AHHOTaNus
OI1.05. Jlokymenmayuonnoe obecneueHue ynpasieHus

1. O6nacty npumeHennst padoydeii NporpaMmsl

Pabouas mporpaMMa JUCHUIUIMHBI SIBJISIETCS YacTbl0 OCHOBHOM 0Opa3oBaTEIbHOW NpOrpaMMbl B
coorBercTBUM ¢ ®I'OC nmns cnenumansHOCTH: (YKpynHeHHas rpymma crnenuansHocteid 21.00.00
[Ipuknagnas reoyiorusi, TOpHOE neno, HedTerazoBoe aeno u reoxesus), 21.02.05 3emensHo-

MMYILECTBEHHbIE OTHOIICHHUS, 1J11 00ydaromuxcst O4HON (GOpMbI 00YUECHHUS.

2. MecTo y4yeOHOW JMCUMIUIMHBI B  CTPYKTYpe OCHOBHOWi  mpodeccHoHAIbLHOI
o0pa3oBaTeJIbHOM MPOrPaMMbI
Huctummuaa  OI1.05.  JlokyMeHTaIllmOHHOE  OOECTICUCHHE YIpaBJICHUS OTHOCHUTCS K

po(ecCHOHATTLHOMY ITUKITY, 00IIenpodeCCHOHATBHBIM TUCIUIUTMHAM. J{MCIUITIINHA pean3yeTcs
B paMKax 00s13aTeJIbHON YacTH.

3. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUSA TUCHUIIJIMHBI:

Kon
YMmenus 3HaHus
OK, I1IK
- ohopMIIATH TOKYMEHTALIUIO B - IOHSATHE, LIEJIU, 3a]]a4 U TIPUHIIUITBI
COOTBETCTBUH C HOPMAaTHBHON JIeIIOTPOU3BOCTBA;
0a30i1, UCTIOJB3Ys - OCHOBHBIC TOHSTHUS IOKYMEHTAlIMOHHOTO
OK'1- | yudopmamroHHbIe TEXHOTOTHH; obecrieueHus ypaBlIcHUS,
10 - OCYIICCTBIISATH AaBTOMATH3AIUIO - CHCTEMBI JOKYMEHTAlIMOHHOTO 00ECIICYCHUS
K 1.1 00pabOTKH JOKYMEHTOB; yTIpaBJICHUS;
"7 | - yANHUUMPOBATH CHCTEMBI - KJacCU(UKAIUIO JOKYMEHTOB;
L5, JOKYMEHTALIUH; - TpeOOBaHMUS K COCTaBICHHIO U O(OPMIICHUIO
2.1-2.4, | - OCYIIECTBIATH XPAHEHNE U TIONCK | AOKYMEHTOB;
JIOKYMEHTOB; - OpTaHHU3alLHUI0 TOKYMEHTO000pOTa: IPUEM,
3.1-3.5, | - ocyImecTBIATE aBTOMATH3ALHIO 00paboTKY, pErUCTPAIUIO, KOHTPOJIb,
00paboTKH JOKYMEHTOB; XpaHeHHEe JOKyMEHTOB, HOMEHKIIATYPY /e
41-46 | _ycnomsaonats
TEJIEKOMMyHUKAIIMOHHBIE
TEXHOJIOTUH B DJICKTPOHHOM
JOKYMEHTO000poTe




4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHDbI

4.1 O0beM JMCHUILUIAHBI U BUAbI Y4eOHOM padoThI

Ounas hopma oOydeHHst

Buo yueonoit pabomut Oobvem uacos

MakcumajbHas yueOHasi Harpy3ka (Bcero) 75
O6s13aTesibHAsI ayAUTOPHAsI ydyeOHAasi HATPY3Ka (Bcero) 50

B TOM YHCIIC:

JEKIHH (YPOKH) 24
NPAaKTUICCKHUE 3aHATHS -
1abopaTOPHBIE 3aHATHS 26
KypcoBasi paboTta (IIpOeKT) (eciu npedycmompena) -
CamocrosiTesibHas padoTa o0yuaroiierocs (Bcero) 25

[TpomexxyTouHas arrectanus B popme oughgepenyuposanno2o 3auema.
- Ha 0ase cpeHero o0Iero 00pa3oBaHus - B 1EPBOM CEMECTPE

4.2. Cogepxxanmne TUCUUIIMHBI

Paznen 1. /lenonpouszeoocmeo, kak cpepa ynpasieHueckoti 0esamenbHOCHU.

Tewma 1.1. /Joxymenmayus.

Tema 1.2. Knaccugurayus u oghopmienue  opeanu3ayuOHHO-pACNOPAOUMENbHbIX

ooxymenmos (OP/]).

Tema 1.3. /lenosas koppecnonoenyus.

Tewma 1.4. Ungopmayuonno-cnpagounas 0oKymeHmayusi.
Tema 1.5. Jokymenmayusi no mpyoosvim omuouleHusM.
Paznen 2. Texnonozcus pabomsi ¢ doxymenmamu.

Tema 2.1. Opeanusayus denonpoussoocmaa.

Tema 2.2. Konghuoenyuanovroe denonpouzeo0cmeo.
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1. MACIIOPT PABOYEM ITPOT'PAMMBI JIACIUIIIMHBI

1.1. Ob6aacTs NpuMeHeHHs padoyeil MPOrpaMMsl

Pabouast mporpaMma JUCHUIUIMHBI SBISIETCS YacThIO OCHOBHOW 0Opa3oBaTeNIbHOW NMPOTpaMMBI B
cootBercTBUU ¢ PI'OC nns cnenuanbHOCTH: (YKpyHnHEHHas rpynna cnenuansHocreid 21.00.00
[lpuknagnas Teoyorusi, ropHoe naeno, HedrerazoBoe neno u reoxaesus), 21.02.05 3emenbHO-

UMYIIECTBEHHBIC OTHOIICHHUS, JJI1 00YyJaIOMUXCsl OYHON (hOPMBI OOYICHHUS.

1.2. MecTo y4yeOHOW JUCHUIJIMHBI B  CTPYKTYpe OCHOBHOW mpodeccMoHAIbHOI
0o0pa3oBaTeJIbHOM MPOrPaMMbI
Hucummmna OIL0S.  JlokymeHTannoHHOe oOOecreYeHne YHpaBICHHS OTHOCUTCS K

npodecCuoHaNbHOMY IUKITY, 00IenpodecCHOHaIbHBIM TUCIUILIMHAM. JIMCIUITIIMHA peanu3yercs

B paMKax 00s3aTEJIbHOMN YacTH.

1.3. ]_le.]]b " IVIAHUPYEMbI€ pe3yJibTAaTbl OCBOCHHUS TUCHUIIIMHDBI:

Kon
YMeHus 3HaHus
OK, IIK
- 0OPMIISTH TOKYMEHTALIUIO B - TIOHATHE, 1IEJTH, 33]]a4 U IPUHIIATIBI
COOTBETCTBUU C HOPMATHUBHOM JIEIOTIPOU3BO/ICTBA;
OK 1 0a30ii, UCIIONB3YS - OCHOBHBIE TIOHATHUSA JOKYMEHTAIIHOHHOTO

WH(POPMALMOHHBIE TEXHOJIOTHH;
10 - OCYIIECTBIISATH AaBTOMATH3ALUIO
00paboTKH JOKYMEHTOB;

IIK 1.1 -
- YHU(ULIUPOBATH CUCTEMBI
15, JOKyYMEHTAaINU,
21 .24 |- OCYLECTBIATh XpaHEHHE U TIOMCK
" | moKyMeHTOB;
3.1-3.5, | - ocyIIEeCTBIAT aBTOMATH3AIIUIO
41-46 00paboOTKH JOKYMEHTOB;

- UCTIOJIb30BATh
TCJIICKOMMYHHUKAIIMOHHBIC
TEXHOJIOTUH B 3JIEKTPOHHOM
JIOKYMEHTO0000pOTe

oOecrnieueHus yrnpaBIcHUs;

- CHCTEMBbI JOKYMEHTAallMOHHOTO 00eCeYeHus
yIIpaBIICHUS;

- KJIJacCCU(PMKALIMIO JOKYMEHTOB;

- TpeOOBaHUs K COCTABICHUIO B O(DOPMIICHHUIO
JIOKYMEHTOB;

- OpraHM3aLHUI0 JOKYMEHTO000POTa: TIPHEM,
00paboTKy, perucTpannio, KOHTPOJb,
XpaHEeHHE JIOKYMEHTOB, HOMEHKIIATYPY JeT




2. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHDbI

2.1 O0beM QMCHUILIAHBI U BUAbI Y4eOHOM padoThI

Ounas hopma oOydeHHst

Buo yueonoit pabomut Obvem uacos

MakcumajbHas yueOHasi Harpy3ka (Bcero) 75
Oo0si3aTesibHAs ayAUTOPHAs y4eOHas HArPy3Ka (Bcero) 50

B TOM YHCIIE:

JeKuu (YpoKH) 24
MPAKTUYECKHUE 3aHITUS -
n1abopaTopHbIC 3aHATH 26
KypcoBasi paboTta (IIpOeKT) (eciu npedycmompena) -
CamocrosiTesibHas padoTa o0yuyaroierocs (Bcero) 25

[TpomexxyTouHas arrectanus B popme oughgepenyuposannoco 3auema.
- Ha 0ase cpeaHero o0Iero oOpa3oBaHus - B 1epPBOM CEMECTPE




2.2. TemaTn4yecKuil IJIaH U coJepPKaHUE TUCIHUIIMHBI

Ounas hopma oOyueHus

AKXTHBHBIC U
Conep:xxanue y4ye0HOro MaTepuasa, JadopaTopHbie U
UHTEPAaKTUBHbIE
HaumenoBanue NPaKTH4YecKue padoThl, CAMOCTOsAITeIbHAasI padoTa O0beM yacoB P YpoBeHnb
pa3iesioB U TeM o0yyaromuxcs, KypcoBasi padot (IpoeKT) (eciu poB S,Z[CHI/I}I ocBOCHHUS!
npeoycCmMompeHbl .
pecy pervl) 3aHATUN
1 2 3 4
Paznean 1.
Jenonpon3BoacTBO, KaK
cepa ynpaBjieHUecKoil
AeITeJIbHOCTH
Tema 1.1. Copnepxkanne ydeOHOro Marepuana
JlokymeHTanus 1 | [lonstue o nenomnpou3BoAcTBE. OCHOBHBIC TOHSTHUS U
ompezeneHuss B 00JIacTH AENOMPOM3BOJACTBA. Buabl 4
JOKYMEHTOB WX Kiaccudukanus. YHuGUIUpPOBaHHAS Jlexyus-ouanoz 1
cuctema u ctangaptuzanus OP/I.
TpeGoBanust K  COCTaBIEHUIO HW  O(OPMIICHHUIO
JlaGopatopnast pabota Ne 1 Pazoop
Odopmnenne pekBu3uToB 1okymeHToB o ['OCT P 7.0.97- 6 KOHKDEmHbIX
2016 mpu yriioBom u O0OKYMEHMOo8
CamocrosrtenbHas pabora Ne 1
Bupl paboT: moAroTOBKa KOHCIIEKTOB. 5
Tematuka: [IpaBuna paGotel ¢ Gymaroii ¢opmata A 1o
I'OCT 9327
Tema 1.2. Coneprkanne yaeOHOTO MaTepuana
Knaccudukamus u
ccuuxan 1 | Knaccudukammst u  odopmiieHHE OpraHU3aIMOHHBIX
odopmiieHre
JIOKYMEHTOB.
OpTraHU3aI[MOHHO- 4
Knaccupukanus u odopmieHue pacnopsauTelbHbBIX
pacropsaIuTeIbHBIX TOKYMEHTOB Jlexyus-ouanoe 1
noxkymenToB(OPJT) i
OOmiasi xapakTepuUCTHKa M 3HAYCHHE OPraHU3allMOHHO-
pacnopsiautensHoi nokyMmenTauu (OPJ]). Bunst OP/L.
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[opsimox coctaBiieHUs,, OQPOPMIICHUS W HCIIOJIB30BaHUS
OPJI.

JlaGopaTtopHnas pabota No2,3
[Tpukas. CocraBnenue u ohopmiIeHUE MPUKa3a MO0 OCHOBHOM
au4HoMy coctaBy. CoctaBieHue u 0OpMIICHHE BHIITUCKU U
OCHOBHOU JIEATEIBHOCTH.
Pacniopsxenue. CoctaButh U 0OPMHUTH pacoOpsHKEHHUE.

Paszoop
KOHKDEMHbIX
O0OKYMEeHMO8

CamocrosrenbHas pabora Ne 2

Buzpl paboT: BRIIONIHEHHE IPAKTUYECKOTO 3aaHusl.
Tematuka: cocraBieHHe U O(OPMIIEHHE PACHOPSKEHUS
(pemenus).

Tema 1.3. Coneprkanue yueOHOro MaTepuana
Henosas 1 | KoppecHoH ieHIHs, ee BU/Ibl, OHSITHE, CYIIHOCTb. Jlexyus-ouanoe
KOppeCIOHACHIIA JlaGoparopras paGora Ne4: Paz6op
CocraBnenne #  OQOpMIIEHHE  NHCHMA-IPOCHOBI | KOHKpemHbix
rapaHTUHHOTO MUCHMA. OOKYMeHmMOs
CamocTtosarenbHas padora Ne 3
Bupl paboT: BHIIOTHEHNE TPAKTUIECKOTO 3a/1aHHS.
Temartuka: cocraBieHne ©  OQOpPMIIEHHE  IUCHhMa-
NPUTJIAIICHUS, 3alpoca, OTKa3a, CONMPOBOAMUTEIHLHOTO MHCHMA,
MH(OPMAIIMOHHOTO
Tema 1.4. Cogneprkanne ydeOHOro MaTepuana
WNudopmannonHo- 1 | 3nayenue u oOmAs XapaKTepUCTHKA HH(POPMAIMOHHO-
CTpaBOYHAs CIPAaBOYHBIX JOKYMEHTOB
JOKYMEHTAIUs JlaGopatopHas pabota Ne 5,6:
3HaueHue M o00mas XapaKTepUCTHKa HHPOPMAIOHHO- Paszbop
CIPaBOYHBIX IOKyMEHTOB. KOHKDEMHbIX
CocraBnenue u odopmIieHre nH(pOpMaIMOHHO- O0OKYMEeHmMO8
CIPABOYHBIX JOKYMEHTOB OpraHU3alHH.
CamocrosarenbHas padora Ne 4
Busl paboT: BBIOTHEHNE MPAKTUYECKOTO 3a/1aHHsL.
Tematnka: cocraBneHne U 0hOpMIICHHE aKTa.
Tema 1.5. Coneprxanue yueOHOro MaTepuaa




JloxymeHTauus no

1 | O0mas xapakTepucTHKa JOKYMEHTHPOBAHHs Ipoliecca

TPYJIOBBIM JBUKEHUSI KaJIpOB. Jlexyust
OTHOIIEHUSM 3amaun wu GyHKOUU KaapoBod  pabotel.  CocraB
JIOKYMEHTOB, 00€CTIeYMBAIOLINX
Pazpmea 2.
TexHoJiorust padoTsl
Tema 2.1. Copneprkanue ydeOHOro Marepuana
Opranuzanus 4
1 ‘ JIOKyMeHTO000pOT, JOKYMEHTOIIOTOKH, UX BUJBI. Jlexyus-ouanoe
JIEJIONPOU3BOICTBA
CamocrostenpHas padora Ne 5
Bupl paboT: MOArOTOBKA KOHCIIEKTOB.
Tematuka: OCHOBBI cHCTEMaTH3allUd JOKYMEHTOB U 2
odopmIieHHE UX B ACIIO.
CocrasieHue u oopmiieHHe ONUCH Jena.
Tema 2.2. Cogepxanue yueOHOro MaTepuana
Kongunenuuansroe 1 | 3amaun, ocoOeHHOCTH, OpraHu3alus KOH(PHUIEHIIHAIBHOTO
ACTOMPOU3BOACTBO JIeTOTPON3BOICTRA. ) 4 IpoGrennas
JlokyMeHTHUpOBaHuEe KOHPHUACHIUATHLHONU HHOpMAIUH. nexiyus
Yyer KOHQUACHLMAIBHBIX JOKYMEHTOB. MTorosoe
saugrue. Judd. 3ager
CamocrosrenbHas pabora Ne 6
Bupl paboT: MOArOTOBKA KOHCIIEKTOB.
Tematuka: [IpaBuiia THpakupoBaHUs KOH(UIACHITNATBHBIX [T
[IpaBuna cocraBneHus HoMmeHKIatyp. PopMupoBaHue u 3
opopmieHre KOHPHUICHIHMAIBHBIX Jel. PeXuM XpaHeHUs
KOH(UICHIIMATBHBIX JOKYMEHTOB.
Bceero: | 50 -
ayJIUTOpHBIE,
25—
CaMOCTOSITENIbHA
g pabora




[TocnenoBarenbHOE TEMAaTUYECKOE TIAHUPOBAHHUE COJIEp:KaHUs paboueil MporpaMMbl TUCHUILUIMHBI, KaJe€HAapHble 00BEMbI, BUABI 3aHITHHA, (HOPMBI
OpraHu3ali CAMOCTOATENbHOM pabOoThI TaK)Ke KOHKPETU3UPYIOTCS B KalleHAapHO-TeMaTinueckoM 1ane (IIpunoskenue Ne 1).

L [Tna xapaxmepucmuxu ypoeHs océoenus yuebHo20 Mamepuaida UCnoIb3yIomcs credyoujue 0603HaAUeHUA:

1. — o3nakomumenvHolli (y3HABAHUE paHee U3YYEHHBIX 00BEKMO08, CBOUCME);

2. — penpoOyKmueHblil (8bINOIHEHUE 0essmelbHOCMU N0 00Pa3yy, UHCMPYKYUU UTU NOO PYKOBOOCHBEOM),

3. — NPOOYKMuUGHbLU (NIAHUPOBAHUE U CAMOCTNOSAMENbHOE BLINOJIHEHUE 0esAMeNbHOCIU, PeuleHe NPOOIEMHBIX 3a0aY).

Kak npasuno, «1» cmasumcsi Hanpomue memvl, BbIHOCUMOU HA JIEKYUOHHOEe 3ausmue, «2»-«3» - CMasumcsi Hanpomue mem, 6blHOCUMbBIX Hd
npakmuyecKue 3aHAmus.
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3. ®OHJ OHEHOYHBIX CPEJACTB, V1A IPOBEJEHUSI TEKYIIEI'O KOHTPOJIS 1
IMPOMEXYTOYHOU ATTECTAIIUN OBYYAIOIIIUXCA 11O JTUCHUTIJIMHE
MOAYJIIO)

®ona oneHounblx cpenactB (mamee — DOC) - KOMIUIEKT METOJAMYECKHMX U KOHTPOJIBHBIX
MaTEpUaIOB, HCIOIb3YEMBIX IIPU IPOBEICHUM TEKYLIETO KOHTPOJS OCBOEHUS PpE3YNbTAaTOB
oOyueHuss u npomexyrouHod arrectauuu. ®OC npenHazHayeH A KOHTPOJS M YIpPaBJICHUS
IPOLIECCOM MTPUOOPETEHUS 00YUAIOIMMUCS HEOOXOAUMBIX 3HAHUM, YMEHUH, IPAKTUYECKOI O OIbITa
U KomnereHuui, onpeaeneHubix Bo @PI'OC (IIpunoxenne Ne 2).

TunoBble KOHTPOJIBHBIE OLIEHOYHBIE CPEACTBA, HEOOXOIMMBIE ISl OLIEHKU 3HaHWM, YMEHMI,
HaBBIKOB M OMBITa JCATEIBHOCTH, XapaKTEPHU3YIOIIMX 3Tanbl (OPMHPOBAHUS KOMIICTCHLUH B
nporecce OCBOSHHsI 00pa30BaTeNbHON MPOrpaMMbl U METOJUYECKUE MATepHAIIbl, OMpPEACIISIONIre
IpOLEAYpbl OLIEHWBAHUS 3HAHWM, YMEHUH, HAaBBIKOB U OIbITA JEATEIBHOCTH, XapaKTEPU3YIOIINX
sTansl HOpMUPOBAHMS KOMIIETEHIUH rpencTaBiaeHsl B [Ipmnosxenun Ne 2.

4. YCJIOBUS PEAJIMZALIMU JTUCHUIIJIMHBI
4.1. Tpe6oBaHUSI K MUHUMAJLHOMY MaTepUAIbHO-TEXHUYECKOMY 00ecredeHUuIo

JlabopaTopus Mccle0BaHKs TIPOLECCOB B IKOHOMEKe M ynpasinenun (Ne311a) — 82,9m2 (r. Yia,
yi. K. Mapkca, 1. 3, kopr. 4)

[Tepconanbnblii kKoMITbIOTED lenovo thinkcentre — 16 .

Hocka — 1 mir.

Cron — 26 wr.

Cryn — 26 .

TpuOyna — 1 mT.

Jla6opaTopust HHPOPMALMOHHEIX TEXHOIOTHI B SKOHOMHUKe U yrpasiaennn (Ne3118) — 82,2m2 (r.
VYoa, yn. K. Mapkca, 1. 3, kop. 4)

[TepconanbHbIil KoMObroTep B KoMIutiekTe Ne 1 iru corp 510 — 14

Hocka — 1 mt.

Cron — 26 wr.

Cryn — 26 mir.

Tpubyna — 1 mrT.

KabuHeT JOKyMEHTAaIlMOHHOTO obecreuenus ympasienus (Ne405) — 161,8m? (r. Yoa, yn. K.
Mapkca, 1. 3, kopr. 4)
Boxkanbnbie paguomukpodornst AKGWMS 40 — 2 mir.
WHTepakTHBHAS CHCTEMa CO BCTPOSHHBIM KOPOTKO(GOKYCHBIM IpoekTopoM Promethean ActivBoard
387 RPO MOUNT EST
Kommerotep BerpauBaemsiii B kadeapy INTEL Core 13-4150/DDr3 4 Gb/HDD
Okpan HacTeHHbIi Draper Luma AV(1:1) 96/96°244*244MV (XT1000E)
HacTonbHblil nHTEpakTUBHBIN Auciieil ActivPanel 218
Martpuunslii kommyTatop curnanoB uarepderica HDMI CMPRO 4H4H
Mynberumenna-nipoektop Panasonic PT-EW640E
JIByxmonocHblit HacTeHHbIN TpomkoroBoputesib 20B1/100B uBet 6ensiit (MASK4TW) (Genbrit) — 6
IIT.
[Ternuunsnii paguomukpopon AKG WMS45
Tepmuran Bueo KoHdepert-casasu LifeSize Icon 600 Camera 10xPhone 2" Generation
Okpan HacTenHsiid Draper Luma AV (1:1) 96/96244*244MV (XT1000E)
Jocka — 1 mT.
Cron — 3 mwr.
Cryn — 3 mr.
VYyenuueckas napra TpexMmectHast — 35 miT.
Tpubyna — 1 mr.
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4.2. YueOHo-MeToAHYecKOe U MHPOPMALMOHHOE 00ecTieYeHUe TN CUUIIMHBI (MOTYJIs1)

4.2.1. IlepeyeHb OCHOBHOW M JONOJHHUTEIbHOH Y4eOHOH JMTepaTypbl, HEOOXOAUMON AJs
OCBOEHMS TUCHUIIMHBI (MOXYJIs1)
OcHoBHasi yueOHas1 iuTepaTypa:

1. I'pozoBa, O.C. JlemonpouszBoacTtBo : yued.mocodue mis CIIO / O.C. I'pozoBa. — M.:
WznarensctBo FOpaiit, 2019. — 126 c. - [Dnexrponnsiii pecype]. - URL: http: biblio-online.ru.

2. KazakeBuy, T.A. JlokyMeHTaIMOHHOE OOECIIEUCHNE YIIPABJICHUS : YUCOHUK U MPAKTUKYM
s CIIO / T.A. KazakeBuy, A.W. Tkanua .— 2-e uzn., ucnp. u gon. — M. : FOpaiit, 2017 — 161
c.

3. Ky3nenos, U.H. JlokymMeHTannmoHHoe obecreueHue ynpaBieHus: IEPCOHAIOM : YUeOHHK U
npaktukym g CI1O / M.H. Ky3nenos. — M. : FOpaiit, 2016. — 521 c.

4. Ky3uenoB, W.H. JlokymeHTanimoHHoe obecriedeHune ympabiieHus. J[OKyMEHTOOOOpOT u
JIenonpou3BoIcTBO : yueOHuK u npaktukym maiusa CIIO / M.H. Ky3nenoB. — 3-¢ usn., nepepad. u
nom. — M.: UsnarensctBo HOpaiit, 2019. — 462 c. - [Dnexkrponnsiii pecypc]. - URL: http: biblio-
online.ru.

JlonoJiHuTeIbHAS yueOHAas JIuTepaTypa:

1. loponuna, JI.A. JIokyMeHTaITMOHHOE OOECIICUEHUE YIIPABIICHUS | YICOHUK U MPAKTHKYM
s CIIO / JILA. JJoponuna, B.C. UputukoBa. — M.: UznatensctBo OpaiitT, 2019. — 233 c. -
[DnexTponnsrii pecypc]. - URL: http: biblio-online.ru.

2. Kynse, H.H. HudopmannoHHble TEXHOIOTUHM B JIOKYMEHTAlMOHHOM OOECIEUYEeHUU
yIpaBJICHUS B apxXUBHOM jede : yueOnuk / oz pen. H.H. Kynsesa .— M.: Jloroc, 2017 .— 408 c.

3. Jlapun, M.B. JlokymeHnToBenenue : yueOHuk / mon pea. M.B. Jlapuna .— M.: Akagemus,
2016 —319c.

4.2.2. llepedyeHnb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH « AHTEepHET»
(naJsee - cerb «MMHTEPHET), HEOOXOAUMBIX [IJISl OCBOCHUS 1M CHUILIMHBI (MOAYJIs1)
Ne HaumeHnoBaHue 3JICKTPOHHOM OMOIHOTEYHOH CHCTEMBbI

1. | DnekTtponHas 6ubnmoreunas cucrema baml'y www.bashlib.ru

2. | DaekrponHas Ooubnnoreunas cucrema «Ob Baml ¥V https://elib.bashedu.ru/

3. SJICKTpOHHaH OMONMMoOTEeUHAs cUCTeEMa ((yHI/IBepCI/ITCTCKaH OMOIMOTEKA OHJIAMHY

https://biblioclub.ru/

4. | DnektpoHHas OUOIMOTEYHAs cucTeMa u3aarenbeTa «fOpaiim» https://urait.ru/

5. | DnextponHas OnOIMOTEYHas cucTeMa u3aarenbeTa «Jlanpy https://e.lanbook.com/

6. | DnextponHbIi katanor bubnaunorexkn baml'V http://ecatalog.bashlib.ru/cgi-
bin/zgate.exe?init+bashlib.xml,simple.xsl+rus

7. | BJ] nepuoanueckux usganuii Ha mwiargpopme EastView https://dlib.eastview.com/

8. | Hayunas snekrponnas oubmuoreka — https://www.elibrary.ru/defaultx.asp (mocrym
3NIEKTPOHHBIM HAay4YHBIM XypHaiam) — https://elibrary.ru

Ne Anpec (URL)

1. \www.economy.gov.ru — OdwunuansHblii caiT MHUHHCTEPCTBA HKOHOMHUYECKOTO DPAa3BUTHS]
Poccutickoit ®eneparnuu [ IaeKTpoHHBIN pecypc]. — Pesxxum mocTyma: cBoOO HBIH

2. | www.minecon.bashkortostan.ru — Odunmanbublii caiitt MuUHHCTEPCTBA YKOHOMHUYECKOTO
pasButus PecnyOnuku bBamkoprocran [DnekTpoHHbIM pecypc]. — Pexxum poctyna:
CBOOOTHBIN
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http://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3052&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
http://www.mio.bashkortostan.ru/

3. | http://www.aup.ru — AIMHHHCTPATHBHO-YITPABICHUYECKUI TOPTAT [ DICKTPOHHBIH pecypc].
— Pexxum noctyna: cBOOO HBIN

4. |ecsocman.edu.ru — Dkonomuka, Cormosorus, MeHemKMEHT -  (eaepaabHbIid
00pasoBaTeNbHBIN OpTal [ DIEKTPOHHBIN pecypc]. — Pexxum noctymna: cBoOOHBIH

5. | www.eg-online.ru — I'azera «DKOHOMHUKa W KU3HBY» [DJEKTPOHHBIA pecypc]. — Pexum
JIOCTYTIa: CBOOOIHBIN

4.3.3. llepevyeHb HHPOPMALHOHHBIX TEXHOJIOTHIi, HCIOIb3YeMBbIX PHU OCYLIECTBIEHUH
o0pa30BaTe/IbHOIO MpoLecca Mo JUCHHUIIJIMHE, BKJII0Yasi lepedyeHb IPOrPaMMHOI0
obecrnieyeHusi U UHPOPMAIMOHHBIX CIPABOYHBIX CHCTeM (IIPH HEOOXOAMMOCTH)

HaumenoBanue MporpaMMHoOro odecneyeHus

Windows 8 Russian. Windows Professional 8 Russian Upgrade. Torosop Ne 104 ot 17.06.2013 1.
JIunensuun — 6eccpoyHbie

Microsoft Office Standard 2013 Russian. Jlorosop Ne 114 ot 12.11.2014 r. JInnensuu —
OeccpoyHbIe

Cucrema nientpanuzoBannoro tectiuposanus baml'y (Moodle). GNU General Public Li cense
Version 3, 29 June 2007

Koncynprantllmoc. loroBop Ne 28826 ot 09.01.2019r. JIunien3un Geccpounbie

5. UHBIE CBEJEHUS U (MJIN) MATEPUAJIBI

5.1. Ilepeyenb 00pa3oBaTeJbHBIX TEXHOJOIHI, HCHOJb3yeMbIX HPH OCYIIECTBJICHUH
0o0pa3oBaTe/IbHOIO Mpouecca Mo JMCHUIIHHE

AKTHBHBbIE H HHTEPAKTHBHbIE (POPMBI IPOBEICHNS 3aHATHI

AKTUBHBIE U UHTEPAKTUBHBIE (DOPMBI MPOBEJCHUS 3aHATUN PEAIN3YIOTCS NMPU MOATOTOBKE
[0 MporpaMMaM CpeAaHero MpodeccHoOHaTIbHOTO 00pa3oBaHUs M MPEANoJaraloT oOydeHue B
coTpyAHHYecTBe. Bce ydacTHMKM 00pa3oBaTeNbHOro Mpolecca (MpernoaaBaresb W CTYACHTHI)
B3aUMOJICHCTBYIOT APYT C IPYroM, OOMEHUBAIOTCSl HH(pOpMAIHEH, COBMECTHO PEIIAOT MPOOIIEMBI,
MOJIEIUPYIOT CUTyallud B atMoc(epe Jel0BOro COTPYAHUYECTBA, ONTUMAIbHOM JUIsl BBIPAOOTKH
HaBBIKOB U KaudecTB Oynaymiero mnpodeccuonana. OCHOBHBIE TMPEUMYINECTBA AKTUBHBIX H
UHTEPaKTUBHBIX (POPM MPOBEICHUS 3aHATHIA:

- aKTUBU3AIUS TI03HABATEILHON M MBICITHTEIBHOMN eI TETLHOCTH CTYICHTOB;

- YCBOEHHE CTYJeHTaMH y4eOHOro MarepHasa B KaueCTBE aKTUBHBIX YUACTHHUKOB;

- pa3BUTHE HaBBIKOB pe()IICKCHHU, aHAIH3a U KPUTUIECKOTO MBIIIJICHHUS;

- YCUJICHHE MOTHUBAIMH K U3YYEHHIO TUCIUIIIMHBI U O0YYEHHIO B LIEJIOM;

- co3/1aHue OIaronpHUsITHOW aTMOC(Ephl Ha 3aHITHH;

- pa3BUTHE KOMMYHHKATUBHBIX KOMIIETCHIIUH Y CTYECHTOB;

- pa3BUTHE HaBBIKOB BIAQJICHUS COBPEMEHHBIMH TEXHHYECKHMH CPEICTBAMH |
TEXHOJIOTUSIMH 00paboTKH HH(POpMALINH;

- (opMupoBaHHE W pa3BUTHE CHOCOOHOCTH CaMOCTOSTEIBHO HAXOIWTh WH()OPMAIUIO H
OTIpeNieNIATh YPOBEHb €€ JOCTOBEPHOCTH;

- WCTOJB30BAaHUE DSJICKTPOHHBIX (POPM, OOECIEUMBAIONINX YETKOE YIpaBIICHHE y4eOHBIM
IPOIIECCOM, TIOBBIIEHHE O0BEKTUBHOCTH OLIEHKH PE3YJIbTaTOB 00yUEHHsI CTYICHTOB;

- TpuOImKeHne ydeOHOro Tpomecca K YCIOBUAM Oyaymed mnpodeccrnoHambHOM
NeSITeTLHOCTH.

AKTHUBHBIE Y WHTEPAKTHUBHbIE (OPMBI YU€OHBIX 3aHATUH MOTYT OBITh HCIIOJIB30BAHBI MPU
NPOBEICHUY JICKIM, TPAKTHUECKUX U JTAOOPAaTOPHBIX 3aHATHI, BHITOJHEHUH KYPCOBBIX IMPOEKTOB
(paboT), pu MPOXOKIAECHUN MTPAKTUKH M IPYTUX BUJAX YICOHBIX 3aHATHM.

Hcnonb3oBaHWe aKTUBHBIX W MHTEPAKTUBHBIX (OpM YUeOHBIX 3aHATUH I103BOJISET
OCYIIIECTBIISITh OLICHKY YCBOCHHBIX 3HaHHM, cC(POPMUPOBAHHOCTH YMEHUN U HABBIKOB, KOMIIETEHIIUI
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B paMKax MpOIENypbl TEKYIIEr0 KOHTPOJS MO AWCHUILIUHE (MEXIUCIUIUIMHAPDHOMY KYpCY,
poeCCHOHATBHOMY MOJIYIIIO), TIPAKTHKE.

AKTHBHBIC U WHTEPAKTUBHBIE (POPMBI YUEOHBIX 3aHSATUH peaTu3ylOTCs IMPEnoiaBaTeieM
corjacHO pabodeil mporpamMme Y4eOHOW MUCHMIUIMHBI (MPOPECCHOHATLHOIO MOIYJISA) WIH
porpaMMe TPaKTHKH.

WuTepakTuBHAS JIEKIHUS MOXKET IPOBOAUTHCS B Pa3IMUHbIX (hopMax.

[Ipu mpoBeneHUM TUCHMIUIUHBI  «JIOKyMEHTAallMOHHOE OOECIICUCHHE  YIPaBICHHS
UCIOJIB3YIOTCS JIEKIMH, TPOOJIEMHBIE JIEKLNH, JISKIHSI-TUAJIOT, pa300p KOHKPETHBIX CUTYaIUH.

JleximonHas (hopMa MPOBEACHUS 3aHITHI MIPEIOJIaraeT yCTHOE M3JI0KEHHUE MaTepualia 1o
omnpezeneHHON Teme. B xoxe mpoBeneHus 3aHATHSA, JIEKTOP MOXET aKIEHTHPOBATh BHUMaHHE Ha
OTIpe/ICNICHHBIC TPUHIUIUAIBHBIC TOJIOKEHUS TEMbI, KOTOpPbIE MOTYT OBITH 3alMCaHbl IO
JTUKTOBKY.

[IpoGnemHas JieKIus TMpeanoyiaraeT M3J0KeHHE ydeOHOro marepuana ¢ yKa3aHHeM Ha
orpeziefieHHble MPOOJIEMBbl, CUTyallud, HECOBEPILIEHCTBO 3aKOHOJAATENbCTBA. TakuMm 00pa3zom
MPOUCXOIUT NMPUBJICUCHUE CTYJACHTOB K aHAIHU3Y MTPOOJIEMbI, MHOTOCTOPOHHEMY ITOHUMAHUIO TEMBI,
YMEHHMIO BHJIETh CHUTYalldI0 C TO3UIMH PAa3HBIX TOYEK 3peHUs. AHATU3UPyS HPOOIEMBI,
oOyJaromuecss MOTyT CaMOCTOSITEIBHO TPUUTH K  HEOOXOJUMBIM  BBIBOJIAM, KOTOPBIE
MpernoaaBaTesib COOOIIUT UM B X0J1€ U3JI0KEHUS MaTepHaa.

B xone mpobGnemMHON JIGKIMK TperoaBaTellb U3jiaras HOBBIM MaTepHall, MOXET 3a/1aBaTh
BOIPOCHI, Ha KOTOpbIe oOydaromiuecss Oy1yT oTBeuaTh B XOJ€ JIEKIIMHU. Bompockl MOTyT 3a1aBaThCs
TakKuM 00pa3oM, 4TOOBl CTYACHTHI MOHUMAJIA JIOTMKY 3aKOHOJATEJNsl, HAyYHBIX HCCIEI0BaTeNeH,
MOTJIM 3aKpeNUTh paHee M3YUEHHBIM Marepuall, BUAS OINPEACTCHHYIO CBSI3b MeXay TemMamu. B
X0JIe MPOBENICHUSI MPOOJIEMHON JICKIIUW MOTYT HPHBOIUTHCS MPUMEPHI M3 CyAeOHOW MPaKTHUKH,
yueOHOI TUTepaTyphl, KOTOPbIE AEMOHCTPUPYIOT T€ WM UHBIE TPOOIEMBI.

B xozae pa3dopa KOHKPETHBIX CUTYAIlUH OCYIIECTBIISICTCS aHAN3, H3yYCHUE, UCCIICIOBAHNC
00CTOSITENLCTB, CUTYallUd M TPOOJIEM, KOTOpPbIE CYHIECTBYIOT B JIEHCTBUTEIHLHOCTU WU KOTOPHIC
MOTYT BO3HHKHYTh B OIpeAeNieHHBIX ciiydasx. C MOMOIBI0 pa30dopa KOHKPETHBIX CHTYaIui
oOyJaronuiicss pa3BUBaeT HABBIKH M0 aHAIHM3Y U CKENITUYECKOMY MBIIUICHUIO, COSIMHEHUIO TEOPUHU
U TIPAKTUKH, BEIOOPY MPHHUMAEMOTO PEIICHUs, OIICHKE TOCICACTBHI MPUHATOTO PEIICHUS U T.J.
Pa300p KOHKPETHBIX CUTYyallMii MOXKET TPOBOAUTHCA B (DOpME pellieHrs: CUTYallMOHHBIX 3a/1a4.
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IMPUJIIOKEHHUE 1
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJPKETHOE OBPA30BATEJIBHOE
YYPEXXJEHUE BBICIIIEI'O ObPA3OBAHUNA
«BAIIIKMPCKUI T'OCYJIAPCTBEHHbBIN YHUBEPCUTET»

Komnemx

COI''TACOBAHO
[Ipencenarens
MK

Freo_

4 > denorosa T.I1.

KanennapHo-reMaTuyecKuil mJjiaH

10 JUCLUHUIUIMHE OI1.05. /lokymenmayuonnoe odecneuenue ynpagieHus
CHEIHaIbHOCTD
21.02.05 3emenvHo-umyuiecmeeHnbvle OMmHOUleHUs
KOJ HAauMEHOBAHUE CHEIUAIBHOCTH

YpOBEHB TOJITOTOBKU
oazoentil

Ypa 2019
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Ounas popma 00yueHust

Kon | Kanennap
Ne HanmenoBanue pa3nenos u -BO | HBIE CPOKHU
Bun 3anatusa JlomaliHee 3agaHue
n/m TeM yac | U3y4deHHs
OB (n1an)
Pazpea 1.
Jenonpoun3Boacreo, Kak
cdepa ynpasiieH4eCKO
AeATeJbHOCTH
Tema 1.1. Yrenne 51
JokymeHnTanus 4 1-2 THexuns KOHCIIEKTHPOBAHHE
Heaenu y4eOHOI TUTeparypsl
1 (6-11)
Jlabopartopnast pa6ota Ne 1 6 2-3 JlaGopatoproe | PerucHune
Helenu 3aHSTHE CUTYalMOHHBIX 3a/1a4
Tema 1.2. Yrenne u
Knaccudukanus u KOHCIIEKTUPOBaHUE
odopmiieHre 4 4-5 Texuns y4eOHOM JTUTEePaTyphl
5 | OPraHH3ALHOHHO- HEJIEH (39-44)
pactopsIUTeIIbHBIX
nokymenToB (OPJ])
JlabopaTtopHnast pabota No2 4 6 Henena | JlaGopatopHoe Pemenue
JlaboparopHuas pabota Ne3 2 7 Henens 3aHATHE CUTYaIlMOHHBIX 33]1a4
Tema 1.3. Urenue u
JlenoBasi KOppeCHOHACHITHS 4 8-9 Texuns KOHCIIEKTHPOBaHHE
3 HEJEIN yueOHOI JTUTEpaTyphl
(46-57)
JlabopaTtopHnast pabota Ned 6 9-11 JlabopaTopHoe | Pemenue
HeJenu 3aHATHE CUTYaIlMOHHBIX 3a/1a4
Tema 1.4. Pemenue
NubopmanmonHO-CcIIpaBoYHas 4 | 12 nenens CUTYAIMOHHBIX 3a/1a4
4 | AOKyMeHTaIHS JlabopartopHoe
JlabopaTopHas pa6ora No5 3aHATHE
JlaGopatopHas pabota Ne6 4 13-14
Heaenu
Tema 1.5. Yrenne u
5 | Joxkymenrtanusi mo TpyaoBeiM | 4 | 15 menens Jlekuus KOHCIIEKTUPOBAHHUE
OTHONICHUSIM yueOHOM TUTepaTyphl
Paspnen 2. Texnosorus
padoThI ¢ JOKYMEHTAMH
Tema 2.1. Yrenne 51
6 | Opranuzamus 4 16 uwenens Jlexusg KOHCIIEKTUPOBAHUE
JIEJIONPOU3BOJICTBA yaeOHOU JTUTepaTyphl
Tema 2.2. [ToBTOpEHME nekuuu,
KondpuaennuansHoe MTOJITOTOBKA K OIIPOCY
7 | 1enonpou3BOICTBO 4 | 17 nenens Jlexuus [ToaroroBka k 3auery
HUmoeosoe szanamue. Hughgh. [Tposepka 3YH
3auem
Bcero 50

16




IMPUJIIOKEHUE 2

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIO/UKETHOE OBPA30OBATEJIBHOE
YUYPEX/JEHUE BBICIIEI'O OBPASOBAHMA
«BAIIKMPCKUU I'OCY JAPCTBEHHbBINM YHUBEPCUTET»

Komnemx

OJJOBPEHO

Ha 3acenannu npeMeTHO-IUKIOBOM KOMUCCUU
[Tpotokom Ne 8 or 20.03.2019
IIpencenarens IILK

Loy

v

denorona T.I1.

-
L7

@DoHJ O1LIEHOYHBIX Cpeacre

10 JUCUUIUINHE OIL.05. /lokymenmayuonnoe obecneuenue ynpaeieHus

Ilpogpeccuonanvnuiii yuka, odbuienpogheccuonanvbHas OUCYUNIURA, 00A3AMETbHAA YACMD

LUK TUCHUTITUHBI M €T0 4acTh (00s3aTebHas, BApHATHBHAS )

CIEIMATLHOCTD
21.02.05 3emenvHo-umyuiecmeennbvle OMHOUIeHUA
KO HAaMMCHOBAHUEC CIICHUAJIBHOCTU

YPOBEHBb MOATOTOBKHU
bazoentit

Vpa 2019
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| ITaciopT )OHAOB OLEHOYHBIX CPEICTB
1. Ob01acTh NpUMeHeHust

®ona ounenounbix cpeacrs (POC) mpeaHasHaueH [UIsi IPOBEPKU PE3YJIBTATOB OCBOEHUS
gucuunnuabel OI1.05. JOKYMEHTAIIMOHHOE OFECIHIEYEHUE YIIPABJ/IEHHA, Bxonsmen B
COCTaB MPOrPaMMBI TOJTOTOBKM CHEIHMAIMCTOB CpeAHero 3BeHa mo crneruanbHocTH 21.02.05
3emenvro-umywecmeennvie omuoutenuss. O6beM 4acoB Ha ayJUTOPHYIO Harpy3Ky IO JUCLMILIMHE
50 yacoB, Ha CaMOCTOATENIbHYIO paboTy 25 4acos.

2. O0beKThI OLICHUBAHHUA — PE3YJIbTATbl OCBOCHUA NTUCHUIIJIHHBI

®OC 1no3BOJISAET OLEHUTH CIEAYIOIINE PE3YIBTAThl OCBOCHUS AUCLMIIIIMHBI B COOTBETCTBUU
¢ @OI'OC cneumanpHoctd 21.02.05 3emMenbHO-UMYIIECTBEHHBIE OTHOILICHUS ITPOTrPaMMOi
nucuurmuael OI1.05. JOKYMEHTALIMOHHOE OBECITEYUEHUE YVIIPABJIEHUA:

YMEHHUSA:

- 0pOpMIISAITH JAOKYMEHTAIlMIO B COOTBETCTBMM C HOPMATUBHOW 0a30i, HCHOIB3YA
nH(pOpPMaAIIMOHHBIE TEXHOJIOTHH;

- OCYIIECTBJIATH aBTOMATH3AIHIO 00pabOTKH JOKYMEHTOB;

- YHUPUIIUPOBATH CUCTEMBI JIOKYMECHTAIIHNH;

- OCYILECTBIIATh XPAHEHUE U TOMCK JOKYMEHTOB;

- OCYIIECTBIIATH aBTOMATH3AI1I0 00pabOTKH JOKYMEHTOB;

- HCIIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTOO0O0POTE;

3HAHMSA:

- IOHATHE, LEJIH, 33a41 U IPUHLUIIBI 1€JTOIPOU3BOJICTBA;

- OCHOBHBIE MOHATHUS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBIICHUS;

- CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTICUeHHUs YIIPABICHHUS;

- KJIacCU(UKALIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABIEHUIO U O(DOPMIIEHUIO JOKYMEHTOB;

- OpraHM3aluio JIOKyMEHTOoOOpoTa: IMpueM, OoOpabOTKy, PEerucTpainuio, KOHTpPOJIb,
XpaHEHHUE JOKYMEHTOB, HOMEHKIJIATYPY JIe.

BrlmenepeuncieHHble yMEHMsI, 3HAaHUsI HaIllpaBJIeHbl Ha (OpPMHUpPOBaHUE Y OOYyHaIOIIMUXCS
CIIEYIOMNX O0IHX U NMPodecCHOHATBHBIX KOMIIeTeH M
OK 1. TTonumaTh CyIIHOCTh M COLIMATBHYIO 3HAYUMOCTh CBOEH Oynyiiei mpodeccuu, mMposBIsITh K
HEl yCTOWYMBBIN UHTEPEC.
OK 2. AnanusupoBaTh COIMATbHO-DKOHOMHYECKHE U TOJIUTUYECKUE MPOOIEMBI M MPOIECCHI,
UCIIOJI30BaTh ~ METOJbl  T'YMAaHUTAPHO-COIIMOJIOTMYECKMX  HAyK B  pa3IMYHbIX  BHUJAX
npo¢eCCHOHATBLHON U COLMANBHOM e TETbHOCTH.
OK 3. Opranu3oBbIBaTh CBOI COOCTBEHHYIO EATEIHLHOCTh, OINPEACNIATh METOIABI W CIOCOOBI
BBITIOJTHEHUS PO ECCUOHANBHBIX 3a/1a4, OI[CHUBATh UX YPPEKTUBHOCTh U KAYECTBO.
OK 4. Pewiats npo0JeMbl, OLIEHUBATh PUCKU U IPUHUMATh PEIICHUS B HECTAHIaPTHBIX CUTYalIHsIX.
OK 5. OcymiecTBidTh MOWCK, aHAIHU3 U OIEHKY WHGOpMaIuU, HEOOXOIUMOU Ui TTIOCTAHOBKHU U
penieHus mpodeccuoHaNbHBIX 3a7a4, TPO(hEeCCHOHATBLHOTO U TMYHOCTHOTO Pa3BUTHSL.
OK 6. PaboTaTh B KOJJIEKTHBE M KOMaHe, 00ECIeunBaTh €€ CruioueHue, 3pPeKTuBHO 00IIaThCs C
KOJJIEraMH, PYKOBOJICTBOM, MOTPEOUTEIISIMH.
OK 7. CaMocCTOSTeNbHO OMpeAeNaTh 3aJadul MpOoGEeCCHOHATBLHOTO M JTUYHOCTHOTO Pa3BHUTHUA,
3aHUMAaThCs CaMO0Opa30BaHUEM, OCO3HAHHO MJIAHUPOBAThH MOBBIIIEHUE KBATHU(PUKAILIUH.
OK 8. BbITh TOTOBBIM K CMEHE TEXHOJOTHI B IPOGECCHOHATBHON eI TeIbHOCTH.
OK 9. VYBaxurenbHO U O€peKHO OTHOCHUTHCS K HCTOPUYECKOMY HACICIUI0O U KYJIbTYPHBIM
TPaAUIUsAM, TOJIEPAHTHO BOCIIPUHUMATH COLUAIBHBIE U KYJIbTYPHBIEC TPAJAUIIIH.
OK 10. CobmtonaTe mpaBujia TEXHUKH O€30MACHOCTH, HECTH OTBETCTBEHHOCTH 3a OPTraHMU3AIUIO
MEpONPUATHIA IO 00eCTIeYeHUIO OE30MacCHOCTH TPY/Aa.
IIK 1.1. CocTaBnsTh 3eMeNbHBIN OajlaHC palioHa.
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I[IK 1.2. TloaroraBnuBaTh JOKYMEHTAIMIO, HEOOXOIUMYIO MJsi TPHHSITHS YIPABICHYECKUX
pPEUIEHU MO SKCITyaTallui U Pa3BUTHUIO TEPPUTOPUH.

I[IK 1.3. ToroBuTh MpemIOKEHUS IO ONPENENICHUI0 SKOHOMUYECKOH 3¢ (PEeKTHBHOCTH
MCIIOJIb30BAaHUsI UMEIOLIET0Cs] HEIBUKUMOTO UMYIIIECTBA.

IIK 1.4. YuacTBOBaThb B IPOEKTUPOBAHUMU M aHAIM3E€ COLMAIBHO-3KOHOMHYECKOI'O pa3BUTHUS
TEPPUTOPUH.

I1K 1.5. OcymiecTBasiTh MOHUTOPUHT 3€MENb TEPPUTOPHUH.

[1K 2.1. BeINOJHITH KOMIUIEKC KaJaCTPOBBIX MPOLIEYD.

[1K 2.2. Onpenensite KaJaCTPOBYIO CTOUMOCTD 3€MeEllb.

I1IK 2.3. BINOJHATE KaAaCTPOBYIO CHEMKY.

1K 2.4. OcymecTBIATh KaJacTPOBbIA U TEXHHUYECKUH yueT 0OBEKTOB HEABMKUMOCTH.

I[IK 3.1. Bemonasate paboTel 1o KapTorpado-reofe3ndyeckoMy OOECIICUCHHIO TEPPHUTOPHH,
co3/1aBaTh rpaduyeckre MaTepHrabl.

I1K 3.2. Mcnonp30BaTh rOCy1IapCTBEHHbIE I'€OAC3UYECKUE CETH HHbIE CETH JJIs IPOU3BOJACTBA
KapTorpago-reo1e3n4ecKux padorT.

1K 3.3. Mcnionp30BaTh B MPAKTUYECKON NESTEIBHOCTH FeOUH(DOPMAIIMOHHBIE CUCTEMBI.

1K 3.4. Onpenenarbs KOOpAUHATHI TPAHUIL] 36MEJIbHBIX YYaCTKOB U BBIYUCIIATH UX IJIOLIAIM.

[1K 3.5. BBIMOAHATH MOBEPKY U FOCTUPOBKY I'€0Ie3UYECKUX MPUOOPOB U HHCTPYMEHTOB.

[1K 4.1. OcymectBusaTh cO0p U 00pabOTKy HEOOXOJMMOM M TOCTaTOYHON MHPOpPMALUU 00 00BEKTE
OILICHKH M aHAJOTUYHBIX O0BEKTaX.

[1K 4.2. IIpon3BOIUTH pacyeThl MO OLEHKE 0OBEKTa OIEHKH Ha OCHOBE MPUMEHHUMBIX MOJXOJI0B U
METOJIOB OLIEHKH.

1K 4.3. O600maTh pe3yabTaThl, MOTYyICHHBIEC TOIX0AAMH, H JaBaTh 000CHOBAaHHOE 3aKIIOUEHHE 00
UTOTOBOW BEJIMYHMHE CTOMMOCTH OOBEKTa OIICHKH.

[IK 4.4. PaccuuThiBaThb CMETHYIO CTOMMOCTh 3JaHHN U COOPY)KCHHH B COOTBETCTBUU C
JNEHCTBYIOIIMMU HOPMATUBAMU U IPUMEHSIEMBIMU METOJUKAMHU.

I1K. 4.5. KnaccuuunpoBath 31aHUSI U COOPYKEHUS B COOTBETCTBUU C MPUHSITON TUIIOJIOTUEH.

I1K 4.6. OGopMIIsATh OLIEHOUYHYIO JOKYMEHTAIUIO0 B COOTBETCTBUU C TPEOOBAHUSAMH HOPMATHBHBIX
AKTOB, PErYJIMPYIOIINUX IPAaBOOTHOIIEHUS B 3TOM 00JIaCTH.

3 (I)Oprl KOHTPOJISI H OCHKHU PE3YJbTATOB OCBOCHUA TUCHUIIJIHHDBI

KoHTpob W OlleHKa pe3ysIbTaTOB OCBOCHHS — JTO BBHISBJICHHE, H3MEPECHUE W OIICHUBAHHE
3HaHWMA, YMEHUH H (HOPMHUPYIOUIMXCS OOIMX U MPOPECCHOHATBHBIX KOMIETEHIIMH B paMKax
OCBOEHHMS JUCIUILINHEI.

B cootBercTBUU ¢ yueOHBIM TuTaHOM crenuainbHocTh 21.02.05 3emenbHO-UMYIIECTBEHHBIE
OTHOILIEHHUSI, paboyeil mporpaMmMoin TUCHUIUIMHBI «/|0OKyMEeHTallmOHHOE 00eCIIedeHnEe YIIPaBICHUS
MpelycMaTpUBAETCS TEKYIIU U MPOMEKYTOUHBI KOHTPOJIb PE3YIbTATOB OCBOCHHSI.

3.1 ®opMBbI TeKyl1ero KOHTPOJIS

Texkymuii KOHTPOJb YCHEBAEMOCTH MpPEICTaBIsET CO0OM MPOBEPKY YCBOCHHS Y4eOHOTO
MaTepuaia, peryJispHO OCYUIECTBIIIEMYIO Ha MPOTSHKEHUU Kypca 00yueHus.

Texkymuii KOHTPOJb pPE3yNbTaTOB OCBOCHMS JUCHMIUIMHBI B COOTBETCTBHM C paboueit
POrpaMMOl U KaJIeHJapHO-TEMATUYECKUM IIJIAHOM MPOUCXOAUT MPU HCIOIb30BAaHUH CIIETYIOIINX
00s13aTeNIbHBIX (POPM KOHTPOJIS:

- 8bINOJIHEHUe U 3auuma 1a00pamopHsix pabom;

- NPOBEPKA BbINOIHEHUSI CAMOCMOAMENbHOU pabombvl CMyOeHmos,

- NPOBEPKA BbINOIHEHUSI KOHMPONbHBIX paOOM.

Bo Bpems mpoBeneHHs y4eOHBIX 3aHATUN JOMOJHUTENIBHO HCIONB3YIOTCS CIEIYIOIINE
GOpMBI TEKYILEro KOHTPOJIS — YCMHbIUL ONpoC, peuienue 3a0ay, mecmuposaHue no memam
OMOENbHBIX 3AHAMUIL.

BoinosineHue u 3amuTa jgadopaTopHbix padot. [IporpamMmma nabopaTopHOTO MPaKTUKyMa
y4eOHON JUCUMIUIMHBL «J{OKyMEHTAIlMOHHOE oOecreueHne YIpaBieHHUs» IpelHa3HaueHa Jyis
peaM3allui TOoCyJAapCTBEHHBIX TpeOOBaHMM K MHUHHUMYMY COJIEpXaHHUS M YPOBHIO MOJITOTOBKHU

19



BBIMMYCKHUKOB 10 creranbHocTi 21.02.05 3emensHO-UMyIIECTBEHHBIE OTHOULICHUs. B maHHOMN
paboTe mpeAcTaBlI€HAa TEMaTHKa M3Y4YEHUS HEKOTOPBIX MPHEMOB pabOThl C TEKCTOBBIMU
JOKYMEHTaMH, C KOTOPbIMU CTYACHTBI CTAJIKUBAIOTCS KaK B Y4eOHOM, Tak U B JIEJIOBOW MPAKTHKE.

JIaGopaTOpHbIii MPAaKTUKYyM SIBJISETCS IPOJAOJDKEHMEM  JICKIMOHHBIX 3aHATHH 110
mucuuiuinHe  «JlokymMeHTanmoHHoe oOecriedeHue ympasieHus». OH TpeacTaBisier  co0oi
KOMILUICKCHYIO CKBO3HYIO 3ajauy. JloKyMeHTHpOoBaHME HH(OpPMalUM M JIOKYMEHTAllUOHHOE
o0ecrieyeHne yNpaBJiICHUsI PAacCMaTPUBAIOTCS HA MPUMEPE NEATEIBHOCTH YCIOBHBIX OpraHM3aluil
(mpenmpusatuii, yupexnaenuil). IlocienoBaTenbHO NPUBOAATCS NPAKTHUECKUE 3aJaHUs 110
odopmIeHHIO OpraHU3alMOHHOM, pacnopsIIUTEIILHOM, UH(POPMALMOHHO-CIIPABOYHON
JOKYMEHTAllUM, a TakKe JOKYMEHTaluu 10 O(OPMIIEHUIO TPYAOBBIX IPABOOTHOIICHHH.
3aBeplIaloT MPAKTHKYM 3a/laHUs 10 COCTABJICHUIO U O()OPMIICHHIO MTOTOBBIX YUYETHBIX 3aIHCEH,
HEOOXOUMBIX IIPH MTOJATOTOBKE €N s Iepejaul UX Ha apXUBHOE XpaHEHUE.

[To xaxxgoMy 3aJaHHIO MPUBOIATCS MCXOAHBIC JTaHHBIC, HEOOXOAMMBIE I COCTABJICHUS U
odopmiieHHsT TOKYMEHTOB. M3inoxeHue teM jlabopaTopHoro mpaktukyma ocHoBaHo Ha ['OCT P
7.0.97 — 2016 HaumonansHblii cranmapT Poccuiickoit ®eneparmuu. Cuctema CTaHIAPTOB II0
uHpopManuy, OUOIMOTEYHOMY M H3AaTelbcKoMy Jeny. OpraHu3alloOHHO-paclopsauTeIbHas
nokyMeHTaus. TpeboBaHus K 0OPMIICHHIO JOKYMEHTOB.

JlaHHBIN J1aOOPATOPHBINA MPAKTHUKYM TAKXKE MOXKET ObITh MCIOJb30BaH IPHU MOATOTOBKE U
oopmieHnn KBaTH(PHUKAIMOHHBIX PadOT pa3HOTO YPOBHS.

Hauano paGotsr:

1-p1it oran. OpranuzoBarh pabodyee WHGPOPMALMOHHOE MPOCTPAHCTBO CTYACHTa, B
COOTBETCTBUM C INpPHUHATONW (aiioBONl CTPYKTYpo#l, KOTOpas IperycMaTpuBaeT KiacCU(UKAILUIO
uH(popMalLuu 10 KypcaM, Ipymnmnam, (paMuIusIM CTyI€HTOB, BU1aM yueOHOU padoThl.

2-oii 3Tan. 3HaTh TEOPETUUYECKYIO YaCTh Kypca.

3-uit sran. OtkpeiTh Word, co3iaTh HOBBI JOKYMEHT (YHCTBI), IPUCBOUTH JOKYMEHTY
ycioBHOe umsl (Harpumep, 3aaanus Kk 'OCTy unm npukas o OCHOBHOW JI€SITEIbHOCTH ), COXPAHUB
B IIEPCOHAJIBHOM MaIKe CTy/ICHTA.

4-p1if sTan. BemonHATe HaOOp, GopMaTUpOBaHME M COXPAaHEHHE TEKCTa JIOKYMEHTOB B
COOTBETCTBUH C 33J[aHMSIMU, Ha3HAYasl JIOKyMEHTY ONpeAeTICHHbIE TapaMeTPhl CTPAHUIIBI I Pa3Mep
6ymaru cornacHo TpedoBanusm ['OCT P 7.0.97 — 2016 u I'OCT - 9327.

Cnucok J1abopaTtopHbIX padoT:

Jlabopamopnas paboma Nel. Opopmienue pekBu3uToB aokymeHnToB o 'OCT P 7.0.97-
2016 mpu yrjaoBOM U IPOAOIBHOM PACIONOKEHUH, OCHOBHbIE TPEOOBaHUS.

Jlabopamopnas paboma Ne2, 3. Ilpuka3. CoctaBieHue U o¢pOpMIIEHHE IpHUKa3a II0
OCHOBHOH JE€SATENIbHOCTH W MO JUYHOMY cocTaBy. CocraBieHue U O(OpMIIEHHE BBIITUCKU M3
IpHKa3a o OCHOBHOH jesTenbHOCTH. Pacnopspkenue. CoCTaBUTh M 0OPMUTh PACHOPSHKEHUE.

Jlabopamopnasa paboma Ne4. CocraBneHue u odOpMIE€HHE NUCHMA-NPOCHOBI U
rapaHTUHHOTO MUCHhMA.

Jlabopamopnasa paboma Ne 5, 6. 3HaueHue M oO0IIasl XapakTEepUCTUKA HH(DOPMAIIMOHHO-
CIpPaBOYHBIX  JOKyMeHTOB. CocTaBieHMe U  OQOpMIeHHE HH(POPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB OpTaHH3allHH.

Jlabopamopnas paboma Nel. Ogopmaenue pexsusumos ookymeumos no I'OCT P 7.0.97-
2016 npu yenosom u npoOoIbHOM PACHOLONCEHUU, OCHOBHbLE MPEDOBANUSL.
1. Yro Ttakoe 6mank gokymenta? Kakue Bubl 6;mankoB jokymentos onpenenser [OCT P 6.30

— 20167

2.Cocmasums u opopmums pexeuzumsl OIAHKA 0151 nNuUcem, OIAHKA KOHKPEmMHO20 6udd
OOKYMEHMA € NPOOOIbHbIM U Y2NI0BbIM PACNONONCEHUEM PEKBUSUMOS.

3.Kax ¢popmupyercst 3aroioBoK K TEKCTY?

4.0¢popmums npumepuvl 3a20108K08 K MEKCMAM: NUCbMA, NPOMOKONA, NPUKA3d, OOKIAOHOU
3anucKku.

5.Kax oopmitsiercst pekBU3HT «aapecar»?

6.0¢opmums  HeckobkO — NpUMEPO8  AO0Pecamos:.  YUPEeNCOeHU,  PYKOBOOUMEN0
npeonpusmus, KOHKPemHOM) OOAHCHOCIHOMY JTUYY.

7.Kakue 371eMeHThI BXOAST B PEKBU3UT «IIOIIUCH)?
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8.0gopmums noonucu pykosooumesnss npeonpusmus, e2o 3amecmumeis, pPyKOGoOUmes
CMPYKMYPHO20 NOOpa3oeieHus, O0OKYMeHmd, COCMABIeHHO20 KOMUCCUEL.

9.Kaxkwue 31eMeHTHI BXOAAT B cocTaB rpuda yrBepxkaeHus? I'ae onu pacmonaararorcs?

10. Cocmasumo u oghopmums epugh ymeepoicoenus pykogooumenem npeonpusimus, Opyeum
pacnopsaoumenbHbiM 0OKYMEHMOM.

11. T'ne pacnonararoTcsi BCe BU3BI COTIIACOBAHMS JOKYMEHTA?

12. VI3 kakux 3I€MEHTOB COCTOHT Ipud cormacoBanus?

13. Cocmasume u ogopmume 6HympeHHe coenacosanue OOKYMEHmA C pPYKOBOOUMENSAMU
CMPYKMYPHBIX NOOPA30eleHUll NPEONPUSMUSL.

14. Kak odopmiisieTcsi NpUiioKeHHE K JOKYMEHTY?

15. Ogpopmums npunosicenue Kk KAakOMy-1ub0 OOKyMEHmY.

16. Ha3Batp BcrioMoraTesbHbIe OTMETKH K JIOKYMEHTAM.

17. Ogpopmums neckovko 61008 OMMemoK: 00 ucnorHumesne, 00 UCNOIHeHUU OOKYMEHMA U
HanpasieHuu e2o 8 0eo, 0 NOCMyNIeHUuu OOKYMeHMmdA.

IIpoBepka BBINOJHEHHS] CAMOCTOATENLHOW padorbl. CamocTosTenbHas paboTa
HampaBjIeHA Ha CaMOCTOSITEJIbHOE OCBOCHHE M 3aKPEIUICHHE OOYYaIOIIUMHCS MPAKTHYECKUX
YMEHUH U 3HaHUH, OBJIaZIcHUE MPO(PECCHOHATBHBIMUA KOMITETCHIIUSIMHU.

CamocrosTenbHas MOAr0TOBKA 00yYarOIUXCs 0 JUCHUTUIMHE MPEIIoIaraeT ciaeIyromne
BHUJIBI U )OPMBI PAaOOTHI:

*  Cucmemamuueckas npopabomka KOHCNEKMOS8 3aHAmull, YY4eOHOU U CheyualbHou
IOPUOUYECKOLL TUMePamypbl.

*  CamocmosmenvHoe uzyueHue Mamepuaid u KOHCNeKMUpo8aHue Jekyuti no y4eOHou u
CNeYUuaIbHOU IOPUOULECKOU Tumepamype.

*  Cocmasnenue enoccapus, 3ay4ugaHue mepmMuHo8.

*  Hanucanue scce no 3adannoii meme. Hanucanmue scce npedcmasnsem co60il
MBOPUECKYIO  OesimeNbHOCMb — 00y4anwe2ocs, 6 pamMKax KOmopou NpOUCXooum  auaiu3
3aKOHOOAMENbCMBA U CILONCUBULENICS. CYOCOHOU NPAKMUKU C NOCIeOVIOWUM USLONCEHUEM CEOUX
coobpasiceHuti 8 c600600HOU (hopme 8 0Oveme He MeHbue 1 cmpanuysbl u He boabue 3 cmpanuy. B
PAMKAX 3CCe NPUSEMCMEYEMCs UNONCEHUe. KAKOU-TUOO0 NPOOIEMAMUKU, CIOHCUBULUXCSL 83251008,
3apybedcHo20 onblma U NpeoiodCeHull N0 NpeodoneHulo YKazaunvix npooaem. Cnucox 3adanul,
KOmMopule cooepaicam pabonvl N0 HANUCAHUIO ICCe:

1. «Ilpogheccus Ookymenmoseoa cecoOms u 3a6mpay

2. «HUnpopmayuonnas ynxyus 0oxymenmay
3. «Hopmamusero-npasosas 6aza u cmanoapmu3ayus 8 0ei0npou3so0Ccmee
e Paboma co cnpagouroul iumepamypoil u HOPMAMUSHbIMU MAMEPUATAMU.
Cnucok caMoCTOSITeNbHBIX PadoT.

o Camocmosamenvras paboma Nel. Bumpl paboT: MOATOTOBKAa KOHCHEKTOB. TemaTHka:
[TpaBuia pabotsl ¢ 6ymaroit popmara A o 'OCT 9327. «bymara notpedutensckas. @opmaTsi».

o Camocmosmenvras paboma No2. Bunasl paboT: BBINOTHEHUE MPAKTUYECKOTO 3aTaHMS.
Temaruka: cocTaBieHre U 0OPMIICHHE PACTIOPSKEHUS (PEIICHHUS).

o  Camocmosamenvrnas paboma Ne3. Buasl paboT: BBITIOJHEHUE MPAKTHYECKOTO 3aJIaHUS.
Tematuka: coctaBieHne ©  OoGOpMJICHHE  MUChMa-TIPUINIAIICHUS,  3ampoca,  OTKasa,
COTIPOBOIUTEIHHOTO MUChMa, HH(OPMAITHOHHOTO.

o Camocmosmenvras paboma No4. Bunel paboT: BBINOTHEHUE MPAKTUYECKOTO 3aTaHMS.
Temaruka: cocTaBieHrne U 0OpMIICHHE aKTa.

o CamocmosamenvHas paboma Ne5. Bumpl paboT: MOATOTOBKAa KOHCHEKTOB. Temaruka:
OcHOBBI cUCTEMAaTH3alMu JOKYMEHTOB M odopmieHne ux B aeno. CoctaBieHue u odopmiieHue
OMUCH Jela.

e Camocmosamenvnas paboma Ne6. Bumpl paboT: MOATOTOBKA KOHCIIEKTOB. TemaTuKa:
[TpaBuiia Tupa>)kupoBaHus KOH(PUIEHIIMAIBHBIX TOKYMEHTOB. [IpaBuia cocraBieHHs HOMEHKIIATYP.
®opmupoBanue u opopMiIeHHEe KOHPUICHIMATBHBIX Jed. Pexum xpaHeHus KOHPUACHIIMATbHBIX
JIOKYMEHTOB.
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IIpoBepka BBINOJHEHHST KOHTPOJbHBLIX pador. KoHTponbHas paboTa TPOBOIUTCS C
LENIbI0 KOHTPOJISI YCBOCHHBIX YMEHUHN W 3HAHUU U MOCIEAYIOLIEr0 aHalIu3a THUIHYHBIX OIIMOOK U
3aTpyAHEHUN 0O0ydJaloUmIMXcsi B KOHIE M3Y4eHHUS TeMbl Wid pasnena. CoriiacHO KaleHIapHO-
TEMaTUYECKOMY IIJIaHYy JUCLUILIMHBI IPEAYCMOTPEHO IPOBEJECHUE KOHTPOIbHBIX padoT.

Bomnpock! k KOHTpOJIbHOW paboTe:

1. KakoB npeaMeT T0KyMEHTAllMOHHOTO 00eCreueH sl yIpaBIeHus?

2. Kak cBsI3aHO JIOKyMEHTAIlMOHHOE OOECIEYCHHE YIPABIECHUS C JIOKYMEHTOBEICHHEM,
JIEJIONIPOU3BOJCTBOM, aPXUBOBEICHUEM?

3. Kakyio ponp urpaer JOKyMEHTalMOHHOE OOecreueHHe B YIPABICHUU COBPEMEHHBIMHU
OpraHu3alusIMu?

4. Kakue HOPMaTHBHO-TIPABOBBIE AaKTBhl PETYIUPYIOT JOKYMEHTAIMOHHOE o0ecredeHne
yrpaBJiieHus?

5. KakoBa mpakTHueckass 3HAYMMOCTh YYE€OHOH AMCHUMIUIMHBI «IOKYMEHTAI[HOHHOE
o0ecreyeHue ynpaBaeHUs»?

6. Kakoii 00beM 1 cofepKaHne UMEIOT TIOHATHS «MHPOPMALIUI» U «ITOKYMEHT»?

7. Kakyto ponb urpaer uHdopmanus B oOecrnieyeHUH 3(P(EeKTUBHOrO yrnpaBieHus?

8. KakoBbI HICTOUHUKY TIOTYYEHUS YIpaBIeHYECKOH HHPOpMAUu?

9. KakoBbl Ha3HaueHME U (YHKIMHU CIyKO TOKYMEHTALIMOHHOTO OOECleYeHUsl YIPaBICHUs B
COBPEMEHHBIX OpraHu3aLUsIX?

10. Yro Takoe «cucTeMa JOKYMEHTALUU» U «YHU(UIMPOBAHHAS CHUCTEMa JOKYMEHTALUN»?

11. Kakue BuIBl yIpaBIEHYECKUX JAOKYMEHTOB BKJIIOYaeT B ceOs YHuUDUIIUpOBaHHAS
CHUCTEMa OpPraHMU3aLMOHHO-PACIOPAIUTEIBbHON JOKyMEHTAUNU?

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

13. ITonsiTue: "pekBU3UT" JOKYMEHTA.

14. Yrto Takoe MOCTOSIHHBIE U INEPEMEHHBbIE PEKBU3UTHl OPraHU3aLMOHHO-PACIOPAIUTEILHON
JOKyMeHTauuu?

15. KakoB cOoCTaB IIOCTOSHHBIX M  IEPEMEHHBIX PEKBU3UTOB  OPraHU3allMOHHO-
pacopsAUTENbHON JOKYMEHTAUNU?

16. Kakue peKkBHU3UTBI HCIOJNB3YIOTCS B  3aroJIOBOYHOM YacTH  OpraHM3alMOHHO-
pacropsAUTEIbHBIX TOKYMEHTOB?

17. Kakue peKBHU3UTBI HCIONB3YIOTCI B COAEPKATEIBHOM YacTH OpraHU3alMOHHO-
pacropsAUTEIbHBIX TOKYMEHTOB?

18. Kakue pexkBU3UTBl UCHOJB3YIOTCS B OQOPMISIONIE dYacTH OpraHu3al[MOHHO-
pacropsAUTEIbHBIX TOKYMEHTOB?

19. KakoBbl TpeboBaHus K 0OPMIIEHHIO PUKA30B [0 OCHOBHOM AESITEILHOCTU?

20. Kax ohopMuTh BHIIMCKY U3 MpUKaza?

21. Kak opopmMuTts perieHue?

22. Kak ohopMuUTh ocraHoBieHue?

23. Uto coboit mpencraBiuser YcraB opraHuzanuu? KakoBel OCHOBHBIE TPeOOBaHMS K €TO
COCTaBJICHUIO ¥ 0(OPMIICHUIO?

24. Kak opopmuTts [Tonoxxenue o6 otaene wim ciayx0e opraHu3anuu?

25. Kak oopMuUTh mratHoe pacnucaHue?

26. Kakue TpeboBaHus NpeIbIBISIOTCS K 0QOPMIICHHIO JOTOBOpPA, KOHTpaKTa?

27. Yto Takoe MHCTPYKIIHS, KAKOBO €€ cofiep kaHue 1 opopmiieHue?

28. Kakue TpeboBanus NpeIbBIAIOTCS K 0QOPMIICHHIO TTPOTOKOIA?

29. Kak oopMUTh JOKIAHYIO, CIIY)KEOHYIO M 00BSICHUTEIbHYIO 3aITUCKH?

30. KakoBbl coBpeMeHHble TpeOOBaHUS K SI3bIKY M CTUJIIO YIPaBJICHYECKUX TOKYMEHTOB?

31. U3 kakux yacTel CKJIaabIBaeTCs TOKYMEHTOOOOPOT OpraHu3aiu?

32. KakoBsI 3Tarsl pabOThI ¢ BXOASIIMMH JOKYMEHTAMH?

33. Kak cTpouTtcs paboTa ¢ HCXOIAIIUMHU TOKYMEHTaMuU?

34. KakoBa TeXHOJOTHS pabOThI C BHYTPEHHUMH TOKYMEHTaMu?

35. Kakwue 3agaun 10KyMeHTO000pOTa PEIIaeT perucTpanus 10KyMeHTOB?

36. Kakme ympaBieHUYeCKHE JIOKYMEHTHI HE TOJIeKAT PETUCTpAlld B CIy)KOax
JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIpaBIeHUs?
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37. KakoB NOpsA0K perucTpanyy ynpaBieH4eCKoro JOKyMeHTa?

38. Kakue cyiiecTByIOT BUIbI KOHTPOJIS UCTIOTHEHUS TOKYMEHTOB?

39. Kakue omepanuu 1O KOHTPOJIO MCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT CIIY>KOBI
JOKYMEHTAIMOHHOTO 00eCIeueH s yIpaBIeHus?

40. Kak ocymiecTBisieTcsl CUCTEMaTU3allisd U XpaHEHHWE JOKYMEHTOB B OpraHU3aluu?

41. Yto Takoe J1eno, C TOUKU 3pEeHHUST JOKyMeHToBeaeHus? IlpuBenutre mnpumepsl nael,
XPaHAILIMXCS B OpraHU3aluy.

42. Packpoiite coaep:kaHue€ NOHATHS «HOMEHKIaTypa aem». Kakoe MOIKHOCTHOE JIULO B
OpraHM3alMy OTBEYAaeT 3a COCTABJICHHWE M BBEJICHUE B JICHCTBUE HOMEHKJIATYpPHI A€’

43. KakoBbI peKBU3UThl HOMEHKJIATYPHI J1€717

44. KakoBa cojiepxaTeinbHasi 4aCTh HOMEHKJIATYPHhI €717

45. Kakue npu3HaKy 3aBeJICHHsI Jiela UCIIOJIB3YIOTCS TTPH (POPMHUPOBAHUHU JEN?

46. KaxoB ocCHOBHOM IpuHIHI ()OPMUPOBAHHUS JOKYMEHTOB B Aefa?

47. Kakue HopMaTHBHbIE TpeOOBaHUS HEOOXOAMMO COOIOAATH IPU (POPMUPOBAHUU J1€)17

48. Yro Takoe 3KcIepTU3a LIEHHOCTU JOKYMEHTOB, U KaKUeE J0JKHOCTHBIE JIMLA B OpraHUu3aluu
3aHUMAIOTCA €€ NPOBEACHUEM?

49. Kakuie HOpMAaTUBHbBIE AKTbl PETYIUPYIOT MPOBEIACHHME SKCIIEPTU3bl LIEHHOCTU JOKYMEHTOB
B OpraHuzanuu’?

50. Yro siBnsieTCs pe3ynbTaToM MPOBEACHUS SKCIIEPTU3bI HEHHOCTU JOKYMEHTOB OpTaHu3alun?

51. Kak ocymectBisieTrcs MNOArOTOBKAa Jiell K apXMBHOMY XpaHEHHIO B COBPEMEHHBIX
opraHu3anusx?

52. Kakue JOKyMEHThI BXOSAT B COCTaB IOKyMEHTALUU 10 Kaapam?

53. Yro Takoe TpyJOBOW KOHTPAKT?

54. KakoBbl OCHOBHBIE U JIONIOJHUTEIbHbIE YCIOBHSI TPYLOBOIO KOHTpAKTa?

55. Ha kaxoii cpok MOXET OBbITh 3aKJIFOUEH TPYI0BOI KOHTPAKT?

56. Uro Takoe nuuHas kapTouka ¢popmbl T-2? Kakas undopmarus pukcupyercs B Heil?

57. KakoBblI IpaBuIIa 3al0JIHEHNS U XPAaHEHUS JIMYHBIX KapTOUeK?

58. Kakue nelicTBust pUKCUPYIOTCS B MPUKa3ax Mo Kaapam?

59. KakoBbI CpOKH XpaHEHUs TPUKA30B?

60. Uto Takoe nuuHoe neno? Kakue 10KyMEHTHI BXOJAT B €70 COCTaB?

61. KakoB nops0k popMUpOBaHUS U XpaHEHUS JTUYHBIX A€’

62. KakoBbl IpaBuIIa 3al0JIHEHNS TUTYJIBHOTO JIUCTA TPYAOBON KHUKKH?

63. Kakue cBefenust 0 pabOTHHUKE (PUKCUPYIOTCS B €T0 TPYIOBOM KHIDKKE?

64. Kak xpaHATCS TpyZOBbIE KHW)KKH, U BEJETCS UX y4eT?

65. Kakasg oprrexHuka HCIOJIb3yeTCsl JJs COCTaBJI€HMS JOKYMEHTOB B COBPEMEHHOM
JIEJIONIPOU3BOJCTBE?

66. Kakas oprrexHuka HCHOJIb3yeTCS JI1 INOHWCKAa, paHEHHUsS U TNepefadd JOKYMEHTOB B
COBPEMEHHOM JIEII0NPOU3BOJICTBE?

67. KakoBbl  BO3MOXHOCTM  KOMIBIOTEPHBIX  TEXHOJIOTMMI B  JIOKYMEHTAallHOHHOM
oOecrieyeHnn ynpaBieHus?

68. KakoBbl  BO3MOXHOCTM  CpPEICTB  TEJIEKOMMYHHUKAlMM B  JIOKYMEHTAallHOHHOM
oOecrieyeHnt ynpaBieHus?

69. B kakux ciydasx HpPUMEHSIIOTCS CTaHJApTHbIE O(HCHBIE HPOrpaMMbl B OpraHH3aIUN
JIeIONPOU3BOJICTBA?

IIpuMepHOe TECTUPOBaHUE
1. lenonpouzsoocmeo — smo...
a) cucrema COCTaBJICHUS u XpaHEHus JIOKYMEHTOB;
0)3anmuch MHPOpPMAIMM HA  PA3NUYHBIX  HOCUTENSIX [0 YCTAHOBJIEHHBIM  IIpaBUJIaM;
B) OTpaciib JAEATENbHOCTH, OO0ECleunBaroniasi JOKYMEHTHUPOBAHHUE M OPraHU3aLUI0 pabOTHl C

O(I)I/II_[I/Ia.HBHBIMI/I JOKYMCHTaMMU.

2. I[lonamue «0OKYMEHMUPOBAHUE» - IMO...
23



a) 3amuch uHpOpMaLUun " oopmienue JIOKYMEHTA;
0) 3anuck MHGOPMAINH Ha PA3TMYHBIX HOCHTEISAX M0 YCTAHOBICHHBIM IPaBHIIaM;

B) XpaHEHHUE JOKYMEHTA.

3. Jloxymenmoobopom — 3mo...

a) yclioBHOe 0003HauYeHHE, IMpHCBaeMOEe JIOKYMEHTY B TMpollecce ydyeTa U HCHOJHEHUS;
0) IBI)KEHHE JIOKYMEHTOB B OpraHU3allMi ¢ MOMEHTA UX CO3JIaHUsl WU MOJTYUYEHUs JI0 3aBEPIICHUS
WCIIOJTHEHUS WJIM OTIIPABJICHUS aJpecaTy;

B) OTpaciib JAEATENIbHOCTH, OO0ECIeUMBAIONIasi JOKYMEHTHPOBAHHUE M OPraHU3aLUI0 paboOTHl C

0@HHHaﬂBHBmHIHOKYMGHTaMH.

4. Opueunan 0oKymenma — 3mo ...
a) EPBOHAYAIBHBIH YK3EMIUISIP JIOKYMEHTA,
0) PK3EeMILISAP TOKYMEHTA, SIBIISIONINIICS HCXOIHBIM MaTEPHAJIOM;

B) BCE OTBETHI BEPHBHI.

5. 3axonvlt P@ densamcs na:
a) Yka3bl nipe3ujieHTa u nocraHosyienus [IpaButensctBa PO;
0) HopmaTtuBHbIe akThl eiepaibHBIX OPraHOB UCIIOJIHUTENBHOMN BIACTH

B) BCE OTBETHI BEPHHBI.

6. Konusa —smo ...

a) UJICHTUYHOE, BOCIIPOU3BEICHUE TIOITTMHHUKA, OCTAIONIAACS B JeIaX MPEANpHUsiTUs, KaK MPaBUio,
HE 3aBepsIeTCs MOJNUCHIO JOHKHOCTHOTO JIUIA;

0) UIEHTUYHOE, 3aBEPEHHOE JIOJDKHOCTHBIM JIMIIOM BOCITPOU3BEICHUE TTOJTMHHUKA,;

B) HET BEpPHOT'O OTBETA.

7. Payuonanono Opeanu308anHbulll KOMNJIEKC 63AUMOCEA3AHHBIX OOKYMEHMO8, CO30AHHblU NO
€OUHBIM NPAsUIam U mpeboBaHUAM U NPUMEHAEMbI 8 ONnpedeleHHOU 00aacmu OesimelbHOCmU,
HA3bIBAIOM ...

a) CTaHAapTU3aIue;

0) yHU(DHUIIMIPOBAHHON CHCTEMOM JOKYMEHTAIIHH;

B) KJIACCU(PMKATOPOM YIPABICHYECKON JTOKYMEHTAIIHUH.

8. Pexeuszum 0oKymeHma — 5mo...

a) 00s13aTeNbHBIHI JJIEMEHT odopmieHus ouIHaNbHOTO JIOKYMEHTa;
0) momerTka, yKa3bIBaroas Ha 0COOBI XapakTep;
B) YCIIOBHOE 0003Hau€HHE, NPUCBAEMOE JOKYMEHTY B TIpolecce ydera (perucrpauuu) u

HUCIIOJTHCHU .

9. Cmanoapmul opeanuzayutl 6 Poccuu mocym paspabamuléamscs u NPUMEHAMbCA OP2aAHUZAYUAMU

8 CIe0YIOWUX CAYUAsX.!
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a) Ui obecrieueHus MCIOJIb30BaHMUs Ha MPEANPUATUSAX TeXxHu4Yeckux persnameHtoB PO, 'OCT P,
['OCT, mexayHapoJHBIX, HAIIMOHAIBHBIX CTAHIAPTOB 3apyOeKHBIX CTpaH, CTAaHIAPTOB HAYYHO
TEXHUYECKUX, WHKCHEPHbIX OOIIEeCTB M Jpyrux oOmecTBeHHbIX oObenuHenuit, CTII apyrux
OpraHu3aluii, a TaKXe Ha CO3JaBacMble Ha JAHHOM MPEANPUATUU NPOAYKLHIO, YCIYyTd U
MIPOU3BOJICTBEHHBIC TIPOIECCHI (PAOOTHI);

0) peructpauud (GopM AOKYMEHTOB, YHNOPSAIOYEHUS HH(OPMAIMOHHBIX IMOTOKOB B HApOAHOM
XO3sICTBE, COKpAIEHUs] KOJIMYECTBA TPUMEHAEMBIX (POPM, PAllMOHAIBHOW OpraHU3aIMi KOHTPOJIS
3a MPUMEHEHHEM YHU(PUIIMPOBAHHBIX OPM TOKYMEHTOB;

B) HET BEPHOTI'O OTBETA.

10. Hayuonanvnvie cmanoapmoi u Obwepoccutickue Kiaccupukamopvl mexHuKo-3K0HOMUYeCcKoll u
COYUATLHOU UHGOPMAYUY, 8 MOM YUCTLe NPABULA UX PA3PAOOMKU U NPUMEHEHUsl, NPeOCmABIaom
coboii ...

a) MEXKHAIIMOHAJIBHYIO CUCTEMY CTaHAapTU3AIUH;

0) HAIMOHANIFHYIO CUCTEMY CTaHAAPTU3ALINN;

B) CUCTEMY CTaHJapTU3ALUH.

CpoaHas Ta0Mua M0 NpUMeHsieMbIM (pOpMaM M MeT0aM TeKylero KOHTPOJIs 1
OLICHKH Pe3y/IbTAaTOB 00y4eHHs

Pe3yabTaThl 00yueHus
(ocBOEHHbIE YMEHHS1, YCBOCHHbIE 3HAHMA)

@opMbI U METO/IbI KOHTPOJISA M OLIEHKH
pe3yabTaToB 00y4YeHusl

OcBoeHHBIC YMCHHSA:

OdopmasTh JOKYMEHTAIINIO B COOTBETCTBUU

C HOpMaTHBHOM 0a30ii, uCoNb3ys
MH(OpPMaLIMOHHBIE TEXHOJIOTUN

Brinonnenue u 3amura 1adopaTopHo-
IPAaKTUYECKUX paboT

OreHKa MPaBUILHOCTH BHITIOJIHEHUS
CaMOCTOSITENIbHOM pabOoThI

Pemrenne 3a1ad Bo Bpems 3aHATUS

OCYH_IGCTBJ'ISITB ABTOMAaTU3alnro 06pa6OTI(I/I

JIOKYMEHTOB

BrinonHenue u 3amura 1abopaTopHo-
MPAKTHYECKHUX paboT

OneHka NpaBUJIBHOCTH BBITIOJTHEHMS
CaMOCTOSITENIbHOM pabOThI

Pemenue 3an1a4y Bo Bpemsi 3aHATUS

yHI/I(bI/II_[I/IpOBaTB CUCTCMbI JOKYMCHTAIIUN

BrinonHenue u 3ammra 1abopaTopHo-
MPAKTUYECKHUX paboT

OneHka NpaBUJIBHOCTH BBITIOJTHEHUS
CaMOCTOSITENIbHON paboThI

Pemenue 3a1a4y Bo Bpems 3aHATUS

OCylecTBISITh XpaHEHUE U MTOUCK

JAOKYMCHTOB

Brimonnenue u 3anura 1adopaTopHo-
NPaKTUYECKUX paboT

OreHKa MTPaBUIBHOCTH BHITTOJTHEHUS
CaMOCTOSITENIbHOM PabOThI

Pemrenne 3amad Bo Bpems 3aHATUS

OcymiecTBISITH aBTOMATU3AIMIO 00PaO0TKH

JIOKYMEHTOB

BrimonHeHue u 3amuTa 1abopaTopHO-
NPAaKTUYECKUX paboT

OueHka NMpaBUIBHOCTH BBITOJIHEHUS
CaMOCTOSITENIbHOM PabOThI

Pemenne 3a1a4 BO BpeMsi 3aHATHUS

Hcnonp3oBaTh TCIICKOMMYHUKAIITMOHHBIC

BrimonHenue u 3amura JiabopaTopHO-
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TEXHOJIOTUH B JIEKTPOHHOM JIOKYMEHTO000pOTE | MPAKTUYECKUX paboT
OueHka NMpaBUIBHOCTH BBITTOJIHEHHUS
CaMOCTOSITENIbHOM PabOThI

Pemenne 3a71a4 BO BPEM 3aHATUA

YcBoeHHDBIE 3HAHNSA:

HOHHTI/IG, 0eiiv, 3aga4u U IMMPpUHIUIIbL
JACJIOIIPOU3BOJACTBA

Bormpockr k KOHTpOJBHOM paboTe
YCTHBIN onpoc BO BpeMsi 3aHSATHS
Pemenne 3anau

OCHOBHBIE IIOHATHUS TOKYMEHTAa, €ro
CBOICTBa, CIOCOOBI JOKYMEHTUPOBaHUS

Bormpocs! k KOHTPOIBHOM paboTe
VYcTHBIN onpoc BO BpeMsl 3aHSTHS
Pemrenue 3agau

[IpaBuna cocraBieHus: 1 0OpMIICHUS
OpraHU3alMOHHO-PACIIOPSIUTEIBHBIX
JIOKYMEHTOB

Bormpocsr k KOHTpOBHOM paboTe
YCTHBIN onpoc BO BpeMsi 3aHSATHS
Pemenune 3anau

CucrteMy U TUIIOBYIO TEXHOJIOTHIO
JIOKYMEHTAIlMOHHOT'O 00ECIICUEHNUs yIIPaBICHUS

Bormpocs! k KOHTPOIBHOM paboTe
YcTHBIN onpoc BO BpeMsI 3aHSTHS
Pemenue 3amau

Oco0eHHOCTH JIeTONPOU3BOICTBA 1O
o0OpalieHusIM TPaKIaH U KOH(DUICHIIMAITBHOTO
JIeJTOTIPOU3BOICTBA

Bormpocsl k KOHTpOIBHOM padoTe
Y CTHBIN OnpOC BO BpeMsl 3aHATHS
Pemenue 3agau

Opranu3zaiuio J0KyMEeHT0000pOoTa: MIpHeEM,
00paboTKy, pEeTUCTPAINIO, KOHTPOIIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYpy el

Bormpocs! kK KOHTPOIBLHOM paboTe
Y CTHBIN ONpOC BO BpEMS 3aHATHS
Pemenue 3amau

3.2 ®opMa NPOMEKYTOYHOM ATTECTAIUN

ITpomexxyrounas arrectauus no gucuuiuimHe OIL0S. [lokymeHTanmoHHoe oOecredeHne
YIpaBICHUS — Oup@epenyuposannwlii 3auem.

Obyuarowuecs Odonyckaromesa Kk coade ouggpepenyupoeanno2o 3auema Npu GblNOJHEHUU
6cex  BUO0B  CAMOCMOAMENbHOU  padomvl,  NPAKMUYECKUX U  KOHMPOTbHbIX — pabom,
nPeoyCMOmpenHbIX paboyeri npocpammon U KaieHOapHO-meMamuyeckum nianoM OUCYUNTUHDL.

Huppepenyuposannviii 3auem npoeooumcs 3a cuem 6pemeHu O0mMEeO0eHHO20 HA U3YYeHUe
OUCYUNTUHBL, NPU VCILOBUU CBOEBPEMEHHO20 U KAYECMBEHHO20 6bINOJHEHUs 00YUAIOWUMCS 8Cex
81008 pabom, npedyCMOMPEHHbIX pabdoyell NPOCPaAMMOL OUCYUNTUHDBL.

Ilepeuens 3axannii k oughghepenyuposannomy 3auemy
TecTupoBanme. 5 BapuaHTOB pabOThI, PA3NUYHBIX MO COJEPKaHWI0O W BKIouaromux 20
3alaHuil B TECTOBOW (opMe, a TakKe KJII0Y C BapUaHTaMHU IMPaBHIBHBIX OTBETOB B TaOIMYHOM
dopme.

®DopMBI TECTOBBIX 33JIaHUN MPEJCTABISAIOT COO0M (COTTACHO MPUHITON KJIACCU(DUKAIINHN ):

703amanuii ¢ BBIOOPOM, B KOTOPBIX OOyYarolIuecs BBIOMPAIOT MPAaBUIBHBIM OTBET U3
JTAHHOTO Habopa OTBETOB;

10 3agaHuii Ha YCTAaHOBJIIEHME MPABWIBHOW TIOCIEAOBATEILHOCTH, B KOTOPBIX OT
oOydaromierocss TpeOyeTcsi yka3aTh TIOpPSIOK  3JEMEHTOB, JEHCTBUH WM  TPOILECCOB,
MEPEUYNCICHHBIX B YCIOBUU;

10 3amaHuii Ha yCTaHOBJIEHHE COOTBETCTBHUS, BBIMOJIHEHNE KOTOPBIX CBSI3aHO C BBISIBICHUEM
COOTBETCTBUS MEXAY FJI€MEHTAMU JABYX MHOXKECTB;

10 3aanuii ¢ KOHCTPYHPYEMBIM OTBETOM, TPEOYIOLINE MPU BBHIIIOJHEHUH OT 00y4aroIerocs
CaMOCTOSITEJIbHOTO MOJTYYEHHUs OTBETOB (KPAaTKUX PErJaMEHTUPOBAHHBIX WM PAa3BEPHYTHIX).

Kaxngoe tectoBoe 3ajaHre MMEET OMPEACIICHHBIN MOPSAKOBBIA HOMEp, MHCTPYKLHIO IO
BBITIOJIHEHUIO ¥ CTaHAApTU30BaHHbIE MTPaBUJIa IO OLIEHKE PE3yJIbTAaTOB €r0 BHIITOJIHEHHUS.

IMopTdoano cMemIaHHOTO THUIIA, HCIOJB3YIOMIEECH JJIsI MPOBEPKHM YCBOEHUS 3HAHUW U
MPAKTUYECKUX HABBIKOB M0 JUCHUIUIMHE W TpEACTaBIsomee coboil mamky «Jlemo No  »,
UMUTHUPYIOIIYIO TOJA00HYIO MaIlKy ¢ JOKYMEHTaMH OpraHu3aluuu (IpeanpusTis) B peKOMEH1yeMOM
HOpS/IKE MpeJIaraeMoro coctaBa noprdonuno.
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BapuaHTbl KOHTPOJIbHO-U3MEPUTEIbHBIX MATEPHATOB
HNucTpykuus:
Ha Beimonnenue tecToBoro 3aganus orBogurcs 20 MUHYT.
TecT coctouT U3 4 yacrei, odiee koaudecTBo Bormpocos 100.
3amanue COACPKUT TECTHI 4-X TUIOB: 1) TECTHI ¢ BBIOOPOM OJHOTO MPABHILHOTO OTBETA; 2)
TECTBl C  MHOXECTBEHHbIM  BBIOODOM  OTBETOB; 3) TeCThl HAa  BOCCTAHOBJICHHE
COOTBETCTBUS/TIOCIIEI0BATEIBHOCTH; 4) TECTHI OTKPBITOTO THUIIA.
BBINIONHATE 3a/1aHUsI HY’)KHO CaMOCTOSTENIBHO, HE OTBJIEKAACh, B MOPSJAKE UX CIEIOBAHMUSL.
s SKOHOMHH BpEMEHHM IPOIyCKauTe 3aJaHue, KOTOpoe He YyAAE€TCs BBIIOJIHUTH Cpasy, H
nepexoauTe K ciueaytouiemy. Eciu nocne BoinoHeHUs! Bceil pabOThl y BaC OCTaHETCS] BpeMsl, TO BbI
MOJKETE BEPHYTBHCS K IPONYLICHHBIM 3aJaHusAM. basuibl, moay4yeHHbIE BaMU 3a BCE BBINOJIHEHHbBIE
3ajaHus, cymmupytorcs. IloctapaiiTech BBIOJHUTH Kak MOXHO OoJibllle 3aJaHuil U HaOpaTh
HanOoJIbIIee KOJMYECTBO OAJIIOB.
Bapuant 1
BbiOepuTe oAMH BapMaHT oOTBeTa W3 NpelJoxkeHHBbIX. JlaliTe ompeneseHue NOHATHIO
"nokymeHT". JIOKyMeHT 3TO...

a) Ha0Op PEeKBH3HUTOB, HACHTU(OUIMPYIONUX aBTOPa OPHUIINATFHOTO TMCEMEHHOTO JIOKYMEHTA,
0) 3auxkcupoBaHHas Ha MaTepUAIBHOM HOCHTEJEe MH(OpPMAIMs C PEKBU3UTAMHU, ITO3BOJIIOLIMMHU €€

UACHTUPULIMPOBATD;

B) 3aIIMCh I/IH(i)OpMaI_II/II/I Ha pa3JIMYHbIX HOCUTCJIAX IO YCTAaHOBJICHHBIM IIpaBUJIaM U B COOTBECTCTBUU C

TpeOOBaHUSIMU;

F) 33(1)I/IKCI/IpOBaHHa$I Ha MaTCpUaJIbHOM HOCHUTCIIC I/IH(1)OpMaI_II/I${, MNpCaAHa3HauYCHHas IJIA Mepcaadn €

0)
B)

BO BPEMEHHU U IIPOCTPAHCTBE.
Bbi0epuTe o1MH BapUAHT OTBeTa M3 NpeaioxkeHHbIX. Kak ki1accupuuUpPyOT JOKYMEHTHI 10
NPOUCXOKICHUIO?

City)keOHbIE U JIHYHBIE;

WHIMBUTYaJIbHBIC H TUTIOBBIC;

BXOJISIIIAE U UCXOIAIINE;

MIPOCTHIE U CIIOKHBIE.

BoiOepuTe 0AMH BApPUAHT OTBeTa M3 Npelio:KeHHbIX. Kakue popmarsl Oymaru 4aimie Bcero
HUCMOJIb3YIOT B /1€JI0NPOU3BOACTBE?

Alu A2

A3 u A4

Adu A5

A6 u A7

BbiOepute mnpaBWIBHBIH OTBeT W 3akoH4YuTe mnpenaoxenue: "T'OCT P 6.30-2003
YCTAaHABJIUBAET CJleyIOLMe Pa3Mephl noJieil (He MeHee, MM) ...""

neBoe-20; mpaBoe-10; Bepxuee-20; HmkHee-20;

neBoe-20; mpaBoe-20; Bepxuee-20; HmkHee-20,

neBoe-20; mpaBoe-20; BepxHee-15; Hmknee-20;

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

BoiOepuTe 0AMH BapMaHT OTBeTa M3 Npelo:KeHHbIX. K OpraHm3aluOHHBIM [IOKYMEHTaM
OTHOCSITCSI:

MIPUKA3bl 10 OCHOBHOM J€SATENBHOCTH, YCTaB, IITATHOE PacCUCaHUE, TOKHOCTHBIE HHCTPYKIINY;
yCTaB, CTPYKTypa ¥ INTAaTHAas YHCICHHOCTh, INTAaTHOE paclucaHWe, MpaBujia BHYTPEHHETO
pacnopsiika, 10J>KHOCTHbIE HHCTPYKIIMH

yCTaB, MPHUKA3HbI 110 JINYHOMY COCTaBY, MPUKA3bl IO OCHOBHOM JESITEIIBHOCTH, aKThI, IPOTOKOJIHI;
MPUKA3bl 10 OCHOBHOM JESATENBHOCTH, aKThl, TPOTOKOJbI, JOTKHOCTHBIE MHCTPYKITUH.

BeiOepuTe oaMH BapuMaHT oTBeTa M3 npentoKeHHbIX. IIpuka3z - 3T0 npaBoBOHM aKkT,
H31aBae€MbIil...

PYKOBOJMTENIEM OpraHW3allMd Ha TMpaBax e€JUHOHAYAIUs C IEJIbI0 Pa3peIIeHus] OCHOBHBIX
BOIIPOCOB;

BBICIIIIMU OpraHaMH UCIIOJIHUTEIIBHOW BJIACTH C IIEJIBIO PA3pEIICHHS] OCHOBHBIX BOIPOCOB;
PYKOBOIMTENEM OPTaHU3AIMH 10 BOIIPOCcaM WH(GOPMAIMOHHO-METOIUIECKOTO XapaKTepa;
COBEMIATCIbHBIMA ~ OpraHaMW  YUYPEXKIEHUS IO BOMpocaM HMHQPOPMAIMOHHO-METOIUYECKOTO
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11.

12.

xXapakxrepa.
BoriOepuTe oaMH BapHaHT OTBeTa U3 MNpPeNJOKEeHHbIX. B Kakux JTOKyMeHTax PpsiioM ¢
PEeruCTPAMOHHBIM HOMEPOM YKa3bIBaKOTCs OYKBBI «JI» mian «K»?
a) B IOKJIQJIHBIX 3aMHCKAX;
0) B MpUKa3ax 1Mo OCHOBHOM JIESITEIbHOCTH;
B) B IPUKa3ax IO JIUYHOMY COCTaBY;
') B UH()OPMAIIMOHHBIX CIIPaBKaX.
BriOepuTe 0aAMH BapHaHT OTBeTa U3 NpPeNJIOKeHHbIX. JIOKYMEHTO0000pPOT - 3TO JABUKEHHE
JOKYMEHTa ¢ MOMEHTA...
CO3/aHUS JOKYMEHTA JI0 OTIIPaBKU JOKYMEHTa
IIOJIyYEHUs JOKYMEHTA J10 MOIINBKY B €JI0 JOKYMEHTA
CO3aHMS JOKYMEHTA /10 TIOJIIMBKY B JENI0 JOKYMEHTA WA OTIIPABKH
€ro MOJy4YeHUs WIN CO3/1aHus J0 NOALIMBKHU B JIEJI0 UM OTIIPaBKU
BbiOepure oOaOMH BapuaHT oOTBeTa M3 HNpelo:KeHHbIX. CwmemanHas  ¢opma
PerucTpanunI0KyMEeHTOB — 37O ...
a) perucTpanus JOKYMEHTOB B MECTaxX HX CO3JaHHsl WU HCIOIHEHHS (B CTPYKTYpPHBIX
MOApa3IeIICHUSIX )
0) perucTpanus JOKyMEHTOB B OJJHOM CTPYKTYPHOM MOJpPAa3AeICHUH WIN OAHUM PaOOTHUKOM
B) YacThb JIOKYMEHTOB pETHCTPUPYETCS LEHTPAJIM30BAHHO, a Jpyras PperucTpupyercs B
CTPYKTYPHBIX MOJIpa3IesICHUsX
I') PETHCTpalUs OCYIIECTBIISICTCS B (pHiIHaIax OpraHU3alMy 10 MECTY CO3aHuUs JOKYMEHTOB

10. BopiOepuTe 0aAMH BapHMaHT OTBeTa W3 NpeAJIOKeHHbIX. OnpenesnTe BepHbIi BapuaHT
opopmiieHus1 pekBu3nTa «OT™MeTKa 0 3aBepeHun konumw» coraacuo 'OCT.
a) Bepno:

HNucnextop otnena kaapos I[longmucys  U. U. Iletposa

6) Bepno
WHcniekTop oTaena Kaapos IHogmucey  U. U. IlerpoBa
B) Bepno
WHcniekTop oTaena Kaapos IHogmucey  W. U. IlerpoBa
16.10.2012

r) MHCcnekTop oTaena kaipoB IMogmuces  U. U. Ilerposa
BbiOepuTe 0aMH BapHAHT OTBeTa M3 NpeAJoKeHHbIX. [laliTe ompeneneHue TNOHATHIO

"OsaHK qoKymeHTa''. BiaHk 10KyMeHTa - 3T0...

a) HabOp pPEeKBU3UTOB, HACHTUPHUIMPYIOIUX aBTOpa 0(ULIHATBHOIO MTUCHbMEHHOIO JOKYMEHTA;

0) 3aukcHUpoBaHHas Ha MaTepUalbHOM HocuTene uHpopMalMs C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(UIIUPOBATE;

B) 3amuch HHGOpPMAIMKM HA PA3IMYHBIX HOCUTENSAX IO YCTAHOBJIIEHHBIM IpaBWJIaM U B
COOTBETCTBUU C TPEOOBAHUSAMU;

r) 3adukcupoBaHHAas Ha MaTepUANTbHOM HOCHUTENe HH(OpMaIus, NpeiHa3HAYeHHAs s
nepesavyn ee BO BpEMEHU U IPOCTPAHCTBE.

Bbi0epuTe oauH BapHaHT OTBeTa M3 NpeAokeHHbIX. Kak KiaccmpuuupyoT 10KyMeEHThI

10 CPOKAM MCHOJHEeHUs1?
a) CIly>keOHbIe U JINYHBIE;
0) MHAUBUAYAIbHBIE U TUIOBBIE;
B) IIPOCTBIE U CIIOKHBIE;
I') CPOYHBIE U OECCPOYHBIE.
13.  BrpiOepuTe npaBW/IbHBII OTBET W 3aKOHYUTe mnpeano:xkeHue. '"I'epOoBble OaaHKH
U3roTaBJMBaKOTCAH..."
a) TOJBKO PYKOIHMCHBIM CIIOCOOOM;
0) ¢ MOMOIIIBIO KOMITBIOTEPHOU TEXHUKH;
B) C IIOMOIIIbIO KOMMPOBAJIBHON TEXHUKU;
I') TOJUTPAPUICCKUMHU TTPEATPUITHIMHU.
14. BrpiOepuTe 0JMH BAPHAHT OTBeTAa M3 Npel0KeHHBIX. JlaTa tokymMeHnTa opopmisiercs:

a) CIIOBECHO-ITU(POBBIM CIIOCOOOM;
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17.

0) UCKIIIOUYUTETHHO IIU(PPOBBIM CIIOCOOOM;

B) IU(PPOBBIM WIIH CIIOBECHO-ITU(POBBIM CIIOCOOOM;

I') UCKJIFOUUTENHHO CIIOBECHBIM CIIOCOOOM.
15. Bbi0epuTe 0lMH BAPpMAHT OTBETA U3 NMPeENJI0KeHHbIX. DOpMyJIsIp KaKOro J0OKyMeHTa
COCTOUT M3 CJeAYIOLIUX pa3ieaoB: o0ulee IO0J0KeHHe, OPraHH3alMOHHAsl CTPYKTYpa,
perjiaMeHT OpraHu3anuu, QuUHAHCOBO-MaTepuajJbHasi 0a3a, OTYEéTHaAsE pPeBU3HOHHAsA
AeATEeJIBLHOCTD, MOPSIA0K JUKBUAANNHA OPraHUu3anumn?
a) MHCTPYKIIHS
0) yctaB
B) CTPYKTypa
I') MOJIOXKEHUE
16. Bbi0epuTe 0MH BAPpMAHT OTBeTAa W3 MpPeNI0KeHHbIX. J[aToi BCTYyIUIEHUS NMPHUKa3a B
CHUJIY SIBJISIETCS:
a) ;mara ero oOpMIICHHS CEKpPETapeM;
0) nara ero NOANUCAaHUS PYKOBOAUTEIEM;
B) JlaTa JOKYMEHTa, Ha OCHOBAHUU KOTOPOTO 0(hOpMIISIETCS IPUKa3;
I') JaTa BBEJCHUS €ro B JCHCTBUE, YKa3aHHAs B TEKCTE.

Bobi0epuTe 0JUH BADHAHT O0TBETA U3 NpeNioKeHHbIX. TeKkceT npukasa 1mo JUYHOMY COCTABY
00s13aTeJIbHO 3aKAHYUBAIOT:
a) Ha3HAUYEHUEM OTBETCTBEHHOTO 32 MCIIOJHEHUE PUKa3a;
0) ykazaHHuEM CPOKOB JAEHCTBUSI IPHKa3a;
B) CCBUIKOM Ha JOKYMEHT, MOCITYKUBIIUNA OCHOBAHUEM JJIsl U3/IaHUS;
') BU3UPOBAaHUEM ITPHKAa3a JIHUIA, HA KOTOPOT'O COCTABIICH MPHUKA3.
18. BpiOepuTe oaOMH BapHaHT oOTBeTa u3 npeajdoxkeHHbIX. Homenkiarypa aen
NnpeaHa3Ha4YeHa J1JIs:
a) CUCTeMaTHU3alliH JIOKYMEHTOB Ha MPEeINpUiTHH;
0) TPYNIIUPOBKY HCIIOJIHEHHBIX JOKYMEHTOB B JIeJla M UX YUeTa,
B) JUIA NIPaBUJIBHOTO XPaHEHUS TOKYMEHTOB Ha MPEANPUITUH;
I) COOJIIOJIEHUS peXUMa CEKPETHOCTU Ha MPEAIPUITHH.
19. BpiOepuTe 0JUH BAPMAHT OTBETA U3 NMpeAJ0KeHHBIX. [I0KyMeHT0000pPOT OpraHu3anuu
—3T0 ...
a) IBM)KCHHE JOKYMEHTOB B OpraHM3allMd C MOMEHTa UX CO3[aHUs WM TONy4YeHHUS 110
3aBepILIEHHsI UCTIOTHEHHUS MITH OTIPABICHUS

0) O01mee KOMUYECTBO BXOJSIIETO, HUCXOMSIIETO U BHYTPEHHETO JOKYMEHTOIOTOKOB
OpraHu3aIu

B) OTpacib AESITeTbHOCTH, OOECTIeUnBalONIas JOKYMEHTHPOBAHUE U OPTaHU3aIUI0 PabOTHI C
opuIMaILHBIMU JTOKYMEHTAMHU

T') OpraHu3alus JTOKYMEHTOO0OpOTa, XpaHEHHs] M HMCIOJIb30BaHUS JOKYMEHTOB B TEKYIIEH
JEATEIIbHOCTH MIPEANPUATHS

20. BbiOepuTe 0aMH BapHAHT OTBeTa W3 NpeMIoKeHHBbIX. OmnpenejuTe BepHbIii BapHAHT
opopmiienus pexBusnra «I'pud coriiacopanus»:

a) COI'JTACOBAHO

IIpoTokonom 3acenanus

IIpaBJIEHUs CTPaxoBoM komnanuu «llmanera»

o1 21.06.2012 Ne 10

0) H. U. Opnos
(TToamuch)

B) HauanpHUK I0pHAMYECKOTO OT/eNa

IMoamuce

I'. . Cunopos

21.12.2006

r) I[Iporokou 3acenanus ot 21.06.2006 Ne 10
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HavanpHuk ropuanueckoro oTaena
[Toanucs I'. . Cugopo
Bapuanr 2

1. BoiOepuTe OIMH BAapUAHT OTBeTa M3 NMpeaiokeHHbIX. Kak Ha3bIBaercs 3adpukcupoBaHHAas
Ha MaTepuajbHOM HocuTede HUHGopManusi ¢ PeKBU3UTAMH, NO3BOJSIOIMIMMHU €@
HIEHTH(PUIUPOBATH?
a) JIOKYMEHT;
0) OnaHK;
B) JIaHHBIC;
I') 3aIlUCh.
2. BoiOepuTe 0MH BapuMaHT O0TBeTa U3 Mpeaio:keHHbIX. Kak kiaccupuuupyoT 10KyMeHThI
1o cpeacTBam pukcanuu?

a) MUChbMEHHBIC, Tpaduveckue, HOTO- U KHHOJIOKYMEHTHI, JJICKTPOHHBIE;

0) MHAMBHIYyaJIbHbIEC, TUTIOBBIE U TpadapeTHbIe, CTAaHAAPTHHIE;

B) BXOJSINNE, UCXOJIAIIME, BHYTPEHHHE, BHEIIIHHKE,

T') IPOCTHIE U CIIOKHBIE, TUTIOBBIE U TpadapeTHBIE.

3. BbiOepuTe OAMH BapMaHT OTBeTa U3 MNpelIokeHHbIX. Kakoii Bua O0JaHKoB
HCIOJIb3yeTcs IJIsl COCTABJIeHHS BHYTPEHHUX JOKYMEHTOB:
a) oOmuii OnaHK;
0) muct 6ymaru gopmara A4;
B) OJIaHK NHUCHMa;
r) OJaHK KOHKPETHOTO BUa JOKYMEHTA.

4. BblOepuTe OJIMH BapMAHT OTBeTa W3 MNPEIJI0KEHHBIX. YKaKUTe TMPaBHUJIbHOE
odopmiieHHe 1aTHI:
a) 1.09.18
6) 01.9.2018
B) 01.09. 18
r) 01.09.2018

5. BbiOepuTe OMH BApHAHT OTBeTa M3 NpeNJ0KEeHHbIX M 3aKOHYHMTe npensioxxkenue. "Lns
o(opmJIeHU YCTaBa HCNOJB3YIOT ... "

a) o0t OJIaHK;

0) nuct 6ymaru gopmara A4;

B) ONIaHK MUCHMa;

r) OJ1aHK KOHKPETHOTO BHJ1a JOKYMEHTA.

6. BoiOepuTe onuH BapuaHT oTBera u3 npeaio:keHHbIX."Texcr [MPUKA3A cocroutr wu3s
yacreu:..."

a) BBOJHOW M KOHCTATHUPYIOLIEH;

0) BBOJHOM U OCHOBHOW;

B) KOHCTATHPYIOIIEH U PaCTIOPSTUTEIHHOM,

I') OCHOBHOM U JIOMOJTHUTEIHLHOM.

. BoiOepuTe 0AMH BapMaHT OTBeTa M3 NpepjokeHHbIX. KaapoBasi 1okyMeHTanMs BeleTcsl B
COOTBETCTBHHU:

a) ¢ TpynoBeiM kogekcom PD;

6) ¢ Kongexcom 3akoHOB 0 Tpyne PD;

B) C KOJUIEKTUBHBIM JJOTOBOPOM;

') C yCTaBOM OpraHU3aIUH.

8. BblOepuTe OIMH BAPUAHT OTBETa W3 MpeAoKeHHBbIX. CHCTeMaTU3MPOBAHHBIN MepevyeHb
3aroJIOBKOB JieJ1, 3aBOJIMMBIX B OPraHH3aIHH C YKa3aHHEM CPOKOB MX XPaHEHHS — ITO-

a) HOMEHKJIATypa JeJl OpraHHu3aIlHH;

0) CIHCOK JIe7T OpraHu3allly;

B) MEpeUYEHb JeJl OpraHu3aliy;

T') CTPYKTYpa AEIONPOU3BOICTBA.

30



9. BpbiOepuTe 0OIMH BAPHAHT OTBETA U3 NMpeaI0KeHHbIX. O0beM T0KYMEHT0000poTa — 3TO ...
a) opraHu3anus JOKYMEHTOO0O0pOTa, XpaHEHHUS W UCIOJIb30BaHUS JTOKYMEHTOB B TEKYIICH
JeSITeIbHOCTH MPEANPUATHS
0) oOlee KOJMYECTBO BXOMAILIETO, MCXOAALIETO M BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3aliuu
B) ABMIKCHUC JOKYMCHTOB B OpraHu3alvi ¢ MOMCHTA UX CO3AaHWA UJIU IMOJTYYCHHA OO
3aBepUICHUS] UCTIOJIHEHUS WM OTIPABICHUS
F) 3aIIuCh I/IH(i)OpMaI_II/II/I Ha Pa3/IMYHbIX HOCUTCIIAX 11O YCTAHOBJICHHBIM IIpaBUJIaM
10. BbiOepuTe OJAMH BAPHAHT OTBeTa W3 MNpeNI0KeHHbIX.OnpenejauTe BepHbI BapuaHT
opopmiienus pexkBudnta«lloanuces» Ha 61aHKe opranu3anum?

a) nupektop OO0 «Jlapec» B. A. IlerpoBa
0) TMpEeKTOp Mara3uHa [TerpoBa B. A.
B) aupektop OO0 «Jlapecy» B. A. IlerpoBa
r) nupexktop OO0 «Jlapecy ITerpoBa B. A.

11. BoiOepuTe 01MH BapHaHT OTBeTa U3 MpeoKeHHbIX. JlaiiTe onpenejieHue MOHATUIO
"Os1aHK JoKyMeHTa'. BiiaHk 10KyMeHTA - 3T0...
a) 3ad)MKCHpPOBaHHAS HA MAaTEPUAIILHOM HOCUTENEC MH(OpMAIKs, MpeaHa3HaAYCHHAS IS Tepeaadn
€€ BO BPEMEHH U MPOCTPAHCTBE;
0) 3adukcupoBaHHas Ha MaTepUAIBLHOM HOCHUTeENe MHGOPMAIUS C PEKBU3UTAMU, MO3BOJISIOIIUMHU
ee UJIeHTU(UIINPOBATE;
B) 3amuch MH(GOPMAIIMHU HA PA3JIMUHBIX HOCUTENISX M0 YCTAaHOBJICHHBIM MPABWIIAM U B COOTBETCTBUU
¢ TpeOOBaHUSIMH;
') HA0Op PEKBU3UTOB, UICHTHPHUIMPYIOIIUX aBTOpa 0(hUIINATHHOTO MTUCEMEHHOTO JOKYMEHTA.
12. BpiOepuTe OAMH BapHAHT OTBeTa W3 NpelokeHHbIX. Kakoil BUA JT0KYMEHTOB
MOJIEKUT 00513aTeIbHOM Mpoueaype YyTBep:KIeHus?
a) OpraHU3aIMOHHEIE;
0) pacnopsiAUTEIbHBIE;
B) MH(POPMALMOHHBIE;
I') KaJpOBbIE.

13. BriOepuTe OAMH BapMaHT OTBeTa M3 NpeioKeHHbIX. Kakoil pekBH3UT He BXOAUT B
coctas opmyasipa-o6pa3na cnpaBku?

a) HAaMMEHOBaHUE OPraHU3alllu;

0) HaMEHOBaHUE BU/IA IOKYMEHTAa,

B) J1aTa JIOKYMEHTa,

) rpud YTBEPKIACHUS TOKYMEHTA;

14. BpiOepuTe OAMH BapMaHT OTBeTa W3 INpeAI0KeHHbIX. Kakne peKBHU3HTBI OTHOCATCH K
OPUIANYECKU 3HAYUMBbIM ?

a) 1aTa, pEruCTPALlMOHHBIN HOMEP JOKYMEHTA,

0) 3aroJI0OBOK K TEKCTY, OTMETKA 00 UCIIOJTHUTEIIE;

B) pP€30JIOLMS, OTMETKA O HAJIMYUU IPUIIOKEHUM;

I') OTMETKA O OCTYIJIEHUH, 3aT0JI0BOK K TEKCTY.

15. BobiOepure 0OMH BapHaHT OTBeTa M3 NpeloKeHHbIX. JlaiiTe ompeneneHue NMOHATHIO
OpPraHu3alMOHHAS NOKYMEHTALUA:

a) KOMIUIEKC B3aMMOYBSI3aHHBIX JIOKYMEHTOB, PETIIaAMEHTUPYIOIUX CTPYKTYPY, 3a7a4i U GyHKIIUH
MPEIPUATHSI, OPTaHU3AIHIO ero paboThI, paBa, 00SI3aHHOCTH U OTBETCTBEHHOCTh PYKOBOAMTEINEH
Y CIIELUAJIMCTOB IPEANPUATHUS;

0) MOKYMEHTHI, B KOTOPBIX (DUKCHPYIOTCS DPEIICHUs aIMUHUCTPATUBHBIX M OPTaHU3AIIMOHHBIX
BOIIPOCOB  JIEATEIBHOCTH  OPraHU3ALMM.3TH JOKYMEHTBl PEryJUpylOT W  KOOPAHHHPYIOT
JESITEIbHOCTD, TIO3BOJISIIOT OpPraHy YIpaBJICHUS O00ECIeUrBaTh PEATM3AINIO MTOCTABICHHBIX MEpe]

HHUM 33744,
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0)
B)

a)
0)
B)
r)

0)
B)

B) JOKYMEHTBI, COOOIIAIOIINE CBEeICHHs, TO0YKIAI0IINe IPUHUMATh OTpPE/IeIIeHHbIEC pEeIIeHus], T.¢.
UHULMUPYIOT YIOPABICHUECKUE pEIIEHUs,, IO03BOJIAIOT BbIOpaTh TOT MJIM HMHOH CIOCOO
YIPaBJIEHYECKOTO BO3ICHCTBUSA.OHM HE COJEpXkKAT TIOPYUYEHHH, He O0OS3BIBAIOT BBHINOIHATH
HOPYYEHHUS.
I') COBOKYHMHOCTb (OpPM (IOKYMEHTOB), OTPAKAIOUIMX HAJIMYME U JBIKCHHE IMEPCOHAJA.BEJCHHE
9TOr0 BMJA JOKYMEHTAlMM HeoTbeMiieMas 00s3aHHOCTh JII0OOro paboToparess HE3aBHCHMO OT
MacmTaboB €ro AEATEIbHOCTH U OPraHU3alMOHHO-TIPABOBOM (POPMBEI.

16. BbiOepuTe 0lMH BAPHAHT OTBeTa U3 NpeNoKeHHbIX. B TekcTe mpoToko/sia KpaTrkoi
(popMBI yKa3bIBAIOTCS:
UHULMANBL ¥ (QaMUIMM TIpeJcenaTelns, CeKpeTaps W IPUCYTCTBYIOIIUX, a TAaKKe WHUIMAIBI,
(bamMuINK U TOJDKHOCTH JIMIL, PUTIIAIIEHHBIX HA COBEILIAHHE;
CIMCOK IPUCYTCTBYIOLINX, pACCMAaTPHUBAaEMbl€ BOIIPOCH] U MIPUHSTHIE PELLICHMS;
CIIMCOK MPUCYTCTBYIOLINX, IOPSAIKOBBIM HOMEP BOIpOCa 10 MOBECTKE JIHA, 3ar0JI0BOK K JOKIady,
(bamMuINK TOKJIAJAYMKOB U BBICTYIAIOIIMUX B MOPAIKE UX BBICTYIUICHUS;
HOMEp IPOTOKOJIA, MECTO COCTABJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT (IIOBECTKa AHSI, CIyLIaJH,
HOCTaHOBUJIN), TOJAITUCH.

17. BbpiOepuTe OOMH BApPHAHT OTBeTa W3 MpeNI0KeHHbIX. BHocATCH M B TPYI0OBYIO
KHHMIKKY CBeJIeHUs O JUCUMIIIMHAPHBIX B3bICKAHUAX:

a) B TPYJOBYIO KHIDKKY HE BHOCATCS HUKAKUE B3bICKAHUS

6) HE BHOCATCS, UCKIIFOYCHHEC, KOT'Ia B3bICKAHUC YBOJIbBHCHUEC

B) BHOCSITCS BCE JUCIUIUIMHAPHBIC B3bICKAHUS

F) BHOCATCA B COOTBETCTBUHU C JIOKAJIbBHBIMHU aKTaMH.

18. BriOepuTe 0MH BapUaHT OTBeTa U3 NMpeAso:KeHHbIX. Kak Ha3bIBalOTCA NOKYMEHTBI,
KOTOpPbIE COCTABJISIIOTCS, HCIIOJHAIOTCH M XPAHATCH B PAMKAX CaMOro npeanpusaTus’?
BHYTPEHHHE;

BXOJAILNE;
UCXOIAIINE;
BHEIIIHUE.

19. BpiOepuTe OAMH BapHAaHT OTBeTa U3 MNpeAto:keHHbIX. Omnpenenure Bpems
perucrpauuu Ilpukasa ...

a) pEruCTPUPYIOTCS B JIEHb MOCTYIICHUS
0) perucTpupyroTCs B JIeHb MOANNCAHUS
B) PETUCTPUPYIOTCS B JIEHb O(POPMIICHHS

I') HE PETUCTPUPYIOTCS BOOOIIE
20. BbiOepuTe 0aMH BapHMaHT OTBeTa W3 NpeAoKeHHbIX. OmpenesnTe BepHbIii BapUHAHT
opopmiieHus1 pekBU3UTA. B orcyrcTBHe pykoBoautens A. U. IlerpoBa noxkymMeHT moamucan
ero 3amecturesib CHA0pPOB, HCIIOJTHAIOIIUI 00513AHHOCTH PYKOBOAUTEJIS.

a) 3am. {upexrop A. N. Tlerpos
(monmucek Cuaoponsa)

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

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

(monmucek Cuaopona)
r) . o. nupekropa I'. B. Cunopos

Bapuanr 3

1. BoiOepuTe OAMH BapMaHT OTBeTa M3 MPeNJIOKEHHBIX U 3aKOHYHNTe mpeaso:kenue:'[ns
ONTUMM3ANMH JOKYMEHTAIMOHHBIX NPOLIECCOB B 0Te4eCTBEHHOH JKOHOMMKe ObLI pa3padoTan
AOKYMEHT, KoTopbiii B 1991 roxy npeodpa3osan B..."

a) 'OCT

YCOPA

rcaoy
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OKVY /[
BriOepuTe 01MH BapuaHT O0TBeTA U3 NpeasiokeHHbIX. Kak kiaccupuuupyroT 10KyMeHThI 10
COIePKAHUIO?
city)xeOHbIe U JIHYHBIE;
WHJUBU]IyaJIbHBIC U TUIIOBBIE;
BXOJISIINE U UCXOJSIINE;
MIPOCTHIE U CIIOXKHBIE.
2. BpbiOepuTe 0JMH BapHAHT OTBeTa W3 MNpeNIoKeHHbIX. Kakoil pekBHU3HUT COCTOMT M3
CJeAYIIUX 3JIEeMEHTOB: HaMMEHOBAHHE [0/LKHOCTHM, JIMYHAsi NOANUCH, pacmudpoBKa
noamucH, fara?
rpu¢ yTBEpKACHUS
rpu¢ cormacoBaHus
BH3a COTJIaCOBaHUs
MOJIKUCH aBTOpa
3. BbiOepuTe O0OIMH BapHAHT OTBeTa W3 NpelIo:KeHHbIX. Kakoro pexkBusnTa HeT B
(¢opmy.sipe ciy:xeOHOro nucbma?
a) HaMMEHOBAaHUS yUPEKIACHUSI-aBTOPA
0) HaMMEHOBaHUS BUJA IOKYMEHTa
B) 3aroJIoBKa K TEKCTY JOKYMEHTa
r) aapecaTa TOKyMEHT
5. BbiOepuTe 0MH BApHAHT OTBeTa U3 NpeAioKeHHbIX. Kakoil JOKyMEeHT COCTOMT H3
CJIeYIOIIUX Pa3JeioB: o0IIHMe MOJI0KeHHs, (PYHKIUH, JA0LKHOCTHbIE 00SI3aHHOCTH, MpaBa,
OTBETCTBEHHOCTb, B3AUMOOTHOIIEHH, KBATH(PHKAIMOHHbIE TPeOOBAHMS, OLIeHKA PadoThI?

a) MHCTPYKLHUA

0) yctaB

B) ITOJIO’KCHHE

I) JOJKHOCTHAsi MHCTPYKIUS

a)
0)
B)
r)

6. Boi0epuTe OAMH BAapHAHT OTBeTa W3 MNPeAJIOKeHHbIX. JIOKYMeHT, (puMKCHUpYIOIHMil XoA
o0cysK1eHns KaKkoro-iu0o Bonpoca - 370...
IIPOTOKOII
aKT
JIOKJIaJHas 3allucKa
CIpaBKa

7. Bpi0epuTe 0JMH BapMaHT OTBeTa M3 NpPeIOKeHHBbIX. YeTKkasi opraHnu3anus padoTsl ¢
Ka/IpOBbIMM JOKYMEHTAMH Heo0X0oauma JJIf:

a) yIops04eHNs PerucTpalluuBCeX BUIOB JOKYMEHTAIIMHM OpraHU3aIlluH

0) NpaBUJIBHOTO XPaHEHUSIBCEX BUJOB IOKYMEHTALIUK OpraHU3aI|H

B) CO3/JaHUs ONITUMAJIBHBIX YCJIOBHMH JJIsl BCEX BUJIOB pabOT ¢ JOKYMEHTaMHU

I') Ul CBOEBPEMEHHOI'O UCTIOJIb30BaHUSABCEX BUIOB JOKYMEHTALIUH.

8. BbiOepure oaMH BapuHaHT oOTBeTa M3 nperdoxkeHHbIX. Homenkaarypa pgen
NpeJHAa3HAYeHa 1JIs:

a) cucTeMaTH3alluy JOKYMEHTOB Ha MPEANPHUITUN

0) rpynnupoOBKY UCIIOJTHEHHBIX IOKYMEHTOB B Jiefla M UX y4yeTa

B) JJIs1 IPABWJIBHOTO XPaHEHUsI JOKYMEHTOB Ha MPEANPUATUN

I') COOIOZICHHS peXKrMa CEKPETHOCTU Ha NMPEeANPUATUI

9. BeiOepuTe 0AMH BAPHAHT OTBeTa M3 NpeaaokeHHbIX. Homenkiarypa aein — 3710 ...
a) opraHu3anus JOKYMEHTOO0OpOTa, XpaHEHUs U UCIIOJIb30BaHUs TOKYMEHTOB B TEKYyILEH
ACATCIIBHOCTH PCAIPUATUA

0) ofmiee KOTUYECTBO BXOJSIIEr0, MCXOSIIETO W BHYTPEHHEIO JIOKYMEHTOIOTOKOB
OpraHu3aIuu
B) JABI)KEHUE JOKYMEHTOB B OpraHM3alliy C MOMEHTA UX CO3/IaHUs WIH MIOJIyYE€HHUS 10
3aBepILIEHHs UCIIOJHEHUS WIIN OTIPABJICHUS
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0)
B)

a)
0)

B)

a)
0)

B)

a)
0)

r)

') CUCTEMAaTU3UPOBAaHHBIN [IEPEUEHD 3ar0JIOBKOB /1] C YKA3aHUEM CPOKOB UX XPAHEHUS,
0(hopMIIEHHBIH B yCTaHOBIEHHOM NOPSIKE

10. BbiOepuTe 0AMH BapHAHT OTBeTa W3 NpeNoKeHHbIX. Omnpeenutre BepHbIH BapHAHT
opopmieHusi pexkBu3NTa «OTMeTKAa 0 HAJIHYMH NPUIOKEHHS», €CIH B TeKCTe
CONPOBOAUTEIBHOIO NMCHMA He YIIOMUHAJIOCH O NPHJIOKEeHUH ?

a) [Ipunoxenue:

1. CnipaBka o corjlacoBaHuM IpoekTa Ha 4 1. B 1 3K3.;

2. OT3bIB IO MPOEKTY Ha 2 JI. B 1 7K3.

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

B) [Ipmnoxenue:

1. CripaBka 0 corjiacoBaHUM IIPOEKTA;

2. OT3bIB MO MPOEKTY.

r) npunoxxenue: CripaBka 0 corjaacoBaHuu MpoekTa 1 OT3bIB IO MPOEKTY.

11. BopiOepuTe 0OMH BapuUAHT OTBeTa M3 Ipelo:keHHbIX. Kakas pyHknusi 1oKymeHTa
o0ecrieynBaeT BHELIHNE CBSA3H MPeINPHUATUHS U OPraHU3alum?
a) KOMMYHUKATHUBHas
UCTOpUYECKast
UH(pOpPMaLMOHHAs
KyMYJISATHBHAS

12. BbiOeputre O0aMH BapMaHT oOTBeTa H3 npemrIoxkeHHbIX. Kak kiaaccupuumpyror
JOKYMEHTBI 110 CPOKAM XpaHeHus?

IOCTOSIHHOT'O CpOKa XpaHeHus; 1ojroBpeMeHHoro (cbie 10 ner); BpemenHoro (o 10 ser);
noarospemeHHoro (cseiwe 20 set); BpeMenHoro (1o 10 ser), BpeMeHHoro (110 S jier);
IOCTOSIHHOT'O CPOKa XpaHEHUs; 10JIroBpeMeHHoro (cBbiie 20 jeT); BpeMeHHOro (J10 5 1eT);
IIOCTOSIHHOT'O CPOKa XpaHEHHUs; BPEMEHHOT0 (CBBILLIE 5 JI€T); BpeMEHHOro (10 3 jer).

13. BpiOepuTe 01MH BAPpHAHT OTBETA M3 NpPelIOKeHHBbIX. Kakoil peKBH3HT OTHOCHTCH K

NMOCTOSIHHBIM?

JaTta JOKyMEHTa

HAaUMEHOBAaHME OpraHU3aluu

MOJIHUCH aBTOpa

HOMeEp JOKyMEHTa

14. Bei0epuTe 0AMH BAPDHAHT O0TBETA M3 NMPeNJI0KEeHHbIX. PEKBH3HUT «3arojI0BOK K TEKCTY»:
a) OTpaxkaeT KpaTKoe COojepKaHhe TOKYMEHTa;

0) MO3BOJIET CYAUTh O HA3HAUYEHUH JJOKYMEHTA,

B) HEOOXOAMM JUIsl OEPAaTUBHOM CBSI3U C TEM, KTO COCTaBUJI JOKYMEHT

I') OIpeaesieT COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTa;

15. BbiOepure 0aMH BapHMAaHT OTBeTa M3 NpeNioKeHHbIX. Kakol JOKyMEHT cOCTOMT U3
CJIeAYIOIIUX pa3aejioB: o0ImMe IMOJI0KeHHsl, (PYHKIHUH, AO/LKHOCTHbIEe 00SI3aHHOCTH, NpaBa,
OTBETCTBEHHOCTh, B3AUMOOTHOIIEHHUS, KBAJIU(PUKALMOHHbIE TPeOOBaHUs, OlleHKAa padoThl?

a) MHCTPYKIIMS OpraHu3alluu

0) JOHKHOCTHASsI MHCTPYKIIHS

B) MOJIOKEHUE O MEPCOHAIIE

') yCTaB OpraHu3aluu

16. BpbiOepuTe OAMH BapHAHT OTBeTa M3 INpeAJoKeHHbIX. Bo BBogHOH 4acTH
pacnopsiINTebHOI0 JOKYMEHTA CO/IepPKaATCH...

CPOKH HCIIOJIHEHUS PACHIOPSIKEHUS;

OCHOBHbI€ HaIlpaBJICHUS JESATEIbHOCTH YUPEXKICHUS;

pacnopsKEHUs PyKOBOIUTES;

LEJIN ¥ IPUYUHBI CO3JJaHNs JOKYMEHTA.

17. Bei0epuTe 0AMH BAPDHAHT O0TBETA M3 NPeNJI0KeHHbIX. Y HUGUIIPOBaHHAs (popMa
yYTBep:KIeHA J1JIs:

a) MpaBUJI BHYTPEHHETO TPYAOBOIO PACIIOPSIIKA,

0) TPyIOBOTO JJOTOBOpPA € PabOTHUKOM;
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B) MOJIOKEHUS O paboTe Moipa3/ieeHuUs;
T') TIOJIO’KEHHMSI O TIEPCOHAJIE.
18. BoiOepuTe oAMH BapMaHT OTBeTa W3 NpedjoxkeHHbIX. Korna B HoMeHKIaType aen
YKa3bIBaeTcsl KOJHYeCTBO 3aBeJeHHbIX TOMOB?
a) B TEUEHHUE KAJICHIapHOTO Tojia
0) 10 Mepe 3aHeCEeHUs CBEJICHUI B HOMEHKIIATypy
B) B KOHIIE KaJI€HIApHOIO rojia
I') TOJBKO ITOCJIE 3aBEPIICHUS JieNa
19. BbiOepuTe 0OMH BapMaHT OTBeTa M3 IpeAaokeHHbIX. Cpok XpaHeHHsI JOKYMEHTa
J0JITOBPEMEHHOI0 XPAHCHHUS:
a) 10 ner
0) 75 ner
B) cBbie 10 ser
r) cBblme 15 ner
20. Boi0epuTe 0JMH BapUaHT O0TBeTA U3 NpelJ0KeHHbIX.B kakoM ciiydyae npaBujibHO oopm-
JeH pekBu3uT «I'pud yrBepxaenus nokymenta»? Ilnan padorsl opranm3zamuu Ha 2012 rox
yYTBep:KJeH pelieHueM COBeTa IMPeKTOPOB.
a) YTBEPX/IAIO
Pemenue CoBeta nupeKkTopoB
or 12.08.2012 r. Ne 14
6) YTBEPXXJIEH
Pemenuem CoBera TUpeKTOpOB
ot 12.08.2012 Ne 14
B) YTBEPX/IEH
Pemennem CoBeTa 1UpeKTOpOB
or 12.08.2012 r.
r) YTBEPXKJIEH
Pemennem CoBera AMpeKTOpOB
Bapuanr 4
1. Boi0epuTe 0AMH BAaPUAHT OTBeTa U3 NMpeA10KeHHbIX. /le10npou3BoaACTBO — 3TO:
a) IBWJKEHUE JOKYMEHTOB B OpraHU3allui C MOMEHTA WX CO3/IaHUs WM MOJIYUYEHHS J0 3aBEpLICHUS
WCIIOJIHEHMS;
0) oTpaciab JEATENbHOCTH, OOEcrneuuBarolias JOKYMEHTHPOBAHME M OpraHu3aluio padoThl ¢
o(uIMaNbHBIMU JOKYMEHTAMU,
B) 3aIIUCh MH(POPMAIMHU HA Pa3IMUYHBIX HOCUTENSIX M0 YCTAHOBJICHHBIM IPaBUIIaM;
I') OpraHu3anusi JOKYMEHTOOOOpOTa, XpaHEHHsS W HUCIOJb30BAaHUS JOKYMEHTOB B TEKyIeH
JESITEIbHOCTH MPEATIPUATHSL.
2. BpiOepuTe OIMH BapHAHT OTBeTa H3 MNpelIokeHHbIX. Kak kiaaccuuumpyror
AOKYMEHTBI 110 IPOUCXO0KICHUI0?
a) BXOJISIIME U UCXOAIINE;
0) UHIUBHUIYATbHBIC U TUTIOBHIE;
B) CIy»KeOHBIE U JINYHBIC;
T') IPOCTHIE U CIIOKHBIE.
3. BbiOepuTe 01MH BapUAHT OTBeTa M3 MpelIoKeHHbIX. [Jisi yero nmpoBoauTcs: yHupukanus
AOKYMEHTOB?
a) JUIs JOKYMEHTUPOBAHHUSI YIIPaBIEHYECKOH J1eATeIbHOCTH OpraHu3aluy UM MPEANpHUsITUS ;
0) /U1 opraHu3anuyu paboThl ¢ JOKYMEHTAaMHU B OpraHU3al|K WU NPEANPUSATUH;
B) S CHIDKEHHMS KOJHMYECTBA TPHUMEHSEMBIX JOKYMEHTOB, CHIDKEHHUS TPYIOEMKOCTH HX
00paboTKH.
T) 111 00pabOTKU TOKYMEHTOBOPTaHU3AIMUHY WU TIPEATIPHUSTHUSA;
4.Bbi0epuTe 0OIMH BAPUAHT 0TBETA U3 NMPeNJI0KeHHbIX. PeKBU3UT ''3ar0/I0BOK K TeKceTy':
a) oopmIsieTcss Ha JOKYMEHTaX BCEr/a, He3aBUCHMO OT (hopMaTa, Ha KOTOPOM COCTaBJICH JaHHBIN
JIOKYMEHT;
0) oopmisieTcss Ha BCceX TOKYMEHTaX, MOXKHO HE COCTaBIIATh HA JOKYMEHTaX, O(OPMIICHHBIX Ha
Omankax ¢opmara AS;
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B) opopmisieTcss Ha JOKyMEHTax IO YCMOTPEHHIO COCTaBUTENS JOKYMEHTa, HE3aBUCHUMO OT
dbopmara,

r) oopmisieTcs TOIBKO Ha IOKyMEHTaX COCTAaBICHHBIX Ha popmare A4.

5. BriOepuTe 01MH BAPHAHT OTBeTa U3 NpeasiokeHHbIX. [Ipuka3 co3naercs aJis:

a) MOATBEPKJICHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHIA, ICHCTBHIA,

0) pelIeHns: OCHOBHBIX ONEPATUBHBIX 3a/1a4, CTOSIIMX [1€pe]] OpraHu3aluen;

B) OTPa)KE€HUs yCIOBUI TPYIOBBIX B3aUMOOTHOILIEHUI COTPYJHUKA C aIMUHUCTPALIUEH;

I') 3aKpeIIeHHs! TOJDKHOCTHBIX 00513aHHOCTEH COTPYAHUKOB OPraHU3aLIH.

6. BbiOepuTe O0AMH BapHMAHT OTBeTa M3 Npelo:KkeHHBbIX. I[IpoToKoaBI HyMepyrOTCs
NMOPAIKOBBIMH HOMEPAMHU:

a) B IIpejiesiaX BCero BpEMEHU CYIIECTBOBAHHUS OpraHU3alUy;

0) B mpenenax JecsATy JIeT;

B) B MpeJieliax IsITH JIET;

T') B IpeJieyax KaJleHIapHoTo roja.

7. BoiDepuTe OHH BapHMAHT OTBeTa M3 Mpenio:keHHbIX. [Ipuka3bl 0 mpueMe Ha padoTy H
YBOJIbHEHHH XPAHSATCS:

a) 75 ner;

0) 10 ner;

B) 50 ner;

r) 5 ner.

8. BoiOepuTe 0JUH BapMaHT OTBeTa M3 MpeNIOKeHHbIX. OnpeaenuTe B KaKOi CPOK T0JKHA
NMPOU3BOAUTCS 00pPadOTKA JOKYMEHTOB M Mepeaaya uxX UCHOJTHUTENAM?

a) B JIHb TIOCTYILJICHUS JOKYMEHTOB B OpraHU3aIuIo;

0) B TpeXJHEBHBIN CPOK IOCIIE OCTYIJIEHUS JOKYMEHTOB B OpraHU3alluIo;

B) B HEJIEJIbHBIN CPOK MOCIIE MOCTYIIICHUS TOKYMEHTOB B OpraHU3aIHUIO;

F) B TCUCHHU MCCAIa CO AHA MOCTYIUICHUA TOKYMCHTA B OpraHU3alulo.

9. YcTaHOBHTE COOTBETCTBHE MEKIAY MOHATHAMHU M HeJIIMHU. Y HU(PUKAIUSI JOKYMEHTOB — 3TO
a) opra"u3anus JTOKyMEHTOOOOpOTa, XpaHEHUs] W MCIOJIb30BAHHS JOKYMEHTOB B TEKYIEH
NEeATEIbHOCTH MPEITPUATHS

0) obecrieyeHrne CBOEBPEMEHHOIO U KaUeCTBEHHOTO UCIIOJTHEHNS OPYUEHUHN U peIlIeHHs
BOIIPOCOB.
B) COKpaIlleHHE KOJIMYECTBA IOKYMEHTOB, IPUBEICHUE K €TUHBIM HOpMaM

F) cucreMaTus3anusa JOKyMCHTOB

10. BpiOepuTe OaMH BapHAHT OTBeTAa W3 MpeAao:keHHbIX. Omnpegenutre  NpaBUIbHOE
opopMiieHUEe peKBU3HTA «Aapecar»?
a) Tupextopy OOO «IIpomonTropr»

NBanosoi Tamape IleTpoBHe
6) Hupexropy «IIpomontropr»

Wpanosoiui T. I1.
B) 450009, Yda, yn. Hexxunckas, 7

Hupexropy OOO «Ipomontropr» r-xe MBanosoii T. I1.
r) Jupexkropy OOO «IIponontropr»

T. I1. IBanoBO#
yi. Hexxunckasi, 7
r. Yoa, 450009

BbiOepuTe O0OMH BapMaHT oOTBeTa M3 INpPeAJIOKEHHbIX. 3aKOHYHUTE MpelIOKeHHe:
3apukcHpoOBaHHasE Ha  MATEPHATbHOM  HOcUTesle HHPoOpManuss C PeKBU3HTAMM,
MO3BOJISIKOIIUMHY €& HIeHTH(PUUHMPOBATH — ITO...?

a) TOKYMEHT
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a)
0)

r)

a)
0)
B)
r)

a)
0)
B)
r)

0) OiaHK
B) JJaHHBIC
T) 3aIIUCh

12. BbiOepute OIMH BapHAHT OTBeTa M3 TMPeENJOKEHHBIX. YKaKUTe KJaccupukanmnio
JOKYMEHTOB 10 IOPUANYECKOIl cuie:

MPOCTHIC U CIIOKHBIE

MOJUTMHHBIC ¥ TTOJIJIOXKHBIC

CITy’)kKeOHBIC U JTMYHBIC

OTKPBITHIC U JIOKYMEHTHI C OTPAHUYCHHBIM JIOCTYIIOM

13. BpiOepuTre OaMH BapHAHT OTBEeTA W3 NPENJIOKEHHBLIX M 3aKOHYHUTE IpeasiosKeHue:
"T'OCT P 6.30-2003 ycTanaBJIMBaeT CJieyllHe pa3Mepbl oJiei (He MeHee, MM) ..."

a) nmeBoe-20; nmpaBoe-10; Bepxuee-20; HuwkHee-20;

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

B) i1eBoe-20; mpaBoe-20; BepxHee-15; HkHee-20;

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

14. BrpiOepuTe 0AMH BapHMaHT OTBeTa M3 INpelJIOKeHHBbIX. PacmoJioskeHne peKBM3MTOB Ha
0J1aHKe IOKYMEHTA onpeaeJisieTcs:
a) COCTaBUTENIEM JJOKYMEHTA;
0) mpaBwiIaMu yHU(DHUKAIIUU TOKYMEHTOB;
B) TOCYJJapCTBEHHBIM CTaHJapTOM;
I') JIOKaJIbHBIMU aKTaMH OpraHU3aLUH.
15. BpiOepure OAMH BapHMaHT oOTBeTa H3 MpeMIokeHHbIX. Kem paspabatbiBaercs
JNOJIKHOCTHASI HHCTPYKUMA?
JUPEKTOPOM OpraHU3aluu
OyXxrajaTepoM OpraHHU3aLuU
PYKOBOAMTEINIEM MTOAPA3IACIICHUS
3aMECTUTENIEM IUPEKTOpa
16. BpiOepuTe mpaBMJIbHBIA OTBET WM 3aKOHYUTe MpeajoxeHue. '"'PacnopsaaurenbHbIH
JOKYMEHT KOJIJIETHAJIbHOI0 OPraHa ynpasJieHus - 3T0..."
IIPUKa3
pacnopsKeHHe
yKa3aHue
IIOCTaHOBJICHUE
17. BpiOepuTe OJMH BapMaHT OTBeTa M3 NpelIOKeHHbIX. B kakoil cpox odopmisiercs
TPYAOBasi KHUKKA HA pa0OTHMKA, IPHHATOr0 HA padoTy BepBbIe:
a) He N03/IHEE HEACNbHOTO CPOKa CO JAHS puemMa
0) He Mmo3/1Hee MATH AHEH co THS IpuemMa
B) B JICHb MOJNUCAHUS TPYIOBOTO JI0TOBOpa
I') 10 OKOHYAHMIO UCIIBITATEIBLHOTO CPOKA.

18. BbiOepure O0OMH BapHMaHT oOTBeTa M3 TNpelJoKeHHbIX. Buasl perucrpanum
AOKYMECHTOB, CYIIECCTBYIOIIIUE B JOKYMCHTAIITHOHHOM obdecreueHN M YHnpaBJI€CHUSA:
JKypHaJIbHasA, KapTOYHasl, SJIEKTPOHHAs
KypHaJIbHas, KapTO4YHas, KHIKHAs
KypHaJbHasA, KapTouHas, rpaduieckas
KypHaJIbHas, KapTO4YHas, CMENIaHHas

19. BoiOepuTe 01MH BAPHAHT OTBETa U3 NPeAJI0KeHHbIX. BbiOepuTe U3 NMpeI0KeHHOr0
Ha0opa NpUMepoB NPABHJIbHOE PACIIOJIOKEeHHEe HOMepa CTPAHUIbI HA IOKYMEHTAX,
0(opMJICHHBIX Ha ABYX U 0oJiee JTUCTaX:

a) -10-
6) ctp. 10
B) "10"
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r) 10

20. BblOepuTe OAMH BapUAHT OTBeTa W3 MNpelJoKeHHbIX. Omnpeaenure MNpaBUJIbHOE

opopmiieHue pekBu3NTa «OTMeTKA 0 MOCTYIUIEHUH JOKYMEHTA B OPTraHU3AIUI0»?
a) upexropy 3A0 «Kanunay»

CemenoBoii Onbre @egopoBHe
0) dupexropy «KanuHa

CemenoBoii O.9.
B) 450009, Ya, yn. Kanununa, 7

Hupekropy 3A0 «Kanuna» Cemenooii O.D.
r) dupexropy 3A0 «Kanuna

0.®. CemeHoBoOM

yi. Kanununa, 7

r. Yoa, 450009

Bapmanr 5.
1. BoiOepuTe OAMH BapHAHT OTBeTa W3 NpPeLIOKeHHBIX. OJIHUM H3 OCHOBOMOJIATAKOIINX
NPUHIUIOB TMPOEKTHPOBAHUSI CHCTEM [OKYMEHTAIMOHHOIO o0ecreyeHusl YyHpaBJeHHUs
SIBJISIETCS
a) MIPUHITATT yHUDHUKAIUY;
0) IIPUHIAIT MHTErpalvy;
B) mpuHIUI AuddepeHnannm;
T') IPUHIIAIT COOTBETCTBUS.

2. BoiOepuTe 0JHH BAPUAHT OTBeTa U3 MpeAiokeHHbIX. Kiaccupukanus 10KyMeHTOB 10
CO/IeP:KAHMIO CJIeAYIOIIAs:
a) CIyKEOHbIE U JINYHBIE;
0) IpOCTHIE U CIOXKHBIE;
B) BXOJIAIIHME U UCXOJISIINE;
T') UHIUBUAYaJIbHbIC U TUTIOBBIC.
3. BoiOepuTe 01UH BAPUAHT OTBETA U3 NMPeNJ0KeHHBbIX. Kakne peKBH3UTHI OTHOCITCH K
MOCTOSTHHBIM?
a) JlaTa, PETUCTPANMOHHBIA HOMEP JOKYMEHTA,
0) 3aroI0BOK K TEKCTY, OTMETKA 00 MCIIOIHUTEIE;
B) PE30JIIOIHUS, OTMETKA O HAJTMYNHU TPUIIOKEHUH;
r) sM0JieMa OpraHu3alliy, €€ HaMMEHOBaHUE.

4. BpiOepuTe OIMH BapHMAHT OTBEeTAa M3 NpelIOKeHHbIX. Il JA0KyMeHTa, NOAJIUHHHUK
KOTOPOI0 0CTAETCSl B OPraHU3aI[UH, BU3bI IPOCTABJISIIOTCH:

a) HUOKE TOJIHMCH PYKOBOIMTEINS, MOMMCABIIETO JOKYMEHT;

0) B HUXKHEH yacTH 000POTHOM CTOPOHBI MOCIIEAHETO JIHCTA;

B) Ha KaXJIOM CTpaHUIIe MHOTOCTPAHUYHOTO TJOKYMEHTA;

r') Ha 00OPOTHON CTOPOHE MEPBOIO JIMCTA JOKYMEHTA.

5.Bbi0epuTe 01MH BAPUAHT OTBETA M3 NMPEAJI0KEeHHbIX. YCTAHOBHTE COOTBETCTBUE MEMKIY
TPyNIOH JOKYMEHTOB H €€ BUAAMHU: OPraHN3alMOHHAS JOKYMEHTAI M-
a) MpHKa3, pacropssKeHUe, pelieHre
0) aKT, MPOTOKOJ, CIPaBKa, MUCbMO
B) yCTaB, MTOJIOKEHNE, HHCTPYKIIUS
I') pacnopsbKeHHe, IPOTOKOJI, pEICHNE

6. BoiOepuTe OMH BAPUAHT OTBETA U3 MPEAI0KeHHBIX. TeKeT aKTa JeJuTCsl HA CJeayIolme
YyacTu:

a) BBOJAHYIO, OCHOBHYIO U COJEPKAIIYIO BEIBObL;

0) BBOJIHYIO U KOHCTAaTHPYIOIIYIO, COJIEPIKAIIYIO0 BBIBOJIBI;
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12.

B) HAUAJIbHYIO U 3aKJIIOUUTENbHYIO, COJEPKAIIYIO BHIBOJIBI;
I') BBOJIHYIO, OCHOBHYIO U 3aKJIFOUUTEIIbHYIO YacTh.

7. BpiOepuTe OJMH BApPUAHT OTBETA W3 NMPeNI0KEeHHbIX. PerucrpanoHHbIi HOMepP KaKHX
JOKYMEHTOB onoJiHsAeTcss OykBamu «JI/C» nim «K»?

a) CTPYKTYpa U HITaTHAsl YUCIECHHOCTD;

0) noknaaHasi, OObSCHUTEIbHAS 3aMKCKA;

B) MPUKA3M0 OCHOBHOM J€ATEIbHOCTH;

') B IPUKA3 110 JUYHOMY COCTaBY;

1) TIOJIO’KEHHE 0 paboTe mepcoHaa.

8. BbiOepuTe O0AMH BapHMAHT OTBeTa U3 IMpPeLIOKeHHbIX. B Kakoii Ccpok g0J/KHA
NPOU3BOIUTHCS 00pad0oTKAa JOKYMEHTOB M IepeAava X UCIOJHUTeNAM?

a) B JIeHb TIOCTYILJICHUS JOKYMEHTOB B OpraHU3aluIo;

0) B 3-XJHEBHBII CPOK IOCIIE MOCTYIJICHUS I0KYMEHTOB;

B) B HEJIEJIbHBIN CPOK IMOCIIE MOCTYIIICHUS TOKYMEHTOB;

') B TEYEHUH MECSLA CO JHS MOCTYIIEHUS IOKYMEHTA B OpraHU3aIuIo.

9. K kakoii rpynmne 1okymeHToB 0THOCUTCH LIITATHOE PACIITMCAHUE?
a) K pacrlopsiAUTEIbHBIM;
0) K JIMYHBIM;
B) K MH(GOPMAIMOHHO-CIIPABOYHBIM;
I') K OpraHU3alOHHBIM.
10. BbiOepuTe OJMH BAapHAHT OTBeTa W3 MpeloKeHHBbIX. Omnpeneaure  NpaBHIbHOE
opopmiieHHe pekBH3MTa «OTMeTKA 0 MOCTYIVIEHUHM JOKYMEHTA B OPraHu3anuio»?
a) OO0 «IIpogontTopr»
Ne 236 o1 26.10.2012
6) o1 26.10. 12 Ne 236
B) [IpononTropr
oT 26.10.2012
r) OOO «IIpomonTTOpr»
Ne 236 o1 26.10.12

11. Bei0epuTte 0AMH BAPHAHT O0TBETA M3 NPEIJ0KCHHBbIX. PEKBU3UT JOKyMeHTa — 3TO:
a) cTaHAApTHBIN JUCT OyMaru, Ha KOTOPOM IOCTOsSIHHAsE HH(pOpMaIus IepeMeHHas;

0) COBOKYITHOCTb PACHOJIOXKEHHBIX B OIPEEIEHHOM MOC/IE0BaTEIbHOCTH 3alHCeH;

B) 00s13aTEIBHBIN 3JIEMEHT O(HUIIMATFHOTO JOKYMEHTa HE3aBUCHUMO OT HOCHUTEJIS;

I') 3alUCh UH(OPMAIMK IO YCTAaHOBJICHHBIM MTPaBHJIaM Ha PAa3IUYHBIX HOCHUTENSX.

BbiOepuTe 01uH BapuaHT O0TBeTa U3 Npeaio:keHHbIX. Kak kiaccupuuupyoT 10KyMeHTbI
10 CPOKAM MCHOJIHEeHUs1?
a) CIIy>KEOHBIE U TUYHBIE;
0) UHIUBHUIYATbHBIC U TUTIOBHIE;
B) IPOCTHIE U CIIOKHBIE;
I') CpOUHbIE U OeCCpPOUHBIE.

13. BbiOepuTe oOaMH BapuaHT oOTBeTa W3 MNpelIokKeHHbIX. PexBusur «Bussbl
COIJIACOBAHUSD):

a) CIYXXUT U1 OPOPMIICHUSI BHEITHETO COTJIACOBAHMS ¢ KOHKPETHBIM JOJKHOCTHBIM JIMIIOM WJIH
KOJUIETHAJIbHBIM OPraHOM;

0) nmpuaeT conepkaHuio 0QUINATEHOTO JOKYMEHTa HOPMATHUBHBIN WIIM MPABOBOM XapaKTep;

B) UCIOJB3YETCS [ BHYTPEHHETO COTJIaCOBaHUS MPOEKTOB JIOKYMEHTOB M MPH O3HAKOMJICHUU C
KaKUM-TTH00 JOKYMEHTOM;

T') UCIIOJIb3YETCS MPU 03HAKOMIICHHUH C KAKUM-THOO TOKYMEHTOM JIOJKHOCTHBIM JIUIIOM.
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14. Kakoii 0.1aHK HCOJIB3YyeTcH 1Jis1 0(pOPMIICHHS BHEIIHUX JOKYMEHTOB?
a) oOmwmii 6JaHK
0) OjaHK NMUChMa
B) OJJaHK KOHKPETHOT'O BUJa TOKYMEHTa
I') BCe BUbI OJJAHKOB

15. BbiOepuTe 0JUH BAPUAHT OTBeTA U3 NMpeAJ0KeHHbIX. UTO sBJsieTcs AaTOoil 10KHOCTHOM
HHCTPYKIUM:

a) JlaTa ee COCTABJICHUS aBTOPOM JOKYMEHTAa;

0) nara ee MOJAMUCAHUS PYKOBOJUTENIEM MOIPA3/ICIICHUS;

B) JlaTa €€ YTBEP>KJACHUS PYKOBOJAUTEIIEM OpraHu3alliu;

r) JaTa BU3UPOBAaHUSA PAOOTHUKOM IMOAPA3ICICHHUS.

16. BoiOepuTe 0/IMH BApMAHT OTBETA U3 NpPeaioKeHHbIX. ENMHCTBeHHBINH BU/ TOKYMEHTA,
B KOTOPOM OTCYTCTBYeT PEKBHU3HUT KHAUMEHOBAHHNE BUA TOKYMEHTa»?

a) MIUChbMO

0) npukas

B) CIIpaBKa
I) peleHue

17.BbiOepuTe OMH BAPHAHT OTBETA U3 NMPeEAJI0KeHHBIX. /[aT0il MPOTOKO/1a SABISIETCS:
a) JaTa MOJIMCaHus IPOTOKOJIA,

0) aTa mpoBEICHHUS 3aCeIaHNs;

B) JlaTa PETUCTPAIMK TPOTOKOJIA;

r) gata ohOpMIICHHUS TIPOTOKOJIA.

18. BbiOepuTe O0AMH BapHaHT OTBeTa M3 MNPEIJI0KEHHBIX. PerucrpanMoHHBII HoOMep
JTOKYMEHTa — 3TO:

a) J1aTa ero MOAMUCAHHS WA YTBEPKICHHUS;

0) ycnoBHOe 0003HaYeHHE TOKYMEHTa, 0] KOTOpbIM OH BBeieH B UIIC;

B) OTMETKA JIJI1 aBTOMATHYECKOTO TIOMCKA JIOKYMEHTA,

I') OTMETKA O TIOCTYIUICHUH IOKyMEHTA B OPTaHU3aIHIo.

19. BpbiOeputre oaAMH BapMaHT oOTBeTa W3 Mpeajo:xkeHHbIX. K  cnpaBouHo-
MHPOPMALMOHHBIM JOKYMEHTAM OTHOCATCS:

a) yKazaHue, perieHue
0) MPOTOKOJI, ACIOBOE MUCHhMO, OOBSICHUTEIHHAS 3aIMHCKa
B) KOJUICKTUBHBIHN JIOTOBOP, aHKETA, aTTECTAIIMOHHAS (hopMa

F) yLIpCILI/ITCJ'ILHHﬁ A0Tr0BOpP, IMOJIOKECHUC O MEPCOHATIC, MHCTPYKIUSA 11O ACITIOIIPOU3BOACTBY

20. BpiOepuTe 0IMH BapUAHT OTBETA M3 NMpeAo:KeHHbIX. OnpeaeauTe NPaBUIbHbIA BAPHAHT
odopMiIeHUS] PEKBH3UT «A/pecaTry AJs UCXOASIIEro 10KyMeHTa, ecJi B KauecTBe ajpecara
BBICTYIIaeT PYKOBOJAUTE/b OpraHu3anum?
a) upextopy OOO «TopruHBeHTapb»

NBanosoii Tamape [leTpoBHe
450009, r. Ya, yn. Bmaguoctokckas, 7
6) dupexropy OOO «ToprunBeHTaph)»

NBanosoii T. I1.
450009, r. Ya, yn. BmaguBocrokckasi, 7
B) 450009, r. Ya, yn. Bnanuocrokckas, 7
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How

o

©oN

00O «ToprunBeHTapb»
Wpanosoii T. II.
r) Jupexkropy OOO «TopruHBeHTapb»

T. I1. IBanoBO#1
yi1. BilaguBocrokckas, 7

450009, r. Yoa

IHopTdoimo.
HucTpykuus:
Brimonnenue 3aganus npeaycMarpuBaeT paboTy B TEUYSHHE BCETO BPEMEHH, OTBEICHHOTO Ha
U3y4eHHE JUCLUIUINHBL.
[Toptdonmo cocrout u3 10 3axanuii:

I'OCT P 6.30 — 2003;
HopmaruBHo-MeToanuecKas JOKyMEHTALUS 10 JIEI0NPOU3BOJACTBY (METOAUYECKUE PEKOMEHAALINH,
WHCTPYKITUH U T.]1.);
MaxeTsl GOopM TOKYMEHTOB;
OO0pa31pl OpraHu3aMOHHO-TIPABOBBIX (POPM JOKYMEHTOB (00pa3Libl JOHKHOCTHBIX MHCTPYKIIHI);
OO0pa3upbl OpraHU3allMOHHO-PACTIOPSIAUTENBHBIX (POPM TOKYMEHTOB (IPUKA3bl U PACHOPSKEHUS 110
OCHOBHOMH JI€ATEJIbHOCTH U JIMYHOMY COCTaBY, BBIIIUCKU U3 IOKYMEHTOB);
OO6pa3tbl GopM ACTOBOM MEPEITHCKY;
O06pa31p! HopM TOKYMEHTOB IO OOPALIEHUAM T'pakaH U KOH()UICHIIUAIBHOTO JeJIONPOU3BOICTBA;
dopma HOMEHKJIATYPbI JETT;
Onuch JOKYMEHTOB Jiesia M 0(opMIIEHUE 0OJI0KKH J1eN1a;

. Jloxmaasl 1 pedepaTsl 10 MHIUBUAYATHLHBIM 331aHUSM.

BBIMONMHATE 3a1aHUsI HY)KHO KaK BO BPEMs ayIUTOPHBIX 3aHATHH, TaK U CAMOCTOSTEIILHO, B
HOpsiIKE WX CiefoBaHUs. sl S5KOHOMHM BpPEMEHHU IMpPOMyCKaiTe 3aJaHue, KOTOpoe He yaaércs
BBITIOJIHUTH CPasy, U MEPexoauTe K cienyronieMy. Ecnu nmepen 3aummroii mocie BBINOIHEHUS BCel
pa6OTBI Y BaC OCTAHCETCA BPEMA, TO Bbl MOKCTC BCPHYTLCA K IMPOMYUMICHHBIM 3aJaHUSIM. Eannm,
MOJy4YeHHbIE BAMU 32 BCE BBINOJIHEHHBIE 3a7aHus, CyMMUpytoTcs. [loctapaiiTech BBINOJHUTH Kak
MO>KHO OouibllIe 3a1aHUN U HaOpaTh HaUOOJIbIIEe KOJIMYECTBO OaIOB.

ITAJ0H NPAaBUJIBLHOIO OTBETA:
MAKETHI ®OPM J[OKYMEHTOB

Jlis  BBIONMHEHMS 3aJaHusl TAaKOro TuUMa HeoO0XOoAMMO c(hOpMHUpPOBaTh MakeThl (GopM
JIOKYMEHTOB B OT/ICJIbHYIO TANKy Ha 3JIEKTPOHHOM HOCHTENIe W/WJIM pacredararb Ha OyMa)KHOM
HOCHUTeJIE U MOJIINTG B nanky «Jlemo N ».

IIpumep: makeT GOpPMBI KOTTUH MTPHKA3a.
OrtBer:

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJDKETHOE OGPA30OBATEJIbBHOE
YUYPEX/JEHUE BBICHIEI'O OBPA3SOBAHMS
«BAIIKMPCKUU I'OCY AAPCTBEHHbBI YHUBEPCUTET»

HaunmeHnoBanue puanana

TIPKA3
« » 20 T. Ne
VYa
0 uyem?
TEKCT

Ipunoxenne: 1. [lomoxxenne o MeTomuueckoM yrpaBieHUH Y4eOHOTO 3aBeneHMs Ha 5 . B 1
9K3.;
2. [IpaBmia moAaroToBKH U OGOPMIICHHS] JTOKYMEHTOB METOIUYEeCKOTO yIpaBjieHus Ha 7 JI. B 2
IK3.
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Hupekrop T.T.Turos

['maBHbIi Oyxranrep C.C.Cunoposa

HN.U. Banosa

4. Cucrema oneHuBanus komiiekra ®OC Tekymero KOHTpoJIsi U
NPOMEKYTOYHOM aTTecTAllul

Kpurtepuu ounenuBanus pe3yabTaToB AuddepeHnnpoBaHHOI0 3a4eTa
Kpurepuu ouenku (B 6aynax):

- 25-30 6a10B BBICTABIISIETCS CTYACHTY, €CJIM CTYAEHT Jall OJHbIE, pPa3BEPHYThIE OTBETHI Ha
BCE TEOPETHYECKHWE BOMPOCH OwWiera, MPOJEMOHCTPHUPOBAJ 3HAaHUE (YHKIMOHAIBHBIX
BO3MO>KHOCTEM, TEPMUHOJIOTUH, OCHOBHBIX 3JIEMEHTOB, YMEHHE IPUMEHATh TEOPETUUECKUE 3HAHUS
IpU BBIIOJHEHUM MpakTUdeckux 3anaHuil. CryaeHT 0e3 3aTpyJHEHHl OTBETWJI Ha BCe
JIOTIOJNIHUTENIbHBIE  Bompochl. [lpakTuyeckass yacTb paOOThl BBINOJIHEHA IOJHOCTHbIO 0e€3
HETOYHOCTEH M OINOO0K;

- 17-24 6anioB BBICTABISETCS CTYAEHTY, €CIIH CTYJEHT PAacKpbUl B OCHOBHOM T€OPETUUYECKUE
BOIIPOCHI, OJIHAKO AOIYIIEHbl HETOYHOCTH B OIPEAEJIEHUH OCHOBHBIX NOHATHH. [Ipum oTBeTe Ha
JIOTIOTHUTEIIbHBIE BOMIPOCH! TOMYIIEHBI HEOONbIINE HETOYHOCTH. [IpH BBHIMOTHEHNH MPaKTUYECKOU
4acTH paOOThI TOMYIIEHBI HECYIIECTBEHHBIC OIIHMOKY;

- 10-16 GanymoB BBICTABIISACTCS CTYIEHTY, €CIM TPU OTBETE HA TEOPETHYECKHE BOIPOCHI
CTYJICHTOM JIOIMYIIEHO HECKOJBKO CYIIECTBCHHBIX OMIMOOK B TOJKOBAHWU OCHOBHBIX TIOHSTHH.
Jloruka M TIOJIHOTAa OTBETAa CTPAJAIOT 3aMETHBIMU HU3bSHAMH. 3aMETHBI MpoOensl B 3HAHUU
OCHOBHBIX METOJIOB. TeopeTnyeckre BOMPOCH B 1IEJIOM HU3JI0KEHBI IOCTATOYHO, HO C MPOIMyCKaMU
MaTepuana. VIMEIOTCS TpHHIMIHAAILHBIC ONIMOKH B JIOTHKE ITOCTPOCHHS OTBETa Ha BOIPOC.
CTyneHT He pelIu 3aaqy WK IPU PEIIeHNUU JOMYIIEHbI TPyOble OINOKY;

- 1-10 OammoB BBICTABISETCS CTYACHTY, €CIIM OTBET HAa TEOPETUYECKHE BOIPOCHI
CBUJIETEJILCTBYET O HENIOHMMAHUM U KpallHE HEMOJHOM 3HAHUM OCHOBHBIX MOHSATHII M METOJOB.
OOHapyXuBaeTcs OTCYTCTBHE HAaBBIKOB IMPHUMEHEHUS TEOPETHMUYECKHUX 3HAHHWM IMPHU BBITOJIHEHUU
IIPAKTUYECKUX 3afaHuil. CTyIeHT HE CMOT OTBETUTh HU Ha OJIMH JOIOJIHUTENBHBIN BOMPOC.

VYcranaBnuBaeTcs — cleAylomias — Tpajanus — MepeBoJa  OICHKM W3  MHOTOOQUIBHOW B
YeThIPEeX0aIIbHYIO:

=  orau4HO — oT 80 1o 110 6amnoB (BkItoyas 10 moompuTenbHBIX 0AIOB),

= xopomio — ot 60 1o 79 6annos,

"  yIOBJIETBOPHUTENHHO — OT 45 10 59 6amnos,

"  HEYJOBJICTBOPUTEIHLHO — MEeHee 45 0asuioB.
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Kpurtepun oneHuBaHus BBINOJIHEHHS J1a00paTOPHBIX padoT

ITokazarenb OLIEHKU Pacripenenenne 6aos

ToyHocTh BOCTIpoM3BeNEHHs ydeOHOro Marepuana (TepMHHOB, | 1
npaBui, (PaKTOB, ONIMCAHHHA U T.1.)

TouHOCTH pa3iInuuCHUA U BBIACICHUA H3YUCHHBIX MAaTCPUAIOB 1

MaxkcumanbHbIN 0a 2

KpnTepml OLICHUBAHUSA YIaCTUsA AJsA YCTHOTO0 OIIpoca

IToka3arenpb orleHKHU Pacnipenenenue
Oaju10B

3HaHHe U NOHUMAaHHE COBPCMCHHBIX TGHI{GHLII/Iﬁ Pa3BUTHA 110 TEMC

['myOuHa M OPUTHHAITBHOCTE CYXKICHUN

ApFYMeHTI/II)OBaHHOCTB H B3BCHICHHOCTD ITPH U3JIOKCHHUU CBOCH MO3UIUHU

YMeHue BecTu HAayYHYIO JUCKYCCHIO

AKTHBHOCTH B O6CY)KI[€HI/II/I

CoOmroieHne AeI0BOM STUKU U DTUKETA

IR

UTOI'O

KpnTepml OIIECHUBAHHA BbINOJHEHUS TECTOBbIX 3aJaHUH

CrtpykTypa paboTsl Kpurepuu onenku Pacrnipenenenue 6annos

Omun Bompoc Tecta (30 | HenpaBuibhbiit otBer / IlpaBuibhsiii | 0/0,5
BOITPOCOB B BApUAHTE) OTBET
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