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1. Ilepeyenb KOMNETEHIM

Koa n HauMeHoBaHue
HHJIUKATOPA J0CTHU-

IInanupyemsble pe-
3yJbTATBI 00y4eHUs!

HauMeHOBaHUE OIIEHOYHBIX
cpencTB

dopMupyemble sKeHHus mpodeccuo- 1o IMCHUILINHE, Xa-
KOMIeTeHIIU U HAJIbHOI KOMIIeTeH- | paKkTepu3ylollue ITa-
HH bl (pOPMHUPOBAHMS
KOMIIeTeHIUH
YK-2. YK-2.1. 3HATh: 3amaHus penpoayKTUBHOTO

CrnocobeH ompee-
JSTH KPYT 337124 B
pamMKax ImocTaBJieH-
HOI [1eJI ! BBIOU-
paTh ONTUMAIILHBIC
CIIOCOOBI UX perie-
HUS, ACXOJS U3
JICUCTBYIOLIUX TIpa-
BOBBIX HOPM, UMe-
IOIIUXCS PECYPCOB
Y OTpaHUYCHUH.

Ompexenser Kpyr 3amad
B paMKaX MOCTaBJICHHOM
LIEJIH, OTIPENIETISIET CBAZH
MEXIy HUMH U OXKHIa-
EMBIC PE3YJIbTAThI UX
pelieHus

YK-2.2.

B pamkax nocrasien-
HBIX 33724 OTIPEIeIsIeT
HMMEIOITNECS PECYPCHI H
OTpaHUYECHHUS, IeH-
CTBYIOIIIUE TIPABOBBIC
HOPMBI

YK-2.3.

[Tnanupyer peanusa-
LIMIO 3324 B 30HE CBOEH
OTBETCTBEHHOCTH C
Y4E€TOM HUMEIOIUXCA
PECYPCOB U OrpaHuyve-
HUM, IEUCTBYIOIINUX
MIPaBOBBIX HOPM

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

- OCHOBHBIE HOPMAaTHUB-
HBIC TIPABOBKIC JIOKY-
MEHTHI B 00JIaCTH TIPO-
(heccuoHaIBHOM J1es-
TEIBHOCTH

Ymets:

- COCTaBIISITh TPY/IOBBIE
JIOTOBOPBI, TOTOBUTH
MPOEKTH HOPMATHUBHON
JIOKYMEHTAITIH IS Op-
TaHW3aINH; HaXOIUTh
pa3bsACHEHHE K HOpMa-
THUBHO-TIPABOBHIM aK-
Tam.

Baajern:

- OCHOBaMH IIpUMEHe-
HUSl 3aKOHOJATEJIbHOU
0a30ii B pa3HBIX BHIAX
JIEATETTLHOCTH.

YPOBHSI: TUCKYCCHS

3agaHus IPaKTHKO-
OPHECHTHPOBAHHOT'O W/HIIH UC-
CJIEJIOBATEIHCKOTO YPOBHSI: Mpe-
3CHTAIUs, KOHCIICKT

IIK-4

BBITh TOTOBBIM HC-
MOJIL30BATh MPABO-
BbIC 1 HOPMATHB-
HBIE JOKYMEHTHI B
paboTte yupexe-
HUN KyJIbTYPBI,
00IIIeCTBEHHBIX
Opra"u3aiui u
o0BeTMHEHU
rpaXxaaH, peaaun3y-
IOIUX UX MpaBa Ha
JIOCTYTI K KYJIbTYp-
HBIM [[ECHHOCTSIM H
ydacTHe B KyJIb-
TYPHOU KU3HU
CTpaHBI

IK-4.1.

- 3HAeT HOPMATHUBHBIE
MPaBOBBIC AKThI, Periia-
MEHTUPYIOIIUE Jesi-
TENBHOCTH 110 OXPaHe
HMHTEIUIEKTYaTbHOM
COOCTBEHHOCTH H aB-
TOPCKOro IpaBa B che-
pe KyJIbTYpbl

I1K-4.2.

- aHATTU3UpYeT UHDOP-
MaIuio o0 QyHKIIHOHH-
POBaHUM CUCTEMBI
BHYTPEHHETO JIOKYMCH-
TO0OOpOTa OpraHu3a-
UM CONUATBHO-
KYJIbTYPHOH JesITeNb-
HOCTH

IK-4.3.

- UCTIONB3YeT HOpMa-
THBHBIC ¥ TIPABOBHIE

3HaTh:

- IPaBOBbBIE ¥ HOpMa-
TUBHBIC JOKYMCHTHI,
periiaMeHTHPYIOIIUE
JIESITeIbHOCTD yUpe-
KICHUN COLUATBHO-
KYJIBTYPHOH CQEpHI.
YMeTh:

- BBIOUpaTh KOHKPET-
HBIC JJOKYMEHTHI JIJIs
OCYIIECTBIICHHS ITPO-
(heccuoHaIBHOM J1es-
TEIBHOCTH

Baajern:

- CTIOCOOHOCTRIO JIeH-
CTBOBATb B COOTBET-
CTBUU C MTPABOBEIMH H
HOPMAaTHBHBIMH JIOKY-
MEHTaMH; OTIpeAeTseT
IIEHHOCTh MPABOBBIX H
HOPMATHBHBIX

3amaHus penpoayKTUBHOTO
YPOBHS: TUCKYCCHS

3amaHus MPaKTUKO-
OpPHECHTHPOBAHHOT'O W/HITH UC-
CJIeI0BATEIBCKOTO YPOBHS: Tpe-
3CHTALMs], KOHCTIEKT




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

JOKYMEHTHI TI0 OXpaHe
HWHTEIUIEKTYaTbHOM
COOCTBEHHOCTH U aB-
TOPCKOro TpaBa B che-
pe KyJIbTYphI

[K-4.4.

- ¢opmupyer 0a3y maH-
HBIX 10 TPOEKTaM |
pa3pabaTbiBacT OpraHu-
3aIUOHHO-
yIPaBICHYECKYIO  JIO-
KYMEHTAIIMIO C UCTIOJb-

30BaHHEM  COBpPEMCH-
HBIX TEXHOJOTHUM DJICK-
TPOHHOI'O  JTIOKYMEHTO-
obopora

JIOKYMEHTOB pErIaMeH-
TUPYIOIIUX JESATENb-
HOCTb YUPEXKJICHUH CO-
UAJIBHO- KYJIBTYPHOU

cepsl.

2. TunoBble U OPUTHHAJIbHbIE KOHTPOJbHBIE 32/IaHUSI U UHbIe MaTepPHU-
ajibl, HeOOX0AUMBbIE /JIsl OLEHKHU IUIAHMPYEMbIX Pe3yJbTATOB 00y4eHHsl IO
AUCHUILUIMHE (OLlEHOYHBbIE cpeacTBa). OnucaHue mokasareseil U KpUTepHeB
OIleHMBAaHHUS KOMIIETEeHIIHH, ONMMHCAHHE IIKAJ OlleHUBAHHUS.

2.1. 3aganus penpoaAyKTHBHOIO YPOBHS

6.3. Oyenounvie cpeocmea (mamepuanvt) 011 MEKYU{e20 KOHMPOAA YCneeaemocmu,
RPOMENCYMOUHOU ammecmayuu 00y4arnuuxca no OUCYUNIUHE

Tembl 3axaHuil 119 IPOBEICHUA TEKYLIEr0 KOHTPOJIA:

6.3.1. Tembl JUCKYyCCHI:

1. OcHOBHBIE IOHATHS U TEPMUHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCeYeH s YIPaBICHUS.
2. HopmatuBHO-MeTOAMYECKas 0a3a 1eIONPOU3BOJICTBA.
3. UcTopus rocyjapcTBEHHOTO IeTI0Npon3BoAcTBa. IIpaBuia peructpanuu 1 UHAEKCUPOBAHUS
JIOKYMEHTOB.
4. Opranuzanus KOHTPOJIA 32 UCIIOJHEHUEM JOKYMEHTOB. BUIbI KOHTPOJISI.
5. XpaHeHue JOKYMEHTOB.
6. Homenkiarypa nen, ee npeaHazHadyeHrue. CocTaBI€HUE HOMEHKIIATYPHI €.
7. ®opmupoBanue aen. O6mue npasuia GOPMUPOBAHUS €.
8. OYHKIMU U BUbI TOKYMEHTOB.
9. IlpaBuna opopMIIeHHS yIIPaBIEHYECKUX JTOKYMEHTOB.
10. PexBU3HUTHI TOKYMEHTOB: MOHATUE PEKBU3UTA, €rO POJib B JOKyMeHTHpoBaHuu. 11.I1paBuiia
0o OopMIICHHS PEKBU3UTOB.
Tema 6 ®yHKIUSA JOKYMEHTA - €ro mejieBoe Ha3HaAuYeHue

OcHOBHBIE MOHATH: 00IIMe (YHKUUU; CleNUalbHble (YHKUIUH; YIpaBieHYecKas (yHK-
WS, TpaBoBast (PyHKITHS.

Bomnpocs! 11t 06cyxaeHus:

1. Knaccudukanust yHKIui.

2. Pa3nenenue nadopManmoHHON GYHKINH.

3. CymHoCTh conuaabHON QYyHKIIUH.

4. Knaccuduxamus JOKyMEHTOB



MeTtonudeckue peKOMEHAAINH TSI IOATOTOBKH K 3aHSATHIO:

®dopma pOBEICHUS 3aAHATHUS:

[IpakTudeckoe 3aHATHE — TUCKYCCHSL.

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

00CYyXJIeHUE TEOPETHUECKUX BOTIPOCOB;

BBICTYIIJICHHUE CTY/ICHTOB C JIOKJIaIaMH;

CBOOOTHAS TUCKYCCHS TI0 TEME 3aHTHS,

WHIWBUyalIbHAS U TPYIIIOBas paboTa.

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

Ilpakmuueckoe 3anamue

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

®Dopma BBITIOJIHEHUS K 33/IaHUI0: TPOCKTHI PA3IMYHBIX BHI0B JOKYMEHTOB.

TpebGoBaHusl K BBIMOJTHEHUIO: COOTBETCTBHUE METOJMKE U MpaBWJIaM, M3JI0KEHHBIM Ha
ayTUTOPHBIX 3aHATHUSIX WU B INTEPATYpE.

OcHoBHbIE OHATHSA: OJIaHK TOKYMEHTa, OJJaHK OpraHU3aliy, OJaHK CTPYKTYPHOIO MOJI-
pazaeneHus, OJIaHK JOKHOCTHOTO JTUIIA.

Bormpocs! 1i1st 00y ieHust:

1. Knaccuduxarms 6J1aHKOB OpraHU3alMOHHO-PACTIOPSIUTENHHBIX TOKYMEHTOB.

2. Odopmnenue 6JaHKOB TOKYMEHTOB.

3. Bwuabl 61aHKOB.

4. CocTtaB peKBHU3UTOB OJIAHKOB.

MeTtonudeckue peKOMEHAAINH TSI TIOATOTOBKH K 3aHSTHIO:

dopma pOBECHUS 3aAHATHUS:

[IpakTudeckoe 3aHATHE — TUCKYCCHSI.

MeTob1 TpoBeICHUS 3aHATHUS, BUIbI YIEOHOI 1eATeIbHOCTH CTYACHTOB:

e mnpoBepouHas paboTa (Ha 3HaHWE OCHOBHBIX TIOHATHUN);

00CyX/IeHUE TEOPETHUECKUX BOIIPOCOB;
BBICTYIUICHHE CTYJICHTOB C JOKJIaJ]aMHU;
CcBOOOHASI TUCKYCCHS 110 TEME 3aHSTHS;
WHAWBUAYalIbHAS U TpyMIoBas padoTa.

Tema 10. O0mme HOpMBI ¥ IPaBHJIA 0(POPMIIEHHA JOKYMEHTOB. SI3bIK M CTHJIB 1€710BOT0
AOKYMEHTAa

Ilpakmuueckoe 3anamue

Haiitu ommOku B opopMIIeHUH 1aT U (PU3MUECKUX BEIMUYUH, NTPEJICTABICHHBIX MTPENOoiaBa-
TEJIEM.

@Dopma BBINOJHEHMS K 3aJIaHUIO: TPOEKThI PA3JINYHBIX BUAOB TOKYMEHTOB.

TDCGOBaHI/IH K BBIIOJHCHHIO: COOTBCTCTBUC MCTOIHUKC W IIpaBUJIaM, H3JIOKCHHLBIM Ha
ayJUTOPHBIX 3aHATHUSX WM B JIUTEpaType.

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

[Touck ommboK B 0popMIIEHNHY MPEACTABICHHBIX MpeToaBaTenaeM J0KyMeHToB. JloOaBe-
HHUE HEeIOCTAIONMX PEKBU3UTOB. OOpMUTH 00pa3libl JOKYMEHTOB C YKa3aHUEM B HUX PEKBH3H-
TOB U TpU(]OB.

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

TpeOGoBaHus K BHIMOIHEHHUIO: COOTBETCTBIE METOAMKE M MpaBUIaM, U3JI0KEHHBIM Ha ayau-
TOPHBIX 3aHATUAX WIJIN B JIUTCPATYPC.




Tema 14. OdopmileHHe OPraHU3aliOHHO-TIPABOBBIX JOKYMEHTOB
Ilpakmuueckoe 3anamue

PazpaboTtars mpoeKT ycraBa (I0JI0KeHHs ) (PUPMBI.

PazpaGorate M 0(OPMUTH JOKHOCTHYIO HMHCTPYKLHMIO MEHEIKepa COLHaIbHO-
KYJBTYPHOH J1E€ATEIIHOCTH.

dopma BBINOJHEHUS K 3aJaHUIO: TPOEKThI PA3JINYHBIX BUI0B JTOKYMEHTOB.

TpebGoBanust K BINOJHEHUIO: COOTBETCTBUE METOIMKE U TIPABUIIaM, H3JI0)KEHHBIM Ha ayu-
TOPHBIX U NMPAKTUYECKUX 3aHATUAX WM B juteparype. Ilpueemcmeyemcea meopueckuii uHou-
6UOYAIbHBLIL NOOX00 K 8bINOJTHEHUI0 3A0AHUIL.

OCHOBHBIE MOHATHUSA: YYPEOUTEIbHBIE JOKYMEHTHI; MPEICTABUTENbCTBO; (PHIIMAI; YCTaB;
AKIMOHEPHBIN KallUTAJl; yYPEAUTEIIbHBIA JOTOBOD.

Bormpocs! 1i1st 00Ccyx1eHus:

1. Yrto Takoe yupeauTeabHble JOKYMEHTHI?

2. UYro Takoe ycTa?

3. Uro Takoe yupeauTeabHbIA JOrOBOP?

Meroanyeckue peKOMEHIAUH I HOATOTOBKU K 3aHATHIO!

dopma IpOBEACHUS 3AHATHUS:

[IpakTyeckoe 3aHsTHE — AUCKYCCHS.

MeToapl NPOBEACHUS 3aHATHUS, BUIbl yIEOHOW AEATEIbHOCTH CTYACHTOB:

e TpoBepoyHas paboTa (Ha 3HAHUE OCHOBHBIX TIOHSITHI);
00CyX/IeHHE TEeOPETUUECKUX BOIPOCOB;
BBICTYIUIEHHUE CTYJEHTOB C JJOKJIaJJaMH;
CBOOOIHAS TUCKYCCHS 110 TEME 3aHATHS;
UHIMBUYyalIbHAS U IPYyMIoBas paboTa.

Tema 16. OopmiieHue pacnopsauTeSbHbIX JOKYMEHTOB
Ilpakmuueckoe 3anamue

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

Pa3zpaborats pacniopspkeHre Ha 00y TeMy (HalpuMep, O TPOBEACHUH MEPOTIPHUSITHI ).

Pazpabotars ykazanue Ha J100yI0 TeMy (Hampumep, 0 MEpONPHUATHIX M0 pa3paboTKe Iia-
Ha Pa3BUTHS OTPACIH HA EPCIIEKTUBY).

@dopma BBITIOJIIHEHUS K 33/IaHUIO: 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 TIOHSITHS: OPTraHU3ANMOHHO-PACTIOPATUTEIBHBIN TOKYMEHT; OpPraHU3alliOHHO-
MPaBOBas JOKYMEHTAIUsI; CUCTEMbI JOKYMEHTAI[MOHHOTO O0ECTIeUeHus yIpaBIeHHUS.

Bomnpocs! 11t 06cyxaeHus:

1. CymHocTh OpraHN3alMOHHO-PACIOPAIUTENIEHOTO TOKYMEHTA.

2. Knaccupuxauus OP/I.

3. Kowmmekc opraHu3aliuOHHO-TIPABOBBIX IOKYMEHTOB.

4. T'pymribl OpraHu3aluOHHO-TIPABOBEIX JOKYMEHTOB

MeTtoauueckre peKOMeHIaluu AJi MOATOTOBKU K 3aHSTHIO:

dopma IpOBEACHUS 3AHATHUS:

[TpakTHyeckoe 3aHsATHE — JUCKYCCHUS.

MeTo1bl IPOBEICHUS 3aHATHUS, BUIBI yUeOHON AEITETbHOCTU CTYICHTOB:

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




Tema 17. Odopmiienune HHPOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB

Ilpakmuueckoe 3anamue

PazpaboTaTh akT 0 ciucaHuy MaTepUaTbHBIX IIEHHOCTEH.

Hanwucats cripaBky 11t HOATBEp KIeHUS (pakTa pabOThI COTPYAHUKA.

Hammcarp noxnaaHyo U 00BSCHUTEIBHYIO 3aMMCKY JIFOOOTO XapakTepa (Hampumep, o pas-
paboTke OM3HEeC-TIIaHa).

Tema 18. Jle1oBasi 1 KOMMepUYecKasi mepenucKa
Ilpakmuueckoe 3anamue

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

Pa3paboraTs MpoeKT AeNI0BOT0 MUChMa Ha JIIOOYIO TEMY MO YCMOTPEHHUIO CTYIEHTA: MpH-
[JIalleHue, 3ampoc, pekjamainus, NpeiokKeHHe, M3BELIeHHe, MO03/ApaBieHue, peKJaMHOe, HH-
dbopMaIrmoHHOE, TAPAHTUHOE | T.].

@dopma BBINIOJIHEHUS K 3aJIaHUIO: TPOEKT JEIOBOT0 MHUCHhMA.

TpeboBaHus K BBIMOJIHEHUIO: TEKCT MUChMA JOJKCH BKIIOUATh TPH CTPYKTYPHBIX JJIEMEH-
Ta: BBOAHYIO 4acTbh, U3JIaralollylo MOBOJ JJI HallMCaHUS MUCbMa; J10Ka3aTelbHYIO0 YacTh, NMPU-
BOJSIIIYIO JIOBOJIbI, CCHUIKM Ha HOPMATUBHBIE JOKYMEHTHI; 3aKJIIOUUTENIBHYIO YaCTh, B KOTOPOil
u3Jaraercs npocnoa, coriacue, 0TKas u mnp. TeKCT JA0KEH cofepk aTh JOCTaTOYHO 0OOCHOBAH-
HBIC aPTYMEHTHI U TMOJHYI0 HH()OPMAIIHIO, TTO3BOJSIONIYI0 MPUHATH PEIICHHUE M0 MOIHATOMY B
nucbMe Borpocy. JlomkHa ObITh YETKOCTb, SCHOCTb, KPAaTKOCTh HM3JI0XKEHHS, JJOTUYHOCTh, J10-
CTYMHOCTH ISl BoctipusaTus. OdopmiiseTcss TUChbMO B COOTBETCTBUU C TPEOOBAaHUSMHU TOCYap-
CTBEHHBIX CTaHIapTOB. Ilpueemcmeyemca meopueckuii uHOUBGUOYAIbHBLIL NOOX00 K 6bINOJI-
HEHUI0 3a0aHuil.

Tema 19. OdopmiieHHE JOKYMEHTOB 10 THYHOMY COCTABY
Ilpakmuueckoe 3anamue

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

Pazpabotats pe3rome A1t yCTpoiicTBa Ha padoTy.

Hanucate XapakTepuCcTUKy Ha JIF0OOr0 U3 CTYAECHTOB I'PYIIIHI.

Tema 20. IToaroroBka u 00cayKUBaHHEe COBEIIAHUI
Ilpakmuueckoe 3anamue
CocCTaBUTh IJIaH MOATOTOBKH K COBEILIAHUIO.
Pa3paboraTs mpoeKT IPOTOKOJIA 3aCeNaHNUS.

Tema 21. JIokyMeHTO0O0OPOT M €ro OpraHu3amus

Ilpakmuueckoe 3anamue

Odopmuth orneporpaMMbl IBHKEHUS U 00paOOTKH BXOASIINX, UCXOSAIIUX U BHYTPEHHUX
JIOKYMEHTOB.

6.3.1. Temwl npezenmayuii:

IIpakTH4eckne 3aHATHA

Tembl mpakTUdecKux pabOT pacmupenensioTcs mpenofaBareneM. [Ipu WHAMBUIYaTEHON
paboTe KaXKIblii CTYJEHT MOJIy4aeT CBOE 3aJaHKe, KOTOPOE OH BBHITIOJIHSIET HE3aBHCUMO OT JIPY-
TUX, TO3TOMY UHIUBUYyajdbHas (hopMa OpraHU3aluy 03HABATENbHOM AeATeIbHOCTH MPEAIoia-
raeT BEICOKUI YPOBEHb aKTHBHOCTH M CAMOCTOSATEIHHOCTH CTYACHTA.

VYuuTeIBasi, YTO MHIUBUAYAIbHAS (hopMa OpraHU3aIK YIeOHOTO Tpy/ia HanOoJiee MOJIHO pac-
KPBIBACT WHAUBUIYAIIbHBIE OCOOCHHOCTH ¥ BO3MOKHOCTH O0YYAIOIIMXCSI, PETIOIaBaTeNb, UCTIOIb-



3y METOAMKY WHIMBHUIYyAIW3UPOBAHHBIX 3aaHH, ONpenessieT TeMbl pabOThl B COOTBETCTBUH C
WHMBUAYaJIbHBIMH BO3MOXKHOCTSIMU OOyUarOLIUXCS.
2.4. [Ipome:kyTOUYHAS aTTeCTALNS
3ananus 1/ NPOXOKAEHUSI HTOTOBOT0 KOHTPOJIS:
2.1. 3aganus uig TeKyniero (pyOexHOro) KOHTpOJIs M TpeOOBaHUS K IPOIIEIype OLICHUBAHUS
OueHo4yHbIe cpeIcTBA A/ TEKYLero KOHTPOJIs YCIeBAeMOCTH, IPOMEKYTOYHOM aT-
TeCTAlUM M0 UTOraM OCBOCHUSI TUCHUIINHBI

Opranmn3anusi TeKymero KOHTpoJIst

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

- IPOBE/IEHNE TPOBEPOYHBIX paboT;

- BBICTYILJICHUE CTYICHTOB C JIOKJIaJIaMU, COOOIIEHUSIMU, TIPE3CHTALIUSMU;
- MpOBEpKa 3HAHUH IO CAMOCTOSATEILHON pabOTe CTYJIEHTOB

2.2. 3aymanust 1711 TPOMEKYTOUHOM aTTECTAIlUU U TPeOOBaHUS K TIPOIEype OIICHUBAHMS

TecThl 11 py0esKHOr0 KOHTPOJIsi B (BapuaHT 1)
Pazoen 1. Tpeboeanusn k ogpopmnenuto ynpasienueckux 00KyMeHmos
Tema OCHOBHBIE OHATHUS JE€TONTPOU3BOJICTBA.

Bomnpoc Nel. Jlenonpous3BoacTBO 3TO-. . .

1 - COBOKYITHOCTB paboT 10 JOKYMEHTHPOBAHUIO YIPABICHUECKOM JeSITEIbHOCTH YUPEKACHUHN 1
M0 OpraHu3aluy B HUX JOKYMEHTOB

2 - oopMIIEHHE 110 YCTAaHOBJICHHBIM MpaBUJIaM HH(pOpMaIU, HEOOXO0AUMOMN AJIsl OCYILIIECTBIIe-
HUSI YIIPABJICHYECKUX JTEUCTBUM

3 - mporecchl, OTHOCSIIUECS K 3aicH HH(OpMaIiu

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

Bompoc Ne2. Xoz 006cyxIeHus BOIPOCOB U PEIICHHs], IPHHIMAEeMbIe Ha 3aCeJaHUsIX KOJUIeTH-
aIbHBIX OPraHOB, COBETaX, COOPAHUSIX, COBELIAHUIX (DUKCUPYIOTCS B:

1 - Akrax

2 - Oryerax

3 - IIporokomnax

4 - Jloxkimagax

Bompoc Ne3. Cobmtoienre enuHbpIX MpaBmil 0OPMIICHUS TOKYMEHTOB 00€CTIeunBacT:

1 - KauecTBeHHOE COCTaBIEHUE JOKYMEHTOB, IOPUINYECKYIO CHITY JOKYMEHTOB

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

3 - FOpuauyeckyto cuily 10KyMEHTOB, OMIEPAaTUBHOE COCTABIECHUE JOKYMEHTOB

4 - OpraHu3anuio OBICTPOTO TIOUCKA JJOKYMEHTOB, UX IOPHIUYCCKYIO CHTY

Bormpoc Ne4. YkaxuTe BapuaHThl HEBEPHOTO JTATUPOBAHUS CITY)KEOHBIX TOKYMEHTOB:
1 -15/08/99

2-01.10.00

3-200003 10

4 -15.1.99

Bonpoc No5. bnaHk 1151 BHEIIHUX TOKYMEHTOB BKIIIOYAET PEKBU3UTHI:



1 - DmOneMa npeAnpUsATHS, €ro aapec

2 - DMmbneMa peAnpUsITHS, €0 HaMMEHOBAaHUE, TTIOYTOBBIN aJpec, HOMEP KOHTAKTHOTO Tenedo-
Ha, 1aTa U HOMEP JOKYMEHTa

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

4 - Ha3Banue npeanpusTus, sM01eMa, HoMep KOHTaKTHOTO TeneoHa

Bonpoc Ne6. /I Hamtydiiero noHUMaHusI CMBICHIA JOKYMEHTa HanboJjiee 3HaYMMYIO YacTh
HY)KHO pa3MellaTh:

1 - B Hauane Tekcra

2 - B cepenune Tekcra

3 - B xoHI1Ie TekcTa

Bonpoc Ne7. TIpaBoBoii ctaTyc pabOTHHKA OpraHU3aluy PEerIaMeHTUPYETCS:
| - mon0XkeHNEM O CTPYKTYPHOM NOAPA3IEICHUN

2 - IpUKa30M 110 OCHOBHOM J€STEIHOCTH

3 - TOJKHOCTHOM MHCTPYKIIMEH

4 - mpuKa3oM MO JIMYHOMY COCTaBY

Bomnpoc Ne§8. K opranu3zanimoHHbIM IOKYMEHTaM OTHOCSITCSI:

1 - mpuKa3kl 10 OCHOBHOM AESITEILHOCTH, YCTaB, IITATHOE PaclCaHUe, JOKHOCTHBIE HHCTPYK-
102078

2 - ycTaB, CTPYKTypa U IITaTHas YUCICHHOCTh, IUITATHOE PaCIMCaHue, IpaBuiia BHYTPEHHETO
pacrnopsiika, 10JH>KHOCTHBIE MHCTPYKIIMU

3 - ycTaB, puKa3bl [0 JUYHOMY COCTaBY, IPUKA3bl 10 OCHOBHOW J€STENbHOCTH, aKThl, TPOTO-
KOJIBI

4 - aKThI, MPOTOKOJIbI, YCTAaB, YUPEAUTEIbHBIN JOTOBOP, MPUKA3bI M0 JUYHOMY COCTaBY, OyXrai-
TEPCKUE OTYETHI

Bompoc Ne9. JlaToii BcTyIuieHNs IpUKa3a B CUILY SIBIISIETCS:

1 - nata ero oopmiIeHUS CEKpeTapeM

2 - 1ara ero NoJNUCaHUs pyKOBOJUTEIEM

3 - naTta JOKyMEHTa, Ha OCHOBAHUHU KOTOPOro 0popMIIsieTCs pUKa3
4 - JlaTa BBeJIeHUS €TO B JACHCTBUE, yKa3aHHAS B TEKCTE

Bonpoc Nel0. bnanku nmporokosia coaepkaT CIeAYyIOINUE PEKBUZUTHI:

| - HauMeHOBaHME OpraHM3alMK, HAMMEHOBAHNUE BHJIA TOKYMEHTA, aTa 3acelaHusl, HOMep Ipo-
TOKOJIa, MECTO 3aCEIaHHUsl, 3aT0JI0BOK K TEKCTY, TEKCT, ITOAIIUCH

2 - HaNMEHOBAaHNE OPraHMU3alM1, HAMMEHOBAHKE BUJIa JOKYMEHTA, HOMEP IIPOTOKOJIA, MECTO
3acefaHus, rpu( yTBep>KICHHs 3aroJI0OBOK K TEKCTY, TEKCT, TOIMTUCH

3 - HauMeHOBaHME BUJA JOKYMEHTA, JlaTa 3aCE€aHus, MECTO 3aCeAaHus, TpU( yTBEpKICHHUS, 3a-
TOJIOBOK K TEKCTY, TEKCT, IIOJIUCU

4 - HauMEHOBAaHNE OpraHU3allii, HANMEHOBAaHUE BU/IAa JOKYMEHTA, J1aTa 3aCeIaHus, HOMEp Ipo-
TOKOJIa, MECTO 3aCEIaHUsl, TEKCT, IIOJIUCU

Bonpoc Nell. B Tekcte mpoToKoiIa KpaTkoi (pOpMbI YKa3bIBAIOTCS:

| - nHUIMANEl U paMUIIMK TIpeAcenaTeNs, CeKpeTaps U NPUCYTCTBYIONIMX, a TAKKE HHULMATIBI,
(bamMuINK 1 TOJDKHOCTH JIMILL, PUTTIAIICHHBIX HA COBEILIAaHHE

2 - CIMCOK MPUCYTCTBYIOIIMX, PACCMAaTPUBAEMBIE BOIIPOCHI M IPUHATHIC PEIICHUS

3 - CIMCOK MPUCYTCTBYIOIINX, TOPSIAKOBBI HOMEP BOIIPOCA IO MTOBECTKE JHSI, 3ar0JIOBOK K J0-
KJany, GaMUINU TOKJIaJUUKOB U BBICTYNAIOLIUX B MOPSIIKE UX BBICTYIJICHUS

4 - HOMEp IPOTOKOJIA, MECTO COCTABIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT (ITOBECTKA JHS, CIyIIalH,



MOCTaHOBUJIM ), IOATUCU

Bonpoc Nel2. KakuMm gokymeHTOM 0(pOpMIIsIeTCsl CIICaHUE MaTepUaioB?
1 - akToM

2 - IpUKa30M 110 OCHOBHOM J€SITEIEHOCTH

3 - IPOTOKOJIOM

4 - pacriopsKEHUEM PYKOBOAUTENS MPEATPUATUS

Bompoc Nel3. JlokyMeHTOM, COIepKaliuM 00CTOATEIHLHOE U3TI0KEHUE BOMPOCA, OTPAKAIOIIETO
MIPOU3BOJICTBEHHYIO JESATEIbHOCTh OPraHU3alNH, SIBISIETCS:

1 - cnpaBka

2 - o0OBsICHUTEINbHAS 3aMKCKa

3 - IpOTOKOJI

4 - moxyagHas 3aIucKa

TecThl i1 pyOesKHOT0 KOHTPOJIsl (BApUAHT 2)
Tema TexHosiorusi padoThl ¢ JOKYMEHTAMHU

Bompoc Ne 1. Uetkas opranu3aiius padOThI ¢ TOKYMEHTaMHU HEOOX0uMa ISt
1 - ynopsioueHus uX perucTpanuu

2 - MPaBUJILHOTO XPaHECHUS

3 - co3maHus ONTUMAIBHBIX YCIOBUHN JJIS BCEX BHJIOB paboT ¢ TOKyMEHTaMH
4 - 17151 CBOEBPEMEHHOTO UX MCIOJIb30BaHUS

Bomnpoc Ne2. Ha paccMoTpeHre pyKOBOACTBA MEPEIAIOTCS:

1 - TOKYMEHTBI, cozieprKalye HHPOpPMaIUIo 0 HanboJiee BaXKHBIM BOIIPOCAM JeSTeIbHOCTH Op-
raHu3auu

2 - BCe MOoJIekKaIUe UCTTOJIHEHUIO JOKYMEHTBI

3 - TONBKO TOKYMEHTBI, aJpeCOBaHHbIE PYKOBOAUTEIIO OPraHU3aI[II

4 - paccMOTpeHHUE BCEX TOKYMEHTOB MPOBOJAUTCS PAOOTHUKOM Ci1yx0b1 JIOY

Bompoc Ne3. BHyTpeHHHE TOKYMEHTBHI:

1 - perucTpupyroTcs B IeHb OCTYIIJIEHUS
2 - pErUCTPUPYIOTCA B J€Hb MOAIUCAHUS
3 - HE PETUCTPUPYIOTCS

4 - perucTpupyoTCs B IEHb YTBEPKICHUS

Bompoc Ne4. Kakne 10KyMEHTBI OTHOCATCSL K HEPETUCTPUPYEMBIM?

1 - dakcel, MUCbMa- 3aMpPOCHI

2 - mo3paBUTENbHbIC TUChMA, IPUTIIALICHUS

3 - NMCbMA-OTBETHI

4 - KOHTPAKTHI U JIOTOBOPA, HE COCTOSBLIMECS IO KAKUM JIHOO0 MPUYHMHAM

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

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

2 - obecrieueHue COXPAaHHOCTU JTOKYMEHTOB, YCTpaHEHHE BO3MOXKHOCTH MOTEPh IOKyMEHTOB
3 - obecnieueHue MOMCKA JOKYMEHTOB B HH(OPMAIIMOHHO-CIIPABOYHBIX LIEIIAX

4 - mpoBepKa CBOEBPEMEHHOTI'O IOBEJCHUS TOKYMEHTA JJO UCIIOJIHUTEIS

Bomnpoc Ne6. Korna 1oKkyMeHT CUMTAEeTCsl HCIIOJIHEHHBIM U CHUMAETCSl ¢ KOHTPOJIsA?
1 - mocJie UCIIOJTHEHUS 3aJaHUi



2 - mocne cooOIIeHUs pe3yabTaTOB 3aMHTEPECOBAHHBIM OpraHU3aIHsIM

3 - moce npenocTaBlIeHNus JOKYMEHTHPOBAHHOTO TIOATBEPKACHHUS HCTIOTHEHUS
4 - KoTaa pe3yabTaTbl HCITIOJHCHUA OTMCUCHBI HA UCTIOJTHCHHOM ITOKYMCHTC
Bonpoc Neo7. HomeHknaTypa e npeaHa3HaueHa Jjisi:

| - cucreMaTuzannuy JOKYMEHTOB Ha MIPEANIPUATUI

2 - TpYNIHUPOBKU UCTIOJHEHHBIX IOKYMEHTOB B JIeJla M UX y4yeTa

3 - 17151 IpaBUIILHOTO XPAHEHUS JOKYMEHTOB Ha IPEIIPUATHH

4 - coOmroaeHus pexXxruMa CEeKpEeTHOCTH Ha MPEeANPUSTUU

Bomnpoc Ne8. Korga B HOMEHKIIAType /11 YKa3bIBA€TCsl KOJIMYECTBO 3aBEACHHBIX TOMOB?
1 - B TeueHHME TO/IA

2 - 10 Mepe 3aHECEHUS CBEACHUI B HOMEHKJIATypy

3 - B KOHIIE KaJICHIapHOTO Toja

4 - TOJIBKO MO 3aBEPILICHUU Jeia

Bomnpoc Ne 9. [InanHoBO-0TYETHBIE JOKYMEHTHI TPYNITUPYIOTCSA B JI€JIa MO:

| - HOMHHAaJIBLHOMY, aBTOPCKOMY, NIPEAMETHO-BOIIPOCHOMY U XpPOHOJIOTUYECKOMY IPU3HAKAM
2 - IpeaMETHO-BOMPOCHOMY U XPOHOJIOTUYECKOMY ITpU3HAKaM

3 - aBTOPCKOMY IIPU3HAKY

4 - XpOHOJIOTUYECKOMY MPU3HAKY

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

2 - B 3aBUCHMOCTH OT JIaThl COCTABJICHUS

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 ronma
3 -2000 rona
4 -1997 roga

TecTbl i pyOesKHOT0 KOHTPOJIsl (BapuaHT 3)
Tema TexHoJsiorusi padoThl ¢ JOKYMEHTAMHU M APXUBUPOBAHHE

Bomnpoc Ne 1. B 3agaun apxuBa BXOJISAT:

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

2 - IpueM, y4eT, XpaHEeHHEe JOKYMEHTOB, 3aKOHUYEHHBIX JIEJIONPOU3BOICTBOM

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

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

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

| - yHUUYTOXKEHUIO

2 - mepefaye B apXuB, YHUUTOKEHUIO WU JAJIbHEHUILIEMY UCII0JIb30BAHUIO

3 - cmaye B yTUIIbCBIPHE

4 - nepenaye B apXuB.



Bompoc Ne 3. JTokymeHTsl nepenarotcst B ['ocapxus
1 - TOJIBKO HA MOCTOSIHHOE XpaHEHHE

2 - TOJBKO Ha BPEMEHHOE XpaHEHUE

3 - Ha IOCTOSIHHOE ¥ BPEMEHHOE XpaHEHHE

4 - Ha Neno3UTAPHOE XPaHEHHUE

Bonpoc Ne 4. JlokymMeHTBI, 0TOOpaHHBIE B Pe3yJIbTaTe SKCIIEPTU3HI B COCTaB ApXUBHOTO (oHA
P®, 00pabaTbIBatOTCS ¥ ONUCHIBAIOTCS MOCIE OKOHYAHUU 3KCIIEPTU3bI HE TI037Ke

1 - Tpex MecsLeB

2 - OIHOTr'O MecsIa

3 - ogHOrO roga

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 TOKYMEHTOB

OtBet Ne4 nporpamma, /Ui 00pabOTKH KOPPECTIOHICHIIUN

Bompoc Ne 6. JlokanbHast KOMIIBIOTEpHAs CETh - 3TO

OtBer Nel cetb, pacripocTpaHeHHas 3a Ipenesbl oduca

OtBet Ne2 cetb, pacipocTpaHeHHasi BHYTpH oduca

OtBet Noe3 HECKOJIBKO KOMITBIOTEPOB, BHITIOJIHSIIONIUX 00pa00OTKY OJTHOTUITHON TOKYMEHTAITHH
OtBet Ne4 ceTb, KOTOpasi OXBaThIBAET BCIO HAIIY IUIAHETY

Bompoc Ne 7. TIporpamma Outlook Express mo3BomsieT:

OtBet Nel ObicTpOo 00paboOTaTh TOCTABICHHYIO TIOUTY

OtBer Ne2 yka3arpb npaBuia 00pabOTKH MOCTYMAIOLIEH JIEKTPOHHON KOPPECTIOHACHIIUU
OtBet Ne3 copTHpoBaTh MOUTY IO OTACIBHBIM MaNKaM

OtBet Ne4 0OMEHUBATHCS COOOIEHUSIMH C OJJTHOTO KOMITBIOTEpa Ha JPYroi

Bomnpoc Ne 8. Mcnonb3oBanue b/l cokpaiiaer BpeMst perucTpaiu T.K.:

OtBet Nel TpanuimoHHas peructpanus JOKYMEHTOB B )KypHaJIe 3aMEHSIETCS BBOJOM CBEICHUMN
0 okyMeHTe B namsth 11K, npu 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 HAa KOHTPOJIb

Otset Ne3 B peructpaiioHHyro kKapTouky b/l BHOCSATCS cBeieHHst 0 HOMepe Jena (TIamnku), B KO-
TOpPOE MOAIIUT UCTIOJTHEHHBIN TOKYMEHT

OtBet No4 1OKYMEHTBI CUCTEMATU3UPYIOTCS 110 PA3IUYHBIM PEKBU3UTAM

CTpenku 4acoB-3TO HOKHHIIBI,0TPE3AIOLINE YACTHUKH HAIICH JKU3HHU.

Bomnpoc Ne9. K nokymeHTaM 1o JU4HOMY COCTaBYy OTHOCSITCSL:

1 - TpyAOBbIE KOHTPAKTHI, TPYJOBbIE KHUXKKH, IUYHBIC JeTIa, 3asBJICHUS O IIpHeMe Ha padoTy

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

3 - JInuHbIe €A, TPYAOBBIE KOHTPAKTHI, IPHUKA3HI 10 JI/C, TPYAOBbIe KHUKKH, TUYHBIE KapTOU-
KM, JILIEBBIE CUeTa 10 3apaboTHOM IyiaTe

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

Bompoc Nel0. ITpu nmpueme corpynauka Ha paboTy HE0OX0IUMO OpopMIIEHUE CIETYIONTUX 10~



KYMEHTOB:
1 - 3asiBIICHUE COTPYAHHKA O IPUEME, TPYIOBOM JOTOBOP (KOHTPAKT), MPUKA3 O 3aYUCICHHHN

2 - BasBIIeHUE COTPYIHUKA O TIpUeMe Ha paboTy, TPYAO0BOI KOHTPAKT

3 - mpuKa3 0 3a4MCIIEHUU COTPYAHHKA Ha paboTy

4 - pe3roMe, 3asBICHUE COTPYAHHUKA O IPUEME, TPYIOBOM TOroBOp (KOHTPAKT), IPUKA3 O 3a4KC-
JCHUH

TecTbl 11 pyOesKHOT0 KOHTPOJIs (BapuaHT 4)

Pazoen I1. Tpebosanus k opopmnenuro ynpasnenuecKkux 00KyMeHmos.

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

1. Ha kakom ¢opmare Oymaru HCTIOJHSIOTCS CITYKEOHBIC 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 paclOpsSAUTEIbHBIM?
a) [Iporoxkou;

0) MHCTpYKTUBHOE NMHCHMO;

B) YKa3zaHue;

r) [Tonoxxenwue.

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

0) moanMcaHus;

B) YTBEP)KIICHUS;

') peTUCTpAIIIH.

5. Kakue JoOKyMeHTbI OTHOCATCS K OpraHu3alMOHHbIM?
a) [Ipukas;

0) Ilonoxenue;

B) YKa3zaHue;

r) CrpaBka.

6. PykoBoauTenb GUpPMBI ¢ TOMOIIbIO OPTaHU3AIIMOHHBIX TOKYMEHTOB. ..

a) OCYILECTBIIAET YBOJIbHEHHE PAOOTHUKOB,;

0) ompenenseT npaBa U 00s13aHHOCTH COTPYIHHUKOB;

B) MOOIIPSIET OTIIMYUBIIETOCS paOOTHUKA;

T') ONIPEACIISET MOCIEeA0BATEILHOCTD JCHCTBUN MTPH BHITIOJHEHUH TON WJIM HHOW PabOoTHI,

7. HazHaueHue pacnopsguTeIbHbIX JOKYMEHTOB — 3TO. ..

a) peaM3ainsi CHCTEMBbI U MTPOLIECCOB YIIPABIICHUS;

0) peryaupoBaHHe JCSITSIBHOCTH, TTO3BOJISIONIECE OpraHy yIpaBJieHUs1 00ecrieunBaTh peaan3a-
[UIO MOCTABJICHHLIX MCPC HUM 3a4ay;

B) MJIAaHUPOBAHUE ACSITEILHOCTU YUPEIKICHUS;



I') COOOIIeHNE CBEJICHHH, TOOYKIAIOIIUX OpPraHbl YIPaBIeHUs IPUHUMATh ONPEIeNICHHbBIE pe-
LICHUS.

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

a) pyKOBOJUTEJIEM OPraHU3aLMH Ha [TpaBaxX €AMHOHAYAJIMSA C LIEJIbIO pa3pelleHUs] OCHOBHBIX BO-
MIPOCOB;

0) BBICIIIMMHU OpTaHaMH UCTIOJHHUTEIBHOM BIACTH;

B) pPYKOBOJIUTEJIEM OpraHU3alliy M0 BOIpocaM HH(POPMAIIHOHHO-METOAUYECKOTO XapaKTepa;

I') COBEIIATEIbHBIMU OPraHAMHU YUPEKICHUS.

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

a) moIpoOHOE OMKMCAHUE KAaKOT0-Tn00 (pakTa UM COOBITHS C BBIBOJAMHU U MIPEIJIOKCHUSIMHU aB-
TOpa;

0) MoaPOOHBIN X0 KAaKOTO-TH00 MEPOTIPUSTHS;

B) IIEpEYEHb MEPOTIPUATHI;

T') MOATBEPIKICHHUE WIIA OMTUCAHUE TEX WM UHBIX (DAKTOB ¥ COOBITHIA.

10. ABTOpOM CTy’K€OHOTO TTHChMa SIBIISIETCSL. . .

a) opranuzanusi, pupma, 0T UMEHH KOTOPOH MOCBUIAETCSI MUCHMO;
0) TOJDKHOCTHOE JIUIIO0, KOTOPOE IMOCHUTAET MMUCHMO;

B) HUCIIOJIHUTCIIb, KOTOpBIﬁ T'OTOBUT IMUCHMO,

T') JIUIIO, OTIPABUBIIIEE MMUCHMO.

11. B BBOJIHOM YacTH pacnopsSAUTEIHLHOTO JOKYMEHTA COIEPIKATCH. . .
a) LIeJIU U IPUYUHBI CO3/IaHUSI IOKYMEHTA;

0) OCHOBHBIC HANIPABJICHHS JCSITCIIBHOCTU YUPEKIACHUS;

B) PacOPsKEHUS PYKOBOJAUTEIIS;

T') CPOKU HUCTIOJTHEHUS PACTIOPSIKEHUS.

12. K xako# rpyrrmne 10KyMEHTOB OTHOCUTCS] TPOTOKOJI?
a) K pacnopsauTenbHbIM TOKyMEHTaM;

0) K mnunbim;

B) K cripaBouHO-MH(}OpMAIIIOHHBIM;

r) K opranuzaimoHHbIM.

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

0) HaMMEHOBaHUE BUJIA JOKYMEHTA

B) 3aroJI0BKa K TEKCTY JOKYMEHTa

T) ampecaTa

14. Kak Ha3pIBaeTCA IOKYMEHT, B KOTOPOM OTPEIEIISIOTCS JOHKHOCTHBIE 00S13aHHOCTH padoT-
HUKA yUPEKICHUS?

a) [IpaBuina;

0) Unctpykuus;

B) YcTaB;

r) [lonoxenue.

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

0) MPOTOKOIT;

B) NpHUKa3;

T') TOKJIaJHAs 3aIKCcKa.



16. PekBU3HUT ciTy’keOHOTO MUChMA — ATO. ..

a) 4acTb TEKCTa MUChMa;

0) pupmeHHBINH ONaHK;

B) €0 OT/ACIBHBIN SJICMEHT;

T') ITaMIl OpraHU3allii, HalMCaBIIEH MHUChMO.

17. JlaToii akTa sIBIIIETCS 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 cipaBOYHO-MH(OPMAITMOHHBIM;

B) K pPacIOpsIUTENIbHbIM;

T') K OpraHU3alMOHHBIM.

19. Pe3omonuio Ha CITyK€OHOM MUChME MOKHO TTUCATh. ..
a) 110 TEKCTY IIUChMa;

0) Ha OTACIIPHOM JIUCTE OyMaru;

B) B OTJCIILHOM CIICIMATILHOM XypHAJIE;

T') Ha CBOOOJHOM OT TEKCTa MECTe.

20. O0OBsACHUTENbHAS 3aIIMCKA [OAIMCHIBAETCS. . .
a) pyKOBOJUTENIEM IIPEIIPUATHSL, OpraHU3aluy;
0) cocTaBuTeNEM;

B) IIpe/ice/laTeeM U YIeHaMU KOMHCCHH;

T') CEKpeTapeM PYKOBOIUTEIS.

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

0) macropTHbIE JaHHbIE 3asBUTENSI COOTBETCTBYIOT ACMCTBUTEIHLHOCTH;

B) JaTa JIOKYMEHTa BEpHa;

T') KOIUA JJOKYMEHTa TOYHO COBIMAJIaeT C MOATUHHUKOM.

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 k 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! MHCTPYKITHSI.



2. HauGonee TouHOE OTpeieIeHue TOKYMEHTa:
a) MaTepUaAITbHBIA 0OBEKT C MOMHUCHIO;

B) YOCTOBEPEHHE JTUYHOCTH;

0) HocuTens HH(MOPMAITUH;

') MUCbMEHHOE CBUETENbCTBO.

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

B) €r0 OT/JENbHBIN 2JIEMEHT;

0) OCHOBHAs YacTh JOKYMEHTA;
r) GOopMyJISIp TOKYMEHTA.

4. C KaKkoH 1IeJIbI0 Ha JOKYMEHTE YKa3bIBAIOT (PaMUIIHIO U TeNe()OH UCTIOTHUTEIS
a) JUIs NIpUIaHus JOKYMEHTY IOPHINYECKON CHJIBI;

B) JUISL IPaBUIILHOTO O(hOPMIICHUS;

0) I71s1 OTIepaTUBHOM CBSI3H;

I‘) AJI MOATBECPKACHUA TOAJIMHHOCTH JOKYMCHTA.

5. Busa cornacoBaHus IPOCTABIIECTCS HA TOKYMEHTE

a) TMocye MOAMUCAHUS PYKOBOIUTEIIEM;

B) Ha 3K3EMIUISIpE, MPeAHA3HAYEHHOM JJIs MOAIIMBKHU B JIEJIO;
0) 10 OIMTUCAHMUST,;

) 7151 OTIPABKU JOKYMEHTA.

6. Kakue pacnopsiurenbHble TOKYMEHTHI U3/1al0TCSI HA OCHOBE €IMHOHAYAIINS
a) TPUKa3bI;

B) IOCTaHOBJICHHS;

0) pereHus;

T') YKa3aHHUS.

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

B) OTBETHOM;

0) CONPOBOIUTEILHOM;

') Ha BCeX MUChMaXx.

8. B pe3ynbpTare pacCMOTpEHUs BXOASIIETO JOKYMEHTa PYKOBOJUTEIEM Ha HEM HOSBIISETCA. . .
a) TMOJIIHUCh;

B) PErMCTPALMOHHBII HOMED;

0) pe3oronus;

B) BU3a.

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

a) aKT;

B) IOCTaHOBJICHHC;

0) KOHTPaKT;

T') MPOTOKOL.

10. JIokyMEHTBI pETUCTPUPYIOT. ..
a) B IEHb MIOCTYIIJIEHUS, OTIIPABKU;
B) B JICHb II€pe/layy Ha UCIIOJIHEHUE;



0) B 1eHb 0(hOpPMIICHUSI, COTJIACOBAHMS;
T') MOCJIE UCTIOJTHEHUS.

11. OT™MeTKy 0 HAJIMYWHU TIPUIIOKEHUS 0053aTEITLHO UMEET. ..
a) IOTOBOPHOE MUCHMO;

B) COIIPOBOAMUTENHEHOE MUCHMO;

0) MHPOPMALIMOHHOE MTUCHMO;

T') BCE CITy)KEOHBIC TTHChMA.

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

B) MOTYT ()OPMHPOBATHCSI B pa3HBIC JIE1a;

0) hopMHpYIOTCS B pa3HEIE JIena;

r) GOpMHUPYIOTCS B pa3HBIE TOMA OJTHOTO JIETIa;

13. Kakoii pekBU3UT HE BXOIUT B (hOPMYJISIP MPUKa3a M0 OCHOBHOU JIEATEILHOCTH?
a) Ha3BaHHUE OpPraHU3alINY;

B) MECTO M3JaHUS;

0) BUJ IOKYMEHTA,

T) azmpecar.

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

a) SASIBJIEHUE;

B) JIOKJIAZTHA S 3ATINMCKA;

0) [IMCBbMO;

r) JOJDKHOCTHAA MHCTYKIMAL.

15. B kakoii mocienoBaTebHOCTH 0(hOPMIISIETCS] BBOJHAS YacTh POTOKOJIA?
a) mpeacenaTelnb, CEKPeTaph, IPUCYTCTBOBAIIM, TIOBECTKA JHS;
0) npezacenarenb, CEKpeTapb, IPUCYTCTBOBAJIH, IPUTJIAIICHBI, TOBECTKA JIHS;
B) IIpeJiceiaTellb, CEKpeTaph, IPUCYTCTBOBAIIN, IPUTJIAILICHBI;
I) IpeceaaTeib, CEKpeTaph, IOBECTKA AHs, IPUCYTCTBOBAJIH.

16. {okmaaHas 3amicka — 3To. ..

a) TOKYMEHT, B KOTOPOM IE€pPEalOTCs CBEICHHS, HEOOXOIUMBIE PYKOBOIUTEIIO;

0) TOKYMEHT, aJ[peCOBaHHBII BBIIIECTOSIIEMY PYKOBOJAUTEIIO, COJACPKAIINUNA 00s3aTebHOE H3-
JIO’)KEHHE KaKOT0-THO0 BOIIPOCA C BHIBOJAMH U MIPEIJIOKCHUSIMHU COCTABUTEIIS;

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

') TOKYMEHT, aJip€COBAHHBIN BBIIIECTOSIIEMY PYKOBOIUTEIIO C MPEIJIOKCHUSIMH.

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

a) pamMuTuu UCTIOTHUTENEH, MOANKCH U JaTYy;

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

r) paMuIMU UCTIOJIHUTETIEH, COJIep)KaHKE TIOPYUCHHSI, TIO/ITUCH.

18. B xkakom OyiaHKe aeTcst HanboJiee MOMHBIN TepeueHb PEKBU3UTOB MIPEATPUSITHS?
a) OJTaHK MHCHMA,

B) OJIaHK TIPHKa3a,

0) o0t O1aHK;

r) OJaHK TeJIerpaMMBI.



19. Korna peructpupyercsi NOCTyNaroIui JOKYMEHT?
a) B JICHb MOCTYIUICHUS;

B) B JIEHb OTIIPAaBKH OTBETA,

0) B IcHb MOJNKICAHUS PYKOBOAHUTEIEM;

T') HE PETUCTPHUPYIOTCA.

20. Kakoe cJI0BO UCHOJIB3YETCA B paCHOPSIANTEILHON YaCTU TEKCTA MPUKa3a
a) [IOCTAHABIJISAIO;

B) [IPUKA3BIBAIO;

0) [IPEAJIATAIO;

r) OBA3BIBAIO.

21. B HOMEHKIaTypy A1 BKIIOYAIOTCA. ..
a) )KypHaJbl pEruCTpaluy;

B) IIPUKA3HI,

0) rmeyaTHbIC U3/IaHNS,

T') MO3JJPABUTEIbHBIE OTKPBITKU;

22. Ilpukassl MO JMIHOMY COCTaBY MPEANPUITHS (OPMHUPYIOTCS B JIETIO0. ..
a) MO JlaTe POXKJICHUS COTPYIAHUKOB;

B) IO CTaXXy pabOThI COTPYIHUKOB;

6) no anaBuTy haMUINI COTPYIHUKOB,;

T) [0 3aHUMAaeMOM JOKHOCTH COTPYIHUKOB.

Kuaroun:
TecTsl 1711 py0e:KHOT0 KOHTPOJIsi (BapuaHT 1)
Pazoen I1. Tpebosanus k oghopmnenuto ynpasieHuecKkux 00OKymeHmoe
Tema OCHOBHBIE TOHSTHS IETONPOU3BOICTBA.

Bomnpoc Nel. Jlenonpous3BoaCcTBO 3TO-. . .
OtBet Nel coBOKYITHOCTB pabOT MO TOKYMEHTHPOBAHUIO YIIPABICHUYECKOM NEATEILHOCTH yupe-
KJACHUM U IO OpraHU3alui B HUX JOKYMEHTOB

Bompoc Ne2. Xon o0cyxkaeHusI BOMPOCOB U PEIICHHS, MPUHUMAEMbIe Ha 3aCEIaHUSIX KOJIJICTH-
QIBHBIX OPTraHOB, COBETaX, COOPAHUSIX, COBEHIAHUIX (DUKCHPYIOTCSI B:
OtBet Ne3 TIporokosax

Bormpoc Ne3. Cobmtoienre enuHbIX MpaBmil 0OPMIICHUS TOKYMEHTOB 00€CTIeunBacT:

OtBet Ne2 FOpunnueckyro cuily JOKyMEHTOB, OIIEPaTUBHOCTh U KAUECTBEHHOE COCTAaBJIEHUE J0-
KyMEHTOB, OpPIaHU3alMI0 OBICTPOTO MOUCKA TOKYMEHTOB, aKTUBHOE HCI0JIb30BaHre OBM npu
COCTaBJICHUH JOKYMEHTOB

Bonpoc Ned4. Ykakute BapraHThl HEBEPHOT'O 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 HaMMEHOBaHUE, TOYTOBBIH ajpec, HOMep KOHTAaKTHOTO
Tesie(poHa, 1aTa U HOMEP JOKYMEHT



Bormpoc Ne6. JInst Hanmydiero moHUMaHus CMbICTIa IOKYMEHTa Han0oJiee 3HAYMMYIO 9acTh
HY>KHO pa3MellaTh:
OtBet Ne2 B cepeiuHe TeKCTa

Bormpoc Ne7. TIpaBoBoii cTatyc paOOTHUKA OpTaHU3AIlMN PETIIaMEHTHPYETCS
OtBet Nel nosoxkeHueM O CTPYKTYpHOM MOAPA3IEIeHUN

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

Bompoc Ne9. JlaToii BcTyruieHHs IpUKa3a B CUILY SIBIISIETCS:
OtBet Ne2 Jlara ero noanucaHus pyKoOBOJIUTEIEM

Bomnpoc Nel0. branku nmpoTtokosia coiepat Caeayomne peKBU3UTHI:
OtBet Ne4 nanmMeHoBaHUE opraHu3anv, HAUMCHOBAHUC BUJld JOKYMCHTA, JaTa 3aCCAaHus, HO-
Mep MPOTOKOJIA, MECTO 3aCeAaHMUsl, TEKCT, TOIMTUCH

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

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

Bompoc Nel3. JlokymeHTOM, cCoAepsKaiuM 00CTOATEIbHOE U3JI0KEHUE BOTIPOCA, OTPAKAIOIIETO
MIPOU3BOJICTBEHHYIO ACSATEIHLHOCTh OPraHU3ALIUH, SBIISECTCA:

OtBet Nel cnpaBka

OtBet Ne4 noksnagHas 3amucka

Kuroun:
TecTbl il pyOesKHOT0 KOHTPOJIsl (BApUAHT 2)

Tema TexHosiorusi padoThl ¢ JOKYMEHTAMHU

Bormpoc Ne 1. Uetkas opranu3aiius pabOThI ¢ TOKYMEHTaMHU HEOOX0uMa IS
OtBet Ne3 co3zmaHus ONTUMAIBHBIX YCIOBHH I BCEX BUIOB PabOT C TOKYMEHTaMHU

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

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

Bompoc Ne4. Kakne 10KyMEHTBI OTHOCATCSL K HEPETUCTPUPYEMBIM?
OtBet Ne2 [lo3apaBuTtenbHbIe TUChbMA, TPUTIIALICHUS

OtBet Ne4 KOHTpAaKTHI M JOTOBOPA, HE COCTOSIBIIMECS IO KAKUM JIMOO MPUIMHAM

Bompoc Ne5. OcHoBHas 11€1b OpraHu3aly KOHTPOJIS UCIIOJHEHUS — . . .
OtBet Nel obGecniedeHre CBOEBPEMEHHOTO M KaU€CTBEHHOTO UCTIOJHEHUS JOKYMEHTOB

Bonpoc Ne6. Korga 10OKyMEHT CUMTAETCSI UCTIOJIHEHHBIM U CHUMAETCS ¢ KOHTPOJIS?



OtBer Ne3 mocie MpeaoCTaBJICHUA NOKYMCHTUPOBAHHOTO MMOATBCPKACHUS UCITIOJTHCHU A

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

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

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

Bonpoc Ne 10. I[IpuiioxeHnus Kk T0KyMeHTaM MMOMEIIAKOTCS B AEJI0
OtBet Ne3 npucoeuHsAI0TCA 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 pyOesKHOr0 KOHTPOJIsi (BapuaHT 3)
Tema TexHosiorusi padoThl ¢ JOKYMEHTAMHU M APXUBUPOBAHHE
Bompoc Ne 1. B 3agaun apxuBa BXOJAT:
Otset Ne3 Ilpuem, yder, XxpaHeHHE TOKYMEHTOB, 3aKOHYCHHBIX JICJIONPOU3BOICTBOM; HH(POpMa-
[IMOHHO-CIIPAaBOYHAs paboTa M0 apXUBHBIM JJOKYMEHTaM TPEIIPHSITHS

Bompoc Ne 2. [Tocne nucredyenns 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 MOCIIE OKOHYAHUH SKCTIEPTU3BI HE TTO3XKE
OtBet Ne2 onHoro Mecsua

Bomnpoc Ne 5. TekcToBbIi pe1akTop - 3TO
OtBet Nel nmporpamma Ju1st COCTaBJIEHUS U PEJAKTHPOBAHUS TOKYMEHTOB

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

Bompoc Ne 7. ITporpamma Outlook Express mo3Bossier:

OtBet Nel ObicTpo 00paboOTaTh JOCTABIECHHYIO MTOUTY

OtBet Ne2 ykazath npaBuiia 00pabOTKH MOCTYNAIOIIEH 3JIEKTPOHHOM KOPPECTIOHICHITNH
Otset Ne3 copTupoBaTh MOYTY MO OTAEIBHBIM MANKaM

OtBet Ne4 0OMeHUBATHCSI COOOIIICHUSIMU C OJTHOTO KOMITBIOTEpA Ha APYTroin

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 11K, mpu 3ToM HOMep, 1aTa perucTpaiy NpocTaBisioTCS aBToMaTHye-
CKH, a MOBTOPAIOUIUCCA PCKBU3UTHI BBI6I/IpaIOTC$I N3 COOTBCTCTBYIOIIHX CIITMCKOB



Bompoc Ne9. K nokymeHTaM 1o JIMYHOMY COCTaBY OTHOCSATCS:
Otset Ne3 JInunbie nena, TpyAOBbIe KOHTPAKTHI, IPUKA3BI 110 JI/C, TPYAOBbIE KHUKKH, TINYHBIC
KapTOUKH, JINLIEBBIE CUeTa 110 3apaboTHOH myare

Bonpoc Nel0. ITpu npueme corpyaHuka Ha paboTy HE00X0AUMO 0pOpPMIICHHE CIETYIOUINX J0-
KYMEHTOB:

OtBet N4 Pestome, 3as1BiIeHHE COTPYAHHUKA O IPUEME, TPYAOBOM 10rOBOp (KOHTPAKT), IPUKA3 O
3a4MCICHUN

Kuaroun:
TecThl 17151 pyOesKHOr0 KOHTPOJIsi (BapuaHT 4)
Pazoen 1. Tpebosanus Kk oghopmnenuto ynpasienueckux 00OKymMeHmoas.
Tema Pexeusumot 0okymenma. Knaccugpuxayuna 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 PAaCIOPsAIUTEIbHBIM?

B) Yka3zaHue;

4. Jlaroit mpuKasa siBIsieTCs Aara. ..

0) moanmucaHus;

5. Kakue 1oxyMeHThl OTHOCSITCSL K OPraHU3aMOHHBIM?

0) Ilonoxenue;

6. PykoBoauTens GUPMBI C IOMOIIBIO OPraHU3aIlMOHHBIX JOKYMEHTOB. . .

T') ONIPEACIISET MOCIeA0BATEILHOCTD JCHCTBUN MTPH BHITIOJHEHUH TOH WM HHOW paboTHI,
7. HaznaueHue pacropsiAUuTENbHBIX JOKYMEHTOB — 3TO...

a) peaM3alus CHCTEMBI U MTPOLIECCOB YIPABIICHUS;

0) peryinMpoBaHue e TeNIbHOCTH, MO3BOJISAIONIEE OpraHy yIpaBieHHs 00ecreunBaTh peann3a-
IIMIO TOCTABJICHHBIX Mepe/l HUM 3a]1ay;

8. Ilpukas — 3T0 IpaBOBOM aKT, U3/1aBAEMBIIL. ..

a) pyKOBOJUTEJIEM OpraHU3aIH Ha MTpaBaxX €AMHOHAYAHS C LIeTbI0 pa3pelieHus OCHOBHBIX BO-
IIPOCOB;

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

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

10. ABTOpOM CTy’K€OHOTO TTHChMa SIBIISIETCSL. . .

a) opraHuzanus, Gpupma, OT UMEHU KOTOPO MOCHUTAETCS TUCHMO;

11. B BBOJIHOM YacTH pacnopsSAUTEIBHOTO TOKYMEHTA COIEPKATCH. . .

a) LIeJIM ¥ IPUYHHEI CO3JIaHUS JIOKYMEHTA,

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

B) K cripaBouHO-HH(}OpMAIIIOHHBIM;

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

0) HaMMEHOBAaHKE BHUJIA TOKYMEHTA

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

0) Uuctpykuus;

15. lokyMeHT, GUKCUPYIOIUI X0 00CYKIEHHs KaKOoro-I100 BOIpoca — 3T0. ..

0) MPOTOKOIT;

16. PekBU3UT ci1y’>keOHOTO MHCbMa — 3TO. ..

B) €0 OT/AENbHBIN JIEMEHT;



17. laToit akTa sIBJISICTCS JaTa. ..

a) YCTaHOBJIEHHOTO COOBITHS,

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

19. Pe3omonuio Ha ciy)eOHOM MUChbME MOXKHO MUCATh. ..

T') Ha CBOOOHOM OT TEKCTa MECTe.

20. O0bscHUTENBHAS 3aMMCKA TIOIMHCHIBACTCS. ..

0) cocTaBuTeNEM;

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

I') KOIMsI JOKYMEHTa TOYHO COBIAAAET C MOUIMHHUKOM.

22. I'ne nomemaercs «OTMETKa O MOCTYIJIEHUH TOKYMEHTA B OpraHU3aLuio»?
B) Ha Hmxuem mnoste;

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

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

B) TPYJOBOM KOHTPAKT;

2. Haunbonee TouHOE OIpeieIeHUE TOKyMEHTA:

a) MaTepUaITbHBINA OOBEKT C MOJIHCHIO;

0) HocuTens HH(pOpMaIuH;

3. PexBU3UT JOKYMEHTA - 3TO:

B) €r0 OT/ENbHBIN AJIEMEHT;

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

0) as onepaTUBHOM CBSI3H;

5. Bu3za cornacoBaHusi MpOCTaBIISIETCS HA JOKYMEHTE

0) 10 OIITUCAHHUS,;

6. Kakue pacnopsauTenbHble JOKYMEHTHI U3/1al0TCSA HA OCHOBE €IMHOHAYaINs

a) IPUKa3bL;

T') YKa3aHUs.

7. Ha xakoM ciy:ke0HOM MHUCHhME TTPOCTABISIETCS CChITKA HA HOMEP | JIaTy JOKyMeHTa?
B) OTBETHOM;

8. B pe3ynbTaTe pacCMOTPEHMSI BXOASILErO JOKYMEHTA PyKOBOJUTEIEM Ha HEM IMOSBISAETCH. ..
0) pe3oronus;

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

I') IPOTOKOJL.

10. [IokyMEHTBI pETUCTPUPYIOT. ..

a) B JICHb MOCTYIUICHUS, OTIIPABKU;

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

B) COIIPOBOJUTENBHOE MUCHMO;

12. IIpuka3sl MO OCHOBHOM AESATEILHOCTU U MPUKA3BI 10 TUYHOMY COCTaBY...

0) hopMHpYIOTCSI B pa3HBIE JIena;

13. Kakoii pekBU3UT HE BXOIUT B (hOPMYJISIP MPUKa3a 10 OCHOBHOU JEATEILHOCTH?

T) ajpecar.

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

6) [IMCBMO;

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

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



16. lokmaaHas 3amicka — 3To0. ..

0) TOKYMEHT, aJIpeCOBaHHBII BBHIIIECTOSIIEMY PYKOBOAUTENIO, COAEPKAIINUNA 00s3aTeIbHOE U3-
JIOKEHUE KAKOTO-JIM00 BOIPOCA C BEIBOJIAMHU U TIPEUIOKCHHUSIMHI COCTaBUTEIIS;

17. Pe3omronus nuimieTcst Ha JOKYMEHTE IOKHOCTHBIM JIMIIOM U BKJIFOYAET. ..

0) (haMUITK HCTIOHUTENCH, COIepKaHne TTOPYUYEHUsI, CPOK UCTIOTHEHHsI, TOAINKUCH U ATy,
18. B xkakom OyiaHKe aeTcst HanboJiee TMOMHBIN TepeueHb PEKBU3UTOB MIPEATPUSITHS?

a) OJIaHK MHCHMA,

19. Korna peructpupyercst NOCTyNaronMi JOKYMEHT?

a) B JICHb MOCTYIUICHUS;

20. Kakoe cJIOBO UCMOJIB3YETCA B paCHOPSIANTEILHON YaCTU TEKCTA MPUKa3a

B) [IPUKA3BIBAIO;

21. B HOMEHKIaTypy A1 BKIKOYAIOTCA. ..

a) )KypHaJbl pErucTpanuy;

B) IIPUKA3HI,

22. Ilpuka3sl 10 TUYHOMY COCTaBY MPEINPHUATHSI POPMHUPYIOTCS B JIETIO. ..

0) mo andaButy haMuIUil COTPYAHUKOB;

Bonpocuwl k 3x3ameny
7. Uro Takoe Jenonponu3BOACTBO?

8.  JIOKyMEHT M €ro MecTo B CUCTEME yIIPaBJICHUS.

9.  HopMaTHBHO-METOIWYECKHE aKThl, PErJIAMEHTUPYIOIINE CO3JaHHe U O(OopMIICHHE JOKY-
MEHTOB.

10. JloxymMeHTOBeJeHUE KaK Hay4yHas AMCLMILIMHA U €€ CBA3b C APYTMMHU HAayYHBIMHM JHUCLHU-
TUTMHAMH.

11. Kaxo#i rocynapcTBeHHBIH CTaHIApT onpenaenseT TpeOoBaHUs M0 0(GOPMIICHHUIO OpraHHu3a-
LIMHOHHO-PACIIOPAIUTENBHBIX JOKYMEHTOB?

12. [laiite onpeneneHue NOHATUS «AHGOPMAIIHS.

13. JlaiiTe onpeneneHue NOHATHIO «TOKYMEHTUPOBAHUE.

14. Kakwue pazmepsl Oymaru pasperieHbl K IpUMEHEHHUIO B AETIONPOU3BOICTBY?

15. Kak HyMepyroT CTpaHULIbl B JOKYMEHTaX?

16. KaxoB mopsaok UCTIOIb30BaHUS COKPALICHUN B CITY>KEOHBIX JTOKyMEHTax?

17. JlaiiTe onpeneneHue MOHATHUS «TOKYMEHT.

18. KaxoBa cBsi3p uHGOpMALUU U JOKYMEHTA?

19. Ilepeuncnute QyHKIIUUA JOKYMEHTA.

20. Tlonstue «hopMysip JOKYMEHTa».

21. JlaiiTe ompeneneHne MOHATUAM «yHHU(PUKAIMI» U «CTAaHAAPTU3AIUS» TOKYMEHTOB.

22. Yo nmoHUMAETCs NMOA IPUINIECKON CUIION TOKyMEHTa?

23. Kakue 3aKOHOJATENbHbIE aKThl MPEINUCHIBAIOT 0053aTENbHOCTh JOKYMEHTHPOBAHUS HH-
bopmanun?

24. Kakwue TpeOOBaHUS K IOKYMEHTAM H3JIOKEHBI B 3aKOHOAATCIIbHBIX aKTaX?

25. bnaHku JOKYMEHTOB U UX BUJBIL.

26. TpeboBanus Kk 0hOPMIICHHIO PEKBU3NUTA «HAUMEHOBAHUE OPTraHU3aIlMU — aBTOPa JOKYMEH-
Tay.

27. TpeboBanus kK 0hOPMIICHHIO PEKBU3UTA «CIPABOYHBIC TAHHBIE 00 OpraHU3aIIN.

28. TpeOoBanwus K 0HOPMIICHUIO PEKBU3HUTA «aJIpecary, €ro 3HaUCHUE.

29. Ecau IOKyMEHT OTIIPaBIIETCS B JBa aJpeca Mo MOYTE, TO CKOJIBKO AK3EMIUISIPOB ATOTO J10-
KyMEHTa HEOOXOUMO TIOJTOTOBHUTH?

30. TpeboBanus k opoOpMICHUIO PEKBU3HTA «daTa JOKyMeHTa». JlaTa kKak cocTaBHas 4acTh
JIPYTUX PEKBU3HUTOB.

31. TpebGoBanus Kk OPOPMICHUIO PEKBU3UTA «PETUCTPAIMOHHBI HOMEP TOKYMEHTa» U €ro
3HauYEHHUE.

32. Korga u rje npocTaBisieTCsd PEKBU3UT «CChUIKA HA PETUCTPALIMOHHBIA HOMEp M AaTy HO-
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KyMEHTa»?

B kakux cimyuyasix mpocTaBisieTcsl Ha JOKYMEHTE PEKBU3UT «TpU( OrpaHUYeHHs JOCTyIa K
JOKYMEHTY»?

KaxoB mopsiiok coryiiacoBaHusi TOKyMEHTOB U O0(hOpMIICHUSI BHYTPEHHETO U BHEIIHETO CO-
IJ1aCOBaHMUS?

KeMm noanuceiBatoTcsi AJOKYMEHTHI?

KaxoB nopsinox yrBepkieHnus JOKyMEHTOB?

KakoB nopsiiok noanucanusi JOKyMEHTOB?

[TeyaTh KaK peKBU3UT JOKYMEHTA.

Ha kakux nokyMeHTax MpocCTaBIIsieTCsl repOoBasi evyarh?

KaxoBsl ipaBuiia opopmiieHUs: PEKBU3UTOB, YAOCTOBEPSIOIMINUX TOKYMEHT?

OTMeTKHU Ha TOKyMEHTe, UX 3HaueHue U ohopMIICHHE.

TpeboBanusi, mpenbsBIsieMbie K 0DOPMIICHHIO PEKBU3UTA «PE3OIIOIHS», €€ 3HAUCHUE.
PekBu3UT «0TMETKa 00 HUCTIOIHUTENEY, €ro 3HaUeHHE.

[lepeuncnute peKBU3UTHI, MPUIAIOIINE JOKYMEHTY IOPUIUYECKYIO CHUITY.

B uem 3akmrouatorcst o6miue TpeboBaHUS K TEKCTY IOKyMeHTa?

DNEeMEHTHI TEKCTa: 3aT0JIOBOK, IPUIIOKEHUS, TPEOOBAHUS K HUM.

Jlaiite onpesiesnieHne MOHATUS «CUCTEMbI TOKYMEHTALIUN.

Jlaiite onpenenenne NOHATUS «KYHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAITUN .

B kakoMm JOoKyMeHTEe MOTYT ObITh OTOBOPEHBI YCIOBUS PEOPraHU3alliy U JTUKBHUIALUU Op-
raHuzauu?

KaxoBbl TpeboBaHMSI K COCTaBIECHUIO U O(DOPMIICHUIO OPraHU3AIlMOHHO-TIPABOBBIX JOKY-
MEHTOB?

Kaxue noKyMeHTHI yTBEPKIAI0TCS PYKOBOAUTEIEM YUpexKAeHUA?

[lepeuncnure yacTu TEKCTa MpUKa3a.

KaxoBbl TpeGoBaHMsI K COCTaBICHHUIO H 0(OPMIICHUIO PACTIOPAIUTEIBHBIX JOKYMEHTOB?
Ha3zoBute TpeboBaHMS K COCTABICHUIO U O()OPMIICHUIO TTPUKA30B.

HazoBute TpeOoBaHHMS K COCTaBIEHUIO U O(QOPMIICHUIO OOBSACHUTENBHBIX M JIOKJIAJHBIX
3aIHCOK.

HazoBute TpeGoBaHus K COCTABICHUIO U O(DOPMIICHHUIO CIIPABOK.

Ha3zoBute TpeOoBaHMs K COCTABICHUIO U O(DOPMIICHHUIO aKTa.

HazoBute TpeGoBaHUs K COCTaBICHUIO U O(POPMIICHHUIO MMPOTOKOJIA.

HazoBute TpeOoBaHMS K COCTABICHUIO U OOPMIICHHIO JIETIOBOTO MUCHhMA.

Kax odopmiisercst COBMECTHOE MUCHMO JIBYX OpTaHHU3aIni?

B yem 0co0eHHOCTH SI3bIKA U CTUIISI CITYKEOHBIX TOKYMEHTOB?

[lepeuncnure pa3HOBUIHOCTH MHUCEM.

Buabl nuceM mo copepikaHuio ¥ Ha3HAUYECHHUIO.

Kakue noKyMeHTHI cO3/1al0TCs B IIPOLIECCE MOATOTOBKU COBELIAHUS?

K10 MoxeT paboTaTh C TOKyMEHTaMH, COAEPIKAINMI KOMMEPYECKYIO TalHy?

JlaiiTe onpeneneHne MOHATHS «IOKYMEHTOO00POTY.

[lepeuncnute >Tanbl ABUKEHUS U TIOPSAIOK 00paOOTKH TOKYMEHTOB.

Kaxoif HopMaTUBHBII TOKYMEHT OMpeelseT NOpsAJ0oK padoThl ¢ JOKyMEHTaMU B OpraHH-
3anuu’?

KakoBa cTpykTypa ciayx0bl JOKYMEHTAIIHOHHOTO 00ecTieueHus yIpaBieHus?

Kak peructpupyrorcs mpOTOKOIIBI COOpaHUl U 3acelaHus KOJUIEKTHBA?

Kak ucuncnserca cpok HCIOJIHEHUS TOKYMEHTOB?

Urto Takoe HOMEHKJIaTypa J1en?

Kewm yTBeprkaaeTcst cBOOOIHAass HOMEHKIIATypa JIe7T OpraHu3aIuim?

Kak cucreMaTuzupyrorcst TOKyMEHTbI B HOMEHKJIAType J1en?

Kak npoucxoaut xpaHeHue U nepeaayda J1ej B apXuB?

C kakuM TOKyMEHTaMU MpH puemMe Ha paboTy Bac J0mKHBI 03HAKOMHTH?

[lepeuncnure JOKYMEHTHI [0 IMYHOMY COCTaBY U MpaBHiia UX 0GOPMIICHHUS.
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KeM ycTanaBiMBaioTCs WHIAMBHIyaIbHbIE CPOKU UCTIOTHEHUS TOKyMEHTOB?

KaxkoBbl ¢hopmMbI peructparuu 10KyMeHTOB B Poccun?

[Tpu perucTpanu Kakoro JOKyMEHTa JaTy PerucTpaluy yKa3blBalOT B JIEHb €ro MOoJIIuca-
HUS?

UYro Takoe IEKTPOHHBIN JOKYMEHTOOO0POT U KaKOBa €ro poJib B I€IONPOU3BOICTBE?
Kakwue cymiecTByoT CUCTEMbI aBTOMATH3AIMH JEIONPOU3BOJCTBA U JOKyMEHTO000poTa?
[Topsimox 06pabOTKM MOCTYNAIOMINUX TOKYMEHTOB.

[Topsimok 06pabOTKM OTIIPaBISIEMBIX TOKYMEHTOB.

WHdopmManinoHHO-TTIOMCKOBAs CHCTEMA.

VY4er KoanuecTBa JOKYMEHTOB.

WNudopmannonno-nonckosas cucrema (UI1C).

[IpaBuiia perucTpaly U HHACKCUPOBAHUS TOKYMEHTOB.

Opranu3anus KOHTPOJIS 32 UCTIOJTHEHUEM JOKYMEHTOB. Buibl KOHTpOIS.

XpaHeHue JOKYMEHTOB.

OOure mpaBuia GopMupoBaHUS JIEI.

DKcnepTu3a HEHHOCTH TOKYMEHTAJIbHBIX MaTepUaoB.

[Topsimok paccMOTpeHus: 0OpalieHus

MeTtoauka pacueTa YUCICHHOCTH IEPCOHaa CIy>KObl JOKYMEHTAI[MOHHOTO 00ecrieueHust
yIpaBIeHUS.

Krnaccudukanuus 1okyMeHTOB.

PexkBU3HUTHI JOKYMEHTOB: TIOHATHE PEKBU3UTA, €T0 POJIb B TIOKyMeHTHpoBaHuu. [IpaBuia
oopMIIEHUS PEKBU3UTOB.

OdopmiieHre OpraHu3aluOHHO-TIPABOBBIX JTOKYMEHTOB.

[IpaBuiia opopmiieHHs paciOpsIAUTEIbHBIX TOKYMEHTOB.

TpeboBanus K A3BIKY U CTHITIO JOKYMEHTOB.

OcHOBHBIE KJ1acChl aBTOMAaTU3UPOBAHHBIX CUCTEM JIOKYMEHTAIIMOHHOTO 00eCTIeYeHHs
yIpaBIeHUS.

2.5. Onucanne nokasarejieili 1 KPpUTEepHeB OLCHUBAHHMS KOMIICTCHIMIl, ONUCAHHE

IIKAaJI OCHUBAHUA

OuenuBanne 0TBeTa BO BpeMsi IPOBeACHHUS TUCKYCCHH

OrneHka CKIaabpIBaeTCs M3 CyMMBbI 0amioB (Makc. — 10):
Otinnuno — 9-10 6aos;

Xoportio — 7-8 6aioB;

Y 10BIETBOPUTENHHO — 4-6 6aIIOB;
HeynoBnerBoputenbHO — MeHee 4 6aioB.

Kpurepun Iloka3zaTenu 0aJlIbI
[TonnoTta u paBuib- | [ToytHO packpeIBaeT mpoOJIEMHBINA BOIIPOC, AET Tpa- 4-3
HOCTb OTBETa BUJIBHOE ONPEICNICHHE MOHATHI TeMBbI
HenonHo packpbiBaeT npoOaeMHbIH BOIPOC U I0IyC- 2-0
KaeT HETOYHOCTU B (hOPMYJIMPOBKE MOHATUN
Cremnenb 0co3HaHHO- | MokeT 000CHOBATh CBOM CYXKIEHUSI, TIPUMEHUTH 3Ha- 3-0
CTH, TOHUMAaHUS HUS Ha MPAKTHUKE, TPUBECTU HEOOXOIUMBIE TPUMEPHI,
U3Yy4EHHOTO JIaTh aHATN3
OO6Hapy»XuBaeT MOHUMAHHUE ITOCTABJIEHHOTO MPOOJIeM- 1

HOTO BOIIPOCa, HO HE YMEET JIOCTATOYHO TITyO0KO U
JI0Ka3aTeIbHO 00OCHOBATh CBOU CYKICHUS WU TIPU-
BECTH CBOU IIPUMEPBHI

Her monumManust cyTu mpo0eMHOT0 BOIpoca 0

YeTtkocth U rpamot- | M3naraer coaep:kaHue OTBETa MOCIEA0BATEIBHO U 3

HOCTBb pCUHn MPaBUJILHO C TOYKH 3PpCHHUA HOPM JIMTCPATYPHOT'O




SA3bIKa

N3naraer conepkaHue OTBETa HETIOCIEA0BATEIIBHO, 2-0
HOPMBI JINTEPATYPHOTO SI3bIKA HE BbIAEP)KAHBI

OueHnBaHue NMpe3eHTAIUU
OreHKa CKIaIpIBaeTCs U3 CyMMBI 6amioB (Makc. — 10):
Otnuuno — 9-10 6aios;
Xoporo — 7-8 6amios;
VY noBineTBOpUTENTHHO — 4-6 OAITOB;
HeynosnerBoputensHo — MmeHee 4 6aios.

Kpurepun Iloka3arenu 0aJ1J1bI

Cremnenb camoctosi- | CBOOOIHO MPUMEHSIET YMEHUE (BBITIONHSET nelicTBue) | 5-4
TEJIBHOCTH BBIMOJHE- | HA MPAKTUKE, B PA3INYHBIX CHTYAIIHSIX

HUsl ICHCTBHS (yMe- IIpumensieT ymeHue (BBIOIHAET AeiCcTBUE) HAa pak- | 3-0
HHSA) THKE, BO3MO)KHBI HE3HAYUTEIIbHBIC OITHOKH
Oco3Ha"HOCTh BbI- | CBOOOAHO KOMMEHTHPYET BBITIONHSIEMbIC JEHCTBUS 5-4
MIOJTHCHHS ICUCTBUS | (YMEHUSs), OTBEUaeT Ha BOIIPOCHI
(ymeHus) B xoMMeHTapusX BBINOTHAEMBIX JTEUCTBUIA UMEIOTCS 3-2
HE3HAYUTEINIbHBIC MIPOITYCKH, MOTYT OBITH HEOOIbIITNE
OIUOKHU
JlonyckaeT rpyOble OmuOKy. 1-0

OueHuBaHNe KOHCNEKTA
OreHKa CKIaAbIBACTCS U3 CyMMBI 0a/1oB (Makc. — 5):
OtianyHO — 5 0aioB;
Xopoio — 4 6aios;
Y 10BIETBOPUTENHHO — 3 OAIIIOB;
HeynoBnerBoputenbHO — MeHee 2 0alioB.

Kputepun IlokazaTenu 0aJlIbI

N3noxeHne moJiydeHHBIX 3HaHUW MUChbMEHHOU Gop- | 5-4
Me, TTOJTHOE, B CHCTEME, B COOTBETCTBHH C TpeOOBa-
HUSIMU y4eOHOMN IPOrpaMMBbl; JOMYCKAIOTCS €UHNY-
HBIC HCCYIICCTBCHHLIC OH_II/I6KI/I, CaMOCTOATCIIBHO UC-
IpaBJiseMble CTY/IEHTaMU

W3noxeHne noimy4eHHbIX 3HAHUI HEMOJIHOE, OJHAKO | 3-2-
9TO HE MPEMIATCTBYET YCBOSHHUIO MOCEAYIONIETO MPo-
rPaMMHOTr0 MaTepHalia; JOMyCKalTCs OTIACIbHBIC
CYIIIECTBEHHBIC OIIMOKH, UCIIPABICHHBIC C TOMOIIIBIO
MIpEeno/iaBaTelis

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

N3noxenne yueOHOTO MaTepraia HeToIHoe, Oeccu- 1-0
CTEMHOE, YTO MPEMSATCTBYET YCBOSHHUIO MOCIEAYIO-
el yaeOHoM HH(pOpMaIINH; CYIIIECTBEHHBIE OINOKH,
HCHUCITPABJISICMBIC TAXKC C TIOMOIIBIO NPCIIOAaBaTCIIsA

OneHuBaHUeE BBINOJHEHUS TECTOB

4-GanbHas mIKana ITokazarenu Kpurepun

OTINYHO 1. ITomsora BeinonHe- | Habpano 85-100 60a/ioB Kak pe3yabTaT
HUs TECTOBBIX 3aJIaHUI; | BHIIOJHEHUS 3aJaHUI IPEII0KEHHOIO Te-
2. CBOeBpEMEHHOCTH |CTa




Xopo1o BBITIOJIHCHUSI HaGpano 70-84 Gania kak pe3yiabTaT BbI-
3. IIpaBWJIBHOCTH OTBE-| IOJHEHUS 3aIaHUM MPEUIOKEHHOTO TECTa
'Y 1OBJIETBOPUTEIHHO TOB Ha BOIIPOCHI; Ha0pano 55-69 6amioB Kak pe3yabTaT
4. CaMOCTOATENBHOCTD | BLITOAHEHUS 3aJaHUI MIPEIIOKEHHOTO Te-
BBIMIOJTHEHMUS; cTa
HeynosierBoputenpuo 5. HT.J. HaGpano menee 55 6aj10B Kak pe3yabTar
BBITIOJTHEHUS 33IaHUN TPEJUI0AKEHHOTO Te-
cTa

O1neHuBaHHE OTBETA HA DK3aMeHe

OHeHHBaHHe O0TB€TA HA KOHTPOJIbHBIEC BOIIPOCHI:

OuneHka mo
JUCHUILIMHE

Kputepun oneHkn pe3y1bTaToB 00y4eHHUsI 110 AUCHHUILIMHE

«OTJIIMYHO»

BricTaBnsiercs o0yuaromiemMycs, €Ciiu KOMITETEHITNH, 3aKpEIUICHHEIE 32
TUCITUTITUHOM, chOpMHpOBaHbI (TI0 pe3ysbTaTaM oOydeHus B popMare
3HATb-yMETb-BIIQ/IETh) B TOJHOM OOBEME Ha ypPOBHE «BBICOKHI», U
CTYICHT JEMOHCTPUPYET KakK pe3yiabTaT oOydeHus CleAyIoUlue 3Ha-
HUS, YMEHUS M HABBIKU: CTYACHT TITyOOKO U TIPOYHO YCBOWII TEOPETH-
YECKUH M MPAKTUYECKUH MaTepuas, NpOAEMOHCTPUPOBAI 3TO Ha 3aHs-
TUSIX U B X0JI€ TPOMEKYTOUHON aTTECTAIUH.

CTyaeHT HMCUepIbIBAIONIE M JIOTUYECKH CTPOMHO H3JlaraeT y4eOHBIN
Marepuai, yMEeeT COYETaThb TEOPUIO C MPAKTUKOW, CIPABIAETCS C pe-
HIeHHEM 3a/1a4 Ipo(decCHOHATBFHON HAIMPaBICHHOCTH BBICOKOTO YPOB-
HSI CJIOXKHOCTH, MPABUIILHO 00OCHOBBIBAET MPUHSTHIC PEIICHUSI.
CBoOOAHO OpUEHTHpYETCS B y4eOHOH M MpOQeCCHOHAITBHOU JHTEpa-
Type.

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

«XOpOLLIO»

BricTaBnsercss oOyuaromemycs, €ClIM OH 3HaeT TEOPETUUYECKHH H
MPaKTUYECKUI Marepuai, TPaMOTHO U MO CYUIECTBY M3JIaraeT €ro Ha
3aHATUSAX U B XOJIe MPOMEKYTOUYHOM aTTeCTalluy, HEe JOMyCKas Cylle-
CTBEHHBIX HETOYHOCTEM.

CTyaeHT npaBWIBHO NPUMEHSIET TEOPETHUECKHUE IOJOKEHHUS MIPU pe-
[ICHAW TPAKTUYECKUX 3a7ad Mpo(ecCHOHATBHOW HaMPaBICHHOCTH
pPa3HOTO YpPOBHS CIIO)KHOCTH, BIIaZeeT HEOOXOAMMBIMU [JISi 3TOTO
HaBbIKAMU U IIPUEMAMHU.

JlocTaTogHO XOPOIIIO OPUEHTUPYETCS B YICOHOU U PO eCCHOHATHHON
JUTEpaType.

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

Komnerenmuu, 3akpervi€HHbIE 3a JUCIHUILUIMHON, cOpMUPOBAaHBI Ha
YPOBHE «XOPOLIUIY.

«yIOBJIETBOPH-
TEIbHO»

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

CTyZIeHT HCHBITBIBAECT OINpEACIEHHBIE 3aTPYAHEHHS B IPUMEHEHUU
TEOPETUYECKUX MOJIOKEHUIN NPHU PEUIEHUH NPAKTHUYECKUX 3a]ad Ipo-
(beccroHaTbHON HANpaBIEHHOCTH CTAaHAAPTHOIO YPOBHSI CIOXHOCTH,
BJaJieeT HEOOXOIUMBIMHU Ul 3TOT0 0Aa30BBIMHM HAaBBIKAMH U MpHEMA-
MHU.

JIeMOHCTpHUPYET JTOCTaTOYHBIA YPOBEHb 3HAHMSI YUE€OHOH JTUTEpaTyphl




Ouenka no Kpurepun oueHKH pe3yJibTaTOB 00y4eHH sl M0 U CHUIINHE
AUCHMILINHE

M0 TUCIUIUINHE.
OrneHka 1Mo TUCIUIUIMHE BBICTABIISIIOTCS 00YJarOMIeMycsi ¢ y4ETOM pe-
3yJAbTAaTOB TEKYILIEH U MPOMEKYTOUYHON aTTECTALUH.

KommereHmuu, 3akperui€HHbIE 32 JUCIHUIUIMHOW, CHOPMUPOBAHBI Ha
YPOBHE «JTOCTaTOYHBIIIY.

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

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

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

OreHka N0 TUCHMIIIIMHE BBICTABISAIOTCS 00ydaroeMycs ¢ y4éToM pe-
3yJbTaTOB TEKYIIEH U IIPOMEKYTOYHOU aTTECTALIUH.

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

3. MeToauueckne MaTepuajbl, oNpele/sionine MpoueaIypbl OleHUBAHUS 3HAHWIA,
YMeHMil, HABbIKOB U (MJIM) ONbITA JeATEJIbHOCTH, XapaAKTEePU3YIOIIUX 3Tanbl ()OpMHUpPOBA-
HHUS KOMIIeTEeHI Ui

KouTposab ocBoeHust yueGHOro Marepuaa 1no HeKOTOpbIM TeMaM MPOBOJIUTCS B opmax:
JMCKYCCHSI, 3CCe, TPE3EHTAINs, KOHCIIEKT.

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

3.1. Inuckyccus

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
u3yd4aeMoil mpobiieMe, yMEHHUE BBICIYIIATh aTbTEPHATUBHYIO TOUKY 3pEHUS, BCTYNUThH B MOJIE-
MUKY, Ha OCHOBE U3JIO’)KEHUS U y4eTa BCeX TOUYEK 3PEHHUsSI MPUNTH K OObEKTUBHOMY pE3yibTary.

OcnosHule wazu npu no020mosKe K OUCKYCcuul

Br16op Tembl IHCKycCHHM OMpenessieTcsl MelsMH OOYYeHHS W COJIEp)KaHHEeM ydeOHOTO
marepuana. [Ipu 3Tom Ha o0cyxkaeHne 00yJaromuXcs BEBIHOCITCS TeMbI, UMEIOIINEe POOIeMHBIH
XapakTep, colepikaie B cede MPOTUBOPEUUBbIE TOUKU 3PEHHUS, TUIEMMBI, 33JI€BaIOLIUE MPH-
BBIYHBIC YCTaHOBKH oOydaromuxcs. Tema pa3ouBaercs Ha OTAEIbHBIC BOMPOCH], KOTOPHIE CO00-
HIat0TCs 00yyaronmMcsl. Y Ka3bIBaeTcs JUTepaTypa, CIpaBOUYHbIE MaTepuabl, HEOOXOAUMbIE JJIs
MOJTOTOBKU K TUCKYCCHH.

IIposedenue ouckyccuu

- opmynupoBaHue MPoOIEMBI U TIeNIeH AUCKYCCUU;

- CO3JJaHME MOTUBALIMU K 00CYXJIEHHUIO - ONpeieSieHue 3HaYMMOCTH IPOOJIEMBI, YKa3aHHe
Ha HEPEIICHHOCTh ¥ MPOTUBOPEYUBOCTH BOIIPOCA U T.11.;

- YCTaHOBJICHHE perjlaMeHTa IMCKYCCHH U €€ OCHOBHBIX ITAIlOB;

- COBMECTHasl BBIpaOOTKa MPABUII JUCKYCCUU;

- BBISICHEHHE OJHO3HAYHOCTU MOHUMAaHHS TEMbl TUCKYCCHM, MCIIONb3YyEMbIX B HEH Tep-
MHUHOB, IIOHSTHH.

Tlpuemul 88edenusi 8 Ouckyccuro



- IpeAbSBICHUE TPOOIEMHON CUTYAIINN;

- IEMOHCTpAIIHs BUACOCIOKETA,

- IEMOHCTpaIusi MaTepuaioB (cTaTe, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE MPOOIEMHOM CUTYaLINN;

- aHamu3 MPOTUBOPEUMBHIX BBICKA3BIBAHUN - CTOJKHOBEHHE MPOTHUBOIOJIOKHBIX TOUYEK
3peHHUst Ha 00CYyXKIaeMyto pooemy;

- IOCTAaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aIbTepHATUBHBIN BHIOOD (YUacCTHHUKAM IpejiaraeTcsi BbIOpaTh OJIHY U3 HECKOJIBKHUX TO-
YeK 3pEHUS WU CIIOCOOOB peIIeHus POOIEMBI).

[Ipuembl BBeZIEHUS B IUCKYCCHUIO:

- IpeAbSBICHUE TPOOIEMHON CUTYAIINN;

- IEMOHCTpAIIHs BUACOCIOKETA,

- IEMOHCTpaIusi MaTepuaioB (CTaTei, JOKyMEHTOB);

- poJieBO€ MPOUTPHIBAHUE MPOOIEMHON CUTYaLINN;

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

- IOCTAaHOBKA MPOOJIEMHBIX BOIIPOCOB;

- aIbTePHATUBHBIN BBHIOOD (YUacTHHUKAM IpejiaraeTcsl BbIOpaTh OJIHY U3 HECKOJIBKUX TO-
YeK 3pEHUS WU CIIOCOO0B peIIeHUs POOIEMBI).

[To utoram auCKyccuu BBICTABIISETCS OLIEHKA, ChOpMUpOBaHHAS U3 CYMMBI OaslsIOB:
Otinnuno — 9-10 6aos;
Xoportio — 7-8 6aioB;
Y 10BIETBOPUTENHHO — 4-6 6aIOB;
HeynoBnerBoputenbHO — MeHee 4 0aioB.

Kpurepun Iloka3zaTenu 0aJlIbI
[TonmHoTa 1 ipaBuib- | IToaHO packpsIBaeT MpoOIEMHBII BOIIPOC, AaeT Mpa- 4-3
HOCTb OTBETa BUJIBHOE ONPEIeNICHUE OHATUI TeMBbI
HenonHo packpbiBaeT npoOaeMHbIH BOIPOC U A0IyC- 2-0
KaeT HETOYHOCTH B (DOPMYITUPOBKE MOHATHIH
Cremnenb 0co3HaHHO- | MokeT 000CHOBATh CBOM CYXKIIEHUSI, TIPUMEHUTH 3Ha- 3-0
CTH, IOHUMAaHHUS HUS Ha IPAaKTUKE, IPUBECTU HEOOXOMMBIE IPUMEPHI,
W3Y4YEHHOTO JaTh aHAJIU3
OO6Hapy»XuBaeT MOHUMAHHE ITOCTABIIEHHOTO MPOOJIeM- 1

HOTO BOIPOCA, HO HE YMEET IOCTaTOYHO TITyOOKO U
JI0Ka3aTelbHO 000CHOBATh CBOM CYKIECHUS WX IPU-
BECTHU CBOU IIPUMEPHI

Hert monumManust cyTu mpo01eMHOT0 BOTIpOca 0
Yetkocth U rpamot- | M3naraer conaep:kaHue OTBETa MOCIEA0BATEIBHO U 3
HOCTb peqn HpaBI/I.HBHO C TOUKHN 3peHI/I}I HOpM HI/ITepaTypHOFO
sI3bIKA
N3naraet comepkaHue 0TBETAa HEMOCIIEIOBATENBHO, 2-0

HOPMBI JIMTEPATYPHOTO SI3bIKA HE BBIICPKAHBI

3.2. lIpe3enTanus

KomMmnbrotepHas npe3eHTanusi — 3TO 3JIEKTPOHHBIN MYJIbTUMEIUNHBIM JOKYMEHT, KOTO-
pBIN CO3JAOT M UCHOJIB3YIOT JUIS MoJa4u MH(OpMAaUK MHUPOKOH ayJUTOPUM B HATJSAHOM U
JTAKOHUYHOM BH/JIE.

[IpesenTtanus opopMisieTcs 1o ONMPEAETICHHON CTPYKTYpe:

- TUTYJBHBIN JIUCT C BXOJHBIMH JAHHBIMU;

- TEKCT XOPOILO HalKcaH U c(hOPMUPOBAHHBIE HJIEH SICHO U3JI0KEHBI U CTPYKTYPHUPOBAaHbI
B IIPE3CHTALINH;

- CIa bl IPEACTABIIECHBI B IOTHYECKON MOCIEA0BATEIbHOCTH;



- CIIUCOK UCTOYHUKOB MHPOPMAITUH.
[To pesympTaTam 3amUTBI TPE3CHTAIIMHA BBICTABISACTCS OICHKA, C(HOPMHpPOBAHHAS W3
CyMMBI OaJUIOB:
Otnuuno — 9-10 6aios;
Xoporio — 7-8 6amios;
VY noBneTBOpUTENTHHO — 4-6 OAIITOB;
HeynosnerBoputensHo — MmeHee 4 6aios.

Kputepun IlokazaTenu 0aJlIbI
Crenens camoctosi- | CBOOOIHO MPUMEHSIET YMEHHUE (BBITIONHAET feicTBre) | 5-4
TEIHHOCTH BBITIOJHE- | HA MPAKTUKE, B PA3IMYHBIX CUTYAIIHSIX
HUA JCHCTBHSA (YME- | [[pumensier yMeHne (BBIONHAET ASHCTBHE) HA Ipak- | 3-0
HH) THKE, BO3MOXHBI HE3HAYUTEIIBHBIC OIITMOKH
Oco3HaHHOCTB BbI- | CBOOOIHO KOMMEHTHPYET BBITTOJTHSIEMBIE JICHCTBUS 5-4
MOJIHEHUS IeUCTBUSL | (YMEHUSs1), OTBEUAET Ha BOIIPOCHI
(ymeHus) B xoMMeHTapusX BBINOTHAEMBIX JTEUCTBUA UMEIOTCS 3-2
HE3HAYUTEINIbHBIC MPOITYCKH, MOTYT OBITH HEOOIIbIITNE
OIUOKHU
JlomyckaeT rpyOblie OMMOKH. 1-0

3.3. Koncnekr

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

B oTnuume oT TE€3MCOB M BBHITUCOK, KOHCIEKTHI MIPH 00s3aTEILHON KPATKOCTH COAEpKAT
HE TOJIBKO OCHOBHBIC ITOJIOKCHHA M BBIBOABI, HO U (1)aKTBI, U A0Ka3aTC/JIbCTBa, U HpI/IMepBI, " nji-
moctparuu. [ToaTomMy TO, 94TO B Hayaje KaKeTCs BTOPOCTEMEHHBIM, MOXKET CO BPEMEHEM OKa-
3aThCsl LEHHBIM U HYXHBIM. C Ipyroil CTOpOHBI, yTBEPKACHUE, HE TOJKPEIJICHHOE (haKTOM WM
IpUMEPOM, He OyzieT yOeTUTEITbHBIM U TPYAHO 3aITIOMHUHAETCSI.

Tunwvt KoHCnexmos:

. [InaHOBEIH.

. TekcTyanbHBIi.
. CBOOOIHBII.

. TemaTuueckuii.

Kpamxas xapaxmepucmuxa munog koHcnekmos:

1. I11aHOBBII KOHCIIEKT: SIBIISSICH CXKAThIM, B (JOpME ILIAaHA, MIEPECKA30M MPOUYUTAHHOTO,
ATOT KOHCIEKT — OJIMH M3 HanOoJiee IEHHBIX, ITOMOTAET JIydIlle YCBOUTh MaTEepHa €Ie B MPo-
necce ero uzydeHus. OH yYUT MOCIIEIOBATENFHO U YETKO U3JIaraTh CBOM MBICIH, pabOTaTh Hall
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, BBICTYIUIeHUs. HemocTaTok: mo mpoIIecTBUHM BPEMEHHM C MOMEHTAa HANMCaHUS TPYAHO
BOCCTAHOBUTH B MMAMSITH COJEPKaHUE UCTOUYHUKA.

2. TekcTyanbHbBI KOHCHEKT — 3TO KOHCIIEKT, CO3JJaHHbIA B OCHOBHOM M3 OTPBIBKOB IO/I-
JUHHUKA — [IUTAT. JTO MPEKPACHBIA MCTOYHUK TOCIOBHBIX BBICKA3bIBAaHHI aBTOpa M MPUBOIM-
MbIX UM (pakToB. TeKCTyanbHBIM KOHCIIEKT HCIIONB3YeTCs JUIMTENbHOE BpeMs. Hemocrarok: He
AKTUBU3HUPYET PE3KO BHUMAHUE U MAMSITh.

3. CBOOOIHBIN KOHCTIEKT MPEACTABISIET COO0N cOYeTaHNE BBITUCOK, IUTAT, MHOT/Ia TE3H1-
COB, YaCTb €r0 TEKCTAa MOXKET OBITH CHAaO)KeHa IIaHOM. DTO HamboJjiee MOIHOIEHHBINA BUI KOH-
CIIEKTA.

4. TeMaTH4ecKUil KOHCIIEKT JaeT OoJjiee MM MEHEe MCUEpPIBIBAIOLINM OTBET Ha IOCTAB-
JIEHHBIN Bonpoc TeMbl. COCTaBIEHUE TEMAaTHYECKOTO KOHCIIEKTa YUUT padoTaTh HaJ TEMOM, BCe-
CTOPOHHE OOAYMBIBasI €€, aHATU3UPYSI PA3IMYHbIC TOYKU 3PEHUS Ha OJIUH U TOT ke Bompoc. Ta-



KAM 00pa3oM, 3TOT KOHCIIEKT obierdaer paboTy HaJ TEeMOH MpU yCIOBUHU HCIIOJNb30BAaHUS He-
CKOJIBKMX HCTOYHUKOB.
IIpasuna cocmaenenus Koncnekma:

. MIPOYNTANTE TEKCT YIeOHUKA/CTAThH;

. OTIpe/ICNIUTE B TEKCTE TJIABHOE COJACpIKAHHE, OCHOBHBIC WJICU, MOHSATHUS, 3aKOHO-
MEpPHOCTH, (POPMYJIBI U T.1I.;

° BBIACINTC B3aUMOCBSA3H,

. OCHOBHOE€ COJIep’KaHUE Ka)KJOTO0 CMBICIOBOIO KOMIIOHEHTa 3aKOHCIEKTUPYHTE B
BUJIE KOJIMPOBAHHON MH(POPMAIINH ITOCIIC HANMEHOBAHHUSI TEMBI B TETPAJIN;

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

. chopMynupyiTe HE MEHEE TPEX BOIPOCOB PA3HOTO YPOBHS CIIOKHOCTH, 3aIHIIH-
T€ BONPOCHI B TETPab;

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

. BHHUMATEJILHO IIPOYUTANTE MaTEpHUall,

. OTIPEJICTTUTE OCHOBHBIE CMBICIIOBBIC YacTH y4eOHOH WHGOpPMAIMH IO IUIaHy 00-
I CXEMBEL,

. ompeaenuTe HeHTpaibHyo 4yacth O.K., T.e. ero «accoluaTuBHBIN y3€1» B BUIE
CUCTEeMAaTHUYECKOTO KJIacca U ero 0COOCHHOCTEHH;

. OTpezieNIuTe 11eJIb COCTABJICHUS! KOHCIIEKTA.

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

Ecnu cocraBnsieTcsi TIIaH-KOHCHEKT, c(POPMYTUpPYHTE €ro MyHKTHI M OINpPECNIUTE, YTO
MMEHHO CJIeIyeT BKJIIOUUTD B IUIAH-KOHCIEKT AJIS PACKPBITHS KaXI0TO U3 HUX.

Haubonee cymiecTBeHHbIE TOJIOXKEHUS U3y4aeMOro Marepuaia (Te3uchl) MOCIeI0BaATENb-
HO U KpaTKO M3J1araiiTe CBOMMH CJIOBaMU WJIM IPUBOJUTE B BUJIE LIUTAT.

B KOHCIIEKT BKJIIOYAIOTCSI HE TOJBKO OCHOBHBIC TOJIOKEHUS, HO M1 000CHOBBIBAIOIINE MX
BBIBOJIbI, KOHKPETHBIE (DaKThI U IPUMEPHI (0€3 TOAPOOHOTO ONTUCAHUS).

CocraBiisisi KOHCIIEKT, MOKHO OTJEJbHBIE CJIOBA M LENbIE MPEATIOKEHUS MUCATh COKpa-
IIEHHO, BBINKUCHIBATh TOJIBKO KJIIOYEBBIE CIIOBA, BMECTO LIUTUPOBAHUS JIENATh JUIIb CCHUIKH Ha
CTpaHHIIBI KOHCIIEKTHPYEMOM paboThl, IPUMEHATH YCIOBHBIE 0003HAUCHUSI.

UtoObI popMa KOHCIIEKTa KaK MOXKHO OoJjiee HArjsiIHO OTpakajla €ro CojeprKaHue, pac-
nojaraiite ab3ampbl "cTyrneHbKaMu'" MOJOOHO MyHKTaM W MOJIYHKTaM IJIaHa, IpUMEHSHTE pa3-
HOOOpa3HbIe CIOCOOBI MOAUYEPKUBAHNS, UCTIOIB3YITE KapaHIallld U PyYKH Pa3HOTO IIBETA.

Hcnonp3yiiTe pedepaTuBHBINA crIOcO0 M3I0KEHUS (HampuMep: «ABTOP CUUTAET...», «pac-
KPBIBAET...»).

CoOcTBeHHBIE KOMMEHTAPHH, BOTIPOCHL, Pa3lyMbsl pacrojiaraiiTe Ha ImoJsx.

ITo pe3ynpTaTam MpoBEpKHU KOHCIEKTA BBHICTABIIAETCS OLIEHKA, CPOPMUPOBAHHAS U3 CYM-
MBI OaJIOB:

OTanuHo — 5 6aJIoB;

Xopoio — 4 6aos;

Y 1oBiAeTBOPUTENHHO — 3 OAJIJIOB;

HeynosnerBopurenbHO — MeHee 2 6aJlIoB.

Kpurepun Iloka3arenu 0aJ1J1bI
N3noxxeHne moydyeHHbIX 3HaHUH TUChbMEHHOU dop- | 5-4

Me, TOJTHOE, B CUCTEME, B COOTBETCTBHHU € TpeOOBa-
HUSIMH y4eOHOH MPOrpaMMBbl; TOMYCKAIOTCS €TUHIY-
HbIE€ HECYII[ECTBEHHBIE OIINOKH, CAMOCTOSITENILHO HC-
IIPABJIIEMBIE CTYIEHTaMU

N3noxeHne nony4eHHbIX 3HAHUI HEMOJIHOE, OJHAKO | 3-2-
3TO HE MPENATCTBYET YCBOCHHIO MOCIIEIYIOIIEro MPo-
IPaMMHOTI'0 MaTepuaJla; JOIYCKAIOTCs OT/IEIbHbIE

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




CYIICCTBCHHBIC OI_HI/I6KI/I, HCITPABJICHHBIC C TIOMOIIBIO
nmpenoaaBaTeisd

N3noxenne yueOHOTO MaTepraia HeToIHoe, Oeccu- 1-0
CTEMHOE, YTO MPEMSATCTBYET YCBOCHUIO MOCIEAYIO-
el yaeOHo nH(pOpMaIINH; CYIIIECTBEHHBIE OINOKH,
HCHUCITPABJISICMBIC TAXKC C TIOMOIIBIO NPCIIOAaBaTCIIsA

3.4. Tectbl
TpeOoBaHusl K BHINOJHEHHIO TECTOB:

TecTbl — 3TO BOMPOCHI WIM 3aIaHUs, IPEAyCMaTPUBAIOIINE KOHKPETHBIN, KPAaTKUM, YeT-
KM OTBET HAa UMEIOIIMECS BapUaHThl OTBETOB. [Ipn camMoCTOATEIbHOM TOATOTOBKE 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 OLICHKHU PE3YyJIbTaTOB U T.JI.

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

I') €CJIM BCTPEUYEH TPYIHBIA BOMPOC, CIEAYET MepedTH K IPYruM BOIpocaM; K TPYIHOMY
BOIIPOCY HEOOXOAUMO BEPHYTHCS MTO3KE.

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

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

Ha tectupoBanue orBoautcst 45 MUHYT.

3a Kaxblid MPaBUIIBHBIN OTBET Ha BOIIPOC Jaetcs 2 Oasia.

[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. IlomHora BeimonHe- | HaGpano 85-100 6amaoB kak pe3yabTaT
HUS TCCTOBBIX 33JIaHMI; | BBIIOJHCHHMS 3aJaHUI IPEIIOKEHHOTO Te-
7. CBOEBPEMCHHOCTh |CTa
Xopo1o BBITIOJIHCHUS; HaGpano 70-84 Ganmia kak pe3yiabTaT BbI-
8. IIpaBHIBHOCTB OTBE- | MOJHEHUS 3aJaHMHA MIPEUIOKEHHOIO TECTA
Y 10BIETBOPUTETHLHO TOB HA BOIIPOCHI; HabOpano 55-69 6ayioB Kak pe3yabTar
9.  CaMOCTOATENbHOCTD | BRIMOJIHEHHS 3a1aHU TPEUI0KEHHOTO Te-
BBIITOJIHCHHS; cTa
Heynosnersopurensyo |10. HT.A. HaGpaHo MeHee 55 6alIoB KaK pe3yabTaT
BBITIOJHCHMS 33IaHUHN TTPSIOKESHHOTO Te-
cTa

3.5. Ik3amen

DK3aMeH 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 BBICTABIIAECTCS OLICHKA!

- OTJIMYHO — 3a 3aKpEJICHHbIE 3a JUCLUIUIMHON KOMIETEHLUH, c(HOpMHUPOBAHHBIE (110
pe3yabTataM o0ydeHus B (hopmaTe 3HaThb-yMETh-BIIAJIETh) B IIOJHOM 00BEMe Ha YPOBHE «BBICO-
KAI», U CTYOEHT IEMOHCTPUPYET KakK pPe3ylbTaT OOYy4EHHUs CIEAYIOIIME 3HaHWs, YMEHHs U
HaBBIKU: CTYJCHT ITyOOKO M MPOYHO YCBOWJI TEOPETHUECKUI M MPaKTHUYECKHH MaTepual, mpo-
JEMOHCTPUPOBAJ 3TO Ha 3aHATUAX U B XOJ€ IMPOMEXYTOUYHOM arrecranuu. CTyIEeHT HCYEpIIbI-
BAIOIIE U JIOTHYECKU CTPOMHO M3JIaraeT yuyeOHBI MaTepua, yMeeT COueTaTh TEOPHUIO C MPaKTH-
KO, crpaBiieTcsl ¢ pelieHHeM 3a/ad NpoQecCHOHaNbHON HaNpaBIEHHOCTH BBICOKOTO YPOBHS



CJIO)KHOCTH, MPABUILHO 0OOCHOBBIBAET MPUHSATHIE PEHICHUS, CBOOOIHO OPUEHTUPYETCS B yuel-
HOU M mpodhecCUOHATBLHOM IUTEepaType.

- XOpOIIIO — 3a 3HAHHWE TEOPETHUYECKOrO U MPAKTUYECKOr0 Marepualia, TpaMOTHOE U, 1O
CYIIECTBY, M3JI0KEHUE €ro Ha 3aHATHSIX M B XOZE MPOMEXKYTOUHOM aTTecTalluu, He JOIycKas
CYLIECTBEHHBIX HETOUHOCTEW. CTYyIEHT NPaBUIBLHO IPUMEHSIET TEOPETUUECKUE TIOJIOKEHUS PU
pELIeHUH MPaKTUYECKUX 3a7ad MpodecCHnoHabHOM HANpaBICHHOCTH PAa3HOTO YPOBHS CIIOKHO-
CTH, BJIaACCT HCOGXO,Z[I/IMBIMI/I JJIs1 9TOI'0O HaBbIKaMHU U HpI/IéMaMI/I, A0CTATOYHO XOpOIIO OpPUCH-
TUPYETCs B y4eOHOU 1 mpodhecCHOHaIBHOM InTepaType.

- YIOBJIETBOPUTENIBHO — 33 3HAHHE HA 0a30BOM YPOBHE TEOPETUUECKOTO U MPAKTUIECKOTO
MaTepuaia, JONyIIeHUs OTAEIbHBIX OMNOOK MIPU €ro U3J0KEHUH Ha 3aHATUAX U B XOJ€ MpOMe-
XKYTO4YHOH arrecTanuy. CTyJEHT UCIBITHIBAET ONPEACIEHHBIE 3aTPYAHEHHS B IPUMEHEHUH TEO-
PETHUYECKHX TMOJOXKEHUM MPU pelIeHUH MPAKTUYECKUX 3a]a4 NpoecCHOHATbHON HaMpaBIeHHO-
CTU CTAHAAPTHOI'O YPOBHA CJIOKHOCTHU, BJIAICCT HCOGXO,Z[I/IMBIMI/I JJIs1 9TOTO 63.30BI>IMI/I HaBbIKa-
MU 1 TpUEMaMHU, IEMOHCTPUPYET TOCTATOUHBIN YpOBEHb 3HAHUS YUeOHOU JUTEepaTyphl IO AMC-
[UIIJIMHE.

- HEYJIOBJIETBOPUTEIHHO — 32 OTCYTCTBUE 3HAHUI Ha 6a30BOM YPOBHE TEOPETUUYECKOTO U
NPaKTUYECKOr0 MaTepuaa, JIOMylleH!e IpyObIX OMMOOK MPU €ro M3JI0KEHUN Ha 3aHATHIX U B
X0Jle MPOMEKYTOUHOU aTtTecTauu. CTYJIEHT UCHBITHIBACT CEPhE3HBIC 3aTPYTHEHUS B IPUMEHE-
HUU TEOPETUYECKUX TMOJIOKCHHUI TPH PEIICHUH TNPAKTHUYECKUX 3a4ad MPOQPeCcCHOHATBHON
HAIpPaBJIEHHOCTH CTaHAAPTHOTO YPOBHS CIIO)KHOCTH, HE BJaJeeT HEOOXOAUMBIMU IJi 3TOTO
HaBBIKAMU M TNPHEMaMH, JEMOHCTPUpPYET (parMeHTapHble 3HAHUS Y4eOHOW JUTEpaTyphl IO
JTUCIUILINHE.

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

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

2. beikoBa T.A. JlokymMmeHTaIIMOHHOE O0ECTIEYCHUE YIIPABICHHUS (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., Konbkosa A.1O., Kykapuna KO.M. JlokymMeHTalIMOHHOE 00ECIIeYCHHE
ynpasienus asa CI10. Yueonuk. /C.A. I'motora, A.}O. Konbskosa, F0.M. Kykapuna — Knopyc,
2018.—-61 c.

5. TOCT P 7.0.97-2016. «Cuctema cTanaapToB 1o uHGOpMaIii, ONOIMOTEUHOMY U
u3JIaTeNbcKoMy nieny. OpraHu3aloHHO-PACIOPIUTENbHAS JoKyMeHTaus. TpeboBanus K
0(OPMIICHUIO TOKYMEHTOB.

6. Hoponuna JI.A. JlokymeHTOBeieHUE [DIEKTPOHHBINA pecypc]: YueOHUK U IMpak-
tuky™m / Jlapuca AnekceeBHa; Jloponnna 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 "DIEKTPOHHBIN
nokymentoobopot": crer. 080705.65 "Menemxment opranuzanun'/JI.b. Komaposa; Mock. roc.
YVH-T KyJIBTYPBI U UCKYCCTB. - M.: [0. 1.], 2011. - 55 ¢. - 6.11.

8. KysuenoB U.H. JlokymeHTarmonnoe odecniedeHue ympapieHus. JJokyMeHT0000-
POT M AETONPOU3BOACTBO [ DNEKTPOHHBIN pecypc] : Yuebnuk u npaktukym / Kysnemos 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. [lokymentoBenenue: yue6. mocobue / H. C. JlappkoB. - M.: Acr:
Boctok-3anan, 2006. - 427, [1] c. - ISBN 5-17-033775-2 : 330-.

10.  InemxeBuu E.A. Opranuzamus paboTbl ¢ TOKyMEeHTaMU B oduce [DIeKTPOHHBIN
pecypc]: nexmus: coer. 080705.65 "Menemxment opranuzanuun” / E.A. IlnemkeBuy ; Mock.
roc. YH-T KyJAbTYpBI H UCKycCTB. - M.: [0. u.], 2011. -39 c. - 6.11.

1. [lIyBamoa H.H. OcHoBBI aemonmpou3BoOACTBa. SI3BIK CIIY)EOHOTO JTOKYMEHTa
[DnexTpoHHBIH pecypce] : Yuebnuk u npaktukym /LllyBanosa H.H., UBanosa A.1O. - M. : U3 na-
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.
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[Tpun.: c.364-428. - ISBN 5-7709-0370-8: 271-. - 165-.

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

6. I'pozosa O.C. JlenonpousBonctBo. YueOuuk./O.C. I'pozoBa — M.: FOpaiir, 2018. — 126
c.

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

8.  Kypnan «Cekperapckoe 1e10»

9. Kypnan «CnpaBOYHUK PYKOBOAMUTENS YUPEKICHUN KYIbTYPhI»

10. Ka6amos C.}O. Jlenonpou3BoJICTBO M apXWBHOE JAEJIO0 B TEPMUHAX U ONPEACTCHHUAX
[DnexTpoHHBIN pecypc] : A CTya. By30B, 00y4. mo cneruanbaocTa 032001.65 "lokymeHTOBE-
JIeHHEe U JOKyMeHTalmonHoe obecneuenue ynpasnenus" / Cepreit FOpreuu, Upuna ['aneeBHa ;
C.10. Ka6amos, N.I'. Achanmusaposa. - MockBa: @munTa, 2012. - 290, [2] c. - "PekoMmeHm0BaHO
Y4eOHo-MeTonuecKkuM o0beIMHEHHEeM BY30B Poccuiickoii denepanuu mo oOpa3oBaHUIO B 00-
JIaCTU WCTOPUKO-apXMBOBEJICHUSI B KayecTBe Y4eOHOTO MOcoOUs Ui CTY/IEHTOB BBICHIMX y4yeO-
HBIX 3aBeleHui, oOydaromuxcs no crenuainbHocTu 032001.65 «JlokyMeHTOBeneHHUE 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 00O€eCcIIeueHrE YIIPABICHUS ;| YYCOHUK U MPAKTH-
kym aist CITO / T. A. Kazakesud, A. W. Tkanua. — 3-e usf., uctp. u gomn. — M. : U3gaTenbcTBo
FOpaiit, 2018. — 177 c.

12. KupcanoBa M.B. Kypc nenonpousBoicTBa: JOKyMEHTAIlMOHHOE OOeclieueHue yrpas-
nenus : yue6. mocooue / M.B. Kupcanosa, FO.M. AkceHoB. - 6-¢ u3.; ucnp. u non. - 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 odecrneueHue ymnpasieHus + tectol B IbC : yueo-
Huk u npaktukym ais CI1O / U. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 2-¢ u3., nep.
u gon. — M. : U3narensctBo FOpaiit, 2018. — 384 c.

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



15. Kysnenosa T.B. Benenue B cnenuanbHOCTh @ Yueb. mocodue ms cren. Ne 350900 -
JlokymeHTOBEeICHUE U JTOKYMEHTaIMoHHOe obecnieuenue ynpasieHus / T. B. Kysnenosa ; Poc.
roc. rymaHur. yu-T. - M. : PITY, 2003. - 68, [1] c. - 107-80-.

16. Jlapun M.B. MadopmanrionHoe obecrieueHne ynpasieHus. YaeoHoe nocooue. / M. B.
Jlapun -M.:PITYVY, 2018. - 118 c.
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M.:.MI'VKH, 2010. -158c.

18. OxotaukoB A.B. JlokymeHTOBe[eHUE U JCIOMPOU3BOACTBO : yued. mocodue / A. B.
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W3n. nentp "MapT", 2005. - 301c : cxem. - (Cep. "besynpeunbsie qokymeHTh"). - bubmuorp.:
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"bubnuoreka"; 1/2001). - bubmuorp.: c.149. - ISBN 5-85129-125-7 : 25-.

25. YHudunupoBaHHBIC CUCTEMBI JOKYMEHTAIIMU. YHU(PHUIIMPOBaHHAS CHCTEMa OpraHU3a-
IIMOHHO-PACHOPSAUTENbHON qokyMeHTauu: TpeboBanus k opopmiieHuto fokymeHTos: 'OCT P
6.30-2003.- Bsea. 03.03.2003. - M. : UIIK U3zna-Bo cranaaptos, 2003. - 17c. - 633-60-.

26. Ymxuxos B.M., Unxukos B. B. Teopus u npakThka COMOKYJIbTYpHOTO MEHEKMEHTA.
- M., MI'VKH, 2008. — 607c.

27. lllysanosa, H. H. JlokymMeHTanimoHHOE 0OecieueHne yIpaBieHus: y4eOHUK U PaKTH-
kyMm juist CITO / H. H. lllyBanmoa. — M. : M3natenscTBo FOpaiit, 2018. — 221 ¢

28. Ilysanoa, H. H. OcHOBHI Aenonpon3BoAcTBa : yueOHHUK 1 pakTukym st CITO / H.
H. lyBanoga, A. 1O. Banosa ; mox o6mi. pea. H. H. Illysamosoit. — M. : I3gaTenscTBO
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IIporpammuoe ob6ecneuenune u UuTepHeT-pecypcsl

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

2.http://www.stroy-info.ru/docsdino_id14902.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 — CripaBounas mpaBoBast cuctemMa «KoHCYIbTaHT TUTIOC.

7.http://www.edou.ru/docscreate/ - LleHTp KOMIETEHITMU IO BOMPOCAM JTOKYMEHTAIMOH-
HOT'O 00ECTICUeHUS YITPABJICHUS U apXUBHOMY JEITy

8. https://www.sekretariat.ru/article/210592-qqq-16-m8-dokumentatsionnoe-
obespechenieupravleniya - [Topran ans pykoBoaureneit ciyx6 10Y




Ilepeuensv pecypcosé ungpopmayuonno-meneKoMmynukayuonnoi cemu «HMumep-
Hemy:

[IpenocraBienue o0yyaromuMcs JOCTyIa K yueOHOMY IUIaHy, pabodel mporpaMme Juc-
[UIUTAHBL B 3JICKTPOHHOH (PopMe, K 3IEKTPOHHO-OMOIMOTEUYHOW CUCTEME HHCTUTYTA, COJepkKa-
el yueOHO-MeTOIMYeCKUe MaTeprallbl 10 TUCIHUILIMHE B JIEKTPOHHOH (hopMme, K nHpopMaru-
OHHBIM CIIPABOYHBIM CHCTEMaM, KOTOPBIE UCTIOIB3YIOTCS IPH OCYIIECTBICHUN 00pa30BaTEIbHO-
ro mpolecca Mo TUCIHHIUIMHE, TTOCPEACTBOM 3JIEKTPOHHOW MH(POPMALMOHHO-00pa30BaTeNbHOM
cpedbpl WHCTHTYTa W3 JIO00H TOYKM, B KOTOPOW WMEETCSl AOCTYH K WH(POPMAIMOHHO-
TEJICKOMMYHUKALIMOHHOU ceTu «HTepHET;

[Tpu ocymiecTBIeHHH 00pa30BATEIBHOTO MPOIECCa MO TUCIHILIMHE HCIIONB3YETCsl Clie-
Jyroliee JIMIEH3UNOHHOE TPOrpaMMHOE 0OecTieueHue:

OnepanoOHHBIE CUCTEMBI:

Windows 7 Professional

[TakeT oucHBIX TpOrpamm:

ABBYY FineReader 14 Business 1 year (Per Seat) Academic

Microsoft Office 2016 Outlook

Microsoft Office 2016 Word

Microsoft Office 2016 Excel

Microsoft Office 2016 PowerPoint

DOnekTpoHHas 6ubimuoTevyHas cuctema Book.ru: http:// www.book.ru/

OnexktpoHHas Oubnmoreka auccepranuii Poccuiickoit ['ocynapcTBeHHON OuOIMOTEKM:
http://diss.rsl.ru/

YHuBepcurerckas oubnuoreka: http://www.biblioclub.ru/

Hayunas snektponnas 6ubnmoreka e-library: http://www.e-library.ru/

VYHuBepcurerckas nHpopmarmonHas cuctema Poccun: http://uisrussia.msu.ru/

DNeKTPOHHBIN pecypc u3aarenbeTBa Springer: http://www.springerlink.com/

Enunoe okHO gocTyma k 00pazoBaTenbHBIM pecypcaM: http://window.edu.ru/

Hoctyn B ObC:

000 «2neKTPOHHOE U3/1aTEIbCTBO FOPAMT».

000 «M3narensctBo JIaHby.

000 «Kommnanus At [Tu Ap Menuay.

00O «llenTpanbhblit KomutekTop 6ubmorek «bBUBKOM».

Paspabotan B coorBercTBHHU ¢ TpeboBanusMu @I'OC BO no HanpaBJ/ieHHIO

51.03.03 «CounanbHO-KYJbTYPHAasI AeATeIbHOCTD, MPOGUIo «MeHeIKMEHT U TEXHOJIOTHH
COIUATIBHO-KYJIbTYPHOM 1€ATeJILHOCTH.

CocraBurenb: CeBepoBa JI.A., kauauaaT nej. HayK, JOIEHT




