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1. Mepeyensy K0a0B KOMIETEHIHIA, POPMUPYEMBIX JUCUUILIMHOIN B MPOLECCE OCBOCHHUS
o0pa3oBaTe/IbHON NPOTrPaMMBbI

I'pynna K .
KOMIIeTeH Ml areropusi KOMNeTeHMH Kon
T1IK-1

[Tpodeccrnonansubie - s

2. KoMnerennuu u HHAUKATOPLI UX TOCTUKCHUS

Kon DopMyJIMPOBKA NHauKaTOpBI 10CTHKEHUS KOMIIETEHIIMU
KOMIIETEeHIUH KOMIIeTEeHIIUH
MK-1 Crniocoben coOuparb u|IIK 1.1. OcymecTBaser  MOHUTOPUHT
aHAIM3UPOBaTh UHGOPMAIUIO | HH)OPMALIMOHHBIX HMCTOYHUKOB,
JUISE TIPUHSATHS HEOOXOJMMBIX | HEOOXOMMBIX TUTST TPUHSITHS
yIPaBICHUYECKUX PEIIeHUH B | yIPaBIEHUYECKUX PElICHUI
paMKax taktudeckoro | [IK 1.2. Onpenensier MeToapl 1 METOAUKU B
TUTAHUPOBAHUS pamMKax TaKTHMYECKOTO IUIAHUPOBAHUS s
NPUHITHS HEOOXOJUMBIX  YIIPABICHUSCKHUX
pelIeHu
MK-7 Crnioco0eH ocy1ecTBIATh I1IK 7.1. Mcnionb3yeT HaBbIKU

JOKYMEHTUPOBaHUE Ipolecca
yIpaBJICHUS pUCKaMU B
paMKax OTJeNbHbIX OU3HeC-
IIPOLIECCOB H
(GYHKIIMOHATIBHBIX
HaIlpaBJICHUN CTPYKTYPHBIX
MIO/Ipa3JeJICHUI OpraHU3alH

JIOKYMEHTUPOBAHUS PE3YJIbTATOB B paMKax
OTJICITBHBIX OM3HEC-TIPOIIECCOB

[IK 7.3. Onpenensier 1 CpaBHUBAET
napaMeTpbl SIKOHOMUYCCKUX U
yIpaBIEeHYECKUX MPOIECCOB, MPOTEKAIOIINX
B CTPYKTYPHBIX TTOJIpa3IeIICHUIX

3. OnucaHue NJIAHUPYEMBIX Pe3yJIbTATOB 00yUeHHs M0 TUCHHUIIJIHHE
3.1. Onucanue MIaHAPYeMbIX Pe3yJIbTATOB 00y4eHH MO TUCHHUIINHE
[Inanupyembie pe3ynbTaThl O0yUEHHUS MO MUCHUILIMHE MPEACTaBICHBI JIECKpUNTOpaMu (3HAHMS,

YMCHUA, HaBLIKI/I).

Jdeckpunropsi 3Hatb Ymern Baaners
10 JUCUMILIIMHE
Kon IK-1

KOMIICTCHIIMHU
CnoocobeH -COBPEMEHHOE - HCIIOJIb30BAaTH COBPEMEHHOE | - METO10JI0TUEH
CO6I/IpaTI) n 3aKOHOAAaTCIbCTBO B | 3aKOHOAATCJIbCTBO, KJ'IaCCI/I(bI/IKaL[I/II/I,
AHAJIN3UPOBATH C(bepe pOCCHﬁCKOFO HOPMAaTUBHBIC U METOANYCCKUEC | CTAHAAPTHU3allUU n
I/IH(l)OpMaHI/IIO ACJIONPOU3BO/ACTBA, JAOKYMCHTHI, peryjivpyromue yHI/I(l)I/IKaI_II/II/I
AJId TIPUHATUSA - HOPMAaTHUBHBIC Hn | IBHXKCHUC ,Z[OKyMCHTOO60pOTa JAOKYMCHTOB;
HeO6XOJII/IMI)IX MCTOAHUYCCKHC B rocy1apCTBCHHBIX u |- MMOHATHHHBIM
YIPpaBJICHUYCCKHUX JAOKYMCHTBI, MYHUIIUTIAJIBHBIX afnrmaparoMm B C(bepe
peHIeHI/II\/’I B peryjivupyromue OpraHu3anuiax; HOPMATHUBHOI'O n
paMKax JBHXXCHUC - OCYILICCTBJIATH | IPaBOBOIO,
TaKTUYECKOTO JIOKYMEHT0000pOoTa B | I€JIONPOU3BOJICTBO H | pEryJIMpOBaHMs
IJIaHUPOBAHUA TOCYydapCTBCHHBIX ,HOKYMCHTOO60p0T B OpraHax | ACJIOIIPOU3BOJACTBA B

FOCY,HapCTBCHHOfI BJIACTHU | OpraHU3allvu;




MYHHULMIAIbHBIX Poccutickoit ®denepauuu,
OpraHH3aIysIX; opranax roCy1apCTBEHHOM
- HaIpaBlieHUs | BJIACTH CyOBeKTOB Poccuiickoit
KJIACCU(UKAIVIH, Odenepanyu, opranax
CTaHJApTU3AINU W | MECTHOTO  CaMOYIIPaBIICHUS,
yHHDUKAITUIH rOCYJapCTBEHHBIX u
JIOKYMEHTOB; MYHHUIAATBHBIX
MPEIIPUITHIX 17§
VUPEKACHUSIX, HAYYHBIX W
00pazoBaTeIbHBIX
OpraHu3aIMsAX, MOJUTUICCKUX
MMapTHUSX, 001I1eCTBEHHO-
MOJUTUIECKUX OPTaHU3aIHAX;
K-7
CnocobeH - OCHOBHYIO | - MIPUMEHSATH HaBBIKH | - HaBBIKAMHU
OCYILECTBIIATH KJ1acCU(UKALHIO odpopmienusi, BedeHus  H | opopMIIEeHUs, BEICHHUS
JIOKYMEHTHUPOBAH | OPraHM3allMOHHO- XpaHEHUs] PaCMOPSAUTEIBHBIX | U XpaHCHHUS
He mpouecca paciopsAuTENbHON JIOKYMEHTOB B | pactopsIUTEIbHBIX
YIIpaBJIECHUA JIOKYMEHTAIHH rOCyIapCTBEHHBIX JIOKyMCHTOB;
pucKamMu B roCy1apCTBEHHBIX u|u MYHHUIIUTIAIBHBIX | -HABBIKAMU
pamkax MYHHIIATIATBHBIX OpraHH3aIINsX; 3¢ pekTuBHOTO
OTZICIBHBIX OpraHM3aIlNi; - aHAIM3HPOBATH COJEpKaHHe | B3AMMOJCHCTBHSA C
OousHec- - mopamoK 0o(pOpPMIIEHHS, | OPraHU3ALUOHHO — PasIHIHBIMA
MPOLIECCOB U BEICHHS W  XpAHCHHS | IPABOBOH JOKyMeHTamuu B | o PYXLYPHBIMH
(GYHKIIMOHATIBHBI | paclopsAUTEbHBIX rOCyIapCTBEHHBIX u HgﬁiiﬂeﬂeHHﬂMH i
X HallpaBJICHUH JIOKyMEHTOB MYHHUIUTIATBHBIX gHyTpHB € 1OMCTBEHHOT
CTPYKTYPHBIX roCyIapCTBEHHBIX U | OpraHu3aIusix; ou
MOJIpa3ACICHU I MYHHIIATIATBHBIX MEKBEIOMCTBEHHOTO
OpraHu3anuuu OpraHU3aLNT; 3JIEKTPOHHOIO
JIOKYMEHT0000pOTa

4. MecTo IMCUMILIMHBI (MOAYJISA) B CTPYKTYpe 00pa3oBaTeIbHOM NPorpaMmbl

Z[I/ICL[I/IHJ'II/IHEI OTHOCUTCA K YacCTH,

oTHoueHui yuebHoro miana OITOIL

dbopMupyeMoil y4yaCTHHKaMU 00pa30BaTEIbHBIX

JlaHHast TUCIMIUINHA B3aUMOCBS3aHa C IPYTMMH JUCLHUIUIMHAMU, TAKUMH KaK: « O9KOHOMHUKA
opraHu3anuu (peanpusaTus)», «buzHec-KOMMyHUKauny, «Teopus MEHeKMEHTa.
B pamkax ocBoeHMsI mporpaMMbl OakajaBpUaTa BBITYCKHHUKH FOTOBSITCS K PEIICHHUIO 3a1a4

MpoEeCCHOHAIBHON  JESTEIHhHOCTH
OpTraHU3aI[MOHHO-YIIPABICHYECKUH.

CIIEAYIOIINX

THUIIOB:

MH(}OPMALMOHHO-aHAIUTUYECKUH,

[Ipodune (HampaBIEeHHOCTH) MPOTPaMMbl YCTAaHOBJIEHA IYyTEM €€ OpHEeHTalHuu Ha chepy
npodeCcCHOHATILHOM 1S TeTbHOCTH BHIITYCKHUKOB: MEHEXKMEHT OpraHu3aIiy.

4. O0beM IUCHUILINHDI

Buowt yueonoit pabomut

Dopmul 00yuenus

€ IMHUIIBI/Yachl

Ounasn Ouno-3aounasn Ouno-3aounas c
npumenenuem /[OT
OO01mast Tpy/10eMKOCThb: 3a4eTHbIE 4 /144 4 /144 4/144

KonTakTHas pabdora:




3aHATHS JIESKIIMOHHOTO THIIa 18 8 4
3aHATHS CEMUHAPCKOTO THIIA 36 12 10
[IpomexxyTouHas arrectaius: 3a4eT 0,1 0,1 0,1
CamocrositesbHas padora (CPC) 89,9 123,9 129,9

6. Coaepxkanue JUCUMILUIMHBI (MOXYJIsl), CTPYKTYPUPOBaHHOe MO TemMaMm / pasaejnam ¢

YKa3aHHEM OTBCACHHOI0O Ha HHUX KOJMYIECTBA aAKAJCMHUYECKHUX YacOoB M BHUIA0B y‘leﬁHbIX

3aHATHNA

6.1. Pacnpenesienne 4acoB 10 pa3jaeaaM/TeMaM M BHIAM PadoThl

6.1.1 OQOwunasa popma ooyuenus

Paznen/rema

Buabl yueOHoi1 padoThl (B yacax)

KonrakTHas pabora

3ausaTus

JEKIIMOHHOI'0

THIIA

3aHATHA CEMUHAPCKOI0 THIA Camoct

OsITCJIbH
asi

Jlexyuu | Unvie
yueOHbl

e

A

3aHAmMu

Ilpakm
uvecKku
e
3auamu
A

Cemun
apul

Jlabop
amop
bie
pabom
bl

Hnevle | pabdora

BBenenve B AUCHHTLIHHY.
[Ipenmer, cogepxanue u
3aJlauM Kypca

10

OCHOBHEIE TOHATUA
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHHUs

10

IIpaBoBoe
peryaupoBaHue
JEIIONPOU3BOACTBA

10

OO01re HOpMBI U TTPaBHIIa
oopmIieHUs
yIpaBICHUYECKUX
JOKYMEHTOB

10

OcobeHHOCTH
ITOJITOTOBKH
OpraHHU3aIOHHO-
pacTopsANTEITLHBIX
JTIOKYMEHTOB
opranuzanuu. Cuctema
CIIPaBOYHO-
WH(POPMAITMOHHON 1
aHAJIMTUYECKOM
JTOKYMEHTAITUH.

10

Cucrema
OpraHHU3aIOHHO-
MIPaBOBOM JOKYMEHTAIINH

10

JIOKYMEHTBI 10 TUYHOMY
COCTaBy

10




Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucremMaTH3anus
JIOKYMEHTOB M MIX
XpaHeHue

10

COBpeMeHHOC JC€JI0BOEC
IIMCBMO

9,9

[TIpomexxyTouHas
aTTecTaIus

0,1

Htoro

18 |

36

89,9

6.1.2 OQOwuno-3aounasn hopma odyuenus

Paznen/rema

Buabl yueOHoi1 padoThl (B yacax)

KonrakTtHas pabora

3auaTus
JIEKIIMOHHOT0
THIIA

3ansgarus CEMUHAPCKOIo TUIa

Jlexyuu

Huvie
yueOHbl
e
3auamu
5

Ilpaxm
uyecKu
e
3anamu
5

Cemun
apul

Jlabop
amopu
ble
pabom
bl

Huvle

Camoct
OSITeJIbH
asi
padora

BBenenve B AUCHHTLIHHY.
[Ipenmer, cogepxanue u
3aJlauM Kypca

13

OCHOBHEIE TOHATUA
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHHUs

14

IIpaBoBoe
peryaupoBaHue
JEIIONPOU3BOACTBA

14

OO01re HOpMBI U TTPaBHIIa
oopmIieHUs
yIpaBICHUYECKUX
JOKYMEHTOB

14

OcobeHHOCTH
ITOJITOTOBKH
OpraHHU3aIOHHO-
pacTopsANTEITLHBIX
JTIOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
WH(POPMAITMOHHON 1
aHAJIMTUYECKOM
JTOKYMEHTAITUH.

14

Cucrema
OpraHHU3aIOHHO-
MIPaBOBOM JOKYMEHTAIINH

13

JIOKYMEHTBI 10 JIHYHOMY
COCTaBY

14




Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucremMaTH3anus
JIOKYMEHTOB M MIX
XpaHeHue

14

COBpeMeHHOC JC€JI0BOEC
IIMCBMO

13,9

[TIpomexxyTouHas
aTTecTaIus

0,1

Htoro

8 |

| 12

123,9

6.1.3 Ouno-zaounas popma ooyuenus ¢ npumenenuem /10T

n/n

Pazgen/Tema

Buanl yueGHoii padoTsI (B yacax)

KonrakTHasi padora

3aHATHSA JEeKIHOHHOI0

THIIA

3aHATHSA CeMMHAPCKOI0 THIIA

Jlexyuu

Cemu
Hapol

Hnvle
yuebHble
3anamus

Ilpaxkmu
ueckue
3anamus

Jlabop
amopm
bie paod.

HUnvie
3aHAMUSA

Camocrt
OSITEILH
ast
pa6ora

Bgenenue B
mucuuruny. Ilpenmer,
COIEp)KAHUE M 3aJa4yu
Kypca

12

OCHOBHBIE [IOHATHUSA
JIOKYMEHTAIIHOHHOT'O
obecrieyeHus
yIpaBJICHUS

14

IIpaBoBoe
peryJlupoBaHue
JEJIONPOU3BOJCTBA

14

OO6mmue HOPMBI u
mpaBmwia  oQOpMIICHUS
YIIPaBIEHICCKUX
JTIOKYMEHTOB

16

OcobenHocT
MMOATOTOBKH
OpraHU3aIMOHHO-
pacnopsiANTENbHBIX
JTOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
nH(OPMAIIMOHHOU H
aHAITMTUYIECKOH
JIOKYMEHTAIUH.

18

Cucrema
OpraHHU3aIOHHO-
[IpaBOBOM
JOKYMEHTaIu1

14




7 JIOKyMEHTBI o 2 14
" | AMYHOMY COCTaBy
Opranuzanus
JTOKYMEHTO000pOTAa.
8. | Cucremaruzauus 14
JOKYMEHTOB U  HX
XpaHeHue
CoBpeMeHHOE [1e710BOE 2
9. 13,9
MUCHMO
[TpomexxyTounas 0,1
aTTecranus
Hroro 4 | 10 | | | 1299

6.2 IIporpaMMa qMcIMILINMHBI, CTPYKTYPHMPOBAHHAS 110 TeMaM / pa3aeaaM

6.2.1 Coodeprrcanue 1eKUUOHH020 Kypca

Ne n/m HaumeHoBaHue TeMbI Conep:xaHue JJeKIIUOHHOTO 3aHITUSA
(pa3aesa) AMCUUNJINHBI
1. BBenenue B qucuuIuingy. enu, 3amaum 1 npUHOMIBL Jeaonpou3BoacTea. Mcropus

[Ipeamer, conepkanue u
3a/1auu Kypca

JIeJIONPOU3BOACTBA Kak Hayku. [Ipenmer u 3agaum Kypca.
Jlornueckas CTpyKTypa AUCLUIUIMHBL, €€ MECTO B CUCTEME
MOATOTOBKH  CHELUAJINCTA. MEXKIPEIMETHBIE  CBS3H.
CoBpeMEHHOE JIEJIONPOM3BOJACTBO:  LE€NW, 3aJadyd U
npuHUMNbL.  OCHOBHBIE MOHATHS W ONPEICIICHUS:
JIOKYMEHT: €ro CBOMCTBAa U (DYHKIUH, IEIONPOU3BOCTBO,
JIOKYMEHTOBECHUE, JIOKYMEHTOO0OPOT. Bunel
JOKYMEHTOB M UX Kilaccupukauus. YHUUKaUUs U
CTaHJApTH3aIMsI JOKYMEHTOB, UX KJIacCH(PUKAIIHSL.

2. OCHOBHBIE TOHATHSA
JIOKYMEHTAIMOHHOTO
oOecrnieyeHus ynpaBiIeHUs

I'CAOY — cBonm mpaBwi, YCTAaHABIMBAIOIIUX €IMHBIC
TpeOOBaHUS K JIOKYMEHTUPOBAHHIO YIPaBIECHYECKOU
JEeSITeTPHOCTH ¥ OPTaHU3aIMH PA0OTHI C JOKYMEHTaMH Ha
MPEeANPHUATHIX Pa3TUYHBIX OPTaHU3AIMOHHO — MPABOBBIX
bopm

CocrtaB ynpaBineHYeCKUX JOKyYMeHTOB. [loHATHE CHCTEMBI
JnokyMeHTauu. OyHKIIMOHAIBHBIE U OTPACIICBBIE CHCTEMBI
JOKYMEHTAlMu.  YHUPHUKAUs U CTaHJapTU3ALUS
YIIPaBJICHYECKHUX JTJOKYMEHTOB

3. ITpaBoBoEe perynupoBaHue
JIeJIONPOU3BO/ICTBA

IIpaBoBast 0a3za JenONPOU3BOACTBA KaK COBOKYIHOCTb
3aKOHOB, HOPMaTUBHO-TIPAaBOBBIX aKTOB,
OPraHM3allMOHHBIX ¥  METOAMYECKHUX  JIOKYMEHTOB,
pEerIaMeHTHPYIOMUX TEXHOJOTHUIO CO3JaHMs, 00paboOTKH,
XpaHEHUs1 W HCIIOJIB30BAHUSA JIOKYMEHTOB B TEKYyILEH
NeSITeNIbHOCTH OpraHU3alHH. [TocranoBnenue
[paButensctBa PO ot 07.09.2011 r. N2 751 «O BHeceHuu
n3MeHeHuit B [IpaBuia genonpon3BoacTBa B eiepaabHbIX
OpraHax HCIOJIHUTEIbHON BIACTI».

OO0 osnekTpoHHOW TmoOANMUCH : (eaepanbHbIl  3aKOH
06.04.2011 N2 63-®3 (¢ U3MEHEHUSAMH U JOMOJTHECHUSIMHU OT




12 mapra, 28 utons 2014 roxna)

O6 apxuBHom gnene B Poccuiickori  Depeparuu:
(denepanpHbii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

O6 wundopmanmu, WHPOPMAMOHHBIX TEXHOJOTHSX H O
3amuTe uHpopManuu: (enepanbHbiid 3akoH ot 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

O n1nepcoHalmpHBIX JAHHBIX [ODJIEKTPOHHBIA pecypc]:
denepanpHbii 3akoH oT 27.07.2006 N2 152-®3 (pen. ot
21.07.2014) /l CIIC «KoncynprantlLmtoc:
3aKOHOIaTENBLCTBOY.

OO1re HOPMBbI M TpaBUIIA
oopMIICHHS
yIPaBICHYECKUX
JIOKYMEHTOB

YuudumupoBanHas cuctema gokymentanuu (YCJl) kak
COBOKYITHOCTH (DOPM JIOKYMEHTOB, CO3JJaHHBIX 110 SAMHBIM
npaBuiaM ©  TpeOoBaHHSM, (YHKIHMOHHPYIOIIUX B
onpexaenenHoi chepe nestenprocTr. [OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHuUPHUIHPOBAHHBIE CHUCTEMBI
TOKYMEHTALIUI. YuaudunupoBanHas cucrema
OpTaHU3aIMOHHO-PACIOPSAUTEIBHOM JOKYMEHTAITUH.
TpeOoBanus K oopmieHHIO JTOKYMEHTOBY.
Pernamenrarus JeSITeTbHOCTH CITY>KOBI
JETONpPOMU3BOACTBA HAa BCEX YPOBHAX  YIPaBIICHHS.

Crangaptel UCO u ux ucnons3oBanue B cucreme J[OY
PO.

OCO0OCHHOCTH ITOJATOTOBKU
OpTraHU3aI[MOHHO-
pactopsaIUTeIbHBIX
JOKYMEHTOB OpTaHU3allUH.
Cucrema CIPaBOYHO-
uH(MOPMaIOHHON 51
AHATMTHYECKON
JIOKYMEHTAIUH.

YCOP/] — ynudunmpoBanHasi ciCTeMa OpraHU3aluOHHO —
pacropsIUTeIbHON JTOKYMEHTAllUU: COCTaB, 00JIaCTH ee
npuMeHeHns. HasHadueHwe W BUABI OPraHM3aLMOHHO-
pacropsIUTeabHON JOKyMeHTaluuu. TpeGoBaHus K eé
opopmienuto  cormacio ['OCT. CocraBienne u
oopmieHrEe TPOEKTOB PaCIOPAAUTEIbHBIX JTOKYMEHTOB
(mocTaHOBIIEHUH, pELIEHUH, NPUKA30B, PACHOPSIKEHHH,
ykazaHuil). Buasl crnpaBoYyHO-MHPOPMALMOHHOW |
CIPAaBOYHO-aHAJIMTUYECKONW JOKYMEHTAlMu U TpeOOoBaHUs
K UX 0(OPMIICHHIO.

Cucrema opraHU3aIlMOHHO-
MPABOBOM JOKYMEHTAIINH

OpFaHI/ISaHHOHHO-HpaBOBBIG JAOKYMCHTBI, UX HAa3HA4YCHUC,

dbopmynsapel — oOpasnsl. [Iporeaypa cocTtaBieHus u
odopMIIeHHS OpPTaHU3AIMOHHBIX JTOKyMEHTOB. OO0IacTh
MIPUMEHEHUS OpraHU3alMOHHBIX JIOKyMEHTOB.

Wcnonb3oBanne yHUPUUUPOBAHHBIX ¢opM. DyHKIUU
OpPraHMU3allMOHHO-TIPAaBOBOM JOKyMeHTanuu. OCHOBHbBIE
BUJIBI M TpeOOBaHUS K COCTaBICHUIO U O(OPMIIEHUIO
OpPraHMU3alMOHHO-TIPAaBOBBIX JIOKYMEHTOB.

HOKYMCHTI)I 10 IUNYHOMY
COCTaBy

Cucrema wuH(pOpManMOHHOTO oObOecTiedeHus paboThl C
KaJ[paMH. Nudopmannonnsie MOKa3aTelu,
xXapakTepusyromnme padboty ¢ kaapamu. OO0mepoccuiickue
KJIacCU(UKATOPHI TEXHUKO-DKOHOMUYECKOW HHPOPMAITHH.
[TonsTus "kaapoBas JoOKyMeHTausA" U "AOKyMEHTaIus 1Mo
JUYHOMY cocTaBy". Buabl JOKYMEHTOB IO JIMYHOMY
coctaBy. [Iporieaypsl, BEIIOIHIEMbIE KaAPOBOH CITYK00i
pu OPOPMIICHUHU JIBHKEHHS TIEPCOHANA MPEANPUATHS, U
cO3/1aBaeMble TpPU OSTOM JIOKyMeHThl. HopmaTtuBHO -




METOAMYECKUE JOKYMEHTBI [0 BOIPOCAM COCTaBJIEHUS U
oopMIIeHHS KaJIpOBON JOKYMEHTAIIUH.

Opranuzanus
JIOKyMEHTO000pOTA.
CucremMarusanus
JIOKyMEHTOB M UX XPaHCHHE

Opranuzanus JOKYMEHTOOOOpOTa: mpHueM, 00padboTka,
perucrpanys,  KOHTPOJIb,  XpaHCHHWE  JIOKYMEHTOB,
HOMEHKJarypa jen. TpeOoBaHHMs K 3arojoBKaM Jied.
@®opmupoBanne gen. Cucremarusanus —JIOKYMEHTOB
BHYTpH Jiesia. TUNIOBBIE CPOKH XPAaHEHHUS JOKYMEHTOB
OOmmast XapakTepUCTHKA OPraHU3alNOHHBIX TEXHUYECKHX
CpPEACTB. ABTOMAaTU3UPOBAaHHBIE CHCTEMBI
nenonpousBoacTBa. O030p  COBPEMEHHBIX  CPEACTB
OPITEXHUKHU Ui TIepefaddl U rnepepaboTku HH(pOpMaIim.
[lpaBuia W TOPAAOK THPAKUPOBAHUS JIOKYMEHTOB.
DneKTpoHHAas noyTa. Cucrema OINITUYECKOTO
pacmo3HaBaHMs TeKCTOB. lcmonmp3oBaHue CrpaBOYHO-
paBoBBIX cucTeM. OOmme TpeOOBaHMs K COCTABICHUIO H
ohopmiieHHIO HOMEHKIIAaTYpbl. OCHOBHBIE TIpaBHiIa paOOTHI
apXMBOB  OpraHu3anmuii B  QenepaiabHBIX  OpraHax
UCTIOJIHUTENBHOW ~ BJIACTU.  DKCIEpPTU3a  [IEHHOCTH
nokymeHToB. CocraBnenue onuceid. Crava nen B apXuB
OpraHHU3aLH

CoBpeMeHHOe
MUCHMO

JCJIOBOC

I/ICTOpI/Iﬂ IIOABJICHUS ACJIOBBIX ITHMCEM. I[eJIOBOG IIUCBbMO —
OJIUH M3 CaMbIX JPEBHUX aTpUOyTOB /EJIOBOr0 OOILEHUS.
Tpaguiuu pycckoro pgenoBoro mnucbMa. CTHINCTUKA
nenoBoro mnucbMa. OCOOEHHOCTH M XapaKTEPUCTHKH
COBPEMEHHOro0 JienoBoro nucbma. IlpaBuna odopmiienus
JIeJI0BOro NuchbMa. Buiel nmuceMm, Mex1yHapoiHbIE MHUCbMA.
TpebGoBaHUsI K TEKCTY JI€JI0OBOIO MUChMa.

6.2.2 CoaepskaHue NPaKTUYeCKUX 3AHATHH

HanmeHoBaHMe TeMBI
(pa3aesa) IMCUMILINHBI

Coaep:xaHue NPpaKTHYECKOT0 3aHATHSA

BBGI[GHI/I@ B I[I/ICHI/IHJ'II/IHy.
IIpenmer, conepxanue u
3a/1auu Kypca

1.lenn, 3amaum ¥ NOPUHLMIBL AUCUUIUIMHBL. Mcropus
nenonpoun3Bojictea B Poccun.

2.IlpenmMer u 3a1auu Kypca.

3.Jlornueckass CTpyKTypa JHUCLMILIAHBI,
CHUCTEME IIOATOTOBKH CIICLIMAJIMCTA,
CBA3U.

4. CoBpeMEHHOE JeJIONPOU3BOACTBO: IIE€JIH, 3aJayd U
TIPUHIIHIIBL.

5. OCHOBHBIE TIOHATHS U ONIPEIEIICHMUS:

JOKYMEHT: €ro CBOMCTBA M (PYHKIIUHU, IEJIOMPOU3BOJICTBO,
JIOKYMEHTOBE/IEHHE, TOKYMEHTOO000POT.

6.Buibl TOKYMEHTOB U MX KIacCHU(pUKAIIUSL.

€€ MCCTO B
MCKIIPCAMETHEBIC

OcHOBHEIE HOHATHUA
JTOKYMEHTAI[MOHHOTO
oOecrnieyeHus yrpaBIeHUs

1.I'ocygapcTBeHHas cucrema JIOKYMEHTAIIHOHHOTO
obecneuenus ympasinenus (['CHOY) — cBom mnpasuin,
YCTaHABIIMBAIOIINX eMHBIC TpeOOBaHUS K
JOKYMEHTUPOBAHUIO YIPaBICHUYECKON JESITENIbHOCTU U
opraHu3anuy padoThl ¢ JOKYMEHTaAaMHU Ha TPEANPUSITHIX
Pa3IUYHBIX OPTaHU3AIMOHHO — MTPABOBBIX (POpM

2.CocTtaB ynpaBiIeHYECKUX JOKYMEHTOB.

3.IloHsTHE CUCTEMBI JOKYMEHTAIINH.




4.DyHKIMOHATIBHBIE u OTpacieBble CUCTEMBI
JOKYMEHTalUH.

5.Vuudukauus ©  CTaHZAPTU3ALMSA  YIPABICHYECKHX
JOKYMEHTOB

IIpaBoBOE  peryiMpoBaHHE
JIeJIOTPOU3BO/ICTBA

1.IlpaBoBasi ©a3a JeNONPOU3BOJCTBA KaK COBOKYITHOCTh
3aKOHOB, HOPMATHBHO-TIPABOBBIX aKTOB, OPraHU3AIIOHHBIX
U METOJUYECKHX  JOKYMEHTOB, periaMeHTHPYIOIINX
TEXHOJOTHIO  CcO3JaHusi, OOpaOOTKH, XpaHEHUs U
WCIOJIb30BaHUS JOKYMEHTOB B TEKYIIEH JAeATeIbHOCTH
OpraHu3aIu

2.ITocranosnenue IIpaButenscrBa P ot 07.09.2011 1. N2
751 «O BHecenun n3aMeHenuii B [IpaBuna nenonpon3Bo/cTBa
B (heiepalIbHBIX OpraHax MCIOIHUTEIHLHON BIACTH.
3. OO0 onexTpoHHOM moanucu: (QeaepanbHbIA
06.04.2011 N2 63-®3 (c U3MEHEHUSMH U JOMOJHEHHUSIMHA OT
12 mapra, 28 urons 2014 rona)

4. O06 apxuBHom gene B Poccuiickoit deneparyu:
denepanbubii 3akoH ot 22.10.2004 N2 125-®d3 (pen. ot
04.10.2014).

5. O6 undopmaruu, WHOOPMAIMOHHBIX TEXHOJOTUAX U O

3anute nHpopMaruu: dheaepabHbiii 3akoH ot 27.07.2006 N2
149-®3 (pen. ot 21.07.2014)

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

7. HopMaTHBHO-TIpaBOBBIE aKThl, OPraHU3ALMOHHBIE U
METOINYECKUE JIOKYMEHTHI, peraaMeHTHpYIOIIHe
TEXHOJOTHIO  cO3JaHusi, OOpaOOTKM, XpaHeHUs U
UCIIOJIb30BaHUsl JOKYMEHTOB B TEKYLIEH JEATEIbHOCTU
OpraHu3au

3aKOH

OO0mue HOpPMBI M TIpaBHUIIA
odopmIIeHUs

1.Yuudunuposannas cuctema nokymentauuu (YCJI) xak
COBOKYITHOCTH ()OpPM JIOKYMEHTOB, CO3JaHHBIX IO €IUHBIM

yIIpaBJIEHYECKUX npaBujgaM W TpeOoBaHMAM, (YHKIMOHMPYIOLIIUMX B
JIOKYMEHTOB orpezieeHHON chepe 1esTenbHOCTH.
2.TOCT P 6.30-2003
3.TOCT P UCO 15489-1 — 2007.
4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHupuuupoBaHHbIE CUCTEMBI JIOKYMEHTAIUN».
YHupuuupoBaHHas cUcTeMa OpraHM3alMOHHO-
pacmopsAIUTEeIbHON  JTOKYMEHTAIUH. TpeboBanust  «
0 OPMIICHUIO TOKYMEHTOBY.
5.PernamenTanus NEeATEIbHOCTH CITY>KOBI
JIEJIONPOU3BO/ICTBA HAa BCEX YPOBHSAX YIIPABJICHHUS
6.Cranmapter UCO
7. Ux nucnonn3oBanue B cucreme JJOY PO,
Ocobennoctu  noarotoBku | 1. YCOP/] — yaudunupoBanHas cuctemMa OpraHiu3alioHHO
OpraHU3alMOHHO- — pacHopsIIMTENIbHOM JOKYMEHTAIlMH: COCTaB, 00JacTu ee
pacnopsiANTEIbHBIX MIPUMEHEHHUS.
JIOKyMEHTOB ~ OpraHu3aluu. | 2. Haznauenue " BU/JIBI OpraHu3alMOHHO-
Cucrema CIPAaBOYHO- | PacTOPsIIUTENbHON JOKYMEHTAIUH.
UH(POPMALIMOHHOM u | 3. TpeboBanus k e€ opopmiuenuto corinacio 'OCT.
AHATUTUYECKOMU 4. CocraBneHue " odopmiieHne MPOEKTOB




JIOKYMEHTALUH.

pacnopsAUTEIbHBIX JIOKyMEHTOB (mocTaHOBIIEHUH,
pelieHul, MPUKa30B, PACIOPSHKEHUN, YKA3aHHH ).

5. Bugsl cnpaBo4HO-WH(OPMAIIMOHHOH U  CHPaBOYHO-
AQHATMTUYECKOMN TOKYMEHTAllUH

6. TpeboBanus K oopmienuro CIPaBOYHO-
UH()OPMAIIMOHHO u CIIPaBOYHO-aHATUTHYCCKON
JAOKYMCHTAllN

Cucrema OpraHu3anOHHO-
IIPaBOBOM JTOKYMEHTALIUH

1.Opranu3aiioHHble JOKYMEHTBI, UX Ha3HAUCHUE
2.DopMyIIsSpel — 00pA3IIHL.

3. [Ipouenypa COCTaBJICHUS u oopmIIeHHUS
OpTraHU3aIMOHHBIX TOKYMEHTOB.

4.001acTh NIPUMEHEHHS OPraHU3aLMOHHBIX IOKYMEHTOB.
5.Wcnonb3oBanue yHU(PUIUPOBAHHBIX (HOPM.

6.DYHKIIMY OpraHU3alMOHHO-TIPABOBOM JOKYMEHTAIUH.
7.0OcHOBHBIE BU/IbI OpTaHU3aIOHHO-TIPABOBBIX
JIOKYMEHTOB.

8. TpebGoBanmst K COCTaBICHHIO H  O(GOPMIICHHUIO
OpraHU3aIIOHHO-TIPABOBBIX TOKYMEHTOB

I[OKYMGHTI)I no JM4YHOMY
COCTaBy

1.CyuiHocTh NOHSTHS JOKYMEHTALUS 110 JTMYHOMY COCTaBy
2. IlpaBoBble OCHOBaHHsS MOJATOTOBKHM JOKYMEHTOB IIO
JUYHOMY COCTaBYy

3. JlokyMeHTHpOBaHUE NpHU NpuéMe paboTHUKA
4.TpynoBble JOTOBOPBI (KOHTPAKTHI).
5.JlokyMeHTHpOBaHUE MPpH NepeBojie padOTHUKA
6./lokyMeHTUpOBaHUE IPU YBOJbHEHUHU paOOTHUKA

7. OcobeHHOCTH MPUKa3a M0 JINYHOMY COCTaBY

8. 3asBieHue

9.TpynoBast KHMXKKa

10.JIngnoe peno

Opraauzanus
JIOKYMEHTO000pOoTa.
CucreMaru3anus
JIOKYMEHTOB M UX XpaHEHUE

1.Opranu3anus JIOKyMEHTOOOOpoOTa: IpueM, 0o0paboTKa,
perucTpanusi,  KOHTPOJIb,  XpaHEHHE  JOKYMEHTOB,
HOMEHKJIaTypa JeJl.

2.TpeGoBaHus K 3arojloBKaM Jedl.

3.®opmupoBanue jgen. Cucremaruszanusi JIOKYMEHTOB
BHYTpH nena. Ogopmiienue nen. TumnoBble CpOKU XpaHEHUs

JTIOKYMEHTOB.
4.001mas xapakTepuCcTHKa OPraHU3aIlMOHHBIX TEXHUYECKHUX
CPEICTB. ABTOMaTH3UPOBAHHBIE CUCTEMBI

nenonpousBoicTBa.  O030p  COBPEMEHHBIX  CPEICTB
OPITEXHUKU JJIs TIepeladun U iepepaboTku HHGOpMAIUH.

5. Mcrionb30BaHKE CIIPAaBOYHO-TIPABOBBIX CHCTEM
6.Homenknarypa bi(Sh) KakK MPOCTEUILIHI
KJIacCU(PUKAIMOHHBIN cripaBoYHUK. OOmue TpeGoBaHUs K
COCTaBICHUIO U O()OPMIICHUIO HOMEHKIIATYPHI.
7.0dopminenue aen. Cocrabnenue onuceid. Crnava men

COBpCMeHHOC JACJI0OBOC
IMUCBMO

1.IlonsTHE 1€710BOM MIEPENUCKU

2.9TUYeCKHe HOPMBI JIEJI0BOU MEPENNCKU
3.3aKOHOJATENbHbIE W HOPMATHBHO-TIPABOBBIE OCHOBBI
JIETIOBOM Tepenucku B PO

4.513bIK U CTUIIb OHUIMATBHBIX THCEM

5. Bumel mnmcemM B OpraHbl TOCYJAapCTBEHHOIO U
MYHHMIMIAJIBHOTO YIPaBJICHUS




6. [lenoBas nepenucka mo 3IeKTPOHHOM moyTe
7.1lpaBwmiia oopMIICHHSI IETTIOBOTO ITUCHMA.
8.Bunpl nucem

9. MexayHapoIHbIE THChMA.

10.TpeGoBaHus K TEKCTY MHCbMa

6.2.3 ConepxxaHnue caMOCTOATEJIBLHOMH padoThI

Ne HaunmMmeHoBaHHe TeMbI Conep:xaHue caMOCTOSATEIbHOH padoThI
n/n (pa3aeJsia) AMCUUIJIMHBI
1. Benenue B qucuuminuny. | 1.I1IoHATne nenonpousBoacTso.
[Ipenmer, conepxanue u 2. Ilpenmer nucuumauHbl OCHOBBI JI€JIONPOU3BOJCTBA U
3a7a4M Kypca JIOKYMEHTO000pOT
3. MexXnpeamMeTHbIE CBSI3H.
4. CtpyKkTypa Kypca
5. 3ajaum Kypca
2. OcHoBHBIE nonsitusi | 1.['ocynapcrBennas cucremMa JIOKYMEHTAalHOHHOTO
JOKYMEHTAMOHHOTO oOecrnieueHus yrnpaBiIeHUs
obecnieuenus ynpasieHus | 2. [lonsTue noKkymeHTa
3. [lonsTre MOKyMeHTOOOOpOTA
4 CucreMbl JOKYMEHTAIIMN
5. YHudunupoBaHHas cHCTEeMa OpraHu3alMOHHO-
pacnopsiautensHoi fokymenrtanuu (YCOPJ)
3. [IpaBoBoe perynupoBanue | 1.3akOHOAATENBHOE PETYIMPOBAHUE IETONPOU3BOICTBA
JEJI0IPOU3BOICTBA 2. Vka3el u pacnopsokenus Ilpesmpenra Poccuiickoit
®denepanuu, perjlaMeHTUPYIOLIUE BOIIPOCHI
JOKYMEHTAIMOHHOTO 00eCTieYeHUs
3. [IlocranoBnenuss u pacnopsokeHust IlpaButenbcTBa
Poccniickoit ®@enepanun, periiaMeHTHPYIOLIUME BOIPOCHI
JIOKYMEHTAIMOHHOTO o0ecreueHus Ha (perepaibHOM YpOBHE
4. IIpaBoBbI€ aKThI eepATbHBIX OPTraHOB UCIIOJTHUTEIBHON
BIIACTH (MUHUCTEPCTB, KOMHUTETOB, CIy>KO, ar€HTCTB U Jp.)
00111e0TpacIeBOro U BEIOMCTBEHHOT'O XapaKTepa;
S5.IIpaBoBble  aKTBl  OpPraHOB  IMPEICTABUTEIBHOU U
HCTIOJIHUTEIIbHOMN BJIACTH CyOBEKTOB Poccuiickoit
Qenepatiii U UX  TEPPUTOPUATBHBIX  00pa3OBaHUM,
pEerIaMEeHTHPYIOIIME BOMIPOCHI IEJIONPOU3BOACTBA.
4, O6mue HopMmel u nipaBuna | 1. [Torstue BJIAHK noxymenrta. Buasl 6nankos
oopmIteHUS 2. TpebGoBanus k O1aHKam
YIPABIEHYECKUX 3. PexBusut. CoctaB peKBU3UTOB.
JIOKYMEHTOB 4 HammonanpHble  cTaHmapTel  Poccum B obmactu
JIEJIONPOU3BOJICTBA
S. Ocobennoctu noarotoBku | 1.IloHsATHE  OpraHM3allUOHHO  —  PacHOPSAUTEIbHON

OpraHU3alMOHHO-
pacropsIIUTEITbHBIX
JIOKYMEHTOB OpraHU3aIl1u.
Cucrema CIIPaBOYHO-
nH(OPMAIIMOHHOU u
AHATUTHYECKOU
JOKYMEHTAIUH.

JOKYMEHTAIUH: COCTaB, 00JIACTH €€ IPUMEHEHUSI.

2. Ha3HaueHue 1 BUABI OPraHU3alHOHHO-PACTIOPSAAUTENBHON
JOKYMEHTAI1H.

3. TpeboBanus k odpopmiiennto coriaacHo ['OCT.

4. CocraBneHue u odopmiieHne MIPOEKTOB
pacmopsIUTENIbHBIX TOKYMEHTOB

- IIOCTaHOBIICHUH,

-pelICHUH,

-IPUKA30B,




-pacnopsiKeHuH,
-yKa3aHu
5.CocraBnenue U oopmienue CIIPaBOYHO-
MH(GOPMALIMOHHBIX JOKYMEHTOB
6. Cucrema 1.CocraB opraHM3alMOHHBIX JOKYMEHTOB
OpraHU3alMOHHO- 2.DyHKIMN OPraHU3aLOHHO-TIPABOBBIX TOKYMEHTOB
paBoBOW AOKyMeHTaluu | 3.0co0eHHOCTH OQOPMIICHHS OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB
4. Busibl OpraHn3alMmOHHO-TIPABOBBIX JOKYMEHTOB. THIIOBbIE
U MHIUBUAYAJIbHbIE OPraHU3alMOHHbIE JOKYMEHTBI.
7. JlokyMeHTbl 1o auuHoMy | 1.JlokymeHTaumsi,  CBfi3aHHAass C  KOMIUJIEKTOBaHHEM
COCTaBY NepCoHaa OpraHu3alum.
2.JlokymeHTalus, CBsI3aHHAs C IPOLECCOM IMPOJBHKEHUS
IepcoHaa 1o ciyxoe.
3.JlokyMeHTaIusl, CBSI3aHHAsI C BBHIIOJHEHUEM pPabOTHHUKOM
TpeOOBaHUH TPYAOBOM JUCIUILIMHBI.
4.JloxymeHTalus, CBA3aHHas C IPEKPALICHUEM TPYIOBBIX
OTHOLICHUH PaOOTHUKOB C OpraHu3ale, C yBOJIbHEHUEM
8. Opranu3zanus 1.0Tanbl 1oKyMeHTO000pOTa B OpraHu3aluu
JTOKYMEHTO000pOoTa. 2.®PopmupoBaHue e
CucremaTtuzanus 3.Homenknarypa nen KaK npocTermumi
JOKYMEHTOB U UX | KJJaCCU(PMKALIMOHHBIN CIPAaBOYHUK.
XpaHECHHE 4.Cnayva Jien B apXyUB OpraHU3aluu
9. CoBpemeHHOE nenosoe | 1. JleaoBble MUCbMa B UCTOPUHU Y€JIOBEUYECTBA
IIUCBMO 2. Ponb J1e710BBIX TUCEM B YIIPABJIEHYECKOU N€ATEIbHOCTH
3. OcobeHHOCTH O(HIMAIBHO-IEIOBON MMCHbMEHHOU PEYH
4. Ucnonb30BaHKE A3BIKOBBIX (DOPMYIT — SI3BIKOBBIX MOJENEN
B JICJIOBOM ITIHCHME
5. DTHKET B JIEJIOBO MEPENUCKE
7. @oHJ OLEHOYHBIX CpeACTB /AJsl TpPOBedeHHS IMPOMEKYTOYHON aTTecTaluu

00y4YaOIIUXCS 10 JUCHHUILIMHE (MOYJII0)

[TpenycMoTpeHbl KOHTpOJISI KadyecTBa OCBOCHHS KOHKPETHOM
JUCITUTITAHBL:

- TEKYILIUHA KOHTPOJIb YCIIEBAEMOCTHU

- MPOMEXKYTOYHAS aTTeCTaIUsl 00YJArOITUXCS IO TUCIUTIIINHE

@DOH[ OIIEHOYHBIX CPEICTB JIs IPOBEACHHS TPOMEKYTOUHOM aTTECTAIIMK O0yUJAOLTUXCS TIO
nuctmmnae odopmier 8 MPHJIOKEHUU x PABOYEN [TPOI'PAMME JIUCLIAITIVHBI

Texyiuit KOHTPOJb YCIIEBAEMOCTH 00€CIIeYHBAET OIICHUBAHUE X0/1a OCBOSHUS TUCITUTLTAHBI

B IIpolecce 00y4YeHHsl.

CIIEIyIOIINE BUBI

7.1 Macnopt GoHAA OINEHOYHBLIX CPEICTB JJs NPOBEACHUS TEKVIIeH arrecTaluud Io
TUCHUIINHE (MOAYJIIO)

Ne Kourposmpyemsie
n/n pa3aeJibl (TeMbl)

1. | BBenenue B AUCHUILIMHY.
IIpenamer, conep:xanue u
3aJa4u Kypca

HaunmeHnoBaHue O1l€eHOYHOT'O cpeacrea

Omnpoc, npo0IeMHO-aHAINTHYECKOE 3aJaHHE. ICCe
Peamusanuss  nporpaMMbel ¢ IIPUMEHEHHEM JOT:
TectupoBanue, CUTyallMOHHBIE 334, TPOOJIEMHBIE 3a/1a4H.




OCHOBHBIE TOHATUA
JIOKYMEHTAIHOHHOTO
o0ecrneyeHtsl yIpaBiIeHuUs

Omnpoc, npoOIeMHO-aHATUTHIECKOE 3aJaHUE, TECTHPOBAHUE
Peanuzanmss nmporpamMmbl  C  MPUMEHEHHEM HOT:
TectupoBanue, CUTyallMOHHBIC 33]1a91, TPOOJIEMHBIC 3a/Ja4H

[TpaBoBoe perynupoBaHue

ACJIOIPOU3BOACTBA

Omnpoc, npo01eMHO-aHAINTHYECKOE 3aJaHHUe, TUCITYT
Peamusanuss  nmporpaMMbl ¢ IIPUMEHEHHEM JOT:
TectupoBanue, CUTyallMOHHBIE 33J]a4H, IPOOJIEMHBIE 33/1a4H

OO01re HOpMBI U IpaBUIIa
odopmIIeHUS
YIIPaBJICHYECKUX
JOKYMEHTOB

Omnpoc, npoOIeMHO-aHATUTUIECKOE 3aJJaHKe, TPAKTHIECKOE
3aJlaHue, KeHc

Oco0EeHHOCTH TOATOTOBKH

OpraHu3aluOHHO-
pacopsAUTEIbHBIX

JOKYMCECHTOB OpraHu3alnu.

Cucrema cripaBo4HO-
UH()OPMAIIMOHHON U

Peamusanuss  nporpaMMbl ¢ IIPUMEHEHHEM JOT:
TectupoBanue, CUTyallMOHHBIE 33Jja4H, IPOOJIEMHBIE 33/1a4H
Omnpoc, TECTUPOBaHUE, IIPAKTUYECKOE 3aJaHue,
HCCIIEIOBATEIbCKUN ITPOEKT, AUCITYT

Peamusanuss  nmporpaMMbl ¢ IIPUMEHEHHEM JOT:

TGCTI/IPOBaHI/Ie, CUTyallUOHHBLIC 3aJ/ia4H, HpO6J'IeMHBIe 3aJa4du

AHAJIUTUYECKON

JIOKYMEHTAIUH.

Cucrema Omnpoc, npakTuyeckoe 3ajjaHue, UHPOPMaMOHHBIA TPOEKT
OpraHu3alMOHHO- Peanu3anuss mporpaMmbel ¢ NPUMEHEHUEM JOT:

MIPABOBOM JTOKYMEHTALIMHU

TectupoBanue, CUTyallMOHHBIE 337ja4, IPOOJEMHBIE 33Ja4l

JIOKyMEHTBI 110 TMYHOMY
COCTaBy

Omnpoc, npakTuyeckoe 3ajanue, HHOOPMALMOHHBINA MPOEKT,
TECT

Peanuzauus nporpaMMmsl  C  IPUMEHEHUEM JOT:
TecTupoBanue, CUTyallMOHHBIC 3a1a4d, TPOOJIEMHBIC 3a7a4n

Opranuzauus Omnpoc, mpakTUYeCcKoe 3a/laHne, KOHTPOJbHas padoTa
JIOKYMEHTO000pOTA. Peanuzanmss mporpaMMmbl ¢ INPUMEHEHUEM HOT:
CucremaTtuzanus TectupoBanue, CUTyallMOHHBIE 33724, TPOOJIEMHBIC 33]a41
JIOKYMEHTOB U UX

XpaHEeHUe

COBpeMeHHOC JACJIOBOC
IMUCBMO

Omnpoc, npakTu4eckoe 3ajaHue, THPOPMALMOHHBIA TPOEKT
Peamusanuss  nmporpaMMbl ¢ NIPUMEHEHHEM JOT:
TectupoBaHue, CUTyallMOHHBIE 33J]a4H, TPOOJIEMHBIE 331a4YH

7.2 TunoBble KOHTPOJLHLIE 3aJAHUS WJIH HHbIE MATEPUAJLI, HEOOXOAUMbLIE s ONECHKHU
3HAHUN, VMEHHI, HABBIKOB M (MJIH) ONLITA AEATEJLHOCTH B IPOIecce TEKYIero KOHTPOJIs

Tunosbie Bonpocskl

1.enn, 3anaun u npuHnmns! JJOY. Uctopus JJOVY kak Hayku.

2.Ilpeamer u 3aga4m Kypca.

3.Jloruueckast CTpyKTypa IUCLUUIUIMHBI, €€ MECTO B CHUCTEME IMOATOTOBKM CIELMAIIUCTA,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMEHHOE AENONPOU3BOACTBO: LIENH, 3aJa4l U IPUHLIUIIBL.

5. OcHOBHBIE TOHSATHSI U OINpEeAeNeHUsl: JOKYMEHT: €ero CcBOWCTBa U (PyHKIHH,
JIeNIOTIPOU3BOICTBO, TOKYMEHTOBEIEHUE, TIOKYMEHTOOOOPOT.

TunoBbie HpOﬁHeMHO-aHaJII/ITI/I‘leCKI/Ie 3aJaHuA

1. IIpobnemno-ananumuyeckoe 3a0anue:
1. HazoBute Bce BHIBI JOKYMEHTOB U YKaXHTE,
KJIaCCU(UITUPYIOTCS.
2. HaiinuTe onpezeneHne J0KyMEHTa B FOCYJapCTBEHHOM CTaHAAPTE.

0 KaKuM IIpHU3HAKaM OHHU



3. CocraBpte Tabnuy «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCHUILIIMHAX)»
4.0Onpenenute BUA JOKYMEHTA: OPHUIIMATBLHBIC, IMYHBIC U JIMYHOTO MTPOUCXOKIACHUS

2. I[IpobaemHo-anarumuieckoe 3a0anue.
1.CocTaBbTe nipuKa3 (pacnopspkeHue) o IpueMe Bac Ha padoTy,
2.CocTaBbTe IpUKa3 (pacnopspKEHUE) O MEPEBO/IE Bac Ha IPYTyI0 paboTy
3. Cocrasbre [Iprka3 (pacrnopspkeHHe) O IPEIOCTaBICHHH BaM OTITYCKa

3. IIpobremno-ananumuueckoe 3a0anue:

1.CocTaBbTe TpaduK OTIYCKOB OpPraHU3alNN COCTOSAIIECH U3 15 COTpYIHHUKOB: 2 U3 KOTOPBIX
3aMECTUTENIM PYKOBOAMTENS, OJUH- IJaBHbIA Oyxramrep, 2 — Oyxrajrep M Kaccup, OJUH —
CHELHATHCT OTJIeNa KaJIpoB, 5 — pabounx-CMEHIINKOB, 2-pabOTHUKHU Ha 8 4acOBOI pabouMii 1eHb,
0JlHa — YOOPIIHIIA, 2 — MEHEKEPOB.

2. CocraBbpTe npuKa3 (paclopspKeHHE) O MPEKpalleHUM JEHCTBUS TPYIOBOrO JOTOBOpa
(KOHTpAKTa) C BaMH.

3.CocraBbTe npuKa3 (pacopsKEHHE) O HaIlpaBJIEHUU Bac B KOMaH/IUPOBKY

4.BpImummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHUKY

4. I[Ipobnemno-ananumudeckoe 3a0anue:

1. Pasbeiitech Ha rpymmbl o 4 4yejgoBeKka M cocTaBbTe [IpaBuiia BHYTPEHHETO TPYIOBOTO
pacniopsiaka; IlomoxkeHue o 3amuTe MEepcOHANbHBIX NaHHBIX; [lomoxkeHue 00 oruiare Tpyaa;
[TonoxkeHne o CTPYKTYpHBIX NojapasaeneHusx; Ilonoxenue 06 arrectanuu

2. Boibepute 0HY U3 KOHKPETHBIX JOKHOCTEH U COCTAaBbTE JOJKHOCTHYIO HHCTPYKIUIO

3. CocTaBbTe NpUKa3 O NOOIIPEHUH paOOTHUKA.

5. Ilpobremno-ananumuueckoe 3a0anue:
PasGeiiteck Ha rpymniibl o 4 yesoBeKka U COCTaBbTE
1. IlonoxxeHne 0 NTPEMUPOBAHNH;

2. IHCTpYKIIMIO N0 KaJJpOBOMY JIEJIONPOU3BO/ICTBY;
3. [TonoxxeHnue 06 OlLIEHKE MEpCcOoHaa;

4. ITonoxenue 06 00y4yeHUY;

5 Ilonoxxenue o0 agantanuu

6. I[Ipobaemno-anarumuyeckoe 3a0anue:
1. CocraBbTe rpaduk JOKYMEHTOOOOPOTa B KOHKPETHON OpTraHU3aluu
2. Pa30eiliTech Ha rpynIibl MO 4 YeTOBEKA U COCTaBbTE
- [Tono>xeHue o paboTe ¢ KaipOBBIM PE3EPBOM;
- [IonoxxeHne 0 IpeMUPOBAHUH

7. [lpobnemno-ananumuuecxkoe 3a0anue:
1.IlpencraBbre CTPYKTYpYy YCTaBa OpraHu3aluu
Cocrasbre:

2. [TocTaHOBJIEHHE IO KOHKPETHOMY COOBITHIO.
3. PemreHne 1o KOHKpETHOM 3aja4ye yIpaBiIeHUsI.

8. Ilpobremno-ananumuueckoe 3a0anue:
1. CoctaBbTe MpHUKa3 M0 KaIpOBOMY COCTaBY.
2. CocTaBbpTe yKa3aHME M0 PEMICHUI0 KOHKPETHOIO BOIIPOCA.
3. CocraBbTe pacnopsKeHHs [0 KOHKPETHOMY COTPYIHHUKY
4. OdopmuTe MPOTOKOJI 3aceIaHUs COOPAHUS KOJUIEKTHBA OpTraHU3aIH.

9. Ilpobremno-ananumuueckoe 3a0anue:



1. CocTaBbTe aKT O HApyIIEHUU TPYAOBOTO JOrOBOPAa KOHKPETHOTO COTPYIHUKA.
2. Onumure cTpykTypy IlonoxeHus kak JOKyMeHTa
3. OnuimuTe npaBuia COCTaBACHUSI MHCTPYKIMI

10. Ilpobremro-anarumuyeckoe 3a0anue:
1. MUcrionb3ys THIoBy1o hopMy «oOmuii 0:1aHK» 3aIOJTHUTE €e.
2. Ucnionb3ys THIIOBYIO (hOopMy «OJIaHK MUChMay 3alOJTHHUTE €€
3. HUcnonb3ys TUIIOBYIO (hOpMY «OJTaHK KOHKPETHOTO BUJA JOKYMEHTAa» 3aI0JIHUTE €e.

TeMmbl Hcc1e10BATEIbCKHX, TBOPYECKHX IPOEKTOB

Tloozomoeka ucciedo8amenbCKux nPOeKmos no memam:

1.Mcnonp30BaHne KOMITBIOTEPHBIX TEXHOJIOTUI MPU CO3JJaHUU M 0(OPMIICHHH JOKYMEHTOB.
2. DIEeKTPOHHBIN TOKYMEHT M IIpo0JieMa ero rmpaBoBOro craryca.

3. OcobeHHOCTH COTTIacOBaHMS AJIEKTPOHHOTO JJOKYMEHTA.

4. MHPOPMALMOHHO-CIIPABOYHBIC JOKYMEHTBI — CIpPaBKH, aKThl, JOKJIAQJHBIC WU
OOBSCHUTEIIBHBIC 3alMCKU, TOBEPEHHOCTH, CIYXEOHBIE MUChMA, TeIe()OHOTPAMMEI, TEIETPaMMBI,
(hakcorpamMmsl

5. [Ipunanue 1pUANISCKON CHITBI JOKYMEHTY B DJICKTPOHHOU (hopMme.
6. [Ipumenenue 6a3 JaHHBIX, IIA0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Teopueckoe 3a0anue (c 21emenmamu cce)
Harnmmure scce o teme:
1.Posb apXMBOB B COXpPaHEHUH JJOKYMEHTOB
2. MexBeIOMCTBEHHBIC, BEJIOMCTBCHHBIC apXHUBBI. APXUBBI OpraHU3aIui,
NPEINPUATHH, yIpexkIeHui. ['ocy1apcTBEeHHbIC apXUBBI
3. DIEKTPOHHBIA TOKYMEHTOOOOPOT: IMOJIOKHUTEIHHBIC U OTPUIIATECILHBIC YSPTHI

TunoBble 3aJaHUs K HHTCPAKTUBHBIM 3aHATUAM

CpasnumenvbHwili ananus 6 popme oucnyma
1.2neKTpOHHBIN JOKYMEHTOOOOPOT: MOJI0KUTENbHBIE U OTPULIATENIbHBIE YEPTHI
2. Mecto aucuurinHbl “OCHOBBI JI€IOMPOU3BOJICTBA U JOKYMEHTOOOOPOT B COBETCKOM M
COBPEMEHHOM cUCTeMax MOJIrOTOBKH CHEIMAINCTa -yYIIPaBICHIA.

3aoanue no pewenuio ynpasnenyeckou cumyayuu. Ketic 1
[Iponuto 3acenaHue WHBEHTApU3AlMOHHON KOMHCCHM 3aBOJla T'a30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBajCsl BONPOC O pe3yiabTaTax MHBEHTapu3almuu 1o ckiaagy Ne 2
BCIIOMOTATENFHBIX MaTepHuaioB. Ha 3acemannm ObUTO TPUHSATO ITOCTAHOBIICHHE 00 yTBEP)KICHHN
pe3yibTaTOB HWHBEHTApM3allUM M OTHECEHUs 3a CYeT 3aBeIyIoLIero CKJIAJAOM HEJAO0CTauu
BCIIOMOTATENFHBIX MaTepHaioB B cymme 365 Thic. py0., a TaKKe 3a4UTaHbl CIMYUTEIbHAS
BEZOMOCTh 10 ckiany Ne 2 u 0ObsCHUTENbHAs 3alIMCKa 3aBEAYIOIIEr0 CKIIaJ0OM.
- Kakoi JOKyMEHT COCTaBISE€TCS MO UTOTaM 3aCeJaHlil KOMHCCUIM pa3HOro poja?
- Kakue pekBU3UTHI 10JKEH BKIIOYATh JAHHBIA JOKYMEHT?
- CKOJIBKO CTPYKTYPHBIX 4acTel OH MpeArnoaraer?
- Kakue ¢aktuueckre 1aHHbIE TOJKHBI ObITh BHECEHBI B ATOT JOKYMEHT?
Pewenue keiica.
ITo utoram 3acenanuii komuccuu cocranisiercs [IpoTokon 3aceanus HHBEHTAPU3ALMOHHOM
KOMFCCHH 110 PACCMOTPEHHIO PE3yIbTaTOB HHBEHTAPU3AIUH.
ITpOTOKOM CONEPKUT CIIEAYIOUINE PEKBU3UTHI:
HAaMCHOBAHHME OpraHW3allii; Ha3BaHWE BUAA JOKYMEHTa; JaTra W HOMEpP MPOTOKOJA;
3aroJIOBOK K TEKCTY; TEKCT; IMOANUCH YYaCTHUKOB; TPU(Q yTBEpXkKAEHUs (B cilyyae, KOTia MPOTOKOJ
MO/IJIC)KUT YTBEPIKICHHIO).



[IpoToKOa COCTOUT U3 2 YacTel: BBOJHON U OCHOBHOM.

B 3TOT OKYMEHT JOIKHBI OBITH BHECEHBI CIIEAYIOIINE (PaKTUUECKUE TaHHbIE:
1) Ha3BaHUS TOKYMEHTA U MPEANPUSATHUSL.

2) yKa3zaHue€ 4JIEHOB KOMHUCCUU U MPECENATENs.

3) CHMCOK BBICTYIAIONIUX HA 3aCEJaHUN KOMHCCHUU.

4) nTorn MHBEHTApU3ALINH.

5) petienust, KOTOPbI€ ObUIA MMPUHSTHI.

6) 3aKJII0YEHNE KOMUCCHU.

7) UTOTH TOJIOCOBaHUS (€CI OBLIH ).

8) MepornpusaTus, MPOBEJACHHBIE B MPOIECCE NHBEHTAPU3AIINH.

9) BbIsIBIICHHBIC HAPYILIEHUS U T€, KTO B HUX BUHOBAT (MMS U JIOJKHOCTB ).
10) nata 1 MeCTO COCTaBJIEHUSI IPOTOKOJIA.

11) noanucu npeacenaTens U cCeKpeTapsi KOMUCCHH.

Keric 2

B crpourensHoM KoomeparuBe «CtpoiicepBucy» Obul OOHapykeH (PakT HEnmpaBUIBLHOTO
UCIOJIb30BaHUSl CTPOUTEIBHBIX OTXOZ0B. [Ipu mpoBepke paboOThl CKiIaja HUIOMAaTEepHUaIoB
YCTAHOBJICHBI (PAKTHI OTITYCKA B KOTENBHYIO JJISI CKHUTAHUS OTXOJIOB MUJIOMATEPHUATIOB JJIHMHHOM
cBbie 20 cm.

- Kakoil 1oKyMEHT I03BOJIUT PETJIAMEHTUPOBATH OTITYCK CTPOUTENbHBIX MaTepUaioB?

- Kakue nyHKThI JOJKHBI OBITH B JAHHOM JIOKYMEHTE 00513aTeIbHBIMU?

- CKOJIBKO JTOJKHOCTHBIX JIUI[ OJKHBI ObITh OTBETCTBEHHBIMU 32 UCIIOJHEHHUE JAHHOTO

JTOKyMeHTa?

- Kakue pekBU3UTHI JOKEH BKIIIOYATh JAaHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTel OH IIpearosaract?

- Kakue (aktuueckre naHHbIe TOJKHBI OBITh BHECEHBI B ATOT TOKYMEHT?

Pewenue keiica

JIOKYMEHT, KOTOPBIH IMO3BOJIUT PErIaMEHTHUPOBATh OTIIYCK CTPOUTENIBbHBIX MAaTEpPHANIOB -
IIpukas.

OO6s13aTenbHbIE MYHKTHI IPUKa3a: 1) MyHKThI, B KOTOPBIX JAIOTCS TOPYYEHUS UCHIOTHUTENSIM
U CPOKH UCHOJHEHUS. 2) MyHKT O KOHTPOJIE UCTIOJIHEHUS ITpHUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHHUE MPUKa3a SABJISAETCS OJTHO JTOJKHOCTHOE JIUIO.

IIpyka3 nOMKEH BKJIIOYATh TaKUE PEKBU3UTHI, KAaK IOJHOE€ HAUMEHOBAHHWE KOMIIAaHUH
COIIACHO JEHCTBYIOIIEMY YyCTaBY; OpraHM3allMOHHO-TIpaBoBasi ()OpMa; MECTO COCTaBJIEHUS WIIU
W3JIaHUs; PETUCTPALIMOHHBIA HOMEp, YKa3aHHBIM B JKypHaJIe PETUCTPAllMM; HAUMEHOBAaHUE BUAA
JIOKYMEHTA; 3arojloBOK; TEKCT; Jara CO3/JaHuf; JaTa MOANMCAHUSA MOJANUCh PYKOBOAMUTENS C
pacuppoBKOi; OTMETKU O HAJTMYUU MPUIIOKEHUIH;

[Ipuka3 BriouaeT B ce0f JABE CTPYKTYpHbIE YacTH: KOHCTATUPYIOLIYIO H
pacopsiAUTEIBHYIO.

B 3TOT 1OKYMEHT 10JKHBI ObITh BHECEHBI (pakTHUecKue qaHHble [IpuunHbI 1 mopydeHus.

Ananumuueckue 3a0anus

1. Ucnone3ys I'OCT 7.32 — 2001 IlpaBuna odopmiieHHS TEKCTOBBIX JIOKYMEHTOB,
chopMyIUpyHTE OCHOBHBIE TPEOOBAHHS K 0()OPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 MUcnoaszys T'OCT P 6.30-2003 VuuduuupoBaHHbIE CHUCTEMBI JTOKYMEHTALIUU.
YHuGHUIMpOBaHHAs CUCTEMa OPTraHU3aAMOHHO-PACTIOPSAUTENBHON qOKyMeHTaluu. TpeboBaHus K
0pOpPMIIEHUIO  JIOKYMEHTOB, ChOpMyIupydTe TpaBuiaa o(OpMIICHHS  OpraHWU3aIMOHHO-
pacropsauTeNbHON TOKYMEHTAUU

3. Hcrionb3yst KOHKPETHBIN TOKYMEHT, TIEPEUHCITHTE PEKBH3HTHI.

4. CocTaBbTe CXeMY pacTOPKEHHS TPYAOBOTO JJOTrOBOpa M0 MHULIMATHBE PaOOTHUKA.

5. Hauepture cxeMy TOKYMEHTOOOOPOTa B OPTaHU3ALIUN



6. CocTaBbTe HHCTPYKIIHMIO IT0 COCTABJICHUIO HOMEHKJIATYPHI JeIl.
7. 3anummre mTpaBwia padOThl C JOKYMEHTAMH, COJICPXKAIMUMU KOH(PUIACHIIHATLHYIO
nHpopMaIuto.

Tunossie TeCThI

1.Kakoe cyxaenne ommdouHo:

«[ToTMHHNK JOKYMEHTa BCET/IA. .. )»

A) opopmisiercs Ha 6naHKe,

b) nmeeT moAnucky MOJTHOMOYHOTO JIUIIA,

B) umeer peructpannoHHbIC TOMETKH,

I') Bcerna umeet (repOOBYIO WIIH MPOCTYIO) IE€YaTh.

2.IIpocThIM MO COJIEP>KAHUIO HA3BIBAETCS IOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HAaUUTEITHLHOTO BPEMEHH Ha ero 00paboTKy,

b) He TpebyeT moaroToBKM Ha HETO OTBETA, B) COEPKUT B TEKCTE TOJIBKO OJMH BOMPOC,
I') obopmien Ha popmaTe Oymaru AS.

3. 1y6nuKaT TOKyMEeHTa

A) uMeeT paBHYIO C MOATMHHBIM JTOKYMEHTOM FOPUANYECKYIO CHITY,

b) He umMeeT IPUINIECKYIO CUTY KaK MOUTMHHBIN JTOKYMEHT,

B) BOCIpOM3BOIUT OCHOBHYIO YaCTh IJIABHBIX PEKBU3UTOB MO IMHHOTO JOKYMEHTA,
I') OMHOCTHIO BOCTIPOU3BOMT MO TMHHBIN JTOKYMEHT.

4.Cpo4HbIM (110 UCIIOJHEHHIO) Ha3bIBAETCS IOKYMEHT. ..

A) Ui KOTOPOT0 YCTaHABIMBAETCS CPOK MCIIOJTHEHMS,

B) xoTopslii TpeOyeT I 0TBETa JOTOTHUTEIBHOTO UCCIICAOBAHMS,
B) xoTopblii HanpaBIIsieTcsl B BHIIECTOSALIYIO OPTaHU3ALHUIO.

5.J10KyMEHTO000pOT — 3TO

A) nBWXEHUE JOKYMEHTOB Ha HpPEINpPHUSITHM C MOMEHTa IOJy4YEHHUS WIA CO3JaHMS [0
3aBEPILECHKS WIH OTIIPABKH,

B) NEPCUCHb JOJDKHOCTHBIX JIMI, OCYIIECTBIAIOMIUX C JAHHBIM JOKYMECHTOM OIICPaInu.

B) nepeuens oneparuii, KOTOpble BBIMOIHAIOTCSA C JOKYMEHTOM B OpraHU3altu.

6.IToarotoBneHHoOe A CAAYU B apXUB JEIIO0 UMEET:

A) pacrionokeHue JOKYMEHTOB B XpOHOJIOTHYECKON TIOCIIEIOBATEBHOCTH,

b) nepemnet B manke «Jleno» ¢ momorbto ckopocmuBareis, B) CooTBeTcTByIONIM 00pa3om
0hOpMIIEHHYIO 00JIOKKY Jena.

7. KoHBEpTHI 1TOCIIE BCKPBITHS YHUUTOKAKOTCS

A) Bcerpa,

b) Tonpko, ecnu mucbMO B JaHHOM KOHBepTe odopmieHo Ha Onanke, B) kpome mucem u
xanoO rpakaaH, v Jp. 0COOBIX CIy4aes,

I') HuKoOr1a HE YHUYTOXKAIOTCSL.

8.Homenkiarypa fen He mpeycMaTpruBaeT:
A) mepedeHb KOHKPETHBIX HAUMEHOBAHUM JEN,
b) cpokoB xpanenus nen,

B) unpaexc (mopsikoBbIil HOMEp) Aena,

I') cpok mpencraBieHus iena B apXUB.

9.CaMbIM pacmpoCTpaHEHHBIM (QopMaToM OyMard, MCHOJB3YEMBbIM B JEIONPOU3BOACTBE



opranuzaruu Poccuiickoit dhenepamuu, siBisercs: opmat
A) B3 b) A4 B) A5 I') B6

10.IIpu odopmiieHUN OpraHU3aLMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB HE pa3peraeTcs
noBopauuBath Ha 90 rpaaycoB JUCT GpopmaTa
A) A3 b) A4 B) AS

TunoBble BOIIPOCHI K KOHTPOJIBHBIM p360TaM

. Bupl TOKyMEHTOB M UX KJIACCHU(PHUKAIHA

. CocraB ynpaBieHYECKUX JTOKYMEHTOB.

. IlonsATHE CHCTEMBI JOKYMEHTALNH.

. OyHKUHMOHAIBHBIE U OTPACIEBBIE CUCTEMBI IOKYMEHTALUH

. YHu(}UKaNMs ¥ CTaHAApTU3ALNS YIIPABICHUYECKUX JOKYMEHTOB

DN AW N =

Has JOT:
TunoBbie MPodIeMHbIE 321a4N:

3agaua 1.

[ToaroroBpTe mpuka3 00 UTOrax peBU3NU (PUHAHCOBOTO ydyeTa. B KoHcTaTupyromei yactu
YKa)KUTE, YTO PEBU3UEH 00HApYyX eHBI (PaKThl TPyOOT0 HapyImeHUs (UHAHCOBOTO y4yeTa: HET ydeTa
¥ OTYETHOCTH IO KOMaHAMPOBKaM, OTCYTCTBYET >KypHaJ ydeTa JoBepeHHocTed. Hemocraromue
PEKBU3HUTHI YKAKUTE CAMOCTOSATEIBHO.

TunoBbie CUTyallUOHHBIC 3a1aYH:

3amaua 1.

B ¢upMy mnoctynuiao aBa KOHBEpTa, aJApPECOBAHHBIX TI'€HEPATBHOMY IHPEKTOPY, OAMH
KOHBEPT C PEKJIAMHOM aKIueil, 1Be MOChUIKH U3 (PUIINATIOB.
O06paboTaiiTe MO3TaTHO BXOSAIIYIO KOPPECTIOHICHIIHIO.

3amaua 2.

1) B dunman noctynuiio muchbMo-3ampoc OT pyKOBOJCTBA XOJUHTA.
Co3maiiTe OTBET Ha BXOAIIEE MTUCHMO-3AIPOC, UCTIONB3YS CIIPABOYHYIO HHPOPMALIHUIO.

2) B sHBape Oynyiero rojma COCTOMTCS KOH(EPEHIHs, TOCBSIIEHHAsS WHHOBAIUSM B
9KOHOMHKe. HeoOxommumo co3gaTh ©W  pa3ociiaTh MUCHMO-TIPUTIIAIIEHHE Ha TPEACTOSIIYIO
KOH()EPEHIIHIO.

TunoBblie TeCTHI

1. [Ipu xakom pacrionoxkeHnn pekBu3nThl "HanmenoBanue opranuzannu’, "Bug
JOKyMeHTa" U Apyrue HeoOX0AUMbIe PEKBU3UTHI Ha OJJaHKE pa3MEIalOTCs B BEPXHEM JIEBOM YTIIY:

Bri6epute o1H OTBET:

A) npononbHOE

b) yrnosoe

B) uentpupoBanHoe

2. JIns KakuxX JOKYMEHTOB 00s13aTeJIeH PEKBU3UT «AlpecaTy:



Bri6epute 01H UM HECKOJIBKO OTBETOB:
A) nucbma

b) nmpukassr

B) n0mKHOCTHBIE MHCTPYKITUU

3. Kakas nara siBiisieTcst 1aTOM MPUKA30B, UCEM, CITPABOK:
Bri6epute o1H OTBET:

A) Jlara yTBEepKIeHUs

b) ara 3adpukcupoBaHHOTO B JJOKYMEHTE COOBITHS

B) [dara cornacoBanus

I') JaTta noxnucanus

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

A) Ioanuck

b) JomxHOCTH Jinila, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuzanuu

J1) Bussl cornacoBanus

S. [Tpukazamu 1o TMYHOMY COCTaBY OPOPMIISIOTCS:

A) T'apanTtuiinbeie 00s13aTeNIbCTBA OpraHU3AIII

b) JomxHOCTH Jiniia, YTBEPKIAIOIIETO TOKYMEHT

B) IIpuém, nepeBos 1 yBOJIbHEHHE COTPYTHUKOB OpraHU3aINH
I') AxTbl npuéma u nepeayu 0ObEKTOB

6. OcHoBHBIE PyHKIINHU, KOTOpBIE 0OecreunBaet JJOV:
A) niaHupoBaHue

B) opranu3zanmoHHO-pacopsAnTENbHAS e TeFHOCTh

B) y4ér u otuétHOCTH, PHAHCHpPOBAaHUE

7. Homenknarypa nen npeactabisieT coOoii:
A) Criucok 3arojoBKOB (HAaUMEHOBAHUI) 1€]1, 3aBOJIMMBIX Ha MPEANPUATUH C YKa3aHHEM

HUX CPOKOB XPAHCHUA

b) 'apanTuiinble nucbMa opraHu3aluu
B) I'pu¢ yrBepxaeHus pyKoBOJUTENS OpraHU3alun
I') Cpoku xpaHeHus: TOKyMEHTOB

8. brnank nokymenrta — 3To0:
A) HecTaHIapTHBIN TUCT OymMaru, Ha KOTOPOM BOCTIPOM3BOAUTCS TTOCTOSTHHASI MH(OpMAITHS

JIOKYMEHTa M €CTh MECTO JUIsl IEPEMEHHON UH GopMaluu

B) CTaHIlapTHLIﬁ JINCT GYMaFI/I, Ha KOTOPOM BOCHPOU3BOAUTCA MTOCTOAHHAA I/IH(bOpMaL[I/ISI

JIOKYMEHTa M €CTh MECTO JUIsl IEPEMEHHON UH QopMaruu

MM;

B) npyroe

9. bnanku umerot nosis (cornmacuo 'OCT p 7.0.97-2016):

A) neBoe — 20 MM; paBoe U HUXKHEe — He MeHee 10 MM; BepxHee — He MeHee 20 MM;

b) neBoe — 10 Mmm; npaBoe u HUXKHEE — HE MeHee 20 MM; BepxHee — He MeHee 10 mm;

B) nesoe — 20 mM; paBoe He meHee 10, HibkHee — He MeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00s13aTEIBHBINA DJIIEMEHT:
A) mpucyuuii onpeieICHHOMY BHTY TOKYMEHTA,



b) npucymuii ToMbKO OpraHu3aluOHHON JOKYMEHTAIIHH;
B) npucymuii ToapKO IMCbMaM;

11.  ®opmynsap-obpaser — 3TO:

A) COBOKYITHOCTh HE PEKBH3HUTOB, a TIOJITHCEH

B) COBOKYITHOCTB pacOI0KEHHBIX B ONPEACICHHOMN 1MOCIe0BAaTEIbHOCTH PEKBU3UTOB,
NPUCYIINX BCEM BUIAM JJOKYMECHTOB;

B) HomeHnki1aTypa J1es1 opraHu3aiuu

12. K pacnopsauTelbHBIM TOKYMEHTaM, U3JaBAEMbIM B YCIOBUSX €TUHOIUIHOTO
MPUHSATHS PEIICHUS, OTHOCSTCS:

A) nenoBbie THUChMaA

b) nmpukassr

B) noxnannsie 3anucku

13. TpeboBanusi, MpeIbABIsIEMBIC K JOKYMEHTOOOOPOTY:

A). IpAMOTOYHOCTb JBMKEHHS TOKYMEHTOB (JOKYMEHT KpaTyaillliuM IyTeM MoMnajgaeT K
MCIIOJIHUTEIII0, BO3BPATHBIC IIEPEMELICHUS] IOKYMEHTOB UCKJIIOUYEHB);

b) pacnpenenenue JOKyMEHTOB MEX/ly PYKOBOJIUTENSAMHU U CHELIMATMCTAMH COTJIACHO UX
(yHKIIMOHAJIbHBIM 00S3aHHOCTSIM;

B) HeoOxoaumoe nepemenieHne JOKyMEHTOB (1yOJupoBaHue, JIMIIHUE HHCTAaHIIUK U
JIeHCTBUS UCKIIIOYEHBI) U €IMHOOOpa3ue MapuipyTa JBUKEHUS TOKYMEHTOB U TEXHUYECKUX
olepauuii ¢ HUMH, OTHOKPAaTHOCTb KaXKA0H oneparuu;

I') Bce BbILLIENIEpEUNCIIEHHBIE

14.  Jlns xakoro BUJa JOKYMEHTa peKBH3UT «HanmeHOBaHUE BUA TOKYMEHTa» HE
yKa3bIBaETCSI:

A) BBINIKCKA U3 IPOTOKOJIA;

b) nenosas 3anucka;

B) nucemo;

I') oTuér.

15.  I'nme xpaHsTCs Jiena Mo UCTEYEHUHU CPOKa TEKYILEro XpaHEHUs:
A) B apxuBe;

b) y pyxoBoauTest opranusanuy;

B) y cexpetaps pykoBOAUTENSI OpraHU3allNH;

I') noayiexxar aHHYIMPOBAHUIO.

7.3 MeTonnyeckne MaTepHAJIbl, ONpPeaeasIoNne NPoueaypbl ONeHHBAHNS 3HAHWI, YMEHMI,
HABBIKOB M (MJIM) ONBITA AeATEJbHOCTH

Bce 3amaHus, wucnonb3dyeMble A TEKYIIETO KOHTPOJS (OPMHUPOBAHUS KOMITETEHITHIMA
YCJIOBHO MOHO Pa3JI€IUTh HA IBE TPYIIIIbI:

1. 3agaHusi, KOTOpBIE B CHUIy CBOMX OCOOCHHOCTEW MOTYT OBITh pealli30BaHbI TOJIHKO B

nporecce OOy4deHMs Ha 3aHATUAX (HAOpUMeEp, AUCKYCCHS, KPYIJIBIA CTOJd, JUCIYT, MHUHH-
KOH(epeH1Us);

2. 3aJaHus, KOTOpBIE JIOTIONHSIOT TEOPETHYECKHE BOMPOCH (TPAaKTUYECKHE 3aTaHMs,
pOoOJIEMHO-aHAIUTUYECKHE 3aaHNUs, TECT).

BoimonHenue Bcex 3amaHuil sBIsSeTCS HEOOXOTUMBIM i (OPMUPOBAHUS U KOHTPOJIS
3HaHUH, yMeHHH 1 HaBBIKOM. [103TOMY, B CiTyyae HEBBIIOJHEHUS 33/1aHUi B ITpoliecce 00y4YeHus, ux
HEo0X0aUMO «oTpaboTaTh» 110 3ayeTa. Bua 3agaHuii, KOTOpble HEOOXOAMMO BBIOJHUTE JUIS



JMKBUOAIUHN <«GaJOJDKCHHOCTHU» ONPEACIACTCA B MHAUWBHUAYAJIBHOM IOPAAKE, C YUYCTOM IIPUYHUH
HCBBIIIOJTHCHHUA.

1.TpeboBaHMe K TEOPETHYECKOMY YCTHOMY OTBETY

Onenka 3HaHWid mnpennoiaraet IUpGEepeHIUPOBAHHBIN TOAXOM K CTYACHTY, y4YeT €ro
WHIWBUIYAILHBIX CIIOCOOHOCTEH, CTENEHb YCBOCHHS U CHUCTEMATH3AIlMM OCHOBHBIX MOHSATUU U
KaTeropui mo aucuuiuimHe. Kpome Toro, olieHUBaeTCsl HE TOJIBKO TITyOMHA 3HAHUH TTOCTaBICHHBIX
BOIIPOCOB, HO U YMEHHE HCIOIh30BaTh B OTBETE MpaKTHUeCKUil MaTepuain. OIeHBaeTCs KyJIbTypa
peuu, BllaJIecHUe HaBbIKAaMH OPATOPCKOTO MCKYCCTBA.

Kpumepuu oyenusanus: mocnenoBaTeIbHOCTb, MOJIHOTA, JJOTUYHOCTh HM3JIOKEHHS, aHATIH3
pPa3IMYHBIX TOYEK 3pEHUs, CaMOCTOSATENbHOE 0000IIeHne Marepuaia, HUCIOJIb30BaHUE
npo(hecCHOHANBHBIX TEPMUHOB, KYJIbTypa PEuUd, HABBIKM OpPATOPCKOTO HMCKyccTBa. W3mokeHue
Martepuaia 6e3 pakTHIecKuX OmMOOoK.

OneHka «omauyHO» CTAaBUTCS B Clydae, KOTJla MaTepuall M3JIaraeTcsi HCYEPIBIBAIONIE,
MOCJICIOBATEIBHO, TPAMOTHO U JIOTHYECKH CTPOMHO, IPU 3TOM PACKPBIBAIOTCS HE TOJIBKO OCHOBHBIC
MOHSTHS, HO W aHAJIU3UPYIOTCS TOYKH 3pPEHUS Pa3IUYHBIX aBTOpoB. OOydaromuics He
3aTPYIHSAETCS C OTBETOM, COOJIIOIACT KYJIbTYPY PEUH.

O1eHKa «xopoutoy CTaBUTCS, €CITU O0YJaIOIIUICS TBEPIO 3HAET MaTepHall, TPAMOTHO H 110
CYIIECTBY H3JIaraeT ero, 3HaeT NPaKTUYeCKyro 0a3zy, HO TpPHU OTBETE HA BOIPOC JOMYCKAaeT
HECYIIECTBCHHBIE TIOTPEITHOCTH.

OneHka «yodognemsopumesnibHo» CTAaBUTCS, €CITU 00YUYaAIOLIUICS OCBOWII TOJILKO OCHOBHOM
MaTepuai, HO HEe 3HAeT OTJCNBbHBIX JeTalIeH, TOMyCKaeT HETOYHOCTH, HEJOCTATOYHO MPABMIILHEIC
(GOpMYIIMPOBKH, HApyIIAeT IMOCJIECIOBATEIBHOCTh B HW3JIOXKCHUM  MaTepuana, 3aTpyIHSeTCS C
OTBETAMH, ITOKA3bIBACT OTCYTCTBUE JODKHOMN CBSI3U MEXK/Ty aHAIM30M, apTyMEHTAIMCH 1 BEIBOJIAMHU.

OueHka «HeyoogiemeopumenbHoy» CTaBUTCS, €CIM OOy4aloUIMiicss HE OTBeYaeT Ha
MOCTaBJICHHBIC BOTIPOCHI.

2. TBopueckue 3a1aHus

Occe — 510 HeOoiblas MO o00beMy MNUCbMEHHas paloTra, codeTarolas CBOOOJHBIE,
CyOBEKTHUBHBIE PACCYXKIEHHUSI TIO ONPEICICHHON TeMe C AJIEMEHTaMH HAy4dyHOTO aHaiu3a. TekcT
JIOJDKEH OBITh JIETKO YUTaeM, HO HE0O0XOIMMO H30erarb HapO4YMTO PasrOBOPHOIO CTWJIS, CIIEHTa,
1abnoHHbIX (ppa3. OObeM 3cce cocTaBisieT mpuMepHo 2 — 2.5 crp. 12 mpudToM ¢ OAMHAPHBIM
UHTEpBaIOM (0€3 ydera TUTYJIBHOTO JICTA).

Kpumepuu oyenusanus - OleHKa YYWTHIBAET COOJIOJCHHE >XAHPOBOW crieruduku dcce,
HaJIMYUe JOTNYEeCKOM CTPYKTYphl IOCTPOEHUS TEKCTa, HAJTMUUE aBTOPCKOM MO3UIINH, €€ HAyYHOCTh U
CBSI3b C COBPEMEHHBIM TIOHMMaHHEM BOIPOCA, aJE€KBATHOCTh apryMEHTOB, CTHJIb H3JIOXKEHUS,
odopmnenue pabotel. CieayeT MOMHUTh, YTO MPsIMOE 3auMCTBOBaHUE (0e3 opopMIIEHHS IUTAT)
TekcTa u3 VIHTepHeTa Wi 3JIeKTPOHHOH OMOIMOTEKN HEAOYCTHMO.

OneHka «omauyHO» CTaBUTCS B Cllydae, KOTJa OMpeIenseTcs: HaJudue JOrMYecKou
CTPYKTYpPBI TIOCTPOCHHUSI TEKCTa (BCTYIUIGHHE C TIIOCTAHOBKOW IPOOJIEMBI; OCHOBHAs 4YacTb,
pas3jielieHHass M0 OCHOBHBIM MJIESIM; 3aKJIIOUYEHHE C BBIBOAAMH, IOJYYEHHBIMH B pE3yJbTaTe
pacCyKIeHHs); HAJMYUE YETKO OIPENSIICHHONW JIMYHOM MO3WIHMU TI0 TeME 3CCe; afeKBAaTHOCTH
apryMEeHTOB Ipu 00OCHOBAHUH JTUYHOM MO3HIINHU, CTHIIb U3JI0KECHUS.

OneHka «xopouio» CTaBUTCSA, KOTJIa B IEJIOM OIPENENSIeTCs: HaIWdhe JIOTHYECKON
CTPYKTYpPbI TIOCTPOEHHSI TEKCTa (BCTYIUIGHHE C TIOCTAaHOBKOM MpOOJIeMBbl; OCHOBHAsl YacTb,
pas3jieJiecHHass 10 OCHOBHBIM HJIESIM; 3aKJIIOUYEHHE C BBIBOJAMH, TOJTYYCHHBIMH B pPE3yJIbTaTe
paccyXIeHus1); HO HEe MPOCIEKUBACTCS HATMYUE YETKO OIpPEeIeIEHHON JINYHOM MO3UIMH M0 TEME
acce; He JOCTaTOYHO apTyMEHTOB MPH 00OCHOBAHUH JIMYHON TIO3UIIUT

OneHka «yodoeremeopumenvHoy CTaBUTCA, KOTJAa B IEJIOM ONpeAeNseTcsa: Haludue
JIOTHYECKOW CTPYKTYPHI TIOCTPOCHHUSI TEKCTa (BCTYIUICHHE C TIOCTAHOBKOHM MPOOJIEMBI; OCHOBHAS
4acTh, pa3/ielIeHHas [0 OCHOBHBIM UEAM; 3aKiItoueHune). Ho He mpocnexuBaioTcs 4eTKUE BBIBOBI,
HapYIIAeTCs CTHITh H3JIOKEHUS



OHCHKa «Hey()oeﬂemeopumeﬂbHo» CTaBHUTCs, €CJIM HC BBIIIOJTHCHBI HUKAKHE TpC6OBaHI/IH

3. TpeOboBanue K pelIeHUIO CUTYALIMOHHOM, MPO0JIeMHOI 3a1aun (Kelc-u3MepuTesIn)

CryaeHT AOMKEH yMETh BBIICIUTH OCHOBHBIE IOJOKEHMSI M3 TEKCTa 3a7adyd, KOTOPbIC
TpeOyIOT aHajaM3a U CIyKaT YCJIOBUSAMHU petieHus. Vcxoas U3 MocTaBlIeHHOroO BOIIpOca B 3aj1aye,
MOTBITATHCS MAKCUMAIIEHO TOYHO ONPEACTUTH MPOOJIEeMy M COOTBETCTBEHHO PEIIUTH €€.

3ajaun TOJDKHBI peliaTbCcsl CTyACHTaMH NMUCbMEHHO. [Ipu pemieHuu 3aiad Takke Ba)KHO
MPABUIILHO CPOPMYITHPOBATH U 3aIHCATh BOIIPOCKHI, HAUHHAS ¢ O0JIee OOMUX U, KOHYAs YACTHBIMHU.

Kpumepuu oyenusanus — olleHKa y4UTHIBA€T METOJABI U CPEICTBA, MCIOJIb30BAHHBIE NPU
pELIEHNN CUTYAallMOHHOM, IPOOJIEMHON 3a/1auH.

OneHka «omauyHO» CTaBUTCS B clydyae, KOrja oOydaromuics BBIMOIHUI 3aaHue (Pemui
3a/1a4y), HUCHONB3YyS B TIOJHOM OOBEME TEOPETHUYECKHME 3HAHWS W MPAKTUYECKHE HaBBIKH,
MOJIy4YEHHBIE B IIpOLIecce O0yUeHUsI.

OreHka «xopouto» CTaBUTCS, €CITU 00yJYarOIIUIACS B II€JIOM BBIIOJIHHI BCe TpeOOBaHUS, HO
HE COBCEM YETKO ONPENENSAETCs OlMopa Ha TEOPETHUUYECKUE MOJOKEHHS, U3JI0KEHHBIE B HAYYHOU
JUTEPAType MO JAaHHOMY BOIIPOCY.

OneHka «ydogremseopumenvHoy CTaBUTCA, €CIU OO0YYaIOUIUIICS MOKa3al MOJIO0XKHUTEIbHbIE
pe3yabTaThl B IPOLECCE PELICHUS 3aa4H.

OneHka «HeyOoos1emgopumenbHoy CTaBUTCS, €CIH OOYYarolIMiiCs HE BBIIOIHUI BCE
TpeOoBaHUS.

[Ipu peanuzanuu nporpammsl ¢ npumeHenueM J1OT:

CryaeHT AOMKEH yMETh BBIICIUTH OCHOBHBIC IOJOKEHMSI M3 TEKCTa 3a7adyd, KOTOPHIC
TpeOyIOT aHallu3a U CIyXaT YCIOBUSMHU peleHus. Mcxons U3 mocTaBiIeHHOTO BOIpOca B 3ajaue,
MOTIBITATHCS MAKCUMAIIBHO TOYHO OIPEACTUTH MPOOJIeMy U COOTBETCTBEHHO PEIIUTH €€.

3anaun JOJDKHBI pelaThCs CTyACHTaMH NUCBbMEHHO. [Ipu peleHnu 3ajad Takke BaKHO
MPABHIIBHO CPOPMYITHUPOBATEH U 3aITUCATh BOIIPOCHI, HAYMHAS ¢ 00Jiee OOIMINX W, KOHYas YaCTHBIMHU.

Kpurepun oneHnBaHus — OLEHKA YYUTBHIBAET METOJbl U CPEJICTBA, MUCIOIb30BAHHBIE MPU
pELIEeHUH CUTYallMOHHON, MPOOJIEMHON 3a/1a4H.

OrneHKa «BBIMOJIHEHO» CTABUTCA B Cllydae, €CJIM OO0YyYarolHiics MoKa3al MOJT0XKUTEIbHbIE
pe3ynbTaThl B MpOLECCe PEIleHUs 3ajaud, a UMEHHO, KOrja OoOy4yaroluiicss B LEJIOM BBIOJTHUI
3aaHue (peu 3a/1a4y), UCIONbB3Ys B MOJTHOM 00bEeMe TEOPETHYECKHE 3HAHUS U MPAKTHYECKHE
HaBBIKH, MMOJyYEHHBIE B TIpoliecce 00ydeHUsI.

OreHKa «He BBITIOJIHEHO» CTABUTCS, €CITM 00YUYaIOIIUIACS HE BBIMTOIHUI Bce TPeOOBaHUSI.

4. NHTepakTUBHBIE 3a]aHUS

MexaHu3M NpoBEACHUS JIUCIYT-UTPHI (POJIEBOIL (11€JI0BOI) UTPHI).

Heo6xoanMo pa30uThCsl Ha HECKOJIBKO KOMaH]I, KOTOPbIE JOJDKHBI OOYEPETHO BBICKA3aTh
CBOE MHEHHME IO KaXJ0My M3 3aJaHHBIX BONPOCOB. MHEHHE BBICKA3bIBAIOIIEHCS KOMaH/bI
3aCUMTBIBAETCS, €CIM IPOTUBOINOJOKHASA KOMaHJa HE OIPOBEPTrHET €ro KOHTpapryMEHTaMH.
Komanza, ube MHEHHE 3aCUUTaHO KaK BEpHOE (HE MOJIYYHIIO YOETUTEIbHBIX KOHTPApTyMEHTOB OT
NPOTHBOMNOJIOXKHBIX KOMaHA), Mony4yaeT oauH Oamir. Kowmanna, omnpoBeprHysias MHEHHE
MIPOTUBOMNOJIOKHOM KOMaH/1bl CBOMMH KOHTPAapryMeHTaMHU, TaKkxke nmojrydaeT oauH 6ami. [lobexnaet
KOMaH/[1a, MOJy4YHBILAs MAKCUMaIbHOE KOJIMUYECTBO OaIOB.

Ponesas urpa xak mpaBwio umeeT (pabymny (CUTyanuro, Ka3zyc), pacmpeaesstoTCsl POJIH,
MOArOTOBKA OCYIIECTBIISAETCS 3a 2-3 HEJENN JI0 IPOBEIEHUS UTPBI.

Kpumepuu oyenusanus — olleHUBarOTCs I€UCTBUS BCEX y4aCTHUKOB rpymmbl. [loHnmanue
npoOJeMbl, BBICKA3bIBaHUA U JCWCTBUS TOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM  LIEJISIM.
CooTBeTcTBHE peabHON NEHCTBUTENBHOCTH pelleHUi, BhIpaOOTaHHBIX B X0/ UTphl. Branenue
TEPMUHOJIOTHEH, NEeMOHCTpalMs BIaJeHus y4eOHbIM MaTepuUaloM IO TEME WIPhI, BIIAJCHUE
METOJJaMH apryMEHTallui, YMEHUe paboTaTh B rpymnie (yMEHHEe CIlyllaTh, KOHCTPYKTUBHO BECTU
Oeceny, yOexnaTh, YOpaBlATb BpeMEeHEeM, OeCKOH(DIUKTHO O0OIAThCs), JAOCTHKEHHE HIPOBBIX
1esei, (COOTBETCTBUE POJIM — MPU POJICBOM UTPE). SICHOCTh U CTUIIh U3JI0KECHUS.



OueHka «omauyH0» CTaBUTCA B CIIy4ae, BBIITOJIHEHUS BCEX KPUTEPUEB.

OmneHka «xopoutoy» CTaBUTCS, €CIM OOydarouIfecs B IEJIOM JEMOHCTPUPYIOT MOHUMAaHUE
po0JieMbl, BBICKA3bIBAHUS U JCHCTBHUS MOJHOCTbIO COOTBETCTBYIOT 3aJaHHBIM LiesiM. Perenus,
BbIpa0OTaHHBIE B XOJ€ WUIPbI, MOJHOCTHIO COOTBETCTBYIOT peanbHOM aeicrBurenbHocTH. Ho
HEKOTOpbIe OOBSICHEHHS HE COBCEM apryMEHTHUPOBaHbI, HAPYIIEHbl HOPMBI OOIICHUS, HAPYLICHBI
BPEMEHHBIE PAMKH, HApYLIEH CTUJIb U3JI0KEHHUSL.

OneHka «yodognemseopumenbHoy CTaBUTCS, eclid 00Oydaroluecss B LEJIOM JEMOHCTPUPYIOT
NOHMMAaHHE MPOOJIEMBI, BHICKA3bIBAHUS U JICHCTBHS B LEJIOM COOTBETCTBYIOT 33JaHHBIM LIEIISIM.
Opnako, penieHusi, BbIpaOOTaHHBIE B XOJE€ HUIPhl, HE COBCEM  COOTBETCTBYIOT pPEaJbHOM
neiicTBuTenbHOCTH. HekoTophie 00bACHEHHS HE COBCEM apryMEHTHUPOBAHbBI, HAPYIICHBI BpEMEHHbBIE
PaMKH, HAPYILIEH CTUJIb U3JI0KEHUSI.

O1eHKa «Heyoos1emeopumenbHo» CTaBUTCS, €CIIM 00yJarolecs He MOHUMAIOT MpodsieMy,
UX BBICKa3bIBAHUS HE COOTBETCTBYIOT 3aJaHHBIM LIEIISIM.

5. KommuiekcHoe npo0JieMHO-aHAJIUTHYECKOE 3aJaHne

3aaHue HOCUT MPOOJIEMHO-aHAIMTUYECKUI XapakTep W BBINOJIHAETCA B Tpu dTama. Ha
IIEPBOM U3 HUX HEO0XOAUMO 03HAKOMHUTHCS CO CIIELUAIbHON JINTEPaTypoil.

[lenecooOpa3Ho Takke MOBTOPUTH y4eOHbIE MaTepHalibl JEKUUH U CEMUHAPCKUX 3aHATUI
II0 TEMaM, B paMKax KOTOPBIX MPEJIaracTcs BHIIIOJHEHUE TaHHOTO 3a/1aHN.

Ha BTOpOoM »Tame BeIMONHEHHS pabOTHl HEOOXOIUMO CGHOPMYIHPOBATH HpPOOIEMy H
U3JI0KHUTh aBTOPCKYIO BEPCHIO €€ PELIeHHUs], Ha OCHOBE I10JIyYeHHOH Ha [IePBOM 3Tare HHpOpMaIum.

Tpernii sTan paboThl 3akio4yaeTcss B (HOpMyIUPOBKE COOCTBEHHOH TOYKH 3PEHUS MO
npobneme. Pe3ynbraT Tperhero sramna opopmisieTcs B BUAE aHAIUTUYECKOH 3anmucku (o0bem: 2-
2,5 crp.; 14 wpudrt, 1,5 unrepan).

Kpumepuii oyenueanus - OleHKa YUUTBHIBAET: TIOHUMaHUE MPOOIEMbl, YPOBEHb PACKPBITUS
MIOCTaBJIEHHOW NMPOOJIEMBI B IIJIOCKOCTH TEOPUH U3y4aeMOW TUCIUIUIMHBI, YMEHHE (OPMYIUPOBATh
U apT'yMEHTUPOBAHO MPEJICTABIATh COOCTBEHHYIO TOUKY 3PEHUS, BBIIOJTHEHUE BCEX ATAMOB PaOOTHI.

OneHka «omauyHO» CTAaBUTCS B Cilydae, Korja oOydarolIuMCs JAEMOHCTPUPYET MOJHOE
NOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbIBISEMbIC K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «xopouio» CTaBUTCS, €CIM OOy4aroUUiicss JE€MOHCTPUPYET 3HAYUTENIbHOE
NOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbIBISEMbIC K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «yodogremseopumenbHoy CTaBUTCS, €CIH 00yJaroIUiics, JEMOHCTPUPYET YACTUYHOE
NOHUMaHHe NpoOJIeMbl, OOJIBIIMHCTBO TPEOOBAHUN, IPEABABIAEMbIX K 33aHUI0, BHITOJTHEHbI

OueHka «HeyoosnemeopumenbHoy» CTaBUTCS, €cCld  OOydyaroUuIuiicss JE€MOHCTPHUPYET
HEMOHUMaHue MpoOJIeMbl, MHOTHE TPeOOBaHUs, IPEIbSBIsSEMbIE K 33/1aHUI0, HE BBIITOJIHEHBI.

[Ipu peanuzanuu nporpammsl ¢ npumeHenrem J10T:

CTyZneHT HOKEH yMEThb BBIACIUTH OCHOBHBIE IOJIOKEHMSI M3 TEKCTa 3aadyd, KOTOpBIE
TpeOyIOT aHallu3a U CIIyXaT yCIOBUSAMHU peleHus. Vcxons 13 MocTaBlI€HHOTO BOMpoOca B 3ajaye,
HOIBITaThCSl MAKCHUMAJIBHO TOYHO OTNPENIEIUTh MPo0IeMy U COOTBETCTBEHHO PEIIUThH €e.

3amayn OJDKHBI peliaTbesi CTyIeHTaMHM NMHUCbMEHHO. llpu pemieHuu 3agay Takke BaKHO
IPaBUIBHO CPOPMYITUPOBATH U 3alIUCATh BONPOCHI, HAUMHasl ¢ 6osiee 00IUX U, KOHYas YaCTHBIMHU.

Kputepun oneHHBaHHSA — OIIEHKA YYMTHIBAE€T METOJABI U CPEJCTBA, UCIIOJIb30BAHHBIE MPHU
pELICHUH CUTYallMOHHOM, MPOoOJIeMHOI 3a/1auH.

OneHka «BBIOJIHEHO» CTaBUTCA B Cllydae, €CIM OO0y4aroU[uiicss moka3an MOJI0XKUTENbHbIE
pe3ysbTaThl B MPOLECCE PELICHUs 3a/auM, a UMEHHO, KOorJa OOy4yarolMHCs B I[EJIOM BBITOJIHUII
3ajaHue (pemmi 3a/1ady), UCIOJb3ysl B MOJHOM 00beME TEOpPETHUUECKHUE 3HAHUS M MPAaKTHUECKUe
HaBBIKH, MIOJTYYEHHBIE B IpoLiecce 00yueHUs.

OneHka «He BBIMOJIHEHO» CTaBUTCS, €CJIM 00yUYaIOIIUICS HE BBIITOJIHUI Bce TPeOOBaHUS.

6. UcciienoBarejibCKUil POEKT
Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOPOro MpuOIMxeHa K ¢opmary
Hay4YHOTO MCCIEIOBaHUA M COJAEPKUT JI0KA3aTEeIbCTBO AKTYyaJbHOCTH W30paHHOM TEMBI,



OIpe/ieJIeHne Hay4YHOW MPOOJIeMbl, IpeMeTa U 00beKTa UCCIeOBAaHMs, [IeIel U 3a/1a4, METO/IOB,
MCTOYHUKOB, HCTOpHOTrpaduu, 0000IIeHnEe pe3yIbTaTOB, BBIBOJIBI.

Pe3ynpTaThl BBIOIHEHUS] MCCIIEAOBATENBCKOTO MpoeKkTa odopmisercs B BHAE pedepara
(o6wem: 12-15 crpanun.; 14 mpudrt, 1,5 uarepsan).

Kpumepuu oyenusanusi - TIOCKOIBKY  CTPYKTypa MCCIIEIOBATENILCKOTO MTPOCKTA
MaKCHUMaJbHO TpPUOJIMKEHA K dopmary HaydyHOrO HCCIEIOBaHHS, TO MPU BHICTABICHUU
YUUTHIBACTCS  JIOKA3aTENbCTBO AKTYaJbHOCTH TEMBI HCCIEIOBAaHHS, OIPEICICHUE HAay4YHOU
npobnemMbl, 00BEKTa M MpeaMeTa HCCIeNOBaHMs, IeNeil W 3agad, HCTOYHUKOB, METOJIOB
UCCJIEIOBAHMS, BBIIBU)KEHHE TUIOTE3bl, 0000IICHNE Pe3ysbTaToB U (hopMynnpoBaHUE BHIBOJIOB,
0003HauYeHNEe NEePCIEKTUB JaTbHENIIIEro UCCICI0BAHUS.

OueHka «omauuHO» CTABUTCA B ciydae, KOraa OOYYalOUIMHCS NEMOHCTPUPYET IOJHOE
OHMMaHHe NPoOJIeMbl, Bce TpeOOBaHUS, IPEABABISEMbIC K 3aJaHUIO BHIIIOTHEHBI.

Ouenka «xopowto» CTAaBUTCS, €CIM OOYYAIOUIMHCS JEMOHCTPHPYET 3HAYUTENBHOE
OHMMaHHe IPoOJIeMbl, Bce TpeOOBaHMS, IPEABIBISEMbIC K 3aJaHUIO BHIIIOTHEHBI.

O1eHKa «y0oeremeopumenbHoy CTaBUTCS, €CIIU 00y4aroLuiics, AEMOHCTPUPYET YaCTUYHOE
MOHWMaHHEe POOIIeMbI, OOJIBIINHCTBO TPEOOBAHMIA, TPEABSABISAEMBIX K 33aHUI0, BBIITOTHEHBI

OueHka «neydoeremeopumenvHoy CTaBUTCS, €CIU OOydyarolIMHCsS JEeMOHCTPUPYET
HETMIOHMMaHUe POOJIEMbI, MHOTHE TPEOOBaHUS, IPEIBSIBIIEMBIC K 33JaHUI0, HE BBITTOJHEHBI.

7. AudopManMoOHHbINA NPOEKT (Mpe3eHTaLus)

Hnghopmayuonnslii npoekm — TPOEKT, HANPABICHHBIH Ha CTUMYJIMpPOBAaHUE Y4eOHO-
MO3HABATEIIBHOM JEATEIBHOCTH CTYIEHTa C BBIPAKCHHOH HSBPHCTUYECKON HAIPaBICHHOCTHIO
(mouck, orbop u cucremaTusanus uHopmaruu 06 o0beKTe, 0QOPMIICHHE €€ /IS MMPE3CHTAIUN ).
WTOrOBBIM MPOIYKTOM IPOEKTa MOXKET OBITh NMUCHMEHHBIH pedepaT, ANIEeKTPOHHBIN pedepar c
WITIOCTPALMSIMU, CIaiA-110y, MUHU-(QHIBM, IPE3eHTALUs U T.JI.

WH}popMalMoOHHBI  MPOEKT OTIAMYAeTCS OT HCCIEA0BATEIbCKOTO TPOEKTA, ITOCKOJIBKY
npeJcTaBisieT co0oi Takyto (hopMy yueOHO-T103HABATENBHON JIESTEILHOCTH, KOTOPasi OTJIMYAETCS IPKO
BBIPQ)KCHHOW 3BPUCTHYECKON HAIIPABJIEHHOCTBIO.

Kpumepuu oyenuganus- 1pyu BHICTaBICHUH OLIEHKH YYUTHIBAETCS CaMOCTOSTENbHbIHN MOUCK,
oTOOp M cucTeMarusauus HH(OPMALUK, pPACKphITHE Bompoca (MpoOieMbl), O03HAKOMIIEHHE
CTYACHYECKON ayAuTOpUHM ¢ 3TOoM uHopmauueil (nmpeacraBieHue HHPOpPMALUMHU), €€ aHATU3 U
000011eH1Ee, 0(OpMIIEHHE, TOJHBIE OTBETHI Ha BOIIPOCHI AyAUTOPUU C TIPUMEPAMH.

OneHka «omauuno» CTaBUTCA B cllyyae, KOrJa OOydaroUMiics MOJIHOCTBbIO PacKpbIBaeT
Bonpoc (mpobisieMy), TpeacTaBiseT HWHGOPMALUI0 CHUCTEMAaTU3UPOBAHO, IOCIIEI0BATENbHO,
JIOTMYHO, B3aUMOCBSI3aHO, HCII0JIb3YeT OoJiee 5 mpoecCHOHATBHBIX TEPMUHOB, IIUPOKO HCIIOJIB3YET
WH(POPMAIIMOHHBIE TEXHOJIOTHUH, OMHOKA B HH(POPMAIIMN OTCYTCTBYIOT, JAa€T IMOJHBIE OTBETHI HA
BOIPOCHI ayTUTOPUH C TIPUMEPAMH.

OneHka «xopowio» CTaBUTCS, €CIM OOYYaIOIIMICS pacKphiBaeT Bompoc (mpobiemy),
npeCTaBIsieT MHPOPMALUIO CHUCTEMATU3UPOBAHO, MOCIIEAO0BATENFHO, JIOTHYHO, B3aWMOCBSA3aHO,
UCIIONB3YET Oosiee 2 nMpogecCHOHANbHBIX TEPMUHOB, JOCTATOYHO HCIOIb3YEeT MHPOPMAIIMOHHBIE
TEXHOJIOTUH, JIOMYCKaeT He Oosiee 2 OMMO0K B U3JI0KEHUU MaTepuaa, 1aeT MOJIHbIe WIH YaCTUYHO
TIOJTHBIE OTBETHI HAa BOTIPOCHI Ay TUTOPHH.

OneHka «yoosnemeopumenvHoy CTaBUTCA, €CIH OOYYalOIIMHCs, PACKPBIBAE€T BOIMPOC
(mpo0snemy) He TMOJHOCTBIO, MpEACTaBsieT MH(OPMALMI0O HE CUCTEMAaTU3UPOBAHO UM HE COBCEM
MOCJIEeI0BATENbHO, UCHOJB3YET 1-2 MpodecCHOHANBHBIX TEPMHUHA, HCIIONB3YyeT WH(POPMAIIMOHHbIE
TEXHOJIOTUH, JOMycKaeT 3-4 omuOKH B U3JI0KEHUU MaTepraa, OTBEYAET TOJILKO Ha DIIEMEHTAPHbIC
BOIIPOCHI ayTUTOPUH O€3 MOSICHEHUH.

OneHka «HeyoosremeopumenvHo» CTaBUTCS, €CIU BOMPOC HE PACKPBIT, IMPECTaBICHHAS
uHOpMalKs JIOTHYECKU HE CBA3aHa, HE UCHOJB3YIOTCS NMPO(hecCHOHAbHBIE TEPMUHBI, TOITYCKaeT
Oosee 4 omMOOK B U3JI0KEHUN MaTepuaia, He OTBEYaeT Ha BOIIPOCHI ayIUTOPHUH.

8. IlnckyccuoHHbBIE PoLEAYPbI



Kpyenvtit cmon, ouckyccus, nonemuxa, oucnym, Oebdamvl, MUHU-KOHGDepeHyuu SBISIOTCS
CpeACTBaMH, O3BOJISIOIIMMH BKIIOYUTH 00YUYaAIOMIMXCS B IIPOLIECC 0OCYKICHHSI CIIOPHOTO BOIIPOCa,
po0JIeMbl U OLIEHUTh UX YMEHHUE apryMEHTHPOBaTh COOCTBEHHYIO TOUKY 3pEHHUS. 3aaHue JaeTcs
3apaHee, OnpeensieTcs Kpyr BOIPOCOB It 0OCYKACHUS, TPYIIIbl YIaCTHUKOB 3TOTO 00CYKICHHUS.

JluckyccruoHHbIE TPOLEAYPBI MOTYT OBITH UCIIOIB30BAHBI JIJIsl TOTO, YUTOOBI CTYIEHTHI:

—JIydlle MOHSUIM yCBOSIeMBbIl Marepuan Ha (oHe pa3HOOOpa3HBIX MO3WIUN M MHEHHH, He
00s3aTeNbHO TOCTUTas 00IIEer0 MHEHUS;

— CMOTJIA TIOCTHYb CMBICIT H3y4aeMOro MaTepHaia, KOTOPbIil HHOT/Ia YyBCTBYIOT HHTYUTHBHO,
HO HE MOTYT BBICKa3aTh BepOalbHO, YETKO U SICHO, WIM KOHCTPYMPOBATh HOBBIM CMBICI, HOBYIO
MIO3HILIUIO;

— CMOIJIM COIJlacoBaTh CBOI TMO3MIMIO WM JACHCTBHSI OTHOCUTENIBHO 00CYXIaeMoii
IpO0OJIEMBI.

Kpumepuu oyenueanus — OUEHUBAIOTCS JCHCTBUS BCEX y4aCTHHKOB Tpyribl. [lonumanue
npoOJeMbl, BBICKA3bIBAaHUA W JCWCTBUS TOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM  LIEJISIM.
CooTBeTcTBHE peaNbHON NEHCTBUTENLHOCTH pEIIeHUH, BhIpaOOTaHHBIX B XO0Jie UTphl. BraneHue
TEPMUHOJIOTHEW, NEeMOHCTpAalMs BIAJCHUS Yy4eOHBIM MaTEpHUaIoM IO TEME WIPHI, BIIAJCHUE
METOJIJaMHU apryMEHTAaIlui, YMEHUE paboTaTh B rpymie (yMEHUEe CIyllaTh, KOHCTPYKTUBHO BECTU
Oecemy, yOexmaTh, YIpaBJIATh BpPEeMEHEM, OCeCKOH(MDIUKTHO OOMATHCS), JOCTH)KCHHE HIPOBBIX
1eNei, (COOTBETCTBUE POJIM — IIPU POJIEBOM Urpe). SICHOCTH M CTUIIh H3JT0KECHHUS.

OrneHKa «omIuyH0» CTAaBUTCS B CIIydae, KOT/1a Bce TPeOOBAaHNUS BBHITIOJTHEHBI B TIOJTHOM 00bEeMe.

OneHka «xopouto» CTaBUTCS, €CIM OOydYaromuecs B LIEJIOM JEMOHCTPUPYIOT MOHUMaHUeE
npoOJIeMbl, BBICKA3bIBAaHHS M JIEHCTBHSI MOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM IienisiM. Perrenus,
BbIpAa0OTaHHBIE B XOJ€ WUIPHI, MOJHOCTHIO COOTBETCTBYIOT pealbHON AeiicTBuTenbHOCTH. Ho
HEKOTOphIe OOBSCHEHHS HE COBCEM apTyMEHTHPOBAHBI, HAPYIICHBI HOPMBI OOIICHHS, HAPYIICHBI
BPEMEHHBIE PAMKH, HAPYIICH CTUJIb M3JI0KESHHUS.

OmneHka «yoogremeopumenbHoy CTaBUTCS, €ClI 00ydJaromuecss B IEJIOM JAEMOHCTPHPYIOT
MOHUMAaHUEe MPOOJIEMBbI, BHICKA3bIBAHUS M JACUCTBHS B IIEIOM COOTBETCTBYIOT 3a/IaHHBIM IIENISM.
OpHako, pemieHusi, BbIpaOOTaHHBIE B XOJIE€ WIPBHI, HE COBCEM  COOTBETCTBYIOT pPEAIbHOM
neiictBuTenbHOCTH. HekoTopble 00bICHEHMS HE COBCEM apryMEHTHUPOBAHBI, HApYIIEHbl BpEMEHHbIE
paMKH, HapyIIeH CTUIIb U3JI0KCHHUS.

OneHka «Hey0os1emeopumeibHo» CTaBUTCS, €CIIM 00yJaloluecs] He MOHUMAIOT MPo0eMy,
WX BBICKa3bIBaHUS HE COOTBETCTBYIOT 33JJaHHBIM LIEJISIM.

9. TectTupoBanue
SIBrisieTCst OTHUM M3 CPEICTB KOHTPOJIS 3HAHUHM 00Y4arOLINXCs 110 AUCIUIIIHHE.
Kpumepuu oyenusanus — npaBUIIbHBIN OTBET Ha BOIIPOC
Ouenka «omauyHO» CTaBUTCS B CIIy4ae, €CJIN MPABWIBHO BINOIHEHO 90-100% 3ananuit
OrieHKa «xopouio» CTaBUTCS, €CITU TTPABUIILHO BBINMOIHEHO 70-89% 3amanmii
OreHka «yodognemsopumesnibHo» CTAaBUTCS B cllydae, €Clii MPaBUILHO BbITIONHEHO 50-69% 3ananuit
OrueHka «HeyoosnemeopumenbHo» CTaBUTCA, €CJIN MPaBUIIbHO BBINOIHEHO MeHee 50% 3amanuii

10. TpeOoBaHue K MUCHEMEHHOMY ONPOCY (KOHTPOJILHOI padoTe)

OreHnBaeTCs HE TOJIBKO IITyOMHA 3HAHUN MOCTaBJIEHHBIX BOIIPOCOB, HO M YMEHHE U3JI0KUTh
MUCHMEHHO.

Kpumepuu oyenusanus: mocnenoBaTeabHOCTb, MOJHOTA, JJOTUYHOCTh M3JIOKEHHS, aHAIHU3
pa3IMYHBbIX TOYEK 3PEHUs, CaMOCTOsITeNIbHOEe 0000IIeHne MaTepuaia. M3noxenue Matepuana 0e3
(akTHUECKUX OIIUOOK.

OueHka «omauuH0» CTAaBUTCA B CIIydae, KOTJa COOIOCHBI BCE KPUTEPUH.

O1eHkKa «xopoutoy CTaBUTCSA, €CITU 00YJalOIUIiCsl TBEPIO 3HAET MaTepHall, TPAaMOTHO U 110
CYIIECTBY M3JIaraeT €ro, 3HaeT MIPAKTHIECKYI0 0a3y, HO IOMyCKaeT HECYIECTBEHHBIE ITOTPEIITHOCTH.

OueHka «yodoeremseopumenvHoy CTaBUTCS, €CIIU 0OyJarOIUCSs OCBOMI TOJIBKO OCHOBHOM
MaTepHall, HO He 3HAeT OTAENbHBIX JETaJeH, JOMYCKAaeT HETOYHOCTH, HEJOCTAaTOYHO MPaBUIIbHbIE



(GbOopMyIUPOBKH, HApyILIAeT MOCIEI0BAaTEIbHOCTh B M3JO0XKEHUM  MarepHala, 3aTpyAHseTcs ¢
OTBETaMHU, IMOKA3bIBAET OTCYTCTBHUE JOJIKHOM CBSI3U MEXK]ly aHATM30M, apI'yMEHTAIIMEH U BBIBOJIAMU.

OueHka «HeyoognemeopumenbHoy» CTaBUTCS, €cClM OO0y4aromuiicss He OTBe4aeT Ha
MOCTaBJICHHBIE BOIIPOCHI.

8. IlepeyeHb OCHOBHOW M [JONOJHHUTEJBHOH Y4YeOHOH JHMTepaTypbl, He00XOAMMOW sl
OCBOEHMS IMCHUILIMHBI (MOIYJIs1)

8.1. Ocnosnas yuebnas rumepamypa

1. Kamommna, T. FO. JlokymeHTarmonHoe obecrieueHrne paboThl ¢ IEPCOHAIOM B Iuppe 1
Ha Oymare: yudeOHoe mocobme / T. 0. Kamommna. — HoBocubupck: HoBocubupckuii
roCyJapCTBEHHBIN TeXHUYeCKui yHuBepcuteT, 2022. — 124 ¢. — ISBN 978-5-7782-4728-4. —
Tekct: anmexktponnbiii / Ludposoit obpazoBarenbubiii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/126489.html

2. Kysnenona 1.B. KondunennuaabHoe 1eT0NPOU3BOACTBO U 3AIIUIIECHHBIN 3JIEKTPOHHBIH
JTIOKyMEHTO0000poT: yueOHoe mocobue ans OakanaBpoB / Kysnemora W.B., Xauatpsu I'A. —
Mocksa: At [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — Tekct: 351eKTpOHHBIN
// DNeKTPOHHO-O0MOIMOTeYHAs cucreMa IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/97083.html

3. MakramkynoBa, I'. A. JlokymeHTanimoHHOE o0ecrieueHrne ynpaBieHus: IEPCOHAIOM: KypC

nexmmii / I'. A. MakramkymnoBa, J[. JI. T'opomoBa. — Jlumeuk: Jlumeukwii rocynapCTBEHHBIN
texHuueckuid yausepcurer, ObC ACB, 2023. — 32 c. — ISBN 978-5-00175-218-9. — Texkcr:
anektpoHHbli  //  Lludposoit obOpazoBarenbubii pecypc IPR SMART: [caiit]. — URL:

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

8.2. lononnumenvhas yueonas iumepamypa:

1. AuucumoB, A. A. MernemxkmeHT B chepe mHDOpMAMOHHONW O€30MacHOCTH: y4eOHOE
nocobue / A. A. AuucumoB. — 4-e u3z. — MockBa: UnTepHeT-YHuBepcuter MHpopMamoHHbIX
Texuonormit (MHTYUT), Aii Ilu Ap Meana, 2024. — 210 c. — ISBN 978-5-4497-2408-3. —
Texct: anexktponHslit / Ludposoit oOpasoBarensHblii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/133946.html

2. JlankoBa, A. I'. JlokyMeHTallMOHHOE OOecIieueHne yIpaBIeHHsl EPCOHAIOM: MPAKTUKYM
/ A. T. JlankoBa. — Omck: OMCKHIi rocyJapCTBEHHBIN TeXHUYeCKui yHHUBepcuteT, 2020. — 54 C.
— ISBN 978-5-8149-3016-3. — Tekcr: snextponHsii // Lndpooit obpazosarensHslii pecype IPR
SMART: [caiit]. — URL.: https://www.iprbookshop.ru/115470.html

3. Cxpunnuk, /. A. O6ecneuenne 6€30MacHOCTH NEPCOHATBHBIX JaHHBIX: yueOHOe mocodue
/" O. A. CkpunnHuk. — 4-e wm3n. — MockBa: HutepHeT-YHuBepcuter MHpopmannoHHBIX
Texunonoruit (MHTYUT), At [lu Ap Menua, 2024. — 121 c. — ISBN 978-5-4497-2414-4. —
Tekcr: snexkrponnsiii / Ludposoii obpazoatensHbil pecypc IPR SMART: [caiitr]. — URL:
https://www.iprbookshop.ru/133952.html

8.3. Ilepuoouueckue uzoanus

1. Jlenonpon3BOACTBO U TOKYMEHTO000poT Ha mipeanpustan. 03225DP.
2. Henonpouzsoacrso. 03224DP.
3. CnpaBounuk cekpetaps u opuc-menemxepa. 08313DP.

9. Ilepeuenn pecypcoB HHPOPMALMOHHO-TEJIEKOMMYHUKAUMOHHOM ceTH ""UHTepHeT" (1a1€€ -
ceThb ""HTepHET'), HEOOXOAUMBIX /ISl OCBOCHMS M CHUILIUHBI (MOXYJISA)

1. NudopmaumonHo-npaBoBoii nopran «KoHCynbTaHT IUIrOC» (IIpaBoBast 0a3a JTaHHBIX).
[DnexTponHsiii pecype]. — URL: http://www.consultant.ru/

2. NndopmanmonHo-nipaBoBoit moptan «I[ apant» (mpaBoBas 6a3a MaHHBIX). [DIEKTPOHHBIN
pecypc]. — URL: http://www.garant.ru/

3. DnexktpoHHBIN yuebHsil kKypc JIOY - www.iprbookshop.ru
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4. www.elibraru.ru — 6ecruiatnast snekTporHas MHrepHeT OubanoTexa.

10. MeToanueckue yKazaHus JJisl 00y4al0IIMXCS 110 OCBOCHUIO TMCHUIJIMHBI (MOIYJIs1)

VYcnemnHoe 0CBOEHHE JaHHOTO Kypca 0a3upyeTcsl Ha palliOHAJIbHOM COYETAaHUHM HECKOJIBKUX
BHJIOB y4E€OHOM NEATEIbHOCTH — JICKIH, CEMHHAPCKUX 3aHATHH, CAMOCTOATENIbHON paboThl. [Ipu
3TOM CaMOCTOATENbHYIO padoTy cCileayeT paccMaTpuBaTh OJHMM M3 TJIABHBIX 3BEHBEB
MOJIHOLIEHHOTO BBICIIETO OOpa3oBaHMs, HA KOTOPYIO OTBOAMTCS 3HAYUTENbHAS 4acThb y4eOHOIO
BpPEMEHH.

IIpu peanuzanuu nporpammel ¢ npumenenuem J1OT:

Bce Buapl 3aHsaTHII TpoBOmATCS B (OpME OHJIAHH-BEOMHAPOB C HCHOJIH30BAHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HaTHYue npe3eHTauuu u popyma Juist 00CyKIeHUs).

B mporecce wu3yudeHHs IUCHUIIIMHBI CTYIEHTHI BBINOJIHSIOT MPAKTUYECKUE 3aJlaHusl U
IIPOMEKYTOUHBIE TeCThl. KOHCYJIbTHpOBaHNE MO U3y4YaeMbIM TEMaM IIPOBOJIUTCS B OHJIANHPEKUME
BO BpeMsI TPOBEACHUS BEOMHAPOB U Ha (pOopyMe JUIst KOHCYIbTaIHi

CamocTtosTenbHas paboTa CTYACHTOB CKJIaAbIBACTCS U3 CIEAYIONIUX COCTABIISIONINX:

- paboTa C OCHOBHOH M JOINOJHHUTEIBHOH IJUTEpaTypoil, ¢ MarepuajaMH HHTEpHETa W
KOHCIIEKTaMU JIEKLUK;

- BHEAYJUTOPHAS MOATOTOBKA K KOHTPOJIBHBIM paboTaM, BBITIOJTHEHUE JTOKIA0B, peepaTos;

- BBIMIOJIHEHUE CAMOCTOSATEIBHBIX MPAKTUYECKUX PaboT;

- IOATOTOBKA K 3a4€TaM HEIOCPEICTBEHHO Mepe HUMHU.

J11s mpaBUIIBEHOM OpraHu3auu paboThl HEOOXOUMO YUYUTHIBATH MOPSAOK U3YUEHUS pa3/IeioB
Kypca, HaXOJSIIUXCS B CTPOTOM JIOTMYECKOM mocienoBaTesibHOCTH. [loaTOMy Xopoliee ycBoeHUe
OJIHOM YaCTH JUCLUMIUIMHBI SBIISIETCS MPEANOCBUIKON JUIsl YCHEIIHOIo MEepexoaa K CIEAyHOIIeH.
3ananus, mpoOIeMHBIE BOIPOCHI, PEAIOKEHHBIE Il M3YYEeHUS! TUCIUIUIMHBI, B TOM YUCIIE U JUIS
CaMOCTOSITENILHOTO BBITIOJTHEHUS, HOCAT MEKIUCIHUILUIMHAPHBIN XapakTep U 0a3upyroTcs, Mpexe
BCEro, Ha MPUYUHHO-CIIEJACTBEHHBIX CBA3SX MEXAY KOMIIOHEHTaMH OKpY’Karollero Hac mupa. B
TEYCHHE CEeMeCTpa, HEOOXOAMMO TMOATOTOBUTH pedepaTsl (MPOEKTH) C HCIOIH30BAHUEM
PEKOMEHIYyEeMO OCHOBHOM M JIOTOJIHUTEIBHOW JIUTEPAaTyphl U cOaTh pedepaTrsl A MPOBEPKHU
npenojasarento. BaXHbIM COCTaBISAIOIIMM B HM3YYEHMHM JIaHHOTO Kypca SBISIETCS pEIICHHE
CUTYallMOHHBIX 33/1a4 U paboTa HaJ MpoOJEeMHO-aHATUTHUYECKUMHU 3a/IaHUSIMU, YTO IMPEAINOIaraeT
3HaHUE COOTBETCTBYIOIIEH HAYYHON TEPMUHOJIOTUU U T.J.

Jns mydmiero 3alOMHHAHMS MaTepHala 1enecooOpa3HO HCIOIb30BaTh WHIWBHYaJbHbBIE
OCOOCHHOCTH U pa3Hble BHUJBI MaMSITH: 3PUTENBHYIO, CIyXOBYIO, aCCOLMATUBHYIO. YCHEIIHOMY
3allOMUHAHUIO TaKXe CIIOCOOCTBYET MPHUBEACHUE SPKUX CBUJIETENIBCTB M HAIJISAHBIX MPUMEPOB.
Y4eOHblil MaTepHrall JOKEH MOCTOSHHO MOBTOPSATHCS U 3aKPETUIATHCA.

[Tpu BBINOJIHEHUU T0KJIa/10B, TBOPUYECKHUX, MHPOPMAIIMOHHBIX, UCCIEA0BATENbCKUX TPOEKTOB
oco0oe BHUMaHUE cienyeT o0paliaTh Ha Mo00p NCTOYHUKOB HH(OPMALIUK U METOAUKY PaboThI ¢
HUMH.

Jlnis ycnenHoi c1aum 3a4eTa peKOMEHIyeTcsl COOJII0IaTh CIeayIONINe IpaBua:

1. [ToaroroBka K 3a4eTy AOJKHA MPOBOJMTHCA CHCTEMATHYECKH, B TEUEHHUE BCETO
ceMecTpa.

2. MNHTencuBHAas MOATroTOBKA JOJDKHA HAaYaThCA He ITO3IHee, YeM 3a MECSIT 1O 3aUeTa.

3. Bpemsi HemocpencTBEHHO Mepena 3a4eToM JIydille MCTIOJIb30BaTh TaKHUM 00paszoM,

9TOOBI OCTaBUTH TIOCIEIHUNA JI€Hb CBOOOJHBIM JUIsI TIOBTOPEHHUS Kypca B I1I€JIOM, IS
CUCTeMAaTH3aINK MaTeprala i JOpadOTKH OTAETHHBIX BOIPOCOB.

YuuThiBas 3HAYUTENBHBIA O0BEM TEOPETHUECKOTO MaTepHayia, CTyJEeHTaM PEKOMEHIYETCs
PEryIIpHOE MOCEIIEHUE U MOAPOOHOE KOHCTIEKTUPOBAHHE JICKITUH.

11. Ilepeyenr MH(POPMALMOHHBIX TEXHOJOTHH, MCNOJIb3yeMbIX NPHU OCYLIECTBJICHUHU
00pa3oBaTe/ILHOIO MpoLecca Mo JMCUUILUIUHE (MOYJ/II0), BKJIKYAs NepevYeHb NPOrpaMMHOI0
o0ecrieyeHUs1 1 MHPOPMAINMOHHBIX CIIPABOYHBIX CHCTEM (MPH HEOOXOAMMOCTH)


http://www.elibraru.ru/

1. Microsoft Windows Server;

2. Cewmeiicteo OC Microsoft Windows;

3. Libre Office cB0o60gHO pacnpocTpaHseMblii O(DHUCHBIA MAKET C OTKPBITHIM HCXOIHBIM
KOJIOM;

4. NudopmarnmonHo-cripaBoYHas cucrema: Cucrema Koncynbrantliroc
(Koncynprantllntoc);

5. MHudopmammonHo-npaBoBoe obOecneyeHre [apaHT: DIEKTPOHHBIH MEPUOAMYCCKUI
crpaBouHuk «Cuctema TAPAHT» (Cucrema 'APAHT);

6. DneKTpoHHas uH(pOpMallnOHHO-00pa3oBaTeIbHAs cuctema
MMYV: https://elearn.mmu.ru/

[lepedyeHp MCHOJB3yeMOTr0 MPOTPAMMHOIO OOECIeYeHHMs yKazaH B m.12 maHHOW paboueit
MpOrpamMMbl TUCHUIUIAHBI.

12. Onucanue MaTepHAIbHO-TEXHHYECKOl 0a3bl, HEOOXOAMMOM /ISl OCYLIeCTBJICHUSI
00pa30BaTeJILHOIO MPOLECCa MO0 JMCUHUILIHHE (MOLYJII0)

12.1 YueOHas ayaurTopusi AJsi NPOBeAeHHS] Y4YeOHBIX 3aHATHH, NMPeIyCMOTPEHHBIX
NMPOrpaMmoii, ocHalIeHHasi 000PYy/I0BaHHEM U TEXHUYECKHMU CpeIcTBAMHU 00y4eHu .

Creunanu3upoBaHHasi MeOEb:
KommuiexkT yuebHol mMebenu (CTosi, cTyll) MO KOJIMYECTBY OOyYarolUXCs; KOMIUIEKT MeOenu yis
npernoaaBarens; Jocka (MapKepHas).

TexHuueckue cpencTBa 0OydeHus:
Komnreiotep B cOope Asis mpenogaBates, IpOeKTop, SKpaH, KOJIOHKU

Hepequb JIMOCH3WMOHHOI'0 IMPOrpaMMHOIO O6CCHC‘ICHI/I$I, B TOM 4YHCIIC OTCUYCCTBCHHOI'O
MIPOU3BOJICTBA!
Windows 10, Koncynsrantllroc, Cucrema TAPAHT, Kaspersky Endpoint Security.

[Tepeuens cBOOOAHO PACIIPOCTPAHSIEMOrO IPOrPAMMHOTO 0OECTICUCHHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.

IMonkmouenne k ceru «MHTepHeT» U oOecrmeyeHHe JOCTya B  AJIEKTPOHHYIO
nH(pOpMaIMOHHO-00pa3oBaTeNbHYIO cpery MMV,

12.2. IlomemeHue JJIA CAMOCTOSITEIbHOM Pad0oThHI 00yUYaIOIIUXCS.

Crnenuanu3upoBaHHas MeOelb:
KommuiekT yuebHol mMebenu (CTous, CTyl) MO KOJIMYECTBY OOydarolUXcsl; KOMIUIEKT MeOenu NS
npernojiaBaTess; 1ocka (MapKkepHas).

TexHuueckue cpencTBa 0OydIeHus:
Kommnbrotep B cOope Ui mpernojaBaTens; KOMIBIOTEPH B cOope i 0OydYarolMXCsl; KOJOHKH;
IIPOEKTOP, IKPaH.

IlepeyeHb JNMIIEH3MOHHOTO MPOrPaMMHOTO OOECHeYeHUs, B TOM YHCJIEe OTEYECTBEHHOTO
MIPOM3BOJICTBA:
Windows Server 2016, Windows 10, Microsoft Office, Koncynbrantllntoc, Cucrema 'APAHT,
Kaspersky Endpoint Security.

IlepeueHb cBOOOTHO PACIIPOCTPAHIEMOT0 IPOrPAMMHOI0 00ECTICUECHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom, Gimp, Paint.net, AnyLogic,
Inkscape.

[TomemnieHne A CaMOCTOSITETHHONH pabOThl OO0YYArOIIMXCS OCHAIICHO KOMITBIOTEPHOM
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOYeHHs K ceTn "HHTepHer" m obecrieueHueM A0CTyna B
AJIEKTPOHHYIO0 HH(POPMAIIMOHHO-00pa3oBaTenbHyio cpeny MMY.

Has 1OT:

VYyeOHass ayautopusi Al MPOBENEHUS BCEX BUJOB 3aHATUNH C TNPUMEHEHHEM D3JIEKTPOHHOTO


https://elearn.mmu.ru/

oOydeHHs UM JUCTAaHIMOHHBIX O0pa30BaTENbHBIX TEXHOJOTH, B TOM 4YHCIEe U 3aHITHH
JICKIIMOHHOTO THUIA, CEMUHAPCKOTO THUIIA; JJI MPOBEIACHUS JTaOOPaTOPHBIX padOT, TPYIIOBBIX U
WHJIUBUIYAJIbHBIX KOHCYJIBTALMI; JJI1 OCYLIECTBJICHHUSI TEKYILEro KOHTPOJIS YCIIEBAEMOCTH M
MIPOMEKYTOUYHOM aTTECTAINH; JIJIS BBIIOJIHEHUS KYPCOBOTO MPOCKTUPOBAHUS (KypCOBBIX padoT).

Ayn. 520a (BupTyanbHble yueOHbIe ayautopun: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
BeOunapnas 2, Bebunapnas 3):

Criennanu3upoBaHHas MeOEb:

-CTOJIBI JIJIS TIPETIO/IaBaTENICH;

-CTYJIbSI IS IPETIOIaBaTENIEH;

TexHu4eckue cpecTBa O0yUCHUS:

- KOMIIBIOTEPBI IEPCOHABHBIC /TS TIPEo/IaBaTescii ¢ BBIXOJ0M B ceTd MHTepHEeT;
- HAYIIIHUKH;

- BeOKaMephl;

- KOJIOHKH;

- MUKPO(QOHBI;

Ayn. 315 (BuptyanbHble ydeOHble aymauropum: ayn. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapuas 1,
BeOunapnas 2, Beounapnas 3)
Crenuanu3upoBaHHasi MeOeb!
-CTOJIBI JIJIS TIPETIO/IaBaTENICH;
-CTYJIbSI IS IPETIOIaBaTENEeH;
TexHudeckue cpesicTBa O0YUCHUS:
- KOMITBIOTEPHBI ITEPCOHATBHBIE JIJIS TIPEIIOAaBaTeNIeii ¢ BRIXOJOM B ceTH MHTEpHET;
- HAYIIIHUKH;
- BeOKaMephl;
- KOJIOHKH;
- MUKPO(QOHBI;

13. O6pa3oBaTe/ibHbIE TEXHOJOTHH, HCII0JIb3yeMble IIPU 0CBOCHUH N CUMIIIMHBI

JU1s 0CBOEHMSI TUCILUITIIMHBI UCTIONB3YIOTCS KaK TPaJUIIMOHHbIE (OPMBI 3aHATHH — JEKIUU
(TUIIBI IEKIMHA — YCTAaHOBOYHAsI, BBOJHAS, TEKYIasl, 3aKII0UUTEIbHAs!, 0030pHast; BUJbI JEKIUI —
npoOjeMHasi, BHM3yallbHas, JEKIMsS KOH(EpEeHLHMs, JEeKIHs KOHCYJIbTAlMs); U CEMHHAPCKUE
(mpakTHYeCcKue) 3aHATHS, TAK U AKTUBHbBIE U UHTEPAKTUBHbIE (POPMBI 3aHATHIL - 1ETTOBBIE U POJIEBBIE
UTPBI, peIlIEeHNE CUTYAIIMOHHBIX 3a/1a4 U pa300p KOHKPETHBIX CUTYaLUH.

Ha y4eOHBIX 3aHATHAX UCIONb3YIOTCS TEXHUUECKUE CPEACTBA O0yUEHUsI MyJIbTUMEIUNHON
ayJUTOPUU: KOMIIBIOTEP, MOHHUTODP, KOJIOHKH, HACTEHHBIH 3KpaH, MPOEKTOp, MUKPO(OH, MaKeT
nporpamm Microsoft Office nns qemoHcTpanuu npe3eHTanuii u MeauadainsioB, BUACOTPOSKTOP s
JIEMOHCTpAIMU CIIaliJI0B, BUAECOCIOKETOB U Jp. TecTupoBaHue 00ydyaeMbIX MOKET OCYIECTBISATHCS
C UCIOJIb30BaHUEM KOMITBIOTEPHOTO 000PYIOBaHHS YHUBEPCUTETA.

[Tpu peannsauuu nporpammel ¢ npumenenneM JOT:

Bce Bubl 3aHaTH TPOBOAATCS B (hopMe OHIIaH-BEOMHAPOB C UCIIOJIb30BAHUEM COBPEMEHHBIX
KOMITbIOTEPHBIX TEXHOJIOTHH (Hauuue npe3eHTauuu 1 opyma aist 00CyKIeHHS).

B mnpomecce wu3yueHus IUCHUIUIMHBI CTYACHTHI BBIMOJHSIOT MPaKTUUYECKHE 3aaHUus U
IIPOMEXYTOUHBIE TeCTbl. KOHCYIbTHpOBaHUE IO U3yYaEMbIM TEMAM MPOBOJUTCS B OHJIAHHPEXKUME
BO BpeMsI ITPOBEICHNS BEOMHAPOB M Ha (PopyMe JIJIsi KOHCYJIbTAIIH.

13.1. B ocBoeHMH y4eOHONl AUCUMIUIMHBI HCIOJB3YIOTCH CJeIyOlHe TPAAULHOHHbIE
o0pa3oBaTe/IbHbIC TEXHOJIOTHH:

- YTeHHE MPOOIEMHO-MHPOPMAIIMOHHBIX JEKIUI ¢ HCIIOIBb30BaHUEM JIOCKU U
BHJIEOMATEPHUAJIOB;

- CEMMHAPCKHE 3aHATHUS I 00CYKAECHUS, TUCKYCCUI 1 0OMEHa MHEHUSIMU;



- KOHTPOJIBHBIE OTIPOCHI;
- KOHCYJIbTAIlNH;
- CaMOCTOATENIbHAsE Pad0Ta CTY/ACHTOB € y4eOHOM JIUTEPaTYpOil U IIePBOMCTOYHUKAMH;
- IOJITOTOBKA U 00CYXJIeHHEe pedepaToB (IPOEKTOB), MPe3eHTAIMN (HaydHO-
uccieaoBareNbekas pabora);
- TECTUPOBAHUE IO OCHOBHBIM TEMaM JUCIUILUIAHBI.

13.2. AKTHBHBIC 1 HHTEPAKTHBHBIE MeTOABI U GopMbI 00y4eHUs!

N3 mepeuns BumoB: («mo3eosotl wmypmy, anarus HIIA, ananuz npobaemmuvix cumyayuil,
aAHAIU3 KOHKPEMHbIX CUMYayutl, UHYUOEHMbl, UMUMAYUsA KOJIEKMUBHOU NPOheccuoHanbHol
OdesmenbHOCIU, pa3vblepbléanue poJlell, meopyecKds paboma, C6A3aHHASL C 0CB0EeHUEeM OUCYUNTUHDL,
poaesas uepa, Kpyeavill Ccmoli, Oucnym, 6Oecedd, OUCKYCCUs, MUHU-KOH@epenyus u Op.)
UCIIOJIB3YIOTCS CIIEYIOIIHE:

- oucnym

- aHanUu3 nPoOIEMHbIX, MEBOPHUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponesas uzpa,

- Kpyenvlil Cmo;

- MUHU-KOHGhepenyus

-oucKyccust

- beceoa.

13.3. OcoGenHoCTH 00y4eHHs] MHBAJIUAOB M JIML C OTPAHNYEHHBIMH BO3MOKHOCTSIMH
3n0poBbs (OB3)

[lpu opranm3anuu OOy4YeHHS IO AWCHUIUIMHE YYHUTBHIBAIOTCS OCOOCHHOCTH OpTaHU3aIlUH
B3aMMOJICHCTBUS ¢ MHBAIMJAMH U JIMIIAMU C OIPaHUYEHHBIMHU BO3MOXKHOCTSIMU 3]I0pOBbsI (Jajiee —
uHBanu kI 1 auna ¢ OB3) ¢ nenpio odecreyeHus ux npas, pa3padaThIBAIOTCS aaTUPOBAHHBIC IS
UHBAJIUJOB MPOTpaMMbl TOATOTOBKHM C YYETOM pAa3JIMYHbIX HO30JOTMH, BUABI U (HOPMBI
COIPOBOXKACHUSI 00YUEHHUS, UCIOIb3YIOTCS CIIEUAIbHbIE TEXHUUECKHUE U MIPOrpaMMHBIE CPEJICTBA
00yuyeHHMsl, TUCTaHLMOHHBIE 00pa3oBaTeIbHbIE TEXHOJIOIHH, oOecnieunBaeTcs 6e30apbepHas cpena u
npoyee.

Be10op MeTo10B 00ydeHus onpeaensercs coiepkaHueM o0y4eHus, ypOBHEM METOIUYECKOTO
U MaTepuajJbHO- TEXHUUYECKOT0 00ecredeHtsl, 0COOEHHOCTSIMH BOCTIPUATHS y4eOHON HH(pOpMaluu
CTYIEHTOB-UHBAJIUIOB U CTYJEHTOB C OTPaHMYEHHBIMM BO3MOXHOCTSMH 3J10pOBbi U T.A. B
00pa30BaTeIbHOM MPOIIECCE HCHOJB3YIOTCS COLMAIbHO-aKTUBHBIE M PEQIIEKCUBHBIE METO/IbI
00y4yeHMsI, TEXHOJOTHMH COLMOKYJIbTYPHOH peaOmiuTanuu ¢ Ielbl0 OKa3aHHWs IOMOIIM B
YCTAaHOBJIEHUM MOJHOLIEHHBIX MEXJIUYHOCTHBIX OTHOIIEHMH C JPYTMMHU CTYACHTaMH, CO3JaHUH
KOM(OPTHOTO IICUXOJIOTHYECKOT0 KJIMMATa B CTYAEHUYECKON TpyIIIe.

[Tpu oOyuyeHuu JuIl C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 310POBbsSI 3JIEKTPOHHOE 00yUeHue 1
JTUCTAaHIIMOHHBIE 00pa3oBaTelIbHbIE TEXHOJOIMU MPEAyCMAaTPHBAIOT BO3MOXKHOCTh IpHUeMa-
nepegayy nHGopManuy B AOCTYIHBIX UL HUX QopMax.

OOyuaromecs U3 YUCla JHIl ¢ OTPAaHUMYCHHBIMH BO3MOXHOCTSIMH 3/10pOBBSI 00€CTIEUEHbI
MEYaTHBIMU U 3JIEKTPOHHBIMU 00pa3oBaTelIbHBIMU pecypcamMu B (opmax, aJanTHUpPOBAHHBIX K
OTpaHUYEHUSIM UX 3/10POBBS.
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1. Ilepeyenb K010B KoMIeTeHUMI, GoOpMUpPYeMbIX TMCUMILUINHON B MpoLecce 0CBOEHUs
o0pa3oBaTeJIbHOM MPOrPaMMbI

I'pynna .
KoMIeTenmuii Kareropusi komnereHumii Ko
[Ipodeccuonanpubie - TTK-1
IK-7
2. KomnereHnuu U MHAUKATOPBI UX JOCTUKEHUS
Kon @®opMyIMPOBKA KOMIeTeHIMH | UHAMKATOPBI JOCTHKEHUS] KOMIIETEHIIHU
KOMIIeTEeHIIUH
K-1 Cnocoben coOuparb u|[IK 1.1. OcymecTBiaser MOHUTOPUHT
aHaM3UpPOBaTh  MH(POPMAIUIO | HHPOPMAITMOHHBIX HMCTOYHHKOB,
JUIS  TPUHATUS HEOOXOIUMBIX | HEOOXOIUMBIX TUIS MPUHSTUS
YIPABJICHUYECKUX PEIICHUM B | YIIPABICHYECKHUX PEIICHUU
pamkax taktryeckoro | [IK 1.2. Onpenenser MeTOIbl U METOJAUKH B
IJIAaHUPOBAHUS paMKax TaKTUYECKOTO IJIaHUPOBAHUS IS
OPUHITUS HEOOXOIUMBIX YIPaBICHUYECKHX
peLIeHMI
K-7 CrniocobeH ocylecTBIATh [IK 7.1. Mcnonb3yeT HaBbIKU
JIOKYMEHTUPOBaHUE Ipoliecca JIOKYMEHTUPOBaHUS PE3Y/IbTATOB B paMKax
yIpaBJICHUS PUCKAMU B paMKaX | OTJENbHBIX OU3HEC-TIPOIIECCOB
otnenbHbIX Ou3Hec-npoueccoB u | I1IK 7.3. Onpexnensier u cpaBHUBaeT
(YHKITMOHATFHBIX HAMPaBICHUH | MapaMeTpbl SdKOHOMUYECKUX U
CTPYKTYPHBIX HOJIpa3AeeHui yIpaBICHUYECKUX MPOLECCOB,
OpraHu3alu MPOTEKAIOIIUX B CTPYKTYPHBIX
MO/Ipa3JICJICHUSX
3. Onucanue NJIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUS MO JUCHHUILINHE

3.1. Onucanue NJIAHUPYEMbIX Pe3yJIbTATOB 00y4YeHUs MO IUCUMUILINHE
[Tnanupyemble pe3yiabTaThl 0OOyUeHHUs MO AUCUUIUIMHE MPEACTABICHBI NECKPUNTOpPaMH (3HAHMUS,

YMEHMsI, HaBbIKH).

Jeckpunropsbl 3Hatb Ymern Baaners
10 AMCLHUIJINHE
Kon IK-1

KOMIICTCHIUU




Cnocoben -COBPEMEHHOE - HUCIIOJIb30BaTh COBPEMEHHOE | - METOJI0IOTUeH
cobupats u 3aKOHOJIATENILCTBO B | 3aKOHO/IaTEJIbCTRBO, K1accu(UKaLUH,
AHAJIM3UPOBATH chepe POCCHICKOTO | HOPMAaTUBHBIC U METOJIMYCCKUE | CTAaHIAPTH3ALMH U
uHpopmaruio JICTIONPOU3BO/ICTBA; JIOKyMEHTBI,  PETYJIUPYIOUIHE | YHUPHUKALUH
JUISL IPUHSTUSA - HOpPMAaTHBHBIC U | IBIKEHHUE JOKYMEHTOOO0OpOTa | JOKyMEHTOB;
HEOOXOTUMBIX METOIMYECKIE B TOCY/IapCTBEHHBIX u|- MOHATUIHBIM
YOPABJICHUYECKUX | JOKYMEHTHI, MYHHUIUITATbHBIX anmapatrom B cdepe
pelieHuii B perynmpyomnme OpraHN3aIMsAX; HOPMAaTHBHOTO u
paMKax JIBIDKCHUE - OCYIIECTBIISATH | MIPABOBOTO,
TaKTUYECKOTO JOKyMEHT0000pOoTa B | JIENONIPOMU3BOJICTBO U | PeryJupOBaHHs
IJIAHUPOBAHUS rOCY/IapCTBEHHBIX U | JOKyMEHTOOOOPOT B OpraHax | AEJIONpPOW3BOJCTBA B
MYHHIUITATEHBIX rOCy/IapCTBEHHOM BJIaCTH | OpTraHH3ALIH;
OpraHu3alusiX; Poccuiickoit ®denepanuu,
- HAlpaBJICHUs | OpraHax rOCyapCTBEHHOM
KJIACCH(DUKAITHIH, BIIacTH CyOBeKTOB Poccuiickoii
CTaH/IapTH3aLUH u | Genepanun, opranax
YHU(DHUKALTIH MECTHOTO  CaMOYIIPABJICHHUS,
JOKyMEHTOB; rOCY/IapCTBEHHBIX "
MYHHIUITATEHBIX
TPEATIPUATHSIX "
YUPSKACHUSX, HAYYHBIX U
00pa3oBaTeIbHBIX
OpraHM3aIMAX, TOJUTHIECKHX
MapTHIX, 00ILIECTBEHHO-
MOJIMTUYCCKUX OpraHru3aluiax;
K-7
Cnocoben - OCHOBHYIO | - PUMEHSTH HaBBIKH | - HaBBIKAMU
OCYIIECTBIATh KJIACCU(PUKAIUIO opopmiieHusi,  BeAeHUA U | opOpPMIICHUS, BEICHUS
,I[OKyMeHTI/IpOBaH OpraHn3alfMOHHO- XpaHCHHUA PpaclopsAJUTCIIBHBIX | U XpaHCHUA
uc Hpouecca paCHOpH}II/ITeHBHOﬁ JOKYMCHTOB B | paCliopsAaUTCIbHBIX
praBﬂeHHﬂ JOKYMCHTaIlNN TOCYyAapCTBCHHBIX JOKYMCHTOB;
pI/ICKaMI/I B rocy1apCTBE€HHbBIX H|H MYHUIUIIAJIBHBIX | -HaBbIKaMU
pamMkax MYHHIIUATIATBHBIX OpraHH3aINsX; a¢dexkTuBHOTO
OTIEIBHBIX OpraHM3aIni; - aHATM3MPOBATH COJEpIKaHMe | B3AMMOICHCTBHS C
OusHec- - mopAmoK O(pOPMIIEHHUS, | OPraHU3ALUOHHO — PpasTHBIMA
IPOLIECCOB U BEJCHWS ¥  XPAHCHWS | NPaBOBOMl joKyMmenTamum B | O PYKTYPHRIMA
(YHKIIMOHAJIBHBI | paclopsAUTEbHBIX TrOCYIapCTBEHHBIX 51 H:ﬁi:iﬂeneHHﬂMH B
X HaIlpaBJICHUH JIOKyMEHTOB MYHHIUITATEHBIX 1; HYTPHBEIOMCTBEHHOT
CTPYKTYPHBIX rOCY/IapCTBEHHBIX U | OpraHHu3aIysix; ou
NoApa3IeICHUI MYHUIMITATBHBIX MEKBEIOMCTBEHHOTO
OpraHu3aIuu OpraHu3aIvii; AIIEKTPOHHOTO
JIOKyMEHT0000pOTa
3.2. Kputepuu oleHKH pe3y.JibTATOB 00yUeHHs MO TUCIUIIHHE
HIkana | Uuaukarop
OLICHUB bl Iloka3aTesin oLeHUBAHUS Pe3yaIbTATOB 00y4eHH s
aHMsl | JOCTHIKEHUS




OTJIMYHO/3AYTEHO

3Haer:

- CTYIEHT IIIyOOKO M BCECTOPOHHE YCBOWJI MaTepual, yBEpEeHHO,
JIOTUYHO, IOCJIEN0BATEIBHO U TPAMOTHO €r0 M3J1aracT, ONMpasch Ha
3HaHUS OCHOBHOW U JIOTIOJIHUTEIBHOM JINTEPATYpHI,

- Ha  OCHOBE  CHCTEMHBIX  HAay4yHbIX  3HAaHUM  Jejacr
KBTU(DHUIIMPOBAHHBIE BBIBOJABI U 000OIICHUS, CBOOOIHO OMEPUPYET
KAaTErOpUsIMU U MOHATUSIMHU.

VYmeer:

- CTYICHT yMEET CaMOCTOSTEIIbHO W NPaBWIBHO pemaTh y4eOHO-
npodeccuoHanbHble 3a/a4ydl WU 33JaHHs, YBEPEHHO, JIOTHYHO,
MIOCJICZIOBATEIbHO M ApPryMEHTHPOBAHO H3JIaraTb CBOE pEILIEHUE,
UCIOJIb3YS HAy4YHbIE IOHSTHS, CChLIASICh HA HOPMATHUBHYIO 0a3y.

Bnaneer:

- CTYJEHT BIaJIe€T pallMOHAIBbHBIMH METOJaMU (C HCIIOJIb30BAaHHEM
panMoOHANBHBIX METOJMK) PEILICHUs CIOXXHBIX MPO(pECCHOHATBHBIX
3a/1a4, IPEICTaBJICHHbIX JI€JIOBBIMA UTPaMU, KEUCAMH U T.1.;

[Ipu perieHny NpoAEMOHCTPUPOBAII HABBIKU

- BBIJICJICHUS [JIaBHOTO,

- CBSI3KOM TEOPETUYECKUX MOJI0KEHUH ¢ TPeOOBaHUSIMU PYKOBOIALINX
JIOKYMEHTOB,

- U3JI05KEHHUSI MBICIIEN B JIOTUYECKOM MOCIE0BATEIBHOCTH,

- CaMOCTOSITENILHOTO aHanu3a (hakThl, COOBITUMN, SBIEHUH, TPOLIECCOB
B MX B3aMMOCBSI3M U IUAJEKTHYECKOM Pa3BUTHUHU.

XOPOIIO /3AYTEHO

3Haer:

- CTYIEHT TBEpPIO YCBOWJ Marepuall, AOCTAaTOYHO TPaMOTHO €ro
W3J1aracT, ONUpPasChb Ha 3HAHWS OCHOBHOM M JOIOJHUTEIbHOU
JUTEpaTyphl,

- 3aTpynHsAeTcs B GopMyInpoBaHIH KBATH(PUIIMPOBAHHBIX BBIBOJIOB U
00001eHNH, onepupyeT KaTeropusMu U TOHSATUSIMU, HO HE BCeraa
MPAaBUIIBHO MX BEpUDUIHPYET.

VYwmeer:

- CTYICHT YMEET CaMOCTOSITEIILHO U B OCHOBHOM ITPABMIIBHO PEIIaTh
yueOHo-TIpoeccnoHanbHble 3aJaud WM 3aJaHus, yBEPEHHO,
JIOTHYHO, TIOCJIEOBATEIILHO W apryMEHTHPOBAHO H3JIaraTh CBOE
pellieHre, He B TIOJHOM Mepe HCIONIb3ysd Hay4yHbIe MOHATUS U
CCBUIKM HAa HOPMAaTHUBHYIO 0a3zy.

Bnaneer:

- CTYJCHT B LIEJIOM BJIAJICET PAllMOHAIBHBIMA METOJAAMU PEILICHUS
CJIOKHBIX HpO(i)GCCI/IOHaHBHI)IX 3aaa4, NpCaACTAaBJICHHBIX JCJIOBBIMUA
UrpaMH, KeicaMu U T.1.;

[Ipu pemieHry cMOT MPOAEMOHCTPUPOBATH JOCTATOYHOCTH, HO HE
rTyOMHHOCTH HaBBIKOB

- BBIJICJICHUS TJIABHOTO,

- U3JI0XKCHUS MBICIICH B JIOTHYECKOM IMOCIIEA0BATEILHOCTH.

- CBSI3KHN TCOPETUICCKUX MOJIOKEHUI C Tpe60BaHI/I$IMI/I
PYKOBOJSIIIIUX JOKYMEHTOB,

- CaMOCTOSITENHHOTO aHaim3a (akThl, COOBITHH, SBJICHUMH,
MIPOIIECCOB B MX B3aMMOCBSI3U M TUAJIEKTHUYECKOM Pa3BUTHUHU.

VJIOBJIETBOPUT

EJIbHO/

N A TYmOY Ty

3Haer:

- CTYJICHT OPUEHTUPYETCS B MaTepHalie, OJJHAKO 3aTPYAHSIETCS B €ro
HN3JI0KEHHU,

- IOKAa3bIBAeT HEJIOCTATOYHOCTh 3HAHUM OCHOBHOI U
JIOTIOJIHUTEIBHOM JIMTEPATyPBhI;

- c11abo apryMEeHTHPYET HayYHBIE TOJIOKECHHS;

- MPAKTUYECKHU HE CIIOCOOEH chOopMyYITHPOBATH BBIBOIBI U
0000MIeHMS;

- YaCTUYHO BNaJIE€T CUCTEMOM MOHSATHH.




Ymeer: - CTYJICHT B OCHOBHOM YMEET PEUINTh yueOHO-TPO(hecCHOHANBHYIO
3a7a4y WM 3aJaHue, HO JIOIYCKAeT OIMOKH, ci1abo apryMeHTHPYeT
CBOE pEIICHHE, HEJOCTATOYHO UCIIOJIb3yET HAYUYHbIC TOHATHUS U
PYKOBOASIINE TOKYMCHTHI.
Bnaneer: - CTYJACHT BJIaJieeT HEKOTOPHIMU PALMOHATBHBIMA METOAAMU
PELICHNUS CI0XKHBIX MTPOPECCHOHATBHBIX 3a/1a4, IPEICTABICHHBIX
JICTIOBBIMH UTPaMU, KecaMH ! T.1I.;
[Tpu pemernn MPOAEMOHCTPUPOBAT HEOCTATOYHOCTH HABBIKOB
- BBIJICJICHUS TJIABHOTO,
- U3JI0’KEHHSI MBICJICH B JIOTHYECKOH ITOCIIEI0BATEIILHOCTH.
- CBSI3KHM TEOPETHUYECKHUX MOJOKEHUH ¢ TPeOOBAHUSIMH PYKOBOISAIINX
JTOKYMEHTOB,
- CaMOCTOSTEIHHOT0 aHAIM3a (PAKThI, COOBITHH, SIBJICHHIA, TPOIIECCOB
B MIX B3aHMMOCBSI3H M JHAJICKTUYECKOM Pa3BUTHH.

Kommnerenius He TOCTUTHYTA
3HaerT: - CTYJICHT HE YCBOWJI 3HAYUTEIHHON YaCTH MaTepHaa;

E S'—_;) - HE MOKET apryMEHTUPOBATh HAyYHBIE MOJIOKEHHUS,

A E - He (hopMyITHpyeT KBATM(UIIMPOBAHHBIX BEIBOJIOB U 00OOIICHMIA;

8 z - He BJIAJIEET CUCTEMOU ITOHATHH.

E ;’ Ymeer: CTYICHT HE IOKa3all yMEHHE pemaTh y4eOHO-TIPO(heCCHOHATHHYIO
E an 3a/1adyy WIH 3a/laHue.

8( S | Bunaneer: HE BBINOJHEHBI TpeOOBaHUsA, TNPEIBABISIEMbIE K  HaBBIKaM,
Ej E OLICHUBAEMBIM “‘yJIOBJIETBOPUTEIIHHO .

an

4. TunoBble KOHTPOJbHBbIC 3aJaHMA W/WIM HHBIE MaTepuaidbl IS TPOBEACHUSA
NPOMEKYTOYHOH AaTTecTAUMU, Heo0XOoAMMble [JIsi OLEHKH [OCTH:KeHUSI KOMIleTeHLMH,
COOTHECEHHOM ¢ pe3yJbTaTaMu 00y4eHHs 110 AUCHHILINHE

Tunosbie BOIPOCHI

1.Henn, 3anaun u npuHnuns! JJOY. Uctopus JJOVY kak Hayku.

2.Ilpenmer u 3agaun Kypca.

3.Jloruyeckast CTpyKTypa IMCUUIUIMHBI, €€ MECTO B CHUCTEME IMOJTOTOBKM CHELHAIUCTa,
MEXXITPEIMETHBIE CBA3H.

4. CoBpeMEHHOE JIETIOMPOU3BOICTBO: 11€JH, 3a]]a4l ¥ MPUHIIHIIHI.

5. OcHOBHBIE TOHATUS U OIpEICNeHUs: JIOKyMEHT: €ero CcBOHCTBa U (YHKIMH,
JIEJI0NPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

TunoBbie NPo0JIeMHO-AHAJTUTHYECKHE 3aaAHUS

1. IIpobaemno-ananumuyeckoe 3a0anue:
1. HazoBute Bce BHIBI JOKYMEHTOB U YKaXHTe, [0 KaKUM @pPU3HAKaM OHHU
KJIacCUPHUITUPYIOTCS.
2. HaiinuTe onpezaeneHue J0KyMEHTa B TOCYIapCTBEHHOM CTaHJapTe.
3. CocraBpte Tabnuny «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCLUIIIIMHAX)»
4.0npenenute BUJ JOKyMEHTa: OQHUIMATbHbIE, TUYHbIE U JJUYHOTO MPOUCXOXKICHHS

2. Ilpobremno-ananumuueckoe 3a0anue:
1.CocraBbTe puKa3 (pacropsikeHHe) o IpueMe Bac Ha padoTy,
2.CocTaBbTe pUKa3 (pacnopspKEHUE) O EPEBO/IE Bac Ha IPYTyIo paboTy



3. CocraBste [Ipukas (pacnopspkeHHe) 0 IPeIOCTaBICHUN BaM OTITyCKa

3. Ilpobremno-ananumuueckoe 3a0anue:

1.CocTaBbTe TpaduK OTIYCKOB OpraHU3aLUN COCTOSIIEH U3 15 COTpYTHUKOB: 2 U3 KOTOPBIX
3aMECTUTENIN PYKOBOAMTENS, OAMH- TJIaBHbIM Oyxrantep, 2 — Oyxrajirep M Kaccup, OAMH —
CHELHATHCT OTJIeNIa KaJIpoB, 5 — pabounx-CMEHIINKOB, 2-pabOTHUKU Ha 8 4acoBOI pabouMii 1eHb,
oJlHa — ybopiuia, 2 — MEHEIKEPOB.

2. CocraBpTe IpHKa3 (pacHopsbKEHHE) O MPEKpalleHUH JIEHCTBUSI TPYAOBOIO JOTOBOpA
(KOHTpAKTa) C BaMH.

3.CocrtaBbTe pHKa3 (pacnopsuKeHKE) O HAPABJICHUH BaC B KOMaHIUPOBKY

4.BpInuuinTe KOMaHIUPOBOUYHOE YAOCTOBEpEHUE PaOOTHUKY

4. TIpo6iieMHO-aHATUTHICCKOE 3aJaHuE:

1. Pa3GeiiTech Ha rpynmsl 10 4 4yenoBeka u cocTaBbTe [IpaBuia BHYTPEHHETO TPYIOBOTO
pacniopsiaka; IlomoxkeHue o 3amUTe MEepPCOHANbHBIX NaHHBIX; [lomoxkeHue 00 oruiare Tpyaa;
[TonoxxeHne o CTPYKTYpHBIX NojapasaeneHusx; Ilonoxenue 06 arrectanuu

2. BoibepuTe 0HY U3 KOHKPETHBIX JOJKHOCTEH U COCTaBbTE JOKHOCTHYIO HHCTPYKLIUIO

3. CocTaBbTe NMPUKA3 O TOOUIPEHUH PAOOTHHKA.

5. Ilpobremno-ananumuueckoe 3a0anue:
Pas0eiiTeck Ha rpymIibl Mo 4 4eIOBEKa U COCTaBbTE
1. I[lonoxxeHre o NpeMUPOBAHUY;

2. MHCTpYKIIHIO TIO KaJPOBOMY JICJIOTIPOU3BOJICTBY;
3. IlonoxeHnue 00 OIEeHKE MePCOHaa;
4. [lonoxenue 06 oOydeHUu;
5 .Ilonoxenue 06 aganTanuu

6. I[Ipobaemno-anarumuyeckoe 3a0anue:
1. CocraBbTe rpaduk JOKYMEHTOOOOPOTa B KOHKPETHON OpTraHU3aluu
2. Pa30eiiTech Ha rpynmsl MO 4 YeJIOBEKa U COCTaBbTE
- [TonoxeHue o paboTe ¢ KaJIpOBBIM PE3EPBOM;
- [TonoxeHne 0 TpeMUPOBAHUH

7. Ilpobnemno-ananumuuecrkoe 3a0anue:
1.IIpencraBbTe CTPYKTYpYy Y cTaBa OpraHu3aliuu
CocraBbTe:

2. [TocTaHOBJIEHNE IO KOHKPETHOMY COOBITHIO.
3. Pemienue o KOHKpETHOM 3a/1aue yIpaBJICHUS.

8. Ilpobremno-ananumuueckoe 3a0anue:
1. CocraBbTe MpHUKa3 Mo KaApoOBOMY COCTaBY.
2. CocTaBpTe yKa3aHME M0 PEMICHUI0 KOHKPETHOIO BOIIPOCA.
3. CocraBbTe pacnopsKeHHs [0 KOHKPETHOMY COTPYIHHUKY
4. OdopmuTe IPOTOKOI 3aceNaHUs COOpaHHS KOJUICKTHBA OpTaHU3aIlNH.

9. Ilpobremno-ananumuueckoe 3a0anue:
1. CocTaBbTe aKT 0 HapyIIEHUH TPYAOBOTO JOTOBOPAa KOHKPETHOT'O COTPYAHHUKA.
2. Onumure cTpykTypy Ilomoxxenus kak TOKyMeHTa
3. OnuimTe npaBuiIa COCTaBIEHUS MHCTPYKIHHA

10. IIpobremno-ananumuieckoe 3a0anue:
. Ucnionb3yst TunoByro opmy «oOmuii OJ1aHK» 3aMOJIHUTE €e.

—



2. Wcnionb3ys TUNIOBYIO (hopMy «OJIaHK MUChbMay 3al0JIHUTE €€
3. HUcnonb3ys TUoByIo (hopMy «OIaHK KOHKPETHOTO BHJA TOKYMEHTay 3aIl0JIHUTE €.

TeMmbl Hcc1e10BaATEIbCKHX, TBOPYECKHX POEKTOB

Iloozomoska ucciedosamensbCkux NPOeKmos o Mmemam:

1.Mcnonp30BaHne KOMITBIOTEPHBIX TEXHOJIOTUI MPU CO3JJaHUU M 0(OPMIICHHH JOKYMEHTOB.

2. DIEeKTPOHHBIN IOKYMEHT U IIpobJieMa ero nmpaBoBOro CTaTyca.

3. OcobeHHOCTH COTTIacOBaHUS SJIEKTPOHHOTO JJOKYMEHTA.

4. HWudopmannoHHO-CIIpaBOYHBbIE JOKYMEHThl — CIPaBKH, aKTbl, [JOKJIAIHBIE U
OOBSICHUTENIbHBIC 3alMCKHU, JOBEPEHHOCTH, CIyXeOHbIe MUChMa, TeIe(OHOIPaMMBbI, TEJIETPAMMBI,
(hakcorpamMmsI

5. [Ipunanue 1OPUANIECKON CHUIIBI JOKYMEHTY B AJIEKTPOHHOU (hopMme.

6. [Ipumenenue 6a3 JaHHBIX, I1a0JIOHOB, TEKCTOBBIX PETAKTOPOB.

Tseopueckoe 3a0anue (c 21emenmamu scce)
Hanummure scce o teme:
1.Posp apXWBOB B COXpaHCHHH JOKYMEHTOB
2. MexBe1OMCTBEHHBIE, BEJJOMCTBEHHbIE apXUBBl. APXUBBI OpraHU3alui,
NPEINPUATHH, yupexaeHnuid. [ 'ocy1apCTBEHHbIE apXUBbI
3. DNEKTPOHHBIN TOKYyMEHTOOOOPOT: MOJIOKHUTEIbHbIE U OTPUIATEIEHBIE YEPTHI

Tunosble 3aJaHNA K HHTCPAKTHBHBIM 3AHATUAM

CpasnumenvHulii ananus 6 popme oucnyma
1.D51eKTpOHHBIN T0KYMEHTOOOOPOT: MOJIOKUTENIbHbBIE U OTPULIATENIBHBIE YEPThI
2. Mecto aucuumiauHbl “OCHOBBI 1€JI0MPOU3BOICTBA M IOKYyMEHTOOOOPOT” B COBETCKOM M
COBPEMEHHOM CUCTEMaX MOJrOTOBKH CHEIMAINCTA -YIIPABJICHIA.

3aoanue no pewenuro ynpaenenuecxou cumyayuu. Ketic 1

[Ipouwio 3acemaHue WHBEHTApU3AIMOHHOM KOMHCCHM 3aBOJIa Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBajICs BOMPOC O pe3yidbTaTaX WHBEHTapU3aluu 1o ckimaxy Ne 2
BCIIOMOTaTeNbHBIX MaTepuanioB. Ha 3acemanuu ObUIO MPUHSATO MOCTAHOBIEHUE 00 yTBEpXKACHUU
pe3yJIbTaTOB HMHBEHTAPU3AIMM WM OTHECCHHS 3a CYET 3aBEYIOMIEro CKJIQJ0OM HEIOCTauu
BCIIOMOTATENbHBIX MaTepHaloB B cymMme 365 Theic. py0., a Takke 3a4yUTaHbl CIHMYUTEIbHAs
BEJIOMOCTH 110 CKIaay Ne 2 v 0OBSICHUTEIIbHAS 3aIHCKa 3aBEAYIONIETO CKIaI0M.

- Kakoif ToKkyMeHT cocTaBIseTCs IO UTOTaM 3aceTaHuii KOMUCCHI pa3HOro poaa?

- Kakue pekBU3UTHI JOJKECH BKITFOYATh JAHHBIN JJOKYMECHT?

- CKOJIBKO CTPYKTYPHBIX YacTei OH Mperoaraer?

- Kakue pakrryeckue TaHHbIC JOJKHBI OBITH BHECCHBI B 3TOT JIOKYMEHT?

Pewenue keiica.

[To nroram 3acemannii KOMUCCHH cocTaBisieTcs [[poTokoI 3acejaHNs] HHBEHTAPU3AIMOHHON
KOMUCCHH 110 PACCMOTPEHUIO PE3yIbTAaTOB WHBEHTAPU3AIIHH.

[TpOTOKOII CONIEPIKUT CIISTYIOIINE PEKBUZHUTHI:

HAaUMEHOBAHHME OpraHU3allMii; Ha3BaHWE BHJA JOKYMEHTa; JaTa W HOMEpP MPOTOKOIA;
3aroJIOBOK K TEKCTY; TEKCT; IMOAMMCH YIaCTHUKOB; TPU( YTBEPXkIACHUS (B CIIydae, KOT/1a MPOTOKOIT
MOJITIEKUT YTBEPHKIICHUIO).

[TpoToKOa COCTOUT U3 2 YacTel: BBOJHON U OCHOBHOM.

B 3TOT 1OKYMEHT JOKHBI OBITh BHECEHBI CleAyIonie GakTHIeCKue JaHHbIE:

1) Ha3BaHMS TOKYMEHTA U MPEATPUSATHS.

2) yKa3aHUe 4JIEHOB KOMHCCUU U TIPeJICeIaTeNs.

3) CIIMCOK BBHICTYHAIOIINX Ha 3aCeIaHIH KOMHUCCHHU.



4) UTOr" NHBEHTAPHU3ALHH.

5) peieHusi, KOTOpbIE ObLTH MPUHSTHI.

6) 3aKJIF0YEHUE KOMUCCHH.

7) UTOTH TOJIOCOBAHUS (€Cin ObLIN).

8) MeponpusATus, IPOBEJCHHBIE B IIPOLIECCE HHBEHTApU3ALUH.

9) BBISIBIICHHBIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (MMS U TOJKHOCTB).
10) nata ¥ MECTO COCTaBJIEHUS IPOTOKOJIA.

11) noanucu npexacenaresns U ceKperapsi KOMUCCHU.

Keuic 2

B crpoutensHOM KoomepatuBe «CtpolicepBuc» Obl1 OOHapykeH (akT HEeNpaBHILHOTO
UCITIOJIb30BaHUSl CTPOUTEIBHBIX OTXOZO0B. I[Ipy mpoBepke paboOThl CKiIaJa MHIOMAaTEepPHUaIoOB
YCTAQHOBJICHB! (PAKTHI OTIYCKa B KOTEJIBHYIO JJISl CKUIAHUS OTXOJ0OB NMUJIOMATEPUATIOB JIMHHOM
cBbie 20 cMm.

- Kakoil 1OKyMEHT ITO3BOJIUT PETIAMEHTUPOBATH OTILYCK CTPOUTENIBHBIX MAaTEpUaIoB?

- Kakuie myHKTBI JOJKHBI OBITH B TAHHOM JIOKyMEHTE 00513aTeIIbHBIMU?

- CKOJIbKO JOJDKHOCTHBIX JIUI JOJDKHBI OBITh OTBETCTBEHHBIMH 32 UCIIOJHEHUE JAHHOTO

JOKyMeHTa?

- Kakue pekBU3NTHI JOJDKEH BKIIOYATh JAaHHBINA JTOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTell OH Iperoaraer?

- Kakue (aktuueckne naHHbIE TOJKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Pewenue keiica

JIOKYMEHT, KOTOPBIH IO3BOJIUT PErIaMEHTHPOBATh OTIIYCK CTPOUTENIBHBIX MAaTEpPUANIOB -
IIpukas.

O0s3arenbHble MyHKTHI IPUKa3a: 1) MyHKTHI, B KOTOPBIX JAIOTCS MOPYYEHHS HCIIOTHUTEISIM
Y CPOKHU UCIIOJHEHMS. 2) MYHKT O KOHTPOJIE UCIIOJIHEHUS IIpUKa3a.

OTBETCTBEHHBIM 3a UCIIOJHEHUE NPUKa3a ABIISETCSA OJHO JOJKHOCTHOE JIMIIO.

[Ipuka3 noMmKEeH BKJIIOYATh TaKWE PEKBU3UTHI, KAaK IOJHOE HAMMEHOBAHHWE KOMIIAHUH
COIJIaCHO JEHCTBYIOIIEMY YCTaBy; OpraHM3allMOHHO-TIpaBOBas (popMa; MECTO COCTaBJICHHUS WIIH
U3JIaHUS; PETUCTPALIMOHHBIA HOMEp, YKa3aHHBIA B JKypHaJIe PErHCTpalliM; HaAUMEHOBAaHUE BUIA
JIOKYMEHTA; 3arojIOBOK; TEKCT; Jara CO3/JaHWsA; JaTa IOANHMCAHUSA MOJANNCH PYKOBOAMUTENS C
pacmr@poBKOil; OTMETKH O HAJTMYUU MTPUIIOKEHUH;

IIpuka3 BriIoyaer B cebs JBe CTPYKTYpHbIE 4YacTH: KOHCTAaTUPYIOILYIO U
PpacropsIANTENBHYHO.

B 3TOT 10OKYMEHT JJOIKHBI OBITH BHECEHBI (haKTHUECKUe TaHHbIe [IpHUnHbI M TOpyUYeHHUS.

Ananumuueckue 3a0anus

1. Ucnons3ys I'OCT 7.32 — 2001 IlIpaBunma odopmiieHHSI TEKCTOBBIX JOKYMEHTOB,
chopmynupyiTe OCHOBHBIE TPeOOBaHHUS K O(POPMIICHHIO TEKCTOBBIX JOKYMEHTOB

2. Ucnomszys T'OCT P 6.30-2003 VYHuPHUUHPOBAHHBIE CHCTEMBl JOKYMEHTAIUH.
VYHupuuupoBaHHas cUCTeMa OpraHU3alMOHHO-PACIIOPSIUTENBHON TOKyMeHTauuu. TpeboBaHus K
opopMIIEHHIO  JTIOKYMEHTOB, chopMynupyiite mnpaBuia o(opMIeHHS  OpraHU3allMOHHO-
pacropsAIUTeIbHON TOKYMEHTALIMU

3. Mcnonp3ysl KOHKPETHBIN TOKYMEHT, IEPEUNCIINTE PEKBU3UTHI.

4. CocTaBbTe CXeMY PaCTOPIKEHHUS TPYOBOTO JOTOBOPA MO MHUITMATHBE PAOOTHHKA.

5. Haueptute cxemy TOKYMEHTOOOOpOTa B OpraHU3aluu

6. CocTaBbTE MHCTPYKIIMIO IO COCTABJICHUIO HOMEHKIJIATYPHI €.

7. 3anumure npaBwia pabOThl € JOKYMEHTAaMH, COJACpXKAlUMH KOH(DUICHIHATbHYIO
MH(pOpMaIHIO.

Tunosble TECThI



Bonpoc 1. Jle1onpon3BoacTBO — 3TO:

1. 1eATeIbHOCTH MO JIOKYMEHTHPOBAHMIO, JOKYMEHTO000POTY, ONePATUBHOMY XPAHEHHIO H
HCNOJb30BAHUIO JOKYMEHTOB;

2. mpouenypa Co3JIaHusl, THPAKUPOBAHUS M PETHCTPAIIMH BXOIAIMINX U UCXOISAIINX JOKYMEHTOB;
3.HemocpeACTBEHHOE CO3/IaHNe OPHUINATBHBIX JOKYMEHTOB Ha MPEANIPHUITUH,

4. nesTeNbHOCTH 110 JOKYMEHTHPOBAHHIO U IOKYMEHTOOOOPOTY.

Bomnpoc 2. ITos10:xeHHe 0 CTPYKTYPHOM MOAPa3AeJIeHUU — ITO:

1. mpaBoBoOii aKT, KOTOPbI YCTaHABJMBAeT CTAaTyC, (yHKUHMHU, NPaBa, O0S3aHHOCTH U
OTBETCTBEHHOCTH CTPYKTYPHBIX M0O/pa3/ieleHUuil NJIM MHBIX OPTaHOB;

2. TpaBOBOW aKT, KOTOPBIA OMpEIeNseT CTaTyC OpPraHM3alluH, ee 3adayd U (PyHKIUH, MpaBa,
OTBETCTBEHHOCTb, IOPSIIOK ACSITEIbHOCTH;

3. IOTOBOP, CTOPOHBI KOTOPOTO 00S3YIOTCS CO3/1aTh IOPUINYECKOE JIUIO M YCTAHABIUBAIOT MOPSI0K
COBMECTHOH JIEATEILHOCTH IO JaHHOMY (DaKTy

4. Bce OTBETHI BEPHbIE

Bonpoc 3. JlaToii 10/1:KHOCTHOH MHCTPYKIIUM SIBJISIETCS /1aTa:
1. ee yTBep:KIeHUs;

2. e COCTaBJICHUS;

3. 0O3HAKOMJICHUS C Hell paboTHUKA

4. coriacoBaHus

Bonpoc 4. [IpaBoBoii akT, B KOTOPOM 0TOOpaxkaeTcs NMOPSAA0K AeSATeJbHOCTH PYKOBOACTBA
OPraHM3aNyy, a PABHO KOJIETHaJbHOI0 WJIH COBEIATE/ILHOI0 OPraHa — 37To:

1. pernamenr;

2. LITaTHOE pacIUCaHMUE;

3. pacmopsikeHue,

4. ycras.

Bonpoc S. ITo chepe cBoero geiicTBusg pacnopsiauTeIbHbIe JOKYMEHTBI 1eJIATCH HA:
1. penepanbHOTO YPOBHS, PETHOHATBLHOTO YPOBHS, TPABOBBIC aKThl OPTaHU3AIN;

2. KOJUIEKTUBHBIE U HHIUBUYaJIbHBIC,

3. IpaBOBbIE AKTHl OPraHU3aIMii, IPAaBOBBIE aKThl UX CTPYKTYPHBIX MOJPA3IEICHUM.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne uzaaercs:

1. pyxkoBoauTeIeM eIMHOJTUYHO;

2. KOJJIErHanbHO;

3. B YCJOBHUSIX BEJJOMCTBEHHOTO PEryJIHpOBaHUS,

4. eQVMHOJIMYHO WU KOJUIETHAIBHO, B 3aBUCUMOCTH OT CUTYallUH

Bonpoc 7. Konust yacTu 10KyMeHTa, KOTOPas 3aBepeHa B ONpeleJIeHHOM MOPAIKe, 3TO:
1. BBLINNCKA;

2. BIEKTPOHHAs KOMUS;

3. myOmnmkar,

4. crmcok

8. He siBJIsieTCS1 AJOKYMEHTOM, KOTOPbIii HHUIIUHMPYET pelieHune:
1. npoekT nOKyMeHTa;

2. 3aKJII0YEHHUE;

3. moknagHas 3aIncka,



4. BCe OTBETHI HEBEPHBIE

Bonpoc 9. Yem BHeniHe OTJINYAETCA MPOEKT JOKYMEHTA OT €ro OKOHYATEJILHOr0 BApUAHTA?
1. Haanucbio «poeKT» B BEpPXHeM I10J1e CIIpaBa;

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

3. IlpoekT oopmiisiercs Ha crielraIbHOM OJIaHKe

4. Bce oTBETHI BEpHbIE

Bonpoc 10. Kakasi 4acThb NOCTAHOBJIEHHMSI COAEP:KMT HOPMATHBHBIE IOJIOKEHUS WU
nopyvenus?

1. PacnopsiauTtesibHast;

2. Koucrarupyromas;

3. BBonHas

4. 3akmrounTeNbHas

Bomnpoc 11. B coctaB HH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB He BXOJMT:
1. yka3zanme;

2. noKJaaHas 3aIlMcKa;

3. cBoOjKa,

4. oObsicHUTEIbHAS 3aIHCKa

Bonpoc 12. Bua uHpOpMALMOHHO-CIPABOYHOM JOKYMEHTALMH, SIBJSIOLIENcS CIOCOO0OM
ONepaTHBHOI0 HH(POPMALMOHHOI0 00MeHAa MesKAy OPraHu3auusiMi, Ha3bIBAETCH:

1. 1eJ10BOM NMePenucKoii;

2. JDOKyMEHTalMeH uisl CiyKeOHOIo NOJIb30BaHNUS;

3. CTaTUCTUYECKON OTYETHOCTHIO

4. cmyxeOHOM 3armiCcKOoi

Bonpoc 13. Yro npeacrasJsier co00ii 3asiBJieHHE B JOKYMEHT0000pOTE OPraHu3anumn?

1. 9TO0 NOKYMeHT, KOTOPbIH aJpecOBaH NOJKHOCTHOMY JIMIy M COJCPKHT KaKYHO-JIH00
npocb0y padoTHHKA;

2. DTO JOKYMEHT C MpeJI0KEHNEM Ha3HaYUTh, IEPEMECTUTh UM MOOIIPUTh PAOOTHHKA;

3. OT0 TOKYMEHT, OOBSICHSIOLINI MPUUYUHBI CITYYUBIIETOCs, KOTOPbII COCTaBIIsIET paOOTHHK.

4. Bce oTBETHI BEpHBIE

Bonpoc 14. Uto He sABAseTCA NPU3HAKOM aKTa?

1. cocraBienue B cB000AHOI Gopme;

2. ycTaHoBieHUE (PAKTHUYECKOTO COCTOSHUE JIEN U OTPAXKEHHE €ro B aKTE;
3. TIOATBEPKIEHNE YCTAHOBIICHHBIX (PAaKTOB, COOBITHH, TEHCTBUH,

4. KOJUIErMaJIbBHOCTh COCTABJICHUS.

Bonpoc 15. JlokymeHTBI, KOTOpbIe¢ W3JIaHbI BHYTPH Y4YPE:KICHHSl M OTHPaBJIEHbI 3a €ro
npeaesbl 1Jis PyKOBOACTBA HM/KECTOSIIIIUM OPraHaM ynpaBJ/ieHHs JIM00 B LeJAX MCIIOJTHEHUs!
NMUCbMEHHBIX YKA3aHUH BBICIIECH HHCTAHIIUH, HA3LIBAIOTCH:

1. ucxoasiIMMHU JOKYMEHTAMM;

2. BXOJAUIMMH JOKYMEHTaMU;

3. IOKJIaTHBIMH 3aITFCKaMH,

4. mepenucKou.

Bonpoc 16. Uro BkiI10o4aeT B ce0s1 TEXHUYECKOE HCIOJIHEHHE JOKYMEHTA:
1. moAroToBKY NMpoOEKTAa JOKYMEHTa, Ha0Op U pacneyaTKy TeKCTa NMPOeKTa, KOPPEeKTHPOBKY



coliep:KaHHUsl IOKYMeHTa Tocje corjacoBanusi, odgopmieHue (GUHAILHOIO BapHaHTA
JAOKYMEHTA;

2. TpenocCTaBICHUE pACICYaTaHHOTO MPOCKTa JOKYMEHTa PYKOBOIMTENIIO HAa COTJACOBAHHE,
yCTpaHEHUE HETOYHOCTEH, HabOp OKOHYATEILHOTO JOKYMEHTA;

3. cocraBieHHE JOKYMEHTa Cpa3y B OKOHYATEIILHOM BapHaHTE, €ro MOIHCAHUE Y PYKOBOIUTEIIS,
OTIIpaBKa JOKYMEHTa aJipecary,

4. BCce OTBETHI BEPHBIC

Bomnpoc 17. Korja 10KyMeHT SIBJISI€TCS UCIIOJHEHHbIM?

1. Koraa paccmaTpuBaeMblii B JIOKyMEHTe BOINPOC pa3pelieH MOJHOCTbIO U MepenucKa 1o
HeMY 3aBepllleHa;

2. Kak ToibKO JOKYMEHTY IIPUCBOEH PETUCTPALIMOHHBIA HOMED;

3 . Korna 1okyMeHT NoJiydeH KOHEYHBIM aJpecaToM

4. Korna JOKyMEHT OTIIPABIIEH HA apXHUBHOE XpPaHEHHUE

Bomnpoc 18. OTiinune akTOB NPOBEPOK, 00C/I€I0BAHNH, PEeBU3UIl 3aK/II0YaEeTCS B TOM, 4YTO
OHH...

1.pukcupyroT ycTaHOBIIEHHBIC (DAKTHI M COOBITHUS

2. COCTABIISIFOTCS JIJIS IOATBEPIKACHUST YCTAHOBJICHHBIX (DaKTOB, COOBITHIA, ICHCTBHI

3. He TOJbKO (PMKCHPYHT YCTAHOBJIEHHbIEe (PAKTHI M COOBLITHS, HO M COJEPKAT BbIBOJbI,
PeKOMEeHIANH U TP eIJI0KEeHUsI

4. comepKaHHE HE COTJIACOBBIBACTCS C JOJDKHOCTHBIMH JIUIIAMH, JIEATEIBHOCTh KOTOPBIX
OTPaKACTCS B aKTE

Bomnpoc 19. Hudposoii niin 6ykBeHHO-IU(PPOBOH HICHTH(PUKATOP TOKYMEHTA, BKIKYAI0 UM
NOPSIAKOBBIII HOMeEp, JONOJHSIeMbIil 10 JKeJAaHWK HMHAEKCAMH COIVIACHO HCIO0JIb3yeMbIM
KJIaccuuKaTopaM, Ha3bIBACTCH:

1. perucTpaliuoOHHBIM HOMEPOM J10KYMEHTA;

2. rpudom;

3.1aToMl JOKyMEHTa

4.peKBU3UTOM.

Bonpoc 20. Kakoii ¢popmaTt 6ymaru ucnosb3yercsi Al H3roTOBJICHUsI 0JIAaHKOB Pe30JII0nuii?
1. A5, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem nHpopManmnu siBJsieTCs:

1. MaTepuaJbHBIH 00BEKT, KOTOPbINA HYKEeH AJIs1 (PMKCANMHU, XPAHEHUs (M BOCIIPOU3BEACHHS)
peuyeBoii, 3ByKOBOM MM M300pa3uTe/IbHOM nHGopManun;

2. co3gaTeinb JOKYMEHTA;

3. cTpyKTypHOE mojapasjesieHue, BhIIOHsoee (YyHKIUU 0 BEACHUIO JOKyMEHT0000poTa

4. pyKOBOAMTEIb MOAPA3ACICHUS.

Bonpoc 22. CBoOHCTBO J0KYMEHTa IMOATBEPKIATH [1EJOBYI0 IEeATEJbHOCTH JIM0O COObITHE
JIMYHOI0 XapaKTepa — 3To:

1. ropuauyeckass 3HAYUMOCTDb JOKYMEHTA;

2. YOpUAHYECKas CHJIAa JOKYMEHTa;

3. ayTeHTHYHOCTb,

4. pyHKIMS TOKYMEHTa



Bomnpoc 23. TunoBbIM CpOKOM HCHOJHEHUSA JOKYMEHTA HA3bIBAETCH:

1. cpok MCIO/THEeHHS JOKYMEHTA COIJIACHO HOPMATHBHO-IIPABOBOMY aKTY;

2. CpOK HCIIOJIHEHHUS, KOTOPbII yCTaHOBJIEH B OpraHU3allMOHHO-PACIIOPAIUTEIILHOM JOKYMEHTE UIIH
B PE30JIIOLINN;

3. CpPOK UCHOJHEHHUs, yCTAHOBJICHHBIN CIIOKHUBIIMMCS B OpraHU3aI[MH 00bIYaeM

4. Bce OTBETHI BEPHbIE

Bonpoc 24. CipaBoYHUK, cOep KAl CBeJleHUs 0 (POHIAX apXHBa U NPeJHAZHAYEHHBbIH 1JIA
03HAKOMJIEHHSI C HX COCTABOM H CO/Iep:KaHHeM — 3TO:

1. apXUBHBIIA MyTEBOAUTEIID;

2. apXUBHBIN CIIPABOYHUK;

3. apXuUBHBIN yKa3aTelb,

4. GoHIOBBII CLIPAaBOYHUK

Bomnpoc 25. YandpuuupoBannoi GopMoii 10KyMeHTA ABJISICTCH:

1. ¢popmynasip nOKymMeHTAa ONpeNeJTeHHOr0 BH/IAa, KOTOPBIA COAEP:KUT MOCTOSTHHYI0 YAaCTh
TEKCTA;

2. OyMaXHBIA WM JJICKTPOHHBIN IIA0JIOH C PEKBU3UTAMH, 1O KOTOPBIM OMPEICISICTCS aBTOP
O(UINATEHOTO TOKYMEHTA;

3. pEKBU3UT O COIJIaCUM OpraHu3allud, KOTOpas HE SBJISAETCS aBTOPOM JIOKYMEHTa, C €ro
coJIep>KaHueEM,

4. BBINKCKA U3 IOKYMEHTA.

Bonpoc 26. KakoBa 1juHa caMoii JJTHHHOI CTPOKH PEKBU3UTA MPH YIJIOBOM PACIOJIOKEHUU
PEKBU3UTOB?

1. He Goaee 7,5 cm;

2. He Gomee 12,5 cm;

3. He 6omee 10 cm.

4 He 6onee 5 cm

Bonpoc 27. PekBU3UT JOKyMeHTa — 3TO:

1. 31eMeHT oopMIiIeHHS JOKYMEHTA;

2. PEerucTpallOHHBIA HOMEpP TOKYMEHTA;

3. cBeleHHU O JaTe U UCIOJIHUTENE JOKYMEHTa
4. cBeneHus 006 OpraHu3aluu

Bonpoc 28. Kakue 10KyMeHTbI MUHYIOT CTA/IHIO MIPOCKTA
1. noxkJaaaHbIE 3ANUCKHU;

2. IpUKa3bl;

3. cIpaBKH;

4. aKThI

Bonpoc 29. [IpexBapuTe/ibHbINA TEKCT JOKYMEHTA, KOTOPbIH JUYHO FTOTOBHT MCTIOJHUTEIb WIN
COMCIIOJIHMTEJb JOKYMEHTA, 3TO:

1. 4epHOBHK JOKYMEHTa

2. NPOEKT J0KYMEHTA;

3. 9K3eMIULIp JOKYMEHTa;

4. Komus TOKyMEHTA.

Bomnpoc 30. /Iesionpou3BoacTBo 3108
1. cdepa nesTenbHOCTH 10 00ECTIEYeHUI0 OPraHU3alMi OPUCHBIMU JOKYMEHTaMH;
2. oTpaciib AesiTeIbHOCTH, KOTOpasi o0ecne4yHBaeT JOKYMEHTHPOBAHHE W OPraHM3alHUIO



padoThI ¢ 0PUCHBIMH TIOKYMEHTAMU;
3. oTpacib AesTeNbHOCTH, KOTOpasi 00eCTIieunBaeT BHEITHIE U BHYTPEHHUE CBSI3U OpTaHHU3AINH;
4. nesTeNbHOCTb, CBsI3aHHAs ¢ 0(OPMIICHHEM YIPaBIEHYECKUX JOKYMEHTOB

Bomnpoc 31. B pa3zaes o61iue mos10:xeHus J10KyMEHTAa BXOAAT
1. e u 3aga4m;

2. hopMBI M METOIBI YIIPABJICHHUS,

3. KOHKpETHbIE 00S3aHHOCTH;

4. BU3BI COTJIaCOBaHUS

Bonpoc 32. Ha kakoM T0KyMeHTe He CTABUTCH PEKBU3UT HAMMEHOBAHHE BH/IA IOKYMEHTA
1. YcraBe;

2. NOIKHOCTHOM MHCTPYKLINY;

3. nucbMme;

4. akTe

Bonpoc 33. I'pu¢ yrBep:kaeHnst CTaBuTcs

1. B BepXHeM NPaBOM YI1y;

2. B HIDKHEM TPABOM YTIIY;

3. B HJKHEM JIEBOM YTy

4. B COOTBETCTBHUH C TeM, KaK IIPUHATO B OPTaHU3AIIH

Bonpoc 34. K 0CHOBHBIM perjiaMeHTHPYIOIIMM padoTy cayxobl JOY nokymMeHTaM OTHOCAT
1. HHCTPYKIMIO O /1eJIONPOU3BO/ICTBY;

2. kBaU(UKAIMOHHBIN CIIPABOYHUK JOJDKHOCTEH;

3. Tabenb YyHUGUIUPOBAHHBIX (HOPM JOKYMEHTOB;

4. Ycras

Bonpoc 35. Kakoii Bua pacnopsiiMTeJIbHOT0 [JOKYMEHTAa W31aeTCA  eIMHOJUYHO
PYKOBOAUTEIEM

1. mocTtaHOBIICHHE;

2. pelieHHE;

3. pacnopsiKeHue;

4. npukas

Bomnpoc 36. KotnuecTtBo pexkBu3uToB HOBOro 'OCTa no cpaBHeHHMIO € PeAbIIY MM
1. 6onbIIe HA 1Ba PEKBU3UTA,

2. 00Jib1IIE HA OMH PEKBHU3MHT;

3. MEHBIIIE Ha JIBAa PEKBU3UTA;

4. MeHblIE HAa | peKBU3UT

Bomnpoc 37. B 00padoTKy BXoasiiero J0KyMeHTa 3TOT 3TAl He BXOAUT
1. paccmoTtpenue;

2. BCKpBITHE KOHBEPTOB;

3. coriiacoBanue;

4. peructpanus

Bonpoc 38. Bxoasiimuii J0OKyMeHT NPOXOAUT CJIeAyIOLHe 3Tanbl 00padoTKu:

1. compoBoskaeHHe U 10CTABKA C MOYTHI, NePBUYHAsA 00padoTKa, perucTpamnus, NOAroToBKa
HA J0KJIa/l, PACCMOTPeHHe M 0(popMIIeHHE Pe30JIIOLHIA, perucTPANMs Pe30JII0LHH, TOCTAHOBKA
HA KOHTPOJIb MCIIOJIHEHUS], OTIIPABKA HA HCIIOJTHEHH e, HCIIOJIHEHHE U KOHTPOJIb 32 HUM, IpHeM
HCIIOJIHEHHOTO JOKYMEHTa, CHAATHE C KOHTPOJIsA, NMOMelIeHHe HMCIOJTHEHHOr0 J0KyMeHTa B



AeJ10, padora ¢ HUM, TeKyllee M apXMBHOE XpPaHEHHe, YHHYTOKEHUE U CIIMCaHue;

2. yCTaHOBJIEHME KOHKPETHOTO ajpecara JOKyMEHTa B OpraHU3allliy, pErucTpanus JOKyMEHTa 10
BXOJSIIMM >KypHaJIaM, Iepeaadya JOKYMEHTa aJipecaTy, YKa3aHHOMY €ro B TEKCTE€, YCTAaHOBJICHHE
CPOKOB HCIIOJTHEHHSI JIOKYMEHTA, WCIIOJIHEHUE TOKYMEHTa, MPOBEpKa PE3yJbTaTOB HCIOJHEHHS,
MOMEIICHUE TOKYMEHTa B HOMEHKJIATYPHOE JIEJ0 U MOCIEAYIOIas cjaya B apXuB;

3. peructpamusi JOKyMEHTa MO BXOJAIICH KOPPECHOHACHIINH, Mepelada ero pyKOBOJAUTEIO IS
ONpeIeNICHUs UCIIOJHUTENS, Iepeiada TOKYMEHTA HEOCPEICTBEHHOMY UCIIOJIHUTENI0, KOHTPOJIb 32
UCIIOJIHEHUEM  JOKYMEHTA, HCIOJHEHHE JOKYMEHTa, TMPHEM pPE3yJIbTaTOB HUCIOJIHECHUS
PYKOBOAMTENEM, OTMETKA 00 UCIIOJTHEHHUH B CIIEUAIBHOM KypHaJe, cjaya JOKyMEHTa B apXUB,

4. peructpanus JOKyMEHTa IO BXOJSIIEH KOPPECHOHJEHIMH, Iepeaada ero pyKoBOAUTEIIO IS
ONpeIeTICHUs UCIIOJHUTENS, Iepeiada TOKYMEHTa HEIOCPEACTBEHHOMY UCITOJIHUTEII0, KOHTPOJIb 32
MCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE JIOKYMEHTa

Bonpoc 39. BuyTpenHee coriiacoBaHue Ha3bIBaeTcst
1. BHu3a;

2. OTMETKa O 3aBEPEHUH;

3. yTBEPKIEHUE;

4. mevatb OpraHnu3anuu

Bonpoc 40. Kakas popma padoThl ¢ TOKyMeHTAMHU NMOAXOAUT J1JIsl OPraHU3AIHIA, 1eATeTbHOCTD
KOTOPBIX TPedyeT 0CO0EHHO TINATEJIbHOM 3a1IUTHI HH(popMannu

1. neHTpanu3oBaHHasi,

2. cMellIaHHasl;

3. IeleHTpaJIu30BaAHHASA;

4. B 3aBUCUMOCTH OT CUTYallUU

Bonpoc 41. Bua oprann3anoHHOr0 J0KyMEHTa, KOTOPBIH onpeae/nsieT NopsaioK 00pa3oBaHus,
CTPYKTYPY U OPraHu3anuio padoTsl NpeInpusTus

1. ycras;

2. MHCTPYKLUS;

3. monoxxeHue

4. mpukas

Bonpoc 42. K 0CHOBHBIM perjiaMeHTHPYIOIIHMM padoTy cayxobl IOY 1oKyMeHTaM OTHOCAT
1. MHCTPYKIHIO IO JeJIONPOU3BOACTBY;

2. OCHOBHBIE ITpaBUJIa pabOTHI ApXHUBOB OPraHU3AIIMIA;

3. TOCT P 51141-98 Jlenonpon3BoACTBO U apXUBHOE JIENO;

4. Ycras

Bomnpoc 43. K BHyTpeHHEeMY 1I0KYMEHTO000POTY OTHOCHT

1. opurmanbHble MUCHMa;

2. BHEIIIHHUE TOKJIQJHBIEC 3aMMUCKH, CTIPABKH;

3. npuKa3pl, pacnopsKeHUs] OPraHU3aANNHU;

4.TUNIOBast METOAUYECKAsl JOKYMEHTAIMS U3 BBILIECTOAIIECH OpraHru3alun

Bomnpoc 44. C kakoro MmoMeHTa pacnopsiauTeJbHbIH JOKYMEHT BCTYNIAET B CHJIY
1. ¢ MOMeHTa co3/1aHus;

2. ¢ MOMEHTA NMOANMUCAHUSA;

3. C MOMEHTa YTBEP)KJICHUS;

4. c ctaum B apXuB

Bomnpoc 45. PekBU3uT — 310



1. crioco6 co3anust TOKyMEHTA;

2. MaTepHaJIbHBIN 00BEKT C HH(pOpMAIIHEH;

3. o0s13aTe/ILHBIN 3J1eMeHT 0opMJIeHUS O(PUIIHATBHOIO JOKYMEHTA;
4. cBenieHUs 00 OpTraHU3AINH

Bonpoc 46. Kakoii pekBU3UT pacnojiaraeTcs B JIEBOM HUKHEM YTy
1. rpud yTBEpKICHUS;

2. BU3a;

3. rpud orpaHUYCHHS;

4. meyaThb

Bomnpoc 47. K rpynne BXoas X 10KYMEHTOB MOKHO OTHECTH
1. nej10BbIE MHCHMA;

2. 0pF AHU3AaI[MOHHBIC ,[[OKYMCHTBI;

3. MpuKa3bl OPraHU3alnu;

4.PacniopspkeHus 110 OpraHu3aluu

Bonpoc 48. Ha kakom 10KyMeHTe HeT rpuga yTBepKIeHHs
1. npukase;

2. TIOJI0KEHMH;

3. ycrage;

4. Bce OTBETHI BEPHbIE

Bonpoc 49. CkosbKko aipecaToB MOKeT COAeP:KATh OJAMH JOKYMEHT
1. yeTnIpe;

2. 1IeCTh;

3. 1Ba;

4. onuu

Bonpoc 50. Kommniexkc 10KyMeHTOB, pery/JIupylouuXx AeTeJbHOCTh OpraHu3auuii
1. pacnopsiauTeIbHbIE JOKYMEHTHI;

2. OpraHU3alMOHHbIE IOKYMEHTHI;

3. “HGOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI;

4. paciopsAMTENbHBIE U NTHPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

Bonpoc 51. K kaTeropusiMm TexHnuecKux ucnoauutesnei ciay:konl JJOY orHocsAT
1. pykoBoAUTENS CITYKOBI

2. TOKyMEHTOBea

3. n1eJIOnpPOU3BOAMTEIS

4. BCE OTBETHI BEPHBIE

Bonpoc 52. HopMmaTtuBHbIN [10KyMeHT, omnpeaeiasiiommii  ¢ona 3apadoTHoOM
COTPYJHUKOB OpPraHu3anuu

1. TOJKHOCTHAS MHCTPYKLUS,

2. ITaTHOE pacNuCcaHue;

3. Ycras;

4. pacniopsKeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 0e3
1. MAaCTIOPTHBIX JAHHBIX COCTABUTCIIA,
2. peKBH3HTOB;

3. BUJCOCONPOBOXKICHUS,

IJaThbl



4. Bce OTBETHI BEPHBIE

Bomnpoc 54. KoHTpoJIb 32 CPOKAMM MCIIOJTHEHHUS TOKYMEHTOB OCYIECTBJISIET
1. paboTHHK OTJIE€TIA KAIPOB;

2. paboTHHK cay:xk0b1 JLOY;

3. pyKOBOJIUTEIb OpTraHU3AIINH;

4. pyKOBOAMTENb MOIPA3ACTICHUS

Bomnpoc 55. Tekymmii KOHTPOJIb OCYIECTBJISIETCS

1. B HayaJie MUCIIOJHEHUS JOKYMCHTOB;

2. B KOHIIE UCIIOJIHEHUS JOKYMEHTOB;

3. B TeueHHe BCEro nepuoaa ucroTHeHusi JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BHJIa TIOKYMEHTa

Bomnpoc 56. Ha kakoM 10KyMeHTe He CTABUTCSH PEKBU3UT HAUMEHOBAHME BU/IA IOKYMEHTA
1. nucbMme;

2. TOJKHOCTHOM MHCTPYKIIMH;

3. YcraBe;

4. paciopsiKEHUU

Bonpoc 57. Kakoii 10KYMEHT COCTaBJsIeTCs NPU HAPyUIEHUH TPYAOBOM MM 001IeCTBEHHOM
AUCHHUILJIMHBI

1. 00BAICHUTEIBLHAA 3aNIHCKA;

2. IOKJaaHas 3aIKcKa;

3. cimyxeOHasl 3aMucKa;

4. IpOTOKOJI

Bomnpoc 58. Kakue Bonpocsl paccMaTpuBalOTCs B paCOpPsiZKeHUH
1. HanGoJee BaXKHbIE BOIIPOCHI I€ATEIILHOCTH OpraHU3alNH;

2. BOITPOCKHI, CBA3aHHBIC C BBIITOJITHCHHUEM IIPUKA30B;

3. onepaTUBHBbIE BONPOCHI /1eSITEILHOCTH;

4. HauMeHee BaKHbIE BOITPOCHI ACATCIbHOCTH OpraHnu3anunuu

Bonpoc 59. IIpeaBapuresibHOEe pacCMOTpPeHNe JOKYMEHTOB BKJII04YaeT

1. pacnpeneseHue NOKYMEHTOB Ha PACCMOTPEHHE PYKOBOAUTENI0 H B CTPYKTYPHBbIE
noJpasjiesIeHus;

2. IpOBEPKY NPaBUIBHOCTHU a/IPECOBAHNS;

3. corylacoBaHUE TOKYMEHTA;

4. perucrpanuro

Bonpoc 60. Onun u3 rocyaiapcTBeHHBIX PeKBH3UTOB
1. pe3oJronus;

2. pekJiaMalus;

3. peuieHue;

4. peectp

Bomnpoc 61. Kakyio ungopmanuio cogep:kut paszaena Ycrapa «O0mme moJioKeHus
1. ctpykTypa opranuzaiuu;

2. mpaBa 1 00s13aHHOCTH JIOJKHOCTHBIX JTUII;

3. Hesiu W 3a]a4U OPraHU3aLNHU;

4. npaBOBOM CTaTyC



Bomnpoc 62. Kakum opranom u3aaercsi peuieHue
1. KoJ/UIerHAJILHBIM;

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

4. B 3aBUCUMOCTH OT CUTYallUu

Bomnpoc 63. Kakue U3 nepe4ucjaeHHbIX JOKYMEHTOB OTHOCATCH K OPraHU3allHOHHBIM
1. muCchbMO, MOJIOKECHUE;

2. ycTaB, HHCTPYKIMS;

3. ycras, ykas;

4. mOJIO)KEHHE, YKa3

Bomnpoc 64. JlokyMeHT, perjiaMeHTHPYIOIIM 1eATeJIbHOCTh COTPYAHUKOB OPraHu3aluu
1. ycras;

2. 1OJIZKHOCTHASI MHCTPYKIHSA;

3. mpukas;

4. pacniopsiKeHHe

Bomnpoc 65. UTo He OTHOCUTCH K YUpPeIUTeJIbHbIM JOKYMEHTAM IOPHIMYECKOro Juua?
1. IIpoToKoJ coOpaHus yupeauTeJiei;

2. YcraB;

3. YupenurtenbHbIN JOTOBOP;

4. Her npaBWIbHOTO OTBETA

Bomnpoc 66. Bce opuumnanbHbie JOKYMEHTHI MMEOT (PYHKIMH:
1. o01Iue U cenuaJIbHbIE;

2. o01ue 1 OCHOBHBIE;

3. IeJIOBEIE U OOIIHE;

4. OCHOBHBIE 1 HEOCHOBHBIE

Bonpoc 67. CocTaB 10KYMEHTOB B OPraHU3alliH 3ABUCHUT OT:

1. 3amay opranu3zanuy;

2. o0beMa M XxapakTepa B3auMOCBs3€H B OpraHu3aiim;

3. mopsiiKa MPUHSTHUS PEIICHUH (€TMHOHAYAINE UITH KOJUIETHATIBHOCTD ),
4. Bcé, mepevHCICeHHOE paHee

Bonpoc 68. Uto Takoe yHndukanus J0KyMEHTOB:

1. ycraHoB/eHHe eIUHOI0 KOMILJIEKCA BHAOB W PA3HOBMIHOCTEHl [JAOKYMEHTOB /sl
AHAJIOTHYHBIX YNPaBJIeHYECKHMX CUTyanui, pa3padorka eguHbIX (GOpM H HpPaBHJI HX
cocTaBiieHUs1, 0popMIIeHHE U cO31aHue TPadapeTHBIX TEKCTOB ;

2. YCTAHOBJIEHHE €IMHOTO KOMIUIEKCA BHJIOB U Pa3HOBHUJIHOCTEH JTOKYMEHTOB JJISl aHAJOTMYHBIX
YIPaABJICHUYECKUX CUTYaIlHM,

3. YCTaHOBJIEHHME €IMHOI0 KOMIUJIEKCAa BHJIOB M Pa3HOBUAHOCTEM OTUETOB JUIsl AHAJIOTMUYHBIX
yIpaBJIEeHUYECKUX CUTYyallMi, pa3paboTka equHBIX (GOpM M PAaBUII UX COCTaBIEHUS, OQOpMIICHUE U
co3zianue TpaapeTHbIX TEKCTOB

4. pa3paborka equHBIX (HOpPM U MpaBUJI COCTaBICHHS, OPOPMIICHHUS M CO3AaHMS TpadapeTHBIX
TEKCTOB

Bomnpoc 69. Urto Takoe roaoBoi 00beM J0KYyMEeHT0000pOTA:

1. HNCXOJHasd BEJIMUWHA OIMPEACIICHUS KOJIMYECTBA JOKYMCHTOB B OpraHU3aIiuu,

2. CpeaCTBO ONpeAeNeHus MOTPeOHOCTEH B OpraHN3aIMOHHON 1 BRIYUCIUTETHHON TEXHUKE, BRIOOpA
HanOosee 3(h(PEKTUBHON CHCTEMBI PETUCTPAIIMHU JOKYMEHTOB U CIIPABOYHOTO arrapara



3. HCXOAHAA BeJMYNHA JIJISl pacyeTa YMCJIEHHOCTH COTPYAHUKOB cy:k0bl [IOY, onpenenenus
CTeNeH! 3arpyKeHHOCTH CTPYKTYPHBIX NOAPa3/ieIeHNd U OTeJbHbIX PA0OTHMKOB, CPEICTBO
omnpeaejieHusi NMOTPeOHOCTEel B OPraHM3alMOHHOW M BBIYMCJINTEIbLHOH TeXHHKe, BbIOOpa
HauboJiee 3G peKTUBHOI CHCTEeMbI PerHCTPANIMH JOKYMEHTOB M CIIPABOYHOI0 aNIapara;

4. Bce OTBETHI BEPHbIE

Bonpoc 70. YTo Takoe 10KYyMeHTO00OPOT:

1. ABUIKCHUC NOKYMCHTOB B OpraHu3aliiyi ¢ MOMCHTA HUX IOJYUCHUA OO0 3aBCPUICHUA WCIIOJTHCHUS
WM OTHPABKH B KOMHTET IO JieJIaM HECOBEPIICHHOIETHHUX;

2. IBUKEHHE [OKYMEHTOB B OpPraHU3alMi ¢ MOMEHTA HX CO3JaHMS WJIM IOJyYeHHs 10
3aBeplIeHNs UCIIOJIHEeHHUS UJIH OTIIPABKU;

3. KOHTPOJIb 3a CPOKaMU HUCIIOJIHEHUS JOKYMEHTA,

4. coctapiienue U ohopmiIeHUE TOKYMEHTOB B OpraHHU3aIlU

Bonpoc 71. BpbiOepure OCHOBHBIC 3Tanbl NOATOTOBKM M OG(GoOpMIieHMS BHYTPEHHHX
AOKYMEHTOB B oduce:

1. cocTaBieHue IpoOeKTa U COrNIACOBAHMUE;

2. IpOBEpKa MPABMILHOCTH O0()OPMIICHHS,

3. moAmnucaHue U perucTparus;

4. BCe BAPMAHTHI NPABWIbHbIE

Bomnpoc 72. Uto BK/IOYaET B ce0sl perucTpanus J0KyMeHTa:

1. mpocTaBiieHHE PETUCTPALIMOHHOTO HOMEPA;

2. MpOCTaBJICHUE JAThI;

3. 3amuch HEOOXOUMBIX CBEJIEHUH O TJOKYMEHTE B PETUCTPallMOHHON (hopme;
4. BCe BApMAHTHI NPABWIbHbIE

Bonpoc 73. UnauBuayanbHble CPOKH HCIIOJHEHUS] YKA3bIBAIOTCS:
1. B TekCcTe JOKYMEHTA HJIN B PE30JIIOIUH;

2. B IPUJIOKCHUH;

3. B pe30JoLuy;

4.B crienMaIbHO U3/IaHHOM PacloOpsKEHUN

Bonpoc 74. OcHoBHbIe pyHKINH, KOTOpPbIe o0ecnieunBaet JOY:
1. nmanupoBanue;

2. y4eT ¥ OTYETHOCTb,

3. ¢uHaHCUpPOBaHHUE;

4. Bce 0TBeThI IPaBUJIbHbIE

Bomnpoc 75. Uro noHMMAaIOT MO/ CJIYKeOHBIM I0JIeM:

1. MecTO, KOTOpPOE HE 3aHATO PEKBU3UTAMY,

2. MeCTO B JOKyYMEHTe, KOTOpoe He 3aHATO PeKBU3UTAMM, 32 UCK/JII0YeHHeM PeKBM3HUTOB 1, 2,
3, 4, 5, 18, m mpeaHa3sHA4YeHO JIs1 3aKpeIVIeHHs JOKYMEHTa B TEXHMYECKHX CpeIcTBax
XPaHeHHusl;

3. MECTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU;

4. TEKCT JOKyMEHTa

Bomnpoc 76. UTo Takoe KONus 4aCcTH JOKYMEHTA, KOTOPAas 3aBepeHa B onpeaeJIeHHOM nopsiake?
1. IpoeKT TOKyMeHTa;

2. 3JIEKTPOHHAs KONU4;

3. BBINNCKA;

4. nyOyuKar.



Bomnpoc 77. Lleab perucrpauuu 10KyMEeHTOB:
1. KOHTpPOJIB;

2 obecrieueHNe UX y4eTa,

3. 00a oTBeTa MPpaBUJIbHbIE;

4. 006a oTBETa HEBEPHBIE

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

1. crangapTHbIi JUCT OymMaru, Ha KOTOPOM BOCIHPOM3BOJUTCSH INMOCTOSIHHAsE MH(oOpManus
JOKYMEHTa U eCTh MeCTO /JIsl lepeMeHHoil nHGopMauuu

2. HecCTaHJapTHBIA JMCT Oymard, Ha KOTOPOM BOCIIPOMU3BOJIUTCS TOCTOSIHHAs HH(OpMaius
JOKYMEHTa M €CTh MECTO JJIsl IEpEMEHHON nH(pOopMaluu

3. CTaHIapPTHBIN JUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOJIUTCS MOCTOSIHHAS HHGOpMAIUs TOKYyMEHTa
4. Bce OTBETHI HCIIPAaBUJILHBIC

Bonpoc 79. Uto Takoe 10/KHOCTHAS HHCTPYKLMSA:

1. JOKyMEHT, B KOTOPOM OTMEUEHb! HAPYLIUTEIN TPYAOBOM JUCLUILINHEI,

2. MHCTPYKUUS JUPEKTOPA, KOTOPYIO HEOOXOAMMO BBINOIHATH B 0053aTEIBHOM HOPSAKE;

3. OpPraHU3alOHHO — PACHOPSIANTEIbHbIN JTOKYMEHT /UINTEJbHOI0 HJIH NOCTOSTHHOIO CPOKA
AedicTBUA (10 BBeleHHS] HOBOI), B KOTOPOM OIpeJejieHbl HAay4YHO — TeXHU4YecKue,
TeXHOJIOTHYeCKHe, (HHAHCOBbICE H JpyrHe CTOPOHBI [eSITeJIbHOCTH OPraHM3aluH, ee
No/Apa3/ieJIeHUil M J0JKHOCTHBIX JIMIL;

4. HOPMATUBHBIA aKT, ONpEAEIAIOIIMN MOPSIOK 00pa3oBaHUsA, CTPYKTYpYy, (QYHKIMH, MpaBa U
00513aHHOCTH OpraHu3aluu, CTPYKTYpPHOIO MOAPa3Ae/IeH s, KOJJIETHAIbHOIO OpraHa

Bonpoc 80. Kakue ¢akThl H31araiorcsi B IepBoii 1 BO BTOPOil YaCTAX CNIPABKU:

1. B mepBO# 4aCTH CIPABKH H3J1Aral0TCsl (PAKTHI, MOCTYKMBIINE TOBOJAOM K €¢ HAIIUCAHMIO, BO
BTOPOil — NPUBOJSTCH KOHKPETHbIE JaHHbIE;

2. B NIEPBOM YacTH CHIPABKHU M3JIAraroTCs AOBOABI, MOCIYKHUBILINE IOBOJOM K €€ HAlMCaHUIO, BO
BTOPOIl — IPUBOJATCS CTATUCTUUECKHE TaHHBIE;

3. B IepBOif YacCTH CHPABKU M3JIaraloTCs KOHKPETHbIE JIaHHbIE, a BO BTOPOM — MPUBOAATCS (PAKTBHI,
MOCITYKUBIIUE MIOBOJAOM K €€ HalllCaHUIO;

4. B mepBOil yacTU CHpPaBKU M3JAraroTcs (PakThl, MOCIYKMBIIUE MOBOJOM K €€ HAaIlMCaHHIO, BO
BTOPOI1 — BBIBOJIbI U MTPETIOKEHUSI.

Bonpoc 81. Uro Ha3bIBaeTcs CIIPaBKOii:

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

2. (haKTbl, MOCITYKUBIINE TOBOJIOM K €€ HAallMCAHUIO;

3. JOKYMEHT, I'/ie IPUBOAATCS KOHKPETHBIE TaHHBIE;

4. TOKyMEHT, perJIaMEeHTUPYIOLINI MOPSI0K BBHIIOJHEHHS KaKOT0-I100 mpoliiecca

Bomnpoc 82. Ha xakue B¢ 0CHOBHbIE IPYIIIIbI MOKHO IOAPA3eJIUTh BCe HHCTPYKIHMM:

1. TOKHOCTHBIE MHCTPYKIIMH, OTIpeIesistone pyHKIIH, paBa, 00I3aHHOCTH U OTBETCTBEHHOCTh
JOJIKHOCTHBIX JIUIL;

2. UHCTPYKIMH, PpErJIAMEHTUDPYIOIIHE TMOPSAOK BBIMOJHEHUS Kakoro-mubo mporecca, B
OCYIIECTBJIEHUM KOTOPOrO NPUHUMAIOT  y4acTHE MCIOJHMUTENM  (JOJDKHOCTHBIE — JIMIIA;
NoJipa3eiieHus);

3. 00a oTBeTa NPaBUJIbHbIE;

4. 00a oTBeTa HEeNpPaBUIIbHbIE

Bonpoc 83. bianku uMeroT noJist:
1. mpaBoe u HUKHEe — HEe MeHee 10 MM;



2. neBoe — 20 MM;
3. BepxHee — He MeHee 20 MM;
4. BCe OTBETHI BEPHBI

Bonpoc 84. Ykaxkure pekBU3MT, He BXOASAIIUNA B GopMyJisip NpUKa3a Mo JUYHOMY COCTABY:
1. agpecar;

2. mara;

3. IOMIINCE;

4. TEeKCT

Bomnpoc 85. Ykaxure 3a1a4uu apxuBa:

1. mpueM, ydeT, XpaHEHHE JOKYMEHTOB, 3aKOHYEHHBIX IEJONPOU3BOICTBOM; MH(POPMALMOHHO-
crnpaBoyHasi paboTa MO apXMBHBIM JOKYMEHTAM MpPEINpHUSITHs; OpraHU3allMOHHO-METOIuYecKas
IIOMOIIb 110 BEACHUIO JIEIOIIPOU3BO/ICTBA;

2. mpueM, y4eT, XpaHEeHHUE IOKYMEHTOB;

3. IpHUEM, YUCT, XPaAaHCHUC JOKYMCHTOB, 3aKOHYCHHBIX JCJIOIPOU3BOJCTBOM;

4. nH(OPMALIMOHHO-CIIpaBOYHAsE paboTa MO apXUBHBIM  JIOKyMEHTaM MPEIIpUSITHS,
OpraHU3alMOHHO-METOAMYECKask TOMOIIb 110 BEAECHUIO JI€JIONPOU3BOICTBA

Bonpoc 86. /lena, moaAroroBjieHHbIe HA ApXUBHOE XpPaHeHHUe, eJISATCs Ha:
l.Texymye ena u Jesa mpoluibiX JIET;

2.3aKOHYCHHBIC U HE3aKOHYCHHEBIC JIeTIa;

3.1e7a 1Mo JTUYHOMY COCTaBY M 10 (PMHAHCOBOM JCATEIBHOCTH;

4. nena 1o JUIYHOMY COCTaBY MPEANIPUATHS H JIeJIa 0 OCHOBHOMU ACSITEIILHOCTH

Bonpoc 87. BykBeHHOoe, nu(poBoe, MM KOMOMHUPOBAHHOE O0003HAYEHHE [IOKYMEHTA,
YKa3bpIBamoliee MeCTO €ro COCTABJICHUS U XPAHEHHUA — JITO:

1. pexBu3uT;

2. MHJEKC JOKYMEHTA;

3. HOMEp JIOKYMEHTa;

4. cnyocebHoe none

Bomnpoc 88. ®@pasa “3agep:kka MOCTABOK MOKeT NPUBECTH K...” TOBOPUT 0 TOM, YTO MUCHMO 110
COJEPKAHMIO ABJISACTCH:

1.uaopmMalIMOHHOE TUCHMO,

2.muceMo-odepra,

3.mucbMO-peKIaManus,

4. nuCbMO-NIpeaynpexIeHue

Bonpoc 89. Ykaxure mociaegoBaTebHOCTb 3JIEMEHTOB, M3 KOTOPBIX JO0JKEH COCTOATH
3aroJIOBOK JieJsia:

1. Ha3BaHUWeE BUJA JOKYMEHTA, J1aTa;

2. Ha3BaHWE BUJA JIOKYMEHTA, KPaTKOE COJIEPKAHUE;

3. Ha3BaHUWE BHJA JIOKYMEHTA, CJIOBO ““KOMHUS;”

4. Ha3BaHMe BU/A IOKYMEHTA, KPaTKoOe COAepKaHue, 1aTa, CJ10BO “Konus”

Bomnpoc 90. Beipa:xxenune “Coodmaem Bam, 4T0...” TOBOPUT 0 TOM, YTO JaHHOE MHUCHMO MO
co/lep:KaHuI0 Oyaer:

1. muceMo-odepra;

2. NMCbLMO-U3BeEIllEHHE;

3. MUCHMO-pEeKIaMaIlus;

4. mUCHMO-TIpEYIPEKIACHUE



Bonpoc 91. Kommnjiekc 10KyMeHTOB, COePKAIIUX He00X0UMbIe CBeIeHUsI 0 PA0OTHHKE U €ro
TPYIOBOM CTaxKe — 3TO:

1. nemo;

2 .cupaBKa;

3. BBINIKUCKA U3 TPYJAOBOM KHUKKU;

4. TH4HOE 1eJ10

Bomnpoc 92. Yka:xkute 0CHOBHOM BH padoThl, 00ecneYnBAIOIINI CHCTEeMATH3AIUS JOKYMEHTOB
B /1JI0NIPOU3BO/ICTBE:

1. cocTaBieHUE ITAaTHOTO PACIIUCAHHUS;

2. peructpanus JOKyMEHTOB;

3. KOHTPOJIb 32 UCTIOJIHEHUEM JJOKYMEHTOB;

4. cocTaBiieHHMe HOMEHKJIATYPbI J1e]

Bonpoc 93. JIokyMeHTBI 1OCJIe PerucTPalliy NepelalTes:
1.B apxuB;

2. B IOJpa3/IeICHUs] OpraHU3allluu;

3. B ()MHAHCOBBIN OT/EN;

4. pYKOBOJTUTEJIO JJIsl PACCMOTPEHHS M IPUHSITHS PellleHus

Bonpoc 95. BHyTpeHHHE TOKYMEHTbI PerHCTPUPYIOTCS:
1 .B acHb 0(OPMIICHHUS;

2. B IeHb NOJANHUCAHNS;

3. B JICHb [Iepe/Iayu B apXUB;

4. mocje UCIOJIHEHUS

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

2. TEKCT;

3. IOAINCE;

4. rpud orpaHnyYeHHs J0CTYNA K JOKYMEHTY

Bomnpoc 97. Ilpuxkasbl 1o TUHYHOMY COCTABY BUSHPYIOTCS:
1.PykoBoiuTeneM opraHu3aluu;

2. pyKOBOJHTEIIEM U 3aMECTUTEISIMU;

3. pyKOBOJIUTEIIEM, 3aMECTUTEIISIMH, HAYAIIbHUKOM OT/IE€JIa KaJIpOB;
4. BceMH 3aUHTEPECOBAHHBIMHU B MPHUKAa3e JUIAMU

Bomnpoc 98. HazoBuTe 0CHOBHOM JOKYMEHT, MOATBEPKIAAKIIHUI CTaK padoThI:
1.1u4HOE J1EeNO;

2.10KyMeHT 00 00pa3oBaHuUWY;

3.pe3tome;

4. Tpyn0Basi KHUIKKA

Bonpoc 99. Ykaxure H0KyMeHT, (UMKCUPYIOUIUI X04 O00CYXJAeHUSI BONPOCOB M NPHHATHUSA
pelieHMii HA COOPAHUSAX, 3aCeJAHUAX, COBCIIAHUSAX U T.IL.:

1. pe3omronus;

2. peleHue;

3. cpaBkKa;

4. IpOTOKOJI



Bomnpoc 100. U3meHeHnnst 3anuceil B TPYIOBYI0 KHUKKY BHOCSTCS HA OCHOBAHUM:
1.pe3tome;

2.yCTHOTO 3asBJIeHUSI PAOOTHHKA,

3.MMCbMEHHOTO 3asBJICHUS pa0OTHUKA;

4. IOKYMEHTOB, MOATBEPKIAIOUINX I3TH U3MEHEHHUS.

TunoBble BOIIPOCHI K KOHTPOJIBHBIM p360TaM

. Bupl TOKyMEHTOB M UX KJIACCHU(PHUKAIHA

. CocTaB ynpaBJIEHYECKUX TOKYMEHTOB.

. IlonsATHE CHCTEMBI JOKYMEHTALNH.

. OYHKIMOHAIBHBIE U OTPACIIEBBIE CUCTEMBI TIOKYMEHTALIMH

. YHu(}UKaIMs U CTaHAApPTU3ALNS YIIPABICHUYECKUX JOKYMEHTOB

DN AW N =

IIpumepHBbIii IepeYeHb BONPOCOB K NMPOMEKYTOYHOM aTTeCTALMU:

1.enu, 3anaun u npuamunel Odu/l. Uctopus Odu/l xak Hayku.

2.IIpeamer u 3agauu Kypca.

3.Jloruveckasi CTPYKTypa IUCIUIUIHHBI, €€ MECTO B CHUCTEME IMOJTOTOBKH CICIIHAIIUCTA,
MEXIPEAMETHBIE CBSI3U.

4. CoBpeMEHHOE JIETIOMPOU3BOICTBO: 11E€J1, 3a]]a4l ¥ MPUHIIUIIBI.

5. OcHOBHBIE TIOHSATHS U ONpeAeNieHUs: JTOKYMEHT: €ero CcBOWCTBa U (PyHKIHH,
JIEJIONPOU3BOJCTBO, JOKYMEHTOBEIEHUE, TOKYMEHTOOOOPOT.

6.Bunbl TOKyMEHTOB U MX KJIacCHU(PUKAIUs

7. CocraB ynpaBJIeHYECKUX JTOKYMEHTOB.

8. TloHsTHE CHCTEMBI TOKYMEHTAIIUU.

9. ®OYHKIMOHAIBHBIE H OTPACIICBBIC CHCTEMBI IOKYMCHTAIIUN

10. Yaudukaius 1 cTaHgapTU3alus YIPaBIeHYECKHX JOKYMEHTOB

5. MeToan4yeckue MaTepraJibl, ONpeae/siionue npouexypbl OeHHBAHUS HHAMKATOPOB
JOCTHKEHHS KOMIIeTeHI M

Crneunduxka  QopMUpoOBaHUS  KOMIETEHIMA W HUX  HU3MEpPEHHE  OmpeessieTcs
CTPYKTYpUPOBaHUEM UH(OPMAITUU O COCTOSTHUU YPOBHS MOATOTOBKH 00yUYaOIIUXCS.

AJroput™Mbl 0TO0Opa U KOHCTPYHUPOBAHMUSI 3aJJaHHM ISl OLEHKU JOCTHXKEHUI B MPEAMETHOMN
0o0yacTH, TEXHUKAa KOHCTPYHMPOBAHMS 3aJlaHUM, CIOCOOBI OpraHu3alMid W MPOBEACHUS
CTaHJapTU3UPOBAHHBIN OIICHOYHBIX MPOLIETYP, METOIUKA IKATUPOBAHUS U METOJIbI 00pabOTKH U
WHTEPIPETAIMHN PE3YJILTATOB OLICHUBAHUS TO3BOJISIIOT 00YYaIOIIMMCS OCBOUTH KOMIIETEHTHOCTHO-
OPUEHTHUPOBAHHBIE POTrPAMMBI JUCLUILIIMH.

DopMUpPOBAHHE KOMIIETEHIIUA OCYIIECTBIISIETCA B XOJ€ BCEX BUAOB 3aHSATHM, MPAKTUKH, a
KOHTPOJIb UX CPOPMUPOBAHHOCTHU HA ITalle TEKYIIEH, MPOMEKYTOYHONU U UTOTOBOM aTTeCTaIUH.

OrneHrBaHMe 3HAHUN, YMEHUH U HABBIKOB T10 Y4€OHOW MUCIUILIMHE OCYIIECTBIISETCS
MOCPEACTBOM HUCIOJIb30BAHUS CIEAYIOLIIMX BUIOB OLIEHOUYHBIX CPEACTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;

- 3aJITaHMS Ul IPAKTUYECKUX 3aHATUN;

- CUTyallMOHHbIC 3a/1aHUS;

-KOHTPOJIbHBIE PabOTHI;

- KOJUIOKBHYMBI;

-Hanucanue pedepara;

-HaIlCaHHUE dCCe;

- PELLIEHUE TECTOBBIX 3a/IaHUM;

- DK3aMEH.



Onpocekl M0 BHIHECEHHBIM HA 00CYKIeHUEe TeMaM

YCTHBIE ONpPOCH TPOBOIATCS BO BPEeMs MPAKTHYECKHX 3aHATHA M BO3MOXHBI TPH
MMPOBCACHNUUN AaTTCCTAlMU B KA4YCCTBC MAOIIOJHHUTCIBHOI'O HUCHBITAHHUA IIPU HEAOCTATOYHOCTU
pe3yJIbTaTOB TECTUPOBAHUS M PEUICHUS 3a1aHuil. Bompock! omnpoca He JOJDKHBI BBIXOJHUTH 33 PAMKH
OOBSIBIIGHHOW Ui JAHHOTO 3aHSATHS TEMbl. YCTHBIE ONPOCHI HEOOXOAMMO CTPOUTH TaK, YTOOBI
BOBJICYh B TEMYy OOCYKJCHHS MaKCHUMAJIIbHOEC KOJHMYECTBO OOYYAIOIIUXCS B TPYIIIIE, MPOBOIUTH
napajuIeliv ¢ y)Ke MPOUIeHHBIM YIeOHBIM MaTEPUAIIOM JAHHOW JUCIUILTAHBI U CMEKHBIMU KYypPCaMH,
HaXOJUTh YAa4yHbIC MpPHMEPHl M3 COBPEMEHHOW JICHCTBHTEIBHOCTH, UYTO YyBEIHMYHUBACT
3¢ (HEeKTHBHOCTH YCBOSHUS MaTepraia Ha aCCOIUAIUSX.

OCHOBHBIE BONPOCHI JUII YCTHOTO ONpOCa JOBOJSATCS JIO CBEACHUS CTYICHTOB Ha
MPEABIAYILIEM IIPAKTUYECKOM 3aHATHH.

[TucbMeHHBIE OIPOCHI TO3BOJISIFOT MPOBEPUTH YPOBEHb MOJATOTOBKH K IMPAKTHYECKOMY
3aHATUIO BCEX 06yan0mecs1 B Irpymnrie, rnmpu 3ToM OCTaBJIsAd AOCTATOYHO yqe6H0r0 BpPCMCHU IJIA
UHBIX (OPM IEJArorHYeCKOi ACATEIBHOCTH B paMKax JaHHOTO 3aHATHsA. [IMChMEHHBIH ompoc
npoBoAMUTCS 0€3 MNpeaylnpexIeHHUs, 4YTO CTUMYJIMpPYET OO0y4yaroumxcs K CHUCTEMATUYECKON
MOJrOTOBKE K 3aHATHSAM. BOIpOCH! Aiisi ompoca roToBsITCs 3apaHee, GOPMYITHPYIOTCS Y3KO, Ha0bl
00yJaromuics UMes 00bEKTUBHYIO BO3MOXHOCTH ITOJTHOLIEHHO €T0 OCBETHTH 32 OTBEICHHOE BPEMSI.

[TucbMeHHBIE OMPOCH 1EIECOO0pPa3HO TPUMEHSTh B LEISIX IPOBEPKH YCBOSIEMOCTH
3HAYUTEIBHOTO 00bheMa yUeOHOr0 MaTepraia, HalpuMep, BO BpeMs IIPOBEACHUS aTTECTAIIMH, KOTa
HEO0XO0IMMO MTPOBEPUTH 3HAHUS 00YUAFOIIUXCS IO BCEMY KYPCY.

[Ipu olileHKe OIPOCOB aHAINU3Y MOAJIEKUT TOYHOCTH (HOPMYJIHUPOBOK, CBSIZHOCTb M3JI0KEHUS
Marepuaiia, 000CHOBAaHHOCTb CYXKICHUH.

Pemenue 3axanuii (keic-MeToabl)

Pemenue kelic-MeTO0B OCYIIECTBIISETCS C LIEJIbIO IPOBEPKU YPOBHS HaBBIKOB (BJaJIeHU)
0o0yyaromerocss Mo NPUMEHEHHUIO COJIEPKaHUS OCHOBHBIX MOHATHI M TEPMHHOB JUCLHUIUIMHBI
BOOOIIIE U KaXKIOW €€ TeMbI B YaCTHOCTH.

OOyuaroniemycst 0OBSIBISETCSl YCIOBHUE 3a/1aHUs, pPELIeHHE KOTOpPOro OH H3Jjaraer Jubo
YCTHO, JINOO MUCBMEHHO.

D¢ (hexkTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM peLIeHHs 3aJaHMsl SBISETCS CONOCTaBJICHUS
Pe3yJIbTaTOB pa3pelieHus OJHOT0 3aJaHus IByMs U 0oJiee MaJIbIMU IpyIIaMu 00y4YaroluXcsl.

3amaun, TpeOyrolue HW3Y4YEeHHUs 3HAUUTENbHOro o0beMa, HEeOOXOJMMO OTHOCHTh Ha
CaMOCTOSITENIbHYI0 paboTy CTYJEHTOB, C HENPEMEHHBIM pa300poM pe3ylbTaTOB BO BpeMs
NPaKTUYEeCKUX 3aHiATUH. B JaHHOM ciydae pelleHHe CHUTYalMOHHBIX 3aJad ¢ TIyOOKHM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCA HA IPOBEPKY B MHCbMEHHOM BH/IE.

IIpu oneHke pemieHus 3aJaHUN aHAIM3UPYETCs MOHUMaHHE OOy4aroIIMMCS KOHKPETHOU
CUTYalluH, IPaBUILHOCTh €€ TOHUMaHUs B COOTBETCTBUU C U3y4aeMbIM MaTE€pHalioM, CIIOCOOHOCTh
000CHOBaHMS BBIOPAHHOW TOYKM 3peHHs, TIyOMHa NPOpabOTKM paccMaTpUBaeMOro BOIPOCA,
YMEHHMEM BbISIBUTH OCHOBHBIE MOJIOKEHHSI 3aTPOHYTOr0 BOIIPOCA.

Pemenue 3ananuii B TectoBoii gopme

[IpoBoauTCS TECTUPOBAHUE B T€UEHUE U3YUEHUS JUCIUTIIIUHBI

He menee yem 3a 1 Henemo 100 TECTHPOBAHUS, IMpENoJaBaTeNlb IODKEH OINpEAeTUuTh
00y4JaromuMcsl UCXOJHBIC JaHHBIE JJIS MOATOTOBKH K TECTHPOBAHHWIO: HA3BaTh pa3feibl (TEMBI,
BOIIPOCHI), IO KOTOPBIM OYyAyT 3a7aHusl B TECTOBOM (popMe, TEOPETHIECKHE UCTOYHUKH (C TOUHBIM
yKa3aHUEM Pa3/IesioB, TEM, CTATEM) AJisl MOATOTOBKH.

[Ipyn mpoXOXKIEHUU TECTUPOBAHUS TOJIB30BATHCA KOHCIIEKTaMH JIEKIHH, ydeOHWKaMH, U
MHBIMU MaTepHalaMH HE pa3pelIeHo.
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