AHHOTaNus
OIl. 13. JJoxymenmayuonroe obecneuenue ynpasienus

1. O6nacty npumeHennst padoydeii NporpaMmsl

Pabowas mporpamMma JUCHMIUIMHBI SIBJISIETCS YacThlO OCHOBHOH 00pa3oBaTeiIbHOMN
nporpamMmsbl B cootBeTcTBHM ¢ PI'OC amst ciennanbHOCTH: (YKpYIHEHHAs TPYIINa CeHuaIbHOCTEH
40.00.00 KOpucnpynennusi), 40.02.01 IlpaBo u opraHu3anusi COIMHMATLHOTO OOECTEUCHUs, IS
00ydJarouuxcsi OYHON U 3a049HOU (hopM 0OyUeHHS.

2. MecTo y4yeOHOW JMCUMIUIMHBI B  CTPYKTYpe OCHOBHOWi  mpodeccHoHAIbLHOI
o0pa3oBaTe/ibHOI NPOrpaMMbl

Hucturmuaa  OI1.13.  JlokyMeHTaIllMOHHOE OOECIICYCHHE YIIPaBJICHUS OTHOCHTCS K
po(ecCHOHATTLHOMY ITUKITY, 00IIenpodeCCHOHATBHBIM TUCITUIUTMHAM. J{MCIUITIINHA pean3yeTcs
B paMKax 00s3aTeNIbHOM YacTH.

3. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl 0OCBOCHUA TUCHUIIJIMHBI:

OIIE,OII_[[K Ymenus 3HaHus
- 0OpPMIISTH OPraHU3aLMOHHO- - IOHSITHE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOObI
pactopsiANTEIbHbBIC JOKYMEHTHI B JIOKyMEHTHUPOBAHHS,
COOTBETCTBUHU C JICHCTBYIOIIUM - IpaBUJIa COCTaBIEHUs U OpopMIIeHUs

OK 1 -5, I'OCTowm; OpraHU3alMOHHO-PACIOPAIUTENbHBIX

8,9 - OCYUIIECTBIIATH 00paboOTKy JTOKyMeHTOB (nanee - OPJI);

K 1.1 - | BXOMAIINX, BHYTPEHHNX H - CHCTEMY Y TUIIOBYIO TEXHOJIOTHIO

14, 1.6 |VCXOMILIX JOKYMEHTOB, KOHTPOIb | JOKYMCHTALHOHHOTO obecrnieueHus
3a X UCIIOJTHEHUEM; ynpasienus (nanee - JOY);
- 0OPMIIATH TOKYMEHTHI JIJIs - 0COOEHHOCTH JENONPOU3BO/ICTBA IO
nepeayn B apXuB OpraHU3aIuu oOpamieHusM TpakaaH U KOH(PUICHINAIBHOTO

JIEJIONPOU3BOJICTBA

4. CTPYKTYPA U COAEP)KAHUE JUCIIUITJIMHBI
4.1 O0beM ITMCHUIIMHBI H BBl y4eOHOH padoThI
Ounas opma oOydeHus

Buo yueonoit paoomut Oovem uacos

MakcumasbHas ydeOHas Harpy3ka (scero) 65
Oo6s13aTesibHAsE ayAUTOpPHAs yueOHAasi HATPY3Ka (Bcero) 42

B TOM YHUCIIE:

JEKIMH (YPOKH) 20
NPAaKTUIECKHUE 3aHATHS -
71a00paTOpHBIE 3aHATHUS 22
KypcoBasi paboTa (IpOeKT) (eciu npedycmompena) -
CamocrosiTeibHas padora o0yuyaromerocs (Bcero) 23

[TpomexyTounast arTectanus B popme dugpepenyuposannozo 3auema.
- Ha 6a3e OCHOBHOTO 00111ero 00pa3oBaHMs — B YETBEPTOM CEMECTPE

3aounas hopma oOydeHHS

Buo yueonoii pabomot Oo6vem uacos

MakcumasbHas y4eOHass Harpy3ka (Bcero) 65




O6si3aTesibHAsI ayAUTOPHAs ydeOHAasi HATPy3Ka (Bcero) 12
B TOM YHCIIE:

JEKIH (YPOKH) 8

MPAKTUYCCKHUE 3aHITHS -

1a00paTOPHBIE 3aHATHS 4
KypcoBasi paboTa (IpoeKT) (eciu npedycmompena) -

CamocTrosiTejibHas padoTa o0yuaroierocsi (Bcero) 53

[TpomexyTouHas arrecranus B popme

- opyeux ¢hopm xoumpons (mecmuposanus) — Ha 0a3e OCHOBHOro oOIIero oOpa3oBaHHsS — B

mpemvem CEMECTPE;

- domauHel KOHMpoIbHOU pabomsl — Ha 0a3e OCHOBHOT'O OOIIEro oOpa3oBaHUS —B mpembem

CCMECTPE;

- oughghepenyuposannozo 3auema - Ha 6a3ze OCHOBHOrO 0OIIEro oOpa3oBaHUS — B YETBEPTOM

cemecTpe

4.2. ConepxaHue TUCUUILTUHBI

Paznen 1. /Jenonpouzsoocmeo, kak cghepa ynpasienueckoii 0esmenbHOCMu.

Tewma 1.1. /Joxymenmayus.

Tema 1.2. Kraccugukayus u ogpopmienue
ooxkymenmos (OP/]).

Tewma 1.3. /lenosas koppecnonoenyus.

Tewma 1.4. Unghopmayuonno-cnpagounas 0okymenmayusi.
Tewma 1.5. JJoxymenmayus no mpyoosvim omHoueHUsIM.

Paznen 2. Texnonozus pabomsi ¢ doxymenmamu.
Tewma 2.1. Opeanuzayus denonpoussodcmaa.
Tewma 2.2. Konguoenyuanvroe oenonpouzso0cmaeo.

Opé‘aHMS’aL;MOHHO'pClCI’ZOP}laumeﬂbHblx



OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIbBHOE
YUYPEXJEHNE BbICIIEI'O OBPASOBAHUS
«BAIKMPCKUU I'OCYAAPCTBEHHbBIM YHUBEPCUTET»

Komnemx

OJJOBPEHO
Ha 3aCeaHUH MTPEIMETHO-IIUKIOBOW KOMUCCUU
POTOKOJT Ne 9 or 20.04.2020

[Ipencenarens
K

ITazaesa JI.H.

Pabouasi nporpaMma JUCHUILIHHBI

JUCLHUILIMHA OIL.13. /lokymenmayuonnoe obecneuenue ynpasieHus

Ilpogpeccuonanvuviii yuka, oduwenpogheccuonanbhan OUCYUNIUHA, 00A3AMENbHAS YACHb

OHWKI AUCLHMIIIINHBI M1 €TI0 4aCTb (O6H33TCJIBH&${, BapI/IaTI/IBHaSI)

CIEIUATBHOCTD
40.02.01 Ilpaso u opzanuzayusn coyuaibHo2o obecneueHus
KOJI HAaMMEHOBAHHE CIICIIUATBHOCTH

YpPOBEHB TOJITOTOBKU
oazoentil

Vepa 2020

3



OI'TABJIEHHME

1. [TACIIOPT PABOYEN ITPOI'PAMMBI JUCLIMIIIAHBL. . ..., 5

1.1. OGnacTh MPUMEHEHUS PAOOUEH TIPOTPAMMBL. . ... .eeteteteneene ettt et ene ettt eeeaeeteaaeneeneeaens 5
1.2. Mecto y4eOHOW NUCIMILIMHBI B CTPYKTYpe OCHOBHOM IpodecCHOHaIbHON 00pa3oBaTeNbHOM
L1000 I 0T 1Y 0109 5
1.3. llenp 1 mmaHUpyeMbIe Pe3yJIbTaThl OCBOCHUS TUCIIHTUTHHBL. ...\ uvseeseentsenneeanneenneennnennns 5

2. CTPYKTYPA U COAEPXXAHUE JUCHUIIJIMHBIL. ... 5
2.1. O06beM TUCHUIUIMHBI M BUABI YICOHOM PAOOTBI. ... uvttntteeetteteeate et eaeeeeeeneeeneanneanes 5
2.2. TemaTr4ecKui TJIaH M COACPIKAHUE TACTIHILTHHBL. . ..\t usteeteenteeenseneeeneenneeenneenneeanneans 7

3. ®OHJZI OLEHOYHBIX CPEACTB, JUIA ITPOBEAEHUA TEKYIHEI'O KOHTPOJIA U
ITPOMEXYTOYHOU ATTECTALIUU OBYUAIOIINXCHA I10 JUCHUIVIMHE

(007 (0 7 0 U T 14
4. YCIIOBUS PEAJTIM3ALINU AUCHUIIIIAHDBL. ..., 14
4.1. TpeGoBaHUS K MUHUMAJIbHOMY MAaT€pUAIbHO-TEXHHUYECKOMY OOCCIICUCHHUIO. ... vvveerennns.. 14
4.2. Y4eOHO-MeTOoIMYecKoe U MH(POPMAIMOHHOE 00ECTICYCHUE TUCIIMIUIUHBI (MOIYIIS). ... ........ 15

4.2.1. IlepeyeHb OCHOBHOM U JTOMOJHUTENBHON y4eOHOI TUTEepaTyphl, HEOOXOIUMOMN ISl OCBOCHUS
D02 (0012000002020 0 00013 A1 ) T 15
4.2.2. Ilepeuens pecypcoB HH()OPMAITMOHHO-TEIIEKOMMYHHKAIIMOHHON cetn «MHTepHeT» (mainee -
ceTh «MHTEpHET»), HEOOXOUMBIX JIJISI OCBOCHUS TUCIIUATLTIHBI (MOYIIS) ..\t vveeneenreanaennennannnn, 15

4.2.3. Ilepeuerr  MH(POPMAINMOHHBIX  TEXHOJOTHH, HCIOJB3YyeMbIX TIPH  OCYIICCTBICHUU
00pa30BaTeILHOTO TpoIlecca MO AUCIHUILINHE, BKIIOYas MEPEYCHb MPOTPAMMHOI0 00ECIICUeHUS 1

WH()OPMAIIMOHHBIX CITPABOYHBIX CHCTEM (ITPH HEOOXOIMMOCTH ). .. uuvsenreennssanneenneennneenneennenns 16
5. UHBIE CBEJJEHUA U (MJIN) MATEPUAJIBL. ..o 16
5.1. [lepeueHp  00Opa30BaTENbHBIX  TEXHOJIOTUH,  HCIOJB3YEMBIX  IPH  OCYIIECTBICHUU
00pa30BaTEILHOTO MPOIECCA TTO JACIIHTITIHE . . ..\t eveneeneeneeaeeeneeneaneseneeneanenneneeneaneneenens 16
TIPUTIOKEHUE ... e e e 18
TIPUJIOKEHIUE 2.. .. . 21



1. MACIIOPT PABOYEM ITPOT'PAMMBI JIACIUIIIMHBI

1.1. Ob6aacTs NpuMeHeHHs padoyeil MPOrpaMMsl

PabGovast mporpamma IUCHUIUIMHBI SIBISETCS YacTbIO OCHOBHOM 00pa3oBaTelbHON
nporpamMmel B cooTBeTcTBIH ¢ I'OC mis crienmanbHOCTH: (YKPYITHEHHAS TPYIIIA CIIeHaIbHOCTEH
40.00.00 HOpucnpynenmus), 40.02.01 I[IpaBo u opraHu3amus COINHAILHOTO OOECIICUCHMUS, IS
0o0ydJaronuxcsi OUHOM U 3a049HON (popM oOydeHHS.

1.2. Mecto y4yeOHOW JUCHUIJIMHBI B  CTPYKTYpe OCHOBHOW mpodeccuoHAIbHOI
o0pa3oBaTeJIbHOM MPOrPaMMBbI
Hucummmna OI1.13.  JlokyMeHTanMOHHOE OOECIeYeHHe YHPABICHUS OTHOCUTCS K

npodecCuoHaNBbHOMY IUKITY, 00IenpodecCHOHaIbHBIM JUCIUILIMHAM. JIMCIUITIIMHA peanu3yercs

B paMKax 00s3aTEJIbHOM YacTH.

1.3. Heapb u niiaHupyeMblie pe3yJibTAThl 0CBOEHUS N CUMIIJIMHBI:

OIIE,OI[;K Ymenus 3HaHusA
- 0OPMIISTH OPTaHU3AMOHHO- - IOHATHUE IOKYMEHTA, €r0 CBOWCTBA,
pacropsauTeIbHbIC TOKYMEHTHI B CIOCOOBI JOKYMEHTUPOBAHUSI,
COOTBETCTBUHU C JICHCTBYIOIINM - MpaBWJIa COCTABIICHUS U OhOpMITCHUS
OK 1-5, 'OCTowm; OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX
8,9, - OCYIIECTBIIATH 00pabOTKyY TOKyMeHTOB (nanee - OPJI);
[IK 1.1 - | BXOMALIIX, BHYTPEHHHX M - CUCTEMY U THIIOBYIO TEXHOJIOTHIO
14,16 UCXOJAIINX JIOKYMEHTOB, KOHTPOJIb | JIOKYMEHTAIIMOHHOTO 00ECIICYCHUS
3a UX UCIIOJIHCHUEM,; ynpaneHus (naiee - JJOY);
- 0OPMIISTH TOKYMEHTHI JIJIs - 0COOEHHOCTH JCIIOTPON3BOJICTBA T10
niepeiady B apXUB OpraHu3aluu 0OpaIIeHUsIM TPaKIaH U
KOH(HUICHIIMATLHOTO JISIONPOU3BOJICTBA

2. CTPYKTYPA U COAEP)KAHUE JUCIIUITJINHBI

2.1 O0beM IMCHUIIMHBI U BU/IbI y4eOHOH padoThI

Ounas hopma oOydeHus

Buo yueonoit pabomut Oobvem uacos
MaxkcumanbHas y4eOHas Harpy3ka (Bcero) 65
O0s3aTeqbHAst Ay IUTOPHAA Y4eOHAsi Harpy3Ka (Bcero) 42
B TOM YHUCIIE:
JeKIHUH (YPOKH) 20
NPaKTUYECKUE 3aHATHS -
71a0opaTOpHbIE 3aHATHUS 22




KypcoBasi paboTa (IpoeKT) (eciu npedycmompena)

CamocrosiTesbHasi padoTa o0yuyaromerocs (Bcero)

23

[TpomexyTounas arTectanus B popme dugppepenyuposannozo 3auema.
- Ha 6a3e OCHOBHOIO 001Iero 00pa30BaHUs — BO YUSTBEPTOM CEMECTPE

3aouHas hopma oOydeHHS

Buo yueonoii pabomot Oovem uacos

MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 65
Oo6s13aTesibHAsI ayUTOPHAsI ydeOHAasi HATpy3Ka (Bcero) 12

B TOM YHCIIE:

JeKIuu (YpOKH) 8
MPAKTUICCKHUE 3aHITHS -
nabopaTOPHBIE 3aHATHS 4
KypcoBasi pabota (IIpoeKT) (eciu npedycmompena) -
CamocrosiTesibHas padoTa o0yuaroierocs (Bcero) 53

[TpomexyTouHast aTTectanus B popme

- Opyeux ¢hopm xommpons (mecmupoeanusi) — Ha 0aze OCHOBHOrO OOIIEro oOpa3oBaHHs — B

mpemvem CeMeCTpE;

- domauwinell KOHMPOIbHOU pabomsl — Ha 0a3e OCHOBHOTO OOIIEr0 OOpa3OBaHUS —B mpembem

CEMCCTPE,

- oughghepenyuposannozo 3auema - Ha 6a3ze OCHOBHOrO 0OIIEro oOpa3oBaHUS — B YETBEPTOM

CCMECTPC




2.2. TemaTn4yecKuii MJIaH M cOJepPKaHUE TUCIHIIMHBI

Ounas ¢hopma oOyueHus

AKTHUBHBIC U
Conep:kanue y4yeOHOro MaTepuaJa, 1ad0paTopHblie U
UHTEPaKTUBHbIE
HaumenoBanue NpaKkTH4YecKue padoTbl, CAaMOCTOATeIbHAsI padoTa O0bem yacoB P YpoBeHb
pa3iesioB U TeM o0yuarmmxcs, KypcoBasi padot (mpoekr) (eciu mpos SILGHI/IH ocBoenusn’
npeoycCmMompeHbl .
pecy pervl) 3aHATHN
1 2 3 4
Paznean 1.
Jenonpon3BoacTBO, KaK
cepa ynpaBjieHYecKoOit
AeITeJIbHOCTH
Tema 1.1. Copepkanue ydeOHOro Marepuana
JlokymeHnTanus 1 | Ilonarue o nenomnpousBojcTBe. OCHOBHBIE TOHATHS U
ompezieneHuss B 00JacTH AENONMPOU3BOACTBA. Bujbl 5
JOKYMEHTOB WX Kiaccudukamus. YHuUIUpPOBAHHAS Jlexyus-ouanoz 1
cuctema u ctangaptuzanus OP/I.
TpeboBanust K  COCTaBIeHUIO ©W  OGOPMIICHUIO
JlaGopaTtophnast pabota Ne 1 Pazoop
Odopmnenne pekBu3uToB 1okymeHToB o 'OCT P 7.0.97- 6 KOHKDEmHbIX
2016 npu yrjaoBoM U O0OKYMEHmo8
CamocrostenbHas pabora Ne 1
Buapl paboT: moAroTOBKa KOHCIIEKTOB. 5
Tematuka: [IpaBuna paGotel ¢ Gymaroit ¢opmata A 1o
I'OCT 9327
Tema 1.2. Coneprkanne y4eOHOT0 MaTeprana
Knaccudukamus u
ccuuxan 1 | Knaccudukammst u  odopmiieHHEe OpraHU3aIMOHHBIX
odopmiieHre
JIOKYMEHTOB.
OpTraHU3aI[MOHHO- 2
Knaccudpukanus u odopmieHue pacnopsauTeTbHBIX
pacropsIIUTETbHBIX ORYMEHTOB Jlexyus-ouanoe 1
noxkymenToB(OPJT) 06 i
masi XapakTEepUCTUKA W 3HAUYEHUE OPTraHU3AIMOHHO-
pacnopsiautenbHoi qokyMmenTtauu (OPJ]). Bunst OP/L.

7




[Topsimox coctaBneHus, oQpOpMICHUS U HCIOIB30BAHUS

OP]I.

JlaGopaTtopnas pabora Ne2,3
[Tpuxkasz. CocraBnenue u opopmiieHHE MpUKa3a MO0 OCHOBHOM
augHOMY coctaBy. CocTaBieHre U 0()OPMIICHUE BBITTUCKH U
OCHOBHOU JIEATEIBHOCTH.
Pacnopspkenme. CocTaBUTh M OOPMHTB PACHIOPSDKEHUE.

Paszoop
KOHKPEMmHbIX
O0OKYMEHmMO8

CamocrosrenbHas paborta Ne 2

Buzpl paboT: BBIONIHEHHE IPAKTUYECKOTO 3aTaHUsL.
Temaruka: cocrtaBieHue © O(OpMIICHHE PACIOPSIKCHUS
(pemenus).

Tema 1.3. Coneprkanue y4eOHOro Marepuana
Henosas 1 | KoppecoH/IeHIHsI, ee BH/IbI, HOHSTHE, CYIIHOCTb. Jlexyus-ouanoe
KOppeCIOHACHIIA JlaGoparopras paGora Ne4: Paz6op
CocraBnenne u  oQopMIIeHHE  NHCHMA-IPOCHOBI | KOHKpemHbix
rapaHTUHHOTO MUCHMA. 00Ky Menmos
CamocTtosarenbHas padora Ne 3
Bupt paboT: BHIIOTHEHNE TIPAKTUIECKOTO 3a/1aHHS.
Tematuka: cocraBieHne ©  OQOpMIIEHHE  IHUCHMa-
NPUTJIANICHUS, 3alpoca, OTKa3a, COMPOBOAMTEIHLHOTO THCHMA,
UH(POPMAIIMOHHOTO
Tema 1.4. Copneprkanne y4eOHOro Matepuana
WNudopmannonHo- 1 | 3nayenue u oOmAs XapaKTepUCTUKAa HH(POPMALUOHHO-
CTpaBOYHAs CIPAaBOYHBIX JOKYMEHTOB
JOKYMEHTAIUs JlaGopatopHas pabota Ne 5,6:
3HaueHue M 0O0mas XapaKTepUCTHKAa HHQPOPMAIMOHHO- Paszbop
CIPaBOYHBIX JOKYMEHTOB. KOHKDEMHbIX
CocraBnenue u opopmIieHne nH(pOpMaIMOHHO- O0OKYMEHmMO8
CIPABOYHBIX JOKYMEHTOB OpraHU3alHH.
CamocrosrenbHas pabora Ne 4
Busl paboT: BBIIOTHEHNE TPAKTUYECKOTO 3a/IaHHs.
TemaTnka: cocrapnenne U 0)OpMIICHHE aKTa.
Tema 1.5. Coneprxanue yueOHOro MaTepuaa




JloxymeHTauus no

1 | O0mas xapakTepucTHKa JOKYMEHTHPOBAHHs Ipoliecca

TPYJIOBBIM JBUKEHUSI KaJIPOB. Jlexyust
OTHOIIEHUSM 3amaun w  GyHKOUM KaapoBod  pabotel.  CocraB
JOKYMEHTOB, 00€CIIeYMBaIOLINX
Pazpmea 2.
TexHonorus paéoTbl
Tema 2.1. Cogepxanue yaeOHOT0O MaTepuaa
Opranuzanus 4
1 \ JIOKyMEHTO000POT, TOKYMEHTOIIOTOKH, UX BUBI. Jlexyus-ouanoe
JIEJIONPOU3BOICTBA
CamocrostenbHas padora Ne 5
Buzpl paboT: MOATOTOBKA KOHCIIEKTOB.
Tematuka: OcCHOBBI cHuCTEMaTH3alUU JOKYMEHTOB U 2
odopmIleHHE UX B JEIIO.
CocrasieHnue u opopmiieHHE ONUCH JIeTa.
Tema 2.2. Copepxanue yueOHOro MaTepuana
Kongunenuuansroe 1 | 3apaun, ocobeHHOCTH, OpraHu3alrs KOH(PHUIEHIIHAIBHOTO
ACTONPOU3BOACTBO JIeTIOTIPON3BOICTRA. ) 6 IpoGaexnas
JlokyMeHTUpOBaHuEe KOHPHUACHINATHLHONU HHOPMAIUH. nexuyus
Yder KOH(QUIEHIHMATbHBIX JTOKYMEHTOB. lTorosoe
saggrue. Judd. 3ager
CamocrosrenbHas pabora Ne 6
Bunet paboT: mOArOTOBKA KOHCIIEKTOB.
Temaruka: [IpaBuia THpaXKHPOBAHUS KOHPHUICHITUATBHBIX JT
[IpaBuna cocraBneHus HoMmeHKJIatyp. PopMupoBaHue u 3
opopmiieHHe KOH(DHUICHIMAIBGHBIX el PeXuM XpaHeHUs
KOH(UICHIIMATBHBIX JOKYMEHTOB.
Bcero: | 42 -
ayJUTOpHBIE,
23 -
CaMOCTOSITENIbHA
g pabora




3aounas popma oOyueHUs

Coaepixanue yueOHOro MaTepuaJa, JabopaTopHblie U

AKTUBHEIE U

WHTEPAKTHBHBIC
HaumeHoBaHue NpaKkTHYeCKHe PadoThl, CAMOCTOSITE/IbHAsI padoTa O06bem yacoB (bopMbI YpoBeHb
pa3aesioB U TeM o0yuawuuxcsi, KypcoBasi pa6ot (IIpoekT) (eciu HpOBSI[eHI/ISI ocBoeHHUs"

npeoycmMompeHtbl .
pecy persl) 3aHATUN
1 2 3 4
Pa3zpmea 1.
Jlesionpon3BoOACTBO, KAK
cdepa ynpapJieHUeCKOM
AeATeJIbHOCTH
Tema 1.1. CopepxaHue yaueOHOro MaTrepuana
JlOKyMeHTaIHsI 1 | [lonstue o penmompou3BojacTBe. OCHOBHBIE MOHSATHUS U
omnpezaeneHuss B 00JacTH JAENONPOU3BOACTBA. Bujbl 5
JOKYMEHTOB HX Kiaccudukaus. YHudbuuupoBaHHas Jlexyus-ouanoz 1
cucrema u ctanaaptuzanus OPJI.
TpeboBanust K  cocTaBieHHIO U OGOPMIICHHIO
Jlaboparopnas pabota Ne 1
Camocmosmens
Odopmnenne pekBu3uToB qokymeHToB 1o [OCT P 7.0.97- -
Has paboma
2016 npu yriaoBoM u
CamocrosrenbHas padorta Ne 1
Buzsl paboT: MOAroTOBKA KOHCIIEKTOB. 8
Tematuka: IlpaBuna pabotel ¢ Oymaroit gopmara A mo
I'OCT 9327
Tema 1.2. Coneprxanue yueOHOro MaTepuaia
Kitaccndukanus n
(rxan 1 | Knaccudukanuss u  opopmileHHE OpraHU3aLUOHHBIX
odopmieHue
JOKYMEHTOB.
OpraHU3alMOHHO-
P 1 Knaccupukanus u odopmiieHue pacnopsauTeNbHbIX
paclopsSANTENbHBIX 2
JOKYMEHTOB.
noxkymeHToB(OPJI) Jlexyus-ouanoe 1

OO6mrast XapakTepUCTHKAa W 3HAYCHHE OpPraHU3AIlMOHHO-
pacnopsautensHoii nokymenTtaruu (OP/JI). Bunsr OPJI.
[Topsimok cocraBnenus, oOPMIICHHSI M HCIOJIB30BAHUS
OPJI.
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JlaGopatopHnas pabora Ne2,3

[Tpuka3. CoctaBnenue u opopMieHHE TTPUKA3a IO OCHOBHOM Pazoop
angHOMY coctaBy. CocTaBieHne 1 0(popMIIEHUE BBITHCKH U] 2 KOHKDEemHbIX
OCHOBHOM J1€SITEIIbHOCTH. OOKYMEHMO8
Pacnopspxenne. CocTaBUTh M 0OPMHUTB PACHOPSIKEHHE.
CamocrosrenbHas padorta Ne 2
Busl paboT: BBIIOJHEHNE IPAKTUYECKOTO 3a/1aHMHs. 8
Tematuka: cocraBieHHe H  O(OPMIIEHHWE PACHOPSKEHUS
(pemenus).
Tema 1.3. Cogepxanue yaeOHOTO MaTepuana
Henosas 1 | KoppecrionaeHIus, €€ BUIbI, IIOHSITHE, CYIIHOCTb. i Camocmosmens
KOPPECTIOH ICHITHSI nas paboma
JlabGopaTtopHnas pabota Ne4:
Cocrapiienue ©  odopmieHHE  IMHUCHMA-IPOCHOBI U . Camocmosmenb
rapaHTUIHHOTO MHChMa. nas paboma
CamocrosarenbHas padora Ne 3
Bupt paboT: BHIIOTHEHNE TIPAKTUIECKOTO 3a/1aHHS.
Tematuka: cocraBieHue U OQoOpmIIeHHE  MHCbMa- 8
NPUTJIAIICHUS, 3aIpoca, OTKa3a, COMPOBOAUTEILHOTO IMHChMA,
MH(POPMALIMOHHOTO
Tema 1.4. ConeprkaHue yueOHOro MaTepuaia
NupopmanronHo- 1 | 3naueHue u oOmas XapakTepUCTHKa HHPOPMAIMOHHO- - Camocmosmen
CrpaBOYHast CIPaBOYHBIX JOKYMEHTOB bHas paboma
JAOKYMEHTalus Jlaboparopnas padota Ne 5,6:
3HayeHne M oOIIasg XapakTepUCTHKa HH(POPMALMOHHO- Pasbop
CIPaBOYHBIX IOKYMEHTOB. 2 KOHKDEMmHbIX
CocraBienune U oopmuenue UH(POPMALIMOHHO- OOKYMEHMO8
CTIPAaBOYHBIX JOKYMEHTOB OpPTraHU3aIIH.
CamocrosrenbHas padorta Ne 4
Bunpt paboT: BeINOTHEHHE TPAKTHYECKOTO 33 JaHUSI. 14
TemaTnka: cocraBieHre U 0hOpMIICHUE aKTa.
Tema 1.5. Coneprkanne y4eOHOT0 MaTeprana
HoxymeHTalus 1o 1 | O6mas xapakTepucTHKa JOKYMEHTHPOBAHHs Ipoliecca
TPyAOBBIM JBUKEHUS KaJpOB. 2 Jlexyus
OTHOILICHUSIM

3amaun wu  GyHKOUM KaapoBod  pabotel.  CoctaB
JIOKYMEHTOB, 00ECTIEYHBAIOIIINX
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Paznean 2.
TexHosiorust padoThl

Tema 2.1.
Opranuzanus
JIeJIONPOU3BOICTBA

Copepxanue yueOHOro MaTrepuana

1 | JlokyMeHT0060pOT, IOKYMEHTOMOTOKH, HX BHJIBL.

Jlekyusi-ouanoe

CamocrositenbHas padora Ne 5

Bubl paboT: moAroTOBKa KOHCIIEKTOB.

Tematuka: OCHOBBI cucCTeMaTH3alUU JOKYMEHTOB U
o opMIICHHE UX B JIEIO.

Cocrasienue u opopmiieHue ONKCH Aena.

Tema 2.2.
KonduaenmnuanpHoe
JIEIIOTIPOU3BOICTBO

Conepxanue yaeOHOro MaTepuaia

1 | 3amaum, ocoOeHHOCTH, OpraHu3anys KOH(PHUISHITHAITEHOTO
JICIIONPOU3BOICTBA.

JlokyMEeHTHUpOBaHHE KOH(PHICHIIMATHHON HH()OPMAIIHH.
Yder KOH(pUICHIMAIbHBIX  JIOKYMEHTOB. IToroBoe
sansaTue. Judd. 3auer

Camocmoamens
Has paboma

CamocrosrenbHas padora Ne 6

Buabl paboT: moAroTOBKa KOHCIIEKTOB.

Temaruka: [IpaBuia TupaxxupoBaHusi KOHQHUISHIIHAIBHBIX J|
[IpaBuna cocrtaBieHuss HOMEHKIATyp. PopMHUpOBaHUE U
opopmieHne KOH(UIEHIMAIBHBIX Jen. PexuM xpaHeHus
KOH(PHICHIIMAIBHBIX TOKYMEHTOB.

Bcero:

12 -
ayJAUTOPHBIE,
53—
CaMOCTOSTEJIbHA
g paboTa
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[TocnenoBarenbHOE TEMAaTUYECKOE IUIAHUPOBAHHME COJEpKaHUs paboyeil MporpaMMbl TUCIUIUIMHBI, KaJeHAapHble 00beMbl, BUIbI 3aHATUN, (OPMBI
OpraHu3alK CAMOCTOATENBbHOM paboThI TaK)Ke KOHKPETU3UPYIOTCS B KalleHAapHO-TeMaTHueckoM 1uiane (Ilpunoxxenne Ne 1).

Y JIns xapakmepucmuku yposHs oceoenus yuebHo20 Mamepuand ucnoib3yiomcs ciedyioujue 0003HaAUeHUA:

1. — o3nakomumenvuwill (V3HABAHUE paHee U3YYEHHBIX 00BEKMO8, C8OUCME),

2. — penpoOyKmusHblll (8bINOIHEHUE OessmelbHOCMU NO 00pa3Yy, UHCIMPYKYUU UTU NOO PYKOBOOCMBOM),

3. — NPOOYKMuUGHbLU (NIAHUPOBAHUE U CAMOCNOSAMENbHOE BLINOJIHEHUE 0esAMeNbHOCIU, PeuleHie NPOOIEMHbIX 340aY).

Kax npasuno, «l» cmasumcs Hanpomug membvl, BbIHOCUMOU HA JEKYUOHHOE 3aHsamue, «2»-«3» - CMAasumcsi Hanpomug mem, GbIHOCUMbBIX HA
npakmuyecKue 3aHAmus.

13



3. ®OHJ OHEHOYHBIX CPEJACTB, V1A IPOBEJEHUSI TEKYIIEI'O KOHTPOJIS 1
IMPOMEXYTOYHOU ATTECTAIIUN OBYYAIOIIIUXCA 11O JTUCHUTIJIMHE
MOAYJIIO)

®ona oneHounslx cpenactB (mamee — DGOC) - KOMIJIEKT METOAMYECKUX M KOHTPOJIBHBIX
MaTEpUaIOB, HCIOIB3YEMBIX IPU MPOBEACHUU TEKYIIETO KOHTPOJS OCBOEHHUS pE3yJbTaTOB
oOyueHuss u npomexyrouHod arrectanuu. ®OC npenHazHayeH A KOHTPOJS M YIPaBJIECHUS
IPOILIECCOM MTPUOOPETEHUS 00YUAIOIMMUCS HEOOXOAUMBIX 3HAHUM, YMEHUH, IPAKTUYECKOI O OIbITa
U KomnereHuui, onpeneneHubix Bo @PI'OC (IIpunoxenne Ne 2).

TumnoBeie KOHTPOJBHBIE OICHOYHBIE CPEACTBA, HEOOXOAWMBIC IJIsi OLIEHKU 3HAHHH, yMEHH,
HaBBIKOB M OIBITa JCATEIBHOCTH, XapaKTEPHU3YIOIIMX 3Tanbl (OPMHPOBAHUS KOMIICTCHLMH B
nporecce OCBOSHHsSI 00pa30BaTeNbHON MPOrpaMMbl U METOJIMYECKHE MATEPUAIIbI, OMPEICISIONINe
IpOLEAYpbl OLIEHWBAHUS 3HAHWN, YMEHUM, HABBIKOB U OIIBITA JESATEIIBHOCTH, XapaKTEPU3YIOIINUX
sTansl HOpMUPOBAHMS KOMIIETEHINH rpencTaBieHsl B [Ipunosxenun Ne 2.

4. YCJIOBUSA PEAJIMZALIMU JTUCHUTTJIMHBI
4.1. Tpe6oBaHUSI K MUHUMAJIBLHOMY MaTepUAJIbHO-TEXHUYECKOMY 00ecredeHuIo

Jlaboparopus ucciaea0BaHUs MPOLIECCOB B SKOHOMHUKE U yrpaBieHuu (Ne31lla) — 82,9m° (r. Yoa,
yi. K. Mapkca, 1.3, kopi.4)

[Tepconanbnblii kKoMITbIOTED lenovo thinkcentre — 16 .

Hocka — 1 mir.

Cron — 26 wr.

Cryn — 26 .

TpuOyna — 1 .

Jlaboparopus MHPOPMAIIMOHHBIX TEXHOJOTHI B SKOHOMHKE U yrpaBieHuu (Ne311B) — 82,2m° (r.
Yoa, yin. K. Mapkca, 1.3, kopi.4)

[TepconanbHblil KoMIbIOTEpP B KomIuiekTe Ne 1 iru corp 510 — 14

Hocka — 1 mir.

Cron — 26 wr.

Cryn — 26 mir.

Tpubyna — 1 mrT.

Kabuner npodeccrnonanbHbix aucuumin (Ne405) — 161,8M° (r. Yoa, yn. K. Mapkca, 1.3, kopm.4)
Boxkanbeubie pannomukpoponst AKGWMS 40 — 2 mr.

WHTepakTUBHASI CHCTEMAa CO BCTPOCHHBIM KOPOTKO(GOKYCHBIM mpoekTopoM Promethean ActivBoard
387 RPO MOUNT EST

Kommnerorep BetpanBaemsiii B kadeapy INTEL Core 13-4150/DDr3 4 Gb/HDD

Okpan HacTeHHbIN Draper Luma AV(1:1) 96/96244*244MV (XT1000E)

HacTonpHblii nHTepakTUBHBIN Auciieil ActivPanel 21S

Matpuunslii koMMyTatop curtanoB uarepgeiica HDMI CMPRO 4H4H

MynbsTumeana-npoextop Panasonic PT-EW640E

JIByx1osocHBIN HacTeHHBIN TpoMkoroBoputesb 20B1/100B nBet 6ensiii (MASK4TW) (Genbrit) — 6
IIT.

[TeTnuunsiii pannomukpodhon AKG WMS45

Tepmunan Bueo KoHbepen-cassu LifeSize Icon 600 Camera 10xPhone 2™ Generation

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

Hocka — 1 .

Cron — 3 mr.

Cryn — 3 mwr.

VYuennueckas rnapra TpexXMecTHast — 35 mr.

Tpubyna — 1 mrt.
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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
OCBOCHUS IMCHUIIMHBI (MOIYJIs1)

OcHoBHasi yueOHas1 IuTepaTypa:

1. Kysnenos, 1.H. /lokymeHTanimonHoe obecreyeHne yrnpaBieHus IEPCOHATIOM | YUCOHUK U
npaktukym 1 CITO / U.H. Ky3uenos. — M.: FOpaiit, 2016 .— 521 c.

2. KazakeBud, T.A. JIokyMeHTaIlMOHHOE OOECIICUEHUE YIPABICHUS : YICOHUK M MPAKTHKYM
s CIIO / T.A. KazakeBuu, A.W. Tkanua .— 2-¢ uza., ucnp. u gorn. — M.: FOpaiit, 2017 .— 161
c.

3. I'poszora, O. C. JlemonpousBoactio : yued. mocodue mis CIIO / O.C. I'po3zoBa. — M.:
H3narensctBo HOpaiit, 2019. — 126 c. - [Daekrponnslii pecype]. - URL: biblio-online.ru.

JlonoiHUTeIbHAS yyeOHAs JIUTepaTypa:

1. Noponwuna, JI.A. JlokymeHTalimoHHOE OOeCIieuYeHNEe YIPABICHUS | YICOHUK M MPAKTHKYM
s CIIO / JILA. Joponuna, B.C. UpurukoBa. — M.: UznatensctBo IOpaiit, 2019. — 233 c. -
[Daexrponnsrii pecypc]. - URL: biblio-online.ru.

2. Ky3nenon, M.H. JlIokyMeHTaIllMOHHOE OOCCIICUYCHHUE YIpaBieHUusd. JOKyMeHTOoOOpOT M
JENONpPOU3BOACTBO : yueOHuK u npaktukyMm ans CIIO / M.H. Ky3ueuoB. — 3-e u3., nepepad. u
norn. — M.: UsmarensctBo FOpaiit, 2019. — 462 c¢. - [Dnexrponnsiii pecype]. - URL: biblio-
online.ru.

4.2.2. Ilepevyenn pecypcoB HHGOPMAITHOHHO-TEJIEKOMMYHUKANIMOHHOI ceTn « UHTepHeT»
(najee - cerb «AIHTEpHET»), HEOOXOAUMBIX [IJI1 OCBOCHH S JUCHUIIJIMHBI (MOXYJIA)
Ne HanmenoBaHue 3/1eKTPOHHOI OMOJIHOTEYHOMH CHCTEMBI

1. | DnektponHas 6ubnuoreunas cucrema bamlyY www.bashlib.ru

2. | DnextponHas 6ubnmuoreunas cucrema «9b bamlVy https://elib.bashedu.ru/

3. | DnexTpoHHas OMONIMOTEYHAS CUCTeMa «Y HUBEPCUTETCKasi OMOIMOTeKa OHIalH

https://biblioclub.ru/

4. | DnexTpoHHas OuOIHOTeUHas cucTeMa u3aarenberBa «HOpaitr» https://urait.ru/

5. | DnextpoHHas OGHONMMOTEYHAs cHcTeMa u3aTenbeTBa «Jlanby https://e.lanbook.com/

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

7. | BJl nepuomnueckux u3nanuii Ha miatdopme EastView https://dlib.eastview.com/

8. | Hayunas snextponHas 6ubnmoreka — https://www.elibrary.ru/defaultx.asp (nocrym k
3JICKTPOHHBIM Hay4YHBIM XypHaiam) — https://elibrary.ru

Ne Anpec (URL)

1. www.economy.gov.ru — OdunuanbHblii calT MHHHCTEPCTBA SKOHOMHYECKOTO Pa3BUTHUS
Poccutickoit deneparnuu [IneKTpoHHBIN pecypc]. — Pexxum mocTyma: cBoOO HBIH

2. | www.minecon.bashkortostan.ru — Odunmanbabni caiit MUHHCTEPCTBA YKOHOMHUYECKOTO
pasButus PecnyOnuku bamkoprocrtan [OnekTpoHHbI pecypc]. — Pexxum poctyna:
CBOOOTHBIHN

3. | http://www.aup.ru — AMUHUCTPAaTUBHO-YIIPaBICHYECKUN TIOpTaIl [ DIEKTPOHHBII pecypc].
— Pexxum noctyna: cBOOOIHBIN

4. |ecsocman.edu.ru — DOxonomuka, Comuonorusi, MeHemkMeHT -  deaepaabHbIi
00pasoBatenbHbIN TOpTal [ INeKTpOoHHBIN pecypc]. — Pexxum moctyna: cBoOO HBIIM
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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://ecatalog.bashlib.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=3052&TERM=%D0%9A%D0%B0%D0%B7%D0%B0%D0%BA%D0%B5%D0%B2%D0%B8%D1%87,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://www.mio.bashkortostan.ru/
http://www.mio.bashkortostan.ru/
http://www.mio.bashkortostan.ru/

5. | www.eg-online.ru — I'azera «DKOHOMHKA W KHM3HBb» [DIEKTPOHHBIH pecypc]. — Pexum
JIOCTYTIa: CBOOOTHBIN

4.2.3. Ilepeyenb nHGOPMALMOHHBIX T€XHOJIOTHIi, HCI0/Ib3YyeMbIX NPHU OCYLECTBIEHUH
00pa3oBaTeILHOIO NMpPoIecca Mo JUCHUILVINHE, BKJIKYAS NepedyeHb NPOrpaMMHOro
o0ecrieyeHUs1 1 MH(POPMANMOHHBIX CIIPABOYHBIX CHCTEM (IIPH HEOOXOAMMOCTH)

HaumeHOBaHMe NPOrPaMMHOI0 o0ecreyeHust

Windows 8 Russian. Windows Professional 8 Russian Upgrade. ToroBop Ne 104 ot 17.06.2013 .
JluneHn3um — 6eccpoyvHbIe

Microsoft Office Standard 2013 Russian. Torosop Ne 114 ot 12.11.2014 r. JInneH3un —
OeccpoyHbIe

Cucrema rieHTpann3zoBannoro rectuposanus baml'y (Moodle). GNU General Public Li cense
Version 3, 29 June 2007

Koncynprantlnroc. Jloropop Ne 28826 ot 09.01.2019r. JIunien3uum 6eccpodnbie

5. UHBIE CBEJIEHU S U (MJIN) MATEPUAJIBI

5.1. Ilepeuenr o0pa3oBaTelbHbIX TEXHOJOIMH, HCHOJb3yeMbIX TMPH OCYIIECTBJIEHUHU
0o0pa3oBaTeIbHOI0 NMpouecca 1Mo JMCUUIIMHE

AKTHBHbDBIE H HHTCPAKTUBHLIC (l)OprI IMPOBEACHUSA 3aHATHIA

AKTUBHbBIE U UHTEPAKTUBHbBIE ()OPMBI NMPOBEACHUS 3aHATHI peanu3yroTcs MpU MOJATOTOBKE
[0 TpOrpaMMaM CpeJHEro Npo(ecCHOHANbHOIO O00pa30BaHUS W IpenojaraloT oO0ydyeHue B
coTpyAHMYecTBe. Bce ydacTHMKM 00pa3oBaTelabHOro Ipolecca (IIpernojaBaTellb U CTYIEHTHI)
B3aUMOJICHCTBYIOT APYT € IpyroM, OOMEHHBAIOTCS HH(pOpMaLMel, COBMECTHO PEIAIOT MPOoOIIeMBbl,
MOJICIUPYIOT CUTyalluu B arMoc(epe JelOoBOr0 COTPYIHHYECTBA, ONTUMAIBHON IS BBIPAOOTKU
HaBBIKOB M KauecTB Oyaymero mnpodeccuoHana. OCHOBHbIE NPEUMYINECTBA AKTUBHBIX U
MHTEPAaKTUBHBIX (POPM MPOBENEHUS 3aHATUM!

- aKTMBH3aLMs TI03HABATEIbHON U MBICIUTEIIBHOMN IEATENBHOCTH CTYIEHTOB;

- YCBOGHHE CTYyJIEHTaMH y4eOHOr0o MaTepralia B KaueCTBE aKTUBHBIX YHYaCTHUKOB;

- pa3BUTHE HaBBIKOB pe(IeKCHH, aHATIN3a U KPUTUYECKOTO MBIIIJICHUS;

- YCWJIEHHE MOTHBAILIMU K U3YYEHHIO IUCHUIUIMHBI U 00YYEHHUIO B LIEJIOM;

- co3/1aHue OaronpusTHONW aTMOC(ephl Ha 3aHATHH;

- pa3BUTHE KOMMYHUKATUBHBIX KOMIIETEHIIUHN Y CTYJICHTOB;

- Da3BUTUE HABBIKOB BIJIAJICHUS COBPEMEHHBIMH TEXHUYECKMMM CpPEICTBAMH U
TEXHOJIOTHSIMHU 00paboTKH HH(OpMALINY;

- (hopMupoBaHHE U pa3BUTHE CHOCOOHOCTH CaMOCTOSATENbHO HAXOAUTh MH(DOPMAILUIO U
OIIpENIeNIATh YPOBEHD €€ JOCTOBEPHOCTH;

- HCHOJb30BAHUE 3JEKTPOHHBIX (POPM, OOECIEeUMBAIOLINX YETKOE YIpaBlIEHHE Y4eOHBIM
IIPOLIECCOM, TIOBBIIIIEHHE OOBEKTUBHOCTH OLIEHKU PE3YyIbTaTOB 00yUYEHHUS CTYEHTOB;

- npuOmkeHHe ydyeOHOro Tmpolecca K YCIOBUSAM Oyaymell npodeccuoHanbHOM
JESITENIbHOCTH.

AKTHBHBIE U MHTEPAaKTUBHBIE (POPMBI YU4EOHBIX 3aHSATHH MOTYT OBITH HCIIOJIB30BaHbI MPU
MPOBEJCHUH JIEKLIUH, MPAKTUYECKUX U JIAOOPATOPHBIX 3aHSATHM, BHIMOIHEHUH KYPCOBBIX MPOEKTOB
(paboT), mpHu NMPOXOKAESHUH NMPAKTUKH U APYTUX BUIAX YUEOHBIX 3aHATHH.

Hcnonp30BaHWe AakTUBHBIX M WHTEPAKTUBHBIX (OpM y4ueOHBIX 3aHSITHHA MO3BOJISET
OCYILECTBIISATh OLIEHKY YCBOGHHBIX 3HAHUN, CPOPMUPOBAHHOCTH YMEHHUH U HAaBBIKOB, KOMITETEHIIMN
B paMKax MpoLeaypbl TEKYIIEro KOHTPOJIA MO AUCHUIIIMHE (MEXIUCIUIUIMHAPDHOMY KYypCY,
npodecCHOHATLHOMY MOJTYJIIO), TPAKTHKE.
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http://www.mio.bashkortostan.ru/

AKTHBHBIC U WHTEPAKTUBHBIE (OPMBI YUEOHBIX 3aHSATUN peaTu3ylOTCs IMPEnoaBaTeieM
cormacHO pabodeil mporpamMme Y4eOHOW AMCHUIUIMHBI (MPOPECCHOHATIBHOTO MOIYJISI) WIIH
nporpaMMe IpaKTHKH.

WHuTepakTHBHAS JIEKIHS MOXKET IPOBOAUTHCS B Pa3IMYHbIX (hopMax.

[Ipn mpoBeneHUM TUCHHMIUIUHBI  «JlOKyMEHTAallMOHHOE OOECIICUCHHE  YIPaBICHHS
UCIOJIB3YIOTCS JIEKIMH, TPOOJIEMHBIE JIEKLIUH, JIEKIHSI-IUAJIOT, pa300p KOHKPETHBIX CUTYaIUH.

JleximonHas (hopMa IPOBEACHHSI 3aHSITHSI TIPEIOJIaraeT yCTHOE M3JI0KEHNUE MaTepualia 1o
ornpezeneHHON Teme. B xoxe mpoBeneHus 3aHATHSA, JIEKTOP MOXET aKIIEHTUPOBAaTh BHUMaHHE Ha
OTIpe/ICNICHHBIC TPUHIUIUAIBHBIE TOJIOKEHUS TEMBI, KOTOpPhIE MOTYT OBITh 3alKCaHbBl O]
JTUKTOBKY.

[IpoGnemHas JieKusl TpeanoyiaraeT HM3JI0XKEHHEe y4eOHOro Marepuana C yKa3aHHeM Ha
orpeziefieHHble MPOOJIEMBbl, CHUTyallud, HECOBEPILIEHCTBO 3aKOHOJAATENbCTBA. TakuMm o00Opa3zom
MIPOUCXOUT MPUBJICUCHUE CTYJACHTOB K aHAIHU3Y MPOOJIEMbI, MHOTOCTOPOHHEMY IIOHUMAHUIO TEMBI,
YMEHHMIO BHJIETh CHUTYallMI0 C TO3UIMH DPAa3HBIX TOYEK 3pEeHHs. AHATU3UPYyd MPOOIEMBI,
oOyJaromuecss MOTYyT CaMOCTOSITEIBHO TIPUHATH K  HEOOXOAMMBIM  BBIBOJAM, KOTOPBIE
IpernoaaBaTesib COOOIIUT UM B X0JI€ U3JIOKEHUSI MaTepuaa.

B xone mpobnemMHOMN JIeKIMK TperoAaBaTelb M3jiaras HOBBI MaTephall, MOXET 3a/1aBaTh
BOIPOCHI, Ha KOTOpbIe oOydaromuecs: Oy1yT oTBeYaTh B XOJ€ JIEKIIHMHU. Bompockl MOTyT 3a1aBaThCs
TakuM 00pa3oM, 4TOOBI CTYACHTHI MOHUMAJIM JIOTUKY 3aKOHOJATElNs, HAyYHBIX HCCIIeIOBATENICH,
MOTJIM 3aKpenuTh paHee M3YUYEHHBIM Marepuall, BUIS ONpEAENCHHYI0 CBSI3b MEXIy TeMamu. B
XO0JIe TPOBEJICHUSI MPOOJIEMHOHN JICKIIUU MOTYT TPUBOIUTHCS TPUMEPHI U3 CyICOHOW MPaKTUKH,
yueOHOI TUTepaTyphl, KOTOPbIE AEMOHCTPUPYIOT T€ WIH UHBIE TPOOIEMBI.

B xozae pa3dopa KOHKPETHBIX CUTYAIlUH OCYIIECTBIISICTCS aHAN3, H3yYCHHUE, UCCIICIOBAHNE
00CTOSITENLCTB, CUTYallUd U MPOOJIEM, KOTOpPbIE CYIIECTBYIOT B JEHCTBUTENBHOCTH WA KOTOPbHIE
MOTYT BO3HHKHYTh B OIpeACNeHHBIX ciydasx. C MoMoOImp0 pa3dopa KOHKPETHBIX CHTYaIUui
oOy4aronuiicsi pa3BUBaeT HaBBIKH M0 aHAIHU3Y U CKENITUYECKOMY MBILIUICHUIO, COSIMHEHUIO TEOPUU
U TIPAKTUKHU, BEIOOPY MPUHUMAEMOT'O PEIICHUs, OIICHKE MOCIEACTBHIA MPUHSATOTO PEHICHUS U T.II.
Pa300p KOHKpPETHBIX CUTYyalMii MOXKET TPOBOAUTHCA B (DOpPME pellieHrs] CUTYallMOHHBIX 3a/1a4.
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Ounas popma 00yueHust

Kon | Kanennap
Ne HanmenoBanue pa3nenos u -BO | HBIE CPOKHU
Bun 3anpatusa JlomalirHee 3agaHue
/T TeM yac | W3y4YeHUs
OB (rutan)
Pazpea 1.
Jenonpoun3Boacreo, Kak
cdepa ynpasiieHUeCKO
AeATeJbHOCTH
Tema 1.1. JlokymeHnTanus Urenue u
2 | 20 Henmens Jlexums KOHCHIEKTHPOBATTHE
y4eOHOI TUTepaTyphl
1 (6-11)
JlabGopartopnast pabora Ne 1 21-23 JlaGopatoproe | PerucHne
6 Hemens 3aHSTHE CUTYaIMOHHBIX 3a/1a4
Tema 1.2 Knaccubpukanus u Urenue u
odopmieHue KOHCIIEKTUPOBaHUE
OpraHU3alMOHHO- 2 | 24 nenens Jlexuus y4eOHOI TuTepaTypsl
2 | paciopsIuTEIBHBIX (39-44)
nokymeHnToB (OPJ])
Jlaboparopnas pabota Ne2,3 8 25-28 Jlaboparopuoe | Perenue
Heaenu 3aHsATHE CHUTYaIlMOHHBIX 33]a4
Tema 1.3. JenoBas Urenue u
KOPPECTIOHICHITHS 2 | 29 nexens Texus KOHCIIEKTHPOBaHHE
3 yueOHOI JTUTepaTyphbl
(46-57)
JlaboparopHnas pabota Ned 2 | 30 nenens Jlaboparopuoe | Pemienue
3aHsATHE CHUTYaIlMOHHBIX 3374
Tema 1.4. NudopmanmonHo- Pemenue
CIpaBOYHAs TOKYMEHTALUS 31,33-34 | JlaGopatoproe CHUTYaIlMOHHBIX 3324
4 | JIaboparopnas padota Ne 5,6 6
Heaenu 3aHsATHE
Tema 1.5. JlokymeHTanus 1o 35-36 Urenue 51
5 | TPYJIOBBIM OTHOIIICHUSM 4 I Jlexmmst KOHCTIEKTHPOBaHHUE
y4eOHOI TMTepaTypsl
Pa3nea 2. TexnoJsiorus
padoThI ¢ JOKYMEHTaAMH
Tema 2.1 Opranuzanus 37-38 Yrenue u
6 | mernompou3BoCTBA 4 — Jlexmmst KOHCTIEKTHPOBaHHUE
y4eOHOI TTepaTypsl
Tema 2.2. [ToBTOpeHue nexuuw,
KonduaennuansHoe 39-40 42 HOJTrOTOBKA K ONPOCY
7 | nenonpou3BOJCTBO 6 ’ Jlexuus [ToaroroBka k 3auery
He/lenu
Hmoecosoe sansmue. Jugpg. IIposepka 3YH
3auem
Bcero 42
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3aouHas popma oOyueHHs

Kanenna
Kon Aap
HBIE CPOKH
Ne HanmenoBanue pa3nenos u -BO
HU3yYCHUS Bun 3aparusa JlomarmHee 3amaHue
n/m TeM qac
(rutan)
OB
[cemectp
Paznea 1.
JenonpousBoacreo, Kak
chepa ynpaiieHUeCKOi
AeATeJbHOCTH
Tema 1.1. JlokymeHTamus Urenue u
KOHCIIEKTUPOBAHUE
2 3 cemecTp Jlexmus N P
yueOHOU JUTepaTyphbl
1 (6-11)
JlaGopaTtopnast pabota Ne 1 Jla6oparopuoe | Pemenue
) 3 cemectp 3aHSITHE CUTYAIIMOHHBIX 3a]1a4
Tema 1.2 Knaccudukanus u UreHnue u
odopmienue KOHCIIEKTUPOBAHUE
OpraHU3aIMOHHO- 2 | 3cemectp Jlexuus yueOHOI JTUTepaTyphbl
2 | pacTiopSIUTENBHBIX (39-44)
nokymeHnToB (OPJ])
JlaGopaTtopnast pabota Ne2,3 2 | 3 cemect JlabopaTtopHoe | Pemenue
P 3aHATHE CUTYAIlMOHHBIX 3a/1a4
Tema 1.3. HenoBas Urenue u
KOPPECHOH ICHITUS KOHCIIEKTUPOBaHUE
pp AleHN - 3 cemectp Jlexiusa N P
3 y4eOHOM JIUTEepaTyphI
(46-57)
JlabopaTtopnas pabota Ne4 3 ceect JlabopaTtopHoe | Pemenue
P 3aHATHE CUTYAIlMOHHBIX 3a/1a4
Tema 1.4. UudopmanuonHo- Pemenue
CIIpaBOYHAsI JOKYMEHTAIUs CUTYAIlMOHHBIX 3a/1a4
JlabopaTopHoe
4 | JJaboparopHas pabota Ne 5,6 2 | 4 cemectp
3aHATHE
Tema 1.5. JlokyMeHTamus 1o UreHue u
S5 | TPYJIOBBIM OTHOIIIEHUSM 2 | 4 cemectp Jlexuus KOHCIIEKTUPOBaHUE
yueOHOU JTUTEepaTyphl
Pa3nea 2. TexHoJiorus
padoThI ¢ JOKYMECHTAMH
Tema 2.1 Opranuzanus Yrenue u
6 | menompou3BOJCTBA 2 | 4 cemectp Jlexuus KOHCIIEKTUPOBaHUE
yueOHOU JTUTEepaTyphl
Tema 2.2. [ToBTOpEHUE nekuuu,
KonduaennuansHoe MOJITOTOBKA K OMIPOCY
7 | Ienompou3BOJCTBO - | 4 cemectp Jlexuus [ToaroroBka k 3auery
HUmoeosoe szanamue. Hughgh. [Tposepka 3YH
3auem
Bcero 12
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ITPHJIOKEHHUE 2

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YYPEX/JEHUE BBICIIEI'O OBPASOBAHMA
«BAIIKMPCKHUU I'OCY JAPCTBEHHbBIN YHUBEPCUTET»

Komnemx
OIOBPEHO
Ha 3acepannu npeMeTHO-IIMKIOBON KOMUCCHU
[Tpotokom Ne 9 or 20.04.2020
[Ipencenarens ITIK

ITazaesa JI.H.

DoH/1 OLIECHOYHBIX CPEJICTB

110 TUCLMILINHE Oll. 13. /lokymenmayuonnoe odecneuenue ynpagieHus

Ilpogpeccuonanvuviii yuka, oduwenpogheccuonanvran OUCYUNIUHA, 00A3AMENbHAS YACHb

OHUKI AUCLHMIIIINHBI M1 €TI0 4aCTb (O6$[321TCJ'IBH&${, BapI/IaTI/IBHaSI)

CIEIUATBHOCTD
40.02.01 Ilpaso u opzanuzayusn coyuaibHozo obecneyenus
KOJ HAaUMEHOBAHUE CHEIUAbHOCTH

YpPOBEHB TOJITOTOBKU
oazoentil

Vipa 2020
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| ITaciopT )OHAOB OLEHOYHBIX CPEICTB
1. Ob01acTh NpUMeHeHust

®ona ounenounbix cpeacrs (POC) mpeaHasHaueH [UIsi IPOBEPKU PE3YJIBTATOB OCBOEHUS
gucuunnuabl OI1.13. JOKYMEHTAIIMOHHOE OFECIHIEYEHUE YIIPABJ/IEHHA, Bxonsmen B
COCTaB IIPOrPAMMBI MOATOTOBKH CHEIUAIMCTOB CPEAHET0 3BeHa 1o crieuuanbHoctu 40.02.01 Ilpaso
U opeaHuzayus coyuanvHoco obecneuenus. OObEM YACOB Ha ayAUTOPHYIO HAarpys3Ky IO
JUCLUTUTMHE 7151 OYHON GopMbl 00ydeHus - 42 yaca, 11t 3a04HO Gopmbl 00ydeHus - 12 gacos; Ha
CaMOCTOSTENIbHYIO0 PaboTy Juisi O4HOU (OpMBbI 00yUdeHus - 23 vaca, [Jis1 3a09HON (HOpMBbI 00yUeHUS
— 53 yaca.

2. O0beKThI OLICHUBAHUA — PE3YJbTAaTbl OCBOCHUA TUCHUIIJINHBI

@®OC 1n03BOJISAET OLEHUTH CIEAYIOIINE PE3YIBTAThl OCBOCHUS AUCLMIIIIMHBI B COOTBETCTBUU
¢ ®I'OC cneumanbaoctu 40.02.01 IlpaBo u opraHu3anus COIHAIBHOTO oOecreueHuss U padodei
MPOTPaMMOM JACLUIIIUHBI OIl.13. JOKYMEHTAILIMOHHOE OBECIIEYEHUE
VIIPABJIEHW:

YMeHHs:

- 0pOpMIIATH  OPTaHU3ALMOHHO-PACHOPSAUTENIbHBIE JOKYMEHTBI B  COOTBETCTBUM C
nercrBytomuM ['OCTowm;

- OCYILECTBIIATE 00Pa0OTKY BXOJSIIMX, BHYTPEHHUX U UCXOMAALIMX JOKYMEHTOB, KOHTPOJb
3a UX UCIIOJHEHUEM;

- 0(OpPMIIATH TOKYMEHTBI /711 Iepelaun B apXUB OpraHU3aLuY;

3HAHUSA:

- IOHATHE IOKYMEHTa, €ro CBOICTBA, CIIOCOOBI IOKYMEHTUPOBAHHUS;

- IpaBUjIa COCTABJICHUS U OPOPMIIEHUS OPraHU3alMOHHO-PACIIOPSIUTENbHBIX JTOKYMEHTOB
(nanee - OPJI);

- CUCTEMY M TUIIOBYIO TEXHOJOTHIO JIOKYMEHTALIMOHHOTO 00ecreueHus yrpaBieHus (aanee
- HOVY);

- 0COOCHHOCTH JICTIOTIPOM3BO/ICTBA IO OOpAIICHUSM TpaXJaH M KOH(UICHINATBHOTO
JIEJIONIPOU3BO/ICTBA.

BrlmenepeuncieHHble yMEHMsI, 3HaHUSI HallpaBJIeHbl Ha (OpPMHUpOBaHUE Y OOYyHaIOIIMUXCS
CIEAYIOIUX 00mMX U MPO(eCcCHOHATbHBIX KOMIIeTECHIHI
OK 1. IloHumaTh CyniHOCTh M COLMAIbHYIO 3HAUMMOCTh CBOEH Oyaymieil mpodeccuu, NposBisTh K
HEU yCTOMYUBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESTEIBbHOCTb, BHIOMpATh THUIIOBBIE METOJBI U CHOCOOBI
BBINOJIHEHUS TPO(ECCUOHATIBHBIX 3a/1a4, OLIEHUBATh UX YPPEKTUBHOCTb U Ka4eCTBO.

OK 3. IlpuHuMmaTh pemieHus B CTaHAAPTHBIX U HECTAHJAPTHBIX CUTYallUsIX U HECTH 3a HHUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisTh MOUCK M HCIOJIb30BaHUE MHQOpMAIMK, HEOOXOAUMON A 3PPEKTUBHOTO
BBINOJIHEHUS MTPO(ECCHOHANIBHBIX 3a/1a4, TPO(PECCUOHATBHOTO U IMYHOCTHOTO PAa3BUTHS.

OK 5. Hcnonb3oBaTh MH(DOPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTHMH B MPO(ecCHOHATBHOM
JESATEIBHOCTH.

OK 8. CamocrosiTenbHO ONpeAensaTh 3ajadd NpoeCcCHOHATBbHOTO M JUYHOCTHOIO Pa3BUTHA,
3aHUMAaThCs CaMO00pa30BaHUEM, OCO3HAHHO IJIAHUPOBAThH MOBBIIICHHE KBATHU(PHUKAIIUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUAX MOCTOSIHHOTO U3MEHEHUs IPaBOBOi 0a3bl.

IIK 1.1. OcymiecTBasaTh npodecCHOHATbHOE TOJKOBAaHME HOPMATHUBHBIX MPAaBOBBIX AKTOB IS
peaM3aluy npas rpakJaH B cepe IEHCHOHHOTO 00ecTeueHus U COLMAIbHOM 3aIUThI.

[1K 1.2. OcymiecTBasATh MpUEM I'paxJaH MO BONPOCAM MEHCHOHHOTO 00ECHeUeHUs] U COLMAIbHON
3aIUTHI.

[1IK 1.3. PaccmaTpuBarh makeT JOKYMEHTOB JIsl HA3HAYEHHS TMEHCUH, MOCOOMH, KOMIEHCAINM,
JIpYTHX BBIIUIAT, a TaKKe MEp COLMAIbHOM TMOANEPKKH OTAENbHBIM KaTeropusM TIpaxaaH,
HYKJAIOIMMCSI B COLIUAJIBHOM 3aIlNTE.
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IIK 1.4. OcymecTBiaTrh yCTaHOBJIEHHE (Ha3HAUEHHWE, IEpepacueT, IEpeBOJ), HHACKCALUI0 H
KOPPEKTUPOBKY IEHCUN, Ha3HAaYeHHE MOCOOWH, KOMIEHCAMA W JIPYrHMX COLMAJIbHBIX BBIIUIAT,
UCTIONB3Ys MH(POPMALIMOHHO-KOMIIBIOTEPHBIEC TEXHOIOTHH.

I[IK 1.6. KoHCynpTUpOBaTh Trpa)xJaH W NPEACTABUTENICH IOPUIUYECKUX JIMI[ IO BOIpOcam
NIEHCHOHHOTO 00€CIeUYeHHs M COLMAIBbHOM 3aIUThI.

3 ®opMbI KOHTPOJISA M OLIEHKH Pe3yJIbTATOB OCBOEHUSI AU CUMIIIMHBI

KoHTponb 1 OlleHKa pe3ylbTaTOB OCBOEHHUS — 3TO BBIABICHHUE, U3MEPEHUE U OLICHUBAHUE
3HaHUHM, yMeHUH U (opMupyromuxcs oO0mUX U MPO(EeCCHOHAIBHBIX KOMIIETEHIIMA B pamKax
OCBOCHMS JUCLUIUINHBL.

B coorBerctBumM ¢ y4eOHbIM TutaHoM crenuanbHOCTH 40.02.01 IIpaBo u opranuzanus
COLMAIBHOrO  ob0ecrieyeHus, pabodyeil mporpamMmod  JUCHMIUIMHBL  «J{OKyMEHTallMOHHOE
o0ecrieyeHne yIpaBJICHUS» MPEIyCMaTPUBACTCA TEKYIIMH M TPOMEXKYTOUYHBIH KOHTPOJb
pe3yJIbTaTOB OCBOEHMUS.

3.1 ®opMbI TeKyLIEro KOHTPOJIS

Texkymuii KOHTPOJb YCHEBAEMOCTU MpPEICTaBIseT COOOW MPOBEPKY YCBOEHHS Y4eOHOTro
MaTepHaia, peryasipHO OCYIIECTBISIEMYIO Ha IPOTSDKEHUH Kypca O0ydIeHHUS.

Texkymuii KOHTpPOJb pEe3yJbTaTOB OCBOCHMs IUCLHMIUIMHBI B COOTBETCTBMU C paboueit
IIPOrpaMMON U KaJIeHJApHO-TEMATUYECKUM IIJIAHOM IPOUCXOAUT IPU UCHOIb30BAaHUM CIIEIYIOIINX
00s13aTeIbHBIX (POPM KOHTPOJIS:

- BbINONIHEHUE U 3aUuUmMa 1a00PaAmMoOpHBIX padbom;,

- NPOBEPKA BbINOIHEHUSI CAMOCMOAMENbHOU padombl CMyOeHmos,

- NPOBEPKA BbLINOIHEHUS KOHMPOILHBIX PAbOM.

Bo Bpems mnpoBeneHus y4yeOHBIX 3aHSATHH JOMOJIHUTEIBHO HCHOJIb3YIOTCS CIEAYIOIUe
(GOpMBI TEKYLIETO KOHTPOJIL — YCHHBIN ONpoc, peweHue 3a0ad, Mmecmuposanue no memam
OMOENbHBIX 3AHAMULL.

Boinosinenue u 3amura gadopaTopHbix pador. [IporpamMma abopaTopHOTO MpaKTUKyMa
y4eOHOI AuCHUIUIMHBL «J{oKyMeHTanMOHHOe oOecreueHue YIpaBieHHs» IpeJHa3HauyeHa i
peanu3alnyy rocyAapCTBEHHBIX TpeOOBaHMII K MUHUMYMY COJEp)KaHUS W YPOBHIO IMOATOTOBKH
BBIIIYCKHUKOB M0 crnenuanbHocTH 21.02.05 3emenbHO-MMYIIECTBEHHBIE OTHOLIEHUs. B naHHOU
paboTe mTpencTaBieHa TeMaTHKa M3yYeHUs HEKOTOPBIX IPUEMOB pabdOThl C TEKCTOBBIMHU
JIOKYMEHTaMH, ¢ KOTOPbIMU CTYAECHTHI CTAJIKUBAIOTCS KaK B y4eOHOMH, Tak U B I€JIOBOM MPAKTHUKE.

JlabopaTopHbIl  MPaKTUKyM SIBJISETCS MPOJOJDKEHHUEM  JIEKUMOHHBIX 3aHATUH 1O
mucuuiuinee  «JlokymMeHTanmoHHoe oOecriedeHue ympasiaeHus». OH npezicTaBiseTr  coOoi
KOMIUIEKCHYIO CKBO3HYIO 3aaauy. JlokymeHTHpoBaHue HHGOpMauud U JTOKYMEHTAllMOHHOE
o0ecrieyeHne yNpaBJICHUsI pacCMaTPUBAIOTCS Ha MpPUMeEpEe JESATEIbHOCTH YCIOBHBIX OpraHU3aIuil
(npeanpustui, yupexnaeHnuit). IlocienoBaTenbHO NPUBOAATCS MPAKTUYECKUE 3aJaHUs IO
odopmIIeHHIO OpraHM3alMOHHOM, pacnopsAUTEIbHOMU, MH(POPMALIMOHHO-CIIPABOYHOMN
JOKYMEHTalluu, a TaKkKe JOKYMEHTallMu 10 O(QOPMIIEHHIO TPYAOBBIX IPABOOTHOLICHHH.
3aBeplIaloT MPAaKTHKYM 3a/laHUs [0 COCTAaBJIEHUIO U O()OPMIICHHIO MTOTOBBIX YYETHBIX 3amMCceH,
HEOOXOIUMBIX MPHU MOATOTOBKE /€T IJIs Iepefjaur UX Ha apXUBHOE XpaHEHHUE.

ITo xaxxaoMy 3aJaHHUIO MPUBOJATCS MCXOAHbBIE JTAaHHBIE, HEOOXOAUMBIE Ul COCTABJICHUS U
opopmiieHHs TOKyMEHTOB. M3noxenue tem nmaboparopHoro mnpaktukyma ocHoBaHo Ha ['OCT P
7.0.97 — 2016 HaumonanbHblii cranmapT Poccuiickoit ®denepanuu. CucremMa CTaHIapTOB IO
uHpopmaruu, OWOIMOTEYHOMY W HW3JaTelbcKoMy neny. OpraHu3anmoHHO-PACTIOPSAUTEIbHAS
JnokyMeHTarus. TpeboBaHus K 0hOPMIIEHUIO JOKYMEHTOB.

JlaHHbIN 1a00paTOpHBINA MPAKTUKYM TaK)Ke€ MOXKET ObITh MCIOJB30BaH MPHU MOATOTOBKE U
oopmieHnH KBaTH(PUKALMOHHBIX pabOT pa3HOTO YPOBH.

Hauvano paboTsi:

1-p1it oran. OpranuzoBarth paboyee HWHGOPMALMOHHOE TMPOCTPAHCTBO CTYAEHTa, B
COOTBETCTBUM C MPUHATON (halIoBON CTPYKTYypo#, KOTopas MpeaycMaTpuBaeT KiaccuuKaiuio
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uHpOpMaLIKK TI0 KypcaM, Tpynnam, GaMIIusSM CTyIeHTOB, BU1aM y4eOHOW paboTHI.

2-oi aTan. 3HaTh TEOPETHUECKYIO YacTh Kypca.

3-uit sran. OTkpeITh Word, co31aTh HOBBIM JOKYMEHT (YUCTBIH), IPUCBOUTH JOKYMEHTY
ycioBHOE uMs (HarpuMmep, 3aaanus kK [[OCTy uinu npukas o OCHOBHOM ACSITEIIBHOCTH), COXPAHUB
B [IEPCOHAJILHOM MalKe CTYACHTA.

4-p1if sTan. BeimonHATe HaOOp, (GopMaTUpOBaHME U COXPAaHEHHME TEKCTa JOKYMEHTOB B
COOTBETCTBUU C 33JaHMUSIMM, Ha3HA4asl JOKYMEHTY OIpE/EICHHbIE TApaMETPbl CTPAHULIBI U pa3Mep
oymaru cornacHo tpedoBanusm ['OCT P 7.0.97 — 2016 u I'OCT - 9327.

Cnucok 1adopaTopHbIX pador:

Jlabopamopuas paboma Nel. Odopmienue pexkBu3uToB aokymentoB mo 'OCT P 7.0.97-
2016 mpu yriaoBOoM U MPOJ0JIEHOM PACIIOIOKEHHH, OCHOBHBIE TPEOOBaHUSI.

Jlabopamopuas paboma Ne2, 3. llpuxa3. CocraBienne u o(OpMIICHHE TNpHUKa3a I10
OCHOBHOHM JEATEIBHOCTH M TO JIMYHOMY coctaBy. CocraBieHue W oQpOpMIICHHE BBIUCKU H3
IpHKa3a [0 OCHOBHOM AesTenbHOCTH. Pacnopspkenue. CocTaBUTh M OPOPMUTE PACHIOPSHKEHUE.

Jlabopamopnas paboma Ne4. CocraBienue u oQopmieHHE NUCHMA-TIPOCHOBI |
rapaHTUHHOrO MUChMA.

Jlabopamopnas paboma Ne 5, 6. 3HaueHHe M O0IAs XapaKTEPUCTHKA WH(POPMAIMOHHO-
CIpPaBOYHBIX  JOKyMeHTOB. CocraBieHMe U OQopmieHHE HHPOPMALMOHHO-CIIPABOYHBIX
JIOKYMEHTOB OpPTraHU3alINH.

Jlabopamopnas paboma Nel. Ogopmaenue pexsuzumog dokymenmos no I'OCT P 7.0.97-
2016 npu yeno8om u npoOOIbHOM PACNOIONCEHUU, OCHOBHbLE MPEDOBANUS.
1. Yro takoe 6mank gokymenta? Kakue Bupl 61ankoB nokyMmeHToB omnpeaenser ['OCT P 6.30

—2003?

2.Cocmasums u oopmums pexeuzumvl OIAHKA Ol NUCeM, ONAHKA KOHKPEMHO20 8udd
OOKYMEHMA € NPOOOIbHBIM U Y2TI08bIM PACNONONCEHUECM PEKEUSUMO8.

3.Kax ¢opmupyercst 3arooBoK K TEKCTY?

4.0¢hopmums npumepuvl 3a20108K08 K MEKCMAM: NUCLMA, NPOMOKOIA, NPUKA3a, 0OKIAOHOU
3anuckKu.

5.Kaxk oopmitsiercst peKBU3HT «aapecar»?

6.0gopmums  HeCKOILKO — NpuMepo8  aopecamos:  YUpestcOeHuio,  PyKosooumeio
npeonpusimusi, KOHKpEemHoM) OOAANCHOCHHOMY JTUYY.

7.Kaxue 371eMeHTHI BXOAAT B PEKBH3HT «ITOJITUCH»?

8.0¢opmums noonucu pykogooumens npeonpusimus, e20 3amecmumens, pYKO8oOUMmeJs
CMPYKMYPHO20 N0Opa3oesieHus, 00OKyMeHmd, COCMAaBIeHH020 KOMUCCUELL.

9.Kaxkwue a1eMeHTBI BXOAST B cOCTaB rpuda yTBepxkaeHusa? I'1e onn pacnosuaratorcs?

10. Cocmasums u oghopmumse epugh ymeepoicoenus pykogooumenem npeonpusimusi, opyum
PAacnopaoumenbHolM 00KYMEeHmMoM.

11. I'ne pacnosiaratoTcst BCe BU3BI COTIIACOBAHUS JOKyMEHTa?

12. VI3 kaKuX 3JIEMEHTOB COCTOUT I'pu( COrlacoBaHUs?

13. Cocmasums u ogopmums eHympeHHe CO21ACO8aHUE OOKYMEHMA C PYKOBOOUMENIMU
CMPYKMYPHBIX NOOPA30eIeHUll NPeONPUMUSL.

14. Kak odopmisiercst NpuiaoKeHHe K TOKyMEHTY?

15. Ogopmums npunosicenue k kKakomy-1ub60 OOKyMeHmy.

16. Ha3Batp BcmoMoraTenbHbIE OTMETKH K IOKYMEHTAM.

17. Ogpopmums neckovko 61U008 OMMemMOK: 00 ucnoiHumesne, 06 UCNOIHEHUU OOKYMEHmMA U
HAanpasieHuu e2o 8 0eo, 0 NOCMyNIeHUuu OOKYMeHMmdA.

IIpoBepka BbINOJHEHHS CAMOCTONATEJbLHOW padorbl. CamocTosTenbHass paboTa
HalpaBjieHa Ha CaMOCTOSTEIbHOE OCBOCHHE M 3aKpeIUIeHHe OO0YYaloIMMHCS MPaKTHYECKUX
YMEHMH U 3HAHUH, OBIIaZIeHHE MPodecCnOHATbHBIMU KOMITETEHIIUSIMHU.

CamocrosTenbHas MOAr0TOBKa 00yYaroImuXcs M0 JUCHUIUIMHE MPeanosaraeT ciaelyromue
BUJIBI U OPMBI pabOTHI:

*  Cucmemamuueckas npopabomka KOHCHNEKMO8 3aHAmMul, y4eOHOU U ChneyudanbHou
IOPUOUYECKOU TUMePamypbi.
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*  CamocmosmenvHoe uzyyeHue Mamepuanld u KOHCNeKMupo8aHue Jekyuti no y4eonou u
CneyuanbHoUl I0pUOUYecKol Tumepamype.

*  Cocmaenenue 2noccapus, 3ay4uearue mepmuHos.

*  Hanucaumue scce no 3adannou meme. Hanucanue scce npeocmaensem coboi
MBOPUECKYIO  0esAMENbHOCMb — 00y4arwe2ocs, 6 pamKax KoOmopou NpOUCXoOum  auaiu3
3aKOHOOAMeNbCmea U CLONCUBULELICS. CYOEOHOU NPAKMUKU C NOCAEOVIOWUM U3TO0NCEHUEM C8OUX
coobpadicenutl 8 c600600HOU hopme 8 0Oveme He menbute 1 cmpanuysl u He borvue 3 cmpanuy. B
PAMKAx acce Npuemcmeyemcst UslodHCeHue: KaKou-1moo npodiemMamuru, CloNCUBUIUXCS 8327151008,
3apyOeicHo20 Onvima U NpeosodCeHUll o NpeodosieHuio YKa3auuvix npooaem. Cnucox 3adawutl,
Komopbwie cooepaicam pabomvl N0 HANUCAHUIO ICce:

1. «Ilpogheccus ookymenmoseda cecoous u 3a6mpay
2. «Hnpopmayuonnas gynxyus 0oxymenmay
3. «HopmamusHo-npaeosas 6asa u cmanoapmusayus 6 0el0npou3so0Ccmee
e Paboma co cnpagoyHotl iumepamypou U HOpMAMUEHbIMU MAMEPUATAMU.
Crucok caMoCTOSITeNIbHBIX PadoT.

o Camocmosmenvhas paboma Nel. Buapl paboT: MOATOTOBKA KOHCIEKTOB. TeMaTuka:
[TpaBuna pabotsr ¢ 6ymaroii hpopmara A mo 'OCT 9327. «bymara notpedurenbckast. DopMaTs».

o Camocmosamenvrnas paboma Ne2. Buasl paboT: BBITIOJHEHUE MPAKTHUYECKOTO 3aJIaHUS.
Temaruka: cocTaBiIeHHE U OQPOPMIICHHE PACTIOPSHKEHUS (PEIICHHUS ).

o Camocmosmenvrasa paboma Ne3. Bunel paboT: BBIIIOJHEHUE MPAKTUYECKOTO 3aJaHMUsI.
Tematuka: coctaBieHne ©  odopMJICHHE  MUChMa-TPUITIAIICHUS,  3ampoca,  OTKasa,
COIIPOBOJIUTENFHOTO MUChMa, HH(POPMAITMOHHOTO.

o CamocmosmenvHasa paboma No4. Bunel paboT: BBHINOTHEHHE MPAKTUYECKOTO 3aaHMUS.
Temaruka: coctaBieHue U 0OpMIICHHE aKTa.

o CamocmosamenvHas paboma Ne5. Bunpl paboT: MOArOTOBKAa KOHCHEKTOB. Temaruka:
OCHOBBI CHUCTEMaTH3AlMKU JTOKYMEHTOB U odopmiieHue ux B aeno. CoctaBieHue u opopmiieHue
OTIHCH JIeNa.

o Camocmosamenvrnas paboma Ne6. Bunpl paboT: MOATOTOBKA KOHCIIEKTOB. TemaTuka:
[TpaBwiia THpaKUPOBAHUS KOH(PHUICHITUAIBHBIX TJOKYMEHTOB. [IpaBuia cocTaBiIeHHS HOMEHKIIATYP.
®opmupoBanue u opopmieHre KOHOUICHIMATBHBIX Jed. Pexum xpaHeHus KOHPUACHIINATbHBIX
JIOKYMEHTOB.

IIpoBepka BBINOJHEHHSI KOHTPOJBHBIX PadoT. KoHTponbHas paboTa MPOBOAMTCS C
[ENbI0 KOHTPOJISI YCBOCHHBIX YMEHUN W 3HAHUN U TMOCIEAYIONIEro aHaln3a TUIHYHBIX OMIUOOK U
3aTpyaHEHUN oO0yd4aronuxcs B KOHIIE H3yueHHUs Tembl Wi pazfena. CorimacHo KaleHAapHO-
TEMaTHYEeCKOMY IJIaHy JUCIUILTAHBI TPEIYCMOTPEHO MPOBEJEHIE KOHTPOIBHBIX padoT.

Bomnpock! k KOHTpOJIbHON padoTe:

1. KakoB npeameT JOKYMEHTAallMOHHOIO 00eCIieYeH s yIpaBiIeHUs ?

2. Kak cBsi3aHO JOKYMEHTAllMOHHOE OOeCleYeHue YIpaBlICHUS C JOKYMEHTOBEICHUEM,
JIeITOTIPOU3BOJICTBOM, aPXUBOBEICHIEM?

3. Kakyto ponp wurpaer AOKyMEHTAllMOHHOE oOecredyeHue B YIPaBICHUU COBPEMEHHBIMH
opraHuzarusMu’?

4. Kakue HOPMATHBHO-TIPAaBOBBIE AaKThl PETYIHPYIOT JOKYMEHTAIMOHHOE oOOecreueHue
ynpaBieHus?

5. KakoBa mpakThyeckas 3HAYUMOCTh Y4e€OHOW JUCHHUIUIMHBI «IOKYMEHTAIIHOHHOE
obecrieueHne yrpaBieHHs»?

6. Kakoii 00beM 1 cofiepkaHue UMEIOT MOHITHS «HHPOPMAIU» U «TOKYMEHT»?

7. Kakyto pons urpaer umHpopmaius B obecrneueHun 3()(PEKTUBHOTO yIpaBiIeHUS?

8. KakoBbI HCTOYHUKH MOTYYESHHSI YIpaBIeHIeCKOU HHpOpMaIun?

9. KakoBbl Ha3zHaueHHE U (PYHKLIUHU CITYKO JOKYMEHTAIMOHHOI'O 0OeCleyeHUsl yIpaBieHUs B
COBPEMEHHBIX OpraHU3aLUsIX?

10. Yto Takoe «cumcreMa JOKYMEHTAIMU» U «YHU(PHUIMPOBAHHAS CHUCTEMa JOKYMEHTAIHN»?
11. Kakue BuIbl yIpaBleHUYECKUX JOKYMEHTOB BKJIIOYaeT B ceOd YHuUIUpOBaHHAS
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CUCTEMA OpraHMU3alMOHHO-PACIOPSAAUTEIbHON JOKYMEHTAUNU?

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

13. ITousTHE: "peKBU3UT" TOKYMEHTA.

14. Yto Takoe MOCTOSHHBIE U MEPEMEHHBIE PEKBU3UTHI OPraHU3AIMOHHO-PACTIOPSAUTEILHON
JIOKyMeHTauuu?

15. KakoB cocTaB TOCTOSHHBIX U  [EPEMEHHBIX PEKBU3UTOB  OpPraHU3AI[MOHHO-
pacnopsiAUTENbHON JOKYMEHTAUuU?

16. Kakue peKBU3UTHI HCIOJNB3YIOTCS B  3aroJIOBOYHOM YacTH  OpraHM3alMOHHO-
pacrnopsiAUTEIbHBIX TOKYMEHTOB?

17. Kakue pexkBU3UTHl HCIONB3YIOTCS B COJEPXKATEIbHON 4YacTH OpraHU3al[lOHHO-
pacrnopsiAUTEIbHBIX TOKYMEHTOB?

18. Kakue pexkBU3UTHI UCHOJB3YIOTCS B OQOpMISIONIE YacTH  OpraHU3allOHHO-
pacnopsiAUTENbHBIX TOKYMEHTOB?

19. KakoBsl TpeboBaHuUs K 0)OPMIICHHIO TTPUKA30B 110 OCHOBHOM JIEATEILHOCTH?

20. Kak ohopMuTh BHIIHCKY U3 IpUKa3a?

21. Kak odopmuTs pemenue?

22. Kak oopMuTh ocraHoBieHue?

23. Uto coboii mpencraBiser YcraB opraHuzanuu? KakoBbl OCHOBHBIE TPeOOBaHHS K €TO
COCTaBIICHUIO ¥ O(hOPMIICHUIO?

24. Kak opopmuts [Tonoxxenue o6 otaene wim ciayx0e opranu3anuu?

25. Kak oopMuTh mratHoe pacnucaHue?

26. Kakue TpeOoBaHUS NPEAbSIBISIOTCS K 0OPMIIEHUIO JOTOBOPa, KOHTpaKTa?

27. Yto Takoe MHCTPYKIIHS, KAKOBO €€ cojiepkanue u oopmiieHue?

28. Kakue TpeboBaHMS NPEIbABISIOTCSA K 0hOPMIICHHIO TTPOTOKOIA?

29. Kak 0opMUTh JOKIATHYIO, CITY)KEOHYIO ¥ OOBSICHUTEIILHYIO 3aITHCKU?

30. KakoBbl coBpeMeHHbIE TpeOOBaHUS K SI3bIKY U CTUJIIO YIPABJICHYECKUX TOKYMEHTOB?

31. Y3 xakux yacTell cKiIapIBacTCs JOKyMEHTOO0OOpOT OpraHu3anun’?

32. KakoBbI 3Tansl paboThl C BXOASIIUMU JOKYMEHTaMU?

33. Kak cTpoutcs paboTta ¢ UCXOIAIIMMU JOKYMEHTaMuU?

34. KakoBa TexHOJIOTUS PabOThl C BHYTPEHHUMHU JOKYMEHTaMu?

35. Kakwue 3agaun 10KyMeHTO000pOTa PEIaeT perucTpanus JT0KyMEHTOB?

36. Kakume ympaBieHUeckHe JOKYMEHTBHl HE TMOJUIekKAaT PEerucTpalud B CiIyx0ax
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBIeHUs?

37. KakoB nopsA0K perucTpanyy yrnpaBieHIeCKOro JOKyMeHTa?

38. Kakue cymecTBytOT BUJIbl KOHTPOJISI UCTIOJHEHUS JOKYMEHTOB?

39. Kakue omnepanuu 0O KOHTPOJIO MCIOJHEHHUSI JOKYMEHTOB OCYILIECTBISIOT CIIY>KObI
JIOKYMEHTAIlMOHHOTO 00eCieueHuUs yIpaBIeHUs?

40. Kak ocymiecTBiIseTCsl CUCTEMaTU3alldsd U XpPaHEHHE JOKYMEHTOB B OpraHU3aluu?

41. Yro Takoe nAeno, ¢ TOYKM 3peHUs JoKymeHToBeaeHus? I[lpuBeauTe mnpumepsl e,
XpaHAIMIMXCA B OPraHU3aLUU.

42. PackpoiiTe colepkaHHe MOHITHUS «HOMEHKJaTypa jaen». Kakoe NOMKHOCTHOE U0 B
OpraHM3ali OTBEYAeT 3a COCTABJICHHUE M BBEJICHUE B JIEHCTBUE HOMEHKIATYpPBI A€’

43. KakoBbl peKBU3UTHl HOMEHKJIATYPHI /1717

44. KakoBa conepxaTenbHasi 4aCTh HOMEHKJIATYpPhI €17

45. Kakue npu3HaKy 3aBeICHUsI Jieia UCTIOJIB3YIOTCS TIPH (POPMHUPOBAHUU JIEN?

46. KaxoB ocCHOBHOM TpUHIIMIT ()OPMUPOBAHUS JOKYMEHTOB B jeia?

47. Kakue HopMaTUBHBIE TPEOOBaHUSI HEOOXOAMMO COOJIIOAATh MpU (POPMUPOBAHUH €T

48. Yo Takoe dKcrepTU3a [IEHHOCTH JOKYMEHTOB, U KaKue JOJKHOCTHBIE JINLA B OpraHUu3aluu
3aHUMAIOTCS €€ MPOBEACHUEM?

49. Kakiie HOpMAaTUBHBIE AKTBI PETYIUPYIOT MPOBEACHHUE SKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB
B Opranusanuu’?

50. Yo sBRsieTCS pe3ynbTaToOM MPOBEACHUS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB OpraHu3anun’?

51. Kak ocymecTBiaseTcss TMOArOTOBKA €I K APXUBHOMY XPAaHEHHID B COBPEMEHHBIX
opraHu3anusx?

52. Kakue JOKyMEHTBHI BXOJST B COCTaB IOKYMEHTAIIUHU 110 Kajapam?
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53. Yro Takoe TpyaOBOW KOHTPAKT?

54. KakoBbl OCHOBHBIE U JIONIOJHUTEIbHBIE YCIOBHUS TPYAOBOTO KOHTpAaKTAa?

55. Ha xakoii cpok MOXeT OBITh 3aKJII0OUEH TPYAOBOM KOHTPAKT?

56. Uto takoe nmuuHas kapTouka ¢opmbl T-2? Kakas nadopmanus GpukcupyeTcs: B Her?

57. KakoBbl ITpaBuJIa 3all0JIHEHNS U XPAHEHUS JINYHBIX KapTOUEK?

58. Kakue neiicTBust GUKCUPYIOTCS B MPUKa3ax Mo Kaapam?

59. KakoBbI CpOKM XpaHEHHUs TPUKA30B?

60. Uto takoe nuyHoe aeno? Kakue JOKyMEHTHI BXOJSIT B €r0 COCTaB?

61. KakoB nopsi10k (GopMHpPOBaHUS U XPAHEHHSI TUYHBIX €17

62. KakoBbI npaBujia 3aMo0JHEHUS TUTYIBHOIO JIUCTA TPYAOBON KHUKKH?

63. Kakue cBeenust 0 pabOTHUKE (PUKCUPYIOTCS B €T0 TPYAOBOM KHIKKE?

64. Kak XxpaHsTCsl Tpy10BbI€ KHUKKH, U BEJIETCS UX y4eT?

65. Kakasg oprrexHuka HCIOJIB3YeTCsl JJsi COCTaBJIEHMSI JOKYMEHTOB B COBPEMEHHOM
JIeIONPOU3BOJICTBE?

66. Kakas oprrexHuka HCIOJIb3yeTCA AJI1 IIOMCKAa, pPAHEHHUs U IMepefaud JOKYMEHTOB B
COBPEMEHHOM JIEJIONPOU3BOACTBE?

67. KakoBbl  BO3MOYXHOCTM  KOMIIBIOTEPHBIX  TEXHOJIOTMH B  JOKYMEHTAl[MOHHOM
o0ecrie4eHu! yrpaBIeHUs?

68. KakoBbl  BO3MOXHOCTU  CpPEICTB  TEJIEKOMMYHUKAlUM B  JOKYMEHTAl[MOHHOM
o0OecreueHn! yrpaBIeHUs?

69. B kakux ciydasx HOpPUMEHSIIOTCS CTaHJIApPTHbIE O(HCHBIE IPOrpaMMbl B OpraHU3aLUU
JIeI0NPOU3BOJICTBA?

IIpumepHOEe TecTHpOBaHME
1. lenonpouzsoocmeo — smo...
a) cucrema COCTaBIICHHUSI u XpaHCHHSI JIOKYMCHTOB;
0)3amuch wWHPOpPMAMKM HA  PA3IUYHBIX  HOCHUTEISIX [0  YCTAHOBJICHHBIM  IIPaBHIIAM;
B) OTpaciib JICATEIBHOCTH, OOCCIeUYMBaIONIasl JOKYMEHTHPOBAHUE M OPraHU3aIUI0 pPabOThl C

Oq)HIII/Ia.HBHBIMI/I JOKYMCHTaMMU.

2. [lonsamue «0OKyMeHmupoganuey - 3mo...
a) 3aruch nHpopManuu 51 odopmiieHne JIOKYMEHTA;
0) 3anuch HH(pOPMALMK Ha PA3IMYHBIX HOCUTEISAX 110 YCTAaHOBJICHHBIM ITPaBUJIaM;

B) XpaHEHHE JOKYMEHTA.

3. [loxymenmoobopom — smo...

a) yclioBHOe 0003HauYeHHWE, TMpHCBaeMOEe JIOKYMEHTY B TMpollecce ydeTa U HUCHOIHEHUS;
0) IBMKCHHE IOKYMEHTOB B OPTaHU3allMM ¢ MOMEHTA MX CO3aHUS IIU TOTyYEHUS JI0 3aBEPIICHUS
WCTIOTHEHUS WK OTIIPABJICHUS aJpecaTy;

B) OTpaciib JEATENBHOCTH, OO0ECIeUnBaromasi JOKYMEHTHPOBAHHUE W OPTraHU3aIMI0 pabOTHl C

O(I)I/II_II/IaJ'IBHBIMI/I JOKYMCHTaMHU.

4. Opueunan 0okymenma — 3mo ...
a) MepBOHAYAIBHBIN SK3EMIUISIP JOKYMEHTA;
0) 9K3eMIUTAP JOKYMEHTA, SBJISIFOITUICS NCXOIHBIM MaTEPHAIIOM;

B) BCC OTBCTHI BECPHEIL.
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5. 3axonvr P® denamcs na:
a) YKa3bl nIpe3uieHTa u mocranoByieHust [IpaButenbcrBa PO;
0) HopMaTuBHBIE aKkThI (eIepaIbHBIX OPTaHOB HCITOJIHUTEIBHON BIACTH

B) BCE OTBETHI BEPHBHI.

6. Konus —smo ...

a) UICHTUYHOE, BOCIIPOU3BECHIE TIOUTMHHUKA, OCTAIOIIASCS B JeNIaX MPEINPHITH, KaK TPaBHIIO,
HE 3aBepseTCsl MOAMKCHIO T0JKHOCTHOTO JIMLIA;

0) UICHTHYHOE, 3aBEePEHHOE JOKHOCTHBIM JIMIIOM BOCIIPOU3BEACHHUE TTOITTMHHIKA,;

B) HET BEPHOT'O OTBETA.

7. PayuonanbHo 0peaHUu308anHblL KOMNIJIEKC 63AUMOCBA3AHHBIX OOKYMEHMO8, CO30AHHbI NO
€OUHBIM NPABUIaM U MpPebOBAHUAM U NPUMEHSeMbI 8 ONpedeleHHOU 00aacmu OesimelbHOCmU,
HA3bI8AIOM ...

a) CTaH apTU3aIuei;

0) YHU(PHUITMPOBAHHOW CUCTEMOHN JOKYMEHTAIIHH;

B) KJIACCH(DHKATOPOM YIPABICHYECKON JTOKYMEHTAIIHH.

8. Pexeuszum 0oxymenma — 3mo...

a) 00s3aTeNbHBIN AIEMEHT oopMIIeHUS opUIINATBEHOTO JIOKYMEHTA;
0) momerka, YKa3bIBaoLast Ha 0COOBIi Xapakrep;
B) YCIIOBHOE 00O3HA4Y€HHUE, NPUCBACMOE JOKYMEHTY B TIpolecce ydera (perucrpanuu) u

HUCIIOJTHCHU .

9. Cmanoapmul opeanuzayuii 8 Poccuu mozym paspabamvleamscs u npUMeHAmMbCs OpeaHU3aYUAMU
6 CIEeOVIOWUX CLYUASX!

a) Ui obecrieueHus UCIMOJIb30BaHUs Ha MPEANpUATUAX TeXxHu4Yeckux persameHtoB PO, 'OCT P,
I'OCT, MexayHapoAHBIX, HallMOHAJIBHBIX CTAHJIAPTOB 3apyOeXHBIX CTpaH, CTaHAAPTOB HAYYHO
TEXHUYECKHUX, HWHXXEHEPHBIX OOIIECTB M JpYrux oOmecTBeHHbIX o0beauHenuid, CTII apyrux
OpraHM3aiuii, a TaKXe Ha Cco3JaBacMbleé Ha JaHHOM MPEANPUATUU MPOAYKLHUIO, YCIYyTH U
IPOM3BOJICTBEHHBIE MTpOLECChI (PaOOTHI);

0) peructpauuu (HOpM JTOKYMEHTOB, YIOPSAIOUCHHS] WH(DOPMAIMOHHBIX IOTOKOB B HAPOJIHOM
XO03sICTBE, COKpAIlleHHUs] KOJIMYECTBA IPUMEHSIEMBIX (OpPM, PALlMOHATBHOM OpraHU3alMi KOHTPOJIS
3a MPUMEHEHUEM YHU(PHUIIUPOBAHHBIX (OPM JOKYMEHTOB;

B) HET BEPHOI'0 OTBETA.

10. Hayuonanvnvie cmanoapmoi u Obwepoccutickue Kiaccupukamopvl mexHuKo-3K0HOMUYeCcKol U
COYUATLHOU UHGOpMAYUY, 8 MOM YUCLe NPABULA UX PA3PAOOMKU U NPUMEHEHUS, NPeoCmasisaiom
coboli ...

a) MEXXHAIIMOHAJIbHYIO CUCTEMY CTaHAapTU3AIUU;

0) HallMOHAJIBHYIO CUCTEMY CTaHAAPTU3ALINN;

B) CUCTCMY CTaHAAPTU3AlUH.
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CpoaHas Ta0Mua M0 NPpUMeHsieMbIM ()OPMaM M MeTOJaM TEeKYIIero KOHTPOJISA 1
OLICHKH Pe3y/IbTaTOB 00y4eHHs

Pe3yabTarsl 00yyeHus @®opMbI U METOAbI KOHTPOJISI U OLlEHKH
(0CBOECHHBbIE YMEHMNSsI, YCBOCHHbIE 3HAHWS) pe3yJabTaToB 00y4eHHsl
OcBoeHHbBIEC YMEHHSA:
OdopmaTs OpraHU3aIMOHHO- BreimonHenne u  3ammuTa  J1abopaToOpHO-
pacnopsIuTeNbHbIE JIOKYMEHTBI B | MPAKTUYECKUX PaboT
cooTBeTcTBUU ¢ AercTByromuM ['OCTom OneHka MPaBWILHOCTH BBIIOJIHEHUS

CaMOCTOSITENIbHOM paOOThI
Pemienue 3a1a4 BO BpeMsi 3aHATHS

OcymecTBiATh 00pabOTKY BXOISIINX, Beimonmnenne wu 3ammuTa  1ab0paTopHO-
BHYTPCHHUX W HCXOJSIIUX JOKYMEHTOB, | IIPAKTHYECKUX paboT
KOHTPOJIb 3a UX UCIIOJIHCHUCM OI_IGHKa MMPaBUJIBHOCTHU BBITIOJTHCHUA

CaMOCTOSTEJILHOU PabOThI
Pewrenue 3a1ad BO Bpems 3aHATUS

OdopmiATe JOKYMEHTHI IS Iepefadu BbimonHenne u 3amuTa J1abOpaTopHO-
B apXHUB OpraHu3anuu NPAaKTUYECKUX paboT
Onenka  NpaBUIBHOCTH  BBIIOJHEHMS
CaMOCTOSITENIbHOIN pabOThI
Penienue 3a1a4 BO BpeMsi 3aHATHS

PabGorath B KOJUIGKTHBE W KOMAaHJIE, Brimonnenne u  3ammuTa  J1abopaTopHO-
apdexTuBHO  0O0mIATBCSI € KOJUIETaMH, | MPAKTHYECKUX padoT
PYKOBOJICTBOM, IOTpeOUTEIsIMUA  cOOIOIast OneHka  NpaBUIBHOCTH  BBIIOJHEHMS
NEIOBOM  STUKET W 3aKOHOJATENbCTBO | CAMOCTOSITENEHOU paboThI
Poccniickoit enepanuu Pemrenne 3a1ad BO Bpems 3aHATUS
YcBOCHHbIE 3HAHMSA:

OcHOBHbIE MOHATHS JOKYMEHTa, €ro Bomnpockl kK KOHTPOJIbHOM paboTe
CBOICTBa, CIOCOOBI JOKYMEHTHUPOBAHUS Y CTHBIN OMpOC BO BpeMsl 3aHATHS

Pemenne 3anau

[IpaBuna coctaBieHus U ohopMICHUSI Bompocs! k KOHTpoOIBEHOI paboTe
OpraHU3alMOHHO-PACIOPSAIUTENbHBIX VY CTHBIN 0npoC BO BpeMsl 3aHATHS
JIOKYMEHTOB Pemenue 3anau

CucreMy ¥ THUIOBYIO TEXHOJIOTHIO Bomnpocsl k KOHTpOJIbHON paboTe
JIOKYMEHTAILlHOHHOT'O obecrnieueHus VY CTHBIN ONpOC BO BPEMS 3aHATHS
yTpaBJIEHUS Pemenue 3anau

Oco0eHHOCTH AENONPOU3BOACTBA 10 Bonpocs! k KOHTpoJIbHOMN padoTe
oOpalleHusIM TpakJaH U KOH(PUICHIINATBHOTO Y CTHBIN OPOC BO BpEMsI 3aHATHS
JIEJIONPOU3BOJICTBA Pemenue 3anaq

3.2 ®opMa NpOMe:KyTOYHOM aTTeCTANMHA

[Ipomexyrounas atrectauusa no gucuumamHe OIL13. JlokymeHTannoHHOE oOecrieyeHue
yTpaBJIeHUs U151 04HOM hopMbl 00yUueHUs — Juepenyuposannwviii 3auem.

[Ipomexyrounas atrectauusa no gucuumamHe OIL13. JlokymeHTannoHHOE oOecrieyeHue
yIpaBiIeHUs s 3a09HOUN (popMbl 00yUeHUs: — dpyeue gopmvi KOHMPOL (KOHMPOIbHASL paboma),
OOMAWHASL KOHMPOIbHASL paboma, oughepeHyuposanmvlii 3auemn.

Obyuarowuecst 0onyckaromes Kk coave opyeux popm KoHmpos (mecmuposanus), OOMauHell
KOHMPOAbHOU pabomvl U  OughepeHyuposanno2o 3avema Hnpu GbINOJHEHUU 6CeX 6UO08
camocmosamenvHol pabomwl, 1A60PAMOPHLIX U KOHMPOTbHBIX pabom, NPeoyCMOmpeHHbIX paboyel
NPOCPAMMOU U KALEHOAPHO-MEMAMULECKUM NIAHOM OUCYUNTIUHDL.

Hpyeue ¢hopmwi  KOHmpons (mecmuposanue), OOMAWHAA KOHMPOIbHASL paboma u
ougpepenyuposannvlll  3auem HNPOBOOAMCSA 3d CUem BpeMeHU OMBEOeHHO20 HA U3YueHue
OUCYUNTUHBI, NPU YCIIOBUU CBOEBPEMEHHO20 U KAYECMBEHHO20 BbINOJHEHUs 00YUAIOWUMCA 8CeX
81008 pabom, npedyCMOMPEHHbIX pabdoyell NPOSPAMMOU OUCYUNTUHDL.
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Ilepeyens 3aganuii K oughpepenyuposannomy 3auemy 0,11 04HOU U 3004HOU Phopm
00yuenus
TecTupoBanue. 5 BapuaHTOB pabOTHI, pa3IMYHBIX MO COJEPXKAHMIO W BKIOHarommx 20
3aJaHUl B TEeCTOBOM (popme, a Takke KIIOY C BapuaHTaMHU IPAaBWIBHBIX OTBETOB B TaOIMYHOMN
dopme.

@opMBbI TECTOBBIX 3a/IaHUN MPEJCTABIISIIOT COOOM (COryIacCHO MPUHATON KIIaCCU(PHUKAIUN):

703amanuii ¢ BBIOOPOM, B KOTOPBIX OOydaromiuecs BbIOMPAIOT NPAaBUIBHBIA OTBET W3
JAaHHOTO Habopa OTBETOB;

10 3agaHuii Ha YCTaHOBJIEHME IIPAaBUJIBHOM IIOCIIEOBATEIbHOCTH, B KOTOPBIX OT
oOydaromierocsi TpebyeTcss yka3aTh MOPSIOK  3JEMEHTOB, JEHCTBUH WM  MPOIECCOB,
IIEPEYUCIIEHHBIX B YCIOBUH;

10 3amanuii Ha yCTaHOBJICHHE COOTBETCTBHSI, BBIINOJIHEHNE KOTOPBIX CBSI3aHO C BBISIBJICHHUEM
COOTBETCTBUS MEX]Y 3JIEMEHTAMHU JBYX MHOXECTB;

10 3aanuii ¢ KOHCTPYHPYEMBIM OTBETOM, TPEOYIOIIHNE MPHU BHIMOIHEHUH OT 00YUYaIOLIErocs
CaMOCTOSITEJIbHOTO MOJIYUYEHHS OTBETOB (KPAaTKHUX PErJIaMEHTUPOBAHHBIX WIN Pa3BEPHYTHIX ).

Kaxxnoe TecroBoe 3ajaHue MMEET OIpeNeiCHHBIN MOPSAKOBBIA HOMEpP, MHCTPYKLHUIO MO
BBIIIOJHEHUIO U CTaHAApTU30BaHHBIEC IPABUJIA 10 OLIEHKE PE3YJIbTaTOB €0 BBIITOJIHEHUS.

IMoprdoano cmemaHHOro THMA, HCIOJIB3YIOLIEECS IS MPOBEPKH YCBOCHHUS 3HAHUM H
NPAaKTUYECKUX HAaBBIKOB MO IWCHUMIUIMHE W TpeAcTaBisomee coboil manky «demo Ne  y,
UMUTHPYIOIIYIO [TOJA00HYIO MAaINKy ¢ JOKYMEHTaMH OpraHu3anuu (IpeanpusTis) B peKOMEHIyeMOM
NOPSJIKE IIPeIaraéMoro cocTaBa nopTQoiamo.

BapuaHTbl KOHTPOJILHO-U3MEPHUTEIbLHBIX MATEPHAJIOB

Hucrpykuus:

Ha BhInonHeHne TeCTOBOTO 3aaHus OTBOAUTCS 20 MUHYT.

Tect cocrouT u3 4 yacrei, odiiee koaudecTBo Bompocos 100.

3amanue COAEPKUT TEeCThI 4-X TUMOB: 1) TECThI ¢ BHIOOPOM OJIHOTO MPABUIBLHOTO OTBETA; 2)
TECTBl C  MHOXXECTBEHHBIM  BBIOOPDOM  OTBETOB; 3) TECThl HAa  BOCCTaHOBJICHHE
COOTBETCTBUS/TIOCIEA0BATEIHLHOCTH; 4) TECTBI OTKPHITOTO THUIIA.

BoinonHATe 3a/1aHusl HY)KHO CaMOCTOSATENIBHO, HE OTBJIEKAsCh, B MOPSAKE UX CIEAOBaHUS.
Jlis 5KOHOMUU BpeMEHHM IMpOIlycKaiiTe 3ajgaHue, KOTOpoe He YHa€Tcs BBINOIHHUTH Cpaszy, U
nepexoanTe K cienyroniemMy. Ecian mocie BeImoHeH s Bceld paboThl y BaC OCTAHETCSI BPEMsI, TO BBI
MOJKETe BEPHYTHCS K MPOMYUICHHBIM 3a/laHusM. baiibl, mojlydeHHbIE BaMH 32 BCE BBITIOJHEHHBIC
3aJaHusl, CyMMUpYIOTCs. [locTapaiiTech BBIOTHUTH KaK MOXHO OOJIbIlle 3aJaHuil W HaOpaTh
HauOoJbIlIee KOJIUYECTBO OAIIOB.
Bapuanr 1
BbiOepuTe oaMH BapMaHT oOTBeTa W3 NpelJoxkeHHBbIX. JlaliTe ompeneneHue NOHATHIO
"nokymeHT". JIOKyMeHT 3TO...

a) HaOOp PEeKBU3UTOB, UACHTHPHUIMPYIOIMHUX aBTOpa 0(QUIIUATHHOTO MTUCHMEHHOTO JJOKYMEHTA;
0) 3adukcupoBaHHAs Ha MaTEpUATILHOM HOCUTEE MH(OpMAIUA C PEKBU3UTAMH, MO3BOJISIONMIUME €€

UACHTU(DUIIUPOBATD;

B) 3aIIuCh I/IH(l)OpMaIII/II/I Ha pa3jIMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM IIpaBUJIaM U B COOTBETCTBUU C

TpeOOBaHUSMU;

r) 3a¢MKCHpOBaHHAsI HA MaTEepPUAJILHOM HOCUTENEe MH(pOpMalus, pelHa3HauYeHHas 1J1s Nepesadyn ee

BO BPEMEHU U IIPOCTPAHCTBE.
BbiOepuTe 0o1MH BapUAHT OTBeTa M3 NpeajoxkeHHbIX. Kak ki1accupuuupyoT J0KYMEHTHI 10
NPOUCXOXKICHUIO?

city)keOHbIe U JIMYHBIE;

VHAVBUAYaJIbHBIE U TUIIOBBIE;

BXOJISIIINE U UCXOMSIINE;

IIPOCTHIE U CIIOXKHBIE.

BeiOepuTe 0AMH BApHAHT OTBETAa M3 Npelo:KeHHbIX. Kakue popmarsl Oymaru 4aiie Bcero
HCIOJIB3YIOT B /1€JIONIPOM3BOACTBE?

Alu A2

A3 u A4

A4 u AS
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a)
0)
B)
r)

11.

A6u A7
BoiOepuTe mnpaBuiIbLHBIIE OoTBeT M 3akoHunTe mnpemiaoxenue: "I'OCT P 6.30-2003
YCTaHABJIUBAET CJeAYIOIIHe pa3Mephl noJieil (He MmeHee, MM) ..."
neBoe-20; mpaBoe-10; BepxHee-20; HuxHee-20;
neBoe-20; mpaBoe-20; Bepxuee-20; Hmkaee-20,
neBoe-20; mpaBoe-20; BepxHee-15; HuxHee-20;
neBoe-30; mpaBoe-10; BepxHee-15; HuxHee-15;
BbiOepuTe 0AMH BapMaHT OTBeTa M3 MNpeNJioKeHHBIX. K opraHm3anMoHHbBIM JOKyMEHTaM
OTHOCSTCSI:
MIPUKA3bI 10 OCHOBHOMW JIESITENIbHOCTH, YCTaB, IITATHOE pacliCaHKe, JOKHOCTHbIC HHCTPYKIIUY;
ycTaB, CTPYKTypa W IITaTHAs YHUCICHHOCTh, IITATHOE pAaCIUCaHUE, MpaBUia BHYTPCHHETO
pacnopsiika, JOJKHOCTHBIE HHCTPYKIIUY ;
yCTaB, MPUKA3bI 110 TMYHOMY COCTaBY, IPUKA3bI IO OCHOBHOM JIEATEIBHOCTH, aKThI, IIPOTOKOJIHI;
MIPUKA3bI 10 OCHOBHOM J€STeIbHOCTH, aKThI, IPOTOKOJIbI, JOHKHOCTHBIE HHCTPYKIUH.
BoiOepute 0IMH BapHAaHT OTBeTa W3 MpeNokeHHbIX. Ilpuka3z - 3T0 mnpaBoBOil akKT,
N31ABAE€MbIH...
PYKOBOAMTENIEM OpraHu3allud Ha TMpaBaX EAWHOHAYANUS C LEJIbI0 pa3pelieHuss OCHOBHBIX
BOIIPOCOB;
BBICIIIMMU OpPTaHAMH WCIIOJHUTEIBFHOMN BIIACTH C IEIBIO0 Pa3pelIeHUs OCHOBHBIX BOIIPOCOB;
PYKOBOIMTENEM OpPTaHU3AIMH 10 BOIIPOCcaM WH(OPMallMOHHO-METOIUYECKOTO XapaKTepa;
COBCIIATSIBHBIMU ~ OpraHaMH  YUPEXKICHHS 10 BOMpocaM HMH(POPMAIMOHHO-METOINIECKOTO
XapakTepa.
BoiOepuTe OIMH BApHUAHT OTBeTa W3 MNPEIIOKEHHbIX. B Kakux JOKyMeHTax psiaoM ¢
PerucTpaMOHHBIM HOMEPOM YKAa3bIBaIOTCs OYKBbI «JI» miau «K»?
a) B JIOKJIAJIHBIX 3aITUCKaX;
0) B MpHKa3ax Mo OCHOBHOM JESTEIbLHOCTH;
B) B IIpHKa3ax I10 JINYHOMY COCTaBY;
') B ”HQOPMAITMOHHBIX CIIPABKaX.
BbiOepuTe 0lMH BApHUAHT OTBETA M3 MPeNJ0KeHHBIX. JIOKYyMEHTO000pOT - ITO JBHKEHHE
JOKYMEHTa ¢ MOMEHTA...
CO3aHMS JOKYMEHTA JI0 OTIIPaBKH JOKYMEHTA
MOJTyYeHUs! JOKYMEHTA JI0 MOAIIMBKH B JIeJ0 JOKYMEHTa
CO3/aHMS JOKYMEHTA JIO TIOJIIIIMBKH B JEJI0 JOKYMEHTA WJIH OTIIPABKH
€ro TOJyYeHUS WM CO3/IaHus J0 TMOAUINBKY B JIENIO WU OTIPABKU
BbiOepuTe o0oaMH BapHAHT OTBeTa M3 MNpeliokeHHbIX. CwmemanHass d¢opma

PerucTpanunI0KyMeHTOB — 3TO ...
a) perucTpanus JOKYMEHTOB B MECTaX WX CO3JaHHUS WM HCIOJHECHUS (B CTPYKTYPHBIX
MOApa3IeNICHUsIX )

0) perucTpanus JOKyMEHTOB B OJHOM CTPYKTYPHOM TOPA3ICICHUHN WM OJHUM PaOOTHHUKOM

B) YacTh JIOKYMEHTOB PETHUCTPUPYETCS IEHTPAIM30BaHHO, a JApyras pPerucTpupyercs B
CTPYKTYPHBIX TTOJIPa3ICIICHUSTX

T') pETUCTpaLIUs OCYIIECTBIAETCS B (UiIHaaX OpraHU3alluy M0 MECTY CO3/IaHUS JOKYMEHTOB

10. BpiOepuTe onMH BapHMaHT OTBeTa M3 NpelIOKeHHbIX. Omnpenenure BepHbI BapHAHT
opopmiieHus: pekBu3nTa «OT™MeETKa 0 3aBepeHun konum» corsaacio 'OCT.
a) Bepho:

WNHcnekTop oTaena Kaapos ITogmuce  U. U. ITerpoBa

0) Bepno
WNHcnekTop oTaena Kaapos ITogmuce  U. U. ITeTrpoBa
B) Bepno
WNHcniekTop oTaena Kaapos ITogmuce  U. U. IlerpoBa
16.10.2012

r) Uncnekrop otnena kaapos  [loamucy  U. U. Ilerposa
BbiOepuTe 0aMH BapHAaHT OTBeTa M3 NpeAJoKeHHbIX. JlaliTe ompeneneHHe TOHSTHIO
"0s1aHK HoKkyMeHTA'". BiIaHK 1O0KyMeHTa - 3TO...
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12.

17.

a) HaOOp PEKBU3UTOB, UACHTHPHUIIMPYIOIMIUX aBTOPA OPUIIUATHHOTO TUCHMEHHOTO JOKYMEHTA;
0) 3aduKcUpOBaHHAs Ha MaTEpPHAIILHOM HOCHUTENe HHpOpManus C PEKBU3UTAMH,
MO3BOJIIOIINMU €€ UICHTU(DUITUPOBATE;
B) 3amuch HMH(OpPMANMKM HA pPa3IMYHBIX HOCUTENAX IO YCTAaHOBJIEHHBIM IIpaBUJIaM U B
COOTBETCTBUH C TPEOOBAHUSIMH;
r) 3aduKCUpOBaHHAasT Ha MaTepUAIbHOM HOcHTeNle HWHGOpMalus, NpeAHa3HAUYCeHHAs IS
nepejauy €€ BO BpEMEHU U NPOCTPAHCTBE.
BriOepuTe 0MH BAapMAHT OTBeTa U3 NpeaioxkeHHbIX. Kak kiaccnpuumpyoT J0KYMeEHTbI
10 CPOKAM UCIOJIHEeHUs1?
a) cIy)keOHBIE U JINYHBIE;
0) UHIUBUAYAIbHBIC U TUIIOBHIE;
B) MIPOCTHIE U CIIOXKHBIE;
I') CpOYHBIC U OECCPOUYHBIC.
13. Bbi0epuTe npaBWIbHBIA OTBEeT W 3aKOHYHMTEe Mpeasio:keHue. ''I'epOoBble OJIaHKHU
H3r0TABJINBAKTCA..."
a) TOJBKO PYKOIMCHBIM CITOCOOOM;
0) ¢ IOMOIIbIO KOMIIBIOTEPHOIN TEXHUKU;
B) C IIOMOIIbIO KOMUPOBAIBHON TEXHUKU;
') MOJMHTPAPUICCKUMH MTPESAPUATHSIMHE.
14, Bri0epuTe 0AMH BapUAHT OTBeTa M3 NMpe10KeHHbIX. /laTa 1okymeHTa oopmisieTcs:
a) CJIOBECHO-IIU(PPOBBIM CITOCOOOM;
0) UCKJITFOYUTEIBHO TU(PPOBBIM CIIOCOOOM;
B) U (POBBIM HIIH CIOBECHO-IIH(PPOBBIM CIIOCOOOM;
I') UCKITFOYUTENIBHO CIIOBECHBIM CIIOCOOOM.
15. BbiOepuTe 0UH BAPpHAHT OTBETA M3 MPEAJIOKEeHHbIX. DOPMYJIIP KAaKOro J0KyMeHTa
COCTOMT M3 CJeIYIOIIHX Ppa3/lesoB: oO0liee IMO0JI0KeHHe, OPraHU3aAlMOHHAS CTPYKTYpa,
perjaMeHT OpraHu3auuu, (UHAHCOBO-MaTepHaJbHasaA 0a3a, OT4YéTHasi peBU3MOHHAas
AeATeJIbHOCTD, MOPSIA0K JTUKBUAAINHA OPraHUu3anum?
a) MHCTPYKLHUA
0) ycras
B) CTPYKTYypa
I') TOJIO)KCHHUE
16. BpiOepuTe OAMH BApPUAHT OTBeTA M3 MpeNJOKeHHBbIX. /[aToii BCTymjieHusi mpuka3a B
CUJTY SIBJISIETCSI:
a) nmara ero oOpMIICHHUS CEKPETapEM;
0) naTa ero MOANMUCAHUS PYKOBOAUTEIEM;
B) JlaTa JOKYMEHTa, HA OCHOBAHUU KOTOPOT0 0(OpMIISIETCS IPUKa3;
T') JaTa BBEJCHHUSA €0 B JCHCTBHE, yKa3aHHAs B TEKCTE.
BbiOepuTe 0JUH BApHAHT O0TBETA U3 NMPeNJI0KeHHbIX. TeKcT NpuKa3a no JUYHOMY COCTaBY
00513aTEJIbHO 3AKAHYHUBAIOT:
a) Ha3HauYE€HUEM OTBETCTBEHHOIO 3a MCIIOJIHEHUE TIPUKa3a;
0) ykazaHueM CpPOKOB JACHCTBUSI IPHKa3a;
B) CCBUIKOW Ha JOKYMEHT, MOCTY>KUBIIHI OCHOBAaHUEM JIJIsl M3/IaHNUS,
') BU3UPOBAaHUEM MpHKa3a JIMla, Ha KOTOPOTO COCTaBJICH MPHUKa3.
18. BoiOepuTe oaMH BapuaHT oTBeTa U3 npexaoxkeHHbiX. Homenkiaarypa naena
npeaHa3sHAYeHa JJIs:
a) CHCTeMAaTH3alliy JOKYMEHTOB Ha MPEINPUSATHH;
0) rpyNnUpPOBKY UCTIOTHEHHBIX JIOKYMEHTOB B JIefla M UX y4eTa;
B) JUIS NIPABWJIBHOTO XPaHEHUS JIOKYMEHTOB Ha TIPS IIPHSITHH;
T') COONIOIEHUS peKUMa CEKPETHOCTH Ha MPEAIPUITHH.
19. Bri0epuTe 0AMH BapHAHT 0TBETA U3 NMPEJI0KeHHBbIX. [JOKyMEHT0000pOT OpraHu3anumn
—3T0 ...
a) IBM)KEHHE JOKYMEHTOB B OpraHuM3allid C MOMEHTa HUX CO3JaHUs WU TOJy4YeHHs [0
3aBepIICHHS] UCTIOIHEHUS WIH OTIPABICHUS

6) O0mee KOJMYECTBO BXOJSIIET0, HCXOMASIIETO U BHYTPEHHETO JOKYMEHTOIOTOKOB
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OpraHu3anyuu
B) OTpaciib AEATEIbHOCTH, 00ecreunBaronias JOKYMEHTUPOBAHHE U OpraHU3aIuio padoThl ¢
o(uLmaNIbHBIMU JOKYMEHTaMU

r) opraHu3anusi JOKYMEHTOOOOpOTa, XpaHEHUs] U UCIHOJIb30BaHUSl JOKYMEHTOB B TEKyIIEH
JESATEALHOCTH MPEITPUATUS

20. BpiGepuTe OJMH BapHAHT OTBeTa M3 NPeAI0KeHHbIX. OmnpenejnTe BepHbIii BapHAHT
opopmienus pekBusnta «['pud cornmacopanus»:

a) COI'JTACOBAHO

[Iporokonom 3acenanus

MPaBJICHUS CTPaxoBoM koMnaHuu «llnanera»

ot 21.06.2012 Ne 10

0) H. H. Opinos
(moamuck)

B) HauanpHUK I0puANYECKOTO OT/AEINa

IMoamnuce

I'. . Cunopos

21.12.2006

r) [Iporokos 3acenanus ot 21.06.2006 Ne 10
HauanbHuUK 10pHANYECKOro OTAEIa
[Moamuce I'. . Cunopos
Bapuanr 2

1. BoiOepuTe 0JUH BapHAHT OTBeTa U3 npeasio:keHHbIX. Kak Ha3biBaercs 3adukcupoBaHHas
HA MaTepuaJbHOM HocHuTeJe HHpoOpManMsi ¢ PEeKBH3MTAMH, MO3BOJISIIMMH eé
uaeHTUGUINPOBaATH?
a) JTOKYMEHT;
0) OnaHk;
B) JIaHHBIC;
) 3aluCh.
2. Bpi0epuTe 0OMH BapHMaHT OTBeTa M3 NpeaiokeHHbIX. Kak kiaccmpuuupyoT 10KyMeHTbI
1o cpeacTeaM pUKcauu?

a) MHMCbMEHHbIE, rpaduueckue, PoTo- 1 KHHOJOKYMEHTHI, 3JIeKTPOHHBIE;

0) MHAMBHIYyaJIbHbIE, TUTIOBBIE U TpadapeTHbIE, CTAaHAAPTHBHIE;

B) BXOJAIINE, UCXOSIIUE, BHYTPEHHUE, BHEIIHNUE;

T') IPOCTHIE U CIIOXKHBIE, TUTIOBBIC U TpadapeTHbHIE.

3. BpiOepuTe OaMH BapHAHT OTBeTa W3 nperaoxkeHHbIX. Kakoiih Bua 0/1aHKOB
HCI0JIb3YeTCsl /15l COCTABJICHUS] BHYTPEHHHMX I0KYMEHTOB:
a) oOmmii OJaHK;
0) auct 6ymaru gopmara A4;
B) OJIaHK MUCHMa;
r) OJaHK KOHKPETHOTO BU/a JOKYMEHTA.

4. BbiOepuTe OJMH BApPHAHT OTBeTa M3 INPeLJIOKEHHbIX. YKaKHTe NpPaBHJIbHOE
oopMiieHUE 1ATHI:
a) 1.09.18
6) 01.9.2018
B) 01.09. 18
r) 01.09.2018

5. BoiOepuTe 0AMH BapMAHT OTBeTa W3 NPEAJI0KEeHHBbIX M 3aKOHYHUTe mpensoxeHue. "Jlas
oopMJICHHUS YCTaBa HCIOJIB3YIOT ... "
a) o0mIuit OJaHK;
6) nuct Oymaru opmata A4;
B) OJIaHK MTUCHMA;
r) 6JJaHK KOHKPETHOTO BHJIA IOKYMEHTA.
33



6. BoiOepuTe oaumH BapuaHT orBera Hu3 npemtoxkeHHbIX."Tekcr INPUKA3A cocroutr wu3
yacreii:..."
a) BBOJIHOW M KOHCTaTHUPYIOIIEH;
0) BBOJIHOM U OCHOBHOM;
B) KOHCTaTHPYIOIIEH U paclopsIUTEIbHOM;
I') OCHOBHOM U JIOMOJTHUTEIHLHOM.
7. BoiOepuTe OMH BAapHAHT OTBeTAa U3 MpeaokeHHbIX. KaapoBas nokyMeHTauusi BeleTcsl B
COOTBETCTBHU:
a) ¢ TpynoBbiM kojekcoM PD;
0) ¢ Konexcom 3akoHo0B o Tpyzae P®D;
B) C KOJUIEKTUBHBIM JJOTOBOPOM;
') C yCTaBOM OpraHU3aIliu.

8. Bri0epuTe 0JUH BapHAHT OTBeTa U3 MNpeaoKeHHbIX. CHCTeMaTH3MPOBAHHBIN NepevyeHb
3aroJIOBKOB JIeJI, 3aBOJAMMBIX B OPraHU3alHH ¢ YKAa3aHUEM CPOKOB MX XpaHEHHS — 3TO-

a) HOMEHKJIATypa JeJl OpraHu3aluy;

0) CIHMCOK JIe71 OpraHu3allly;

B) IlepeyueHb /I OpraHu3allny;

I') CTPYKTYpa JACIONPOU3BOJICTBA.

Bri0epuTe 01MH BapUaHT O0TBeTa U3 NpeaoKeHHbIX. O0beM J0KYMeHT0000pOoTa — 3TO ...
a) OpraHM3anus JOKYMEHTOO0OPOTa, XpaHEHUS U MCIIOJIb30BAaHUS JJOKYMEHTOB B TEKYIIEH
JEeSTeNbHOCTH MPEAIPUATHS
0) oOlee KOJMYECTBO BXOJAIIETO, MCXOAAIIETO M BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3aluu
B) ABVOKCHUC JOKYMCHTOB B OpraHu3alvii ¢ MOMCHTA UX CO3AaHWA UJIU IMOJTYYCHHA OO
3aBepIICHHS] UCTIOIHEHUS WM OTIPABICHUS
F) 3aIIuCh I/IH(i)OpMaIII/II/I Ha Pa3sIM4YHbIX HOCUTCIIAX 110 YCTAHOBJICHHBIM IIpaBUJIaM
10. BbiOepuTe OAMH BAPHAHT OTBeTAa W3 MpelI0KeHHbIX.Onpeneaure BepHbI BapHMAHT
opopmiienus: pekpusnta«llonnucs» Ha O1aHKe opranuzanuu?

a) nupextop OO0 «Jlapec» B. A. IlerpoBa
0) TMpEKTOp Mara3mHa [Terposa B. A.
B) nupekrop OO0 «Jlapec» B. A. IlerpoBa
r) nupexkrop OO0 «Jlapec» [lerpoBa B. A.

11. BoiGepuTe o1MH BapHaHT OTBeTa U3 MpeoKeHHbIX. JlaiiTe onpeaejieHue MOHATHIO
"OsaHK qoKyMeHTa''. BiaHk 10KyMeHTa - 3TO...
a) 3auKCUpOBaHHAsl HA MAaTepHaAIbHOM HOcHTelNe MH(OpMalys, NpeAHasHaueHHas Ui Mepeaavu
€€ BO BpEMEHHU U IIPOCTPAHCTBE;
0) 3adukcupoBaHHas Ha MaTEPUATHLHOM HOCHUTENe MHPOPMAIUS ¢ PEKBU3UTAMH, MO3BOJISIOMIUMU
ee UICHTU(UIPOBATD;
B) 3anuch MHGOPMAIIMHU HA Pa3IMYHbIX HOCUTENSAX M0 YCTAHOBJIECHHBIM IIpaBHJIaM U B COOTBETCTBUU
¢ TpeOOBaHUSIMHY;
') Ha0Op PEKBU3UTOB, HACHTUPUIMPYIOIIKX aBTOpa 0(pULHATBHOIO MTUCBMEHHOTO JOKYMEHTA.
12. BpiOepuTe OOMH BAapHAHT OTBeTa M3 NpelIOKeHHbIX. Kako BHI J0KyMeHTOB
NMOMJIEKUT 00513aTeJIbHOM Npoleaype YTBepKIeHus1?
a) OpraHM3alOHHBIE;
0) pacnopsiAUTEIbHBIE;
B) MH(POPMALMOHHBIE;
I') KaJpoBbIE.

13. BbiOepuTe OAMH BApHAHT OTBETAa W3 MNpeNI0KeHHbIX. Kakoil peKBH3UT He BXOAUT B
coctas ¢popmyasipa-o6pa3na cnpaBku?
a) HAaMMEHOBaHUE OPraHu3allnu;
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0) HaMEHOBaHUE BU/IA IOKYMEHTA,
B) JaTa IOKYMEHTA;
) Tpud YTBEPKICHUS TOKYMEHTA;

14. BoiGepuTe 0MH BapuMaHT OTBeTa W3 MNpeAI0KeHHBbIX. Kakue pekBU3UTBI OTHOCATCH K
OPUINYECKU 3HAYUMBbIM ?

a) JlaTa, pETUCTPAMOHHBIA HOMEP JOKYMEHTA,

0) 3aroJI0OBOK K TEKCTY, OTMETKa 00 HCIIOTHUTEIIE;

B) PE30JIIOIHS, OTMETKA O HATHYUHU TPUIIOKEHUM;

I') OTMETKA O TOCTYIUICHUH, 3ar0JIOBOK K TEKCTY.

15. BobiOepure 0JMH BapHaHT OTBeTAa M3 MNpeloKeHHbIX. JlaiiTe ompeneseHue NMOHATHIO
OPraHu3alOHHAS JOKYMEHTALMA:
a) KOMIUIEKC B3aMMOYBSI3aHHBIX JOKYMEHTOB, PErJIaMEHTUPYIOLIUX CTPYKTYPY, 3a7auu U (QyHKIUU
NPEINPUSATHS, OPraHU3aLUI0 ero paboThl, IpaBa, 005S3aHHOCTH U OTBETCTBEHHOCTh PYKOBOJIUTENCH
U CMELMAIUCTOB MPEAIPHUATHS;
0) MOKYMEHTHI, B KOTOPBIX (PUKCHPYIOTCS PEIICHHs aJIMUHUCTPATUBHBIX W OPTaHHU3aLMOHHBIX
BOIPOCOB  JIESATEJILHOCTH  OPTraHU3alUU.ATH  JOKYMEHTHl PEryJIUpPYIOT U  KOOPAUHHUPYIOT
JeSITENIbHOCTD, TIO3BOJISIIOT OpPraHy yIpaBiIeHHs OOECHeunBaTh peal3aliio MTOCTABJIEHHBIX MEpeN
HUM 3a7a4;
B) JOKYMEHTHI, COOOIIAIONINE CBEICHHS, TTOOYKIAI0INe TPUHUMATh OTIPE/ICIICHHBIC PEIIeHUs, T.C.
UHUIUUPYIOT yIPaBICHUYECKHE PpEHICHHs, T[O3BOJSIOT BbIOpaTh TOT WM HMHOW  CIOCOO
YIPaBICHYECKOIO BO3ACHCTBUS.OHM HE CcOAepXkKaT IOpy4YeHUil, He O0OS3bIBAlOT BbHIIOJHAThH
MOpPYUYCHUSI.
I') COBOKYMHOCTh (hOpM (JOKYMEHTOB), OTpa)KarOUIMX HAJIM4YME U JBUKEHHE MEPCOHAJIA.BEICHUE
9TOr0 BUJA JOKYMEHTAIMU HeOoThbeMJemas 00s3aHHOCTH JII000ro paboTojaTens HE3aBUCHMO OT
MacmTabOB €ro AEATEIbHOCTH U OPTraHU3alMOHHO-TIPABOBOM (POPMBEL.

16. BbiOepuTe 01MH BAapHAHT OTBeTa U3 NpeN0KeHHbIX. B TekcTe mpoToko/a KpaTrkoi
(hopMBI yKa3bIBAIOTCS:
UHUIMAIBl U GaMuWInKM TpeAcenaTenis, CeKpeTaps M NPUCYTCTBYIOIIUX, a TaKXKe HWHHUIIMATIBI,
(baMuIMK U JOJKHOCTH JIMILL, IPUTJIAIIEHHBIX Ha COBEIIAHUE;
CIUCOK MPUCYTCTBYIOIINX, pACCMaTPUBAEMbIE BOIIPOCHI U MIPUHSATHIC PELICHHUS;
CIIUCOK MPUCYTCTBYIOUINX, TOPSAIKOBBIM HOMEpP BOIpOca MO MOBECTKE JIHA, 3ar0JI0OBOK K JOKJIaay,
dbamMuIMK JOKJIaTYMKOB U BBICTYMAIONIUX B MOPSIKE UX BBICTYIJICHUS;
HOMEp NPOTOKOJA, MECTO COCTABJIEHHUS, 3ar0JOBOK K TEKCTY, TEKCT (IIOBECTKa JHS, CIIyLIalu,
MOCTaHOBUJIN), TTOJAITUCH.

17. BbiOepuTe OAMH BapHMAHT OTBeTAa W3 MNPENJIOKEHHBIX. BHOCATCS M B TPYyAOBYIO
KHUIKKY CBeIeHUs 0 JUCHUIIIMHAPHBIX B3bICKAHUAX:

a) B TPYJIOBYIO KHHUKKY HE BHOCSTCS HUKAKHE B3bICKAHUS

6) HE BHOCATCSA, UCKIIFOYCHHEC, KOT'Z1a B3bICKAHUC YBOJIBHCHUEC

B) BHOCSITCS BCE IUCLIUIINHAPHBIE B3bICKAHUS

F) BHOCATCA B COOTBETCTBUHU C JIOKAJIBHBIMH aKTaMH.

18. BriOepuTe 0MH BapUAHT OTBeTa U3 NpeAi0KeHHbIX. Kak Ha3bIBalOTCSl JOKYMEHTHI,
KOTOpbIEe COCTABJISIIOTCS, HCIIOJTHAOTCH M XPAHATCH B PAMKaX CaMOI0 NpeANpUATHA?
BHYTPECHHHUE;

BXOJISILNE;
UCXOIAIINE;
BHEIIIHUE.

19. BpiOepuTe oaMH BapuMaHT oOTBeTa U3 HpelIoKeHHbIX. Omnpexneanre BpeMms
perucrpauuu Ilpukasa ...

a) PErUCTPUPYIOTCS B JIEHb MOCTYIUICHUS

0) perucTpUpyIOTCS B IEHB TIOITUCAHUS
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6)
B)
)

a)
0)
B)
r)

B) PETUCTPUPYIOTCS B ICHb O(POPMIICHHS

I') HE PETUCTPUPYIOTCS BOOOIIE
20. BpiOepuTre 0MH BAapMAHT OTBeTa M3 MNpeAJIOKeHHbIX. Omnpenejnure BepHbId BapHUAHT
opopmiieHus1 pekBu3uTa. B orcyrcrBue pykosoauresas A. U. IlerpoBa 1oKyMeHT moamucall
ero 3amectureb CuaopoB, HCHOJHSIONIUI 0013aHHOCTH PYKOBOIUTEJIS.

a) 3am. lupexrop A. U. Ilerpos
(moxmuck Cuaopona)

0) dupexrop A. U. Ilerpos
(moxmuck Cuaopona)

B) U. 0. mupexropa I'. B. Cunoposn

(moxmuck Cuaoposa)
r) . o. nupekropa I'. B. Cunopos

Bapuanr 3
1. BoiOepuTe OAMH BapHAHT OTBeTa W3 MPEIJI0KEHHBIX M 3aKOHYUTe TpennoxkeHue:" s
ONTUMM3ALMH JOKYMEHTALMOHHBIX NPOLIECCOB B 0Te4eCTBEHHOH JKOHOMMKe ObLII pa3padoTan
AOKYMEHT, KOTopbiii B 1991 roxy npeodpa3oBan B..."

a) 'OCT
YCOP/
Ircaoy
OKVY /[
BbiOepuTe 0o1MH BapHAHT OTBeTa M3 NpelokeHHbIX. Kak Ki1accupuuupyoT J0KyMeHTHI 110
CO/IEePKAHUIO?
CITy>)KeOHBIE 1 JINYHEIC,
WHUBU]IyaJIbHbIEC U TUIIOBBIE;
BXOJISLIUE U UCXOJSIINE;
MIPOCTHIE U CIIOXKHBIE.
2. BblOepuTe 0AMH BapHMAHT OTBeTa W3 MNpeAIo:KeHHbIX. Kakoili peKBH3UT COCTOMT W3
CJEeAYIIUX 3JIeMEHTOB: HAMMEHOBAaHUE [IOJLKHOCTHM, JIMYHAsi NOANUCH, pacmudpoBKa
MOJANMUCH, 1aTa?
rpud yTBep:KICHUS
rpu¢ cormacoBaHus
BH3a COTJIACOBAHMUS
MOJIHUCH aBTOpa
3. BbiOepuTe o0AMH BapHAHT OTBeTa M3 NpelJoKeHHbIX. Kakoro pexkBuH3WTa HeT B
(¢hopmy.isipe ciy:xeGHOro nucbma?

a) HaMMEHOBAHUS yUpeXJIEeHUsI-aBTOpa

0) HaMMEHOBaHUS BHUJA IOKYMEHTa
B) 3arojoBKa K TEKCTY JOKYMEHTa
r) aapecaTa JIOKYMEHT

S. BpiOepuTe OAMH BAPHAHT OTBETAa M3 NpPELIOKeHHBbIX. Kakoil TOKyMEHT COCTOMT M3
CIeYIOIIUX pa3JeioB: o0ImMe MOJI0KeHHUs, PYHKIHUH, JA0LKHOCTHbIEe 00SI3aHHOCTH, NMpaBa,
OTBETCTBEHHOCTh, B3AHMOOTHOIICHHUS, KBAJTH(HUKALUOHHbIC TPeOOBaHUs, OLIeHKAa PadoThI?

a) MHCTPYKLHUSA

0) yctaB

B) IOJIOKEHUE

I') JOJDKHOCTHAsI MHCTPYKIUS

a)
0)
B)
r)

6. BpiOepuTe OAMH BAapHAHT OTBeTa W3 MNPeAJIO:KeHHbIX. JIOKYMEHT, (puKCHUpYIOIHMil XoA
00Cy:KIeHHSI KAKOr0-J11M00 BOIpoca - 3T0...
IIPOTOKOJI
aKT
JIOKJIaJHas 3alucKa
CIIpaBKa

7. Bpi0epuTe 0JMH BapMaHT OTBeTa M3 NpeloKeHHBbIX. YeTkasi opranusanusi padorsl ¢
KAQ/IpOBBIMH JOKYMEHTAMH HE00X0AUMAa JIJIs1:
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0)
B)
r)

a)
0)
B)
r)

a) YHIOpsIIOYEHUsI PETUCTPALIMUBCEX BUJIOB JOKYMEHTAIIMU OpraHU3aluN

0) MpaBHJIBHOTO XPaHEHHUSBCEX BUIOB JOKYMEHTALUU OpraHU3aI|H

B) CO3/IaHUS ONTUMAJLHBIX YCIOBUMU IS BCEX BUIOB PadOT ¢ JOKYMEHTaMU

T') Ul CBOEBPEMEHHOI'0 UCTIOJIb30BAaHUSBCEX BUIOB JOKYMEHTALIUH.

8. BbiOepuTe oaMH BapuMaHT oOTBeTa U3 MNpelaokeHHbIX. HomeHkiaatypa geu
NpeIHa3HAYeHAa VIs:

a) CUCTEMaTU3alUH IOKYMEHTOB Ha NPEANpUiTUN

0) rpyNnupOBKU UCIIOTHEHHBIX TIOKYMEHTOB B JieJla U X y4yeTa

B) J1JIs1 IPABWJIBHOTO XPaHEHUsI JOKYMEHTOB Ha MPEANIPUATUI

I') COOIOZICHHS peXKrMa CEKPETHOCTU Ha MPEANPUSTUI

9. BoiOepuTe 0IMH BAPUAHT OTBETA U3 NpeaJiokeHHbIX. HoMeHnki1aTypa aeia — 3710 ...
a) opraHu3anus JTOKyMEHTOO0OpOTa, XPAaHECHUsS U UCIOJB30BaHUS JOKYMEHTOB B TEKYIIEH
JeSITeIbHOCTH MPEAIPUATHS

0) oOliee KOJMYECTBO BXOJALIETO, MCXOAALIETO M BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3aLuH
B) ABMIKCHUC JOKYMCHTOB B OpraHu3alvi ¢ MOMCHTA UX CO3AaHWA UJIHU IMOJTYYCHHA N0
3aBEpUICHUS UCIIOJHEHHS MU OTIIPABIICHUS
I') CHCTEeMaTH3UPOBAHHBIN IIEPEYCHB 3aT0JIOBKOB JIEJI C YKa3aHUEM CPOKOB UX XPaHCHHS,
o(opMIICHHBIH B yCTAaHOBJICHHOM IOPSIIKE

10. BbiOepuTe OAHH BapHMAHT OTBeTa W3 MNpeAJI0KeHHbIX. OmnpenejnTe BepHbIii BapuaHT
opopmiieHus1 pekBu3uTa «OTMeTKa 0 HAJIMYUM TPWIOKEHUSD», €CJIH B TEKCTe
CONPOBOAUTEIBHOI0 NMCbMA He YIIOMHHAJIOCH O IIPUJI0KEHUU?
a) [Ipunoxenue:
1. CnpaBka o coriacoBaHuu NpoekTa Ha 4 1. B 1 3K3.;
2. OT3bIB 1O IIPOEKTY Ha 2 J1. B 1 3K3.
0) IIpunoxxenwue: Ha 6 1. B 1 3K3.
B) [Ipunoxenue:
1. CopaBka o coriacoBaHUM IIPOEKTA;
2. OT3bIB IO IIPOEKTY.
r) npuwioxkenue: CrpaBka 0 cOracoBaHuu MpoekTa U OT3BIB MO MPOEKTY.
11. BoiOepuTe 0aMH BapuUAaHT OTBeTa M3 MNpelio:keHHbIX. Kakasa (ynkuus noxkymeHnra
o0ecneynBaeT BHEIIHNE CBSI3U NMPEANPUATHS M OPraHu3anumn?
a) KOMMYHUKATHBHAs
HUCTOpUYECKAst
nH(pOpMalOHHAas
KYMYJISITUBHAS
12. BbiOepute o0aMH BapHMaHT OTBeTa U3 NpemIo:keHHbIX. Kak kiaaccupuuupyior
JAOKYMEHTBI 110 CPOKAM XPaHEeHUs1?
MOCTOSTHHOTO CpOKa XpaHEeHUs; JoJaroBpeMeHHoro (cBoimie 10 ser); Bpemennoro (g0 10 ner);
nonroBpeMeHHoro (cBaiiie 20 net); BpeMeHHoro (1o 10 jet), BpeMeHHOTo (110 5 51eT);
MOCTOSTHHOTO CPOKa XpaHEeHUs; JOATOBpeMEeHHOro (cBbItie 20 JieT); BpeMeHHOTro (10 5 JieT);
MOCTOSTHHOTO CPOKa XPaHEHHUS; BpEMEHHOTO (CBBIIIE 5 JIeT); BpeMEeHHOTOo (710 3 J1eT).
13. BoiOepuTe 0JUH BAapMAHT OTBETA U3 NMpeNi0KeHHbIX. Kakoii peKBH3UT OTHOCHTCH K
MOCTOSTHHBIM?
JaTa TOKyMEHTa
HaMMEHOBAaHHME OpPTraHHU3alUU
MOMKCH aBTOPA
HOMED IOKYMEHTA
14. BoiOepure 01MH BAPHAHT 0TBETA U3 NPEAJI0KEHHbIX. PEKBH3UT «3arojioBOK K TEKCTY»:
a) OTpakaeT KpaTKOe COJAEP:KaHUE IOKYMEHTA;
0) TMO3BOJIAET CYIUTh O HA3HAYCHHUH JIOKYMEHTA,
B) HEOOXOJMM JUISI OTIEPATUBHOM CBSI3U C T€M, KTO COCTaBIII JJOKYMEHT
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I') ONpEAEIsAeT COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTA;

15. BopiOepuTre 0AMH BapUAaHT OTBeTAa U3 NpeNJio:KeHHbIX. Kakoil TOKyMEHT COCTOUT U3
CIeAYIOIIUX pa3aeioB: o0IMe MOJ0KeHUsl, QYHKIHH, NOLKHOCTHbIEe 00SI3aHHOCTH, NpaBa,
OTBETCTBEHHOCTh, B3AUMOOTHOIIEHN S, KBaJIM(PUKANMOHHbIE TPeOOBAHUS, OLIEHKA PadoThI?

a) MHCTPYKLIUS OpTaHU3aLUN

0) TOJDKHOCTHASI HHCTPYKITUS

B) MOJIOKEHUE O MEePCOHAIIE

') yCTaB OpraHu3aluu

16. BbiOepuTe OAMH BapHAHT OTBeTa M3 IHpelJiokeHHbIX. Bo BBogHOH 4acTh
PACHOPSAAMTENbHOI0 JOKYMEHTA COAEPKATCH. ..

CPOKHU HCIIOJIHEHUS PACIIOPSKEHUS;

OCHOBHBIE HAIIPABJICHUS JEATEIbHOCTH YUPEKICHNUS;

pacnopsbKeHUs PYKOBOIUTENS;

LEIU ¥ IPUYUHBI CO3/1aHMS TOKYMEHTA.

17. BeiOepuTe 0AMH BAPHAHT O0TBETA M3 NpeIJI0KeHHBIX. Y HUpUIIUpOBaHHas (popma
YTBepKAeHA JIs:

a) MpaBUJI BHYTPEHHETO TPYAOBOIO PACIIOPSIIKA;

0) TpyIOBOTO JJOTOBOpa € PabOTHUKOM;

B) MOJIOKEHUS O pabOoTe MOAPA3ACIICHHUS;

T') MOJIOKEHHUSI O TIEpCOHAJIE.

18. BoiOepuTe oAMH BapMaHT OTBeTa U3 NperjoxkeHHbIX. Korna B HOMeHKJaType aeJ
YKa3bIBaeTcs KOJMYECTBO 3aBeIeHHbIX TOMOB?

a) B TEYEHUE KaJICHIapHOIro roja

0) 10 Mepe 3aHeCeHUs CBEJICHUI B HOMEHKIIATYpy
B) B KOHIIE KaJIE€HJIapHOI'0 roja

r)

TOJILKO I1OCJIE 3aBEpIICHUS JieNa
19. BbiOepuTe 0OMH BapMaHT OTBeTa M3 IpeAsoKeHHbIX. CpoK XpaHeHHsI JOKYMeEHTa
J0JITOBPEMEHHOI0 XpPAHEHHUS:
a) 10 nmer
0) 75 ner
B) cBbiuie 10 net
r) cBblmie 15 ner
20. BoiOepuTe 0JMH BapUaHT 0TBeTA U3 NpelJ0KeHHbIX.B kakoM ciiydyae npaBujibHO oopm-
JeH pexkBu3uT «I'pud yrBep:kaenus noxkymenrta»? Ilnan padorsl opranusanum Ha 2012 roa
YTBep:KJeH pelieHHeM COBeTa IMPeKTOPOB.
a) YTBEPX/IAIO
Pemenue CoBeta mupeKkTOpoB
ot 12.08.2012 . Ne 14
6) YTBEPXIEH
Pemennem CoBera AMpeKTOpOB
ot 12.08.2012 Ne 14
B) YTBEPX/IEH
Pemennem CoBeTa TUpeKTOpOB
or 12.08.2012 r.
r) YTBEPXJIEH
Pemennem CoBera AMpEKTOPOB

Bapuanr 4

1. Boi0epuTe 01MH BAPHAHT OTBETA U3 NPeJI0KeHHBbIX. /[eJ10npou3BOACTBO — 3TO:
a) IBJKEHUE JOKYMEHTOB B OpPraHM3alliy C MOMEHTA UX CO3/IaHUs WJIH MOJTYYEHHS A0 3aBEPLICHUS
VICIIOJTHEHUST;
0) oTpacnp JeATeNbHOCTH, OOecreuyuBaroIias JOKYMEHTHPOBAaHHE M OpraHU3aluio paboThl C
opuUIIMaTLHBIMU JOKYMEHTAMH,
B) 3aMCh UHPOPMALIMU HA PA3TUYHBIX HOCUTENSX MO YCTAHOBJICHHBIM IIPAaBUJIAM;

I') OpraHu3anus JOKYMEHTOOOOpOTa, XpaHEHWsS M HCIOJb30BaHUS TOKYMEHTOB B TEKYIIEH
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JeSITeIbHOCTH MTPEIIPUSATHSL.
2. BbiOepuTe OIMH BapHAaHT OTBeTa M3 MNpemIokeHHbIX. Kak kiaccmpuumpyror
JOKYMEHTBI 110 NPOUCXO0KACHHUIO?
a) BXOJSIUE U UCXOMALINE;
0) MHIMBUAYaJIbHBIC U TUTIOBHIC,
B) CIIy)KE€OHBIC U JINYHBIC;
I') IPOCTBIE U CIIOKHBIE.
3. BoiOepure 01UH BAPUAHT OTBeTA M3 NpeAJao:KeHHbIX. s yero npoBoauTcs yHupurkamus
AOKYMEHTOB?
a) Ui JOKYMEHTUPOBaHMsI YIIPaBJIEHYECKOH 1€ TeIbHOCTH OpraHu3alliy WU NPEeANpUsITUS ;
0) anst opranu3ayy padoThl C TIOKYyMEHTAMU B OPTaHU3AINH WIH TPEANPUSTHH;
B) S CHWKEHHMsS KOJMYECTBA IPUMEHSAEMBIX JOKYMEHTOB, CHUXEHUSA TPYAOEMKOCTH MX
00paboTKu.
I') 1J11 00pabOTKU JOKYMEHTOBOPraHU3aluy WU NPEANPUSTHUS;
4.Bpi0epuTe OJMH BAPHAHT OTBETA M3 NMpPelJI0KeHHbIX. PeKBU3HT ''3ar0/10BOK K TekcTy':
a) oopmisieTcs Ha JOKyMEHTaX BCErza, He3aBUCUMO OT (hopMmaTa, Ha KOTOPOM COCTaBJIeH JTaHHBIN
JIOKYMEHT;
0) oopmisieTcss Ha BceX NOKYMEHTaxX, MOXKHO HE COCTABIIATh Ha JOKyMEHTaX, O(pOPMIICHHBIX Ha
Oyankax ¢opmara AS5;
B) opopmisieTcss Ha JOKyMEHTax I0 YCMOTPEHHMIO COCTaBUTENS JOKYMEHTa, HE3aBUCUMO OT
dbopmara;
r) opopmisieTcs TOIbKO Ha IOKYyMEHTAaX COCTAaBJICHHbIX Ha opmare A4.
5. BoiOepuTe 0iMH BApHAHT O0TBeTa U3 NpeaJokeHHbIX. [Ipukas co3naercs ais:
a) MOJTBEPXK/ICHUS YCTAHOBJIEHHBIX (DAKTOB, COOBITUH, 1eHCTBU;
0) peleHus: OCHOBHBIX ONEPaTUBHBIX 33/a4, CTOSIIMX IEpe]] OpraHu3aluei;
B) OTPaXXEHUs YCIOBUHN TPYAOBBIX B3aUMOOTHOILIEHUH COTPYIHUKA C aAMUHUCTpALUEH;
T') 3aKpETUICHUS TOIDKHOCTHBIX 00s13aHHOCTEH COTPYIHUKOB OpraHU3aIHH.

6. BpiOepuTe o0aMH BapHaHT OTBeTa M3 MNPeLI0KeHHbIX. I[IPOTOKOJIBI HyMepylOTCS
MOPAAKOBBIMH HOMEPaMHU:

a) B IpejiesiaX BCero BpEMEHU CYIIECTBOBAHUS OpTaHU3aIiH;

0) B mpeenax JecsATH JIET;

B) B MpeJieliax MsTH JIET;

T) B IIpefieyax KaJeHaapHoro roja.

7. BpiOepuTe OQMH BAapHAaHT OTBeTa M3 NpenIokeHHbIX. IIpuka3el 0 npueme Ha padoty u
YBOJIbHEHHUHU XPAHATCSH:

a) 75 ner;

6) 10 ner;

B) 50 ner;

r) 5 ner.

8. BriOepuTe 0MH BapHaHT OTBeTa M3 NpeAsIo:KeHHbIX. Onpeaeaure B KaKOi CPOK J0JKHA
NPOU3BOIUTCH 00padoTKa JOKYMEHTOB U Nepeaadya uX HCIOJHUTeNAM?

a) B JIEHb TIOCTYIJICHUS JOKYMEHTOB B OpraHU3aluIo;

0) B TpeXTHEBHBIN CPOK IMOCIIE MOCTYIJICHHUS JOKYMEHTOB B OpraHU3allHIo;

B) B HeJIeJIbHBIN CPOK IOCIIE TOCTYIJIEHUS JOKYMEHTOB B OpraHU3alInIo;

') B TEYEHUH MECSALA CO JHS MOCTYIIEHUS TIOKYMEHTA B OpraHU3aLUIo.

9. YcTaHOBHTE COOTBETCTBHE MEKAY MOHATUAMM U HEJIAMMU. yHI/I(l)I/IKaIII/Iﬂ JOKYMEHTOB — 3TO
a) opraHu3anusa ,Z[OI(yMCHTOO60pOTa, XpaHCHUA U HUCIOJIb30BAHUSA HOKYMCHTOB B TCKyIJ_Ieﬁ
ACATCIIBHOCTH NPCANIPUATUA

0) obecnieueHre CBOEBPEMEHHOTO M KaU€CTBEHHOTO MCTIOIHEHUS TOPYUYEHUHN U pelIeHUs
BOIIPOCOB.
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11.

a)
0)

B)

a)
0)
B)
r)

B) COKpALICHUC KOJIUYCCTBA NOKYMCHTOB, ITPUBCACHUC K CAMHBIM HOPMaM

F) CucreMaTtus3anus J0KyMCHTOB

10. BpiOepure OIMH BapHMAHT OTBeTa WU3 IMpeaJokeHHbIX. Omnpenenure  NpaBUJIbHOE
opopMiIeHHe peKBH3HTa «Anapecam»?
a) lupexropy OOO «IIpomontropr»
NBanosoii Tamape IleTpoBHe
0) Hupexropy «IIpogonrropry
Nanosoii T. I1.
B) 450009, Yda, yn. Hexxunckas, 7
Hupexropy OOO «IIpogonrropr» r-xe MiBanosoii T. I1.
r) dupexropy OOO «IIpogontropr»
T. I1. UBanoBoM
yi. Hexunckas, 7
r. Yoa, 450009
BbiOepuTe OAMH BapuUaHT OTBeTa U3 NPEIJI0KEHHBIX. 3aKOHYUTE MpelJIoKeHne:
3aUKCHPOBAaHHAST HAa MATEPUAJBLHOM HocuTede HHGopManusi ¢ PeKBU3UTAMM,
MO3BOJAKIIMMU €€ naeHTUu(PUUMpPOBATH — 3TO...?
a) TOKyMEHT
0) OnaHk
B) JJaHHBIC
T') 3aIIUCh

12. BbiOepure OAUH BApPHAHT OTBETa M3 MNPEIIOKEHHBbIX. YKAKHTE KJIACCHPUKANMIO
JOKYMEHTOB 110 IOPUIMYECKOI cuJie:

MIPOCTHIE U CIIOKHBIE

IIOAJIMHHBIC U ITOJJIOXKHBIC

City)keOHbIE U JTHYHBIC

OTKPBITHIC U JOKYMCHTBI C OrPaHUYCHHBIM JOCTYIIOM

13. BbiOepuTe 0JMH BAPHAHT OTBETA W3 NMPEJIOKEHHBIX W 3aKOHYUTE NpPeAJI0KeHHue:
"T'OCT P 6.30-2003 ycTaHaBJIMBaeT CJelyHIIHe pa3Mepbl MoJieH (He MeHee, MM) ..."

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

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

B) sieBoe-20; mpaBoe-20; BepxHee-15; HmkHee-20;

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

14. BpiOepuTe 0OMH BapHMAaHT OTBeTa M3 NPELJIOKEHHBIX. PacrosioxkeHne pPeKBH3UTOB Ha
0J1aHKe IOKYMEHTA onpeaeJisieTcs:
a) COCTaBHUTENIEM JJOKYMEHTA;
0) npaBuIaMu YHU(PHUKAIMK JJOKYMEHTOB;
B) TOCYJJapCTBEHHBIM CTaHJApTOM;
I') JIOKaJIbHBIMH aKTaMH OpraHU3aLlUH.
15. BbiOepute oaAMH BapUAHT OTBeTa M3 mpeloxkeHHbIX. Kem paspabdarbiBaercs
JAOJIKHOCTHASI HHCTPYKIMA ?
JTUPEKTOPOM OpraHHU3aIiU
OyXrajaTepoM OpraHU3aLuU
PYKOBOJUTEIEM MOPA3AEICHUS
3aMECTUTENEM JUPEKTOpa
16. BbiOepuTe nMpaBMJIbHBIA OTBET M 3aKOHYMTE NpeokeHue. ''PacnopsiaurenbHbIi
JOKYMEHT KOJIJIETHAJIbHOI0 OPraHa ynpasJieHHus - 3T0..."
pHKa3
pacnopspkeHne
yKa3aHHe
[IOCTaHOBJICHUE
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17. BpiOepuTe OMH BapHMaHT OTBeTa M3 NpeNJIOKeHHBbIX. B kakoll cpok odopmisiercs
TPYA0Basi KHMKKA HA Pa0OTHUKA, IPUHATOr0 HA padoTy BlepBbIe:

a) HE NI03/1HEE HEAEIBHOIO CPOKa CO JHS IpuemMa

0) He TO3/IHEeE TIATH JTHEH CO THS MpueMa

B) B JIEHb MOAMMUCAHUS TPYAOBOTO JI0IOBOpa

I') 10 OKOHYAHUIO UCIIBITATEILHOTO CPOKA.

18. BpiOepure oaMH BapUaHT OTBeTa U3 MNpPeNJIOKeHHbIX. Bujabl perucrpauuu
AOKYMEHTOB, CyLIECTBYIOIINE B IOKYMEHTAIIMOHHOM 00ecleYeHU! yIpaBJieHus:
JKypHaJIbHasA, KapTOYHasl, SJIeKTPOHHAs
JKypHaJIbHas, KapTOYHAas, KHIDKHAS
JKypHaJIbHas, KapTOuHas, rpaduyueckas
JKypHaJIbHas, KapTO4HAas, CMEIIaHHas
19. BoiOepuTte 0lMH BAPUAHT OTBETA U3 NMpPeNJIOKeHHbIX. BbiOepuTre U3 npeaio:keHHOro
Ha0opa npuMepoB NPaBWIbHOE PACIOJIOKEHHE HOMePa CTPAHUIIBI HA JOKYMEHTAX,
o(opMIIEHHBIX HA IBYX M 00JIee JUCTaX:
a) -10-
0) ctp. 10
B) HlO"
r) 10
20. BpbiOepuTe 0aMH BapHaHT OTBeTa M3 Mpelio:KeHHbIX. Onpeneante  NpaBUJIbLHOE
opopmiieHHe peKBH3UTA «OTMeTKA 0 MOCTYILUICHHH JOKYMEHTA B OPraHU3aALMNI0»?

a) dupexropy 3A0 «Kanuna»

CemenoBoit Onbre ®egopoBHe

0) dupexropy «Kammna

CemenoBoii O.D.

B) 450009, Yda, yin. Kanununa, 7

Hupexropy 3A0 «Kanuna» Cemenosoit O.0.

r) Hupekropy 3A0 «Kanuna»

0O.®. Cemenonoi
yi. Kanununa, 7
r. Ya, 450009

Bapmuanr S.
1. BeiOepuTe OAMH BAapHAHT OTBeTa M3 NpelIOKeHHbIX. OJIHUM H3 OCHOBONOJIATAKOUINX
NPUHIUIIOB MNPOEKTHPOBAHUA CHCTEM [IOKYMEHTALMOHHOr0 o0ecneyeHUs YNpaBJIeHUS
SIBJISIETCS
a) MIPUHIAIT YHUPUKALUH;
0) IIPUHLINII UHTETpanuy;
B) NpUHLUI AU PepeHInanum;
I') IPUHIUIT COOTBETCTBUS.

2. BoiOepuTe 0JUH BAPUAHT OTBETa U3 MpeAaokeHHbIX. Kinaccupukanus 10KyMeHTOB 10
COIEP KAHUIO CJIETYIOIIA:
a) CIIy>KEOHBIE U TUYHEIE;
0) POCTHIE U CIIOKHBIE;
B) BXOJISIINE U UCXOMSIINE;
T') MHIUBUIYAIbHBIC H TUIIOBBIC.
3. BoiOepuTe 0JUH BAPUAHT OTBETA U3 Npe/IJi0KeHHbIX. Kakne peKBU3UTHI OTHOCATCS K
MOCTOSAHHBIM?
a) laTa, pETUCTPALIMOHHBIN HOMEp JOKYMEHTA,
0) 3aroJI0OBOK K TEKCTY, OTMETKA 00 UCIIOJTHUTEIIE;
B) PE30JIOIHS, OTMETKA O HATHYUHU TPUIIOKEHUH;
r) sMOJeMa opraHu3aIiy, €€ HAMMEHOBAaHHUE.
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4. BpiOeputre OAMH BAPUAHT OTBeTa W3 NpeNOKeHHbIX. s HOKyMeHTa, NMOJNJIHMHHUK
KOTOPOIo0 0CTaeTcsl B OPraHU3aliM, BU3bI IPOCTABJISIOTCH:

a) HIDKE TIOJIUCH PYKOBOJUTEIS, TIOIMUCABIIETO JOKYMEHT;

0) B HIDKHEH YyacTu 00OPOTHON CTOPOHBI MOCIIEAHETO JIUCTA;

B) Ha KaXXJIOM CTpaHHIle MHOTOCTPAHUYHOTO JOKYMEHTA;

r') Ha 00OPOTHOM CTOPOHE MEPBOTO JUCTA TOKYMEHTA.

5.BbiGepuTe 0JUH BAPHAHT OTBeTa M3 NMPeIJ0KEHHbIX. Y CTAHOBUTE COOTBETCTBHE MEXKIY
IPYNNoii JOKYMEHTOB U €€ BUIAMU: OPraHU3alHOHHAS TIOKYMEHTALHS-
a) MpUKAa3, paclopsKEHUE, peIIeHNe
0) aKT, MPOTOKOJI, CITpaBKa, MUCbMO
B) yCTaB, [10JIO)KEHNUE, HHCTPYKIIUS
') pacnopspKeHUe, MPOTOKOJ, PEIICHUE

6. BoiOepuTe 0IMH BAapHMAHT OTBETA U3 NMPEAJI0KEeHHbIX. TeKCT aKkTa JeJIUTC HA CJeaylolme
YacTu:

a) BBOJAHYIO, OCHOBHYIO U COJIEPKAIIYIO BBIBOJIBI;

0) BBOJIHYIO U KOHCTAaTHPYIOILIYIO, COJIEP>KAIIYIO BBIBOIBI;

B) HAUAIBbHYIO U 3aKIIIOUUTENBHYIO, COJEPKAIIYIO BHIBOJIBI;

') BBOJHYIO, OCHOBHYIO U 3aKJTIOYUTEIBHYIO YaCTh.

7. BpiOGepuTe OAMH BAPUAHT OTBETA M3 MPEJIOKEHHBIX. PerucTpanMoOHHBINE HOMEpP KaKUX
AOKYMEHTOB AonojHsAeTcs OykBamMu «JI/C» miam «K»?

a) CTPYKTYpa U IITaTHAS YHCICHHOCTS;

0) moknagaHasi, OObSCHUTEIbHAS 3aIHCKa;

B) TIPUKA3II0 OCHOBHOM JEATEIHHOCTH;

T') B [IPUKa3 10 INYHOMY COCTaBY;

1) TIOJIO’KEHHE 0 paboTe mepcoHarna.

8. BbiOepuTe o0aMH BapHAHT OTBeTa U3 MNpeAJIOKeHHbIX. B Kkakoil Ccpok [g0/LKHA
NPOM3BOAUTHLCS 00pPa00TKA JOKYMEHTOB M Iepeaadya uxX UCIOJHUTeaAM?

a) B JIEHb TIOCTYIJICHUS JOKYMEHTOB B OpraHU3aluIo;

0) B 3-XIHEBHBIN CPOK MOCIE MOCTYMICHUS TOKYMEHTOB;

B) B HEJIEJIbHBIN CPOK IOCIIE MOCTYIJICHUS IOKYMEHTOB;

') B TEYCHUH MECSIIa CO JHS MOCTYIJICHUS TOKYMEHTa B OpraHU3aIuIo.

9. K kaxoii rpynne grokymeHToB oTHocuTest HITATHOE PACIIMCAHUE?
a) K pacropsauTeIbHbIM;
0) K JIMYHBIM;
B) K MH(GOPMAIMOHHO-CIIPABOYHBIM;
I') K OpraHU3alMOHHBIM.
10. BbiOGepuTe OAMH BAapHAHT OTBeTa W3 MpeloxkeHHbIX. Onpeneaure  NpaBHIbHOE
odpopmieHue pexkBu3NTa «OTMeTKA 0 MOCTYIJICHHH JOKYMEHTA B OPraHU3ALNI0O»?
a) OO0 «IpogontTopr»
Ne 236 o1 26.10.2012
6) ot 26.10. 12 Ne 236
B) [IpononTTopr
ot 26.10.2012
r) OOO «IpomonTTopr»
Ne 236 o1 26.10.12

11. BoiOepuTe 04MH BAPHAHT 0TBETA U3 NPEAJI0KEHHbIX. PEKBU3UT JOKYyMEHTAa — 3TO:
a) CTaHJAPTHBIN JIUCT OyMaru, Ha KOTOPOM MOCTOsSIHHAsI HH(pOpMAIHs TepEeMEHHAs;
0) COBOKYIHOCTb PAaCHOJIOKEHHBIX B OIIPEECIICHHOM MOCIIEA0BAaTENbHOCTH 3alUCeH;
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12.

B) 00s13aTEJIbHBIN 3JI€MEHT O(UIIMATBLHOTO TOKYMEHTa HE3aBUCUMO OT HOCUTEIIS;
T) 3anuch UHGOPMALIUK IO YCTAHOBJICHHBIM MPAaBUJIaM Ha Pa3IMYHbBIX HOCUTENSIX.

BriOepuTe 0MH BApMAHT OTBeTa U3 NpeaioxkeHHbIX. Kak kiaccnpuumpyoT J10KYMEHTbI
10 CPOKAM UCIOJIHEeHUs1?
a) CIIy>)kKeOHBIE U JINYHBIC;
0) UHAVBUIYAIbHBIE W TUTIOBBIC;
B) IIPOCTBIE U CIIOKHBIE;
') CpOUYHBIC U OecCpoUHbIC.

13. BpiOepuTe OIUH BapUMaHT OTBeTa M3 MpeLIOKeHHBbIX. PexBu3ur «Bu3bI
COTJIACOBAHMS»:

a) CIYXHUT a5 OpOPMIICHHUS BHEUIHETO COTJACOBAHMS C KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM MU
KOJIJIETUAJIBHBIM OPTaHOM;

0) npuaaer coaepKaHuio o(pULIHMATBHOTO JOKYMEHTa HOPMATUBHBIN WM TIPAaBOBOM XapakTep;

B) UCIIOJIb3YETCA JUIsl BHYTPEHHETO COIJIaCOBAHUS IPOEKTOB JOKYMEHTOB U IPU O3HAKOMIJIEHHUH C
KaKUM-JIM0O JOKYMEHTOM;

I') UCTOJIb3YEeTCsl IPU 03HAKOMJIEHUHU C KaKUM-JTM0O JOKYMEHTOM JOJDKHOCTHBIM JIMILIOM.

14. Kakoii 6.1aHK HcnoJib3yeTcs 1Jis1 0(popMiIeHHs BHELIHUX JOKYMEHTOB?
a) oOmuit 6maHk
0) O;aHK NMUcbMa
B) OJIaHK KOHKPETHOT'O BHJIa IOKYMEHTa
I') BCE BUIbI OJaHKOB

15. BpiOepuTe 0lMH BAPHAHT OTBETA M3 NMpeNI0KeHHbIX. UTO siBJIsieTCs 1aTOM J0/LKHOCTHOM
HHCTPYKIIUH:

a) JaTa ee COCTaBJICHHS aBTOPOM JOKYMEHTA;

0) ;ata ee MOJAMUCAHMS PYKOBOJIUTEIEM MOIpa3IeICHUS;

B) JlaTa ee yTBEP:KJICHUS PYKOBOAUTEIIEM OpPraHU3allnu;

I) JaTa BU3UPOBAHUSA PaOOTHUKOM IO/pa3IeIICHNUS.

16. BoiGepuTe 01H BapUaHT OTBeTA U3 MpelIoKeHHbIX. EINHCTBEHHBIH BUI JOKYMEHTA,
B KOTOPOM OTCYTCTBYeT PEKBHU3UT «HAUMEHOBAaHUE BH/IA JOKYMEHTa»?

a) MUCbMO

0) npukas

B) CIpaBKa
T') pelieHne

17.Bpi0epuTe OAUH BAPHAHT OTBETA U3 NpPeNJI0KEeHHBIX. /laTol NpoToKo/Ia ABIAETCA:
a) J1aTa MOJIICaHus POTOKOJIA;

0) nara MpoBeCHUS 3aCeIaHNUs;

B) JlaTa PETUCTPAIMX IPOTOKOJIA;

r) Aata ohOpMIIEHHUS IPOTOKOJIA.

18. BbiOepuTe oaMH BapHMaHT OTBeTa M3 MNpPelIOKEeHHbIX. PermcrpanuoHHbIl HOMep
AOKYMeHTa — J3TO0:

a) J1aTa ero MoANUCAHUS WIH YTBEPXKIACHHUS;

0) ycimoBHOE 0003HAYECHHE TOKYMEHTa, 1101 KOTOphiM OH BBeneH B UTIC;

B) OTMETKA JJIsl aBTOMaTUYECKOT'0 TIOMCKA JIOKYMEHTa;

I') OTMETKA O OCTYIJIEHUH JJOKYMEHTA B OpraHU3aIuIo.

19. BpiOepure oOoaMH BapuaHT oOTBeTa U3 npepdoxkeHHbix. K  cnpaBodHo-
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HH(OPMANMOHHBIM JOKYMEHTAM OTHOCSTCS:
a) yKa3aHue, pelleHue
0) POTOKOJI, IETTOBOE MIUChMO, OOBSICHUTENbHAS 3aITUCKa
B) KOJJICKTUBHBII IOTOBOp, aHKETa, aTTecTallMOHHas popma

I') yUpEeIUTEIbHBINA JOTOBOP, MOJIOKEHUE O MePCOHANE, UHCTPYKIUS IO JeJIONPOU3BOJICTBY

20. BoiOepuTe 0MH BapUAHT 0TBETA U3 NpeaoKeHHbIX. Onpenenure NPaBUIbLHbIA BAPUAHT
odopMIIeHUS] PEKBU3UT «AIpecaT» JJisl HCXOISIEro JOKYMEHTa, ecJiH B KadYecTBe ajpecara
BBICTYNaeT PYKOBOAMTE/b OPraHu3anum?
a) dupexropy OOO «TopruHBeHTapb»
NBanosoii Tamape IleTpoBHe
450009, r. Ya, yn. BmaguBoctokckas, 7
6) dupexropy OOO «TopruaBeHTapb»
NBanosoii T. I1.
450009, r. Ya, yn. BmaguBocrokckas, 7
B) 450009, r. Ya, yn. BnaguBocTokckas, 7
OOOQO «ToprunBeHTapb»
NBanosou T. I1.
r) Jupexkropy OOO «TopruHBeHTapb»
T. I1. UBanoBoM
yi. Bnagusocrokckas, 7
450009, r. Ya
IMopTdoamno.
Hucrpykuus:
BrimonHeHune 3aanus npeaycMarpuBaeT paboTy B T€UEHHE BCETO BPEMEHU, OTBEJCHHOIO Ha
W3y4eHUE AUCITUTUTHHBI.
[Toptdonuo cocrout u3 10 3aganuii:
'OCT P 7.0.97 — 2016.;
HopMaTtuBHO-MeTOAMYECKAsT JOKYMEHTAIUS TI0 JEIONPOU3BOICTBY (METOUUYECKIE PEKOMEHIAIINH,
UHCTPYKIUU U T.1.);
Maxkets! popM TOKYMEHTOB;
O0pa3ibl OpraHu3alMOHHO-TIPABOBBIX (OPM TOKYMEHTOB (00pa3iibl JOKHOCTHBIX HHCTPYKIIM);
OO0pa3ipl OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX (POPM TOKYMEHTOB (TMPUKA3bl U PACTIOPSIKEHHS 110
OCHOBHOM JIEATETLHOCTH M JINYHOMY COCTaBY, BBIIMHCKU U3 IOKYMEHTOB);
O06pa3ibl hopM AeTOBOI MEePENUCKY;
OG6pa3siibl GopM TOKYMEHTOB IO OOpAIIEHUSIM TPaKIaH U KOHPUACHIIMATHLHOTO JIeIONPOU3BO/ICTBA;
dopma HOMEHKIATYpPHI AelT;
Ornuch TOKYMEHTOB Jiesia U 0opMIIeHHE 00JIOKKH JIea;

. I[OKJ'I&I[BI u pe(bepaTH M0 UHAVWBUAYAJIbHBIM 3aJaHUSAM.

BI)IHOJ'IHSITB 3aaHuA HY)KHO KaK BO BperI aYI[I/ITopHI)IX 3aH$[TI/II71, TaK U CaMOCTOATCJIBbHO, B
nopsiKe Ux cienoBaHus. [l SKOHOMHHM BpeMEHH NpOMyCKaiTe 3aJaHue, KOTOpoe He ymaércs
BBITIOJTHUTH Cpa3y, U MEPexXoIuTe K clieayromemMy. Eciim epes 3anmuToi mocie BBIOJTHEHUST BCei
paboThl y Bac OCTAHETCS BpPEeMs, TO BBl MOXKETE€ BEPHYTHCS K MPOMYIIEHHBIM 3aJlaHusIM. baisl,
MOJTy4YeHHBIC BaMH 32 BCE BBITIOJNHEHHBIC 3aaHus, CyMMHUpYIOTcs. [locTtapaiiTech BBIMOIHUTH Kak
MO>KHO OOJIbIIIE 3a/IaHUi U HaOpaTh HAMOOJIbIIIEe KOJIMUYECTBO OAIIIOB.

JTaJIOH MPAaBUJIbHOTO OTBETA:
MAKETHI ®OPM JJOKYMEHTOB

Jlnst BBIONMHEHUS 3aJaHHUs TaKOro THMAa Heo0XoaumMo chOpMHpOBATh MaKeThl (opM
JIOKYMEHTOB B OTJEJIbHYIO NAnKy Ha 3JIEKTPOHHOM HOCHTEJE W/WIM pacredaratb Ha OyMaKHOM
HOCHTEJIC U MOAIINTH B manky «Jlemo No  ».

IIpumep: makeT GopMbI KOTIUU MTPHUKA3a.
OTtBer:
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OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YUYPEX/JEHUE BbICIIEI'O OBPASOBAHMA
«BAIIKMPCKHUU I'OCY JAPCTBEHHBIN YHUBEPCUTET»

HaunmenoBanue dunuana

TTIPUKA3
« » 20 I. Ne
Ya
0 yem?
TEKCT

Ipunoxenne: 1. [Tonoxkenne o0 MeToaMYECKOM yMpaBIeHUH y4eOHOTO 3aBejieHus Ha 5 1. B 1
9K3.;
2. [IpaBuna moAroTOBKHM M OGOPMIICHHS TOKYMEHTOB MeETOAMYECKOTO yrpaBlieHUs Ha 7 1. B 2
JK3.

Jupextop T.T.Tutos

['maBHBIi OyxTanTep C.C.Cunoposa

N.N. NUsanosa

IlepeuyeHb BONpPOCOB K APYrum opMaM KOHTPOJIsi (KOHTPOJIBbHOM padoTe)
AJ1s1 32049HOH (popMBI 00yUeHH S

1.JlokyMeHT, OCHOBHBIE€ OHATHUS. CIIOCOOBI TOKYMEHTHPOBAHMUS.
2.0praHu3aioHHbIE JOKYMEHTBI: COCTaB, XapaKTePUCTHKA.
3. HdopMaimoHHO-CIIPaBOYHBIE TOKYMEHTHI.

ITepeyennb BONPOCOB K AOMaNIHEH KOHTPOJIbLHON padoTe s 3204HO0I (POpMBbI 00ydeHH

1.061ue TpeGoBaHUs K TEKCTY JOKYMEHTA.
2.XapakTepucTUKa OCHOBHBIX (DYHKIIMN JOKYMEHTOB.

4. Cucrema oueHuBanus komiuiekTa ®OC Tekymero KOHTpoJIs U
NPOMEKYTOYHOM aTTeCTANMHU

Kpurepun onenuBanus pe3ynibTaToB 1 depeHnupoBanHoro 3ayera (OPO)
Kputepuu onenku (B 6annax):

- 25-30 6aTOB BBICTABIISIETCS CTYACHTY, €CJIM CTYACHT Jall TOJHBIE, pa3BEPHYTHIE OTBETHI Ha
BCE TEOPETHYECKHE BOMPOCHl Owmiera, MPOJEMOHCTPUPOBAN 3HAaHUE (YHKIHMOHAJIBHBIX
BO3MOXKHOCTEH, TEpPMUHOJIOTUH, OCHOBHBIX 3JIEMEHTOB, YMEHHUE PUMEHATh TEOPETUUECKUE 3HAHUS
IpU BBIOJHEHUH TMpakTUdeckux 3anaHuil. CTyaeHT 0e3 3aTpyJHEHHl OTBETWJ Ha BCe
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JIOTIOTHATEIbHBIC  BOMPOCHL. [IpakThdeckas dYacTh paOOTBI BBIMOJIHEHA IOJHOCTBIO  0e3
HETOYHOCTEH U OIIHOOK;

- 17-24 GaninoB BBICTABISETCS CTYIEHTY, €CIIU CTYACHT PacKpbll B OCHOBHOM T€OPETHYECKUE
BOIIPOCHI, OJHAKO AOIYLICHbl HETOYHOCTH B OIPEACICHUHM OCHOBHBIX NOHATHH. IIpu oTBeTe Ha
JIOTIOJTHUTEIIbHBIE BOIPOCH! IOMYLIEHbI HEOONIbIINE HETOUHOCTH. [IpH BBINOJHEHNH MTPAKTUUYECKON
YyacTu pabOThI JOMYIIEHbI HECYIIECTBEHHbIE OIIMOKH;

- 10-16 GamioB BBICTABISETCS CTYACHTY, €CIM IPU OTBETE HA TCOPETUUYECKUE BOMPOCHI
CTYZICHTOM JOMYIICHO HECKOJBKO CYIIECTBEHHBIX OINMMOOK B TOJKOBAHWUH OCHOBHBIX IOHSTHH.
Jloruka ¥ TIOJHOTa OTBETa CTPAJAIOT 3aMETHBIMH H3bsIHAMH. 3aMETHBI MPOOEThl B 3HAHHUU
OCHOBHBIX METOJOB. TeopeTHdecKre BOMPOCHI B IEJIOM H3JI0KEHBI JOCTATOYHO, HO C MPOITyCKAMHU
MaTepuana. VIMETCS TpHHIMIHAAIBHBIE OIIMOKH B JIOTHMKE IOCTPOCHHS OTBETAa Ha BOIPOC.
CTyneHT He pelni 3a/1a4y WK P PEIICHUH JONYIICHbI IpyObie OMMOKH;

- ﬂ 0aJJI0B  BBICTABIISAETCS CTYACHTY, €CJIM OTBET Ha TCOPETHYCCKUEC BOIIPOCHI
CBHUACTCIILCTBYCT O HCIIOHUMAHUHN U KpaﬁHe HEIIOJJHOM 3HAHHMH OCHOBHEIX MHOHSITUM U MCTOJ0B.
O6Hapy>KI/IBaeTCH OTCYTCTBUC HAaBBIKOB IIPHUMCHCHUSA TCOPECTHUYCCKUX 3HaHHUHI IIpHU BBIIIOJHCHUU
MPAKTUYCCKUX 3aI[aHHfl. CTyI[GHT HEC CMOTI' OTBCTUTH HU HAa OJJUH I[OHOJIHI/ITCHLHLIfl BOIIpOC.

YcraHaBiaMBaeTCs  CIeAyloIas — Tpajanmus  [epeBoJa  OIEHKH W3  MHOTOOaJUIbHOW B
YeThIPEeXOATIbHYIO:

*  ommyHO — 0T 80 1o 110 Gayos (Brirouas 10 moompuTensHbIX 0aJIOB),

= xopouio — ot 60 1o 79 6anos,

"  yIOBJIETBOPUTEIBHO — OT 45 10 59 Ganos,

"  HEeYyJOBJIETBOPUTEIHHO — MeHee 45 OaoB.

Kpurtepun ouennBanus pe3yabraToB JuddepeHunpoBanHoro 3auera (3P0)
Kpurepuu ouenku (B 6aynax):

«5» (oTIM4HO) — 3a TIIyOOKOE M IMOJIHOE OBJIJICHUE COJEpKAaHUEM Y4eOHOTO Marepuaa, B
KOTOPOM OOydJaromuiicss CBOOOJHO W YBEPEHHO OpPHUEHTHUPYETCS; 3a yMEHHE MPAaKTHYECKH
MPUMEHSTh TCOPCTHUYSCKUE 3HAHMSI, BBICKA3bIBATh M OOOCHOBBIBATH CBOM CyXAcHHS. OmeHKa «5»
(OTIIMYHO) TpeInoiaraeT rPaMOTHOE U IOTUYHOE U3TI0’KEHUE OTBETA.

«4» (xopol10) — ecau 00ydaroUMiics MOTHO OCBOMJ Y4eOHBIN MaTepual, BiaJgeeT HaydHO-
MNOHATUMHBIM annapaTroM, OPHUEHTHPYETCS B H3YYEHHOM MaTepuaje, OCO3HAHHO IPHUMEHSET
TEOpeTUYEeCKHe 3HaHUS Ha NpPaKTUKE, TPAMOTHO M3JIaraeT OTBET, HO coJlepXaHue U Gopma OTBeTa
UMEIOT OT/IEIbHbIE HETOYHOCTH.

«3» (YyIOBIETBOPUTETHFHO) — €CIIM O0ydaromuiicss oOHapy>KUBAeT 3HAHME M TIOHMMaHUE
OCHOBHBIX TIOJIOKEHHH Yy4eOHOrO MaTepuajia, HO HW3JlaraeT ero HEeIMOJHO, HETOCIeI0BaTeNbHO,
JO0IMYCKAa€T HCTOYHOCTHU, B INPHUMCHCHHU TCOPCTUUCCKHUX 3HaHUHU IIpru OTBETC Ha MNPAKTHKO-
OpPUEHTUPOBAHHBIE BOMPOCHI; HE YMEET JI0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYKICHUS.

«2» (HEYIOBIETBOPUTEIHHO) — €CIM OOYyJaIOIIUNC UMEeT pa3pOo3HEHHbIE, 0€CCUCTEMHbBIS
3HAHUS, JOMYCKAEeT OMMOKU B OMpeNelIeHUH 0a30BBIX MOHATHMA, UCKAXKAET UX CMBICT; HE MOXKET
MPaKTUYECKH MPUMEHSTh TEOPETHIECCKUE 3HAHMSL.

Kpurepun ouenuBanus pe3yabraToB Apyrux ¢gopm konrpoJs (3@0)

Kpurepuu ouenku (B 6aynax):
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«5» (0TIMYHO) — 3a TIyOO0KOE W TOJIHOE OBJIAJICHHE COACp)KaHWEeM y4eOHOro marepuania, B
KOTOPOM OOY4aloluiicss CBOOOTHO W YBEPEHHO OPHUEHTHUPYETCS; 3a yMEHHE MPAKTHYECKH
NPUMEHSITh TEOPETHUECKUE 3HAHMSI, BHICKA3bIBATh U OOOCHOBBIBATH CBOM CYXIeHHs. OneHka «5»
(OTIIMYHO) TIpe/IoIaracT TpaMOTHOE M JIOTHYHOE U3JI0KECHUE OTBETA.

«4» (xopouio) — ecnu 00y4aroIuics MOJIHO OCBOWJI yU4eOHBI MaTepual, BIaJeeT HayyHO-
HNOHSATUMHBIM annapaToM, OPUEHTUPYETCS B HU3YUYEHHOM MaTepuaie, OCO3HAHHO IPUMEHSET
TEOpPETUYECKHE 3HaHUS Ha MPAKTUKE, TPAMOTHO HM3JIaraeT OTBET, HO cojep)KaHue U (opma OTBETa
UMCIOT OTACIBbHBIC HCTOYHOCTH.

«3» (yIOBJETBOPUTENBHO) — €CM O0ydaroluiics OOHapy>KMBaeT 3HAHHWE W TMOHMMAaHUE
OCHOBHBIX TOJIOXKEHHM Y4eOHOro MaTepuaja, HO M3JIaraeT ero HEMOJHO, HEeIMOCle0BaTeIbHO,
JIOMyCKaeT HETOYHOCTH, B NPUMEHEHUU TEOPETUYECKHX 3HAHUW IMPU OTBETE Ha MPAKTUKO-
OpPUEHTUPOBAHHBIE BOIIPOCHI; HE YMEET J10Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYKICHUS.

«2» (HEyJIOBIETBOPUTEIBHO) — €CIM O0YJYArOMIUNCS UMEET pa3pO3HEHHBIE, OECCUCTEMHBIE
3HAHUS, JOMYCKAET OIIMOKU B OINpENeJIeHUN 0a30BbIX MOHSATHHA, UCKAXAET MX CMBICI; HE MOXET
IIPAKTUYECKH IPUMEHSTh TEOPETUUECKUE 3HAHUS.

KpuTtepuu onieHMBaHusl pe3y/ibTAaTOB JOMAallHell KOHTPOJIbHOI padoTsl (3PO)
Kpurepuu ouenku (B 6aynax):

«5» (0TIMYHO) — 3a TIIyOOKOEe M MOJIHOE OBJIAJICHUE COJEp)KaHHEeM y4eOHOro MaTepuasa, B
KOTOpOM OOydaromuiics CBOOOJAHO ¥ YBEPEHHO OPHEHTHPYETCS; 3a YMEHHE IPAKTUYECKU
IMPUMCHATL TCOPCTUUCCKHUEC 3HAHUS, BBICKA3bIBATh U 00OCHOBBIBATH CBOH CYKACHUA. OHGHKa «5»
(OTIIMYHO) MpEAToIaraeT IPaMOTHOE M JIOTHYHOE U3JI0KEHHE OTBETA.

«4» (xopol1o) — ecinu 00yJaroIuiics MOJIHO OCBOWII yUeOHBIH MaTepuai, BIaJeeT HAy4yHO-
MOHSATUMHBIM aNnapaToM, OPHEHTUPYETCSs B HU3YUYEHHOM MaTepuaine, OCO3HAHHO MpPUMEHSET
TEOpETUYECKHE 3HAHMS Ha MPaKTUKe, TPAMOTHO HM3J1araeT OTBET, HO cojepkaHue u ¢opmMa OoTBeTa
UMEIOT OT/JEIbHBIE HETOYHOCTH.

«3» (YyIOBIETBOPUTETHHO) — €ClIM O0ydaromuiicss oOHapy>KUBAeT 3HAHWE M TIOHMMaHUE
OCHOBHBIX TIOJIOKEHHH Yy4eOHOro MaTepHuajia, HO HW3JlaraeT €ro HENOJHO, HEeMOCIeI0BaTeIbHO,
JO0IMYCKAa€T HCTOYHOCTHU, B INPHUMCHCHHU TCOPCTUUCCKHUX 3HaHUHU IIpru OTBETC Ha MNPAKTHKO-
OpUEHTUPOBAHHBIE BOMPOCHI; HE YMEET J0Ka3aTeIbHO 00OCHOBATH COOCTBEHHBIE CYKICHHUS.

«2» (HEeYIOBIETBOPUTEIHHO) — €CIM 00YyYaroIIuiics UMEeT pa3po3HEeHHbIE, 0eCCUCTEMHBIE
3HAHMS, JOMYCKAeT OMMOKU B OMpeNeleHUH 0a30BBIX MOHATHM, UCKaXKAeT UX CMBICT; HE MOXKET
MIPaKTUYECKH MMPUMEHSTh TEOPETHUYECKUE 3HAHMUSL.

Kpurtepun ouenuBanusi BLINOJHEHNs JIa0OPAaTOPHBIX padoT

ITokazaTens onieHKU Pacnipenenenue 6anios

To4HOCTh BOCTIpOM3BENEHHs] y4eOHOTO Marepuana (TepMHHOB, | 1
npasul, GaKkTOB, ONMMCAHUH U T.1.)

TO4YHOCTB pa3aU4YEeHMs U BBIJICICHUS N3YYEHHBIX MaTEPHAJIOB 1

MakcuManpHbBIA Oain 2
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Kpurepun oneHuBaHNs BBINOJIHEHHS KOHTPOJIBLHBIX padot (OPO)

CtpykTypa paboTsl Kpurepuu onenku Pacnipenenenne 6amios

Onunu TepmuH (B KoHTposbHOH | Her orBera / Hemomusiii orBer / | 0/0,5/1
pabore 5 wiu 10 TepMUHOB) [Tonublii oTBET

Kpurtepun oneHuBanus pe3yibTaToB KOHTPOJIbHOI padoTsl (3PO)

[Tokazarenb OLleHKH Pacnpenenenue
OamoB
CooTBeTcTBHE COJCpKAHUSA KOHTPOJIBHOM pabOThl 3asBICHHON Teme, 1
MIOCTABJICHHBIM IIETISIM U 33]ja4aM
JIorn4HOCTB ¥ MOCIEN0BATENBHOCTD B U3JI0KEHUN MaTepraia 1
IIpuBnedyeHne axkTyalbHBIX HOPMATUBHBIX AKTOB M COBPEMEHHOM HAay4HOU 9
JUTEPATyPhl, TEPUOJUUECKUX U3JaHUN
CreneHb OOOCHOBAHHOCTH apryMeHTOB M 0000mieHuil (monHoTa, riyOuHa,
BCECTOPOHHOCTL PACKPBITHS TEMBL, KOPPEKTHOCTb apryMEHTAllMi M CHCTEMSL | 4
JI0Ka3aTelbCTB, XapakTep M JIOCTOBEPHOCTh IPUMEPOB, HAIW4YMe 3HAHUHN
MHTETPUPOBAHHOTO XapaKTepa, CIIOCOOHOCTh K 0000IIEHHUIO)
CaMocTOSTeNbHOCTD U3YUEHHS U aHAJIu3a MaTepuana 2
KynbTypa TNHCBMEHHOTrO  W3JOXKEHHA  Marepuana (Hay4YHbIA  CTHIIb, 1
rPaMOTHOCTh aBTOpPA);
Kynerypa odopmiieHuss marepuanoB pabOThl (COOTBETCTBHE pPAa0OTHI BCEM 5
CTaHIapTHBIM TPEOOBAHUSIM);
HUTOT'O 10
Ot 7 no 10 6a/mi0oB 3a BEIIOJHEHUE KOHTPOJILHOM PAabOTHI «3a4TECHOY
Menee 7 6a/I0B «HE 3aU4TEHO»
Kpurtepuu onieHuBaHus BHINOJTHEHHS TECTOBBIX 3aJaHU
CrpykTypa paboTbl Kpurepuu onenku Pacnpenenenue 6amios

Omun Bompoc Tecta (30 | HenpaBuibhbiii orsBer / IlpaBuibhsrii | 0/0,5
BOITPOCOB B BApUAHTE) OTBET
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