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@DoHJT OIIEHOYHBIX CPECTB MpPEIHA3HAYEH JJISI KOHTPOIS CHOPMUPOBAHHOCTA KOMIICTCHIIWH (3HAHHMH,
YMEHHUH, HABBIKOB W BIIaJeHWI) oOydaromuxcs 1o HampapiaeHuio moarotoBku 51.03.03 CommanbHO-
KYJIBTypHas ICATEIBHOCTD 110 TUCIUILTNHE «J[OKyMEHTAIIMOHHOE 00ECIICUCHHE YITPABICHUS Y.

@DoHJ OLIEHOYHBIX CPEJICTB PACCMOTPEH U YTBEPIK/IEH HA 3aceaHnH Kadempol
ConmansHO-KyJIbTYPHOW AeSITeTbHOCTH

HaumeHosanue kagpeopol

mpotokon Ne 8 ot "29" utons 2021 r.

1. Ilepeyenb KOMNETEHIM

Koa 1 HamMeHOBaHHE
HHJIUKATOPA J0CTHU-

Ilnanupyemsbie pe-
3yJbTATBI 00y4eHUs!

HaunMmeHoBaHHe OILICHOYHbBIX
cpencTB

@opMupyemble sKeHHus mpodeccuo- 1o JMCHUILINHE, Xa-
KOMIeTeHI U HAJbHOI KOMIIeTeH- | paKkTepu3ylollue ITa-
HH bl (pOPMHUPOBAHMS
KOMIIeTeHIUH
YK-2. YK-2.1. 3HATh: 3amaHus penpoayKTUBHOTO

CrnocobeH ormpeie-
JISITH KPYT 337a4 B
paMKax 1mocTaBieH-
HOI [1€JI U BBIOU-
paTh ONTUMAJLHBIC
CIOCOOBI UX perie-
HUSI, UCXOJIS U3
JIEHCTBYIOLIUX Mpa-
BOBBIX HOPM, UME-
IONIHXCSI PECypCOB
Y OTpaHUYCHUH.

Ompexenser KpyT 3amad
B paMKaX MOCTaBJICHHOM
TIETTH, OTIPEIEIISCT CBA3H
MEXIy HIMH U OJKH[Ia-
EMBIC PE3YJIbTAThI UX
pelIeHus

VK-2.2.

B pamxkax mocraBneH-
HBIX 337124 OTIPeeisieT
MMEIOIIHECS PECYPCHI U
OTpaHUYECHHUS, TeH-
CTBYIOIIIUE TIPABOBBIC
HOPMBI

VK-2.3.

[Tnanupyer peanusa-
IIMIO 3aJ1a4 B 30HEC CBOCH
OTBETCTBEHHOCTH C
Y4E€TOM UMEIOIIUXCS
PECYPCOB U OrpaHuyve-
HUM, IEUCTBYIOIINUX
MIPaBOBBIX HOPM

- Koncrurynuto PO,
I'paxnanckuit u Tpyno-
BOM KOJEKCHI U UHBIE
HOPMaTHBHBIE aKTHI,
OTHOCAIIUECA K Pa3-
JUYHBIM chepam Jes-
TETHHOCTH.

- OCHOBHBIC HOPMaTHUB-
HbIC MPABOBHIC TOKY-
MEHTHI B 00JIaCTH TIPO-
(heccuoHaIBHOM J1esi-
TEITBLHOCTH

Ymersn:

- COCTaBIISITh TPY/IOBBIE
JIOTOBOPBI, TOTOBUTH
MPOEKTH HOPMATHUBHON
JIOKYMEHTAITIH IS Op-
raHW3aIliK;, HaXOUTh
pa3bsiCHEHHE K HOpMa-
THUBHO-TIPABOBHIM aK-
Tam.

Baajern:

- OCHOBaMH IpUMeHe-
HUSl 3aKOHOJATEJIbHOU
0a30ii B pa3HBIX BHIAX
JIEATEITLHOCTH.

YPOBHSI: TUCKYCCHS

3agaHus IPaKTHKO-
OpPHEHTHPOBAHHOT'O W/HITH UC-
CJIEJIOBATEIHCKOTO YPOBHS: Mpe-
3EHTAIUsl, KOHCTICKT

IIK-4

BBITh TOTOBBIM HC-
MOJIL30BAaTh MPABO-
BBIC I HOPMATHB-
HBIE JOKYMEHTHI B
paboTte yupexe-
HUN KyJIbTYPBHI,
00IIIeCTBEHHBIX
Opra"u3aiuii u
o0BeTMHEHU
TpaXKaaH, peajgn3y-
IOIUX UX MIpaBa Ha
JIOCTYTI K KYJIbTYp-
HBIM I[EHHOCTSIM H

ITK-4.1.

- 3HA€T HOPMATHBHBIC
MPaBOBBIC AKThI, Periia-
MEHTUPYIOIIHUE Jes-
TENBHOCTD 110 OXpaHe
HMHTEIUIEKTYaTbHOM
COOCTBEHHOCTH H aB-
TOPCKOTro IpaBa B che-
pe KyJabTypbl

I1K-4.2.

- aHAIM3UpYeT UHbOp-
MaIuio o0 QyHKIIMOHH-
POBaHUM CUCTEMBI
BHYTPEHHETO JIOKYMEH-

3HaTh:

- IpaBOBbBIE 1 HOpPMa-
TUBHBIC JOKYMCHTHI,
periiaMeHTHPYIOIIUE
JIeSITEIbHOCTD yupe-
KICHUN COUATBHO-
KYJIBTYPHOH C(epBl.
Ymersn:

- BRIOUpaTh KOHKPET-
HBIC JJOKYMEHTHI JIJIs
OCYIIECTBIICHHS MIPO-
(heccuoHaIBHOM e~
TEIBHOCTH

Baanern:

3amaHus penpoayKTUBHOTO
YPOBHSI: TUCKYCCHS

3agaHus IPaKTHKO-
OpPHECHTHPOBAHHOT'O W/HITH UC-
CJIEJIOBATEIHCKOTO YPOBHS: Mpe-
3CHTAIUs], KOHCIICKT




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

y4acTHE B KyJb-
TYypHOU KU3HU
CTpaHbI

T000OPOTa OpraHu3a-
WU COITUAITEHO-
KYyJIbTYPHOU JesiTENb-
HOCTH

[1K-4.3.

- UCTIONIB3YET HOpMa-
THUBHBIE U TIPABOBbHIE
JIOKYMEHTBI TI0 OXpaHe
WHTEIICKTYaTbHON
COOCTBEHHOCTH U aB-
TOPCKOTO TpaBa B ce-
pe KyJIbTYpHI

[K-4.4.

- ¢opmupyer 0a3y mgaH-
HBIX TI0 TPOCKTaM U
paspabaTeIBacT OpraHmM-
3aIUOHHO-
yIpaBIEHYECKYI0  J0-
KYMEHTAIIHIO C HCIIOJb-

30BaHHEM  COBpEMEH-
HBIX TEXHOJIOTUH 3JIeK-
TPOHHOTO  JTOKYMEHTO-
obopora

- CIOCOOHOCTBIO JICeii-
CTBOBAThb B COOTBET-
CTBHUH C ITPABOBBIMH U
HOPMATUBHBIMH JIOKY-
MEHTaMH; OTIPEICIIACT
LICHHOCTD IPABOBBIX U
HOPMaTHBHBIX
JIOKYMEHTOB perJIaMeH-
TUPYIOIIUX JCATEIb-
HOCTb YUPEXKJIECHUH CO-
HATTBHO- KYJIbTYPHOM

cepsl.

2. TunoBble U OPUTHHAJIbHbIE KOHTPOJbHBIE 32/1aHUSI U UHbIe MaTePHU-
ajibl, HeOOX0AUMBbIE /JIsl OLEHKHU IUIAHMPYEMbIX Pe3yJbTATOB 00y4eHHsl IO
AUCHUILUIMHE (OLlEHOYHBbIE cpeacTBa). OnucaHue mokasareseil U KpUTepHeB
OIleHNMBAaHHUS KOMIIETEeHIIH, ONMMHCAHHE IIIKAJ OlleHUBAHHUS.

2.1. 3agaHus penpoaAyKTUBHOIO YPOBHA
6.3. Oyenounvie cpeocmea (mamepuanvt) 011 MEKyu{e20 KOHMPOAA YCneeaemocmu,

npomeofcymoqnoﬁ ammecmauuu 06ylmrou4uxc;l no ducuunﬂuue

Tempbl 3a1aHUi 1JIA IPOBEICHUS TEKYILIEr0 KOHTPOJIA:

6.3.1. Tembl AUCKYyCCHI:
1. OCHOBHBIE TIOHATHS U TEPMHHOJIOTHS JOKYMEHTAIIHOHHOTO 00ECIICUCHNUS YIIPABIICHHSL.
2. HopMaTuBHO-MeTOAMUECKast Oa3a NeJIOMPOU3BOICTBA.
3. Mcropust Tocy1apcTBEHHOTO JIENIONPOU3BOCTBA. [IpaBuiia perucTpanuu 1 WHACKCUPOBAHUS

JIOKYMEHTOB.

4. Opranuzanus KOHTPOJIA 32 UCIIOJHEHUEM JOKYMEHTOB. BUIbI KOHTPOJISI.
5. XpaHeHue JOKYMEHTOB.
6. Homenxuarypa zen, ee npenHasHaueHue. CocTaBiaeHe HOMEHKIATYphI €.
7. ®opmupoBanue nen. Ooume nmpaBuiaa GOpMUPOBAHUS JIET.
8. dyHKIMY U BUABI JOKYMEHTOB.
9. IlpaBuiia oopmiieHUsT YITpaBICHYECKUX JOKYMEHTOB.
10. PexBU3UTHI JOKYMEHTOB: IOHATHE PEKBU3UTA, €r0 POJIb B TOKyMeHTUpoBaHuH. 11.I1paBuiia
odopMIIEHUS PEKBU3UTOB.
Tema 6 PyHKI U JOKYMEHTA - €r0 LeJieBOe Ha3HAYCHH e




OcHOBHBIE TIOHATHS: 00mMe (QYHKIMM; CHElHaIbHbe (PYHKIMH; yrpaBieHUecKas (QyHK-
WS, TpaBoOBast PyHKITHS.

Bomnpocs! 11st 06cyxaeHus:

1. Knaccudukanust pyHKIui.

2. Pa3nenenue nadopManmoHHON GYHKINH.

3. CymHoCTh cOnUambHON QYHKIIUH.

4. Knaccuduxanus JTOKyMEHTOB

Meroanyeckue peKOMEHAUH I HOATOTOBKU K 3aHATHIO:

dopma IpOBEACHHUS 3AHATHUS:

[IpakTuyeckoe 3aHsATHE — AUCKYCCHS.

MeToabl TPOBEACHUS 3aHATHUS, BUbI yIEOHOW AEATEIbHOCTU CTYACHTOB:

e TpoBepodHas paboTa (Ha 3HAHUE OCHOBHBIX TIOHSITHI);

00CyX/IeHUuE TEOPETHUECKUX BOIIPOCOB;
BBICTYIIJICHHUE CTY/ICHTOB C JIOKJIalaMH;
CBOOOIHAS TUCKYCCHS 110 TEME 3aHATHS;
UHIMBUYyalIbHAS U IPyMIoBas paboTa.

Tema 8. Opopmiienue 6,1aHKOB JOKYMeHTOB. Bi1aHk 10kyMeHTa, BUAbI 0JIAHKOB

Ilpakmuueckoe 3anamue

OdopmuTh cxeMbl OCHOBHBIX 00pa31ioB (00mmMiA O6JaHK, OJIaHK THChMa, OJJaHK KOHKPETHO-
ro JOKYMEHTA)

@Dopma BBIMOJIHEHUS K 33/IaHUI0: TPOEKTHI PA3JINYHBIX BUI0B JOKYMEHTOB.

TpeOGoBaHMsl K BBIMOJTHEHHUIO: COOTBETCTBHE METOJIMKE W MpaBWJIAM, H3JIOKCHHBIM Ha
ayJUTOPHBIX 3aHATUSAX WU B INTEPATYpE.

OcHoBHBIE IOHATHS: OJIAHK TOKYMEHTa, OJJaHK OpraHU3aIiH, OJTaHK CTPYKTYPHOTO MOJI-
pazaenenus, 6J1aHK JOJKHOCTHOTO JIUIIA.

Bomnpocs! 11t 06cyxaeHus:

1. Knaccuduxarms 61aHKOB OpraHu3allMOHHO-PACTIOPSIUTENbHBIX TOKYMEHTOB.

2. Odopmienne 6J1aHKOB TOKYMEHTOB.

3. Bwuns! 01aHKOB.

4. CocTaB peKBU3UTOB OJIAHKOB.

MeTtoauueckre peKOMeHIaluu AJi MOJATOTOBKU K 3aHSTHIO:

dopma IpOBEACHHUS 3AHATHUS:

[TpakTHueckoe 3aHsATHE — JUCKYCCHUS.

MeTobl IPOBEICHUS 3aHATHUS, BUIBI yUCOHON AEITETbHOCTU CTYIECHTOB:

e TIpoBepovYHas paboTa (Ha 3HAHUE OCHOBHBIX TIOHSITHI);

o0CyXJIeHUE TEOPETUYECKUX BOIIPOCOB;
BBICTYIUICHHE CTYJEHTOB C JJOKJIaJJaMH;
CBOOOIHAS TUCKYCCHSI TI0 TEME 3aHTHS;
WHAWBUIyalIbHAS U TPYMIOBas paboTa.

Tema 10. O01mue HOpMBI M MPABUJIA 0(POPMJIICHUSA TOKYMEHTOB. SI3bIK M CTHJIb [1€JI0BOT0
JOKYMEHTA

Ilpakmuueckoe 3anamue

Haiitu omm6xu B opopmiiennu aat U GU3NUECKUX BETUYMH, IPEICTABICHHBIX MPETOAaBa-
TEJEeM.

d)opMa BLITOJHCHUA K 3aIdHUT0: IIPOCKTHI Pa3JIMYHbIX BUJOB JOKYMCHTOB.

TpebGoBaHMsl K BBIMOJTHEHUIO: COOTBETCTBUE METOJMKE U IMpaBWJIaM, M3JI0KEHHBIM Ha
ayIUTOPHBIX 3aHATUAX WIH B JINTEpPaATypeE.

Tema 11. @®opMyJIsip JOKYMEHTA M €r0 COCTABHbIEC YACTH
Ilpakmuueckoe 3anamue



[Touck ommboK B 0pOpMIICHHH MPEACTaBICHHBIX MpenoaaBaTeiaeM J0KyMeHToB. JloOaBie-
HHE HEAOCTAIOMNX PeKBU3UTOB. O)opMHUTE 00pa3Ibl TOKYMEHTOB C YKa3aHWEM B HUX PEKBH3HU-
TOB U TPUQOB.

@opma BHINOJHEHNUS K 33JaHUI0: TIPOEKTHI PA3IMYHBIX BHIOB JOKYMEHTOB.

TpebGoBanust K BHINOJHEHUIO: COOTBETCTBUE METOIMKE U TPABUIIaM, H3JI0)KEHHBIM Ha ayu-
TOPHBIX 3aHATHUIX WM B JINTEPATYpeE.

Tema 14. OdopmiieHue OPraHn3alMOHHO-TIPABOBBIX TOKYMEHTOB
Ilpakmuueckoe 3anamue

Pa3zpaboTaThs mpoekT ycraBa (1o0KeH s ) GUPMBI.

Paspaborate ¥ 0QOpPMUTH JODKHOCTHYIO HMHCTPYKIIMIO MEHEIKEpa COIMATBHO-
KYJIbTYPHOH J€ATEIbHOCTH.

@®opMa BHINOIHEHUS K 33/IaHUIO: TPOEKTHI PA3JIMYHBIX BUJIOB JJOKYMEHTOB.

TpeOGoBaHus K BHIMOIHEHHUIO: COOTBETCTBIE METOAMKE U MpaBUIaM, U3JI0KEHHBIM Ha ayau-
TOPHBIX U MPAKTUUYECKUX 3aHATHUSIX WK B Juteparype. Ilpusemcmeyemca meopueckuit unou-
6UOYAILHBLIL NOOX00 K 8bINOJIHEHUI) 3A0AHUL.

OcCHOBHBIC TIOHATHS: yUpPEIUTEIbHBIE JOKYMEHTHI, MPEICTaBUTEILCTBO; (DUIUAI; YCTaB;
AKIMOHEPHBIN KanmuTall; yYpeIUTeIIbHbII JOTOBOP.

Bomnpocs! 11st 06cyxaeHus:

1. Yrto Takoe yuypeauTeabHbIe TOKYMEHTHI?

2. Yo Takoe ycrtaB?

3. Yrto Takoe yuypeauTenbHbI 10r0BOpP?

Meroanueckue peKkOMEHAAIUHU JJIsl MOATOTOBKH K 3aHSTHIO!

dopma pOBEICHUS 3aAHATHUS:

[IpakTrueckoe 3aHsATHE — TUCKYCCHSI.

MeTob1 TpOBEICHUS 3aHATHUS, BUIbI YIEOHOI 1eATeIbHOCTH CTYACHTOB:

e mpoBepouHas paboTa (Ha 3HaHWE OCHOBHBIX TIOHATHUN);
00CyX/IeHUE TEOPETHUECKUX BOIIPOCOB;
BBICTYIUICHHUE CTYJEHTOB C JJOKJIaJJaMH;
cBOOOAHASI TUCKYCCHS 110 TEME 3aHSTHS;
WHAWBUAYaJIbHAS U TpyNnoBas padoTa.

Tema 16. OdopmileHue pacnopsANTeNbHbBIX TOKYMEHTOB
Ilpakmuueckoe 3anamue

Pazpabotare mpoekT mpukasza Ha J00yi0 TeMy (0 MOArOTOBKE K BBICTAaBKE, 00 yTBepixe-
HUU 4eT0-1100, O TPEMUPOBAHUH WK OJIaroJapHOCTH, O TIPOBEICHUH KOHKYpCa).

Pazpabotars pacniopspkeHHe Ha JI00yIo TeMy (HalpuMep, 0 IPOBEACHUN MEPOIIPUSTHI).

Pa3zpaborats yka3zanue Ha m00yI0 TeMy (HampuMep, 0 MEPOTIPUATHSIX O pa3padOTKe Iia-
Ha pa3BUTHS OTPACIIU Ha MEPCIIEKTUBY).

@dopma BBIMOJIHEHHUS K 3a/IaHUI0: TPOEKTHI PA3JINYHBIX BUIOB JOKYMEHTOB.

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

OcHOBHbBIE TOHSITHS: OPraHU3aLMOHHO-PACTIOPATUTENbHBIN TOKYMEHT; OpraHUu3aliOHHO-
IpaBoBasi JOKYMEHTALMsI; CUCTEMbI JOKYMEHTAI[HOHHOTO 00ECTICYeHHUS YIIPaBICHHSL.

Bormpocs! 1i1st 06Ccyx1eHust:

1. CymHOCTh OpraHU3aMOHHO-PACHOPSAUTEIBHOTO JOKYMEHTA.

2. Knaccuduxanus OP/I.

3. Kommiekc opraHu3aliOHHO-TIPaBOBBIX TOKYMEHTOB.

4. I'pynmbl opraHU3allMOHHO-TIPABOBBIX IOKYMEHTOB

Metoanueckie peKOMEHAALUH sl TOATOTOBKH K 3aHATHUIO:

dopma pOBECHUS 3aAHATHUS:




[IpakTHdeckoe 3aHATHE — TUCKYCCHUS.
Metobl IPOBEACHUS 3aHATHS, BUABI YIeOHOH IEATEIIbHOCTH CTYICHTOB:
e mpoBepouHas paboTa (Ha 3HaHWE OCHOBHBIX TIOHATHUN);
e 00CYX/ICHHE TEOPETHUECKUX BOTIPOCOB;
® BBHICTYIUICHHE CTYACHTOB C JOKJIaIaMHU;
e CcBOOOIHAS TUCKYCCHUS TI0 TEME 3aHSTHS,
® UHAWBHIYyaIbHAas U TPYNIOBas padoTa.

Tema 17. OdopmiieHue HHPOPMALHOHHO-CIIPABOYHBIX JOKYMEHTOB

Ilpakmuueckoe 3anamue

PazpaboTtarh akT 0 CIMCaHUM MaTePHATIbHBIX IEHHOCTEH.

Hanucats cripaBky 11 HOATBEpKIeHUS (pakTa pabOThl COTPYAHHUKA.

Hanucatps noxmagHyo U 0ObSICHUTEIBHYIO 3alMCKY JTI000T0 Xapakrepa (Hampumep, o pas-
paboTke Ou3Hec-TIIaHa).

Tema 18. /le1oBasi 1 KOMMepUYecKas nepenucka
Ilpakmuueckoe 3anamue

Hanucanue u odopmienue aenooro nucbma. CocTaBieHHE HEKOTOPBIX BHJIOB JEIOBBIX
MUCEM Ha 33JIaHHYIO TEMY.

Pa3paboraTe mpoeKT IenoBOro muchma Ha JII0OyI0 TeMy MO0 YCMOTPEHHUIO CTYNIEHTa: MpH-
TJIaleHue, 3ampoc, peKjaMaius, TpeIoKeHIe, U3BEIICHUE, TO3ApaBiIcHNe, PEeKIaMHOe, HH-
dbopManmoHHOE, TapaHTUHHOE U T.1.

@dopma BBITIOJIIHEHUS K 33JIaHUIO: TTPOEKT JEIOBOTO MHCHMA.

TpeboBaHusl K BBINOJIHEHUIO: TEKCT MUChMA JOJKEH BKIIIOYATh TPU CTPYKTYPHBIX 3JI€MEH-
Ta: BBOAHYIO YacTh, M3JIATAIONIYIO MTOBOJI JJIsI HAMMCAHUS MUChMA; JI0KA3aTeIbHYIO0 YacTh, MPH-
BOJISIIIIYIO JIOBOJIbI, CCHUIKM Ha HOPMATHBHBIE JOKYMEHTHI; 3aKIIOYUTENbHYIO YacTh, B KOTOPOi
u3JNaraeTcs mpock0a, cornacue, OTKas u mp. TeKCT JTOKEH coAepk aTh JOCTATOYHO 0OOCHOBAH-
HbIE apTyMEHTHI U TMOJHYI0 HUH(OpMAIHIO, TO3BOJSIONUIYI0 MPUHATH PElICHHUE M0 MOJHATOMY B
nuchbMe Bompocy. JlomkHa OBITh YETKOCTh, SCHOCTh, KPATKOCTh H3JI0XKEHHS, JTOTUYHOCTH, JI0-
CTYMHOCTbH JUIs1 BocrpusaTus. Odopmiisercss TUCbMO B COOTBETCTBUU C TpeOOBaHUSMU TOCyIap-
CTBEHHBIX CTaHAApPTOB. IIpueemcmeyemca meopueckuii UHOUBUOYATbHBLI NOOX00 K 6bINOJI-
HEeHUI0 3a0aHuil.

Tema 19. OdopmiieHre JOKYMEHTOB 110 JJUYHOMY COCTABY
Ilpakmuueckoe 3anamue

Hanucats 3asBneHus o npueme Ha paboTy, XapaKTepPUCTUKH, PACIHCKH, PE3IOME, T0BEPEH-
HOCTH U T.JI.

Pazpaborats pe3tome miist ycTpoiicTBa Ha paboTy.

Hanmcatpe XapakTepuCTUKY Ha JIF0OOTO U3 CTYACHTOB I'PYIIIIHI.

Tema 20. [ToaroroBka U 00CayKUBAHUE COBEIIAHUI
Ilpakmuueckoe 3anamue
COCTaBI/ITB IIJIaH IMMOATOTOBKHU K COBCIIAHUIO.
Pa3zpaboTaTe MpoeKT MpOTOKOIIA 3aCeTaHMUS.

Tema 21. JIoKyMeHTO0OOPOT U €ro OpraHu3anus

Ilpakmuueckoe 3anamue

OdopMuTh oreporpaMMbl IBHXKEHUSI B 00paOOTKU BXOJSAIIMX, UCXOAAIIMX U BHYTPEHHUX
JOKYMEHTOB.

6.3.1. Temwl npezenmavuii:
IIpakTnyeckue 3aHATHS



TeMbl mpakTHUeCKUX padOT pacmpenensioTcs mpernojasareneM. [Ipy WHIMBHyaTbHOMN
paboTe Kax/bplii CTYIEHT MOJy4aeT CBOE 3a/laHue, KOTOPOE OH BBINOJIHAET HE3aBUCHMO OT ApY-
T'HX, TIOATOMY MHAMBHUIYyalIbHas (hopMa OpraHU3aIiy MO3HABATEIbHOMN JAEATEIbHOCTH MPEIoa-
racT BBICOKMH YPOBEHb aKTUBHOCTH M CAMOCTOSATEIBHOCTHU CTYACHTA.

VYuuteiBasi, YT0 MHAMBUAYaTIbHAS (hopma opraHu3anuu yueOHOTo Tpyaa HanboJee MOIHO pac-
KPbIBAET UHANBUIyaIbHbIE OCOOEHHOCTH M BO3MOXKHOCTH 00yYartoLIUXcsl, PEnoaBaTeb, UCIIOb-
3ysl METOJMKY WHIMBHIYAJTHM3UPOBAHHBIX 3aJlaHUi, ONpenesnsieT TeMbl paboThl B COOTBETCTBUH C
WHIMBUAYaJIbHBIMH BO3MOYKHOCTSIMU OOyUarOLIUXCS.

2.4. [Ipome:kyTOUYHAS aTTeCTALNS
3agaHusA 1/ NPOXO0KACHHSA HTOTOBOr0 KOHTPOJIA:
2.1. 3aganus uig TeKyuiero (py0exHOro) KOHTpOJIs M TpeOOBaHUs K IPOIeIype OLICHUBAHUS

OueHoYHBIEC CPEACTBA IJIsl TEKYLIEro KOHTPOJIS YCIeBaeMOCTH, IPOMEKYTOYHOM aT-
TeCTAlMM M0 UTOraM OCBOCHUSI JUCHUIINHBI

Opranmn3anusi TeKymero KOHTpoJIs

Tekymas aTTecTanus Mo JUCHUIUIMHE OCYIIECTBIISETCS IO HAIIPABJICHUSAM:
- OIIpOC CTYACHTOB HAa NPAKTUYCCKUX 3aHATHAX,

- IpOBE/IEHNE TPOBEPOUYHBIX padoT;

- BBICTYILJICHUE CTYICHTOB C JIOKJIaIaMU, COOOIIEHUSIMU, TIPE3CHTALIUSMU;
- MpOBEpKa 3HAHUH IO CAMOCTOSATEIHLHON pabOTe CTYJIEHTOB

2.2. 3amanust 711 TPOMEXKYTOUHOM aTTECTAIlMU U TPeOOBaHUS K TIPOIEypEe OIICHUBAHUS

TecTbl 11 py0esKHOr0 KOHTPOJIsi B (BapuaHT 1)
Pazoen I1. Tpeboeanusn k ogpopmnenuto ynpasienueckux 00OKymMeHmos
Tema OCHOBHBIE OHATHUS JE€TONPOU3BOJICTBA.

Bomnpoc Nel. Jlenonpous3BoacTBO 3TO-. . .

1 - COBOKYITHOCTB paboT 10 JOKYMEHTHPOBAHUIO YIIPABICHUECKOM JeSITEIbHOCTH YUPEKACHUHN 1
M0 OpraHu3aluu B HUX JOKYMEHTOB

2 - oopMIIEHHE 110 YCTAaHOBJICHHBIM MpaBUJIaM HH(pOpMaIU, HEOOXO0AUMOMN AJISl OCYIIIECTBIIe-
HUSI YIIPABJICHYECKUX JTEUCTBUM

3 - mporecchl, OTHOCSIIUECS K 3aicy MH(OpMaIiu

4 - paboTa ¢ JOKYMEHTaMH B COOTBETCTBHH C TPEOOBAHUSIMH IEHCTBYIOIINX 3aKOHOIATEIbHbBIX
AKTOB U HOpMAaTUBHO-MCTOJUYCCKUX MATCPUAJTIOB

Bompoc Ne2. Xoz 006cyxIeHus BOIPOCOB U PEIICHHsI, IPHHIMAEMbIE Ha 3aCeJaHUSIX KOJUICTH-
aIbHBIX OPraHOB, COBETaX, COOPAHUSIX, COBEHUIAHUIX (DUKCUPYIOTCS B:

1 - Akrax

2 - Oryerax

3 - IIporokomnax

4 - Jloximagax

Bormpoc Ne3. Cobmtoienre enuHbpIX mpaBmil 0(OPMIICHUS IOKYMEHTOB 00€CTIeunBacT:

1 - KauecTBeHHOE COCTaBIEHUE JOKYMEHTOB, IOPUIUUYECKYIO CHITY JOKYMEHTOB

2 - FOpuanueckyro CHTy TOKyMEHTOB, ONIEPATHBHOCTh M KA4ECTBEHHOE COCTABIICHHE JJOKYMCH-
TOB, OPraHU3AINIO0 OBICTPOTO MOKCKA TOKYMEHTOB, aKTUBHOE HCIIONIb30BaHre DBM mpu cocras-
JICHUU JIOKyMEHTOB

3 - FOpuanyeckyto cuily 10KyMEHTOB, ONIEPAaTUBHOE COCTABIECHUE JOKYMEHTOB

4 - OpraHu3anuio OBICTPOTO TIOUCKA JJOKYMEHTOB, UX IOPHIUYCCKYIO CHITY

Bormpoc Ne4. YkaxuTte BapuaHThl HEBEPHOTO TATUPOBAHUS CTY)KEOHBIX TOKYMEHTOB:



1 - 15/08/99
2-01.10.00
3-200003 10
4-15.1.99

Bonpoc No5. bnaHk 1151 BHEIIHUX TOKYMEHTOB BKJIIOYAET PEKBU3UTHI:

1 - DmOnema npeAnpusTHS, eTo aapec

2 - DMmbneMa peAnpUsITHS, €0 HaMMEHOBAaHUE, TTIOYTOBBIN aJpec, HOMEP KOHTAKTHOTO Tenedo-
Ha, JIaTa U HOMEp TIOKYMEHTa

3 - Ha3Banue nipeanpusTus, €ro noyToOBbIM aJipec, JaTa U HOMEp MUchbMa

4 - Ha3Banue npeanpusTus, sM01eMa, HoMep KOHTaKTHOTO TenedoHa

Bonpoc Ne6. /I Hammydiiero noHUMaHHsI CMBICHIA JOKYMEHTa HanboJjiee 3HaYMMYIO 4acTh
HY)KHO pa3MellaTh:

1 - B Hauane Tekcra

2 - B cepenune Tekcra

3 - B xoHI1IE TeKkcTa

Bonpoc Ne7. TIpaBoBoii craTyc pabOTHHKA OpraHU3aluy PEeraMeHTUPYETCS:
| - mon0XkeHNeEM O CTPYKTYPHOM NOAPA3IEICHUN

2 - IpUKa30M 110 OCHOBHOM J€STENIbHOCTH

3 - TOJDKHOCTHOM MHCTPYKIMEH

4 - mpuKa3oM MO JIMYHOMY COCTaBY

Bomnpoc Ne§8. K opranu3zanmoHHbIM IOKYMEHTaM OTHOCSITCSI:

1 - mpuKa3kl 10 OCHOBHOM AESITEIbHOCTH, YCTaB, IITATHOE PaclUCaHUe, JOKHOCTHbIE HHCTPYK-
102078

2 - ycTaB, CTPYKTypa M IITaTHas YUCICHHOCTb, IITATHOE paclMCaHue, paBuia BHYTPEHHETO
pacrnopsiika, J10JKHOCTHBIE MHCTPYKIIMU

3 - ycTaB, puKasbl [0 JUYHOMY COCTaBY, PUKA3bl 10 OCHOBHOW J€STEIbHOCTH, aKThl, TPOTO-
KOJIBI

4 - aKThI, MPOTOKOJIbI, YCTAaB, YUPEAUTEIbHBINA JOTOBOP, MPUKA3bI MO JUYHOMY COCTaBY, OyXrai-
TEPCKUE OTYETHI

Bompoc Ne9. JlaToii BcTyIuieHHs IpUKa3a B CHILY SIBIISIETCS:

1 - nata ero oopmiIeHUs CEKpeTapeM

2 - 1ara ero NoJIUCaHUs pyKOBOJUTEIEM

3 - n1aTta JOKyMEHTa, Ha OCHOBAHUHU KOTOPOro 0popMIIsieTcs IpUKa3
4 - JlaTa BBeJIeHHUS €TO B ACHCTBUE, yKa3aHHAS B TEKCTE

Bonpoc Nel0. bnanku nporokosia coaepkaT CIeAYyIOINE PEKBUZUTHI:

| - HauMeHOBaHME OpraHMU3alMK, HAMMEHOBAHNE BHJIA TOKYMEHTA, [aTa 3aCelaHusl, HOMep Ipo-
TOKOJIa, MECTO 3aCEIaHHUsl, 3aT0JI0BOK K TEKCTY, TEKCT, ITOAITUCH

2 - HaNMEHOBAaHNE OPraHU3alM1, HAMMEHOBAHKE BUJIa JOKYMEHTA, HOMEP IIPOTOKOJIA, MECTO
3acefaHus, rpud yTBep>KICHHs 3aroJI0OBOK K TEKCTY, TEKCT, TOIMTUCH

3 - HauMeHOBaHME BUJA JOKYMEHTA, JlaTa 3aC€aHus, MECTO 3aCeAaHus, TpU( yTBEpKICHMUS, 3a-
TOJIOBOK K TEKCTY, TEKCT, IIOJIIUCU

4 - HauMEHOBAaHNE OpraHU3alliy, HANMEHOBAaHUE BU/Ia JOKYMEHTA, J1aTa 3aCEIaHus, HOMEp Ipo-
TOKOJIa, MECTO 3aCEaHUsl, TEKCT, IIOJIUCU

Bonpoc Nell. B Tekcte mpoToKoia KpaTkoi (pOpMbI YKa3bIBAIOTCS:
| - nHUIMANBl U paMUIIMK IpEACcenaTeNs, CeKpeTaps U NPUCYTCTBYIONINX, a TAKKE HHULUAIIBI,



q)aMI/I.HI/II/I U JOJDKHOCTH JIMII, HpI/IFHaI_HeHHBIX Ha COBCIIAaHUC

2 - CIICOK MPUCYTCTBYIOIIMX, pACCMAaTPUBAEMBIC BOIIPOCHI M MIPUHSATHIC PEIICHUS

3 - CIMCOK MIPUCYTCTBYIOIINX, MOPSIAKOBBIN HOMEpP BOIIPOCA MO MOBECTKE JHSI, 3ar0JIOBOK K J0-
KJaay, GamMIIy JOKJIAYMKOB U BBICTYIAIONIMX B TTOPSIKE UX BBICTYIIICHHS

4 - HOMEp TPOTOKOJIA, MECTO COCTABIICHUSI, 3aTOJIOBOK K TEKCTY, TEKCT (ITOBECTKA JIHS, CIIYIIAIH,
MTOCTaHOBHJIH ), TIOATIHCH

Bompoc Nel2. Kakum mokymeHTOM 0(hOpMIISIETCSl CITMCAaHUE MaTepUaioB?
1 - akTom

2 - MPUKA30M IO OCHOBHOM JEATEIbHOCTH

3 - IPOTOKOJIOM

4 - pacriopspKeHUEM pYKOBOAUTENS MPEANPUATUS

Bompoc Nel3. JlokymMmeHTOM, COAEpKaluM 00CTOATEIbHOE U3JI0KEHUE BOTIPOCA, OTPAXKAIOIIETO
MIPOU3BOJICTBEHHYIO ACSITEIHLHOCTh OPraHU3aALIUH, SBIISECTCA:

1 - cipaBka

2 - OOBSICHUTENbHAS 3aMKCKa

3 - IPOTOKOI

4 - qokiIamHas 3aIUCKa

TecThbl 17151 py0e:KHOT0 KOHTPOJIsl (BAPUAHT 2)
Tema TexHoJi0orust padoThI ¢ JOKYMEHTAMH

Bonpoc Ne 1. Yerkast opranu3zaiys paboThl ¢ JOKYMEHTaMH HEOOXO0uMa IS
| - ynopsoueHus uX perucTpanuu

2 - IpPaBUIILHOTO XpaHEHHUS

3 - co3aaHus ONTHUMAIBHBIX YCIOBUHN AJIS BCEX BHJIOB paboT € JOKyMEHTaMU
4 - 11 CBOEBPEMEHHOT'0 UX UCIOJIb30BaHUs

Bompoc Ne2. Ha paccmoTpeHne pyKOBOACTBa IEPEAAOTCS:

1 - HOKyMeHTBHI, cofepxkaline nHGOpMaLKIo 1o HanboJiee BaXKHBIM BOIIPOCAM e TEIIBHOCTH Op-
raHu3aluu

2 - Bce MoIe)Kalye UCIOJIHEHUIO JOKYMEHTBI

3 - TONBKO TOKYMEHTBI, aJpECOBAaHHBIE PYKOBOAUTEIIO OpPraHU3aLu1

4 - pacCMOTpPEHHE BCEX TOKYMEHTOB IIPOBOIUTCS paOOTHUKOM ci1yk0b1 JIOY

Bonpoc Ne3. BHyTpeHHUE JOKYMEHTBI:

1 - peructpupyrorcs B J€Hb NOCTYIIICHUS
2 - perUCTpUPYIOTCA B J€Hb MOAMHCAHUS
3 - He pErucTpUPYyIOTCS

4 - perucTpUpyIoTCs B IEHb YTBEPKICHUS

Bonpoc Ne4. Kakre 10KyMEHTBI OTHOCSTCSA K HEPETUCTPUPYEMBIM?

1 - pakcel, muchbMa- 3apochl

2 - o3/ApaBUTENbHBIE MUChMA, TIPUTIIAIICHUS

3 - TUCbMa-OTBETHI

4 - KOHTPAKTHI U IOTOBOPA, HE COCTOSBILIUECS MO KAKUM JINOO MPUUYUHAM

Bomnpoc Ne5. OcHoBHas 11€71b OpraHu3aiyd KOHTPOJIS UCTIOJTHEHUS — . . .
I- OGGCHG‘-IGHI/IG CBOCBPCMCHHOI'O 1 KAYCCTBCHHOT'O UCITIOJIHCHUSA JOKYMCHTOB
2 - obecrnieueHre COXPAHHOCTH IOKYMEHTOB, YCTPAHEHHE BO3MOKHOCTH MOTEPh JOKYMEHTOB



3 - obecnieueHue MOMCKa JOKYMEHTOB B MH()OPMAITMOHHO-CIIPABOYHBIX LIEJSIX
4 - mpoBepKa CBOEBPEMEHHOT'O IOBEJICHNUS IOKYMEHTA JI0 HCIIOTHUTEIS

Bonpoc Ne6. Korga 10KyMeHT CUMTAETCS UCTIOJIHEHHBIM U CHUMAETCS ¢ KOHTPOJIS?
1 - mociie UCHIOMHEHHUS 3aJaHU

2 - mocse cooOIIeHHsI pe3yIbTaTOB 3aUHTEPECOBAHHBIM OpraHU3aIUsIM

3 - mocJie MpeA0CTaBICHUS TOKYMEHTUPOBAHHOTO TOATBEPKICHUS UCTIOTHEHUS

4 - Korga pe3yJabTaThl UICIIOJIHEHHUS] OTMEUYEHbI Ha HCIIOJTHEHHOM JOKYMEHTE
Bomnpoc Ne7. Homenkiatypa fen npeaHa3HadeHa JUis:

| - cuctemaTn3zanuu JOKYMEHTOB HA NPEAIPUATUN

2 - TpyNIUPOBKH UCTIOTHEHHBIX JOKYMEHTOB B JIeJla U UX y4eTa

3 - A4 IPaBUIIBHOTO XPAHEHUS JOKYMEHTOB Ha MPEANPUITHI

4 - cobOmrofeHus peXUMa CEKPETHOCTH Ha MPEATPUSTHU

Bompoc Ne8. Korga B HOMEHKIIaType 1€ yKa3bIBaeTCsl KOJIMUECTBO 3aBEIEHHBIX TOMOB?
1 - B TeyeHHUE roga

2 - 10 Mepe 3aHECEHNUs CBEICHUI B HOMEHKJIIATypy

3 - B KOHIIE KaJIEHJAPHOTO ro/ia

4 - TONBKO O 3aBEPIICHUH Jelia

Bompoc Ne 9. [InaHOBO-0TUETHBIE JOKYMEHTBI TPYIIIUPYIOTCS B JI€ja I10:

| - HOMHHAIBPHOMY, aBTOPCKOMY, IIPEAMETHO-BOIIPOCHOMY U XPOHOJIOTUYECKOMY IPU3HAKAM
2 - IPeAMETHO-BOIPOCHOMY M XPOHOJIOTUYECKOMY ITPU3HAKAM

3 - aBTOPCKOMY IIPU3HAKY

4 - XpOHOJIOTUYECKOMY NIPU3HAKY

Bomnpoc Ne 10. [Ipunoxxenust K JOKyMEHTaM MOMEILAIOTCS B €10
1 - B 3aBUCUMOCTH OT JIaThl UX YTBEPKICHUS

2 - B 3aBUCUMOCTH OT JIaThl COCTaBIICHUS

3 - mpUCOeIUHAIOTCA K TOKYMEHTaM, K KOTOPBIM OHH OTHOCATCS
4 - hbopMUPYIOTCS B OTACTHHOE JIEJI0

Bompoc Ne 11. busnec - uian Ha 1998-2003 rr. noammsaeTcst B 1€10:
1 - 1998 rona
2 -2003 rona
3-2000 roma
4-1997 rona

TecThl 17151 pyOesKHOr0 KOHTPOJIsi (BapuaHT 3)
Tema TexHoJiorusi pa6éoThl ¢ JOKYMEHTAMH M apXUBHPOBaHHE

Bomnpoc Ne 1. B 3aaun apxuBa BXOJSAT:

1 - opraHu3aMOHHO-METOIMYECKasi TTOMOIIb 110 BEJCHUIO JIEJIOMPOU3BOJICTBA

2 - IpueM, y4yeT, XpaHEeHHEe JOKYMEHTOB, 3aKOHYEHHBIX JIEJI0MPOU3BOICTBOM

3 - mpueMm, y4eT, XpaHeHHe JOKYMEHTOB, 3aKOHYEHHBIX JEIONPON3BOCTBOM; HH(DOPMAIITMOHHO-
crpaBoYHasi paboTa MO apXUBHBIM IOKYMEHTaM MPEIITPUATHS

4 - mpueM, y4deT, XpaHeHHE IOKYMEHTOB, 3aKOHUEHHBIX JIEJIOMPOU3BOJICTBOM ISl UX JaJIbHEH-
IIEr0 YHUUTOXKEHUS

Bompoc Ne 2. [Tocne nucredyenus cpoka UCIIOJIb30BAHNS JOKYMEHTA B 1€JIONPOU3BOICTBE OH MOJ-
JICKHT:



1 - yHUUTOXKEHHIO

2 - mepenaye B apXHUB, YHUUYTOXKEHUIO WU albHENIIEMY UCIIOIb30BAHUIO
3 - cadue B yTHIIbCHIPbE

4 - mepenayde B apXuB.

Bomnpoc Ne 3. JlokymeHThI iepenaroTcst B ['ocapxus
1 - TOJIBKO HA MMOCTOSTHHOE XpaHEHUE

2 - TOJBKO Ha BpEMEHHOE XpaHEHUE

3 - Ha IOCTOSIHHOE U BPEMEHHOE XpaHEHUE

4 - Ha IENO3UTAPHOE XPAHECHHUE

Bormpoc Ne 4. JlokymMeHTBI, 0TOOpaHHBIE B PE3yJIbTaTe SKCIIEPTU3BI B COCTaB APXUBHOTO (hoHIa
P®, 06pabaThIBatOTCSI U OMUCHIBAIOTCS MTOCIIE OKOHYaHUH IKCIIEPTU3BI HE TTO3XKE

1 - Tpex mecsiieB

2 - 0AHOTO MecsiIa

3 - ogHOrO roma

4 - Tpex Henenb

Bomnpoc Ne 5. TekcToBbIi pegakTop - 3T0

1 - mporpamma Jij1sl COCTaBJICHHS U PEIaKTUPOBAHUS IOKYMEHTOB

2 - TpacdapeTsl JOKYMEHTOB Pa3HbIX BUOB, 3apaHee BBEACHHbBIE B maMsTh [TK

3 - mporpamMma JJisi COCTaBJIEHHUS JOKYMEHTOB, C HCIIOJIb30BaHUEM 11a0JI0HOB (00pa3IloB) KOH-
KPETHBIX IOKYMEHTOB

OtBet Ne4 mporpamma, 117151 00pabOTKH KOPPECTIOHAEHITUN

Bomnpoc Ne 6. JIokanbHas KOMIIbIOTEPHASI CETh - 3TO

OtBet Nel cets, pacipocTpaneHHast 3a Mpeaeibl oduca

OtBet Ne2 cetp, pactipocTpaHeHHass BHYTpH oduca

OtBet Ne3 HECKOIBKO KOMITBIOTEPOB, BHITOTHSIOMINX 00pab0TKy OJJHOTHUITHOM TOKyMEHTAllUN
OtBet Ned4 ceTh, KOTOpasi 0XBAaTHIBAECT BCIO HANY IUIAHETY

Bompoc Ne 7. ITporpamma Outlook Express mo3Bossier:

OtBet Nel ObicTpo 06paboOTaTh JOCTABIEHHYIO MTOUTY

OtBet Ne2 ykazath npaBusia 00pabOTKH MOCTYNAIOIIEH 3JIEKTPOHHOM KOPPECTIOHICHITNH
Otset Ne3 copTupoBaTh MOYTY MO OTAEIBHBIM ANKaM

OtBet Ne4 0OMeHUBATHCSI COOOIICHUSIMU 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 CBEIEHUI
o nokymeHte B namsaTh 1K, mpu 3ToM HOMep, 1aTa perucTpaiiu NpocTaBisioTCsS aBToMaTHye-
CKH, a MOBTOPAOUIUCCA PCKBU3UTHI BBI6I/IpaIOTC$I N3 COOTBCTCTBYIOIIHX CIITMCKOB

OtBet No2 MOXHO MPOU3BOIUTH BEIOOPKY TOKYMEHTOB C 33JaHHBIM CPOKOM UCIIOJTHEHUS, 110~
CTaBJICHHBIX IIPU PErUCTPALUHA HA KOHTPOJIb

OtBet Ne3 B peructparmorayro kaptouky bJ] BHOcATCs cBeieHus: 0 HOMepe jiena (Tanku), B KO-
TOPOC MOAIIHNT HUCIOJIHEHHBIN JAOKYMCHT

OtBeT Ne4 1OKYMEHTHI CUCTEMATU3UPYIOTCSA M0 PA3JIMYHBIM PEKBU3UTAM

Ctpenku 4acoB-3TO HOXKHMIIBI,0TPE3AIOLINE YACTUUKH HALIEH JKU3HHU.

Bompoc Ne9. K nokymeHTam 1o JIMYHOMY COCTaBY OTHOCSTCS:

1 - TpyAOBbIE KOHTPAKThI, TPYJOBbIE KHUKKH, JIMYHBIE J€J1a, 3aBICHUS O IpHeMe Ha padoTy

2 - 3asByIeHUs] paOOTHHUKOB O IPUEME U YBOJIBLHEHUH, pe3loMe, aBToOHOorpadus

3 - JInuHble f€na, TPYIOBBIE KOHTPAKTHI, IPUKAa3bl 10 JI/C, TPYAOBbIE KHUKKHU, IMYHbIE KapTO4-



KU, JIUIIEBBIE CUeTa 10 3apabOTHOM IaTe
4 - 3asBreHUs paOOTHHUKOB O NMPUEME U YBOJILHCHHUH, pe3toMe, aBTOOHorpadus; TPyI0BbIE KOH-
TPAKTHI

Bonpoc Nel0. ITpu npueme corpyaHuKa Ha paboTy HE00X0AUMO 0pOpPMIICHHE CIETYIONINX J0-
KYMEHTOB:

1 - 3asBiIeHUE COTPYIHHUKA O TIPUEME, TPYIOBOM JOTOBOP (KOHTPAKT), MPUKA3 O 3aUNCICHUN

2 - 3asBIEHUE COTPYAHUKA O TIpPUEME Ha padoTy, TPYJAOBOM KOHTPAKT

3 - mpuKa3 0 3a4YKCICHUHU COTPYIHUKA HAa paboTy

4 - pe3roMe, 3asBJIIEHUE COTPYIHUKA O IIpUEME, TPYIOBOM H0TOBOP (KOHTPAKT), IPHUKA3 O 3a4uC-
JICHUU

TecTbl 17151 pyOesKHOr0 KOHTPOJIsi (BapuaHT 4)

Pazoen Il. Tpeoosanusn k oghopmienuro ynpasienyeckux 0OKyMeHmaoe.

Tema Pexeusumot 0okymenma. Knaccugpuxayua opzanuzayuonno-ynpasienueckoit ungop-
mayuu

1. Ha xakom ¢opmarte OymMaru UCHOTHSIOTCS CIIY>KEOHBIC TOKYMEHTHI?

a)A2;

0)A7;

B) A 5;

r) A 4.

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

3. Kakue 13 10KyMEHTOB OTHOCSITCS K PaCIOPsAIUTEIbHBIM?
a) [IpoTtoxou;

6) UHCTpYKTHBHOE MTUCHMO;

B) YKa3zaHue;

r) [lonoxenue.

4. Jlaroit mpuKasa siBIsieTCs Aara. ..
a) COTJIaCOBAHMUS;

0) MmoaMcaHus;

B) YTBEPXK/ICHNUS,

T') PETUCTPALIUH.

5. Kakue noxyMeHThl OTHOCSTCSI K OPraHU3alMOHHBIM?
a) [Ipukas;

0) [Tonoxxenue;

B) YkazaHue;

r) CnpaBka.

6. PykoBoauTens GUpPMBI C IOMOUIBIO OPraHU3allMOHHBIX JOKYMEHTOB. . .

a) OCYIIECTBIISIET YBOJIbHEHNUE PAOOTHHUKOB,

0) ompenenser npaBa U 003aHHOCTH COTPYTHUKOB;

B) TIOOIIPSIET OTINYUBIIETOCS PAOOTHHKA;

T') OIIpeieNsAeT MOCIE0BaTEIbHOCTD ASUCTBUH MTPH BHIMOJIHEHUH TOW WK MHON paboTHI,



7. Ha3HaueHue pacropsiAUTENIbHBIX JOKYMEHTOB — 3TO. ..

a) peaju3alys CUCTEMBI U IIPOLIECCOB YIPaBICHUS;

0) perynupoBaHue e TeIbHOCTH, MO3BOJISAIONIEE OpraHy yrpaBieHHs 00ecreunBaTh peann3a-
LIMIO IIOCTABJICHHBIX M€PEJ HAM 33]1a4;

B) IUVIAHUPOBAHUE ACSITEILHOCTH YUPEKACHUS;

I') COOOLIEHNE CBEJIEHUI, MOOYXAAIOLINX OpTraHbl YIIPaBIeHHUs IPUHUMATh OIPEIEICHHbIE pe-
LICHUS.

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

a) pyKOBOJUTEJIEM OpraHU3aIH HA MTpaBaxX €AMHOHAYAHS C LIETbI0 pa3pelIeHus OCHOBHBIX BO-
IIPOCOB;

0) BBICIIUMHU OpTraHaMU UCTIOJTHUTEIHHOM BJIACTH;

B) PYKOBOJUTENIEM OpraHU3alMy 10 BOpocaM HH()OPMAIIMOHHO-METOAMYECKOTO XapaKTepa,

T') COBEIIATEIbHBIMU OPraHAMHU YUPEKICHUSI.

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

a) MoApOoOHOE OMUCAHUE KAaKOTO-TM00 (haKTa Ui COOBITHS C BRIBOJAMU U TPEJIOKCHHISIMH aB-
TOpAa,

0) oPOOHBII X0 KaKOT0-THO0 MEPOIIPHSTHS;

B) IEPEUYCHb MEPOTIPHUSITHI;

T') MOATBEPKICHNE WIH OMMCAHUE TEX WM UHBIX (DAKTOB U COOBITHH.

10. ABTOpOM CI1y’kK€OHOTO MMHChbMA SIBIISIETCH. . .

a) opranu3anus, pupma, OT UMEHU KOTOPOH TOCHIIACTCS TTUCHMO;
0) TOIDKHOCTHOE JIUI0, KOTOPOE MOCHUIAET MUCHMO;

B) HCIIOJHUTENb, KOTOPBII TOTOBUT TUCHMO;

T') JIULIO, OTIIPABHBILIEE MHUCHMO.

11. B BBOIHOH YacTH pacnopsIuTEIbHOTO JOKYMEHTA COAEPIKATCA. . .
a) LeJIM ¥ IPUYMHBI CO3/IaHMsI JOKYMEHTA;

0) OCHOBHBIEC HANIPABJICHUS JACATEIBHOCTH YUPEKICHUS;

B) paclopsKeHUs PYKOBOIUTEIIS;

') CPOKH UCIIOJIHEHUS PACTIOPSKEHUS.

12. K xakoii rpymnme JOKyMEHTOB OTHOCHUTCSI TPOTOKOJI?
a) K pacniopsaurenbHbIM JTOKyMEHTaM;

0) K nuunbIM;

B) K cripaBoyHO-HH(pOpMAITMOHHBIM;

r) K oprannzannonssim.

13. Kakoro pekBu3uTa HeT B popMyIsipe ciyxeOHoro nucrma?
a) HaMEHOBAaHUE yUPEXKIEHUSI-aBTOpa

0) HaMMEHOBaHUE BHUJIA JIOKyMEHTA

B) 3aroJIOBKa K TEKCTY JJOKYMEHTa

r) ajgpecara

14. Kak Ha3bIBaeTcsi JOKYMEHT, B KOTOPOM OIPEENAIOTCS JOJDKHOCTHBIE 00513aHHOCTH padoT-
HUKa YUYPEKICHUS?

a) [IpaBuina;

0) UucTpykuus;

B) YcTaB;

r) [Tonoxxenwue.



15. IokyMeHT, GUKCUPYIOIIUI X01 00CYKICHHS KaKoro-I1100 BOIpoca — 3T0. ..
a) aKT;

0) IpOTOKOJI;

B) IIPHUKa3;

') JOKJIaHas 3aIucKa.

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

a) 4acTh TEKCTa MUChMa;

0) bupmMeHHBIH OJaHK;

B) €r0 OT/EJbHBIN 3JIEMEHT;

I') IITaMI OpraHu3aliy, HalKMCcaBIIeH MHChMO.

17. JaToit akTa sIBJISICTCS JaTa...
a) YCTaHOBJIEHHOTO COOBITHS,

0) MmoIMcaHus;

B) YTBEPXK/ICHNUS,

') U3TOTOBJICHUS AKTa.

18. K kako# rpynne J0KyMEHTOB OTHOCSITCSI CIIPaBKa U JTOJKHOCTHAs 3amucka’?
a) K JIMYHBIM;

0) K cipaBOYHO-MH(POPMALMOHHBIM;

B) K PacIoOpsIUTEIbHbIM;

I') K OpraHu3aliOHHBIM.

19. Pe3omonuio Ha ciy)eOHOM MUChbME MOYKHO MUCATh. ..
a) MO TEeKCTY MUChMa;

0) Ha OTIENIbHOM JICTe Oymard;

B) B OTACIHHOM CIIEIUAILHOM XKypHAIE;

') Ha CBOOOJHOM OT TEKCTa MECTe.

20. O0BpIcHHATENBHAS 3AIIUCKA OAIHNCHIBAETCS. ..
a) pYKOBOJUTEIEM MPEANPHUATHS, OpTaHU3aINH;
0) cocTaBUTEIIEM;

B) IIpe/iceIaTeIeM U YieHaMU KOMHCCHH;

') CEKpeTapeM PyKOBOAUTEIIS.

21. 3aBepuTenbHas HaANKUCh Ha JOKyMeHTe «BepHo» ynocToBepsier, 4To. ..
a) MPaBWJIBHO yKa3aH aJipec;

0) macropTHBIE TaHHBIE 3asBUTEIS COOTBETCTBYIOT ICHCTBUTEIHHOCTH;

B) JaTa JIOKYMEHTAa BEpHa;

I') KOIHsI TOKYMEHTa TOYHO COBIAAET C MOUTMHHUKOM.

22. I'ne nomemaercs «OTMETKa O MOCTYIIJIEHUH TOKYMEHTA B OpraHU3aLuio»?
a) Ha neBom mose;

6) Ha Bepxuem mnoue;

B) Ha Hmxuem mnote;

r) Ha mro60M cBOOOTHOM OT TEKCTa MecCTe.

TecThl 17151 py0esKHOr0 KOHTPOJIsI (BAPHAHT 5)

Pazoen Il. Tpeoosanusn k ohopmienuro ynpasienuyeckux 0OKyMeHmaos.
Tema @opmynap ookymenma Pexeuzumut 0okymenma.

1. K noxyMeHTaMm 1o JIMYHOMY COCTaBY OTHOCHUTCH. ..



a) IITAaTHOE PaCIUCaHUE;

B) TPYJOBOM KOHTPAKT;

0) cipaBka;

I') JOJPKHOCTHAsI UHCTPYKIIHSL.

2. Hanbonee TouHOE ompeiesieHne JOKyMEHTa:
a) MaTepHalbHbI OOBEKT C MOANNCHIO;

B) YJIOCTOBEpEHHUE JTUYHOCTH;

6) HocuTens HH(pOpMaIuH;

T') TUCBMEHHOE CBHCTEIBCTBO.

3. PexBU3UT JOKYMEHTA - 3TO:
a) (pupMeHHBIN ONaHK;

B) €r0 OT/ICIIbHBII JIEMEHT;

0) OCHOBHAs 4aCTh IOKyMEHTA;

r) GopMyJIsSIp TOKYMEHTA.

4. C kaKoil 1eNbio Ha JIOKYMEHTE YKa3bIBAIOT (DaMIIIHIO U TEIEPOH UCTIOTHUTES
a) JUTsl IPUAAHUS TOKYMEHTY FOPUIUIECKON CHUITHI;

B) IS IPABHJIBHOTO O0()OPMIICHHSI;

0) a5 onepaTUBHOM CBSI3H;

T) JUIsl TIOATBEPKACHUS TOATUHHOCTU JOKYMEHTA.

5. Bu3za cornacoBaHusi MPOCTABIISIETCS HA JOKYMEHTE

a) mocie NOANUCAHUS PYKOBOIUTENEM;

B) Ha K3eMIUIpe, MpeHa3HAYeHHOM JIJIsl TIOJIIMBKY B €TI0
0) 10 OIITUCAHHUS,;

T) JUIsl OTIPABKH TIOKYMEHTA.

6. Kakue pacnopsauTensHble JOKYMEHTHI U3/1al0TCS HA OCHOBE €IMHOHAYaINs
a) MIPUKa3bL;

B) TTIOCTaHOBJICHHS,;

0) perieHus;

T') YKa3aHUs.

7. Ha kaxom cirykeOHOM MUChME TTPOCTABIIACTCS CChIIIKA HA HOMED U JIaTy TOKyMeHTa?
a) rapaHTUHHOM,;

B) OTBETHOM;

0) COMPOBOIUTEITHHOM;

') Ha BCeX MUChMaXx.

8. B pe3ynbTaTe paccMOTpPEHHSI BXOASIIEr0 JOKYMEHTa PyKOBOJUTENIEM Ha HEM TOSBIISETCH. ..
a) TIO/IHCh;

B) PETUCTPAIMOHHBIN HOMED;

0) pe3omtonus;

B) BU3a.

9. IOKyMeHT, PUKCUPYIOLIUI X0 00CYK/I€HUS U MPUHATHUS PELICHUS Ha 3aCeJaHUU KOJIJIeTH-
AIBHOTO OpraHa...

a) aKT;

B) IOCTaHOBJICHHUE;

0) KOHTPAKT;



I') IPOTOKOJL.

10. JIOKyMEHTBI PETUCTPUPYIOT. ..

a) B IeHb MOCTYIIJICHUS, OTIIPABKU;

B) B JICHb IIepe/layyl Ha UCIIOJTHEHUE;
0) B 1eHb 0(hOPMIICHUS, COTIIACOBAHUS;
T') MOCJIE UCTIOJTHEHUS.

11. OT™MeTKY O HAJIMYUK TPUITIOKEHUS 00S3aTEIBHO UMEET. . .
a) JIOTOBOPHOE MHCHMO;

B) COMPOBOAMTEIBHOE MMUCHMO;

0) nH(pOPMAIIMOHHOE TTUCHMO;

T') BCE CIyKeOHbIe THUChMA.

12. IIpuka3sl 10 OCHOBHOM AEATEIbHOCTU U MPUKA3bI IO JUYHOMY COCTABY. ..
a) GOpMHUPYIOTCS B OJTHO JIETIO;

B) MOTYT (hOPMUPOBATHCS B pa3HbIE JIeNa;

0) popMupyroTCS B pa3HbIe JIeNa;

) GopMHPYIOTCS B pa3HbIE TOMa OJJHOTO JIEJNa;

13. Kakoii pekBU3HUT HE BXOJIUT B (POpMYJIsip pHKa3a 0 OCHOBHOM J€SITEIbHOCTH?
a) Ha3BaHHE OPraHU3allNH;

B) MECTO U3JIaHMUS;

0) BUJI IOKYMEHTA;

T) ajpecar.

14. B kakoM U3 BUJIOB IOKYMEHTA HE MIPOCTABISAETCS PEKBU3UT «HAMMEHOBAHHE BUA IOKYMEH-
Tay?

a) 3ASIBJIEHUE,;

B) JIOKJIAZTHA A 3ATIMCKA;

0) [IMCbMO;

r) JOJDKHOCTHAA MHCTYKIAL.

15. B kako#t mocnenoBaTeIbHOCTH 0(hOPMIISIETCS BBOHAS YacTh MPOTOKOIA?
a) mpejceaaTeNb, CEKpeTaphb, MIPUCYTCTBOBAIIM, IOBECTKA JIHS;
0) mpencenarenb, CEKpeTaphb, MIPUCYTCTBOBAIIN, IPUTIIAIIECHBI, TOBECTKA JTHS;
B) IIpe/icelaTelb, CEKpeTaph, MPUCYTCTBOBAIM, IPUTIIAIICHBIL;
T) IpefceaaTenb, CeKpeTaph, IOBECTKA AHs, IPUCYTCTBOBAIIH.

16. JloknamHas 3ammcka — 3TO. ..

a) JOKYMEHT, B KOTOPOM IEpeatoTcs CBEICHNUS, HEOOXOJMMbIE PYKOBOIUTEIIO;

0) TOKYMEHT, aIpeCOBAHHBIN BHIIIIECTOAIIEMY PYKOBOIUTEIIO, COECPKAIINI 00s3aTEIIbHOE U3-
JIOJKCHHUC KaKOI‘O-.HI/I6O BOHpOC& C BBIBOJIaMHU U Hpe,Z[.HO)KeHI/IHMI/I COCTaBHUTCIIA,

B) JOKYMEHT, aJ[pECOBAaHHBIN BBIIIECTOSIIEMY PYKOBOAUTEIIO C HHPOPMAIIHEH;

I') JOKYMEHT, aIp€COBAHHBII BBILIECTOSALUIEMY PYKOBOAUTEIIO C MPEIOKEHUSIMH.

17. P€3OJ'IIOI_[I/I$I MUUICTCA HAa JOKYMCHTC JOJIZKHOCTHBIM JIMIIOM U BKJIFOYACT. ..

a) aMUJITMU UCTIOJIHUTEIIEH, TIOJIUCH U JIaTy,

0) hamMuITUN UCTIOMHUTENCH, COAEepPIKaHUE MTOPYUEHUS, CPOK UCIIOIHEHUS, TOJUCH U 1aTY;
B) CO/IepKaHUE MMOPYUYCHHUSI, TTOIIHICH U JIaTy;

r) haMUITUU UCTIOTHHUTENICH, Colep KaHne TOPYUEHUS, TIOITUCH.



18. B kakoMm OnaHke faetcs HanOoJiee MOJIHBINA epeyeHb PEKBU3UTOB PEATPUATHS?
a) OJaHK MHUChMa;

B) OJIaHK ITpHKa3a,

0) oOmmii OIaHK;

r) OJIaHK TeJIerpaMMBl.

19. Korga peructpupyercs IOoCTYNAIOIUN TOKYMEHT?
a) B JICHb TIOCTYIUICHUS;

B) B JICHb OTIPABKU OTBETA;

0) B JICHb MMOJITUCAHUS PYKOBOIUTEIIEM;

') HE PETUCTPUPYIOTCA.

20. Kakoe c10BO UCIIOJIb3YETCS B pacOpAIUTENIBHON YaCcTH TEKCTA IpUKa3a
a) IOCTAHABIJIAIO;

B) [IPUKA3BIBAIO;

6) [IPEJUIATALO;

r) OBA3BIBAIO.

21. B HOMEHKJIaTypy J1€]1 BKIKOYAIOTCS. ..
a) )KypHaJIbl PETUCTPAIUH;

B) IPUKa3bl;

0) rmeyaTHbIC U3IaHNUS,

T') MO3JIPAaBUTEIHHBIC OTKPHITKU;

22. IIpuka3sl 0 JMYHOMY COCTaBY MPEAIPUATHS POPMUPYIOTCS B JEIIO. ..
a) 10 J1aTe POXKICHHS COTPYAHHUKOB;

B) 10 CTaXKy pabOTHI COTPYIHUKOB;

0) mo andaButy haMuIUil COTPYAHUKOB;

T) 110 3aHUMAEMOM TOHKHOCTU COTPYAHUKOB.

Kuaroun:
TecTbl 111 pyOesKHOT0 KOHTPOJIsi (BapuaHT 1)
Pazoen I1. Tpeboeanusn k ogpopmnenuto ynpasienueckux 00OKyMeHmos
Tema OCHOBHBIE OHATHUS JETOTPOU3BOJICTBA.

Bompoc Nel. JlenonpousBoacTBo 3To-. . .
OtBet Nel COBOKYIMHOCTB padoT MO JOKYMEHTUPOBAHUIO YITPABICHUYECKOMN ACATEIHHOCTH YUpe-
)K,Z[GHI/Iﬁ U 1O OpraHn3alnv B HUX JOKYMCHTOB

Bompoc Ne2. Xoz o06cyxIeHus BOIPOCOB U PEIICHHs], IPHHIMAEMbIE Ha 3aCeJaHUsIX KOJUIeTH-
aIbHBIX OPraHOB, COBETaX, COOPAHUSIX, COBEHUIAHUIX (DUKCUPYIOTCS B:
OtBet Ne3 [IpoTokonax

Bonpoc Ne3. CobutoieHre eAMHBIX MpaBuil 0pOpMIICHHS JOKYMEHTOB 00eCieurBaeT:

OtBet Ne2 HOpuanueckyro CHily JOKYMEHTOB, OTIEPATUBHOCTh M KAY€CTBEHHOE COCTABIICHUE J10-
KYMEHTOB, OPT'aHU3aIMIO OBICTPOTO TOMCKA JIOKYMEHTOB, aKTUBHOE HCI0Nb30BaHre OBM npu
COCTaBJICHUH JIOKYMEHTOB

Bormpoc Ne4. YkaxuTte BapuaHThl HEBEPHOTO TATUPOBAHUS CTY)KEOHBIX TOKYMEHTOB:
Otset Nel 15/08/99
Otset Ne3 2000 03 10



OtBet Ned4 15.1.99

Bomnpoc Ne5. biaHk 711 BHEIIHUX JOKYMEHTOB BKJIKOYA€T PEKBU3UTHI:
Otset No2 DMOnema npeanpusaTrs, €ro HAMMEHOBaHHUE, TTOYTOBBIA aJIpec, HOMEP KOHTAKTHOTO
TenedoHa, 1aTa U HOMEp JOKYMEHT

Bonpoc Ne6. /I Hammydmiero noHUMaHMsI CMBICHIA JOKYMEHTa HanboJjiee 3HaYMMYIO YacTh
HY)KHO pa3MellaTh:
OtBet Ne2 B cepenvHe TEKcTa

Bonpoc Ne7. TIpaBoBoii craTyc pabOTHHKA OpraHU3aluy PEeraMeHTUPYETCS:
OtBet Nel mosioxkeHHEM O CTPYKTYPHOM MOJIpa3IeICHUN

Bonpoc Ne8.K opranuzanoHHbIM TOKYMEHTaM OTHOCATCS:
OtBet Ne2 YcraB, CTpyKTypa U IITaTHAas! YUCIEHHOCTD, IITATHOE PACIIMCAHUE, IPAaBUjIa BHYT-
PEHHETO pacnopsaKa, JOKHOCTHbIE HHCTPYKIIUI

Bomnpoc Ne9. JlaToii BcTymieHus mpuKas3a B CHITY SIBJISIETCS:
Otset Ne2 Jlata ero noamnucanusi pyKOBOAUTEIEM

Bonpoc Nel0. bnanku nmporokosia coaepkaT CleAYyOINe PEKBUZHUTHI:
OtBet No4 HaMeHOBaHME OpPraHN3alMK, HAMMEHOBAHNE BUJIA TOKYMEHTA, JaTa 3aceJaHus, HO-
Mep MPOTOKOJIA, MECTO 3aCEaHUs, TEKCT, IIOJIIUCU

Bonpoc Nell. B Tekcte mpoToKoia KpaTkoi (pOpMbI YKa3bIBAIOTCS:
OtBet Ne2 cniMcok MPUCYTCTBYIOIIMX, PACCMATPUBAEMBIE BOIIPOCHI U IPUHATHIC PEIICHUS

Bompoc Nel2. Kakum mokymeHTOM 0hOpMIISIETCSl CTMCaHUE MaTepUasioB?
Otset Nel Axktom

Bompoc Nel3. JlokyMeHTOM, coIepKaliiuM 00CTOATEIHLHOE U3TI0KEHUE BOMIPOCA, OTPAKAOIIIETO
TIPOM3BOJICTBEHHYIO JIEATEILHOCTh OPTaHU3AINH, SBIISICTCS:

OtBet Nel cnipaBka

OtBet Ned mokiamgHas 3amucKa

Kuaroun:
TecTsbl 17151 py0e:KHOT0 KOHTPOJIsl (BAPUAHT 2)

Tema TexHoJi0orust padoThI ¢ JOKYMEHTAMH

Bonpoc Ne 1. Yerkast opranu3zaiys paboTsl ¢ JOKYMEHTaMH HEOOX0iuMa s
OtBet Ne3 co3manusi ONTUMANIBHBIX YCIOBUH JJISI BCEX BHJIOB Pa0OT ¢ JOKyMEHTaMHU

Bonpoc Ne2. Ha paccMoTpeHre pyKOBOACTBA MEPEAAIOTCS:
OtBet Ne2 Bce nozjiexalive MCIIOJHEHUIO JOKYMEHTBI

Bompoc Ne3. BHyTpeHHHE TOKYMEHTBI:
OtBet Ne2 peructpupyroTcsi B IeHb MOAMUCAHUS

Bonpoc Ne4. Kakre 10KyMEHTBI OTHOCSTCS K HEPETUCTPUPYEMBIM?
OtBet Ne2 [lo3npaBuTeNbHbBIE MUCbMA, IPUTIIAILECHUS
OtBet Ne4 KOHTpaKThI M TOTOBOPA, HE COCTOSIBIIIMECS IO KAKUM JINOO TPpUINHAM



Bonpoc Ne5. OcHoBHas 11€71b OpraHu3aiyd KOHTPOJIS UCTIOJTHEHUS — . . .
OtBet Nel obecrieueHre CBOEBPEMEHHOTO U KAU€CTBEHHOTO HCIIOIHEHUS JOKYMEHTOB

Bomnpoc Ne6. Korna 1okyMeHT CUMTAEeTCsl HCIIOJTHEHHBIM U CHUMAETCSI ¢ KOHTPOJIsA?
OtBet Ne3 nocie nmpenocTaBiIeHNus JOKYMEHTUPOBAHHOTO TIOATBEPKACHHUS UCTIOTHEHUS

Bonpoc No7. HomeHknaTypa e npeaHa3HadeHa Jjisi:
OtBet Ne2 ['pynnupOoBKHM HCIIONIHEHHBIX JOKYMEHTOB B JI€/a U UX y4eTa

Bompoc Ne8. Korga B HOMEHKIIAaType J1eN yKa3bIBaeTCsl KOJIMUECTBO 3aBEIEHHBIX TOMOB?
OtBet Ne3 B koHIlE KaJIeHAAPHOTO TOJ1a

Bomnpoc Ne 9. [InaHoBO-0TYETHBIE JOKYMEHTHI TPYNITUPYIOTCSA B JI€JIa MO:
OtBet Ne2 npeaMeTHO-BONIPOCHOMY U XPOHOJIOTUYECKOMY IPU3HAKAM

Bomnpoc Ne 10. [Ipunoxxenust K JOKyMEHTaM MOMEILAIOTCS B €10
OtBet Ne3 npucoeAMHAIOTCA K JOKYMEHTAaM, K KOTOPBIM OHU OTHOCATCS

Bonpoc Ne 11. busnec - mian Ha 1998-2003 rr. moammBaeTcs B 1€J10:
OtBet Ne4 1997 rona

Kuaroun:
TecTbl 111 pyOesKHOT0 KOHTPOJIsl (BapuaHT 3)
Tema TexnoJiorust paéoThbl ¢ JOKYMEHTAMHU U apXHUBUPOBAHHE
Bonpoc Ne 1. B 3agaun apxuBa BXOJIAT:
Otset Ne3 [Ipuem, yuer, XxpaHeHHE TOKYMEHTOB, 3aKOHUEHHBIX JIeJIONPOU3BOICTBOM; HH(pOpMa-
[IMOHHO-CIIPaBOYHas paboTa 10 apXUBHBIM JJOKYMEHTaM IPEIIPUITUS

Bomnpoc Ne 2. TTocne ucteueHust cpoka UCroab30BaHUs JOKYMEHTA B ICJIONPOU3BOACTBE OH IMO/I-
JIEXKHUT:
OtBet Ne4 [lepenaue B apxuB.

Bonpoc Ne 3. JlokymeHThI iepenaroTcst B ['ocapxus
OtBet Nel TONBKO HA MOCTOSIHHOE XPAHEHUE

Bonpoc Ne 4. JlokymMeHTbI, 0TOOpaHHBIE B Pe3yJIbTaTe SKCIEPTU3HI B COCTaB ApXUBHOTO (OHA
P®, 00pabaTbIBatOTCS ¥ ONUCHIBAIOTCS MOCIE OKOHYAHUU 3KCIIEPTU3bBI HE TI03KE
OtBet Ne2 ogHOro Mecsia

Bomnpoc Ne 5. TekcToBbIi pegakTop - 3T0
OtBet Nel mporpamma Jijis1 COCTaBJICHUS U PEIAKTUPOBAHUS JOKYMEHTOB

Bomnpoc Ne 6. JIokanbHast KOMIIbIOTEPHASI CETh - 3TO
OtBet Ne2 ceTh, pacipocTpaHeHHasi BHYTpH oduca

Bompoc Ne 7. TIporpamma Outlook Express mo3BomsieT:

OtBet Nel ObIcTpOo 00paboOTaTh TOCTABICHHYIO TTOUTY

OtBet Ne2 yka3arp npaBuia 00pabOTKH MOCTYMAIOLIEH JIEKTPOHHON KOPPECTIOHACHIIUU
OtBet Ne3 copTHpoBaTh MOUTY MO OTACIBHBIM MaNKaM

OtBet Ne4 0OMEHUBATHCS COOOIEHUSIMH C OJJTHOTO KOMITBIOTEpa Ha JPYroi



Bomnpoc Ne 8. Mcnonb3oBanue b/] cokpaiiiaer BpeMst perucTpaiu T.K.:

OtBet Nel TpanuimoHHas perucTpanus JOKYMEHTOB B )KypHAJIe 3aMEHSIETCS BBOJOM CBEICHUMN
0 okyMeHTe B namsth 11K, mpu 3ToM HOMep, 1aTa perucTpanuu MpoCTaBISIIOTCS aBTOMaTHye-
CKH, a TIOBTOPSIFONITUECS PEKBU3UTHI BRIOUPAIOTCS U3 COOTBETCTBYIOIINUX CITHCKOB

Bomnpoc Ne9. K nokymeHTaM 1o JUYHOMY COCTaBY OTHOCSITCSL:
OtBet Ne3 JIuunble fena, TpyAOBbIe KOHTPAKTHI, IPUKA3HI I10 JI/C, TPYLOBbIE KHUKKH, THUHBIE
KapTOYKH, JIMLIEBBIE cueTa 1o 3apaboTHOM 11aTe

Bompoc Nel0. ITpu nmpueme corpynauka Ha paboTy HE0OX0IUMO OPOopMIICHUE CIETYIONTUX 10~
KYMEHTOB:

OtBet Ne4 Pesrome, 3asBiICHHE COTPYIHUKA O TIPUEME, TPYIOBOM TOTOBOP (KOHTPAKT), MPUKA3 O
3a4YUCJICHUN

Kiroun:
TecTbl 11 pyOesKHOT0 KOHTPOJIsi (BapuaHT 4)
Pazoen I1. Tpebosanusn Kk opopmnenuro ynpasnenuecKkux 00KyMeHmos.
Tema Pexeusumot 0oxymenma. Knaccugpukayusa opzanuzayuonno-ynpasienueckoi ungpop-
mayuu

1. Ha xakom popmarte OymMaru UCHOTHSIOTCS CIIY>KEOHBIC TOKYMEHTHI?

B) A 5;

r)A4.

2. CKOJIbKO PEKBU3UTOB IipeaycmarpuBaeT HOBbIM ['OCT?

B) 31;

3. Kakue u3 JOKyMEHTOB OTHOCSTCS] K paclOpSAUTEIbHBIM?

B) YKa3zaHue;

4. JlaToil mpuKasa sBJISIETCA JaTa. ..

0) MmoaIucaHus;

5. Kakue 1oOKyMeHTbI OTHOCATCS K OpraHu3allMOHHbIM?

0) [Tonoxxenue;

6. PykoBoauTenb GUpPMBI ¢ TOMOIIbIO OPTaHU3AIIMOHHBIX TOKYMEHTOB. . .

T') OIIpeieNsAeT MOCIE0BaTEIbHOCTD ASUCTBHUH MTPH BHIMIOJIHEHUH TOW WX MHON paboTHl,
7. HazHaueHue pacnopsAuTeIbHbIX JOKYMEHTOB — 3TO. ..

a) peaju3anus CUCTEMBI U IIPOIIECCOB YIPABICHUS;

0) peryaupoBaHue JCSITSIBHOCTH, TTO3BOJISIONIECE OpraHy yIpaBJieHus1 00ecTeunBaTh peaan3a-
IIUIO TIOCTABJICHHBIX MIEpEe/l HUM 33/1a4;

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

a) pyKOBOJIUTENEM OpraHM3alliy Ha MPpaBax eAUHOHAYAINS C IIETIbI0 pa3perieH sl OCHOBHBIX BO-
MIPOCOB;

9. Kakoe onpezenenne oTHOCUTCS K cripaBke? «/{oKyMeHT conepkaluii. . .»

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

10. ABTOpOM CI1y’k€OHOTO MMHCHbMA SIBIISIETCH. . .

a) opranu3anus, pupma, OT UMEHU KOTOPOH TOCHLIACTCS TUCHMO;

11. B BBOIHOH YacTH pacnopsIuTEIbHOTO JOKYMEHTA COAEPIKATCA. . .

a) LIeJM U IPUYMHBI CO3JIaHUS JTOKYMEHTA,

12. K xakoii rpymnme JOKyMEHTOB OTHOCUTCSI TPOTOKOJI?

B) K cripaBoyHO-MH(pOpMAITHOHHBIM;

13. Kakoro pekBu3uTa HeT B GopMyIsipe ciyxeOHoro nucrma?

0) HaMMEHOBaHUE BUJIA JOKYMEHTA

14. Kak Ha3bIBaeTcsi JOKYMEHT, B KOTOPOM OIPEENSAIOTCS JOJDKHOCTHBIE 00513aHHOCTH paboT-
HUKa YYPEKICHUS?



6) Uuctpykius;

15. JlokymeHT, puKcUpyronuii X0 00CyKIeHHUsI KaKOT0-TH00 BOIpoca — 3TO...
0) IpOTOKOJI;

16. PekBU3HUT cITy’keOHOTO MUChMaA — ATO. ..

B) €r0 OT/ENbHBIN AJIEMEHT;

17. JlaToii akTa sIBIIIETCS AaTa...

a) YCTaHOBJICHHOTO COOBITHS;

18. K xako¥ rpyrime 10KyMEHTOB OTHOCATCS CIIpaBKa M JIOJLKHOCTHAS 3amucKa?
6) K cipaBoyHO-MH()OPMALIMOHHBIM;

19. Pe3omonuio Ha CITyK€OHOM MUChME MOKHO TTUCATh. ..

') Ha CBOOOJHOM OT TEKCTa MECTe.

20. O0OBsACHUTENbHAS 3aIIMCKaA [OAIMCHIBAETCS. . .

0) cocTaBUTEIIEM;

21. 3aBepuTenbHasg HAAMUCH HA IOKYyMEHTE «BepHO» yI0CTOBEPSIET, UTO. ..

') KONUsl JOKYMEHTa TOYHO COBIA/IAET C MOAJIMHHUKOM.

22. I'ne nomemaercst «OTMETKa O MOCTYIUICHUU JOKYMEHTA B OPTaHU3ALNIO»?
B) Ha HmxueM noue;

Kiroun:
TecThl i pyOesKHOT0 KOHTPOJIsl (BAPUAHT 5)
Pazoen I1. Tpebosanus k opopmnenuro ynpasnenuecKkux 00KyMeHmos.
Tema @opmynap ookymenma Pexeuzumul 0oKymenma.

1. K noxyMeHTaMm 1o JIMYHOMY COCTaBY OTHOCHUTCH. ..

B) TPYZOBOM KOHTPAKT;

2. Hanbonee TouHOE ompeesieHne JOKyMEHTa:

a) MaTepHaIbHbI OOBEKT C MOANUCHIO;

0) HOcuTenh HH(OPMAITUH;

3. PekBU3UT 1OKyMEHTA - 3TO:

B) €0 OTAENbHBIN JIEMEHT;

4. C KaKkoH 1IeJIbI0 Ha JOKYMEHTE YKa3bIBAIOT (PaMUIIHIO U TeNe()OH UCTIOIHUTEIS

0) IJ1s1 OTIepaTUBHOM CBSI3H;

5. Busa cornacoBaHus IPOCTABIIECTCS HA TOKYMEHTE

0) 10 MOIMTUCAHMUS,;

6. Kakue pacniopsauTenpHble JOKYMEHTBI N3/1al0TCS HA OCHOBE €IMHOHAYaINs

a) PUKa3bl;

T') YKa3aHHUS.

7. Ha kaxom cirykeOHOM MUChME TTPOCTABIIACTCS CChIIKA HA HOMED U JIaTy TOKyMeHTa?
B) OTBETHOM;

8. B pe3ynbTaTe paccMOTpEHHsI BXOASILEr0 JOKYMEHTa PyKOBOJUTEIEM Ha HEM TOSBIISETCH. ..
0) pe3omtonus;

9. JIOKyMEHT, PUKCUPYIOLIUI X0 00CYKI€HUS U MPUHATHUS PEIICHUS Ha 3aCeJaHUU KOJIJIeTH-
aJIbHOT'O OpraHa...

T') MPOTOKOL.

10. JIOKyMEHTBI PETUCTPUPYIOT. ..

a) B IeHb TIOCTYIIJICHUS, OTIIPABKU;

11. OT™METKY O HAJIMYUU TPUITIOKEHHUS 00S3aTEIBHO UMEET. . .

B) COIIPOBOAUTENHEHOE MUCHMO;

12. IIpukassl 10 OCHOBHOM AEATEILHOCTU U MPUKA3bI 10 JUYHOMY COCTaBY. ..

0) popMupyrOTCS B pa3HbIe JIeNa;

13. Kakoii pekBU3HUT HE BXOJIUT B (POpMYJIsip IpUKa3a 0 OCHOBHOM J€SITEIbHOCTH?

T) azmpecar.



14. B kakoM U3 BUI0B IOKyMEHTA HE MPOCTABIISIETCS PEKBU3UT «HAUMEHOBaHHME BU/A TOKYMEH-
Ta»?

6) IIMCbMO;

15. B kako#t mocnenoBaTenbHOCTH 0(hOPMIISIETCS BBOHAS YacTh MPOTOKOIA?

0) npezacenarenb, CEKpeTapb, IPUCYTCTBOBAJIH, IPUTJIAIICHBI, TOBECTKA JIHS;

16. JloknamHas 3ammMcka — 3TO. ..

0) TOKYMEHT, aJJpeCOBAHHBIN BBIIIECTOSIIEMY PYKOBOIUTEIIO, COACPIKAIINN 0053aTeIbHOE U3-
JIOKEHHE KaKOro-1100 BOIpoca ¢ BBIBOJIAMH U MIPEJIOKEHUSMH COCTaBUTEIIS;

17. Pe3osntonyst UIeTcst Ha JOKYMEHTE I0JKHOCTHBIM JIMLIOM U BKJIFOYAET. . .

0) hamMuIuM UCIIOTHUTENEH, COAEep )KaHUE TOPYUEHUS], CPOK UCIIOIHEHUS, TOJIUCh U JaTY;
18. B kakoMm OnaHke qaercs HauOoJiee MOJHBIN IepeueHb PEKBU3UTOB MPEATPUATHS ?

a) OJaHK MHUChMa;

19. Korga peructpupyercs IOCTYNAIOIUN TOKYMEHT?

a) B JICHb TIOCTYIUICHUS;

20. Kakoe c10BO UCIIOJIb3YETCS B pacoOpAIUTEIBHON YaCTH TEKCTA IpUKa3a

B) [IPUKA3BIBAIO;

21. B HOMEHKJIaTypy J1€]1 BKIKOYAIOTCS. ..

a) )KypHaJIBl PETUCTPAIUH;

B) IPUKa3bl;

22. Ilpukassl MO JMIHOMY COCTaBY MPEANPUITHS (OPMHUPYIOTCS B JIETIO0. ..

6) no anaBuTy haMUINI COTPYIHUKOB;

Bonpocut k ak3ameny
7. Uro Takoe Iea0nponu3BOACTBO?

8.  JIOKyMEHT M €r0 MECTO B CUCTEME YIIpaBJICHUSI.

9. HopMaTuBHO-METONHWYECKHE aKThI, pErJaMeHTHPYIOIIHUE co3daHue U OPOpPMIICHHE JOKY-
MEHTOB.

10. JlokymeHTOBeqeHUE KaK Hay4yHas AMCLMILIMHA U €€ CBSA3b C APYTMMHU HAayYHBIMH JHUCLHU-
TUTMHAMH.

11. Kako#i rocynapCTBEHHBIH CTaHIApPT ompenesseT TpeOoBaHUS MO OPOPMIICHUIO OpraHU3a-
LIUHOHHO-PACIIOPAIUTENIBHBIX JOKYMEHTOB?

12. [laiiTe onpenencHue MOHITHS «AHPOPMAITHS.

13. JlaiiTe onpeneneHue MOHATHUIO «TOKYMEHTUPOBAHHEY.

14. Kaxkwue pazmepbl OyMaru pa3pemieHpl K IPUMEHEHHIO B JCIOMPOU3BOICTBY?

15. Kak HymMepyIoT CTpaHHUIlbl B JOKYMEHTaXx?

16. KakoB mopsaoK UCIOJb30BaHUS COKPAIICHHUH B CITYKEOHBIX JOKyMEHTax?

17. JlaiiTe onpeneneHue MOHATUSA «TOKYMEHT.

18. KaxkoBa cBs13b HH(pOpMAIIMK U TOKYMEHTA?

19. TIlepeuncnute GyHKIMH JOKYMEHTA.

20. Tlonstue «hopmyssap TOKyMEHTa.

21. JlaiiTe ompesaeneHue MOHATUAM «YHUDUKALUS U «CTaHIAPTU3AIU) JOKYMEHTOB.

22. Yrto noHMMaeTcA MoJl OPUANYECKON CHIION TOKyMEeHTa?

23. Kaxkue 3aKkoHOJATENbHBIC AKTHI MPEANUCHIBAIOT 005S3aTENBHOCTh JOKYMEHTHUPOBAHUS WH-
dbopmaruun?

24. Kaxkue TpeOoBaHUS K JOKYMEHTaM HU3JI0’KEHBI B 3aKOHOAATENIbHBIX aKTax?

25. biaHk#d TOKYMEHTOB U UX BHUBI.

26. TpebGoBaHus kK 0HOPMIICHUIO PEKBU3UTA «HAMMEHOBaHHE OpPraHU3alliy — aBTOpPa JOKYMEH-
Tay.

27. TpeOGoBanus K 0pOPMIICHUIO PEKBU3UTA «CIIPABOYHBIC TAHHBIE 00 OpraHU3aLuN».

28. TpeboBanus kK 0HOPMIICHHIO PEKBU3UTA «aJIpecaTy, ero 3HaYCHHE.

29. Ecnn IOKyMEHT OTHPAaBISAETCS B [1Ba aJpeca MO MOYTE, TO CKOJIBKO 3K3EMIUISIPOB ATOTO JI0-
KyMEHTa HE00X0IUMO MOJATOTOBUTH?



30.

31.

32.
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TpeboBanust k 0OPMIICHHIO PEKBU3HTA «IaTa JOKyMEHTa». JlaTa Kak cOCTaBHAsl 4acTh
JIPYTUX PEKBU3UTOB.

TpeboBanust kK OPOPMIICHHIO PEKBU3UTA «PETUCTPALMOHHBIA HOMEpP JOKYMEHTa» H €ro
3HAauYEHUE.

Korga u rae npocrtaBisieTcss peKBU3HUT «CChUIKA HAa PErHMCTPALIMOHHBIA HOMEpP M AaTy JI0-
KyMeHTa»?

B kakux cimyudasx mpocTaBisieTcsl Ha JOKYMEHTE PEKBU3UT «TpU() OTpaHUYCHHS JOCTYyIA K
JTOKYMEHTY»?

KakoB mopsiiok coriiacoBaHusi TOKYMEHTOB U 0(hOpMIICHHUSI BHYTPEHHETO W BHEIIHETO CO-
IJIACOBaHHUS?

Kem noanuceIBaroTcss JOKYMEHTHI?

KakoB nopsiiok yTBepKaeHUsI JTOKYMEHTOB?

KaxoB nopsinox noanucanus 10KyMeHTOB?

[leyaTp KaK peKBU3UT JOKYMEHTA.

Ha xakux goKyMeHTax mpocCTaBisieTcs repOoBast meyaTh?

KaxoBbl npaBuiia opopmiieHus: peKBU3UTOB, YAOCTOBEPSAIOIINX TOKYMEHT?

OTMeTKH Ha IOKYMEHTe, UX 3HaUeHUE 1 0OpMIICHHE.

TpeboBanusi, npenbsBisieMble K 0QOPMICHHIO PEKBU3UTA «PE3OIIOLHS», €€ 3HAUCHUE.
PekBu3UT «0TMETKA 00 HCTIOTHUTENEY, €r0 3HAUCHHE.

[lepeuncnure peKBU3UTHI, MIPUAAIOIINE JOKYMEHTY IOPUANUECKYIO CHITY.

B yewm 3akmiouarotcst oOmme TpeOoBaHUS K TEKCTY JOKYMEHTa?

DJeMeHTHI TEKCTa: 3ar0JIOBOK, IPUIIOKEHUS, TPeOOBaHUS K HUM.

JlaiiTe onpeneneHue NOHATHUS «CUCTEMBI JOKYMEHTALUN».

Jlaiite onpenenenne NOHATUS «yHU(ULIUPOBAHHBIE CUCTEMBI JOKYMEHTALIUN».

B kakoMm JOKyMeHTE MOTYT OBITh OTOBOPEHBI YCIOBUS PEOPTaHU3AlNN U JTUKBHIAIUU Op-
raHu3anuu’?

KakoBbl TpeOOBaHMS K COCTAaBICHUIO U O(DOPMIICHUIO OPraHU3AIMOHHO-TIPABOBBIX JTOKY-
MEHTOB?

Kaxue 1oKyMeHTBI yTBEP)KIAIOTCSl PYKOBOAUTEIEM YUpEKAeHUA?

[lepeuncnure yacTu TEKCTa MpUKa3a.

KaxoBbl TpeOoBaHMsI K COCTaBICHHUIO ¥ O(OPMIICHUIO PACTIOPSTUTEIBHBIX JOKYMEHTOB?
HazoBute TpeGoBaHUs K COCTABICHUIO 1 O(DOPMIICHHUIO TPUKA30B.

HazoBure TpeOoBaHUS K COCTAaBICHUIO W O(DOPMIICHUIO OOBSICHUTEIBHBIX M JIOKJIAJTHBIX
3aIMHCOK.

HazoBute TpeboBaHMs K COCTABICHUIO U O(OPMIICHHIO CIIPABOK.

HazoBute TpeGoBaHus K COCTABICHUIO 1 O(DOPMIICHHUIO aKTa.

HazoBute TpeboBaHMs K COCTABICHUIO U O(OPMIICHHIO TIPOTOKOJA.

HazoBuTe TpeboBaHUs K COCTABICHUIO U OPOPMIICHUIO JIETIOBOTO MUChMA.

Kak odopmiisieTcst coBMeCTHOE TUCHMO JIBYX OpraHu3aIuii?

B yem 0co0eHHOCTD A3bIKa U CTUIISI CITYKEOHBIX TOKYMEHTOB?

[lepeuncnute pa3HOBUIHOCTH TTUCEM.

Bunel nuceM no conepikaHuio U Ha3HAYEHUIO.

Kakue noxymMeHThI cO3/1at0TCsl B IPOLIECCE MOATOTOBKH COBEILIAHUS?

KT0 MOXeT paboTaTh C TOKYMEHTaMHU, COACPKAITUMHA KOMMEPUYECKYIO TaliHY?

Jlaiite onpeseneHne MOHATUS «TOKYMEHTOO000pOT».

[lepeuncnure >Tanbl ABMKEHUS U TOPSAIOK 00paOOTKHU TOKYMEHTOB.

Kakoif HOpMaTUBHEIN TOKYMEHT OMpeeseT MOPSI0K padOThl ¢ TOKyMEHTaMU B OpPTaHH-
k¥:000%0704

KakoBa cTpykTypa ci1y)0bl JOKYMEHTAIIHOHHOTO 00ECTICUeHUS YIIPaBICHUS?

Kaxk peructpupyroTcst IpOoTOKOJIBI COOpaHHI U 3aCeTaHMs KOJUICKTHBA?

Kak ucuucnsiercst cpok UCIOTHEHUS TOKYMEHTOB?

Uto Takoe HOMEHKJIaTypa aAen?
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KewMm yTBepxnaeTcs cBOOOAHAS HOMEHKJIATypa JIeJl OpraHu3anun’?

Kak cucreMaTuzupyrorcst TOKyMEHTbI B HOMEHKJIAType Jen?

Kak npoucxoaut xpaHeHue U nepenada I B apXus?

C xakuM TOKyMEHTaMH TIpU IpreMe Ha paboTy Bac 1omkHBI 03HaKOMHTH?
[lepeuncnure JOKYMEHTHI IO TMYHOMY COCTaBY U MpaBUiIa UX 0(POPMIICHHUS.

Kem ycranaBnuBaoTcs HHIUBUIYATbHbIE CPOKU UCTIOTHEHUS JOKYMEHTOB?

KakoBsl hopMBbI peructpanuu 10KymMeHToB B Poccun?

[Ipu peructpanum Kakoro JOKyMeHTa JAaTy PerucTpaluy yKa3blBalOT B JIEHb €ro MOJIuca-
HUs?

UTo Takoe 3IEKTPOHHBINA JOKYMEHTOOOOPOT M KaKOBa €ro POJib B ICIONPOU3BOACTBE?
Kakue cyIecTByIOT CHCTEMbI aBTOMATU3AIIUH JIEJIONIPOU3BOJICTBA U IOKyMEHT0000poTa?
[Topsimok 06pabOTKH MOCTYMAIONUX JOKYMEHTOB.

[Topsimox 00pabOTKU OTIIPABISAEMBIX JJOKYMEHTOB.

NudopmaninoHHO-IOUCKOBAsI CUCTEMA.

VY4er KoanuecTBa JOKYMEHTOB.

Nudopmanmnonno-nouckoas cuctema (UI1C).

[IpaBuia perucTpanuy U MHACKCUPOBAHUS JOKYMEHTOB.

Opranu3zanys KOHTPOJIS 32 UCIIOJIHEHUEM JTOKYMEHTOB. Buibl KOHTpOJIS.

XpaHeHHE JOKYMEHTOB.

OO6mwme nmpaBwiia GopMUpPOBaAHUS JEIT.

DKcIepTr3a eHHOCTH JOKYMEHTABHBIX MaTEPUAIOB.

[Topsimox paccMoTpeHUs: 0OpaIeHUS

Mertoanka pacyera YUCIEHHOCTHU MIEPCOHAIIA CITY>KOBI TOKyMEHTAIlMOHHOTO 00ecreueHus
yIpaBiIeHUS.

Knaccudukanus 10KyMeHTOB.

PekBU3NTHI TOKYMEHTOB: IOHATHE PEKBU3UTA, €T0 POJIb B JOKYMEHTUpoBaHuu. [IpaBuna
o OopMIICHUS PEKBU3HUTOB.

OdopmieHne opraHu3alluOHHO-PABOBBIX JOKYMEHTOB.

[TpaBuna opopmieHHs pacriopsIUTEIbHBIX JOKYMEHTOB.

TpeGoBaHUs K S3BIKY U CTUIIIO TOKYMEHTOB.

OCHOBHBIE KJIaCChl aBTOMAaTHU3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBiIeHUS.

2.5. Onucanue mokasarejiell M KpUTepHeB OLEHUBAHMS KOMIIETEHUWH, ONMCAHUE

IIKaJ OCHUBAaHUA

OueHuBaHue 0TBETA BO BpeMsl MPOBeIeHUS TUCKYCCUH

OreHka CKIaIpIBaeTCs U3 CyMMBI 0amioB (Makc. — 10):
Otnuyno — 9-10 0aios;

Xoporo — 7-8 6amios;

VY noBneTBOpUTENTHHO — 4-6 OaIIOB;
HeynosnersoputensHo — MmeHee 4 6aios.

Kpurepun Ioka3zarenu 0aJ1J1bI
[TonmHoTa 1 ipaBuib- | IToaHO packpsIBaeT MpoOIEMHBII BOIIPOC, AaeT Mpa- 4-3
HOCTb OTBETA BWJIBHOE ONPEIETICHUE TOHATUI TEMBI
HemonHo packpbiBaeT mpoOIeMHBIN BOIPOC U IOy C- 2-0
KaeT HETOYHOCTU B (DOPMYIUPOBKE OHATUN
CreneHb 0co3HaHHO- | MOXeT 000CHOBATh CBOM CYXKIEHHS, TPUMEHUTD 3HA- 3-0
CTH, TOHUMAaHUs HUS Ha MPAKTUKE, TPUBECTH HEOOXOIUMBIC TTPHUMEPHI,
U3YYEHHOTO JIaTh aHAJIN3
OOHapykrBaeT TOHUMAaHKE TTOCTABIICHHOTO MPOOJIeM- 1

HOTO BOIIPOCa, HO HE YMEET JI0CTAaTOYHO TITyOOKO U
JI0Ka3aTeIbHO 0OOCHOBATH CBOU CYKJCHHS WU TIPU-




BECTHU CBOU MPUMEPHI

Her monumManust cyTu mpo0eMHOT0 BOTIpOca 0
YetkocTh U rpamoT- | M3naraer coaep:kaHue OTBETa MOCIEA0BATEIBHO U 3
HOCTh peuu MPABIJIBHO C TOYKH 3PEHUS HOPM JIUTEPATYPHOTO
sI3BIKa
N3naraer conepkaHue OTBETa HETOCIEA0BATEIIBHO, 2-0
HOPMBI JTUTEPATYPHOTO SI3bIKA HE BBIJCPKaHbI
OuennBaHue Npe3eHTAIUU
OreHka CKIaIpIBaeTCs U3 CyMMEBI 0amioB (Makc. — 10):
Otnnuno — 9-10 6aios;
Xoporio — 7-8 6amios;
VY noBneTBOpUTENHHO — 4-6 OAIIIOB;
HeynosnerBopurensHo — MmeHee 4 6aios.
Kpurepun Iloka3arenu 0aJ1J1bI
Crenenb camocTosi- | CBOOOAHO MPUMEHSET YMEHHE (BBIIOTHSET AelicTBUE) | 5-4
TETLHOCTH BBITIOJIHE- | HA MPAKTUKE, B PA3JTUYHBIX CUTYAIIHIX
HUsl ICHCTBHS (yMe- IIpumensieT ymeHue (BBIIOIHAET AeicTBUE) HAa pak- | 3-0
HHS) THKE, BO3MOKHBI HE3HAYUTEIbHBIE OIINOKN
Oco3HanHOCTB BbI- | CBOOO/IHO KOMMEHTHPYET BBITTOJTHSICMBIE JICHCTBUS 5-4
MOJIHEHMS IeUCTBUSL | (YMEHUs1), OTBEUAET Ha BOMIPOCHI
(ymeHus) B xoMMeHTapusX BBINOTHAEMBIX JTEUCTBUA UMEIOTCS 3-2
HE3HAYUTEINbHBIC MPOITYCKH, MOTYT OBITH HEOOIbIITNE
OIIMOKH
JlomyckaeT rpyObie OIHUOKH. 1-0
OueHnBaHue KOHCIEKTA
OreHKa CKIaAbIBACTCS U3 CyMMBI 0a/ioB (Makc. — 5):
OtianyuHo — 5 0aioB;
Xopoio — 4 6aios;
Y 10BIETBOPUTENHHO — 3 OAIIIOB;
HeynoBnerBoputenbHO — MeHee 2 0alioB.
Kputepun IlokazaTenu 0aJlIbI
N3noxeHne noJiydeHHBIX 3HAaHUW MUChbMEHHOU Gop- | 5-4
Me, TTOJTHOE, B CHCTEME, B COOTBETCTBHH C TpeOOBa-
HUSMH YI€OHOU MPOTPaAMMBI; TOMYCKAIOTCS €AMHNY-
HBIC HECYIIIECTBEHHBIC OMMUOKU, CAMOCTOSITEITLHO HC-
MpaBJIsieMble CTYJCHTAMHU
W3noxeHne noimy4eHHbIX 3HAHUI HEMOJIHOE, OJHAKO | 3-2-
Honxora, cucrem- 9TO HE MPEMIATCTBYET YCBOSHHUIO MOCEAYIOMIETO MPo-
HOCTh, IPOYHOCTH )
sHammii (3Hanms) TPaMMHOTO MaTepHualia; JOIMYyCKalOTCs OTICIbHBIC
CYIIIECTBEHHBIC OIIMOKH, UCTIPABICHHBIC C TOMOIIIBIO
npernoaaBaTens
N3noxenne yueOHOTO MaTepHaia HeToIHoe, Oeccu- 1-0

CTEMHOE, UTO MPENSATCTBYET YCBOSHUIO MOCIEAYIO-
el yaeOHo HH(pOpPMAIINH; CYIIIECTBEHHBIE OINOKH,
HCHUCITPABJISICMBIC 1AKC C TOMOIIBIO MPCIIOAaBaTCIIA




Oue}mBa}me BbINIOJTHCHUSA TECTOB

4-0ayupHas MIKaJIa

ITokazarenu

Kpurtepun

OTINYHO

1. IlomHOTAa BBIITOIHE-

Ha6pano 85-100 6ayu10B KaK pe3yJsTar

HUS TECTOBBIX 3aJaHUI;

BBIITOJTHEHUS 3aJJaHUH TPEAI0KEHHOTIO Te-

2.  CBOeBpPEMEHHOCTE

Xopo1o

BBIITIOJIHCHN A,
3. IIpaBWILHOCTHL OTBE-

cTa

HaGpano 70-84 0ajuia Kak pe3yiabTar Bbl-
MOJIHEHWSL 3aJaHAN ITPEUI0KEHHOTO TECTA

Y 1OBJIIETBOPUTEIILHO

TOB Ha BOIIPOCHKHI;

4.  CaMOCTOSITENbHOCTE
BBIITIOJIHCHN A,

HeynoBneTBopUTebHO

5. UT.O.

HaGpano 55-69 6aju10B Kak pe3yJbTaT
BBIIIOJIHEHUS 33JaHU M MIPEUIOKEHHOTO Te-
cra

HabpaHo MeHee 55 0aJu10B KaK pe3yabTaT

BBIIIOJIHEHUS 3aJaHUN MPEII0KEHHOTO Te-
CcTa

OieHuBaHHE OTBETA HA IK3aMeHe

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

OuneHka mo
JUCHUILIMHE

Kputepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 AUCHHUILINHE

«OTJIIMYHO»

BricraBisiercss oOy4daroniemMycsi, €l KOMIETEHINH, 3aKPETUICHHBIE 3a
TUCITUTITUHOM, chOpMHpOBaHbI (TI0 pe3ysibTaraM oOydeHus B opMare
3HAThb-yMETb-BIIQ/IETh) B TOJHOM OOBEME Ha ypPOBHE «BBICOKHI», U
CTYICHT JEMOHCTPUPYET KakK pe3yabTaT oOydeHHus CleAyIoUlue 3Ha-
HUS, YMEHUS M HABBIKU: CTYACHT TITyOOKO U TIPOYHO YCBOWII TEOPETH-
YECKUH M MPAKTUYECKUH MaTepuas, NpoAEMOHCTPUPOBAII 3TO Ha 3aHs-
TUSIX U B X0JI€ TPOMEKYTOUHON aTTECTAIUU.

CTyaeHT HMCUepIbIBAIONIE M JIOTUYECKH CTPOMHO M3JlaraeT y4eOHBIN
MaTepuai, yMEeT COYeTaTb TEOPHUIO C NMPAKTUKOMN, CIPABIAETCS C pe-
HIEHHEM 3a/1a4 Ipo(deCcCHOHATBFHON HAIMPaBICHHOCTH BBICOKOTO YPOB-
HSI CJIOXKHOCTH, MPABUIILHO 00OCHOBBIBAET MPUHSTHIC PEIICHUSI.
CBoOOaHO OpUEHTHpYETCS B y4eOHOH M MpOeCCHOHAITBHOU JHTEpa-
Type.

OrneHka 1Mo TUCHUIUIMHE BBICTABISIOTCS 00yJaroneMmycst ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

«XOpOLLIO»

BricTaBnsercss oOydaromeMmycs, €ClIM OH 3HaeT TEOPETUUYECKHH H
IIPaKTUYECKUI MaTepua, TpaMOTHO U IO CYLIECTBY M3JIaracT €ro Ha
3aHATUSAX M B XOJI€ MMPOMEKYTOUYHOM aTTeCTaly, HEe JOMyCKas Cylle-
CTBEHHBIX HETOYHOCTEM.

CTyaeHT npaBWIBHO NPUMEHSIET TEOPETHYECKHUE IOJOKEHUS MIPU pe-
[ICHUU TPAKTHYECKUX 33434 Mpo(decCHOHATbHONW HAaINpaBIEeHHOCTH
Pa3HOTO YpPOBHS CIIO)KHOCTH, BIIaZeeT HEOOXOAMMBIMU JJISi 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JlocTaTogHO XOPOIIIO OPUEHTUPYETCS B YUCOHOU U PO ECCHOHATHHON
JUTEpaType.

OrneHka Mo TUCHUIUIMHE BBICTABIISIOTCS 00yJaroneMycst ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHON, cOpMUPOBAaHbI Ha
YPOBHE «XOPOLIUIY.

«yIOBJIETBOPH-
TEIbHO»

BricraBnsercss oOyuaromemMycsi, €Clii OH 3HaeT Ha 0a30BOM YypOBHE
TEOPETUYECKUN U IPAKTUYECKUNM MaTepuai, IOIYCKaeT OTIEIbHBIC
OLIMOKM MPU €ro M3JI0KEHUHU HA 3aHATUSAX U B XOJl€ IMPOMEXKYTOUHOU
aTTeCTallUu.

CTyZIeHT HCHBITBIBAECT OINpEACIEHHBIE 3aTPYAHEHHS B IPUMEHEHUU




Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHHsI M0 IUCIHUIINHE
AUCHMILINHE

TEOPETUYECKUX ITOJIOKEHUIN MPU PEIICHUN MPAKTUYECKUX 3a/1ad Ipo-
(beccroHaTbHON HANpPaBIEHHOCTH CTAaHAAPTHOTO YPOBHS CIOXHOCTH,
BJIa/Ie€T HEOOXOAMMBIMU ISl TOTO0 0Aa30BBIMU HaBBIKAMU M MpHUEMa-
MHU.

JIeMOHCTpUPYET TOCTATOYHBIH YPOBEHb 3HAHUS YYCOHOW JTUTEPATYPHI
10 TUCLUIUIMHE.

OneHka Mo TUCHUIUIMHE BBICTABISIOTCS 00yJaroneMycst ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IPOMEKYTOYHOU aTTECTALIUH.

Komnerenmuu, 3akpervi€HHbIE 3a JUCHUILUIMHON, COpMUPOBAHBI Ha
YPOBHE «IOCTAaTOYHBIIN.

«HEYOBJIETBOpPU- | BricTaBisercst oOy4daromemMycsi, €ciii OH He 3HaeT Ha 6a30BOM ypPOBHE

TEIBHO» TEOPETUYECKUI M MPAaKTUYECKUN MaTepuall, JOMycKaeT rpyobie ommo-
KM TIPH €T0 U3JIOKEHUU Ha 3aHATUSAX U B XOJ€ MPOMEKYTOYHOU aTTe-
CTaLUH.

CTyZIeHT UCTBITBIBACT CEPbE3HBIC 3aTPYJHEHHUS B IPUMEHEHUH TEOPE-
TUYECKUX TOJIOKEHUI MPH peIIeHUH MPaKTHYECKUX 3ajad mpodeccu-
OHAJILHOW HAaNpaBICHHOCTH CTAaHAAPTHOIO YPOBHS CJIOXHOCTH, HE
BJIaJieeT HEOOXOAUMBIMHU JJISl 3TOTO HAaBBIKAMU U MPUEMAMU.
JleMoHCTpUpyeT (pparMeHTapHble 3HaHHUA Y4eOHOW JIMTepaTypbl IO
JUCLUIIIINHE.

OrneHka 1O TUCHMITIIMHE BBICTABISAIOTCS 00ydaromeMycs ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

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

3. MeToauueckne MaTepuajbl, oNpele/sioniie MpoueIypbl OleHUBAHUS 3HAHWIA,
YMeHUil, HABbIKOB U (MJIM) ONbITA J1eATeJIbHOCTH, XapaKTEePU3YOIIUX 3Tanbl ()OpMHUpPOBa-
HHUS KOMIIeTEeHI Ui

KonTposib ocBoeHust yueGHOro Marepuaia 1no HeKOTOpbIM TeMaM MPOBOJIUTCS B opmax:
JMCKYCCHSI, 3CCE, TPE3EHTAINs, KOHCIIEKT.

[TpoMexyTOUHBII KOHTPOJIb PE3YIbTaTOB OCBOCHUS IUCLUUIUIMHBI IPOXOIUT B hopme 3a-
YeTa ¢ OLIEHKOU (KOHTPOJIbHEIE BOIIPOCHI/TECT).

3.1. Iuckyccus

Jluckyccus - 3T0 00CYX/IeHUE KaKoro-Tubo CIOPHOTo Bompoca, mpobiaemsl. BaxHoil xa-
PaKTEPUCTUKON TUCKYCCHM, OTJIMYAIOIIEH €e OT IPYruX BHJOB CIOpa, SBISETCS apryMEHTHPO-
BaHHOCTb.

Jluckyccus npeanonaraeT BeIpabOTKy U aKTUBHOE MPOABIXKEHNE CBOCH TOUKHU 3pEHUS IO
u3y4aeMoil mpobiieMe, yMEHHE BBICIYIIATh adbTEPHATUBHYIO TOUKY 3pEHUS, BCTYIUThH B MOJIE-
MUKY, Ha OCHOBE U3JIO’)KEHUS U y4eTa BCeX TOUYEK 3PEHHUsI MPUNTH K OObEKTUBHOMY pE3yibTaTy.

OcnosHule wazu npu no020mosKe K OUCKYCCuul

Br16op Tembl IHCKyCCHHM OMpENessieTcsl MesIsMH OOYYEeHHS W COJIEp)KaHHEeM ydeOHOTO
marepuana. [Ipu 3Tom Ha 00cyxkaeHne 00yJaronuXxcs BEBIHOCSTCS TeMbl, UMEIOIINEe POOIeMHBIH
XapakTep, colepikalie B cede MPOTUBOPEUUBbIE TOUKU 3PEHHUS, TUIEMMBI, 33JI€BaIOLIUE MPU-
BBIYHBIC YCTaHOBKH oOydaromuxcs. Tema pazouBaercs Ha OTAEIbHBIC BOMPOCH], KOTOPHIE CO00-
HIal0TCs 00yyaronmMcsl. Y Ka3bIBaeTcs JTUTepaTypa, CIpaBOUYHbIE MaTepuabl, HEOOXOAUMbIE AJIs
MOJTOTOBKU K TUCKYCCHH.

IIposedenue ouckyccuu

- hopmynurpoBaHue MpoOIEMBI U TIeNIeH AUCKYCCHU;

- CO3[JaHME MOTHUBALIUU K 00CYXJICHHUIO - ONpeiesieHue 3HaYMMOCTH IPOOJIEMBI, YKa3aHHe
Ha HEPEIICHHOCTh ¥ MPOTUBOPEUYUBOCTH BOIIPOCA  T.1I.;



- YCTAHOBJICHUC PCrilaMCHTA JUCKYCCHUU U €€ OCHOBHBIX 3TAIlIOB;

- COBMECTHasl BbIpabOTKa MpaBHII UCKYCCUU;

- BBIICHCHUC OJHO3HAYHOCTU INMOHHUMAHUA TEMbI JUCKYCCUHU, UCIIOJIb3YCMbIX B Hell TCP-
MHHOB, TIOHSITHH.

IIpuemvl 66edeHUs1 6 OUCKYCCUIO

- IpeAbSABIICHUE MPOOJIEMHON CUTYaLINN;

- IEMOHCTpAIIHS BUICOCIOKETA,

- IEMOHCTpaIisi MaTepHaoB (CcTaTel, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE TPOOIEMHOM CUTYAIINN;

- aHaJIU3 MPOTUBOPEUMBBHIX BBICKA3BIBAHUN - CTOJKHOBEHHE MPOTUBOMOJIOXKHBIX TOUYEK
3peHus Ha 00CYyXKIaeMyIo IpodieMy;

- IOCTaHOBKA NMPOOJIEMHBIX BOIIPOCOB;

- abTepHATUBHBIN BHIOOD (yUaCTHHKAM Ipeasiaractcs BoIOpaTh OJHY U3 HECKOJIBKHUX TO-
YEeK 3PEHHS WIH CIIOCOO0B PEIICHUS TTPOOIIEMBI).

HpI/IeMBI BBCACHHA B IUCKYCCHIO!:

- IpeAbABIICHUE MPOOIEMHON CUTYaLINN;

- IEMOHCTpAIIHS BUICOCIOKETA,

- IGMOHCTpaIisl MaTepHaoB (CTaTel, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE TPOOIEMHOM CUTYAIINN;

- aHaJIU3 MPOTUBOPEUMBBHIX BBICKA3BIBAHUN - CTOJKHOBEHHE MPOTUBOMOJIOKHBIX TOUYEK
3peHus Ha 00CYyXIaeMyIo IpodieMy;

- IOCTaHOBKAa NMPOOJIEMHBIX BOIIPOCOB;

- abTepHATUBHBIN BHIOOD (yUaCTHHKAM Ipeasiaraetcs BoIOpaTh OJHY U3 HECKOJIBKHX TO-
YeK 3PEHHS WIH CIIOCOO0B PEIICHUS TTPOOIIEMBI).

ITo uToram JUCKYCCHH BBICTABIISICTCS OLIEHKA, C(POPMUPOBAaHHAS U3 CYMMBbI OAJIJIOB:
Otnuuno — 9-10 Oaios;
Xoporo — 7-8 6amios;
VY noBneTBOpUTENTHHO — 4-6 OAIIOB;
HeynosnerBopurenbHo — MeHee 4 6aJlIoB.

Kpurepun Ioka3zarenu 0aJ1J1bI
[TonroTa u ipaBuib- | [ToytHO packpeiBaeT mpoOIEMHBINA BOIIPOC, JAET Tpa- 4-3
HOCTb OTBETa BWJIBHOE ONPEJICTICHUE TOHSATUN TEMBI
HemonHo packpbiBaeT mpoOIeMHBIN BOIIPOC U IOITYC- 2-0
KaeT HETOYHOCTU B (DOPMYIUPOBKE OHATUN
CreneHb 0co3HaHHO- | MOXeT 000CHOBATh CBOM CYXKIEHUs, TPUMEHUTD 3HA- 3-0
CTH, TOHUMAaHUs HUS Ha MPAKTHUKE, TPUBECTH HEOOXOIUMBIC TIPHUMEPHI,
M3Y4YEHHOTO JlaTh aHAJN3
OOHapykKrBaeT TOHMMAaHKE TTOCTABICHHOTO MPOOJIeM- 1

HOTO BOIIPOCa, HO HE YMEET JI0CTAaTOYHO TITyO0KO U
JI0Ka3aTeIbHO 00OCHOBATH CBOU CYXKICHHUS WU TIPU-
BECTHU CBOM MPUMEPHI

Her nonnManus cytu mpoOJIeMHOT0 BOIIpoca 0
UYerkocTh U TpaMoT- | M3naraer copeprkanue OTBETa MOCIEI0BATENBLHO U 3
HOCTh peuu MPaBUIILHO C TOYKH 3PEHHSI HOPM JIUTEPATYPHOTO
SI3BIKA
N3naraet copepkaHue 0TBETAa HEMOCIIEIOBATENBHO, 2-0

HOPMBI JIUTEPATYPHOTO SI3bIKA HE BBIICP/KAHbI

3.2. [Ipe3enTanus

KomnbrorepHas mpe3eHTanusi — 3TO AJIEKTPOHHBIM MYJIbTUMEIUUHBIN JTOKYMEHT, KOTO-
pBIH CO37AIOT M MCHOIB3YIOT JUIS MOJa4Yud MH(OpMAIMK MIMPOKOH ayJUTOPUM B HATJISAHOM
JJAKOHUYHOM BH/IE.



[Tpe3enTarust opopmIseTCs 1Mo OMpPEAETICHHOM CTPYKTYpE:

- TUTYJBHBIN JTUCT C BXOJHBIMU JAHHBIMU;

- TEKCT XOPOIIIO HamrucaH U chOPMUPOBAHHBIEC HIIEH SICHO U3II0KEHBI H CTPYKTYPUPOBAHBI
B IIPE3CHTALINH;

- CTIAi bl MPEACTABIICHBI B IOTUYECKON MOCIEA0BATEIHLHOCTH;

- CIIUCOK UCTOYHUKOB HHPOPMAIIHIH.

[To pesynpTaTam 3amUTBI TPE3CHTAIMUA BBICTABISETCS OICHKA, CHOpPMHUpOBAHHAS W3
CYMMBI 0aJlJIOB:
Otinnuno — 9-10 6aos;
Xoportio — 7-8 6aioB;
VY noBierBoputenbHO — 4-6 0anos;
HeynoBnerBoputenbHO — MeHee 4 0aioB.

Kpurepun Iloka3arenu 0aJ1J1bI
Crenenb camocTosi- | CBOOOAHO MPUMEHSET YMEHHE (BBIIOJHSET AelicTBUE) | 5-4
TEJIbHOCTH BBINOJIHE- | HA IPAKTUKE, B PA3JIMYHBIX CUTYaIHIX
HUsl ICHCTBHS (yMe- IIpumensieT ymeHue (BBIOIHAET AeiCcTBUE) HAa pak- | 3-0
HHA) THKE, BO3MO)KHBI HE3HAYHUTEIIbHBIC OIINOKU
Oco3nanHOCTh BhI- | CBOOOIHO KOMMEHTHUPYET BBHINOIHIEMbIE ACHCTBUS 5-4
MIOJTHCHHS ICUCTBUS | (YMEHUs), OTBEUaeT Ha BOMIPOCHI
(ymenus) B KOMMeHTapusX BBINOIHIAEMBIX IEHCTBUN UMEIOTCS | 3-2
HE3HAYUTEJIbHbIE IPOITYCKH, MOTYT OBITh HEOOIbIINE
OLINOKH
JlonyckaeT rpyOble OmuOKy. 1-0

3.3. Koncnekr

KOHCHGKT— 3TO CHUCTEMATHUYCCKAas, JIOTHMYCCKH CBs3HAsA 3alllUChb, OGTJGI[I/IHHIOH_[EUI I1J1aH,
BBIIMCKH, TE3UChI WK, 110 KpallHeH Mepe, JBa U3 3THX THITOB 3amucH. VX0 U3 onpeencHus,
BBIIIUCKU C OTACJIBHBIMHU HyHKTaMI/I Ij1aHa, €CJIM B II€JIOM OHH HC OTpa)I(aIOT JIOTUKHA HpOI/IBBeI[C-
HUS, €CITH MEXK]TY OT/ICIbHBIMH YaCTSIMH 3aITCH HET CMBICIIOBOM CBSI3H, - 9TO HE KOHCIICKT.

B oTnuume oT TE€3MCOB M BBITUCOK, KOHCIEKTHI P 00s3aTENILHON KPATKOCTH COAEpKAT
HE TOJILKO OCHOBHBIE TTOJIOKCHHUS M BBIBOJIBI, HO U (DAKTHI, U JOKA3aTEIbCTBA, U MIPUMEPHI, U WJI-
moctpanud. [1o3ToMy TO, 4TO B Hayaye KakeTcs BTOPOCTENEHHBIM, MOXKET CO BPEMEHEM OKa-
3aThCs [ICHHBIM U HY)XHBIM. C JIpyroil CTOPOHBI, YTBEP)KJICHUE, HE MOAKPEIICHHOE (aKTOM I
npuMepoM, He OyJeT yOeUTEIbHBIM U TPYIHO 3aIIOMHHAETCS.

Tunwvi KOHCNEKMOE:

. IImanoBEIiA.

. TekcTyallbHBI.
. CBOOOIHBIMN.

. TemaTudeckui.

Kpamxkas xapakmepucmuka munog KOHCNEKmos:

1. ITmaHOBBIN KOHCHIEKT: SIBJISISICH CXKAThIM, B (popMe TIaHa, MepeckazoM MPOYUTAHHOTO,
3TOT KOHCHEKT — OJJMH W3 HamboJiee IIEHHBIX, IOMOTAEeT JIy4yllle YCBOUTh MaTepuall eIie B Mpo-
necce ero uzydeHusi. OH y4UT MOCJIEJOBATEIbHO U YETKO M3JIaraTh CBOM MBICIHU, paboTaTh Hall
KHUTOH, 000011ast conepxanue ee B (OpMYIHPOBKaAX IUIaHa. Takoil KOHCIEKT KPaTokK, MPOCT U
SICEH TI0 cBoeH (opMme. DTO JeNaeT ero He3aMEeHUMBIM ITOCOOMEM MPU OBICTPON TOJATOTOBKE J10-
KJIaJa, BBICTYIUIEHUs. HenocTtarok: 1Mo mpomiecTBUM BPEMEHM C MOMEHTA HAIlMCaHUS TPYAHO
BOCCTAHOBUTH B IMAMSITH COAEPKAHNE UCTOYHUKA.

2. TekcTyanbHbIH KOHCIIEKT — 3TO KOHCIIEKT, CO3/IaHHBIM B OCHOBHOM M3 OTPHIBKOB MOJ-
JMHHUKA — [UTAT. DTO MPEKPACHBIA MCTOYHUK JIOCIOBHBIX BBICKA3bIBAHUI aBTOpa U MPUBOIU-
MBIX UM (akTOB. TeKCTyalbHBIH KOHCIEKT HCIOJB3YyeTCs UIMTENbHOE BpeMs. HemocraTok: He
AKTUBU3HUPYET PE3KO BHUMAHUE U MTAMSITh.



3. CBOOOMHBIN KOHCIIEKT MPEACTABISAET COOON COUYeTaHUE BBIMUCOK, IIUTAT, HHOT/Ia TE€3H-
COB, YaCTh €ro TEKCTa MOXKET ObITh CHaO)KeHa IJIaHOM. DTO HauOoJee MOJHOLCHHBIM BUI KOH-
CIIEKTa.

4. Tematnueckuii KOHCIIEKT AaeT Oojiee MJIM MEHEE MCUEPIBIBAIONINNA OTBET Ha MOCTaB-
JeHHBINA BOompoc TemMbl. COCTaBJICHHE TEMATHIECKOTO KOHCIIEKTa YIUT paboTaTh HaJl TEMOM, BCe-
CTOPOHHE OOJYMBIBAs €€, AaHATU3UPYS Pa3IMYHbIC TOYKH 3PCHUS HA OJIMH U TOT e Bompoc. Ta-
KUM 00pa3oM, 3TOT KOHCIEKT oOserdaer paboTy HaJ TeMOH MpH yCIOBUU MCIOIb30BAHUS He-
CKOJIBKMX HCTOYHHKOB.

Ilpasuna cocmasnenus KoHcnekma:

. MIPOYNTANTE TEKCT YIeOHUKA/CTAThH;

. OTIpEe/ICIUTE B TEKCTE TJIABHOE COJACpIKAHKE, OCHOBHBIC WJICU, MOHSATHUS, 3aKOHO-
MEpPHOCTH, (POPMYJIBI U T.1I.;

° BBIACINTC B3aUMOCBSA3H,

. OCHOBHOE COJIep’KaHUE Ka)KJOTO CMBICIOBOIO KOMIIOHEHTa 3aKOHCIEKTUPYHTE B
BU/JIE KOJIMPOBAHHON MH(POPMAIINH ITOCIIC HANMEHOBAHUSI TEMBI B TETPAJIN;

. MPOYTHUTE €IIe Pa3 TEKCT U MPOBEPHTE MOJHOTY BBHIITMCAHHBIX UIEH;

. chopMynupyiTe HE MEHEE TPEX BOMPOCOB PA3HOTO YPOBHS CIIOKHOCTH, 3aITHIIH-
T€ BONPOCHI B TETPAb;

. K2)KJOMY BOIIPOCY OMpENeTUTe 3HAUOK CTETICHH CIOXHOCTH U HAWIUTE BO3MOXK-
HBIH OTBET;

. BHHUMATEJILHO [IPOYUTANTE MaTEpHUal,

. OTIPEJICTTUTE OCHOBHBIE CMBICIIOBBIC YacTH y4eOHON WH(POpPMAIMK TI0 IUIaHy 00-
I CXEMBEL,

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

. OTpeieNIuTe 11eJIb COCTABJICHUSI KOHCIIEKTA.

Uwuras uzydaemsplii MaTepuall B IIEPBLIA pa3, MOAPA3ACIANTE €r0 Ha OCHOBHBIE CMBICIIO-
BbIE€ YaCTH, BBICISNTE IJIaBHbIE MBICIH, BHIBObI.

Ecnu cocraBnsercsi mi1aH-KOHCHEKT, c(pOpMyTUpYHTE €ro MyHKTHI M OINpPEAEeNIUTE, YTO
MMEHHO CJIelyeT BKJIIOUUTD B IJIAH-KOHCIEKT AJIS PACKPBITHS KaXKI0T0O U3 HUX.

Haubonee cymiecTBeHHbIE TIOJIOXKEHHUS U3y4aeMOro Marepuaia (Te3uchl) MOCIeI0BATENb-
HO U KpaTKO HM3J1araiiTe CBOMMU CIIOBaMU WJIM IPUBOJUTE B BUJIE LIUTAT.

B KOHCIIEKT BKJIIOYAIOTCSI HE TOJBKO OCHOBHBIC TOJIOKEHUS, HO M 000CHOBBIBAIOIINE MX
BBIBOJIbI, KOHKPETHBIE (DaKThI U IPUMEPHI (0€3 TOAPOOHOTO ONTUCAHUS).

CocTraBiisisi KOHCIIEKT, MOKHO OTJEJbHBIE CJIOBA M LENbIE MPENTIOKEHUS MUCATh COKpa-
IIEHHO, BBINHCHIBATh TOJIBKO KJIIOYEBBIE CIIOBA, BMECTO LIUTUPOBAHUS JI€NATh JHIIb CCHUIKH Ha
CTpaHHIIBI KOHCIIEKTHPYEMOM paboThl, IPUMEHATH YCIOBHBIE 0003HAUEHUSI.

UtoObI popMa KOHCIIEKTa KaK MOXKHO OoJjiee HArJsiIHO OTpakajla €ro cojeprKaHue, pac-
nojaraiite ab3ampsl "cTyrneHpKaMu'" MoJO00OHO MyHKTaM W MOJIYHKTaM IJIaHa, IpUMEHSITE pa3-
HOOOpa3HbIe CIOCOObI MOAUYEPKUBAHNUS, UCTIOIB3YITE KapaHJallld U PyYKH pa3HOTO IIBETA.

Hcnonb3yiiTe pedepaTuBHBINA crIOcO0 U3II0KEHUS (HampuMep: «ABTOP CUUTAET...», «pac-
KPBIBAET...»).

CoOcTBeHHBIE KOMMEHTAPHH, BOTIPOCHL, Pa3IyMbsl pacrojiaraiiTe Ha ImoJsx.

[To pe3ynpTaTam MpoBEpKHU KOHCIEKTA BHICTABIIAETCS OLIEHKA, CPOPMUPOBAHHAS U3 CyM-
MBI OaJIIOB:

OTanuHo — 5 6aIoB;

Xopoio — 4 6aos;

Y 1oBiaeTBOPUTENHHO — 3 OAJIJIOB;

HeynosnerBopurenbHO — MeHee 2 6aJlIoB.

Kpurepun Iloka3arenu 0aJ1J1bI
ITosHOTA, CUCTEM- N3noxxeHne moydeHHBIX 3HAHUH MHCHbMEHHOHN (op- 5-4
HOCTb, IPOYHOCTH M€, ITOJIHOE, B CUCTEME, B COOTBETCTBHU C Tpe6OBa-




3HaHUH (3HAHMS) HUSMH Y4eOHOU MPOTPaMMBI; TOMYCKAIOTCS €AMHNY-
HBIC HECYII[ECTBEHHBIC OMMUOKU, CAMOCTOSITENILHO HC-
paBJiseMble CTYy/IEHTaMU

N3noxeHue noimy4eHHbIX 3HAHUI HEMOJIHOE, OJHAKO | 3-2-
3TO HE MPENATCTBYET YCBOCHHIO MOCIIEIYIOIIEro MPo-
TPaMMHOTO MaTepHualia; JOIMyCKalTCs OT/IeIbHBIC
CYILIECTBEHHbIE OIUIMOKH, UCTIPABICHHBIE C TTOMOIIBIO
npernoaaBaTens

N3noxenne yueOHOTO MaTepraia HeToIHoe, Oeccu- 1-0
CTEMHOE, UTO MPEMSATCTBYET YCBOSHUIO MOCIEAYIO-
el yaeOHoM HH(pOpPMaIINH; CYIIIECTBEHHBIE OINOKH,
HEUCTPABIIsIEMBbIC JJAKE C TTOMOIIBIO TPET0IaBaTeNs

3.4. Tectbl
TpeGoBaHusl K BHINOJHEHHIO TECTOB:

TecTbl — 3TO BOMPOCHI WIM 33JIaHUSs, IPEAyCMATPUBAIOIINE KOHKPETHBIN, KPAaTKUM, YeT-
KM OTBET Ha UMEIOIIKECS BapUaHThl OTBETOB. [Ipn camMoCTOATEIbHOM IOATOTOBKE K TECTUPOBA-
HUIO CTYJEHTY HEOOXOMUMO:

a) mpopaboTaTh HH(POPMALMOHHBIN MaTepuall O AUCHUILINHE,

0) BBISICHUTH BCE YCJIOBUS TECTHPOBAHUS: CKOJIBKO TECTOB OyJET MPEI0KEHO, CKOJIBKO
BPEMEHM OTBOJUTCS HA TECTUPOBAHUE, KAKOBA CUCTEMA OLICHKU PE3YyJIbTaTOB U T.JI.

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

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

1) BAKHO OCTaBUTh BpeMs I IPOBEPKH OTBETOB, YTOOBI H30€KaTh MEXaHUYECKUX OIIH-
OOK.

TecTupoBaHue IPOBOIUTCS C TTOMOIIBIO ABTOMAaTH3UPOBAHHOM nporpamMmbl «Moodle» B
ONOC 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.
OuneHnBaHue BLINOJHEHHUS TECTOB
4-0a/IbHAS HIKAJIA IMoka3arenu Kpurepun
OTINYHO 6. IlonHora BeinosnHe- | HaOpano 85-100 0amioB Kak pe3yabTaT
HUSI TSCTOBBIX 33JIaHMH; | BBITOJHCHHMS 33JIAaHUH IPSIIOKESHHOTO Te-
7. CBOEBpEMEHHOCThL |CTa
Xopo1o BBITIOJIHCHUS; HaGpano 70-84 Gania kak pe3yiabTaT BbI-
8. IIpaBHIBHOCTb OTBE- | MOJHEHUS 3aJaHMH MMPEUIOKEHHOIO TECTA
Y 10BIETBOPUTETHLHO TOB Ha BOIIPOCHIL; Habpano 55-69 6a/u1oB Kak pe3yJibTar
9.  CaMOCTOATENbHOCTD | BBITOJHEHUS 3a1aHUI TPEAT0KEHHOTO Te-
BBIITOJIHCHHS; cTa
Heynosnersopurensno |10. HT.A. Habpano MeHee 55 GamIoB Kak pe3ylIbTaT
BBIIIOJHCHMS 33IaHUHN TTPSIOKESHHOTO Te-
cTa

3.5. Ik3amen

OK3aMeH IPOBOJUTCA B (OPME OTBETOB Ha KOHTPOJIbHBIE BOIIPOCHI.

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

ITo uToraM OTBETOB Ha KOHTPOJIBHBIE BOIIPOCHI BBICTABIIECTCS OLICHKA!



- OTJIMYHO — 32 3aKpEeIJICHHbIC 3a TUCIMILIMHON KOMIETEHLUH, c(hOpMHUpPOBaHHbIE (110
pe3yabpTaTtaM oOydeHHs B popMaTe 3HaTh-yMETh-BIAJIETh) B MOJTHOM 00bEME Ha YPOBHE «BBICO-
KAW», U CTYJEHT IEMOHCTPHUPYET KakK pPe3ynbTaT OOydeHHUs CIEAyIOIlHMe 3HAHWS, YMEHHs WU
HaBBIKU: CTYJEHT TIIyOOKO M MPOYHO YCBOMJI TEOPETUUYECKUI M MPAaKTUYECKUH MaTepua, Mmpo-
JIEMOHCTPUPOBAJT 3TO HA 3aHATHIX U B XOJ€ NMPOMEXYTOUHOH arrectauuu. CTyJeHT HCUEPIbI-
BaIOIIE U JIOTUYECKU CTPOMHO M3JIaraeT yueOHbI MaTepual, yMeeT CoOueTaTh TEOPHUIO C MPAKTH-
KO, CcrpaBiieTcsi ¢ peleHreM 3a1ad NpoQecCHOHATbHON HaNpaBIEHHOCTH BBICOKOTO YPOBHS
CJI0KHOCTH, MPABUIILHO 0OOOCHOBBIBAET NMPUHSATHIE PELIECHUS, CBOOOIHO OPUEHTHUPYETCS B y4eO-
HOU M MPo(heCCHOHAIBHON JTUTEpaType.

- XOpOIIIO — 32 3HaHHWE TEOPETHUYECKOIro U MPaKTUYECKOro Marepualia, TpaMOTHOE U, MO
CYIIECTBY, M3JI0)KEHUE €r0 Ha 3aHATHAX U B XOJAE MPOMEXKYTOYHON aTTecTaluy, He JAOMycKas
CYILIECTBEHHBIX HETOUHOCTEH. CTYyIEHT NMPaBUIBLHO MPUMEHSIET TEOPETHUECKUE TOJI0KEHUS pU
pelIeHNH MPaKTUYECKUX 3a7a4 Npo(ecCHOHANbHON HAPaBICHHOCTH PAa3HOTO YPOBHS CIIOXHO-
CTH, BJIaJIe€T HEOOXOAUMBIMU JI 3TOTO HABBIKAMHU M MPUEMAMH, TOCTATOYHO XOPOILIO OPHEH-
TUpyeTcs B y4eOHOM U podeccHoHanbHOM IuTeparype.

- YIOBJIETBOPUTENILHO — 33 3HAHHE HA 0a30BOM YPOBHE TEOPETUUECKOTO U MPAKTUUECKOTO
MarepHaia, JOMyIIEeHUs OTACIbHBIX OIIMOOK MPU €ro U3JI0KEHUM Ha 3aHATUSAX U B XOJI€ IIpoMe-
KYTOUHOH arrecTanuu. CTYyJE€HT UCIBITHIBAET ONpeeEHHbIC 3aTPYAHECHHS B IPUMEHEHUH TEO-
PETUYECKHX IMOJIOKEHUH NP PELICHUU MPAKTUYECKHUX 3a]1a4 NMpodecCHOHAIbHOM HarpaBIeHHO-
CTH CTaHJAPTHOTO YPOBHSI CJIOKHOCTH, BiaJieeT HEOOXOAUMBIMU JJIsi 3TOro 0a30BbIMU HaBBIKa-
MH U IpUEMaMH, IeMOHCTPUPYET TOCTaTOYHBIN YPOBEHb 3HAHHs y4eOHOM JHUTEpaTyphl 1O TUC-
LUIUIHHE.

- HEY/IOBJIETBOPUTEIILHO — 32 OTCYTCTBHE 3HAHMI Ha 0A30BOM YpOBHE TEOPETUUYECKOTO U
MPAKTUYECKOr0 MaTepuania, AOMYIleHHue rpyOobIX OMIMOOK IPH €ro M3J0KEHUHN Ha 3aHATUSAX U B
X0JIe TPOMEKYTOUHOM aTTecTaiiui. CTYAEHT UCHBITHIBAET CEPhE3HBIC 3aTPYIHEHUS B IPHUMEHE-
HUU TEOPETUYECKUX TMOJIOKEHUH MpHU pEIIeHUH MPaKTUYECKUX 3a4ad MpoQecCHOHANbHON
HaMpaBJICHHOCTH CTAaHAAPTHOTO YPOBHS CIOKHOCTH, HE BJaJeeT HEOOXOAMMBIMU MJISI 3TOTO
HaBbIKAMU M NpuUEMaMH, JEMOHCTPUPYET (parMeHTapHble 3HAHHS Y4eOHOHl IMTEpaTyphl IO
JTUCLUTUIMHE.
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— OBC IOPAPIT, Pexum mocryna www.biblio-online.ru HeorpanwueHHBbIi AOCTYIT st
3aperUCTPUPOBAHHBIX TIOJH30BATENICH.

— OO0 HOb Pexum nocryna www.eLIBRARY.ru Heorpannuennsiii goctyn ajis 3ape-
THCTPUPOBAHHBIX TTOJIb30BATEICH.

Pazpabortan B cooTBercTBHM C TpeboBanussMu PI'OC BO no HanpaBJieHHI0

51.03.03 «CouuaabHO-KYJIbTYpPHAasl 1eSITeJbHOCTb, MTPOdiIo «MeHeI:KMeHT U TeXHOJIOTHH
COLMATIBHO-KY/JIbTYPHOM AeATEJIbHOCTH.

Cocraurenb: CeepoBa JI.A., KaHAWAAT NEl. HAYK, TOLUEHT




