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1. IlepevyeHb KO10B KOMIETEHIUIA, JOPMHUPYEMBbIX AUCHHUILNIMHON B poLiecce 0CBOCHUS
o0pa3oBaTeJIbHOM MPOrPaMMbI

I'pynna Kon
KOMIIeTeHIHH KaTeropusi komnereHuuii
IIpodeccuonanbuble IK-11
p

2. KoMmneTeHIIUM U MHAUKATOPHI UX JOCTHKEHHUS

Kon DopMyJIMPOBKA NHauKAaTOPHI J0CTHKEHUST KOMIIETeH N

KOMIIETeHIH U KOMIIeTEeHIIUH

K-11 CrniocoOeH BecTH IIK-11.1
Jes10npou3BoACTBO | Mcmonb3yeT 3HaHUSI COBPEMEHHOIO 3aKOHO/ATENbCTBA B
u cdepe poCCHIICKOTO AeTONPOU3BOACTBA, HOPMATUBHBIE U
JIOKYMEHTOOOOPOT | METOAUYECKHE JOKYMEHTBI, PETYIHPYIOUIUE IBUKEHUE
B OpraHax JOKYMEHT0000poTa B roCy/1apCTBEHHBIX u
TOCYJAapCTBEHHON | MYHUILIMITAJIbHBIX OPTaHU3AIMIX
BJIACTHU [TIK-11.2 Bexnet aenonpou3BoJACTBO U JOKYMEHTOOOOPOT B
Poccuiickoit OopraHax  roOCyJapCTBEHHOW  Biactu  Pocculickoit
ODenepanuy, Qenepany,  OpraHax  rOCYJapCTBEHHOW  BIACTH
opraHax cyobexToB Poccuiickoit denepauuu, opraHax MeCTHOTO
TOCYy/IapCTBEHHOW | CaMOYTpaBJICHUsI, TOCYIapCTBEHHBIX U MYHUIIUTATbHBIX
BJIACTH CYOBEKTOB | MPEANPHUATHAX M YYPSKJACHUAX,  HAYYHBIX U
Poccuiickoii 00pa3oBaTeNbHBIX OpraHu3alusix, MOJIUTHYECKHUX
®denepanuu, MapTHUAX, OOIIECTBEHHO-TIOJUTHYECKUX OPraHU3aIIHUsIX
opranax mectoro | IIK-11.3 B3aumopenctByer c pa3InYHBIMU
CaMOYTIPaBIICHUS, | CTPYKTYPHBIMHU Mo/Ipa3ieNIeHUsMH B paMkax
rOCYJAapCTBEHHBIX | BHYTPUBEIOMCTBEHHOIO u MEXBEJIOMCTBEHHOT'O
Y MYHHUITUTIATBHBIX | AJIEKTPOHHOTO IOKYMEHTO000pOTa
NPEANPUITHSIX U
YUPEXKJIECHUSX,
HAyYHBIX U
00pa3zoBaTeNbHBIX
OpraHu3aIusx,
MOJIMTHYECKUX
NapTUsIX,
0OLIECTBEHHO-
MOJIMTHYECKUX
OpraHU3aIMsIX

3. Onncanue NJIAHUPYEMbIX Pe3yJbTATOB 00y4YeHHs 10 AUCUHUIIJIMHE

3.1. Onucanue TIaHUPYEMBIX PE3yIbTaTOB O0YUECHHUS MO TUCITUTUINHE

[Inanupyemble pe3yabTaThl OOy4YEHUsS MO JUCIUIUIMHE TPEJCTaBICHBI JICCKPUIITOPAMH
(3HaHUsI, yMEHUS, HABBIKH).



Jeckpunropsi 3Hathb YmMmern Baaaers
10 TUCHHUILTHHE
Kon IK-11
KOMIIETCHIM U
-COBPEMEHHOE - UCIIOJIB30BAaTh | -  METOJO0JIOTHEN
3aKOHO/IATEIbCTBO B | COBPEMEHHOE KJ1acCU(pUKaluu,
chepe POCCHIICKOIO | 3aKOHOJATENbCTBO, CTaHJapTU3aluu |
JIEJIONPOU3BO/ICTBA; HOPMaTUBHBIE U | yHU(UKaIIIN
- HOPMaTUBHBIE U | METOAUYECKUE JIOKYMEHTBHI, | JOKYMEHTOB;
METOANYECKUE pEeryaupyromme JIBUXKEHUE | - MOHSATUUHBIM
JOKYMEHTBHI, JOKYMEHTO000pOoTa B | anmapaTtoM B cdepe
peryiaupymroIiue rocyJapCTBEHHBIX U | HOpPMaTUBHOIO U
JBUYKEHUE MYHULUIAJIBHBIX IIPaBOBOTIO,
JIOKYMEHTO000poTa B | OpraHM3aLusX; peryiIupoBaHusl
roCy/1apCTBEHHBIX u|- OCYILECTBIIATH | AEIONPOU3BOACTBA
MYHHULMIAIBHBIX JIEJIONPOU3BOJICTBO U | B OpraHU3alny;
OpraHu3alnusx; JOKYMEHTO000POT B |- HaBbIKaMU
- HaNpaBJICHUs | OpraHax TOCYAAapCTBEHHOH | odopmileHus,
KJIAaCCU(UKALIHH, BJIACTH Poccuiickoii | Benenus 31
CTaHJapTU3aLUN u | @enepanuu, OpraHax | XpaHeHus
yHA(UKAIUN rOCy/lapCTBEHHOW  BJIACTH | PaclOpsAUTEIbHBIX
JIOKYMEHTOB; CyOBEKTOB Poccniickoil | JOKyMEHTOB;
- OCHOBHYIO | Penepanny, OpraHax | -HaBbIKaMH
KJIaCCU(UKAIINIO MECTHOrO camoympasjeHus, | 3pdekTHBHOro
OpraHU3alMOHHO- rOCyJ1apCTBEHHBIX u | B3aUMOJCHCTBUS C
pacropsIuTeaIbHOMI MYHHIIATATBHBIX PasInIHbIMHA
JIOKYMEHTAIUH TPEPUITHAX u | CTPYKTYpHBIMH
roCy1apCTBEHHBIX U | YIPEXKICHUSAX, HAYYHBIX U TOAPA3ACTCHHAMH
MYHI/II_II/IHaJ'HiHLIX 00pa3oBaTeNbHBIX EHyTpHBeﬂoﬁil;g(:;
OpraHM3aLuii; OpraHM3alusiX, HOTO "
- TOPSI0K O(OPMIIEHUS, | TOJUTHYECKUX MAPTAAX, |\ oepe IOMCTBEHHO
BEJCHUS M  XpaHEHHs | OOLIECTBEHHO- ro  DIEKTPOHHOIO
pacnopsAUTEIbHBIX MTOJINTUYECKUX JIOKYMEHT0060pOTa
JIOKYMEHTOB OpraHM3alusiX;
roCy/1apCTBEHHBIX u|- PUMEHSITh HaBBIKH
MYHHUIMIATBHBIX opopmileHHs, BEAEHUA U
OpraHu3alNii; XpaHEHHUs
pacnopsAUTENbHBIX
JIOKYMEHTOB B
roCy/1apCTBEHHBIX
u MYHHUITUTIATBHBIX
OpraHM3aIusx;
- aHAJIM3UPOBATh
coJiepKaHue
OpraHU3aIMOHHO —

HpaBOBOﬁ JAOKYMCHTAIlUU B
ToCydapCTBCHHBIX u




MYHUIUIIAJIBHBIX
OpraHu3anusx,

4. MecTo AUCHMILVINHBI (MOYJs1) B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

JlucumiinHa OTHOCHUTCA K 4acT, (HOpMHUPYEMOH YyYacTHHKaMH OOpa30BaTEIIbHBIX
oTHomeHu yaeonoro miana OITOIL.

JlanHasi IMCHMIUIMHA B3aUMOCBs3aHa C JAPYTMMH JHUCHMIUIMHAMU, TakuMu Kak «TpymoBoe
npaBo», «AJIMUHUCTpPAaTHBHOE IpaBo», «['paxkmaHckoe mpaBo», «lIporHosupoBanue u
TUTaHupoBaHue», «Hanoru u HanoroobmoxeHue», «MapKeTHHT .

B pamkax ocBoeHus nmporpamMmbl OakajiaBpuaTa BBITYCKHUKU TOTOBSITCS K PELICHHUIO 3a7ay
npo(heCCHOHANLHOM  JIEATEIBPHOCTH  CICAYIONUX THIIOB: OPTaHU3alMOHHO-YIPaBICHUECKUM,
MCCJIEIOBATENLCKUNM, KOMMYHUKATUBHBIM.

[Mpoduns (HampaBlIEHHOCTH) MPOTPAMMBI YCTAHOBIIEHA MyTEM €€ OpUEHTAIMH Ha cdepy
npodecCuOHaNBHOM NeATeNIbHOCTH BBITYCKHUKOB: PerruonanbHOe M MyHUITUTIAIBHOE YIIPaBICHUE

5. O0beM TUCHMILIUHBI

Buowt yueonoii pabomot Dopmul 00yuenusn
Ouno-3aounasn

OO0masi Tpy10eMKOCTh: 3aU€THbIE 2/72
€IMHUIIBI/9achl
KonTakTHasi padora:
3aHsTHS JTEKIIMOHHOTO THIIA 8
3aHATHS] CEMUHAPCKOTO THUTIA 8
[TpoMexyTouHas aTTecTalus: 3a4eT 0,1
CamocrositenbHasn padora (CPC) 55,9

6. Conep:kanme JUCHUIUIMHBI (MOAYJsl), CTPYKTYPHPOBAaHHOE IO TeMaM / pasjenam ¢
yKa3aHHeM OTBeJeHHOI0 HAa HHUX KOJINYeCTBA aKaJeMHMYeCKMX YacoB M BHMJI0B Y4eOHBIX
3aHATHH

6.1. PacnpesiejieHne 4acoB 10 pa3aenaM/TeMaM U BUIaM padoThl

6.1.1 Ouno-zaounasa popma odyuenus

Buabl yuedHoii padortsl (B yacax)

Ne Pa3nea/Tema
iy KonTakTHas padora
o 3anaTus 3aHATHA CEMUHAPCKOIO THIIA Camocr
JIEKIIHOHHOI'0 OSITEeJIbH
THNA ast
Jlexyuu | Unovie | Ilpakm | Cemun | Jlabop | HUuvie | padora
YuebOHbl| uvecku | apol amopH
e e ble
3aHAMU| 3aHAMU pabom
A A bl
BBenenue B AMCHUIUINHY.
1. | Ilpeamer, comepkanue u 1 1 6
3aJ1auu Kypca
2 OcCHOBHBIE TTOHSATHS 1 1 6
JOKYMEHTAIIMOHHOT'O




o0ecrieyeHus yrpaBJIeHUs

[IpaBoBoe
perynupoBaHue
JIeJIONPOU3BOJICTBA

OO1u1rie HOPMBI U TIpaBHIIA
odopmIIeHUS
yIIPaBJIEHYECKUX
JOKYMEHTOB

OcobeHHOCTH
MMOATOTOBKH
OpraHU3alMOHHO-
pacropsaIuTeIbHBIX
JTOKYMEHTOB
opranuzanuu. Cucrema
CIIPaBOYHO-
HH(POPMAITMOHHON 1
AHAITMTUYIECKOM
JIOKYMEHTAIUU.

Cucrema
OpraHU3alOHHO-
IIPaBOBOM JOKYMEHTALIMHU

JIOKYMEHTBI IO TUYHOMY
COCTaBy

Opranuzanus
JIOKYMEHTOO0O0pOTAa.
CucremMatu3anus
JIOKYMEHTOB M HX
XpaHCHUE

COBpeMeHHOG ACJIIOBOC
IIMCBbMO

7,9

IIpomexxyrounas
aTTecranus

0,1

Hroro

| [ 8 | | [ 559

6.1

IIporpaMmMa 1M cCHMILIMHBI, CTPYKTYPHMPOBAHHAS 110 TeMaM / pa3aeiaM

6.2.1 Cooeprcanue 1eKUUOHHO20 KypPCaQ

Ne i/m HanmeHnoBaHue TeMbl CoaepixkaHue JICKIMOHHOIO 3aHATHSA
(pa3aesa) QM CHUILINHbBI
1. Beenenne B qucuumiuny. | Llenn, 3amauu 1 npuHLOUMIBL AenonpousBoacTea. Mcropus

[Ipenmer, conepxanue u
3a/1auu Kypca

JIeJIONPOU3BOJICTBA Kak Hayku. [Ipeamer u 3amaum Kypca.
Jlornueckast CTpyKTypa AUCHUIUIMHBI, €€ MECTO B CUCTEME

IIOATOTOBKU crieguajaucTa. MCKIIPEAMETHEBIC CBsI3H.
COBpCMCHHOC ACJIOIMMPOU3BOACTBO: IICJIM, 3aJa4Yu U
IIPHUHIUIIBIL. OcHOBHEBIE IIOHATHUSA n OIPECACIICHUA:

JIOKYMEHT: €ro CBOWCTBA U (PYHKIIMH, JETONPOU3BOICTBO,
JOKYMEHTOBEJICHHE, JIOKyMEHTOO0O0pOT. Bungt
JOKYMEHTOB W HX Kiaccudukauus. YHUPHKALIUS WU




CTaHJapTu3anus JOKyMCHTOB, UX KJIaCCI/I(l)I/IKaLII/IH.

OcHoBHbIE MOHSTHS
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHHUs

I'CIOY — cBoxg mnpaBui, YCTaHABJIMBAIONIUX €IUHbBIC
TpeOOBaHUS K JIOKYMCHTHPOBAHHIO YIPaBICHYECKOU
NESATEILHOCTH U OpraHU3aluKi paboThl ¢ JOKYMEHTaMH Ha
NPEANPUITHSAX PA3IUYHBIX OPraHU3AIMOHHO — MPABOBBIX
dhopm

CocraB ynpaBieHuUeCKUX JOKyMEHTOB. [loHsTHE cUCTEMBbI
nokymMeHTanuu.  OyHKIMOHAIBHBIE W OTpaciieBbIe
CUCTEMBI JJOKYMEHTAIMK. Y HU(UKAIUS U CTaHAAPTU3AIUS
YIPABJICHUYECKUX JIOKYMEHTOB

IIpaBoBoEe perynupoBaHue
JIeJIOTIPON3BOICTBA

[IpaBoBast 0a3za JemONPOM3BOACTBA KaK COBOKYIHOCTb
3aKOHOB, HOPMAaTHUBHO-TIPABOBbBIX aKTOB,
OpPraHHM3allMOHHBIX W  METOAMYECKHUX  JIOKYMCHTOB,
pEerIaMeHTHPYIOMIMX TEXHOJOTHIO CO3/IaHus, 00padoTKH,
XpaHEHUsT W WCIIOJNB30BAHUS JOKYMEHTOB B TEKYIIEH
JeSITeIbHOCTH OpraHU3aIiH. [TocranoBnenue
[TpaBurenscra PO ot 07.09.2011 r. N2 751 «O BHeceHuUH
n3MmeHeHwuii B [IpaBuia aeaonpon3BoAcTBa B (eepaibHbIX
OpraHax UCIIOJTHUTEIIEHOW BIACTH.

OO0 »9NEeKTPOHHOM  MOANUCH dhenepanbHbIA
06.04.2011 NQ 63-®3 (c U3MEHEHHUSMHU ¥ JONOJHEHHUSIMH
ot 12 mapra, 28 urons 2014 roma)

O6 apxuBHom jgene B Poccuiickoit  ®eneparyu:
(denepanpubiii 3ak0oH 0T 22.10.2004 N2 125-D3 (pen. ot
04.10.2014).

06 undbopmanyu, UHPOPMALMOHHBIX TEXHOJOTUSIX U O
3amre nHpopmarmu: (enepanbHbiii 3akoH ot 27.07.2006
N2 149-D3 (pen. ot 21.07.2014)

O nmepcoHaNbHBIX JAHHBIX [DJEKTPOHHBIN pecypc]:
denepanbHbiii 3akoH oT 27.07.2006 N2 152-D3 (pexn. ot
21.07.2014) / CIIC «Koncynprantlnoc:
3aKOHOIATETIHCTBOY.

3aKOH

OO0mme HOpMBI U TpaBUia
oopmIieHUs
yIpaBIECHUYECKUX
JTIOKYMEHTOB

YuudunupoBannas cucrema gokymentanuu (YCJl) kak
COBOKYMHOCTh ()OpM JIOKYMEHTOB, CO3/IaHHBIX 10 €TUHBIM
mpaBwiaM ©  TpeOoBaHHAM, (YHKIMOHHPYIOIIUX B
onpexaenenHoi chepe nestensHoctH. [OCT P 7.0.8-2013.
I'OCT P UCO 15489-1 — 2007. TOCT P 53898-2013.

I'OCT P 6.30-2003 «YHU(PHUIUPOBAHHBIE CUCTEMBI
JIOKYMEHTAIU. YHubunupoBaHHas cucTema
OpPraHMU3alMOHHO-PACIOPSANTEILHON JOKYMEHTALUH.
TpeboBanust K o(opmIIeHHIO JIOKYMEHTOB.
Pernamenranus JEATEIIBHOCTH CITYKOBI
JIEJIONPOU3BOJICTBA HA BCEX YPOBHSAX  yIpaBJICHHUS.

Cranpaptel UCO u ux ucnonb3oBanue B cucreme JOY
PO.

Oco0eHHOCTH TMOATOTOBKH
OpraHHU3aIOHHO-
pacropsiaAuTENbHbIX
JOKYMEHTOB OpraHU3allUU.
Cucrema CHPaBOYHO-

YCOP/] — yaudunupoBaHHas cucTeMa OpraHu3alliOHHO —
pacropsIUTeIbHON JTOKYMEHTAllUU: COCTaB, 00JacTH ee
npuMeHeHus. Ha3HaueHue M BHABI OpPraHU3ALMOHHO-
pacropsuTeabHONM JOKyMeHTaluu. TpeboBaHust k eé
opopmiennto  cormmacio  ['OCT. CocraBinenne u




MH(POPMAIMOHHOM u
AHAJINTUYECCKOU
JOKYMEHTAIIH.

oopmieHre TPOEKTOB PACIOPAIUTEIBHBIX JTOKYMEHTOB
(mOCTaHOBIIGHU, PEIICHHWH, MPUKA30B, PACTIOPSIKEHUH,
ykazaHuii). Buael  cnpaBOYHO-MH(POPMALMOHHOW U
CIPAaBOYHO-aHAJUTUUYECKON JOKYMEHTAllMM U TpeOOBaHMS
K UX 0(OPMIICHHIO.

CucremMa opraHu3aloOHHO-
MPaBOBOM JOKYMEHTALIUU

OpFaHI/ISaHI/IOHHO-HpaBOBBIe JOKYMCHTBI, UX Ha3HA4YCHUC,

dbopmynsiper — oOpasznsl.  [Iporeaypa cocrtaBieHus u
oopmieHHs OpraHW3alMOHHBIX OKYMEHTOB. O0iacTb
MMPUMCHCHUA OpTraHrU3allMOHHBIX JAOKYMCHTOB.

Ucnonb3oBanue yHUPUIUPOBAHHBIX GopM. DyHKIMH
OpraHU3alMOHHO-TIPaBOBOM JoKyMeHTauuu. (OCHOBHbBIE
BUJIBI M TpeOOBaHUS K COCTaBICHUIO U O(OPMIICHUIO
OpraHU3aIlMOHHO-TIPABOBBIX JJOKYMEHTOB.

JIOKYMEHTBI 110 TUYHOMY
COCTaBy

Cucrema wuHpOpManMoHHOTO obecreueHuss paboThl C
KaJ[paMH. HNudopmanronHbie IMOKa3aTelIH,
XapakTepusyromnme padory ¢ kaapamu. O0mepoccuiickue
KJIACCU(UKATOPHI TEXHUKO-IKOHOMUYCCKOW HHPOPMAIIHH.
[lonsaTus "kanpoBast noKkymeHTauus'" ¥ "MOKyMEHTAaLHs 110
JUYHOMY cocTaBy". BuIbl JOKYMEHTOB 1O JIMYHOMY
coctaBy. IIponeaypsl, BbIMOIHSIEMBIE KaIpOBOM CITyx 00
pu OPOPMIICHUN JIBIKEHUS MEPCOHANA TIPEIIPUSTHS,
CO3/1aBaeMble TPU OSTOM JIOKyMeHThl. HopmaTuBHO -
METOAMYECKHE JOKYMEHTHI 10 BONPOCAM COCTAaBJICHUS U
oopMIIeHHS KaJIpOBOM JOKYMEHTAIIUH.

Opranu3zanus
JOKYMEHTO000pOTA.
Cucremaru3anus
JOKYMEHTOB u
XpaHeHue

nux

Opranuzanus JOKyMEHTOOOOpOoTa: IpueM, 00paboTKa,
peructpanusi,  KOHTPOJIb,  XpaHEHHE  JIOKYMEHTOB,
HOMEHKJIarypa jen. TpeOoBaHMs K 3arojoBKaM Jell.
®opmupoBanue jen. Cucremaruzanus —JOKYMEHTOB
BHYTpH Jiesia. TUTIOBBIE CPOKH XpaHEHHUS JOKYMEHTOB
OOm1ast XapakTepuCTUKa OPraHU3allMOHHBIX TEXHUYECKUX
CPEICTB. ABTOMaTH3UPOBAHHBIE CHCTEMBI
nenornpousBoacTBa.  O030p  COBpPEMEHHBIX  CPEICTB
OpPITEXHUKHU JUIsl Tiepefaun U nepepadoTKu MHQOpMAaILUH.
IIpaBuna ¥ TOPSIOK THUPAXKHUPOBAHUS JOKYMEHTOB.
OneKTpoHHas 1ouTa. Cucrema ONTUYECKOTO
pacrio3HaBaHMs TEKCTOB. lcnoiab3oBaHHE CIIPaBOYHO-
mpaBoBbIX cucTeM. OOuIe TpeOoBaHUs K COCTAaBICHHUIO U
oopmiennto  HoMeHKIATypbl. OCHOBHBIE  TpaBUIIa
paboOThl apXMBOB OpraHU3alUi B (eepalibHbIX OpraHax
UCTIOJHUTENBHOM  BJIACTU.  ODKCIEpPTU3a  LEHHOCTH
nokymeHnToB. CocraBnenue onuceid. Craya 1en B apXuB
OpraHu3aluu

CoBpeMeHHOe
MHUCHMO

IEJIOBOE

Wcropus nosBiieHus AeI0BbIX MUceM. JlenoBoe MUcbMo —
OJIUH M3 CaMbIX JPEBHUX aTpUOYTOB JIEIOBOTO OOIICHHS.
Tpagnuuu pycckoro paenoBoro mnucbma. CTHUIMCTHKA
nenoBoro mnucbMa. OCOOEHHOCTM M XapaKTEPUCTUKH
COBpEMEHHOro JenoBoro nucbma. Ilpasuna odopmiienus
JIEJIOBOTO  MHUCbMa. Buapl nucem, MeEXIyHAapOJHBIE
MMChMa.

TpeboBaHMsI K TEKCTY €IOBOTO NMHUCHMAa.

6.2.2 Cooepicanue npaKkmuueckux 3aHamuil




HaunmeHoBaHHE TEMBI
(pa3nena) IUCHMILINHBI

Conep:xaHue NPAKTHYECKOT0 3aHATHS

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

I.Ilenn, 3amaud W OPUHUUINBL JAUCHUILIMHBL. WcTtopus
JnenonpousBoacTsa B Poccun.

2.IIpeamer u 3agaun Kypca.

3.Jloruueckass CTpyKTypa JIUCLUUIUIMHBI, €€ MECTO B
CHUCTEME TIOATOTOBKH CIICIHAINCTA, MEKIIPEIMETHBIC
CBSI3W.

4. CoBpeMEHHOE JCJIONPOU3BOJACTBO: IIENH, 3aJaud MU
MIPUHIIUIIBIL.

5. OCHOBHbBIE TTOHATHS U OTIPEACIICHUS:

JIOKYMEHT: €r0 CBOWCTBA M (PYHKIIMH, JEIOMPOU3BOJICTBO,
JIOKYMEHTOBEJICHUE, TOKYMEHTOO0OPOT.

6.Buibl TOKYMEHTOB M MX KJIacCCH(HUKAIHUS.

OcHOBHEBIE IIOHATHUA
AOKYMCHTAIIMOHHOTI'O
obecreyeHus YIIpaBJICHU

1.I'ocynapcTBeHHast cucrema JOKYMEHTAllMOHHOTO
obecneuenus ynpasienus (I'CHOY) — cBox mnpasui,
yCTaHaBJIMBAIOLINX eIIUHbIC TpeboBaHus K
JOKYMEHTHPOBAHUIO YIPABICHYECKOW JEATEIBHOCTH M|
OpraHu3auuy padoOThl C JOKYMEHTAMH Ha HPEANPHATHIX
Pa3IMYHBIX OPTaHU3AIMOHHO — ITPABOBBIX GOPM
2.CocraB ynpaBlIeHUECKHX IOKYMEHTOB.
3.IloHsATHE CUCTEMBI TOKYMEHTALIH.
4.OyHKIIMOHATIHEIE " OTpacieBbIC
JOKYMEHTAIUH.
5.YHudukamuss u
JIOKYMEHTOB

CHCTCMbI

CTaHJapTHU3alHA YIIPABJIICHYCCKUX

[IpaBoBOoe  perynupoBaHue
JIeJIONPOU3BOICTBA

1.IlpaBoBast 0Ga3a [€IONPOU3BOJACTBA KaK COBOKYIHOCTh
3aKOHOB, HOPMaTHBHO-TIPABOBBIX aKTOB, OPraHU3AIIMOHHBIX
U METOJUYECKHUX  JOKYMEHTOB, pPErJIaMEeHTHPYIOLINX
TEXHOJOTHIO  cOo3JaHusi, OoOpaOOTKM, XpaHEeHUs U
UCMOJIb30BaHUS JOKYMEHTOB B TEKYIIeW JeATelbHOCTH
OpraHu3aIH

2.IlocranoBnenue [IpaBurenscrea PO ot 07.09.2011 1. N2
751 «O BHecenuu u3meHeHuil B [IpaBuiia neaonpon3BoacTBa
B (peJIepasIbHBIX OPraHax UCTIIOJIHUTEIbHON BIACTI.
3. OO0 onexTpoHHON mnoanucH: (enepanbHbIA
06.04.2011 NQ 63-d3 (¢ U3MEHEHHUSIMH U JOMOJHECHUSIMH OT
12 mapra, 28 utons 2014 rona)

4. O6C apxuBHoM pgene B Poccuiickoit denepaunu:
denepanmpHblii 3akoH oT 22.10.2004 N2 125-®3 (pen. ot
04.10.2014).

5. O6 undopmarum, UHOOPMAIIMOHHBIX TEXHOJOTHIX U O
3amuTe MHMopMauuu: ¢enepanbHblii 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. HopmaTuBHO-TIpaBOBbI€ aKThl, OpraHU3allMOHHbIE U
METOMYECKHE TOKYMEHTHI, perIaMeHTHPYIOIIHE
TEXHOJIOTHUIO  CO3/aHus, 00pabOTKH, XpaHEHHs WU
WCTIOIF30BaHUSI JIOKYMEHTOB B TEKYIICH JeATEIbHOCTH

3aKOH




Opra"u3aluu

OO6mue HOpPMBI W TpaBHIIA

1.Yaudunupoannas cucrema nokymentanuun (YCJI) kak

oopmienus COBOKYITHOCTb (JOPM JIOKYMEHTOB, CO3JaHHBIX MO €IUHBIM
YIPaBICHUYECKUX npaBwiiaM U TpeOoBaHUSM, (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.
«YHUPHUIHPOBAHHBIC CUCTEMBI JOKYMEHTALUN.
YHaubunupoBanHas cucremMa OpraHU3aIlMOHHO-
pacropsUTeNbHONH  JOKyMeHTanuu. TpeOoBaHus K
0(OPMIICHUIO IOKYMEHTOB.
S.Pernamenranus JeATeIIbHOCTH CITY>KOBI
JIEJIONIPOU3BO/ICTBA HA BCEX YPOBHSX YIPABICHUS
6.Crangapter UCO
7. Ux ucnonsizoBanue B cucreme [JOY POD.
Ocob6ennoctn  moarotoBku | 1. YCOP/] — yaudunupoBanHas cucreMa OpraHu3alioOHHO
OpraHU3alMOHHO- — pacmopsiIUTENbHONW JOKYMEHTAIMH: COCTaB, o0jacTu ee
pacnopsAUTENbHBIX IIPUMEHEHHUS.
JOKYMEHTOB  OpraHu3aunuu. | 2. Ha3nauenue u BU/IbI OpraHU3alMOHHO-
Cucrema CIPAaBOYHO- | PACIIOPSIUTENBHON JOKYMEHTALIUH.
HH(pOPMAITMOHHOM u | 3. TpeboBanus k e€ opopmienuto cornacHo 'OCT.
AHATTUTHYECKOMN 4. CocraBnenue u odopmiteHne MIPOEKTOB
JOKYMEHTAIUU. pacnopsIUTENbHbIX JIOKYMEHTOB (mocTaHOBIECHUIA,

pellIeHni, IPUKA30B, PacOPSHKEHUH, YKa3aHH).

5. Bugsl crnpaBo4HO-MH(OPMAILIMOHHOW U  CIPAaBOYHO-
AQHAJIUTUYECKON JOKYMEHTALIMU

6. TpeboBanus K oopmiIeHHIO CIIPaBOYHO-
MH(}OpMaLIOHHON u CIIPaBOYHO-aHAJTUTUYECKON
JIOKYMEHTAIUU

Cucrema oOpraHu3almoOHHO-
MPaBOBOM JOKYMEHTAIINH

1.Oprann3anoHHbIe JOKYMEHTBI, UX Ha3HAYEHUE
2.®opmysipsl — 00pasIbl.

3. [Ipouenypa COCTaBJICHUS u
OpPraHU3alMOHHBIX JOKYMEHTOB.
4.00nacTh NPUMEHEHMS] OPraHU3ALMOHHBIX TOKYMEHTOB.
5.Wcnonb3oBanue yHU(PULIHUPOBAHHBIX (HOPM.

6.OyHKIIMN OpPraHUu3allMOHHO-TIPABOBOM JOKYMEHTAIIUH.
7.0cHOBHBIE BU/JIBI OpraHU3al[MOHHO-IIPABOBBIX
JIOKYMEHTOB.

8. TpeOoBaHuMs K COCTaBJICHHUIO U
OpraHU3aIMOHHO-TIPABOBBIX JTOKYMEHTOB

oopmIteHUs

oopmieHnIo

JIOKyMeHTBI
COCTaBy

no JIMYHOMY

1.CymHOCTh NOHATHS JOKYMEHTAIHS 110 IMYHOMY COCTaBY
2. IlpaBoBble OCHOBaHHMS TOATOTOBKH JIOKYMEHTOB IIO
JUYHOMY COCTaBY

3. JlokyMeHTHpOBaHUE TP MPUEME PaOOTHUKA

4. TpynoBble 10TOBOPHI (KOHTPAKTHI).
5.JlokyMeHTHpOBaHuE MpHU NMepeBojie pabOTHUKA
6.JlokyMeHTHpOBaHNE NPU YBOJILHEHUH PaOOTHUKA

7. Oco0eHHOCTH MpHKa3a Mo JUYHOMY COCTaBY

8. 3asBieHue

9.TpynoBast KHIKKa

10.JInuHoe €10




Opranuzanus
JIOKYMEHTOO0O0pOTA.
Cucremaru3anus
JIOKYMEHTOB M X XpPaHCHHE

1.Opranmuszanus JTOKyMEHTOOOOpOTa: MpueM, 00paboTka,

perucTpanus, KOHTPOJIb, XpaHEHHUE JIOKYMEHTOB,
HOMEHKJIATypa Jel.

2. TpeboBaHus K 3aroJIOBKaM JieJl.

3.®opmupoBanue naen. Cucremaruzanus JOKYMEHTOB

BHYTpH nena. Odopmiienue nen. TUmoBble CPOKU XpaHEHUs
JIOKYMEHTOB.

4.00m1as xapakTepucTUKa OPraHU3allMOHHBIX TEXHUYECKUX
CpPEICTB. ABTOMaTH3UPOBAHHEIC CUCTEMBI
nenonpousBojacTBa.  O030p  COBPEMEHHBIX  CPENCTB
OPI'TEXHUKH IS TIepeiadn U epepadoTKu HH(OpMAIHH.

5. Wcnonp3oBanue CpaBOYHO-TIPABOBBIX CUCTEM
6.Homenknarypa nen KaK MIPOCTEN NN
KJ1accu(puKaMOHHbIN cripaBoYHUK. OOmue TpedoBaHUS K
COCTaBJICHUIO M 0(OPMIICHIIO HOMEHKIIATYPBHI.
7.0¢popmnenue aen. Cocrapinenue onuceid. Cnava nen

CoBpemeHnHoe JIeII0BOE

IIMCBMO

1.IlonsiTHE 1e10BOM NEpenucKu

2.9TUYecKue HOPMbI J€I0BOU MEPENUCKHU
3.3aKkoHOJaTeNbHblE W HOPMAaTUBHO-IIPABOBBIE OCHOBBI
JIeJIoBOM Tiepenucku B PO

4.513bIK ¥ CTHIT OQUITHATBHBIX THCEM

5. Buagsl mmceM B OpraHbl TOCYJapCTBEHHOTO H
MYHUIIMIIAJILHOTO YIPaBJIECHUS

6. JlenoBasi mepenucka mno MeKTPOHHOU MouTe

7 IlpaBmia opopMIICHHS IEIIOBOTO MHCHhMA.

8.Buabl nucem

9. MexayHapoaHble TUChMA.

10.TpeboBaHUs K TEKCTY MHChbMa

6.2.3 Cooepicanue camocmoamenviou paoonuvt

Ne HanmeHnoBaHue TeMbl Coaep:kaHue caMOCTOATEILHOM padoThI
n/n (pa3aena) IUCHMILIMHBI
1. BBenenue B AMCHUIUIMHY. 1.IlonsiTHE 1€MOITPOU3BOCTBO.
[Tpenmer, conepxanue u 2. Ilpenmer aucuuniauHbl OCHOBBI JENONPOU3BOACTBA U
3a/1a4M Kypca JIOKYMEHTO000pOT
3. MexnpeaMeTHbIC CBSI3U.
4. CtpykTypa Kypca
5. 3ajauu Kypca
2. OcHoBHbIE nonsTus | 1.I'ocynapcTeenHas cucrema JOKYMEHTAllMOHHOI O
JIOKYMEHTAIlMOHHOT'O oOecrieyeHust yrpaBieHus
oOecnieuenus ynpasinenuss | 2. [lonsTue nokymeHTa
3. [lonsiTe TOKyMEHTOOOOpOTA
4 Cucrembl JOKyMEHTAIUU
5.YuaudunupoBaHHas cucTeMa OpPTraHU3aMOHHO-
pacnopsiurensHoi fokymentauuu (YCOPJI)
3. IIpaBoBOE perynupoBaHue | 1.3aK0HOIATENBHOE PETyJINPOBAHUE AECIONPOU3BOICTBA

ACIJIONPOU3BOJACTBA

2. Vka3el u pacnopsokenus Ilpesmpenra Poccuiickoit
Denepanyy, perIaMeHTHPYIOIIE BOITPOCHI
JIOKYMEHTAIMOHHOTO 00eCTIeueHH s

3. IlocranoBnenuss u pacnopspkeHuss lIpaBurtenbcTBa
Poccuiickoii Penepanyy, peraaMEeHTUPYIOIIKME BOIPOCHI




JOKYMEHTAIlMOHHOTo ~ o0ecrieyeHus Ha  (eaepanrbHOM
YpOBHE

4. [IpaBoBbIe aKTBI denepanbHBIX OpraHoB
UCTIOJIHUTEJIBHOW ~ BIAacTH  (MHUHHUCTEPCTB, KOMHTETOB,
CIy’)k0, areHTcTB W Ap.)  OOIIeoTpacieBoro
BEJJOMCTBEHHOTI'O XapaKTepa;

5.IlpaBoBble  aKThl OpPraHOB  IPEACTABUTEIBHOW U
WCIIOTHUTENIbHOW ~ BiacTH  CyOBekToB  Poccuiickoi
Qenepaui U UX TEPPUTOPUAIBHBIX  OOpa30BAHMI,

PErIIaMCHTHUPYIOIIUE BOIIPOCHI ACJIOIIPOU3BOACTBA.

OOmue HOpMBI U IpaBuia
odopmIIeHUS

1. Ionstue BJIAHK noxymenta. Buzapl 01aHKoB
2.TpeboBaHus k O1aHKaM

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

JIEIIONPOU3BOJICTBA
OcoOennoctu mnoarotoBku | 1.IloHsTHE  OpraHM3allMOHHO —  PacCHOPSAUTEIHHON
OpraHU3alMOHHO- JIOKYMEHTAIlMU: COCTaB, 00JIaCTU €€ IPUMEHEHUS.
pacopsiANTEIbHBIX 2. Haznauenue u BU/IBI OpraHU3aI[MOHHO-
JOKYMEHTOB OpraHu3alMU. | paclopsAUTEIbHON JOKYMEHTAIMH.
Cucrema cipaBo4HO- | 3. TpeboBanus k opopmienuto corinacuo I'OCT.
WH(OPMAMOHHON u | 4. CocraBnenue u odopmiteHue MPOEKTOB
AHATUTUYECKOU pacmlopsAUTEIbHBIX IOKYMEHTOB
JIOKYMEHTaI1H. - IOCTAHOBJICHU,

-pellIeHuH,

-IPUKA30B,

-pacnopspKeHUM,

-yKa3aHUU

5.CocraBienue u odopmiieHue CIPaBOYHO-

MH(OPMALIMOHHBIX JOKYMEHTOB

Cucrema opraHu3aliOHHO-
IIPaBOBOM TOKYMEHTAINH

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

JIOKyMEHTOB
4. Buzgel  0OpraHM3allMOHHO-TIPABOBBIX  JOKYMEHTOB.
TunoBsle W  HMHIMBUAYyaJbHBIE  OpraHU3allMOHHbBIE
JOKYMEHTHI.
JlokymenTel 1o suuyHOMy | 1.JlokymeHTanus, CBsi3aHHAassT C  KOMILJIEKTOBaHHEM
COCTaBy IIEpCOHAJIa OpraHU3aluH.
2. JlokyMeHTaIusl, CBSA3aHHAsA C MPOIECCOM TPOJIBUKCHUS
IepcoHaa Mo ciyxoe.
3.JloxymeHTaIwsi, CBsI3aHHASI C BHIMOJIHEHHEM PaOOTHHKOM
TpeOOBaHUH TPYJOBOI TUCIMITIIMHEI.
4.JloxyMeHTalus, CBSI3aHHAs C MPEKPALEHHUEM TPYIOBBIX
OTHOIIEHHH PaOOTHUKOB C OpraHU3aIUe, C YBOJIbHEHHEM
Opraauzanus 1.9tamnbl 10KyMeHTO000pOTa B OpraHu3aluu
JOKYMEHTOO00pOTA. 2.®opMupOBaHHE JEI
Cucrematuzanus 3.HomeHnknarypa zen KaK MIPOCTEUINI

JOKYMCHTOB U UX XPAHCHUC

KIIaCCU(UKAIMOHHBIN CIIPABOYHUK.
4.Cnada Jieq B apXyB OpraHu3aluu




9. CoBpeMeHHOe nenosoe | 1. JlenoBbie mUcChbMa B UCTOPUU YETIOBEUYECTBA

IIACHMO 2. Posib A€OBBIX MTUCEM B YIPABICHUECKON AEATEIbHOCTH
3. Ocobennoctu 0puIHaTHLHO-AETI0BOM MMCHMEHHON peun
4. Hcrnonb3oBaHHWE S3BIKOBBIX (OPMYIT — S3BIKOBBIX
MOJICJICH B ACITOBOM ITMCHME

5. DTHKET B JIeIIOBOM MTEPEITUCKE

7.D0oHA OULEHOYHBIX CPeICTB /I TMPOBedeHUS TPOMEKYTOUHON aTTecTAlNHU
00y4arouUXCcs M0 JUCHHUILUIHHE (MOTYJII0)

[IpenycMoTpeHsl  ciaeayromie BUAbl  KOHTPOJISL KayecTBa OCBOEHUS  KOHKPETHOMU
JUCUUTLITAHBI:
- TEKYIIUA KOHTPOJIb YCIIEBAEMOCTH
- POMEKYTOYHAS ATTECTAIHS 00YJAFOIIMXCS IO TUCIUILTAHE

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

TCKYH_IHﬁ KOHTpPOJIb  YCIICBACMOCTU o0ecreynuBaeT OLICHNMBAHHUC XO0Ja OCBOCHHA
JAUCHUIIJIMHBI B IPOLIECCCE O6y‘ICHI/I$I.

7.Allacnopt ¢oHIAa OLIEHOYHBIX CPEICTB /LISl NPOBEIEHUS] TeKYIIeil aTTecTAlWu 10
TUCHUIIINHE (MOIYJIIO)

Ne KonTpoumnpyemsbie pa3aesibl HaumeHoBaHHe OLIEHOYHOIO CpeACTBA
n/n (Tembl)

1. | BBeneHue B IUCHUIUIMHY. Ormpoc, mpoOIeMHO-aHATUTHYECKOE 3aIaHHE. ICCe
[Ipeamer, cogepxanue u 3aaauu
Kypca

2. | OCHOBHBIE IOHATHUS Onpoc,  npoOieMHO-aHATUTHYECKOE  3aJaHue,
JOKYMEHTAIlMOHHOTO O0ECIIeYeHusl | TECTUPOBAHUE
YIPABIECHUS

3. | IIpaBoBoOe perynupoBaHue Onpoc,  npoOIEeMHO-aHAIUTUYECKOE  3a/laHue,
JEJIONPON3BOCTBA JUCITYT

4. | O6uue HOpPMBI U MpaBUIIA Onpoc,  npoOieMHO-aHATUTHYECKOE  3a/1aHue,
oopMIIEHHUS YIPABICHUECKUX MPAKTUYECKOE 3aJJaHHE, KEHC
JOKYMEHTOB

5. | OcobeHHOCTH TOATOTOBKU Onpoc, TecTupoBaHME, MPAKTUYECKOE 3aJlaHUE,
OpraHHU3aIOHHO- HCCIIEI0BATENbCKUNA MTPOEKT, AUCITYT
pacopsAUTEIbHBIX TOKYMEHTOB
opranuzanuu. Cucrema
CIPaBOYHO-MH(POPMALMOHHON U
aQHAJIMTUYECKOW JOKYMEHTAI1H.

6. | Cucrema opraHu3alMOHHO- Omnpoc, npakTuyeckoe 3aaHue, HHPOPMaIMOHHBIN
MIPaBOBOM JOKYMEHTALIUH MIPOEKT

7. | JJokyMeHTBI 11O JINYHOMY COCTaBY Omnpoc, npakTuyeckoe 3ajaHue, HHPOPMAIMOHHBIH

IIPOEKT, TECT




8. | Opranuzauus fokymMeHToo60opoTa. | Ompoc, TpakTUYECKOe 3aJaHue, KOHTPOJIbHAs
Cucrtemaru3zanus JOKyMEHTOB U UX | paboTa
XpaHeHue

9. | CoBpeMeHHOE JI€JI0BOE TUCHMO Omnpoc, nmpakTuyeckoe 3aaHue, HHPOPMAIMOHHBIH
MPOEKT

7.2 Tunosble KOHTPOJIbHBIE 3aJaHHSI MJIH HMHble MAaTEepPHAJbl, HE00X0JAUMbIE JJIS OIEHKH
3HAHHMH, YMEHHIi, HABBLIKOB M (HJIHM) ONBITA J1eATEJIbLHOCTH B IIPOIIECCE TEKYIIEr0 KOHTPOJIA

Tunosbie BONPOCHI

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

2.Ilpeamer u 3agauu Kypca.

3.Jloruueckasi CTpYKTypa IUCIHIUIMHBI, €€ MECTO B CHUCTEME IOATOTOBKH CIIELUAIKCTA,

MEXIPEIMETHBIC CBSI3U.

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

5. OcHOBHbIE TIOHSTHS ¥ OIpEICICHUS: JOKYMEHT: €ro CBOWcTBa H  (PyHKIUH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTO000POT.

Tunosbie Npo6/1eMHO-aHAIMTHYECKHE 3aJaHUSA

1. Ilpobremno-ananumuyeckoe 3a0anue:
1. HazoBuTe Bce BU/IbI JOKYMEHTOB M YKQXKUTE, [10 KAKUM ITPU3HAKaM OHM KJIacCU(UILIUPYIOTCA.
2. Haligute onpeneneHne J0KyMEHTa B TOCYAapCTBEHHOM CTaHAapTe.
3. CocraBbte Tabmuny «IloHAaTHE 10OKyMEHTa B HAYYHBIX AUCHUIUINHAX )
4.0mpenenute BUJ TOKyMEHTa: O(HUIHMATIbHbIC, TUYHBIE U TMYHOTO IPOUCXOXKICHHS

2. Ilpobnemno-ananumuueckoe 3a0anue:
1.CocraBbTe npukas (pacopspkeHue) o mpueme Bac Ha palory,
2.CocraBbTe IpUKa3 (pacnopsKeHHUE) O MEPEBOJIE Bac Ha IPYTryt0 padboTy
3. Cocrasbte [Ipuka3 (pacnopskeHue) o NpeoCTaBICHUH BaM OTITyCKa

3. Ilpobremno-ananumuueckoe 3a0anue:
1.CoctaBbTe rpaduK OTIYCKOB OpraHH3alMM cocTosed u3 15 COTpyTHHMKOB: 2 U3 KOTOPBIX
3aMECTUTENIN PYKOBOJIUTENS, OAWH- TJIaBHbIM Oyxrairep, 2 — OyXxrajirep M Kaccup, OJIUH —
CHELHATNUCT OT/eNa KaApoB, 5 — pabouNX-CMEHIIMKOB, 2-pa00THUKM Ha 8 yacoBoil pabouuil JeHsb,
0JiHa — yOOPpIIHIa, 2 — MEHEJKEPOB.
2. CocTaBbTe TIpUKa3 (pacropsbiKeHUE) O MIPEKPaIIeHUH ASHCTBUS TPYI0BOTO JOTOBOpa (KOHTPAKTA)
C BaMH.
3.CocraBbTe npuKa3 (pacopsiKEeHHE) O HAIIPABJIEHUU BaC B KOMAaHIUPOBKY
4.BoinumunTe KOMaHAMPOBOYHOE YJOCTOBEPEHHE PAOOTHUKY

4. ITpobneMHO-aHATUTUYECKOE 3a/laHUe:

1. Pa3Geiitecb Ha rpynmnbel 1o 4 4enoBeka M cocraBbTe llpaBuiia BHYTPEHHEro TpPYJOBOIO
pacriopsinika; IlonoxkeHue o 3amuTe NEpCcOHaNbHBIX AaHHBIX; IlojoxkeHue o0 orare Tpyna;
[TonoxxeHue o CTPYKTYpHBIX NojapasaeneHusx; [lonoxenue 06 arrectanuu
2. BeiOepuTe 0HY U3 KOHKPETHBIX JOJDKHOCTEH U COCTABbTE IOJDKHOCTHYIO HHCTPYKIIUIO
3. CocTaBbTe NMpUKa3 O MOOIIPEHUH paOOTHUKA.

5. Ilpobaemno-ananumuueckoe 3aoanue:
PazbeiiTecs Ha TpymImbl O 4 YeJIOBEKa M COCTaBhTE
1. ITonoxxeHne 0 NPEeMUPOBAHNY;
2. HCTpyKLHMIO 110 KaAPOBOMY AEJIONPOU3BOACTBY;
3. [Tonoxenue 06 oOleHKE MepCcoHaa;
4. ITonoxxenue 00 00ydeHUH;
5 Ilonoxxeuune 00 aganTanuu



6. [Ipobremuo-ananumuueckoe 3a0anue.
1. CocTaBbTe rpadguk JOKYMEHTOOO0POTa B KOHKPETHOM OpraHu3aiuu
2. Pa306etiTech Ha TpyNIIBI 110 4 YEIOBEKa U COCTaBHTE
- [Tonoxxenue o paboTe ¢ KapOBBIM PE3EPBOM;
- [Tonoxxenue o npeMUpoOBaHUU
7. [Ipobnemno-anarumuieckoe 3a0anue.
1.IIpeacraBbte CTpYKTYpy YcTaBa OpraHu3anuu
CocrasbTe:
2. [TocraHoOBJICHHE 110 KOHKPETHOMY COOBITHIO.
3. Penienue no KOHKPETHOM 3a71a4ye yIpaBICHUS.
8. IIpobnemno-ananumuueckoe 3a0anue:
1. CocTaBbTe MpuUKa3 1o KaApoOBOMY COCTaBY.
2. CocTaBbTe yKazaHUE M0 PEIICHUIO0 KOHKPETHOTO BOIPOCA.
3. CocTaBbTe pacHoOpsKEHHS 10 KOHKPETHOMY COTPYIHUKY
4. OdopmuTe MPOTOKOJI 3aceqaHMs COOpaHUS KOJJICKTUBA OPTaHU3AIHH.
9. Ilpobremno-ananumuueckoe 3a0anue:
1. CocTaBbTe aKkT O HApYILICHUU TPYAOBOTO JI0TOBOPAa KOHKPETHOTO COTPYIHUKA.
2. Onwumure ctpykTypy [lonoxeHus kak JOKyMeHTa
3. Onumute npaBuiia COCTaBICHUS HHCTPYKIIUN
10. Ilpobnemno-ananumuueckoe 3a0anue:
1. Ucnione3ys TUMIOBYIO (hopMy «0O1THil OJIaHK» 3alOIHUTE €.
2. Ucnonb3ys THIIOBYIO (hOopMy «OTaHK MHChbMay 3aIlOJIHUTE €€
3. Mcnionb3ys TUoBYIO (hopMy «OJTaHK KOHKPETHOTO BUA JOKYMEHTa) 3aIlOJIHUTE €€.

Tembl ucciIe10BaTeIbCKUX, TBOPUYECKHX MIPOEKTOB

Iloozomoeka uccnedosamenbcKux RPOEKmMos no Mmemam:
1.Micnonp30BaHne KOMITBIOTEPHBIX TEXHOJIOTUI MPU CO3JaHUU U 0()OPMIIEHUH JOKYMEHTOB.
2. DJEKTPOHHBINA JOKYMEHT U IpobiieMa ero IpaBoBOro CTaryca.
3. Oco0GeHHOCTH COTIacCOBaHUs JIEKTPOHHOIO JOKYMEHTA.
4. ndopmanimoHHO-CIIPaBOYHbIE JOKYMEHTHI — CIIPaBKH, aKThI, TOKJIAJIHbIE U 00bICHUTEIbHbBIE
3aMMCKH, JOBEPEHHOCTH, CIIy>KEOHbIE MHChMa, TeJe()OHOIPaMMBbI, TEIeTrpaMMbl, (paKcorpaMMbl
5. [Ipunanue 10pUAMIECKON CHIIBI JOKYMEHTY B JIGKTPOHHOU (hopme.
6. Ilpumenenue 0a3 AaHHBIX, I1A0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Tsopueckoe 3a0anue (c snemeHmamu 3cce)
Hammmure scce o teme:
1.Ponb apxuBOB B COXpaHEHHH JOKYMEHTOB
2. MexBe1oMCTBEHHbBIE, BEJIOMCTBEHHbIE apXUBbI. APXUBBI OpraHU3aIuii,
NPEANPUATHM, YIpexKICHUN. | 0Cy1apCTBEHHbIE apXUBBI
3. DAEKTPOHHBIN JOKYMEHTOOOOPOT: MOJIOKUTEIbHBIE U OTPUIATEIbHBIE YEPTHI

TunoBble 3aJaHUs K HHTCPAKTUBHBLIM 3aHATUAM

CpasnumenvHulii ananus 6 popme oucnyma
1.O1eKTpOHHBIH JOKYMEHTOOOOPOT: MOJ0KUTEIIbHBIE U OTPULIATEIbHBIC YEPThI
2. Mecto nucuuIuivHbl “OCHOBBI JIETONPOU3BOICTBA U IOKYMEHTO000pOT” B COBETCKOW U
COBPEMEHHOM cucTeMax MOATOTOBKH CIIELUAINCTA -YIIPaBJICHLA.

3aoanue no pewenuro ynpasnenueckou cumyayuu. Ketic 1
[Iponuio 3acemaHve WHBEHTAPU3ALMOHHOW KOMHCCHM 3aBOJa Ta30BOM ammaparypbl, Ha
KOTOPOM pacCMaTpuBalICsi BONPOC O pe3yJdbTaraX HWHBEHTapu3aluMu 1o ckiaagy Ne 2



BCIIOMOTaTeNbHbIX MaTepuasnoB. Ha 3acenaHny ObUIO MPUHATO MOCTAHOBJIEHUE 00 yTBEP)KICHHUH
pe3yJabTaTOB MHBEHTAPU3AaLlMM M OTHECEHUS 3a CYET 3aBEAYIOUIEr0 CKJIaJ0M HeIOoCTauu
BCIIOMOTaTeNbHBIX MaTepuagoB B cymme 365 Thic. py0., a TakKe 3aYUTAHbl CIUYUTEIIbHAS
BEZOMOCTH 10 ckiiamy Ne 2 u 0ObSICHUTENbHAs 3aMMCKa 3aBEAYIOIIETO CKIIaI0M.

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

- Kakue pekBU3NUTHI JOJIKEH BKIIOYATh JAHHbBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX 4acTell OH Iperoaraer?

- Kakue ¢aktuueckne naHHbIE 1OJIKHBI ObITh BHECEHBI B 3TOT JOKYMEHT?

Pewenue keiica.

ITo nToram 3aceganuii komMmuccuu cocrasisiercs [IpoTokon 3aceaHusi HHBEHTAPU3ALMOHHON
KOMUCCHH 110 PACCMOTPEHUIO PE3YIbTATOB MHBEHTapU3aLUH.

ITpoTOKOMI CONEPKUT CIENYIOUINE PEKBU3UTHI:

HAaUMEHOBAHME OpraHM3allMi; Ha3BaHWE BHJA JOKYMEHTa; Jara U HOMEp IIPOTOKOI]a;
3aroJIOBOK K TEKCTY; TEKCT; NOJANNCH YYaCTHUKOB; I'pU( yTBEpKACHHUA (B Clydae, KOr/ia MpOTOKOI
HOJUIEKUT YTBEPKICHHUIO).

[IpoTokoJ cOCTOUT M3 2 YacTeil: BBOAHOM U OCHOBHOIA.

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

1) Ha3BaHUsI TOKYMEHTA U NPEAIpUSATHUS.

2) yKa3aHHe 4JIEHOB KOMUCCUH U TpeAcenaTesl.

3) CIIMCOK BBICTYMAIOUIMX Ha 3aC€AaHUU KOMHUCCHUHU.

4) uTOr" MHBEHTAPHU3ALHH.

5) peuieHusi, KOTOpbIE ObLTH PUHSTHI.

6) 3aKJIF0YEHUE KOMUCCHHU.

7) UTOTH TOJIOCOBAHUSI (€CIIU OBLIN).

8) MeponpusATus, IPOBEJACHHBIE B IPOLIECCE MHBEHTapU3aLUH.

9) BbISIBIICHHBIE HAPYILLIEHUS U T€, KTO B HUX BUHOBAT (UMS U JTOJKHOCTB ).

10) nata 1 MECTO COCTaBJIEHUS POTOKOJIA.

11) noanucu npeacenaresns U ceKpeTapsi KOMUCCHU.

Keiic 2

B crpoutensHom koomepaTtuBe «CtpoiicepBuUc» Obul OOHapyXkeH (akT HENpaBUIBHOIO
UCIIOJIb30BAaHUSl CTPOUTENbHBIX OTX0A0B. [Ipum mnpoBepke padOTHl CKJIaJa MHIOMAaTEpHAlIOB
YCTAHOBJIEHBI (PaKThl OTIYCKA B KOTEJBHYIO JUIS CXKMTaHHMs OTXOJOB NMUJIOMAaTepHalioB UIMHHOU
cBbie 20 cMm.

- Kakoil 1OKyMEHT NIO3BOJINT PETJIAMEHTUPOBATH OTIIYCK CTPOUTEIBHBIX MaTEpUaioB?

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

- CKOJIBKO JTOJDKHOCTHBIX JIUIT JOJDKHBI OBITh OTBETCTBEHHBIMH 32 HCIIOJHEHHUE TaHHOTO
JOKyMeHTa?

- Kakune pekBU3NTHI JOJKEH BKIIIOYATh JAHHBIN TOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTell OH Ipejroaraer?

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

Pewenue keiica

JIOKYMEHT, KOTOpBIM IO3BOJIUT PErIaMEHTHPOBATh OTIYCK CTPOMTENIBHBIX MaTepUalioB -
ITpukas.

O0s3arenbHble MyHKTHI IPUKa3a: 1) MyHKTHI, B KOTOPBIX JAIOTCS MOPYYEHHS UCTIONHUTESIM
Y CPOKHU UCTIOJHEHHMS. 2) MyHKT O KOHTPOJIE UCIIOJIHEHUS TIPUKa3a.

OTBETCTBEHHBIM 32 UCIIOJHEHUE NPUKa3a ABJISETCSA OJHO JTOJKHOCTHOE JIUIIO.

[Ipuka3 nokeH BKIIOYaTh TaKWe PEKBU3HUTHI, KaK IIOJHOE HAUMEHOBaHHE KOMIIAHHH
COIJIaCHO JIEHCTBYIOIIEMY YCTaBY; OpraHM3allMOHHO-TIpaBOBas (opMa; MECTO COCTABICHHS WU
U3JIaHUS; PEruCTPallMOHHBIM HOMEp, YKa3aHHBIM B JKypHajle pPEerucTpaluy; HauMEHOBaHUE BHJIA
JIOKYMEHTA; 3arojIoBOK; TEKCT; JaTa CO3/laHus; JaTa IOJIUCAHUS MOINUCh PYKOBOAMTENS C



pactrpOBKOI; OTMETKH O HAIMYWHU TIPUIIOKEHUH;

[Ipuka3 Brmoyaer B ceds JBE CTPYKTypHBIE YaCTH: KOHCTaTHPYIOUIYI0 U
pacropsiAUTEIbHYIO.

B 3TOT 1OKYMEHT JOIKHBI OBITH BHECEHBI (haKTHUeCKUE NaHHbIe [[puunHbI 1 TOpydeHusl.

AHnanumuueckue 3a0anus

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

2 HUcmomezys T'OCT P 6.30-2003  VauduuupoBaHHBIE  CHCTEMBI  JIOKyMEHTAIIWH.
YHuHUIMpoBaHHas CHCTEMa OPTraHU3aIMOHHO-PACIOPSAUTENBHON JOKyMeHTanuu. TpeboBaHus K
opopmiieHnio  OKyMeHTOB, chopmymupyiite mnpaBmia  OQOPMICHHS ~ OPraHU3AIMOHHO-
pacropsaUTeIbHON TOKyMEHTAUN

3. Mcnonb3yst KOHKPETHBIH JOKYMEHT, IEPEYHUCIIUTE PEKBU3HTHI.

4. CocTaBbTe CXEMY PaCTOPKEHHS TPYIOBOTO JOTOBOPA IO HHUITMATHBE PAOOTHUKA.

5. Haueptute cxemy TOKyMEHTOO0OPOTa B OPraHU3aLUuH

6. CocTaBbTe HHCTPYKIIMIO IO COCTABICHUIO HOMEHKJIATYPHI ACII.

7. 3anumuTe rpaBuiia paboThl ¢ JOKYMEHTaMH COAEPKAIIMMHU KOH(DHUICHINAIBHYIO HH(OPMAIIHIO.

TumnoBslie TeCTHI
1.Kakoe cyxxaenue ommuOouHO:
«IIoaMMHHUK TOKyMEHTA BCErAA. .. »
A) opopmitsiercs Ha OaHKe, b) umeer nmoanuck MOJTHOMOYHOTO JIUIIA,
B) umeer perucrpanuonsbie moMeTky, ') Bceraa umeet (repOoByO HIIM IPOCTYIO) TICYaTh.

2.1IpocThIM MO COJEPKAHUIO HA3bIBAETCS JIOKYMEHT, KOTOPBIH ...

A) He TpeOyeT 3HaUUTEIHbHOIO BPEMEHH Ha ero o0paboTKy,

b) He TpeOyeT MoAroTOBKM Ha HETO OTBETa, B) COEPKUT B TEKCTE TOIBKO OJUH BOIIPOC,
I') opopmnen Ha popmate Oymaru AS.

3. lyOonuKaT TOKyMeHTa

A) ¥MeeT paBHYIO € NOJJIMHHBIM JOKYMEHTOM IOPUAMUYECKYIO CHITY,

b) He umeeT 10pUINYECKYIO CUITY KaK MOJUIMHHBIN TOKYMEHT,

B) Bocipon3BOANT OCHOBHYIO YaCTh IJIABHBIX PEKBU3UTOB MOJIMHHOTO IOKYMEHTA,
I') NOMHOCTBIO BOCIIPOU3BOJUT MOIMHHBINA JOKYMEHT.

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

A) 7151 KOTOPOTr'O YCTaHABIMBAETCS CPOK UCIIOIHEHMS,

b) xoTopslii TpeOyeT 11 0TBEeTa JOMOIHUTEIBHOTO UCCIIEA0BAHMS,
B) xoTOopHIii HanpaBIIIeTCs B BHILIECTOSIIIYIO OPTaHU3ALIHIO.

5.J10KyMeHTO000pOT — 3TO

A) IBHXKEHHE JOKYMEHTOB Ha MPEINpPUATHH C MOMEHTa IOJYyYEHHUs WM CO3AaHUS 10
3aBCPIICHUS, WJIN OTIIPABKHU

b) nepeueHb TOMKHOCTHBIX JIUL, OCYIIECTBISIONUX C JaHHBIM JJOKYMEHTOM OIEpaLUH.

B) nepeuens onepainii, KOTOpbIE BBIIOIHSIIOTCS C JOKYMEHTOM B OPraHU3aIUH.

6.1ToAroToBNIEHHOE 711 CITaYU B APXUB JIEJIO UMEET:

A) pacmoiiokeHHe JOKYMEHTOB B XPOHOJIOTHUYECKOM MOCIIEI0BATENBHOCTH,

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



7.KoHBepTHI TOCTIE BCKPBITUST YHUUTOXKAIOTCS

A) Bcerna,

b) Tonpko, ecau MECbMO B JaHHOM KOHBepTe odopmieHo Ha OnaHke, B) kpome mucem u
)Kajo0 rpakaaH, v Ip. OCOOBIX CITy4acs,

I') HuKOr1a HE YHUUTOXKAIOTCSL.

8.HomeHkmartypa fienn He peycMaTpruBaeT:
A) nepevyeHb KOHKPETHBIX HAUMEHOBAHUH 1€,
b) cpoxoB xpanenus nen,

B) unnekc (mopsakoBeIii HOMeEp) ena,

I') cpok nmpencraBieHus iena B apXUB.

9.CambIM pacmpocTpaHeHHBIM (opmMaToM Oymaru, UCTHOJIB3YEeMBIM B JIEJIOMPOU3BOJICTBE
opranuzanuu Poccuiickoit penepaunu, spnsercs popmat
A) B3 b) A4 B) AS I') B6

10.ITpu odopmiileHnn opraHU3aLMOHHO-PACIOPAIUTENBHBIX JIOKYMEHTOB HE pa3periaercs
noBopauynBathk Ha 90 rpanycoB JucT Gopmata
A) A3 b) A4 B) AS

TunoBbie BOIIPOCHI K KOHTPOJILHBIM paﬁoTaM

. Buibl TOKyMEHTOB M HX KJIACCHU(PUKAIHS

. CocraB ynpaBieHYECKUX JTOKYMEHTOB.

. TloHsiTHE CUCTEMBI JOKYMCHTAIIHH.

. qDYHKIII/IOHaJII)HI)IG M OTPACJICBBIC CUCTEMbI JOKYMCHTAIIUN

. YHU}UKAIUS ¥ CTaHAapPTU3ALNS YIIPABICHUECKUX JJOKYMECHTOB

DN D W N =

Tunosble npod/jieMHbIe 3a1a4N:

3amaua 1.

[ToaroroBbTe mpHka3 00 UTOrax peBU3MHM (PUHAHCOBOTO ydyeTa. B kKoHCTaTtupyromiei 4acTtu
YKa)XKUTE, 4TO peBU3MEN OOHapyXeHbl (akThl rpyOOro HapyleHus: GUHAHCOBOTO y4yeTa: HEeT ydera
M OTYETHOCTH IO KOMaHJMPOBKAM, OTCYTCTBYET XXypHajl ydera AoBepeHHocTed. Hemocraromme
PEKBU3UTHI YKAXKUTE CAMOCTOSATEIIBHO.

Tunosbie CHTYallHOHHbIE 32124 U
3apaua 1.
B ¢upmy nocrynmuio aBa KOHBepTa, aJpeCcOBAHHBIX T'€HEPATBLHOMY ITUPEKTOPY, OJIUH

KOHBEPT C PEKJIAMHOM aKIMeil, TBe MOChUIKH U3 (PUIINATIOB.
O06paboTaiiTe MO3TATHO BXOSIIYIO KOPPECTIOHICHITHIO.

3amaua 2.

1) B dunman noctynmio nucbMo-3amnpoc OT pyKOBOJICTBA XOJIUHTA.
Co3paiiTe OTBET Ha BXOAAIIEE MUCHMO-3aIPOC, UCTIONb3YS CIPABOYHYIO HH(POPMALIUIO.



2) B sHBape Oynymiero roja COCTOUTCS KOH(EPEHIWs, MOCBAINICHHAs WHHOBAIMSIM B
skoHOMHKe. HeoOxommmMo co3maTh W pa3ociarh MHUCHMO-TIPUTIIANICHHE HA MPEACTOSIIYIO
KOH(epeHIHro.

Tunosble TEeCThI

1. [Ipu kakom pacnosioxeHuu pekBu3nuThl "HanmeHnoBanue opranuzauuu’, "Bua
JOKyMeHTa" U Apyrue HeoOX0MMbIe PEKBU3HUTHI Ha OJIAHKE Pa3MEIIA0TCS B BEPXHEM JIEBOM YIIIy:

Bri6epute o1H OTBET:

A) Ipo10JIbHOE

b) yrnosoe

B) nentpupoBannoe

2. JInd KakuX JOKYMEHTOB 00s13aTeIeH PEKBU3UT «Aipecary:
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) Hara corinacoBanus

I') Jata noxnucanus

4. Bri6epuTte anemenTs! pekBusnuta «I'pud yrBepxacHusI»:
BriOepure oMH WM HECKOJIBKO OTBETOB:

A) Ioanuck

b) JlomKHOCTD JM1Ia, YTBEPHKAAIOLIET0 JOKYMEHT

B) Ileuats opranuszanuu

J1) Bussl cornacoBanus

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

A) T'apanTuiinble 00s13aTeNIbCTBAa OpraHU3auU

b) JlomkHOCTD JM1Ia, YTBEPKAAIOLIET0 JOKYMEHT

B) IIpuém, nepeBos 1 yBOJIbHEHNE COTPYJHUKOB OpraHU3aINH
I') AxTbl Ipuéma u nepeadv 00bEKTOB

6. OcHoBHBIE QyHKIINH, KOTOpBIEe oOecnieunBaetr JJOVY:
A) ninaHupoBaHue

b) opranu3zaioHHO-pacnopsAUTENbHAs 1S TEbHOCTh

B) yuér u oTuétHOCTD, PUHAHCHpOBaHUE

7. Homenknartypa nen npencraBiser coOom:

A) Crincox 3aroj0BKOB (HaMMEHOBaHMI) J€J1, 3aBOAUMBIX Ha IPEAIPUITHN C YKa3aHUEM UX
CPOKOB XpaHEHHUs

b) I'apanTuiinble nucbMa opraHu3aluu

B) I'pud yTBepxneHus pykoBOAUTENS OpraHU3aluu

I') Cpoku XpaHEeHUs TOKyMEHTOB



8. bnank noxkymeHTa — 3T0:
A) HecTaHIAPTHBINA JIUCT OyMark, Ha KOTOPOM BOCIPOHM3BOANTCS MOCTOSHHAS HH(OpMALUs

JOKYMEHTa ¥ €CTh MECTO JJIsl IEPEMEHHOM UH (popMaluu

b) crannapthblil tucT Oymaru, Ha KOTOPOM BOCIIPOU3BOAMUTCS MOCTOSTHHAS HH(pOpMAIs

JIOKYMEHTa ¥ €CTh MECTO ISl IEPEMEHHOM UH (popMaluu

MM;

B) npyroe

9. baanku umerot mosist (corimacuo 'OCT p 7.0.97-2016):

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

b) nesoe — 10 Mmm; paBoe u HIKHEe — HE MeHee 20 MM; BepxHee — He MeHee 10 mMvm;

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

10. PexBU3UT — 00513aTEIbHBIN JIEMEHT:
A) npucyimuii onpeaeseHHOMY BUAY 10KYMEHTA,
b) npucymuii To1bKO OpraHu3alMOHHON JOKYMEHTAIUH;
B) npucymuii Tonpko nucbMam;

11.  ®opmynsap-obpaser — 3T0:
A) COBOKYITHOCTb HE PEKBH3HTOB, a MOJIIHUCEH
B) COBOKYITHOCTB pacoOI0KEHHBIX B ONPEICICHHON MOCIEI0BATEILHOCTH PEKBU3UTOB,

MMpUCymux BCEM BUJAaM JOKYMCHTOB;

B) HomeHnkiiaTypa z1es opraHu3aium

12. K pacniopsautensHbIM JOKYMEHTAM, U3/1aBAEMbBIM B YCIIOBHSIX SAMHOIMYIHOTO
MIPUHATHS PEIICHUS, OTHOCSATCS:

A) nenoBbie MUChMa

b) nmpukassr

B) noxnannbie 3anmucku

13.  TpeGoBanus, MPEABSBISIEMBIE K JIOKYMEHTOOOOPOTY:
A). IPIMOTOYHOCTH JABIKEHUS JOKYMEHTOB (JOKYMEHT KpaTyalIliiM MyTeM MOonaaaeT K

HCIIOJIHUTCIIIO, BO3BPATHBIC IIEPEMCIICHUSA JOKYMCHTOB I/ICKJ'IIO‘IGHI)I);

E) pacnpeaciiCHue JOKYMCHTOB MCKAY PYKOBOAUTCIISIMU U CTICHUAJIMCTAMU COTJIACHO UX

(GYHKIIMOHAJIBHBIM 00S3aHHOCTSIM;

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

JEHCTBUS UCKIIIOUEHBI) U €IMHOOOpa3ue MapuipyTa JBUKEHHUS TOKYMEHTOB U TEXHUYECKUX
OIepaluii ¢ HUMH, OJHOKPAaTHOCTh KaXI0W OIEPALINH;

I') Bce BbILIENIEpEUNCIIEHHBIE

14.  JIng xakoro BuAa JOKyMeHTa pekBU3UT «HanMeHoBaHMe BUIa JOKYMEHTa» He

YKa3bIBaCTCA:

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

B) nucemo;

I') oTuér.

15.  I'me xpaHsTCs Jena Mo UCTEYEHUH CPOKA TEKYIIETro XpaHeHHS:
A) B apxuBe;

b) y pykoBoauTens opraHu3anuy;

B) y cekpetaps pykoBOAMTENSI OpraHU3allH;



I') nonnexxar aHHYTMPOBAHUIO.

7.3 MeTroauueckne MaTepuaJbl, ONpeaeJasionye Npoueaiypsbl OeHHBAHNS 3HAHMI, YMEHUI,
HABBLIKOB U (MJIM) ONBITA AeATEIbLHOCTH

Bce 3anmanus, ucmonb3yemble Ui TEKYIIETO KOHTPOJIS (OPMHPOBAHUS KOMITETCHIUH
YCIIOBHO MO>KHO Pa3/I€JIUTh Ha IBE IPYIIIbL:

1. 3a/laHusl, KOTOPbIE B CHJIy CBOMX OCOOEHHOCTEW MOT'YT OBbITh PEATM30BaHbl TOJILKO B
nporecce oOydeHMs] Ha 3aHATUAX (HapUMep, IUCKycCUs, KPYIJIBIA CTOJ, AMCIYT, MHUHH-
KOH(epeHIHs);

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

BeinonHenue Bcex 3afaHui SIBISETCS HEOOXOAUMBIM JUIsl (OPMHUPOBAHHUS U KOHTPOJIS
3HaHUH, yMEHUH U HaBBIKOB. [l03TOMY, B Cilyuae HEBBINOJIHEHHUS 33JaHUN B mpolecce 00ydeHHUS,
UX HeoOXoAMMO «OoTpaboTaTe» 10 3aueTa (dK3ameHa). Bua 3ajgaHuii, KOTOpble HEOOXOIMMO
BBIIIOJIHUTD JUIsSl JIUKBUJALMM «33J0JKEHHOCTH» OIPENESIeTCsl B MHAMBUAYAJIBHOM IOPSIKE, C
Y4€TOM NPUYHMH HEBBIIOJHEHUS.

1. TpeGoBaHue K TeOPEeTHYECKOMY YCTHOMY OTBETY

Onenka 3HaHWi npeanonaraet Iup(GepeHIUPOBAHHBI MOIX0A K CTYIEHTY, YYeT €ro
WHJIMBHIyJIbHBIX CIIOCOOHOCTEH, CTENeHb YCBOCHUS W CHUCTEMAaTH3alliM OCHOBHBIX TOHSTUH U
KaTel“OpI/Iﬁ 10 JUCHUIIJIIMHE. KpOMe TOI'0O, OI€HUBACTCsI HE TOJIBKO FHY6I/IH8, 3HAHUM MOCTaBICHHBIX
BOIIPOCOB, HO U YMEHHE HCII0JIb30BaTh B OTBETE MpaKkTUUecKui MaTepuai. OLeHUBaeTcsl KyJlbTypa
peuu, BIIaJIeHUEe HABBIKAMH OPAaTOPCKOTO UCKYCCTBA.

Kpumepuu oyenusanus: MOCIEA0BATEIBHOCTD, MOJTHOTA, JJOTHYHOCTh M3JIOKCHUS, aHAIIU3
pasIMYHBIX ~TOYEK 3PEHHs, CaMOCTOATEJbHOE O0OOLIeHHWe MaTepuaia, HCIIOJIb30BAHUE
npodecCHOHANBHBIX TEPMUHOB, KYJIbTypa PE4H, HABBIKM OPAaTOPCKOrO HMCKyccTBa. M3nmoxkeHue
MaTepuaia 0e3 (pakTHUeCKHUX OLIUOOK.

OneHka «omauuno» CTaBUTCA B ciydae, KOTJa MaTepual H3JIaraeTcs HMCUYepIbIBAIOILE,
MOCJIEIOBATEIFHO, TPAMOTHO W JIOTHYECKH CTPOWHO, TPH AITOM PACKPBIBAIOTCS  HE TOJIBKO
OCHOBHBIC MTOHATHUS, HO U aHAJIU3UPYIOTCS TOYKHU 3PEHUS PAa3IMYHbIX aBTOpoB. OOyuaromuiics He
3aTPYIHSIETCS C OTBETOM, COOJIIOAACT KYJIBbTYPY PEeUH.

OneHka «xopouto» CTaBUTCS, €CIM 00YJarOIMICS TBEPJO 3HAET MaTepHall, FpaMOTHO U IO
CYIIECTBY M3JIaraeT €ro, 3HaeT NpPaKTHYecKylo 0a3y, HO INpH OTBETE Ha BOMPOC JOMYCKAET
HECYILECTBEHHbIE TOTPELTHOCTH.

OueHka «y0osnemeopumenbHoy CTaBUTCSA, €CIH 00yJarOIINiics OCBOMI TOJIHKO OCHOBHOM
MaTepHal, HO He 3HaeT OTJEJbHBIX JAeTalei, JI0MyCKaeT HETOYHOCTH, HEAOCTATOUYHO MPaBUIIbHbIE
(GOopMyIHpPOBKH, HapyIIaeT IOCIEJOBATEIbHOCTh B HU3JIOKEHHM  MaTepuana, 3aTpynHseTcs C
OTBETaMM, IOKa3bIBa€T OTCYTCTBHE JOJDKHOM CBS3M MEXJy aHaIW30M, apryMeHTalued u
BbIBOIaMMU.

OneHka «Heyoognemeopumenvhoy CTAaBUTCS, €CIM OOydarolMiics He OTBeYaeT Ha
MMOCTAaBJICHHBIC BOMPOCHI.

2. TBopueckue 3agaHus

Occe — 310 HeOOmbHIag MO 00BbEeMy 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, CIIEHTa,
n1abnoHHbIX Ppa3. O6veM 3cce cocraBisieT mpuMepHo 2 — 2,5 crp. 12 mpudToM ¢ oIUHAPHBIM
UHTEpBaIOM (0€3 ydera TUTYJILHOTO JICTA).

Kpumepuu oyenusanus - OlleHKa YYUTHIBAET COONIOJICHHE >KAHPOBOW CIEIU(PHKH 3CCe,
HaJIMYUE JIOTUYECKOM CTPYKTYpbI IOCTPOCHHUS TEKCTA, HATNYHNE aBTOPCKON MO3HIINH, €€ HAyYHOCTh U
CBSI3b C COBPEMEHHBIM TIOHMMAaHHEM BOIMPOCA, aJIEKBATHOCTh ApTYMEHTOB, CTHIIb W3JI0KEHHS,



opopmiierre pabotel. CrieyeT MOMHUTBH, YTO TpsSMOE 3auMCTBOBaHHE (0€3 OhOpMIICHHS IIUTAT)
TekcTa U3 VIHTepHeTa Win 3JeKTPOHHOIN OMONINOTEKH HETOIYCTUMO.

OneHka «omauynO» CTaBUTCS B CiIy4ae, KOT/Ia OMNpPENCNseTCs: HAIWYHE JIOTUYECKOH
CTPYKTYpPhl TIOCTPOCHHSI TEKCTa (BCTYIUIEHHE C TIOCTAHOBKOW MPOOJIEMBI; OCHOBHAs 4acTh,
pa3jieJicHHass MO0 OCHOBHBIM HJIESIM; 3aKJIIOYCHHE C BBIBOJAMH, TOJIYYCHHBIMH B pE3yJbTare
pacCcyXJIeHHUs); HaJIN4he YEeTKO ONPEICIICHHON JIMYHOW IMO3UIMU TI0 TeME 1CCE;, aIeKBAaTHOCTh
apryMEHTOB P 00OCHOBAHUY JIMYHOM MO3HIINHU, CTHIIb U3JI0KCHUS.

OneHka «xopowio» CTaBUTCS, KOrna B IICJIOM OMNpPEACISACTCS: HAIMYUE JIOTHYECKOU
CTPYKTYPBI TIOCTPOCHHSI TEKCTa (BCTYIUICHHE C IIOCTAaHOBKOW MPOOJIEMBI; OCHOBHAs 4YacTh,
pa3aciicHHasA 110 OCHOBHBIM HACAM; 3aKJIOUYCHUC C BbIBOJaMH, IIOJTYYCHHBIMHU B PE3YJIbTATC
paccyKICeHHUs); HO HE TPOCICIKUBACTCS HAJTHMYUE YETKO ONMPEICIICHHON JIMYHON MO3UIIUU IO TEME
acce; He JOCTATOYHO apryMEHTOB MTPH 0OOCHOBAHUY JIMYHON TIO3HIIHH.

OmneHka «yoogremeopumenbHo» CTaBUTCS, KOTHa B ICJIOM ONpEICISACTCS: HaTHMUne
JIOTUYECKOU CTPYKTYpPBI MOCTPOCHHSI TEKCTa (BCTYIUICHHE C TIOCTAHOBKOW MPOOJIEMBI; OCHOBHAS
4acTh, paslielieHHas 10 OCHOBHBIM HJEsAM; 3akiodeHue). Ho He MpoClie)KMBAIOTCS  YETKHE
BBIBOJIbI, HAPYHIACTCA CTUJIb U3JIOKCHU.

OneHka «Heyoos1emeopumenbHo» CTABUTCS, €CIIM HE BBIIIOJIHEHBI HUKaKUe TPEOOBaHUSI.

3. TpeOoBaHne K pelICHUI0 CUTYallHOHHOHW, mpodJeMHOM 3axaum (Keiic-
H3MEPUTEJIHN)

CTyneHT JOMKEeH YMEeTh BBLICNTUTh OCHOBHBIE TOJIOXKEHUS W3 TEKCTa 3aJadyd, KOTOphIe
TpeOyIOT aHalu3a U CIy’KaT YCIOBUAMHU pelieHus. Mcxonas u3 mocTaBieHHOro BOIIpoca B 3ajaue,
MOMBITATHCS MAKCUMAIIBHO TOYHO ONPEAETUTH MPoOJIeMy M COOTBETCTBEHHO PEILIUTH €€.

3anauu JAOJDKHBI peliaTbCsl CTYAEHTaMM NUCbMEHHO. [Ipu pelieHuun 3aiad Takxke Ba)KHO
MPAaBUIIbHO CPOPMYIMPOBATH U 3aIHCATh BOIIPOCHI, HAUMHAS ¢ Oojiee 00IUX U, KOHYAs YACTHBIMHU.

Kpumepuu oyenueéanus — oueHKa y4UTBIBA€T METOJBI M CPEACTBA, MCIOJB30BAHHBIE MPU
peIIeHUU CUTYAI[MOHHOM, MPOOJIEeMHON 3aJauu.

OneHka «omauyHO» CTaBUTCA B cllydae, KOrjJa oOydarolMiCs BBIIOIHWI 3a/laHue (peru
3aJavy), HUCIHONB3YysS B IOJTHOM OOBEME TEOPETHYECKHE 3HAHUA U MPAKTUYECKHUE HaBBIKU,
MOJIyYEHHBIE B MpoIecce 00ydeHusI.

OreHka «xopouio» CTaBUTCS, eciau 00y4yaroIIUNCs B 1IEJIOM BBINOJHWI Bce TpeOOBaHUS, HO
HE COBCEM YETKO ONpEIENIeTCs ONopa Ha TEOPETUYECKHE IOJIOKEHUS, W3JI0)KEHHbIE B HAy4YHOI
JUTEpaType MO0 JAHHOMY BOIIPOCY.

OneHka «yoognemeopumenbHoy» CTaBUTCA, €CIM O0yYaromMiics IMOKa3all MOJIOKUTEIbHbIE
pE3yJIBTaThl B IIPOLIECCE PELICHMS 3a1a4H.

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

4. HNuTepakTHBHBbIE 32 1aHUS

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

Heo6xoanMo pa30oHThCS HA HECKOJIBKO KOMaH/, KOTOPBIE MOJDKHBI MMOOYEPETHO BHICKA3aTh
CBOE MHEHHE M0 KaXJAOMY M3 3aJaHHBIX BONPOCOB. MHEHHE BBICKa3bIBAIOLICHCS KOMAaHIbI
3aCUHMTHIBACTCS, €CIIM TPOTHUBOIMOIOKHAS KOMaHJa HE OINPOBEPTHET €ro KOHTPapryMEHTaMHU.
Komanna, ybe MHEHHE 3aCUMTaHO KaK BEpHOE (He MOJy4YHSIO YOeIUTEIbHBIX KOHTPAPTYMEHTOB OT
NPOTHBOMNOJOXHBIX KOMaHJ), Toiy4daeT onauH Oamn. Kowmanma, ompoBeprHyBias MHEHHE
IPOTHBOIOJIOXKHONH KOMaHJbl CBOMMH KOHTpapryMEHTaMH, TaKKe IOJIydyaeT OJUH Oasul.
[To6exmaeT KoMaH/1a, MOTYIHBIIAsT MAKCHMAIbHOE KOINYECTBO OAIIOB.

PoneBas urpa xak mpaBwio umeeT (palyiny (cuTyaruio, Kasyc), paclpelessioTcs poiiy,
ITOATOTOBKA OCYIECTBIIECTCA 3a 2-3 HEIeIU J0 MPOBEACHUS UTPHI.

Kpumepuu oyenusanusi — olleHUBAIOTCS JIEHCTBHS BCEX YYaCTHHKOB rpymnmbl. [ToHnmanue
npoOJeMbl, BBICKAa3bIBAHUS W JIEHCTBHUSA TIOJIHOCTBIO COOTBETCTBYIOT 3a/laHHBIM  IIEJISIM.



CooTBeTCTBHE pEATbHON JEHCTBUTEILHOCTH PEIICHHUH, BHIpAaOOTAHHBIX B XO0J.I¢ WTphl. Bramenwue
TEPMHUHOJIOTHEH, JEMOHCTpAlUs BIAJCHUS YYEOHBIM MaTepHalioM IO TEME WIPHI, BJIaJICHUE
METOJIJaMH apryMeHTallud, yMeHue paboTaTh B rpymne (yMEHHE CIyllaTh, KOHCTPYKTUBHO BECTH
Oecemy, yOexnarh, YIpaBIsTh BPEMEHEM, OCCKOH(IMKTHO OOIAThCS), JOCTHUKCHHE HIPOBBIX
1enei, (COOTBETCTBUE POJIM — IIPU POJIEBOM UTrpe). SICHOCTB M CTUJIb U3JIOKEHHUS.

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

OneHka «xopouioy CTaBUTCS, €clid OOy4aroniyecs: B LIEJIOM JAEMOHCTPUPYIOT MOHMMAaHUE
poOJIEMbl, BBHICKA3bIBAaHUS U JICMCTBUS MOJIHOCTHIO COOTBETCTBYIOT 3aJaHHBIM IeyiaM. Perienus,
BbIpa0OTaHHBIE B XOJ€ HUIPbI, MOJHOCTHIO COOTBETCTBYIOT pealbHOW JedcTBUTENbHOCTH. Ho
HEKOTOpBIC OOBSICHEHHSI HE COBCEM apryMEHTHUPOBAHBI, HAPYIICHBI HOPMBI OOIICHHUS, HAPYIICHBI
BpPEMEHHbIE PAMKH, HAPYIIEH CTUJIb U3JI0KECHHUSL.

OneHka «yooenemeopumenbHoy CTaBUTCS, €CIU O0ydaroIUecs B LEIOM JEMOHCTPUPYIOT
MOHMMAaHHE NPOOJIEMBbl, BbICKA3bIBAaHUS U JCHCTBHS B LIEJIOM COOTBETCTBYIOT 33JaHHBIM IIEIISIM.
OpnnHako, pemieHWs, BBIPAa0OTaHHBIE B XOJIEC WIPHI, HE COBCEM  COOTBETCTBYIOT pEaIbHOMN
neiictBuTenbHOCTH. HekoTopble 00bsCHEHUS HE COBCEM apryMEHTHPOBAHbI, HAPYILIEHBI BpEMEHHbBIE
paMKH, HAPYIIEH CTUIIb U3JI0KEHUSI.

OneHka «HeyOdosremseopumenvHo» CTaBUTCS, €ClIM 00ydJaroluecss He MOHUMAIOT IpobiieMy,
UX BBICKA3bIBAaHUSI HE COOTBETCTBYIOT 3aaHHBIM LIEIISIM.

5.  KommiekcHoe npo6/ieMHO-aHAJINTHYECKOE 3aJaHHe

3ajaHue HOCHUT NPOOJIEMHO-aHAJMTUYECKUHM XapakTep M BBINOJHAETCS B Tpu dTama. Ha
MEPBOM M3 HUX HEOOXOIUMO 03HAKOMHTHCS CO CIIEIMAILHOM JIMTEPATYpPOH.

[lenecooOpa3HO Take MOBTOPUTH Y4e€OHbIE MaTepHaibl JEKIHH U CEMUHAPCKUX 3aHATUN
10 TEMaM, B paMKax KOTOPBIX MPEIaraeTcs BHIIIOJHEHUE TaHHOTO 3a/1aHNUS.

Ha BTOopoM »sTame BbINOJHEHHUS pabOThl HEOOXOAUMO CHOPMYIUpPOBaTH HpodiIeMy U
U3JIO)KUTh aBTOPCKYIO BEPCHUI0 €€ pEeUIeHUs, Ha OCHOBE IIOJIyYEHHON Ha IIepBOM JTame
uHpopmanuu.

Tpernii stanm pa®oThl 3akiao4aercss B (OPMYITHPOBKE COOCTBEHHOH TOYKH 3pEHHS IO
npobneme. Pe3ynbTar Tperbero sramna oopmisieTcs B BUAE aHAIUTUYECKON 3amucku (00bem: 2-
2,5 crp.; 14 wipudrt, 1,5 unrepan).

Kpumepuii oyenusanus - OIEHKA yYUTHIBAET: IOHUMaHHUE MPOOIEMbl, YPOBEHb PACKPBITHS
MIOCTaBJIEHHOW MPOOJIEMBI B IJIOCKOCTH TEOPUHU U3ydaeMOM TUCHUIUIMHBI, yMEeHUE (pOopMyaupoBaTh
U apryMEHTHUPOBAHO NPEACTABIATh COOCTBEHHYIO TOUKY 3PEHUS, BHIIIOJIHEHUE BCEX ITANOB PAOOTHI.

OneHka «omauunO» CTaBUTCS B ciyyae, Korja oOydarolluics JEMOHCTPUPYET MOJIHOE
NOHMMaHHe NpobJIeMbl, Bce TpeOOBaHMSI, IPEAbIBISEMbIE K 3a/1aHUI0 BHIITOJHEHBI.

OneHka «xopowio» CTaBUTCA, €CJIM OOydYaroIMiics JEMOHCTPUPYET 3HAUYUTEIbHOE
NOHMMaHHe NpoOJIeMbl, Bce TpeOOBaHMS, IPEAbABISEMbIC K 3a/JaHUIO BHIIIOTHEHBI.

OneHka «yoosnemeopumenbHo» CTaBUTCS, €CIU 00y4aromUics, 1EMOHCTPUPYET YaCTUYHOE
OHUMaHHe NpoOsIeMbl, OOJIBIIMHCTBO TPEOOBAHUMN, PEABABISIEMBIX K 33/1aHUIO0, BHITOTHEHbI

OueHka «HeyOoosremgeopumenvHoy CTaBUTCS, €CIM OOy4aroUIUiics JAEMOHCTPUPYET
HEMOHUMaHue MpoOJIeMbl, MHOTHE TPeOOBaHUS, IPEIbBIsEMbIE K 33/1aHUI0, HE BBIITOJHEHBI.

6. HccienoBarebCKuii MpoeKT

Hccneoosamenvckuii npoekm — TIPOEKT, CTPYKTypa KOTOpOro mpuOnmxeHa k Qopmary
HAYYHOTO WCCIICJIOBAaHUS W COJCPKUT JIOKAa3aTeNbCTBO AKTyalbHOCTH W30paHHOH TEMBI,
oTpesieieHne Hay4yHOU MpoOJeMbl, MpeaIMeTa U 00bEeKTa UCCIIEAOBAHMS, LeJIel U 3a/1a4, METOJIOB,
HCTOYHUKOB, HcTOpuorpaduu, 060011eHre pe3yabTaTOB, BHIBO/IBI.

Pe3ynbpTaThl BBIMOJIHEHUS MCCIIENOBATENBLCKOTO IMpOoeKTa odopmisieTcss B BUAE pedepaTa
(o6bem: 12-15 ctpanun; 14 mpudrt, 1,5 uarepsan).

Kpumepuu oyenusanus - TIOCKOIBKY  CTPYKTYpa UCCIIEI0BATENILCKOTO MPOEKTa
MaKCHUMaJbHO TMPHONMKEHa K dbopmary HaAYYHOTO WCCIEIOBAHUS, TO TMPH BHICTABICHUU



YUUTBHIBA€TCSI  JOKA3aTEeIbCTBO aKTYaJIbHOCTH TEMbl HCCIEOBaHUS, OMNpENeTIeHUe HaydHOU
npoOyieMbl, O0BEKTa W TMpeIMeTa WCCIEeIOBaHUS, IeNed H 3adad, HCTOYHUKOB, METOJIOB
UCCJICIOBAHMsI, BBIIBMIKCHHE TUIIOTE3bl, 000OIIEHHE pe3ysbTaToB U (HOPMYyTUPOBAHUE BHIBOJIOB,
0003Ha4YeHNE MIEPCIIEKTUB 1aIbHENILIEr0 NCCIEIOBAHMSL.

OneHka «omauuHO» CTaBUTCS B ciyyae, Korja oOydarolIuics JEMOHCTPHUPYET MOJIHOE
MOHMMAaHUE TPOOJIEMBI, Bce TPEOOBAHMSI, IPEABSBIIEMbIC K 32/IaHUO BBITOJIHECHBI.

OneHka «xopowio» CTaBUTCA, €CIM OOYyYalOIIMiCS JEMOHCTPUPYET 3HAUYUTEIbHOE
MOHMMAaHUE TPOOJIEMBI, Bce TPEOOBAHWSI, IPEABSBIISIEMBIC K 32/IaHUIO BBHITIOJHEHBI.

OneHka «yoosnemeopumenbHo» CTaBUTCS, €CIU 00yJaroIUiCs, TEMOHCTPUPYET YaCTUYHOE
MOHUMAaHUE TTPOOJIEMBI, OOJBITMHCTBO TPEOOBAHMIA, TPEIBSIBISEMBIX K 33JaHHUIO, BHITIOHCHBI

OueHka «HeyOoosriemgopumenvHoy CTaBUTCS, €CIM OOy4YaloUuiicss JAEMOHCTPUPYET
HEMOHUMAaHWE TIPOOJIEMbI, MHOTHE TPEOOBAHHUSI, IPEIBSIBISEMbIC K 3aJIAHUI0, HE BBITTOJIHEHBI.

7. HNudopmannonHblii NpoeKT (Mpe3eHTanus):

Hugpopmayuonnwlii npoekm — TPOEKT, HANPABICHHBIM Ha CTUMYJIMpPOBaHHE Yy4eOHO-
MIO3HABATEIBHOM JIEATETLHOCTH CTYJIEHTa C BBIPAKECHHOW SBPUCTUYECKON HAampaBIEHHOCTHIO
(mouck, oTOOp M cuctemaTu3anus nHGopmanuu 00 00beKTe, OGOPMIICHHE €€ IS MPE3CHTALIVH ).
WTOrOBBIM HPOAYKTOM NPOEKTa MOXET OBITh NMHUCHMEHHBIN pedepar, dEKTPOHHBIN pedepar ¢
WLTIOCTPAIUSMHU, CIAlI-110y, MUHU-(UIBM, IPE3ECHTALMS U T.1.

WNH}opMallMOHHBIE TIPOEKT OTIAMYACTCS OT HCCIIENOBATENbCKOTO TPOEKTa, ITOCKOJIBKY
Mpe/ICTaBIseT COO0M Takyro GopMy yueOHO-TIO3HABATEIbHOM JeATEIbHOCTH, KOTOPasi OTIMYAETCS SIPKO
BBIPQ)KCHHOW 3BPUCTHYECKOW HAIPABJIEHHOCTBIO.

Kpumepuu oyenusanus - mpu BBICTaBICHUU OLICHKH YYUTHIBAGTCS  CaMOCTOSITEIBbHBIN
MOKWCK, OTOOp W cHcTeMaTu3anus WHGOPMAIIUU, PACKPBITHE BOmpoca (TIpoOJIeMbl), O3HAKOMIICHUE
CTYJIECHYECKONH aynuTopuu ¢ 3Tod uHpopmanuen (mpeacTaBieHue WHGOpMalUU), €€ aHadu3 U
00o0mieHue, opopmIIeHHE, TIOTHBIE OTBETHI HA BOIIPOCH! ayAUTOPUH C TPUMEPAMHU.

OneHka «omauyHO» CTaBUTCS B Cilydae, KOrja OOyYaroIIMiics TMOJHOCTBIO PacKpbIBaeT
Bompoc (mpoOieMy), TpeAcTaBIsieT HWHPOPMALUIO CHUCTEMATH3UPOBAHO, IIOCIIEIOBATEIHHO,
JIOTUYHO, B3aMMOCBS3aHO, WCIIOJNB3yeT Oonee S5 mpodeccHOHANbHBIX TEPMUHOB, IIHPOKO
UCTIONB3YeT HH()OPMAIMOHHBIE TEXHOJOTHH, OMHOKA B WH(GOPMAIIMKA OTCYTCTBYIOT, AAa€T MOJTHBIE
OTBETHI Ha BOIIPOCHI AYAUTOPUH C IPUMEPAMHU.

OneHka «xopowto» CTaBUTCS, €CIM OOYYalOlIMUCS pPacKpbIBaeT BoOIpoc (Tpobiemy),
npecTaBIsieT MH(POPMAIMIO CHUCTEMAaTU3MPOBAHO, MOCIEN0BATENbHO, JIOTUYHO, B3aMMOCBSI3aHO,
uCroyb3yeT Oosiee 2 mpodeccuoHaIbHBIX TEPMUHOB, JTOCTATOYHO HMCIOJIb3yeT MH(OpPMaIMOHHBIC
TEXHOJIOTUH, IOMycKaeT He OoJiee 2 OMMOOK B U3JI0KEHUH MaTepuaa, 1aeT MOJIHbIE UM YaCTUYHO
MIOJTHBIE OTBETHI HAa BOTIPOCHI Ay TUTOPHHU.

OneHka «ydoeremeopumenvHoy CTaBUTCA, €CIM OOy4aroIIMMCs, PACKPBIBAET BOIPOC
(mpobnemy) HE MOJIHOCTHIO, MpEACTaBIseT MH(YOpPMAIMIO HE CUCTEMATU3UPOBAHO U HE COBCEM
MOCJIEeI0BATENNbHO, HCTIONb3YyeT 1-2 mpodeccHoHaNbHBIX TEPMUHA, HCIONB3YeT MH(OPMaIMOHHBIE
TEXHOJIOTUH, JTOMTycKaeT 3-4 omMOKY B M3JIOKEHUN MaTepHalia, OTBEUaeT TOJIBKO Ha 3JIeMEHTapHbIC
BOIPOCHI ayTUTOPUH O€3 MOSICHEHUH.

OueHka «HeyoognemeopumenbHoy CTABUTCS, €CIU BOIPOC HE PACKPBIT, MpPEICTaBICHHAs
uHpOpMalUs JIOTHYECKH HE CBA3aHA, HE MCIOJIb3YIOTCS MPO(decCHOHAbHbIE TEPMUHBI, JOMYCKAeT
Oosee 4 omMOOK B U3JI0KEHUN MaTepuaia, He OTBEYaeT Ha BOIPOCHI ayIUTOPHUH.

8. JIMCKYCCHOHHBIE MPOLEeaypPbI

Kpyenviti cmon, ouckyccus, nonemuxa, oucnym, oebamwl, MUHU-KOHGepeHyuu SBISIOTCS
CpEe/ICTBAMH, TMO3BOJISIONIMMHU BKJIIOUUTh OOYYAIOIIMXCA B TPOLECC OOCYNKACHHS CIIOPHOTO
BOMpoOCca, MPOOJIeMbl M OICHUTh WX YMEHHE apryMEHTHPOBaTh COOCTBEHHYIO TOUKY 3PCHUSI.
3ajanue maeTcs 3apaHee, OMpPEACsSIeTCS] KPYr BOIMPOCOB ISl OOCYXKACHUS, TPYIIbl yIaCTHHKOB
3TOT0 00CYXJICHHS.

JIMCKYCCHOHHBIE MPOIIEAYPHI MOTYT OBITh HCITOJIB30BaHbI JIJISI TOTO, YTOOBI CTYICHTHI:



— JIydIlie TOHSJIA YCBOSIEMBIH MaTepuai Ha (OoHE pa3HOOOpa3HBIX IMO3WIMN W MHEHUH, HE
00513aTeNIbHO JOCTHUTrasi OOILEro MHEHUS;

— CMOTJM IIOCTHYb CMBICI HW3Yy4aeMOro MaTepuaia, KOTOPbIA HHOIZIA YYBCTBYIOT
WHTYUTUBHO, HO HE MOTYT BBICKa3aTh BepOaibHO, YETKO U SICHO, MJIU KOHCTPYHUPOBATH HOBBII
CMBICJI, HOBYIO ITO3UILINIO;

— CMOTJIM COTJIacoBaTh CBOIO TO3UIUIO HIIM JICHCTBHS OTHOCHTEIBHO OO0CYXIaeMoi
pOOJIEMBI.

Kpumepuu oyenusanus — olleHUBarOTCsl JEMCTBUS BCEX Y4aCTHUKOB rpynmsl. Ilonnmanue
npoOsieMbl, BBICKa3bIBaHUS M JEHCTBUS TOJHOCTHIO COOTBETCTBYIOT —3aJaHHBIM  IIEJISIM.
CooTBeTCTBHE pEajbHON JCHCTBUTEIHHOCTH PEIICHHH, BHIpaOOTaHHBIX B XOje WMrpbl. Brnagenue
TEPMHUHOJIOTHEH, JEeMOHCTpalus BIaJCHUA Y4eOHBIM MaTepHalioM [0 TEME WIpHI, BiaJeHUE
METOJJaMH apryMeHTallud, yMEHHe paboTaTh B Ipynne (YMEHHE CIyllaTh, KOHCTPYKTUBHO BECTH
Oecenmy, yOexIaTh, YNPaBISATH BpeMeHEM, OCCKOH(DIMKTHO OOIIAaThCs), MOCTHIKECHHUE HIPOBBIX
1esei, (COOTBETCTBUE POJI — MPU POJIEBOM UTpPE). SICHOCTh U CTUIIb U3JI0KEHUS.

OneHka «omauuHO» CTaBUTCS B Ciydae, KOrja BCe TPeOOBaHUS BBIMOJIHEHBI B IOJHOM
o0Beme.

OneHka «xopouioy CTaBUTCS, €Clid O0ydaroniyecs: B LIEJIOM JEMOHCTPUPYIOT MOHMMAaHUE
1po0JIeMbl, BbICKA3bIBAaHUS U JCHCTBUS IMOJHOCTHIO COOTBETCTBYIOT 3aJaHHBIM ILeJsiM. PerieHus,
BbIpa0OTaHHBIE B XOJ€ HUIPbI, MOJHOCTHIO COOTBETCTBYIOT pealbHOW HeicTBUTENbHOCTH. Ho
HEKOTOpbIe OOBSICHEHUS] HE COBCEM apryMEHTHPOBAHBI, HAPYIICHBI HOPMBI OOIIEHHsSI, HApyIICHBI
BPEMEHHBIE PAMKH, HAPYILIEH CTUJIb U3JI0KECHHUS.

OueHka «yoosnemeopumenbHoy CTaBUTCS, €CIU 00ydaloIUecs B LEIOM JEMOHCTPUPYIOT
MOHMMAaHHE TPOOJIEMbI, BbICKA3bIBaHUS M JCHCTBHS B LIEJIOM COOTBETCTBYIOT 3aJaHHBIM IIEIISIM.
Opnako, pelieHusi, BbIpaOOTaHHbIE B XOJE UIPbl, HE COBCEM  COOTBETCTBYIOT pEaJIbHON
neiictBuTenbHOCTH. HekoTopbie 00bsCHEHUS! HE COBCEM apryMEHTHPOBAHbI, HAPYILIEHBI BpEMEHHbBIE
pPaMKH, HapyILIE€H CTHJIb U3JI0KEHUS.

OneHka «HeyOdosremseopumenvHo» CTaBUTCS, €Clid 00ydJarolruecss He MOHUMAIOT IpobiieMy,
UX BBICKA3bIBAHUS HE COOTBETCTBYIOT 3aJaHHBIM LIEJISIM.

9. TecTupoBanue

SIBrisieTCsl OTHUM M3 CPEICTB KOHTPOJISL 3HAHUI 00y4aromMXcsl 10 TUCIUITIIMHE.

Kpumepuu oyenusanus — npaBUILHBINA OTBET HA BOIIPOC.

Onenka «omauyHo» CTaBUTCS B Cllydae, €CJIM MpaBUIIbHO BbINOIHEHO 90-100% 3ananmuii.

OreHkKa «xopouio» CTAaBUTCS, €CITU IPABUIIHLHO BBINOTHEHO 70-89% 3amanuii.

OneHka «yoosnemeopumenvbHoy CTaBUTCA B Cllydae, €M MPaBWIBHO BbIMOIHEHO 50-69%
3a/1aHUM.

OneHka «HeydoeremeopumensHoy CTaBUTCS,, €CIM NPaBUIbHO BBIMOJHEHO MeHee 50%
3a/1aHUM.

10. TpeboBaHue K MUCHbMEHHOMY ONPOCY (KOHTPOJIbLHOH padoTe)

OneHuBaeTcss HE TOJBKO TNyOMHA 3HAHUW  TOCTABIEHHBIX BOMPOCOB, HO U YMEHHE
U3JI0KHUTh TUCHMEHHO.

Kpumepuu oyenuganus: mocneaoBaTeabHOCTh, OTHOTA, JOTHUYHOCTh M3JI0KEHUS, aHAIHU3
Pa3IMYHBIX TOYEK 3PEHHS, CAMOCTOSTENIbHOE 0000menne matepuana. M3noxxenue marepuana 0e3
(akTHUECKUX OIIHOOK.

OmneHKa «omauuHOy» CTAaBUTCS B CIIydae, KOTia COOIIOICHBI BCe KPUTEPHH.

OreHka «xopoutoy» CTaBUTCS, €CIM 00YyJarOIUICs TBEpO 3HAET MaTepHall, IpaMOTHO U IO
CYIIECTBY W3JIaraeT €ro, 3HaeT MPaKTHYeCKyl0 ©0a3y, HO JOIyCKaeT HECYIIeCTBEHHBIE
MOTPEIIHOCTH.

OmneHka «yoosremeopumenbHo» CTaBUTCS, €CIM OOYYAIOUIMIICS OCBOWJI TOJBKO OCHOBHOM
MaTepuai, HO He 3HaeT OTIEeIbHBIX JAeTajel, TOMyCKaeT HEeTOYHOCTH, HEAOCTAaTOYHO MPABUIIHHBIE
(GOpMYITHPOBKH, HapylIaeT MOCIEIOBATEIFHOCTh B HM3JIOKEHHUH  MaTephaia, 3aTPyAHSETCS C



OTBETaMHM, IIOKA3bIBAE€T OTCYTCTBHE JOJDKHOW CBSI3U MEXJy aHalM30M, apryMeHTanued u
BBIBOJIAMHU.

OueHka «Heyoos1iemgeopumenbHoy CTaBUTCA, €CIMd OOydalolluics HE OTBEYaeT Ha
MOCTaBJICHHBIE BOIIPOCHI.

8. IlepeyeHb OCHOBHON M /ONOJHHUTEJIbHOH Y4YeOHOIH JUTepaTyphbl, HEOOXOAMMOIl 1A
OCBOEHMS IMCHUIIMHBI (MOXYJIs1)

8.1. Ocnosnas yuebnas numepamypa
3. Cemko, U. A. OcHoBHI Aenmonpou3BoAcTBa : yuebnoe mocodbue / . A. Cemko, JI. A. Anryxosa.
— Craspornosib @ Ceksoitsi, 2018. — 119 c¢. — Tekcr : oanekrponubii // IludpoBoi
obpasoBatenbHbii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/92992.html

8.2. [lononnumenvhas yuebnas iumepamypa:

1. Ky3emuna, M. B. JlenonpousBoactBo : ydeOHoe mocobue / M. B. Kyspmmna. — M. :
MockoBckuit ryManuTapHbiii yauepcutet, 2017. — 128 ¢. — ISBN 978-5-906912-98-5. — Tekct
IEKTPOHHBIA // DnekrpoHHO-OMOMHMoTeunas cucrema IPR BOOKS : [caiit]. — URL:

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

2. CmupHoBa, E. I1. [lenmonpon3BoAcTBO Juts cekperapsi. Pa3paboTka, ydeT u XpaHeHue CiryKeOHOM
JOKyMEHTaIuu : npakrudeckoe mocodue / E. I1. CmuproBa. — 2-¢ uzn. — Caparos : A [Tu Op
Memua, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — TekcT : 31MeKTPOHHBIN // DIIEKTPOHHO-
oubnmoreunas cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/79622.html

3. SnaxoBuy, 1. A. Jle1onpou3BoACTBO B KaIPOBOH ciIy:KOe: yu4eOHHK IJisi CTYIAeHTOB By30B/ 111, A.
SAuxosuu. — M. IOHUTU-JTAHA, 2017. — 160 c. — ISBN 5-238-01076-1. — Texkct :
ICKTPOHHBIA // DnekTpoHHO-OmMOMMoreuHas cucrema I[PR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/81624.html

8.3. Ilepuoouuecxue uzoanus

1. Jlenonpoun3BoACTBO U TOKYMEHTO000poT Ha nipeanpustun. 03225DP.
2. HenonpousBoacteo. 03224DP.
3. CrpaBouHuK cekperaps u opuc-menemkepa. 08313DP.

9. IlepeuyeHb pecypcoB HH(POPMALHOHHO-TeIeKOMMYHUKAMOHHOM ceTH "UHTepHeT" (1as1€e -
ceThb ""HTepHET'), HEOOXOAUMBIX JJIs1 0CBOCHHS M CUHUILIHHBI (MOXYJISA)

1. WndopmanmonHo-npaBoBoii mnopran «KoHCynbTaHT 1mroc» (mpaBoBasi 0a3a  JAaHHBIX).
[DnextponHnsiii pecypce]. — URL: http://www.consultant.ru/

2. UndopmarmonHo-nipaBoBoii noprai «I apant» (mpaBoBas 6a3a JaHHBIX). [ DIEKTPOHHBIN pecypc]. —
URL.: http://www.garant.ru/

3. DnekTpoHHBIN yueOHbIH Kypc JJOY

www.iprbookshop.ru

WWW.Zipsites.ru — 6ecrutataas anektponHas MHTepHeT OHOInoTeKA.

www.elibraru.ru — 6ecriatHas anekrponnasi iHTepHeT Oubianorexa.

www.big.libraru.info — Gonbrras snexTponHas GubIMOTEKA.

10. MeTonnyeckue yKkazaHusi JUIsi 00y4AKOIIMXCS M0 OCBOEHUIO TUCHHMILIUHBI (MOTYJIs1)

VYcnenrHoe 0CBOGHUE TaHHOTO Kypca 0a3upyercs Ha pallMoOHaJbHOM COYETaHWU HECKOJIBKUX
BUJIOB Y4eOHOI /eATeIbHOCTH — JIEKIMH, CEMUHAPCKUX 3aHIATUN, CAaMOCTOSTeNbHOM paboThl. [Ipu
3TOM CaMOCTOSITEJIbHYIO DPaboOTy cleqyeT paccMarpuBaTh OJHUM W3 TJIABHBIX 3BEHBEB
MOJIHOIIEHHOTO BBICHIETO OOpa30BaHUs, Ha KOTOPYIO OTBOAMUTCA 3HAYUTENbHAs 4acTh y4eOHOro
BPEMEHU.


https://www.iprbookshop.ru/92992.html
http://www.iprbookshop.ru/74718.html
http://www.iprbookshop.ru/79622.html
http://www.iprbookshop.ru/81624.html
http://www.consultant.ru/
http://www.garant.ru/
http://www.iprbookshop.ru/
http://www.zipsites.ru/
http://www.elibraru.ru/
http://www.big.libraru.info/

IIpu peanuzanuu nporpammel ¢ npumenenrem J1OT:

Bce Buasl 3aHATHH TpoBOmATCS B (popMe OHIIAHH-BEOMHApOB C  HCIOJIB30BAHUEM
COBPEMEHHBIX KOMIBIOTEPHBIX TEXHOJIOTHH (HaTHYue Mpe3eHTaluu U popyMma i 00CyKIeHus).

B mpouecce u3yueHus AMCLUMIIIMHBI CTYACHTHI BBINOJHSIOT NPAKTUYECKUE 3aJaHUS U
IIPOMEXKYTOUHBIE TeCThl. KOHCYJIBTUPOBAHKE 110 U3YyYaE€MbIM TEMaM IPOBOAMTCS B OHJIANH-PEXUME
BO BpeMs ITPOBEICHUSI BEOMHAPOB U HA (hopyMe ISl KOHCYJIbTAllUH.

CamocrosTenbHas padoTa CTyIEHTOB CKJIaIbIBACTCS U3 CIEIYIONNX COCTABIISIONIHX:

1. pabora ¢ OCHOBHOW W JOMOJHUTENIBHON JIMTEPAaTypoil, ¢ MaTepuasaMl HHTEPHETA U
KOHCIIEKTaMH JICKIIHIA;

2. BHeayAWTOpPHas TMOJArOTOBKA K KOHTPOJbHBIM paboTaM, BBIIOJHEHUE JOKIIAJIOB,
pedepaToB u KypCOBBIX padoT;

3. BBINOJHEHHUE CAMOCTOSITENIbHBIX TPAKTHUECKUX padoT;

4. TOATrOTOBKA K K3aMEHaM (3a4eTaM) HEMOCPEACTBEHHO Mepe/] HUMHU.

Jns mnpaBuiabHOW OpraHu3aluy pabOThl HEOOXOAMMO YUYUTHIBATh MOPSAOK H3YyYCHHS
pa3ielioB Kypca, HaXOMAIUXCA B CTPOTOM JIOTMYECKON MOcCiienoBaTebHOCTU. [loaTomy xopoiee
YCBOEHUE OJHOW YacTH JUCLUMIUIMHBI SIBJIAETCS MPEANOCBUIKOM Jis YCHEIIHOIo Iepexona K
cienyroniei. 3ajanusi, mpoOJIEeMHBIE BOIPOCHI, TPEIIOKEHHBIE [T U3yYSHHS AUCHUIUINHBI, B TOM
yucie W Uil CaMOCTOSITEIbHOTO BBIMOJHEHUS, HOCAT MEXIUCLUUIUIMHAPHBIN XapakTtep H
0asupyloTcs, MpeXae BCEro, Ha MPUYMHHO-CIECJACTBEHHBIX CBS3AX MEXKIYy KOMIOHEHTaMU
OKpY’Karolero Hac Mupa. B Teuenue cemectpa, HEOOXOAUMO MOATOTOBUTH pedepaTsl (IPOEKTHI) C
UCTIOJIb30BAaHUEM PEKOMEHIyeMOW OCHOBHOW W JIOTIOJHUTEIBHOW JIUTEPATyphl M ClaTh pedepars
JUIs IPOBEPKHU IpernojaBaresnto. BakHbIM COCTaBIAIONIMM B HM3YyYEHUU JAHHOTO Kypca SIBISETCA
pelleHHe CUTYallMOHHBIX 3a7ad U paboTa Haj NpoOJEMHO-aHAIUTHUUECKUMHU 3aJlaHUSIMHU, YTO
MIpEeANnoJaraeT 3HaHue COOTBETCTBYIOIIEH HAYYHON TEPMHUHOJIOTUHU U T.J.

Jis nmydiero 3anoMHMHaHUS MaTepuana Iej1eco00pa3sHO MCMOJIb30BaTh WHIUBUAYAJIbHbBIE
OCOOCHHOCTH M pa3Hble BUJbI MaMATU: 3PUTEIBHYIO, CIYXOBYIO, aCCOIMATUBHYIO. Y CIECIIHOMY
3allOMUHAHUIO TaKXK€ CHOCOOCTBYET NPHUBEIECHUE SPKUX CBUAECTEILCTB U HAIJISAIHBIX IPHUMEPOB.
Y4eOHbIi MaTepual T0JKEH MOCTOSIHHO OBTOPSTHCS U 3aKPETLISATHCS.

[Tpu BBINONTHEHNHU TOKJIA 0B, TBOPUECKUX, NH()OPMALIMOHHBIX, UCCIEA0BATENbCKUX MTPOEKTOB
ocoboe BHUMaHUE cieyeT oOpalarh Ha moA00p HCTOYHUKOB MH(OPMAIIMM U METOAUKY PabOTHI C
HUMH.

Jlnis ycnemHoi c1aum 9K3aMeHa (3ayeTa) peKoOMeHyeTcst coOII01aTh CleayIolue npaBua;

1. [ToaroToBka Kk sK3aMeHy (3a4eTy) JOJKHA MTPOBOIUTHCS CUCTEMATUUYECKU, B TCUCHUE
BCEI0 CEMECTPA.

2. WHTeHcHBHAs NOJATOTOBKA JOJDKHA HayaTbCsl HE TMO3/HEE, YeM 3a Mecdll [0
DK3aMEHa.

3. Bpemst HenocpencTBEHHO mepes] 9K3aMEHOM (3a4eTOM) JIydllle MCIOIb30BaTh TAKUM

o0pa3oM, 4TOObI OCTaBUTH MOCIEAHUN J€Hb CBOOOIHBIM JJIsi MOBTOPEHHUS Kypca B LIEJIOM, IS
CUCTEMAaTH3allMK MaTepHraja U JT0padOTKH OTAEIbHBIX BOIPOCOB.

Ha sK3aMeHe BBICOKYIO OLIEHKY IOJIy4arOT CTYJEHTBI, UCIIOIb3YIOIINE JAHHBIE, TOJyYEHHBIE
B MIPOILIECCE BHIIIOJHEHUSI CAMOCTOSITENIbHBIX pa0OT, a TAaKXKe UCIOJIB3YIOIINE COOCTBEHHBIE BHIBOJIBI
Ha OCHOBE M3yYEHHOT'0 MaTepHala.

VYuutbiBas 3HAYUTENbHBIH 00BEM TEOPETUYECKOTO0 MaTepuaja, CTyJIEeHTaM pPEeKOMEHAYEeTCs
peryJsipHOe MOCEIIeHNE U MOIPOOHOE KOHCIIEKTUPOBAHUE JIEKITUH.

11. Ilepeyenb MH(OPMALMOHHBIX TEXHOJIOTHH, MCHOJb3yeMBbIX NPH OCYIIECTBJICHUH
00pa30BaTeJbHOI0 MPoLecca Mo JUCUMILUIMHE (MOIYJII0), BKJIKYAS NepedyeHb MPOrpaMMHOI0
ob0ecrieyeHust 1 MHGOPMAIMOHHBIX CIIPABOYHBIX CHCTEM (IIPH HEOOXO0AMMOCTH)

1. Onepaunonusie cuctemsl cemeiictea Windows;

2. Microsoft Office;

3. Libre Office cBoOOIHO pacmpocTpaHsieMblii OQHUCHBIA TAaKET C OTKPBHITBIM HCXOIHBIM



KOZIOM;

4. NudopmannonHo-cripaBoYHast cucrema: Cucrema Kouncynbrantlntoc
(Koncynberantllmtoc): BeO Bepcus;

5. HWndopmanmonHo-npaBoBoe obecneueHre lapaHT: DIEKTPOHHBIA MNEPUOJMUECKUI
crpaBouHHK «Cuctema TAPAHT» (Cucrema 'APAHT): BeO Bepcus;

6. DnexkTponHas nHGOpMaIMOHHO-00pa3oBaTenbHast cuctema MMY: https://elearn.mmu.ru/

[lepedyeHpb HCMOIB3YEMOTO MPOTPAMMHOIO OOecleueHus ykazaH B 1.12 gaHHOW paboueit
POrPaMMBbI TUCITUTUIAHBL.

12. Onucanue MaTepuaTbHO-TeXHUYECKOH 0a3bl, HEOOXOAUMOI ISl OCYIIeCTBJIEHHS
00pa30BaTeJbLHOI0 NpouLecca no JMCIHUIInHe (MO1YJI10)

12.1. Yuebnaa ayoumopus 0na npoeedeHuUs Y4eOHbIX 3AHAMUN, HPEOYCMOMPEHHHIX
npozpammoil 6Oakanaepuama, OCHAULEHHAA 000pPYOOBAHUEM U MEXHUUECKUMU CPeOCmeamu
odyuenus.

Creunanu3upoBaHHasi MEOEb:

Kommiekt yuebnoit meGenu (CTou, CTyi) Mo KOJINYECTBY 00YJarOIUXCcs; KOMIUIEKT MeOenn
JUTSI IPENOaBaTeNs; Jocka (MapKepHas).

TexHudeckue cpencTra 00yueHus:

Kommerotep B cOope Aiis mpenoaaBartens, IpOeKTop, 3KpaH, KOJIOHKU

[lepedyeHb IUIEH3MOHHOTO MPOrPAMMHOTO OOECIICUEHHUs, B TOM YHCJIE OTEYECTBEHHOIO
MIPOU3BOJICTBA!

Onepanuonnsie cucteMsl cemeiicta Windows, antuBupyc Kaspersky Endpoint Security.

Koncynpsrantllintoc BeO Bepcus, ['apant Bed Bepcus

[Tepeuens CBOOOTHO PACIIPOCTPAHSIEMOTO IPOrPAMMHOTO 00CCIICUCHHUS:

Slunexc bpaysep, LibreOffice, MTC Jlunk, VLC Media Player

[Mogkmouenne k cetn «HTEpHET» W OOECHeUYeHHE JOCTynma B  O3JIEKTPOHHYIO
nH(pOpMallMOHHO-00pa3oBaTenbHyI0 cpeny MMY.

12.2. Ilomewienue 013 camocmoamenvHou padbomol 00y4aOUuUxcA.

Crneunanu3upoBaHHasi MeOEb:

Kommekt yueOHoi Mmebenu (CTou1, CTy) MO0 KOJUYECTBY 00YJaromuXcs; KOMIUIEKT MeOenn
TSI TIPETIOIaBaTest; JOCKa (MapKepHasi).

TexHuueckue cpencTBa 00ydeHus:

Kommprotep B cOope misi mpernojaBarens; KOMIBIOTEPHl B cOope Uit 00ydarommxcs;
KOJIOHKH; TIPOEKTOP, SKPaH.

[lepeyeHp NUIIEH3MOHHOTO MPOTPAMMHOTO OOECIEYeHUs, B TOM YHCIE OTEYECTBEHHOTO
POM3BOJICTBA:

Omneparmmonnsie cucteMbl cemerictBa Windows, Microsoft Office, antuupycKaspersky
Endpoint Security.

Koncynprantllntoc Be6 Bepcus, ['apant BeO Bepcus

IlepeueHb cBOOOIHO PACIIPOCTPAHIEMOT0 IPOrPAMMHOI0 0OECTIEUECHUS:

Sunexc bpaysep, LibreOffice, MTC Jlunk, Notepad++, Pinta, GIMP, Inkscape, OpenShot,
FreeCAD, LibreCAD, Jamovi, AnyLogic, Visual Studio, Unity

13.06pa30BaTeHLHLIe TEXHOJOIuH, UCII0JIb3YEMbIC ITPH OCBOCHHH AU CHUIIJIUHBI

Jlns ocBOeHMSI AMCUMIUIMHBI HUCIOJIB3YIOTCSA KakK TPaJWLIUOHHBbIE (OPMBI 3aHSITUNA — JEKIUU
(TUTBI JIEKIMHA — YCTAaHOBOYHAs!, BBOJHAS, TEKYIasl, 3aKIIOUNTENbHas!, 0030pHast; BUIBI JEKIHNA —
npoOiieMHasi, BU3yalbHas, JEKUUs KOH(MEpeHUHMs, JEeKUUs KOHCYJIbTalusl); U CEMHHAapCKUe
(IpaKTHUYECKHUE) 3aHATHS, TAK U aKTUBHBIE M MHTEPAKTUBHBIEC ()OPMBI 3aHATHUH - JI€TIOBBIE U POJICBBIE
UTPBI, pEIlIEHNE CUTYAI[MOHHBIX 33]1a4 U pa300p KOHKPETHBIX CUTYaIUH.


https://elearn.mmu.ru/

Ha y4eOHBIX 3aHATHSAX HCIOJIB3YIOTCA TEXHUYECKUE CpPEACTBa OOYUYEHMs] MYJIbTUMEIUITHON
ayJUTOPUHU: KOMIIBIOTEpP, MOHHMTOP, KOJIOHKH, HACTEHHBIA HSKpaH, MPOEKTOp, MUKPO(OH, Maker
nporpamm Microsoft Office ans nemoHcTpanuu npe3eHTanuil 1 meauadaiios, BUIEOIPOSKTOP IS
JIEMOHCTpPAIIMU CIIAiI0B, BUICOCIOKETOB U JIp. TecTupoBanue 00ydyaeMbIX MOXKET OCYIIECTBIATHCS
C UCIOJIb30BaHMEM KOMITBIOTEPHOTO 000PYI0BaHMS YHUBEPCUTETA.

[Tpu peanusauuu nporpaMmsl ¢ npumenenuem J1OT:

Bce BubI 3aHsATHI poBOAATCA B OpME OHJIAH-BEOUHAPOB C UCIIOIB30BAHHEM COBPEMEHHbIX
KOMIIBIOTEPHBIX TEXHOJIOTUH (HaJIH4Me PEe3eHTANU U popyMa it 00CYKIeHNUs).

B nponecce u3ydeHHs] IOUCHUIUIMHBL CTYACHTHl BBIIOJHAIOT MPAaKTHUECKUE 3aJaHus U
IPOMEXYTOUHBIE TeCThl. KOHCYIBTHPOBaHUE IO U3yYaeMbIM TEMaM MIPOBOIUTCS B OHJIAH-PEKUME
BO BpeMs IIPOBEICHUSI BEOMHAPOB U Ha (hopyMe JJIsl KOHCYJIbTalUH.

13.1. B ocBoeHMM Y4eOHOIl JAUCHMIUIMHBI MCHOJB3YIOTCH CJeIYyHIIUe TPaIUIHOHHbIE
o0pa3oBaTebHbIe TEXHOJIOTHH:

- YTEHHE MPOOIIEMHO-MH(POPMAITMOHHBIX JICKIIUH ¢ UCIIOJL30BaHUEM JIOCKU U BUICOMATEPHUATIOB;

- CEMHHAPCKHE 3aHATHUS ISl 00CYKICHUS, TUCKYCCUI 1 0OMEHa MHEHHSIMU;

- KOHTPOJIbHBIC OITPOCHI;

- KOHCYJIbTaIlH,

- CaMOCTOsTeNIbHAS paboTa CTYJICHTOB C Y4eOHOM TUTEPATypOil U IEPBOMCTOYHUKAMH,

- IOJITOTOBKA U 00CYXJIeHHE pedepaToB (MIPOSKTOB), MPE3eHTAINN (HayYHO-UCCIIEI0BATEIbCKAs
pabora);

- TECTUPOBAHUE 10 OCHOBHBIM TEMaM JUCIUILTAHBI.

13.2. AKTMBHBbIC 1 HHTEPAKTHBHbIE MeTOABI U (POPMbI 00yUeHUS

W3 nepeunst BUAOB: («mo32080t wmypmy, ananuz HIIA, ananuz npobremmuvix cumyayui, anaius
KOHKDEMmHbIX — CUMyayutl, — UHYUOEHMbl,  UMUMAYUs  KOJIEKMUBHOU  NPOPecCUOHANbHOU
OdesmenbHOCMU, pa3viepbleaHue poJetl, meopyeckds paboma, C8sA3aHHAsL ¢ 0C80EHUEM OUCYUNTIUHDL,
ponesas uepa, Kpyeublii Ccmoa, oucnym, 6ecedda, OUCKYCCUS, MUHU-KOHGepenyus u O0p.)
UCTIOJIBb3YIOTCS CIEYIOIINE:

- oucnym

- aHanU3 NPOONIEMHBIX, MEBOPUECKUX 3A0AHUU, CUMYAYUOHHBIX 3A0aU

- Keluc;

- Kpyenwvlii cmoJi;

-OUCKyccus

- beceoa.

13.3. OcoOennocTu 00y4yeHMSs] HHBAJIWAOB M JIMI € OrPAHUYEHHBIMH BO3MOKHOCTSIMH
3nopoBbsi (OB3)

[Ipu opranuzanuu oOy4eHHS MO IUCHUIUIMHE YYUTBHIBAIOTCS OCOOEHHOCTH OpTaHHU3aINH
BSaHMOI[CI\/JICTBI/ISI C UHBAJIMJaMHU U JIMIIaMH C OTPpaHNUYCHHBIMHU BO3MOKHOCTAMU 3J0POBbA (nanee -
uHBanuapl U ymna ¢ OB3) ¢ menpio obecriedenust ux mpaB. [Ipu oOydeHHWH YUWUTHIBAIOTCS
0COOEHHOCTH HX HCI/IXO(l)I/ISI/I'-IeCKOFO pasBuUTHA, HWHIAWBHUAYAJIBHBIC BO3MOXHOCTH W IIpHU
HEOOXOUMOCTH OOECIeUnBAETCS KOPPEKIMs HApYIICHUW DPa3BUTHS M COLMATbHAS aJamnTarus
YKa3aHHBIX JIWII.

Beibop meTomoB  oOyueHuss —ompenensieTcs — coAaep)KaHueM — oOydeHHs, YpOBHEM
METOJMYECKOTO ¥ MaTePHAIBHO-TEXHUYECKOTO oOecreueHus, OCOOCHHOCTSIMH BOCIIPUSTHS
yueOHOM MH(POpPMAIUU CTYJECHTOB-WUHBAIUAOB M CTYJCHTOB C OTPAHHMYEHHBIMH BO3MO>KHOCTSIMH
3M0poBbs U T.J. B 00pa3zoBaTelbHOM MpoOLECCE MCMHOIb3YIOTCS COLHATbHO-aKTUBHBIE H
pedIieKCUBHBIE METOABI OOYYEHHs, TEXHOJOTHH COLMOKYIbTYPHOH peadWiIuTalud C LEeTbIo



OKa3aHHs TOMOUIM B YCTAaHOBJIEHWU MOJHOLIEHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C APYyrUMHU
CTYJEHTaMH, CO3aHIH KOM(DOPTHOTO TICUXOJIOTHYECKOTO KIIMMAaTa B CTYJEHYECKON TpyIIIe.

[Ipu 0O6ydyeHuu a1 C OrpaHUYEHHBIMH BO3MOXKHOCTSIMU 3/JOPOBBS JIEKTPOHHOE 00yUYEHHE U
JTUCTAHIIMOHHBIC 00pa30BaTENbHBIC TEXHOJOTHH IMPEIyCMAaTPUBAIOT BO3MOXKHOCTh TpHEMa-
nepenauu nHGOpMaluy B AOCTYIHBIX UL HUX QopMax.

OOyyaromuecss U3 4YUCIa JIUI C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3JI0POBbSI 00€CIICUCHBI

NNEYaTHBIMH W SJICKTPOHHBIMU O6p830BaTeHBHBIMI/I pecypcaMu B (bopMax, aJ[alITUPOBAHHBIX K
OT'PaHHUYCHUAM HUX 3JOPOBbA.

[Ipunoxxenne

ABTOHOMHAs1 HEKOMMePYeCKas OPraHu3anus BhICIIEro 00pa3oBaHus

«MOCKOBCKHWH MEXJIYHAPO/JIHbIA YHUBEPCUTET»

®OH/JI OLIEHOYHbIX CPEJCTB
JUISI IPOBEJJEHUSI TIPOMEKYTOYHOM ATTECTALIUM
MO JMCLUIIJIMHE
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1.Ilepedyenb K0A0B KoOMIeTeHUMH, (JOpMHPYeMbIX IAMCHMILIMHON B Ipolecce OCBOCHUS
o0pa3oBaTeJIbHOM MPOrPaMMbI

I'pynna
KOMIIeTeHIH Kateropusi kKoMneTeHImii Kon
[Ipodeccuonanpubie [1K-11
1. KommnereHunu U MHANKATOPBI UX JOCTUKEHHUS
Kon ®opmyJIHpOBKA NuaukaTopbl 10CTHKEHUS] KOMITETEeHIMH

KOMIIeTeHIIUH KOMIIeTEeHIIUH

IIK-11 CrniocobeH Bectu IIK-11.1
Je10npou3BoACTBO | Mcnonb3yeT 3HaHUS COBPEMEHHOI0 3aKOHOJATENIbCTBA B
u cdepe pocCUHCKOro Aeaonponu3BOACTBa, HOPMAaTHUBHbBIE U
JIOKyMEHTOOOOpOT | METOIMYECKUE JOKYMEHTBI, PETyJIHPYIOLIUE IBUKEHUE
B OpraHax JIOKYMEHTO0000poTa B roCyapCTBEHHbIX u
rOCy/IapCTBEHHONW | MyHHUIIMIAJIbHBIX OpraHU3alMsIX
BJIACTHU [1K-11.2 Bener aenonpou3BOACTBO U AOKYMEHTOOOOPOT
Poccniickoit B OpraHax TOCyJIapCTBEHHOM BiacTu Poccuiickon
Denepanuy, denepanuy,  opraHax — rocylapcTBEHHOW  BIacTu
opraHax cyobekToB Poccuiickoit @enepaiuu, opraHax MECTHOTO
roCyJapCTBEHHOM | CaMOYIPaBJIE€HUs, TOCYAAPCTBEHHbIX U MYHHMLMIAIbHBIX
BJIACTH CYOBEKTOB | MPENNPUATUSX M YYPSKICHHSIX,  HAYYHBIX |
Poccuiickoi 00pa30BaTeNbHBIX OpraHM3alysIX, MIOJINTUYECKUX
®denepanuu, MapTUSX, 00IIECTBEHHO-TIOJINTUYECKUX OpraHU3aIUsIX
opranax mectHoro | [IK-11.3 B3aumMozencTeyer c pa3InYHBIMU
CaMOYIPABJIEHUS, | CTPYKTYPHBIMHU 0/Ipa3iesIeHUsIMU B pamKax
TOCYIapCTBEHHBIX | BHYTPHUBEIOMCTBEHHOIO U MEXBEJOMCTBEHHOTO

NPEANPUATUAX U
YUPEKICHUSAX,
HaY4YHbIX U

OpTraHU3aIMIX,
ITOJIUTUYCCKUX
HapTHsIX,

00IIIECTBEHHO-
MOJIUTHYECKUX
OpraHu3anusax

U MYHUIHUIIAJIBHBIX

00pa3zoBaTeNbHBIX

BIIEKTPOHHOTO IOKYMEHT000O0pOTa

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

3.1. Onucanue MiIaHUPYEMBIX Pe3yabTaTOB 00YUEHHUS MO AUCIUILINHE

[Inanupyembpie pe3ynabTaThl OOy4YEHUsS TO JUCIUIUIMHE TMPEJCTaBICHBI JICCKPUIITOPAMH

(3HaHUSA, yMEHUS, HABBIKH).




Jeckpunropni 3HaTh Ymern Baanern
0 JUCUMILIMHE
Kon
KOMIIETEHIM U [K-11
-COBPEMEHHOE - MHCIOJb30BaTh COBPEMEHHOE | - METOZ0JIO0T el
3aKOHOJATENbCTBO B cepe | 3aKOHOJATENbCTBO, KJaccu(UKaIny,
pOCCHICKOTO HOpPMAaTUBHBIE U METOAWYECKUE | CTAHIAPTU3ALUA |
JEJIONPOU3BOJICTBA; JOKYMEHTBI,  perylupylomue | yHu(QUKauu
- HOpPMAaTHUBHBIE W | IBM)KEHHE JTOKYMEHTOO0OpOTa | JOKYMEHTOB;
METOAMYECKHUE JOKYMEHTHI, | B roCyJapCTBEHHBIX u|- MIOHATUHHBIM
PEryIUpYIOLINe ABMKCHHUE | MyHULUIAIbHBIX anmapatoM B cdepe
JOKYMEHT0000poTa B | OpraHu3auusx; HOPMAaTUBHOT'O u
roCyJapCTBEHHBIX u| - OCYILECTBIIATH | IPAaBOBOTO,
MYHUIHAIATBHBIX JeJTOTIPOU3BOJICTBO U | peryaupOBaHus
OpTaHU3aINsX; JOKYMEHTOOOOpOT B OpraHax | JeJONpPOU3BOJCTBA B
- HaTpaBJICHUs | FOCYJapCTBEHHON BJIACTH | OpraHU3aINM;
KJIACCU(DUKAIUH, Poccwuiickoit ®enepauny, | - HaBbIKaMM
CTaHIApTH3ALUU U | opraHax rOCyIapCTBEHHOH | oopMIICHHUS,
YHU(PHUKAIIUN TOKYMEHTOB; | BIACTH CyOBeKTOB Pocchiickoil | BemeHusI U XpaHEeHUs
- ocHOBHYI0 | Depepanun, opraHax MECTHOTO | PACHOPSIUTEIBHBIX
KJ1acCcU(UKALHIO caMOyIIpaBJIeHu, JOKYMEHTOB;
OpraHu3aloOHHO- rOCyJapCTBEHHBIX U | -HaBBIKAMH
pacnopsiAUTEIbHON MYHHUIUIATBHBIX 3¢ HEeKTUBHOTO
JOKYMEHTauu NPEIIPUATHIX y | B3aUMOJICHCTBHA C
roCyIapCTBEHHBIX U | YIPEKICHHUSAX, HAy4HbIX ¢ | PA3THIHBIMU
MYHHITAMATBHBIX 06pa3oBaTeNbHBIX CTPYKTYpHBIMA
OpraHu3alni; OPraHM3aIMsAX, MOTHTHUCCKHX | OAPA3ACTCHUAMI B
- TOpsANoK ohOpMIICHHUS, | TAPTHUSX, 0O0IIECTBEHHO- E 2;4:;;BeHOMCTBeHH
BEJICHUS M XPAHCHHMS | TMONMTHYECKHMX OPraHHM3aumax; | - o
pacropsAUTENLHBIX - MPUMEHSTh HABBIKH |\ ooep e/l OMCTBEHHOTO
JOKYMEHTOB opopmienus,  BedeHUS U EKTPOHHOTO
rOCYJJapCTBEHHBIX W | XpaHEHHS PACIIOPSIHTEIBHBIX | 0KyMEHTO06OPOTA
MYHUIIATATBHBIX JOKYMEHTOB B
OpraHu3alni; TrOCYIapCTBEHHBIX
u MYHULHIATBHBIX
OpraHu3alHusX;
- aHAJM3UPOBAThH COJEPKAHUE
OpTraHU3alMOHHO —
MpaBOBOM  JIOKYMEHTallMd B
rOCYJJapCTBEHHBIX
MYHUIANATBHBIX
OpraHU3aIHsX;
3.2. Kputepuu o1ieHKH pe3yiIbTaTOB 00YUYCHUS 110 TUCIIUTUINHE
HIkana | Unaukarop
OLICHUB Iloka3aTein oueHUBAHNS Pe3yIbTATOB 00y4eHH s
aHuA AOCTHKEHU S




OTJINMYHO

3Haer:

- CTYIEHT TJIyO0OKO W BCECTOPOHHE YCBOMJ MaTepHall, YBEPEHHO,
JIOTUYHO, IOCIEA0BATENbHO U IPAMOTHO €T0 HM3Jaraer, ONHpasch Ha
3HaHUS OCHOBHOMW U JONOJHUTEIBHOU JINTEPATYpHI,

- Ha  OCHOBE  CHCTEMHBIX  HAay4yHbIX  3HAaHMM  JEJAeT
KBTM(DUIIMPOBAHHBIE BBIBOJILI M OOOOIICHHS, CBOOOJHO OIEPUPYET
KAaTErOpUsIMU U NIOHATUSMMU.

VYmeer:

- CTYACHT YMCCT CaMOCTOATCIBHO W IPaBHUJIBHO PpCHIATh y‘IG6H0-
HpO(i)eCCI/IOHaJ'IBHBIC 3aga4ynu WM 3aJaHusd, YBEPCHHO, JOI'MYHO,
MMOCJICAOBATCIIBHO W ApryMCHTUPOBAHO HM3JIaraTb CBOC PCHICHUC,
HCIIOJIB3YsA HAYUYHBIC IIOHATHSA, CChIJIasACh HA HOPMATHUBHYIO 6aay.

Bnaneer:

- CTYJEHT BIaJeeT palMOHAJIbHBIMU METOJaMHU (C HCIOJIb30BAHUEM
pPalMOHATIBHBIX METOJMK) PELICHHS CIOXKHBIX MPO(PECCHOHATBHBIX
3aJa4, IPEICTaBICHHBIX JEJIOBBIMA UIPAMH, KEHCAMU U T.[.;

IIpu pemeHnn NpoAEMOHCTPUPOBAI HABBIKU

- BBIJIEJICHUA TJIABHOTO,

- CBA3KOM TEOPETUYECKUX IMOJIOKEHUN ¢ TPEOOBAHUAMU PYKOBOSIINX
JIOKYMEHTOB,

- U3JI05KEHHUSI MBICJIEN B JIOTUYECKOM MOCIEN0BATENIBLHOCTH,

- CaMOCTOSITEJILHOIO aHanu3a (akThl, COOBITUH, SIBIEHUH, IPOLIECCOB B
UX B3aMMOCBSI3H U JUAJIEKTUYECKOM Pa3BUTHH.

XOPOIIO

3Haer:

- CTYIEHT TBEpJO YCBOWJI Marepuai, JOCTaTOYHO TIPAMOTHO €ro
W3J1araeT, OINUPAsICh HA 3HAHUSA OCHOBHOW U JONOJHUTEIBHOU
JUTEpaTyphl,

- 3aTpyAHseTcs B (OPMYIMPOBAHUU KBATH(DUIIUPOBAHHBIX BHIBOJAOB U
0000111eHUH, OmepupyeT KaTeropusiMd U TOHATUSMU, HO HE BCErAa
MPABHIIHO MX BEPHPHUIIHPYET.

VYwMmeer:

- CTYICHT yMEEeT CaMOCTOSATEIHHO M B OCHOBHOM IPABUIJIBHO PEIIaTh
y4eOHO-TIpo(heCCHOHANIbHBIC  3aJla4ll WM  33JIaHusl, YBEPEHHO,
JIOTHYHO, TIOCJIEOBAaTEIbHO W apTyMEHTHPOBAHO H3JIaraTth CBOE
pelieHre, He B IOJTHON Mepe UCTOINb3Ysl HAyYHBIE MMOHATHS U CCHUIKU
Ha HOPMaTHBHYIO 0a3y.

Bnaneer:

- CTYAEHT B LIEJIOM BJAJEET PAllMOHAIBHBIMU METOJAMH PELICHUS
CJIIOXKHBIX HpO(i)GCCI/IOHaJ'IBHI)IX 3aaa4, NpeaACTAaBJIICHHBIX OICJIOBBIMU
WrpaMH, KENCaMH U T.J.;

[Ipu pemeHnn CMOT MPOAEMOHCTPUPOBATH JOCTATOYHOCTh, HO HE
TIIyOMHHOCTH HaBBIKOB

- BBIJICJICHUA I''IaBHOI'O,

- U3JI0KEHUS MBICJIEH B JIOTMYECKOM ITOCIIEA0BATEIbHOCTH.

- CBSI3KM TEOPETUYECKUX IMOJIOKEHUN ¢ TPeOOBaHUSIMH PYKOBOISIINX
JIOKYMEHTOB,

- CAaMOCTOATENLHOTO aHan3a (aKkThl, COOBITUH, SBIICHUM, POIIECCOB
B X B3aMMOCBS3U U TUAJIEKTUYECKOM PA3BUTHUHU.

YIOBJIIETBOPU
TEJIBHO

3Haer:

- CTYZICHT OPHEHTUPYETCS B MaTepHase, 0JTHAKO 3aTPYAHSIETCS B €T0
U3JI0KEHUH;

- IOKa3bIBAET HEAOCTATOYHOCTh 3HAHUN OCHOBHOMW U JOTIOJHUTEIBHOU
JUTEPATypPHI;

- c1abo apryMEHTHPYET HayYHBIC TIOJOKCHUS;

- IPAKTUYECKH HE CIIOCOOEH C(OPMYIUPOBATH BHIBOIBI U 0000IICHNUS;
- YaCTHYHO BJIaJIe€T CUCTEMOI MOHSITHH.




Ymeer: - CTYZICHT B OCHOBHOM YMEET PEUINTh y4eOHO-TTPO(HECCHOHATBHYIO
3a/1auy WM 3aJIaHue, HO JOMYCKAeT OMMOKH, CJIab0 apryMeHTHPYET
CBOC pEIICHHE, HEJIOCTATOYHO UCTIONL3YET HAYUHBIC TIOHATUS U
PYKOBOJISIIIIAE TOKYMEHTHI.
Bnaneer: - CTYIEHT BJIaJICET HEKOTOPHIMH PAIIMOHATLHBIMUA METOJIAMHU PEIICHHS
CJIOKHBIX MPOECCHOHANBHBIX 33]1a4, MPEICTABICHHBIX JE€IOBBIMU
UrpaMH, KEMCaMU U T.J1.;
[Ipu pemreHnn NMpoAEMOHCTPUPOBAIT HEIOCTATOYHOCTh HABBIKOB
- BBIJICJICHUS TJIABHOTO,
- M3JI0KEHHUS MBICIICH B JIOTHUECKOH ITOCICA0BATEIHHOCTH.
- CBSI3KH TEOPETUYECKHX TOJOKEHUH ¢ TPEOOBAHUSMU PYKOBOISIITNX
JIOKYMEHTOB,
- CaMOCTOSITEIPHOTO aHaIN3a (PaKThl, COOBITUH, SIBJICHUM, TIPOIIECCOB B
WX B3aMMOCBSI3H U TUAJICKTUYECKOM Pa3BUTHH.
KomrmieTeHIus He JOCTUTHYTA
3Haer: - CTYJICHT HE YCBOWJI 3HAYMTEILHOW YaCTH MaTepHaa;

- HE MOXET apryMEHTUPOBATh HAy4YHbIE TIOJIOKEHUS;

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

é - He BJIAJIEET CUCTEMOU IMOHATHIA.

E YwMmeer: CTYJICHT HE TIOKa3aJl yMEHHE pemath y4eOHO-TIPO(eCcCHOHATBHYIO

E 3a/avy WU 3aJlaHue.

8 Bunageer: HE  BBINIOJHEHBI  TpeOOBaHUS, NPEIBSABISEMBIE K  HaBBIKaM,

S OLICHUBAEMBIM “‘y/I0BJI€TBOPUTENHHO .
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4. TunoBble KOHTPOJbHBbIE 3a/laHUSl W/WJIM MHbIE MAaTePUAJbl [JIA MNPOBeIeHUs
NMPOMEKYTOYHOM AaTTeCTAllMM, HeO00XOAMMBbIe /IS OLEHKH JOCTHKEHHMS KOMIICTeHINH,
COOTHECEHHOI ¢ pe3yJibTaTaMH 00yUYeHUsI MO JUCIUIINHE

TunoBksle KOHTPOJILHBIE 3aJIaHU JJI1 IPOBEPKU 3HAHUM CTYJIEHTOB

Tect

Bonpoc 1. /Ie1onpou3BoacTBo — 3T1o:

1. nesiTeIbHOCTH MO JOKYMEHTHPOBAHMIO, IOKYMEHTO000POTY, ONEPATUBHOMY XPAHEHHIO H
UCMO0JIb30BAHUIO JOKYMEHTOB;

2. poleAypa Co3aHusl, THPAKUPOBAHUS U PETUCTPALIUU BXOIAIINX U UCXOASIINX TOKYMEHTOB,;
3.HEMOCPEICTBEHHOE CO3/TaHne OPHUIHATBEHBIX JOKYMEHTOB Ha TIPEIITPHUATHH,

4. nesTeNnbHOCTh M0 JOKYMEHTHUPOBAHHIO U IOKYMEHTOOOOPOTY.

Bonpoc 2. IToJi0:eHHne 0 CTPYKTYPHOM NOAPAa3AeJIeHHH — 3TO:

1. npaBoBO#i aKT, KOTOpbI YyCTAaHABJIMBAaeT CTAaTyC, (PYHKUHMH, NPaBa, 00SI3AHHOCTH U
OTBETCTBEHHOCTh CTPYKTYPHBIX IOAPAa3le/IeHUil WX HHBIX OPraHOB;

2. TIpaBOBOM aKT, KOTOPBIA OMpEIENseT CTaTyC OpPraHW3alliH, ee 3aJayd U (QYHKIUH, TpaBa,
OTBETCTBEHHOCTbD, IIOPSIOK IEATEIbHOCTH;




3. JI0OrOBOp, CTOPOHBI KOTOPOTO OOS3YIOTCS CO3/aTh IOPUAMYECKOE JHUI0 U YCTaHABJIUBAIOT
MOPSI0K COBMECTHOH JIEATEFHOCTH 110 TaHHOMY (haKTy
4. BCe OTBETHI BEPHBIE

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

2. ee COCTaBJICHMUS,

3. 03HAKOMJICHHUS C HEell paboTHUKA

4. coraacoBaHMs

Bonpoc 4. IIpaBoBoii aKT, B KOTOPOM 0TOOpakaeTcsi MOPSIOK AeATeJIbHOCTH PYKOBOJACTBA
OpPraHM3alNu, 2 PABHO KOJ/UIETHAJIBLHOI0 HJIH COBEIATEILHOI0 OPraHa — 3To:

1. periiamenr;

2. IITaTHOE PaclrCaHHE;

3. pacrnopsiKeHue,

4. ycras.

Bomnpoc S. ITo cdepe cBoero aeiicTBust pacnopsiauTeabHbIe JOKYMEHTBI 1eIATCH HA:
1. penepanbHOTO ypoBHS, pETHOHAIBHOTO YPOBHSI, IPABOBBIE aKThl OPraHU3aIMI;

2. KOJUIGKTUBHBIC U HHIUBUIYaJIbHbIC;

3. IpaBOBBIE AKTHI OPraHU3alMi, IPABOBBIC AKTHI UX CTPYKTYPHBIX M0Ipa3ACICHUMN.

4. Bce OTBETHI BEPHbIE

Bonpoc 6. Pacniopsizkenne uzaaercs:

1. pyxoBoauTeeM eANHOJINYHO;

2. KOJIIETHAJIBHO;

3. B YCJIOBHSIX BEIOMCTBEHHOI'O PETYJIMPOBAHNA,

4. CANHOJINYHO HUJIM KOJUICTHAJIbHO, B 3aBUCUMOCTHU OT CUTyallun

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

2. DJIEKTPOHHAS KOIHS;

3. myOnukar,

4. crmcok

8. He siBi1sIeTCs JOKYMEHTOM, KOTOPbIii MHUIIMUPYET pelieHune:
1. npoekT 10KyMeHTa;

2. 3aKJIIIOYEHHUE;

3. IOKJaHas 3aMMcKa,

4. Bce OTBETHI HEBEPHbIE

Bonpoc 9. Yem BHelIHe OTIMYAETCSI MPOEKT JOKYMEHTA OT €ro OKOHYaTeJILHOIr0o Bapuanrta?

1. Haanuchbio «NMpoeKkT» B BEPXHEM M0Jie CIIpPaBa;

2. Tlpoekt He 00s3aTebHO OQOPMITATE B TaKoW ke opMe, Kak OyayIIHid JOKYMEHT, TOCTATOYHO
CaMOT0 TEKCTa;

3. IIpoekt odopmisieTcs Ha CIICIIHATEHOM OJIaHKe

4. Bce oTBETHI BEpHBIE

Bonpoc 10. Kakass 4YacTb NOCTAHOBJICHHSI COAEP/KHUT HOPMATHBHBIC IOJIOKCHUS WM
nopy4eHus?

1. PacnopsiauresbHasi;

2. Koucrarupytormas;



3. BBoanas
4. 3axkarounuTebHaa

Bomnpoc 11. B cocTaB HH()OPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB He BXO/JMT:
1. yka3zaHmue;

2. IOKJIaIHas 3aIlhCKa;
3. CBOAKa,

4. 0oObsSICHUTEThHAS 3aIHCKa

Bonpoc 12. Bua wnHGOpManHMOHHO-CIIPABOYHONH JOKYMEHTAlWHU, sBJsOLIelics crnocodom
ONepaTUBHOr0 MHGPOPMAIHOHHOI0 00MEHA MesKAY OPraHu3alUuAMM, HA3bIBACTCH:

1. nenoBoii mepenucKoi;

2. NOKyMEHTaluen i C1yKeOHOTO MOoJIb30BaHus;

3. CTaTHCTUYECKOW OTYETHOCTHIO

4. cimyxeOHOM 3aImMCKOM

Bomnpoc 13. Urto npexacrasJsier co00ii 3asiBjieHHe B JOKYMEHT0000pOTe OPraHu3annu?

1. 310 DOKyMeHT, KOTOpBbIii aJpecoOBaH [IO0JKHOCTHOMY JIMIy M COAEPKUT KaKYyH-J1100
npocs0y paboTHUKA;

2. DTO IOKYMEHT C MPEUI0KEHUEM HA3HAYNUTh, IEPEMECTHTD WM TOOIIPUTH paOOTHHKA;

3. DTO NOKYMEHT, OOBSACHSIOIINI MPUYNHBI CIIYYUBILIETOCs, KOTOPBINA COCTABISAET pAOOTHUK.

4. Bce oTBeTHI BEpHbIE

Bonpoc 14. Uto He AiB/IsIeTCS NPU3HAKOM aKTa?

1. cocraBjienue B cBOOOAHOM dopMme;

2. ycraHoBIIeHHE (DAKTUYIECKOTO COCTOSTHHE JIeNl M OTPAXKEHHUE €T0 B aKTe;
3. MOATBEP)KJICHHUE YCTAaHOBJIEHHBIX (haKTOB, COOBITHH, AEHCTBUIA,

4. KOJJIErnaJbHOCTh COCTABIICHUS.

Bonpoc 15. JlokyMeHTBI, KOTOpble H3JaHbl BHYTPH Y4YpexKIeHUs] U OTHPAaBJIEHbI 3a ero
npegesabl 1Jsi PyKOBOACTBA HUKECTOSAIIUM OPraHaM yNpaBJieHHsA JH00 B LeIsIX HCIOJIHECHUS
NUCbMEHHBIX YKa3aHUi BbICIIEH HHCTAHIMH, HA3BIBAIOTCH:

1. ucxoasAMMH JOKYMEHTAMU;

2. BXOJISIIMMH JIOKYMEHTaMH;

3. IOKJIaJHBIMU 3aIIUCKaMH,

4. mepenuckoi.

Bonpoc 16. Uto BKiIOYaeT B ce0sl TeXHUYECKOE UCIIOJITHEHHE IOKYMEHTa:

1. moAroToBKY MpPOEKTAa JO0KYMEHTA, HA0Op M pacne4yaTKy TeKCTa MPOEeKTa, KOPPEKTHPOBKY
colep:kaHusA [IOKYMEHTAa TocJie corjacoBanus, odopmjeHue (UHAIBLHOIO BapHaHTAa
AOKYMEHTA;

2. TPeJOCTaBJICHWE pacledyaTaHHOro IPOCKTa JOKYMEHTa pPYKOBOJWTEII0 Ha COTJIACOBAHHE,
yCTpaHEHHE HETOYHOCTEH, HaOOp OKOHYATEITLHOTO TOKYMEHTA;

3. cocTaBJIeHHE JIOKYMEHTA Cpa3y B OKOHYATEIHLHOM BapHaHTE, €ro MOANNUCAHUE Y PYKOBOIUTEIS,
OTMpaBKa JOKyMEHTa aJipecary,

4. BCe OTBETHI BEPHBIE

Bonpoc 17. Koraa 10KyMeHT SIBJISIETCS MCTIOJTHEHHBIM?
1. Koraa paccmaTpuBaeMblii B JOKYMeHTe BOMPOC pa3pellieH MOJHOCTHI) U MepenucKa mo
HeMY 3aBeplleHa;



2. Kak TOoNbKO JOKYMEHTY IPUCBOEH PErUCTPALlMOHHBIN HOMED;
3 . Korna 1oKyMeHT MoTy4eH KOHEYHBIM aJIpecaToM
4. Koraa 1oKyMeHT OTIIpaBJIeH Ha apXUBHOE XpaHEHUE

Bonpoc 18. OTiinyue akTOB NPOBEPOK, 00C/IeI0BAHMIA, PeBU3UIl 3aKJIHOYAeTCd B TOM, 4YTO
OHH...

1.dukcupyrOT ycTaHOBIEHHBIE (PAKThl U COOBITHS

2. COCTaBISIIOTCS JUISI TOJITBEPKACHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHH, IeHCTBHIA

3. He TOJbKO (PUKCHPYIOT YCTAHOBJIEHHbIE (PAKTHI M COOBITHS, HO M COAEPKAT BbIBObI,
peKOMeHIalMH U NpPeI0KeHUusl

4. couep)aHWE HE COIJIACOBBIBACTCS C JOJDKHOCTHBIMU JIMIIAMH, JIESTEIBHOCTh KOTOPBIX
OTpa)KaeTcs B aKTe

Bonpoc 19. Ilnpposoii niim 6ykBeHHO-UPPOBOH HICHTH(PHUKATOP JOKYMEHTA, BKIIOYAI0 Ui
MOPSAAKOBBIH HOMEp, NONOJHAEMBIH I0 KEJIAHWI0 HHACKCAMH COIVIACHO HCIIO0JIb3yEeMbIM
Kjaaccuukaropam, Ha3bIBaeTCH:

1. perucTpaniMOHHBIM HOMEPOM JAOKYMEHTA;

2. rpudowm;

3.1aTol JOKyMEHTa

4. pEeKBU3UTOM.

Bonpoc 20. Kakoii gopmaTt 6ymaru ucnosb3yercsi A U3rOTOBJIEHUsI 0JIAaHKOB Pe30/II0Uuii?
1. AS, A6;

2. A4, AS;

3. A6, A4.

4. A4

Bonpoc 21. Hocuresiem ungopmanum saBjsieTcs:

1. maTtepuajibHBIH 00BEKT, KOTOPbIH HY:KeH VI (puKcalul, XpaHeHus: (M BOCIIPOU3BeIeHH)
pedeBoii, 3BYKOBOM MJIM M300pa3uTeIbHONM HHPOPMaLUK;

2. co3aarenb JOKYMEHTa;

3. CTpPYKTypHOE MOJpa3/ielieHue, BHIONHSoIee ()YHKIIHH M0 BEJCHHUIO JOKYMEHTO000pOTa

4. pyKOBOAMTEIb MOAPA3ACICHUS.

Bonpoc 22. CBoiCTBO JOKYMEHTAa NOATBEPKIATH AEJOBYI0 ACATEJLHOCTH JH00 coObITHE
JIMYHOI0 XapaKTepa — 3T0:

1. ropuanyeckasi 3HAYHMOCTb I0OKYMEHTA;

2. opuaMYecKas Cuia JOKYMEHTa;

3. ayTeHTUYHOCTH,

4. hyHKIUSA JOKYMEHTa

Bonpoc 23. TunoBbIM CPOKOM MCIOJTHEHHS JOKYMEHTA Ha3bIBAETCH:

1. cpok McnoJIHeHHUs JOKYMEHTA COIJIACHO HOPMATHBHO-NIPABOBOMY aKTY;

2. CpOK WCIIOJIHEHHs, KOTOPBI YCTAaHOBJIECH B OPTaHMU3AaIMOHHO-PACTIOPSIIUTEIFHOM JIOKYMEHTE
WIH B PE30JIIOLINY;

3. CPOK HCIOJHEHHsI, YCTAHOBJICHHBIN CIIOKUBIIMMCSI B OpTaHU3aINA 00BIYaeM

4. Bce OTBETHI BEPHBIE

Bonpoc 24. CnipaBo4YHHEK, COAePKALINNA CBeeHNs 0 (POHAAX apXHBa U NPeXHA3HAYCHHbIN 115
03HAKOMJICHHUSI C MX COCTABOM M COJEPKAHNEM — ITO:

1. apxXuBHBII MyTEeBOAUTEND;

2. apXWBHBIU CIIPAaBOYHVIK;



3. apXWBHBIN yKa3aTelb,
4. GOHIOBBIH CIIPAaBOYHUK

Bonpoc 25. YaupunupoBanHoii ¢gopmoii J0KyMeHTA ABJISAETCH:

1. ¢opmyasip 1oOKymMeHTa ONpeAeJeHHOIO BHM/Ia, KOTOPbIH COAEP:KUT NOCTOSSHHYI0 4YacTh
TEKCTAa;

2. OyMaXXHbIM WM 3JIEKTPOHHBIN INAOJOH C PEKBU3UTAMM, IO KOTOPBIM OHNPEIENAETCS aBTOP
OUITMATIEHOTO JIOKYMEHTA;

3. PEKBU3HT O COIJaCMM OpraHu3aluu, KOTOpas He SBISETCS aBTOPOM JOKYMEHTa, C €ro
COJIEpKAHUEM,

4. BBIIINCKA U3 JOKYMEHTA.

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

1. He GoJee 7,5 cm;

2. He 6omee 12,5 cm;

3. He 6omee 10 cm.

4.He 6onee 5 cm

Bonpoc 27. PekBU3UT JOKyMeHTa — 3TO:

1. 3n1emeHT opopMiIeHHSI JOKYMEHTA;

2. pEeTUCTpAIIOHHBIA HOMEpP IOKYMEHTA,

3. CBEIEHMS O JJaTe U MCIIOJIHUTENE JOKYMEHTa
4. cBeneHus 00 opraHuzanuu

Bonpoc 28. Kakue 10KyMeHTbI MUHYIOT CTAIHIO MPOEKTA
1. noxJIagHbIE 3aIIUCKH;

2. IpUKAa3HI,

3. cIpaBKy;

4. aKTBI

Bonpoc 29. IlpenBapure/ibHbIH TEeKCT JOKYMEHTA, KOTOPbI JUYHO IOTOBHT HMCIOJHUTEIb
WJIN COMCIIOJTHUTE/Ib T0KYMEHTA, 3TO:

1. 4epHOBHK JOKyMEHTa

2. TPOEKT A0KYMEHTa;

3. 9K3eMIUISIp JOKYMEHTA;

4. Komus T0OKyMEHTA.

Bonpoc 30. /le1onpou3BoacTBO 3TO:

1. cdepa gesrenpHOCTH O 0OECTIEYEHUIO OPraHU3alMKi O(UCHBIMU JOKYMEHTaMH,

2. oTpaciib [eATeJbHOCTH, KOTOpasi o0ecreyHBaeT JAOKYMEHTHPOBAHHME W OPraHM3alHUI0
paboThI ¢ 0pUCHBIMU IOKYMEHTAMH;

3. oTpacib JesITeIbHOCTH, KOTOpas 00ecreynBaeT BHEIIHNE U BHYTPEHHUE CBSI3U OpraHU3aluu;

4. nesITeNbHOCTb, CBSI3aHHAs ¢ 0(POPMIICHHEM YIIPaBICHUECKNX JOKYMEHTOB

Bomnpoc 31. B pazaes o01ue nos10:xkeHus JOKyMEHTAa BXOAST
1. mesm u 3a1a4u;

2. GOpMBI 1 METOIbI YIIPABIICHHUS;;

3. KOHKpETHBIC 00S3aHHOCTH;

4. BU3bI COTJIACOBAHUS

Bonpoc 32. Ha kakoM J0KyMeHTe He CTABUTCH PEKBU3UT HAMMEHOBAHHE BU/A JOKYMEHTA



1. Ycrase;

2. IOKHOCTHOU MHCTPYKIIUH,
3. nucbMe;

4, akte

Bonpoc 33. I'pu¢ yrBep:xaennsi craBuTcst

1. B BepXHeM NpPaBoOM YIJIy;

2. B HIDKHEM IIPABOM YTIIY;

3. B HIDKHEM JICBOM YTITy

4. B COOTBETCTBHUH C TeM, KaK IIPUHATO B OPTaHU3AINH

Bonpoc 34. K ocHOBHBIM periiaMeHTHPYIOIIMM padoTy cayxk0b1 JJOY 1o0KkyMeHTaM OTHOCST
1. uHCTPYKIMIO IO 1€/10NIPOU3BO/ICTBY;

2. XBaJTH(PHUKAIMOHHBIN CIPAaBOYHUK JOJDKHOCTEH;

3. Tabenb yHUPUITUPOBAaHHBIX (HOPM JIOKYMEHTOB;

4. Ycras

Bonpoc 35. Kakoii BuA pacnopsiiuTeIbHOI0 JOKYMEHTAa WU3/AaeTcs eIMHOJUYHO
PYKOBOJUTEIEM

1. nocraHoBneHue;

2. peIleHHUE;

3. pacnopsikeHmue,

4. mpukas

Bomnpoc 36. KostnuecTBo pexkBu3uToB HOBOro 'OCTa no cpaBHeHHUIO ¢ NpeAbIIYy UM
1. Gonplie HA 1Ba PEKBU3HTA,

2. 00JIbIIIE HA OTMH PEKBHU3HT;

3. MEHBIIIC Ha J]BA PEKBU3MUTA,

4. meHblie Ha 1 peKBU3UT

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

2. BCKpPBITHE KOHBEPTOB;

3. coriiacoBaHue;

4. peructpanus

Bonpoc 38. Bxoasimuii J0OKyMeHT NPOXOANT CJeAYyIOIHe ITanbl 00padoTKu:

1. compoBokIeHHe U 10CTABKA € MOYTHI, NePpBUYHASL 00padoTKa, perucTpaums, MoAroToOBKa
HA JI0KJIaJl, paccCMOTpPeHue H 0(popMiIeHHE Pe30TIOLUH, PETHCTPANMSA Pe30JII0LHHU, TOCTAHOBKA
HA KOHTPOJIb HCIIOJIHEHMs, OTIIPABKA Ha HCIIOJIHEHHe, HCIOJHEHHEe M KOHTPOJIb 3a HHM,
NpHEM HCIOJHEHHOI0 JOKYMEHTa, CHATHE ¢ KOHTPOJs, INOMEIIeHHEe HCIOJHEHHOI0
JOKYMeHTa B /1eJ10, padoTa ¢ HUM, TeKylllee H APXUBHOE XpaHeHUe, YHUUYTOKeHHe U CTIMCaHNe;
2. yCTaHOBJICHME KOHKPETHOIO ajpecaTa JOKYMEHTa B OpraHM3alli, perucTpanus JOKyMEHTa I10
BXOJSIUM KypHalaM, nepefada JOKyMEHTa aJpecary, YKa3aHHOMY €ro B TEKCTE, YCTAHOBJIEHUE
CPOKOB MCIOJIHEHMSI JOKYMEHTa, HCIIOJIHEHUE JIOKyMEHTa, MPOBEpKAa PE3yJIbTaTOB HCIIOJIHEHUS,
MIOMEIIEHUE JOKYyMEHTa B HOMEHKJIATypHOE J€JI0 U MOCIEAYIoIas cAaya B apXuB;

3. perucrpanusi JOKyMEHTa IO BXOASAIIEH KOPPECHOHJCHIIMH, Nepeaaya ero pyKOBOAUTENIO /s
OIIpE/IeNIEHUs] UCIIOJIHUTENS], Tepeiada JOKYMEHTa HENOCPEICTBEHHOMY HCIIOJIHUTEN0, KOHTPOIb
3a MCIOJIHEHMEM JIOKyMEHTa, HWCIIOJIHEHUE [JOKYMEHTa, IPUEM pe3yJbTaTOB MHCIIOJHEHHUS
PYKOBOAMTENEM, OTMETKA 00 UCIIOJHEHHUH B CIIEUAIBHOM )KypHaJje, cjaua JOKyMEHTa B apXUB,

4. peructpanusi JOKyYMEHTa IO BXOASAILIEH KOPPECHOHCHIIMH, Nepeaaya ero pyKOBOAUTENIO /s
OIIpe/IeNIEHUs] UCIIOJIHUTENS, Tepeiada JOKYMEHTa HENOCPEICTBEHHOMY HMCIOIHUTEN0, KOHTPOJIb



34 UCIIOJTHCHHUEM JOKYMCHTA, UCIIOJTHCHUEC JOKYMCHTA

Bomnpoc 39. BuyTrpenHee corjiacoBaHue Ha3bIBaeTCs
1. Bu3a;

2. OTMETKA O 3aBEPECHUU;

3. yTBEp)KICHHUE;

4. neyaTh OpraHu3aluu

Bonpoc 40. Kaxkas d¢opma padoTbl ¢ JOKYMEHTAMH TMOAXOAMT /JI OpPraHM3aIuii,
AeATeJIbHOCTh KOTOPBIX TPeOyeT 0C00eHHO TIIATEJIbHOM 3alMThl HH(POPMALMU

1. nenrpanuzoBaHHasd;

2. CMeIlIaHHasl;

3. 1eueHTPaJIN30BaAHHASA;

4. B 3aBUCUMOCTH OT CUTYyaIlM1

Bonpoc 41. Bua opraHu3alMoOHHOrO JIOKYMEHTAa, KOTOPLIA ompenejsieT MOPSI0OK
00pa3oBaHusl, CTPYKTYPY U OPTraHU3ANNI0 Pad0ThI NPeINPUITHS

1. ycras;

2. MHCTPYKIIHS,

3. MOJIOXKEHHE

4. npukas

Bonpoc 42. K 0ocHOBHBIM periiaMeHTHPYIOIIHMM padoTy ciayxk0b1 JJOY 1o0KkymMeHTaM OTHOCAT
1. MHCTPYKUMIO IO 1eJIONPOU3BOJCTBY;

2. OCHOBHBIE IIpaBUIa pPabOThHI APXMBOB OpraHU3aALUH;

3. TOCT P 51141-98 Jlenonmpou3BOICTBO U apXUBHOE JIEI0;

4. YcraB

Bonpoc 43. K BHyTpeHHeMY 10KYMEHTO00OPOTY OTHOCHAT

1. opunmansHBIC THCHMA,

2. BHEIITHHE JJOKJIATHBIC 3aIMCKH, CIIPABKH,

3. MPUKAa3bl, PACHOPSKEHUS] OPTraHU3aINH,;

4.TUTIOBAsT METOMYECKAsl TOKYMEHTAIIUS U3 BBIIIECTOSIIEH OpraHu3aIlluu

Bonpoc 44. C kakoro MOMeHTa PacnopsAUTEeIbHBIH JOKYMEHT BCTYNAET B CHILY
1. c MOMEHTa CO3aHus;

2. ¢ MOMEHTA MOANUCAHNS;

3. c MOMEHTa yTBEepXKJICHUS,

4. ¢ cnauu B apxuB

Bonpoc 45. PekBu3uT — 310

1. cioco6 co3gaHus JOKyMEHTa,

2. MaTepuaIbHbIA 00BEKT ¢ HHpOpMaIUei;

3. 00s3aTeIbHBII 3J1eMeHT o¢opMiIeHUsI 0PHUIHMAIBLHOIO T0KYMEHTA;
4. cBenieHus 00 OpraHu3aluu

Bonpoc 46. Kakoii pekBH3HT pacnojiaraercs B JieBOM HUKHEM YTy
1. Tpud yrBEpKICHUS;

2. BU3a;

3. Tpud orpaHUUYEHHUS;

4. neyatp



Bomnpoc 47. K rpynne BXoAS X JOKYMEHTOB MOKHO OTHECTH
1. ne1oBBIC MUCHMA;

2. OpraHU3aIOHHBIC JOKYMEHTHI,

3. MpHUKa3bl OpraHu3allnu;

4.PacriopsikeHust 10 OpraHu3aluu

Bonpoc 48. Ha kakom 10KyMeHTe HeT rpuda yTBep:KIeHust
1. npuxase;

2. TIOJI0KEHNH,

3. ycTage;

4. Bce OTBETHI BEPHbIE

Bonpoc 49. CkobK0 aipecaToB MOKeET COAeP:KATH OJMH 1OKYMEHT
1. yeTnIpe;

2. IIECTD,

3. nBa;

4. omuH

Bonpoc 50. Kommniekc 10KyMeHTOB, pery/JIupylOIuX AeTeJbHOCTh OPraHu3anuii
1. pacniopsiauTeJbHbIC IOKYMEHTHI;

2. OpraHu3aIMOHHbBIE IOKYMEHTHI;

3. nH(OPMALIMOHHO-CITPABOYHbBIE TOKYMEHTHI;

4. paciopsAMTENbHBIE U HTHPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

Bonpoc 51. K kaTeropusiM TexHn4YeCKUX UcnoaHuTenei ciay:kon1 JJOY oTHoCcAT
1. pykoBouTENS CIYXKOBI

2. TOKyMEHTOBEa

3. 1eJI0npoUu3BOAUTES

4. Bce OTBETHI BEPHBIE

Bonpoc 52. HopMmaTuBHBIH JA0OKYMeHT, omnpeaeasiiommii  ¢onx 3apadoTHoit
COTPYJIHUKOB OPraHu3anuu

1. nomKHOCTHASI UHCTPYKIIMS;

2. ITaTHOE pacUCaHue;

3. Ycras;

4. pacniopsKeHHE

Bonpoc 53. /lokymeHT He ObIBaeT 0e3
1. MAaCIIOPTHBIX JAaHHBIX COCTABUTCIIA ;
2. PpEKBHM3HTOB;

3. BUIEOCONIPOBOKICHUS,

4. Bce OTBETHI BEpHBIE

Bonpoc 54. KoHTpoJIb 32 CPOKaMH HCTIOJTHEHHUS] IOKYMEHTOB 0CyIIeCTBJIsAeT
1. paGoTHUK OTaENa KAAPOB;

2. paboTHuK cay:x0b1 [JOY;

3. PYKOBOIHTEIHh OpPTaHU3aIINH;

4. pyKOBOJUTENb MO/Ipa3/ieICHUs

Bonpoc S5. Tekyumuii KOHTPOJIb OCYLIECTBIAAETCH
1. B HavaJie HCIOTHEHHUS JOKYMCHTOB;

IJ1AThI



2. B KOHIIC MCTIOJTHEHUS JOKYMEHTOB;
3. B TeueHHe BCEro nepuoaa NcroJTHeHusi JOKYMEHTOB;
4.B 3aBHCHUMOCTH OT BUJIA JOKYMEHTA

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

2. IOM>KHOCTHOW MHCTPYKIUH,

3. Ycrage;

4. pacopsiKEHUH

Bonpoc 57. Kakoii 1okyMeHT cocTaBJjisieTcsi IPU HAPYIIeHUW TPYAOBOM MM 001EeCTBEHHOI
AUCHUTLTHHBI

1. 00BsSICHHTEIBbHAS 3aIHCKA;

2. IOKJIaaHas 3aIlKCKa;

3. cimyxeOHas 3aIUCKa;

4. IpoTOKOII

Bonpoc 58. Kakue Bonpocsbl paccMaTpuBaKlTCS B PacOpPsSiZKeHUH
1. Hau6osnee BaxHbIE BOIPOCHI JEATEILHOCTH OpraHU3alluy,

2. BOIIPOCKHI, CBA3aHHBIC C BBIITOJIHCHHUEM HpI/IKa3OB;

3. onepaTUBHbIE BONPOCHI 1eSITEIbHOCTH ;

4. HauMeHee Ba)KHbIE BOIIPOCHI ACATCIBbHOCTH OPraHu3anuu

Bonpoc 59. IIpeaBapuresibHOEe pacCMOTpPeHNe JOKYMEHTOB BKJII04YaeT

1. pacnpeneieHue JAOKYMEHTOB Ha PpaccMOTPEeHHEe PYKOBOJUTENI0 U B CTPYKTYpPHbIe
No/Apa3/iesIeHusl;

2. IPOBEPKY MPABUIBLHOCTH aJPECOBAHUS;

3. coriacoBaHue JOKYMEHTA,

4. perucTpanuio

Bonpoc 60. Onun 13 rocyaapcTBeHHBIX PEKBH3UTOB
1. pe3ostonus;

2. pekyiaManus;

3. pemienue;,

4. peectp

Bomnpoc 61. Kakyio ungopmanuio cogep:kut pasjaena Ycrapa «OQ0ume moiokeHusn
1. cTpykTypa opranusanuu;

2. mpaBa 1 00s13aHHOCTH JOJKHOCTHBIX JTUII;

3. HeJIM U 32/1a4H OPraHU3aINH;

4. npaBOBOM CTaTyC

Bonpoc 62. Kakum opranom u3aaercst peieHne
1. Ko/LJIerHaJbLHBIM,

2. 3aBUCHT OT OPraHU3aIMOHHO-TIPABOBON (hOPMBI;
3. €IMHOIMYHO PYKOBOUTEIIEM;

4. B 3aBUCUMOCTH OT CUTYaIlH

Bonpoc 63. Kakue n3 nepe4yncjeHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3aliiOHHBIM
1. nuceMoO, ITOI0KEHHE;

2. ycTaB, HHCTPYKIUS;

3. ycras, yKas;



4. moJIO)KEHHE, YKa3

Bomnpoc 64. JlokyMeHT, perjiaMeHTHPYIOIIMH 1eATeJIbHOCTh COTPYAHUKOB OPraHU3auuu
1. ycras,;

2. 10JIZKHOCTHASI MHCTPYKIUS,

3. mpuKas;

4. pacniopsiKeHuUe

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

2. Ycras;

3. YupeautensHbIi JOTOBOD;

4. Her npaBWJIBHOrO OTBETA

Bomnpoc 66. Bce opunmnasibHbie JOKYMEHTHI HMEOT (PDYHKIIMHU:
1. o01IMe U cenuaJIbHbIE;

2. 00111Ee 1 OCHOBHEIE;

3. menoBbIe U 00ImHueE;

4. OCHOBHBIC U HCOCHOBHBIE

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

1. 3amay opranu3zanuu;

2. 00beMa M XapakTepa B3aMOCBSI3EH B OpraHU3alllH;

3. IopsAIKa IPUHSITHS PEIICHUH (SIMHOHAYAIHNE WM KOJUICTHAIBHOCTD);
4. BCé, mepeynciIeHHOe paHee

Bomnpoc 68. Urto Takoe yHu(pukanusi J0KyMEeHTOB:

1. ycraHoBjeHMe eAMHOr0 KOMILJIEKCA BHJIOB M PA3HOBHIHOCTEHl JOKYMEHTOB [JIsl
AHAJIOTMYHBIX YINPABJECHYECKHX CHTyaluii, pa3padorka eauHbIXx (GopM H mnpaBHI HX
cocTaBiieHUs1, opopMIIeHHEe U co31aHue TPadapeTHbIX TEKCTOB;

2. YCTaHOBJIGHUE €JMHOI0 KOMIUIEKCAa BUJOB M PAa3sHOBUIHOCTEH JOKYMEHTOB JUIs aHAJOTHYHBIX
YIIPABJICHYECKUX CUTYALHM,

3. YCTaHOBJIEHHE €JIMHOr0 KOMIUIEKCAa BHJIOB M PA3HOBUAHOCTEH OTYETOB JUI AHAJIOTHYHBIX
yIpaBIEeHUYECKUX CUTYalUil, pa3paboTka equHbIX (POPM U MPaBUII UX COCTABIIEHUS, OOpMIICHUE U
co3zlaHue TpaapeTHbIX TEKCTOB

4. pa3paboTka e€IuHBIX (OpPM M MpaBWJI COCTaBJIEHUS, OQOpPMIIEHUS U CO3JaHUs TpadapeTHHIX
TEKCTOB

Bonpoc 69. Yto Takoe rogosoi 00beM 10KyMeHT0000poOTA:

1. ucxonHas BeIMUMHA ONpeEeNEHUS] KOJIMYECTBA IOKYMEHTOB B OpraHU3aIiHy;

2. CpEICTBO OINpejeieHUs MOTpeOHOCTe B OpraHU3allMOHHON M BBIYMCIUTEIBHOM TEXHUKE,
BbIOOpa Hanbosee 3 PEeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOTO arnapara

3. MCXO0HAsl BeJIMYUHA JUIA pacyeTa YHCJIEHHOCTH COTPYAHUKOB cay:k0b1 IOY, onpenesenus
CTeNeHHU 3arpyKeHHOCTH CTPYKTYPHBIX NOApa3/ieJieHUil U 0TAeIbHbIX PA00THHKOB, CPEeACTBO
omnpeaeleHHss NMOTPeOHOCTell B OPraHW3allMOHHONW M BBIYMCJIUTENbHON TeXHHMKe, BbIOOpa
HauOos1ee 3P PeKTHBHOI CHCTEMBI PErHCTPALMHU JOKYMEHTOB M CIIPABOYHOI0 aNapara;

4. Bce OTBETHI BEPHbIE

Bomnpoc 70. Yrto Takoe 10KyMEeHTO000OPOT:

1. ABMXXCHUC JTOKYMCHTOB B OpraHu3aniyi ¢ MOMCHTA UX ITOJYUCHHUA 0 3aBCPHICHUA HCIIOJTHCHUSA
WM OTIPABKH B KOMHTET TI0 JIeJIaM HECOBEPIIICHHOIETHHUX,

2. ABH/KCHHME JTOKYMECHTOB B OpraHm3anuu ¢ MOMEHTA HUX CO3JaHUA WM NOJYIYECHUSA A0



3aBeplIeHHUs] MCTIOJHEHHS WU OTIIPABKU;
3. KOHTPOJIb 32 CPOKAMU HCIIOTHEHUS JOKYMEHTA,
4. coctaBieHue U opopMIIeHHE JOKYMEHTOB B OpraHU3aINH

Bompoc 71. BbiOGepure OCHOBHBIE 3JTanbl MOATOTOBKM H O(OPMJIEHHUS] BHYTPEHHHUX
AOKYMEHTOB B oduce:

1. cocraBieHue MpoeKTa u CorjiacoBaHue;

2. IpoBepKa MPaBUIbHOCTH 0()OPMIICHUS,

3. MOANKCaHUE U pEerucTpalus;

4. BCce BApDMAHTHI NPABWIbHbIE

Bonpoc 72. Uto Bk/II0OYaeT B ce0sl perncTpanus J0KyMeHTa:

1. mpocTaBlieHHEe PErUCTPAIMOHHOTIO HOMEPa;

2. IPOCTABJICHUE JATHI,

3. 3anmuch HeOOXOIUMBIX CBEJICHUN O IOKYMEHTE B PETUCTPAIMOHHON (hopMme;
4. Bce BAPMAHTHI IPABUWILHbIE

Bonpoc 73. UnauBuayaabHble CPOKH HCTOJHEHUsI YKA3ZBIBAIOTCS:
1. B TEeKCTE JOKYMEHTA WM B Pe30JIIOINH;

2. B IPUJIOKEHUH;

3. B pE30JIIOLINH;

4.B CIIeNMATIBLHO U3JIAHHOM PaCIIOPSKEHUN

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

2. y4eT ¥ OTYETHOCTb,

3. puHaHCHUpOBaHHUE,

4. Bce OTBEThI MPaBUJIbHbIE

Bonpoc 75. UTo noHMMAIOT MO/ CJIYKeOHBIM N0JIeM:

1. MecTO, KOTOpOE HE 3aHITO PEKBU3UTAMH;

2. MeCTO B IOKYMEHTe, KOTOpOe He 3aHSITO PeKBU3UTAMU, 32 HCKJIOYeHNeM PeKBU3UTOB 1, 2,
3, 4, 5, 18, u mpeaHa3HA4YeHO /ISl 3aKpPeIUIeHUs] JOKYMEHTAa B TEXHHYECKHX CpPeIcTBax
XpaHeHHu,

3. MECTO B JOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU,

4. TeKCT JOKyMEHTa

Bonpoc 76. UTto Takoe KoOmusi 4YacTH JAOKYMEHTa, KOTOpasi 3aBepeHa B OIpeaeJleHHOM
nopsiake?

1. npoexT noKyMeHTa;

2. 3NIeKTpOHHAsI KOIHS;

3. BBINMCKA;

4. nybnukart.

Bonpoc 77. Ileab perucrpanuu 10KyMeHTOB:
1. KoHTpOIIB;

2 obecrieyeHHe UX y4eTa;

3. 00a oTBeTa NPaBUJIbHbIE;

4. 00a oTBETa HEBEPHBIE

Bonpoc 78. Uto Takoe 0;1aHK JOKyMeHTa:
1. cranpapTHbld Juctr OymMaru, Ha KOTOPOM BOCIPOM3BOJMTCS IOCTOSIHHasi MHQopmanus



AOKYMEHTa M eCTh MeCTO JJIsl IepeMeHHO nH(popMauu

2. HeCTaHJapTHBIM JHCT Oymaru, Ha KOTOPOM BOCIPOM3BOAMTCS TOCTOSHHAS HMH(POpMAIUI
JIOKYMEHTa ¥ €CTh MECTO JUIs IepeMEHHON MH(pOpMaIIN

3. CTaHJapTHBIN JTUCT OyMaru, Ha KOTOPOM BOCIPOM3BOIUTCS MTOCTOSIHHAS MHPOPMALIUS TOKYMEHTA
4. Bce OTBETHI HETIPaBUIIbHbBIC

Bonpoc 79. YUto Takoe 10/2KHOCTHASI HHCTPYKIMS:

1. noxymMeHT, B KOTOPOM OTMEYEHbI HAPYLIUTENN TPYAOBON AUCLUILINHBI;

2. UHCTPYKIUS TUPEKTOPA, KOTOPYIO HEOOXOIUMO BBITIOJIHATH B 0053aT€ILHOM TOPSIJIKE;

3. OPraHU3aIMOHHO — PACHOPAAUTEIbHBIH JTOKYMEHT JJUTEIbHOr0 UJIH MOCTOSIHHOTO CPOKAa
aelicTBUs (10 BBeJdeHUSI HOBOH), B KOTOPOM OmpeaejJeHbl HAYy4YHO — TeXHUYECKHUe,
TEeXHOJIOTHYeCKHe, (PMHAHCOBBbIE M Jpyrue CTOPOHBbI /[AeATeJbHOCTH OpPraHM3aluM, ee
nojpas/eJieHuil U T0JKHOCTHBIX JIMIL,

4. HOPMATHUBHBIH aKT, OMPEACISIONIUN MOPAIOK 0Opa3oBaHUS, CTPYKTYpYy, QyHKIMH, MpaBa U
00513aHHOCTH OpraHU3AINH, CTPYKTYPHOTO MOIpa3ielieHUs, KOJUIETHAILHOTO OpraHa

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

1. B nepBoO#i YacTH CIpaBKU M3JaralTcsi GakThbl, NOCAYKUBIIHE NMOBOJIOM K €€ HANMCAHUIO,
BO BTOPOIi — NPUBOASATCH KOHKPETHbIE IaHHbIE;

2. B HepBOfI YaCTH CIIPpaBKM M3JIararoTCda AOBOJBI, IMOCIYKHMBIIMC IMMOBOAOM K €€ HAIlMCAaHWIO, BO
BTOPOIl — MPUBOJSATCS CTATUCTUYECKHIE TAaHHBIE;

3. B MEepBOM YaCTH CHPABKU M3JIArar0TCs KOHKPETHBIC TAaHHBIE, 3 BO BTOPOH — MPUBOIATCS (DAKTHI,
MOCITY>KUBIIUE MIOBOJOM K €€ HalMCaHHUIO;

4. B mepBOM YacTU CIIpaBKU H3JIararoTcsl (PakThbl, MOCITYKHUBIIME IOBOJAOM K €€ HAlMCaHUIO, BO
BTOPOI1 — BBIBOJIBI U TIPEITIOKEHUSI.

Bomnpoc 81. Uto Ha3pIBaeTcsl CIPaBKO:

1. TIOKyMEHT, NOATBEPKAAIOIMNIA KaKHe-Tu00 (PaKThI WU COOBLITHS,

2. (aKThl, MOCIY>KUBILIKE TOBOJIOM K €€ HAITUCAHHUIO,

3. JOKYMCHT, I'’IC€ MPHUBOJATCA KOHKPCTHBIC JTaHHEIC,

4. TOKyMEHT, perJIaMeHTUPYIOLTNI TOPSAOK BBIOTHEHUS KAKOT0-I100 mpoliecca

Bonpoc 82. Ha kakue iBe 0CHOBHbIE I'PYIIbI MOKHO MOAPAa3/1eJTUTh BCe HHCTPYKIIUHU:

1. 1OMKHOCTHBIE MHCTPYKIIMH, OTpeenstone GyHKIUU, MpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTD
JOJKHOCTHBIX JIHII;

2. VWHCTPYKIMH, PETIaMEHTHPYIOIIUE TOPSAOK BBINOJHEHUS Kakoro-nubo Tporecca, B
OCYIIECTBIIEHUH KOTOPOTO TPHUHUMAIOT  Y4YacTHE  HCIOJHUTENH  (JOJMKHOCTHBIE  JIUIIA;
Mo/Apa3ieNeHus );

3. 00a oTBeTA NPaBUJIbHbIE;

4. 06a oTBeTa HENIPaBUIIbHbBIE

Bonpoc 83. Bianku uMeroT moJisi:

1. mpaBoe u HUkHee — He MeHee 10 mw;
2. nesoe — 20 MM,

3. BepxHee — He MeHee 20 MM;

4. BCE 0TBEThI BEPHBI

Bonpoc 84. Ykaxkure peKBH3HT, He BXOAAILIUI B GopmMy.isip NpUKa3a Mo JUYHOMY COCTaBY:
1. aopecam,

2. oama;

3. noonucy;



4. mexcm

Bonpoc 85. Vraoicume 3a0auu apxusa:

1. npuem, yuem, xpanenue OOKyMeHmMO8, 3AKOHUEHHbIX OENIONPOU3BOOCMEOM, UHDOPMAYUOHHO-
cnpagounas paboma no apxuHviM OOKYMEHMAM NPeOnpusmus, OpeaHu3ayuoOHHO-MemooudecKas
HOMOWb NO 8e0eHUI0 0eIONPOU3BOOCMEA;

2. npuem, yuyem, XpaneHue OOKYMEHMO8;

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

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

Bonpoc 86. /lena, noocomoeénennvle Ha apxusHoe xpaneHue 0ensimcs Ha.:
1.mexywue dena u dena npowinvix nem,

2.3aKOHYeHHble U He3aKOHYEeHHble Oed;

3.0ena no 1uyHOMy COCmagy u no YUHAHCOBOL OessmelbHOCMU;

4. 0ena no uuHOMY cOCmMasgy npeonpusmusi u 0eld 0 OCHOBHOU OesimelbHOCmU

Bonpoc 87. Bykeennoe, yugposoe, uiu KOMOUHUPOBAHHOE 0003HAUeHUe OOKYMeHma, YKa3bléaoujee
MeCmo e20 cOCMAGNeHUsL U XPAHEHUsL — MO

1. pexsusum;

2. UHOeKc OOKyMeHma,

3. Homep ookymenma,

4. cyorcebHoe nose

Bonpoc 88. ®pa3za “3agep:kka MoCTAaBOK MOKeT MPUBECTH K...” TOBOPUT O TOM, YTO NMHUCHMO
10 COEePKAHUIO SABJIAETCH:

1.uHpopManmoHHOE MHCHMO,

2.1muceMO-0depTa,

3.MUChMO-peKIIamMaIus,

4. nucbMO-npeaynpexIeHue

Bonpoc 89. YkakuTe mnocjie10BaTeIbHOCTh 3JIEMEHTOB, W3 KOTOPBIX JOJIKEH COCTOSITh
3aroJIOBOK jeJa:

1. Ha3BaHue BUJA JOKYMEHTA, J1aTa;

2. Ha3BaHUE BUJA JOKYMEHTa, KPaTKOe COJIepKaHue,

3. Ha3BaHWE BUJA IOKYMEHTA, CIIOBO “‘KOTHs;”

4. Ha3BaHMe BU/A JIOKYMEHTA, KPaTKoe colepiKaHue, 1aTa, CJ10BO “Konus”

Bonpoc 90. Beipaxkenue “Coodmaem Bam, 4To0...” rOBOPHT 0 TOM, YTO JaHHOE NMHUCbMO IO
coJep;KaHMIO Oy/er:

1. nucemo-odepTa;

2. NHCbMO-H3BeIIeHNE;

3. MUCHEMO-pEeKIIamMaIls;

4. MHUCHMO-TIpEAYTIPEKICHIE

Bonpoc 91. KoMmiuieke 10KyMeHTOB, CO/IePKAIIMX HE00X0IMMbIe CBe/IeHUs1 0 PA0OTHUKE U €ro
TPYAOBOM CTaxe — ITO:

1. nemo;

2 .CTIpaBKa,

3. BBINIACKA U3 TPYAOBOM KHUKKH;

4. IM4HOE J1eJI0



Bompoc 92. VYkakute OCHOBHOW BuHA PpadoTbl, o00ecHeYMBAKIIMH CHCTEeMATH3ALMS

JOKYMEHTOB B /1eJIONIPOM3BOJICTBE:

1. cocraBneHue IWTATHOTO pacUCaHUs;

2. perucrtpanus JOKyMEHTOB,

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

Bomnpoc 93. /lokymMeHTBI NOC/I€ perucTPaluu MepeIalTcs:
1.B apxuB;

2. B OJpa3/ielieHus] OpraHu3allky;

3. B puHAHCOBBIN OTHET,

4. pyKOBOJTUTEJI /JIsl PACCMOTPEHHS M IPUHSTHS PellleHus

Bonpoc 95. BHyTpeHHHE TOKYMEHTbI PerHCTPUPYIOTCS:
1 .B AicHb 0(OpMIICHMS,

2. B 1€Hb NOJANUCAHNS,

3. B JIcHb Mepeiaun B apXuB;

4. mocje UCIOJIHEHUS

Bonpoc 96. B ¢popmy.isip 3asiBJIeHUsI He BXOJUT PeKBH3UT:
1. nara;

2. TEKCT;

3. DOOIINUCE,

4. rpud orpaHMyYeHHs J0CTYNA K JOKYMEHTY

Bonpoc 97. IIpuka3sbl 10 JTUHYHOMY COCTABY BUSHPYIOTCS:
1.PykoBoauTeneM opranusalvy;

2. pyKOBOJMTEIIEM U 3aMECTUTEIISIMU;

3. PYKOBOAMTEIEM, 3aMECTUTEIISIMHU, HAYAIIbHUKOM OT[IENIa KaJIPOB;
4. BCeMH 3aUHTEPECOBAHHBIMHU B MPUKa3e JUIAMU

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

2.10KyMeHT 00 00pa3oBaHuWY;

3.pe3tome;

4. TpypoBasi KHUKKA

Bonpoc 99. Ykaxkute N0KyMeHT, (PUKCHPYIOLIHI X0 OOCY:KIeHHS BOIMPOCOB
pelieHMii HA COOPAHUAX, 3aCeJAHUAX, COBCIIAHUAX U T.IL.:

1. pezonrorus;

2. pelieHue;

3. cpaBKa;

4. NIpoTOKOJI

Bonpoc 100. U3meHenus 3anuceil B TPY/I0BYI0 KHUKKY BHOCATCS HA OCHOBAHUH

1.pesrome;

2.yCTHOTO 3asBIICHUS] PAOOTHHKA,

3.MMCHbMEHHOTO 3asBJICHHS pa0OTHUKA;

4. IOKYMEHTOB, MOATBEPKIAIIUX ITH U3MEHEHHS.

IIpuMepHBI CIUCOK BOIIPOCOB

H NPUHATHUSA



1.IHenu, 3amaun u npunimnel J1OY. Uctopusa JJOY kak Hayku.

2.IlpenmMer u 3aauu Kypca.

3.Jloruueckasi CTpYKTypa TUCIHHUIUIMHBI, €€ MECTO B CHUCTEME IMOATOTOBKHU CIICLUAJIKCTA,

MEXIPEIMETHbBIE CBSI3U.

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

5. OcCHOBHBIC TIOHATHS U OMNpPEIEICHHS: JOKYMEHT: €ro CcBoicTBa W (yHKIHH,
JIEJIONPOU3BOJICTBO, JOKYMEHTOBEIEHUE, IOKYMEHTOO00POT.

IIpo0JieMHO-aHAIMTHYECKHUE 3aIaHUS
1. Ilpobremuo-ananumuyeckoe 3a0anue:
1. HazoBuTe Bce BU/IbI JOKYMEHTOB M YKQXKUTE, [10 KAKUM MTPU3HAKAM OHU KJIACCU(PHUIIUPYIOTCS.
2. Haitnure onpenenenue JOKyMEHTa B TOCY/IapCTBEHHOM CTaHJIapTe.
3. CoctaBbte Tabnuny «IloHsATHE TOKYyMEHTa B HAYYHBIX AUCLUILIIMHAX)
4.0mpenenute BUJ TOKyMEHTa: O(HUIHATIBHBIC, TUYHBIE U TMYHOTO MPOUCXOXKICHUS
2. Ilpobremno-ananumuueckoe 3a0anue:
1.CocraBbTe nprKa3 (pacopsiKeHHE) O IpUeMe Bac Ha padoTy,
2.CocraBbTe nIpuKa3 (pacropsKeHHe) 0 MepeBoie Bac Ha IPYryro paboTy
3. CocraBbte [Ipukas (pacnopspkeHne) 0 IpeJoCTaBIeHUN BaM OTIIyCcKa
3. Ilpobremno-ananumuueckoe 3a0anue:
1.CocraBbTe Tpauk OTIHYCKOB OpraHU3allMM, COCTOSIIeH u3 15 COTpyIHUKOB: 2 M3 KOTOPBIX
3aMECTHTEIH PYKOBOIUTENS, OAWH- TJaBHBIM Oyxraiarep, 2 — OyXraaTep W KaccHp, OJWH —
CHEIHUAIIMCT OTAeNa KaJpoB, 5 — pabo4YNX-CMEHIIUKOB, 2-pabd0THUKHU Ha 8 4acoBOM pabouuii I€Hb,
o/1Ha — yOopIIuIa, 2 — MEHEKEPOB.
2. CocraBbTe npuKa3 (pacrnopspKeHUe) 0 MPeKpaIieHny JeHCTBUS TPYIOBOTO 10roBopa (KOHTPAKTa)
C BaMH.
3.CocraBbTe npuKa3 (pacopsKEHHE) O HAIIPABJIEHUU BaC B KOMAaHIUPOBKY
4.BpInuimTe KOMaHIUPOBOYHOE YAOCTOBEPEHNE PAOOTHHUKY
4. IIpoOneMHO-aHAIUTUYECKOE 3a]JaHUE!
1. Pa3Geiitecb Ha rpynmel o 4 denoBeka M cocTaBbTe lIpaBuia BHYTPEHHErO TPYAOBOTO
pactiopsinka; [lomoxxenne o 3amuTe MEpPCOHANBHBIX MaHHBIX; [lomokeHwe 00 ormmare Tpyaa;
[TonoxeHnue o CTPYKTYpHBIX noapazaeneHusx; [lonoxenue 06 aTTectanuu
2. BeibepuTe 01HY U3 KOHKPETHBIX JIOJDKHOCTEH M COCTABbTE JIOJDKHOCTHYIO HHCTPYKITHIO
3. CocTaBbTe NpUKa3 O NOOIIPEHUH PaOOTHUKA.
5. Ilpobnemno-ananumudeckoe 3adanue:
Paz6eiiTecy Ha TpynmbI 10 4 Y€TOBEKA U COCTABHTE
1. ITonoxeHne o NpeMUPOBAHUH;
2. IHCTpYKIMIO TIO KaJpOBOMY JIEJIOTIPOU3BOICTBY;
3. IlonoxeHue 06 OIEHKE NEepCoHaa;
4. ITonoxenue o6 00y4eHUU;
5 INonoxxenue o0 amanranuu
6. IIpobrnemuo-ananumuyeckoe 3adanue:
1. CocTaBbTe rpaguk JOKYMEHTOOOOPOTa B KOHKPETHOI OpraHu3aiun
2. Pa30eiiTech Ha Tpynmbl O 4 YETIOBEKA U COCTABbTE
- [Tonoxxerne o paboTe ¢ Ka[pOBBIM PE3EPBOM;
- [TonoxxeHne o mpeMupoOBaHUH
7. [Ipobaemno-ananumuueckoe 3a0anue:
1.ITpencraBbTe CTPYKTYpy YCTaBa OpraHu3auu
Cocrasbre:
2. IlocTtanoBieHNE IO KOHKPETHOMY COOBITHIO.
3. PemieHnie mo KOHKPETHOMN 3aa4ye ynpaBiIeHuUs.
8. Ilpobremno-ananumuueckoe 3a0anue:



. CocTaBbTe npuUKa3 Mo KaJpoBOMY COCTaBY.
. CoctaBbTe yKa3aHue 10 pelIeHUI0 KOHKPETHOTO BOIIpOca.
. CocTaBbTe pacnopsHKEHUs! 0 KOHKPETHOMY COTPYAHUKY
. ObopmuTe TPOTOKOI 3aceAaHUS COOpAHUS KOJJICKTUBA OPTaHHU3AIHH.
9. Ilpobremno-ananumuueckoe 3a0anue:
1. CocTaBbTe aKT O HApyIIEHUH TPYAOBOTO JJOTOBOPA KOHKPETHOTO COTPYAHHUKA.
2. Onumure cTpyktypy llonoxkenus kak Jo0KkyMeHTa
3. OnumuTe npaBuiia COCTaBICHUS HHCTPYKIIUM
10. Ilpobnemno-ananumuueckoe 3a0anue:
1. Ucnonp3ys TUNOBYIO (hopMy «0OLIHil OJaHK» 3alOIHUTE €e.
2. Ucnionb3ys TUIIOBYIO (hOpMY «OJIaHK MHMChMay 3allOJHHUTE €€
3. Ucnonp3ys TunoByto ¢GopMy «OJIaHK KOHKPETHOTO BH/1a JOKYMEHTA) 3allOJIHUTE €€.

AW N =

Tembl HCCICT0BATC/IBbCKUX, TBOPYECCKUX IIPOCKTOB

Iloozomoska ucciedosamenbCKux NPOeKmos no memam:
1.Micnionp30BaHne KOMITBIOTEPHBIX TEXHOJIOTUH MPU CO3JaHUU M 0(OPMIICHUH JOKYMEHTOB.
2. DIEKTPOHHBINA JOKYMEHT U MpobJieMa ero IpaBoBOrO CTaTyca.
3. OcoOeHHOCTH COTIIaCOBaHUS AJIEKTPOHHOTO JOKYMEHTA.
4. NndopmanimoHHO-CIIpaBOYHbIE JOKYMEHTBI — CIIPABKH, aKThl, TOKJIAaIHbIE U OOBSICHUTEIbHBIC
3aMKCKH, JJOBEPEHHOCTH, CIy>KeOHbIE TUChMa, TeIe(OHOIPAMMBI, TEJIETPaMMBI, (paKCcOrpaMMbl
5. [Ipunanue 10pUAMIECKON CHIIBI JOKYMEHTY B JICKTPOHHOU (hopme.
6. [Ipumenenue 6a3 1aHHBIX, 11a0JIOHOB, TEKCTOBBIX PEIAKTOPOB.

Teopueckoe 3a0anue (c s1emenmamu cce)
Hanmmure scce o teme:
1.Ponb apxuBOB B COXpaHEHUU JOKYMEHTOB
2. MexBe1oMCTBEHHbBIE, BEJOMCTBEHHBIE apXUBbI. ApXUBBI OpraHU3aIuii,
NpEeANPUITHH, yupexaeHul. I’ ocy1apcTBEeHHbIE apXUBBI
3. DAEKTPOHHBIN JOKYMEHTOOOOPOT: MOJIOKUTEIbHBIE U OTPUIIATEIbHBIE YEPTHI

3anamm K HHTCPAKTUBHBLIM 3aHATUAM

CpasnumenvHulii ananius 6 popme oucnyma
1.2eKTpOHHBIN JOKYMEHTOOOOPOT: MOJOKHUTEIbHBIE U OTPUIIATEIHHBIC YEPTHI
2. Mecro nucuuiuiiHbl “OCHOBBI 1€J0ONPOU3BOJICTBA U JOKYMEHTOOOOPOT” B COBETCKOW U
COBPEMEHHOM cHcTeMax MOATOTOBKH CIIELUAINCTA -YIIPABJICHLA.

3aoanue no pewenuro ynpasnenueckou cumyayuu. Keiic 1

[Ipomo 3acemaHne WHBEHTAPU3AIMOHHON KOMHCCHHU 3aBOJla Ta30BOM ammaparypbl, Ha
KOTOPOM paccMaTpuBalICs BOIPOC O pe3yibTaTaX HWHBEHTapu3aluu 1o ckiaagy Ne 2
BCIIOMOTATENIbHBIX MaTepuanoB. Ha 3acenanuu ObUIO NMPHHSATO MOCTAHOBJICHHE OO0 YTBEPKICHHI
pe3ylbTaTOB MHBEHTApU3AllMM W OTHECEHUS 3a CUeT 3aBEAYIOUIEro CKJIAJOM HEI0CTauu
BCIIOMOTATEJIbHBIX MaTepuajioB B cymMme 365 ThiC. py0., a TaKXKe 3a4UTaHbl CIMYUATEIbHAS
BEJIOMOCTH 10 cKaay Ne 2 u 0ObSICHUTENbHAS 3aMMiCKa 3aBEAYIONIET0 CKIaI0M.

- Kakoii TOKyMEeHT cOCTaBIISIETCS IO UTOTaM 3aceJaHuil KOMUCCUN pa3HOro poja?

- Kakune pekBU3UTHI JOJKEH BKIIOYATh JAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTeil OH mpeArnoaraer?

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

Pewenue ketica.

[To uToram 3acepanuii komuccuu coctapisiercs [IpoTokoi 3acefanusi UHBEHTApU3ALIMOHHON



KOMMCCHUH 110 PACCMOTPEHHIO PE3yIbTaTOB MHBEHTApU3ALUH.

IIpoTOKOJI CONEPIKUT CIIENYIOIINE PEKBUZUTHI:

HaMMEHOBaHME OpraHM3allMii; Ha3BaHUE BUAA JOKYMEHTa; JaTa M HOMEp IPOTOKOJa;
3aroJIOBOK K TEKCTY; TEKCT; IMOANUCH YYaCTHUKOB; Ipu¢ yTBepKIeHHs (B CiIydae, KOrja IpOTOKOJI
HOJUIEXKUT YTBEPKICHHUIO).

[IpoTokoi cocTouT 13 2 yacTeil: BBOAHOM U OCHOBHOIA.

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

1) Ha3BaHMsI TOKYMEHTA U NPEAIPUATHS.

2) yKa3aHHe 4JIEHOB KOMUCCUH U IIpecenaTes.

3) CIIKMCOK BBICTYNAIOUIMX Ha 3aCE€AaHUU KOMHUCCHUHU.

4) uTOr" NHBEHTAPHU3ALHH.

5) peieHusi, KOTOpbIE ObLTH PUHSTHI.

6) 3aKJIF0YEHUE KOMUCCHH.

7) UTOTHY TOJIOCOBAHUS (€CIIU ObLIN).

8) MeponpusATHUs, IPOBEJCHHBIE B IIPOLIECCE HHBEHTApU3ALUH.

9) BBISIBIIEHHBIE HAPYLLIEHUS U T€, KTO B HUX BUHOBAT (MM U JOJDKHOCTB).

10) nata 1 MECTO COCTaBJIEHUS IPOTOKOJIA.

11) noanucu npeacenarens U ceKpeTapsi KOMUCCHU.

Keiic 2

B crpoutensHom koomnepaTtuBe «CtpolicepBUc» Obul OOHapykeH (akT HENpaBUIbHOIO
UCTIOJIb30BaHUSI CTPOUTENBHBIX OTXOAOB. llpm mpoBepke pabOTHI CKIaja MHIOMATEPHAIOB
YCTAHOBJIEHBI (PaKThl OTIYCKA B KOTEJIBHYIO Ul CXKMTaHHMs OTXOJOB NMUJIOMAaTepUalioB UIMHHOU
cBbie 20 cMm.

- Kakoii 10KyMeHT 103BOJIUT PErjIaMeHTHPOBATh OTIYCK CTPOUTEIbHBIX MaTepHaaoB?

- Kakue myHKTbI 10JKHBI OBITH B JAHHOM JOKYMEHTE 00513aTeIbHbIMU?

- CKOJIbKO JOJDKHOCTHBIX JIUI JOJDKHBI OBITh OTBETCTBEHHBIMH 32 UCIIOJHEHUE TaHHOTO
JIOKymMeHTa?

- Kakue pekBU3UTHI 10JKEH BKIIIOYATh JAHHBIA JOKYMEHT?

- CKOJIBKO CTPYKTYPHBIX YacTel OH Ipejroaraer?

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

Pewenue keiica

JIOKYMEHT, KOTOpBIM IO3BOJIUT PErIAMEHTHPOBATh OTIYCK CTPOMTENIBHBIX MaTepUalioB -
IIpukas.

OO6s13aTenbHbIE MYHKTHI IPHUKa3a: 1) MyHKThI, B KOTOPBIX AAIOTCS OPYUYEHUS UCTIOTHUTEISAM
U CPOKH HUCHOJHEHUS. 2) MyHKT O KOHTPOJIE UCTIOJIHEHUS ITpHUKa3a.

OTBETCTBEHHBIM 32 UCIOJHEHHE MPUKa3a ABISETCS OJHO JOJKHOCTHOE JIUIIO.

IIpyka3 noJpkeH BKIIOYaTh TaKUE PEKBU3MTHI, KaK IOJHOE HAMMEHOBAHHME KOMIIAHUU
COIJIACHO JIEHCTBYIOIIEMY YCTaBy; OpraHU3allMOHHO-IIpaBoBasi (popma; MECTO COCTaBJIEHUS WU
W3JIaHUs; PETHCTPAllMOHHBIM HOMEp, YKa3aHHBIM B KypHalle pErucTpaliy; HauMEHOBAHHE BHA
JIOKYMEHTA; 3arojIoBOK; TEKCT; JaTa CO3/IaHus; JaTa MOJMUCAHUS MOJINUCh PYKOBOAMUTENS C
pacuppoBKO; OTMETKU O HAJTMYUU MPUIIOKEHU;

[Ipuka3 Bkmrowaer B ce0f JBE CTPYKTypHbIE YacTH: KOHCTaTHPYIOILYI U
pacTopsiAUTEIBHYIO.

B 3TOT 1OKYMEHT 10JKHBI ObITh BHECEHBI (pakTHUecKue qaHHble [[puuuHbl U mopy4yeHus.

Ananumuueckue 3a0anus

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

2  Mcnomszys T'OCT P 6.30-2003  VHuUGUIMpPOBAHHBIE CHUCTEMBl  JIOKYMEHTAIUH.
VYHuduuupoBaHHas cucTeMa OpraHU3allMOHHO-PACIIOPAIUTENBHON JOKyMeHTauu. TpeboBaHus K



0hOpPMIICHUIO  JOKYMEHTOB, CHOpMYIUpyHTe mpaBwia Oo(QOpMIICHUS  OpPTaHHU3aIMOHHO-
pacropsAUTEIIbHON TOKYMEHTALIMU

3. Mcrionb3ysi KOHKPETHBIN TOKYMEHT, TIEPEUYNCITUTE PEKBH3HTHI.

4. CocTaBbTe CXEMY PaCTOPKEHHS TPYJOBOTO JOTOBOPA IO HHUIIMATHBE PAOOTHUKA.

5. HauepTtute cxeMy JOKYMEHTOOOOPOTa B OpraHU3aluu

6. CocTaBbTe MHCTPYKIIMIO IO COCTABJICHUIO HOMEHKJIATYPHI J€J1.

7. 3anumuTe rnpaBmiia paboThl ¢ JOKYMEHTaMU COACPKAIIMMU KOH(PHICHIIMATbHYIO HH()OpMAITHIO.

IIpumepHBbIii NepevYeHb BONPOCOB K MPOMEKYTOYHOM ATTeCTAIIUM:

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

2.Ilpenmer u 3a1aum Kypca.

3.Jlornueckast CTpyKTypa MAWCIHUIUIMHBI, €€ MECTO B CHCTEME IIOJATOTOBKH CIICIUAJIUCTA,
MEXIPEIMETHBIE CBSI3U.

4. CoBpeMEHHOE JIeTIOTPOU3BOICTBO: IIEJIH, 33/1a41 ¥ TIPUHIIHIIHIL.

5. OCHOBHBIE TIOHATHUS U OINPENCICHUS: TOKYMEHT: €ro CBOMCTBA U (DYHKIIUHU, JETOMPOU3BOJICTBO,
JIOKYMEHTOBE/ICHUE, TOKYMEHTOO00POT.

6.Buibl TOKyMEHTOB M MIX KIIACCH(UKAIUS

7. CocTtaB ynpaBleHYECKIX JOKYMEHTOB.

8. TloHsATHE CUCTEMBI IOKYMCHTAIIHH.

9. dyHKUMOHAIIBHBIE U OTPACIIEBBIE CUCTEMbI IOKYMEHTALIUN

10. Yuudukanus v CTaHIapTH3AIUS YIIPABICHYCCKUX TOKYMEHTOB

MeTtoauyeckue MaTepHalibl, ONpeaesiome MpoueIypbl OLEHUBAHUSI WHIUKATOPOB
JOCTHKEHUS KOMIIETeHITU I

Crnenuduxka  GopMHpPOBaHUS  KOMIIETEHUMH M HMX  U3MEpEHHE  OmIpefensercs
CTPYKTYPHUPOBAaHUEM HH(POPMAIMH O COCTOSIHUN YPOBHS TOATOTOBKU 00yYarOIIUXCA.

Anroput™bl 0T00pa U KOHCTPYUPOBAHUS 3alaHUM JJI OLEHKH JOCTH)KEHUM B MpeIMeTHON
o0nacTv, TEXHMKAa KOHCTPYHMpPOBaHHUS 3aJaHui, CHOCOOBI OpraHu3alud W  [POBEJEHUS
CTaHJAPTU3UPOBAHHBII OIEHOYHBIX MPOIETyp, METOJUKA IIKATUPOBAHUSA U METOABI 00pabOTKU U
MHTEPIIPETAIMU PE3YIbTATOB OLIEHUBAHMSI MTO3BOJISIIOT 00YYaroIUMCsS OCBOUTh KOMIIETEHTHOCTHO-
OPHUEHTUPOBAHHBIE IIPOIPAMMBI JUCLUIIINH.

@opMHUpOBaHNE KOMIETECHIMIN OCYIIECTBIIAECTCS B XOJE BCEX BUAOB 3aHATHM, NPAKTHKH, a
KOHTPOJIb UX C(POPMUPOBAHHOCTH Ha 3Tale TEeKYyIeH, TPOMEXYTOUHON U UTOTOBOW aTTECTAIUH.

OneHnBaHue 3HaHUM, YMEHUI U HABBIKOB 110 Y4€OHOMN JUCHUIUIMHE OCYIIECTBIIAETCS
MIOCPEICTBOM HCIIOIb30BAaHUS CIEAYIOIINX BUI0B OLEHOYHBIX CPEICTB:

- OMPOCHI: YCTHBIN, TUCbMEHHBIN;

- 3a7jaHuUsA I IPAKTUYECKUX 3aHATUH;

- CUTYallHOHHBIE 3aJjaHus;

-KOHTpPOJIbHBIE PaOOTHI;

- KOJUIOKBUYMBI;

-HamucaHue pegepara;

-HalMCaHue ICCE;

- pEIlIeHNE TECTOBBIX 3a/IaHUM;

- DK3aMEH.

Onpocsl 10 BbIHECEHHBIM HA 00CyK/IeHHe TeMaM

yCTHI)Ie Ol'IpOCI)I HpOBOHHTCﬂ BO BpeMH HpaKTquCKHX 3aH${THfl U BO3MOXHBI HpI/I
MPOBEICHUM AaTTECTAllMM B KAaueCTBE JIOMOJHUTEIbHOI'O WCIBITAaHUS MpPU HEAOCTaTOYHOCTU
peSYJ'IBTaTOB TeCTI/IpOBaHI/IH nu pemeHI/m SaHaHHﬁ. BOHpOCBI onpoca HE€ OJOJIXKHBI BBIXOJAUTH 3a paMKI/I



OOBSBICHHOW AJIl TAHHOTO 3aHSTUS TEMbl. YCTHBIE ONMPOCHl HEOOXOAMMO CTPOUTH TaK, YTOOBI
BOBJICYb B TeMY OOCYXICHHS MaKCHMAJIbHOE KOJMYECTBO OOYYAIOIIMXCSl B TPYIIE, MPOBOIUTH
napajuieid ¢ YK€ NpPOIJCHHBIM y4eOHBIM MaTepHalioM JaHHOW ITUCHHUIUIMHBI M CMEXHBIMU
KypcaM{, HAaXOJAWUTh YAAuHble IPUMEPBHl U3 COBPEMEHHOM JEHCTBUTEIBHOCTH, YTO YBEIMYMBAET
3¢ (PeKTUBHOCTh YCBOEHUS MaTepuaa Ha aCCOLUAIUX.

OcHOBHBIE BOIIPOCHI JJIi YCTHOTO OIIpOCa JOBOASTCS [JO CBEIEHUS CTYACHTOB Ha
MPEeAbIIYIIEM TPAKTUYECKOM 3aHATUH.

[IuceMeHHBIE ONPOCHI MO3BOJISAIOT IPOBEPUTH YPOBEHb IOATOTOBKH K IPAKTHUECKOMY
3aHATHIO BCEX OOYYarOIIMXCs B TPYIIE, MPU 3TOM OCTaBISAA JIOCTATOYHO Y4€OHOTO BPEMEHHU s
UHBIX (POpPM Terarormyeckoi AEATENbHOCTH B paMKax IaHHOTO 3aHATHA. [IMCbMEHHBINH oIpoc
IPOBOAMUTCA O€3 MPeaynpexaACHUs, UYTO CTUMYIUPYeT OOy4arommxcsi K CHCTEMaTH4YeCKOU
MOJATrOTOBKE K 3aHATHAM. Bompockl aist ompoca TOTOBATCS 3apaHee, (OpMYIHPYIOTCS Y3KO, 1a0bl
oOydaromuiicss uMen OOBEKTHBHYIO BO3MOXHOCTH IOJIHOIIEHHO €r0 OCBETUTh 3a OTBEACHHOE
BpeEMsL.

[TuceMeHHBIE OMPOCHI 1EIECO00Pa3HO MPUMEHATh B LENSIX IPOBEPKU YCBOSEMOCTH
3HAYUTEIBHOTO 00beMa yueOHOro MaTepuasa, HalpuMep, BO BpeMs TPOBEICHUS aTTEeCTalluH, KOTia
HEO0OXOIUMO MIPOBEPUTH 3HAHUS 00YUAIOIINXCS IO BCEMY KYpCY.

[Ipu onieHKe ONPOCOB aHAIN3Y MOMJIEKHUT TOUHOCTH (POPMYJIUPOBOK, CBI3ZHOCTh U3JI0KEHUS
MaTepuana, 000CHOBAaHHOCTh CYXKJICHUH.

Pemenue 3aianuii (keic-MeToaAbI)

Pemenue keiic-MeTO/I0B OCYILIECTBIISIETCS C LEIbI0 IPOBEPKU YPOBHS HABBIKOB (BJIQJCHMI)
oOyyarolerocsi 1o MPUMEHEHHUIO COJIEPYKaHHWsS OCHOBHBIX MOHSATHH M TEPMUHOB JUCLUIUIMHBI
BOOOIIIE U KaXKIOW €€ TeMbI B YaCTHOCTH.

OOyuaroiemycst 0OBSBISIETCS YCIOBUE 3aJlaHUs, PELIeHHEe KOTOPOro OH H3Jjlaraer Jjauoo
YCTHO, JTUOO MTUCHMEHHO.

D¢ (HeKTUBHBIM HMHTEPAKTUBHBIM CHOCOOOM pEIIEHUs 3aJaHus SBISETCS COIMOCTABICHHS
PE3yIBTATOB pa3peleHHUs OTHOTO 33aJaHHs JBYMS M 00Jiee MAJIBIMH TPYIIIIaMU 00YJarOIIXCS.

3agaun, TpeOyromue H3y4eHHUs 3HAYUTEIBHOIO 00beMa, HEOOXOJUMO OTHOCUTh Ha
CaMOCTOSITENIbHYI0 pabOTy CTYAEHTOB, C HENpPEMEHHBbIM pa300poM pe3yabTaTOB BO BpeMs
NPaKTUYEeCKUX 3aHATHHA. B JaHHOM ciydae pelieHHe CUTYAIllMOHHBIX 3aJad C I[NIyOOKUM
000CHOBaHHEM JOJHKHO MPEJCTABIATHCS HAa IPOBEPKY B MHUCbMEHHOM BH/IE.

IIpu oueHke pemieHUs 3aJaHUN aHAIU3UPYETCS MOHMMAaHUE OOYYAIOIIMMCS KOHKPETHOMH
CUTYalluH, IPABUJIbHOCTh €€ TOHMMaHUs B COOTBETCTBUM C U3y4aeMbIM MaTepUaoM, CHOCOOHOCTh
000CHOBaHMS BBIOpDAHHOM TOYKM 3peHMs], TIIyOMHAa MpPOpadOTKHM paccMaTpUBaeMOro BOIPOCa,
YMEHHMEM BBISIBUTH OCHOBHBIE ITOJIOKEHUSI 3aTPOHYTOT'O BOIIPOCA.

Pemenue 3ananuii B TectoBoii gopme

[IpoBoauTCS TECTUPOBAHUE B TEUEHUE U3YUEHUS JUCHUTIIINHBI

He menee uem 3a 1 Henmeno [0 TeCTUpPOBaHMs, IMPENOJABATENb JOJKEH ONpPEIEIUThH
00y4JaromuMcsl UCXOJIHBIE JaHHBIE AJIsS MOATOTOBKM K TECTUPOBAHMIO: HA3BaTh pa3lieibl (TEMBI,
BOIIPOCHI), TI0 KOTOPBIM OyAYT 3a7aHusl B TECTOBOU (hOopMe, TEOPETHUECKUE UCTOYHUKH (C TOYHBIM
yKa3aHUEM Pa3eNioB, TeM, CTaTel) Al OJTOTOBKH.

[Ipn mpOXOKIEHUH TECTUPOBAHUS TOJH30BATHCA KOHCIEKTAMH JICKIMH, YICOHHKaMU, U
MHBIMU MaTepHalaMHi HE pa3pelieHo.
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