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1. IlepeyeHb KOMIIETEHNH

Konx 1 HamMeHOBaHHE
HHIUKATOPA J0CTHU-

Il1anupyemsbie pe-
3yJbTaThbl 00y4YeHUsI

HanMeHoBaHHE OII€HOYHDBIX
cpeacrs

dopmupyembie sKeHus1 mpodeccuo- Mo TUCUHUILINHE, Xa-
KOMIETEeHIINA HAJIBHOI KOMIIETEH- | PaKkTepu3ymolue 3Ta-
nHH bl GopMHUpOBaHUS
KOMIIeTeHLUH
YK-2. YK-2.1. 3HaTh: 3agaHus pernpoyKTUBHOTO

CriocoOeH onperie-
JSITH KPYT 33724 B
paMKax 1mocTaBieH-
HOW 11eJTH U BBIOU-
pathb ONTHMaJbHbIC
CITOCOOBI BIX perire-
HUSI, UCXOS U3
JIEHCTBYIOLIUX Mpa-
BOBBIX HOPM, UMeE-
IONIHXCSI PECypCOB
Y OTpaHUYEHUH.

Omnpenensger kKpyr 3ana4
B paMKax MOCTaBJICHHOM
LIEJIH, OTIPENIETISIeT CBAZH
MEXTy HUMH U OXKHJIa-
€MBbI€ Pe3yIbTaThl UX
pemeHus

YK-2.2.

B pamkax mocraBneH-
HBIX 3a7[a4 OTIpeNesieT
MMEIOIINECS PECYPCHI H
OTpPaHUYCHHUS, ICH-
CTBYIOIIIME TIPABOBBIC
HOPMBI

YK-2.3.

[Tnanupyer peanusa-
LU0 33a4 B 30HE CBOEH
OTBETCTBEHHOCTH C
YYETOM UMEIOIIUXCS
PECYpCOB U OrpaHuye-
HUM, IEUCTBYIOIINUX
MIPaBOBBIX HOPM

- Koncrurynuto PO,
I'paxnanckuii u Tpyno-
BOHM KOJEKCHI U UHBIE
HOPMATUBHBIC aKThI,
OTHOCSIIIIHECS K pa3-
JIUYHBIM cepam aesi-
TEIBHOCTH.

- OCHOBHEIC HOPMAaTHUB-
HBIE TIPABOBBIE JOKY-
MEHTHI B 00JIaCTH TIPO-
(heccuoHanbHOM Jesi-
TETHHOCTH

Ymersn:

- COCTAaBIISATh TPY/IOBBIC
JIOTOBOPBI, TOTOBUTH
MPOEKTHl HOPMATUBHOU
JIOKYMEHTAITUH JUISL Op-
raHW3alliK;, HaXOIUTh
pa3bsCHeHHE K HOpMa-
THUBHO-TIPABOBHIM aK-
Tam.

Buajerh:

- OCHOBaMH IpUMeHe-
HUSl 3aKOHOJATEIhHOU
0a30ii B pa3HBIX BHIAX
JIeSITeTbHOCTH.

YPOBHS: AUCKYCCHS

3agaHus IPaKTHKO-
OPUEHTHPOBAHHOTO W/HJTU HC-
CJIEZIOBATEIHCKOTO YPOBHSI: TIpe-
3EHTAIUsl, KOHCTIEKT

IIK-4

BBITE TOTOBEIM HC-
MOJIE30BAaTh MPABO-
BbIe 1 HOPMATHB-
HBIC JOKYMEHTHI B
paboTte yupexe-
HUM KYJIBTYPHI,
0O0IIECTBEHHBIX
opraHu3anui u
o0beMHEHUH
TpaXKaaH, peajgn3y-
IOIUX WX MPaBa Ha
JIOCTYTI K KYJIbTYp-
HBIM [IEHHOCTSIM H
y4acTHe B KyJb-
TYypHOU KU3HU
CTpaHBI

IK-4.1.

- 3HaeT HOPMATHBHBIC
MPaBOBBIE AKTHI, peria-
MEHTUPYIOIIHUE JIes-
TEIHHOCTH TI0 OXPaHe
HMHTEIUIEKTYaTbHOM
COOCTBEHHOCTH U aB-
TOPCKOTO TIpaBa B ce-
pe KyJIbTYphI

IK-4.2.

- aHAJIM3UPYET UHbOp-
MaIuio o (PyHKITMOHU-
POBaHHUU CUCTEMEI
BHYTPEHHETO JJOKYMEH-
T000OOPOTa OpraHu3a-
WU COITUAITEHO-
KYyJIbTYpHOU JesiTeNb-
HOCTH

[1K-4.3.

- UCTIONIB3YET HOpMa-
THUBHBIE W TIPABOBbBIE
JIOKYMEHTBI TI0 OXPaHe
HWHTEJUICKTYaTbHOM

3HaTh:

- IPaBOBBIC ¥ HOPMa-
THUBHBIC JOKYMEHTHI,
periiaMeHTUPYIOLIUE
JIESITEIIbHOCTD yupe-
JKJIEHUH COLMAILHO-
KYJIBTYPHOU CepHl.
YMeTh:

- BEIOUPATH KOHKPET-
HbIC JJOKYMEHTBI JIJIs
OCYIIECTBJICHHS ITPO-
(heccuoHanbHOM Jesi-
TEILHOCTH

Baanertsb:

- CIOCOOHOCTBIO -
CTBOBAThb B COOTBET-
CTBHUH C ITPABOBBIMH U
HOPMATUBHBIMH JIOKY-
MEHTaMH; OTIPEICIIACT
LICHHOCTD IIPAaBOBBIX U
HOPMaTHBHBIX
JIOKYMEHTOB perJIaMeH-
TUPYIONIUX JCATEIb-

3amaHus penpoayKTUBHOTO
YPOBHS: AUCKYCCHS

3agaHus IPaKTHKO-
OPUEHTHPOBAHHOTO W/HJTU HC-
CJIEIOBATEIHCKOTO YPOBHS: Mpe-
3EHTAIUsl, KOHCTICKT




dopMupyemble
KOMIIeTeHIIN A

Koa m HanMeHOBaHMe
HHIUKATOPA J0CTHU-
JKeHHs mpodeccro-
HAJIbHOH KOMIIETEH-

117071

Il1anupyemsbie pe-
3yJbTATHI 00yUeHHs
Mo AUCHHUILINHE, Xa-

PaKTepu3yHIIue ITa-
bl GopMHUPOBaAHUS
KOMIIeTeHIM i

HanMeHoBaHHE OII€HOYHbBIX
cpeacrs

COOCTBEHHOCTH U aB-
TOPCKOTO TipaBa B che-
pe KyJIbTypBI

HOCTb YUPEXACHUN CO-
UaJIbHO- KyJIBTYPHOU

chepsl.

[K-4.4.

- Gopmupyer 0azy maH-
HBIX TI0 TIPOEKTaM |
pa3pabaTeIBacT OpraHmM-

3aIMOHHO-
yIpaBICHYECKYI0  J0-
KYMCHTAIIHIO C UCIIOJb-
30BaHUEM  COBPEMCH-
HBIX TEXHOJIOTUH 3JIeK-
TPOHHOTO  JIOKYMEHTO-
obopora

2. TunoBble U OPUTMHAJIbHBbIE KOHTPOJIbHbIE 32JaHNSI U MHbIE MAaTepPH-
aJibl, He00X0AUMBbIE /ISl OLEHKHU IUIAHMPYEMbIX Pe3yJbTATOB 00y4YeHHsl IO
AMCHUILUIMHE (OLleHOYHBbIe cpeacTBa). OnucaHue moka3aresjleil U KpUTepHeB
OIlEeHUBAHHUS KOMIIEeTEHIMH, ONMCaHKe IKAaJ OLleHUBaHMusl.

2.1. 3agaHus penpoaAyKTUBHOIO YPOBHA

6.3. Ouenounvie cpeocmea (mamepuasvl) 011 MeKyu €20 KOHMpPOaa ycneeaemocmu,
npoOMeNCYMOUHOU ammecmayuy 00y4aruwuxca no OUCYUnIuHe

Tembl 3a1aHUi 1JI IPOBeIeHUS] TEKYILIEr0 KOHTPOJIA:

6.3.1. Tembl quCKyCCHii:

1. OcHOBHBIE TIOHATHS U TEPMUHOJIOTHUS TOKYMEHTAIMOHHOTO 00ECIICUeHUS YIIPABICHUSI.
2. HopmaTuBHO-MeTOmMuecKkas 6a3a IeI0nporu3BOICTRA.
3. WcTopus rocyapCcTBEHHOTO JAETONPOU3BOICTBA. [IpaBuiia perucTpanu 1 HHAESKCUPOBAHHUS
JIOKYMEHTOB.
4. OpraHu3aiys KOHTPOJIS 32 UCTIOJTHEHHEM JJOKYMEHTOB. BUIbI KOHTPOJISL.
5. XpaHeHue JOKYMEHTOB.
6. Homenknarypa nein, ee npegHasHaueHue. CocTaBieHne HOMEHKIATYPBI €.
7. ®opmupoBanue nen. Ooume nmpaBuiaa GOpMUPOBAHUS JIET.
8. OyHKIUU U BUABI JOKYMEHTOB.
9. IIpaBuna oopmiieHUsT yIIpaBICHYECKUX JOKYMEHTOB.
10. PexBU3UTHI JOKYMEHTOB: IIOHATHE PEKBU3UTA, €r0 POJIb B TOKyMeHTUpoBaHuH. 11.I1paBuiia
odopMIIEHUS PEKBU3UTOB.
Tema 6 PyHKI U JOKYMEHTA - €r0 LeJieBOe Ha3HAYCHH e

OcHoOBHBIE TOHATHS: oOIMe (YHKIUM, CTCNHATIbHbIe (YHKIMH; YIpaBieHYecKas (HyHK-
IUs1; IpaBoBasi QyHKIIUAL.

Bormpocs! 1i1st 00¢cyxieHust:

1. Knaccudukanus ¢pyHkuuii.

2. Pazpenenne napopManMoHHON (YHKIIUH.

3. CymHOCTh COUUAIBHON (DYHKIIHH.

4. Knaccudukamus JOKyMEHTOB

MeTtonudeckue peKOMEHAANH TSI IOATOTOBKH K 3aHSTHIO!

dopma POBECHUS 3AHATHUS:




[IpakTHdeckoe 3aHATHE — TUCKYCCHUS.

Metobl IPOBEACHUS 3aHATHSI, BUABI YIeOHOH IEATEIIbHOCTH CTYICHTOB:
e mpoBepouHas paboTa (Ha 3HaHWE OCHOBHBIX TIOHATHUN);

00CYyXJIeHUE TEOPETHUECKUX BOTIPOCOB;

BBICTYIIJICHHUE CTY/ICHTOB C JIOKJIaJIaMH;

CBOOO/THAS TUCKYCCHS TI0 TEME 3aHSTHS,

WHIMBUyalIbHAS M TPYIIIOBas paboTa.

Tema 8. Opopmienne 0,1aHKOB JOKYMeHTOB. BiIaHK 10KyMeHTa, BU/bI 0JJAHKOB

Ilpakmuueckoe 3anamue

OdopMuUTh cxemMbl OCHOBHBIX 00pa31oB (00mmii O1aHK, OJIaHK MUChbMa, OJaHK KOHKPETHO-
ro IOKYMEHTA)

@Dopma BBITIOJIHEHUS K 33/IaHUI0: TPOCKTHI PA3IMYHBIX BHIOB JOKYMEHTOB.

TpebGoBaHusl K BBIMOJTHEHUIO: COOTBETCTBUE METOJIMKE U MpaBWJIaM, M3JI0KEHHBIM Ha
ayUTOPHBIX 3aHATHUSIX WU B INTEPATYpE.

OcHoBHbIE OHATHA: OJIaHK IOKYMEHTa, OJJaHK OpraHu3aliy, OJaHK CTPYKTYPHOIO MOJI-
pazaeneHus, OJlaHK JOJKHOCTHOTO JIUIIA.

Bormpocs! 1i1st 00CcyxieHus:

1. Knaccuduxarms 6J1aHKOB OpraHU3alMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.

2. Odopmienue 6JaHKOB TOKYMEHTOB.

3. Bwuabl 61aHKOB.

4. CocrtaB peKBU3UTOB OJIAHKOB.

MeTtonudeckue peKOMEHAAINH TS IOATOTOBKH K 3aHSITHIO!

dopma pOBEICHUS 3AHATHUS:

[IpakTudeckoe 3aHATHE — TUCKYCCHSI.

MeTob1 TpoBeICHUS 3aHATHUS, BUIbI YIEOHOI 1eATeIbHOCTH CTYACHTOB:

e mpoBepouHas paboTa (Ha 3HaHWE OCHOBHBIX TIOHATHUN);

00CYyXJIEeHUE TEOPETUYECKUX BOIIPOCOB;
BBICTYIUICHHE CTYJICHTOB C JOKJIaJ]aMHU;
cBOOOAHASI TUCKYCCHS 110 TEME 3aHSTHS;
WHAWBUAYaJIbHAS U TpyMIoBas padoTa.

Tema 10. O0mme HOpMBI ¥ IPaBHIA 0(POPMIIEHHS JOKYMEHTOB. SI3bIK M CTHJIb 1€710BOT0
AOKYMEHTAa

Ilpakmuueckoe 3anamue

Haiitu ommOku B opopMiIeHUH 1aT U (PU3MUECKUX BEIMUYUH, NTPEJICTABICHHBIX MTPENo1aBa-
TEJIEM.

@Dopma BBINOJHEHMS K 3aJIaHUIO: TPOEKThI Pa3JINYHbIX BUAOB TOKYMEHTOB.

TDCGOBaHI/IH K BBIIOJHCHHIO: COOTBCTCTBUC MCTOIHUKC W IIpaBUJIaM, H3JIOKCHHLIM Ha
ayJUTOPHBIX 3aHATHUSX WM B JIUTEpaType.

Tema 11. @opMyJisip I0KYMEHTA M €r0 COCTABHbIE YaCTH
Ilpakmuueckoe 3anamue

[Touck omm6oK B 0popMIIEHNHN MPEICTABICHHBIX MperoaBaTeneM J0KyMeHToB. JloGaBe-
HHUE HEeIOCTAIONMNX PEKBU3UTOB. O(OpMUTH 00pa3libl JOKYMEHTOB C YKa3aHUEM B HUX PEKBH3H-
TOB U TpU(]OB.

cDOK)MEI BBITOJHCHHUA K 3aIAHUT0: TPOCKTHI pA3JIMYHLIX BUJOB JOKYMCHTOB.

TpeOGoBaHus K BBIMOIHEHHUIO: COOTBETCTBUE METOAMKE U MpaBUIaM, U3JI0KEHHBIM Ha ayau-
TOPHBIX 3aHATUAX WUJIN B JIUTCPATYPC.

Tema 14. OdopMmiieHHe OPraHU3aIHOHHO-TIPABOBBIX JOKYMEHTOB
Ilpakmuueckoe 3anamue



PazpaboTtars mpoeKT ycraBa (IOJI0KEHH ) (PUPMBI.

Pa3paborate ¥ 0GOpPMUTH [JODKHOCTHYIO HMHCTPYKIMIO MEHEIXKepa COLMAIBHO-
KYJBTYPHOH J1€ATEIbHOCTH.

@dopma BBINOJIHEHUS K 33/IaHUI0: TPOEKTHI PA3INYHBIX BUIOB JOKYMEHTOB.

TpebGoBanust K BHINOJHEHUIO: COOTBETCTBUE METOIMKE U TPABUIIaM, H3JI0)KEHHBIM Ha ayu-
TOPHBIX W MPAKTHUUECKUX 3aHATUSAX WU B nuteparype. Ilpueemcmeyemca meopuecKuii uHou-
6UOYAIbHBLIL NOOX00 K 8bINOJTHEHUI0 3A0AHUIL.

OcHOBHbBIE TOHSTHS: yYpeIUTEIbHbIE JOKYMEHTHI, MPEICTaBUTENbCTBO; (hUIHAI; YCTaB;
AKIIMOHEPHBIN KallUTAJl; yYPEAUTEIIbHBIA JOTOBOD.

Bormpocs! 1i1st 00Ccyx1eHus:

1. Yrto Takoe yupeauTeabHble JOKYMEHTHI?

2. Yo Takoe ycta?

3. Uro Takoe yupeauTeabHbIA JOr0BOp?

MeTtoauueckre peKOMEeHIaluu JJis MOJATOTOBKU K 3aHSTHIO:

dopma IpOBEACHUS 3AHATHUS:

[TpakTHyeckoe 3aHsATHE — JUCKYCCHUS.

MeToapl TPOBEACHUS 3aHATHUS, BUbl yIEOHOW AEATEIBHOCTH CTYACHTOB:

e TpoBepodHas paboTa (Ha 3HAHUE OCHOBHBIX TIOHSITHH);
00CyX/IeHUuE TEOPETHUECKUX BOIIPOCOB;
BBICTYIUIEHHUE CTYJEHTOB C JJOKJIaJJaMH;
CBOOOIHAS TUCKYCCHS 110 TEME 3aHATHS;
UHIMBUyalIbHAS U IPyNIoBas paboTa.

Tema 16. OdopMmiieHue pacnopsauTeNbHBIX JOKYMEHTOB
Ilpakmuueckoe 3anamue

Pa3zpaboraTe mpoekT nmpukasza Ha 100y TeMy (0 MOATOTOBKE K BBICTABKE, 00 yTBEpIKIe-
HUU 4ero-1u0o, 0 MPEMUPOBAHUN WIIH 0JIAr0JIAPHOCTH, O TIPOBEACHUH KOHKYpCa).

Pa3zpaborats pacniopspkeHre Ha 00y TeMy (HalpuMep, O TPOBEICHUH MEPOTIPUSTHI ).

Pazpabotars ykazanue Ha J100yI0 TeMy (Hampumep, 0 MEPONPHUATHIX M0 pa3paboTKe Iia-
Ha Pa3BUTH OTPACIH HA EPCIIEKTUBY).

@dopma BBITIOJIHEHUS K 33/IaHUI0: TTPOCKTHI PA3IMYHBIX BHIOB JOKYMEHTOB.

TpeOGoBaHus K BHIMOIHEHHUIO: COOTBETCTBUE METOAMKE U MPaBUIaM, U3JI0KEHHBIM Ha ayau-
TOPHBIX U MPAKTUYECKUX 3aHATUSAX WM B Juteparype. Ilpueemcmeyemcea meopueckuii uHou-
6UOYAILHBLIL NOOX00 K 8bINOJIHEHUI) 3A0AHUL.

OcHOBHBIC TIOHSITHSI: OPTraHU3ALMOHHO-PACTIOPSTUTENBHBIN TOKYMEHT; OpPraHU3aliOHHO-
MPaBOBast JOKYMEHTAIUsI; CUCTEMbI JOKYMEHTAI[MOHHOTO O0ECTIeUeHus yIIpaBICHHUS.

Bomnpocs! 11t 06cyKaeHus:

1. CymHocTh OpraHU3alMOHHO-PACTIOPAIUTENEHOTO TOKYMEHTA.

2. Knaccuduxauus OP/L.

3. Kowmmekc opraHu3alluOHHO-TIPABOBBIX IOKYMEHTOB.

4. T'pymrbl opraHu3aluOHHO-TIPABOBBIX JOKYMEHTOB

MeTtoauueckue peKOMEeHIaluu AJis MOJATOTOBKU K 3aHSTHIO:

dopma IpOBEACHUS 3AHATHUS:

[TpakTHyeckoe 3aHsATHE — JUCKYCCHUS.

MeTo1bI IPOBEICHUS 3aHATHUS, BUIBI yUeOHON AEITETbHOCTU CTYICHTOB:

e TpoBepoyHas paboTa (Ha 3HAHUE OCHOBHBIX TIOHSITHH);
o0cCyXJIeHUE TEOPETUYECKUX BOIIPOCOB;
BBICTYIUICHHUE CTYJEHTOB C JOKJIaJJaMH;
CcBOOOAHASI TUCKYCCHS 110 TEME 3aHSTHS;
WHAWBUIyalIbHAS U TPYMIOBas paboTa.

Tema 17. Odopmiienne HHPOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB



Ilpakxmuueckoe 3anamue

Pa3zpaboTaTh akT 0 ciucaHuM MaTepUaTbHBIX IIEHHOCTEH.

Hanwmcats cripaBky 11t HOATBEp KIeHUS (pakTa pabOThl COTPYAHHUKA.

Hammcarp noknaaHyo U 00BSCHUTEIBHYIO 3aMMCKY JIFOOOTO XapakTepa (Hampumep, 0 pas-
paboTke OM3HEC-TIIaHa).

Tema 18. Jle1oBasi 1 KOMMepUYecKasi mepenucKa
Ilpakmuueckoe 3anamue

Hanucanue u odopmnenne aenooro nuchbma. CocTaBieHHE HEKOTOPHIX BHUJIOB JIEITOBBIX
MUCEM Ha 3aJIaHHYIO TEMY.

Pa3paboraTs MpoOeKT AeNI0BOT0 MUChMa Ha JIIOOYIO TEMY MO YCMOTPEHHUIO CTYIEHTA: MpH-
[JIalleHue, 3ampoc, pekjaamanus, NpeiokKeHHe, M3BEUIeHHe, MO03/ApaBieHue, peKJaMHOe, HH-
dbopMaIrmoHHOE, TAPAHTUIHOE | T.].

@dopma BBINIOJIHEHUS K 3aJIaHUIO: TPOEKT JEIOBOT0 MHUCHhMA.

TpeboBaHus K BBIMOJIHEHUIO: TEKCT MUChMA JOJKCH BKIIOUATh TPH CTPYKTYPHBIX JJIEMEH-
Ta: BBOAHYIO YacTbh, U3JIaralollylo MOBOJ JJI1 HallMCaHUS MUChbMa; J10Ka3aTelbHYIO0 YacTh, NMPU-
BOJSIIIYIO JIOBOJIbI, CCHUIKM Ha HOPMATUBHbBIE JOKYMEHTHI; 3aKJIIIOUUTENIbHYIO YaCTh, B KOTOPO
u3JNaraercs npocnda, coriacue, 0TKas u mnp. TeKCT TO0KEH cofepkaTh JOCTaTOYHO 0OOCHOBAH-
HBIC aPTYMEHTBI U MOJHYI0 MH()OpPMAIIHIO, TTO3BOJSIONIYIO PUHATH PEIICHHUE M0 MOIHSATOMY B
nucbMe Borpocy. JlomkHa ObITh YETKOCTb, SCHOCTb, KPAaTKOCTh HM3JI0XKEHHS, JJOTUYHOCTh, J10-
CTYMHOCTH ISl BoctipusaTus. OdopmiiseTcss TUChbMO B COOTBETCTBUU C TPEOOBAaHUSIMHU TOCYap-
CTBEHHBIX CTaHIapTOB. Ilpueemcmeyemca meopueckuii uHOUBGUOYAIbHBLIL NOOX00 K 6bINOJI-
HEeHUI0 3a0aHuil.

Tema 19. OdopmiieHHe JOKYMEHTOB 110 THYHOMY COCTABY
Ilpakmuueckoe 3anamue

Hanwucats 3asBieHus 0 mpueMe Ha paboTy, XapaKTEPUCTHKH, PACTIUCKU, PE3IOME, JOBEPEH-
HOCTH U T.JI.

Pazpabotats pe3rome AJist yCTpoiicTBa Ha padoTy.

HanucaTe XapakTepucTUKy Ha JIF0OOro U3 CTYAEHTOB I'PYIIIHI.

Tema 20. IToaroroBka u 00cayKUBaHHEe COBEIIAHUI
Ilpakmuueckoe 3anamue
CocCTaBUTh IJIaH MOATOTOBKH K COBEILIAHUIO.
Pa3paboraTs IpoeKT MPOTOKOJIA 3aCENaHNUS.

Tema 21. JIokyMeHTO0O0OPOT M €ro OpraHu3amus

Ilpakmuueckoe 3anamue

OdopMuUTh oreporpaMMbl IBIKEHUS ¥ 00paOOTKH BXOJSIINX, UCXOA[IIUX U BHYTPCHHHUX
JIOKYMEHTOB.

6.3.1. Temwl npezenmayuii:

IIpakTH4eckne 3aHATHA

Tembl mpakTUdecKux pabOT pacmupenensioTcs mpenofaBarenaeM. [Ipu WHAMBUIYaTbHON
paboTe KaXKIblii CTYJEHT MOJIy4aeT CBOE 3aJaHKe, KOTOPOE OH BBHITMIOJIHSIET HE3aBHCUMO OT JIPY-
TUX, TO3TOMY UHJIUBUYyaJdbHas (hopMa OpraHU3aluy 03HABATENbHOMN AeATeIbHOCTH MPeArnoia-
raeT BHICOKUI YPOBEHb aKTHBHOCTH M CAMOCTOSATEIHHOCTH CTYACHTA.

YuuTeIBasi, YTO MHIUBUAYAIbHAS (hopMa OpraHU3aIK YIeOHOTO Tpy/ia HanOoJiee MOJIHO pac-
KPBIBACT WHAUBUAYAILHBIE OCOOCHHOCTH ¥ BO3MOKHOCTH O0YYAIOIIMXCSI, PETIOIaBaTeNb, UCTIOJb-
3ysl METO/AMKY WHAWBUAYATM3UPOBAHHBIX 33JaHUM, ONpeAessieT TeMbl pabOThl B COOTBETCTBUU C
VHIMBUTYaTbHBIMUA BO3MOKHOCTSIMU OO YYaIOITHXCS.

2.4. [IpomeskyTOUYHAS aTTeCTALMS



3agaHus 1J151 IPOXO0KIEHUA HTOTOBOT0 KOHTPOJIS:
2.1. 3amanust s Tekymiero (pyoeXHOT0) KOHTPOJISI U TPEOOBaHUS K MPOIIEAYPE OLICHUBAHUS
OueHoOYHBIE CPEICTBA /IJIsl TEKYIIEr0 KOHTPOJS yCIeBAeMOCTH, IPOMEKYTOUHOM aT-
TeCTAllMH M0 UTOTaM OCBOEHHSI THCIUIIJIHHbI

Opranusanus TeKyumero KOHTpoJIs

Texkymas arrectanus 110 JUCLUUIUIMHE OCYILECTBIISECTCS 110 HAIIPABICHUSAM:
- OIIPOC CTYACHTOB HA IIPAKTHUYECKUX 3aHATHUSAX;

- IPOBEICHUE MPOBEPOYHBIX padoT;

- BBICTYIUIEHHE CTYJICHTOB C JJOKJIaJlaMH, COOOILEHUSIMH, ITPE3CHTALIUSIMU;
- IPOBEpKa 3HAHUH 1O CAMOCTOSTEILHON paboTe CTYICHTOB

2.2. 3apaHus Ui IPOMEKYTOUHON aTTeCcTaluy U TpeOOBaHUA K IPOIeType OLICHUBAHUS

TecTsbl 17151 py0e:KHOT0 KOHTPOJIsl B (BapuaHT 1)
Pazoen Il. Tpeoosanusn k ohopmienuro ynpasnenuyeckux OOKymMeHmos
Tema OCHOBHBIE MOHSTHS IEIONPOU3BOICTBA.

Bompoc Nel. JlenonponusBoacTBo 3To-. . .

1 - COBOKYITHOCTB paboT 10 JOKYMEHTHPOBAHUIO YIIPABICHUECKON JESTEIbHOCTH YUPEKAECHUHN U
10 OpraHu3aluy B HUX JOKYMEHTOB

2 - oopMIIEHHE 110 YCTAaHOBJIEHHBIM MpaBUJIaM UH()OpMaIUU, HEOOXOAUMOMN AJIs OCYILIECTBIIE-
HUs YIIPABJICHUYECKUX IEUCTBUI

3 - mpouecchl, OTHOCSIIHUECS K 3aUcy MH(OpMau

4 - paboTa ¢ JOKyMEHTaMH B COOTBETCTBUU C TPEOOBAHUSMH JICHCTBYIOIINX 3aKOHOIATEIBHBIX
aKTOB M HOPMATHBHO-METOJUYECKUX MaTEPUAJIOB

Bormpoc Ne2. Xon o0cyxkaeHus1 BOMPOCOB U PEIICHMS, PUHUMAEMbIe Ha 3aCEIaHUSIX KOJIJICTH-
QIBHBIX OPTraHOB, COBETaX, COOPAHUSIX, COBEUIAHMIX (DUKCHPYIOTCSI B:

1 - Akrax

2 - Oryerax

3 - [IpoTokonax

4 - Jloxnmagax

Bonpoc Ne3. CobutofieHre eAMHBIX MpaBuil 0pOpMIICHHS JOKYMEHTOB 00eCeurBaeT:

1 - KauecTBeHHOE COCTaBJICHHE JOKYMEHTOB, IOPUIUYECKYIO CUITY JOKYMEHTOB

2 - FOpuanuecKkyro Cuily 10KyMEHTOB, OIIEPAaTUBHOCTh U KAYECTBEHHOE COCTABJIEHUE JOKYMEH-
TOB, OpraHU3AIMIO OBICTPOTO TIOMCKA JOKYMEHTOB, aKTUBHOE UCIOJIb30BaHne DBM mnpu cocras-
JIEHUU TOKyMEHTOB

3 - FOpunuyeckyio cuily TOKyMEHTOB, OIIEPaTUBHOE COCTaBICHUE TOKYMEHTOB

4 - Opranu3zanuio ObBICTPOrO MOUCKA JTOKYMEHTOB, UX IOPUINYECKYIO CUITY

Bonpoc Ned4. Ykakute BapraHThl HEBEPHOTO JaTUPOBAHUS CITYKEOHBIX TOKYMEHTOB:
1 -15/08/99

2-01.10.00

3-200003 10

4-15.1.99

Bomnpoc Ne5. biaHk 711 BHEIIHUX JOKYMEHTOB BKJIKOYA€T PEKBU3UTHI:

1 - DmOnema mpeAnpusTHs, €ro aapec

2 - DMOneMa npeAnpusITHs, ero HAMMEHOBaHKE, TOYTOBBIN ajipec, HOMEp KOHTAKTHOTO Tenedo-
Ha, 1aTa ¥ HOMEP JOKYMEHTa



3 - Ha3Banue npeanpusarus, ero NoYTOBbIN aipec, JaTa U HOMEp UChbMa
4 - Ha3Banue npeanpusTus, 3M01eMa, HoMep KOHTaKTHOTO TeseoHa

Bormpoc Ne6. JIns Hammydiero moHUMaHus CMbICTIa IOKYMEHTa Han0oJiee 3HAYMMYIO 9acTh
HY>KHO pa3MellaTh:

1 - B Hauane Tekcra

2 - B cepenune Tekcra

3 - B xoHIIE TEKCTA

Bormpoc Ne7. TIpaBoBoii cTatyc paOOTHUKA OpTaHU3aIliU PETIaMEHTHPYETCS
1 - moyioXkeHueM 0 CTPYKTYPHOM MOAPA3ACICHUI

2 - MPUKA30M 10 OCHOBHOM JEATEIbHOCTH

3 - 1OJPKHOCTHOM MHCTPYKIUEHN

4 - mpUKa3oM MO JUYHOMY COCTaBY

Bonpoc Ne§8. K opranuzaninoHHbIM TOKYMEHTaM OTHOCSATCS:

| - mpuKa3bl 10 OCHOBHOH AESITEILHOCTH, YCTaB, IITATHOE PACIUCAHNE, NJOKHOCTHBIE HHCTPYK-
U

2 - ycTaB, CTPYKTypa M IITaTHasl YUCIEHHOCTbD, IITATHOE PACIIMCAaHUE, IpaBUila BHYTPEHHETO
pacrnopsaka, 10JKHOCTHbIE HHCTPYKIIMH

3- yCTaB, MMPUKA3BI 11O JINYHOMY COCTABY, ITPUKA3LI 11O OCHOBHOH ACATCIIbHOCTH, AKThI, IIPOTO-
KOJIBI

4 - aKTBl, IPOTOKOJIBI, YCTAB, YUPEIAUTEIbHBII TOTOBOP, MPUKA3HI 110 TUYHOMY COCTaBY, OyXraj-
TEPCKUE OTUYETHI

Bomnpoc Ne9. JlaToii BcTymieHus mpuKas3a B CHITY SIBJISIETCS:

1 - nara ero ohopmIIEHUSI CEKpETapeM

2 - 1ara ero MoJIUCaHUs PyKOBOJUTEIEM

3 - maTa TOKyMEHTa, Ha OCHOBAaHUHU KOTOPOTro 0pOopMIIIEeTCS IPUKa3
4 - Jlata BBeIeHUS €T0 B JECUCTBUE, YKa3aHHAS B TEKCTE

Bonpoc Nel0. branku mpoTtokosia coiepxat CaeayIomne peKBU3NUTHI:

1 - HauMeHOBaHUE OopraHu3ali, HAUMCHOBAHUC BUJa TOKYMCHTA, JaTa 3aCCAaHuA, HOMEP IIPO-
TOKOJIa, MECTO 3aCE€IaHUs, 3aT0JIOBOK K TEKCTY, TEKCT, MOAMICH

2 - HauMEeHOBaHUE opraHu3ali, HAUMCHOBAHUC BUJ1d JOKYMCHTA, HOMCP IMPOTOKOJA, MECCTO
3acefiaHusl, rpu yTBEp>KIEHUS 3ar0J0BOK K TEKCTY, TEKCT, TOIMUCH

3 - HauMeHOBaHME BUa JOKYMEHTA, JlaTa 3aCeaHus, MECTO 3acefaHus, rpu( yTBep KIeHus, 3a-
TOJIOBOK K TEKCTY, TEKCT, MTOANUCH

4 - HauMeHOBaHUE OopraHu3ali, HAUMCHOBAHUC BUJId TOKYMCHTA, JaTa 3aCCAaHuA, HOMEP IIPO-
TOKOJIa, MECTO 3aCE€/IaHus, TEKCT, MOAMUCH

Bormpoc Nel 1. B Tekcte mpoTokosa KpaTkoi (hOpMBbI YKa3bIBAIOTCS:

1 - uHUIMATBI U (PaMUJIHH TIpEICeaTeNs, CeKpeTaps U MPUCYTCTBYIONIMNX, a TAK)KE WHUIHAIIBI,
dbamMuIMu U JOHKHOCTH JIUI, IPUTJIAIIEHHBIX HA COBEIIaHKE

2 - CIIMCOK MPUCYTCTBYIOLIUX, PACCMAaTPUBAEMbIE BOIIPOCHI U MPUHSTHIEC PEIICHUS

3 - CIMCOK MPHUCYTCTBYIOIINX, MOPSIAKOBBIN HOMEpP BOIIPOCa MO MOBECTKE JHSI, 3ar0JIOBOK K J0-
KJIaay, pamMuing JOKIAYMKOB U BBICTYIAIONINX B TIOPSIKE UX BBICTYIUICHUS

4 - HOMep IPOTOKOJIA, MECTO COCTABJIEHHUS, 3aI0JIOBOK K TEKCTY, TEKCT (ITOBECTKA JIHS, CIyIIalH,
MOCTaHOBUJIM ), TOATHCH

Bonpoc Nel2. KakuMm 1okymeHTOM 0(pOpMIIsIeTCsl CIICAaHUE MaTepUaIoB?
1 - akTOoM



2 - IpUKa30M I10 OCHOBHOM JI€ATENbHOCTH
3 - IPOTOKOJIOM
4 - pacriopsKEHUEM PYKOBOAUTENS NPEATPUATUS

Bompoc Nel3. JlokyMeHTOM, COIepKalIuM 00CTOATEIHLHOE U3TI0KEHUE BOMIPOCA, OTPAKAIOIIETO
IIPOU3BOJICTBEHHYIO JESATEIbHOCTh OPTaHU3ALINH, SIBISIETCS:

1 - cnpaBka

2 - oOBsICHUTEINbHAS 3aMHCKa

3 - IpOTOKOJI

4 - moxyjagHas 3alucKa

TecTbl i1 pyOesKHOT0 KOHTPOJIsl (BApUAHT 2)
Tema TexHosorusi padoThl ¢ JOKYMEHTAMHU

Bompoc Ne 1. Uetkas opranu3aius padOThI ¢ TOKYMEHTaMHU HEOOX0uMa IS
1 - ynopsioueHus uX perucTpanuu

2 - MPaBUJILHOTO XPAaHECHUS

3 - co3maHus ONTUMAIBHBIX YCIOBUHN JJIS BCEX BHJIOB paboT ¢ TOKyMEHTaMH
4 - 7151 CBOEBPEMEHHOTO UX MCIOJIb30BaHUS

Bomnpoc Ne2. Ha paccMoTpeHre pyKOBOACTBA MEPEIAIOTCS:

1 - TOKYMEHTBI, cozieprKalire HHPOpPMaLUIo 0 HanboJiee BaXKHBIM BOIIPOCAM JESTEIbHOCTH Op-
raHu3auu

2 - BCce MOoJIeKaIMe UCTIOJIHEHUIO JOKYMEHTBI

3 - TONBKO TOKYMEHTBI, aJpeCOBaHHbIE PYKOBOAUTEIIO OPraHU3aI[MI

4 - paccMOTpeHHUE BCEX TOKYMEHTOB MPOBOJAUTCS PAOOTHUKOM Cityx0b1 JIOY

Bompoc Ne3. BHyTpeHHUE TOKYMEHTBHI:

1 - perucTpupyroTcs B IeHb MOCTYIIJICHUS
2 - pErUCTPUPYIOTCA B J€Hb MOAIUCAHUS
3 - HE PErUCTPUPYIOTCS

4 - perucTpupyoTCs B IEHb YTBEPKICHUS

Bompoc Ne4. Kakne 10OKyMEHTBI OTHOCATCSL K HEPETUCTPUPYEMBIM?

1 - dakcel, MUCHbMa- 3amMpPOCHI

2 - mo3paBUTENbHbIC TUChMA, IPUTIIALICHUS

3 - NMCbMA-OTBETHI

4 - KOHTPAKTHI M JIOTOBOPA, HE COCTOSBLIMECS IO KAKUM JIHOO0 TPUYHMHAM

Bompoc Ne5. OcHoBHas 11e1b OpraHu3aliy KOHTPOJIS UCIIOJHEHUS — . . .

1 - obecnieueHne CBOEBPEMEHHOI'O M KAUECTBEHHOT'O UCIIOJIHEHUS IOKYMEHTOB

2 - obecrieueHue COXPAHHOCTU JTOKYMEHTOB, YCTpaHEHHE BO3MOKHOCTH MOTEPh IOKyMEHTOB
3 - obecnieueHue MOMCKA JOKYMEHTOB B HH(OPMAIIMOHHO-CIIPABOYHBIX LIEIIAX

4 - mpoBepKa CBOEBPEMEHHOTI'O IOBEJECHUS TOKYMEHTA JJO UCIIOJIHUTEIS

Bomnpoc Ne6. Korna 1oKkyMeHT CUMTAETCsl HCIIOJIHEHHBIM U CHUMAETCSI ¢ KOHTPOJIsA?
1 - mocJie UCTIOJTHEHUS 3aJaHUi

2 - mocye cooOIIeHHsI PE3YJIbTaTOB 3aNHTEPECOBAHHBIM OPTaHU3AIUSM

3 - mocie npeocTaBlIeHUs JOKYMEHTHPOBAHHOTO TIOATBEPKACHHUS HCTIOTHEHUS

4 - xorja pe3yJbTaThl UCIIOJIHEHHUS] OTMEUEHbI Ha UCTIOJTHEHHOM JOKYMEHTE
Bonpoc Neo7. HomeHknaTypa fies npeaHa3HayeHa Jjisi:



| - cucreMaTuzanuy JOKYMEHTOB HA IPEANPUATHI

2 - TpyNIIMPOBKH UCIIOJHEHHBIX JOKYMEHTOB B JI€JIa U UX y4eTa
3 - 1715 IpaBUIILHOTO XPAHEHUS JOKYMEHTOB Ha IPEIIPUATHH
4 - coOmroaeHust pexXxrMa CEeKPETHOCTH Ha MPEeATNPUSTUI

Bomnpoc Ne8. Korga B HOMEHKIIAType /11 YKa3bIBAETCsl KOJIMYECTBO 3aBEACHHBIX TOMOB?
1 - B TeueHHME TO/IA

2 - 10 Mepe 3aHECEHUS CBEACHUI B HOMEHKJIATypy

3 - B KOHIIE KaJICHIapHOTO Toja

4 - TOJIBKO O 3aBEPILICHUU Jeia

Bomnpoc Ne 9. [InaHOBO-0T4YETHBIE JOKYMEHTHI TPYNITUPYIOTCSA B JI€JIa MO:

| - HOMHHaJIBLHOMY, aBTOPCKOMY, IIPEAMETHO-BOIIPOCHOMY U XpPOHOJIOTUYECKOMY IPU3HAKAM
2 - IpeaMETHO-BOIPOCHOMY U XPOHOJIOTUYECKOMY ITPU3HAKaM

3 - aBTOPCKOMY IIPU3HAKY

4 - XpOHOJIOTUYECKOMY MPU3HAKY

Bonpoc Ne 10. [IpuiioxeHnns kK T0OKyMEHTaM MMOMEIIAIOTCS B AEJIO0
1 - B 3aBUCHUMOCTH OT AAaThbl UX YTBCPIKACHUA

2 - B 3aBUCHMOCTH OT JIaThl COCTABIICHUS

3- MNPUCOCAUHAIOTCA K JOKYMCHTAM, K KOTOPBIM OHHU OTHOCATCSA
4 - popMUPYIOTCS B OTACIBHOE JEI0

Bomnpoc Ne 11. busnec - mian Ha 1998-2003 rr. moammBaeTcs B 1€J10:
1-1998 rona
2 -2003 rona
3 -2000 rona
4 -1997 roga

TecTbl i pyOesKHOT0 KOHTPOJIsl (BapuaHT 3)
Tema TexHosorusi padoThl ¢ JOKYMEHTAMHU U APXUBUPOBAHHE

Bonpoc Ne 1. B 3agaun apxuBa BXOJISAT:

1 - OpFaHI/I3aI_II/IOHHO-MCTOI[I/I‘ICCKaSI IIOMOIIIb ITO BEACHUIO ,Z[@.HOHpOI/I?)BOI[CTBa

2 - TIpueM, y4eT, XpaHEeHHEe JJOKYMEHTOB, 3aKOHUYEHHBIX JIEJIONPON3BOICTBOM

3 - HpI/IeM, yLIGT, xpaHeHHe ,Z[OKYMCHTOB, 3aKOHYCHHBIX ,Z[@.HOHpOI/IBBOI[CTBOM; I/IH(bOpMaI_[I/IOHHO-
CIpaBOYHAs paboTa 1Mo apXUBHBIM TIOKYMEHTaM MPEATIPHUITHS

4 - mpueM, y4ueT, XpaHeHHE TJOKYMEHTOB, 3aKOHUEHHBIX JIEJIOMPOU3BOJICTBOM ISl UX JaJIbHEH-
IIETO YHUUTOKCHUS

Bonpoc Ne 2. TTocne ucteueHnus cpoka UCroab30BaHUs JOKYMEHTA B ICJIONPOU3BOACTBE OH IMO/I-
JIC)KHT:

| - yHUUYTOXKEHUIO

2 - mepefaye B apXuB, YHUUTOKEHUIO WU JAJIbHEHUIIIEMY UCII0JIb30BAHUIO

3 - claue B yTUIIbCBIPHE

4 - nepenaye B apXuB.

Bompoc Ne 3. JlTokymeHTsl nepenarotcst B ['ocapxus
1 - TOJIBKO HAa MOCTOSIHHOE XpPaHEHHE

2 - TOJBKO Ha BPEMEHHOE XpaHEHUE

3 - Ha IOCTOSIHHOE ¥ BPEMEHHOE XpaHEHHE



4 - Ha IeNO3UTAPHOE XPAHEHUE

Bonpoc Ne 4. JlokyMeHTbI, 0TOOpaHHBIE B pe3y/IbTaTe SKCIEPTU3HI B COCTaB ApXUBHOTO (oHA
P®, 00pabaTbIBatOTCS ¥ ONUCHIBAIOTCS MOCIE OKOHYAHUU 3KCIIEPTU3bI HE TI03Ke

1 - Tpex MecsLeB

2 - OIHOTI'O MecsIa

3 - ogHOrO roJa

4 - Tpex Henelb

Bomnpoc Ne 5. TekcToBbIi pe1akTop - 3TO

1 - mporpamma Jij1sl COCTaBJIEHMSI U PENAKTUPOBAHUS IOKYMEHTOB

2 - TpadapeTsl JOKYMEHTOB Pa3HbIX BHJIOB, 3apaHee BBeICHHBIC B MaMsTh 11K

3 - mporpamma JJisi COCTaBJICHUS IOKyMEHTOB, C UCIOJIb30BaHUEM I1a0JIOHOB (00pa3IoB) KOH-
KPETHBIX JOKYMEHTOB

OtBet Ne4 nporpamma, /Ui 00pabOTKH KOPPECTIOHICHIINN

Bompoc Ne 6. JlokasnbHast KOMIIBIOTEpHAs CETh - 3TO

OtBer Nel cetb, pacripocTpaHeHHas 3a Ipenesbl oduca

OtBet Ne2 ceTh, pacipocTpaHeHHasi BHYTpH oduca

OtBet Noe3 HECKOJIBKO KOMITBIOTEPOB, BHITIOJIHSIONIUX 00pa00OTKY OJTHOTUITHON TOKYMEHTAIIH
OtBet N4 ceTb, KOTOpasi OXBaThIBAET BCIO HAIIY IUIAHETY

Bompoc Ne 7. TIporpamma Outlook Express mo3BomsieT:

OtBet Nel ObIcTpOo 00pabOTaTh TOCTABICHHYIO TIOUTY

OtBer Ne2 yka3arpb npaBuia 00pabOTKH MOCTYMAIOMIEH JIEKTPOHHON KOPPECTIOHACHIIUU
OtBet Ne3 copTupoBaTh MOUTY MO OTACIBHBIM MaNKaM

OtBet Ne4 0OMEHUBATHCS COOOIEHUSIMH C OJJTHOTO KOMITBIOTEpa Ha JPYroi

Bomnpoc Ne 8. Mcnonb3oBanue b/] cokpaiiaer BpeMst perucTpanu T.K.:

OtBet Nel TpanuimoHHas peructTpanus JOKYMEHTOB B )KypHAJIe 3aMEHSIETCS BBOJOM CBEICHUMN
0 okyMeHTe B namsth 11K, mpu 3ToM HOMep, 1aTa perucTpanuu MpoCTaBISIIOTCS aBTOMaTHye-
CKH, a TIOBTOPSIOIINECS PEKBU3UTHI BHIOUPAIOTCS U3 COOTBETCTBYIOIINX CITUCKOB

OtBet No2 MOXHO MTPOU3BOUTH BEIOOPKY TOKYMEHTOB C 33JJaHHBIM CPOKOM UCTIOJTHEHHUS, 110~
CTaBJICHHBIX [IPH PETUCTPALMK HA KOHTPOJIb

Otset Ne3 B peructpaimoHHyro kapTouky b/l BHOCSATCS cBeieHust 0 HOMepe fena (TIamnku), B KO-
TOpPOE MOAIIUT UCTIOTHEHHBIN TOKYMEHT

OtBet Ne4 1OKYMEHTBI CUCTEMATU3UPYIOTCS 110 PA3IUYHBIM PEKBU3UTAM

CTpenku 4acoB-3TO HOXKHHIIBI,0TPE3AIOLINE YACTUUKH HAIIEH JKU3HHU.

Bomnpoc Ne9. K nokymeHTaM 1o JU4HOMY COCTaBY OTHOCSITCSL:

1 - TpyAOBbIE KOHTPAKTHI, TPYJOBbIE KHUXKKH, TUYHBIE JeTa, 3asBJICHUS O IIpHeMe Ha padoTy

2 - 3asBJIeHUS paOOTHUKOB O TIPUEME M YBOJIBLHEHUH, Pe3toMe, aBToOnorpadus

3 - JInuHble €A, TPYAOBBIE KOHTPAKTHI, IPHUKA3HI 10 JI/C, TPYAOBbIe KHUKKH, THYHBIE KapTOU-
KM, JIMLIEBBIE CUeTa 10 3apabOoTHOM IyiaTe

4 - 3asBieHUs1 paOOTHUKOB O MPHEME U YBOJIbHEHHH, pe3toMe, aBToOnOrpadus; Tpy1oBble KOH-
TPaKThI

Bormpoc Nel0. ITpu mpueme cotpynauka Ha paboTy HE0OX0IUMO OpopMIICHUE CIETYIONIUX 10~
KYMEHTOB:

1 - 3asiBIICHUE COTPYAHHUKA O TIPUEME, TPYIOBOM JOTOBOP (KOHTPAKT), MPUKA3 O 3aYUCICHUHN

2 - BasBIIeHUE COTPYIHUKA O IIpUeMe Ha paboTy, TPYAOBOI KOHTPAKT

3 - mpuKa3 0 3a4MCIEHUU COTPYAHHKA Ha paboTy



4 - pe3oMe, 3asBIICHUE COTPYAHUKA O IPHEME, TPYIOBOM TOTOBOP (KOHTPAKT), MPUKA3 O 3a4HC-
JCHUH

TecTbl 111 pyOesKHOT0 KOHTPOJIsl (BapuaHT 4)

Pazoen I1. Tpebosanusn k opopmnenuro ynpasnenuecKkux 00KyMeHmos.

Tema Pexeuszumot 0oxymenma. Knaccugpukayusa opzanuzayuonno-ynpasienueckoi ungpop-
mayuu

1. Ha xakom dopmare Oymaru HCTIOJHSIOTCS CITYKEOHBIE TOKYMEHTHI?

a) A 2;

0) A7,

B) A 5;

r) A4.

2. CKOJIBKO PEKBU3UTOB TipeaycmaTpuBaeT HOBbIM ['OCT?
a) 30;
0) 29;
B) 31;
r) 27.

3. Kakue u3 JOKyMEHTOB OTHOCSTCS] K paclOpSAUTEIbHBIM?
a) [Iporoxkou;

6) MHCTpYKTUBHOE MHCHMO;

B) YKa3zaHue;

r) [Tonoxxenwue.

4. JlaToil mpuKasa sBJISIETCA J1aTa. ..
a) COTJIacOBaHUS;

0) moanucaHus;

B) YTBEP)KJICHUS;

') peTUCTPAIIIH.

5. Kakue 1oOKyMeHTBI OTHOCATCS K OpraHu3allMOHHbIM?
a) [Ipukas;

0) Ilonoxenue;

B) YKa3zaHue;

r) CrpaBka.

6. PykoBoauTenb GUPMBI ¢ TOMOIIbIO OPTaHU3AIIMOHHBIX TOKYMEHTOB. ..

a) OCYILECTBIIAET YBOJIIbHEHHE PAOOTHUKOB,;

0) ompeenseT npaBa U 00sI3aHHOCTH COTPYIHHUKOB;

B) MOOIMIPSIET OTIIMYUBIIETOCS paOOTHUKA;

T') ONPEACIISET MOCIEA0BATEILHOCTD JCHCTBUN MTPH BHITIOJHEHWH TON WJIM WHOW PaboTHI,

7. HazHaueHue pacnopsAuTeIbHbIX JOKYMEHTOB — 3TO. ..

a) peaM3ansi CHCTEMBI U MTPOLIECCOB YIIPABIICHUS;

0) peryaupoBaHue JCSITSIBHOCTH, TTO3BOJISIONIECE OpraHy yIpaBJieHUs1 00ecTieunBaTh peaansa-
[UIO MOCTABJICHHLIX MCPC HUM 3a4ay;

B) MJIaHUPOBAHUE ACSITEILHOCTU YUPEKICHUS;

I') COOOIIEHNE CBEIEHUH, MOOYXKAAIOUINX OPTaHbl YIIPaBICHUs IPUHUMATh ONPEIeIICHHbBIE pe-
HICHHUS.

8. [Ipukas — 3T0 MpaBOBOM AKT, U31ABAEMBbIH. ..



a) pyKOBOAMTENEM OpraHU3aIMH Ha ITpaBaxX €JUHOHAYAIINS C 1IEJIbIO pa3pelIeHNs] OCHOBHBIX BO-
IIPOCOB;

0) BBICIIIMMHU OpTaHaMH UCTIOJIHHUTEIBHOM BIACTH;

B) PYKOBOJUTENIEM OpraHU3alMy 110 BOpocaM MH()OPMAIIMOHHO-METOANYECKOTO XapaKTepa;

I') COBEIIATEIbHBIMU OPraHAMHU YUPEKICHUS.

9. Kakoe onpezenenne 0THOCUTCS K cripaBke? «J{oKyMeHT conepKaiuii. . .»

a) moIpoOHOE OMKMCAaHNE KAaKOro-Tu00 (pakTa UM COOBITHS C BBIBOJAMHU U TIPEIJIOKCHUSIMU aB-
TOpA;

0) MoaPOOHBIN X0 KAaKOTO-THO00 MEPOTIPUSTHS;

B) MIEpEYEHb MEPOTIPUATHII;

T') MOATBEPIKICHHUE WIIM OMTUCAHUE TEX WM UHBIX (DAKTOB U COOBITHIA.

10. ABTOpOM CITy’kK€OHOTO TTHCHhMa SIBIISIETCSL. . .

a) opranuzanus, pupma, 0T UMEHH KOTOPOH MOCBUIAETCSI MUCHMO;
0) TOJDKHOCTHOE JIUIIO, KOTOPOE IMOCHUTAET MMUCHMO;

B) HUCIIOJIHUTCIIb, KOTOpBIﬁ T'OTOBUT IMUCHMO,

T') JIUIIO, OTIPABUBIIIEE MMUCHMO.

11. B BBOJIHOM YacTH pacnopsSAUTEILHOTO JOKYMEHTA COIEPIKATCH. . .
a) 1IeJIU U IPUYUHBI CO3/IaHUSI IOKYMEHTA;

0) OCHOBHBIC HANIPABJICHHS JICSITCIIBHOCTU YUPEKIACHUS;

B) pacOpsKEHUS PYKOBOJAUTEIIS,

T') CPOKU UCTIOJTHEHUS PACTIOPSIKEHUS.

12. K xako# rpyrnmne 10KyMEHTOB OTHOCUTCS] TPOTOKOJ?
a) K pacnopsauTenbHbIM TOKyMEHTaM;

0) K muunbim;

B) K cripaBouHO-MH(}OpMAIIOHHBIM;

r) K opranuzaimoHHbIM.

13. Kakoro pekBu3uta HeT B GOpMYJIsipe CIy)KeOHOTo muchma?
a) HAMMEHOBAaHME YUPEKJICHUSI-aBTOPA

0) HaMMEHOBaHUE BUJIA JOKYMEHTA

B) 3aroJIOBKa K TEKCTY JOKYMEHTa

T) ampecaTa

14. Kak Ha3pIBaeTCA IOKYMEHT, B KOTOPOM OTIPEIEIISIOTCS TOHKHOCTHBIE 00S13aHHOCTH padoT-
HUKA YUPEKICHU?

a) [IpaBuina;

0) Unctpykuus;

B) YcTaB;

r) [lonoxenue.

15. JlokymeHT, puKCcHpyrONTUi X0 00CYKIEHUSI KAKOT0-THO0 BOIIpoca — ATO...
a) aKT;

0) MPOTOKOIT;

B) NpUKa3;

T') IOKJIaJHAs 3aIKCKa.

16. PekBU3HUT cITy’keOHOTO MUChMaA — ATO. ..
a) 4acTb TEKCTa MUChMa;
0) pupmeHHBINH OaHK;



B) €ro OT/ICJIbHBIN AJIIEMEHT;
T') WITaMIl OpraHU3alli, HalMCaBIIEeH MHUChMO.

17. JlaToii akTa sIBIIICTCS AaTa...
a) YCTaHOBJIEHHOTO COOBITHS;

0) moanucaHus;

B) YTBEP)KJICHUS;

T') M3TOTOBJICHUS aKTa.

18. K xako¥ rpyrime 10KyMEHTOB OTHOCATCS CIIpaBKa M JOJLKHOCTHAS 3amucKa?
a) K JINYHBIM;

0) K cpaBOYHO-MH(OPMAITHOHHBIM;

B) K pPacIOpsIUTENbHbIM;

T') K OpraHU3alMOHHBIM.

19. Pe3omtonuio Ha CITyK€OHOM MUChME MOKHO TTUCATh. ..
a) 110 TEKCTY NIUChMa;

0) Ha OTACIIPHOM JIUCTE OyMaru;

B) B OTJCNILHOM CIICIHATILHOM XYypHAJIE;

T') Ha CBOOOJHOM OT TEKCTa MECTe.

20. O0OBsACHUTENbHAS 3aIIUCKA [OAIINCHIBAETCS. . .
a) pyKOBOJUTENIEM IIPEIIPUATHSL, OpraHU3aLUH;
0) cocTaBuTeNEM;

B) IIpe/ice/laTeeM U YJIeHaMU KOMHCCHH;

T') CEKpeTapeM PYKOBOIUTEIS.

21. 3aBepuTenbHasg HAAMUCH HA IOKyMEHTE «BepHO» yI0CTOBEPSIET, UTO. ..
a) paBUWJIbHO yKa3aH aJipec;

0) macopTHbIE JaHHbIE 3aBUTENSI COOTBETCTBYIOT AEMCTBUTEIHLHOCTH;

B) JaTa JIOKYMEHTa BEpHa;

T') KOIUS JJOKYMEHTa TOYHO COBIMAJIaeT C MOJATUHHUKOM.

22. I'ne nomemaercst «OTMETKa O MOCTYIUICHUU JOKYMEHTA B OPTaHU3ALNIO»?
a) Ha neBom mnose;

0) Ha Bepxuewm moue;

B) Ha HmxueM noue;

r) Ha mo60oM cBOOOTHOM OT TEKCTa MECTE.

TecThl i pyOesKHOT0 KOHTPOJIsl (BAPUAHT 5)

Pazoen I1. Tpebosanusn Kk opopmnenuro ynpasnenuecKkux 00KyMeHmos.
Tema @opmynap ookymenma Pexeuzumul 0oKymenma.

1. K mokyMeHTaM 1O JIMYHOMY COCTaBY OTHOCHUTCH. . .

a) MITaTHOE PACIHCAHUE;

B) TPYZIOBOM KOHTPAKT;

0) cripaBka;

T') JOJHKHOCTHAS! MHCTPYKITHSL.

2. Haunbonee TouHOE OIpeieIeHUE TOKYMEHTA:
a) MaTepUaAITbHBINA OOBEKT C MOJMHUCHIO;

B) YOCTOBEPEHHE JTUYHOCTH;

0) HOocuTenh HH(MOPMAITUH;



') MUCbMEHHOE CBUIETENBCTBO.

3. PekBU3UT 1OKyMEHTA - 3TO:
a) GupMeHHBIN OJaHK;

B) €r0 OT/JENbHBIN 2JIEMEHT;

0) OCHOBHAs YacTh JOKYMCHTA;
r) GOopMyJISIp TOKYMEHTA.

4. C KaKkoH 11eJIbI0 Ha JOKYMEHTE YKa3bIBAIOT (PaMUIIHIO U TeNe()OH UCTIOTHUTEIS
a) JUIs IPUIaHus JOKYMEHTY IOPHINYECKOMN CHJIBI;

B) JUISL IPABUIILHOTO O(hOPMIICHUS;

0) IJ1s1 OTIepaTUBHOM CBSI3H;

I‘) AJI MOATBECPKACHUA TOAJIMHHOCTH JOKYMCHTA.

5. Busa cornacoBaHus IPOCTABIIECTCS HA TOKYMEHTE

a) IocJje MOJMUCAHUS PYKOBOIUTEIEM;

B) Ha K3EMIULIpE, IPEeAHa3HAYEHHOM JJIsl IOJIIMBKY B J€JI0;
0) 10 MOIMTUCAHMUS,;

T) JUIsl OTIPaBKH TOKYMEHTA.

6. Kakue pacnopsiurenbHble TOKYMEHTHI U3/1al0TCSI HA OCHOBE €MHOHAYAIINS
a) PUKa3bI;

B) IOCTaHOBJICHHS;

0) pereHus;

T') YKa3aHHUS.

7. Ha xakoM ciy:ke0HOM MHUChME TTPOCTABISIETCS CChITKA HA HOMEP | JIaTy JOKyMeHTa?
a) rapaHTUHHOM;

B) OTBETHOM;

0) CONPOBOIUTEILHOM;

') Ha BCeX MUChMaXx.

8. B pe3ynbpTare pacCMOTPEHUS BXOASIIETO JOKYMEHTa PYKOBOJUTEIEM Ha HEM HOSBIISETCS. . .
a) TMOJITUCh;

B) PErMCTPALMOHHBIN HOMED;

0) pe3oronus;

B) BU3a.

9. JoKyMeHT, PUKCUPYIOLIUI X0 00CYKIEHUS U TIPUHATHS PEIICHUS Ha 3aCeJaHUU KOJIJIeTH-
aJIIbHOTO OpraHa...

a) aKT;

B) IOCTaHOBJICHHE;

0) KOHTPaKT;

T') MPOTOKOL.

10. JIokyMEHTBI pETUCTPUPYIOT. ..

a) B IHb TIOCTYILJICHUS, OTIIPABKU;

B) B JICHb IIe€pe/layy Ha UCIIOJHEHUE;
0) B 1eHb 0(hOpPMIICHUSI, COTJIACOBAHMS;
T') MOCJIE UCTIOJTHEHUS.

11. OT™MeTKY 0 HAJIMYWU TIPUIIOKEHUS 0053aTEITbHO UMEET. ..



a) JIOTOBOPHOE MUCHMO;

B) COIIPOBOAUTENHHOE MUCHMO;
0) MHPOPMALIMOHHOE MTUCHMO;
T') BCE CIIy)KEOHBIC TTHChMA.

12. IIpuka3sl MO OCHOBHOM AESITEILHOCTU U MPUKA3BI 110 TUYHOMY COCTaBY...
a) GopMHUpYIOTCS B OJTHO JIENI0;

B) MOTYT ()OPMHPOBATHCSI B pa3HBIC JIEN1a;

0) hopMupYIOTCS B pa3HBIE JIena;

r) GOpMHUPYIOTCS B pa3HBIE TOMA OJHOTO JIETIa;

13. Kakoii pekBU3UT HE BXOIUT B (hOPMYJISIP MPUKa3a M0 OCHOBHOM JIEATEILHOCTH?
a) Ha3BaHHUE OpPraHU3alNY;

B) MECTO M3aHUS;

0) BUJ TIOKYMEHTA,

T) azmpecar.

14. B xakoM U3 BHJIOB JIOKYMEHTA HE MPOCTABIIICTCSA PEKBU3HT «HANMECHOBAHUE BUA IOKYMECH-
Tay?

a) SASIBJIEHUE;

B) JIOKJIAZTHA S 3ATIMCKA;

0) [IMCBMO;

r) JOJDKHOCTHAA MHCTYKIMAL.

15. B kakoii mocienoBaTenbHOCTH 0(hOPMIIIETCS] BBOJHAS YaCTh POTOKOJIA?
a) mpeacenaTelnb, CEKPETaph, IPUCYTCTBOBAIIH, TIOBECTKA JHS;
0) mpezacenarenb, CEKpeTapb, IPUCYTCTBOBAJIH, IPUTJIAIICHBI, TOBECTKA JIHS;
B) IIpeJiceiaTellb, CEKpeTaph, IPUCYTCTBOBAIIN, IPUTJIAILICHBI;
I) Ipesceaareib, CEKpeTaph, IOBECTKA AHs, IPUCYTCTBOBAJIH.

16. {okmamHas 3amucka — 3To. ..

a) IOKYMEHT, B KOTOPOM IE€pEalOTCs CBEICHHS, HEOOXOIMMBIE PYKOBOIUTEIIO;

0) TOKYMEHT, aJ[peCOBaHHBII BBIIIECTOSIIEMY PYKOBOAUTEIIO, COJACPKAIINUNA 00s3aTeIbHOE H3-
JI0’)KEHHE KaKOT0-THO0 BOIIPOCA C BHIBOJAMH U TIPEIJIOKEHUSIMHU COCTABUTEIIS;

B) JIOKYMEHT, aJJpeCOBAHHBIN BHIIIECTOSIIIEMY PYKOBOIUTENIO ¢ HH(OpMaLIUEi;

') TOKYMEHT, aJp€COBAaHHBIN BBIIIECTOSIIEMY PYKOBOJIUTEIIO C MIPEIJIOKCHUSIMH.

17. Pe3omronus numiercsi Ha JOKYMEHTE IOJIKHOCTHBIM JIMIIOM U BKJIFOYAET. ..

a) amMuuu UCTIOTHUTENEH, MOANKCH U JaTYy;

0) pamunuu uCOTHUTENEH, COEPIKaHNE IOPYUCHHUsI, CPOK UCIIOJTHEHHSI, TIOJIITUCH U JaTYy;
B) COZIEpKaHUE MOPYUYEHUS, IOANKCH U AaTy;

) paMuIMU UCTIOJIHUTENIEH, COZIep)KaHKE TIOPYUCHHSI, TIO/ITUCH.

18. B xkakom OyiaHKe aeTcst HanboJsiee TMOMHBIN TepeueHb PEKBU3UTOB MIPEATIPUSITHS?
a) OJTaHK MHCHMA,

B) OJIaHK TIPHKa3a,

0) oOmmii O1aHK;

r) OJaHK TeJIerpaMMBI.

19. Korna peructpupyercst NOCTyNaronMi JOKYMEHT?
a) B JICHb MOCTYIUICHUS;
B) B JIEHb OTIIPAaBKH OTBETA,



0) B IeHb MOANMCAHUS PYKOBOIUTEIEM;
T') HE PETUCTPHUPYIOTCA.

20. Kakoe cJI0BO UCMOJIB3YETCA B paCIOPSIANTEILHON YaCTH TEKCTA MPUKa3a
a) [IOCTAHABIJISAIO;

B) [IPUKA3BIBAIO;

0) [IPEAJIATALO;

r) OBA3BIBAIO.

21. B HOMEHKIaTypy A1 BKIKOYAIOTCA. ..
a) )KypHaJbl peruCcTpaluy;

B) IIPUKA3HI;

0) rmeyaTHbIC U3IaHNs,

T') MO3JPABUTEIbHBIE OTKPBITKU;

22. Ilpukassl MO JMIHOMY COCTaBY MPEANPUITHS (OPMHUPYIOTCS B JIETIO. ..
a) MO JlaTe POXKJACHUS COTPYAHUKOB;

B) IO CTaXXy pabOThI COTPYIHUKOB;

6) no anaBuTy haMUINI COTPYIHUKOB;

T) [0 3aHUMAaeMOM JOKHOCTH COTPYIHUKOB.

Kuaroun:
TecTsl 17191 py0e:KHOT0 KOHTPOJIs1 (BapuaHT 1)
Pazoen I1. Tpebosanus Kk oghopmnenuto ynpasieHuecKkux 00OKymeHmoe
Tema OCHOBHBIE TOHSTHS I€TIONPOU3BOICTBA.

Bomnpoc Nel. Jlenonpous3BoAaCcTBO 3TO-. . .
OtBet Nel coBOKYITHOCTB pabOT MO TOKYMEHTHPOBAHUIO YIIPABIECHUYECKOM NEATEILHOCTH yupe-
KJACHUH U IO OpraHU3aluy B HUX JOKYMEHTOB

Bompoc Ne2. Xon o0cyxkaeHus1 BOMPOCOB U PEIICHHUS, MPUHUMAEMbIe Ha 3aCEIaHUSIX KOJIJIETH-
QITBHBIX OPTaHOB, COBETaX, COOPAHUSIX, COBEIIAHUIX (DUKCHPYIOTCSI B:
OtBet Ne3 TIporokosnax

Bompoc Ne3. Cobmtoienre enuHbIX MpaBmil 0hOPMIICHUS TOKYMEHTOB 00€CTIeunBacT:

Otset Ne2 HOpunnyeckyro cuily JOKyMEHTOB, OIIEPaTUBHOCTh U KAUECTBEHHOE COCTAaBJIEHUE J0-
KYMEHTOB, OpPIaHU3alMI0 OBICTPOrO MOMCKA TOKYMEHTOB, aKTUBHOE HCI0JIb30BaHe OBM npu
COCTaBJICHUH JOKYMEHTOB

Bonpoc Ned4. Ykakute BapraHThl HEBEPHOTO JAaTUPOBAHUS CIYKEOHBIX TOKYMEHTOB:
Otser Nel 15/08/99

Otser Ne3 2000 03 10

Otset Ne4 15.1.99

Bonpoc No5. bnaHk 1151 BHEIIHUX TOKYMEHTOB BKJIIOYAET PEKBU3UTHI:
OtBet Ne2 Dmbnema npeanpusTHs, €ro HaMMEHOBAaHUE, TOYTOBBIN afpec, HOMEp KOHTAKTHOTO
Tesie(poHa, 1aTa U HOMEp JOKYMEHT

Bormpoc Ne6. JInst Hammydiero moHUMaHus CMbICTIa IOKYMEHTa Han0oJiee 3HaYMMYIO 9acTh
HY>KHO pa3MellaTh:
OrtBet Ne2 B cepeuHe TeKCTa



Bormpoc Ne7. TIpaBoBoii cTatyc paOOTHUKA OpTaHU3AIMN PETIIaMEHTHPYETCS
OtBet Nel nosokeHUeM O CTPYKTYpHOM IMOAPa3IEIIeHUN

Bomnpoc Ne§.K opranu3zaiinoOHHBIM IOKYMEHTaM OTHOCSITCSI:
OtBet Ne2 VcraB, cTpykTypa U IITaTHAs YUCIEHHOCTD, IITATHOE paclKCcaHue, MpaBuia BHYT-
PEHHETO pacnopsiika, J0HKHOCTHBIE HHCTPYKIIUU

Bompoc Ne9. JlaToii BcTyIuieHHs IpUKa3a B CUILY SIBIISIETCS:
OtBet Ne2 Jlara ero noanucaHus pyKoOBOJUTEIEM

Bonpoc Nel0. branku npotokosia coiepxar CaeayIomne peKBU3UTHI:
OtBet Ne4 nanmMeHoBaHUEe opraHu3anv, HAUMCHOBAHUC BUJld JOKYMCHTA, JaTa 3aCCAaHus, HO-
Mep MPOTOKOJIA, MECTO 3aCeAaHMUsl, TEKCT, TOMTUCH

Bormpoc Nel1. B Tekcte mpoTokosa KpaTkoi (hOpMBbI YKa3bIBAIOTCS:
OtBet Ne2 cniMcok MPUCYTCTBYIOIINX, PACCMATPUBAEMBIE BOIIPOCHI U IPUHSATHIC PELLICHUS

Bonpoc Nel2. KakuMm gokymeHTOM 0(pOpMIISIEeTCsl CIICAaHUE MaTepUaIoB?
Oteet Nel AkToM

Bompoc Nel3. JlokymeHTOM, COAepsKaluM 00CTOATEIbHOE U3JI0KEHHE BOTIPOCA, OTPAKAIOIIETO
MIPOU3BOJICTBEHHYIO ACSATEIHLHOCTh OPraHU3ALIUH, SBIISECTCA:

Otset Nel cnpaBka

OtBet Ne4 noksnagHas 3amucka

Kuaroun:
TecThl i pyOesKHOT0 KOHTPOJIsl (BApUAHT 2)

Tema TexHosorusi padoThl ¢ JOKYMEHTAMHU

Bompoc Ne 1. Uetkas opranusaius padOThI ¢ TOKYMEHTaMHU HEOOX0uMa IS
OtBet Ne3 cozmaHus ONTUMAIBHBIX YCIOBHH I BCEX BUOB PadOT C TOKYMEHTaMHU

Bomnpoc Ne2. Ha paccmoTpeHnne pyKoBOACTBa IEPEAAOTCS:
OtBet Ne2 Bce nmojyiexxaniue UCIOTHEHUIO TOKYMEHTBI

Bomnpoc Ne3. BHyTpeHHUE JOKYMEHTBI:
OtBet Ne2 peructpupyrorcs B A€Hb OANMCAHUS

Bompoc Ne4. Kakne 70OKyMEHTBI OTHOCATCSL K HEPETUCTPUPYEMBIM?
OtBet Ne2 [lo3apaButenbHbIe TUChbMA, TPUTIIALICHUS
OtBet Ne4 KOHTpAKTHI M JOTOBOPA, HE COCTOSIBIIMECS IO KAKUM JIMOO MPUIMHAM

Bonpoc Ne5. OcHoBHas 11e1b OpraHu3aly KOHTPOJIS UCIIOJHEHUS — . . .
OtBet Nel obGecniedeHre CBOEBPEMEHHOTO M KaU€CTBEHHOTO UCTIOJHEHUS JOKYMEHTOB

Bonpoc Ne6. Korga 1OKyMEHT CUMTAETCSI HCIIOJTHEHHBIM U CHUMAETCS ¢ KOHTPOJIS?
OTset Ne3 nocite npeaoCTaBJICHUA JOKYMCHTHPOBAHHOI'O MIOATBCPIKIACHUA NCITOJTHCHU A

Bomnpoc Ne7. Homenkiatypa fen npeaHa3HadeHa JUis:
OtBet Ne2 ['pynnupoBKY UCMOJHEHHBIX JOKYMEHTOB B JleJla U UX y4eTa



Bomnpoc Ne8. Korga B HOMEHKIIAType 1eJT YKa3bIBA€TCsl KOJIMYECTBO 3aBEACHHBIX TOMOB?
Otset Ne3 B koHIIe KaJleH1TapHOTO Toja

Bompoc Ne 9. [InaHOBO-0TUETHBIE JOKYMEHTBI TPYIIIUPYIOTCS B Ji€ja I10:
OtBet Ne2 npeaMeTHO-BOITPOCHOMY M XPOHOJOTHYECKOMY ITPU3HAKaM

Bonpoc Ne 10. I[IpunioxeHnus Kk T0KyMEeHTaM MMOMEIIAIOTCS B AEJI0
OtBet Ne3 npucoeuHAI0TCA K JOKYMEHTaM, K KOTOPBIM OHM OTHOCATCS

Bompoc Ne 11. busnec - uian Ha 1998-2003 rr. noammBaeTcst B 1€10:
OtBet N4 1997 rona

Kuaroun:
TecThl 17151 py0esKHOr0 KOHTPOJIsi (BapuaHT 3)
Tema TexHoJsiorusi padoThl ¢ JOKYMEHTAMHU M APXUBUPOBAHHE
Bompoc Ne 1. B 3agaun apxuBa BXOJAT:
Otset Ne3 Ilpuem, yder, XxpaHeHHE TOKYMEHTOB, 3aKOHYCHHBIX JICJIONPOU3BOICTBOM; HH(pOpMa-
[IMOHHO-CIIPAaBOYHAs paboTa 10 apXUBHBIM JJOKYMEHTaM TPEIIPHSITHS

Bompoc Ne 2. [Tocne nucreduenns cpoka UCIIOJIb30BAHUS JOKYMEHTA B 1€JIONPOU3BOICTBE OH MOJ-
JICKHT:
OtBet Ne4 Ilepenaue B apxus.

Bompoc Ne 3. JlTokymeHTsl nepenarotcst B ['ocapxus
OtBet Nel TOJBKO HA TOCTOSTHHOE XPaHEHHUE

Bormpoc Ne 4. JlokymMeHTBI, 0TOOpaHHBIE B PE3yJIbTaTe SKCIIEPTU3BI B COCTaB APXUBHOTO (hoHIa
P®, 06pabaThIBatOTCSI U OMUCHIBAIOTCS MTOCIIE OKOHYAHUH IKCTIEPTU3BI HE TTO3XKE
OtBet Ne2 onHoro mecsua

Bomnpoc Ne 5. TekcToBbIi pe1akTop - 3TO
OtBet Nel mporpamma Juist COCTaBJIEHUS U PEJAKTHPOBAHUS TOKYMEHTOB

Bompoc Ne 6. JlokasnbHast KOMIIBIOTEpHAs CETh - 3TO
OtBet Ne2 cetp, pactipocTpaHeHHast BHYTpH oduca

Bompoc Ne 7. ITporpamma Outlook Express mo3Bossier:

OtBet Nel ObicTpo 00paboOTaTh JOCTABICHHYIO MTOUTY

OtBet Ne2 ykazath npaBusia 00pabOTKH MOCTYNAIOIIEH 3JIEKTPOHHOM KOPPECTIOHICHIITNH
OtBet Ne3 copTupoBaTh MOYTY MO OTAEIBHBIM MANKaM

OtBet Ne4 0OMeHUBATHCSI COOOIIICHUSIMU C OJTHOTO KOMITBIOTEpA Ha APYTroun

Bomnpoc Ne 8. Mcnions3oBanue b/l cokpamiaer Bpemsi perucTpaiuu T.K.:

OtBet Nel TpaaMuMOHHAs perucTpanus JOKYMEHTOB B KypHaJle 3aMEHsIETCS BBOJOM CBEJIEHUI
o nokymeHte B namsaTh 1K, mpu 3ToM HOMep, 1aTa perucTpaiiu NpocTaBisioTCsS aBToMaTHye-
CKH, a MOBTOPAIOUIUCCA PCKBU3UTHI BBI6I/IpaIOTC$I N3 COOTBCTCTBYIOIINX CITMCKOB

Bompoc Ne9. K nokymeHTam 1o JIMYHOMY COCTaBY OTHOCSTCS:
Otset Ne3 Jluunble nena, TpyAOBbIe KOHTPAKTHI, IPUKA3HI T10 JI/C, TPYAOBbIE KHUKKH, THYHBIC
KapTOUKH, JIULIEBBIE CUeTa 10 3apaboTHOM mjare



Bonpoc Nel0. [Tpu npueme coTpyaHuka Ha paboTy HE00X0AUMO 0pOpMIICHHE CIEAYIONIHX J10-
KYMEHTOB:

OtBet N4 Pesrome, 3as1BlIeHUE COTPYAHHUKA O IPUEME, TPYAOBOM 10roBOp (KOHTPAKT), IPUKA3 O
3a4MCIICHUN

Kuaroun:
TecThl 17151 pyOesKHOr0 KOHTPOJIsi (BapuaHT 4)
Pazoen I1. Tpebosanus k oghopmnenuto ynpasienueckux 00OKymMeHmoas.
Tema Pexeusumot 0okymenma. Knaccugpuxayua opzanuzayuonno-ynpasienueckoit ungop-
mayuu

1. Ha xakom dopmare Oymaru HCTIOJHSIOTCS CITYKEOHBIE TOKYMEHTHI?

B) AS;

r) A4

2. CKOJIBKO PEKBU3UTOB NpeaycMarpusaeT HOBbIM ['OCT?

B) 31;

3. Kakue 13 10KyMEHTOB OTHOCSITCS K PaCIOPAIUTEIbHBIM?

B) YkazaHue;

4. Jlaroit mpuKasa siBIsieTCs Aara. ..

0) moanMcaHus;

5. Kakue 1oxyMeHThI OTHOCSITCSI K OPraHU3alMOHHBIM?

0) Ilonoxenue;

6. PykoBoauTens GUpPMBI C TOMOULIBIO OPraHU3allMOHHBIX JOKYMEHTOB. . .

T') ONIPEACIISET MOCIEeA0BATEILHOCTD JCHCTBUN MTPH BHITIOJHEHWH TOH WJIM HHOW PaboTHI,
7. Ha3HaueHue pacriopsAUTENbHBIX JOKYMEHTOB — 3TO...

a) peayin3alys CHCTEMBI U MTPOLIECCOB YIPABIICHUS;

0) perynupoBaHue e TeNbHOCTH, MO3BOJISAIONIEE OpraHy yrpaBieHHs 00ecreunBaTh peann3a-
IIUIO TTOCTABJICHHBIX Mepe/l HUM 3a]1ay;

8. Ilpuka3 — 3T0 IpaBOBOM aKT, U3/1ABAEMBIIL. ..

a) pyKOBOJUTEJIEM OpraHU3aI[H Ha MTpaBaxX €AMHOHAYAIHUS C LIETbI0 pa3pelieHus OCHOBHBIX BO-
IIPOCOB;

9. Kakoe onpenesieHre OTHOCUTCA K cripaBke? «J[OKyMEHT coaepKaliuu. . .»

T') MOATBEPKICHUE VI OMICAHUE TEX WM MHBIX (DAKTOB U COOBITHH.

10. ABTOpOM CITy’kK€OHOTO TTHChMa SIBIISIETCSL. . .

a) opranuzanus, Gpupma, OT UMEHU KOTOPOI MOCHUTAETCS TUCHMO;

11. B BBOJIHOM YacTH pacnopsSANTEIHLHOTO JOKYMEHTA COIePKATCH. . .

a) LIeJM ¥ IPUYHHBI CO3JIaHUS JTOKYMEHTA,

12. K xako# rpyrrmne 10KyMEHTOB OTHOCUTCS] TPOTOKOJI?

B) K cripaBouHO-nH(}OpMAIIIOHHBIM;

13. Kakoro pekBu3uta HeT B GOpMYJIsipe CIy)KeOHOTO muchma?

0) HaMMEHOBAHKE BHUJIA TOKYMEHTA

14. Kak Ha3pIBaeTCA JOKYMEHT, B KOTOPOM OTPEIEIISIOTCS JOHKHOCTHBIE 00S13aHHOCTH padoT-
HUKA YUPEKICHU?

0) UucTpykuus;

15. lokyMeHT, GUKCUPYIOIMUI X0 00CYKIIEHHs KaKOoro-I100 BOIpoca — 3T0. ..
0) MPOTOKOIT;

16. PekBU3UT Ci1y’keOHOTO MHCbMa — 3TO. ..

B) €0 OTAENbHBIN JIEMEHT;

17. aToit akTa sIBJISICTCS Jata...

a) YCTaHOBJIEHHOTO COOBITHS,

18. K xakoii rpymnie JOKyMEHTOB OTHOCATCS CIIPABKA U I0JDKHOCTHAs 3aMucKa?
0) K cnpaBouHO-mH(MOpPMAITMOHHBIM;



19. Pe3omonuio Ha ciryeOHOM MUChbME MOXKHO MTUCATh. ..

T') Ha CBOOOJHOM OT TEKCTa MECTe.

20. O0bscHUTENBHAS 3aMKUCKA TOAIMHCHIBACTCS. ..

0) cocTaBUTEIEM;

21. 3aBepuTenbHas HaANKUCh Ha JOKyMeHTe «BepHo» ynocToBepsieT, 4To...

I') KOIMsI JOKYMEHTa TOYHO COBIAAAET C MOUIMHHUKOM.

22. I'ne nomemaercs «OTMETKa 0 MOCTYIIJIEHUH T0KYMEHTA B OpraHU3aLuio»?
B) Ha Hmxuem mnote;

Kuaroun:
TecThl 17151 pyOesKHOr0 KOHTPOJIsI (BApHAHT 5)
Pazoen 1. Tpebosanusa k oghopmnenuto ynpasienueckux 00OKymMeHmoas.
Tema @opmynap ookymenma Pexeuzumut 0oKkymenma.

1. K mokyMeHTaM 10 JIMYHOMY COCTaBY OTHOCHUTCH. . .

B) TPYJOBOM KOHTPAKT;

2. HaubGonee To4HOE OMpeie]IeHIe JOKYMEHTA!

a) MaTepUaIIbHBIA 0OBEKT C MOJHCHIO;

0) HocuTenb HH(pOpMaIuH;

3. PexBU3UT JOKYMEHTA - 3TO:

B) €r0 OT/ENbHBIN AJIEMEHT;

4. C kaKoil meNpio Ha JIOKYMEHTE YKa3bIBAIOT (DaMIITHIO U TEIEPOH UCTIOTHUTES

0) a5 onepaTUBHOM CBSI3H;

5. Bu3za cornacoBaHusi MPOCTABIISIETCS HA JOKYMEHTE

0) 10 OIITUCAHHUS,;

6. Kakue pacnopsauTenbHble JOKYMEHTHI M3/1al0TCS HA OCHOBE €IMHOHAYaINs

a) IPUKa3bL;

T') YKa3aHUs.

7. Ha xakoM ciy:ke0HOM MHUChME TTPOCTABISIETCS CChITKA HA HOMEP | JIaTy JOKyMeHTa?

B) OTBETHOM;

8. B pe3ynbTaTe pacCMOTpEHUs! BXOSIIETO TIOKYMEHTa PYKOBOJIUTENIEM HA HEM MOSBIISETCS. . .
0) pe3oIonus;

9. JoKyMeHT, PUKCUPYIOLIUI X0 00CYKIEHHUS U TIPUHATHS PEIICHUS Ha 3aCeJaHUU KOJIJIeTH-
aJILHOTO OpraHa...

I') IPOTOKOJL.

10. JIokyMEHTBI pETUCTPUPYIOT. ..

a) B JICHb MOCTYIUICHUS, OTIIPABKU;

11. OT™MeTKy 0 HAJIMYWHU TIPUIIOKEHUS 0053aTEITLHO UMEET. ..

B) COMPOBOAUTENBHOE MUCHMO;

12. IIpukassl MO OCHOBHOM AESITEILHOCTU U MPUKA3BI 110 TUYHOMY COCTaBY...

0) hopMHpYIOTCSI B pa3HBIE JIena;

13. Kakoii pekBU3UT HE BXOIUT B (hOPMYJISIP MPUKa3a M0 OCHOBHOU JIEATEILHOCTH?

T) ajpecar.

14. B xakoM U3 BUJOB IOKyMEHTa HE MPOCTABIISAETCS PEKBU3UT «HAUMEHOBAHUE BUAA TOKYMEH-
Ta»?

6) [IMCBMO;

15. B kakoii mocienoBaTebHOCTH 0(hOPMIISIETCS] BBOJHAS YaCTh POTOKOJIA?

0) mpencenarens, CEKpeTapb, IPUCYTCTBOBAIIN, IPUTIIAIIECHBI, TOBECTKA JTHS;

16. {okmamHas 3amicka — 3To. ..

0) TOKYMEHT, aJIpeCOBaHHBII BBIIIECTOSIIEMY PYKOBOAUTENIO, COAEPKAIINNA 003aTeIbHOE U3-
JIO)KEHUE KAKOTO-JIN0O0 BOIIPOCA C BEIBOJIAMHU U TIPEUIOKCHHUSIMHI COCTaBUTEIIS;

17. Pe3omronus numiercst Ha JOKYMEHTE TOKHOCTHBIM JIMIIOM U BKJIFOYAET. ..



0) (haMuIMK HCTIOHUTENEH, COIep)KaHNEe TTOPYUEHUS], CPOK MUCTIOTHEHHUS, TOATKCH U JaTy;
18. B xkakom OyiaHKe 1aeTcsi HanboJiee TMOMHBIN TepeueHb PEKBU3UTOB MIPEATPUSITHS?
a) OJTIaHK MHCHMA,

19. Korna peructpupyercsi NOCTyNaroUMi JOKYMEHT?

a) B JICHb MOCTYIUICHUS;

20. Kakoe cJI0BO UCMOJIB3YETCA B paCIOPSIANTEILHON YaCTU TEKCTA MPUKa3a

B) [IPUKA3BIBAIO;

21. B HOMEHKIaTypy A1 BKIKOYAIOTCA. ..

a) )KypHaJbl pEruCTpaluy;

B) IIPUKA3bI,

22. Ilprka3sl 0 TUYHOMY COCTaBY MPEIPHUATHSI POPMHUPYIOTCS B JIETIO. ..

0) mo andaButy haMuIUii COTPYAHUKOB;

*

10.

11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.

34.

Bonpocul k s3xk3ameny
Yro Takoe nei0nponu3BOACTBO?
JIOKyMEHT M €ro MECTO B CUCTEME YIIPABIICHUS.
HopmatuBHO-MeTOIMUECKUE aKThl, PErJIaMEHTHPYIONUE cOo3aHue U o(pOopMIIEHHE TOKY-
MEHTOB.
JIOKyMEHTOBEIEHHE KaK HayyHas JUCLUIUIMHA U €€ CBA3b C APYTMMM HAy4YHBIMHU AMCLIH-
IIJIMHAMU.
Kakoii rocyqapcTBeHHBIH CTaHAapT OIpenesseT TpeOoBaHUS MO O(OPMIICHUIO OpraHM3a-
LIMHOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB?
JlaiiTe onpezeneHne NOHATUS «MHPOPMALIUY.
JlaiiTe onpeeneHne NOHATHIO «JIOKYMEHTHPOBAHUE.
Kakue pa3mepsl Oymaru pa3peieHsl K IPUMEHEHHUIO B I€TIONPOU3BOJICTBY?
Kak HymepyroT cTpaHulbl B TOKYMEHTaX?
KakoB Hopsi10K MCIIOJIb30BaHMsI COKPAIIEHUH B CITYKEOHBIX TOKYMEHTaX?
JlaiiTe onpeneneHrue MOHIATUS «TOKYMEHT.
KakoBa cBs13p HHpOpMALIUN U JOKYMEHTA?
[lepeuncnure GyHKIUU TOKYMEHTA.
[TonsATHE «POPMYIISIP TOKYMEHTAY.
Jlaiite onpenenenne NOHATUAM «yHUDUKALMI» U «CTaHAAPTU3ALU» TOKYMEHTOB.
Yro noHnMaeTcs noJ FOPUANYECKON CUIION JOKYMEHTa?
Kakue 3akoHOIaTeNbHbIE aKThl MPEIIUCHIBAIOT 0053aTENbHOCTh JOKYMEHTHPOBAHUS HH-
bopmanun?
Kakue TpeboBaHus K TOKyMEHTaM H3JI05KEHBI B 3aKOHOJATENbHBIX aKTax?
brianku JOKYMEHTOB M UX BUJIBI.
TpeboBanus kK 0hOpMIEHUIO PEKBU3UTA «HAUMEHOBAHKHE OPTaHU3alMU — aBTOPa JOKYMEH-
Tay.
TpebGoBanust K 0OPMIICHUIO PEKBU3HUTA «CITPABOYHBIC JaHHBIC 00 OPraHU3aAINN.
TpeboBanust k 0OPMIICHHIO PEKBU3UTA «aJIpecaTy, €ro 3HaUYCHHE.
Ecnmn nokymeHT oTnpasiisieTcs B Ba aJpeca o IoYTe, TO CKOJIbKO SK3EMIUIIPOB 3TOTO J0-
KyMEHTa HEOOXOIUMO TOATOTOBUTH?
TpeboBanust k opopmIIeHHIO pEKBH3UTa «AaTa JOKyMeHTay». JlaTa kak cocTaBHasl 4acTh
JIPYTUX PEKBU3UTOB.
TpeboBanusi kK 0OQOPMIIEHHIO PEKBU3UTA «PETUCTPALMOHHBIA HOMEpP AOKYMEHTa» U €ro
3HAUYEHHUE.
Korga u rae npocrtaBisieTcss peKBU3HT «CChUIKA HAa PErMCTPALIMOHHBIA HOMEpP M AaTy J0-
KyMeHTa»?
B kakux cimyuasix mpocTaBisieTcsl Ha JOKYMEHTE PEKBU3UT «TpU( OrpaHUYEeHHs JOCTYyIa K
JOKYMEHTY»?
KaxoB mopsiiok coriacoBaHusi TOKyMEHTOB U O0(hOpMJICHUSI BHYTPEHHETO U BHEIIHETO CO-



35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.

50.

51.
52.
53.
54.
55.

56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.

69.
70.
71.
72.
73.
74.
75.
76.
77.
78.
79.
80.

IJ1aCOBaHMUS?

KeMm noanuceiBatoTcsi JOKYMEHTHI?

KaxoB nopsinox yrBepkieHnus JOKyMEHTOB?

KakoB nopsiiok noanucanusi JOKyMEHTOB?

[TeyaTh KaK peKBU3UT JOKYMEHTA.

Ha kakux nokyMeHTax MpoCTaBIIsIeTCsl repOoBasi evyarh?

KaxoBsl ipaBmiia opopmiieHUsI PEKBU3UTOB, YAOCTOBEPSIOIMINUX TOKYMEHT?

OTMeTKH Ha TOKyMEHTe, UX 3HaueHue U ohopMIICHHE.

TpeboBanusi, mpenbsBIsieMbie K 0OPMIICHHIO PEKBU3UTA «PE3OIIOHSI», €€ 3HAUCHUE.
PekBu3UT «0TMETKA 00 HCTIOIHUTENEY, €r0 3HaUeHHE.

[lepeunciute peKBU3UTHI, MPUIAIOIINE JOKYMEHTY IOPUIUYECKYIO CHUITY.

B uem 3akmrouatorcst o6mue Tpe6oBaHUs K TEKCTY TIOKyMeHTa?

DNEeMEHTHI TEKCTAa: 3aT0JIOBOK, IPUIIOKEHUSI, TPEOOBAHUS K HUM.

Jlaiite onpesesieHne MOHATUS «CUCTEMbI JOKYMEHTALIUN.

Jaiite onpenenenne NOHATUS «KYHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAITUN .

B kakoMm JO0KyMeHTEe MOTYT ObITh OTOBOPEHBI YCIOBUS PEOPraHU3alliy U JTUKBHUIALUU Op-
raHu3auu?

KaxoBbl TpeboBaHMSI K COCTAaBIECHUIO U O(DOPMIICHUIO OPraHU3allMOHHO-TIPABOBBIX JOKY-
MEHTOB?

Kakue noKyMeHTHI YTBEPKIAIOTCS PYKOBOAUTEIEM YUpexKAeHUsA?

[lepeunciure yacTu TEKCTa MpUKa3a.

KaxoBbl TpeboBaHMsI K COCTaBICHHUIO H 0(OPMIICHUIO PACTIOPAIUTEIBHBIX JOKYMEHTOB?
HazoBute TpeGoBaHUS K COCTAaBICHUIO U O()OPMIICHUIO ITPUKA30B.

HazoBute TpeOoBaHHUS K COCTaBIEHUIO U O(QOPMIICHUIO OOBSACHUTENBHBIX M JIOKJIAJHBIX
3aMMCOK.

HazoBute TpeGoBaHus K COCTABICHUIO M O(DOPMIICHHUIO CIIPABOK.

Ha3zoBute TpeboBaHMs K COCTABICHUIO U O(DOPMIICHHUIO aKTa.

HazoBute TpeGoBaHUs K COCTABICHUIO M O(POPMIICHHUIO MMPOTOKOJIA.

HazoBute TpeOOBaHMS K COCTABICHUIO U OOPMIICHHIO JIETIOBOTO MUCHhMA.

Kax odopmisercst COBMECTHOE MUCHMO JIBYX OpTaHHU3aIuii?

B yem 0c00eHHOCTH SI3bIKA U CTUIISI CITYKEOHBIX TOKYMEHTOB?

[lepeuncnure pa3HOBUIHOCTH IMHUCEM.

Bubl nuceM mo cofepikaHuio ¥ Ha3HAUYECHHUIO.

Kakue noKyMeHTHI cO3/1al0TCs B IPOLIECCE MOATOTOBKU COBELIaHUS?

K10 MoxeT paboTaTh C TOKyMEHTaMH, COAEPIKAIMMI KOMMEPYECKYIO TalHy?

JlaiiTe onpeneneHne MOHATHS «ITOKYMEHTOO00POTY.

[lepeuncnute >Tambl ABHKEHUS U TIOPSAIOK 00paOOTKH TOKYMEHTOB.

Kaxoif HopMaTUBHBII TOKYMEHT OMpeeseT NOopsAJoK padoThl ¢ JOKyMEHTaMU B OpraHH-
3aruu’?

KakoBa cTpykTypa ciayx0bl JOKYMEHTAIIHOHHOTO 00ecTieueHus yIpaBieHus?

Kak peructpupyrorcs mpOTOKOIIBI COOpaHUl U 3acelaHus KOJUIEKTHBA?

Kak ucuncnsierca cpok HCIIOJIHEHUS TOKYMEHTOB?

Urto Takoe HOMEHKJIaTypa J1en?

Kewm yTBeprkaaeTcst cBOOOIHAass HOMEHKIIATypa JIeJT OpraHu3aIum?

Kak cucreMaTuzupyrorcst TOKyMEHTbI B HOMEHKJIAType J1en?

Kak npoucxoaut xpaHeHue U nepeaayda J1ej B apXuB?

C kakuM TOKyMEHTaMH MpH npuemMe Ha paboTy Bac q0mKHBI 03HAKOMHTH?
[lepeuncnure JOKYMEHTHI [0 IUYHOMY COCTaBY U MpaBHiia UX 0OPMIICHHUS.

Kewm ycranaBnuBaroTcs WHIUBUAYATbHBIE CPOKU UCIIOTHEHUS JOKYMEHTOB?

KaxoBbl ¢popMbI peructparuu 10KyMeHTOB B Poccun?

[Ipu perucTpannu Kakoro JOKyMEHTa JaTy PErUCTpallMi YKa3bIBAIOT B JIEHb €ro MOJIuca-
HUS?



81. UYto Takoe 3MEKTPOHHBII TOKYMEHTOOOOPOT U KaKOBa €ro POJb B IEJIONPOU3BOICTBE?

82. Kakwue cymecTByIOT CUCTEMbI aBTOMATHU3AIIUHU JCIONPOU3BOICTBA U JOKYMEHTOO00pOTa?

83. Tlopsaok 0OpabOTKH MOCTYMAIOUINX JOKYMEHTOB.

84. Tlopsimok 0OpabOTKH OTIPABISIEMBIX JOKYMEHTOB.

85. HudopManmoHHO-TIOUCKOBAsI CUCTEMA.

86. VYder KOJIMYECTBA IOKYMEHTOB.

87. HWndopmanmonno-nouckosas cucrema (UI1C).

88. IlpaBuna perucrpanuu U HHACKCUPOBAHUSA IOKYMEHTOB.

89. Opranu3zanus KOHTPOJIS 3a UCIIOJIHEHUEM JTOKYMEHTOB. BUJIbl KOHTpOIIS.

90. XpaHeHHE JOKYMEHTOB.

91. OGmwue npaBuia GOpMUPOBAHUSA JEII.

92. DxcnepTtu3a EHHOCTH JOKYMEHTAJIbHBIX MaTEPUAJIOB.

93. Tlopsamok paccMOTpeHHsI OOpaleHHs

94. Mertoauka pacdyeTa YACIECHHOCTH TIEPCOHANA CIIYKObI JOKYMEHTAI[MOHHOTO O0eCTIeYeHUS
yIpaBIeHUS.

95. Knaccudukamus JOKyMEHTOB.

96. PexBU3UTHI JOKYMEHTOB: MOHATHE PEKBU3UTA, €r0 POJIb B IOKyMeHTHpoBaHuu. [IpaBuia
oopMIIEHUS PEKBU3UTOB.

97. OdopmneHne opraHu3aluOHHO-IIPABOBEIX TOKYMEHTOB.

98. TlpaBmiia odopMIICHHS PACTIOPSIAUTEIIBHBIX TOKYMEHTOB.

99. TpeOGoBaHuUs K A3BIKY U CTUIIO JOKYMEHTOB.

100. OcHOBHBIE KJIACCHI aBTOMATU3UPOBAHHBIX CHCTEM JIOKYMEHTAIIMOHHOTO 00eCTIeueHus
yIpaBIeHUS.

2.5. Onucanne nokasarejieili 1 KPpUTEepHeB OLCHUBAHHMS KOMIICTCHIMIl, ONUCAHHE
LIKAJI OleHMBAHUS
OueHuBaHue 0TBETA BO BpeMsl IPOBEAEHUSs TUCKYCCHHU
OrneHka CKIaabpIBaeTCs M3 CyMMBbI 0amioB (Makc. — 10):
Otinnuno — 9-10 6aos;
Xoportio — 7-8 6aioB;
VY noBierBoputenbHO — 4-6 0anos;
HeynoBnerBoputenbHO — MeHee 4 0aioB.

Kpurepun Ioka3zaTenu 0aJlIIBI
[TonmHoTa 1 ipaBuib- | [ToaHO packpbIBaeT MpoOIEMHBIN BOIIPOC, AaeT Mpa- 4-3
HOCTb OTBETa BUJIBHOE ONPEIeNICHUE OHATUI TeMBbI
HenomnHo packpbiBaeT mpoOaeMHbIH BOIPOC U I0IyC- 2-0
KaeT HETOYHOCTHU B (DOPMYITUPOBKE MOHATHIH
Cremnenb 0co3HaHHO- | MokeT 000CHOBATh CBOM CYXKIIEHUS, IPUMEHUTH 3Ha- 3-0
CTH, IOHUMAaHHUS HUS Ha IPAaKTUKE, IPUBECTU HEOOXOIUMBIE IPUMEPHI,
M3Y4YEHHOTO JaTh aHAIIU3
OO6Hapy»XuBaeT MOHUMAHHE ITOCTABIEHHOTO MPOOJIeM- 1

HOTO BOIPOCA, HO HE YMEET I0OCTaTOYHO TITyOOKO U
JI0Ka3aTeIbHO 00OCHOBATh CBOU CYKICHUS WU TIPU-
BECTU CBOM NTPUMEPHI

Her nonnmanus cytu npobieMHOro Borpoca

Yetkocth U rpamoT- | M3naraer conaep:kaHue OTBETa MOCIEA0BATEIBHO U 3
HOCTh peuu MPaBUJILHO C TOYKU 3PEHUS] HOPM JIUTEPATYPHOTO
SI3BIKA
N3naraer conepkaHue OTBETa HETIOCIEA0BATEIIBHO, 2-0

HOPMBI JIMTEPATYPHOTO SI3bIKA HE BBIICPKAHBI

OueHnBaHue Npe3eHTAIUU



OreHka CKIaapIBaeTCs U3 CyMMBbI OamioB (Makc. — 10):

Otnuuno — 9-10 6aios;

Xoporio — 7-8 6amios;

VY noBneTBOpUTENTHHO — 4-6 OAIITOB;
HeynosnerBopurenbHo — MeHee 4 6aJlIoB.

Kputepun IlokazaTenu 0aJlIbI
Crenens camoctosi- | CBOOOIHO MPUMEHSIET YMEHUE (BBITIONHAET feicTBre) | 5-4
TEIHHOCTH BBITIOJHE- | HA MPAKTUKE, B PA3IMYHBIX CUTYAIIHSIX
HUA JCHCTBHSA (YME- | [[pumensier yMeHne (BBIONHAET ASHCTBHE) HA pak- | 3-0
HISA) THKE, BO3MOXXHEI HE3HAYUTEIbHBIC OIIMOKH
Oco3HanHOCTB BbI- | CBOOOIHO KOMMEHTHPYET BBIITOJTHSIEMBIE JICHCTBUS 5-4
MOJIHEHUS IeUCTBUSL | (YMEHUs1), OTBEUAET Ha BOMIPOCHI
(ymenwus) B xoMMeHTapusX BBINOTHAEMBIX JTEUCTBUA UMEIOTCS 3-2
HE3HAYUTEINIbHBIC MIPOITYCKH, MOTYT OBITH HEOOIIbIITNE
OIUOKHU
JlomyckaeTt rpyOblie OMMOKH. 1-0
OnenuBanye KOHCIEKTA
OreHKa CKIaIpIBAETCs M3 CYMMBI 0aioB (Makc. — 5):
OTanuHOo — 5 6aIoB;
Xopoio — 4 6aos;
Y 1oBiaeTBOpUTENHHO — 3 OAJIJIOB;
HeynosnerBoputensHo — MmeHee 2 6aioB.
Kpurepun Iloka3zarenu 0aJ1J1bI
N3noxxeHne momydyeHHbIX 3HaHUH TUChbMEHHOU dop- | 5-4
Me, TOJTHOE, B CUCTEME, B COOTBETCTBHUH € TpeOOBa-
HUSMHU y4eOHOU TIPOrpaMMBI; TOMYCKAIOTCS SIUHNY-
HBIE€ HECYIIIECTBEHHBIE OIINOKU, CAMOCTOSITENILHO HC-
MpaBIIIEMbIC CTYICHTaMU
N3noxxeHune noiay4yeHHbIX 3HAHUM HEMOJIHOE, OJJHAKO | 3-2-
HosHora, crerem- 9TO HE MPEMATCTBYET YCBOCHUIO MOCIIEIYIOIIETO MPO-
HOCTb, IPOYHOCTH )
sHanuii (3HamM) rPaMMHOTO MaTepHuaia; JOIMyCKalTCs OT/IeIbHbIE
CYIIIECTBEHHBIC OIUOKH, UCIPABICHHBIE C IIOMOIILIO
npenojaBaTesns
Wznoxenne yueOHOro MaTepuaina HemnosHoe, 6eccu- | 1-0
CTEMHOE, UTO MPENSATCTBYET YCBOCHUIO MOCIEAYIO-
niei yueOHoi nH(OpMaILIUK; CYIIECTBEHHBIC OITNOKH,
HEHUCHpaBJIsieMble JJaKe C TOMOIIbIO IPEoiaBaTess

OueHnBa}me BbINIOJTHCHUSA TECTOB

4-GanbHas mIKana ITokazarenu Kpurepun

Habpano 85-100 6ayu10B KaK pe3yJsTarT
BBIITIOJIHCHU L Ba,Z[aHI/II\/'I IIPCAJTI0OKCHHOI'O TC-
cra

OTINYHO 1. IlojHOTAa BBIITIOIHE-
HUS TECTOBBIX 3aJaHUI;
2.  CBOeBpPEMEHHOCTE

Xoporro BBINIOJTHEHUS; HaGpano 70-84 6ansa kak pe3yJibTaT Bbl-
3. IIpaBHMIBLHOCTH OTBE-| IIOJHEHUS 3aJaHUN NPEIUI0KEHHOIO TECTA
Y 10BIETBOPUTETHLHO TOB HA BOIIPOCHI; HabOpano 55-69 6aioB Kak pe3yabTar

4.  CaMOCTOSITENbHOCTE
BBIITOJIHCHN A ,

BBIITOJIHESHUS 33JaHUI MPEII0KEHHOTO Te-
CcTa




HeynoBneTBOpUTENbHO |5. H T.J. HaGpano menee 55 6anioB Kak pe3yabTaT

BBIIIOJHEHUS 3aJaHUI MPEII0KEHHOTO Te-
CTa

OineHuBaHHE OTBETA HA IK3aMeHe

OIIeHI/IBaHI/Ie 0TBETA HA KOHTPOJbHBIC¢ BOIIPOCHI:

Onenka o
JTUCIHUILINHE

Kputepuu onenku pe3yibTaToB 00y4eHHs 110 AUCHHUILINHE

«OTIHUYHO»

BeicTaBisercs oOy4daroniemMmycsi, €Ciii KOMIIETEHINH, 3aKPEIICHHbIE 3a
TUCUUIUIMHON, c(hOPMHUPOBAHEI (110 pe3ysbTaTaM 00ydeHus B (popmate
3HaTh-yMETb-BJIAJI€Th) B IOJHOM OOBEME Ha YPOBHE «BBICOKHN», U
CTY/IGHT JAEMOHCTPHPYET KaK pe3ylbTaT OOY4YeHHUs CIeayIollhe 3Ha-
HUS, YMEHUS U HaBBIKU: CTYJEHT INyOOKO M MPOYHO YCBOMJI TEOPETH-
YEeCKUI M MPAKTUUECKUI MaTepHuall, IpOJAEMOHCTPUPOBAT 3TO HA 3aHs-
TUSX U B X0J1€ IPOMEXYTOUHOM aTTeCTALUU.

CTyneHT MCUYepIBIBAIONIE W JIOTHUECKH CTPOMHO M3NaraeT y4deOHBIH
MaTepHuall, yMEeeT COYEeTaTh TEOPHUIO C MPAKTHKOMW, CIPABISIETCS C pe-
IIEHUEM 33/1a4 MPo(eCcCHOHANTBHON HANPaBICHHOCTH BBICOKOTO YPOB-
Hs1 CJIO’KHOCTH, ITPABUIIBHO OOOCHOBBIBAET IPUHATHIE PEIICHUS.
CBo0OoHO OpueHTHpYeTcs B yueOHOH U npodeccHoHanbHOU JTUTepa-
Type.

OrneHka Mo TUCIUIUIMHE BBICTABIISIIOTCS 00YJaromieMycst ¢ y4€ToM pe-
3yJbTATOB TEKYIIEH U MPOMEKYTOUYHON aTTECTAIUU.

«XOopouro»

BricraBisiercss 00ydaromemycsi, €Clii OH 3HaeT TEOPETUYECKUHA H
MPAaKTUYECKUI Marepuai, TPaMOTHO U MO CYHIECTBY M3JIaraeT €ro Ha
3aHATHUSAX M B XOJIe MPOMEKYTOUYHOM aTTeCTallid, HE JOMycKas CyIlle-
CTBEHHBIX HETOYHOCTEM.

CryaeHT npaBWIbHO MPUMEHSIET TEOPETHUECKHUE TMOJIOKEHUS MPU pe-
HIEHUHM MPaKTUYECKUX 3a7ad Npo(ecCHOHATBbHOM HalpaBI€HHOCTH
pPa3HOTO YpPOBHS CIIO)KHOCTH, BIAJCeT HEOOXOAMMBIMU JJIsi 3TOTO
HaBbIKAMH U IPUEMAMHU.

JlocTaTOYHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U IPO(heCCHOHATHLHOM
auTeparype.

OrneHka Mo TUCIUIUIMHE BBICTABIISIIOTCS 00YJaromeMycsi ¢ y4€ToM pe-
3yJAbTATOB TEKYILIEH U MPOMEKYTOUYHON aTTECTALUH.

KommereHium, 3akperui€HHbIE 32 JUCIHUIUIMHOW, CHOPMUPOBAHBI Ha
YPOBHE «XOPOUIUIAY.

«yZOBJIETBOPU-
TEJILHO»

BricraBisiercss oOydaromemycsi, €ciii OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETUYECKUI M IPAKTUYECKUM MaTepHall, IOIYCKAeT OTACIbHBIC
OLIMOKH MPU €ro M3JI0KEHUH Ha 3aHATUSAX U B XOJI€ MPOMEXYTOUHOU
aTTEeCTallUN.

CTyZneHT WCHBITBIBAET OINpEAEIEHHbIE 3aTPYAHEHHUs B IPUMEHEHUU
TEOPETUYECKUX TOJOKEHUN IIPU PEUICHUM IPAKTHYECKUX 3a]ad Ipo-
(beccroHaTbHON HANpPaBIEHHOCTH CTAaHAAPTHOTO YPOBHSI CIOXHOCTH,
BJIaJIe€T HEOOXOIUMBIMHU Ul 3TOr0 0Aa30BBIMHM HaBBIKAMH U IpHEMa-
MHU.

JIeMOHCTpUpYET TOCTATOYHBIH YPOBEHb 3HAHUS YYCOHOU JTUTEPATYPHI
10 TUCLUIUIMHE.

OrneHka MO TUCLMITIIMHE BBICTABISAIOTCS 00ydaromeMycs ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

Komnerennuy, 3akpens€HHble 3a JUCHMIUIMHOM, cOpMHUpPOBaHBI Ha
YPOBHE «IOCTATOUYHBIIN.




Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHsI M0 IUCIHUIINHE
AUCHMILINHE

«HEyIOBIETBOpPU- | BricTaBisercst oOy4daromeMycsi, €ciii OH He 3HaeT Ha 6a30BOM ypPOBHE

TEIBHO» TEOPETUYECKUI M MPAaKTUYECKUN MaTepual, JOMycKaeT rpyobie ommo-
KM TIPU €T0 U3JI0KEHUU Ha 3aHATHUSAX U B XOJ€ MPOMEKYTOYHOU aTTe-
CTaLUH.

CTyZIeHT UCTBITBIBACT CEPbE3HBIC 3aTPYJHEHHUS B IPUMEHEHUH TEOPE-
TUYECKUX TOJIOKEHUI MPH peIIeHUH MPaKTHYECKUX 3ajad mpodeccu-
OHAJIPHOW HAaNpaBICHHOCTH CTAaHAAPTHOIO YPOBHS CJIOXHOCTH, HE
BJIaJieeT HEOOXOAMMBIMHU JJISl 3TOTO HAaBBIKAMU U MPUEMAMU.
JleMoHCcTpUpyeT (parMeHTapHble 3HaHHUA Y4eOHOW JIMTEpaTypbl IO
JUCLUIIIINHE.

OrneHka MO TUCHMITIIMHE BBICTABISAIOTCS 00y4aroeMycs ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

KoMmnereHiun Ha ypOBHE «JOCTATOYHBIIN», 3aKPEIUIEHHBIC 34 JUCLIH-
TUTMHOM, HE ¢(hOPMUPOBAHBHI.

3. MeToauyeckne MaTepuajbl, oNpele/sioniie NMpoueIypbl OleHUBAHUS 3HAHWIA,
YMeHUil, HABbIKOB U (MJIM) ONbITA JeATeJIbHOCTH, XapaKTEePU3YIOIIUX 3Tanbl ()OpMHUpPOBA-
HHUS KOMIIeTEeHI Ui

KoHnTposb ocBoeHust yueGHOro Marepuana 1no HeKOTOpbIM TeMaM MPOBOJIUTCS B opmax:
TUCKYCCHSI, ICCE, TPE3EHTAIIHS, KOHCIIEKT.

[TpoMexyTOUHBII KOHTPOJIb PE3YJIbTaTOB OCBOCHUS IUCHUUIUIMHBI TPOXOIUT B hopme 3a-
4eTa ¢ OLIEHKOU (KOHTPOJIbHBIE BOIIPOCHI/TECT).

3.1. Inuckyccus

Jluckyccus - 3T0 00Cy X ICHUE KaKOTO-IM00 CIIOPHOTO Bompoca, nmpobiemsl. BaxkHoil xa-
PaKTEPUCTUKON TUCKYCCHM, OTJIMYAIOIIEH €€ OT IPYruX BHJOB CIOpa, SBISETCS apryMEHTHPO-
BaHHOCTb.

Jluckyccus npeanonaraeT BEIpabOTKY U aKTUBHOE MPOABIXKEHNUE CBOEH TOUKHU 3pEHUS IO
u3yd4aeMoil mpobiieMe, yMEHHE BBICIYIIATh adbTEPHATUBHYIO TOUKY 3pEHUS, BCTYIUThH B MOJIE-
MUKY, Ha OCHOBE U3JIO’)KEHUS U y4eTa BCeX TOUYEK 3PEHHUs MPUNTH K OObEKTUBHOMY pE3yibTary.

OcnosHule wazu npu no020mosKe K OUCKYCCull

Br16op Tembl IHCKycCHHM OMpenessieTcsl MessMH OOYYeHHS W COJIEp)KaHHEeM ydeOHOTO
marepuana. [Ipu 3Tom Ha o0cyxkaeHne 00yJaronuXcsi BEBIHOCSTCS TEMbI, UMEIOIINEe POOIeMHBIH
XapakTep, colepikalie B cede MPOTUBOPEUUBbIE TOUKU 3PEHHUS, TUIEMMBI, 33JI€BaIOLIUE MPH-
BBIYHBIC YCTaHOBKH oOydaromuxcs. Tema pa3ouBaercs Ha OTAEIbHBIC BOMPOCH], KOTOPHIE CO00-
HI1ar0TCs 00yyaronmMcsl. Y Ka3bIBaeTcs JUTepaTypa, CIpaBOUYHbIE MaTepuabl, HEOOXOAUMbIE AJIs
MOJTOTOBKU K TUCKYCCHH.

IIposedenue ouckyccuu

- hopmynupoBaHue MPoOIEMBI U TIeNIeH AUCKYCCUU;

- CO3[JaHME MOTUBALIMU K 00CYKJIEHHUIO - ONpeiesieHue 3HaYMMOCTH IPOOJIEMBI, YKa3aHUe
Ha HEPEIICHHOCTh ¥ MPOTUBOPEUYUBOCTH BOIIPOCA U T.1I.;

- YCTaHOBJICHHE perjlaMeHTa IMCKYCCHH U €€ OCHOBHBIX ATAIlOB;

- COBMECTHasl BBIpaOOTKa MPABUII JUCKYCCUU;

- BBISICHEHHE OJHO3HAYHOCTU MOHUMAaHHS TEMbl TUCKYCCHM, MCIIONb3YyEMbIX B HEH Tep-
MHHOB, IIOHSTHM.

Tlpuemul 68edenusi 8 Ouckyccuro

- IpeAbSBICHUE TPOOIEMHON CUTYAIINN;

- IEMOHCTpAIIHs BUACOCIOKETA,

- IEMOHCTpaIusi MaTepuayoB (cTaTei, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE MPOOIEMHOM CUTYaLINU;



- aHamu3 MPOTUBOPEUMBHIX BBICKA3BIBAHUN - CTOJKHOBEHHE MPOTHUBOMOJIOKHBIX TOUYEK
3peHust Ha 00CYyXKIaeMyto pooemy;

- IOCTAaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aIbTepHATUBHBIN BHIOOD (YUacCTHHKAM IpeJiaraeTcsi BbIOpaTh OJIHY U3 HECKOJIBKHUX TO-
YeK 3pEHUS WU CIIOCOO0B peIIeHus POOIEMBI).

[Ipuembl BBeZIEHUS B IUCKYCCHUIO:

- IpeAbSBICHUE TPOOIEMHON CUTYAIINN;

- IEMOHCTpAIIHs BUACOCIOKETA,

- IEMOHCTpaIusi MaTepuaioB (cTaTei, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE MPOOIEMHON CUTYaLINN;

- aHamu3 MPOTUBOPEUMBHIX BBICKA3BIBAHUN - CTOJKHOBEHHE MPOTUBOIOIOKHBIX TOUYEK
3peHust Ha 00CYyXKIaeMyto pooemy;

- IOCTAaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aIbTePHATUBHBIN BBHIOOD (YUacCTHHUKAM IpeJiaraeTcsl BbIOpaTh OJIHY U3 HECKOJIBKHUX TO-
YeK 3pEHUS MU CIIOCOO0B peIIeHuUs POOIEMBI).

[To utoram aucKyccuu BBICTABIISETCS OLIEHKA, ChOpMUpOBaHHAS U3 CYMMBI OaslIOB:
Otnnuno — 9-10 6aos;
Xoportio — 7-8 6aioB;
Y 10BNIETBOPUTENHHO — 4-6 6aIIOB;
HeynoBnerBoputenbHO — MeHee 4 0aioB.

Kpurepun Iloka3zaTenu 0aJlJIbI
[TonHoTa 1 ipaBuib- | IToaHO packpsIBaeT MpoOIEMHBIN BOIIPOC, AaeT Mpa- 4-3
HOCTb OTBETa BUJIBHOE ONPEIENICHUE NOHATUI TeMBbI
HenonHo packpbiBaeT npoOaeMHbIH BOIPOC U I0IyC- 2-0
KaeT HETOYHOCTHU B (DOPMYITUPOBKE MOHATHIH
Cremnenb 0co3HaHHO- | MokeT 000CHOBATh CBOM CYXKIEHUS, TIPUMEHUTH 3Ha- 3-0
CTH, IOHUMAaHHUS HUS Ha IPAaKTUKE, IPUBECTU HEOOXOIMMBIE IPUMEPHI,
M3Y4YEHHOTO JaTh aHAIIU3
OO6Hapy»XuBaeT MOHUMAaHHUE ITOCTABJIEHHOTO MPOOJIeM- 1

HOTO BOTIPOCA, HO HE yMEET IOCTaTOYHO TITyOOKO U
JI0Ka3aTeIbHO 00OCHOBATh CBOU CYKICHUS WU TIPU-
BECTU CBOM ITPUMEPHI

Her nonnmManus cytu npobieMHOro Borpoca

YetkocTh U rpamoT- | M3naraer conaep:kaHue OTBETa MOCIEA0BATEIBHO U 3
HOCTbH peqn HpaBI/I.HBHO C TOUKH 3peHI/I}I HOpM HI/ITepaTypHOFO
SI3BIKA
N3naraet copepkaHue 0TBETAa HEMOCIIEIOBATENBHO, 2-0

HOPMBI JIUTEPATYPHOTO SI3bIKA HE BBIICP/KAHbI

3.2. lIpe3enTanus

KomnbrorepHas mpe3eHTanusi — 3TO 3JIEKTPOHHBIM MYJIbTUMEIUUHBIN JTOKYMEHT, KOTO-
pBIi CO3MAIOT W HMCIONB3YIOT UIS MOJa4l WH(OpPMALUK MIUPOKOW ayJUTOPUU B HATIISTHOM M
JAKOHUYHOM BH/IE.

[Tpe3enTanus ohopmIIseTcs Mo OMpeAeIEeHHON CTPYKTYpe:

- TUTYJIBHBIA TUCT C BXOJIHBIMH JTAHHBIMU;

- TEKCT XOpOILIO HanKcaH U cOPMUPOBAHHBIE UJIEU SICHO U3JI0KEHBI U CTPYKTYPUPOBAHbI
B [IPE3CHTALINH;

- CJIaiIbl peACTaBIEHbl B IOTHYECKON MOCIEA0BAaTEIbHOCTH;

- CIIUCOK UCTOYHUKOB HH(OPMAIIHH.

[lo pesynpTaTam 3alIuThl MPE3EHTALMM BBICTABISETCS OICHKA, CHOpMHUpOBaHHAs W3
CyMMBI OaJIIOB:
Otnuuno — 9-10 Oaios;



Xoporio — 7-8 6amios;
VY noBneTBOpUTENTHHO — 4-6 OAIITOB;
HeynosnerBopurenbHo — MeHee 4 6aJlIoB.

Kputepun IlokazaTenu 0aJlIIbI
Crenens camoctosi- | CBOOOIHO MPUMEHSIET YMEHUE (BBITIOIHAET feicTBre) | 5-4
TEIHHOCTH BBITIOJHE- | HA MPAKTUKE, B PA3IMYHBIX CUTYAIIHSIX
HUA JCHCTBHSA (YME- | [[pumensier yMeHne (BBITONHAET ASHCTBHE) HA pak- | 3-0
HISA) THKE, BO3MOXXHEI HE3HAYUTEIbHBIC OIIMOKH
Oco3HanHOCTB BbI- | CBOOOIHO KOMMEHTHPYET BBITTOJTHSIEMBIE JICHCTBUS 5-4
MOJIHEHMS IeUCTBUSL | (YMEHUs1), OTBEUAET Ha BOMIPOCHI
(ymeHus) B xoMMeHTapusX BBINOTHAEMBIX JTEUCTBUA UMEIOTCS 3-2
HE3HAYUTEINIbHBIC MPOITYCKH, MOTYT OBITH HEOOIIbIITNE
OIMUOKHU
JlomyckaeT rpyOblie OMMOKH. 1-0

3.3. Koncnekr

KOHCHGKT— 3TO CHUCTEMATHUYCCKas, JIOTHMYCCKH CBs3HAsA 3allliChb, OGB@I[HHHIOH_IEUI I1J1aH,
BBITIMCKH, TE3UCHI WJIH, TIO KpaltHel Mepe, IBa U3 dTUX TUIIOB 3anucu. Mcxons u3 onpeaenenus,
BBIIIUCKU C OTACJIBHBIMHU HyHKTaMI/I Ij1aHa, €CJIM B II€JIOM OHH HC OTpa)KaIOT JIOTUKHA npomBez[e-
HUS, €CITM MEXTY OTJICTLHBIMHU YaCcTSIMH 3aITUCH HET CMBICJIIOBOM CBSI3H, - 3TO HE KOHCIICKT.

B oTnuume oT Te€3MCOB M BBITUCOK, KOHCIIEKTHI P 00s3aTEILHON KPATKOCTH COAEpKAT
HE TOJIBKO OCHOBHBIC TIOJIOXKEHUS M BBIBOJIBI, HO U (DaKTHI, U IOKA3aTEIbCTBA, U IPUMEPHI, U WJI-
moctpanuu. [loaTomMy TO, YTO B Hayane KaKeTcs BTOPOCTENEHHBIM, MOXKET CO BPEMEHEM OKa-
3aThCs IIEHHBIM M HY>KHBIM. C Ipyroil CTOpPOHBI, YTBEPKICHNUE, HE TTOAKPEIUICHHOE (aKTOM I
npuMepoM, He OyJeT yOeUTEIbHBIM U TPYIHO 3aIIOMHHAETCS.

Tunwvt KoHCNEKMos:

. [InaHOBEIH.

. TekcTyanbHBIi.
. CBOOOIHBII.

. TemaTuueckuii.

Kpamkas xapakmepucmuka munoe KOHCHeKmos:

1. I11aHOBBII KOHCIIEKT: SIBIISSICH CXKAThIM, B (JOpME ILIAHA, MIEPECKA30M MPOYUTAHHOTO,
9TOT KOHCHEKT — OAWH U3 HauOoJyiee EHHBIX, IOMOTAET JIy4llle YCBOUTh MaTepHall €lie B Mpo-
recce ero uzydeHus. OH YUUT MOCIIEIOBATENFHO U YETKO U3JIaraTh CBOM MBICIH, pabOTaTh HAJl
KHHUTOH, 0000111ast cofepkanue ee B (popMynnpoBKax IiaHa. Takoil KOHCHEKT KPaToOK, MPOCT U
siCeH 1o cBoed (opme. DTo AenaeT ero He3aMEeHUMBIM [T0COOHMEM MPH OBICTPON MOATOTOBKE J0-
KJIaJa, BBICTYIUIeHHUs. HemocTtarok: 1Mo mponiecTBUM BPEMEHU C MOMEHTa HaIlMCaHUS TPYAHO
BOCCTAaHOBUTH B IAMSATH COJICP)KAHUE UCTOYHUKA.

2. TekcTyanbHbBI KOHCHEKT — 3TO KOHCIIEKT, CO3JJaHHbIA B OCHOBHOM U3 OTPBIBKOB IO/I-
JUHHUKA — [UTAT. JTO MPEKPACHBIA MCTOYHUK TOCIOBHBIX BBICKA3bIBAaHHI aBTOpa M MPUBOIM-
MBIX UM (akToB. TeKcTyalbHbII KOHCIEKT MCIOJIb3yeTcsl JuIMTeabHoe BpeMsa. HemocraTok: He
AKTUBH3UPYET PE3KO BHUMAHUE U MTAMSITh.

3. CBOOOIHBIN KOHCTIEKT MPEACTABISIET COO0N cOYeTaHHME BBITUCOK, IUTAT, MHOT/IA TE3H1-
COB, YaCTb €TI0 TEKCTAa MOXKET OBITH CHAaO)KEHa IIaHOM. DTO HamboJjiee MOJHOIEHHBINA BUI KOH-
CIIEKTa.

4. TeMaTH4ecKUil KOHCIIEKT JaeT OoJjiee MM MEHEe MCUEpPIBIBAIOLINM OTBET Ha IOCTAB-
JeHHBIN Bonpoc Tembl. COCTaBlIeHHE TEMAaTHUYECKOI0 KOHCIIEKTa YUUT paboTaTh HaJ TEMOI, Bce-
CTOPOHHE OOAYMBIBAsI €€, aHATU3UPYSI PA3IMUHBIC TOYKU 3PEHUS HAa OJIUH U TOT ke Bompoc. Ta-
KM 00pa3oM, 3TOT KOHCIIEKT oOJyierdaeT paboTy Haj TEMOH IMPH YCIOBUHM HCIOJIb30BAaHUS HE-
CKOJIBKUX HUCTOYHUKOB.

IIpasuna cocmasnenus koncnekma:

. IpOYNTANTE TEKCT yueOHUKA/CTaThH;



. OTIpe/IeNIUTE B TEKCTE TJIABHOE COJACpIKAHHME, OCHOBHBIC HJIEH, MOHATHS, 3aKOHO-
MEpPHOCTH, (POPMYJIBI U T.1I.;

. BBIACINTC B3aUMOCBA3H,

. OCHOBHOE COJIepKaHUE Ka)KJIOTO CMBICIIOBOTO KOMIIOHEHTAa 3aKOHCIEKTUPYHUTE B
BUJIE KOJIMPOBAHHON MH(POPMAIINH ITOCIIC HANMEHOBAHUSI TEMBI B TETPAJIN;

. MIPOUTHUTE €IIIe pa3 TEKCT U MPOBEPHTE MOJTHOTY BBIMMMCAHHBIX UICH;

. chopMynupyiTe HE MEHEE TPEX BOIPOCOB PA3HOTO YPOBHS CIIOKHOCTH, 3aITHIIH-
T€ BOIIPOCHI B TETPA/Ib;

. Ka)XJIOMY BOIIPOCY ONpPEACNIUTE 3HAYOK CTEIECHH CI0KHOCTU U HAaWJIUTE BO3MOXK-
HBIH OTBET;

. BHHUMATEJILHO IIPOYUTANTE MaTEpHUal;

. OTIPEJICTTUTE OCHOBHBIE CMBICIIOBBIC YacTH y4eOHON MHGOpPMAIMH IO IUIaHy 00-
IIEeH CXEMBEL,

. ompeaenuTe HeHTpaibHyo 4yacth O.K., T.e. ero «accoluaTUBHBIN y3€1» B BUIE
CHCTEMATHUYECKOT0 KJIacca U €ro 0COOCHHOCTENH;

. OTIPEICTTUTE 1IEJTh COCTABIICHUSI KOHCTIEKTA.

Uwuras uzydaemplii MaTepyuall B IIEPBLINA pa3, MOAPA3ACIANTE €r0 Ha OCHOBHBIE CMBICIIO-
BbIE€ YaCTH, BBIACISNTE TJIaBHbIE MBICIH, BHIBObI.

Ecnu cocraBnsiercsi m1aH-KOHCHEKT, c(pOpMyTUpPYHTE €ro MyHKTHI M OINpPEeNIUTE, YTO
MMEHHO CJIelyeT BKJIIOUUTD B IUIAH-KOHCIEKT AJIS PACKPBITHS KaXKI0T0O U3 HUX.

Haubonee cymecTBeHHbIE TOJIOXKEHHUS U3y4aeMOro Marepuaia (Te3uchl) MOCIeI0BATENb-
HO U KpaTKO M3JaraiiTe CBOMMU CJIOBaMU WJIM MIPUBOJUTE B BUJIE LIUTAT.

B KOHCIIEKT BKJIIOYAIOTCSI HE TOJBKO OCHOBHBIE MOJIOKEHUS, HO M1 000CHOBBIBAIOIINE MX
BBIBOJIbI, KOHKPETHBIE (DaKThI U IPUMEPHI (0€3 TOAPOOHOTO OMTUCAHUS).

CocTaBiisisi KOHCIIEKT, MOKHO OTJEJIbHBIE CJIOBA M LENbIE MPENTIOKEHUS MHUCATh COKpa-
IIEHHO, BBINUCHIBATh TOJIBKO KJIIOYEBBIE CIIOBA, BMECTO LIUTUPOBAHUS J€NaTh JUIIb CCUIKH Ha
CTpaHHIIBI KOHCIIEKTHPYEMOM paboThl, IPUMEHATH YCIOBHBIE 0003HAUEHUSI.

Uto0bI popMa KOHCIIEKTa KaK MOXKHO OoJjiee HArJsiIHO OTpakajla €ro cojeprKaHue, pac-
nojaraiite ab3ampbl "cTyrneHpKaMu'" MoJJ00OHO MyHKTaM W MOJIYHKTaM IJIaHa, IpUMEHSHTE pa3-
HOOOpa3HbIe CIOCOObI MOAUYEPKUBAHNS, UCTIOIB3YITE KapaHJallld U PyYKH Pa3HOTO IIBETA.

Hcnonb3yiiTe pedepaTuBHBINA cIIOCO0 M3II0KEHUS (HampuMep: «ABTOP CUUTACT...», «pac-
KPBIBAET...»).

CoOcTBeHHBIE KOMMEHTAPHH, BOTIPOCHL, Pa3lyMbsl pacrojiaraiiTe Ha ImoJsx.

ITo pe3ynpTaTam MpoBEpKHU KOHCIEKTa BBHICTABIIAETCS OLIEHKA, CPOPMUPOBAHHAS U3 CyM-
MBI OaJIIOB:

OTanuHo — 5 6aIoB;

Xopoio — 4 6asos;

Y 1oBiAeTBOPUTENHHO — 3 OAJIJIOB;

HeynosnerBopurenbHO — MeHee 2 6aJlIoB.

Kpurepun Iloka3arenu 0aJ1J1bI
N3noxkeHne moydyeHHbIX 3HaHUH TUChbMEHHOU dop- | 5-4

Me, TOJTHOE, B CUCTEME, B COOTBETCTBHUHU € TpeOOBa-
HUSIMH y4€OHOH MPOrpaMMBbl; TOMYCKAIOTCS €TUHIY-
HbIE€ HECYII[ECTBEHHBIE OIINOKU, CAMOCTOSITENILHO HC-
IIPABJIIEMBIE CTYIEHTaMU

N3noxeHune noimy4eHHbIX 3HAHUI HEMOJIHOE, OJHAKO | 3-2-
3TO HE MPEMATCTBYET YCBOCHHIO MOCIIEIYIOIIEro MPo-
IPaMMHOTI'0 MaTepualla; JOIYCKalTCs OTAEIbHbIE
CYILIECTBEHHbIE OIIMOKH, UCIIPABICHHBIE C TTOMOIIBIO
npenoaaBaTess

IlonHoTa, cucTem-
HOCTb, IPOYHOCTH
3HaHUH (3HAHUSA)

N3noxenne yueOHOTO MaTepraia HeToIHoe, Oeccu- 1-0
CTEMHOE, YTO MPEMSITCTBYET YCBOCHUIO MOCIEAYIO-




el yaeOHol nHpOpPMAIINK; CYITIIECTBEHHbIE OIMNOKH,
HCUCIIPABJISICMBIC IAKE C IIOMOLIBIO MPLCIIOAaBaTCIIA

3.4. Tectbl
TpeOoBaHusl K BHINOJHEHHIO TECTOB:

TecTbl — 3TO BOMPOCHI WIM 3aIaHUS, IPEAyCMaTPUBAIOIINE KOHKPETHBIN, KPAaTKUM, YeT-
KM OTBET HAa UMEIOIIMECS BapUaHThI OTBETOB. [Ipn camMoCTOATEIbHOM TOATOTOBKE K TECTUPOBA-
HUIO CTYJEHTY HEOOXOUMO:

a) mpopaboTaTh HH(POPMALMOHHBIN MaTepuall O AUCIUILINHE,

0) BBISICHUTH BCE YCJIOBUS TECTHPOBAHUS: CKOJIBKO TECTOB OyJET MPEIOKEHO, CKOJIBKO
BPEMEHM OTBOJIUTCS HA TECTUPOBAHUE, KAKOBA CUCTEMA OLICHKHU PE3YyJIbTaTOB U T.J.

B) mpucTymnas K paboTe ¢ TecTaMd, BHUMATEIbHO MPOYUTATh BOIPOC U MpenaaraeMble
BapUaHTHl OTBETOB. BRIOpaTh MpaBUIIbHBINA OTBET.

I') €CJIM BCTPEUYEH TPYIHBIA BOMPOC, CIEAYET MePEeUTH K IPYrUM BOIpocaM; K TPYIHOMY
BOIIPOCY HEOOXOAUMO BEPHYTHCS MO3KE.

1) BAKHO OCTaBUTb BpeMs i MPOBEPKH OTBETOB, YTOOBI H30€KaTh MEXaHUYECKUX OIIH-
OOK.

TecTupoBaHue IPOBOIUTCS C TTOMOIIBIO ABTOMAaTH3UPOBAHHOM nporpamMmbl «Moodle» B
OUNOC MT'UK.

Ha tectupoBanue orBoautcst 45 MUHYT.

3a Ka/Iblil MpaBUIILHBIN OTBET Ha BOIIPOC JaeTcs 2 Oaa.

[TepeBox 6amnoB B oneHky: 100-85 6amnoB — 5, 84-70 6amnoB — 4, 69-55 — 3, 54 u Hxe

-2.
OneHuBaHue BBLINOJHEHNS TECTOB
4-0a/IbHAS HIKAJIA IMoka3arenu Kpurepun
OTJIHYHO 6. IlonHota BeimosHe- | HaOpano 85-100 6amioB Kak pe3yabTaT
HUS TCCTOBBIX 33JIaHMI; | BBIIOJIHCHHMS 3aJaHUH IPEIIOKEHHOTO Te-
7. CBOEBpEMEHHOCTh |CTa
Xoporro BBINIOJIHEHUS; HaGpano 70-84 6ansa kak pe3yJibTaT Bbl-
8.  IIpaBUJIBHOCTb OTBE-| HOJHEHUS 3a0aHUHA MPEIT0KEHHOI0 TECTA
Y 10BIETBOPUTETHLHO TOB HA BOIIPOCHI; HabOpano 55-69 6ayioB Kak pe3yabTar
9.  CaMOCTOATENLHOCTD | BRINOIHEHHS 3aaHUI IPEAJI0AKEHHOTO Te-
BBIITOJIHCHHS; cTa
Heynosnersopurensao (10, M T.1. HaGpaHo MeHee 55 6aIoB Kak pe3yabTaT
BBIIIOJHEHMS 3aIaHUI IPSIII0KEHHOTO Te-
cTa

3.5. Ik3amen

DK3aMeH IpOBOJUTCA B (OPME OTBETOB Ha KOHTPOJIbHBIE BOIIPOCHI.

OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI JTAIOTCS B ycTHOW (opme. Ha MOATOTOBKY M yCTHBIHM
OTBET JIaeTCsl S MUHYT.

ITo uToraM OTBETOB Ha KOHTPOJIBHBIE BOIIPOCHI BBICTABIIECTCS OLICHKA!

- OTJIMYHO — 3a 3aKpEJICHHbIE 3a JUCLUIUIMHON KOMIETEHLUH, c(HOpMHUPOBAHHBIE (110
pe3yabTataM o0ydeHus B (hopmaTe 3HaThb-yMETh-BIIAJIETh) B IOJHOM 00BEMe Ha YPOBHE «BBICO-
KAI», U CTYOEHT IEMOHCTPUPYET KakK pPe3ylbTaT OOYy4EHHUs CIEAYIOIIHME 3HaHMs, YMEHHUs U
HaBBIKU: CTYJCHT ITyOOKO M MPOYHO YCBOWJI TEOPETHUECKUI M MPaKTHYECKHH MaTepual, mpo-
JEMOHCTPHUPOBAJ 3TO Ha 3aHATUAX U B XOJ€ IMPOMEXYTOUYHOH arrecranuu. CTyIEeHT HCYEpIIbI-
BAIOIIE U JIOTHYECKU CTPOMHO M3JIaraeT yuyeOHBI MaTepua, yMeeT COueTaTh TEOPHUIO C MPaKTH-
KOM, crpaBiieTcsl ¢ pelieHHeM 3a/ad Npo(ecCHOHaIbHOI HaNpaBIEHHOCTH BBICOKOTO YPOBHS
CJIO)KHOCTH, NMPaBHJILHO OOOCHOBBIBAET MPUHATHIEC PELICHUsS, CBOOOJIHO OPUEHTHPYETCs B yueo-
HOU ¥ MPo(heCCHOHAIBHON JTUTEpaType.

- XOpOIIIO — 3a 3HaHNWE TEOPETHUYECKOr0 M MPAKTUYECKOrO0 MarepHuala, TpaMOTHOE H, IO
CYyILLECTBY, M3JIOKCHHUE €r0 HA 3aHATUAX U B XOAE IPOMEXKYTOYHOM aTTECTAllMU, HE NOIyCKas



CYLIECTBEHHBIX HETOUHOCTEW. CTyIEeHT NMPaBUIbHO IPUMEHSET TEOPETUUECKUE TIOJIOKEHUS pU
peIIeHNH MPaKTHYECKUX 3a7a4 Mpo(ecCHOHANBHON HAaNPaBICHHOCTH PAa3HOTO YPOBHS CIIOXHO-
CTH, BJIaACCT HCOGXOZ[I/IMBIMI/I JJIs1 9TOIr0O HaBbIKaMH U HpI/IéMaMI/I, A0CTATOYHO XOpOoIO OPUCH-
TUPYETCs B yueOHOU 1 mpodhecCHOHaTBHOM JInTepaType.

- YIOBJIETBOPUTENBHO — 33 3HAHHE HA 0a30BOM YPOBHE TEOPETUUECKOTO U MPAKTUIECKOTO
Marepuana, TOMyIIeHUs OTACIBHBIX OMNOOK MPH €ro W3JIOKCHUH Ha 3aHATUSIX U B XOJIE MTPOMe-
XKYTO4YHOH arrecTanuy. CTyJEHT UCIBITHIBAET ONPEACIEHHBIE 3aTPYAHECHHS B IPUMEHEHUH TEO-
PETHUYECKHX ITOJIOKEHHUH MPU PEIICHUN MPAKTHYECKHUX 3a/1a4 MpodecCHOHAIBHOM HAIpaBlIeHHO-
CTU CTAHAAPTHOI'O YPOBHA CJIOKHOCTHU, BJIAICCT HCOGXOZ[I/IMBIMI/I J1s1 9TOTO 63.30BI>IMI/I HaBbIKa-
MU U MPUEMaMH, IEMOHCTPUPYET TOCTaTOYHBIN YPOBEHb 3HAHHS y4eOHOW JIUTEPaTyphl 1O TUC-
UIUINHE.

- HEY/IOBJICTBOPUTEIILHO — 32 OTCYTCTBHE 3HAHH Ha 0A30BOM YPOBHE TECOPETUUYECKOTO U
NPaKTUYECKOr0 MaTepuaa, JIOMylleH!e rpyObIX OMMOOK MPU €ro W3JI0KEHUU Ha 3aHATHIX U B
X0JIe TPOMEKYTOUHOM aTTecTanui. CTYACHT HCIBITHIBACT CEPhE3HBIE 3aTPYIHCHUS B IPHMEHE-
HUU TEOPETUYECKUX TMIOJIOKCHHUM TIPH PEIICHUH TNPAKTHUYECKUX 3a7ad MpOQecCHOHATBHON
HAMpaBJICHHOCTH CTaHJIAPTHOTO YPOBHS CIOXKHOCTH, HE BJAJIEET HEOOXOAMMBIMU JJISI 3TOTO
HaBBIKAMU M TNPHEMaMH, JEMOHCTPUpPYET (parMeHTapHble 3HAHUS Y4eOHOW JUTEpaTyphl IO
JVICIIATUTHHE.

YUYEBHO-METO/IMYECKOE U UTHO®OPMAILIMOHHOE OBECIIEYUEHHUE
JUCHUITJIUHBI
Cnucok numepamypuol U UCHIOYHUKOG
OcHoBHaf:

1. Brixosa T.A. JlenonpousBoctso : yueouuk / T. A. beixosa, JI. M. Bsinosa, JI. B.
CankuHa. - 2-¢ u3n. - M. : MIU®DOP, 2006. - 557, [1] c. : cxem. - (Bpicmras mkona). - [Ipuin.: c.
364-428. - bubnuorp.: c. 353-354. - ISBN 5-7709-0370-8 : 271-.

2. beikoBa T.A. JlokymMmeHTalIMOHHOE 00ECTIEYCHUE YIPaBICHUS (JEITOPOU3BOICTBO):
yueb. nocobue / T.A. beixosa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3., nepepad. u 1om. —
M.: UH®PA-M, 2017.

3. Bapwmyna B.B. JlokymenTanuonHoe obecrieuenue ynpasieHus. Yueonuk. /B.B.
Bapmynn-M.:USTITIA, 2018. — 84 c.

4. Tnorosa C.A., KonskoBa A.1O., Kykapuna KO0.M. JlokymMeHTalIMOHHOE 00€CIIeUeHIE
ynpasienus aa CI10. Yueonuk. /C.A. I'motoBa, A.}O. Konbskosa, F0.M. Kykapuna — Knopyc,
2018.—-61 c.

5. TOCT P 7.0.97-2016. «Cuctema cTanaapToB 1o uHGOpMaIii, ONOIMOTEUHOMY U
u3aTeabckoMy aeny. OpraHu3anroHHO-pacIopaIuTeNbHas JoKyMeHTaus. TpeboBanus K
0(hOPMIICHUIO TOKYMEHTOB.

6. Hoponuna JI.A. JlokymeHTOBeieHUE [DIEKTPOHHBIA pecypc]: YueOHUK U IMpak-
tuky™m / Jlapuca AnekceeHa; Jloponuna JI.A. - OtB. pen. - M.: U3narensctBo FOpaiit, 2015. -
309. - (bakanaBp. Akagemuueckuii kKype). - ISBN 978-5-9916-5221-6: 1000.00.

7. Komaposa JI.b. JlokymeHT. [lenonpou3BOACTBO : JIEK. MO Kypcy "DIEKTPOHHBINA
nokymenroobopot": crern. 080705.65 "Menemxment opranuzanun'/JI.b. Komaposa; Mock. roc.
YVH-T KyJIBTYPBI U UCKYCCTB. - M.: [0. u.], 2011. - 55 ¢. - 6.11.

8. KysuenoB U.H. JlokymeHTarmonHoe obecniedueHue ympapieHus. JJokyMeHT0000-
POT M ACITONPOU3BOACTBO [ DIEeKTPOHHBIN pecypc] : Yuebnuk u npaktukym / Kysznemos M. H. - 2-
e u31. ; mep. u goi. - M. : U3natensctBo FOpaiir, 2015. - 611. - (bakanasp. [Ipuknagaoi kypc). -
ISBN 978-5-9692-1565-8. - ISBN 978-5-9916-4391-7: 1000.00.

9. JlapskoB, H.C. JloxymenToBenenue: yue0. mocodue / H. C. JlappkoB. - M.: Acr:
Boctok-3anan, 2006. - 427, [1] c. - ISBN 5-17-033775-2 : 330-.



10.  Inemxesuu E.A. Opranuzamus paboTsl ¢ JOKyMEHTaMu B oduce [DIeKTpOHHBIN
pecypc]: nexmms: coer. 080705.65 "Menemxment opranuzanuu” / E.A. IlnemkeBuy ; Mock.
roc. YH-T KyJAbTYpBI H UCKycCTB. - M.: [0. u.], 2011. -39 c. - 6.11.

1. [lyBamoa H.H. OcHoBBI aemonmpou3BoACTBa. SI3BIK CIIY)EOHOTO JTOKYMEHTa
[DnexTpoHHBIH pecypce] : Yuebnuk u npaktukym /IllyBanosa H.H., UBanosa A.1O. - M. : U3na-
tenscTBO HOpaiit, 2015. - 375. - (bakanaBp. Akagemudeckuid Kypc). - ISBN 978-5-9916-4240-8:
1000.00.

JlomoTHUTEILHAS:

1. Baiikoa U.}O. Hacronbnas kaura cexperapsi-pedeperra. — M.: Dkemo, 2007.

2. bapuxun A.b. Jlenonpou3BOACTBO M TOKYMEHTOOOOPOT. «DJIEKTPOHHBIA CIIPABOYHHK
npodeccuonana» — M.: Kamwxkusriii mup, 2010

3. bynmuna I''I. Uctopuueckas mpaktuka aemonpousBoactra: Jlekmus / .M. Bynauna;
Mock. roc. yH-T KyJnbTypbl 1 HcKyccTB; Pen. E.M.Peyukas. - M.: MI'VKH, 2003. - 34c. - 10-.

4. beixoBa T.A. lenonpousBoactso: yued. / T.A. beikosa, JI.M. Bsmnoga, JI.B. Cankuna. -
2-e uzn. - M. : MLI®DP, 2006. - 557,[1]c: cxem. - (Boicmr. mkona). - bubmmorp.: ¢.353-354. -
[Tpun.: c.364-428. - ISBN 5-7709-0370-8: 271-. - 165-.

5. TOCT P 51141-98. Jlenonpon3BoACTBO U apXUBHOE A€N0. TepMUHBI U ONIPENEIECHUS. —
M.: U3narenbcTBO cTangapToB, 1998.

6. TIpozosa O.C. JlenonpousBonactBo. Yueonuk./O.C. I'pozoBa — M.: FOpaiir, 2018. — 126
c.

7. Hemun KO.M. [denonpousBoactso. [ToaroroBka ciayxeOHbx qokymeHnToB / FO. M. Jle-
MUH. - 2-€ u3/.; nepepad. u nom. - CII6.: ITurep, 2008. - 223,[1]c.: Tabmn. - (CoBpemeHHBIN oduc-
MEHEKMEHT). - bubmuorp.: ¢.224. - [Ipuin.: ¢.123-223. - ISBN 5-469-00807-X: 130-.

8.  XKypnan «CekpeTapckoe Ieyio»

9. Kypnan «CripaBOYHHMK PyKOBOJIUTENS YUPEXKAECHUN KyJIbTYpPbI»

10. Ka6amos C.}O. Jlenonpou3BoJICTBO M apXWBHOE JAEJIO0 B TEPMUHAX U ONPEACTCHHUAX
[DnexkTpoHHBIN pecypc] : Aid CTya. By30B, 00y4. 1o cneruaabHocTa 032001.65 "JlokymeHTOBE-
JIeHUEe U JOKyMeHTarmonHoe obecneuenue ynpasnenus" / Cepreit FOpreBuu, Upuna ['aneeBHa ;
C.10. Ka6amos, N.I'. Achanmusaposa. - MockBa: @munTa, 2012. - 290, [2] . - "PekoMmennoBaHO
Y4eOHo-MeToMuecKkuM o0beAMHEeHnEeM BY30B Poccuiickoit denepanuu mo o0pa3oBaHUIO B 00-
JIACTU WCTOPUKO-apXMBOBENICHUSI B KayecTBe Y4eOHOTO MocoOUs Ui CTYIEHTOB BBICIIMX y4yeO-
HBIX 3aBelieHui, oOydaromuxcs no crenuainbHocTu 032001.65 «JlokymMeHTOBeneHHE U JIOKY-
MEHTallMOHHOE obecrieueHue ympamiaeHus»". - And. ykaz: c. 262-[291]. - ISBN 978-5-02-
034701-4. - ISBN 978-5-9765-0784-5.

11. KazakeBuu, T. A. JlokyMeHTalImOHHOE 00eCIIeueHrE YIIPABJICHUS ;| YYCOHUK U MPAKTH-
kym ais CIIO / T. A. Kazakeud, A. U. Tkanua. — 3-e usf., uctp. u gomn. — M. : U3gaTenbcTBo
FOpaiit, 2018. — 177 c.

12. KupcanoBa M.B. Kypc nenonpousBoicTBa: JOKyMEHTAIlMOHHOE OOecIeueHue yIpas-
nenus : yue6. mocooue / M.B. Kupcanosa, FO.M. AkceHoB. - 6-¢ u3.; ucnp. u gon. - M.; Hoso-
cubupck: MHOPA-M: Cubupckoe cornamenue, 2006. - 363c: cxem. - (Bpicu. oOpa3oBanue). -
bubnuorp.: ¢.360-361. - ISBN 5-16-002417-4 : 80-.

13. Kopnees, U. K. JlokyMmeHTarimonHoe obecrneueHue ymnpasieHus + tectol B IbC : yueo-
Huk u npaktukym ais CI1O / U. K. Kopnees, A. B. [Tmenko, B. A. MamypueB. — 2-¢ u3., mep.
u gon. — M. : U3narensctBo FOpaiit, 2018. — 384 c.

14. Kysnenosa 1.B., Xauarpsn ['.A. JlokymeHTanimoHHoe o0ecredeHue yrpaBieHUs.
Yuyebnoe nmocobue./N.B. Ky3nenosa, I'.A. Xauarpsa. — M.: [lamkos u K, 2018. — 269 c.

15. Ky3nenosa T.B. BBenenue B criennanbHOCTD : YueO. mocodue mis crerr. Ne 350900 -
JlokyMeHTOBeIeHHEe U JOKyMeHTannoHHoe obecriedenne ynpapnenusi / T. B. Kysnenona ; Poc.
roc. ryManur. yH-T. - M. : PI'TY, 2003. - 68, [1] c. - 107-80-.



16. Jlapun M.B. NudopmarmonHoe odecrieyenue ynpasieHus. Yuedbnoe nocoodue. / M. B.
Jlapun -M.:PITYVY, 2018. - 118 c.

17. Hosuxosa I'.H. TexHonornueckne 0CHOBbI COLIUAJIBHO-KYJIbTYPHOU JEATEIBHOCTH
M.:MI'YKH, 2010. -158c.

18. OxotaukoB A.B. JIokyMEeHTOBEACHHE U IEIONPOU3BOACTBO : yued. mocodue / A. B.
OxotaukoB ; A.B. Oxornukos, E.A. bynaBuna. - 2-e u3n., nepepad. u nom. - M.; PoctoB-uv//] :
Wzn. nentp "MapT", 2005. - 301c : cxem. - (Cep. "besynpeunsie qokymeHTsl"). - bubmmorp.:
¢.298-299. - Ilpun.: ¢.276-297. -

19. Iuuymkuna T.M. YHuBepcanbHble HHPOPMALMOHHBIE TEXHOJIOTHU B JOKYMEHTAI[OH-
HOM oOecrieueHrnH yrnpasieHus: kypc jJeknuit / T.M. [Tuaymkuaa; Mock. roc. yH-T KyIbTyphl U
uckycctB. - M.: MI'VKU, 2009. - 54 c. : Tabmn. - bubnuorp.: c. 54. - 18-.

20. INMuuymkwuna T.M. Uctopusi BOBHUKHOBEHUS U pa3BUTHSA (HOpMyJIsipa YIpaBIEeHYECKOTO
nokymenTa : jekius / T. M. IMuuymkuna ; MoCK. TOC. YH-T KyIbTypbl U HCKYCCTB. - M.:
MI'VKH, 2009. - 44 c. - bubauorp.: c. 44. - 15-.

21. CoutneBa A.A.JlokymeHnToBeneHue : Yue0.-MeToA. NOcoOMe Ui CTYIEHTOB-
3a04yHUKOB / A.A. COuTHEBa ; MOCK. TOC. YH-T KyJbTYpHI U UCKyccTB. - M. : MI'YKH, 2000. - 62
c.-16-.

22. CoutneBa A.A. JlokyMeHTOBeIEHHE : y4e0.-METOI. TOCOOME JUIsl CTYJIEHTOB-3a0UYHUKOB
/ A. A. CouTHeBa ; Mock. roc. YH-T KyJIbTYphl U UCKycCTB. - M. : MI'YKU, 2003. - 35 ¢. - ISBN
5-94778-030-5 : 10-.

23. CrentokoB M.B. OCHOBBI TOKYMEHTOBEIEHUS U JEIOMPOU3BOJCTBA : yueld. mocobue /
M.B. Crentokos. - M.: A-Ilpuop, 2007. - 219,[4]c.: Tabn. - bubauorp.: ¢.217. - ISBN 978-5-
384-00090-7: 120-.

24. CronspoB 1O.H. JlokymeHTHBIN pecypc: Ydebd. mocoOue isi CTYyJIEeHTOB BBICHI. y4eO.
3agenenuii / FO. H. Ctomsipos. - M. : JIuGepes, 2001. - 149 c. : un. - (Anpm. "llpui. K XKypH.
"bubnuoreka"; 1/2001). - bubauorp.: ¢.149. - ISBN 5-85129-125-7 : 25-.

25. YaudunupoBaHHBIE CUCTEMBI JOKYMEHTAIMH. YHHU(PHUIIMPOBAHHAS CUCTEMa OpPTraHU3a-
[IHOHHO-PACTIOPSIIUTENILHON JOKyMeHTaruu: TpeboBanus k odpopmiiennto fokymernTos: OCT P
6.30-2003.- Beea. 03.03.2003. - M. : UIIK U3za-Bo ctanmaptos, 2003. - 17c. - 633-60-.

26. YwmxukoB B.M., UmxukoB B. B. Teopus u npakTuka COLMOKYIBTYPHOTO MEHEIKMEHTA.
- M., MI'VKH, 2008. - 607c.

27. lllysanora, H. H. JlokymeHTanmmoHHOE o0OecrieueHre ypaBJICHHs: y4eOHUK U PAKTH-
kym uig CI1IO / H. H. IllyBanoBa. — M. : M3narensctBo KOpaiir, 2018. — 221 ¢

28. lllysamosa, H. H. OcHOBBI nenonpoun3BoicTBa : yueOHuk u npaktukym st CITO / H.
H. IllyBanoga, A. }O. Banoga ; nox o6mt. pea. H. H. lllyBanosoii. — M. : U3natenbcTBO
FOpaiit, 2018. — 375 c.

IIporpammuoe obecnieyenne u UHTepHeT-pecypcehl

1.http://www.intertrust.ru/analytics/articles/355/

2.http://www.stroy-info.ru/docsdino_1d14902.htm

3.http://protect.gost.ru/

4 http://gost.fixa.ru/state_system_standardization/gost r_6.30-97/gost r 6.30-97 1.php

5.http://uk.mos.ru/gost.htm

6.www.consultant.ru — CripaBo4Has mpaBoBasi cucreMa «KOHCYIbTaHT TUTFOCH.

7.http://www.edou.ru/docscreate/ - LleHTp KOMIETEHIIMH MO BOMPOCaM JIOKyMEHTAIMOH-
HOTO 00ECTICYCHHUS YIIPABIICHUS H apPXUBHOMY Iy

8. https://www.sekretariat.ru/article/210592-qqq-16-m8-dokumentatsionnoe-
obespechenieupravleniya - [Topran ans pykoBoautenei ciayx6 JJOY

Ilepeuens pecypcosé ungopmayuonno-meneKomMmynukayuonnoiu cemu «HMumep-
Hemy:
[IpenocraBienne obydaromuMes J0CTyNa K y4eOHOMY IUIaHy, pabodel mporpamme JInuc-
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