AHHOTAIUSA
OI1.06. [lokymenmayuonnoe obecneueHue ynpasieHus

1. Obsnacty npumMeHennsi padoyeii NporpaMmsbl

PaGouass mporpamMma JUCHUIUIMHBI —SIBISIETCS YacThIO OCHOBHOM 0Opa3oBaTEeIbHOU
nporpammsbl B cootBeTcTBrH ¢ @T'OC miist ciennanbHOCTH: (YKPYITHEHHAS TPYIINa CIeUaAIbHOCTEH
38.00.00 Dxonomuka u ynpasienue), 38.02.01 SxkoHOMUKa U OyXTanTEpCKUi ydeT (110 OTPaciisaM),
JUIS1 OOYYArOIIMXCSl OYHOM M 3a09HOM (hOpM OOydEHHS.

2. Mecto y4eOHOil  JMCHMILIMHBI B  CTPYKType OCHOBHOH  mnpodeccHoHaIbHOMI
0o0pa3oBaTe/IbHOM NMPOrPaMMbI

Hucunmmna OI1.06.  JlokymeHTanMOHHOE OOECIeYeHne YNpPaBICHUS OTHOCUTCS K
npo¢eCCHOHATBHOMY LUKITY, 00IenpodecCHOHATBHBIM AUCHUILIMHAM. JIMCHUIUINHA pealn3yeTcs
B paMKax 00s3aTeIbHOH YacTu.

3. llesb U IUIAHMpPYeMble pPe3yJbTAThl 0CBOCHHUS AN CLHUILTHHBI
B pamkax nporpamMmbl y4eOHOH IUCHUIUIMHBI OOYYarOIIMMHUCS OCBAMBAIOTCS CIEAYIOLIUE
YMEHUs U 3HaHUs

Kon YmMmenus 3HaHus
I1K, OK
OK 01 pacrno3HaBaTh 3a1aqy W/WIA | aKTyaJbHBIN npodecCHOHATBHBIN u
npobieMy B IPOQECCHOHATBHOM | COUMAIBHBII ~ KOHTEKCT, B  KOTOPOM
u/unm COIMAILHOM  KOHTEKCTE; | IPUXOJUTCA padOTaTh W JKUTh, OCHOBHBIC
aHAJIM3UPOBAThH 3agaqy W/WIM | ICTOYHUKA WUH(QOPMAIMU U PECypChl IS

npo0iieMy UM BBIAENATH €€ COCTaBHbIE | pelleHUsl  3agady W 1pobieM B
YacTH; OINpENeNsATh 3Talbl peleHHs | NPOo(hecCHOHANIBHOM W/WIM  COLUAIBHOM
3aJaud; BBIABIATH H JI(PQPEKTHBHO | KOHTEKCTE;

UCKaThb HMH(pOpPMAIMIO, HEOOXOIUMYIO | alTOPUTMBI  BBIMOJHEHUS  paboT B
JUIsL  pelleHus  33Jadyd  W/WIM | IpodecCHOHATbHOM U CMEKHBIX 00J1acTsIX;

po0JIeMbl; MeTOAbl paboThl B NMPO(ECCHOHAIBHOU U
COCTaBUTH IIaH NEHCTBUS; | CMEXHBIX cdepax; CTPYKTypy IIaHa Jyis
OTIpeNIeIUTh HEOOXOUMBIE PECYPChI; | pEIIeHUs]  3a/Jad;  MOPAJOK  OLIEHKH
BJIaACTh AKTYyaJIbHBIMHA METOOaMHU | pE€3yJIbTaTOB pemiCHuA 3a1a4
paboTel B mpodeccCHOHATBHOW U | MPO(EeCCHOHANBHOM esITeNbHOCTH
CMEXHBIX  cdepax;  pealu3oBaTh

COCTABJICHHBIM  IUIaH,  OLICHMBATH
pe3yiapTaT M  TOCIEICTBHS  CBOUX
NeHCTBUI  (CaMOCTOSITENNBHO WM  C
MIOMOIIbIO HACTABHHKA)

OK 02 ONpEeAeNATh 3aJauu  JUlsl IOMCKa | HOMEHKJIATypa MH(POPMALMOHHBIX
uH(pOopMaLnu; OTpEeAeIATh | NICTOYHUKOB, MIPUMEHSIEMbIX B
HE00X0IUMMbIe UCTOYHUKHU | PO ECCHOHATLHON NESITENBHOCTH;
uH(pOpMallMK; TUIAHUPOBATh MPOLECC | IPUEMbI CTPYKTYPUPOBaHUS WH(OPMALIUN;
MIOMCKa; CTPYKTYpUpOBaTh | popMat ohopMIIEHHUS pE3yIbTaTOB MOKCKA
MOJIy4aeMyHo uH(popMalnio; | HHPopMaIun

BBIJICNIATE Hauboyiee 3HAUYMMOE B
nepeyHe UWHGOpMaLUU; OLEHUBATh
IIPAKTHUYECKYIO 3HAYUMOCTb
pe3ysbTaTOB  TOUCKA;  0(OPMIISATh
pE3yJIbTAThl IOMCKA

OK 03 ONpPEeNEATh aKTYyaJbHOCTh | COECPKAHUE AaKTyaJbHOM HOPMAaTHBHO-
HOPMaTUBHO-IIPaBOBOM IIPAaBOBOM JOKYMEHTAllUH; COBPEMEHHas
JIOKYMEHTAllMd B NMPOQecCHOHAIBbHOM | HayuHas u npodeccuoHagpHas




JACATCIIbHOCTH, NOPUMCHATH | TCPMUHOJIOTHA; BO3MOXKXHBIC TPAaCKTOPHUU

COBPEMEHHYIO Hay4yHyI0 | mpodeccnoHaIbHOTO pa3BUTHA u
po(heCCHOHATILHYI0 TEPMUHOJIOTHIO; | CaMOOOpa30BaHUs
OTIpEeIeIATh u BBICTpauBaTh
TPaeKTOPUHU po¢eCCHOHATHLHOTO
pa3BUTHUA U caM0o00pa3oBaHuUs

OK 04 OpPTaHHW30BBIBATh PA0OTy KOJUICKTHBA | TICKXOJIOTHYECKHE OCHOBBHI JACSITEIHbHOCTU
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJUJICKTHBA, MICUXOJIOTHYECKHE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JMYHOCTH; OCHOBBI
KIIMEHTaMH B X0JIe | MPOEKTHOM J1eATeIbHOCTH
po(heCcCHOHATTLHOM eI TEIbHOCTH

OK 05 rPaMOTHO U3JIaraTb CBOM MBICIH U | OCOOCHHOCTH COLUAIBHOIO U KYJIbTYPHOTO
opopMIATH JIOKYMEHTBI 10 | KOHTEKCTA; IpaBuiIa oopmienus

npodeccHoHaNbHOM  TeMaTUKE Ha | JOKYMEHTOB M  IOCTPOCHHUS  YCTHBIX
TOCY/IapCTBEHHOM SI3bIKE, MPOSBIATH | COOOIICHUN

TOJIEPAHTHOCTh B pabouem
KOJJIEKTHBE

OK 09 IIPUMEHSATH CPEACTBA | COBPEMEHHBIE CPEACTBA U YCTPOMCTBA
MH()OPMAIIMOHHBIX TEXHOJIOTHI IS | HHPOpMaTU3AIIH; MOPSIIOK ux
pemieHuss NpodeCcCHOHAIbHBIX 3a/1ay; | IPUMEHEHUS u MPOrpaMMHOE
HCII0JIb30BaTh COBpPEMEHHOE | oOecrieueHue B npodeccCHOHATbHON
IporpaMMHOe oOecriedeHune JIESITEIIbHOCTH

4. CTPYKTYPA U COAEP KAHUE NJUCHHUIIJIMHBI
4.1 O0beM QMCUMILTHHBI M BUbI Y4eOHOH padoThl
Ounas popma oOydeHHS

Buo yueonoii pabomot Oobvem uacos

MakcumabHas yyeOHas Harpyska (Bcero) 48
Oos3aTesibHAsi Ay IUTOPHAS Y4eOHAs1 Harpy3Ka (Bcero) 24

B TOM YHCIIE:

JeKIHHU (YPOKH) 12
NPAaKTUYECKHUE 3aHATHS -
1ab0paTOpPHBIE 3aHATHS 12
KypcoBast paboTa (poeKT) (ecau npedycmompena) -
CamocrosiTesibHasi padoTa o0yuarouierocs (Bcero) 24

[IpomexxyTounast arrectaimus B hopme oughghepenyuposannozo sauvema:
- Ha 6aze cpegHero oo1ero o0pa3oBaHus — B #epBOM CEMECTPE

4.2. ConepxaHue QTMCUUILTUHBI

Paznen 1. Jenonpoussoocmeo, kax cghepa ynpasnenueckoii 0eamenbHOCU.

Tema 1.1. /Joxymenmayus.

Tema 1.2. Kraccugurkayua u ogopmrenue  opeanu3ayuoHHO-paAcnopaOUmMenbHbIX
ooxymenmos (OP/]).

Tewma 1.3. /lenosas xoppecnonoenyus.

Tema 1.4. Unghopmayuonno-cnpagounas 0oKymenmayusi.

Tewma 1.5. /Joxymenmayus no mpyooeoim OmHOWEHUSM.

Paznen 2. Texnonoeus pabomol ¢ 0okymenmamu.
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Tewma 2.1. Opeanuzayus oenonpoussoocmea.
Tewma 2.2. Konguoenyuanvroe denonpouzsoocmao.



MuHHCTEepCTBO HAyKH | BBICIIET0 oOpa3oBanus Poccutickoit deneparuu

(denepabHOE rOCy1apCTBEHHOE OI0/PKETHOE 00pa30BaTEIbHOE YUPEKICHNUE
BBICIIIETO 00pa30BAHUS
«Y QUMCKUNl YHUBEPCUTET HAYKU U TEXHOJIOTUI»
WucTtutyT cpennero npoecCuOHaIbHOTO 00pa30BaHuUs

VTBEPXJIAIO

IIpencenarens K
0011e00pa30BaTEIbHBIX TUCITUATIIINH

@ /1. H. IlazaeBa
«29» aBrycra 2025 r.

PABOYAS ITPOT'PAMMA IUCIUAIIVINHBI
OI1.06 JOKYMEHTALHMOHHOE OBECIIEYHEHUE YIIPABJIEHUSA
HanMeHoBaHME CIIEIMAIBHOCTH
38.02.01 DxoHomMuKa u OyXrajaTepcKuil y4yer (110 0Tpacjsim)
KBanudukanus BeIITyCKHUKA

Byxraarep

ba3oBast moaroroBka
dopma 00ydeHUs: OUHAS

Vpa 2025
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PaGouass mporpamma paszpaboTaHa Ha OCHOBE (enepansbHOr0 TOCYAapCTBEHHOTO
00pa30BaTEeNBbHOrO CTAHIAPTa CpPEAHEro Mpo(EeCCHOHATBLHOTO O0pa30BaHUS IO
cnequanbHocTl 38.02.01 DOkoHOMHMKA W OyXrajarepckuid yder (IO OTpacisiM),
YTBEPKJIEHHOT O Ipruka3oM Munoopuayku Poccun ot 05.02.2018 r. Ne 69.

Opranuzanusi-pa3padoTymK: denepanbHOE roCyJapCTBEHHOE Oro/KeTHOE
00pa30BaTeNbHOE YUPEKICHUE BBICHIETO OOpa3oBaHUs «Y(PUMCKUNH YHUBEPCHUTET
HAyKU U TeXHOJOTui» MHCTUTYT cpeaHero npodeccuoHaibHOro o0pa3oBaHus
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1. MACIIOPT PABOYEM ITPOT'PAMMBI U CIHUILIVHBI

1.1. Ob6aacTh npuMeHeHHs padoyeil NporpaMMsl

Pabowas mporpamMma JUCHMIUIMHBI —SIBISIETCSI 4YacTbl0 OCHOBHOW  00Opa30BaTENbHOM
nporpamMmsl B cootBeTcTBHH ¢ PI'OC mist cniennanbHOCTH: (YKPYITHEHHAs TPYIINa CIeNUaIbHOCTEH
38.00.00 Dxonomuka u ympasnenue), 38.02.01 DxoHomMuKa U OyXTanTepcKuii y4er (10 OTpacisaMm),

JUIs 00yYaroImuXxcs OYHON (OpMBI O0yUYECHHUS.

1.2. Mecto y4yeOHOW JMCHMIUIMHBI B CTPYKTYpe OCHOBHOH mpogeccHOHAJBLHOMH
o0pa3oBaTe/IbHON NPOTrPaMMBbI
Huctummuaa  OI1.06.  JlIokyMeHTaIlMOHHOE  OOCCTICUCHHE YIpPaBJICHUS OTHOCHUTCS K

po(hecCHOHATTLHOMY ITUKITY, 00menpohecCHOHATBHBIM TUCITUIUIMHAM. J{MCIUITIINHA pean3yeTcs

B paMKax 00s13aTeJIbHOM YacTH.

1.3. llesb ¥ IJIaHUPYeMble Pe3yJbTAThl 0CBOEHUS THCHMUILINHBI

B paMKax IIpOorpaMMbl yqe6H0171 JUCHUITIIMHBI O6y‘laIOIJ_[I/IMI/IC${ OCBAaMWBAKOTCA CICAYIOLINC

YMCHUA Y 3HAHUA

Kon YMeHus 3HaHUA

1K, OK

OK 01 pacro3HaBarb 3a7a4y W/WNH | aKTyallbHBIH po¢eCCHOHATBHBIN u
npobieMmy B NPO(ECCHOHAIBHOM | COIMAIbHBIA ~ KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KHUTh; OCHOBHbIC
AHAIN3UPOBATh 3agauy W/WIN | ICTOYHUKA HH()OPMAIMK U PECypChl s
npo0iaeMy M BbLIEIATH €€ COCTaBHbIEC | pellleHus  3ajad M [pobieM B
YacTH; ONPEACIATh JTambl pEIIeHHs | MPO(PECCHOHANBHOM W/WIA  COLUAIBHOM
3ajjaud; BBIABIATH U 3()(PEKTUBHO | KOHTEKCTE;

UCKaTh MH(pOpPMaLMIO, HEOOXOJUMYIO | AITOPUTMBI  BBIMOJIHEHUs  paboOT B
JUIs  pelleHus  33Jadd  W/WIM | Tpo(ecCHOHANBHOM U CMEXHBIX 001aCTsX;
po0JIEMBI; MeTOJIbl paboThl B MpodeccHoHANbHON U
COCTaBUTh IUIaH JeUCTBUS; | CMEXKHBIX cdepax; CTPYKTypy IUIaHa i
ONpEeAeUTh HEOOXOAUMBIE PECYPChI; | pELIEHUs]  3ajad;  MOPSJIOK  OLEHKHU
BIAJETh  aKTyaJbHbBIMH  METOJAMHM | pe3yJbTaToOB peleHus 3a1a4y
pabotel B mpodeccHOHAIbHOW U | Tpo(eCcCHOHANBbHOMN A TEIbHOCTH
CMEXHBIX  cdepax;  peaqu3oBaThb

COCTaBJICHHBIM  IIJIaH;,  OIICHHUBAaTh

pe3ysibTaT U IOCIHEACTBHS  CBOMX

JNeNCTBUI  (CaMOCTOSITENIBHO WIIHM €

MOMOIIBIO HACTABHUKA)

OK 02 OmpeAensaTh 3aJadyd Ul [OMCKa | HOMEHKJIaTypa MH(OPMALIMOHHBIX
uHpOpMaInu; ONPEACIATh | NICTOUHUKOB, PUMEHSIEMbIX B
HE0OXO0IUMbIE HCTOYHUKHU | MPOdeccCuOHAITbHON NesITeNIbHOCTH;
uHpOpMallMK; TJIAHUPOBATh IPOLECC | IPHUEMbI CTPYKTYPUPOBAHUS UH(OPMAIINH;
MOMCKa; CTPYKTypUpOBaTh | popmat opopMiIeHHs Pe3yJbTaTOB MOKCKA
M0JTy4aeMyto uHpopManuio; | nHpopMauu
BBIAEIATL HaunOojee 3HAa4YMMOE B
nepeyHe UMHGPOpPMAalUU; OLIEHUBAThH
MPAKTHYECKYIO 3HAYUMOCTb
pe3yJabTaTOB  MOMCKa;  OPOPMIISATH
pe3yNbTaThl OMCKA

OK 03 ONPENEIATh aKTyaJIbHOCTb | COJEPKAHUE aKTyaJbHOW HOPMaTHBHO-
HOPMaTHUBHO-TIPAaBOBOM MIPaBOBOM JOKYMEHTAllUW; COBPEMEHHas
JOKYMEHTallui B Npo¢ecCHOHATIbHON | Hay4Has u npodeccuoHaIbHas
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JACATCIIbHOCTH, NPpHUMCHATH

COBPEMEHHYIO Hay4YHYIO
npoeCCUOHATIBHYI0 TEPMHUHOJIOTHIO;
OIIPe/IeIISTh u BBICTPAUBATh
TPaCKTOPUHU po(heCCHOHATBHOTO

Pa3BUTHA U CaM006paSOBaHI/IH

TCPMHUHOJIOTUA; BO3MOKHBIC TpPACKTOPUU
po¢eCCHOHAIIBHOTO pa3BUTHUSA u
camoo0pazoBaHus

OK 04 OpPTaHHW30BBIBATh PA0OTy KOJUICKTHBA | TICKXOJIOTHYECKHE OCHOBBHI JACSITEIHbHOCTU
U KOMaHJbl; B3aUMOJICHCTBOBATh C | KOJUJICKTHBA, MICUXOJIOTHYECKHE
KOJUIETaMH, PYKOBOJICTBOM, | OCOOEHHOCTH JIMYHOCTH; OCHOBBI
KIIMEHTaMH B X0JIe | MPOEKTHOM J1eATeIbHOCTH
po(heCcCHOHATTLHOM eI TEIbHOCTH

OK 05 rPaMOTHO U3JIaraTb CBOM MBICIH U | OCOOCHHOCTH COLUAIBHOIO U KYJIbTYPHOTO
opopMIATH JIOKYMEHTBI 10 | KOHTEKCTA; IpaBuiIa oopmienus
npodeccHoHaNbHOM  TeMaTUKE Ha | JOKYMEHTOB M  IOCTPOCHHUS  YCTHBIX
rOCYJTapCTBEHHOM SI3bIKE, TMPOSIBIISATH | COOOIICHUH
TOJIEPAHTHOCTh B pabouem
KOJJIEKTHBE

OK 09 IIPUMEHSATH CPEACTBA | COBPEMEHHBIE CPEACTBA U YCTPOMCTBA

MH(OPMALIMOHHBIX TEXHOJIOTUH IS
peleHus NpoQecCHOoHaNbHbIX 3a/1ay;
HCII0JIb30BATh COBPEMEHHOE
porpaMMHoe o0ecreyeHue

nH(pOpMaTU3ALINY; MOPALOK ux
HPUMEHCHUSI 7 HPOrpaMMHOE
obecrieyeHne B NPOQEecCHOHATHHOMN
JeSATEeIbHOCTH

2. CTPYKTYPA U COAEP) KAHUE JUCIIUITJIMHBI

2.1 O0beM IMCHUIIMHBI U BU/IbI y4eOHOH padoThl

Ounas popma 0OydeHus

Buo yueonoit paoomut Oovem uacos

MakcumabHas yyeOHas Harpyska (Bcero) 48
Oo6s13aTesibHAs ayaiuTOpPHAs yueOHasi HATpy3Ka (Bcero) 24

B TOM YHCIIE:

JeKIHHU (YPOKH) 12
NPAaKTUYECKHUE 3aHATHS -
71a00paTOpHbIE 3aHATHUS 12
KypcoBasi paboTa (npoekT) (eciu npedycmompena) -
CamocrositenbHas padora ody4aromerocs (Bcero) 24

[TpomexyTouHas aTTectanus B popme duppepenyuposantozo 3awema:
- Ha 0ase cpegHero oo1ero 0Opa3oBaHus — B epBOM CEMECTPE




2.2. TemaTnyecKkuii JIaH 1 coaecpkaHue JUCHUITJIMHBI

Ounas popma 0OydeHus

AKXTHUBHBIC U
Conep:xanue yuyeOHOro MaTepuasia, JadopaTopHbie U
UHTEPAaKTUBHbIE
HaumeHoBaHue NPaKTH4YeCKUue padoThl, CAMOCTOSAITEIbHAS padoTa O0bem yacoB YpoBeHb
pa3aesioB U TeEM o0yuawuuxcsi, KypcoBasi padot (IIpoekT) (eciu np(ci))sgzll\::?m ocBoeHnus!
npeoycCMompeHbsl) -
1 2 3 4
Paznea 1.
Jdenonpon3BoacTBO, KAK
cepa ynpapiaeH4eckoit
AeSITeIbHOCTH
Tema 1.1. Copneprkanue yueOHOro MaTepuaa
JloxymeHTanus 1 | Ilonstue o npemompousBojacTBe. OCHOBHBIC TOHITHS H
ompezeneHuss B 00IacTH JENOMPOM3BOACTBA. Bumibl
JOKYMEHTOB WX Kiaccupukamus. YHuDUIUpOBaHHAS 2 Jexyus-ouanoe 1
cucteMa u ctanaaprusanus OP/I.
TpeboBanust Kk  cocTaBieHMIO U O(OPMIICHHUIO
JlaGopaTtopnast pabota Ne 1 Pazoop
Odopmnenne pekBu3uToB 1okymeHToB o ['OCT P 7.0.97- 5 KOHKPEMmHbIX
2016 nipu yriioBom u QOKVMEHIMO8
CamocrosrenbHas pabora Ne 1
Bunpl paboT: HOArOTOBKA KOHCIIEKTOB.
Tematuka: [IpaBuna pabGotel ¢ Gymaroii ¢opmata A 1o 2
I'OCT 9327
Tema 1.2. Coneprkanne yueOHOT0o MaTepuana
Knacongurars 1 | Knaccudpukanmus u  odopmieHHe OpraHU3alMOHHBIX
oQopmieHie JIOKYMEHTOB. 2
OpraHH3allHOHHO- Knaccudukanus u odopmieHne pacrnopsauTeIbHbIX Jlexyus-ouanoe 1
pacnopsAUTENbHBIX JIOKYMEHTOB.
Aoxymentos (OPJI) OO0miasi XxapakTepUCTHKa M 3HAYCHHE OPraHU3allMOHHO-
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pacniopsiautenbHoi fokymentanuu (OPJ1). Bunst OP/I.

[Mopsimok cocraBieHus, OGOPMICHHUS U HCTOIB30BAHUS
OP/L.

JlabopaTtopnast pabora Ne2,3

[Tpuka3. CocraBinenue u opopMieHHE TPUKa3a IO OCHOBHOM Pazoop
angHOMY coctaBy. CocTtaBieHne U 0()OpMIIEHUE BBIHCKH U] KOHKDEMmHbIX
OCHOBHOI1 J1eTEIbHOCTH. O0OKYMeHmo8
Pacnopsikenne. CocTaBuTh M 0OPMHUTH PACHOPSKEHHE.
CamocTosrenbHas padota No 2
Bust paboT: BRITOTHEHNE TPAKTUIECKOTO 3a/IaHHS.
Temaruka: cocraBieHue U OGOPMIICHHE PACIOPSKEHUS
(pemieHust).
Tema 1.3. Copepxanue yueOHOro MaTepuana
Henosas 1 | KoppecrosaeHuus, ee BU/bL, IOHSTHE, CYILHOCTD.
KOppCCIOHACHIMA JlaGopaTopHas paGora Ne4: Pasbop
CocraBienne U odopmieHHE  MNUCBMA-IPOCHOBI U KOHKpembix
rapaHTUHHOTO MHUCHMA. OOKyMeHmos
CamocrosrenbHas padora Ne 3
Bunbl paboT: BHIMOIHEHHE TPAKTUYECKOTO 3aJaHUSI.
Tematuka: cocraBieHue u  0QOpPMIIGHHE  THCHhMa-
MpUTJIALIEHUs1, 3alpoca, OTKa3a, COMPOBOAMTEIBHOIO MUCHMA,
MH(OPMaLMOHHOTO
Tema 1.4. Coneprxanue yueOHOro MaTepuasa
Nudopmanmnonto- 1 | 3nayenne u oOmIas XapakTepucTHKa WHOOPMAITMOHHO-
CIpaBOYHAs CIPAaBOYHBIX IOKYMEHTOB
JOKyMEHTalUs JlaGopaTtopHnas pabota Ne 5,6:
3HaueHue © 0OmIas XapaKTepUCTHKa HHQPOPMAIIMOHHO- Pasbop
CIIPABOYHBIX IOKYMEHTOB. KOHKDEmHbIX
CocraBnenune " oopmienue UH(POPMALIMOHHO- OOKYMEHMO8
CIPABOYHBIX IOKYMEHTOB OpraHU3aI1H.
CamocrosrenbHas paborta Ne 4
Bunbl paboT: BhINOIHEHHE TPAKTUYECKOTO 3aJaHUSI.
TemaTHka: cocraBieHue U 0OPMIICHHUE AKTA.
Tema 1.5. Coneprkanue ydeOHOro MaTepuasa
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JloxymeHTanus mo

1 | Obmas xapakTepuCTUKa JOKYMEHTHPOBaHHUS Ipoliecca

TPYJIOBBIM JBUKEHMSI KaJIpOB. Jlexyus
OTHOLUEHUSIM 3amaun  u  QyHKOMM  KagpoBod  paborel. CocrtaB
JIOKYMEHTOB, 00€CIICYNBAIOIITIX
Pazpmea 2.
TexHoJsiorust pa6oThI
Tema 2.1. Copepxanre yaeOHOT0o MaTrepuaa
Opranuzanust 2
1 \ JIOKyMEeHTO000POT, TOKYMEHTOIIOTOKH, UX BUBI. Jlexyus-ouanoz
JIeJIONPOU3BOICTBA
CamocrosrenbHas padora Ne 5
Bunbl paboT: TOArOTOBKA KOHCIIEKTOB.
Tematuka: OCHOBBI CHCTEMAaTH3allMd JIOKYMEHTOB U 4
o(opMIIeHHE UX B JEIO.
CocraBienue v 0pOpMIICHHE OTIHCH JIea.
Tema 2.2. Cogepxanue yueOHOro MaTepuana
Konguaenuuanbroe 1 | 3agauu, 0cCOOEHHOCTH, OpraHu3aIys KOHPUACHIUATHLHOTO
ACTOUPOUSBOACTBO JIeTIOTIPON3BOJICTRA. ) 2 Ipotnesnas
JlokyMeHTupoBaHrEe KOHPHUACHIINATHLHONU HH(OPMAITUH. nexiyus
Yyer KOHQUACHLMAIBHBIX JOKYMEHTOB. MTorosoe
sanstue. Jludd. 3auer
CamocrosrenbHas pabora Ne 6
Bunbl paboT: mOArOTOBKA KOHCIIEKTOB.
Tematuka: [IpaBuiia TupaxupoBanusi KOH(OUIECHITUATBHBIX J]
[IpaBuna cocrtaBiaeHuss HoMeHkIaTyp. PopmHpoBaHUE U 4
obopmiieHne KOHGUIEHIMATBHBIX Jel. PexuM XxpaHeHus
KOH(UICHIIMATBHBIX JOKYMEHTOB.
Bcero: | 32 —
ayJIuTOPHbIE,
16 —
CaMOCTOSITEeIIbHA

g paboTa
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3. ®OH/] OLEHOYHBIX CPE/CTB, U1 IPOBEJEHHS TEKYILETO KOHTPOJIS U
MMPOMEKYTOYHOM ATTECTAIINN OBYYAIOIIMXCS MO JUCIHUATIINHE
(MOJZIYJIIO)

@®oHpn oueHouHbIX cpenactB (naiee — POC) - KOMIIEKT METOAMYECKHX M KOHTPOJIBHBIX
MaTepHalioB, HCIONb3YEMBIX IIPU MPOBEICHUU TEKYIIEro KOHTPOJS OCBOCHHUS PE3yJIbTaTOB
oOyuenus u mnpomexyrtouHoil arrectaiuu. ®OC mpenHasHayeH i KOHTPOJIA M YIPaBJICHUS
MIPOIIECCOM MPUOOPETEHUST 00YJAOIUMUCS HEOOXOUMBIX 3HAHUH, YMEHUH, MPAKTUIECKOTO OTBITa
1 kKoMmrieTeHui, onpeaeneHHbx Bo @I'OC (IIpunoxenue Ne 2).

TunoBble KOHTPOJIBHBIE OLIEHOYHBIC CPEACTBA, HEOOXOMUMBIC ISl OLICHKH 3HAHWH, YMEHHM,
HABBIKOB M ONBITA JCSATEIBbHOCTH, XapaKTEPH3YIOIMIUX 3Tanbl (HOPMHpPOBAHHS KOMIIETCHIIUH B
MIPOLIECCE OCBOEHHUS 00pa30BaTEIbHONW MPOTpaMMbl U METOJUYECKHE MaTepualbl, OMpEIesonne
MpoLEeAYyphl OLICHUBAHUS 3HAHUN, YMEHUH, HAaBBIKOB U OIBITa JNESTEIBHOCTH, XapaKTEPU3YIOIINX
aTarbl GOPMHUPOBAHUS KOMIIETSHITUH npencTaBiieHbl B [Ipmioxernun Ne 2.

4. YCJIOBUSA PEAJIM3ALIIMU JUCHUIIJIMHBI
4.1. TpeGoBaHUSI K MUHMMAJILHOMY MaTepHAIbHO-TEXHUYECKOMY 00ecredeHUuI0

KaOuHeT NOKyMEHTAaI[MOHHOTo obecriedeHus u ynpasiaenus (Ned05) — 161,8m? (r. Yoa, yn. K.
Mapkca, 1.3, kopm.4)

Boxkanbnsie parnomukpodorst AKGWMS 40 — 2 mir.

HuTepakTHBHAs cHCTEMa CO BCTPOSHHBIM KOPOTKO(MOKYCHBIM MpoekTopoM Promethean ActivBoard
387 RPO MOUNT EST

Komnrsrotep, BcrpanBaemsiii B kadenpy INTEL Core 13-4150/DDr3 4 Gb/HDD

Okpan HacTeHHbId Draper Luma AV(1:1) 96/96°244*244MV (XT1000E)

HacronpHblil HHTepakTHBHBIN nucried ActivPanel 21S

Matpuunslii koMMyTatop curtanoB uHtrepgerica HDMI CMPRO 4H4H

MynsTumeaua-npoextop Panasonic PT-EW640E

JByxnonocHslif HacTeHHBINA rpoMkoroBoputesib 20B1/100B 1Bet 6enbiii (MASK4TW) (Gemnbrit) — 6
IIT.

[TeTnnunsiii pannomukpodpon AKG WMS45

TepmunanBuaeokondpepeni-casasuLifeSizelcon 600 Camera 10xPhone 2"Generation
OxpanHacteHHbIHDraperLumaAV (1:1) 96/967244*244MV (XT1000E)

Jocka — 1 .

Cron — 3 mr.

Cryn — 3 mwr.

Y4yeHnnveckas mapra TpexmecTHasi — 35 mT.

Tpubyna — 1 wr.

JlaGopatopus  «MHpopMallMOHHBIE  TEXHOJOTMM W JIOKYMEHTAllMOHHOE  oOecreyeHue
npodeccrHoHansHOI AeaTensHocTH» (Ne311a) — 82,9m? (1. Ya, yi. K. Mapkca, 1.3, kopm.4)
[Tepconanbublil koMnbioTep lenovo thinkcentre — 16 .

Hocka — 1 .

Cron — 26 wr.

Cryn — 26 wr.

Tpubyna — 1 wr.

JlaGopatopus  «MH(popMallMOHHBIE  TEXHOJIOTMM W JIOKYMEHTAllMOHHOE  oOecreyeHue
npogeccuonanbHoi aesrensHocTu» (Ne3118) — 82,22 (1. Ya, yi. K. Mapkca, 1.3, kopm.4)
[TepconanbHblil KoMObOTep B KoMIutiekTe Ne 1 iru corp 510 — 14

Hocka — 1 .

Cron — 26 wr.
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Cryn — 26 mir.
Tpubyna — 1 .

4.2. YueOHO-MeTOANYECKOe U HHPOPMAINIMOHHOE 00ecnieyeHHe TUCUMILIUHBI (MO1YJIs1)

4.2.1. IlepeyeHb OCHOBHOW W JONOJHUTENbHON Y4eOHO# JMTepaTypbl, HEOOXOAUMON AJs
OCBOEHMS TMCHUIJIMHBI (MOXYJIs1)

OcHoBHasi yueOHas1 IuTEpaTypa:

1. Kysueyos, M. H. ]JlokyMeHTalMOHHOE obOecrieueHue ympasieHus. JJokyMeHToOoO0O0poT H
JEJIIONPOU3BOJCTBO: YUYEOHUK W TMPAKTUKYM JUISl CpelHEero mnpogeccHoHaIbHOro oOpa3oBaHUs /
. H. Ky3nenoB. — 4-e wu3n., nepepad. u gom. — MockBa: M3marensctBo FOpaiit, 2024. —
545 c.— (IIpodeccuonanpHoe  obOpazoBanue). — ISBN 978-5-534-16004-8. —  Tekcr:
DIIEKTPOHHBIN // OO0pazoBatenbHas mwiardopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/537146.

2. Kopnees, U. K. JIokyMEHTallMOHHOE OOECIICUEHUE YNpPaBJICHUS: YyUCOHUK U MPAKTUKYM

s cpenHero  mpodeccuoHanbHoro  obpaszoBanmsi/ U. K. KopreeB,  A. B. ITmenko,
B. A. MamypueB. — 3-e usa., nepepadb. m gomn. — Mockpa: M3znatensctBo IOpaitt, 2024. —
438 c.—  (IIpodeccuonanbHoe oOpazoBanue). — ISBN 978-5-534-16002-4. —  Tekcr:
DIIEKTPOHHBIN // OobpazoBarenbpHast mwiardopma Opaiit [caiiT]. —

URL: https://urait.ru/bcode/539262.

3. Hoponuna, JI. A. JIoKkyMeHTalMOHHOE OOECIIEYCHNE YIPABICHUS: YICOHUK U MPAKTUKYM
Ut cpeqHero npodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n.,
nepepab. u mon. — MockBa: UMzmarensctBo FOpaiit, 2024. — 270 c.— (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-16017-8. — Texct: onektponnbiii // OOpa3zoBaTenbHas
iatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/539338.

JlonoJIHUTEeIbHASI y4eOHAas JInTepaTypa:
1. KopueeB, U. K. [lokyMeHTallmOHHOE OOeclieueHHE YIpaBICHUs: YYeOHHK W TPAKTHKYM s

cpennero npodeccuonansHoro odpasopanus / U. K. Kopuees, A. B. [Timenko, B. A. Marypues. — 3-e u3j.,
nepepad. u non. — Mocksa : M3natensctBo FOpaiit, 2025. — 438 c¢. — (Ilpodeccuonansuoe obpasoBanue).
— ISBN 978-5-534-16002-4. — Tekcrt: 3ekTpoHHbIi // OOpa3oBarenbHas miargopma tOpait [caiT]. —
URL: https://urait.ru/bcode/563193

4.2.2. Ilepeyennb pecypcoB HH(OPMALIMOHHO-TEJEKOMMYHHKALMOHHOI ceTn «AHTEepHET»
(manee - cerb «MHTEPHET»), HEOOXOAUMBIX /IS OCBOCHHUS AUCHHUILIMHBI (MOLYJ151)
Ne HaumeHoBaHue 3/1eKTPOHHOH OMOJIHOTEYHOI CHCTEMBbI

1. | DnexrponHas oubnuoreka Y YHuT https://uust.ru/library/

2. | OBbC Ydumckoro yHuBepcuTeTa HayKd U TexHosoruit https://elib.bashedu.ru/

3. | DnekTpoHHast OMOIMOTEYHAsI CHCTEMa « Y HUBEPCUTETCKast OMOIMOTEKa OHIIaliH»
https://biblioclub.ru/

4. | DnekTpoHHas O0MOJIMOTEUHAs cucTeMa u3aareiabcTBa «FOpaidm» https://urait.ru/

5. | DnekrpoHHas 6ubIMOTEYHAas cucteMa u3narenberBa «Jlanby https://e.lanbook.com/

6. | DOnexrponnslii katanor bubmmorexkn YYHuT http://ecatalog.bashlib.ru/cgi-
bin/zgate.exe?init+bashlib.xml,simple.xsl+rus

7. | B nepuonnueckux m3nanuii Ha mwiatgopme EastView https://dlib.eastview.com/

8. | Hayunas snextponHas Oubnuoreka — https://www.elibrary.ru/defaultx.asp (moctyn k
9JIEKTPOHHBIM HAYYHBIM XypHanaMm) — https://elibrary.ru
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Ne Anpec (URL)

1. www.economy.gov.ru — OduuuanbHblii caiT MHHUCTEPCTBa 3KOHOMHUYECKOTO pa3BUTHS]
Poccwuiickoit @eneparuu [DnekTpoHHBIN pecypc]. — Pexum mocrymna: cBoOO HBII

2. | www.minecon.bashkortostan.ru — Odunmanbupiii cait MuHHUCTEPCTBA SKOHOMHUUYECKOTO
pasButusi PecnyOnmuku bamkoproctan [DnekTpoHHbId pecypc]. — Pexum nmocryma:
CBOOOTHBIH

3. | http://www.aup.ru — AIMHUHHACTPAaTUBHO-YIIPABICHUECKUI MOpTai [ DJIEKTPOHHBINA pecypc].
— PesxxuM octyna: cBOOOTHBIH

4. | ecsocman.eduru — OxonHomuka, Comumonorus, MeHemKMEHT -  (eaepaabHbIld
00pasoBateNbHBIN OpTal [ DNEKTPOHHBIN pecypc]. — Pesxxum moctyma: cBoOOOHBIH

5. | www.eg-online.ru — ['azeta «9KOHOMHKA W XKH3HB» [DIEKTPOHHBIN pecypc]. — Pexxum
JI0CcTyna: cBOOOIHBIM

4.2.3. Ilepeyenb nHGPOPMANMOHHBIX TEXHOJIOTHA, MCIO0JIb3yEMbIX NP OCYIIECTBJIECHUH
o0pa3oBaTe/IbHOIO NpoLecca Mo AUCHUIINHE, BKJII0Yasi epeYeHb IPOrpaMMHOI0
o0ecreyeHUus1 1 MHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM (MPH HEOOXOAMMOCTH)

HaumeHoBaHHe MPOrpaMMHOro odecrnevyeHus

Windows 8 Russian. Windows Professional 8 Russian Upgrade. [lorosop Ne 104 ot 17.06.2013 .
Jlunensnn — GeccpodHbIe

Microsoft Office Standard 2013 Russian. [loroBop Ne 114 ot 12.11.2014 r. JInmen3un — 6eccpodHbie

Cpena snexkrponHoro ooydenus Y YHuT, na mmatpopme C30 3KL Bepens 4.1.11a

Koncynwsrantllmtoc. JloroBop Ne 28826 ot 09.01.2019r. JIunien3uu 6eccpoynbie

5. AHBIE CBEJIEHUA U (MJIN) MATEPHUAJIBI

5.1. IlepeyeHp 00pa3oBaTEJBbHBIX TEXHOJIOIHH, HCHOJB3YeMbIX TMPH OCYLIECTBJICHHH
00pa3oBaTeIbLHOIO NpoLecca M0 JUCHUIIINHE

AKTHBHbIE 1 HHTEPAKTHBHbIE (POPMBbI IPOBEACHNUS 3aHATHI

AKTUBHBIE U UHTEPAKTUBHBIE (DOPMBI MPOBEJCHUS 3aHATUIN PEAN3yIOTCS NMPHU MOATOTOBKE
[0 MporpaMMaM CpeAaHero MpodeccHoHaTbHOTO 00pa30BaHUS M MPEANOJaraloT oOydeHue B
coTpyAHHYecTBe. Bce ydacTHMKM 00pa3zoBaTenbHOro mporecca (MpernojaBaTeslb U CTYIEHTHI)
B3aUMOJICHCTBYIOT JPYT C IPyroM, OOMEHHBAIOTCSl HH(OpMAIHEH, COBMECTHO PEIIAIOT MPOOIIEMBI,
MOJICIUPYIOT CUTyallud B atMoc(epe Jel0BOro COTPYyAHUYECTBA, ONTHUMAIbHOM JUIsl BBIPAOOTKU
HaBBIKOB M KadecTB Oynaymiero mnpodeccuoHana. OCHOBHBIE TPEUMYIIECTBA AaKTUBHBIX U
UHTEPAKTUBHBIX ()OPM NMPOBEICHUS 3aHATHIA:

- aKTUBU3AIUS TI03HABATEIILHON M MBICTHTEIBHOMN eI TETLHOCTH CTYICHTOB;

- YCBOEHHE CTYJICHTaMH Y4eOHOI0 MaTepHaja B KaueCTBEe aKTUBHBIX YUaCTHHKOB;

- pa3BUTHE HAaBBIKOB pe(ICKCHH, aHATM3a U KPUTUIESCKOTO MBIIIJICHHUS;

- yCUJICHHE MOTUBAIMH K NU3YYEHUIO TUCIUILIMHBI U 00yUEHHIO B LIEJIOM;

- co3/1aHue OIaroNpHUsITHOW aTMOC(EPhI Ha 3aHITHH;

- pa3BUTHE KOMMYHUKATHBHBIX KOMIIETEHIINN Y CTYJCHTOB;

- pa3BUTHME HaBBIKOB BJAJEHUS COBPEMEHHBIMH TEXHMYECKHMMM CPEJICTBAMH H
TEXHOJIOTUSIMU 00paboTKK HH(pOpMaLIHH;

- (hopMupoBaHHE U pa3BUTHE CHOCOOHOCTH CaMOCTOSATENbHO HAXOIAUTh MH(YOPMALUIO U
OIIPEIETISTh YPOBEHD €€ JJOCTOBEPHOCTH;
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- WCTIOJ30BaHHUE JJIEKTPOHHBIX (OpM, OO0ECHEeYMBAIOIIUX YETKOE YIIpaBJICHUE Y4eOHBIM
MPOIIECCOM, TIOBBIIIICHHE 0O BEKTUBHOCTH OIEHKH PE3yJIbTAaTOB OOYUCHHSI CTYICHTOB;

- TpuOMMKeHHe Yy4yeOHOro Iporecca K YCIOBUAM Oyaymied mpodeccruoHanbHON
JESTEIIbHOCTH.

AKTHUBHBIC Y WHTEpAKTHUBHbIC (OPMbI YyUeOHBIX 3aHSATUN MOTYT OBITh MCIIOJIB30BAHBI MPU
MPOBEJICHUH JICKIIUH, MPAKTUICCKUX U JIAOOPATOPHBIX 3aHITHIA, BHIMIOJHECHUH KYPCOBBIX MPOEKTOB
(paboT), Ipu MPOXOKIACHUU MTPAKTUKH B IPYTUX BUJAX YICOHBIX 3aHATHM.

Hcnonb30BaHWe AaKTUBHBIX M HWHTEPAKTHBHBIX (OpPM yUEOHBIX 3aHSITHA MO3BOJISET
OCYUIECTBIISITh OLICHKY YCBOCHHBIX 3HaHHM, cPOPMUPOBAHHOCTH YMEHUN U HABBIKOB, KOMIIETEHIIUI
B paMKax MpONEIypbl TEKYIIET0 KOHTPOJSI MO AWCHHUIUIUHE (MEXIUCIUIUTMHAPHOMY KYpPCY,
npoecCuoHaTbHOMY MOJIYJIIO), IPAKTHKE.

AKTHBHBIC U WHTEPAKTUBHBIE (OPMBI yUEOHBIX 3aHSATUN pPEaATU3YIOTCS IPEINoaBaTeIeM
corjacHO pabodeil mporpamMme Y4YeOHOW MUCHMIUIMHBI (NMPOPECCHOHATLHOIO MOIYJIs) WM
porpaMMe PaKTHKH.

WuTepakTuBHAS JIEKIHSI MOXKET IPOBOAUTHCS B Pa3IMYHbIX (hOpMax.

[Ipn TpoBeneHUM TUCHMIUIMHBI  «J[OKyMEHTAallMOHHOE OOCCIICUeHUE  yIPaBICHUS
UCIIONIB3YIOTCS JIEKIMH, TPOOIEMHBIE JIEKIIUH, JISKIHSI-IUAIOT, pa300p KOHKPETHBIX CUTYaIUH.

JleximonHas (hopMa MPOBEACHHS 3aHIATHS MPEIIOaraeT YCTHOE U3JI0KEHUE MaTepHralia 1o
ompezeneHHON Teme. B xozme mpoBeAeHUs 3aHATHSA, JIEKTOP MOXET aKIEHTHPOBATh BHUMaHHE Ha
OTIpe/ICIICHHBIC TPUHIUIUAIBHBIC TIOJIOKEHUS TEMbI, KOTOpPBbIE MOTYT OBITh 3allMCaHBI TIOJ
TUKTOBKY.

[IpoGneMHas JIeKIus TpeaoyiaracT M3J0KEHUE yYeOHOro Marepuania C yKa3aHWeM Ha
ompezieNieHHbIe MPOOIEMBbl, CUTYyallMd, HECOBEPILIEHCTBO 3aKOHOAATENbCTBA. TakuM o00Opa3zom
MIPOUCXOIUT MPUBJICUCHUE CTYACHTOB K aHAIHM3Y MTPOOJIEMbI, MHOTOCTOPOHHEMY TIOHUMAHHUIO TEMBI,
YMEHHUIO BHJIETh CHUTYallUI0 C TO3UIUH PAa3HBIX TOYEK 3peHHs. AHATU3UPYs MPOOIEMBI,
oOydJaromuecss MOTYT CaMOCTOSITEIBHO TIPUHATH K  HEOOXOIMMBIM  BBIBOJAM, KOTOpBIE
MpenoaaBaTesib COOOIIUT UM B X0JI€ U3JI0KEHUS MaTepHraia.

B xoxe mpoOiieMHOM JIEKIIMK TIPErogaBaTelb, u3jiaras HOBBIH MaTepHall, MOKET 3a/1aBaTh
BONPOCHI, Ha KOTOpbIe oOydaromiuecs: OyIyT OTBeYaTh B XOJ1€ JIEKIIMHU. Bompockl MOTYT 3a1aBaThCs
TakKuM 00pa3oM, 4TOOBI CTYACHTHl MOHUMAJIA JIOTMKY 3aKOHOJATENs, HAyYHBIX HCCIeI0oBaTeseH,
MOTJIM 3aKpENUTh paHee M3YYEeHHBIM MaTepuall, BUIS ONPEAETICHHYIO CBSI3b MEXAy TemMamu. B
XOJIe TIPOBEJICHUSI MPOOJIEMHON JICKIIMU MOTYT TPHBOJIUTHCS TMPHUMEPHI M3 CyIeOHOW MPaKTHUKH,
y4eOHOM TUTepaTyphl, KOTOPbIE JEMOHCTPUPYIOT T€ UIH UHBIE TPOOTIEMBI.

B xoze pa3dopa KOHKPETHBIX CUTYaIlUi OCYIIECTBIISICTCS aHAN3, H3yUeHUE, UCCIICIOBAHNE
00CTOSITENNECTB, CUTYallUd M TPOOJIEM, KOTOpPbIE CYHIECTBYIOT B JEHCTBUTEIBHOCTH WM KOTOPHIE
MOTYT BO3HHKHYTh B OINpeAeNieHHBIX ciydasx. C MmoMoImpi pa3dopa KOHKPETHBIX CHUTYaIllui
o0y4aronuiicss pa3BUBaeT HaBBIKH M0 aHAINU3Y U CKENITUYECKOMY MBIIUICHUIO, COSTMHEHUIO TEOPUHN
U TIPAKTUKH, BEIOOPY NMPHHUMAEMOTO PEIICHUs, OIICHKE MOCIEJACTBHIA MPUHSATOTO PEIICHHS U T.II.
Pa300p KOHKPETHBIX CUTYyAIHi MOXKET MTPOBOAUTHCA B (POpMe pellieHrs CUTYallMOHHBIX 33/1a4.

15



ITPHJIO)KEHUE 1
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I ITacnopT poHI0OB OLIEHOUYHBIX CPEACTB
1. ObaacTh NpUMeHEeHUs

®ona oueHouyHbIx cpeacTB (POC) mpenHazHadyeH sl MPOBEPKU PE3YJIbTATOB OCBOCHUS
nuctutuabl OI1.06. JOKYMEHTAIIUOHHOE OBECIIEYEHUE YIIPABJIEHHUA, Bxonsiei B
COCTaB MpPOrpaMMbl IMOJTOTOBKH CIELMAIMCTOB CPEIHEro 3BE€Ha Mo crnenuainbHoctH 38.02.01
Oxonomuka u oyxearmepckuii yuem (no ompaciam). O0beM 4acOB Ha ayUTOPHYIO HArpy3Ky IO
JTUCIUIUIMHE JJI1 O4HOM (opmbl 00ydeHus - 24 4yaca; Ha CaMOCTOSITENIbHYIO pa0OTy AJisi OYHOM
¢dopmbl 00ydeHus - 24 gaca.

2. O0beKTHI OLICHUBAHUSA — PE3yJbTATbI OCBOCHHUA NTUCHUIIJTHHBI

@®OC 1mo3BOISIET OLEHUTH CICAYIOIINE PE3YIbTAThI OCBOCHUS AVCIHUILTUHBI B COOTBETCTBHH
¢ ®I'OC cnemmansHocTH 38.02.01 DxoHOoMUKa u Oyxearmepckuil yuem (no ompacisim) U padboden
MPOTPaMMOt JUACLIUIIIUHBI OI1.06. JOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUA:

yMEHHs:

- oopMIIATh TOKYMEHTAllMIO B COOTBETCTBUM C HOPMATUBHOW 0a3oii, B TOM 4MHCIE C
UCIIOJIb30BaHNEM MH(POPMAITHOHHBIX TEXHOJIOTHIA;

- OCBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHOW 00pabOTKU JOKYMEHTAIINH;

- HCIIOJIB30BaTh YHU(PUITUPOBAHHBIC (DOPMBI JIOKYMEHTOB;

- OCYIIECTBJIATh XpaHEHUE U MOUCK JOKYMEHTOB;

- HCIIOJIB30BATh TEJICKOMMYHUKAIIMOHHBIC TEXHOJIOTUU B DJIEKTPOHHOM JIOKYMEHTOO0OPOTE;

3HAHUSL:

- MIOHSATHE, LIEJH, 33/Ia49H U IPUHIIUIIBI ISTIONPOU3BOICTBA;

- OCHOBHBIE MOHATHUS JOKYMEHTAIIHOHHOTO 00eCTIieueHUs YIIPaBICHNUS;

- CHCTEMBI JOKYMEHTAITMOHHOTO 00eCIICYCHUS YIIPABICHUS;

- KJ1accU(UKAIIHMIO IOKYMEHTOB;

- TpeOOBaHUS K COCTABIICHUIO U O(DOPMIICHHUIO JOKYMEHTOB;

- OpraHu3anuio JOKyMeHTooOOopoTa: mpuema, o00paboOTKy, pEerHuCTpaluio, KOHTPOJb,
XpaHEeHHE JJOKyMEHTOB, HOMEHKJIATYpY Jell.

BrlmenepeurcieHHble YMEHUS, 3HaHUS HaIMpaBlieHbl Ha (OpMHpOBaHHE Yy OOyUYaIOIIUXCS
CIIETYIOIINX O0IIHUX U MPOodeCcCHOHATbHBIX KOMIETEH I :

OK 01. Beibupats criocoOsI perieHus 3aaa4 npodeccnoHalbHOM 1eATeTbHOCTH MPUMEHUTENBHO K
Pa3TUYHBIM KOHTEKCTAM;

OK 02. Mcnonp30BaTh COBpEMEHHBIE CPEJICTBA MOKCKA, aHAIN3a U UHTEpIpeTalMi HHOpMaLUY U
UH(POPMALIMOHHBIE TEXHOJIOTHH IS BBIMOJIHEHHS 3a]1a4 IPOQeCCHOHATIBHOM JIeTeTbHOCTH;

OK 03. [TnaHnpoBaTh U peaan30BbIBaTh COOCTBEHHOE MPO(HECCHOHATBHOE U IMYHOCTHOE PA3BUTHE,
IpeIPUHUMATEILCKYIO I€ATEIbHOCTh B TpodeccuoHanbHoM chepe, NCIoib30BaTh 3HAHUS 10
(MHAHCOBON TPAaMOTHOCTH B PA3JIMYHBIX JKU3HEHHBIX CUTYaIHsX;

OK 04. DddexTrBHO B3aMMOAECHCTBOBATH U pabOTaTh B KOJUIEKTUBE U KOMaH/IE;

OK 05. Ocy1ecTBiATh yCTHYIO U TUCBbMEHHYIO KOMMYHHMKAIMIO HA TOCYJaPCTBEHHOM SI3BIKE
Poccuiickoii @enepaiuu ¢ yueToM 0COOEHHOCTEN COLMAIbHOTO U KyJIbTYPHOIO KOHTEKCTA,

OK 09. ITonp3oBatbcs mpodhecCHOHaTbHOM JOKYMEHTaIMel Ha roCcy1apCTBEHHOM U HMHOCTPaHHOM

A3bIKaX.

3 (I)OprI KOHTPOJISI H OHCHKHA PE3YJbTATOB OCBOCHHUA TUCIHUIIJIUHBI
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KoHTposib U OlLieHKa pe3yJbTaTOB OCBOEHHUS — 3TO BBISIBJICHHE, U3MEPEHHE U OLICHHUBAHUE
3HaHWH, YMEHUH W (GOPMHUPYIOMUXCS OOMMX W TPOo(EeCCHOHATBHBIX KOMIIETCHIIMH B paMKax
OCBOCHUS JUCIUILINHBI.

B coorBerctBUM ¢ y4eOHbIM IuUTaHOM crennanbHOCcTH  38.02.01 OKOHOMHKA W
Oyxrantepckuil yder (1o OTpacisaM), paboueil mporpamMMmoil AMCHUIUIMHBI «JlOKyMEHTAIlHOHHOE
obecrieueHUe YMpaBICHUS» NPEAYCMATPUBACTCA TEKYIIMH W TPOMEXKYTOUYHBI KOHTPOJIb
pe3yIbTATOB OCBOCHHS.

3.1 ®opMbI TeKyl1ero KOHTPOJIS

Texymuii KOHTPOJIb YCIEBAEMOCTH MPEACTaBISET COOOW IMPOBEPKY YCBOCHHUS y4eOHOTO
MaTepHala, peryasipHO OCYLIECTBISIEMYIO Ha IPOTSDKEHUH Kypca 00yUYeHHUS.

Texkymmii KOHTPOJb pPE3yJIbTaTOB OCBOCHHS UCIHMIUIMHBI B COOTBETCTBHHM C paboueit
IIPOrpaMMOM U KaJICHJAPHO-TEMATUYECKUM IIAHOM IIPOUCXOAMT IIPH UCIOIb30BAaHUM CIIETYOLINX
00s13aTeNBbHBIX (POPM KOHTPOJIS:

- 8bINOJHEHUE U 3aWuma 1ao6opamopHvlx pabom;

- NPOBEPKA BbINOTHEHUS CAMOCMOAMENbHOU PAOOMbl CHLYOEeHMO8,

- NPOGEPKaA BbINOIHEHUSI KOHMPOTbHBIX PAOOM.

Bo Bpemsi mpoBeneHuss yuyeOHBIX 3aHATHM JOMOJIHUTEIBHO HCIHOJB3YIOTCS CIENYIOIINE
(GOopMBI TEKYLIEr0 KOHTPOJS — YCMHBIN ONpoc, peuwieHue 3a0ai, Mmecmuposanue no memam
OMOeNbHbIX 3AHAMULL.

BoinosiHeHue u 3ammTa JadopaTopHbix padot. IIporpamma 1abopaTopHOro MpakTUKyMa
y4eOHOM AUCUMILINHBI «JIOKYMEHTAallMOHHOE O00€eCleUeHHE YINpaBICHUs» NpeJHa3HAueHa s
peanu3aly rocyJlapCTBEHHbIX TPeOOBAHMM K MHHMMYMY COJEp)KaHUS M YPOBHIO IOJATOTOBKU
BBIITYCKHUKOB 10 crienuaibHocTu 38.02.01 Dxonomuka u Oyxranrepckuit yuér. B nmannoi padore
Ipe/CcTaBiIeHa TeMaTHKa U3y4eHHUs] HEKOTOPBIX MPUEMOB PabOThl C TEKCTOBBIMU JJOKYMEHTAaMH, C
KOTOPBIMU CTYJIEHTBI CTAIIKUBAIOTCS KaK B y4eOHOM, Tak U B JAE€JIOBOW IIPAKTHKE.

JIaGopaTopHbIii MPAaKTUKYyM SBISETCS MNPOAOJDKEHMEM JICKIMOHHBIX  3aHATHH 110
quciumuinHe  «JlokymeHtannonHoe oOecriedeHue ympasieHus». OH  IpeacTaBisieT coOoi
KOMIUIEKCHYIO CKBO3HYIO 3ajauy. JlokymeHTHpoBaHME HMH(QOpPMALMU M JOKYMEHTAllMOHHOE
oOecrieyeHre yIpaBJIeHUsI pacCMaTPUBAIOTCS Ha MpHUMeEpe JIEATEIbHOCTH YCIOBHBIX OpraHU3aluil
(mpenmpusatuii, yupexaenuil). IlocienoBaTenbHO MNPUBOAATCS TNPAKTHUECKUE 3aJaHUs 10
0 OpMIIEHHIO OpraHU3alMOHHOM, pacnopsAUTEIbHOM, MH(}OpPMalMOHHO-CITPaBOYHOM
JOKYMEHTAllUM, a TaKKe JOKYMEHTalUd MO0 O(OPMIEHUIO TPYIOBBIX IPABOOTHOIIECHHH.
3aBeplIatoT MPaKTUKYM 3aJaHMs [0 COCTABJICHUIO U O(OPMIICHUIO MTOTOBBIX YUYETHBIX 3alMCEH,
HEOOXOIMMBIX IPH MOATOTOBKE JIeJT AJIs Mepe/laul X Ha apXUBHOE XpaHEHHUE.

[To xaxnoMy 3alaHUIO0 MPUBOASITCS UCXOJHBIE JaHHbIE, HEOOXOJUMBIE Ul COCTABIICHUS U
oopmieHus JOKyMeHTOB. M3noxeHue TeM J1abOpaTOpHOrO MpakTHKyMa OCHOBaHO Ha
I'OCT P 7.0.97-2016 Haunonanbuslii cranaapt Poccuiickoit denepannu. Cucrema cTaHIapToOB 110
uHpopManuy, OUOIMOTEeYHOMY U U3JaTeibckoMy Jeny. OpraHu3alloHHO-paclopsauTeIbHas
nokyMeHTalus. TpeboBanus K 0pOpMIIEHUIO TOKYMEHTOB.

JlaHHBIN J1aOOPATOPHBIA MPAKTHUKYM TAaK)K€ MOXKET OBITh MCIIOJIB30BaH MPHU MOATOTOBKE U
oopMIIEHNN KBAJIM(UKAIIMOHHBIX padOT pa3HOTO YPOBHSI.

Hauano paboTsr:

I-p1ii  oTam. OpraHuzoBaTh pabouee HMHPOPMAIMOHHOE TMPOCTPAHCTBO CTYACHTA, B
COOTBETCTBUM C MpPHUHATON (ailloBO CTPYKTYpo#l, KOTOpas IperycMaTpuBaeT KiacCu(UKAIUIO
uH(pOpMaliU 10 Kypcam, Irpynnam, GaMuiInsaM CTyAEHTOB, BUAAM yueOHOU paboThlI.

2-011 3Tanl. 3HaTh TEOPETUUECKYIO YacTh Kypca.

3-uit stan. OTkpeiTh Word, co3aTh HOBBIH JOKYMEHT (YMCTBIN), IPUCBOUTH JOKYMEHTY
ycnoBHOe uMs (Harpumep, 3aaanus kK 'OCTy unu npukas o OCHOBHOW JIESITETbHOCTH ), COXPAHUB
B [IEPCOHAJIBHOM IMAIIKE CTYCHTA.

4-p1if sTan. BemonHATe HaOOp, (GopMaTUpOBaHME M COXpAaHEHHE TEKCTa IOKYMEHTOB B

COOTBETCTBUM C 3a/IaHUSIMH, Ha3HA4asl JOKYMEHTY ONpPEIEICHHbIE TapaMeTpbl CTPAHMIIBI U pa3Mep
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O6ymaru cornacHo TpedoBanusim ['OCT P 7.0.97-2016 u 'OCT - 9327.
Cnucok 1adopaTopHbIX pador:

Jlabopamopnas paboma Nel. Odopmienue pekBu3uToB nokymentoB mo 'OCT P 7.0.97-
2016 npu yraoBoM U IPOAOIBHOM PACIIONIOKEHUH, OCHOBHBIE TPEOOBaHUS.

Jlabopamopuas paboma Ne2, 3. ITlpuka3. CocraBienwe W odopmMiIeHHE NpHKaza I10
OCHOBHOHM JESATEIBHOCTH M MO JIMYHOMY coctaBy. CocraBieHune W o(GOpMIIEHHE BBINHUCKUA W3
IpHKa3a [0 OCHOBHOM esTenbHocTH. Pacnopspkenue. CocTaBUTh M 0POPMUTE PACHOPSHKEHUE.

Jlabopamopnas paboma Ne4. CocraBienue U oQopmieHHE NUCHMA-IPOCHOBI |
rapaHTUHHOrO MUChMA.

Jlabopamopnasa paboma Ne 5, 6. 3HayeHue U 0O0IIAs XapaKTEPUCTHKA HWH(OPMAIIMOHHO-
CIpPaBOYHBIX  JOKyMeHTOB. CocTaBieHHMe UM OQopmiIeHHE HH(POPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB OpTraHU3allHH.

Jlabopamopnas paboma Nel. Oghopmnenue pexsuzumog dokymenmos no I'OCT P 7.0.97-
2016 npu yenoom u npoooibHOM PACNON0NHCEHUU, OCHOBHbLE MPeOOBAHUSL.
1. Yro Takoe O6mank moxkymeHTa? Kakue Buibl 6i1ankoB qokymeHToB onpenenser [OCT P 6.30

—2003?

2.Cocmasums u ogopmums pexeuzumsl OIAHKA 0151 nucem, ONAHKA KOHKPEmHO20 8udd
OOKYMeHMa ¢ NPOOOJIbHbIM U Y2N08bIM PACHONONCEHUEM PEKBUIUMNOE.

3.Kax ¢opmupyercs 3arojioBOK K TEKCTy?

4.0¢hopmums npumepuvl 3a20108K08 K MEKCMAM: NUCLMA, NPOMOKONA, NPUKA3a, 0OKIAOHOU
3anucKu.

5.Kak oopmiisieTcss peKBU3HT «ajapecar»?

6.0gopmums  HeCKOILKO — NpuUMepos8  aopecamos:  YYpestCcOeHuio,  pyKosooumenio
npeonpusmus, KOHKPemHOMY OOJIHCHOCIHOMY UL .

7.Kakue 31eMEeHTBI BXOAST B PEKBUZHUT «IIOATHUCHY?

8.0¢opmums noonucu pykogooumens npeonpusimus, e20 3amecmumens, PYKO8OOUMes
CMPYKMYPHO20 NOOPA30eieHUs, 0OKYMeHmMAa, COCMABIeHHO20 KOMUCCUEU.

9.Kakue sneMeHThI BXOAAT B cocTaB rpuda yrBepxkaenus? ['1e oHu pacnonaratorcs?

10. Cocmasumv u oghopmums epugh ymeepoicoenuss pykogooumenem npeonpusimus, opyeum
PacnopaoumenbHulM 0OKYMEeHMOM.

11. T'ne pacnonararoTcst Bce BU3bI COTJIACOBAHMS IOKYMEHTA?

12. 13 Kakux 371€MEHTOB COCTOUT Irpu( cornacoBanus’?

13. Cocmasumov u ogopmums 6HympeHnHe CO2NACO8aHUe OOKYMEHMA C PYKOBOOUMENAMU
CMPYKMYPHBIX NOOPA30eIeHUll NPeOnPUmMusl.

14. Kax oopmiisercs npuiiokeHue K J0KyMeHTy?

15. Ogpopmums npunodscenue k KaAKOMY-1ub0 OOKYMEHM).

16. Ha3BaTh BCIIOMOTaTENbHBIE OTMETKH K JIOKYMEHTaM.

17. Opopmums neckonvko 6u0068 ommemok: 0b ucnoanumene, 06 UCNOIHEHUU OOKYMEHMA U
Hanpaeienuu e2o 6 0e10, 0 NOCMYNAeHUU OOKYMEeHMA.

Jlabopamopnas paboma Ne2, 3. Ilpuka3. CoctaBnenue u opopMiieHre TIpUKa3a 1mo
OCHOBHOMH JIeATENIbHOCTH U 1O JIMYHOMY cocTaBy. CocTaBieHue 1 oopMIIeHHE BBIITMCKU U3
MpHKa3a 0 OCHOBHOM jearenbHocTU. Pacniopspkenne. CocTaBUTh U 0POPMUTH
pacnopsbKeHHUE.
[. TIPUKAS.
1.Ha3BaTh pekBU3UTHI IPHUKa3a.
2.13 KaKux 4acTed COCTOUT TEKCT MpuKas3a?
3.Kak hopMupyroTcst MyHKTHI pacriopsIuTeIbHON YacTH puKasza?
4.Kak 3aBepsieTcs BBIITACKA U3 ITpUKa3a’?
5.0¢popmums npukas no 0OCHOBHOU OesimeabHOCmU
6. Ogopmums 8LINUCKY U3 OAHHO20 NPUKA3A NO OOHOM) U3 NYHKMOE (TI0O BApUAHTaM).
7. B ueM 0cOOEHHOCTH MPHUKA30B 110 JTUYHOMY COCTaBY?

8. Ha3piBaTh JOMOJITHUTECIIbHBIC PEKBU3UTHI ITPUKAa3a 1o JUIHOMY COCTaBY?
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9. Ogopmums npuxas no ruunomy cocmasy (10 BapuaHTaM).
II. PACIIOPSIXKEHUE.

1.B xakux mensx ¥ KakuM JOJDKHOCTHBIM JIMIIOM HW3/al0TCA TaKUe BHJIbI TOKYMEHTOB Kak
pacnopsbKeHHe U yKkazaHue?

2.B 4eM paznuuue TakKuX pacrnopsIUTENbHBIX TOKYMEHTOB KaK IPUKa3 U pacrnopsbkeHue?

3.Ha3BaTh KJIIOYEBbIE CIIOBA, PA3JCISIONIME KOHCTATHPYIONUIYIO M PACHIOPSIIUTEIbHYIO YacTh
pacrnopsHKeHHUs.

4.Cocmasumo u ogpopmums pacnopsicenue.

5.0¢opmums 8binucky u3 0aHHO20 PACNOPANCEHUSL NO OOHOMY U3 NYHKMOG (110 BapuaHTaM).

Tema: J[EJIOBAA KOPPECIIOHEHI[UA.

1.Ha3Batb TpeboBaHus, KOTOpbIe HEOOXOAUMO COOIIOIATh MPU BEACHUU EPETIUCKH.

2.Ha3BaTh BUbI IEPEIUCKH.

3.Ha uto cnegyer opueHTHUpPOBATHCS MPU KIAaCCU(PUKAIUU TTHCEM?

4.Cocmasumbs u oghopmums nucvma (0 BapuaHTam, IPUIIOKEHUE 3).

5.Cocmasums u oghopmums menegonocpammy, gaxcoepammy.

Tema: UHOOPMAILIMOHHO-CIIPABOYHAA JJOKYMEHTALUA.

[. ITPOTOKOJIL.

1 Kakue peKkBU3UTHI HCTIOIB3YIOTCS MPU COCTABICHUU MTPOKOJIa?
2. N3 kakux yacTeil COCTOUT TEKCT MPOTOKOJIA?

3 Kto nmoanuceiBaet npoTokos?

4. Ogopmums noauwlil U KPAmKuil POMOKOJIbl

II. CIIYXEBHAS (AOKJIAJHAS, OB bACHUTEJIBHAA) 3AIIMCKA, CITIPABKA
1.Ha3Batb cocTaB peKBHU3UTOB JTOKIAIHOM (0OBICHUTENIBHOM, CITY)KEOHOM ) 3aMCKH, CIIPABKH.
2.Ha3BaTte BHUJIBI 3aIIMCOK, 0OCOOCHHOCTH X COCTABJICHHS.
3.Kakum o6pazom odopmiisieTcss peKBU3UT «IOAMUCHY B 3anuckax? KTo ux noanuceiBaet?
4.Ha3BaTh BU/bl CIIPABOK.
5.0¢dhopmums crysmcebnyto 3anucky
6. Oghopmums cnpasky
Tema: OPI’AHU3ALINUA JIEJIONIPOHU3BO/CTBA.
I. PETUCTPALIA JOKYMEHTOB
1.113 KakMX 3JI€MEHTOB COCTOMT PETHMCTPALIMOHHBIN HHAEKC JOKyMeHTa?
2.Yewm ormpenenseTcsi KOTHYECTBO 3aMOTHIEMBIX PETUCTPAITMOHHBIX KApTOUYeK?
3.ITo kakMM pU3HAKAM PETHUCTPUPYIOTCS JOKYMEHTBI OpraHu3au?
4.Ha3BaTh CpOKH HCIIOJHEHUS JOKYMEHTOB.
5.Y10 siBsieTcss 00bEKTOM KOHTPOJISI UCTIOJIHEHHSI TOKyMeHTa?
6.0popmums sxzemnisap PKK.
II. IIOAI'OTOBKA IOKYMEHTOB K APXMBHOMY XPAHEHUIO
Howmenknarypa gen npennpustis (OpraHu3aIiium, yUpexIeHus ), ee BUIbL.
Ogopmumsv HomeHKAamMYypy 0ell CMPYKMYpPHO20 noopasoenenus (npeonpusimus,).
UYro Takoe dKCIepTr3a JOKyMEHTOB?
Ha3zoBuTe 0OCHOBHBIE IPUHLIUIIBI PAOOTHI SKCIEPTHON KOMUCCHH.
5. Ilpouzsecmu noaucmuwiii npocmomp ¢hopmupyemozo oena (nopmeoauo) u ogopmums
BHYMPEHHION ONUCD.

IIpoBepka BbINOJIHEHHSI CAMOCTONITeIbHOW padorbl. CamocTosATenbHas paboTa
HalpaBjieHa Ha CaMOCTOSTEIbHOE OCBOCHHUE M 3aKpeIUIEHHE OOYYaIOIUMHCS MPAKTHYECKUX
YMEHUH ¥ 3HaHUH, OBJIaZicHNe PO(eCcCHOHATBHBIMUA KOMITETEHITHSIMHU.

CamocrosTenbHas MOAr0TOBKa 00yYaromuxcs Mo JUCHUIUIMHE MpeanoaraeT ciaelyromue
BUJIBI U GOPMBI pabOTHI:

*  Cucmemamuueckas npopabomka KOHCNEKMOS8 3aHAMUL, Y4eOHOU U CHeyuanbHol
IOpUOUYECKOLL TUMEPAMY Db

*  CamocmosmenvHoe uzyueHue Mamepuanld u KOHCNeKMupogaHue Jekyuti no y4eoHou u
CcneyuanbHoU 10pUOUYEcKol Tumepamype.

*  Cocmaenenue 2noccapusi, 3ay4uganue mepmuHos.

*  Hanucanue scce no 3adaunnou meme. Hanucanue scce npeocmasnsem cobou
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MBOPUECKYIO  OesIMENbHOCMb — 00yuarwWe2ocs, 6 pamMKax KOMOpPOU NpOUCXOOum  aHaIu3
3aKOHOOAMeNbCMBA U CLOACUBULENCS CYOeOHOU NPAKMUKU C NOCTe0VIOWUM U3LOHNCEHUEM CEOUX
coobpadicenuti 8 c600600HOU hopme 68 0Oveme He MeHbute 1 cmpanuyvl u He boavwe 3 cmpanuy. B
PAMKax acce npugemcmeyemcs uznodiceHue: Kakou-iubo npooremamuru, ClOHCUBUUXCS 63211008,
3apybedcHo20 onblma U NpeooNCeHull N0 NpeodoaeHulo yKazauuvix npooaem. Cnucox 3adanuil,
Komopule cooepaicam pabomul N0 HANUCAHUIO ICCe.

1. «Ilpogheccus dokymenmoseda cecoous u 3a6mpay

2. «Mugpopmayuonnas ynxkyus 0oKymeHma»
3. «HopmamusHo-npaeoeas 6asa u cmanoapmu3ayus 6 0el0npou3so0cmee

e Paboma co cnpagounol iumepamypou u HOpMAMUSHIMU MAMEPUATAMU.
Crucok caMOoCTOSITeNIbHBIX PadoT.

o Camocmosamenvras paboma Nel. Buapl paboT: MOArOTOBKAa KOHCIEKTOB. Temaruka:
[TpaBuia pabotel ¢ Oymaroit popmara A o 'OCT 9327. «bymara notpedutenbckas. DopMaTh».

o Camocmosmenvhas paboma No2. Bunsl paObOT: BBIIOJHEHUE MPAKTUYECKOTO 3aTaHMS.
Temaruka: coctaBieHre U 0POPMIICHHE PACTIOPSKEHUS (PEIIeHHUS).

o Camocmosmenvrasa paboma Ne3. Bunael paboT: BBIIOJHEHUE MPAKTUYECKOTO 3aaHMUS.
Tematuka: cocraBneHne W OpOpMIICHHE  NHCbMa-IPUTJIAIICHUS,  3ampoca,  OTKa3a,
COTPOBOUTENBHOTO MUChbMa, HH(OPMALIMOHHOTO.

o Camocmosmenvrasa paboma No4. Bunael paboT: BBIIOTHEHUE MPAKTUYECKOTO 3aaHMS.
Tematuka: cocraBieHue 1 0hOpMIICHHE aKTa.

o CamocmoamenvHas paboma Ne5. Bunpl paboT: MOArOTOBKAa KOHCHEKTOB. Temaruka:
OcHOBBI cUCTeMAaTH3alMH JOKYMEHTOB U odopmieHue ux B jaeno. CoctaBieHue u odopmiieHue
OIIHCH JIeJa.

o Camocmosmenvuaa paboma Ne6. Bumpl paboT: MOArOTOBKAa KOHCIEKTOB. Temaruka:
[TpaBuia Tupa>)kupoBaHUs KOH(PUIEHIIHAIBHBIX TOKYMEHTOB. [IpaBuia cocTaBiaeHs] HOMEHKIIATYP.
®dopmupoBanue u 0popMIICHHE KOHPUICHIIMATBHBIX Nel. PexXuM XpaHeHUs KOHPUIACHIIMATBHBIX
JIOKYMEHTOB.

IIpoBepka BBINOJTHEHHS] KOHTPOJBHBIX Ppador. KoHTponbpHas paboTa TpPOBOIUTCS C
[ENbI0 KOHTPOJISI YCBOCHHBIX YMEHUN M 3HAHUU U MOCIEAYIONIEro aHaiu3a THUIMHYHBIX OMMUOOK U
3aTpylHEHUN OOydarolmmxcs B KOHIE HM3yYeHHs TeMbl Wi pasfena. CorimacHo KalleHAapHO-
TEMaTHYECKOMY IIaHy TUCIUIUIUHBI PEAYCMOTPEHO MPOBEICHUE KOHTPOIBHBIX PaldoT.

Bomnpocs! k KOHTpoJIbHON padoTe:

1. KakoB npeaMeT JOKYMEHTAaIlMOHHOTO O0eCTieueHus yIpaBieHHs ?

2. Kak cBf3aHO JOKyMEHTAI[MOHHOE oOecreueHue YIpaBICHHUs C JOKYMEHTOBEIECHHUEM,
JIEJIONPOU3BOJICTBOM, ApPXUBOBEACHUEM?

3. Kakyio posp Hrpaer IOKyMEHTAllUOHHOE OOecreueHHe B YINpaBJIEHUH COBPEMEHHBIMHU
OpraHu3aIusIMu?

4. Kakue HOpPMAaTHBHO-TIPABOBbIE AaKThl PETYJIUPYIOT JOKYMEHTALMOHHOE oOecreyeHue
yIpaBieHUs?

5. KakoBa mpakTHyeckas 3HAUUMOCTh Y4YEOHOM JAUCHUIUIUHBI  «JIOKYMEHTAIllMOHHOE
obecrnieueHne ynpaBaeHUs»?

6. Kakoif 00bem U cofepkaHrie UMEIOT OHATHS «MHPOPMALIU» U «JOKYMEHT»?

7. Kakyto poinb urpaet uadopmanus B ooecredeHun 3G HEKTUBHOTO YIIpaBiICHUS ?

8. KakoBbI HICTOUHUKY MOIy4YEHUS YIIpaBIeHUECKOW HHPpOpMauu?

9. KakoBbl HazHaueHHE U QYHKIHMH CIYyXO TOKyMEHTAllMOHHOIO OOecreueHus! yIpaBieHUs B
COBPEMEHHBIX OpraHU3aLusIX?

10. Yto Takoe «cuctemMa TOKyMEHTAINN» U «YHH(PUITUPOBAHHAS CUCTEMA JOKYMEHTAITUN?

11. Kakue Bubl yrpaBiIeHYECKUX TOKYMEHTOB BKIIIOUaeT B ce0s1 YHUHUIMpPOBAaHHAS cUCTeMa
OpraHU3aLMOHHO-PACIOPAAUTEIBHON JOKyMEHTAMU ?

12. KakoBo naznauenue 'OCT P6. 30-2003?

13. IlonsATHe: "pekBU3UT" JOKYMEHTA.
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14. YUto Takoe MOCTOSAHHBIE M MEPEMEHHBIE PEKBU3UTHI OPTraHU3ALMOHHO-PACTOPSAUTEIHLHON
JIOKyMeHTaluu?

15. KakoB cocTaB TOCTOSHHBIX U  IEPEMEHHBIX PEKBHU3UTOB  OpPraHU3aIMOHHO-
pacnopsiANTEIbHON JOKYMEHTAIUH?

16. Kakue pekBHU3UTHI HUCHOJB3YIOTCS B  3arojIOBOYHOM YacTH  OpPraHU3al[MOHHO-
pacnopsiAUNTEIbHBIX I0OKYMEHTOB?

17. Kakue pexkBU3UTHl HCIONB3YIOTCS B COJAEP>KATEJbHONM YacTH OpraHU3alMOHHO-
pacnopsiANTEIbHBIX I0OKYMEHTOB?

18. Kakue pexkBU3UTHI UCHOJB3YIOTCA B OQOPMISIONICH YacTH  OpraHU3al[MOHHO-
pacnopsiAUTEIbHBIX I0OKYMEHTOB?

19. KakoBbl TpeboBaHuUs K 0DOPMIICHHIO TPUKA30B 110 OCHOBHOM JIEATEILHOCTH ?

20. Kax ohopMuTh BHIIHCKY U3 TIpUKa3a?

21. Kak opopmuts pemieHue?

22. Kak oopMuTh nmocraHosjaeHue?

23. Yrto coboii mpeacraiseTr YcraB opranm3anuu? KakoBbl OCHOBHBIE TPEOOBAHHUS K €ro
coCTaBJIeHUIO U oopmiteHHI0?

24. Kak opopmuts [lonokeHne 00 oTaene uin ciay)K0e opraHu3amnun?

25. Kak oopMuTh mraTtHoe pacnucanue?

26. Kakue TpeOoBaHUS NPEIbIBISIIOTCS K 0POPMIIEHHIO JOTOBOPa, KOHTpaKTa?

27. Yto Takoe MHCTPYKITHUS, KAKOBO €¢ coJiepkanue u oopmiieHue?

28. Kakue TpeboBaHMS NPEIbIBISIOTCS K 0(hOPMIICHHIO TTPOTOKOIA?

29. Kak 0opMUTh JOKIIQJIHYIO, CITY)KEOHYIO M OOBSICHUTEIHHYIO 3aITHCKH?

30. KakoBbI cOBpeMeHHbIE TPEOOBAHUS K S3BIKY U CTUIIIO YIPABICHUYECKUX JOKYMEHTOB?

31. U3 kakux YacTel CKIabIBaeTCsl JOKYMEHTOOOOPOT OpTraHu3aIiu?

32. KakoBslI 3Tarsl paboThl ¢ BXOASIIMMH JTOKYMEHTAMH ?

33. Kak cTpouTtcs paboTa ¢ HCXOIAIUMH JTOKyMEHTaMU?

34. KakoBa Te€XHOJIOTHs pabOThl C BHYyTPEHHUMH JTOKYMEHTaMHU?

35. Kakwue 3agaun 1OKyMEeHTO000pOTa pelaeT perucTpanus J0KyMeHTOB?

36. Kakue ynpaBieHYecKHE JOKYMEHTbI He MOAJEXaT PpEerucTpalud B  CIyxk0ax
JIOKYMEHTAllMOHHOTO 00ecrieueHus ypaBIeHUs?

37. KakoB nopsA0K perucTpanyy yupaBjIeH4ecKoro JOKyMeHTa?

38. Kakue cy1ecTByIOT BU/IbIl KOHTPOJISL UCIIOJTHEHUSI TOKYMEHTOB?

39. Kakue omnepanuu M0 KOHTPOJIO MCIIOJHEHHUS JTOKYMEHTOB OCYIIECTBIISIOT CITY>KObI
JIOKYMEHTAllMOHHOT'O 00eCieueHusl yIpaBICHUs?

40. Kak ocymecTBiseTcss CUCTEMAaTH3alMs U XPAHEHUE JTOKYMEHTOB B OPraHU3alnn?

41. Yrto Takoe pneno, ¢ TOYKM 3peHHs JOoKyMmeHToBeaeHusa? IlpuBenure mnpumeps! e,
XpaHAIMIMXCA B OPraHU3aLUU.

42. Packpoiite conepkaHue NOHATHUS «HOMEHKIaTypa nen». Kakoe nOKHOCTHOE NUIO B
OpraHM3ali OTBEYAET 32 COCTABJICHUE U BBEICHUE B JCMCTBHE HOMEHKIIATYPBI ACI?

43. KakoBbl peKBU3UTHl HOMEHKJIATYPHI €77

44. KakoBa coJiepkaTenbHasi 4aCTb HOMEHKJIATYPbI Aei?

45. Kakue npu3HaKy 3aBeICHUsI JIeia UCTIOJIB3YIOTCS TTPH ()OPMHUPOBAHUHU JIEN?

46. KaxoB ocHOBHOM TpuHIIMIT ()OPMUPOBAHUS JOKYMEHTOB B Jiena?

47. Kakue HopMaTuBHbIE TpeOOBaHUS HEOOXOAMMO COOMIOAATh MPU POPMUPOBAHUH /1€ ?

48. Yo Takoe dKCrepTU3a LIEHHOCTH IOKYMEHTOB, U KaKH€ JTOJDKHOCTHBIE JIMIA B OpPraHU3aluH
3aHUMAIOTCS €€ MPOBEACHUEM?

49. Kakue HOpMaTUBHBIE aKThl PETYIMPYIOT IPOBEAEHUE IKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB B
opranuzamnuu’?

50. Yo sBasieTCs pe3ynbTaToOM MPOBEACHUS SKCIIEPTU3BI IEHHOCTU JOKYMEHTOB OpraHu3anuun’?

51. Kak ocymiecTBiasieTcs MOATOTOBKA JI€ K APXUBHOMY XPAHEHHIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakue 10KyMEeHTBI BXOJST B COCTAB JOKYMEHTAIIUH T10 Kajpam?

53. Yro Takoe Tpy10BOM KOHTPAKT?

54. KakoBbI OCHOBHBIE U JIOIIOJIHUTEIIBHBIE YCIOBUS TPYIOBOIO KOHTpaKTa?
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55
56.
57.
58.
59.
60.
61
62.
63.
64.
65.
JIeTIOTPOU3BOJICTBE?

KaxoBbl cpoku XpaHeHus! IPUKa30B?

66. Kakas OPITCXHUKA HCIOJIB3YCTCA MJIA IIOMCKA, paHCHUA MW IHepcaadud OOKYMCHTOB B

COBpPCMCHHOM I[GJIOHpOI/ISBOI[CTBe?

67. KakoBsl BO3MOKHOCTH KOMITIBIOTCPHBIX TEXHOJIOTHI B JOKYMCHTAlIHOHHOM obecrneyeHn

yhopaBiieHus?

68. KakoBbl BO3MOKHOCTH CpeacCTB TCICKOMMYHHUKAIIMKM B JOKYMCHTAIIMOHHOM obecrieyeHnu

ynpaBiieHus?

69. B kakux ciydasx NPUMEHSIOTCS CTaHJapTHbIE O(HCHBIE MPOTrpPaMMbI B OpraHU3alUU

JIeTIOTPOU3BOICTBA?

. Ha kxaxoit cpok MOXeT ObITh 3aKII0UYEH TPYIOBOM KOHTPAKT?

Yro takoe nuuHas kapTouka Gopmsl T-2? Kakas unpopmanus pukcupyercs B Hei?
KakoBbI mpaBmita 3amoIHEHNS U XPAaHEHUSI TMYHBIX KapTOUeK?

Kakue nericTBus QUKCUPYIOTCS B IPUKa3ax Mo Kaapam?

Uro Ttakoe nuuHoe neno? Kakue Jo0KyMeHThI BXOAST B €r0 COCTaB?
. KakoB nopsiiox ¢hopMupoBanus U XpaHEHUS TUYHBIX €717
KaxoBbI npaBuiia 3an10JHEHUS TUTYJIBHOTO JIUCTA TPYIOBOM KHUKKH?
Kakue cBenenust o paboTHHKE GUKCUPYIOTCS B €r0 TPYAOBOM KHUXKKE?
Kaxk xpanstcst Tpy10Bble KHIXKKHU, U BEACTCS UX y4eT?

Kakass oprrexHuka HCHONB3yeTCS IS COCTAaBJIEHUS JOKYMEHTOB B COBPEMEHHOM

Cpoanas Ta0JMua M0 NPpUMeHsieMbIM (p)OPMaM M MeTOaM TEeKYIero KOHTPOJIS 1
OLIEHKH Pe3yJIbTATOB 00y4YeHusl

Pe3yabTaTnl 00y4yeHus
(ocBOEHHBbIE€ YMEHHSI, YCBOCHHbIE 3HAHMS)

®opMbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yJbTATOB 00yUYeHUsI

OcBoeHHBbIC YMEHHS:

OdopmisaTs JIOKYMEHTAITUIO B
COOTBETCTBUU C HOPMATUBHOW 0a30ii, B TOM
YHUCJIe C HWCIMOJIb30BaHWEM WH(OPMAIMOHHBIX
TEXHOJIOTUI

Brimonnenne u  3ammuTa  J1abopaToOpHO-
IPAaKTUYECKUX paboT

OneHka  MpaBUIIBHOCTH
CaMOCTOSITENIbHOM pabOThI

Pemrenue 3a1a4 BO Bpemsi 3aHIATHUS

BBIINTIOJIHECHUA

OcBauBatb TEXHOJIOTHH BommonHenne u  3amuTa  J1abOpaTopHO-
ABTOMAaTU3UPOBAHHON 00paboTKH | MpaKkTU4YecKuX paboT
JOKYMEHTalluu Onenka  NpaBUIBHOCTH  BBINOJHEHMS
CaMOCTOSITENIbHOM pabOThI
Pemenue 3a1a4 Bo BpeMsi 3aHATUS
Hcnons3oBats YHUQUIMPOBAHHbBIE Boimonnenne wu  3ammuTa  1abopaTopHO-

(bOpMBI TOKyMEHTOB

IPaKTUYECKUX paboT
OneHka  MpaBUIIBHOCTH
CaMOCTOSITENIbHOM pabOoThI
Pemrenne 3a1a4d Bo Bpemsi 3aHATHUS

BBIINTOJIHECHUA

OcyliecTBiATh XpaHEHHE U TMOUCK Breimonnenne wu 3ammuTa  1ab0paTopHO-
JIOKYMEHTOB MPaKTUYECKUX padoT
OueHka  MPaBWIBHOCTH  BBINOJIHEHUS
CaMOCTOSITEIbHON PabOThI
Pemrenue 3a1a4 BO Bpemsi 3aHITHUS
Hcnons3oBath Boimonnenne wu 3amuTa  1abopaTtopHO-

TEJIEKOMMYHUKALIUOHHBIE ~ TEXHOJOTMU B
3JIEKTPOHHOM JIOKyMEHTO000pOTE

NPaKTUYECKUX paboT
OreHka MPaBUILHOCTH
CaMOCTOSITENIbHOM PabOThI
Pemrenne 3a1a4d Bo Bpemsi 3aHATHUS

BBIITOJIHEHUA
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YcBoeHHDBIE 3HAHMA

HOH?[TI/IC, oeiav, 3aaadyu W IIPUHIUIIBL
ACJIOIPOU3BOJACTBA

Bompocsr k KOHTpOIBHOM paboTe
Y CTHBIN OPOC BO BpeMsl 3aHATHS
Pemrenue 3agau

OcHoBHBIE TOHSATHUS Bormpockl k KOHTpOJBEHOM paboTe
JIOKYMEHTallHOHHOT O o0ecrnieueHus VY CcTHBII onpoC BO BPEMsI 3aHATHS
yIpaBJICHUS Pewenue 3amau

Cucremsl JIOKYMEHTallMOHHOTO Bormpock! k KOHTpOJIEHOM padoTe

oOecrnieueHusl yIpaBieHuUs

VYcTHBIN onpoc BO BpeMsl 3aHITHS
Pemrenue 3agau

Knaccugukanuio 10KyMeHTOB

Bormpockl k KOHTpOJIBEHOM paboTe
Y CTHBIN onpoc BO BpeMsi 3aHATHS
Pewenue 3anau

Tpe6OBaHI/I${ K COCTaBJICHHUIO u

0(OPMIICHHIO TOKYMEHTOB

Bormpocs! kK KOHTPOIBHOM paboTe
VYcTHBIN onpoc BO BpeMst 3aHITHS
Pemenue 3amau

Opranu3zanuo JIOKyMEHTO000poTa:
npuema, 00paboTKy, perucTpaluio, KOHTPOIb,
XpaHEHHUE TOKYMEHTOB, HOMEHKJIATYPy JeJ

Bormpockl k KOHTpOJIEHOM padoTe
YCTHBII OIPOC BO BpEMsI 3aHSTHS
Pemenue 3agau

3.2 ®opMa NPOMEKYTOUHOM aTTeCTAIUN

[Ipomexyrtounas atrtectauusa no mucuumiuHe OI1.06. JlokymeHTannoHHOE oOecredeHue
VIOpaBIeHUS JUIsl OYHOW M 3a09HOU (opMm 0OydeHUs — Jughgepenyuposannvlii 3auem (mpemutl
cemecmp).

Obyuarowuecs donyckaromces K coave OugpgepeHyuposanno2o 3auyema npu GblNOJHEeHUU
8cex  6UO08  CAMOCMOAMENbHOU — pabomvl,  1aOOPAMOPHLIX U  KOHMPOAbHLIX — pabom,
nPeodyCMOMPEHHbIX paboueti npocpammon U KaieHOAPHO-MeMamuyeckum nIaHoM OUCYUNTUHDL.

Huppepenyuposannviil 3auem nposoOUMCs 34 Cyem 6peMeHU, OMBEOeHHO20 HA U3YYeHUe
OUCYUNTUHBL, NPU VCILOBUU CBOEBPEMEHHO20 U KAYECMBEHHO20 6bINOIHEHUs 00YYAIWUMCS 8CeX
81008 pabom, npedyCMOMPEHHbIX padoyel NPOSPaAMMOU OUCYUNTUHDL.

Ilepeuennb 3anauuii Kk ougppepenyuposannomy 3auemy 0,11 04HOIU U 3A04HOU hopm
o0yuenusn
TecTrupoBanme. 5 BapuaHTOB pabOThl, PA3NIUYHBIX MO COJEPKAaHWIO W BKiIoyaromux 20
3aJjaHUil B TECTOBOH (opme, a TakKe KIIOY C BapuaHTaMU MPAaBUJIBHBIX OTBETOB B TaOIMYHON
dbopwme.

@DOopMBI TECTOBBIX 33/1aHUH MPEACTABIAIOT COOOM (COTIaCHO MPUHATOM KilacCU(UKALIUN):

70 3amaHuii ¢ BBIOOPOM, B KOTOPBIX OOydYarouluecs: BbIOMPAIOT MpaBWJIbHBIA OTBET U3
JTAHHOTO Habopa OTBETOB;

10 3amaHuii Ha YCTaHOBJIEHHE TPAaBUIBHOM IOCIIEOBATEIbHOCTH, B KOTOPBIX OT
oOyuaromierocss TpeOyeTcs yKazaThb TOPSJIOK DJIEMEHTOB, JIEHCTBMI WM  INPOLIECCOB,
MEPEYUCIICHHBIX B YCIIOBUH;

10 3amaHuii Ha yCTaHOBJIEHUE COOTBETCTBHUS, BBIIIOJIHEHUE KOTOPBIX CBSI3aHO C BBISIBJICHUEM
COOTBETCTBUS MEX]y SJIEMEHTAMHU JIBYX MHOKECTB;

10 3agaHuii ¢ KOHCTPYUPYEMBIM OTBETOM, TpeOyIOIIKe MPU BBIMOJIHEHHUH OT 00YYaromerocs
CaMOCTOSITENIbHOTO MOJTYYEHHS! OTBETOB (KPAaTKUX PErJIaMEHTUPOBAHHBIX WM Pa3BEPHYTHIX).

Kaxxnoe TecroBoe 3ajaHuME MMEET OIPENEICHHBIN IMOPSAKOBBIA HOMEpP, MHCTPYKIUIO IO
BBITMIOJTHEHUIO M CTaHAapTU30BaHHBIE IIPABHJIA TIO OLIEHKE Pe3yJIbTATOB €0 BBITOJIHEHUS.

IHoprdoamno cmemanHOro THMA, HCIONB3YIOIIEECS [UIsl IPOBEPKUM YCBOECHUS 3HAHUN U
MPaKTUYECKNX HAaBBIKOB IO JTUCHUIUIMHE M TPEICTaBisiomiee coboil manky «Jlemo No  »,
UMHUTHPYIOLIYIO OJOOHYIO MANKy ¢ JOKYMEHTaMH OpraHu3auuu (MpearnpusaTus) B peKOMEHIYEMOM
MOPSJIKE MpeIIaraéMoro cocTaBa nopTQoiImo.
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1.

BapuaHThI KOHTPOJILHO-U3MEPUTEIBHBIX MATEPHATOB
HNucTpykuus:
Ha BemosiHeHHe TecTOBOTO 3a/1aHust OTBOAUTCS 20 MUHYT.
Tect cocrouT u3 4 yacreid, obmiee koaudaecTBo Borpocos 100.
3aaHue COAEPKUT TeCThl 4-X TUIOB: 1) TecThl ¢ BHIOOPOM OJIHOTO MPABUIBLHOTO OTBETA; 2)
TECTBI C  MHOXCCTBCHHBIM  BBIOODOM  OTBETOB; 3) TECThl HAa  BOCCTAHOBJICHHE
COOTBETCTBUS/TIOCIIEAOBATEILHOCTH; 4) TECTHI OTKPHITOI'O TUIIA.
BrinonHsATe 3a1aHUs HY)KHO CaMOCTOSITEJIBHO, HE OTBJIEKAsICh, B MOPSAKE HUX CJICAOBAHMUS.
Jns SKOHOMHH BpEMEHHM MPOINYCKaWTe 3aJaHue, KOTOpPOE€ HEe YHAETCs BBINOJIHUTH Cpazy, M
NepexoIuTe K cheayromemy. Eciu mocie BoIoHeHUsT Bcei paboThl y BAC OCTAHETCS BPEMs, TO BBI
MO>KET€ BEPHYTHCS K IPOIYIICHHBIM 3aJaHusIM. baiibl, oJydeHHbIE BaMU 32 BCE BBIIIOJIHEHHBIC
3ajaHus, cymMmupytorca. Iloctapaiitech BBIMOTHUTH KaK MOXHO OOJbIlI€ 3aJlaHUi U HaOpaTh
HanOoJIbIIIee KOJTUYECTBO 0aJlIOB.
Bapmuanr 1
BbiOepuTe O0aMH BapuMaHT OTBeTa W3 IMpeHJioKeHHbIX. JlaiiTe ompene/ieHne MOHATHIO
"nokymeHT". JIOKyMEHT 3TO...

a) Habop PEKBU3UTOB, UICHTUDUIIUPYIOUIUX aBTOPa OPUIIMATEHOTO MUCHMEHHOTO TI0KYMEHTA;
0) 3aduKCHpPOBaHHAS HA MAaTEPHAILHOM HOCHUTEJIC MHPOPMAIUS C PCKBU3UTAMH, MO3BOJISIFOIIUMHA €€

UIECHTU(UIIMPOBATS;

B) 3aIIuCh HH(i)OpMaIII/II/I Ha pa3jIMUHbIX HOCUTCJIAX 110 YCTAHOBJICHHBIM IIpaBuWjiaM U B COOTBCTCTBHHU C

TpeOOBaHUSIMU;

r) 3auKcHpoBaHHAs Ha MaTepUAILHOM HOCHUTENEe MH(POpPMAaLKs, peHAa3HAYCHHAs JJIs TIepeiaun ee

2.

a)
0)
B)
r)
3.

a)
0)
B)
r)
4.

a)
0)
B)
r)
5.

BO BPEMEHHU U MPOCTPAHCTBE.

Bri0epuTe 0IMH BapUAHT O0TBeTa M3 NMpeaokKeHHbIX. Kak KiaccupuuupyroT JOKyMEHTBI 1O
MPOUCXO0KIEHUIO?

CITy>KeOHBIC U JINYHEIC,

WHUBUYaIbHbBIE U TUIIOBBIE;

BXOJISIIIIME U UCXOISIINE;

MIPOCTHIE U CIIOKHBIE.

BriOepuTe 0lMH BApUAHT OTBeTa M3 Npeaio:keHHbIX. Kakue ¢popmaTsl Oymaru 4aiie Bcero
HCIOJb3YIOT B 1€J0NPON3BOACTBE?

Al u A2

A3 u A4

Adu AS

A6u A7

BbiOepute mnpaBuibHBIH OTBeT M 3aKkoHuuMTe nperaoxenue: "T'OCT P 6.30-2003
YCTAHABJIHMBACT CJeIYyIH0LIMe pa3Mephl NoJieil (He MeHee, MM) ...""

neBoe-20; mpasoe-10; Bepxuee-20; HkHee-20;

neBoe-20; nmpaBoe-20; BepxHee-20; HmxHee-20;

neBoe-20; mpaBoe-20; BepxHee-15; HkHee-20;

neBoe-30; mpaBoe-10; BepxHee-15; HmxHee-15;

BoiOepuTe 0AMH BapMaHT OTBeTa M3 NpeNJo:KeHHbIX. K OpraHu3aluoHHbIM JO0KYMeHTaM
OTHOCSITCSH:

MIPUKAa3bl 10 OCHOBHOM JESATEIHHOCTH, YCTaB, IITATHOE PacliCaHue, TOHKHOCTHBIE MHCTPYKIIUH;
yCTaB, CTPYKTypa W INTaTHas YHUCICHHOCTh, IITAaTHOE pacluCaHue, MpaBUiIa BHYTPEHHETO
pacrnopsizika, TOJDKHOCTHBIE HHCTPYKIIHH;

yCTaB, MPUKa3bl IO TMYHOMY COCTaBY, MPUKA3bl IO OCHOBHOH NEATEIbHOCTH, aKThI, TPOTOKOJIBL;
MIPUKA3bl 10 OCHOBHOMU JESATEIHHOCTH, aKThI, TPOTOKOJIBI, JOIKHOCTHBIC HHCTPYKITUH.

BbiOepuTe 0oaMH BapHaHT OTBeTa W3 MNpelIokeHHbIX. IIpuka3 — 3T0 mMpaBoBOM aKT,
U3/1aBaeMblIi...

PYKOBOJUTENIEM OpTraHM3allMd Ha TMpaBaX eJUHOHAYallus C LEeJbI0 pa3pelieHus OCHOBHBIX
BOITPOCOB;

BBICIIIMMHU OpTaHAMHU UCMIOHUTENBHOMN BIIACTH C IENBI0 Pa3pelieHus OCHOBHBIX BOIIPOCOB;

PYKOBOJUTENIEM OpraHU3aIMH 110 BOIIPOCcaM MH(OPMaLlMOHHO-METOINYECKOTO XapaKTepa;
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11.

12.

COBEILIATEIbHBIMU ~ OpraHaMH  YUYpeXXJeHHs Mo BompocaM HHGOPMAIMOHHO-METOANYECKOTrO
Xapaxrepa.
BrpiOepuTe OaMH BapHaHT OTBeTa W3 MNpeNJIOKeHHbIX. B Kakmx J0OKyMeHTax PpsioM ¢
PerucTpalMOHHBIM HOMEPOM YKAa3bIBAKTCSH OYKBBI «JI» miam «K»?
a) B IOKJIAJTHBIX 3aIIMCKaX;
0) B MpUKa3ax 1Mo OCHOBHOM JIESITEIbHOCTH;
B) B MpUKa3ax IO JUYHOMY COCTaBY;
') B UHQOPMAIIMOHHBIX CIIPaBKaX.
BriOepuTe 0MH BAapHMAHT O0TBETA M3 MNPeEAJI0KeHHBbIX. J[0KYyMEHTO000pPOT — 3TO JBUKEHHE
AOKYMEHTa ¢ MOMEHTA...
CO3/aHUSI TOKYMEHTA J0 OTIIPaBKU JOKYMEHTa
MOJIyYEHUs JJOKYMEHTA /10 TIOJIIIMBKY B J€JI0 JOKYMEHTA
CO3aHUSI JOKYMEHTA J0 MOJIIMBKY B JAENI0 JOKYMEHTA WM OTIIPABKH
€ro MOJIyYEHUs WU CO3AAHMS 10 TIOAIIMBKY B JIEJIO UM OTIIPABKU
BriOepuTe 0aMH BapHMaHT OTBeTa M3 NpeasiokeHHbIX. CMemanHas ¢gopma perucrpanuu

JAOKYMEHTOB — 3TO ...
a) perucTpanus JOKYMEHTOB B MeCTax HX CO3JaHHUS WM HCIONHEHUA (B CTPYKTYpPHBIX
MOApa3IeICHUSIX )

0) peructpanus JOKYMEHTOB B OJHOM CTPYKTYPHOM MOJpa3AeICHIUH U OJHUM paOOTHUKOM

B) 4YacTh JIOKYMEHTOB PETUCTPUPYETCS LEHTPAIU30BAHHO, a JIpyras pEerucTpupyercs B
CTPYKTYPHBIX MOJIpa3eIeHUsIX

T') PETUCTPALIUS OCYIICCTBIIICTCS B (PMIIHATIaX OPraHU3aIlMH TI0 MECTY CO3AaHHS JOKYMEHTOB

10. BpiOepuTe OAMH BapHMaHT OTBeTa M3 NpelIoKeHHbIX. Onpenenure BepHbI BapuaHT
opopmiieHus pekBu3nTa «OTMETKa 0 3aBepeHun konumw» corjacuo 'OCT.
a) Bepno:
HNucnexktop oTaena kajapos I[Topgmuces  U. U. Ilerposa
0) Bepno
WHcniekTop oTaena Kaapos IHogmucey  U. U. IlerpoBa
B) Bepno
WNHcniekTop oTaena Kaapos IHogmuce  U. U. IlerpoBa
16.10.2012
r) MHCcniekTop oTaena kaipoB I[Mogmuces  U. U. Iletposa
BbiOepuTe 0aMH BapHAHT OTBeTa M3 NpeAJoKeHHbIX. JlaliTe ompeneneHue TNOHATHIO
"Os1aHK JoKyMeHTa'. BiiaHk 10KyMeHTa — 3TO...
a) HabOp PEKBU3UTOB, UIECHTUPHUIMPYIOIINX aBTOpa O(PUIINATIBLHOTO MMCbMEHHOTO TOKYMEHTA;
0) 3aguKkcHMpOoBaHHas Ha MaTepUAIBHOM HOCUTeNe HWHpOpMalUs C pPEKBU3UTaMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(UIIUPOBATE;
B) 3amuch HHGOpPMAIMM HA PA3IMYHBIX HOCUTENSAX IO YCTAaHOBJIEHHBIM IpaBWJIaM U B
COOTBETCTBUU C TPEOOBAHUSAMU;
r) 3adukcupoBaHHas Ha MaTepUalIbHOM HOCHUTeNe HH(OpMalus, NpeiHa3HAYeHHas s
IIepe1aun €€ BO BPEMEHHU U IIPOCTPAHCTBE.
Boi0epuTe oAMH BapHaHT OTBeTa M3 NpeIokeHHbIX. Kak KiaccnpuuupyoT 10KyMeHTbI
10 CPOKAM MCHOJHeHus1?
a) CIIy>kKeOHbIE U JINYHBIC;
0) MHAUBUAYAIbHBIE U TUIIOBBIE;
B) IPOCTHIE U CIIOXKHBIE;
I') CpOYHBIE U OECCPOYHBIE.
13. BrpiOepure NpaBWIBHBIM OTBeT M 3aKOH4YMTe npepjaoxeHue. "['epOoBbie OaaHKH
HU3roTaBJIMBAKOTCH..."
a) TOJBKO PYKOIHMCHBIM CIIOCOOOM;
0) ¢ MOMOIIBIO KOMITBIOTEPHOU TEXHUKU;
B) C ITOMOIIIbIO KOMTUPOBAILHON TEXHUKH;

r) NonIurpa@uuecKuMH MpearnpusITHIMHE.
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17.

14. BpbiOepurte 0MH BAPUAHT OTBETA U3 NMpPeNJI0KeHHbIX. J[aTa ToKyMeHTa oopMIIsieTcst:
a) CJIOBECHO-IIU(PPOBBIM CIIOCOOOM;
0) UCKITFOYUTEIBHO TU(PPOBBIM CIIOCOOOM;
B) U (POBBIM UIIH CIOBECHO-IIU(PPOBBIM CIIOCOOOM;
I') HCKITFOYUTENIHO CIIOBECHBIM CIIOCOOOM.
15. BpiOepuTe 0MH BApPHAHT OTBeTAa M3 MpeN0KeHHBIX. DOpMYJsp KAKOro J0KyMeHTa
COCTOMT H3 CJeIYIUIHX Ppa3/lesoB: o0liee IMO0JI0KeHHe, OPraHU3allMOHHASl CTPYKTYpa,
perjiaMeHT oOpraHu3anuu, (UHAHCOBO-MAaTepuajbHas 0a3a, oT4YéTHAsET PeBU3HOHHAS
AeATeJIbHOCTh, NOPS/I0K JUKBUIAIMU OPraHu3anuu?
a) MHCTPYKLHUS
0) ycraB
B) CTPYKTypa
I') TOJIO)KCHHUE
16. BpiOepuTe OMH BApPUAHT OTBeTAa M3 MpeNJI0OKeHHBIX. /laToil BCTyIUIeHHs MPUKAa3a B
CUJTY SIBJISIETCSI:
a) nara ero oOpMIICHUS CEKpPETapeM;
0) nata ero MOANUCAHUS PYKOBOAUTEIIEM;
B) Jara JIOKyMEHTa, Ha OCHOBAaHMH KOTOPOTro 0hopMIIsieTcsl IpUKas;
r') JaTa BBEJCHHUSA €0 B JCHCTBHE, yKa3aHHAs B TEKCTE.
Bbi0epuTe 0JUH BADUAHT OTBETA U3 MpeNJI0KeHHBIX. TeKCT mMpuKa3a mo JUYHOMY COCTABY
00513aTEJIbHO 3AaKAHYUBAIOT:
a) HA3HAYEHUEM OTBETCTBEHHOT'O 32 MCIIOJIHEHHUE NIPUKA3a;
0) yKazaHueM CpOKOB JeHCTBUsI IPHKa3a;
B) CCBUIKOM Ha JJOKYMEHT, ITOCITY >KHBIIIMIA OCHOBAHUEM JIJIsl U3JaHMS;
') BU3UPOBaHUEM MpHKa3a JIUIa, HA KOTOPOTO COCTAaBJICH MPUKA3.
18. BobiOepuTe oaMH BapHaHT oOTBeTa U3 mNpeadoxeHHbIX. Homenkiaatrypa nen
npeaHa3HavYeHa JJIs:
a) CUCTeMAaTH3aIluH JTOKyMCHTOB Ha MPEIIPUITHH;
0) rpyNIUpPOBKH UCTIONTHEHHBIX TOKYMEHTOB B JIella U X y4eTa;
B) JUIS NIPABWJIBHOTO XPaHEHUS JIOKYMEHTOB Ha TPEIIPUSITUN;
T') COOMIOJIEHUS peKUMa CEKPETHOCTH Ha MPEAIPUITHH.
19.  BrpiGepuTe 0MH BAPHAHT OTBETA U3 NMPEAT0KeHHBIX. JJOKYMEeHT0000POT OpraHu3aluu
—370 ...
a) IBW)KCHHE JOKYMEHTOB B OpTraHM3allMM C MOMEHTAa WX CO3JaHHUS WM TONyYEHHUS JIO
3aBepIICHHS] UCTIOIHEHUS WIH OTIPABICHUS

0) O0mee KOJMYECTBO BXOJAILIETO, HCXOJSIIETO M  BHYTPEHHErO0 JIOKYMEHTOIIOTOKOB
OpraHu3aIu

B) OTpAacib AEATEILHOCTH, 00ECTIeYnBaloIas JOKYMEHTHPOBAaHHE M OPTaHU3aLUI0 pabOoTHI C
o(ULMaNTbHBIMU JOKYMEHTaMU

F) opraHuzanus I[OKYMGHTOO60pOTa, XpaHCHUSA U HUCIIOJIB30BAHUS NOKYMCHTOB B TeKymeﬁ
ACATCIIBHOCTH NPCANIPUATUA

20. BoiOepuTe OAMH BapMaHT OTBeTa M3 NpeAJoKeHHbIX. OmnpenejinTe BepHbIi BapHAHT
opopmiienus pekuzurta «I'pud cornacoBanmus»:

a) COI'JTACOBAHO

[TpoTokonom 3acenanus

IIpaBJIEHUs CTpaxoBoi komnaHuu «Ilnaneray

o1 21.06.2012 Ne 10

0) H. U. Opnos
(moamuce)

B) HauanpHUK I0pUANYECKOTO OTAENA

ITonmmce
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I'. . Cunopos
21.12.2006
r) [IpoToxoun 3acemanus ot 21.06.2006 Ne 10
HavanpHuK OpUIH4ecKoro oTaena
[Toanucs I'. . CugopoB
Bapmuanr 2

1. BpiOepuTe 0MH BAapHMAHT 0TBETA U3 NpeAJio:KkeHHbIX. Kak Ha3biBaeTcs 3aUKCHpPOBaHHASA
Ha MaTepuajJbHOM HoOcHTesJe HUHPpopManuss ¢ PpeKBU3UTAMH, MNO3BOJSIOIMMHU €€
HIEHTH(PUIUPOBATH?
a) JIOKYMEHT;
0) OnaHK;
B) JIaHHBIC;
I') 3aIlUCh.
2. BpiGepuTte 01MH BAPUAHT OTBETAa U3 MpeAokKeHHbIX. Kak KiaccupuuupyroT 10KYMEHTHI
no cpeacream puxcanumn?

a) MMCbMEHHBIE, Irpaduyeckue, PoTo- U KUHOJAOKYMEHTHI, 3JIEKTPOHHBIE;

0) MHANBHUAYaAIbHbIE, TUIIOBBIC U TpadapeTHbIe, CTaHJAPTHEIC,

B) BXOJISIIIINE, UCXOSIINE, BHYTPEHHUE, BHEIITHUE;

T') IPOCTHIE U CIIOKHBIE, TUTIOBBIE U TpadapeTHBIE.

3. BpliOepuTe O0OMH BapHAHT OTBeTa U3 npelaoxkeHHbIX. Kakoil Bua 0JaHKOB
HCIOJIb3yeTcs /ISl COCTABJIeHUSI BHYTPEHHUX JOKYMEHTOB:
a) oOmuii 6naHK;
0) muct 6ymaru ¢popmata A4;
B) OJIaHK NHUCHMa;
r) OJaHK KOHKPETHOTO BUJa JOKYMEHTA.

4. BbiOepute O0AMH BAapHAHT OTBeTa M3 IMPeNJOKEHHBIX. YKaxKuTe MpaBHIbHOE
odopmiieHHe 1ATHI:
a) 1.09.18
6) 01.9.2018
B) 01.09. 18
r) 01.09.2018

5. BbiOepuTe OMH BApHAHT OTBeTa M3 NPEIJ0KEHHBIX U 3aKOHYMTe mNpeaioxeHue. s
o(opMJIeHHA YCTABA HCMOJB3YIOT ... "

a) oOmMii OJIaHK;

0) nuct Oymaru Gopmata A4;

B) ONIaHK MUCHMA;

r) OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA.

6. Boi0epute oaun BapuaHT oTBeTa U3 npenoxkeHHbIX."Teker ITPUKA3A cocrour u3
yacrei:"

a) BBOJHOW M KOHCTaTUPYIOIIEH;

0) BBOJIHOW U OCHOBHOW;

B) KOHCTATHPYIOIIEH U PaCTIOPSIUTEIHHOM,

I') OCHOBHOM U JIOMOJTHUTEIHLHOM.

BbiOepuTe oAMH BapMaHT OTBeTa U3 NpeaJokeHHbIX. KagpoBasi JokymeHTanusi BeaeTcsl B
COOTBETCTBHM:

a) ¢ TpynoBeiM konekcom PD;

6) ¢ Kongekcom 3akoHOB 0 Tpyae PD;

B) C KOJUIEKTUBHBIM JJOTOBOPOM;

') C yCTaBOM OpraHU3alUH.

8. BbiOepuTe OJMH BApHAHT OTBeTa U3 NpeaoKeHHbIX. CucTeMAaTU3MPOBAHHBIN TepevyeHb

3aroJiOBKOB JI€JI, 3aBOJAMMbIX B OpraHusalvu ¢ YKa3aHueM CPOKOB UX XPAHCHUA — ITO-
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a) HOMEHKJIATypa JeJl OpraHu3alluy;
0) CIMCOK /1€ OpraHn3aluy;

B) MEpeyeHb JIe] OpraHu3alluu;

I') CTPYKTypa JIeIONpOU3BOJICTBA.

9. BpiOepuTe 01UH BAPUAHT 0TBETA U3 NMPeEAT0KEeHHbIX. O0beM T0KYMEHT0000p0oTa — 3TO ...
a) opraHuzanus JOKyMEHTOOOOpOTa, XPaHEHUS U UCIOJb30BaHUS JOKYMEHTOB B TEKyIEH
ACATCIIbBHOCTH NPCAIPUATUA
0) oOliee KOJMYECTBO BXOJAIIETO, HCXOMAAIIETO U BHYTPEHHETO JAOKYMEHTOIIOTOKOB
OpraHu3aluu
B) JIBIDKEHHE JOKYMEHTOB B OpraHM3alliy C MOMEHTA UX CO3/IaHHUs WM MOJIy4EeHHUS JI0
3aBCPUICHUA UCIIOJIHCHUSA WJIN OTIIPABJICHUSA
I) 3anuch HHGOPMALIUK Ha PA3TUYHBIX HOCUTENISX [0 YCTAHOBJICHHBIM MPaBUIIaM
10. BopiOepuTe 0aMH BapuaHT OTBeTa M3 MpelJo:KeHHbIX. Onpenenure BepHbIH BapHaHT
opopmiienusi pekBuszurta «lloagnucey» Ha OJ1aHKe OopraHu3auuu?

a) nupexktop OO0 «Jlapecy B. A. IlerpoBa
0) TUpPEKTOp Mara3mHa [Terpora B. A.
B) nupekrop OO0 «Jlapec» B. A. IlerpoBa
r) nupexktop OO0 «Jlapec» [TerpoBa B. A.

11. BoiOepuTe 01MH BapHMAHT OTBETA U3 NpeN0KeHHbIX. JlaiiTe onpeneieHne MOHITUHIO
"Os1aHk JokyMeHTa'. BiiaHk 10KyMeHTa — 3TO...
a) 3adMKCUpOBaHHAsl HA MaTepHAIbHOM HOcUTelne MH(OopMalus, NpeaHa3HaueHHas Ui Iepeaavu
€€ BO BpEMEHH U IPOCTPAHCTBE;
0) 3aduKkcupoBaHHasE HA MaTepUAIBHOM HOCHTENe MH(OpMAlUs C PEKBU3UTAMH, TO3BOJISIOIIUMU
ee UICHTU(UIIPOBATD;
B) 3amuch HHGOPMAIIUHU HA PA3IMYHBIX HOCUTENISAX M0 YCTAaHOBIEHHBIM MPABUJIaM U B COOTBETCTBUU
¢ TpeOOBaHUSIMU;
') Ha0Op PEKBU3UTOB, HACHTU(DUIMPYIOIUX aBTOpa OPHUIMATIBLHOIO MUCbMEHHOIO IOKYMEHTA.
12. BpiOepuTe OaAMH BapUaHT oOTBeTa M3 NpeliokKeHHbIX. Kakoil BuHA H0KYMEHTOB
MO/VICKUT 00513aTeIbHOM Npoueaype yTBepKIeHus?
a) OpraHU3alIOHHBIE;
0) pacnopsiAUTENbHBIE;
B) MH(OPMALIMOHHBIE;
T') KaJpoBbIE.

13. BrpiOepuTe OOMH BapHMaHT OTBeTa M3 NpeNJoKeHHbIX. Kakoil peKBH3UT He BXOAWT B
coctaB opmyJisipa-o6pa3ua cnpaBku?

a) HANMEHOBaHME OpraHU3aINHY;

0) HauMEeHOBaHME BUJIA IOKYMEHTA;

B) J1aTa I0KyMEHTA,

T) rpud yTBEp>KICHHS TIOKYMEHTa;

14. BopiOepuTe 0AMH BapHAHT OTBeTAa M3 NpeloKeHHbIX. Kakue peKBM3MTBI OTHOCATCH K
OPUANYECKH 3HAYUMBIM?

a) J1aTa, PETUCTPANMOHHBIA HOMEP JOKYMEHTA;

0) 3aroJI0BOK K TEKCTY, OTMETKA 00 UCIIOJIHUTEIE;

B) PE30JIIOIUS, OTMETKA O HAJTMYNHU TPHUIIOKEHUH;

T') OTMETKa O IOCTYIUICHNH, 3aT0JIOBOK K TEKCTY.

15. BpiOepuTe OAMH BapMAHT OTBeTa M3 MNpeAI0KeHHbIX. JlaiiTe ompenesieHHe NMOHSITHIO
OpPraHu3alMoOHHAsA JOKYMCHTAUA:
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6)
B)

a)
0)
B)
r)

a) KOMIUIEKC B3aMMOYBSI3aHHBIX JOKYMEHTOB, PETJIAMEHTUPYIOLIUX CTPYKTYpPY, 3a7aud U QyHKIUU
NPEINPUSATHS, OPraHU3aLKI0 ero paboThl, paBa, 005S3aHHOCTH U OTBETCTBEHHOCTh PYKOBOJAUTEINCH
U CTHELMAIUCTOB MPEAPHUATHS;
0) MOKYMEHTHI, B KOTOPBIX (PUKCHPYIOTCS pEIICHUS aJMUHUCTPATHBHBIX W OpPraHU3alMOHHBIX
BOIIPOCOB  JICATEIbHOCTU OpraHM3allMi. 3TU JOKYMEHTHl PEryJIHpyloT UM KOOPAUHUPYIOT
JeSITeIbHOCTD, MO3BOJISIIOT OPraHy YIpaBlICHHs 00ECIIeYHBATh PEATH3AIMIO TOCTABICHHBIX IEpeN
HUM 3a7a4;
B) JOKYMEHTBI, COOOIIAIOIINE CBEICHHS, OOy IAI0IINe PUHUMATh ONPE/ICTICHHBIEC peIIeHus, T.¢.
UHUIUUPYIOT YIPaBICHYECKHE pEIICHUs, IO3BOJSIOT BbIOpaTh TOT WM HMHOW Croco0
YIPaBIEHYECKOIO BO3JECUCTBUA. OHU HE COAEpXKaT MOPYUYEHHH, HE OO0A3bIBAlOT BBIIOJIHATD
MOPYYEHUS.
I') COBOKYIHOCTh (pOpPM (IOKYMEHTOB), OTPXKAIOIIUX HAIMYHME M JBIKCHHE TEPCOHANIA. BEICHHE
3TOro0 BUJA JOKYMEHTAllMU HeOoTbeMjemas 00s3aHHOCTh JII000Oro paboTonaTelsis HE3aBUCUMO OT
MacimTaboB €ro AEATEIbHOCTH U OPraHU3alMOHHO-TIPABOBOM (POPMBEL.

16. BbiOepuTe 01MH BapHAHT OTBeTAa U3 NpeNI0KeHHbIX. B TekcTe mMpoToKo/jga KpaTkoii
(popMBI yKa3bIBAKOTCH:
UHUIMAIBl U (aMUWINKM TpeAcenaTeNs, CeKpeTapss M MPUCYTCTBYIOIIUX, a TaKKe HWHHUIIMAIIBI,
(baMuIMK U JOJKHOCTH JIMILL, IPUTJIAIIEHHBIX HA COBEIIAHUE;
CIUCOK MPUCYTCTBYIOUINX, PACCMaTPUBAEMbIE BOIIPOCHI M MPUHSATHIC PELICHUS;
CIUCOK MPUCYTCTBYIOLIUX, NOPSAJKOBBIM HOMEpP BOIPOCA MO MOBECTKE JIHS, 3arojIOBOK K JOKJIALY,
dbamMunuu JOKJIaJYUKOB U BBICTYHAIOUINX B MOPSIKE UX BBICTYIIJICHHS;
HOMEp NPOTOKOJA, MECTO COCTABJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT (IIOBECTKa AHSI, CIyLIaJH,
MOCTaHOBWJIN ), TIOJIHCH.

17. BopiOepuTe O0OMH BApPHAHT OTBeTa W3 MpeNI0KeHHbIX. BHocATCH JM B TPYI0BYIO
KHHMIKKY CBeJICHUSA 0 TUCUMIIIMHAPHBIX B3bICKAHUAX:

a) B TPYJOBYIO KHIDKKY HE BHOCATCS HUKAKUE B3bICKAHUS

6) HEC BHOCATCS, UCKIIFOYCHHEC, KOT'ZIa B3bICKAHUC YBOJIbBHCHUEC

B) BHOCSITCS BCE JUCIUIUIMHAPHBIE B3BICKAHUS

F) BHOCATCA B COOTBETCTBUHU C JIOKAJIBHBIMHU aKTaMH.

18. BriOepuTe 0IMH BapUAHT OTBeTa U3 NMpeAsio:KeHHbIX. Kak Ha3pIBalOTCA 10KYMEHTHI,
KOTOpPbIE¢ COCTABJISIIOTCS, HCIIOJTHAIOTCH H XPAHATCH B PAMKaxX CaMOro NpeANnpuATHA?
BHYTPEHHHE;

BXOJSILHKE;
UCXOIAIINE;
BHEIIIHUE.

19. BbiOepuTe OAMH BapHAaHT OTBeTa U3 MNpeAto:keHHbIX. Omnpenenute Bpems
perucrpauuu Ilpukasa ...

a) pETUCTPUPYIOTCS B JIEHb MOCTYTUICHHS

0) perucCTpUPYIOTCS B IEHb MOIMUCAHUS
B) PETUCTPUPYIOTCS B IEHb O(hOpMIICHUS

T') HE PETUCTPUPYIOTCS BOOOIIE
20. BbiOepure OAMH BapHaHT OTBeTa M3 MpelIOKeHHBbIX. Omnpenenure BepHbI BapHAHT
opopmiienus pexkBusura. B orcyrcreue pykosoaurens A. H. IlerpoBa 1oKymMeHT moamucall
ero 3amecturesib CuI0poB, HCIIOJTHAOLINI 00513aHHOCTH PYKOBOAUTEISI.

a) 3am. {upexrtop A. N. Tlerpos
(monmucek Cuaopona)

0) dupekrtop A. U. ITerpos
(monmucek Cuaopona)

B) U. 0. nupexropa I'. B. Cunopos

(monmucek Cuaopona)
r) U. o. qupekropa I'. B. Cunopos
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Bapuant 3
1. BpiOepuTe OAMH BapHAHT OTBeTA W3 MNPENJOKEHHBIX M 3aKOHUYMTE mpensoxenue:' s
ONTUMM3ALMH JOKYMEHTALMOHHBIX NPOLIECCOB B 0Te4YeCTBEHHOH JKOHOMNKe ObLI pa3padoTan
NOKYMEHT, KOoTopbiii B 1991 roxy npeodpa3oBan B...."

a) 'OCT
YCOP/[
I'caoy
OKVY I
Bri0epuTe 0IMH BapUAHT O0TBeTa M3 NMpeAIoKeHHbIX. Kak KiaccupuuupyroT JOKyMEHTBI 1O
CO/IepPsKAHUI0?
CITy>KeOHbIE U JINYHBIC,
WHJUBU]TyaJIbHbIEC U TUIIOBBIE;
BXOJSIINE U UCXOISIIMCE,
IIPOCTHIE U CIIOXKHBIE.
2. BpblOepuTe 0OMH BapHAaHT OTBeTa M3 MNpelOKeHHbIX. Kakoil peKBHM3UT COCTOMT u3
CJEeAYIIHUX 3JIEeMEHTOB: HAMMEHOBAaHHE [OJKHOCTH, JIMYHAS MNOANHUCH, pacmudpoBKa
nojanucu, gara?
rpud yTBepKICHUS
rpu¢ coriacoBaHUs
BH3a COrJIaCOBaHUs
IIOAIHUCEH aBTOPa
3. BpiOeputre o0AMH BapHAHT OTBeTa U3 MNpelIoKeHHbIX. Kakoro pexkBu3ura HeT B
(¢opmy.Jsipe ciy:keGHOro nucbma?

a) HAMMEHOBAHUS YUPEKACHUSI-aBTOPA

0) HaMMEHOBaHUs BU/IAa JOKyMEHTA
B) 3aroJIOBKa K TEKCTY JOKYMEHTa
) ajjpecaTta JOKYMEHT

S. BeiOepuTe OAMH BAPHAHT OTBETA M3 NpPELIOKEHHbIX. Kakoi TOKyMeHT COCTOMT M3
CJIeAYIOIIUX pa3JeioB: o0lMe MOJ0KeHHS, (PYHKIMH, JOLKHOCTHbIEe 00SI3aHHOCTH, NpaBa,
OTBETCTBEHHOCTb, B3aHMOOTHOIIEHHS, KBATM(PUKAIMOHHBbIC TPeOOBAHMS, OLIEHKA PadoThI?

a) MHCTPYKLIHUS

0) ycraB

B) IOJIOKEHUE

T) JOJDKHOCTHAst MHCTPYKIIHS

a)
0)
B)
r)

6. BoiOGepute 0AMH BApUAHT OTBeTa M3 MNpPeNI0KeHHBIX. JlOKyMeHT, (PUKCHPYIOUIUIA XO.
00CcyxK/IeHNs KAaKoro-aiud0 Bonpoca — 370...
IIPOTOKOJI
aKT
JTOKJIaJHas 3alucKa
CIIpaBKa

7. BoiOepuTe 0OUH BapUAHT OTBETAa U3 NMpeloKeHHbIX. UeTkass opranuzanus padorTsl ¢
Ka/JpOBbIMH IOKYMEHTAMH He00X0AuMa JIsl:

a) YIOPSIIOYEHUST PETUCTPAIIMN BCEX BUJIOB JOKYMEHTAITUU OpTraHU3AINH

0) MPaBUIILHOTO XPaHEHHS BCEX BUIOB JOKYMEHTAIIMU OPTaHU3allUN

B) CO3JIaHUS ONTUMAJIBHBIX YCIOBUM JIJIS1 BCEX BUIOB padOT C TOKYMEHTAMH

T) U1l CBOEBPEMEHHOTO UCIOJIb30BAHUS BCEX BUJIOB JOKYMEHTAIUU.

8. BbiOepuTe oO0aMH BapHMaHT oOTBeTa U3 MNpelio:KeHHbIX. HomenkiaaTrypa neua
NMpeAHA3HAYCHA JJIA:

a) CHCTeMaTH3allui JOKYMEHTOB Ha TIPEANPUATAN

0) TpyNMNHUPOBKY UCTIOTHEHHBIX IOKYMEHTOB B Jefla M UX y4yeTa

B) JUTSI IPABHJIBHOTO XPaHEHUS JOKYMEHTOB Ha MPEANPHUITHI

T') COOIOZICHHS peXKHMa CEKPETHOCTH Ha MPEATNPUATUU
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0)
B)
r)

a)
0)
B)
r)

a)
0)
B)
r)

9. BoiOepuTe 0JMH BAPUAHT OTBETA U3 NpeaJiokeHHbIX. HoMeHnkiaTypa aeia — 3710 ...
a) OpraHu3anus JOKyMEHTO00O0pOTa, XpaHEHUS U MCIIOJIb30BaHMs JIOKYMEHTOB B TEKYIICH
JeSITeIbHOCTH MPEANPUATHS

0) ofmiee KOJMYECTBO BXOSIIETO, HCXOASIIETO W BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3aluu
B) JIBI)KEHUE JOKYMEHTOB B OpraHM3alliy C MOMEHTA UX CO3/1aHUs WM MTOJIy4E€HHUS 110
3aBEPUICHMSI UCIIOJIHEHUS WIH OTIIPABICHUS
I') CUCTEMaTU3UPOBAHHBIN NIEpeYeHb 3ar0JIOBKOB JI€JI C YKa3aHUEM CPOKOB MX XpaHEHUs,
o(opMIICHHBIH B yCTaHOBJICHHOM IOPSIKE

10. BpiOepuTe OOMH BapUAaHT OTBeTa M3 MNpeNI0KeHHbIX. Onpenejnure BepHbI BapUaHT
opopmiieHusi pexBudnTa «OTMETKa 0 HAJIUMYHM NPUIOKEHHS», €CId B TeKCTe
CONPOBOJAUTEIbHOI0 MMCHMA He YIIOMUHAJIOCH O NIPUJI0KeHUH ?

a) [Ipunoxenue:

1. CnpaBka o coriacoBaHuu NpoekTa Ha 4 1. B 1 3K3.;

2. OT3bIB 1O IIPOEKTY Ha 2 J1. B 1 3K3.

0) [Ipunoxxenwue: Ha 6 1. B 1 3K3.

B) [Ipunoxenue:

1. CripaBKka 0 corjlacoBaHHH MPOEKTA;

2. OT3bIB IO MIPOEKTY.

r) npuwioxenue: CrpaBka 0 cOriiacoBaHuM npoekTa U OT3bIB MO MPOEKTY.

11. BoiOepuTe OJMH BapHMAHT OTBeTa M3 Mpeaao:keHHbIX. Kakasa (yHkuus aoxkymenra
o0ecrieunBaeT BHELIHUE CBSI3H NMPeANPUATHS U OPpraHu3anumu?
a) KOMMYHUKaTHBHAs
UCTOpUYECKast
uH(pOopMaLOHHAas
KyMYJIITUBHAS

12. BbiOepute oaMH BapuaHT oTBeTa H3 mpeatdoxeHHbIX. Kak kiaaccuduuupyror
JAOKYMEHTBI 110 CPOKAM XpaHeHus1?

MOCTOSTHHOTO CpOKa XpaHeHUs; JoJaroBpeMeHHoro (cBoimie 10 set); Bpemennoro (o0 10 ner);
nonroBpemMeHHoro (cBaiiie 20 neT); BpemenHoro (10 10 set), BpeMeHHOro (10 5 1eT);
MOCTOSTHHOTO CPOKa XpaHEeHUS; JOITOBpeMEeHHOr0 (cBbitie 20 JieT); BpeMeHHOTro (70 5 JieT);
MOCTOSIHHOTO CPOKa XpaHEHUs; BPEMEHHOTO (CBBILIE 5 JIET); BpeMeHHOro (110 3 1eT).

13. BoiGepuTe 01MH BApHAHT OTBeTa M3 NpeloKeHHbIX. Kakoli peKBU3UT OTHOCHUTCH K

NMOCTOSAHHBIM?

JaTa TOKyMeHTa

HAaUMEHOBAaHHE OpraHU3aIuU

MOJIHUCH aBTOpa

HOMEp JJOKYMEHTa

14. BoiOepuTte 0AMH BAPUAHT OTBETA U3 NpeAJI0KeHHbIX. PeKBU3HUT «3aro/1oBOK K TEKCTY»:
a) OTpa)kaeT KpaTKoe CoJiepKaHue JOKYMEHTa;

0) MO3BOJIIET CYAUTh O HA3HAYCHHUH JIOKYMEHTA,

B) HEOOXOIMM JIJIsl OTIEPATUBHOMN CBSI3U C T€M, KTO COCTABUJI JOKYMEHT

T') ONPEEIISIET COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTa;

15. BpiOepuTe 0AMH BapHAHT OTBETAa W3 NpPeNIOKEeHHBbIX. Kakoil JOKyMeHT coCcTOMT u3
CJIeYIOIIUX pa3JesioB: o0lMe MOJOKeHHUS, (PYHKLIHMH, JOLKHOCTHbIEe 00SI3aHHOCTH, NpaBa,
OTBETCTBEHHOCTH, B3AaUMOOTHOIIEHHUS, KBATU(PUKALMOHHbIE TPeOOBAHUSI, OlleHKA PadoThI?

a) MHCTPYKIIMS OpTaHU3aIluU

0) JOHKHOCTHASI HHCTPYKIIHS

B) TIOJIO’KEHUE O TIEpCOoHalIe

') yCTaB OpraHu3aluu

16. BpiOeputre OIMH BapHMAHT OTBeTa W3 NpeAJoKeHHbIX. Bo BBOAHOII 4acTH
PACHOPSAANTEIBHOI0 JOKYMEHTA COAePIKATCH...
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CPOKHU HCIIOJIHEHUS PACIIOPSIKEHHUS;
OCHOBHBIC HAITPABJICHUA ACATCIIbHOCTU YUPCIKICHUA,
pacropsKeHUs PYKOBOIUTEIS;
eI 1 NPpUYXHBI CO3JaHUd JOKYMCHTA.
17. BoiOepuTe 01UH BAPMAHT OTBETA U3 NpPelJI0KEeHHbIX. YHU(pUuupoBanHas ¢gopma
yTBepKIAeHAa JIs:
a) MpaBUJI BHYTPEHHETO TPYJOBOTO PaclopsIKa;
0) TPyZOBOTO JOTOBOPA C PAOOTHHKOM;
B) MOJIOKEHUS 0 paboTe MoApa3IeeHuUs;
T') MOJIOKEHHUSI O TIepCOHAJIE.
18. BbiOepuTe 0MH BapMAHT OTBeTa M3 NpeaJio:keHHbIX. Korma B HOMeHKJaType e
YKa3bIBaeTcs KOJIUYeCTBO 3aBeIeHHbIX TOMOB?
a) B TEUECHHE KaJICHIapHOro roja

0) 10 Mepe 3aHECEHMsI CBEJIEHUN B HOMEHKIIATypy
B) B KOHIIE KQJICHIapPHOTO Toa
') TOJIBKO ITOCJIE 3aBEpIICHUS Aeia

19. BpiOepute OAMH BapHMAaHT OTBeTa U3 NpeloKeHHbIX. CPOK XpaHeHHsI JOKYMEHTAa
JA0JITOBPEMEHHOI0 XpPAHEHMS:
a) 10 et
0) 75 ner
B) cBbimie 10 yer
r) cBbIe 15 ner
20. BoiOepuTe 0IMH BAPMAHT OTBETA U3 NMPeEAJ0KeHHbIX. B KakoM cirydyae npaBuiIbHO 0()opM-
JeH pekBu3uT «I'pud yrBepxaenuss nokymenta»? Ilinan padorsl opranu3zamum Ha 2012 roa
YTBepk/ieH pelieHneM COBeTa JUPEKTOPOB.
a) YTBEPXJIAIO
Pemenne CoBera 1upeKTOpOB
ot 12.08.2012 1. Ne 14
6) YTBEPXXJEH
Pemennem CoBeta nupeKTOpoB
ot 12.08.2012 Ne 14
B) YTBEPXJIEH
Pemennem CoBera AMpeKTOpOB
ot 12.08.2012 1.
r) YTBEPX/IEH
Pemennem CoBeTa TUpeKTOpPOB
Bapuanr 4
1. BoiOepuTe 0qUH BapHaHT 0TBeTA U3 NMpelJI0KeHHbIX. /lesionpousBoacTBO — 3TO:
a) IBIKEHUE JOKYMEHTOB B OpTaHH3aIl[Mi C MOMEHTA WX CO3/IaHUs UM TOJYUYEHHS J0 3aBEpPUICHHS
VCIIOJTHEHMUS;
0) oTpacnb JEeSATENbHOCTH, OOecleuyuBaromas JOKYMEHTUPOBAHME M OpTraHU3alui0 pPaboTHI C
opUIIMaTEHBIMU JOKYMEHTAMH;
B) 3aMUCh MH(POPMAITIHN HA PA3THYHBIX HOCUTEISIX IO YCTAHOBICHHBIM MTPABHUIIAM;
I) OpraHuzanus JOKyMEHTOOOOpOTa, XpPAaHEHHS U HCIIOJIb30BAHUS JIOKYMEHTOB B TEKyLIEH
JEATETbHOCTH TPEAPUSATHUS.
2. BpiOepure O0aMH BapHMaHT oOTBeTa M3 npelIoKeHHbIX. Kak kiaccupuuupyror
JOKYMEHTBI 110 NPOUCXO0KACHHUIO?
a) BXOJAIIUE U UCXOAIINE;
0) UHANBUAYATbHBIC U TUTIOBBIE;
B) CIIy>kK€OHBIE U JINYHBIE;
I') IPOCTBIE U CIIOKHBIE.
3. Boi0epuTe 0MH BAPHAHT O0TBeTa M3 NpelioKeHHbIX. /liis1 yero npoBoauTces yHuuKanus
AOKYMEHTOB?
a) UIsl TOKyMEHTUPOBAHUS! YIIPABJIEHYECKOU NEATEIIbHOCTH OpraHUu3aluy WK IPEIIpUITUS;
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0) U1 opraHu3anuu paboThl ¢ JOKYMEHTAaMU B OpraHU3AlMH WIH NPEANPUSTHH;

B) ISl CHIDKCHHMS KOJMYECTBA MPUMEHSIEMBIX JIOKYMEHTOB, CHIDKCHHS TPYJIOEMKOCTH HX
00paboTKH.

T) Juisi 00paOOTKH TOKYMEHTOB OPTaHU3AIMH UITH MPEATPUSATHUS;

4.Bbi0epuTe 0OIMH BAPMAHT OTBETA U3 NMPeENJI0KeHHbIX. PeKBU3UT ''3ar0/I0BOK K TeKCeTy':

a) opopMIsieTcst Ha TOKyMEHTaxX BCET/Ia, He3aBUCHMO OT ¢opMaTa, Ha KOTOPOM COCTaBIICH JaHHBIN
JIOKYMEHT;

0) oopmisieTcss Ha BceX MOKYMEHTAaX, MOXKHO HE COCTABIISATh Ha JOKyMEHTaX, O(OpPMIICHHBIX Ha
Omankax ¢opmara AS;

B) opopMisieTcsT Ha JIOKYMEHTaxX [0 YCMOTPEHHUIO COCTaBUTENS JOKYMEHTa, HE3aBHCHMO OT
dbopmara,

r) oopmisieTcs TOIBKO Ha TIOKYMEHTaX, COCTaBJICHHbIX Ha opmaTe A4.

5. BoiOepuTe 0lMH BAPUAHT O0TBETA U3 NpeaJiokeHHbIX. [Ipuka3 co3maercs ais:

a) MOATBEPXKICHUS YCTAHOBICHHBIX (DAKTOB, COOBITHIA, ICHCTBHIA,

0) pellieHus: OCHOBHBIX ONEPaTUBHBIX 33Ja4, CTOSIINX NEepe]] OpraHnu3alnei;

B) OTPa)KEHUS YCIOBHM TPYAOBBIX B3AUMOOTHOIICHHI COTPYIHUKA C a[IMUHUCTPALIUECH;

T') 3aKpeTICHUS TOJDKHOCTHBIX 00S13aHHOCTEH COTPYAHIUKOB OPraHU3alINH.

6. BpiOepuTe oIMH BapHaHT oOTBeTa M3 MNpeAo:KeHHbIX. I[IpoTokoabl HyMepyrOTCS
NOPSAIKOBBIMU HOMEPaAMMU:

a) B IpejieNiaX BCero BpEMEHU CYIIECTBOBAHUS OpraHU3aIUy;

0) B mpenenax JecsATU JIeT;

B) B MpeJieliax IsITH JIET;

I) B [Ipesieax KajJeH apHoro roja.

7. BpiGepuTe OMH BApPUAHT OTBeTa M3 MpemIo:keHHbIX. [Ipuka3pl 0 mpueMe Ha padoTy u
YBOJIbHEHHH XPAHSATCS:

a) 75 ner;

0) 10 ner;

B) 50 ner;

r) 5 ner.

8. BriOepuTe 0QMH BapHaHT O0TBeTa M3 NpeAIOKeHHbIX. Onpenenure B KAaKOH CPOK NOJIKHA
NPOU3BOAUTCH 00padOTKA TOKYMEHTOB M NepeAayva uX HCNOJTHUTesIM?

a) B JICHb IOCTYIIJICHUS JOKYMEHTOB B OPraHU3aLUIO;

0) B TpeXIHEBHBIN CPOK IOCIIE€ OCTYIUIEHUS JOKYMEHTOB B OPraHU3alINIO;

B) B HEZIETbHBIN CPOK IOCIIE MOCTYIUIEHUS JOKYMEHTOB B OPraHU3aIHIo;

F) B TCUCHHU MCCAla CO AHA MOCTYIUICHUA TOKYMCHTA B OpTraHU3allUuIo.

9. YcraHoBHTE COOTBETCTBHE MEXKIY NOHATHUAMU U HeJSIMU. YHU(PUKAIMS JOKYMEHTOB — 3TO
a) Opra"u3anus JTOKyMEHTOOOOpOTa, XpaHEHHsS] M HCIOJIb30BaHMUS JOKYMEHTOB B TEKYIIIEH
NEeSATEIbHOCTH MPEITPUATHUS

0) obecriedeHrne CBOEBPEMEHHOIO U KaU€CTBEHHOT'O UCIIOJHEHUS IOPYUYCHUH U pelleHUS
BOIIPOCOB.
B) COKpaIlleHHEe KOJIMYECTBA IOKYMEHTOB, IPUBEACHUE K €TUHBIM HOpMaM

F) cucreMaTusanusa JOKyMCHTOB

10. BbiOepuTe o0aMH BapHMaHT oOTBeTa M3 NpeAIo:KeHHbIX. Omnpenenure npaBHJIbHOE
oopMiieHHe peKBU3UTA «AapecaT»?
a) Tupextopy OOO «IIpomonTropr»
NBanosoii Tamape [leTpoBHe
6) dupextopy «IIpogontropr»
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11.

a)
0)
B)
r)

a)
0)
B)
r)

Wpanosoiu T. I1.
B) 450009, Y da, yn. Hexxunckasi, 7
Hupextopy OOO «IIpononrropr» r-xe UBanosou T. I1.
r) dupexropy OOO «IIpomonrropr»
T. I1. IBanoBO#1
yi. Hexxunckas, 7
r. Ya, 450009
BoiOepuTe OaMH BapuMaHT OTBeTa W3 MNPeNJIOKEHHBbIX. 3aKOHYMTE MpeAJIoKeHHne:
3apukcMpoBaHHAsi Ha  MAaTepHAJIbHOM HOcUTele HHGopMauMs ¢ PeKBU3IUTAMHU,
MO3BOJISIOIHUMHY €& HIeHTH(PUINPOBATH — ITO...?
a) TOKYMEHT
0) OiaHK
B) JJaHHBIC
T) 3aIIUCh

12. BbiOepuTe OJMH BapHAHT OTBETAa W3 NPEUIOKEHHBIX. YKaKHTE KJIACCH(PUKANUIO
JIOKYMEHTOB 110 KOPHINYECKON cuie:

MPOCTHIC U CIIOKHBIC

HO/JTUHHBIC U [TO/TOKHBIC

CITyKeOHBIC U JIMYHBIC

OTKPBITHIC U IOKYMEHTBI C OTPAHHYCHHBIM JTOCTYIIOM

13. BpiOGepure OaMH BapUAHT OTBEeTA W3 NPENJIOKEHHBIX M 3aKOHYHUTE NpeNJIoKeHHe:
"T'OCT P 6.30-2003 ycTanaBJIMBaeT cjielyloliue pa3Mepnl noJiei (He MeHee, MM) ..."

a) nmeBoe-20; nmpaBoe-10; BepxHee-20; HuxHee-20;

0) neBoe-20; mpaBoe-20; BepxHee-20; HrkHee-20;

B) 1eBoe-20; mpaBoe-20; BepxHee-15; HkHee-20;

r) neBoe-30; mpaBoe-10; BepxHee-15; HuxHee-15.

14. BpiOepuTe OAMH BapHMAaHT OTBeTa M3 MNpelJIOKeHHBbIX. PacroJioikeHue peKBH3UTOB Ha
0J1aHKe IOKYMEHTA onpeaeJisieTcs:
a) COCTaBHUTEIIEM JJOKYMEHTA;
0) npaBuIaMu YHU(DUKAIMH JOKYMEHTOB;
B) TOCYJJapCTBEHHBIM CTaHJapTOM;
I') JIOKaJIbHBIMHM aKTaMH OpTaHU3aLlUH.
15. BbiOepute oaMH BapHAHT OTBeTa M3 npeljoxeHHbIX. Kem paspadarbiBaercs
JAOJIKHOCTHASI HHCTPYKIMs ?
JUPEKTOPOM OpraHU3aluu
OyXraJTepoM OpraHU3aLuU
PYKOBOIUTENEM MOAPA3ACIICHUS
3aMECTUTENEM JUPEKTOpa
16. BbiOepuTe NMpaBMJIBHBIA OTBET M 3aKOHUYMTE NpeJiokeHue. ''PacnopsauTtenbHbIi
JOKYMEHT KOJIJIeTHAJIbHOI0 OPraHa ynpaBJieHHs - 3T0..."
pHKa3
pacnopspkeHne
yKa3aHue
IIOCTaHOBJICHHE
17. BbiOepuTe OAMH BAapPHAHT OTBEeTa U3 INpeN0KeHHbIX. B kakoil cpok odopmisercs
TPYAOBasi KHUKKAa HA pa0OTHMKA, IPHHATOr0 HA padoTy BIepBbIe:
a) He M03JHEE HEeJIeIBHOrO CPOKa CO JIHA IpuemMa
0) He Mmo3/1Hee MATH AHEH co THS NpuemMa
B) B JICHb MOJNUCAHUS TPYAOBOTO JI0TOBOpa
I') 10 OKOHYAHMIO UCIIBITATEIBLHOTO CPOKA.
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18. BpiOepure o0AMH BapUAHT OTBeTa U3 MNpPeNJIOKeHHbIX. Buabl perucrpanuu
AOKYMEHTOB, CyIIeCTBYIOIIUE B JOKYMEHTAIIMOHHOM 00eclieYeHU! yIpaBJIeHUs:
JKypHaJbHAsl, KAPTOUHAS, SJIEKTPOHHAS
JKypHaJIbHAs, KapTOYHAasA, KHIDKHAS
JKypHaJbHasl, KapTOuHas, rpaduueckas
JKypHaJIbHAsL, KapTOYHAasA, CMEIIaHHAas
19. BoiOepuTte 0lMH BAPUAHT 0TBETA U3 NpPeNJI0KEeHHbIX. BbiOepuTe U3 NpeasioKeHHOro
Ha0opa npuMepoB NPaBWIbHOE PACIOJIOKEHNE HOMePa CTPAHUIIBI HA JOKYMEHTAX,
o(popMJIEHHBIX HA IBYX H 00Jiee JTUCTAX:
a) -10-
0) ctp. 10
B) «10"
r) 10
20. BbiOepuTe OIMH BAapMAHT OTBeTa W3 MNpeAJIOKeHHbIX. Omnpeaenure MNpaBUJIbHOE
opopmiieHue pekBU3NTa «OTMETKA 0 MOCTYNJIEHUH JOKYMEHTA B OPraHU3aIHI0»?

a) dupexropy 3A0 «Kanunay

CemenoBoit Onbre ®egopoBHe

0) dupexropy «Kanmnay

CemenoBoii O.D.

B) 450009, Yda, yn. Kanununa, 7

Hupexropy 3A0 «Kanuna» Cemenosoit O.D.

r) Hupekropy 3A0 «Kanuna»

0O.®. CemenoBoi
ya. Kannauna, 7
r. Ya, 450009

Bapmuanr S.
1. BoiOepuTe 0OMH BapHMaHT OTBeTa M3 NpPeATOKeHHbIX. OQHHM M3 OCHOBONOJIATAIOIINX
NPUHLOWIOB TMPOECKTHPOBAHUS CHCTEM JOKYMEHTAIIMOHHOIO o0ecneyeHUsl YINpaBJeHUSA
SIBJISICTCS
a) MIPUHIAIT yYHUPUKALUH;
0) MIPUHLIMII MHTErpanumy;
B) NpUHLUI AU PepeHnanum;
I') IPUHIUIT COOTBETCTBUS.

2. BoiOepuTe 0JUH BAPUAHT OTBETAa U3 MpeaokeHHbIX. Kinaccupukauus 10KyMeHTOB 10
CO/IeP:KAHMIO CJIeAYIONIas:
a) CIIy>KEOHbIE U TUYHBIE;
0) IPOCTHIE U CIIOKHBIE;
B) BXOJISIINE U UCXOSIINE;
T') MHIUBUIyaTbHBIC ¥ TUIIOBBIC.
3. BoiOepuTe 0IUH BAPHAHT OTBETA U3 NMPeJI0KeHHBIX. Kakne peKBU3UTHI OTHOCITCH K
NMOCTOSIHHbIM ?
a) laTa, pETUCTPALIMOHHBIN HOMEp JOKYMEHTA;
0) 3aroJIOBOK K TEKCTY, OTMETKa 00 HCIIOJIHUTEIE;
B) PE30JIOIHUS, OTMETKA O HATHYUU TPUIIOKEHUM;
r) sMOJeMa opraHu3aIiy, €€ HAMMEHOBAaHHUE.

4. BpiOepure OAMH BAPUAHT OTBeTAa W3 MpeNJIoOKeHHbIX. s HOKyMeHTa, NMOJIJIMHHUK
KOTOPOI'0 OCTaeTCsl B OPraHM3alui, BU3bI IPOCTABJIAIOTCS:

a) HIDKE TMOJMMUCH PYKOBOIUTEIS, TIOAMHUCABIIETO TOKYMEHT;

0) B HWKHEH 4aCTH 0OOPOTHOM CTOPOHBI IOCTIEHETO JIHCTA;

B) Ha K&KJOW CTPAHUIIE MHOTOCTPAHUYHOTO JTOKYMEHTA;
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T') Ha 00OPOTHOM CTOPOHE MEPBOTO JUCTA TOKYMEHTA.

5.Bbi0epuTe 0JMH BAPMAHT OTBETA U3 MPEIJI0KEHHBIX. Y CTAHOBUTE COOTBETCTBHE MEXKIY
TPyNnoi JOKyMEHTOB U €€ BUIaMU: OPraHU3allMOHHAS JOKYMEHTAIl U~
a) MpHKa3, paclopssKeHUe, pelieHre
0) aKT, MPOTOKOJI, CIIpaBKa, MMUCbMO
B) yCTaB, MOJIOKEHHUE, HHCTPYKIUS
I') pacrnopsbKeHue, MPOTOKOJI, PEIICHHE

6. BoiOepuTe 0o1MH BapHAHT OTBETA M3 NpeLJ0KeHHBbIX. TeKCT aKTa JeJuTCS Ha CJedyime
4acTu:

a) BBOJIHYI0, OCHOBHYIO U COJIEPKALIYIO BBIBOJbI;

0) BBOJHYIO U KOHCTaTHPYIOIIYIO, COJEPKAIILYIO BHIBOJIBI;

B) HAUAJIbHYIO U 3aKJIIOUUTENIbHYIO, COJIEPKALLYIO BHIBOJIBI;

T') BBOJHYI0, OCHOBHYIO U 3aKJIFOUUTENIbHYIO YaCTh.

7. BbiOepuTe OAMH BAPMAHT OTBETA W3 NpPeNI0KeHHbIX. PerucTpauMoHHbIH HOMEP KAaKHX
JOKYMEHTOB onoJiHsAeTcss OykBamu «JI/C» nim «K»?

a) CTPYKTypa U HITaTHAs YUCIEHHOCTD;

0) nmoknagHasi, O0bCHUTEIbHAS 3aMICKa;

B) MPUKA3M0 OCHOBHOM J€ATEIHHOCTH;

T) B [IPUKa3 10 JINYHOMY COCTaBY;

1) TIOJIO’KEHHE 0 paboTe nmepcoHaa.

8. BbiOepuTe O0AMH BapHMAHT OTBeTa U3 TNpPeNJOKeHHbIX. B Kkakoii Ccpok J0/LKHA
NPOU3BOIUTHCH 00padoTKA TOKYMEHTOB M NepefAaya uX HCNOJTHUTesIM?

a) B JIHb TIOCTYIJICHUSI JOKYMEHTOB B OpTraHU3alIUIO;

0) B 3-XHEBHBIN CPOK OCIIE MOCTYIJIEHUS JOKYMEHTOB;

B) B HEJIETIbHBIN CPOK MOCIIE MOCTYIUIEHUS IOKYMEHTOB;

') B TEYEHUH MECSLa CO JHS MOCTYIJICHUS IOKyMEHTa B OpraHU3aluIo.

9. K kakoii rpynne gokymenToB oTHocutTcsi IITATHOE PACIIMCAHUE?
a) K pacropsAUTEIbHbIM;
0) K TUYHBIM;
B) K MH(OPMAIIMOHHO-CIIPAaBOYHBIM;
I') K OpraHu3alMOHHbIM.
10. BsbiOepuTe oaMH BapHMaHT OTBeTa M3 NpeAdoKeHHbIX. Omnpenenure npaBHJIbLHOE
odopMiieHHEe peKBU3NTA «OTMETKA 0 MOCTYIJICHUH IOKYMEHTA B OPraHU3aLHI0»?
a) OO0 «IIpomonTTopr»
Ne 236 o1 26.10.2012
6) or 26.10. 12 Ne 236
B) [IpomonTropr
ot 26.10.2012
r) OO0 «IIpomonTTopr»
Ne 236 o1 26.10.12

11. BeiOepuTte 0AH BAPHAHT OTBETA M3 NPeIJI0KEHHbIX. PeKBU3UT NOKyMeHTa — J3TO:
a) CTaHAApPTHBIN JUCT OyMaru, Ha KOTOPOM IMOCTOsIHHAs: HHpOpMaIus IepeMeHHas;

0) COBOKYITHOCTb PACIIOJIOKEHHBIX B ONPEeIEHHOMN MOC/Ie0BaTEIbHOCTH 3alHCei;

B) 00s13aTEIBHBIN 3JIEMEHT O(HUITMATFHOTO JOKYMEHTA HE3aBUCUMO OT HOCUTEJIS;

I') 3aIUCh UH(OPMAIIMK IO YCTAaHOBJICHHBIM IIPaBUJIaM Ha Pa3IMYHBIX HOCUTEIISX.

BriOepuTe 0qMH BapMaHT O0TBeTa W3 Npeaio:keHHbIX. Kak kiaccnpuuupyoT 10KyMeHThI
10 CPOKAM MCIOJIHEeHHus1?
37



a) cIIy>kKeOHBIE U JINYHBIE;

0) UHANBUIYATbHBIC U TUTIOBBIC;
B) MPOCTHIC U CIIOXKHEIC;

') CpOUYHBIC U OecCpOUHbIe.

13. BpiOepure OJUH BapUMaHT oOTBeTa M3 MPeLIOKeHHBbIX. PexkBu3uT «BH3BI
COTJIACOBAHMS»:

a) CIYXHUT A OpOPMIICHHUS BHEUIHETO COTJIACOBAHMS C KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM HIIH
KOJIJIETUAJIBHBIM OPTaHOM;

0) npuaaer coaepkaHuio O(pUIMATBHOTO JOKYMEHTAa HOPMAaTUBHBIN HITU IPABOBOM XapakTep;

B) UCIIOJIb3YETCsl JUIsl BHYTPEHHETO COIJIAaCOBAaHUS IPOEKTOB JOKYMEHTOB U IPU O3HAKOMJIEHHUHU C
KaKHUM-JIN00 JOKYMEHTOM;

I') UCTOJIb3YETCs IPH 03HAKOMJIEHUHU C KaKUM-JTM00 JOKYMEHTOM JIOJKHOCTHBIM JIMILIOM.

14. Kakoii 6;1aHK MCII0JIb3YyeTcs J1J151 0popMIIeHUs] BHEIIIHUX JOKYMEHTOB?
a) obmuit 6maHK
0) O;aHK nMucbMa
B) 0JIaHK KOHKPETHOT'O BHJIa IOKYMEHTa
I') BCE BUbI OJIaHKOB

15. BpiOepuTe OlMH BAPHAHT OTBETA M3 NMpeNI0KeHHbIX. UTO siBJIsieTCS AaTOM J0KHOCTHOM
HHCTPYKIIUH:

a) J1aTa ee COCTaBJICHUS aBTOPOM JOKYMEHTa;

0) ;ara ee MOJAMUCAHMS PYKOBOIUTEIEM MOIPA3ICICHHUS;

B) JlaTa ee YTBEPKACHHUS PYKOBOAUTEIEM OpPraHU3alllu;

I) JaTa BU3UPOBAHUSA PaOOTHUKOM IO/Ipa3/ICIICHNUS.

16. BoiGepuTe 01MH BapUAHT OTBeTA U3 Mpel0KeHHbIX. EINHCTBEHHBIH BUI JOKYMEHTA,
B KOTOPOM OTCYTCTBYeT PeKBU3HT «KHAUMEHOBAHUE BU/AA JOKYMEHTa»?

a) MUCbMO

0) npukas

B) CIpaBKa
T') pelieHne

17.Bp10epuTe OAMH BAPHAHT OTBETA M3 NMpPeNJI0KEeHHBIX. /[aTol NpoTOKO0JIa ABIACTCH:
a) J1aTa TMOJIICaHuUs IPOTOKOJIA;

0) nara npoBeICHUS 3aCeqaHus;

B) JlaTa PETUCTPAIMH TPOTOKOJIA;

r) Aata ohOpMIIEHHUS IPOTOKOJIA.

18. BbiOepuTe OaMH BapHMaHT OTBeTa M3 MNpPelIOKEeHHbIX. PermcrpanuoHHbIii HOMep
AOKYMeHTa — J3TO0:

a) J1aTa ero MoANUCaHUS WIH YTBEPXKICHHUS;

0) ycioBHOE 0003HAYCHHE TOKYMEHTA, 101 KOTOphIM OH BBeneH B UIIC;

B) OTMETKA JJIsl aBTOMaTHUYECKOTI'0 TIOUCKA JIOKYMEHTa,

F) OTMCTKA O MOCTYIIJICHUU JOKYMCHTA B OPraHu3aIlnio.

19. BpiOepure oOoaMH BapuaHT oOTBeTa M3 npepaokeHHbIX. K  cmpasouHo-
HHG(pOPMALMOHHBIM JOKYMEHTAM OTHOCHATCSH:

a) yKa3zaHue, PeIIeHne
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0) MPOTOKOJI, ACIOBOE MMCHhMO, OOBSICHUTEIbHAS 3aITHCKa
B) KOJJIESKTUBHEIHN IOTOBOpP, AaHKETA, aTTECTAIIMOHHAs opma

T') YYpEIUTEIbHBIN T10TOBOP, MOJ0KEHHE O IEPCOHANIE, HHCTPYKIIHS 1O JIEJIONPOU3BOJICTBY

20. BoiOepuTe 01MH BAPMAHT OTBETA U3 MpeAJokeHHbIX. OnpeneauTe NPpaBWIbHbIA BAPHAHT
oopMIIeHUSI PEKBU3UT «ApecaT» /sl HCXOSIIEro JOKyMeHTa, ecIM B KayecTBe ajpecara
BBICTYNaeT PyKOBOAUTEIb OPTaHU3ANMU?
a) lupexropy OOO «TopruHBeHTapb»
NBanosoii Tamape IleTpoBHe
450009, r. Ya, yn. BmanuBocrokckas, 7
6) dupexropy OOO «TopruHBeHTapb)»
Wpanosoi T. I1.
450009, r. Ya, yn. Bmaguoctokckas, 7
B) 450009, r. Ya, yn. BnagusocTokckasi, 7
00O «TopruHBeHTapb»
Wsanosou T. I1.
r) dupexropy OOO «ToprunBeHTapb»
T. II. UBanoBou
yia. BnaguBoctokckas, 7
450009, r. Ya
IHopTdoimno.
Hucrpykuus:
Brinonnenue 3aanus npeaycMaTpuBaeT paboTy B TEUEHUE BCETO BPEMEHH, OTBEIEHHOTO Ha
U3Y4YCHHUE JUCIUILTUHBL.
[Toprdonuo coctout u3 10 3aganmii:
I'OCT P 6.30 — 2003;
HopmartuBHo-MeToAMueCcKas JOKYMEHTAIUs 10 JIEIONPOU3BOJCTBY (METOAUYECKUE PEKOMEHAAIINH,
WHCTPYKUUH U T.1.);
Maketbl popM 10KyMEHTOB;
OO0pa3ibl OpraHU3alMOHHO-TIPABOBBIX (POPM TOKYMEHTOB (00pa3Ilbl JOKHOCTHBIX HHCTPYKIIHIL);
OO0pa3ubl OpraHU3allMOHHO-PACTIOPSIAUTENBHBIX (POPM TOKYMEHTOB (MPUKA3bl U PACHOPSKEHUS 110
OCHOBHOM JI€ATEIbHOCTH U JINYHOMY COCTaBY, BBIIIMCKU U3 TIOKYMEHTOB);
O6pa3iibl GopM 1ET0BOM MEPEMUCKH;
O06pasib! GopM JOKYMEHTOB [0 OOpAIEHUSAM TpakaH U KOH(DUIEHIIUAIBHOTO AeTONPOU3BO/ICTBA;
dopmMa HOMEHKJIATYPbI JIETT;
Onuck T0KyMEHTOB Jiena U opopmIiieHrne O0T0KKH AeNa;

. Joxmaapl u pedeparsl 0 MHAUBUAYATBHBIM 3aJaHUSIM.

BeIonHATE 3a7aHusl HY)KHO Kak BO BpeMs ayJUTOPHBIX 3aHATUH, TaK U CAMOCTOSITENILHO, B
MopsiIKe UX ciefoBaHusl. [ SKOHOMHUM BpeMEHU MPOMYyCKaWTe 3aJaHue, KOTOpoe HE yIaércs
BBHITIOJTHUTH Cpa3y, U MEPeXoauTe K cleayromemMy. Eciu nepen 3amuToil mociae BBIOIHEHUST BCeit
paboTBI y Bac OCTAHETCS BPEMs, TO BbI MOXKETE€ BEPHYTHCS K MPOMYIICHHBIM 3aJlaHUSAM. baiiel,
MOJTyYEeHHBIC BaMH 32 BCE BBITIOJHEHHBIC 3a/IaHUsA, CyMMHpPYIOTCS. [locTapaiiTech BBITIOJHUTH Kak
MO>KHO Oouibllie 3aaHuii 1 HabpaTh HAOOIbIIIEe KOITUYECTBO OAIIIOB.

ITa/IOH NPAaBUJILHOIO OTBETA:
MAKETBI ®OPM JIOKYMEHTOB

Jns BBITIONTHEHWST 3aJaHUsl TaKOTO THIA HeoOXoaumMo cGOopMHUpPOBATH MakKeThl (hopm
JOKYMEHTOB B OTJEJIbHYIO TANKy Ha SJEKTPOHHOM HOCHTENE W/WIIM pacredyaratb Ha OyMaKHOM
HOCHUTEJIC U MOAUTh B manky «Jlemo No  ».

IIpumep: makeT GOpMbI KOTTUU MTPHUKA3A.
Otger:
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OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YYPEX/JEHUE BBICHIEI'O OBPASOBAHMA
«BAIIKMPCKUU T'OCY JAPCTBEHHbBIM YHUBEPCUTET»

HanmenoBanue dunmana

TTIPUKA3
« » 20 T. Ne
Ya
0 yem?
TEKCT

Ipunoxkenne: 1. [Tonoxxkenne o0 MeToaWYECKOM yHpaBIeHUM y4eOHOrO 3aBeieHUS Ha 5 1. B 1
9K3.;
2. IlpaBuia noAroToBKU M OpopMIIEeHUST JOKYMEHTOB MeToauueckoro ynpasieHus Ha 7 1. B 2
9K3.

Jupextop T.T.TutoB
['maBHbI OyxranTtep C.C.Cunoposa
Bepno

N.N. NUsanosa

a oneHuBaHus KoMiiekTa ®OC Tekylmero KOHTPOJIs U
NPOMEKYTOYHOM aTTeCTALUMN

Kpurtepun onenuBanus pe3ynbTaToB 1 depeHupoBanHoro 3adera (OPO)
Kpurepuu ouenku (B 6annax):

- 25-30 GanIoB BBICTABIISIETCS CTYAEHTY, €CJIU CTYJEHT Jajl MOJIHbIE, pa3BEPHYThIE OTBETHI HA
BCE TEOPETHYECKHWE BOMPOCHI OWiieTa, MPOJEMOHCTPHPOBAN 3HAaHWE (PYHKIMOHAIBHBIX
BO3MOYKHOCTEH, TEPMUHOJIOTHH, OCHOBHBIX DJIEMEHTOB, YMEHHE MPUMEHSATh TEOPETUIECCKHE 3HAHUS
IpU BBIOJHEHUH TMpakTUdeckux 3anaHuil. CryneHT 0e3 3aTpyJHEHHl OTBETHJ Ha BCe
JIOTIOJTHUTENbHBIE  BOMpochl. [IpakThueckass wyacTb pabOTHl BBIINOJIHEHA IOJHOCTBIO  0e3
HETOYHOCTEH M OIMOO0K;

- 17-24 GanioB BBICTABISETCS CTYJIEHTY, €CIIM CTYJCHT PAaCKpbUl B OCHOBHOM T€OPETHYECKHE
BOIPOCHI, OJIHAKO JOIYIIEHbBl HETOYHOCTU B OIpPENEICHUH OCHOBHBIX MOHATUH. [Ipu oTBere Ha
JIOTIOTHUTEJIbHBIE BOIIPOCHI TOMYIIEHbI HEOOIbIINE HETOYHOCTH. [IpH BBHIMOTHEHNH MPaKTUYECKON
yacTH paboThl AOMYIIEHbI HECYIIECTBEHHBIE OIINOKH;

- 10-16 OamioB BBHICTAaBISIETCA CTYAEHTY, €CIU IMpPH OTBETE HAa TEOPETHYECKHE BOIPOCHI
CTYZACHTOM JIONYIIEHO HECKOJbKO CYIIECTBEHHBIX OIIMOOK B TOJIKOBAHWU OCHOBHBIX MOHSATHH.
Jloruka ¥ TOJHOTa OTBETa CTPAJAIOT 3aMETHBIMH H3bsIHAMU. 3aMEeTHBI MpOOEabl B 3HAHHUU
OCHOBHBIX METOJ0B. TeopeTruueckne BONPOCH B IIEJIOM M3JI0KEHBI T0CTATOYHO, HO C IIPOIyCKaMu
Mmarepuaia. VMelTcs NpUHIUNHAIbHBIE OMIMOKM B JIOTMKE MOCTPOSHHS OTBETa Ha BOIPOC.
CryneHT He pemni 3a/1a4y UK NP PelieHUH JOMYIIeHbI IpyOble OIUOKH;
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- 1-10 OamioB BBICTABIAETCA CTYIEHTY, €CJIM OTBET Ha TEOPETUYECKHE BOIPOCHI
CBUJIETEJILCTBYET O HETMOHUMAHWM M KpailHE HEMOJHOM 3HAHUM OCHOBHBIX MOHSATUWA U METOOB.
OO6Hapy>kuUBaeTCs OTCYTCTBHE HABBIKOB IPHMEHEHHUS TEOPETHUECKUX 3HAHHWI IMPU BBHITOJIHEHUU

MPAKTUYCCKUX 3aﬂaHHﬁ. CTy,Z[GHT HE CMOTI’ OTBCTUTHh HHU Ha OJUH I[OHOJIHHTGJIBHBIﬁ BOIIpOC.

VYcranaBnuBaercs — cieAyrolias — IrpajanMs  [EpeBOJa  OLEHKM W3  MHOTOOaJJIbHOW B
YeThIPeXOAIbHYIO:

*  ommyHO — 0T 80 1o 110 Ganos (Brirodas 10 moompuTensHbIX 0aJIoB),

= xopomio — ot 60 1o 79 6aioB,

"  YJOBJICTBOPUTEILHO — OT 45 10 59 6amos,

"  HEYJOBJIICTBOPUTEIHLHO — MEHEe 45 0aslIoB.

Kpurepum oueHuBanus pe3yabTaToB 1 depennupoBanHoro 3auera (3®0)
Kpurepuu ouenku (B 6anax):

«5» (OTJ'II/IIIHO) —3a FJIY6OK06 U IMOJHOC OBJIAACHUE COLACPIKAHUCM yqe6H0ro MaTrcpuaia, B
KOTOpOM O6yanOIHHﬁCH CBO60,Z[HO H YBCPCHHO OPHUCHTUPYCTCA; 3a YMCHUC IIPAKTUYCCKHU
MNPUMCHATb TCOPCTUYCCKUC 3HAHUA, BBICKA3bIBATh U 00OCHOBBIBATH CBOU CYKACHU. OHeHKa «5»
(OTJ'II/I‘IHO) npearojaracTt rpaMOTHOC U JIOTHYHOC U3JI0OKCHUC OTBCTA.

«» (XOopoII0) — eciu 00YyJaroIIHIACS TTOJIHO OCBOMJI YUEOHBIH MaTepual, BiIaJeeT HayIHO-
MOHSATUWUHBIM aIlllapaToM, OPUEHTUPYETCS B H3YUYEHHOM MaTepuaje, OCO3HAHHO IPUMEHSET
TEOPETUYECKHE 3HAHUS HA MPAKTUKE, TPAMOTHO HM3J1araeT OTBET, HO CoJepkaHue U ¢opMa OTBETa
UMEIOT OT/JEIbHBIE HETOYHOCTH.

«3» (yIOBIETBOPUTEILHO) — €CIM O0ydYarolmuiics OOHapy>KMBaeT 3HAHWE W TOHHUMaHUeE
OCHOBHBIX TOJIOXKEHHIM Y4eOHOro MaTepuana, HO H3JIaraeT €ro HEMoJHO, HEeIOCIle0BaTeIbHO,
JIOITyCKAaeT HETOYHOCTH, B NPUMEHEHUU TEOPETUUECKUX 3HAHUM NpPU OTBETE HA MPAKTHKO-
OpHEHTUPOBAHHBIE BOMPOCHI; HE YMEET J0Ka3aTeIbHO 00OCHOBATH COOCTBEHHBIE CYXKACHHUS.

«2» (HEeyHOBIIETBOPUTEIHHO) — €CIM O0YUYaIOIIUICSI UMEET pa3po3HEHHBbIE, OECCUCTEMHBIE
3HaHUA, OOIMYCKAcCT OILIIMOKH B ONpeCaACICHNN 0a30BBIX HOH?ITI/IfI, HCKaXa€T UX CMBICII; HE MOXCT
MPAKTUYCCKU ITPUMCHATH TCOPECTUUCCKHUEC 3HAHUA.

Kpurtepun oueHuBaHusi BbINOJHEHNs JIa0OPATOPHBIX PadoT

ITokazarens OLIEHKH Pacnpenenenue 6annon

ToyHocTh BOCHpoM3BeNeHHs ydyeOHOro Mmarepuaia (TEpMHHOB, | 1
npaBui, (PaKTOB, ONUCAHUM U T.1.)

TouHoCTh pa3IniuCHUA U BBIACICHUA N3YUCHHBIX MATCPUATIOB 1

MakCcHUMaJTBHBIN OaJLT 2

Kpurtepun oueHnBaHus BbINOJHEHHS KOHTPOJBHbIX padoT

CrtpykTypa paboTsl Kpurepuu onenku Pacnipenenenue 6ainos

Opnun TepMuH (B KoHTposbHOU | Her orBera / Hemonnsiit otBer / | 0/0,5/1
pabote 5 wim 10 TepMHUHOB) [TonHbIit OTBET
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KpnTepnn OIlCHMBAHHA BbINOJHEHUSA TeCTOBBIX 3aJaHUH

CrtpykTypa paboThl

Kputepuu onenku

Pacnipenenenue 6amion

Omun Bompoc Ttectra (30
BOIIPOCOB B BAPUAHTE)

HenpaBunbnbiii orBer / IlpaBuibHBIH

OTBET

0/0,5
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