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1. Tlepedenr KoaoB KommereHUHil, (GOpMHPYeMbIX IHCUMILIMHON B Impomecce
0CBOEHUS 00pa30BaTeJIbHON MPOrpaMMbl

I'pynna Kareropus Ko
KOMIIeTeHIN i KOMIIeTeHIN i
YHuBepcaabHbIE KommyHukanus VYK-4

2. KommnereHUMH M HHAUKATOPHI UX JOCTHKEHUS

ACJIOBYIO KOMMYHHKAIUIO B

Kon DopMyJIHPOBKA NHauKaTOpPHI 10CTHKEHUS
KOMIIETeHIH U KOMIIETeHIH U KOMIIETeHIIH U
YK-4 Cnoco0eH ocyIecTBIsATh YK-4.1 Bnangeer cucremMoil HOpM

PYCCKOTO JIMTEPATypHOrO SI3bIKa U

YCTHOM M MUChbMEHHOM (hopmax

HOpMaMHU

MHOCTPAHHOTO(-bIX )

Ha FOCYIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u
MHOCTpPaHHOM (BIX) sA3bIKE (axX)

sI3bIKa(-0B); CIOCOOCH JIOTMYECKH H
rpaMMaTH4eCKH  BEPHO  CTPOUTH
YCTHYIO U TTUICHbMCHHYIO PCUb.
YK-4.2 I'pamoTHO CTPOUT
KOMMYHHKAITUIO, UCXO/ISI U3 TIeNIeH U
CUTYallUu; UCIIOJNIb3YET
KOMMYHHKATHBHO pHeMJIEMbIC
CTWJIb OOIeHusi, BepOalbHBIE U
HeBepOaIbHbIE cpencrsa
B3aMMO/ICVCTBUS C MAPTHEPAMU.
YK-4.3 lcnons3yer
nH(pOpMaIMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTUU
MIPH TMIOMCKE HEOOXOUMON
nH(OPMAIIUU B TIPOIECCE PEIICHUS
CTaHJapPTHBIX KOMMYHHKATHBHBIX
3aJ1a4 Ha TOCYJITapPCTBCHHOM U
WHOCTPAHHOM (-bIX) SI3BIKaX.

3. Onucanue MJIAHUPYEMBbIX Pe3yJbTaTOB 00y4eHHs 0 JUCHHUIINHE

3.1. Onucanue IVIAHUPYEMBbIX Pe3yJIbTATOB 00yYeHHS MO THCHUTIIHHE

HnaHpreMHe PE3YyJIbTAThI O6y‘leHI/I}I o AJUCHUIUIMHE NPCACTABIICHBI ACCKPHUIITOpaMU

(3HaHMS, YMEHMSI, HABBIKN).

JlecKpUNTOpBI
mno 3HATDL YMeThb Biaajgern
AUCIHHUIJIMHE
Koz YK-4
KOMIIeTEeHIIHH
-TIOHSTHE, LIETH, - 0OPMIISTH -IPUKIaHBIMUA
3a/1a4u TPUHITUIIBI JIOKYMEHTAITUIO B HaBBIKAMHU
JIeIONPOU3BOJICTBA U COOTBETCTBUU C UCII0Ib30BaHUS
JIOKYMEHTO000POTa; HOPMATHBHOM 02301, B | TEOPETUUECKUX 3HAHHUI
T.4. UCTIOJIB3YS




- OCHOBHBIE TIOHATHS,
NPUHIAIBL ¥ EJTN
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIIpaBICHUS;

- KJTacCU(pUKAIIIIO
JOKYMEHTOB H UX
BUJIBI;

- TpeOOBaHUS K
COCTABJICHUIO U
oopmIeHHIO
JIOKYMEHTOB;

- IpaBUiIa
odopMIIeHHS eTTOBOTO
UCHMA.

- BUJIBI TIHICEM,
MEXyHAPOIHbIE
UCHhMA.

- TpeOOBaHUS K TEKCTY
UCHMA;

OCHOBHBIC IIPUHIIUTIBI
OpraHu3aIH
JICIIOTIPOU3BOICTBA U
JIOKyMEHTO000pOTa B
opranax
roCyJapCTBEHHOMN
BJIACTH M OpraHax
MECTHOTO
caMoyIpaBIICHHSI,

- IPUHITATIBI
(GYHKIIMOHUPOBAHUS
CHCTEMBI BHYTPEHHETO
JOKYMEHTO0000poTa
OpraHu3aIH

- TpeOOBaHUS K
(bopMHUPOBAHHIO
UH(GOPMAIMOHHOTO
obecrnieyeHus
YYaCTHUKOB
OpraHU3aIMOHHBIX
IIPOEKTOB.

UH(POPMAaLMOHHbIE
TEXHOJIOTUH;

- OCYILIECTBIISITh
aBTOMaTHU3aLHIO
00paboTku
JIOKYMEHTOB;

- yHU(ULIUPOBATH
CUCTEMBI
JOKYMEHTAINH;

- COCTaBJIATh
0pOpMITSITH
UCbMa

- BCTYIaTh B
KOMMYHHKAIUU 1151
peneHus
MEXJIMYHOCTHOTO U
MEXKYJIBTYPHOTO
B3aUMOJCHCTBUS;

- COCTaBJIATH,
YYUTBIBATh, XPAaHUTb,
3alMIIaTh U
nepe1aBaTh
CIIy)keOHYI0
JOKYMEHTAIHUIO;

- BECTH
JIeTTOTIPOU3BOICTBO H
JIOKYMEHTOO0OPOT B
OpraHu3aIuu

- pelarhb CTaHJapTHbIE
3a7a9u
npodeccuoHaNbHOMI
NeSITeTbHOCTH Ha
OCHOBE
MH(OPMALIMOHHON U
oubnuorpaduyeckoi
KYJIBTYPBI C
IpUMEHEHHEM
MH(OpPMaLIOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHI U C y4ETOM
OCHOBHBIX TpeOOBaHUI
MH(pOpMaLOHHON
0€30aCHOCTH.

1

JACJIOBBI

B YIIPABJICHYECKOU
JeSITEIIbHOCTH

- CIOCOOHOCTBIO K
KOMMYHHUKAIIUH B
YCTHOM U MMMCbMEHHOM
dbopMax Ha pycCKOM U
WHOCTPAHHOM SI3BIKaX
JUTSI peIIeHuUs 3a/1a4
MEXKIIMYHOCTHOTO H
MEXKYJIBTYPHOTO
B3aHUMOJCHCTBUS;

- HaBbIKaMU aHaJIu3a
uHpOpMaLUU O
(GyHKIIMOHUPOBAHUH
CUCTEMbI BHYTPEHHETO
JIOKyMEHTO000pOTa B
OpraHu3aIuy;

- HaBBIKaMU PEIICHUS
CTaHJapTHBIX 33734
npoQeCCHOHAIBHON
JESTEIIbHOCTH Ha
OCHOBE
nH(OPMALIMOHHON U
oubmmorpaduyeckoit
KYJIBTYPBHI C
MIPUMCHEHHUEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH U C
Y4€TOM OCHOBHBIX
TpeboBaHU
MH(}OpMaLIOHHON
0€301acHOCTH.

4.MecTO TMCHUILIHHBI (MOAYJIsI) B CTPYKTYpe 00pa3oBaTeIbHON NPOrpaMMblI
JuciuniauHa OTHOCUTCA K 0Oa3zoBod wactm yueOHoro miana OIIOIL. [Iucnumivna
B3aMMOCBs3aHa C  JAPYTMMHM  JUCLUIUIMHAMHM, TakuMu  Kak:  «MHKpPOIKOHOMHKAY,
«MaKpo3KOHOMHUKA, «Craructukay, «MapkeTuHr», «DKOHOMHUKA OpraHu3aluu
(mpenmpusatus)», «CTpaxoBaHue» U Ip.
W3ydyeHne NUCHUIUIMHBI MO3BOJIUT OOYYaIOIIMMCS PpEaln30BbIBATh OOMIEKYJIbTYpHBIE U
o0mernpogeccuoHanbHble KOMIIETEHIIMU B TPO(ECCHOHANBHOM NesITeTbHOCTH.



B pamMkax ocBoeHus mporpaMMbl OakanaBpraTa BHITYCKHUKY TOTOBATCS K PEIICHUIO 33124
po(heCcCHOHANFHOM NEATETHHOCTH CIEIYIOIIUX THUIIOB: AHAIWTUYECKUH, OpraHU3allOHHO-
yIpaBICHUYECKHH, pacueTHO-3KOHOMHUYECKUN, (PMHAHCOBBII.

5. O0LeM TUCHHUILINHBI

Dopmul 00yuenusn
Buowt yueonoit paoomut Ouno- Ouno-3aounasn c
Ounas
3a0unasn npumenenuem /[OT
O0masi TPYA0eMKOCTb: 3a4yCTHbIC 3/108 3/108 3/108
€AMHUIIbI/9achl
KonTakTHas padora:
3aHsATUS JTEKIIMOHHOTO TUIIA 16 8 2
3aHATUS CEMHUHAPCKOro TUIA 32 8 8
[IpomexxyTouHasi arrecraiusa: 3auyer
. 0,1 0,1 0,1
/ 3a49eT C OICHKOM / dK3aMeH /
CamocrositesibHas padora (CPC) 59.9 91,9 97,9

6. Coneprxkanme IMCUMILVIMHBI (MOAYJIs1), CTPYKTYPHPOBaHHOE IO TeMaM / pa3jiesiam ¢
yKa3aHHeM OTBEIE€HHOr0 HA HUX KOJUYECTBA AKAJAEeMHYECKHX YACOB M BHI0B Y4YeOHBIX
3aHATHH

6.1 Pacnpenesnenne 4yacoB nmo pasjaejamM/TeMamM U BHAaM padoThl

6.1.1. Ounas ¢opma o0y4eHus

Buabl yueOHoii padoThl (B yacax)
KonTakTHasi pabdora
3ausaTusn
JIEKIMOHHOT'0 3aHATHA CEMUHAPCKOr0 THIA
No Camoc
n/ Pa3nen/rema THna ofATel
. Jlex HUnvie | Ilpax | Cemu | Jlabopa | Hnvie LHAS
yuu | yueOHble| muyec | HaApvl | MoOpHvle | 3aHAM 5
3auamus| Kue pao. ug PAROOTA
3auam
ust
BBenenne B IUCHMIUIMHY.
1 IIpenmer, copepkanue u 2 4 7
3a71a4uM Kypca
OcCHOBHEBIE TIOHSITUS
2. | IOKYMEHTALMIOHHOTO 2 4 7
obecreueHus! ynpapJieHHs
[IpaBoBOE perynupoBaHue ) 4 7
3. | menonpou3BOCTBA
OO1re HOpMBI U TIpaBHJIA
odopmteHHs ) 4 7
4. | ynpaBieHYEeCKUX
JIOKYMEHTOB
OCOOEHHOCTH TIOJITOTOBKU
OpraHM3aIMOHHO-
5 | PacTIOPAINTEbHBIX 2 4 8
JIOKYMEHTOB OpTaHHU3aIHH.
Cucrema CIPaBOYHO-




UH(DOPMAITMOHHON u
AHAIUTUYECKON
JIOKYMEHTAIH.

Cucrema OpraHu3alOHHO-
IIPaBOBOM JIOKYMEHTALMU

Opranuzanyst
JIOKYMEHTO000pOTA.
CucreMarusanus
JIOKYMEHTOB U MX XpaHEHHUE

COBpeMeHHOG JEJI0BOC
IMMCbMO

7,9

IIpome:kyTounasi
arrecranms

0,1

HToro

16 | | | 32

| 59,9

6.1.2. OuHo-3204Has popma 00ydeHHS

Ne
n/

Buabi yueOHoli padoTsl (B yacax)

KonrakTHas pabora

Pasznen/rema

3auarus
JIEKIIUOHHOT'O
THUOA

3aHaTHs CCMHUHApPCKOIo TUIla

Camoc
TOATE
JIbHASA

Jlexy

uu

Hnwvie | Ilpakmu | Cemu
yueOHble| uecKue | Hapwvl
3auaAmus| 3aHAMuUsL

Jlabopa
MopHvle
pao.

Huvle
3aHAM
us

pabot

BBenenue B
mucrviomny. [Ipeamver,
COZIep’KaHUE M 3a7a4u
Kypca

12

OCHOBHEBIE TIOHATHSA
JIOKYMEHTAITMOHHOTO
oOecrieyeHust
VITPABIICHUS

12

IIpaBoBoe
PETYIMpPOBaHUE
JETIONPOU3BOICTBA

12

OOmme  HOpMBI U
npaBuia  oopMIIeHHS
YHPaBIEHYECKUX
JIOKYMEHTOB

12

OcobenHocTu
ITOATOTOBKH
OpraHM3aIMOHHO-
pacnopsaUTENbHBIX
JIOKYMEHTOB
opranmzaimu. Cucrema
CIPaBOYHO-
uHpOpMAIIMOHHOW U
AHAJINTHYECKON
JIOKYMEHTAIHH.

11




Cucrema
OpraHU3aLMOHHO-
IIPaBOBOM
JOKYMEHTALIU

11

Opranuzanmst
JIOKyMEHTOO000pOTA.
CucreMmarusaryst
JOKYyMEHTOB W HX
XpaHEHUE

11

COBpeMeHHOG JCIJI0BOC
IMMCbMO

10,9

IIpome:kyTounast
arrecranms

0,1

HToro

| 91,9

6.1.3. OuHo-3a0uHas popma o0yuenusi ¢ npumenenuem 10T

Pasznen/rema

Bujbl yueOHol padoTsl (B yacax)

KonrakTHas pabora

3auartus
JIEKIIHOHHOT'O
THOA

3angarus CEMHUHAPCKOI'o TUIIa

Camo
CTOSAT
eJIbHA

Jlexy
uu

Huvie
yuebOHvle
3aHaAmuUsA

Ilpakmu | Cemu
yeckue | Hapul
3ausamus

Jlabopa
MmopHbvle
pao.

Huvie
3aHam
us

padot

BBenenue B
qucumumny. [Ipenmer,
COZICp)KaHME M 3a/1au
Kypca

OCHOBHEBIE TIOHATHSA
JIOKYMEHTAITMOHHOTO
oOecrieyeHust
VITPABIICHUS

10

IIpaBoBoe
PETYIMpPOBaHUE
JETIONPOU3BOICTBA

10

Ob6umie  HOpMBI |
npaBwia  o(OpMIICHUS
YIpaBIeHYECKUX
JTIOKYMEHTOB

11

OcobeHHocTH
MOJITOTOBKH
OpraHM3alMOHHO-
PpacnopsUTENTHHBIX
JIOKYMEHTOB
opranmzaimu. Cucrema
CIPaBOYHO-
uH(OpMaIIMOHHOW U
AHATUTUYECKON
JIOKYMEHTAITHH.

18




Cucrema
OpraHN3alOHHO-
6. | mpaBoBOI
JIOKYMEHTAIHU

Opranuzanmst
JIOKyMEHTOO000pOTA.
CucreMmarusaryst
JOKYMEHTOB U
XpaHEHUE

nx

12

CoBpeMEHHOE  JICJIOBOE
8. | muceMo

2 14,9

[Tpomexxyrounas
arTecTalys

Hroro 2 ‘

| 97,9

6.2 Ilporpamma IMCUMILUIMHBI, CTPYKTYPHPOBAHHAA IO TeMaM / pa3jesam

6.2.1 Copaepkanue JeKIMOHHOIO Kypca

HaumeHoBanue TeMbl (pa3aesia)
AMCUHMILINHBI

Conep:xaHue JIEeKIIHOHHOTO 3aHSITHSA

Beenenue B nucuummny. [Ipenmer,
1. coJiepKaHue U 3aJa4uM Kypca

enn, 3a1a4u 51 IIPUHIAIIBI
JIeJI0TIPOU3BOICTBA. Hcropus
JIEJIONPOU3BOJICTBA Kak Hayku. llpenmer u
3amaun  Kypca. Jlormueckas  cTpyKTypa
JUCIUIUINHBL, €€ MECTO B CUCTEME MOATOTOBKHU
CreLHaInCTa, MEXITPEIMETHBIE CBSI3U.
CoBpeMeHHOE  J1€IONPOU3BOJCTBO:  LIEIH,
3a7a4v U OpuHUOUNBEL. OCHOBHBIE NOHATHA U
OINIpPENICJICHUs: JIOKyMEHT: €ro CBOWCTBA H
¢byHKIHY, JIEJI0NIPOU3BOJCTBO,
JIOKYMEHTOBE/IEHNE, JOKYMEHTO000pOoT. Buibl
JIOKYMEHTOB u ux KJ1accuuKanus.
VYHu¢ukanus u crangapTuzanus JOKyMEHTOB,
UX KJiaccuuKausl.

OCHOBHEBIE TIOHATHSA
2. | AOKYMEHTAIlHOHHOTO O0ecTeyeHus
YIIpaBICHUS

l'ocynapcTBeHHas
JOKYMEHTAIlMOHHOI O o0ecrieueHus
ynpasiennss (I'CHOY) — cBox mpasui,
YCTaHABIMBAIOIINX €IUHBbIE TpeOOBaHUS K
JOKYMEHTHUPOBAHUIO YIPaBJICHYECKOU
NeSITeIbHOCTH M OpraHu3anuu  paboTbl ¢
JOKYMCHTAMH Ha NPCANPHUATUAX Pa3JIAYHBIX
OpPTraHU3aIMOHHO — TIPABOBLIX (hOpM

CoctaB ynpaBiIECHYECKUX JOKYMEHTOB.
[lonsaTue CHUCTEMBI JOKYMEHTAI1H.
qDYHKHI/IOHaHBHI)Ie n  OTpPacCiICBbIC CHUCTCMBI
JOKYMEHTAI1H. Yuudukanus u
CTaHJapTU3anusd YHOPaBJICHUYCCKUX
JJOKYMEHTOB

CHCTEMA

[IpaBoBoe
3. | nenonpou3BOJCTBA

peryaupoBaHue

[lpaBoBass 0a3a  JeMONMPOM3BOJACTBA  Kak
COBOKYITHOCTb 3aKOHOB, HOPMAaTHUBHO-
ITPaBOBBIX aKTOB, OpTraHHU3allMOHHBIX )51




METOANYECKUX JIOKYMEHTOB,
pEerIaMEeHTHPYIOMIMX TEXHOJOTHIO CO3/aHus,
00pabOTKH, XpaHEHUS W  HCIOJIb30BAHUS
JOKYMEHTOB B  TEKyIIeW  JIeATEIbHOCTH
opranuzanuu. [loctanosnenue [IpaBuTtenbcTBa
P® or 07.09.2011 r. Ne 751 «O BHeceHumn
n3MeHeHnid B [IpaBuna nenonpomsBOACTBA B
(denepalbHBIX ~ OpraHax  HCHOJHHUTEIbHOMN
BIIACTH.

O06 onexkTpoHHOM moanuUcH:  (hemepaaTbHbIA
3akoH 06.04.2011 Ne 63-D3 (¢ UBMEHEHUSIMH U
JonojHeHusiMu ot 12 maprta, 28 urona 2014
rojia)

06 apxuBHOM pene B Poccuiickoit deneparmn:
(denepanpabiii 3aK0oH 0T 22.10.2004 Ne 125-03
(pexn. ot 04.10.2014).

06 uHpopMalnH, MH(POPMAaLIMOHHBIX
TEXHOJOTHSIX W O 3alure HHPOpMAIUH:
(benepanpubiit 3aK0oH 0T 27.07.2006 Ne 149-03
(pen. ot 21.07.2014)

O nepcoHanbHBIX [JaHHBIX [DJIEKTPOHHBII
pecypc]: ¢penepanbhblii 3akoH oT 27.07.2006 Ne
152-®3 (pen. or 21.07.2014) // CIIC
«Koncynprantlntoc: 3akoHOAATETHCTBOY.

OO0mume  HOpMBI U TpaBuia

YHudummupoanHas cucTema
nokymentaiuu (YCJ[) kak COBOKYITHOCTb
(opM TOKYMEHTOB, CO3JAHHBIX II0 EIHHBIM
paBUJIaM u TpeOOBaHUSM,
(GYHKIMOHHMPYIOUNINX B OMpeIeNeHHOH cdepe
nestenpHocT. ['OCT P 7.0.8-2013. TOCT P
HNCO 15489-1 — 2007. I'OCT P 53898-2013.
I'OCT P 6.30-2003 «YHuduurpoBaHHBIE
CUCTEMBI IOKYMEHTalluWy». Y HU(UIIMPOBaHHAS
CHUCTEMA OpPraHMU3aLlMOHHO-PACIIOPSAAUTEIBHOM
nokymeHTtanuu. TpeGoBaHus K 0(hOpMIIEHUIO
JIOKYMEHTOB». PernmameHTanus IesTeIbHOCTH
CIy>XObI AeNOMPON3BOACTBA HA BCEX YPOBHSIX
ynpasienus. Cragmaptet HNCO wu  ux
ucrnojb3oBanue B cucreme JIOY PO,

oopmieHus YIIPaBICHYECKUX
JIOKYMEHTOB

OcobenHoctu [MOATOTOBKU
OpraHU3aIMOHHO-

pacHoOpSIUTENbHBIX  JTOKYMEHTOB
opranuzaiuu. Cucrema CIpaBOYHO-
MHGOPMAIMOHHOM 1 aHATTUTUYECKON
JOKYMEHTALUH.

YCOPIl — yHuduuupoBaHHas cucTeMa

OpPraHM3allMOHHO  —  PacHOPAAUTENbHOU
JOKYMEHTalluM:  CcOocTaB,  objacth  ee
MIPUMEHEHHUS. Haznauenne u  BUABI
OpraHHU3al[MOHHO-PACIOPSANTEILHON

JOKYMEHTAIUU. TpeboBanus K eé

odopmienuto cornacao 'OCT. CocraBnenue u
oopMIIeHHE TPOEKTOB PACIOPSIUTENbHBIX
JOKYMEHTOB  (IIOCTAaHOBJIECHUH,  pEIICHMI,
MIPUKA30B, PACIOPSHKEHUH, yKa3aHUl).

Buasl cnpaBoyHO-MH()OPMALTMOHHOW U
CIPaBOYHO-aHAIMTUYECKONW JTOKYMEHTALUU U
TpeOoBaHUs K X 0(OPMIICHHIO.




Cucrema OpraHU3alMOHHO-
MPaBOBOM JOKYMEHTALINU

OpFaHI/I3aI_II/IOHHBI€ JOKYMCHTHI, ux
Ha3HavyeHue, GOpMyIsippl —  OOpaslpbl.
[Iponienypa cocraBienus U 0GOPMIICHUS
OpPraHM3alMOHHBIX  JIOKYMEHTOB. OO0macTh
NPUMCHCHUS OPraHU3allMOHHBIX JOKYMCHTOB.
Hcnons3oBanne yHHUDUIUPOBAHHBIX (HOPM.
OyHKIHUH OpraHU3alMOHHO-IIPaBOBOM
JTOKYyMEHTAIHH. OcHOBHBIE ~ BUIBI |
TpeOOBaHUSI K COCTAaBJICHUIO U O(OPMIICHUIO
OPraHM3alMOHHO-TIPABOBBIX JOKYMEHTOB.

Opranuzanus JTIOKyMEHTOOOOpOTa.
CucremaTtu3anusi JOKYMEHTOB U HX
XpaHeHue

Opranuzanus JTOKYMEHTOOOOpOTa: IpHEM,
00paboTKa, perucrpaius, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIaTypa jei. TpeGoBanwus
K 3arojioBkaM Jnei. PopmMupoBaHuEe €.
CucremaTtuzanusi JOKYMEHTOB BHYTpPH Jea.
Odopmnenne aen. TUNOBBIE CPOKU XpaHEHHS
JIOKYMEHTOB.

Ob6mas XapaKTepUCTHKA
OpPraHU3AIlMOHHBIX  TEXHUYECKUX  CPEJICTB.
ABTOMaTH3UPOBAHHBIE CUCTEMBbI
nenornpousBojictBa. O030p  COBPEMEHHBIX
CPEICTB OpPIrTEXHUKH M1 Tepefadyd u
nepepabotku  uHPopManuu. [lpaBwia u
HOPSAOK  TUPWKUPOBAHUA  JOKYMEHTOB.
OnektpoHHas moura. CucTemMa ONTHYECKOTO
pacro3HaBaHHMsl ~ TEKCTOB. Vcmonb3oBaHue
CIIPaBOYHO-IIPABOBBIX CUCTEM

Homenkiatypa pgen kak MOpoCTEHIINI
KJIAaCCH(PUKAIIMOHHBIN  cripaBoyHUK. OO0rmime
TpeOOBaHUS K COCTaBICHUIO M O(POPMIICHHIO
HOMeHKIaTypbl. OCHOBHbIE NpaBujia padOThI
apXMBOB  OpraHu3anuii B  QeaepatbHbIX
opraHax UCIOJIHUTEIILHOHN BIIaCTH. DKCIIEPTU3A
IEHHOCTH JoKyMeHToB. OdopmieHue [en.
CocraBnenue omnuceil. Cnaya gen B apxuB
OpraHu3aIn

CoBpeMeHHOe JeJI0BOE TUCHMO

[TpaBuna opopmiieHHs JeT0BOr0O MUCHMA.
Bunel nmceMmM, MeXIyHapogHbIE IUCbMA.
TpebGoBaHUsI K TEKCTY MHCbMa

6.2.2 Copepxanue NPAKTHYECKUX 3aHATHI

Ne

/o

HanmenoBanue Tembl (pa3aesa)
JUCIHMILIAHBI

Codepofcanue RPAKMUYECKO20 3AHAMUA

Beenenune B mucumrummny. Ilpeamer,
colep>KaHue U 3a7a4M Kypca

1.enn, 3agaun u npunumns! JJ0OY. Uctopus
JOY kak oTpaciiu 3HaHHUS.

2.Ilpeamer u 3aauu Kypca.

3.Jlornueckass CTpyKTypa IWCLHIUIAHBI, €€
MECTO B CUCTEME NOJATOTOBKH CIIELIMAIHNCTA,
MEXIPEIMETHbBIE CBSI3H.




4. CoBpeMEHHOE JIeIONPOU3BOACTBO: LIETH,
3a]]a9u ¥ PUHIUTIBL.

5. OcHOBHbIE TIOHATHUS U OIpPEACICHUS:
JOKYMEHT: €ro CBOWCTBA W (YHKIIUH,

JIeJIOTPOU3BOJICTBO, JIOKYMEHTOBEICHUE,

JIOKYMEHTOOOOPOT.

6.Buibl TOKYMEHTOB M MX KJIaCCH(UKAIHUS.
OcCHOBHBIE mouaTus | 1. l'ocynapcrBenHas cHCTEeMa
JOKYMEHTAI[MOHHOTO  00ECIIEYCHHSI | IOKYMEHTAIMOHHOTO obecreucHust

yIpaBiIeHUS

yopaieruss (I'CJJOY) — cBox mnpaBui,
YCTaHABIMBAIOIINX €IUHBIC TPeOOBaHUS K
JIOKYMEHTHUPOBAHUIO yIpaBiIeHYECKON
JESTEIIbHOCTH ¥ OpraHu3anud paboTsl ¢
JOKyMEHTaMHU Ha MPEIIPUSITUIX Pa3TUUYHBIX
OpraHU3alMOHHO — MIPABOBBIX (OPM
2.CocraB ynpaBiIeHUYECKUX JOKYMEHTOB.
3.IToHsATHE CHCTEMBI JOKYMEHTAITUH.
4.DYHKIIMOHATIFHBIE U OTPAcleBble CHCTEMBbI
JIOKyMEHTAIIUH.

5. YHaudukanus " CTaHJapTH3AIUS
VIIPaBICHYCCKUX JOKYMEHTOB

[TpaBoBoe perynupoBaHue
JIEJIONPOU3BOJICTBA

1.IlpaBoBasi 0a3za JEeTONPOM3BOACTBA Kak

COBOKYITHOCTb 3aKOHOB, HOPMAaTUBHO-
IIPpaBOBLIX aKTOB, OpraHU3allMOHHBIX n
METOJHUYCCKUX JOKYMCHTOB,

pErIaMeHTUPYIOLINX TEXHOJOTHIO CO3aHMUs,
00paboTKH, XpaHEHUsT M HUCIOJIb30BAHUSA
JOKYMEHTOB B  TEKyLIeH JesTelbHOCTU
OpraHu3aluu

2.Ilocranosnenue IlpaBurensctea PP or
07.09.2011 r. Ne 751 «O BHeceHUU U3MEHEHUI
B [IpaBuiia nenonpon3BocTBa B (heaepaabHbIX
OpraHax MCIOJHUTEIBHOU BIaCTU.

3. OO0 snexTpoHHON moAmMcu: ¢enepanbHbIi
3akoH 06.04.2011 Ne 63-®3 (c u3MeHEeHUSIMH U
JononHeHussMA ot 12 mapra, 28 nronsa 2014
roja)

4. OO0 apxuBHOM Jene B Poccuiickoit
Oenepanyu:  QenepalibHBI  3aKOH  OT
22.10.2004 Ne 125-®3 (pen. ot 04.10.2014).

5. 06 wuHdopmanuu, HHPOPMALMOHHBIX
TEXHOJOTUAX M O 3almre UHPOpMaIMH:
benepanpHbIi 3akoH 0T 27.07.2006 Ne 149-03
(pen. ot 21.07.2014)

6. O mnepcoHalbHBIX JAaHHBIX (eaepanbHbIi
3akoH or 27.07.2006 Ne 152-®3 (pen. ot

21.07.2014)

7. HopmartuBHo-1IpaBoBbIe aKTHlI,
OpraHu3alOHHbIE u METO/INYECKUE
JIOKYMEHTHI, periaMeHTHpYIOLIe

TEXHOJIOTHIO CO3/IaHusl, 00pabOTKH, XpaHEHUS




U HCIIOJIb30BaHUA IOOKYMCHTOB B TGKYH_ICI‘&
JACATCIbHOCTH OpraHu3alun

Ob6mue HOPMBI U IpaBuIIa
oopmienus YIIPaBICHYECKUX
JIOKYMEHTOB

1. YauduuupoBanHas cucTema
nokymentanuu (YCJl) kak COBOKYIHOCTB
dbopM TOKYMEHTOB, CO3AAHHBIX 1O €IUHBIM
MpaBUiaM u TpeOOBaHUSM,
(GYHKIMOHMPYIOIIMX B OIpeesieHHON chepe
JIESITEIIbHOCTH.

2T'OCT P 7.0.8-2013. TOCT P NCO 15489-1
—2007. T'OCT P 53898-2013. T'OCT P 6.30-
2003 «YHUPHUIEPOBAHHBIE CUCTEMBI
JIOKYMEHTALUN». YuuduuupoBanHas
cucreMma OpTaHu3aIMOHHO-
pacnopsiAuTeIbHON JIOKYMEHTAI1H.
TpeGoBanus K 0POPMIICHUIO TOKYMEHTOBY.
3.PernmaMenTtanusi  JEATENBHOCTH  CIYXKObI
JIeNIOTIPOU3BOJICTBA  HAa  BCEX  YPOBHSX
yIpaBIeHUS

4.Crangaptel UCO M uUX HCHOJIb30BAaHUE B
cucreme JIOY PO.

OcoOenHoctu HOJIFOTOBKU
OpraHU3alMOHHO-PACIIOPSIUTEIBHBIX
JIOKYMEHTOB opranuzauuu. Cucrema
CIPaBOYHO-UH(POPMAIIMOHHOM "
AHATUTHYECKOM JOKYMCHTAIUH.

1. YCOP — yHudunupoBaHHas cuUCTeMa

OpPraHM3allMOHHO  —  paclOpsAUTEIHHOM
JOKyMEHTAllMu:  cocTaB,  oOylacTu  ee
NPUMEHEHHS.

2. Ha3naueHue M BUIbl OPraHU3aLMOHHO-
pacnopsAUTEIbHON JOKYMEHTALUH.

3. TpeboBanust k € 0OPOPMIICHHIO COTIIACHO
I'OCT.

4. CocraBneHne W OQOPMIICHHE IPOEKTOB
pacopsAUTEIbHBIX JOKYMEHTOB
(mocTaHOBNIEHUM,  pelIeHUH,  MPUKAa30B,
pacrnopsKEHNUH, yKa3aHui).

5. Bunel cnpaBo4yHO-MHGOPMAIMOHHON U
CIIPABOYHO-aHAIIMTUYECKON JOKYMEHTAUU

6. TpeGoBaHust Kk 0QOPMIIEHUIO CIPABOYHO-

MH(OPMALIMOHHOM U CIIpaBOYHO-
aHAJIMTUYIECKON JOKYMCHTAIlHH .
Cucrema opraHuM3alMOHHO-TIPaBOBOM | 1.Opranu3anioHHbIE JIOKYMEHTHI, ux
JOKYMEHTaluu HazHaueHue, (GopMyssippl —  00paslbl.

[Tponienypa cocrtaBieHuss u  0hOpPMIICHUS
OpraHM3alMOHHBIX JOKyMeHToB. (OO0mnacTb
IPUMEHEHHS OPraHU3aIMOHHBIX TOKYMEHTOB.
2.Vcnonb3oBanue yHU(PUIIUPOBAHHBIX (HOpM.

3.®yHKIIUHU OpraHHU3alIOHHO-TIPAaBOBOM
JIOKyMEHTaIUH.

4.0OcHOBHBIE BUABI M  TpeOOBaHUSA K
COCTaBIIEHUIO u odopMmIIeHHIO

OpTraHnu3allMOHHO-IIPABOBLIX JOKYMCHTOB.

Opranm3anus  JOKyMEHTOOOOpOTa.
Cucrematuzaiids IOKYMEHTOB M UX
XpaHeHUe

1.Opranuzanusi JOKYMEHTOOOOpOTa: IpHUEM,
o0paboTka, perucrpanus, KOHTPOJIb,
XpaHeHHe JOKyMEHTOB, HOMEHKIIATypa Jedl.
2. TpeGoBaHUs K 3ar0JIOBKaM JeJl.




3.®opmupoBanne gen. Cucremaruzanus
JIOKyMEHTOB BHYTpH nena. Odopmienue aei.
TumnoBbie CPOKU XpaHEHUS] JOKYMEHTOB.

4.00mas XapaKTepUCTUKa
OpraHU3aIlMOHHBIX TEXHUYECKUX CPEJICTB.
ABTOMaTH3UPOBAHHBIE CUCTEMBbI

nenonpousBojictBa.  O030p  COBPEMEHHBIX
CPEICTB OPITEXHUKH [UIsl Tepenauu |
nepepadoTKu HHPOPMALIUH.

5. Hcnonb3oBanue CIIPaBOYHO-
MPaBOBBIX CUCTEM

6.HomeHnknatypa gen Kak MpPOCTEHIINMA
KJIAaCCU(UKAMOHHBINA crpaBoyHUK. OOrmme
TpeOOBaHUSI K COCTABJICHUIO U O(OPMIICHHUIO
HOMEHKJIATYpBhI.

7.0popmienue  gen.  CocraBieHHe
onucei. Cnaua nen

COBpeMeHHOC JCJI0BOC ITMCHbMO

1.IlpaBuna  odopmiieHus  AE€TOBOTO
MKMChbMa.

2.Buapl  mwmceMm, MEXTyHapOIHbIE
MMChbMA.

3.TpeGoBaHus K TEKCTY MUChMa

6.2.3 Copep:kanmne caMOCTOSITEIbHOI PadoOTHI

HaumenoBanue TeMbl (pa3aesia)
AMCUHMILINHBI

Coaep:xaHue caMOCTOATEIbHOH padoThI

Beenenue B nucummumny. Ilpenmer,
COZIEp’KAHUE U 3a/1a4M Kypca

Lenu, 3a1a4n " IIPUHLIMIIBI
JIEJI0IIPOU3BOJICTBA. Hcropus
JIEJIONPOU3BOACTBA Kak Hayku. lIpenmer u
3agaun  Kypca. Jlormueckas — cTpykTypa
JUCLUIUINHBL, €€ MECTO B CUCTEME MOATOTOBKHU
CHeluanucTa, MEXIpPEAMETHbBIE CBSI3H.
CoBpeMeHHOE  JIENONPOM3BOJACTBO:  LIEIH,
3a1a4i U OpuHUUIBL. OCHOBHBIE TOHATUA U
ONpeAeNeHus: JOKYMEHT: €ro CBOWCTBA U
¢dbyHKIUY, JIEII0NIPOU3BO/JICTBO,
JIOKYMEHTOBE/IEHUE, TOKYMEHTO000pOoT. Bubl
JIOKYMEHTOB u ux KJIacCU(UKaIHSI.
YHuUKaMa 1 CTaHIapTU3alUs JOKYMEHTOB,
UX KJiaccuuKausl.

OcHoBHbIE HOHATHUS
JOKYMEHTAI[MOHHOTO o0ecreueHus
yIIpaBJICHUS

I'ocynapcrBeHHast cucrema
JOKYMEHTAIlMOHHOT'O o0ecrnieyeHus
ynpasnenuss (I'CHOY) — cBox mpasui,
yYCTaHABIMBAIOIIUX €IUHbIE TpPeOOBaHUS K
JOKYMEHTHUPOBAHHUIO YIIpaBJIEHYECKON
NEeSATeIbHOCTH W OpraHu3anuu  paboThl C
JOKYMEHTAaMU Ha TPEANPUITHIX PATHUUYHBIX
OpPTraHMU3aIIOHHO — IIPAaBOBBIX (HhOpM

CocTaB ynpaBiI€HYECKHX JIOKYMEHTOB.
[lonsitue CUCTEMBI JOKYMEHTAI1H.
QDYHKIMOHAIBHBIE M OTPACIEBBIE CUCTEMBI




JOKYMEHTaLUH. Yuaudukanus u

CTaHIapTHU3ALH yIpaBIeHYECKUX
JIOKYMEHTOB
[IpaBoBoe perynupoBanue | [IpaBoBass 0a3a  JelOmpoW3BOJCTBA  Kak
JIEJIONPOU3BOICTBA COBOKYIHOCTb 3aKOHOB, HOPMATUBHO-
IPAaBOBBIX  aKTOB, OpPraHU3alMOHHBIX U
METOANYECKUX JIOKYMEHTOB,

pEerIaMEeHTHPYIOIMIMX TEXHOJOTHIO CO3/IaHus,
00pabOTKM, XpaHEHUS W  HCIOJIb30BAHUS
JOKYMEHTOB B  TEKyIIeW  JeATEIbHOCTH
opranuzanuu. [locranosnenue [IpaButenbcTra
P® or 07.09.2011 r. Ne 751 «O BHeceHumn
n3MeHeHnid B [IpaBuna nenonpousBOACTBA B
(denepabHBIX ~ OpraHax  HCHOJHHUTEIbHOMN
BIIACTH.

O06 omexkTpoHHOM ToanuUCcH:  (hemepaabHBIA
3akoH 06.04.2011 Ne 63-®3 (c u3MEHEHUSIMH U
JonojHeHusiMu ot 12 maprta, 28 uronsa 2014
rojia)

06 apxuBHOM pene B Poccuiickoit denepanyn:
(denepanpHbIii 3aK0oH 0T 22.10.2004 Ne 125-03
(pen. ot 04.10.2014).

006 uHpopMaluH, MH(POPMAaLIMOHHBIX
TEXHOJIOTUSIX M O 3amuTe HHQOpPMaIUU:
(benepanpHbIi 3aK0H 0T 27.07.2006 Ne 149-03
(pen. ot 21.07.2014)

O nmnepcoHanbHBIX JAHHBIX [DJIEKTPOHHBIN
pecypc]: gpenepanbhblii 3akoH ot 27.07.2006 Ne
152-®3 (pen. ot 21.07.2014) // CIIC
«Koncynprantlntoc: 3akoHOAATETBCTBOY.

OO6mmue HOPMBI
odopmieHus
JTOKYMEHTOB

U TpaBuiIa
yIIpaBJIEHYECKUX

VYHudunnposanHas cucremMa
nokymentauun (YCJI) kKak COBOKYIHOCTH
(hopM JOKYMEHTOB, CO3JAHHBIX IO E€IUHBIM
paBUIaM " TpeOOBaHUsM,
(YHKIIMOHUPYIOIIUX B OIpPENEIeHHON cdepe
nestensHoctd. ['OCT P 7.0.8-2013. TOCT P
HNCO 15489-1 — 2007. I'OCT P 53898-2013.
I'OCT P 6.30-2003 «YHupuuHpOBaHHBIE
CUCTEMBI IOKYMEHTalluWy». Y HU(ULIMPOBAHHAS
CHUCTEMA OPraHMU3aLlMOHHO-PACIIOPSAAUTEIBHOM
JNOKyMeHTanuu. TpeGoBaHUs K OPOPMIICHUIO
JIOKYMEHTOB». PernmameHTanus IesTeNbHOCTH
CI1y>kObl JEeNONPOU3BOACTBA HA BCEX YPOBHSIX
ynpasinenus. Crangaptel  HMCO n nx
ncnoJib3oBanue B cucreme JJOY POD.

Ocobennoctu
OpraHU3aIMOHHO-

IMOATOTOBKHU

pPacCHOpPSAUTEIBHBIX  JTOKYMEHTOB
opranmusanuu. Cucrema CIpaBO4YHO-
MH(GOPMAIMOHHOM 1 aHATUTUYECKON

JTIOKYMEHTAIUH.

YCOPJl — ynudunupoBaHHas cucremMa

OpraHM3allMOHHO  —  PacHOpPSAAUTENbHOM
JOKYMEHTallui:  CcOocTaB,  objacth  ee
MIPUMEHEHHUS. Haznauenne u  BHIBI
OpraHHU3aLMOHHO-PACIOPSAUTEILHON

JOKYMEHTAIUU. TpeboBanus K eé

odopmienuto cornacHo 'OCT. CocraBnenue u




oopmieHHEe TPOEKTOB PACHOPSAUTEIBHBIX
JOKYMEHTOB  (TIOCTAaHOBIIGHUM,  pEIICHUH,
IIPUKA30B, PACIOPSKEHUH, YKa3aHUH).

Bunel cnpaBouHO-MHPOPMAIIMOHHON U
CIPAaBOYHO-aHAJIMTUYECKOW JTOKYMEHTALUU U
TpeOOBaHMS K UX OPOPMIICHUIO.

6. MPaBOBOM JOKYMEHTAIIUU

Cucrema OpraHU3alOHHO-

OpFaHH3aL[HOHHBI€ JOKYMCHTHI, ux
Ha3HadeHue, QGopMymsippl —  0Opa3LBL
[Iponenypa cocraBneHuss u  O(OpMIICHUS
OpPraHM3alMOHHBIX  JIOKyMEHTOB. O0macTh
NPUMCHCHUS OpPraHHU3allMOHHBIX JOKYMCHTOB.
Hcnonp3oBanne yHHUDUIUPOBAHHBIX (HOPM.
OyHKIHUH OpraHU3alMOHHO-IIPaBOBOM
nokymeHtaruu.  OCHOBHBIE ~ BHABI U
TpeOOBaHUSI K COCTAaBJICHUIO U O(OPMIICHUIO
OPraHM3alOHHO-TIPABOBBIX JOKYMEHTOB.

XpaHeHue

Opranmzanus JTIOKyMEHTOO0OpOTa.
7. | Cucremarusanusi TOKYMEHTOB U MX

Opranm3anus JOKYMEHTOOOOpOTa: TpPHEM,
00paboTKa, perucrpaius, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIatypa zien. TpeboBanust
K 3arojoBkam jnei. DopmMupoBaHuE €.
CucremaTuzainusi JOKYMEHTOB BHYTpPHU Ji€na.
Odopmnenue aen. TUMOBbIE CPOKU XpPaHEHUS

JIOKYMEHTOB.

Ob6mas XapaKTepUCTHKA
OpPraHU3AIlMOHHBIX  TEXHUYECKUX  CPEJICTB.
ABTOMaTH3UPOBAHHBIE CUCTEMBbI

nenonpousBojictBa. O030p  COBPEMEHHBIX
CPEACTB OpPITEXHUKM M Hepefayd |
nepepaboTku  uHPopManuu. llpaBuna wu
NOpPSAOK  TUPAKHUPOBAHHUA  JOKYMEHTOB.
OnekTponHas moura. CucremMa ONTHYECKOTO
pacro3HaBaHMsl  TeKCTOB. [cmonb3oBaHue
CIIPaBOYHO-IIPABOBBIX CUCTEM

Homenkiatypa gen kak NpOCTEHIINI
KJIaCCU(UKALMOHHBIA  cripaBouHUK. OOmme
TpeOOBaHUS K COCTAaBJIEHUIO U O(OPMIIEHUIO
HOMeHKIaTypbl. OCHOBHbIE NpaBujia pabdOThI
apXMBOB  OpraHuzalMii B  (¢eaepaabHbIX
OpraHax MCIOJIHUTENIBbHOM BiIacTU. DKCIepTH3a
IIEHHOCTH JOKyMeHTOB. OdopmieHue mei.
CocraBnenne onuceil. Chgaua Jen B apXuB
OpraHu3alu

CoBpeMeHHOe JeJI0BOE THCHMO

[TpaBuna opopmiieHHs 1eI0BOrO NUChMA.
Bunel nuceM, MeXIOyHapoOHbIE IHUCbMA.
TpebGoBaHusI K TEKCTY MHCbMa

7. ®oHA OLEHOYHBIX CpPeaCcTB Jdd

00y4aroIUXCH M0 JUCUMUILIMHE (MOTYJII0)

[TpenycMOTpeHbl  cieayrouue
JUCITUTITAHBL:

BUJIBI

NnmpoBeACHUSA l'lpOMG)KyTO'-IHOfI aTTeCTalluu

KOHTpPOJIA KadeCTBa OCBOCHUMA KOHerTHOfI



- TeKYIIU KOHTPOJIb YCIIEBAEMOCTHU
- IPOMEXYTOYHAS aTTECTAIMSI 00YJIAFOIIUXCS IO JUCIUILTUHE

@DOoH/1 OLIEHOYHBIX CPEJICTB /ISl MPOBEACHUS npOMencyuTquoﬁ aTTecTaluy O0yJaroIIuXCs
no puctumuinae odopmiieH B IPUJIOKEHUU x PABOYEU ITPOI'PAMME JIMCHUITJIMHBI

TGKYH_II/Iﬁ KOHTPOJIb YCIIEBAEMOCTH o0OecreunBaeT OLICHUBAaHUE XOJa OCBOCHHA
JAUCHUIIJIMHBI B IIPOLCCCC 06yquI/151.

7.1 Ilacnopt ¢GoHAA OLEHOYHBIX CPEACTB /Jsl MPOBeIeHUs] TeKYllell aTTecTaluu Mo
AUCUUIIMHE (MOIYJIIO0)

Ne KonTposanpyembie pa3aeiibl HaumeHoBaHHe OLIEHOYHOIO CpeACTBA
n/n (TeMbl)
Beenenwue B nuctumuny. [lpeamer, | Onpoc  npoGiieMHO-aHATUTUYECKOE — 3aJlaHHe.
1. | comepxaHue u 3aJ1a4u Kypca Occe
Peanuszanus nporpammsel ¢ npumenenueM J1OT:
TectupoBanue, CUTYallMOHHbIE 3a/1auy,
poOJIEeMHBIC 3aJa4H.
OcHoBHbIE nousatus | Onpoc, NpoOIEeMHO-aHAIUTHYECKOE —3aJlaHue,
2. | IOKYMEHTAllUOHHOTO OOECleueHus | TECTUPOBAHUE
YIPaBJICHUS Peanuszanus nporpammsel ¢ npumenenneM J1OT:
TectupoBanue, CUTYallUOHHbIE 3a/1a4H,
poOJIeMHBIE 33/1a4H.
[TpaBoBoe perynupoBanue | Onpoc, mpoOIeMHO-aHATTUTUYECKOE 3aJaHHe
3. | Aenonpou3BOACTBA Peanuzanus nporpammel ¢ npumenenuem J1OT:
TectupoBanue, CUTYallUOHHbIE 3a/1a4H,

npoOJIeMHBIE 3a/1a4H.
O6mue HOpMmbl W  mpaBwia | Onmpoc  MPOOIEMHO-aHATUTHYECKOE — 3aaHMeE,

4. | obpopmiieHus YIPABJIEHYECKUX | TUCBMEHHBIN OIPOC
JIOKYMEHTOB Peanuzamus mporpammer ¢ npumenenuem J1OT:
TectupoBanue, CUTYallMOHHBIE 3a/1a4H,
poOJIeMHBIE 3aa4H.
OcobenHoctu noaroroBku | Onpoc, TECTUPOBaHUE, IMPAKTUYECKOE 3a/laHue,
5. | opraHu3anoHHO- pOOJIEMHO- aHATUTUYECKUE 3aJJaHUs
pacopsiAMTENbHBIX  JOKYMEHTOB | Peanmsanust nporpammsl ¢ npumeHenuem JIOT:
opranusainuu. Crucrema cripaBouHo- | TectupoBaHnue, CUTYallMOHHBIE 3a/1a4y,
UH(POPMALIMOHHOM U | IpoOJeMHBbIE 3aJauu.
AQHAJMTUYECKON JOKYMEHTALMH.
Cucrema opranuzanuonHo- | Onpoc mpakTUYeckoe 3ajaHue, MpoOJIeMHO-
6. | mpaBOBOW JOKYMEHTAllUU AQHAJMTUYECKUE 3a/1aHUS
Peanuszanus nporpammsel ¢ npumeHenneM J1OT:
TectupoBanue, CUTYallMOHHBIE 3a/1auy,

poOJIeMHBIE 3a/1a4H.
Opranm3anus JOKyMEeHTOoOopoTa. | Ompoc TpakTUUeCKoe 3aJaHue, MHUCbMEHHBIN
7. | Cucremaru3anusi JOKyMEHTOB U MX | OMPOC

XpaHEHNE Peanmmzanust nporpammel ¢ npumeHenuem J[OT:
TectupoBanue, CUTYallMOHHbIE 3a/1auu,
poOJIeMHBIC 3aJa9H.

CoBpeMeHHOE /1eTI0BOE MTUCHEMO Ompoc npakTHueckoe 3ajaHue, MpoOIEeMHO-

8. AHAJIMTUYCCKHUC 3aJaHUA




Peanuszanus nporpammsel ¢ npumenenneM J1OT:
Tectuposanue, CUTyallUOHHBIE 3aJa4H,
poOJIEeMHBIC 3aJauH.

7.2 TunoBble KOHTPOJbHbIE 32[IaHUS MJIH HHbIe MAaTepPUAJIbl, HEOOX0AMMbIE sl
OLlEHKH 3HAHWI, YMEeHUIi, HABBIKOB M (WJIN) ONbITA JeATEJbHOCTH B INpolecce TEKYyIIero
KOHTPOJIA

TunoBbie BOIIPOCHI

1.Henu, 3anaun u npurumns! JOY. Uctopus OV kak Hayku.
2.Ilpeamer u 3aga4m Kypca.
3.Jloruueckast CTpyKTypa JUCLMIUIMHBI, €€ MECTO B CHCTEME IOATOTOBKM CIELMAIIUCTA,
MEXIPEIMETHBIE CBSI3U.
4. CoBpeMEHHOE JIeTIOMPOU3BOICTBO: 111, 33]]a4l U MPUHIIUIIBL.
5. OcHOBHBIE TOHATHS M OIpeAeNeHHs: JOKYMEHT: €ro cBoiictBa M (QyHKIHH,
JIEJIONPOU3BOJCTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

TunoBbie npoﬁﬂeMno-aHannanecm/le 3aJaHus

1. Ilpo61eMHO-aHAINTHYECKOE 3aJaHHE:
1. HazoBuTe BCe BUBI TOKYMEHTOB U YKaKUTE, IO KAKUM MPU3HAKAM OHU KJIacCU(DUIUPYIOTCS.
2. Haiigute onpenenenne J0KyMeHTa B TOCYAapCTBEHHOM CTaHAapTe.
3. CoctaBbTe Tabnuny «lloHsATHE TOKyMEHTA B HAYYHBIX AUCHUTUIHHAX
4.0Onpenenure BUl JOKYMEHTA: OPHUITHATBHBIC, TUYHBIE U JIMYHOTO TPOUCXOXKICHUS

2. IIpod.1eMHoO-aHATUTHYECKOE 3aJaHHe:
1.CocraBbTe npuKa3 (pacopsHKeHUe) 0 IpueMe Bac Ha padoTy,
2.CocraBbTe TpuKa3 (pacopspKeHUe) O IEPEBOJIE Bac Ha IPYTYIO paboTy
3. CocrassbTe [Ipuka3 (pacropsikeHue) o Mpe0CTaBIeHUN BaM OTITYCKa

3. IIpo0sieMHO-aHAIMTHYECKOE 3aJaHHe:
1.CoctaBpTe TpaduK OTIYCKOB OpPraHU3AIlMU COCTOSIIICH M3 15 COTPYIHHMKOB: 2 U3 KOTOPBIX
3aMECTUTENH PYKOBOAMTENS, OJUH- TJIaBHBIA Oyxranrep, 2 — OyxranTep U KaccHp, OJIUH —
CHEIHMANIMCT OT/AeTa KaJIpoB, 5 — pabo4YnX-CMEHIIIUKOB, 2-pa00THUKH Ha § YacoBOil pabouunii 1eHb,
o/IHa — yOopIuia, 2 — MEHEKEPOB.
2. CocraBpTe mpHKa3 (pacmopsDKeHHE) O TMPEeKpalleHud JAEeUCTBUS TPYIOBOTO JOTOBOpA
(KOHTpaKTa) C BaMHU.
3.CocraBbTe npurKa3 (pacropsiKeHHE) O HAMIPABIEHUU BAaC B KOMAaHIUPOBKY
4. .BeIMUImnTe KOMaHIUPOBOYHOE YAOCTOBEPEHNE PAOOTHUKY

4. IIpod1eMHO-aHATUTHYECKOE 3aJaHHe:
1. PasOeiitece Ha rpynmbel mo 4 4yenoBeka W cocTaBbTe IIpaBuia BHYTpEHHEro TpPYIOBOTO
pacnopsiaka; IlormoxkeHue o 3ammrTe NMepcOHANBHBIX MaHHBIX; [lomoxkenme o0 orurate Tpyna;
[Tonoxenue o CTPYKTYpHBIX NopasaeneHusx; [lonoxenue 06 aTTecranuu
2. BeibepuTe 0IHY U3 KOHKPETHBIX JIOJDKHOCTEH U COCTaBbTE IOJKHOCTHYIO HHCTPYKITHIO
3. CocraBbTe MpHKa3 O MOOLIPEHUN paOOTHHKA.

5. [Ipob1eMHO-aHATUTHYECKOE 3a]aHHe:
PazbeiiTecs Ha rpymnimbl O 4 YeJIOBEKa M COCTaBhTE
1. ITono>xeHne o MpeMUPOBAHUH;

2. IHCTpYKIHIO IO KaAPOBOMY JI€TONPOU3BOJICTBY;



3.
4.
3.

1.
2.

[TonoxxeHne 06 OIEHKE MEePCOHAA;
[Tonoxenue 06 00ydeHuy;
[Tonoxxenne 06 aganTanuu

6. IIpodGy1eMHO-aHAIUTHYECKOE 3a]aHKE:
CocraBbTe rpaguk JOKYMEHTO000POTa B KOHKPETHOM OpraHu3aiuu
PazbeiiTech Ha rpymbl 0 4 YeJIOBEKa M COCTABhTE

- ITonoxenue o paboTe ¢ KaIpOBBIM PE3EPBOM;
- [Tonoxxenne o mpeMUpOBaHUU

7. IIpo06y1eMHO-aHAJIUTHYECKOE 3a]aHHe:

1.IlpencraBbre CTPYKTYpy YcTaBa opraHu3aliu
Cocrasbre:

2.
3.
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1.

[TocTaHoBJIEHHE IO KOHKPETHOMY COOBITHIO.
Pemenne no KOHKpETHOM 3a7ja4ue yIpaBIeHUS.

8. IIpobG1eMHO-aHAIUTHYECKOE 3a]aHKE:

. CocraBbTe npuKa3 10 KaApOBOMY COCTaBY.

. CocTraBpTe yKa3aHHE 110 PELICHUI0 KOHKPETHOTO BOIIPOCA.

. CocTtaBbTe pacnopsyKeHUs! 10 KOHKPETHOMY COTPYAHUKY

. Odopmute IpoTOKOJI 3aceiaHus cCOOpaHUs KOJUIEKTHBA OpraHU3alUH.

9. IIpoGieMHO-aHATUTHYECKOE 3alaHUE:

. CocTaBbTe aKT O HapyLIEHUU TPYAOBOI'O JOIOBOpPA KOHKPETHOIO COTPYAHMKA.
. Onummure ctpykrypy [lonoxenus kak JOKyMeHTa
. Onumure npaBuiia COCTaBICHUS HHCTPYKIIUM

10. [IpoGsieMHO-aHAIMTHYECKOE 3a]aHUeE:

. Ucnionb3ys TroByo GopMy «o01muii O1aHK» 3aII0JTHHUTE €¢.
. Ucnionw3yst TunoByro hopmy «OJIaHK TUCHEMay 3aIllOTHUTE €€
. Ucnonb3ys THIIOBYIO (hOpMY «OJTaHK KOHKPETHOTO BUIA JOKYMEHTA» 3alOJIHUTE €.

Tembl HCAJIECA0BATC/IIbCKHX, I/IH(l)OpMaIII/IOHHbIX, TBOPYECKHUX IIPOCKTOB

IToaroroBka Mccjaea0BaTEIbCKUX IPOCKTOB 110 TEMaM:

Hcnonb30BaHne KOMIBIOTEPHBIX TEXHOJIOTUN TIPU CO3/IaHUU B O(OPMIICHUU JOKYMEHTOB.
. DIEeKTPOHHBIN TOKYMEHT U IpobJieMa ero npaBoBOro craryca.
. Oco0eHHOCTH COTTIACOBAHUS INEKTPOHHOTO TOKYMEHTA.

HNHpopManMOHHBINA NPOEKT
[TonroroBbTE MHPOPMALIMOHHBIN MPOEKT (IPE3EHTALINIO) [0 TEME:!

HHpopManinoHHO-CIIPaBOYHbIE JOKYMEHTBI — CIIPaBKH, aKThI, JOKJIAJHbIE U 00bSICHUTEIbHbBIE
3aIHUCKH, JJOBEPEHHOCTH, CITy>KeOHbIE MUChbMa, TeJIe(POHOIPaMMBI, TEJIETPaMMBbI, (paKCOrpaMMBbl
2.

[Tpunanue 1OPUINYECKON CHIIBI TOKYMEHTY B 3JIEKTPOHHOM (hopme.

. [Ipumenenue 6a3 TaHHBIX, MTAOJIOHOB, TEKCTOBBIX PEAAKTOPOB.

TBopueckoe 3a1aHue (C 3JIeMeHTaAMHU 3Cce)

Hamuimre scce mo Teme:
MexBe1IOMCTBEHHBIE, BEJJOMCTBEHHBIE ApXUBBI. APXUBbI OpraHU3AIINM,

NPEaNPUATHH, yupexaeHu. ['ocy1apcTBEHHbIE apXUBbI



2. DNEeKTPOHHBIN TOKYyMEHTOOOOPOT: MOJOKHUTEIbHbIE U OTPUIATEIbHBIE YEPTHI
Tunosble 3a1aHNsl K HHTEPAKTUBHBIM 3aHATHAM

CpasnumenvbHbulil ananus 6 popme oucnyma

1.DeKTpOHHBII TOKYMEHTOOOOPOT: MOJIOKHUTEIBHBIC U OTPUIIATESIILHBIC YEPTHI

2. MecTo IUCHHUIUTMHBI B COBETCKOW U COBPEMEHHOW CHCTEMax MOJATrOTOBKHU CIICIIUAINCTA -
yIpaBIeHIIA.

AHaJINTHYECKHE 3aaHus

1. Ucnomszys T'OCT 7.32 — 2001 IlpaBuna odopmIeHHS TEKCTOBBIX JIOKYMEHTOB,
chopMynupyiHTE OCHOBHBIE TPeOOBaHMS K 0(OPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 HUcnomszys TOCT P 6.30-2003 VYHupumupoBaHHbIE CHUCTEMbl JOKYMEHTAIIHH.
YHudUUUpoBaHHAs cCTEMa OPraHU3alMOHHO-PACIIOPAUTEIbHON JOKyMeHTauuu. TpeboBaHus
K O(OpPMIIGHUIO JOKYMEHTOB, CHOpPMYIHUpYHTe TpaBuwia OGOPMIIEHUS OpPraHU3alUOHHO-
pacropsauTeNbHON TOKyMEHTaluu

3. Mcrionb3ysi KOHKPETHBIN JOKYMEHT, TIEPEUNCIIUTE PEKBU3HTHI.

4. CocTaBbTe CXeMY PaCTOP>KEHUS TPYJOBOTO JOTOBOPA O MHUIIMATUBE paOOTHHKA.

5. HauepTute cxemy JOKYMEHTOOOOPOTa B OPTaHHU3AIHH

6. CocTaBbTe HHCTPYKIIMIO 10 COCTABICHNUIO HOMEHKJIATYpHI AeIl.

7. 3anumuTe npaBwia pabOTbl € JOKYMEHTaMU COJAEPXKALIUMHU KOH(UIACHIHMAIBHYIO
uHpopMaIuto.

Tunosblie TECTHI

1.Kakoe cyxeHrue OIMO04YHO:
«IIoqMMHHUK TOKYMEHTa BCeraa. ..»
A) opopmitsieTcs Ha OaHKe, b) umeer nmoanuch MOJTHOMOYHOTO JIUIA,
B) umeer peructpanronnsie moMeTky, [') Bceraa umeeT (repOOBYIO WK MTPOCTYIO) TIEYaTh.

2.IIpocThIM MO COAEPKAHUIO HA3bIBACTCS TIOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaYUTEIBHOIO BpEMEHH Ha ero 00paboTKy,

b) He TpebyeT noAroToBKM Ha HETO OTBETA, B) COEPKUT B TEKCTE TOIBKO OJAMH BOIPOC,
I') obopmiien Ha popmaTe Oymaru AS.

3. JlyOnukaT JoKyMeHTa

A) UMeeT paBHYIO C MOJAJUHHBIM JOKYMEHTOM IOPUINYECKYIO CUITY,

b) He umeeT 10pUINYECKYIO CHITY KaK MOJUIMHHBIN TOKYMEHT,

B) Bocnipon3BOAMT OCHOBHYIO YacTh TJIaBHBIX PEKBU3UTOB MOJUIMHHOTO IOKYMEHTA,
I') nOJTHOCTBIO BOCITPOU3BOIUT MO UIMHHBIN TOKYMEHT.

4.Cpo4HbIM (110 UCTIOTHEHHIO) HAa3bIBACTCS TIOKYMEHT. ..

A) 175 KOTOPOTO YCTaHABIMBAETCS CPOK UCIIOJTHEHUS,

B) xoTopsliif TpeOyeT It 0TBeTa JONOIHUTEIBHOTO UCCIIE0BaHUS,
B) xoTOpBIii HanpaBIIseTCs B BHILIECTOSIIYIO OPTaHU3aIIHIo.

5. 10KyMeHTO000pOT — 3TO

A) ABIXEHHE IOKYMEHTOB Ha MPEANPHUIATUN C MOMEHTA NOJTYYESHHUS UM CO3JIaHMsI 10 3aBEPILICHHS
HJIN OTIIpaBKH,

B) nepeuenp 1OMIKHOCTHBIX JIML, OCYIIECTBIISIONIUX C JaHHBIM JIOKYMEHTOM OIEpaLliy.

B) nepeuens onepainii, KOTOpbIE BHIMOIHIIOTCS C JOKYMEHTOM B OPraHU3aLIUH.



6.IToaroToBICHHOE ISl CIa4YM B APXHB JIEJIO UMEET:

A) pacroyiokeHue JOKYMEHTOB B XPOHOJIOTHYECKOW MOCIIEI0OBATEIIBHOCTH,
b) nepenner B nanke «Jleno» ¢ NOMOILBIO CKOPOCIIUBATES,

B) CooTBercTByromum 06pa3zom opopMIeHHYIO 00JI0XKKY Jea.

7.KoHBEPTHI 1TOCIIC BCKPBITUS YHUUTOKAIOTCS

A) Bcerna,

b) TosibKO, €ciii MMChMO B JaHHOM KOHBEpTe opopMiIeHO Ha OaHKe,
B) kpome nucem u xxano0 rpaxkaaH, u ap. OCOOBIX CITy4aes,

I') HUKOT 1A HE YHUUYTOXKAFOTCSI.

8.Homenknarypa Jies1 He peycMaTpUBaeT:
A) nepeyeHb KOHKPETHBIX HAUMEHOBaHUH J€ll,
b) cpokoB xpaHeHus e,

B) unnekc (nmopsaKoBeiil HOMeEp) Aena,

I') cpok npencTaBiieHus Jiena B apXMB.

9.CambIM pacnpocTpaHeHHbIM (opMaToM OyMmaru, HCHOJb3yeMbIM B JEJIONPOU3BOJICTBE
opranusanuu Poccuiickoil penepaunu, spiasercs popmar
A)B3 b) A4 B) AS I') B6

10.Ilpu odopmieHHH OpPraHU3aIMOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB HE pa3pemactcs
noBopaunBath Ha 90 TpagycoB JUCT popmaTa
A) A3 b) A4 B) AS

Tunosbie BONPOCHI K KOHTPOJILHBIM padoTam

. Buapl 1OKyMEHTOB U HX KJIacCUpHUKALIUS

. CocTtaB ynpaBJIeHYECKUX JIOKYMEHTOB.

. TloHsATHE CUCTEMBI JOKYMEHTAIUH.

. qDYHKHI/IOHaJ'II)Hble " OTPAaCJICBBIC CUCTEMbI JOKYMCHTAIINH.

. YHU}UKaLMs U cTaHAapTU3aLUs YIPaBICHUYECKUX JOKYMEHTOB

N AW N =

Peasm3anus nporpammsl ¢ npumenenunem J1OT:
Tunosble npod/jieMHbIe 3a1a4N:

3anaua 1.

[TonroToBbTe nprka3 06 UTOrax peBU3UM (PMHAHCOBOTrO y4yera. B koHCcTaTupyroei yactu
YKaXXHTe, YTO peBU3HEN 0OHapyKeHbI (PaKThl IpyO0ro HapylieHust GMHAHCOBOI'O y4eTa: HET yuera
Y OTYETHOCTH 110 KOMaHJUPOBKAM, OTCYTCTBYET JKypHaJ ydera aoBepeHHocTel. Henocraromue
PEKBHU3UTHI YKaKUTE CAMOCTOSITENIBHO.

Tunosble CUTYyallMOHHBIC 3a/1a1H:

3anauva 1.

B ¢upmy moctynwio aBa KOHBEpTa, aJpEeCOBAHHBIX T'€HEPATIBHOMY AUPEKTOPY, OJIUH
KOHBEPT C PEKJIAMHOM aKIMeil, 1Be MOChUIKH U3 (PUIINATIOB.
OO6paboTaiiTe MOATATHO BXOSIIYI0 KOPPECTIOHICHITHUIO.

3amaua 2.
1) B dunman noctynmio nucbMo-3arnpoc OT pyKOBOJICTBA XOJIUHTA.



CoznaiiTe OTBET Ha BXOAAIIEE MHUCbMO-3aIIPOC, UCIOIb3YsI CIIPABOYHYIO HH(POPMAIHIO.

2) B sHBape Oyaymiero roja COCTOWTCS KOH(EpPEHIMs, MOCBSIICHHAs WHHOBALUSM B

sKkoHOMHUKe. HeoOxoauMo co3math MW pa3ociaTh HHCBMO-TIPUTJIANICHHE HA TMPEACTOSIIYIO
KOH()EPEHIIUIO.

Tunosble TEeCThI

1. IIpu kakoMm pacnoioxkeHun pekBu3uThl "HanmenoBanue opranuzanuu’, "Bun

JOKyMeHTa" U Apyrue HeoOXOAUMbIE PEKBU3UTHI HAa OJIAaHKE pa3MEIAlOTCs B BEPXHEM JIEBOM

yIiy:

Br16epute o1H OTBET:
A) Ipo10JIbHOE

b) yrnosoe

B) uentpupoBanHoe

2. Jlns kakuX TOKYMEHTOB 00s13aTeIeH PEKBU3UT «AapecaTy:
Bribepure ouH WM HECKOIBKO OTBETOB:

A) mucpMa

b) npukassl

B) nomkHOCTHBIE HHCTPYKIIUU

3. Kakas nara sBisieTcs JaTOW IPUKA30B, IIMCEM, CIIPABOK:
Br16epute ouH OTBET:

A) lata yTBepKaeHUs

b) Jlata 3adukcupoBaHHOTO B JOKYMEHTE COOBITHS

B) Hara corinacoBanus

I') Jata noanucanust

4. Bri0epuTte anmementsl pexkBu3uta «I pud yTBEp:KICHUS:
Bri6epute 01H WM HECKOIBKO OTBETOB:

A) Ioanuck

b) lomkxHOCTh NuIia, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuszanuu

J1) Bussl cornacoBanus

5. [Tpukazamu 1o JTUYHOMY COCTaBY O(hOPMIISIOTCS:

A) T'apanTuiinble 00s13aTeNIbCTBAa OpraHU3aI[IN

b) JlomkHOCTD JM11a, YTBEPHKAAIOLIET0 JOKYMEHT

B) Ilpuém, nepeBon 1 yBOJbHEHHE COTPYIHUKOB OpTraHU3aIHN
I') AxTbl puéma u nepeayv 0OBbEKTOB

6. OcHoBHBIE QyHKIINH, KOTOpBIe oOecrieunBaet JJOV:
A) nnaHupoBaHue

b) opranu3zaioHHO-pacnopsiAnTENIbHAs 1S TeIbHOCTh

B) yuér u oTuétHOCTD, PUHAHCHpOBaHUE

7. Homenknartypa nen npeacraBiser coO0u:
A) Cnmucok 3arojioBKOB (HAMUMEHOBaHUI) J1€71, 3aBOAMMBIX Ha MIPEANPUITHH C YKa3aHUEM

UX CPOKOB XpaHEHUs

b) I'apanTuiiable nucbMa opraHu3aluu
B) I'pud yTBepxkneHus pykoBOAUTENS OpraHU3aluu



I') Cpoku xpaHeHUsT TOKyMEHTOB

8. biank nokymeHTa — 31o:
A) HecTaHIAPTHBIN TUCT OymMaru, Ha KOTOPOM BOCIIPOM3BOIUTCS TTOCTOSTHHAS

uH(popMalrsa JOKYMEHTa U €CTh MECTO JJIsl IEpEMEHHOI UH hopmanuu

b) cranpapTHbIil 1UCT OymMaru, Ha KOTOPOM BOCIIPOM3BOIUTCS MOCTOSIHHAS HH(DOpMAaIus

JIOKYMEHTa U €CTh MECTO JUIs IEpEMEHHON UH QopMaluu

20 MmM;

B) npyroe

0. baianku umerot nons (cornmacuo 'OCT p 7.0.97-2016):

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

b) neBoe — 10 mm; npaBoe u HUXKHEe — HE MeHee 20 MM; BepxHee — He MeHee 10 mvm;

B) neBoe — 20 mm; ipaBoe He MeHee 10, HikHee — He MeHee 20 MM; BepXHee — HE MEHEe

10. PexBU3UT — 00s13aTEIBHBIN DJIIEMEHT:
A) npucyiuit onpeneIeHHOMY BHIY TOKYMEHTA;
b) npucymuii TobKO OpraHu3allMOHHON JOKYMEHTAIUH;
B) npucymuii Tonpko nucbMam;

11. Dopmynsp-obpazer — 3To:
A) COBOKYIHOCTh HE PEKBU3HUTOB, a MOAMKICEH
B) coBOKYIMHOCTB pacmonoKeHHBIX B OMPEIeICHHON MOCIeI0BATEIbHOCTH PEKBU3UTOB,

MNpUCymux BCEM BUJaM JOKYMCHTOB,

B) HomeHKkI1aTypa aen opranusaiuu

12. K pacnopsauTenbHbIM JOKYMEHTaM, U3/1aBa€MbIM B YCJIOBHSIX €IMHOIMYHOTO
MIPUHSATHSL PEIICHUs], OTHOCSTCS:

A) nenoBble nUcbMa

b) npukassl

B) noknagHbie 3anucKu

13.  TpebGoBaHus, MpeabsBIseMble K JOKYMEHTOOO0OPOTY:
A). IpAMOTOYHOCTH JABMKEHUS JOKYMEHTOB (JJOKYMEHT KpaTualIlIiM IyTeM MONaaaeT K

HCIIOJIHUTECIIIO, BO3BPATHBIC IICPEMCIICHUS TOKYMCHTOB I/ICKJ'IIOLICHBI);

b) pacnipenenenmne TOKyMEHTOB MEX/y PYKOBOJIUTENISIMUA U CHEIHAIMCTAMH COTJIACHO UX

q)YHKI_II/IOHaJ'ILHLIM 065133HHOCT$IM;

B) HeoOxoaumoe nepeMenieHne TOKyMEeHTOB (1y0JIMpoBaHUe, JINITHIE UHCTAaHIIUU U

JENCTBUS UCKITIOYEHBI) U eIMHOO0pa3ue MapuipyTa JBUKEHHS TOKYMEHTOB U TEXHUYECKUX
onepauuii ¢ HUMU, OAHOKPATHOCTh Ka)JI0M ONepaluu;

F) BCC BBIHICIICPCUNCIICHHDBIC

14. I[J'IH KaKoro BuJa 10KyMCEHTA pCKBU3UT «HaumeHoBaHue Buaa AOKYMCHTa» HE

YKa3bIBaeTCs:

A) BBIIIUCKA U3 TPOTOKOJIA;
b) nenoas 3ammcka;

B) mucemo;

I') otuér.

15.  T'me xpaHsATcA Jiena Mo UCTEYEHUHU CPOKa TEKYILETO XPaHEHUS:
A) B apxuse;
b) y pykoBoauTens opranusaiuy;



B) y cexperapst pykoBOAUTENS OpraHU3alLlny;
I') nonnexxar aHHYIMPOBAHUIO.

7.3 MeToauyeckine MATEPHAJILI, ONpeleasoniie NpoueayvpbLl OLeHUBAHNUSA 3HAHWIA,
YMEHHI, HABBIKOB U (MJIN) ONLITA NeATEJLHOCTH

Bce 3amanusi, ucmonb3yemble Ui TEKYHIETO KOHTPOJS (HOPMUPOBAHHS KOMIICTEHIIHIA
YCIIOBHO MOYXHO Pa3/IeIUTh HA J[BE TPYIIIIHL:

1. 3agaHus, KOTOpBIE B CHJIY CBOMX OCOOCHHOCTEH MOTYT OBITh PEaM30BaHbI TOJIHKO B
mporecce oO0ydeHHs Ha 3aHATHSAX (HampuUMep, TUCKYCCHsI, KPYTJIbIA CTOJ, JHMCIYT, MUHU-
KoH(pepeHus ),

2. 3a/laHus, KOTOpPBIE OTOJHSIOT TEOPETUYECKHUE BOIMPOCH (IIPAKTUYECKHE 3aaHus,
pOOJIEMHO-aHATUTUYECKHE 3aaHNUs, TECT).

BrimonHenue Bcex 3aJaHUi SBISIETCS HEOOXOTUMBIM Uit (DOPMHPOBAHUS W KOHTPOJIS
3HaHWI, yMEHUI 1 HAaBBIKOB. [103TOMY, B ClTydae HEBBIITOJIHEHUS 3a/IaHHI B TIpoliecce 00yJYeHus,
UX HeoOXomuMo «oTpaboTaTh» a0 3adera (dk3ameHa). Buja 3amaHuii, KOTOpbIE HEOOXOIUMO
BBIMOJIHUTG JUISI IMKBUIALUH «3aI0JDKEHHOCTHY OIPENENICTCS B MHIUBUAYAILHOM TOPSJIKE, C
YYETOM MPUIHH HEBBITIOTHEHUS.

1. TpedoBaHMe K TEOPETHIECKOMY YCTHOMY OTBETY

Omnenka 3HaHuWil npemanosiaraet auddQepeHIUpPOBaHHBIA MOAXO K CTYIEHTY, YYET €ro
WHWBUIYAILHBIX CIIOCOOHOCTEH, CTCIICHh YCBOCHHS M CHCTEMATHU3AIlMA OCHOBHBIX IMOHSATUH U
KaTeropui no qucuuruinae. Kpome Toro, oleHBaeTcst He TOJIBKO NTyOnHA 3HAHHIA TOCTABJICHHBIX
BOIIPOCOB, HO M YMECHHE HCIIOIH30BaTh B OTBETE MPaKTUYECKUi MaTepuain. OIieHHBacTCs KyJIbTypa
peuu, BllaJIcHUE HaBbIKAMH OPATOPCKOTO MCKYCCTBA.

Kpumepuu oyenusanus: mociea0BaTeIbHOCTD, MOJHOTA, JIOTHYHOCTD U3JI0KEHUS, aHAJIH3
pPa3IMYHBIX TOYEK 3PCHHS, CaMOCTOSATENIbHOE O00OOIICHHEe MaTepualia, WCIOJIb30BaHKE
po(heCCHOHATBHBIX TEPMHUHOB, KYJIbTypa PE4H, HABBIKK OPATOPCKOT0 UCKyccTBa. M3mokeHue
MaTtepuana 6e3 pakTHYeCKuX OMMOOK.

OneHka «omauyHO» CTaBHTCSA B CiIydae, KOTJa MaTepuall M3JIaraeTcsi MCYEPIBIBAIOIIE,
MOCNeA0BATENbHO, TPAMOTHO M JIOTUYECKH CTPOWHO, MPH 3TOM PACKPBIBAIOTCS HE TOJBKO
OCHOBHBIC TIOHSITHSI, HO ¥ aHATM3UPYIOTCS TOYKH 3PEHUS PA3IUIHBIX aBTOPOB. OOydaronuiics
HE 3aTPYAHSETCS C OTBETOM, COOIOIAeT KyIbTypy PEUH.

OrneHka «xopoutoy CTaBUTCS, €CIM 00YJAIOLIHIICS TBEP/IO 3HAET MaTepHa, FPaMOTHO U TIO
CYIIECTBY H3JIaraeT ero, 3HaeT MPaKTHYeCKyr 0a3y, HO MPH OTBETE Ha BOIPOC IOIMYCKAEeT
HECYIIECTBCHHBIE TIOTPEITHOCTH.

OneHka «ydosremeopumenvbHoy CTaBUTCA, €CIU OOYyYarOMIMICS OCBOMI TOJBKO
OCHOBHOU MaTepuall, HO HE 3HAeT OTJACIbHBIX JICTAICH, JOIMYCKAeT HETOYHOCTH, HEIOCTATOYHO
npaBUIIbHbIE (OPMYTUPOBKH, HApyIIAaeT TOCIEA0BATENbHOCT, B H3JIOKEHUHM MaTepHana,
3aTPyOHSAETCS C OTBETAMH, ITOKA3bIBACT OTCYTCTBUE JIOJDKHOM CBSI3U MEXKIY aHAIA30M,
apryMeHTalue 1 BbIBOJAMH.

OneHka «HeyoosIemeopumenbHo» CTaBUTCS, €CIIM OOYyJaroIIUiiCsl HE OTBEYaeT Ha
MOCTaBIIEHHBIE BOMPOCHI.

2. TBopueckue 3a1aHus

Occe — 7T0 HebOompimasgs 1Mo 00beMy MHCBMEHHas paboTa, CoYeTaromias CBOOOJHBIE,
CYOBEKTHBHBIE PACCY)KICHHUS IO OINpPEIEeNICHHOW TeMe C 3JIeMEHTaMH Hay4HOro aHaiu3a. TekcT
JOJDKEH OBITh JIETKO YMTAaeM, HO HeOOXOAMMO M30eraTb HapO4YMTO Pa3rOBOPHOIO CTWJIS, CJIEHTra,
mabaoHHbIX (pa3. OO6beM 3cce cocTaBiseT NpUMEpHO 2 — 2,5 crp. 12 mpudrom ¢ 0JUHAPHBIM
MHTEpBaJIOM (6€3 yueTa TUTYIbHOI'O JIUCTA).

Kpumepuu oyenusanusi - oueHKa y4UTHIBae€T COONIOJIEHHE >KaHPOBOH crenupuku scce,
HaJIMYME JIOTUYECKON CTPYKTYphl IOCTPOEHUS TEKCTA, HAJTMYUE aBTOPCKOM MO3UIIMHU, €€ HAYYHOCTh



U CBSI3b C COBPEMCHHBIM ITOHMMAaHHEM BOIIPOCA, aJCKBATHOCTh apryMEHTOB, CTHIIb W3JI0KCHHUS,
odopmnenne pabotel. ClieayeT MOMHHTH, YTO MPSMOE 3auMCTBOBaHUE (0e3 oopMiIeHHS LUTAT)
TekcTa 3 VIHTepHeTa Wi 3JeKTPOHHOH OMOIMOTEKH HEAOYCTUMO.

OneHka «omauuyHO» CTAaBUTCS B CiIydae, KOIJa OIpPEeNseTcs: Haluyhe JIOTHYECKOU
CTPYKTYpPBI TOCTPOCHHUSI TeKcTa (BCTYIUICHHE C ITOCTAaHOBKOW MpPOOJIEMbI; OCHOBHAs 4YacTb,
pas3jelieHHass 0 OCHOBHBIM HJISIM; 3aKJIIOUYCHHUE C BBIBOJAMH, IMOJYYCHHBIMH B PE3yJbTaTe
pacCyKICHHUs); HATMYUE YETKO ONPEICICHHOW JIMYHON MO3UIIMU 10 TEME 3CCe; aJIeKBaTHOCTh
apryMEeHTOB IIpU 00OCHOBAHHUH JTMYHOM MO3UIIUN, CTUITH U3JI0KEHUSI.

OneHka «xopowio» CTAaBUTCS, KOTJIa B IIEJIOM OINPEHENSICTCS: HAINYHE JIOTHUYECKOU
CTPYKTYpBI TOCTPOCHHS TEKCTa (BCTYIUICHHE C IMOCTAHOBKOW MPOOJIEMBbI; OCHOBHAs YacTh,
pasjieJicHHasi TI0 OCHOBHBIM HJESM; 3aKIIOYCHHUE C BBIBOJAMHM, TOJIYYCHHBIMH B PE3YJIbTATE
paccyXJIeHHUS); HO HE TIPOCIICKUBACTCS HATUINE YETKO ONPEICTICHHON JIMYHON TTO3UIINH 110 TeME
3cce; HE IOCTATOYHO apryMEHTOB IPH 0OOCHOBAaHUH JIMYHOW TIO3HIIUH.

OneHka «y0osnemeopumenbHoy» CTABUTCS, KOTJa B LEJIOM OIPENeNsIeTCs: HalIu4yue
JIOTHYECKOW CTPYKTYPBI MTOCTPOSHHSI TEKCTA (BCTYIICHHE C MMOCTAHOBKOW MPOOJIEMBI; OCHOBHAs
9acTh, pas/ieJICHHas 10 OCHOBHBIM HJAESIM; 3aKiroueHue). Ho He MpocieXuBarOTCS YETKUE
BBIBOJIbI, HAPYIIIACTCS CTUIIb U3JI0KCHUS.

OneHka «HeyoosnemeopumenbHo» CTaBUTCS, €CIIM HE BHITIOJTHEHBI HUKAaKUE TPEOOBAHUSI.

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

CTyIeHT NOJDKEH yYMETh BBIJEIUTh OCHOBHBIE IOJIOKEHHUS U3 TEKCTa 3aJadyM, KOTOpbIE
TpeOyIOT aHaJIn3a U CIIyXaT YCJIOBUsAMHU pelieHus. Mcxoast u3 mocraBiaeHHOro Bonpoca B 3ajaue,
MOMBITATHCSI MAKCUMAIIBHO TOYHO ONPEAETUTh MpoOIeMy U COOTBETCTBEHHO PEILIUTH €€.

3aza4yu JOJDKHBI pelaTrbesl CTYAEHTaMU NMUCbMEHHO. [lpu pemieHnn 3amau Takke BajkKHO
MPaBUWIBHO C(HOPMYIHMPOBAaTh M 3alKcaTh BONPOCHL, HayMHas Cc Oojee OOMMX M, KOHYAs
YaCTHBIMHU.

Kpumepuu oyenuganus — olleHKa yUUTBHIBAET METOJbl U CPEJCTBA, UCIIOIb30BAHHBIE MPU
pELIEeHUH CUTYallMOHHOMN, TPOOJIEMHON 3a/1a4H.

OneHka «omauun0» CTAaBUTCS B ClIydae, KOTr/ia 00y4aroHiics BBIMOIHII 3a/1aHue (et
3a/a4y), HMCHOJb3ysl B IOJHOM OOBEME TEOPETHYECKHE 3HAHUS U IPAKTHUYECKHE HaBbIKH,
NOJIy4YEeHHBIE B Ipoliecce 00ydeHHsI.

OneHka «xopouto» CTaBUTCS, €CIIM 00yYarOIIHUICs B 11EJI0OM BBIIIOJIHUI BCE TPEOOBAHUS, HO
HE COBCEM UYETKO OIPEIENSIETCS OMOpa Ha TEOPETUUYECKUE MTOJIOKEHMSI, U3JI0KEHHBIE B HAYYHON
JUTEPATypeE MO JAHHOMY BOIIPOCY.

OneHka «yoognemeopumenbHoy CTaBUTCS, €CIM OOyJalOIIMNCs MOKa3all MOJI0KHUTEIbHbIE
pe3yNIbTaThl B MIPOLIECCE PELICHUS 3a1a4U.

OneHka «HeydoeremeopumenvHoy CTaBUTCS, €CIU OOy4yaroIIMHCs HE BBIMOJHWI BCE
TpeOoBaHUS.

[Tpu peanmsanuu nmporpammel ¢ npumenenneM JOT:

CTyneHT NOoJKEeH yMETh BbIIECIUTh OCHOBHBIE IMOJIOKEHUS M3 TEKCTa 33Jadud, KOTOphIE
TpeOyIOT aHal3a U CIyXaT yCIOBUAMH pelleHus. Mcxoas U3 mocTaBlIeHHOTo BOIpoca B 3a/1a4e,
MOMBITATHCSI MAKCUMAJIBHO TOYHO OIPEAETUTH MPoOIeMy U COOTBETCTBEHHO PELIUTH €€.

3amauy JOJDKHBI PEeIIaThesl CTYACHTaMU MUCbMEHHO. [Ipu pelieHuu 3amad Takke BaKHO
MpaBUIBLHO C(HOPMYTHUPOBATH M 3aMHCaTh BOIMPOCH], HayWHasg C OoJjiee OOMMX U, KOHYas
YaCTHBIMH.

Kputepun orneHMBaHUS — OLIEHKA YYUTHIBAE€T METOJIbI M CPEJICTBA, HCIOIb30BAaHHBIE MPHU
pELICHUH CUTYallMOHHOM, TPOOIEMHOM 3a1a4H.

OrneHka «BBITIOJHEHO)» CTaBUTCA B Cllydae, €clid 00yJarouIuiics moKasaj MOoJI0XKUTeIbHbIe
pe3ysbTaThl B MPOLIECCEe PELICHUs 3aJau, & IMEHHO, KOT/1a O0YyJaroIuiicsl B 1IeIOM BBITOJIHUII
3aaHue (penmi 3a/1a4y), UCIOiIb3ysl B OJHOM 00beMe TEOPETUYECKUE 3HAHUS U MPAKTUYECKUE
HaBBIKH, TIOJTY4YEHHBIE B Ipoliecce 00yueHHs.

OreHka «He BBINIOJIHEHO» CTaBUTCS, €CJIM 00y4YaroIuiicsi HE BBIMOJIHUI Bce TPeOOBaHUSI.



4. NHTepaKkTHUBHBbIE 3aJaHUSI

MexaHu3M MPOBEACHUS JTUCIYT-UTPHI (POJICBOM (ZI€7I0BOI) UTPHI).

Heo6xoanmo pa30uThbes Ha HECKOIBKO KOMaH/I, KOTOPbIE TOJKHBI TIOOYEPETHO BBICKA3aTh
CBOE MHEHHE MO KaXJIOMY H3 3aJaHHBIX BOMPOCOB. MHEHHE BBICKA3bIBAIOUICICS KOMAaHJbI
3aCUMTHIBACTCS, €CIM MPOTHBOIOJIOXKHAS KOMaHJA HE OMPOBEPTHET €ro KOHTPAPTYMEHTaMH.
Komanpa, ube MHEHHE 3aCYMTAHO KaK BEpHOE (HE MOIY4YUIIO YO AUTENbHBIX KOHTPAPTYMEHTOB OT
IPOTHBONOJIOXKHBIX KOMaH[), mojay4yaer oauH Oamr. Komanga, ompoBeprHyBmiasi MHEHUE
MPOTUBOMNOJIOKHOM KOMaHAbl CBOMMHU KOHTPAapryMEHTaMM, TaKXe I0oJy4aeT OJIuH Oasul.
[ToGexxnaeT KoMaHa, MOMYYHBINAS MAKCUMAIbHOE KOJIMUECTBO OAJIOB.

PoneBas urpa xak npaBuwio umeeT ¢adyny (CUTyaluio, Ka3yc), paclpeaessioTcs poJiy,
MOJArOTOBKA OCYIIECTBIISAETCS 3a 2-3 HEJIENN JI0 IIPOBEICHUS UTPBIL.

Kpumepuu oyenusanus — OueHUBAIOTCA ACUCTBUSA BCEX YYaCTHUKOB rpymisl. [lonnmanue
npoOJIeMbl, BBICKA3bIBAHUS U JICUCTBUS TIOJHOCTHIO COOTBETCTBYIOT 33JaHHBIM IICIISIM.
CoOTBeTCTBHE PeaIbHON JACHCTBUTEILHOCTH PEIICHUH, BRIPAOOTAHHBIX B X0J1¢ UTPphl. Bragenue
TEPMHHOJIOTHEH, MEMOHCTpAIMs BJIAJCHUS YYCOHBIM MAaTepUAIIOM IO TEME WIPhI, BIaJICHUE
METOJIJaMH apryMeHTalluu, yMeHue paboTaTh B rpymie (YyMEHHE CIyIIaTh, KOHCTPYKTUBHO BECTH
Oecemy, yOeKIaTh, YIPaBIATh BpeMeHEM, 0€CKOH(MIUKTHO OOIIATHCS), JTOCTHIKCHHUE WTPOBBIX
1enei, (COOTBETCTBUE POJIH — IIPU POJIEBOM Urpe). SICHOCTh M CTUIIb U3JIOKEHHUS.

OueHka «omauyHO» CTaBUTCS B CIIy4ae, BBIIOJIHEHUS BCEX KPUTEPUEB.

OueHka «xopouioy» CTaBUTCA, €CIM OOy4aroluecs B LEJIOM JAEMOHCTPUPYIOT MOHUMaHUe
PO0OJIEMBI, BBICKAa3bIBAHUS U JICHCTBUS TIOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IeJsiM. Permenus,
BbIpa0OTaHHBIE B XOJ€ WIPHI, MOJHOCTHIO COOTBETCTBYIOT pealbHON jaelicTBUTeIbHOCTH. Ho
HEKOTOPBIC OOBSICHEHUS HE COBCEM apryMEHTHUPOBAHBI, HAPYIIICHBI HOPMBI OOIICHWS, HAPYIICHBI
BPEMEHHbIE PAMKH, HAPYIICH CTUJIb U3JI0KESHHUS.

Ouenka «yoognemeopumenbHoy» CTaBUTCS, €CIIM 00y4daroIUecss B LEIOM JEMOHCTPUPYIOT
MOHMMAaHUEe TIPOOJIEMbI, BHICKA3bIBAaHUS M JCHCTBUS B 1IEJIOM COOTBETCTBYIOT 33JaHHBIM IIEIISIM.
OpHako, pemieHusi, BBIPAOOTaHHBIE B XOJI€ WIPBI, HE COBCEM COOTBETCTBYIOT pealbHOU
neicTBUTeNbHOCTH. HekoTopeie OOBSCHEHHS HE COBCEM AapryMEHTHUPOBAHBI, HapyLICHBI
BPEMCHHBIC PAMKH, HAPYIIICH CTUIIb H3JI0KCHHS.

OreHKa «Hey0081emeopumeibHo» CTAaBUTCS, €U 00yJaroIrecs He MOHUMAIOT MpooieMy,
WX BBICKA3BbIBAHUS HE COOTBETCTBYIOT 33JJAHHBIM IIEIISIM.

5. KommiekcHoe IPo0/1eMHO-aHATUTHYECKOE 3aJaHue

3amaHue HOCUT NMPOOJIEMHO-aHATUTHUECKUI XapaKTep W BBINOJIHSAETCA B Tpu dTana. Ha
NEPBOM U3 HUX HEOOXOIMMO 03HAKOMHUTBCS CO CIIEUAIBbHOM JINTEPaTypOil.

[lenecooOpa3Ho Tak)ke MOBTOPUTH yueOHble MaTepUallbl JEKIMA U CEMUHAPCKUX 3aHATHH
[0 TeMaM, B paMKax KOTOPBIX MpeJIaraeTcs BHIIIOJHEHUE TaHHOTO 3a/1aHNUS.

Ha BTrOpom »3Tame BBINONHEHUS pabOTBl HEOOXOAUMO COPMYJIHMPOBATH MNpoOiIeMy H
U3JI0KHUTh aBTOPCKYIO BEPCHUIO €€ pEIEHHs, Ha OCHOBE IIOJIY4YEHHOM Ha IEepBOM JTare
UHpOpMaLUH.

Tperuit stan paboThl 3akioyaercss B (HOPMYJIHPOBKE COOCTBEHHOH TOYKU 3pEHUs IO
npobneme. Pe3ynbTar TpeThero stamna opopmisieTcs B BUJE aHAIUTUYECKOM 3anucku (o0beM: 2-
2,5 ctp.; 14 wpudrt, 1,5 untepnan).

Kpumepuii oyenusanus - oneHKa y4uThIBaeT: IOHUMaHKUE MIPOOIEMbI, YPOBEHb PACKPBITUS
MOCTAaBJIEHHOW TpoOieMbl B IUIOCKOCTH TEOPUM HM3y4aeMOM  JUCHMIUIMHBL, YMEHHE
(dbopMynUpOBaTh U apryMEHTUPOBAHO MPEACTABIATH COOCTBEHHYIO TOUKY 3PEHUS, BBHIIIOJHEHUE
BCEX 3TaIoB pabOTHI.

OneHka «omauyHO» CTABUTCS B Ciydae, Korjga oOydyaroIMics EMOHCTPUPYET IOJHOE
MOHMMaHKe POo0OJIeMbl, Bce TpeOOBaHMsI, IPEABSABISEMBIE K 3a/1aHUIO BBHITIOJHEHBI.

OneHka «xopouioy CTaBUTCS, €CIM OOYYarOIIMMHCS JIEMOHCTPUPYET 3HAYUTEIbHOE
MOHMMaHKe POoOJIeMbl, Bce TpeOOBaHMsI, IPEIbSABISEMBbIE K 3a/1aHUIO BHITIOJHEHBI.



OnueHka «yoosnemeopumenbHo» CTaBUTCS, €ClIu 00yJaroluics, JEeMOHCTPUPYET YACTUUHOE
MOHUMAaHUE TTPOOJIEMBI, OOJBIITMHCTBO TPEOOBAHMIA, TPEIBABISEMBIX K 3aJaHHIO, BHITOJHEHBI

OueHka «Heyoos1emeopumenbHoy CTABUTCA, €CIU OOy4aroUIuiics J1eMOHCTPUPYET
HEMOHUMaHUE TIPOOJIEMbI, MHOTHE TPEOOBAHMSI, IPEIBSIBISIEMbIC K 3a/IaHUI0, HE BHIMOJTHCHEI.

IIpu peanuzanuu nporpammsel ¢ npumenenrem J1OT:

CTymeHT MOJDKEH YMETh BBIICTUTh OCHOBHBIC TMOJIOKEHHUS M3 TEKCTa 3aJadd, KOTOphIC
TpeOyIOT aHallu3a U CIIyXaT YCJIOBUsAMU pemieHus. Mcxoas u3 mocraBieHHOro BOIpoca B 3ajaue,
MOMBITATHCS MAKCUMAIIEHO TOYHO OMPEACITUTH MPOoOIEeMy U COOTBETCTBEHHO PEIIUTH €€.

3amaun JODKHBI PeIlaThCsl CTyACHTaMU MHCbMEHHO. [Ipu pelieHun 3amad TakxKe Ba)KHO
MPaBWIBHO C(HOPMYIMPOBATh M 3allMCaTh BONPOCHI, Ha4dWHas C Oojee OOMMX H, KOHYAs
YaCTHBIMHU.

Kputepun orneHMBaHUS — OLIEHKA YYUTHIBAET METOJBI M CPEJCTBA, MUCIOIH30BAHHBIC MPU
pelIeHUU CUTYAIMOHHOM, MPOOJIEeMHOMN 3aJauu.

OreHKa «BBITIOJTHEHO» CTABUTCS B CIIydae, €ClIM O0YJarONIUIiCs MoKa3all MOJIOKUTEIbHBIC
pe3yNbTaThl B MPOIECCE PEIICHUs 33[a4ul, a UMEHHO, KOT/1a OOy4YalOUIUIiCs B 11€JIOM BBIMOIHUII
3agaHue (peumi 3aa4y), UCIONIb3ys B TOJTHOM 00beMe TEOPETUYECKHE 3HAHUS U IPAKTUIECKHE
HaBBIKH, MIOJTYYEHHBIE B poIiecce 00yueHusl.

Or1ieHKa «HE BBITIOJTHEHO)» CTABUTCS, €CJIM 00YYAOIINIACS HE BBITOJIHUAI BCe TPEOOBAHUSI.

6. UccaenoBaTejbCKUid MPOEKT

Hccnedosamensckuii npoekm — TPOEKT, CTPYKTYpa KOTOPOTO NMpHOImKeHa K (opMmaTy
HAyYHOTO HCCJENOBAaHUS M COACPKHUT JIOKA3aTENbCTBO AaKTyallbHOCTU W30paHHON TeMBl,
oTpeieNieHre HayYHO!H MPOoOJIeMBI, IpeIMeTa U 00bEKTa UCCIICI0OBAHUS, IIEJIeH U 3a1a4, METO/IOB,
HUCTOYHUKOB, HcTOpuorpaduu, 0600I11IeHrEe Pe3yTbTaTOB, BHIBOIbI.

PesynbraThl BBHIIOTHEHUSI MCCIEIOBATENBCKOTO MpoeKkTa odopmisieTcss B Buae pedepara
(o6wem: 12-15 crpanun; 14 mpudt, 1,5 uaTepBan).

Kpumepuu oyenusanus - TOCKOJIBKY CTPYKTypa UCCJIEIOBATEIBCKOIO IPOEKTa
MaKCHMalbHO MPUOIMKEHA K (opMaTy HAy4dHOTO HCCIENOBAaHUS, TO MPHU BHICTABICHUU
YUUTBHIBAETCSI JI0OKA3aTEIbCTBO AKTYAJIbHOCTH TEMbI MCCIEJIO0BAaHUSA, OINpeAesieHue HayqHOU
npobnembl, 00BbEKTa W TpeAMeTa HCCIIEOBaHUs, Lened M 3agady, HMCTOYHHKOB, METO/0B
MCCJIEIOBAHMSI, BBIIBUKEHHE TUIIOTE3bI, 000011IeHNE PE3YIBTATOB U (OPMYIUPOBAHNE BHIBOJOB,
0003HaueHNE NEPCHEKTHB JaJIbHEHIIero ucCiIeJ0BaHusl.

OueHka «omauuno» CTAaBUTCA B Cilydae, Korja OOydaroIlUics IEMOHCTPUPYET MOJIHOE
IOHMMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIE K 3a/JaHUIO BHIIIOTHEHBI.

OueHka «xopowio» CTaBUTCSA, €CIM OOyYaloIIMWCAd JEMOHCTPUPYET 3HAUYUTEIbHOE
IOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIE K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «yoosnemeopumenbHo» CTaBUTCS, €CIIU 00ydaroluics, JEMOHCTPUPYET YACTUUHOE
NOHUMaHHe MpoOIeMbl, OOJIBIINHCTBO TPEOOBAHUN, IPEABSABIAEMbIX K 33JaHNI0, BBIITOJTHEHbI

OueHka «Heyoos1emeopumenbHoy CTaBUTCA, €CIU OOy4aroUIuiics J1eMOHCTPUPYET
HEMOHUMaHue MpoOJIeMbl, MHOTHE TPeOOBaHUs, IPEIbBIsSEMbIE K 33/IaHUI0, HE BBIITOJIHEHBI.

7. UHpopManuOHHBINA MPOEKT (Mpe3eHTalus):

Hngpopmayuonnwlit npoekm — TPOEKT, HANPABICHHBIA HA CTUMYJIHUPOBAHHE Y4EeOHO-
MO3HABATEIBLHON JESITeTbHOCTH CTYJACHTA C BBIPAKEHHOH JBPUCTUYECKOW HAIPABICHHOCTHIO
(mouck, otOop U cuctemaTuzanus HHhopmaruu 00 00beKTe, 0hopMIIEHHE €€ ISl TPE3CHTAIINHN ).
HTOroBBIM MPOAYKTOM MPOEKTa MOXKET OBITh MUCHMEHHBIN pedepar, dMeKTpOHHBINH pedepaT ¢
WJLTIOCTPAIMSMH, CIAI-1II0y, MUHU-(UIBM, TPE3SHTAIHS | T.]1.

MHpOpMaIOHHBI MPOEKT OTJIMYAeTCs OT HCCIENOBATENLCKOTO TMPOEKTa, TOCKOIBKY
MIPEICTABIISIET COOOM Takyro (opMy y4eOHO-TIO3HABATEIBHOW AESATEIBHOCTH, KOTOPash OTIHMYACTCS
SIPKO BBIPAKEHHOW 3BPUCTUUECKON HATIPABIEHHOCTHIO.



Kpumepuu oyenusanusi - Ipu BBICTABICHUHM OICHKH YYUTHIBACTCS  CAMOCTOSTEIBLHBIN
MIOUCK, OTOOP M CUCTeMaTH3aIMsd HHPOPMALIMH, PACKPBITHE BOTPOca (IPoOIeMbl), 03HAKOMIICHHE
CTYZIEHUECKOH ayJUTOpHH C 3TOW mH(popManumei (mpeacTaBieHHe WH(POPMAINH), €€ aHAINU3 U
00o0mienue, opopmIIeHHE, TIOTHBIE OTBETHI HA BOIIPOCH! ayAUTOPUH C IPUMEPAMHU.

OueHka «omauyHO» CTABUTCSA B CiIydae, KOTJa OOydYaroIUiics MOJHOCTBIO PAaCKPHIBACT
Bompoc (mpobnemy), mpeacTaBiseT WHEGOPMAIMIO CHCTEMAaTU3HPOBAHO, IIOCIEAOBATENBHO,
JOTUYHO, B3aMMOCBS3aHO, HCIIONB3yeT Oonee 5 mNpoQecCHOHATBHBIX TEPMHHOB, IIHPOKO
UCTIONIBb3YyeT HH(POPMALIMOHHBIE TEXHOIOT UM, OIIUOKH B HH(POPMAIIUU OTCYTCTBYIOT, 1a€T MOJTHBIE
OTBETHI HA BOIPOCHI ayAUTOPHH C TPUMEPAMH.

OneHka «xopouioy CTaBUTCS, €CITU OOYYAIOIIUNCS PacKphIBaeT Bompoc (mpobiemy),
npeacTaBiIseT HHOOPMALUIO CUCTEMAaTU3NPOBAHO, ITOCIIEI0BATENLHO, JIOTHYHO, B3aUMOCBS3aHO,
UCTIONB3YeT OoJiee 2 nMpohecCHOHANBHBIX TEPMUHOB, JOCTATOYHO UCIOIB3YeT HH(POPMAITMOHHBIE
TEXHOJIOTUH, JOMyCKaeT He Oojee 2 OmMOOK B HM3JIOKEHHM Marepuaia, JaeT IOJHBIC I
YaCTHUYHO IMOJIHBIE OTBETHI Ha BOIPOCHI ayIUTOPHH.

Ouenka «ydosiemeopumenbHoy CTaBUTCS, €CIH OOYYAIOIIMICS, PacKphIBaeT BOIPOC
(mpo6iieMy) HE TOJTHOCTBIO, MPEACTABIACT UHPOPMALIUIO HE CUCTEMATH3UPOBAHO U HE COBCEM
TIOCJIEIOBATENBHO, UCTIONB3YET 1-2 mpodecCHoHaTBHBIX TEPMHUHA, HCIIOIb3yeT HH()OPMALIMOHHBIE
TEXHOJIOTUH, JIOIycKaeT 3-4 OIMOKM B W3JIOKCHHHM MaTepualia, OTBEYaeT TOJBKO Ha
3JIEMEHTapHBIE BOPOCH! ayAUTOPUHN 03 TIOSICHEHHIA.

OneHka «Hey0o61emeopumenvbHo» CTaBUTCS, €CIIM BOIPOC HE PACKPBIT, MPEICTABICHHAS
uH(pOpMAIIHs TOTUIECKH HE CBSI3aHa, HE HCIOIB3YIOTCS PO ECCHOHALHBIE TEPMUHBI, IOITYCKAET
Oosee 4 oMOOK B U3JI0)KEHUU MaTepuaia, He OTBEYAeT Ha BOIPOCHI ayIUTOPUH.

8. lucKyccHOHHBIE MPOLETyPbI

Kpyenwiti cmon, ouckyccus, nonemuxa, oucnym, oebamuvl, MUHU-KOH@pepeHyuy SBISIOTCS
CPEICTBAMH, TIO3BOJISIONIUMHU BKIIOYUTH OOYYAIOIIMXCS B TPOIECC OOCYXKICHHUS CIIOPHOTO
BONpOCa, MPOOJIEeMbl U OIEHUTh UX YMEHHE apryMEHTUPOBAaTh COOCTBEHHYIO TOYKY 3pEHUS.
3amanue JaeTcs 3apaHee, ONMpeAeIIeTCs KPYTr BOIIPOCOB ISl OOCYKIACHWMS, TPYIIBl YYaCTHUKOB
3TOr0 00CYXKIEHUSI.

JIMCKyCCHOHHBIC TIPOIEAYPHI MOTYT OBITh UCTIOIB30BAHBI JIJISI TOTO, YTOOBI CTYACHTHI:

— JIy4lle TMOHSUIM YCBOSIEeMBI MaTepuan Ha (oHE pa3HOOOpa3HBIX MO3UIUN U MHEHUH, He
00s13aTeNTbHO TOCTUTAs OOIIET0 MHEHUS;

— CMOIJIM TOCTHYb CMBICI HW3Yy4aeMOro MaTepuaina, KOTOpPbIi HHOrJIa YYyBCTBYIOT
WHTYUTHUBHO, HO HE MOTYT BBICKa3aTh BEepOaIbHO, YETKO U SICHO, WJIM KOHCTPYHPOBATh HOBBIN
CMBICTI, HOBYIO TIO3HIIHIO;

— CMOTJIM COTJIACOBaTh CBOKO TIO3WIMIO WJIM JCWCTBUS OTHOCHUTEIFHO O00CYKIaeMO
poOJIeMBI.

Kpumepuu oyenusanusi — ONIEHUBAIOTCS JICUCTBHS BCEX YYACTHUKOB rpymiibl. [loHnMaHme
npoOJieMbl, BBICKA3bIBaHWS U JIEHCTBUS TIOJHOCTHIO COOTBETCTBYIOT 33JaHHBIM IIEIISIM.
CootBeTcTBHE peabHON JAEHCTBUTENBHOCTH PEIICHUH, BIpaOOTaHHBIX B X0/€ UTphl. Bianenue
TEPMHUHOJIOTHEH, NEMOHCTpalus BIAJCHUS Y4EeOHBIM MaTepUalioM MO TeME WIphl, BIaJeHUE
METOJIaMH apryMEHTAlluH, YMEHHE paboTaTh B Ipymie (YMEHUE CIIYIIaTh, KOHCTPYKTHBHO BECTH
Oeceny, yoexxaaTh, YIpaBlIiTh BpeMeHeM, 0eCKOH(MIUKTHO OOIIATHCS), HOCTHKEHHE UTPOBBIX
1esei, (COOTBETCTBUE POJIU — MPU POJICBOM UTPE). SICHOCTH M CTHIIh M3JI0KEHUS.

OrneHka «omauyHO» CTaBUTCA B cliydae, KOTJa Bce TPeOOBaHUS BBIMOIHEHBI B MOJHOM
o0Beme.

OreHka «xopouio» CTAaBUTCA, €CIM OOy4arolIuecs B LEJIOM JIEMOHCTPUPYIOT MOHUMAaHUE
POOJIEeMBI, BRICKAa3bIBAHUS U JICHCTBHS TIOJTHOCTHIO COOTBETCTBYIOT 33JJaHHBIM IEJsiM. Permenus,
BBIpa0OTaHHBIE B XOJ€ WIPHI, MOJHOCTHIO COOTBETCTBYIOT pealbHON jaelicTBUTEIbHOCTH. Ho
HEKOTOpBIe OOBSICHEHUS HE COBCEM apryMEHTHPOBAHBI, HAPYIIICHBI HOPMbI OOIICHHUS, HAPYIICHbI
BPEMEHHBIE PAMKH, HAPYIIICH CTUJIb M3JI0KECHHUS.



OrneHka «yoogremeopumenbHo» CTaBUTCS, €CIA 00yJaronuecs: B IEeJIOM JeMOHCTPHPYIOT
IIOHUMAHHUCEC Hp06HCMBI, BbBICKAa3bIBAHUSA U HeﬁCTBHH B ICJIOM COOTBCTCTBYIOT 3aJaHHBIM LCIIAM.
OnHako, pelieHus, BBIPa0OTAaHHBIC B XOJI€ WIPBI, HE COBCEM COOTBETCTBYIOT pPEabHON
necTBUTeNnbHOCTH. HekoTopble OOBSICHEHHS HE COBCEM apryMEHTHUPOBAHbBI, HapYIICHBI
BPEMEHHBIC PaMKH, HAPYIICH CTHUIIb M3JI0KEHHSL.

OreHKa «Hey0081emeopumeibHo» CTABUTCS, €CITU 00yJaroIIuecs He MOHUMAIOT Mpoliemy,
WX BBICKa3bIBaHUS HE COOTBETCTBYIOT 33JJaHHBIM LEJISIM.

9. TecrupoBanue

SBasieTcst OMHUM U3 CPEACTB KOHTPOJIS 3HAHUIN 00YJArOIIUXCS TI0 JTUCITUILIHHE.

Kpumepuu oyenusanus — npaBUIIbHBINA OTBET Ha BOIIPOC.

OueHka «omauyH0» CTaBUTCS B ClIydae, ey npaBuibHO BbinoaHeHO 90-100% 3ananuii.

O1eHKa «xopouio» CTAaBUTCS, €CIU MPABWILHO BhINOJIHEHO 70-89% 3ananuid.

OueHka «y0oenemeopumenibHo» CTaBUTCS B Cly4ae, €Clid MPaBUILHO BHITIOJIHEHO 50-69%
3aJaHUH.

OneHka «HeyoogremeopumenbHoy CTABUTCS, €CIU MPABUIBHO BBIMOIHEHO MeHee 50%
3aJlaHui.

10. TpeGoBaHMe K NMCbMEHHOMY ONPOCY (KOHTPOJILHOI padoTe)

OneHuBaeTcsi HE TOJIBKO TINyOMHA 3HAHUN IIOCTABJIEHHBIX BOIPOCOB, HO M YMEHHUE
U3JI0KUTH TUCHMEHHO.

Kpumepuu oyenueanus: nocinenoBaTelbHOCTh, OTHOTA, JIOTUYHOCTh U3JIOKEHUS, aHATIU3
pa3IMYHBIX TOYEK 3PEHHSI, CAMOCTOsITeNIbHOEe 000011IeHne MaTeprana. M3noxenne matepuania 6e3
(dakTHYeCKuX OMINOOK.

Onenka «omauyHO» CTaBUTCS B Cllydae, KOTJa COOJIIOICHBI BCE KPUTEPHH.

OrneHka «xopoutoy CTaBUTCS, €CIH 00YJaIOLIHIICS TBEPIO 3HAET MaTepHal, FPaMOTHO U IO
CYLIECTBY U3JIaraeT ero, 3HaeT NpaKTHYecKylo 0a3y, HO [IOMYyCKAaeT HeCYIIECTBEHHbIE
HOTPELIHOCTH.

Oruenka «yodogremseopumenbHoy CTaBUTCS, €CIM 00Yy4arOIIUNUCI OCBOUI TOJBKO OCHOBHOM
MaTepuai, HO He 3HAeT OT/AEIbHBIX JIeTalel, 10IyCKaeT HETOYHOCTH, HEJOCTaTOUHO ITPaBUJIbHbIE
GbOopMyIUPOBKH, HapylIaeT IMOCIEN0BAaTeIbHOCTh B M3JIOKEHHHM MaTepuana, 3aTPyAHSETCs C
OTBETaMH, IIOKA3bIBAET OTCYTCTBHUE JOJDKHOM CBSI3M MEXIY aHAJIW30M, apryMeHTalued u
BBIBOJAMH.

OueHka «HeyOoosremeopumenvHoy CTaBUTCS, €CIM OOyYarolMiicss HE OTBEYaeT Ha
IIOCTaBJIEHHBIE BOIIPOCHI.

8. IlepevyeHb OCHOBHOI M ONOJIHUTENbHON Y4eOHOH JIUTEpPaTyphl, HEOOXOAMMOMN 1JIA
OCBOCHMS AMCHUIIMHBI (MOXYJIs1)

8.1 Ocnoenas yuebnas rumepamypa

1. YepnoOaii H.b. Jlenonpon3BoicTBO B KOMMEPUECKOM JesATEIbHOCTH: yueOHoe nmocooue /
UYepnoobait H.b. — CraBpononb: CexBotis, 2020. — 71 ¢. — Texkcer: anextponnsiii / [IPR SMART:
[caiiT]. — URL: https://www.iprbookshop.ru/121665.html

2. Ky3nenora 1.B. KondunennmnansHoe AeT0MPOU3BOICTBO U 3aIIUIIEHHBIA AJIEKTPOHHBIN
JIOKYMEHTO000pOT: yueOHoe mocobue qia OakanaBpoB / Kysuenosa W.B., Xauatpsun I''A. —
Mocksa: A# Ilm Ap Memma, 2020. — 192 c¢. — ISBN 978-5-4497-0588-4. — Tekcr:
anektporHsii // [IPR SMART: [caiit]. — URL: https://www.iprbookshop.ru/97083.html

3. Cucrtembl SJEKTPOHHOTO JOKYMEHTOOOOpOTa: y4deOHoe mocobue (J1abopaTOpHBIN
npakTtukyMm) /. — CtaBpomnonb: CeBepo-KaBkazckuii ¢penepanbublii yausepcurert, 2019. — 109 c.
— Tekcr: 3JIEKTPOHHBIN /! IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/92745.html

4.Ky3nenosa, . B. JlokymeHTHpOBaHNE YIIPaBIEHYECKON 1€ATEIHHOCTH: yueOHOe mocooue



https://www.iprbookshop.ru/121665.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/92745.html

ns 6akanaBpoB / WM. B. Ky3nenosa, I'. A. XauatpstH. — 2-¢ u3a. — Mocksa: Jlamkos u K, Ait
I[Iu Op Menuna, 2021. — 240 c. — ISBN 978-5-394-03274-5. — TekcT: 31MeKTpOHHBIN //
DIIeKTPOHHO-OMOIMOTEUHAS cucrema IPR BOOKS: [caifT]. — URL:
https://www.iprbookshop.ru/99364.html

8.2 [lononnumenvHas yuebHas aumepamypa:

1. CmupnoBa, E. II. [lenonpousBoactBo st cexkperaps. PazpaboTka, ydeT u XpaHEHHE
CIIy’)keOHOH JoKyMmeHTauu: npaktuyeckoe mocooue / E. I1. CmupHoBa. — 2-e uza. — Capatos:
Aii ITu Op Menua, 2019. — 210 c¢. — ISBN 978-5-4486-0465-2. — TeKcT: 3ME€KTpOHHBIN //
DIIeKTPOHHO-OUOIMOTEUHAS cucremMa IPR BOOKS: [caiiT]. — URL:
http://www.iprbookshop.ru/79622.html

2. SfAaxoBuy, I11. A. Jlenonpou3BoICTBO B KaJIpOBOH CiTy)0€: YI4eOHUK /IS CTYIECHTOB BY30B/
. A. SAnkoBuu. — M. IOHUTU-AHA, 2017. — 160 c. — ISBN 5-238-01076-1. — Tekcr:

ANIEKTPOHHBIA // DnekrpoHHO-OnOmmoteunas cucrema IPR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/81624.html

3. Ky3emuna, U. B. [enonpousBoacteo: yueOHoe mocodbue / M. B. Ky3pmuna. — M.:
MockoBckuil rymanutapusiii yausepcurer, 2017. — 128 c¢. — ISBN 978-5-906912-98-5. —
Tekct: anekTpoHHBINA // DnexTpoHHO-OnOmmoreunas cucrema IPR BOOKS: [caiit]. — URL:

http://www.iprbookshop.ru/74718.html

8.2 Jlononnumenvhas yuebHas iumepamypa:

1. CmupnoBa, E. II. [lenonpousBoactBo st cekperaps. Pazpaborka, ydeT u XpaHEHHUE
cinyxeOHOI HokyMeHTanuu: npaktudeckoe nocodue / E. I1. CmupHoBa. — 2-e uza. — Caparos:
At [Im Dp Menma, 2019. — 210 c¢. — ISBN 978-5-4486-0465-2. — TekcT: 3MeKTPOHHBIN //
DNeKTPOHHO-O0NOINOTeYHAs cucrema IPR BOOKS: [caliT]. — URL:
http://www.iprbookshop.ru/79622.html

2. SlaxoBuy, I11. A. Jlenonpou3BoICTBO B KaJIpOBO# Cityk0e: ydeOHUK ISl CTYIEHTOB BY30B/
II. A. SfAaxoBna. — M. IOHUTHU-JTAHA, 2017. — 160 c. — ISBN 5-238-01076-1. — Texkcr:

JNEeKTPOHHBIH // DnekrponHo-6ubmuoreunas cucrema IPR  BOOKS: [caiir]. — URL:
http://www.iprbookshop.ru/81624.html

3. Kyspmuna, U. B. [lenonpousBoactBo: yueOHoe mocobue / U. B. Ky3pmuna. — M.:
MockoBckuii rymaHuTapHblii yHusepcutet, 2017. — 128 c¢. — ISBN 978-5-906912-98-5. —
Texct: 31eKTpoHHBINA // DnekTpoHHO-Oubnuoreunas cucrema IPR BOOKS: [caiit]. — URL:

http://www.iprbookshop.ru/74718.html

8.3. Ilepuoouuecxue uzoanus
1. JenompousBoicTBO U JOKYMEeHTO0O0pOoT Ha npeanpustuu. 03225DP. http://www.delo-
press.ru/journals.php?page=documents
2. Henonpoussoacto. 03224DP. https://www.top-personal.ru/officework.html?38
3. CnpaBouHuk cekperaps u opuc-menemxkepa. 08313DP.
https://www.sekretariat.ru/emagazinessom

9. Ilepeyenbr pecypcoB  HH(POPMANUOHHO-TEJEKOMMYHMKAIIMOHHON  ceTH
"UnTepHer" (masnee - cerb "UHTepHer'"), HEOOXOAMMBIX /ISl OCBOCHUSl IMCUMILIMHBI
(Mmomy.Jist)

1. Madopmarmonno-npaBoBoit moptan «KoHCynbTaHT miocy (mpaBoBasi 0a3a NaHHBIX).
[Dnextponnslil pecypc]. — URL: http://www.consultant.ru/

2. NndopmarmoHHo-1IpaBoBoii moptan «["apant» (mpaBoBasi 6a3a TaHHBIX). [ DIEKTPOHHBII
pecypc]. — URL: http://www.garant.ru/

3. DnexTpoHHBIN yuebHbId Kype 1OY

www.iprbookshop.ru
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WWwWw.zipsites.ru — GecriiaTHast 2JIeKTpoHHas IHTepHeT OubimoTeka.
www.elibraru.ru — 6ecruiatnas snexTponHas Marepuer 6ubimorexka.
www.big.libraru.info — Gonbirast 3aeKTpoHHAsS OHMOTHOTEKA.

10. MeToanyeckue yKazaHus JJ151 00y4al0UIUXCSA 10 OCBOEHHM IO JUCUMILIIIMHBI (MOIYJIs1)

YcnenHoe 0CBOEHUE JAHHOTO Kypca 0a3upyeTcs Ha pallMOHAJIbHOM COYETAHUN HECKOJIbKUX
BUJIOB YU€OHOH JIeATENbHOCTH — JICKIM, CEMUHAPCKUX 3aHATHH, CAMOCTOSTEILHON paboThl. [1pu
9TOM CaMOCTOATENbHYI0 DPabOTy CcleiyeT paccMaTpuBaTh OJHUM U3 TIJIaBHBIX 3BEHHEB
MOJTHOIIEHHOTO BBICHIET0 00pa30BaHUs, HA KOTOPYIO OTBOJAWUTCS 3HAUUTENIbHAS YacTh Y4eOHOTO
BPEMCHH.

Ilpu peanuzayuu npoepammer ¢ npumenenuem /[OT:

Bce Buael 3aHATHIl mpoBonsATCS B (opMe OHJIAH-BEOMHApOB C HCIOJIb30BaHUEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HAJMUMeE Mpe3eHTau U popyma i 00CYKICHHS).

B mnpouecce m3ydeHMs] NUCHUIUIMHBL CTYAEHTBI BBIIOJHSIOT NPAKTUYECKUE 3aJaHUSA U
IIPOMEXYTOUHble TecThbl. KOHCynbTHpOBaHME 1O H3y4aeMbIM TEMaM IPOBOAMUTCA B
OHJIAHpEe)KMME BO BpeMs IIPOBeIeHUs] BeOMHApOB U Ha (hopyme AJisi KOHCYIbTalUM.

CamocTosTenbHas paboTa CTYAEHTOB CKJIaJAbIBAETCS U3 CIEAYIOIINUX COCTABISIOIIMX:

. paboTa ¢ OCHOBHOH U JIOTIOTHUTEIBHON JIUTEPATYPOil, C MaTepuaiaMu HHTEpHETA
1 KOHCIIEKTaMH JICKITHIA;

. BHEAyJIMTOpHAsl MOJATOTOBKAa K KOHTPOJBHBIM paboTaM, BBINOJHEHHUE OKIIAJOB,
pedepaToB U KypCOBBIX padoT;

. BBITIOJITHCHHE CAMOCTOSITEIbHBIX MTPAKTUYECKUX PadoT;

. MOATOTOBKA K 9K3aMEHaM (3a4€TaM) HETOCPEACTBEHHO Mepe]l HUMHU.

Jlns mpaBUIBHONM OpraHu3anuud paboThl HEOOXOAMMO YUUTHIBATH MOPSAOK H3y4EHUS
pa3aenoB Kypca, HaxXOAsSUMXCs B CTPOroi JIOTHYECKOM nocnenoBaTenbHocTr. [ToaTroMmy xopomee
YCBOEHUE OJHOM 4YacTW AUCUUIUIMHBI SIBJIAETCS MPEANOCHUIKON JJI YCHEIIHOro Mepexoaa K
cienyrolen. 3aianus, poOIEMHbIE BOIIPOCHI, IPEIOKEHHBIE U1 U3yUEHUS AUCLUILIIMHBL, B TOM
YuCclI€ M JJI CaMOCTOSITENIbHOTO BBINOJHEHUS, HOCAT MEKIMCUUIUIMHAPHBIMA XapakTtep u
0a3upyroTcs, NpPeXae BCEro, Ha MIPUUYMHHO-CIEICTBEHHBIX CBA3SX MEXAY KOMIIOHEHTaMU
OKpY’Kalollero Hac Mupa. B Tedenue cemectpa, He0OXOMMO MOATOTOBUTH pedeparsl (IPOEKTHI)
C UCIIOJIB30BAaHUEM PEKOMEHJYEMOM OCHOBHOM W JOIOJIHUTEIBHOW JIUTEPATyphl M CIATh
pedepatsl 17151 MPOBEPKHU MpenojaBaTesto. BaKHbIM COCTaBIAIONIUM B U3YYEHUU JAHHOTO Kypca
ABJISIETCS PEIlIeHNE CUTYallMOHHBIX 33/1a4 ¥ paboTa HaJl MpoOIeMHO-aHATMTUYECKUMHU 3aJJaHUSIMH,
YTO IPEAIOJIAraeT 3HaHUEe COOTBETCTBYIOLIEN HAYYHOW TEPMUHOJIOTHH U T.JI.

Jlns nydinero 3anoMuUHaHUS MarepHala LeiaecooOpa3HO MCHOIb30BaTh WHAUBUAYAJIbHbBIE
0COOEHHOCTH M pa3Hble BUJbI MAMSITU: 3pPUTENBHYIO, CIIYXOBYIO, aCCOLMATHBHYIO. Y CIICIIHOMY
3allOMUHAHUIO TaK)Ke CIOCOOCTBYET MPUBEIEHUE SIPKUX CBHUJIETENBCTB U HAIJIAIHBIX PUMEPOB.
VY4eOHbII MaTepuan J0KeH MOCTOSHHO MOBTOPATHCS U 3aKPETIIAThCS.

[Ipy BBINOJHEHUH JIOKJIAI0B, TBOPYECKHX, HH(POPMAIMOHHBIX, HCCIEA0BATEIbCKUX
IPOEKTOB 0cO00€ BHUMAaHME CleAyeT oOpaiiarh Ha NOJ00p HCTOYHMKOB HHGpOpMalUU U
METOJUKY pabOThl C HUMHU.

Jlnist ycrienHoH caaum sK3aMeHa (3a4eTa) peKoOMeHayeTcs COOII0AaTh CIeIyIoIue IpaBuia:

[TonroroBka K sK3aMeHy (3a4eTy) JOJIKHA MPOBOJUTHCS CUCTEMAaTUYECKH, B TEUEHHE BCETO

cemecTpa.

. MHTeHCHBHAs TOATOTOBKA JIOJDKHA HA4YaThCs HE TO3JHEE, YeM 3a MeECSIl [0
IK3aMeHa.

. Bpemst HemocpencTBeHHO mepe] JK3aMEHOM (3a4eToM) JIydille HCIIOIb30BaTh

TaKUM o6pa30M, YTOOBI OCTaBHUTh MOCJIEIHUN JIeHb CBO60,[[HLIM AJid TIOBTOPCHUA KypCa B
aejIoM, JJid CUCTEMATU3alui MaT€pualia u )IOpa60TKI/I OTACJIBHBIX BOIIPOCOB.
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Ha sk3ameHe BBICOKYIO OLIEHKY MTOJIY4alOT CTYACHTbI, UCIIOJIB3YIOIINE TaHHbIE, TOJTYy4EHHbIE
B TIPOIIECCE BBLIMOJTHEHHSI CAMOCTOSITENILHBIX PA0OT, a TaKKe HCIIOJB3YIONUE COOCTBEHHBIE
BBIBOJIbI HA OCHOBE U3YUYE€HHOT'0 MaTepuaia.

YuuThiBasi 3HaYUTENBHBIA 00bEM TEOPETUUYECKOTO MaTepHalia, CTyJIEHTaM PEKOMEHAYETCs
PEryJspHOE MOCeNIeHUE U MOAPOOHOE KOHCIIEKTUPOBAHHUE JICKIIUH.

11. Ilepeyennb UHGOPMALMOHHBIX  TEXHOJIOTHIA, HCI0JIb3YeMbIX npu
OCYIIeCTBJICHHH 00pa30BaTeIbLHOI0 Mpouecca mno JAUCHUILIMHE (MOIYJII0), BKJIIOYAS
nepevyeHb NMPOrpaMMHOr0 odecrevyeHusi ¥ UH()OPMANMOHHBIX CIPABOYHBIX cHcTeM (NpH
HEe00X0IUMOCTH)

1. Microsoft Windows Server;

2. CemeiictBo OC Microsoft Windows;

3. Libre Office cBoOoHO pacmpocTpaHsieMblii O(UCHBIN MAKET ¢ OTKPHITHIM UCXOIHBIM
KOJIOM;

4. WudpopmanoHHO-cripaBoYHas CUCTEMA: Cucrema  Koncynprantllioc
(Koncynbrantllnroc);

5. Nudopmanmonno-npaBoBoe obecrieueHrue ['apant: DIEKTPOHHBIN MEPUOANUECCKHUIT
cinpaBoyHuK «Cucrema TAPAHT» (Cuctema TAPAHT);

6. DneKTpoHHas uH($OPMaIMOHHO-00pa3oBaTebHas cucreMa
MMYV: https://elearn.mmu.ru/

[lepeuens UCHIOIB3yEMOr0 MPOTPAMMHOT0 OOECIIeueH s yKa3aH B 11.12 nanHo# paboyeit
MIPOrpamMMbl TUCHUIUIAHEI.

12. Onucanue MaTepuaJIbHO-TeXHHUYECKOM 0a3bl, HEeo0X0MMOii IS
OCylIecTBJICHHS 00Pa30BaTeIbLHOI0 NPoLecca M0 AUCHMILINHE (MOIYJIIO)

12.1. YueOHast ayauTopus 1Jisi IPOBEACHUS YICOHBIX 3aHATHU, TPEyCMOTPEHHBIX MPOrPaMMO
OakanaBpuaTa, OCHaIllEHHAst 000PY/0OBaHHEM M TEXHHUUECKHUMU CPEICTBAMHU OOYyUCHHUSI.

Crneunanu3upoBaHHasi MeOEb:
KommiekT yueOHoi Mebenu (CTou1, CTY) M0 KOJIMYECTBY 00YJaIOLMXCsl; KOMIUIEKT MeOeH st
MIpPEMnoIaBaTelis; 10cka (MapKkepHas).

TexHuueckue cpencTBa 00y4eHus:
Kommprotep B cOope [J1s penogaBaresisi, IpOeKTop, SKPaH, KOJIOHKH

[lepeyeHp TUIIEH3MOHHOTO MPOrPAMMHOTO OOECIIEYeHUs, B TOM YMCJE€ OTE€YeCTBEHHOI'O
IPOM3BOJICTBA:
Windows 10, Koncynsrantllntoc, Cucrema 'APAHT, Kaspersky Endpoint Security.

[lepedyeHb cBOOOTHO PACTIPOCTPAHAEMOTO IPOTPAMMHOTO OOECTICYCHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.

[Monxmrouenne k cern «MHTepHET» W o0ecrmeyeHHe JO0CTynma B DIEKTPOHHYIO
UH(POPMaLMOHHO-00pa3oBaTenbHyto cpeny MMY.

12.2. Tlomenienue Asi CaMOCTOSTENTbHON pabOThl 00yHarOIUXCS.

Crneunanu3upoBaHHas MeOeb:
KommiekT yue6HO#I Mebenu (CTo, CTyi) MO KOJIUYECTBY 00YyJarOLINXCsl; KOMITJIEKT MeOeIH JIs
MPENoIaBaTelis; 10cka (MapKepHas).

TexHuueckue cpencTBa 00ydeHus:
Komnreiotep B cOope A mpenoaaBartesis; KOMIBIOTEPHI B cOOpe /Ui 00yJaromuXcsl; KOJIOHKH;
IPOEKTOP, FKPaH.


https://elearn.mmu.ru/

[TepeueHb JTMIIEH3MOHHOTO MMPOTPAMMHOTO 00ECIICYCHHUSI, B TOM YHCIIC OTCYSCTBCHHOTO
MIPOU3BOJICTBA!

Windows Server 2016, Windows 10, Microsoft Office, KoncynsTantlImtoc, Cuctema TAPAHT,
Kaspersky Endpoint Security.

[TepeueHsb CBOOOIHO PACIIPOCTPAHIEMOTO IIPOIPAMMHOTO 00CCIICUCHHUS:

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

Y4eOHast ayTuTOpUs AJIsl IPOBEACHHS BCEX BUOB 3aHITHI C TPUMEHEHHUEM
3JICKTPOHHOTO OOYYCHHUS U JUCTAHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOJIOTHI, B TOM YHCIIE JUIS
3aHITHIA JIEKIIMOHHOTO THIIA, CEMUHAPCKOTO TUTIA; JIJIS MPOBEACHUS Ta00paTOPHBIX padoT,
IPYIIOBBIX M HHAMBUAYAIBHBIX KOHCYJIbTAIMI; IS OCYIIECTBICHHS TEKYIIETr0 KOHTPOJIS
YCIIEBAEMOCTH M MIPOMEKYTOYHON aTTECTALlMU; JJIs1 BBITIOJTHEHHS KypCOBOT'O TPOSKTUPOBAHHUS
(KypcoBBIX paboT).

Ayn. 520a (BupTyasbHbIe yaeOHbIe ayauTopun: ayd. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Bebunapnas 2, Bebunapnas 3):

Crienmanu3upoBaHHas MeOeIb:

-CTOJIBI JIJIS TIPETIO/IaBaTeNICH;

-CTYJIbSI JUTSI TIPETIO/IaBaTelICH;

TexHuueckue cpencTBa 00y4eHus:

- KOMIIBIOTEPBI IEPCOHAIBHBIC IS TIPENo/IaBaTesicii ¢ BBIXOJOM B ceTd MHTepHeT;
- HAayIIHUKH;

- BeOKaMephl,

- KOJIOHKH;

- MEKPO(OHBI;

Ayn. 315 (BuptyansHble yueOHbIe ayautopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Bebunapnas 2, Bebunapnas 3)
Croenpaian3upoBaHHAs MeOeIb:
~-CTOJIBI JIJIS TIPETIO/1aBaTeIeH;
-CTyIbs JUIS TIpETNoJaBaTeNei;
TexHuYeCcKHe CpeicTBa OOYUCHHUS:
- KOMITBIOTEPHI TIEPCOHANBHBIE JIJIS TPEeroiaBaTesel ¢ BEIXOAOM B ceTH MHTepHeT;
- HAyITHUKH,
- BeOKaMephl;
- KOJIOHKH,
- MUKPO(OHBI;

13. O0pa3oBaTesIbHbIC TEXHOJIOTHH, HCIIOJIb3yeMble PU 0CBOCHUM TN CHUTITHHBI

JInst OCBOEHUS TUCHUTIIUHBI UCTIOIB3YIOTCS KaK TPaJAUIIMOHHBIE (DOPMBI 3aHITHI — JIEKIIUU
(TUIIBI IEKIIUN — YCTAaHOBOYHAS, BBOJHAS, TEKYIIAsl, 3aKII0UUTETIbHAs, 0030pHas; BUIBI JEKIHI —
npoOjeMHasi, BU3yaJibHas, JEKUUsS KOH(MEpPEHIWs, JEKIUS KOHCYJIbTAIUs); U CEMHUHAPCKUE
(MpakTUYEeCKUE) 3aHATHSA, TaK U aKTHBHBICE MU MHTEPAKTUBHBIE (DOPMBI 3aHITHH - JENOBBIE U
POJIEBBIE UTPHI, pEIIEHNE CUTYAITMOHHBIX 3371a4 M pa300p KOHKPETHBIX CUTYyaIlHi.

Ha yueOHBIX 3aHATHSIX UCHOIB3YIOTCS TEXHUYECKUE CPEACTBA OOYUECHHS] MYJIbTUMEIUITHON
ayIUTOPUHU: KOMIBIOTEP, MOHUTOP, KOJOHKH, HACTCHHBIA DKpaH, MPOEKTOP, MUKPO(DOH, MaKeT
nporpamm Microsoft Office mist nemoHcTpanuu npe3eHTauii 1 MeanadaitioB, BUICOMPOEKTOP
JUIS  IEMOHCTPAIIMK  CJIAMJIOB, BHJICOCIOKETOB M JAp. TecTUpoBaHWE OO0y4aeMbIX MOXKET
OCYIIECTBISITHCS C UCIIOIH30BAaHHEM KOMITBIOTEPHOTO 000PYIOBaHUS YHHUBEPCUTETA.

Ilpu peanuzayuu npoepammuol ¢ npumeneruem /[OT:
Bce Bunmbl 3amsTuil TpoBOAATCS B (QopMe OHIANH-BEOMHAPOB C HCIOIH30BAHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTHH (HATMYKE MPE3CHTANHN U (opyMa JTst 00CYKIEHNUS).



B mpouecce mzydeHuss TUCHMIUIMHBI CTYACHTHI BBINOJIHSAIOT NPAKTUYECKHUE 3aJaHusd U
IIPOMEXYTOUHblE TecTbl. KOHCYynbTHMpOBaHME 1O H3y4aeMbIM TEMaM IPOBOAUTCS B
OHJIAHPEKMME BO BpeMsi IPOBEJCHUS BeOUMHAPOB U HA GopyMe Ui KOHCYIbTaIUH.

13.1. B ocBoeHMH Y4YeOHOM [MCHUIUVIMHBI HMCHOJb3YIOTCH  CJeaylolue

TPaAUI[HOHHBIE 00Pa30BaTeIbHbIE TEXHOJIOTHH:

- YTeHHUE MPOOIEMHO-UH(POPMAIIMOHHBIX JICKIIUH C UCTIOIB30BaHUEM JIOCKU U
BUJICOMATEPHAJIOB,;

- CEMHHAPCKHE 3aHATHUS TSl 00CYKACHUS, TUCKYCCUH 1 0OMEHa MHEHHSIMU;

- KOHTPOJILHBIE OTPOCHI;

- KOHCYJIbTaIUH;

- caMOoCTOsTebHAs paboTa CTYJICHTOB C Y4eOHOU TUTEPaTypOil U IEPBOUCTOUHUKAMH,

- MOJITOTOBKA M 00CYykIeHne pedepaToB (MMPOEKTOB), Mpe3eHTAIlMN (Hay4YHO-
UCCIIeIoBaTeNbcKas paboTa);

- TECTUPOBAHUE 110 OCHOBHBIM TEMaM JIUCITUTUINHBIL.

13.2. AKTMBHBIC H HHTEPAKTHBHbIC METO/IbI U (POPMbI 00yUeHH S

W3 nepeunst BUIOB: («mo32080u wimypmy, anaius HITA, ananus npobremusix cumyayuil,
AHANU3 KOHKPEMHbIX CUMYAyuil, UHYUOEHMbL, UMUMAYUS KOLIEKMUBHOU NPOPeCcCUOHATbHOU
O0esiImenbHOCU,  Pa3blepbleaHue poaell, mMEopyYecKas paboma, CEA3AHHAS C O0CBOEHUEM
OUCYUNIIUHBL, PONedas uzpa, Kpyeivlil cmoi, oucnym, beceoa, OUCKyccus, MUHU-KOHgepenyus u
Op.) UCTIOJIB3YIOTCS CIIEIYIOIINE:

- ducnym

- anHanu3 npooaeMHbIX, MEOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3a0ay

- ponesasi uepa;

- Kpyeawlii Cmoi;

- MUHU-KOHGhepenyus

- ouckyccus

- beceoa.

13.3. Oco0ennocTH 00y4eHUs] HHBAJIMAOB U JIMI C OTPAHNYCHHBIMH BO3MOKHOCTAMH
3nopoBbsi (OB3)

ITpu opranuzanuu oOyueHHs M0 TUCHUIUIMHE YUUTHIBAIOTCS OCOOEHHOCTH OpraHM3alluu
B3aWMO/ICHCTBHS ¢ MHBAIMAAMH U JIMIIAMH C OTPAHUYCHHBIMUA BO3MOYKHOCTSIMH 3/I0POBBS (J1asiee
— uHBanKu bl U una ¢ OB3) ¢ nenbio obecnieueHus UX Mpas, pa3padbaThiBaOTCs aganTHPOBAHHBIE
JUTSE MTHBAJTUIOB TIPOTPAMMBI TIOATOTOBKU C YYETOM Pa3IMYHBIX HO30JOTHHA, BUIBI U (POPMEI CO-
IPOBOKAECHUS 00Y4EHUSs, UCTIOIB3YIOTCS CIEIalbHbIe TEXHUYECKHE M MPOrpaMMHBIE CPEICTBA
o0ydeHHus, JUCTAaHIMOHHbIE O00pa30BaTENIbHbIE TEXHOJOTUH, obecreunBaercs Oe3z0apbepHas
cpeza U mpouee.

Beibop MeTonoB 0OyueHuss ompenensercs CoAepKaHHeM O00y4deHHs, YpPOBHEM
METOJAMYECKOIO0 M MaTepHalIbHO- TEXHHUYECKOro OOecleyeHHs, OCOOCHHOCTSIMM BOCIIPHATHS
y4eOHOI MHPOPMALIUN CTYJCHTOB-HHBAJIHNIOB U CTYJCHTOB C OTPaHHYEHHBIMH BO3MOXXHOCTSIMH
310poBbsi U T.A. B o0Opa3oBaTenbHOM MpoliecCe HCIOJB3YIOTCS COLUAIbHO-AaKTUBHBIE H
pedIieKCUBHBIE METO/Abl OOYYEeHMs, TEXHOJIOTUHU COLUOKYJIbTYPHOW peadMIUTAalUU C LEJbI0
OKa3aHMs TMOMOILIM B YCTAaHOBJICHHWU MOJHOLEHHBIX MEXIMYHOCTHBIX OTHOLICHHHA C JPYTUMH
CTYACHTaMH, CO3JIaHUH KOM(POPTHOTO TICHXOJIOTHYECKOT0 KIIMMaTa B CTYICHUYECKOU TpyTIIIe.

[Tpu 06ydeHun 111l ¢ OrpaHUYEHHBIMUA BO3MOXKHOCTSIMH 3/I0POBbS 3JIEKTPOHHOE 00yUeHUE
U JTUCTAaHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHUH IPEIyCMAaTPUBAIOT BO3MOXKHOCTH TpHEMa-
nepeaayn HHGOpMAIMK B JOCTYIHBIX /Ui HUX (OopMax.

OOyuaromuecst U3 4uciia JIMI ¢ OTPaHUIEHHBIMU BO3MOXHOCTSIMH 3JI0POBBsI 00€CTICYEHBI
NEYaTHBIMU M 3JIEKTPOHHBIMU 00pa30oBaTeNbHBIMU pecypcaMu B (opMmax, aJlaiTUPOBAHHBIX K
OTPaHUYCHUSM HX 3T0POBBSI.
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1. epedyens KoAOB KoMmeTeHUUil, (OpMHPYEeMBbIX IHCHMILUIMHON B mpouecce
0CBOEHUS 00pa30BaTeJIbHON MPOrpaMMbl

I'pynna Kareropus Ko
KOMIIeTeHIN i KOMIIeTeHIN i
YHuBepcaabHbIE KommyHukanus VYK-4

2. KoMneTeHUu 1 MHAMKATOPbI UX JOCTUKEHU S

ACJIOBYIO KOMMYHHKAIUIO B

Kon DopMyJIHPOBKA NHauKaTOpPHI 10CTHKEHUS
KOMIIETeHIH U KOMIIETeHIH U KOMIIETeHIIH U
YK-4 Cnoco0eH ocyIecTBIsATh YK-4.1 Bnangeer cucremMoil HOpM

PYCCKOTO JIMTEPATypHOrO SI3bIKa U

MHOCTPaHHOM (BIX

YCTHOM M MUChbMEHHOM hopmMax
Ha TOCY/IapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu u

HOpMaMH

) si3bIKE (ax)

MHOCTPAHHOTO(-bIX )

sI3bIKa(-0B); CIOCOOCH JIOTHMYECKH H
rpaMMaTHYEeCKH
YCTHYIO U IMCBbMCHHYIO PCYb.

BEPHO  CTPOUTH

YK-4.2 ['pamoTHO CTPOUT
KOMMYHHKAITUIO, UCXO/IS U3 TIeNIeH U
CUTYallUu; UCIOJIb3YET
KOMMYHHKATHBHO pUeMJIIEMbIC
CTHUJIb OOIIEHUs, BepOaIbHBIE |
HeBepOasbHbIE cpencrsa

B3aMMO/ICVCTBUS C MAPTHEPAMMU.
YK-4.3 lcnonszyer
nH(pOpMaMOHHO-
KOMMYHHKAITMOHHBIC TEXHOJIOTUU
MIPH TIOMCKE HEOOXOAMMOMN
nH(OPMAIIUU B TIPOIIECCE PEIICHUS
CTaHJaPTHBIX KOMMYHHKATHBHBIX
3aJ1a4 Ha TOCYJJApPCTBEHHOM |
WHOCTPAHHOM (-bIX) SI3BIKaX.

3. Onucanue MJIAHUPYEMBbIX Pe3yJbTaTOB 00y4eHHs 0 JUCHHUIINHE

3.1. Onucanue IVIAHUPYEMBbIX Pe3yJIbTATOB 00yYeHHS MO THCHUTIIHHE

[Tnanupyemble pe3ynpTaTbl OOy4YeHHs IO AUCHUILIMHE IPEICTaBIEHbl JECKPUNTOPAMHU
(3HaHMS, YMEHMSI, HABBIKN).

JlecKpUNTOpBI
mno 3HATDL YMeThb Biaajgern
AUCIHHUIJIMHE
Koz YK-4
KOMIIeTEeHIIHH
-TIOHSTHE, LIETH, - 0OPMIISTH -IPUKIaHBIMUA
3a/1a4d TIPUHITUTIBI JIOKYMEHTAITUIO B HaBBIKAMHU
JIeIONPOU3BOJICTBA U COOTBETCTBUU C HCIIOJIb30BaHUS
JIOKYMEHTO000POTa; HOPMATHBHOM 02301, B | TEOPETUUECKUX 3HAHHUI
T.4. UCTIOJIB3YS




- OCHOBHBIE TIOHSATHS,
NPUHIAIBL ¥ EJTN
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIIpaBICHUS;

- KJTacCU(pUKAIIIIO
JOKYMEHTOB H UX
BUJIBI;

- TpeOOBaHUS K
COCTABJICHUIO U
oopmIeHHIO
JIOKYMEHTOB;

- IpaBUiIa
odopMIIeHHS eTTOBOTO
UCHMA.

- BUJIBI TIHICEM,
MEXyHAPOIHbIE
UCHhMA.

- TpeOOBaHUS K TEKCTY
NUCHhMa;

OCHOBHBIC IIPUHIIUTIBI
OpraHu3aIH
JICIIOTIPOU3BOICTBA U
JIOKyMEHTO000pOTa B
opranax
roCyJapCTBEHHOMN
BJIACTH M OpraHax
MECTHOTO
caMoyIpaBIICHHSI,

- IPUHITATIBI
(GYHKIIMOHUPOBAHUS
CHCTEMBI BHYTPEHHETO
JOKYMEHT0000poTa
OpraHu3aIH

- TpeOOBaHUS K
(bopMHUPOBAHHIO
UH(GOPMaIMOHHOTO
obecrnieyeHus
YYaCTHUKOB
OpraHU3aIMOHHBIX
IIPOEKTOB.

UH(POPMAaLMOHHbIE
TEXHOJIOTUH;

- OCYILIECTBIISITh
aBTOMaTHU3aLHIO
00paboTku
JIOKYMEHTOB;

- yHU(ULIUPOBATH
CUCTEMBI
JOKYMEHTAINH;

- COCTaBJIATh
0pOpMITSITH
UCbMa

- BCTYIaTh B
KOMMYHHKAIUU 1151
peneHus
MEXJIMYHOCTHOTO U
MEXKYJIBTYPHOTO
B3aUMOJCHCTBUS;

- COCTaBJIATH,
YYUTBIBATh, XPAaHUTb,
3alMIIaTh U
nepe1aBaTh
CIIy)keOHYI0
JOKYMEHTAIHUIO;

- BECTH
JIeTTOTIPOU3BOICTBO H
JIOKYMEHTOO0OPOT B
OpraHu3aIiu

- pelarhb CTaHJapTHbIE
3a7a9u
npodeccnoHanbHOMI
NeSITeTbHOCTH Ha
OCHOBE
MH(OPMALIMOHHON U
oubnuorpaduyeckoi
KYJIBTYPBI C
IpUMEHEHHEM
MH(OpPMaLIOHHO-
KOMMYHHKAIIHOHHBIX
TEXHOJIOTHI U C y4ETOM
OCHOBHBIX TpeOOBaHUI
MH(pOpMaLOHHON
0€30aCHOCTH.

1

JACJIOBBI

B YIIPABJICHYECKOU
JeSITEIIbHOCTH

- CIOCOOHOCTBIO K
KOMMYHHUKAIIUH B
YCTHOM U MMMCbMEHHOM
dbopMax Ha pycCKOM U
WHOCTPAHHOM SI3BIKaX
JUTSI peIIeHuUs 3a/1a4
MEXKIIMYHOCTHOTO H
MEXKYJIBTYPHOTO
B3aHUMOJCHCTBUS;

- HaBbIKaMU aHaJIu3a
uHpOpMaLUU O
(GyHKIIMOHUPOBAHUH
CUCTEMbI BHYTPEHHETO
JIOKyMEHTO000pOTa B
OpraHu3aIuy;

- HaBBIKaMU PEIICHUS
CTaHJapTHBIX 33734
npoQeCCHOHAIBHON
JESTEIIbHOCTH Ha
OCHOBE
nH(OPMALIMOHHON U
oubmmorpaduyeckoit
KYJIBTYPBHI C
MIPUMCHEHHUEM
nH(pOpMaIMOHHO-
KOMMYHHKAITHOHHBIX
TEXHOJIOTUH U C
Y4€TOM OCHOBHBIX
TpeboBaHU
MH(}OPMaLIMOHHON
0€301acHOCTH.

3.2.Kpurtepun oneHKH pe3y/JbTATOB 00y4eHHs M0 JUCHUIINHE

Hlxkana
OLlCHUBAaHUA

HNuaukaropsl
JOCTHKEHHUS

IToxa3aTenu oneHMBaHUs Pe3yJbTaTOB 00y4eHHA




OTJIMYHO

3Haer:

- CTyIOEHT TJIIyOOKO ¥ BCECTOPOHHE YCBOWUJ MaTepHal,
YBEPEHHO, JIOTUYHO, IIOCIEAOBATEIbHO W TPaMOTHO €ro
U3JIaraeT, Onupasich Ha 3HAHUS OCHOBHOMW ¥ JTOTIOJTHUTEIHHON
JUTEPATYPHI,

- Ha OCHOBE CHCTEMHBIX HAy4YHBIX 3HAHWHA Jeiaer
KBATH(UIIMPOBAHHBIC BBIBOABI M 0000IIEHUS, CBOOOIHO
OTIEPUPYET KATETOPUSIMH U TIOHSITHUSIMH.

VwMmeer:

- CTYIEHT yMEeT CaMOCTOSITE€JIbHO M IPAaBWJIBHO pELIAaTh
yueOHO-TIpohecCHOHaANIbHBIC 3aa4l U 3aJlaHHsl, YBEPEHHO,
JIOTMYHO, TOCJIEJ0BAaTEIbHO U apryMEHTHPOBAHO H3JaraThb
CBOE PELICHUE, UCIOJb3Yysl HayYHbIE€ MOHATHUS, CChLIASCh Ha
HOpPMAaTHUBHYIO 0a3y.

Bnaneer:

- CTYAGHT BJaJeeT palUOHAJIbHBIMU MeToxaMu (C
UCMOJIb30BAHUEM  PALMOHANBHBIX  METOJUK)  pEeLIeHUs
CIIOKHBIX NPO(ECCHOHATBHBIX 3a/ad, MPeACTaBICHHBIX
JIEJIOBBIMM UTPAMH, KEHCaMH U T.1.;

IIpu pemeHny NpoAEMOHCTPUPOBAI HABBIKH

- BBIICIICHUS TJIaBHOTO,

- CBSI3KOW TEOPETUYECKUX IIOJIOKEHUH ¢ TpeOOBaHUSIMU
PYKOBOZSAIINX JOKYMEHTOB,

- U3JI05KE€HHUSI MBICJIEHN B JIOTHYECKOM MOCIEN0BATEIIbHOCTH,

- CaMOCTOSITEIbHOIO aHaiu3a (akThl, COOBITUH, SBICHHH,
IIPOLIECCOB B MX B3aMMOCBSI3U U JTHAJIIEKTUYECKOM Pa3BUTHUHU.

XOPOIIO

3Haer:

- CTYJEHT TBEpJO YCBOWJI MaTepuaj, JOCTaTOYHO I'PaMOTHO
€ro HM3jaraer, ONHpasChb Ha 3HAaHUA OCHOBHOM U
JIOTIOJIHUTEIIbHOM JINTEpaTypHl,

- 3aTpyaHseTcss B (OPMYIMPOBAHUN KBATH(DUIIUPOBAHHBIX
BBIBOJIOB W 0000IEHUN, ONEpUpyeT KaTEeropusiMu U
MOHATHUSMH, HO HE BCET/Ia PABUIIBHO UX BEpUPHUIIHPYET.

VYwmeer:

- CTYIEHT YMEEeT CaMOCTOSITEIbHO W B OCHOBHOM
MpaBWIBHO peniath y4eOHO-MPOoQecCHOHANbHBIE 3aJ1a4u
WM 3aJaHusi, YBEPEHHO, JIOTWUYHO, TOCIEI0BATENbHO U
apryMEHTHPOBAHO M3JIaraTh CBOE PEIICHHE, HE B IMOJHOM
Mepe UCHONb3ys HaydHble TOHSATHS U CCHUIKM Ha
HOPMaTHBHYIO 0a3y.

Bnaneer:

- CTYJIEHT B IIEJIOM BJaJIC€T pPallMOHATBHBIMH METOJIaMU
peuieHus CIIOKHBIX npodeccuoHaTbHBIX 3a7ad4,
MPEACTABICHHBIX JEJIOBEIMU UTPAMHU, KeicaMu U T.1I.;

[Ipu pemiennn cMor NpoAEMOHCTPUPOBATH 1OCTATOYHOCTb,
HO HE TTTyOMHHOCTh HAaBBIKOB

- BBIJICIICHUS TJIaBHOTO,

- U3JIOKEHUS MBICJICH B JIOTHUECKOH MTOCISA0BATEIILHOCTH.
- CBSI3KH TEOPETUYECKUX IMOJIOKEHUI C TpeOOBaHHSIMH
PYKOBOJSIINX JOKYMEHTOB,

- CaMOCTOSITENTLHOTO aHanu3a (aKThl, COOBITHIA, SBICHUH,
MPOIIECCOB B WX B3aUMOCBS3M H JUAJICKTUYECKOM
pa3BUTHUMN.




3Haer: - CTYAICHT OPUEHTUPYETCS B MaTepuaie, OJJHAKO
3aTPYAHSIETCS B €r0 U3JIOKEHUH;

- IIOKAa3bIBaeT HEJOCTAaTOYHOCTD 3HAHMWIT OCHOBHOI 1
JIOTIOJTHUTEIILHOM JINTEpaTypPHhI;

- c1abo apryMEeHTUPYET Hay4YHbIE MOJ0KECHHUS;

- MPAKTUYECKU HE CIIOCOOEH CHOPMYITUPOBATH BBIBOJIBI 1
000011IeHH S

- YaCTHUYHO BJIAJCCT CUCTEMOM MOHSATHH.

Ywmeer: - CTYZICHT B OCHOBHOM YMEET PEIIUTh y4eOHO-
po¢)eCCHOHANIBHYIO 3a/1a4y WM 3aJlaHUE, HO JOITyCKaeT
OmMOKH, CJIad0 apryMEHTHPYET CBOE PEIICHUE,
HEJI0OCTaTOYHO MCIIOJIB3YET HAyYHbIC TIOHATHUS U
PYKOBOJISIIIIUE TJOKYMEHTHI.

Bnaneer: - CTYJICHT BJIaJIe€T HEKOTOPBHIMH PalliOHATBHBIMH METOIaMHU
pEIICHUs CIIOXKHBIX MPOPECCHOHANBHBIX 3a/1a4,
MIPEACTABICHHBIX JICIOBBIMU UTPAMHU, KEHCaMH | T.1I.;

[Ipu perreHnn MPoAEMOHCTPUPOBATT HEJOCTATOYHOCTh
HaBBIKOB

- BBIJICJICHUS TJIABHOIO,

- M3JI0KCHHUS MBICIIEH B JIOTMUECKOH IOCICA0BATEIbHOCTH.

- CBSI3KM TEOPETUUYECKUX TOJIOKEHUHN C TpeOOBAHUSAMHU
PYKOBOZSIINUX JTOKYMEHTOB,

- CaMOCTOSTEIFHOTO aHAJIN3a (PAKThI, COOBITUH, SIBJICHUH,
MIPOIIECCOB B X B3aUMOCBSI3U M JIMAJICKTHYECKOM Pa3BUTHUHU.
3Haer: - CTYZICHT HE YCBOWJI 3HAYUTEIHLHOM YaCTH MaTepHaa;

- HE MOXET apryMEHTUPOBATh HAy4YHbIE TIOJIOKEHUS;

- He GOopMyIHMpYyeT KBATH(PUIMPOBAHHBIX BBIBOJIOB U
0000I11IEeHHI;

- HE BIIaJICET CUCTEMOM MOHITHMH.

VYwmeer: CTyIEHT He TOKa3al YyMEHHEe pemarb  y4eOHo-
MpoeCCHOHANIBHYIO 33/1a4y WJIH 3a/IaHHE.

Bnageer: HE BBINOJTHEHBI TPeOOBaHUS, MPENbSABISEMbIE K HaBBIKAM,
OIICHUBAEMBIM *‘yJIOBJIETBOPUTEIHHO .

YAOBJIETBOPUTEJIBHO

HEYAOBJIETBOPUT
EJIBHO

4. TunoBble KOHTPOJIbHBbIE 3aJlaHUSl W/WJIM WHbIE MaTepHAJbl JJsi TPOBEIEHHs
NMPOMEKYTOUYHOI aTTecTalnu, He0OX0AUMBbIe 1151 OLIeHKH 3HAHW, yMeHU i, HABBIKOB W/HJIH
ONbITA JeSITEJbHOCTH, XapaKTepU3yIuX (opMUpPOBaHME KOMIETEHIHI B mpomecce
OCBOEHHSI 00pa30BaTeILHON MPOrPpaMMBbl

TunoBble KOHTPOJIBHBIE 33JaHUS JUIS IPOBEPKU 3HAHUNI CTYIEHTOB (ITIOPOTOBLIN YPOBEHD
(bopMHUpOBaAHNI KOMIETEHIINHN):

Tect

Bomnpoc 1. Jleqonpou3BoACTBO — 3TO:

1. mesaTenbHOCTh MO JOKYMEHTHPOBAHHIO, JOKYMEHTOOOOpPOTY, ONEPAaTUBHOMY XPAaHEHUIO U
HCIIOJIb30BAaHUIO JOKYMEHTOB;

2. mpoueaypa co3aHusl, THpa)KUPOBAHUS U PETUCTPALIMU BXOIALINX U UCXOAAIIUX JOKYMEHTOB;
3.HenocpeACTBEHHOE CO3/1aHne OPUIIMATBHBIX JOKYMEHTOB Ha IPEANPUITUH,

4. nesTenbHOCTD M0 JOKYMEHTUPOBAHUIO U JJOKYMEHTOOOOPOTY.

BOHpOC 2. ITomoxenue o CTPYKTYPHOM NOAPA3ACIICHUHN — OTO:



l. TmpaBOBOM akT, KOTOPBHIM yCTaHABIMBAET CTATyC, (YHKIUHU, TMpaBa, OOS3aHHOCTH U
OTBETCTBEHHOCTb CTPYKTYPHBIX IOAPA3ACIICHUN W UHBIX OPTaHOB;

2. TpaBOBOM aKT, KOTOPBIA ONpeAeNsieT CTaTyc OpraHU3aluy, ee 3aJaud U (yHKUWHU, MpaBa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

3. J0roBOp, CTOPOHBI KOTOPOTO OOS3YIOTCA CO3/aTh IOPUIMYECKOE JIMLO W YCTaHABIUBAIOT
HOPSI0K COBMECTHOH JIEATEILHOCTH 110 TaHHOMY (hakTy

4. Bce OTBETHI BEPHbIE

Bonpoc 3. JlaToii 101KHOCTHOM HHCTPYKIIMU SBJISIETCSA JlaTa:
1. ee yTBepKaCHUS;

2. €€ COCTaBJICHHUST,

3. 0O3HaKOMJIEHUS C Hell paboTHUKA

4. cortacoBaHUs

Bonpoc 4. IIpaBoBoil akT, B KOTOPOM OTOOpa)kaeTcsi MOPSAOK AESITEIbHOCTH PYKOBOJICTBA
OpraHM3aly, a PAaBHO KOJJIETHAJIbHOTO UM COBELIATEILHOIO OpraHa — 3TO:

1. pernameHnr;

2. mITaTHOE pacIUCaHMUE;

3. pacrnopsiKeHue,

4. ycras.

Bompoc 5. Ilo chepe cBoero neiicTBus pacnopsauTeNbHbIe JOKYMEHTHI JENSTCS Ha:
1. denepanbHOro ypoBHS, pErHOHAIBLHOIO YPOBHS, IPABOBbIE AKThl OpPraHU3aLUi;
2. KOJUIEKTUBHbIE U UHIUBUyaIbHbBIE;

3. mpaBOBbIEC aKThl OpraHU3alUi, IPABOBbIE AKThl UX CTPYKTYPHBIX OPa3ICIICHU.
4. Bce OTBETHI BEPHbIE

Bompoc 6. Pacnopsixenue usaercs:

1. pykoBOAMTENEM €IMHOINYHO;

2. KOJJEernanbHo;

3. B YCJIOBHSX BEJOMCTBEHHOT'O PEryJIMpPOBaHUS,

4. CANHOJINYHO HJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyallun

Bonpoc 7. Konus yacTu JOKyMEHTa, KOTOpasi 3aBEPEHA B ONPEAEICHHOM MOPAJIKE, ITO:
BBIIHCKA;

3JIEKTPOHHAS KOIIHS;

nyOmnukar,

CITHUCOK

AW~

8. He sBnsercs JOKYMEHTOM, KOTOPBIM HHULIMUPYET pELICHUE:
1. IpOeKT JOKyMEHTa;

2. 3aKJIIOYEHUE;

3. nokiagHas 3ammcka,

4. BCE OTBETHI HEBEPHBIE

Bormpoc 9. UeM BHeNIHE OTIIMYAETCS MPOEKT JOKYMEHTA OT €r0 OKOHYATEJIbHOIO BapUaHTa?

1. Hagnucero «11poekT» B BEpXHEM I10JI€ CIIPaBa;

2. TIpoexT He 00s3aTenbHO OPOPMIIATH B TaKOM ke hopMe, Kak OyAYyIIHil JOKYMEHT, I0CTaTOYHO
CaMoro TEKCTa;

3. IIpoexT odopmisieTcss Ha CrieIUaTLHOM OJIaHKe

4. Bce OTBETHI BEpHbIE



Bomnpoc 10. Kakast yacTb NOCTaHOBJIEHUSI COIEPKUT HOPMATUBHBIE TTOJOKEHUS WU TTOPYUEHHS?
1. PacnopsautenbHas;

2. Koucrarupyromas;

3. BBonHas

4. 3akmrounTeNbHas

Bormpoc 11. B cocraB nHbOpMaIIMOHHO-CITPABOYHBIX JOKYMEHTOB HE BXOJIHT:
1. ykaszaHue;

2. JOKJaJHasl 3arKcKa;

3. cBOjKa,

4. oObsicHUTEIbHAS 3aIHCKa

Bompoc 12. Bua wuH}OpManmoHHO-CIIPaBOYHOW JOKYMEHTAIUH, SBIISIOIICHCS criocoboM
OTepaTUBHOTO MH(POPMAIIMOHHOTO OOMEHA MEX/Ty OPTaHU3aIMSIMH, HA3bIBACTCSI:

1. nenoBo# mepenucKou;

2. IOKyMEeHTauueH JUIsl Cy»KeOHOT O T0Ib30BaAHUS;

3. CTaTUCTUYECKON OTYETHOCTHIO

4. cmyxeOHOM 3aMmuCcKOi

Bompoc 13. Uto npencrasisier co0oi 3asBIE€HUE B JOKYMEHTOOOOPOTE OpraHu3aun’?

1. DTO JOKYMEHT, KOTOPBIH aipecoBaH JAOJKHOCTHOMY JIMIY U COAEPIKUT KaKyl0-TH00 MpockOy
paboOTHUKA;

2. OTO JOKYMEHT C MpeJI0KEHNEM Ha3HaYUTh, IEPEMECTUTh UM MOOIIPUTh PAOOTHHUKA;

3. OT0 TOKYMEHT, OOBSICHSIOLINI IPUUYUHBI CIIyUYHBILIETOCs, KOTOPbIN COCTaBIsIET paOOTHUK.

4. Bce oTBeTHI BEpHBIE

Bonpoc 14. Uto He sBIIsSIETCS TPU3HAKOM aKTa?

1. cocraBieHue B cBOOOHOM hopme;

2. ycraHoBieHHE (PaKTUYECKOTO COCTOSIHUE JIe]l U OTPAKEHUE €0 B aKTe;
3. TOATBEPXKJEHUE YCTAHOBIICHHBIX (PAKTOB, COOBITUH, NCHCTBUH,

4. KOJIJIErHaJIbHOCTh COCTaBJICHUSI.

Bonpoc 15. JIokyMeHTbI, KOTOpbIE U3aHbl BHYTPH YUPEKICHUS U OTIPABICHBI 3a €r0 Mpeebl
JUTSL PYKOBOJICTBA HIDKECTOSIIIUM OpraHaM YIIPaBJICHHS JIMOO B IEJSIX MCIIOJIHCHUS MUChMEHHBIX
YKa3aHU BBICIIEH WHCTAHIIMH, HA3bIBAIOTCS:

1. MCXOASIIUMU JTOKYMCHTAMH,

2. BXOISIIMMH JOKYMEHTaMU;

3. JIOKJIaJHBIMU 3alMCKaMHU,

4. mepenucKou.

Bomnpoc 16. Uto Bkitouaet B ce0si TEXHUUECKOE UCIIOIHEHUE TIOKYMEHTA:

l. mOArOoTOBKY IMPOEKTa JAOKYMEHTa, HabOp M pacmedaTKy TEeKCTa MpPOEeKTa, KOPPEKTHPOBKY
CoJIepKaHus JOKYMEHTA I1OCJIe COrfIacoBaHus, opopmiieHHE (PUHAIBHOTO BapHaHTa JOKYMEHTA;
2. TpeAoCTaBIE€HHE PACHEUAaTAHHOIO IPOEKTa JAOKYMEHTa PYKOBOJIUTENIO Ha COIJIacOBaHHE,
yCTpaHEHUE HETOYHOCTEH, HabOp OKOHYATENILHOTO JOKYMEHTA;

3. cocraBieHHE JOKYMEHTA Cpa3y B OKOHYATEIbHOM BapHAHTE, €r0 MOJANNCAHUE Y PYKOBOAUTEIS,
OTIIpaBKa JOKYMEHTA ajipecary,

4. BCE OTBETHI BEPHBIE

Bomnpoc 17. Korna 10KyMeHT SBJISIETCS UCTIOJIHEHHBIM?



1. Kornma paccmarpuBaeMblii B TOKYMEHTE BOMPOC pa3pelieH MOJHOCTHIO U MEPENHUCKA 0 HEMY
3aBEPILCHA;

2. Kak TonbKO JOKYMEHTY NMPUCBOEH PETUCTPALIMOHHBIN HOMED;

3 . Koraa 1oKkyMeHT noJiy4eH KOHEYHBIM aJJpecaToM

4. Koraa 1oKyMeHT OTIIpaBJIeH Ha apXUBHOE XpaHEHUE

Bormpoc 18. Otnuuune akToB MPOBEPOK, 00CIICIOBAHUM, PEBU3HH 3aKIIF0YAETCS B TOM ,4TO OHH. ..
1.puKcupyroT ycTaHOBIEHHBIC (DAKTHI U COOBITHUS

2. COCTaBISAIOTCA JUIS MOATBEPKICHUS YCTAHOBJICHHBIX (DAKTOB, COOBITUMN, AeWCTBUN

3. He TONBKO (DUKCHPYIOT YCTAaHOBIICHHBIC (DAKTBI M COOBITHS, HO W COJIEPKAT BBIBOJEI,
PEKOMEHIallMU U MPEAJIOKEHUS

4. coaep)kaHHE HE COIJIACOBBIBACTCS C JIOJDKHOCTHBIMHM JIMLIAMHU, JIESTEIBHOCTh KOTOPBIX
OTpakaeTcs B aKTe

Bompoc 19. HudpoBoit nin 6ykBeHHO-1IM(PPOBOH UACHTU(DUKATOP AOKYMEHTA, BKIIOYAIOIINAN
MOPSIIKOBBIM  HOMEp, JOMOJHSAEMBIH M0 JKEJIAHUI0 WHJEKCAMH COTJIaCHO HCIOJIb3yEeMbIM
KJ1accu(puKaTopaM, Ha3bIBACTCSA:

1. perucTpalluOHHBIM HOMEPOM JIOKYMEHTA,

2. rpudom;

3.1aTol JOKyMEHTa

4. peKBU3ZUTOM.

Bomnpoc 20. Kakoit popmar Oymaru UCoiab3yeTcs JUist U3TOTOBICHUS OJaHKOB PE30IOIU?
1. AS, A6;

2. A4, AS;

3. A6, A4

4. A4

Bomnpoc 21. Hocurenem undgopmanuu sBisercs:

1. marepuanbHbIi OOBEKT, KOTOPHIN HYXEH JUIsl (PUKCAI[MH, XpaHEeHUs (M BOCIPOU3BENEHUS)
peueBoii, 3BYKOBOH MM U300pa3uTeIbHOW HH(POPMALIUY;

2. co3marernb JOKYMEHTa,

3. cTpyKTypHOE mojapasjesieHue, BhIOHsoNee (YHKINUU 10 BEICHUIO J0KyMEHT0000poTa

4. pyKOBOAMTEIH MOAPA3ACTICHUS.

Borpoc 22. CBoHCTBO JOKyMEHTA MTOATBEPKIATH JIETIOBYIO JEATEILHOCTH TUO0 COOBITHE JIMYHOTO
Xapaxkrepa — 3To:

1. ropuanyeckas 3HAYUMOCTh IOKYMEHTA;

2. OpUIAYECKas CUJia JOKYMEHTa;

3. ayTEeHTHYHOCTb,

4. pyHKUIMA TOKYMEHTa

Bonpoc 23. TunoBeIM CPOKOM HUCIIOJIHEHUS TOKYMEHTA Ha3bIBAETCS:

1. cpok UCHOJTHEHHS TIOKyMEHTa COTJIaCHO HOPMATHUBHO-IIPAaBOBOMY aKTY;

2. CpOK HCHOJIHEHUS, KOTOPBIA YCTAaHOBIIEH B OpPraHU3allMOHHO-PACIIOPSIUTENBHOM JIOKYMEHTE
WIN B PE30JIIOLINY;

3. CpOK HUCHOJHEHUS, yCTAHOBJIEHHBIN CIOKUBIIMMCS B OpraHU3aluy o0bI9aeM

4. BCe OTBETHI BEPHBIE

Bompoc 24. CrpaBodHHK, coAep Kaliuii cBeJeHUs 0 (POHIaxX apXWBa W MpeaHA3HAYCHHBIA IS
03HAKOMIJIEHHUSI C UX COCTABOM U COAEP>KAaHUEM — 3TO:
1. apXWBHBIN TyTEBOAMTEIID;



2. apXUBHBIN CIPABOYHUK;
3. apXUBHBIN yKa3aTelnb,
4. GoHIOBBII CLIPAaBOYHUK

Bormpoc 25. YaudunupoBanHo# popMoi JOKYMEHTA SIBIISICTCS:

1. dopmysip TOKyMeHTa ONPEAETICHHOTO BH/IA, KOTOPBIH COAEPIKUT MOCTOSHHYIO YaCTh TEKCTA;
2. OyMaKHBIM WM DJEKTPOHHBIM MIAOJOH ¢ PEKBU3UTAMHU, MO KOTOPHIM OIpENEseTCs] aBTOP
o(pHUIIMANTBHOTO TOKYMEHTA;

3. PeKBU3UT O COIJIACUU OPraHu3alldd, KOTOpas HE SBIIAETCS aBTOPOM JOKYMEHTa, C €ro
COJIEp/KaHUEM,

4. BBIIIUCKA U3 JOKYMEHTA.

Bonpoc 26. KakoBa mjinHa caMOi JJIMHHOW CTPOKM PEKBU3UTA MPHU YIJIIOBOM PACIOI0KEHUU
PEKBU3UTOB?

1. He Oozee 7,5 cwm;

2. He Goiee 12,5 cm;

3. He Gonee 10 cm.

4.He 6onee 5 cm

Bompoc 27. PekBU3UT TOKyMEHTa — 3TO:

1. anemMeHT oopMIIEHUS TOKYMEHTA;

2. PEerucTpaluOHHBIA HOMEP TOKYMEHTA;

3. CBeneHHUs O IaTe U UCIIOJIHUTENE JOKYMEHTa
4. cBeneHus 00 opraHuzanuu

Bompoc 28. Kakue n1okyMeHTbl MUHYIOT CTAJHIO IPOEKTA
1. MOKJIa HBIE 3AIMCKH;

2. IpUKa3bl;

3. cripaBKH;

4. aKTHI

Bompoc 29. TlpenBapurenbHbIil TEKCT JOKYMEHTA, KOTOPBIM JUYHO TOTOBUT UCIOJHUTENb WU
COMCIIOJIHUTEIb IOKYMEHTA, JTO:

1. 4epHOBHK JOKyMeEHTa

2. TPOEKT JOKYMEHTa;

3. DJK3eMIULp TOKYMEHTA;

4. Komwus TOKyMEHTA.

Bomnpoc 30. [Ienonpon3BoaCTBO 3TO:

1. chepa nesTenbHOCTH 1O 00ECTIEUEHUI0 OpraHU3alui O(PUCHBIMU TOKYMEHTAMU;

2. oTpacib IeATeIbHOCTH, KOTOpasi 00ecreunBaeT JOKYMEHTUPOBAHUE U OPraHU3aLUI0 PabOThI €
O0(pHCHBIMU JTOKYMEHTAMH;

3. oTpacib AesTeIbHOCTH, KOTOpasi o0ecreyrBaeT BHEIIHUE U BHYTPEHHUE CBA3H OpraHU3alUY;
4. nesITeNbHOCTb, CBSI3aHHAS ¢ 0(DOPMIICHHEM YIIPaBICHUECKUX JOKYMEHTOB

Bormpoc 31. B pazaen obmiue 1moinoxxeHus JOKyMEHTa BXOIAT
1. menu u 3ama4w;

2. (hOpMBI M METOJIBI YITPABJICHHUS;,

3. KOHKpETHBIE 0053aHHOCTH;

4. BU3BI COTJIAaCOBAHMS

Bompoc 32. Ha kakoM JOKyMEHTE HE CTABUTCS PEKBU3UT HAUMEHOBAaHHE BU/IA TJOKYMEHTA



1. YcraBe;

2. TOJKHOCTHOM MHCTPYKIINH;
3. mMchME;

4. aKTe

Bonpoc 33. I'pud yrBepxaeHus cTaBuTcs

1. B BepXHEM IPaBOM YTILy;

2. B HIDKHEM MPABOM YTIIY;

3. B HUJKHEM JIEBOM YTy

4. B COOTBETCTBHUH C TeM, KaK IPUHATO B OPTaHU3AINH

Bomnpoc 34. K oCHOBHBIM periiaMeHTHpYIOIUM padboTy cityk0b1 JIOY 10KyMEeHTaM OTHOCST
1. MHCTPYKIUIO MO JIETONPOU3BOJICTBY;

2. kBanM(UKAIIMOHHBIN CIIPABOYHUK JOJDKHOCTEH;

3. Tabenb YHU(DHUITMPOBAHHBIX ()OPM IOKYMEHTOB;

4. Ycras

Bompoc 35. Kakoii B pacniopsIuTeIbHOTO JOKYMEHTa U3AETCsl €AMHOIUYHO PYKOBOAUTEIIEM
1. mocraHOBIEHUE;

2. pelIeHHUE;

3. pacnopsiKeHHe;

4. npukas

Bompoc 36. KonnuectBo pekBuzutoB HoBoro 'OCTa 1o cpaBHEHUIO ¢ IPEIbIIyIIUM
1. Gosbliie Ha 1Ba PEKBU3UTA;

2. 6omblIIe HA OJIUH PEKBUBHUT;

3. MEHbLIE Ha JIBa PEKBU3UTA;

4. meHblue Ha | pekBU3UT

Bompoc 37. B 06paboTKy BXOAIIEro JOKYMEHTA 3TOT ATall HE BXOJIUT
1. paccMoTpeHue;

2. BCKpBITHE KOHBEPTOB;

3. cornmacoBaHue;

4. perucrpanus

Bomnpoc 38. Bxonsmuii JTOKyMEHT IPOXOUT CIEAYIOIINUE dTarbl 00paboTKH:

1. compoBOXE€HHE U JIOCTaBKa C MOYTHI, IEPBUYHASI 00pabOTKa, PErUCTpalvs, MOArOTOBKA Ha
JIOKJIAJI, pACCMOTPEHHE M OQOPMIICHHE PE30JIIOLNH, PETHCTpanus Pe30JIIOINH, TIOCTAHOBKA Ha
KOHTPOJIb UCTIOJTHEHHs, OTIpaBKa HAa HCIOJHEHHE, MCIOJTHEHHE U KOHTPOJIb 33 HHUM, MpUeM
UCTIOJTHEHHOTO JIOKyMEHTA, CHATHE C KOHTPOJIS, TIOMEIICHNE HCIIOJTHEHHOTO JOKYMEHTa B JIETIO,
paboTa ¢ HUM, TeKyIIee U apXUBHOE XpaHEHHE, YHUUTOKEHUE U CIIMCAHUE;

2. yCTaHOBJICHHE KOHKPETHOTO aJpecaTta JOKyMEHTa B OpraHU3aI[UH, PETUCTPAIUS TOKYMEHTA 110
BXOJIAIINM JXKypHaiaMm, repeaadya TOKyMeHTa aJpecaTy, yKa3aHHOMY €ro B TeKCTE, YCTaHOBIICHHE
CPOKOB UCIIOJTHEHHS JIOKyMEHTA, MCIIOJTHCHHE JOKYMEHTa, ITPOBEPKa Pe3yJbTaTOB MCITOJIHECHUS,
MOMEII[EHUE IOKYMEHTa B HOMEHKJIATYPHOE JIeJI0 U TIOCTEeAYIONIasl c/laya B apXuB,

3. permcrpanusi JOKYMEHTa MO BXOJSIIEH KOPPECTOHICHIINH, TIepelada ero PYKOBOIUTEIO JIJIs
oTpesieNIeHus] HCTIOTHUTEINS, Iepeada JOKyMEHTa HEMOCPEACTBEHHOMY UCTIOTHUTEI0, KOHTPOIh
32 WCIOJHCHHEM JIOKYMECHTA, WCIIOJTHCHHE JIOKYMEHTa, IPUEM pPe3YJIbTaTOB HWCIOIHEHUS
PYKOBOAMTENEM, OTMETKA 00 UCTIOTHEHHUH B CIICLUATBHOM KYpHaJe, cjaya TOKyMEHTa B apXUB,
4. peructpanms TOKyMEHTa IO BXOAAIIEH KOPPECTIOHICHITNH, TIepeaada ero pyKOBOIUTEIIO IS
oTpesieNIeH s HCTIOTHUTEIS, Iepeada JOKyMEHTa HEMOCPEACTBEHHOMY UCTIOTHUTEI0, KOHTPOIh
3a UCIIOJIHEHNEM JJOKYMEHTa, HCITOJTHEHHE JTOKYMEHTA



Bomnpoc 39. BuyTtpenHee coriacoBaHue Ha3bIBa€TCA
1. Bu3a;

2. OTMETKa O 3aBEPEHUH;

3. yTBEpKIICHHE;

4. medatb OpraHu3anuu

Bompoc 40. Kakast popma pabGoThl ¢ JOKyMEHTaMHU TOJIXOIUT ISl OPTaHU3AlNN, AEITeIbHOCTD
KOTOPBIX TpeOyeT 0COOCHHO TIIATEIHHOM 3aIUThl HH()OpMAIUN

1. uenTpanu3oBaHHasi;

2. cMellIaHHasi;

3. neueHTpaln30BaHHAas;

4. B 3aBUCUMOCTH OT CUTyalluH

Bomnpoc 41. Bua opranu3alilnioHHOTO TOKYMEHTa, KOTOPbII OIpenesnseT NopsaoK o0pa3oBaHMus,
CTPYKTYpY U OpraHu3aluio padoThl IPEeAIPUITHS

1. ycras;

2. MHCTPYKULUS;

3. moJioKeHue

4. mpukas

Bompoc 42. K 0CHOBHBIM periiaMeHTHpYIOIUM padboTy ciiyk0b1 JIOY 10KyMeHTaM OTHOCST
1. MHCTPYKIUIO MO JEIONPOU3BOJICTBY;

2. OCHOBHBIE MpaBUJia PabOTHI APXUBOB OpraHU3AIIHII;

3. TOCT P 51141-98 [lenonpou3BoJICTBO U apXUBHOE JEJIO;

4. YcraB

Bonpoc 43. K BHyTpeHHEMY TOKYMEHTOOOOPOTY OTHOCST

1. opunmManbHpIEe TUCHMA;

2. BHEIIHHE JIOKJIAJIHbIE 3aIIUCKH, CIIPABKH;

3. IpUKa3bl, paCOPSHKEHUS OPTaHU3aIUH;

4. TMIIOBasi METOIMYECKAs JOKYMEHTAIIMSI U3 BBILIECTOAILEH OpraHu3aluu

Bormpoc 44. C kakoro MOMEHTa pacropsiANTENIbHbINA JOKYMEHT BCTYIAET B CHITY
1. ¢ MOMeHTa CO3daHMNS,

2. ¢ MOMEHTA HOAINCAHUS;

3. ¢ MOMEHTA YTBEPXKJICHUS;

4. c ciauu B apXuB

Bomnpoc 45. PexBuzur — 31o

1. crioco6 co3anust TOKyMEHTA;

2. MaTepHaIbHBIN 00BEKT C HH(pOpMaLEH;

3. 00s13aTenBHBIN 2JIeMEeHT 0(hOPMIICHHS O(PHUITHATHHOTO TOKYMEHTA;
4. cBeieHus 00 opraHu3aluu

Bompoc 46. Kakoil pekBU3UT pacroyiaracTcs B JI€BOM HUKHEM YIITy
1. rpud yTBEpxaeHNUS;

2. BHU3a;

3. rpud orpaHUYCHHS;

4. neyatb



Bomnpoc 47. K rpynne BXoAsSIMX TOKyMEHTOB MOKHO OTHECTH
1. nenoBEIC MHCHMA;

2. OpraHu3alMOHHbIE IOKYMEHTHI;

3. mpuKa3bl OpraHu3aluu;

4.PacniopspkeHUs 0 OpraHu3aiuu

Bormpoc 48. Ha kakoM qokymMeHTe HET rpuda yTBEpP K ICHH
1. mpukase;

2. TIOJIOKEHMU,

3. ycrage;

4. Bce OTBETHI BEPHbIE

Bomnpoc 49. Ckoisibko agpecaToB MOXKET COAEPKaTh OAUH JOKYMEHT
1. uetbIpe;

2. IIIECTh;

3. 1Ba;

4. onuH

Bormpoc 50. Kommiekc J0KyMEHTOB, PEryIupYIOIIUX ATEIbHOCT OPraHu3aIii
1. pacnopsiIuTENbHBIC JOKYMEHTHI;

2. OpraHu3anoOHHbIE TOKYMEHTBI;

3. uH(pOPMaLIMOHHO-CIPABOYHbIE JOKYMEHTBI;

4. pactiopsAMTENbHBIE ¥ HH)OPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

Bonpoc 51. K kaTeropusim TexHuueckux ucrnoianuresneit cayxost JJOY oTHOCAT
1. pykoBOAUTENS CITY>KOBI

2. TOKyMEHTOBeAa

3. IeNonpOn3BOIUTENS

4. Bce OTBETHI BEPHbIE

Bomnpoc 52. HopMaTHBHBIN TOKYMEHT, onpeaesstomuil GoH ] 3apaboTHOM MIaThl COTPYIHUKOB
OpraHu3anuu

1. nOMmKHOCTHAS UHCTPYKIUS;

2. mITaTHOE pacIUCaHMUE;

3. Ycras;

4. pacriopspkeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 0e3
1. macropTHBIX JJAHHBIX COCTABUTEIIS;
2. PEKBU3HTOB;

3. BUI€OCONPOBOXKICHUS;

4. Bce OTBETHI BEPHbIE

Bonpoc 54. KoHTposib 32 CpOKamMu UCIIOJTHEHUS JOKYMEHTOB OCYIIECTBIISIET
1. pabOTHHK OT/ENA KaJPOB;

2. paboTHuK ciyx0b1 IOV

3. pyKOBOJIUTEIb OpTraHU3ALINHY;

4. pyKOBOJHTEIb MTOIPA3/ICICHUS

Bomnpoc 55. Texkyuuii KOHTPOJIb OCYIIECTBIAETCS
1. B Hauase UCIIOJHEHHUS TOKYMEHTOB;
2.B KOHIIC UCITOJHCHUA JOKYMCHTOB;



3. B TCUCHHE BCETO nepruoaa UCIOJIHCHUA JOKYMCHTOB,
4.B 3aBUCUMOCTH OT BUJa JOKYMCHTA

Bompoc 56. Ha kakoMm 1OKyMEHTE HE CTaBUTCS PEKBU3UT HAMMEHOBAHHE BHJIA JOKYMEHTA
1. muceMe;

2. NOIKHOCTHOM MHCTPYKIINU;

3. VYcraBe;

4. pacriopsiKeHUU

Bompoc 57. Kakoii 1OKyMEHT COCTaBisieTCsl IPU HApYLIEHUM TPYAOBON WM OOLIECTBEHHOMN
JUCIUTIAHBI

1. 0OBICHUTEIILHAS 3aIIMCKA;

2. noKJIagHas 3aMucKa;

3. ciyxeOHasi 3aIncKa;

4. IpOTOKOI

Bomnpoc 58. Kakue Bonmpocsl pacCMaTpHBAIOTCS B PACIIOPSIKSHUN
1. HauOosiee BasKHBIE BOIIPOCHI JICSITEIIBHOCTHA OpraHu3aIliy;

2. BOIIPOCHI, CBA3aHHBIC C BBHIIIOJHECHUEM TIPHUKA30B;

3. omepaTHBHBIC BOTIPOCHI JACSITEILHOCTH;

4. HauMeHee BaKHbBIC BOIPOCHI JICITEIbHOCTH OpraHU3alHH

Bonpoc 59. [IpeaBaputenbHOe pacCMOTPEHUE TOKYMEHTOB BKIIIOUAET

l. pacopeneneHue JOKYMEHTOB Ha pPAacCMOTPEHHE PYKOBOIUTENIIO U B CTPYKTYPHbIE
MOJIpa3iesieHus;

2. IPOBEPKY MPABWIHHOCTU aJ[PECOBAHUS;

3. coryiacoBaHue IOKYMEHTA;

4. perucTparuio

Bonpoc 60. OnuH 13 rocy1apCTBEHHBIX PEKBU3UTOB
1. pesomonus;

2. peKJiaMarius;

3. peweHue;

4. peectp

Bormpoc 61. Kakyto nuapopmanuio conepkut pazaen ¥Ycrapa «O0IIHe MOI0KEHHS
1. cTpyKTypa opraHusaliu;

2. mpaBa U 00513aHHOCTH JOJKHOCTHBIX JIUII,

3. 1leNu ¥ 3a7]auu OpraHu3alliy;

4. mpaBOBOM CTaTyC

Bormpoc 62. Kakum opranom uzgaercs penieHme

1. KOoJIerHaIbHbIM;

2. 3aBHCHUT OT OpraHU3allMOHHO-IIPaBOBOI (POPMBI;
3. eAMHOIMYHO PYKOBOJUTEIEM;

4. B 3aBUCUMOCTH OT CUTYyallUu

Bormpoc 63. Kakue u3 nepednciaeHHbIX JOKYMEHTOB OTHOCATCSA K OPTraHU3allOHHBIM
1. muceMo, MOJI0KEHUE;

2. ycTaB, UHCTPYKIIUS;

3. ycras, ykas;

4. mOJIO)KEHHE, YKa3



Bompoc 64. JIokyMeHT, perIaMeHTUPYIOLUI 1€ATEIbHOCTh COTPYIHUKOB OpraHU3auu
1. ycras;

2. NOIHKHOCTHAs! UHCTPYKIIUS;

3. npukas;

4. pacriopspkeHHe

Bompoc 65. Uto HE OTHOCUTCS K yUPEAUTEIbHBIM JOKYMEHTaM FOPUINYECKOro Juia?
1. [TpoTokos coOpaHus yUpeauTesci;

2. YcrasB;

3. YupenuTenbHblid 10TOBOD;

4. Her npaBWIbHOrO OTBETA

Bonpoc 66. Bce opunmanbabie JOKYMEHTBI UMEIOT (DYHKITHH:
1. oO1ye U creruanbHbIE;

2. o0IIMe ¥ OCHOBHBIE;

3. IeJI0BBIE U OOIIHE;

4. OCHOBHEIC 1 HCOCHOBHEIC

Bomnpoc 67. CocTtaB JOKyMEHTOB B OpraHU3allMK 3aBUCHUT OT:

1. 3amau opraHu3anuy;

2. o0beMa u XxapakTepa B3auMOCBSI3€il B OpraHu3allly;

3. mopsiKa IpUHATUS PeleHUH (eqUHOHAaYalIe WA KOJUIETHAIbHOCTD);
4. BCE, NEPEUUCIIEHHOE paHee

Bonpoc 68. Uro takoe yHH(]pUKALIUSA JOKYMEHTOB:

1. ycTaHOBIIEHHE €IMHOI'O KOMIUIEKCA BUJIOB M Pa3HOBUIHOCTEH JOKYMEHTOB JJIsl aHAJIOTUYHBIX
YIPaBJICHYECKUX CUTYalHid, pa3paboTKa €IUHBIX (JOPM H MPABUII UX COCTABICHHS, OPOPMIICHHE
U co3JjaHue TpadapeTHbIX TEKCTOB ;

2. YCTAHOBJICHUC €AMHOI'0 KOMIIJICKCA BUOB U p%HOBHI[HOCTGfI JOKYMCHTOB JId aHAJIOTMYHBIX
yIpaBJIEHYECKUX CUTYyalUH,

3. yCTaHOBJICHHE €IUHOTO KOMIUIEKCAa BHJIIOB M Pa3HOBHJHOCTEH OTYETOB JJISI aHAJIOTHYHBIX
yIpaBJIEHYECKUX CUTyallui, pa3paboTKa euHBIX (OPM M MPaBHI UX COCTABIEHUS, OPOpPMIICHHE
U co3JaHue TpapapeTHbIX TEKCTOB

4. pa3zpaboTka enuHBIX (OPM U MPABUI COCTaBJIEHUS, OPOPMIICHHUS U CO3JaHUs TpadapeTHbIX
TEKCTOB

Bompoc 69. UYto Takoe ro1oBoi 00beM JOKYMEHTO000pOTA:

1. ucxoaHasi BeMMYMHA OMPE/IEICHUs KOJTHUECTBA JOKYMEHTOB B OpraHU3aIny;

2. CpPeACTBO OIpEACNICHHs] MOTPEOHOCTE B OPTaHM3AIMOHHOW M BBIYUCIHUTEIIBHOW TEXHHUKE,
BbIOOpa Hanbosee 3 (PEeKTUBHONM CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CITPABOYHOTO arnapara
3. UCXOJlHas BEJIMYMHA /I pacuera YUCICHHOCTU COTPpYAHHKOB ciyxOwl 1OV, omnpenenenus
CTETNIEHH 3arpy:KEHHOCTH CTPYKTYPHBIX MOAPA3JCICHUNA U OTACNbHBIX PAaOOTHUKOB, CPEICTBO
oTpeieNIeHUs MOTPEeOHOCTEH B OPraHN3allMOHHON W BEIYUCIIUTEIFHON TEXHHUKE, BEIOOpa HanboIree
3¢ (HeKTUBHON CUCTEMBI PErHCTPAINU TOKYMEHTOB U CIPABOYHOTO anrapara;

4. BCe OTBETHI BEPHBIE

Bompoc 70. Yto Takoe JOKyMEHTOOOOPOT:

1. nBUXKEHUE JOKYMEHTOB B OpraHM3al[ii C MOMEHTA UX MOJIYYEHUs J0 3aBEPIICHUS UCTIOTHEHUS
HJIM OTHIPAaBKH B KOMUTET I10 ACJIaM HECOBCPIICHHOJICTHUX

2. JBWXKEHUE JIOKYMEHTOB B OpraHu3alMd C MOMEHTa HX CO3JaHHs WIM MOJY4YEHUs 10
3aBCPIICHUA NCITIOJTHCHUA UJIN OTIIPABKH



3. KOHTPOJIb 32 CPOKAMU HCIIOIHEHHUS TOKYMEHTA,
4. cocraBienue 1 0POpMIICHHE JTOKYMEHTOB B OPraHU3aLUN

Bomnpoc 71. Bribepure OCHOBHBIE ATaITbl MOATOTOBKU U 0()OPMIICHUSI BHYTPEHHUX JTOKYMEHTOB
B oduce:

1. cocTaBiieHre IPOEKTa U COIVIACOBAHUE;

2. IpoBepKa NPaBUIbHOCTH O(POPMIICHHUS;

3. noanMcaHue U PErucTpaLus;

4. Bce BapuaHTHI IPaBUIIbHBIE

Bormpoc 72. Uto BkitoyaeT B ceOsl perucTparus J0OKyMeHTa:

1. mpocTaBiieHHE PETUCTPALIMOHHOIO HOMEPA;

2. mpocTaBJeHHE JaThl;

3. 3anKch HEOOXOAUMBIX CBEJICHUN O JOKYMEHTE B PETUCTPALIMOHHON (hopMe;
4. Bce BapuaHTHI IPABUIIbHBIE

Bonpoc 73. UnauBuyanbHble CPOKH UCTIOJIHEHUS YKA3bIBAIOTCS:
1. B TeKCTE TOKYMEHTA UJIU B PE30JIIOLUY;

2. B IPUJIOKCHUU;

3. B pe30JII0LINY;

4.B crienMaIbHO U3JIAaHHOM PaCTOPSKEHUN

Bonpoc 74. OcHoBuble GyHKINH, KOTOpbIe obecnieunBaeT JJOV:
1. nianupoBanue;

2. y4eT U OTYETHOCTb,

3. ¢uHaHCUpPOBaAHHUE;

4. Bce OTBETHI ITPaBUJIbHBIE

Bonpoc 75. UTo moHUMAIOT MOJ1 CITY>KEOHBIM TTOJIEM:

1. MecTo, KOTOPOE HE 3aHATO PEKBU3UTAMU;

2. MECTO B IOKYMEHTE, KOTOPOE€ HE 3aHATO PEKBU3UTAMHU, 332 UCKIIFOUEHUEM PEKBU3UTOB 1, 2, 3, 4,
5, 18, 1 mpeAHa3HAYEHO JIJIS 3aKPETUICHHS] IOKYMEHTA B TEXHUYECKUX CPEJICTBAX XPAHECHHUS;

3. MECTO B IOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMM;

4. TeKCT JOKyMEHTa

Bompoc 76. Uto Takoe KOMHs 4acTH IOKYMEHTa, KOTOpas 3aBepeHa B OMPe/ICICHHOM MOopsaKe?
1. mIpOeKT JOKyMEHTa;

2. DNEKTPOHHAs KOS,

3. BBHIIIHCKA,;

4. nyOnuKar.

Bomnpoc 77. Llens peructpauuu T10KyMEHTOB:
1. KOoHTpOIIB;

2 obecrnieyeHne UX y4eTa,

3. 06a oTBeTa MpPaBUIIbHBIE;

4. 06a oTBETa HEBEPHBIE

Bormpoc 78. Uto Takoe G1aHK JOKyMEHTA:

1. cranmapTHBId JnuCcT Oymaru, Ha KOTOPOM BOCIPOHM3BOAUTCS TOCTOSHHAS HH(OpPMAIIU
JIOKYMEHTA ¥ €CTh MECTO JIJIsl IEPEMEHHOM MH(POpMaITUN

2. HecTaHJApTHBIM JHCT Oymaru, Ha KOTOPOM BOCIPOHM3BOAUTCSA TOCTOSIHHAs WH(pOpMAaIus
JIOKYMEHTA ¥ €CTh MECTO JIJIsl IEPEMEHHOU MH(POpMaITUN



3. cTaHmapTHbIM JHMCT Oymaru, Ha KOTOPOM BOCIPOM3BOAUTCS MOCTOSTHHAs HHQOpMAIIUs
JIOKyMEHTA
4. Bce OTBETHI HETIPaBUIIbHbBIE

Bomnpoc 79. Uto Takoe 10KHOCTHAS UHCTPYKITUSA:

1. TOKyMEHT, B KOTOPOM OTMEUEHbI HAPYIIUTEIH TPYAOBON JUCIUTIINHBL,

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

3. OpraHu3alMOHHO — PACTIOPSAUTEIBHBIM JOKYMEHT JJIUTEIBHOTO WM MOCTOSSHHOTO CpOKa
IeicTBUS (OO BBEIEHUS HOBOH), B KOTOPOM OINpEIeNieHbl HaydyHO — TEXHUYECKHe,
TEXHOJIOTUYECKHe, (UHAHCOBBIE © JPYyTrU€ CTOPOHBI JEATCIBHOCTH OpTraHMU3AINH, €€
MoJipa3iesieHui 1 TOJKHOCTHBIX JIULL;

4. HOPMATUBHBIN aKT, ONMPEACISAIONUN MOPSIOK 00pa3oBaHUs, CTPYKTYpPY, (YHKIHMH, TIpaBa U
00513aHHOCTH OpPTraHU3allUU, CTPYKTYPHOTO MOAPA3ICICHUS, KOJIETHAIbHOTO OpraHa

Bormpoc 80. Kakue dakTbl n3nararoTcsi B IepBoi ¥ BO BTOPOM YacTAX CIIPaBKH:

1. B mepBOil 4acTH CHpaBKHU M3iararoTcs (HakThl, MOCITYKUBIIKE IMOBOJOM K €€ HalMCAaHUIO, BO
BTOPOIl — IPUBOIATCS KOHKPETHBIE JaHHBIE;

2. B TIEpBOM YaCTH CIPABKH HU3JIATalOTCs IOBOJBI, MOCTYKUBIIHE MTOBOJAOM K €€ HalMCaHUIO, BO
BTOPOIl — MPUBOJATCS CTATUCTUYECKHE TAaHHBIE;

3. B TIEpBOM YaCTH CIIPaBKH U3JIAral0TCs KOHKPETHBIC IAHHBIC, @ BO BTOPOI — IPUBOAATCS (DAKTHI,
MOCITY>KUBIITUE TTOBOJOM K €€ HalMCaHUIO;

4. B ICpBOM YacTH CIPABKU W3JIATAIOTCS (PAKThI, MOCITYKUBIIUE TIOBOJIOM K €¢ HAIMCAHUIO, BO
BTOPOil — BBIBOJIBI U TIPEITIOKEHUSI.

Bomnpoc 81. Uto Ha3bIBaeTCA CIIPaBKOM:

1. JOKYMEHT, MOATBEPKAAFOIINNA KaKHEe-THO0 (DaKThl HIIU COOBITHUS;

2. (haKTbl, MOCITYKHUBIIHME TOBOJIOM K €€ HallMCaHUIO;

3. JOKYMEHT, IJie IPUBOIATCS KOHKPETHBIC TAHHEIC,

4. TOKyMEHT, perIaMeHTUPYIOLINI MOPSA0K BHIIOTHEHHS KaKOTO-I100 mpoliiecca

Bomnpoc 82. Ha xakue 1Be OCHOBHbIE TPYIIIBI MOKHO MO/APa3AEIUTh BCE MHCTPYKIMH:

l. JOMKHOCTHBIE MHCTPYKLIMH, ONpeleNsionue (QYHKIMM, T[paBa, OOA3aHHOCTH U
OTBETCTBEHHOCTb JIOJPKHOCTHBIX JIMII;

2. UVHCTPYKLUH, periaMeHTHpPYIOIIMEe MOPAJOK BBINOJIHEHHUS KaKoro-imbo mporecca, B
OCYILECTBJICHUM KOTOPOIO MPUHUMAIOT y4YyacTHE HCIOJHUTENN (JODKHOCTHBIE —JIMIA;
Mo/pa3iesieHus ),

3. 06a oTBeTa MPaBUIIbHBIE;

4. 06a oTBeTa HENpaBUIIbHbBIE

Bormpoc 83. biranku uMeroT moJsi:

1. mpaBoe u HIkHEe — He MeHee 10 MM;
2. nesoe — 20 MmM;

3. BepxHee — He MeHee 20 MM;

4. Bce OTBETHI BEPHBI

Bompoc 84. Vkaxute pekBU3UT, HE BXOASAIMUN B (GopMyssip MpuKaza Mo JUYHOMY COCTaBY:
1. aopecam,

2. 0ama,

3. noonuce;

4. mexcm



Bonpoc 85. Vraoicume 3adauu apxusa:

1. npuem, yuem, xpanenue 0OKYMEHMO8, 3AKOHUYEHHBIX OENONPOU3BO0OCMBOM, UHDOPMAYUOHHO-
Cnpagounas paboma no apxusHvlM OOKYMEeHmMAaM Npeonpusimus,; Op2anu3ayuoHHO-MemooulecKas
HOMOWb NO e0eHUI0 0eIONPOU3BOOCMEA;

2. npuem, yuem, XxpaHerue OOKYMEHMO8;

3. npuem, yuem, xparenue OOKYMEHMO8, 3aKOHUEHHbIX 0eTONPOUZBOOCNEOM,

4. UHDOPMAYUOHHO-CRPABOYHAA paboma NO  APXUBHbIM OOKYMEHMAM Npeonpusmus;
OP2AHU3AYUOHHO-MEMOOUYECKAs NOMOUb NO 8e0EHUI0 0eONPOU3B00CEA

Bonpoc 86. /lena, noocomognennvie Ha apxugHoe XpaneHue 0esamcs Ha.
1.mexywue dena u 0ena nPOWIbIX Jien,

2.3aKOHYeHHble U He3aKOHUeHHble 0eld,

3.0ena no 1yHOMy cOCmasy u no YUHAHCOBOL OesTMeNbHOCIU,

4. 0ena no auuHOMY cocmagy npeonpusmus U 0eid Ho OCHOBHOU 0essmeIbHOCU

Bonpoc 87. bBykeennoe, yugpogoe, unu KoMOUHUPOBAHHOE O0003HAYEHUe OOKYMEHmA,
VKA3bleaujee Mecmo e20 COCmasieHus U XpaHeHust — 9mo:

1. pexeuszum,

2. uHoeKc OOKyMeHma,

3. Homep OoKkymeHma,

4. cnyocebHoe none

Bormpoc 88. ®paza “3anepkka NOCTABOK MOYKET MIPUBECTHU K...” TOBOPUT O TOM, YTO IMHCHMO IO
COJIEP’KaHUIO SABJISETCS:

1.unopMaIMOHHOE TUCHMO,

2.muceMo-odepTa,

3.muchEMO-peKJIamarntus,

4. nucbMoO-TIpeayNnpexKICHIE

Bompoc 89. YkaxwuTe rnocienoBareaIbHOCTh JIEMEHTOB, U3 KOTOPHIX JTIOJDKEH COCTOATH 3ar0JI0OBOK
Jena:

1. Ha3BaHuWe BUAA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BHUJIAa JOKYMEHTA, KPATKOE COJAEPIKAHMUE;

3. Ha3BaHUE BUJA JOKYMEHTa, CJIOBO “‘KOmus;”

4. Ha3BaHMe BUA IOKYMEHTA, KpaTKOE COJIepKaHue, 1aTa, CJI0BO “KOMUS

Bomnpoc 90. Beipaxenune “Coobmiaem Bam, 4To...” TOBOPUT O TOM, YTO JaHHOE MHCHMO IO
COJIEpXKaHuI0 Oy/eT:

1. nuceMo-odepra;

2. MUCHbMO-HU3BEIICHHE;

3. NUCbMO-peKIaMalus;

4. mUCBMO-TIpEAYNpPEXACHHUE

Bormpoc 91. Kommuiekec 7OKyMEHTOB, COAEpIKAITUX HEOOXOIUMBIE CBEACHUS O PAaOOTHHUKE U €T0
TPYJIOBOM CTa)Xe — 3TO:

1. neno;

2 .cupaBKa;

3. BBITIMCKA U3 TPYJAOBOM KHUKKU;

4. TMYHOE JIeTI0

Bompoc 92. Ykaxute 0oCHOBHOM BUJ pabOThI, 00€CTIEUNBAIOINI CHCTEeMAaTH3allls JOKYMEHTOB B
JIEJIONPOU3BO/ICTBE:



1. cocTaBneHue MTATHOTO PaCUCAHNUS;

2. peructpanus JOKyMEHTOB;

3. KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB;
4. cocTaBiieHHE HOMEHKIIATyphl A€l

Bomnpoc 93. JIokyMeHTBI TIOCII€ PErUCTPALIUU MTEPEAAIOTCS:
1.B apxus;

2. B MOJpa3/IeieHHs] OpraHu3alluy;

3. B puHAHCOBBII OTACIT;

4. pyKOBOJUTEIO IJII PACCMOTPEHHUS U IPUHSTUS PEIICHUS

Bompoc 95. BHyTpeHHHE TOKYMEHTBI pETUCTPUPYIOTCS:
1 .B neHp ohopMIICHHS;

2. B JIcHb ITOJITMCAHUS,

3. B JIeHb Nlepe/iayil B apXUB;

4. noce uCNoJHEHUs

Bompoc 96. B dhopmyisip 3asBieHus] HE BXOJUT PEKBU3UT:
1. nara;

2. TEKCT;

3. IOJNKCE;

4. rpu¢ orpaHuYEHUs AOCTYIA K JOKYMEHTY

Bompoc 97. Ilpukassl 1o TMYHOMY COCTaBY BU3HPYIOTCS:
1.PykoBouTeneM opraHu3aiuy;

2. pyKOBOJMTEIIEM U 3aMECTUTEISIMU;

3. pyKOBOAUTEIEM, 3aMECTUTEISIMH, HAYaIbHUKOM OTZela KaJpoB;
4. BCeMU 3aUHTEPECOBAHHBIMU B MPUKA3E JIUIIAMHU

Bompoc 98. Ha3zoBute 0CHOBHOM JOKYMEHT, MOATBEPKAAIOIINN CTaK pabOTHI:
1.1u4HOE J1EeNIO;

2.10KyMeHT 00 00pa3oBaHuY;

3.pe3ome;

4. TpynoBasi KHM)KKa

Bompoc 99. Vkaxure DOKyMEHT, (DUKCHUPYIOMIHI X014 OOCYXIEHHS BOMPOCOB U TPHUHSATHUS
pelieHuit Ha coOpaHusIX, 3aceJaHusIX, COBEIIAHUAX U T.11.:

1. pe3omonus;

2. peleHue;

3. cripaBKa;

4. npoTokon

Bonpoc 100. 3meHeHus 3anuceil B TPyIOBYIO KHUKKY BHOCSATCSI HA OCHOBaHHH:
1.pe3tome;

2.yCTHOTO 3asBIIEHUS] PaOOTHHKA,

3.MMCBMEHHOTO 3asiBI€HUs paOOTHUKA;

4. TOKyMEHTOB, MOATBEPKIAOIINX ITH U3MEHEHUS.



KoHTpoJibHbIE BONIPOCHI K 3a4eTy

1.enn, 3anaun u npuHumns! JOY. Uctopus JJOVY kak Hayku.

2.Ilpeamer u 3aga4m Kypca.

3.Jloruueckasi CTpyKTypa NHUCHMIUIMHBI, €€ MECTO B CHUCTEME MOATOTOBKU CHEIHAINCTA,
MEXIPEMETHBIE CBSI3U.

4. CoBpeMEHHOE JIETIONPOU3BOICTBO: 111, 3a]]a4l U MPUHIIUIIBL.

5. OcHOBHBIE TOHATHS M OIpeAeNeHHUs: JOKYMEHT: €ro cBoiictBa M (QyHKIHH,
JIeNTOTIPOU3BOICTBO, TOKYMEHTOBEIEHUE, IOKYMEHTOO0OPOT.

6. Buabl JOKYMEHTOB U UX Ki1accuuKaius

7. CocraB ynpaBiIeHYECKUX JTOKYMEHTOB.

8. IloHsiTHE CUCTEMBI IOKYMEHTALIUH.

9. OyHKUHUOHAJIBHBIE U OTPACIEBBIE CUCTEMBI JIOKYMEHTALIUH.

10. Yauduxanus v craHAapTU3aLUs yIIPaBICHUYECKUX JOKYMEHTOB

3ajaHusa s IPOBEPKHM YMEHUM M HAaBBIKOB NIPHUMEHECHHS CTYASHTAMHU TSOPETHUECCKHX
3HAHUN IPH PEIICHUN IIUPOKOro Kpyra HpoOJIEMHO-aHATUTHYSCKUX M MPAKTHYECKUX YIEOHO-
npodecCHOHANBHBIX  3aJa4, THUIOBBEIX 3a4a4  (IpOABMHYTBLIA M NIOBBIIICHHBIA YPOBEHD
dhopMHupOBaHNs KOMIETEHIIMHI)

Iloozomoeka ungopmayuonno2o npoexma

1. WndopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI — CIIPaBKH, aKThl, JOKJIAHbIE U
0OBSICHUTENBHBIC 3aITUCKH, IOBEPEHHOCTH, CITy)KeOHbIE TUChMAa, TeTIePOHOTPaAMMBI,
TeJlerpaMMmBbl, (pakcorpamMmmal.

2. DNeKTpOHHBIN JOKYMEHT U mpoliemMa ero mpaBoBoro craryca. [Ipunanne
IOPUJIMYECKOM CHIIbI IOKYMEHTY B 3J1€KTPOHHOM (hopme. OCOOEHHOCTH COTIacOBAHUs
JJIEKTPOHHOIO JOKYMEHTA.

3. Hcnonb30BaHuE KOMIIBIOTEPHBIX TEXHOJIOTUH NP CO3JaHUU U 0(OPMIICHUH
NoKyMeHTOB. [IpuMenenne 6a3 naHHBIX, I1a0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

4. MexXBeIOMCTBEHHbIE, BEIOMCTBEHHBIEC apXUBbI. APXHUBbI OPraHU3aALNMN,

5. mpennpusATui, yupexxaeHui. ['ocyaapcTBeHHbIE apXUBbI

IIpobseMHO-aHATUTHYECKHUE 3a/IaHUS

1. Ucnonezys I'OCT 7.32 — 2001 IIpaBuna odopmiieHHs] TEKCTOBBIX JOKYMEHTOB,

chopmynupyiTe OCHOBHBIE TpeOOBaHUA K O(POPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2. Ucnonme3ys TI'OCT P 6.30-2003 VYHupHUUUPOBAHHBIE CHUCTEMBI JIOKYMEHTAIHUH.
VYHupuuupoBaHHas cHUCTEMa OPraHU3AIlMOHHO-PACHIOPSAUTENBHON JTIOKYMEHTAlUU.
TpeboBanust k OG(OPMIEHUIO JOKYMEHTOB, C(HOPMYIHpYyHTe NpaBuia OQOPMIICHHS
OpraHU3aI[MOHHO-PACTIOPSAUTENLHON JTOKYMEHTAIU!
Hcnonb3ys KOHKPETHBIN JOKYMEHT, IEPEUNCIIUTE PEKBU3HTHI.
CocTaBbTe cXeMy pacTOp:KE€HHUs TPYAOBOT'O JI0rOBOpa [0 MHUIIMATUBE PAOOTHHKA.
Haueptute cxemy 10KyMEHTO0O0OPOTa B OpraHU3aIH
CocTaBbTe MHCTPYKIIMIO 110 COCTABICHUIO HOMEHKIIATYPHI Jell.
3anumure mnpaBwia paboOThl C JOKYMEHTaMHU COAEPXKAIMMU KOH(PHICHIHATbHYIO
uH(}OpMaIHIO.

Nk w

HcnpasbTe ommOku B 0OPMICHHH PEKBU3UTOB:
Ne
PexkBHU3UT
n/n
1 1.11.18 rona
2 rop. C- IlerepOypr, Poccus, ynuna C.-lllepbuna, 1.35-2,0duc 7
3 3ancTpolMOHTaX




4 [Tpo HE0OX0MMOCTH YBOJHUTH VBamikeBnya

5 ['en. nupexrop «Tepemox» Urnaros P. I1.
BepHo:
6
21.12.2018
7 COTJIACOBAHO A. T. I'ekoBbiM 3 mexabps 2018 roga
8 Mapt 2018 rona ]
9 [ Tpoury noaroroBuTh NpoekT gorosopa ¢ 3A0 «Mckpa» k 14.05.18 r.
10 reH. gupektop [loanuck Ty3HI/IKOB H. U.
O npuriameHuy Ha BEICTABKY HOBBIX TEXHOJIOTHM, KOTOpasi COCTOUTCS
11 20.09.2018
CornacoBano 12.04.18
12 Ct. MeHeKep [Toanuce
Kpunkuit M. P.
13 09.18.18 .
14 0 3acelaHuy NpaBieHus kooneparuBa«CrapT»

rop. C-IlerepOypr

OAQO «Ilonenray;

15
r. Hux. HoBropon, 115209,
yi1. Moui.-I'Bapnerines,2 1
Jlupexktopy Gpupmbl «PocHEPTHY
16 byneiruny E. M. ot rnmaB6yxa UmkoBa
IIpo0sieMHO-cUTyallHOHHBIE 32 IaHUS
3ananue 1
1. Ha3zoBure Bce BUABI [JOKYMEHTOB U YKaXHTe, [0 KaKUM IpU3HAKaM OHHU
KJIACCU(PUITUPYIOTCS.

2. Haiiaure onpeneneHue JOKyMEHTa B TOCYIapCTBEHHOM CTaHJapTe.
3. CocraBbre Tabnuny «lloHATHE JOKYMEHTa B HAYYHBIX TUCILUILINHAX.
4. Omnpenenure BUJ JOKYMEHTA: O(UIIHATBHBIC, TUUYHBIE U IUYHOTO IPOUCXOXKACHUS.

3ananue 2
1. CocraBbTe mpHKa3 (pacrnopskeHue) o mpueme Bac Ha paloTy,
2. CoctaBbTe IpUKa3 (pacHopsDKEHUE) O EPEBOJIE Bac Ha IPYTyIo paboTy.
3. Cocrasbte [Ipuka3 (pacnopsikeHue) o Mpea0CTaBICHUH BaM OTITYCKa.

3aganue 3

1. CoctaBbTe rpaduk OTIyCKOB OpraHU3aIMK COCTOALIEH U3 15 COTPYIHUKOB: 2 U3 KOTOPBIX
3aMECTUTENIH PYKOBOAMTENS, OJUH- IJIaBHbII Oyxrainrep, 2 — OyXrajarep u Kaccup, OJIUH —
CHEeLMAINCT OTJeNa KaapoB, 5 — pabouyMX-CMEHIIMKOB, 2-pabOTHUKM Ha § 4YacoBOH

pabounii 1eHb, 01HAa — yOOPIIHUIIA, 2 — MEHEIKEPOB.

2. CocraBbTe mpuKa3 (pacnopspKEHHE) O MPEKpAIEHUH AEHCTBHUSI TPYLOBOTO JOroBOpa

(KOHTpaKTa) ¢ BaMHU.
3. CocraBbTe npuKa3 (pacnopspKEHHE) O HApPaBJICHUH Bac B KOMaHIUPOBKY.
4. BpImumuTe KOMAaHIUPOBOYHOE yIOCTOBEPEHUE paOOTHUKY.

3amanue 4

1. Pas0Geiitech Ha rpynmsl 1o 4 yenoBeka M cocTaBbTe lIpaBmila BHYTpEHHETO TPYIOBOIO
pacniopsiaka; IlonoxkeHne o 3amuTe MepcoHaNbHBIX JaHHBIX; llomoxkenue o6 oruiare

Tpyaa; [lonoxenue o CTpyKTYpHbIX noapasenenusx; [Tomoxenue o6 arrecranuu



2. BsiOepute 0fHY U3 KOHKPETHBIX JODKHOCTEH M COCTABbTE JODKHOCTHYIO HHCTPYKITHIO.
3. CocraBbTe NpUKa3 O MOOIMIPEHUH PAOOTHUKA.

3ananue 5
1. Pasbeiitech Ha Tpynmbel mo 4 yenoBeka M cocTaBbTe [lojokeHHE O TpPEeMHpPOBAHUU,
HNHcTpykiuio 1mo KaapoBOMY Jel0Npou3BOJICTBY; [lookeHne o0 OlleHKE MepcoHaa;
[Tonoxenue 06 o0yuenuu; [Tonoxxenne 06 amanranuu

3amanue 6
2. CocraBbTe TpadyK JOKyMEHTOOO0pOTa B KOHKPETHON OpraHU3alHy.
3. Pas0eiitech Ha Tpynmbl Mo 4 4einoBeka U coctaBbTe [lomokeHne o paboTe ¢ KaapOBBIM
pesepBoM; [lonoxeHne o mpeMupoOBaHUU.

3ananue 7
1. IlpencraBpTe CTPYKTYpy Y cCTaBa OpraHU3alHM.
2. CocraBbte [locTaHOBIEHHE 110 KOHKPETHOMY COOBITHIO.
3. CocraBbTe peleHue Mo KOHKPETHOH 3a7aue yIpaBiIeHUs.
3ananue 8
1. CocraBbTe MpHKa3 MO KaJAPOBOMY COCTABY.
2. CocraBbTe yKa3aHHE IO PEIIEHUI0 KOHKPETHOTO BOIIPOCa.
3. CocraBbTe pacrnopssKEeHUs: IO KOHKPETHOMY COTPYAHHUKY
4. OdopmMuTe IPOTOKOI 3aceaHus COOpaHUS KOJUICKTUBA OPTaHU3AIIHH.

3ananue 9
1. CoctaBbTe aKT 0 HAPYLIEHUU TPYJOBOTO JOTOBOPA KOHKPETHOT'O COTPYAHHUKA.
2. Onwuute cTpykTypy IlosnoxeHnus kak JOKyMeHTa.
3. OnuiuuTe MpaBuia COCTaBICHUS HHCTPYKIIMH.

3aganue 10
1. Hcnonb3ys THIIOBYIO OpMY «OOIIHIT OJIaHKY» 3alIOJHUTE €e.
2. Hcnonb3ys TUNIOBYIO PopMy «OJIaHK MUCHMAay 3aIOTHUTE €€
3. Hcnonp3ys TUTIOBYIO (hopMy «OIaHK KOHKPETHOTO BUA IOKYMEHTa) 3allOJTHUTE €e.

Saganue 11
1. HanwumuTe 3asBIeHNE O MpueMe Ha paboTy B KOHKPETHYIO OpraHU3alltio.
2. CocraBbTe aHKETY IS IpriemMa Ha padoTy.
3. 3anomHUTE TUYHYIO KapTOUKY paOOTHHKA, UCTIONB3YS CBEACHUS O ce0e
4. CocTtaBbTe TPYIOBOM JOTOBOP: ISl BPEMEHHOTO pabOTHUKA, IITATHOTO PabOTHUKA, IS
CAENBHOM paboThI, IO OKJIAdY.

3amanmne 12
1.CocTaBbTe MPUMEPHOE MITATHOE PACIIHCAHUE.
2. Odopmute y4eTHYIO KapTOUKy HAYYHOTO, HAYYHO-TIEAarorndeckoro paboTHUKA.
3. 3amosHnuTe OJaHK JUIEBOTO CUYETA.
4. 3amoiHMTE 3aMUCKY-pacyeT O MPeJOCTaBICHUH OTIyCKa pabOTHHUKY.

3ananue 13
1. 3amonHuTe 3amMCKy-pacdeT MNpPH MPEKpPAIIEHUH JEHUCTBHS TPYIOBOIO JOTrOBOpPA
(KOHTpaKTa) ¢ paOOTHUKOM.
2. CocrtaBbTe akT O IpHEMKe paboT, BHIOJHEHHBIX 110 TPYJOBOMY JIOTOBOPY (KOHTPAKTY),
3aKJIFOYEHHOMY Ha BpeMs BBIMIOJIHEHUS ONPEeICHHON paboThl.
3. Hanumwure 3asiBieHHE HA IEPEBOJT B IPYTYIO OPTraHU3ALMIO.



4. Hanumure 3agBJ€HUE HA IEPEBOJ HA IPYTYIO JOJKHOCTD.

3amanue 14
1. 3anosHuTE )XypHaa perucTpanuy UCXOIAIMX JOKYMEHTOB
2. 3anoyHuTE XypHAJ PErucTpaliy BXOIAIIeN JOKyMEHTalluK
3. TlocraBpTe Ha TOKyMEHTE OTMETKY O KOHTpOJIE.

3aganue 15
1. Tlepeuncinure HamboJiee YaCTO BCTPEUAIONIUECS B IPAKTHUKE MPH3HAKUA TPYIITHPOBKU
JIOKYMEHTOB

2. Onumute nopsAnok GopMupoBaHus Al
3. Onwuumute npoueaypy nepeaadu el B apXus.

3agaHusl K MHTEPAKTHBHBIM 3aHATHIM
Huckyccuonnvie npoyedypul:
ITo Teme «DJIEKTPOHHBIN TOKYMEHTOOOOPOT: TIOJOKUTENIBHBIE U OTPULIATENBHBIE YEPTHI»

5. Meroauyeckue MaTepHajabl, ONpeleJsAOlHe IpouUeaypbl  OLECHUBAHUSA
HHIMKATOPOB JOCTHKCHHS] KOMIICTCHIIUH

Crnenuduka (HOpMUpOBaHHMA KOMIIETCHIMH M HX HM3MEPEHHE  ONpEeIersieTcs
CTPYKTYPHUPOBaHUEM HH(POPMALIMU O COCTOSIHUU YPOBHS MOATOTOBKU O0YYarOIIUXCSL.

Anroputm™bl 0TO0Opa U KOHCTPYUPOBAHUS 3aJaHUH JIJIsl OLEHKH JOCTUKEHUH B IPEAMETHON
001acTH, TEXHMKa KOHCTPYMPOBAaHHUS 3aJaHMH, CHOCOOBl OpraHM3allid U IPOBEACHUS
CTaHJAPTU3UPOBAHHBII OLIEHOYHBIX MPOLIEAYP, METOIMKA IIKATUPOBAHUS U METOIbI 00OPAOOTKH 1
UHTEpIpETallud  pe3yJIbTaTOB  OLEHMBAHHUA  TO3BOJSIIOT  OOy4arolMMCSi ~ OCBOUTh
KOMIIETEHTHOCTHO-OPUEHTUPOBAHHBIE TPOTPaMMBbI TUCIUILIHAH.

®opmMupoBaHuEe KOMIIETEHIIUN OCYLIECTBIIAETCSA B XO/€ BCEX BUJOB 3aHATUMN, IPAKTUKH, a
KOHTPOJIb UX C(hOPMHUPOBAHHOCTH Ha 3TaIe TEKYIIEH, TPOMEKYTOUHON U UTOTOBOM aTTECTAIIH.

OneHuBaHue 3HAHWH, YMEHUH M HaBBIKOB IO y4eOHOH AHMCHUIUIMHE OCYIIECTBIISETCS
IIOCPEJICTBOM HCIIOJIb30BaHHUs CIEAYIOIIMX BUIOB OLEHOYHBIX CPEJCTB:

- OIIPOCHI: YCTHBIN, TUCbMEHHBIN;

- 33aHUSA JJI IPAKTHYECKUX 3aHATUH;

- CUTyallHOHHBIE 3aJJaHUS;

- KOHTPOJIbHBIE PAOOTHI;

- KOJUIOKBUYMBI,

- HanrcaHue pedepara;

- HallMCaHUe 3CCe;

- pEllIEHNE TECTOBBIX 3aJIaHMHIl;

- DK3aMEH.

Omnpocsl 10 BBIHECEHHBIM HA 00CYK/IeHHe TeMaM

YcTHBIE ONPOCHI TMPOBOMASTCS BO BpeMsl MPAKTHYSCKUX 3aHATUM U BO3MOXHBI TpH
MPOBECHUM AaTTECTAllMM B KadyeCTBE JOINOJIHUTENBHOTO HUCHBITAHUS TPH HEAOCTATOYHOCTHU
pPEe3yIbTaTOB TECTHUPOBAHMS M PEIICHUS 3aJaHuil. Bompockl ompoca He MOKHBI BBIXOJIUTH 3a
paMKu OOBSBIIEHHOW JAJISi JTAHHOTO 3aHSATHUS TEMBI. Y CTHBIE OMPOCH HEOOXOJIMMO CTPOUTH TaK,
9TOOBI BOBJIEYh B TeMYy OOCYXKJCHHS MaKCHMaJbHOE KOJUYECTBO OOYYAIOIIMXCS B TPYIIIE,
MPOBOANTH MAapallIeId C YK€ MPOUIEHHBIM Y4eOHBIM MaTepHalioM IaHHOW JUCUUIUIMHBI U
CMEXHBIMH KypCaMH, HaXOIUTh yJadHbIe MPUMEPHI U3 COBPEMEHHOUN JEUCTBUTEIHHOCTH, YTO
yBeNMuuBaeT 3PPEKTUBHOCTh YCBOCHHS MaTepHalia Ha aCCOIMAIIUSIX.

OcCHOBHBIE BOIIPOCHI [IJII YCTHOTO OMNpPOCa JOBOASTCS JO CBEICHUS CTYJACHTOB Ha
MpeAbIAYIIEM TPAKTUUECKOM 3aHSATHH.



[TucpMeHHBIE OMPOCHl TO3BOJISIOT MPOBEPHTH YPOBEHb MOATOTOBKH K INPAKTHYECKOMY
3aHATHUIO BCEX 00YUAIOMIMXCs B TPYIIIE, IPU TOM OCTaBIISAS JOCTATOYHO y4eOHOTO BPEMEHHU IS
UHBIX (OPM IEIaroruuecKoil JesTeNbHOCTH B PaMKax JaHHOrO 3aHATUs. [IMCbMEHHBIH ompoc
OpOBOIUTCS 0€3 NPeAyNpexIeHUs, 4TO CTHMYJIUPYET OOy4aromMXCsi K CHCTEMAaTHYeCKOU
HOATOTOBKE K 3aHATHSIM. BOIpOCHI [71s 01poca roToBATCS 3apaHee, GOpMYIHPYIOTCS Y3KO, 1a0bl
oOydaronuiicss UMen OOBEKTUBHYIO BO3MOKHOCTH IOJIHOIIEHHO €r0 OCBETUTH 33 OTBEICHHOE
BpEMSL.

ITucemMenHbIe OITPOCHI HCHCCOOGpa?:HO MNPpUMCHATL B MLCIIAAX IIPOBCPKHU YCBOACMOCTU
3HAYMTENILHOrO0 00beMa y4eOHOro MarepHana, HalpuMmep, BO BpeMsi IPOBEICHUS aTTECTALUH,
KOT/1a HEOOXOAMMO TIPOBEPUTH 3HAHUS 00YUAIOLIMXCS [0 BCEMY KYpCY.

[1pu oLIeHKE ONPOCOB aHATH3Y TOJICKUT TOYHOCTH (POPMYITUPOBOK, CBSI3HOCTh U3JIOKCHUSI
Marepuaia, 000CHOBAaHHOCTb CYXKICHUH.

Pemenue 3anannii (Keic-MeToAbI)

Pemienue keiic-MeTO0B OCYIIECTBIIAETCS € LEJIBIO IPOBEPKH YPOBHS HABBIKOB (BJIaICHUI)
oOyuyaromierocsi 1o MPUMEHEHUIO COJIEP)KaHUs OCHOBHBIX IMOHSATHH M TEPMHHOB JIUCLUIUIMHBI
BOOOIIIE U KaX/1011 €€ TeMbI B YaCTHOCTH.

OOyuatoniemycsi OOBABISIETCS YCIOBHE 3aJlaHMsI, PEIICHHE KOTOPOrO OH HM3jaraer Ju0o
YCTHO, JTMOO MUCHMEHHO.

O} PeKTUBHBIM HMHTEPAKTUBHBIM CIIOCOOOM PEIICHUS 3a/IaHUs SBIIICTCS COIOCTABJICHHUS
pe3ysabTaTOB pa3pelIeHus OJJHOrO 3aJjaHus ABYMs U 00Jiee MaJIbIMU I'pYIIaMHU 00y4aroLIXCs.

3amaun, TpeOyrOmMe HW3YYCHUS 3HAYMTEIHLHOTO O0BheMa, HEOOXOJAMMO OTHOCHUTH Ha
CaMOCTOSITENIbHYIO paboTy CTYAEHTOB, C HEINPEMEHHBbIM pPa300poM pe3yabTaTOB BO BpeMs
IPAKTUYECKUX 3aHATUH. B 1gaHHOM cilydae pelleHue CHUTYyallMOHHBIX 3ajjad C T[IIyOOKUM
000CHOBaHHEM JIOJKHO MPEACTABIATHCSA Ha IPOBEPKY B MMCbMEHHOM BH/JIE.

[Ipu oueHke pemieHus 3aJaHuil aHATU3UPYETCs MOHUMAaHUWE OOYYaIoIMMCS KOHKPETHOU
CUTyallud, NpPaBUIbHOCTb €€ IOHMMAaHUS B COOTBETCTBUM C U3y4yaeMbIM MaTepHajoM,
CHOCOOHOCTh 00OCHOBAHUS BRIOPAHHON TOYKH 3peHUs, IIyOuHa MPOpabOTKH pacCMaTPpUBAEMOTO
BOIIPOCA, YMEHHUEM BBISIBUTH OCHOBHBIE [TOJIO’KEHHSI 3aTPOHYTOr0 BOIPOCA.

Pemenue 3aganuii B TecToBOM hopme

HpOBO)II/ITCSI TECTUPOBAHUEC B TCUHCHUC U3YUYCHUA JUCHUITIIMHBI

He menee yem 3a 1 Henento 0 TECTUpPOBaHUS, IMPENOAABATENb AOJKEH ONpPENEIUTh
06y‘IaIOHII/IMC$I HUCXOJHBIC NAHHBIC NI MOATOTOBKH K TCCTHUPOBAHUIO: HA3BATH Pa3aCiibl (TGMBI,
BOMPOCHI), IO KOTOPBIM OYyAYT 3a/1aHus B TECTOBOM (popMe, TEOpeTUUECKHE UCTOUHUKH (C TOYHBIM
yKa3aHUEM Pa3JesioB, TEM, CTAaTEM) IJIsl TOATOTOBKH.

[Tpu MpOXOKIEHUN TECTUPOBAHUS TMOJIb30BATHCS KOHCIEKTAMU JICKIHMH, ydeOHHUKaMU, U
WHBIMHA MaTe€pHaIaMU HE Pa3peIleHO.
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