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Ilepeyenb K010B KOMNeTeHN, GOPMUPYEeMBbIX TUCHHUILJIMHONH B IIpoLiecce OCBOCHMS
00pa3oBaTeIbHOM NPOTrPaMMbI

I'pynna Kon
KOMIIeTeH U Karteropusi kommneTeHuuii
[Tpodeccrnonanvubie IK-11
1. KoMmnereHnium U MHAUKATOPHI MX 1OCTHKEHUS
Kox DopMyIMPOBKA NHaukaTopbl JOCTHKEHUS KOMIIETEHIINHA

KOMIIETEHIIMH KOMIIETCHIIM U

nK-11 CrocoOeH BecTH IIK-11.1
JIeNonpou3BoIcTBO | Mcnonp3yeT 3HaHUS COBPEMEHHOI'O 3aKOHOJATEIbCTBA B
51 chepe POCCHIICKOTO JEONpPOr3BOICTBA, HOPMATUBHBIC U
JIOKYMEHTOOOOPOT | METOIUYECKHE JOKYMEHTBI, PETYIHPYIOUIUE IBUKEHUE
B OpraHax JIOKYMEHTO0000pOoTa B roCy/1apCTBEHHBIX u
TOCYJAapCTBEHHON | MYHUIIMITAIIbHBIX OPTaHU3AIUIX
BJIACTHU [IK-11.2 Benet aenonpou3BoJACTBO U JOKYMEHTOOOOPOT B
Poccuiickoit OopraHax  rOCyJapCTBEHHOW  Biactu  Pocculickoit
denepanyu, denepanuu, opraHax rocy/1apCTBEHHON BJIACTHU
opraHax cyobexToB Poccuiickoit denepanun, opraHax MeCTHOTO
rOCYJapCTBEHHON | CaMOYNpPAaBJIEHMs, TOCYJaPCTBEHHBIX U MYHHUIUIAIbHBIX
BJIACTU CYOBEKTOB | MIPEANPUSITHSIIX i VUPESKICHUSX, HAyYHBIX u
Poccutiickoit 00pa3oBaTeNbHBIX OpraHu3alusix, MOJIUTUYCCKUX
denepanuu, MapTHUX, OOMIECTBEHHO-TIOTUTUYECKUX OpraHU3aIMIX
opranax mectHoro | IIK-11.3 B3aumopencteyer c pa3IUYHBIMU
CaMOYTIPaBIICHUS, | CTPYKTYPHBIMHU Mo/Ipa3ieNIeHUMHU B paMkax
rOCYJAapCTBEHHBIX | BHYTPUBEIOMCTBEHHOIO u MEXBEIOMCTBEHHOTO

NPEANPUATUAX U
YUPEXKIACHUSAX,
HaY4YHbIX U

OpTraHHU3aIHIX,
ITOJIUTUYCCKUX
HapTHsIX,

00I1IECTBEHHO-
MOJIUTHYECKUX
OpraHu3anusax

U MYHUIHUIIAJIBHBIX

00pa3zoBaTebHBIX

3NIEKTPOHHOTO IOKYMEHT0000pOTa

3. Onncanue NJIAHUPYEMbIX Pe3yJbTATOB 00y4YeHHS 10 AUCUUIJIMHE
3.1. Onucanue TIaHUPYEMBIX PE3yIbTaTOB O0YUEHHUS MO TUCIUTUINHE
[Inanupyembie pe3yabTaThl OOy4YEHUsS TO IJUCIUIUIMHE TPEJCTaBICHBI JICCKPUTITOPAMH
(3HaHUsI, yMEHUs, HABBIKH).




Jeckpunropsi 3Hath YmMmern Baaners
10 JMCUHUIIHHE
Kon IIK-11
KOMIIeTCHIIUH
-COBPEMEHHOE - UCIIONB30BaTh | -  METOHOJIOTUEN
3aKOHOZATEILCTBO B | COBPEMEHHOE KJaccu(uKanuy,
chepe POCCHICKOTO | 3aKOHOIATEILCTBO, CTaHJapTU3aLUU H
JeJIONPOU3BO/ICTBA; HOpMaTHBHBIE U | yHUpHUKALUH
- HOPMAaTUBHBIC U | METOOUYECKUE JIOKYMEHTBI, | JOKYMEHTOB;
METOINYECKUE pEerylIUpyIOIAe  ABH)KCHHE | - MOHSTUMHBIM
JOKYMEHTBI, JOKYMEHTO000poTa B | anmapaToM B cdepe
peryimpymoiue rOCyIapCTBEHHBIX U | HODMaTUBHOIO H
JBUKCHHE MYHHLIATIAJIbHBIX IIPaBOBOTO,
JIOKYMEHTO000pOoTa B | OpraHM3aLusx; peryiIupoBaHus
roCy/1apCTBEHHBIX ul- OCYILECTBIATH | AEIONPOU3BOACTBA
MYHHUIMTATIbHBIX JIEJIOIPOU3BOJICTBO U | B OpraHU3alny;
OpraHu3anusix; JOKYMEHTO000POT B |- HaBbIKaMU
- HaNpaBJICHUs | OpraHax TOCYAApCTBEHHOH | odopmileHus,
KJIAaCCU(UKAIIHH, BJIACTH Poccuiickoii | Benenus 31
CTaHJapTU3aLUN u | @enepanuu, OopraHax | XpaHeHus
yHA(UKaIUN rOCy/lapCTBEHHONW  BJIACTHU | PaclOpsAUTEIbHBIX
JIOKYMEHTOB; CyOBEKTOB Poccniickoil | JOKyMEHTOB;
- OCHOBHYIO | Penepanny, OpraHax | -HaBbIKaMH
KJIacCU(HKALIUIO MECTHOTO camoympasieHus, | 3pdekTuBHOro
OpraHu3alOHHO- roCy1apCTBEHHBIX u | B3aMMOJCHCTBHS C
pacnopsIUTEIbHON MYHHUIUTIATBHBIX pasnHIHBIMA
JIOKYMEHTAIUH TIPETPUATHAX u | CTPYKTYpHBIMH
roCy1apCTBEHHBIX W | yUpeRICHHAX, Hayunpix p | OAPASACTICHIAMMU
MYHI/II_II/IHaJ'HiHLIX 00pa3oBaTeNbHBIX EHYTpHBeHOﬁiI;d];(:Ij
OpraHM3aLuii; OpraHM3aLusiX, HOTO "
- TOpSI0OK O(OPMIIEHUS, | TTOJIUTHYECKUX MAPTUAX, | ooepe IOMCTBEHHO
BEJCHUS M  XpaHEHHs | OOLIECTBEHHO- ro  DIEKTPOHHOIO
pacnopsAUTEIbHBIX HOJIUTHYECKHUX JIOKYMEHT0060pOTa
JOKYMEHTOB OpraHM3aIusiX;
roCy/1apCTBEHHBIX u|- MPUMEHSITh HaBbIKU
MYHHIMITATBbHBIX opopmIleHHs, BEACHUA U
OpraHu3alNii; XpaHEHHUs
pacnopsAUTENbHBIX
JIOKYMEHTOB B
roCy/1apCTBEHHBIX
u MYHULIUTIATBHBIX
OpraHMu3alusix;
- aHAJIM3UPOBATh
coJiepiKaHue
OpraHU3alMOHHO —

IPaBOBOM JIOKYMEHTALlUU B
rOCYJIapCTBEHHBIX 151




MYHHIHTTATEHBIX
OpraHu3aIusx;

4. MecTo AUCHMILVINHBI (MOAYJIs1) B CTPYKTYpe 00pa3oBaTebHOI NPOrpaMMbl

JlucuuiinHa OTHOCHTCS K 4acTH, (HOpMHUPYEMOH YYacTHUKaMH OOpa30BaTEIIbHBIX
oTHomeHu yaeoHoro miana OITOIT.

JlanHasi IMCHMIUIMHA B3aUMOCBsI3aHa C JAPYTMMH JUCHMIUIMHAMU, TakuMHu Kak «TpymoBoe
npaBo», «AJIMUHUCTpPAaTHBHOE IpaBo», «['paxkmaHckoe mpaBo», «lIporHosupoBanue u
TUTaHUpOBaHue», «Hanmoru u HanoroobmoxeHue», «MapKeTHHTY.

B pamkax ocBoeHwus nmporpamMmbl 0akajiaBpuaTa BBITYCKHUKH TOTOBSITCS K PELICHUIO 3a7ay
npo(heCCHOHANLHOM  JIEATEIPHOCTH  CICAYIONUX THIIOB: OPTaHU3alMOHHO-YIPaBICHUECKUM,
UCCJIEIOBATENbCKUM, KOMMYHUKATUBHBIM.

[Mpoduns (HampaBIIEHHOCTH) MPOTPAMMBI YCTAHOBJIICHA MyTEM €€ OpUCHTAIMH Ha chepy
npodeccCuOHaNBHOM NeSTEIbHOCTH BBIITYCKHUKOB: PerruonanbHOe M1 MyHUIIUTIAIBHOE YIIPaBICHUE

5. O0beM IUCHUILIUHBI

Buowt yueonoii pabomot Dopmul 00yuenusn
Ouno-3aounasn

OO0masi Tpy10eMKOCTh: 3aU€THbIE 2/72
S IMHHUIIBI/9aChl
KonTakTHasi padora:
3aHsATHS JEKIIMOHHOTO TUTIA 8
3aHsTHsI CEMUHAPCKOr0 TUIA 8
[IpomexxyTouHast arrecTanus: 3a4eT 0,1
Camocrositesnbaasn padora (CPC) 55,9

6. Conep:kanme JUCHUIVIMHBI (MOAYJsl), CTPYKTYPHPOBAaHHOe IO TeMaM / pasjeinam ¢
YKa3aHHEM OTBEJEeHHOI0 Ha HHUX KOJMYECTBA AKAJeMHYECKHX YacOB U BHJAOB Y4YeOHBIX
3aHATHH

6.1. PacnipesiejieHre 4acoB 10 pa3jaeiaM/TeMaM U BUIaM padoThbl

6.1.1 QOuno-3aounasn hopma odyuenus

Buabl yuedHoii padoTsl (B yacax)

Ne Pa3nea/Tema
iy KonrakTHas pabora
. 3ansaTusn 3aHATHA CEMHMHAPCKOI0 THIIA Camocr
JICKIIMOHHOI'0 OSITEJIbH
THIIA asi
Jexyuu | Unovie | Ilpakm | Cemun | Jlabop | Unwvie | padora
YueOHbl| uuecku | apvl amopH
e e bie
3auAmu| 3aHAMU pabom
A A bl
BBeneHune B AMCIUIIINHY.
1. | [Ipeamer, cogepxanue u 1 1 6
3aJ1a4M Kypca
) OCHOBHBIE TIOHSTHS 1 1 6
JOKYMEHTAllMOHHOI'O




o0ecrieyeHus yrpaBJeHUs

[IpaBoBoe
peryiupoBaHue
JIeJIONPOU3BOICTBA

OO1u1rie HOpMBI U TIpaBHIIa
odopMIIeHUS
yIIPaBJIEHYECKUX
JOKYMEHTOB

OcobeHHOCTH
MMOATOTOBKH
OpraHU3aIMOHHO-
pacropsaIUuTEIbHbBIX
JTOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
HH(POPMAITMOHHOHN 1
AHATMTUYECKOM
JIOKYMEHTaIUU.

Cucrema
OpraHU3alOHHO-
IIPaBOBOM JOKYMEHTALIMHU

JIOKYyMEHTBI 10 TUYHOMY
COCTaBY

Opranuzanus
JIOKYMEHTOO0O0pOTAa.
CucremMatu3anus
JTIOKYMEHTOB M HX
XpaHeHue

COBpeMeHHOG ACJI0BOC
IIUCBMO

7,9

IIpomexyrounas
aTTecranus

0,1

Hroro

| | 8 | | [ 559

6.1

IIporpaMmma 1M cCIMILIMHBI, CTPYKTYPHMPOBAHHAS 110 TeMaM / pa3aeaaM

6.2.1 Cooepircarue 1eKUUOHN020 KypCca

Ne i/

HaumenoBaHune TeMbI
(pa3nesia) QM CHUILINHbI

Conepmaﬂne JICKIIUOHHOI'0 3aHATUA

BBenenue B qucCuuIuingy.
[Ipenmer, conepxanne u
3a/1auu Kypca

Henu, 3anaun ¥ npUHLMIBL 1eI0Npou3BoaAcTBa. McTopus
JIeJIONPOU3BO/ICTBA Kak Hayku. [Ipeamer u 3amaum Kypca.
Jlornueckast CTpyKTypa AUCHUIUIMHBI, €€ MECTO B CUCTEME

IIOATOTOBKHU crieguajaucTra. MCKIPEAMETHEIC CBsI3H.
COBpCMCHHOC ACJIOIMMPOU3BOACTBO: IICJIH, 3aJa4u U
MIPUHIUIIBL. OcHOBHBIE IOHATUSA n OIPECACIICHUA:

JIOKYMEHT: ero CBOWCTBA U (YHKIIMH, JIETONPOU3BOCTBO,
TOKYMEHTOBEICHHE, JIOKYMEHTOOOOPOT. Bust
JOKYMEHTOB W HX Kiaccudukauus. YHUPHKAIUS WU




CTaHdapTu3anus JOKyMCHTOB, UX KJIaCCI/I(bI/IKaLII/IH.

OcHoBHbIE MOHSTHUS
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHHUs

I'CIOY — cBoxg mnpaBui, YCTaHABJIMBAIONIUX €IUHbBIC
TpeOOBaHUS K JIOKYMCHTHPOBAHHIO YIPaBICHYCCKOU
NEATEILHOCTH U OpraHU3aluKu paboThl ¢ JOKYMEHTaMH Ha
NPEANPUITHSAX PA3IUYHBIX OPraHU3AIMOHHO — MPABOBBIX
dhopm

CocraB ynpaBieHuUeCKUX JTOKyMEHTOB. [loHsTHE cuCcTeMbl
nokymeHTanuu.  OyHKIIMOHAIBHBIE W OTpaciieBbIe
CUCTEMBI JJOKYMEHTAIMK. Y HU(UKAIUS U CTAaHAAPTH3AIUS
YIPABJICHUYECKUX JIOKYMEHTOB

IIpaBoBoe perynupoBaHue
JIeJIOTIPON3BOICTBA

[IpaBoBast 0a3za JemONPOU3BOACTBA KaK COBOKYIHOCTb
3aKOHOB, HOPMaTHUBHO-IIPaBOBBIX aKTOB,
OpPraHU3allMOHHBIX ¥ METOJAMYECKUX  JOKYMEHTOB,
pErIaMEeHTHPYIOMINX TEXHOJOTHIO CO3/1aHus, 00padoTKH,
XpaHEHHS W WCHOJBb30BAHUS JOKYMEHTOB B TEKYIICH
JeSITeIbHOCTH OpraHU3aIliH. [TocranoBnenue
[TpaBurenscra PO ot 07.09.2011 r. N2 751 «O BHeceHuUH
n3MeHenwuii B [IpaBuma aenonpon3BoacTBa B enepaibHbIX
OpraHax WCTIOJIHUTEIBHOW BIACTI».

OO0 »9NEeKTPOHHOM  MOANUCH henepanbHbIA
06.04.2011 N2 63-®3 (c U3MEHEHHUSIMU ¥ JONOJIHEHHUSIMH
ot 12 mapra, 28 urons 2014 rona)

O6 apxuBHom jgene B Poccuiickoit  ®eneparyu:
denepanbhbii 3ak0H oT 22.10.2004 N2 125-®D3 (pexn. ot
04.10.2014).

O6 wunHpopmanuy, WHPOPMAMOHHBIX TEXHOJIOTHSIX H O
3amuTe uHbopManuu: (enepanbHbIii 3akoH ot 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

O nmepcoHaNbHBIX JAHHBIX [DJEKTPOHHBIN pecypc]:
denepanbhbiii 3akoH oT 27.07.2006 N2 152-®d3 (pexn. ot
21.07.2014) 1 CIIC «Koncynprantlnoc:
3aKOHO/IaTETbCTBOY.

3dKOH

OO0mme HOpMBI W TpaBUia
oopmIieHUs
yIpaBICHUYECKUX
JIOKYMEHTOB

YuudunupoBannas cucrema gokymentanuu (YCJ]) kak
COBOKYMHOCTh ()OPM JIOKYMEHTOB, CO3/IaHHBIX 110 €TUHBIM
mpaBwiaM ©  TpeOoBaHUAM, (YHKIUOHHPYIOIIUX B
onpexaenenHoi cepe nesrensuoctu. [OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CHUCTEMBI
JTOKYMEHTAITUI. YHupuuupoBaHHas cucreMa
OpraHU3aIMOHHO-PACHIOPSAUTEIBHOM JOKYMEHTAIHH.
TpeboBanms K oopmirernIo JIOKYMEHTOB.
Pernamenranus JeSITebHOCTH CITYKOBI
JIETIOTIPOM3BOACTBA HA BCEX YPOBHSAX  yIPABIICHUS.

Cranpaptel UCO u ux ucnonb3oBanue B cucreme JOY
PO.

Oco0eHHOCTH TMOATOTOBKH
OpraHHU3aIOHHO-
pacropsiAuTENbHbIX
JOKYMEHTOB OpraHU3allUU.
Cucrema CIIPABOYHO-

YCOP/] — yaudunupoBaHHas cucTeMa OpraHu3alluOHHO —
pacropsIUTeIbHON JTOKYMEHTAllUU: COCTaB, 00JacTH ee
npuMeHeHns. Ha3HadueHwe W BHJABI OpPraHU3alMOHHO-
pacropsuTeabHONM JOKyMeHTaluu. TpeGoBaHust kK eé
opopmiennto  cornmacio  ['OCT. CocraBineHne u




MH(POPMALIMOHHOM u
aHATUTUYECKOU
JIOKYMEHTAIUH.

oopmieHre TPOEKTOB PACIOPAIUTEIBHBIX JTOKYMEHTOB
(mMOCTaHOBIICHUM, PEIICHHWH, MPUKA30B, PACIIOPSIKEHUH,
ykazaHuii). Buael  cnpaBOYHO-MH(POPMALMOHHOW U
CIPaBOYHO-aHAIMTUYECKONW JOKYMEHTAIlMu U TpeOoBaHUs
K UX 0(OPMIICHHIO.

Cucrema opraHu3aliOHHO-
IIPaBOBOM JOKYMEHTALIUU

OpFaHI/ISaHI/IOHHO-HpaBOBBIe JOKYMCHTBI, UX HA3HAYCHUC,

dbopmynspel — oOpasznel.  [Iporeaypa cocrtaBieHus u
oopmieHHs OpraHW3alMOHHBIX OKYMEHTOB. O0iacTb
MPUMCHCHUSA OpTraHrU3allMOHHBIX JOKYMCHTOB.

Ucnonb3oBanue yHUPUIUPOBAHHBIX GopM. DyHKIMH
OpraHU3alMOHHO-NIPaBOBOM  JoKyMeHTauuu. (OCHOBHBIE
BUJIBl M TpeOOBaHUS K COCTaBICHUIO U O(OPMIICHUIO
OpraHU3alMOHHO-ITPABOBBIX JJOKYMEHTOB.

JIOKYMEHTBI 110 TUYHOMY
COCTaBy

Cucrema wuHpOpManMOHHOTO obecreueHuss paboThl C
KaJ[paMH. Nudopmanronneie ITOKa3aTelIH,
Xapaktepusymoomume padoty ¢ kagpamu. O0miepoccuiickue
KJIACCU(UKATOPHI TEXHUKO-I)KOHOMUYECKOW MH(POPMAITHH.
[lonsatus "kanpoBast noKkymeHTauus'" M "MOKyMEHTALHs 110
JUYHOMY cocTaBy". BuIbl JOKYMEHTOB IO JIMYHOMY
cocrtaBy. IIponeaypsl, BbIIOIHSIEMbIE KaIpOBOM CIyxkO0M
pu OPOPMIICHUHU JIBIKEHUS MEPCOHATA TPEIIPUSTHS, H
CO3/1aBaeMble TpPU OSTOM JIOKyMeHThl. HopmaTuBHO -
METOAMYECKUE JOKYMEHTHI 10 BOIPOCAM COCTAaBJIEHUS U
oopmIIeHHS KaJIpOBON JOKYMEHTAIIUH.

Opranuzanus
JOKYMEHTO000pOTA.
Cucremaru3anus
JIOKYMEHTOB U
XpaHeHue

nux

Opranuzanus JOKyMEHTOOOOpOoTa: IpueM, o0paboTKa,
peructpanus,  KOHTPOJIb,  XpaHEHHE  JIOKYMEHTOB,
HOMEHK/IaTtypa Jen. TpebOoBaHMs K 3arojoBKaMm Jiell.
@opmupoBanue gen. CucreMarusanus JTOKyMEHTOB
BHYTpHU jeina. TUroBble CpOKU XpaHEHUs JOKYMEHTOB
OOm1ast XapaKTepUCTUKa OPraHU3allMOHHBIX TEXHUYECKUX
CPEICTB. ABTOMaTH3UPOBAHHBIE CUCTEMBI
nenonpousBoacTBa.  OO030p  COBpPEMEHHBIX  CPEICTB
OpPITEXHUKHU JUIsl TIepefaun U nepepadoTKu MHQOpMAaIUH.
IIpaBuna ¥ TOPSINOK THUPAXKHUPOBAHUS JOKYMEHTOB.
OneKTpoHHas 1ouTa. Cucrema ONTUYECKOTO
pacrno3HaBaHMsl TEKCTOB. lcmonp3oBaHHE CIIpaBOYHO-
npaBoBbIX cucTeM. OOme TpeOoBaHUS K COCTAaBICHHUIO U
oopmiennto  HoMeHKIATypbl. OCHOBHBIE  TpaBUIIA
paboThl apXMBOB OpraHu3alUi B ¢eAepanbHbIX OpraHax
UCIIOJIHUTENIBHOM  BIACTH.  ODKCIIEPTH3a  LIEHHOCTH
nokymeHToB. CocraBnenue omnuceir. Caada nen B apXuB
OpraHu3aIyu

CoBpemeHHOe
MHUCHbMO

IEJIOBOE

WcTopus nosBiieHus AeN0BbIX MuceM. JlenoBoe MucbMo —
OJIMH M3 CaMbIX JPEBHUX aTpUOYTOB JIEIOBOTO OOLICHHUS.
Tpagnuuu pycckoro paenoBoro mnucbma. CTUIMCTHKA
nenoBoro mnucbMa. OCOOEHHOCTM M XapaKTEPUCTUKH
COBpEMEHHOro JienoBoro nucbma. IlpaBuiia odopmienus
JIEJIOBOT0  MHUCbMa. Buapsl mnucem, MeXIyHAapOJIHBIE
MMChMa.

TpeboBaHust K TEKCTY AEIOBOTO MHUCHMA.

6.2.2 Cooepircariue npaKkmuueckux 3aHaAmui




HanmeHoBaHHE TEMBI
(pa3nena) IUCHMILINHBI

Conep:xxaHue MPAKTHYECKOT0 3aHATHS

BBenenue B AMCUUILIHHY.
[Ipenmer, conepxanue u
3aJlayM Kypca

I.Ilenn, 3amaud W OPUHUUINBL JAUCHUILIMHBL. HcTtopus
Jnenonpou3BoacTtsa B Poccun.

2.IIpeamer u 3agaum Kypca.

3.Jloruueckast CTpyKTypa IUCLUUIUIMHBI, €€ MECTO B
CHUCTEME TMIOATOTOBKH CIICIHAINCTA, MEKIIPEIMETHBIC
CBSI3M.

4. CoBpeMEHHOE JCJIONPOU3BOJACTBO: IIENH, 3aJaud H
MIPUHIIUIIBI.

5. OCHOBHbIE TTOHATHS U OTIPEACIICHUS:

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

6.Buibl TOKYMEHTOB M MX KJIaCCH(UKAITHUS.

OCHOBHBIE IIOHATHUA
AOKYMCHTAIIMOHHOTI'O
obecreyeHus YIIpaBJICHUA

1.I'ocynapcTBeHHast cucrema JOKYMEHTAllMOHHOTO
obecneuenus ynpasienus (I'CHOY) — cBox mnpasui,
yCTaHaBJIMBAIOLINX eIIUHbIC TpeboBaHus K
JOKYMEHTHPOBAHUIO YIPABICHYECKOW JEATEIBHOCTH M|
OpraHu3auu padoThl C JOKYMEHTAaMH Ha TPEANPUATHIX
Pa3IMYHBIX OPTaHU3AIMOHHO — IIPABOBBIX POPM
2.CocTaB ynpaBIeHYECKUX T0KYMEHTOB.
3.IloHsATHE CUCTEMBI TOKYMEHTALIH.
4.OyHKIIOHATIbHEIC " OTpaciieBbIe
JOKYMEHTAIUH.
5.YHudukanmus u
JIOKYMEHTOB

CHUCTCMbI

CTaHJapTHU3alHA YIIPABJIICHYCCKUX

HpaBOBOG pEeryjimpoBaHuc
ACIOIMMPONU3BOACTBA

1.ITpaBoBast Ga3a [€IONMPOM3BOJACTBA KaK COBOKYITHOCTh
3aKOHOB, HOPMATHBHO-IIPABOBBIX aKTOB, OpPraHU3aI[MOHHBIX
U METOOUYECKMX  JOKYMEHTOB, pErJaMEHTHPYIOIIHUX
TEXHOJIOTHIO  cO3JaHusi, OoOpaOOTKM, XpaHEHUs U
WCIIOJIb30BAaHUSl JIOKYMEHTOB B TEKYLIEH JeATEIbHOCTU
OpraHu3aluu

2.Ilocranosnenue [IpaBurenscrea PO ot 07.09.2011 1. N2
751 «O BHeceHuu usmeHeHuil B [IpaBuiia geaonpon3BoacTBa
B (peJIepasibHBIX OPraHax UCTIIOJIHUTEIBHON BIACTI.
3. OO0 onexTpoHHON mnoanucH: (eaepanbHbIA
06.04.2011 N2 63-®3 (¢ U3MEHEHUSIMH U JOMTOJHECHUSIMH OT
12 mapra, 28 uronst 2014 roma)

4. O06 apxuBHom gene B Poccmiickoit ®eneparuu:
denepanbHblii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

5. O6 undopmarum, UHOOPMAIIMOHHBIX TEXHOJIOTHIX U O
3ammre uHpopMarmu: ¢eaepanbHblidi 3akoH oT 27.07.2006
N2 149-®3 (pen. ot 21.07.2014)

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

7. HopmaTHBHO-IIPaBOBBIE AaKThl, OPraHU3AllMOHHBIE U
METOINYECKUE JOKYMEHTBHI, peraaMeHTHpYIoIne
TEXHOJIOTHUIO  CO3/aHus, 00pabOTKH, XpaHEHHs W
UCIOJIb30BaHUSl JOKYMEHTOB B TEKYILIEH JeATeJbHOCTH

3aKOH




Opra"u3aluu

OO0mue HOpPMBI M TpaBHIIA

1.Yaudunupoannas cucrema nokymentanuu (YCJI) kak

oopmnenus COBOKYITHOCTb (JOPM JIOKYMEHTOB, CO3JaHHBIX MO €IUHBIM
YIPaBICHUYECKUX mpaBwiiaM U TpeOoBaHUSAM, (QYHKIMOHUPYIOIIUX B
JIOKYMEHTOB OTIpeNieNIeHHOM cdepe NesATeIbHOCTH.
2.TOCT P 6.30-2003
3.TOCT P UCO 15489-1 —2007.
4. TOCT P 7.0.8-2013. TOCT P 53898-2013.
«YHUPHUIHPOBAHHBIE CHUCTEMBI JOKYMEHTALUN».
YHaubunupoBanHas cucreMa OpraHU3aIlMOHHO-
pacropsAUTeNbHON  JOKyMeHTanuu. TpeOoBaHus K
0(OPMIICHUIO IOKYMEHTOBY.
S.Pernamenranus JeATEIIbHOCTH CITY>KOBI
JIEJIONPOU3BOJICTBA HA BCEX YPOBHAX YIPABIICHUS
6.Crangapter UCO
7. Ix ucnosnb3zoBanue B cucreme J1OY PO,
Ocob6ennoctn  moarotoBku | 1. YCOP/] — yaudunmpoBanHas cucreMa OpraHu3alioHHO
OpraHU3alMOHHO- — pacmopsiIUTENbHONW JOKYMEHTAI[MH: COCTaB, o0jacTu ee
pacIopsIAUTENBHBIX IIPUMEHEHHUS.
JOKYMEHTOB ~ OpraHu3aunuu. | 2. Ha3nauenue u BU/IbI OpraHU3alMOHHO-
Cucrema CIIPaBOYHO- | PACIOPAIUTEIBHON JOKYMEHTALMH.
HH(pOpPMAITMOHHOM u | 3. Tpebosanus k e€ opopmienuto cornacHo OCT.
AHATTUTHYECKOMN 4. CocraBnenue u odopmiteHne MIPOEKTOB
JOKYMEHTAIUU. pacnopsIUTENbHbIX JIOKYMEHTOB (mOCTaHOBJICHUIA,

pellIeHni, IPUKA30B, PacOPSLKEHUH, YKa3aHHi).

5. Bugsl crnpaBo4HO-UH(OPMAILIMOHHOW U  CIPABOYHO-
AQHAJUTUYECKON JOKYMEHTALMU

6. TpeboBanus K oopmIeHHIO CIIPaBOYHO-
MH(pOpMaLOHHON 51 CIIPaBOYHO-aHAJTUTUYECKON
JIOKYMEHTAIUU

Cucrema oOpraHu3almoOHHO-
MPaBOBOM JOKYMEHTAIINH

1.Opranu3anoHHbIe JOKYMEHTBI, UX Ha3HAYEHHUE
2.®opmysipsl — 00pasIbl.

3. [Ipouenypa COCTaBJICHUS u
OpraHU3alMOHHBIX JOKYMEHTOB.
4.00nacTh NPUMEHEHHS] OPraHU3ALMOHHBIX TOKYMEHTOB.
5.Wcnonb30Banue yHU(PULIHPOBAHHBIX (HOPM.

6.OyHKIIMN OpPraHU3aliOHHO-IIPABOBOM JOKYMEHTAIIUH.
7.0cHOBHBIE BU/JIBI OpraHU3alMOHHO-IIPABOBBIX
JIOKYMEHTOB.

8. TpeOoBaHus K COCTaBJICHHUIO U
OpraHU3aIMOHHO-TIPABOBBIX JTOKYMEHTOB

odopmIteHUs

oopmieHuo

JIoKyMeHTBI
COCTaBYy

no JHMYHOMY

1.CymHocTh NOHATHS JOKYMEHTAIUS 110 TMYHOMY COCTaBY
2. IlpaBoBble OCHOBaHUS MOJATOTOBKM JOKYMEHTOB IO
JUYHOMY COCTaBY

3. JlokyMeHTHpOBaHuUE Npu npuéMe pabOTHHUKA

4. TpynoBbie JOTOBOPHI (KOHTPAKTHI).
5.JloKyMeHTUpOBaHueE MpHU NMepeBojie pabOTHUKA
6.JlokyMeHTHUpOBaHUE TPU YBOJbHEHUH paOOTHUKA

7. Oco0eHHOCTH MpHKa3a Mo JUYHOMY COCTaBY

8. 3asBneHue

9.TpynoBast KHM>KKa

10.JInunoe neno




Opranuzanus
JIOKYMEHTOO0O0pOTA.
CucremMaTH3anus
JIOKYMEHTOB M X XpPaHCHHE

1.Opranmsanus J1OKyMEHTOOOOpOTa: mpueMm, 00paboTka,

perucTpanus, KOHTPOJIb, XpaHCHHE JIOKYMEHTOB,
HOMEHKJIATypa Jel.

2. TpeboBaHus K 3aroJIOBKaM JeJl.

3.®opmupoBanne gaen. Cucremaruzanus —JOKYMEHTOB

BHYTpH nena. Odopmiienue nen. TUoBble CPOKU XpaHEHUs

JIOKYMEHTOB.

4.00m1as xapakTepucTUKa OPraHU3allMOHHBIX TEXHUYECKUX
CpEJICTB. ABTOMAaTH3UPOBAHHBIC CUCTEMBI
nenonpousBogacTBa.  O030p  COBpEMEHHBIX  CPENCTB

OPI'TEXHUKH IS Iepeiadn U TiepepaboTKU HH(POpMAIIH.

5. Wcnonp30Banue CpaBOYHO-IIPABOBBIX CUCTEM
6.Homenknarypa Il KaK MPOCTEULLIHI
KJ1accu(puKaMoHHbIN cripaBoYHUK. OOmue TpedoBaHUsS K
COCTaBJICHUIO ¥ O(DOPMIICHUIO HOMEHKJIATYPHI.
7.0popmnenue aen. Cocrapinenue onuceit. Cnava e

CoBpemeHHoe JIeII0BOE

IIMCBMO

1.IlonsiTHE 1€10BOM NIEpEenuCcKu

2.9TU4ecKue HOPMbI J€I0BOU MEPENUCKHU
3.3aKkoHOJaTeNbHbIE W HOPMATUBHO-IPABOBBIE OCHOBBI
JIeJIoBOM Tiepenucku B PO

4.513bIK ¥ CTHITH OQUIHATBHBIX THCEM

5. Bugsl mnmceM B oOpraHbl TOCYJapCTBEHHOTO H
MYHUIIMIIAJIBHOTO YIPaBJIECHUS

6. JlenoBas nmepenucka mo MeKTPOHHOU MouTe

7 IlpaBmia opopMIICHHS ISIIOBOTO MHCHhMA.

8.Bunel nmucem

9. MexyHapoIHbIE€ MUChMA.

10.TpeGoBaHuUs K TEKCTY MHCbMa

6.2.3

Cooeparcarniue camocmosameibHou padomol

HaumMmeHoBaHue TeEMbI
(pa3aeJsia) AMCUUNJIMHBI

Coneprxanue caMOCTOSITEIbHOI PadoOTHI

BBenenue B IMCHUIIIMHY.
IIpeamer, conep:xanue u
3a/1a4M Kypca

1.IlonATHE NENONPOU3BOJCTBO.

2. Ilpenmer maucuunauHbl OCHOBBI JENONPOU3BOACTBA U
JIOKYMEHTO000pOT

3. MexnpeaMeTHbIE CBSI3U.

4. CtpykTypa Kypca
5. 3amauum Kypca

OcHoBHbIE MOHATHUSA
JOKYMEHTAIlMOHHOTO
oOecrieyeHus yrpaBieHHUs

1.T'ocynapcTBeHHas cucremMa
oOecrnieyeHust yrpaBieHus

2. Ilonarue noKyMeHTa

3. [lonsiTe TOKyMEeHTOOOOpOTA
4 Cucrembl JOKyMEHTAIUU

5. YuaudunupoBaHHas cucTeMa OPTaHMU3ANOHHO-
pacnopsautensHoii nokymenTtaruu (Y COPJI)

JAOKYMCHTAITUOHHOT O

IIpaBoBOE perynupoBaHue
JIEJIONPOU3BO/ICTBA

1.3axkoHOAaTENBHOE PETYINPOBAHUE ACIONPONU3BOACTBA

2. Vka3el u pacnopsokenus Ilpesmpenra Poccuiickoit
denepanny, perIaMEeHTUPYIOIIE BOITPOCHI
JIOKYMEHTAIMOHHOTO 00eCTeueHH s

3. [TlocranoBnenuss u pacnopsbkeHus IIpaBurenbcTBa
Poccuiickoii Penepanyy, peraaMEeHTUPYIOIIKME BOIPOCHI




JOKYMEHTAIlMOHHOro ~ o0ecrieyeHus Ha  (eaepanrbHOM
YpOBHE

4. [IpaBoBsbIe aKTBI denepanbHBIX OpraHoB
UCTIOJIHUTEJIBHOW  BIAacTH  (MHUHHUCTEPCTB, KOMHTETOB,
cmyx0, areHTCTB W JAp.)  OOIIEOTpacieBOro U
BEJJOMCTBEHHOT'O XapaKTepa;

S5.IIpaBoBble  aKTBl OPraHoOB  IIPEJACTaBUTEIBHOM U
WCIIONTHUTENIBHOW ~ BiacTH  CyOBekToB  Poccuiickoi
Qenepauui UM MX TEPPUTOPUAIBHBIX  OOpa30BAHM,

PErIIaMCHTHUPYIOIIUE BOIIPOCHI ACJIOIPOU3BOACTBA.

OOmue HOpMBI U INpaBuiIa
odopmIIeHUS

1. Ilonstue BJIAHK noxymenta. Buzpsl 61ankoB
2.TpeboBanus k O1aHKaM

YIIPABJICHYECKUX 3. PexBu3ut. CocTtaB peKBU3UTOB.
JIOKYMEHTOB 4. Haumonanbuble  crangaptel Poccunm B oOnactu

JIeJIONPOU3BOJICTBA
OcoOennoctu moArotoBku | 1.IloHsATHE  OpraHM3allMOHHO —  PAaCHOPSIAUTEIHHON
OpraHU3alMOHHO- JIOKYMEHTAIlMU: COCTaB, 00JIaCTU €€ IPUMEHEHUS.
pacmopsiANTEIbHBIX 2. Haznauenue u BU/IBI OpraHU3aIIOHHO-
JOKYMEHTOB OpraHu3allMU. | paclopsAUTEIbHON JOKYMEHTAIUH.
Cucrema cpaBo4HO- | 3. TpeboBanus k opopmienuto corinacuo I'OCT.
WH(OPMAMOHHON u | 4. CocraBnenue u odopmireHue MPOEKTOB
AHAIUTUYECKOM paclopsiAUTEIbHBIX IOKYMEHTOB
JIOKYMEHTaI1H. - IOCTAHOBJICHU,

-pellIeHuH,

-IIPUKA30B,

-pacrnopsKeHU M,

-yKa3aHuH

5.CocraBienue u oopmienue CIIPABOYHO-

MH(OPMaLIMOHHBIX JOKYMEHTOB

Cucrema opraHu3alOHHO-
IIPaBOBOM TOKYMEHTALNH

1.CocTaB OpraHu3alMOHHBIX TOKYMEHTOB
2.OyHKINW OPTaHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB
3.0cobenHocT 0(hOpMIIEHUSI OpraHU3allMOHHO-TPaBOBBIX

JIOKyMEHTOB
4. Buzgel  0OpraHM3allMOHHO-IIPABOBBIX  JOKYMEHTOB.
TunoBsle W  HMHIMBUAYyaJbHBIE  OpPraHU3allMOHHBIE
JOKYMEHTHI.
JokymenTtel 1o JsmyHOMYy | l./lokymeHTanus, cBsi3aHHass C  KOMIUIEKTOBaHUEM
CoCTaBy IIEpCOHAJIa OpraHu3aluy.
2.JlokyMeHTanus, CBs3aHHAsl C IPOLECCOM IPOABUKEHUS
NepcoHaa Mo ciyxoe.
3.JlokyMeHTaIus, CBA3aHHAas! C BBIIIOJIHEHUEM PAaOOTHUKOM
TpeOOBaHUH TPYJOBOI TUCIIUITIIHHBI.
4. JlokyMeHTanusl, CBs3aHHAs C MPEKpaIleHUEM TPYIOBBIX
OTHOIIEHHH PaOOTHUKOB C OpraHU3aIUeH, C YBOJIbHEHHEM
Opraauzanus 1.91amnbl 1oKyMeHTO000pOTa B OpraHu3aluu
JOKYMEHTOO00pOTa. 2.®opMUpOBaHUE JEIT
Cucrematuzanus 3.HomeHnknarypa nen KaK MIPOCTEUINI

JOKYMCHTOB U UX XPAHCHUC

KJIaCCU(UKAIMOHHBIN CIIPABOYHUK.
4.Cnada Jieq1 B apXvB OpraHu3aluu




9. CoBpemenHoe nenosoe | 1. JlenoBsle muchbMa B HICTOPUM YEJIOBEYECTBA

UCbMO 2. Posib 1€710BBIX MHCEM B YIPABICHUYECKON A€ATEIbHOCTU
3. Ocobennoct 0puUIATHLHO-AEI0BOM MMCEMEHHON peun
4. Hcnonp3oBaHHE S3BIKOBBIX (OPMYIT — SA3BIKOBBIX
MOJICJIEH B JIEJI0OBOM IHCbME

5. DTUKET B JIETTIOBOM MEPEIUCKE

7.00HA  OLEHOYHBIX CPeICTB /I TMPOBeAeHMS TPOMEKYTOUHON aTTecTAlNHU
00y4arouUXCcs M0 JUCHHUILVIHHE (MOTYJII0)

[IpenycMoTpeHsl  ciaeyroniye BUAbl  KOHTPOJSL KayecTBa OCBOEHUS KOHKPETHOM
JUCUUTLITAHBIL:
- TEKYIIUA KOHTPOJIb YCIIEBAEMOCTH
- MPOMEXYTOYHAs aTTECTAIMs 00YUAIOMUXCS IO TUCIUILIAHE

@DOH/T OIIEHOYHBIX CPEJICTB ISl TIPOBEICHUS HpOM%)KyTO‘IHOfI aTTecTanuu 00yJaroumxcs mo
nucuuruae opopmiieH B IPUJIOKEHUU k PABOUYEU ITPOT'PAMME IV CLIUTTJIMHBI

TCKYH_IHﬁ KOHTPOJIb  YCIICBACMOCTU obecreynuBaeT OLICHNBAHHUC XO0Ja OCBOCHUA
JAUCHOUIIJIMHBI B IIPOLICCCE O6y‘ICHI/I$L

7.111acnopt ¢oHIAa OLIEHOYHBIX CPEICTB /LISl NPOBEIEHUS] TeKYIIeil aTTecTAlMu 10
TUCHUIINHE (MOIYJIIO)

Ne KonTpoaupyemble pa3jeibl HaumeHoBaHuUe OLIEHOYHOI0 CpPeCTBA
n/n (TemMbl)

1. | BBenenue B AUCIUIUIMHY. Ormpoc, mpoOJIeMHO-aHATUTHYECKOE 3a/IaHHE. ICCe
[Ipenmer, copepkanue U 3ajauu
Kypca

2. | OCHOBHBIE OHATHUS Onpoc,  npoOieMHO-aHAIUTHYECKOE  3aJaHue,
JTOKYMEHTAIIMOHHOTO 00ECTICYeHNsT | TECTUPOBAHHE
yIpaBICHU

3. | [IpaBoBoe perynupoBaHue Ompoc,  mpoOJIEeMHO-aHATUTUYECKOE  3aJlaHUeE,
JIeNIOTIPON3BOICTBA JUCITYT

4. | O6uue HOpPMBI U MpaBUIIA Onpoc,  npoOieMHO-aHAIUTHYECKOE  3aJaHue,
o(opMIIeHHs YTIPaBICHUYECKUX MIPAaKTUYECKOE 3a/IaHNE, KENC
JOKYMEHTOB

5. | OcobeHHOCTH TOATOTOBKU Omnpoc, TecTupoBaHHe, NPAKTUYECKOE 3a/laHue,
OpTaHU3aIMOHHO- WCCIIeIOBATEILCKUI MPOEKT, TUCITYT
pacropsaUTeIbHbIX JOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-MH(POPMALITUOHHON U
AHAJTMTHYECKON JIOKYMEHTAIIHH.

6. | Cucrema opraHu3aloOHHO- Omnpoc, npakTuyeckoe 3a1aHue, HHPOPMaIMOHHBIH
MIPAaBOBOW JOKYMEHTAIHH MPOEKT

7. | JoxyMmeHThI o InyHOMY cocTaBy | Ompoc, mpakTHueckoe 3afaHue, HH(HOpMaluOHHbBIN

MIPOEKT, TECT




8. | Opranuzanus nokymeHTooO0pora. | Ompoc, NpakTUYECKOe 3aJaHue, KOHTPOJIbHAsS
Cucremaru3anys JOKyMEHTOB U X | pabora
XpaHEeHHe

9. | CoBpeMeHHOE JIeJI0BOE MTUCHMO Omnpoc, npakTuyeckoe 3aanue, HHPOPMAIIMOHHBIH
MPOEKT

7.2 TunoBble KOHTPOJLHLIEC 3aJaHUS WJIHM HHLIE MATEPHAJLI, HEOOXOOAUMbIE IS OLEHKH
3HAHWI, YMEHUIi, HABLIKOB M (HJIH) ONBITA JeATEJLHOCTH B MPOLECCEe TEKVIIEr0 KOHTPOJISA

Tunosbie BONPOCHI

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

2.Ilpeamer u 3agauu Kypca.

3.Jloruueckasi CTpYKTypa IOUCIHUIUIMHBI, €€ MECTO B CHUCTEME IMOATOTOBKH CIIELHAIKCTA,

MEXIPEIMETHBIC CBSI3U.

4. CoBpeMeHHOE AeNOMPON3BOACTBO: LENH, 3aJa4l U TPUHLIUIIBI.

5. OcCHOBHbIE TIOHSATHS ¥ OIpPEICIICHUS: JOKYMEHT: €ro CBOWcTBa ©  (PyHKIUH,
JEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

Tunosbie Npod1eMHO-aHATUTHYECKHE 32 JaHUS

1. Ilpobremuo-ananumuueckoe 3a0anue:
1. HazoBuTe BCe BUBI TOKYMEHTOB U YKaKUTE, MO0 KAKUM MPU3HAKAM OHH KJIaCCU(DULIUPYIOTCA.
2. Haiigute onpenenenne J0KyMeHTa B TOCYAapCTBEHHOM CTaHAapTe.
3. CocraBbTe Tabauny «IloHAaTne 10KyMeHTa B HAYYHBIX AUCLHUIUINHAX )
4.0Onpenenute BUA JOKYMEHTA: OQHUIHATbHBIE, TUYHBIE U JIMYHOTO MPOUCXOKICHHUS

2. Ilpobnemno-ananumuueckoe 3a0anue:
1.CocraBbTe npukas (pacopspkeHue) o mpueMe Bac Ha padory,
2.CocraBbTe npUKa3 (pacropsKeHHe) O MePeBOJIe Bac Ha JIPYryto padboTy
3. CocrassbTe [Ipuka3 (pacnopsikeHne) o MpeI0CTaBICHUN BaM OTITYCKa

3. Ilpobremno-ananumuueckoe 3a0anue:
1.CocraBbTe rpaduK OTIYCKOB OpraHH3alMM cocTosed u3 15 COTpyaHHMKOB: 2 M3 KOTOPBIX
3aMECTUTENIN PYKOBOJAUTENS, OAMH- TJIaBHbI Oyxrairep, 2 — OyXrajarep M Kaccup, OJIUH —
CHELHAINCT OT/eNa KaJApoB, 5 — pabouNX-CMEHIIUKOB, 2-pa00THUKM Ha 8 yacoBoil pabouuil JeHsb,
0JlHa — YOOPIIHIIA, 2 — MEHEKEPOB.
2. CocTaBbTe TIpUKa3 (pacropsHiKeHUE) O MIPEKPaIIeHUH ASHCTBUS TPYI0BOTO JOTOBOpa (KOHTPAKTA)
C BaMH.
3.CocraBbTe npuKa3 (pacopsKEeHHE) O HAIIPABJIEHUU BaC B KOMAaHIMPOBKY
4.BeInumumTe KOMaHAMPOBOYHOE YJOCTOBEPEHHUE PAOOTHUKY

4. ITpobneMHO-aHATUTHYECKOE 3a/1aHUE:

1. Pa36eiftecb Ha rpynmbel mo 4 denoBeka M cocraBbTe [IpaBuia BHYTPEHHEro TpPYAOBOIO
pacriopsinika; IlonoxkeHune o 3amUTe NEpCOHANbHBIX JaHHBIX; IlojoxeHue o0 orare Tpyna;
[TonoxkeHue o CTPYKTYpHBIX Mojapasaenenusx; [lomoxxenue 06 arrectanun
2. BeiOepuTe 0HY U3 KOHKPETHBIX JOJDKHOCTEH U COCTABbTE JIOJKHOCTHYIO HHCTPYKIIUIO
3. CocTaBbTe NMpUKa3 O NOOIMIPEHUHN pabOTHUKA.

5. Ilpobaemno-ananumuueckoe 3a0anue:
PazbeiiTecs Ha Tpymimbl O 4 YeJIOBEKa M COCTaBhTE
1. [TonoxxeHne 0 NPEMUPOBAHNH;
2. HCTpyKLHUIO 110 KaAPOBOMY AEIONPOU3BOACTBY;
3. [Tonoxenue 06 OlEHKE MEpCoHANa;
4. ITonoxxenue 00 00ydeHUH;
5 Ilomoxxenue 00 amamnTanuu



6. [Ipobremuo-ananumuueckoe 3a0anue.
1. CocraBbTe rpauk JOKYMEHTOOOOPOTa B KOHKPETHOW OpTraHU3aIiH
2. Pa306etiTech Ha TpyNIBI 110 4 YEIOBEKa U COCTaBHTE
- [onoxxenne o paboTe ¢ KapOBBIM PE3EPBOM;
- [Tonoxxenue o npeMupoBaHUU
7. [Ipobnemno-anarumuueckoe 3a0anue.
1.IIpeacraBbTe CTPYKTYpy YcTaBa OpraHu3auu
CocrasbrTe:
2. [TocTaHoOBJICHHE 110 KOHKPETHOMY COOBITHIO.
3. Penienue no KOHKPETHOM 3a7a4ye yIpaBICHUS.
8. IIpobnemno-ananumuueckoe 3a0anue:
1. CocTaBbTe MpuUKa3 10 KaApOBOMY COCTaBY.
2. CocTaBbTe yKazaHUE M0 PEIICHUIO0 KOHKPETHOTO BOIPOCA.
3. CocTaBbTe pacHOpsKEHHS 10 KOHKPETHOMY COTPYIHUKY
4. OdopmuTe MPOTOKOJI 3aceIaHusi COOpaHUs KOJUIEKTUBA OpraHU3aIliu.
9. Ilpobremno-ananumuueckoe 3a0anue:
1. CocTaBbTe aKkT O HApYIICHUU TPYAOBOTO JIOrOBOPAa KOHKPETHOTO COTPYIHUKA.
2. Onumure cTpykTypy [lonoxeHus kak JOKyMeHTa
3. Onumure npaBuiia COCTABICHUS UHCTPYKLIUN
10. Ilpobnemno-ananumuueckoe 3a0anue:
1. Ucnone3ys THIOBYIO (hopMy «0O1IHMil OJIaHK» 3alOJIHHUTE €.
2. Ucnonb3ys THIIOBYIO (pOpMY «OaHK MUChbMay 3aIlOJIHUTE €€
3. Mcnionb3ys TUTIOBYIO (hOpMY «OJTaHK KOHKPETHOTO BUA JOKYMEHTa) 3aIlOJIHUTE €e.

Tembl ucciIe10BaTeIbCKUX, TBOPUYECKHX MIPOEKTOB

Iloozomoeka uccnedosamenbcKux NPOEKmMos no Mmemam:
1.Ucnonb30BaHNe KOMIIBIOTEPHBIX TEXHOJIOTHI NP CO3/1aHUU U 0(POPMIIEHUU TOKYMEHTOB.
2. DIEKTPOHHBINA JOKYMEHT U MpobiieMa ero IpaBoBOro CTaTyca.
3. Oco0GeHHOCTH COTIIaCOBaHUs JIEKTPOHHOTO JOKYMEHTA.
4. ndopmanimoHHO-CIIPaBOYHbIE JOKYMEHTHI — CIIPaBKH, aKThI, JOKJIAJAHbIE U 00bICHUTEIbHbIE
3aMMCKH, TOBEPEHHOCTH, CIIy>KEOHBIE MHChMA, Tele(hOHOIPaMMBI, TEIerpaMMbl, (paKCcorpaMMbl
5. [Ipunanue 10pUAMIECKON CHIIBI JOKYMEHTY B JIEKTPOHHOHU (hopMme.
6. Ilpumenenue 0a3 AaHHBIX, I1A0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Tsopueckoe 3a0anue (c s1emeHmamu 3cce)
Hanmmure scce o teme:
1.Ponb apxuBOB B COXpaHEHHH JOKYMEHTOB
2. MexBe1OMCTBEHHBIE, BEIOMCTBEHHBIE apXUBbI. APXHUBBI OPraHU3aUH,
NpEeANPUITHH, yupexaeHul. ['ocy1apcTBEeHHbIE apXUBBI
3. DIIEKTPOHHBIN TOKYMEHTOOOOPOT: MOJOKUTETBHBIE H OTPUIIATEIHbHBIC YEPTHI

Tunosblie 3aJaHUA K HHTCPAKTUBHBIM 3aHATUAM

CpasnumenvHulii ananus 6 popme oucnyma
1.27eKTpOHHBIH JOKYMEHTOOOOPOT: MOJIOXKUTEIBHBIE U OTPULIATEIbHBIC YePThI
2. Mecto nucuuruivHbl “OCHOBBI JIETONPOU3BOICTBA U IOKYyMEHTO000POT” B COBETCKOW U
COBPEMEHHOM cucTeMax MOATOTOBKH CIIELUAINCTA -YIIPABJICHLA.

3aoanue no pewenuro ynpasnenueckou cumyayuu. Ketic 1
IIpouio 3acemaHue WHBEHTAPU3aLlMOHHOM KOMHCCUHM 3aBOJa Ia30BOM almaparypbl, Ha
KOTOPOM pAacCMaTpUBaJICS BOIPOC O pe3ynbTaTaX WHBEHTAapu3aluu 1o ckiaagy Ne 2



BCIIOMOTaTeNbHbIX MaTepuanoB. Ha 3acenaHuu ObUIO MPUHATO MOCTAHOBJIEHUE 00 yTBEP)KICHHUH
pe3yJbTaTOB MHBEHTAPU3AaLlMM M OTHECEHUS 3a CYET 3aBEAYIOUIEro CKJIaJoM HeIocTauu
BCIIOMOTaTeNbHBIX MaTepuagoB B cymme 365 Thic. py0., a TakKe 3aYUTAHbl CIUYUTEIIbHAS
BEZOMOCTH 10 ckiiany Ne 2 u 0ObsICHUTENbHAs 3aMMCKa 3aBEAYIOIIETO CKIaI0M.

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

- Kakue pekBU3NUTHI JOJKEH BKIIIOYATh JAHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTell OH Iperoaraer?

- Kakue (aktuueckue naHHbIE 1OJIKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Pewenue keiica.

ITo uroram 3acenanuii KOMUCCHM cocTaBisgeTcs [IpoTokon 3acenanus HHBEHTapU3alMOHHOU
KOMUCCHH 110 PACCMOTPEHUIO PE3YIbTATOB MHBEHTApU3ALUH.

IIpOTOKOJI CONEPIKUT CIENYIOIINE PEKBUBHTHI:

HAaUMEHOBAHME OpraHM3allMi; Ha3BaHWE BHJA JIOKYMEHTa; Jara M HOMEp IIPOTOKOJIA;
3aroJIOBOK K TEKCTY; TEKCT; NOJANNCH YYaCTHUKOB; I'pU( yTBEpKACHHUS (B clydae, KOrja MpOTOKOI
HOJUIEKUT YTBEPKICHHUIO).

[IpoTokoJ cocTOUT M3 2 YacTeil: BBOAHOM U OCHOBHOIA.

B 3TOT 10OKYMEHT JOIKHBI OBITH BHECEHBI ClleAYIOIINE (aKTUUECKUE TaHHbIE:

1) Ha3BaHUsI TOKYMEHTA U NPEAIPUATHUS.

2) yKa3aHHe 4JIEHOB KOMUCCUH U IpeAcenaTes.

3) CIIUCOK BBICTYMAIONIMX Ha 3aC€AaHUU KOMHUCCHUHU.

4) uTOr" MHBEHTAPHU3ALHH.

5) peuieHusi, KOTOpbIE OBLTH TPUHSTHI.

6) 3aKJIF0UEHUE KOMUCCHHU.

7) UTOTH TOJIOCOBaHUSI (€CIIU OBLIN).

8) MeponpusATHUs, IPOBEJCHHBIE B IPOLIECCE MHBEHTapU3aLIUH.

9) BbISIBIICHHbIE HAPYILLEHUS U T€, KTO B HUX BUHOBAT (UMS U JIOJKHOCTB).

10) nata ¥ MECTO COCTaBJIEHUS IPOTOKOJIA.

11) noanucu npeacenarens U ceKpeTapsi KOMUCCHH.

Keiic 2

B crpoutensHom koomepaTtuBe «CtpoiicepBUC» Obul OOHapykeH (akT HEmpaBUIBHOIO
UCIIOJIb30BAaHUSl CTPOUTENIbHBIX OTX0A0B. [Ipum mnpoBepke padOTHl CKIaAa MNHIOMAaTEpHAIOB
YCTAHOBJIEHBI (PaKThl OTIYCKA B KOTEJBHYIO JUIS CXKMTaHHMs OTXOJOB NMUJIOMAaTepHalioB UIMHHOU
cBbie 20 cMm.

- Kakoil 1OKyMEHT NIO3BOJIUT PETJIAMEHTUPOBATH OTIIYCK CTPOUTEIBHBIX MaTEpUaioB?

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

- CKOJIBKO JTOJDKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 MCIIOJHEHHUE TaHHOTO
JIOKyMeHTa?

- Kakune pekBU3NUTHI JOKEH BKIIIOYATh JAHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTel OH MpeAmnoaraer?

- Kakue ¢aktuueckue nanHbIe TOJKHBI ObITh BHECEHBI B 3TOT IOKYMEHT?

Pewenue ketica

JIOKYMEHT, KOTOpBIM IMO3BOJIUT PErIaMEHTHPOBATh OTIYCK CTPOMTENIBHBIX MaTepUalIOB -
ITpukas.

O0s3arenbHble MyHKTHI IPUKa3a: 1) MyHKTHI, B KOTOPBIX JAIOTCS MOPYYEHHS UCTIONHUTEISIM
Y CPOKHU UCTIOJHEHHMSI. 2) MyHKT O KOHTPOJIE UCIIOJIHEHUS TIpUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE NPUKaA3a ABIISAETCSA OJHO JTOJKHOCTHOE JIULO.

[Ipuka3 nomkeH BKIIOYATh TaKWe PEKBU3HUTHI, KaK IIOJHOE HAUMEHOBaHHE KOMIIAHHH
COIJIAaCHO JIEHCTBYIOIIEMY YCTaBY; OpraHM3allMOHHO-TIpaBoBas (opMa; MECTO COCTABICHHS WU
W3JIaHUS; PEruCTPallMOHHBIM HOMEp, YKa3aHHBIA B JKypHajle pPEerucTpaluy; HauMEHOBaHUE BHJIA
JIOKYMEHTA; 3arojIoBOK; TEKCT; JaTa CO3/aHus; JaTa IOJIUCAHUS MOIINUCh PYKOBOAMUTENS C



pactmpOBKOI; OTMETKH O HAIMYWHU TTPUIIOKEHUH;

[Mpuka3 BkIrOWaeT B ceOs JBE CTPYKTYpPHBIE YacTU: KOHCTaTUPYIOUIYIO |
pacropsiAUTEIbHYIO.

B 3TOT OKYMEHT JOIKHBI OBITH BHECEHBI (haKTHUeCKUe NaHHbIe [[puynHbI 1 TOpydeHusl.

AHnanumuueckue 3a0anusi

1. Ucnons3ys 'OCT 7.32 — 2001 IlpaBuia opopmIiIeHHS TEKCTOBBIX JTOKYMEHTOB, C(HOPMYTHPYHTE
OCHOBHBIE TpeOOBaHMS K O)OPMIICHHIO TEKCTOBBIX JIOKYMEHTOB

2  HUcnmome3dys T'OCT P 6.30-2003 VYHuHUUUpPOBaHHBIE CHUCTEMBI JOKYMEHTAIIHH.
YHuHUIUpoBaHHas CHCTEMa OPTraHU3aIMOHHO-PACTIOPSAUTENBHON JOKyMeHTauu. TpeboBaHus K
opopmiieHnio  1OKyMeHTOB, chopmynupyiite mpaBuiaa  O(GOPMICHHS ~ OpraHHW3aIOHHO-
pacropsAaUTeIbHON TOKyMEHTAIUN

3. Mcnonb3yst KOHKPETHBIH JOKYMEHT, IEPEYHCIIUTE PEKBU3HTHI.

4. CocTaBbTe CXEMY PacTOPKEHUS TPYAOBOTO JOTOBOPA IO MHUIIMATHBE pabOTHHUKA.

5. Haueptute cxemy 1OKyMEHTOO0OPOTa B OpraHU3aLUuH

6. CocTaBbTe HHCTPYKIIMIO IO COCTABICHUIO HOMEHKIIATYPhI JEIl.

7. 3anumuTe rpaBuiia paboThl ¢ JOKYMEHTAMH COJICPKAIIMMU KOH(DHUICHINAIBHYIO HH(OPMAIIHIO.

TumnoBsie TeCTHI
1.Kakoe cyxxaenue ommOouHO:
«IIoaMMHHUK TOKyMEHTA BCErAA. .. »
A) opopmitsieTcs Ha OaHKe, b) umeer nmoanuck MOJTHOMOYHOTO JIUIIA,
B) umeer peructpannonnbsie moMeTku, I') Bceraa umeeT (repOOBYIO WK MTPOCTYIO) TIEYaTh.

2.1IpocThIM MO COJEPKAHUIO HA3bIBAETCS IOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaUUTEIBHOTO BPEMEHHU Ha ero 00paboTKy,

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

3. lyOonukaT TOKyMeHTa

A) ¥MeeT paBHYIO € NOJIMHHBIM JOKYMEHTOM IOPUAMUYECKYIO CHITY,

b) He umeeT 10pUINYECKYIO CHITY KaK MOJUIMHHBIN TOKYMEHT,

B) BoCipon3BOANT OCHOBHYIO YaCTh IJIABHBIX PEKBU3UTOB MOUIMHHOTO IOKYMEHTA,
I') NOAHOCTBIO BOCTIPOU3BOJUT MOJITMHHBINA JOKYMEHT.

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

A) 7151 KOTOPOT'O YCTaHABIMBAETCS CPOK MCIIOTHEHMS,

B) xoTopslii TpeOyeT 1 0TBeTa AOMOIHUTEIBHOTO UCCIICA0BAHMS,
B) xoTOpHIii HanpaBIIeTCs B BHIIIECTOSIIIYIO OPTaHU3AIIHIO.

5.J10KyMeHTO000pOT — 3TO

A) nBWXKEHHME JOKYMEHTOB Ha MpPEANpPUATHU C MOMEHTA MOJYYEeHUS WIM CO3JaHus [0
3aBCPIICHUS, WJIN OTIIPABKHU

b) nepeueHb 1OMKHOCTHBIX JIUL, OCYIIECTBIISIONIUX C JaHHBIM JJOKYMEHTOM OIEpaLIUH.

B) nepeuens onepaiuii, KOTOpbIE BBIIOIHSIIOTCS C TJOKYMEHTOM B OPraHU3AIIUH.

6.1ToAroTOBNEHHOE 711 CITaYU B APXUB JI€JIO0 UMEET:

A) pacmoiiokeHHe JOKYMEHTOB B XpPOHOJIOTHUYECKOM MOCIIEI0BATEIBbHOCTH,

b) mepemner B manke «/leno» ¢ momomipio ckopocmuBatens, B) CooTBeTcTByromum
00pa3om ohopMIIEHHYIO 0OJIOKKY Jena.



7. KoHBEPTHI 11OCIIE BCKPBITHS YHUUYTOKAOTCS

A) Bcerna,

b) Tonbko, ecau MECbMO B JaHHOM KOHBepTe odopmieHo Ha OnaHke, B) kpome mucem u
Kano0 rpakaaH, v Ip. OCOOBIX CITy4acsn,

I') HuUKOr1a HE YHUUTOXKAIOTCSL.

8.HomeHkmarypa fienn He peycMaTpruBaeT:
A) nepeyeHb KOHKPETHBIX HANMEHOBAHUI JIEl,
b) cpokoB xpanenus e,

B) unnekc (mopsakoBbIiii HOMeEp) ena,

I') cpok mpencraBieHus iena B apXUB.

9.CaMbIM pacrpoCTpaHEHHBIM (GopMaToM OyMard, HUCHOJIb3YEMBIM B JICIOIPOHU3BOJICTBE
opranmuzanuu Poccuiickoit Gpenepaunu, sipnsercs popmat
A) B3 b) A4 B) AS I') B6

10.ITpu odopmiieHnn OpraHNU3alMOHHO-PACIOPAIUTENIBHBIX JTOKYMEHTOB HE pa3peuiacTcs
noBopauynBathk Ha 90 rpanycoB JucT GopmaTa
A) A3 b) A4 B) AS

TunoBblie BOIIPOCHI K KOHTPOJIbHBIM paﬁoTaM

. Buibl TOKyMEHTOB ¥ HX KJIaCCH(PHUKAIHS

. CocraB ynpaBieHYECKUX JTOKYMEHTOB.

. TloHsiTHE CUCTEMBI JOKYMCHTAIIHH.

. qDYHKHI/IOHaHI)HBIe M OTPACJICBBIC CUCTEMbI JOKYMCHTAIIUN

. YHu(UKanusa v cTaHaapTH3aIus yIpaBIeHYECKUX TOKYMEHTOB

DN D W N =

Tunosble npod/jieMHbIe 3a1a4N:

3agaua 1.

[ToaroroBeTe mpHka3 00 UTOrax peBU3MHM (PUHAHCOBOTO yuyeTa. B kKoHcTaTtupyroeil yactu
YKa)XKUTE, 4TO peBU3MEN OOHapyXeHbl (akThl rpyOOro HapyleHus: (UHAHCOBOTO y4yeTa: HEeT ydera
YU OTYETHOCTH IO KOMAaHJMpPOBKAM, OTCYTCTBYET XXypHajl ydera AoBepeHHocTed. Hemocraromme
PEKBU3UTHI YKAXKUTE CAMOCTOSATEIIBHO.

Tunosbie CUTYallHOHHBbIE 32124 H:
3agava 1.
B ¢upmy nocrymuino aBa KOHBEpTa, aJpecOBaHHBIX T'€HEPAIbHOMY ITUPEKTOPY, OJIUH

KOHBEPT C PEKJIAMHOM aKIKeil, 1Be MOChUIKH U3 (PUIINATIOB.
O6paboTaiiTe MO3TATHO BXOSIIYIO KOPPECTIOHICHITHIO.

3amaua 2.

1) B ¢puiman noctynuio nMcbMo-3ampoc OT pyKOBOACTBA XOJIJIUHTA.
Co3paiiTe OTBET Ha BXOAAIIEE MUCHMO-3AIPOC, UCTIONb3YS CIIPABOYHYIO HH(POPMALIUIO.



2) B sHBape Oynymiero roja COCTOUTCS KOH(EPEHIWs, IMOCBAIICHHAs WHHOBAIMSAM B
sKoHOMHKe. HeoOxommmMo co3maTh W pa3ociarh MHUCHMO-TIPUTIIANICHHE HA MPEACTOSIIYIO
KOH(epeHIHIo.

Tunosble TEeCTHI

1. IIpu kakoMm pacnosioxeHun pekBu3nuThl "HanmeHnoBanue opranuzauuu’, "Bua
JOKyMeHTa" U Apyrue HeoOXO0MMbIe PEKBU3HUTHI Ha OJIAHKE Pa3MEIIA0TCS B BEPXHEM JIEBOM YIIIY:

Bri6epute o1H OTBET:

A) Ipo10JIbHOE

b) yrnosoe

B) nentpupoBannoe

2. Jlng kakuX JOKYMEHTOB 00si3aTeIeH PEKBU3UT «ApecaTy:
Bribepure ouH WM HECKOIBKO OTBETOB:

A) muceMa

b) npukassl

B) nomkHOCTHBIE HHCTPYKIIUU

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

A) lata yTBepKaeHUs

b) Jlata 3adukcupoBaHHOTO B JOKYMEHTE COOBITHS

B) Hata corinacoBanus

I') Jata nonnucanus

4. BriGepuTte anementsl pexkBu3uta «I pud yTBEp:KISHUS:
Bri6epuTe 01H WM HECKOIBKO OTBETOB:

A) Ioanuck

b) lomxHOCTh U1, YTBEPKIAIOIIETO TOKYMEHT

B) Ileuats opranuszanuu

J1) Bussl cornacoBanus

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

A) T'apanTuiinbple 00s13aTeNIbCTBAa OpraHU3aUU

b) JlomKHOCTD M1Ia, YTBEPHKAAIOLIET0 JOKYMEHT

B) IIpuém, nepeBos 1 yBOJIbHEHHE COTPYTHUKOB OpraHU3aINH
I') AxThl Ipuéma u nepeadu 0OBbEKTOB

6. OcHoBHBIE (yHKIINH, KOTOpBIEe oOecnieunBaet JJOVY:
A) nnaHupoBaHue

b) opranu3zaioHHO-pacnopsiAnTENIbHAs 1S TeTbHOCTh

B) yuér u oTuétHOCTDH, PUHAHCHPOBaHUE

7. Homenknartypa nen npeacrapiser coOou:

A) Crincok 3aroj0BKOB (HaMMEHOBaHMI) J€J1, 3aBOAUMBIX HA IPEAIPUITHN C YKa3aHUEM UX
CPOKOB XpaHEHUs

b) I'apanTuiinble nrucbMa OpraHu3aluu

B) I'pud yTBepxkneHus pykoBOAUTENS OpraHU3aluu

I') Cpoxu xpaHeHMs TOKyMEHTOB



8. bnank nokymeHTa — 3T0:
A) HecTaHIAPTHBIN JIUCT OyMark, Ha KOTOPOM BOCHPOM3BOANTCS MOCTOSHHAS HH(OpMALUs

JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

b) crannaptHblii 1ucT 6ymMaru, Ha KOTOPOM BOCHPOM3BOAUTCS MOCTOsSIHHAS HHGOpMAaIus

JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

MM;

B) npyroe

0. bnanku umerot nostst (cornacuo 'OCT p 7.0.97-2016):

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

b) nesoe — 10 MmM; paBoe u HIKHEe — He MeHee 20 MM; BepxHee — He MeHee 10 mwm;

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

10. PexBU3UT — 00s3aTEIBHBINA AJIIEMEHT:
A) npucyiuii onpeseaeHHOMY BUY 10KYMEHTA;
b) npucymuii ToIbKO OpraHu3alMOHHON JOKYMEHTAIUH;
B) npucymuii TonpKo nMCbMaM;

11.  ®opmynsp-oOpaszer — 3TO:
A) COBOKYITHOCTh HE PEKBH3HUTOB, a TIOJITHCEH
B) COBOKYITHOCTB PacIioOKEHHBIX B OMPEICIICHHOMN MOCICI0BATEIIEHOCTH PEKBU3UTOB,

MMpUCymux BCEM BUJaM JOKYMCHTOB;

B) HomeHnkI1aTypa J1es1 opraHu3aium

12. K pacniopsautensHbIM JOKYMEHTAM, U3/1aBA€MbBIM B YCIOBHSX SIMHOIMIHOTO
MIPUHSATHSI PEIICHUS, OTHOCSTCS:

A) nenoBbie MUChMa

b) npuka3sl

B) noxnannbie 3anucku

13. TpebGoBanusi, MpeabABIsIEMBIE K JJOKYMEHTOOOOPOTY:
A). IPIMOTOYHOCTH JABMKEHUS JOKYMEHTOB (JOKYMEHT KpaTyalIliiM IyTeM MOonaaaeT K

HCIIOJIHUTCIIIO, BO3BPATHBIC IIEPEMCIICHUA JOKYMCHTOB I/ICKJHOLICHI)I);

E) pacnpeaciiCHue JOKYMCHTOB MCKAY PYKOBOAUTCIISIMU U CTICHUAJIMCTAMU COTJIACHO UX

(GYHKIIMOHAJIBHBIM 00S3aHHOCTSIM;

B) HeoOxoaumoe nepeMenieHrue TOKyMEHTOB (1yOIupoBaHue, IMITHIE HHCTAHITUHN 1

JIEMCTBUS UCKIIIOUEHBI) U €IMHOOOpa3ue MapuipyTa JBUKEHHS TOKYMEHTOB U TEXHUYECKUX
OIepaLtii C HUMH, OJHOKPATHOCTh KaX 10U OIEPALINH;

I') Bce BbIIENIEpEUNCIIEHHBIE

14. Jnst kakoro Buga JOKyMeHTa pekBU3NT «HanmMeHoBaHue BUIa TOKYMEHTa)» HE

YKa3bIBACTCA:

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

B) nucemo;

I') oTuér.

15.  I'me xpaHsaTCs ena 110 UCTEYEHUH CPOKa TEKYIIETr0 XpaHEHHUS:
A) B apxuBe;

b) y pykoBoauTens opraHu3anuy;

B) y cexperapst pykoBOAUTENS OpraHU3alny;



I') nonnexxar aHHYIMPOBAHUIO.

7.3 Metoauuyeckue MATEPHAJILI, ONpeaesiolue npoueaypsbl OleHNBaAHus 3HAHWNA, YMEHHUI,
HABBLIKOB U (MJIN) ONBLITA AeATEIbLHOCTH

Bce 3anmanus, ucmonb3yemble Ui TEKYIIETO KOHTPOJIS (OPMHPOBAHUS KOMITETCHLIUMN
YCIIOBHO MOXKHO Pa3/I€JIUTh Ha IBE IPYIIIbL:

1. 3a/1aHusl, KOTOPbIE B CHIIy CBOMX OCOOEHHOCTEW MOT'YT OBbITh PEATM30BaHbl TOJIBKO B
nporecce oOydeHMs] Ha 3aHATUAX (HapUMep, IUCKYCCUs, KPYIUIBIA CTOJ, AMCIYT, MHUHH-
KOH(pepeHIHs);

2. 3aJlaHUs, KOTOpBIE JOIOJHSIOT TEOPETUYECKHE BOIPOCH (IPAKTUYECKHUE 3a/laHus,
IPOOJIEMHO-aHAIUTUYECKHE 3aaHNUs, TECT).

BeinonHenue Bcex 3aaHuil SIBIISETCS HEOOXOAMMBIM JUIsl (OPMHUPOBAHMUS U KOHTPOJIS
3HaHUH, yMEHUH U HaBBIKOB. [l03TOMY, B Cilyuae HEBBINOJIHEHHUS 33JaHUN B mpolecce 00ydeHHS,
UX Heo0XoAMMO «O0TpaboTaTh» 10 3aueTa (dK3aMmeHa). Bua 3ajmaHuif, KOTOpble HEOOXOIMMO
BBIIIOJIHUTG JUISl JINKBUJALUU <«3aJ0JDKEHHOCTHY OIPEIEISAeTCS B MHAUBUIAYAIBHOM IOPSAJKE, C
Y4€TOM NPUYHMH HEBBIIIOJHEHUS.

1. TpeboBaHmne K TeOPEeTHIECKOMY YCTHOMY OTBETY

Onenka 3HaHWi npeanonaraet IupGepeHIUPOBAHHBI MOIX0A K CTYIEHTY, YYeT ero
WHJIMBHIyaJIbHBIX CIIOCOOHOCTEH, CTENeHb YCBOCHUS W CHUCTEMAaTH3allMM OCHOBHBIX TOHATUH U
KaTeropuii mo mucuuiuinae. Kpome Toro, oreHrBaeTcs: He TOJNIBKO ITyOWHA 3HAHUH MTOCTaBICHHBIX
BOIIPOCOB, HO U YMEHHE HCII0JIb30BaTh B OTBETE MpaKTUUeCKui MaTepuai. OLeHUBaeTcsl KyJlbTypa
peuu, BlIaJIeHuEe HaBBIKAMH OPAaTOPCKOTO MCKYCCTBA.

Kpumepuu oyenusanus: MOCIEA0BATEIBHOCTD, MOJTHOTA, JIOTHYHOCTh M3JIOKCHUS, aHAIIU3
pasIMYHBIX TOYEK 3PEHHs, CaMOCTOATEIbHOE O0000ILIeHHWe MaTepHuaia, HCIOJIb30BAHUE
npodecCHOHATBHBIX TEPMHMHOB, KYJIbTYpa peYM, HABBIKM OpaTOPCKOTr0 HMCKyccTBa. M3moxeHue
MaTepuaia 0e3 pakTHUeCKHUX OLINOOK.

OneHka «omauunO» CTaBUTCA B ciydae, KOTJIa MaTepual H3Jlaraercs HcUYepIbIBarolle,
MOCJIEIOBATEIbHO, TPAMOTHO W JIOTHYECKH CTPOWHO, TPH AITOM PACKPBIBAIOTCS  HE TOJIBKO
OCHOBHBIC MOHATHUS, HO U aHAJTU3UPYIOTCS TOYKHU 3PEHUS PAa3IMYHbIX aBTOpoB. OOyuaromuiicss He
3aTPYIHSIETCS C OTBETOM, COOJIIOACT KyJIbTYPY PEeUH.

OneHka «xopoutoy» CTaBUTCS, €CIM 00YyJaroIUiicsl TBEpJO 3HAET MaTepHall, FpaMOTHO U IO
CYIIECTBY M3JIaraeT €ro, 3HaeT IpPaKTHYecKylo 0a3y, HO INpPH OTBETE Ha BOMPOC JOMYCKAET
HECYILECTBEHHbIE TOTPELTHOCTH.

OueHka «y0osnemeopumenbHoy CTaBUTCSA, €CIH 00yJarOIIUiics OCBOMI TOJIHKO OCHOBHOM
MaTepHal, HO He 3HaeT OTJeNbHBIX JeTalei, J0MyCKaeT HETOYHOCTH, HEAOCTATOUHO NMPaBUIIbHbIE
(GOopMyIHpPOBKH, HapyIIaeT IOCIEJOBAaTEIbHOCTh B HW3JIOKEHHHM  Marepuana, 3aTpynHseTcs C
OTBETaMH, TOKa3bIBa€T OTCYTCTBHE JOJDKHOM CBS3M MEXJy aHaIM30M, apryMeHTalued u
BBIBOJIAMH.

OueHka «HeyooeremeopumenvHoy CTaBUTCS, €cIM OOydaromMiicss HE OTBE4aeT Ha
MIOCTaBJICHHBIE BOIIPOCHI.

2. TBopueckue 3a1aHus

Occe — 310 HeOOmbIIag MO 00bEeMy NHCbMEHHas paloTa, CodYeTaromas CBOOOIHBIE,
CyOBEKTHUBHBIE PACCY)KJICHUS IO OMPEICIICHHON TeMe C JJIEMEHTAaMH HAydyHOTO aHaim3a. TeKCT
JIOJDKeH OBITh JIETKO YMTaeM, HO HEOOXOAMMO H30eraTb HapOYHUTO Pa3rOBOPHOTO CTHIIS, CIICHTa,
n1abnoHHbIX gpa3. O6veM 3cce cocraBisieT mpuMepHo 2 — 2.5 ctp. 12 mpudToM ¢ OIUHAPHBIM
UHTEpBaIOM (0€3 ydera TUTYJIBHOTO JICTA).

Kpumepuu oyenusanus - oneHKa yUWUTBHIBAE€T COOJIOJEHHUE >KaHPOBOM cHelM(HUKH 3cce,
HaJIMYUe JIOTUYECKOM CTPYKTYpbI IOCTPOCHHUS TEKCTA, HATNYNE aBTOPCKON MO3MIINH, €€ HAyYHOCTh U
CBSI3b C COBPEMEHHBIM IIOHMMAaHHEM BONpPOCA, aJ€KBATHOCTb ApryMEHTOB, CTHJIb H3JI0KEHHS,



opopmiierre pabotel. CrieyeT MOMHUTBH, YTO TpsSMOE 3auMCTBOBaHHE (0€3 ohOpMIICHHUS IIUTAT)
TekcTa u3 VIHTepHeTa WK 3JeKTPOHHON OMOIMOTEKH HEAOYCTUMO.

OneHka «omauynO» CTaBHTCS B CiIy4ae, KOT/Ia ONpEICNseTCs: HAIWYHE JIOTUYECKOH
CTPYKTYphl TIOCTPOCHHSI TEKCTa (BCTYIUIEHHE C TIOCTAHOBKOW MPOOJIEMBbI; OCHOBHAs 4acTh,
pa3jieJicHHass MO0 OCHOBHBIM HJIESIM; 3aKJIIOYCHHUE C BBIBOJAMH, IOJIYYCHHBIMH B peE3yJbTaTe
paccyXJIeHUs); HaJIWN4We YEeTKO ONPEICIICHHON JIMYHOW IMO3UIMU TI0 TeME 1CCE; aJIeKBAaTHOCTh
apryMEHTOB IpY 00OCHOBAaHUY JIMYHOM MO3HIINHU, CTUIIb U3JI0KCHUS.

OneHka «xopowio» CTaBUTCS, KOrna B IICJIOM OIpENeNsIeTCs: Halu4ue JIOTUYEeCKOM
CTPYKTYPBI TIOCTPOCHHSI TEKCTa (BCTYIUICHHE C IIOCTAaHOBKOW MPOOJIEMBl; OCHOBHAs 4YacTh,
pa3aciicHHasA 110 OCHOBHBIM HACAM; 3aKJIOUYCHUC C BbIBOJaMH, IIOJTYYCHHBIMHU B PE3YJIbTATC
paccyKIeHHs); HO HE MPOCICIKUBACTCS HAJTHMYUE YETKO ONMPEICICHHON JIMYHOHN MO3UIUHN IO TEME
3cce; He JOCTaTOYHO apTyMEHTOB MPH 000CHOBAHUH JTMYHOMN TTO3UIUH.

OmneHka «yoogremeopumenbHoy CTaBUTCS, KOTNa B IEJIOM ONpEICISACTCS: HaIMune
JIOTUYECKOU CTPYKTYpPBI MOCTPOCHHS TEKCTa (BCTYIUICHHE C TIOCTAHOBKOW MPOOJIEMBI; OCHOBHAS
YacTh, pasJelicHHas IO OCHOBHBIM HJEsM; 3akiroueHue). Ho He NpOCIHeKUBAIOTCS  YETKUE
BbIBOJIbI, HAPYHIACTCA CTUJIb U3JIOKCHUA.

OneHka «Heyoos1emeopumenbHo» CTABUTCS, €CIIU HE BBIIIOJIHEHBI HUKaKUe TPeOOBaHUS.

3. TpeOoBaHne K pelIeHUI0 CUTYallHOHHOH, mpolJieMHOH 3axaum (Keiic-
H3MEPUTEJIHN)

CTyneHT JOMKEeH YMEeTh BBIACIUTh OCHOBHBIE TOJIOKEHHUS W3 TEKCTa 3aJayud, KOTOphIe
TpeOyIOT aHalu3a U CIy’KaT YCIOBUAMHU pelieHus. Mcxonas u3 mocTaBieHHOro BOIIpoca B 3ajaue,
MOMBITATHCS MAKCUMAIIBHO TOYHO ONPEAETUTH MPoOIeMy M COOTBETCTBEHHO PEUIUTH €€.

3anauu JAOJDKHBI pellaTbCsl CTyAEHTaMM NuchbMeHHO. [Ipu pelieHuun 3amad Takke BayKHO
MPAaBUIIBHO CPOPMYIHPOBATH U 3aIHCATh BOIIPOCHI, HAUMHAS ¢ O0jiee 001X U, KOHYas YACTHBIMHU.

Kpumepuu oyenueéanus — oueHKa y4yUTBIBA€T METOJBI M CPEACTBA, MCIOJB30BAHHBIE IPU
pELICHUH CUTYallMOHHOM, MPOoOIeMHO 3a/1auH.

OneHka «omauyHO» CTaBUTCA B cllydae, KOrja oOydarolMicsl BBIIOIHWI 3a/laHue (pemu
3a1ady), HCHOJb3ys B TIIOJHOM OObEME TEOPETHUECKHE 3HAaHUS U TPAKTHUECKUE HaBBIKH,
MOJIy4EHHBIE B MpoIecce 00ydeHusI.

OreHka «xopouio» CTaBUTCS, eciau 00y4yaroIIMUNCs B IIEJIOM BBINOJIHWI Bce TpeOOBaHUS, HO
HE COBCEM YETKO ONpEJENsIeTCs OMopa Ha TEOPETUYECKHE IOJIOKEHUS, W3JI0)KEHHbIE B HAy4YHOI
JUTEpaAType MO JAHHOMY BOIIPOCY.

OneHka «yoosnemeopumenbHo» CTaBUTCA, €CIM OOyYarolMiics MOKa3all MOJIOKUTEIbHbIE
pE3yJIbTaThl B IIPOLIECCE PELICHMS 3a1a4H.

OueHka «HeyoogremeopumenbHoy CTaBUTCA, €CAM OOydarolluics HE BBIIOJHUI BCE
TpeOoBaHUsI.

4. NHTepakTUBHbBIE 321aHUS

MexaHu3M NPOBEACHUS JTUCITYT-UTPHI (POJIEBOM (1€70BOIT) UTPHI).

HeoOxonuMo pa3OuThCs HA HECKOJIBKO KOMaHJ, KOTOpPhIE JOJIKHBI TOOYEPETHO BHICKA3ATh
CBO€ MHEHUE II0 KaXJOMy M3 3aJaHHBIX BOIPOCOB. MHEHHE BBICKA3bIBAIOIICHCS KOMaHbI
3aCUNTHIBAETCSA, €CJIM IMPOTUBOIIOJIOKHAS KOMAaHJa HE OIPOBEPTHET €ro KOHTPAPTyMEHTaMH.
Komanna, ybe MHEHHE 3aCUMTAaHO KaK BEpHOE (HE MOJy4YHJIO YOeIUTEIbHBIX KOHTPAPTYMEHTOB OT
MIPOTUBOMNOJIOXKHBIX KOMaHN), moiay4daer oauH Oami. Komanga, ompoBeprHyBiias MHEHHE
IPOTHBOIOJIOXKHONH KOMaHJbl CBOMMH KOHTpapryMEHTaMH, TaKKe IOJIydyaeT OJIuH Oasul.
[ToGexmaer komMaHAa, OJYyYUBIIAs MaKCUMaIbHOE KOJIMYECTBO OAJJIOB.

PoneBas urpa kak mpaBuwio umeeT (padyiny (cuTyanuio, Ka3yc), paclpelessioTcs poiiy,
ITOATOTOBKA OCYIIECTBIIAETCA 3a 2-3 HEIeU 10 MPOBEACHUS UTPHI.

Kpumepuu oyenusanus — oLleHUBAIOTCS JEMCTBUS BCEX YYaCTHUKOB rpynnsl. [lonnmanue
npoOJeMbl, BBICKA3bIBAHUS W JEHCTBHUA IOJHOCTBIO COOTBETCTBYIOT 3aJlaHHBIM  LIEJISIM.



CooTBeTCTBHE pEaTbHON JEHCTBUTEILHOCTH PEIICHHUH, BBIpAaOOTAHHBIX B XO0JI¢ WTphl. Bramenwue
TEPMHHOJIOTHEH, JIEMOHCTpAlUs BIAJCHUS YYEOHBIM MaTepHaliOM IO TEME WIPHI, BJIaJICHUE
METOJJaMH apryMeHTallud, yMeHue paboTaTh B rpymne (yMEHHE CIyllaTh, KOHCTPYKTUBHO BECTH
Oecemy, yOexnarh, YIpaBlsTh BPEMEHEM, OCCKOH(IMKTHO OOIIAThCSH), IJOCTHUKCHHE HIPOBBIX
1enei, (COOTBETCTBUE POJIM — IIPU POJIEBOM Urpe). SICHOCTB M CTUJIb U3JIOKEHHUS.

OneHka «omauuHo» CTaBUTCS B Cllydae, BBIIIOJIHEHUS BCEX KPUTEPHUEB.

OneHka «xopouioy CTaBUTCS, €clid OOydaroniyecs: B LIEJIOM JEMOHCTPUPYIOT MOHMMAaHUE
poOJIEMbl, BBHICKA3bIBAaHUS U JICUCTBUS MOJIHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IeyisiM. Perienus,
BbIpa0OTaHHBIE B XOJI€ HWIPbI, MOJHOCTHIO COOTBETCTBYIOT pealbHOW JeicTBUTENbHOCTH. Ho
HEKOTOpBIC OOBSICHEHHSI HE COBCEM apryMEHTHUPOBAHBI, HAPYIICHBI HOPMBI OOIICHHUS, HAPYIICHBI
BPEMEHHbIE PAMKH, HAPYIIEH CTUJIb HU3JI0KECHHUSL.

OueHka «yooenemeopumenbHoy CTaBUTCS, €CIU 00y4daroIIUecs B LEIOM JEMOHCTPUPYIOT
MOHMMAaHUE NPOOJIEMBbl, BbICKA3bIBAaHUS U JCHCTBHS B LIEJIOM COOTBETCTBYIOT 3aJaHHBIM IIEIISIM.
Opnnako, pemieHHs, BBIPAa0OTaHHBIE B XOJIE WIPHI, HE COBCEM  COOTBETCTBYIOT pEaIbHOMN
neiicTBuTeNnbHOCTH. HekoTopbie 00bsCHEHUS! HE COBCEM apryMEHTHPOBAHbI, HAPYILIEHBI BpEMEHHbBIE
paMKH, HApYIIEH CTUJIb U3JIOKECHUSI.

OneHka «HeyodosremseopumenvHoy CTaBUTCS, €ClIM 00ydJaroluecss He MOHUMAIOT IpobiieMy,
UX BBICKa3bIBAaHUS HE COOTBETCTBYIOT 3aJaHHBIM LICIISIM.

5. KommiekcHoe npod/ieMHO-aHAJINTHYECKOE 3aJaHHe

3ajaHue HOCHUT NPOOJIEMHO-aHATMTUYECKUM XapakTep M BBINOJHSAETCS B Tpu dTama. Ha
MEePBOM M3 HUX HEOOXOIUMO 03HAKOMHTHCS CO CIEMAILHOM JIMTEPATYpPOH.

IlenecooOpa3HO Takke MOBTOPUTH Y4e€OHbIE MAaTepHaibl JEKIMA U CEMUHAPCKUX 3aHATUHN
10 TeMaM, B paMKax KOTOPBIX MPEJIaraeTcs BHIIOJHEHUE IaHHOTO 3a/1aHNUS.

Ha BTOopoM »sTame BBINOJHEHHUS pabOThl HEOOXOAUMO CHOPMYIUPOBaTH HpodiIeMy U
U3JIO)KUTh aBTOPCKYIO BEPCHUIO €€ pELICHUs, Ha OCHOBE IIOJIyYEHHOH Ha IIepBOM JTame
UHpOpMaLUH.

Tperuit stan paboThl 3akitoyaeTcss B (POPMYIHPOBKE COOCTBEHHOW TOYKM 3pEHUsS IO
npobneme. PesynbTar TpeTbero srana oopmisieTcs B BUAE aHATUTUYECKON 3amucKu (00bem: 2-
2,5 ctp.; 14 wipudrt, 1,5 unrepnan).

Kpumepuii oyenusanus - OIEHKA yYUTHIBAeT: IOHUMaHUE MPOOIEMbl, YPOBEHb PACKPBITHS
MOCTaBJIEHHOW MPOOJIEMBI B IIIOCKOCTH TEOPUHU U3ydaeMOM TUCHUIUIMHBI, yMEeHUE (pOopMyIupoBaTh
U apryMEHTHUPOBAHO MPEACTABIATh COOCTBEHHYIO TOUKY 3PEHUS, BHIIIOJIHEHUE BCEX ITANOB PAOOTHI.

OneHka «omauunO» CTaBUTCS B ciyyae, Korja oOydarolluics JEMOHCTPUPYET MOJIHOE
NOHUMaHHe IPoOJIeMbl, Bce TpeOOBaHMSI, IPEAbIBISEMbIE K 3a/1aHUIO BHIITOJHEHBI.

OneHka «xopowio» CTaBUTCA, €CIM OOydYaroIIMiics JIEMOHCTPUPYET 3HAUYUTEIbHOE
NOHUMaHHe MpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIC K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «yoosnemeopumenbHoy CTaBUTCA, €CIIM 00ydaroUuiics, JEMOHCTPUPYET YaCTUYHOE
NOHUMaHHe PoOJIeMbl, OOJIBIIMHCTBO TPEOOBAHUMN, MPEABABISIEMBIX K 33/1aHUIO0, BHITOTHEHBI

OneHka «HeyooenemeopumenvbHoy CTaBUTCS, €CIM  OOYy4aroIIMHCA JIEMOHCTPUPYET
HEMOHUMaHue MPoOJIeMbl, MHOTHE TPeOOBaHUS, IPEIbBIsEMbIE K 33/IaHUI0, HE BBIITOJIHEHBI.

6. HccienoBarejibCKuil NPOEKT

Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOpOro mpuOnmxeHa k Qopmaty
HAyYHOTO WCCJIEOBAaHUS M COJAEPKHUT JOKA3aTeNbCTBO AaKTYaJIbHOCTH W30paHHOW TEMBI,
oTpesielieHne Hay4yHOU MpoOJeMbl, peaMeTa U 00bEeKTa UCCIIEAOBaHMS, LeJIel U 3a/1a4, METO/IOB,
HCTOYHUKOB, HcTopuorpaduu, 060011eHre pe3yabTaTOB, BHIBO/IBI.

Pe3ynbpTaThl BBHIMOJIHEHUS MCCIIENOBATENBCKOTO IMpoeKTa odopMisieTcss B BUAE pedepaTa
(o6bem: 12-15 ctpanun; 14 mpudrt, 1,5 uarepsan).

Kpumepuu oyenusanus - TIOCKOIBKY  CTPYKTYpa UCCIIEIOBATENILCKOTO MPOEKTa
MaKCUMaJIbHO NpUONMKEHAa K dopmaTy HaAy4dHOrO MCCJIEIOBAHUSA, TO NPHU BHICTABICHUU



YUUTBHIBACTCSI  JOKA3aTEeJIbCTBO aKTYaIbHOCTH TEMbl HCCIEIOBaHUS, OMNpENeTeHne HaydHOU
npoOyieMbl, O0BEKTa W TMpeIMeTa WCCICIOBaHUS, Ieed H 3adad, HCTOYHUKOB, METOJIOB
UCCJICIOBAHMsI, BBIIBUIKEHHE TUIOTE3bl, 000OIICHHE pe3ylbTaToB U (OPMYyIUPOBAHHE BHIBOJIOB,
0003HauYeHHE MEPCIIEKTUB JAJIbHEHUILIET0 UCCIEOBAHUS.

OneHka «omauunO» CTaBUTCS B ciyyae, Korja oOydarolluics JEMOHCTPHUPYET MOJIHOE
MOHMMAaHUE TPOOJIEMBI, Bce TPEOOBAHMSI, IPEABSBIISEMBIC K 32/IaHUIO BBIITOJIHCHBI.

Onenka «xopowio» CTaBUTCA, €CIM OOyYalOIIMIiCS JIEMOHCTPUPYET 3HAUYUTEIbHOE
MOHWMAaHHE TPOOJIEMBI, Bce TPEOOBAHWSI, IPEABSBIISIEMBIC K 32/IaHUIO BBHITIOJHEHBI.

OneHka «yoosnemeopumenbHo» CTaBUTCS, €CIU 00yJaroIUics, TEMOHCTPUPYET YaCTUYHOE
MOHMMAaHUE TTPOOJIEMBI, OOJBITMHCTBO TPEOOBAHMIA, TPEIBIBISEMBIX K 33JaHHIO, BHITIOHCHBI

OneHka «HeyOoosiemgopumenvHoy CTaBUTCS, €CIM OOy4YaloUuiics JAEMOHCTPUPYET
HEMOHUMAaHUE TIPOOJIEMbI, MHOTHE TPEOOBAHHUSI, IPEIBSIBISIEMbIC K 3a/IaHUI0, HE BBIITOJIHEHBI.

7. HNudopmannonHblii NpoeKT (Mpe3eHTanus):

Hugopmayuonnwtii npoekm — TPOEKT, HANPABICHHBIM Ha CTUMYJIHpPOBaHHE Yy4eOHO-
MIO3HABATEIBHOM JIESTETPHOCTH CTYJIEHTa C BBIPAKCHHOW 3BPUCTUYECKON HAmpaBIEHHOCTHIO
(mouck, oTOOp M cuctemMaTu3anus nHGopmManuu 00 00beKTe, OOPMIICHHE €€ IS MPE3CHTALINH ).
WTOrOBBIM HPOAYKTOM NPOEKTa MOXET OBITh NMHUCHMEHHBIN pedepar, AIEKTPOHHBIN pedepar ¢
WJUTIOCTPAIUSMH, CIAlI-110y, MUHU-(UIBM, IPE3ECHTAIMS U T.1.

WNudopMallMmoHHBIE TIPOEKT OTIAMYACTCS OT HCCIIENOBATENbCKOTO TPOEKTa, ITOCKOJBKY
Mpe/ICTaBIseT COO0M Takyro GopMy yueOHO-TIO3HABATEIbHOM JeITEIbHOCTH, KOTOPasi OTIMYAETCS SIPKO
BBIPQ)KCHHOW 3BPUCTHYECKOW HAIPABJIEHHOCTBIO.

Kpumepuu oyenusanus - npu BBICTaBICHUU OLICHKH YYUTBIBAGTCS  CaMOCTOSITEIBbHBIN
MOWCK, OTOOp W cHcTeMaTu3anus WHGOPMAIIUU, PACKPBITHE BOmpoca (TIpoOIeMbl), O3HAKOMIICHUE
CTYJCHYECKONH aynuTopuu ¢ 3Tod uH(popmauuel (mpeactaBieHue HWHGOpPMAlLUU), €€ aHaIu3 U
00o0mieHue, opopmIIeHHE, TIOTHBIE OTBETHI HA BOIIPOCH ayAUTOPUH C TPUMEPAMHU.

OneHka «omauyn0» CTaBUTCA B Cilydae, KOTJla OOy4YarOIIMHCS MOJHOCTBIO PACKPBIBAET
Bomnpoc (mpoOnemy), NpeacTaBiseT WH(POPMALMIO CHCTEMAaTU3UPOBAHO, MOCIEIOBATEIbHO,
JIOTMYHO, B3aMMOCBS3aHO, HCHONb3YyeT Oosiee 5 Npo(PecCHOHANBHBIX TEPMUHOB, IIUPOKO
UCTIONB3YeT HH()OPMAITMOHHBIE TEXHOJOTHH, OMHOKA B WH(GOPMAIIMK OTCYTCTBYIOT, AAa€T MOJTHBIE
OTBETHI Ha BOIIPOCHI AYAUTOPUH C IPUMEPAMHU.

OneHka «xopowto» CTaBUTCS, €CIM OOYYaloOlIUMHCA pacKpbIBaeT BoImpoc (Tpobiemy),
npe/cTaBisieT MH(GOPMAIMIO CUCTEMAaTU3UPOBAHO, MOCIEN0BATENbHO, JIOTUYHO, B3aMMOCBSI3aHO,
UCroyb3yeT Oosiee 2 mpodeccuoHaIbHBIX TEPMUHOB, JTOCTATOYHO HMCIOJIb3yeT MH(OpPMAIMOHHBIC
TEXHOJIOTUH, TOMycKaeT He OoJiee 2 OmMO0K B U3JI0KEHUH MaTepuala, 1aeT MOJIHbIE UM YaCTUYHO
MIOJTHBIE OTBETHI HAa BOTIPOCHI Ay TUTOPHHU.

OneHka «ydoeremeopumenvHoy CTaBUTCA, €CIM OOy4aroIIMMCs, PACKPBIBAET BOIPOC
(mpoOnemy) He MOJIHOCTHIO, MpEACTaBIseT MH(OpPMAIMIO HE CUCTEMATU3MPOBAHO U HE COBCEM
MOCJIEI0BATENNbHO, HCTIONB3YyeT 1-2 mpodeccHoHaNbHBIX TEPMUHA, HCIOJB3YeT MH(OPMaIMOHHBIE
TEXHOJIOTUH, TOMTycKaeT 3-4 omMOKY B M3JIOKEHUN MaTepHalia, OTBEUaeT TOJIBKO Ha 3JIeMEHTapHbIC
BOIIPOCHI ayTUTOPUH O€3 MOSICHEHUH.

OueHka «HeyoognemseopumenbHoy CTaBUTCS, €CIU BOIPOC HE PACKPBIT, MPEACTaBICHHAS
uHpOpMalKs JIOTHYECKU HE CBA3aHA, HE MCIOJIB3YIOTCS MPO(decCHOHATbHbBIE TEPMHUHBI, JOMYCKAeT
6osee 4 omMOOK B U3JI0KEHUH MaTepuaia, He OTBEYaeT Ha BOIIPOCHI ayIUTOPHUH.

8. JIUCKYCCHOHHBIE NPOLEYPbI

Kpyenviti cmon, ouckyccus, nonemuxa, oucnym, debamwvl, MUHU-KOHGepeHyuu SBISIOTCS
CPE/ICTBAMH, TMO3BOJISIONIMMHU BKJIIOUUTh OOYYAIOIIMXCA B TPOIECC OOCYXKIEHHS CIIOPHOTO
BOIIPOCA, TPOOJIEMBI M OLIEHUTh WX YMEHHE apryMEHTHPOBaTh COOCTBEHHYIO TOYKY 3pPEHHS.
3aganue maeTcs 3apaHee, ONMpPEAessIeTCs] KPYr BOIMPOCOB ISl OOCYXKACHUS, TPYIIbl yIaCTHHKOB
3TOT0 00CYKJICHHS.

JIMCKYCCHOHHBIE IPOIIEAYPhI MOT'YT OBITh UCIIOJIb30BAHBI IJIs1 TOTO, YTOOBI CTYACHTHI:



— JIydIlie TOHSJIA YCBOSIEMBIH MaTepuai Ha (oHE pa3HOOOpa3HBIX MO3WIMK W MHEHUH, HE
00s13aTENBHO JOCTHIast OOIIEr0O MHEHHS;

— CMOIJM IIOCTMYb CMBICI HM3Yy4ae€MOro MaTepualla, KOTOPbIM HHOIZA YYBCTBYIOT
WHTYUTUBHO, HO HE MOTYT BBICKa3aTh BepOaIbHO, YETKO U SICHO, WJIU KOHCTPYHUPOBATH HOBBII
CMBICJI, HOBYIO ITO3ULINIO;

— CMOTJIM COTJIacoBaTh CBOIO TO3UIUIO WIIM JIEHCTBHS OTHOCHTEIBHO OO0CYXIaeMoi
pOOJIEMBI.

Kpumepuu oyenusanuss — olleHUBarOTCSl JEMCTBUS BCEX YYaCTHUKOB rpynnsl. [loHnmanue
npoOsieMbl, BBICKa3bIBAaHUS M JCHCTBUS TOJHOCTHIO COOTBETCTBYIOT —3aJaHHBIM  IIEJISIM.
CooTBeTCcTBHE pEabHON JCHCTBUTEIHHOCTH PEIICHHH, BHIpaOOTaHHBIX B XOje WUrpbl. Brmagenue
TEPMHUHOJIOTHEH, JEeMOHCTpalus BIaJ€HUA Y4eOHBIM MaTepHalioM [0 TEME WIpHI, BiaJIeHHE
METO/JIaMH apryMEHTallud, YMEHUE padoTaTh B rpyIine (YMEHUE CIyllaTh, KOHCTPYKTUBHO BECTU
Oeceny, yOexIaTh, YNPaBISITH BpeMEHEM, OCCKOH(DIMKTHO OOIIAThCs), MOCTHKEHHUE HTIPOBBIX
1esei, (COOTBETCTBUE POJIM — MPU POJIEBOM UTPE). SICHOCTH U CTHIIb U3JI0KEHUS.

OneHka «omauuHO» CTaBUTCS B Cilydae, KOrja BCe TpeOOBaHUS BBIMOIHEHBI B IMOJHOM
o0Beme.

OneHka «xopowioy CTaBUTCS, €Clid OOy4aroniyecs B LIEJIOM JEMOHCTPUPYIOT MOHMMAaHUE
poOJIeMbl, BBHICKA3bIBAHUS U JICMCTBUS MOJIHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IesisaM. Pemienus,
BbIpa0OTaHHBIE B XOJ€ HUIPbI, MOJHOCTHIO COOTBETCTBYIOT pealbHOW JeHCTBUTENbHOCTH. Ho
HEKOTOpBIC OOBSICHEHHSI HE COBCEM apryMEHTHPOBAHBI, HAPYIICHBI HOPMBI OOIICHHSI, HAPYIICHBI
BPEMEHHBIE PAMKH, HAPYILIEH CTUJIb U3JI0KECHHUS.

OueHka «yoosnemeopumenbHoy CTaBUTCS, €CIU 00ydaloIuecs B LEIOM JEMOHCTPUPYIOT
MOHMMAaHHEe TPOOJIEMbI, BbICKa3bIBaHUS M JCHCTBHS B LIEJIOM COOTBETCTBYIOT 3aJaHHBIM IIEIISIM.
Opnako, pelieHusi, BbIpaOOTaHHbIE B XOJE WUIPbl, HE COBCEM  COOTBETCTBYIOT pEaJIbHON
neiicTBuTeNnbHOCTH. HekoTopbie 00bsCHEHUS HE COBCEM apryMEHTHPOBAHbI, HAPYILIEHBI BpEMEHHbBIE
pPaMKH, HapyLIE€H CTHIIb U3JI0KEHHUS.

OneHka «HeyodosremseopumenvHo» CTaBUTCS, €ClIM 00ydJaromuecss He MOHUMAIOT IpobiemMy,
WX BBICKa3bIBAaHUS HE COOTBETCTBYIOT 3aaHHBIM IIEJISIM.

9. TecTupoBanue

SIBrisieTCsl OTHUM M3 CPEICTB KOHTPOJISL 3HAHUI 00yUaromMXxcs 1Mo TUCIUITIIMHE.

Kpumepuu oyenueanus — npaBuiIbHBIA OTBET HA BOMPOC.

Onenka «omauuHo» CTaBUTCS B Cllydae, €CJIM IpaBUIIbHO BbINOIHEHO 90-100% 3ananmii.

Or1eHKa «xopouio» CTaBUTCS, €CITU IPABUIIBLHO BBINOIHEHO 70-89% 3amanuid.

OneHka «yoosnemeopumenvbHoy CTaBUTCA B Clydae, €M MPaBWIBHO BBINOIHEHO 50-69%
3a/laHUN.

OneHka «neyooeremeopumenvHoy CTABUTCS, €CIM NPaBUIbHO BBIMOJHEHO MeHee 50%
3a/1aHUN.

10. TpedoBaHMe K MMCbMEHHOMY ONIPOCY (KOHTPOJIBLHOM padore)

OneHuBaeTcsi HEe TOJNBKO TIIyOWHA 3HAHMHM  MOCTABJIEHHBIX BOIPOCOB, HO M YMEHHUE
U3JI0KHUTh THCBMEHHO.

Kpumepuu oyenusanus: nociaenoBaTelbHOCTb, MOJHOTA, JOTMYHOCTh H3JIOKEHUS, aHAIN3
Pa3IMYHBIX TOYEK 3pPEHUS, CAMOCTOSITENIbHOE 0000menne matepuana. M3noxkenue marepuana 0e3
(bakTHUECKUX OIINOOK.

OmeHKa «omauuHO» CTAaBUTCS B CIIydae, KOTia COOJIOICHBI BCe KPUTEPHH.

OneHka «xopoutoy» CTaBUTCS, €CIM 00YJarOIMICS TBEpJO 3HAET MaTepHall, FpaMOTHO U IO
CYIIECTBY HW3JIaraeT €ro, 3HaeT MpPaKTHYeCKyl0 0a3y, HO JOIyCKaeT HEeCYIIeCTBEHHbIE
MOTPEIIHOCTH.

OmneHka «yoosremeopumenbHo» CTaBUTCS, €CIM OOYYAIOUIMIICS OCBOWJI TOJBKO OCHOBHOM
MaTepHall, HO He 3HAaeT OTJCNIbHBIX JeTayeH, OMYyCKAaeT HETOYHOCTH, HEOCTATOUYHO MpaBUIIbHbIC
(OpMyYIHPOBKH, HapyIlaeT IOCIEJOBATEIBHOCTh B M3JIOKEHUM  MaTepuana, 3aTpyAHSAETCs C



OTBETaMHU, IOKA3bIBAE€T OTCYTCTBHE JIOJDKHOW CBSI3M MEXJy aHalM30M, apryMeHTauued u
BBIBOJAMH.

OueHka «Heyoos1emeopumenbHoy CTaBUTCA, €cClId OOydalolluMics HE OTBEYaeT Ha
MOCTaBJICHHBIE BOIIPOCHI.

8. IlepeyeHb OCHOBHOI M /IONOJHHUTEJbHOH Y4YeOHOHl JHMTEepaTypbl, He0OXOAUMOH s
OCBOEHMS TUCHUIIMHBI (MOXYJIs1)

8.1. OcnosHnas yuebnas tumepamypa
1. 3aiineBa E.B. [lenonpou3BOACTBO M JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO U
MYHHITUTIAJILHOTO yIpaBiieHus : yaeoHnoe nocobue misa CIIO / 3aiineBa E.B., 'onuaposa H.B.. —

CapatoB : IIpodobOpazosanme, 2021. — 176 c. — ISBN 978-5-4488-1122-7. — TexkcT :
SJICKTPOHHBIA //  DnekrpoHHO-OMOnmoreunas cucrema I[PR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/104900.html

2. Kyzueuos, 1. H. lenonpoun3Boactso : yuebHo-cnpaBoynoe nocooue / U. H. Ky3nernos. — 8-
u3n. — M. : lamkoB u K, 2019. — 406 ¢. — ISBN 978-5-394-03393-3. — TeKcT : 3JeKTPpOHHBIH //
DNeKTPOHHO-O0NOIMOTeYHAs cucrema IPR BOOKS : [caiiT]. — URL:

http://www.iprbookshop.ru/85215.html

3. Cemxko, U. A. OcHoBsl aenonpon3BojacTBa : yueOnoe nocobue / M. A. Cemko, JI. A. Antyxosa.
— CraBponons : Ceksoits, 2018. — 119 c¢. — Tekcr : anekrponnsii // Iudposoii
oOpazoBarenbHblil pecypc IPR SMART : [caiiT]. — URL: https://www.iprbookshop.ru/92992 .html

8.2. Jlononnumenvuas yuebnas numepamypa:

1. KysnenoBa W.B. KonduaenuuanbHOoe [€IOMPOU3BOJICTBO U 3AIUIICHHBIN AJIEKTPOHHBII
JOKYMEHTOO000pOT : ydebHoe mocobue mims OakamaBpoB / Kysumemosa W.B., Xauatpsu I.A.. —
MockBa : Al Ilu Ap Meama, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — TekcT :

ICKTPOHHBIA // DnexktpoHHO-OmOMMoreuHas cucrema I[PR BOOKS : [caiit]. — URL:

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

2. Kyspmuna, U. B. JlemompousBoactBo : ydeObnoe mocoobwe / U. B. Ky3spmumna. — M. :

MockoBckuii rymanuTapHbiii yausepcuret, 2017. — 128 c¢. — ISBN 978-5-906912-98-5. — Tekcr
ANEKTPOHHBIN // DnexktpoHHO-OMOnMoreynass cucrema I[PR BOOKS : [caiit]. — URL:

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

3. CmupHoBa, E. I1. [lenonpousBoactBo s cekperaps. Pa3paboTka, yueT u XpaHeHue Cl1y>KeOHOi
JOKyMeHTaluu : npaktudeckoe nocobue / E. 1. CmupnoBa. — 2-e u3a. — CapatoB : Al [Iu Op
Menua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TeKcT : 27eKTpOHHBIN // DIEKTPOHHO-
oubnuoreynas cucrema [PR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622.html

4. Sluxosuy, 1. A. JlenonpousBoACTBO B KaJIpoBOii ciayx0e: yueOHUK AJist cTyAeHToB By308/ I11. A.
SukoBuu. — M. TOHUTU-JAHA, 2017. — 160 c. — ISBN 5-238-01076-1. — Tekcr :
ANIEKTPOHHBIN // DnexkTpoHHO-OmOmmoreunas cucrema I[PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/81624.html

8.3. Ilepuoouueckue uzoanus

Jlenonpou3BOACTBO U JOKYMEHTO000pOoT Ha npeanpustuu. 03225DP.
HenonpousBoactso. 03224DP.

CnpaBounuk cekperaps u opuc-menemxepa. 08313DP.

W N =

9. Ilepeuyens pecypcoB HHGOPMALMOHHO-TEIEKOMMYHUKaNMOHHOMH ceTn "UHTepHer" (nanee -
ceThb "UHTepHET'), HEOOXOAUMBIX /1JI51 OCBOEHMS U CHUILIHHBI (MOLYJISA)

1. HudopmaumonHo-npaBoBoii mopran «KoHCynabTaHT 1UItOoc» (mpaBoBas 0a3a  JaHHBIX).
[Dnextponnstit pecypc]. — URL: http://www.consultant.ru/

2. InopmartmoHHO-TIpaBoBOi optai «I"apaHT» (mpaBoBast 6a3a JaHHBIX). [ DIEKTPOHHBIHN pecypc]. —
URL: http://www.garant.ru/
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3. DnexkTpoHHBIN yueOHbIi Kypc JJOY

www.iprbookshop.ru

www.zipsites.ru — OeciutatHast aeKTpoHHas MiHTepHeT OubinoTrexa.
www.elibraru.ru — 6ecrmatHas siekTponHas HTepHeT OMOIHOTeKA.
www.big.libraru.info — Gonpiast snekTpoHHas OHOIHOTEKA.

10. MeToanueckue ykazanus JJisi 00y4aroMXCcs M0 OCBOCHHI0 TUCUMILIUHBI (MO1YJIs1)

YcmenHoe ocBoeHHE JaHHOTO Kypca 0a3upyercs Ha paliOHAIBbHOM COYETAHHH HECKOJIBKUX
BUJIOB y4eOHOU NEATETbHOCTH — JICKIUH, CEMUHAPCKUX 3aHIATUH, CAMOCTOSTEIbHON paboThl. Ilpu
9TOM CaMOCTOSTEIbHYIO pPabOTy cClenyeT paccMaTpuBaTh OJHUM W3 TJIABHBIX 3BEHBHECB
MOJTHOIICHHOTO BBICIIETO OOpa30BaHUs, Ha KOTOPYHO OTBOAMTCS 3HAYUTENIbHAS YacTh y4eOHOTO
BPEMEHHU.

[Tpu peanusauuu nporpammel ¢ npumenenneM JOT:

Bce Buabl 3aHATHII TIpoBOmATCS B (popMe OHIIAH-BEOMHApOB C  HCIOJb30BaHHEM
COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJOTUN (HATUYME NMPE3CHTAIIMN U hopyMma I 00CYKICHU).

B mponecce u3ydyeHUs AMCHUIUIMHBL CTYIEHTHl BBIIOJHAKOT NPAKTUYECKUE 3aaHUS U
MIPOMEKYTOUHBIE TeCThl. KOHCYIbTUPOBAHKE 110 U3YyYaEMbIM TEMaM MPOBOJAUTCS B OHJIANH-PEXKUME
BO BpeMs IIPOBEICHUSI BEOMHAPOB U Ha (hopyMe JJIsl KOHCYJIbTalUH.

CamocrosTenbHas paboTa CTyIEHTOB CKJIabIBAETCS U3 CIEIYIOIUX COCTABIISIOIINX:

1. pabora ¢ OCHOBHOW W JOTOJHUTEIHLHOW JHUTEPAaTypOd, C MaTepHajJaMH WHTEpHETa U
KOHCIIEKTaMH JICKIIHIA;

2. BHEaygUTOpHAas IIOATOTOBKAa K KOHTPOJIHBIM pa0oTaM, BBIIOJHEHHE JIOKJIAJOB,
pedepaToB U KypCOBBIX padoT;

3. BBINOJHEHUE CAMOCTOATENBHBIX MPAKTHIECKUX padoT;

4. TOArOTOBKA K 3K3aMEHaM (3aueTaM) HEMOCPEICTBEHHO Mepel HUMH.

Jis mpaBWIBHON OpraHM3anuy  pabOThl HEOOXOJWMO YUYUTHIBATH IOPSIOK HM3YYCHUS
pa3zienoB Kypca, HaxOJIIUXCcS B CTPOroM Jiormdeckoil mocienosarenbHocTU. [loaTomy xoporee
YCBOEHHE OJIHOM YacTW AMCUUIUIMHBI SIBISETCS MPEANOCBUIKOW JUIS YCIIEHNIHOTO TIepexona K
cienyrouiei. 3aaanusi, pobIeMHbIE BOMPOCHI, MPEIJIOKEHHBIE Ul U3yYEHHs AUCUUIUIMHBI, B TOM
quciae W JUIA  CaMOCTOSITETIbHOTO BBITIOJNHEHUS, HOCAT MEXKIUCIMIDIMHAPHBIN XapakTep |
0a3upyroTcs, MpekKIe BCEro, Ha MPUUYMHHO-CIEACTBEHHBIX CBA3SX MEXAY KOMIOHEHTaMHU
OKpYy’Karollero Hac Mupa. B Teuenue cemectpa, HEOOXOAMMO MOATOTOBUTH pedepaTsl (IPOEKTHI) C
UCIIOJIb30BAaHUEM PEKOMEHIyeMOW OCHOBHOM M JIOTMOJHUTENIBHOW JUTEepaTyphl U claTh pedepatsl
JUTS TIPOBEPKH TPETIOIaBaTelNi0. BakKHBIM COCTaBISIIOIIMM B M3YyYEHHWH JaHHOTO Kypca SIBISETCS
pellleHHe CHUTYallMOHHBIX 3aJady M paboTa Haja MpoOJeMHO-aHATUTHYECKUMM 33aJaHHUSIMHU, UTO
IIPEANOJIAraeT 3HaHue COOTBETCTBYIOIIEW HAYYHOM TEPMHUHOJIOTUH U T.J.

JUis nydiiero 3armoMHMHaHUS MaTepuaia LelecooOpa3HO HCIOJIb30BaTh WHAWBUAYaJIbHBIE
0COOEGHHOCTH W pa3Hble BUIBI TMAMATH: 3PUTEIHHYIO, CIYXOBYIO, aCCOIMATHUBHYIO. Y CIEITHOMY
3alIOMMHAHUIO TaK)Ke CHOCOOCTBYET MPUBEACHUE SPKUX CBUAETENBCTB M HAIVIAIHBIX MPHUMEPOB.
Y4eOHbIN MaTepra JOKEH MMOCTOSTHHO TIOBTOPSTHCS U 3aKPETIISTHCS.

[Tpy BHIOJHEHUU JOKJIA 0B, TBOPYECKHX, HHPOPMAITMOHHBIX, UCCIIEIOBATEIbCKUX MTPOCKTOB
ocoboe BHUMaHHE clie[lyeT oOpaiiarh Ha 1oA00p UCTOYHUKOB HHGOPMAIIMU U METOAUKY pabOThI C
HUMH.

s yerienmHO#M ciauun sKk3aMeHa (3aueTa) peKOMEHIyeTCsl COOI01aTh CIEAYIOIIHNE MPaBHIa;

1. [ToaroToBka Kk sK3aMeHy (3a4eTy) JOJIKHA IPOBOJAUTHCS CUCTEMATUUECKH, B TEUCHUE
BCETO CeMecTpa.
2. HNnTeHcuBHAas MNOArTOTOBKA [OJDKHA HAYaThbCs HE IIO3aHEE, YeM 3a Mecdll 10

OK3aMcCHaA.
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3. Bpems HenmocpencTBEHHO Mepes SK3aMEeHOM (3a4€TOM) JIy4Ille UCIOJIb30BaTh TaKUM
00pa3oM, 4TOOBI OCTaBUTH MOCIEAHUN J€Hb CBOOOJHBIM IJIsi MOBTOPEHHUS Kypca B IIEJIOM, JUIs
CUCTEeMaTH3alllK MaTepHala U TOpadOTKH OTAEIbHBIX BOIIPOCOB.

Ha »sKx3aMeHe BBICOKYIO OLIEHKY I0JIy4alOT CTYJEHTBI, UCIOJIb3YIOIINE JaHHbIE, MOIYyYCHHbIE
B IIPOILIECCE BHITIOJHEHUSI CAMOCTOSITENIbHBIX padoT, a TAKXKE UCIOJIB3YIOIINEe COOCTBEHHBIEC BHIBOJIBI
Ha OCHOBE M3Y4YEHHOI'0 MaTepuala.

YuuThIBas 3HAYUTEIHHBIA O0BEM TEOPETUUYECKOrO0 MaTepuasa, CTyIEeHTaM PEKOMEHAYETCs
peryJsipHOE MOCEUICHUE U MOIPOOHOE KOHCIIEKTUPOBAHUE JICKITUH.

11.11lepeyens MHGOPMAIUOHHBIX TEXHOJOTHH, HCHOJb3yeMbIX NMPH OCYUIECTBJIECHUHU
00pa30BaTeJbLHOI0 MpoLecca Mo JUCHMILIMHE (MOIYJII0), BKJIKYAs NMepedeHb MPOrpaMMHOI0
o0ecrneyeHus1 1 HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM (IIPH HEOOXOAUMOCTH)

1. Microsoft Windows Server;

2. CemeiictBo OC Microsoft Windows;

3. Libre Office cBoO6oaHO pacmpocTpaHsieMblii OQHUCHBINA TAKET C OTKPHITHIM HCXOJHBIM
KOJIOM;

4. WNHupopmannonHo-cripaBoyHast cucreMa: Cucrema Koncynsrantlntoc
(Koncynpbrantllnroc);

5. HWndopmanmonHo-ipaBoBoe obecneueHne lapaHT: DIEKTPOHHBIA MEPUOIMYECKUI
cinpaBoyHuK «Cucrema TAPAHT» (Cuctema TAPAHT);

6. AutuBupycHas cuctrema NOD 32;

7. Adobe Acrobat Reader.

8. ABTOMaTM3MpOBaHHAs CHUCTEMa YIPABICHUS Y4e€OHBIM 3aBEJEHUEM COOCTBEHHON
pa3paboTKu By3a.

12.0nucanne mMaTepuaibHO-TeXHHYECKOH 0a3bl, HEOOXOAMMOM /sl OCYLIEeCTBJICHUSA
00pa3oBaTe/ILHOIO NMPoIecca MO AUCUHUILTHHE (MOTYJII0)

12.1. VYuebHas ayauTopust Uil TNPOBENCHHS Y4YeOHBIX 3aHATHHA, MPETyCMOTPEHHBIX
nporpaMMoil  OakamaBpuara, OCHalleHHas OOOpyIOBaHMEM M TEXHHYECKHMMHU CpPEACTBaMHU
o0OyueHusl.

Crneunanu3upoBaHHas MeOEb:

Kommext yuebHoit mebenu (CTou, CTyiI) M0 KOJIMYECTBY 00Y4atOLMXCsl; KOMIUIEKT MeOen
JUTSL TIPETIOIaBaTest; JoCcKa (MapKepHasi).

TexHuueckue cpencTBa 00ydeHus:

KommnbroTep B cOope [uist pernogaBaress, poeKTop, IKPaH, KOJIOHKH

IlepeyeHp JUIIEH3MOHHOTO MPOTPAMMHOIO OOECIEYeHHUs, B TOM 4YHCIE OTEYECTBEHHOI'O
MIPOM3BOJICTBA:

Windows 10, Koncynerantllmtoc, Cucrema TAPAHT, AntuBupyc NOD32.

[lepedyeHb cBOOOTHO PACTIPOCTPAHSIEMOTO MPOTPAMMHOTO 0OECTICYCHUSI:

Adobe Acrobat Reader DC, Google Chrome, LibreOffice, Skype, Zoom.

[Momxmrouenne kx cern «MHTepHET» M oOOecledeHHne JJOCTyma B DJICKTPOHHYIO
UH(POPMaLMOHHO-00pa3oBaTebHyto cpeny MMY.

12.2. TlomenieHue A1t CAMOCTOSTENTLHON pabOThl 00yJarOIUXCS.
Creunanu3upoBaHHas MeOEb:

KomriekT yuebHON MeOenu (CTo, CTy) MO KOTUYECTBY 00YJaIOIIUXCs; KOMIUIEKT MeOenn
TSI TIPETIOIaBaTest; JOCKa (MapKepHast).
TexHuuyeckue cpeacTBa 00ydeHUs:
Kommprorep B cOope il mpenojaBaTess; KOMIBIOTEPHI B cOOpe il 00yJaromuxcs;



KOJIOHKH; TIPOCKTOP, PKPaH.

[lepeueHs NUIICH3MOHHOTO MPOTPAMMHOTO OOECIEUYCHHs, B TOM YHCJIE OTEYCCTBCHHOTO
MIPOU3BOICTBA!

Windows 10, KoncynsrantlLtoc, Cucrema TAPAHT, AatuBupyc NOD32.

[TepedyeHnr CBOOOIHO paCIPOCTPAHSIEMOTO MPOTPAMMHOTO 0OCCIICUCHHMS:

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

[Tomemenue UIsi CaMOCTOSITENILHOW PAOOTHI OOYYAIOIIMXCS OCHAIIEHO KOMITBIOTEPHOMN
TEXHUKOW C BO3MOXKHOCTBIO MOJIKIItOUeHUs K cetu "MHTepHeT" n oOecrieueHneM J0CTyna B
AIIEKTPOHHYIO WH()OPMALIMOHHO-00pa3oBaTeNbHYIO0 cpeay MMY.

13.00pa3oBaTe/ibHbIE TEXHOJIOTUH, HCIIOJIb3YyeMble MPU 0CBOEHUHU TUCIUIIINHBI

Jyiss OCBOEHMSI ITUCIHILIMHBI MCIIOIB3YIOTCS KaK TPaIUIMOHHBIE (OPMBI 3aHATHHA — JIEKIUU
(TUOBI JEKIUH — yCTAaHOBOYHAs!, BBOJHAS, TEKYIasl, 3aKIIOUUTENIbHAs!, 0030pHast; BUbI JEKIUNA —
npoOiemMHas, BU3yaJbHAas, JEKIHUA KOH(PEpPEHIHs, JEKIUs KOHCYIbTAlMs); W CEMHHAPCKHE
(IpaKTHUYECKHUE) 3aHATHS, TAK U aKTUBHBIE U MHTEPAKTUBHBIE ()OPMBI 3aHATHUH - JI€TIOBBIE U POJICBbIE
UTPBI, pEIICHUE CUTYAIIMOHHBIX 3a/1a4 U pa300p KOHKPETHBIX CHTYalUH.

Ha yueOHBIX 3aHATHUSX HCHOJB3YIOTCA TEXHHUYECKHE CPEACTBA OOyUYEHMsI MYJIbTHUMEIUHHOM
ayJUTOPUHU: KOMIBIOTEpP, MOHHTOP, KOJIOHKH, HACTEHHBIA HSKpaH, MPOEKTOp, MUKPO(OH, Maker
nporpamm Microsoft Office n1s nemoHcTpanuu npeseHTauuii 1 Meauadaitios, BUIEONPOEKTOP A
JIEMOHCTpALMK CJIaliJIOB, BUAECOCIOKETOB U Ap. TecTUpoBaHUE 00Y4aeMbIX MOXKET OCYIIECTBISATHCS
C MCITI0JIb30BaHUEM KOMITBIOTEPHOI0 000PYI0BaHMs YHUBEPCUTETA.

[Tpu peanuzauuu nporpammel ¢ npumenenueM JOT:

Bce Buabl 3aHATHI TPOBOJATCS B (pOpME OHJIAIIH-BEOMHAPOB € UCIOIb30BAHUEM COBPEMEHHBIX
KOMITBIOTEPHBIX TEXHOJOTUHN (HATMYME MTPe3eHTAMH U popyma Jijist 00CYyKIACHUS).

B nponecce u3ydeHMs IUCHMIUIMHBL CTYACHTHI BBIIOJIHAIOT IPAKTUYECKHE 3aJaHus U
IIPOMEXKYTOUHbIE TecThl. KOHCYNnbTHpOBaHME 110 N3y4aeMbIM TEMaM IIPOBOAUTCS B OHJIAMH-pEXUME
BO BpeMsl TPOBEICHUs] BEOMHAPOB U Ha GopyMe JUIsl KOHCYIbTAIH.

13.1. B ocBoeHMM Y4eOHOIl AUCHUIUIMHBI MCHOJB3YIOTCH CJeIYHIIUe TPATUIHOHHbIE
o0pa3oBaTe/ibHbIEe TEXHOJIOTHU:

- YTCHUC HpO6H€MHO-I/IH(1)OpMaIII/IOHHI)IX JIGKIII/Iﬁ C UCITOJIB30BAHHUEM JJOCKH U BUACOMATCPHUAIIOB;

- CEMUHAPCKUE 3aHATHS IS 00CYXKACHUS, JUCKYyCCUN U 0OMEHAa MHEHUSIMH;

- KOHTPOJIBHEIE OIIPOCHI;

- KOHCYJNIbTaIUH;

- caMOCTOsTENbHAS paboTa CTYJCHTOB C YIeOHOI TUTEPATYypOil U MEPBOMCTOYHUKAMH,

- IOAATOTOBKA U 00cyxeHue pedepaTtoB (IPOEKTOB), MPE3EHTAINI (HAyYHO-UCCIIeI0BATEIbCKAS
pabora);

- TECTUPOBAHUE TI0 OCHOBHBIM T€MaM JUCIUILITUHBIL.

13.2. AKTHBHBIC 1 HHTEPAKTHBHBIC MeTOABI U GOpMbI 00y4eHUs!

W3 mepeuns BunoB: («moszeosou wmypm», anamus HIIA, ananuz npodremuvlx cumyayui, aHaiuz
KOHKDEMHbIX — CUMyayuti, — UHYUOEHMbl,  UMUMayus  KOJLIEKMUBHOU  NpohecCUuoHanIbHOU
0esAmenbHOCIU, Pa3biepbléarie poell, MmeopuecKas paboma, C6a3aHHAsL C OCB0EHUEM OUCYUNTUHDI,
ponesas uepa, Kpyemwlil Ccmon, oucnym, Oeceda, OUCKYccus, MUHU-KOH@epenyus u O0p.)
UCTIONB3YIOTCS CIIETYIOIINE:

- ducnym

- QHANU3 NPOONIEMHBIX, MBOPUECKUX 3A0AHUL, CUMYAYUOHHBIX 3A0aY



- Ketic,

- Kpyenwlil cmoi;
-OUCKyccust

- beceoa.

13.3. OcoOenHocTH 00y4YeHMs] HMHBAJIMAOB M JIML C OIPAaHUYEHHBIMM BO3MOKHOCTSIMH
3nopoBbsi (OB3)

[Ipu opranuzanyuu oOy4eHHS O IUCHHUIUIMHE YYUTHIBAIOTCS OCOOEHHOCTH OpraHU3aluu
B3aMMOJICHCTBUS C UHBAJIUAAMU U JIMI[AMU C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbsI (Jlasiee —
uaBamuabpl ¥ Jmna ¢ OB3) ¢ menbio obecriedenust ux mpaB. [lpu 0Oy4eHHWH YUUTBHIBAIOTCS
OCOOEHHOCTH HX ICUXO(QU3NYECKOTO pa3BUTHs, WHAWBUIYAJIbHbIE BO3MOXHOCTH U IIpU
HEOOXOIMMOCTH 00ecneunBacTCs KOPPEKIMs HApyLIICHWH pPa3BUTUS M COLMAIbHAS aJanTaius
yKa3aHHbIX JIMLI.

Beibop MeTomoB  oOyueHHs  Ompenensiercss  COAep)KaHueM  OOYYeHHs, YpPOBHEM
METOAMYECKOIO0 M MaTepUaIbHO-TEXHUYECKOro olecreueHusl, OCOOEHHOCTSIMM BOCIPHATHSA
y4eOHOI MH(OPMALMU CTYACHTOB-WHBAINJOB M CTYIEHTOB C OTPAaHMYCHHBIMH BO3MOXHOCTSIMU
300poBbs U T.A. B o0Opa3oBaTelbHOM IpOLECCE HCMONb3YIOTCS COLUAIBbHO-AKTUBHBIE U
peduiekcuBHBIE METOABI OOYUYEHHs, TEXHOJIOTMH COLHUOKYIBTYPHOH pEadMIUTAllMd C IENbI0
OKa3aHMsl MOMOIIM B YCTAaHOBJIEHUHU IIOJIHOLIGHHBIX MEXJIMYHOCTHBIX OTHOLICHUH C JIPYTUMHU
CTYACHTaMH, CO3/IaHUH KOM(POPTHOTO IICUXOJIOTHIECKOTO KIIMMaTa B CTYJACHYECKON TPYIITIE.

IIpu oOyueHuu 111l C OrpaHUYEHHBIMHU BO3MOKHOCTSIMU 3/10pOBbsI 3JIEKTPOHHOE 00yUeHHE U
JUCTAaHIIMOHHBIE O00Opa3oBaTeNlbHbIE TEXHOJOIMM IPENyCMAaTPUBAIOT BO3MOXKHOCTh IpUEMa-
nepeaayn HHGOpMaIMK B JOCTYIHBIX /Ui HUX (OopMax.

OOyuaromuecs U3 4yHUCIla JIUL C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 310POBbsl 00€CIIEUEHbI

MNEYaTHBIMU W J3JICKTPOHHBIMU O6p33OBaTeJ'IBHHMI/I pecypcamu B q)OpMaX, aJ[alITUPOBAHHBIX K
OI'paHUYCHUAM HUX 3JO0POBb.
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1.IlepeyeHb KOAOB KOMIeETeHU M, (pOpMHPYeMbIX TMCUMILUIMHON B NpoLecce OCBOEHUS
o0pa3oBaTeJIbHOM MPOrPaMMbI

I'pynna
KOMIIeTeH U Kareropusi komnereHuuii Kon
[IpodeccnonanpHbIC IIK-11
2. KomnereHunu U MHANKATOPBI UX JOCTHKEHHUS
Kon ®opmyIHpOBKA NuaukaTopsbl 10CTHKEHUS] KOMITETEeHIMH

KOMIIeTeHIIUH KOMIIeTeHI[UH

IIK-11 CrniocobeH BecTu ITK-11.1
Je10npou3BoACTBO | Mcnonb3yeT 3HaHUS COBPEMEHHOI0 3aKOHOJATENIbCTBA B
u cdepe pocCUiCKOro Aeaonponu3BOACTBA, HOPMAaTUBHbIE U
JIOKyMEHTOOOOpOT | METOAMYECKUE JOKYMEHTBI, PETyJIHPYIOLIUE IABUKEHHUE
B OpraHax JIOKYMEHTO0000poTa B roCyapCTBEHHbIX u
rOCy/IapCTBEHHOW | MyHHUIIMIAJIbHBIX OpraHU3alMsIX
BJIACTHU [1IK-11.2 Bener aenonpou3BOACTBO U AOKYMEHTOOOOPOT
Poccniickoit B OpraHax TOCyJIapCTBEHHOM BiacTd Poccuiickon
Denepanumy, denepanuy,  opraHax  rocylapcTBEHHOW  BJAacTH
opraHax cyobekToB Poccuiickoit @enepaiui, opraHax MECTHOTO
TrOCYIapCTBEHHOW | CaMOYIIPaBJIEHHs, TOCYIapCTBEHHBIX M MYHHUIMIAIBHBIX
BJIACTU CYOBEKTOB | MPEANpPHUATHSIX U YYPEXKIEHUSAX,  HaydyHbIX U
Poccuiickoi 00pa30BaTeNbHBIX OpraHM3alysIX, MTOJINTUYECKUX
®denepanuu, NapTUSX, 00IIECTBEHHO-TTOJINTUYECKUX OpraHU3aIUsIX
opranax mectHoro | [IK-11.3 Bs3aumMozencTeyer c pa3InYHBIMU
CaMOYIPAaBJIEHUS, | CTPYKTYPHBIMHU 0/Ipa3iesIeHUsIMU B pamKax
TOCYIapCTBEHHBIX | BHYTPHUBEIOMCTBEHHOIO U MEXBEJLOMCTBEHHOTO

NPEANPUATUAX U
YUPEKICHUSAX,
Hay4YHbIX U

OpTraHU3aIHIX,
ITOJIUTUYCCKUX
HapTHsIX,

00I1IECTBEHHO-
MOJIUTHYECKUX
OpraHu3anusax

U MYHUIUIIAJIBHBIX

00pa3zoBaTeNbHBIX

BIIEKTPOHHOTO IOKYMEHT0000pOTa

3. Onucanue NJIAHUPYEMbIX Pe3yJbTATOB 00y4YeHHS 10 AUCUUIIJIMHE U KPUTEPHEB OLEHKHU
pe3yJibTaTOB 00y4eHHs MO IMCUUILINHE

3.1. Onucanue MiIaHUPYEMbIX Pe3yIbTaTOB 00YUEHHUS IO AUCLUIIINHE

[Inanupyempie pe3yabTaThl OOy4YEHUS MO IJUCIUIUIMHE TPEACTaBICHBI JICCKPUIITOPAMH

(3HaHUS, yMEHUS, HABBIKH).




Jeckpunropbi 3HaTh Ymernb Baanern
10 JMCHMILINHE
Kon
KOMIIETeHIM U [K-11
-COBPEMEHHOE - HCIOJb30BaTh COBPEMEHHOE | - METOZ0JI0T el
3aKOHOJATENbCTBO B cepe | 3aKOHOATENbCTBO, KJaccu(UKaIny,
pOCCHICKOTO HOPMaTUBHBIE U METOAMYECKUE | CTAHAAPTU3ALUN |
JEJIONPOU3BOJICTBA; JOKYMEHTBI,  perylupylomue | YHuQUKauu
- HOpMaTHBHbBIE W | IBW)KEHHE JTOKYMEHTOO0OpOTa | JOKYMEHTOB;
METOAMYECKHUE TOKYMEHTHI, | B roCyJapCTBEHHBIX u|- MIOHATUIHBIM
PEryIUpYIOLIe ABWXEHUE | MyHUIUNAIbHBIX anmapatoM B cdepe
JOKyMEHT0000poTa B | OpraHu3auusx; HOPMAaTUBHOT'O u
rOCyJapCTBEHHBIX u| - OCYILECTBIIATH | IPAaBOBOTO,
MYHHIIUIATbHBIX JIEJIOIPON3BO/ICTBO U | peTyJIupOBaHU
OpraHH3alUAX; JOKYMEHTOOOOpOT B OpraHax | JeJONpOHU3BOJCTBA B
- HaIpaBlIeHUs | TOCYAapCTBEHHON BJIACTH | OpraHU3ALINM;
KJIACCU(UKAIUH, Poccuiickoit ®denepauny, | - HaBbIKaMM
CTaHIApTH3ALUU U | opraHax roCyIapCTBEHHOH | oopMIICHHUS,
YHU(PHUKAIUN TOKYyMEHTOB; | BIACTH CyOBeKTOB PoccHiicKoil | BeleHUsI U XpaHEeHUs
- ocHOBHYI0 | Deaepanuu, opraHax MECTHOTO | PACHOPSAUTEIBHBIX
KJ1acCU(UKALHIIO caMOyIIpaBJIeHNU, JOKYMEHTOB;
OpraHu3aloOHHO- roCy/1apCTBEHHBIX U | -HaBBIKAMH
pacnopsiANTEIbHON MYHHUIIATATBHBIX 3¢ HEeKTUBHOTO
JOKyMEHTaluu MPENIPUATUAX y | B3aUMOJICHCTBHS C
rOCyIapCTBEHHBIX U | YIpeKICHHUSAX, Hay4yHbix ¢ | Pa3THIHBIMU
MYHULHIATBHBIX 00pa3oBaTeIbHbIX CTPYKTYpHBIMU
OpraHu3alni; OpraHu3alMsAX, TMOJIUTHYECKUX Hgﬁiiﬂenel{mMH B
- TopsAnoK odOpMIICHHUS, | TAPTHUsX, 0O0IIECTBEHHO- 1}: HYTPHBC/IOMCTBEHH
BEJICHUS M XPAHCHHMS | TONMTHYECKUX OPraHM3auuax; | - o
pactopsANTENbHBIX - MIPUMEHATh HABBIKH | \oorep e/l OMCTBEHHOTO
JIOKYMEHTOB opopmieHus,  BeoeHUS U 2JIEKTPOHHOTO
rOCyIapCTBEHHBIX ¥ | XpaHCHHsS PACTIOPAUTEIBHBIX | 10KyMEHTOOGOPOTA
MYHHIIATIATBHBIX JIOKYMEHTOB B
OpraHu3alni; TrOCYIapCTBEHHBIX
u MYHULHIATbHBIX
OpraHu3alusiX;
- AQHAJIN3MPOBATh COJIEPIKAHUE
OpraHU3alMOHHO —
IIPpaBOBOM  JTOKyMEHTAalUM B
rOCyIapCTBEHHBIX
MYHHUIAIATBHBIX
OpraHMU3aINAX;
3.2. Kpurepun OieHKH pe3yabTaToB 00yUeHUs 10 AUCITUTUINHE
HIkana | Unaukarop
OLICHMB Iloka3aTein oneHUBAHUS Pe3yIbTATOB 00y4eHH s
aHuA AOCTHKEHU S




OTJINMYHO

3Haer:

- CTYIEHT TIy0OKO W BCECTOPOHHE YCBOMJ MaTepHall, yBEPEHHO,
JIOTUYHO, IOCIEA0BATENIbHO U IPAMOTHO €T0 HM3Jaraer, ONHpasch Ha
3HaHUS OCHOBHOM U JONOJHUTEIBHOU JINTEPATYPHI,

- Ha  OCHOBE  CHCTEMHBIX  HAay4yHbIX  3HAHMM  JEJIAeT
KBTM(DUIIMPOBAHHBIE BBIBOJALI M OOOOIICHHS, CBOOOIHO OIMEPUPYET
KAaTErOpUsIMU U NIOHATUSMM.

VYwmeer:

- CTYACHT YMCCT CaMOCTOATCIBHO W IIPaBHUJIBHO PpCIIaThb y‘IG6H0-
HpO(l)eCCI/IOHaJ'IBHBIe 3a1a4ynu WM 3aJaHus, YBEPCHHO, JOIM4YHO,
MOCJICAOBATCIIBHO W ApryMCHTUPOBAHO HM3JIaraTb CBOC PCHICHUC,
HCIIOJIB3Ys HAYUYHBIC IIOHATHSA, CChIIIAsACh HA HOPMATHBHYIO 633y.

Bnaneer:

- CTYIEHT BIaJieeT palMOHAJbHBIMU METOJaMH (C HCIOJIb30BAHUEM
pPallMOHATIBHBIX METOJIMK) PELICHHS CIOXKHBIX MPO(ECCHOHATBHBIX
3aJa4, IPEICTaBICHHBIX JEJIOBBIMU UTPAMH, KEHCAMU U T.[1.;

IIpu pemreHny NpoAEMOHCTPUPOBAI HABBIKH

- BBIJICJICHUA TJIABHOTO,

- CBA3KOHM TEOPETUYECKUX IMOJIOKEHUN ¢ TPEOOBAHUSIMH PYKOBOSILIUX
JIOKYMEHTOB,

- U3JI0’KEHHUSI MBICJIEN B JIOTUYECKOM MOCIE0BATENBHOCTH,

- CaMOCTOSITENILHOIO aHanu3a (akThl, COOBITUH, SBIEHUH, IPOLIECCOB B
UX B3aMMOCBSI3H U JUAJIEKTHYECKOM Pa3BUTHH.

XOPOIIO

3Haer:

- CTYHEHT TBEpJO YCBOWJI Marepuaj, JOCTaTOYHO TIPaMOTHO €ro
W3J1araeT, OINUPAsICh HA 3HAHUSA OCHOBHOW W JONOJHUTEIBHOU
JUTEpaTyphl,

- 3aTpyAHseTcss B (OPMYIMPOBAHUU KBATH(DUIIUPOBAHHBIX BHIBOJAOB U
000011eHNH, OnepupyeT KaTeropusiMd U TOHATHUSMU, HO HE BCErAa
MIPABUJIBHO UX BEPUPULIHPYET.

VYwmeer:

- CTYJICHT yMEEeT CaMOCTOSATEIHHO M B OCHOBHOM IPABUIJIBHO PEIIaTh
yueOHo-TIpoeccCHoHaNbHbIE 3a/adydl  WIU  33JaHUs, YBEPEHHO,
JIOTHYHO, TIOCJIEZOBAaTEIbHO W apTyMEHTHPOBAHO H3JIaraTh CBOE
pelieHre, He B MOJHON Mepe UCIONb3Ysl HayYHbIe MOHSITHS U CCHLUIKH
Ha HOPMAaTHBHYIO 0a3y.

Bnaneer:

- CTYAEHT B LIEJIOM BJAJEET PAllMOHAIBHBIMU METOJAMHU PELICHUS
CJIIOKHBIX HpO(i)GCCI/IOHaJ'IBHI)IX 3aaa4, npe€AaACTAaBJIICHHBIX OICJIOBBIMU
WrpaMH, KENCaMH U T.J.;

[Ipu pemeHnn CMOT MPOAEMOHCTPUPOBATH JOCTATOYHOCTh, HO HE
TNIyOMHHOCTH HaBBIKOB

- BBIJICJICHUA I''IaBHOTI'O,

- U3JI0KEHUS MBICJIEH B JIOTMYECKOM IIOCIIEA0BATEIILHOCTH.

- CBSI3KHM TEOPETUYECKUX MOJIOKEHUN ¢ TPeOOBaHUSIMH PYKOBOSIINX
JIOKYMEHTOB,

- CaMOCTOATENLHOTO aHan3a (akThl, COOBITHH, SBIICHUM, POIIECCOB
B X B3aMMOCBS3U U TUAJIEKTUYECKOM PA3BUTHUHU.

YOBJIIETBOPU
TEJIBHO

3Haer:

- CTYZICHT OPHEHTUPYETCS B MaTepHa’e, OJTHAKO 3aTPYAHSIETCS B €T0
U3JI0KEHUH;

- MIOKa3bIBAET HEAOCTATOYHOCTh 3HAHUN OCHOBHOMW U JOTIOJHUTEIBHOU
JUTEPATypHI;

- c1abo apryMEHTHPYET HayYHBIC TIOJOXKCHUS;

- IPAKTUYECKH HE CIIOCOOEH COPMYIHUPOBATH BHIBO/IBI U 0000IIEHUS;
- YaCTHUYHO BJIaJIe€T CUCTEMOI TOHSITHH.




Ymeer: - CTYZICHT B OCHOBHOM YMEET PEUINTh y4eOHO-TTPO(HECCHOHATBHYIO
3aJauy WK 33JJaHue, HO I0IyCKaeT OMUOKHU, C1ab0 apryMEeHTHPYET
CBOC pEIICHHE, HEIOCTATOYHO UCTIONL3YEeT HAYUHBIC MIOHATUS U
PYKOBOJSIIINE JOKYMEHTBI.
Brnaneer: - CTYIEHT BJIAJICET HEKOTOPHIMH PAIMOHATLHBIMUA METOJIAMHU PEIICHHS
CJIOXHBIX MPOPECCUOHANBHBIX 3a/1a4, IPEICTABICHHBIX JIEJIOBBIMU
UrpaMU, KEHCaMU U T.J1.;
[Ipu pemieHny MpoOAEMOHCTPUPOBAIT HEAOCTATOYHOCTh HABBIKOB
- BBIICTICHUS TJIAaBHOTO,
- U3JI0)KEHUS MBICIICH B JIOTUYECKOM MOCIIEeI0BATEIbHOCTH.
- CBSI3KH TEOPETUYECKHX TOJIOKEHUH ¢ TPEOOBAHUSMU PYKOBOISAIITNX
JIOKYMEHTOB,
- CaMOCTOSITEIPHOTO aHaIM3a (PaKThI, COOBITUH, SIBJICHUM, TIPOIIECCOB B
UX B3aUMOCBSI3U U IMAJIEKTUYECKOM Pa3BUTHUHU.
KomrmieTeHIus He JOCTUTHYTA
3Haer: - CTYJICHT HE YCBOWJI 3HAYUTEILHOW YaCTH MaTepHaa;

- HE MOXET apryMEHTUPOBATh HAy4YHbIE TIOJIOKEHUS;

% - He hopMyIIIpyeT KBATU(UIIMPOBAHHBIX BEIBOJIOB 1 00OOIICHHUI;

é - HE BJIAJIEET CUCTEMOU IMOHATHIA.

- VYwmeer: CTYACHT HE TIOKa3all YMEHHE pemaTh Y4eOHO-POoecCHOHATHHYIO

E 3a/iauy WK 3aJlaHue.

8 Bnaneer: HE  BBINIOJHEHBI  TpPeOOBaHUS, NPEIBSABISEMBIE K  HaBBIKaM,

E} OLICHUBAEMBIM “‘y/I0BJIETBOPUTENIHHO .
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4. TunoBble KOHTPOJIbHbIE 3aJaHUsi W/WJIM WHbIE MaTepHaIbl I NPOBEAeHUs
NMPOMEKYTOYHOW AaTTeCTAIIMH, HEOOXOAWMMBIE JUIS OIEHKH [OCTHKEHHsI KOMIEeTEeHIINH,
COOTHECEHHO¥ ¢ pe3yJibTaTaMM 00y4eHHUsl 10 AUCHHILTHHE

TunoBksle KOHTPOJILHBIC 3aaHU IJI1 IPOBEPKU 3HAHUM CTYJIEHTOB

Tect

Bonpoc 1. lesionpou3BoaCTBO — 3TO:

1. 1esiTeIbHOCTH MO JOKYMEHTHPOBAHMIO, TOKYMEHTO000POTY, ONIEPATUBHOMY XPAHCHHMIO H
HCI0JIb30BAHMIO IOKYMEHTOB;

2. mpoueaypa co3aHusl, THPRXKUPOBAHUS U PETUCTPALIMH BXOAAIIUX U UCXOAAIINX TOKYMEHTOB;
3.HenocpeACTBEHHOE co3/laHue O(UIIMaIbHBIX TOKYMEHTOB Ha MPEANPUITUH,

4. nesTeNbHOCTD M0 JOKYMEHTUPOBAHHUIO H JOKYMEHTOOOOPOTY.

Bonpoc 2. IToJsi0:eHHne 0 CTPYKTYPHOM NOAPAa3AeJIeHHH — ITO:

1. mpaBoBOH aKT, KOTOPbI YCTAHABJMBAET CTAaTyC, (QyHKUHMH, NpaBa, O0A3aHHOCTH H
OTBETCTBEHHOCTh CTPYKTYPHBIX IOAPAa3/eJIeHUil W HHBIX OPraHOB;

2. TpaBOBOM aKT, KOTOPBIM ONpenenser CTaTyC OpraHu3alMM, €€ 3aJayd U (PYHKLIHH, Mpasa,
OTBETCTBEHHOCTD, IIOPSIOK AEATEIbHOCTH;




3. IOTOBOp, CTOPOHBI KOTOPOTO OOSI3YIOTCS CO3/aTh IOPUAMYECKOE JIUI0 U YCTaHABJIMBAIOT
HOPSI0K COBMECTHOH JIEATEILHOCTH 110 TaHHOMY (haKTy
4. BCe OTBETHI BEPHBIE

Bomnpoc 3. /laToii 10/I2KHOCTHO MHCTPYKIUM SIBJISETCH 1aTa:
1. ee yrBepikaeHHu;

2. €€ COCTaBJICHHUST,

3. 03HaKOMJIEHUS C HEell paboTHUKA

4. cornacoBaHus

Bonpoc 4. IIpaBoBoii aKT, B KOTOPOM 0TOOpakaeTcsi MOPSIOK AeATeJIbHOCTH PYKOBOJACTBA
OpPraHM3alNu, 2 PABHO KOJ/UIETHAJBLHOT0 HJIH COBEIATeILHOI0 OPraHa — 3To:

1. periiamenT;

2. LITaTHOE pacIUCaHMUE;

3. pacrnopsiKeHue,

4. ycras.

Bonpoc S. ITo chepe cBoero aeiicTBust pacnopsiauTeabHbIe JOKYMEHTBI AeIATCH HA:
1. penepanbHOro ypoBHs, pErHOHAIBLHOIO YPOBHS, IPAaBOBbIE aKThl OPraHNU3aLIUH;

2. KOJUIEKTUBHbIE U UHIUBUyaIbHbBIE;

3. mpaBOBbIC aKThl OpraHU3alUii, IPABOBbIE AKThl UX CTPYKTYPHBIX OJpPa3IeIICHUH.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne uznaercs:

1. pyxoBoauTeeM eANHOJIUYHO;

2. KOJJIEerHanbHo;

3. B YCJIOBHSX BEJJOMCTBEHHOT'O PEryJIMpOBaHUS,

4. CANHOJIMYHO HUJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyallun

Bonpoc 7. Konusi 4acTH 10KyMeHTa, KOTOPas 3aBepeHa B ONpeaeIeHHOM MOPSIKe, 3TO:
1. BBINMCKA,;

2. DIEKTPOHHAS KOMUS;

3. mybnukar,

4. crmcok

8. He siBa1sieTcst 1OKYMEHTOM, KOTOPbIii HHULIMUPYET pelieHue:
l. MpoeKT 10KyMeHTa;

2. 3aKJIIOYCHUE;

3. noxnagHas 3arucka,

4. BCE OTBETHI HEBEPHBIE

Bonpoc 9. YeMm BHelIHe OTJIMYAETCS MPOEKT JOKYMEHTA OT €ro OKOHYATeJIbHOIr0 BapuanTa?
1. Haagnucelo «1poeKkT» B BEPXHEM I0JIe CIIPaBa;

2. TlpoexT He 00s3aTeIbHO OPOPMIISITH B Tako ke (opme, Kak OyIyIuil TOKYMEHT, 10CTaTOYHO
CaMoro TEKCTa;

3. IIpoexT odopmisieTcss Ha CrieIUaTLHOM OJIaHKE

4. Bce oTBETHI BEpHbIE

Bonpoc 10. Kakass 4YacTb NOCTAHOBJICHHSI COACP/KUT HOPMATHBHBIC IOJOKCHUS WM
nopyJeHus?

1. PacnopsiauTenbHasn;

2. KoHcrarupyromias;



3. BBonnas
4. 3axIo4uTeabHas

Bonpoc 11. B coctaB uH(poOpMaIMOHHO-CTPABOYHBIX IOKYMEHTOB He BXOJIHT:
1. yka3anme;

2. JOKJIamHas 3aIicKa;

3. cBojkKa,

4. oObsICHHUTEIIbHAS 3aIIMCKa

Bonpoc 12. Bua wnHGOpManHMOHHO-CIIPABOYHOH JOKYMEHTAlMHU, sBJsOLIelics crnocodom
OIePaTHBHOI0 HH(POPMALMOHHOI0 00MEHA MKy OPraHNu3alMAMH, HA3bIBACTCH:

1. pesi0BOI MepenucKoii;

2. IOKyMEeHTauueH sl ciayKeOHOIro NOJIb30BaHHUS;

3. CTaTUCTUYECKOW OTUETHOCTHIO

4. cimyxeOHOM 3anuCcKoit

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

1. OTo D0KyMEHT, KOTOpPbIii aJpecoBaH [OJKHOCTHOMY JIHMIYy M COAEPKUT KaKYyH-J1100
npocs0y padoTHUKA;

2. DTO IOKYMEHT € IPEJI0KEHUEM Ha3HAUNUTh, IEPEMECTUTD UIIU MOOIIPUTh PAOOTHHUKA;

3. DT0 TOKYMEHT, OOBSICHSIOLINI MPUYUHBI CITYYUBIIETOCS, KOTOPBIN COCTaBIsIeT pabOTHUK.

4. Bce oTBeTHI BEpHbIE

Bonpoc 14. Uto He AiB/IsIeTCS NPU3HAKOM aKTa?

1. cocraBienue B cB000aHOI Gopme;

2. ycraHOBieHHE (PAKTHYECKOTO COCTOSIHUE JIEN U OTPAKEHHE €TO B AKTE;
3. moATBEp)KACHUE YCTAHOBJIEHHBIX (PAKTOB, COOBITUH, IEHCTBUH,

4. KOJJIErHaJIbHOCTh COCTABJICHUS.

Bonpoc 15. /lokyMeHTBbI, KOTOPble M31aHbI BHYTPH YYPEXIeHUSI M OTIPABJIEHBbI 32 €ro
npejesabl AJs1 PYKOBOACTBA HUKECTOSIIUM OPraHaM ynpaBJieHHs JIN00 B LeJsIX HCIOJTHEHUs
NUCbMEHHBIX YKA3aHU BbICHIEH HHCTAHINU, HA3bIBAIOTCH:

1. mcxoasimUMHU JOKYMEHTAMM;

2. BXOOAIIUMU JOKYMCHTAMU,

3. JOKJIaJHBIMU 3alMCKaMHU,

4. TepernucKou.

Bomnpoc 16. Uro BKiI0OYaeT B ce0s1 TEXHMYECKOE MCIIOJTHEHHE TIOKYMEHTA:

1. MoAroTOBKY NMPOEKTAa JOKYMEHTA, Ha0Op M pacne4aTKy TeKCTa NMPOEeKTa, KOPPEeKTHPOBKY
coliep:KaHMsl JIOKYMEHTa Iocjle CcOorJiacoBaHusi, odopmieHne (UHAJILHOIO BapHAHTA
JOKYMEHTA;

2. IpeJoCTaBIIEHUE pACIEeUaTaHHOIO IPOEKTa JOKYMEHTa PYKOBOAMTENIO Ha COINIACOBAHHE,
yCTpaHEHUE HETOYHOCTeH, HabOop OKOHYATENILHOTO JOKYMEHTA;

3. cocTaBiieHHE JOKYMEHTa cpa3y B OKOHYATEIbHOM BAPHAHTE, €r0 MOANUCAHNE Y PYKOBOJIUTEI,
OTIIpaBKa JOKYMEHTA aJipecary,

4. BCe OTBETHI BEPHBIE

Bonpoc 17. Koraa 10KyMeHT SIBJISIETCS MCTIOJTHEHHBIM?
1. Korapa paccmarpuBaemMblii B JOKYMEHTE BOINPOC pa3pellieH MOJHOCTHIO U NepenuckKa mno
HeMY 3aBepIleHa;



2. Kak ToJIbKO JOKYMEHTY IPUCBOEH PETUCTPALIMOHHBIN HOMED;
3 . Koraa 1okyMeHT moJiy4eH KOHEYHBIM aJJpecaToM
4. Koraa 1oKyMeHT OTIIpaBJIeH Ha apXUBHOE XpaHEHUE

Bonpoc 18. Otiinuue akTOB NMPOBEPOK, 00C/IeI0BAHMI, PeBU3UIl 3aKJIHOYAaeTCd B TOM, 4YTO
OHH...

1.pukcupyrOT ycTaHOBIICHHBIE (DaKThI U COOBITHS

2. COCTABIISIIOTCS JIJIsI TOATBEPKACHUS YCTAHOBJICHHBIX (PaKTOB, COOBITHH, 1EHCTBHIA

3. He TOJbKO (PUKCHPYIOT YCTAHOBJIEHHbIE (PAKTHI U COOBITHSI, HO U COHAEPKAT BBHIBO/bI,
PEKOMEHIAIUM U NPeII0KEeHU s

4. coaep)kaHuUE HE COTJIACOBBIBAETCS C JOHKHOCTHBIMU JIMIAMH, JAEATEIbHOCTh KOTOPBIX
OTpakaeTcs B aKTe

Bonpoc 19. Iln¢pposoii niim 6ykBeHHO-UPPOBOH MICHTH(PUKATOP JOKYMEHTA, BKIIOYAI0 Ui
NOPSIAKOBBIII HOMEp, AOMOJHSICMBIA 10 KEJAHHI0 HMHACKCAMH COIJIACHO HCIOJIb3yeMbIM
Kjaaccuukaropam, Ha3bIBaeTCH:

1. perucTpaliMOHHBIM HOMEPOM JAOKYMEHTA;

2. rpudom;

3.1aTOM TOKyMEHTa

4. pEeKBU3UTOM.

Bonpoc 20. Kakoii gopmaTt 6ymaru ucnosb3yercsi AJs U3rOTOBJIEHUsI 0JIAaHKOB Pe30JII0Luii?
1. AS, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem ungopmanum saBJsieTcs:

1. MaTepuHaJbHBIH 00BEKT, KOTOPbIN HY’KEeH VI (PMKCALMH, XPaHeHHUs (M BOCIIPOM3BEACHHA)
pedeBoil, 3BYKOBOM MJIM M300pa3uTeIbHONM HHPOPMaLUK;

2. co3pmaresb I0KyMEHTa,

3. CTPYKTYpHOE MOJpa3eieHIe, BHIMOMH oMEee (QYHKIIMH 110 BEIEHUIO JOKYMEHTO000pOoTa

4. pyKOBOAMTEIb MOAPA3ACICHUS.

Bonpoc 22. CBOHCTBO JOKYMEHTa NOATBEPKIATH AEJOBYI0 ACATEJLHOCTH JH00 coObITHE
JIMYHOI'0 XapaKTepa — 3To:

1. ropuanyeckasi 3HAYUMOCTb JOKYMEHTA;

2. ropuauyecKas cuia JOKyMEHTa;

3. ayTEeHTHYHOCTb,

4. pyHKUIMA TOKYMEHTa

Bomnpoc 23. TunoBsIM CPOKOM HUCIHOJHEHUSA JOKYMEHTA HA3bIBACTCH:

1. cpok HCIOJIHEHHS JOKYMEHTA COIJIACHO HOPMATHBHO-NIPABOBOMY aKTY;

2. CpOK HMCHOJIHEHHS, KOTOPBIM YCTAHOBJEH B OPraHU3AIMOHHO-PACIOPSIUTEIBHOM JOKYMEHTE
WJIM B PE30JIIOLUY;

3. CPOK MCTIOJIHEHHUS, YCTAHOBJICHHBIA CIIOKUBIIIMMCS B OpTraHU3AINHN 00bIYaeM

4. Bce OTBETHI BEPHBIE

Bonpoc 24. CnipaBo4HHEK, cOAePKALINA cBeeHHs 0 (POHAAX apXHBa U NPeAHA3HAYCHHbIN 115
03HAKOMJIEHHS C HX COCTABOM H COJIep:KaHHeM — 3TO:

1. apXuBHBIN TyTEBOAUTEID;

2. apXUBHBIN CIPAaBOYHUK;



3. apXUBHBIN yKa3aTeb,
4. (bOHIOBBII CIIPAaBOYHUK

Bonpoc 25. YaupunupoBanHoi ¢gopmoii J0KyMeHTA ABJISETCH:

1. ¢popmysisip HOKyMeHTa ONpedeJIEHHOr0 BHIa, KOTOPbIi COJAEP:KUT IMOCTOSHHYI0 4YacTh
TeKCTa;

2. OyMaKHbII WM 3JEKTPOHHBIM IIAa0JIOH C PEKBU3UTAMHU, IO KOTOPBIM OIpPENEseTCsl aBTOP
OUITMATIEHOTO JIOKYMEHTA;

3. PEKBU3UT O COIJIaCMM OpraHU3alluM, KOTOpass HE SBISAETCS aBTOPOM JIOKYMEHTa, C €ro
COJIEpKAHUEM,

4. BBINKCKA U3 IOKYMEHTA.

Bomnpoc 26. KakoBa qyinHa caMoil JVIMHHON CTPOKHU PEKBHU3UTA MPHU YIJIOBOM PACIOJI0OKEHUH
PEeKBU3UTOB?

1. He 0oJ1ee 7,5 cMm;

2. He 6oiee 12,5 cm;

3. He 6omee 10 cMm.

4.He 6onee 5 cm

Bonpoc 27. PekBU3UT JOKyMeHTa — 3TO:

1. 3siemeHT O0popMIICHHS TOKYMEHTA;

2. PEerucTpalMOHHBIA HOMEpP TOKYMEHTA;

3. CcBeneHHUs O 1aTe U UCIIOJIHUTENE JOKYMEHTa
4. cBeneHus 00 opraHuzanuu

Bomnpoc 28. Kakue 10KyMeHTbI MUHYIOT CTAIMI0 IIPOEKTA
1. moKJIagHBIE 3ANHCKH;

2. IpUKa3bl;

3. cpaBky;

4. aKTBI

Bonpoc 29. IlpenBapure/bHbIH TEKCT JOKYMEHTA, KOTOPbI JHYHO IOTOBHT HMCIOJHUTEIb
WJIN COMCIOJTHHUTE/b J0KYMEHTA, 3TO:

1. 4epHOBHK JOKyMEHTa

2. NPOEKT JOKYMEHTa;

3. DJK3eMIULp TOKYMEHTA;

4. xonus NOKyMEHTA.

Bomnpoc 30. /lesionpou3BoacTBO 3T0:

1. cepa nesTeNnbHOCTH 1O 00ECIIEUEHUI0 OpraHN3aluu O(pUCHBIMH IOKYMEHTaMU;

2. oTpaciab [esITeJIbHOCTH, KOTOpasi ofecrneyuMBaeT JOKYMEHTHPOBaHHMEe W OPraHU3ALMIO
padoThI ¢ 0PUCHBIMH IOKYMEHTAMM;

3. oTpacib AesTeIbHOCTH, KOTOpasi o0ecrieYrBaeT BHEIIHUE U BHYTPEHHUE CBS3H OpraHU3alliu;

4. nesITeNbHOCTb, CBSI3aHHAS ¢ 0(POPMIICHHEM YIIPaBICHUECKHX JOKYMEHTOB

Bomnpoc 31. B pazaes o061ue mos10:xkeHus JOKyMEHTAa BXOAST
1. neau u 3agauu;

2. (hopMBI 1 METO/IBI YITPABIICHUS;;

3. KOHKpETHBIC 00SI3aHHOCTH;

4. BU3BI COTTIACOBAHUS

Bonpoc 32. Ha kakoM J0KyMeHTe He CTABUTCH PEKBU3UT HAMMEHOBAHHE BH/A JOKYMEHTAa



1. YcraBe;

2. TOJDKHOCTHOM MHCTPYKIIUH;
3. nucbMe;

4. aKTe

Bonpoc 33. I'pu¢ yrBep:xaennsi craBuTcst

1. B BepXHeM NPaBoOM YIJ1y;

2. B HIDKHEM MPABOM YTIIY;

3. B HUOKHEM JICBOM YTITy

4. B COOTBETCTBUH C TeM, KaK IIPUHATO B OPTaHU3AINH

Bonpoc 34. K ocHOBHBIM periiaMeHTHPYIOIIMM padoTy ciayxk0b1 JJOY 1o0kyMeHTaM OTHOCST
1. MHCTPYKIMIO O 1€/10NPOU3BO/ICTBY;

2. kBanU(UKAIIMOHHBIN CIIPABOYHUK JOIDKHOCTEH;

3. Tabenb yHUGUUIHUPOBAHHBIX (HOPM JOKYMEHTOB;

4. VYcras

Bonpoc 35. Kakoii BuA pacnopsiiuTeIbHOI0 JOKYMEHTAa HU3/AaeTcsl eIMHOJUYHO
PYKOBOJUTEIEM

1. mocTaHOBIIEHHE;

2. pellIeHHUE;

3. pacnopsixkeHnue;

4. mpukas

Bomnpoc 36. KoitnuecTBo pexkBu3utToB HOBOro 'OCTa no cpaBHeHHIO ¢ IpeAbITYIIUM
1. Gosiblile HA JBA PEKBU3UTA;

2. 00Jib1IIC HA OMH PEKBHU3MT;

3. MeHbIIIE Ha JIBa PEKBU3UTA;

4. MeHblIE HAa | peKBU3UT

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

2. BCKpBITHE KOHBEPTOB;

3. coriacoBanme;

4. peructpanus

Bonpoc 38. Bxoasimuii J0OKyMeHT NPOXOANT CJeAYyI0IHe ITanbl 00padoTKu:

1. compoBoOkIeHHe U JOCTABKa € NMOYTHI, IePBUYHASA 00padoTKa, perucrpauus, NoAroToBKa
Ha JI0KJIajl, paccMOTpeHue U 0(popMiIeHHE Pe30TIONHUH, PerHCTPANMSA Pe30JII0LHH, TOCTAHOBKA
HAa KOHTPOJIb HUCIOJHCHHUSA, OTIIpaBKa Ha HUCIIOJHEHHE, MCIIOJHCHHEC H KOHTPOJb 3a HHM,
NpHeM HCIOJHEHHOI0 [JOKYMEHTa, CHATHE ¢ KOHTPOJs, IOMelleHHe HCIOJHEHHOI0
JOKYMeHTa B /1eJ10, padoTa ¢ HUM, TeKylllee H APXUBHOE XpaHeHUe, YHUUYTOKeHHe U CTIHCaAHNe;
2. YCTaHOBJIEHME KOHKPETHOIO aJpecara JOKyMEHTAa B OpraHU3alliy, PETUCTPALMs JOKYMEHTA 110
BXOJSIIUM KypHalaM, nepefada JOKyMEHTa aJpecary, YKa3aHHOMY €ro B TEKCTE, YCTAHOBJIEHUE
CPOKOB MCIOJIHEHMSI JOKYMEHTa, HCIIOJIHEHUE JIOKyMEHTa, MPOBEpKa PE3yJIbTaTOB HCIIOJHEHUS,
MIOMEIIEHUE JOKYyMEHTa B HOMEHKJIATYpHOE J€JI0 U MOCJIEAYIoIIasl cjaua B apXuB;

3. peructpanus TOKyMEHTa 0 BXOJSILIEH KOPPECHOHJEHINH, IIepelaya €ro PyKOBOAUTEIIO UL
OIIpENIeNIEHUs] UCIIOJHUTENS], Tepeiada JOKYMEHTa HENOCPEICTBEHHOMY HCIIOJIHUTEN0, KOHTPOIb
3a MCIOJIHEHMEM JIOKYMEHTA, HWCIIOJIHEHHE [JOKYMEHTa, IIPUEM pe3yJIbTaTOB HCIIOJIHEHHUS
PYKOBOAMTENEM, OTMETKA 00 UCTIOJTHEHHUH B CIIELMATbHOM KYypHaJle, claya JOKyMEHTa B apXuB,

4. peructpanus JOKYMEHTa IO BXOJSAIIEH KOPPECIOHACHIIMH, NEpeaada ero pyKOBOJUTENO A
OIpe/IeNIeHUs] UCIIOJIHUTENS], Tepeiada JOKYMEHTa HEMOCPEICTBEHHOMY HCIIOJIHUTEN0, KOHTPOJIb



34 UCIIOJTHCHHUEM JOKYMCHTA, UCIIOJTHCHUEC JOKYMCHTA

Bomnpoc 39. BuyTpenHee corjiacoBaHue Ha3bIBaeTcs
1. Bu3a;

2. OTMETKa O 3aBEpEHUH;

3. yTBEpKIIEHUE;

4. meyaTh OpraHu3aluu

Bonpoc 40. Kakas d¢opma padoThl ¢ JOKYMEHTAMH TMOAXOAMT /JI OpraHU3aIuii,
AeATeJIbHOCTh KOTOPBIX TPeOyeT 0C00eHHO THIATEIbHOM 3alMThI HHGOPpMALUT

1. neHTpaIM3oBaHHA;

2. cMeIlIaHHasg;

3. 1eneHTPaJIN30BAHHASA;

4. B 3aBUCUMOCTH OT CUTYyaIlM1

Bonpoc 41. Bua opraHum3anMoHHOr0 [JAOKYMEHTAa, KOTOPbIA omnpeaeasieT MOPSAOK
00pa3oBaHusi, CTPYKTYPY U OPraHU3aNMI0 padoThI NPeINnpPUsITUSs

1. ycras;

2. WHCTPYKULUS,

3. HOJIOKECHUE

4. npukas

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

2. OCHOBHBbIE IIpaBUiIa PabOThI ApXMBOB OpPraHU3aLUH;

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

4. YcraB

Bonpoc 43. K BHyTpeHHeMY 10KYMEHTO000POTY OTHOCHAT

1. opurranbHble MUCHMA;

2. BHEIIHHE JIOKJIAJIHBIC 3aITUCKH, CTIPABKU;

3. npuKa3pl, pacCoOpPsKEHNSI OPraHU3aALNH;

4. TUTIOBAsl METOIMYECKAs IOKYMEHTAIIHSI U3 BBIIIECTOAIICH OpraHu3aIiu

Bonpoc 44. C kakoro MoMeHTa pacnopsiAuTe/bHbIi JOKYMEHT BCTYNAeT B CHILY
1. ¢ MOMeHTa co3/1aHus;

2. ¢ MOMEHTA NOANMCAHUS;

3. C MOMEHTa YTBEP)KICHUS;

4. c claum B apXuB

Bomnpoc 45. PekBu3uT — 310

1. cioco6 co3nanus JOKYMEHTa;

2. MaTepuaIbHBIA 00BEKT ¢ HHPOpMAIHUE;

3. o0s13aTeIbHBIN JIeMeHT 0(popMIIeHHS 0(PHIMATBHOIO0 IOKYMEHTA;
4. ceefeHust 00 opraHu3aIuu

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

2. BU3a;

3. rpud orpaHUYeHHUS;

4. neyatb



Bonpoc 47. K rpynne Bxoasimyux 10KyMeHTOB MOKHO OTHECTH
1. nej10BbBIE MHCHMA;

2. OpraHu3alMOHHbIE JOKYMEHTHI;

3. npuKasbl OpraHu3aLuy;

4.PacniopskeHHUs 110 OpraHu3alun

Bonpoc 48. Ha kakom 10kyMeHTe HeT rpuda yrBep KieHHs
1. npukase;

2. TIOJI0KEHHH;

3. ycraBe;

4. Bce OTBETHI BEPHbIE

Bonpoc 49. CkoabK0 aipecaToB MOMKET COJEPKATh OAMH J0KYMEHT
1. yeTnIpe;

2. 1IeCTh;

3. 1Ba;

4. omuH

Bonpoc 50. Komniiekce 10KyMeHTOB, peryJIUpPYIOIIHX AeTeIbHOCTh OPraHu3auui
1. pacnopsiguTe/ibHbIE TOKYMEHTbI;

2. OpraHru3allMOHHBIC JOKYMCHTBI;

3. uHGOPMAIIMOHHO-CIPABOYHBIE IOKYMEHTHI;

4. paciopsAMTENbHBIE U UHPOPMALIMOHHO-CIIPABOYHBIE TOKYMEHTHI

Bomnpoc 51. K kaTeropusiM TexHn4ecKux ucnoanutenei ciay:konl JJOY orHocsaT
1. pykoBoAUTENS CITYKOBI

2. TOKyMEHTOBea

3. n1eJIonpOU3BOANTEIS

4. Bce OTBETHI BEPHbIE

Bonpoc 52. HopMmaTuBHBIH JA0OKYMeHT, omnpeaeasiiommii  ¢onx 3apadoTHoil
COTPYJIHUKOB OpPraHu3auuu

1. mOJKHOCTHASI MHCTPYKLUS,

2. ITaTHOE pacNUCaHue;

3. Ycras;

4. pacniopsKeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 0e3
1. MAaCIIOPTHBIX JAHHBIX COCTABUTCIIA,
2. PpEKBHM3MTOB;

3. BUJIEOCOIPOBOXKACHUS;

4. Bce OTBETHI BEpHBIE

Bonpoc 54. KonTpoab 3a cpokaMu MCNIOJHEHUS IOKYMEHTOB OCYLIEeCTBJISIET
1. paGOTHHK OT/IE€TIa KAIPOB;

2. pa6oTHuK cayx0b1 JOY;

3. PYKOBOJHTEIh OPTaHU3AIINN;

4. pyKOBOJUTEIb MOIpa3AeeHuUs

Bonpoc S5. Tekyumuii KOHTPOJIb OCYLIECTBIAAETCH
1. B HauaJsie UCIOJIHEHHSI JOKYMEHTOB;

IJI1aThbl



2. B KOHIIE UCTIOJIHEHUSI TOKYMEHTOB;
3. B TeueHHe BCEro nepuoa ucroJTHeHusi JOKYMEHTOB;
4.B 3aBUCUMOCTH OT BHJIa JOKYMEHTA

Bonpoc 56. Ha kakoM 10KyMeHTe He CTAaBUTCS PEKBU3UT HAMMEHOBAaHUE BU/IA JIOKYMEHTA
1. nucbMme;

2. TOKHOCTHOW MHCTPYKIIUH;

3. YcraBe;

4. pacniopsiKEHUH

Bonpoc 57. Kakoii JoKyMeHT cOCTaBJsieTCsl PU HAPYLIEHUW TPYAOBOM MJIM 00LIECTBEHHOM
AUCHHUIJIMHBI

1. 00BsICHUTEbLHAA 3aNIHCKA;

2. IOKJaaHas 3aIlKicKa;

3. cyxeOHasi 3aIucKa;

4. IpOTOKOJI

Bonpoc 58. Kakue Bonpocsbl paccMaTpuBAaKTCS B PacloOpsiZKeHUH
1. HanGosee BaxKHbIE BOIIPOCHI 1€ATEILHOCTH OpraHu3alllu;

2. BOIIPOCHI, CBA3aHHBIC C BBIITIOJIHCHHUEM IIPUKA30B;

3. onepaTUBHbBIE BONPOCHI eI TEJILHOCTH;

4. HauMeHee BaKHbIE BOIIPOCHI ACATCIBbHOCTH OPraHu3anuu

Bonpoc 59. IIpeaBapure/ibHOEe pacCMOTpPeHNe JOKYMEHTOB BKJII04YaeT

1. pacnpeneineHue JOKYMEHTOB HAa pPacCMOTPeHHMe PYKOBOAWTEJN M B CTPYKTYPHbIe
NoJapas/ieeHus;

2. IpOBEpKY NMPaBUJILHOCTH aJIPECOBAHUS;

3. corjlacoBaHUE JOKYMEHTA;

4. perucrpanuo

Bonpoc 60. OnuH 13 rocyaiapcTBeHHBIX PEKBH3UTOB
1. pe3osronus;

2. pekJiaMalus;

3. perieHue;

4. peectp

Bomnpoc 61. Kakyio ungopmanuio cogep:kut pasaena Ycrapa «Qoume moaoxxeHus
1. cTpykTypa opranusanuu;

2. mpaBa 1 00s13aHHOCTH JIOJKHOCTHBIX JTUII;

3. Hesiu U 3a]a4¥ OPraHU3ALMU;

4. npaBOBOi CcTaTyC

Bonpoc 62. Kakum opranom u3aaercsi pelieHne
1. KoJIeErHaIbLHBIM;

2. 3aBUCHUT OT OPraHU3aLMOHHO-TIPABOBOM (HhOPMBI;
3. €AMHOIMYHO PYKOBOJUTEIEM;

4. B 3aBUCUMOCTH OT CUTYyalluu

Bonpoc 63. Kakue n3 nepe4ncjeHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3aliiOHHBIM
1. IICBEMO, ITOJIOKEHHE,

2. ycTraB, MHHCTPYKIIUS;

3. ycraB, yKas;



4. mOJIO)KEHHE, YKa3

Bomnpoc 64. JlokyMeHT, perjiaMeHTHPYIOIIMH 1eATeJIbHOCTh COTPYAHUKOB OPraHu3amuu
1. ycras;

2. 10JZKHOCTHASI HHCTPYKLMS

3. mpukas;

4. pacniopsiKeHUe

Bomnpoc 65. UTo He OTHOCHTCH K YYPEAUTEJIbHbIM JOKYMEHTAM IPUINYECKOro Jumna’?
1. IIpoTokoJ coOpanus yupeauTesiei;

2. YcraB;

3. YupenurenbHbIN JOTOBOP;

4. Her npaBWIbHOTO OTBETA

Bomnpoc 66. Bece opuumnanbHbie JOKYMEHTHI HMEOT PyHKIIUM:
1. o01IMe U cenuaJIbHbIE;

2. o011ue 1 OCHOBHBIE;

3. IenoBble U 00IIHE;

4. OCHOBHBIE 1 HEOCHOBHBIE

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

1. 3a1au opraHu3aIuy;

2. obbema U xapakTepa B3aUMOCBS3€H B OpraHu3alluu;

3. mopsiiKa MPUHATHUS PEIICHUN (€IMHOHAYATINE WIH KOJUIETHAIBHOCTD);
4. BCé, mepeynciieHHOEe paHee

Bonpoc 68. Uto Takoe yHndukanus J0KYyMEHTOB:

l. ycraHoBJieHHMe eJUHOI0 KOMILUIEKCAa BHAOB MW Pa3HOBHIHOCTell [JOKYMEHTOB JUIf
AHAJIOTHYHBIX YNPABJCHYECKHX CHTyanuil, pa3padorka eaumHbIXx (GopM H NpaBHJI HX
cocTaBjeHusi, opopmiieHne u co3ganne TpagapeTHLIX TEKCTOB;

2. yCTaHOBJICHHE €IMHOI0 KOMIUIEKCAa BUJIOB M Pa3HOBUIHOCTEN JOKYMEHTOB I aHAJIOTMUYHBIX
YIIPABJICHYECKUX CUTYALHM,

3. YCTaHOBJIEHHE €IWHOIO KOMIUIEKCAa BUAOB U PA3HOBUAHOCTEM OTYETOB MAJI AHAJIOTMYHBIX
yIpaBICHUYECKUX CUTYalUil, pa3paboTka euHBIX (POpPM U MPaBUII UX COCTABIIEHUS, 0QOpMIICHUE U
co3ziaHue TpaapeTHbIX TEKCTOB

4. pa3paboTka enuHbIX (OpPM M TMpaBUJI COCTaBIIEHUS, O(QOpMIIEHUS U cO3JaHusi TpadapeTHHIX
TEKCTOB

Bomnpoc 69. Urto Takoe roaoBoi 00beM 10KyMeHT0000poTA:

1. ucxoaHasi BeIMYMHA OMPEEIICHUs KOJIMYECTBA JOKYMEHTOB B OpraHU3aluu;

2. CpeICTBO ONpeAeieHHs MOTPeOHOCTeH B OpraHU3allMOHHON W BBIYHCIUTEIBHON TEXHUKE,
BbIOOpa Hanbosee 3 (PEeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOTO arlnapara

3. ucxoaHAas BeJMYHHA JJIsl pacyeTa YUCJICHHOCTH COTPYAHHMKOB ciay:xk0b1 JIOY, onpeneenns
CTeNeHHU 3arpyKeHHOCTH CTPYKTYPHBIX NOApPa3/ieJieHUil U 0TAeIbHbIX PAa00THHKOB, CPEeACTBO
onpeaeleHHss NMOTPeOHOCTell B OPraHM3alMOHHON M BBLIYMCJIUTENBbHON TeXHHMKe, BbIOopa
HauOos1ee 3P (PeKTHBHOI CHCTEMBI PErHCTPALMHU JOKYMEHTOB M CIIPABOYHOI0 aNapara;

4. Bce OTBETHI BEPHbIE

Bomnpoc 70. Yrto Takoe 10KyMEeHTO000OPOT:

1. ABWXXCHUC TOKYMCHTOB B OpraHu3anii ¢ MOMCHTA UX ITOJYUCHHUA 0 3aBCPHICHUSA HMCIIOJTHCHUSA
VI OTIPABKH B KOMHTET TI0 JieJlaM HECOBEPIICHHOIETHUX;

2. IBUKeHHE TOKYMEHTOB B OPraHHM3alMid ¢ MOMEHTa HMX CO3IaHHS WJIH MOJYyYeHHS 10



3aBepLICHUs] HCIIOJTHEHHUS MU OTIIPABKH;
3. KOHTPOJIb 3a CPOKaMH UCIIOJIHEHUS JOKYMEHTA;
4. cocraBienue U 0popmIIeHHE JOKYMEHTOB B OpraHu3alun

Bompoc 71. BpiOGepure OCHOBHBIE JTamnbl NOATOTOBKH M O(opMJIeHUS
AOKYMEHTOB B oduce:

1. cocTaBneHe MPOEKTa U COTIACOBAHUE;

2. IpoBepKa MPABUILHOCTH O0(OPMIICHHUS;

3. moJnucaHue U PerucTpaius;

4. BCe BAPMAHTHI NPABWIbHbIE

Bonpoc 72. Uto BK/I0YaeT B cedsl perucTpanus J10KyMeHTa:

1. mpocTaBieHUE PErUCTPAIMOHHOTO HOMEPA,

2. IpOCTaBJICHUE AAThI;

3. 3anKCch HEOOXOAMMBIX CBEJCHHUI O JJOKYMEHTE B PETHCTPAIMOHHOM (hopMe;
4. Bce BAPMAHTHI IPABUWJIbLHBIE

Bonpoc 73. UnauBuayaabHble CPOKU MCIIOJHEHHUS] YKA3bIBAIOTCS:
1. B TekcTe JOKYMEHTA WU B Pe30JII0IUM;

2. B IPUJIOKCHUH;

3. B pE30JIIOLINH;

4.B crienuagbHO U3JJaHHOM PACIIOPSHKCHUU

Bonpoc 74. OcHoBHbIe pyHKINHU, KOTOpPbIe 00ecnieuusaet JOY:
1. nulaHupoBaHue;

2. y4eT ¥ OTYETHOCTb,

3. puHaHCUpPOBaHHUE;

4. Bce 0TBeThI IPaBUJIbLHbIE

Bonpoc 75. UTo noHMMAIOT MO/ CJYKeOHBIM MOJIEM:
1. MeCTO, KOTOPOE HE 3aHATO PEKBU3UTAMHY,;

BHYTPEHHHX

2. MeCTO B IOKyYMEHTe, KOTOPO€e He 3aHATO PeKBU3UTAMH, 32 UCKJIIOYEeHHEeM PeKBU3UTOB 1, 2,
3, 4, 5, 18, u mpeaHa3HA4YeHO /ISl 3aKpPeIUIEeHUs] JTOKYMEHTAa B TEXHHYECKHX CpPeIcTBax

XpaHeHHus;
3. MECTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMHY,
4. TeKCT JOKyMEHTa

BOl'lpOC 76. UTto Takoe KONMHS 4YaCTH JOKYMEHTA, KOTOpas 3aBE¢pcHa B OIPEACICHHOM

nopsiake?

1. IpOEKT NTOKYMEHTa;
2. DNEKTPOHHAs KOIMSI,
3. BBINNCKA;

4. nybnukart.

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

2 o0ecrieueHHEe UX y4eTa;

3. 00a oTBeTAa NpaBUJIbHBIE;

4. 00a oTBETa HEBEPHBIE

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

1. cranpapTHbId JucT OymMaru, Ha KOTOPOM BOCIHPOM3BOAUTCS MNMOCTOSTHHAsE MH(pOpMAIUsA



JOKYMEHTA M eCTh MeCTO JIJIsl IepeMeHHO nH(popMauu

2. HeCTaHAAPTHBIM JUCT OyMaru, Ha KOTOPOM BOCIIPOM3BOJHUTCA MOCTOSIHHAs WHQOpManus
JIOKYMEHTa ¥ €CTh MECTO JUIs IepEeMEHHON MH(pOpMAIIN

3. craHAapTHBIN JTUCT OymMaru, Ha KOTOPOM BOCIIPOM3BOIUTCS MOCTOSTHHAS HH(OPMAIUs TOKYMEHTa
4. Bce OTBETHI HETIPaBUJIbHBIC

Bomnpoc 79. YUto Takoe 10/2KHOCTHASI HHCTPYKIHSA:

1. JOKYMEHT, B KOTOPOM OTMEYEHbI HAPYIIUTEIHN TPYIOBON JUCLUILINHBL,

2. MHCTPYKIIUS TUPEKTOPA, KOTOPYIO HEOOXOIUMO BBHITIOJIHATH B 00S3aTEIIBHOM MOPSIAKE;

3. OPraHU3aUMOHHO — PACOPAANTENbHBIH JTOKYMEHT JJMTEJIbHOI0 WJIN MOCTOSHHOIO CPOKA
aelcTBUs (10 BBeJdeHUSI HOBOH), B KOTOPOM OmpeaejJeHbl HAy4YHO — TeXHUYeCKHue,
TEeXHOJIOTHYeCKHe, (PMHAHCOBBbIE M Jpyrue CTOPOHBbI /[AeATeJIbHOCTH OpPraHu3aluM, ee
nojapasaejJeHuil U J0JKHOCTHBIX JIHIL;

4. HOpPMATHBHBIH aKT, OMPEACIAIOIIMN MOPSAOK 00pa3oBaHUs, CTPYKTYpY, (DYHKIHH, MpaBa U
00513aHHOCTH OpPTraHU3allUU, CTPYKTYPHOTO MOAPA3IEICHHS, KOJUIETHAILHOTO OpraHa

Bonpoc 80. Kakune ¢axkThl H3/1araloTcsi B 1epBoii U BO BTOPOii YacTsX CNIPABKU:

1. B nepBOii YacTH CHPaBKU M3JaralTcst GaxkThbl, NOCAYKUBIIHE MOBOJIOM K €€ HANMCAHUIO,
BO BTOPOii — NPUBOASATCH KOHKPETHbIE IaHHbIE;

2. B HepBOI\/JI YaCTH CIIPaBKH M3JIararoTCsa J0BOJbI, IMOCIYKHMBIIMC IMOBOJOM K €€ HAIlMCAaHHIO, BO
BTOPOIl — IPUBOJATCS CTATUCTUYECKHUE JTaHHBIE;

3. B IIEpBOM YacTH CIPaBKU HM3JIaralOTCs KOHKPETHHIE JAaHHBIEC, & BO BTOPOU — MPHUBOIATCS (aKTHI,
MOCITY>KUBIITUE MIOBOJOM K €€ HalMCaHUIO;

4. B TMepBOW YacTH CHIpPABKU H3JAraroTcsi (axThl, MOCIYKUBIIHE MOBOJOM K €€ HAIMCaHUIO, BO
BTOPOIl — BBIBOJIBI U TIPEITIOKEHUSI.

Bonpoc 81. Uro Ha3bIBaeTcsi CIpaBKOM:

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

2. ¢axThl, MOCIYKUBIIME IOBOJOM K €€ HallMCaHUIO;

3. TOKYMEHT, TJIe TPUBOASTCS KOHKPETHBIC JIaHHbIE;

4. TOKYMEHT, perjaMeHTUPYIOIIUI TOPsIIOK BBIIIOJHEHUS KaKOT0-JTM00 mpolecca

Bonpoc 82. Ha kakue iBe 0CHOBHbIE TPYNIIbI MOKHO MOAPa3/1eJIMTh BCe HHCTPYKINU:

1. JOJDKHOCTHBIC MHCTPYKIIMHU, OIIPCACIIAIOIINC q)YHKHI/II/I, IpaBa, 00513aHHOCTH U OTBETCTBEHHOCTH
JOJKHOCTHBIX JIHIL;

2. UVHCTPYKUMH, pErjaMeHTUPYIOIIME TOPSAOK BBIIOJHEHUS Kakoro-inbo mpouecca, B
OCYILECTBJIEHMM  KOTOPOrO  MPUHUMAIOT  Yy4acTHE  MCIOJHUTENH  (JODKHOCTHBIE — JIMILIA;
Mo/Apa3iesieHus ),

3. 00a oTBeTa NPaBUJIbHbBIC;

4. 06a oTBEeTa HENIPaBUIIbHbBIE

Bomnpoc 83. bianku nMer0T MoJIA:

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 peKBH3HT, He BXOAAILIUI B GopMy.sip NpUKa3a Mo JUYHOMY COCTaBY:
1. aopecam,

2. 0ama;

3. noonuce;



4. mexcm

Bonpoc 85. Vraoicume 3adauu apxusa:

1. npuem, yuem, xpaHenue OOKYMEHMOS, 3AKOHUEHHbIX O€NIONPOU3BOOCMEOM, UHDOPMAYUOHHO-
cnpagounas paboma no apxuéHviM OOKYMEHMAM NPeOnpusimus, OpeaHu3ayuoHHO-MemooudecKas
HOMOWb NO 8e0EHUI0 0eONPOU3BOOCMEA;

2. npuem, yuem, XxpaHerue OOKYMEHMO8;

3. npuem, yuem, xparenue OOKYMEHMO8, 3aKOHUEHHbIX 0eIONPOUZBOOCNEOM;

4. UHDOPMAYUOHHO-CNPABOYHAA paboma NO  apPXUBHLIM — OOKYMEHMAM  Npeonpusimus;
OP2AHU3AYUOHHO-MEMOOUYECKAS NOMOUWb NO 8e0EHUI0 0eONPOU3B00CMEA

Bonpoc 86. /lena, noocomoenennvle Ha apxusHoe xpanerue 0ensamcs Ha:
1.mexywue dena u 0ena npouLIbIX 1em,

2.3aKOHYeHHble U He3aKOHYeHHble 0ed,

3.0ena no auuHOMy COCmasy u no YUHAHCOBOU OesIMeNbHOCMIU,

4. 0dena no IUYHOMY cOCMABY NPEONPUAMUSL U 0elld NO OCHOBHOU OesimelbHOCmU

Bonpoc 87. Byxeennoe, yugpposoe, uiu Kombunuposanuoe 0003nauenue 00OKyMeHma, ykazoleaoujee
Mecmo e20 coOCmasienus U XPaHeHuss — 3Mo:

1. pexeuszum,

2. uHOeKc OOKyMeHma,

3. Homep OoKymeHma,

4. cnyocebHoe none

Bonpoc 88. ®pa3za “3agepxka nMocTaBOK MOKeT NPUBECTH K...” TOBOPUT O TOM, YTO MUCHMO
110 COAEPKAHUIO ABJISACTCH:

l.uHopMaIMOHHOE THCHMO,

2.muceMo-odepra,

3.mucbMO-peKIaManus,

4. nucbMO-NIpeaynpexIeHue

Bonpoc 89. Vkaxute mnoc/jieqoBaTeJbHOCTh J3JI€MEHTOB, M3 KOTOPBIX /0JIKEH COCTOSTH
3aroJIOBOK jeJa:

1. Ha3BaHuWe BUAA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BHUJIa JOKYMEHTA, KPaTKOE COJIEPKAHUE;

3. Ha3BaHUWE BUJA JOKYMEHTa, CJIOBO “‘KOMus;”

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

Bonpoc 90. Beipa:kenne “Coo0maem Bam, 4ro...”
co/iep:KaHuI0 Oyaer:

1. muceMo-odepra;

2. NMCbLMO-U3BeEIlEHHUE;

3. mUCbMO-peKIaMalus;

4. NMUCBMO-TIPENYTIPEKICHUE

roOBOPUT 0 TOM, 4YTO JaHHO€ NMUCbBMO II0

Bonpoc 91. KoMmiuieke 10KyMeHTOB, COIePKAIIUX HE00X0IMMbIe CBe/IeHUsI 0 PA0OTHUKE U €ro
TPYIOBOM CTaKe — 3TO:

1. neno;

2 .cupaBKa;

3. BBITIMCKA U3 TPYJAOBOM KHUKKH,

4. 1M4HOE 1eJ10



Bompoc 92. VYkaxkute OCHOBHOW BHJ PpadoThbl, o0ecHeYMBAKIIMHA CHCTEeMATU3ALMS
JOKYMEHTOB B /1eJIONIPOM3BO/ICTBE:

1. cocTaBneHue MTATHOTO PACUCAHNUS;

2. peructpaunus JOKyMEHTOB;

3. KOHTPOJIb 32 UCIIOJIHEHUEM JIOKYMEHTOB;

4. cocTaBjieHHe HOMEHKJIATYPBbI J1eJl

Bomnpoc 93. /lokymMeHTBI OCJIe perucTPALMU NePeIaloTC:
1.B apxuB;

2. B MOJpa3/IeieHHs] OpraHu3alluy;

3. B (puHAHCOBBI OTACIT;

4. pyKOBOIUTEJIIO [IJISI PACCMOTPEHHS U IPUHSATHUS PellleHnsl

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

2. B IeHb NOJANHUCAHMS;

3. B JICHb IIepe/Iayu B apXUB;

4. mocje UCIOJIHEHUS

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

2. TEKCT;

3. IIOJMKCE;

4. rpud orpaHnyYeHHs J0CTYNA K JOKYMEHTY

Bonpoc 97. Ilpukasbl 10 THYHOMY COCTABY BUSHPYIOTCS:
1.PykoBouTeneM opraHu3alu;

2. pyKOBOJHTEIIEM U 3aMECTUTEISIMU;

3. pyKOBOJIUTENEM, 3AMECTUTEIIIMH, HAUYAJTbHUKOM OT/IeJ1a KaJIpOB;
4. BceMH 3aUHTEPECOBAHHBIMHU B MPHUKa3e JUIAMU

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

2.10KyMeHT 00 00pa3oBaHuUWY;

3.pe3ome;

4. TpyaoBasi KHUKKA

Bonpoc 99. Ykaxute N0OKyMeHT, (pukcuMpyrommii Xoa o0Cy:KIeHHs] BONPOCOB U NPHUHITHS
pelIeHni Ha cOOpaHusX, 3aCeJaHUAX, COBCIIAHUAX H T.IL.:

1. pe3omonus;

2. peleHue;

3. cpaBkKa;

4. NIPpOTOKOJI

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

2.yCTHOTO 3asBJICHUS PaOOTHHUKA,;

3.MMCBMEHHOT0 3asiBI€HUs paOOTHHUKA;

4. IOKYMEHTOB, MOATBEPKIAIOUINX ITH U3MEHEHHUSI.

IIpuMepHBbIii CIMCOK BONIPOCOB



1.Henm, 3amaun u npunimnel JJ1OY. Uctopusa JJOY kak Hayku.

2.Ilpeamer u 3agauu Kypca.

3.Jloruyeckasi CTpYKTypa TUCIHIUIMHBI, €€ MECTO B CHCTEME MOJrOTOBKH CHEIHANUCTa,

MCKIIPCAMCETHLIC CBA3H.

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

5. OcCHOBHbIE TOHSTHS | OIpECNICHUs: JOKYMEHT: €ro CBOicTBa ©  (PyHKIUH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

IIpodJieMHO-aHAINTHYECKHUE 3aIaHUS
1. Ilpobremuo-ananumuueckoe 3adanue:
1. HazoBuTe BCe BUBI TOKYMEHTOB U YKaKUTE, 0 KAKUM MPU3HAKAM OHH KJIaCCU(DULIUPYIOTCA.
2. Haitnure onpenenenue JOKyMEHTa B TOCYIapCTBEHHOM CTaHJIapTe.
3. CocraBbte Tabnuy «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCLUILTUHAX)
4.0mpenenute BUJ TOKyMEHTa: O(HUIHATIbHBIC, TUYHBIE U JTMYHOTO POUCXOKICHUS
2. IIpobnemHo-ananumuueckoe 3a0anue:
1.CocraBbpTe npukas (pacopspkeHHe) o mprueMe Bac Ha padory,
2.CocraBbTe pHKa3 (pacrnopspKeHHe) O MepeBo/ie Bac Ha IPYTryro padoTy
3. CocraBbte [Ipukas (pacnopspkeHne) 0 IpeJoCTaBIeHUN BaM OTIIyCcKa
3. Ilpobremno-ananumuueckoe 3a0anue:
1.CocraBbTe TpaduK OTIYCKOB OpTraHU3allMM, COCTOSIIeH u3 15 COTpyIHUKOB: 2 M3 KOTOPBIX
3aMECTHTEIH PYKOBOIUTENS, OAMH- TJaBHBIM Oyxraiarep, 2 — OyXraaTep W Kaccup, OJWH —
CHEIHUAIIUCT OTAeNa KaJApoB, 5 — paboUYNX-CMEHIIUKOB, 2-pabOTHUKHU Ha 8 4acoBOM pabouuii IEHb,
o/1Ha — yOopiuia, 2 — MEHEKEPOB.
2. CocraBbTe npuKa3 (pacrnopspKeHUe) 0 MpeKpaIieHny JeHCTBUS TPYIOBOTO I0roBopa (KOHTPaKTa)
C BaMH.
3.CocraBbTe npuKa3 (pacopsKEHHE) O HAIIPABJIEHUU BaC B KOMAaHIUPOBKY
4.BbInummTe KOMaHIUPOBOYHOE YJOCTOBEPEHHUE PAOOTHUKY
4. IIpo6ieMHO-aHATUTUYECKOE 3a/JaHuE:
1. PaszOeiitecb Ha rpynmnbsl 1mo 4 denoBeka M cocTaBbTe [IpaBuiia BHYTPEHHETO TPYJOBOTO
pacniopsinka; [lomoxxenne o 3amuTe MEepPCOHANBHBIX MaHHBIX; [lomokeHwe 00 ormmare Tpyaa;
[TonoxeHnue o CTPYKTYpHBIX nopazaeneHusx; [lonoxenue 06 aTTectanuu
2. BeiOepuTe 0IHY U3 KOHKPETHBIX JIOJDKHOCTEH U COCTABbTE JIOJDKHOCTHYIO HHCTPYKITUIO
3. CocTaBbTe NpUKa3 O MOOIIPEHNUH paOOTHHUKA.
5. Ilpobnemno-ananumudeckoe 3adanue:
PazbeiiTecs Ha rpymnmbl o 4 YeJIOBEeKa U COCTaBbTE
1. ITonoxeHne o NpeMUPOBaHUH;
2. IHCTpYKIMIO TIO KaJpOBOMY JIEJIOTIPOU3BOICTBY;
3. IlonoxeHue 06 OIlEHKE NepCoHaa;
4. ITonoxxenue 00 00ydeHUH;
5 Ilonoxxeuune 00 aganTanuu
6. Ilpobnemno-anarumuueckoe 3aoanue:
1. CocTaBbTe rpaguk JOKYMEHTOOOOPOTa B KOHKPETHOI OpraHu3aiun
2. Pa36eiiTech Ha Tpynmbl O 4 YETIOBEKA U COCTABbTE
- [onoxxenne o paboTe ¢ KapOBBIM PE3EPBOM;
- [TonoxxeHne o MpeMUpoOBaHUH
7. [Ipobnemno-ananumuueckoe 3a0anue:
1.ITpeacraBbTe CTPYKTYpy YcCTaBa OpraHu3auu
Cocrasbre:
2. ITocTranoBneHNE IO KOHKPETHOMY COOBITHIO.
3. PemieHne mo KOHKpETHOMU 3a7a4ye ynpaBiIeHuUs.
8. Ilpobremno-ananumuueckoe 3a0anue:



. CocTaBbTe npurKa3 Mo KaJpoBOMY COCTaBY.
. CocTaBbTe yKa3aHHE 110 PELICHUI0 KOHKPETHOIO BOIPOCA.
. CocTaBbTe pacnopsHKEHUs IO KOHKPETHOMY COTPYAHHUKY
. OdbopmuTe TPOTOKOI 3aceAaHUs COOpAHUS KOJJICKTUBA OPTaHHU3AIHH.
9. Ilpobremno-ananumuueckoe 3a0anue:
1. CocTaBbTe aKT O HapyIIEHUH TPYAOBOTO JJOTOBOPa KOHKPETHOTO COTPYAHHUKA.
2. Onumure cTpyktypy llonoxkenus kak 10KkyMeHTa
3. OnuuuTe npaBuiia COCTABICHUS HHCTPYKIIUAM
10. Ilpobnemno-ananumuueckoe 3a0anue:
1. Ucnonb3ys TUMNOBYIO (hopMy «0OLTHil OJIaHK» 3alOIHUTE €e.
2. Ucnionb3ys TUIIOBYIO (hOpMY «OJIaHK MUChMay 3AIIOJIHUTE €€
3. Ucnonp3ys TunoByto ¢hopMy «OJIaHK KOHKPETHOTO BH1a JOKYMEHTA) 3allOJIHUTE €€.

AW N =

TeMbl HCCICI0BATC/IBbCKHX, TBOPYECCKHUX IIPOCKTOB

Iloozomoska ucciedosamenbCKux NPOeKmos no memam:
1.Micnonp30BaHne KOMITBIOTEPHBIX TEXHOJIOTUI MPH CO3JaHUU M 0(OPMIICHHH JOKYMEHTOB.
2. DIEKTPOHHBINA JOKYMEHT M MMpodieMa ero IpaBoBOrO CTaTyca.
3. Oco0GeHHOCTH COTIIACOBaHUS AJIEKTPOHHOTO JOKYMEHTA.
4. ndopmanmoHHO-CIIpaBOYHbIE JOKYMEHTBI — CIIPABKH, aKThl, TOKJIaIHbIE U OOBSICHUTEIbHBIE
3aMUCKH, JOBEPEHHOCTH, CIy>KeOHbIE TUChMa, TeleQOHOTPAMMBI, TEJIETPaMMBI, (PaKCOrpaMMBbl
5. [Ipuganue 10pUAMIECKON CHIIBI JOKYMEHTY B JICKTPOHHOHU (hopme.
6. [Ipumenenue 6a3 1aHHBIX, 11a0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Tseopueckoe 3a0anue (c s1emenmamu scce)
Hanmmmure scce o teme:
1.Ponb apXxuBOB B COXpaHEHHH JOKYMEHTOB
2. MexBe1oMCTBEHHbBIE, BEJIOMCTBEHHBIE apXUBbI. ApXUBBI OpraHU3aIuii,
NPEANPUATHM, YUpExKICHUN. ] 0Cy1apCTBEHHbIE apXUBBI
3. DAEKTPOHHBIN JOKYMEHTOOOOPOT: MOJIOKUTEIbHBIE U OTPUIIATEIbHBIE YEPTHI

3anamm K HHTCPAKTUBHBIM 3aHATUAM

CpasnumenvHulii ananiusz 6 popme oucnyma
1.2eKTpOHHBIN JOKYMEHTOOOOPOT: MOJOKHUTEIbHBIE U OTPUIIATEIHHBIC YEPTHI
2. Mecro qucuuiuivHbl “OCHOBBI 1€J0NPOU3BOJICTBA U JOKYMEHTOOOOPOT” B COBETCKOW U
COBPEMEHHOM cHcTeMax MOATOTOBKH CIIELUAINCTA -YIIPABJICHLA.

3aoanue no pewenuro ynpasnenueckou cumyayuu. Ketic 1

[Ipomo 3acemaHne WHBEHTAPU3AMOHHON KOMHCCHHU 3aBOJIa Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBalICs BOIPOC O pe3yibTaTaX WHBEHTapu3aluu 1o ckiaagy Ne 2
BCIIOMOTATENIbHBIX MaTepuasioB. Ha 3acemanun ObUIO TPHUHSATO MOCTAHOBJIEHUE 00 YTBEP)KICHUMA
pe3ylbTaTOB HMHBEHTApU3AllMM W OTHECEHUS 3a CYeT 3aBEAYIOUIEro CKJIAJIOM HEI0CTauu
BCIIOMOTATENIbHBIX MaTepuajioB B cymMme 365 Thic. py0., a TaKXKe 3a4UTaHbl CIMYUATEIbHAS
BEJIOMOCTH 10 cKaay Ne 2 u 0ObSICHUTENbHAS 3aMiCKa 3aBEAYIONIET0 CKIaI0M.

- Kakoii ToKyMEeHT coCTaBIIIeTCS 0 UTOTaM 3aceJaHuii KOMUCCUM pa3HOro poja?

- Kakune pekBU3UTHI JOJKEH BKIIOYATh JAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeil OH MpeArnoaraer?

- Kakue gaxtuueckue nanHple JOKHBI ObITH BHECEHBI B 3TOT JOKYMEHT?

Pewenue ketica.

ITo nroram 3acenanuil komuccuu cocrasisiercs [IpoTokos 3acenannss HHBEHTapU3allMOHHON



KOMMCCHUH 110 PACCMOTPEHHIO PE3yIbTaTOB MHBEHTApU3ALUH.

IIpoTOKOJI COEPIKUT CIIENYIOIINE PEKBUZUTHI:

HaUMEHOBaHME OpraHM3allMi; Ha3BaHUE BUAA JOKYMEHTa; JaTa M HOMEp IPOTOKOJa,
3aroJIOBOK K TEKCTY; TEKCT; MOJMUCH YYaCTHUKOB; Ipu( yTBep)KIeHHS (B Cilydae, KOTAa MPOTOKOI
HOJUIEXKUT YTBEPKICHHUIO).

[IpoTokoi cocToUT 13 2 yacTeil: BBOAHOM U OCHOBHOM.

B 3TOT 10OKYMEHT JOJKHBI OBITH BHECEHBI ClIeAYIOIINE (PaKTUUECKUE JTaHHbIE:

1) Ha3BaHMsI TOKYMEHTA U NPEAIPUATHS.

2) yKa3aHHe 4JI€HOB KOMUCCUH U IIpeJcenaTes.

3) CIIKMCOK BBICTYNAIOLIMX Ha 3aCE€AaHUU KOMHUCCHUHU.

4) uTOr" NHBEHTAPHU3ALHH.

5) peuieHusi, KOTOpbIE ObLTH MPUHSTHI.

6) 3aKJIF0YEHUE KOMUCCHHU.

7) UTOTH TOJIOCOBAHUS (€CIIn ObLIN).

8) MeponpusATus, IPOBEJCHHBIE B IPOLIECCE HHBEHTApU3ALUH.

9) BbISIBIICHHbIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (MMS U JOJKHOCTB).

10) nata 1 MECTO COCTaBJIEHUS MPOTOKOJIA.

11) noanucu npeacenarens U ceKpeTapsi KOMUCCHU.

Keiic 2

B crpoutensHom koomnepaTtuBe «CtpolicepBuUc» Obul OOHapykeH (akT HENpaBUIBHOIO
UCIIOJIb30BAaHUSl CTPOUTENIbHBIX OTX0A0B. [Ipm mnpoBepke paboOThl cKiaja MNHIOMAaTEpUAIOB
YCTAQHOBJIEHB! (PaKThl OTIYCKA B KOTEJIBHYIO Ul CXKMTaHHMs OTXOJOB NMUJIOMAaTepUalioB UIMHHOU
cBbiie 20 cMm.

- Kakoil 1OKyMEHT II03BOJIUT PETJIAMEHTUPOBATH OTIIYCK CTPOUTENIBHBIX MaTEpUanoB?

- Kakuie myHKTBI JOJKHBI OBITH B TAHHOM JTIOKyMEHTE 00513aTeIbHBIMI?

- CKOJIbKO JTOJDKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 MCIIOJHEHHE TaHHOTO
JOKyMeHTa?

- Kakune pekBU3NTHI JOKEH BKIIIOYATh JAHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTel OH Ipejroaraer?

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

Pewenue keiica

JIOKYMEHT, KOTOpBIM IO3BOJIUT PErIaMEHTHPOBATh OTIYCK CTPOMTENIBHBIX MaTepUalioB -
IIpukas.

OO6s13aTenbHbIE MYHKTHI IPHUKa3a: 1) MyHKThI, B KOTOPBIX AAIOTCS OPYUYEHUS] UCTIOTHUTEISAM
U CPOKH UCHOJHEHUS. 2) MMyHKT O KOHTPOJIE UCTIOJIHEHHS ITpHUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE NMPUKa3a SABJISETCS OJTHO TOJKHOCTHOE JIUIIO.

[Ipyka3 noJpkeH BKIIIOYaTh TaKUE PEKBU3MTHI, KaK IOJHOE HAMMEHOBAHHME KOMIIAHUU
COTJIACHO JNIEHCTBYIOIIEMY YCTaBy; OpraHU3allMOHHO-MpaBoBas (popma; MECTO COCTaBJIEHUS WU
W3JIaHUS; PETHCTPAllMOHHBIM HOMEp, YKa3aHHBIA B JKypHaJle pErucTpalii; HauMEHOBAaHHME BHUJA
JIOKYMEHTA; 3arojIoBOK; TEKCT; JaTa CO3/aHus; JaTa MOJMUCAHUS MOJMNUCh PYKOBOAMUTENS C
pacupoBKOii; OTMETKU O HATMYUHU MPUIIOKEHUH;

[Ipuka3 Bkarowaer B ce0f JBE CTPYKTypHbIE YacTH: KOHCTaTHPYIOILYID U
pacopsAUTEIBHYIO.

B 3TOT 1OKYMEHT 0JKHBI ObITh BHECEHBI (PakTHUecKHe qaHHble [[puunHbl 1 mopyyeHus.

Ananumuueckue 3a0anus

1. Ucnonb3ys 'OCT 7.32 — 2001 IIpaBuna oopmiieHus: TEKCTOBBIX JOKYMEHTOB, CHOPMYIUPYHTE
OCHOBHBIE TpeOOBaHUs K O(POPMIICHHIO TEKCTOBBIX IOKYMEHTOB

2  Hcmompzys TOCT P 6.30-2003 VYuudunupoBaHHBIE CHCTEMBI JOKYMEHTAIIHH.
YHuuuupoBaHHas cucTeMa OpraHM3allMOHHO-PACIIOPIIUTENbHON TOKyMeHTauu. TpeGoBaHus K



0hOpPMIICHUIO  JOKYMEHTOB, CHOpPMYyJIUpYyHTEe mpaBwia O(QOpMIICHUS  OpPraHU3alMOHHO-
pacropsAAUTEIIbHON TOKYMEHTALIMU

3. Mcrionb3ysi KOHKPETHBIN JOKYMEHT, IEPEYHUCITUTE PEKBH3HTHI.

4. CocraBbTe CXEMY PaCTOPKEHHS TPYOBOTO JOTOBOPA IO HHUIIMATHBE PAaOOTHUKA.

5. HauepTtute cxeMy JOKYMEHTOOOOPOTa B OpraHU3aluu

6. CocTaBbTe MHCTPYKIIMIO IO COCTABJICHUIO HOMEHKJIATYPHI J€J1.

7. 3anumuTe npaBuia paboThl ¢ JOKYMEHTAMH COJICPIKAIMMU KOHPHICHIIMATbHYIO HH(pOpMAIHIO.

IIpumepHBbIii NepevYeHb BONPOCOB K MPOMEKYTOYHOM ATTeCTAIIUM:

1.Ienn, 3anaun u npudunel Ou/l. Uctopus O/lu/l kak HayKu.

2.Ilpenmer u 3a1aum Kypca.

3.Jlornueckast CTpyKTypa MAWCHUIUIMHBI, €€ MECTO B CHCTEME IOATOTOBKH CIICIIHAIIACTA,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMEHHOE JeJI0IPOU3BOJICTBO: 1IEIH, 3a]1a4l U MPUHITUIIBI.

5. OCHOBHBIE TIOHATHUS W ONPEACICHUS: TOKYMEHT: €ro CBOMCTBA M (DYHKIIUHU, JEIONPOU3BOJICTBO,
JIOKYMEHTOBE/ICHUE, TOKYMEHTOO00POT.

6.Buapl TOKyMEHTOB M MX KJIaCCU(PUKALIHS

7. CocTtaB ynpaBleHYECKUX JOKYMEHTOB.

8. IloHsiTHE CUCTEMBI TIOKYMEHTAIIUH.

9. ®yHKUHMOHAIBHBIE U OTPACIIEBBIE CUCTEMbI JOKYMEHTALUN

10. Yaudukanus v craHAapTU3aNUs yIIPABICHUYSCKUX JJOKYMEHTOB

MeTtoauyeckue MaTepHalibl, ONpelesiome NMpoueIypbl OLEHUBAHUS WHIUKATOPOB
JOCTHKEHUS KOMIIeTCeHIINH

Crnenuduxka  GopMHpPOBaHUS  KOMIETEHIMH W HMX  W3MEpEHHEe  Ompeiensercs
CTPYKTYpUpPOBaHHEM MH(GOPMAIIMU O COCTOSSHUU YPOBHS MMOATOTOBKH 00YYarOIIUXCS.

Anroput™bl 0T00pa U KOHCTPYUPOBAHUS 3a/laHUM JJI OLEHKH JOCTHXKEHUM B MpeIMeTHON
o0nacTu, TEXHMKAa KOHCTPYMpPOBAaHUS 3aJaHUN, CIOCOOBI OpraHu3allid W IPOBEIEHUs
CTaHJAPTU3UPOBAHHBII OIEHOYHBIX MPOIETyp, METOJUKA IIKAJUPOBAHUSA U METOABI 00pabOTKU U
MHTEPIIPETAllUU PE3YIbTATOB OLIEHUBAHMSI MTO3BOJISIIOT 00YYarOIIMMCSI OCBOUTh KOMIIETEHTHOCTHO-
OPHUEHTUPOBAHHBIE IIPOIPAMMBI JUCIUIIINH.

@opMHpOBaHNE KOMIETECHIMN OCYIIECTBIIAETCS B XOJE BCEX BUAOB 3aHATHM, NMPAKTHKH, a
KOHTPOJIb UX C(POPMUPOBAHHOCTH Ha 3Tale TEeKYyIeH, MPOMEXYTOUHON U UTOTOBOW aTTECTAIUH.

OneHnBaHue 3HaHUM, YMEHHUI U HABBIKOB 110 Y4€OHOM JANUCHUIUIMHE OCYIIECTBIIAETCS
IIOCPEICTBOM HCIIOIb30BaHUS CIEAYIOLUINX BUA0B OLIEHOYHBIX CPEICTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;

- 3a7jaHuUs I IPAKTUYECKUX 3aHATUH;

- CUTYallHOHHBIE 3aJaHus;

-KOHTPOJIbHBIE PaOOTHI;

- KOJJTIOKBUYMBI;

-HamnucaHnue pegepara;

-HaIMCaHue ICCE;

- peIlIeHNE TECTOBBIX 3a/IaHUM;

- DK3aMEH.

Onpocsl 10 BbIHECEHHBIM HA 00CY K/IeHNe TeMaM

yCTHI)Ie OHpOCBI HpOBOHS[TCSI BO BpeMSI Hp&KTH‘I@CKI/IX SaHﬂTHfI U BO3MOXHBI HpI/I
MPOBEICHUM AaTTeCTAllMM B KAaueCTBE JIOMOJHUTEIBHOIO WCIBITAaHUS MpPU HEAOCTAaTOYHOCTU
PE3yNbTAaTOB TECTHPOBAHMSI M PEIICHUS 3a/1aHuii. BOmpock! onpoca He TOJKHBI BEIXOJUTH 32 PAMKH



OOBSIBIEHHON JUIsI AAHHOTO 3aHSATHUS TEMbI. YCTHBIE OIPOCHl HEOOXOAMMO CTPOMTH TaK, YTOOBI
BOBJICYb B TEMY OOCYXICHHS MaKCHMAJIbHOE KOJMYECTBO OOYYAIOUIMXCS B TPYIIE, MPOBOIUTH
napajjielld ¢ yK€ HpOHJeHHBIM y4yeOHbIM MaTepuajoM JAHHOM JUCHMILIMHBI M CMEKHBIMU
KypcaM{, HAaXOJIWUTh YAAuHble IPUMEPHl U3 COBPEMEHHON JEHCTBUTENBHOCTH, YTO YBEIMUYMBACT
3¢ (EeKTUBHOCTh YCBOECHUS MaTepHaa Ha acCOLUALUAX.

OcHOBHBIE BOIIPOCHI JJIsi YCTHOTO OIIpOCa JOBOASTCS [JO CBEJIEHUS CTYIACHTOB Ha
IIPEIBIAYILEM IPAKTUYECKOM 3aHATHU.

[IuceMeHHBIE ONPOCHI MO3BOJISIOT IMPOBEPUTH YPOBEHb IOATOTOBKM K IPAKTHYECKOMY
3aHATHIO BCEX OOYYaIOLIMXCS B IPYIIIE, IPU 3TOM OCTaBIIsAs JOCTaTOYHO Y4E€OHOTO BPEMEHH IS
UHBIX (POpPM NeNarormyeckoi AEATENbHOCTH B paMKax IaHHOTO 3aHATHA. [IMCbMEHHBIN orpoc
OPOBOJIUTCS 0€3 MNpeaynpexJeHHs, YTO CTUMYJIMpPYeT OOydYarolMXcsi K CHCTeMaTHYecKon
MOJATrOTOBKE K 3aHATHSAM. Bompockl aiist ompoca TOTOBATCS 3apaHee, GOpMYIHPYIOTCS Y3KO, 1a0bl
oOyyaromuiicss UMea OOBEKTUBHYIO BO3MOKHOCTh IIOJHOLIEHHO €r0 OCBETUTh 3a OTBEIECHHOE
BpEMsL.

[TucbMeHHBIE ONpPOCHl 11e1eCO00pPa3sHO NPUMEHATh B IENAX IPOBEPKH YCBOSEMOCTH
3HAYUTENBHOr0 00beMa yueOHOro MaTepuaa, HalpuMep, BO BpeMsl IIPOBEACHUsI aTTeCTalliH, KOTr/1a
HE00X0/IMMO IPOBEPUTH 3HAHUS 00yUarOIUXCs IO BCEMY KYpCY.

[Ipu onieHKe ONPOCOB aHAIN3Y MOJIEKHUT TOUHOCTH (POPMYJIHUPOBOK, CBI3ZHOCTh U3JI0KEHUS
MmarepHaia, 000CHOBaHHOCTb CYXKAECHUH.

Pemenue 3axanuii (Keic-MeTOAbI)

Pemenue keiic-MeTO/10B OCYILIECTBIISETCS C LENbI0 IPOBEPKU YPOBHS HABBIKOB (BJIAZICHUI)
o0yyaromerocsi 1o MPUMEHEHHUIO COJIEPYKaHHUsS OCHOBHBIX MOHSATHA M TEPMUHOB JUCHUIUIMHBI
BOOOIIIE U KaXKIOW €€ TEMbI B YaCTHOCTH.

OOyuaroniemycst 0OBSBISETCS YCIOBUE 3a/laHusl, pelieHHe KOTOPOro OH M3Jjlaraer oo
YCTHO, JTUOO MTUCHMEHHO.

D¢ (eKTUBHBIM HMHTEPAKTUBHBIM CHOCOOOM pEIIEeHUs 3aJaHusl SBISETCS COMOCTABICHHS
Pe3yNIbTaTOB pa3pelieHns OHOTO 3aJaHus IBYMS U OoJjiee MaJIbIMU IpyIIaMu 00y4YaroluXcsl.

3amaun, TpeOylolMe HW3yYeHHUs 3HAUUTENbHOrOo 00BbeMa, HEeoOXOIMMO OTHOCHTh Ha
CaMOCTOSITENIbHYI0 pabOTy CTYAEHTOB, C HENpPEMEHHBbIM pa30opoM pe3yabTaTOB BO BpeMs
NPaKTUYEeCKUX 3aHATHHA. B JaHHOM ciydae pelieHHe CUTYAIlMOHHBIX 3a7ad C I[NIyOOKUM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCA HAa IPOBEPKY B MMCbMEHHOM BH/JIE.

IIpu oueHke pemieHUs 3aJaHUN aHAIU3UPYETCS MOHMMAaHUE OOYYAIOIIMMCS KOHKPETHOH
CUTYalluH, IPABUJIbHOCTh €€ TOHMMaHUsl B COOTBETCTBUM C U3y4YaeMbIM MaTepUaioM, CHOCOOHOCTh
000CHOBaHMS BBIOpDAaHHOM TOYKM 3peHMs], INIyOMHAa MpPOpabOTKH paccMaTpUBAaEMOro BOIPOCa,
YMEHHMEM BbISIBUTH OCHOBHBIE ITOJIOKEHUSI 3aTPOHYTOT'O BOIIPOCA.

Pemenue 3axanuii B TecToBoii gopme

[IpoBoauTCS TECTUPOBAHUE B T€UEHUE U3YUEHUS JUCHUTIIIUHBI

He menee uem 3a 1 Henmeno A0 TeCTUpPOBaHMs, IMPENOJABATENb JOJKEH OINpPENEIUTh
00y4JaromMMCsl UCXOJIHBIC JaHHBIE IJI MOATOTOBKM K TECTUPOBAHMIO: HA3BAaTh pa3/ieibl (TEMBI,
BOIIPOCHI), TI0 KOTOPBIM OyAyT 3a7aHusl B TECTOBOU (hOpMeE, TEOPETHUECKUE HCTOYHUKH (C TOYHBIM
yKa3aHUEM Pa3/eNioB, TEM, CTATEM) AJis MOATOTOBKH.

[Ipn mpOXO0KIEHUH TECTUPOBAHUS TOJH30BATHCA KOHCTICKTAMU JIEKIMH, Y4eOHUKAMH, U
WHBIMU MaTepHalaMHi HE pa3pelieHo.
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