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1. IMACIIOPT PABOYEM ITPOT'PAMMBI YUEBHOM JJUCHUTIJIAHBI

1.1. OOaacTh NPUMEHEHHUS POTPAMMBbI

[TporpamMmMa y4eOHOM AMCUMIUIMHBI SIBJISETCS YacTbi0 HPOrpPaMMbl HOJATOTOBKU
KBAIM(ULIMPOBAHHBIX paboumx, ciayxamux B cooTBeTcTBuH ¢ DenepambHbIM
rOCy/lapCTBEHHBIM 00pa30BaTENIbHBIM CTAaHJAPTOM CPEOHEro Mpo¢eCCHOHATBLHOTO
obpazoBanus o mpodeccun 46.01.03 (0344700.03) [lenonpon3BOaUTEND, BXOISAIIUN B
coctaB yKpynHeHHO# rpynmnsl 46.00.00 «McTopus u apXxeonorus.

1.2. MecTo AUCHUIUIMHBI B CTPYKTYpe OCHOBHOI  mnpodeccHOHATbHOM
o0pa3oBaTe/IbHOW MPOrpaMMbI:

[Iporpamma yuyebno mucuumiiabl OI1.03 OcHOBBI J1€T0MPOU3BOJICTBA SIBIISIETCA
00s13aTeIbHOM YacThio OOHIENPO(ECCUOHATBFHOTO IMKJIa OCHOBHOM 00pa3oBaTesbHOMN
nporpamMbl B cootBeTcTBUH ¢ PI'OC CIIO mo mpodeccun 46.01.03 (0344700.03)
Jlesmonpon3BOUTEND.

1.3. Heaun n 3aga4u JMCHUIIMHBI — TPeOOBAHUS K Pe3yJ1bTATAM OCBOCHMA
AUCIHUIJIMHBI:
B pe3ynbpTaTe 0CBOCHUS JUCIUILIMHBI 00YUAIOIIUNCS 001MHCeH YMeb:
- COCTaBJISITh U OPOPMIISITH Pa3IMUHbIE BUJIbI ITUCEM;
- OCYUIECTBJIATh  JIOKYMEHTUPOBAHUE  OPraHU3ALMOHHO-PACTIOPSAUTEIBHON
NEATEIIBHOCTH YUPEKICHUM;
- oQopMIIATh HOMEHKJIATYpY Jed U (QOpMHUPOBaTH Jejla B COOTBETCTBUHU C
HOMEHKJIATYPOU JEIT;
B pesynbrate ocBOEHUS AUCITUTUITMHBI 00YYAIOITUIICS 001)CeH 3HaMmb:
— OCHOBHBIE CBEJICHUS U3 UCTOPHUH JI€TONPOU3BOJICTBA;
— o011Me MOJI0KEHUS IO JOKYMEHTUPOBAHUIO YIIPABIEHYECKOH €SI TeIbHOCTH;
- BUJbl JIOKYMEHTOB: TpPYIOBBIE JOTOBODPBI; IPHUKAa3bl O INPHUEME, YBOJIBHEHHH,
NEepeBO/IE; TPYIA0Bble KHUKKHU, JIMYHbIE KAPTOUKU PAOOTHHUKOB.
— OCHOBHBIE 3aKOHOJIaTEIbHBIE aKThl B 00JIaCTH JEIONPOU3BOACTBA;
— MpaBujIa COCTaBIICHUS U OOPMIIEHHUS PA3TUYHBIX BUJOB TOKYMEHTOB;
- TpeOOBaHU K TEKCTY CIIYKEOHBIX JOKYMEHTOB.

VYyebnas aucuurmmHa OIL.03 OcHOBBI J€I0NMPOU3BOJACTBA HApsAy C APYTUMH
y4eOHBIMU JUCLHUIUIMHAMHA 00ECIICYMBAET PA3BUTUE CIEAYIOIUX OOIIMX KOMITETCHIIUM:

OK 1. IloHuMarh CyIIHOCTh M COLMAIBHYIO 3HAUMMOCTh Oyayuiel npodeccum,
IIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2. OpranuzoBbsiBaTh COOCTBEHHYIO JI€ATEIIBHOCTh, UCXO/ISI U3 1IEJM U CIIOCOO0B
€€ JTOCTHKEHUS, ONPEJCICHHBIX PYKOBOAUTEIIEM.

OK 3. AnanuzupoBarb pabouyr0 CUTYyallHIO, OCYHIECTBIATh TEKYIUNH U UTOTOBBIN
KOHTPOJIb, OLIEHKY M KOPPEKLHI0O COOCTBEHHOM AESITeNbHOCTH, HECTU OTBETCTBEHHOCTH
3a pe3yibTaThl CBOEH PabOTHI.

OK 4. OcymiectBiaATh MOUCK HWH(MOPMALNUU, HEOOXOTUMOU sl 3PPEKTUBHOTO
BBITIOJTHEHHSI PO ECCUOHANBHBIX 3a/1a4.

OK 5. Hcnonb3oBaTh HWH(GOPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B
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npodeccuoHaNbHOM e TETbHOCTH.

OK 6. Pabotate B koMaHz€e, 3pPEKTUBHO OOIIATHCS € KOJUIETaMH, PYKOBOJICTBOM,
KJIMEHTaMHU.

OK 7. HcnonHATh BOMHCKYIO OOSI3aHHOCTb, B TOM 4YHUCJIE C IPUMEHEHUEM
HOJIyYEHHBIX NPOPECCUOHATIBHBIX 3HAHUM (1J1s1 FOHOIIEH).

U cI0cOOCTBYET (POPMHUPOBAHUIO CIETYIOMINX MPOPECCUOHATBHBIX KOMIIETEHIUI:

I[IK 1.1. IlppuHuUMare W PETUCTPUPOBATH MOCTYIANOIIYI0 KOPPECIOHACHIIMIO,
HAIIPABJISITh €€ B CTPYKTYPHBIE NOAPA3ACIICHUS OPTaHU3aLlAH.

[IK 1.2. PaccmaTpuBaTh JOKYMEHTHI U ME€peAaBaTh UX HA UCIOJHEHHE C yYETOM
PE30II0UUN PYKOBOIUTEIEH OpraHU3alUH.

[1K 1.3. OpopMasTh perucTpaliMiOHHbIe KAPTOYKU U CO3/1aBaTh OaHK JAHHBIX.

[IK 1.4. Bectn KapToTEKy ydeTa IpOX0KACHUS JOKYMEHTAIBHBIX MATEPHUAJIOB.

[IK 1.5. OcymecTBisaATh KOHTPOJIb 3a IPOXOKIAECHUEM TOKYMEHTOB.

[IK 1.6. OTnpaBisiTe UCHOJHEHHYIO JOKYMEHTALUIO ajpecaraMm C MPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPTaHU3ALIMOHHOW TEXHUKHU.

IIK 1.7. CocraBiasitb u 0(OpMIIATH CIyKeOHbIE JOKYMEHTBI, MaTepHhalbl C
UCIIOJIb30BaHUEM (POPMYJIISIPOB JOKYMEHTOB KOHKPETHBIX BUJIOB.

1.4. KouanuectBo 4acoB Ha O0CBOCHHE NMPOrpamMMbI
AUCIHUNJIMHBI:

MaKCUMaJIbHOW y4eOHOM Harpy3ku ooOyuwatomierocs 126 d4acoB, B TOM 4YHUCIE:
o0s3aTeIbHOM  ayJUTOpHOM yueOHOM Harpy3ku oOyuaromerocss — 84 4yaca,

CaMOCTOSTEIILHOM paboThl oOy4Jaromerocs - 42 Jaca.



2. CTPYKTYPA U COAEPKAHUE YUYEBHOM JAUCHUIIJINHBI
2.1. O0bem yueOHOM JMCHUIJIMHBI M BUbI YUeOHOIi padoThI

Bun yueO6Hoii padoThI

Oovem uacos

MakcuManbHasi yueOHasi Harpy3ka (Bcero) 126
Oo0s3aTeIbHAN AyAUTOPHAA Y4eOHAs HATPYy3Ka (Bcero) 84
B TOM YHCJIE:
TEOPETUYECKUE 3aHATHUS 42
PaKTUYECKUE 3aHITHUS 40
CamocrosiTesibHas padoTa odyyaronierocsi (Bcero) 42
B TOM YHUCJIE:
- HW3yYCHHE OCHOBHBIX U JOIIOJTHUTEIIBHBIX HHPOPMAITMOHHBIX 20
HCTOYHUKOB;
- COCTaBJICHHUE TJIOCCApHS TI0 TEMaM; 6
- TMOJTrOTOBKA MpPE3eHTAIHII; 6
- BBINOJHEHUE UHAUBUIYATBHBIX 3aIaHUM 110 TEMaM. 10

Hmozosasn ammecmauus 6 ¢0pM€ IK3amena




2.2. TemaTudeckuii jiaH u coaep:kanue yueoHoi rucuuminibl OI1.03 OcHoBBI 1€J101IPOU3BOACTBA

HaumenoBanue pasaesnoB u tem | Coaepkanue yueOHOro MaTepualia, NpaKTHYecKue 3aHATHA, CAMOCTOATEIbHAS O0bem YpoBennb
padora o0y4aromuxcs 4acoB OCBOCHHS
1 2 3 4
Pa3nea 1. lokymeHTaMOHHOE 34
o0ecrieyeHue ynpaBJieHUsl
Tema 1.1. Coneprxanue y4eOHOr0 MaTepuaJia 4
Vcropus CTaHOBIEHUA K 1. Tlpeamer nucuummuabl. Llenn u 3agaun nuciuminabl. OCHOBHBIE TEPMUHBI H 1
pa3BUTHUSA JAETONPOU3BOICTBA B OTIPe IeNeHHS.
Poccnn 2. TlpukasHoe, KOJIEKCKOE, HCTIONHUTENIBHOE J1eTOMPON3BOICTRO. 2
CamocrosiTesibHasi padoTa 00y4ar0IMXCs 2
1. H3ydeHue OCHOBHBIX U JOMOJHUTEIbHBIX HH()OPMAIIMOHHBIX HCTOYHHUKOB.
2. Cocrasnenue Tabmuipl: «lcropudeckue neprnoa 1eI0NpON3BOICTBA B
Poccumy.
Tema 1.2. Coaepxxanue yueOHOro MmaTepuaJia 6
OCHOBBI OpraHu3anuu 1. HopmartuBHo-npaBoBas 6a3a J1eJI0NpPOU3BOJCTBA. 3HAUEHUE JOKYMEHTALlUH B 2
JIEJIONPOU3BOJICTBA yIpaBJIeHUYECKOH J1eaTenbHOCTH. DYHKIIUU TOKYMEHTOB.
2. Yaudukanys u CTaHAapTU3ALKUS B AEIONPON3BOICTBE.
3. Krnaccudukanuus nokymeHToB. OCHOBHBIE OCOOEHHOCTH JIEJIOBOTO S3bIKA
JIOKYMEHTOB.
IIpakTHYecKue 3aHATHS 2
1. Bwugawl u cBOCTBA TOKYMEHTA. 2
CamocrosiTesibHas padoTa 00y4a0IMXxcst 2
1. V3yuyeHne OCHOBHBIX U JIOTIOJHUTENBHBIX HH()OPMAIIMOHHBIX HCTOYHHKOB.
2. CocTaBieHHe Tioccapus 1o TeMe.
Tema 1.3. Opranuzanus Tpyaa Copaepxxanue yueOHOro MmarepuaJia 7
pabotHUKOB ciyx)0b1 [JOY. 1. OO6mue TpeOoOBaHUS K OPTaHU3AIMN U YCIOBUSAM TPY/a paOOTHUKOB CITY>KObI
JIOY. ®opmbl opraHu3ainyy JeJI0IpOru3BOACTBA
2. Kareropun yupexaennii 2
3. Ctpykrypa, QyHKIHH, IpaBa U OTBETCTBEHHOCTH CiTyk0b1 JIOY. Opranuzamnus u
obopynoBaHue pabovero Mecta CeKpeTaps
IIpakTHyeckne 3aHATHA 4




2. Kareropum ydpexaecHui. 2
3. Crpyxkrypa ciyx0b1 JIOY. ®opMbl OpraHu3aimm. 2
CamocrosiTesbHasi padoTa 00y4alImMxcs 4
1. V3yyeHHne OCHOBHBIX U JIOTOJIHUTEIbHBIX HH()OPMAIIMOHHBIX HCTOYHHUKOB.
2. CocraBieHue rioccapus 1o TeMe.
Tema 1.4. Opopmnenue Copaepxxanue y4eOHOro MmaTrepuaJia 7
PEKBU3UTOB IOKyMEHTA 1. Cxema pacnoyiokeHus: peKBU3NTOB. PopMyisip-oOpasel.
2. Bujapl 61aHKOB U MOPSIIOK PACIIOJIOKEHUS! PEKBU3UTOB B OaHKe (YIJI0BOE U
MIPOJI0TIBHOE)
IlpakTHyeckne 3aHATHA 4
4.  OdopmieHne peKBU3UTOB JOKYMEHTA 2
5. brnank nqokymenTa. Buibl 071aHKOB TOKYMEHTOB. 2
CamocrosiTeibHas padoTa 00y4yaommxcst 2
1. M3y4yeHnue OCHOBHBIX M JOMIOJHUTEIbHBIX HH(POPMAIIMOHHBIX HCTOUHUKOB.
Pa3znea 2. CucreMsbl 56
AOKYMEHTAIUU
Tema 2.1. Copepxanue y4eOHOro Mmarepuajia 8
Cucrema OpraHU3aIHOHHO- 1. Tlonsrue u pynkuuu OP/I. Bunst OP/]
pacnops/IMTenbHON 2. CocraB OpraHU3alMOHHO-IIPABOBBIX JJOKYMEHTOB. Y YpEIUTEIBHBII TOTOBOD,
noxymentanuu (OPJT) Vcras, [Tonoxenne, Uuctpykims, [lITatHoe pacmucanue.
3. CocraB pacnopsiiuTeNbHbIX ToKyMeHTOB. [Ipuka3, Pacnopspkenue, Ykas,
ITocTranoBaenne, Pemenwue.
IIpakTHYecKkue 3aHATHS 4
6. CoctaB 1 0(hopMIIEHHE OPTaHU3ALMOHHBIX JTOKYMEHTOB 2
7. CocrtaBneHue U 0opMIICHHE PACTIOPSIUTENBHBIX JOKYMEHTOB 2
CamocrosiTeibHas padoTa 00y4ar0ImMXxcst 6
1. V3yuyeHne OCHOBHBIX U JIOTIOJHUTENHHBIX HH)OPMAIIMOHHBIX HCTOYHHKOB.
2. CocTaBieHHe rioccapus 1o TeMe.
3. ToxaroroBka npe3eHTauy Ha TEMY: «BUIbI OpraHU3alMOHHO-
pacropsIUTEeIbHON TOKYMEHTAIIUNY.
Tema Ne 2.2. Coaepxxanue y4eOHOro MmarepuaJia 10
CucreMa cipaBoO4HO- 1. Haznauenue u BUABI CIPABOYHO-UH(OPMAITMOHHON U CITPABOYHO-
MH(POPMALIMOHHOM AHAJTMTUYECKON JIOKYMEHTAIIHH.




JIOKYMEHTAIU!

Haznauenwue, coctaB peKBU3UTOB M MOPSAI0K O(POPMIICHHS CITY)KEOHBIX TTHCEM.
Bupl ciyxeOHbIX TTUCEM.

3. Ha3nadenue, cocTaB peKBU3UTOB U MOPSAAOK OOPMIICHHUS: TPOTOKOJIOB,
JIOKJIQIHBIX ¥ OOBSICHUTEIILHBIX 3aIHCOK.
4. JloKyMeHTHI, IlepeaBaeMble 10 KaHajlaM CBSI3H: (hakcorpaMmma,
TeseoHOrpamMma.
5. CnopaBouyHO-aHATUTHYECKas TOKYMEHTaus. AKT, CITy)KeOHasl CIIpaBKa.
IIpakTHyecKue 3aHATHS 6
8. CocraBnenue u 0hoOpMIICHHE IOJIHBIX U KPATKUX IPOTOKOJIOB. 2
9. Cocrasnenue u oopMIICHUE CITYKEOHOTO aKTa. 2
10. Pabota c nucemamu. Bujbl nucem. 2
CamocrosiTe/ibHasi padoTa 00y4arl0IMXCs 6
1. V3yyeHne OCHOBHBIX U JIOTIOJTHUTEIBHBIX HH()OPMAIIHOHHBIX HCTOYHHUKOB;
2. CocraBlieHHE TI10CCapus TI0 TEME;
3. Toaroroka npe3eHrtanuii Ha TeMmy: «Ha3HaueHne U BUJIbI CIIPaBOYHO-
WHGOPMAIIMOHHON TOKyMeHTaIumn», «Ha3zHaueHne 1 BUIbI CIIPaBOYHO-
AQHAJIMTUYECKON IOKYMEHTALUNY;
4. CocraBiieHHE MMChMa B OpTaHbl HCIIOJHUTEIBHOM BIACTH TIO 3aaHUIO
IperoiaBaTels.
Tema Ne 2.3. JlokymeHTanus mo Conep:xxanue yueOHOT0 MaTepuaJia 12
JUYHOMY COCTaBYy 1. Bwuapl v Ha3HAUEHHE JOKYMEHTAIIHH.
2. Kagposas mokyMeHTaus — TpyIOBOM JTIOTOBOP, TPUKA3HI 110 IHIHOMY COCTaBY,
TPY/IOBbIE KHIDKKH, JINYHAs KapTouka hopma T-2, tuyHble fena.
3. OcoberHOCTH 0(hOPMIICHUS PE3FOMe, 3asiBIICHUN, aHKET, aBToOnoTrpaduii.
IIpakTH4eckue 3aHATHS 8
11. CocraBneHue 3asBICHUS. 2
12. Hanucanue pe3tome U aBToonorpaduu. 2
13. OdopmiieHre TPYIOBBIX KHUXKEK. 2
14. CocraBienue u opopmIIeHHE JOKYMEHTOB JIMYHOT'O JeNa. 2
CamocrosiTe1bHas padoTa 00y4yarommxcst 6

1.

I/I3Y‘IGHI/I€ OCHOBHBIX U OOIIOJTHUTCIBHBIX I/IH(bOpMaI_[I/IOHHBIX HCTOYHHKOB.

2.

CocrapneHnue Tjoccapus 1o TEME.




3. Tloaroroska npe3eHtauuu Ha TeMy: «OdopMieHIE TPYIOBBIX KHIKEK.

4. CocraBlieHHE pe3IoMe U aBTOOHOrpaduu.

Tema Ne 2.4. PaGora ¢
o0paIleHUAMH IpaskIaH

Coaep:xanue yueOHOTro MaTepuajia

1. Bunsl obpamienuii rpaxaan. Perucrpamus oopamienuii rpaxaan. KoHTpois
MCIIOJIHEHUS O0paIeHHIA.

HpaKaneCRne 3aHATHSA

15. O6parmieHus rpaxkaad U MOPSJOK UX PACCMOTPCHHS.

N

CamocrosiTe/ibHAsA padoTa 00y4aommxcs

1. I/I3y‘-ICHI/I€ OCHOBHBIX U JOIIOJTHUTCIBbHBIX I/IH(i)OpMaIII/IOHHI)IX HNCTOYHHUKOB.

2. CoctaBuTbh O0OpaIICHUE 110 33/1aHUIO0 TPETIOABATEIS.

Pasznea 3. TexHoJiorus BeaeHus
AeJIONPOU3BOJICTBA

36

Tema Ne 3.1. Opranuzanust
JIOKyMEHTOO000pOTa

Conep:xxanue yueOHOro MaTepuaJia

1. TlonsTue u pyHKIMHU JOKyMeHTOoOOOpoTa. [IpreM n 06paboTka mocTymnaromei
(BXopsuieit) 1 oTOpaBisieMoi (Mcxosiieii) nokymenTanuu. [1pasuna
OpTraHHU3aIK JOKYyMEHTO000pOTa CBHYTPEHHUMH JIOKYMCHTAMH.

2. PerI/ICTpaL{I/I}I " MHJCKCAUA NOKYMCHTOB. (DOpMLI perucTpanu U NopsAa0K Ux
3aIlOJTHCHUA.

IIpakTH4eckne 3aHATHA

16. PGFI/ICTpaIII/IH BXOOAIIHUX W UCXOOAINIUX TOKYMCHTOB.

17. CocraBieHue cxembl JOKYMEHTO000pOoTa MPpepUsITHUSL.

CamocrosiTeibHAs padoTa 00y4al0mMXcst

1. I/I3y‘-IeHI/IC OCHOBHBIX W OOIMOJTHUTCIBHBIX I/IH(I)OpMaL[I/IOHHLIX NCTOYHUKOB

2. CocTaBieHHe TII0ccapus 1o TEME.

NINN B

Tema Ne 3.2. Homenkunarypa jaein.

Coaep:xanue yueOHOro MaTepuajia

1. Ha3nauecuue u BHUJIbI HOMCHKJIATYPHBI ACII.

2. TpeboBaHUs K COCTABICHUIO U 0O(OPMIICHIE HOMCHKIIATYPHI JICI.

IIpakTHyeckne 3aHATHA

18. CocraBieHne HOMEHKIJIATYPHI JIeT

N

CamocrosiTeibHas padoTa 00y4Yaommxcst

1. HSy‘ICHI/IC OCHOBHBIX U OOIMOJTHUTCIIBHBIX HH(bOpMaHI/IOHHI)IX HUCTOYHHKOB.

2. CocraBieHHEe HOMEHKJIATYpHI Jedl.

10




Tema Ne 3.3. dopmupoBaHue Jed.

[ToaroroBka €1 K XpaHEHUIO

Conep:kaHue y4eOHOT0 MaTepuaJia

1. Dxcnepru3sa EHHOCTH IOKYMEHTOB, METOMKA ee mpoBeneHusi. CoctaB u
(YHKIIMH SKCTIEPTHONW KOMHCCHHU.

2. Tlomnoe n yactnunoe oopmiienue nei. [loammska med.

3. Onuce JOKYMEHTOB Haxozsmuxcs B aene. CoctaBieHne ONUCH Jedl. 2
4. OcHOBHBIC TOHATHUS 00 apXWBHOM XpaHeHuu. [lepenaya en B apXuB.
CoctaBieHHe aKTOB O BBIJCJIEHUH JIe]1 K YHUUTOXKECHHUIO.
IIpakTHyeckue 3aHATHSA 2
19. Odopmnenue nen. CoctaBieHne akta 00 YHUUTOXKEHUHU JIell. 2
CamocrosiTesibHas padoTa 00y4yaommxcst 4
1. H3yuyeHue OCHOBHBIX U JIOMOJHUTEIBHBIX HH()OPMAIIMOHHBIX HCTOYHHUKOB.
2. CocraBneHue rioccapus o TeMe.
3. ToxaroroBka mpe3eHTaK HA TEMY: « DKCIIEPTU3a IIEHHOCTH JOKYMEHTOB).
Tewma 3.4. PaGota cekperaps 1o Coaep:xaHue yueOHOI0 MaTepHaJia 4
0€3710KyMEHTHOMY 1. JlenoBble U TMYHOCTHBIE KauecTBa cekpeTaps. [IpodeccuonanbHas s3Tuka
00CITy’)KUBaHUIO ceKkperapsl.
2. Pabora cexperaps 1o MOATOTOBKE U POBEIECHUIO coBemanmii. [IpaBua 2
BEJICHHUS 1€TI0BOI Oecebl.
3. Ilpumem nocerureneii. B3anMOOTHOIIEHUS CEKPETAPS C KOJIICKTHBOM.
Opranu3anus 1 IpoBeieHNe MPOTOKOJIbHBIX MeponpusaTuil. [IpaBuia Benenus
Tese()OHHBIX TIEPETOBOPOB.
IIpakTHyecKue 3aHATHS 2
21. Pabota cexperapsi o 00CIyKUBAHHUIO TOCETUTENEH. 2
CamocrosiTeibHAs padoTa 00y4al0mMXcs 4
1. V3yyeHue OCHOBHBIX U JIOTIOJIHUTENbHBIX HH(POPMAIIMOHHBIX HCTOYHUKOB
2. CoCTaBWTH IUIaH pa3roBopa C KIIMEHTOM Ha 3aJaHHYIO TEMY.
BCET'O 126
B TOM YHCJIE
oOsi3aTeNibHAs ayIUTOpHas yueOHasi Harpy3Kka 84
IMPAKTHYCCKHUEC 3aHATHA jg

CaMOCTOATCIIbHAA pa60Ta 06yqafonmxc51
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3. YCJOBUS PEAJIU3AIIMA ITPOT'PAMMBI YYEBHOU U CITATIIMHBI

3.1. Tpe6oBaHusi K  MHHMMAJIBHOMY  MAaTepHAJIbHO-TEXHHUYECKOMY
o0ecrneyeHmnIo

Peanuzaniusi mporpaMmbl TUCIUIUIMHBI MpEANoaraeT Haau4yue yuyeOHOrokaOuHeTa
JIOKYMEHTAIIMOHHOTO 00eCTieYeHUs yIIpaBICHHUS.

O6opynoBanne yueOHOTO KaOUHETA:

— MOCAI0YHBIC MECTA M0 KOJIMYECTBY O0yJArOIINXCS,

— pabouee MECTO TIPENo/1aBaTels;

- y4eOHO-HarJIsTHbIE TTOCOOHS.

- pacxoaHble MaTepuaiabl (OJJaHKM YCTAHOBJIIGHHOTO 00pasila, MHChbMEHHBIC
MIPUHAJIJICKHOCTH )

TexHu4yeckue cpeacTBa OOyUCHHS:

— KOMITBIOTED C JIMIICH3UOHHBIM ITPOrPaMMHBIM 00SCIICUCHUEM;
— MYJIbTUMETHAIIPOCKTOP;

— 9KpaH;

- 00pa3Iel 0(hUCHON TEXHHKHU.

3.2. HNudopmanmoHHoe odecnevyeHue 00yueHust

Ilepeuenb pEeKOMEHIyeMbIX  y4yeOHbIX  u3naHui, HWHTepHeT-pecypcos,
JOTIOJIHUTEIBHOM JINTEPaTypPhl

CnucoK peKkOMEHyeMOW JTUTEPATYPBL:

OCHOBHBIE HMCTOYHMKHU:

1. BemkypoBa, A. b. OcHOBBI jAenonpou3BojcTBa : ydeOHOe mocodue [
CTYJIEHTOB cpeAiHero npodeccruonansHoro oopazosanus| / A. b. Bemkyposa. — Mockaa ;
bepmun : upext-Menna, 2020. — 248 c. — ISBN 978-5-4499-1171-1. — Hoctyn u3 DbC
«KoHCynbTaHT cTy/IeHTa». — TEKCT: 3EKTPOHHBIM.

JIOoTIOTHUTETbHBIE UICTOYHUKH:

1. JlenompousBOACTBO W Jpyrue acnekTtbl paboTel cexpetapst / Ilox. pem. T.IO.
KacesanoBoii.- MockBa : ABAK, 2023. — 304 c. — ISBN 978-5-9748-0677-3

2. Poroxwun, M. 0. HacTonbHas KHUTa OTBETCTBEHHOTO 3a JICJIONPOU3BOJCTBO / M.
10. Poroxun. — Mocksa : IIpocmekt, 2019. — 128 c. — ISBN 978-5-392-29213-4. —
Hoctyn u3 9bC «KoHcynbTraHT crygeHTay. — TeKCT: 3IeKTPOHHBII.

3. PriGakoB, A. E. OcHoBBI fenomnpoun3BocTBa : yueoHuk / A. E. PeibakoB. — MuHCK
: PUIIO, 2016. — 319 c. — ISBN 978-985-503-606-8. — Hoctyn u3z 9bC «KoncynpTanT
CTyAE€HTa». — TEKCT: AIEKTPOHHBII.

JIneH3MoHHOE MPOrpaMMHOe o0ecrnedyeHue:
— Office Standard, muuensus Ne 66869707 (moroBop Ne70-A/2016.87278 ot
24.05.2016);
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— System Center Configuration Manager Client ML, System Center Standard,
nurens3us Ne 66085892 (norosop Ne307-A/2015.463532 ot 07.12.2015);

— Windows, mmmensus Ne 66869717 (moroBop Ne70-A/2016.87278 ot
24.05.2016);

— Office Standard, muuensust Ne 65121548 (moroBop Ne96-A/2015.148452 ot
08.05.2016);

— Windows Server - Device CAL, Windows Server — Standard, mumensust Ne
65553756 (morosop Ne PI'MVY 1292 ot 24.08.2015);

— Windows, munensust Ne 65553761 (moroBop NePI'MVY 1292 ot 24.08.2015);

— Windows Server Datacenter - 2 Proc, munensuss Ne 65952221 (moroBop
Ne13466/PHJ11743/PT'MY 1679 ot 28.10.2015);

— Kaspersky Total Security 500-999 Node 1 year Educational Renewal License
(doroeop Ne 264-A/2021 ot 13.07.2021);

— IIpenocraBnenue ycuyr cBs3u (nHTepHeTa): «IOp-Temekom XoaauHD - TOTOBOP

PI'MYVY20218 ot 20.04.2022; «MTC» - moroop PI'MVY20530 ot 23.05.2022

HNuTepHer-pecypcesl :

IJIEKTOPOHHBIE OBPA30BATEJIBHBIE PECYPCbI Hoctyn k pecypey
1. JuiekTpoHHas1 Oudauorexka PoctIMY. — URL: Hoctyn
http://109.195.230.156:9080/opacg/ HEOrpaHUyYeH
2. KoncyabranT crygenra [Kommuiekrsl: «Meaunusaa. 31paBOOXpaHEHUE.
BO»; «Menununa. 3npaBooxpanenue. CI1O»; «Ilcuxonornueckue Hocryn
HayKuy| : DnekTpoHHas oubnuoreunas cucrema. — Mocksa : OO0 HEOTpaHUYEH
«[Tomutexpecype». - URL: https://www.studentlibrary.ru + Bo3amosxkHOCTH
JUIS. MTHKJIIO3UBHOT'O 00pa30BaHMsI
3. Hayunas 31ekTpoHHas 0ubanorexka eLIBRARY. - URL: OTKpBITHI JOCTYNI
http://elibrary.ru
4. HaumnonanbHas 3jiekTpoHHast oudamorexa. - URL: http://H30.pd/ Hoctym ¢
KOMITbIOTEPOB
O6ubInoTeKn
5. Poccuiickoe o0pazoBanne. Equnoe oxkno nocryna / denepanbHblii
noprai. - URL: http://www.edu.ru/. — HoBasi oOpa3oBaTesibHas cpefa. OTKpBITBIA TOCTYI
6. OdunuanbHbIi MHTEPHET-NOPTAJ NPaBoBoil nHGopmanuu. - URL:
http://pravo.gov.ru/ OTKpBITHIH T0CTYTI
7. Ku6epJlennnka : Hay4. snekTpoH. 6ub-ka. - URL: http://cyberleninka.ru/ OTKpBITHIH J0CTYIT
8. CanoBapu v 3HUMKJIONeAUM HA Akagemuke. - URL: OTKpBITHIN TOCTYIT
http://dic.academic.ru/
9. BHUUIAJ : opunmansHsii caiit / degepaibHoe O101KETHOE
yapexaeHue Beepoccuiicknii HayqYHO-HCCIIEI0BAaTENbCKUI HHCTUTYT OTKpBITBI JOCTYII
JIOKYMEHTOBE/IEHUs U apxXuBHoro aena. - URL:
https://vniidad.ru/?ysclid=las12w7v58553020509#
10. ®denepallbHOE ApXUBHOE areHTCTBO : ounmuanbHbii caitT. - URL:
https://archives.gov.ru/?ysclid=las1c3795z679826231 OTKpBITHIN J0CTYII
11. | BecnuiaTHble BUIEO-JIEKIUH 10 JEJONPOU3BOACTBY, OJJIEKTPOHHOMY
JOKyMEHTO060poTy 1 apxuBy / caiit «OO6yueHHe — 3716Ch U ceifdacy. - | OTKPBITBI JOCTYII
URL.: https://seminarna.ru/214.html.
12. | Jlenonpon3sBoacTBO M JAOKYMEHTOOGOPOT: CHUCTEMA JUCTAHIIMOHHOTO
OTKpBITHINA TOCTYN
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http://cyberleninka.ru/
http://dic.academic.ru/
https://vniidad.ru/?ysclid=las12w7v58553020509
https://archives.gov.ru/
https://archives.gov.ru/?ysclid=las1c37g5z679826231
https://seminarna.ru/214.html

Ou3Hec-00pa30BaHUsI Majoro M CPEIHEro MpeaIPUHUMATEILCTBA / CalT
«Businesslearning.ruy. - URL:
http://www.businesslearning.ru/CoursFrm.asp?actid=146&inp=businesstest

Ilepuoauyeckue U3IaHus:

1. JlenompousBoacTBo [DneKkTpoHHbIHN pecypce] : - Joctyn u3z ObC eLIBRARY.RU

2. Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEAIPUATHH [ DIEKTPOHHBIN pecypc] : -
Hoctyn u3 9bC eLIBRARY.RU
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4. KOHTPOJIb U OLIEHKA PE3VJBTATOB OCBOEHUSITYYEBHOI
T CTUTIIAHBI
KOHTpOJIb U OIE€HKa PC3yJIbTaTOB OCBOCHHA AHUCHUIIIIMHBI OCYHICCTBIIACTCA
IMpCIIoAaBaTCiIicM B IIPOLHCCCC IIPOBCACHUA ITPAKTHYCCKUX SaHHTHﬁ, TCCTUPOBAHUA, A
TAaK>KC BBIIIOJITHCHU A 06y‘{aI-OHII/IMI/IC}I HWHAUBUAYAJIBHBIX BaﬂaHHﬁ.

Pe3yabTaThl 00yyeHus DopMbI U METOAbI KOHTPOJISI U OLEHKH

(ocBOCHHBIE YMEHMSI, YCBOCHHbIEC
3HAHUA)

pe3yJibTaToB 00y4eHH st

Ymenua:

- COCTaBJIsITb H
Pa3JINYHbIC BUIBI ITUCCM,

0hopMIIITh

HaOJIOZICHUE M OIIEHKa JEMOHCTpAalUU
0OyYarOIIMMUCS TPAKTUYECKUX YMEHHIA;

KOHTPOJIb ~ BBIMOJIHEHUS  IMPAKTUYECKUX
3alaHUM;
KOHTPOJIb BBIIIOJTHCHMS 3aJ]aHuM

CaMOCTOSITEJIbHON paOOTBHI.

- OCYLIECTBIIATh
JTOKYMEHTHUPOBAaHUE
OpraHU3alMOHHO-
paclopsAAUTEIbHON  JAEATEIBHOCTU
YUPEKICHUM;

HAOJIIOJICHUE M OLEHKa JEMOHCTpalUU
O0OyYAIOIIMMUCS TPAKTUYECKUX YMEHHIA;

KOHTPOJIb  BBINOJIHEHUS  MPAKTUYECKUX
3aJIaHUM;
KOHTPOJIb BBITIOJTHCHUS 3aJJaHuM

CaMOCTOSITEIIbHOM pa6OTBI.

— ohopMIIITh ~ HOMEHKJIATypy - HaOJIOJieHue W OIICHKAa JIEMOHCTpPAINU
nen  u  dopmMupoBaTh Jela B OOYYarOIIMMUCS TPAKTUIECKUX YMEHHIA,
COOTBETCTBHM C HOMEHKJIATYpOH - KOHTPOJIb  BBINOJHECHUA MPAKTUYECKHUX
e, 3aJaHUM;

- KOHTPOJIb BBIMIOJTHCHUS 3ajaHU I

CaMOCTOSTEJIbHON pabOTHI.

3nanusa:
- OCHOBHBIC  CBEICHUS U3 -  WHAWUBUIYAJIbHBIA YCTHBIM (IMMMCHhMEHHBIN)

HMCTOPUM JICJIONPOU3BOJICTBA;

OIpoc;

TECTUPOBAHUE;

KOHTPOJIb KAY€CTBA BBIMIOJTHCHUSA U
OILICHKA 3aJIaHUM 11 CaMOCTOSITSIILHOM

paboTHI.
- oO1ue MOJIOKEHUS 1o -  WHAUBUIYAJIbHBIA YCTHBIM (MMCHhMEHHBIN)
JIOKYMEHTUPOBAHUIO OIpoC;
YIIPaBJIEHYECKOMN AEATEIbHOCTH, - TCCTHPOBAHHUC,

TEPMUHOJIOTHYCCKUH JTUKTAHT;
KOHTPOJIb KaUeCTBA BBHITTOJTHCHHUS H
OLICHKA 3aJIaHu# JJIs1 CAMOCTOSTEIIbHOM
paboTHI.

- BUJBI JOKYMCHTOB: TPYAOBBIC
JOrOoBOpPbI; IIPHUKA3bl O IIPHEMC,

WHJUBUAYAJIbHBIA YCTHBINA (TTMCHMEHHBIN)
OIpoc;
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YBOJIBbHCHHUH, IIECPCBOAC; TPYIAOBLIC - TCECTHUPOBAHHUC;

KHHKKU, JIUYHBIE KapTOYKH - TepMI/IHOJIOFI/I‘ICCKI/Iﬁ JUKTAHT,
PabOTHUKOB. - KOHTpPOJIb Ka4eCTBA BBIIIOJHEHUA U
OLICHKA 3aJaHUU TSI CAMOCTOSITEIbHOU
paboTHI;
- pelieHue CUTYallMOHHBIX 3a1a4.
— OCHOBHBIE€ 3aKOHOJATEJIbHbIC -  WHAUBUJYAJbHBIA YCTHBIN (MMCHMEHHBIN)
aKThbl B 00JIACTH JIEJIONPOU3BOJICTBA; OIpOocC.
- IpaBUjIa  COCTABJICHUA U -  WHJMBHUAYaJbHBIA YCTHBIM (NMMCHMEHHBIN)
opopMIICHUSI  Pa3TUYHBIX  BHUJOB OIpoc,
JIOKYMEHTOB; - TECTHPOBAHHUE,

- TEePMHUHOJIOTUYECKUI AUKTAHT;

- KOHTPOJIb KAYECTBA BBHIMOJHECHUS U
OlLICHKA 3aJJaHUM JJISI CAMOCTOSTEIbHOMN
padoTHI;

- pEIlICHHE CUTYaIlMOHHBIX 3aja4.

CITyKEOHBIX JIOKYMEHTOB. OIpoc,
- KOHTPOJIb Kaue€CTBA BBHIIIOJIHEHUS U

OIICHKA 3aJIaHuH JIJISi CAMOCTOSITEIILHOM
paboTHI;
- pellleHre CUTYAIlMOHHBIX 3a/1a4.

- TpeOOBaHUS K TEKCTY -  MHAWUBUJYAJIbHBIA YCTHBIM (IMMMCHhMEHHBIN)

B cootBerctBum ¢ Ttpebopanusmu PI'OC 10 crnenmuaabHOCTH JTOCTHIKCHHE
JUYHOCTHBIX PE3YJIbTATOB HE BBIHOCHTCS Ha UTOTOBYIO OLIEHKY OOydYaroluxcs, a
SABJISIETCSI TIPEIMETOM OIIEHKH 3(P(HEKTUBHOCTH BOCHUTATEIBHO-00pa30BaTEIbHOMN
nesTenbHOCTH KoJulemka. OIleHKa JTUX JOCTHKEHUN TpoBOAUTCS B (dopme, He
MPEACTABISIIONIEH  yrpo3bl  JMYHOCTH, [ICUXOJIOTMUECKOW  O€30MacHOCTH U
HMOIIMOHAILHOMY  CTaTycy  OOydYaromierocsi, W  MOXET  HCIOJIb30BaThCS
HCKIIFOUUTENBHO B IEJISIX ONTUMHU3ALMH JJUYHOCTHOTO Pa3BUTHS O0yUYarOIIUXCS.

KomMmniekcHast XapakTepucTuka OOMMX U MPOPECCHOHAIBHBIX KOMIETEHIUH,
JUYHOCTHBIX PE3YJIbTaTOB COCTaBisieTcsi Ha ocHoBe I[lopTdommo olydaromierocs.
Hens Iloprdonuo — cobparh, cuCTEeMaTU3UpPOBATh U 3aUKCUPOBATH PE3YIbTaTh
pa3BUTHS 00ydYalolmerocs, €ro yCWihs W JOCTIKEHUS B Pa3IUYHBIX O0OJACTSX,
POJAEMOHCTPUPOBATh BECh CHEKTP €ro CIoCOOHOCTEH, MHTEPECOB, CKIOHHOCTEM,

3HAHUU U YMEHUM.
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[Tpunoxxenue k padoyeit
nporpamMmme yueOHoMH
mucuumminibl OI1.03 OcHOBEI
NEJIONPOU3BOACTBA

KOHTPOJIbHO-OLIEHOYHBIE CPEJICTBA
MO YUEBHOM JUCHUTIIUHE

OI1.03 OCHOBBI AEJOITPON3BOJACTBA

npodeccust CITO 46.01.03 Jlenonpoun3BoauTtesb
KBaMpuKauus Jenonpon3BoauTenb
ouHas (popma oOydeHuUs

PocroB-Ha-/lony
2023
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KoHTponbHO-OLIeHOUHBIE cpeAcTBa Mo yuyeOHou nucuummmHe OI1.03
OCHOBBI 1€TONPOU3BOJICTBA pa3padOTaHbl B COOTBETCTBUU ¢ DenepanbHbIM
rocyJapCTBEHHBIM 00pa30BaTEIbHBIM CTAHJAPTOM 10 Npodeccur CpeaHero
npodeccuonanbHoro odpaszosanus 46.01.03 (034700.03) Jlenonpon3BOAUTENb,
YTBEP>KJICHHOTO MTPUKa3oM MuHHCTepCcTBa 00pa3oBanus U Hayku P® ot 2 aBrycra
2013 r. N 639 (c usMeHeHusIMU U JlonoJiHeHussMu ot: 28 mapta 2014 r., 17 mapta
2015 r., 13 urons 2021 r.), 3apeructpupoBanHoro B Muntocre P® 20 aBrycra
2013 r., peructpamuonnsiii N 29509.

CocraBurenan:  Ilomazkoea H.C., KaHauaaT COLUUOJIOTUYECKUX  HAyK,
nomomHuk pekropa PI'BOY BO PoctIMY Munzapasa
Poccum.
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1. ITacmopT KOMIJIEKTA KOHTPOJIbHO-OLIEHOYHBIX CPEJACTB

KontponbHo-onenounsie cpenctsa (KOC) npeaHazHaueHbl Ui KOHTPOJS U
OLICHKM OOpa30BaTeIbHBIX JOCTHKEHUN OOYYaIOMIMXCS, OCBOMBIIMX IPOrpaMmy
yaeOHoM nucturuinHbl OI1.03 OCHOBBI J1€JIOTPOU3BOJICTRA.

KOC BkioyaroT KOHTPOJBHBIE MaTepualbl i MPOBEICHUS TEKYIEro
KOHTPOJIS ¥ IPOMEKYTOUHOM aTTectanuu B popme’ dk3amena

KOC pa3paboranbl B COOTBETCTBUH C:

MIPOTPaMMOi TTOATOTOBKU CHEIMATMCTOB cpeaHero 3BeHa mo npodeccun CIIO
46.01.03 JIeaonponU3BOJIUTEND,

nporpaMmoii yueOnoit nucruminabl OI1.03 OCcHOBBI 1€T0NPOU3BOICTBA.

2. TpeﬁoBaHnﬂ K pe3yjJabTaTaM 0CBOCHHUSA TUCHUITJIMHDBI

B pe3ynbTrate 0cBOCHUS JUCIUTUTMHBI 00YYAIOUTUICS 00HCEeH YyMemb:
— COCTaBJISITh U OQOPMIISATH Pa3TUYHBIC BUJIBI THCEM;
- OCYIIIECTBJIATh JIOKYMEHTHPOBAHHWE OPTraHU3aIMOHHO-PACTIOPSANTEIIEHON
NEATEIbHOCTH YUPEKICHUM;
— o(OopMIISIT HOMEHKJIATYpy Jiel U (GOpMHpPOBATH Jiejia B COOTBETCTBUU C
HOMEHKJIATypOH Jell.

B pesynbrate ocBOEHUS AUCITUTUIMHBI 00YYAIOITUIICS 001 CeH 3Hamb:
- OCHOBHBIC CBEJICHUS U3 HCTOPHH JICTOTPON3BOJICTBA;
- o01re TOJI0KEHUS TI0 TOKYMEHTUPOBAHHIO YIIPABICHYCCKOMN TSI TEIIEHOCTH;
— BUJIBI JOKYMEHTOB: TPYJOBBIE JOTOBOPHI; MPUKA3bl O MpPHUEME, YBOJbHEHUU,
MIEPEBOJIC; TPYIOBbIE KHWKKH, TUYHBIC KAPTOUKU PAOOTHUKOB.
— OCHOBHBIC 3aKOHOJIaTEIbHBIC aKThI B 00JIACTH JEIONPOU3BOCTRA;
— TpaBujIa COCTABICHUS U 0(OPMIICHHUS Pa3TUIHBIX BUIOB JIOKYMCHTOB;
— TpeOOBaHUSI K TEKCTY CIIYKEOHBIX TOKYMEHTOB.

B pe3yabrare oCBOeHHSI Y4YeOHOM [JUCHMILUIMHBI JOJIKHBI OBbIThH
AKTYaJTM3HPOBAHBI 0011IHMe KOMIIETEeHIIMH, BKJIOYaoIue B ce0sl COCOOHOCTh:

OK 1. [ToHuMaTh CymHOCTh U COLUUATIBHYIO 3HAUMMOCTb Oyayuiei mpodeccum,
IIPOSIBIIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JEATCIBHOCTh, MCXOIS W3 LEIU U
CIIOCO0O0B €€ TOCTHIKEHUS, ONPEIETICHHBIX PYKOBOIUTEIEM.

OK 3. AxanusupoBarh paboOyyl0 CHUTYyalUlO, OCYIIECTBISATh TEKYIIUH U
UTOTOBBIA KOHTPOJIb, OLIEHKY M KOPPEKIMI0 COOCTBEHHOM JAESITEIbHOCTH, HECTU
OTBETCTBEHHOCTb 32 PE3YJIbTAaThl CBOEH padOTHI.

OK 4. OcymiecTBiasaTh oUCK HHGOpMAIHK, HEOOX0aUMOM Tyt 3)PEKTUBHOTO
BBITIOJTHEHUSI TPO(ECCUOHANBHBIX 3a/1a4.

OK 5. Ucnonws3zoBath MHPOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTUU B
poheCCUOHATIBHON JIEITEIIbHOCTH.

OK 6. Pa6orate B komaHze, 3G(EKTHUBHO OOIIATBCA C KOJUIETAMH,

L Coomeemcmeyem yuebnomy nnany cneyuanvrnocmu CIIO
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PYKOBOJICTBOM, KJINEHTAMHU.

OK 7. UcnonHATh BOMHCKYI OOS3aHHOCTb, B TOM 4YMCJI€ C IPUMEHEHUEM
HOJIyYEHHBIX NPOPECCUOHATIBHBIX 3HAHUH (11 FOHOIIEH).

U crnocoOcTByeT  (OPMHMpPOBAHHIO  CIEAYIOLUX  HMpodeccrnoHaIbHBIX
KOMIIETEHIINH:

B pesyabrare ocBOeHHSI Yy4eOHOH JAUCHUIUIMHBI [JOJIKHBI OBITh
aKTyaJU3HPOBaHbl NpodeccHOHAIbHbIC KOMIIETEHUIMH, BKIKYAKOLIKE B celdst
CIIOCOOHOCTH:

[IK 1.1. [IppHMMaTe ¥ PErUCTPUPOBATH NOCTYNAIOIIYI0 KOPPECHOHACHIMIO,
HAIIPaBJISITh €€ B CTPYKTYPHBIE MOAPA3IEIICHNUS OPraHU3alUN.

[IK 1.2. PaccmarpuBarth JOKYMEHTHlI M N€pelaBaTh HMX Ha HCIOJHEHUE C
YYETOM PE30ITIOLUH PYKOBOJIUTENIEH OPTaHU3ALNH.

1K 1.3. OpopMAsTh perucTpalioHHbIe KAPTOYKU U CO3/1aBaTh OAHK JaHHBIX.

IIK 1.4. BecTn KapTOTEKy y4eTa NPOXOKACHUS JOKYMEHTAIBHBIX MATEPUAJIOB.

IIK 1.5. OcymecTBasTh KOHTPOJIb 33 IPOXO0KIECHUEM JTOKYMEHTOB.

[IK 1.6. OtnpaBnsiTh HCIOJHEHHYIO JIOKYMEHTAlMIO aapecaraMm C
IIPUMEHEHUEM COBPEMEHHBIX BUJIOB OPraHU3ALMOHHON TEXHUKH.

IIK 1.7. CoctaBniate U 0QOpMIATH CIyK€OHbIE JOKYMEHTBI, MaTE€pHalbl C
UCIOJIb30BaHuEM (HOPMYJIISIPOB TOKYMEHTOB KOHKPETHBIX BUJIOB.
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3. ®opMbI M METOAbI KOHTPOJISI U OLIEHKH Pe3yJIbTaTOB
OCBOEHUS Y4eOHOH JUCIUNIMHBI

KoHTposib ¥ OlIEHKa pe3yJlbTaTOB OCBOCHUS Yy4eOHOM
JTUCIUIUIMHBL OCYIIECTBIISIETCSl TpErnojiaBaTelieM B IpoIlecce
MPOBEJICHUS MPAKTUYECKUX 3aHSITHIN, TECTUPOBAHUS, a TaKKe
BBITIOJIHEHUS 00YYaIOIMMHUCS UHIUBUIYATbHBIX 3aJIaHUH.

Pe3yabTarhbl 00yueHust
(ocBOeHHbIE YMEeHUs, YCBOEHHbIE 3HAHUS)

@opMBbI 4 METOAbI KOHTPOJISA U
OLIEHKM Pe3YJIbTATOB 00y4YeHuUsl

1

2

YMmenus:

V1. cocTtaBiasaTe u O(bOpMJ'IS[TB Pa3IMYHBIC BUABI ITUCEM;

TECTUPOBAHUE,

YCTHBIH OIIpOC,

OLICHKA PELICHHs CUTYallHOHHBIX
3a/1a4 ¥ BBIINOJHEHUS
BHEAYJIUTOPHOM CaMOCTOSTEIbHON
paboTHl,

JEMOHCTpALMsl YMEHMS COCTaBIISTh
1 0(pOpMIIATH Pa3IUYHBIE BUIBI
IIICEM

v 2. OCYIIECTBIIATH JIOKYMEHTUPOBAaHUE
OpPraHMU3alMOHHO-PACIIOPSIAUTEIbHON JESATEIIBHOCTH
YUPEKIACHUN;

TECTUPOBAHUE,

YCTHBIU OITPOC,

OLICHKA PELICHUS CUTYallMOHHBIX
3a/1a4 ¥ BBINOJHEHUS
BHEAYIUTOPHOU CAMOCTOSITEIbHON
paboThI

JIEMOHCTPALMS YMEHHUS
OCYIIECTBIATh JOKYMEHTUPOBAHUE
OpraHU3alMOHHO-
pacnopsAUTEIbHONAEATEIbHOCTH
YUpEKACHUN

VY 3. odopmasTh HOMEHKIATypy JAel U (GOpMUPOBATH
7iefla B COOTBETCTBMM CHOMEHKJIATypOH /e,

TECTUPOBAHUE,

YCTHBIH OIpOC,

OIICHKA PEIICHUS CUTYallMOHHBIX
3a/1a4 ¥ BBINOJHEHUS
BHEAYIUTOPHOU CAMOCTOSITEIIbHON
paloThI

JEMOHCTpalusi yMeHUs! 0popMIIsATh
HOMEHKJIATypy Jesl U (pOopMHUpPOBaTh
Jiea B COOTBETCTBHH C
HOMEHKJIATYpOU JIel

3Hanug:

3 1. OCHOBHBIC CBCACHUA U3 UCTOPUHN HCITOIIPOU3BOJACTBA;

Y CTHBIN OIIPOC, TECTUPOBAHUE,
OIIEHKA MMPABUJIBHOCTH BBINIOJHEHUS
CaMOCTOSATENILHON BHEAY JUTOPHON
paboThI

3 2.

YIPaBICHUYECKOUN NEITEIBHOCTH;

O6IJ_II/IG MOJIOKCHHA IO  OTOKYMCHTUPOBAHUIO

Y CTHBIN OIIPOC, TECTUPOBAHUE,
OIIEHKA MMPABUJIBHOCTH BBINIOJHEHUS
CaMOCTOATENILHON BHEAY JUTOPHON
paboTHI
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3 3. BUJBI JOKYMEHTOB: TPYAOBBIE JOTOBOPBI; MPUKA3BI O

npUeMe, YBOJbHEHUH, IEePEeBOJE; TPYIAOBbIE KHUKKH,

JIMYHBIC KAPTOUKH PAOOTHUKOB,;

Y CcTHBIN Onpoc, TECTUPOBAHMUE,
OIIEHKA MPABUJILHOCTHU BBIMIOJHEHUS
CaMOCTOATENIbHON BHEAYTUTOPHOM
paboThI

3 4. B o0Oiactu

ACIOIIPOU3BOACTBA,

OCHOBHBIC 3aKOHOJATCJIbHBIC aKThI

YcTHBINM Onpoc, TECTUPOBAHMUE,
OIICHKA MPABUIILHOCTHU BBIMIOJHEHUS
CaMOCTOATEJIbHON BHEAY IUTOPHOM
paboThI

3 5. mpaBwia COCTaBiICHHUS W OGOPMIICHHUS Pa3IUYHBIX

BUJI0OB JOKYMCHTOB,

YCTHBIN ONPOC, TECTUPOBAHUE

3 6. TpeOOBaHUS K TEKCTY CIIY)KEOHBIX TOKYMEHTOB.

YcTHBII ONIPOC, TECTUPOBAHUE,
OLICHKA NPAaBUJIbHOCTH BBIIIOJHEHHUS
CaMOCTOATEIILHON BHEAY JUTOPHON
paboThI
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4. KoOHTPOJIb M OlleHKA 0CBOEHMSl YUeOHOI JUCIHHUILIMHBI 110 TeMaM (pa3aejam),

BU/JIaM KOHTPOJIA

o qucuuiuiniae OI1.03 OcHOBBI AeI0POU3BOICTBA

(HaMeHOBaHME YUCIUIUIIHEL)

Konx koHTpOIMpyemon

Ne | KoHTponupyemble pa3ueiibl HaumenoBanue
KOMITIETCHIIUM (MJIH €€
/11 (TeMbI) TUCIUTIINHBI . . | OLIEGHOYHOIO CpPEACTBa
4acTH), YMCHUH, 3HAHUHN
1. Paznen 1. JlokymMmeHTANMOHHOE 00eclieYeHne yipaBjaeHusl
11 Tewma 1.1. Uctopus 31, Bonpocs! 1j1st yCTHOTO
CTaHOBJICHUS U Pa3BUTHS OK1.,0K4.,0KS5. /MMCBMEHHOTO OIpoca
nenornpousBozcTsa BPoccun OI%@HKa CaMOCTOATENbHON
paboThI
1.2 | Tema 1.2. OcHOBBI OpraHU3aLKK 32.,34,Y1,Y2.,V3. TecroBble 3a1aHuUs
JIeJ0NpPOU3BOACTBA OK 1.,0K2.,0K 3., 0K4., OK 5., | Bompocsl I yCTHOTO
OK 6., OK 7. /TIMCBMEHHOTO OTIPOCa
K 1.1. , IIK 1.2. , TIK 1.6. OLeHKa caMOCTOSITENbHON
paboThI
1.3 | Tema 1.3. Opranuzanus Tpyzna 32.,34.,Y1.,Y2..V3. S P —
paboTHUKOB ciryxk0b1 JJOY. OK1.,0K2.,0K3.,0K4,0KS5.,
OK 6. OK 7. Bormpocs! i ycTHOTO
’ /TIMCEMEHHOTO OTIpoca
LK 1.1.,1IK 1.2.,1IK 13, Or1enka caMOCTOSATEILHOM
gﬁ }471, IK 1.5, TIK 1.6., paboTHI
1.4 Tema 1.4. Opopmnenue TecroBble 3aganus
PEKBU3UTOB TOKYMEHTA 3 2., 3 3., 3 4., 3 5., y 1., y 2,y BOHpOCBI JJ1d YCTHOI'O
3. /TIMCbMEHHOT0 OTIPOCa
OK 1.,0K2.,0K3.,0K 4., 0K 5., | OueHka caMOCTOSTEIbHON
OK 6., OK 7. paboThI
1K 1.7. JemoHcTpanus
MPAKTHYECKOTO YMEHHSI
2. Pazjnen 2. Cucrembl 1OKYMEHTAIMH
2.1 Tema 2.1. Cuctema TecToBble 3a1aHuUs
OPraHH3AIHOHHO- 33.,34.,35,36,V 2. Bonpockr st yerroro
pacropsnTeIbHO’ OK 1, OK 2., OK 3., OK 4., OK 5., | /TWCbMeHHoro opoca
noxymenrauun (OPJT) OK 6.: OK 7" ’ ’ ’ Ou6eHKa CaMOCTOSITEITEHOM
paboThI
IK1.7. JeMoHcTpanus
HPAKTHYECKOTO YMCHHUSI
2.2 Tema Ne 2.2. Cucrema 34.35.36.Y 1 TecroBble 3a1aHus
CITPaBOYHO-UH()OPMALUOHHOMI OK.’l. Of( 5 (’)K 3..’OK 4 OKS. Bormpocsr mist yerHOTO
JIOKYMEHTaIn OK 6.: OK 7" ’ ’ ’ gm:BMaez:OI;(é Oonp(éca oi
MK 1.1., TIK 1.2., TIK 1.3, TIK LTI CAMOCTOATEIRHON
’ ’ ’ paboTsI
11_{;‘2,11?( 1.5,1IK 1.6., TleMoHCTpaHs
HPAKTHYECKOTO YMCHHUSI
2.3 Tema Ne 2.3. JlokymMeHTAIHS 110 33.34.35.36 EGCTOBBIG 3aJaHUI
JINYHOMY COCTaBYy NS OIIPOCHI JUIsl YCTHOTO
8§ é’ 85 %" OK 3., 0K 4., OK'3,, /TINCBMEHHOTO OIpoca }
MK 1.1., TIK 1.2, , TIK 1.3., TIK O%eHKa CAMOCTOTTEIRHOM
paboThI
ll_I.IAL.,II_;K 1.5,TIK 1.6., TlemoHCTpas
o MPAKTUYECKOI0 YMEHUA
2.4 Tema Ne 2.4. PaGoTa ¢ 34.,35.,36.,VY 1. TecToBBIC 3aMaHUs
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06paH_IeHI/ISIMI/I TpaxxaaH

OK1.,0K2,0K3.,0K4.,0KS5.,
OK 6., 0K 7.
K 1.5,11IK 1.6., IIK 1.7.

Bompocsr miist yetHOTO
/TIUCbMEHHOI0 OIpoca
OlLieHKa caMOCTOSITENbHON
paboThI

JlemoHCTpamus
MPaKTUIECKOTO YMEHUSI

Pa3nen 3. TexHosiorusi BeieHUsl /1eJIONPOU3BOICTBA

Tema Ne 3.1. Opranu3zanus
JOKYMEHTO000pOoTa

32,33.,34.,35.,36,Y1.,VY
2.,Y 3.
OK1.,0K2,0K3.,0K4,0KS5.,
OK 6., 0K 7.

K 1.1., 11K 1.2. , [IK 1.3, I[IK
14,1IK1.5,IIK 1.6,

MK 1.7.

TecToBble 3a1aHUs
Bomnpocs! 1iig ycTHOTO
/TIUCEMEHHOT0 OTIpOoca
OlLieHKa caMOCTOSITENbHON
paboThI

JeMoHncTpanus
MPAKTHYECKOTO YMCHHS

Tema Ne 3.2. HomeHnkiarypa
el

32.,33.,34.,35.,V3.
OK1.,0K2,0K3.,0K4.,0KS5.,
OK 6., OK 7.

K 1.1. , IIK 1.2. , I[IK 1.3., IIK
14,IIK1.5,IIK 1.6,

K 1.7.

TecToBble 3anaHUs
Bormpocs! i ycTHOTO
/TIMCBMEHHOTO OTIPOCa
OLeHKa caMOCTOSITENIbHON
paboTHI

JeMmoncTpanus
MPAKTHYECKOTO YMEHHS

Tema Ne 3.3. ®opmupoBaHue A€l
IToaroroBka Jei K XpaHEHUIO

32.,33.,34.,35.,VY3.
OK1.,0K2,0K3.,0K4,0KS5.,
OK 6., OK 7.

K 1.1. , IIK 1.2. , I[IK 1.3., IIK

TecToBEIC 3amaHns
Bormpocs! i ycTHOTO
/TIMCBMEHHOTO OTIPOCa
Or1enka caMOCTOSATEILHOM

1.4.,TIK 1.5, TIK 1.6., pﬂae?\fg;mum

K17 MPAKTHYECKOT0 YMEHHS
Tema 3.4. Pabota cexperaps o TecroBble 3aganus
0€310KyMEHTHOMY 32,34, Bornpocs! wist yeTHOro
00CITy>KUBaHUIO OK 1.,0K 2.,0K 3., 0K 4., OK 5., | /mucbMeHHOro onpoca

OK 6., 0K 7.

OrneHka caMOCTOSTEIbHOU
paboThI

IIpomexxyTouHas aTTecTanus B
(hopme 3Kx3amMeHa

Bomnpocsr a5 cobecenoBanus,

MPAKTHUYCCKHUC 3a1aHUSL
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5. KOMILJIEKT 3AJIAHU B TECTOBOM ®OPME

Paznen 1. JlokymMmeHTALIMOHHOE 0O0ecieYeHne ynpaBjaeHUs

1. latiTe onpeiesieHUE TOKYMEHTA:

A) MaTepuaJibHbI 00beKT ¢ HHpopManueil, 3aPpUKCUPOBAHHON CO3TAHHBIM
YeJI0BEKOM CI0CO00M, JIA ee Nepeaavd BO BpeMeHH U IIPOCTPAHCTBE

B) coBOKyITHOCTH peKBU3UTOB O(UIIUATIEHOTO TUChMa

C) cranmapTHOE pacnoyioKeHHe MaTepuaia

D) Tekct

2. Jlata mokymeHTa opopMIIIeTCs CASAYIOIMHUM 00pa3oMm:
A) 1 dpespana 1997

B) 1 dbespans 97 1.

C) 01.02.97 r.

D) 01.02.97

3. laTa nokyMeHTa — 3TO:

A) nata ero noAnucaHusl, IPUHITUA

B) nara ero cocraBieHus

C) nara ero noanucaHusi, NPUHATHSA, YTBEP:KIEHNSI, COCTABJIECHHUS, 1aTA COOBITUSA
D) nata coObiTHs

4. Jlata nOKyMeHTa — 93TO:

A) naTa ero noJAnuCaHusl, IPUHATUS

B) nata ero cocraBnenus

C) nara ero nognucaHus, NPUHATHUSA, YTBEPKICHHSI, COCTABJICHHUSA, 1aTA COOBITHUS
D) nata coObITHS

5. Kak 10mKHO IpOouCXOaUTh ACICHUE JOKYMEHTOB:
A) Ha poJIbI, TOABH/IBI, TOIAPOIbI, PA3HOBHIHOCTH;
B) Ha poabl, BUabI, NOABU/AbI, PA3HOBUIHOCTH;
C) Ha BUIBI, TOJIBUIbI, PA3HOBUIHOCTH, POIbI;

D) Ha moaBU b, TTOJPOABI, PA3HOBUIHOCTH.

6. JlokyMeHTaIlMOHHOE 00ECTICUCHHE YIPABICHUS — 3TO:

A) mporiecc yCTaHOBJICHHS U TPUMEHEHUS MTPABIII C TIENIBIO YIIOPSI0USHUS
JESITEIbHOCTH B JICIIONPONU3BOICTBE.

B) nesiteIbHOCTH annmapara ynpaBJieHHsl, 0XBATHIBAIOIIAsi BONMPOCHI
JOKYMEHTHPOBAHUS U OPTraHU3AIUH PAOOTHI ¢ TIOKYMEHTaAMM.

C) COBOKYITHOCTb JJOKYMEHTOB, IPUMEHIEMBIX B OIPEIeICHHON cepe eI TEeIbHOCTH.
D) cOBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUHU C (HOPMYIIIPOM
JOKYMEHTA.

7. YTo OTHOCHUTCS K MPU3HAKAM JIOKYMEHTA:

A) QyHKIMOHATBHOCTH HHPOPMAIIHH;

B) ToxxnectBeHHOCTHh camoMy cebe;
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C) 3aKOHHOCTB;
D) 3aBepuieHHOCTH COOOLIEHMS.

8. Kakoii noruyeckuii npueM, UCHOJIb3yeTCs MPU CO3AAHUH JIOKYMEHTOB:
A) onpenesieHue;

B) ycranosnenue;

C) o6ocHOBaHUE;

D) pa3bsicHeHue.

9. Ecnmtm Bam HE00X0MMO yBEJOMHUTH OTIIPABUTENS O MOTYYSHUU TOKYMEHTOB, Bl
COCTaBUTE

A) nH(dopMaIMOHHOE TUCHMO

B) norosopHoe nmuceMo

C) conpoBoAUTENBHOE MUCHMO

D) nucbMo-noaATBEPAKIACHHUE

10. Manexc nokyMeHTa oopMIIIeTCs CIEAYIOIMHUM 00pa3omM
A) 13.14
B)nok 11.
C)cna 16.
D) 13/14

11. MapopManiMOHHO-CIPABOYHBIN TOKYMEHT, COCTABIIIOIINICS IPYNION JIUI] s
MOATBEPKJAEHUSI YCTAHOBJICHHBIX (PAKTOB — 3TO

A) noknagHas 3ammcka

B) akr

C) npoTtoko

D) oObsicHuTENTbHAS 3aIHCKa

12. Komruiekc B3aMMOYBS3aHHBIX JJOKYMEHTOB, PETJIAMEHTUPYIOIIUX CTPYKTYPY, 3a7a4H,
GYHKIIUY TPEANPUATHSI, OPTaHU3AINIO €ro paboThI; MpaBa, 00sI3aHHOCTH U
OTBETCTBEHHOCTh PYKOBOJICTBA U CIEIIUATMCTOB MPEAIPUITHSI — ITO

A) pacniopsiAuTEIbHBIE JOKYMEHTHI

B) ycras

C) cipaBo4HO-MHGOPMAIIIOHHbIE

D) opranu3anmoHHbIe JOKYMEHTbI
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13. Ha3zoBuTe HOpMATUBHBIN JOKYMEHT, HA OCHOBAaHUU KOTOPOTO OPOPMIISIOTCS
nokymeHTbl OP]]

A) MHCTPYKIIUS IO JEIONPOU3BOICTBY

B) nmonoxxenue 06 apxuBHoMm ¢onge PO

C) I'OCT 6.30.-2003

D)T'OCT 16.48.7-70

14. O6s3aTenpHBIN NPU3HAK HA TOKYMEHTE, YCTAaHOBIICHHBIM 3aKOHOM — 3TO
A) uHTepBan

B) pexBusur

C) nonoxenue Tadynsaropa

D) sm0Gnema

15. Opranu3anroHHO-paCIOPSAUTENbHAS TOKYMEHTAIUS — 9TO

A) yHUPUIIUPOBAHHBIN JOKYMEHT

B) coBOKyITHOCTH pEKBU3HUTOB

C) COBOKYNHOCTH B3aMMOYBSI3AHHBIX JOKYMEHTOB, (yHKIIMOHUPYIOIIUX B chepe
ylpaBJieHUs

D) yaudunuponanHnas ¢hopma

16. Oprann3anMOHHBIA JOKYMEHT AJTUTEILHOTO MM TIOCTOSIHHOTO CPOKa JCHCTBUS, B
KOTOPOM ONpEIEICHbl HAYYHO-TEXHUYECKUE, (PMHAHCOBBIE CTOPOHBI ACSITEIBHOCTU
JOJIKHOCTHBIX JIUL] — 3TO

A) mTaTHOE pacnucaHue

B) no/zkHOCTHAS MHCTPYKUMS

C) ycraB

D) nonoxenue

17. Oprann3anvoHHbIA JOKYMEHT, B KOTOPOM YKa3bIBalOTCS BCE CTPYKTYPHbIE
NOJIpa3IeJeHUs IPEANPUATHS, BBOJUMBIE Ha PEAIPUATHH JODKHOCTU U KOJIMYECTBO
IITATHBIX €IMHHUIIL 10 KaXKIOW U3 TOJHDKHOCTEN — 3TO

A) mIpaBHIIa BHYTPEHHETO U TPYAOBOTO paclopsika

B) ycras

C) mrraTHOE pacnucaHue

D) cTpykTypa u IITATHasi YMCJIEHHOCTD

18. Opranu3zamnus paboThI C JOKYMEHTAMH B KOJUIETUSIX HOCUT Ha3BaHUE
A) KOJUIEIKCKOE 1eJI0NPOU3BOICTBO

B) coBerckoe enonpon3BoACTBO

C) npuka3zHoe J1eT0POU3BOICTBO

D) ucnonHutenbHOE A€I0MPOU3BOACTBO

19. Opranuzanus paboThl ¢ JOKYMEHTaMH B MUHUCTEPCTBAX HOCUT Ha3BaHUE
A) coBeTCKO€E 1eT0NPOU3BOICTBO

B) xomnexkckoe 1e10npou3BoICTBO
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C) npuka3zHoe J1eT0MPOU3BOICTBO
D) ucnosHUTEJIbHOE 1eJI0MPOU3BOICTBO

20. PaboTa ¢ JoKyMeHTaMH, MPOBOJIMBIIIASCS B MPUKa3aX, HOCUT Ha3BaHUE
A) mpuKa3Hoe JAeJIONPOU3BOACTBO

B) ucnonauTenpHOE 1€I0ITPOU3BOICTBO

C) KOJIIeKCKOE JIeTTONPOU3BOICTBO

D) coBetckoe eonponu3BoICTBO

21. PacniopsiiuTeNbHBIN TOKYMEHT KOJUIETHAIIBHOTO OpTaHa yNpaBJeHHUs], N3/1aBaeMblii
MUHUCTEPCTBAMH, BEIOMCTBAMHU, HAYYHBIMU COBETAMHU — 3TO

A) pemenue

B) ykazanue

C) pacniopsixeHue

D) nmpuka3

22. PacniopsIUTENbHBIN IOKYMEHT, U3/]JaBaeMblii OpraHaMu TOCY1apCTBEHHOTO
yIpaBJIEHUs, OPraHU3ALMUSAMH, [10 BOIIPOCAM OPraHU3alUOHHO-METOIUYECKOTO
XapakTepa (opraHu3aiys UCTIOJHEHUS TPUKA30B, MHCTPYKIIUNA) — 3TO

A) ipuka3s

B) pemenue

C) ykazanue

D) pacniopsixenue

23. COBOKYITHOCTH JJOKYMEHTOB, COIepKaIuX HH(DOPMALIHIO O GaKTUIECKOM
MOJIO’KEHUU JET, CITY>KalliX OCHOBAHWEM JJIsl IPUHATHSA PEIICHUH, U3TaHUs
pacnopsAUTEIbHBIX JOKYMEHTOB — 3TO

A) pacniopsiAuTEIbHbBIE JOKYMEHTHI

B) opranusaiionHble JOKYMEHTHI

C) oTyeTHbIE JOKYMEHTHI

D) undopmMannoHHO-CIIPABOYHbIE JOKYMEHTbI

Paznen 2. CucremMbl JOKYMEHTAIIUA

1. JlenoBsie mruchbMa OOBIYHO 3aKaHUMBAIOT (PpazaMu:
A) B cooTBeTCcTBUU ¢ Barmeit mpocs00ii ...

B) ¢ yBaxeHnuem ...

C) namu paccmoTtpeHsl Bamm npenioxkeHus . ..

D) B cBsi3M ...

2. Kak1M CBOMCTBOM MOKHO OXapaKTepU30BaTh HAIMYHME Y TOKYMEHTA HEOThEMIIEMBIX
cllaraeéMbIx, 0€3 KOTOPBIX OH CYILIECTBOBATh HE MOXKET:

A) BellIECTBEHHOCTb;

B) arpu0dyTUBHOCTD;

C) CTpyKTYpHOCTB;
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D) BepHOro BapraHTa OTBETA HET.

3. JlemoBble muchbMa OOBIYHO 3aKaHYMBAIOT (hpazamu:
A) B cooTBeTCTBUU ¢ Bareit mpocs00ii ...

B) ¢ yBaxxeHuem ...

C) mamu paccMoTpeHbl Bammm npeayioxkeHus . . .

D) B cBsi3M ...

4 JlesTeIbHOCTS allapara yrnpaBJIeHHs], OXBAaThIBAIOIasi BOMPOCH! JOKYMEHTUPOBAHUS 1
OpraHu3aluu paboThl C TOKYMEHTaMU — 3TO:

A) ToKyMeHTAllHOHHOE O0ecrieueHue ynpaBJjieHus

B) cranpgaptuzanus

C) EI'CA

D) cucrema 1oKyMeHTaIlUU

5. IoKyMeHT, 3aKpeIUISIoNni JOIKHOCTHON U YUCIICHHBIN COCTaB MPEIIPUITHS C
ykazanueMm ¢GoHa 3apab0THOMN 1Tkl — 3TO:

A) NOJIDKHOCTHASI MHCTPYKIHUS

B) ycras

C) nonoxxeHue

D) mratHoe pacnucanue

6. lokymeHT, pukcupyrommii Xo1 00Cy>KIEHHUS BOIPOCOB U MPUHATHUS PEIICHUHN Ha
coOpaHusix, 3aceJaHusIX, COBEIIAHUAX U T.IL.:

A) 0OBsicHUTENTbHAS 3aMKCKa

B) noknangnas 3ammcka

C) akr

D) npoToxoa

7. Kakast QyHKIMS OTHOCUTCS K OOIIUM (PYHKITUSIM JJOKyMEHTA!
A) oOmekynbTypHasi;

B) unpopmanuonnas;

C) npaBoBasi;

D) ynopsigounBaromasi.

8. Kak 10mKHO NpOUCXOAUTh JAeTICHUE JOKYMEHTOB:
A) Ha pojibl, TOABU/IBI, IOJIPOJIbI, PA3HOBUIHOCTH;
B) Ha poabl, BUAbIL, NOABU/IbI, PA3HOBUIHOCTH;
C) Ha BUIBI, TOJBU/IBI, PA3HOBUIHOCTH, POJIbI;

D) Ha moaBHIbI, IOAPOILI, PAa3HOBUIHOCTH.

9. EI'CH] — ato0:
A) COBOKYITHOCTh PEKBU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C (DOPMYIIIPOM
JOKYMEHTA.

B) KoMI/IeKC OCHOBHBIX I0JIOKEHH I, ONIPEACIAIONIUX U PerJIaMeH THUPY IOLIUX
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OPraHU3aNMI0 JOKYMEHTAIMOHHBIX MPOIECCOB HA MpPeANPUSITHM.

C) COBOKYMHOCTh IOKYMEHTOB, MPUMEHSIEMBIX B ONIPE/ICTICHHOUN cepe NesTeTbHOCTH.

D) nesTenbHOCTD amnmapaTa yrpaBieHUs, 0XBAThIBAIOIIAsI BOIIPOCHI TJOKYMEHTUPOBAHUS U
OpraHu3aluu padoThI C IOKYMEHTaAMHU.

10. TokyMeHT, coaepxaiinii ”HGOpMaLUIO, HE MPEAHA3HAYEHHYIO JIJIs IIUPOKOTO
pacnpoCTpaHEHHUS:

A) HeomyOIMKOBaHHBII;

B) Taitnsbiii;

C) HemyOJIMKyeMBblii;

D) nenepuoauueckuil.

11. Ykaxute OTINYUTEILHOE CBOMCTBO IOKYMEHTA!
A) KONIHITHOCTB;

B) opuaunyeckas cuJjia;

C) MHOXECTBEHHOCT;

D) To4uHOCTB.

12. Ecnmu Bam HE0OX0AMMO COCTaBUTh MUCHMO, HHGQOPMUPYIOIIEE aapecaTa o
HaIpaBJICHUH K HEMY MPUCHUIAEMBIX TOKYMEHTOB, BBl cocTaBuTe

A) conpoBoauTEIbHOE MUCHMO

B) nuceMo-yBenomieHue

C) nucbMo-nIOATBEPKACHUE

D) noroBopHoe NMCbMO

13. Eciu Bam HE0OX0IMMO COCTAaBHUTh MMUCHMO, COTIPOBOXKIAIOIICE TOTOBOP, TO OHO
OyJeT HOCUTh Ha3BaHUE (IO COJEPIKAHMIO)

A) IUCHbMO-TIOJITBEPKICHHE

B) norosopnoe

C) conpoBoAUTENBHOE

D) nucbmo-yBe1OMIIEHHE

14. lnnekc noKyMeHTa — 3TO

A) IOPSAKOBBIA HOMEP PETUCTPAIITU

B) unmekc CTpyKTYpPHOTO MOApa3IeICHUsI

C) nudposBoe, 0yKkBeHHOE MU KOMOMHUPOBAHHOE 0003HAYEHHUE JOKYMEHTA,
yKa3bIBaKIllee MeCTO €ro COCTABJIEHHUS U XPAHEHHUS

D) HOoMep nena o HOMEHKJIaType Ael

15. KoMIuekc OCHOBHBIX MOJI0XKEHHH, ONPEENSIOMNX U PErJaMeHTUPYIOIINUX
OpraHU3aIMIo JOKYMEHTAIIMOHHBIX MPOIIECCOB HAa MPEANPUATUU — ITO
A) cuctema JOKyMEHTaINU
B) EI'C
C) nokymMeHTalMOHHOE 0OecTieYeHHEe YIPaBICHUS
D) crannapruzanus
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16. Ha3oBuTe ABa OCHOBHBIX (popMaTa, Ha KOTOPBIX 0popMIIsitOTCs ToKyMeHThl OPJ]
A) A5 (148x210 mm); A 3 (297x420 mm)
B) A 4 (210x297 mm); A 5 (148x210 mm)
C) A5 (148x210 mm); A 6 (105x148 Mm)
D) A 3 (297x420 mm); A 4 (210297 mm)

17. HazoBuTEe JOKYMEHT, HE BKIIOUCHHBIN B TPYIITY BXOSIIIINX U UCXOISAIIUX
JTIOKYMEHTOB B IIPUKa3ax

A) mamsiTi

B) ornucku

C) akr

D) rpaMoThI

18. Ha3oBuTe JOKYMEHT, HE BXOJSIIUNA B TPYIITY PACIOPSAUTEIbHBIX TOKYMEHTOB
A) CTPYKTYpAa U IITATHAs1 YUCJICHHOCTh

B) ykazanue

C) npukas

D) nocranoBneHue

19. Ha3zoBute 1OKyMEHT, HE BXOSIINIA B COCTaB HHPOPMAIIMOHHO-CIIPABOYHBIX
A) mpoTokon

B) cnpaska

C) pacnopsi:kenue

D) akt

20. Tlox “cOBOKYMHOCTHIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, IPUMEHSIEMBIX B
onpenenéHHon chepe AesITeTHPHOCTA  MOAPA3yMEBAIOT

A) cuctemMy TOKYMEHTUPOBaHUS

B) yaudunupoBannyto hopmy

C) yauumpoBaHHBINA TOKYMEHT

D) cucreMy 10KyMeHTAUMU

21. CucreMa TOKyMEHTAIMU — 3TO

A) COBOKYNTHOCTBHIO B3aMMOYBSI3AHHBIX JOKYMEHTOB, IPUMeEHsIEMbIX B
onpeaeJaéHHoMn cdepe 1eATEJIbHOCTH

B) coBOKyTHOCTH pEKBU3HUTOB

C) nokyMeHT, cofep Kalui NEpBUYHYI0 HHPOPMALIUIO

D) cuctema JOKyMEHTALIMH, CO3/IaHHAs 110 €ANHBIM MIpaBUiiaM U TpeOOBaHUAM

22. COBOKYITHOCTb B3aMMOYBSI3aHHBIX JJOKYMEHTOB, (DYHKIIMOHUPYIOIIHNX B cepe
yIpaBiIeHUS — 3TO

A) xaapoBasi JOKyMEHTAIIHS

B) Gyxranrepckas mOKyMeHTaIHs

C) TexHnyeckas JOKYMEHTALIHS
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D) OP]I

23. COBOKYITHOCTH JIOKYMEHTOB, OTPAXKAIOUTUX PACTIOPSIUTENBHYIO ACSITEIbHOCTh — 3TO
A) OTYETHBIE IOKYMEHTHI

B) undopmanmonHo-cripaBoYHbIe JOKYMEHTHI

C) pacnopsiauTe/IbHbIE JOKYMEHTbI

D) opranu3zaioHHbIE IOKYMEHTBI

24. COBOKYITHOCTb PACTIONIOKEHHBIX B ONPEICTICHHOM MOCIEeI0BATEIbHOCTH PEKBU3HUTOB,
MPUCYIIUX BCEM JOKYMEHTAM OIPEACIIEHHON CUCTEMBI IOKYMEHTAUNA — 3TO

A) BbINIHCKA

B) ¢popmy.sip-o0pasen

C) 6mank

D) noxymeHT

Pasznen 3. TexHos10rusi BeieHus AeJIOMPOU3BOACTBA

1. Jlenonpous3BoaCTBO — 3TO:

A) npaBuibHOE 0OPMIIEHHE JOKYMEHTOB.

B) opranuzaius JOKyMEHTOO00POTa B YUPEKICHUU.

C) COBOKYIHOCTb TOKYMEHTOB, OTPAXKAIOUIUX YIPABICHUYECKYIO AESITEIbHOCTD
YUpEKICHUS.

D) coBokynmHOCTH padoT 10 JOKYMEHTHPOBAHUIO /IEATEJIbHOCTH YIIPABJICHUS U 110
OPraHM3alMy JOKYMEHTOB B y4YpeK/JAeHUH.

2. "apanTuitHOE MUCHMO — ITO:

A) TOKYMEHT, COOOMIAIONUI O MPUOIMKEHUH, YCKOPEHHUH, UCTEYEHUN CPOKa
UCIIOJIHEHUSI KAaKOTO-TM00 JeHCTBUA

B) nokymeHT, coepxauiuii NpuriialieHue Ha MEponpUsiTUe

C) 10KyMeHT, B KOTOPOM rapaHTHPYeTCs OILUIATA BbINOJHEHHOI PadoThI HJIH
MPeA0CTaBJICHUE Yero

D) noxyMeHT, MOATBEPKIAIOIIMI MOJTyYeHUE IIEHHOCTEH

3. Ecin Bam HeoOxoaumo JaTh onKcaHue peKiiaMUpyeMbIX yciyT, Bol cocTtaBuTe
A) 10roBOpHOE MUCHMO

B) pexiiamHoe nucbMo

C) conpoBOAUTEIBLHOE TUCHMO

D) nucsmo-npurnamnieHue
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4. Ecnu Bam HE0OX0auMO NpeabsIBUTh IPETEH3UN TApTHEPY, Bl cocTaBuTe
A) 10rOBOpHOE MUCHMO

B) undopmarmonnoe nucbMo

C) conpoBOAUTENBHOE MTUCHMO

D) nucbMo-npeTeH3nio

5. Eciiu Bam He00Xx01uMO NMPUTIacuTh OpraHU3alUIo WK JOLDKHOCTHOE JIUIO Ha
COBeIIaHue, BCTpeuy, Brl cocTtaBute

A) IMCBMO-TIPUTJIALICHHE

B) conpoBoauTenbHOE MUCHMO

C) nuchrMO-TIOATBEPKACHUE

D) noroBopHoe NMCbMO

6. Ecnu pacniopsinutensHas 4acTh TEKCTa HAUMHAETCS CIIOBAMH “‘00513bIBaI0”’, TO ATO
A) nipuka3s

B) 3asBnenue

C) pacnopsizkeHune

D) ykazanue

7. Ecniu pacniopsiuTenbHas 4acTh TEKCTa HAUMHAETCS CIIOBaMU “Ipejyiararo’, TO 3TO
A) npukas

B) pacnopsixenue

C) uHcTpyKIMs

D) yka3anue

8. MHmekc mokymeHTa opopMIIseTCs CASAYIOMNUM 00pa3oM
A) 13.14
B)nk 11.
C)cn 16.
D) 13/14

9. UnTepBan — 310

A) pabouee mose

B) cnyxebGHoe nomne

C) nonoxxenue TadbynsaTopa

D) paccTosinne MesKIy OCHOBAHHUSIMH CMEKHBIX CTPOK

10. UcniomHUTENHRHOE AEIOMPOU3BOACTBO — ATO

A) pabota ¢ tokyMeHTaMu, poBouBILIasica B COBETCKUX yUPEKIACHUIX
B) paboTa ¢ qokymMeHTamu, MPOBOAMBIIASICS B KOJUIETHSIX

C) pa6oTa ¢ TOKyMeHTaMH, IPOBOIMBIIASICSI B MUHHCTEPCTBAX

D) pabora ¢ 1oKyMeHTaMH, TPOBOAMBILASACS B MTPUKA3aX

11. Konnexckoe Ae10nporu3BOACTBO — 3TO

A) paGoTa ¢ JOKyMEHTaMH, IPOBOJAMBIIASICH B KOJLIETHAX
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B) paboTa ¢ qokyMeHTamu, MPOBOJUBIIASICS B MPUKa3ax
C) paborta ¢ nokyMeHTaMH, MpoBoiuBIIasics B COBETCKUX YUPEKACHUSIX
D) pabGota ¢ tokyMeHTaMu, TPOBOUBIIASACS B MUHUCTEPCTBAX

12. HazoBuTe BU/bI TOKIAAHBIX 3aMIHCOK

A) nHpOpMAITMOHHBIC, OTYETHHIE

B) BHyTpeHHUE, BHEITHUE

C) oTueTHbIe, BHYTPEHHUE

D) nndopmaunonHbie, 0TYeTHbIE, BHYyTPEHHNE, BHELIHHE

13. HazoBuTe pa3zern, He BXOAAIINAN B TEKCT yCTaBa
A) periiaMeHT AesTeIbHOCTH

B) obmwme nonoxxeHus

C) opraHn3aimoHHOE €IMHCTBO

D) n0/15kHOCTHBIE 00S13aHHOCTH

14. HazoBuTE pEKBU3UT, HE BXOAAIIMMI B (OPMYIISIp aKTa
A) moanuck

B) tekcr

C) aagpecar

D) 3aromnoBok

15. Ha3zoBuTe peKBU3UT, HE BXOASAIIMI B (POPMYIISIp pELICHUS
A) TekcT

B) 3aronoBok

C) cebliIKa HA HHAEKC M 1aTy BXOASIIIET0 JOKYMEHTA

D) noanuce

16. HazoBuTe peKBU3UT, HE BXOISIINMA B GOPMYJISIp yCTaBa
A) Ha3BaHME OpraHu3aluu

B) HanmeHOBaHNE MUHHCTEPCTBA UM BEIOMCTBA

C) HaMeHOBaHME BUA JOKYMEHTA

D) agpecar

17. HazoBure 11€11 I10KJIa1a

A) aprymeHTanus

B) ungopmupoBanue u yoe:xxaeHue
C) moka3zaTeabCTBO

D) y6exnenue
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18. Ha3oBuTe yacTu TeKCTa MprKa3a

A) KOHCTaTUPYIOIIIasi, BBOIHASL

B) koHCcTaTHpYIOIIAsI, pACHOPSIAUTEILHAS
C) ocHOBHas1, pacropsIUTeIbHAs

D) BBOHAsI, OCHOBHASI

19. OcHOBHOE TTPaBUIIO, KOTOPOTO CIACAYET IMPHUACPKUBATHCS IIPH T10/1a4e
TeneOHOrpaMMbl

A) nepexaBaTh TOJbKO KPaTKYI0, CPOUYHYIO HHPOPMALIHIO

B) nipu perucrpanuu TeneGoHorpaMMBbl UCTIOIB30BATh )KYPHA PETUCTPAITAN BXOSIINAX
JOKYMEHTOB

C) texct — 60mee 100 cros

D) ucronp30BaTh MAKCUMYM CIEITHAIBHBIX TEPMHUHOB

20. OcHOBHBIE YaCTH TEKCTa MPOTOKOIA
A) KOHCTaTUpYIOIIasi, BBOIHAS

B) ocHoBHas1, pacniopsiauTenbHas

C) KoHCTaTUpYIOLIasi, PaCOPSIANTENbHAS
D) BBOAHAsI, OCHOBHASI

21. OxapakTepu3yiTe ¢ TOUKH 3pEHUs MPUHAJICKHOCTH K PEKBU3UTAM JaHHBIN
dbparment: Pexropy HoBocubupckoro ynusepcurteta rocrnoguny Cmonkuny C.A.
634635 r. HoBocubupck yiu. Jlenuna, 1. 15.

A) pesomrornus

B) agpecar

C) Bu3a coryiacoBaHus

D) Bu3a 3aBepeHus

22. OxapaKkTepu3yiTe ¢ TOUKH 3PEHUs] MPUHAJIC)KHOCTH K PEKBU3UTAM CIICIYIOLIHIM
¢parment: Plan 1. doc Cumkuna 13.01.98

A) OTMETKa O 3aBEpEHHUH KOIUU

B) ormeTka 0 mocTymieHnn

C) UCTIOTHUTEITb

D) ormeTka 0 nepeHoce JaHHBIX HA MAIIMHHBIH HOCUTEJIb

23. OxapakTepu3ylTe ¢ TOUKH 3pEHUS] TPUHAIIEKHOCTH K PEKBU3UTAM CIICAYIOIIHMA
¢parment: BEPHO Cexkperaps-pedepent i1/n M.K. KonTopkuna

A) rpud yTBepxkaeHus

B) ormeTKka 0 3aBepeHUM KONMU

C) noanuck

D) pezomtonus
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24. OxapakTepu3ynuTe ¢ TOUYKH 3PSHUS IPUHAIICKHOCTH K PEKBU3UTAM CIICTYFOIIHIMA
¢dparment: I'enepanbubiit gupextop /1 M. K.ComoB

A) Bu3a

B) tekcr

C) noanucoh

D) 3aronoBok

25. OxapakTepu3yluTe ¢ TOUYKH 3PCHUS IPUHAIIICKHOCTH K PEKBU3UTAM CIICYFOIIHIA
dparment: 3am. gupektopa [Tmroxuny UK. Ob6ecrneunTs ycIoBUs BHITTOJTHEHHS TIOCTABOK
10 16.01.2003. i/m 18.11.2003

A) moanuck

B) 3arojsioBok

C) Bu3a

D) pezomtonus

26. OxapakTepu3yiTe ¢ TOUKH 3pEHUS IPUHAITICKHOCTH K PEKBU3UTAM CIICIYIOIIHIMA
dbparment: HUMJIAJL 13.01.98 Ne 36/17

A) UCTIOTHUTEI

B) orMeTKa 0 moCTyIICeHUM

C) rpud yTBepxaeHUS

D) ormeTka 0 3aBepeHUN KOITUU

27. OxapakTepu3yiTe ¢ TOUKH 3PEHHUS MPUHAIC)KHOCTH K PEKBU3UTAM CIIETYIOIIHIA
dbparmeHT: 00 HHOOPMALIMOHHOM 00ECIICUeHUH

A) BU3a

B) 3arojsioBok

C) pezomtonus

D) Tekct

28. OxapakTepu3ylTe ¢ TOUKH 3PSHUS IPUHATICKHOCTH K PEKBU3UTAM CIICYFOIIHIA
¢dparment: CumonoB 989-78-35

A) rpud yTBepxkaeHus

B) ucnosinuTeb

C) pezomorus

D) ormeTka 0 3aBepeHUH KOITUU

29. OxapakTepu3yinTe ¢ TOUKH 3pSHUS IPUHAICKHOCTH K PEKBU3UTAM CJICAYIOIINI
dbparment: YTBEPXJIAKO {upextop n/m N.0.®. 13.02.98

A) rpud yrBepKIeHus

B) 3aronoBok

C) pe3omtonus

D) noanuck
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30. OxapakTepu3yiTe C TOUKH 3pEHUS MIPUHAJICKHOCTH K PEKBU3UTAM CIIEAYIOUIHI
dparment: FOpuct 1/m UK. Cumonos 10.11.2004

A) anpec

B) pezomrornus

C) Bu3a

D) rpud yrBepxacHus

31. OxapakTepus3yiTe C TOUKH 3pEHUS PEKBU3UTOB cienyromuid ¢pparmMent: «Bx. Ne 0000
Jlata 00.00.00»

A) pe3omronus

B) oTmeTKka 0 OCTyIUIEHUH TOKYMEHTa

C) ormMeTKa 0 HAJTMYMH NPHJIOKEHHU I

D) noanuck

32. OxapakTepu3yuTe ¢ TOUKU 3pEHUSI PEKBU3UTOB clieaytomnuii ¢pparment: “02.03.98.”
A) moanuck

B) nara

C) pezomtonus

D) oTmeTKa 0 HAJIMYMU NPUITI0KEHUN

33. OxapakTepus3yiTe C TOUKH 3PCHUS PEKBU3UTOB CIEAyIOmUN pparmMent: “13/14”
A) MHJEKC

B) oTmeTKka 0 HAIMYMU TPUIIOKEHUIN

C) pezomorus

D) moamuce

34. OxapakTepu3yuTe ¢ TOUKU 3pEHUSI PEKBU3UTOB CIICYIONTNI ()parMeHt:
“npunoxenue: Ha 3 JI. B 2 9K3.”

A) 0TMETKA 0 HAJIUYUM NPUI0KEHUH

B) noanuce

C) nara

D) pezomtonus

35. [lepeuncnure BONPOCHI, KOTOPbIE OTPAXKAIOTCS B IPABUIIAX BHYTPEHHETO TPYAOBOTO
pacropsiaka

A) opranmu3zanusi padoThbl NpeANPUATHS, B3AUMHbIE 00513AaHHOCTH PA0OTHHUKOB U
aMMHHMCTPALMHU, IPEIOCTABJICHUE OTILYCKOB, KOMAHAUPOBaHUE COTPYAHUKOB,
BHYTPHOOBEKTHBIH PeKUM

B) 10/KHOCTHOW 1 YMCIIEHHBIA COCTAB MPENPUATHUS

C) Hay4HO-TEeXHUYECKUE, PUHAHCOBBIE CTOPOHBI ACSITENLHOCTU JOKHOCTHBIX JTUI]

D) nopsinox obpa3zoBaHus, 3aa4u, 00513aHHOCTH, IIPaBa, OTBETCTBEHHOCTh U
OpraHM3aIHIo padOThl MPEANPUSATHUS B IIEJIOM WM €r0 CTPYKTYPHBIX MOAPa3IeICHUN

36. [lepeuncnuTe OCHOBHBIC BUJIBI OJTAHKOB

A) o0mmii 0J1aHK, OJIaHK AJIS1 ECeM, OJIAHK € MPOAOJIbHBIM U YIJI0OBbIM
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pacmnoJio;keHueM peKBU3NTOB

B) cymiecTByeT ToNbKO OJIaHK C TIPOAOIBHBIM U YTJIOBBIM PACIIONIOKEHUEM PEKBU3UTOB
C) cymiecTByeT TOJIBKO OOIIH OJIaHK

D) cymiecTByeT TOIBKO OJaHK JJIsl TIHCEM

37. [lepeuncnure OCHOBHBIC AJIEMEHTHI JOKIaaa

A) OCHOBHAsI 4aCTh; BIBOJIbI (PEKOMEHIAITUH )

B) BcTymienue; BBIBOJIBI (PEKOMEHIAIINN )

C) BcTyIUIeHHE; OCHOBHAS YaCTh

D) BcTymieHre; 0CHOBHAS YacTh; BHIBOJABI (PEKOMEH 1AM 1)

38. IlepeuncnuTe 1M U3y4eHUS JEIOMPON3BOCTBA

A) onpeaenuTts poib ciayxo JOVY.

B) noka3zats 3HaueHHE pabOTHI C JOKYMEHTAMH B KU3HU OOIIECTBA.

C) oBJaieHNe OCHOBAMH MPABUJILHOTO 0(hOPMJIEHHS TOKYMEHTOB M HaJIesKaLIei
opranu3anueii J0KyMeHTo000poTa.

D) npuBUTH HEOOXOMMBIC HABBIKU B padOTE C JIeJIaMH, 3aKOHUCHHBIMH
JEeTOTIPOU3BOACTBOM.

39. IIucpmo nocie oOpalieHus Yalie BCero Mpo10JKaeTcsl CIOBAMU
A) MBI paccuuThIBaeM Ha Baiiie coTpyIHUYECTBO. ..

B)BcBm3uc ...

C) Hamu paccMoTpenbl Bamu npeayioxeHus ...

D) c yBaxxeHHEM ...

40. ITucemo Tocie 0OpaIeHus Jale BCero Mpo0KaeTCs CIIOBAMH
A) B cooTBeTcTBHM ¢ Bareit mpocs00ii ...

B) mb1 Haneemcst Ha Banty 3auHTEpecOBaHHOCTS ...

C) ¢ yBa:keHuem ...

D) MbI paccunThiBaeM Ha Baiie coTpyIHUYECTBO. ..

41. ITuceMo yalle BCero HauMHAaeTCsI CJIOBAMH
A)BcCBsIBU C ...

B) c yBaxeHueM ...

C) B COOTBETCTBUHU C ...

D) yBa:kaemble rocnoaa ...

42. ITuchMO-HAIIOMUHAHUE — 3TO

A) TOKyMEHT, MOATBEPKIAIOIINMI MOJy4eHUE IIEHHOCTEH

B) noxymeHnT, coo0mawmmii 0 npuldJIN:KeHNH, YCKOPEHNH, HCTEYEHUH CPOKA
HUCIOJTHEHHUSI KAKOT0-J1100 J1eficTBUSA

C) TOKyMEHT, coJiepKalluil MPUTIIAIICHUE HA MEPOIIPUSITUE

D) nokymeHnT, coaepxarniuii ”HGOPMAIIHIO O POBOUMOM MEPOTIPUSITHH

43. IIpaBOBOI1 aKT yMpaBlICHUS TOCYJAPCTBEHHOTO OpraHa, UMEIOIIHI 0053aTeIbHYIO
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CWITY JUIS TPaKJIaH U OpraHU3aINid, KOTOPBIM OH aJIpECOBaH — 3TO
A) ykazaHue

B) npukas

C) pacnopsizkeHue

D) pemenue

44. [1IpaBOBO#1 aKT, U3/JaBa€MbIil PYKOBOJUTEIIEM MIPEANPUATHSA, ACHCTBYIOIIETO Ha
OCHOBAaHHWH €IMHOHAYAIINs, ISl pa3pelIeHNs OCHOBHBIX U ONEPAaTUBHBIX 3a7a4
MPEANPUATHS — 3TO

A) npukas

B) yka3zanue

C) pemenue

D) pacniopsixenue

45. [IpaBoBO#1 aKT, ONpEACIISIONTNI TOPSAI0K 00pa30BaHusl, 3a/1a4u, 00I3aHHOCTH, MPaBa,
OTBETCTBEHHOCTh M OPTaHU3AIMIO0 PAOOTHI MPEINPHUSATHS B 1IEJIOM UM €r0 CTPYKTYPHBIX
noJipa3/ieIeHu — 3TO

A) MoJ10:KeHue

B) ycras

C) IomKHOCTHAS UHCTPYKILIMS

D) mrraTHOE pacniucanue

46. Ilpuka3Hoe JeIOmpOU3BOACTBO — ITO

A) pabota ¢ tokyMeHTaMu, poBoAUBIIAsACS B COBETCKUX YUPEIKICHUIX
B) pabora ¢ JOKyMeHTaMH, MPOBOIUBILASICS B MUHUCTEPCTBAX

C) paboTa ¢ TOKyMEHTaMHU, MPOBOAUBIIASACS B KOJIJIECTHUSIX

D) pabora ¢ foKyMeHTaMH, IPOBOAMBIIASICA B MPUKA3axX

46. [IpuunHbI M31aHUS YKa3aHUS PACKPBIBAIOTCS B

A) BBOJITHOM YaCTH TEKCTa

B) pacniopsiauTensHON YacTH TEKCTa

C) KoHCTaTHPYIOLIEH YACTH TEKCTA

D) ocHOBHO# YacTH TEKCTa

47. Tlpouiecc yCTaHOBIICHHS U IPUMEHEHHUS TIPABUJI C I[ETBIO YIIOPSI0UCHUS
NEATEIBHOCTH B JICJIONPOU3BOJICTBE — ITO

A) cuctema JOKyMEHTalUU

B) cranpaprusanus

C)EI'cj

D) noxyMeHTallMoOHHOE 00ecIieueHnEe YIpaBICHUS

48. PaccTosiHME MEKIY OCHOBAHUSMHU CMEXHBIX CTPOK 3TO
A) ciyxxebHoe noJie

B) nonoxenue tadynsitopa

C) pabouee nomne

D) untepBan
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49. PexkBU3UT — 3TO

A) o0s13aTe/IbHBII NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbI 3aKOHOM
B) cucrema noxkymeHTanuu

C) cimyxebHOE moJie

D) pabouee mose

50. PexBu3uT “BU3a 03HAKOMJICHHS BBITJISIIUT CJICIYIOIIUM 00pa3OM:

A) cexperaps 1/m ©.11.0. 00.00.00

B) ropuct 1/m 00.00.00

C) cexperaps ©.1.0. a/m 00.00.00

D) ¢ npuka3om o3naxomJiex: ji/m 00.00.00

51. CBoj npaBuJ1, peryJIMPYIOMIKX JEATSIIbHOCTh OpraHu3aluii, UX B3aMMOOTHOILICHHUS C
JPYTUMU OpraHU3alUsIMH U TpakJlaHaMH, IIpaBa U 00I3aHHOCTH B cepe
roCyJIapCTBEHHOU WJIM XO3SIICTBEHHOM JIESITENbHOCTH — 3TO

A) mTaTHOE pacnucaHue

B) nonoxenue

C) IomKHOCTHAS UHCTPYKLIMS

D) ycras

52. CoBOKYITHOCTH paboT MO JOKYMEHTHPOBAHUIO ACSITEIbHOCTH YIIPABICHUS H T10
OpraHMU3aIiH JOKYMEHTOB B YUPEKIACHUH — ITO

A) cucreMa JOKyMEHTHPOBAHUS

B) cucrema noxkymeHTanuu

C) nokyMeHTOO00pOT

D) nesronpou3BoacTBo

53. CranpapTu3anus — 3TO

A) cTaHIapTHOE PacHoJIOKEHHE MaTepHuaa.

B) cornacoBanue ¢ TEKCTOM 3aMHTEPECOBAHHBIX JIMII.

C) ynotpebiieHre yCTOHIUBBIX 000POTOB.

D) npouecc yctaHOB/IeHNS U MPUMEHEHUSI MPABUJ € LEJIbI0 YHOPSIA0YeHH s
NeSITeIbHOCTHU B /1eJI0NPOU3BOICTBE
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6. KOMIUVIEKT TEPMUHOJIOI'NMYECKUX JUKTAHTOB

dukcanys nHGOPMAIIMK Ha MaTEPUATBHBIX HOCUTEIISAX B YCTAHOBIEHHOM TOPSJIKE;

2. NeATeNbHOCTh, OOecleuuBamlias co3JaHue O(UIMAIBHBIX JOKYMEHTOB U
opraHu3zaiuio padboTsl ¢ HUMU B CyJ1e0HOM JieTiapTaMEeHTe;

3. oduIMaNbHBIA JTOKYMEHT, CO3JaHHBIM TOCYAapCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIIPaBJICHUsS, OPraHOM CYAEHCKOro COOOIIEeCTBa, IOPUIUYECKUM
WM (PU3NYECKUM JIUIOM, O(OPMIICHHBII B YCTAaHOBIEHHOM TIOpAJIKE H
BKJIIOUEHHBIN B TOKYMEeHT0000poT CyZeOHOTO enapTaMeHTa;

4. MOKyMEHTHpOBaHHas HH(pOpMAIMs, NMPEACTaBICHHAs B AJIEKTPOHHOM (opme, TO
€CTh B BHJE, NPUTOAHOM JUISI BOCHPHUSATUS YEJIOBEKOM C HCIOJIb30BAHHEM
ANIEKTPOHHBIX  BBIUMCIUTENBHBIX MalIMH, a Takke Uil [epenadyd 1o
MH()OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM ~ CeTIM Wi o0paboTKH B
MH()OPMAIIMOHHBIX CUCTEMAX;

5. mHpopmanusg B OIJIEKTPOHHOH Qopme, KOTOpas MpPHUCOEAMHEHAa K Jpyrom
uH(pOpMAaIUU B JIEKTPOHHOU dopme (TMOoAmUChIBaeMOil HHGOPMAIIMN) I UHBIM
oOpa3oM cBsi3aHa C Takod MHpOpMAIME M KOTopas MCHOJIb3yeTCs ISl
OTpe/ieNICHUs JINLA, OANUCHIBAIOIIEr0 HHPOPMAIIUIO;

6. aJIeMEHT JOKYMEHTa, HeOOXOJUMBIN JIJIsl €ro 0(OPMIICHHS M OpraHU3alMK padOThI

C HUM;

NEPBbIN WU €UHCTBEHHBIN YK3EMILUISIP JOKYMEHTA;

8. JOKYMEHT, MOJHOCTHIO BOCITPOM3BOIAIINI HHGOPMAIIMIO TIOUTMHHUAKA JOKYMEHTa
Y €ro BHEIIHWE MPU3HAKH, HE UMEIOIINN IOpUINYECKON CUJIBL;

9. komwms TOKyMEHTA, CO3/TaHHAs B JICKTPOHHOU opMme;

10.HanpaBneHHBIE B TOCYJaPCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPaBICHUS WU
JOJKHOCTHOMY JIMILy B MUCbMEHHOU (popMe, B TOM YHCIIE B BHJE DJIEKTPOHHOTO
JOKYMEHTa, MPEJJI0AKEHUE, 3aABICHUE UITU Kaji00a

11.aBMKeHUE JOKYMEHTOB C MOMEHTA MX CO3JaHUs WJIW TMOJYYEHUS IO 3aBEPIICHUS
UCTIOJIHCHUSI, IOMEIICHUS B JIEJI0 U (WJIN) OTIIPABKH;

12.nmpucBoeHne JOKYMEHTY pPETUCTPALlMOHHOIO HOMEpa, BHECEHHE CBEICHHH O
JOKYMEHTE B PErUCTPALlMOHHO-YUYETHYIO (hopMmy;

13. cnoco6  co3gaHWsi  DJIEKTPOHHOM KOMHHM JOKYMEHTa, W3TOTOBJICHHOTO Ha
OyMa>KHOM HOCHTEJIE;

14.apxuBHbBIN CIPABOYHUK, COACPKAIIUA CUCTEMATHU3UPOBAHHBIN MEPEUEHb €IMHUI]
XpaHEHMs] apXMBHOTO (OHJa M MpeAHA3HAYEHHBIM JUIsl UX y4eTa U PacCKpBITHUA
COJIep KaHUS;

15.u3yyeHue JOKYMEHTOB Ha OCHOBaHMM KpPUTEPUEB HUX LEHHOCTH B LEJAX
OMpeaeieHUs] CPOKOB XPAHEHHs] JOKYMEHTOB M OTOOpa MX [JIsl BKJIIOYEHUS B
coctaB ApxuBHoro ¢onaa Poccuiickoit deneparnuuy;

16.10KkyMEHTOO0OPOT ¢ TPUMEHEHHEM HH(POPMAITMOHHON CUCTEMBI;

17.B3aumoneiicTBe MH(POPMAITMOHHBIX CHCTEM 3JIEKTPOHHOTO
JOKYMEHTO000pOoTa YYaCTHUKOB MEXBEJOMCTBEHHOT O AIIEKTPOHHOIO
JOKYMEHTOO0OOpoTa: (peliepalibHbIX OpPraHOB MCIIOJHUTEIBHONW BIACTH, OPraHOB
WCIIOJIHUTENIbHOM  BiacTH  cyObekToB  Poccuiickoir ~ ®enepanuu,  HHBIX
rOCyIapCTBEHHBIX OPraHOB, TOCYAAPCTBEHHBIX BHEOIOIKETHBIX (POH]IOB;

=

~
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18.00MeH 3JIEKTPOHHBIMH COOOILIEHUSMHU (BEICHHUE CIYKeOHON TMepenucKku B
AIIEKTPOHHOU (opMe) MEXTy YUaCTHUKAMHU AJIEKTPOHHOTO JOKYMEHTO000POTAa;
19.undopmarusi, mepepaHHas WIM TOJXyYEHHas MOJb30BaTeNeM HH(GOPMAIMOHHO-
TEJIEKOMMYHHUKAIIHOHHON CeTH (Yy4acTHHKOM AIIEKTPOHHOTO

JIOKYMEHTO000pOTa).

OTBETHBI K KOMIVIEKTY TEPMHUHOJIOT'HTYECKOI'O IUKTAHTA

JIOKyMEHTHPOBAHUE

Jlemonpoun3BoaCTBO

JIOKyMeHT

DJIEKTPOHHBIA TOKYMEHT

PexBu3uT nokymeHnra

[ToaIMHHUK TOKYMEHTa

Komnust nokymenTa

DneKTpoHHAs! KOMuUsl JOKYMEHTa

OO0paiiieHre rpakjaHuHA

10. TokyMeHTO000pOT

11. Peructpanus 1oOKyMeHTa

12. CxanupoBaHHe TOKyMEHTa

13. Omnmce nen

14. DxcnepTr3a EHHOCTH IOKYMEHTOB

15. DNeKTPOHHBIN TOKYMEHTOOOOPOT

16. MeXBeTOMCTBEHHBIN 3JIEKTPOHHBIA JOKYMEHTOOOOPOT

17. B3aumoneiictBue MH()POPMAMOHHBIX CHCTEM 3JEKTPOHHOTO
JIOKYMEHTO000pOoTa

18. DnexTpoHHOE COOOIIEHUE

CoNoa~LNE
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7. KOMIVIEKT KPOCCBOPI0OB

[ HEEEEEE | | ] |

CL T ||
1] HEEEEEEE

o zopuzonmanu

1. HopMaTuBHBINA JOKYMEHT, COAEPKAIIMN KOMILJIEKC HOPM, NMPaBUJl, TpeOOBaHUHN K
00BEKTYy CTaHIAAPTU3AINT

4. JIoKyMEHTBI 110 KAKOMY COCTaBY — 3TO COBOKYITHOCTh JOKYMEHTOB, B KOTOPBIX
3a(pUKCUPOBAHBI 3TAIbI TPYAOBOU JEATEILHOCTH COTPYIHUKOB

7. KoMiuiekc ycTaHaBIMBAEMBIX B Pe3yJibTaTe 0(ULIHUATBLHON SKCIEPTU3BI
XapaKTEPUCTHK, OMPEICISIONINX OOIIECTBEHHYIO (HAYUHYIO, TEXHUYECKYIO,
SKOHOMHUYECKYI0, ICTOPUYECKYIO, KYIbTYPHYIO) 3HAUUMOCTh JOKYMEHTA

8. JIoKyMeHT, periaMeHTUPYIOIUH TPOU3BOACTBEHHBIE TOJTHOMOYHS U O0S3aHHOCTH
paboTHHKA

10. 3aBepenne moKyMeHTa OPUITHATBLHBIM JTUIIOM TYTEM MMPOCTABJICHHUS TOIITNCH,
YAOCTOBEPSIOILIEH, YTO OAMHUCHIBAIOIINA 03HAKOMUIICS C COAEPKAHUEM JOKYMEHTA U
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COTJIACEH C HUM
13. Uadopmanus, 3apuKcupoBaHHas JTHOOBIM TUIIOM IUChbMa WK JIF000H cucTeMOil
3BYKO3aIlMCH, 3aKJIoUaronias B ce0e BCIO WM OCHOBHYIO 4acTh JOKYMEHTa

14. I3y4eHne NOKyMEHTOB Ha OCHOBAaHUM KPUTEPUEB X LIEHHOCTH B LIEIIAX
OIIpe/IeNICHUS] CPOKOB XPaHEHHsI TOKYMEHTOB M OTOOpa UX Ha IMOCTOSIHHOE XPAHEHUE

15. Ilo mpouCX0XKIEHUIO JOKYMEHTHI pa3inyatoTcs Ha CIIy>)KeOHbIE U *

16. ba3a naHHBIX WM JIOKAJIBHOE MECTO XPaHEHUs apXUBOB, TEXHUYECKU
oOecrnieunBaroliee y100CTBO XpaHEHHsI U MTOUCKA TOKYMEHTOB

17. Kakoe Ha3BaHME HOCAT J€J1a, HE 3aBEPIICHHBIE B TeUeHne | roga

18. ITpouecc BoccTaHOBIEHUS, BO3BPALLIEHUS] IEPBOHAYATILHOTO O0JIMKA JOKYMEHTOB
Ilo eéepmuxanu

2. 3adukcupoBaHHas HA MaTEpPUATILHOM HOCHTEIE HH(OpMAIUs B BUJIE TEKCTA,
3BYKO3aIMCH WM U300paXKEHUs C PEKBU3UTAMU, MO3BOJISIIOIIMMU €€ UICHTU(PUIIMPOBATH
3. Bun nonurpadpuueckoi mpoayKIMH, IPEICTABICHHbBIN B BUIE€ CTaHAAPTHOTO
OyMa)XHOTO JIMCTa ONpeAesIEHHOr0 opmMaTa ¢ BOCIPOU3BEAEHHON HA HEM MTOCTOSIHHON
uHpopMaueil T0KyMeHTa U MECTOM, OTBEEHHBIM U1 IEPEMEHHON HHPOpMAIIU

5. Hapnuce Ha JOKYMEHTE, CAENaHHasl TOJKHOCTHBIM JIMLIOM U COJIep Kalliast IPUHATOE
pelieHue

6. Komruiekc MepornpusiTiil, HalpaBJIEHHBIX Ha 00€CIIeYeHUE COXPAHHOCTH JOKYMEHTOB
B IIPOLIECCE XPAHEHUS

9. CocraBiieHHE CIIUCKA YUYUTHIBAEMBIX MTPEAMETOB (MMYIIECTBA, JOKYMEHTOB U T.II.)

11. IlepBsIii 3K3eMIUISApP HOMEHKIIATYPhI XpPaHUTCS HE MEHEE * JIeT

12. JIBu>keHrEe JOKYMEHTOB C MOMEHTA UX CO3/1aHus (TIOJIyYEHHs) 10 3aBEPILICHUS
(oTmpaBkHM)
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~NOo O b W

. 3AJIAHMS JIJISI CAMOCTOSTEJBHOMR PABOTBHI

. Cocrapienue Ta6JIHHI>I: «I/ICTOpI/ILICCKI/IG nepruoaa ACIOIIpOn3BOJACTBA B Poccumy».
. HOI{FOTOBK& HpGSGHTaHHﬁ I10 TEMaM.

- «Buapl opranuzanmoHHO-pacIOPAIUTEIBHON TOKYMEHTAIIUN,

- «Ha3nauenune 1 BUIBI CIPaBOYHO-UH(POPMALIMOHHON TOKYMEHTALIUN,
«HazHavyeHue 1 BUJIbI CIPABOYHO-aHAIUTUYECKON TOKYMEHTALIUN,

- «OdopmieHne TPyAOBbIX KHIKEK.

. CocraBneHus rioccapusi o TeMe.

. CocTaBnenue pe3tome u aBToonorpaduu.

. CocTtaBuTh OOpalieHue Mo 3aJlaHuio MPErnoaaBaTes.

. CocraBieHrne HOMEHKJIATYPHI JIeTI.

. CocTaBHTH IJIaH Pa3roBopa ¢ KJIUECHTOM Ha 3aIaHHYIO TEMY.
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9. KOMILJIEKT IPAKTUYECKHUX 3ATAHUM

3aganue 1

Ncnons3ys nonoxenus OenepaibHOr0 KOHCTUTYLIHOHHOTO 3aKOHA

«O TocynapctBenHom repOe Poccuiickoit @enepanumn» ot 21.12.2000 r. No 2-OK3,
YKaXUTE, KaKue OpraHbl YIpaBJICHUS HMMEIOT MPAaBO MCIOJIL30BaTh Ha OJIaHKaX CBOMX
JTOKyMEeHTOB n3o0paxkeHus ['ocymapctBeHHoro repba. Kakue BapuaHThl U300pakeHUs
['ocynapcTBeHHOrO Tepba yCTaHOBJICHBI B 3aKOHE?

3aganue 2
Ha nmucre Oymarm dopmata A4 ykaXuTe TOYHOE MECTOPACIIONOKECHHE AMOJIEMBI WU
TOBApPHOI'0 3HAKa OpraHU3aIuu.

3aganue 3

CrenaiiTe maTyro Mo CYETYy 3aMKCh B TPYJOBYIO O IpHeMe Ha paboTy B AKIIMOHEPHOE
obmectBo «CBeT» B JOKHOCTH BaxTepa ¢ 12.02.2023 r. Ha OCHOBaHUM IpHUKa3a OT
11.02.2023 Ne 8

3ananue 4

Brictynute ¢ cooOmienusiMu Ha TeMy «l'ocymapcTBeHHasi cuctemMa JIOKyMEHTaIlMOHHOTO
obecnieuenus ympasienus (I'CHAOVY)». 3anaHue BBINOJTHSAETCS C MPUMEHEHUEM
TEXHOJIOTUU JHAJIOrOBOTO OOYy4YEHHUsS — METOJla TaHeMa, MO3BOJSIONICTO 3aJaTh APYT
JPYTy BOTIPOCHI MO KIIFOUEBBIM MOMEHTAM TEMBI.

JI71s1 5TOTO CTYAEHTHI AeiATcs Ha mapbl. OHM 33/1al0T APYT APYTY BOMPOCHI MO KIHOUYEBHIM
MOMEHTaM TeMbl. CONpOBOXKIAETCS COOOIIECHUE TNPE3CHTAUSIMHA, COCTABJICHHBIMU
CTyJICHTaMHU.

3aganue 5
[lepeunciute sTansl ToKyMeHTOOOOpoTa B Bariieit opranusaiuu (BHyTpEHHKE, BHEIITHUE,
UCXOJIAIINE).

3aganue 6
OznakomMuThCss ¢ yHUDUIMPOBAHHON (opMoil mokymeHTa. I[IpaBUiIbHO 3aMOTHUTH
NPEASIOKEHHYIO0 YHUDUIIMPOBAHHYIO (DOPMY TOKYMEHTA.

3aganue 7

Oxapaktepusyite ciyk0y IeI0mnpou3BOACTBa, B Baieit opranuzanuu (1enu, 3agadu
cnykO0b1, (dopma opranuzamuu ciayxosl JJOVY). Ilepeuncnure OCHOBHBIE MPOOJIEMBI
cyx0b1 JIOY B Bameit opranuzaumu. IlpencraBpTe NpemsioKeHUs MO YCTPAHEHHIO
CYIIIECTBYIOIIUX TPOOIIEM.
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3apanue 8
Haitnure u uicipaBbTe OOk B 0hOPMIICHUU PEKBU3UTOB:

A.IT Kpemnesoi OAO «KpecTtpax» Marseenko A.M
HMupextop MAOY ['enepasnibHOMY 620100, Tyna
COLI Ne201 IUAPEKTOPY OAOQO | Yn.Bocrounas ,526
«Kpecrtpax» KB.S
NBanosy 1.1
YTBEPXJIATO YTBEPXJIAIO YTBEPXJIEHO
Hupextop MBOY COLI | HIupekrop ®I'BOY BO IIpuka3 nupekropa
Ne7 «YpaJIbCKAN AO «HezalOynka»
A.I' BanoBa MeJlarorn4ecKui Ot 07.02.2202. No68
YHUBEPCHUTET)
2.02.2002 A.B XyxkoBckuii
10.03.2002
COI'JTACOBAHO COI'JTACOBAHO: 3aMHa4yabHUKA o
['naBHbIN OyxTantep [Iporokou 3acenanus OCHOBHOM JI€SITEIIBHOCTH:
KoBanesckass E.H | Yuenoro COBETa I'.C Jlapuonos
05.09.2018 YHHUBEpPCUTETA ot | 08.08.18
28.10.18
Ned a/486
3aganue 9

Bam Heobxoaumo opopmMuTh rpud yTBEpKIACHUS UWHCTPYKIIUH JOJKHOCTHBIM JIUIIOM —
reHepainbHbIM gupekropom AO «3anan» MBanos U. 1.

3aganme 10
Bam nHeoOxomumo odopmuth rpud yTBEpKIAeHUA periameHTa npukazom AO
«ITpoMcBs3BY.

3ananme 11
Odopmute pexBu3uthl mnpukaza OOmECTBa ¢ OrpaHUYEHHOM OTBETCTBEHHOCTHIO

«BekTop», pacnonoxkeHHoro B r. Akcae no aapecy np. Jlenunna,7; ungekc 346720; ten.
+7 (86350) 4-46-82.

3aganue 12

Odopmute HE0OXOIUMBIE TTOAMMUCH K MTPOTOKOIY 3aCeTaHMs aTTECTAIIMOHHOW KOMHUCCHH,
€CJIM MU3BECTHO, 4YTO Ipesacenarens komuccuu — IletpoB A. M. cekperapp — CHIOPEHKO
O. I1., ynensl komuccuu — Bonkos B. B., Tenmos T. U. u Kamr A. A.
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10. KOMILJIEKT 3AJTAY

Paznen 1. JlokyMeHTHPOBaHUE YIIPABJICHYECKON AeSITeJIbHOCTH
1. Curyauus:

[To Bune Oyxrantepuu cotpynHukam 3A0 «CeneHa» B TeKylleM Mecsle Oblia
3ajiepkaHa BhIIUIATa 3apa0b0THOM 1uiathl. [ maBHBIN Oyxranrep MHGOPMHUPYET AUPEKTOpa
3A0 o ToM, UYTO 3ajJep)kKKa HaJIUYHOCTH OblIa CBs3aHa C omosaaHueM Ha cuer 3A0
JICHEKHBIX CPEJICTB OT MPEANPUITHI-TTAPTHEPOB.
3amanue: B ponm Oyxrantepa cocTaBbTe CIyKeOHYIO 3amuCcKy. Bua ciry)keOHOM 3amiCcKu
BBIOEPUTE, UCXOIS U3 MPEIOKEHHON CUTYAIlUH, CAMOCTOSATEIHHO.

2. Curyanus:

01.01.04 pomxHO coctoaTrbes coOpanne 3A0 «Cenenan. OAO «Mepkypuii»
HaIpaBJISIET CBOETO MPECTABUTENS ISl y4acTHUsl B COOpaHUHU.
3ananue: CocTaBbTe TEJIErpaMMy O TPHOBITUU MpenacTaBuUtTesss Gupmbl «MepKypuity,
BKJIFOUMB MPOCKOY O OPOHUPOBAHWU B OJIHOM M3 TOCTHUHUI[ Topjaa l-mMecTHOro HoMepa
«JIIOKC» Ha uMs npeactaBurens Ha nepuos ¢ 09.01.04 mo 11.01.04
3. Curyauus:

Hupextop 3A0 «Cenena» NpUHSIT pEHICHHWE O IMpueMe Ha paboTy OIBITHOTO
MEHE/[Kepa ¢ COJIUIHBIM CTaXeM padOThl MO CHEIUATBHOCTH Ha JOJDKHOCTh «MEHEKEpa
0 peKIaMe».
3aganue: B ponm  cnenumanucra  kagpoBo  ciyxkObl.  IloAroTtoBbTE  MPOEKT
COOTBETCTBYIOIIETO JJOKYMEHTA.

4. Curyanus:

[TpousBoacTBeHHAsT HEOOXOAUMOCTh TpeOyeT npoaonkeHue padbotel 3A0 «Cenenay
B BBIXOJIHBIC JTHU C YUYETOM JICHE)KHOU MepepadOTKU WM MPEAOCTABICHUS IPYTUX JHEH
OT/IbIXA.
3amanue: B pomu cekperaps — pedeperta gupekropa 3A0 MOATOTOBBTE MPOEKT
COOTBETCTBYIOIIETO JOKYMEHTA.

5. Curyanus:

B 3A0 «Cenena» cocrosiioch 3acegaHue rmpapieHus. IloBecTka mHS Oblia
MOCBSIIIEHA PACIIUPEHUIO OT/IeNIa MapKeTuHra Gupmbl. B cBsi3u ¢ 7TUM BO3HUKIIA
HEOOXOIUMOCTh BHECTU W3MEHEHHUS B IITATHOE PACIHCAHHE COTPYIHUKOB (PUpMEI, a
TaKk)Xe pa3o0paTh HOBBIC JOJDKHOCTHBIE MHCTPYKIIMHM HAa BBEJICHUE B OTIIET MapKETHWHTA
JIOJDKHOCTH MEHEKEpa Mo peKJiaMe U PeKJIaMHOI'0 areHra.
3ananue: B ponu cekperaps 3aceaHusi COCTaBbTE MPOEKT MPOTOKOJIA.

Paznen 2. CucreMbl JOKYMEHTALMH

1. Curyauus:

B 3A0 «Cenena» mnpoBejeHa MpOBEpKa pabOTHl OTAeNa MapKETUHTa II0
OKa3aHWIO TIUIATHBIX yciayr. Komuccusi B cOCTaBe 3aMECTHUTENs] JHPEKTOpa, T
OyxranTepa W HaudaJbHUKA OTJEJa MapKETHMHra B XOJIe¢ MPOBEPKU OOHApyX uUiIa
HapyIeHus B 0QOPMIICHUH JTAaHHOM JTOKYMEHTAIMK OyyT MPEJICTABICHBI CAHKITHH.

3aganue: Onpenenure BUJ JOKYMEHTA, KOTOPbI HEOOXOANUMO COCTABUTb.
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HOI[FOTOBBTC IMPOCKT COOTBCTCTBYIOIICTO I[aHHOI\/'I CuTyaluu 10KyMCHTA.

2. Curyanus:
Ha ocHoBaHuMM wuccCleIOBaHMS OTAEIOM MApKETHHITa KOHBIOHKTYPBI pPbIHKA
cobita mpoaykuuu 3A0 «CeneHa» mpeAcTaBWIa BO3MOXKHOCTh 3aKIIOUUTH P
BBITOJTHBIX KOHTPAKTOB.
HavanbHuK OTAENla MapKETHUHIa PEUINI MOOMIPUTh MPEMUATBHBIMU BBITUIATAMH K
OymKkaiIeit 3aprare.

3ananue: Onpenennre BUJ JOKyMEHTa, KOTOPBIA HEOOXOJUMO COCTABUTb.
[ToAroTOBBTE MPOEKT COOTBETCTBYIOIIETO JAHHOM CUTyallMd OKYMEHTa OT JIMLa
HayaJbHUKA OTJI€JIa MAPKETUHTA.

3. Curyanus:
Hupextop 3A0 «CeneHa» NpUHSI PEUICHUE O MPUEME HOBOTO COTPYJIHHUKA B
OT/J€J1 MapKETUHTA Ha JIOJKHOCTh «PEKJIaMHOT0 areHTa». Mexay 3A0 u crienuaiucToM
3aKJIIOYEH TPYIOBOM JOTOBOP.

3aIIaHI/IC: OHpGIICJIHTe BHUO JOKYMCHTA, KOTOpBIfI HGO6XOI[I/IMO COCTaBUTD.
B pojanu COTpYAHHKA KaIIpOBOﬁ CJIY)K6I>I IIOATOTOBBTC IIPOCKT MOOKYMCHTA
COOTBCTCTBYIOIICTO CUTYyAallUU.

4. Curyanus:
3A0 «Cenena» IutaHupyeT KynuTb o0OopynoBanue, u mnonydaer ot OAO
«Mepkypuit» pekilaMHYI0 OpOILIIOpPY, MPEICTABISAIONIYI0 000rpeBaTelibHbIC MPUOOPHI,
KOTOpPBIE MOTJIM Obl HANTH TPUMEHEHHE B TEIIJIMYHOM XO3SHCTBE.
Ha coBemanuu 1o WCHONB30BAHUIO AITHUX MPUOOPOB BBISICHWIOCH, YTO IS
NPUHATUS OKOHYATEIILHOTO peIIeHUsT HEOOXOIUMBI OoJiee TOJIHBIE JaHHBIE MO BCEM
TOBapaM JAHHOW IPYIIIbI, TAKKE MPEUCKYPAHT LIEH C YKa3aHUEM YCIIOBUH ITOCTABKHU.

3amanne: CocTaBbTe TNPOEKT chaykeOHOro mmchMa B cekperapuatr OAO
«Mepkypuit» ¢ 3anpocom 6osee moApoOHON HHPOPMAIIUK O JTAHHOM TOBape.
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11. KOMILIEKT BOHNPOCOB /JJIs1 YCTHOI'O / IIMCBMEHHOI'O
OITPOCA
1. Yto Takoe JOKyMEHT?

2. bnanku JOKYMEHTOB M UX BHJIBI.
3. JommxHOCTHBIE 00S13aHHOCTH pabOTHUKOB ity k061 JIOY.

4. 3agaun perucTpaluu JOKyMEHTOB, ee opranu3aius. ®opmel peructpanuu
JIOKYMEHTOB.

5. IlonsTue «cinyxedHoe mucbMoy». Buabl ucem.

6. KakoBbl OCHOBHBIE PU3HAKH U CBOMCTBA JOKyMEHTA?

7. B yem 3akmrouaroTcs PyHKIIUUA TOKYMEHTa?

8. UTo moOHMMAaETCs MO FOPUANYECKON CHIION IOKyMEHTA?

9. B yem cMbIC cTaHAAPTU3ALMKU U YHU(PUKAIIUN JOKYMEHTA?

10. Kakre HOpMaTUBHO-METOIUYECKHAE TOKYMEHTBI PETJIAMEHTUPYIOT TPOLIECCHI
JIOKYMEHTUPOBAHMUSI?

11. Bunpl 61aHKOB, TPUMEHSEMBIX OpPTraHU3aIUSIMU.

12. PexkBusutsl, opMupyromue 6JaHk nucbma u 0JJaHK KOHKPETHOTO BUIA JOKYMEHTA.
13. IlpaBuna oopmiieHHs 1aThl B JOKYMEHTE.

14. Tlopsinox odopmileHUs peKBU3UTA «Adpecary.

15. Kakumu cnoco6amMu yTBEp>KIaeTCsl JOKYMEHTBHI?

16. Yto otpaxkaetcs B pe3onoruu? Kakos nmopsaok ee opopmieHus?

17. IlonsiTue, BUIBI ¥ IOPSAIOK TOATOTOBKH MPUKA30B

18. OcHOBHBIE 3TaIlbl pabOTHI C PACTIOPSAUTEIBHBIMU JOKYMEHTAMHU

19. OcHoBHBIE TpEOOBaHUS K PEIICHUIO

20. IloHnsTHE, CYIIHOCTh U OCHOBHBIE ATaIlbl IPOBEACHUS IEPETOBOPOB U COBEIIAHUI
21. CoBenlanue: NOHATHE U JOKYMEHTAIBHOE COMTPOBOKICHUE

22. JIokyMEHTUpOBaHHUE PE3YIBTATOB AEIOBBIX BCTPEY U MIEPETOBOPOB

23. IloHsiTE TPOTOKOJIA U €70 OCHOBHBIE PEKBU3UTHI

24. IlpaBuna opopmMiIeHNST OCHOBHOW YacTH MPOTOKOJIA

25. OcHOBHBIE TpeOOBaHUS K IOTOBOPY

26. CylHOCTb Y BUJbI I€JIOBOM MEPEIUCKU

27. IToHaTue U pa3HOBUIHOCTH JEIOBBIX ITUCEM

28. OcHOBHBIE TPeOOBAHUS K JICJIOBBIM ITHChbMaM

12. KOMILUIEKT MATEPUAJIOB JJ1S1 IPOMEXKYTOYHOM ATTECTAIIUU
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1. IlepeuncnuTe OCHOBHBIEC TPUHITUIIBI JOKYMEHTAIIMOHHOTO O0ECIICYEHHS! YIIPABIICHUS.
OCHOBHBIE PUHIIUIIBI JOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPABICHUS

a) BBICOKOE KaueCTBO JOKYMEHTOB;

6) ontumanbHocTh JIOY (uenecooOpa3HOCTh JOKYMEHTOB, HEAOMYCTUMOCTh HUX

MHOTOKPATHOTO AyOJIMPOBAHUA U T. 11);

B) ONEPATUBHOCTH B COCTABJICHUU U MPOXOKICHUU JOKYMEHTOB.

2. Kakue opraHu3allMOHHBIE MEPhl CIMOCOOCTBYIOT YCICIIHOW pealn3allid OCHOBHBIX
MPUHIIUIIOB JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs! YIIPaBICHUS ?

a) BHEJIPEHHE KOMITBIOTEPHBIX CETEeH U COBPEMEHHBIX CETEBBIX TEXHOIOTHIA:

0) pacupeneneHue o0A3aHHOCTEN MEXTy COTPYTHUKAMU NPEPUATHS;

B) OCHAIIeHHWe paboYnmx MecT CeKperapeil, paOOTHUKOB AapXWBOB, KaHIIEISPUNA
KOMIIBIOTEPAMU U COBPEMEHHOM OPTTEXHUKOM.

3. [lepeuncnure OCHOBHbIE (PYHKIIMU JOKYMEHTA

OcHOBHBIE (PYHKIIMM JOKYMEHTA.!
a) KommyHukaTtuBHas (pyHKUHS JOKyMEHTa COCTOMT B Iepefade 3a(pUKCUpOBAHHOU
uHpOpMaMu BO BPEMEHHM U NpOCTpaHcTBe. bmaronaps naHHOW (QyHKIMU MPOUCXOIUT
oOMeH wuH(popmanuen, CBEIECHUSMH, UACSIMH. OTOT TMPOLECC MOXKET ObITh
OJIHOCTOPOHHUM (Hampumep, INepenada pachopssKEHUsS HCIOIHUTEN0 MPUKa3oM),
JIBYCTOPOHHUM (HampuMmep, JejioBas MEpenucKa): MU MHOTMOCTOPOHHHMM (Hampumep,
00CyXIeHHE 3aKOHOJATEILHOIO aKTa).
0) YnpaBineH4YecKyto (PYHKIIMIO BBITOJHSIOT MPEMMYILECTBEHHO CIY>KEOHbIE TOKYMEHTHI,
TaK Kak [IOCPEICTBOM HHUX peanu3yroTcss (QyHKUuMu ynpasienus. Kpome Toro,
CIIyEOHBIA JIOKYMEHT MOXET BBINOJHATh YYETHYI (YHKIMIO, €CId B HEM
npenacraBiieHa nHGopMaIus B IU(PPOBOM BBIPAKEHUHU.
B) KynbTypHo-uctopruyeckas (yHKIUS JOKYMEHTa COCTOUT B IEpeJadye BO BPEMEHHU
0COOEHHOCTEW ObITa, KYJIBTYphl MPEABIAYIIUX TMOKOJCHUH. MHOrMe TOKYMEHTHI CO
BPEMEHEM ITPU3HAIOTCS aMSATHUKAMU KYJIBTYPBI U OXPAHSIOTCS TOCY1apCTBOM.

4. Tlepeuucnute OCHOBHBIE CBOMCTBA JOKYMEHTOB.

Kax b1l mokyMeHT 00J1a71aeT CIIeYIOIIMMHI CBOMCTBAMMU:

a) OpuruHanbHOCTb. [Ipu3HaKOM OpUTHHAJIA SBIISETCS €T0 YHUKAIbHOCTb.

0) KonuitHocTs. C JOKyMEHTa MOXHO CHSITh KOMHIO, KOTOpas BO BCeM OyJer
UJCHTUYHA OpPUTHHAIly, HO IOPUIMYECKON cuioi oOnamarb He Oyner. HekoTtopsim
KOIHSIM MOKHO MPHUIATh FOPUANYECKYIO CUITY, 3aBEPUB HX.

B) lOpunnueckass cuna. 910 CBOMCTBO ObITH MOJIMHHBIM JIOKa3aTEIbCTBOM TEX
(dakToB, COOBITUH U JEWUCTBHUI, KOTOpbIE OTpa)K€Hbl B JIOKyMeHTe. JlOKyMeHT,
O(QOpPMIIEHHBIM B COOTBETCTBUHM C TPEOOBAHUAMHM JIEHCTBYIOIIETO 3aKOHOJATENIbCTBA U
I'OCTamu u coxaepkamuii BeCh HEOOXOIWMBIM Ha0Op pPEKBU3UTOB, IIpHoOOpeTaeT
IOPUIMYECKYIO CHITY.

5. Kak pensitcs JOKYMEHTHI MO crnocoOy ¢uxcanuu uHpoOpManuu, COAEpKaHUIO U

HAaMMEHOBAHUIO?
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[TpusHak knaccudukauu Knaccudukanus

Crnoco6 dukcanun nHbOpMaIUU a) MUCbMCHHBIC;

0) KHHOJIOKYMEHTBHI;

B) (DOTOIOKYMEHTBHI;

r) rpadpuueckue (PUCYHKH, UYEPTEKH,
CXEMBI).

cojiepKaHue a) OpraHN3aIMOHHEIC;

0) pacniopsIUTEIbHBIE;

B) HH(POPMAIIIOHHO-CIIPABOYHOE;
T') 110 JUYHOMY COCTaBY;

HaMMEHOBAaHHE a) yCcTaB;

0) moyoXKeHue:

B) IIPHKa3;

T') pacropspKeHue;

1) TOKJIaHAs 3aIUCKa,;

€) aKT;

%) CIIy>)keOHOE TUCHMO H T.]I.

6. KakoBbl OCHOBHas 1LIeTb M 3aJa4dl CIYXKOBl JOKYMEHTAIIHOHHOTO OOecTeueHUs
yHpaBlIeHUs?

OCHOBHOI 1eNbI0 CIIY’)KObl JOKYMEHTAIIMOHHOI'O OOECHEYEeHUs] YNpaBICHUS
HE3aBUCHMO OT €€ Ha3BaHUs SBJSIETCS OpraHu3alusi, PYKOBOJCTBO, KOOPAMHALA,
KOHTPOJIb U peanu3ainus padboT Mo JOKyMEHTAllHOHHOMY O0€CIIeUeHHIO YIpaBIeHYECKON
JeSITeIbHOCTH.

3anaun cay)Obl JOKYMEHTAIIMOHHOTO 00ecTieueHus YIpaBIeHNUS:

a) COBEpIIECHCTBAaBHUE (POPM U METOJIOB PabOTHI C TOKyMEHTAMU;

0) oOecrieueHne €IUMHOrO TMOpsAaKka padOThl C JOKYMEHTaMH B COOTBETCTBUU C
JICHCTBYIONUMHU HOPMATHBAMH,

B) pallMOHAIN3ANUS JOKYMEHTOOOOPOTOB;

r) pa3paboTka ¥ BHEIPEHHE HOPMATHBHBIX M METOAMYECKUX JOKYMEHTOB IO
COBEPIICHTCOBAHUIO JOKYMEHTAIIMOHHOTO 00ECTIeUeHUs B OPTaHU3aIINN;

1) BHEPEHUE COBPEMEHHBIX WH(OPMAIIMOHHBIX TEXHOJIOTHIA.

7.Ilepeuncaurte si3pIKOBBIC KaHpbl. Onpenennure ux QYyHKIUH U chepy HUCIOIb30BaHUS,.
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DOyBKIHA Cdepa
HCHOJILZ0BAHNSA

1 Pasroeopnsniii Oobmenine. odmen undgop- | Hedbopmansnas o0-
malHcei no OLITOBLIM BO- | CTaHOBKa
npocam

2 | XyaoxecrBeHHBI Bo3saeiicreue na BooOpa- | XydoxecrBeHHasA M-
ACHHEC uHTaTens, nepeaa- | reparypa
qa IMONMF agTopa,
ICTCTHYCCKAR

3 | NyGonnuucriuveckuii | Jlonecenne wmudopamammn | Cpeicrsa MACCOBOI
A0 WHPOKON ayautopuu, | mHboOpManny

dopmuposanue obniecr-
BCHHOIO MHCHHA

4 | Hayunwii Iepenaua mudgopmamnmn u | Hayunas cpena
HNOATBCPAACHHC CC HCTHH-
HOCTH

5 | Odpmnnansno- Huadopyuposanue, Oduumansnan  obcra-
AenoBo odopmaenne NOKyMEHTa- | HOBKa, OH3HEC-cpeaa
1

8. Kakue TpeOoBaHUS K H3JI0KEHUIO HHGOPMAIMKM HEOOXOAMMO COOMIOAaTh, YTOOBI
MPHUIATh JOKYMEHTAINH OQUIIHATBHBIN XapakTep?

a) coONIoAaTh OOIIETIPUHATBIE HOPMBI JTUTEPATYPHOTO fA3bIKA M O(ULHATIBLHO-AEIOBOTO
CTHIIS;

0) UCIIOIB30BATh MPEUMYILIECTBEHHO YHOTPEOIIIeMbIe CI0Ba (TUIIUYHBIE 00OOPOTHI);

B) IPUMEHSATH MPO(PECCUOHATIBHYIO TEPMUHOJIOTHIO, O0YCIOBICHHYIO TEMATHUKOM;

r) AJ1 BBIPQXCHHsS] CTAaHAAPTHBIX AaCIEKTOB COJEP)KaHUS HCIOIh30BaTh OTHIMEHHBIC
NpeJIory, HampuMmep: «B ILENsAX OKa3aHUs I[OMOLIN», «B TMOPAIKE IPOBEICHUS
coOpaHus»;

1) OrpaHWYMBaTh MCIOJIb30BAaHUE NPEIJIOKEHUM C MEepeYUCICHUSMHU, TPUYACTHBIMU U
JeenpUYacTHBIMU 000pPOTaMH, a TAK)KE APYTUX CIOKHBIX CUHTAKCUYECKUX TTOCTPOEHUH.

9. [lepeuncnure OCHOBHBIE XapaKTEPHbIC MMPU3HAKH JICTIOBOTO CTHIIS
1) TOYHOCTB ¥ SICHOCTb
a) WCIOJB3YeTCSd TPAIUIMOHHBIE 3HAYEHUS] TEPMHUHOB, HE JIOMYCKAIOIIWE
JIBOSIKOTO TOJIKOBAHMS
2) JJakOHUYHOCTh M HEUTPAILHOCTh TOHA
a) uHbOpMaIMM  U3JIaraeTcs  MAaKCUMaJbHO  KpaTko, 0Oe3  ONnucaHus
BTOPOCTEMNEHHBIX JIETAJIEH U TOBTOPOB;
0) HeIoIyCTHMa SMOIIMOHAJIbHASI OKpacKa TEKCTa,
B) TEKCT M3JIaraeTcs OT 3-TO JIMLA.
3) YnorpebaeHre YCTORYMBBIX CIIOBOCOYETAHNN U OOIIENPUHATHIX COKPAIICHHIHA
a) B CIIy’)KEOHBIX IOKYMEHTAaX 4acTO UCTOIB3YIOTCS KIIHUIIIE,
Hanpuwmep: "noBoxy no Bamero ceeneHus. . .
"B CBSI3U C PaCHOPSIKEHUEM ..."H T.1.;
0) cokparieHus B TEKCTE JOJKHBI ObITh MIOHSATHEI aIpecaTy.
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4) YOeauTenbHOCTh
a) TOCTOBEPHOCTH;
0) TIOTUYHOCTb;
B) IOPHINYECKAsi TPAMOTHOCTb.

10. Kakue crnpaBo4HbIE J1aHHBIE OPTaHU3AIMKM YKA3bIBAIOTCS B OJlaHKAaX MHUCEM M IS
Yero OHU HEOOXOUMBI?

B Onankax muceM YKa3bIBalOT MOYTOBBIM aJpec OpraHu3alnuu (IOTOIHUTEIHHO
MOXET YKa3bIBAThCS AJPEC MECTa HAXOXKJIEHUSA IOPUANYECKOro JHIa, €CIM OH He
COBMAJIaeT C MOYTOBBIM apecoM); HoMmep Tenedona, dakca, aapec JIEKTPOHHOMN MOYTHI,
CETEBOM aJIpec.

CrpaBouHble JaHHBIE 00 OpraHu3alnud HEOOXOAUMBIC [UIsI OCYIIECTBICHUS
MH(OPMAITMOHHOTO OOMEHA.

11. Kakum 06pa3om yka3bIBaeTCsl TOUTOBBIN apec IPUINYECKOro JIMIA MPU HATMCAaHUU
nucem?
[TouToBBIN azpec yKa3bIBAETCS B COOTBETCTBUU C MpaBUJIaAMHU OKa3aHUS yCIyT
IIOYTOBOM CBSI3HU:
a) MOJTHOE UJIM COKpAIllEHHOE HauMEHOBaHue (TIpU HAJTMYHH);
0) Ha3BaHUE yJUIIbI, HOMEpP J0Ma, HOMEp oduca;
B) Ha3BaHME HACEJICHHOTO MyHKTa (TOpo/ia, OCceaKa U T. I1.);
') Ha3BaHUE pailioHa;
1) Ha3BaHUE PECIyOJIMKU, Kpasi, 00J1aCTH, aBBTOHOMHOT'O OKpyra (00y1acTh);
€) Ha3BaHUE CTPaHBI (I MEKTyHAPOIHBIX TTOUYTOBBIX OTIPABIICHUN);
’K) TIOYTOBBIM MHJEKC.

12. Kakum 00pa3om yka3bIBaeTCs MOYTOBBINA ajpec (M3HUECKOTO JIMIIA MPU HAMMMCAHUH
nucem?
[TouToBBIN aapec yKa3bpIBa€TCA B COOTBETCTBUMU C [IpaBmiiamu okazaHus yciayr
IIOYTOBOM CBSI3U:
a) pamMunus, UMsi, OTYECTBO (ITOCIIeIHEE MTPU HATUYWH );
0) Ha3BaHUE yJUIIbI, HOMEP J0Ma, HOMEP KBAPTHUPHI;
B) Ha3BaHME HACEJIEHHOTO MyHKTa (ropojia, MOCeIKa U T. I1.);
I') Ha3BaHUE pailoHa;
1) Ha3BaHUE PECITyOJIMKHU, Kpasi, 00J1aCTH, aBBTOHOMHOT'O OKpyra (00y1acTh);
€) Ha3BaHUE CTPaHbI (I MEXTYHAPOIHBIX MOYTOBBIX OTIPABIICHHN);
) TIOYTOBBIN WHJIEKC.

13. Kakue cymecTByroT 2 crnoco0a yTBEp»KISHUS TOKYMEHTORB?

CymiecTByeT Ba criocoda yTBepKACHHS TOKYMEHTa.
a) MPU yTBEPKJECHUU JOKYMEHTA OJDKHOCTHBIM JIUIIOM TPU( YTBEPKIECHUS COCTOUT U3
cinoBa «Y TBEPXKJIAIO», HauMeHOBaHMS JOJKHOCTH JIMIIA, YTBEPAKAAIOIIETO JOKYMEHT,
€ro MOJANKCH, UHUIUATIOB, ()aMUJTUU U TaThl YTBEPKIACHUS.
0) mpu yTBEPKIACHUH JOKYMEHTa PACIOPSIUTEILHBIM JOKYMEHTOM TPU( YTBEPKICHUS

Bmoyaer  cioBo  YTBEPXIEH  (YTBEPXIAEHA, VYTBEPXJIEHBI wmm
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YTBEPXJIEBHO), cornacoBaHHOo€ ¢ HAaMMEHOBaHMEM BHJA  YTBEPKIAEMOTO
nokymeHTa. Hampumep, periiaMent - yTBep»kAeH, MHCTPYKIUS - YTBEpXKACeHa, IpaBuia -
YTBEPK/ICHBI.

14. Oxapakrepusyiite «blaHK JOKYMEHTOBY.

JIoKyMeHTBI, B OCHOBHOM, 0(hOPMIISIOTCS Ha OJIaHKeE.

brnank JOKyMeHTa — 93TO CTaHJApPTHBIA JUCT OymMarn C pPEKBU3UTAMH,
UACHTU(PUIUPYIOMKUMHU aBTOPa OPHUIIMATEHOTO TOKYMEHTA.

Jlis m3rotoBieHus ONAHKOB JIOKYMEHTOB, HCIIOJIb3yeTcsi Oymara ¢gopmaTtoB A4
(210 x 297 mm), A5 (148 x 210 Mm).

Kaxx b1l ucT 1oKymMeHTa, 0popMIIEHHBINA Ha OaHKe WM 0€3 HEro, JOHKEH UMETh
T0JIsI HE MEHEeE:

20 MM — J1I€BOEC;

10 MM — mipaBoE;

20 MM — BEpXHEE;

20 MM — HIDKHEE.

JlokyMeHTBI IIUTENbHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHUSI TOKHBI UMETh JIEBOE
nosie He MmeHee 30 Mm.

OpraHu3aiuy UCIOJIb3YIOT OJIaHKU JOKYMEHTOB, M3TOTOBJICHHBIE Ha OyMa)KHOM
HOCHTEJIC W/WIHM 3JCKTPOHHbIE 1MIa0J0HbI 0JaHKOB. OHU MOJDKHBI OBITh WIEHTHUYHBI 110
COCTaBy pPEKBH3UTOB, TIOPSAKY UX pPacCHOJOKCHHs, TapHUTypaMm mpudTa; ™
M3rOTaBIMBAIOTCS Ha OCHOBAHWHM MAaKETOB OJIAHKOB, YTBEP)KIA€MbBIX PYKOBOJHUTEIEM
opraHu3aluu, Ha 0enoit Oymare uiiu Oymare CBETJIbIX TOHOB.

DJIEKTPOHHBIC 11a0JIOHBI OJIAHKOB JTOKYMEHTOB JOJDKHBI OBITh 3allMIIEHBI OT
HECaHKITMOHUPOBAHHBIX U3MCHEHUH.

B 3aBUCMMOCTH OT pAacMOJOKEHUS PEKBU3UTOB YCTAHABIMBAETCS /IBa BapUaHTa
0JIaHKOB — YTJIOBOM U TIPOJOJIbHBIN, T. €. PEKBU3UTHI pacIoiaraloTcs 1u0o B yriry, JTu0o
CBEpXY NOCEPEIUHE.

15. Tlepeuncnute 00sA3aTEIbHBIC PEKBU3UTHI CIIPABKU?

* l'ocynapctBennsiii repd Poccuiickoit deneparuu, win repd cyonekra Poccuiickoi
®denepanuu, win 3M0IeMa OpraHu3aliyd TOBAPHBINA 3HAK (3HAK OOCTY)KUBAHMS):

* HANMEHOBAHUE OPTaHU3allNN;

» HauMeHoBaHue Buja nokymeHTa (CITIPABKA).

16. Kakre pekBU3UTHI NPUAAIOT aKTy FOPUIAYECKYIO CUITY?
KOpunnueckyto cuily akTy NpUAAIOT CIEAYIOIUE PEKBU3UTHI:
* HAMMEHOBAHUE OpPraHU3allUY;

* HaMeHoBaHue Bua nokymenTta (AKT);

* nata COOBITHUS;

* MECTO COCTaBJIEHUS TOKYMEHTA.

17. Kakue cBeieHusl BHOCATCSA B )KypHAJI pErucTparuun?
B xypHas1 peructpauuu BHOCATCS CIAEAYIOIINE CBEICHHUS:

®* THACKC NOKYMCHTA, BKJIIO‘-IaIOH_[I/Iﬁ HOMCD Acj1a,
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* 1aTa JOKYMEHTA,
* aJipecar;
* KpaTKO€ COJEP>KaHHUE UITU 3ar0JIOBOK.

18. Ha xakue rpynmsbl JesITCs BCE PaCHOPSAUTENbHbIC JOKYMEHTBI?

Bce pacniopsinutenbHble TOKYMEHTBI MOKHO Pa3/ieNIuTh Ha JIBE TPYIIIIbI:
1) U3naBaeMble Ha OCHOBE eqWHOHaAYalvs (BO TJIaBe OpPraHM3alMM HAXOJUTCS OJUH
YeJI0BEK, HAPUMED, T€HEePabHBINA JUPEKTOP): PUKA3bI, PACTIOPSKEHHUS, YKA3bI.
2) N3naBaemble KOJUIETHANIBHO (BO TJIaBe OpraHM3allud Haxoautcs, Hamnpumep, CoBer
JTUPEKTOPOB): TIOCTAHOBJICHHUSI, PEILICHHUS.

19.Kaknue MOKYMEHTBI Ha3bIBAKOTCS OpPraHU3allMOHHBIMH? Ha30BHUTE OCHOBHBIE BHJIBI
OpPTraHU3alMOHHBIX JTOKYMEHTOB U IPUBEAUTE MMPUMEPHI.

Opranu3anoHHbIe  JOKYMEHTBI ~ PErVIAMEHTHUPYIOT  ACATEIBHOCTh  JIH00OM
OpraHu3alliy, MPEANpUATHSI. B HUX mpomucaHbl MOPSJIOK CO3AaHUs, MpaBuia pabOThI,
YCTAHOBJICHA OPraHU3allMOHHAsl M IITAaTHAs CTPYKTYPbl KOMIIAHUHM, UMHU PETYJIUPYETCA
TPYJIOBOM PacHoOpPsJIOK U T.[I.

Opranu3anoHHbIe JOKYMEHTBI, YTOOBI 007aAaTh IOPUIUICCKON CHIIOHN, JOJDKHBI
CTpOr0  COOTBETCTBOBATH HOPMaMm  JICWCTBYIOWIETO  3aKOHOJATEJbCTBA.  TaKxke
OpraHU3allMOHHBIC JOKYMEHTHI OTJIMYAET elle OJHAa OCOOCHHOCTh - OHHM CO3JAI0TCS HE
T€X YacTO, TaK MPaBWIO, MPU YUYPEKICHUU MPEANPUATUS, €r0 PEOPraHu3aluud U
JIMKBHUIAIINH.

OCHOBHBIE BUJIbl OPTaHU3ALMOHHBIX JOKYMEHTOB MPUBEICHBI HUXKE:
1.YupeaurenbHbie ° VYcraB
° YupenuTenbHblid JOr0BOP
° OO6miee TmoNOXXKEeHHE 00 OpraHu3aIuu
JTAHHOTO BUJA
2.PernmameHTupyromnme ° [Tomoxenus
° IIItaTHOE pacniucanue
° NucTpykuus
o Permament

20. Kakas wuH(popmanus yka3bIBaeTCs Ha THUTYJIBHOM JIHCTE YcTaBa o00IlIecTBa C
OTpaHUYEHHON OTBETCTBEHHOCTHIO?

TUTynbHBIN THUCT yCTaBa, Kak MPaBUIIO, BKIOYAET CIEYIOIINEe PEKBU3UTHIL:

® HAMEHOBAaHHE MPEATIPUATHS;

eyKa3aHWE BUJA JOKYMCHTA,
® 1aTy YTBEPKICHUS;

erpud yTBEPKICHUS;

®OTMETKY O PETUCTPAINH (aKTYaJIbHO JIJIT KOMMEPUYECKUX CTPYKTYD);
eMeCTO M3/1aHus (YKa3bIBaeTCSI KOHKPETHBINM TOPO/T).

21. W3 kakux pas3fenoB COCTOUT TIOJIOKEHHWE O CTPYKTYPHOM TOJpa3AeieHUH
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opraHuzanuu’?

Kaxk npaBuiio, 1monoxeHue 0 CTpyKTYPHOM MOJIPA3ACIICHUN COAEPKUT CIEAYIOLINE
pa3naenbl:
1) OOmme TmOJOKEHHsI, TIJIe YKa3aHO IIOJIHOE W COKPAIICHHOC HaWuMCHOBAaHHE
NOAPA3AECICHUS, HOPMATUBHBIE JTOKYMEHTBI, KOTOPBIMU OHO PYKOBOJCTBYETCSI B CBOEHU
NEeSATEIBLHOCTH, TIOPSIOK Ha3HAYCHHS K OCBOOOKICHUSI PYKOBOJIUTENS, HAJIMYUE TIEYaTH.
2) OCHOBHBIC 3a/J1a4H.
3) OyHKIMH - KOHKPETHBIC BUJIBI pa0OT, BRITOJIHIEMBIX B paMKaX IOIpa3/IeIICHHUS.
4) TlpaBa W OO0S3aHHOCTH PYKOBOJHTEIS W PAOOTHUKOB IIPH BBHINOJHCHHH CBOHMX
TOJDKHOCTHBIX (DYHKITHH.
5) OTBeTCTBEHHOCTh PYKOBOAMTENS M PAOOTHUKOB B Clydae HEHAJUICKAIIETO
WCTIOJTHEHUSI CBOUX JIOJIKHOCTHBIX 00s13aHHOCTEH.
6) BsammoorHomenus. [lopsaok B3aWMOOTHOIICHUH C APYTUMH TOJpa3IeICHUSIMU
OpraHHU3alnH.
7) Topsiiok peopraHu3aIiy U JTUKBHIAIHH.

22 .JlaiiTe xapakTepuCTUKY «/{0JKHOCTHOM MHCTPYKIIUNY.

JIOIDKHOCTHAsT MHCTPYKIUSL COJEPKUT TMEepeueHb JIOJDKHOCTHBIX OO0sS3aHHOCTEN
paboOTHHKA, €ro mpaBa M OTBETCTBEHHOCTb, KBaNU(UKAIMOHHBIE TPEOOBAHUS K
JOJDKHOCTH U T. . JIODKHOCTHAs MHCTPYKIIUS HE SIBIIAETCA 00s3aTEIbHBIM JIOKYMEHTOM,
OJIHAKO €€ HAJINYME YIY4IIAET OPraHU3aIUI0 TPYAA, MOBBIIAET TPYAOBYIO JUCIUILIMHY.
Kpome TOro, momKHOCTHAsT HMHCTPYKLIMS MOXKET 3allMTUTh OPraHU3alMI0 B ClIydae
oOpaiiienusi pabotHuka B cyl. Pabotomarens MokeT 0OOCHOBaTh OTKa3 B MPUEME Ha
paboTy B CBSI3U C TE€M, UTO COMCKATEIh HE COOTBETCTBYET MPEABIBISIEMbIM TPEOOBaAHUSIM
K KBaJu(UKaIUU, JTI0Ka3aTh HECOOTBETCTBHE PAOOTHHMKA 3aHUMAEMOUN JTOHKHOCTH TPHU
MPOBEJACHNUN aTTECTAllMM, JI0Ka3aTh IPABOMEPHOCTh JUCIMUIIJIMHAPHOTO B3BICKAHUA,
HAJIOKEHHOTO Ha pabOTHHWKA, B CBA3M C HEHAICKAINUM HCIIOJHCHUEM WM
HEUCIIOJIHEHUEM UM JIOJDKHOCTHBIX 00S3aHHOCTEH.

TpynoBo# JOTOBOP COCTABIIAETCA HA OCHOBAHUU JOJXKHOCTHOW UHCTPYKIIUU.

Opranuzarusi MOXKeT pa3paboTaTh JOHKHOCTHYIO MHCTPYKIIMIO CaMOCTOSITEIHHO
onupasich Ha Enuspii TapudHO-KBATU(UKAIIMOHHBIA  CIPABOYHUK  JOJDKHOCTEH
PYKOBOJIUTENEH, CIICITUATIMCTOB U CIYXKAITUX WA MPOPECCUOHATIBHBIE CTaHIaPTHI.

JIOMDKHOCTHAST MHCTPYKIMS MOXKET OBITh THIOBOM, T. €. MPUMEHSTHCS KO BCEM
pabOTHUKAM M Ha TOW JOHKHOCTHM WM KOHKPETHOM, pa3paOOTaHHOW TOA KaXKa0ro
paboTHUKA UHAUBUIYATBLHO U OPOPMIICHHOM KaK MPUJIOKEHUE K TPYJOBOMY JOTOBODY.

23. Kakue pa3enbl BKIIFOYAOTCS B JOHKHOCTHYIO HHCTPYKIIUIO M KTO €€ TOTOBUT?
MO>KHO BBIZICIUTH CICAYIOIINE Pa3Ieibl JOJPKHOCTHOW HHCTPYKITUU:
* OOIIIHME TTOT0KEHUSA
* OCHOBHBIC 337291 ¥ (PYHKIIHH:
* 00S13aHHOCTH;
* 1IpaBa;
* OTBETCTBEHHOCTb.
Takoke MOXHO BKITFOUNUTH TAKUE PA3/Ieiibl KaK B3aUMOOTHOIIICHUS (B3aMOCBSI3H 10

JIOJDKHOCTH ), OTICHKA PAOOTHI, TOPSIIOK MEPECMOTPa TOJPKHOCTHOW HHCTPYKITUU U T. II.
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['otoBUT AOJDKHOCTHYIO HMHCTPYKIOHIO OTIACI KaApPOB, MOAIHMCHIBACT HAYaJIbHUK
JaHHOI'O OTACIIA, ITOCJIC YCT0 JOJDKHOCTHBIC HHCTPYKIHUH YTBCPIKAAOTCA PYKOBOIUTCIICM
OpraHu3aluu.

24. Ha kakue 2 rpyIIibl AeNIATCA pacopsSIuTeIbHbIE TOKYMEHThI?

Bce pacniopsiiutenbHbie TOKYMEHTBI MOYKHO Pa3/iefuTh Ha JABE TPYIIIIbL:
1) W3naBaecMble Ha OCHOBE €IWHOHAYA s (BO TJIABE OPraHU3allUM HAXOIWTCS OJUH
YeJI0BEK, HAPUMED, T€HEePaTbHbIN JUPEKTOP): MPUKA3bI, PACTIOPSAKEHUS, YKA3bI.
2) N3maBaeMble KOJUICTHATBHO (BO TJIaBEe OpraHU3aIlldu HaxXxoAuTcs, Harnpumep, Coer
JTUPEKTOPOB): TTIOCTAHOBJICHHUSI, PEILICHHUS.

25. VI3 Kakux 3TamoB COCTOUT CO3/IaHHUE PACTIOPSIUTEIHLHOTO JOKYMEHTA?
1) IIpeaBapuTenbHBIN (TTOCTAHOBKA 3aa4H);

2) Pa3paboTka npoexra;

3) CornacoBaHuie BHYTPEHHUE W/WJIM BHEITHEE B HEKOTOPBIX CIyUasix;

4) YTBepKIeHUE MPOEKTa PyKOBOJICTBOM;

5) U3nanue nokymeHTa U I0BEJIEHUE 0 UCTIOTHUTEIICH.

26. Ilepeuncnure OCHOBHBIC BUIbI TPUKA30B?

[Ipuka3pl MO OCHOBHOW MAESATEIBHOCTH PETYJHPYIOT OCHOBHBIE HANpPaBICHUS
NEATEIBHOCTH OPTaHU3AMHU. XPaHATCA OCTOSHHO Wi He MeHee 10 Jer.

[Ipuka3pl N0 aIMHUHUCTPATUBHO-XO3SWCTBEHHOM JESATEIBHOCTH IOCBSIICHBI
PELIEHUIO CIEeYIOLUX BOMPOCOB:
1) cobnroaeHue npaBusl BHYTPEHHETO Paciopsiika JesITeIbHOCTH,
2) SKCIUTyaTanus 31aHui, TOMEIICHHIA,
3) TpaHCIIOPTHOE 00CTY)KUBAHNE, BHYTPCHHSS CBS3b;
4) obecrieucHre OE30MACHOCTH OPraHU3aIINH.

JlaHHBIE JOKYMEHTBI XPAHATCS S JIET.

[IpuKka3pl O JUYHOMY COCTABY 3aKPEILISIIOT U OTPaXKarOT TPYAOBbIE OTHOLICHUS
paboTHHKA C paboTOIATENIEM.

K npuka3zam 1o JMYHOMY COCTaBY OTHOCSITCS MPHUKA3BI:

1) o mpueme Ha padoTy;

2) paCTOP>KEHHH TPYAOBOTO JOTrOBOpa (YBOJIbHCHHH);

3) npeaocTaBiIeHUH OTITYCKa,

4) npeMUpOBaHNH;

5) neperojg;

6) HampaBlICHUU B KOMAaHIUPOBKY U T. 1.

27. [ns yero mnpeaHa3Hauye€Hbl HMH(POPMALMOHHO-CHPABOYHBIE JOKYMEHTBI, KaKHe
JOKYMEHTBI K HUM OTHOCSITCS?

HNHupopMalinoHHO-CIIPaBOYHbIE JOKYMEHTBHI COOOIIAIOT CBEACHUS, MOOYXIAAIOIIHNe
IIPUHUMATh OIPENEJIECHHbIE PELICHHs, T. C. MHULUUUPYIOT YIPABICHYECKHUE PELICHUS,
MO3BOJIAIOT BHIOpATh TOT WJIM HMHOM CMoco0 ympaBieH4YecKoro BoznedcTBuss. OHU He
coJiepKaT NOpPYyUYEHUil, He 00A3BIBAIOT BBHITIOIHATH OPYUYEHUS.

OcHOBHOM 00BEM JOKYMEHTOB, OOECHEUYMBAIOMIMX HWH(OPMALMOHHBIA OOMEH
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MEXy OpPTaHM3AIUSIMU U CTPYKTYPHBIMHE TTOAPA3ACICHUSIMHI BKITIOYALT:
1) noknagHbIe M OOBSICHUTEIHHBIC 3aITUCKH;
2) aKThI;
3) crpaBkwy;
4) IPOTOKOJIBI;
5) cinyxeOHbIC MHChMA.
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13. KPUTEPUU OLNEHUBAHMU S
KPUTEPUU OLIEHUBAHUSA 3AJIAHAM B TECTOBOH ®OPME
Ouenka «5» (oriauuno) — 100-90% npaBuJIbHBIX 0TBETOB
u3 10 TecToB HE MeHeE 9 MPaBUIBHBIX OTBETOB
u3 15 TectoB He MeHee 14 mpaBUIIBHBIX OTBETOB
u3 20 TecToB HEe MeHee 18 mpaBUIBLHBIX OTBETOB
u3 30 TecToB HE MeHee 27 MPaBUIILHBIX OTBETOB
u3 35 TecToB HEe MeHee 31 mpaBUIIBHBIX OTBETOB
u3 50 TecToB He MeHee 45 NMpaBUIIbHBIX OTBETOB
u3 100 tectoB He MeHee 90 MpaBUIBLHBIX OTBETOB
Onenka «4» (xopomo) — 89-80% npaBujbHBIX 0TBETOB
n3 10 TecToB HE MEHEE 8 MPABUIIBHBIX OTBETOB
u3 15 TectoB He MeHee 12 npaBUIIbHBIX OTBETOB
u3 20 TecToB HE MeHee 16 OTBETOB MPABUIIbHBIX
u3 30 TecToB HE MeHee 24 TpaBUIbHBIX OTBETOB
u3 35 TeCTOB HE MEHee 28 MPaBUWIbHBIX OTBETOB
u3 50 TectoB HEe MeHee 40 MpaBUWIBHBIX OTBETOB
u3 100 tectoB He MmeHee 80 MpaBUIIBLHBIX OTBETOB
Ouenka «3» (y10BJ1eTBOPUTEIbHO) — 79-70% npaBUIbHBIX OTBETOB
u3 10 TecToB HE MeHee 7 MPaBUIBHBIX OTBETOB
u3 15 tectoB He MeHee 11 npaBUIBHBIX OTBETOB
u3 20 TecToB He MeHee 14 mpaBUIBHBIX OTBETOB
u3 30 TecToB He MeHee 21 mpaBUIIBHBIX OTBETOB
u3 35 TecTOB HEe MeHee 24 MpaBUIIBHBIX OTBETOB
u3 50 TecToB He MeHee 35 MpaBUIIBHBIX OTBETOB
u3 100 TectoB He MeHee 70 mpaBUIBLHBIX OTBETOB
Ounenka «2» (Hey10BJIETBOPUTEJIbHO) — MeHee 70% npaBWIbHBIX 0TBETOB
u3 10 BorpocoB 6 U MeHee MPaBUIIbHBIX OTBETOB
u3 15 Borpocos 10 1 MeHee MpaBUIIbHBIX OTBETOB
u3 20 BorpocoB 13 u MeHee MPaBUIIbHBIX OTBETOB
u3 30 TectoB 20 1 MeHee MPaBUIILHBIX OTBETOB
u3 35 TecToB 23 ¥ MEHEee MPABUIIbHBIX OTBETOB
n3 50 TectoB 34 1 MeHee NMPaBUIIbHBIX OTBETOB
u3 100 TecToB 69 1 MeHee MPaBUIIbHBIX OTBETOB

KPUTEPUU ONEHUBAHUSA KPOCCBOP/10B
Ouenka «5» (oriiuuno) — 100-90% npaBuJIbHBIX 0TBETOB
u3 10 BompocoB HE MeHee 9 TPaBUIIBHBIX OTBETOB

u3 15 BornpocoB He MeHee 14 mpaBUIIbHBIX OTBETOB

u3 20 BonpocoB HE MeHee 18 mpaBUIIbHBIX OTBETOB

Ouenka «4» (xopomo) — 89-80% npaBWJIbLHBIX 0TBETOB
u3 10 BompocoB HE MeHee 8 MPaBUIIbHBIX OTBETOB

u3 15 Bonpoco He MeHee 12 nmpaBUIILHBIX OTBETOB

n3 20 BompocoB He MeHeE 16 OTBETOB NMPABUIILHBIX
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Ouenka «3» (yaoBaeTBopuTeabHO) — 79-70% NpaBWIBLHBIX 0TBETOB

u3 10 BompocoB He MeHee 7 IPaBUIBHBIX OTBETOB

u3 15 BonpocoB He MeHee |1 npaBUIbHBIX OTBETOB

n3 20 BonpocoB He MeHee 14 TpaBUIbHBIX OTBETOB

Ounenka «2» (Hey10BJIETBOPUTEJIbHO) — MeHee 70% npaBWJIbHBIX 0TBETOB
u3 10 BorpocoB 6 U MeHee MPaBUIIbHBIX OTBETOB

u3 15 Borpocos 10 1 MeHee MpaBUIIbHBIX OTBETOB

u3 20 BonpocoB 13 1 MeHee MpaBUIIbHBIX OTBETOB

KPUTEPUU ONEHUBAHUA TEPMUHOJIOIT'HYECKOT'O IUKTAHTA
Ouenka «5» (oramuno) — 100-90% npaBuIbHBIX 0TBETOB

n3 10 BommpocoB He MeHee 9 NMPaBUIIBHBIX OTBETOB

u3 15 BorpocoB He MeHee 14 mpaBUIIBHBIX OTBETOB

u3 20 BOIIPOCOB HE MEHEE 18 MpaBUIIBHBIX OTBETOB

Ouenka «4» (xopomo) — 89-80% npaBuJIbHBIX 0TBETOB

u3 10 BorpocoB He MeHee 8 IPaBUIIBHBIX OTBETOB

u3 15 BonpocoB He MeHee 12 npaBUIbHBIX OTBETOB

u3 20 BOIIPpOCOB HE MEHEE 16 OTBETOB ITPaBUIIBHBIX

Ouenka «3» (y10BJIeTBOPUTEJIbHO) — 79-70% npaBUIbHBIX O0TBETOB

u3 10 BorpocoB He MeHee 7 IPaBUIIBHBIX OTBETOB

u3 15 BorpocoB He MeHee | 1 mpaBUIIBHBIX OTBETOB

n3 20 BOImpocoB He MeHee 14 mpaBUIIBHBIX OTBETOB

Ouenka «2» (Heya0BJIETBOPUTEIbLHO) — MeHee 70% npaBWJIbHBIX OTBETOB
u3 10 BonpocoB 6 1 MeHee TPaBUILHBIX OTBETOB

u3 15 Bonpocos 10 u MeHee mpaBUIILHBIX OTBETOB

u3 20 BonpocoB 13 1 MeHee MpaBUIIbHBIX OTBETOB

KPUTEPUU OLIEHKHN TEOPETHYECKOI'O KOMITIOHEHTA

5 (omauuno) — oOyuaromuics AEMOHCTPUPYET 3HAHUS B TOJHOM OOBEME MPOTPaAMMBI
OCHOBHOM y4e€OHOW JUCIUIUIMHBI, CBOOOJHO BJIQJECET MATEPHAIOM CMEXKHBIX
JVCUUIUINH, Ta€T MOJHbIE OTBETHI HA BOIMPOCHI, BBIACISS MIPU STOM OCHOBHBIE U CaMbl€
CYIIIECTBCHHBIC TOJIOKCHHS, MPUBOAUT TOYHBIC M TOJHBIC (HOPMYIUPOBKH, CBOOOJHO
BJIaJIeeT TOHSATUWHBIM allaparoM Yy4yeOHOW AMCIUIUIMHBI, OTBEUaeT 0e3 HaBOJSIINX
BOITPOCOB, MBICJTUT MOCEI0BATEIBLHO U JIOTUYHO, CTOCOOCH BECTH MOJIEMUKY, Pa3BUBATh
MOJIOKEHUS TIpeJiylaraeMble MPENo/1aBaTelieM.

4 (xopowio) — oOyyarONIMICA TEMOHCTPUPYET 3HAHUSA B MOJHOM OOBEME MPOTPAMMBI
OCHOBHOH y4eOHOU TUCHUIUIMHBI, B OCHOBHOM BJIAJI€€T MaTEPUATIOM CMEKHBIX YUCOHBIX
JTUCLUIUIMH, TIOHUMAEeT MpeAMeT pa30opa, OJHAKO J1aeT HE BIIOJIHE HCYEPIIHIBAIOILINE
OTBETHI, OTBEYAasi Ha JOMNOJIHUTEJIbHbIE HABOISLIUME BOIPOCHI, BIAJACET MOHATUHHBIM
anmapaToM y4eOHOM AUCIUIUIMHBI, MBICIUT TIOCIIEOBATEIHHO U JIOTUYHO.
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3 (yoosnemeopumenvno) — oOy4aIOIIUNCA JEMOHCTPUPYET 3HAHHSI OCHOB H3ydaeMoOM
y4eOHOM JUCIMIUIMHBI, BIaJeeT OCHOBAMH CMEXKHBIX YYEOHBIX IUCIMIUIAH, TOHUMAET
npeaMeT pa3dopa, OJHAKO JAaeT HE BIOJHE HCUEPIBIBAIOIIME OTBETHI, Ha HABOJSAIINE
JIOTIOJIHUTENbHBIE BOIPOCHI OTBEYAET B LIEJIOM MPAaBUIBHO, HO HE MOJHO, UCIBITHIBAET
3aTpyJHEHUS PU UCTOIb30BAHUH IMOHATUITHOIO anmnapara y4eOHON AUCHUIUINHBI.

2 (neyooenemeopumenbno) — OOy4AIOUIMIICS HE 3HAET 3HAYUTEIBHOW YacTH BOIPOCOB
10 OCHOBHOM M CMEXHBIM Y4€OHBIM JHUCIMIUIMHAM, 3aTPYJIHIETCS CUCTEMAaTU3UPOBATH
MaTepuall U MbICITUTb JIOTUYHO.

KPUTEPHUU OLIEHKU PELHIEHUSA HPOBJIEMHO-CHTYAHHOHHOﬁ
3AJTAYHAN
S «OTJIHYHO» - KOMIUIEKCHAas OLEHKA IMPEIJIOKEHHOW CUTyallud; 3HAHUE
TEOPETUYECKOr0 MaTepualia C YYETOM MEXKIUCUUIUIMHAPHBIX CBS3EH, NPABUIBHBIN
BBIOOP TAKTUKH JIEUCTBUM; MOCIEAOBATEILHOE, YBEPECHHOE BBIMOJHEHHUE MPAKTUYECKUX
YMEHHUM B COOTBETCTBUU C aJITOPUTMaMH JICHCTBUM;

4 «Xopomo» - KOMIUIEKCHAas OLICHKa IPEIIOKEHHOW CHUTyallud, HE3HAYNUTEIbHBIC
3aTPYJHEHHUs IIpU OTBETE HA TEOPETHUYECKUE BOIPOCHI, HEIOJHOE PACKPBITHUE
MEXIMCUUIUIMHAPHBIX CBSI3€H; MpPAaBWIbHBIM BBIOOP TAKTHUKU ACUCTBHI; JIOTHYECKOE
00OCHOBaHHE TEOPETHUUECKUX BOMPOCOB C  JOIMOJHUTEIbHBIMU KOMMEHTAPUSMU
MEe1arora; IOCIEA0BATEIbHOE, YBEPEHHOE BBINOJHEHUE MPAKTUYECKUX YMEHHU B
COOTBETCTBUM C AIITOPUTMOM JEHCTBUM;

3 «yIOBJETBOPUTEJIBbHO» - 3aTPYJHCHUS C KOMIUIEKCHOW OLIEHKOW NPEII0KECHHON
CUTyalliy;, HETMOJHBIA OTBET, TPeOyIOUMA HaBOIAIIMX BOIPOCOB IMeaarora; BbIOOP
TaKTUKU JEUCTBUM, B COOTBETCTBUU C CUTyallMEN, BO3MOXEH NP HABOASAIIMX BOIMPOCAX
reaarora, NpaBUJIbHOE MOCJIEI0BATEIBHOE, HO HEYBEPEHHOE BBIMIOJTHEHUE MPAKTHYECKUX
YMEHUH B COOTBETCTBUHU C AJITOPUTMOM JECHCTBUN;

2 «HeyI0BJIETBOPUTEJIbLHO)» — HEBEPHAsl OICHKA CUTYyallMW; HEMPABWILHO BBHIOpAHHAS
TaKTUKAa JACHCTBHM, NOpUBOASIIAS K YXYIUIEHUIO CUTyallud, HAPYLICHHUIO MPaBUII
0e30macHOCTH TMalreHTa (KJIMEHTa alTeK!u) U MEIUIMHCKOTO MepCOoHalIa; HEeMPaBUILHOE
BBITIOJTHEHUE MPAKTUYECKUX YMEHHUM.

KPUTEPUU OLUEHKU PE®EPATA

Kputepun kadecTsa 0 GamtoB 2 Gaia 3 bamna 4 Gayna 5 6anos
CootBercTBHE Pedepar ne Conepxanue Conepxanue Copnepxanue Copnepxanne
COJIep)KaHus COOTBETCTBYET | pedepara He  |pedepara B pedepara pedepara
pedepara Teme u | TeMe HOJIHOCTBIO OCHOBHOM HOJIHOCTBIO HOJIHOCTBIO
MOCTaBIEHHBIM COOTBETCTBYET |COOTBETCTBYET | COOTBETCTBYET | COOTBETCTBYET
3aza4yam TeMe TEeMe U 3a/la4aM | TeMe U TeMe U

IIOCTaBJICHHBIM | ITOCTABJIECHHBIM

62




3agadam 3ajauam
ITonnora Tema He Tema packpbita | Tema packpeita | Tema Tema
PacKpBITHS TEMBI H| pacKpbITa HEJI0CTaTOYHO, |HEJOCTaTOYHO | PacKphITa, MOJTHOCTBIO
UCIIOJIb30BaHUS HCIIONB30BaHO  |HMCIIOJIBb30BAaHbl | OJHAKO packpsita,
HCTOYHHUKOB MaJio HCTOYHUKOE HE BCE HEKOTOpbIE HCTIOJIb30BaHbI
OCHOBHBIC MOJIOKEHUS COBpEMEHHbBIE
WUCTOYHUKHU pedepara HUCTOYHUKHU
JUTEPATYpPHI H3JI0KEHbI HE | JIUTEPaTyphl B
CIIMIIKOM JIOCTAaTOYHOM
nopo0Ho, KOJINYECTBE
TpeOyroT
YTOUHEHHS,
UCIIOJIb30BaHbI
BCE OCHOBHBIE
HUCTOYHUKHU
JUTEPATypPhI
YMenune BeiBozb! HE Marepunan He Marepnan Martepunan Marepunan
00001UTh clieJIaHbl 0000111eH, 0000111eH, HO 0000111eH, 0000111eH,
MaTepuai u BBIBOJIOB HET BBIBOJIBI CeTaHbI CeTaHbI
CZeTaTh KpaTKue TPOMO3JIKHE, YEeTKHE YEeTKUE U
BBIBOZBI HE YEeTKHE BBIBOZIBI SICHBIC BBIBOJIBI
WNmroctpanuu, ux | Mmroctpaumii | Miumroctpanuu | Mimnmroctpanuu | Miuroctpaumu | Minmroctpanuu
WH(POPMATHUBHOCTE| HET HE HEZOCTAaTOYHO | WH(OPMATHUBHBI | HHHOPMATHBHBI
MH(POPMAaTHUBHBI{ THYOPMATHUBHEI | €, XOPOILETro € BBICOKOTO
e KayecTBa KadyecTBa
CootBercTBHE He He OcHoBHBIE Odopmnenue Odopmiienne
odopmiteHUS COOTBETCTBYET | COOJFOIEHBI TpeOoBaHUA K | pedepara pedepara
pedepara OCHOBHBIC O(OPMIICHUIO | ITOJIHOCTHIO MOJIHOCTBIO
NPEabsABISIEMbIM TpeboBaHus K | pedepara COOTBETCTBYET | COOTBETCTBYET
TpeOOBaHUIM odopmieHut0 | coOIroIeHbI NPEAbSBISIEMBl | IPEIBSIBISECMbI
pedepara M TpeOOBaHUAM | M TPEOOBaHUSIM

MaxkcumMaibHBIi 0aJJ1, KOTOPBI MOXET TMONY4YUTh OoOywarommuiics 3a pedepar, — 25
0aJL10B.
[IIkana nmepeBoaa pedTUHTA B YETHIPEXOATUIBHYIO TITKAy OIICHOK
«2» «3» «4» «5»
Onenka
HEYJOBJIETBOPUTEIBHO | YJIOBJIETBOPUTEIIBHO | XOPOIIO OTJINYHO
[TepBuuHBIN
o 0-12 13-16 17-20 21.25
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KPUTEPUM OIIEHKH NTPE3EHTAIINI

Onenka 5 4 3 2
PaboTa nonHOCTHIO [Touytn nonnoctero | He Bce PaGora
3aBepILICHA cenaHbl Haubojee | BaKHeHIme clesaHa

BaKHbBIC KOMIIOHEHTHI | (pparMeHTapHO
KOMITOHEHTBI padboThI Y C IOMOUIBIO
paboThI BBIIIOJIHEHBI nejarora
Pabota nemonctpupyer | Pabora Pabota PaGora
rNIyOOKO€ IOHMMaHHue | JEMOHCTPUPYET JEMOHCTPUPYE | JEMOHCTPUPYET
ONKCBIBAEMBIX MTOHUMaHUE T HIOHUMaHUE, | MUHUMAJIbHOE
MIPOLIECCOB OCHOBHBIX HO HEMOJHOE | MOHUMAaHHE
MOMEHTOB, XOTS
HEKOTOPBIE IETAIN
HE YTOYHSIOTCS
JlaHBI HHTEPECHBIE Nwmerores JluckyccuonH | MuHumym
JUCKYCCUOHHBIE HEKOTOpbIE pI€ MAaTepUasbl | JTUCKYCCHOHHBI
Marepuaibl. ['paMOTHO | MaTepHUaIbl €CThb B X MaTepHUaJoB.
UCIIONIb3YETCSl HayyHasl | JUCKYCCMOHHOTO | HAJIMYUH, HO | MUHUMYM
JIEKCHKa XapakTepa. HE HAYYHBIX
Hayunas nekcuka | cmocoOCTBYIOT | TEPMUHOB
UCIIOJIB3YETCSl, HO | IOHUMAaHUIO
WHOT]Ia HE poOJIEMBI.
KOPPEKTHO. Hayunas
TEPMHUHOJIOTHS
WIH
UCIIOJIb3YETCS
MaJio Win
UCIIOJIb3YETCS
HEKOPPEKTHO.
OOyuaromuiics OOyuaromuiics OoOyuaromuiic | MaTepnperanu
npenajgaraer OOJILLIMHCTBE s UHOT 1A s OrpaHUYeHa
COOCTBEHHYIO ciy4yaeB npenajaraer WIH
UHTEPIPETALNIO WU npeajaraer CBOIO OecrnoyBeHHa
Pa3BUTHE TEMBI COOCTBEHHYIO UHTEpIpeTann
(06o6IIeHUS, UHTEPITPETAIIHIO 10
MPUIIOKEHUS, WIN pa3BUTHE
AHaJIOTHH ) TEMBI
Besne, roe Bo3moxHO | [loutn Bezne Obyuaromemy | OGyuaromuiics
@ BBIOMpaeTcs 6osee BBIOMpaeTcs 0osiee | Cs Hy)KHa MOXET
z 3¢ pexTUBHBIN W/UH 3¢ pexTuBHBIN IOMOIIb B pabortartb
£ | cioxHbIH mponece npolecc BBIOOpE TOJIBKO TIO]]
% 3(PEKTUBHOTO | PYyKOBOJCTBOM
o npolecca nejarora
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= Jn3aiiH ToruyeH u Jln3aitH ecTh Jn3aitn Jn3aitH He
s O4YEeBUIECH CIIyYalHbIN siceH
= Nwmerorcs nocrosiuubie | Umerorcs Her DJIEMEHTBI
AJIEMEHTHI AU3aiiHa. MIOCTOSIHHBIE MOCTOSHHBIX | IHU3aiiHa
JIv3aliH MOTYEPKUBAET | DJIEMEHTHI 3JIEMEHTOB MeEIIA0T
COZEpKaHHUE. nu3ainHa. [{u3aliH | au3aliHa. COAEPKAHHUIO,
COOTBETCTBYET JIi3aliH MOKET | HAKJIAIbIBASICh
COAEPKAHUIO. U HE Ha HETO.
COOTBETCTBOBA
Th
COAEPKAHUIO.
Bce mapamerpsl [Tapamerpsl [TapameTpsl [Tapametpsl He
mpudTa Xoporo mpudTra mpudTra 0100paHBbI.
0100paHbl (TEKCT 0/100paHBbI. HEJIOCTaTOYHO | /lemaroT Teker
XOPOIIIO YATAETCH) [pudT yntaem. XOPOIIIO TPYAHOYUTAEM
o00paHsI, BIM
MOT'YT MEIIaTh
BOCIIPUSTHUIO
Xopouo nogodpaxa, I'paduxa I'paduxa mano | I'paduka He
< COOTBETCTBYET COOTBETCTBYET COOTBETCTBYET | COOTBETCTBYET
= COAEPKAHHUIO, COAEPKAHUIO COIEPKAHUIO | COMCPIKAHUIO
E oOorarmaer
= coaepkaHue
Het ommbok: o1 MuHuMaJIbHOE Ectpb ommmbOku, | MHOTO
- rpaMMaTHYeCKUX, HU KOJINYECTBO MEIIAOIINE OIHOOK,
§ CUHTaKCUYECKUX 91112 (J0N BOCHPUSTHIO | JIEJIAFOIINAX
é MaTepual
= TPYAHBIM JIJIs1
~ BOCIIPUATHS

MakcuManbHbIN 0aJ/U1, KOTOPBIM MOXET MOJYYUTh OOyYarOlIUKCs 3a MPE3CHTAIUI0, —

50 6anJ10B.
[Ixana mepeBojia peTUHTA B YETHIPEXOATUIPHYIO TIKATY OI[EHOK

«2» «3» «y «5»
Onenka
HEYJIOBJIETBOPUTEIILHO | YIOBJIECTBOPUTEIHLHO |  XOPOIIIO OTJINYHO
Hepauunbiii 0-32 33.37 38.42 43.50
Oat
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