTte 10KyMeHT, GUKCUPYIOUTUH X0 0OCYKIECHUS BOIIPOCOB M MPUHSITHS PEIICHUN
Ha COOpaHUsX, 3aCeIaHUAX, COBEIIAHUSAX | T.I1.:

1. pe3ononus;

2. peleHue;

3. crpaBka;

4. IpOTOKOII

Bomnpoc 100. U3menenus 3anuceii B TpyJIOBYIO KHI)KKY BHOCSTCSI HA OCHOBAaHUH:
1.pe3tome;

2.yCTHOTO 3asBJIeHUs] paOOTHHUKA,

3.MMCBMEHHOTO 3asBJICHUs pAOOTHUKA;

4. TOKyMEHTOB, IOATBEPKIAOIINX ITH U3MEHEHUS.

IIpumepHBbIii NepevYeHb BONPOCOB K MPOMEKYTOYHOM ATTECTAIIUM:

[ToHsiTHE 1€10IPOU3BOJACTBO, TOKYMEHTOOOOPOT.

2. Ponb nenonpou3BOJCTBa B OpraHU3aliU yIIPaBICHUS IPEATIPUITHEM.

3. Ha3oBuTe OCHOBHBIE 3a7jaul U (DYHKIIMU JAEIONPOU3BOICTBA.

4. Ha3oBuUTE OCHOBHBIE 3Tallbl CTAHOBJIEHUS JEJIONPOU3BOACTBA B Poccuu.

5. HazoBuTE OCHOBHBIE HOPMATUBHBIE JJOKYMEHTHI.

6. [loHsiTHEe TOKYMEHTHUPOBAHUE.

8. O0BsicCHUTE CYTh YHU(UKALINY.

9. Ha3oBuTe OCHOBHBIE BU/IbI CTAaHAPTOB.

10. HazoBuTte hopmaTsl Oymaru, pasperieHHsle A1 0ohOpMIIEHUs 1ET0BbIX JTOKYMEHTOB.
Nx npumenenue.

11. O6bsicHUTE Ha3HAUYEHUE TTOJIEH.

12. Pa3mepsl mosieit Jj1st OpraHu3allMOHHO-PACTIOPSAUTEIHHON TOKYMEHTAIUH.

13. Ilopsinok Hymepauu CTpaHULl B JOKYMEHTE.

14. 3anumure TEKyIyro AaTy HUPPOBBIM U CIOBECHO HUPPOBLIM criocodom. Kaxoii criocod
SBIIETCS Hanbosee ynoOHbIM?

15. OcHOBHbIE IPUHIUIIBI Pa3MEILeHUs TaOIuU1L.

16. IloHsATHE IOPUINYECKON CUIIONW JOKYMEHTA.

17. Buabl JOKyMEHTOB B CUCTEME OPraHU3allMOHHO-PACTIOPSAIUTEIBHON TOKYMEHTALINH.
18. IlonsaTne pexBusnuTta fokymeHTa. Ha30BUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTOB.

19. Ilonsitue hopmymnsip-oOpaszer JOKyMeHTa.

20. 3oHbI aeneHus miouaay Gopmara J0KyMeHTa.

21. PekBU3UTHI, BXOJSIINE B YTJIOBOW IITAMII.

22. PekBU3UTHI, pa3MeliaeMble Ha pabodyeM oJjie JOKYMEHTa.

23. CoctaB pekBHU3UTa IPUP YTBEPKICHHUS.

24. IlepeyeHb TOKYMEHTOB, IIOJUIEKAIINX yTBEPKAeHUI0. Kakue n3 HUX MOryT
YTBEPKAATHCS IPYTHUM TOKYMEHTOM?

25. Ha3zoBuTE OCHOBHBIE IPUHLIMIIBI COCTABIIEHUS TEKCTA TOKyMeHTa. [Topsaok
pa3MenieHusi, HyMepaluu.



26. CocTraB pekBH3UTA "TOJUCH".

27. Tlopsanok npocTaBiieHus nedatu. Ha kakue JOKyMeHTBI CTaBUTCS repOoBast revaTh?
28. Bujpl 6J1aHKOB IO PaCHOJI0KEHUIO PEKBU3UTOB. OCHOBHBIE OTINYHSI.

29. IlepeyeHb pEKBU3UTOB, OTOOPAKACMBIX HA OJTAHKE JIJIS TICEM.

30. Knaccuduxaius opraHu3allioOHHO - pacopsAAUTeNbHAs JOKYMEHTALUH.

31. IlepeueHb TOKYMEHTOB, OTHOCSAILIMXCS K OPraHU3aLlMOHHON JOKYMEHTALUH.

32. Haznauenue nHCcTpyKunu. Kakve BUIbI HHCTPYKIUH SIBIISIIOTCS Hanbosee
pacnpocTpaHeHHbIMU?

33. CoctaB 10kyMeHTOB CTpYKTypa U IITaTHAsI YUCIECHHOCTD

34. CocraB nokymenToB llITaTHoe pacnucanue.

35. OcobeHHOCTH cOCTaBIeHUS U 0OPMIICHHUS YCTaBa.

36.1lepeueHb TOKYMEHTOB, OTHOCSIIUXCS K PACIIOPAIUTENBHON TOKYMEHTALIUH.

37. HazoBUTE OCHOBHBIE PEKBU3UTHI MPHUKA3a.

38. Odopmiienne BHITUCKH U3 MTPHUKA3a.

39. HaznaueHnue cripaBOYHO-MH(POPMAIIMOHHON JOKYMEHTAIIMH.

40. ITepeueHb TOKYMEHTOB, OTHOCSIINXCS K CIIPAaBOYHO-UH(OPMAIIMOHHOHN TOKYMEHTALINH.
41. ITopsaok opopMiIeHUsT TPOTOKOJIOB.

42. Opopmrnenue [Iporokomna, €Ciiv CIIUCOK MPUCYTCTBYIOMMX cocTapisieT 30 YenoBex.
43. CocraB noxkyMeHTa JloknaaHas 3anucka.

44. Haznauenue nokymenta O0bscHuTeNbHAs 3anucka. HazoBuTe nepeyeHb peKBU3UTOB.
45. Ha3nauenue nokyMmeHnta AKT. HazoBuTe coCTaBHbIE YaCTH TEKCTA AKTA.

46. OxapakTepu3yiTe OCHOBHBIC (DYHKIIUHU JACIOMPOU3BOJICTBEHHOMN CITYKOBI.

47. O6bpsaAcHUTE Ha3HAUYCHUE JOKYMEHTO000pOTA.

48. Buabl JOKyMEHTOIIOTOKOB.

49. Tlopsnok 00pabOTKH BXOASIIEH KOPPECTOHICHITHH.

50. Buspl 1OKYMEHTOB, SIBJISIOLIUXCS. HEPETUCTPUPYEMbBIMHU.

51. ®opmsl peructpanuu 10KyMeHTOB. [Ipumenenue.

52. Tlopsiiok perucTpainu BXOISIINX JOKYMEHTOB.

53. Ilopsinok perucTpanuu UCXOASIMINX JOKYMEHTBHI.

54. Buabl JOKYMEHTOB, Il KOTOPBIX YCTaHABIMBAIOTCS CPOKU UCIIOJIHEHUSI.

55. lonsarue koHpuaeHnnanbHOCcTU. [Tops ok paboThl ¢ JOKYMEHTaMH.

56. IlocTaHOBKA Ha KOHTPOJIb U CHATHE TOKYMEHTA C KOHTPOJIS.

57. llopsinok 00pabOTKU BHYTPEHHUX JOKYMEHTOB.

58. Tlopsiiok cocTaBieHue HOMEHKIIATYpHI Jesl. Bupl HOMEHKIATYpHI.

59. IlopsnoK yCTaHOBJIEHMS CPOKOB XPAHEHHUS JEII.

60. TpeboBanus npu GOpMUPOBAHUH JIEN.

5. Meroanyeckue MaTepHaJibl, ONpeae/sonue Npoueaypbl OCeHHBAHUA HHAUKATOPOB
AOCTHKEHHS] KOMIIeTEHIUI

Cremuduka  ¢GopMHpOBaHUS  KOMIETEHIMH M UX  HM3MEpeHHe  Oompejaessercs
CTPYKTYypUpOBaHHEM MH(GOPMAIIUU O COCTOSSHUU YPOBHS MOATOTOBKH 00YYarOIIUXCS.

ANropuT™MBI 0TOOpPa M KOHCTPYMPOBAHHUS 3alaHUM JJIs1 OLIEHKU JOCTHKEHUH B MpPeIMETHON
o0nacTu, TEXHUMKAa KOHCTPYHMpPOBaHUS 3a/JaHui, CIOCOOBI OpraHu3allud U TMPOBEACHUSA
CTaHJAPTU3UPOBAHHBII OIEHOYHBIX MPOIETyp, METOJUKA IIKATUPOBAHUA U METOABI 00pabOTKU U
MHTEPIIPETAlMK PE3YIbTATOB OLIEHUBAHMS MMO3BOJISIIOT 00YYarOIIMMCSI OCBOUTh KOMITIETEHTHOCTHO-
OPUEHTUPOBAHHBIE IIPOIPAMMBI JUCLUIIINH.

PopMHpOBaHHE KOMIETEHUMH OCYIIECTBISETCA B XOJI€ BCEX BHJIOB 3aHATUM, NMPAKTHUKH, a
KOHTPOJIb UX C(hOPMUPOBAHHOCTH Ha 3Tare TEKYLIEH, TPOMEKYTOUHOW U UTOTOBOM aTTeCTAllUU.

OueHuBaHue 3HaHUM, YMEHUI U HABBIKOB 110 Y4eOHOMN IHUCHUIUIMHE OCYIIECTBIISETCS
IIOCPEICTBOM HCIIOIb30BaHUs CIEAYIOIINX BUIOB OLIEHOYHBIX CPEJICTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;



- 3a/1aHus JJIs IPAKTUUECKUX 3aHATHUI;
- CUTyallMOHHBIC 33JIaHUS;

- KOHTPOJIbHBIE PA0OTHI;

- KOJIJIOKBUYMBI;

- Harucanue pedepara;

- HaIllMCaHUe 3CCe;

- pellieHre TECTOBBIX 3a/JaHUM;

- DK3aMeEH.

Omnpocsbl 10 BBIHECEHHBIM HA 00CyK/IeHHe TeMaM

YCcTHBIE OMNpPOCHl MPOBOJSATCS BO BpeMsl NPAKTHYECKUX 3aHSATUA U BO3MOXHBI IPHU
MPOBEJICHUM AaTTeCTAllMM B KAaueCTBE JIOMOJHUTEIBHOIO HWCIBITAaHUS TPU HEAOCTaTOYHOCTU
pe3yJIbTaTOB TECTUPOBAHUS U pellleHus 3aaHuil. Bormpockl onpoca He T0KHBI BHIXOJUTH 32 PaMKH
OOBSBICHHOW /JIi TAHHOTO 3aHSTHUS TEMBIL. Y CTHBIC OMPOCH HEOOXOJMMO CTPOUTH TaK, YTOOBI
BOBJIEYb B TEMY OOCYXKJIEHHS MaKCUMaJbHOE KOJMYECTBO OOYYAlOIIMXCS B TPYIIE, MPOBOJIUTH
napajuiesid ¢ YK€ TPOHJICHHBIM Yy4eOHBIM MAaTEepPHAIOM MIAaHHOW JTUCIHHUIUIMHBI M CMEXKHBIMU
KypcaMy, HAXOJAUTh YAAauHble MPUMEPHl U3 COBPEMEHHOW AEWCTBUTEIBHOCTH, YTO YBEIHMYHMBAET
3¢ (HEeKTHBHOCTH YCBOSHUS MaTepraia Ha aCCOIUAIUX.

OcHOBHBIE BOIPOCHI [JIsl YCTHOTO OIpoca JOBOASTCA JO CBEACHHUS CTYJICHTOB Ha
MPEABIAYIIEM TPAKTUUECKOM 3aHSITHH.

[TuceMeHHBIE OMPOCHI TMO3BOJSIIOT MPOBEPUTH YPOBEHb IMOJATOTOBKM K TMPAKTUYECKOMY
3aHSATUIO BCEX OOYYalOUIMXCS B TPYIMIE, TPU STOM OCTABJISISL JOCTATOYHO y4€OHOTO BPEMEHH IS
UHBIX (OPM TMEJaroruyecko NesTeIbHOCTH B paMKaxX JaHHOro 3aHsATus. [lucbMeHHBIH ompoc
MPOBOAMTCS 0€3 MPEeAYNPekKACHHUS, UYTO CTUMYIUPYET OOyJarommxcs K CHCTEMAaTHYSCKOM
MOJATOTOBKE K 3aHATUAM. BoIpockl A ompoca ToToBSITCS 3apaHee, POpMYIHPYIOTCS Y3KO, Ja0bl
oOyyJaronuiics uMell OOBEKTHBHYIO BO3MOXHOCTHh IOJIHOIIEHHO €ro OCBETUTh 32 OTBEIACHHOE
BpeMsl.

[lucbMeHHBIE OMPOCH  1E€TIECO00Pa3HO TPHUMEHSITh B IENIAX MPOBEPKH YCBOSEMOCTH
3HAUUTENBHOTO 00BbeMa yueOHOT0 MaTepuaa, HampuMep, BO BpeMs IIPOBEACHHsI aTTeCTaIlH, KOT/1a
HE0OXOAMMO MPOBEPUTH 3HAHUS 00YUAIOIIUXCS TIO BCEMY KYpCY.

[Tpu olieHKe OMPOCOB aHAIHM3y MOJUICKUT TOUYHOCTH (POPMYITUPOBOK, CBSIZHOCTh H3JIOKECHHS
MaTtepuaia, 000CHOBAaHHOCTb CYXKJICHUM.

Pemenne 3ananuii (keic-MeToabl)

Pemenne kelic-MeTOJIOB OCYIIECTBISETCS C LIETBI0 MPOBEPKU YPOBHS HABBIKOB (BJIaJCHUI)
oOyuyaromierocss M0 MPUMEHEHUIO COJIEP)KaHUS OCHOBHBIX MOHATUH M TEPMHUHOB JUCUUILIMHBI
BOOOIIIE U KKIOW e€ TeMbI B YaCTHOCTH.

OOyuaromemycs OOBSIBISETCS YCIOBUE 3aJlaHUsl, PEIICHHE KOTOPOTrO OH U3JlaraeTr Jmbo
YCTHO, TUOO MUCHMEHHO.

O GhEeKTUBHBIM HMHTEPAKTHUBHBIM CIIOCOOOM peIIeHUs 3aJaHus SIBIISETCS COIMOCTABIICHUS
PE3yNIbTAaTOB pa3pelieHrs OJHOTO 3aJaHusl IByMs U 00Jiee MaJIBIMU TPYIaMU 00y4JarOIUXCsl.

3amaun, TpeOyroIMe U3YYeHUs 3HAYUTEIBHOTO O0BheMa, HEOOXOJUMO OTHOCHTHh Ha
CaMOCTOSITENIbHYI0O palOTy CTYAEHTOB, C HEMPEMEHHBIM pPa300poM pe3yibTaTOB BO BpeMs
NPAKTUYECKUX 3aHATUA. B 1aHHOM ciiydae pelieHrne CUTYyalMOHHBIX 3aJad € T[IIyOOKUM
000CHOBaHHEM JOJKHO MPEICTABIATHCS HAa IPOBEPKY B MUCHMEHHOM BHJIC.

[Ipu omeHke pemieHus 3aJaHuil aHaJIM3UPYETCs] MOHMMaHHe OOydJaroIMMCS KOHKPETHOMN
CUTYaIliH, IPABUIILHOCTh €€ TTOHUMaHUsl B COOTBETCTBHH C U3y4aeMbIM MAaTEPUAIIOM, CIOCOOHOCTh
000CHOBaHHS BBIOPAaHHOM TOYKHM 3peHUs, INIyOMHa NPOpadOTKH paccMaTpUBAEMOro BOMpOcCa,
YMEHHMEM BBIIBUTH OCHOBHBIE ITOJIOKEHMSI 3aTPOHYTOT'O BOIIPOCA.

Pemenue 3aganuii B TecToBOM hopme
HpOBO}]I/ITCH TECTUPOBAHUEC B TCUCHUC U3YUYCHUA JUCILUITIIMHBI



He menee uem 3a 1 Hemento 10 TECTUPOBaHUS, IMPENOJABaTEeNb JODKEH OINpEAETUTh
00y4JaromMMCsl UCXOJIHBIC JaHHBIC JJIs MOATOTOBKM K TECTUPOBAHMIO: HA3BAaTh pa3lieibl (TEMBI,
BOIIPOCHI), [0 KOTOPBIM OYyIyT 3a7aHusl B TECTOBOIM (opMe, TEOpETHUECKUE UCTOYHHUKHU (C TOUHBIM
yKa3aHUEM Pa3/IesioB, TEM, CTAaTeM) IJisi MOATOTOBKH.

[Ipy NpOXOXIEHUH TECTUPOBAHUS TOJIH30BATHCS KOHCIIEKTAMH JIEKUUH, y4eOHUKaMH, U
WHBIMU MaTepHaJlaMHi HE Pa3pelieHo.
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