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1. [lepeyenb KOIOB KOMIeTeHI UM, GopMHUPyeMbIX JAUCUMILIMHOM B Mpolecce OCBOEHMS
o0pa3oBaTeIbHON NPOTrPaMMBbI

I'pynna komnerenuuii | Kareropusi komnereHuuii Kon
O6menpodeccuoHaabHbIE OIIK-3
Oo6menpodeccnoHanbHbIC OIIK-4
Oo6menpodeccnoHanbHbIC OIIK-5

[TpodeccuonanbHbIe I1K-6
[Tpodeccuonanbubie [1K-7

2. KoMmnerennuu u HHINKATOPLI UX JOCTUKCHUSA

Kon ®opmyaHpoBKa NHauKaTopbl 10CTHKEHUS] KOMIIETEHIIUH

KOMIIeTeHIIUH KOMIIeTeHIIHH

OIIK-3 Criocoben OIIK-3.1 pa3pabaTsiBacT 000CHOBaHHBIE
paspabarbIBaTh U | OpraHu3allMOHHO-YIIPaBIEHYECKHE pelleHus B 00JacTu
OCYILECTBIISITh VIIpaBJICHUS] MIEPCOHATIOM C YYETOM WX COLMAIBHBIX
MEpOIPUATHS, HOCJIE/ICTBHM
HaIpaBJICHHbIE Ha | OIIK-3.3 obecrieunBaeT JIOKYMEHTAllMOHHOE
peanu3almio COIIPOBOKJICHUE MEPONpPHUATHI, HalpaBIEeHHBIX Ha
CTpaTeruu peai3aIyio CTPATEeruy YIPABICHHS TEPCOHATIOM
yIpaBJIeHUs
MIEPCOHAIIOM,
o0ecrieunBaTh 170
JOKYMEHTAI[MOHHOE
COIIPOBOXKICHUE U
OILICHUBATh
OpraHu3allMOHHbIE U
COLIMANTbHBIC
MOCJIEICTBHS

OIIK-4 Cnocoben OIIK-4.1 wucnonb3yeT NPUHIUIBI TOCTPOCHUS CUCTEM
IPUMEHSTh JOKYMEHTaLuU " JTOKYMEHTO0000poTa Ha
COBpPEMEHHBIC NPEINPUSATHSIX U B COOTBETCTBUH C ITHM TI'PaMOTHO
TEXHOJIOTUU U | COCTaBIsieT  JIOKYMEHTBI, a Takke  BbIOMpaeT
METO/IBI MPEINOYTATENBHBIA CTHIIH JIEJIOBOTO OOIICHUS
OIIEPATUBHOI'O OIIK-4.2 odopmisier W BeAeT JAOKYMEHTAlMIO B
yIIpaBJICHUS COOTBETCTBUH CO CTaHJapTaMH, HOpMaMH U TIPaBUIaAMHU
NEPCOHANIOM, BECTH
JOKYMEHTAIHOHHOE
COIIPOBOXKJCHUE U
yueT

OIIK-5 Crocobexn OIIK-5.1 BimageeT HaBBIKAMH  CHCTEMAaTHU3allUU
HCI0JIb30BaTh nH(popMaluy, BBHIOOpAa ONTHUMAIBHOTO crocoba ee




COBPEMEHHBIE 0o0paboTKM W Tpe3eHTaluH, OCYILIECTBIICHUS
UH()OpPMaIOHHBIE AHATNTHYECKOM  JEATETBbHOCTH C  NPUMEHEHHEM
TEXHOJIOTUHI U | COBpEMEHHBIX HMH()OPMAIIMOHHBIX  TEXHOJOTHH U
pOrpaMMHBIE HPOTPaMMHBIX CPEICTB
CpeacTBa npu | OIIK-5.3. npumensier coBpeMeHHbIe WH(POPMAIIMOHHO-
peLIeHun KOMMYHUKAIIHOHHBIE TEXHOJOTUH JUIA pa3paboOTKu
npoeCCUOHATIBHBIX | YIIPABICHYECKUX  MEPONPUSATHI, HANpaBICHHBIX Ha
3ajad. HOBBILICHUE 3 peKTUBHOCTH JeATEIILHOCTH
Opra"u3anuin

ITK-6 Cnocoben [1K-6.4 odopmiseT COTIPOBOXIAIOITYIO

MHTEPIPETHPOBATH JOKYMEHTAIUIO, pa3padaTbiBacT OPraHU3AIMOHHYI0 U

HOpMBI TpynoBoro
Kozekca Poccuiickoit
denepanuy U UHBIX
HOPMAaTUBHBIX
MIPABOBBIX aKTOB,
COJIePIKAIINX HOPMBI
TPYJOBOIO MpaBa,
MCIIOJIb30BATh 3HAHUS
poLEaYypHl IpUeMa,
YBOJILHEHUS,
nepeBojia Ha JPYTYIo
paboty u
nepeMenieHus
nepcoHasa B
COOTBETCTBHH C
TpynoBbIM KOIEKCOM
Poccuitckoit
denepanuu,
opopMIATH
COTIPOBOXKIAIOIITYIO
JIOKYMEHTAITHUIO,
pa3zpabaThIBaTh
OpPTaHHU3aI[MOHHYIO
(b yHKIIMOHATBHO-
MITATHYIO CTPYKTYPBI,
paspabarbIBaTh
JIOKAJTbHBIC
HOPMATUBHBIE aKTHI,
KacCaroIIuxcst
OpraHu3aIuu Tpya
(mpaBuia
BHYTPEHHETO
TPYJIOBOTO
pacmopska,
MOJIOKEHNE 00
OTITyCKaX,
MTOJIOKEHHUE O
KOMaHJANPOBKAX ),
WCIIOTh30BaTh
3HAHUS HOPMATHUBHO-
MIPaBOBOI 0a3bI

(GYHKIIMOHATIBHO-IITATHYIO CTPYKTYPBI

IIK-6.5 pa3pabarbiBaeT JOKaJbHbIE HOpPMaTUBHbBIE
aKThl, Kacalolluecs OpraHu3alMu Tpydga (mpaBuia
BHYTPEHHETO TPYIOBOTO PACHOPSIKA, HOJOKEHHE 00
OTIYCKaX, IOJIOKEHNE O KOMaHHPOBKaX )




0€30IaCHOCTH U
OXpaHbI TPy

[K-7 CriocoOeH BecTH [IK-7.1 Bemer KaapoBOE JCJIONPOU3BOJACTBO U
KaJpoBO€E OpraHM30BBIBAECT APXUBHOE XPAaHEHHE  KaJpOBBIX
JIEJIONPOU3BOJCTBO U | IOKYMEHTOB B  COOTBETCTBUU C JAEUCTBYIOLIUMH
OpraHU30BBIBATH HOPMAaTUBHO-IIPaBOBBIMU aKTaMU

apxuBHoe xpaHeHue | [IK-7.2  yuacTByeT B  COCTaBIEHMM  KaJpOBOH
KaJ[POBBIX OTYETHOCTH, OOECHEeYUBaeT 3allUTy IE€PCOHAIBHBIX
JIOKyMEHTOB B JTAaHHBIX COTPYJHUKOB, ONTUMHU3HUPYET
COOTBETCTBUH C JOKYMEHTOOOOPOT M CXeMbl  (DYHKIMOHAJIbHBIX
JEHCTBYIOIUMHU B3aUMOCBSA3EH MEXIY NIOpa3ICICHUIMU

HOPMAaTUBHO-
IIPABOBBIMU aKTaMH,
COCTaBIIATh
KaJIpOBYIO
OTUYETHOCTb,
o0ecneunTh 3aluTy
IIEPCOHAJIBHBIX
JAHHBIX
COTPYHUKOB,
ONTUMU3UPOBATH
ONTUMHU3ALUH
JIOKyMEHTO000pOT U
CXEMBI
(yHKIIMOHATIBHBIX
B3aMMOCBA3EH MEXKIY
110JIpa3ieJICHUsIMU

3. Onucanue IIaHMPYeMbIX pPe3yJbTATOB O0y4eHHs] MO AUCHHUILVINHE W KPHUTEpPHEB
OLICHKH Pe3yJIbTAaTOB 00y4eHHUsI 110 AUCHHUILINHE

3.1. Onucanue mIaHUPYEMBIX Pe3yIbTaTOB OOYUYCHUS IO TUCHIUTIIINHE

[Inanupyemble pe3ynbTaThl OOy4YeHHUS O TUCHMIUIMHE MPEICTAaBJICHbI JIECKPUITOpaMHU
(3HaHUS, yMEHUS, HABBIKH).

JecKpunTopsl

no 3HaTh Ymers Baangern

AUCHHUILVINHE

Kon

KOMIIETEHIIUH OIIK-3
3HaeT TeopeTHYecKHe | Ymeer OCYIIECTBIIATH | Braneer HaBpIkaMu
OCHOBBI  yNPAaBJICHHUA | MEPOIIPHUATHA, OCYILLECTBICHUSA
HCPCOHANIOM,  MCTOABL | HampaBJIEHHBIE Ha | MEPOIPUSITUH,
TIpHHATIA pean3aImo CTpaTeruy | HaBbIKAMH OLIEHUBAHUS
YTPABICHHACCKHX YOpPaBJIEHUS  NEPCOHAJIOM, | OPraHU3ALMOHHBIX U
peUICHUH, OCHOBBI
JIOKYMCHTAIMOHHOTO OCHOBBIBAaACh HA  3HAHWAX | COLMAIBHBIX
CONPOBOXIEHHS OCHOB YIPABIICHUS | ITOCJIEICTBUI
yTIpaBIIeHHUs NEpPCOHANOM, Ha  3HAHWAX | OCYIIECTBICHNs
I1epCOHANIOM, METO/I0B MPUHSTHS | MEPOTIPUSATHUH,




AJITOPUTMBI YOPaBJICHUYECKUX PELICHUH, | IPOrHO3UPOBAHUS
paspaboTKu n | o0ecrieunBaTh OTBETHOI'O IIOBEJICHHE
OCYIHICCTBICHHA JIOKYMEHTAIMOHHOE IPYTHUX
MCpOTPUATHH, COIPOBOKICHUE 3aMHTEPECOBAHHBIX
HANpaBIICHHBIX Ha MEpOTIPUATHH, CTOPOH/Y4aCTHUKOB
peaan3amio .
R — HaIpaBJICHHBIX Ha | B3aUMOJICHCTBUS
yIpaBIeHHs peanu3anuo CTpaTeruu (KOHK}"’peHTOB,
TepCOHATOM yIpaBJICHUS TIEPCOHATIOM MapTHEPOB,
MOAYUHEHHBIX U JIp.),
HaIMpaBJICHHBIX Ha
peanu3anuio CTpaTeruu
YIPaBJICHUS TIEPCOHATIOM
Kon
KOMIIETCHLIUH OIIK-4
3HaeT npuHUunbel | YMeer odopmuth M BecTd | Brnageer HaBbikamu
MOCTPOCHHUS  CUCTEM | TOKYMEHTALUIO B | BeACHHUS
AOKYMCHTallH H | COOTBETCTBUH CO | JIOKYMCHTAIlMOHHOTO
JIOKYMEHTO0060pOTa CTaHJapTamMyd, HOPMaMHl U | COIPOBOXIECHUS U y4yeTa
Ha NPCANPUATHAX U B | ppaBuiaMu OIIEPaTUBHOI'O
COOTBETCTBHH C ITHM YIIPABIICHHS [IEPCOHAIIOM
IrPaMOTHO COCTaBJISCT
JIOKYMEHTBI, a TaKXke
BBIOHMpacT
MPEANOYTUTENbHBIN
CTHIIb JIEJIOBOIO
001IIeHUS
Kon
KOMIIETCHIIUU OIIK-5
3Haer cucTeMy | YMeer HCIIONIL30BaTh | BiameeT HaBRIKaMH
IPUMEHEHHsT 0a30BBIX COBPEMEHHBIE CUCTEMATU3ALMH
OCHOB  COBPEMCHHBIX | pHhopmMamOHHBIC uH(popMaLuy Ipu
HH(OPMAIMOHHBIX TEXHOJIOTUH U TIPOTPAMMHBIE | TOKYMEHTAIIHOHHOM
TeXHOIorH! TpH cpeicTBa IS pelieHus | o0ecreyeHun
AOKYMCHTAIMOHHOM
S GeCIC M npodecCHOHANBHBIX 3a7a4 yIpaBieHus, BBIOOpa
IpABICHHA i OIITHMAJILHOTO crocoba
perenus ee 00paboTKH U
npoecCHOHATBHBIX IIpE3CHTAlINY,
3a1a4 OCYILIECTBJIEHUS
aHAJIUTHYCCKOM
JIeSITETLHOCTH C
MpUMEHEHUEM
COBPEMEHHBIX
MH(OPMaLIMOHHBIX
TEXHOJIOTHH U
MIPOTPaAaMMHBIX CPECTB
Kox K-6
KOMITETCHITUN
Tpynosou kozekc | ITpumensaTe npouenypsl | Bnageer HaBBIKaMH
Poccuiickoit puemMa, YBOJIbHEHUS, | 0POpPMIICHHUS
@denepanii ¥ UWHBIC | IEPEBOJIa HA APYTYIO PabOTy | COMPOBOXKIAIOIICH
HOPMAaTHBHBIE Y MepeMENIEHUs EPCOHANA B | IOKYMEHTAIHUH,




MpaBOBbIE aKTbl, | COOTBETCTBUU C TpyHOBBIM | BiaJeHHE HaBbIKAMU

COZIEpIKAIlli€ HOPMBI | KOJEKCOM Poccuiickoii | pazpaboTku

TPYAOBOTO npasa; | Pepepauuu 1 O0POPMIIATH | OpraHU3ALMOHHON u

MpoLEeAYpbl MpPHUEMA, | COMPOBOXKIAOIIYIO (GyHKIIMOHATIBHO-

YBOJIbHEHUS, JIOKYMEHTAIIUIO; ITaTHOU CTPYKTYPBHI,

nepeBojia Ha JPYryro | pa3pabaTbiBaTh  JIOKAJIbHBIE | pa3paboTKU  JIOKaJIbHBIX

paboty U | HOPMAaTHUBHbIE aKTbl, | HOPMATUBHBIX aKTOB,

nepeMenieHus Kacarouiuecss OpraHu3alyM | KacarolUXcs

IIepcoHalIa B | TpyAa OpraHu3aluu TpyAa

COOTBETCTBUU c (mpaBuja  BHYTPEHHETO

TpynoBbIM KOIEKCOM TPYZOBOIO pacHopsaKa,

Poccuiickoit MOJIOXKEHHE 00 OTITyCKax,

denepanny; [IOJI0KEHUE 0

HOPMaTUBHO- KOMaHAUPOBKAX).

MIPaBOBYIO 0a3y

0€30MacHOCTH u

OXpaHbl Tpya

Koz [K-7
KOMITETCHIINH

3Haer ocHOBBI | [IpumensTh kaznpoBoe | Bnageer HaBbIKAMU

KaJIpoOBOH JIETIONPOU3BOICTBO U | COCTaBIEHUsA KaJpOBOH

CTaTUCTUKH, OCHOBBI | OPTAHU30BBIBATh  APXMBHOE | OTYETHOCTH, a TaKXKe

pa3paboTku U | XpaHEHue KaJIpOBbIX | HABBIKM  O3HAKOMJICHUS

BHEJIPEHUs KaJpOBOM | JOKYMEHTOB B COOTBETCTBUU | COTPYJHUKOB

U YIPaBICHYECKOH | C JICUCTBYIOIIMMY | OpraHU3alyy C KaJpOBOU

JOKyMEHTaluu HOPMAaTHUBHO-IPABOBBIMU JOKyMEHTauuen u
aKTaMu, 00eCreunTh 3aIIUTY | AEHCTBYIOIIUMHU
MEPCOHAIIBHBIX JAHHBIX | JIOKAJIbHBIMU
COTPYJIHUKOB HOPMATHUBHBIMU aKTaMH;

HaBBIKAMHM OINTUMH3AIUU
JOKYMEHTO00O0poTa u
cxeM (PYHKIIMOHAIbHBIX
B3alMOCBS3EN MEXIY
MOApa3AeICHUSIMU

4. MecTO IMCUMIJIMHBI (MOAYJIfA) B CTPYKTYpe 00pa3oBaTe/ibHOM POrpaMMbl

Jucuumnuna «/lokyMeHTalmoHHoe oOecredyeHrne YIpaBiIeHUs IEpCOHAIOM» SIBISIETCS
JTUCLUIUTMHON 00s3aTenbHoM yactu yue6Horo ruiana OITOIT.

Jannas aucIUIUIMHA

B3aMMOCBsA3aHa C

ApyruMru  JUCHUILIIMHAMU,

TaKMMH  KakK:

«PernaMeHTanys 1 HOPMUPOBAHKE TPYyLa», «YIpaBiIeHUE NepcoHanom», «COBpEMEHHbBIE METO bl
OLIEHKH TIepCoHanay, «Y mpaBjeHue Kapbepoi», «MeToibl MPUHITUS YIPABICHUYECKUX PEIICHUN.
B pamkax ocBoeHHs MporpaMMbl OakamaBpHaTa BHITYCKHUKH TOTOBATCS K PEUICHHUIO 3a7a4
poeCCHOHAIBHON JEATENHHOCTH CIAEAYIOINX TUIIOB: OPTaHU3AIMOHHO-YIIPABICHUYECCKUH.
[Mpodune (HampaBIEHHOCTH) MPOTPAMMBI YCTAHOBJICH IYyTEM €r0 OpUEHTAIuH Ha cdepy
HpO(i)eCCHOHaHBHOﬁ ACATCIIBHOCTH BBIITYCKHUKOB!: praBHeHI/Ie INEpCOHAJIOM OpraHru3alvi H
rOCY/IapCTBEHHOU CITYKOBI.




5. O0BbeM THCHHILINHBI

Dopmul 00yuenus
Buowt yueonoi pabomot Ouno-3aounas c
npumenenuem /[OT

OO011asi TPYA0€MKOCTh: 3aUETHBIC €IMHHITBI/YaChl 4/144
KonTakTHas padora:
3aHsATUS JEKIIMOHHOTO TUTIA 4
3aHATHS CEMUHAPCKOI0 THUIA 10
ITpoMexyTouHas aTTecTalysl: 3a4eT ¢ OLeHKOM 0,1
CamocrositesbHas padora (CPC) 129,9

6. CopepkaHue IMCUMIUIMHBI (MOAYJIsI), CTPYKTYPHPOBaHHOe IO TeMaM / pasjeiaM C
yKa3aHHeM OTBEJEeHHOI0 Ha HHUX KOJHMYECTBA AKAJeMHYECKHX 4YacoB U BHI0OB Y4eOHBIX

3aHATHH

6.1. Pacnpenejienue 4acoB o pasjaegaM/TeMaM H BUIaM padoThbl

6.1.1 OQOuno-3aounas chopma ooyuenus ¢ npumenenuem 10T

n/n

Pa3nen/rema

Buael yueOnoii padorsl (B 4acax)

KonTakTHas padora

3aHATHSA JEKIIMOHHOTO

THIIA

3ansaTus CEMHHAPCKOI0 TUIIA

Jlexyuu

Unvle
yueoHvle
sauamus

Ipaxmu | Cemu | Jlabop | Huvie
yeckue Hapel | amopH | 3aHAMU
3aHAMUSA vle pao.

Camocrt
OAATETbH
as
pa6ora

Beenenue B
nucuumuny. [Ipenmer,
COoZEp)KaHUE M 3aJayu
Kypca

14

OCHOBHBIE TTOHATUS
JIOKYMEHTAIMOHHOTO
obecreueHust
yIIpaBICHUS

14

IIpaBoBoe
pETyJINPOBaHKE
JIETI0NIPOU3BOJICTBA

14

O6mue  HOPpMBI U
npaBuia  odopMieHus
yIIPaBICHYECKUX
JIOKYMEHTOB

14

OcoOeHHOCTH
MOATOTOBKH
OpraHu3aIMOHHO-
pacopsINTEIbHBIX

14




JIOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
nH(pOpMaITMOHHOM u
aHAJIUTUYECKOM
JIOKYMEHTAITUH.
Cucrema
6. | OPraHu3alHOHHO- 1 14
MpaBOBOM
JIOKYMEHTAIUU
7 JloKyMeHTBI o 1 14
JTUYHOMY COCTaBY
Opranuzanus
JIOKyMEHTO000pOoTa.
8. | Cucremaruzanus 1 14
JOKYMEHTOB U  HX
XpaHeHue
9. CoBpeMeHHOE JEJI0BOE 5 17.9
MMHCHMO
IIpome:xyTouHas 0.1
arrecTanus i
Hroro 4 ‘ | 10 ‘ ‘ 1299
6.2 IIporpaMMa QM cIMILIMHbBI, CTDYKTYPHMPOBAHHAs 110 TeMaM / pa3jaeaaM
6.2.1 Codepicanue 1eKUUOHHO20 Kypca
Ne i/m HanmeHnoBaHue TeMbl CoaepsxkaHue JICKHIHOHHOTO 3AHATHSA
(pa3aesa) QM CHUILINHbBI
1. BBenenuve B AMCIUILIHHY. Ienu, 3a1auu ¥ NPUHLMIBL JEIONPOU3BOJICTBA. McTopus
[Ipeamer, conepxanue u JIeJIOTPOU3BOJICTBA Kak Hayku. [Ipeamer u 3amaum Kypcea.
3aJ1a4M Kypca Jlornueckast CTpyKTypa JUCLUILIIMHBI, €€ MECTO B CUCTEME
MOATOTOBKUA  CIEIHMAIIACTA. MEXIPEIAMETHBIE  CBS3H.
CoBpeMeHHOE JeNONpOU3BOJACTBO: LEIH, 3aJaud |
npuHIUnbl. OCHOBHBIE TIOHATHS W ONPEICICHUS:
JIOKYMEHT: €ro CBOMCTBA M (DYHKIIMH, JIEIOMPOU3BOJCTBO,
JIOKYMEHTOBEJICHUE, JIOKYMEHTOOOOPOT. Buner
JOKYMEHTOB M WX KiIaccupukanusg. YHUPHUKAUS H
CTaHJAPTH3AIMS JOKYMEHTOB, UX KJIacCH(pUKAIIHSI.

2. OcCHOBHEIE nousitusa | 'CHAOY — cBox mnpaBujl, yCTaHABIMBAIOIIUX €IUHbBIE
JTIOKYMEHTAIMOHHOTO TpeOOBaHUSI K JOKYMEHTHPOBAHHUIO  YIPABJICHUECKOU
oOecrieueHus yrpaBiIeHUsl | ACSITETbHOCTH M OpraHu3alui paboThl ¢ JOKYMEHTaMH Ha

MPEANPUITHAX PA3TUIHBIX OPTaHU3AIMOHHO — MPABOBBIX
bopm

CocraB ynpaBiieHUeCKUX JOKyMEeHTOB. [loHsATHE cHCTEMBI
JokyMeHTanuu.  @OYyHKIMOHAJIbHBIE W  OTpaciieBble
CHUCTEMBI JIOKYMEHTAINH. Y HU(PUKAIMSA U CTaHAApTU3AIUS
YIPaBJICHUYECKUX TOKYMEHTOB




IIpaBoBOE perynupoBaHue
JEJIONPOU3BOCTBA

[IpaBoBast 0a3za [EIOMPOU3BOJCTBA KaK COBOKYITHOCTH
3aKOHOB, HOPMaTHUBHO-TIPABOBBIX aKTOB,
OPraHMW3allMOHHBIX W  METOAMYECKHX  JOKYMEHTOB,
PErJaMeHTUPYIOIIUX TEXHOJIOTUIO CO3JIaHus, 00paboTKH,
XpaHEHUs] W WCIOJIb30BAaHUS JIOKYMEHTOB B TEKYIIEH
JESITEIIbHOCTH OpraHu3aIyH. [TocranoBienue
[TpaBurensctBa PO ot 07.09.2011 r. N2 751 «O BHeceHUH
n3MeHeHuii B [IpaBuia nenonpon3BoacTBa B eepaabHbIX
OpraHax UCIOJTHUTEILHOUW BIACTH.

OO0 DJIeKTPOHHOM  TOMNHUCH benepanbHbIN
06.04.2011 N2 63-®3 (¢ U3MEHEHUSIMH U JIOIOJHCHUSIMU
ot 12 mapra, 28 urons 2014 rozga)

O6 apxuBHoM gene B Poccuiickoii  Denepanyu:
denepanbHblii 3akoH oT 22.10.2004 N2 125-®d3 (pen. ot
04.10.2014).

O6 wunbpopmanmy, MHPOPMALMOHHBIX TEXHOJOTHSIX U O
3amure uHpopMmanuu: deaepaibHbiii 3akoH ot 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

O nmepcoHalbHBIX JAHHBIX [DJIEKTPOHHBIN  pecypc]:
denepanbHbiii 3akoH oT 27.07.2006 N2 152-®d3 (pen. ot
21.07.2014) // CIIC «KoncynprantlImoc:
3aKOHOIATETTLCTBO.

3aKOH

OOmue HOpMBI U IpaBuiIa
oopmMIIeHUs
YIIPaBIEHYECKUX
JOKYMEHTOB

YuudunupoBannas cucrema ngokymenrtaruu (YCJ]) kak
COBOKYITHOCTH (JOPM JOKYMEHTOB, CO3JJaHHBIX IO €MHBIM
npaBwiiaM ©  TpeOOBaHHSIM, (QYHKIIMOHUPYIOMUX B
onpezaenenHoit chepe nesrensuoctu. [OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHUPUIUPOBAHHBIE CUCTEMBI
JIOKYMEHTALUN». YHudunupoBanHas cucTema
OpraHU3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTAIUH.
TpeboBanus K o(opMIIeHHIO JTOKYMEHTOB.
PernamenTanus JESATEIBHOCTH CITY>KOBI
JIEJIONPOU3BOJCTBA HA BCEX YPOBHAX  YIPaBJICHHUS.

Cranpaptel MCO u ux ucnonb3oBanue B cucreme JJOY
PO.

OCOOEHHOCTH TOJATOTOBKH
OpTraHHU3aIMOHHO-
paciopsANTENbHBIX
JOKYMEHTOB OpTraHU3aIlNH.
Cucrema CIPaBOYHO-
nH(pOpPMaAITMOHHOM u
aHAJIMTUYECKOM
JOKYMEHTAITUH.

YCOP/I — yHuduuupoBaHHasi CUCTEMa OPTaHU3aLMOHHO —
pacnopsAMTENbHOW JOKYMEHTAIlMU: COCTaB, O0JIacTH ee
npuMeHeHus. HasHadyeHue W BHUABI OPraHU3aLMOHHO-
pactopsiIUTENIbHON JTOKyMeHTaluu. TpeboBaHust K €
opopmienuto  cormacio ['OCT. CocraBienue u
oopMIIeHHE TPOEKTOB PACHOPSAUTEIBHBIX JTOKYMEHTOB
(mOCTaHOBNIEHUH, pEIICHUH, NPUKA30B, PaCHOPSHKEHUMH,
yKazaHuil). Buapl  cnpaBoYHO-MHGOPMAIMOHHON U
CHPaBOYHO-AaHATUTHUECKON JOKYMEHTAIMH U TPEOOBaHHUS
K UX 0(hOpMJIIEHHIO.

Cucrema opraHu3allMOHHO-
MPaBOBOM JOKYMEHTAIIUU

OpFaHI/I3aLII/IOHHO-HpaBOBBIe AOKYMCHTHBI, UX HAa3HAYCHUC,

dbopmynsipel — o0pasnsl. [Ipomemxypa cocraBieHus U
oOpMIICHHUST OpPTaHU3AIMOHHBIX TOKYMEHTOB. OO0macTh
IMPUMCHCHUA OpraHu3aliuOHHBIX AOKYMCHTOB.

Hcnonb3oBanne yHUPHUUUPOBAHHBIX (opm. DyHKINH
OpraHU3alMOHHO-NIPAaBOBOM JJOKyMeHTaluu. (OCHOBHBIE




BUIBI M TpPeOOBaHHWS K COCTaBICHHIO U O(OPMICHUIO
OpraHU3aIMOHHO-TIPABOBBIX TOKYMEHTOB.

I[OKyMeHTLI 110 INYHOMY
COCTaBy

Cucrema uwHGOPMAIMOHHOTO oOOecreYeHus: padoThl C
KaJ[pamH. HNudopmanronusie MOKa3aTelu,
xapakrepusyromme padbory ¢ kaapamu. Ooiiepoccuiickue
KJIaCCU(UKATOPBI TEXHUKO-IKOHOMUYECKON HHPOPMAITIH.
[TonsTus "kagpoBas qokyMeHTauus" U "IOKyMEHTaIus 10
JUYHOMY cocTaBy". Buabl JTOKYMEHTOB IO JIMYHOMY
coctaBy. [Ipouenypsl, BBITIOIHIEMbIE KaIpOBOU CIIyKO00M
npu oQOPMIICHUHU JIBHXKEHHS MEpCOHANa MPEANpUiTUs, U
co3/laBacMble TPU 3TOM JOKYMEHThl. HopmaTuBHO -
METOJMYECKHE JIOKYMEHTHI 10 BOMPOCAaM COCTABJICHUS U
odopmIIeHHs KaJpOBOW JOKYMEHTAIIHH.

Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucremaTu3zanus
JIOKYMEHTOB " ux
XpaHeHue

Opranmzanus JIOKyMEHTOOOOpOTa: IpueM, 00paboTKa,
perucrpanms,  KOHTPOJIb,  XpaHEHHWE  JOKYMEHTOB,
HOMEHKIaTtypa pen. TpeOoBaHuA K 3aroioBKaMm Jell.
@®opmupoBanue gen. Cucremarusauus JIOKyMEHTOB
BHYTpH Jiena. TUIIOBBIE CPOKH XPAHEHHUS JOKYMEHTOB
OOmrast XapaKTepHCTUKa OPraHNU3aMOHHBIX TEXHHUECKUX
CPEIICTB. ABTOMaTH3UPOBAHHBIE CHUCTEMBI
nenonpousBogacTBa.  O030p  COBPEMEHHBIX  CpEACTB
OPITeXHUKHU ISl Tiepefiaud U nepepaboTKu UH(POpPMAIIUH.
[lpaBuna © TOPSIOK THPAKHUPOBAHUS JTOKYMEHTOB.
DneKTpoHHas royTa. Cuctema ONTHYECKOTO
pacrio3HaBaHHA TEKCTOB. VICHoOJbp30BaHME CIIPABOYHO-
mpaBoBbIX cucteM. OOmue TpeOoBaHUS K COCTaBICHUIO U
opopmieHno  HOMEHKJIATypbl. OCHOBHBIE  TpaBHIIA
paboThl apXMBOB OpraHu3alMil B (enepaibHbIX OpraHax
WCTIOJTHATENIGHOM  BJIACTH.  OJKCIEPTH3a  [IEHHOCTH
nokymeHToB. CocraBienue onuceid. Crnaua aen B apXuB
OpraHu3aIiu

COBpeMCHHOC JACJIOBOC
IIHUCBMO

Hcropus nosiBieHUs AETIOBbIX nHceM. [lenoBoe MucbMo —
OJIMH M3 CaMbIX TPEBHUX aTpHOYyTOB JIEIOBOTO OOIIEHHUS.
Tpaguuuu pycckoro penoBoro mnucbma. CTHIMCTHKA
nenoBoro nucbMa. OCOOEHHOCTH U XapaKTEPUCTUKH
COBPEMEHHOI0 JienoBoro nuceMa. IlpaBuna odopmieHus
JCJIOBOI'O  ITMChbMa. BI/II[I)I nm1uceM, MCKIAYHAPOAHEBIC
MUCHhMA.

TpeboBaHMs K TEKCTY JAEIOBOTO MHCHMA.

6.2.2 CopepkaHne NPaKTHYECKUX 3aHATHH

HaumeHoBaHue TeMbI
(pa3aena) IUCHMILINHBI

Conep:xaHue NPAKTHYECKOTO 3aHATHS

BBC}IeHI/Ie B JUCHUITIIINHY.
[Ipenmer, conepxanue u
3aJla4M Kypca

l.Ilenn, 3amaum W OPUHOUIOB JUCHUAILIMHBL. Mctopus
Jenonpoussojcrea B Pocecun.

2.ITpeamer u 3aga4m Kypca.

3.Jlormueckas CTpPyKTypa JAMCLMILIIMHBI, €€ MECTO B
CHUCTEME IMOATOTOBKHM CIELHAINCTA, MEKIPEIMETHBIE
CBSI3U.

4. CoBpeMEeHHOE JeJIONPOU3BOJCTBO: LEIH, 3aJadd U
IIPUHIUIIBL.




5. OCHOBHbIE IOHSITUS U OTIPECICHUS:

JIOKYMEHT: €ro CBOMCTBa W (HYHKIIMH, JEIOMPOU3BOICTBO,
JIOKYMEHTOBE/ICHUE, JIOKYMEHTOO0O0POT.

6.Buipl TOKyMEHTOB M MX KJIacCU(pUKAIIHSL.

OcHOBHEIE HOHATUA
JOKYMEHTAIHOHHOTO
o0ecrieyeHns yrpaBlieHUsS

1.'ocynapcTBenHas cucrema JOKYMEHTAIMOHHOTO
obecrieuenust ynpasienust (I'CIHOY) — cBox mpaBui,
YCTaHABIIMBAIOIINX e/IMHBIE TpeOOoBaHUS K

JIOKYMEHTHPOBAHUIO  YIIPABJICHYECKON ACATCIBHOCTH M
opraHu3aiu padoThl ¢ JOKYMEHTaMU Ha IPEANPUSTHUIX
Pa3IMYHBIX OPTraHU3AIMOHHO — MPABOBBIX (HOPM

2.CocTaB ynpaBlIeHYECKUX JOKYMEHTOB.

3.IloHsiTHE CUCTEMBI JOKYMEHTAIINH.

4.DOyHKIMOHATIbHBIE u OTpacjeBble CHUCTEMBI
JIOKyMEHTaLUU.

5.YHupukauus W CTaHAApPTH3aLUs  YIPaBICHUYECKUX
JIOKYMEHTOB

IIpaBoBoe  perynupoBaHue
JIeJIOTIPON3BO/ICTBA

1.IlpaBoBast 6a3a nEIONMPOU3BOJICTBA KaK COBOKYITHOCTH
3aKOHOB, HOPMAaTHBHO-IIPABOBBIX aKTOB, OPraHU3AI[MOHHBIX
U METOAUYECKUX  JOKYMEHTOB, PpPErIaMEHTUPYIOIIUX
TEXHOJIOTHUIO  CcO3JaHus, OOpaOOTKH, XpaHEHUs U
UCIIOJIb30BAaHUsl JIOKYMEHTOB B TEKYILIEH JeATeIbHOCTU
OpraHu3auu

2.ITocranoBnenwue [IpaBurenscrBa P® ot 07.09.2011 r. N2
751 «O BHeceHun u3MeHeHuii B [IpaBuia aenonpon3BoIcTBa
B (e/iepalibHBIX OpraHax UCIOJHUTEIbHOM BIIACTH».

3. OO0 onexTpoHHON moAnucH: (QenepanbHbIl  3aKOH
06.04.2011 N2 63-®3 (c U3MEHEHUSMH U JOMOJHEHUSIMHA OT
12 mapra, 28 utons 2014 rona)

4. O0 apxuBHom jgene B Poccuiickoii ®enepanyu:
denepanbHblii 3akoH oT 22.10.2004 N2 125-®d3 (pem. or
04.10.2014).

5. O6 unpopmanmu, UHHOPMALUOHHBIX TEXHOJOTUSAX U O
3amute MHpopmanmu: deaepanbHbid 3akoH oT 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

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

7. HopMaTHBHO-TIpAaBOBBIE AaKThl, OPraHU3ALMOHHBIE U
METOINYECKUE JIOKYMEHTBHI, perIaMeHTHPYOIINe
TEXHOJIOTHUIO  cOo3JaHusi, OoOpaOOTKM, XpaHEeHUs U
UCIIOJIb30BAaHUSI JOKYMEHTOB B TEKYIIEH JeSITelIbHOCTU
OpraHu3aluu

OOmue HOpPMBI M TIpaBHIIA
oopmMIIeHUS
yIPaBICHUYECKUX
JTIOKYMEHTOB

1.YuudunupoBannas cuctema aokymeHtanuu (YCJI) xak
COBOKYITHOCTh ()OpM JIOKYMEHTOB, CO3JaHHBIX IO €AMHBIM
mpaBwiiaM U TpeOoBaHUSM, (QYHKIIMOHHUPYIOIIUX B
ornpezeneHHoN chepe 1esaTenbHOCTH.

2.TOCT P 6.30-2003

3.TOCT P UCO 15489-1 —2007.

4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHupuuupoBaHHbIE CUCTEMBbI JOKYMEHTAI.
YHaubunupoBanHas cucrema OpraHMU3alOHHO-
paclopsiAMTENbHOW  JOKYMeHTanuu.  TpeOoBaHus K




0(pOPMIICHHIO TOKYMEHTOBY.

5.PerimamenTanms NEITEILHOCTU
JIEJIOTPOU3BOJICTBA HA BCEX YPOBHSIX YIPABICHUS
6.Cranmapter UCO

7. Ix ucnonb3oBanue B cucreme J10Y PO.

CITYKOBI

Oco0eHHOCTH  MOATOTOBKH
OpraHU3aIMOHHO-
pacropsIIUTEIIbHBIX
JIOKYMEHTOB  OpraHU3alliu.
Cucrema CIIPaBOYHO-
MH(POPMAIMOHHOM u
aHAJIUTHYECKOM
JIOKYMEHTAIUH.

1. YCOPJI — yaudunupoBaHHasi CHCTeMa OpraHU3aIlMOHHO
— pacnopsiAUTENbHON JOKYMEHTAlMU: COCTaB, 00JacTu ee
MIPUMEHEHHUS.

2. Hasznauenue u BU/JIBI
pacnopsAUTEILHON JOKYMEHTAIUH.
3. Tpeboanust k €€ opopmnenuto cornacHo [OCT.

4. CocraBnenue u odopmiieHne MIPOEKTOB
pacnopsIUTENbHBIX JIOKYMEHTOB (mocTaHOBIICHUIH,
pEIICHUH, MPUKA30B, PACTIOPSHKEHUHN, YKA3aHHMH ).

5. Bugsl crnpaBo4HO-MH()OPMAIIMOHHOW W  CIIPABOYHO-
aHATMTUYECKON JJOKYMEHTAI[U!

OpraHu3aI[MOHHO-

6. TpeboBanust K 0 OopMIIEHHIO CIIPaBOYHO-
UH()OPMAIIMOHHON u CIPaBOYHO-aHATTUTUYECKOM
JOKYMCHTAllUN

Cucrema oOpraHu3alOHHO-
IIPaBOBOM JOKYMEHTALIMU

1.Opranu3anoHHbIe JOKYMEHTBI, UX Ha3HAYCHUE
2.Dopmynapsl — 00pasIbL.

3. [Mpouenypa COCTaBJICHUS u
OpraHU3alMOHHBIX IOKYMEHTOB.
4.0061acTh MPUMEHEHHSI OPTaHU3AMOHHBIX TOKYMEHTOB.
5.Wcnionb3oBanne yHU(PUIUPOBAHHBIX (HOPM.

6.OyHKIIMY OpraHU3aIMOHHO-TIPABOBOM IOKYMEHTAIINH.
7.0OCHOBHBIE BUJIBI OpraHU3aIMOHHO-TTPABOBBIX
JIOKYMEHTOB.

8. TpeboBanuss K COCTaBICHUIO U
OpraHU3alMOHHO-IIPABOBBIX IOKYMEHTOB

o opmMIIeHUS

0(OpMIICHHUIO

JIOKyMEHTBI
COCTaBy

[0 JMYHOMY

1.CyHocTh NOHATHS JOKYMEHTAIMS 110 JJMYHOMY COCTaBy
2. IlpaBoBble OCHOBaHMS IOATOTOBKM JOKYMEHTOB II0
JUYHOMY COCTaBy

3. JlokyMeHTHpOBaHUE MpH NpUéMe pabOTHUKA
4.TpynoBble 1O0rOBOPHI (KOHTPAKTHI).

5. JlokyMeHTHpOBaHME IIpU NIepeBojie pabOTHUKA
6.JlokyMeHTUpOBaHuE NPU YBOJIbHEHUHN paOOTHUKA

7. OcobeHHOCTH MpHKa3a 110 JIHYHOMY COCTaBY

8. 3asBneHue

9.TpynoBas KHIKKa

10.JImubno€ neno

Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucreMaTu3anus
JOKYMEHTOB M WX XpaHCHHE

1.Opranmsanus J1IOKyMeHTOOOOpoOTa: MpueM, 00paboTkKa,
peructpanmsi,  KOHTPOJb,  XpaHEHHE  JIOKyMEHTOB,
HOMEHKJIaTypa Je.

2. TpeboBaHus K 3aroJIOBKaM JeJI.

3.@opmupoBanue gen. Cucremaruzanusi JTOKYMEHTOB
BHyTpH nena. Odopmienue aen. TUITOBBIE CPOKU XpaHEHHUS

JIOKYMEHTOB.
4.00mas xapakTepUCTHKa OPTraHU3AIMOHHBIX TEXHUYECKUX
CPEJICTB. ABTOMAaTHU3UPOBAaHHBIE CHCTEMBI
nenonpousBojacTBa.  O030p  COBpEMEHHBIX  CPENCTB

OPI'TEXHUKH IS TIepeiaun U epepaboTKu HH(OpMaIIH.




5. Mcnonp30BaHue CIIPaBOYHO-TIPABOBBIX CUCTEM
6.Homenknarypa nen Kak MPOCTEUIIIHI
KJIAaCCU(UKAMOHHBIN cripaBoyHUK. OOmme TpeOOBaHUS K
COCTaBJICHUIO ¥ O()OPMIICHUIO HOMEHKIIATYPHI.
7.0dopmnenue nen. CocraBnenne onuceit. Cnaga nen

CoBpemeHHOe
IINCBMO

JIEIIOBOE

1.ITonsiTHE 1€7T0BOM MEPENUCKU

2.0TU4YecKre HOPMBI JIEI0BOM EpENUCKU
3.3aKOHOJATENbHbIE W HOPMAaTUBHO-NIPABOBBIE  OCHOBBI
JIeJI0BOM nepenucku B PO

4 .513bIK ¥ CTHIIb OUIIUATIBLHBIX THCEM

5. Buamsl 1nmceM B OpraHbl  TOCYAApCTBEHHOIO U
MYHHULIMIIAJILHOTO YIIPaBICHUS

6. JlenoBas nepenucka 1o EeKTPOHHON ITouTe

7 IlpaBuna opopmiieHHs eT0BOr0 MUChMa.

8.Bunpl mucem

9. MexyHapoIHbIE THCHMA.

10.TpeboBaHus K TEKCTY HCbMa

6.2.3 Coneprxanue caMOCTOATEJILHOMH padoThI

HaumeHoBaHue TeMBI
(pa3nesa) QM CHUIINHbI

Coaep:xanue caMoOCTOATEILHOI PadoThI

BBeneHne B qUCIUILTHHY.
[Ipeamer, conepkanue u
3a/1auu Kypca

1.IlonsiTHe 1ETOTPOU3BOJICTRO.

2. Ipeamer aucummuuHbl OCHOBBI AENONMPOU3BOACTBA U
JOKYMEHTO000POT

3. MexnpeaMeTHBIE CBSI3U.

4. CtpyKTypa Kypca
5. 3ajauu Kypca

OcHOBHEBIE OHATHSA
JIOKYMEHTAIMOHHOTO
oOecrnieueHns ynpaBiIeHuUs

1.'ocynapcTBeHHas cucreMa
o0ecrieueHus yrpaBlieHUs

2. [lonsiTne noKymeHTa

3. IloHsTHE TOKYMEHTOOO0pOTa

4 Cuctembl JOKyMEHTAIUH
5.VauduuupoBaHHas cucremMa OpraHU3aLMOHHO-
pacnopsiautenbHoi nokymenrtanuu (YCOPJI)

AOKYMECHTAITUOHHOT' O

ITpaBoBOE perynupoBaHue
JIeJIONIPOU3BOICTBA

1.3aKoHOATENBHOE PETYIMPOBAHUE JIETONPOU3BOJCTBA

2. Vka3sl u pacnopsokenust Ilpesummenta Poccuiickoit
Odenepanuy, perjlaMEeHTUPYIOLIUE BOIIPOCHI
JIOKYMEHTAIlMOHHOT 0 00ecreueHus

3. IlocranoBnenuss u pacnopsokeHus IIpaBurenscTBa
Poccniickoit ®enepannn, periiaMeHTHPYIOIIUE BOIPOCHI
JOKYMEHTAaIlMOHHOTOo  obecneueHust Ha  QeaepaabHOM
YpOBHE

4. IIpaBoBbI€ aKThI (pe/iepaIbHBIX OPraHOB UCTIOIHUTEIEHON
BJIacTH (MUHHCTEPCTB, KOMUTETOB, CIIYO, areHTCTB U Jp.)
00I11€0TpacIeBOro U BEJOMCTBEHHOI'O XapaKTepa,
S.IIpaBoBble  aKThl  OpPraHOB  IPEACTABUTENBHOM M
HCIIOITHUTEJIbHOU BJIACTH CyOBEKTOB Poccuiickoit
Qenepallii U WX TEPPUTOPUATBHBIX  00pa3oOBaHUM,
pEerIaMEHTUPYIOLIME BOIIPOCHI AEJIONPOU3BOICTBA.

OO6mire HOpMBI U TIpaBUiIa
oopMIIeHHUS

1. [Nonstue BJIAHK noxymenrta. Busl 651aHkoB
2. TpeboBanus k OJlaHKaM




YIIPABJICHUYECKUX 3. PexBuzut. CocTaB peKBU3UTOB.
JIOKYMEHTOB 4 HammmoHanpHble  cTaHmapTel  Poccum B obmactu
JIEJIONPOU3BOJICTBA
OcoOennoctu noarotoBku | 1.IIoHsATHE ~ OpraHuM3allUOHHO  —  PacCHOPSIAUTEIHHON
OpraHU3alMOHHO- JOKYMEHTAIH: COCTaB, 00JIACTH €€ IPUMEHEHUSI.
pacrnopsiANTEIbHBIX 2. Haznauenue u BU/IBI OpraHu3aIOHHO-
JIOKYMEHTOB OpraHM3alUU. | paCIOPSAUTEIbHON JOKYMEHTALUY.
Cucrema crpaBo4HO- | 3. TpeboBanus k opopmuenuto cormacao ['OCT.
uH(HOPMAIMOHHON u | 4. CocraBnenue u odopmiieHHe MIPOEKTOB
AHAIUTUYECKOM pacnopsSAUTENbHBIX JOKYMEHTOB
JIOKYMEHTaL1H. - IOCTaHOBJICHUH,
-pelICHUH,
-IIpUKAa30B,
-pacnopsiKEHUH,
-yKa3aHHUU
5.CocraBnenue u odopmieHue CIPaBOYHO-
MH(POPMALMOHHBIX JIOKYMEHTOB
6. Cucrema 1.CocTaB opraHu3alMOHHBIX TOKYMEHTOB
OpraHU3alMOHHO- 2.DyHKIMN OpraHU3allMOHHO-TIPABOBBIX TOKYMEHTOB
npaBoBoi JokyMeHTanuu | 3.0co0eHHOCTH OQOPMIICHHUS OpraHU3alMOHHO-IIPABOBBIX
JIOKYMEHTOB
4. Buasl  OpraHuU3allMOHHO-IIPABOBBIX  JIOKYMEHTOB.
Tunossie " WHIUBUTyaJIbHBIC OpraHU3alMOHHbIE
JTIOKYMEHTBI.
JlokymenTel mo auuHoMmy | 1.JlokymeHTaumsi,  CBsi3aHHAas €  KOMILJIEKTOBaHHEM
COCTaBy nepcoHalia OpraHu3alui.
2.JlokymeHTalus, CBsI3aHHAs C IPOLECCOM IMPOJBUKEHUS
IepCcoHasa o ciyxoe.
3.JlokyMeHTanus, CBsI3aHHasl C BBIIIOJHEHUEM pPaOOTHUKOM
TpeOOBaHUI TPYTIOBOM JUCITUIIINHEI.
4.JlokymeHTalus, CBA3aHHas C IPEKPALEHUEM TPYAOBbIX
OTHOLICHUH PaOOTHUKOB C OpraHU3alel, C yBOJIbHEHUEM
Opranuzanus 1.0Tansl 10KyMeHTO000pOTa B OpraHu3alun
JIOKYMEHTO0000pOTa. 2.®opmupoBaHHE €N
CucremaTtuzanus 3.Homenkmnarypa nen KaK MPOCTEUIITUI
JIOKyMEHTOB " uX | KI1accu(UKAIMOHHBINH CIIPAaBOYHHK.
XpaHECHHE 4.Cnayva ien B apXyUB OpraHU3aluu
CoBpemenHoe nenosoe | 1. JlenoBble micbMa B HCTOPUHN YEJIOBEYECTBA
MUCHMO 2. Ponb 1e710BBIX TUCEM B YIIPABJICHYECKOU EATEIbHOCTH
3. Ocobennoctu ohuIuanIbHO-AEI0BOI MMCEMEHHOM peun
4. Vcnonb3oBaHUE S3BIKOBBIX (OpPMYNT —  S3BIKOBBIX
MOJIETIEH B JIEJIOBOM MHCHME
5. DTHKET B J€N0BOM MTEPENUCKE
7. @oHJ OLEHOYHBIX CpeACcTB /Jsl TpPOBeJAeHHUS] NPOMEKYTOYHON aTTecTaluM

00y4YaOIIUXCS 10 JUCHHUILIMHE (MOYJII0)

IIpenycMoTpeHbl
JOUCHUITJINHBI.

CJICAYIOMUEC BHUJABI KOHTPOJII KAa4YCCTBa OCBOCHHA KOHKpCTHOﬁ

- TCI(yn.[PIﬁ KOHTPOJIb YCIICBACMOCTU
- IPOMEKYTOYHAsA aTTCCTaluA 06yqafom1/1x051 IO JUCLHUIIIINHE




DOHJ OLEHOYHBIX CPEACTB [UIsl MPOBEJCHHS HPOMEXYTOYHOH aTTecTalnn 00yJarOIuXCs
no pucrturuiae opopmiteH B8 IPUJIOKEHWUU k PABOYEU I[TPOI'PAMME JIUCHUTIJIMHBI

Tekymmii KOHTpOJIb YCIEBa€MOCTH O0eCIeunBaeT
JUCLUIUIMHBI B IIpoIiecce 00y4YeHus.

OICHMBAHUEC XO0J4a OCBOCHUIA

7.1 llacnopT ¢oHIA OLEHOYHBIX CPEACTB /Jis NPOBEAEHUS TeKylled arrecTalvu 0
AUCHHILINHE (MOYJIIO)

Ne KonTpoaupyembie HaumeHOBaHME OLIEHOYHOI'0 CPeACTBA
n/n pa3aeJibl (TeMbl)

1. | Beenenue B aucuumuiuHy. | Onpoc, Ipo0OiaeMHO-aHAINTHYECKOE 3aJaHHe. 3¢Ce
IIpeamer, conepxanue u Peamu3anus nporpaMMbl ¢ NIPUMEHEHHEM JOT:
3aJla4M Kypca TectupoBaHue, CUTyallMOHHbIE 3a7ayd, I[POOJIEMHbIE

3aJ1a4H.

2. | OCHOBHBIE NOHATHUSA Omnpoc, npo0aeMHO-aHAIUTHYECKOE 3aJaHle, TeCTUPOBAHUE
JOKYMEHTAIlMUOHHOI'O Peamu3anuss mporpaMMbl ¢ NIPUMEHEHHEM HOT:
obecnieyeHus ynpasiaenus | TecTupoBaHue, CUTYallMOHHBIE 3a7a4u, IPOOJEMHbIE 3a/1a41

3. | [IpaBoBoe perynupoBanue | Ompoc, mpoOIeMHO-aHATTMTUYECKOE 3a/IaHUe, JUCTYT
JEJIONPOU3BOCTBA Peanuzanuss nporpaMmel ¢ NIPUMEHEHHEM JAOT:

TectupoBaHue, CHTyallMOHHBIE 33]]a4H, POOJIEMHBIE 331a4YH

4. | O6wmue HOopMBI U npaBwiia | Onpoc, NpoOIeMHO-aHAIUTUYECKOE 3aJjaHKe, TPAKTHUECKOe
odopmiteHUS 3aJlaHue, KeicC
YIIPaBICHYECKUX Peanuzanuss nmporpaMMbel ¢ NIPUMEHEHHEM JAOT:
JJOKYMEHTOB TectupoBaHue, CHTyallMOHHBIE 33]1a4H, POOJIEMHBIC 331a4H

5. | Ocobennoctu noaroroBku | Ompoc, TECTUPOBAHUE, IIPAKTUYECKOE 3a/1aHue,
OpraHU3alOHHO- UCCIIEI0BATENbCKUN TPOEKT, AUCILYT
pacnopsAUTEIbHBIX Peanuzanuss nmporpaMMel ¢ NIPUMEHEHHEM JOT:
JOKYMEHTOB OpraHuzanuu. | TecTupoBaHue, CUTyallUOHHBIE 3a/1a4M, IPOOJIEMHBIE 3a/1a4U
Cucrema cripaBo4HO-

MH(OPMALIMOHHON U
AHAJIMTUYECKON
JOKYMEHTAI1H.

6. | Cucrema Omnpoc, npakTuyeckoe 3aj1aHue, THPOPMALMOHHBIA IPOEKT
OpraHu3alMOHHO- Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM HOT:
paBoBOM JoKyMeHTaluu | TecTupoBaHue, CUTyallMOHHBIE 3314, MPOOJIEMHBIE 331a4H

7. | Hoxymentsl no inyHoMy | Ompoc, npakTuyeckoe 3aiaHue, HTHPOPMAIIMOHHBIN MPOEKT,
COCTaBy TECT

Peamu3anuss nporpaMMbl ¢ NIPUMEHEHHEM HOT:
TectupoBaHue, CUTyallMUOHHBIE 3a]1a4l, TPOOIEMHBIE 3aa4u

8. | Opranuzanus Omnpoc, npakTH4yeckoe 3a/1aHue, KOHTPOoJIbHAas padoTa
JOKYMEHTO000poTa. Peamu3anuss nmporpaMMbl ¢ NIPUMEHEHHEM HOT:
Cucrematuzanus TectupoBaHue, CUTyallMOHHBIE 33]]a4H, IPOOJIEMHBIE 33/1a4H
JIOKYMEHTOB U UX
XpaHEeHue

9. | CoBpeMeHHOE Nen0BOe Omnpoc, npakTUyecKoe 3a1anre, THPOPMAIIMOHHBIN TPOEKT

IIUCBbMO

Peamusanus nporpaMMbl ¢ NIPUMEHEHHEM JAOT:
TectupoBaHue, CUTyallMOHHBIE 3a]]a4l, TPOOJIEMHBIE 3a/1a4H

7.2 TumnoBble KOHTPOJIBHBIEC 3aJaHUf WJ/IM HMHbIC MaTEpPHAJbI, H606X0}:[I/IMLIC AJA OLEHKHU




3HAHUI, YMEeHHH, HABBIKOB U (MJIM) ONbITA AeSITEJIbHOCTH B MpPolecce TEKYIero KOHTPOJIs

Tunosbie BOpochl

1.Henn, 3anaun u npuHuuns! JOY. Uctopus JJOVY kak Hayku.

2.Ilpeamer u 3aga4m Kypca.

3.Jloruueckasi CTpyKTypa IUCLUUIUIMHBI, €€ MECTO B CHUCTEME IOATOTOBKM CIEIHAIIUCTA,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMEHHOE JIeTIONPOU3BOICTBO: 1I€JH, 3a]]a4l U MPUHIIUIIBL.

5. OcHOBHBIE TOHSATHS U OINpeAeNieHUs: JOKYMEHT: €ero CcBOWCTBa U (PyHKUIHH,
JIeNTOTIPOU3BOICTBO, TOKYMEHTOBEIEHUE, IOKYMEHTOO0OPOT.

Tunosble Npod/IeMHO-AHAIMTHYECKHE 321aHUS
1. IIpobaemmno-anarumuueckoe 3a0anue:

1. Ha3zoBure Bce BHUABI JOKYMEHTOB M YK@KUTE, IO KaKUM MpH3HAKaM OHHU
KJIACCU(UIIUPYIOTCSI.

2. HaiinuTe onpezneneHne JOKyMEHTa B TOCYJapCTBEHHOM CTaHAAPTE.

3. CocraBwte Tabnuiy «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCLUILITTHAX)

4.0npenenute BUJ TOKyMEHTA: OQHUIMATbHbIC, TUYHBIC U JIMYHOTO IIPOUCX 0K ICHHS

2. I[Ipobnemno-ananumuueckoe 3a0anue.

1.CoctaBbTe ipuKa3 (pacrnopspKeHHe) 0 IpueMe Bac Ha padory,

2.CocraBbTe npHKa3 (pacropsHKeHHE) O MIEPEBOJIE Bac Ha JIPYTy0 paboTy

3. CocrasbTe [Ipukas (pacnopsskeHHe) 0 MpeI0CTaBICHUH BaM OTITyCKa

3. [Ipobnemno-ananumuveckoe 3adanue:

1.CocraBbTe TpaduK OTIYCKOB OpPTaHH3AIMU COCTOSIICH W3 15 coTpyaHHKOB: 2 U3
KOTOPBIX 3aMECTUTENIN PYKOBOJUTENS, OANH- TJIaBHBIN Oyxranrep, 2 — OyxraiaTep U Kaccup, OIUH —
CHEIHUAJIUCT OT/AEeNa KaJIpoB, 5 — pabouMX-CMEHILUKOB, 2-pad0OTHUKH Ha 8 4acoBOW pabouuil JeHb,
oJiHa — ybopiuia, 2 — MEHEIKEPOB.

2. CocraBbpTe npuKa3 (pacnopspkeHHE) O MPEeKpalleHUH JeHCTBHS TPYIOBOrO JOroBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe NpuKa3 (pacopsiKeHHE) O HallpaBJICHUH Bac B KOMaHAUPOBKY

4.BpmummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHHUKY

4. [IpoOneMHO-aHATTUTUYECKOE 3aJaHUE:

1. Pa30eiiTech Ha rpymnmsl o 4 yenoBeka U coctaBbTe [IpaBuia BHYTpEHHEro TpyJOBOTO
pactiopsinka; IlomokeHne o 3amuTe MEPCOHATBHBIX MaHHBIX; llojoxkeHune 00 omuaTe Tpyna;
[TonoxeHnue o CTPYKTYpHBIX NojpazaeneHusx; [lonoxenue 06 arTectanuu

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

3. CocraBbTe NMpHKa3 O NOOIIPEHUU paOOTHHKA.

5. Ilpobremno-ananumuueckoe 3a0anue:

PasGeiiteck Ha rpymnisl o 4 yenoBeka U COCTaBbTE

1. IlonoxxeHne 0 NIPEMUPOBAHNH;

2. ITHCTpYKLIMIO TIO KaJPOBOMY JICJIONPOU3BO/ICTBY;

3. [TonoxxeHnue 06 OlEHKE TIEpCcOHAa;

4. ITonoxenue 06 00y4YeHUH;

5 .Ilonoxxenue 00 aganTamuu

6. IIpobnemno-anarumuyeckoe sadanue:

1. CocraBbTe rpapuk JOKyMEHTO0O0pOTa B KOHKPETHON OpraHU3aluu

2. Pa36eiitecs Ha rpymnmbl O 4 YeIOBEKA U COCTABbTE

- [omosxeHue o paboTe ¢ KaPOBBIM PE3EPBOM;

- [ono>xxenue o mpeMupoBaHUH

7. [lpobnemno-ananumuuecxkoe 3a0anue:
1.IlpencraBbre CTPYKTYpy Y CTaBa OpraHu3aluu

CocraBbTe:



2. IloctaHoBNEHNE TIO KOHKPETHOMY COOBITHIO.
. PelreHne 1o KOHKpETHOM 3a1a4e yIpaBiICHU.

8. Ilpobremno-ananumuueckoe 3a0anue:
. CoctaBbTe MpuKa3 no KaapoBOMY COCTaBY.
. CocTaBbTe yKa3aHHe 10 PEHICHUIO KOHKPETHOTO BOIIPOCa.
. CocTaBbTe pacriopsKEHHsS 10 KOHKPETHOMY COTPYIHUKY
. Odopmute mpoTOKOI 3aceAaHUs COOpaHUS KOJJIEKTUBA OPraHU3alUH.

9. l[Ipobnemno-ananumuieckoe 3a0anue:

. CocTaBbTe aKT O HApYILICHUU TPYAOBOTO JOIOBOPA KOHKPETHOTO COTPYAHHKA.
2. Onumure cTpykTypy IlonoxeHus kak JOKyMeHTa
. Onummre mpaBuiia COCTaBICHUS MHCTPYKIIUMA

10. IIpobaemno-anarumuuecxkoe 3a0anue:
. Ucnonp3ys THNoByto opmy «oO1uii 6J1aHK» 3al0JTHUTE €e.
2. Ucnionb3ys THNIOBYIO (hopMy «OJaHK MUCHhMay 3allOTHHUTE €¢
3. Ucnonp3ys TUIOBYIO (hOpMY «OJIaHK KOHKPETHOTO BHa JOKYMEHTA» 3arOJHUTE €.
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Tembl nccie10BaTEIbCKHX, TBOPYECKHX IPOEKTOB

Iloozomoeka uccnedosamenbcKux NPOEeKmMos no Mmemam:

1.Mcnionb30BaHuEe KOMIIBIOTEPHBIX TEXHOJIOTUH MPH CO3AaHUU U 0(OPMIIEHUH JOKYMEHTOB.
2. DIEeKTPOHHBIN TOKYMEHT U IIpobJieMa ero npaBoBOro craryca.

3. OcobeHHOCTH COTIacOBaHMs 3JIEKTPOHHOTO JJOKYMEHTA.

4. WubopmanmoOHHO-CIIPABOYHBIC JOKYMEHTBI — CIPAaBKH, aKThl, JOKJATHBIC U
OOBSICHUTEJIbHBIC 3alMCKHU, JOBEPEHHOCTH, CIyXeOHbIC MUChbMa, TeIePOHOIPaMMBbI, TeJIETPaMMBI,
(akcorpammsl

5. Ilpunanue PUIUIECKON CUIIBI IOKYMEHTY B 2JIEKTPOHHOU (opMe.
6. [Ipumenenne 06a3 TaHHBIX, IIA0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Teopueckoe 3a0anue (c 21emenmamu scce)
Harnumure scce mo teme:
1.Posb apXvBOB B COXpaHEHUU JOKYMEHTOB
2. MexBe10MCTBEHHbBIE, BEIOMCTBEHHBIE apXUBbl. APXUBBI OpraHu3alui,
NPEINPUATHH, yupexaeHuid. [ 'ocy1apcTBEHHbIE apXUBbI
3. DNEKTPOHHBIN TOKYMEHTOOOOPOT: MOJIOKHUTEIBHBIE U OTPUIATENEHBIE YEPTHI

TunoBble 3aJaHus K UHTEPAKTUBHBIM 3AaHATUAM

CpasnumenvHulii ananus 6 popme oucnyma
1.2971€eKTpOHHBIN JOKYMEHTOOOOPOT: TIOJIOKHUTEIIbHBIE U OTPUIIATEIHLHBIE YEPTHI
2. Mecto aucuumiauHbl “OCHOBBI AETIO0MPOU3BOICTBA U IOKYyMEHTOO00pOT” B COBETCKOM U
COBPEMEHHOM crucTeMax MOArOTOBKU CIIELUAINCTA -YIIPaBJICHLA.

3aoanue no pewenuro ynpasnenuecxou cumyayuu. Ketic 1

[Ipomo 3acenanve WHBEHTAPU3AIIMOHHOW KOMHUCCUHM 3aBOJa Ta30BOM ammapaTrypbl, Ha
KOTOPOM pacCMaTpuBaJiCs BOMPOC O pe3yJbTaTax WHBEHTapHW3aluu 1o ckmaxy Ne 2
BCIIOMOTaTeNbHBIX MaTepuanioB. Ha 3acemanuu ObUIO MPUHSATO MOCTAHOBJICHHE 00 YTBEPKICHUI
pe3ybTaTOB HMHBEHTAPU3allUM W OTHECEHHWsS 3a CYET 3aBEIYIOIIEro CKIIAJ0M HEJI0CTauu
BCIIOMOTATENbHBIX MaTepHalioB B cymme 365 Thic. pyD., a TakKe 3a4UTaHbl CIMYUTEITbHAS
BEJIOMOCTH 1O ckiaxy Ne 2 u 00BbsCHUTEbHAS 3aMMCKa 3aBEAYIOIIETO CKIAI0M.

- Kakoii TOKyMEeHT coCTaBIIsIeTCs IO UTOTaM 3aceJaHuii KOMUCCHUI pa3Horo pojaa?

- Kakue pekBU3HUTHI JOIKEH BKIIOYATH TAHHBIN JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeil OH MpeArnoaraer?

- Kakue gaxtuueckue naHnHple JOTKHBI ObITH BHECEHBI B 3TOT JOKYMEHT?



Pewenue keiica.

ITo HATOraM 3acelaHu KOMUCCHH COCTaBIIAETCS IIporokon 3aceaHus
MHBEHTApU3allMOHHON KOMUCCHHU IO PACCMOTPEHUIO PE3YJIbTaTOB HHBEHTAPU3ALIUH.

IIpoTOKOJI COEPIKUT CIIENYIOIINE PEKBUZUTHI:

HalMEHOBaHME OpraHu3allvil; Ha3BaHME BUAA JOKYMEHTa; JaTa U HOMEpP IPOTOKOJIA;
3aroJIOBOK K TEKCTY; TEKCT; IMOAMUCH YYaCTHUKOB; TpH(] yTBEpkaAeHUs (B Cilyyae, KOrja MpOTOKOI
HOJUIEXKUT YTBEPHKICHHUIO).

[IpoTokos cocToUT K3 2 yacTeil: BBOAHOM U OCHOBHOIA.

B 3TOT 10OKYMEHT JJOJKHBI OBITH BHECEHBI ClIeAYIOIINE (aKTUUECKUE TaHHbIE:

1) Ha3BaHMs TOKYMEHTA U NPEAIPUSATHUS.

2) yKa3aHHe 4JIEHOB KOMUCCUM U IpeAceqaTesl.

3) CIIKMCOK BBICTYNAIOUIMX Ha 3aCE€AaHUU KOMHUCCHUHU.

4) uTOr" NHBEHTAPHU3ALHH.

5) peuieHusi, KOTOpbIE ObLTH MPUHSTHI.

6) 3aKJIF0YEHUE KOMUCCHHU.

7) UTOTHU TOJIOCOBAHUSI (€CIIU OBLIN).

8) MeponpusATHUs, IPOBEJCHHBIE B IIPOLIECCE MHBEHTapU3ALIUHY.

9) BbISIBIICHHBIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (MMS U JIOJKHOCTB ).

10) nata 1 MECTO COCTaBJIEHUS POTOKOJIA.

11) noanucu npexncenaresns U ceKperapsi KOMUCCHU.

Keiic 2

B crpoutensHoM KoomepatuBe «CtpoiicepBuc» Obl1 OOHapykeH (akT HeNpaBHILHOTO
UCIIOJIb30BAaHUSl CTPOMUTENBHBIX OTX0J0B. [Ipu mpoBepke paldOTHl CcKiIaja MNHJIOMATEpUAIOB
YCTAHOBJIEHB! (PAKTHI OTIIYCKa B KOTEJBHYIO JJISl CKUIAHUS OTXOJIOB MHJIOMATEPUATIOB JIMHHOM
cBbiie 20 cMm.

- Kakoii 10KyMeHT 103BOJIUT pErIaMeHTHPOBATh OTIYCK CTPOUTEIbHBIX MaTepHaaoB?

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

- CKOJIBKO JTOJDKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 MCIIOJHEHUE IaHHOTO

JOKyMeHTa?

- Kakue pekBU3UTHI 10JKEH BKIIIOYATh JAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTel OH Iperoaraer?

- Kakue ¢aktuueckre gaHHbIe TOJKHBI ObITh BHECEHBI B 3TOT IOKYMEHT?

Pewenue keiica

JIOKYMEHT, KOTOPBIN IO3BOJIUT PETrNIaMEHTHPOBATh OTIYCK CTPOUTENIBHBIX MAaTEpPHANIOB -
ITpukas.

OOs3arenbHble TYHKTHl MpHUKa3za: 1) TMYHKTb, B KOTOPBIX [JarOTCd TMOPYYEHUS
VCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHHUS. 2) MYHKT O KOHTPOJIE UCIIOJIIHEHUS IPUKa3a.

OTBETCTBEHHBIM 3a UCIIOJHEHHE NPUKA3a ABIIAETCSA OJHO JOJKHOCTHOE JIMIIO.

[Ipuka3 noMKEeH BKIIOYATh TaKW€ PEKBU3UTHI, KAaK IOJHOE HAMMEHOBAHHWE KOMIIAHUH
COIJIAaCHO JEHCTBYIOIEMY YCTaBY; OpraHHW3allMOHHO-TIpaBOBas (popMa; MECTO COCTaBJICHUS WIIH
U3JIaHUS; PETUCTPALIMOHHBIA HOMEp, YKa3aHHBIA B JKypHaJIe pErHCTpallii; HaUMEHOBAaHUE BHUIA
JOKYMEHTA; 3arojloBOK; TEKCT; JaTa CO3/JaHus; JaTa IOANHMCAHUSA MOJANNCH PYKOBOAMUTENS C
pacindpoBKOil; OTMETKH O HAJIUYUU PUIIOKEHUM;

IIpuka3 Brioyaer B cebs JBe CTPYKTYpPHbIE 4YacTH: KOHCTAaTUPYIOUIYIO |
paclopsiAUTETBHYIO.

B 3TOT 1OKYMEHT JOIKHBI OBITH BHECEHBI (haKTHUECKUE NaHHbIe [IpHUnHBI ¥ TOpyUYEHHS.

Ananumuueckue 3a0anus

1. Hcnons3ys I'OCT 7.32 — 2001 IIpaBuna o¢opmiIeHHS TEKCTOBBIX JOKYMEHTOB,
chopmynupyiTe OCHOBHBIE TpeOOBaHUS K O(DOPMIICHHIO TEKCTOBBIX JOKYMEHTOB



2 Hcnomszys T'OCT P 6.30-2003 VYuudumupoBaHHble CHCTEMBI JOKYMEHTAIIHH.
YHupHUIMpOoBaHHAs CUCTEMa OPTraHU3aMOHHO-PACTIOPAAUTEIBHON JOKYMEeHTaluu. TpeboBaHus K
OoQOpPMIICHHIO  JOKYMEHTOB, chopMylupyiTe mpaBuiga OQGOPMICHHS  OpPraHU3aIMOHHO-
pacropsAIUTEIIbHON JOKYMEHTALIUU

3. Ucnonb3ysi KOHKPETHBIN TOKYMEHT, IEPEUNCIIUTE PEKBU3UTHI.

4. CocTaBbTe CXeMY PaCTOPIKCHHSI TPYJOBOTO JOTOBOPA 110 MHUIIMATUBE PAOOTHHKA.

5. HauepTute cxemy AJOKYMEHTOOOOPOTa B OpraHU3aINH

6. CocTaBbTe MHCTPYKIIUIO MO COCTABJICHUIO HOMEHKJIATYPHI JIET.

7. 3anumuTe NpaBuia pabOThl C JOKYMEHTAMHU COJEpKallMMH KOH(PHUACHLIUATHHYIO
UH(OPMAILIHIO.

TumnoBblie TeCThI
1.Kaxkoe cy:xnenne omm004HoO: «IloqJIMHHNK TOKyMeHTA Beeraa...»
A) opopmisiercst Ha OIaHKe,
b) umeer nmoanuck MOJIHOMOYHOTO JIUIIA,
B) umeeT perucrpaiioHHbIC TOMETKH,
') Bcerna umeet (repOOBYIO WIIH MPOCTYIO) ME€YATh.

2.I1pocThIM 110 COAEPKAHMIO HA3BIBACTCH JOKYMEHT, KOTOPBIH ...
A) He TpeOyeT 3HAaYUTEIHPHOTO BPEMEHH Ha €ro 00paboTKy,

b) He TpebyeT moAroTOBKM Ha HETO OTBETA,

B) conmepxut B TEKCTE TOIBKO OAMH BOIPOC,

I') opopmiien Ha popmate Oymaru AS.

3. 1y0MkaT 10KyMeHTa

A) UMeeT paBHYIO C MOJJUHHBIM JJOKYMEHTOM IOPUINYECKYIO CUITY,

b) He umeer 10pUINYECKYIO CHITY KaK NOJUIMHHBIN TOKYMEHT,

B) BOCIIPOM3BOJUT OCHOBHYIO YaCThb I'NTaBHBIX PEKBU3UTOB MOAJIMHHOTO JOKYMCHTA,
') MOMTHOCTBIO BOCTIPOU3BOAMT MOUIMHHBIN TOKYMEHT.

4.Cpo4HbBIM (110 NCTIOJTHEHUI0) HA3BIBACTCH JOKYMEHT. ..

A) 171 KOTOPOTO YCTaHABIMBAETCS CPOK UCIIOJIHEHUS,

b) xoTopslii TpeOyeT /Ui 0TBETa IOMOJIHUTEIBHOTO UCCIET0BaHMS,
B) xoTophlii HanpaBIIgeTCs B BBILIECTOSIIIYIO OPTaHU3ALIHIO.

5.lo0KkyMeHT0000pOT — 3TO

A) 1BUXKEHHE TOKYMEHTOB Ha MPEINPUATHH C MOMEHTA MOJyYeHHsI MJIM CO3/IaHUs 0 3aBEPLICHUS
HJIN OTHPAaBKH,

b) nepeueHs TOMKHOCTHBIX JIUL, OCYIIECTBIISIONUX C JaHHBIM JIOKYMEHTOM OIEpalliy.

B) nepeuens onepartiyii, KOTOpbIE BBHIIOIHSAIOTCS C IOKYMEHTOM B OpraHU3all|H.

6.IloaroroBJ/jieHHOE ISl CIa4YM B APXHUB /1€J10 HUMeeT:

A) pacnoniokeHHe JOKYMEHTOB B XPOHOJIOTHYECKOM MOCIE0BATENbHOCTH,
b) neperuier B nanke «/{ex0» ¢ MoMoOIIBI0 CKOPOCHIMBATEI,

B) CootBerctBytonmm o6pa3oM opopMICHHYIO OOJI0KKY JIena.

7.KoHBepTHI MoOC/Ie BCKPHITUSI YHHUTOXKAKTCS

A) Bcerna,

b) Tonbko, ecnu mMUCbMO B JaHHOM KOHBepTe oQopMIIeHO Ha OnaHke, B) kpome mucem u xanod
TpakJaH, U Ap. OCOOBIX CIy4Yaesn,

') HUKOT1a HE YHHUYTOKAKOTCS.



8.HomeHnkaTypa Jes1 He Ipe1ycMaTpUBaeT:
A) nepeyeHb KOHKPETHBIX HAMMEHOBaHUH €7,
b) cpokoB xpanenus nen,

B) unnekc (nmopsaKoBeIil HOMeEp) Aena,

') cpok mpencraBieHus Jiea B apXuB.

9.CaMbIM pacnpocTpaHeHHbIM (opMaToM OymMarv, HUCHOJb3yeMbIM B JeJIONPOU3BOJCTBE
opranusanuu Poccuiickoil penepanuu, sipiasgercs popmar

A) B3

b) A4

B) AS

I') B6

10.Ilpu odopMiIeHHMH OPraHU3ALMOHHO-PACIIOPAANTENbHBIX JOKYMEHTOB He pa3peliaercs
nosopayuBatrb Ha 90 rpagycoB Juct popmara

A) A3

b) A4

B) AS

TunoBbie BOIIPOCHI K KOHTPOJILHBIM paﬁoTaM

. Buibl TOKyMEHTOB M HX KJIaCCHU(pHUKAIHS

. CocraB ynpaBieHYECKUX JTOKYMEHTOB.

. TloHsiTHEe CUCTEMBI JOKYMCHTAIIHH.

. qDYHKLII/IOHaJII)HI)IG M OTPACJICBBIC CUCTEMbI JOKYMCHTAUN

. YHu}UKALUS ¥ CTaHAapTU3ALUs YIIPABICHUECKUX JJOKYMECHTOB

DN D W N =

Peasm3anus nporpammsl ¢ npumenenuem J1OT:
Tunoseie npodJieMHbIE 3a1a4H:

3agaua 1.

[ToaroroBeTe npuka3 00 UTOrax peBu3nH (hUHaHCOBOro yuera. B KoHcTaTupyroueil yactu
YKa)XKUTE, UTO peBU3UEH 0OHapyX eHbI (paKkThl TpyOOro HapylmeHus (UHAHCOBOTO y4yeTa: HET yueTa
M OTYETHOCTH II0 KOMAaHJIMPOBKAaM, OTCYTCTBYET JKypHAJI ydera JoBepeHHocTed. Henmocraromue
PEKBU3UTHI YKAXKUTE CAMOCTOSATEIIBHO.

TunoBbie CUTyallMOHHbIE 32Ja4H:

3agaua 1.

B ¢upmy mnoctynuio aBa KOHBEpTa, aJApPECOBAHHBIX TI'€HEPAIBHOMY IHPEKTOPY, OAMH
KOHBEPT C PEKJIAMHOM aKIMeil, 1Be MOChUIKH U3 (PUIINAJIOB.
OO6paboTaiiTe MOATAMHO BXOIAIIYI0 KOPPECTIOH ICHIIUIO.

3amaua 2.

1) B ¢puiman nocTynuio mucbMo-3arpoc OT pyKOBOJACTBA XOJIJIUHTA.
CoznaiiTe OTBET Ha BXOAAIIEE MUCbMO-3aIIPOC, UCTOIb3YsI CIPABOUHYIO HH(POPMAIHIO.

2) B sanBape Oyaymiero rojga COCTOMTCS KOH(EpEHIUs, MOCBAIICHHAs WHHOBALUSAM B
skoHOMHKe. HeoOxoaumo co3aaTh W pa3ociaTh MHCHMO-IPUITIAIIEHHE Ha MPEICTOALIYIO
KOH(EPEHIIUIO.



TunoBble TECTHI

1. Ilpu xakom pacnoJio:keHun pekBu3uThl ''HanmenoBanue opranusanun"’, ""Bujg
AOKYMeHTa' W JIpyrue Heo0OX0AUMble PEKBU3UTHI HA OJIAaHKE Pa3MelIaloTCs B BEpXHEM JeBOM
yriy:

Bribepute oauH OTBET:

A) ipoJ10J1bHOE

b) yrmosoe

B) uentpupoBannoe

2. 1N KaKHX JIOKYMEHTOB 00s13aTeJIeH PEKBH3UT «AJIpecary:
Bri6epute oauH UM HECKOJIBKO OTBETOB:

A) nucbma

b) mpukassr

B) n10mKHOCTHBIC HHCTPYKIIUN

3. Kakasa nara sfiBJsieTcsl 1aTOi NPUKa30B, NHCEM, CIIPABOK:
Bri6epute ouH OTBET:

A) Jlata yTBepKIeHuUs

b) lara 3aukcupoBaHHOTO B TOKYMEHTE COOBITUS

B) llaTta cornacoBaHus

I') JaTta noxnucanus

4. BpbiOepute 351eMeHTHI pekBU3UTA «'pud yrBepKIeHUD):
Bri6epute oauH UM HECKOJIBKO OTBETOB:

A) IMoanuck

b) JlomxHOCTb M11a, YTBEPAKIAIOLIETO JOKYMEHT

B) Ileuats opranuzanuu

1) Bussl cornacoBanus

5. IIpukazamu o JUYHOMY cOCTaBY 0hopMIIAIOTCH:

A) I'apanTuiinble 00s13aTe/IbCTBAa OpraHU3auU

b) JlomxHOCTb M1Ia, YTBEPKIAIOLIETO JOKYMEHT

B) IIpuém, nepeBo 1 yBOJIbHEHNE COTPYJHUKOB OpraHU3aluH
I') AxTbl npuéma u nepeauu 00bEKTOB

6. OcHoBHbIe QPyHKINH, KOTOPBbIe 00ecnieyuBaet JOY:
A) miaHupoBaHue

b) opranu3zanroHHO-pacnopsiuTeNbHast 1eSTeIbHOCTD

B) yuét u oTuétHOCTD, (DHAHCHUPOBaHKE

7. Homenkyatypa e HpeAcTaBJIsAET COO0M:

A) CriMcok 3aroJIoBKOB (HAaMMEHOBAHUMN) J1eJ1, 3aBOJITUMBIX Ha MPEANPHUITUHN C YKa3aHHUEM UX
CPOKOB XpaHEHUs

b) 'apanTuiinble nucbMa OpraHu3auu

B) I'pud yrBepkneHuss pykoBOAUTENS] OpraHu3aluu

I') Cpoku xpaHeHMsI TOKyMEHTOB

8. bBJaHK J0KyMeHTa — 3T0:
A) HecTaHJapTHBIN JTUCT OymMaru, Ha KOTOPOM BOCIIPOU3BOJIUTCS TOCTOSIHHAS HH(OpMaLus
JIOKYMEHTa ¥ €CTh MECTO Il IepEeMEHHOM UH popManuu



b) crannaptHblil tucT Oymaru, Ha KOTOPOM BOCIIPOU3BOAMUTCS MOCTOSIHHAS MH(pOpMAIUs
JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

B) npyroe

9. buaanku umerwT noJs (corsacio 'OCT p 7.0.97-2016):

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

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

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

10. PeKBU3NT — 00513aTeJILHBIN DJIEMEHT:

A) mpucymuii onpeneseHHOMY BUAY JOKYMEHTA;

b) mpucyiuii ToIbKO OpraHnu3aliOHHON TOKYMEHTAIINH;
B) mpucymuii ToIbKO TUChMaM;

11. ®opmyasip-odpasen —3T10:

A) COBOKYITHOCTh HE PEKBU3HUTOB, a MOAMHUCEN

b) cOBOKYIMHOCTH pacIoioKEHHBIX B ONMPEAETIECHHON MMOCIeI0BATEIbHOCTA PEKBU3UTOB, MIPUCYIINX
BCEM BHJIaM JIOKYMEHTOB;

B) HOMeHKkIIaTypa en opraHu3aiuu

12. K pacnopsiaiuTeibHbIM JOKYMEHTaM, H31aBaeMbIM B YCJIOBHSIX € IHHOJIMYHOI0 NPUHATHUS
pelIeHusl, OTHOCATCS:

A) nenoBble MMCbMa

b) npukassl

B) noxnangusle 3anucku

13. TpeGoBanus, npexbsBJsieMble K JOKYMEHTO000POTY:

A) IpIMOTOYHOCTh JIBW)KEHUS JOKYMEHTOB (JIOKYMEHT KpaTyalIlMM IIyTeM [omajaeT K
VCIIOJIHUTEIII0, BO3BPATHBIE IIEPEMELICHHS] IOKYMEHTOB UCKIIIOYEHBI);

b) pacnpenenenne AOKYMEHTOB MEXJIYy PYKOBOJUTENSIMU M CHEHUAINCTAMU COIJIACHO UX
(YHKINOHATIBHBIM 00S13aHHOCTSM;

B) HeoOxonumoe mepemMeneHue JOKYMEHTOB (AyOJuMpoBaHME, JUIIHWE WHCTAaHUUU U JEHCTBUS
UCKIIIOUEHBl) U eIUHO0O0pa3ue MaplipyTa IBM)KEHUS JOKYMEHTOB M TEXHUYECKUX olepauuil ¢
HUMHU, OJJHOKPAaTHOCTb KaXKJOW Olepaium;

I') Bce BblIIENIEpEUHCIICHHBIE

14. Jlnsi kakoro Bujaa J0KyMeHTa pekBu3UT «HauMeHoBaHue BH1Aa TOKYMEHTA» He
yKa3bIBaeTcs:

A) BBIIIMCKA U3 TPOTOKOJA;

b) nenosas 3anucka;

B) nucemo;

I') otuér.

15. I'ne xpaHATCA AeJia 10 HCTEYEHUH CPOKA TEKYLIero XpaHeHus :
A) B apxuBe;

b) y pykoBoauTens opranusaluy;

B) y cekperapst pyKoBOIUTEINS OpraHU3aLuy;

I') momuiexxat aHHYJIMPOBAHUIO.



7.3 MeToauuecKkue MaTepuaJibl, ONpeaesaoime Npoueaypbl OeHNBAHUS 3HAHUH, YMEHMH,
HABBIKOB M (MJIM) ONBITA JeSITeJILHOCTH

Bce 3amanus, ucnosnb3yemble Ui TEKYIIEro KOHTPOJS (OPMHUPOBAHUS KOMIETEHIUHA
YCIIOBHO MOXKHO Pa3JICIUTh Ha JIBE IPYIIIbL:
1. 3agaHus, KOTOpBIE B CHIYy CBOMX OCOOCHHOCTEH MOTYT OBITH pealu30BaHbl TOJBKO B

nporiecce OOy4YeHHMs Ha 3aHATHIX (HapUMep, IUCKYCCHsI, KPYIJIBIA CTOJ, IUCIYT, MHHU-
KoH(pepeHus ),

2. 3aJaHus, KOTOpBIC JIOMOJHSIOT TEOPETUYECKHUE BOMPOCH! (IPAKTHUECKUE 3ajaHusl,
pOOJIEMHO-aHAIUTUIECKUE 3a/1aHUs, TECT).

BrimonHenue Bcex 3alaHUi SBISETCS HEOOXOIUMBIM Ui (POPMUPOBAHHUS M KOHTPOJIS
3HaHUU, yMEHUI 1 HaBbIKOM. [l03TOMYy, B Cllydyae HEBBINOIHEHUS 3a/laHUl B Mpoliecce 00ydeHus,
X HEeoOXOJUMO «OTpaboTaTh» A0 3auera. Bua 3amaHuii, KoTOphle HEOOXOAUMO BBIOJHUTE JUIS
JUKBUAAIUN «33J0JKEHHOCTU» OMNPEIEIsAeTCs B WHIMBHUAYAJIbHOM MOPSJAKE, C YYETOM IPUYUH
HEBBIIIOJIHCHMUS.

1.TpeGoBanue Kk TeOpeTHYECKOMY YCTHOMY OTBETY

Onenka 3HaHMi mnpennoiaraer Jup(GepeHIUPOBaHHbI MOAXO0I K CTYAEHTY, Y4YeT €ro
HHIUBHUIYAJIbHBIX CHOCO6HOCT€I>1, CTCIICHb YCBOCHHA H CHUCTCMATH3allMHM OCHOBHBIX MIOHATHHA H
KaTeropuid  mo jaucuuiuiiHe. Kpome Toro, omeHuBaeTcss HE TOJNBKO TIIyOMHAa 3HAHUH
IMMOCTABJICHHBIX BOIPOCOB, HO W YMCHHC HUCIOJIB30BaTb B OTBCTC HpaKTI/I‘-IeCKI/If/'I Marcpual.
OrneHuBaeTcs KylnbTypa peuH, BiIaJieHHe HaBbIKaMU OPaTOPCKOr0 NCKYCCTBA.

Kpumepuu oyenusanus: mocneaoBaTeIbHOCTb, TOJHOTA, JIOTHYHOCTD M3JIOKCHUS, aHAJH3
pasIMYHBIX TOYEK 3PEHHs, CaMOCTOATENbHOE OOOOIICHME MaTepuaia, HCIOJIb30BAaHHE
npodecCHOHaIbHBIX TEPMUHOB, KYJIBTYpa PE4H, HABBIKM OpPATOPCKOrO HMCKyccTBa. M3moxenue
MaTepuaia 0e3 pakTHUeCKHUX OLINOOK.

OneHka «omauyHO» CTABUTCS B cilydae, KOIJla MaTepuall M3JIaraeTcsi HCYEpIbIBaIoOLIe,
MOCJIEIOBATEIEHO, TPAMOTHO M JIOTHYECKH CTPOWHO, TPH 3TOM PACKPHIBAIOTCS  HE TOJIBKO
OCHOBHBIE TIOHATHS, HO ¥ aHAJM3UPYIOTCA TOYKH 3pEHUS Pa3InYHbIX aBTOpoB. O0yvaromuiics He
3aTPYIHSIETCS C OTBETOM, COOJIIOACT KyJIbTYPY PEeUH.

O1eHkKa «xopoutoy CTaBUTCA, €CIIU 00YyJaroIUiicsl TBEPIO 3HAET MaTepHall, TPaMOTHO U 110
CYIIECTBY H3JIaraeT €ro, 3HaeT MNpaKTHYecKylo 0a3y, HO IpU OTBETE Ha BONPOC JOMYCKAaeT
HECYILECTBEHHbIE TOTPELTHOCTH.

OueHka «yooeremsopumenvHoy CTaBUTCS, €CIH 00yJIarOUTUICS OCBOMII TOJIBKO OCHOBHOM
MaTepHall, HO He 3HaeT OTJENbHBIX JeTajel, JOMyCKaeT HeTOYHOCTH, HEAOCTATOUHO MPABUIIbHbIE
(GOpMyIHPOBKH, HApyIIAeT IOCIEIOBATEIFHOCTh B M3JIOKCHHM  MaTepuana, 3aTpyaHSeTcs ¢
OTBETaMHM, IIOKa3bIBACT OTCYTCTBUE JIOJDKHOM CBSI3M MEXAY aHaIM30M, apryMeHTaluued u
BbIBOJIaMMH.

OueHka «HeyOoosremeopumenbHoy CTAaBUTCA, €CIM OOyuaroliuiics He OTBe4aeT Ha
IMMOCTaBJICHHBIC BOIIPOCHI.

2. TBopueckue 3a1aHus

Occe — 510 HeOonplas MO 00beMy MUCbMEHHas paloTa, codeTarolas CBOOOJHbBIE,
CyOBEKTHUBHBIE PACCYKIEHHUSI TIO ONPEICICHHON TeMe C AJIEMEHTaMH HAydyHOTO aHaim3a. TeKcT
JOJDKeH OBITh JIETKO YUTaeM, HO HE0OXOAMMO M30eratb HapOYMTO Pa3rOBOPHOTO CTHJIS, CJIEHTa,
nrabnoHHbIX (pa3. OObeM 3cce cocTaBisieT mpuMepHo 2 — 2.5 crp. 12 mpudToM ¢ OAUHAPHBIM
UHTEpBaIOM (0€3 ydera TUTYJILHOTO JICTA).

Kpumepuu oyenusanus - oneHka y4dUTHIBAeT COOJIIOJIEHHE >KaHPOBOWM creunpuku scce,
HaJINYME JIOTUYECKON CTPYKTYPbI IOCTPOEHUS TEKCTA, HAJIMUUE aBTOPCKOM MO3UIIUH, €€ HAYYHOCTb U



CBSI3b C COBPEMCHHBIM TIOHMMAaHHEM BOIPOCA, aJC€KBATHOCTh apryMEHTOB, CTHJIb H3JIOXKCHUS,
odopmnenne pabotel. CieayeT MOMHUTB, YTO MPsIMOE 3auMCTBOBaHUE (0e3 opopMIIEHHS IUTAT)
TekcTa 3 VIHTepHeTa Win 3JeKTPOHHON OMOIMOTEKH HEAOIYCTUMO.

OneHka «omauyHO» CTAaBUTCS B Cllydae, KOTJa OMNpPEIeNseTcs: HaJudue JOTHMYecKOn
CTPYKTYpPBI TIOCTPOCHHUsSI TEKCTa (BCTYIUIGHHE C IIOCTAHOBKOW MPOOJIEMBbl; OCHOBHAs 4YacTb,
pa3jelieHHass M0 OCHOBHBIM HJESM; 3aKIIFOUEHUE C BBIBOJAMH, IOJTYYEHHBIMA B PE3YIIbTATE
pacCyKICHHS); HAJIMYUE YETKO OIPEICIICHHOW JIMYHOM MO3MIMU TI0 TeME 3CCE; aJeKBAaTHOCTb
apryMeHTOB IIPU 0OOCHOBAHUHU JTMYHOU MO3UIIUH, CTUITh H3JI0KCHHSL.

OneHka «xopouwio» CTaBUTCSA, KOTJIa B IEJIOM OIPENENSCTCS: HaIMYhe JIOTHYECKON
CTPYKTYphl TIOCTPOGHHUsI TEKCcTa (BCTYIUIEHWE C IIOCTAHOBKOW MpPOOJIEMBbI; OCHOBHAs 4YacTb,
pa3jieJicHHass 10 OCHOBHBIM HJIESIM; 3aKJIIOYCHUE C BBIBOJAMH, TOJYYCHHBIMH B PE3YJIbTaTe
paccyXJIeHHs); HO HE MPOCIICKUBACTCS HAIMYUE YETKO OINPEICICHHON JIMYHOUW MO3UIMU TI0 TEME
3cce; HE IOCTATOYHO apryMEHTOB IPH 0OOCHOBAaHUH JTMYHOW TIO3UIIUU

OneHka «yodoeiemeopumenvHoy CTaBUTCA, KOTJAa B IEIOM ONpEAESeTCA: Haludue
JIOTHYECKOW CTPYKTYPBI IMOCTPOCHUSI TEKCTa (BCTYIUICHHE C TIOCTAHOBKOM MPOOJIEMBI; OCHOBHAS
4acTh, pa3jelieHHas IO OCHOBHBIM WJESIM; 3aKio4eHHue). Ho He TpOCIIeKMBAIOTCS  YETKHE
BBIBOJIbI, HAPYIIIACTCS CTUJIb U3JI0KCHUS

O1eHKa «Heyo0osiemeopumenbHo» CTaBUTCS, €CIIM HE BBIMIOJIHEHBI HUKaKUe TPEOOBAHUS

3. TpeOoBaHue K pelIEeHUIO CUTYAIIHOHHOM, MPO0JIeMHOM 3a1a4M (Kelic-U3MepPHUTe/IN)

CTyneHT AOMKEH YMEThb BBIIACIUTh OCHOBHBIE IMOJIOKEHHSI U3 TEKCTa 3a/layd, KOTOpbIe
TpeOyIOT aHajaM3a U CIIyKaT YCJIOBUAMHU pemieHus. Mcxois U3 moCcTaBlIeHHOIO BOIIpoca B 3ajaue,
MOMBITATHCS MAKCUMAIIBHO TOYHO ONPEAETUTH MPoOJIeMy M COOTBETCTBEHHO PELIUTH €€.

3amauM OJDKHBI peliarbes CTYAGHTaMU NMUCbMEHHO. [Ipu pelieHuu 3a1ad Takke BaKHO
MPaBUIBHO CPOPMYIUPOBATH U 3aIIUCATh BOIIPOCHI, HAYMHAS ¢ 0oJiee OOIIMX M, KOHYasi YACTHBIMHU.

Kpumepuu oyenusanusi — olleHKa y4UTBHIBAET METOJbl U CPEACTBA, MCIOJIb30BAaHHBIE IIPU
pEIIeHUU CUTYAIMOHHOM, MPOOJIEeMHON 3aJa4u.

OneHka «omauyHo» CTaBUTCS B cly4yae, KOrja oOydaroluics BBIMOIHWI 3a7aHue (peru
3a1ady), HUCHOJb3ysd B IIOJHOM OOBEME TEOpeTHYECKHE 3HAHWA M IPaKTHYECKUE HaBbIKH,
MOJIYYCHHBIE B MPOIECCe OOYICHHUS.

OreHka «xopouto» CTaBUTCS, €CIIM 00y4aroIUICS B 11€J0M BBIMOJIHUI BCe TPEOOBaHUS, HO
HE COBCEM YETKO ONpeJesieTcs ornopa Ha TEOPETUYECKUE TMOJIO0KEHHS, N3JI0)KEHHbIE B HAYyYHOMH
JUTEpaAType MO JAHHOMY BOIIPOCY.

OueHka «ydogremseopumenvrHoy CTaBUTCS, €CIU OO0YyYarOLIUIICS MOKa3al MOJIO0XKHUTEIbHbIE
pE3yJIBTaThl B IIPOLIECCE PELICHMS 3a1a4H.

OueHka «HeyOoosremeopumenbHoy CTaBUTCS, €CIM OO0yYarolIMiics HE BBIIOJHUI BCE
TpeGoBaHusI.

[Ipu peanuzanuu nporpammsl ¢ npumeHenuem JJ0T:

CTyzneHT HOKEH yMETb BBIICIUTb OCHOBHBIE IOJIOKEHMSI M3 TEKCTAa 3a1adyH, KOTOPBIE
TpeOyIOT aHallu3a U CIIyXaT yCIOBUSMHU peleHus. Vcxons 13 MocTaBI€HHOTO BOMpoOca B 3a/aye,
HOIBITaThCSl MAKCUMAJIBHO TOYHO OTIPENIEIUTh MPO0IeMy U COOTBETCTBEHHO PEIIUTH €e.

3aiau TOJDKHBI peliaThesi CTyAeHTaMHM NMUCbMEHHO. [Ipu pemieHuu 3aad TakkKe Ba)KHO
NPaBUIBHO CPOPMYTUPOBATH U 3alIUCATh BONPOCHI, HAUMHas ¢ 6osiee 00IUX U, KOHYas YaCTHBIMHU.

Kputepun onieHHBaHHS — OIIEHKA YYMTHIBAE€T METOJBI U CPEICTBA, UCIIOJIb30BAHHBIE MPHU
pELICHUH CUTYallMOHHOH, MPOOIeMHOM 3a1a4H.

OneHka «BBIOJIHEHO» CTABUTCA B Cllydae, €CJIM O0y4aroluiicsl moKa3al MOJI0XKHUTENbHbIE
pe3ysbTaThl B MPOLECCE PELICHUs 3a/1a4M, a UMEHHO, KOorja OOy4yaromMHCs B IEJIOM BBITOJIHUII
3ajaHue (pemmi 3aady), UCHOJIb3ysl B MOJHOM 00beMe TEOPETHUECKHE 3HAHUS U MPaKTUYECKHE
HaBBIKH, MIOJTYYEHHBIE B IpoLiecce 00yueHHs.

OneHKa «He BBIMOJIHEHO» CTaBUTCS, €CJIM 00yUYaIOIIUICS HE BBIITOJIHUI Bce TpeOOBaHUS.

4. UHTepakTUBHBbIC 3a]aHUS



MexaHu3M NPOBECHUS AUCIYT-UTPHI (POIEBOI (J1€TT0BOI) UTPHI).

HeobOxomuMo pa30UThCsl HA HECKOIBKO KOMAaHI, KOTOPHIE JOJKHBI TTOOYEPETHO BBICKA3ATh
CBOE MHEHHME IO KaXJAOMy M3 3aJaHHBIX BOMPOCOB. MHEHHE BBICKA3bIBAIOIICHCS KOMaH/IbI
3aCUMTBIBAETCS, €CIM IIPOTUBOIOJIOXKHAS KOMaHJa HE OIPOBEPrHET €ro KOHTpapryMEHTaMH.
Komanza, ube MHEHHE 3aCUUTaHO KaKk BepHOE (HE MOJYYMIIO YOeIUTENbHBIX KOHTPAPIYMEHTOB OT
IPOTHBONOJOXKHBIX KOMaHA), Moiy4daer oauH Oamwi. Kowmannma, ompoBeprHyBiias MHEHHE
MPOTUBOMNOJIOKHOM KOMaHJbl CBOMMH KOHTpPApryMEHTaMH, TakKe TMOoJy4aeT OJuH Oasl.
[ToOexnaer komaHAa, NOJyYUBLIAs MAKCUMAJIBHOE KOJIMYECTBO OAJIIIOB.

PoneBast urpa kak mpaBuiio umeeT (alyny (CHUTyaluio, Ka3yc), pacHpelessitoTcsl poJiy,
MOJArOTOBKA OCYIIECTBIISAETCS 3a 2-3 HEJIENN JI0 IPOBEICHUS UTPBI.

Kpumepuu oyenusanus — olleHUBAIOTCS IEUCTBUS BCEX y4aCTHUKOB rpymmbl. [lonnmanue
npoOJeMbl, BBICKa3bIBaHUSI M JCHUCTBUS TMOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM  LEJISIM.
CooTBeTCTBHE pealbHON NEUCTBUTEIBHOCTH PEIICHHI, BHIPAOOTAaHHBIX B XOJie UTphl. Branenue
TEPMUHOJIOTHEH, JEeMOHCTpalMs BIAJACHUS Y4eOHBIM MaTepUAIIOM IO TEME WUIPHI, BIaJieHHUE
METOJJaMU apryMEHTallui, YMEHUE padoTaTh B rpynne (yMEHHE CIIyIIlaTh, KOHCTPYKTUBHO BECTH
Oecemy, yOexmaTh, YIpaBJIATh BpPEeMEHEM, OeCKOH(MDIUKTHO 0OMAThCs), JTOCTHKCHHE HIPOBBIX
1enei, (COOTBETCTBUE POJIM — IIPU POJIEBOM Urpe). SICHOCTB M CTUIIb U3JIOKEHHUS.

OneHka «omauyHo» CTaBUTCS B Cllydae, BBIIIOJIHEHUS BCEX KPUTEPUEB.

OneHka «xopouio» CTaBUTCS, €CIU OOyYarolyecss B LIEJIOM JEMOHCTPUPYIOT MOHUMAaHHE
poOJIeMbl, BBICKA3bIBAaHUSI U JICUCTBUS MOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM LieNsiM. Perienus,
BbIpa0OTaHHBIE B XOJ€ WUIPBI, MOJHOCTHIO COOTBETCTBYIOT peanbHON AeiicTBuTenbHOCTH. Ho
HEKOTOpBIC OOBSICHCHUSI HE COBCEM apryMEHTHUPOBAHBI, HAPYIICHBI HOPMBI OOIICHUS, HAPYIICHBI
BPEMEHHbIE PAMKH, HAPYIIEH CTUJIb U3JI0KESHHUS.

OmneHKa «y0061emeopumenbHoy CTaBUTCS, €CII 00yJaromuecss B LEJIOM JEMOHCTPUPYIOT
MOHMMAaHUE MPOOJIEMbI, BHICKA3bIBAHUSA U JACHCTBUS B IIEIOM COOTBETCTBYIOT 3aJaHHBIM LIEJISM.
Opnako, penieHus, BbIpaOOTaHHbBIE B XOJE€ HUIPhl, HE COBCEM  COOTBETCTBYIOT pPEaJbHOMU
IeHCTBUTENbHOCTH. HekoTopble OOBSICHEHHS HE COBCEM apryMEHTHUPOBAHBI, HapyIIECHBI
BPEMEHHBIE PAMKH, HAPYIIIEH CTUJIb U3JI0KECHHS.

OueHka «HeyOosremseopumenvHoy CTaBUTCS, €clu oOydaroluecs HE IIOHMMAIOT
po0JieMy, UX BBICKa3bIBaHUSI HE COOTBETCTBYIOT 3a/IaHHBIM LIETISIM.

5. KoMmniekcHoe Ipo0/1eMHO-aHAITNTHYECKOE 3aJaHue

3ajaHue HOCUT NPOOJEMHO-aHAIWTUYECKUN XapakTep M BBINOJHSETCS B TpU dTama. Ha
MEPBOM U3 HUX HEOOXOIMMO 03HAKOMUTHCS CO CIEUaIbHON JIUTEPATYPOH.

[lenecooOpa3Ho Takke NOBTOPUTH YU4e€OHbIE MaTepUabl JEKIUI U CEMMHAPCKUX 3aHATUN
[0 TeMaM, B paMKax KOTOPBIX MpeJIaraeTcs BHIIOJHEHUE TaHHOTO 3a/1aHNS.

Ha BTOpoMm »5Tame BbIOJMHEHHs pPabOThl HEOOXOAMMO CHOPMYJIUPOBaTH MNpoliIeMy U
U3JIOKUTh ABTOPCKYIO BEPCHIO €€ pEeLIeHHs, Ha OCHOBE IIOJY4eHHOH Ha TEepBOM JTare
UHpOpMaLUK.

Tperuit stan pa®oThl 3akirodaercs B (OPMYJIHPOBKE COOCTBEHHOM TOYKM 3pEHHUS IO
npobneme. Pe3ynbraT Tperhero stana opopmisieTcs B BUIE aHAIMTHUECKOM 3anucku (00bem: 2-
2,5 ctp.; 14 wpudrt, 1,5 untepnan).

Kpumepuii oyenueanus - OleHKa YUUTBHIBAET: TOHUMaHUE MPOOIEMbl, YPOBEHb PACKPBITHS
MOCTaBJIEHHOW MPOOIEMbI B IJIOCKOCTH TEOPUH U3y4aeMOW TMCHUIUIMHBI, yMEHUE (GOpMYyINPOBAThH
U apryMEHTHPOBAHO MPEICTABIATh COOCTBEHHYIO TOYKY 3PEHHS, BBIMOJIHEHHE BCEX HTaIloB
paboTHI.

OneHka «omauuyHO» CTAaBUTCS B CiIydae, KOrja OOy4aroIIMMCS JIEMOHCTPUPYET IOJHOE
MOHMMaHUe POoOJIeMBbl, Bce TpeOOBaHMsI, IPEIBSBISEMBbIE K 3a/1aHUIO BBHITIOJHEHBI.

OneHka «xopowio» CTaBUTCS, €CIIM OOydYalOUIMics JEMOHCTPUPYET 3HAUYUTEIBHOE
MOHMMAaHKE MPO0JIeMBbI, Bce TpeOOBaHUs, MPEABABIIIEMbIE K 3a/1aHUIO BBITTOJHEHBI.

O1eHka «y0o61emeopumenbHoy CTaBUTCS, €CITU 00YJaIOLIUiics, AEMOHCTPUPYET YaCTUYHOE
MOHUMAaHKE MPOOJIEMBbI, OOJBIIMHCTBO TPEOOBAHMM, PEIBABISEMBIX K 3aJJaHHIO, BHIITOJHEHBI



OueHka «Hey0o81emeopumenbHoy» CTaBUTCS, €Cld  OOy4YaloUIUIiCs J€MOHCTPUPYET
HEMOHUMaHHUE TIPOOJIEMbI, MHOTHE TPEOOBAaHHUS, IPEIBSIBISEMbIC K 3aJJAHUIO, HE BBIITOJIIHEHBI.

[Ipu peanuzanuu nporpammel ¢ npumenenuem JOT:

CryaeHT AOMKEH yMETh BBIIECIUTH OCHOBHBIC IOJIOKEHMSI M3 TEKCTa 3a7adyd, KOTOPbIC
TpeOyIOT aHaliu3a U CIIyXKaT YCIOBUSIMHU peleHus. Mcxons u3 MocTaBI€HHOTO BOMpoOca B 3ajaye,
MOTBITATHCS MAKCUMAIIEHO TOYHO ONPEACTUTH MPOOJIeMy U COOTBETCTBEHHO PEIIUTH €€.

3aay TOJDKHBI pelIaThCs CTyAEHTaMH MHUCbMEHHO. [Ipu pemeHuu 3aiad Takke Ba)KHO
MPABHIILHO CPOPMYITHPOBATH U 3aIHCATh BOMIPOCKH, HAUHHAS ¢ O0JIee 0OMUX U, KOHYAs YACTHBIMHU.

Kputepun ouieHHBaHHSA — OIIEHKA YYMTHIBAET METOJABI U CPEICTBA, UCIIOJIb30BAHHBIE MPU
PEIICHUH CUTYallMOHHOM, MTPOOJIEeMHOM 3aauH.

OneHka «BBIOJIHEHO» CTAaBUTCA B Cllydae, €CJIM O0y4arolMiics: moKa3al MOJI0XKHUTEIbHbIE
pe3ysbTaThl B MPOLECCE PELICHUs 3a/1a4M, a UMEHHO, KOTJa OOy4YaromUHCs B I[EJIOM BBITOJHUII
3ajaHue (pemmi 3a/1a4y), UCIOJb3ys B MOJHOM 00bEeME TEOPETHUYECKHE 3HAHUS U MPAKTHUYECKHE
HaBBIKH, IMOJYyYEHHBIE B IIpoliecce 00ydeHUsI.

OrneHka «He BBIMOJIHEHO» CTABUTCS, €CIIM 00yUYaOIIUICS HE BBIITOJIHUI BCe TPeOOBaHUSI.

6. UcciienoBaTeibCKUil MPOEKT

Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOPOTro MpHOMMKEHa K dopmary
HAyYHOTO WCCIIEJIOBAHUS M COJEPKUT JI0OKA3aTeIbCTBO AaKTYalbHOCTH HW30paHHOW TEMBI,
oTpenieNieHne Hay4yHOH MpoOJIeMBl, IpeMeTa U 00bEKTa MCCIeIOBAaHus, LIeIel U 3aJa4, METOJIOB,
HUCTOYHUKOB, HcTOpuorpaduu, 0000I11IeHre Pe3yIbTaTOB, BHIBOJIBI.

Pe3ynbTarhl BBINOJHEHMS] MCCIIENOBATEILCKOTO MpoeKkTa odopmisieTcss B BUae pedepara
(o6bem: 12-15 crpanut.; 14 mpudt, 1,5 uarepsan).

Kpumepuu oyenusanusi - TOCKOIBKY  CTPYKTypa HCCIIEIOBATENILCKOIO IIPOEKTa
MaKCHUMalbHO MPHUOIMKEHA K dbopMaTy Hay4dHOTO HCCIIEOBAHMS, TO MPHU BHICTABICHUU
YUUTBHIBAETCSI  JOKa3aTEeIbCTBO AKTYaJIbHOCTH TEMbl HCCIEAOBAHUSA, ONPEIEICHUE HAay4YHOU
npoOsieMbl, OO0bEKTa M TMpeAMETa HUCCIENOBaHMs, Leleil M 3a7ad, HCTOYHHKOB, METOJOB
UCCJIEIOBaHMsI, BBIIBI)KEHUE TUIIOTE3bl, 0000IIEHHE Pe3yabTaToB U (OPMYIUPOBAHUE BBIBOJIOB,
0003HaueHNE NEPCHEKTHB JaJIbHEHIIero ucCiIeJOBaHus.

OneHka «omauyHO» CTAaBUTCS B Cilydae, Korjaa oOydaroluiCs JAEMOHCTPUPYET MOJIHOE
IOHUMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIE K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «xopouio» CTaBUTCS, €CIM OOy4aroUUiicss JE€MOHCTPUPYET 3HAYUTENIbHOE
NOHUMaHMe NpoOJIeMbl, Bce TpeOOBaHMSI, IPEAbIBISEMbIE K 33/1aHUIO BBIITOJIHEHBI.

OneHka «yodogremsopumenbHoy CTaBUTCS, €CIH 00yJaroIIUiics, JEMOHCTPUPYET YACTUYHOE
NOHUMaHHe MpoOJIeMbl, OOJIBIIMHCTBO TPEOOBAHUN, IPEABSABIAEMbIX K 33aHNI0, BBIITOJTHEHbI

OueHka «HeyoosnemeopumenbHo» CTaBUTCS, €cCld  OOy4yarouIuiicss JEeMOHCTPHUPYET
HEMOHUMaHue Mpo0JIeMbl, MHOTHE TPeOOBaHUs, IPEIbSBIsEMbIE K 33/1aHUI0, HE BBITTOJIHEHBI.

7. UH(popMaAHMOHHBIH MPOEKT (Mpe3eHTaIus1)

Hugopmayuonnslit npoexm — TPOEKT, HAMPABICHHBIH Ha CTUMYJIHPOBAHHE YUYEOHO-
MO3HABATEILHON JIEATEIHHOCTH CTY/ACHTAa C BBIPAXKEHHON DJBPUCTUYECKOW HAMpaBIEHHOCTHIO
(mouck, otbop u cucremaTuzanus uHopmauu 006 o0bekTe, 0HOPMIICHHE €€ IS MPE3CHTAINH ).
HTOroBBIM MPOAYKTOM IMPOEKTa MOXKET OBITh MUCHMEHHBIH pedepar, dIEKTPOHHBI pedepaT ¢
WLTIOCTPAIMSIMHA, CIIANI-II0Y, MHHU-(QIIIEM, IPE3CHTAIUS | T.JI.

NHpopMaIMOHHBI  TIPOEKT OTIMYAETCs] OT UCCIENOBAaTENbCKOTO IMPOEKTA, TOCKOJIBKY
MPEACTaBIseT co00i Takyro (opMy ydeOHO-TIO3HABATEIBHON NEATEIILHOCTH, KOTOpas OTIMYACTCS
SIPKO BBIPAKEHHOW HIBPUCTHYECKON HAMPABICHHOCTHIO.

Kpumepuu oyenusanusi- nipu BBICTaBICHHH OIEHKH YYUTBIBACTCSI  CAMOCTOSTEIHHBIN
MOKCK, OTOOp M cHCTeMaTH3allvs HHPOPMAIHH, PaCKPHITHE BOmpoca (MpobdIemMbl), 03HAKOMIICHHE
CTYJIEHYECKONH ayTuTOpuu c 3Tod uHpopManueil (mpencraBieHue MHGOpMalUK), €e aHalu3 U
00o01ieHue, opopmiieHHE, TIOJTHBIE OTBETHI HAa BOIIPOCHI ayJUTOPUH C IPUMEPAMHU.

OneHka «omauuyHO» CTaBUTCS B cllydae, Korja oOydYaroIIMics IMOJIHOCTbIO PacKpbIBaeT



Bompoc  (mpoOiemy), TpeacTaBisieT WHPOPMAIUIO CHCTEMAaTH3UPOBAHO, IIOCIIEIOBATEIBHO,
JIOTMYHO, B3aUMOCBSA3aHO, HUCHOJb3yeT Oonee 5 NpoQecCHOHANbHBIX TEPMHUHOB, IHUPOKO
UCTIONIB3YeT WH(OPMAIIMOHHBIE TEXHOJIOTUH, OIIUOKH B HHPOPMALIUU OTCYTCTBYIOT, AAa€T IOJIHBIC
OTBETHI Ha BOIIPOCHL ayAUTOPHUH C IIPUMEPAMHU.

OneHka «xopowioy CTaBUTCS, €CM OOy4arolIMKCs pacKpbiBaeT Bompoc (mpobiemy),
npeCTaBIsieT MHPOPMALUIO CHCTEMATU3UPOBAHO, TOCIEIOBATENIFHO, JIOTHYHO, B3aWMOCBS3aHO,
UCTIONB3YyeT Oosiee 2 MpOQecCHOHATBHBIX TEPMHUHOB, JIOCTATOYHO MCIOJIb3yeT WH(POPMAIIMOHHBIC
TEXHOJIOTHH, IOMMYCKaeT He OoJiee 2 OmMOO0K B U3JI0KEHUHN MaTepHalia, 1aeT MOJHBIC WIH YaCTHIHO
MIOJTHBIE OTBETHI HAa BONPOCHI Ay TUTOPHHU.

OneHka «y0osnemeopumenbHoy CTaBUTCA, €CIH OOYYaIOUIMIACS, PACKPBIBAET BOIPOC
(mpo0iieMy) He TOJHOCTBIO, TpEACTaBIsieT MH(OPMAIMIO HE CHCTEMATU3MPOBAHO M HE COBCEM
MOCIIE0BATEIBHO, UCTIONB3YeT 1-2 mpodeccroHAbHBIX TePMHUHA, UCTIOIB3YET HH(POPMAIIMOHHBIC
TEXHOJIOTUH, JOmyckaeT 3-4 omuOKM B U3JIOKEHUU MaTepuala, OTBEYaeT TOJIBKO Ha
AJIEMEHTAPHBIE BOMPOCHI AYAUTOPHH 0€3 MOSCHEHHIA.

O1eHKa «Hey0osIemsopumenbHoy CTaBHTCS, €CIH BOIPOC HE PACKPHIT, NPEACTaBICHHAS
I/IH(l)OpMaLII/ISI JIOTUYCCKHU HC CBA3aHa, HC MCIIOJIb3YHOTCA HpO(bGCCI/IOHaJII)HI)IG TCPMHHBI, OITYCKACT
Oosiee 4 omMMOOK B U3JIOKEHUHM MaTepuaa, He OTBEYaeT Ha BOIPOCHI ayIUTOPHUH.

8. luckyccuoHHbIE MPOLEeTyPbI

Kpyenviti cmon, ouckyccusi, noaemuxa, oucnym, oebamuvl, MUHU-KOH@epeHyuu SIBISTFOTCS
CpeICTBAMH, MO3BOJISIOIIMMU BKJIIOYUTH OOYy4YalOUIMXcS B IMpolecCc OOCYXKIEHHUS CIIOPHOTO
BOIIPOCA, MPOOJIEMBI M OIEHUTh MX YMEHHE apryMEHTHPOBATh COOCTBEHHYIO TOYKY 3pEHHS.
3amanue Jaercs 3apaHee, OMPENENIeTCs KPYr BOIPOCOB sl OOCYXKICHHS, TPYIIbl YYaCTHUKOB
3TOTO OOCYKIICHHS.

JluckyccruoHHbIEe TPOLEAYPBI MOTYT OBITH UCIIOIB30BAHBI JJIsl TOTO, YTOOBI CTYIEHTHI:

—JIydIle MOHSUIM yCBOSIEeMBIi Marepuan Ha (hoHe pa3HOOOpa3HBIX MO3WIUN M MHEHHH, HE
00s3aTeNBbHO TOCTUTas O0IIEer0 MHEHUS;

— CMOIJIM TOCTUYb CMBICI H3Y4aeMOIro MaTepHuajia, KOTOpBI MHOTAA UYBCTBYIOT
UHTYUTHBHO, HO HE MOTYT BBICKa3aThb BepOajbHO, YETKO M SICHO, WJIM KOHCTPYHMPOBATh HOBBIN
CMBICJI, HOBYIO TIO3HIIHIO;

— CMOIJIM cOIJlacoBaTh CBOK TO3ULUIO WM JEHCTBHS OTHOCHUTENIBHO O0CYXJIaeMOi
pOOJIEMBI.

Kpumepuu oyenueanus — OLEHUBAIOTCA NEHCTBUS BCEX YYaCTHUKOB rpynmnbl. [loHnManue
npoOsieMbl, BBICKa3blBaHUSI W JEMCTBHS IOJHOCTBIO COOTBETCTBYIOT 3aJaHHBIM  LIEJSM.
CooTBeTCTBHE pealbHOM JeMCTBUTENIBHOCTH peIleHHH, BhIpaOOTaHHBIX B XOJie UIphl. Bnanenue
TEPMHHOJIOTHEH, JEMOHCTpalusi BJIaJeHUs Y4eOHbIM MaTepuajJoM IO TEME HIpHl, BIAJEHUE
METO/IaMU apryMEHTallud, yMEHUEe paboTaTh B Ipymme (yMEHUEe CIyllaTh, KOHCTPYKTHBHO BECTH
Oecemy, yOexnaTh, ympaBisTh BpeMeHEM, O€CKOH(IMKTHO OOIIAThCs), JOCTHXKEHHE HTPOBBIX
esnel, (COOTBETCTBUE POJIM — MPH POJIEBON Urpe). SICHOCTb U CTUIIb U3TIOKEHHUS.

OueHka «omauunO» CTaBUTCS B Cilydae, KOrJla BC€ TpPeOOBaHUS BBINOJHEHBI B IOJTHOM
o0Beme.

OueHka «xopowto» CTaBUTCS, €ClIM OOydaromuecs B LI€JIOM JE€MOHCTPUPYIOT NOHHMaHUeE
npo0JIeMbl, BHICKA3bIBAaHUS M JIEHCTBHS MOJHOCTBIO COOTBETCTBYIOT 33JaHHBIM LesAM. Pemienus,
BbIpa0OTaHHbIE B XOJ€ WUIPbI, MOJTHOCTHIO COOTBETCTBYIOT peanbHOW JeiicTBuTenbHocTH. Ho
HEKOTOpble OOBSCHEHHS HE COBCEM apryMEHTHPOBAHBI, HAPYLICHBI HOPMBbI OOILIEHMS, HAPYIIEHBI
BpPEMEHHbIE PAMKH, HapYIIEH CTUJIb U3JI0KEHHUS.

OneHka «yoogremeopumenvbHoy CTaBUTCS, €ClIi 00yJaromuecss B LIEJIOM JEMOHCTPUPYIOT
MOHMMAaHKE MPOOJIEMbl, BHICKAa3bIBAHUSA U JAEUCTBHS B 1IEJIOM COOTBETCTBYIOT 3a/laHHBIM IIEJISIM.
OpHako, pemieHusi, BbIpaOOTaHHBIE B XOJE WUIPbl, HE COBCEM  COOTBETCTBYIOT pEabHOM
neiicTBuTeNnbHOCTH. HekoTopble OOBSICHEHHS HE COBCEM AapryMEHTHUPOBAHbI, HapyIIEHbI
BPEMEHHBIE PAMKH, HAPYLIEH CTUJIb U3JI0KECHHUSL.

OueHka «HeyOosremeopumenvHoy CTaBUTCS, €cld oOydaroluecs HE MOHHMMAIOT



HpO6J’IGMy, HX BBICKA3bIBaHUA HE COOTBCTCTBYIOT 3aJaHHBIM LICIISIM.

9. TectupoBanue
SBnsieTcst OTHUM U3 CPEICTB KOHTPOJIS 3HAHUHM 00YJArOIIUXCS IO JUCIUILTHHE.
Kpumepuu oyenusanus — npaBWIbHBIA OTBET HA BOIIPOC
OneHka «omauyn0» CTAaBUTCS B Cllydae, €Ciu npaBuibHO BbIoaHeHO 90-100% 3ananuit
O1ieHKa «xopouio» CTaBUTCS, €CIIU MPABWIbHO BhINOJIHEHO 70-89% 3ananuit
OrueHka «yodosnemeopumeibHo» CTaBUTCA B Cllydae, €CiIu MpaBUWIbHO BbITONIHEHO 50-69% 3ananuii
O1neHKa «Hey0081emeopumeibHo» CTAaBUTCS, €CIIM MPABWJIBHO BBITOJHEHO MeHee 50% 3amaHuii

10. TpeOoBaHue K MUCbMEHHOMY ONPOCY (KOHTPOJILHO padoTe)

OueHuBaeTcss HE TOJIBKO TINyOMHAa 3HAHUN  IMOCTaBJIEHHBIX BOIIPOCOB, HO M YMEHHUE
U3JI0KUTH TUCHMEHHO.

Kpumepuu oyenusanus. 1mocienoBaTeabHOCTb, MOJTHOTA, JOTUYHOCTh W3JI0KEHUS, aHAIU3
pa3IMYHBIX TOYEK 3PEHUs, CaMOCTOsITeNIbHOEe 00001IeHne MaTepuana. M3noxenue Matepuana 0e3
(dakTHYeCKuX OMIHNOOK.

OneHka «omauyHo» CTAaBUTCS B Cllydae, KOrja coOJIt0/IeHbl BCE KPUTEPUU.

OneHka «xopouto» CTaBUTCS, €CIM OOyUaIOUIUIICS TBEPJO 3HAET MaTepHall, IPaMOTHO U 110
CYLIECTBY H3JIaraeT ero, 3HaeT NpPaKTHUeCKyro 0a3y, HO JIOMYCKaeT HeCyIeCTBEHHbIC
HOTPELIHOCTH.

OneHka «ydogremsopumenbHoy CTaBUTCS, €CIH 00YJaroIIUics OCBOMJI TOJBKO OCHOBHOM
MaTepuai, HO HE 3HAaeT OTJENbHbIX JeTalied, 10MyCKAaeT HETOYHOCTH, HEIOCTATOYHO MpPaBUJIbHBIE
(bOpMyITUPOBKH, HApyIIAeT MOCIEI0BATENIbHOCTh B M3JO0XKEHHUM  MarepHuala, 3aTpyAHseTcs ¢
OTBETaMHU, IIOKa3bIBAa€T OTCYTCTBUE JIOJDKHOW CBSA3M MEXAY aHaJlM30M, apryMeHTalued u
BBIBOJIAMHU.

OueHka «HeyoognemeopumenbHoy» CTaBUTCS, €cld OO0yJaroluiicss He OTBe4aeT Ha
MOCTaBJICHHBIE BOIPOCHI.

8. IlepeyeHbr OCHOBHOM M JONMOJHHUTEJBHOH Y4YeOHOH JHMTEPATYpbl, HEOOXOAMMOW 1JIsi
OCBOCHMS AMCHUIIMHBI (MOXYJIs1)

8.1. Ocnosnas yuebnas tumepamypa

1. Cemxo M.A. OcHoBBI nenornpousBojcTBa: yuyeObHoe mocobue / Cemro M.A., AntyxoBa
JLA.. — CraBponons: CexBoiis, 2018. — 119 c¢. — TekcT: 27€KTPOHHBIM // DJIEKTPOHHO-
oubnuoreynas cucrema [PR BOOKS: [caiiT]. — URL: https://www.iprbookshop.ru/92992 html.

8.2. lononnumenvhas yuebnas iumepamypa:

1. Ky3nenosa 1.B. KonpuaeHunaabHO€E 1€710MPOU3BOJICTBO U 3alIUIIIEHHBIN 3JI€KTPOHHBIN
JIOKYMEHTOO000pOT: yuebHoe mocobue it OakanaBpoB / Kysnenoa W.B., Xauatpsn I''A.. —
Mocksa: At [1Tu Ap Meaua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT: 2E€KTPOHHBIH

// DNeKTPOHHO-ONOIMOTeYHAs cucremMa IPR BOOKS: [caiiT]. — URL:
https://www.iprbookshop.ru/97083.html

2. Ky3pmuna, . B. JlenonpousBojactBo: yueOHoe mocobue / M. B. Kyzpmuna. — M:
MockoBckuil rymMaHuTapHbli yHuBepcuteT, 2017. — 128 ¢. — ISBN 978-5-906912-98-5. —
Texct: 3nexkTpoHHBIH // DnekrponHo-OMOMMoTeuHas cuctema IPR BOOKS: [caiit]. — URL:

http://www.iprbookshop.ru/74718.html.
3. Cmupnosa, E. I1. Jlemonmpou3BoacTtBo st cekperapsi. Pa3paboTka, y4er u XpaHEHHE

cinyxeOHOl nokymeHTanuu: npaktudyeckoe nocodue / E. II. CmuproBa. — 2-e uzn. — Capatos:
At ITm Op Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TekcT: 3/1eKTpOHHBIN //
DIIeKTPOHHO-OMOINOTEUHAS cucreMa IPR BOOKS: [caiT]. — URL:

http://www.iprbookshop.ru/79622.html



https://www.iprbookshop.ru/92992.html
https://www.iprbookshop.ru/97083.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/79622.html

4. SluxoBuu, 1. A. Jlenonmpou3BOJACTBO B KaJpoOBOMl ciyxOe: Yy4eOHHK JUIsl CTYACHTOB
By3os/ II. A. SukoBuu. — M. IOHUTU-JTAHA, 2017. — 160 c¢. — ISBN 5-238-01076-1. —
Texct: anexTpoHHBIN // DnekrpoHHo-OmbOaHoTeunas cucrema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/81624.html.

8.3. Ilepuoouueckue uzoanus

1. Jlenonpou3BOACTBO M TOKYMEHTO000poT Ha nipeanpustun. 03225DP.
2. HenonpousBoacteo. 03224DP.
3. CnpaBouyHuk cekperaps u opuc-mMenemrepa. 08313DP.

9. Ilepeyenn pecypcoB HHGPOPMANMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn ""UHTepHeT" (naJiee
- ceTb "UHTepHeT'"), HEOOXOAUMMBIX /IJISl OCBOCHUS TUCHHMILIMHBI (MOLYJIs1)

1. Uudopmanmonno-npaBoBoii noprain «KoHcynbTaHT Iumtocy (mpaBoBasi 0aza JaHHBIX).
[Dnextponnslii pecypc]. — URL: http://www.consultant.ru/

2. NudopmarmonHo-npaBoBoii moptan «l'apant» (mpaBoBasi 0a3a JaHHBIX). [DNEKTPOHHBIN
pecypc]. — URL: http://www.garant.ru/

3. DnextpoHHbIH yueOHbll kKypc IOY - www.iprbookshop.ru

4. www.elibraru.ru — 6ecriatHas snexTponHas arepaer 6ubimoreka.

10. MeToanueckue yKkazaHusi AJ1si 00y4ar0MXCH 10 OCBOCHUI0 TMCHMILINHBI (MO1YJIs1)

VYcnenHoe 0CBOEHHUE JAHHOTO Kypca 0a3upyercsi Ha pallMOHAJIbHOM COYETAaHUU HECKOJIbKUX
BUJIOB Y4eOHOW AEATENbHOCTU — JIEKLUH, CEMUHAPCKUX 3aHATHH, CaMOCTOSATeNbHONU paboThl. [Ipn
9TOM CaMOCTOSITENIbHYI0 paboTy cleayeT paccMaTpuBaTh OJHHMM U3 TJIABHBIX 3BEHbHEB
IOJHOLIEHHOT'O BBICIIEr0 O0pa30oBaHMsl, Ha KOTOPYIO OTBOJUTCS 3HAUMTENbHAs 4acThb y4yeOHOTro
BpPEMEHH.

[Tpu peannsauuu nporpaMmsl ¢ npumeHenneM JOT:

Bce Buapl 3aHATHH mpoBOAsATCS B (popMe OHJIaH-BEOMHApOB C HCIOJIb30BAaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUH (HaIM4yKe Mpe3eHTauu u popyma Juist 00CyKIeHUs).

B mpouecce u3ydeHHs AMCUMIUIMHBI CTYACHTHI BBIIOJHSIOT MPAKTUYECKUE 3aJaHUS U
IIPOMEXYTOUHBIE TeCThl. KOHCYbTHpOBaHUE 110 U3y4aeMbIM TEMaM MIPOBOJUTCS B OHJIAWHPEKUME
BO BpeMs IIPOBEIEHUSI BEOMHAPOB U Ha (hopyMe JIJIsl KOHCYNIbTalun

CamocrosTenbHas paboTa CTYIEHTOB CKJIaIbIBAETCS U3 CIEIYIOIUX COCTABISIONUX:

- paboTa C OCHOBHOM M JIOMOJHUTEIBHOM JUTEPaTypoil, ¢ MarepuaJaMd HHTEpHETa U
KOHCIIEKTaMU JIEKIIHH;

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

- BBIMIOJIHEHUE CAMOCTOSITENbHBIX TPAKTUYECKUX paboT;

- IOATOTOBKA K 3a4€TaM HEMOCPEICTBEHHO Mepe HUMHU.

Jis mpaBWIBHOW oOpraHu3anuu paboThl HEOOXOJMMO YYHMTHIBATh MOPSAOK H3yYECHUs
pa3iesioB Kypca, HaXOISIIMXCS B CTPOTOM JIOTHYECKOW TMOcieAoBaTeabHOCTH. [loaTOMYy Xopormiee
YCBOGHHUE OJIHOM YacTH IUCUUIUIMHBI SBISIETCA MPEANOCBUIKOM Ul YCHEIIHOTO Iepexoja K
cienymoen. 3aganus, npoOIeMHbIE BOIIPOCHI, MPEUIOKEHHbIE I U3yYEHUs TUCHUIUIUHBI, B TOM
qucie€ W JUIsl CaMOCTOSITENIBHOTO BBINOJHEHMS, HOCAT MEXKIUCUMIUIMHAPHBIN XapakTrep u
0a3upyloTcsi, MpEeXJe BCEro, Ha MNPUUYUHHO-CIEICTBEHHBIX CBS3AX MEXAY KOMIIOHEHTaMH
OKpY’KalolIero Hac Mupa. B TeyeHue cemectpa, He0OOXOAMMO MOJATOTOBUTH pedepaTsl (IPOEKTHI) C
HCIIOJIb30BaHNEM PEKOMEHIyeMON OCHOBHOM M JIOMOJHUTEIBHON JUTEpaTyphl U cAaTh pedeparbl
JUIsl IPOBEPKU IIPENoAaBaTeso. BaXKHBIM COCTaBIAIONMM B M3YyYEHHM JAHHOTO Kypca SIBISETCS
pelleHre CHUTYal[MOHHBIX 3ajad W paboTa Haja NpOOJIEMHO-aHAIUTHUECKUMU 3aJaHUSMHU, YTO
IpeIoiaracT 3HaHUue COOTBETCTBYIOIIEH HAyYHOW TEPMUHOJIOTHH U T. 1.


http://www.iprbookshop.ru/81624.html
http://www.consultant.ru/
http://www.garant.ru/
http://www.iprbookshop.ru/
http://www.elibraru.ru/

Jis ydinero 3aloOMHHAHUS MaTepHala IIeJecoo0Opa3HO WCIONb30BaTh HHIUBUAYAITbHBIC
OCOOCHHOCTH W pa3HbIE BHJbI MaMSTH: 3PUTEIbHYIO, CIYXOBYIO, ACCOIMATUBHYIO. Y CIEHITHOMY
3alIOMUHAHHUIO TAKXKE CIIOCOOCTBYET NPUBEACHUE SIPKUX CBHUJICTEIBCTB W HATIISIHBIX MPUMEPOB.
Y4eOHbIi MaTeprall JOKEH MOCTOSHHO MOBTOPSATHCS U 3aKPETUIATHCS.

[lpy BBIIONHEHWM JOKJIAIOB, TBOPYECKUX, HWH(GOPMAIMOHHBIX, HCCIIEOBATEIbCKUX
MPOEKTOB 0CO00E BHUMAHHE CIIEAYeT 00pamaTh Ha MOJ00P UICTOYHHUKOB UH(GOPMAITUU U METOTUKY
pabOThI C HUMH.

Jis ycnemHoi caaun 3aueTa peKOMEH1yeTcsl COOI0IaTh CISAYIOIIUE paBuiia;

1. IMoaroroBka K 3a4eTy JOJHKHA TIPOBOJUTHCS CHCTEMATHYECKH, B TEUCHHE BCEIO CEMECTpa.

2. VMHTeHCUBHAs MTOATOTOBKA TOJDKHA HAYaThCs HE TMO3HEE, YeM 3a MECSI] /10 3aUeTa.

3. BpeMsi HemocpeaCcTBEHHO Tepe 3a4eTOM JIY4Ie HUCIOJIb30BaTh TAKMM 00Pa3oM, YTOOBI
OCTaBHUTH TMOCICIHUN J€Hh CBOOOJHBIM IJIs TMOBTOPEHUS Kypca B IEJIOM, I CHCTEMAaTH3aIluU
Marepuala u J0padOTKH OTICIbHBIX BOIIPOCOB.

YuuThiBas 3HAYUTEIHHBIA O0OBEM TEOPETUYECKOTO MaTepuaia, CTYJACHTaM PEKOMEHIYETCS
pEryJsipHOE MOCEHICHUE U MOIPOOHOE KOHCIICKTHPOBAHUE JICKITUHA.

11. TlepeuyeHb WHGOPMANMOHHBIX TEXHOJIOTHIA, UCTOJIb3yeMBbIX MPHU OCYIIECTBICHUH
00pa3oBaTeIbHOI0 Mpouecca Mo JUCHUILVIMHE (MO1Y.110), BKJIIOYas NepeyeHb MPOrpaMMHOro0
obecrieueHusi 1 HHPOPMAIHOHHBIX CIPABOYHBIX CHCTEM (ITPH HEOOXOTMMOCTH)

1. Microsoft Windows Server;

2. CemeiictBo OC Microsoft Windows;

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

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

5. HudopmanuonHo-nipaBoBoe obOecrnieueHue [‘apaHT: OIEKTPOHHBI NEpUOAMYECKUN
cinpaBoyHuK «Cructema TAPAHT» (Cuctema TAPAHT);

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

[lepedyeHp MCHOIB3yeMOro MPOTPAMMHOIO OOECTeYeHHUs] yKazaH B M.12 maHHOW paboueit
MPOrPaMMBbI TUCITUTUINHBL.

12. Onucanne MaTepUaJIbHO-TEXHMYECKON 0a3bl, HEOOXOAUMOM sl OCYIIeCTBJICHUS
00pa30BaTeJILHOIO MPOLECCa MO JMCHUHUILIHHE (MOTYJII0)

12.1 YueOHasi ayauTopusi AJsl NPOBedeHUs] Y4eOHBIX 3aHATHI, NMPeaycCMOTPEHHBIX
NPOrpaMmoii, OCHalIeHHasi 000py/10BaHNEM U TEXHUYECKHMHU CpeIcTBAMHU 00y4eHus.

Crnennanu3upoBaHHasi MeOEb:
KommekT yueOHOM mebenu (CTou, ¢Tyid) MO KOJIMYECTBY OOYyYaroIIMXCsl; KOMILJIEKT MeOenu s
MIPEMNoIaBaTelis; 10cKa (MapKepHas).

TexHuueckue cpencTBa 00ydeHus:
KommproTep B cOope [JIst penogaBaresisi, IpOeKTOp, IKPaH, KOJTOHKH

[lepevyeHb JNMIIEH3MOHHOTO MPOrPAaMMHOTO OOECHeYeHHUs, B TOM YHCJEe OTEYECTBEHHOTO
MIPOM3BOJICTBA:
Windows 10, Koncynsrantllmtoc, Cucrema 'APAHT, Kaspersky Endpoint Security.

[lepedyeHb cBOOOTHO PACTIPOCTPAHIEMOTO POTPAMMHOTO 00ECTICYCHUSI:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.

[Momkmouenne & cern «MHTEepHET» U o0ecrmeyeHWe JOCTynma B OJICKTPOHHYIO
UHPOPMaLIMOHHO-00pa3oBaTebHyo cpeny MMY.

12.2. Tlomenenue AJ51 CAMOCTOSATEILHON Pa00THI 00yYAO LM XCS.


https://elearn.mmu.ru/

Crnenmanu3upoBaHHast MEOEITb:
Kommiekt yueOHOM mMebenu (CTol, CTyd) MO KOJIMYECTBY OOYYarOIIMXCs; KOMILIEKT MeOenu s
MIPEnoIaBaTelis; 10cka (MapKepHas).

TexHuueckue cpeacTBa 0OyICHHUS:
Kommprorep B cOope juisi mpernojaBaress; KOMIBIOTEPhl B cOOpe IS O00ydarommXxcs; KOJIOHKH;
MIPOEKTOP, IKPaH.

[lepedyeHb NHMIIEH3UOHHOTO MPOTPAMMHOTO OOECIICUCHHs, B TOM YHCJIE OTEUYECTBEHHOTO
MIPOU3BOJICTBA!
Windows Server 2016, Windows 10, Microsoft Office, Koncynaprantllmtoc, Cucrema 'APAHT,
Kaspersky Endpoint Security.

[TepedyeHnb cBOOOIHO paCIPOCTPAHSIEMOTO MPOrPAMMHOTO O0ECIICYCHUS:
Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom, Gimp, Paint.net,
AnyLogic, Inkscape.

[Tomemenne ayis CaMOCTOSITENIBHON pPAa0OTHl OOYYarOMIMXCS OCHAIIEHO KOMITHIOTEPHOM
TEXHUKOW C BO3MOXXHOCTBIO TMOJKIOUeHHs K cetu "MHTepHeTr" M obecnedeHHeM JOCTyma B
IEKTPOHHYIO WH()OPMALIMOHHO-00pa3oBaTelIbHYIO cpeay MMYV.

VYyeOHast ayaAuTOpHs UIsl IPOBEIEHUS BCEX BUIOB 3aHITUN C MIPUMEHEHUEM 3JIEKTPOHHOIO
oOydeHHs W JUCTAHIMOHHBIX OO0pa30BaTENbHBIX TEXHOJOTHM, B TOM 4YHCIE JUIS 3aHITHHA
JEKIIMOHHOTO THIIA, CEMUHAPCKOTO THUIA; Ui MpPOBeNeHHs Ja00paTOpPHBIX PadOT, TPYIIOBBIX H
VHJUBUAYAIbHBIX KOHCYJIbTALMW; JUISI OCYILUECTBJICHUS TEKYLIErO KOHTPOJSA YCIIEBAEMOCTH U
IIPOMEXKYTOUHOM aTTeCTallH; JIJIsl BBIIIOJIHEHUS KypCOBOTO MPOEKTUPOBAHUS (KypCOBBIX padoT).

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

Crneunanu3upoBaHHas MeOelb:

-CTOJIBI JIJIS TIPETIO/IaBATEIICH;

-CTYJIbSI ISl IPETOIaBaTeNew;

TexHuueckue cpencTBa 00y4eHus:

- KOMIIBIOTEPHI IEPCOHANBHBIE IS TIPENo/IaBaTesiei ¢ BBIXOJ0M B ceTH MIHTepHeT;
- HAYIITHUKH;

- BeOKaMephl;

- KOJIOHKHU;

- MUKPO(QOHBI;

Ayn. 315 (BuptyanbHble yueOHbIe ayautopuu: aya. 9/1, 9/2, 9/3, 9/4, 9/5, 9/6, Bebunapnas 1,
Beb6unapnas 2, Bebunapnas 3)
Crnenvanu3upoBaHHas MeOeb:
-CTOJIBI JJIS IpenojiaBaTesei;
-CTYJIbSI TSl IPETOIaBaTeNeH;
TexHuueckue cpeicTBa O0y4YeHUs:
- KOMITBIOTEPHI IEPCOHANBHBIC JUIS TIPEnoaBaTesiei ¢ BBIXOJ0M B ceTH MHTepHeT;
- HayIIHUKH;
- BeOKaMephl;
- KOJIOHKH;
- MUKPO(OHBI;

13. O0pa3oBaTe/ibHbIEC TEXHOJIOTHH, UCII0JIb3YyeMble IPU OCBOCHHUH JAUCHUIIIMHBI

JUis OCBOEHMSI TUCIUIUIMHBI UCTIONB3YIOTCS KaK TPaJUIMOHHBIE (POPMBI 3aHATHI — JEKIUU
(TUIIBI JIEKIMHA — YCTaHOBOYHAsI, BBOJHAS, TEKYIIasi, 3aKII0UUTEIbHAs, 0030pHast; BUJIbI JEKIUN —
npoOieMHasi, BHM3yallbHas, JEKIMs KOH(QEpeHIHMs, JEeKIUs KOHCYIbTAlUsl); U CEMHHAPCKHE
(mpakTUYeCcKue) 3aHATHS, TaK U aKTUBHbIE U HHTEPAKTUBHbIE (DOPMBI 3aHITHH - JENOBBIE U



POJIEBBIE UTPHI, PEIICHNE CUTYAIIMOHHBIX 33/1a4 U pa300p KOHKPETHBIX CUTYaLUH.

Ha y4eOHBIX 3aHATUSX UCTIONIB3YIOTCS TEXHUYECKHE CPEJCTBA O0YUCHUSI MYTbTUMEIUITHON
ayUTOPUU: KOMIIBIOTEP, MOHHUTODP, KOJOHKH, HACTEHHBIH 3KpaH, MPOEKTOp, MUKPO(OH, MaKeT
nporpamm Microsoft Office mns memoHcTpanuu mpe3eHTanuwii U MenuadaiioB, BHICOMPOCKTOP
JUIsl  AEMOHCTpAllMd  CIAlA0B, BHACOCIOKETOB M JAp. TecTUpoBaHHE O0Oy4aeMbIX MOKET
OCYILECTBIISAITHCS C UCTIOIB30BAHUEM KOMIIBIOTEPHOTO 000PYIOBAHUSI YHUBEPCUTETA.

IIpu peanuzanuu nporpammel ¢ npumenenrem J1OT:

Bce Buapl 3aHsATHii mpoBOAsATCS B (opMe OHJIAHH-BEOMHAPOB C HCIOJIB30BAaHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHI (HaIHYue Npe3eHTaluu U popyMma i 00CyK1eHus).

B mpouecce wu3ydyeHHs IUCHMIUIMHBI CTYJCHTHI BBIOMHSIOT MPAKTUUYECKUE 3aaHUs U
POMEXKYTOUHbIE TecThl. KOHCYNbTUPOBaHKE IO U3yYaeMbIM TEMaM MPOBOJIUTCS B OHJIANH peKUME
BO BpeMs ITPOBEICHUSI BEOMHAPOB U HA (hopyMe ISl KOHCYIIbTALIUH.

13.1. B ocBoeHUM Y4eOHOI TMCUMIJIMHBI HCHOJIBL3YIOTCS CJeIyIolne TPaIUuIHOHHBIE
o0pa3oBaTebHbIe TEXHOJIOTHH:

- YTCHHE MPOOIEMHO-MHPOPMAITMOHHBIX JICKIIUH C UCITOJIb30BAHUEM JIOCKH H
BUJICOMATEPHAJIOB;

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

- KOHTPOJIBHBIE OIIPOCHI;

- KOHCYJIbTaIUH;

- CAaMOCTOSTEIIbHAs paboTa CTYJICHTOB C YU€OHOH JIUTepaTypoil U EPBOMCTOUHUKAMM;

- MIOJTOTOBKA M 00CykIeHue pedepaToB (MPOEKTOB), MPEe3eHTAIIUN (HAy4YHO-
uccieaoBarenbekas pabora);

- TECTUPOBAHUE TI0 OCHOBHBIM TEMaM JIUCIUATLINHBIL.

13.2. AKTHBHBIE 1 HHTEPAKTHBHBIE MeTOAbI U (POPMBbI 00y4YeHH S

N3 nepeunst BUAOB: («umoszogou wmypmy, ananuz HIIA, ananuz npobremmvix cumyayui,
AHANU3 KOHKPEMHbIX CUMYAayuti, UHYUOeHmMbl, UMUMAYUA KOJLIEKMUSBHOU NpOpecCcUoHanbHol
0esamenbHOCmU, paszviepbléanue poel, meopueckds paboma, C6A3aHHAS C 0CB0EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeavii cmol, oucnym, 0Oecedda, OUCKyccus, MUHU-KOHGepenyus u op.)
UCTIOJIBb3YIOTCS CIEAYIOIINE:

- oucnym

- QHAU3 NPOONIEMHbBIX, MEOPUECKUX 3A0AHU, CUMYAYUOHHBIX 3A0aY

- ponesas uzpa;

- Kpyenwlil cmoi;

- MUHU-KOHGhepeHyus

-oucKyccust

- beceoa.

13.3. OcoGenHoCTH 00y4eHHs] MHBAJIUAOB M JIML C OTPAHNYEHHBIMHM BO3MOKHOCTSAMH
3n0poBbsi (OB3)

HpI/I OopraHu3anun O6y‘-ICHI/I$[ Mo AUCHUINIIMHE YYUTBIBAIOTCA 0COOEHHOCTH opraHnu3anvinu
B3aMMOJICHCTBUS ¢ MHBAIMJAMH U JIMIIAMH C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 3]I0POBbsI (Jajiee —
nHBauael 1 ymia ¢ OB3) ¢ nenpio obOecriedeHus UX Mpas, pa3padaThIBAIOTCS aJalTHPOBAHHBIC
JUIS MHBAJIMJIOB IMPOrpaMMbl MOJATOTOBKH C YYETOM pa3IMYHBIX HO30JIOTHH, BUABI U (HOPMBI
COIIPOBOXKACHUA O6y‘—IeHI/I$I, HCIIOJIB3YIOTCA CIICHUAJIBHBIC TCXHUYCCKHUE U IIPOTrPaMMHBIC CPEICTBA
o0y4yeHHs, AUCTAaHIIMOHHbIE 00pa30BaTe/IbHBIE TEXHOJIOTHH, o0ecreunBaeTcsi Oe30apbepHas cpeaa
U TIpouee.

Beibop MeTomoB  00ydeHHss  OIpenensercss — coaep)kaHueM — OOydeHHs, YpPOBHEM
METOJAMYECKOTO M MaTepHalbHO- TEXHHUYECKOTO OOECIeYeHUsI, OCOOCHHOCTSMHU BOCIIPHUSTHS
yueOHOl MHpOpMAIMM CTYJIEHTOB-UHBAJIUJIOB U CTYACHTOB C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
30I0pOBbSI W T.J. B o00pazoBaTenpHOM TIpOIECCE WCIOJIB3YIOTCS COIUATBHO-aKTUBHBIC H



peduekcuBHbBIE METOJbl OOyuY€HMs, TEXHOJOTHMHM COLMOKYJIbTYPHOM peadMiIMTaluyd C LENbo
OKa3aHUs IOMOIIM B YCTAHOBJICHUU ITOJIHOLEHHBIX MEKJIUYHOCTHBIX OTHOLICHHW C APYTMMH
CTYAEHTaMH, CO3/laHUM KOM(POPTHOIO IICUXO0JIOIMYECKOTr0 KIMMAaTa B CTYI€HUYECKO rpymre.

[Tpu oOyueHuu U1 ¢ OTPaHUYCHHBIMU BO3MOKHOCTSIMH 370POBbS AJIEKTPOHHOE 00ydeHHUE
JUCTAaHIIMOHHbIE 00pa30BaTelIbHbIE TEXHOJIOIMU HPEAyCMaTpUBAIOT BO3MOXXHOCTb IIpHEMa-
nepeaayn nHGOpMAIMK B JOCTYIHBIX /Ui HUX (pOopMax.

OOyuaronyecs U3 4YUCla JMI C OFPAaHUYEHHBIMH BO3MOXHOCTSIMU 3/10pOBbSI 00E€CIIEUEHbI
NEYATHBIMU M DJIEKTPOHHBIMH O0Opa3oBaTENbHBIMH pecypcamMu B (opMax, aJanTHPOBAHHBIX K
OTrPaHUYEHUSIM UX 310POBB.
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1. IlepeyeHb KOA0B KoOMIeTeHUMi, (popMHpYyeMbIX NUCHMILUIMHOW B Mpolecce OCBOEHUS
o0pa3oBaTeJIbHOM MPOrPaMMbI

I'pynna komnerenuuii | Kareropusi komnereHuuii Kon
Oo6menpodeccnoHanbHbIC OIIK-3
OobmenpodeccnoHanbHbIC OIIK-4
O6menpodeccuoHaabHbIE OIIK-5

[Tpodeccuonanbubie I1K-6
[TpodeccuonanbHble I1K-7

2. KommneTreHUMH M HHAHUKATOPHI UX JOCTHKEHUS

Kox DopMyTHPOBKA NHaukaTopbl JOCTHIKEHUS] KOMIIETEHIIMH

KOMIIeTeHIIUH KOMIIEeTEHIIUH

OIIK-3 CnocoGen OIIK-3.1 pa3pabaTsiBaeT 000CHOBaHHBIC
pa3palatbiBaTh U | OpraHU3alMOHHO-YIIPaBIEHYECKUE PELIEHUS B 001acTu
OCYILECTBIISATh yIpaBJIEHUS] MEPCOHAJIOM C YYETOM HX COLUAIBHBIX
MEpPOIPUSITHS, MIOCJIEACTBUM
HaIlpaBJICHHBIC Ha | OIIK-3.3 oOecrieunBaeT JIOKYMEHTALMOHHOE
pean3aiuio COMPOBOXKIACHUE MEPONPUITHH, HANpPaBIEHHBIX Ha
CTpaTeruu pean3anuio CTpaTeruy yIpaBJIeHUs IEPCOHAIOM
yIpaBiIeHUS
IIEPCOHAJIOM,
o0OecrieunBaTh 170
JOKYMEHTAllMOHHOE
COMPOBOXKACHUE U
OLICHMBATh
OpraHU3alIOHHbIE U
COLIMAJIbHBIE
MOCJIEACTBHUSI

OIIK-4 Crniocoben OIIK-4.1 wucnonb3yeT NPUHLUIBI TOCTPOCHUS CUCTEM
MPUMEHSITh JIOKYMEHTaIluu u JIOKYMEHTO00O0poTa Ha
COBPEMEHHBIE IPENNPUATHSIX U B COOTBETCTBUM C ITHUM I'PAaMOTHO
TEXHOJIOTUHI U | COCTaBIsieT  JOKYMEHThl, a  TakXe  BbIOMpaeT
METO/IbI NPEANOYTUTENBHBIA CTUIIb JIEJIOBOTO OOIICHUS
OIIEPaTUBHOTO OIIK-4.2 odopmiser u BeneT MAOKYMEHTAIMIO B
yIpaBIeHUSA COOTBETCTBUU CO CTaHIApTaMU, HOPMaMH U NpaBUIaMH
MEPCOHAJIOM,  BECTU
JOKYMEHTAllMOHHOE
COMPOBOXKACHUE U
yuer

OIIK-5 Cnocobexn OIIK-5.1 BrnameeT HaBBIKAMH  CHCTEMAaTH3allUU
MCI0JIb30BaTh uHpopManuy, BbIOOpa ONTHMAIBHOIO crocoba ee




COBPEMEHHBIE 0o0paboTKM W Tpe3eHTaluH, OCYILIECTBIICHUS
UH()OpPMaIOHHBIE AHAIUTHYECKON  JEATETBbHOCTH C  NPUMEHEHHEM
TEXHOJIOTUHI U | COBpEMEHHBIX HMH()DOPMAIIMOHHBIX  TEXHOJNOTHH U
pOrpaMMHBIE HPOTPaMMHBIX CPEICTB
CpeacTBa npu | OIIK-5.3. npumensier coBpeMeHHbIe WH(POPMAIIMOHHO-
peLIeHun KOMMYHUKAIIHOHHBIE TEXHOJOTUH JUIA pa3paboOTKu
npoeCCUOHATIBHBIX | YIIPABICHYECKUX  MEPONPUSATHI, HANpaBICHHBIX Ha
3ajad. HOBBILICHUE 3 peKTUBHOCTH JEeATEIIEHOCTH
Opra"u3anuin

ITK-6 Cnocoben [1K-6.4 odopmiseT COTIPOBOXIAIOITYIO

MHTEPIPETHPOBATH JOKYMEHTAIUIO, pa3padaTbiBacT OPraHU3AIMOHHYI0 U

HOpMBI TpynoBoro
Kozekca Poccuiickoit
denepanuy U UHBIX
HOPMAaTUBHBIX
MIPABOBBIX aKTOB,
COJIePIKAIINX HOPMBI
TPYJOBOIO MpaBa,
MCIIOJIb30BATh 3HAHUS
poLEaYypHl IpUeMa,
YBOJILHEHUS,
nepeBojia Ha JPYTYIo
paboty u
nepeMenieHus
nepcoHasa B
COOTBETCTBHH C
TpynoBbIM KOJEKCOM
Poccuitckoit
denepanuu,
opopMIATH
COTIPOBOXKIAIOIITYIO
JIOKYMEHTAITHUIO,
pa3zpabaThIBaTh
OpPTaHHU3aI[MOHHYIO
(b yHKIIMOHATBHO-
MITATHYIO CTPYKTYPBI,
paspabarbIBaTh
JIOKAJTbHBIC
HOPMATUBHBIE aKTHI,
KacCaroIIuxcst
OpraHu3aIuu Tpya
(mpaBuia
BHYTPEHHETO
TPYJIOBOTO
pacmopska,
MOJIOKEHUE 00
OTITyCKaX,
MTOJIOKEHHUE O
KOMaHJANPOBKAX ),
WCIIOTh30BaTh
3HAHUS HOPMATHUBHO-
MIPaBOBOI 0a3bI

(GYHKIIMOHATIBHO-IITATHYIO CTPYKTYPBI

IIK-6.5 pa3pabarbiBaeT JOKaJbHblE HOpPMAaTHBHbBIE
aKThl, Kacalolluecs OpraHu3alMu Tpydga (mpaBuia
BHYTPEHHETO TPYIOBOTO PACHOPSIKA, HOJOKEHHE 00
OTIYCKaX, IOJIOKEHNE O KOMaHHPOBKaX )




0€30IaCHOCTH U
OXpaHbI TPy

I1K-7

CnocobeH BecTu
KaJpoBOE
JIETIONPOU3BOICTBO U
OpPraHU30BbIBATh
apXUBHOE XpaHEHUE
KaJpOBBIX
JIOKYMEHTOB B
COOTBETCTBUH C
JEHCTBYIOIUMHU
HOpPMAaTHUBHO-
NIPaBOBBIMHU aKTaMH,
COCTaBJIATh
KaJIpOBYIO
OTYETHOCTb,
o0ecneunTh 3aluTy
HEePCOHAIBHBIX
JTAHHBIX
COTPYAHUKOB,
ONITUMHU3UPOBATH
ONTUMU3ALNH
JIOKyMEHTO000pOT U
CXEMBI
(yHKIIMOHATIBHBIX
B3aMMOCBS3€H MEXy
MOJIPa3/IeICHUSIMHU

I[IK-7.1 Benmer
OpraHU30BBIBACT
JIOKYMEHTOB B

KaJIpoOBOE
apXMBHOE

IIK-7.2  y4actByeT B
OTYETHOCTH,
JTAaHHBIX

JIOKYMEHTOO0OpOT |

ACJIOIPOU3BOACTBO u

COOTBETCTBUU C
HOPMAaTUBHO-IIPaBOBBIMU aKTaMU
COCTaBJICHUU
o0ecrnieynBaeT 3alUTy EePCOHAIBHBIX
COTPYJHUKOB,
CXEMBI
B3alMOCBS3€H MKy 110/Ipa3IeICHUIMU

XpaHEeHUuEe  KaJpOBBIX
JIEUCTBYIOLLIMMU

KaJpOBOM

ONTUMHU3HUPYET
(G yHKIIMOHATBHBIX

3. Onucanue IIaHMPYeMbIX pPe3yJbTATOB O0y4eHHs] MO AUCHHUILVINHE W KPHUTEpPHEB
OLICHKH Pe3yJIbTAaTOB 00y4eHHUsI 110 AUCHHUILINHE

3.1. Onucanue mIaHUPYEMBIX pPe3yIbTaTOB O0YUEHUS MO0 TUCIUILINHE

[Inanupyembie pe3ynbTaThl OOY4YEHHUsS IO JUCIUIUIMHE MPEICTaBICHBI JIECKPUIITOPAMU

(3HaHUS, yMEHUS, HABBIKH).

JecKpunTopsl

no 3HaTh Ymernb Baagers

AUCHHUILIMHE

Kon

KOMIECTCHIIUHN OIIK-3
3HaeT YmMmeer OCYILECTBIIATh | Bnaneer HaBbIKAMU
TEOPETUUECKUE MEpOIPHUATHS, OCYLIECTBICHUSA
OCHOBBI YIIPABIICHUs | HAIPaBJICHHBIE Ha | MEpONIPUATHUH,
IIEPCOHAJIOM, peanu3anuo CTPAaTeruu | HaBbIKAMU  OLICHUBAHUSA
METOABl  NPHUHATHUS | YIPABICHUS  IEPCOHAIOM, | OPraHU3al[MOHHBIX 51
YIIPABJIEHYECKUX OCHOBBIBASICh HAa 3HAHUAX | COLUAIBHBIX
peuieHuii, OCHOBBI | OCHOB YIPABJICHUS | MTOCIEICTBUI
JOKYMEHTAllUOHHOT'O | IIEPCOHAJIOM, Ha 3HAHUAX | OCYILIECTBIICHUS
CONPOBOXKACHUS METOJIOB NIPUHATHSL | MEPONIPUSTHH,




YIPABJICHUS YIPABJICHUYECKUX PELICHUM, | IPOrHO3UPOBAHUS
IIEPCOHAJIOM, obecreunBarth OTBETHOTO  IIOBEJCHHE
AITOPUTMBI JOKYMEHTalMOHHOE IPYrux
pa3paboTku U | COIPOBOXKIEHUE 3aMHTEPECOBAHHBIX
OCYLIECTBIICHUS MEpOIPHUATHH, CTOPOH/y4aCTHUKOB
MEPOIPUATHH, HaIPaBJIECHHBIX Ha | B3aMMOJECHCTBUSA
HAallpaBJICHHBIX  HAa | peajau3aluio cTpaTeruu | (KOHKYpEHTOB,
pean3anuo YIIPaBJICHUS IIEPCOHATIOM apTHEPOB,
CTpaTeruu NOJYMHEHHBIX W Ap.),
YIIPaBJICHUS HaIpPaBJIECHHBIX Ha
[IEPCOHAIIOM peanu3anmi  CTpaTeruu
YIIPaBJICHHS IEPCOHATIOM
Kon
KOMIIETCHLIUH OIIK-4
3Haer npuHUMIbl | YMeeT ogopmutrh U BecTu | Brnageer HaBbikamu
IIOCTPOCHHSI CHUCTEM | TOKYMEHTALUIO B | BelleHUs
JOKYMEHTaluU U | COOTBETCTBUH CO | JOKYMEHTAIIMOHHOIO
JOKYMEHTO000poTa CTaHJapTaMHM, HOPMaMHu U | COIIPOBOXICHHUA U ydyeTa
Ha MNPENUpUATHAX U | PaBUIAMH OIEPATUBHOTO
B COOTBETCTBUU C YIPaBJICHUS MIEPCOHATIOM
3TUM IrPaMOTHO
COCTaBIISIET
JOKYMEHTBI, a TAKXKe
BBIOMpaET
MPEIIOYTUTEIbHBIN
CTHJIb JIEJI0BOTO
OOLIeHUS
Kon
KOMIIETCHIIU U OIIK-5
3Haer cucreMy | Ymeer UCIIONIb30BaTh | Braneer HaBbIKaMu
IIPUMEHEHUS COBPEMEHHBIE CUCTEMaTU3aluU
0a30BbIX OCHOB | MH(OPMAILIMOHHBIE UHpOpMaLIUU TIpU
COBPEMEHHBIX TE€XHOJIOTMM U IIPOrPAMMHBIE | JOKYMEHTAIIMOHHOM
MH(pOPMAaIMOHHBIX cpeacTBa Ul pelIeHus | o0ecreyeHuu
TEXHOJIOTHH npu | npohecCuOHANBHBIX 3a7a4 yIpaBJieHus, BbIOOpa
JOKYMEHTALlUOHHOM ONTUMAJILHOTO crioco0a
o0ecrnieueHnn ee 00paboTku U
MIpaBJICHUS JUTS IIPE3EHTALNH,
pemenus OCYLIECTBJICHUS
npoeCCHOHATBHBIX AHAJIUTUYECKON
3a1a4 JEATEIBHOCTH C
IIPUMEHEHUEM
COBPEMEHHBIX
UH(POPMALIMOHHBIX
TEXHOJIOTHI U
IIPOrPaMMHBIX CPEACTB
Kon IK-6
KOMIIETCHIIMU
TpynoBoi kozekc | [IpumeHnaTs npouenyps! | Bmaneer HaBBbIKAMH
Poccuiickoit rpuema, YBOJIbHEHUS, | 0(OpMIIEHUS
@enepallii M WHBIE | IEpEBOJIa Ha IPYTYI0 padOTy | COMPOBOXKIAOLIEH




HOpPMAaTHUBHEIC
MpaBOBbIC aKThlI,
COJIEpIKaIfe HOPMBI
TPYJIOBOTO npaBa;
MpOLEAYphl MpHUEMa,
YBOJIbHCHHS,
nepeBojia Ha JPYTYIO
pabory u
MepeMeICHUS
repcoHasa B
COOTBETCTBUU c
TpynoBeIM KOJEKCOM
Poccuiickoit
denepanuu;
HOPMAaTUBHO-
MIPaBOBYIO 6azy
0e30IMacHOCTH u
OXpaHbl Tpy/Ia

U MiepeMENIeHHs IEPCoHala B
COOTBETCTBHUU C TpyIOBBIM
KOJIEKCOM Poccuiickoit
Oenepanun 1 0POPMIIATH
COTPOBOXKAAIOITYIO
JIOKYMEHTAITHUIO,
pa3pabarbiBaTh
HOPMAaTHBHBIC
KacaroIluecs

Tpyaa

JIOKQJIbHBIC
aKThl,
OopraHu3alu

JOKYMEHTAIUH,
BIIaZICHUE HaBBIKAMH
pa3paboTku
OpraHU3aOHHOM u
(GyHKIMOHATBHO-
IITaTHOU CTPYKTYDHI,
pa3paboOTKU  JIOKATBHBIX
HOPMAaTHBHBIX aKTOB,
KacCaroIuxcst
OpraHHU3aLUH Tpyna
(npaBuna  BHYTPEHHEIO
TPYJIOBOTO pPAacHoOpsAIKa,
II0JI0’KEHUE 00 OTITyCKaX,
HOJIOJKEHHE 0
KOMaH/UPOBKaX).

Kon

KOMIICTCHLIM

ITK-7

3Haer
KaJpoBOit
CTaTUCTUKH, OCHOBBI
pa3paboTKu u
BHEJIPEHUS KaJpOBOU
U YIOpaBIEHYECKOU
JIOKYMEHTAIUU

OCHOBBI

[IpumensaTH KaJpoBoe
JIEIOTIPOU3BOJICTBO u
OpraHU30BBIBATh  APXUBHOE
XpaHeHUE KaJIpOBBIX
JIOKYMEHTOB B COOTBETCTBUU
C JIEHCTBYIOILIMMHU
HOPMAaTUBHO-TIPABOBBIMU
aKTaMu, 00ECIEYUTh 3aIUTy
MEePCOHAIBHBIX JaHHBIX
COTPYAHHUKOB

Buianeer HaBbIKAMH
COCTaBIICHUS  KaJpPOBOM
OTYETHOCTH, a TaKxKe
HABBIKM  O3HAKOMJICHUS
COTPYJIHUKOB
OpTraHHU3aINH C KaAPOBOM
JIOKYMEHTalUE1 51
JEUCTBYIOLUMU
JIOKaJIbHBIMHU
HOPMATHUBHBIMH aKTaMU;
HaBBIKAMH ONTHMU3AINH
JOKYMEHT0000poTa "
cxeM (YHKIIMOHABHBIX
B3aUMOCBSI3€M MEXIY
10Jipa3iesIeHUsIMU

3.2.Kpurepun OLIEeHKH Pe3y/JabTATOB 00y4eHHsl 110 JMCIUIIIHHE

HIxkana
OLlCHHUB
aHud

HNuauxkarop

bl IToxa3aTenu oneHMBaHUs Pe3yJbTaTOB 00y4eHHA

JAOCTHIKCHUSA

HO

OTJIMYHO/3AUYTE

3Haer:

- Ha

OCHOBC

CHUCTEMHBIX

- CTYACHT TIy0OKO ¥ BCECTOPOHHE YCBOWJI MaTepHall, yYBEPEHHO,
JIOTHYHO, TIOCJIEIOBATENIFHO M TPAMOTHO €T0 H3JIaraeT, ONMHpasch Ha
3HAHUS OCHOBHOM W JIOTIOJTHUTEIHHOU JTUTEPATyPHI,
HAY4YHBIX

KBTM(UIIMPOBAHHBIE BBIBOJBI U 0000IIEHUs, CBOOOJAHO OMEpUPYET
KaTCropruiaMHN U MMOHATHAMM.

3HAaHUH aenaeT

VYwmeer:

- CTYAEGHT YMEET CaMOCTOSITeIbHO M MPaBUJIBHO pemniath y4yeOHo-
npodeccHoHaNbHBIE 3a7aud WU  3a/IaHuf,
MOCNIE0BATENbHO M apryMEHTUPOBAHO U3JIaraTh CBOE pEIlEHUE,
UCIIOJNB3YS HAyYHBIE TIOHSTHS, CChLIAsICh HA HOPMATUBHYIO 0a3y.

YBEPCHHO, JIOTMYHO,




Bnageer:

- CTYJIEHT BJAJeeT pPalMOHAIBHBIMH METOAaMH (C HCIOJIh30BAHUEM
paIMoOHAIBHBIX METOJUK) PEIICHUS CJIOXKHBIX MpodeccrnoHaTbHBIX
3aj]1a4, IPEJICTABICHHBIX JICJIOBBIMH UTPAMHU, KecaMu | T.11.;

[Tpu penreHny TPOJSMOHCTPUPOBAIT HABBIKU

- BBIJICJICHUS TJIABHOTO,

- CBSI3KOM TEOPETUYECKHX TOJOKCHHUH ¢ TPEOOBAHUSIMH PYKOBOJISIIUX
JIOKYMEHTOB,

- M3JI0’KEHHUS MBICJICH B JIOTHYECKOM MOCIEA0BATEIIBHOCTH,

- CAaMOCTOSITENTLHOTO aHaln3a (aKThl, COOBITUH, SBICHUI, TIPOIIECCOB B
UX B3aUMOCBSI3U U INAJICKTUYCCKOM Pa3BUTHH.

XOPOLIO /3AYTEHO

3HaerT:

- CTYIEHT TBEPIO YCBOWJI MaTepuaj, JOCTaTOYHO TIPaMOTHO €ro
u3Jlaraer, OMNHpasCh Ha 3HAHUS OCHOBHOM M JOIOJIHUTEIbHON
JUTEPATYpBHI,

- 3aTpynHseTcs B GOpMYyIMPOBAHUN KBATU(UIMPOBAHHBIX BHIBOJIOB U
00001IeHNH, OMepUpyeT KaTerOpUsIMH W TOHSATHSAMH, HO HE BCEr/Aa
MPABUIILHO UX BEPUPHUIIUPYET.

VYwmeer:

- CTYJICHT YMEET CaMOCTOSITEIbHO U B OCHOBHOM IPABUIIHHO PEIIaTh
y4eOHO-TIpo(heCCHOHANIbHBIC  3aJla4d WU 33JaHus, YBEPEHHO,
JOTMYHO, MOCIENIOBATeIbHO M apryMEHTHPOBAHO H3JIarath CBOE
pellieHre, HE B IOJIHOM Mepe WCIOJIb3ysl HaydyHbIC TOHITUS H
CCBUIKM Ha HOPMATUBHYIO 0a3zy.

Bnaneer:

- CTYICHT B ILIEJIOM BJIQJICET PAlMOHATBHBIMH METOJAaMU PEIleHUs
CJIOXKHBIX HpO(l)GCCI/IOHaJII)HI)IX 3aaa4, NpCACTAaBJICHHBIX OCJIOBbBIMH
WUrpamu, KeicaMu 1 T.J1.;

[Ipu pemiennn cMor HpPOJEMOHCTPHPOBATH JOCTATOYHOCTh, HO HE
IIIyOMHHOCTH HaBBIKOB

- BBIJICJICHUA I'JIaBHOI'O,

- U3J10KEHHS MBICIICH B IOTHYECKON MOCICA0BATCILHOCTH.

- CBSIBKHN TCOPCTUICCKUX HOJIOKEHUH C Tpe6OBaHI/I$IMI/I
PYKOBOASIIMX JOKYMEHTOB,

- CaMOCTOSTEIILHOTO aHalu3a (akThl, COOBITHH, SIBJICHUH, TPOILIECCOB
B MX B3aMMOCBSI3H U TUAJIEKTHUYECKOM Pa3BUTHUHU.

YIAOBJIIETBOPUTEJIbBHO/ 3AUTEHO

3HaerT:

- CTYZICHT OPHEHTUPYETCS B MaTepHae, 0JTHAKO 3aTPYAHIETCS B €T0
U3JI0KEeHUH;

- IOKa3bIBAET HEAOCTATOYHOCTh 3HAHUN OCHOBHOMW U JOTIOJIHUTEIBHON
JUTEPATypHI;

- c1abo apryMEHTHPYET Hay4HBIE TIOJIOKECHUS;

- IPAKTUYECKH HE CIIOCOOEH C(hOPMYIMPOBATEH BBIBOABI U 0000IIEHNUS;
- YaCTHUYHO BJIaJIe€T CUCTEMOI MOHSITHH.

VYwmeer:

- CTYJIEHT B OCHOBHOM YyMEET PEIIUTh Y4eOHO-MPOdeCcCHOHATHHYIO
3a]avdy WIHM 3a/laHde, HO JIOMYCKaeT OIMMOKHU, CIad0o apryMEHTHPYET
CBOC PpPCHICHHWEC, HEAOCTATOYHO MCIIOJIB3YCT HAYYHBIC IIOHATHUA U
PYKOBOJSIINE JOKYMEHTHI.

Bmaneer:

- CTYAEHT BJIQJICET HEKOTOPHIMH PAIMOHATBHBIMUA METOJAAMHU PEIICHUS
CIIOXKHBIX TPO(PECCHOHATBHBIX 3aj]a4, MPEJICTaBICHHBIX JIEJIOBBIMU
Wrpamu, KeicamMu H T.1.;

IIpu pemieHny TpoIeMOHCTPUPOBAII HEAOCTATOUYHOCTh HABBIKOB

- BBIJICNICHUS TIIaBHOTO,

- U3JI0KEHUS MBICJIEH B JJOTMYECKOM MOCIIE0BATEILHOCTH.

- CBSI3KM TE€OPETHYECKHUX TMOJIOKEHUN C TPEOOBAHUSMHU PYKOBOISIINX
JIOKYMEHTOB,




- CAaMOCTOSITENTLHOTO aHaln3a (aKThl, COOBITUH, SBICHUI, TIPOIIECCOB B
X B3aUMOCBS3U U TUAJICKTUYECKOM Pa3BUTHH.

KOMHCTCHHI/ISI HC JOCTUTHYTA

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

- HE MOXET apryMEHTUPOBATh HAy4YHbIE TIOJIOKEHUS;

- He hopMyIHpyeT KBaTU(UIIMPOBAHHBIX BEIBOJIOB M 00OOIICHHUI;
- HE BJIAJEET CUCTEMOU MOHSATHUM.

Vmeer: CTyJCHT HE IIOKa3aJl yMEHHE pemarh y4eOHO-IPo(eCCHOHATBHYIO
3a7a4y WM 3a7aHue.

Bnaneer: HE BBIMOJHCHBI TPEOOBaHMS, TMPEABSBISIEMbIE K  HaBBIKaM,
OLICHUBAEMBIM ‘‘yJIOBJICTBOPUTEIILHO .

HEYJIOBJIETBOPUTE
JIbHO/ HE 3AYTEHO

4. TunoBble KOHTPOJIbHbIE 3aJaHWsl W/WJIN WHbIe MaTepHAJbl JJA TPOBeIeHUsA
NMPOMEKYTOYHOM AaTTecTaluuu, Heo0XoAHMbIe /sl OIEHKH [IOCTHKEHUS] KOMIIeTeHIIUH,
COOTHECEHHOM C pe3yJibTaTaMM 00y4YeHHUsI 110 JUCIUILINHE

TunoBbIe BOMPOCHI

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

2.IIpeamer u 3agauu Kypca.

3.Jloruueckasi CTpyKTypa IMCUUIUIMHBI, €€ MECTO B CHCTEME IOATOTOBKH CIEIUANINCTA,
MEXIPEAMETHBIE CBSI3U.

4. CoBpeMEHHOE JIETIONPOU3BOICTBO: 11€JH, 3a]]a4l ¥ MPUHIIUIIBL.

5. OcHOBHBIE TIOHSATHS U ONpEAeNeHUs: JOKYMEHT: €ero CBOWCTBa U (PyHKUIHH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

Tunosbie Npod1eMHO-aHATUTHYECKHE 32 JaHUSA
1. Ilpobnemuo-ananumuyeckoe 3a0anue:
1. HazoBure Bce BHABI JOKYMEHTOB M YKaXHUTE, MO KakUM IpHU3HAKaM OHU
KIIACCU(PUITUPYIOTCSI.
2. Haiigute onpenenenye JOKyMEHTa B TOCYJapCTBEHHOM CTaHJapTe.
3. CocraBbte Tabnuny «IloHsATHE TOKyMEHTa B HAYYHBIX JUCLUIUIMHAX)
4.0Onpenenute BUA JOKYMEHTA: OPUIMATIBbHBIE, TUYHBIE U JINYHOTO MTPOUCXOKACHUS

2. Ilpobnemno-ananumuueckoe 3a0anue:

1.CocraBbTe npuKas (pacopspKeHUe) o IpueMe Bac Ha paborty,
2.CocraBbTe IpHKa3 (pacrnops’KeHUE) O MEPEBO/IE Bac Ha IPYryro paboTy
3. CocraBbre [Ipuka3 (pacnopskeHue) o NpeAoCTaBICHUH BaM OTITyCKa

3. IIpobaemno-ananumuueckoe 3a0anue:

1.CoctaBbTe TpaduK OTIYCKOB OpTraHU3AIMH COCTOSIIEH W3 15 COTpyaHUKOB: 2 u3
KOTOPBIX 3aMECTUTEIH PYKOBOJUTENS, OIMH- TJIaBHBIM Oyxranrep, 2 — OyxXraiarep 1 Kaccup, OJUH —
CIIEIUATIUCT OTJeNa KaJapoB, 5 — pab0YNX-CMEHIIUKOB, 2-pab0THUKA Ha § 4acOBOM pabovHil JeHB,
0JlHa — YOOpIIHIIA, 2 — MEHEKEPOB.

2. CocraBbTe npuKa3 (paclopsbkeHHe) O MpEeKpalleHUH AeMCTBHS TPYIOBOTO JOTOBOpa
(KOHTpaKTa) C BaMHU.

3.CocraBbTe npuKa3 (pacopsiKeHHe) O HallpaBJIEHWH Bac B KOMaHAUPOBKY

4.BpImummTe KOMaHIMPOBOYHOE YAOCTOBEPEHUE PAOOTHHUKY

4. Ilpobremno-ananumuieckoe 3a0aHue:




1. Pasbeiitech Ha rpymnmbl 1Mo 4 4eaoBeKa M cocTaBbTe [IpaBmia BHYTPEHHETO TPYIOBOTO
pactiopsiika; [lomoxkeHue o 3amUTe MEePCOHANBHBIX NaHHBIX; [lomokeHue 00 oruiare TpyaAa;
[TonoxkeHue o CTPYKTYpHBIX MojapasaeneHusx; [lomoxxenue 06 arrectanuu

2. Boibepute 0JHy U3 KOHKPETHBIX JI0JDKHOCTEN U COCTaBbTE JI0JKHOCTHYIO HHCTPYKIUIO

3. CocTaBbTe MpUKa3 O NOOMIPEHUH paOOTHUKA.

5. Ilpobremno-ananumuueckoe 3a0anue:
PasbeliTecs Ha rpynmbl 1O 4 YEIOBEKA U COCTABHTE
1. ITosnoxeHue o NpeMUpOBaHUY;

2. IHCTpyKILIMIO IO KaAPOBOMY JIETIONPOU3BOJICTBY;
3. [TonoxxeHue 00 OLIEHKE MIEpCOoHAaa;

4. ITonoxenue 06 00y4eHUH;

5 Ilonoxxenue 00 amarTanuu

6. [Ipobremuo-ananumudeckoe 3a0anue.
1. CocraBbTe rpaduk JOKYMEHTOOOOPOTa B KOHKPETHOM OpraHU3aIluH
2. Pazbeiitecy Ha rpynmsl 1Mo 4 4eI0BEeKa U COCTaBbTE
- [onmo>xenue o paboTe ¢ KaJIPOBBIM PE3EPBOM;
- [onoxxenue o mpeMupoBaHUU

7. [Ipobnemno-ananumuueckoe 3aoanue:
1.IlpencraBbTe CTPYKTYpY YCTaBa OpraHu3aiiu
Cocrasbre:

2. IloctaHoBneHUE IO KOHKPETHOMY COOBITHIO.
3. PelieHue o KOHKpETHOH 3aja4e yIpaBieHUsI.

8. Ilpobremno-ananumuueckoe 3a0anue:

1. CocTaBbTe MpHKa3 Mo KaAPOBOMY COCTaBY.

2. CocTaBbTe yKa3aHuUe 10 PelIeHU0 KOHKPETHOT0 BOIIpoca.

3. CocTaBbTe pacopsiKeHHs 10 KOHKPETHOMY COTPYIHUKY

4. OdopmuTe IPOTOKOJI 3acelaHusl COOpaHMs KOJIJIEKTHBA OpraHU3aliH.

9. IlpobremHo-ananrumuieckoe 3a0aHue:
1. CocTaBbTe aKkT 0 HapyIIEHUHU TPYAOBOTO JOTOBOPA KOHKPETHOTO COTPYAHHUKA.
2. Onummre cTpykTypy [lonoxxeHus kak J0KyMeHTa
3. Onumure npaBuiia COCTaBICHUS] MHCTPYKIIMMA

10. Ilpobremno-ananumuueckoe 3a0anue:
1. Ucnionb3ys TMIIOBYIO hopMy «oOmIuii O1aHK» 3alOJIHUTE €e.
2. Ucnonb3ys TUIIOBYIO (pOpMYy «OaHK MUCbMay 3aIll0JIHUTE €€
3. Ucnonb3ys TUIIOBYIO (hopMy «OJTaHK KOHKPETHOTO BHJIa TOKYMEHTay 3allOJIHUTE €e.

Tembl HcciIe10BaTeIbCKUX, TBOPYECKHX NIPOCKTOB

Iloozomoeka uccrnedosamenbcKux NPOEKmMos o memam:

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

2. DNEeKTPOHHBIN JOKYMEHT M Mpo0OJieMa ero MpaBoOBOrO cTaTyca.

3. Ocob6eHHOCTH COTTIacOBaHMS AJIEKTPOHHOTO JJOKYMEHTA.

4. WHdopmannoHHO-CIIpaBOYHBIE JOKYMEHTBl — CIpPaBKH, aKTbl, JOKJIAgHBIE U
OOBSICHUTENIbHBIE 3alUCKHU, JOBEPEHHOCTH, CIyXeOHbIe MUChbMa, Tele(OHOIpPaMMBbI, TEJIeTrPaMMBI,
(dakcorpamMmsI

5. Ilpuaanue opuMIECcKON CHITbI JOKYMEHTY B JIEKTPOHHOU (hopMme.

6. [Ipumenenue 6a3 1aHHBIX, 11a0JIOHOB, TEKCTOBBIX PEIAKTOPOB.



Teopueckoe 3a0anue (c 21emenmamu scce)

Harnummre scce o teme:

1.Poib apxvBOB B COXpaHEHHH JOKYMEHTOB

2. MexBeTIOMCTBEHHBIC, BEJJOMCTBEHHBIC apXHUBBI. APXUBBI OpraHU3aIui,
NpEaNpUITHH, yupexaeHuid. ['ocy1apcTBEHHbIE apXUBbI

3. DIEKTPOHHBIA TOKYyMEHTOOOOPOT: MOJIOKUTEIBHBIC U OTPHUIATEILHBIC YSPTHI

TunoBble 3aJaHus K HHTCPAKTUBHBLIM 3aHATUAM

CpasHumenvHulil ananus 6 hopme oucnyma
1.D0eKTpOHHBIN JOKYMEHTOOOOPOT: MOJI0KUTEIbHBIE U OTPULIATEIbHBIC YEPTHI
2. Mecrto auctumiuabl “OCHOBBI I€TIO0NPOU3BOICTBA M IOKYMEHTOOOOPOT” B COBETCKOW H
COBPEMEHHOM cUCTeMax MOJrOTOBKH CHELMAINCTA -YIIPaBJICHLA.

3aoanue no pewenuro ynpasnenuecxou cumyayuu. Ketic 1

[Ipouuio 3acenaHue MHBEHTApU3ALMOHHOM KOMMCCHM 3aBOJa Ta30BOM ammaparypbl, Ha
KOTOPOM pacCMaTpuBajICsi BONPOC O pe3yJbTarax WHBEHTapu3auuu no ckiaagy Ne 2
BCIIOMOTATENbHBIX MaTepuaioB. Ha 3acemanny ObUTO MPUHSATO IMOCTAHOBIICHHE 00 yTBEP)KICHHUN
pe3ylbTaTOB MHBEHTApPU3allUM U OTHECEHUS 3a CYET 3aBEIyIOUIEro CKJIAaJoM HEeJA0CTayu
BCIIOMOTaTeJbHbIX MaTepuajoB B cymMme 365 Tbhic. py0., a Takke 3ayuTaHbl CIMYUTEIbHAS
BEJIOMOCTH 110 cKkjaay Ne 2 u 0ObSACHUTENbHAS 3aKiCKa 3aBEAYIOLIET0 CKIaI0M.

- Kakoii ToKyMeHT COCTaBJISIETCS IO UTOTaM 3aceaHuil KOMUCCUM pa3Horo pojaa?

- Kakue pekBU3UTHI JOJKEH BKIIIOYATh JAHHBIN JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTel OH Iperoaraer?

- Kakue daktuyeckue nanHble JOIKHBI ObITH BHECEHBI B 3TOT JIOKYMEHT?

Pewenue keiica.

I[lo  wroram  3acemanuii  komuccuum  cocraBisiercss  IIporokon — 3acenanus
MHBEHTapHU3allMOHHOW KOMUCCUH 10 PACCMOTPEHUIO PE3yJIbTaTOB HHBEHTAPU3ALMH.

IIpOTOKOJI CONEPIKUT CIENYIOIINE PEKBUZHTHI:

HAaUMEHOBaHME OpraHu3alliii; Ha3BaHHME BHJAa JOKYMEHTAa; JaTa M HOMEp IMPOTOKOI]Ia;
3arojIOBOK K TEKCTY; TEKCT; MOJAMUCH YYaCTHUKOB; TpU(] yTBEpxkaeHUs (B cllyyae, Korjaa MpoTOKOII
MO/IJICXKUT YTBEPIKIEHUIO).

IIpoToK0JI COCTOUT M3 2 YacTell: BBOAHON U OCHOBHOM.

B 3TOT 1OKYMEHT 0JKHBI OBITh BHECEHBI CIEAYIOLINE (PaKTHUECKUE JaHHbIE:

1) Ha3BaHMsI JOKYMEHTA U MPEANPUATHUS.

2) yKa3aHue 4JIEHOB KOMHCCUU U TPEJCeaTesl.

3) cMCcOK BBICTYHAIOIIUX Ha 3aceJaHMH KOMHUCCHU.

4) nToru MHBEHTAPU3ALIUH.

5) perieHusi, KOTOpble ObLTH MPUHSTHI.

6) 3aKII0UYeHNE KOMUCCHH.

7) UTOTH TOJIOCOBAHUS (€CIIU OBLIN).

8) MeponpuATHs, IPOBEACHHBIE B MIPOIIECCE HHBEHTApU3AIINH.

9) BBISIBJICHHbIE HAPYILIEHUS U T€, KTO B HUX BUHOBAT (MM$ U TOJDKHOCTB).

10) nata 1 MecTO cOCTaBJIEHUSI IPOTOKOJIA.

11) monmucu nmpeacenaTens U ceKpeTapsi KOMUCCHH.

Keuic 2

B crpourensHoM koomepatuBe «CtTpoiicepBuc» Obul OOHapykeH (PaKT HEmpaBHIBLHOTO
UCIIOJIb30BaHUSl CTPOUTEIBHBIX OTXOZO0B. I[Ipu mpoBepke paboOThl CKiIaja MHUIOMAaTEepHUaIoOB
YCTAHOBIIEHBI (PAKTHI OTITyCKa B KOTEINBHYIO JIJISI COKHUTAHHUS OTXOJIOB MUJIOMATEPHUATIOB JITHHHOM
cBbie 20 cMm.

- Kakoii ToKyMeHT 1MO3BOJIUT PETIIaMEHTHPOBATh OTITYCK CTPOUTEIHHBIX MaTepHATIOB?



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

- CKOJIbKO JOJKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 HCIIOTHEHUE TaHHOTO

JTIOKyMeHTa?

- Kakue pekBU3NUTHI JOJKEH BKJIIOYATh JAHHbBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTe¥ OH mpemnosaraet?

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

Pewenue keiica

JIOKYMEHT, KOTOPBIH IO3BOJIUT PErIaMEHTHPOBATh OTIIYCK CTPOUTENIbHBIX MAaTEpPUAIIOB -
[Ipukas.

OOs3arenbHble TYHKTHl TpUKa3za: 1) TYHKTB, B KOTOPBIX JAIOTCS MOPYYCHHUS
UCIIOJTHUTEJISIM U CPOKU UCIIOJTHEHHS. 2) MMYHKT O KOHTPOJIE UCIIOJIHEHUS IPUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHHUE NPUKa3a ABJISETCSA OJHO JOJKHOCTHOE JIMILIO.

[Ipuka3 nomkeH BKIOYATh TAKUE PEKBU3UTHI, KaK II0JHOE HAMMEHOBAaHUE KOMITAHHUH
COIJIACHO JEHCTBYIOIEMY YCTaBy; OpraHM3allMOHHO-TIPaBOBas (popMa; MECTO COCTaBJICHHUS WIIH
W3/IaHUSI; PETUCTPALMOHHBIM HOMEp, YKa3aHHBIA B >KypHaJIe PErUCTPAllMd; HaMMEHOBAHHME BUA
JIOKYMEHTA; 3arojloBOK; TEKCT; Jara CO3/JaHuf; JaTa IOANMCAHUSA MOJNUCh PYKOBOAMUTENIS C
pacunpoBKO; OTMETKH O HATMYUU TPUIIOKEHUI;

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

B 3TOT 1OKYMEHT 10JKHBI ObITh BHECEHBI (pakTHUecKHe JaHHble [ [puuuHbl U nopy4yeHus.

Ananumuueckue 3a0anus

1. HUcmone3ys 'OCT 7.32 — 2001 IlpaBunma o¢opmiIeHHS TEKCTOBBIX JOKYMEHTOB,
chopMynUpyiTe OCHOBHBIE TPeOOBaHMS K 0(OPMIICHUIO TEKCTOBBIX JOKYMEHTOB

2 Ucnomszys T'OCT P 6.30-2003 VYHuPHUIHPOBAHHBIE CHCTEMBI JIOKYMEHTAIUH.
YHuUuupoBaHHAs CUCTEMAa OPraHU3alMOHHO-PACIOPSINTEIbHON JOKyMeHTaluu. TpeboBaHus K
0hOpMIIEHUIO  JIOKYMEHTOB, chOpMyaupyiWTe TmpaBuiaa oO(QOpMIIEHUS  OpraHU3AIMOHHO-
pacropsauTeNbHON TOKYMEHTaluu

3. Hcrionb3yst KOHKPETHBIN TOKYMEHT, IEPEUNCITUTE PEKBH3HTHI.

4. CocTaBbTe CXeMY pacTOPKEHUS TPYAOBOrO JJOIOBOPA MO MHULIMATHBE pabOTHHKA.

5. HauepTtute cxemy JOKyMEHTOOOOpPOTa B OpTaHU3aLIUN

6. CocTaBbTe HHCTPYKIIMIO 110 COCTABICHNUIO HOMEHKJIATYpHI Jell.

7. 3anumuTe NpaBuia paboThl ¢ JOKYMEHTAMHU COJEpKallUMH KOH(PHUACHLIHATbHYIO
UH(OPMALIHIO.

Tunosblie TECTHI

Bonpoc 1. /lesionpou3BoacTBo — 3T10:

1. peATEJBLHOCTH 1O JOKYMEHTHPOBAHMIO, JOKYMEHTO000POTY, ONIEPATUBHOMY XPAHEHHUIO0 M
HCINO0Jb30BAHUIO JOKYMEHTOB;

2. nponcaypa Co3ianus, TUPpaXKUpPOBAHUA U PETUCTPALIMN BXOOAINUX U HCXOAAIINUX JOKYMCHTOB,
3.HemocpeACTBEHHOE CO3/IaHNe OPHUIIMATBHBIX JOKYMEHTOB Ha MPEANPHUITHH,

4. nesaTenbHOCTb M0 JOKYMEHTUPOBAHUIO U JJOKYMEHTOOOOPOTY.

Bomnpoc 2. ITos10:xeHHe 0 CTPYKTYPHOM MOAPa3AeJIeHUU — 3TO:

1. mpaBoBOil aKT, KOTOpPBIH YCTaHABJHMBaeT CTATYyC, (pyHKuOHMH, mpaBa, O0SA3aHHOCTH H
OTBETCTBEHHOCTh CTPYKTYPHBIX NOApPAa3/1eJeHUil M1 MHBIX OPTraHOB;

2. TpaBOBOW aKT, KOTOPBIA OMpEeNseT CTaTyc OpraHu3alliM, €€ 3aJayd U (YHKIMH, IpaBa,
OTBCTCTBCHHOCTD, IMTOPAIOK ACATCIbHOCTHU,

3. ZI0OroBOp, CTOPOHBI KOTOPOTro OOS3YIOTCS CO3/aTh IOPHIMYECKOE JIMLIO U YCTaHABIUBAIOT
MOPSAIOK COBMECTHOM EATEIBHOCTH 110 TaHHOMY (akTy



4. Bce OTBETHI BEPHBIE

Bomnpoc 3. /laToii 10/I2KHOCTHO MHCTPYKIMHM SIBJISETCH 1aTa:
1. ee yrBepikaeHus;

2. €€ COCTaBJICHHUST,

3. 0O3HaKOMJIEHUS C HEell paboTHHKA

4. cornacoBaHus

Bomnpoc 4. IIpaBoBoii akT, B KOTOPOM 0TOOPAKAETCHA MOPSAAOK AeSITEJIbHOCTH PYKOBOACTBA
OpPraHM3alNu, 2 PABHO KOJ/UIETHAJBLHOI0 HJIH COBEIATEILHOI0 OPraHa — 3To:

1. periiamenT;

2. LITaTHOE pacIUCaHMUE;

3. pacrnopsiKeHue,

4. ycras.

Bomnpoc S. ITo cdepe cBoero geiicTBus pacnopsiaAuTeJabHbIe JOKYMEHThI 1e/IATCH Ha:
1. denepanbHOro ypoBHS, pErHOHAILHOIO YPOBHS, IPABOBbIE aKThl OpraHU3alLUi;

2. KOJUIEKTUBHbIE U UHIUBUyaIbHbBIE;

3. mpaBOBbIEC aKThl OpraHU3alUi, IPABOBbIE AKThl UX CTPYKTYPHBIX OpPa3IeIICHU.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne nzaaercs:

1. pyxoBoauTeieM eAMHOJINYHO;

2. KOJJIEerHanbHo;

3. B yCIOBMSX BEIOMCTBEHHOI'O PET'YIMPOBaHUS,

4. CANHOJIMYHO HUJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyallun

Bonpoc 7. Konusi 4acTi 10KyMeHTa, KOTOPAasi 3aBepeHa B ONpeaeIeHHOM MOPSIKe, ITO:
1. BBINHCKA,;

2. DIEKTPOHHAS KOMUS;

3. mybnukar,

4. crmcok

8. He siBi1sIeTCA JOKYMEHTOM, KOTOPbIii MHUIIMUPYET pelleHune:
. mpoeKT 10KyMeHTa;

2. 3aKJII0YEHUE;

3. nokiagHas 3ammcka,

4. Bce OTBETHI HEBEPHbIE

Bonpoc 9. YeMm BHelIHe 0TJIMYAeTCS MPOEKT JOKYMEHTA OT €ro OKOHYAaTeJIbHOI0 BapuaHTa?
1. Haanucbio «1poeKkT» B BEPXHeM I0J1e CIPaBa;

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

3. IIpoexT odopmisieTcss Ha CrieIUaTLHOM OJIaHKE

4. Bce oTBETHI BEpHbIE

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

1. PacnopsiauTenbHas;

2. KoHcratupyromas;

3. BBoaHas

4. 3axnrouuTenbHas



Bonpoc 11. B coctaB nHpOPMAaLMOHHO-CIIPABOYHBIX IOKYMEHTOB He BXOJHT:
1. yka3anmue;

2. JOKJIaaHas 3aIMcKa;

3. cBojkKa,

4. oObsICHUTETbHAS 3aIICKa

Bonpoc 12. Bug uH(pOpManuOHHO-CIIPABOYHON [JOKYMEHTAllUM, SIBJsSIONIelics Crocodom
OIePaTHBHOI0 HH(POPMALMOHHOI0 00MEHA MKy OPraHNu3alMAMH, HA3bIBACTCH:

1. pesi0BOI MepenucKoii;

2. IOKyMEeHTalueH JUisl C1yKeOHOro M0JIb30BaHNUS;

3. CTaTUCTUYECKOW OTUETHOCTHIO

4. cimyxeOHOM 3aImMCKOM

Bomnpoc 13. YUto npeacraJisieT co00i 3asiBJieHHE B IOKYMEHT0000pOTEe Opranu3auuu?

1. OTO0 NOKYMeHT, KOTOpbIii aJpecOBAH JOJLUKHOCTHOMY JIMIYy H COAEPKMT KAKYIO-JIH00
npocs0y padoTHUKA;

2. DTO IOKYMEHT € IPEI0KEHUEM Ha3HAUNUTh, IEPEMECTUTD UIIU MOOIIPUTHh PAOOTHHUKA;

3. DTO TOKYMEHT, OOBSICHSIOLINI MPUYUHBI CIIYUYHBIIETOCS, KOTOPBIH COCTaBIseT paOOTHUK.

4. Bce oTBEeTHI BEpHbBIE

Bonpoc 14. Uto He siB/IsIeTCS NPU3HAKOM aKTa?

1. cocraBienue B cB000aHOI Gopme;

2. ycraHOBiEeHUE (PAKTHYECKOTO COCTOSHUE JIENI U OTPAKEHHE €TO B AKTE;
3. MOATBEp)KACHUE YCTAHOBJIEHHBIX (DAKTOB, COOBITUM, 1EHCTBUIA,

4. KOJIErHaJIbHOCTh COCTABJICHUS.

Bonpoc 15. JlokymMeHTbI, KOTOpPble HM3AaHbI BHYTPH Y4YpeXKIAeHHs M OTNPABJIEHbI 32 €ro
npejesabl AJ1si PyKOBOACTBA HH/KECTOSIIIIMM OPraHaM yIpaBJieHHs JIM00 B LeJIAX UCIOJTHEHUs
NMUCbMEHHBIX YKA3aHU BbICHIEH HHCTAHINU, HA3bIBAIOTCSH:

1. mcxoasimUMHU JOKYMEHTAMM;

2. BXOAAIIUMU JOKYMCHTaMU,

3. JOKJaJHBIMU 3alMCKaMHU,

4. TepernucKou.

Bonpoc 16. Uro Bkio4aeT B ce0sl TEXHMYECKOE HCIIOTHEHHE IOKYMEHTA:

1. moAroTOoBKY MpoOeKTa JOKYMEHTA, HA0Op U pacne4aTKy TeKCTa NMPOeKTa, KOPPEKTHPOBKY
coliep:KaHMsl JIOKYMEHTAa [ocje corjacopanus, ogopmieHue ¢(GUHATLHOIO BapHaHTa
JOKYMEHTA;

2. TperoCTaBICHUE pACIEeYaTaHHOIO IPOEKTa JOKYMEHTAa PYKOBOAMTENIO HAa COIJIACOBaHHE,
yCTpaHEHUE HETOYHOCTeH, HabOp OKOHYATENILHOTO JOKYMEHTA;

3. cocraBieHHE JOKYMEHTa Cpa3y B OKOHYATEIbHOM BapUaHTE, €ro MOAMUCAHUE Y PYKOBOAUTEIS,
OTIIpaBKa JOKYMEHTA ajipecary,

4. BCE OTBETHI BEPHBIE

Bomnpoc 17. Koraa 10KyMeHT SIBJISE€TCH UCIOJHEHHbIM?

1. Koraa paccmarpuBaeMblii B IOKyMEHTe BONPOC pa3pelieH MOJHOCTHIO U MepenucKa 1o
HeMY 3aBeplleHa;

2. Kak ToibKO T0KYMEHTY NIPUCBOEH PErUCTPALIMOHHBIA HOMED;

3 . Korna 1oKkyMeHT moJIy4eH KOHEYHBIM aJpecaToM

4. Korna JOKyMEHT OTIIPABIIEH HA apXUBHOE XPaHEHUE



Bonpoc 18. OTiimune akTOB MNPOBEPOK, 00C/IeI0BAHUI, PEeBU3HIl 3aK/JII0YAETCS B TOM ,4TO
OHH...

1.¢ukcupyroT ycTaHOBIIEHHBIE (DaKThl U COOBITHS

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

3. He TOJIbKO (PMKCHUPYIOT YCTAHOBJIEHHbIE (PAKTBHI U COOBITHSI, HO M COJEPKAT BbIBObI,
PEeKOMEHIAUM U NPeII0KEeHU s

4. copepKaHME€ HE COTJIACOBBIBACTCS C JIOJDKHOCTHBIMHM JIMIAMH, JEATEIbHOCTh KOTOPBIX
OTpakaeTcs B aKTe

Bonpoc 19. Iudposoii wmam OykBeHHO-UM(POBOH HAEHTH(PHUKATOP [TOKYMEHTA,
BKJIIOYAIOIINI TOPAJAKOBBII HOMeEp, JONOJHSIEMbI 10 KEJAHUI HHIEKCAMH COIJIACHO
HCIMO0JIb3yeMbIM KJIaCCU(PUKATOPAM, HA3bIBAETCH:

1. perucTpalMOHHBIM HOMEPOM JIOKYMEHTA;

2. rpudom;

3.1aToi IOKyMEHTa

4. pEeKBU3UTOM.

Bonpoc 20. Kakoii gopmaTt 6ymaru ucnosb3yercsi AJs U3r0TOBJIEHUsI 0JIAaHKOB Pe30JII0uuii?
1. AS, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem ungopmanuu siBJasieTcs:

1. MaTepuaJbHbIH 00bEKT, KOTOPbIH HYKeH 1JIs1 (PUKCALNH, XPAHEeHUS (M BOCIIPOU3BeIeHH)
peueBoii, 3BYKOBOM HJIH M300pa3uTe/IbHOI nHGopManun;

2. co3narenb J0KYMEHTA;

3. CTPYKTYpHOE MOJpa3eieHe, BRIMOIHOMEe (QYHKIIMU 10 BEICHUIO JOKYMEHTO000pOoTa

4. pyKOBOAMTEIb MOAPA3ACICHHUS.

Bonpoc 22. CBOHCTBO JOKYMEHTAa NOATBEP:KIATH ACIOBYI0 NeATEJbHOCTH JH00 CcOObITHE
JIMYHOI'0 XapaKTepa — 3To:

1. ropuanyeckasi 3HAYUMOCTb JOKYMEHTA;

2. ropuauyecKas cuia JOKyMEHTa;

3. ayTEeHTHUYHOCTb,

4. pyHKUIMSA TOKYMEHTa

Bonpoc 23. TunoBbIM CPOKOM MCIOJTHEHHS JOKYMEHTA HA3bIBAETCH:

1. cpok MCIOJTHEHHS JOKYMEHTA COIJIACHO HOPMATHBHO-IIPABOBOMY aKTY;

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

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

4. Bce OTBETHI BEPHBIE

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

1. apXuBHBIN IyTEBOAUTEID;

2. apXWBHBII CIIPABOYHUK;

3. apXUBHBIN yKa3aTelb,

4. (GoHIOBBII CLIPABOYHUK



Bomnpoc 25. YaupuuupoBanHoii GopmMoii 10KyMeHTa SABJIAETCH:

1. ¢popmyasip noKyMeHTa omnpeaeJeHHOr0 BHAA, KOTOPbIH COJEPKUT MOCTOSSHHYH 4YaACTh
TeKCTa;

2. OyMaXHBI WU JJIEKTPOHHBIN IIA0JIOH C PEKBU3UTAMH, MO KOTOPBIM OMNPEICNISICTCS aBTOP
O(pUIMATBHOTO T0KYMEHTA;

3. PEKBU3UT O COTJaCUM OpraHu3allid, KOTOpas HE SBISETCA aBTOPOM JIOKYMEHTa, C €ro
CoJIep’KaHuEM,

4. BBINKCKA U3 IOKYMEHTA.

Bonpoc 26. KakoBa aiuHa caMoii JJTHHHOI CTPOKH PEKBHU3UTA MPH YIJIOBOM PACHOJIOKEHUHU
PEKBU3UTOB?

1. He 60.1ee 7,5 cm;

2. He 6omee 12,5 cwMm;

3. He 6omee 10 cm.

4.He 6onee 5 cm

Bomnpoc 27. PekBU3UT JOKyMeHTa — 3TO:

1. 31eMeHT oopMiIeHH S JOKYMEHTA;

2. perucTpaluuOHHbII HOMEp JOKYMEHTA;

3. CBeIeHUs O J1aT€ U UCIIOIHUTENE TOKYMEHTA
4. cBeneHHs 00 OpraHU3aIMU

Bomnpoc 28. Kakue 710KyMeHTbI MUHYIOT CTAIMIO IIPOEKTA
1. 1oKJIaIHbIE 3aANIUCKMH;

2. IpUKa3bI;

3. cpaBky;

4. aKTHI

Bomnpoc 29. IlpenBapureabHbIi TEKCT JOKYMEHTA, KOTOPbIH JIUYHO TOTOBUT HCIOJHHUTE/Ib
WM COMCIIOJIHUTEIb JOKYMEHTA, 3TO:

1. 4epHOBHK JOKyMEHTa

2. MPOEKT J0KYMEHTA;

3. D3K3eMIUISIp TOKYMEHTA;

4. KomHs TOKyMEHTA.

Bonpoc 30. /lesjonpou3BoacTBo 310:

1. cdepa nesTenbHOCTH 10 00ECTIEYEHUI0 OPraHU3alMi OPUCHBIMU JOKYMEHTaMH;

2. oTpaciib AesiTeIbHOCTH, KOTOpasi o0ecreYyHBaeT JTOKYMEHTHPOBAHHE H OPTaHHU3AIUI0
padoThI ¢ 0pMCHBIMYU TOKYMEHTAMM;

3. oTpacip AesITeTbHOCTH, KOTOpasi 00eCTIeYMBAET BHEITHUE U BHYTPEHHHUE CBSI3M OpTaHU3aIINH;

4. nesTenbHOCTb, CBS3aHHAs ¢ O(POPMIICHHEM YIPaBICHYECKUX JOKYMEHTOB

Bomnpoc 31. B pa3aes o0me moi0KeHust JOKyMeHTAa BXOIAAT
1. neau u 3agaun;

2. opMBI 1 METOJTBI YIIPABIICHUS;;

3. KOHKpETHBIE 00S3aHHOCTH,

4. BU3BI COTJIAaCOBAHMS

Bomnpoc 32. Ha kakoM J0KyMeHTe He CTABUTCSH PEKBU3UT HAUMEHOBAHME BU/A IOKYMEHTA
1. YcraBe;

2. TOJKHOCTHOM MHCTPYKIIMH;

3. nucbMe;



4. akTe

Bomnpoc 33. I'pu¢ yrBep:KaeHusi CTaBUTCS

1. B BepXHeM NMPABOM YIIY;

2. B HUXKHEM IMIPaBOM YTIIy;

3. B HIDKHEM JIEBOM YTy

4. B COOTBETCTBUU C T€M, KaK MPUHATO B OPraHU3ALUN

Bomnpoc 34. K 0CHOBHBIM perjiaMeHTHPYHOIIMM padoTy ciay:k0bl JJOY 10KyMeHTaM OTHOCAT
1. HHCTPYKIMIO MO 1€JIONPOU3BO/JACTBY;

2.KBaTM(DUKAITMOHHBIN CIIPAaBOYHUK JTOJDKHOCTEH;

3. Tabenb yHUPHUITMPOBAHHBIX (OPM JJOKYMEHTOB;

4. YcraB

Bompoc 35. Kakoii BuHI pacnopsiiMTeJIbLHOr0 JOKYMEHTA M31aeTcsl eIMHOJUYHO
PYKOBOAUTEIEM

1. mocTaHOBJIEHHE;

2. pelIeHHE;

3. pacnopsi:keHue;

4. npukas

Bonpoc 36. KosmmuecTBo pekBu3utoB HOBoro 'OCTa no cpaBHeHH10 ¢ npeabl1y M
1. Gosble Ha 1Ba PEKBU3UTA;

2. 00Jib11IE HA OIMH PEKBHU3MT;

3. MeHbLIE Ha JIBa PEKBU3UTA;

4. MeHblue Ha | pekBU3UT

Bonpoc 37. B 06padoTKy BXo/asiiero 10KyMeHTa 3TOT 3Tal He BXOAUT
1. paccMoTpeHue;

2. BCKpBITHE KOHBEPTOB;

3. coriiacoBanme;

4. perucrpanus

Bonpoc 38. Bxoasinmuii 10KyMeHT NPOXOAUT CJIeYI0IHe 3Tanbl 00padoTKM:

1. compoBo:XaeHHMe M JOCTABKA ¢ MOYThI, NepBUYHAast 00pa0oTka, perucTpanus, MOAroTOBKA
HA [0KJIajJ, paccMOTpeHHe H OodopMieHHEe Pe30JIOLIMHA, PerucTpauus Ppe3oJIOLHH,
NOCTAHOBKA HAa KOHTPOJIb MCIIOJTHEHHsI, OTIIPABKA HA MCIOJHEHHE, HCIIOJJHEHHEe U KOHTPOJIb
3a HUM, NIpHeM HMCIOJHEHHOI0 10KYMEHTa, CHSITHEe C KOHTPOJIsl, OMellleHHe HCIOJHEHHOIr0
JOKyYMEHTa B JeJ0, pa0doTa ¢ HHMM, TeKylllee M apXHBHOEe XpaHEHHE, YHHMYTOKEHHE W
CIMcaHue;

2. yCTaHOBJIEHME KOHKPETHOI'O aJpecara JOKYMEHTa B OpraHU3allii, PETUCTPaLus JOKYMEHTA I10
BXOJISIIIMM >KypHaJIaM, Iepeadya JOKyMEHTa aJpecary, yKa3aHHOMY €ro B TEKCTE, YCTAaHOBJICHUE
CPOKOB HCIIOJIHEHHUSI JTOKYMEHTA, HCIIOJHEHUE JOKYMEHTa, IPOBEpPKa PE3yJbTaTOB HMCIIOIHEHMS,
MTOMEIIEHUE TOKYMEHTa B HOMEHKJIATYPHOE JIEJ0 U MOCIENYIOIas cjaya B apXuB;

3. perucrpanms I0KyMEHTa 10 BXOJALIEH KOPPECIIOHACHIMH, Ilepeada ero pyKOBOIUTENIO AJIs
ONpeNeNeHUs] UCIIOJIHUTEINS, TIepeiada JOKYMEHTa HEIOCPEACTBEHHOMY HMCIOJHUTEN0, KOHTPOJIb
3a MWCIOJIHEHHWEM JOKYMEHTA, WCIIOJHEHUE JIOKYMEHTA, IIPUEM pE3YJIbTAaTOB HCIIOIHEHHUS
PYKOBOAMTENEM, OTMETKA 00 UCTIOJTHEHUH B CIIELMAIbHOM KYypHaJle, claya JIOKyMEHTa B apXUB,

4. peructpanus JOKyMEHTa IO BXOASIIEH KOPPECHOHIEHIMH, NEpeaada ero pyKoBOAUTEIIO IS
ONpeNeNeHUs] UCTIOIHUTEINS, TIepeiada JOKYMEHTa HEIOCPEACTBEHHOMY HMCIOJHUTEN0, KOHTPOJIb
3a UCIIOJIHEHUEM JIOKYMEHTA, UCIIOJIHEHUE TIOKYMEHTA



Bomnpoc 39. BuyTpeHHee corjiacoBaHue Ha3bIBaeTCs
1. Bu3a;

2. OTMETKa O 3aBEpPEHUH;

3. yTBEpKIIE€HUE;

4. neyaTh OpraHu3aluu

Bonpoc 40. Kakas ¢opma padoTbl ¢ [JOKYMEHTAMH TMOAXOAMT JJsi OPraHU3auMi,
AeATeJIbHOCTh KOTOPBIX TPeOyeT 0C00eHHO TIIATEJIbHOM 3alMThl HH(POPMALMU

1. neHTpaIM3oBaHHas;

2. cMelIaHHasg;

3. 1eneHTPAJIN30BAHHASA;

4. B 3aBUCUMOCTH OT CUTYyaIlM1

Bonpoc 41. Buag opraHu3anuMoHHOrO [OKYMEHTa, KOTOPbIH ompeaessieT MOPAIOK
00pa3oBaHusi, CTPYKTYPY H OPraHU3aInuio padoTbl NpeanpusiTus

1. ycras;

2. WHCTPYKLUS;

3. HIOJIOKECHHUE

4. npukas

Bonpoc 42. K 0ocHOBHBIM periiaMeHTHPYIOIIMM padoTy ciayxk0b1 JJOY 10KyMeHTaM OTHOCAT
1. MHCTPYKUHIO IO 1eJIONPOU3BOACTBY;

2. OCHOBHBbIE IIpaBUiIa pabOTHI APXMBOB OpPraHU3aALUH;

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

4. Ycras

Bomnpoc 43. K BHyTpeHHeMY 10KYMEHTO00OPOTY OTHOCHT

1. opunmManbHpIe TUCHMA;

2. BHEUIHHUE JTOKJIAIHbIE 3alIUCKH, CIIPaBKH;

3. npuKa3bl, pacopsKeHUs1 OPraHU3alUH;

4.TUnIOBas MeTOAMYECKAs TOKYMEHTALAS U3 BBILIECTOSAIIEH OpraHu3aluu

Bonpoc 44. C kakoro MOMeHTa pacnopsiANTEeNbHbIN JOKYMEHT BCTYNIAET B CHJTY
1. ¢ MOMeHTa CO3daHMuS,

2. ¢ MOMEHTA MOANMUCAHUSA;

3. ¢ MOMEHTA YTBEPXKJICHUS;

4. c cauu B apXuB

Bonpoc 45. PexkBu3ut — 310

1. crioco6 co3anust TOKyMEHTA;

2. MaTepHaJIbHBIN 00BEKT C HH(pOpMaILUEH;

3. o0s13aTe ILHBIM 3J1eMeHT 0opMJIeHUS OPUIIHATBHOTO JOKYMEHTA;
4. cBereHus 00 OpraHu3aluu

Bonpoc 46. Kakoii peKBU3UT pacnojiaraercs B JIeCBOM HUKHEM YIUIy
1. rpu¢ yrBEepxaeHUS;

2. BH3a;

3. rpud orpaHUYCHHS;

4. neyartb

Bomnpoc 47. K rpynmne BXoas X 10KYMEHTOB MOKHO OTHECTH
1. nej0BbIE MHCHMA;



2. OpraHu3alMOHHbIE IOKYMEHTHI;
3. mpuKa3bl OpraHU3aluu;
4.PacniopspkeHus 10 OpraHu3aiiu

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

2. TIOJIOKEHMU,

3. ycrage;

4. Bce OTBETHI BEPHbIE

Bomnpoc 49. CkoyibK0 aJpecaToB MOKeT COAePKATh OJAMH JOKYMEHT
1. yeTnIpe;

2. IIIECTh;

3. 1Ba;

4. onuH

Bomnpoc 50. Komniekce 10KyMeHTOB, peryJIMpPYyHOIIHX AeTeIbHOCTh OPraHu3anui
1. pacniopsiauTe/IbHbIE JOKYMEHTHI;

2. OpraHu3alMOHHbIE IOKYMEHTHI;

3. uH(pOPMaLIMOHHO-CIPABOYHbIE IOKYMEHTBI;

4. paciopsAUTENbHBIE U NHPOPMAITMOHHO-CIPABOYHBIE TOKYMEHTHI

Bomnpoc 51. K kateropusiM TexHMYeCKUX UCIOJTHUTENeH ciay:k0b1 JIOY oTHOCAT
1. pykoBOAUTENS CITY>KOBI

2. TOKyMEHTOBeAa

3. 1eJIONPOU3BOANTES

4. Bce OTBETHI BEPHbIC

Bonpoc 52. HopmaTuBHBIH [JOKYMEHT, omnpenejgsiiomuii  GoHa 3apadoTHOI
COTPYHUKOB OPraHU3auMuu

1. nOMmKHOCTHAS MHCTPYKIIUS;

2. ITaTHOe pacnucaHue;

3. Ycras;

4. pacriopspkeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 6e3
1. macrmopTHBIX JJAHHBIX COCTABUTEIS;
2. peKBHU3MTOB;

3. BUI€OCONPOBOXKICHUS;

4. Bce OTBETHI BEPHbIE

Bonpoc 54. KoHTpoJIb 32 CPOKAMM MCIIOJTHEHHUS IOKYMEHTOB OCYLIECTBJISIET
1. paboTHHK OT/AENa KaJpoB;

2. padoTHuK cayx0b1 1OV

3. PyKOBOAUTEIb OPraHU3ALINN;

4. pyKOBOJUTEIb MOIpa3esieHus

Bomnpoc 55. Texkyuuii KOHTPOJIb OCYIIECTBJISAETCSH

1. B Ha4ase UCTIOIHEHNS JOKYMEHTOB;

2.B KOHIIC UCITIOJHCHUA JOKYMCHTOB;

3. B Te4eHHe BCEro Nnepuoia HCIOJIHEHUsI JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BUJa JOKYMCHTaA

IJ1aThl



Bonpoc 56. Ha kakoM 10KyMeHTe He CTaBUTCS PEKBU3UT HAMMEHOBAHUE BU/IA IOKYMEHTA
1. nmucbMme;

2. NOKHOCTHOM MHCTPYKIIUU;

3. YcraBe;

4. pacnopsiKEHUH

Bonpoc 57. Kakoii 10KkyMeHT cOCTaBJIAeTCS NMPH HAPYIIEHUW TPYAOBON MJIM 00LIECTBEHHOM
AUCHHUILJIMHBI

1. 00bsICHUTENbHAA 3aNIHCKA;

2. IOKJaaHas 3aIlKicKa;

3. ciy>xeOHasi 3aIucKa;

4. IpOTOKOJI

Bonpoc 58. Kakue Bonpocsbl paccMaTpUBAaKTCS B PacOPsSIZKEHUH
1. HanGosee BaxKHbIE BOIIPOCHI I€ATEIILHOCTU OPraHU3aluu;

2. BOIIPOCHI, CBSI3aHHBIE C BBIIIOJHEHUEM PUKA30B;

3. omepaTHBHBIE BONIPOCHI /1eSITEILHOCTH;

4. HaMeHee Ba)XKHbIE BOIIPOCHI I€ATEIbHOCTU OpraHU3aluu

Bonpoc 59. IIpeaBapure/ibHOEe pacCMOTpPeHNe JOKYMEHTOB BKJII0YaeT

1. pacnpenejieHMe JOKYMEHTOB HAa PaccMOTpPeHHE PYKOBOAUTENI0 M B CTPYKTYpPHbIe
No/Apa3/iesIeHusl;

2. IpOBEPKY NMPaBUIILHOCTH aJIPECOBAHMUS;

3. corjlacoBaHUE JOKYMEHTA;

4. perucTpanuio

Bonpoc 60. Oaqun U3 rocy1apcTBeHHbIX PEKBU3UTOB
1. pe3oJronus;

2. pekJiaMalus;

3. perieHue;

4. peectp

Bomnpoc 61. Kakyio ungopmanuio cogep:kut pasaena Ycraa «O0mme moJioKeHusd
1. cTpykTypa opranusanuu;

2. mpaBa 1 0043aHHOCTHU JIOJKHOCTHBIX JIMIL;

3. Hesiu U 3a1a4¥ OPraHU3aALMU;

4. mpaBoBO#i cTaTyc

Bonpoc 62. Kakum opranom u3aaercsi peeHme
1. KoJIeErHaIbLHBIM;

2. 3aBUCHUT OT OPraHU3aLMOHHO-TIPABOBOM (HOPMBI;
3. €AMHOIMYHO PYKOBOAUTEIEM;

4. B 3aBUCUMOCTH OT CUTYyallUu

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

2. ycraB, MHHCTPYKIIUS;

3. ycraB, yKas;

4. nonoxeHue, ykas

Bonpoc 64. /lokymeHT, perjiaMeHTHPYIOIINH 1eATeJIbHOCTh COTPYAHUKOB OPraHU3aluu
1. ycras;



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

Bomnpoc 65. UTo He OTHOCHUTCSH K YYPeAUTEJIbHbIM JOKYMEHTAM IOPUINYECKOro Jumna?
1. IIpoToxkoJ coOpanus yupeauTesiei;

2. YcraB;

3. YupenurenbHbIN JOTOBOP;

4. Her npaBWJIbHOTO OTBETA

Bomnpoc 66. Bce opunmnasibHble JOKYMEHTHI MMEKOT (PYHKIIUU:
1. o01IMe U cenuaJIbHbIE;

2. 001111€ ¥ OCHOBHBIE;

3. IenoBbIE U O0IIHE;

4. OCHOBHBIC U HCOCHOBHBIC

Bomnpoc 67. CocTaB 10KYMEHTOB B OPraHN3alliM 3aBUCHUT OT:

1. 3a1au opraHu3aImy;

2. obpema U xapakTepa B3aUMOCBS3€H B OpraHU3aIuy;

3. mopsiiKa MPUHATHUS PEIICHUN (€IMHOHAYANINE WU KOJUIETHAIBHOCTD );
4. BCé, mepeynciIieHHOe paHee

Bomnpoc 68. Uro Takoe yHu(pukanusi J0KyMEeHTOB:

l. ycraHoBJeHHE eIMHOT0 KOMILUIEKCA BHI0OB M PAa3HOBHIHOCTeHl [TOKYMEHTOB [UIsl
AHAJOTMYHBIX YNPABJIEHYECKUX CHUTyalui, pa3padorka eauHbIX (GoOpM H HNPaBHJI HX
cocTaBjeHusi, opopMiieHre U co31aHne TPpadgapeTHbIX TEKCTOB ;

2. YCTaHOBJIEHUE €IMHOI0 KOMIUIEKCa BUAOB M PAa3HOBUIHOCTEH JOKYMEHTOB Uil aHAJIOTMYHBIX
YIIPABJICHYECKUX CUTYALHM,

3. yCTaHOBJIEHHE €IMHOr0 KOMIUIEKCa BUIOB M PA3HOBUAHOCTEH OTUETOB JJsI AaHAJIOTHYHBIX
YIIPaBJIEHYECKUX CUTYAIHid, pa3padoTKa eANHBIX (JOPM U MPaBHII UX COCTABICHHS, OPOPMIICHUE
co3zlaHue TpaapeTHbIX TEKCTOB

4. pa3paboTka eauHbIX (OpPM U MpaBUJI COCTaBICHHS, OPOPMIICHHUS M CO3AaHMS TpadapeTHBIX
TEKCTOB

Bonpoc 69. YTo Takoe rogosoi 00beM 10KyMeHTO000pOTA:

1. ncxonHas BENMYKMHA ONPENEICHUs KOJIMYECTBA JOKYMEHTOB B OpraHU3allNy;

2. CpeACTBO OIpeJeNIeHUs] MOTPeOHOCTeH B OpPraHU3alMOHHOW M BBIYMCIMTEIBHON TEXHHKE,
BbIOOpa Hanbosee 3(h(PEeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIPaBOYHOI'O anmapara

3. MCXO0AHAA BeJMYMHA [JIsl pacyeTa YMCICHHOCTH COTPYIHUKOB cyx0b1 IOY, onpenenenus
CTeleHHU 3arpy’KeHHOCTH CTPYKTYPHBIX NO/ApPa3ie/ieHui U 0TAeIbHbIX PA00OTHMKOB, CPeICTBO
omnpeneleHHs1 NMOTpPeOHOCTEel B OPraHM3alMOHHON M BBLIYMCJIWTENbHON TeXHHKe, BbIOOpa
HauOoJsiee 3P (PeKTUBHOI CHCTEMBI PErHCTPANMHU JOKYMEHTOB M CIIPABOYHOI0 alIapaTa;

4. Bce OTBETHI BEPHbIE

Bomnpoc 70. Yrto Takoe 10KyMeHTO000POT:

1. ABUXXCHUC TOKYMCHTOB B OpraHu3aliiyi ¢ MOMCHTA HUX IOJYUCHUA N0 3aBCPUICHUA WCITIOJTHCHUSA
VI OTIPABKH B KOMHTET 1O JieJiaM HECOBEPIICHHOIETHHUX;

2. ABUH/KCHHME JOKYMCHTOB B OpraHmsalnium ¢ MOMEHTa HUX CO3JAaHUA HJIHU IIOJYYCHUHA 10
3aBepUIeHNs UCTIOJTHEHHUS UJIH OTIPABKH

3. KOHTPOJIb 32 CPOKAMH UCTIOJTHEHHUS IOKYMEHTA,

4. coctaBnenue u ohopMIIeHHE JOKYMEHTOB B OPTaHU3AINU



Bompoc 71. BpbiOepure OCHOBHBIE JTanbl MOATOTOBKH M O(OpMJIEHUS
AOKYMEHTOB B oduce:

1. cocraBneHne MPOEKTa U COTIaCOBAHUE;

2. IpoOBepKa MPAaBHILHOCTH O0OPMIICHHS,

3. moJmucaHue U perucTpalus;

4. BCe BApMAHTHI NPABWIbHbIE

Bonpoc 72. Uto BK/I0OYaeT B cedsl perucTpanus J0KyMeHTa:

1. mpocTaBiIeHUE PETUCTPAITMOHHOTO HOMEPA;

2. pOCTaBJICHUE AAThI;

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

Bonpoc 73. UnauBuayaibHbie CPOKU MCIIOJHEHHUS YKA3bIBAIOTCSH:
1. B TeKcTe JOKYMEHTA HJIH B Pe30JIIOLHHU;

2. B IPUIIOKCHUH;

3. B pE30JIIOLINH;

4.B crienuagbHO U3JJaHHOM PACIIOPSHKCHUU

Bonpoc 74. OcHoBHbIe pyHKINHU, KOTOpPbIe 00ecnieyusaet JOY:
1. ulaHupoBaHue;

2. y4eT ¥ OTYETHOCTb,

3. puHaHCUpOBaHHUE;

4. Bce 0TBeThI IPABUJIbLHbIE

Bonpoc 75. UTo noHMMAIOT MO/ CJIYKeOHBIM MOJIeM:
1. MecTo, KOTOpPOE HE 3aHATO PEKBU3UTAMU;

BHYTPEHHUX

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

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

BOl'lpOC 76. Uro Takoe Komusl YacTH JOKYMEHTA, KOTOpas 3aBepceHAa B OIPEIacICHHOM

nopsiake?

1. IpOEKT NOKYMEHTA;
2. DNEKTPOHHAs KOIHSI,
3. BBINHUCKA;

4. nybnukart.

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

2 obecrieyeHHEe UX yUeTa;

3. 00a oTBeTAa NpaBUJIbHBIE;

4. 00a oTBETa HEBEPHBIE

Bonpoc 78. Uro Takoe 0/1aHK 1OKyMeHTA:

1. craHaapTHBIH JUCT OymMaru, Ha KOTOPOM BOCIPOM3BOAUTCS IOCTOSIHHAS HH(oOpmanus

JOKYMEHTa H eCTh MeCTO Uil IlepeMeHHOoM HHpoOpMaLUU

2. HecTaHJapTHBIM JMCT Oymaru, Ha KOTOPOM BOCIIPOU3BOJIUTCS TOCTOSIHHAsE HHQOpMaIus

AOKYMCHTA U €CTb MCCTO JIA HCpCMCHHOﬁ I/IH(I)OpMaL[I/II/I
3. CTaHHapTHBII)'I JINCT 6yMaFI/I, Ha KOTOpPOM BOCHPOU3ZBOAUTCA IIOCTOSHHAA

uHpopManus



JIOKYMEHTA
4. Bce OTBETHI HEMPaBUIbHbIE

Bonpoc 79. Urto Takoe 10/LKHOCTHAS HHCTPYKLMS:

1. JOKyMEHT, B KOTOPOM OTMEUYEHbl HApyIIUTEIN TPYAOBOM JUCLUIIIMHEI,

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

3. OpPraHU3alliOHHO — PACHOPSIAUTE]bHbIN JOKYMEHT /JUINTEJbHOI0 HJIH NOCTOSTHHOIO CPOKA
AedicTBUs (10 BBeleHHS] HOBOI), B KOTOPOM OIpelejieHbl HAay4YHO — TeXHHYeCKue,
TEXHOJOIHYecKHe, (UHAHCOBLIE M JPYrHe CTOPOHBLI JEATEIbHOCTH OPraHU3aluM, ee
No/Apa3/ieJIeHUi ¥ J0JKHOCTHBIX JIHIL;

4. HOPMAaTHUBHBIM aKT, ONpPENENAIONIMHA HOPSAJA0K 00pa3oBaHMs, CTPYKTYpPY, (QyHKIMM, IpaBa M
00513aHHOCTY OpraHu3aluu, CTPYKTYPHOIO MOAPa3AeIIeHHs, KOJLUIETHAIBHOIO OpraHa

Bonpoc 80. Kakue ¢pakThl H31aralorcsi B IepBoii 1 BO BTOPOI 4acTAX CIIPABKH:

1. B mepBOil YacTH CHIPaBKH U3JararrTcs GpakTbl, NOCTYKUBIIME OBOJOM K €€ HANIMCAHUIO,
BO BTOPO# — IPHUBOAATCH KOHKPETHBIE JaHHbIE;

2. B NIEPBOM 4acTU CIPABKHU H3JIAraroTCs JOBOABI, ITOCIYKMBIIHE MOBOJAOM K €€ HAalMCAHUIO, BO
BTOPOU — IIPUBOJATCS CTATUCTUYECKUE TAHHBIE;

3. B IepBOi YacCTH CHPABKU M3JIaraloTCsi KOHKPETHBIE JIaHHbIE, & BO BTOPOM — MPUBOASATCS (DAKTBHI,
IIOCJIY’KMBIIME TIOBOJIOM K €€ HAallUCAHUIO;

4. B mepBOil yacTu CHpPaBKU M3JararoTcs (PakThl, HOCITY)KMUBILKE MOBOJIOM K €€ HAlMCaHWIO, BO
BTOPOW — BBIBOJIBI Y IIPEIIOKECHMUS.

Bonpoc 81. Uro Ha3bIBaeTcsi cipaBKoOM:

1. 1IOKyMeHT, NOATBEPAKAAIMIA KaKHe-TH00 (PAKTHI WIH COOBITHS;

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

3. IOKyMEHT, I'/ie IPUBOJSATCSI KOHKPETHBIE JaHHBIE;

4. TOKyMEHT, perJIaMEHTUPYIOLINI MOPSI0K BHIIOJHEHUS KaKOTr0-1100 rpoliecca

Bonpoc 82. Ha kakue iBe 0CHOBHbIE I'PYNIbI MOKHO MOAPA3AeJUTh BCe HHCTPYKIIUHU:

1. TOMKHOCTHBIE HHCTPYKIINH, OMpeestonme QyHKINU, paBa, 00S3aHHOCTH U OTBETCTBEHHOCTh
JOJIKHOCTHBIX JIMII;

2. WHCTPYKIMH, pEerlaMeHTHPYIOIIHNe TOPSAOK BBIMOTHEHHUS Kakoro-nmubo mporecca, B
OCYIIECTBJIEHUH KOTOPOrO NPUHUMAIOT  y4acTHUE MCIOJHUTENM  (JOJHDKHOCTHBIE — JIMIIA;
Mo/Apa3/iesieHus );

3. 00a oTBeTa NpaBUJIbHbBIE;

4. 06a oTBEeTa HEMPaBUJIbHbBIE

Bomnpoc 83. bianku uMeroT noJist:

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

3. BepxHee — He MeHee 20 MM;

4. Bce OTBeThI BePHbI

Bonpoc 84. Ykaxkure pekBU3MT, He BXOASAIIUNA B GopMyJisip NpUKa3a 1no JUYHOMY COCTABY:
1. aopecam,

2. oama;

3. noonucs;

4. mexcm



Bonpoc 85. Ykaxkurte 3ajaumn apxuBa:

1. mpueM, yder, XpaHEHHE JOKYMEHTOB, 3aKOHYCHHBIX JEIONMPOU3BOICTBOM; HH(OPMAIIMOHHO-
CIIpaBOYHAsl paboTa IO ApXWUBHBIM JOKYMEHTAM TMPEAIPHUATHS; OpraHU3allMOHHO-METOANYecKas
MOMOIIIb 110 BEJICHUIO JIEJIONPOU3BOJICTBA;

2. mpueM, y4eT, XpaHEeHHEe JOKYMEHTOB;

3. IpueM, YUCT, XpaHCHUC JOKYMCHTOB, 3aKOHUYCHHBIX JCJIOIIPONU3BOJACTBOM;

4. WH(POPMAIIMOHHO-CIIPaBOYHAsE paboTa IO apXWBHBIM JOKYMEHTAM TPEINPHUSATHS,
OpraHU3aIMOHHO-METOAMYECKasi TOMOIILIb 10 BEJCHUIO JIEJIOMPOU3BOJICTBA

Bonpoc 86. /les1a, moaroroB/ieHHbIe HA APXUBHOE XPAHEHHE JeJIATCS Ha:
l.Tekymue fena u aesa NpouuibX JIET;

2.3aKOHYEHHBIE U HE3aKOHYEHHBIE J1e71a;

3.1e5a no JMYHOMY COCTaBY U 1O (PMHAHCOBOM JEATEIbHOCTH;

4. nena Mo JTMYHOMY COCTaBY MPEIIPUATHS U JIeJia 10 OCHOBHOM JI€ATEbHOCTH

Bonpoc 87. BykBeHHoe, nudpoBoe, MM KOMOMHUPOBAHHOE O0003HAYEHHE JOKYMEHTA,
yKa3bpIBamllee MeCTO ero COCTABJIeHHsI H XPaHEeHUA — ITO:

1. pexBU3HUT;

2. UHJIEKC JIOKYMEHTA;

3. HOMEDp JIOKYMEHTa;

4. cnyxebHoe nojue

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

1.unOopMaLIMOHHOE TUCHMO,

2.muceMo-oepTa,

3.muchEMO-peKJIamantus,

4. nucbMO-NpeaynpexIeHue

Bonpoc 89. Ykaxkure mnocsiegoBaTejbHOCTb 3JIEMEHTOB, M3 KOTOPBIX J0JKE€H COCTOSATH
3aroJIOBOK jJeJa:

1. Ha3BaHuWe BUAA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BHUJIa JOKYMEHTA, KPATKOE COJIEPKAHUE;

3. Ha3BaHUWE BUJA JOKYMEHTa, CIOBO “‘KOmus;”

4. Ha3BaHMe BH/JA TOKYMEHTAa, KPaTKoe CO/iepKaHme, 1aTa, CJI0OBO “Konusa”

Bomnpoc 90. Beipa:xxenune “Coodmaem Bam, 4ro...”
coJepKaHUuI0 OyaeT:

1. nuceMo-odepra;

2. NHCbMO-U3BelleHnE;

3. MUCbMO-pEKIaMals;

4. NMUCBMO-TIPENYTIPEKICHUE

ropopurtr 0 TOM, 4TO JaHHO¢ NMHCBMO II0

Bonpoc 91. Komnjiekc 10KyMeHTOB, COAEP:KAIMX He00X0JMMbIe CBeJeHUSI 0 PA0OTHHKE M
ero TpyA0BOM CTazKe — J3TO:

1. neno;

2 .cupaBKa;

3. BBITIMCKA U3 TPYJAOBOU KHUKKU;

4. 1M4HOE 1eJ10

Bonpoc 92. VYkaxute OCHOBHOH BHI padoTbl, o0ecneYHBAKIIMIA CHCTEMATU3ALUA
JOKYMEHTOB B /1€JIONIPOU3BOACTBE:



1. cocTaBieHe MTaTHOIO PACIUCAHUS;

2. peructpanus JOKyMEHTOB;

3. KOHTPOJIb 32 UCIIOJIHEHHEM JOKYMEHTOB;
4. cocTaBjieHHe HOMEHKJIATYPBbI J1eJl

Bomnpoc 93. /lokymMeHTBI OCJIe perucTPAlMU NePeIaloTCs:
1.B apxuB;

2. B MOJpa3/IeieHs] OpraHu3alluy;

3. B (puHAHCOBBII OTACIT;

4. pyKOBOIUTEJIIO [IJISI PACCMOTPEHNS U IPUHSATHUS pellleHnst

Bonpoc 95. BHyTpeHHHe TOKYMEHTbI PeruHCTPUPYIOTCS:
1 .B AcHb 0(OpPMIICHHUS;

2. B IeHb NOANHUCAHNS;

3. B JICHb [Iepe/Iayul B apXUB;

4. mocje UCIOJIHEHUS

Bonpoc 96. B ¢hopmy.isip 3asiBJIeHUsI He BXOAUT PeKBH3UT:
1. nara;

2. TEKCT;

3. IIOJNKCE;

4. rpud orpaHnYeHHs J0CTYNA K JOKYMEHTY

Bonpoc 97. IIpuka3bl 10 TUHYHOMY COCTABY BUSHPYIOTCS:
1.PykoBonuTeneM opraHu3aiuy;

2. pyKOBOJMTEIIEM U 3aMECTUTEISIMU;

3. pyKoBOAUTEIEM, 3aMECTUTEISIMH, HAYaIbHUKOM OTZela KaJpoB;
4. BCeMH 3aHHTEPECOBAHHBIMHU B MPHUKa3e JUIAMU

Bonpoc 98. HazoBuTe 0CHOBHOI1 10KYMEHT, NOATBEPKIAOMINNA CTaK padoThl:
1.1u4HOE J1EeNIO;

2.10KyMeHT 00 00pa3oBaHuUWY;

3.pe3ome;

4. TpyaoOBasi KHUKKA

Bonpoc 99. Ykaxkure 10KyMeHT, (PMKCHPYIOIIUI X014 00CY:KIeHHMS] BONPOCOB M NPHHATHUS
pelieHnii HA COOPAHUAX, 3aCeJAHUAX, COBCIIAHUAX U T.IL.:

1. pe3omronus;

2. peleHue;

3. cripaBKa;

4. IpOTOKOJI

Bonpoc 100. U3mMeHenns 3anucei B TPyAOBYI0O KHHKKY BHOCSTCSI HA OCHOBAHMH:
1.pestome;

2.yCTHOTO 3asBJICHUs PaOOTHHUKA,;

3.MMCBMEHHOTO 3asiBJIeHUs paOOTHUKA;

4. IOKYMEHTOB, OATBEPKIAAOMINX ITH H3MECHEHHUS.



Tumnosble BONMPOCHI K KOHTPOJIbHBIM padoTam

. Bubl TOKyMEHTOB M HX KJIaCCH(PUKAIHS

. CocraB ynpaBiIeHYECKUX JTOKYMEHTOB.

. TloHsiTHE CUCTEMBI JOKYMCHTAITHH.

. qDYHKI_II/IOHaJILHBIe H OTPACJICBBIC CUCTCMbI JOKYMCHTAIIUN

. YHU(UKANUS ¥ CTaHAapTU3ALUS YIIPABICHUECKUX JOKYMCHTOB

DN D W N =

IIpumepHBbIiil IepevYeHb BONPOCOB K MPOMEKYTOYHOM aTTeCTAIlUN:

1.enu, 3anaun u npuniunsl Odu/l. Uctopus Odu/l kak Hayku.

2.Ilpeamer 1 3aga4m Kypca.

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

4. CoBpeMEHHOE JIETIONPOU3BOICTBO: 1IE€JH, 3a]]a4l ¥ MPUHIIHIIHL.

5. OcHOBHBIE TIOHSATHS U OMNpEAeNieHUs: JTOKYMEHT: €ero CBOWCTBa U (PyHKIHH,
JIETIONPOU3BOJICTBO, JOKYMEHTOBEICHUE, JOKYMEHTOOOOPOT.

6.Buibl TOKyMEHTOB U MX KJIacCU(PHUKAIUs

7. CocraB ynpaBJIeHYECKUX JTOKYMEHTOB.

8. TloHsATHE CHCTEMBI TOKYMEHTALIUU.

9. OyHKUHUOHAJIBHBIE U OTPACIEBBIE CUCTEMBI JIOKYMEHTAIIUH

10. YHuduxkamus u cranaapTU3alus yrnpaBieHIeCKHX JOKYMEHTOB

5. Meroanyeckue MaTepHasbl, ONpeAeNAOIIMe  NPOULEeIYPbl  OLCHUBAHMA
HHAUKATOPOB I0CTHKEHUSI KOMIIeTeHIH I

Cnenuduxka  (opMuUpOBaHMS  KOMIETEHIMH M  UX  HU3MEpEHHE  OIpelensercs
CTPYKTYPHUPOBAaHUEM HH(POPMAIIMH O COCTOSIHUN YPOBHS MOATOTOBKU 00yYarOIIUXCAL.

AnropuT™Mbl 0TO0Opa U KOHCTPYMPOBAHUS 3aJaHUM JUIs OLIEHKU JOCTHXKEHUH B IpeAMETHON
o0nacTv, TEXHHKa KOHCTPYMPOBAHMS 3a/laHuM, CIocoObl OpraHu3ald U MPOBEACHUS
CTaHJAPTU3UPOBAHHBII OLIEHOUHBIX MPOLEAYP, METOUKA IIKATUPOBAHUS U METO/ABI 00pabOTKH U
MHTEPIIPETAMU PE3YIbTaTOB OLECHUBAHUS MTO3BOJIIOT O0OYUYAIOLIMMCSI OCBOUTHh KOMIIETEHTHOCTHO-
OPHUEHTUPOBAHHBIE IIPOIPAMMBI JUCLUIIINH.

@opMHUpOBaHNE KOMIIETEHIIUN OCYLIECTBIISAETCS B XOJ€E BCEX BUIOB 3aHATHH, IMPAKTUKH, a
KOHTPOJIb UX C(hOPMUPOBAHHOCTH Ha 3Tare TEeKyIel, TPOMEKXYTOUHOM U UTOTOBOW aTTeCTaIlUH.

OneHuBaHue 3HaHUM, YMEHUI U HABBIKOB 110 Y4€OHOMN JIHUCHUIUIMHE OCYIIECTBIIAETCS
MIOCPEICTBOM HCIIOIb30BaHUS CIEAYIOIMINX BUI0B OLEHOYHBIX CPEICTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;

- 3a7jaHUsA [T IPAKTUYECKUX 3aHATUH;

- CUTYallMOHHBIE 3aJjaHus;

-KOHTPOJIbHBIE PaOOTHI;

- KOJJIOKBUYMBI;

-HamucaHue pedepara;

-HalMCaHue ICCE;

- peleHue TECTOBBIX 3alaHUN;

- DK3aMEH.

Onpocel 10 BbIHECEHHBIM Ha 00CYK/IeHue TeMaM

YCeTHBIE ONPOCHI IIPOBOIATCS BO BpeMs IPAKTUYECKHUX 3aHATUH WM BO3MOXKHBI IIPU
IIPOBEICHUM ATTECTAlMM B KAyeCTBE JOIMOJHUTEIBHOTO HCIBITAHUS IPU HEIOCTATOYHOCTH
pe3ynbTaTOB TECTUPOBAHMS WM peLIeHUs 3aJaHuii. Bompocel ompoca He NOJDKHBI BBIXOAUTH 32
paMKU OOBSIBICHHOHN Ui TaHHOTO 3aHATHUS TeMbl. YCTHBIE OMPOCHl HEOOXOAMMO CTPOUTH Tak,
4yTOObI BOBJIEYh B TEMYy OOCYXKIEHHS MaKCHUMaJbHOE KOJMYECTBO OOYYAIOUIUXCS B TpyIIe,



OPOBOJIUTh MapajuleIM C YK€ IMPONHACHHBIM YYEOHBIM MAaTepHaoM AAHHOM IUCHMILIMHBI U
CMEXHBIMU KypCaMH{, HaXOOUTh yJauyHbIE IPUMEPHl U3 COBPEMEHHOH AEWCTBUTEIBHOCTH, YTO
yBenu4uBaeT 3 (HEeKTUBHOCTh YCBOSHUS MaTepHajla Ha acCOLMALUAX.

OcHOBHBIE BOIIPOCHI Ul YCTHOTO OIpOCa JOBOJATCSA JIO0 CBEJIEHUS CTYACHTOB Ha
IIPEIBIAYILEM IPAKTUYECKOM 3aHATHU.

[IuceMeHHBIE ONPOCHI IO3BOJISAIOT IIPOBEPUTH YPOBEHb IOATOTOBKM K IPAKTUYECKOMY
3aHATHIO BCeX OOydaroluXcs B IpyIIe, PU 3TOM OCTaBJIsAs JOCTaTOYHO y4eOHOro BpEMEHHM JUis
UHBIX (OPM IEJaroruuecKoi AEATENbHOCTH B paMKax JaHHOTO 3aHATUsA. [IMChMEHHBIH ompoc
OpoBOIUTCS 0€3 NpeAylpexIeHHUs, YTO CTHUMYJUPYET OOydYaroUIMXcsi K CHUCTEMaTH4YeCKOM
MOJATrOTOBKE K 3aHATHSAM. Bompocsl amsi orpoca roToBsTcs 3apaHee, GOpMYIHPYIOTCS Y3KO, Ja0bl
oOyyaromuiicss UMen OOBEKTHBHYIO BO3MOKHOCTH IIOJIHOLIGHHO €ro OCBETUTh 3a OTBEICHHOE
BpEMsL.

[TucbMeHHBIE OHpPOCH LIE1€CO00pa3HO NPUMEHSTh B LENSIX IPOBEPKH YCBOSIEMOCTH
3HAYUTEIBHOTO O0beMa y4yeOHOro Marepuana, HampuMmep, BO BpeMs MPOBEICHHs aTTECTallUH,
KOrJa HeoOXOAUMO MPOBEPUTH 3HAHHSI 00YUAIOIIHUXCS [10 BCEMY KypCy.

[Ipu olieHKe OIPOCOB aHAINU3Y MOAJIEKUT TOYHOCTH (HOPMYIIUPOBOK, CBSIZHOCTD M3JI0KEHUS
MmarepHaia, 000CHOBAaHHOCTb CYXKAECHUH.

Pemenue 3axanuii (Keic-MeToOaAbI)

Pemenue kelic-MeTO0B OCYIIECTBIISETCS C LIEJIbIO IPOBEPKU YPOBHS HaBBIKOB (BJIaJIeHUI)
o0yyarolerocss Mo NPUMEHEHUIO COJIEPYKaHMS OCHOBHBIX MOHATHUH M TEPMHHOB JUCLHUIUIMHBI
BOOOIIIE U KaXKIOW €€ TEeMbI B YaCTHOCTH.

OOyuaroniemycst 0OBSIBISETCS YCIOBHUE 3a/1aHuUsl, PELIEHHE KOTOPOro OH H3Jjaraer Jmbo
YCTHO, JTUOO MTUCHMEHHO.

D¢ (eKTUBHBIM MHTEPAKTHBHBIM CIIOCOOOM pELIeHHs 3aJaHusl SBISETCS CONOCTaBJICHUS
PE3yIABTATOB pa3pelieHHs OJTHOTO 33aJaHUs ABYMS M 00Jiee MAIBIMU TPYIIIIaMH 00YyJatOLIIXCsl.

3agaun, TpeOyroUlMe H3y4eHHUs 3HAYUTEIbHOIO 00beMa, HeoO0XOAMMO OTHOCHTh Ha
CaMOCTOSITENIbHYI0 paboOTy CTYAEHTOB, C HENPEMEHHBbIM pa300poM pe3ylbTaTOB BO BpEMs
NPaKTUYEeCKUX 3aHiATUH. B JaHHOM ciydae pelleHHe CHUTYalMOHHBIX 3aJad ¢ TIyOOKHM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCS HAa IPOBEPKY B MUCbMEHHOM BHJIE.

IIpu oneHke pemieHus 3aJaHUN aHAIM3UPYETCs MOHUMaHHE OOyYaroIIMMCS KOHKPETHOM
CUTYalluH, IPaBUILHOCTh €€ TOHUMaHUs B COOTBETCTBUU C U3y4aeMbIM MaTe€pHalioM, CIIOCOOHOCTh
000CHOBaHMS BBIOPAaHHOW TOYKM 3peHHs, TIyOMHa HpPOpabOTKH paccMaTpUBaeMOro BOIPOCA,
YMEHHMEM BBISIBUTH OCHOBHBIE ITOJIOKEHHSI 3aTPOHYTOr0 BOIIPOCA.

Pemienue 3axanuii B TecToBoi popme

[IpoBoaUTCS TECTUPOBAHUE B TEUEHUE U3YUEHUS JUCHUTIIINHBI

He menee uem 3a 1 Henemo 10 TECTHUPOBAHUS, IPENOJaBaTeNb JODKEH OINpEAEIUTh
0o0y4JaromuMcsl UCXOJHBIE JaHHbBIE AJIS MOATOTOBKM K TECTHPOBAHHWIO: HA3BaTh pa3feibl (TEMBI,
BOIIPOCHI), IO KOTOPBIM OYyAYT 3a7aHusi B TECTOBOHM (popMe, TEOPETHUECKUE UCTOYHUKHU (C TOUHBIM
yYKa3aHUEM Pa3/IesioB, TEM, CTATEM) AJisl MOATOTOBKH.

[Ipyn mpoXOXKIEHUU TECTHUPOBAHUS TOJIB30BATHCS KOHCIIEKTaMH JIEKIHMH, ydeOHWKaMH, U
WHBIMU MaTepHalaMH HE Pa3pelIeHo.
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