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1. Mepeyenn Kox0B KOMIETEH ML, (POPMHUPYEMBIX THCHMILIHHON B MPOLECCe 0CBOECHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna K U
KOMIIETeH LM aTeropusi KOMneTeHUU Ko
IIK-1

[Tpodeccnonansubie - e

2. KoMnerennuu u HHAUKATOPLI UX TOCTUKCHUS

Kon ®opMyJIHPOBKA NHaukaTopsl 10CTHKEHUST KOMIIETEeH T
KOMIIETEeHIIUH KOMIIETEeHIIUH
MnK-1 Crniocoben cooupaThb u|IIK 1.1. OcymecTBiaser MOHUTOPHHT
aHAIM3UPOBaTh UHOpPMAIUIO | HHOOPMALIMOHHBIX HUCTOYHUKOB,
JUISL TIPUHSTHS HEOOXOJHMMBIX | HEOOXOIMMBIX VTS TPUHSTUS
VIPaBICHUYECKUX PEIICHUH B | YIPaBIEHYECKUX PEIIeHU
paMKax taktuaeckoro | [IK 1.2. Onpenensier MeToabl 1 METOJAMKU B
TUTAHUPOBAHUS paMKax TaKTHUYECKOTO IUIAHUPOBaHUS IS
NPUHATHS HEOOXOJIUMBIX YIIPaBICHUYECKUX
pelIeHU
1HK-7 CriocobeH oCynecTBIATh [IK 7.1. Ucnionb3yeT HaBbIKU

JIOKyMEHTUPOBAaHUE IIpoLecca
YIIPABJICHUS PUCKaMU B
paMKax OTAEIbHBIX OM3HEC-
IIPOLIECCOB U
(bYyHKIMOHATBHBIX
HaIlpaBJIEHUMN CTPYKTYPHBIX
NIOAPAa3ACICHUN OpraHu3aluu

JOKYMEHTUPOBAHUSA DPE3YIbTaTOB B pPaMKax
OTJIETTbHBIX OU3HEC-TIPOIIECCOB

[IK 7.3. OnpenensieT u CpaBHUBAET
napameTpbl SIKOHOMUYECKUX U
YIPABJIEHUYECKUX MPOLECCOB, MPOTEKAIOIINX
B CTPYKTYPHBIX MOJIpa3/ICICHUIX

3. OnucaHue VIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs M0 JUCIUIITIHHE
3.1. Onucanue MIaHAPYEeMbIX Pe3yJIbTATOB 00y4eHH MO TUCHHUIINHE
[TnanupyemMbie pe3ynbTaThl O0yUEHHUS MO MUCHUILIMHE TMPEACTaBICHBI JECKpUNTOpaMu (3HAHHS,
YMEHUS, HaBbIKH).

Jeckpunropsi 3Hatp Ymersn Baaners
10 AMCUMIJIMHE
Kon IK-1

KOMIICTCHIIMU




CnocobOen -COBPEMEHHOE - UCIIOJIB30BaTh COBPEMEHHOE | - METOJI0JIOTHEN
coouparp u 3aKOHO/IATENbCTBO B | 3aKOHOJIATENIbCTBO, KJIACCU(PUKAITIH,
aHaJIU3UpPOBaATH chepe POCCUICKOT0 | HOpPMaTUBHBIE U | CTaHJapTU3ALUU u
uHbOPMAIIHIO JEJIONPON3BOJICTBA; METOJIMYECKHE  JIOKYMEHTBI, | YHU(DUKAIIUU
JUI IPUHATHUSA - HOpPMAaTHUBHbBIC U | peryiaupyronme JBIDKEHUE | JOKYMEHTOB;
Heo0Xo JHUMBIX MCETOONYCCKHEC ,Z[OI(yMeHTOO60pOTa B |- MMOHATUHHBIM
YIPABJIEHYECKUX | JAOKYMEHTHI, rOCyIapCTBEHHBIX U | anmapatoM B cdepe
peICHU B perynupyomnue MYHHIIATIATBHBIX HOPMaTHBHOTO "
paMKax IBIKCHHE OpTraHM3aIHsIX; MIPaBOBOTO,
TaKTHYECKOTO JOKYMEHT0000poTa B |- OCYIIECTBISITh | PETyIUPOBAHUS
IJTaHUPOBAHUS roCy1apCTBEHHBIX U | IETONPOU3BOJCTBO U | IETONpOU3BOACTBA B
MYHUIIUTIATBHBIX JOKYMEHTOOOOpOT B OpraHax | OpraHu3aliH;
OpraHH3alNAX; rocyJIapCTBEHHOM BJIACTH
- HamnpasyeHust | Poccuiickoit ®denepanuu,
KJIacCU(pUKAIIH, opranax TOCyIapCTBEHHOM
CTaH/IapPTH3AIHUN U | BIacTH CyOBEKTOB
YHUPHUKAITTT Poccuiickoit depnepanuu,
JIOKyMEHTOB; oprasax MECTHOTO
caMOyTIpaBJIeHHUs,
roCy1apCTBEHHBIX u
MYHHUITUTAIBHBIX
MPEPHUITUAIX u
VUPEXKIEHUSIX, HAYYHBIX W
00pa3oBaTeIbHBIX
OpTraHM3alHIX, TOTUTHIECKUX
MapTusx, 0OILIECTBEHHO-
MTOJINTUYECKIX OpTaHU3aIINAX;
MK-7
Crocoben - OCHOBHYIO | - MIPUMEHSTH HaBBIKH | - HaBbIKaMHU
OCYLLECTBIATH KJ1acCU(UKALHIIO opopmiieHUs, BeACHUA U | OPOPMIICHUS, BEICHUS
JTOKYMEHTHPOBAH | OPTaHU3AIMOHHO- XpaHEHUsl PACMOPAIUTEIBHBIX | U XpaHeHUs
ue mporecca pacnopsAuTENbHOM JIOKyMEHTOB B | pacmopsIIUTENbHBIX
YIpaBICHUS JIOKYMEHTAIIHH rOCyIapCTBEHHBIX JIOKyMEHTOB;
pHCKaMH B rOCYJIapCTBEHHBIX u|u MYHHIIUTIAIBHBIX | ~-HABBIKAMU
pamKkax MYHHUIMTATEHBIX OpraHu3alysX; B(I)CbeKTI/IBEIOFO
OT/IEJIbHBIX OpraHu3alnii; - aHAJIIU3UPOBATh cojeprkaHue | B3AUMOICUCTBUA C
Ou3HEC- - TOpsSa0K O(OpPMIICHUS, | OpPraHU3AIUOHHO — PpasIHHbIMA
IPOLECCOB U BelleHMs M XpaHEHMs | IpaBoBoi jgokymeHTauuu B | CTPYKTYPHBIMH
(YHKIMOHANBHBI | PACTIOPAINTENIBHBIX rOCyIapCTBEHHBIX p | TOAPASACTCHIAMI B
N pamKax
X HaNpaBJIeHHit JIOKyMEHTOB MYHHIIATIATBHBIX BHYTPUBEIOMCTBEHHOT
CTPYKTYPHBIX roCyJapCTBEHHBIX U | OpraHu3alMsIX; o
TIO/pa3/ieieHNH MYHHIMITATEHBIX MEKBEIOMCTBEHHOTO
OpraHu3aIK OpraHM3aLi; SMEKTPOHHOTO
JIOKYMEHT0000pOoTa

4. MecTo IMCIUIIAHBI (MOYJA) B CTPYKTYpe 00pa3oBaTebHOIl POrpaMMbl

HI/ICHI/IHJ'H/IHa OTHOCUTCA K YacCTu,

oTHomeHui yuyebnoro miana OITOIL.

JlaHHas JAUCUMIUIMHA B3aMMOCBSI3aHA

dbopMupyeMoil  ydaCTHMKaMH 00pa30BaTEIbHBIX

C JpyruMH JUCHUIIJIMHAMU,

TaKMMH KakK:

«DKOHOMHUKA OpraHu3anuu (mpeanpusiTus)y», «buzHec-koMMyHUKAIIY, « Teopus MEHEIKMEHTA.
B pamkax ocBoeHust mporpammbl O0akajaBpuaTa BBITYCKHUKH FOTOBATCS K PEIICHUIO 3a]a4




MpOPECCHOHAIBHON ~ JEATEIBHOCTH  CIICTYIOIINX

OpraHU3alMOHHO-YIIPABICHYECKUH.

TUNOB: HMH(POPMALIMOHHO-AHATUTHYECKUH,

[Ipodune (HampaBIEHHOCTH) MPOTrpaMMbl YCTAaHOBJIEHA IYTEM €€ OpHUEHTaluu Ha chepy
po(hecCHOHANTLHOM e TEIbHOCTH BBITYCKHUKOB: MEHEIKMEHT OpraHu3alluu.

4. O0beM TUCHHUILINHBI

Buowt yueonoii pabomut Dopmut 00yuenusn
Ounas Ouno-3aounasn Ouno-3aounas c
npumenenuem /[OT
OO0uasi TPy10€eMKOCTh: 3aU€THBIE 4 /144 4 /144 4/144
€ IUHULBL/Yachl
KonTakTHas padora:
3aHATHSA JIEKIUOHHOI'O TUIA 18 8 4
3aHATUSL CEMUHAPCKOIO TUIIA 36 12 10
[IpomexxyTouHast arTecTamus: 3a4er 0,1 0,1 0,1
CamocrositenbHas padora (CPC) 89,9 1239 129,9

6. Conmepxkanme IMCUMIUIMHBI (MOAYJsl), CTPYKTYPHPOBAHHOe IO TeMaM / pasaejam C
yKa3aHHeM OTBEJEeHHOI0 Ha HHX KOJIHYECTBA AKAJAEMHYECKHX YacOB M BHIAOB Y4eOHBIX

3aHATHNA

6.1. Pacnpeneienue 4acoB o pasaejgamM/TeMaM U BUIaM padoThl

6.1.1 Ounas hopma odyuenus

Buasbl yuedHoii padoTsl (B 4acax)

Ne Pa3nen/rema
o/ KonraktHasi pa6ora
. 3anaTus 3aHATHA CEMUHAPCKOIO THIIA Camocr
JIEKIIMOHHOTI'0 0sSITeJIbH
THIIA asi
Jexyuu | Unovie | Ilpakm | Cemun | Jlabop | Unvie | padora
VuebOHbl| uuecku | apol amopH
e e bie
3auamu| 3aHAMuU pabom
A A bl
BBeneHne B AMCIUIIINHY. 4
1. | [Ipeamer, conepxanue u 2 10
3a/lauM Kypca
OCHOBHBIE TOHATHS 2 4
2. | JOKyMEHTaIMOHHOTO 10
o0ecrnieueHus yrnpaBIeHHUs
[IpaBoBoe 4
3. | perynupoBaHue 2 10
JIeJIONPOU3BOJCTBA
OO1u11ie HOpMBI U TTpaBHIIa 2 4
4 odopmiieHus 10
yIPaBICHUYECKUX
JIOKYMEHTOB
5. | Ocobennoctu 2 4 10




MOATOTOBKH
OpraHu3aIOHHO-
pacopsANTEIbHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
MH()OPMAIMOHHON U
AHAJIUTUYECKON
JOKYMEHTAINH.

Cucrema
OpraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIMH

10

I[OKyMeHTLI 110 INYHOMY
COCTaBy

10

Opranuzanus
JTOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB U UX
XpaHeHue

10

COBpeMeHHOG ACJIIOBOC
IIMCBMO

9,9

[Ipomexxyrounas
aTTecTanus

0,1

Hroro

18 |

36

89,9

6.1.2 Quno-3aounaa gpopma 0dyuenusn

Ne
n/

Paznen/rema

Buasbl yuedHoii padortsl (B yacax)

KonTakTHas pabora

SauaTus
JEKIUOHHOI0
THIIA

3ansgarus CEMUHAPCKOIo TUIIAa

Jlexyuu

Unvle
YueOHbl
e
3auamu
Kl

Ilpaxm
uvecKu
e
3auamu
A

Cemun
apol

Jlabop
amopu
ble
pabom
bl

Huvie

Camocr
0sITeJILH
as
pabdora

BBC}IeHI/Ie B )II/ICHI/IHJ'II/IHy.
[Ipenmer, conepxanue u
3a/1a4u Kypca

13

OCHOBHBIE TTOHATHA
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHUs

14

[IpaBoBoe
peryiaupoBaHue
JEIIONPOU3BOACTBA

14

OO61re HOpMBI U ITpaBHIIa
odopmiteHus
YIIPaBICHYECKUX
JOKYMEHTOB

14

OcobennocTH

14




MOATOTOBKH
OpraHu3aIOHHO-
pacopsANTEIbHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
MH()OPMAIMOHHON U
AHAJIUTUYECKON
JOKYMEHTAINH.

Cucrema
OpraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIMH

13

I[OKyMeHTLI 110 INYHOMY
COCTaBy

14

Opranuzanus
JTOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB U UX
XpaHeHue

14

COBpeMeHHOG ACJIIOBOC
IIMCBMO

13,9

[Ipomexxyrounas
aTTecTanus

0,1

Hroro

8| [ 12 ] |

123,9

6.1.3 Quno-3aounasa popma 0oyuenusa c npumenenuem /10T

n/n

Pa3nen/rema

Buasbl yue6Hoii padoThl (B 4acax)

KonrakTHasi pa6ora

3anaTus JIEKIHIHOHHOI'0 3ansgaTus CEMMHAPCKOIo TUIIA
THIIA

Jlexyuu Unvle Ipaxmu | Cemu | Jlabop | Huvie
YyuebOHble | weckue Hapel | amopu | 3auAmMusl
3aHAMUS| 3AHAMUSL vie pao.

Camocrt
OATETbH
as
pa6oTa

Beenenne B
nucuununy. Ipenmer,
colepKaHUE M 3aJayu
Kypca

12

OcHOBHEIE TTOHSITHS
JIOKYMEHTAIlMOHHOTO
obecnieueHus
YIpaBJICHUS

14

IIpaBoBoe
peryiaupoBaHue
JEJIONPOU3BOACTBA

14

OO0umme  HOPMBI U
npaBuia odopmieHus
yIIpaBJIEHYECKUX
JIOKYMEHTOB

16

OcobennocTr

18




MOJArOTOBKH
OpraHU3alMOHHO-
pacnopsiAUTEIbHBIX
JIOKyMEHTOB
opranuzaiuu. Cucrema
CIIPaBOYHO-
UHPOPMALIMOHHON U
AHAJIUTUYECKON
JIOKYMEHTaL1H.
Cucrema 2
6. | OpraHM3alMOHHO- 14
IIPaBOBOM
JOKyMEHTaluu
2
7 JIOKyMeHTBI o 14
JUYHOMY COCTaBY
Opranuzanus
JIOKYMEHTOO000pOTA.
8. | Cucremaruzanus 14
JOKYMEHTOB U HX
XpaHeHue
CoBpeMeHHOE [1€710BO€ ! 2
9. 13,9
IIUCBMO
[IpomesxyTouHas 0,1
aTTecTanus
Hrtoro 4 | 10 | | | 1299
6.2  IIporpaMma IMCHMILINHBI, CTPYKTYPHPOBAHHASA 110 TeMaM / pa3jenam
6.2.1 Codepircanue 1eKUUOHHO20 Kypca
Ne ni/m HaumeHnoBaHue TeMbl CoaepixkaHue JIEKIMOHHOIO 3aHATHSA
(pa3aesa) AIMCUMILIMHBI
1. BBenenue B qucuuIuingy. Ilenn, 3a1aum U NPUHLMIBL JEIONPOU3BOJACTBA. McTopus
IIpenmer, conepxanue u JIEJIONPOM3BOJCTBA Kak Hayku. [Ipeamer m 3amaum Kypca.
3aJlauM Kypca Jlormueckast CTpyKTypa AUCIHUILIMHBL, €€ MECTO B CUCTEME
MOATOTOBKHA  CHELUAJINCTA. MEXIPEIMETHBIE  CBS3H.
CoBpeMeHHOE JENONpPOU3BOACTBO: LENH, 33aJaud U
npuHUMIBL.  OCHOBHBIE MOHATHS W ONPEIEIICHUS:
JIOKYMEHT: €ro CBOMCTBA M (DYHKIUH, JI€IOMPOU3BOJCTBO,
JIOKyMEHTOBE/ICHNE, JIOKYMEHTOOOOPOT. Buner
JOKYMEHTOB M UX Kilaccupukauusd. YHUPHUKAIUS U
CTaHJAPTHU3AIMS TOKYMEHTOB, UX KJIACCH(HUKAIIHSL.

2. OcHOBHBIE nousitusa | 'CIAOY — cBox mnpaBui, yCTAHABIMBAKOIIUX E€IUHBIE
JOKYMEHTAIlMOHHOI O TpeOOBaHUS K JOKYMEHTHPOBAHHIO YIPaBIECHUYECKOM
o0OecrnieuyeHus yrnpaBieHUsl | ACSITEIbHOCTU M OpraHu3aluu paboThl C JOKYMEHTaMH Ha

HNPEINPUATHIX Pa3IUYHbIX OPraHU3ALMIOHHO — IIPABOBBIX
bopm
CocraB ynpaBiieHYeCKUX JOKYMEHTOB. IloHsTHE cucTeMBI




JokymMeHTanuu.  OYyHKIMOHAJIbHBIE W OTpaciieBble
CHUCTEMBI JIOKYMEHTAIMH. Y HU(PUKAIMA U CTaHAApTH3AIUS
YIPaBJICHUYECKUX JIOKYMEHTOB

[IpaBoBoe perynupoBaHue
JIEJIONPOU3BOICTBA

[IpaBoBass 0a3za [eIOMPOU3BOJCTBA KaK COBOKYIHOCTh
3aKOHOB, HOPMAaTHUBHO-TIPABOBBIX aKTOB,
OpraHM3alMOHHBIX W  METOAMYECKHX  JOKYMEHTOB,
PETTIaMEHTHPYIOIIUX TEXHOJIOTHIO CO3JIaHUs, 00padOTKH,
XpaHEHUST U HCIOJIb30BAaHMUS JOKYMEHTOB B TEKYIIeH
JIeATEeTbHOCTH OpraHu3alnH. [TocranoBnenue
[TpaButenberBa PO ot 07.09.2011 r. N2 751 «O BHeceHHH
u3MeHeHuii B [IpaBuina n1enonpon3BoCTBa B enepaibHbIX
OpraHax UCIOJHUTEIBHOU BIaCTH.

OO0 D>NEeKTPOHHOM MOMIHUCH (benepanbHbIi
06.04.2011 N2 63-®3 (¢ U3MEHCHHSIMH U JOIOJIHCHUSIMH
ot 12 mapra, 28 utons 2014 rona)

O6 apxuBHom jgene B Poccmiickoit  Denepanuu:
denepanpHbii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

06 wunpopmanmy, WHPOPMAMOHHBIX TEXHOJOTHSIX H O
3amuTe uHpopMaruu: denepanbHbiid 3akoH ot 27.07.2006
N2 149-®3 (pex. ot 21.07.2014)

O nepcoHanbHBIX JIAHHBIX [DIJIEKTPOHHBIA pecypc]:
denepanpablii 3akoH oT 27.07.2006 N2 152-®3 (pen. ot
21.07.2014) // CIIC «Koncynprantllnoc:
3aKOHOIATEIBCTBO.

3aKOH

OO0mme HOpMBI U TpaBUia
oopmIieHUs
yIpaBICHUYECKUX
JIOKYMEHTOB

YuudunupoBannas cucrema gokymentamuu (YCJ[) xak
COBOKYITHOCTH ()OPM JIOKYMEHTOB, CO3JJTaHHBIX TIO €MHBIM
mpaBwiiaM M TpeOoBaHMSIM, (YHKIIMOHUPYIOIIUX B
onpenenennoit chepe nesreapHoctu. 'OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHu(puUUpOBaHHbIE CHUCTEMBI
JOKYMEHTALUN. YHupuuupoBaHHas cucrema
OpraHN3aIMOHHO-PACTIOPSAUTEITHHOM JTOKYMEHTAIHH.
TpeboBanus K oopmienuro JIOKYMEHTOBY.
PernamenTarmst JESTeTbHOCTH CITY>KOBI
JICIOTIPOU3BOJICTBA HA BCEX YPOBHSIX  YIpaBIICHUS.

Crangaptel MCO u ux ucnons3zoBanue B cucreme J10Y
PO.

Oco0eHHOCTH TMOATOTOBKH
OpraHU3alMOHHO-
pacropsIIUTETbHBIX
JIOKYMEHTOB OpraHU3alllH.
Cucrema CIIPaBOYHO-
nH(OPMAIIMOHHOU H
AHAITMTUYIECKOH
JIOKYMEHTAIUH.

YCOP/] — yaudurnupoBanHas cuctemMa OpraHu3aliMoOHHO —
pacropsaUTeNbHON TOKYMEHTALlMU: COCTaB, 00JacTH ee
npuMeHeHns. Ha3HadueHwe W BHABI OPraHU3alMOHHO-
pacropsaUTeNbHON JOKyMeHTaluu. TpeboBaHus K e€
opopmienuro  cormacio  ['OCT.  CocraBnenne U
oopmIIeHHe TPOEKTOB PacIOPSIUTEIbHBIX JOKYMEHTOB
(mocTaHOBNEHUH, pEIIeHUH, NPUKA30B, PACHOPSHKEHUH,
ykazaHuif). Bunael  cnpaBouHO-UHPOPMALMOHHOM U
CIPaBOYHO-aHAIUTUYECKON JOKYMEHTAlluu U TpeOOBaHUs
K UX 0 OPMIICHHIO.

Cucrema opraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIMH

OpFaHI/I3aHI/IOHHO-HpaBOBBIe JOKYMCHTEBI, X HAa3HA4YCHUC,
dbopmynsipel — o0pasnpsl. [lpomeaypa cocraBieHuss u
0ohOpMIICHHSI OPTraHU3AIMOHHBIX JTOKyMeHTOB. OO0acTh




MPUMEHEHUS OpraHU3alMOHHBIX JIOKYMEHTOB.
Hcnonp3oBanue yHupuuupoBaHHblXx ¢opm. DyHKUIMK
OpraHU3aIMOHHO-TIPAaBOBOM JOKyMeHTaluu. OCHOBHbBIC
BUJbl M TpeOOBaHHUS K COCTaBICHUIO U O(OPMIICHUIO
OpraHU3aI[MOHHO-TTPABOBBIX JOKYMEHTOB.

JIOKYMEHTBI 110 TUYHOMY
COCTaBy

Cuctema wuH(pOpMaAIMOHHOTO oObOecredeHus pPaboThl C
KaJ[paMH. Nudopmanronusie MOKA3aTeIH,
XapakTepusyromme padboty ¢ kaapamu. OOmiepoccuiickue
KJIacCU(UKATOPBI TEXHUKO-3KOHOMUYECKOH MH(POPMAIIUH.
[TonsiTus "kanpoBast JOKyMeHTausA" U "MTOKyMEHTAIUs 110
JUYHOMY cocTaBy'. BuUIBl JOKYMEHTOB MO JIHMYHOMY
coctaBy. [Ipoueaypsl, BBIIOTHSIEMbIE KaIpOBOK CIY»)OOM
npu OPOPMIICHUU JIBHKCHHS TIEPCOHANA TPEANPUSATHS, H
co3JaBaeMble IpU O3TOM JOKyMeHTHl. HopmaTuBHO -
METOJIMYCCKUE JTOKYMEHTHI 10 BOIIPOCaM COCTABJICHUS U
oopMIIeHHS KaIpOBON JOKYMEHTAIIHH.

Opranu3zanus
JOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB u ux
XpaHeHue

Opranuzanus JOKyMEHTOOOOpOTa: mpueM, o0padoTka,
perucrpanus,  KOHTPOJIb,  XpaHEHHE  JJOKYMEHTOB,
HOMEHKIaTtypa nen. TpeboBaHus K 3aroyioBKaMm Jeil.
®opmupoBanne gen. Cucrematuzanus — JIOKYMEHTOB
BHYTpH Jienia. TUTIOBBIE CPOKU XPAHEHUS JTOKyMEHTOB
OO0wast XapakTepUCTUKa OpraHU3allMOHHBIX TEXHUYECKUX
CPEJICTB. ABTOMAaTHU3UPOBAHHBIE CHCTEMBI
nenonpousBoacTBa.  O030p  COBpPEMEHHBIX  CPEICTB
OPITEXHUKH JUIS TIepefaddl U rnepepaboTku mH(pOpMaIm.
[IpaBuna ¥ MOPSIOK THPAXKUPOBAHUSA JJOKYMEHTOB.
OneKTpoHHas rnoura. Cucrema ONTUYECKOTO
pacrio3HaBaHMs TEKCTOB. lVcHosibp30BaHHE CIIPaBOYHO-
npaBoBbIX cucteM. OOmne TpeOOBaHUS K COCTaBICHUIO U
opopmieHno  HOMeHKJIATypbl. OCHOBHBIE  IpaBUIIA
paboThl apXMBOB OpraHu3alui B (efepalbHBIX OpraHax
UCTIOJIHUTENIBHOM ~ BJACTU.  ODKCIEPTHU3a  LIEHHOCTH
nokymeHToB. CocraBieHue omnuceil. Craya ien B apXuB
OpraHu3aIluu

CoBpeMeHHOe JIETIOBOE
IMHUCHMO

HCTOpI/ISI IIOABJICHUA ACJIOBBIX ITHMCEM. HCJ’IOBOC IIMCBMO —
OJIUH M3 CaMbIX JPEBHUX aTpHOyTOB JI€JIOBOTO OOIEHHUS.
Tpagunun pycckoro paenoBoro mnucbMa. CTHINCTHKA
nenoBoro nucbMa. OcCoOOEHHOCTH M XapaKTepUCTHKH
COBPEMEHHOT0 JienoBoro nucbma. IlpaBuna odopmiienus
JIENIOBOr0  NIHMCbMa. Buasl mnucem, MeXIyHapOJHBIE
nucepMa.

TpeboBaHMsl K TEKCTY JAEJIOBOTO MHUCHMA.

6.2.2 Cogepkanue NPAKTHYCCKUX 3aHATHI

HaumMeHoBaHHNe TEMbBI
(pa3aeJia) AMCUUNJIMHBI

Conepmaﬂne NPAKTHYECKOIro 3aHATUSA

BBenenue B qucuuIuinny.
[Ipenmer, conepxanue u
3a/1auu Kypca

l.Ilenu, 3amauyu W OPUHIUOB JUCUUILIMHBL. Vctopus
nenonpoun3BocTBa B Poccun.

2.Ilpenmer u 3a1aum Kypca.

3.Jlormyeckass CTpyKTypa AUCUUIUIMHBI, €€ MECTO B
CUCTCMC TMOATOTOBKH CIICHUAIMCTA, MCKIPCAMCTHBIC




CBSI3H.

4. CoBpeMEHHOE JCJIONPOU3BOJICTBO: IIENH, 3aJaud M
MIPUHIIUIIBI.

5. OCHOBHbIE TTOHATHS U OTIPEACIICHUS:

JIOKYMEHT: €r0 CBOWCTBA M (PYHKIIMH, JCIOMPOHU3BOJICTBO,
JIOKYMEHTOBEJICHUE, TOKYMEHTOOOOPOT.

6.BuJibl TOKYMEHTOB M MX KJIacCH(UKAIHS.

OcHoBHbIE MOHSTHS
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHUs

1.'ocynapcTBeHHas cucrema JOKYMEHTAllMOHHOTO
obecnieuenust ympasienuss (I'CHOY) — cBox mpasud,
YCTaHaBIIMBAIOIIUX e/IUHbIE TpeOoBaHUs K

JIOKYMEHTHPOBAHUIO YIIPABJICHYECKON JACSATEIBHOCTH H
OpraHu3any padboThl ¢ JOKYMEHTaMH Ha MPEINpHUSATHIX
Pa3IMYHBIX OPTaHU3AIIMOHHO — IPABOBEIX (hOpM

2.CocTaB ynpaBJIEHYECKUX JOKYMEHTOB.

3.IlonsaTHe cucTeMbl JOKYMEHTAIIUH.

4.OyHKIMOHAIbHbBIE u OTpacieBbIe CHUCTEMBI
JIOKYMEHTAIUH.

5.Yuudukauus W CTaHAApPTH3ALUS  YIPABICHUYECKUX
JIOKYMEHTOB

[IpaBoBOe  perynupoBaHue
JIeJIONPOU3BOICTBA

1.IlpaBoBast 0Ga3a [€IONPOM3BOJACTBA KaK COBOKYIHOCTh
3aKOHOB, HOPMATHBHO-IIPABOBbIX aKTOB, OpPraHU3aIl[MOHHBIX
U METOIUYECKHUX  JOKYMEHTOB, pPErJIaMEHTHPYIOLINX
TEXHOJOTHIO  cOo3JaHusi, OoOpaOOTKH, XpaHEHus U
UCMOJIb30BaHUS JOKYMEHTOB B TEKYIIeH JeATelbHOCTH
OpraHu3aluu

2.ITocranoBnenue IIpaButenscrBa P® or 07.09.2011 r. N2
751 «O BHeceHuu u3meHeHuil B [IpaBuiia genonpon3BoacTBa
B (peJIepasibHBIX OPraHax UCTIOJHUTEIbHON BIACTI.

3. OO0 onexTpoHHON moAnucH: (QeaepanbHbIl  3aKOH
06.04.2011 N2 63-®3 (¢ U3MEHEHUSIMH U JOTTOJHECHUSIMH OT
12 mapra, 28 utons 2014 rona)

4. O06 apxuBHom gene B Poccuiickoit ®eneparun:
denepanmpHblii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

5. O6 undopmarum, UHOOPMAIIMOHHBIX TEXHOJIOTHUIX U O
3amuTe MHMopMauuu: ¢enepanbHblii 3akoH oT 27.07.2006
N2 149-@3 (pen. ot 21.07.2014)

6. O mnepcoHaNbHBIX JaHHBIX (enepanbHbIii 3aKOH OT
27.07.2006 N2 152-®3 (pen. ot 21.07.2014)

7. HopmaTHBHO-IIPaBOBBIE AaKTBl, OPraHU3AllMOHHBIE U
METOJINYECKUE JOKYMEHTBHI, peraamMeHTHpYIoIIne
TEXHOJIOTHUIO  CO3/aHus, 00pabOTKH, XpaHEHHs H
UCIIOJIb30BAaHUSl JIOKYMEHTOB B TEKyIIeH JeSTeIbHOCTU
OpraHu3aluu

OO6mue HOpPMBI M TIpaBHiIA
odopmiieHus
YIIPaBICHYECKUX
JOKYMEHTOB

1.YuudunupoBannasa cucrema nokymeHtauuu (YCJI) xak
COBOKYITHOCTb (JOPM JIOKYMEHTOB, CO3/JaHHBIX MO €IUHBIM
mpaBwiiaM U TpeOoBaHUSAM, (QYHKIHMOHUPYIOIIUX B
OIIPEJIENICHHON cepe AeATENIbHOCTH.

2.TOCT P 6.30-2003

3.TOCT P UCO 15489-1 —2007.

4. TOCT P 7.0.8-2013. TOCT P 53898-2013.




«YHUPHUIHPOBAHHBIE CHUCTEMBI JNOKYMEHTALUN».
YHuduuupoBaHHas cucrema OpraHU3alMOHHO-
pacropsUTeNbHON  JOKyMeHTanuu. TpeboBaHus K

0(hOPMIICHUIO TIOKYMEHTOBY.

5.Pernamenranyst JIEATETBHOCTH
JIETTONPOU3BOJICTBA HA BCEX YPOBHSIX YIIPABIICHUS
6.Crangapter UCO

7. Ux nucnonsizoBanue B cucreme [JOY POD.

CITY>KOBI

OCOOCHHOCTH  MOATOTOBKH
OpraHU3aIMOHHO-
pacopsANTENbLHBIX
JIOKYMEHTOB ~ OpraHU3aIliH.
Cucrema CIIPaBOYHO-
“H(pOpPMaAITMOHHOM "
AHAITMTUYIECKOM
JOKYMEHTAI|H.

1. YCOPJl — yaudunupoBanHas cucreMa OpraHu3aiuoHHO
— pacropsiIUTeNbHONW JOKYMEHTAIMH: COCTaB, o0jacTu ee
IIPUMEHEHHUS.

2. Hazuauenue u BUEI
pacnopsiANTENbHON JOKYMEHTAIMH.
3. TpeboBanus k e€ opopmienuto cornmacao ['OCT.

4. CocraBnenue u oopmienne IIPOEKTOB
paciopsAUTEIbHBIX JIOKYMEHTOB (mocTaHOBIICHUH,
pellIeHni, IPUKA30B, PacOPSLKEHUH, YKa3aHHi).

5. Buasl cnpaBouHO-MH(YOPMAIIMOHHON U  CIIPaBOYHO-
AQHAIUTUYECKON TOKyMEHTaluu
6. TpeboBanus K 0(OpPMIICHHUIO CIPaBOYHO-
MH(pOpMaLOHHON u CIIPAaBOYHO-aHAJTUTUYECKON
JIOKYMEHTaIluu

OpraHnu3alfMOHHO-

Cucrema oOpranuzalmoOHHO-
MIPABOBOM JOKYMCHTAIMH

1.Oprann3anoHHbIE JOKYMEHTBI, UX Ha3HAYCHUE
2.®opMmysipsl — 00pasIbl.

3. [Ipouenypa COCTaBJICHUS u
OpraHU3aLMOHHBIX JOKYMEHTOB.
4.00nacTh NPUMEHEHHS] OPraHU3ALMOHHBIX TOKYMEHTOB.
5.Wcnonb3oBanue yHU(PULIHUPOBAHHBIX (HOPM.

6.OyHKIIMN OpPraHU3alMOHHO-IIPABOBOM JOKYMEHTAIIUH.
7.0cHOBHBIE BU/JIBI OpraHHU3al[MOHHO-IIPABOBBIX
JIOKYMEHTOB.

8. TpeOoBaHMi K COCTaBJICHHIO U
OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB

odopmiteHUS

oopmieHunIo

JIOKyMeHTBI
COCTaBy

no JHUYHOMY

1.CyniHocTs NOHATHS JOKYMEHTAUs 110 TMYHOMY COCTaBY
2. IlpaBoBble OCHOBaHMS TOATOTOBKM JOKYMEHTOB I10
JUYHOMY COCTaBY

3. JlokyMeHTHpOBaHuE Npu npuéMe padoTHHUKA
4.TpynoBble JOrOBOPHI (KOHTPAKTHI).
5.JloKkyMeHTUpOBaHueE NpHU MepeBojie padOTHUKA
6.JlokyMeHTHpOBaHNE TPU YBOJILHEHUH PaOOTHUKA

7. Oco0eHHOCTH MpHKa3a Mo JUYHOMY COCTaBY

8. 3asBreHue

9.TpynoBast KHUXKKa

10.JInunoe neno

Opranuzanus
JOKYMEHTO000pOTa.
Cucremaruzanus
JTOKYMEHTOB M UX XpaHEHHE

1.Opranuzamust TOKyMeHTOOOOpOTa: TpueMm, o00paboTKa,
perucrpanus, KOHTPOJIb, XpaHeHHe  JTOKYMEHTOB,
HOMEHKJIaTypa Jedl.

2. TpeboBaHUs K 3ar0JIOBKaM JIell.

3.®opmupoBanue gen. CucreMarusanus JTOKYMEHTOB
BHYTpHU nena. Odopmienue aen. TUoBbIE CPOKU XpaHEHUS
JIOKYMEHTOB.

4.0061mmasi XapaKTepUCTUKA OpPraHU3allMOHHBIX TEXHUUECKUX




CPEIICTB. ABTOMaTH3UPOBAHHEIC CUCTEMBI
nenonpousBogacTBa.  O030p  COBpEMEHHBIX  CPENCTB
OPI'TEXHUKH IS TIepeiayn U epepadboTKu HH(OpMAITHH.

5. Ucnonp3oBanue CpaBOYHO-IIPABOBBIX CUCTEM
6.Homenknarypa Jel KaK MPOCTEUILIHI
KJ1accu(puKaMoHHbIN cripaBoYHUK. OOmue TpedoBaHUsS K
COCTaBIICHUIO ¥ O(DOPMIICHUIO HOMEHKJIATYPHI.
7.0popmnenue aen. Cocrapinenue onuceit. Cnava nen

CoBpemeHHoOe JIEII0BOE
MHCHMO

1.IlonsiTHE 1€710BOM NIEPENUCKU

2.2TUYECKHUE HOPMBI JI€JIOBOM MEPEUCKU
3.3aKoHOJaTeNbHblE W HOPMAaTUBHO-IIPABOBBIE OCHOBBI
JIeTIOBOM Tepenucku B PO

4.513bIK ¥ CTUITH OQUIHATBHBIX THCEM

5. Buagsl mnmcemM B oOpraHbl TOCYJapCTBEHHOTO H
MYHULIMIIAJIBHOTO YIPaBICHUS

6. JlenoBasi mepenucka mo MEeKTPOHHOU MouTe

7 IlpaBmia opopMIICHHS ISIIOBOTO MHCHhMA.

8.Bunel nmucem

9. MexayHapoaHble TUChMA.

10.TpeboBaHUs K TEKCTY MHChbMa

6.2.3 Conep:kanmne caMOCTOATEIbHON PadoOTHI

HaumeHnoBaHHue TEMbI
(pa3aesia) QM CHUILIMHbBI

Coaep:xaHue caMOCTOATEIbHOM padoThI

BBenenue B AUCHUILIUHY.
IIpeamer, conepxanue u
3a/1a4M Kypca

1.IToHsATHE ETOIPOU3BOCTBO.

2. Tlpenmer mucturnauabl OCHOBBI JENONMPOU3BOJCTBA U
JOKYMEHTO000pOT

3. MexnpeaMeTHBIE CBSI3H.

4. CtpykTypa Kypca
5. 3amaum Kypca

OcHoBHbIE MOHATHUS
JOKYMEHTAIlMOHHOT'O
o0ecrieueHus ynpaBiIeHUs

1.I'ocynapcTBenHas cucreMa JIOKYMEHTallHOHHOT O
oOecrnieueHus yrnpaBIeHUs

2. IlonsTne nokyMeHTa

3. IlonsiTie TOKyMEHTOOOOpOTA

4 CucreMbl JOKYMEHTALIUU

5. YuudunupoBaHHas cucTeMa OpPraHU3aIMOHHO-
pacnopsiautensHoit nokymenTtanuu (YCOPJI)

IIpaBoBOE perynmupoBaHue
JIEJIONPOU3BOJICTBA

1.3akoHOAaTENRHOE PETYINPOBAHUE AETONPOU3BOACTBA

2. Vkasel u pacnopsokenus llpesmpenra Poccuiickoit
denepannu, perIaMeHTHPYIOIIE BOITPOCHI
JOKYMEHTAIIHOHHOTO 00eCcTIeYeHHs

3. [IlocraHoBnenus u pacnopsbkeHus IIpaButenbcTBa
Poccuiickoii ®Denepanuu, periiaMeHTHPYIOLIUE BOIPOCHI
JOKYMEHTAIlMOHHOTO  obecrieyeHus: Ha  (eaepatbHOM
YPOBHE

4. TIpaBoBbIe aKkThI (heIepaTbHBIX OPraHOB UCIIOJIHUTEIBHON
BJAacTU (MMHUCTEPCTB, KOMUTETOB, CIyXO0, areHTCTB H JIp.)
o01Ie0TpacaeBOro U BEAOMCTBEHHOI'O XapaKTepa;
5.IIpaBoBble  aKTbl  OpPraHOB  IIPEACTABUTEIBHOU U
HCTIOJIHUTEIIbHOM BJIACTH CyOBEKTOB Poccuiickoit
Qenepanii = M MX  TEPPUTOPHUAIBHBIX  00pa3oBaHMIA,




PEMIAMCHTUPYIOIHE BOITPOCHI ACJTIONPOU3BOACTBA.

OO6mure HOpMBI U TIpaBUiIa

1. [Tonsitue BJIAHK noxymenTa. Buasl 6:1aHkoB

COCTaBy

oopMIICHHS 2.TpeboBanus k OraHKam
YIPaBJICHUYECKUX 3. PexBusut. CocTaB peKBU3HUTOB.
JIOKYMEHTOB 4 Hammonanbueie  cranjmaptel  Poccun B obnactu
JIEJIONPOU3BOJICTBA
OcoOennoctu noarotoBku | 1.IloHsATHE  OpraHM3allUOHHO  —  PacHOPSAUTEIbHON
OpraHU3aIMOHHO- JOKYMEHTAIlMH: COCTaB, 00JIaCTH €€ MPUMEHEHHUSI.
pacnopsiAUTEIbHBIX 2. Haznauenue U BU/IBI OpraHHu3alOHHO-
JIOKYMEHTOB OpraHM3aliH. | paCIOPSAUTEILHOM JOKYMEHTAIUH.
Cucrema cnpaBoyHo- | 3. TpeboBanus k opopmiienuto cornacao 'OCT.
nH(pOpMaIMOHHOM u|4. CocraBneHue u odopmiieHHE MPOEKTOB
AHAIUTUYECKON pacropsauTeIbHBIX JOKYMEHTOB
JIOKYMEHTAIUH. - IOCTaHOBJICHUIA,
-peleHui,
-TPUKAa30B,
-pacropsKeHuH,
-yKa3aHUu
5.CocraBnenue U oopmnenue CIPaBOYHO-
MH(OPMAIIMOHHBIX IOKYMEHTOB
Cucrema 1.CocraB opraHM3alMOHHBIX JOKYMEHTOB
OpraHU3aIMOHHO- 2.DyHKIMU OpraHU3aI[HOHHO-TIPABOBBIX TOKYMEHTOB
npaBoBOU JOKyMeHTamu | 3.0co0eHHOCTH O(QOPMIICHHSI OpPraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB
4. Bugsl  OpPraHM3alMOHHO-TIPABOBBIX  JOKYMEHTOB.
TunoBble W HMHIMBUOYyaJdbHBIE  OpPraHU3AIMOHHBIE
JTOKYMEHTHI.
JlokymeHTsl 1o Ju4HOMy | 1.JloKymMeHTamusi,  CBsi3aHHas  C  KOMIUIEKTOBaHMEM

IIEPCOHANIA OpPraHU3aluu.

2.JlokymMeHTanus, CBsI3aHHAsi C MPOLECCOM IPOJBHIKEHUS
MepcoHaa Mo ciayxoe.

3.JloKkyMeHTalMsl, CBSI3aHHAsl C BBIOJHEHHEM pabOTHHUKOM
TpeOOBaHUI TPYIOBOW JUCIUIINHEL.

4.JloxymeHTalus, CBA3aHHAs C MPEKPALICHHUEM TPYIOBBIX
OTHOIIEHUH paOOTHUKOB C OpraHU3aIMeil, C YBOIbHEHHEM

Opranuzanus 1.9Tansl J0KyMEHTO000pOTa B OPraHU3aIH
JIOKYMEHTOO000pOTA. 2.dopmupoBaHue el
Cucrematuzanus 3.Homenknarypa aen Kak IIPOCTEUIINI
JIOKYMEHTOB u UX | KJacCU(PHUKAIMOHHBIN CIPaBOYHUK.
XpaHEHHue 4.Cnayva ien B apXyUB OpraHU3alluu
CoBpeMeHHOE nenoBoe | 1. JlenoBble muchMa B UCTOPUHU YEJIOBEYECTBA
MIICBMO 2. Ponb 1e10BBIX TUCEM B YIIPABJIEHYECKOU NEATENBHOCTH
3. Oco0GeHHOCTH OPUINATIEHO-/IEI0BOM MMCHbMEHHOMN pedn
4. MHcnonb3oBaHHE S3BIKOBBIX (OpPMYT —  S3BIKOBBIX
MOJIEJIEN B JIEJIOBOM NHUCHME
5. DTUKET B A€JI0BOM NEPENNUCKE
@oHJ OLEHOYHBIX CpeACTB [Jsi MNPOBEACHHS INPOMEKYTOYHOH aTTeCTaluH
00y4aroIUXCH M0 JUCUMUILIMHE (MOTYJII0)
[IpenycMOTpeHBl  CIEAYIOIUE BHUABI KOHTPOJS KauecTBA OCBOEHUS KOHKPETHOM
JUCLUTIIINHBL:

- TEKYIIUHA KOHTPOJIb YCIIEBAEMOCTHU




- MPOMEKYTOYHAS aTTECTAIUs 00YJIArOITUXCS IO TUCITUATIIINHE

@DoH/T OIICHOYHBIX CPEACTB ISl MPOBEJICHUS MTPOMEKYTOUHOM aTTECTAllMM O0y4Yaromuxcs
no gucturumae opopmiieH B IPUJIOZKEHUMU k PABOYEH [TPOTPAMME JAUCLHAITIINHBI

Texymuii KOHTPOJIb yCIEBaeMOCTH OOeCrevYrBaeT OICHHBAHHE XOJa OCBOCHHUS
JUCIUTIIMHBI B TIpoliecce 00ydeHusI.

7.1 Hacnopt ¢oHIa OIEHOYHBLIX CPEACTB /IS NPOBEACHUS TEKVIIel arrecTaluu 110

TACHUIINHE (MOAYJIIO)

Ne KonTpoaupyembie HaumMeHOBaHUE OLIEHOYHOT'O CPeCTBA
n/n pa3aeJibl (TeMbl)

1. | Beenenue B aucuumuinHy. | Onpoc, npo0iaeMHO-aHAIMTHYECKOE 3aJaHHe. 3¢Ce
IIpeamer, conepxanue u Peanmu3anus nporpaMMbl ¢ NIPUMEHEHHEM JAOT:
3aJla4y Kypca TectupoBaHue, CUTyallMOHHbIE 3a7ayd, MPOOJIEMHbIE

3aJ1a4H.

2. | OCHOBHBIE MOHATUSA Omnpoc, npo0aeMHO-aHAIUTHYECKOE 3aJaHle, TeCTUPOBAHUE
JOKYMEHTAllHUOHHOI'O Peamu3anuss mporpaMmbl ¢ IIPUMEHEHHEM JAOT:
obecnieyeHus ynpasieHus | TecTupoBaHue, CUTYallMOHHBIE 337a4H, IPOOJEMHbIE 3a/1a41

3. | [IpaBoBoe perynupoBanue | Ompoc, mpoOIeMHO-aHATUTUYECKOE 3a/IaHUE, JUCTYT
JEJIONPOU3BOCTBA Peanuzanuss nporpaMMmMbel ¢ [IPUMEHEHHEM JOT:

TectupoBaHue, CHTyallMOHHBIE 33]]a9H, POOJIEMHBIC 33/1a4H

4. | O6wmue HOpMBI U npaBwiia | Onpoc, NpoOIeMHO-aHAIUTHYECKOE 3aJjaHKe, TPAKTHYECKOe
odopmiteHUS 3aJlaHue, KeicC
YIIPaBICHYECKUX Peanuzanuss nmporpaMMel ¢ NIPUMEHEHHEM JAOT:
JJOKYMEHTOB TectupoBaHue, CHTyallMOHHBIE 33]]a4H, POOJIEMHBIC 331a4H

5. | Ocobennoctu noaroroBku | Ompoc, TECTUPOBAHUE, IIPAKTHYECKOE 3a/laHue,
OpraHU3aIOHHO- UCCIJIEIOBATENIbCKUN MTPOEKT, AUCITYT
pacnopsAUTEIbHBIX Peanuzanuss nmporpaMMel ¢ [IPUMEHEHHEM JOT:
JOKYMEHTOB OpraHu3anuu. | TecTupoBaHue, CUTyallUOHHBIE 3a/1a4M, TPOOJIEMHBIE 33/1a4U
Cucrema cripaBo4HO-

MH(OPMALIMOHHON U
AHAJIMTUYECKON
JOKYMEHTAI1H.

6. | Cucrema Omnpoc, npakTuyeckoe 3ajiaHue, THPOPMALMOHHBIA TPOEKT
OpraHu3alOHHO- Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM JOT:
paBoBOM JOKyMeHTaluu | TecTupoBaHue, CUTyallMOHHbIE 3314, IPOOJIEMHbIE 331a4H

7. | Hoxymentsl no iuyHoMy | Ompoc, nmpakTuyeckoe 3aaHue, HTHPOPMAIIMOHHBIN MPOEKT,
COCTaBy TECT

Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM HOT:
TectupoBaHue, CUTyallUOHHBIE 3a]1a4i, TPOOJIEMHBIE 3aa4l

8. | Opranuzauus Omnpoc, npakTH4yeckoe 3a/ilaHue, KOHTPOoJIbHAas padoTa
JIOKYMEHTO000poTa. Peamu3anuss mporpaMMbl ¢ NIPUMEHEHHEM HOT:
CucremaTtuzanus TectupoBaHue, CUTyallMOHHBIE 33]]a4H, IPOOJIEMHBIE 33/1a4H
JOKYMEHTOB U UX
XpaHeHue

9. | CoBpeMeHHOE NenoBoe Omnpoc, npakTUyecKoe 3a1aHre, THPOPMAIIMOHHBIN TPOEKT

IIUCBbMO

Peamusanus nporpaMMbl ¢ IIPUMEHEHHEM JOT:
TectupoBaHnue, CUTyallMOHHBIE 33]]a4l, TPOOJIEMHBIE 3a]1a4H

7.2 TunoBble KOHTPOJLHbIC 3AHUA WJIH HHbLIE MATEPHAJLI, HE00X0AMMbIE JJf OIEHKH

3HAHMH, YMEHHIi, HABBIKOB M (HJIM) ONBITA JeATEJILHOCTH B IPOIIECCe TEKVIIEro KOHTPO.Is




Tunosbie BONPoOCHI

1.Ienu, 3apaun u npunimnel JJOY. Uctopusa JJOY kak Hayku.

2.Ilpeamer u 3agauu Kypca.

3.Jloruueckasi CTpyKTypa IUCUUIUIMHBI, €€ MECTO B CHUCTEME IMOJTOTOBKH CIEIHAIUCTa,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMeHHOE AeNONPON3BOACTBO: LENH, 3aJa4l U TPUHLIUIIBI.

5. OcHOBHBIE TOHATUS M OIpEICNICHUs: JOKYMEHT: ero CBOHCTBa W (DYHKIIHH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEICHUE, TOKYMEHTOO00POT.

TunoBbie NPo0JIeMHO-AHAJTUTHYECKHE 32JaAHUS

1. IIpobaemno-anarumuueckoe 3a0anue:
1. HazoBure BCe BHABI JOKYMEHTOB U YKaXWTe, MO KaKAUM MPU3HAKAM OHH
KJIaCCU(UITUPYIOTCS.
2. HaiinuTe onpeneneHne JOKyMEHTa B TOCYIapCTBEHHOM CTaHIapTe.
3. CocraBbte TabmuIy «[loHsATHE TOKyMEHTA B HAYYHBIX JUCIUTUTMHAX)
4.0npenenute BUI JOKYMEHTA: OPHUIIMATBLHBIC, IMYHBIC U JIMYHOTO MTPOUCXOKICHHUS

2. I[IpobaemHo-ananumuieckoe 3a0anue.
1.CocraBbTe npukas (pacnopspkeHue) o mpueme Bac Ha padory,
2.CocraBbTe pHKa3 (pacnopsyKeHHUE) O MEPEBOJIE Bac Ha JIPYryo padboTy
3. Cocrasbre [Ipukas (pacropspkeHre) o MPeJOCTaBICHUN BaM OTITyCKa

3. Ilpobaemno-ananumuueckoe 3aoanue:

1.CocraBbTe TpaduK OTIYCKOB OpraHHW3allMU COCTOAIIeH W3 15 coTpyaHHKOB: 2 u3
KOTOPBIX 3aMECTUTENIN PYKOBOJUTENS, OIMH- IJIaBHBIM Oyxranrep, 2 — OyxXraiarep U Kaccup, OJJ1UH —
CHEIHAJIUCT OT/AeNa KaJIpoB, 5 — pabo4yMX-CMEHILUKOB, 2-pa00OTHUKH Ha 8 4acoBOW pabouuil JeHb,
0JiHa — yOOpIIHIA, 2 — MEHEKEPOB.

2. CocraBbTe npuKa3 (paclopspKeHHE) O MPEKpalleHUH JEHCTBUS TPYIO0BOrO JOTOBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npuKa3 (pacopsiKEeHHe) O HallpaBJIEHUU Bac B KOMaHAUPOBKY

4.BpImummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHUKY

4. Ilpobaemno-ananumuueckoe 3a0anue:

1. Pa30eiitech Ha rpymnmsl o 4 yenoBeka U cocTaBbTe [IpaBuia BHYTpPEHHEro TPYAOBOIO
pacriopsinka; IlonokeHue o 3aluTe NEpcOHANbHBIX AaHHBIX; [lonokeHue 00 oruiate Tpyna;
[TonoxkeHne o CTPYKTYpHBIX NoAapasaeneHusx; [lonoxenue 06 arrectanuu

2. BeiOepuTe 0AHY U3 KOHKPETHBIX JOJDKHOCTEH U COCTaBbTE JOJKHOCTHYIO HHCTPYKIIUIO

3. CocTaBbTe MPHUKA3 O TIOOIIPEHUH PaOOTHHKA.

5. Ilpobremno-ananumuueckoe 3a0anue:
PasGeiiTeck Ha rpymniisl Mo 4 yeoBeKa U COCTaBbTE
1. IlonoxxeHne 0 NIPEMUPOBAHNH;

2. ITHCTpYKIIMIO N0 KaJJPOBOMY JICJIONPOU3BO/ICTBY;
3. [Tonoxxenue 06 OIEHKE TIEpCOHAa;
4. ITonoxenue 06 00y4yeHUH;
5 Ilonoxxenue 00 aganTamuu

6. I[Ipobaemno-anarumuyeckoe 3a0anue:
. CocTaBbTe rpadguk JOKYMEHTOOO0POTa B KOHKPETHOM OpTraHU3aluu
2. PazGeiiTech Ha rpyNIibl MO 4 YeTOBEKA U COCTAaBbTE

[a—y



- [lonokenue o paboTe ¢ KaipOBBIM PE3EPBOM;
- [Ionoxxenue 0 npeMUPOBAHUH

7. Ilpobnemno-ananumuuecrkoe 3aoanue:
1.ITpeacraBbTe CTPYKTYpY YcTaBa OpraHu3aiuu
CocraBbTe:

2. [locTaHoBseHME 110 KOHKPETHOMY COOBITHIO.
3. Penienue 1o KOHKpETHOM 3a/1a4e yIpaBJICHUS.

8. Ilpobremno-ananumuueckoe 3a0anue:
. CoctaBbTe MpHKa3 MO KaJAPOBOMY COCTABY.
. CoctaBbTe yKazaHue M0 peIIeHUI0 KOHKPETHOTO BOIIPOCa.
. CoctaBbTe pacropsuKEHHsSI 10 KOHKPETHOMY COTPYITHUKY
. OdopmuTe IPOTOKOI 3aceqaHus COOpaHUS KOJJICKTUBA OPTaHU3AIIHH.

AW N —

9. l[Ipobnemno-ananumuueckoe 3a0anue:
. CocTaBbTe aKT O HAPYIICHUU TPYAOBOTO JIOrOBOPAa KOHKPETHOTO COTPYIHHUKA.
2. Onummwre cTpykTypy IlonoxeHus kak JOKyMeHTa
3. OnuiuTe npaBuia COCTaBJICHUS] HHCTPYKLIUM

—

10. Ilpobremno-anarumuyeckoe 3a0anue:
. Ucrionb3ys TunoByto GopMy «oOmuii 01aHK» 3alI0THATE €e.
. Ucnionb3ys TunoByro GopMy «OIaHK MUCbMay 3al0JIHUTE €€
3. Ucnionb3ys TuoByto opMy «OIaHK KOHKPETHOTO BHJA TOKYMEHTay 3aIl0JIHUTE €.

N —

TeMmbl Hcc1e10BaATEIbCKHX, TBOPYECKHX IPOEKTOB

Tlooeomoska uccrnedosamenvbckux npoeKkmoes no memam.

1.Mcnionb30BaHre KOMITBIOTEPHBIX TEXHOJOTUH MPU CO3AaHUU U O(POPMIIEHUU TOKYMEHTOB.
2. DAEeKTPOHHBIN JOKYMEHT U MpobiieMa ero NpaBoBOro CTaTyca.

3. Oco0eHHOCTH COTIacOBaHUs ANEKTPOHHOIO JJOKYMEHTA.

4. HHpOpMaLMOHHO-CIIPABOYHBIE JOKYMEHThl — CIpPABKM, aKThl, JOKJIAaJHBIE WU
OOBSICHATENBHBIC 3alMCKH, JOBEPEHHOCTH, CIyXeOHBbIe MUChMa, TeIe(OHOTPAaMMEI, TEJIETPaAMMBI,
(akcorpamMmbl

5. [Ipunanue 10pUIUIECKO CHIIBI JOKYMEHTY B JIEKTPOHHOU (opme.
6. [Ipumenenue 6a3 TaHHBIX, MIA0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Teopueckoe 3a0anue (c 21emeHmamu 3cce)
Harmmmmure scce o teme:
1.Poib apxuBOB B COXpaHEHMH JOKYMEHTOB
2. MexBe10MCTBEHHBIE, BEJOMCTBEHHbIE apXUBbl. APXUBbI OpraHU3alui,
NpeAnpUsITHH, yupexxaeHui. ['ocy1apcTBEeHHbIE apXHUBBI
3. DIIEKTPOHHBIN JOKYMEHTOOOOPOT: MOJOKUTEIBHBIE U OTPUIIATEIHHBIC YEPTHI

TunoBble 3aJaHUA K HHTEPAKTHBHBIM 3aHATHAM
CpasnumenvbHwiii ananus 6 popme oucnyma
1.DneKkTpoHHBIN TOKYMEHTOOOOPOT: MOJOKUTEIBHBIE U OTPULIATENBHBIE YePTHI
2. Mecto aucturuiabl “OCHOBBI JIEJIOMPOU3BOJICTBA U JJOKYMEHTOOOOPOT B COBETCKOM U

COBpCMCHHOfI CUCTCMAX IMMOATOTOBKU CIICHHUAINCTA -YIIPABJICHIA.

3adanue no pewenuro ynpasienuecxou cumyayuu. Ketic 1



[Iponuio 3aceganve WHBEHTApU3allMOHHOM KOMMCCHUHM 3aBOJIa Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBajICsi BONPOC O pe3yjJbTaTaX MWHBEHTapu3auuu 1o ckiagy Ne 2
BCIIOMOTaTeNbHbIX MaTepuanoB. Ha 3aceganuu ObUIO MPUHATO MOCTAHOBIEHHUE 00 YTBEp:KICHUI
pe3yJbTaTOB HMHBEHTAPU3allMM M OTHECEHUS 3a CUeT 3aBEYIOLIEro CKJIaJ0M HEI0CTayu
BCIIOMOTaTeNbHBIX MaTepualoB B cymme 365 Thic. py0., a TakkKe 3a4yUTaHbl CIMYUTEIbHAS
BEZOMOCTH 10 ckiany Ne 2 u 0ObSCHUTENbHAS 3aIMCKa 3aBEAYIOIIEr0 CKIIaJOM.

- Kakoli TOKyMEeHT coCTaBIIsSIeTCs IO UTOTaM 3aceaHuil KOMUCCHUNA pa3Horo poja?

- Kakue pekBU3NUTHI JOJKEH BKIIIOYATh JAHHbBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTe¥ OH mpemnoJaraet?

- Kakue ¢aktuueckre naHHbIe TOJKHBI OBITh BHECEHBI B ATOT JOKYMEHT?

Pewenue keiica.

ITo UTOraM 3acelaHuu KOMUCCHUU COCTaBIIACTCS IIporokon 3aceaHus
WHBEHTAPU3ALMOHHOW KOMHCCHH 110 PACCMOTPEHHUIO PE3yJbTaTOB HUHBEHTAPU3ALINH.

IIpoTOKOJI COEPIKUT CIIENYIOIINE PEKBUZUTHI:

HAaVMEHOBAHME OpraHU3alliii; Ha3BaHUE BUJA JIOKYMEHTA; JlaTa U HOMEp MPOTOKOJA;
3aroJIoBOK K TEKCTY; TEKCT; MOJIUCH YYaCTHUKOB; I'pu( yTBEpKAEeHUs (B Cilydae, KOorja IpOTOKOJ
MOJJICKUT YTBEPKJICHUIO).

[IpoTokos cocTOUT M3 2 YacTeil: BBOAHOM U OCHOBHOIA.

B 3TOT 10KYMEHT HOJKHBI OBITH BHECEHBI cieayronie pakTuueckue JaHHbIe:

1) Ha3BaHUsI TOKYMEHTA U MPEANPUATHUS.

2) yKa3zaHue 4JICHOB KOMHUCCUU U TIpeJcCelaTesl.

3) CIIUCOK BBHICTYNAIONIUX HA 3aC€JaHUU KOMUCCHU.

4) uTorM MHBEHTAPU3ALIUH.

5) peuieHusi, KOTOpbIE OBLTH PUHSTHI.

6) 3aKIIFOUEHUE KOMHUCCHUHU.

7) UTOTHU TOJIOCOBAHUSI (€CIIU OBLIN).

8) MeponpusATHs, IPOBEJCHHBIE B POLIECCE MHBEHTApU3AIUH.

9) BbIsIBICHHbIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (MM U JOJIKHOCTB ).

10) nata ¥ MECTO COCTaBJIEHUS MIPOTOKOJIA.

11) noanucu npeacenarens U ceKpeTapsi KOMUCCHH.

Keiic 2

B crpoutensHOM KoomepatuBe «CtTpoiicepBuc» OblT OOHapykeH (akT HeNpaBHILHOTO
UCIIOJIb30BAaHUSl CTPOMUTENBHBIX OTX0J0B. [Ipu mpoBepke paboOTHl CcKiaja MHIOMAaTepUalOB
YCTAHOBJIEHBI (PAKTHI OTITYCKa B KOTEJBHYIO JJISl CKUTAHUS OTXOJIOB MHJIOMATEPUATIOB JIHMHHOM
cBbie 20 cMm.

- Kakoil 1oKyMEHT ITO3BOJIUT PETJIAMEHTUPOBATH OTIIYCK CTPOUTEIBHBIX MaTEpUanoB?

- Kakue myHKTBI 1OJKHBI OBITH B JAHHOM JJOKYMEHTE 0053aTeIbHbIMU?

- CKOJIbKO JJOJDKHOCTHBIX JIUIL TOJDKHBI OBITH OTBETCTBEHHBIMH 32 UCIIOJTHEHNE TaHHOTO

JTIOKyMeHTa?

- Kakune pekBU3NUTHI JOJKEH BKIIIOYATh JAHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTell OH MpeArnoaraer?

- Kakue ¢aktuueckre naHHbIE TOJKHBI ObITh BHECEHBI B ATOT JOKYMEHT?

Pewenue ketica

JIOKYMEHT, KOTOPBIH IO3BOJIMT PErIaMEHTHUPOBATh OTIYCK CTPOUTENIBHBIX MATEPHAIIOB -
ITpuxkas.

OOs3arenbHble TYHKTHl TpUKa3za: 1) TYHKTB, B KOTOpPBIX [JArOTCA TMOPYYEHUS
UCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHUS. 2) MMYHKT O KOHTPOJIE UCIIOJIIHEHUS IPUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE MPUKaA3a ABJIAETCSA OJHO JTOJKHOCTHOE JIUIO.

[Ipuka3 nomKeH BKIIOYATh TaKWe PEKBU3UTHI, KAaK IOJHOE HAMMEHOBAHHWE KOMIAHUHU
COIJIAaCHO JEHCTBYIOIIEMY YCTaBY; OpraHHW3allMOHHO-TIpaBOBas (popMa; MECTO COCTaBJICHUS WIIH
U3JJaHNS; PETUCTPALIMOHHBIN HOMEp, YKa3aHHBIA B )KypHajle perucTpaluy; HauMEHOBaHME BUJA



JIOKYMEHTA; 3arojIOBOK; TEKCT; JaTa CO3JaHWA; JaTa IOANMCAHHA MOANNCH PYKOBOAMTENS C
pacur(poBKOIi; OTMETKU O HATMYUHU TPUIIOKEHUH;

IIpuka3 BriIroyaer B cebs JBE CTPYKTYpHbIE 4YacTH: KOHCTAaTUPYIOILYIO U
PacloOpsAIUTEIbHYIO.

B 3TOT 10OKyMeHT JOKHBI OBITh BHECEHBI (haKTUUECKHE AaHHble [IpuunHbl U mopydeHus.

Ananumuueckue 3a0anus

1. Ucnone3ys T'OCT 7.32 — 2001 IlpaBuna odopmieHHsS TEKCTOBBIX JOKYMEHTOB,
chopMyIupylTe OCHOBHBIC TPeOOBaHUS K OPOPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 Hcnomszys T'OCT P 6.30-2003 VYuHudumupoBaHHbIE CHCTEMBI JIOKyMECHTAIUH.
YHupuumupoBaHHas CUCTEMa OpraHU3aAMOHHO-PACTIOPSIUTEIBHON JOKyMeHTauu. TpeOoBaHms K
O(pOpPMIICHHIO  JOKYMEHTOB, chopMylupyiTe mpaBuiga OQOpPMIICHHS  OpPraHU3aI[MOHHO-
pacnopsIUTENIbHON JOKYMEHTAIIUU

3. Ucnonb3ysh KOHKPETHBII TOKYMEHT, IEPEUUCIIUTE PEKBU3UTHI.

4. CocraBbTe CXEMY pacCTOP KEHUsI TPYJOBOIO JOrOBOpaA 110 MHUIMATHBE PaOOTHHKA.

5. Hauepture cxemy JOKyMEHTOOOOPOTa B OPraHU3AINH

6. CocTaBbTe MHCTPYKIIMIO IO COCTABICHUIO HOMEHKJIATYPHI JIETI.

7. 3anummre mnpaBuia pabOThl C JTOKYMEHTaMH, COJIEpXKAlIUMU KOH(PUACHIHUATIHHYIO
MH(pOpMaIHIO.

Tunosble TeCTbI

1.Kakoe cyxxaenue ommOo4HO:

«IIogMMHHUK TOKyMEHTA BCErAA. .. »

A) opopmiisiercs Ha OaHKe,

b) umeet nmoanuck MOJIHOMOYHOTO JIUIIA,

B) umeert peructpaliioHHbIe TIOMETKH,

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

2.IIpocThIM MO COJIEP’KAHUIO HA3bIBAETCS IOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaUMTEIbHOTO BpEMEHU Ha ero 00paboTKy,

b) He TpebyeT noAroToBKM Ha HETO OTBETA, B) COEPIKUT B TEKCTE TOJIBKO OJMH BOIPOC,
I') obopmien Ha popmate Oymaru AS.

3. lyOnuKaT TOKyMeHTa

A) MeeT paBHYIO € NOJIMHHBIM JOKYMEHTOM IOPUAMUYECKYIO CHITY,

b) He umeeT I0pUINYECKYIO CHITY KaK MOJUIMHHBIN TOKYMEHT,

B) BoCipon3BOANT OCHOBHYIO YaCTh IJIABHBIX PEKBU3UTOB MOJIMHHOTO IOKYMEHTA,
I') NOAHOCTBIO BOCTIPOU3BOJUT MOTMHHBINA JOKYMEHT.

4.CpouHbIM (110 UCTIOJTHEHHUIO) HAa3bIBACTCA JOKYMEHT. . .

A) 7151 KOTOPOTO YCTaHABIUBAETCS CPOK UCIIOTHEHMS,

b) xotopslii TpeOyeT 11 0TBeTa JOMOIHUTEIBHOTO UCCIIEA0BAHMS,
B) xoTopHIii HanpaBIIeTCs B BHIIIECTOSIIIYIO OPTaHU3ALIHIO.

5.J10KyMeHTO000POT — 3TO

A) IBHXEHHE JOKYMEHTOB Ha MNPEANPHUITHH C MOMEHTa IOJIyYeHHs] WIM CO3/IaHUs [0
3aBCPIICHUA UJIN OTIIPAaBKH,

b) nepeueHb 1OMKHOCTHBIX JIUL, OCYIIECTBISIONIUX C JaHHBIM JIOKYMEHTOM OIEpaLIUH.

B) nepeuens onepaiinii, KOTOpbIE BBIIOIHSIIOTCS C JOKYMEHTOM B OpraHU3aIiu.

6.1ToAroToOBNIEHHOE 711 CIaYU B APXUB JI€JI0 UMEET:



A) pacrioniokeHre JOKYMEHTOB B XpOHOJOIMUECKON IIOCIE0BATEIBHOCTH,
b) nepener B manke «Jleno» ¢ momombto ckopocmuBarens, B) CooTBercTByrOmMM
00pazoM 0hOpPMIICHHYIO OOJIOKKY JIela.

7.KoHBEpTHI 1TOCIIE BCKPHITHS YHUUTOXKAOTCS

A) Bcerna,

b) Tonpko, ecau mucbMO B JaHHOM KOHBepTe odopmiieHo Ha OnaHke, B) kpome mucem u
K00 rpaXKaaH, U Ap. 0COOBIX CITyYaes,

I') HUKOT1a HE YHUUTOXKAFOTCSI.

8.Homenknarypa Jienn He npeycMaTprBaeT:
A) nepeyeHb KOHKPETHBIX HAUMEHOBAHUM JIEI,
b) cpokoB xpaHeHus aei,

B) unzaexc (mopsikoBbIil HOMeEp) Aena,

I') cpok npencTaBieHus J1ea B apXMB.

9.CaMbIM pacnpocTpaHeHHBIM (opMaToM OyMaru, MCIOJb3YEMbIM B JAEJIONPOU3BOICTBE
opranusanuu Poccuiickoil penepaunu, sipiasercs popmar
A)B3 b) A4 B) AS I') B6

10.ITpu oopmileHHH OpPraHU3aMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB HE pa3pemiacTcs
noBopaunBath Ha 90 TpagycoB JUCT GpopmaTa
A) A3 b) A4 B) AS

Tunosbie BONPOCHI K KOHTPOJIbLHBIM padoTam

. Buael JoKyMeHTOB M X Kiaccupukaus

. CocTaB ynpaBJIEHYECKUX TOKYMEHTOB.

. IlonsiTHE CUCTEMBI JOKYMEHTALIMH.

. OyHKUHMOHAIBHBIE U OTPACIEBbIE CUCTEMBI TOKYMEHTALUH

. YHu(uKanus u cTaniapTU3anus yrnpaBlIeHYeCKUX TOKYMEHTOB

DN AW N —

Hdas JOT:
Tunosbie mpodJeMHbIE 321a4N:

3anaua 1.

[ToaroroBbTe nprka3 00 UTOrax peBU3nH (puHaHCOBOTO ydera. B koHCTaTupyromeil yacti
YKa)XUTE, UTO peBU3UEH 0OHapyx eHbI (haKkThl rpyOOro HapylmeHus (UHAHCOBOTO y4yeTa: HET yueTa
Y OTYETHOCTH II0 KOMaHJIMPOBKaM, OTCYTCTBYET JKYpHAJ ydeTa JoBepeHHocTed. Hemocrarommue
PEKBU3UTHI YKAXKUTE CAMOCTOSATEIILHO.

TunoBbie CUTYAIIMOHHBIC 3a a4

3amaua 1.

B ¢upmy mnoctynuio aBa KOHBEpTa, aJpPECOBAHHBIX TI'€HEPAIBHOMY IHPEKTOPY, OAMH
KOHBEPT C PEKJIAMHOM aKIKeil, 1Be MOChUIKH U3 (PUIINATIOB.
OO6paboTaiiTe MOATAMHO BXOSIIYIO0 KOPPECTIOHICHITHUIO.



3agaua 2.

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

2) B sHBape Oynymero rojma COCTOWTCS KOH(EPEHIHs, TOCBSIIEHHAS WHHOBAIUSM B
skoHOMHKe. HeoOxomumMo co37aTh W pa3ociaTh IUCHBMO-TIPUTJIAICHHE HA IPEJICTOSIIYIO
KOH(EPEHIIUIO.

Tunosble TEeCThI

1. [Ipu xkakom pacnosioxxeHuu pekBU3UThl "HanmenoBanue opranuzanuu’, "Bujg
JNOKyMeHTa" U Apyrue HeoOXO0AUMbIE PEKBU3UTHI Ha OJIAaHKE pa3MEIAOTCs B BEPXHEM JIEBOM YTIIY:

Bri6epute o1H OTBET:

A) ipojionbHOE

b) yrnosoe

B) nenrtpupoBannoe

2. JIns KakuxX JTOKYMEHTOB 00s13aTeICH PEeKBUZUT «AIpecaTy:
Bri6epute 01H UM HECKOJIBKO OTBETOB:

A) nucbma

b) nmpukassr

B) noimKHOCTHBIE MHCTPYKIIMH

3. Kakas nara siBisieTcst 1aTol IPUKAa30B, MIACEM, CIIPABOK:
BeiOepure oauH OTBET:

A) Jlata yTBepxaeHus

b) Jlata 3apukcupoBaHHOTO B JOKYMEHTE COOBITHS

B) Hdata cornacoBanus

I') JaTta noanucanust

4. Bri6epuTte anemenTsl pekBusuta «I'pud yrBepx aeHus»:
BriGepuTe 01uH MM HECKOJIBKO OTBETOB:

A) Ioanuck

b) JomxHOCTH JInila, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuszanuu

J1) Bu3ssl cornacoBanus

5. [Ipukazamu 1o TMYHOMY COCTaBY OPOPMIISIOTCS:

A) I'apanTtuiinble 00s3aTeNBCTBA OpPraHU3aALUN

b) JomxHOCTH JInIa, YTBEPKIAIOIIETO TOKYMEHT

B) Ilpuém, nepeBos 1 yBOJIbHEHHE COTPYIHUKOB OpraHU3alUu
I') AxTbI npuéma u nepegayu 0OHEKTOB

6. OcHoBHbIe QyHKIIUH, KOTOpBIe obecnieunBaeT JJOVY:
A) TulaHupoBaHuE

B) opranmn3anmoHHO-pacopsANTENbHAS e TETFHOCTh

B) y4ér u otuétHOCTH, PHAHCHpPOBAHUE

7. Howmenknarypa e npeactaBisieT coOoii:

A) Crniucok 3aroj0BKOB (HaUMEHOBAHMI) €1, 3aBOJIMMBIX Ha MPEANPUATUH C YKa3aHUEM
UX CPOKOB XPaHEHUs

b) NapanTuitabie MUCbMa OpraHU3aIun



B) I'pud yrBepkaeHuss pyKOBOIUTENST OpraHU3aII
I') Cpoku xpaHeHus: JTOKyMEHTOB

8. bnank 1okyMeHTa — 3TO:
A) HecTaHIApPTHBIN JIUCT OyMark, Ha KOTOPOM BOCHPOM3BOANTCS MOCTOSHHAS HH(OpMALUsI

JOKYMEHTa ¥ €CTh MECTO JJIsi IEpEMEHHOM UH (opManun

b) crannapthblii 1ucT 6ymaru, Ha KOTOPOM BOCHPOU3BOAUTCS MOCTOSIHHAS HHGOpMaIus

JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

MM;

B) npyroe

0. bnanku umetot nonst (cornacao I'OCT p 7.0.97-2016):

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

b) neBoe — 10 Mmm; paBoe u HIKHEe — HE MeHee 20 MM; BepxHee — He MeHee 10 mMwm;

B) neBoe — 20 mMm; npaBoe He meHee 10, HikHee — He MeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00s3aTEIBHBINA JIIEMEHT:
A) npucyiuil ornpeneaeHHOMY BUY 10KYMEHTA;
b) npucymuii ToIbKO OpraHu3alMOHHON JOKYMEHTAIUH;
B) npucymuii TonpKO nMUCbMaM;

11. dopmysip-o6pazer; — 3To:
A) COBOKYITHOCTh HE PEKBH3HUTOB, a TIOITHCEH
B) COBOKYITHOCTB pPacIionoKEHHBIX B OMPEICICHHOMN MOCIICI0BATSIIEHOCTH PEKBU3UTOB,

MMpUCymux BCEM BUJAaM NOKYMCHTOB;,

B) HomeHnkiiatypa z1es1 opraHuzainum

12. K pacniopsauTensHbIM JOKYMEHTaM, H3/1aBaeMbIM B YCIIOBHSIX €HHOIHYHOTO
MIPUHSATHSI PEIICHUS, OTHOCSTCS:

A) nenoBbie MUChMa

b) npuka3sl

B) noxnannbie 3anucku

13. TpeOGoBaHusi, peabsIBIsIEMbIE K JOKYMEHTOOOOPOTY:
A). IPSIMOTOYHOCTH JABMKEHHUS JOKYMEHTOB (JOKYMEHT KpaTualIiiM IMyTeM MOnaaaeT K

HCIIOJIHUTCIIIO, BO3BPATHBIC IIEPEMCIICHUS TOKYMCHTOB I/ICKJ'IIO'—ICHI)I);

E) pacnpeaciiCHue JOKyMCHTOB MCKAY PYKOBOAUTCIISIMU U CTICUAJIMCTAMU COTJIACHO UX

(GYHKIIMOHAJIBHBIM 00S3aHHOCTSIM;

B) HeoOxoaumoe nepeMenieHie TOKyMEeHTOB (1yOIMpoBaHue, JIUITHIE HHCTAHITUN

JENCTBUS UCKIIIOUEHBI) U eIMHOOOpa3ue MapuipyTa JBUKEHHS TOKYMEHTOB U TEXHUYECKUX
OIepalyii ¢ HUMH, OJHOKPATHOCTh KaX 10U OIEPALINH;

I') Bce BbIIENIEpEUNCIIEHHBIE

14. Jlns kakoro BuJa JOKyMEHTa peKBU3UT «HanMeHoBaHME BUIa TOKYMEHTA) HE

YKa3bIBaACTCA:

A) BBINIKUCKA U3 IPOTOKOJIA;
b) nenoBas 3anucka;

B) nucemo;

I') oTuér.

15.  T'me xpaHsTCs Jeia 1Mo UCTEYSHUH CPOKa TEKYIIEro XpaHeHHS:
A) B apxuBe;



b) y pykoBoauTens opranusaiuy;
B) y cexpetaps pykoBOAUTENS OpraHU3aliy;
I') nonnexxar aHHYTMPOBAHUIO.

7.3 MeToauueckne MaTepHaJibl, ONpeaeasionine nNpoueaypbl olleHUBAHUS 3HAHMII, YMEeHHH,
HABBLIKOB M (MJIH) ONBITA JIeATEJIbHOCTH

Bce 3amanus, ucnosib3yemble IS TEKYIIETO KOHTPOJIsSI (DOPMHUPOBAHHS KOMIICTCHITHI
YCJIOBHO MOXHO pa3l[eJII/ITB Ha IBC prrIHbIZ

1. 3agaHus, KOTOpPBIE B CHJIYy CBOMX OCOOCHHOCTEH MOTYT OBITh PEalM30BaHbI TOJBKO B

npouecce OOydeHUsT Ha 3aHATHUAX (HampuMep, IUCKYCCHS, KpPYIVIBIM CTOJd, IUCIYT, MHHHU-
KOH(pepeHIIHs);

2. 3aJaHus, KOTOpBIE MIOMOJHSIOT TEOPETHYECKHUE BOMPOCH! (MPAKTHUECKUE 3aaHusl,
po0JIEMHO-aHAIUTUYECKUE 3a/IaHUs, TECT).

BeinmonHenue Bcex 3alaHuil sBiISETCS HEOOXOIUMBIM Ui (POPMUPOBAHHUS M KOHTPOJIS
3HaHUH, yMEHUI 1 HaBBIKOM. [103TOMY, B Cily4ae HEBBIOTHEHHUS 3aJaHUU B Ipoliecce 00ydeHus,
UX HEOOXOJUMO «O0TpaboTaTh» 1O 3adera. Bua 3agaHuii, KOTOpble HEOOXOAUMO BBIOJHUTDH IS
JUKBUJALUN «330JDKEHHOCTH» ONPEIEIAETCS B MHIMBUAYAJIBHOM IOPSJIKE, ¢ YYETOM IPUYHH
HEBBINOJIHECHMUS.

1.TpeGoBanue K TeOpeTHYECCKOMY YCTHOMY OTBETYy

Onenka 3HaHWid mnpennoiaraet Iup(GEepeHIIUPOBAHHBI TOAXOM K CTYAEHTY, y4YeT €ro
UH/IMBUYAJIbHBIX CHOCOOHOCTEH, CTENEeHb YCBOCHHS M CHCTEMAaTHU3allMU OCHOBHBIX MOHATHH U
KaTeropui nmo pguciuruimHe. Kpome Toro, omneHuBaeTcsi HE TOJBKO TJiyOMHAa 3HAHUU
IIOCTaBJIEHHBIX BOIPOCOB, HO M YyMEHHE HCIOJb30BaTh B OTBETE MPAKTUYECKUH Marepual.
OrneHuBaeTcs KynbTypa peuH, BiIaJieHHe HaBbIKaMU OPaTOPCKOr0 UCKYCCTBA.

Kpumepuu oyenusanus: mocnenoBaTeIbHOCTh, TOJIHOTA, JIOTHYHOCTh HM3JIOKEHHUS, aHAHN3
pa3IMYHBIX TOYEK 3peHHs,, CaMOCTOsATeNbHOEe 0000IIeHne Marepuana, HCIOJIb30BaHHE
npoeCCHOHATILHBIX TEPMUHOB, KYJIbTypa pEeYd, HABBIKM OpPATOPCKOTO HCKycCTBa. M3nmoxeHue
MmatepHaina 6e3 paKTHUECKUX OINOOK.

OneHka «omauyHO» CTABUTCS B Clydae, KOTJa MaTepuall M3JIaraeTcsi HCYEPIBIBAIONIE,
MOCJIEI0BATEIbHO, TPaMOTHO M JIOTUYECKH CTPOWHO, MPHU 3TOM PACKPBIBAIOTCS  HE TOJIBKO
OCHOBHBIE TIOHSTHS, HO ¥ aHAJM3UPYIOTCSA TOYKH 3PEHHUS PA3IMYHBIX aBTOpoB. O0ydaromuiicst He
3aTPYAHSAETCS C OTBETOM, COOJIIOJIAeT KYJIbTYpY PEUH.

OmeHKa «xopoutoy CTaBUTCS, €CITH O0YJarOIIUICS TBEPIO 3HAET MaTepHall, TPAMOTHO H 110
CYIIECTBY H3JIaraeT €ro, 3HaeT NpaKTU4ecKyro 0a3zy, HO IpHU OTBETE Ha BOIPOC JIOMYyCKaeT
HECYIIIECTBEHHBIE MTOTPEITHOCTH.

OneHka «yoogremeopumenbhoy CTaBUTCS, €CIIM 00y4aroIUICs OCBOWI TOJIBKO OCHOBHOI
MaTepHall, HO He 3HAeT OTICNbHBIX JEeTaJei, JOMYCKAaeT HETOYHOCTH, HEIOCTATOYHO TPAaBUIIbHBIC
(GOpMyYIHPOBKH, HapylIaeT MOCIeI0BATENbHOCTh B HM3JIOXKEHWU  MaTepuana, 3aTpyaHseTcs ¢
OTBETaMH, TIOKa3bIBACT OTCYTCTBHE [OJDKHOM CBSI3M MEXKAY aHaIM30M, apryMEHTalued W
BBIBOJIAMH.

OueHka «HeyoognemeopumenbHoy» CTaBUTCS, €clM OO0y4aromuiicss He OTBe4YaeT Ha
MOCTaBJIEHHBIE BOIIPOCHI.

2. TBopuecKkue 3a1aHusl

Occe — 7T0 HeOombIIasi MO OO0BEMY MHCBMEHHAas pPa0doTa, coYeTarmas CBOOOIHBIC,
CYOBEKTHBHBIE PACCY)KICHHUS 10 OMNPENEIEHHON TeMe C 3JIEMEHTaMHM HAay4HOro aHaim3a. TeKCT
JOJDKEH OBITh JIETKO YUTaeM, HO HEOOXOAMMO H30eraTb HapOYMTO PAa3rOBOPHOIO CTHJIS, CIIEHTa,
mabaoHHbIX (hpa3. OObeM 3cce cocTaBiseT npumepHo 2 — 2,5 crp. 12 mpudToM ¢ oIUHAPHBIM
UHTEpBaAJIOM (6€3 yueTra TUTYIbHOI'O JIUCTA).

Kpumepuu oyenusanus - OlleHKa Y4YUTBHIBaET COOJIOAECHHE >XAaHPOBOW creruduku 3cce,



HAJTMYHUE JJOTUIECKOM CTPYKTYPHI TIOCTPOSHHS TEKCTa, HATMYUE aBTOPCKOM MO3MIINH, €€ HAYYHOCTh H
CBSI3b C COBPEMEHHBIM TOHMMAaHHEM BOMPOCA, aJICKBATHOCTh ApTyMEHTOB, CTUJIb H3JI0KCHUS,
opopmiierre padbotel. Cienyer MOMHUTbH, YTO MPsAMOE 3auMCTBOBaHHE (0e3 opopMIICHHS LHTAT)
TekcTa u3 HTepHeTa WK 3JIEKTPOHHON OMOITMOTEKN HEJIOITYCTUMO.

OneHka «omauyHO» CTAaBUTCS B Cllydae, KOTJa ONpPENCNseTCs: HaTU4ue JIOTHYECKOU
CTPYKTYpPhl TIOCTPOEHHUsI TeKcTa (BCTYIUIEHHE C IIOCTAHOBKOW MPOOJIEMBI; OCHOBHAsI 4YacTh,
pa3jieJicHHass 10 OCHOBHBIM HJICSIM; 3aKJIIOUYECHHE C BBIBOJAMHU, TOJIYYCHHBIMH B DPE3YJIbTaTe
pacCcyXJIeHUs); HAIMYUE YETKO OIPEICICHHON JIMYHOW TO3MUIMH IO TeME 3CCe; aJeKBAaTHOCTH
apryMEHTOB NP 0OOCHOBAHUY JIMYHOM MO3UIIMU, CTUIIb U3JI0KCHUS.

OneHka «xopowio» CTaBUTCA, KOTJa B IEJIOM OIpPENENAeTCs: HaIU4yhe JIOTUYECKOH
CTPYKTYpPBI TIOCTPOCHHUsSI TEKCTa (BCTYIUIGHHE C IIOCTAHOBKOW MPOOJIEMBl; OCHOBHAs 4YacTb,
pa3zelieHHass MO0 OCHOBHBIM HJESIM; 3aKJIIOUEHHE C BBIBOJAMH, IMOJTYYCHHBIMA B PE3YJIbTATE
pacCy>KICHHUs); HO HE MPOCIS)KUBACTCS HATMYUE YETKO OINPEIEIICHHOW JIMYHOM MO3UIMH 0 TEME
Jcce; He JOCTATOYHO apryMEHTOB IIPH 0OOCHOBAHHUH JTMYHOU MO3HUIIUN

Onenka «ydogremeopumenvpHoy CTaBUTCS, KOTAa B IIEJIOM OIpeaesseTcs: Haludue
JIOTUYECKOU CTPYKTYpPBI TIOCTPOCHUsSI TEKCTa (BCTYIUICHHE C TOCTAHOBKOH MPOOJIEMBI, OCHOBHAS
YacTh, pa3jCjCHHAs 110 OCHOBHBIM HJCSIM; 3akitoueHue). Ho He NpOCIeKUBAIOTCS — YETKHE
BBIBO/IbI, HAPYIIACTCS CTUIIh H3JIOKCHUS

OneHka «Heyoos1emeopumenbHoy CTABUTCA, €CIIA HE BBIMOJHEHBI HUKaKue TPEOOBaHUS

3. TpeOoBaHue K pelICHUIO CUTYAIlHOHHOM, MPO0JIeMHOM 3a/1a4M (Kelc-U3MePUTeJIN)

CTyzneHT JOMKEH yYMETh BbIIACIUTh OCHOBHBIE IOJIOKEHUS W3 TEKCTa 3aJauyd, KOTOpHIE
TpeOYIOT aHanM3a U CIIy’KaT ycJIOBUsAMU perieHus. Mcxons U3 nmocraBieHHOro Bolpoca B 3ajaye,
HOMBITATHCSI MAKCUMAJIBHO TOYHO OINPEAEIUTh NPOoOJIeMy U COOTBETCTBEHHO PELIUThH €€.

3amayy JOJDKHBI pelarbes CTyACHTaMU NHUCbMEHHO. [Ipu pemenun 3agad Takke BaKHO
PaBUWIBHO CPOPMYIUPOBATH U 3aITUCATh BOMPOCHI, HAUMHasK ¢ 6osiee 00IUX 1, KOHYast YaCTHBIMHU.

Kpumepuu oyenusanusi — OLEHKAa yYUTBIBAET METOJBl U CPEACTBA, MCIOJIb30BAHHBIE IIPU
pELIeHUH CUTYallMOHHOMN, MPOOJIEMHON 3a/1auH.

OrneHka «omauuno» CTaBUTCA B Cllyyae, KOrja oOydyarolMiics BBIMOJHWI 3aaHue (Peru
3a/a4y), HUCHOJB3YyS B IIOJHOM OOBEME TEOPETUYECKHE 3HaHHWS W MPaKTUUYECKHE HaBBIKH,
NOJIy4eHHBIE B Ipoliecce 00ydYeHusl.

OneHka «xopouwio» CTaBUTCSA, €CIM 00y4JaroLUICs B 1IEJIOM BBIIIOJHUI BCe TpeOOBaHUS, HO
HE COBCEM YETKO OIpPENENsIeTCs Olopa Ha TEOPETUUYECKUE IOJIOKEHHS, U3JI0KEHHBIE B HAYYHOMU
JUTEPATYpE MO JAHHOMY BOIIPOCY.

OrneHka «ydosenemeopumenbHoy CTaBUTCS, €CJIM OO0YYaIOLIUICS MOKa3al MOJIOKUTENIbHBIE
Pe3yabTaThl B IPOLECCE PELICHUS 3aa4H.

OneHka «HeyoognemeopumenvbHoy CTABUTCS, €CIM OOyJyaroIIMHCS HE BBINOJHUI BCE
TpeOoBaHUS.

IIpu peanusanuu nporpamMmsl ¢ npumeHennem J10T:

CTyneHT JOMKEeH YMETh BBIACIUTh OCHOBHBIE IMOJIOKEHMSI M3 TEKCTa 3a/add, KOTOpbIe
TpeOyIOT aHaln3a M CIyXXaT yCIOBUSAMH pelieHus. VcXoas U3 MocTaBIeHHOro BOIpoOca B 3ajauye,
MOMBITATHCSI MAKCUMAJIBHO TOYHO OIPEAETUTH MPo0IeMy U COOTBETCTBEHHO PELIUTH €€.

3azauu OJKHBI peIaTbesi CTyJEHTaMM NMHUCbMEHHO. [Ipm pemeHun 3agad Takke BaKHO
MPaBUJIbHO CPOPMYIMPOBATH U 3aIMCaTh BOIIPOCHI, HAUMHAS ¢ O0jiee 00IUX U, KOHYAs YACTHBIMHU.

Kpurepun oueHMBaHMS — OLIEHKA YYMTHIBAET METOJABI U CPEICTBA, UCIIOJIb30BAHHBIE NIPU
pEeIlIeHNU CUTYal[MOHHOM, MPOOJIEeMHON 3aJauu.

O1eHKa «BBIITOJHEHO» CTABUTCS B Cllydae, €ciau O0YYaroluiics MmoKasai MOJIOKUTEIbHbIE
pe3yNbTaThl B MpOIECCEe PElIeHUs 3aJadd, a UMEHHO, KOTJa oOydJaromuiics B I1€JIOM BBITOJIHUI
3agaHue (pelmi 3a7ady), UCIONIb3ysl B MOJTHOM O0OBbEMe TEOPETHUYECKUE 3HAHMUSA U MPAKTUYECKHE
HaBBIKH, OJTY4YEHHBIE B Ipoliecce 00yueHusl.

O1eHKa «He BBIIOJIHEHO» CTAaBUTCA, €CIIM 00y4JaloLHiics He BHIIOIHUI Bce TPEOOBAHMS.



4. UHTepakTUBHBbIE 3aJaHUSA

MexaHu3M NPOBEACHUS JIUCIYT-UIPHI (POJIEBOIL (IEJI0BOI) UTPHI).

HeoOxonumMo pa30ouThCsi Ha HECKOJIBKO KOMAaH/I, KOTOPbIE JOJIKHBI TOOYEPETHO BBICKA3ATh
CBOE MHEHHME IO Ka)XJ0My M3 3aJaHHBIX BONPOCOB. MHEHHE BBICKA3bIBAIOLIEHCS KOMaH/bl
3aCYMTHIBACTCS, €CJIM NPOTHBOIOIOXKHAS KOMaHAa HE OINPOBEPTHET €ro KOHTPAPryMEHTaMH.
Komanza, ube MHEHHME 3aCUUTAaHO KaK BEPHOE (HE MOJIYUYWIO YOEIUTENbHBIX KOHTPAPIYMEHTOB OT
MPOTUBOMNOJIOXKHBIX KOMaHJ), NoiydaeT oauH Oami. Komanpma, omnpoBeprayBiiass MHEHHE
IPOTHBOIOJIOXKHONH KOMaHABl CBOMMH KOHTPAPIYMEHTaMH, TaKXe TIOIy4aeT OJUH OaJll.
[ToOexnaer komMaHAa, OMyYUBIIAs MAaKCUMAJIbHOE KOJIMYECTBO OAIIIOB.

PoneBast urpa kak mpaBmio umeeT (alyny (CHUTyaluio, Ka3yc), pacupeleNsiFoTcss POy,
MOJTOTOBKA OCYIIECTBIISIETCS 3a 2-3 HEeJIeNU JI0 TPOBEICHUS UTPBIL.

Kpumepuu oyenusanus — olleHUBAIOTCS IEUCTBUS BCEX y4aCTHUKOB rpymnmnsl. [loHnmanune
npo0yieMbl, BBICKA3bIBAaHUS U JCHCTBHS MOJHOCTBIO COOTBETCTBYIOT 3aJJaHHBIM  LIEJISM.
CooTBeTCTBHE pEANbHOM JeHCTBUTENLHOCTH pEIIeHHUH, BRIpaOOTaHHBIX B XOJi¢ WUTpHL. Branenue
TEPMHUHOJIOTHEH, JEMOHCTpalusl BIAAEHUS Y4EeOHBIM MaTepHaJoM IO TeME UTIphI, BIaJICHUE
METOJJaMH apryMEHTallui, YMEHUE padoTaTh B rpynne (yMEHHE CIIyllaTh, KOHCTPYKTUBHO BECTH
Oeceny, yOexaaTh, YIpaBlATb BpeMeHEM, OeCKOH(DIUKTHO 0OIAThCs), JAOCTH)KEHHE HIPOBBIX
1esei, (COOTBETCTBUE POJIU — MPU POJIEBOM UTPE). SICHOCTH U CTHIIb U3JI0KEHUS.

OneHka «omauyHO» CTAaBUTCS B Cllydae, BBIMOJIHEHUS BCEX KPUTEPHUEB.

OneHka «xopowio» CTaBUTCS, €CJIM OOyYaroIMecss B LIEJIOM JIEMOHCTPUPYIOT TOHUMaHHE
po0JieMbl, BBICKA3bIBAaHUS U JCHCTBHUS MOJHOCTbIO COOTBETCTBYIOT 3aJjaHHBIM LiensiM. Pernenus,
BbIpa0OTaHHbIE B XOJ€ WUIPbI, MOJHOCTHIO COOTBETCTBYIOT peanbHOM aeicrBurenbHocTH. Ho
HEKOTOpbIe OOBSICHEHUS HE COBCEM apryMEHTHUPOBAHBI, HAPYIIEHBI HOPMBI OOIICHUS, HAPYLICHBI
BPEMEHHbIE PAMKH, HApPYLIEH CTUJIb U3JI0KEHHUS.

OneHka «yodogremsopumenbHoy CTaBUTCS, €clu 00Oydaroluecss B IEJIOM JAEMOHCTPUPYIOT
NOHMMAaHKE MPOOJIEMBbI, BHICKA3bIBAHUSA U JEUCTBUS B LIEJIOM COOTBETCTBYIOT 3aJaHHBIM LIEJISM.
OpHako, pemieHusi, BbIpaOOTaHHBIE B XOJ€ HUIPBl, HE COBCEM  COOTBETCTBYIOT PpEaJIbHOM
nefcTBuTeNbHOCTH. HekoTopble OOBSICHEHHS HE COBCEM AapryMEHTUPOBAHBI, HapyILIEHbI
BPEMEHHBIE PAMKH, HAPYLIEH CTUJIb U3JI0KECHHUS.

OueHka «HeyOooeremeopumenvHoy CTaBUTCS, €clu OOydaroluecs HE MOHHMMAIOT
npo0JeMy, X BBICKA3bIBaHUS HE COOTBETCTBYIOT 3a/IaHHBIM LIETISIM.

5. KommiekcHoe nNpo0/1eMHO-aHAJITNTHYECKOE 3aJaHHe

3aaHue HOCUT MPOOJIEMHO-aHATMTUYECKUI XapakTep M BBINOJHSAETCS B TpH dTama. Ha
NEPBOM U3 HUX HEOOXOAUMO 03HAKOMHUTHCS CO CIIEIUAIbHON JINTEPaTypoil.

[lenecooOpa3Ho Takke MOBTOPUTH y4eOHbIE MaTepHalibl JEKUUNH U CEMUHAPCKUX 3aHATUI
10 TEMaM, B paMKax KOTOPBIX MPEJIaracTcs BHIIOJHEHUE JTAHHOTO 3a/1aHusl.

Ha BtOpom »sTame BbInosHEHUs pabOThl HEOOXOAUMO CHOPMYIUPOBATH MpoOIeEMy U
W3JIOKUTh ABTOPCKYIO BEPCHIO €€ pEUICHMs, Ha OCHOBE IIOJIy4YEHHONM Ha IEpBOM JTale
uH(pOpMaLUH.

Tpetuif sTan paboThl 3akitoyaeTcs B (POpMyIHpOBKE COOCTBEHHOM TOYKU 3pEHHS I10
npobneme. Pesynbrar Tperhero srana ohopmMIISIETCSl B BUJIE AaHATUTUYECKON 3armncku (00beM: 2-
2,5 ctp.; 14 wpudr, 1,5 unrepnan).

Kpumepuii oyenusanus - oueHka y4uThIBAaeT: MOHUMAaHUE NMPOOJIEMbI, YPOBEHb PACKPBITHUS
MOCTaBJIEHHON MPOOJIEMBI B TNIOCKOCTH TEOPUHU U3y4aeMoil TUCIUILTUHBI, yMeHHEe (OpMyIHUpOBaTh
U apryMEHTHUPOBAHO MPEJCTAaBISTh COOCTBEHHYIO TOUYKY 3pEHHMsI, BBIMOJIHEHHE BCEX JTaloB
paboTHI.

OneHka «omauyHO» CTAaBUTCS B Cilydae, Korjaa oOydarolIuicCs JAEMOHCTPUPYET MOJIHOE
NOHMMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIE K 33/1aHUIO BBIITOTHEHBI.

OneHka «xopouio» CTaBUTCS, €CIIM OOy4aroUUiics JE€MOHCTPUPYET 3HAYUTENIbHOE
MOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbIBISEMbIC K 3alaHUIO BHIIIOTHEHBI.

O1eHKa «y0o6n1emeopumenbHoy CTaBUTCS, €CIIU 00y4aroLUiics, AEMOHCTPUPYET YaCTUYHOE



IOHUMaHHe IPOOJIEMBbI, OOIBIINHCTBO TPEOOBAHUM, IPEABABIAEMbIX K 3aJJAHUIO, BBIITOJIHEHbI

OueHka «HeyooeremeopumenvHoy CTAaBUTCS, €CIU OOy4aroIIMHCS JEMOHCTPUPYET
HEMOHUMaHue NpoOIeMbl, MHOTHE TPeOOBaHUs, IPEIbSBIAEMbIE K 33/1aHUI0, HE BBIITOJIHEHBI.

[Ipu peanusauuu nporpamMmsl ¢ npumenenueM J10T:

CTyZneHT HOKEH yMEThb BBIICINTH OCHOBHBIE IOJIOKEHHMS M3 TEKCTAa 3aladyd, KOTOPBIC
TpeOYIOT aHalu3a M CIyXaT yCIOBUSAMU pelleHus. Vicxoas U3 mocTaBlIeHHOrO BOIpOca B 3ajaue,
HOIBITaThCSl MAKCUMAJIBHO TOYHO OINPENEIUTh IPOOIEMYy U COOTBETCTBEHHO PEIIUTh €€.

3azayl TOJDKHBI peliaTbes CTyJAEHTaMM NMHUCbMEHHO. [Ipu pemeHuu 3amad TakkKe BayKHO
IPaBUIBHO CHOPMYIUPOBATH U 3aIIUCATh BONPOCH], HAUMHasl ¢ Oosiee O0IUX U, KOHYAs YACTHBIMHU.

Kpurepun oneHuBaHus — OLIEHKA YYUTBIBAET METOJbl U CPEICTBA, HUCIOIb30BAHHBIC IIPU
pELICHUH CUTYallMOHHOM, TPOOIEeMHOM 3a1a4H.

O1eHKa «BBIIOJIHEHO» CTABUTCS B Cllydae, €CIM OOydYarOUIMHCs MOKa3aJl MOJOKUTEIbHbIE
pe3yibTaThl B MPOLECCEe PELICHUs 3a/auM, a UMEHHO, Korja oOy4yarolIMics B IIEJIOM BBIIOJIHUII
3a7jaHue (pemmui 3aa4dy), UCHOoJb3ysl B IOJIHOM 00BbEME TEOPETUYECKUE 3HAHUS U MPAKTUIECKHE
HaBBIKH, MIOJy4E€HHBIE B ITpoLiecce 00yUeHHUs.

OreHKa «He BBIIOJIHEHO» CTABUTCSA, €CIIM 00YJaIOLINIICS HE BBITIOJIHUI BCE TPEOOBAHMS.

6. UccnenoBatenbckuii IpoOeKT

Hccnedoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOPOro MmpuOImxeHa K ¢opmary
HAayyHOTO MCCIICZIOBAHUS M COJEPKUT JI0KA3aTelIbCTBO AKTYaJIbHOCTUM H30paHHONW TEMBI,
olpesieieHne HayyHOH MpoOJieMsl, peaMeTa U 00beKTa MCCIe0BaHus, Lelel U 3aJa4, METO/IOB,
HCTOYHUKOB, HcTOpUorpaduu, 000011eHNE PE3yIbTaTOB, BHIBOJIBI.

Pe3ynbpTaThl BBINOJIHEHUS MCCIEI0BATENbCKOIO MpoeKTa odopmisieTcs B Buae pedepara
(o6wem: 12-15 crpanun.; 14 mpudrt, 1,5 uarepsan).

Kpumepuu oyenusanusi - TOCKOJIBKY  CTPYKTypa HCCIIEIOBATENILCKOTO  [IPOEKTa
MaKCHMaJbHO NMPHUOJIMKEHA K dopMaTy Hay4dHOIO HCCIIEJJOBAHMS, TO INPU BHICTABIECHUU
YUNTBHIBAETCS ~ JOKA3aTEJIbCTBO AKTYAJIBHOCTH TEMBI HCCIIEIOBAaHUS, OINPEACICHUE HAydyHOU
npoOsieMbl, O0bEKTa M TpeAMETa HUCCIENOBaHMs, Ieled W 3aJady, HCTOYHUKOB, METOJIOB
UCCIIC/IOBaHMs, BBIJBIDKEHUE T'MIIOTE3bl, 0000IIeHNEe pe3yabTaToB U (OPMYIHPOBAHUE BHIBOJIOB,
0003HaueHNE NEPCHIEKTHB JAJIbHEHIIEro UCCIeJOBAHUS.

OneHka «omauunO» CTABUTCS B CiIydae, Korja oOy4aroIIMMCs JIEMOHCTPUPYET IOJIHOE
MOHMMAaHKE IPOOJIEMBbI, Bce TpeOOBaHUs, IPEABABIIAEMbIE K 3a/1aHUIO BBIITOJHEHBI.

OneHka «xopowio» CTaBUTCS, €CIM OOydYarOUIMiics JIEMOHCTPUPYET 3HAUYMUTENIBHOE
MOHMMaHKe POo0JIeMBbl, Bce TpeOOBaHMsI, IPEIBSABISEMBIE K 3a/1aHUIO BBITIOJHEHBI.

O1eHKa «y0o6r1emeopumenbHoy CTaBUTCS, €CITU 00YJaroLUiics, AEeMOHCTPUPYET YaCTUUHOE
MOHMMAaHKE MPOOJIEMBI, OOJBIIMHCTBO TPEOOBAHUM, PEIBABIAEMBIX K 33JJaHHIO, BHIITOJIHEHBI

OneHka «neydoeremeopumenvHoy CTAaBUTCS, €CIU OOydyaromuics JeMOHCTPUPYET
HENOHUMaHue IpoOJIeMbl, MHOTHE TPeOOBaHMUSI, IPEIbABISEMbIE K 3aJIaHUIO, HE BBIITOJIHEHBI.

7. AndopManmoHHbIA MPOEKT (Mpe3eHTaIus)

Hnghopmayuonunslii npoekm — TPOEKT, HANPABICHHBIH Ha CTUMYJIMPOBAHUE Y4eOHO-
MO3HABATENIbHON JIeATENbHOCTH CTYIE€HTAa C BBIPAKEHHOM SBPUCTHYECKON HANpaBICeHHOCTHIO
(mouck, oTbop U cucremaTuzaus uHbopMauu o0 o0bekTe, OPopMIICHHE e I MPE3CHTAIINN).
HToroBeIM MpOAYKTOM IMPOEKTa MOXKET OBITh NMUCHbMEHHBIN pedepar, 3JIEKTPOHHBIM pedepaT ¢
WLTIOCTPAIUSMH, CIAlI-110y, MUHU-(UIBM, IPE3ESHTAIHS U T. 1.

NHpopMaMOHHbBI MPOEKT OTIMYAeTCsl OT MCCIENOBAaTEIbCKOIO IMPOEKTA, IOCKOIbKY
npeJcTaBiIsieT co0oi Takylo (opMy yueOHO-ITO3HABATENBHOM AEATEIbHOCTH, KOTOpas OTIMYACTCS
SPKO BBIPAKEHHOM 3BPUCTHYECKOW HAIPABIEHHOCTHIO.

Kpumepuu oyenusanusi- Tpu BBICTABICHUU OLEHKHM YYUTBIBA€TCS  CAMOCTOATEIbHBIN
MOUCK, OTOOp M cHucTeMaTtu3aius HHGOPMAINH, PACKPBITHE BOIpoca (TpoOIeMbl), 03HAKOMIICHHE
CTYACHYECKON ayAUTOpUHM € 3TOoM MHpopmauueil (mpeacraBieHue HHGOpMAIMM), €€ aHAIU3 U
00606m1eHne, ohopmIIeHHE, TTOTHBIE OTBETHI HA BOIPOCHI aYAUTOPUH C TIPUMEPAMH.



OneHka «omauuyHO» CTaBUTCS B cllydae, Korja OOyYaroIIMiCs IMOJIHOCTbIO PacKphIBAET
Bompoc (mpobnemy), TpeAcTaBiIsieT HH(POpPMAIUIO CUCTEMAaTH3UPOBAHO, MOCJIEIOBATEIBHO,
JIOTUYHO, B3aMMOCBSI3aHO, HCIONb3yeT Oojee S5 MpodeccHOHANIBHBIX TEPMHHOB, HIHPOKO
UCTIONIB3YET UH(POPMAIIMOHHBIC TEXHOJIOTHH, OIMUOKU B HH(POpPMAIIMKH OTCYTCTBYIOT, JAa€T MOJHBIC
OTBETHI Ha BOIIPOCHI ayAUTOPUU C IPUMEPaMHU.

OneHka «xopowto» CTAaBUTCS, €CIIM OOYYAIOIIMICS PacKpbIBaeT BOMpoc (mpodiemy),
npescTaBisieT MH(OPMALIMIO CUCTEMATU3UPOBAHO, MOCIEAOBATEIbHO, JIOTUYHO, B3aUMOCBSI3aHO,
UCTIONB3YET Oosiee 2 mpoeCCHOHANBHBIX TEPMUHOB, JOCTATOYHO HCIIONB3YEeT HH(POPMAIIMOHHBIC
TEXHOJIOTHH, TOIyCKaeT He Ooiiee 2 omuOO0K B U3JI0KEHUN MaTepHralia, 1aeT MOJHbIC WK YACTHYHO
MOJIHBIC OTBETHI HA BOIIPOCHI AYAUTOPHH.

OueHka «yoosnemgopumenbHoy CTaBUTCS, €CIA OOYyYaroIIMICs, pPacKpbhIBaeT BOIPOC
(mpobiieMy) HE TOJHOCTBIO, MPEACTaBIsIeT MHAOPMAIMIO HE CHCTEMAaTU3HPOBAHO U HE COBCEM
MOCJIeA0BATENbHO, UCHIOIB3YeT 1-2 mpodeccroHabHBIX TEPMHHA, UCIOIB3YET HHPOPMAIIMOHHBIE
TEXHOJIOTHH, JomnyckaeT 3-4 omuOKd B U3JIO0KEHUM MaTepuana, OTBEYaeT TOJbKO Ha
3JIeMEHTapHbIE BOMPOCHI ayTUTOPUH 0€3 MOSCHEHHIHA.

OneHka «Hey0os1emseopumenbHo» CTaBUTCS, €CIH BOIPOC HE PACKPHIT, NPEICTaBICHHAS
uH(pOpMalIKs IOTUYECKU HE CBSI3aHa, HE UCIONB3YIOTCA POodecCHOHaIbHbIe TEPMUHBI, TOMYCKAeT
Oonee 4 omMOOK B M3JI0)KEHUN MaTepuaia, He OTBEYAeT Ha BOIIPOCHI ayIUTOPUH.

8. lucKycCHOHHBIE NPOLEeaYpPbI

Kpyenviti cmon, ouckyccus, nonemuxa, oucnym, Oebamwvl, MUHU-KOHGepeHyuu SBISIOTCS
CpPEICTBAaMH, MO3BOJISIOIIMMU BKJIOYUTH OOy4aloOUIMXcsd B IPOLECC OOCYXKIEHUS CIIOPHOIO
BOIpOCa, MPOOJEMbl M OLEHUTh HX yMEHHE apryMEeHTUPOBATh COOCTBEHHYIO TOYKY 3PEHHS.
3anaHue Jaercs 3apaHee, ONPENeseTcs Kpyr BOIPOCOB Al OOCYKIEHHS, TPYIIbl Y4aCTHUKOB
3TOr0 00CYXKIEHUSI.

JluckyccroHHbIE TPOLEAYPBI MOTYT OBITH UCIIOJIB30BaHBI ISl TOTO, YUTOOBI CTYIEHTHI:

—Jydllle TOHSUIM YCBOsIeMBbIH MaTepuan Ha (OoHe pa3HOOOpa3HbIX MO3UIUNA U MHEHUH, HeE
00s3aTeNbHO TOCTUTasi OOIIEr0 MHEHUS;

— CMOINIM IIOCTMYb CMBICII HM3y4yaeMOro MaTepuaiia, KOTOPBbIM HMHOrJa YYBCTBYIOT
MHTYUTUBHO, HO HE MOTYT BBICKa3aTh BepOalbHO, YETKO M SICHO, WJIM KOHCTPYMpPOBAaTh HOBBIN
CMBICJI, HOBYIO ITO3ULIHIO;

— CMOIJIM COIjlacoBaTh CBOK TMO3MIMIO WIM JACHCTBHS OTHOCUTENIBHO 00CYXJaeMoi
npoOIeMBl.

Kpumepuu oyenusanus — OLEHUBAIOTCS JEUCTBUSA BCEX YYaCTHHKOB Ipynnsl. [loHnMaHue
npoOyieMbl, BBICKA3bIBAHUS U JCHCTBHS TOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM  LIEJISM.
CooTBeTcTBHE peabHOM NEHCTBUTENBHOCTH pEIIeHUH, BhIpaOOTaHHBIX B X0J/ie¢ UIphl. Branenue
TEPMHUHOJIOTHEH, JEMOHCTpalus BIAJeHUS Y4eOHBIM MaTepuaJoM IO TeMe UIPHI, BIaJCHUE
METOJJaMH apryMEHTallui, yMeHUe paboTaTh B rpymnmne (yMEHUE ClyllaTh, KOHCTPYKTUBHO BECTU
Oeceny, yOexIaThb, YNpaBisiTh BpeMeHEM, OECKOH(IMKTHO OOIIAThCS), JOCTUKEHHE HIPOBBIX
1esei, (COOTBETCTBHE POJI — MPU POJICBOM UTPE). SICHOCTH U CTHIIh H3JI0KEHUS.

OneHka «omauyHO» CTaBUTCA B Cilydae, KOTJIa Bce TPeOOBAaHUS BBIOJHEHHI B TOJIHOM
o0Beme.

OneHka «xopoutoy» CTaBUTCA, €CIM OOydarollecs B IEJIOM JEMOHCTPUPYIOT NMOHMMaHUE
po0JieMbl, BBICKa3bIBaHUS U JEHCTBHS MOJHOCTHIO COOTBETCTBYIOT 3aJJaHHBIM LiensM. Pemenus,
BbIpaOOTaHHBIE B XOJAE WIPHI, MOJHOCTBIO COOTBETCTBYIOT pealibHOW aeWcTBUTENbHOCTH. Ho
HEKOTOpbIe OOBSICHEHHS HE COBCEM apryMEHTHUPOBaHbI, HAPYIIEHbl HOPMBI OOIICHUS, HAPYLICHBI
BPEMEHHBIE PAMKH, HAPYIIEH CTUIb U3JI0KEHHUS.

OneHka «yodognemseopumenbHo» CTaBUTCS, €clu o0Oydaroluecss B IEJIOM JIEMOHCTPUPYIOT
MOHWMAaHHEe MPOOJIEMBbI, BHICKA3bIBAHUS M JACHCTBHS B IIEIOM COOTBETCTBYIOT 3a/IaHHBIM IIENISIM.
Opnako, penieHus, BbIpaOOTaHHbIE B XOJE€ HUIPhl, HE COBCEM  COOTBETCTBYIOT pPEaJbHOM
neiicrButenbHOCTH.  HekoTopele O0OBACHEHHMS HE COBCEM apryMEHTHPOBAaHbI, HapyIICHbI
BPEMEHHBIE PAMKH, HAPYILIEH CTUIb U3JI0KECHHUS.



OHCHKa «Heydoeﬂemeopumeﬂbno» CTaBHUTCA, CCIH 06yqa}0mnec;1 HEC IIOHHMAaIoT
HpO6JIeMy, HX BbICKA3bIBAHUA HC COOTBCTCTBYIOT 3a/IaHHBIM LICIISIM.

9. TectTupoBanue
SIBnsieTcs OAHUM U3 CPEACTB KOHTPOJIS 3HAHUI 00yYaromuXcsi 0 JUCIUILIUHE.
Kpumepuu oyenusanus — npaBUIbHBIA OTBET HA BOIIPOC
O1neHKa «omauyHO» CTAaBUTCS B cllydae, €CiIu IpaBWibHO BeIoJHEHO 90-100% 3amanuii
OLueHKa «xopouio» CTaBUTCS, €CIIU MPaBUIILHO BhINOIHEHO 70-89% 3amanuii
Ouenka «yodognemsopumesnibHo» CTAaBUTCS B cllydae, €clid MPaBUILHO BbINONHEHO 50-69% 3ananuit
OruieHKa «Hey0061emeopumeibHo» CTaBUTCS, €CJIM MPABWIBHO BhINOJIHEHO MeHee 50% 3amanuii

10. TpeGoBanue kK NMCbMEHHOMY ONIPOCY (KOHTPOJbHOM padoTe)

OueHuBaeTcss HE TOJBKO TJyOMHA 3HAHUN  IOCTaBJICHHBIX BOIPOCOB, HO M YMEHHUE
U3JI0KUTh TUCHbMEHHO.

Kpumepuu oyenusanus.: mocrnenoBaTeIbHOCTb, MOTHOTA, JOTUYHOCTh M3JIOKEHUS, aHATU3
Pa3IMYHBIX TOYEK 3PEHHUsI, CAMOCTOSATEIbHOE 00001IeHne MaTepuana. M3noxenne marepuana 6e3
(haKTHYECKUX OITHOOK.

OneHka «omauuHo» CTaBUTCS B Cllydae, KOrJa coOJII0/IEHbI BCE KPUTEPUH.

OneHka «xopouto» CTaBUTCS, €CIM O0yUaIOUIUIiCS TBEPIO 3HAET MaTepHall, IPaMOTHO U IO
CYLIECTBY H3JIaraeT €ro, 3HAaeT NPAKTHYECKyr Oa3y, HO JIOMYCKAaeT HEeCYyLEeCTBEHHbIE
MOTPEIHOCTH.

OueHka «ydogremseopumenbHoy CTaBUTCS, €CIU 00ydaroluiics OCBOUI TOJIBKO OCHOBHOM
MaTepuai, HO He 3HAaeT OTJENbHBIX JeTalled, I0MyCKaeT HETOYHOCTH, HEIOCTATOYHO MpPaBUIIbHBIC
(GOopMyJIMPOBKHM, HApYyLIAeT MOCJIEI0BAaTEIbHOCTh B M3J0XKEHUM  Marepuaia, 3aTpyAHseTcs ¢
OTBETaMHM, TIOKAa3bIBA€T OTCYTCTBHE JIOJDKHOW CBSA3M MEXKJy aHAIM30M, apryMeHTalued Hu
BBIBOJIAMH.

OneHka «neyodoeremeopumenvHoy CTaBUTCS, €cld OOy4arollMics He OTBEe4YaeT Ha
MIOCTaBJIEHHBIE BOIPOCHI.

8. IlepeueHb OCHOBHOW M [ONMOJHHMTEJbHOH Y4YeOHOW JHMTepaTypbl, HeoOXOAMMOW 1Jisi
OCBOCHUS TMCUMILUINHBI (MOYJIs1)

8.1. Ocnosnas yuebnas numepamypa

1. Kanommuna, T. 0. JlokymeHTannonHoe oGecrnieyeHre paboThl ¢ IEPCOHAIIOM B IIU(pe U
Ha Oymare: ydeOHoe mnocobue / T. HO. Kamommna. — HoBocubupck: HoBocuOupckuit
rOCYJapCTBEHHBIN TexHU4eckui yHuBepcutet, 2022. — 124 ¢. — ISBN 978-5-7782-4728-4. —
Tekcr: snexktponnsiii // Lludposoit obpazoBarensHbii pecypc IPR SMART: [caiir]. — URL:
https://www.iprbookshop.ru/126489.html

2. Kysznenona 1.B. KondunenuunanbHoe AeT0MPOU3BOACTBO U 3AIIUIIEHHBIN 3JIEKTPOHHBII
JOKYMEHTO000pOT: yueOHoe mocobue it OakanaBpoB / Kysuenoa W.B., Xauarpsa A, —
Mocksa: Ait [1Iu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT: 3JI€KTPOHHBII
// DNeKTPOHHO-ONOIMOTeYHAs cucreMa IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/97083.html

3. MaktamkynoBa, I'. A. JlokymeHTanmoHHOe 00ecrieueHHe yIpaBIeHus! IEPCOHANIOM: KypC

nexuuit / I'. A. Makramkynosa, [[. JI. T'oponoBa. — Jlunenxk: Jlumeuxuil rocynapcTBEHHBII
texuuyeckud ynusepcurer, 9bC ACB, 2023. — 32 ¢. — ISBN 978-5-00175-218-9. — Texkcr:
anektponasld // lludpoBoit obpazoBarenbublii pecypc IPR  SMART: [caiit]. — URL:

https://www.iprbookshop.ru/133441.html

8.2. lononnumenvhas yuebnas iumepamypa:

1. AnucumoB, A. A. MenemxmeHT B chepe MHPOPMAIMOHHON O€30MacCHOCTH: y4eOHOe
nocobue / A. A. AuucumoB. — 4-e u3a. — Mocksa: UaTepuet-YHauBepcuteT UHDOpMamoHHBIX
Texuonormit (MHTYUT), Aii [Tu Ap Meama, 2024. — 210 c. — ISBN 978-5-4497-2408-3. —


https://www.iprbookshop.ru/126489.html
https://www.iprbookshop.ru/97083.html
https://www.iprbookshop.ru/133441.html

Tekcr: snexkrponHsiid // LudpoBoit obpazoBarenpHbid pecypc IPR SMART: [caiir]. — URL:
https://www.iprbookshop.ru/133946.html

2. Jlankoga, A. I'. JlIokyMEeHTalIMOHHOE 0OECTIICUCHHE YIIPABICHUS TIEPCOHATIOM: TTPAKTUKYM
/ A. T. JlankoBa. — Omck: OMCKHIA TOCYJapCTBEHHBIN TeXHUYECKUH yHHBepcuTeT, 2020. — 54 c.
— ISBN 978-5-8149-3016-3. — Tekcrt: anektponnsbiit // L{ludposoit oO6pazoBarenbhbiii pecypc IPR
SMART: [caiit]. — URL: https://www.iprbookshop.ru/115470.html

3. Ckpumnnuk, [[. A. OOGecrneueHre 0€30MacCHOCTH TEPCOHATBHBIX JAHHBIX: Yy4eOHOE
nocooue / JI. A. Ckpunauk. — 4-¢ uzn. — Mocksa: aTepHeT-YHuBepcuteTr MHDOpMamOHHBIX
Texnonoruit (MHTYUT), At [Iu Ap Menua, 2024. — 121 c. — ISBN 978-5-4497-2414-4. —
Texct: anmexkrponnbiii / Ludposoit obpazoBarenbubiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/133952.html

8.3. Ilepuoouuecxue uzoanus

1. Jlenonpon3BoACTBO U JOKYMEHTOO000pOT Ha npeanpustiuu. 03225DP.
2. HenonpousBoscto. 03224DP.
3. CrpaBounuk cekpetaps u opuc-menemkepa. 08313DP.

9. [lepeyenb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOH ceTu "UHTepHeT" (1a71€€
- ceTb "UHTEpHeT'"), HEOOXOAMMBIX /IJISl OCBOCHUS AUCHMILIMHBI (MOLYJI51)

1. NudopmanmonHo-ipaBoBoii moptan «KoHCynbTaHT TuIOCY (MpaBoBasi 0a3a JTAHHBIX).
[DnexTponnslii pecypc]. — URL: http://www.consultant.ru/

2. NudopmarmonHo-nipaBoBoii moptain «l'apant» (mpaBoBasi 0a3za NaHHBIX). [DIEKTPOHHBIN
pecypc]. — URL: http://www.garant.ru/

3. DnektpoHHbIN yueonsiid kypc JJOY - www.iprbookshop.ru

4. www.elibraru.ru — 6ecruiatHast 35ieKTpoHHas MHTEepHET OnbIroTeKa.

10. MeToanueckue ykazanusi AJisi 00y4ar0MXCH M0 OCBOCHUI0 TMCHMILINHBI (MOIYJIs1)

VYcnenHoe 0CBOEHHE JAHHOTO Kypca 0a3upyercs Ha pallMOHAIbHOM COYETaHWU HECKOJIBKHUX
BUJIOB Y4eOHOW JEATENbHOCTU — JIEKLIUH, CEMUHAPCKUX 3aHATHH, caMOCTOsATeNbHONU paboThl. [Ipn
TOM CaMOCTOSITENIbHYI0 paboTy cleayeT paccMaTpuBaTh OJHHMM U3 TJIABHBIX 3BEHbHEB
MOJHOLIEHHOTO BBICIIET0 O0pa30BaHMsl, Ha KOTOPYIO OTBOJUTCS 3HAUMTENbHAs 4acTh y4yeOHOTro
BPEMEHH.

[Tpu peannsanuu nporpammel ¢ npumenenneM JOT:

Bce Buabl 3aHATHH 1mpoBOAATCS B (popMe OHJAH-BEOMHApOB C MCMOJIb30BAaHUEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HaIM4yKe Mpe3eHTauu u popyma Juist 00CyKIeHuUs).

B mpouecce u3ydeHHs AMCUMIUIMHBI CTYAEHTHI BBIMOJHSIOT MPAKTUYECKHE 3aJaHUs U
IIPOMEXYTOUHBIE TeCThl. KOHCYIbTHPOBaHUE TIO U3yYaEMbIM TEMaM IPOBOJUTCS B OHJIAMHpEKUME
BO BpeMs IIPOBEIeHUSI BEOMHApOB U Ha (hopyMe JIJIsl KOHCYNIbTalun

CamocrosTenbHas paboTa CTyIEHTOB CKJIaIbIBAETCS U3 CIEIYIOIUX COCTABISIONIUX:

- paboTa C OCHOBHOM M JIOTOJHUTEIBHOM JUTEPaTypoil, ¢ MarepuajlaMd HHTEpHETa U
KOHCIIEKTaMU JIEKIIH;

- BHEAY/IUTOPHAs MMOATOTOBKA K KOHTPOJIbHBIM paboTaM, BBIIIOJIHEHHUE JI0KJIa/10B, pedepaTos;

- BBITMIOJIHEHUE CAaMOCTOATENbHBIX MPAKTUUYECKUX padoT;

- IOATOTOBKA K 3a4€TaM HEMOCPEICTBEHHO Mepe HUMHU.

Jis mpaBWIBHOW OpraHu3anu paboThl HEOOXOAMMO YYHMTHIBaTh MOPSAOK H3yYECHUs
pa3iesoB Kypca, HaXOISIIMXCS B CTPOTOM JIOTHYECKOW TMocieAoBaTenbHOCTH. [loaTOMYy Xopomiee
YCBOEGHHE OJIHOM YacTH IUCLUUIUIMHBI SBISIETCA MPEANOCBUIKOM JUIs YCHEIIHOTO Iepexoja K
cnenymolen. 3aganus, npoOIeMHbIEe BOIIPOCHI, MPEUI0KEHHbIE I U3yYEHUs TUCHUIUIUHBI, B TOM
quci€ W JUIsl CaMOCTOSITENIBHOTO BBINOJHEHMS, HOCAT MEXIUCLMILUIMHAPHBIN XapakTrep u
0a3upyroTcsi, MpeXJe BCEro, Ha MNPUUYMHHO-CIEICTBEHHBIX CBS3IX MEXAY KOMIIOHEHTaMH
OKpY’Kalollero Hac Mupa. B Teuenue cemectpa, He0OOXOAMMO MOATOTOBUTH pedepaTsl (IPOEKTHI) C
HCIIOJIb30BaHNEM PEKOMEHIyeMON OCHOBHOI M JOMOJHUTEIBHON JUTEpaTyphl U cAaTh pedeparbl
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JUTS TIPOBEPKH TIPENOaBaTeio. BaKHBIM COCTaBISIONIMM B M3YYCHUH JAHHOTO Kypca SIBISETCS
PCHICHUC CUTYAUMOHHBIX 3adad Hu pa60Ta Hazg Hp06HeMHO-aHaHI/ITI/I‘-IeCKI/IMI/I 3aJaHUusIMHU, YTO
npeIoiaraeT 3HaHUEe COOTBETCTBYIOIIECH HAYIHOU TEPMUHOJIOTHH U T.]I.

I[J'ISI JIydliero 3allOMUMHaHHA MaTcpualia uenecoo6pa3H0 HCIIOJIb30BaTh MHIAWBUIAYAJIbHBIC
0COOEGHHOCTH W pa3Hble BHJBI MaMSTH: 3PUTEIBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. YCIECITHOMY
3allOMUHAHUIO TaK»XKeE CHOCO6CTBy€T MNPUBCACHUC APKUX CBUIACTCIILCTB U HAIIAAHBIX ITPUMCPOB.
VY4eOHbIil MaTepuall JOJDKEH MMOCTOSHHO TIOBTOPSTHCS U 3aKPETLISAThCS.

HpI/I BBIITIOJIHCHHUMU  JOKJIaJI0OB, TBOPYCCKUX, I/IH(l)OpMaLII/IOHHBIX, HUCCICO0BATCIIbCKUX
MPOEKTOB 0CO00E BHUMAHHUE CIICAYET 00paliaTh Ha mog00p UCTOYHUKOB HHPOPMALIUU U METOJIUKY
paboOThI C HUMH.

JJis ycnenrHo ciaun 3aueTa peKOMEHIyeTCsl COOI0IaTh CISAYIONIUE PaBuiIa;

1. IlogroTroBpka K 3a4CTy MOOJDKHA MNPOBOAUTHCA CUCTCMATHYCCKH, B TCUCHHUC BCETO
ceMeECTpa.

2. HMHTeHCcuBHAS IMOATOTOBKA JOJDKHA HAaYaThCS HE O3aHEC, YEM 3a MCCHI 1O 3a4cTa.

3. BpeMH HCMMOCPCACTBCHHO IICpEA 3a4CTOM JIYUIIC MCIIOJIB30BATh TAKHUM o6pa30M,

yTOOBI OCTABUTH TOCJIEIHUM JI€Hb CBOOOAHBIM I TIOBTOPEHUS Kypca B I1IEJIOM, A
CUCTeMaTH3alllK MaTepraa 1 10padOTKH OTAEIbHBIX BOMPOCOB.

YuuThiBas 3HAYUTENBHBIA O0BEM TEOPETHUECKOTO Marepuaia, CTYJIEHTaM PEKOMEHIYeTCs
PErylsapHOE MOCeIIeHUE U MOAPOOHOE KOHCTIEKTHPOBAHHUE JICKIIUH.

11. Ilepeyenb MH(POPMAIHOHHBIX TEXHOJIOTHi, UCIOJb3yeMbIX NMPH OCYLIECTBIEHHH
0o0pa3oBaTe/ILHOIO NpoLecca Mo JAUCHUILINHE (MOAYJII0), BKJIKYAs NepedyeHb NPOrpaMMHOI0
obecrieueHusi 1 HHPOPMAIHOHHBIX CIIPABOYHBIX CHCTEM (ITPH HEOOXOTMMOCTH)

1. Microsoft Windows Server;

2. CewmeiictBo OC Microsoft Windows;

3. Libre Office cBOOOIHO pacmpocTpaHsIeMbIii O(QHCHBIA MAaKET C OTKPBITHIM HCXOJHBIM
KOJIOM;

4. HNudopmaninonHo-cripaBoyHas cucrema: Cucrema Koncynbrantlliroc
(Koncynbrantllnroc);

5. HudopmanmonHo-ipaBoBoe obecrieueHne ['apaHT: ODJIEKTPOHHBIM NEpUOANYECKUN
cnpaBoyHuK «Cuctrema TAPAHT» (Cuctema TAPAHT);

6. DneKTpoHHas uH(popmManmoHHO-00pa3oBaTeIbHas cucremMa
MMYV: https://elearn.mmu.ru/

[lepedyeHr MCHOJIB3yeMOro MPOTPAMMHOTO OOecreyeHus yka3aH B 1.12 mgaHHOW paboueit
MPOTPaMMBbI TUCITUTUINHBL.

12. Onucanne MaTepUaJIbHO-TEXHHMYECKON 0a3bl, HEOOXOAUMOM AJIsl OCYLIECTBJICHHUS
00pa30BaTe/ILHOIO MPOLECCa MO JMCUHUILIHHE (MOTYJII0)

12.1 YuyeOHasa ayauTopus I NPOBeJeHUS] Y4eOHBIX 3aHATHI, NMPeAyCMOTPEHHBIX
NPOrpamMMoii, oCHALLleHHAas1 000Py/1I0BAHUEM M TEXHUYECKUMU CpPeACTBAMHU 00yUYeHMsl.
Crenuanu3upoBaHHas MeOelb:
KommuiekT yuebHolt mMebenu (CTosi, CTyl) MO KOJIMYECTBY OOYyYaroUUXCs; KOMIUIEKT MeOenu Jis
npernojiaBaress; Jocka (MapKkepHas).
TexHMUecKue cpencTBa 0OydIeHus:
Kommnbrotep B cOope 11 penogaBartesisi, IpOeKTop, IKpaH, KOJIOHKH
HepequL JIMOEH3WMOHHOI'0 MpOrpaMMHOIO O6€CH€‘—I€HI/I$[, B TOM 4YHCII€E OTECYECTBCHHOI'O
IPOM3BOJICTBA:
Windows 10, Koncynsrantllmoc, Cucrema TAPAHT, Kaspersky Endpoint Security.
IlepeueHb cBOOOTHO PACHIPOCTPAHIEMOT0 MPOrPAMMHOT0 0OECTICUEHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.
[Monkmouenne Kk cetu «MHTEepHET» H oOecrmeyeHHe JOCTylna B  AIIEKTPOHHYIO


https://elearn.mmu.ru/

nH(pOpMaIMoOHHO-00pa3oBaTeNbHYIO cpery MMV,

12.2. Ilomemnenue AJ51 CAMOCTOSATEILHOM PadoThI 00y4aIOIIUXCS.

CriennanusupoBaHHasi MeOEb!
KomruiekT yue6HO# Mebenu (CToJI, CTy/) MO KOJMYECTBY OOYYArOIIMXCS; KOMIUICKT MEOeTH JIst
MpenoiaBarelis; 10cka (MapKkepHas).

TexHnunueckue cpeacTBa 00y4eHUS:
Kommstorep B cOope Ui MpernoaBaTelis; KOMIBIOTEPhl B cOOpe A 00YyJaronuxcs; KOJOHKH,
MIPOEKTOP, IKPaH.

[lepeueHs JNHIIEH3MOHHOTO MPOTPAMMHOIO OOECIEYCHHS, B TOM YHCJIE OTCUYECTBEHHOTO
MIPOU3BOJICTBA!
Windows Server 2016, Windows 10, Microsoft Office, Koncynprantllmoc, Cucrema 'APAHT,
Kaspersky Endpoint Security.

[Tepeuens cBOOOIHO PACIIPOCTPAHIEMOTO TPOrPAMMHOTO 00ECIICUSHUSI:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom, Gimp, Paint.net,
AnyLogic, Inkscape.

[Tomemienue A7 CaMOCTOSITENIBHON pPAa0OTHI OOYYarOUIMXCS OCHAIIEHO KOMITbIOTEPHOM
TEXHUKOW C BO3MOXXHOCTBIO MOJKIIOUeHHs K cetu "MHTepHer" m oOecrieueHMeM A0CTyna B
AIEKTPOHHYIO0 HH(OPMALIMOHHO-00pa3oBaTeNbHyI0 cpeny MMY.

Hdas 10T:

YyeOHast ayauTOpHsl IS TPOBENEHUS BCEX BHUIOB 3aHATHH C NPUMEHEHHEM 3JCKTPOHHOTO
oOydeHHs ¥ JUCTAaHIMOHHBIX OO0pa30BaTEIbHBIX TEXHOJOTHH, B TOM 4YMCIE ISl 3aHATUN
JCKIIMOHHOTO THIIA, CEMUHAPCKOTO THUIA; Ul MpOBeIeHHs Ja00paTOpPHBIX PadOT, TPYIIOBBIX H
VWHJUBHYAJIbHBIX KOHCYJBTALMM; I OCYLIECTBIEHUS TEKYIIEro KOHTPOJIS YCIEBAEMOCTH H
MIPOMEXKYTOUHOM aTTeCTallH; JIJIsl BBIIIOJIHEHUS KypCOBOTO MMPOEKTUPOBaHUs (KypCOBBIX padoT).

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

Crneunanu3upoBaHHas MeOeb:

-CTOJIBI JJIS IpenojiaBaTesei;

-CTYJIbSI ISl IPETOIaBaTeNew;

TexHuueckue cpencTBa 00y4eHus:

- KOMIIBIOTEPHI IEPCOHATBHBIE JUIS IPEToIaBaTelel ¢ BBIXOJJ0M B ceTu MHTepHEeT;
- HAYIIHUKH;

- BeOKaMepBhl;

- KOJIOHKH;

- MUKPO(OHBI;

Ayn. 315 (BuptyanbHble yueOHbIe ayautopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Bebunapnas 2, Bebunapnast 3)
Crenvanu3upoBaHHas MeOeb:
-CTOJIBI JIJIS TIpeTo/iaBaTeei;
-CTYJIbsI ISl IPET01aBaTeNew;
TexHuueckue cpesicTBa O0yUEHUs:
- KOMITBIOTEPHI IEPCOHANBHBIC IS TIPENoaBaTesield ¢ BBIXOJ0M B ceTH MHTepHeT;
- HayIIHUKH;
- BeOKaMephl;
- KOJIOHKH;
- MEKPO(OHBI;




13. Odpa3oBaTebHbIe TEXHOJIOTHH, HCIIOJIb3yeMble IPH OCBOEHUM THCHMIJIHMHBI

Jlist ocBOeHMS AMCUMILTMHBI UCIIONB3YIOTCA KaK TPaJAULIMOHHBIE (POPMBI 3aHITHH — JEKIUU
(TUTBI IEKIMK — yCTAaHOBOYHAS, BBOJHASA, TEKYIIast, 3aKIIOYUTEIbHAs, 0030pHAasi; BHJIbI JCKIIHHA —
npoOiieMHasi, BU3yalibHas, JIEKIMsS KOH(MEpeHIMs, JeKIUs KOHCYJIbTallus); U CEMUHApCKHe
(paKkTUYEeCKUe) 3aHATHS, TaK U aKTHBHBIC M WHTCPAKTUBHBIC (DOPMBI 3aHSITHIA - JCIOBBIC H
POJIEBBIC UTPHI, PEIICHNE CUTYAIMOHHBIX 33/1a4 U pa300p KOHKPETHBIX CUTYALIUH.

Ha yueOHBIX 3aHATHAX UCIONB3YIOTCS TEXHUYECKHE CPEeCTBA 00yUeHHsS] MyIbTUMEINIHOM
ayUTOPUU: KOMIIBIOTEP, MOHHUTODP, KOJOHKH, HACTEHHBIH 3KpaH, MPOEKTOpP, MUKPO(OH, MaKeT
nporpamm Microsoft Office mns memMoHCTpanuu mpe3eHTanuii U MenuadaiioB, BHICOMPOCKTOP
JUIsl  AEMOHCTpPAllMK  CIAlA0B, BHAEOCIOKETOB M JAp. TecTUpoBaHHUE O0Oy4aeMbIX MOKET
OCYILECTBIISAITHCS C UCTIOIB30BAHUEM KOMIIBIOTEPHOTO 000PYJOBAHUSI YHUBEPCUTETA.

IIpu peanuzanuu nporpammsel ¢ npumenenrem J1OT:

Bce Buapl 3aHATHH mpoBOAsATCs B (opMe OHJIAHH-BEOMHAPOB C HCIOJIB30BAaHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHI (HaTHYue Mpe3eHTaluu U popyMa i 00CyKIeHus).

B mpouecce wu3ydyeHHsT TUCHMIUIMHBI CTYASHTHI BBINOJHSIOT NPAKTUYECKUE 3aJaHus W
MPOMEXKYTOUHBIE TecThl. KOHCYIbTHpOBaHNE IO U3y4aeMbIM TeMaM MPOBOJUTCS B OHJIAMHPEKUME
BO BpeMsI ITPOBEICHUS BEOMHAPOB U HA (POpyMe JIJIsi KOHCYJIbTALIHA.

13.1. B ocBOeHUM Y4eOHOI IMCHMIJIMHBI HCHOJIL3YIOTCS CJeIyIolne TPaTUuIHOHHBIE
o0pa3oBaTeIbHbIE TEXHOJIOTHH:

- YTCHHE MPOOIEMHO-MHPOPMAITMOHHBIX JICKIIUH ¢ NCIIOJIb30BAHUEM JOCKH U
BUJICOMATEPHAJIOB;

- CEMUHAPCKUE 3aHATHS JIJIs1 OOCYKIACHHUSI, TUCKYCCHI 1 0OMEHa MHEHUSIMU;

- KOHTPOJIBHBIE OIIPOCHI;

- KOHCYJIbTaIUH;

- caMOCTOsITeNbHAs paboTa CTYACHTOB C Y4eOHOI TUTEpaTypoil ¥ MePBOUCTOUHUKAMH;

- IOJTOTOBKA M 00CYykIeHne pedepaToB (MPOEKTOB), MPEe3eHTAIUN (HAy4YHO-
uccleaoBaTensckas pabora);

- TECTUPOBAHUE TI0 OCHOBHBIM T€MaM JIUCIIATLINHBIL.

13.2. AKTHBHBIE 1 HHTEPAKTHUBHBIE MeTOAbI U (POPMBI 00yUeHHS

W3 mepeunst BUIOB: («mo3eosou wmypmy, anamuz HIIA, ananuz npobremHulx cumyayutl,
AHAIU3 KOHKPEMHbIX CUMYayuil, UHYUOEHMbl, UMUMAYUs KOJIIEeKMUBHOU NPOheccUuoHaIbHOl
0esimenbHOCIU, PA3blepbléanue poiell, MEopUecKdsi paboma, Ces3aHHAsL C OCB0CHUEM OUCYUNIIUHDL
ponesas uepa, Kpyeavii cmol, oucnym, 0Oecedda, OUCKyccus, MUHU-KOHGepenyus u op.)
UCIIONIB3YIOTCS CIEYIOIINE:

- oucnym

- aHaU3 NPOONIEMHbBIX, MEOPUECKUX 3A0AHU, CUMYAYUOHHBIX 3A0aY

- ponesas uepa

- Kpyenwlil cmoi;

- MUHU-KOHGhepeHyus

-oucKyccust

- beceoa.

13.3. OcoGenHoCTH 00y4eHHs] MHBAJIU/AO0B M JIMI C OTPAHUYEHHBIMHM BO3MOKHOCTSMH
3n0poBbsi (OB3)

[Ipu opranuzanuu OOy4YeHHS MO AUCHUUIUIMHE YYUTHIBAIOTCA OCOOEHHOCTHU OpraHU3alUuu
B3aMMOJEMCTBYS C MHBAIMIAMU U JIMIAMHU C OTPAaHMYEHHBIMHU BO3MOYKHOCTSAMH 370pOBbs (ajnee —
uHBauabl 1 ymia ¢ OB3) ¢ nenpio oOecrneueHust WX MpaB, pa3pabaTHIBAIOTCS aalTUPOBAHHBIE
JUIS MHBAJIMJIOB MPOrpaMMbl MOJATOTOBKH C YYETOM pa3JIMYHBIX HO30JIOTHH, BUABI U (HOPMBI
COTPOBOXKACHUSI 00YUEHHUS, UCTIOIb3YIOTCS CIIEUaNbHbIE TEXHUUECKHUE U MPOrpaMMHBIE CpeJICTBA



00yJeHus1, TUCTAHIIMOHHBIE 00pa3oBaTeIbHBIE TEXHOJIOTHH, OOecTieunBacTCsl Oe30aphepHas cpena
U TIpovee.

Beibop MeromoB  oOydeHHUs  ompeiensieTcs — COJCpKaHHEeM  OOYYEHHUs, YpOBHEM
METOJMYECKOT0 W MAaTepPHAIbHO- TEXHUYECKOTO OO0ECIeUYCHHs, OCOOCHHOCTSMHU BOCIPHUSTHS
yueOHO# MH(OpMaIK CTYJCHTOB-HHBAJIHUIIOB M CTYJICHTOB C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
310poBbsi W T.J. B o0Opa3oBaTenbHOM TPOIECCE HCHOIB3YIOTCA COLUAIBHO-AaKTUBHBIE U
pedieKCUBHBIE METOJbI OOYUYEHHsI, TEXHOJOTHH COIMOKYJIbTYPHOW pEaOMIIMTAIIMA C LEJIbIO
OKa3aHud MIMOMOIIKM B YCTAHOBJICHUHW TIOJHOLCHHBIX MCEKINYHOCTHBIX OTHOILIEHUHN C APpYyruMu
CTYAICHTaMH, CO3JIaHUH KOM(POPTHOTO MICUXOJIOTMIECKOT0 KIIMMaTa B CTYJICHUECKOW TPYIIIE.

[Ipu 0O0yveHuu ULl ¢ OTPaHUYCHHBIMUA BO3MOKHOCTSIMU 3/I0POBbS 3JICKTPOHHOE 00Y4YEeHUE U
JTUCTaHIIMOHHBIE 00pa3oBaTeIbHBIE TEXHOJIOTMU NPEAYCMATPHBAIOT BO3MOXKHOCTH IpHeMa-
nepeaayn nHGOpMaIMK B JOCTYIHBIX I HUX (opMax.

OOyuJaroniyiecss U3 YUCIIA JIMI C OTPAHMYCHHBIMH BO3MOXXHOCTSIMU 3JIOPOBbSI 00ECIICUCHBI
NEYATHBIMU M DJIEKTPOHHBIMH O0Opa3oBaTENbHBIMH pecypcamMu B (opMax, aJanTHPOBAHHBIX K
OTPaHUYCHUSM KX 3710POBBSI.
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1. IlepeyeHb KOXOB KOMIeETEeHIHI, (P)OPMHUPYEMBIX TUCHUIIMHON B Mpolecce 0CBOCHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI
I'pynna .
KOMIeTeH il Kareropusi komnereHuuii Kon
[Ipodeccuonanpubie HK-1
I1K-7
2. KomnereHunu U MHANKATOPBI UX JOCTHKEHUS
Kon ®opmyimpoBKa KomMneTeHuMH | MHIMKATOPBI JOCTHKEHNS] KOMIIETEHIIUH
KOMIIETCHIM U
K-1 Cnocoben cobupartpb u |IIK 1.1. OcymectBisieT MOHUTOPUHT
aHAIM3UPOBaTh  MHQOpMaLMIO | UHPOPMALIMOHHBIX HCTOYHUKOB,
JUIsL  TIPUHATHS  HEOOXOIUMBIX | HEOOXOIUMBIX JUISt MPUHATUSA
YIPABJICHYECKUX PEUICHUH B | YIIPABICHYECKUX PELICHUI
pamkax taktuueckoro | [IK 1.2. OnpenensieT METOIbl U METOAUKH B
IUTAHUPOBAHUS pamMKax TaKTUYECKOrO IUIAaHUPOBAHUS IS
OPUHATHST HEOOXOTUMBIX YIPaBIECHYECKUX
pelIeHu
K-7 CriocobeH ocylecTBIATh [IK 7.1. Mcionp3yeT HaBbIKU
JIOKYMEHTUPOBAaHUE IIpoLiecca JIOKyMEHTUPOBAHUS PE3YJIbTaTOB B paMKax
yIpaBIeHUS PUCKAMU B paMKaX | OTJEIbHBIX OM3HEC-TIPOIECCOB
otnenbHbIX OusHec-npoueccos u | I1K 7.3. Onpexnensier u cpaBHUBAET
(GyHKIIMOHATIBHBIX HAMPABICHUN | MapaMeTpbl 9KOHOMHUYECKHUX U
CTPYKTYPHBIX NOJIpa3/iesieHnuit YIpaBJIE€HYECKUX MPOLECCOB,
OpraHu3aluu IIPOTEKAIOIINX B CTPYKTYPHBIX
N0/Ipa3JIeJICHUIX
3. Onucanue NIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHsI 110 JMCIUILTIHHE

3.1. Onucanue MJIaHNPyeMbIX pe3yJIbTATOB 00yUeHHs M0 JUCHUILINHE
[Tnanupyemble pe3ynbTaTbl 00y4eHHs MO TUCHMIUIMHE HPEACTaBIECHbI JECKPUIITOpaMH (3HaHUS,
YMEHMsI, HaBbIKH).

Jeckpunropsi 3nathb Ymersn Baaners
10 AUCIHUILJIMHE
Kon IIK-1
KOMIIETEHIUU

Cnocoben -COBPEMEHHOE - HCIIOJIb30BaTh COBPEMEHHOE | - METOA0JI0THeH

cooupars u 3aKOHOJIATEIBCTBO B | 3aKOHOJIATEILCTRO, KJIACCU(DUKAITIH,

AHATU3UPOBATh chepe POCCHUHCKOTO | HOpPMaTHUBHBIC U | CTaHAapTU3AIUH u

nH(}OpPMAIIHIO JIEJIONPOU3BOJICTBA; METOAUYECKUE JIOKYMEHTHI, | YHHQUKAITUH

JJIA HpI/IHSITI/ISI - HOPMAaTHBHBIC " | pEryjimpyromuc OABUXXCHHUE | JOKYMCHTOB;,

HCOGXO JUMBIX METOANYCCKHUC )IOKyMeHTOO60pOTa B | - HOHATUWHBIM

VIPaBIEHYCCKUX | AOKYMEHTBI, roCy1apCTBEHHBIX U | anmapatoM B cdepe

pelenuii B perynupyromue MYHHIIATIATBHBIX HOPMaTHUBHOTO u

paMKax JIBIDKCHHC OpraHu3aIysX; MPaBOBOTO,

TaKTHUUYECKOI'O ):[OKYMCHTOO60pOTa B | - OCYHICCTBJIATH | PEryJIMPOBAaHUA

MTaHUPOBAHUS rOCy/1apCTBEHHBIX U | JIEeTIONPOU3BOJICTBO U | JIEeTONpOU3BOACTBA B
MYHHIIATIAIBHBIX JIOKyMEHTOOOOPOT B OpraHax | OpraHH3alluu;
OpraHHU3aINsX; roCyIapCTBEHHOM BJIACTH




- HamnpasyeHusi | Poccuiickoii ®denepanuu,
KJaccu(UKaIny, opranax roCyJapCTBEHHON
CTaHIapTH3aLUU W | BIACTU CyOBeKTOB
yHADUKAIH Poccuiickoit Odepnepanuy,
JOKYMEHTOB; opranax MECTHOTO
CaMOYTIpaBJICHUS,
roCyIapCTBEHHBIX u
MYHHIHUITATEHBIX
HPEANPUATHIX u
YUPSKICHUSIX, HAYYHBIX U
00pa3oBaTeIbHBIX
OpraHu3alyAX, MOTUTHYECKUX
MapTHsX, 00IIeCTBEHHO-
HOJUTHYECKUX OPTraHU3aInsIX;
K-7
Cnocoben - OCHOBHYIO | - OPUMEHS T HaBBIKH | - HaBBIKAMH
OCYILIECTBISTh KJIACCU(PUKAITIIO opopmiieHusl, BeACHHUA W | OPOPMIICHUS, BEICHUS
JOKYMEHTUPOBAH | OpraHU3allMOHHO- XpaHEHUs PACIOPAIUTEIBHBIX | U XpaHEeHUs
He nporecca pacropsIUTENbHON JIOKYMEHTOB B | paclopsAUTEIbHBIX
YIIpaBICHUS JIOKYMEHTalluu TrOCYZapCTBEHHBIX JIOKYMEHTOB;
pHUCKaMH B TOCYZapCTBEHHBIX U|Hu MYHUIHUNAIBHBIX | -HaBBIKAMU
paMKax MYHHUIUATBHBIX OpraHu3aIysX; 3¢)¢)6KTHBVHOFO
OTJIeTbHBIX OpraHu3alni; - aQHaJIU3UpOBaTh coacpxaHue | B3AMMOIACUCTBUA C
GU3HEC- - TOpsAmOK OGOpPMIICHHUS, | OPTaHU3aIMOHHO — pasInIHBIMH
IIPOLIECCOB 1 BeJICHAS W XPaHEHHs | IIPaBOBOi JOKyMEHTAallUH B EZZ?;;E?ZE’I{II’;MHB
(YHKIHMOHAIBHEI | PACTIOPAIMTENBHBIX rOCy1apCTBEHHBIX u paax
X HaIpaBJIECHHUi JIOKyMEHTOB MYHUIUIIAIBHBIX BHYTPHBEIOMCTBCHHOT
CTPYKTYPHBIX roCyJapCTBEHHBIX U | OpraHu3anusx; on
nofpaszienenuit | MYHUHHITATLHBIX MEKBEJIOMCTBEHHOTO
OpraHusanuun OpraHW3aLui; 9JICKTPOHHOT'O
JIOKYMEHTO000pOTa
3.2.Kputepum o11eHKH pe3y/IbTATOB 00y4eHH s MO AUCHUIIHHE
Ikana | Uuaukarop
OLICHUB bl IMoka3aTeiu oueHUBAHUSI Pe3yabTATOB 00y4YeHUsI
aHMs | JOCTHKEHUS
3Haer: - CTYIEHT TIyOOKO W BCECTOPOHHE YCBOWJI MaTepual, YBEPEHHO,
JIOTUYHO, MOCHEAOBATENBHO U TPAMOTHO €r0 HU3JIaracer, ONUpasch Ha
3HaHWS OCHOBHOMW U JOTIOJHUTEIBHOM JINTEPATYPHI,
% - Ha OCHOBE CUCTEMHBIX HaYYHBIX 3HaAHUU JIeTIaeT
E KBATH(HUITMPOBAHHBIE BBIBOJBI M 000OIIEHMs, CBOOOAHO ONEPUPYET
=) KaTErOPUSIMU U TTIOHATUSIMU.
g Ywmeer: - CTYIEHT yMeEeT CaMOCTOSITENIbHO W TPAaBWIBHO perniaTh ydeOHO-
% npodeccHoHaNbHbIE 33JaYd WM 3aJaHusl, YBEPEHHO, JIOTHYHO,
=2 MOCIIEIOBATENIFHO W ApPTYMEHTHPOBAaHO W3JaraTb CBOE pEIICHUE,
E UCIIOJNB3YS HAYYHBIE TIOHSTHS, CChUIAsICh HA HOPMATUBHYIO 0a3y.
S Bnaneer: - CTYACHT BJIaJICCT PAIlMOHAIBHBIMA METOAAMH (C HCIOIb30BAHHEM
paloOHATbHBIX METOAMK) PEIIeHHs] CIOKHBIX MpodeccCHnOHATbHBIX
3a/1a4, MPEJICTABICHHBIX JI€JIOBBIMA UTPAMH, KeCamMu U T.1.;
[Ipu pemieHny NpoIEeMOHCTPUPOBAII HABBIKH




- BBIACJIICHHUA I''TaBHOI'O,

- CBSI3KOM TCOPETHUYECKUX IMOJIOKCHUN ¢ TPEOOBAHHUSIMH PYKOBOJISIIUX
JIOKYMEHTOB,

- M3JI0’KEHHUS MBICJICH B JIOTHYECKOM MOCIEA0BATEIIBHOCTH,

- CAaMOCTOSATEIHLHOTO aHau3a (PaKThl, COOBITHIA, SIBICHUH, TIPOIIECCOB B
UX B3aUMOCBSI3U U INAJICKTUYCCKOM Pa3BUTHH.

XOPOLIO /3AYTEHO

3HaerT:

- CTYIEHT TBEpPJO YCBOWJ MaTepuall, JOCTaTOYHO TIPAMOTHO €ro
U3JlaraeT, ONHpasiCh HAa 3HAHUS OCHOBHOM U JIOMOJHUTEIBHON
JUTEPATYpBHI,

- 3aTpyaHseTcs B GOpMYIHpPOBAaHUYN KBATU(DHUIIMPOBAHHBIX BBHIBOJIOB U
0000111IeHNH, OMEepUpPYeT KAaTETOPHSIMH U TOHATHUAMH, HO HE BCET/Aa
MPABUJIBHO UX BEPUPHUIIUPYET.

VYwmeer:

- CTYZICHT YMEET CaMOCTOSITEIILHO ¥ B OCHOBHOM MPaBUIILHO PEIIaTh
y4eOHO-TIpO(heCCHOHANIbHBIC  3allaud WM  3aJlaHus, YBEPEHHO,
JOTMYHO, TOCJEIOBATEIbHO W apryMEHTHPOBAHO H3J1aratb CBOE
pellieHre, HE B IOJHOW Mepe HCIOJb3ys HAyYHbIC IMOHATHS H
CCBUIKM Ha HOPMATHUBHYIO 0a3zy.

Bnaneer:

- CTYZEHT B LIEJIOM BJaJIeeT PalMOHAIBHBIMH METOJaMU PElICHUs
CJIOXKHBIX HpO(l)GCCI/IOHaJII)HI)IX 3aaa4, NpeaACTaBJICHHBIX JACJIOBBIMU
WUrpamu, KelcaMu 1 T.1.;

[Ipu pemieHun cMor NnpoAEMOHCTPUPOBATH JOCTATOYHOCTh, HO HE
IIIyOMHHOCTH HaBBIKOB

- BBIJICJICHUA I'JIaBHOI'O,

- U3JIOKEHHUS MBICJICH B JIOTHUECKOH ITOCICA0BATECIHHOCTH.

- CBSIBKHN TCOPCTUUICCKUX HOJIOKEHUH C Tpe60BaHI/I$IMI/I
PYKOBOASIIMX JOKYMEHTOB,

- CaMOCTOSITENIbHOTO aHanmu3a (akTel, COOBITUH, SBJICHHMH,
MPOIIECCOB B MX B3aMMOCBSA3U U JHATIEKTUYECKOM Pa3BUTHUHU.

YAOBJIETBOPUTEJIbBHO/ 3AUTEHO

3Haer:

- CTYZICHT OPHUEHTUPYETCS B MaTepHase, OJJHaKO 3aTPYAHSIETCS B €ro
U3JI0KCHUH;

- IOKa3bIBAaET HEJJOCTATOYHOCTh 3HAHUIH OCHOBHOM M JTOMIOJHUTEIBHOMN
JUTEPATypHI;

- c1abo apryMEHTHPYET Hay4HBIC TIOJOKECHUS;

- IPAKTUYECKH HE CIIOCOOEH COPMYIHUPOBAThH BBIBO/IBI U 00OOIIEHUS;
- YaCTHUYHO BJIaJIe€T CUCTEMOI MOHSITHH.

VYwmeer:

- CTYJIEHT B OCHOBHOM YMEET PEIINUTh y4eOHO-IPO(HECCHOHATBHYIO
3ajjauy WK 3aJlaHue, HO JIOIYCKaeT OIINOKH, C1ab0 apryMeHTUPYeT
CBOE PEIICHHE, HEJOCTATOYHO UCIIOIb3YET HAyUHbIE TIOHIATHS U
PYKOBOJSIIHAE JOKYMEHTHI.

Bmaneer:

- CTY/ICHT BJIaJIe€T HEKOTOPHIMU PAIMOHATHPHBIMA METOJAMU PEIICHUS
CIIOXHBIX MPOPECCUOHANBHBIX 3a/1a4, IPEICTABICHHBIX JIETTOBEIMU
Wrpamu, Keicamu H T.1.;

[Ipu pelreHnn NpoAEMOHCTPUPOBAII HEJOCTATOUYHOCTh HABBIKOB

- BBIJICJICHUS TJIABHOTO,

- U3JI0XKCHUS MBICIICH B JIOTHYECKOM IMOCIIEA0BATEILHOCTH.

- CBSI3KH TEOPETUUYECKUX TOJIOKEHUH C TPEOOBAHUSAMH PYKOBOISIIINX
JIOKYMEHTOB,

- CaMOCTOSITEILHOTO aHaMH3a (haKThl, COOBITUH, SIBICHUH, TTPOIIECCOB B
MX B3aMMOCBSI3H U TUAJIEKTUYECKOM Pa3BUTHH.

Kommnerenmus He TOCTUTHYTa




3Haer: - CTYJICHT HE YCBOWJI 3HAYUTEILHOW YaCTH MaTepHaa;

- HE MOXET apryMEHTUPOBATh HAy4YHbIE TIOJIOKEHUS;

- He (hopMyIIUpyeT KBATU(UIIMPOBAHHBIX BHIBOJIOB U O0OOIICHHIA,
- HE BJIAJEET CUCTEMOU MOHSATHUM.

Ymeer: CTYIEHT HE I[OKa3all yMEeHHE pemaTh y4eOHO-MpodeccrnoHalIbHYIO
3aJ1auy WIN 3aJlaHueE.

Bnaneer: HE BBIIOJIHGHBI  TPEOOBaHUsA, NPEABSIBISIEMbIE K  HaBbIKaM,
OIICHUBAEMBIM “‘yJI0BJIETBOPUTEIHHO .

HEYJIOBJIETBOPUTE
JIbHO/ HE 3AUYTEHO

4. TumnoBble KOHTPOJIbHbIE 3aJlaHUsl M/MJIM WHBbIE MaTepuajbl s MNPOBeJeHUsA
NMPOMEKYTOUHOI aTTecTallid, Heo0XOAMMble I OIEHKH [JOCTH/KeHHS KOMIIeTeHIIUH,
COOTHECEHHOI ¢ pe3yJibTaTaMHi 00yUYeHUsI M0 JUCIUIINHE

Tunosbie BONPOCHI

1.Henu, 3anaun u npunuunst J1OY. Uctopusa IOV kak Hayku.

2.IlpenmMer u 3a1auu Kypca.

3.Jloruyeckast CTPyKTypa IUCUUIUIMHBI, €€ MECTO B CHUCTEME MOJATOTOBKH CIEIHAIUCTA,
MEXIPEIMETHBIC CBSI3U.

4. CoBpeMEHHOE JICJIONPOU3BOICTBO: 1IEJIH, 3a]1a4l ¥ MIPUHIIHITHL.

5. OCHOBHBIC TIOHSATUS W ONPEICIICHUS: JIOKYMECHT: €ro CBOWCTBA H (DYHKIIHH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, TOKYMEHTOO00POT.

Tunosble IIpOﬁJIeMHO-aHaJII/ITI/I'IECKI/Ie 3aJaHus

1. Ilpobremuo-ananumuyeckoe 3a0anue:
1. HazoBure Bce BHUABI JOKYMEHTOB M YKaXHUTE, MO KakKUM IpU3HAKaM OHU
KIIACCU(PUITUPYIOTCSI.
2. Haiigute onpenenenne JOKyMEHTa B TOCYJapCTBEHHOM CTaHJapTe.
3. CocraBbte Tabnuny «IloHsATHE TOKyMEHTa B HAYYHBIX JUCLUIUIMHAX)
4.0Onpenenute BUA JOKYMEHTA: OPUIMATIBHBIE, TUYHBIE U JINYHOTO MTPOUCXOKACHUS

2. Ilpobrnemno-ananumuueckoe 3a0anue:
1.CocTaBbTe npuKa3 (pacnopspKeHue) o preMe Bac Ha paboTy,
2.CocraBbTe npHKa3 (pacnopsKeHUE) O MEPEBO/IE Bac Ha IPYryio padboTy
3. Cocrasbre [Ipuka3 (pacnopskeHue) o IpeA0CTaBICHUH BaM OTIyCKa

3. Ilpobaemno-ananumuveckoe 3a0anue:

1.CoctaBbTe TpaduK OTIYCKOB OpTraHU3AIMU COCTOSIIe w3 15 coTpyaHUKOB: 2 U3
KOTOPBIX 3aMECTUTEIN PYKOBOJUTENS, OIMH- TJIaBHBIM Oyxranrep, 2 — OyxXraiarep 1 Kaccup, OJJUH —
CIIEIUATIUCT OTJeNa KaJpoB, 5 — pabOYNX-CMEHIIUKOB, 2-pa00THUKA Ha § 4acOBOM pabOYHil JeHB,
0JlHa — YOOPIIHIIA, 2 — MEHEKEPOB.

2. CocraBbTe mpuKa3 (pacnopsbkeHHEe) O MpEeKpalleHUH JeHCTBHS TPYIOBOrO JOroBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npuKa3 (pacopsiKeHHEe) O HallpaBJIEHUH Bac B KOMaHAUPOBKY

4.BpIummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHHUKY

4. [IpoOneMHO-aHATTUTHYECKOE 3a/JaHUE!
1. Pasbeiitech Ha rpymnmbl Mo 4 4yejgoBeKa M cocTaBbTe [IpaBumiia BHYTPEHHETO TPYIOBOTO
pactiopsiika; [lomoxkeHue o 3amUTe MEPCOHANBHBIX MaHHBIX; [lomokeHue 00 oruiare TpyaAa;




[TonoxkeHue o CTPYKTYpHBIX MojapasaeneHusx; [lomoxxenue 06 arrectanuu
2. Boibepute 0JHy U3 KOHKPETHBIX JOJKHOCTEW U COCTAaBbTE JOJKHOCTHYIO HHCTPYKIUIO
3. CocTaBbTe MpUKa3 0 NOOIMIPEHUHN paOOTHUKA.

5. Ilpobremno-ananumuueckoe 3a0anue:
PasbetiTecs Ha rpynmbl 1O 4 YEJIOBEKA U COCTABHTE
1. ITonoxeHue o NpeMUpOBaHUY;

2. IHCTpyK1LIMIO TIO KaAPOBOMY JIETIOTPOU3BOJICTBY;
3. [TonoxxeHue 00 OLIEHKE TIEpCOoHAaa;
4. ITonoxenue 06 00y4eHUH;
5 Ilonoxxenue 00 amarTanuu

6. I[Ipobaemno-anarumuyueckoe 3a0anue:
1. CocraBbTe rpaduk JOKyMEHTOOOOPOTa B KOHKPETHOM OpraHU3alul
2. Pazbeiitecy Ha rpymIbI 10 4 YETIOBEKA H COCTaBHTE
- [lonoxenue o pabore ¢ KaApOBBIM PEIEPBOM;
- [lonoxxenue o mpeMupoBaHUU

7. [Ipobnemno-ananumuueckoe 3aoanue:
1.IlpencraBbTe CTPYKTYpY Y CTaBa OpraHu3aiuu
CocraBbTe:

2. IloctaHoBNEHNE IO KOHKPETHOMY COOBITHIO.
3. PelieHue no KOHKpETHOH 3aja4e yIpaBieHUsI.

8. IIpobnemno-ananumuueckoe 3a0anue:
. CocTaBpTe NnpuKa3 10 KaJgpoBOMY COCTaBY.
. CocTaBpTe yKa3aHMe 10 PELICHUIO KOHKPETHOTO BOIIPOCA.
. CocTaBbTe pacnopsiKeHHs 10 KOHKPETHOMY COTPYIHUKY
. Odopmute npoTOKOI 3aceiaHks cCOOpaHUs KOJUIEKTHBA OPTaHU3aIIH.

AW N —

9. Ilpobaemno-ananumuueckoe 3a0anue:
. CocTaBbTe aKT O HAPYIIEHUH TPYAOBOTO I0rOBOPAa KOHKPETHOTO COTPYIHUKA.
2. Onummwre cTpykTypy IlonoxeHus kak JoOKyMeHTa
. Onumure npaBuiia COCTaBICHUS MHCTPYKIIUM

—_—
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10. Ilpobremno-ananumuueckoe 3a0anue:
. Ucnionb3ys TunoByto GopMy «oOmiuii O1aHK» 3al0JIHUTE €e.
2. Ucnonb3ys TUIIOBYIO (pOpMY «OaHK MUCbMay 3aIllOJIHUTE €€
3. Ucnonb3ys TUIIOBYIO (hOpMy «OJTaHK KOHKPETHOTO BHJIa TOKYMEHTay 3aIlOJIHUTE €e.

—

Tembl HccIe10BaTeIbCKUX, TBOPYECKHX NIPOCKTOB

Iloozomoska uccnedosamenbcKux NPOEKMos o MemMam:

1.Mcnonp30oBaHne KOMITBIOTEPHBIX TEXHOJIOTUI MPU CO3JJaHUU M 0(OPMIIEHHH JOKYMEHTOB.

2. DNEeKTPOHHBIN JOKYMEHT M Mpo0OJieMa ero MpaBoOBOTrO CTaTyca.

3. Ocob6eHHOCTH COTTIacOBaHMs AJIEKTPOHHOTO JJOKYMEHTA.

4. WudopmannoHHO-CIIpaBOYHBIE JOKYMEHTBl — CIPaBKH, aKTbl, JOKJIAgHbIE U
OOBSICHUTENIbHBIE 3alUCKHU, JOBEPEHHOCTH, CIyXeOHbIe MUChMa, Tele(OHOIpaMMBbI, TE€JIETrPaMMBI,
(dhakcorpamMmsI

5. Ilpuaanue opuIMIECcKON CHITbI JOKYMEHTY B JJIEKTPOHHOU (hopMme.

6. [Ipumenenue 6a3 JaHHBIX, M1a0JIOHOB, TEKCTOBBIX PEAKTOPOB.



Teopueckoe 3a0anue (c s1emenmamu scce)
Harnumure scce o teme:
1.PoJib apXMBOB B COXpaHEHUU JIOKyMEHTOB
2. MexXBeIOMCTBEHHBIC, BEJIOMCTBEHHBIC apXHUBBI. APXUBBI OpraHU3aIui,
NPEINPUATHH, yapexkIeHui. ['ocynapcTBeHHbIC apXUBBI
3. DIEKTPOHHBIN TOKYMEHTOOOOPOT: MOJOKHUTEIHHBIC U OTPUIIATEILHBIC YSPTHI

TunoBble 3aJaHus K HHTCPAKTUBHBLIM 3aHATUAM

CpasHumenvHulil ananus 6 hopme oucnyma
1.D0eKTpOHHBIN JOKYMEHTOOOOPOT: MOJI0KUTEIbHBIE U OTPULIATENIbHBIE YEPTHI
2. Mecto auctumiuHbl “OCHOBBI AETOMPOU3BOICTBA U IOKYMEHTOO00OPOT” B COBETCKOM M
COBPEMEHHOM cUCTeMax MOJrOTOBKH CHEMAINCTa -YIIPaBICHLA.

3aoanue no pewenuio ynpasnenyeckou cumyayuu. Ketic 1

[Iponuio 3acenaHue MHBEHTApU3AlMOHHOM KOMHCCHM 3aBOJia Ia30BOM armaparypbl, Ha
KOTOPOM paccMaTpuBajICs BONPOC O pe3yjdbTaTaXx MHBEHTapu3auuu 1o ckiagy Ne 2
BCIIOMOTATENbHBIX MaTepHuaioB. Ha 3acemanuu ObUTO TPUHSATO IMOCTAHOBIICHHE 00 YTBEP)KICHHN
pe3yJbTaTOB MHBEHTApU3alMM M OTHECEHUS 3a CUYeT 3aBEAYIOUIEro CKJIaJoM HeI0CTauu
BCIIOMOTaTeJbHbIX MaTepuajoB B cymMme 365 Tbhic. py0., a Takke 3ayuTaHbl CIMYUTEIbHAS
BEZOMOCTh 110 ckiany Ne 2 u 0ObsCHUTENbHAs 3alIMCKa 3aBEAYIOIIEr0 CKIIaJ0OM.

- Kako#i ToKyMEeHT COCTaBIISIETCS IO UTOTaM 3aceaHuil KOMUCCUM pa3Horo pojaa?

- Kakue pekBU3HTHI JOJKEH BKIIOYATh JAaHHBINA JTOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTell OH Iperoaraer?

- Kakue ¢aktuueckne naHHbIE TOJKHBI ObITh BHECEHBI B ATOT JOKYMEHT?

Pewenue keiica.

Ilo  wroram  3acemanmii  komuccuu  cocraBisercs  [Iporokon — 3acenaHus
MHBEHTapHU3allMOHHON KOMUCCUU TI0 PACCMOTPEHHUIO PE3YJIbTaTOB MHBEHTAPU3ALIUH.

IIpoTOKOJI CONEPIKUT CIENYIOIINE PEKBUZHUTHI:

HAaUMEHOBAHME OpraHu3allMii; Ha3BaHME BHJA JOKYMEHTa; JaTa M HOMEpP IMPOTOKOIIA;
3aroJIOBOK K TEKCTY; TEKCT; MOANUCH YYaCTHUKOB; TPU{Q yTBEpXkAEHUs (B cilyyae, KOTa MPOTOKOJ
MO/IJIEKUT YTBEPIKIEHUIO).

IIpoToK0JI COCTOUT U3 2 YacTel: BBOAHON U OCHOBHOM.

B 3TOT 1OKYMEHT 0JKHBI ObITh BHECEHBI CIEAYIONNE (PaKTUUECKUE TaHHbBIE:

1) Ha3BaHMsI JOKYMEHTA U MPeIIPUsATHUS.

2) yKa3aHue 4JIEHOB KOMHUCCUU U TPEJCeNaTeNsl.

3) cucOoK BBICTYHAIOIIMX HA 3acCeJaHUM KOMHCCHH.

4) nTorn MHBEHTAPU3ALINH.

5) petieHusi, KOTOpble ObLTH MPUHSTHI.

6) 3aKTI0OUYEeHNE KOMUCCHH.

7) UTOTH TOJIOCOBaHHUS (€CIIU OBLIIN).

8) MeponpuATHs, IPOBEJACHHBIE B MIPOIIECCE MHBEHTApU3AIIIH.

9) BBISIBJICHHBIE HAPYILIEHUS U T€, KTO B HUX BUHOBAT (MMS U JJOJDKHOCTB ).

10) nata 1 MeCTO COCTaBJIEHUSI IPOTOKOJIA.

11) monmucu mpeacenaTesns U cEKpeTapsi KOMUCCHH.

Keric 2

B crpourensHoM KoomepatuBe «CTpoiicepBuc» Obul OOHapykeH (PakT HEmpaBUIBLHOTO
UCITIOJIb30BaHUSl CTPOUTEIBHBIX OTXOZ0B. I[Ipu mpoBepke paboOThl CKiIaja MHIOMAaTepHUaIoB
YCTAaHOBJIEHBI (PAKTHI OTITYCKA B KOTEIBHYIO JIJISI COKHUTAHUS OTXOJIOB MHJIOMATEPHATIOB JITHHHOM
cBbimie 20 cm.

- Kako# JOKyMEHT MO3BOJIUT PErNIAMEHTUPOBATH OTITYCK CTPOUTEIBHBIX MaTEPUaIOB?



- Kakue myHKTBI 1OJKHBI OBITH B JAHHOM JJOKYMEHTE 0053aTeIbHBIMU?

- CKOJIbKO JJOTKHOCTHBIX JIUII JOJDKHBI OBITH OTBETCTBEHHBIMH 32 HCIIOJIHEHUE TaHHOTO

JIOKyMeHTa?

- Kakue pekBU3NUTHI JOJKEH BKIIIOYATh JAHHbBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YaCTE¥ OH mpemnoJaraet?

- Kakue ¢aktuueckne naHHbIe TOJKHBI ObITh BHECEHBI B ATOT JOKYMEHT?

Pewenue keiica

JIOKYMEHT, KOTOPBIH I1O3BOJIUT PEriIaMEHTHUPOBATh OTIIYCK CTPOUTENIBHBIX MATEPUAIIOB -
[Tpukas.

OOs3arenbHble TYHKTHl TpHUKa3a: 1) TYHKTB, B KOTOPHIX [JAOTCA TOPYYEHUS
UCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHUS. 2) MMyHKT O KOHTPOJIE UCIIOJIHEHUS IPUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE MPUKa3a SABJIAETCSA OJIHO JOJKHOCTHOE JIULO.

[Ipuka3 AomKeH BKIOYATh TAKUE PEKBU3UTHI, KaK IIOJHOE HAUMEHOBAHUE KOMIIAHUU
COIJIACHO JEHCTBYIOIIEMY YCTaBY; OpraHM3allMOHHO-TIPaBOBas (popMa; MECTO COCTaBJICHHUS WIIH
W3/1aHUSI; PETUCTPAMOHHBIM HOMEp, YKa3aHHBIA B >KypHaJle PErMCTpallMi; HaMMEHOBAHHE BUIA
JIOKYMEHTA; 3arojloBOK; TEKCT; Jara CO3/aHuf; JaTa IOANMCAHUSA MOJANUCh PYKOBOAUTENIS C
pacupoBKOl; OTMETKU O HAJTHMYUU PUIIOKEHUM;

[Ipuka3 BriouaeTr B ce0f JABE CTPYKTYpHbIE YacTH: KOHCTATUPYIOLIYIO H
pacopsIUTENbHYIO.

B 3TOT 1OKYMEHT 10JKHBI ObITh BHECEHBI (PakTHUeCKHe aHHble [IpuunHbl ¥ mopyyeHusl.

Ananumuueckue 3a0anus

1. HUcmone3ys I'OCT 7.32 — 2001 IIpaBuma odopmiIeHHS TEKCTOBBIX JOKYMEHTOB,
chopMynupyiTe OCHOBHBIE TPeOOBaHMS K 0(OPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2. HUcnomszys T'OCT P 6.30-2003 VYHuuuupoBaHHBIE CHCTEMBI JOKYMEHTAIWH.
YHUGHUIMpOBaHHAs CUCTEMa OPraHU3aAMOHHO-PACIOPSAAUTENBHON JOKyMeHTauu. TpeOoBaHus K
0hOpMIIEHUIO  JIOKYMEHTOB, CchOpMyIupyiWTe TipaBuiaa O(GOpMIIEHUS  OpraHU3AIMOHHO-
pacropsauTeIbHON TOKyMEHTaluu

3. Hcrionb3ysi KOHKPETHBIN TOKYMEHT, IEPEUNCITUTE PEKBU3HTHI.

4. CocTaBbTe CXeMY pacTOPKEHHs TPYAOBOTO JJOrOBOpa MO MHULIMATHBE PaOOTHUKA.

5. HauepTtute cxemy JOKyMEHTOOOOpPOTa B OpTaHU3alUN

6. CocTaBbTe HHCTPYKIIMIO 110 COCTABICHNUIO HOMEHKJIATYPHI Jell.

7. 3anummre npaBwia pabOThl C JOKYMEHTAaMH, COJAEpX AallMMU KOH(PHUACHIHUAIbHYIO
UH(POPMALIUIO.

Tunosblie TECTHI

Bonpoc 1. /lesionpou3BoacTso — 31o0:

1. peATEJILHOCTH MO JOKYMEHTHPOBAHMIO, JOKYMEHTO000POTY, ONIEPATUBHOMY XPAHEHHIO M
HCIO0JIb30BAHMIO IOKYMEHTOB;

2. mpoueaypa co3aaHusl, THPAKUPOBAHUS U PETUCTPALINU BXOJAUINX U UCXOAAIIUX JOKYMEHTOB;
3.HemocpeACTBEHHOE CO3/IaHNe OPHUIMATBHBIX JOKYMEHTOB Ha MPEANPHUITUH,

4. nesTeNbHOCTh MO JOKYMEHTHPOBAHUIO U IOKYMEHTOOOOPOTY.

Bomnpoc 2. ITo10:xeHHe 0 CTPYKTYPHOM MOAPAa3AeJIeHUU — ITO:

1. mpaBoBOil aKT, KOTOpPBIH YCTaHABJIMBaeT CTATYC, (PyHKOHMH, mpaBa, O0SA3aHHOCTH H
OTBETCTBEHHOCTh CTPYKTYPHBIX IOAPAa3/ieJIeHUil W HHbIX OPraHOB;

2. TpaBOBOW aKT, KOTOPBIA OMpEeNseT CTaTyc OpraHu3alllH, €€ 3aJadd U (YHKIMH, IpaBa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

3. ZI0OroBOp, CTOPOHBI KOTOPOTrO OOSA3YIOTCS CO3/1aTh IOPUAMYECKOE JIMIO M YCTAaHABIMBAIOT
HOPSIIOK COBMECTHOH JI€ATENILHOCTH 110 JaHHOMY (haKTy



4. Bce OTBETHI BEPHBIE

Bomnpoc 3. JlaToii 10/2KHOCTHO MHCTPYKIUM SIBJISETCH 1aTa:
1. ee yrBepikaeHus;

2. €e COCTaBJICHHUS,

3. 0O3HaKOMJIEHUS C Hell paboTHHKA

4. cornacoBaHus

Bomnpoc 4. IIpaBoBoii akT, B KOTOPOM 0TOOpaxkaeTcs MOPSAJAOK AeATeJbHOCTH PYKOBOACTBA
OpPraHM3alNu, 2 PABHO KOJ/LIETHAJBLHOI0 HJIH COBEIATeILHOI0 OPraHa — 3To:

1. periiamenT;

2. LITaTHOE pacIUCaHMUE;

3. pacrnopsiKeHue,

4. ycras.

Bomnpoc S. ITo chepe cBoero geiicTBus pacnopsiaAuTeJabHbIe JOKYMEHTbI 1e/IATCH Ha:
1. dpenepanbHOro ypOBHS, pErHOHAIBLHOIO YPOBHS, IPAaBOBbIE aKThl OPraHNU3aLIUH;

2. KOJUIEKTUBHbIE U UHIUBUyaIbHbBIE;

3. mpaBOBbIEC aKThl OpraHU3alUii, IPABOBbIE AKThl UX CTPYKTYPHBIX OJpa3IeIICHUH.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne nzaaercs:

1. pyxoBoauTeeM eANHOJTUYHO;

2. KOJJIEer"anbHo;

3. B yCIOBMSX BEIOMCTBEHHOI'O PEr'YIMPOBaHUS,

4. CANHOJIMNYHO WUJIM KOJUICTHAaJIbHO, B 3aBUCUMOCTHU OT CUTyallun

Bonpoc 7. Konusi yacTi 10KyMeHTa, KOTOPAasi 3aBepeHa B ONpeaeIeHHOM MOPSIKe, ITO:
1. BBINHCKA,;

2. DIEKTPOHHAS KOMUS;

3. mybnukar,

4. crmcok

8. He siB/1sIeTCsA JOKYMEHTOM, KOTOPbIii MHUIIMUPYET pelleHune:
l. mpoeKT 10KyMeHTa;

2. 3aKJIIOYEHUE;

3. nokiagHas 3amnmcka,

4. Bce OTBETHI HEBEPHbIE

Bomnpoc 9. Yem BHewIHe 0T/IMYaeTCsl POEKT JOKYMEHTA OT €r0 OKOHYaTeIbLHOI0 Bapuanra?
1. Haagnucelo «1poeKkT» B BEPXHEM I10JIe CIIpaBa;

2. IIpoekt He o0s3aTenbHO OPOPMIIATH B TaKOM ke (hopme, Kak OyaylmHil JOKYMEHT, JOCTaTOYHO
CaMoro TEKCTa;

3. IIpoexT odopmisieTcss Ha CrIEIUaTBLHOM OJIaHKE

4. Bce oTBETHI BEpHbIE

Bonpoc 10. Kakasi 4acTb IOCTAHOBJICHHSI COJCP:KMT HOPMATHBHBIC IOJOKCHUSI WJIH
MOpy4YeHus?

1. PacnopsiauTenbHas;

2. KoHcratupyromas;

3. BBoaHas

4. 3axmrounTtenbHas



Bonpoc 11. B coctaB uH(OPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB He BXOJIHT:
1. yka3anme;

2. JOKJIaaHas 3aIlMcKa;

3. cBojka,

4. oObsICHUTENIbHAS 3aIICKa

Bonpoc 12. Bua uH(pOpManuOHHO-CIIPABOYHON [JOKYMEHTAlUM, SIBJSIONIeiics crnocodom
OIePAaTHBHOI0 HH(POPMALMOHHOI0 00MEHA MKy OPraHNu3alMAMH, Ha3bIBACTCH:

1. xesi0BOI MepenucKoii;

2. IOKyMEeHTauueH JUisl C1ykeOHOro M0JIb30BaHus;

3. CTaTUCTUYECKOW OTUETHOCTHIO

4. cmyxeOHOH 3aImMCKOM

Bomnpoc 13. Urto npeacrassier co00ii 3asiBjieHHe B JOKYMEHT0000pPOTe OPraHu3annu?

1. OTOo NOKYMeHT, KOTOpbIii agpecOBAH JOJLUKHOCTHOMY JIMIy M COAEPKMT KAKYIO-JIH00
npocs0y padoTHUKA;

2. DTO NOKYMEHT € IPEJI0KEHUEM Ha3HAUNTh, IEPEMECTUTD UIIU MOOIIPUTHh PAOOTHHUKA;

3. DTO TOKYMEHT, OOBSICHSIOUINI MPUUYUHBI CITYYUBIIETOCS, KOTOPBII COCTaBIIsIeT pabOTHHK.

4. Bce oTBeTHI BEpHbBIE

Bonpoc 14. Uto He sfiB/IsIeTCS NPU3HAKOM aKTa?

1. cocraBienue B cB000aHOI Gopme;

2. ycraHOBIeHUE (PAKTHYECKOTO COCTOSHUE JIEN U OTPAKEHHE €TO B AKTE;
3. MoATBEp)KACHUE YCTAHOBJIECHHBIX (PAKTOB, COOBITUMH, 1EHCTBHIH,

4. KOJIErHaJIbHOCTh COCTABJICHUS.

Bonpoc 15. JlokymMeHTbI, KOTOpPble HM3AaHbI BHYTPH Y4YpeXKIAeHHs M OTHPABJIEHbI 32 €ro
npejebl AJ1si PyKOBOACTBA HH/KECTOSIIIMM OPraHaM yIpaBJieHHs JIM00 B LeJAX UCIOJTHEHUs
NUCbMEHHBIX YKA3aHUH BbICIHIEH HHCTAHIIUM, HA3bIBAIOTCS:

1. mcxoasimuMHU JOKYMEHTAMM;

2. BXOAAIIHUMU JOKYMCHTAaAMU,

3. JOKJaJHBIMU 3alMCKaMHU,

4. TepernucKou.

Bonpoc 16. Uto Bki04aeT B ce0s TEXHMYECKOE HCIIOJTHEHHE IOKYMEHTA:

1. moAroTOBKY MpOEKTa JOKYMEHTA, HA00p M Pacne4yaTKy TEeKCTa NMPOEKTa, KOPPEKTHPOBKY
coliep:KaHMsl [OKYMEHTAa [Ocje corjacopanus, ogopmieHue (GUHAIBHOIO BapHAHTA
JAOKYMEHTA;

2. TperoCTaBIECHUE pACIEeYaTaHHOIO IPOEKTa JOKYMEHTa PYKOBOAMTENIIO Ha COIJIACOBaHHE,
yCTpaHEHUE HETOYHOCTEH, HabOp OKOHYATENIFHOTO JOKYMEHTA;

3. cocraBieHHE JOKYMEHTA Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro NOJAINNCAHUE Yy PYKOBOAUTEIS,
OTIIpaBKa JOKYMEHTA aJipecary,

4. BCE OTBETHI BEPHBIE

Bomnpoc 17. Korjga 10KyMeHT SIBJIS€TCH UCIOJHEHHbIM?

1. Koraa paccmaTpuBaeMblii B IOKyMEHTe BOINPOC pa3pelieH MOJHOCTHIO U MepenucKa 1o
HeMY 3aBeplleHa;

2. Kaxk To/bKO I0OKYMEHTY MPUCBOEH PETUCTPALIMOHHBIN HOMED;

3 . Korna 1oKkyMeHT moJlydyeH KOHEYHBIM aJpecaToM

4. Korza JOKyMEHT OTIIPABIIEH HA apXUBHOE XPaHEHUE



Bonpoc 18. OTiinune akTOB NMPOBEPOK, 00CI€I0BAHNI, PEeBU3UI 3aKJIIOYAaeTCd B TOM, YTO
OHH...

1.pukcupyrOT ycTaHOBIICHHBIE (DaKThI U COOBITHS

2. COCTaBIISIIOTCS TSI TOATBEPKACHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, IeHCTBHIA

3. He TOJIbKO (PMKCHUPYIOT YCTAHOBJEHHbIE (PAKTBHI MU COOBLITHSI, HO M COJEPKAT BBIBOIbI,
PEKOMEH/Iallii H NPeJI0KeHU s

4. copepKaHHE€ HE COTJACOBBIBACTCS C JIOJDKHOCTHBIMHM JIMIAMH, JIE€ATEIbHOCTh KOTOPBIX
OTpakaeTcs B aKTe

Bonpoc 19. Iludposoii wnam OykBeHHO-UM(POBOH HAEHTH(PUKATOP [TOKYMEHTA,
BKJIIOYAIOIIUI TOPAJAKOBBII HOMeEp, JONOJHSIEMbIA IO KEJAHUIK HHIEKCAMH COIJIACHO
HCIMO0JIb3yeMbIM KJIACCU(PUKATOPAM, HA3BIBAETCH:

1. perucTpaniuoHHBIM HOMEPOM JOKYMEHTA;

2. rpudom;

3.1aTOM TOKyMEHTa

4. pEeKBU3UTOM.

Bonpoc 20. Kakoii popmaTt 6ymaru ucnosb3yercsi AJs H3rOTOBJIEHUsI 0JIAaHKOB Pe30JII0Luii?
1. AS, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem ungopmanuu fABJsieTcs:

1. MarepuaJbHBIH 00bEKT, KOTOPBIH HYKEH IJIfl (PUKCALMH, XPaHeHHUs (M BOCTIPOM3BeIeHUs)
peuyeBoii, 3BYKOBOM MM M300pa3uTe/IbHOI nHGopManun;

2. co3narenb J0KYMEHTa;

3. CTPYKTYpHOE MOJpa3eieHe, BRIMOIH0MEe (QYHKIIMU 10 BEICHUIO JOKYMEHTO000pOoTa

4. pyKOBOAMTEIb MOAPA3ACICHHUS.

Bonpoc 22. CBOHCTBO JOKYMEHTAa NOATBEP:KIATH [ACJOBYI0 ACATEJBHOCTH JH0O0 cOObITHE
JIMYHOI'0 XapaKTepa — 3To:

1. ropuanyeckasi 3HAYUMOCTb JOKYMEHTA;

2. ropuauuecKas cuia JOKyMEHTa,;

3. ayTEeHTHYHOCTb,

4. pyHKUIMSA JTOKYMEHTa

Bonpoc 23. TunoBbIM CPOKOM HCIOJTHEHHUS JOKYMEHTA Ha3bIBAETCH:

1. cpok MCIOTHEHHS JOKYMEHTA COIJIACHO HOPMATHBHO-NIPABOBOMY aKTYy;

2. CpOK UCHOJHEHHS, KOTOPhIM YCTaHOBJEH B OpraHU3allMOHHO-PACIIOPSIUTEIHHOM JOKYMEHTE
WIH B PE30JIIOLINY;

3. CpOK UCHOJHEHHUs, yCTAHOBJICHHBIN CIOKHUBIIMMCS B OpraHU3aI[MH 00bIYaeM

4. Bce OTBETHI BEPHBIE

Bonpoc 24. CnipaBo4HMK, cOAep KalIuil cBeJeHHs 0 (POHAAX apXMBa M NpeAHA3HAYCHHbIN
AJI51 03HAKOMJIEHHUSI € UX COCTABOM U COJAepPKAHHEM — ITO:

1. apXuBHBINA IyTEBOJAUTEID;

2. apXWBHBII CIIPABOYHUK;

3. apXUBHBIN yKa3aTelb,

4. GoHIOBBII CIIPABOYHUK

Bomnpoc 25. YaupuuupoBanHoii GopmMoii 10KyMeHTa SIBJISIETCS:



1. dopmysip HOKyMeHTa ONpeaeIeHHOr0 BHUAA, KOTOPbIA COMEP:KUT NMOCTOSTHHYI0 4acTh
TEKCTAa;

2. OyMaKHBI WU SJIEKTPOHHBIN IIAa0JIOH C PEKBU3UTAMH, IO KOTOPBIM OMIPEIENSIETCS aBTOP
OUITMATIEHOTO JIOKYMEHTA;

3. pPEeKBU3UT O COIJIaCUM OpraHu3allid, KOTOpas He SABISETCS aBTOPOM JOKYMEHTa, C €ro
COJICpKAHUEM,

4. BBINIUCKA U3 JOKYMEHTA.

Bomnpoc 26. KakoBa ajuHa caMoO#l JJIMHHON CTPOKHM PEeKBU3UTA NPH YIJI0BOM PACHOJI0KEHUU
PEeKBU3UTOB?

1. He 0oJ1ee 7,5 cMm;

2. He Goiee 12,5 cm;

3. He 6omee 10 cMm.

4.He 6onee 5 cm

Bonpoc 27. PekBU3UT JOKyMeHTa — 3TO:

1. 3siemeHT opopmIICHHS TOKYMEHTA;

2. PEerucTpallOHHBIA HOMEpP TOKYMEHTA;

3. cBeneHHus O aTe U UCIIOJIHUTENE JOKYMEHTa
4. cBeneHus 00 opraHuzaluu

Bomnpoc 28. Kakue 10KyMeHTbI MUHYIOT CTAIMI0 IIPOEKTA
1. HoKJIagHBIE 3aTHCKH;

2. IpUKa3bl;

3. cripaBKH;

4. aKTHI

Bonpoc 29. IIpeaBapuTe/ibHbII TeKCT JOKYMEHTAa, KOTOPbIi JUYHO T'OTOBUT MCIOJHHUTE/b
WJIN COMCIIOJTHUTE/Ib T0KYMEHTA, 3TO:

1. 4epHOBHK JOKyMEHTa

2. NPOEKT JOKYMEHTa;

3. DJK3eMIULIp TOKYMEHTA;

4. xonus NOKyMEHTA.

Bomnpoc 30. /leionpou3BoacTBo 310:

1. chepa nesTeNnbHOCTH 10 00ECIIEUEHUI0 OpraHU3aui O(PUCHBIMU TOKYMEHTAMU;

2. oTpaciib AesiTeIbHOCTH, KOTOpasi o0ecnevyHBaeT JOKYMEHTHPOBAHHE W OPraHM3alLHI0
padoThI ¢ 0PUCHBIMU TOKYMEHTAMM;

3. oTpacib AesTeIbHOCTH, KOTOpasi 00ecTiedrBaeT BHEIIHUE U BHYTPEHHUE CBS3H OpraHU3alluy;

4. nesiTeNbHOCTb, CBSI3aHHAS ¢ 0(hOPMIICHHEM YIIPaBICHUECKHX JOKYMEHTOB

Bomnpoc 31. B pazaes o61ue mos10xeHus J1OKyMEHTAa BXOAAT
1. neau u 3aga4u;

2. (hopMBI M METOMBI YIIPABJICHHUS,

3. KOHKpETHBIE 00S13aHHOCTH;

4. BU3BI COTTIACOBAHUS

Bonpoc 32. Ha kakoM JI0KyMeHTe He CTABUTCS PEKBU3UT HAMMEHOBAHME BH/IA TIOKYMEHTA
1. YcraBe;

2. TOJKHOCTHOM MHCTPYKIIMH;

3. nucbMe;

4. aKTe



Bonpoc 33. I'pu¢g yrBep:xaennsi craBuTcst

1. B BepXHeM NPaBoOM YI.J1y;

2. B HIDKHEM MPABOM YTIIY;

3. B HUOKHEM JICBOM YTITy

4. B COOTBETCTBHUH C TeM, KaK IIPUHATO B OPTaHU3AINH

Bonpoc 34. K ocHOBHBIM periiaMeHTHPYIOIIMM padoTy cayxk0b1 JJOY 1o0kymMeHTaM OTHOCST
1. MHCTPYKIMIO 1O 1eJ10NIPOU3BO/ICTBY;

2. kBanM(UKAIIMOHHBIN CIIPABOYHUK JOJDKHOCTEH;

3. Tabenb YHU(DHUITMPOBAHHBIX ()OPM IOKYMEHTOB;

4. Ycras

Bonpoc 35. Kakoii BuI pacnopsiiMTE]ILHOTO [JOKYMEHTAa W31aeTcs eIHHOJIUYHO
PYKOBOJUTEIEM

1. mocTaHOBIIEHHE;

2. pelleHHUE;

3. pacnopsixkeHnue;

4. mpukas

Bomnpoc 36. KosmnuectBo pekBu3uToB HOBOro 'OCTa no cpaBHeHMIO € PeAbLIY MM
1. Gosibliie HA ABA PEKBU3UTA;

2. 00JIb1IIE HA OJJMH PEKBU3MT;

3. MEHbIIIC Ha JBa PEKBU3UTA;

4. meHbliie Ha 1 peKBU3UT

Bomnpoc 37. B 00padoTKy BXoasiniero 10KyMeHTa 3TOT 3TAIl He BXOAUT
1. paccmotpenue;

2. BCKpBITHE KOHBEPTOB;

3. coriiacoBanme;

4. peructpanus

Bonpoc 38. Bxoasimuii J0OKyMeHT NPOXOANUT CJIeAyI0IHe ITanbl 00padoTKm:

1. compoBo:KaeHMe M JOCTABKa € MOYTHI, NepBUYHAas 00padoTka, perucTpaums, NOAroTOBKa
HA JIOKJIaJ, paccMOoTpeHne W odopmieHHe Pe30JIONHI, PEerucTpanusi Ppe30JIoLuH,
NMOCTAHOBKA HA KOHTPOJIb MCIIOJIHEHHS], OTIIPABKA HA UCIOJIHEHHe, UCIIOJIHEHHEe U KOHTPOJIb
3a HUM, IIPHEM HCIOJIHEHHOI'0 JIOKYMEHTAa, CHSATHE ¢ KOHTPOJIs, NOMelleHHe MCIOJTHEHHOI0
JOKyMeHTa B JeJ0o, padoTa ¢ HHMM, TeKylllee M apXHBHOe XpaHeHUe, YHMYTOKeHHEe U
CIMCaHue;

2. yCTaHOBJIEHME KOHKPETHOI'O aJpecara JOKYMEHTa B OpraHU3allii, PErucTpalus J0KyMEeHTa 10
BXOJILIMM >KypHajaMm, Iepeaada JOKyMEHTa ajipecaTy, yKa3aHHOMY €ro B TEKCTE, YCTAaHOBJICHHE
CPOKOB HCIIOJIHEHHUS JIOKYMEHTa, WCIOJIHEHUE JOKYMEHTa, MpOBEpKa pe3yJbTaTOB HCIOIHEHMS,
MIOMEILEHUE IOKYMEHTA B HOMEHKIIATYPHOE JIEJI0 U TOCIIEAYIOIIasl cla4ya B apXUB;

3. perucrpanus JOKyMEHTa IO BXOJSIIEH KOPPECIIOHIEHIMH, NIepeaaya ero pyKoBOIUTENIO IS
OIpEEIICHUsI UCIIOJIHUTENA, Nepeiada JOKYMEHTa HEMOCPEACTBEHHOMY HCIIOJIHUTENI0, KOHTPOJIb
3a HCIIOJIHEHUEM JIOKYMEHTa, WCIOJHEHHE JIOKYyMEHTa, IpHUEM pe3yJbTaTOB HCIIOJIHEHUS
PYKOBOJUTENEM, OTMETKA 00 MCIIOJHEHUHU B CIIEIMAIBHOM XXYypHaJje, clada JOKYMEHTa B apXHB,

4. peructpanys IOKyMEHTa 110 BXOAALIEH KOPPECHOHAEHIUH, NIepeada ero pyKOBOAUTENO JUIs
OIpEZEIICHUs] UCIIOJIHUTENA, Nepeiada JOKYMEHTa HEMOCPEACTBEHHOMY HCIIOJIHUTENI0, KOHTPOJIb
3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJHEHUE JOKYMEHTA

Bomnpoc 39. BuyTpeHnHee corjiacoBaHue Ha3bIBaeTCs



1. Bu3a;

2. OTMETKa O 3aBEPEHUH;
3. yTBEpKICHUE;

4. meyatb OpraHu3aluu

Bonpoc 40. Kakas d¢opma padorsl ¢ JOKYMEHTAMM TOAXOAUT /Jsi OPraHW3aIuid,
AeSITeJIbHOCTh KOTOPBIX TPe0yeT 0CO0eHHO TIIATEIbLHOM 321 Thl HHGopMannu

1. ueHTpanu3oBaHHasd;

2. cMellIaHHasl,

3. IeleHTPAIN30BAHHAS

4. B 3aBUCUMOCTH OT CUTyalluH

Bonpoc 41. Buja oOpraHM3amMoOHHOIO [OKYMEHTAa, KOTOPbIA omnpeaeasier MOPSA0K
00pa3oBaHusl, CTPYKTYPY H OPraHU3anui0 padoThl NpeANPUsITUS

1. ycras;

2. MHCTPYKLUS;

3. moJiokKeHue

4. npukas

Bomnpoc 42. K 0CHOBHBIM perjiaMeHTHPYIOIIHMM padoTy ciayxobl IOY 10KyMeHTaM OTHOCAT
1. MHCTPYKUMIO 11O AEJIONPON3BOJACTBY;

2. OCHOBHBIE MpaBuiia PabOTHI APXUBOB OpraHU3AIIHII;

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

4. Ycras

Bonpoc 43. K BHyTpeHHeMY 10KYMEHTO000POTY OTHOCHAT

1. opurmanbHbIe MUCHMA;

2. BHEIIHHE JIOKJIAHBIEC 3aITUCKH, CIIPABKH;

3. npuKa3pl, pacopsKeHUs OPraHU3aANNHU;

4. TUTIOBAst METOIMYECKAs IOKYMEHTAIIMSI U3 BBIIIECTOAIICH OpraHu3aIiu

Bonpoc 44. C kakoro MOMeHTa PacnopsAUTeIbHbIH JOKYMEHT BCTYNaeT B CHIIY
1. c MOMEHTa CO3aHuUs;

2. ¢ MOMeHTA MOANMUCAHNS;

3. c MOMEHTa YTBEpPXK/IECHUS;

4. ¢ cnauu B apxuB

Bonpoc 45. PekBU3UT — 3TO

1. cioco6 co3anus JOKYMEHTa;

2. MaTepuaIbHBI 00BEKT C HHpOpMAIHE;

3. o0s13aTe/IbHBIN 3JIeMeHT 0(popMiIeHHs 0(PHUINATBHOIO JOKYMEHTA;
4. ceaeHust 00 opraHu3aIuu

Bomnpoc 46. Kakoii peKBU3UT pacioJaraercs B JeBOM HUKHEM YIJIy
1. rpud yTBepKACHUS;

2. BU3a;

3. rpud orpaHUYeHHUS;

4. neyatp

Bomnpoc 47. K rpynmne BXoasiluuX 10KyMEHTOB MOKHO OTHECTH
1. neoBbBIE N CHbMA;
2. OpraHu3alMOHHBIE JOKYMEHTHI,



3. mpuKa3bl OpraHu3aluu;
4.PacniopspkeHHs 110 OpraHu3aluu

Bonpoc 48. Ha kakom 10kyMeHTe HeT rpuga yrBepsKieHHs
1. npukase;

2. IIOJI0KEHHH;

3. ycraBe;

4. Bce OTBETHI BEPHbIE

Bonpoc 49. CkobKko aipecaToB MOMKET COJAEPKATh OJAMH JOKYMEHT
1. yeTnIpe;

2. 1IeCTh;

3. 1nBa;

4. oquH

Bonpoc 50. Kommniekc 10KyMeHTOB, pery/JIupylOIuX AeTeJbHOCTh OPraHu3anuii
1. pacnopsiauTeIbHbIE JOKYMEHTHI;

2. OpraHru3allMOHHBIC JOKYMCHTBI;

3. “HGOPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI;

4. paciopsAMTENbHBIE U NTHPOPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI

Bonpoc 51. K kaTeropusiM TexHM4YeCKUX UCHOoTHUTENeH ¢i1y:k0b1 JJIOY oTHOCAT
1. pykoBoAUTENS CITYKOBI

2. TOKyMEHTOBe/1a

3. 1eJI0npoUu3BOAUTE S

4. Bce OTBETHI BEPHbIE

Bonpoc 52. HopmaTuBHBIH [0KYMeHT, omnpeejsilomuii  ¢oHa 3apadoTHOI
COTPYJIHUKOB OPraHu3anuu

1. mOJKHOCTHAS MHCTPYKLUS,

2. ITaTHOE pacNUCaHue;

3. Ycras;

4. pacniopsKeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 0e3
1. MAaCTIOPTHBIX JAHHBIX COCTABUTCIIA,
2. PpEKBHM3HTOB;

3. BUZEOCONPOBOKICHHUS;

4. Bce OTBETHI BEpHBIE

Bonpoc 54. KonTpoab 3a cpokaMH HUCIOJHEHUSI IOKYMEHTOB OCYILIEeCTBIISIET
1. paGOTHHK OT/IETIa KAIPOB;

2. pa6oTHuK cayx0b1 JOY;

3. PYKOBOJHTEh OPTaHU3aIINN;

4. pyKOBOJUTEIb MOpa3AeieHus

Bomnpoc S5. Tekymuii KOHTPOJIb OCYLIECTBIAAETCH

1. B HayaJie NUCITOTHEHUSI JOKYMCHTOB;

2. B KOHIIE UCIIOJIHEHUSI JOKYMEHTOB;

3. B TeyeHHe BCero nepuoia UCIOJIHEHUs JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BHJIA TOKYMEHTA

IJIAaThI



Bonpoc 56. Ha kakoM 10KyMeHTe He CTABUTCS PEKBU3UT HAMMEHOBAHUE BU/IA JIOKYMEHTA
1. nucbme;

2. NOKHOCTHOM MHCTPYKIIUU;

3. YcraBe;

4. pacnopsiKEHUU

Bonpoc 57. Kakoii 10KkyMeHT COCTABJIAETCS NMPH HAPYIIEHUHW TPYAOBOH WJIH O0IIECTBEHHOM
AUCHHUIJIMHBI

1. 00BbsICHUTEIBLHAA 3aNIHCKA;

2. IOKJaaHas 3aIlKcKa;

3. ciy>xeOHasi 3aIucKa;

4. IpOTOKOII

Bonpoc 58. Kakue Bonpocsbl paccMaTpuBAaKTCS B PacOPSIZKEHUH
1. HanGosee BaXKHbIE BOIIPOCH! I€ATEIILHOCTH OpPraHU3alUH;

2. BOIIPOCHI, CBSI3aHHBIE C BBIIIOJHEHUEM IIPUKA30B;

3. onmepaTHBHBIE BONPOCHI /1eSITEILHOCTH;

4. HarMeHee Ba)XKHbIE BOIIPOCHI I€ATEIbHOCTU OpraHU3aluu

Bonpoc 59. IIpeaBapuresibHOEe pacCMOTpPeHNe JOKYMEHTOB BKJII04YaeT

1. pacnpenejieHMe JOKYMEHTOB HAa PacCMOTpPeHHE PYKOBOAUTEN0 M B CTPYKTYpPHbIe
No/Apas3/iesIeHus;

2. IpOBEPKY NPaBUILHOCTH aJIPECOBAHUS;

3. corjlacoBaHUE JOKYMEHTA;

4. perucTpanuio

Bonpoc 60. Onun 13 rocyaapcTBeHHBIX PEKBH3UTOB
1. pe3oJronus;

2. pekJiaMalus;

3. perieHue;

4. peectp

Bomnpoc 61. Kakyio ungopmanuio cogep:kut paszaena Ycrasa «O0mme moJioKeHusD
1. cTpykTypa opranusanuu;

2. mpaBa 1 0043aHHOCTHU JI0JKHOCTHBIX JIMIL;

3. Hesiu U 3a1a4¥ OPraHU3aALMU;

4. mpaBoBO# cTaTyc

Bonpoc 62. Kakum opranom usaaercst pelieHue
1. KoJIeErHaIbLHBIM;

2. 3aBUCHUT OT OPraHU3aLMOHHO-TIPaBOBOM (HOPMBI;
3. €AMHOIMYHO PYKOBOJUTEIEM;

4. B 3aBUCUMOCTH OT CUTyalluu

Bonpoc 63. Kakue n3 nepe4yncjeHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3aliiOHHbIM
1. IICBEMO, ITOJIOKEHHE,

2. ycraB, MHHCTPYKIIUS;

3. ycraB, yKas;

4. nonoxexHue, ykas

Bonpoc 64. /lokymeHT, perjiaMeHTHPYIOLINH 1eATeJbHOCTh COTPYAHUKOB OPraHU3aluu
1. ycras;



2. JOJZKHOCTHASI HHCTPYKUMS;
3. mpukas;
4. pacniopsiKeHUe

Bomnpoc 65. UTo He OTHOCHUTCSH K YYPeAUTEJbHbIM JOKYMEHTAM IOPUINYECKOro Jumna?
1. IIpoTokoJ coOpanus yupeauTesiei;

2. YcraB;

3. YupenurenbHbIN JOTOBOP;

4. Her npaBWIbHOTO OTBETA

Bomnpoc 66. Bce opuumnajibHbie JOKYMEHTbI HMEKOT (QYHKIUU:
1. o01IMe U cenuaJIbHbIE;

2. 001111€ ¥ OCHOBHBIE;

3. IenoBbIE U O0IIHE;

4. OCHOBHBIC U HCOCHOBHBIE

Bomnpoc 67. CocTaB 10KYMEHTOB B OPraHU3alliM 3aBUCHUT OT:

1. 3a1au opraHu3aIuy;

2. obpema u xapakTepa B3aUMOCBSI3€H B OpraHU3aIuy;

3. mopsiiKa MPUHSATHUS PEIICHUH (eTMHOHAYAIME UITH KOJUIETHAIBHOCTD ),
4. Bcé, mepeynciIeHHOE paHee

Bomnpoc 68. Urto Takoe yHu(pukanusi J0KyMEeHTOB:

l. ycraHoBJeHHE €IMHOT0 KOMILUIEKCA BHI0OB M Pa3HOBHIHOCTeiHl TOKYMEHTOB JUIsl
AHAJOTMYHBIX YNPABJIEHYECKUX CHUTyaluii, pa3padoTka eguHbIX (OpPM M MNPaBHI HX
cocTaBjeHusi, opopMiieHUe U co31aHne TPpadapeTHbIX TEKCTOB ;

2. YCTaHOBJIEHHE €IMHOT0 KOMIUIEKCa BUAOB M PAa3HOBUIHOCTEH JOKYMEHTOB Uil aHAJIOTMYHBIX
YIIPABJICHYECKUX CUTYALHM,

3. yCTaHOBJIEHHE €IMHOr0 KOMILJIEKCa BUAOB M PAa3HOBUAHOCTEH OTUETOB JJISi AaHAJIOTWYHBIX
YIIPaBJIEHYECKUX CUTYaIHid, pa3pad0oTKa eANHBIX (JOPM U MPAaBHII UX COCTABICHHS, OPOPMIICHHE H
co3ziaHue TpaapeTHbIX TEKCTOB

4. paspaboTka eauHbIX (OpPM U IMpaBUJI COCTaBICHHS, OPOPMIICHHUS M CO3AaHMS TpadapeTHBIX
TEKCTOB

Bonpoc 69. YTo Takoe ronosoi 00bemM 10KyMeHTO000pOTA:

1. ucxoaHasi BeIMYMHA OMPEEIICHUS KOJIMYECTBA JOKYMEHTOB B OpraHU3aluy;

2. CpeACTBO OIIpeJeNieHUs] MOTPeOHOCTeH B OpPraHU3alIOHHOW M BBIYMCIMTEIBHON TEXHHKE,
BbIOOpa Hanbosee 3 (PEKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPaBOYHOIO anmnapara

3. ucxoAHAs BeJIMYMHA [JIsl pacyeTa YMCJAeHHOCTH COTPYAHUKOB ci1y:x0b1 JIOY, onpenesnenus
CTeNeHHU 3arpy’KeHHOCTH CTPYKTYPHBIX NOAPa3ie/ieH! U 0TAeIbHbIX PA00THMKOB, CPeICTBO
onpeaejleHHs1 NMOTpPeOHOCTEel B OPraHM3alMOHHON M BBLIYMCJIWTENbHONl TeXHHKe, BbIOOpa
HauOos1ee 3P (PeKTUBHOI CHCTEMBI PErHCTPALMU JOKYMEHTOB M CIIPABOYHOI0 aNIapara;

4. Bce OTBETHI BEPHbIE

Bomnpoc 70. Yro Takoe 10KyMEeHTO000OPOT:

1. ABWXXCHUC NOKYMCHTOB B OpraHu3aliii ¢ MOMCHTA HUX IOJYUCHUA N0 3aBCPUICHUA WCIIOJTHCHUSA
VI OTIPABKH B KOMHTET 110 JieJIaM HECOBEPIIICHHOIETHHUX;

2. ABU/KCHHME JOKYMCHTOB B OpraHm3anud ¢ MOMCEHTA HX CO3JaHUA HMJIH NOJYYECHUSA 10
3aBepIIeHUs] UCIIOJTHEHUS UJIH OTIPABKH;

3. KOHTPOJIb 32 CPOKAMH UCTIOJTHEHHUS JTOKYMEHTA,

4. coctaBnenue u ohopMIeHHE JOKYMEHTOB B OPTaHU3AIMH



Bompoc 71. BbiOepuTe OCHOBHBIE 3Tanbl NOATOTOBKH M 0(OpPMIIECHUA
AOKYMEHTOB B oduce:

1. coctaBneHe MPOEKTa U COTIAaCOBAHUE;

2. IpoOBepKa MPABUILHOCTH O0OPMIICHHS,

3. moJmucaHue U PerucTpalus;

4. BCe BApMAHTHI NPABWIbHbIE

Bonpoc 72. Uto BKjI0YaeT B cedsl perucTpanus J0KyMeHTa:

1. mpocTaBieHUE PErHCTPAIMOHHOTO HOMEPA;

2. pOCTaBJICHUE AAThI;

3. 3anKch HEOOXOAUMBIX CBEJCHHUN O JOKYMEHTE B PETUCTPAIlMOHHON (hopMe;
4. Bce BApMAHTHI IPABUWILHbIE

Bonpoc 73. UnauBuayaabHbie CPOKU UCIIOJHEHHUS YKA3bIBAIOTCSH:
1. B TekcTe JOKYMEHTA HJIU B Pe30JII0IUN;

2. B IPUJIOKCHUH;

3. B pE30JIIOLINH;

4.B crienuagbHO U3JJaHHOM PACIIOPSHKCHUU

Bonpoc 74. OcHoBHbIe pyHKINH, KOTOpPbIe 00ecnieuusaet JOY:
1. nlaHupoBaHue;

2. y4eT ¥ OTYETHOCTb,

3. puHaHCUpOBaHHUE;

4. Bce 0TBeThI IPaBUJIbLHbIE

Bonpoc 75. UTo noHMMAIOT MO/ CJIYKeOHBIM MOJIeM:
1. MecTO, KOTOpPOE HE 3aHATO PEKBU3UTAMY,

BHYTPEHHHX

2. MeCTO B TOKYMEHTE, KOTOPOe He 3aHSITO PEKBU3UTAMM, 32 HCKJIKYEeHHEeM PeKBU3UTOB 1, 2,
3, 4, 5, 18, u npeaHa3sHa4YeHO [JIA 3aKpelJIeHUs JOKYMEHTAa B TeXHHYECKHMX CpeAcTBax

XpaHeHHusl;
3. MECTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU;
4. TeKCT JOKyMEHTa

BOl'lpOC 76. Uro Takoe Komusli YacTH AOKYMEHTA, KOTOpas 3aBe€pcHA B OIPEIaCcICHHOM

nopsiake?

1. IpOEKT NTOKYMEHTa;
2. DNEKTpOHHAs KOIMSI,
3. BBINHUCKA;

4. nyonukart.

Bomnpoc 77. Lleas perucrpauuu 10KyMEHTOB:
1. KoHTpOIIB;

2 obecrieyeHHe UX yUeTa;

3. 00a oTBeTa NpaBUJIbHBIE;

4. 00a oTBETa HEBEPHBIE

Bonpoc 78. Uro Takoe 0/1aHK 10KyMeHTA:

1. craHaapTHBIH JUCT OymMaru, Ha KOTOPOM BOCIPOM3BOAUTCH IOCTOSIHHAS HH(opmanus

JOKYMEHTa H eCTh MeCTO JJIfl IlepeMeHHOM HH(poOpMaLUi

2. HecTaHJapTHBIX JHUCT Oymaru, Ha KOTOPOM BOCIPOM3BOAMTCA IOCTOSIHHAS HH(pOpMAaIUsl

AOKYMCHTA U €CTb MCECTO JIA nepeMeHHoﬁ I/IH(I)OpMaI_[I/II/I

3. crappapTHeIA JUCT Oymard, Ha KOTOPOM BOCIPOU3BOJIUTCS TMOCTOSHHAs uHGoOpManus



JIOKYMEHTA
4. BCe OTBETHI HEMPaBUJIbHbIE

Bonpoc 79. Uto Takoe 10/ZKHOCTHAS HHCTPYKIMSA:

1. JOKyMEHT, B KOTOPOM OTMEUYEHbI HAPYLIUTEIN TPYAOBOM JUCLIUILINHEI,

2. MTHCTPYKLUS AUPEKTOPA, KOTOPYIO HEOOXOAMMO BBITIOJIHSITH B 0053aTEIILHOM MOPSI/IKE;

3. OpPraHU3alliOHHO — PACHOPSIAUTEbHbIN JOKYMEHT /UINTEJbHOI0 HJIH NMOCTOSTHHOIO CPOKAa
AedicTBus (10 BBeleHHS] HOBOM), B KOTOPOM OIpeJejieHbl HAy4YHO — TeXHHYeCKHe,
TEXHOJOIHYecKHe, (UHAHCOBBIE H JPYrde CTOPOHBLI JeATEJbHOCTH OPraHH3aluH, ee
No/Apa3/ieJIeHUi M J0JKHOCTHBIX JIMIL;

4. HOPMAaTHUBHBIM aKT, ONpPENENAIONIMHA HOPSAA0K 00pa3oBaHMs, CTPYKTYpPY, (DyHKIMM, IpaBa U
00513aHHOCTH OpraHU3aluu, CTPYKTYpPHOIO MOAPAa3IeJIeHNs, KOJUIETHAIIBHOTO OpraHa

Bonpoc 80. Kakue ¢akThl H3/1aralorcst B nepBoii 1 BO BTOPOI 4acTAX CIIPABKH:

1. B mepBoii YacTH CHPAaBKH M3JaralorTcs (paxkTbl, HOCHYKHBIINE TOBOJOM K €€ HANlMCAHHIO,
BO BTOPO# — IPUBOAATCH KOHKPETHBIE JaHHbIE;

2. B NIEPBOM 4acTU CIPABKHU H3JIAraroTCsl JOBOJBI, IOCIYKMBIIKAE IOBOAOM K €€ HAlMCAHUIO, BO
BTOPOU — IIPUBOJATCS CTATUCTUYECKUE TAHHBIE;

3. B IepBOi YacTH CHPABKU M3JIaraloTCs KOHKPETHbIE JIaHHbIE, & BO BTOPOM — MPUBOASATCS (DAKTBHI,
IIOCIIY’KMBIIME TIOBOJIOM K €€ HallUCAHUIO;

4. B mepBOil yacTU CHpPaBKU H3JIAraroTcs (akThl, MOCITYXKHUBIIKE IMOBOJOM K €€ HalHCaHHIO, BO
BTOPOW — BBIBOJIBI U IIPEIIOKECHMUS.

Bonpoc 81. Uro Ha3bIBaeTcsi cipaBKoOM:

1. HIOKyMEeHT, NOATBEPAKAAIMNIA KaKHe-TH00 (PAKThI WIH COOBITHS;

2. (haKTbl, MOCITYKUBIIHNE TOBOJIOM K €€ HAallUCAHUIO;

3. JOKYMEHT, I'/iec IPUBOJAATCS KOHKPETHBIE TAHHBIE;

4. TOKyMEHT, perJIaMEHTUPYIOLINI MOPSI0K BHIIOJTHEHUS KaKOT0-1100 npoliiecca

Bonpoc 82. Ha kakue iBe 0CHOBHbIE I'PYNIbI MOKHO MOAPA3/IeJIUTh BCe HHCTPYKIIUHU:

1. TOMKHOCTHBIE HHCTPYKIINH, OMpeestonme QyHKINU, paBa, 00sS3aHHOCTH U OTBETCTBEHHOCTh
JOJIKHOCTHBIX JIMII;

2. WHCTPYKIHMH, periaMeHTHPYIOIINEe TOPSAOK BBIMOJTHEHHUS Kakoro-nmubo mporecca, B
OCYIIECTBJIEHUH KOTOPOrO NPUHUMAIOT  yYacTHUE MCIONHMUTENM  (JOHKHOCTHBIE — JIMIIA;
MO/Apa3/iesiCHus );

3. 00a oTBeTa NpaBUJIbHbBIE;

4. 06a oTBEeTa HEMPaBUJIbHbBIE

Bomnpoc 83. bianku uMeroT noJis:

1. mpaBoe u HUKHee — HEe MeHee 10 MM;
2. nesoe — 20 Mm;

3. BepxHee — He MeHee 20 MM;

4. Bce OTBeThI BePHbI

Bonpoc 84. Ykaxkute peKBU3UT, He BXOAAIMH B (DOPMYJISIP NPUKAa3a 0 JUYHOMY COCTABY:
1. agpecar;

2. nara;

3. IOJMKCE;

4. Texcr

Bomnpoc 85. Ykaxxure 3a1a4u apxuBa:
1. mpueM, ydYeT, XpaHCHHE JOKYMEHTOB, 3aKOHYCHHBIX JCJIONMPOU3BOJICTBOM; HH(DOPMAIIMOHHO-



crpaBoyHasi paboTa MO apXMBHBIM JOKYMEHTAM MpPEINpHUSITHs; OpraHU3allMOHHO-METOIuYecKas
IIOMOIIb 110 BEACHUIO JIEI0IIPOU3BO/ICTBA;

2. mpueM, y4yeT, XpaHeHue JOKYMEHTOB;

3. mpueMm, y4eT, XpaHeHUe JOKYMEHTOB, 3aKOHYEHHBIX JCJIONPOU3BOJACTBOM;

4. nH(OPMALIMOHHO-CIIpaBOYHAsE paboTa MO apXUBHBIM  JIOKyMEHTaM IPEIIpUsITHS;
OpraHU3aIMOHHO-METOANYECKasi TOMOIILIb 10 BEJCHUIO JIEJIOMPOU3BOJICTBA

Bomnpoc 86. /lesna, moagroroB/ieHHbIE HA APXUBHOE XpPaHeHHe, TeJIATCH Ha:
l.Tekymue fena u aesa NpoIuuibiX JIET;

2.3aKOHYEHHBIC U HE3aKOHYEHHBIE J1eT1a;

3.1ena no JUYHOMY COCTaBY U 1O ()MHAHCOBOM JEATEIbHOCTH;

4. nena Mo JIMYHOMY COCTaBY MPEIIPUATHS U Jiejia 0 OCHOBHOM JI€ATEbHOCTH

Bonpoc 87. BykBeHHoe, nmu(poBoe, MM KOMOMHHPOBAHHOe O0003HAYEHHE JIOKYMEHTA,
yKa3bpIBaollee MeCTO ero COCTABJIeHHsI H XPaHEeHHUA — ITO:

1. pexBU3HUT;

2. HHJIEKC JOKYMEHTA;

3. HOMEp JIOKYMEHTa;

4. cnyocebHoe none

Bomnpoc 88. ®pa3za “3anepixka nMoCTaBOK MOXKeT NMPUBECTH K...” TOBOPUT O TOM, YTO MUCHMO
110 COAEPKAHUIO ABJISACTCH:

1.uaopMaLIMOHHOE TUCHMO,

2.muceMo-odepTa,

3.muchEMO-peKJIamarnus,

4. nuCbMO-NIpeaynpexIeHue

Bonpoc 89. Ykaxkure mnocsiegoBaTejbHOCTb 3JIEMEHTOB, M3 KOTOPBIX J0JKE€H COCTOATH
3aroJIOBOK jeJa:

1. Ha3BaHuWe BUAA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BHUJIa JOKYMEHTA, KPATKOE COJEPKAHMUE;

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

4. Ha3BaHMe BH/JA JOKYMEHTAa, KPaTKoOe CO/iepKaHme, 1aTa, CJI0BO “Konusa”

Bomnpoc 90. Beipa:xxenune “Coodmaem Bam, 4T0...” rOBOPUT 0 TOM, YTO JaHHOE MHUCHMO MO
coJep;KaHMIO Oy/ier:

1. nuceMo-odepra;

2. NIHCbMO-U3BelleHnE;

3. NUCbMO-peKIaMalus;

4. NMUCBMO-TIPENYTIPEKICHUE

Bonpoc 91. Komnjiekc 10KYMeHTOB, COAEP:KAIMX He00X0JMMbIe CBeJeHUsI 0 PA0OTHHKE M
ero TpyA0BOM CTazKe — 3TO:

1. neno;

2 .cupaBKa;

3. BBITIMCKA U3 TPYJAOBOM KHUKKU;

4. IM4HOE 1eJ10

Bonpoc 92. VYkaxutre OCHOBHOW BHA pPadoThbl, o0ecneYUBAKIIMNA CHCTEMATHU3AUSA
JOKYMEHTOB B /1€JIONIPOU3BOICTBE:

1. cocTaBieHue MTATHOTO PACIIUCAHUS;

2. peructpanusi JOKyMEHTOB;



3. KOHTPOJIb 3a UCITOJTHCHUEM JOKYMCHTOB,
4. cocTaBjieHHE HOMCHRJIATYPHBI JeJ1

Bomnpoc 93. /lokymMeHTBI 1OC/I€ perucTPaluu NepeIalTc:
1.B apxuB;

2. B MOJpa3/IeieHUs] OpraHu3alluu;

3. B puHAHCOBBII OTACIT;

4. pyKOBOJTUTEJIO /JJIsl PACCMOTPEHHS ¥ IPUHSTHS PellleHus

Bonpoc 95. BHyTpeHHHe TOKYMEHTbI PerHCTPUPYIOTCS:
1 .B AcHb 0(hOPMIICHHUS;

2. B IeHb NOANHUCAHMS;

3. B JICHb [Iepe/Iayu B apXUB;

4. mocje UCIOJIHEHHUS

Bonpoc 96. B ¢popmy.isip 3asiBjIeHUsI He BXOAUT PeKBH3UT:
1. nara;

2. TEKCT;

3. IOJNKCE;

4. rpud orpaHnyYeHHs J0CTYNA K JOKYMEHTY

Bomnpoc 97. IIpuka3sbl 10 TUHYHOMY COCTABY BUSHPYIOTCS:
1.PykoBonuTeneM opraHu3auy;

2. pyKOBOJMTEIIEM U 3aMECTUTEISIMU;

3. pyKOBOAUTEJEM, 3aMECTUTEISIMH, HAYaIbHUKOM OTZela KaJpoB;
4. BCeMH 3aUHTEPECOBAHHBIMHU B MPHUKa3e JUIAMU

Bonpoc 98. HazoBuTe 0CHOBHOI1 10KYMEHT, NOATBEPKIAMINNA CTaK padoThI:
1.1u4HOE J1EeNO;

2.10KyMeHT 00 00pa3oBaHuy;

3.pe3ome;

4. TpyaoBasi KHUKKA

Bonpoc 99. Yka:xxkure 10KyMeHT, (PMKCHPYIOIIUI X04 00CY:KIeHHS] BONPOCOB M NPHHATHUS
pelieHnii HA COOPAHUAX, 3aCeJAHUAX, COBCIIAHUAX U T.IL.:

1. pe3omonus;

2. peleHue;

3. cripaBKa;

4. IpOTOKOJI

Bonpoc 100. U3mMeHenns 3anuceil B TPYA0BYI0 KHHKKY BHOCSTCSI HA OCHOBAHHH:
1.pesrome;

2.yCTHOTO 3asBJICHUS PaOOTHHUKA,;

3.MMCBMEHHOTO 3asiBJI€HUs paOOTHUKA;

4. IOKYMEHTOB, OATBEPKAAOIINX ITH H3MECHEHHUSI.

Tunossie BONPOCHI K KOHTPOJIbHBIM padoTam

1. Buasl JOKYMEHTOB M UX Ki1accupukarms
2. CocraB ynpaBieHYECKUX TOKYMEHTOB.
3. IloHsiTHE CUCTEMBI IOKYMEHTALIUH.



4. OYHKIMOHAIBHBIE U OTPACIIEBBIE CUCTEMBI JOKYMEHTAIIUU
5. YHudukanus u CTanIapTA3aus yIpaBIeHIeCKUX JOKYMEHTOB

IIpumepHBIii IepeyeHb BONPOCOB K NPOMEKYTOYHOM aTTeCTALMU:

1.enu, 3anaun u npuniunsl Odu/l. Uctopus Odu/l xak nayku.

2.Ilpeamer u 3aga4m Kypca.

3.Jloruueckasi CTpyKTypa AMCIHUIUIMHBI, €€ MECTO B CHUCTEME IMOJTOTOBKH CIICIMAIIMCTA,
MEXIPEAMETHBIE CBSI3U.

4. CoBpeMEHHOE JIeTIONPOU3BOICTBO: 11E€JH, 33]]a4l U MPUHIIUIIBL.

5. OcHOBHBIE TOHATHS U OINpEIeNIeHUs: JOKYMEHT: €ro CBOWCTBA U (YHKIIUH,
JIEIONIPOU3BOJICTBO, JOKYMEHTOBEICHUE, IOKYMEHTOO00POT.

6.Buibl TOKyMEHTOB U MX KJIacCU(PHUKAIUs

7. CocraB ynpaBiIeHYECKUX JTOKYMEHTOB.

8. TloHsATHE CHCTEMBI TOKYMEHTALIUU.

9. OyHKUHUOHAJIBHBIC U OTPACIEBBIE CUCTEMBI JIOKYMEHTALIUH

10. YHudukamms u cranaapTU3alus ynpaBIeHYeCKUX JOKYMEHTOB

5. Meroanyeckue MaTepHasbl, ONpeAeNAOIIMe  NPOLEeIYPbl  OLCHUBAHMA
HHAUKATOPOB I0CTHKEHUS] KOMIIeTeHIH I

Cnenuduxka  (opMuUpOBaHMS  KOMIETEHIMH M  UX  HU3MEpEHHE  OIpelensercs
CTPYKTYPUPOBaHUEM HH(POPMAIIMH O COCTOSTHUN YPOBHS MOATOTOBKU O0YYarOIIUXCS.

Anroput™bl 0T60pa U KOHCTPYMPOBAHUS 3aJaHUM JUIsl OLEHKU JOCTHXKEHUH B IpeAMETHON
o0nacTy, TEXHHMKA KOHCTPYMPOBAHMS 3a/JlaHui, CrIocoObl OpraHu3alid U MPOBEACHUS
CTaHJApTU3UPOBAHHbII OLIEHOUHBIX MPOLEAYP, METOUKA IIKATUPOBAHUS U METOABI 00pabOTKH U
MHTEPIPETANN PE3yIbTaTOB OLEHUBAHUS ITO3BOJISIIOT 00YUYAIOMIMMCSI OCBOUTH KOMIIETEHTHOCTHO-
OPHUEHTUPOBAHHBIE IIPOIPAMMBI JUCLUIIINH.

@opMHpOBaHNE KOMIIETEHIIUN OCYLIECTBIISAETCS B XOJE BCEX BUIOB 3aHIATHH, MPAKTUKH, a
KOHTPOJIb UX c(POPMHUPOBAHHOCTH Ha 3Tare TEeKyIIel, TPOMEXYTOUHOM U UTOTOBOW aTTeCTAIMH.

OneHnBaHue 3HaHUM, YMEHHUI U HABBIKOB 110 Y4EOHOM JAUCHUIUIMHE OCYIIECTBIISETCS
MIOCPEICTBOM HCIIOIb30BaHUS CIEAYIOIMINX BUI0B OLEHOYHBIX CPEICTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;

- 3a7jaHUsA I IPAKTUYECKUX 3aHATUH;

- CUTYallMOHHBIE 3aJjaHus;

-KOHTPOJIbHBIE PaOOTHI;

- KOJJIOKBUYMBI;

-HamucaHue pegepara;

-HaIMCaHue HCCe;

- pelIeHue TECTOBBIX 3a/laHUN;

- DK3aMEH.

OHpOCbI II0 BLIHECCHHBIM HAa oﬁcyme}me TeEMaM

VYceTHBIE ONpPOCHl TPOBOJATCS BO BpeMs NPAKTUYECKUX 3aHATUH M BO3MOXKHBI TIPH
MMPOBCACHNHN aTTECTalMKM B KAUYCCTBC MAOIOJHHUTCIBHOIO HWCHBITAHHUA IIPU HEAOCTATOYHOCTHU
pe3ynbTaTOB TECTHUPOBAHMS M pelIeHus 3aJaHuil. Bompockl ompoca He JOJKHBI BBIXOAUTH 3a
paMKu 0OBLIBIIEHHOMH I JaHHOI'O 3aHsTHUSA TEMBI. VYcrHBIE OITPOCHI H€06XO)II/IMO CTpOUTH Tak,
9TOOBl BOBJIEYh B TEeMYy OOCYXKIEHHUS MaKCHMallbHOE KOJIMYECTBO OOYyYaloUIuxcs B TpYIIE,
MPOBOJIUTh TApAJICIM C YK€ MPOUIEHHBIM YYEOHBIM MaTepuajoM JTaHHOW TUCIUTIIMHBI M
CMEXHBIMU KypCaMH, HaxOJWTh yJayHble MPHUMEPHI W3 COBPEMEHHON JEHCTBUTEIBHOCTH, YTO
yBenu4InBaeT 3(HEKTUBHOCTh YCBOCHHSI MaTepHasia Ha acCOIHAITUSX.

OcCHOBHBIE BOMPOCHL JUIsl YCTHOTO OINpOca JOBOASTCS JO CBEIEHUS CTYIEHTOB Ha
MpEebIIYIIEeM MPAKTHYECKOM 3aHATHH.



[TucpMeHHbBIE ONMPOCH MO3BOJLSIFOT IMPOBEPUTH YPOBEHb MHOATOTOBKH K IPAKTHUYECKOMY
3aHATUIO BCEX O6y‘IaIOH_II/IXCSI B rpymnrie, rnmpu 3ToM OCTaBJIsAd AOCTATOYHO yqe6H0r0 BPCMCHU IJIA
UHBIX (OPM IENaroru4ecKoil AEsATeIbHOCTH B paMKaxX JAHHOrO 3aHATUs. [IMCBMEHHBIN oIpoc
OPOBOIUTCS 0€3 NPeAyNpexIeHUs, YTO CTHMYJIUPYET OOYYaloUMXCsi K CHUCTEMaTHYeCKOMH
HOATOTOBKE K 3aHATHsIM. BOmpockl [isi onpoca roToBsTCs 3apaHee, GOpMYIHPYIOTCS Y3KO, 1a0bl
O6W&IOI.L[HﬁCH UMCECIJ1 O6'b€KTI/IBHy10 BO3MOXHOCTh ITOJIHOIICHHO €Ir0 OCBCTHUTH 3a OTBCACHHOC
BpEMSL.

IInceMennbIe OITPOCHI HCHCCOOGpa?:HO INPpUMCHATL B LOCIAX IPOBCPKHU YCBOACMOCTU
3HAYMTENIHOrO 00beMa Y4eOHOro MaTepHayia, HalpuMep, BO BpeMs IMPOBEICHHS ATTECTALUH,
KOT/1a HEOOXOAMMO IIPOBEPUTH 3HAHUS 00YUAIOLIMXCS [0 BCEMY KYpCY.

[Tpu o1eHKE OMPOCOB aHAIU3Y TOUICKUT TOYHOCTh (POPMYIUPOBOK, CBIZHOCTD M3JI0KEHHS
Marepuaia, 000CHOBaHHOCTb CYXKICHUH.

Pemenue 3anannii (Keic-MeToAbI)

Pemienue kelc-MeTOI0B OCYILIECTBIISICTCS C LEIbI0 IPOBEPKHU YPOBHS HABBIKOB (BJIa/IeHUIN)
oOyJarolerocsi 1Mo MPUMEHEHHUIO COJIEP)KaHUS OCHOBHBIX MNOHSITUH M TEPMUHOB JUCIMILIMHBI
BOOOIIIE U KaX/1011 €€ TeMbI B YaCTHOCTH.

OOyuaromiemMycsi 0ObSBIISIETCS YCIOBHUE 3aJaHUs, PEIIEHUE KOTOPOrO OH H3jaraer Judo
YCTHO, MO0 MUCHMEHHO.

D PeKTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM DEIICHUS 3aJaHMs SIBJISCTCS COIOCTABJICHUS
pe3yJIbTaTOB pa3pelleHns OJJTHOTO 3aJaHus ABYMs U 0ojiee MaJIbIMU IpYIIaMi 00y4aroLIuXcs.

3amaun, TpeOyromme W3YYCHHs] 3HAYUTEIBHOrO 00beMa, HEOOXOJAMMO OTHOCHTH Ha
CaMOCTOSITENIbHYI0O pPabOTy CTYAEHTOB, C HENPEMEHHBIM pa30opoM pe3yabTaTOB BO BpeMs
NPaKTUYECKUX 3aHATHH. B JaHHOM ciy4ae pelIeHHe CHTYalMOHHBIX 33734 C TIyOOKHM
000CHOBaHUEM JIOJKHO MPEACTABIATHCSA Ha IPOBEPKY B MMCbMEHHOM BHJIE.

[Ipu omenke pemieHus: 3aJaHUN aHAIM3UPYETCS TMOHUMaHWE OOYYarOIIMMCS KOHKPETHOMH
CUTYallu{, IPAaBUIBHOCTh €€ TOHMMAaHUs B COOTBETCTBHHM C U3y4aeMbIM MaTEpUaAIOM, CIOCOOHOCTh
000CHOBaHHS BBIOPAHHOM TOYKM 3peHHs, TIyOMHa NpOpabOTKH paccMaTpHUBAEMOIo BOMpOca,
YMEHHUEM BBISIBUTH OCHOBHBIE MIOJIOKEHHUS 3aTPOHYTOI'O BOIIPOCa.

Pemenue 3aganuii B TecToBOM hopme

HpOBOI[I/ITCSI TECCTUPOBAHUEC B TCUCHUC NU3YUYCHUSA JUCHUITIIMHBI

He menee yem 3a | Hemento 0 TeCTUpPOBAHUS, NPENOJABATENb JOJDKEH OIPEAEIIUTH
06yanOHIHMCﬂ HUCXOJHBIC JAHHBIC IJIA MOATOTOBKHW K TCCTHUPOBAHMIO: HA3BATh pPa3JCJibl (TGMI)I,
BOIPOCHI), IO KOTOPBIM OyIyT 3aJaHUs B TECTOBOU (hopMe, TeOpEeTUIECKHEe UCTOYHHUKH (C TOUHBIM
yKa3aHUEM Pa3JIesioB, TEM, CTAaTEM) IJIsl TOATOTOBKH.

[Ipu mpOXOXKAEHUH TECTUPOBAHMS TOJIB30BATHCS KOHCIEKTAMHM JICKIMH, YdeOHUKaMH, U
WHBIMHA MaTepHaJIaMU HE Pa3peIeHO.
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