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1. HACHHOPT ®OHJA OIIEHOYHBIX CPEJICTB

Ilepeyenb kKoMneTeHIUi U 3Tanbl KX GOPMUPOBAHKS B IpoIecce OCBOCHUS
AUCHUILIUHBI

B pesynbrare ocBoenust OIIOII 6akanaBpuara 00y4aroImuics JOHKEH OBIAIETh CICIYIO-
IIMMHU Pe3yJIbTaTaMu O0yUYeHHS MO JUCUUIUINHE:

K(E\Zfe_ Coneprxanue Komre- [Tnanupyemble pe3yabTaThl OCBOSHHUS
TEHLUU JUCLIUILIMHBI
TEHLUU
3HaTh:
CIIOCOBHOCTRIO — METOJI0JIOTUYECKHE U OPraHU3allMOHHO-TIPAaBOBbIE
HCIOIB30BATE acIIEeKThI JIeJIONPOU3BOJICTBA;
OCHOBBI TPABOBBIX —CcOoCTaB H TpaBwia oQOpPMIIEHUS PEKBHU3UTOB
SHAHIT B YIPaBIEHYECKUX JOKYMEHTOB B COOTBETCTBHM C
OK-6 pasIHIHBIX chepax JeUCTBYIO- 1€ HOPMATUBHOW 0a30ii.
NEeATeNbHOCTH YMeT:
— COCTaBIISITh U OOPMIISTH JICTOBYIO IOKYMEHTAIIHIO B
COOTBETCTBUU C HOPMATUBHO-METOUYECKUMH aKTaMH;
Baaners:
— HaBbIKaMH BEJICHUS U ONTUMU3ALUHU TOKYMEHTO000-
poTa B pa3iuyHbIX chepax IesTeIbHOCTH.
CIIOCOOHOCTBIO 3HaTh:
MCII0JIb30BATh JJIs — CIOCO0BI (pUKcay NHPOPMAITUN HA PA3ITHIHBIX
pereHust HOCUTEJISAX, (PYHKIIMK U Ha3HAYEHUE YIPABICHYECKOTO
QHAIUTUYECKUX U JIOKYMEHTA.
YCCIIeI0BATENILCKUX — TpeOOBaHM K CTaHJIAPTU3ALUKN U YHUDUKALIIH
3aJ1a4 CO- BpEMEHHbIE JIOKYMEHTOB, IEHCTBYIOIINE YHU(PUIIMPOBAHHbBIE
[IK-g  [[EXHUHECKHE cpencTsa CUCTEMBI YIIPaBJICHYECKON TOKYMEHTALIUH.
1 UHQOPMAIOHHBIE Ymern:
TEXHOJIOTHH — UCTOJIb30BaTh JIEJIOBYIO JOKYMEHTAIUIO IS
MPUHSATHS YIPaBIEHUYECKUX PELICHU;
Baaners:
— HaBBIKaMH JIOKYMEHTAJIbHOTO 0(OPMIICHUS pPELICHUM
B yIIpaBJIEHUH ONEepallMOHHOMN (ITPOU3BOICTBEHHOI)
NEeATEIbHOCTH OPraHU3aLU.
ITacnopT (poHAA2 OLEHOYHBIX CPEICTB A/ MPOBeICHUs TeKy e
1 MPOMEKYTOYHOM aTTeCTANMH 00y4al0IHXCS
No KonTponupyemsie Kon HaumenoBanue
i TEMBI JUCIUIUINHBI KOHTPOJIMPYEMOI OLICHOYHOI'O
(Moyist) KOMIIETCHIUN CpeacTBa
Tema 1. O6mas xapak- Bompocel  myis KOHTpoJisE  3HaHUM,
1 | TepHCTHKa JIOKyMEHTa- OK-6. TTK-8 MpaKTUYECKUE 3aJaHusl, 3aJaHusd UL
LIMOHHOTO o0ecreye- ’ CaMOCTOSITENIbHOM paldoThl, TECTHPOBAHUE,
HUS yIIpaBJIeHUS JTCKYCCHSI, DK3aMEH.
Tema 2. TpeOGoBanus K Bomnpocsl JUIs KOHTPOJIA 3HaHUM,
o | COCTaBIEHMIO u OK-6. TIK-8 MpaKTUYECKUE 3aJaHusl, 3aJaHusd UL
odopMmIIeHHIO ’ CaMOCTOSITENIbHOM padoThl, TECTHPOBAHUE,
JOKyMEHTOB JTMCKYCCHSI, DK3aMEH.
3 Tema 3. Cuctema OK-6. [TK-8 Bormpocs! U1t KOHTPOJIS 3HAHUM,
OpraHU3aIOHHO- ’ [paKTUYECKHE 3a/1aHusl, 3aJaHus IS
CaMOCTOSITENIbHOM pabOThl, TECTUPOBAHUS




pacnopsAUTEIbHON JUCKYCCHSI, DK3aMEH.
JTOKYMEHTAIUU
Tema 4. Cucrema Bomnpockl 1151 KOHTPOJIsl 3HAHUM,

4 nH(OPMAIIMOHHO- OK-6. [TK-8 MpaKTUYECKUE 3aJaHusl, 3aJIaHUs JIJIS
CIPaBOYHOMU ’ CaMOCTOSITeNIbHOM pabOThI, TECTUPOBAHUE,
JIOKYMEHTAIUU ITMCKYCCHS, SK3aMEH.

Tema 5. Opranuzanus Bomnpockl 151 KOHTPOJIsE 3HAHUM,
5 JIOKYMEHTO000poTa OK-6. [TK-8 MPaKTUYECKUE 3aaHusl, 3aJIaHUs IS
’ CaMOCTOSITENIbHOM pabOThI, TECTUPOBAHUE,
ITMCKYCCHS, SK3aMEH.
Tema 6. Pexomennanuu Bonpockl 111 KOHTPOJIsl 3HAHUH,

6 | P neyaTaHuu OK-6. [TK-8 MpaKTUYECKUE 3aaHusl, 3aJIaHUs JIJIS
TEKCTOB  CIYEOHBIX ’ CaMOCTOSITeNIbHOM pabOThI, TECTUPOBAHUE,
JIOKYMEHTOB ITUCKYCCHS, SK3aMEH.

Kputepuu ouenuBanus pe3yibTrara 00y4eHusi 1Mo AUCHHUILINHE

H IIKaJ1a OCHUBAaHUA

YpoBHu chOPpMUPOBAHHOCTH
KOMIIETEeHIUH

OcHoBHbIE IPU3HAKH YPOBHS

Ioporosblii (0a30BbIi)
ypoBeHnb (Ouenka «3», 3auteHo)
(0Os13aTENBHBIN 110 OTHOIICHUIO KO

BCEM BBIIIYCKHUKAaM K MOMEHTY
3aBepIlEeHHs] UMU 00y4YEeHHUs 11O
OIIO0II)

— oOywaromuiicss 007aJaeT CIIOCOOHOCTHIO HAXO/IUTh
OpraHU3aIMOHHO-YITPABICHYCCKUE pereHus B
poPECCHOHAIBHON IEITEIbHOCTH U TOTOBHOCTh HECTH 3a
HUX  OTBETCTBEHHOCTh B  NPOPECCHOHATBHOH U
COHHaﬂBHOﬁ ACATCIBHOCTH B TUIIOBBIX CUTYallUAX;

— 00yuaromnmics BiIajeeT ClIOCOOHOCThIO KPUTUICCKU
OLICHUTb

npejiaraeMbie BApUaHThl YIIPABICHUECKUX PEIICHUN U
pa3paboTath U 000CHOBATH MPEIOKEHUS TI0 UX
COBEPIIICHCTBOBAHUIO C YYETOM KPUTEPHECB
COILMAIBHO- DKOHOMHYECKOU YPPEKTUBHOCTH, PUCKOB U
BO3MOXHBIX COIINAJIBHO- DKOHOMHNYCCKUX HOCJ'IG)ICTBI/Iﬁ B
poeCCUOHATILHON M COMANBHOM IEATETLHOCTH B
po(heCcCHOHATLHOM U COIMAITLHOM SIS TEIIEHOCTH B
TUTIOBBIX CHTYaIUsX

IloBbIlIEHHBbI (POABHUHYTHIN)
ypoBeHb (Ouenka «4», 3a4TeHo)
(TPeBOCXOAUT MOPOTOBBIN
(0a30BbIil) ypOBEHB IO OTHOMY
WM HE- CKOJIBKUM CYILIECTBEHHBIM
IIpH- 3HAKaM)

— oOyuaromuiics 007amaeT CIOCOOHOCTHIO HAaXOAUTH
OpTraHU3aIMOHHO-YIIPABICHYECKUE pelIeHus B
npohecCHOHANBHON AeITeIbHOCTH U TOTOBHOCTh HECTH 32
HUX  OTBETCTBEHHOCTh B  NPOQECCHOHAIBHOW U
COILIMANILHOM JESATEIBHOCTH B TUIIOBBIX CUTYAIUSIX U

B CUTYaIUSX TOBBIIICHHOUN CIIOKHOCTH;

— OOydJarmHiics BIAIEET CHOCOOHOCTHIO KPUTHUYECKHU
OIICHUTh TpeJUlaraeMble BapUAHTBHl  YIPABICHUYECKUX
pemieHuit u pa3paboTaTh U 00OCHOBATH MPEIIOKEHUS T10
WX COBEPIIICHCTBOBAHUIO C YUYETOM KPUTEPHEB COIUATHHO-
SKOHOMHUYECKON 3(PHEKTUBHOCTH, PUCKOB M BO3MOXKHBIX
COLIMANTbHO- YKOHOMUYECKHUX TOCJIEICTBUN B Mpodeccuo-
HaJBHOM M COIMATIBHOW JEATETLHOCTH B MPO(EeCCUOHAb-
HOW U COLIMATBHON JNEATENLHOCTH B TUTIOBBIX CUTYAIIHSIX U
B CUTYaI[MSX TOBBIIICHHOMN CIIOKHOCTH.

Bbicokuii (mpeBOCXOAHBIN) YPO-
BeHb (Ouenka «5», 3aureHo)
(IpeBoCXOAUT MOPOTOBBII

— oOyuyaromuiicss 061agaeT CoCOOHOCTHIO HAXOAUTh
OpraHU3aluOHHO-YIIPaBICHUECKHE PEIeHHs B Podheccro-
HaAJILHOU OCATCIIBHOCTHU U TOTOBHOCTH HECTH 3a HUX
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(6a30BBIiT) YpOBEHD IO BCEM OTBETCTBEHHOCTb B MPO(PECCHOHATHLHON U COLMATBHOM

CYILIECTBEHHBIM MPU3HAKAM, JESITEIIbHOCTH B TUIIOBBIX CUTYAIUSIX U B CUTYaIUAX

IpeJoiaraeT MaKCUMaIbHO MOBBILICHHON CIIOHOCTH, a TAKXKE B HECTaHJAPTHBIX U

BO3MOKHYIO BBIPQXKEHHOCTD HETPEABUICHHBIX CUTYAIUSAX, CO3/1aBasi IPU 3TOM HOBBIC
KOMITETEHIIIH ) IpaBHUJia U aJITOPUTMBI ACUCTBUK;

— oOyyaromuicsi BIaIeeT CIOCOOHOCThIO KPUTUYECKH
OLICHUTh TpeJUlaraeMble BapUAHTBhl  YIPABJICHUYECKUX
pemieHuid U pazpaboTaTh U 000CHOBATH MPEJIOKECHUS TI0
UX COBEPILEHCTBOBAHUIO C YYETOM KPUTEPHUEB COLUATBHO-
YKOHOMHUYECKON 3(P(HEKTUBHOCTH, PHUCKOB U BO3MOKHBIX
COLIMAILHO- HKOHOMUYECKUX MOCIEACTBUMA B
npoeCCHOHATbHON M COLMANBbHON JESATETBbHOCTH B
npoecCHOHANBbHOM M COIMAIbHOM  JIeATENbHOCTH B
TUIOBBIX CUTyallMsiX M B CHTyalMAX MOBBIIIEHHON
CIOXHOCTH, a TaKke B He- CTaHIapTHBIX U
HETPE/IBUICHHBIX CUTYallUsAX, CO3/1aBast

IIPU 3TOM HOBBIE IIPABWJIA U AJITOPUTMBI IEHCTBUM.

2. POHJA OHEHOYHbIX CPEACTB JJIs1 IPOBEJEHUSA TEKYIIET'O
KOHTPOJIA

3agaHus AJ151 CAMOCTOATEIbHON PadoThl M TEKYIEr0 KOHTPOJIA
Tema 1. O01mas XapaKTepUCTHKA JOKYMEHTALMOHHOI0 00ecreYeHusl yIpaBJIeHUs

Bonpocs! 1151 00CcyK1eHHsI B Ipolecce JUCKYCCHH:
1. Hcropwus nenonpon3BOJICTBA KaK HAYKH.

2. Ilpeamer u 3amaun Kypcea.

3. Opraam3amnus ciry:x0 JIeI0Iponu3BOJICTBA.

IIpakTnyeckoe 3aganue Nel:
3aganue 1. Haueptute Ha miotHoi#l Oymare (Batman) ¢popmara A4, B maciurade 1:1,

(opMyJISIpBI YTIIOBOTO U MPOJI0JILHOTO OJIAHKOB € YKa3aHHEM HOMEPOB PEKBU3UTOB Ha JIMLIEBOM
CTOpPOHE, a HAUMEHOBAaHUI PEKBU3UTOB — HA 0OOPOTHOIA.

3aganue 2. Opopmure MakeT OyiaHKa MKUCbMa (YIJIOBOE PAcloOIOKEHUE PEKBU3UTOB
mrammna 6anka):0OAO «MocTtopry.

CnpaBounsble nanHbie 00 opranuzaiuu: Mocksa, 131564, KpacnonpecneHckas Hao. ,
15; renerpad: Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacHonpecHeHckoM ¢uinane MOCKOBCKOTO KOMMEPYECKOTO
6anka, M®O 26894, kog OKIIO 985623, OT'PH 345123789023, MHH/KIIIT

4500583453/02387560.

3ananue 3. Opopmute MakeT OaHKa MUChbMA (TIPOJIOJILHOE PACHIOTIOKEHUE PEKBU3UTOB
mramna OaHka), COCTaBUB CAMOCTOSITENIbHO HEOOX0/IUMbIE PEKBU3HTHI.

3ananue 4. OpopmuTe MakeT O1aHKAa KOHKPETHOTO BUAA JOKYMEHTA (IIpHKa3a) C YriIOBBIM
PacrooKeHUEM PEKBU3UTOB: TOBAPHBIN 3HAK WUJIM dSMOJIeMa MPpeAnpusTUs (110 BalleMy
yemotpennio) AO «bepeskay, pukas, 1aTa pukasa u ero Homep, r. KOHCTaHTHHOBCK.

3aganue 5. Odopmure maker OjaHKa KOHKPETHOTO BHJAa JOKYMEHTa (IIPOTOKOJA) C
IIPOJOJIBHBIM pacnojokeHueM pekBu3uToB: OAO «I"'A3», nmpoTokoJ, aara 3aceqaHus, HOMEP
MIPOTOKOJIA, T. KOHCTaHTHHOBCK.

3anganue 6. OpopmuTe MakeT O1aHKA JOHKHOCTHOIO JIMLA (MIP BaIllero ropoja),
COCTaBHB HEOOXOAMMbIE PEKBU3UTHI.



KoHTpoJibHbIE BONIPOCHI:
Ha3oBuTe 0CHOBHBIE 110JI0KEHHS 110 JOKYMEHTHPOBAHMIO YIIPABJICHYECKOMH J1es-

TEeJbLHOCTH.
1. Uro npexacrasnseT codoit Enunas ["ocynapcTBeHHas cucTema JIeJIonporu3BOICTBa
(ET'C JOY).
2. Packpoiite conmepkaHue OCHOBHBIX TOHSTHH JOKYMEHTAIIMOHHOTO OOCECIICUCHHS

YIIPaBJICHUS: JOKYMEHT, JOKYMEHTOOOOPOT, JEIONPOU3BOACTBO, YHU(DUKAIIMS, CTaHIApTH3ALUS,
apXUBHOE JIEJIO, OPI'TEXHHKA.
3. HazoBure kinaccupukaniio JOKyMEHTOB.

TecThl

1. JlokyMeHTalMOHHOE 00ECIICUCHHE YIIPABICHUS — ITO:

1) nesATeNnBHOCTH ammapaTa yrnpaBJieHHUs, OXBaThIBAOIIAsl BOIIPOCH! JOKYMEHTHPOBAHUS U
OpraHu3amuy padoThl C JOKYMEHTaMH B TIPOIIECCE OCYIECTBICHUS UM YIIPaBICHYCCKUX () YHKIIHA;,

2) mpaBHIbHO OPOPMIICHHBIE JOKYMEHTHI, OTPAKAIOIIME BECH CIIEKTP YIPABICHUYECKOM
NEeATEILHOCTH MPEAIPHUATHS;

3) opranu3zaiys J0KyMEHTOO00pOTa B yUPEIKICHHUH;

4) KOMIUIEKC OCHOBHBIX MOJIOKEHHM, ONIPEACIISAIONINX U PErITAMEHTHPYIOLITHX
OpraHMU3aIHI0 JOKYMEHTHPYEMBIX MPOLIECCOB HA MPEATPUATHH.

2. Cucrema JJOKyMEHTAIIMH, CO3/IJaHHAS 10 €AMHBIM ITPABHJIAM U TPEOOBAHUSIM, — ITO:
1) yHuuIMpoBaHHas CUCTEMa JOKYMEHTALIUH;

2) EI'C;

3) I'OCT;

4) 00BEKT JEIONPON3BOICTBA.

3. Uto HENb3sl OTHECTH K chepe AeTOompon3BoACTBa?

1) obopmiteHue cekperapéM mprkasza o npuéMe Ha paboTy COTPYIAHUKA;

2) obopmiieHHe ceKpeTapéM Mo Mpockde HaYaaIbHHUKA MO3PABUTEIBHON TeJIerpaMMBbI IS
€ro MaTepu;

3) odopmiteHHre cekpeTapéM o MpochOe HavaIbHUKA CITY)KEOHOM 3aMuCKu B
BBIICCTOANTYIO MHCTAHIIUIO,

4) odopmiieHHE ceKpeTapéM MPOTOKOJIA COBEIIAHHS PYKOBOIUTEICH OT/ICIIOB.

4. I'e Ha TOKyMEHTE clie[lyeT pacnojiaratb rocyaapcTBeHHbIN repo Poccuiickoit
Denepaunn?

1) B BepxHeM moJe;

2) 10 LEHTPY JIUCTA;

3) B paBOM BEPXHEM YTIIY;
4) B ICBOM BEPXHEM YTIIy.

5. B xakom ciydae Ha IOKyMEHTe He BOCIIPOM3BOAUTCS dMOJIeMa opraHu3anun’?
1) ecnu Ha TOKyMeHTe yxke momenén repd Poccuiickoit denepannu;

2) ecnu Ha JOKyMEHTE y)Ke oMelI€H repod cyonsekra Poccuiickoit Deneparym;
3) ecnu opraHM3anys HE CYMTAET HY)KHBIM ITOMENIATh SMOJIeMy Ha JOKYMEHTE.



5. Tepbd cybwekra Poccuiickoit  @Denmepanmuu  MoMmemaeTcs  Ha  OJIaHKaXx:
1) B BepxHeM Mouie;

2) 10 LEHTPY JOKYMEHTA;

3) B IpaBOM BEPXHEM YTIIY;

4) B COOTBETCTBHH C ITPABOBBIMH aKTaMu cyObekToB Poccuiickoit deneparuu.

3ajaHus 1J151 CAaMOCTOATEIbHOM padoThI:

[ToaroTOBUTH OTBETHI HA CIIEAYIOIINE BOIIPOCHL:

1. Ucropuyeckue 3Tamsl AEIOMPOU3BOICTBA.

2. O6mepoccuiickue kinaccudukaropst OKIIO, OKY I, OI'PH, OcHoBHBIC
yHU(UIIUpOBaHHbBIE cucTeMbl B coctaBe OKVY /.

3. Cucrema rocyjapcTBEHHbIX opraHoB ynpasieHus JOVY.

Tema 2. TpeOoBaHMsl K COCTABJIEHUIO U 0(pOPMJIEHUIO IOKYMEHTOB
Bomnpoce! 1151 00cy:Ka1eHus B mpouecce JUCKYCCHU:
1. OcHoBHbIe MpaBuia 0HOPMIECHUS MAIIMHOIUCHBIX TEKCTOB.
2. OcCHOBHEBIE PEKBU3UTLI JOKYMCHTOB.
3. OdopmiieHne IpocThIX PEKBU3UTOB JOKYMEHTOB

IlpakTuyeckoe 3a1anue No2:
Haumenosanue pabomoi: «Oghopmaenue 0CHOBHBIX PEKGUUNOB 8 COOMBEMCIBUL C

TI'OCT P 6.30-2003»

Llenu pabomei: COBEPIICHCTBOBAHNE HABBIKOB COCTABJICHUS H OPOPMIICHHS JJOKYMEHTOB B
COOTBETCTBHUH C TPEOOBAHUSIMHU

3aganue 1. OpopmuTe peKBU3HUT «apecary:

a) gnazoevim cnocobom:

1. MunuctepcTBo no Hajoram u coopam Hauanenuk otaena niaanuposanust Kpacxos B. U.

2. Mupektop 000 «Opbura-cepsuc» CokonoB B. @. 125789, r. CmoeHck, y .
IentpanpHas, 28.

3. Uyrynosa T.JI. , 123456, Mocksa, yn. ABTo3aBojackas, 1. 23, kB. 12;

0) uenmpupoEaHHbLIM CROCOOOM:

4. BopoHexXCcKuii Tocy1apCTBEHHbIN YHUBEPCUTET PaKyJIbTET )KYPHAJTUCTUKHU 3aB .
kadenpoii npodeccop Bsazemckuii B. B.

5. loxymeHT HanpasisieTcs B 1Ba aapeca: 1) AO «benslii Betep» I'eHepalibHbI TupeKTop
XKykos M. U.; 2) mpubopoctponTtenbHblil 3aBoj] «nekTpon» Otaen mapkeTuHra CT. MEHeIDKep
JI. 3. Cokoroaa.

3ananme 2. OpopmuTte rpu¢ yTBepKACHUSA:

a) gpnazoevim cnocobom:

1. VrBepxkaato Jupextop OOO «Jlakmun» B. A. Tumodees «15 » mapra 2017 roza.

2. Y1BepxaeHo IIporokon 3acenanust CoBeta qupexkropo N212 ot 23 mapra 2017 rona.

0) uenmpupoEaHHbLIM CROCOOOM:

3. YTBepxneHo Pemenue obmero coopanus akiponepoB N207 ot 12 mas 2017 rona.

4. JIOKyMEHT yTBEP>KAEH ABYMS JOJDKHOCTHBIMH JINLAMH:

1) YrBepxaato upexrop AO «IIpoton» I'. U. bopucos « 12» anpens 2017 roxa.

2) Yreepxknaro dupekrop AO «KBaut» B.1./lonros «13» anpens 2017 rona.

KoHTpoJibHbIE BONIPOCHI:

1 Kakum 06pazom ocymiecTsisieTcst opopMiIeHHE JOKYMEHTAIlUU B COOTBETCTBHUH C
HOPMAaTHUBHOM 0a30ii, B TOM YHCJIE C UCIIOIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHHA.

2. B 4em 3akio4aroTcss OCHOBHBIE ITpaBUiIa 0(OPMIICHUS MAIIMHOMMCHBIX TEKCTOB.

3. Kakue TpeboBaHUs NpenbsABIAIOTCSA K (POPMATUPOBAHUIO TEKCTA.

4. Ha3zoBuTe 0OCHOBHBIE PEKBU3UTHI JOKYMEHTOB, UX KJIaCCU(UKALIUIO, TIPaBUIIa
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opopmiienus B coorBercTBum ¢ [[OCT.
5. Uro Takoe popMyssip U O1aHK JOKYMEHTA.
6. KaxoBbl 0CHOBHBIE ITpaBuiIa OPOPMIICHUS TPOCTHIX PEKBU3UTOB JOKYMEHTOB.
7. KakoBbI 0OcCHOBHBIE TpaBuiia 0YOPMIICHHUS CIIOKHBIX PEKBU3UTOB JOKYMEHTOB

TecThl:

1. B cocras

OpraHU3alMOHHO-

IIPABOBBIX JOKYMEHTOB

HE BXO/IUT...a) yCTaB

OpraHu3alu| 0) MTATHOE

pacnucaHue B) IpUKa3

2. Kakue pacnopsiiuTeNbHbIe JOKYMEHTBI MOXKeET u3naBarh [Ipesunent Poccuiickoit
Oenepaunn?

a) yKa3bl

0) pacnopspKeHHs

B) IIOCTAHOBJICHUS

3. lomkHOCTHAs! HHCTPYKIHSI COTPYIHHKA. . .

a) MOAJICKUT YTBEPKACHUIO

0) HE yTBepKIaercs

B) YTBEPKJIa€TCsl 10 YCMOTPEHUIO PYKOBOIAUTENS

4. Kakoif HOpMaTUBHBIN TOKYMEHT ONpeAesseT 0053aHHOCTH COTPYIHUKA?
a) llltatHoe pacniucanue

0) YcraB npeanpuarus

B) JlooKHOCTHAS! MHCTPYKLUS

5. TUnoBble JOKYMEHTBI HOCAT ... XapaKTep

a) 00s3aTeNbHBIN

0) peKOMEeH1aTeIbHBII

B) 03HAaKOMHTEIIbHBIN

6. B xakom mazexxe GopMynHupyeTcst 3aroJOBOK K TEKCTY TOJKHOCTHON MHCTPYKIIMH?
a) B UMEHUTEILHOM

0) B pOAUTEIIHLHOM

B) B MPEVI0KHOM

7. Kaxoil TOKyMEHT He SIBJISIETCS Pa3HOBUAHOCTHIO KOITUU?

a) YepHOBUK

0) oTmyck

B) 1yOnuKar

8. JlokyMeHT, BbI1aBaeMbIii B3aMeH YTEPSHHOTO M MMEIOIIHNIA CHITY TTOJUTHHHUKA,
Ha3bIBACTCH. ..

a) KOmust

0) oTmyck

B) 1yOauKar

9. JIokyMeHT, OKOHYATEeITbHO 0()OPMIICHHBIN U TIOAIMCAHHBIN, HA3bIBACTCS. ..
a) MOUTMHHUK

0) oTmyck

B) 1yOnIuKar

10. V3meHeHMsI ¥ TOTIOTHEHUS B TOJHKHOCTHYEO HHCTPYKITHIO BHOCSITCS. . .
a) JOKJIaHOM 3aIUCKOM

0) NpuKa30M pyKOBOIUTEIS

B) CIIPABKOM COTJIACOBaHUS

3agaHus 1719 caMOCTOSITeIbHON padoThI:
[ToAroTOBUTH OTBETHI HA CIEAYIOIINE BOIPOCHI:

1. OdopmiieHre MpOCTHIX PEKBU3UTOB TIOKYMEHTOB.
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2. OdopmiieHne CI0XHBIX PEKBU3UTOB JJOKYMEHTOB

Tema 3. CucreMa OpraHu3alMOHHO-PACIIOPSAANTEIbHOM TOKYMEHTAIUU
Bomnpoce! 1151 00cy:Ka1eHus B mpouecce JUCKYCCHU:
Opranu3anoHHas JOKyMEHTAITHS.
[Tpouenypa cocraBineHust u OPOPMIICHHUS OpPTraHU3AIMOHHBIX JOKYMEHTOB.
OGJIaCTB HpI/IMeHeHI/ISI OpFaHI/I3aLII/IOHHBIX HOKyMeHTOB.

Hcnonp3oBanne yHU(PHUIUPOBAHHBIX (POPM.
PacniopsinuTensHbie TOKYMEHTHI.
[Tpouenypa cocraBieHus U 0GOPMIICHHUS PaCTIOPSAAUTEIBHBIX JOKYMEHTOB.

S0k~ W

IlpakTuyeckoe 3a1anue No3:
3aganue 1. CocTaBUTh yCcTaB OpraHu3auu (MIPEAPUATHS ) T000H OpraHU3aIl[MOHHO-

MpaBoBO# (HOPMBI IO BaIleMy BBIOODY.
3ananue 2. OGopMUTh HA yCTaBE HEOOXOAMMBIC ITOITUCH U OTMETKH.

KoHTpobHbIE BONPOCHI:

1. Yro npencraBisroT co00i OpraHU3alMOHHBIE JOKYMEHTHI, X Ha3HauYCHHE, (OPMYIIAPHI-
o0pa3sibl.

2. B 4em 3akirouaercs mporeaypa coCcTaBIeHH U 0(hOPMIICHHUS! OpraHU3aIIMOHHBIX
JTOKYMEHTOB.

3. KakoBa o0macTs mpuMeHEHUS OpraHU3allMOHHBIX JOKYMEHTOB.

4.

5. B 4em 3akiogaercs mpoueaypa CoCTaBIeHUS U 0POPMIICHUS PACTIOPSAUTEIBHBIX
JTOKYMEHTOB.

6. KakoBa 00acTh MpUMEHEHHSI PACTIOPSAAUTEIBHBIX TOKYMEHTOB.

Tecrpl:
1. Jluctel HyMEpYIOTCHL. . .
a) MocepeIMHe HIKHETO OISl JIUCTA
0) mocepeMHE BEPXHETO MO JIUCTa
B) B IIPaBOM BEPXHEM YTy
2. Hymepanus crpanuil opopMIISIIOT Tak. . .
a) 25
0) -25-
B) cTp.25
3. CKOJIBKO CYyIIECTBYET MOJIOKEHHH TabynsTopa
a)6
0) 8
B) 4
4. OT HyJIEBOTO MOJIOKEHUS TadynATOpa 0HOPMIISIOT. ..
a) HANMEHOBAaHME BU/Ia JOKYMEHTA
0) anpecar
B) rpud yTBEpKIEHUS
5. KakuM uHTEpBaAIOM OTIEIISAIOT APYT OT APYra peKBU3UTHI IPU 0POPMIICHUN JOKYMEHTA
Ha ¢popmate A4?
a) OAMHAPHBIM
0) TBOMHBIM
B) TPOIHBIM
6. Kakoii pekBU3HT HE BXOJHT B COCTaB OJIaHKa MUChMa?
a) CIpaBOYHBIE JaHHBIE 00 OpraHU3aLUU
0) MeCTO U3TaHHS
B) CCBIJIKA HA HOMEp U JaTy BXOJAIIET0 JOKYMEHTA
7. JIOIKHOCTHOM OJIaHK SIBISICTCS Pa3HOBUIHOCTHIO
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a) obrmiero OJaHKa

0) OyaHka muckMa

B) OJIaHK KOHKPETHOTO BUJA JOKYMCHTA

8. MOoeT 11 MUHUCTP MOIINKCATh JOKYMEHT, 0()OPMIICHHBIN Ha JOJKHOCTHOM OJIaHKE

3aMECTHUTENSI MUHUCTpA?

a) MOXeET

0) HE MOXET

B) 110 JKEJIAaHUIO

9. PexBU3UT «cIipaBOUHBIE JaHHBIE 00 OpraHU3aI 0POPMIIIIOT
a) TOJBKO Ha OJIaHKaxX MUChMa

0) Ha Bcex OraHKax

B) TOJIBKO HA OJIAaHKE KOHKPETHOTO BHJIA JOKYMEHTA

10. Ha 6nanke cyObekTOB PD pekBU3NTH OPOPMIISIOTCS:
a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOIBKO HA HAITMOHAIBHOM SI3BIKE

B) Ha JIBYX SI3bIKAaX: PYCCKOM M HAallMOHAJILHOM

3agaHus 119 CaMOCTOSITeIbHON padoThI:
[ToAroTOBUTH OTBETHI HA CIIEIYIOIINE BOIPOCHI:
1. OdopmiieHre OCHOBHBIX BUJIOB OPIaHU3ALMOHHBIX U PACIIOPAAUTENIBHBIX JOKYMEHTOB

2. O(bOpMJ'IeHI/Ie OCHOBHBIX BUAOB JOKYMCHTOB I10 JINYHOMY COCTAaBY.

Tema 4. Cucrema HH(POPMALMOHHO-CIIPABOYHON JOKYMEHTAIlUN
Bonpocsl 14151 00cy:K1eHus B polecce JTUCKYCCHH:

1 WNHupopMalinoHHO-CIIPAaBOYHbBIE TOKYMEHTBHI.

2. ITponenypa cocraBinenus u opopMiaeHuss HHGOPMAIIMOHHO-CIIPAaBOYHBIX JOKYMEHTOB
3. Ob6nactp npuMeHeHUS HHPOPMALMOHHO-CITPABOYHBIX JIOKYMEHTOB.

4. OdopmiieHre OCHOBHBIX BUJI0B HH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. 3
5. OdopmieHre OCHOBHBIX BHJIOB JOKYMEHTOB I10 INYHOMY COCTaBY.

IlpakTuyeckoe 3a1anue Ned4:
3aganue 1. OpopmuTe peKBU3UT «IOAMUCHY. JJIOKYMEHT MOMUCHIBALT:

1. dMupekrop [enapramenTa BHeIIHUX cBsi3zeil P.A.Epoxuna.

2. HauanpHUK CIEACTBEHHOTO OT/ENa, MOJKOBHUK focTuiuu B.B.UinbpuH.

3. Hupextop B. E. CemenoB 1 HauansHUK (hrHaHCOBOTO yrpasieHus 5. 3. Koponer 3A0
« Daken».

4. Komuccus B coctaBe : mpenceaarens komuccuu [Tonomapesa B .J1., unens! komuccuu
[Totanos P. T. , Ceupunos P. B.

5. /IBa pykoBoaMTENS paBHO3HAYHBIX JTOJDKHOCTEH: HauansHuk nenaprameHTa
nndopmanuu u nedatu MU Jla Poccun P. H. CrenanoB u {upexTop nenapramMeHTa o CBSI3SIM C
ob1ecTBeHHOCThI0 MuHoOpa3zoBanus Poccun JI. E. HoBuukos.

KoHnTpoJbHbBIE BOPOCHI:
1. Yro npexncrasisier coO0i opraHu3aoHHAast JOKYMEHTAIHS.
2. YCOPJ — ynuduuupoBaHHasi CHCTEMa OPTaHU3aI[IOHHO-PACTIOPSAUTEIBHOM
nokymeHnrtanuu: cocraB Y COPJI, oGnactu e€ npumMeHeHusl.
3. B uem 3akmtouaercs nporeaypa coctaBieHust 1 opopMIIeHUs HHPOPMALIMOHHO-
CIIPaBOYHBIX JTOKYMEHTOB.

Tecrbl:
1. ata nokymeHnTa oopmisieTcs:
a) 23.12.2010
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6) 23.XI11.2009

B)

23.12.10Ecmn

JIOKYMEHT

aapecyercs

JOJIKHOCTHOM

y Jmany

WHUIUAIBI

CTaBAT... Q) JI0

bamuun

0) mocie dpaMuIun

B) 10 YCMOTPEHHUIO CEKpeTaps

2. MecTo u3nanusi JoKkyMeHTa ohopmMisieTcs Tak
a) r.Koctpoma

6) Koctpoma

B) rop. Koctpoma

3. Ciy)xe0HO€e MUCbMO MOXET COAepKATh He Ooiee
a) 4eThIpeX aJpecaToB

0) IByX ajpecaTtoB

B) TpeX aJipecaTtoB

4. 3aroi0BOK K TEKCTY COCTaBJISIETCS K IOKYMEHTaM, O()OPMIICHHBIM. ..
a) Ha ¢popmare A4

0) Ha popmare A5

B) Ha JIFOOOM opmare

5. Tekcr nokymenTa Ha popmare A4 odopMIISIOT..
a) yepe3 OJUH UHTEPBaI

0) yepes mosiTopa MHTEpBaJa

B) uepe3 JBa UHTEpBaJIa

6. Pesomonuio opopmitsier. ..

a) pYKOBOJUTEIb

0) cekperapb

B) HCIIOJTHUTEIh

7. B peKBU3UTE «TOAIUCHY UHHUIIAAIBI CTABST. ..
a) 1o hamuuu

0) mocne pamMuIuu

B) HE UMEET 3HAUCHUS

8. OTMeTKa 0 mocTymiaeHu: oopmisiercs. ..

a) Ha MOCTYMAIOIINX JOKYMEHTaxX

0) Ha OTNPaBIIAEMBIX JOKYMEHTaX

B) Ha BCEX JIOKYMEHTaxX

9. PesynbTaT paccMOTpeHHs JOKYMEHTa PyKOBOJHUTEIEM OPOpMIIseTCs. . .
a) rpuoM yTBEP)KICHUS

0) pesomtonueit

B) TpU¢OM COTTIACOBAHUS

3anaHus 17151 CAaMOCTOATEIbHOM PadoThI:
[ToATOTOBUTH OTBETHI HA CIIEAYIONINE BOMIPOCHI:
OdopmneHre OCHOBHBIX BHI0B HH(GOPMAIMOHHO-CIPABOYHBIX TOKYMEHTOB.

Tema 5. Oprannsanusi J0KyMeHT0000poOTa
Bomnpocsl 1J151 00cy:KI1eHUs1 B IpoLecce JUCKYCCHM:

1. TexHoD0rHUs U NIPUHIMITEI OPTaHU3ALUHN JOKYMEHTO000POTa.
2. ApXUBHOE XpaHEHHE IOKyMEHTOB.
3. Opranuzanus paboTsl ¢ 00paleHUsIMH TPaXKAaH.
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IlpakTnyeckoe 3ananue NeS:
3ananue 1. CocTaBuTh JOHKHOCTHYIO HHCTPYKITUIO FOPUCTA MPEITTPUSATHS.

3ananue 2. OhopMuTH Ha TOJHKHOCTHON MHCTPYKIIUH HEOOXOAUMBIEC TIOJIHCH U OTMETKH.

KonTpoJibHbIE BONPOCHI:
B 4yem 3akii04yaercsi OpraHu3anus 10KyMeHT0000poTa: npuém, o0padoTka, perucr-
pauusi, KOHTPOJIb, XpPaHEeHH e IOKYMEHTOB, HOMEHKJIAaTypa JieJl.

1. Odopmienue nei.

2. HazoBuTe THIOBBIE CPOKU XPAHEHHS IOKYMEHTOB.

3. Uro npencTaBisioT COO0H aBTOMATU3HUPOBAHHBIE CHCTEMBI JINIONPOU3BOICTBA.

4, Urto npeacTaBisieT co0o0il cucTema 3JIeKTpOHHOTO JoKyMeHToobopoTta (CO]]), eé
CTPYKTYypa, HACTPOUKA CHCTEMBI.

5. Yro Takoe AIEKTPOHHAS TI0YTA.

6. B 4em 3akimovaercs 3amuta nHbpopMmaryu. CUCTEMbI ONITUYECKOTO PAaCIIO3HAHUS

TEeKCTOB. Mcrnosb30BaHuE PABOBBIX HHHOPMAITMOHHBIX CUCTEM.
TecTbl:

1. I'ne nomenaercst TOBapHbIN 3HAK WM SMOJIeMa OpraHu3auu?
1) B BepXxHEM JICBOM YTIIY;

2) B BEpXHEM IIPaBOM YIIy;

3) B LIGHTPE BEPXHETO MOJIS;

4) B COOTBETCTBHH C YCTABOM MJIU MOJIO)KEHHEM OPraHU3allnH.

2. Kak nomkeH ohopMIIAThCS KOl OpraHu3aun’?

1) B Buze 1udp B npaBoii BepxHeit yacTu cTpaHuisl Nel;

2) B BUJIC QP B JICBOIl BepxHEl yacTu cTpaHullbl Nel;

3) B Bujie OyKB U 1M dp B JICBOW BepxHEH YacTu cTpaHuiisl Nel;
4) B Busie OykB ¥ Ludp B IpaBoii BepxHeil yact cTpanuibl Nel.

3. B cooTBercTBUM ¢ 4eM mpocTaBisieTcss Ko (OpMbI JOKYMEHTa?

1) B COOTBETCTBUY C BHYTPSHHUMH MPABUJIAMH OPTaHU3AIH;

2) B COOTBETCTBHH C OOIIEPOCCUIICKMM KITaCCH(MUKATOPOM YIIPABJICHUS TOKYMCHTAIINY,
3) B cOOTBETCTBHU C HautexkanmM TpedboBanrem 'OCT;

4) B cootBercTBrM ¢ EI'C/I.

4. I'ne yka3pIBaeTCs HAMMEHOBAHUE BBIIIECTOSIIEH OpraHUu3aIim?

1) Haj HaMMEHOBAHUEM OPTaHU3AINH, BBIMTYCKAIOIIEH JOKYMEHT;

2) 110]1 HANMEHOBAaHUEM OPTaHU3aIlNH, BBITYCKAIOIIEH JOKYMEHT;

3) cieBa OT HAMMEHOBAHUS OPTaHU3AINH, BBIMTYCKAIOIIEH TOKYMEHT;
4) cipaBa OT HAMMEHOBAHUS OPTaHU3AIMH, BBITYCKAIOIIEH TOKYMEHT.

5. B xakux ciydasx NpuBOIUTCS COKpAIIEHHOE HAMMEHOBAHNUE OPTaHU3AIMH, BBITYCKAIOLIEH
JOKYMEHT?

1) ecnu noTHOE Ha3BaHWE OPraHU3AIUK COCTOMT OoJree, YeM U3 5 CIIoB;

2) ecii COKpaIIeHHOE HANMEHOBAHHUE 3aKPEIICHO B YUPEIUTEIbHBIX JOKYMEHTAX OPraHU3aIl|H;
3) eciti COKpalleHHOe HAMMEHOBAHUE NCIIONB3YETCs Yallle, YeM ITOITHOE;

4) ecnu JOKYMEHT SIBJISICTCS. BHYTPSHHUM.

6. ['1e momenaroT cokpaniéHHOe Ha3BaHUE OPraHU3alliy BBITYCKAIOLIEH JOKYMEHT?
1) B ckoOKax CTPOKO# HIKE MOJTHOIO HAMMEHOBAHHS;

2) B cKkOOKax Ha OJTHOW CTPOKE C TOJIHBIM HAMMEHOBAHUEM OPTaHU3aIHH;

3) B ckOOKax CTPOKO#i BBIIIE OJTHOTO HAMMEHOBAHHS;
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4) CTpOKOIi HIKE TIOJTHOIO HANMEHOBaHUS 0€3 CKOOOK.

1) Ecau Hapsiy ¢ pycCKHM SI3bIKOM B cyObekTe Poccuiickoit deaepaliiy B Ka4eCTBE
roCy/1apCTBEHHOI'O UCIOJIb3YETCSl HALIMOHAIBHBIN SI3bIK, TO:IOKYMEHT M1e4aTaeTcsi TOJbKO Ha
HallMOHAJBLHOM SI3BIKE;

2) TOKYMEHT I1€4aTaeTcs TOJbKO Ha PYCCKOM SI3BIKE;

3) TOKYMEHT I1e4aTaeTcsl Ha PyCCKOM M HAIlMOHAIBHOM SI3bIKAX;

4) 13bIK, HA KOTOPOM T1€YaTACTCs TIOKYMEHT, OpraHU3aIlus BHIOUPAET 10 CBOEMY YCMOTPEHHUIO.

5) 3aBHCHUT OT CaMOro JOKyMeHTa

7. I'ne momemaroT HaMMEHOBAaHKE OPraHU3alMK Ha UHOCTPAHHOM SI3bIKe?

1) cTpoKoi#i BbIllIe HANMEHOBAHUSI OPTaHU3AIMH HA PYCCKOM SI3bIKE;,

2) CTPOKOU HIKE HAMMEHOBAHHS OpPraHU3alluy Ha PYCCKOM SI3bIKE;

3) mociie HaMMEHOBAHUSI OPTaHU3AIMK HA PYCCKOM SI3BIKE Ha 3TOMU KE CTPOKE;
4) coraacHo TMOJI0KEHHIO WM YCTaBy OpPraHU3aIliH.

8. B kakoM ciryyae Ha IOKyMEHTaX yKa3bIBaeTCsl HAMMEHOBAaHHE (HIIHaja OpraHu3alun’?
1) ecnu unman SBISETCS aBTOPOM JJOKYMEHTA;

2) eclti JOKYMEHT SIBJISICTCSI UCXO/ISIINM;

3) B COOTBETCTBHH C YCTABOM OpraHU3AIIHU.

9. Yro BKIIIOYAIOT B ce0s CIIpaBOYHBIC JTaHHBIE 00 OpraHU3anuu?

1) mouroBsIii axpec u e-mail;

2) TMOYTOBBIN apec U HoMepa TeNIe(OHOB;

3) MoUTOBHII azipec, HoMepa Telne)OHOB U IPYTUE CBEACHUS, KOTOPBIC OpPraHU3alis CUUTACT
HYXXHBIM YKa3aTh;

4) e-mail, Homepa TenedoHOB U (pakca.

10. I'te Ha JOKYMEHTE MPOCTABIIAIOTCS CIIPABOYHBIC TaHHBIE 00 OpraHu3aumn?
1) B mpaBoM BepXHEM YTy JOKYMEHTA;

2) B JICBOM BEPXHEM YTy TOKYMEHTa,

3) B BEpXHEM I10JI€ 0 LIEHTPY JOKYMEHTa;

4) cTpOKOil HIKE HAMMEHOBAHUS OPraHHU3aIHH.

3anaHus 17151 CAaMOCTOATEIbHOM padoThI:

[ToArOTOBUTH OTBETHI HA CIIEAYIONINE BOIIPOCHI:

1. [IpaBuna opranu3anuy XpaHEeHUsI apXUBHBIX JOKYMEHTOB.

2. ITopsnok meyaTaHusi, pa3MHOKEHUS U TIEPECHUTKH IOKYMEHTOB, COACPKAIINX
KOH(UIEHIATBbHYIO HHPOPMAIIHIO.

3. OTBETCTBEHHOCTh PAOOTHHUKOB 3a pasriallieHue cIyKeOHOU HH(OPMAIIUU OTPAHUYEHHOTO
pacnpocTpaHEHHs.

4. OdopmiieHne TOKYMEHTOB B aBTOMaTH3MpOBaHHOI cucteme J[OY.

Tema 6. PexoMeH1auMu NPH NeYATAHUN TEKCTOB CJIYKEOHBIX IOKYMEHTOB
Bonpocs! 1J1s1 00cy k1eHusl B pouecce AUCKYCCHH:
1. OcoOeHHOCTH OPUIHATEHO-IETIOBOTO CTHIIS.
2. Tunonorust oGparieHmii.

IlpakTnyeckoe 3ananue Ne6:

3ananue 1. Odpopmurte Ha3BaHWE BUJIA JOKYMEHTA M 3aTOJIOBOK K TEKCTY ATOTO JOKYMEHTA
LIEHTPUPOBAHHBIM H ()JIarOBBIM CIIOCO0AaMH, YIIOTPEOUB HYKHBIN MaJexK:
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a) MpUKa3 O BBEJICHUU UHCTPYKIMH IO TPOTHUBOIOKAPHOU O€3011aCHOCTH;
0) IPOTOKOJI O 3aCETaHUU COBETA MO MPOPUIAKTUKE TIPABOHAPYIICHUH;
B) CIIpaBKa O COCTOSIHUM YCIIEBAEMOCTHU B YU€OHOM IpyIIIe;

T') akT 00 MHBEHTapHU3AI[UH HATUYHS JICHE)KHBIX CPEJICTB.

3ananue 2. OpopMHUTE OTMETKY O HATMYUHU TIPHIIOKCHHUS:

1. [punoxxenne. Ha 2 11. B 4 3K3.

2. [Ipunoxenne. I'ocynapcTBeHHAs CUCTEMA JOKYMEHTAIIMOHHOTO 00eCTIeYCHUS

yrpaBieHus, 3 9K3.

Ha 3 1.

3. [Ipunoxenue
1. IInan pacnpenenenus oOydaromuxcs M0 00bEKTaM Ha 3 JI. B 2 9K3.
2. OTuer o pacnpeseneHuu Mo 00beKTaM Ha BpeMst TPOU3BOICTBEHHOM MPAKTHKH, B 2 3K3.

KoHTposbHbIE BOPOCHI:

Oxapaxtepu3yiTe sI3bIKOBBIC (DOPMYIIBI, HCIIOJIb3yEeMbIC B JISTIOBBIX TUChMaX.
Ynorpebienue o0palieHuii, CTUIMCTUISCKUE KOMMEHTAPUH K HAM.
Ynotpebnenue s3bIKOBBIX (POPMYIT B PA3IUYHBIX CUTYAIUSIX JEIOBOTO OOIICHUS.
OdopmiieHre 1at ¥ Yucen B TOKyMEHTaX.

YnotpebieHue NponuCHBIX U CTPOYHBIX OYKB.

Ynorpebnenne oOMENPUHATHIX COKPAIICHUH CIIOB U HANMEHOBAHUM.

ok~ wdpE

TecTbL:
1. Yem perniamMmeHTUpyeTCS] HAUMEHOBaHUE BUA IOKYMEHTA, CO3/1aBa€MOT0 OpraHuzanuei?

1) TOCTom;
2) yCTaBOM WJIU MOJIOKEHUEM 00 OpraHu3allny;
3) MHCTPYKLHUSMH O JJOKYMEHTUPOBAHHOMY O0CCIICUCHHIO YIIPaBIICHHS.

2. s

KaKoro BuJia JOKyMCHTOB HAMMCHOBAHHUEC JOKYMCHTA HEC YKa3I)IBaeTC$I?

1) BbINKCKA U3 IPOTOKOJIA;

2) nenoBas 3aIKCKa;

3) nmuceMo;

4) oTuér.

3. Kakumu cumBonamu oopmitsercs 1ata JoKyMeHTa?
1) puMckumME U pamu;

2) apabckumu 1 pamu;

3) pUMCKHMU U apaOCKUMHU [P pamMu;

4) puMCKUMU 1 apabCKuMU [dpamMu U OyKBaMH.

4. Kakum 00pa3oM J10JKHA BBITISIETh JaTa JOKyMEHTa?
1) B BHJE: A€HB, MECSILI, TOJ;

2) B BUJIE: MECHII, TO/T;

3) B BUJIC: BpeMsi, ICHb, MECSIIL, TOI;

4) B mpoU3BOIIBHOM (opMme.

5. Kakum 00pa3om BBITIISAUT JaTa JOKYMEHTa COTIaCHO MEXIYHApOIHOH Kiaccupukauun?
1) B mocren0BaTeIbHOCTH: TOJI, MECSLI, JICHb;

2) B BUjIE: JICHb, MECAII, TO/I;

3) B BUJE: Mecsll, ICHb, TOJ;

4) B BUjIE: MECSII, TOI.

6. B xakux TOKyMEHTax JIOMyCKaeTcsl CIIOBECHO-IIM(POBOIT CMBOJI 0003HAYEHHUS AATHI
JOKyMeHTa?

1) B pmHAHCOBBIX JOKYMEHTAX;

2) B MUChMaX;

3) B INYHBIX JIENax;

4) B aKTax.
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7. Kakyro nary cieayeT npoCTaBIIATh B IPOTOKOJIE 3aCEAAHUS?
1) naty 3acemaHus;

2) naty o(pOpMIICHUS IPOTOKOJA;

3) mary momucaHus MPOTOKOJIA;

4) naty ohopMIIEHHS MPOTOKOJIA B IEO.

8. Kakyro mary cinemyeT mpocTaBisTh JAJIs JOKYMEHTA «aKT»?

1) naty cocTaBieHus;

2) maty cOOBITHS,

3) maTy noanKMCcaHus;

4) naTy 03HAKOMJICHHUS C aKTOM 3HAYUMBIX JIAIL.

9. Kakyro nary ciienyeT CuuTarh 1aToil JOKyMeHTa?

1) naty ero cocTaBiCHUS;

2) naTy ero MOAMUCAHUS WA YTBEPIKICHUS,

3) maTy caauu JOKYMEHTA Ha MO/IHCH;

4) naty ciadu JTOKyMEHTa B apXUB.

10. Kakyro naty 1oOKyMeHTa CJIeyeT POCTaBUTh, €CIIM aBTOPAMU JIOKYMEHTA SBIISIOTCS
HECKOJIBKO OpraHu3aIui’?

1) mepByto 1aTy MOAMUCAHNUS;

2) cpenHee apupMETHUECKOE IaT MOMKUCAHUS JOKYMEHTA,;

3) mocneHIo 1aTy MOAMMCaHUs TOKYMEHTa,

4) naty MOANUCAHUS TOKYMEHTa B HanOoJIee BBINICCTOSIICH OpraHu3allHy.

11. VI3 4ero cocTOUT perucTpaloHHbIi HOMEpP TOKyMeHTa?

1) U3 nopsIIKOBOr0 HOMEPa, KOTOPBI MOXKET OBITh JIOMOJIHEH 110 YCMOTPEHUIO OpraHU3allHH;
2) TOJIbKO U3 TIOPSIKOBOTO HOMEpa JOKYMEHTA;

3) U3 MHEKCA Jielia, B KOTOPOE MOAIINBACTCS JJOKYMEHT;

4) 110 YCMOTPEHHUIO OpPraHU3aIHH.

12. Ot KaKOro MOMEHTA OTCUUTHIBACTCS MOPSIKOBBIN HOMEP JTOKyMEHTa?

1) ¢ Havyana KaJeHIaPHOTO rO/Ia;

2) ¢ HavaJa JesITeIbHOCTH OpraHU3alluH;

3) ¢ Havasia HOBOTO (PMHAHCOBOTO MEPUO/IA OPTraHU3AIINY;

4) c MOMEHTa CMEHBI PYKOBOJICTBA OpTaHU3AIIHH.

13. Kakum 00pa3oM cOCTaBIIsIeTCS PETUCTPALIMOHHBIA HOMEP JOKYMEHTA, COCTABIISBILIETOCS
HECKOJIbKUMH OpPTaHu3alusIMUA COBMECTHO?

1) mpocTaBisieTCst peruCTPAIlHOHHBIA HOMEp TOKYMEHTa B HanOoJiee BBIIECTOSIICH OpraHu3allHH;
2) MPOCTABIISIETCS] PETUCTPAIMOHHBIN HOMEP JIOKYMEHTA OpraHU3aIiH, IEPBO# MO IMHCABIICH
JIOKYMEHT;

3) MpOCTaBISIETCS PETUCTPAIMOHHBIN HOMED JIOKYMEHTA OpTaHU3alliH, TOCIEIHEH MOAMUCaBIIei
JIOKYMEHT;

4) IpOCTABISAIOTCS PETUCTPAIIMOHHBIE HOMEPA JOKYMEHTOB KaX/I0M OpraHU3aI[iHU Yyepe3 KOCYIO
4epTy.

14. MecTo cocTaBieHUs JOKYMEHTA HE MPOCTaBJIsETCS Ha:

1) npukasax;

2) JIeJTOBBIX 3aMHCKaX;

3) ciyKeOHBIX MHChMaX;

4) ykazaHUsIX.

3anaHus 17151 CAaMOCTOSITE/IbHOM padoThI:

[ToaroTOBUTH OTBETHI HA CIIEAYIOIIAE BOIIPOCHI:

B uem 3akmiouaercs crenupuka OQUIMANTBHO-AETOBOIO CTHJIS: HCIOJIb30BaHUE
TEPMUHOJIOTUYECKON JIEKCUKH, CJIOB C MOJAIBHBIM 3HA4€HHUEM, CTaHIAPTHBIX OOOPOTOB,
OTBIMEHHBIX TMPEAJIOTOB (BCIEACTBHE, B TEUEHHUE, B 3aKIIOUYCHUE, B CBSI3U C, 32 HEUMEHHEM, IO
BOTIPOCY W T.J.), UCIIOJIB30BaHUE BMECTO TJAroJIOB COYETAaHWIl Tjarojla C CYIIECTBUTEIHHBIM
(mobenuth — onep- kaTh MoOEy, TOTOBOPUTHCS — 3aKIIOUUTH JIOTOBOP), OOJBIIOE KOJIUYECTBO
CJIOKHOCOKPAIIEHHBIX CJIOB (ab0peBuaryp).
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KpnTepnn OICHKH KavYeCTBA OCBOCHHUSA TUCHUIIJINHBI

KauecTBO OCBOEHUS MUCIUIUITMHBI OIICHWBACTCS IO CTENCHH YCIENTHOCTH OTBETOB Ha
CEeMHHAPCKHUX 3aHATHUSX, KadecTBa BBHIMOJHEHHS MPAKTUYECKUX —3aJaHUil, pPe3yJIbTaToB
MPOXOXKJACHHUSI TECTUPOBAHMWSA, 3aJaHM JUIsI CaMOCTOSATEIBHOW pPabOTBl, M  JUCKYCCHS.
[TpoxoxkaeHune BCceX CPeICTB TEKYIIETO KOHTPOJIS TO3BOJISIET 00ECTIEYUTh KaueCTBEHHOE OCBOCHUE
BCEX OOMICKYJIbTYPHBIX W TPO(ECCHOHATBHBIX KOMIICTCHIIMH, MPEIyCMOTPEHHBIX JUIs JTaHHOM
JUCLIUILINHEI.

ANTOPUTM OIIEHUBAHUS OTBETOB HAa CEMHUHAPCKUX 3aHATHSAX TaKOB. Pa3BEepHYTHI OTBET
CTYJCHTA JIOJKCH MPEACTABIATh COOOM CBSI3HOE, JOTMYECKH ITOCIICIOBATEILHOE COOOIICHHE Ha
3aJIaHHYIO0 TEMY.

Kputepuu oricHUBaHUS:

1) MONHOTY ¥ MPaBHIBLHOCTH OTBETA,;

2) cTereHb OCO3HAHHOCTH, TIOHUMAaHHS U3Y4CHHOTO;

3) s3p1KOBOE O(hOPMIICHUE OTBETA.

OneHka «Omauyno) CTaBUTCS, CCIIH:

1) cTyJeHT MOJIHO M3JIaraeT MaTepual, AaeT MPaBUIBHOE ONPEICICHUE OCHOBHBIX TOHSTHIA;

2) oOHapyXHBaeT HOHUMAHKE MaTepHrasa, MOKET 000OCHOBATh CBOH CYXKIACHHUS, TPUMEHHUTH
3HaHUS Ha PAKTUKE, IPUBECTH HEOOXOUMbIE IPUMEPHI HE TOJIBKO M3 YUCOHHKA, HO U
CaMOCTOSTEIILHO COCTABJICHHBIE,

d) m3maraeT MaTepual IOCIENOBAaTCILHO W IMPABHIBHO C TOYKH 3PEHHS HOPM
JUTEPATYPHOTO SA3BIKA.

«Xopowio» — CTYIICHT JTaeT OTBET, yJOBJICTBOPSIONIMI TEM K€ TPEOOBAaHUSAM, YTO W JUIS
OTMETKH «5», HO Jomyckaer 1-2 ommuOKH, KOTOpBIE CaM K€ HCIpaBIseT, U 1-2 Hemodera B
MOCIICIOBATEIIFHOCTH U SI3LIKOBOM O(OPMIICHHH H3JIaraeMoro.

«Yoognemeopumenpno» — CTYACHT OOHApY)XKHBACT 3HAHWE W IMOHUMAHHE OCHOBHBIX
MOJ0KEHUH JaHHOM TEMBI, HO:

1) u3naraer marepuay HEMOJHO U JOIMYCKAeT HETOYHOCTH B OMPEACIICHUU MOHATHH HIIH
(hOpMYITHPOBKE MPABHIT;

2) HE yMeeT JOCTAaTOYHO IITyOOKO M J0Ka3aTeIbHO 000OCHOBATh CBOU CY)KIECHUS M MPHUBECTH
CBOHM MIPUMEPHI;

3) m3nmaraeT Martepuad HEMOCIEAOBATEIbHO W JIOMYCKAeT OIIMOKKH B  SA3BIKOBOM
o opMIIEHHHU U3TIaraeMoro.

Ouenka «Heydosnemeopumenbio» CTaBUTCS, €CIM CTYAEHT OOHApYy>KHMBaeT HE3HAHHE
OO0JIbIIIel YaCTH COOTBETCTBYIOIIETO BOIIPOCA, JIOMYCKAeT OMHOKH B (POPMYITHUPOBKE OIPEICICHHIA
Y TIPaBUJI, HCKAXKAOIIIHME UX CMBICI, 0€CIIOPSI0YHO U HEYBepEeHHO n3naraet Matepuain. OueHka
«Heydoenemeopumenbho) 0TMEUYACT TAKHE HEJOCTATKH B MOJATOTOBKE, KOTOPBIC SBIISIOTCS
CEPbE3HBIM NPEMATCTBUEM K YCIICITHOMY OBJIAJICHHUIO TIOCIICIYIOIIMMH 3HAHUSIMA U YMCHUSIMHU.

KDI/ITCDI/II/I OIICHKH TC€CTOBbLIX SaﬂaHHﬁ, BBINTOJTHACMBIX CTYACHTAMMU.

«OTInuHO» Brmonnenune 6omnee 90% TecTOBBIX 3aMaHuil
«Xoporio» Brimonnenue ot 65% 10 90% TecTOBBIX 3aMaHUN

«Y NOBIIETBOPUTEIHHOY Brimonnenue 6omnee 50% TecTOBBIX 3aAaHUI

«HeynoBieTBOpUTETBLHOY» Brmonnenue menee 50% TeCcTOBBIX 3aaHUI

Kputepuu o1ieHKHM 3HaHUH 00YYarOIKXCS TPY BHIMOTHEHUH MPAKTUYECKUX 3aJJaHUH:

OneHka «OTJIMYHO» — CTABUTHCS, €CIU CTYIEHT JIEMOHCTPUPYET 3HAHUE TEOPETHUECKOTO
U MPaKTUYECKOT0 MaTepuaja Mo TeMe MPaKTUYeCKOW paboThl, OMpPEeNseT B3aUMOCBSI3H MEXIY
MIOKAa3aTesIMU 33J1a4M, NAaET NMPaBUIIbHBIN aJITOPUTM PELIEHUS, ONPEAEIAEeT MEKAUCIUILIIMHAPHbIE
CBSA3M IO YCJOBMIO 3aJaHUs. A Takke, €ClIM CTYIEHT HMeeT TiyOOKHWe 3HaHHs y4eOHOro
MaTepuajia MO TeMe MNpPAaKTUYeCKOH pabOThl, MOKAa3bIBAET YCBOEGHHUE B3aUMOCBS3M OCHOBHBIX
MOHATUM MCTONB3yeMbIX B paboTe, CMOI OTBETUTh Ha BCE YTOYHSIOUIME M JIOMOJHUTENbHbIE
BOIIPOCBI.
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Onenka «Xopoumo» — CTaBUTCS, €CIU CTyIEHT JEMOHCTPUPYET 3HAHHE TEOPETHYECKOTO
U TMPaKTHUYECKOT0 MaTepuaia Mo TeMe MPAaKTUYECKOW paboThl, JOIMyCKas HE3HAuUTeNIbHbIE He-
TOYHOCTH IIPH PELICHUHU 3a7a4, MMEsl HEIOJHOE IMOHMMaHUE MEXIVCLMILIMHAPHBIX CBA3CH IIpH
MIPaBUJIHLHOM BBIOOpE alNropuTMa pPEUICHUs 3aJaHus. A TakxkKe, €ClIH CTYACHT IOKa3al 3HaHHE
yu4ebHOro MaTepualla, YCBOWJI OCHOBHYIO JIMTEPATypy, CMOI OTBETHTh IIOYTH IIOJIHO Ha BCE
3a/IaHHbIC JOIIOJHUTENBHBIE U YTOYHSIOIIKE BOIIPOCHI.

Onenka «yI0BJIETBOPUTEIBHO» — CTABUTCS, €CIIU CTYIEHT 3aTPYAHACTCA C NPaBUIbHOU
OLIEHKOM MpPEeIOKEHHON 3a/1a4M, JAaeT HEMOJHBIA OTBET, TPeOYIOIMH HaBOJSAIIMX BOIPOCOB
IpernojiaBaTesns, BbIOOp alropuTMa pelleHus 3aJadyd BO3MOXKEH IPU HABOIALIMX BOIPOCAX
npernojaBaTens. A Takke, €CIM CTYJCHT B LEJIOM OCBOMJI Marepuall IpaKTHYecKoil palOoTsl,

OTBETWJI HE HAa BCE YTOUHSIOIIME U JOIOJHUTEIIBHBIE BOIIPOCHI.
OueHka «HeyJA0BJETBOPUTEIbHO» — CTaBUTCS, €CIM CTYACHT JA€T HEBEPHYIO OLIEHKY
CUTYaIli¥, HENPABIWIILHO BBIOUPAET alTOPUTM JCUCTBUN. A TaKKe, €CIIM OH UMEET CYIIIeCTBEHHBIC

npoOesbl B 3HAHUSX OCHOBHOIO Y4YeOHOro Marepualia MpaKTUYecKOM paloThl,
IIOJJHOCTBIO HE pacKpbll COAEpkKAHHE BOIPOCOB,

JOIMOJIHUTCIIbHBIC BOIIPOCHI.

KpI/ITepI/II/I OLICHKH Yy4aCTHA B TUCKYCCHUU!

KOTOPBII

HC CMOI' OTBCTHTb Ha YTOUHAKOIIHUC U

Kputepuu onieHnBanus

Creniens cdop-
MHPOBaHHOCTH

m
< OCHOBHBIX HaBbI-
= I[Torumanue B3auMo- .
= N KOB niebatépa:
S YMeHue v HaBbIKU pa- CBsI3€l N3y4aeMbIX
N . JIOTUYECKOE U CreneHb OposiB-
2 0OOTEI ¢ ICTOUHHKAMH, COOBITHH U ABJICHUH,
= KPUTHYECKOE JIEHUS OpaTop-
3) JOKYMEHTaMHu, cipa- (hopMHUpPOBaHKE HX
0 MBIIIICHHE, CKOI'0 UCKYCCTBA,
B BOYHBIMH MaTepuaja- | CUCTEMHOTO BUACHHUS,
E o MIOJIHOTA OCBEIIe- PUTOPUKHU
3 MM, IEPUOJIUKOMN U T.J. | CBSI3b C COBPEMEHHO-
o HHS TEMBI,
CTBIO
yOeIUTEeNbHOCTD,
yMeHue paborarthb
B KOMaHIe
! 1
g = A
= & € | Cryznent He npuHsn ydactus B auckyccun MJIN ygacTue nmpunsi, HO HE 110 TEME AUCKYC-
2 E % CHUH
ry B =

CryneHT npuHsI yya-
CTHE B TUCKYCCHH I10
TeMe, HO He MPUBET
BbICKa3bIBaHUI U3 UC-
TOYHHKOB, ONHUPASICh
TOJIBKO Ha CBOE MHe-
HUE, OTCYTCTBYET CHUC-
TemMatu3anus HHPop-
Maluu.

«y,HOBJ'IeTBOpI/ITeJ'IBHO))

CryneHT npuHs y4da-
CTHE B TUCKYCCHH T10
Te€Me, OTCYTCTBYET
IIOHMMAaHHE B3aUMO-
CBSI3M MEXIY M3ydae-
MBIMHU COOBITHSIMU U
SIBTICHUSIMH, HE TIPH-
BEJIEHBI IPUMEPHI U3
AKU3HU.

CryneHT npuHaI
y4yacTHe B JAUC-
KYCCHH TIO TEME,
npuBeneH | ap-
TYMEHT WA
KOHTpapryMeHT
10 TEME JUCKYC-
cHH, cabo paz-
BUT HaBBIK JIOTHU-
YEeCKOro M Kpu-
THYECKOTO MBIII-
JICHUs, YMEHHE
paboTaTh B KO-
MaH/ie He POosiB-
JICHO.

CTyneHT npuHsI
ydacTue B IHC-
KYCCHH I10 TEME,
pErIaMeHT He Co-
OJII0]1E€H, BBICTYII-
JICHHE HE pasJe-
JIEHO Ha CMBICJIO-
BBIE YaCTH, OT-
CYTCTBYET KYJIb-
Typa BEJECHUS
TUCKYCCUU U
yYBa)KCHHE K MHE-
HUIO YYaCTHUKOB.
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CryneHT npuHsLI y4a-
CTHE B IUCKYCCHUH, ClIe-
Jan moaoopKy HeoOxo-

JTUMBIX HICTOYHHKOB
UHpOpMaInH, HO He

CryneHT npuHan yya-
CTHE B JUCKYCCHUH TIO
TeMe, IOHUMaHue

CTyneHT npuHsI
y4acTHe B IUC-
KYCCHH T10 TEME,
MIPUBEJICHBI OT 2
110 4 apryMeHTOB
WJIU KOHTpapry-
MEHTOB, IPUHU-
MaeT BO BHUMa-
HUE MHEHHE Jpy-

CTyneHT npuHSsII
ydacTue B JIUC-
KYCCHH I10 TEME,
peryiaMeHT co-
OJIFO/ICH, BBICTYTI-
JICHUE UMEEeT
CMBICJIOBBIE Yac-
Td, HO CTylIeHT

3 B3aMMOCBSI3U MEK]] I'UX YYaCTHUKOB HE IpUal UM
2
= obpaboTtan nHpopMma-
= U3y4aeMbIMH COOBI- | IPOSIBIIEH HABBIK | CMBICIIOBOTO 000-
2, nuro UJIN ue nocra-
S TUSMU U SIBJICHUSIMH JIOTUYECKOTO U 3HAa4YeHUsl, CO-
> TOYHO pa300pa’cs B ee
3 ciaboe, IPUBOJUT KPUTUYECKOTO OJI0/IeHa KYJIbTY-
COJIep>KaHuH, CYIIEeCT-
IIPUMEPEI, CHCTEMATH- | MBIIUICHUS C TIO- | DA BEJIEHUS JHC-
BYIOT 3aTPY/JHCHHUS B
3anus uHdopmanuu MOILBIO HABOJSA- | KYCCHM U yBa)Ke-
MPUMEHEHUU 0TOOpaH-
. crnabasi. IIMX BOIPOCOB HUE K MHEHHIO
HOI H(pOpPMALIUH.
YYaCTHUKOB JUC- | YYaCTHHKOB 4e-
KYCCHH HJTU y9H- pe3 mpU3BIB K
Tens, ciaabo mpo- 3TOMY JIPYTHX
SIBJICHO YMEHHE | YYaCTHUKOB JIHC-
paboTarthb B KO- KyCCHH
MaHJIe.
CryaeHT npuHsI
acTHe B JIUC-
CryaeHT npuHsI ya a
KYCCHH I10 TEME,
ydacTue B JIUC-
periaMeHT co-
KYCCHH T10 TEME,
OJI0]1eH, BBICTYII-
CTyneHT IpUHAT y4ya- | TpuBeIeHO Ooliee
JICHHE UMeeT 000-
CTHE B IUCKYCCHUU IO | 4 OpUTMHAJIBHBIX
CTyneHT mpHHsI y4a- 3HaUEHHBIE B pe-
TeMe, MPOSIBJIICHO MO~ | M Pa3HOOOPA3HBIX
CTHIC B TUCKYCCHH, CIIC- 9H CMBICIIOBBIC
HUMaHWE B3aUMOCBSI- | apTyMEHTOB WJIH
Jan noadopKy Heo0Xo- 4acTu, co0roie-
2 3W MEXKAY U3y4aeMbl- | KOHTpPApryMEH-
S JTUMBIX HCTOYHHUKOB Ha KyJIbTypa Be-
= MU COOBITHSIMHU U SIB- | TOB, IPUHUMAET
5 uHpopmanuu, obpado- JICHUS TUCKYCCUU
= TIEHUSIMU Yepe3 Ipu- BO BHUMAaHUE
= Tan uHpopmanmo, 4et- U YBaKEHUE K
S BeJIEHUE pa3HooOpa3- | MHEHHUE APYTuxX
2 KO CHCTEMAaTU3HPOBAI, MHEHUIO y4acT-
¥ HBIX TIPUMEPOB U3 Y4aCTHUKOB, OT-
MO>KET TPaMOTHO TPH- HUKOB, TIPOsIBIIE-
. MPOIILIIOTO M COBpeE- JUYHO BIAJIEET .
MEHUTH €€ MPH MpOoBe- HO YMCHHE JICHi-
MEHHOCTH, UHPOpPMa- | HABBIKOM KPUTH-
JICHUY TUCKYCCHH. CTBOBATh B HOBBIX
1us oopadoTaHa u YECKOT'O MBbIIILIEe-
HeTIpe/icKasye-
CHUCTEeMAaTU3UpPOBaHA. | HHUS, HA BBICOKOM
MBIX yCTIOBHSIX,
YpOBHE MpOsIBIIE-
MIPOSIBIICHO TEP-
HO yMeHHe pabo-
MUMOCTb K JIpy-
TaTh B KOMaHJIe.
THIM TOYKaM 3pe-
HUS.
3. ®OHJI OHEHOYHBIX CPEACTB JIsA IPOMEXYTOYHOU
ATTECTAIUU ITO JUCHUTIJIMHE
Bomnpocsl 1uist 3k3aMeHa
1. Wcropus nenonpoun3BojicTBa Kak Hayku. [IpeameT u 3agaun Kypca.

Opranu3anus ciayx0 1eT0nporu3BOICTBRA.
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3HayeHHe TOKYMEHTALUU B YIIPABICHUECKON 1€ TEIbHOCTH.

Jlenonpou3BOACTBO KaK (DYHKIIHS yIIpaBICHHUS.

[Tonsatue o nokymenTax. DyHKIMK JOKYMEHTOB B yIIPaBJIEHUHN CUCTEMbI TOKYMEHTALIH.
Yuauduxanus cucreM gokymentrupoanus. 'OCTsI 1 HOpMATUBEI.

Buasl 10KyMEHTOB.

TexHuueckue cpesncTBa, UCHOIb3yeMbIE B JEIIONPOU3BO/ICTBE.

KomnbroTepHble cpeicTBa MOANOTOBKH JOKYMEHTOB.

OcHOBHBIE BU/Ibl OpPraHU3ALMOHHOM TeXHUKHU. 3roToBieHne, KOUpoOBaHUE U
TUPAXKUPOBAHUE JOKYMEHTOB.

CpencrtBa 00pabOTKH JOKYMEHTOB.

DopmMyIIsip COBPEMEHHOTO YIIPABICHYECKOTO TOKYMEHTA.

ITonsatue o pexuszure. CoctaB peKBU3UTOB, UX pacnojiokeHue. TpeboBaHus K

0 OpPMIICHUIO PEKBU3HUTOB.

ITonsATne «OnaHk 1oKyMeHTa». Bubl 6;1aHKOB UM OPSIIOK PACONI0KEHUS PEKBU3UTOB B
Onanke (YrJIoBO€ U IEHTPOBAHHOE).

Ocobennoctu paboThI ¢ O1aHKaMu ¢ repOOBOM CUMBOIMKOM. DPOpMAaThl OYMaskHBIX
JOKYMEHTOB.

TpeboBaHMsI K U3TOTOBICHUIO TOKYMEHTOB.

TekcT nOKyMeHTa, €ro CTpPYKTypa U TpeOOBaHUS K COCTABJICHUIO.

[TonsaTne u GyHKIMK OPTaHU3AMOHHO-pACHOPSAUTENbHOM qokyMenTauu (OP/1).
Busl opraHu3aiiioHHO-PacIOPSIAUTEIbHON JOKYMEHTALMH.

OpranuzanuoHHble J0KyMeHTbI: Y cTaB, [lonoxenue, Unctpykuuu. [opsaok ux
COCTABJICHUS U UCTOJIb30BAHUS.

PacnopsinutensHblie 1okymenTsl: [loctanoBienus, Pemenus, [1pukassl, Pacnopsokenus,
Vkazanus. [lopsaok ux cocraBieHus, MOAMUCAHNS U UCIIOJIB30BAHUS.

Ha3znauenue 1 oopmieHne npuka3oB 0 OCHOBHOM JeSTEIbHOCTH.

Cucrtema HHGOPMALIMOHHO-CITPABOYHON TOKYMEHTALIUU

Ha3znauenue u Buabl HHQOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Ha3znauenue, coctaB peKBU3UTOB U NOPSAA0K OhOPMIIEHHUS: TIPOTOKOJIOB, AaKTOB,
JIOKJIa/IHBIX 3aIHCOK, CITY>KEOHBIX MMHCEM.

Ha3znauenue, coctaB peKBU3UTOB U MOPSAAOK OPOpMIIEHHUS CITy>KEOHbIX ITceM. Bubl
ciyxeOHbIX uceM. [IpaBuina opopmiIeHHs JeTOBBIX TUCEM.

PazHoBuaHOCTH Ciy*)eOHBIX mUceM. JIOKyMeHTBI, IepejaBaeMble [0 KaHalaM
AJIEKTPOCBSA3U: (hakcorpamma, TeseoHorpamMma.

Ha3nauenue nuuHbIX T0KyMeHTOB. KanpoBas 1oKyMeHTanus — TpyA0Bble KOHTPAKTHI,
MIPUKa3bl M0 JINYHOMY COCTaBY, TPYAOBbIE KHUKKH.

YHupuuupoBaHHbIE POPMBI IEPBUYHON YUETHOM JOKYMEHTAIUH 110 TPYAY U €ro OIuIaTe.
KoHduneHmaabHOCTh JOKYMEHTOB 110 INYHOMY COCTaBY.

OcobenHoctu o(hopMIIEHUS pe3toMe, 3asIBICHUH, aHKeT, aBToOnorpaduil.

Opranuzanyst padoThI C MOCTYIMAIOIUMHE («BXOSAIIUMI») M OTIIPABISIEMBIMU
(«rCXOaAIMMIY) TOKYMEHTAMH.

ITpaBuna oprann3anuu paboTsl C BHYTPEHHUMH TIOKYMEHTaMHU.

Howmenxknarypa nein.

Ha3nauenue u BUBI HOMEHKIIATYPHI e, TuroBasi, mpuMepHasi 1 KOHKpETHasI
HOMEHKJIaTypa JIeJl.

TpeboBanws, mpeabIBIsEMbIE K COCTABICHHIO U 3aTIOJTHEHUIO ()OPMBI HOMEHKJIATYPHI JEIT
OpTaHU3aIIH.

[Topsiiok cocTaBlieHUs U YTBEPKICHUS HOMEHKJIATYpHI JeJl OpraHu3aluy (YUpeKaeHus).
®opmupoBanue nein. [loaroroBka men K XpaHEHHIO.

IIpaBuna hopMupoBaHMs pa3IMYHBIX KaTErOpuil TOKYMEHTOB B JieJa.

OcHoBHbIE TpeOOBaHUS, TPEIBABISIEMbIE K OPOPMIICHHUIO JEJI.
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HOKa3aTeJII/I, KPUTEPHUH A HIKAJA OHCHUBAHUA OTBETOB

Ha 3K3aMCHC

TOYKHU 3pCHUMA

2-3 ommoOkamu
B A3BIKOBOM

Tepuan
HOPM JIUTEpa- oopMITIeHUN
odopmIIeHUH
TYPHOTO SI3bIKa U3JIaraeMoro
MaTepuaa

JK3aMeH
Kpurepun /
Onenka «5» Onenka «4» Onenka «3» Onenka «2»
bansbl
. OO0yyvarormmiicst
OO0yuarommiics YHAIOM
JIEMOHCTPHPY-
JIOCTaTOYHO
€T 3HaHHE U
TIOJIHO M3JIara-
MOHUMAaHHE
eT MaTepual, .
. OCHOBHBIX OO6yuaromuiicst
OOyuvarormmiics OJTHAKO JI0- .
MOJIOKEHU JEMOHCTPHPY-
TIOJIHO M3JIara- myckaer 1-2 -
JAHHOU TEMBI, €T He3HAHHE
IlonHoTa u €T Marepual, omuOKH, KO- N
HO M3JIaraer OosbIei yac-
NPaBWIBHOCTh | JaeT MPaBUIIb- | TOPbIE CaM ¥kKe
MaTepuan He- TH
OTBeETa HOE ompejeNe- | WCIpaBIseT, U
MOJIHO U JI0- COOTBETCT-
HUE OCHOBHBIX | 1-2 Hemouera B
. myCcKaeT BYIOIIIETO
TTOHSITHIA MOCIIeI0BA-
HETOYHOCTH B BOTIpOCa
TEJIBHOCTH U
oTpeIcIICHUN
SI3BIKOBOM .
HOHSITUN WK
ohopMIICHUH
bopMynupoB-
U3JIaraeMoro.
K€ MpaBuII
OO6yuaromuiics
JIEMOHCTPHPY-
€T IOHUMaHHe
MaTepuaa,
MOXeET 000c- O6yuaromuiicst | OOyvaronuiics
HOBaTh CBOU HOPUCYTCTBYIOT | He ymeer goc- | OOydarouiuiics
CYXKICHHUS, 1-2 negouera B TATOYHO TITy- JOTTYCKaeT
Crenenp IIPUMEHUTH 000CHOBaHUU 60KO U J0Ka- olnOKHU B
OCO3HAHHOCTH, 3HAHUA Ha CBOMX CYyXKJIe- 3aTeIbHO dbopMynupoB-
MTOHWUMAaHHUS MIPaKTUKE, HUH, KOnJe- 000CHOBAThH Ke orpejere-
W3Y4YEHHOTO MIPUBECTU He- CTBO MPUBO- CBOM CYXK]Ie- HUH U IpaBuI,
00X0TUMBIC JTUMBIX TIpU- HUS U IpUBEC- UCKaXAFIOIIHe
MIpUMEpPHI He MEpOB Orpa- TH CBOH TIPH- UX CMBICIT
TOJIBKO U3 HUYEHO MEpbI
yueOHHUKa, HO
¥ CaMOCTOSI-
TEJIBHO CO-
CTaBJICHHBIE
OO6yyarommiics
OObyuarommmiics . u3JIaraer Ma-
Y1 Obyuarommiicst
u3Jaraer Ma- TepHa Hero- .
u3Naraer Ma- OO6yuaromuiics
TepHan mnocie- CJIeJTIOBATEIILHO
S3pIKOBOE TepHa moce- OecIopsIIOTHO
JIOBATEIILHO H U JOIyCKaeT
odopmiieHne JIOBAaTEIbHO, C U HEYBEPEHHO
oTBeTA MIPABUIIBHO C MHOTO OITHOOK

B A3BIKOBOM

n3jaract Ma-
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JIuer akryanuzauum GoHIa OLEHOYHbIX CPeICTB
«b1.B.JIB.05.01 JlIokyMeHTHPOBAHUE YIIPABJICHYECKON AeATEJbHOCTH»

mudp 1Mo y4eOHOMY IIaHy, HAaHMEHOBaHHUE

JUTSl IOJArOTOBKH OaKallaBpOB

Hampasnenue: (mmdp — nazpanue) 38.03.01 Dxonomuka

[Tpoduns: DxoHOMUKA TPEANPUATANA U OPTaHU3ALNN

®opma 00ydeHHs: O4Has, 3a0YHas

I'ox mauana moarorosku: 2019

a) B (hOHJ OLIEHOYHBIX CpeAcTB He BHOCATCS uaMeHenus. POC akryanuzupoBan Ha 2023 /
2024 . y4eOHbIit rof.

0) B (GOH/ OLICHOYHBIX CPEJICTB BHOCATCS CJICIYIOIINE U3MCHEHUS
1) -

2)

3)

Pazpabotuuk (u): [lokuneimena 10.B.

(®UO, y4eHas cTerneHb, yIeHOE 3BaHHUE)

@DOHJT OIICHOYHBIX CPEJICTB MEPECMOTPEH M 0JJ00pEH Ha 3aceaHuu Kadeapsl
npotokoJ1 Nel0 ot «30» utons 2023 r.

W.o. 3aBeayromuii kapeapoii:  Jlameiruaa C.A., K.3.H ) W%(Z/
(®UO, yueHas crereHb, y4eHOE 3BaHHE) (moxmuce)
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