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1. IlepeyeHb KOI0B KOMIETeHIU, GopMUPYyeMbIX TUCHUILUIMHONA B MpoLecce 0CBOECHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna
KOMITeTeH I KaTeropusi komnereHuui Kon
[Tpodeccuonanbueie MK-1
P MK-7
2. KoMmneTeHIINU 1 MHIUKATOPBI MX TOCTHKEHHS
Kon ®opmyaupoBKa HNHaukaTopbl 10CTHKEHUS] KOMIIeTeHIIMT
KOMIIETeHIIUH KOMIIeTeHIIUH
MK-1 Crocoben  cobupare u | [1IK 1.1. OcyiecTBisier MOHHUTOPHUHT
aHAJIM3UPOBAThH UH(QOPMAIIMOHHBIX HMCTOYHHKOB, HEOOXOANMBIX
uH(pOpMaLIHIO JUISL | JUISL IPUHATHS YIIPABICHYECKUX PEIICHUN

npuHsaTas  HeoOxomumblx | [IK 1.2, Omnpenensier MeTroasl W METOJIUKH B
YOPaBJICHUYECKUX PEUICHUM | paMKaX  TaKTMYECKOro  IUJIAHUPOBAHUS IS
B paMKax TaKTHYECKOTO | MIPUHSATHUS HEOOXOIMMBIX YIIPaBICHUYECKUX

IJIAHUPOBAHUS peLIeHUI

IK-7 Crnioco6en ocymectsiath | I[IK 7.1. Micnosnb3yeT HaBbIKM TOKyMEHTHPOBAHUS
JIOKYMEHTUPOBaHUE pe3yJIbTaTOB B paMKax OT/JEJIbHBIX OU3HEC-
Ipouecca yupaBJIeHUs IIPOLIECCOB
pHCKaMu B paMKax I1K 7.3. Onpenenser u CpaBHUBAET apaMETPbI
OTJENBbHBIX OU3HEeC- HDKOHOMHYECKHUX U YNPABICHUYECKUX IIPOLIECCOB,
IPOLIECCOB U IIPOTEKAIOLIUX B CTPYKTYPHBIX [TOAPA3IEIECHUAX
(GYyHKLIHMOHATBHBIX
HaIpaBJICHUN
CTPYKTYPHBIX
MOpa3IeICHUI
OpraHu3aluu

3. OnucaHue NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs M0 TUCHHUIIJIMHE
3.1. Onucanue MiIaHUPYEMBbIX pe3yabTaTOB 00YUYEHUs MO AUCHUILIIHE
[Tnanupyemble pe3yiabTaTbl OOy4eHHUs MO AMCLUUIUIMHE MPEACTaBICHbl NECKPUITOpaMH (3HaHMS,
YMEHUS, HaBbIKH).

Jeckpunropsi 3Hatp Ymersn Baaaers
10 AMCUMIJIMHE
Kon IK-1
KOMIICTCHIIMU




Cnocoben -COBPEMEHHOE - UCIIOJIb30BaTh COBPEMEHHOE | - METOJI0JIOTHEN
cobuparp u 3aKOHOJATEIbCTBO B | 3aKOHOJATEILCTBO, KJaccu(pUKaluy,
aHaJIU3UpPOBATH chepe POCCHUICKOTO | HOPMaTUBHBIE U | cTaHAapTU3aLUH u
uHbOPMALIHIO JEJIONPOU3BOJICTBA; METOAMYECKHE  JOKYMEHTHI, | YHU(UKALNH
JUISL IPUHATHUS - HOPMAaTUBHEIE U | peryqupyromue JBIDKCHHE | JTOKYMEHTOB;
Heo0Xo JIHUMBIX MCTOOUYCCKHEC I[OI(yMeHTOO60pOTa B |- MOHATUHHBIM
YIPABJIEHYECKUX | JOKYMCHTHI, TOCY/IapCTBEHHBIX U | anmapatoM B cdepe
pellCHU B perynupyomme MYHHIIHATIATBHBIX HOPMaTHBHOTO u
paMKax IBIKCHHE OpTraHM3aIHsIX; MIPaBOBOTO,
TAKTHYECKOTO JOKYMEHT0000poTa B |- OCYILIECTBIISITh | PETYIMPOBAHUS
JTAaHUPOBAHUS rOCYJapCTBEHHBIX U | JeONPOU3BOJICTBO U | JENONPOU3BOJICTBA B
MYHUIHIATbHBIX JOKYMEHTOOOOpOT B OpraHax | OpraHW3allH;
OpTaHU3alHNsX; roCyIapCTBEHHON BJIACTH
- HamnpasyeHust | Poccuiickoit ®denepanuu,
KIIacCU(pUKAIIH, opranax rOCyIapCTBEHHOM
CTaH/IaPTU3AIHUN U | BIacTH CyOBEKTOB
YHUPHUKAITTT Poccuiickoit ®depepanuu,
JOKYMEHTOB; opraHax MECTHOT'O
caMOyTpaBJIeHUs,
roCyJapCTBEHHBIX U
MYHULUIIAIIBHBIX
MIPETPHIATHAIX u
VAPEXJEHUSIX, HAYYHBIX W
00pa3oBaTeNbHBIX
OpTraHM3alHAX, TOTHUTHIECKIX
MapTHsX, 0OILIECTBEHHO-
MOJIMTUYCCKUX OpraHru3aluiax;
MK-7
Crocoben - OCHOBHYIO | - IIPUMEHATH HaBBIKH | - HaBBIKAMU
OCYLLECTBIATH KJ1accU(pUKALHIIO opopmieHusi, BedeHUs M | opoOpMIIEHUS, BEICHMSA
JTOKYMEHTHPOBAH | OPraHU3AIMOHHO- XpaHEHUsl PaCMOPAAUTETbHBIX | U XpaHeHUs
ue mporecca pacnopsAUTENbHOM JIOKyMEHTOB B | pacmopsIUTENbHBIX
YIpaBICHUS JIOKYMEHTAIHH rOCyIapCTBEHHBIX JIOKyMEHTOB;
pUCKaMU B rocy1apCTBEHHBIX | Hu MYHUIHUIAIBHBIX | ~-HABBIKAMU
pamKax MYHHUIUTATEHBIX OpraHu3alysIX; B(I)CbeKTI/IBEIOFO
OT/IEJIbHBIX OpraHu3aluii; - aHAJIIU3UPOBaATh cojeprkaHue | B3AUMOICUCTBUA C
Ou3HeC- - TOpsaoK O(OpPMIICHUS, | OpPraHU3aUOHHO — PpasIHHBIMA
IPOLECCOB U BelleHMs M XpaHEHMs | IpaBoBoi jgokymeHTauuu B | CTPYKTYPHBIMH
(QyHKIMOHANBHBI | PACTIOPAINTEIBHBIX rOCyIapCTBEHHBIX p | TOAPASACTCHIAMI B
N pamKax
X HATpaBJIeHH JIOKYMEHTOB MYHHIIATIATBHBIX BHY TPUBEIOMCTBEHHOT
CTPYKTYPHBIX rOCy1apCTBEHHBIX U | OpraHu3aIusx; o
nonpazzienenui | MYHUHHITATBHBIX MEKBEJOMCTBEHHOTO
OpraHM3aIKuK OpraHM3aLii; SMEKTPOHHOTO
JIOKYMEHT0000poTa

4. MecTo IMCHUIIAHBI (MOYJA) B CTPYKTYpe 00pa3oBaTebHOIl MPOrpaMMbl

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

oTHomeHui yyebnoro miana OITOIL.

JlaHHas JAUCUMIUIMHA B3aMMOCBSI3aHA

dbopMupyeMoil  ydacTHMKaMH 00pa30BaTEIbHBIX

C JpyruMH JUCHUIIJIMHAMU,

TaKMMH KakK:

«OKOHOMMKA OpraHU3aluy (MIPeInpusiTHs)», «Bu3Hec-KOMMYHUKaUUy, « TeopHst MEHEeKMEHTa.
B pamkax ocBoeHust mporpammbl 0akajiaBpuaTa BbITYCKHUKH FOTOBSATCS K PEIICHUIO 3a]1a4




npoecCHOHANBHOM e TeIbHOCTH

OpraHU3alMOHHO-YIIPABICHYECKU.

CIIETYIOIITUX

THIIOB:

MH(OPMALMOHHO-aHATUTUYECKUH,

[Ipodune (HampaBIEHHOCTH) MPOTrpaMMbl YCTAHOBJIEHA IYyTEM €€ OpHUEHTaluu Ha chepy

npo(eCCHOHANBHOM  JIESITEIbHOCTH  BBITYCKHHUKOB:  [IpeANpUHUMATENILCTBO H  YIPABJICHHE
OH3HECOM.
5. O0beM TUCHUILIHHBI
Buowt yueonoii pabomut Dopmut 00yuenusn
Ounasn Ouno-3aounasn Ouno-3aounas c
npumenenuem /JOT
OO01ast TPY/10eMKOCTb: 3a4€THBIE 4 /144 4 /144 4/144
€ IUHULBL/Yachl
KonTakTHas padora:
3aHATHA JIEKIUOHHOIO TUIIA 18 8 4
3aHATHS CEMUHAPCKOTO THTIA 36 12 10
[TpoMexxyTodHas aTTeCTAIHS: 3a4€eT 0,1 0,1 0,1
CamocrositesbHas padora (CPC) 89,9 123,9 129,9

6. CopepkaHue IMCUMIUIMHBI (MOAYJIsI), CTPYKTYPHMPOBAaHHOe IO TeMaM / pa3gejaM ¢
yKa3aHHeM OTBEJEeHHOI0 Ha HHX KOJMYeCTBA AKA/JeMHYECKHX 4YacOB M BHAOB Y4eOHBIX

3aHATHH

6.1. PacnpenejieHne 4acoB o pas3jaejaM/TeMaM ¥ BHIaM padoThbl

6.1.1 OQOwunas popma ooyuenusn

Buabl yueOHoii padoThI (B yacax)
Ne Pa3nen/rema
o/ KonraktHasi pa6ora
. 3anaTus 3aHATHA CEMUHAPCKOIO THIIA Camocr
JIEKIIHOHHOT 0 osITeJIbH
THNA asi
Jexyuu | Unovie | Ilpaxkm | Cemun | Jlabop | Unvie | padora
VueOHbl| uuecku | apvl amopH
e e bie
3aHAMU| 3aHAMU pabom
A A bl
BBenenue B AMCHUIUINHY. 4
1. | Ilpeamer, comepkaHue u 2 10
3a7a4M Kypca
OCHOBHBIE TIOHSTHS 2 4
2. | TOKYMEHTAIlMOHHOTO 10
o0ecrnieueHus yrnpaBIeHHs
[IpaBoBoe 4
3. | perynupoBaHue 2 10
JeTTOTIPON3BOICTBA
OO111ie HOpMBI U ITpaBHIIa 2 4
4. | obopmireHUs 10
YTIPaBJIEHYECKUX




JIOKYMEHTOB

OcoGenHoctu
MOATOTOBKH
OpraHu3aIloOHHO-
pacopsSANTEIBHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
nH()OPMALIMOHHON U
AHAJIMTUYECKON
JTOKYMEHTAINH.

10

Cucrema
OpraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIH

10

I[OKyMeHTLI 110 INYHOMY
COCTaBy

10

Opranuzanus
JTOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB U UX
XpaHeHUe

10

COBpeMeHHOG ACJIIOBOC
IIMCBMO

9,9

[Ipomexxyrounas
aTTecTanus

0,1

HUroro

18 |

36

89,9

6.1.2 Quno-3aounas gpopma o6yuenus

Ne
n/

Paznen/rema

Buasbl yuedHoii padoTtsl (B yacax)

KonTakTHas padorta

SauaTus
JEeKIUOHHOI0
THIIA

3ansgarus CEMUHAPCKOIo TUIa

Jlexyuu

Unoble
yueOHbl
e
3auamu
A

Ilpaxm
uvecKu
e
3auamu
A

Cemun
apul

Jlabop
amopH
ble
pabom
bl

Huwvie

Camocr
0sITeJILH
as
padora

BBenenne B AMCIUTUINHY.
[Ipenmer, copepxanue u
3aJlauM Kypca

13

OCHOBHBIE TOHATUSA
JTIOKYMEHTAIMOHHOTO
o0ecrnieueHus yrpaBIeHUs

14

IIpaBoBoe
peryJlupoBaHue
JEJIONPOU3BOJICTBA

14

OO61re HOpMBI U ITpaBHIIa
odopmiieHus
YIIPaBICHYECKUX

14




JOKYMEHTOB

OcoGenHoctu
MOATOTOBKH
OpraHu3aIloOHHO-
pacopsSANTEIBHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-
nH()OPMALIMOHHON U
AHAJIMTUYECKON
JTOKYMEHTAINH.

14

Cucrema
OpraHU3aIMOHHO-
MPaBOBOM JOKYMEHTAIIH

13

I[OKyMeHTLI 110 INYHOMY
COCTaBy

14

Opranuzanus
JTOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB U UX
XpaHeHUe

14

COBpeMeHHOG ACJIIOBOC
IIMCBMO

13,9

[Ipomexxyrounas
aTTecTanus

0,1

HUroro

8|

| 12 | |

123,9

6.1.3 Quno-3aounas gpopma o6yuenus ¢ npumenenuem /10T

n/n

Pa3nen/rema

Buasbl yue6Hoii padoThl (B 4yacax)

KonrakTHasi pa6ora

3anaTus JICKIIHOHHOI'O

THIIA

3ansgaTus CEMHMHAPCKOIo TUIIA

Jlexyuu

Hnvie
yuebHble
3aHAmuUA

Ilpakmu | Cemu | Jlabop | Hnvie
yeckue Hapel | amopu | 3amsimust
3auAmus vie pad.

Camocr
OAATETbH
an
pab6ora

Beenenne B
nucuununy. Ipenmer,
colepKaHUE W 3aJayu
Kypca

12

OcHOBHBIE MMOHATHUS
JIOKYMEHTAIMOHHOTO
obecnieueHus
yIpaBIeHUS

14

IIpaBoBoe
peryiaupoBaHue
JIEJIONPOU3BOJCTBA

14

O6ume  HOPMBI U
npaBwia oQopmileHus
yIIpaBJIEHYECKUX

16




JIOKYMEHTOB

OcobeHHOCTH
IMOJATOTOBKH
OpraHU3aIMOHHO-
pacropsauTeIbHBIX
JIOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
nHpOpMaITMOHHOM Hu
aHATMTHYECKON
JIOKYMEHTAIH.

Cucrema

6. | OPraHHM3aHORHO-
" | mpaBOBOM
JIOKYMEHTalluU

14

JloKyMeHTBI o
JUYHOMY COCTaBY

14

Opranu3zanus
JOKYMEHTOO00POTA.
8. | Cucremaru3amus
JOKYMEHTOB M HUX
XpaHCHHE

14

COBpeMeHHOC JCJIO0BOC
IUCbMO

13,9

IIpomexxyrounas
aTTecTanys

0,1

Htoro 4

| 10 | | | 1299

6.2 IIporpaMmMa 1M cCIMILIMHBI, CTPYKTYPHMPOBAHHAS 110 TeMaM / pa3aeaaM

6.2.1 Coodepirrcanue 1eKUUOHHO20 Kypca

Ne ni/m HaumeHoBaHUE TeMbI Coaep:xkaHue JJEKIHOHHOTO 3aHATHS
(pa3aesa) IMCUMILIMHBI
1. Beenenue B qucnumuny. | Llenwm, 3a1auu M IpHHIAIIBL JIETONPOU3BOACcTBA. VcTopus

[Ipenmer, copepxkanue u
3aJlauM Kypca

JIEJIONPOM3BOJCTBA Kak Hayku. [Ipeamer m 3amaum Kypca.
Jlormueckast CTpyKTypa AUCHUILIMHBL, €6 MECTO B CUCTEME
MOATOTOBKHA  CHELUAJINCTA. MEXIPEIMETHBIE  CBS3H.
CoBpeMeHHOE  JIeNONPOMU3BOJCTBO:  IIENIM, 33Jaud MU
npuHUMIBL.  OCHOBHBIE MOHATHS W ONPEIEIICHUS:
JIOKYMEHT: €ro CBOMCTBA M (DYHKIIUH, JI€IOMPOU3BOJCTBO,
JOKYMEHTOBEICHHE, JIOKYMEHTOOOOPOT. Buner
JOKYMEHTOB M UX Kilaccupukauusg. YHUPHUKAIUS U
CTaHJAPTU3AIMS] TOKYMEHTOB, UX KJIACCH(HUKAIIHSL.

2. OCHOBHBIE OHATHSA
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBJIeHHUs

I'CAOY — cBom mpaBwil, YCTAaHABIWBAIOIINX €IUHBIC
TpeOOBaHUS K JIOKYMEHTHPOBAHHUIO YIPABICHYECKOM
JIESITSIILHOCTH U OpPraHu3allii paOdoThl C TOKYMEHTAaMHU Ha




NpCaANpUATUAX PA3JIMYHBIX OPraHU3allMOHHO — IMPAaBOBBLIX
dbopm

CocraB ynpaBlieHYeCKUX JOKYMEHTOB. [IoHSITHE cHCTEMBI
JNOoKyMeHTanuu.  DyHKIHMOHATBHBIE W OTpPACIICBBIC
CHCTGMBIHOKYMGHT&HHH.SﬁﬂﬂbHKaHHHIICTaHHapTH3aHHH
YIPaBJICHYECKUX JIOKYMEHTOB

IIpaBoBOE perynupoBaHue
JIeJIOTIPON3BOICTBA

[IpaBoBast 0a3za AENONMPOM3BOACTBA KaK COBOKYITHOCTb
3aKOHOB, HOPMAaTHUBHO-TIPABOBBIX aKTOB,
OpPTaHMW3aIlMOHHBIX W  METOAMYECKHX  JOKYMEHTOB,
pPErIaMeHTUPYIOIIUX TEXHOJIOTUIO CO3JIaHus, 00paboTKH,
XpaHEHUs] W WCIOJIb30BaHUS JIOKYMEHTOB B TEKyIIEH
JESITEIIbHOCTH OpraHu3aIlyH. [TocranoBienue
[TpaButenscrBa PO ot 07.09.2011 r. N2 751 «O BHEceHUH
n3MeHeHuii B [IpaBuia nenonpon3BoacTBa B eepaabHbIX
OpraHax UCIOJTHUTEIILHOUW BIACTH.

O6 onexkTpoHHOM  moamucH:  QenepaibHbII
06.04.2011 N2 63-®3 (c M3MEHEHHSIMHA M JIOTIOJIHCHUSMH
ot 12 mapra, 28 urons 2014 roxa)

O6 apxuBHom gene B  Poccuiickoit  ®epepanyu:
denepanbHbiii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

06 undopmanu, WHGOPMALMOHHBIX TEXHOJIOTUSX U O
3ammrte uHpopManuu: deaepaibHbiii 3akoH ot 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

O nmnepcoHaNbHBIX JIAHHBIX [DJIEKTPOHHBIM pecypc]:
denepanbHbiii 3akoH oT 27.07.2006 N2 152-®3 (pen. ot
21.07.2014) // CIIC «KoncynprantlImoc:
3aKOHOIATETILCTBO.

3aKOH

OOmue HOpMBI U TpaBuia
odopmieHus
YIIPaBIEHYECKUX
JOKYMEHTOB

Vuudunuposannas cucrema gokyMmentauuu (YCJ) xak
COBOKYITHOCTb (DOPM JJOKYMEHTOB, CO3JJaHHBIX MO €AMHBIM
npaBwjiaM M TpeOOBaHMSIM, (QYHKIHMOHHUPYIOIIUX B
onpeaenenHoit chepe nestensuoctu. [OCT P 7.0.8-2013.
'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHUPHUUIUPOBAHHBIE CUCTEMBI
JIOKYMEHTaIUN. YHudunupoBaHHas cucTema
OpraHU3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTAIUH.
TpeboBanus K o(opMIIeHNIO JTOKYMEHTOB.
PernamenTanus JESTEIBHOCTH CITY>KOBI
JIEJIONPOU3BOJCTBA HA BCEX YPOBHSAX  YIpaBJICHMUS.

Cranpaptel MCO u ux ucnonb3oBanue B cucreme JOY
PO.

OCOOEHHOCTH TOJATOTOBKH
OpraHHU3aIOHHO-
paciopsANTENbHBIX
JOKYMEHTOB OpTaHU3aIlNH.
Cucrema CIPaBOYHO-
nH(OPMAIIMOHHON u
aHAJIMTUYECKOM
JOKYMEHTAITUH.

YCOPJI — yHuduuupoBaHHasi CUCTEMa OPraHU3aLMOHHO —
pacrnopsiANTEeIbHOW JOKYMEHTAI[MU: COCTaB, O0JacTH ee
npuMeHeHus. HasnadyeHwe W BHUIBI OpPraHHU3alMOHHO-
pactopsiIUTENIbHON TOKyMeHTanuu. TpeboBaHust K €€
opopminenuto  cormacio ['OCT. CocraBienue u
oopMIIEHHE TPOEKTOB PACHOPSAUTEIBHBIX JTOKYMEHTOB
(mOCTaHOBJIEHUH, pEIIEHWH, NPUKA30B, PaCHOPSHKEHUH,
yKazaHuil). Buapl  cnpaBoYHO-MHGOPMAIMOHHON U
CIPaBOYHO-aHATUTHYECKONW JOKYMEHTAIMM U TPEOOBaHMS
K UX 0(hOpMJIIEHUIO.




Cucrema opraHu3aloOHHO-
MPaBOBOM JOKYMEHTAIINU

OpraHu3anoOHHO-TIPABOBbIE JOKYMEHTBI, UX Ha3HAuyeHUE,
dbopmynsipel — oOpasnsl. [Iporexypa cocraBieHHs U
Oo(pOpPMIICHHST OpPTaHHU3AIMOHHBIX JTOKYMEHTOB. OO0macTh
IPUMEHCHHS OpTraHU3aIlMHOHHBIX JTOKYMEHTOB.
Hcnonb3oBanne yHUPHUUIUPOBAHHBIX (opm. DyHKINH
OpraHW3aIlMOHHO-TIPABOBOW JIOKyMeHTanuu. OCHOBHEBIC
BUABl U TPeOOBaHUS K COCTABICHHIO U O(OPMIICHHIO
OpraHU3aIMOHHO-TIPABOBBIX IOKYMEHTOB.

I[OKyMeHTLI 110 INYHOMY
COCTaBy

Cucrema uH(MOPMAMOHHOTO oOOecreueHus: padoThl C
KaJ[pamH. Nudopmanronnsie MoKa3aTelu,
XapakTepusymoiue padboty ¢ kaapamu. Obmepoccuiickue
KJIaCCU(UKATOPHI TEXHUKO-DKOHOMUYECKON HHPOPMAITIH.
[lonsiTusa "kanpoBast JoKyMeHTaIUsA" U " TOKyMEHTaLUs 10
JUYHOMY cocTaBy". Buabl JOKYMEHTOB IO JMYHOMY
coctaBy. [Ipouenypsl, BBITIOIHIEMbIE KaJIpOBOU CIIyKO00H
npu oQOPMIICHUU JIBUKEHHS MEpPCOHANA MPEANpPUiTUs, U
co3JaBacMble TIPH OSTOM JIOKYMEeHTHl. HopmaTuBHO -
METOJMYECKHE TOKYMEHTHI 10 BOMPOCaM COCTABJICHUS U
o OopMIICHHS KaIpOBON JOKYMEHTAITHH.

Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucremMatu3anus
JTOKYMEHTOB 5 150
XpaHCHUE

Opranuzanus JOKyMEHTOOOOpOoTa: mpueMm, o0paboTka,
perucrpanus,  KOHTPOJIb,  XpaHEHHWE  JOKYMEHTOB,
HOMEHKIaTtypa paen. TpeOoBaHuA K 3aroyioBKaMm Jell.
®opmupoBanue nen. CucremaTusanus  JOKYMEHTOB
BHYTpH Jiena. TUIIOBBIE CPOKH XPAHEHUS JOKYMEHTOB
OO0mias xapakTepUCTUKA OPraHU3alUMOHHBIX TEXHUYECKHX
CPEJICTB. ABTOMaTH3UPOBAHHBIE CUCTEMBI
nenonpousBogacTBa.  O030p  COBPEMEHHBIX  CpEACTB
OPITeXHUKHU IS Tiepefaud U nepepadoTKu UH(POpMAIUH.
[lpaBmiia W TOPSIOK THUPAKUPOBAHUS JOKYMEHTOB.
DJeKTpoHHAas rnoura. Cuctema ONTHYECKOTO
pacrio3HaBaHHUA TEKCTOB. VICHOJb30BaHME CIIPABOYHO-
mpaBoBbIX cucTeM. OOmue TpeOoBaHHUS K COCTABICHUIO U
opopmieHno  HOMEHKJIATypbl. OCHOBHBIE  TpaBHIIA
paboThl apXMBOB OpraHu3alii B (elepalbHbIX OpraHax
UCTIOJTHUTENIGHOW ~ BJIACTH.  OJKCIEPTH3a  [EHHOCTH
nokymeHToB. CoctaBrneHue omuceil. Cnaya aen B apXuB
OpraHu3aIu

COBpeMCHHOC JACJIOBOC
IIUCBMO

Hcropus nosiBieHUs AETIOBbIX nHceM. [lenoBoe MUchbMo —
OJIMH M3 CaMbIX IPEBHUX aTpHOyTOB JIEIOBOTO OOIIEHHUS.
Tpaguuuu pycckoro paenoBoro mnucbma. CTHIMCTHKA
nenoBoro nuchbMa. OCOOEHHOCTH U XapaKTEPUCTUKH
COBPEMEHHOI0 JienoBoro nuceMa. IIpaBuna odopmiaeHus
JCJIOBOI'0O  ITHMChMaA. BI/II[I)I m1uceM, MCKIAYHAPOAHEBIC
UCHhMA.

TpeboBaHMsI K TEKCTY JAEIOBOTO IMHCHMA.

6.2.2 Conep:xkaHnue NpaKTHYECKUX 3aHATHI

HaumMmeHoBaHue TeMbI
(pa3nena) IUCHMILINHBI

ConepxaHue NPAKTHYECKOTO 3aHATHS

BBC}I@HI/IG B )II/ICHI/IHJ'II/IHy.
[Ipenmer, conepxanue u

l.Ilenn, 3amaum W OPUHIUOB JUCHUAILIMHBL. Mctopus
Jenonpoussojcrea B Poccun.




3aauu Kypca

2.IlpenMer u 3a1aum Kypca.

3.Jlormyeckass CTpyKTypa AUCUUIUIMHBI, €€ MECTO B
CUCTEME IOATOTOBKHM CIIELUAINCTA, MEKIIPEAMETHBIE
CBSI3H.

4. CoBpeMeHHOE JeJIONPOU3BOJACTBO: ILEJNH, 3aJaud U
MPUHIIMIIHI.

5. OCHOBHBIE TIOHATHUS U ONPENEIECHMUS:

JIOKYMEHT: €ro CBOWCTBA M (PYHKIIMHU, JEJIONPOU3BOJICTBO,
JOKYMEHTOBE/IeHHE, JOKYMEHTO000POT.

6.Buibl TOKYyMEHTOB M MX KJIacCH(pHUKaIHSI.

OcHOBHEIE HOHATUA
JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBiieHUs

1.'ocynapcTBenHas cucrema JOKYMEHTAIlMOHHOTO
obecrieuenust ynpasienuss (I'CIHOY) — cBox mpaBui,
YCTaHABIIMBAIOIINX e/IMHbBIE TpeOOoBaHUS K

JIOKyMEHTUPOBAHUIO  YIIPABJICHYECKOU [JEATEIBHOCTH MU
opranuzanuu paboTbl ¢ JOKyMEHTaMH Ha MPEIpUATHSIX
Pas3IMYHBIX OPTaHU3ALMOHHO — IIPABOBBIX GOPM

2.CocraB ynpaBiIeHUYECKUX JOKYMEHTOB.

3.IlonsTe cucTeMpl JOKYMEHTALUH.

4.DyHKUMOHAJIbHBIE u OTpacCJEBbIC CHUCTEMBI
JOKYMEHTaL1H.

5.YHudpukauus W CTaHAApPTH3aLUs  YIPaBICHUYECKUX
JIOKYMEHTOB

IIpaBoBoe  perynupoBaHue
JIeJIOTIPON3BO/ICTBA

1.IlpaBoBast ©aza AENONMPOM3BOACTBA KaK COBOKYITHOCTH
3aKOHOB, HOPMAaTHBHO-TIPABOBBIX aKTOB, OPTraHU3AI[MOHHBIX
U METOJUYECKHX JOKYMEHTOB, PErJaMEHTHPYIOIIHX
TEXHOJIOTHIO  co3daHusi, oOpaOOTKH, XpaHEHUs U
UCIIONIb30BAaHUsI JIOKYMEHTOB B TCKYIIEH NEATEIbHOCTH
OpraHu3aluu

2.ITocranoBnenwue [IpaBurenscrea PD ot 07.09.2011 r. N2
751 «O BHeceHuu uzMeHeHui B [IpaBuna nenonpousBoacTBa
B ()e/IepaTbHBIX OpraHax HCIOJTHUTEIHHON BIIACTH.

3. OO0 onekTpoHHOH moANUCH: (eaepalbHbIi  3aKOH
06.04.2011 N2 63-@3 (¢ U3MECHEHUSIMH U JIOTIOJIHEHUSIMHA OT
12 maprta, 28 utons 2014 rona)

4. O6 apxuBHom pene B Poccuiickoit ®enepanun:
denepanbHbii 3akoH oT 22.10.2004 N2 125-®3 (pem. ot
04.10.2014).

5. O6 unpopmanmu, UHHOPMALMOHHBIX TEXHOJOTUSX U O
3amuTe MHpopmanuu: deaepanbHbid 3akoH oT 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

6. O mnepcoHaIbHBIX MJAaHHBIX (enepaabHbli 3aKOH OT

27.07.2006 N2 152-®3 (pen. ot 21.07.2014)

7. HopMaTWBHO-TIpaBOBBIE aKThl, OPTraHU3AIMOHHBIE U
METOANYECKUE JOKYMEHTBI, perIaMeHTHPYOIINeE
TEXHOJIOTHIO  CcO3JaHusi, OoOpaOOTKM, XpaHEHUs U
UCIIOJIb30BAaHUs JOKYMEHTOB B TEKYIICH IEATEIBHOCTU
OpraHu3auu

OOmue HOpPMBI M TIpaBHIIA
oopmIIeHUs
yIPaBICHUYECKUX
JTIOKYMEHTOB

1.YuudunupoBannas cuctema nokymeHtannu (YCJI) xak
COBOKYIHOCTHh (DOPM JTOKYMEHTOB, CO3/IaHHBIX IO €IUHBIM
mpaBwiiaM U TpeOoBaHUSM, (QYHKIIMOHHUPYIOIIUX B
ornpezeneHHoN chepe 1esTeNbHOCTH.




2.TOCT P 6.30-2003
3.TOCT P NCO 15489-1 — 2007.

4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHuduuupoBaHHbIe CUCTEMBI JOKYMEHTAII.
YHuduuupoanHas cucTema OpraHU3alMOHHO-
paclopsiAMTEeIbHOW  JOKYMEHTaluu.  IpeOoBaHus K

O(OPMIICHHIO IOKYMEHTOBY.

5.PerimamenTanus NEITEIbHOCTHU
JIeJIOTIPOU3BO/ICTBA HA BCEX YPOBHSX YIPABICHUS
6.Cranmapter UCO

7. Nx ucnonb3oBanue B cucreme J10Y PO.

CITYXKOBI

Oco0eHHOCTH  IMOATOTOBKH
OpraHU3aIMOHHO-
pacropsiIUTEIbHBIX
JIOKYMEHTOB ~ OpraHU3aIliu.
Cucrema CIIPaBOYHO-
MH(POPMAIIMOHHOM u
aHAJIUTHYECKOM
JIOKYMEHTAIUH.

1. YCOPJI — yaudunupoBaHHasi CHCTeMa OpraHU3aIMOHHO
— pacnopsiAUTENbHON JOKYMEHTAIMU: COCTaB, 00JacTu ee
MIPUMEHEHHUS.

2. Hasznauenue u BUJIBI
pacrnopsANTEIbHON JOKYMEHTAIMH.
3. TpeboBanus k e€¢ opopmienuto cormacHo [OCT.

4. CocraBnenue u odopmiieHue MIPOEKTOB
pacnopsiAUTEIbHBIX JIOKYMEHTOB (mocTaHOBIIEHUH,
pelleHui, MPUKA30B, PACTIOPSHKEHUN, YKa3aHH ).

5. Bugsl crnpaBo4HO-MH()OPMAIIMOHHOW W  CIIPABOYHO-
AHAIUTUYECKOUN TOKyMEHTAllUU

OpraHU3alMOHHO-

6. TpeboBanust K oopmeHHIO CIPaBOYHO-
UH()OPMAIIMOHHON " CIPaBOYHO-aHATTUTUYECKOM
JOKYMCHTAllN

Cucrema oOpraHu3alOHHO-
IIPaBOBOM JOKYMEHTALIMU

1.Opranu3anoHHbIe JOKYMEHTBI, UX Ha3HAYCHHUE
2.Dopmynsapsl — 00pasIbl.

3. [Tpouenypa COCTaBIICHUS u
OpraHU3aIMOHHBIX IOKYMEHTOB.
4.06s1acTh IPUMEHEHUS OPTraHU3aLMOHHBIX JTOKYMEHTOB.
5.Ucnonp3oBanne yHU(PpUIIMPOBAHHBIX (HOPM.

6.OyHKIIMY OpraHU3alMOHHO-TIPAaBOBOM TOKYMEHTALIUH.
7.OCHOBHBIE BUJIBI OpraHU3aIMOHHO-TIPABOBBIX
JTIOKYMEHTOB.

8. TpeboBanuss K COCTaBICHUIO U
OpraHU3alMOHHO-IIPABOBBIX IOKYMEHTOB

oopMIIeHUS

0(OopMIIEHHUIO

JIOKyMEHTBI
COCTaBy

[0 JMYHOMY

1.CymHocTh NOHATHS JOKYMEHTAIMS 110 JIMYHOMY COCTaBy
2. IlpaBoBble OCHOBaHMS IOATOTOBKM JOKYMEHTOB II0
JMYHOMY COCTaBy

3. JlokyMeHTHpOBaHUE NMpH NpUéMe pabOTHUKA

4. TpynoBsie JOTOBOPHI (KOHTPAKTBHI).

5. JlokyMeHTHpOBaHHE TIpU NIepeBojie pabOTHUKA
6.Jlo0KkyMeHTUpOBaHuE NPU YBOJIbHEHUHN paOOTHUKA

7. OcobeHHOCTH MpHKa3a 10 JIUYHOMY COCTaBY

8. 3asBieHue

9.TpynoBas KHMXKa

10.JImuno€ neno

Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucreMaTu3anus
JOKYMEHTOB M WX XpaHCHHE

1.Oprauu3anus JTOKyMEHTOOOOpOTa: MpueM, 00paboTKa,
perucrpanms,  KOHTPOJIb,  XpaHEHHE  JIOKyMEHTOB,
HOMEHKJIaTypa Jie.

2.TpeboBaHus K 3ar0JIOBKaM JIe]I.

3 .CDOpMI/IpOBaHI/IC JCII. CI/ICTCMaTI/BaL[I/I}I JOKYMCHTOB




BHYTpHU nena. Odopmienue aen. TUTIOBBIE CPOKU XpaHEHUS
JIOKYMEHTOB.

4.00mmas xapakTepUCTUKa OPTaHU3AMMOHHBIX TEXHUYECKIX
CpPEJICTB. ABTOMaTH3UPOBAHHBIE CHCTEMBI
nenonpousBoAacTBa.  O030p  COBPEMEHHBIX  CPENCTB
OPITEXHUKHU JUIA [lepeiadn U nepepaboTku nHGOpMaIuu.

5. Mcnionb3oBanue ClipaBOYHO-IIPABOBBIX CUCTEM
6.Homenkimarypa nen Kak MPOCTEUIIINI
KJIaCCU(UKAMOHHBIN cripaBoyHUK. OOmmme TpeOOBaHUS K
COCTaBJICHUIO ¥ O(DOPMIICHUIO HOMEHKJIATYPHI.
7.0dopmnenue nen. CocraBienne onuceit. Cnaga nen

COBpeMeHHOC JACJIIOBOC
IIUCBbMO

1.ITonsiTue 1e10BOM MEPENUCKU

2.2TUuYecKre HOPMBI JIEI0BOI epenucKu
3.3aKOHOJATENbHbIE W HOPMATUBHO-NIPABOBBIE OCHOBBI
JIeJI0BOM nepenucku B PO

4 SI3bIK ¥ CTHIIb O(UIIHATILHBIX ITHCEM

5. Buasl 1nmceM B Oprassl IOCYAapCTBEHHOTO U
MYHHLIMIIAJILHOTO YIIPABICHUS

6. JlenoBasi nepenucka o EeKTPOHHON IouTe

7 IlpaBuna opopmieHHs Je10BOro MUChMa.

8.Bunpl mucem

9. MexyHapoIHbIE THCHMA.

10.TpeboBaHus K TEKCTY NHCbMa

6.2.3 Conepixanue caMOCTOAATETbHOI PadoThI

HaumeHoBaHue TeMBbI
(pa3nesa) QM CHUIINHbI

Coaep:kanue caMOCTOSATEILHOI PadoThI

BBGI[GHI/IG B JUCHUILIIUHY.
IIpenmer, conepxanue u
3a/1a4M Kypca

1.IlonsiTHe 1ETOTPOU3BOJICTRO.

2. Ilpenver mucuuniauHabl OCHOBBI JEJNONPOU3BOACTBA U
JIOKYMEHTOOO0OPOT

3. MexnpeaMeTHBIE CBSI3H.

4. CTpykTypa Kypca
5. 3agaun Kypca

OcCHOBHBIE HOHATHSA
JIOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBiIeHUs

1.'ocynapcTBenHas cucreMa JIOKYMEHTaLlHOHHOT'O
o0ecreyeHns ynpaBlieHUs

2. [lonsiTne noKymMeHTa

3. IlonsiTHE TOKYMEHTOOO0pOTa

4 Cuctembl JOKyMEHTALUH

5.VauduuupoBaHHas cucremMa OpraHU3alMOHHO-
pacnopsiautenbHoi fokymenrtanuu (YCOPJ)

ITpaBoBOE perynupoBaHue
JIeJIONIPOU3BOICTBA

1.3akoHOATENBHOE PETYIMPOBAHUE JIETOPOU3BOJICTBA

2. Vka3sl u pacnopsokenust Ilpesummenta Poccuiickoit
denepanuu, peErIaMeHTHPYIOIINE BOIIPOCHI
JOKYMEHTAI[MOHHOTO 00ecreueHust

3. [IlocranoBnenuss u pacnopsbkeHust IlpaButenbcTBa
Poccniickoit ®enepanuy, periiaMeHTHPYIOIIUE BOIPOCHI
JOKYMEHTAallMOHHOrOo ~ obecneueHuss Ha  QeaepaabHOM
YpOBHE

4. TIpaBoBbI€ aKkTHI (heIepaTbHBIX OPTraHOB UCIIOHUTEIHHON
BJIaCTH (MUHHUCTEPCTB, KOMUTETOB, CIIY)0O, areHTCTB W Jp.)
00I11€0TpacIeBOro U BEJOMCTBEHHOT'O XapaKTepa,




5.IIpaBoBble  aKTbl  OpPraHOB  IIPEACTABUTEIBHOU U
HCTIOJIHUTEIIbHOM BJIACTH CyOBEKTOB Poccuiickoit
Qenepaii M HUX  TEPPUTOPHUATBHBIX  OOpa3OBaHMIA,

PErMTAaMCHTUPYIOIHUE BOIIPOCHI ACTOIPOU3BOACTBA.

OO01re HOpMBI U IIpaBUIIA
odopmIIeHUS

1. INonsitue BJIAHK noxymenTa. Buzsl 61ankoB
2. TpeboBanus k OJaHKaM

YIIPABJICHYECKUX 3. PexBuzut. CocTaB peKBU3UTOB.
JIOKYMEHTOB 4.HauuonanbHuele  crangaptel  Poccum B obmactu
JICJIONPON3BO/ICTBA
OcoOennoctu noarotoBku | 1.IIoHsiTHE ~ OpraHM3allMOHHO  —  PaCHOPSAUTEIHHON
OpraHU3aIMOHHO- JOKYMEHTAITUH: COCTaB, 00JIaCTH €€ MPUMEHEHHUS.
pacnopsIUTEIbHBIX 2. Ha3nauenue u BH/IbI OpraHU3alMOHHO-
JIOKYMEHTOB OpraHU3alliu. | paclopsIUTEIbHON TOKYMEHTALIUH.
Cucrema crpaBo4HO- | 3. TpeboBanus k opopmienuto coramacao ['OCT.
uH(HOPMAIMOHHON u | 4. CocraBnenue u odopmiieHue MPOEKTOB
AHAJIUTUYECKON pacnopsIINTENbHBIX TOKYMEHTOB
JIOKYMEHTAIUH. - IIOCTAHOBJICHUH,
-penIeHui,
-IIPUKA30B,
-pacropsKEHU,
-yKa3aHHUU
5.CocraBieHue u odopmiieHue CIIPaBOYHO-
MH()OPMAIIMOHHBIX JIOKYMEHTOB
Cucrema 1.CocTaB oOpraHu3alMOHHBIX JOKYMEHTOB
OpraHU3aIMOHHO- 2.DyHKIIUY OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB
npaBoBoi JokyMeHTauu | 3.0Oco0eHHOCTH OQOPMIICHHUS OpraHU3alMOHHO-TIPABOBBIX
JTIOKYMEHTOB
4. Buasl  OpraHM3allMOHHO-TIPABOBBIX  JIOKYMEHTOB.
Tunossie u WHIUBUTyaJIbHBIC OpraHU3aIlMOHHbBIC
JIOKYMEHTBI.
HoxymenTtsl mo JuuHOMYy | 1.JlokymMeHTanusi,  CBsi3aHHasT C  KOMIUIEKTOBaHUEM

COCTaBy

IIepCOHAaJIa OpraHu3aIuu.
2.JlokymeHTalus, CBsI3aHHAs C MPOLECCOM IPOJBUKEHUS
NepcoHaa o ciyxoe.

3.JlokyMeHTaus, CBsI3aHHasl C BBIIOJHEHUEM pPabOTHUKOM
TpeOOBaHUH TPYAOBOM TUCIIUILIMHBI.

4.JloxymMeHTalus, CBA3aHHas C IPEKPALIEHUEM TPYAOBbIX
OTHOLICHUH PaOOTHUKOB C OpraHU3allen, C yBOJIbHEHUEM

Opranuzanus 1.0Tanbl 1oKyMeHTO000pOTa B OpraHu3alun

JOKyMEHTOO00POTA. 2.®opmupoBaHue €N

CucremaTtuzanus 3.Homenkmnarypa nen KaK MPOCTEUIIINIA

JIOKyMEHTOB " UX | KJacCU(UKALMOHHBINA CIIPAaBOYHHUK.

XpaHEeHUe 4.Cnaua ie71 B apXUB OpraHU3alu

CoBpemeHHOE nenosoe | 1. JlenoBble mycbMa B UCTOPUHN YEJIOBEYECTBA

MMACHMO 2. Posb 1en0OBBIX MUCEM B YIIPABICHYECKON AEATEIbHOCTH
3. Ocobennoctu o(huIUaTbHO-AEI0BOI MMCEMEHHOM peun
4. Vcnonb3oBaHUE S3BIKOBBIX (OPMYNT —  S3BIKOBBIX
MOJIETIEN B JIEJIOBOM MHCHME
5. DTHKET B J€N0BOM MTEPENUCKE

7. @oHJ OLEHOYHBIX CpeAcTB [Jsl MPOBeJAeHHUS] NPOMEKYTOYHON aTTecTalluM

00y4YaIIUXCS M0 JUCHHUILIMHE (MOYJII0)



IIpenycMOTpeHBl CleAyrOIIMe BUABl KOHTPOJIS KadeCTBA OCBOCHHUS KOHKPETHOM
JUCLIUILINHBL:
- TEKYIIUHA KOHTPOJIb YCIIEBAEMOCTHU
- IPOMEKYTOYHAs aTTeCTalus 00y4aromuUXcs N0 AUCHUILINHE

@DOHJ OLEHOYHBIX CPEACTB AJIs MPOBEACHUS MPOMEXKYTOUHOM aTTeCTallud O0y4yarouIuxcs
no qucturuae opopmiteH 8 IPUJIOKEHWUU k PABOYEU I[TPOI'PAMME JIUCIHUTIJIMHBI

Texymuii KOHTPOJb yCIEBaeMOCTH OOeCrevYrBaeT OICHHBAHHE XOJa OCBOCHHUS

JUCIHUIIJIMHBI B IIPOLIECCC O6y‘ICHI/I$I.

7.1 Hacnopr ¢GoHAA OLEHOYHLIX CPEACTB JIS NPOBEACHUS TEKYIIeH ATTeCTAllMH 110

TUCHUIINHE (MOAYJIIO)

Ne KonTpoaupyembie HaumeHOBaHME OLIEHOYHOI'0 CPeACTBA
n/n pasjaeJibl (TeMbl)

1. | Beeaenue B nuctmimingy. | Onpoc, npoGiieMHO-aHATUTUYECKOE 3aJaHue. 3CCe
[Ipeamer, conepxanue u Peanuzanuss  nporpammsl ¢ npumenenueM  JIOT:
3aJla4M Kypca TectupoBaHue, CUTyallMOHHBIE 3a7ayd, MPOOJIEMHbIE

3aJ1a4H.

2. | OCHOBHBIE IOHATUS Omnpoc, npodaeMHO-aHATUTHYECKOE 3a/laHIe, TECTUPOBAHHUE
JOKYMEHTAllHUOHHOI'O Peamu3anus nporpaMmMbl ¢ NIPUMEHEHHEM JAOT:
obecnieyeHus ynpasiaenus | TecTupoBaHue, CUTYallMOHHBIE 337a4u, IPOOJEMHbIE 3a/1a41

3. | IIpaBoBoe perymupoBanue | Omnpoc, mpoOIeMHO-aHATUTHYECKOE 3aJaHNe, TUCITYT
JEJIONPOU3BOCTBA Peanuzanuss nporpaMMel ¢ NIPUMEHEHHEM JOT:

TectupoBaHue, CHTyallMOHHBIE 33]]a9H, POOJIEMHBIE 331a4H

4. | O6wmue HOpMBI U npaBwiia | Onpoc, NpoOIeMHO-aHAIUTUYECKOE 3aJjaHKe, TPAKTHYECKOe
odopmiteHHS 3aJlaHue, KeicC
YIIPaBIECHYECKUX Peanuzanuss nporpaMMbel ¢ NIPUMEHEHHEM JOT:
JJOKYMEHTOB TectupoBaHue, CUTyallMOHHBIE 33]]a4l, IPOOJIEMHBIE 33/1a4H

5. | Ocobennoctu noarotosku | Ompoc, TECTUPOBAHUE, IIPAKTHYECKOE 3aJlaHue,
OpraHU3alMOHHO- HCCIIEN0BATENIbCKUI IPOEKT, TUCITYT
pacnopsAUTEIbHBIX Peanuzanuss nmporpaMMbel ¢ NIPUMEHEHHEM JOT:
JOKYMEHTOB OpraHuzanuu. | TecTupoBaHue, CUTyallUOHHBIE 3a/1a4M, IPOOIEMHBIE 3a1a4U
Cucrema cripaBo4HO-

MH(OPMaLIMOHHON U
AHAJIMTUYECKON
JOKYMEHTAI1H.

6. | Cucrema Omnpoc, npakTuyeckoe 3a1aHue, THPOPMALIMOHHBIN MTPOEKT
OpraHu3alOHHO- Peamu3anuss nmporpaMMbl ¢ NIPUMEHEHHEM JOT:
paBoBOM JoKyMeHTaluu | TecTupoBaHue, CUTyallMOHHBIE 3314, MPOOJIEMHBIE 331a4H

7. | JoxymeHntsl no inyHoMy | Ompoc, npakTuyeckoe 3aiaHue, THPOPMAIIMOHHBIN MPOEKT,
COCTaBy TECT

Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM HOT:
TectupoBaHue, CUTyallUOHHBIE 3a]1a4H, IPOOJIEMHBIE 331a4H

8. | Opranuzanus Omnpoc, npakTu4eckoe 3a/iaHue, KOHTPOoJIbHAs padoTa
JOKYMEHTO000poTa. Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM HOT:
CucremaTtuzanus TectupoBaHue, CUTyallMOHHBIE 33]]a4H, IPOOJIEMHBIE 331a4H
JOKYMEHTOB U UX
XpaHeHue




9. | CoBpeMeHHOE J1e]I0BOE Ompoc, mpakTUYECKOe 3a1aHne, HHPOPMAITMOHHBIH MPOEKT
MHUCHMO Peanmzanmst mporpaMMbl  C  PUMEHEHHEM HOT:
TectupoBaHue, CUTyallMOHHBIC 33]1a91, TPOOJIEMHBIC 3a/1a4H

7.2 TunoBble KOHTPOJLHLIE 3aJaHUS HWJIH HHbIE MATEPHAJLI, HEO0XOIUMbLIE IS ONEHKHU
3HAHWI, YMEHUIi, HABLIKOB M (HJIH) ONbITA JeATEJHLHOCTH B MPOLECCE TEKVIIEr0 KOHTPOJISA

Tunosbie BONPoOCHI

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

2.Ilpeamer u 3agauu Kypca.

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

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

5. OcHOBHBIE TOHATUS M OIpEICNCHHUs: JOKYMEHT: €ero CBOHCTBa U (DYHKIIHH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, TOKYMEHTOO0OPOT.

Tunosbie Npod1eMHO-aHATUTHYECKHE 32 JaHUS
1. IIpobaemno-anarumuyeckoe 3a0anue:

1. HazoBuTe Bce BHIBI JOKYMEHTOB M YKaXUTE, [0 KAaKUM @pU3HaKaM OHHU
KIJIACCU(PUITUPYIOTCS.

2. Haiinute onpenenenrue JOKyMEHTa B TOCYJapCTBEHHOM CTaHapTe.

3. CocraBpte Tabnuny «IloHsATHE TOKYyMEHTA B HAYYHBIX AUCLUIIIMHAX)»

4.0Onpenenute BUA JOKYMEHTA: OPHUIMATBHBIC, TUYHBIEC U JIMYHOTO MPOUCXOKACHUS

2. I[IpobaemHo-anarumuieckoe 3a0anue.

1.CocraBbTe npuKa3 (pacopsiKeHHe) o IprueMe Bac Ha paboTy,

2.CocraBbTe pHKa3 (pacropsyKeHUE) O MEPEBOJIE BaC Ha JIPYryro padoTy

3. CocrassTe [Ipukas (pacnopspkeHne) o mpeloCTaBIeHUU BaM OTITycKa

3. I[lpobnemno-ananumuueckoe 3a0anue:

1.CocraBbTe TpaduK OTIYCKOB OpraHM3aluu, cocTosuled u3 15 coTpyaHHMKOB: 2 U3
KOTOPBIX 3aMECTHTEH PYKOBOJUTESI, OIMH- TJIaBHBIA Oyxranrep, 2 — OyXraiaTrep u Kaccup, OJIH —
CHELHAINCT OTJIeNa KaJIpoB, 5 — pabounX-CMEHIMKOB, 2-pabOTHUKU Ha § 4acoBOil paboumii 1eHb,
0/IHa — yOopIIuIa, 2 — MEHEKEPOB.

2. CocraBbTe mpHKa3 (pacrnopsbikeHHe) O MPEKpalleHUW JeHCTBUS TPYIOBOIO JIOTOBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npUKa3 (pacopsiKEeHHE) O HaIllpaBJIEHUU Bac B KOMaHAUPOBKY

4.BpImummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHHUKY

4. [IpoGneMHO-aHATUTUYECKOE 3aJaHUE:

1. Pa30eiiTech Ha rpymmsl 1o 4 denoBeka U coctaBbTe IIpaBuia BHYTpPEHHETro TPYI0OBOIO
pacriopsiaka; IlomokeHne o 3amuTe MEPCOHATBHBIX JaHHBIX; llonokeHue 00 ormare Tpyna;
[TonoxeHnue o CTPYKTYpHBIX NopazaeneHusx; [lonoxenue 06 aTTectanuu

2. BeiOepute 0fHY M3 KOHKPETHBIX JOJDKHOCTEH U COCTaBbTE IOJKHOCTHYIO HHCTPYKITHIO

3. CocraBbTe NpHKa3 O NOOIIPEHUU paOOTHHKA.

5. Ilpobremno-ananumuueckoe 3a0anue:

PasGeiiTeck Ha rpymniisl Mo 4 yeoBeKa U COCTaBbTE

1. IlonoxxeHne 0 NIPEMUPOBAHNH;

2. ITHCTpYKIIMIO N0 KaJPOBOMY JICJIONIPOU3BO/ICTBY;

3. [Tonoxxenue 06 OIEHKE TIEpCcOoHAa;

4. ITonoxenue 06 00y4yeHUH;

5. Ilonoxxenue 00 aganTamuu

6. IIpobnemno-anarumuyeckoe sadanue:
1. CocraBbTe rpapuk JOKYMEHTO0O0pOTa B KOHKPETHON OpraHU3aluu



2. Pa3GetiTech Ha TpynIbl 1O 4 YeJI0BEKa U COCTaBbTE
- [ono>xenue o paboTe ¢ KaJipOBBIM PE3EPBOM;
- [Tonoxenue o mpeMupoBaHuU
7. Ilpobnemno-ananumuuecrkoe 3a0anue:
1.ITpeacraBbTe CTPYKTYpY YcTaBa OpraHu3aiuu
CocraBbrTe:
2. [loctaHoBieHME 110 KOHKPETHOMY COOBITHIO.
3. Pemienue 1o KOHKpETHOM 3a/1a4e yIpaBIICHUS.
8. Ilpobremno-ananumuueckoe 3a0anue:
. CocTaBbTe NpuUKa3 10 KaAPOBOMY COCTaBY.
. CocTaBpTe yKa3aHue 10 PEHICHUIO KOHKPETHOTO BOIIPOCa.
. CocTaBbTe pacriopsKEHHsI 10 KOHKPETHOMY COTPYIHUKY
. Odopmute IpoTOKOI 3aceaHus COOpaHUs KOJJIEKTUBA OPraHU3alUH.
9. [Ipobnemno-ananumuueckoe 3a0anue:
. CocTaBbTe aKT O HAPYIICHUU TPYAOBOTO I0rOBOPAa KOHKPETHOTO COTPYIHUKA.
2. Onumure cTpykTypy IlonoxeHus kak JOKyMeHTa
. Onumure npaBuiia COCTABICHUS MHCTPYKIIHMA
10. Ilpobaemno-anarumuuecxkoe 3a0anue:
. Ucnonp3ys TunoByto popmMy «oOmuii O1aHK» 3aMoIHUTE €e.
2. Ucnionb3ys THIIOBYIO (hopMy «OJIaHK MUChMay 3alOJTHUTE €€
3. Ucnonp3ys TUIOBYIO (hOpMY «OJIaHK KOHKPETHOTO BHIa JOKYMEHTA» 3aIlOJHHUTE €.
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TeMmbl ncce10BaTEIbCKHX, TBOPYECKHX IPOEKTOB

Iloozomoeka uccrnedosamenbcKux NPOEeKmMos no Mmemam:

1.Mcnionb30BaHuEe KOMIIBIOTEPHBIX TEXHOJIOTUH NP CO3AAHUU U OPOPMIICHUH JOKYMEHTOB.
2. DIEKTPOHHBIN TIOKYMEHT U IIpobJieMa ero npaBoBOro craTryca.

3. OcobeHHOCTH COTTIacOBaHMs 3JIEKTPOHHOTO JJOKYMEHTA.

4. HWubopmanHOHHO-CIIPABOYHBIC JOKYMEHTBI — CIPaBKH, aKThl, JOKJIIATHBIC U
OOBSICHUTENIbHBIC 3aIUCKHU, JOBEPEHHOCTH, CIyXeOHbIC MUChbMa, Tele(OHOIPAMMBI, TEJIETPAMMBI,
(dakcorpamMmsl

5. [Ipunanue 10pUANYECKON CUIIBI JOKYMEHTY B JIEKTPOHHOU (hopme.
6. [Ipumenenue 0a3 TaHHBIX, IA0JOHOB, TEKCTOBBIX PEAKTOPOB.

Teopueckoe 3a0anue (c 21emenmamu scce)
Harnumure scce mo teme:
1.Posb apXvBOB B COXpaHEHNUN JOKYMEHTOB
2. MexXBe1OMCTBEHHBIE, BEJOMCTBEHHBIE apXUBbl. APXUBBI OpraHu3alui,
NPEANPUATHH, YIpeKIeHUN. [ 0Cy1apCTBEHHBIE aPXHBBI
3. DNEeKTPOHHBIN JOKYMEHTOOOOPOT: MOJIOKUTEIbHBIE U OTPUIIATENIbHBIE YEPTHI

TunoBble 3aJaHusi K HHTEPAKTUBHBIM 3aHATUAM

CpasnumenvHulii ananus 6 popme oucnyma
1.25eKTpOHHBIN TOKYMEHTOOOOPOT: MOJIOKUTENIbHbBIE U OTPULIATENIbHBIE YEPThI
2. Mecro aucuumuinHbl “OCHOBBI JI€JONPOU3BOJICTBA U TOKYMEHTOOOOPOT” B COBETCKON M
COBPEMEHHOM CUCTEMax MOJrOTOBKH CHEIMAINCTA -YIIPaBICHIA.

3aoanue no pewenuro ynpasnenuecxkou cumyayuu. Ketic 1
[Ipouo 3acenaHve WHBEHTAPU3AIIMOHHOW KOMHUCCUHM 3aBOJa Ta30BOM ammapaTrypbl, Ha
KOTOPOM paccMaTpuBajCsi BOMNPOC O pe3yjdbTaTaX MWHBEHTapu3auuu 1o ckiagy Ne 2
BCIIOMOTaTeNbHBIX MaTepuanoB. Ha 3aceganuu OBLIO MPUHATO MOCTAHOBJICHHE OO YTBEP:KIEHUI
pe3yJNbTaTOB WHBEHTApPH3allMM M OTHECEHHUs 3a CyeT 3aBeAYIOUIEro CKIAJOM HEJOCTauyH



BCIIOMOTaTeNIbHBIX MaTepHUaroB B cyMMme 365 Thic. py0., a TaKKe 3a4MTaHbl CIMYUTEIbHAsS
BEZOMOCTH 110 ckiiany Ne 2 u 0ObSCHUTENbHAs 3alKCKa 3aBEAYIOIIETO CKIaIOM.

- Kakoli TOKyMEHT COCTaBIISIETCS IO UTOTaM 3aceJaHuil KOMUCCHUM pa3Horo poja?

- Kakue pekBU3NUTHI JOJKEH BKIIIOYATh JAHHbBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeU OH mpernoJaraet?

- Kakue ¢aktuueckne nanHbIe TOJKHBI OBITh BHECEHBI B 3TOT JIOKYMEHT?

Pewenue keiica.

ITo HATOraM 3acelaHuu KOMUCCHU COCTaBIIACTCS IIporokon 3aceaHus
MHBEHTapHU3allMOHHOW KOMUCCUH T10 PACCMOTPEHUIO PE3YJIbTaTOB HHBEHTAPU3ALUH.

IIpoTOKOJI COEPIKUT CIIENYIOIINE PEKBUZUTHI:

HAaUMEHOBAHME OpraHu3alliii; Ha3BaHWE BHUAA JOKYMEHTAa; JaTa U HOMEp IIPOTOKOJIA;
3aroJIOBOK K TEKCTY; TEKCT; IMOANUCH YYaCTHUKOB; TpH(] yTBEpkaAeHUs (B cilyyae, KOrjaa MpoTOKOI
HOJUIEKUT YTBEPHKICHHUIO).

[IpoTokoi cocToUT U3 2 yacTeil: BBOAHOM U OCHOBHOIA.

B 3TOT 10OKYMEHT JOJKHBI OBITh BHECEHBI ClleAYIOIINE (aKTUUECKUE TaHHbIE!

1) Ha3BaHMsI TOKYMEHTA U NPEAIPUATHS.

2) yKa3aHHe 4JIEHOB KOMUCCUH U TpeAcenaTesl.

3) CIIMCOK BBICTYMAIONIMX Ha 3aCE€AaHUU KOMHUCCHUHU.

4) uTOr" MHBEHTAPHU3ALHH.

5) peuieHusi, KOTOpbIE ObLTH TPUHSTHI.

6) 3aKIF0YEHUE KOMUCCHHU.

7) UTOTHU TOJIOCOBAHUSI (€CIIU OBLIN).

8) MeponpusATHUs, IPOBEJACHHBIE B IPOLIECCE HHBEHTApU3ALUH.

9) BBISIBIICHHBIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (MMS U TOJKHOCTB).

10) nata 1 MECTO COCTaBJIEHUS POTOKOJIA.

11) noanucu npeacenaresns U ceKpeTapsi KOMUCCHU.

Keiic 2

B crpoutensHoM KkoomepatuBe «CtpolicepBUC» Obul OOHapyxeH ()aKT HENpaBUIBHOTO
UCIIOJIb30BAaHUSl CTPOMTENBHBIX OTX0J0B. [Ipu mpoBepke palOTHl CcKiaja MNHIOMATepUaOB
YCTAHOBJIEHBI (PAKTHI OTITYCKa B KOTEJIBHYIO JJIS CKUTAHUS OTXOJIOB MHJIOMATEPUATIOB JIMHHOM
cBbie 20 cMm.

- Kakoil 1OKyMEHT ITO3BOJIUT PETJIAMEHTUPOBATH OTIIYCK CTPOUTENBHBIX MaTEPUAIIOB?

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

- CKOJIBKO JTOJDKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 MCIIOJHEHHE TaHHOTO

JOKyMeHTa?

- Kakue pekBU3UTHI 10JIKEH BKIIIOYATh JAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTell OH MpeAnonaraeT?

- Kakue (aktuueckne 1aHHbIE TOJIKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Pewenue keiica

JIOKYMEHT, KOTOPBIN IO3BOJIUT PErIaMEHTHPOBATh OTIYCK CTPOUTENIBHBIX MAaTEpPUANIOB -
IIpukas.

OOs3arenbHble MYHKTHl MpHUKa3za: 1) TMYHKTB, B KOTOPBIX [JarOTCd TMOPYYEHUS
UCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHUS. 2) MMyHKT O KOHTPOJIE UCIIOJIHEHUS IPUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE NPUKa3a ABIISETCSA OJHO JOJKHOCTHOE JIMIIO.

[Ipuka3 nomKeH BKIIOYATh TaKWe PEKBU3UTHI, KAaK IOJHOE HAaMMEHOBAaHHWE KOMIIaAHUH
COIJIAaCHO JEHCTBYIOIIEMY YCTaBY; OpraHM3allMOHHO-TIpaBOBas (opMa; MECTO COCTaBJICHUS WIIH
U3JIaHUS; PETUCTPALIMOHHBIA HOMEp, YKa3aHHBIA B JKypHaJIe PETHCTpalliM; HAUMEHOBAaHUE BUAA
JIOKYMEHTA; 3arojIoBOK; TEKCT; JaTa CO3/JaHus; JaTa IOANMCAHUSA MOJANUCH PYKOBOAMUTENS C
pacinpoBKOil; OTMETKU O HAJIUYUU MPUIIOKEHUM;

IIpuka3 BriIoyaer B cebs JBe CTPYKTYpHbIE 4YacTH: KOHCTAaTHUPYIOILYIO U
paciopsiAUTETBHYIO.



B 3TOT 10KYMEHT NOJKHBI OBITh BHECEHBI (pakTHUecKue qaHHble [[puuuHbl U mopy4yeHus.
Ananumuyeckue 3a0anusl

1. Ucnone3ys T'OCT 7.32 — 2001 IlpaBuna odgopMieHHsS TEKCTOBBIX JOKYMEHTOB,
chopMyIUpylTe OCHOBHBIC TPeOOBAHUS K OPOPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2. Hcnomp3zys T'OCT P 6.30-2003 VYHudunupoBaHHBIE CHCTEMBl JTOKYMEHTAIIUH.
YHupuumpoBaHHas CUCTEMa OpraHU3aAMOHHO-PACTIOPSIUTEIBHON JOKyMEHTauu. TpeOoBaHms K
OQOpPMIICHHIO  JOKYMEHTOB, cdopMylnupyiTe mpaBuia oGOpMIICHHS  OpraHM3alMOHHO-
pacnopsIUTENIbHON JOKYMEHTAIIUU

3. Ucnonb3ysi KOHKPETHBIN TOKYMEHT, IEPEYUCIIUTE PEKBUUTHI.

4. CocTaBbTe CXeMY PACTOPIKCHHSI TPYJOBOTO JOTOBOPA 110 MHUIIMATUBE PAOOTHHKA.

5. Hauepture cxemy JOKyMEHTOOOOPOTa B OPraHU3aIMU

6. CocTaBbTE MHCTPYKIIUIO [0 COCTABJICHUIO HOMEHKJIATYPHI JIETI.

7. 3anummre npaBwia pabOThl C JOKYMEHTaMH, COJAEpX AallUMU KOH(PUACHIHUAIHHYIO
UH(OPMALIHIO.

Tunossble TecThI

1.Kakoe cyxxaenue ommuOouHO:

«IIoMMHHUK TOKyMEHTA BCErAA. .. »

A) opopmiisiercst Ha OaHKe,

b) umeer noanuck nMoJIHOMOYHOIO JIHIIA,

B) umeer peructpaiionHble IOMETKH,

I') Bcerna umeet (repOoBYIO UM MPOCTYIO) M1€YATh.

2.1IpocThIM MO COJEPKAHUIO HA3bIBAETCS IOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaUUTEeIHbHOIO BPEMEHH Ha ero o0paboTKy,

b) He TpeOyeT MoAroTOBKM Ha HETO OTBETa, B) CONEPKUT B TEKCTE TOIBKO OJMH BOIIPOC,
I') opopmnen Ha hopmate Oymaru AS.

3. lyOnukaT TOKyMeHTa

A) ¥MeeT paBHYIO € NOJJIMHHBIM JOKYMEHTOM IOPUAMUYECKYIO CHITY,

b) He umeeT 10pUINYECKYIO CHITY KaK MOJUIMHHBIN TOKYMEHT,

B) BoCcipon3BOANT OCHOBHYIO YaCTh IVIABHBIX PEKBU3UTOB MOJJIMHHOTO JOKYMEHTA,
I') NOAHOCTBIO BOCTIPOU3BOJUT MOUIMHHBIN TOKYMEHT.

4.CpouHBbIM (110 UCTIOJTHEHHUIO) Ha3bIBACTCA JOKYMEHT. . .

A) 7151 KOTOPOTr'O YCTaHABIUBAETCS CPOK MCIIOIHEHMS,

b) xoTopslii TpeOyeT 11 0TBeTa JOMOIHUTEIBHOTO UCCIIEA0BAHMS,
B) xoTopHIii HanpaBIIeTCs B BHILIECTOSIIIYIO OPTaHU3ALIHIO.

5.J10KyMeHTO000pOT — 3TO

A) IBUXKEHHE JTOKYMEHTOB Ha MPEINpUATHM C MOMEHTA MOJY4YeHHs WIHM CO3JaHHs 0
3aBCPIICHUA UJIU OTIIPAaBKH,

b) nepeueHb 1OMKHOCTHBIX JIUL, OCYIIECTBIISIOMUX C JaHHBIM JIOKYMEHTOM OIEpaLUH.

B) nepeuens onepaiuii, KOTOpbIE BBIIOIHSIIOTCS C JOKYMEHTOM B OPTaHU3AIUH.

6.1ToAroTOBNIEHHOE 711 CITaYU B APXUB JIEJI0 UMEET:

A) pacmoiiokeHHe JOKYMEHTOB B XPOHOJIOTHUYECKOM MOCIIEI0BATENBbHOCTH,

b) nepener B manke «/leno» ¢ momompbio ckopocmuBarens, B) CooTBercTByromum
00pa3om ohopMIEHHYIO 0OJIOXKKY Jena.



7.KoHBEpTHI MOCIIE BCKPHITUS YHUUTOXKAIOTCS

A) Bcerna,

b) Tonbko, ecnu muCbMO B JaHHOM KOHBepTe odopmiieHo Ha OnaHke, B) kpome mucem u
XKanoO TpakKaaH, v Jp. OCOOBIX CIIy4aes,

I') HuKoOrIa HE YHUYTOXKAIOTCSL.

8.Homenknarypa Jies1 He npeycMaTpUBaeT:
A) nepeyeHb KOHKPETHBIX HAUMEHOBAaHUH 1€,
b) cpokoB xpaHeHus aei,

B) unpexc (mopsikoBbIil HOMeEp) Aena,

I') cpok npencraBiieHus J1ea B apXMB.

9.CampIM pacnpocTpaHeHHBIM (hopmaToM Oymaru, MCHOJNB3YEeMBIM B JEJIONPON3BOJICTBE
opranu3zaiu Poccuiickoii peneparum, siisiercst popmar
A)B3 b) A4 B) AS I') B6

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

Tunosbie BONPOCHI K KOHTPOJILHBIM padoTam

. Buapl JOKyMeHTOB U UX Kiaccupukanus

. CocraB ynpaBJIEHYECKUX TOKYMEHTOB.

. IlonsTHE CUCTEMBI JOKYMEHTALIMH.

. DyHKUMOHAIBHBIE U OTPACIEBBIE CUCTEMBI TOKYMEHTALUH

. YHu(UKaNMs ¥ CTaHAapTU3ALUS YIIPABICHUYECKUX JOKYMEHTOB

DN B W N =

Peanuszauus nporpammsl ¢ npumenenreM JOT:
Tunosble npod/jieMHbIe 3a1a4H:

3amaua 1.

ITonroToBbTe nMpuKa3 00 UTOrax peBU3UU (PUHAHCOBOTO ydera. B KoHcTaTupyromei yactu
YKaXXHUTe, YTO peBU3HEN 0OHapyXeHbI (haKThl IpyOOro HapyleHus: (PMHAHCOBOIO y4eTa: HET ydyeTa
U OTYETHOCTH IO KOMaHJUPOBKAaM, OTCYTCTBYET XXypHall ydeTa JoBepeHHocTed. Hemocraromme
PEKBHU3UTHI YKAXKUTE CAMOCTOSITENIBHO.

TunoBbie CUTYyallUOHHBLIC 3a1aYH:

3amaua 1.

B ¢upmy moctynuino aBa KOHBEpTa, aJpECOBAHHBIX T'€HEPAIbHOMY IUPEKTOPY, OAMH
KOHBEPT C PEKJIAMHOMN aKIMe, 1Be MOCHUIKU U3 (PUIHAIIOB.
OO6paboTaiiTe MOATAMHO BXOSAIIYI0 KOPPECTIOHIEHIUIO.

3agaua 2.

1) B dunman noctynmio nuchbMo-3amnpoc OT pyKOBOJICTBA XOJIUHTA.
Co3paiiTe OTBET Ha BXOAAIIEe MUCHMO-3AIPOC, UCTIONb3YS CIIPABOYHYIO0 HH(POPMALIUIO.

2) B suBape Oynyuiero rojga coOCTOMTCS KOH(EpeHLHMs, MOCBSIIEHHAs WHHOBALUSIM B
skoHOMHKe. HeoOxomumo co3gaTe M pas3ociaTh MUCHMO-TPUTJIAIIEHHME Ha MPEACTOSIYIO



KOH(epeHIuro.

Tunosble TEeCThI

1. [Ipu xkakom pacnoyioxkeHuu pekBU3nUThl "HanmenoBanue opranuzanuu’, "Bujg
JOKyMeHTa" U Apyrue HeoOXOAUMbIE PEKBU3UTHI HAa OJIAaHKE pa3MEIIAlOTCs B BEPXHEM JIEBOM YTIIY:

Bri6epute o1H OTBET:

A) iposionibHOE

b) yrimosoe

B) nenrtpupoBanHoe

2. JInsg Kakux JOKYMEHTOB 00513aTeIeH PEKBU3UT «AIpecary:
Bri6epute 01H WM HECKOJIBKO OTBETOB:

A) nucbma

b) nmpukassr

B) n0mKHOCTHBIE MHCTPYKITUU

3. Kakas nara siBiisieTcst 1aTOM MPUKA30B, MUCEM, CIIPABOK:
Bri6epute o1H OTBET:

A) Jlata yTBepxkeHus

b) lara 3apukcupoBaHHOTO B TOKYMEHTE COOBITUS

B) Hdata cornacoBanus

I') JaTta noanucanust

4. Bri6epute anemenTsl pekBusuta «I'pud yrBepxaeHus»:
BriGepuTe 0uH MM HECKOJIBKO OTBETOB:

A) Ioanuck

b) JomxHOCTH Jiniia, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuzanuu

J1) Bussl cornacoBanus

5. [Tpukazamu 1o TMYHOMY COCTaBY OQOPMIISIOTCS:

A) T'apanTuiinbple 00s13aTeNIbCTBAa OpraHU3aI[uN

b) JlomkHOCTD JM1Ia, YTBEPHKAAIOLIET0 JOKYMEHT

B) Ilpuém, nepeBon 1 yBOJIbHEHHE COTPYAHUKOB OPTaHU3AIIH
I') AxTsl npuéma u nepeadu 00BbEKTOB

6. OcHoBHbIE QyHKIINH, KOTOpbIE 0OecneunBaet JJOVY:
A) ninaHupoBaHue

b) opranu3zaioHHO-pacnopsiANTENIbHAs 1€ TENbHOCTh

B) yuér u oTuétHOCTD, PUHAHCHpPOBaHKE

7. Homenxknarypa aen npeacrasisieT co0oii:

A) Cnmcok 3arojloBKOB (HaMMEHOBAHHI) /1e71, 3aBOIMMBIX Ha IPEANPHUSATHH C YKa3aHUEM
UX CPOKOB XpaHEHUs

b) I'apanTuiinble nucbMa OpraHu3aluu

B) I'pud yTBepxkneHns pykoBOAUTENS OpraHU3aluu

I') Cpoku XxpaHeHuUs TOKyMEHTOB

8. biiaHk nOKyMeHTa — 3TO:
A) HecTaHJAPTHBIN JTUCT OyMaru, Ha KOTOPOM BOCITPOM3BOJIUTCS MOCTOSIHHASA UH(OpMAaLIUs



JIOKYMEHTa ¥ €CTh MECTO JUIsl IEpEeMEHHON UH QopMaluu

b) cranmapTHbIil 1MCcT Oymaru, Ha KOTOPOM BOCIIPOM3BOIUTCS MOCTOSIHHAS HH(OpMAaIus

JIOKYMEHTa M €CTh MECTO JUIs IEpEeMEHHON UH QopMaluu

MM,

B) npyroe

9. branku umerot nonst (cormacHo 'OCT p 7.0.97-2016):

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

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

B) neBoe — 20 mm; nipaBoe He MeHee 10, HkHee — He MmeHee 20 MM; BepxHee — He MeHee 20

10. PexBU3UT — 00s13aTEIHHBIN DJIIEMEHT:
A) npucyiuit onpeaeaeHHOMY BUAY T0KYMEHTA,
b) npucymuii TobKO OpraHu3allMOHHON JOKYMEHTAIUY;
B) npucymuii To1pK0 TUCEMaM;

11. dopmysp-obpaszerr — 3To:
A) COBOKYIMHOCTh HE PEKBU3HUTOB, a MOAMHUCEHN
B) coBOKYIHOCTB pacmonoKeHHBIX B OMPEIeTICHHOMN MOCIe10BaTeIbHOCTH PEKBU3UTOB,

MMpUCymux BCEM BUJaM JOKYMCHTOB,

B) HomeHKI1aTypa aen opranusaiuu

12. K pacnopsauTenbHbIM JOKYMEHTaM, U3/1aBa€MbIM B YCIIOBHSIX €IUHOIMYHOTO
MIPUHSATHSL PEIIEHUs], OTHOCSTCS:

A) nenoBble nucbMa

b) npukassl

B) noknagHble 3anMCcKu

13. TpeboBanusi, mpenbsaBIsieMble K JOKYMEHTOOOOPOTY:
A) IPSIMOTOYHOCTH ABMKCHUS JOKYMEHTOB (JJOKYMEHT KpaTJYalIuM ITyTeM MOMaaaeT K

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

b) pacnipenenenune TOKyMEHTOB MEX1Y PYKOBOJUTEISIMUA U CHIELUAINCTAMH COTJIACHO UX

q)YHKI_II/IOHaJ'ILHLIM 06H33HHOCT$IM;

B) HeoOxoaumoe nepeMenieHre TOKyMEHTOB (1yOJaupoBaHue, JINITHIE HHCTAHIUHN U

JENCTBUS UCKITIOYEHBI) U €IMHOO0pa3ue MapiipyTa JBUKEHHS TOKYMEHTOB U TEXHUYECKUX
onepaunuii ¢ HIMU, OJHOKPATHOCTh Ka)XJI0M ONepanuu;

F) BCC BBIHICIICPCUNCIICHHBIC

14. Z[J'ISI KaKoOTro BUJla JOKYMCHTA pCKBU3UT «HaumeHoBanue Buaa JAOKYMCHTa» HEC

YKa3bIBaeTCH:

A) BBIIKCKA U3 IPOTOKOJIA;
b) nenosas 3anucka;

B) mucemo;

I') otuér.

15. I'ne xpansaTcs nena mo UCTEYEHUH CpOKa TEKYIIETO0 XPaHEHUS:
A) B apxuse;

b) y pykoBoauTens opranusaiuy;

B) y cekpetaps pykoBOAUTEINST OpraHU3AIINH;

I') mopesxat aHHYIUPOBAHUIO.



7.3 MeToan4ecKHe MATEPUAJILI, ONpeaeJsaionine Npoueaypbl OeHUBAHUSA 3HAHUNW, VMEHHNH,
HaBLIKOB M (MJIM) ONBLITA eI TeJILHOCTH

Bce 3agaHus, HCIIOJB3YEMBIC MJId TEKYIICTO KOHTPOJIA (bOpMI/IpOBaHI/IH KOMIIETCHITUH
YCJIOBHO MOKHO pa3gCjInTh HAa ABC I'PYIIIIbI:
1. 3agaHus, KOTOPBIE B CHUIIY CBOHMX 0COOEHHOCTEH MOI'yT OBITh p€alin30BaHbl TOJBKO B

npouecce OOydeHUsT Ha 3aHATUAX (HampuMep, IUCKYCCHS, KpPYIVIbIM CTOJd, IUCIYT, MHHHU-
KOH(epeHIHs);

2. 3aJlaHMsA, KOTOpBIC JIOTOJIHSIOT TEOPETUYECKHE BOMPOCHl (MPaKTHYSCKUE 3aIaHMs,
po0JIEMHO-aHAIUTUYECKUE 3a/1aHUs, TECT).

BeinmonHeHnue Bcex 3alaHUil sBiIETCS HEOOXOIUMBIM Ui (DOPMUPOBAHHS M KOHTPOJIS
3HaHUH, yMeHUIl 1 HaBbIKOM. [l03TOMY, B Cilydyae HEBBIOJIHEHHUS 33JaHUU B Ipoliecce 00ydyeHus,
UX HEOOXOJUMO «O0TpaboTaTh» 10 3adeTa. Bua 3amgaHuii, KOTOpble HEOOXOAMMO BBIOJHHUTH IS
JUKBUJALUU «3a0JDKEHHOCTU» ONPEIEIAeTCS B MHIMBUAYAJIBHOM IOpPSJAKE, ¢ Y4ETOM IIPUYHH
HEBBINOJIHECHMUS.

1. TpeGoBaHnue K TeOpPeTHYECCKOMY YCTHOMY OTBETY

Onenka 3HaHWi mnpennoiaraer Iup(GEepeHIUPOBAHHBIN TMOAXO K CTYIEHTY, y4eT €ero
WH/IMBUYAIbHBIX CHOCOOHOCTEH, CTENEHb YCBOCHUS M CHUCTEMATHU3allUd OCHOBHBIX TOHSATHHA H
KaTeropuit no mucuuiuimae. Kpome Toro, olieHMBaeTcs: He TOJIBKO TIyOMHA 3HAaHUH TOCTaBICHHBIX
BOIIPOCOB, HO U YMEHHE HCIOIb30BaTh B OTBETE MpaKkTUUecKuii Matepuai. OneHnBaeTcs KyabTypa
peuu, BlIaJIeHuEe HaBBIKAMH OPAaTOPCKOTO MCKYCCTBA.

Kpumepuu oyenusanus: mocinenoBaTeIbHOCTh, MOJIHOTA, JIOTHYHOCTh HM3JIOKEHHUS, aHAIHN3
pa3IMYHBIX TOYEK 3pEHHs, CaMOCTOATENbHOE O00O0OIICHHEe Marepuaia, WCIOJIb30BaHUC
npoeCCHOHATLHBIX TEPMUHOB, KYJIbTypa pPeYd, HAaBBIKM OPATOPCKOTO HMCKyccTBa. M3nmoxeHue
Martepuana 6e3 pakTHYeCKHX OMIMOOK.

OneHka «omauyHO» CTaBUTCS B CiIydae, KOT/Ia MaTephall M3JIaraeTcs HMCYEpIBIBAIONIC,
MOCJICIOBATEIbHO, TPAMOTHO W JIOTUYECKH CTPOMHO, MPH 3TOM PACKPBIBAIOTCS HE TOJIBKO
OCHOBHBIE TIOHSTHS, HO ¥ aHATM3UPYIOTCS TOYKH 3PEHHUS PA3IMYHBIX aBTOpoB. O0ydaromuiicst He
3aTPYAHSAETCS C OTBETOM, COOJIIOJIAaeT KYJIbTYpY PEUH.

OmneHKa «xopouto» CTaBUTCS, €CITU 00yJArOMIUNCS TBEP/IO 3HACT MaTepUal, TPaMOTHO U TIO
CYIIECTBY H3JIaraeT €ro, 3HaeT NpPaKTUYecKyro 0a3zy, HO IpHU OTBETE Ha BOIPOC JIOMYCKaeT
HECYIIIECTBEHHBIE MTOTPEITHOCTH.

OnueHka «yoosnemseopumenbHoy CTaBUTCS, €CIM 00YJarOIUIiCsl OCBOMII TOJIBKO OCHOBHOM
MarepHall, HO He 3HAeT OTJENbHBIX JEeTaJei, JOMYCKAaeT HEeTOYHOCTH, HEIOCTATOYHO TPABUIIbHBIC
(GOopMyYIHPOBKH, HapylIaeT MOCJeI0BaTEeNbHOCTh B HM3JIOXKEHWHM  MaTepuana, 3aTpyaHseTcs ¢
OTBETaMH, TIOKa3bIBACT OTCYTCTBUE JIOJDKHOW CBSI3M MEXAY aHAINW30M, apryMeHTalued u
BBIBOJIAMHU.

OneHka «Hey0o81emeopumenbHo» CTaBUTCS, €CIU OOyJaromMHCsS HE OTBEYaeT Ha
MOCTaBJIEHHBIE BOIIPOCHI.

2. TBopueckue 3a1aHus

Occe — 710 HeOoObIIAsh MO O0BEMY MHCBMEHHAas pPa0doTa, CoOYeTaromas CBOOOIHBIC,
CYOBEKTHBHBIE PACCY)KJICHHUS 10 ONPENEIEHHON TeMe C 3JIEMEHTaMHM Hay4HOro aHanm3a. TeKcT
JOJDKEH OBITh JIETKO YUTaeM, HO HEOOXOAMMO H30eraTb HAPOYMTO PAa3TOBOPHOTO CTHJIS, CJIEHTa,
mabaoHHbIX (pa3. OObeM 3cce cocTaBiseT npumepHo 2 — 2,5 crp. 12 mpudToM ¢ oIUHAPHBIM
MHTEepBaJIOM (6€3 yueTa TUTYIBHOI'O JIUCTA).

Kpumepuu oyenueanus - OlleHKa Y4YUTHIBAET COOJIOAEHHE >KAHPOBOM creruduKH 3cce,
HaJIMYME JIOTUYECKON CTPYKTYPbI IIOCTPOEHUS TEKCTA, HAJTMUUE aBTOPCKOM MO3UIIUH, €€ HAYYHOCTh U
CBSI3b C COBPEMEHHBIM IOHHMMaHHEM BOIPOCA, aJE€KBAaTHOCTb APryMEHTOB, CTHUJIb M3JIOKEHUS,



opopmiierre pabotel. Cienyer MOMHUTH, YTO MPSMOE 3auMCTBOBaHHUE (0€3 opOpMIICHHS ITUTAT)
TekcTa U3 VIHTepHeTa Win 3JeKTPOHHOIN OMONINOTEKH HETOIMYCTUMO.

OneHKa «omauyHO» CTAaBUTCS B Cllydae, KOTJa ONpPEICNseTCsS: HaTU4ue JIOTHYECKOU
CTPYKTYpPhl TIOCTPOEHHUsI TeKcTa (BCTYIUIEHHE C TOCTAHOBKOW MPOOJIEMBbI; OCHOBHAsI 4YacTbh,
pa3jieJicHHass 10 OCHOBHBIM HJICSIM; 3aKJIIOUYEHHE C BBIBOJAMH, TOJIYYCHHBIMH B DPE3YJIbTaTe
pacCcyXJICeHUs); HAIMYUE YETKO OIPEICICHHON JIMYHOW TO3MUIMH IO TeME 3CCe; aJeKBAaTHOCTH
apryMEHTOB IPpYU 00OCHOBAaHUY JIMYHOM MO3HIINHU, CTHIIb U3JI0KCHUSI.

OneHka «xopouio» CTaBUTCA, KOTJIa B IEJIOM OINPEACISIECTCS: HAJMYUE JIOTMYECKOU
CTPYKTYpPBI TIOCTPOCHHUsSI TEKCTa (BCTYIUIGHHE C IIOCTAHOBKOW IPOOJIEMBI; OCHOBHAsl 4YacTb,
pas3aciicCHHasA 1O OCHOBHBIM HACAM, 3aKJIKOUCHHUC C BbIBOJaMH, IIOJIYYCHHBIMH B PC3YJIbTATC
pacCyKICHHUs); HO HE MPOCIE)KUBACTCS HAJTHMYUE YETKO OINPENIEIICHHOW JTMYHOW TIO3HIIUH 110 TeMe
Jcce; He JOCTATOYHO apryMEHTOB ITPH 0OOCHOBAHHUH JTUYHOU MO3HUIIUN

OmneHka «y0061emeopumenbHo» CTAaBUTCS, KOT/A B IICJIOM OIPENENSIeTCS: HaIMuue
JIOTUYECKON CTPYKTYpPHI TIOCTPOSHUSI TEKCTa (BCTYIUICHHE C MOCTAHOBKOH MpPOOJIEMBI; OCHOBHAS
4acTh, pa3JielieHHast 10 OCHOBHBIM UCSIM; 3aKitoucHue). Ho He mpociiexknBarOTCs YeTKUE BBIBOIHI,
HAPYIIAE€TCS CTUIIb U3JI0KCHUS

OneHka «Heyoos1emeopumenbHo» CTABUTCS, €CIIM HE BBIIOJIHEHBI HUKaKue TpeOOoBaHuUs

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

CTyZneHT JOMKEH YMETb BBIJACIUTh OCHOBHBIE IOJIOXKEHUS W3 TEKCTa 3a/Jayd, KOTOpbIE
TpeOYIOT aHalu3a M CIyXaT yCJIOBUSAMH pelieHus. Mcxoas U3 MocTaBiIeHHOro BOIIpOca B 3ajaue,
HOMbBITATHCSI MAKCUMAJIBHO TOYHO ONPEAEIUTh NPo0IeMy U COOTBETCTBEHHO PELIUTH €€.

3amauu JOJDKHBI pelIaThesl CTyAeHTaMM NucbMeHHO. IIpu pemenun 3amad Takke BaKHO
NPaBUIBHO CPOPMYIUPOBATH U 3aITUCATh BOMPOCHI, HAUMHasK ¢ 6osiee 00IUX 1, KOHYast YaCTHBIMHU.

Kpumepuu oyenusanus — OLEHKA yYUTBIBAET METOJBI U CPEACTBA, MCIOIb30BAaHHBIE IIPU
pELIeHUH CUTYallMOHHOM, MPOOJIEMHON 3a/1auH.

OneHka «omauuno» CTaBUTCA B Cllydyae, KOrja oOydyarolMiics BBITOJHWI 33aHue (peim
3amady), HUCHOJb3ysd B TIOJHOM OOBEME TEOPETUYECKHE 3HAHWUS W MPAKTUYECKHE HAaBbIKH,
HOJIy4EeHHBIE B IIpoliecce 00y4eHusl.

OneHka «xopouio» CTaBUTCS, €M 00OyUaIOLUICS B 1I€JIOM BBIIIOJHWII BCe TpeOOBaHUS, HO
HE COBCEM YETKO OINpENENsIieTCs Olopa Ha TEOPETUUYECKUE IOJIOKEHHS, U3JI0KEHHbIE B HAYYHOMU
JUTEPATYpE MO JAHHOMY BOIIPOCY.

OneHka «ydosenemeopumenbHoy CTaBUTCS, €CJIM OO0YYAIOLIUICS MOKa3all MOJIOKUTEIIbHBIE
pe3yabpTaThl B IPOLECCE PELICHUS 3aa4H.

OneHka «HeyoognemeopumenvbHoy CTaBUTCS, €CIW OOyJyaroIIMHCS HE BBIMOJHUI BCE
TpeOoBaHUS.

IIpu peanusanuu nporpamMmsl ¢ npumeHennem J10T:

CTyneHT JOKEH YMETh BBIACIUTh OCHOBHBIE IMOJIOXKEHHS W3 TEKCTa 3aJauyd, KOTOpHIE
TpeOYIOT aHalu3a M CIyXaT yCIOBUSAMH pelieHus. McXos U3 MOCTaBICHHOIO BOIIpOca B 3ajlaue,
MOMBITATHCSI MAKCUMAJIBHO TOYHO OTIPEAETUTH MPoOIeMy U COOTBETCTBEHHO PELIUTH €€.

3azaun OJDKHBI peIIaThCsl CTYJEHTaMM NMHUCBMEHHO. [Ipu pemieHuM 3amad Takke BaKHO
MPaBWIBHO CPOPMYIMPOBAThH U 3aIICaTh BOIIPOCHI, HAUMHAsI ¢ O0JIee 0OIIMX U, KOHYasi YaCTHBIMHU.

Kpurepun oneHMBaHHSA — OLICHKA YYHMTHIBAET METOJABI U CPEICTBA, UCIIOJIB30BAHHBIE NIPU
pelIeHnU CUTYaIl[MOHHOM, MPOOJIEeMHOMN 3aJauu.

O1eHKa «BBIITOJHEHO» CTABUTCS B Clydyae, €CIM OOydaroUMiics MmoKa3ayl MOJOKUTEIbHbIE
pe3ysbTaThl B MPOIECCE PELIEeHUsS 33Jayd, a UMEHHO, KOTJa O0yJaroluiicsi B I[€JIOM BBIITOJIHUI
3agaHue (pelmi 3a7ady), UCIOJIb3ysl B MOJHOM OOBbEME TEOPETHUYECKUE 3HAHMUSA U MPAKTUYECKHE
HaBBIKH, MOJTY4YEHHBIE B Ipoliecce 00yueHusl.

O1eHKa «He BBIIOJHEHO» CTAaBUTCA, €CIIM 00y4JaroLIHiics He BHITIOIHUI Bce TPEOOBAHMS.

4. UHTEepakTUBHBbIE 3aJaHUS
MexaHu3M NpOBEEHNS AUCIYT-UTPHI (POIEBOI (JI€TT0BOI) UTPHI).



HeoOxonumMo pa30ouThCsi Ha HECKOJIBKO KOMAaHI, KOTOPbIE JOJIKHBI TOOUYEPETHO BBHICKA3ATh
CBOE MHEHHME IO Ka)XJ0My M3 3aJaHHBIX BONPOCOB. MHEHHE BBICKA3bIBAIOLIEHCS KOMaHbI
3aCUMTHIBAETCS, €CJIM MPOTHBOIOJIOXKHAS KOMaHIa HE OMNPOBEPrHET €ro KOHTpapryMeHTaMH.
Komanga, ybe MHEHHE 3aCUMTAHO KaK BEpHOE (HE MOIYYMIIO YOCAUTEIbHBIX KOHTPAPTYMEHTOB OT
MPOTUBOMNOJIOXKHBIX KOMaH[), Noiy4daeT oauH Oami. Komanpma, omnpoBeprayBiiasi MHEHHE
IPOTHBOINOJIOXKHOH KOMaHABl CBOMMH KOHTPAPTYMEHTAMH, TaKXKe TOJIy4aeT OJUH Oaill.
[ToGexmaer koMaHAa, MOJYYUBIIAS MAKCUMAIbHOE KOJIMYECTBO OAJIJIOB.

PoneBast urpa kak mpaBmio umeeT (Halyny (CHUTyaluio, Ka3yc), pacupeleNsiFoTcs POy,
MOJTOTOBKA OCYIIECTBIISIETCS 3a 2-3 HeJleU 10 IPOBEICHUS UTPHIL.

Kpumepuu oyenusanus — olleHUBaIOTCS I€UCTBUS BCEX y4aCTHUKOB rpymnmnsl. [loHnmanune
npo0sieMbl, BBICKA3bIBaHUS U JCHCTBHS IOJHOCTBIO COOTBETCTBYIOT —3aJaHHBIM  LIEJISIM.
CooTBeTCTBHE peaNbHOM JeHCTBUTENFHOCTH pEIIeHHUH, BRIpaOOTaHHBIX B XOJ¢ WUTphl. Branenue
TEPMHUHOJIOTHEH, IEeMOHCTpalUsl BIaJCHUS Y4EeOHBIM MaTepuUajoM IO TEME HIPbI, BIaJCHUE
METOJaMHU apryMEHTallUH, YMEHUE padoTaTh B Ipynne (yMEHHUE ClaylaTh, KOHCTPYKTUBHO BECTH
Oecenmy, yOexnaTh, yIpaBisaTh BpeMeHEM, OCCKOH(IMKTHO OOIIAThCs), TOCTHXKCHHE HIPOBBIX
1esei, (COOTBETCTBUE POJIM — MPU POJIEBOM UTpPE). SICHOCTH U CTUIIb U3JI0KEHUS.

OneHka «omauyH0» CTAaBUTCS B Cllydae, BHIMOJIHEHUS BCEX KPUTEPHUEB.

O1neHKa «xopouio» CTABUTCS, €CIIM O0ydJarolfecs B IEJIOM JAEMOHCTPHPYIOT NOHUMaHHE
po0JieMbl, BBICKA3bIBAaHUS U JICHCTBHUS MOJHOCTHIO COOTBETCTBYIOT 3aJjaHHBIM LiensiM. Pernenus,
BbIpa0OTaHHBIE B XOJ€ WUIPbI, MOJHOCTHIO COOTBETCTBYIOT peanbHOM jeicTBurenbHOocTU. Ho
HEKOTOpbIe OOBSICHEHUS HE COBCEM apryMEHTHUPOBAHbI, HAPYIIEHBI HOPMBI OOIICHUS, HAPYIICHBI
BPEMEHHbIE PAMKH, HApPYLIEH CTUJIb U3JI0KEHHUS.

OueHka «yodosiemeopumenbHoy CTABUTCSA, €CIM 00ydYaroIuecs B LIEJIOM JAEMOHCTPUPYIOT
MOHMMAHUE MPOOJIEMbI, BBICKA3bIBAHUS U JCHCTBHUS B IIEJIOM COOTBETCTBYIOT 3a/laHHBIM LIEJISIM.
Opnako, penieHus, BbIpaOOTaHHBIE B XOJE WIPBl, HE COBCEM COOTBETCTBYIOT pEalbHOM
neicTBuTenbHOCTH. HekoTopble OOBSICHEHHS HE COBCEM AapryMEHTUPOBAHbI, HapyILIEHbI
BPEMEHHbIE PAMKH, HAPYIICH CTUJIb U3JI0KESHHUS.

O1eHKa «Hey0osemsopumenbHoy CTaBUTCA, €CIIM 00yJaromuyecs: He TOHUMAIOT MPooIeMy,
UX BBICKA3bIBAHUS HE COOTBETCTBYIOT 3aJaHHBIM IIEJISIM.

5. KomiuiekcHoe mpo0J1eMHO-aHAJINTHYECKOE 3a/IaHue

3amaHne HOCUT NPOOJIEeMHO-aHAIMTHYECKUN XapaKTep M BBIOJMHSETCS B Tpu dTama. Ha
NEPBOM U3 HUX HEOOXOAUMO O3HAKOMHUTHCS CO CIIEIUAIbHON JINTEPaTypoil.

[lenecooOpa3Ho Takke MOBTOPUTH Y4eOHbIE MaTepHalibl JEKUUNH U CEMUHAPCKUX 3aHATUI
[0 TEMaM, B paMKaX KOTOPBIX MpelaraeTcs BHITOJHEHUE JaHHOTO 3aJJaHuUs.

Ha BTOpom »sTame BbInosHEHUs pabOThl HEOOXOAUMO CHOPMYIUPOBATH MpoOIeEMy U
U3JI0KHUTh ABTOPCKYIO BEPCHIO €€ pelleHUs, Ha OCHOBE IIOJYy4eHHOH Ha TepBOM JTare
uH(pOpMaLIUH.

Tpetuii sTan paboThl 3akitoyaeTcss B (HOPMYIHPOBKE COOCTBEHHOM TOYKU 3pEHHS I10
npoOiieme. Pesynbrar Tperhero 3ramna oGopmIISeTCs B BHJIC aHATUTHICCKON 3amucku (00beM: 2-
2,5 ctp.; 14 wpudr, 1,5 unrepnan).

Kpumepuii oyenusanus - oueHKa y4UTHIBAET: MOHUMAHNUE NMPOOJIEMBbI, YPOBEHb PACKPBITHUS
MOCTaBJIEHHOU MPOOJIEMBI B TNIOCKOCTH TEOPUHU U3y4aeMoil TUCIUILINHBI, yMeHHEe (OpMYIHpOBaTh
U apryMEHTHPOBAHO TMPEICTABIATh COOCTBEHHYIO TOYKY 3pEHHS, BBHIMIOJIHEHHE BCEX OSTaIloB
paboTHI.

OneHka «omauyHO» CTAaBUTCS B Cilydae, Korjaa oOydarolIuics JAEMOHCTPUPYET MOJHOE
NOHUMaHHe IpobJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIE K 33/1aHUIO BBIITOJTHEHBI.

OneHka «xopowio» CTaBUTCS, €CIM OOy4aroUUiics JE€MOHCTPUPYET 3HAYUTENIbHOE
NOHMMaHMe NpoOJIeMbl, Bce TpeOOBaHMS, IPEABIBISEMbIE K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «ydognemsopumenbHoy CTaBUTCS, €CIH 00yJaroIHiics, JEMOHCTPUPYET YACTUYHOE
MOHUMaHHe MPoOJIeMbl, OOJIBIINHCTBO TPEOOBAHUMA, IPEABABIAEMbIX K 33JJaHUIO, BBIITOTHEHbI

OueHka «Heyoo8nemeopumenbHoy» CTaBUTCS, €cCld OOy4alouIuiicss JEeMOHCTPHUPYET



HEMOHUMaHue MPoOIeMbl, MHOTHE TPeOOBaHUs, IPEIbSBIsAEMbIE K 3a/1aHUI0, HE BBIITOJIHEHBI.

IIpu peanuzanuu nporpamMmsl ¢ npumenenneM J10T:

CTyzneHT HODKEH yMEThb BBIICIUTb OCHOBHBIE IOJIOKEHMS M3 TEKCTAa 3aladyd, KOTOPBIC
TpeOYIOT aHalu3a U CIyXaT yCIOBUSAMU pelleHus. Vicxoas U3 mocTaBlIeHHOrO BOIpOca B 3ajaue,
HOIBITaThCSl MAKCHUMAJIBHO TOYHO OINPENEIUTh POOIEMY U COOTBETCTBEHHO PEIIUTh €€.

3azayu OJDKHBI peliaTbesi CTyJEeHTaMHM NMHUCbMEHHO. [Ipu pemeHuu 3amad Takke Ba)KHO
IPaBUIBHO COPMYIUPOBATH U 3aIIUCATh BONPOCH], HAUMHasl ¢ 6oJsiee O0IUX U, KOHYAs YACTHBIMHU.

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

O1eHKa «BBIIOJIHEHO» CTABUTCS B Cllydae, €CIM OOydYarOUIMNCs MOKa3aJl MOJOKUTEIbHbIE
pe3yibTaThl B MPOLECCE PELICHUs 3a/auM, a UMEHHO, KOorja oOyJyaroIIMiCs B II€JIOM BBIIOJIHUII
3a7jaHue (pemmi 3a/1a4uy), UCHOoJb3ysl B IOJIHOM 00BbEME TEOPETUYECKUE 3HAHUS U NMPAKTUYECKUE
HaBBIKH, IIOJY4YEHHBIE B IIpoLiecce 00yUeHMs.

OreHKa «He BBIIOJIHEHO» CTABUTCSA, €CIIM 00y4JalOLIHiica HE BBHITIOIHUI BCEe TPEOOBAHMS.

6. UccnenoBatenbcKkuii MPOEKT

Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOPOro mpuOmmxeHa K ¢opmary
HAYYHOTO HCCIEOBAHHUA W COJIEPXKUT JIOKA3aTEIbCTBO AKTYaJbHOCTH H30pPaHHOW TEMBI,
olpesieieHne HayyHOH MpoOJieMsl, IpeaMeTa U 00beKTa MCCIe0BaHus, Lelel U 3aJa4, METO/IOB,
MCTOYHUKOB, HcTOpUorpadpuu, 000011eHNE PE3yIbTaTOB, BHIBODI.

Pe3ynbpTaThl BBINOJIHEHUSI MCCIEI0BATENbCKOIO MpoeKkTa odopmisiercss B BuIE pedepara
(o6wem: 12-15 crpanun.; 14 mpudrt, 1,5 uarepsan).

Kpumepuu oyenusanusi - TOCKOJIBKY CTPYKTypa HCCIIEIOBATEIBCKOTO  IPOEKTa
MaKCHMaJbHO NPHUOIMKEHA K ¢opMaTy Hay4dHOI'O HCCIIEJOBAHMS, TO INPU BHICTABIECHUU
YUUTBIBAETCS  JIOKA3aTEJIbCTBO aKTYyaJbHOCTH TEMbl MCCIIEIOBAHUA, OIpE/eIeHue Hay4dHOM
npobnemMbl, 00BEKTa H MpeaMeTa WCCISAOBaHMs, Ieleld H 3aJad, HCTOYHHUKOB, METOJIOB
UCCIICIOBaHMsl, BBIJBI)KEHUE I'MIIOTE3bl, 0000IIEeHNEe pe3yabTaToB U (OPMYIHPOBAHUE BHIBOJIOB,
0003HaueHNE NEPCIEKTHB JAJIbHEHIIEro UCCIeJOBAHUS.

OneHka «omauunO» CTABUTCS B Cilydae, Korja oOy4aroIMMCS JIE€MOHCTPUPYET IOJIHOE
MOHMMaHKE POo0JIeMbl, Bce TpeOOBaHUs, MPEABABIISAEMbIE K 3a/1aHUIO BBIITOJHEHBI.

OneHka «xopowio» CTaBUTCS, €CIM OOydYarOUIMiics JIEMOHCTPUPYET 3HAUYUTENIBHOE
MOHMMaHKE POo0OJIeMBbl, Bce TpeOOBaHMsI, IPEIBSABISEMBIE K 3a/1aHUIO BBITIOJHEHBI.

OneHka «ydoeremeopumensHoy CTaBUTCS, €CIIU 00yJarouiics, JeMOHCTPUPYET YaCTHUHOE
MOHMMAaHKE POOJIEMBbI, OOJBIIMHCTBO TPEOOBAHUM, PEIBABISEMBIX K 33JJaHHIO, BHIITOJIHEHBI

OneHka «Hey0oe1emeopumenvHoy CTaBUTCS, €cOd OOy4aroIUics JIeMOHCTPHPYET
HENOHWMaHue Ipo0OJIeMbl, MHOTHE TPeOOBAaHMUSI, TPEIbABISEMbIE K 3aJJaHUIO, HE BBIITOJIHEHBI.

7. AudopManMoHHbIA NPOEKT (Mpe3eHTaLus)

Hnghopmayuonnslii npoekm — TPOEKT, HANPABICHHBIH Ha CTUMYJIMPOBAHUE Y4eOHO-
MO3HABATEJIbHON JI€ATENbHOCTH CTY/IE€HTAa C BBIPAKEHHOM 3BPUCTHYECKON HAaNpaBiICHHOCTHIO
(mouck, oTOop U cuctemaTtuzanus uHbopMaiuu o0 o0bekTe, opopmiIeHHE ee A MPE3ECHTAINH ).
HTOroBeIM MpPOAYKTOM IPOEKTa MOXKET OBITh NMUCHMEHHBIN pedepar, 3JIEKTPOHHBIM pedepaT ¢
WITIOCTPALMSIMHU, CIaiA-1110y, MUHU-(QHIIBM, IPE3eHTALUs U T.JI.

WHpopMaMoOHHBI MPOEKT OTIMYAeTCs] OT UCCIENOBAaTEIbCKOIO IMPOEKTA, ITOCKOIbKY
npeJcTaBisieT co0oi Takylo (hopMy yueOHO-IIO3HABATENBHOM AEATEIbHOCTH, KOTOpas OTINYACTCS
SPKO BBIPAKEHHOM IBPUCTUYECKON HAIIPABICHHOCTHIO.

Kpumepuu oyenusanusi- Tpyu BBICTABICHUU OLEHKHM YYUTBIBAETCS  CAMOCTOSITEIIBHBIN
MOUCK, OTOOp M CHUCTEMaTH3aIus WH(OPMAIUHU, PaCKpbITHE BOIpoca (MPoOIEeMbl), 03HAKOMIICHUE
CTYACHYECKOH ayAUTOpUHM € 3TOoM MHGopmauueil (mpeacraBieHue HHGOPMAIMM), €€ aHAIU3 U
000011eHne, 0hOpMIICHHE, TTOJHBIE OTBETHI Ha BOIIPOCHI AyAUTOPUU C TIPUMEPAMH.

OneHka «omauuno» CTaBUTCA B cllyyae, KOTJa OOydYaroUIMiics MOJIHOCTBIO PacKpbIBaeT
Bonpoc (mpobsieMy), TpeacTaBiseT HWHGOPMALUIO CUCTEMATU3UPOBAHO, IOCIEI0BATENBHO,



JIOTUYHO, B3aMMOCBSI3aHO, MCIONb3yeT Oojee S5 mMpodeccHOHANBHBIX TEPMHHOB, HIMPOKO
UCTIONIB3YET UH(POPMAIIMOHHBIE TEXHOJIOTHH, OIIUOKU B HH(POpPMAIIMH OTCYTCTBYIOT, JAa€T MOJHBIC
OTBETHI Ha BOIIPOCHI ayAUTOPUU C TIPUMEPAMH.

OneHka «xopowio» CTAaBUTCS, €CIIM OOYYAIOIIMICS pPacKpbIBaeT BOMpoOC (Mpodiemy),
npescTaBiIsieT MH(OPMALIMIO CUCTEMATU3UPOBAHO, MOCIEA0BATEIbHO, JIOTHYHO, B3aUMOCBSI3aHO,
UCTIONB3YET Oosee 2 mpodeCCHOHATBHBIX TEPMUHOB, JOCTATOYHO HCIIONB3YEeT HH(POPMAIIMOHHBIC
TEXHOJIOTHH, TOIyCKaeT He Oosiee 2 omMOOK B U3JI0KEHUU MaTepuala, AaeT MOJHbIE UM YaCTHYHO
MOJIHBIC OTBETHI HA BOIIPOCHI AYAUTOPHH.

OueHka «yoosnemeopumenbHoy CTaBUTCS, €CIM OOYyYaroIIMiiCs, pPacKpbhIBaeT BOIPOC
(mpobnemMy) He MONHOCTBIO, MPEACTaBIseT WH(OPMALMIO HE CHUCTEMATH3UPOBAHO U HE COBCEM
MOCJIeA0BATENbHO, UCTIONB3YeT 1-2 mpodeccroHabHBIX TEPMHHA, UCIOIB3YET UHPOPMAIIMOHHBIE
TEXHOJIOTHH, JomyckaeT 3-4 omuOKd B U3JI0XKEHUM MaTepuana, OTBEYaeT TOJbKO Ha
3JIeMEHTapHbIE BOPOCHI ayUTOPUH 0€3 MOSICHEHHIA.

O1neHka «Hey0os1emseopumenbHo» CTaBUTCS, €CIM BOIPOC HE PACKPBIT, MPECTaBICHHAS
uH(pOpMalKs JIOTUYECKU HE CBSI3aHa, HE MCIONb3YIOTCA MPO(dhecCHOHATbHbBIE TEPMUHBI, T0IMYCKAET
0onee 4 omMOOK B U3JI0)KEHUN MaTepraia, HE OTBEYAET Ha BOIIPOCHI ayIUTOPHUH.

8. luckyccuoHHBIE MPOLETYPHI

Kpyenviti cmon, ouckyccus, nonemuxa, oucnym, Oebamwvi, MUHU-KOHGepeHyuu SBISIOTCS
CPEICTBAMH, TMO3BOJISIOIIMMU BKJIIOYUTH OOYYAIONIMXCS B MPOILECC OOCYXKICHUS CIIOPHOTO
BONpOCa, MPOOJEMbl M OLEHUTh HX yMEHHE apryMEeHTUPOBATh COOCTBEHHYIO TOYKY 3PEHHS.
3amanue Jaercs 3apaHee, ONPENCNSIeTCS KPYr BOIPOCOB JJISi OOCYKICHHS, TPYIIIbI YIYaCTHHKOB
3TOr0 00CYXKIEHUS.

JIMCKyCCHOHHBIC TIPOIEAYPHI MOTYT OBITh UCTIOIB30BAHBI JISI TOTO, YTOOBI CTYICHTHI:

—JIydllle MOHSUIM YCBOsieMbId MaTepuan Ha (oHe pa3HOOOpa3HbIX MO3UIUN U MHEHUH, He
00s13aTeNIbHO TOCTUTAs OOIIEer0 MHEHUS;

— CMOTJM TOCTUYh CMBICT H3Y4aeMOIro MaTepualia, KOTOpPbI HHOI/a YYBCTBYIOT
WHTYUTUBHO, HO HE MOTYT BBICKa3aTh BEpOAIBHO, YETKO W SICHO, WJIM KOHCTPYHPOBATh HOBBIN
CMBICJI, HOBYIO TIO3HIIHIO;

— CMOTJIM COTJIacOBaTh CBOIO TMO3HMIIMIO WM JCHCTBHS OTHOCHUTEIIBHO O00CYXKIaeMOi
npoOIeMBI.

Kpumepuu oyenueanusi — OUESHUBAIOTCS JEHCTBHUS BCEX YYAaCTHUKOB Tpymibl. [loHuMaHue
npoOyieMbl, BBICKA3bIBAHUS W JCHCTBHS TOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM  LIEJISM.
CooTBeTcTBHE peabHOM NEHCTBUTENILHOCTH pEIIeHUH, BhIpaOOTaHHBIX B X0J/i€ UIphl. Branenue
TEPMHUHOJIOTHEH, JEeMOHCTpalUs BIaJCHUS Y4eOHBIM MaTepuajioM IO TEME HIPhI, BIIaJCHUE
METOJIaMU apryMEHTAIMH, YMEHUE padoTarh B Tpymrne (YMEHHUE CIyImaTh, KOHCTPYKTHBHO BECTH
Oeceny, yOexnaTh, YIpaBliATh BpeMeHeM, OeCKOH(DIUKTHO 0OIAThCs), JAOCTH)KEHHE HIPOBBIX
1esnei, (COOTBETCTBUE POJIM — MPU POJIEBOU UTPE). SICHOCTH U CTUIIh U3JIOKEHHUS.

OneHka «omauyHO» CTaBUTCS B Clydae, KOrJa Bce TpeOOBaHUS BBITIOJHEHBI B TMOJTHOM
o0Beme.

Onenka «xopouio» CTaBUTCS, €ClM OOydaroluecss B ILEJIOM JEMOHCTPUPYIOT MOHMMAaHHE
POOJIeMBI, BBICKA3bIBAHHS U JICHCTBHUS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IeJisiM. Pernenws,
BBIpa0OTaHHBIE B XOJI€ WIPHI, MOJHOCTHIO COOTBETCTBYIOT peanbHON AeicTBuTenbHOCTH. Ho
HEKOTOpBIC OOBSICHECHHUS HE COBCEM apryMEHTHPOBAHBI, HAPYIICHBI HOPMBI OOIICHHS, HAPYIICHBI
BPEMEHHBIE PaMKH, HAPYIIICH CTUJIb M3JI0KECHHUS.

OmneHka «ydosiemsopumenbHo» CTaBUTCS, €CITU OOYYAIONIHECs B IEJIOM JIEMOHCTPHPYIOT
MOHMMAaHUE MPOOJIEMbI, BBICKa3bIBAHUS U JEHCTBHS B IIEIOM COOTBETCTBYIOT 3a/IaHHBIM IIETISIM.
OpnHako, penieHHs, BBIpaOOTaHHBIE B XOJAE€ WIPBI, HE COBCEM COOTBETCTBYIOT pealbHOM
NeHUCTBUTENbHOCTH. HekoTopple OOBSICHEHHS HE COBCEM apryMEHTHUPOBAHBI, HapPYIICHBI
BPEMCHHBIC PaMKH, HAPYIIICH CTUIIb H3JI0KCHHS.

OneHka «HeyodosiemseopumenbHo» CTaBUTCS, €CIIA 00yJaroIIUecs He TOHUMAIOT MPo0iIeMy,
WX BBICKA3BbIBAHUS HE COOTBETCTBYIOT 33JJaHHBIM IIEJISIM.



9. TectTupoBanue
SIBnsieTcs OAHUM U3 CPEICTB KOHTPOJIS 3HAHHUM 00y4aroIuXCsl M0 AUCHUTLIIHUHE.
Kpumepuu oyenusanus — npaBWIbHBIA OTBET HA BOIIPOC
O1ieHKa «omauyHO» CTAaBUTCS B cllydae, €CJIv IpaBWibHO BeIoJHEHO 90-100% 3amanuii
OrneHka «xopouio» CTaBUTCS, €CIU MPaBUILHO BhIOIHEHO 70-89% 3amanuii
OuenHka «yodognemsopumesnibHo» CTAaBUTCS B cllydae, €clid MPaBUILHO BbINONHEHO 50-69% 3ananuit
OrueHka «Hey0061emeopumesibHo» CTaBUTCS, €CJIM MPABWIBHO BbINOJIIHEHO MeHee 50% 3amanuit

10. TpeGoBanne K NMCbMEHHOMY ONPOCY (KOHTPOJIbHON padoTe)

OueHuBaeTcss HE TOJBKO TIyOMHA 3HAHUW MOCTABJICHHBIX BOIPOCOB, HO U yMEHHUE
U3JI0KHUTh THCbMEHHO.

Kpumepuu oyenusanus.: mocienoBaTeabHOCTb, MOTHOTA, JOTUYHOCTh WU3JIOKEHUS, aHATIU3
pa3IMYHBIX TOYEK 3PEHUs, CAMOCTOSITeNIbHOEe 0000IeHne MaTepuana. M3noxenne Matepuana 6e3
(haKTHYECKUX OITHOOK.

OmneHka «omauuHO» CTAaBUTCS B CIIydae, KOT/ia COOJIFOICHBI BCE KPUTEPHH.

OneHka «xopouwio» CTaBUTCS, €CIM 00YUaIOLIUIICS TBEPAO 3HACT MaTepuall, TPaMOTHO U IO
CYIIECTBY W3JIaraeT €ro, 3HaeT INPaKTHYeCKyl 0a3zy, HO JONYCKAaeT HECYyIIECTBEHHBIC
MOTPEIIHOCTH.

OmneHKa «y0081emeopumenbHo» CTABUTCA, €CIIM 00YUYaIOUIHIICS OCBOWI TOJBKO OCHOBHOM
MaTepuai, HO HEe 3HAaeT OTJENbHBIX JeTalled, I0MyCKaeT HETOYHOCTH, HEIOCTATOYHO MpPaBUIIbHBIC
(GOpMyYIHPOBKH, HapyIIaeT IOCIEeNI0BATEIbHOCTh B HW3JIOKEHHHM MaTepHaja, 3aTpyAHsSeTCs ¢
OTBETaMHM, TIOKAa3bIBAa€T OTCYTCTBUE JIOJDKHOM CBS3M MEXKIY aHAJIU30M, apryMeHTaluued u
BBIBOJIAMH.

OneHka «HeyoogremeopumenbHoy» CTaBUTCS, €CIM OOyd4aromuiicss HE OTBe4aeT Ha
MIOCTaBJICHHBIE BOIIPOCHI.

8. IlepeyeHb OCHOBHOW M [ONOJHHMTEJBHOH Y4eOHOH JHMTepaTypbl, He0OXOAMMOW sl
OCBOCHHUS TMCUMILUIMHBI (MOYJIs1)

8.1. Ocnoenas yuebnas rumepamypa

1. Kanommwna, T. ¥O. JlokymeHTanimoHHoe obecriedeHre padoThl ¢ MePCOHAIoOM B Ludpe u
Ha Oymare: yudebHoe mnocobue / T. 1O. Kamommna. — HoBocubupck: HoBocubupckuii
rOCyJapCTBEHHBIN TeXHUUeCKuil yHuBepcuter, 2022. — 124 c. — ISBN 978-5-7782-4728-4. —
Texct: anexktponHslit / Lugposoit oOpasosarenbHblii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/126489.html

2. Kysnenona 1.B. KondunennuaabHoe 1e100pOU3BOACTBO U 3aIUIIEHHBIN 3JIEKTPOHHBIH
JIOKYMEHTOO0O0pOT: yueOHoe mocobue s OakanaBpoB / KysnemoBa M.B., Xauatpsu I'.A. —
Mocksa: Aii [Tu Ap Menua, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — TekcT: 21eKTPOHHBIH
/! DNeKTpOHHO-OUOIMOTEeUHAs cucremMa IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/97083.html

3. MakramkyioBa, I'. A. JlokymMeHTarmoHHOe 00ecTieueHHEe YIpaBJIeHUs IEPCOHAIOM: KypC

nexuuii / I'. A. MakrtamkynoBa, J[. JI. T'oponoBa. — Jlunmeuk: Jluneukuii rocynapcTBEHHbBIN
texHnyeckni yauepcuret, ObC ACB, 2023. — 32 ¢. — ISBN 978-5-00175-218-9. — TexkcT:
anektpoHHblt // Lludposoit obOpazoBatenbubiii pecypc IPR SMART: [caiit]. — URL:

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

8.2. Jlononnumenvrasn yuebnas naumepamypa.:

1. AnucumoB, A. A. MeHemxkMmeHT B chepe mHDOpMAIMOHHONW 0€30MacHOCTH: yd4eOHOe
nocobue / A. A. AuucumoB. — 4-e u3a. — Mocksa: UnTtepuer-Yuusepcuter NHpopmMannoHHbIx
Texunonoruit (MHTYUT), At [lu Ap Menua, 2024. — 210 c. — ISBN 978-5-4497-2408-3. —
Tekcr: snexktponnsiii // Ludposoit odbpazoatenbHbil pecypc IPR SMART: [caiitr]. — URL:


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

https://www.iprbookshop.ru/133946.html

2. Jlankosa, A. I'. JlokyMeHTalMOHHOE O0ecIieYeHne yIpaBICHHsI IIEPCOHAIOM: MPAKTUKYM
/ A. T. JlankoBa. — Omck: OMCKHI TOCYIapCTBEHHBIM TEXHUUECKUN yHUBepcuTeT, 2020. — 54 C.
— ISBN 978-5-8149-3016-3. — Texkcr: anextponusiii / Lnudpooit odpazoBarenbhslii pecype IPR
SMART: [caiit]. — URL.: https://www.iprbookshop.ru/115470.html

3. Cxpunnuk, [[. A. OOecrieueHrne O0€30MACHOCTH TEPCOHANBHBIX JIAHHBIX: y4eOHOE
nocobue / JI. A. Ckpunauk. — 4-¢ u3a. — Mocksa: MHTepHeT-YHuBepcurer MHpopmManmoHHbIx
Texunonoruit (MHTYUT), At [Iu Ap Menua, 2024, — 121 c. — ISBN 978-5-4497-2414-4. —
Tekcr: snexkrponnsiid // Ludposoit obpazoBatenbHbid pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/133952.html

8.3. Ilepuoouueckue uzoanus

1. Jlenonpoun3BOACTBO M TIOKYMEHTO000poT Ha nipeanpustun. 03225DP.
2. HenonpouzBoactso. 03224DP.
3. CnpaBounuk cekperaps u opuc-menemxepa. 08313DP.

9. llepeyenb pecypcoB HH(POPMALMOHHO-TEJICEKOMMYHUKAIIMOHHOU ceTn "UHTepHeT" (127100
- ceTb ""UHTepHeT'), HEOOXOAUMBIX IJIA OCBOCHHSI JUCHUNIMHBI (MOIYJIA)

1. Nudopmaumonno-npaBoBoii mopran «KoHCynbTaHT IUIHOC» (MpaBoBasi 0a3a JaHHBIX).
[Anexrponnsiit pecype]. — URL: http://www.consultant.ru/

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

3. DnexTpoHHbIN yueOHb1l Kypc IOV - www.iprbookshop.ru

4. www.elibraru.ru — 6ecruiatHast snekTporHas HrepHer Oubdanorexa.

10. MeToanueckue yKkazaHus AJisi 00y4ar0MXCH M0 OCBOCHUI0 TMCHMILINHBI (MO1YJIs1)

VYcnemnHoe 0CBOGHHUE JAHHOTO Kypca 0a3upyercsi Ha pallMOHAJIbHOM COYETAaHUU HECKOJIbKUX
BUJIOB Y4eOHOH JEATENbHOCTU — JIEKLUH, CEMUHAPCKUX 3aHATHH, cCaMOCTOSATeNbHONU paboThl. [Ipn
TOM CaMOCTOSITENIbHYI0 paboTy cleayeT paccMaTpuBaTh OJHHMM U3 TJIABHBIX 3BEHbHEB
MOJHOLIEHHOTO BBICIIET0 O0pa30BaHMsl, Ha KOTOPYIO OTBOJUTCS 3HAUMTENbHAs 4acTh y4yeOHOTro
BpPEMEHH.

[Tpu peannsauuu nporpammel ¢ npumeHenneM JOT:

Bce Buabl 3aHATHH mpoBOAsATCS B (popMme OHJAH-BEOMHApOB C MCMOJIb30BAaHUEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HaIM4yKe Mpe3eHTauu u popyma JUist 00CyKIeHNUs).

B mpouecce u3ydeHHs AMCUMILIMHBI CTYAEHTHI BBIMOJHSIOT MPAKTUYECKHE 3aJaHus U
IIPOMEXYTOUHBIE TeCThl. KOHCYIbTHpOBaHUE IO U3yYaEMbIM TEMaM NPOBOJUTCS B OHJIAMHpEKUME
BO BpeMs IIPOBeIeHUsI BEOMHAPOB U Ha (hopyMe JIJIsl KOHCYJIbTalul

CamocrosTenbHas paboTa CTyI€HTOB CKJIaIbIBAETCS U3 CIEIYIOIUX COCTABISIONIUX:

- paboTa C OCHOBHOM M JIOTOJHHUTEIBHOM JUTEpaTypoil, ¢ MarepuajaMud HHTEpPHETa U
KOHCIIEKTaMU JIEKIIHH;

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

- BBIMIOJIHEHUE CaMOCTOSTENbHBIX TPAKTUYECKUX paboT;

- IOATOTOBKA K 3a4€TaM HEMOCPEICTBEHHO Mepe HUMHU.

Jis mpaBWIBHOW OpraHu3anu paboThl HEOOXOJMMO YYHMTHIBATh MOPSAOK H3y4YECHUs
pa3iesioB Kypca, HaXOJSAIIMXCS B CTPOTOM JIOTHYECKOW MOCieAoBaTeNbHOCTH. [loaTOMYy XOopomiee
YCBOEGHHE OJIHOM YacTH IUCLUUIUIMHBI SIBIISIETCA MPEANOCBUIKOM [UIsl YCHEIIHOIO Iepexoja K
cienymomen. 3aganus, npoOIeMHbIEe BOIIPOCHI, MPEUIOKEHHbIE I U3yYEHUsl TUCHUIUIUHBI, B TOM
qucie W JUIsl CaMOCTOSITENIBHOTO BBINOJHEHMS, HOCAT MEXKIUCUMIUIMHAPHBIN XapakTep H
0a3upyroTcsi, MpeXJe BCEro, Ha MNPUUYMHHO-CIEICTBEHHBIX CBS3X MEXAY KOMIIOHEHTaMH
OKpYXXalollero Hac Mupa. B Teuenne cemectpa, HEOOXOIUMO TTOATOTOBUTH pedeparsl (IPOEKTHI) C
HCIIOJIb30BaHNEM PEKOMEHIyeMON OCHOBHOM M JIOMOJHUTEIBHON JIUTEpaTyphl U cAATh pedeparsl


https://www.iprbookshop.ru/133946.html
https://www.iprbookshop.ru/115470.html
https://www.iprbookshop.ru/133952.html
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JUTS TIPOBEPKH TIPENOaBaTeio. BaXKHBIM COCTaBISIOIIMM B M3YYCHUH JAHHOTO Kypca SIBISETCS
PCHICHUC CUTYAMOHHBIX 3ada4 H pa60Ta Hazjg Hp06HeMHO-aHaHI/ITI/I‘-IeCKI/IMI/I 3aJaHUsIMHU, YTO
nperoiaraeT 3HaHUEe COOTBETCTBYIOIIECH HAYyYHOW TEPMUHOJIOTHH U T.]I.

I[J'ISI JIydliero 3allOMUMHaHMAg MaTcpualia uenecoo6pa3H0 HCIIOJIb30BaTh HMHIAWBHUAYAJIbHBIC
0COOCHHOCTH W pa3HbIe BHUJBI MaMSTH: 3PUTEIBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. YCIECITHOMY
3allOMUHAHUIO TaK»XKeE CHOCO6CTBy€T MNPUBCACHUC APKUX CBUACTCIILCTB U HAIIAAHBIX ITPUMCPOB.
VY4eOHbIil MaTeprall JOJDKEH MMOCTOSHHO TIOBTOPSTHCS U 3aKPETLISATHCS.

HpI/I BBIIIOJIHCHHUU  JOKJIaJI0OB, TBOPYCCKUX, I/IH(l)OpMaLII/IOHHBIX, HUCCICO0BATCIIbCKUX
IPOEKTOB 0CO00E BHUMAHHUE CIIEAYET 00paIiaTh Ha moa00p UCTOYHUKOB HHPOPMALIUU U METOIUKY
paboOThI C HUMH.

Jis ycnenHo ciaun 3aueTa peKOMEHIyeTCsl COOI0IaTh CISAYIOIINE PaBUiIa;

1. IlogroroBka K 3a4CTy MOOJDKHA MNPOBOAUTHCA CUCTCMATHYCCKH, B TCUCHHUC BCCTO
ceMeECTpa.

2. HMHTeHCcuBHAS IMOATOTOBKA JOJDKHA HAYaThCS HE IO3aHEC, YEM 3a MCCAII JO 3a4cCTa.

3. BpeMH HEMMOCPECACTBCHHO IICPEA 3a4€TOM JIy4dIlC MCIIOJIb30BAaThb TAaKHM o6p330M,

9TOOBl OCTAaBUTh TOCIEAHHWA JI€Hb CBOOOJHBIM [UIsl TOBTOPEHHUS Kypca B IIEJIOM, JUIS
CUCTeMAaTH3allKi MaTepHralia 1 10pabOTKH OTAEIbHBIX BOIPOCOB.

YuuThiBasi 3HAYUTENBHBIA O0BEM TEOPETHUYECKOTO Marepuasia, CTyICHTaM PEKOMEHIYeTCs
PEryIsIpHOE MOCeIIeHUE U MOAPOOHOE KOHCTIEKTUPOBAHHUE JICKIIUH.

11. Tlepeuyenb MHGOPMANMOHHBIX TEXHOJIOTHI, UCMOJIb3yeMBIX MPHU OCYIIECTBICHUH
00pa3oBaTeIbHOIO Mpouecca Mo JUCHHUILIMHE (MOIYJII0), BKIWYas NMepevyeHb NPOrpaMMHOIo
obecrieueHusi 1 HHPOPMAIHOHHBIX CIPABOYHBIX CHCTEM (ITPH HEOOXOTMMOCTH)

1. Microsoft Windows Server;

2. Cewmeiicto OC Microsoft Windows;

3. Libre Office cBOOOIHO pacmpocTpaHsIeMblii O(QHCHBIA MAaKET C OTKPBITHIM HCXOJHBIM
KOZOM;

4. HNudopmannonHo-cpaBoyHas cucrema: Cucrema Koncynbrantlliroc
(Koncynprantllnroc);

5. HWudopmanmonHo-ipaBoBoe obecrieueHne ['apaHT: ODIEKTPOHHBIM NEepUOANYECKUN
cnpaBoyHuK «Cructema APAHT» (Cuctema TAPAHT);

6. DneKTpoHHas uH(popMaIMoHHO-00pa3oBaTeIbHAS cucremMa
MMYV: https://elearn.mmu.ru/

[lepedyeHr MCHOJIB3yeMOro MPOTPAMMHOTO OOecreueHus yka3aH B 1.12 gaHHOW paboueit
MPOrPaMMBbI TUCITUTUINHBL.

12. Onucanne MaTepUaJIbHO-TEXHMYECKON 0a3bl, HEOOXOAUMOM AJIsl OCYUIeCTBJICHHUS
00pa3oBaTe/ILHOIO MPOLECcca MO JMCHHUILIHHE (MOIYJII0)

12.1 YuyeOHasi ayauTopusi AJIsl NPOBedeHUs] Y4eOHBIX 3aHATHI, NMPeayCMOTPEHHBIX
NPOrpaMmoii, OCHalIeHHasi 000py/10BaHNEM U TEXHUYECKHMHU CpecTBAMHU 00y4eHus.
Crneunanu3upoBaHHasi MeOEb:
Kommekt yueOHOM mebenu (CToi, CTyd) MO KOJIMYECTBY OOYYarOIIMXCs; KOMILIEKT MeOenu s
MPEMNoIaBaTelis; 10cka (MapKepHas).
TexHuueckue cpencTBa 00ydeHus:
KommbroTep B cOope [ist ipenogaBaresisi, IPOeKTOp, SKPaH, KOJTOHKH
[lepevyeHb JNMIIEH3MOHHOTO MPOrPAaMMHOTO OOECHeYeHUs, B TOM YHCJEe OTEYECTBEHHOTO
MIPOM3BOJICTBA:
Windows 10, Koncynsrantllmtoc, Cucrema 'APAHT, Kaspersky Endpoint Security.
[lepedyeHb cBOOOTHO PACTIPOCTPAHIEMOTO MPOTPAMMHOTO 00ECTICYECHUSI:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.


https://elearn.mmu.ru/

[Mogxmiouenne k cetn «MHTepHEeT» U oOecredyeHHEe [OCTyHa B  DJICKTPOHHYIO
UH(POPMAaLMOHHO-00pa3oBaTebHyo cpeny MMY.

12.2. Tlomemenne I CAMOCTOSITEIbHOI PadoThl 00y4YarOIINXCH.

Creunanu3upoBaHHasi MEOEb:
Kommekt yueOHoOM mMebenu (CToM, CTyd) MO KOJIMYECTBY OOYYaroIIMXCs; KOMILICKT MeOenu s
MIPEToIaBaTelis; 10cka (MapKepHas).

TexHuueckue cpencTBa 00ydeHus:
Komnreiotep B cOope Ui mpernojaBaTelis; KOMIbIOTEPhl B cOope A 00Yy4aroIIUXcCs; KOJOHKH;
IIPOEKTOP, IKPaH.

[lepeueHp JNHMIIEH3MOHHOTO MPOTPAMMHOIO OOECIEUYEeHHs, B TOM YHCJIE€ OTEUYECTBEHHOTO
IIPOU3BOJICTBA!
Windows Server 2016, Windows 10, Microsoft Office, Koucynsrautllatoc, Cucrema 'TAPAHT,
Kaspersky Endpoint Security.

[lepeuens cBOOOAHO pacCPOCTPAHIEMOIO IPOrPAMMHOT0 OOeCTIeUeHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom, Gimp, Paint.net,
AnyLogic, Inkscape.

[Tomemnienne Al CaMOCTOSITETIBHOM pabOThl OO0YYArOIIMXCS OCHAIICHO KOMITBIOTEPHON
TEXHUKOW C BO3MOXHOCTHIO TOJKItoueHus k cetu "HMHrepHer" u oOecmedyeHueM AOCTyma B
IEKTPOHHYIO WH()OPMALIMOHHO-00pa3oBaTelbHYIO cpeay MMY.

Hns 1OT:

YuebHas ayuTopus 1J1s IPOBEIEHHSI BCEX BUJOB 3aHATHUI ¢ IPUMEHEHNUEM 3JIEKTPOHHOTO
00y4YeHHS U IUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHI, B TOM YHCIIE JJIS 3aHSATHHA
JEKIIMOHHOI'O TUIIa, CEMUHAPCKOT'0 TUIIA; Ul IPOBEIEHUS 1ab0paTOPHBIX padoT, TPYNIIOBBIX U
WHJVBHIyAJIbHBIX KOHCYJIBTALMM; U1 OCYLIECTBICHUS TEKYLIErOo KOHTPOJI YCIIEBAEMOCTH U
IPOMEKYTOUHON aTTeCTAllUK; AJIS BHIIIOJHEHUS KypCOBOI'O MPOEKTUPOBAHUS (KypCOBBIX padoT).

Ayn. 520a (BuptyansHble yueOHbIE ayauTopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Bebunapuas 2, Bebunapnas 3):

Criennanu3upoBaHHas MeOeb:

-CTOJIBI JIJIS TIPETIO/IaBaTeNeH;

-CTYJIbS1 JUISl TIpeTioiaBaTeliel;

TexHuueckue cpencTra 00yIeHus:

- KOMIIBIOTEPHI IEPCOHANbHBIE /Ul IIPETo/iaBaTesiel ¢ BBIXOJ0M B ceTu MHTepHeT;
- HAYIITHUKH;

- BeOKaMephl;

- KOJIOHKH;

- MUKPO(OHBI;

Ayn. 315 (BupTyanbHble yueOHble ayautopuu: ayn. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, BeOunapnas 1,
BeOunapnas 2, Bebunapnas 3)
Crernmanu3upoBaHHas MeOeIIb:
-CTOJTBI JIJIS TIPETIO 1aBaTeIeH;
-CTYIIbs JUIS TIPEToaBaTeNei;
TexHu4YecKre cpecTBa OOYUCHHUS
- KOMITBIOTEPHI TIEPCOHATBHBIE JITIS TIPETIOIaBaTeNiel ¢ BRIXOJOM B ceTH VIHTepHET;
- HayITHUKH;
- BeOKaMephl;
- KOJIOHKH,




- MEKPO(OHBI;

13. O6pa3oBaresibHbIE TEXHOJOTHH, HCII0JIb3YeMble IIPH 0CBOEHUH THCIHMILTIUHBI

Jnst OCBOGHHSI TUCHUIUTMHBI HCIONB3YIOTCS KaK TPAJUIMOHHBIC (POPMBI 3aHSATHI — JICKIIUU
(TUMBI JIEKIMH — YCTaHOBOYHAsI, BBOJHAS, TEKYIasl, 3aKIIOYUTENbHAs, 0030pHast; BUABI JEKINUH —
npoOyieMHasi, BU3yaJbHas, JICKIUS KOH(EpEHIMs, JCKIUS KOHCYJIbTAMs); M CEMHHAPCKUE
(npakTHYeckue) 3aHATHS, TaK U AKTUBHBIC W WHTCPAKTUBHbIC (DOPMBI 3aHATUIl - JEIOBBIC U
pOJICBBIC MTPBI, PEIICHHE CUTYAI[MOHHBIX 3a/1a4 ¥ Pa300p KOHKPETHBIX CUTYaIHH.

Ha y4eOHbIX 3aHATHSIX UCIIOJB3YIOTCS TEXHHUYECKHUE CPEACTBA O0YUYCHUS! MYIbTUMETUHHON
AyJIUTOPHU: KOMITBIOTEP, MOHHMTOpP, KOJIOHKH, HACTECHHBIH JKpaH, MPOEKTOp, MHUKPO(OH, MaKeT
nporpamm Microsoft Office mms memoHcTpanuu npeseHTanuii U MeauadaiioB, BHICOIPOCKTOP
JUIS  JIEMOHCTpAIlMM  CIAi/I0B, BHUAEOCIOKETOB U Jp. TecTupoBaHHME OOy4YaeMbIX MOXKET
OCYIIECTBIIATHCS C HCIOIB30BAHHEM KOMIBIOTEPHOTO 000PYIOBAHUS YHUBEPCUTETA.

[Tpu peanusauuu nporpammel ¢ npumenenneM JOT:

Bce Buapl 3ansTHii mpoBomsaTcs B (opmMe OHJIAWH-BEOMHApOB C  HCIOJIb30BAaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUHN (HaTM4YKe Mpe3eHTaluu U popyma JUIst 00CYKICHNUS).

B npouecce u3ydeHMs AMCHUIUIMHBI CTYAEHTHI BBIOJIHSIOT IPAKTUYECKUE 3aJaHus |
POMEXKYTOUHBIE TeCThl. KOHCYIBTUPOBAHUE 110 M3Y4aeMbIM TEMaM IIPOBOIUTCS B OHJIAWHPEKUME
BO BpeMs IIPOBE/ICHNSI BEOMHAPOB U HA (OpyMe /ISl KOHCYIbTALUH.

13.1. B ocBoeHNH Yy4eOHOW AUCHMILIAHBI HCHOJIb3YIOTCS CJAeAYyHIne TPAAHIHOHHbIE
o0pa3oBaTe/ibHbIe TEXHOJIOTHHU:

- YTEHUE MPOOIEMHO-UHPOPMALIMOHHBIX JICKIIUH C UCTIOIB30BAHUEM JTOCKH U
BUIEOMATEPHAJIOB,

- CEMHHAPCKHE 3aHATHUS ISl 00CYKIACHUS, TUCKYCCUI M OOMEHA MHECHUSIMH,

- KOHTPOJIbHBIE OIPOCHI;

- KOHCYJIbTAIHH;

- CAaMOCTOSATENIbHAs paboTa CTYJICHTOB C YU€OHOH JIMTepaTypoil 1 MEPBOMCTOUHUKAMH,

- IOAATOTOBKA U 00cyxieHue pedepaToB (IPOEKTOB), MPE3eHTAINI (HAyYHO-
ucclienoBarenbckas paboTa);

- TECTUPOBAHUE TI0O OCHOBHBIM T€MaM JAUCIUILTHUHBIL.

13.2. AKTHBHBIE H HHTEPAKTUBHbIE MeTOAbI U (GOPMBI 00y4eHUst

W3 mepeuns BuaoB: («moszeosou wmypmy», anamus HIIA, ananuz npobremmvix cumyayui,
aHaIU3 KOHKPEMHbLIX CUMYayu, UHYUOEHMbl, UMUMAYUs KOJIEKMUBHOU NPOheccuoHanbHoll
0esamenbHOCmU, pasvlepbléanue poiel, meopueckas paboma, CA3aHHASL C 0OCB0EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeaviil Cmonx, oucnym, 6ecedd, OUCKYCCUS, MUHU-KOHpepenyus u op.)
UCTIONB3YIOTCS CIIEAYIOIINE:

- ducnym

- aHAIU3 NPOOIEMHBIX, MBOPYECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY

- ponegas uzpa

- Kpyanvlil Cmoi;

- MUHU-KOHGhepeHyusl

-OuUCKyccus

- beceoa.

13.3. Oco6enHocTH 00y4eHUs] HHBAJIHUAOB U JIHIl C OTPAHUYEHHBIMHU BO3MOKHOCTSIMH
3nopoBbsi (OB3)

[lpu opranm3anuu oOy4yeHHS IO AUCHUIUIMHE YYHUTBHIBAIOTCS OCOOEHHOCTH OpraHU3aIlUH
BSaI/IMOI[eI\/’ICTBHSI C MHBAJIMJIAMH U JIMIIaMH C OI'PaHUYCHHBIMU BO3MOXHOCTAMU 3/10POBbS ()lanee —
uHBauAbl U guna ¢ OB3) ¢ menpio obecreyeHuss UX MpaBs, pa3padaThIBAIOTCS aJalTUPOBaHHbIE
A1 MHBAJIMAOB MHpOorpaMMbl IOJATOTOBKHM C YYE€TOM pPas3IMYHBIX HO3OJ'IOFI/II>1, BUAbI U (i)OpMI)I



COIIPOBOXKICHUS O0YYCHUsI, HCIIOIB3YIOTCS CIICIIUAIbHBIC TEXHHYECKHE U TPOrPaMMHBIE CPEICTBa
oOydeHus1, TUCTaHIIMOHHBIE 00pa30BaTeIbHBIC TEXHOIOTHH, obecreunBaeTcst Oe30apbepHas cpeaa
U Tpouee.

Beibop MeTomoB  OOydeHHsI  OmpeneNsieTcsl  COAepKaHWUeM  OOy4YeHHs, YpPOBHEM
METOJMYECKOTO M MaTepHUalbHO- TEXHHYECKOTO0 OOCCIICYCHHUsI, OCOOCHHOCTSMHU BOCIIPHUSTHS
yueOHOM MH(pOpMAIMK CTYIEHTOB-HHBAIUIOB U CTYICHTOB C OTPaHUYCHHBIMH BO3MOXKHOCTSIMU
30I0pOBbSI W T.Jd. B o00pa3oBaTenbHOM IPOILECCE HCIONB3YIOTCS COIHAIBHO-aKTUBHBIC H
pedIIeKCUBHBIE METOJbI OOYYCHHS, TEXHOJOTHH COIMOKYIbTYPHOUW peadWINTAllMA C IIENBIO
OKa3aHHsI TIOMOIIY B YCTAaHOBJICHUHW IIOJIHOICHHBIX MEXKJIMYHOCTHBIX OTHONICHHHA C APYTHMH
CTYJECHTaMH, CO3JaHIH KOM(DOPTHOTO TICUXOJIOTHYECKOTO KIIMMAaTa B CTYIEHYECKON TPYIIIe.

[Tpu oOydeHUM JIUI] ¢ OTPaHUICHHBIMH BO3MOYKHOCTSIMH 37I0POBbSI AJICKTPOHHOE 00yYeHHUE U
JTUCTAHIIMOHHBIC O00pa30BaTEIbHBIE TEXHOJOTHH MPEAYCMATPUBAIOT BO3MOXKHOCTh IpHEMa-
nepeaayr vHGOPMAIMK B JOCTYIHBIX U HUX (opMax.

OOyyaromuecss U3 4YHUCla JUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBSI 00€CIICUCHBI
NCYATHBIMU M DJIEKTPOHHBIMH O0Opa30oBaTEeIbHBIMH pecypcamMu B (opMax, aJanTHPOBAHHBIX K
OTPAHUYCHUSM UX 3I0POBBSI.
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1. IlepeyeHb KOXOB KOMIeETEeHIHI, (POPMHUPYEMBIX TUCUUIJIMHON B Mpolecce 0CBOCHUS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna
KOMITeTeH I KaTeropusi komnereHuui Kon
[Tpodeccuonanbueie MK-1
P MK-7
2. KoMmneTeHIINU 1 MHIUKATOPBI MX TOCTHKEHHS
Kon ®opmyaupoBKa HNHaukaTopbl 10CTHKEHUS] KOMIIeTeHIIMT
KOMIIETeHIIUH KOMIIeTeHIIUH
MK-1 Crocoben  cobupare u | [1IK 1.1. OcyiecTBisier MOHHUTOPHUHT
aHAJIM3UPOBAThH UH(QOPMAIIMOHHBIX HMCTOYHHKOB, HEOOXOANMBIX
uH(pOpMaLIHIO JUISL | JUISL IPUHATHS YIIPABICHYECKUX PEIICHUN

npuHsaTas  HeoOxomumblx | [IK 1.2, Omnpenensier MeTroasl W METOJIUKH B
YOPaBJICHUYECKUX PEUICHUM | paMKaX  TaKTMYECKOro  IUJIAHUPOBAHUS IS
B paMKax TaKTHYECKOTO | MIPUHSATHUS HEOOXOIMMBIX YIIPaBICHUYECKUX

IJIAHUPOBAHUS peLIeHUI
IK-7 Crnioco6en ocymectsiath | I[IK 7.1. Micnosnp3yeT HaBbIKM TOKyMEHTHPOBAHUS

JIOKYMEHTUPOBaHUE pEe3yJIbTaTOB B paMKax OTJEJIbHBIX OM3HEC-
Ipouecca yupaBJIeHUs IIPOLIECCOB
pHCKaMu B paMKax I1K 7.3. Onpenenser u cpaBHUBAET apaMeTPhbl
OTJENBbHBIX OU3HEeC- HDKOHOMHYECKHUX U YNPABICHUYECKUX IIPOLIECCOB,
IPOLIECCOB U IIPOTEKAIOLIUX B CTPYKTYPHBIX [TOAPA3IEIECHUAX
(GYyHKLIHMOHATBHBIX
HaIpaBJICHUN
CTPYKTYPHBIX
MOpa3IeICHUI
OpraHu3aluu

3. Onucanue NJIAaHUPYeMbIX Pe3yJIbTATOB 00y4eHHsl N0 JMCHUIITIUHE

3.1. Onucanue IaHupyeMBbIX pe3yIbTaTOB 00y4YEHHUS M0 TUCHUIUINHE
[Tnanupyemble pe3ynabTaTbl 00y4deHHs MO TUCHMIUIMHE HPEACTaBIECHbI JIECKPUIITOpaMH (3HaHUS,
YMEHMsI, HaBbIKH).

Jeckpunropsbi 3Hathb Ymersn Baaners
10 JMCUMILIMHE
Kon IIK-1
KOMIIETCHIMHU




Cnocoben -COBPEMEHHOE - UCIIOJIb30BaTh COBPEMEHHOE | - METOJI0JIOTHEN
cobuparp u 3aKOHOJATEIbCTBO B | 3aKOHOJATEILCTBO, KJaccu(pUKaluy,
aHaJIU3UpPOBATH chepe POCCHIICKOTO | HOpMaTHUBHEIE U | cTaHAapTU3aLUH u
UH(OPMALIHIO JIeTTOTIPOU3BO/ICTBA; METOAMYECKHE  JOKYMEHTHI, | YHU(UKALNH
JUISL IPUHATHUS - HOPMAaTUBHEIE U | peryqupyromue JBIDKCHHE | JTOKYMEHTOB;
Heo0Xo JIHUMBIX MCTOOUYCCKHEC I[OI(yMeHTOO60pOTa B |- MOHATUHHBIM
YIPABJIEHYECKUX | JOKYMCHTHI, roCyJapCTBEHHBIX u | anmapatoM B cdepe
pellCHU B peryaupymoime MYHUIMITIAIBHBIX HOPMAaTUBHOT'O u
paMKax JBIDKEHHE OpraHu3alysiX; IIPaBOBOTO,
TaKTHYECKOrO JOKYMEHT0000poTa B |- OCYILIECTBIISITh | PETYIMPOBAHUS
JTAaHUPOBAHUS rOCYJapCTBEHHBIX U | JeONPOU3BOJICTBO U | JENONPOU3BOJICTBA B
MYHUIHIATbHBIX JOKYMEHTOOOOpOT B OpraHax | OpraHW3aliH;
OpTaHU3alHNsX; roCyIapCTBEHHON BJIACTH
- HamnpasyeHust | Poccuiickoit ®denepanuu,
KiaccuuKanuy, oprasax rocyJapCTBEeHHON
CTaHIApTH3ALUU U | BIAcTU CyOBEKTOB
YHUPHUKAITTT Poccuiickoit ®depepanuu,
JOKYMEHTOB; opraHax MECTHOTO
caMOyIIpaBJIeHHUS,
roCyJapCTBEHHBIX 5
MYHULUIIAIIBHBIX
IPEINPHUATUIX u
VUPEKACHUSX, HAy4YHBIX U
00pa3oBaTeNbHBIX
OpraHu3alMAX, MOJUTHIECKUX
MapTHsX, 0OILIECTBEHHO-
MOJIMTUYCCKUX OpraHru3aluiax;
IK-7
Crocoben - OCHOBHYIO | - IIPUMEHATH HaBBIKH | - HaBBIKAMU
OCYLLECTBIATH KJ1accU(pUKALHIIO opopmieHusi, BeldeHUs U | opOpMIICHUS, BEICHMSA
JTOKYMEHTHPOBAH | OPraHU3AIMOHHO- XpaHEHHSI PACHOPAOUTEIBHBIX | U XpaHEeHUs
ue mporecca pacnopsaAuTEILHON JIOKYMEHTOB B | pacHoOpsIIUTEIbHBIX
YIpaBICHUS JOKYMEHTalUN rOCYIapCTBEHHBIX JIOKYMEHTOB;
pUCKaMU B rocy1apCTBEHHBIX | Hu MYHUIHUIAIBHBIX | ~-HABBIKAMU
pamKax MYHHUIUTIATEHBIX OpraHu3alysIX; B(I)CbeKTI/IBEIOFO
OT/IEJIbHBIX OpraHu3aluii; - aHAJIIU3UPOBaATh cojeprkaHue | B3AUMOICUCTBUA C
Ou3HeC- - TOpsaoK O(OpPMIICHUS, | OpPraHU3aUOHHO — PpasIHHBIMA
IPOLECCOB U BEJICHUS WM XpaHeHWs | NpaBoBoil jokymenTanuu B | CTPYKTYPHBIMH
(QyHKIMOHANBHBI | PACTIOPAINTEIBHBIX rOCyIapCTBEHHBIX y | MOAPASACTCHIAMH B
N pamkax
X HATpaBJIeHH JOKYMEHTOB MYHHUIMIIATBHBIX BHY TPUBEIOMCTBEHHOT
CTPYKTYPHBIX rOCyJapCTBEHHBIX U | OpraHu3alMsX; o
nonpazzienenui | MYHUHHITATBHBIX MEKBEJOMCTBEHHOTO
OpraHM3aIKuK OpraHM3aLii; SMEKTPOHHOTO
JIOKYMEHT0000poTa
3.2. Kputepuu onieHKH pe3yJIbTATOB 00yUYeHHs MO TUCIHUILIHHE
HIkana | Uuaukarop
OLICHHUB Iloka3aTeu oueHUBaHUs Pe3yIbTAaTOB 00y4eHH S
aHuA JOCTHKEHU A




OTJIMYHO/3AUYTEHO

3Haer:

- CTyIEHT IJIyOOKO M BCECTOPOHHE YCBOWJI MaTepual, YBEpEHHO,
JIOTUYHO, MOCJIEI0BAaTEIIBHO M TPAMOTHO €ro H3JIaraeT, ONHUpasch Ha
3HaHUS OCHOBHOMW U JONOJHUTEIBHOU JINTEPATYpHI,

- Ha  OCHOBE  CHCTEMHBIX  HAy4YHbIX  3HAaHUM  JEJAET
KBTM(UIIMPOBAHHBIE BBIBOABI M OOOOIICHHS, CBOOOIHO OMEPUPYET
KAaTErOpUsIMU U NIOHATUSAMMU.

VYmeer:

- CTYIEHT yMEeT CaMOCTOSTeNbHO W NPAaBWIBHO pemaTh y4eOHO-
npodeccuoHanpHble 33JaYd WM 3aJaHusl, YBEPEHHO, JIOTHYHO,
MOCJICIOBATEIbHO W apryMEHTHUPOBAHO U3JlaraTh CBOE pEIICHHE,
UCIOJIB3YS HAay4YHbIE IOHSTHS, CChLIASICh HA HOPMAaTUBHYIO 0a3y.

Bnaneer:

- CTYAEHT BJIQJICET PallMOHAJIBHBIMU METOJaMH (C HCIOJIb30BAHUEM
palMOHANIBHBIX METOJHMK) PEIICHHsI CIOXKHBIX MPOPECCHOHATBHBIX
3aJa4, IPEICTaBICHHBIX JEIOBbBIMA UIPAMH, KEHCAMU U T.1.;

IIpu pemeHnH NpoAEMOHCTPUPOBAI HABBIKU

- BBIJICJICHUS TJIaBHOTO,

- CBSI3KOM TEOPETUUYECKUX IOJIOXKEHUN C TPEOOBAHUSIMU PYKOBOSAIIMX
JIOKyMEHTOB,

- U3JI05KEHHUsSI MBICJIEHN B JIOTHYECKOM MOCIIEN0BATEIBHOCTH,

- CaMOCTOSITEIbHOI0 aHau3a (akThl, COOBITUI, SIBICHUI, IPOLIECCOB B
MX B3aMMOCBSI3H U JUAJIECKTHYECKOM Pa3BUTHH.

XOPOIIO /3AYTEHO

3HaerT:

- CTYIEHT TBEpPAO YCBOWJ MAarepuall, JOCTATOYHO T'PAMOTHO €ro
W3J1araeT, ONUpPAasCh HA 3HAHUS OCHOBHOM U JOMOJHHUTEIBHOMN
JUTEpaTyphl,

- 3aTpyAHsAETCS B (OPMYITMPOBAHNHU KBATU(HUIIMPOBAHHBIX BBHIBOJIOB U
000011eHNH, onepupyeT KaTeropusMH W TOHATHUAMU, HO HE BCeraa
NPaBUIHHO UX BepUPUIIPYET.

VYwmeer:

- CTYZICHT YMEET CaMOCTOSITeIIbHO ¥ B OCHOBHOM IPaBUJILHO PEIIATh
y4eOHO-TIpO(heCCHOHANIbHBIC  3allaud WM  3aJlaHus, YBEPEHHO,
JOTMYHO, TOCJEIOBATEIbHO W apryMEHTHPOBAHO H3JaraTb CBOE
pelieHre, He B TOJHOW Mepe HCIONB3Yys HayudHble TOHSTHUS H
CCBUIKM Ha HOPMATHUBHYIO 0a3zy.

Bnaneer:

- CTYIEHT B LIEJIOM BJaJIC€T PAllMOHAIBHBIMH METOJAMU PELICHUS
CJIOXKHBIX HpO(i)GCCI/IOHaJ'IBHI)IX 3aaa4, NpeaACTaBJICHHBIX JACJIOBBIMU
WUrpamu, KeicaMu u T.1.;

[Ipu pemeHun cMor NpoOAEMOHCTPUPOBATH JOCTATOYHOCTH, HO HE
TNTyOMHHOCTH HaBBIKOB

- BBIJICJICHUA I'JIaBHOI'O,

- U3J10KCHHS MBICIICH B IOTHUECKON MOCICA0BATCILHOCTH.

- CBSIBKHN TCOPCTUUICCKUX HOJIOKEHUIH C TpC60BaHI/I$[MI/I
PYKOBOASIIMX JOKYMEHTOB,

- CaMOCTOSITENIbHOTO aHanmu3a (akTel, COOBITUH, SBJICHUH,
MIPOIIECCOB B MX B3aMMOCBSA3U U JHAIIEKTUYECKOM Pa3BUTHUHU.

YAOBJIETBOPU

TEJIBHO/

3Haer:

- CTYZICHT OPHEHTUPYETCS B MaTepHae, OJTHAKO 3aTPYAHSIETCS B €T0
U3JI0KEHUH;

- IOKa3bIBAET HEAOCTATOYHOCTh 3HAHUN OCHOBHOMW U JOTIOJHUTEIBHOU
JUTEPATYpPHI;

- c1abo apryMEHTHPYET HayJHBIC TIOJIO0KCHUS;

- IPAKTUYECKH HE CIIOCOOEH C(OPMYIHUPOBATH BHIBOJIBI U 00OOIIEHUS;
- YaCTHYHO BlIaJIe€T CUCTEMOI MOHSITHH.




VYwmeer:

- CTYZICHT B OCHOBHOM YMEET PEUINTh y4eOHO-TTPO(HECCHOHATBHYIO
3a7a4y WM 33JaHue, HO JIOMyCKaeT OMHMOKH, c1ab0 apryMEeHTHPYeET
CBOE PELICHNE, HEJJOCTATOYHO UCIIOIB3YeT HAYUHbIC TOHATHUS U
PYKOBOJSIINE TOKYMEHTHI.

Bnaneer:

- CTYIEHT BJIaJICET HEKOTOPHIMH PAIIHOHATHLHBIMUA METOJAMH PEIIICHHUS
CJIOKHBIX MPOECCHOHANBHBIX 33]1a4, MPECTABICHHBIX JE€JIOBBIMU
UIpaMH, KEHCaMU U T.J1.;

[Ipu pemreHnn MpoAEMOHCTPUPOBAIT HEIOCTATOYHOCTh HABBIKOB

- BBIJICJICHUS TJIABHOTO,

- M3JI0KEHUS MBICIICH B JIOTHUECKOH IOCICA0BATEIbHOCTH.

- CBSI3KH TEOPETUYECKHX TOJOKEHUH ¢ TPEOOBAHUSMU PYKOBOISIITNX
JIOKYMEHTOB,

- CaMOCTOSITEIPHOTO aHAIM3a (PAKThI, COOBITUM, IBIICHUIA, TIPOIIECCOB B
WX B3aMMOCBSI3H U TUAJICKTUYECKOM Pa3BUTHH.

KOMHCTCHHI/IH HC JOCTUTHYTA

3HaerT:

- CTYZICHT HE YCBOWJI 3HAYUTEIHHOM YaCTU MaTepHaa;

- HE MOXET apryMEHTUPOBATh Hay4YHbIE TIOJIOKEHUS;

- He (hopMyIIIpyeT KBATU(UIIMPOBAHHBIX BBIBOJIOB U 00OOIICHMIA,
- He BJIaJIc€T CUCTEMOM MMOHSTHH.

VYwMmeer:

CTYJISHT HE IIOKa3all YMEHHE pemarh ydeOHO-MpodeccrnoHATBHYIO
3aj1a4y WM 3aJaHue.

Bnaneer:

HEYJIOBJIETBOPUTE
JIbHO/ HE 3AYTEHO

HE BBIIOJIHCHBI  TPeOOBaHUsS, TPEABSIBISICMBIE K  HaBBIKaM,
OLICHUBAEMBIM “‘yJI0BJIE€TBOPUTENBHO .

4. TunoBble KOHTPOJIbHBbIC 3aJaHMA W/WIM HHBIE MaTepuaidbl JJds IPOBEJACHUs
NPOMEKYTOYHOI aTTecTallid, Heo0XOoAMMBble /I OLEHKH [JOCTHKEHHMS KOMIIeTEeHIIUH,
COOTHECEHHOM ¢ pe3yJbTaTaMu 00y4eHHs 110 AUCHHILINHE

Tunosbie BOIPOCHI

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

2.IIpeamer u 3agaun Kypca.

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

MCKIIPECAMETHLIC CBS3H.

4. CoBpeMEHHOE JIETIOMPOU3BOICTBO: 11€JH, 3a]]a4l ¥ MPUHIIHIIHI.
5. OCHOBHBIE TIOHSITUS W ONPENCNICHHUSA: JIOKYMEHT: €ro CBOWCTBA H (PYHKIIHH,
JIeTTOTIPOU3BOICTBO, TOKYMEHTOBEICHUE, IOKYMEHTOO0OPOT.

Tunosbie Npod1eMHO-aHATUTHYECKHE 32JaHUSA
1. Ilpobnemno-ananumuyeckoe sadanue:
1. HazoBute Bce BHJbl JOKYMEHTOB M YKaXUTE, [0 KakUM IpU3HAKaM OHHU

KITACCU(PUITUPYIOTCSI.

2. Halinmurte onpeneneHne T0KyMEHTa B TOCYAapCTBEHHOM CTaHIapTe.

3. CoctaBwte Tabnuiy «[loHsATHE TOKYMEHTA B HAYYHBIX JUCIUILTTHAX)

4.0npenenute BU JOKYMEHTA: O(DHUITMAIBHBIC, TMYHBIE U JIMYHOTO IPOUCXOXKICHHUS
2. [Ipobaemno-ananumuieckoe 3a0aHue:

1.CocTaBbTe TIpuKa3 (pacropspkeHHe) 0 IprueMe Bac Ha padoTy,

2.CocraBbTe npHKa3 (pacrnopspKEHHUE) O MePEBOJIE Bac Ha JIPYTyI0 paboTy
3. Cocrasste [Ipuka3 (pacnopsokeHHE) 0 MPEIOCTaBICHUH BaM OTITyCKa
3. Ilpobaemno-ananumuueckoe 3aoanue:



1.CoctaBbTe rpaduK OTIMYCKOB OpTraHM3aIlMd, COCTOsIIeH u3 15 coTpyaHUKOB: 2 u3
KOTOPBIX 3aMECTUTENIN PYKOBOJUTEINSI, OMH- TJIABHBIN Oyxranrep, 2 — OyxraiuTep U Kaccup, OJUH —
CIIEIUATIUCT OTJeNa KaJpoB, 5 — pabOYMX-CMEHIIUKOB, 2-pa0b0OTHUKH Ha 8§ 4acOBOM pabo4Hil JeHb,
o/iHa — yOOpIIHUIIa, 2 — MEHEIKEPOB.

2. CocraBbpTe NpuKa3 (pacnopsbkeHHe) O MpeKpalleHUH JEHCTBHS TPYIOBOrO JOrOoBOpa
(KOHTpaKTa) C BaMH.

3.CocraBbTe npuKa3 (pacopsiKeHHEe) O HallPaBJIEHUU Bac B KOMaH/IUPOBKY

4.BpInUImnTe KOMaHAMPOBOYHOE YI0CTOBEPEHUE PAOOTHUKY

4. TIpo6iieMHO-aHATUTHICCKOE 3aJaHue:

1. Pa3GeiiTech Ha rpynmsl 1o 4 yenoBeka U coctaBbTe [IpaBuia BHYTpEHHETO TPYJOBOTO
pacniopsiaka; IlojoxkeHue o 3amuTe MepcoHANbHBIX NaHHBIX; llomoxkeHue 00 oruiare Tpyaa;
[TonmoskeHre 0 CTPYKTYPHBIX MojapasaeneHusx; [lonoxxenue 06 arrectanuu

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

3. CocTaBbTe NpUKa3 O NOOIIPEHUHN paOOTHUKA.

5. Ilpobremno-ananumuueckoe 3a0anue:

PasbetiTecs Ha rpynmbl 1O 4 YEJIOBEKA U COCTABHTE

1. ITonosxeHue o MpeMUPOBAHUM;

2. IHCTpyKIIMIO TIO KaAPOBOMY JI€TIOTPOU3BOACTBY;

3. [TonoxxeHue o0 OlLIEHKE MepcoHana;

4. ITonoxenne 00 00y4eHUH;

5. IMosnoxeHue 00 aganranuu

6. I[Ipobaemno-anarumuyeckoe 3a0anue:

1. CoctaBbTe rpaduk JOKYMEHTOOOOPOTa B KOHKPETHOM OpraHu3aluu

2. PazbetiTecs Ha rpynmbl 1O 4 YeJIOBEKAa H COCTABBTE

- [Tonoxenue o paboTe ¢ KaAPOBBIM PEIEPBOM;

- [IonoxeHne 0 IpeMUpPOBAHUHI

7. [Ipobnemno-ananumuueckoe 3aoanue:

1.IlpencraBbTe CTPYKTYpY YCTaBa OpraHu3aiuu

Cocrasbre:

2. TloctaHoBNEHNE TIO KOHKPETHOMY COOBITHIO.

3. Pelienue o KOHKpETHOH 3aja4e yIpaBieHUsI.

8. Ilpobremno-ananumuueckoe 3a0anue:
. CocTaBbTe MpUKa3 110 KaJPOBOMY COCTABY.
. CocTaBbTe yKa3aHHe€ 10 PEHICHUIO KOHKPETHOTO BOIIPOCa.
. CocTaBbTe pacnopsiKeHUs: 0 KOHKPETHOMY COTPYIHUKY
. OpopmuTe POTOKOI 3aceqaHusi COOpaHUs KOJJICKTUBA OPTaHU3aIlUH.

9. I[Ipobnemno-ananumuieckoe 3a0anue:

. CocTaBbTe aKT 0 HAPYIICHUH TPYAOBOTO JOTOBOPA KOHKPETHOTO COTPYIHHKA.
2. Onumure ctpykTypy Ilonoxxenus kak 10KyMeHTa
. Onumrre mpaBuiia COCTABICHUS] MHCTPYKIIUMA

10. IIpobaemHo-ananumuueckoe 3a0anue:
. Ucnonp3ys TnoByto opmy «oO1uii 6J1aHK» 3aMI0JTHUTE €e.
2. Ucnonb3ys TUNOBYIO (popMy «OMaHK MHChMay 3aIllOJIHUTE €€
3. Ucnions3yst TUTIOBYIO (hOpMY «OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA) 3aIIOJIHUTE €.
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TeMBI HCAIET0BATC/IBLCKUX, TBOPYECKUX IIPOECKTOB

Iloozomoeka uccrnedosamenbcKux NPOEeKmMos o memam:

1.Mcnionb30BaHre KOMITBIOTEPHBIX TEXHOJOTUH MPU CO3AaHUU U O(POPMIIEHUU TOKYMEHTOB.

2. DNeKTPOHHBIN TIOKYMEHT U IIpo0bieMa ero MpaBoOBOTO CTaTyca.

3. OcoOEHHOCTH COTJIACOBAHUS JIEKTPOHHOTO JOKyMEHTA.

4. HWudopmannoHHO-CIIpaBOYHBIE JOKYMEHTBI — CIpaBKH, akKThl, JOKJIAgHBIE U
OOBSICHUTEIIbHBIC 3AITMCKH, JIOBEPEHHOCTH, CIIY)KEOHBIE TTHUChMA, Tele(OHOTPAMMBI, TEIeTPaMMBI,



dhakcorpamMmsI
5. [Ipunanue 1pUANIECKON CUITBI JOKYMEHTY B AJIEKTPOHHOU (hopMme.
6. [Ipumenenue 6a3 JaHHBIX, I1a0JIOHOB, TEKCTOBBIX PEITAKTOPOB.

Teopueckoe 3a0anue (c 21emenmamu scce)
Harnumure scce o teme:
1.PoJib apXMBOB B COXpaHEHHUHU JJOKYMEHTOB
2. MexXBeIOMCTBEHHBIC, BEJIOMCTBEHHBIC apXHUBBI. APXUBBI OpraHU3aIui,
MPEINPUATHH, yapexkIeHui. ['ocynapcTBeHHbIC apXUBBI
3. DIEKTPOHHBIA TOKYMEHTOOOOPOT: MOJIOKHUTEIBHBIC U OTPUIATEILHBIC YSPTHI

TunoBble 3aJaHus K HHTCPAKTUBHBLIM 3aHATUAM

CpasHumenvHulll aHanus 6 hopme oucnyma
1.D0eKTpOHHBIN JOKYMEHTOOOOPOT: MOJI0XKUTEIbHbBIE U OTPULIATEIbHBIC YEPTHI
2. Mecro aucuuiuinHbl “OCHOBBI I€TONPOU3BOJICTBA U JTOKYMEHTOOOOPOT” B COBETCKON H
COBPEMEHHOM cuCTeMax MOJrOTOBKH CHEIMAINCTa -YIIPaBICHLA.

3aoanue no pewenuio ynpasnenyeckou cumyayuu. Ketic 1

[Ipouuio 3acenaHue MHBEHTApU3AlMOHHOM KOMMCCHM 3aBOJA Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBajCs BONPOC O pe3yiabTaTaXx MHBEHTapu3auuu 1o ckiagy Ne 2
BCIIOMOTATENbHBIX MaTepuaioB. Ha 3acemannu ObUTO MPUHSATO IMOCTAHOBIICHHE 00 yTBEP)KICHHUN
pe3yJIbTaTOB MHBEHTApU3allMd M OTHECEHUS 3a CUYET 3aBEAYIOUIEr0 CKJIAJOM HEJOCTa4yu
BCIIOMOTaTeJbHbIX MaTepuajoB B cymMMme 365 Tbic. pyO., a Takke 3ayuTaHbl CIUYUTEIbHAs
BEZOMOCTb 110 ckyiany Ne 2 u 00bsCHUTENbHAs 3alIMCKa 3aBE1YIOIIEr0 CKIIaJOM.

- Kakoii TOKyMEHT COCTaBJISIETCS IO UTOTaM 3aceaHuil KOMUCCHUM pa3Horo pojaa?

- Kakue pekBU3NUTHI JOJKEH BKIIIOYATh JAHHBIN JTOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTell OH Ipejroaraer?

- Kakue (aktuueckne 1aHHbIE TOJKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Pewenue keiica.

Ilo  wroram  3acemanmii  komuccuM  cocraBisercs  [Iporokon — 3acenaHus
MHBEHTapHU3allMOHHON KOMUCCHH 10 PACCMOTPEHUIO PE3yJIbTaTOB HHBEHTAPU3ALMH.

IIpOTOKOJI CONEPIKUT CIENYIOIINE PEKBUZHUTHI:

HAaUMEHOBAHME OpraHu3allMii; Ha3BaHME BHJA JOKYMEHTa; JaTa M HOMEpP IMPOTOKOJIA;
3arojIOBOK K TEKCTY; TEKCT; MOAMUCH YYaCTHUKOB; TpU(] yTBEpxkaAeHUs (B cllyyae, KOrjaa MpoTOKOII
MO/IJIEXKUT YTBEPIKIEHUIO).

IIpoTokoJ1 COCTOUT U3 2 YacTell: BBOAHON U OCHOBHOM.

B 3TOT 1OKYMEHT 0JKHBI OBITh BHECEHBI CIeAyIoLINe (paKkTHUYEeCKUE JaHHbIE:

1) Ha3BaHMsI JOKYMEHTA U MPEIIPUSATHS.

2) yKa3zaHue 4JIEHOB KOMHUCCHUU U TPEJCeaTeNsl.

3) cMCOK BBICTYNAIOIIMX Ha 3aCeJaHMH KOMHUCCHHU.

4) uTorn MHBEHTAPU3ALINH.

5) perieHusi, KOTOpble ObLTH MPUHSTHI.

6) 3aKTI0OUYEeHNE KOMHUCCHH.

7) UTOTH TOJIOCOBAHHUS (€CIIU OBLIN).

8) MeponpuATHs, IPOBEACHHBIE B MPOIIECCE HHBEHTAPU3AIIIH.

9) BBIsSIBJICHHbIE HAPYILIEHUS U T, KTO B HUX BUHOBAT (MMS U JIOJDKHOCTB).

10) nata 1 MeCTO COCTaBJIEHUSI IPOTOKOJIA.

11) monmucu nmpeacenaTesns U cEKpeTapsi KOMUCCHH.

Keuic 2
B crpourensHoM koomepatuBe «CtTpoiicepBucy» Obul OOHapykeH (PakT HEmpaBUIBLHOTO



UCIIOJIb30BAaHUSl CTPOMUTENBHBIX OTX0J0B. [Ipu mpoBepke paloOTHl CcKiIana MHIOMATEpUAIOB
YCTaHOBJICHBI (PaKThl OTIYCKAa B KOTEIBHYIO IJISl COKUTAHHS OTXOJOB IMWJIOMATEPUATIOB JJIMHHON
cBbiiie 20 cm.

- Kakoii ToKyMEeHT MO3BOJIUT PErIAMEHTHUPOBATH OTIMYCK CTPOUTEIbHBIX MaTEPUAIOB?

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

- CKOJIBKO JOJKHOCTHBIX JIUIL JIOJKHBI OBITh OTBETCTBEHHBIMU 33 UCIIOJIHEHUE TAHHOTO

JTIOKyMeHTa?

- Kakuie pekBU3UTHI JOJIKEH BKIIIOYATH JIAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeU OH mpernoJaraet?

- Kakue daktnyeckue naHHbIe JOKHBI OBITH BHECCHBI B 3TOT JIOKYMEHT?

Pewenue keiica

JIOKyMEHT, KOTOPBIN IMO3BOJUT PErIAMEHTUPOBATH OTIYCK CTPOUTEIbHBIX MAaTEpPHAJIOB -
[Ipukas.

OOs3arenbHble TYHKTHl TpUKa3za: 1) TYyHKTB, B KOTOPBIX JAIOTCS HOPYYEHHUs
UCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHUS. 2) MMYHKT O KOHTPOJIE UCIIOJIHEHUS IPUKa3a.

OTBETCTBEHHBIM 3a UCIIOJHEHUE MPUKAa3a SBISETCA OAHO JOJKHOCTHOE JIUIIO.

[Ipuka3 AomKeH BKIIOYATh TAKUE PEKBU3UTHI, KaK IIOJHOE€ HAUMEHOBAaHUE KOMIIAHUU
COTJIaCHO JECHCTBYIOIIEMY YCTaBY; OpPTaHHM3allMOHHO-TIpaBoBas (popMa; MECTO COCTABJICHHUS WIIU
W3/1aHUSI; PETUCTPALMOHHBIM HOMEp, YKa3aHHBIA B >KypHaJIe PErUCTpallMd; HaMMEHOBAHHE BUIA
JIOKYMEHTA; 3arojioBOK; TEKCT; JaTa CO3/IaHWs; Jara IOIMUCAHUs MOAMUCh PYKOBOJIUTEIS C
pacindpoBKOil; OTMETKU O HAJIUYUU MPUIIOKEHUH;

[Ipuka3z BkmarowaeT B ceOs JBE CTPYKTYpPHbIE YacTU: KOHCTaTHUPYIOIIYIO U
pactopsIUTENbHYIO.

B 3TOT 10KYMEHT OJIKHBI OBITH BHECEHBI (DaKTUUYECKUE JaHHbIC [[pUUnHBI U TOpyYEHUS.

Ananumuueckue 3a0anus

1. HUcmone3ys 'OCT 7.32 — 2001 IlpaBunma o¢opmiIeHHS TEKCTOBBIX JOKYMEHTOB,
chopMynupyiTe OCHOBHBIE TPeOOBaHUS K OQPOPMIICHHIO TEKCTOBBIX JOKYMEHTOB

2. HUcnome3zys T'OCT P 6.30-2003 VYHudunupoBaHHBIE CHUCTEMBI JOKYMEHTAIUH.
YHuHUIMpoBaHHas CUCTEMa OPraHU3aLMOHHO-PACTIOPSAUTENBHON JOKyMeHTauu. TpeOoBaHus K
0pOpMIIEHUIO  JIOKYMEHTOB, CchoOpMyaupyiTe TmpaBuiaa o(OpMIIeHHS  OpraHU3aIMOHHO-
pacropsauTeNbHON TOKYMEHTaluu

3. Ucnonb3ysh KOHKPETHBIN TIOKYMEHT, IEPEUNCIIUTE PEKBU3UTHI.

4. CocTaBbTe CXeMY pacTOPKEHHs TPYAOBOTO JJOrOBOpa MO MHULIMATHBE PAOOTHUKA.

5. HauepTtute cxemy JOKyMEHTOOOOpPOTa B OPraHU3aIUN

6. CocTaBbTe HHCTPYKIIMIO 110 COCTABICHNUIO HOMEHKJIATYpHI Jell.

7. 3anummre npaBwia pabOThl C JOKYMEHTAMH, COJAEpX AallMMU KOH(PHUACHIHAIbHYIO
UH(OPMALIHIO.

Tunosblie TECTHI

Bonpoc 1. Jle1onpon3BoacTBo — 310:

1. 1eATEeJBbHOCTh N0 JOKYMEHTHPOBAHHUIO, JOKYMEHTOO00OPOTY, ONEPATHBHOMY XPAHEHHMIO H
HCIO0JIb30BAHUIO JOKYMEHTOB;

2. nponcaypa Co3ianus, THPpaXKUpPOBAHUA U PECTUCTPALIMN BXOOAINUX U HCXOAAIINUX JOKYMCHTOB,
3.HemocpeACTBEHHOE CO3/IaHie OPHUIIMATBHBIX JOKYMEHTOB Ha MPEANPHUITUH,

4. nesiTeNbHOCTD 10 TOKYMEHTHUPOBAHUIO U IOKYMEHTOOOOPOTY.

Bomnpoc 2. ITos10:xeHue 0 CTPYKTYPHOM MOAPa3AeJIeHUU — ITO:
1. mpaBoBOil aKT, KOTOpPBIH YCTaHABJHMBAaeT CTATYC, (PyHKuOMH, mpaBa, O0SA3aHHOCTH H
OTBETCTBEHHOCTh CTPYKTYPHBIX IOAPAa3/ieJIeHUil W HHBIX OPraHOB;



2. TIPaBOBOM aKT, KOTOPBIH OMpENeNsieT CTaTyC OpraHu3alud, €€ 3a7aud W (YHKIHUH, TpaBa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

3. J0roBOp, CTOPOHBI KOTOPOTO OOSI3yIOTCSI CO3[aTh IOPUAMYECKOE JHUII0 M YCTaHABIMBAIOT
HOPSII0K COBMECTHOH JIESTELHOCTH 110 TaHHOMY (haKTy

4. Bce OTBETHI BEPHbIE

Bomnpoc 3. /laToii 10/I2KHOCTHON MHCTPYKIIUM SIBJISIETCS JaTa:
1. ee yrBepikaeHHu;

2. €€ COCTaBJICHHUST,

3. 0O3HaKOMJIEHUS C HEell paboTHHKA

4. cornacoBaHus

Bomnpoc 4. IIpaBoBoii akT, B KOTOPOM 0TOOpPaKaETCHA MOPSIAOK AeSITEJIbHOCTH PYKOBOICTBA
OpPraHM3alNu, 2 PABHO KOJ/UIETHAJBLHOI0 HJIH COBEIATeILHOI0 OPraHa — 3To:

1. periiamenr;

2. LITaTHOE pacIUCaHMUE;

3. pacrnopsiKeHue,

4. ycras.

Bomnpoc S. ITo chepe cBoero geiicTBus pacnopsiaAuTeJabHbIe JOKYMEHTHI 1e/IATCH Ha:
1. denepanbHOro ypOBHS, pErHOHAIBLHOIO YPOBHS, IPAaBOBbIE aKThl OPraHU3aLIUH;

2. KOJUIEKTUBHbIE U UHJIUBUyaJIbHBIE;

3. mpaBOBbIEC aKThl OpraHU3alUi, IPABOBbIE AKThl UX CTPYKTYPHBIX NOAPA3ICIICHUH.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne nzaaercs:

1. pyxoBoauTeeM eAMHOJINYHO;

2. KOJJIEerHanbHo;

3. B yCIOBMSX BEIOMCTBEHHOI'O PEr'YJIMPOBaHUS,

4. CANHOJINYHO WUJIN KOJUJICTUAJIBHO, B 3aBUCUMOCTHU OT CUTyallun

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

2. DIEKTPOHHAS KOMUS;

3. mybnukar,

4. crmcok

8. He siB1sieTcs TOKYMEHTOM, KOTOPbIi HHUIIMHPYET pelieHue:
1. npoekT 10KyMeHTA;

2. 3aKJIIOYEHUE;

3. IOKJIaiHas 3aIucKa,

4. Bce OTBETHI HEBEPHbIE

Bomnpoc 9. Yem BHelIHe 0T/IMYaeTCs POEKT JOKYMEHTA OT €r0 OKOHYAaTeIbLHOI0 Bapuanra?
1. Hagnucblo «1poeKkT» B BEPXHeM I0JIe CIIPaBa;

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

3. IIpoexT odopmisieTcss Ha CrieIUaTLHOM OJIaHKE

4. Bce oTBETHI BEpHbIE

Bonpoc 10. Kakasi 4acTb IOCTAHOBJICHHSI COJCP:KMT HOPMATHBHBIC IIOJIOKEHHMS WU
nopy4eHus?



1. PacnopsiiuTesibHast;
2. KoHcrartupyromas;
3. BBonnas

4. 3akirounTeNbHas

Bonpoc 11. B coctaB uH(OPMAIIMOHHO-CITPABOYHBIX IOKYMEHTOB He BXOJIHT:
1. yka3zanmue;

2. JOKJIaaHas 3aIlMicKa;

3. cBojkKa,

4. oObsICHUTENIbHAS 3aIIMCKa

Bonpoc 12. Bug uH(poOpManuOHHO-CIIPABOYHON [JOKYMEHTAllUM, SIBJsSIONIeiics crnocodom
OIePAaTHBHOI0 HH(POPMALMOHHOI0 00MEHA MEKAY OPraHU3alusMH, HA3bIBACTCH:

1. pesi0BOI MepenucKoii;

2. IOKyMeHTauueH JUisl C1ykeOHOro M0oJIb30BaHus;

3. CTaTUCTUYECKOW OTUETHOCTHIO

4. cimyxeOHOM 3anuCcKoit

Bomnpoc 13. Urto npeacrasJsier co00ii 3asiBjieHHe B JOKYMEHT0000pPOTe OPraHu3anuu?

1. OTo0 NOKYMeHT, KOTOPbIii aJpecoBaH MAOJKHOCTHOMY JIMILy M COJEP:KMT KAKYHO-JIH00
npocs0y padoTHUKA;

2. DTO NOKYMEHT € IPEI0KEHUEM Ha3HAUNUTh, IEPEMECTUTD UIIU MOOIIPUTHh pAOOTHHUKA;

3. DTO TOKYMEHT, OOBSICHSIOUINI MPUYUHBI CITYyYUBIIETOCS, KOTOPBII COCTaBIIsIeT paOOTHHK.

4. Bce oTBeTHI BEpHbBIE

Bonpoc 14. Uto He fiB/IsIeTCS NPU3HAKOM aKTa?

1. cocraBienue B cB000aHOI Gopme;

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

4. KOJJIErHaJIbHOCTh COCTABJICHUS.

Bonpoc 15. JlokymMeHTbI, KOTOpPble M3AaHbI BHYTPU Y4YpexJAeHUs M OTIPaBJIeHbI 3a €ro
npejeabl A5l PyKOBOACTBA HH/KECTOSIIIIMM OPraHaM yIpaBJieHHs JIM00 B LeJAX UCIOJTHEHUs
NMUCbMEHHBIX YKA3aHU BbICIIEH HHCTAHINH, HA3bIBAIOTCSH:

1. ucxoasimuMHU JOKYMEHTAMM;

2. BXOAAIIHUMU JOKYMCHTAaMU,

3. JOKJIaJHBIMU 3alMCKaMHU,

4. TepernucKou.

Bonpoc 16. Uto Bki0o4aeT B ce0s TEXHMYECKOE HCIIOTHEHHE IOKYMEHTA:

1. moAroTOBKY MpoOEKTa JOKYMEHTA, HA00p U pacne4aTKy TeKCTa NMPOeKTa, KOPPEKTHPOBKY
coliep:KaHMsl [IOKYMEHTAa [ocje corjacopaHus, ogopmieHue (GUHAIBHOIO BapHAHTA
JOKYMEHTa;

2. TNperoCTaBIECHUE pACIEYaTaHHOIO IPOEKTa JOKYMEHTa PYKOBOAMTENIO Ha COIJIAacOBaHHE,
yCTpaHEHUE HETOYHOCTEH, HabOop OKOHYATENILHOTO JOKYMEHTA;

3. cocraBieHUE JOKYMEHTa Cpa3y B OKOHYATEIbHOM BapHaHTE, €ro MOJINNCAHUE Yy PYKOBOIUTEI,
OTIIpaBKa JOKYMEHTA aJipecary,

4. BCE OTBETHI BEPHBIE

Bonpoc 17. Koraa 10KyMeHT SIBJISIETCSI MCTIOJTHEHHBIM?



1. Korga paccmaTrpuBaeMblii B JOKyMeHTe BONPOC pa3pelleH NMOJHOCTHIO U Nepenucka 1o
HEeMY 3aBeplleHa;

2. Kak TOJbKO JOKYMEHTY MPUCBOEH PETUCTPALIMOHHBIA HOMED;

3. Korga nokyMeHT nojiy4eH KOHEUHBIM a/IpecaToM

4. Koraa 1oKyMeHT OTIIpaBJIeH Ha apXUBHOE XpPaHEHUE

Bonpoc 18. OTainune akTOB NPOBEPOK, 00C/I€I0BAHUI, PEeBU3UI 3aKJIIOYAeTCd B TOM ,4TO
OHH...

1.pukcHpyIOT ycTaHOBIICHHBIE (DaKThI U COOBITHS

2. COCTaBIISIIOTCS 7SI TIOATBEPKACHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHIM, TEHCTBHIA

3. He TOJIbKO (PMKCHUPYIOT YCTAHOBJEHHbIE (PAKTBI U COOBITHSI, HO M COJEPKAT BBIBOIbI,
PEKOMEH/Ialli H NPeI0KEeHU s

4. comep)kKaHHE HE COIJIACOBBIBACTCS C JOJDKHOCTHBIMHM JIUI[AMH, JEATEIbHOCTh KOTOPBIX
OTpakaeTcs B aKTe

Bonpoc 19. Iudposoii wnam OykBeHHO-UM(PPOBOH HAEHTH(PHUKATOP [TOKYMEHTA,
BKJIIOYAIONIUI TOPSJAKOBBINi HOMEp, IONOJHSIEMbIN IO SKEJAHWI0 HHAEKCAMHM COIJIACHO
HCI0JIb3YeMbIM KJIACCH(PUKATOPAM, HA3BIBACTCS:

1. perucTpalMOHHBIM HOMEPOM JIOKYMEHTA;

2. rpudom;

3.1aTOi TOKyMEHTa

4. pEeKBU3UTOM.

Bonpoc 20. Kakoii popmaTt 6ymaru ucnojib3yercsi A1 U3roTOBJIEHUs 0JIAaHKOB Pe30JTI0Iui?
1. AS, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem ungopmanuu siBJasieTcs:

1. maTepuanbHbIil 00bEKT, KOTOPbIN HYKeH A1 (puKcanuu, XxpaHeHust (1 BOCIIPOU3BeICHHS)
pedeBoil, 3BYKOBO# MJIM M300pa3uTeIbHOM HHPOPMALIMH;

2. co3pmaresb I0KyMEHTa,

3. CTPYKTYpHOE MOJpa3eieHHe, BRIMOIH0MEe (QYHKIIMU M0 BEICHUIO JOKYMEHTO000pOoTa

4. pyKOBOAMTEIb MOAPA3ACICHUS.

Bonpoc 22. CBOMCTBO JOKYMEHTAa NOATBEP:KAATH [CJOBYI0 ACATEJLHOCTH JHO0 cOObITHE
JIMYHOI'0 XapaKTepa — 3To:

1. ropuanyeckasi 3HAYUMOCTb JOKYMEHTA;

2. ropuauyecKas cuia JOKyMEHTa;

3. ayTEeHTHUYHOCTb,

4. pyHKUIHA TOKYMEHTa

Bomnpoc 23. TunoBbIM CpOKOM HUCIHOJHEHUSA JOKYMEHTA HA3bIBAETCH:

1. cpok HCIOJIHEHHS JOKYMEHTA COIJIACHO HOPMATHBHO-NIPABOBOMY aKTY;

2. CpOK MCIIOJHEHHS, KOTOPbIA YCTAHOBJIEH B OPraHU3allMOHHO-PACTIOPAIUTEIILHOM JOKYMEHTE
WJIM B PE30JIIOLUY;

3. CPOK HCTIOJHEHHS, YCTAaHOBJICHHBIN CJIOKUBIIUMCS B OPTraHU3AIMHA 00bIYaeM

4. Bce OTBETHI BEPHBIE

Bonpoc 24. CnipaBo4HMK, cOAepKAlIMil cBeJeHHs 0 (POHAAX apXMBa M NpeAHA3HAYCHHbIN
AJ18 03HAKOMJIEHHS C X COCTABOM H CO/Iep:KaHUeM — 3TO:



aApXUBHBIN ITyTEBOJUTEIb;
ApXHUBHBIN CIIPABOYHUK;
apXUBHBIN yKa3aTelb,
(OHIOBBI CITPaBOYHUK

AW~

Bonpoc 25. YaugunupoBanHoii ¢gopmoii J0KyMeHTA ABJISETCH:

1. ¢popmynasip AOKyMeHTa omnpeaeJeHHOI0 BH/AA, KOTOPBIA COAEP:KUT NOCTOSHHYH 4YacTh
TEKCTAa;

2. OyMaXHBIH WIM JIEKTPOHHBINA IIA0JOH C PEKBU3MTAMH, 110 KOTOPBIM OIPENENsIeTCss aBTOP
OUITMATIEHOTO JIOKYMEHTA;

3. pEKBU3UT O COIJIACUM OpraHu3aluu, KOTOpas HE SBIAETCS aBTOPOM JOKYMEHTA, C €ro
COJIEpKAHUEM,

4. BBIIINCKA U3 JOKYMEHTA.

Bomnpoc 26. KakoBa ajMHa caMoOil JJIMHHON CTPOKHM PEeKBU3UTA NPH YIJI0BOM PACHOJI0KEHUHU
PEeKBU3UTOB?

1. He 0oJ1ee 7,5 cMm;

2. He Goiee 12,5 cm;

3. He 6omee 10 cMm.

4.He 6onee 5 cm

Bonpoc 27. PekBU3UT JOKYMeHTa — 3TO:

1. 3siemeHT opopMIICHHS TOKYMEHTA;

2. pEerucTpallOHHBIA HOMEpP IOKYMEHTA;

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

Bomnpoc 28. Kakue 10KyMeHTbI MUHYIOT CTAIMI0 IIPOEKTA
1. noKkJIagHBIE 3aNMHCKH;

2. IpUKa3bl;

3. cpaBky;

4. aKTHI

Bonpoc 29. IlpeaBapuTe/ibHbII TEKCT JOKYMEHTA, KOTOPbIH JHYHO TOTOBUT HCIOJHUTEIb
WJIN COMCIOJTHUTE/Ib J0KYMEHTA, 3TO:

1. 4epHOBHK JOKyMeEHTa

2. NPOEKT JOKYMEHTa;

3. DJK3eMIULp TOKYMEHTA;

4. xonus NOKyMEHTA.

Bomnpoc 30. /Ilesionpou3BoacTBo 310:

1. chepa nesTenbHOCTH 10 00ECTIEUEHUI0 OpraHU3aui O(PUCHBIMU TOKYMEHTAMU;

2. oTpaciib JAesiTeIbHOCTH, KOTOpasi o0ecneyHBaeT JOKYMEHTHPOBAHHE H OPraHM3aLHUI0
padoThI ¢ 0PUCHBIMH IOKYMEHTAMM;

3. oTpacib AesTeIbHOCTH, KOTOpasi o0ecriedrBaeT BHEIIHUE U BHYTPEHHHUE CBS3H OpraHU3alluy;

4. nesITeNbHOCTb, CBSI3aHHAS ¢ 0(POPMIICHHEM YIIPaBICHUECKNX JOKYMEHTOB

Bomnpoc 31. B pazaes o61ue mos10:xeHus J1OKyMEHTAa BXOAAT
1. neau u 3aga4u;

2. (hopMBI M METOMBI YIIPABJICHHUS,

3. KOHKPETHBIE 00S13aHHOCTH;

4. BU3BI COTTIACOBAHUS



Bonpoc 32. Ha kakoM 10KyMeHTe He CTABUTCS PEKBU3UT HAMMEHOBAHME BH/IA IOKYMEHTAa
1. YcraBe;

2. NOIKHOCTHOW MHCTPYKLIUU;

3. nucbMe;

4. akTe

Bonpoc 33. I'pu¢ yrBep:kaenunsi craBuTcst

1. B BepXHeM NPaBoOM YIJ1Y;

2. B HIDKHEM MPABOM YTIIY;

3. B HUOKHEM JICBOM YTITy

4. B COOTBETCTBHUH C TeM, KaK IIPUHATO B OPTaHU3AINH

Bonpoc 34. K ocHOBHBIM perjiaMeHTHPYOIIMM padory ciay:k0b1 /IOY noxkymeHTaM OTHOCST
1. MHCTPYKIMIO O 1eJ10NIPOU3BO/ICTBY;

2. kBanU(UKAIMOHHBIN CIIPABOYHUK JOJDKHOCTEH;

3. Tabenb YyHUGUIUPOBAHHBIX (HOPM JOKYMEHTOB;

4. VYcras

Bonpoc 35. Kakoii Bua pacnopsiiMTeJbHOT0 [JOKYMEHTAa W31aeTCA  €eIMHOJUYHO
PYKOBOJUTEIEM

1. mocTaHOBIIEHHE;

2. pellIeHHUE;

3. pacnopsiKeHue;

4. mpukas

Bomnpoc 36. KoatnuectBo pekBu3utoB HOBOoro 'OCTa no cpaBHeHHMIO € PeAbLIY MM
1. Gosibliie HA JBA PEKBU3UTA;

2. 00JIb1IE HA OJIMH PEKBU3HUT;

3. MEHbIIIE Ha JBAa PEKBU3UTA;

4. MeHbIIE HAa | peKBU3UT

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

2. BCKpBITHE KOHBEPTOB;

3. coriiacoBanme;

4. peructpanus

Bonpoc 38. Bxoasimuii JOKyMeHT NPOXOAUT CJIeAYIOIHe ITanbl 00padoTKu:

1. compoBosaeHHe U 10CTABKA C MOYTHI, NePBUYHAsA 00padoTKa, perucTpanus, NoAroToBKa
HAa JOKJIaJ, PpaccMoTpeHne H odopmieHHe Pe30JIONHI, PEerucTpanusi Ppe30JIoLuH,
NMOCTAHOBKA HA KOHTPOJIb MCIIOJTHEHHS], OTIIPABKA HA UCIOJIHEHHe, UCIIOJIHEHHEe U KOHTPOJIb
3a HUM, IIPHEM HCIIOJIHEHHOTI'0 JOKYMEHTA, CHATHE ¢ KOHTPOJIs, OMelIeHue MCIOJTHEHHOI 0
JOKyMeHTa B /ej0o, padoTa ¢ HHMM, TeKylllee M apXHBHOe XpaHeHUe, YHMYTOKeHHEe U
cIHMcaHue;

2. yCTaHOBJIEHME KOHKPETHOI'O aJapecara JOKYMEHTa B OpraHU3allii, PErUCTpalus J0KyMEHTa 10
BXOJIILIIMM >KypHajaMm, Iepefada JOKyMEeHTa ajpecary, yKa3aHHOMY €ro B TEKCTE€, YyCTaHOBJICHHUE
CPOKOB HCIIOJIHEHHUS JIOKYMEHTa, WCIOJIHEHUE IOKYMEHTa, MpOBEpKa pe3yJbTaTOB HCIOJIHEHMS,
MIOMEILEHUE IOKYMEHTA B HOMEHKJIATYPHOE JIEJ0 U MOCIIEAYIOIIasl cla4ya B apXHUB;

3. perucrpaunus JOKyMEHTa IO BXOJSIIEH KOPPECHOHJCHIMH, epeiada ero pPyKOBOJUTEIIO AJIs
OIpECIICHUsI UCIIOJIHUTENA, Nepeiada JOKYMEHTa HENOCPEACTBEHHOMY HCIIOIIHUTENI0, KOHTPOJIb
3a HCIIOJIHEHHUEM JIOKYMEHTa, WCIOJHEHHE JIOKYyMEHTa, IpHUEM pe3yJbTaTOB HCIIOJHEHUS



PYKOBOAMTENEM, OTMETKA 00 UCTIOJHEHHUH B CIIEUAIBHOM JKypHaJe, caya JOKyMEHTa B apXUuB,

4. peructpanus JOKYMEHTa IO BXOZSIIEH KOPPECHOHJAEHLMH, IIEpeada ero pyKoBOIUTEIO U1
ONpeNIeJCHUs] UCIIOIHUTEINS, TIepeiadya JOKYMEHTa HEIOCPEACTBEHHOMY HMCIOJHUTEN0, KOHTPOJIb
3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE IOKYMEHTA

Bonpoc 39. BuyTpenHee coriiacoBaHue Ha3bIBaeTcst
1. BHu3a;

2. OTMETKA O 3aBEPCHUU;

3. yTBEpXKICHUE;

4. meyatb OpraHu3anuu

Bonpoc 40. Kakas d¢opma padoTrsl ¢ JOKYMEHTAMM TOAXOAUT /Jisi OPraHU3aIuid,
AeSiITeJIbHOCTh KOTOPBIX TPe0yeT 0CO0€HHO TIATEILHOM 3a1MThl HHpopMauu

1. ueHTpanu3oBaHHasd;

2. cMellIaHHasl;

3. IeleHTPAIM30BAHHAS;

4. B 3aBUCUMOCTH OT CUTyalluu

Bonpoc 41. Bua opraHM3anuMoHHOrO [OKYMEHTAa, KOTOPbIH omnpeaessieT MOPAIOK
00pa3oBaHusl, CTPYKTYPY U OPraHU3alnuio padoThl NpeANnpUusTUs

1. ycras;

2. MHCTPYKULUS;

3. TOJIOKEHHE

4. mpukas

Bonpoc 42. K 0CHOBHBIM perjiaMeHTUPYIOIIMM padoTy cayxobl IOY 10KyMeHTaM OTHOCAT
1. MHCTPYKUMIO 1O AEJIONPON3BOJACTBY;

2. OCHOBHBIE NpaBuUiia PabOTHI APXUBOB OpraHU3AIIHII;

3. TOCT P 51141-98 [lenonpou3BoOJICTBO U apXUBHOE JEJIO;

4. Ycras

Bomnpoc 43. K BHyTpeHHeMY 10KYMEHTO000POTY OTHOCHAT

1. opunmanbHpIEe TUCHMA;

2. BHEIIHHE JIOKJIAJIHbIE 3aIIUCKH, CIIPABKHU;

3. npuKa3pl, pacnopsKeHUsl OPraHu3aAnNu;

4. TMIIOBasi METOIMYECKAs JOKYMEHTAIIMSI U3 BBIIECTOAILEH OpraHu3auu

Bonpoc 44. C kakoro MOMeHTa pacnopsiAuTeNbHbIN JOKYMEHT BCTYNIAET B CHJIY
1. ¢ MOMeHTa CO3daHMS,

2. ¢ MOMEHTA MOANMUCAHUSA;

3. ¢ MOMEHTA YTBEPKJICHUS;

4. c claum B apXuB

Bonpoc 45. PexkBu3ur — 310

1. crioco6 co3anust TOKyMEHTa;

2. MaTepHaIbHBIN 00BEKT C HH(pOpMAILIUEH;

3. o0s13aTe/ILHBIN 3J1eMeHT 0opMJIeHUS OPUIIHATBHOTO JOKYMEHTA;
4. cBereHus 00 opraHu3aluu

Bonpoc 46. Kakoii peKBU3UT pacnojiaraercs B JICBOM HHUKHEM YIUIy
1. rpu¢ yTBEepxaeHNUS;



2. BU3a;
3. rpud orpaHuYeHHUS;
4. neyathb

Bomnpoc 47. K rpynne BXoAsilIUX J0KYMEHTOB MOKHO OTHECTH
1. 1ej10BBIE MUCHMA;

2. OpraHu3alMOHHbIE IOKYMEHTHI;

3. mpuKa3bl OpraHu3aluu;

4.PacniopspKeHus 110 OpraHu3aiiu

Bomnpoc 48. Ha kakoM 1o0KyMeHTe HeT rpu(a yrBep:KIeHusl
1. npukase;

2. TIOJIOKEHMU,

3. ycrage;

4. Bce OTBETHI BEPHbIE

Bomnpoc 49. Cko/ibK0 aipecaToB MOKeT COAEPKaTh OAUH JOKYMEHT
1. yeTbIpe;

2. IIIECTh;

3. 1Ba;

4. onuH

Bomnpoc 50. Komniekce 10KyMeHTOB, peryJIMpyHOIIHX AeTeIbHOCTh OPraHu3anui
1. pacnopsiauTe/IbHbIE JOKYMEHTHI;

2. OpraHu3alMOHHbIE IOKYMEHTHI;

3. uH(pOPMaLIMOHHO-CIPABOYHBIE IOKYMEHTBI;

4. paciopsAUTENbHBIE U NTHPOPMAIIMOHHO-CIPABOYHBIE TOKYMEHTHI

Bomnpoc 51. K kateropusiM TexHM4eCKUX UCIOJTHUTENeH caay:k0b1 JIOY oTHOCAT
1. pykoBOAUTENS CITY>KOBI

2. TOKyMEHTOBea

3. 1eJIONPOU3BOANTES

4. Bce OTBETHI BEpHBIE

Bonpoc 52. HopmaTuBHBIH [JOKYMEHT, omnpeneJsilomuii  GoHx 3apadoTHOI
COTPYIHUKOB OPraHu3alMuu

1. nOMmKHOCTHAS MHCTPYKIINS;

2. ITaTHOe pacnucaHue;

3. Ycras;

4. pacriopspkeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 6e3
1. macrmopTHBIX JJAHHBIX COCTABUTEIS;
2. peKBH3HTOB;

3. BUIEOCONPOBOKICHMS;

4. BCe OTBETHI BEPHBIE

Bonpoc 54. KoHTpoJIb 32 CPOKAMM MCIIOJTHEHHUS TOKYMEHTOB OCYLIECTBJISIeT
1. pabOTHHK OT/AENa KaJapoB;

2. padoTHuK cayx0b1 1OV

3. PYKOBOAUTEIb OPraHU3ALINN;

4. pyKOBOJUTEIb MOIpa3esieHus

IJ1aThl



Bomnpoc S5. Tekyumuii KOHTPOJIb OCYLIECTBIAAETCH

1. B HayaJsie UCIIOJIHEHUSI JOKYMEHTOB;

2.B KOHIIC NUCITOJHCHUSA JOKYMCHTOB;

3. B TeueHHe BCero Nepuoa UCIOJIHEHUs JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BUJa JOKYMCHTA

Bonpoc 56. Ha kakoMm 10KyMeHTe He CTABUTCS PEKBU3UT HAMMEHOBAHHE BU/Ia IOKYMEHTAa
1. nucbMme;

2. NOJIKHOCTHOM MHCTPYKIINU;

3. VYcraBe;

4. pacriopsiKeHUU

Bonpoc 57. Kakoii JoKyMeHT cocTaBJisieTcsl IPH HapylIeHUHM TPY/AOBOii WM 00IecCTBeHHOM
AUCHHUILIHHBI

1. o0BsiIcCHUTEIbHAS 3NN CKA;

2. NOKJIaJHas 3aIuCKa;

3. ciyxeOHas 3aIncKa;

4. IpOTOKOI

Bonpoc 58. Kakne Bonpochl paccMaTpHBAKTCS B PACOPSIKEHHH
1. HauOoJiee BasKHBIE BOIIPOCHI JICSITEIIBHOCTHA OpraHu3aIliy;

2. BOIIPOCHI, CBA3aHHBIC C BBHIIIOJHECHUEM IIPHUKA30B;

3. onmepaTHBHBbIE BONPOCHI TeATETbHOCTH;

4. HauMeHee BaKHbBIC BOIPOCHI JICITEIbHOCTH OpraHU3alH

Bomnpoc 59. IIpenBapurenbHoe paccCMOTPeHHE JOKYMEHTOB BKJIKYaeT

1. pacnpeneienne JOKYMEHTOB HA PAaCCMOTpPeHHMEe PYKOBOIMTENH M B CTPYKTypHbIE
NMoApa3ae/IeHUus;

2. IPOBEPKY MPABWIHLHOCTH aJI[PECOBAHUS;

3. corylacoBaHUE JOKYMEHTA;

4. perucTparuio

Bonpoc 60. Oqun 13 rocyiapcTBeHHbIX PeKBU3UTOB
1. pe3osronus;

2. peKJiaMarius;

3. peweHue;

4. peectp

Bonpoc 61. Kakyio ungopmanuio cogep:kut paszaena Ycraa «Oomme noJio:keHusd
1. cTpyKkTypa opraHu3aiuu;

2. mpaBa U 00513aHHOCTH JOJKHOCTHBIX JIUII,

3. HeJiM ¥ 3a1a4YM OPraHU3aluu;

4. mpaBOBOM CcTaTyC

Bomnpoc 62. Kakum opranom u3aaercsi peuieHue
1. Ko/LIernajabHbIM;

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

4. B 3aBUCUMOCTH OT CUTyallUu

Bomnpoc 63. Kakue u3 nepe4yncjieHHbIX JOKYMEHTOB OTHOCATCH K OPraHU3alHOHHBIM



1. IECBEMO, ITOJIOKEHME,
2. ycTaB, HHCTPYKIUS;
3. ycraB, yKas;

4. moNOXKEeHHe, yKa3

Bonpoc 64. JlokyMeHT, perjiaMeHTUPYIOIIU 1eATeJIbHOCTh COTPYAHUKOB OPraHUu3anuu
1. ycras;

2. IOJIZKHOCTHASI MHCTPYKIHSA;

3. mpuKas;

4. pacriopspkeHHe

Bomnpoc 65. UTo He OTHOCUTCH K YUpPeAUTEJIbHbIM JOKYMEHTAM IOPUIUYECKOro Juna’?
1. ITpoToKoJ cOOpaHust yupeauTeJiei;

2. YcrasB;

3. YupenuTenbHblid 10T0BOD;

4. Her npaBWIbHOrO OTBETA

Bonpoc 66. Bece opnnmnanbHble JOKyMeHTbI MMEIOT (PyHKIMU:
1. o01mMe U cnenuaJbHbIE;

2. o0IIMe ¥ OCHOBHBIE;

3. IeNoBEIE U OOIIHE;

4. OCHOBHEIC 1 HCOCHOBHEIC

Bomnpoc 67. CocTaB 10KYMEHTOB B OPraHU3allUM 3aBUCHUT OT:

1. 3amau opraHu3auy;

2. o0bema u XxapakTepa B3auMOCBSI3€H B OpraHU3allui;

3. mopsiiKa IPUHATHS PelIeHUN (eqUHOHaYalle UIH KOJUIETHAIBHOCTD);
4. BCE, mepeuncieHHOE paHee

Bonpoc 68. Uto Takoe yHudukanus 10KyMeHTOB:

1. ycraHoBJIeHHMe €IHHOr0 KOMILIeKCAa BHAOB M PA3HOBUAHOCTEH JOKYMEHTOB /sl
AHAJIOTUYHBIX YNpaBJIeHYeCKHMX CUTyauui, pa3padorka eauHbIX ¢GopM U HpaBHJI HX
cocTaBJIeHUd, o(popmiieHHe U co3aHue TPagapeTHbIX TEKCTOB;

2. YCTAHOBJICHUC €IHHOI'0 KOMIIJICKCA BUAOB U paSHOBHHHOCTeﬁ JOKYMCHTOB JJId aHAJIOTUYHBIX
YIPaBIEHYECKUX CUTYallUH,

3. YCTaHOBJIEHHME €IMHOr0 KOMIUJIEKCAa BHJIOB M Pa3HOBUAHOCTEM OTUETOB JUIsl AHAJIOTMYHBIX
yIpaBJIEHYECKUX CUTYyallui, pa3paboTka eAUHbBIX (HOPM U MPaBUII UX COCTABICHUS, OPOPMIICHHE U
co3nanue TpadapeTHbIX TEKCTOB

4. pazpaboTka enuHBIX (OPM U TpPaBUJ COCTABJICHUSA, OPOPMIICHHUS M CO3JaHMs TpadapeTHBIX
TEKCTOB

Bomnpoc 69. Urto Takoe roaoBoi 00beM 10KYyMeHT0000pOTA:

1. ncxoaHast BEMMYMHA ONPEEIICHNS KOJIMYECTBA JOKYMEHTOB B OpraHU3aluy;

2. CpeICTBO OMpeneNieHHus MOTPEOHOCTEH B OpPraHM3AIMOHHOW W BBIUMCIUTEIHHOW TEXHHKE,
BbIOOpa Hanbosee 3P PEeKTUBHOI CUCTEMBI PETUCTPALIMH JJOKYMEHTOB U CIIPAaBOYHOTO amrapara

3. HCXOHAS BEJIMYUHA VIS pacyeTa YMCJIEeHHOCTH COTPYAHMKOB c1yk0b1 JIOY, onpenenenuns
CTeNeHHU 3arPy’KeHHOCTH CTPYKTYPHBIX NOAPa3leJIeHHH U 0TAeIbHbIX PA0OTHMKOB, CPeICTBO
ompeaeJieHuss NMOTpeOHOCTell B OPraHM3alMOHHOW M BBIYMCJIMTEIbHONW TEXHHKe, BbIOOpa
HauOoJsee 3G PeKTUBHOI CHCTEeMbI PerucTPali J0OKYMEHTOB U CIIPABOYHOI0 aNIapara;

4. BCE OTBETHI BEPHBIE

Bonpoc 70. YTo Takoe 10KYyMEeHTO00OPOT:



1. nBHXKEHME TOKYMEHTOB B OPraHU3alMU ¢ MOMEHTA UX IOJyYEHHs /10 3aBEPIUICHUS NCIOIHEHUS
WIM OTHPAaBKH B KOMMTET IO JIEJIaM HECOBEPIIECHHOJIETHHX;

2. ABHKeHHE JAOKYMEHTOB B OPraHM3allMd C MOMEHTA HX CO3JAHUS WM MOJY4YeHHs [0
3aBeplIeHUs] HCIIOJIHEHHUS WM OTIIPABKH,

3. KOHTPOJIb 32 CPOKAMH UCIIOJIHEHUS TOKYMEHTA;

4. cocraieHue u opopMIICHNE JOKYMEHTOB B OpraHU3all1

Bonpoc 71. BblOGepute OCHOBHBIE 3Tamnbl MOATOTOBKH H 0GOpMJIeHHUS] BHYTPEHHUX
JOKYMEHTOB B oduce:

1. cocTaBieHue MPOEKTa U COTJIACOBAHUE;

2. mpoBepKa NPaBHILHOCTH 0(OPMIICHHUS;

3. noJAIMcaHuE U PETUCTPALINS;

4. BCe BADHAHTHI MPaBUJIbHbIE

Bomnpoc 72. Uto BKJIIOYAET B ce0S1 perucTpamus 10KyMeHTa:

1. mpocTaBieHNE PErUCTPATUOHHOTO HOMEPA;

2. IPOCTABJICHUE JATHI;

3. 3anuch HEOOXOUMBIX CBEJIEHUH O JJOKYMEHTE B pErUCTPALlMOHHON (opMeE;
4. Bce BADHAHTHI NPaBUJIbHbIE

Bonpoc 73. UnauBuayaabHble CPOKU MCIIOJHEHHUS YKA3bIBAKOTCH:
1. B TeKcTE JOKYMEHTA UJIH B Pe30JIIOLNHU;

2. B IPUJIOKECHUU;

3. B pe30JIIOLINY;

4.B crielMagbHO W3aHHOM PaCIOPSKEHUN

Bomnpoc 74. OcHoBHbIe QyHKINH, KOTOPBbIe 00ecnieunBaet JOY:
1. nmanupoBanue;

2. y4eT ¥ OTYETHOCTb,

3. ¢uHaHCUpPOBaAHHUE;

4. Bce 0TBeThI NIPABUJILHbBIEC

Bonpoc 75. UTo mOHMMAIOT MO/ CJIYKEOHBIM MOJIEM:

1. MecTo, KOTOpOE HE 3aHATO PEKBU3UTAMU;

2. MeCTO B JOKYMEHTE, KOTOPOe He 3aHATO PEKBU3UTAMM, 32 HCKJIKYEHNEM PeKBHU3UTOB 1, 2,
3, 4, 5, 18, u mpeaHa3Ha4YeHO I 3aKpeNJieHUsl JOKYMEHTAa B TEXHHYECKHMX CpeacTBax
XpaHeHus;

3. MecTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMH;

4. TEKCT JOKYMEHTa

Bonpoc 76. YUto Takoe KONMMsA 4YacTH NOKYMEHTAa, KOTOpPas 3aBepeHAa B OINpeJeIeHHOM
nopsiake?

1. npoekT NOKyMeHTa;

2. 3JIEKTPOHHAs KONUS;

3. BbINNCKA;

4. nyOnuKar.

Bomnpoc 77. Lleab perucrpanuu 10KyMeHTOB:
1. KOHTpOIB;

2 obecrnieyeHne UX y4eTa;

3. 00a oTBeTa NPaBUJIBLHBIC;

4. 06a oTBETa HEBEPHBIE



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

1. cranpapTHbIi JucT OymMaru, Ha KOTOPOM BOCIHPOM3BOJMTCS INOCTOSIHHAsE MHpOpManus
JOKYMEHTa U eCTh MeCTO /JIsl lepeMeHHoil nHGopMauuu

2. HecCTaHJapTHBIA JUCT Oymard, Ha KOTOPOM BOCIIPOM3BOJIUTCS TOCTOSIHHAs HH(OpMaius
JOKYMEHTa M €CTh MECTO ISl IEpEMEHHOM nH(pOopMaun

3. craHAapTHBIM JUCT Oymaru, Ha KOTOPOM BOCIIPOM3BOAMTCA IOCTOSIHHAs HH(OpManus
JIOKyMEHTa

4. Bce OTBETHI HETIPaBUIIbHbBIC

Bomnpoc 79. YUto Takoe 10/CKHOCTHASI HHCTPYKIHSA:

1. JOKYMEHT, B KOTOPOM OTMEYEHbI HAPYILINUTEIN TPYJOBON AUCIUILINHBL,

2. MHCTPYKIIUS TUPEKTOPA, KOTOPYIO HEOOXOIMMO BHITIOJHATH B 00S3aTEIIBHOM MOPSIIKE;

3. OPraHu3anuoOHHO — PACTIOPAANTENbHBIN JTOKYMEHT JUIUTEJIHLHOI0 WIH MOCTOAHHOTO CPOKA
nelcTBUsA (10 BBeJeHHS] HOBOI), B KOTOPOM oOmpeaejJieHbl HAYYHO — TeXHH4YeCKHe,
TEeXHOJIOTHYecKue, (UHAHCOBbIe W JAPYrWe CTOPOHbI /[AeATEJbHOCTH OPraHU3aluH, ee
nojpasaeJieHuii U 10JKHOCTHBIX JIHIL;

4. HOpPMATUBHBIN aKT, ONPEICIISIONINNA TOPSIOK OO0pa3oBaHUS, CTPYKTYpy, (QyHKIHMH, TIpaBa H
00513aHHOCTH OpPTraHU3alUU, CTPYKTYPHOTO MOAPA3ICICHUS, KOJIETHAILHOTO OpraHa

Bonpoc 80. Kakne ¢axkThl H3/1araloTcsi B NepBoil 1 BO BTOPOil YaCTSAX CIIPABKM:

1. B nepBoOii 4YacTH CIPABKHU U3JaralTcs (PakThl, NOCAYKUBIINE MOBOJIOM K €€ HANMCAHUIO,
BO BTOPOIi — NPUBOASATCH KOHKPETHbIE IaHHbIE;

2. B HepBOI\/JI YaCTH CIIPAaBKW H3JIararoTCa AOBOJbI, IMOCIYXHBIIMC IMOBOAOM K €€ HAllMCAaHHIO, BO
BTOPOIl — MPUBOJATCS CTATUCTUYECKHIE TAaHHBIE;

3. B IIEpBOIi YaCTU CIPaBKU U3JIaratoTcs KOHKPETHHIE JaHHbIE, & BO BTOPOM — MPUBOASITCS (aKThI,
MOCITY>KUBIITUE MIOBOJOM K €€ HalMCaHUIO;

4. B mIepBOIl YacTW CHpPaBKU M3JIAraroTcst (pakThl, MOCTY)KMBIIUE MMOBOJOM K €€ HAlUCAHHIO, BO
BTOPOI1 — BBIBOJIBI U TIPEITIOKEHUSI.

Bonpoc 81. Uro Ha3bIBaeTcsi CIPaBKOM:

1. 1oOKyMeHT, NOATBePKIAAIINH Kakue-T100 GaKThl WIN COOBITHS;

2. ¢axThl, MOCIYKUBIINE IIOBOIOM K €€ HalliCaHHIO;

3. TOKYMEHT, TJie IPUBOATCSI KOHKPETHBIE TAHHEIE;

4. TOKYMEHT, perJaMeHTUPYIOIIUI MOPSIOK BBIIOIHEHUsI KaKOTr0-1M00 mpolecca

Bonpoc 82. Ha kakue iBe 0CHOBHbIE TPYNIIbI MOKHO MOJAPa3/1eJIMTh BCe HHCTPYKINU:

1. AOJDKHOCTHBIC MHCTPYKIUH, OIIPCACTIAIOIINC (1)YHKIII/II/I, IpaBa, 0053aHHOCTH U OTBETCTBEHHOCTD
JIOJPKHOCTHBIX JIHIL;

2. WHCTPYKIMH, pEriiaMEHTHUPYIOUIME TOPSIAOK BBIMOJIHEHHUsS Kakoro-nubo mporecca, B
OCYIIECTBJIEHMM KOTOPOTO IMPHUHUMAIOT y4acTH€ MCIOJHUTENH  (AOJDKHOCTHBIE — JIMIIA;
Mo/Apa3/iesieHus ),

3. 00a oTBeTa NpPaBUJIbHbIE;

4. 06a oTBeTa HENPaBUIIbHbBIE

Bomnpoc 83. bianku uMer0T MoJIsi:

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

3. BepxHee — He MeHee 20 MM;

4. BCe 0TBEThI BEPHBI



Bonpoc 84. Ykaxkure peKBU3UT, He BXOAAIIUNA B GopMyJisip NpUKa3a 1Mo JUYHOMY COCTABY:
1. aopecam,

2. oama,

3. noonucs;

4. mexcm

Bonpoc 85. Vraoicume 3adauu apxusa:

1. npuem, yuem, xpaHenue OOKYMEHMOB, 3AKOHUEHHBIX OelONPOU3B00CMBEOM, UHGOPMAYUOHHO-
CNpagounas paboma no apxXusHviM OOKYMEHMAM NPeonpusmus, Op2aHu3ayUOHHO-MemooUyecKasl
HOMOWb NO 8e0EHUI0 0eONPOU3BOOCMEA;

2. npuem, yuem, XpaHeHue 0OKYMeHmMO8;

3. npuem, yuem, xpanenue OOKYMEHMOS, 3aKOHUEHHBIX 0eIONPOUIBOOCNBOM;

4, UHGOPMAYUOHHO-CNPABOYHAL  paboma No  apXUBHbIM — OOKYMEHMAM  NpeOnpusimus;
OP2AHU3AYUOHHO-MEMOOUYECKAS NOMOUWb NO 8€0EHUIO 0eONPOU3B00CMEA

Bonpoc 86. /lena, noocomoeénennvie Ha apxusHoe xpanenue, 0elsAmcs Ha.:
1.mexywue dena u dena npouwiIbIxX iem;

2.3aKOHYeHHble U He3aKOHYeHHble 0eld,

3.0ena no auuHOMy cocmasy u no QUHAHCOBOU OesIMETbHOCMIUL,

4. 0ena no IUYHOMY cOCMABY NPeONPUAMuUsL U 0elld N0 OCHOBHOU OesimelbHOCmU

Bonpoc 87. bBykeennoe, yughposoe, unu KomOunuposammoe 0003HaAUeHUE OOKYMEHMA,
VKA3bleaujee Mecmo e20 COCmasieHus U XpaHeHust — 9mo:

1. pexeuszum,

2. uHoeKc OOKyMeHma,

3. Homep OoKkymeHma,

4. cnyocebHoe none

Bomnpoc 88. ®pa3za “3anepixka nMoCTaBOK MOXKeET NMPUBECTH K...” TOBOPUT O TOM, YTO MUCHMO
10 CO/IePKAHMIO SIBJISIETCSH:

1.unopmManIMOHHOE TUCHMO,

2.muceMo-odepra,

3.muchbMO-peKIaManus,

4. nucbMO-nIpeaynpexIeHue

Bonpoc 89. Ykaxure mnocsiegoBaTe/bHOCTb 3JIEMEHTOB, M3 KOTOPBIX J0JKE€H COCTOATH
3aroJIOBOK jJeJa:

1. Ha3BaHuWe BUAA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BHJIa JOKYMEHTA, KPATKOE COJIEPKAHUE;

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

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

Bomnpoc 90. Beipa:xenune “Coodmaem Bam, 4ro...”
co/lep:KaHuI0 OyaeT:

1. muceMo-odepra;

2. NMCbLMO-U3BeIllEHHE;

3. mUCbMO-peKIaMalus;

4. NMUCBMO-TIPENYTIPEKICHUE

ropopurt 0 TOM, 4YTO JaHHO¢ NMHCBMO II0

Bonpoc 91. Komniiekc 10KyMeHTOB, COAeP:KAIMX He00X0AMMbIe CBeJeHUsI 0 PA0OTHHKE M
€ro TpyA0BOM CTasKe — 3TO:
1. neno;



2. CTIpaBKa;
3. BBINKCKA U3 TPYIOBOM KHIKKH;
4. TH4HOE 1eJ10

Bompoc 92. VYkaxutre OCHOBHOW BHJI PpadoThbl, 00ecneYMBAKINMIA CHCTEMATH3ANUA
JOKYMEHTOB B /1eJIONIPOU3BOACTBE:

1. cocTaBieHUE MTATHOTO PACIIUCAHHUS;

2. peructpanus JOKyMEHTOB;

3. KOHTPOJIb 32 UCTIOJIHEHUEM JJOKYMEHTOB;

4. cocTaBiieHHMe HOMEHKJIATYPBI J1e]

Bonpoc 93. /lokymMeHTBI mOCJIe perucTPAllUN NePeIaloTCs:
1.B apxuB;

2. B MOJpa3/IeJICHUs] OpraHu3alluy;

3. B puHAHCOBBII OTACIT;

4. pyKOBOIHUTEJIIO IJIsl PACCMOTPEHUS] M IPUHATHSA PelIeHUus

Bonpoc 95. BHyTpeHHHE TOKYMEHTbI PerHCTPUPYIOTCS:
1. B neHb oopmMIIeHNS,

2. B IeHb MO CAHUS;

3. B JIeHb Mepellavuu B apXHB;

4. mocine UCTIOJIHEHUSI

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

2. TEKCT;

3. IOJMHCE;

4. rpud orpaHnyYeHHs J0CTYNA K JOKYMEHTY

Bomnpoc 97. Ilpukasbl 10 TUHYHOMY COCTABY BUSHPYIOTCS:
1.PykoBoiuTeneM opraHu3aluy;

2. pyKOBOJHTEIIEM U 3aMECTUTEISIMU;

3. pYKOBOAMTEIEM, 3aMECTUTEIISIMHU, HAYAIIbHUKOM OT/IeNa KaJIpOB;
4. BCeMH 3aUHTEPECOBAHHBIMHU B MPUKa3e JUIAMU

Bonpoc 98. HazoBuTe 0CHOBHOI1 10KYMEHT, NOATBEPKIAMINNA CTaK padoThI:
1.1u4HOE J1EeNIO;

2.10KyMeHT 00 00pa3oBaHuUU;

3.pe3ome;

4. TpyaoBasi KHUKKA

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

1. pe3omronus;

2. peleHue;

3. cpaBkKa;

4. IPpOTOKOJI

Bonpoc 100. U3mMeHeHnns 3anuceil B TPYA0BYI0 KHM/KKY BHOCSITCH HA OCHOBAHHU:
1.pestome;

2.yCTHOTO 3asABNI€HUs paOOTHHUKA;

3.MMCBMEHHOTO 3asiBIeHUs paOOTHUKA;



4. AOKYMCEHTOB, NIOATBECPKIAIOIINX 3TU U3MCHCHUSA.

TunoBble BOIIPOCHI K KOHTPOJIBHBIM p360TaM

. Bupl TOKyMEHTOB M UX KJIACCHU(PHUKAIHA

. CocTaB ynpaBJIEHYECKUX TOKYMEHTOB.

. IlonsTHE CHCTEMBI JOKYMEHTALVH.

. OYHKIMOHAIBHBIE U OTPACIIEBBIE CUCTEMBI TIOKYMEHTALIMH

. YHu(}UKaNMs ¥ CTaHAApTU3ALNS YIIPABICHUYECKUX JOKYMEHTOB

DN AW N =

IIpumepHbIii IepevYeHb BONPOCOB K MPOMEKYTOYHOM aTTeCTAIUN:

1.enu, 3apaun u npuniunsl Ou/l. Uctopusa OJlu/l kak HayKu.

2.Ilpeamer u 3agauu Kypca.

3.Jloruyeckasi CTpyKTypa JUCLMILIMHBI, €€ MECTO B CHCTEME IOJArOTOBKM CIIELHUAIIUCTA,
MEXIPEAMETHBIE CBSI3H.

4. CoBpeMeHHOE JIeIONPOU3BOJICTBO: 1I€JH, 3a/1a41 U IPUHLIUIIBL.

5. OcCHOBHBIE TOHATUSI M OIpEICNIEHHUS: JOKYMEHT: €ero CBOHCTBa W ()YHKIHH,
JIeNIONIPOU3BOICTBO, JOKYMEHTOBEIEHUE, JIOKYMEHTOOOOPOT.

6.Bupl TOKyMEHTOB U MX KIacCU(pUKAIIS

7. CocTaB ynpaBJIEHYECKUX JOKYMEHTOB.

8. TloHsATHE CHCTEMBI IOKYMEHTALIUH.

9. dyHKIMOHAIBHBIC U OTPACIIEBbIE CUCTEMBI TOKYMEHTAIIUU

10. Yauduxanus 1 craHgapTU3alus ynpaBieHYeCKUX JOKYMEHTOB

5. Meroanueckue MaTepHalibl, ONpeAeIdIOIMe MPOUEAYPbl  OLECHUBAHUSA
HHAUKATOPOB J0CTHKEHUSI KOMIIEeTeHIH I

Crnennpuka  GopMUpOBaHUS  KOMICTCHIMA W WX  H3MEPEHUE  OINpPEIeisieTCs
CTPYKTYypUpOBaHHEM WH(GOPMAIIUU O COCTOSHUU YPOBHS MOATOTOBKH 00YYarOIIUXCS.

AnTOopuTMBI 0TOOpa U KOHCTPYHUPOBAHUS 3aJaHUH ISl OLICHKU JTOCTHXKEHUN B TIPEAMETHOM
o0nacTu, TEXHHKA KOHCTPYMPOBAHUSA 3a/laHUi, CIOCOObI OpraHu3alid W TPOBEACHUS
CTaHJAPTU3UPOBAHHBIN OIEHOYHBIX MPOIEAYP, METOIUKA MIKATIMPOBAHUS U METOJIbI 00pabOTKH U
WHTEPIIPETAIIMU PE3YIbTaTOB OIICHUBAHUS MO3BOJIAIOT O0YUYAIOUTUMCS OCBOUTH KOMIIETEHTHOCTHO-
OPUEHTHUPOBAHHBIE MPOTrPAMMBbI JUCLUATLIHH.

DopMUpPOBaHUE KOMIIETEHLIUA OCYLIECTBISIETCA B XOJA€ BCEX BUAOB 3aHATUM, MPAKTUKH, a
KOHTPOJIb UX CHOPMHUPOBAHHOCTH Ha ATAIe TEKYIIEH, TPOMEKYTOUHON U UTOTOBOM aTTeCTaIUH.

OneHnBaHue 3HaHUM, YMEHH U HABBIKOB 10 Y4eOHOMN JAUCIUTUIMHE OCYIIECTBIISETCS
IIOCPEJICTBOM HCIIOJIb30BaHHUs CICAYIOIINX BUIOB OLIEHOYHBIX CPEJCTB:

- OIIPOCHI: YCTHBIM, IUCbMEHHBIN;

- 3aJITaHMS U] TPAKTHYECKUX 3aHSATUN;

- CUTyallMOHHBIE 3a/1aHUs;

-KOHTPOJIbHBIE PabOTHI;

- KOJUIOKBUYMBI;

-HamucaHue pedepara;

-HaIlMCaHue HCCE;

- pEIlIeHNE TECTOBBIX 3a/IaHUM;

- DK3aMEH.

Onpocsl 10 BbIHECEHHBIM HA 00CyK/IeHHe TeMaM
yCTHI)Ie OHpOCBI HpOBOHS[TCSI BO BpeMSI HpaKTI/IquKI/IX 3aH${TI/II7I U BO3MOXHBI HpI/I
MPOBEJCHUM AaTTECTAllUM B KAueCTBE JOMOJHUTEIBHOTO MCHBITAHUS MPU HEAOCTATOYHOCTHU



pE3yJIbTATOB TECTUPOBAHUS W pEIICHHs 3ajaHui. Bompocsl ompoca HE IOIDKHBI BBIXOAUTH 32
paMKu OOBSBIICHHOW /JIsi JAHHOTO 3aHSATHUS TEMBI. Y CTHBIE ONPOCHI HEOOXOIUMO CTPOHTH TaK,
9TOOBI BOBJICYh B TEMY OOCYKICHHS MaKCHMalbHOE KOJMYECTBO OOYYAlONIMXCS B TPYIIIE,
MPOBOANTh TMApAUICIH C YXE€ NPOUICHHBIM YYeOHBIM MATEpPHAIOM JAHHOW TUCIHUIUIMHBI H
CMEXHBIMU KypCaMH, HaXOIUTh YJIauyHble NPHUMEPHI M3 COBPEMEHHOH [EHCTBUTEIBHOCTH, YTO
yBenuurBaeT 3 (HEeKTUBHOCTh YCBOCHHUS MaTepHajia Ha aCCOMALUX.

OcHOBHBIE BONPOCHI U YCTHOTO ONpOCa JJOBOAATCS OO CBEICHHS CTYICHTOB Ha
NPEABIIYIIEM IIPAKTUYECKOM 3aHATHUH.

[TiceMeHHBIE OMPOCH! TO3BOJIIIOT IPOBEPUTH YPOBEHH IOATOTOBKU K IMPAKTHYECKOMY
3aHATUIO BCEX 06yqaloumx051 B Irpynrie, rnpu 3ToM OCTaBJIsAd AOCTATOYHO y‘-IC6HOI‘O BpPCMCHU IJId
UHBIX (OpM IearornvecKkor NEesTeIbHOCTH B paMKax JaHHOTO 3aHATHs. [IMcChMeHHBIN orpoc
OPOBOIUTCS 0€3 NPEAyNpexIeHUs, YTO CTHUMYJIHUPYET OOYYalomMXcs K CHUCTEeMaTHYECKOU
HOATOTOBKE K 3aHATHAM. Bompocs! aiist onpoca rotoBsarcs 3apaHee, GopMynupyroTes y3Ko, 1a0bl
o0ydJarommicss uMen OOBEKTUBHYIO BO3MOXHOCTH IIOJHOLICHHO €r0 OCBETUTh 3a OTBEAECHHOE
BpeMsI.

IIncemennbIe OITPOCHI uenecooGpa3H0 INPpUMCHATH B LCIAX IPOBCPKU YCBOACMOCTU
3HAYUTEIBHOT0 O00BbEMa Y4eOHOro MaTepHaia, HalpuMep, BO BpeMsl IPOBEACHUS aTTECTAlluH,
KOTJ]a He0OXOAMMO MPOBEPHUTH 3HAHHS 00YUAIOMIMXCS 110 BCEMY KYpCY.

[Tpu oueHKe ONMPOCOB aHAU3Y MOJUICKUT TOYHOCTH (POPMYIHPOBOK, CBI3HOCTh U3JIOKEHHS
Mmarepuaia, 000CHOBAaHHOCTb CYXKICHUH.

Pemrenue 3aianuii (Keic-MeToabl)

Pemienue kelc-MeTOI0B OCYILECTBIISICTCS € LEIbI0 IPOBEPKHU YPOBHS HABBIKOB (BJIa/ICHUIN)
oOyJarolierocsi 1o MNPUMEHEHHUIO COJIEP)KaHUS OCHOBHBIX MOHSATUH M TEPMUHOB JUCIMILIMHBI
BOOOIIIE U KaX/1011 €€ TeMbI B YACTHOCTH.

OOyuaromiemycsi 0ObSIBIISIETCS YCIOBHME 3aJaHMsl, PELIEHUE KOTOPOTO OH M3jaraer jaudo
YCTHO, MO0 MUCHMEHHO.

O PeKTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM DEIICHUS 3aJaHWsl SIBJISICTCS COIOCTABJICHUS
pe3yJIbTaTOB pa3pelIeHus OJJTHOTO 3aJjaHus ABYMs U 00Jiee MaJIbIMU IpYIIaMHU 00y4aroLIXCs.

3anaun, TpeOyromMe H3y4YeHHs] 3HAUYUTEIbHOIO o0ObeMa, HEOOXOJAMMO OTHOCHTH Ha
CaMOCTOSITENIbHYI0O pPabOTy CTYAEHTOB, C HENPEMEHHBIM pa30opoM pe3yabTaTOB BO BpeMs
NPAKTUYECKUX 3aHATUH. B 1aHHOM cilydyae pellleHHe CHUTYallMOHHBIX 3aJad ¢ TJIyOOKHUM
000CHOBaHMEM JIOJKHO MPEACTABIATHCS Ha TPOBEPKY B MMCbMEHHOM BUJIE.

[Ipu oueHke peuieHUs 3aJaHUN aHAIM3UPYETCS] MOHMMAHHE O0YyYarolIMMCS KOHKPETHOMN
CUTYallU{, IPAaBUIIBHOCTh €€ TOHMMAaHUS B COOTBETCTBHHM C U3y4aeMbIM MaTEpUaAIOM, CIOCOOHOCTh
000CHOBaHHS BBIOPAHHOM TOYKM 3peHHs, TIyOMHa NpOpabOTKH paccMaTpUBAEMOIo BOIMpOcCa,
YMEHMEM BBIIBUTH OCHOBHBIE ITOJIOKEHMSI 3aTPOHYTOI'0 BOIIPOCA.

Pemenue 3aganuii B TecToBOM hopme

HpOBOI[I/ITCﬂ TECCTUPOBAHUC B TCUCHUC NU3YUYCHUSA JUCHUITIIMHBI

He menee yem 3a | Hemento A0 TECTUpPOBAHUS, NPENOJABATENb JOJDKEH OIPEAEIINUTD
06yanOHIHMCﬂ HUCXOJHBIC JAaHHBIC IJIA IOATOTOBKHW K TCCTHPOBAHUIO: HA3BATH Pa3aciibl (TGMBI,
BOIPOCHI), IO KOTOPBIM OYIyT 3aJaHUs B TECTOBOU (hopMe, TeOpEeTUUECKHEe UCTOYHUKH (C TOUHBIM
yKa3aHHUEM Pa3/ieNioB, TEM, CTaTel) AJIsl HOATOTOBKH.

[Ipy mpOXOXKAEHUH TECTUPOBAHMS TOJIB30BATHCS KOHCIEKTAMHM JICKIMHA, YdeOHUKaMH, U
WHBIMHA MaTepHalaMU HE Pa3pereHo.
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