ABTOHOMHAasi HEKOMMep4YecKasi 00pa3oBaTeIbHAs OPraHu3auust

BBICIIET0 00pa30BaAHNUA
«KAJIMHUHI' PAACKUU UHCTUTYT YIIPABJIEHUS»

YTBepKIEHO
Hayuno-meronnueckum
coBeroM MHCcTUTYyTA

IIPOTOKOJI 3aCEaHNs

Ne 01/20 ot 27 aBrycra 2020 r.

PABOYASA ITPOT'PAMMA JUCHUIIJIMHBI
AEJIOITPOU3BOACTBO U OPI'TAHU3ALIUA JOKYMEHTOOBOPOTA
PU B3AUMOJEVCTBUU C TPAXKIAHAMMU

(b1.b.24)
ITo HampaBJIEHUIO TTOJATOTOBKHU 38.03.04 T'ocynapcTBeHHOE H
MYHULIUNIAJIbHOE YIIPABJICHUE
HamnpaBneHHOCTH poOrpamMmebl B3aumopeicTBHe perioHAJIBHOIO H

MYHUIUNAJIBHOTO YIIPABJICHUS
KBanudukaius (cTeneHp) BEITYCKHUKA OaKaJaBp

(YpoBEHb HaIlpaBJIE€HUs TOJATOTOBKN)

dopma 00yueHus OYHas

Pabouuit yueOHbIHN TUIaH 11O
HaIpaBJICHUIO MOJTOTOBKH (0100peH
VYuensiM coBeToM [IpoTokosn Ne 05/19
ot 29 okTs0ps 2019r.)

Kanununrpan
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JIucr corsiacoBaHusi padoveil MporpaMMbl U CHATIIHHbI

Paboyas nmporpamma JUCHMILIHHBI «/{eI0mpON3BOICTBO U OPraHU3aIUs JOKyMEHT0000poTa Mpu
B3aUMOJICHCTBUY C TpakJaHaMu» pazpadorana B coorBercTBuu ¢ ®I'OC BrIcIIero oopa3oBaHus
no HanpasiaeHuto noarotoBku 38.03.04 I'ocynapcTBEHHOE M MYHULMIIAIBHOE YIIpaBIIEHUE
(ypoBeHb OakanaBpuara), YTBEPXKAEHHBIM INpHKa3oM MUHHCTEpCTBA OOpa30BaHUS W HAYKU
Poccuiickoit @enepanuu ot 10.12.2014 1. Ne 1567.

ABTOp IIpOrpaMMbl

Crapmuii mpenoaaBartesib
bapanayckene Mapuna EBrenbeBHa

PaGouast mporpamMma IUCHMIUIMHBI PAacCMOTPeHa M OJOOpeHa Ha 3acelaHMd Hay4YHO-
metoandeckoro coera Muctutyra, mpotokon Ne 01/20 ot 27 aBrycra 2020r.

Perucrpannonnsriii Homep 24BI'6/17
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Conepxanue

Henu u 3a1a4m OCBOCHUS TUCIIUILIUHBI

Mecto nucuumunbl B crpykrype OITOIT

[lepeuens mIaHUPyEMBbIX PE3yIbTATOB O0YUEHHUS 110 JUCHUTIIIMHE, COOTHECEHHBIX C
IUTAHUPYEMBIMH pe3yJIbTaTaMi OCBOEHHUS 00pa30BaTeNIbHOM MPOrpaMmbl

O0beM, CTPYKTypa U COACPkKAHKE TUCITUTUIMHEI B 3a4€THBIX SIMHUIIAX C YKa3aHUEM
KOJIMYECTBA aKaJeMHUECKUX/aCTPOHOMUYECKUX YaCOB, BbIICIEHHBIX HA KOHTAKTHYIO
paboTy 00yJaroImuXxCcs ¢ mpenoaBareneM (1o BUIaM 3aHATUIH) U Ha
CaMOCTOSITENIbHYIO paboTy 00ydaroumxcs

[Tepeuens 0Opa30BaTENBHBIX TEXHOJIOTHIA, UCTIOIB3YEMBIX IPU OCYIIIECTBICHUH
00pa30BaTeNpHOro Mpolecca Mo TUCIUILIMHE, BKII0Yasl IepedyeHb JTUIIEH3HOHHOTO
MIPOrPaMMHOTO OOECTIeUeHHs, COBPEMEHHBIX MPOJECCUOHAIBHBIX 0a3 JaHHBIX U
MH(OPMALIMOHHBIX CIIPABOYHBIX CUCTEM

OreHOYHBIE CpPeICTBA JIJIsl TPOBEACHUS BXOIHOTO, TEKYIIETO, pYOS)KHOTO KOHTPOJIS U
MIPOMEXKYTOUHOM aTTecTalli 00YYarOIIUXCs O JUCIUILTUHE U METOINYECKUE
MaTepuaibl 0 €€ OCBOEHUIO

OcHoOBHas U JOTIOJIHUTENbHAS Y4eOHOM JTUTepaTypa U SJIeKTPOHHbBIE
o0Opa3oBaTeNbHbIC PECYPCHI, HECOOXOAMMBIE JIJIS OCBOSHUS AUCIMILTUHBI
JlonoyHUTENbHBIE pecypChl HH()OPMAILIMOHHO-TEIEKOMMYHUKAIIMOHHON CETH
«HTEepHET» HEOOXOAUMBIE ISl OCBOCHUS TACIUILITAHBI

TpeboBanusi K MUHUMATbHOMY MaT€pUAIBHO-TEXHUYECKOMY 00ECIIEUECHHUIO,
HEOO0XOAUMOTO ISl OCYIIECTBICHHSI 00Pa30BaTEIBHOTO MPOLecca MO JUCIHUIUTHHE

IIpunosxkenne 1 OueHoOYHBIE CpeICTBA AJIsl IPOBEAEHUS BXOAHOIO, TEKYILETO,
PYOEKHOTO KOHTPOJIS U IPOMEKYTOUHON aTTeCTallMi 00yJYaroIuXcs [0 JUCLUIUINHE
1 METOANYECKUE MATEPHUAIIBI 10 €€ OCBOCHUIO

Crp.

RS

16

17

17

18

19

20
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1. I_Ie.J'II/I H 321241 OCBOCHHA JUCHUIIJIMHbBI

HucuumuuHa  «Jlenonpou3BoACTBO M OpraHM3alMs — JOKYMEHTOOOOpoTa  Ipu
B3aMMOJICHCTBUM C TpakgaHamMu» (OPMUPYET CIOCOOHOCTh BEIEHHS JEJIONPOU3BOJACTBA U
JOKYMEHTOO0OpOTa B OpraHax rocynapctBeHHON Biactu Poccuiickoit ®enepannu, opraHax
rocyJapcTBEHHOM BiacTH cyOwbekToB Poccmiickoit ~ ®dexepanuu, OpraHax MECTHOTO
CaMOYTIPABJICHUSI, TOCYJAPCTBEHHBIX W MYHHUIIMNAIBHBIX MPEINPUATUAX U YUPEKICHUSX,
HAay4yHBIX M OO0pa30BaTeJIbHBIX OPraHU3ALUAX, [OJUTHUYECKUX MAPTHSAX, OOILIECTBEHHO-
MOJIMTUYECKUX, HEKOMMEPYECKUX U KOMMEPUYECKUX OpraHU3aLUsX.

Lenb ocBOGHMS AUCHMILTUHBI «/[e10nmpon3BOACTBO U OpraHu3anus JOKYMEHTO0OOopoTa
IpU B3aUMOJCHCTBUM C TpakJaHamMH» 3aKJIIOYaeTCsl B OBJIAJIEHUM OCHOBAMU IIPABHIIBHOTO
obopmIleHUsT JTOKYMEHTOB coriacHo TpeboBanusamM ['OCTa w Hamnexamied opraHuzaiuen
JOKYMEHTO000pOTa MPH B3aMMOACHUCTBUH C TPaKJaHAMHU.

3amaun:

— (¢dopmupoBanue y 00y4JarOMIMXCsi CHCTEMHOTO MOJIX0a K JIeIONPOU3BOICTBY;

— (opmMupOBaHHE OCHOB 3HAHHWW HOPMATHBHO-METOIUYECKON 0a3bl JEIONMPOU3BOJCTBA U
cocraBa pekBu3uToB 'OCT P 7.0.97 - 2016, criettuduku crangapra FOCT P 7.0.97 - 2016;

— YCBOEHHE MeTasi3bIKa JEJONMPOU3BOICTBA B YCTHOM M MUCbMEHHOU (popme;

— TOHUMaHHeE Mpoliecca JOKYMEHTO000pOTa MpY B3aUMOACHCTBHUHU C TpakIaHaAMHU.

2. Mecrto aucunminnsl B ctpykrype OITOIT

2.1. Yka3anue MecTa JUCHHMILINHBI B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl

HucuuminuHa  «Jlenonpou3BoACTBO M OpraHM3alus — JOKYMEHTOOOOpoTa  mpu
B3aMMOJICHCTBUH C TpasKJaHaMK U3Y4aeTcs Ha TPEThEM Kypce B MATOM CEMECTPE U OTHOCUTCA K
nucturinHaM 6a3oBoit wactu (b1.6.24) yue6noro mnana AHOOBO «KWVY» 1o HampaBiaeHHIO
noarotoBku 38.03.04 I'ocynapcTBeHHOE M MYHHUIIMIIATBHOE YIIPaBIEHUE.

[lomy4ennsie B mporiecce 00yUeHUs 3HaHUS, YMEHUS U BIIQJICHUSI MOTYT OBITh HCIIOIB30BAHbBI
IpH TPOXOXKAEHUH TPOU3BOACTBEHHON MPAKTUKU IO MOJYYEHHUIO MPO(PECCHOHATIBHBIX YMEHUM U
oIbITa NPO(hEeCCUOHATIBHON JIEATENTbHOCTH.

2.2. KagennapHsli rpadpuk ¢gopMupoBaHus KOMIIETCHIIUH

Tabnuna -1 Kanennapuslii rpaguk GopMupoBaHHs KOMIIETEHIIUU

Ne HanmeHoBaHMe y4eOHBIX TUCHMIUTMH U TPAKTHK, Kypcbl
n/n YYaCTBYIOUIMX B ()OPMUPOBAHUH KOMIETECHIIUH 1 2 3 4 5

1 Jlenonpon3BoACTBO U OpraHu3anus J0KyMeHTo000poTa pu
' B3aUMOJEHCTBUM C IPaXIaHaAMHU

IIpon3BocTBEHHAS MPAKTHKA I10 MOTYIECHUIO
2. | npodheccHOHAIBLHBIX YMEHHMIT 1 OIbITA MPOPECCHOHAIBHOI +
JESITETIbHOCTH

3. IlepevyeHb IIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHUs M0 AMCUMIIINHE, COOTHECEHHbIX
¢ IVIAHMPYEMBIMH pe3yJIbTATAMH O0CBOCHHS 00pa30BaTeIbHON NPOrpPaMMbl

3.1.ba3oBbIe NMOHATHUSA, UCITOJB3YyEMbIC¢ B JTUCHUILJIMHE

Jle10npou3BOACTBO — 3TO OTpACib ACSITEILHOCTH, KOTOpas o0ecrneunBaeT JOKyMEHTUPOBAHUE
Y OPTaHU3AIHIO Pa0OTHI ¢ OPUITNATEHBIME TJOKYMEHTAMHU.

JlokyMeHTallMOHHOEe oO0ecriedyeHUue YINPABJEHYECKOH HAesiTeJIbHOCTH — 3TO JEATEIbHOCTh
anmapara yrpaBleHUs, 0XBaThIBAIOIIAsl BOMPOCH TOKYMEHTUPOBAHUS U OPTaHU3AIUI0 PAOOTHI C
JIOKYMEHTaMU B TPOLIECCE OCYLIECTBICHUS UM YIPABICHYECKUX (PYHKIIUM.

JIOKyMeHTHPOBAaHHUE — 3TO MPOIIECC CO3/IaHus U 0POpPMIIEHHUST JOKYMEHTA.
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JIOKYMEHT — MaTepHajbHbIil 00BEKT ¢ MHpOpManKeH, 3aKPEIUIEHHONW CO3JIaHHBIM YEJIOBEKOM
croco0oM, /171s ee Iiepeiauk BO BpPEMEHH U IIPOCTPAHCTBE.

Opranmszanus padorbl ¢ JOKYMEHTAMH — 3TO O0O€CIEUEHHE JBUKEHMSI JOKYMEHTOB B
annapare yrnpasJICHHs, UX UCIIOJIb30BAHUS B CIIPABOYHBIX LIEJIAX U XPAHCHUS.
JIOKyMeHT0000pOT — JBIKEHUE JIOKYMEHTOB B OpraHM3alldd C MOMEHTa MX CO3JaHUS WU
IIOJIyYEHUS 10 3aBEPIICHUS UCIIOJHEHUS WIN OTIIPABIICHHUS.

OduunaibHble JOKYMEHTBI — 3TO JJOKYMEHTHI, CO3aHHbIe (PU3HMUECKUMH WU IOPHITIECKUMHU
JHLaMu, 0(OPMIIEHHBIE U YIOCTOBEPEHHBIE B YCTAHOBICHHOM MOPSIJIKE.

CucremMa JOKyMEHTAllUM — 3TO COBOKYIITHOCTb JIOKYMEHTOB, B3aUMOCBSI3aHHbIX 110 IIPU3HAKAM
IPOMCXOXAEHUS, Ha3HA4YEeHUs, BHUJAA, c(epbl AEATENBHOCTH, EIUHBIX TpeOOBaHUM K HX
0(OPMIICHHUIO.

3.2. [lnanupyembie pe3yJbTAThl 00yUYeHUs

[InanupyeMbIMU  pe3ysibTaTaMd OOY4YCHHS 110 JUCHHUIUIMHE «Jlelonpou3BOJACTBO U
OpraHu3aiys JOKyMEHTOO0OpOTa MpU B3aUMOJACUCTBUU C Tpa)JIaHaMU» SBISAIOTCS 3HAHUSA,
YMEHUST W BIAJACHUS, XapaKTEPHU3YIOIIUE IOPOrOBBIM, Oa30BBIM W MPOJBHUHYTHI  ypOBHHU
KOMIIETCHIINH.

Tabnuna 2 — [lepeuens pe3yabTaToB 00y4eHUs, HGOPMUPYEMBIX B X0J1€ U3YUCHUS JUCITUILIAHBI

[lepeueHb KOHTPOIUPYEMOM KOMITCTEHIINH
(nnm e€ yacTn) [TepeueHb MIaHUPYEMBIX PE3YJIBTATOB OOYUEHHS IO TUCIIUIIIIMHE

KOJI CopepxaHue KOMIETEHIUI

3Hathb:

3.1 — HOpMaTHBHO-METOUIECKYIO 0a3y JEeONpPON3BOICTBA;

3.2 — cocTaB PEKBU3UTOB JOKYMEHTOB, TpeOOBaHUS K 0(hOPMIICHUIO
PEKBHU3HUTOB IOKYMEHTOB;

3.3 — TpeboBaHMs K O1aHKaM JOKYMEHTOB;

3.4 — xnaccupuKanuo JOKYMEHTOB,

3.5 — npaBubHOE TpaduUecKoe COKpallleHHe B JOKYMEHTE;

3.6 — TeopeTHYECKUE aCIeKThl OPraHN3allMOHHO-TIPAaBOBOM

JOKYMCHTAIUU,
YMEHUE BECTU o
3.7 — TeopeTHUECKHE aCIIEKTHl OPraHU3allMOHHO-PACTIOPAIUTEIbHON
JeIONIPOU3BOICTBO U
JOKYMCHTAIUU,
JOKYMEHTOO0OPOT B OpraHax .
o 3.8 — TeopeTHyeckue aceKThl MHPOPMAMOHHO-CIIPAaBOYHON
roCyapcTBEHHOM BIACTH
JOKYMEHTALIHY;

Poccuiickoit ®enepanumy,
OpraHax roCyJapCTBCHHOM
BJIACTH CYOBEKTOB
Poccuiickoit ®enepanum,
opraHax MECTHOTO

3.9 — TeopeTHUeCcKHe aCTIeKTHI KaIpOBOW TOKyMEHTALH;
3.10 — opraHu3aIyio TOKYMEHTOO0O0POTA;

3.11 — cxeMy pabOTHI AIIEKTPOHHOTO TOKYMEHTOO0OPOTA;
3.12 — 0coOEHHOCTH BeIeHUsI JeTIONPOU3BOJICTBA TIPH
B3aMOJICHCTBHHU C IPaKAaHAMHU.

caMOynpaBJICHUSA
yrp ’ YMmerb:
rOCYIapCTBEHHBIX U

VY.l — npuMeHATs Ha MPAKTHUKE MOTyIEeHHBIE TEOPETHIECKIE

MYHHUIHUITAJIBHBIX
3HaHUS,

NPEANPUATHAX U

[K-15 VY.2 — ompenensaTs pa3HOBUIHOCTH JOKYMEHTAIMX IO Habopy
YUPEKIACHNUAX, HAYIHBIX 1

PEKBU3UTOB;

00pa30BaTEeNBbHBIX
V¥.3 — cocTaBaiTh ¥ 0OPMIISTH OPraHN3alMOHHO-TIPABOBbIE

OpraHu3alUsX, MOJIUTHUECKUX

JIOKYMEHTHI;

HapTHsX, OOIIECTBEHHO-
VY.4 — cocTaBuATh M 0QOPMIIATE PACTIOPSANTEIbHBIE JJOKYMEHTBI;

HNOJIUTUYECKHUX,
VY.5 - cocTtaBuaTe 1 0hOPMIIATE CIIPaBOYHO-MH(POPMAIIHOHHBIE
KOMMEPYECKUX U
JIOKYMEHTHI;
HEKOMMEPYECKUX
VY.6 — cocTaBiaTh 1 0QOPMILSITH KaJIPOBBIE JTOKYMEHTHI;
OpraHU3aIIIX

V-7 — opraHnu30BBIBaTh TOKYMEHTOOOOPOT ¢ ncnoiib3oBanueM CO/I.
Baaaern:

B.1 — ciertudukot opunnaibHO-ASIOBOTO CTHIIS,

B.2 — xnmmre, ciyKamuaMu OCHOBOH COCTaBIICHUS JOKYMEHTAIUH;
B.3 — HaBbIKaMu cocTaBICHUS ¥ 0(OPMIICHHS TOKYMEHTOB;

B.4 — HaBbIKaMH BBICTpaWBaHUs MapIIPyTa JOKYMCHTA B
JIOKYMEHTO000POTE MPU B3aUMOJICHCTBUY C TPaKIaHAMUY,

B-5 - TexHosorueit paboThl ¢ JOKyMEHTAMH.
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3.3. Marpuna CcoOOTHeCeHHsI TeM JUCHUIVIMHBI ¢ GopMHpPYyeMbBIMH B HHX

KOMIICTCHIIUSIMU

Tabnuna 3 — CooTHeceHHEe TeM TUCHUIUIUHBI ¢ (OPMHUPYEMBIMU B HUX KOMIIETCHIIUSIMHU

Kor-o Kogpl hopmupyemsix
Ne n/n HaumeHoBaHMe TeMbI AUCIUTIIHHBI KOMIICTCHIIHU
4acoB
MK-15
1. OO1ue cBeIeHHs O IeJIONPOU3BOACTBE 28/21 +
2. CucTeMHBIH XapakTep JeJ0MPOU3BOICTBA 80/60 +
3. XapakTepuCTHKa JJOKYMEHTO000pOTa 24/18 +
4. JloKkyMeHTO00OPOT NpHU B3aMMOJCHCTBHH C TPAXKIAHAMHU 16/12 +
5. [TpakTHyeckre HaBBIKU JICJIONPOU3BOICTBA 14/10,5 +
6. Dk3ameH 18/13,5 +

4. O0beM, CTPYKTYpa U coJep:KaHue JUCHUIIIMHBI B 3a4eTHBIX eJUHNLAX C
YKa3aHHeM KOJIH4YeCTBA aKaJeMHU4YeCKHX/aCTPOHOMHYECKHX YaCOB, BbIICJTCHHBIX HA
KOHTAKTHYIO padoTy o0y4arommxcs ¢ npenojasarteeM (110 BUIAAM 3aHATHII) M HA

CaMOCTOSITEJILHYI0 Pa00Ty 00y4aroMXcs
4.1. O0neM AUCHHUILIUHEI

Tabnuna 4 — Tpya0eMKOCTh AUCIUITITMHBI

Bcero
O0BEM NUCLIUTUINHBI akan./ acip 1acoB
JUI OYHOHN (OPMBI
00yUJeHUS
Bcero 3aueTHBIX eIMHHMIY 5
Bcero akagemMnuecknx/acTpOHOMHYECKHX YaCOB yUeOHBIX 3aHATUI 180/135
B toMm uncre:
KOHTaKTHas paboTa 00y4aloMXcs ¢ MpernoiaBaTereM 90/67,5
10 BUIaM Y4eOHBIX 3aHSITHHI:
3aHATUS JIEKIIMOHHOI'O THIIA 20/15
3aHATHS] CEMHHAPCKOTO THUTIA 64/48
MPOMEKYTOYHOM aTTeCTAIUH 6/4,5
CaMocTosTelIbHas paboTa 00yJaroIIMXCs: 90/67,5
MOJATOTOBKA K CEMUHAPaM 54/40,5
BBITIOJIHEHHE TBOPUYCCKUX 3a/IaHui (33124, 3aIaHMii) 24/18
MOJITOTOBKA K 3K3aMEHY 12/9




4.2. CTpyKTypa IMCHUILIHHBI

Tabnuna 5 — CTpykTypa AUCHUTUTHHBI

Buanbl yue6Hoi padoThl, BKIOYas
€CaMOCTOATEIbHYI0 PadoTy

<
= o0yvyaImmxcs ¥ TPYA0EMKOCTh (B
[>]
? S o yacax aya./actp.)
[5) [
Ne . S o S = 2
Pasnen, Tema nporpaMMbl y4e0HOM JMCHUIITTUHBI s ; P~ = 3 =
© & = = 2 2 Bujt KOHTPOJIsI
5 3 2 = | O
= é g 5]
= =
Texyumuii KOHTPOJIb
1. OO0uue cBeIeHN 0 1eJIONMPOU3BOACTBE 1-2 28 6 4 - 18 Temarnuecknii
KOHTPOJIb
Tekyumuii KOHTPOJIb
2. CucteMHBIH XapaKTep AeJI0NPOU3BOJACTBA 3-10 80 8 34 - 38 Temarueckuii
KOHTPOJIb
Py0esxHblil KOHTPOJIb
6 Texkyuuii KOHTPOJIb
3. XapakTepuCTHKA T0KYMEHT0000poTa 10-11 24 4 - 14 TemaTuueckunii
KOHTPOJb
6 Texyumuii KOHTPOJIb
4. JloKyMEeHT0000pOT NPH B3aUMOJAEIHCTBHH ¢ IPaKIaHAMH 12-13 16 2 - 8 TemaTn4ecKkuii
KOHTPOJb
5. IIpakTHYecKHe HABBIKH 1eJIONPOU3BOACTBA 14-17 14 - 14 - - Tekyumuii KOHTPOJIb
JK3aMeH 18 18 ) i 6 12 IIpoMeskyTouHast
aTTecTanus
Bcero 180/135 20/15 64/48 | 6/4,5 | 54/40,5




4.3. Conep:xanue TUCUMILIMHBI, CTPYKTYPUPOBAHHOE 10 TEMaM

4.3.1.TeopeTnueckue 3aHATUS — 3aHIATHUS JIEKIIMOHHOTO TUIIA

Ta6muma 6 — Coxeprxanue JEKIIMOHHOTO Kypca

No HaumenoBanue paznena Copneprxanne Kon-Bo dopma o
OrneHodHOE DopmupyembIit
/i | (MOIyIIst) MMCIIMILINHBL, TEMBI 4acoB MPOBEICHUS CpeCTBO pesyIIbTaT
3aHATHA
1 | TOCT B nenonpon3BOICTBE Heduammms 'OCTa.  Ucropums nmemompomsBoictBa B Poccum. 2 Temarnueckas VYcrHbI# onpoc 3.1 — HopMaTuBHO-
Cocrasstonye HOPMaTHBHO-METOANYECKOH 6a3bl JTEeKIUs METOANYECKYIO 0a3y
JeTIONIPOHU3BO/ICTBA. JeJI0NPOU3BOJICTBA
2. | PexBmsutsl kak cocrapisitomue | CocraB pexkBusuroB [OCT P 7.0.97 - 2016. Xapakrtep cTaHgapTa 2 Temarnueckast Yeruebiit onpoc | 3.2 — coctaB
JIOKyMEHTa I'OCT P 7.0.97 - 2016 . JeKIUs PEKBH3HUTOB
JIOKYMEHTOB,
TpeOOBaHUS K
0 OpMIICHHIO
PEKBU3UTOB
JOKYMEHTOB
3. | Meras3bik nemonpomn3BoacTBa. | 3Hadenne abopeBuaryp 'OCT. brank 2 Temarnueckast Ycerusii onpoc, | 3.3 — TpeboBaHUS K
Krnaccndukanms 10KyMeHTOB Knaccudukamnus no conepxaHuio, JTEeKIus TECT OnaHkam
MO BUY, MO CTENEHU CIOXHOCTH: II0 MECTy COCTaBJICHHS; IO JIOKyMEHTOB
CPOKY HCIIOJHEHHS; 10 IPOMCXO0XKICHHUIO; TI0 CTENEHU TIACHOCTH; 34—
TI0 IOPUINYECKO CHile, 10 Ha3HAUYEHHMIO. KIIaCCU(PHKAIHIO
JIOKyMEHTOB
4. | OpraHu3aIIOHHO-TIPABOBAs VYcraB: cozmepkaHue ycTaBa; Crelu(HKa yCTaBa; BH3MPOBAHHE, 2 Temarnueckas Ycrasiii onpoc | 3.6 —
JIOKYMEHTAIUS YTBEpKICHHE. JeKIUs TEOpeTHYECKHe
ITonoxeHune: TEKCT MOI0KEHUS; BUSUPOBAHUE, YTBEP)KICHHE. ACTIEKTBI
JlomKHOCTHAsE HHCTPYKIMSA: TEKCT, BU3UPOBaHHE, YTBEPXKICHHUE. OpraHU3aIOHHO-
[ITatHOE pacnucanue: onpeaencHue, ohopMiIeHHE, TOIHCE. MPaBOBOM
WucTpykms: ompenenenue, opopMmieHHE, MOINNCH, BBEICHHE B JOKYMEHTAIIH
JeicTBue.
JoroBop: ompezeneHue, copepkaHue, 00sS3aTeIbHBIC 3JIEMEHTHI
JIOTOBOPA
5. | OpranuzanuoHHo- [Iprka3 1o OCHOBHOH IEATENFHOCTH: ONpeesieHne; 0opMIICHUE 2 TemaTtuueckas VYcTHbli onpoc 3.7—-
pacropsituTensHas npuKasa; oOs3aTeNbHbIE  PEKBH3WTHI;  CTPYKTypa  IpHKasa JIeKuus TEOpETUYECKHE
JIOKyMEHTaLUst (3aronoBok, TekcT); odopMmieHHEe TpHKaza;  odopmieHHE ACTICKTHI
OPUIOXKEHUI K  IpUKazy; BU3UPOBaHHE, PEAAKTUPOBAHHE, OpraHU3alOHHO-
pacchlIKa, MOAMUCH, MapHIPYT. pacropsaIuTeNbHON




No HaumenoBanue paznena Conepxanue Kon-Bo dopma .
OrneHouHOe Dopmupyemslit
m/m | (MOZyIIst) IUCHMILINHBL, TEMbI 4acoB MPOBEJCHUS CpeCTBO pesyIbTaT
3aHATHS
Pacnopsbkenue: onpeneneHue, opopMIICHHE. JOKyMEHTAIUN
YkazaHue: onpeaencHne, IpaBo M3aHus yKa3aHus; 0(OopMICHHE.
ITocTanoBNEeHNE: COCTaBICHUE U OQOPMIICHHE.
Pemmenne: oTaMyme pemeHNs OT TOCTAHOBICHUSL.
6. | NadopmannonHo-cripaBoynass | CrpaBka: BHEIIHSSL, BHYTPEHHSSA. TEKCT CIIPaBKH. 2 TemaTtmueckas VYeruswii onpoc | 3.8 —
JIOKyMEHTALHS AKT: pa3HOBHJHOCTH aKTOB, CTPYKTYpa aKTOB. JTEeKIus TEOPETHYECKHE
[IpoTokon: BUABI MPOTOKOJIOB 3aCeNaHMi; CTPYKTypa IPOTOKOJA; ACTICKTHI
JaTa MpoToKoJIa. nH(pOPMaAIMOHHO-
JoxnanHas u 00bsicHUTENbHAs 3amiucku. CiiyKeOHOe MUCHMO. CIPaBOYHOMN
JIOKyMEHTAIU1
7. | JIoKyMEeHTHI IO INYHOMY IIpukasel 1o ym4yHOMYy cocraBy. llojoxeHue O NepCOHAIbHBIX 2 Temarnueckas Ycrasii onpoc, | 3.9 -
COCTaBYy JaHHBIX paboTHHKA. 3asgBiueHue. JlngHoe femo. JeKIUs TecT TeopeTHYecKHe
aCIIEKThI KaIpOBOI
JIOKyMEHTAIU{
8. | TexHonorus paboTHI ¢ Opranmszanust  JoKyMeHTooOopoTa.  IlapameTpsl  IOTOKOB, 2 TemaTtnueckas Ycrasiii onpoc | 3.10 -
JIOKyMEHTaMH YUYHUTBIBaE€MbIE IPH OpraHU3aALUH JOKYMEHTO000POTA. JEeKIUs OPTaHM3AIHIO
JOKyMEHTO0000pOTa;
9. | DnexkTpoHHBIH Heduammsa. Cxema pabOTHI AIEKTPOHHOTO JOKYMEHTOO00pOTa. 2 TemaTmueckas Yeraeiit ompoc | 3.11 - cxemy
JIOKYMEHTOO0O0POT JEKIUS padoTsI
3JIEKTPOHHOTO
JIOKyMEHT0000pOTa.
10. | Hoxymenroobopot npu | [IpemmoskeHus, 3asBICHUs, KATOOBI, X0JaTalCTBa, KOJUICKTHBHBIC 2 Temarnueckast VYcrHbI# onpoc 3.12 — ocobeHHOCTH
B3aMMO/ICHCTBUHU c | obOpameHust TrpaxaaH. 3aKOHOAATENFHOE W TIOPMaTHUBHOE JeKIUs BeJICHHS
rpaxkIaHaMu perynupoBaHue paboThl ¢ oOpaimeHusIMUA rpaxaad. OcoOeHHOCTH JIEJIOTIPON3BOICTBA
BeJIeHHUsT  JICJIONPOM3BOJCTBA N0  OOpallleHHsIM  TpaxkJaH. npu
Opranu3anus JMYHOTO preMa rpaxk/aH. B3aUMOJICHCTBUH C
rpaxkJaaHamu
Bceero: 20




4.3.2. 3aHATHS CEMUHAPCKOTO THUIA

Tabmuma 7 — CoxepxaHue IPaKTUYECKOTO (CEMUHAPCKOTO) Kypca

10

No Kon-Bo ®dopma Oreroroe
- TeMbl MPAKTUYECKUX 3aHATUI 94acoB POBEACHUS @opMHUpPYEMBIH PE3YIbTAT
/1 CpeICTBO
3aHATHA
2 CemuHap — npecc- 3.1 — HOpMaTHBHO-METOTUIECKYIO
Cemunap Ne 1. TOCT B nenonpousBoJcCTBE Konpepenz 0asy JenoNpOH3BONICTEA;
Hctopus nenonpousBoacTsa B Poccun. Cocraisroniue HOpMaTUBHO- TpesenTats, | 3.2 — COCTaB PEKBU3HTOR
METOJIMYECKOH 0a3bl Je0NpOn3BOJICTBA. pedepar ZIOKYMCHTOB, TpeGoBaHs K
0(pOPMIICHHIO PEKBH3UTOB
JIOKYMEHTOB.
Cemunap Ne 2. KysibpTypa peun Je10BOro 4eioBeKa 2 TemaTuueckuii [Ipe3enTarust
[TpaBunbHOE rpaduyeckoe cokpaiieHue B JokyMeHnTe. Crerpduka opunuaibsHo- ceMuHap 3.5 — nmnpaBunbHOE rpaduyuecKoe
1 | Aenosoro crui. [MpaBuibHOE CKIOHEHHWE B OQHUIMAIBHO-IEIIOBOM TEKCTE COKpaIlleHHE B JJOKYMEHTE;

" | HeoObruHBIX (amunuit. Kateropus poma B OQHUIMATBHO-IEIOBOM TEKCTE. B.1 — cmemuduxoit odunmansHO-
CKIIOHEHHE YHCIHUTENBHOTO B oduimansHO-menoBoM Tekcre. OOpamieHue B JIETIOBOTO CTHIIS.
ounmansHo-nenoBoM Tekcre. [IpaBunbHOE oopmiieHHe agpecary
Cemunap Ne 3. YcraB opranuzanuu 2 [IpakTuueckoe [Ipaktnueckoe | Y.I — nOpUMEHATh Ha NPAKTHKE

2. | Conmepxanue ycrasa; crieliurka ycraBa; BU3UPOBaHHUE, YTBEP)KACHHE, 3aHATHE 3a7aHue MIOTy4eHHBIE TEOpEeTHYECKHE
odopmirenne. 3HAHHUS;
3 Cemunap Ne 4. [TosoxxeHHe 0 CTPYKTYPHOM HOApPA3AeIeHUN 2 IIpaxkTnueckoe [Mpaktudeckoe | Y.2 — oONpeneniars pasHOBUIHOCTH

" | TekcT moNoXeHNs; BU3UPOBAHHE, YTBEPKICHUE, 0OpPMIICHHE. 3aHATHE 3a]aHuC JAOKYyMCHTaMH no Habopy

4 Cemunap Ne 5. JIooKHOCTHAst HHCTPYKIIHS 2 [IpakTuueckoe [IpakTnueckoe | PEKBU3UTOB;
' TekcT I0KHOCTHON MHCTPYKIIMHK , BU3UPOBAaHUE, YTBEpPIKACHHE, 0(OPMIICHHE. 3aHATHC 3aJJaHUC V.3 — cocTaBmATe U O(QOPMIATH
5 Cemunap Ne 6. IlITatHOE pacniicaHue 2 ITpaxkTuyeckoe IIpakTnyeckoe | OPTaHM3AIMOHHO-TIPABOBLIC

" | IllTarHoe pacmucanue: onpesaencHue, ohopMICHHE, IO IIHCh. 3aHATHE 3a7aHue MOKYMCHTBI;

6 Cemunap Ne 7. UncTpyKuus 2 [IpakTuueckoe [IpakTuueckoe B.2 — xnmime, cayKainmi 0CHOBOH

" | MucTpykuus: onpeaencHie, ohopMIIeHHE, MIO/IKNCh, BBEACHUE B JCHCTBHUE. 3aHATHE 3a/laHue COCTABJICHUS NOKYyMCHTaIlNH,
Cemunap Ne 8. Jloroop 2 [IpakTiuaeckoe [IpakTiaeckoe B.3 — HaBbIKaMM COCTAaBICHHS H

7. | Jorosop: onpenenenue, conepxanue, opopMICHHE, 00s3aTeTbHBIE SIEMEHTHI 3aHATHE 3aaHKe O(OpMIICHUS IOKYMEHTOB.
JIOTOBOpA
Cemunap Ne 9. Tlpuka3s 10 OCHOBHOM J€SIT€NbHOCTU 2 IIpaxTuueckoe IIpaktuueckoe | Y.l — mOpUMEHATh Ha MpaKTHKE
8. | IIpuka3 1o OCHOBHOM AEATEIBHOCTH: ONpeeNieHne; 0pOpMIIEHHE; CTPYKTypa 3aHsATHE 3a7iaHue MOJTy4eHHBIE TEOPETHUECKHE
IpHKa3a. 3HAHHUS;
9 Cemunap Ne 10. Pacnopsixenue 2 [IpaxTuueckoe [Ipaxktudyeckoe | Y.2 — ONpPENENSTh PA3HOBUIHOCTU
" | PacnopsbkeHue: onpenenenue, ohopmiieHue. 3aHITHE 3aJaHue JIOKyMEHTalluu mno Habopy
10. | Cemunap Ne 11. Yka3zauue 2 ITpakTnyeckoe IIpakTnueckoe | PEKBHU3HTOB,
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Ne Kon-Bo ®dopmMma
0 o O1eHOUHOE o
/ TeMbl MPaKTUYECKUX 3aHATHI 4acoB MIPOBEACHUS CpesicTBO ®dopmupyeMmblii pe3yabTaT
/11 3aHATHS
YkazaHue: onpejeneHue, IpaBo M3IaHus yKa3zaHus; opopMIIeHHeE. 3aHATHE 3aJaHue Y.4 — cocraBmsaTh M O(QOPMISATH
11 Cemunap Ne 12. ITocranoBieHne 2 IIpakTnueckoe [IpakTudeckoe | pacHOPSIUTENbHBIE JOKYMEHTBI,
" | HocraHOBNEHME: COCTAaBIICHHUE U O(OPMIICHHE. 3aHATHE 3aJaHne B.2 — xnmmie, ciyXamyuMu OCHOBOM
Cemunap Ne 13. Pemenue 2 ITpakTuueckoe ITpakTuaeckoe | COCTABICHUS NOKYMEHTALMU,
12. | Pewenmue: cocraBienne u 0GpopMICHIE, OTIIMINC PEUICHUS OT HOCTAHOBICHHMSI. 3aHATHE 3a7aHue B.3 — HaBBIKAMH COCTaBICHUA H
0OpMIICHHS TOKYMEHTOB.
Cemunap Ne 14. CnpaBka 2 [IpakTnueckoe [Ipaktnueckoe | Y.1 — DOpUMEHATh Ha NPAKTHKE
13. | CrpaBka: BHeIIHAA, BHYTpeHHsAs. TEKCT CpaBKH, COCTaBIEHUE M O(QOPMIIEHHE. 3aHATHE 3a7aHue MOTy4eHHBIC TEOPETHYECKUE
3HAHHUS;
V.2 — onpeaensaTs pasHOBUIHOCTH
Cemunap Ne 15. Akt 2 [IpakTnueckoe [IpakTnueckoe P P
JOKyMEHTAI1H o Habopy
AKT: pa3HOBHJHOCTH aKTOB, CTPYKTypa aKTOB, COCTaBJIEHHE 1 0(popMIICHHE. 3aHATHE 3a7aHue
14. PEKBU3UTOB;
Y¥.5 — cocraBnsate ¥ 0QOPMISATH
CIPaBOYHO-MH(POPMAIIIOHHBIE
Cemunap Ne 16. ITpoTtoxon 2 IIpaxkTuyeckoe IIpaxkTuyeckoe H0§YM6HTLI' $op
IIpoTokon: BuABI TNPOTOKOJOB 3acelaHUil; CTPyKTypa MpOTOKOJda; Jarta 3aHATHE 3aaHue ’ o
15. p & p & i PYKTYP p > A a B.2 — xnuie, ciyXamuMu OCHOBOM
MPOTOKOJIA, COCTABJICHUE U 0(OPMIICHHE. )
COCTaBJICHUS JOKyMCHTAIINN;
B.3 — HaBbIKaMM COCTaBICHHA H
Cemunap Ne 17. JloknagHast 1 00bsiCHUTENbHAA 3aucKU. CirykeOHOe THChMO 2 IIpakTuueckoe IIpakTuueckoe OhOPMIEHTS TOKYMEHTOB
16. | HoxnanHas u oObsicHuTeNnbHas 3anucku. CiyxxeOHoe nucbmo. CocTaBieHue 1 3aHATHE 3aaHNue
odopmiicHHE.
Cemunap Ne 18. IIpukas mo TMYHOMY COCTaBY 2 ITpaxkTuyeckoe IIpaktnueckoe | Y.l — mOpHUMEHSATh Ha TPaKTHKE
[Iprka3 mo TMYHOMY COCTaBY: onpenesieHne; ohopMIIEHHE; CTPYKTYpa MpHKas3a. 3aHATHE 3a7iaHue MIOTy4eHHBIE TEOpEeTHYECKNE
17. 3HAHHUS;
V.2 — onpenenits pazHOBUIHOCTH
JOKyMEHTAIN o Habopy
€KBHU3HTOB;
Cemunap Ne 19. JInunoe neno 2 [IpakTuueckoe [IpakTuueckoe P ’
V.6 — cocraBusith ¥ O(QOPMISATH
Omnpenenenne, conepskanue, ohopmiieHne, 00s3aTeNbHBIE 3JIEMEHTHI INYHOTO 3aHsATHE 3a7aHue
ena KaJpOBBIC JOKYMEHTHI;
18. a B.2 — ke, ciyxamyaMu OCHOBOM
COCTaBIICHUS JOKYMEHTAIUH;
B.3 — HaBbIKaMH COCTaBICHHA H
0hOpMIICHHS JOKYMEHTOB.
4 TemaTuueckuii IIpesenTanus 3.10 - OpraHu3aLuIo
Cemunap Ne 20.Opranuzanus paboThl JOKYyMEHTO000pOTa P ’ p
ceMuHap JIOKJIa] JIOKyMEHT0000pOTa;
19. | IlapaMeTpsl TOTOKOB, YYHTHIBAEMBIE IIPU OPraHH3ALUH JIOKYMEHTOOOOPOTa! .
B-5 - Texunosormeit paboTHl C
HarpaBjeHHe 0TOKa, 00bEM IMOTOKA; CTPYKTYpa IIOTOKA, PEXKUM ITOTOKA.
JIOKyMEHTaMH.
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1/

TeMbl MPaKTUYECKUX 3aHATHI

Koma-Bo
JacoB

®dopmMma
IIPOBEICHUS
3aHATUL

OuenouHoe
CpPeICTBO

DopMuUpyeEMBIN pe3yJIbTaT

20.

Cemunap Ne 21.35eKTpOHHBII JOKyMEHTOOO0pOT
Opraamzanus TOKyMeHToo0opoTa ¢ ucronb3oBanuem CO/I.

Temaruueckuit
CEeMUHap

IIpesenTanus

3.11 — cxemy pabOTHI AMEKTPOHHOTO
JIIOKYMEHTO000POTa;

V¥.7 — opraHu3OBHIBATH
JIOKYMEHTO000POT ¢
ucnoas3oBanuem COJI.

21,

Cemunap Ne 22. JITokyMeHTOOOOPOT MPH B3aUMOJCHCTBHUHU C TPaXKIaHaAMHU
[pensnoxxeHus, 3asBICHUsS, KAIOOBI, XOJATalWCTBa, KOJUIEKTUBHBIC OOpalleHUs
rpaxaaH. 3aKOHOJATENbHOE M ITIOPMAaTUBHOE pEryJlMpoBaHHE paboThl C
obpameHusmMu  rpaxaaH. OcoOEHHOCTH BeleHHsS JAEJIONPOU3BOJCTBA IO
obparmienusM rpaxaad. OpraHuzaius JUYHOTO IpHUeMa rpakKaaH.

CemuHap — npecc-
KOH(pepeHIIHS

IIpakTyeckoe
3aHATHC

[IpesenTanus,
pedepat

IIpakTuueckoe
3aJlaHue

V.l — [OpUMEHATh Ha NPAKTHKE
MOTy4eHHBIC TEOPETHUECKHE
3HAHHUS;
V2 -
JOKYMEHTAlUU o
PEKBU3UTOB;

B4 — HaBbIkaMu BBICTpauBaHUA
MapIipyTa JIOKyMEHTa B
JOKYMEHTO000poTe pu
B3aMMOJICHCTBHUH C TPaXKIaHAMH.

OTPENENIATh Pa3HOBUAHOCTH
Habopy

22,

Cemunap Ne 23. [IpakTiHueckue HaBBIKH JIEJIONPOM3BOACTBA
[IpakTHyeckre HaBBIKK COCTaBICHHS 1 0()OPMIICHHS BCEX BUIOB JOKYMEHTOB.

14

[IpakTnueckoe
3aHATHE

[IpakTnueckoe
3a7aHue

V.l — [OpuUMEHATh Ha NPAKTHKE
MOTy4eHHBIC TEOPETHIECKNE
3HAHMUS;

V.2 — onpenenits pazHOBUIHOCTH
JOKyMEHTAIN o Habopy
PEKBU3UTOB;

V.3 — cocraBusith M 0QOPMIATH
OpraHU3aI[MOHHO-TIPAaBOBEIE
JIOKYMEHTHI;

V.4 — cocraBmsith ¥ OQOPMISTH
pacTopsauTeIbHbIE JOKYMEHTHI;
Y.5 — cocraBmiath U 0QOPMIATH
CIPaBOYHO-MH(POPMAITHOHHBIE
JIOKYMEHTHI;

Y.6 — cocraBmsATh M O(QOPMISATH
KaJpOBBIE JIOKYMEHTHI,

B.2 — ke, ciyxamyaMu OCHOBOM
COCTaBIICHUS IOKYMEHTAIUH;

B.3 — HaBbIKaMH COCTaBICHHA H
o opMIICHHS TJOKYMEHTOB.

Bcero

64




4.3.3. CamocTosiTeNnbHas paboTa

Tabmuma 8 — 3agaHus JUIsi CaMOCTOSTEIHFHOTO U3YYCHUS

13

Ne
/1

TeMmsl

Kon-
BO
4acoB

OreHOUHOE
CPeICTBO

DopMupyeMBIii pe3ysbTaT

I'OCT B nenonpon3BoCTBE

1.

2.

HUcropus nenonponsBoacrea B Poccun:
- JlenonponsBoJCTBO B JIpeBHEPYCCKOM rOCyJapCTBE;
- IIpukasHoe AeI0IpOU3BOICTBO;
- Komnnexckoe 1e10npon3BoICTBO;
- MuHHCTEPCKOE AETONPOU3BOICTBO;
- JlenonpousBoacTBo B COBETCKYIO 3IOXY.
CoBpeMeHHOE TroCyIapCTBEHHOE PEryIUpOBaHHE JETI0NPOU3BOICTBA:
- 3aKoHOJATEIbHOE PEryITUPOBAHHE JEIONPOU3BOICTBA;
- HopmaruBHO-nIpaBOBOE M HOPMAaTHBHO-METOJHYECKOE
peryaupoBaHue JeIONPOU3BOICTBA.

IIpesenTanus.

Pedepar.

3.1 — HOpMaTHBHO-METOIMYECKYIO Oa3y
JeITIOTIPOU3BOJICTBA;

PexBu3nTH Kak COCTaBJAIOIINE JOKYMCHTA

1.
2.
3.

Cocras pexksuzutoB ['OCT P 7.0.97 - 2016.
Xapaxkrep craggapra TOCT P 7.0.97 - 2016 .
[TpaBuna opopMIICHHUSI OTJEITBHBIX PEKBU3HTOB.

[IpezenTanus.

3.2 — cocTaB PEKBH3HTOB JOKYMEHTOB, TPEOOBaHUS K
oopMIICHHIO PEKBH3UTOB JOKYMEHTOB.

Mertas3bik aenonpou3BoacTBa. Kiaccudukanms TOKyMeHTOB

1.

2.
3.
4,

3nauenue ad6pesuatyp I'OCT.
dopmatel Oymaru u mois.
bnank opranuzanuu.
Knaccudukarust JOKyMeHTOB:
- IIO COZEPKaHHUIO,

- IO BHIY,

- TIO CTEIICHH CIOKHOCTH:
- IO MECTY COCTaBIICHHUS;

- MO CPOKY HUCIIOJIHEHNS;

- MO NPOUCXOXKJICHHIO;

- MO CTeNEHU INTaCHOCTH;

- 10 IOpUAMYECKOH CUJIE,

- [0 HA3HAYEHHIO.

[IpezenTarus.

Pedepar.

3.3 — tpeboBaHus K OJaHKaM JOKYMEHTOB;

3.4 — KIaccupUKaHIo JOKYMECHTOB;

Vi1 - MPUMEHATh Ha TMPAaKTHKE TOJIYYCHHBIC
TEOpEeTUIECKUE 3HAHMSI.

Opraau3anroHHO-TIPABOBAs TOKYMEHTAIINS

1.

VYcraB: cofepikaHue ycTaBa; crienu(uka ycTaBa; BU3HPOBAHUE,
YTBEpKACHHE.

12

IIpesenTanus.

3amaqa.
[TpobremuOE

vl - OPUMEHATh HA IPAKTHKE IIOJy4YEHHbIE
TEOPETUYECKUE 3HAHMS,
Y.2 — ompenensaTs pa3HOBHIHOCTH JOKYMEHTAIHH IO
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No Kon- OreHo4yHOE DopMUpYyEMBIii pe3yNIbTaT
i Temsl BO CPEACTBO
4acoB
2. TlonosxeHue: TEKCT MOJIOKEHUS; BUSUPOBAHHE, YTBEPIKICHHUE. 3aj1aHue. HabOpY PEKBU3HUTOB;
3. JloiKHOCTHAs MHCTPYKIUS: TEKCT, BU3UPOBAHHUE, YTBEP)KICHHE. ¥.3 — cocraBiATh M O(GOPMIIATH OpPraHU3ALNOHHO-
4. IllratHOe pacmcaHue: OnpeencHue, oGpopMiIeHIe, HOAINCH. MPaBOBBIE TOKYMEHTBHI;
5. HacTpykums: onpenenenue, ohopMIeHNE, IOANCH, BBEJCHUE B ICHCTBHUE. B.2 — wmme, ciy)KalliMH OCHOBOH COCTAaBIICHUS
6. [loroBop: onpeneneHue, CoaepKaHue, 003aTeNbHbIC 3JIEMEHTHI JOTOBOPA JIOKyMEHTAIHH;
B.3 — mHaBeIkamMH cOCTaBICHUS W  OQOPMIICHHS
JIOKYMEHTOB.
5. OpraHu3alnOHHO-pacoOpsIUTENbHAs JOKyMEHTAIHA 10 IIpesenTanus. vl - OPUMEHATh HA IPAKTHKE IIOJyYCHHbIE
1. TIpuka3 o OCHOBHOI! AEATEIHLHOCTH: ONpeeIeHNe; 0pOopMIICHHE IPHUKa3a; 3agaqa. TEOpETHUYECKHE 3HAHMS;
o0s13aTenbHBIC PEKBU3HTHI; CTPYKTYpa IPHKa3a (3aroJIoOBOK, TEKCT); I[Ipo6aemuoe Y.2 — ompenenats pa3sHOBHIHOCTU JOKYMEHTAUH IO
oopmieHne nprkasa; opopMICHHE IPHIOKEHUH K IIPUKa3y; BUSHPOBAHME, 3a/aHMe. HabOpY PEKBU3HUTOB;
PEIaKTHPOBAaHHUE, PACCHIIKA, ITOJIUCH, MAPIIPYT. Y.4 — cocTaBIATh U OQOPMIIATH PACHOPSIUTEIbHBIC
2. Pacnopspkenue: onpeneneHne, ohopMIICHHE. JIOKyMEHTBI;
3. Ykazanue: onpejeseHue, IpaBo U3aHus yKazaHus; oGopmieHue. B.2 — wiume, ciyXalluMH OCHOBOH COCTaBJICHHS
4. TlocraHoBJeHHE: COCTaBIICHUE U O(OPMIICHHE. JIOKYMEHTAIIH;
5. Pemrenue: oTianune peuICHUA OT IMIOCTAHOBJICHUA. B.3 — HaBblIKAMH COCTaBJICHUS U O(bOpMJ'IeHI/IH
JIOKYMEHTOB.
6. WuhopmannoHHO-CIIpaBOYHast JOKYMEHTaIUs 8 [MTpesenrarnys. vyl - NPUMEHATh HA TPAKTHKE MOJyYeHHBIS
1. CnpaBka: BHEIIHsIs, BHYTpEHHSS. TEKCT CIIpaBKH. 3amaya. TEOPETHYECKNE 3HAHUS;
2. AKT: pa3HOBHIHOCTH aKTOB, CTPYKTypa aKTOB. I[Ipo6aemuoe V.2 — onpenensaTh pa3sHOBHIHOCTH JIOKYMEHTAIIUH MO
3. TIporokoi: BHIBI MPOTOKOJIOB 3aceaHuii; CTPYKTypa IPOTOKOIA; JaTa 3a/aHKe. Habopy PEeKBU3UTOB;
MPOTOKOJIA. yVS5 - COCTaBJIATE M OQGOPMIIATH CIIPABOYHO-
4. JoxnagHas u oO0bsicHUTENbHAs 3anucku. CiyxeOHoe MICEMO. HHPOPMALMOHHBIE TOKYMEHTHI;
B.2 — xiume, coyxamM# OCHOBOM COCTaBIICHUS
JIOKYMEHTAIIH;
B.3 — HaBBIKaMH COCTaBIE€HUS U  OGOPMIICHHS
JIOKYMEHTOB.
7. JIOKyMEHTBI IO IMYHOMY COCTaBY 8 IIpesenTamms. y.1l - MPUMEHATh Ha MPAKTHKE MOIy4YCHHBIE
1. TIpuka3sl IO TMIHOMY COCTaBY: OIIpeesIeHNe; OPOpMIICHHE; CTPYKTypa 3amaqa. TEOpPETHYIECKHE 3HAHMUS,
MIpHKasa. ITpo6nemHoe Y.2 — ompenensiTs pa3HOBHIHOCTH JOKYMEHTAIUH II0
2. TlonoxeHHe O IePCOHANBHBIX JaHHBIX paOOTHHKA. 3aaHme. HabOpy PEeKBU3UTOB;
3. 3asBnenue. Y6 - COCTaBISAITh M O(GOPMIIATE  KaJgpOBBIE
4. Jlu4HOe Aemno: ompeeeHne, coepxkanue, ohopmiieHre, 00s3aTebHbIC JIOKYMEHTHI,
2JIEMEHTHI JIMYHOTO Jena. B.2 - xiuume, ciyXallUMHd OCHOBOM COCTaBJICHUS
JIOKYMEHTALIH;
B.3 — HaBbIKaMM COCTaBieHHSs M OQopMIICHHS
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No Kon- OreHo4yHOE DopMUpYyEMBIii pe3yNIbTaT
i Temsbl BO CPEACTBO
4acoB
JIOKYMEHTOB.
8. Opranu3anusi pabOTHI ¢ JOKyMEHTaMU 8 [Ipe3enTarus. 3.10 — opraHu3auio TOKYMEHTOO000POTA;
1. OcHoBHBIE IpaBujia OpraHu3anun IlOKyMeHTOO60pOTa B OpraHu3aluu. Jloxna;[. B-5 - Texgonoruei pa60T},1 C IOKYMEHTaMH.
2. Tlpuem, 00pabOTKa U paclpe/elICHUE MOCTYMAIONINX TOKYMEHTOB.
3. Tlopsmok HampaBiICHUS Ha UCTIOTHEHUE U PAOOTHI HCITOTHUTEIS C
JIOKyMEHTaMH.
4. TlpaBmrna 00paOOTKH UCXOAIMNX JOKYMEHTOB.
9. DIEeKTPOHHBIN TOKYMEHTOO0OPOT 6 [IpezenTanus. 3.11 — cxeMy pabOTHI AIIEKTPOHHOTO
1. Mopenu 31IeKTPOHHOTO JOKYMEHTO000POTa. JIOKYMEHTO000POTAa;
2. YHpaBJ'IeHI/IC QJICKTPOHHBIM ,E[OKyMeHTOO60pOTOM. V.7 — OpPraHU30BBIBAThH ,Z[OKyMeHTOO60pOT C
ucnosnb3zoBanrem COJI.
10. | JoxyMeHTOOOOpOT MpH B3aUMOJICHCTBHHU C IpaskAaHaMU 8 IIpesenTanus. vl - IIPUMEHATh Ha MPAKTHKE IOJYyYEHHBIE
1. TIlpemnoxeHus, 3asBICHUSA, JKAJNOOBI, XOJAaTalCTBa, KOJUICKTHBHEIC Pedepar. TEOPETUYECKUE 3HAHMS,
oOpateHns TpakaaH. 3anaya. V.2 — omnpenensith pa3HOBUIHOCTU AOKYMEHTAIMH 110
2. 3akoHOZATeNbHOE ¥  HOPMAaTHBHOE  pETYIHpPOBaHHE pabOTBl ¢ Ha0Opy PEKBU3UTOB;
06paLLl6HI/I$IMI/I TpaxXaaH. B.4 — HaBbIKaMu BBICTpauBaHMsI MaplIPyTa JOKYMEHTA B
3. OcobeHHOCTH BEeNICHHS ACIOMPOU3BOJICTBA MO0 0OPALCHHUSIM TPaKIaH. JOKYMEHT00G0pOTe pu B3aHMO/IEHCTBIN c
4. Opra"uzanys JIAYHOTO MIpHeMa TPaXIaH. IpAKTAHAMIL
11. IToaroToBka K 5K3aMeHy 12
Bceero: 90
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5. IlepeueHb 00pa3oBaTeNbHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX IIPH OCYLIECTBJIEHUHT
00pa3oBaTeILHOIO NMpoIecca Mo TUCHUILINHE, BKJIKYAS NepeYyeHb JUIeH3HOHHOT0
MPOrpamMMHOro odecrneyeHusi, COBpeMEeHHBIX PO eCCHOHAIbHBIX 023 JAHHBIX U
HHG(POPMAIMOHHBIX CIPABOYHBIX CHCTEM

5.1. Oo6pa3oBaTejibHbIe TEXHOJIOTHH

B mpoumecce ocBoeHMs — OUCLMIUIMHBL  «Jl€IONPOM3BOACTBO M OpPraHU3ALUA
JIOKyMEHTOO0OpOTa TNpU B3aUMOAECUCTBUM C TIpa)KJIaHaMu» HCIOJIb3YIOTCA CIIEAYIOIINE
00pa3oBaTeNIbHbIE TEXHOJIOTHHU:

1. CranpapTHbie METO/IBI OOYyUCHUS:

- JICKLUN;

- CEMUHAPCKUE 3aHATUS,

- caMoCTosATeNbHas paboTa.

2. Meronsl OOy4YeHHsI C TPHUMEHEHHEM WHTEPAKTHBHBIX (opM 00pa30BaTEIbHBIX
TEXHOJIOTHM:

- Ipe3eHTalUY;

- IPAaKTUYECKUE 3aaHMUS;

- CUTyallMUOHHBIE 3a/1a4H;

- BBIE3/IHBIC 3aHSTHS.

5.2. JIuueH3HOHHOE MPOrpaMMHOe odecrieueHne

B 06pa30BaTeJIbHOM nponecce Ipu U3ydCHUU AUCHUILIMHBI UCIIOJIB3YCTCA CIICAYROIICC
JIMUCH3MOHHOC IPOIrpaMMHOC o0ecrieyeHue:
1. OC Windows 7 (nutiersun Microsoft Open License (Value) Academic)
MS Office 2007 (muuensust Microsoft Open License (Academic))

Kaspersky Endpoint Security 10 (umensust 1C1C 200323-080435-420-499)
CIIC Koncynprantllntoc (morosop Ne UIT 20-92)
Cucrema tectupoBanust INDIGO (munensus Ne54736)

a s wn

5.3.  CoBpemeHnnsbie npodeccuoHaTbHbIe 6a3bI JTAHHBIX

B oOpasoBarenbHOM Tpoliecce MpHu W3YYeHUH TUCIHUILIMHBI HCIIOB3YIOTCS CIIETYOIHe
COBpEMEHHbIE TpodecCHOHATbHBIE 0a3bl JaHHBIX:

DOnexkTpoHHO-0MOMMoTeyHass cucreMa «YHuBepcuterckas bubmuoreka OwnaitH» -
https://biblioclub.ru/.

Hayudnast snextponnas 6ubnunoreka - www.elibrary.ru.

Polpred.com O630p CMU http://www.polpred.com/

NHNOH (Muctutryt HayyHoit nHpopmMaiuu no odmectBeHHbIM Haykam PAH, Mocksa)
http://inion.ru/

Enunblii  mopran TrocyJapcTBEHHBIX UM MYHHMIMNAIBHBIX  yciyr (pyHkuwmii) -
www.gosuslugi.ru

5.4. HudpopmManuoHHbIE CIPABOYHBIE CHCTEMbI

W3yuenne  AWCHUIUIMHBI ~ CONPOBOXKIACTCA  NPUMEHEHHEM  MH(POPMAIMOHHBIX
CIIPaBOYHBIX CHCTEM:

1. CopaBounas uHpopmannoHHo-npasosas cucrema «Koncynbrantllmtoc» (moroBop Ne
UII 20-92)


http://www.elibrary.ru/
http://www.polpred.com/
http://www.inion.ru/
http://inion.ru/
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6. OuneHo4YHbBIE CPeACTBA /ISl POBEACHHUS BXOJHOI0, TEKYIIero, py0eHoro
KOHTPOJIl M IPOMEKYTOYHOH aTTecTaAllMK 00y4aOIMXCs 10 AMCHUILUINHE U MeTOANYeCcKHue
MaTepHaJbl 10 ee 0CBOCHUIO

TunoBele 3amanus, 0a3a TECTOB W HWHBIE MaTepHalibl, HEOOXOMUMBIC I OIICHKU
PE3yIbTAaTOB OCBOCHHMS JMCIUIUIMHBI (B T.4. B IPOLIECCE €€ OCBOEHUS), @ TAK)KE METOIUYCCKUE
MaTepuaibl, ONPEICIISIONINE TMPOIEAYPHI dTOW OLIEHKH MPUBOJATCS B MPUIIOKEHUH | K paboueit
nporpamMme AUCITUTITHHBIL.

YHuBepcanpHasi CHCTEMa OICHUBAHUS PE3YJIbTaTOB OOYYCHHS BBIMOIHICTCS B
cooTBeTCTBUU ¢ [lomokeHHeM O TIPOBEACHUM  TEKYIIErO KOHTPOJS YCIEBaeMOCTH |
IIPOMEXKYTOUHOM aTTeCTallMy yCIIEBAEMOCTH, YTBEPKIEHHOE MpUKa3oM pekropa oT 19.09.2019r.
Ne 218 o/nu BriIrOYaeT B ce0s1 CUCTEMBI OLIEHOK:

1) «OTIHYHOY, «XOPOIIOY, KyIOBICTBOPUTEIHLHOY, «HEYIOBICTBOPUTEIHLHOY;

2) «3aUTEHO», «HE 3aYTCHO.

7. OcHOBHAsI M IOTIOJTHUTEJIbHASI y4eOHOii JIuTepaTypa u 3J1eKTPOHHbIE
o0pa3oBaTe/ibHbIE PeCypChl, HEOOXOAUMBbIE 1JIsl 0CBOEHUS THCHMUILITUHBI

7.1. OcHoBHas yueOHas1 JUTEepaTypa

1. I'punbepr, A.C. [okymenramuonHoe obecneuenue ynpasienus / A.C. ['punbepr,
H.H. I'op6aués, O.A. Myxametmmna. — Mocksa : FOuutu-/lana, 2015. — 391 c. : tabx., rpad.,
WL, CXEMBI — Pexxum JIOCTyTIA: o MTOJIITHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=115031 — bubawuorp.: ¢. 382-383. — ISBN
978-5-238-01770-9. — Tekct: 2IeKTPOHHBIH.

2. Kysuenos, 1.H. [lenonpoussoactso: yueOHoe nocodue : [16+] / U.H. Ky3uenos. — 9-e
u3J., nepepad. — Mocksa: Jlamxos u K°, 2020. — 406 c. : uin. — Pexxum foctyna: mo noamnucke. —
URL: http://biblioclub.ru/index.php?page=book&id=572967 — bubauorp.: c. 359-363. — ISBN
978-5-394-01981-4. — TekcT: 31MEeKTPOHHBIH.

7.2. lonoJiHUTEJIbHAS y4eOHAas1 JJUTEpaTypa

1. ApacnanoBa, B.A. JlokymeHTaimonHoe ooecrnieuenue ympanienus / B.A. Apacnanoga.
— MockBa : [Hupekr-Memma, 2013. — 240 c¢. — Pexum 1ocrtyma: 1O NOJANUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=137706 — ISBN 978-5-4458-2253-0. — DOI
10.23681/137706. — TekcT: 3MEeKTPOHHBIH.

2. Tpozoma, O.C. HenmompomsBoactBo / O.C.TpozoBa ; pen. JI.C. XKypaBnema ;
TToBOJIKCKHIT TOCYIAPCTBEHHBII TEXHOTOTHUECKHiT YHUBepcuTeT. — Momkap-Oma : IITTY, 2015.
— 124 c.. HII. — Pexxnm JIOCTYIIA: o TOJITHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=439196 — buGmuorp. B ku. — ISBN 978-5-
8158-1599-5. — TeKcT: ANIEeKTPOHHBIH.

3. ApacnanoBa, B.A. JlokymeHTanoHHOe oOecleyeHue yrpaBieHHs: Yy4eOHO-
MpaKTHYECKOe 1Mmocodue B cxemax, Tabnwimax, oopasmax : [12+] / B.A. ApacnanoBa. — 2-¢ u3.,
nom. u nepepad. — MockBa; bepnun : upekr-Menua, 2020. — 265 c. : w1, Tabn. — Pexum
noctyna: mo moamucke. — URL: http://biblioclub.ru/index.php?page=book&id=578394 . —
Bubnmorp. B k. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 2JIeKTPOHHBIA.

4. Jlenonmpou3BOACTBO M JIOKyMEHTAI[MOHHOE O0O€cleYeHne TOCyJapCTBEHHOW U
MYHHUIIUTIATBHOM cITy»)0bI / aBT.-cocT. FO.B. Mupromkunaa ; MuHHCTEpCTBO 00pa30BaHUs U HAYKU
Poccuiickoit  ®enepanuu, DenepasbHOE TOCYAApPCTBEHHOE aBTOHOMHOE OO0Opa3oBaTEIbHOE
yupexieHue BbIcIIero npodeccruoHanbHoro obpaszoBanus «CeBepo-KaBkazckuil (enepaibHbIA
yauBepcuteT». — CtaBponons : CKOVY, 2016. — 115 c. : Tabn. — Pexum gocTyma: mo moamnucke. —
URL.: http://biblioclub.ru/index.php?page=book&id=458925 — bBubmuorp.: c. 80. — Tekct:
3JIEKTPOHHBIN.



file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
file:///C:/Users/Емельянова.UPRAVLENIEKIU/Desktop/Local%20Settings/Temp/РАБОЧАЯ%20ПРОГРАММА%2010%20января/Положение%20по%20РП%20полное.docx%23bookmark16
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=572967
http://biblioclub.ru/index.php?page=book&id=137706
http://biblioclub.ru/index.php?page=book&id=439196
http://biblioclub.ru/index.php?page=book&id=578394
http://biblioclub.ru/index.php?page=book&id=458925
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7.3. DJjIeKTpOHHbIE 00pa3oBaTe/IbHbIE PecypChl

1. Komneknusi ®enepanbHOro mneHTpa WHGPOPMALNMOHHO-00pAa30BaTEIbHBIX PECYPCOB
OLIMOP: http://fcior.edu.ru/

2. Enunas KOJITCKITHSI UPPOBBIX 00pa30BaTeIIbHBIX pecypcoB:
http://schoolcollection.edu.ru.

3. Enunoe okHO mocTyma K 00pa3oBaTenbHBIM pecypcam: http://window.edu.ru/

7.4. IlepeyeHb HOPMATHBHBIX TPABOBBIX AKTOB

1. TpynoBoii kogekc P® ot 30.12.2001 Ne197 — ®@3.:noctyn uepe3 cucremy KoHcynbTaHT
— IUIIOC.

2. I'paxknanckuii kogekc PO 1.1 ot 30 HOsOpst 1994 NeS1 — D3.:noctyn vepes cucremy
KoHcynbranT-1mioc.

3. 3akoH P® ot 21 uronsg 1993 Ne5485 — 1 «O rocynapcTBeHHOH TaiiHe» (C U3MEHEHHEM
ot 06 oxTts10ps 1997) : noctyn uepes cucremy KoHCynbTaHT — I1HOC.

4. ®enepanbhblil 3akoH "O0 uHbopMaIy, HHHOPMAITUOHHBIX TEXHOJOTHSIX U O 3aIIUTE
uHpopmaruu" ot 27.07.2006 N 149-D3.: noctyn uepe3 cucremy KoHCYIbTaHT — ILTIOC.

5. Iocranosnenue IlpaBurenbctBa PD ot 28.07.05 Ne452 «O TUMOBOM periamMeHTe
BHYTPEHHEH opraHu3zauuu (¢eaepajlibHbIX OPraHOB HCIOJHUTEIBHOW BJIACTU»: JOCTYNl 4Yepe3
cucremy KoHcynbTanT — mitoc.

6. Yka3 IIpesunenta PO ot 6 mapra 1997 Nel86 «OO0 yTBep>KACHUM MEPEUHS CBEIACHUIMA
koHbuAeHIManbHoro xapakrepa» // C3 P® 1997 NelO0 Ct.1127: pmoctynm 4epe3 CUCTEMY
KoHcynbTanT — mioc.

7. Yka3 Ilpesunenta PO ot 24 auBaps 1998 r. Ne 61 «O nepeune cBeeHuil, OTHECEHHBIX
K TOoCyJapCTBEeHHOW TaiiHe (¢ u3MeHeHWsiMu oT 24 sHBaps 1998): moctym uepe3 cucremy
KoHcynbrant — mitoc.

8. Ilocranosnenue [IpaButensctBa PCOCP ot 05.12.1991 N 35 (pen. ot 03.10.2002) «O
IIEPEYHE CBEJCHMUN, KOTOPHIE HE MOTYT COCTaBJIATh KOMMEPYECKYIO TalHy»: IOCTYIl 4Yepe3
cucremy KoHcynbTanT — mioc.

9. T'OCT P 7.0.97-2016. HammonaneHnslit cranaapt Poccuiickoit @enepanuu. Cucrema
CTaHAapTOB MO HWHGOPMAIHMK, OUOJMOTEUHOMY W U3JATEIbCKOMY jeny. OpraHu3anuoHHO-
pacropsiuTenbHas qokyMeHTanus. TpeboBanust Kk odopmieHnto 1oKymMeHToB" (yTB. [Ipukazom
Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018): nmoctym uepe3 cucremy
KoHcynbTant — mioc.

10. TOCT P 7.0.8-2013. HanumonaneHbii cTanmapt Poccuiickoit @eneparmm. Cucrema
CTaHJApTOB MO MH(poOpManuu, OUOIMOTEUHOMY M M3JaTeIbCKOMY Jeiny. [lenonpou3BoJICTBO U
apxuBHoe neno. Tepmunbl u onpeaenenuss” (yrB. Ilpukaszom Poccranmapra ot 17.10.2013 N
1185-ct) : noctym yepe3 cucremy KoHncynbTant — mioc.

8. J/lonosiHuTE/IbHBIE pecypchl HH(POPMAIHOHHO-TEJIEKOMMYHHUKAIIMOHHOI CeTH
«HTepHET», HEOOXOAMMBIX /IJISl OCBOCHUS TUCHHUILINHBI

1. www.kremlin.ru Ipe3uaent Poccuun

2. www.government.ru IIpasurensctBo Poccuiickon denepaunu

3. www.council.gov.ru Coser deneparnun Denepaaproro Cobpanust Poccuiickoit
denepaunun

4, WWW.goV.ru Odunmansaas Poccusi: CepBep OpraHoB rocynapCTBEHHOW BIIACTH
Poccuiickoit enepanuu

5. www.duma.gov.ru I'ocymapcTBeHHast Hyma denepanbHOTO Cobpanus

Poccuiickoit @enepannn: OpuuuanbHbIi cait
6. http://www.gov39.ru — ITpaButenbcTBOo KaauHuHTpaackoi 001acTH.



http://www.kremlin.ru/
http://www.government.ru/
http://www.council.gov.ru/
http://www.gov.ru/
http://www.duma.gov.ru/
http://www.gov39.ru/
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7. http://www.klgd.ru  —  Aamunuctpamus  ['opoackoro  okpyra  «l'opon
Kanununrpany.

8. http://www.duma39.ru — Ob6nactaas J{yma Kanuuuurpaackoit ooaactu.

9. http://www.gorsovetklgd.ru — Iopoxackoit  CoBer  jmemyraToB — ropoja
Kanununrpana.

10.  http://www.biblioclub.ru — DBC «YHuBepcuTeTcKas OnOINOTEKA OHIANHY.

9. TpedoBaHNsI K MUHHUMAJIbHOMY MaTepPHAJbHO-TEXHHYECKOMY 00ecIeueHHuIo,
He00X0UMOro JJIfl OCYIEeCTBJIEHUsI 00Pa30BaTEJIbLHOI0 MPOLECcca Mo JUCHUIINHE

Jns m3ydeHHsl JAUCUUILTMHBI HUCTOJNB3YyeTcs Jto0as MYJIbTHUMEAMKWHAS —ayJUTOPHUSL.
MynpTuMenuiiHasg ayauTOpHUsl OCHAIllEHA COBPEMEHHBIMH CpEICTBAMU BOCIPOU3BEACHUS U
BU3yaJIU3allMK JI000H BHICO M aynuo WHGOpPMAIMHU, TONYYEHHUS M TMEepeAayd 3JIEKTPOHHBIX
JIOKYMEHTOB.

TurnoBass KOMIUIEKTALUS MYJIbTUMEIUINHON ayIUTOPUHN COCTOUT H3:

MYJIbTUMEAUITHOTO TPOEKTOPA,

MIPOEKIIMOHHOTO 3KpaHa,

AKyCTHYECKON CUCTEMBI,

MEPCOHANBHOTO KOMITbIOTEPA (C TEXHUYECKUMU XapaKTEPUCTHKAMU HE HUXKE: MPOILIECCOp
He Hmxe 1.6.GHz, oneparusHas namste — 1 Gb, unrepdetice noaxarouenus: USB, audio, VGA.

[IpenogaBaTtens UMeET BO3MOKHOCTD JIETKO YIPABIATH BCEW CUCTEMOM, YTO MO3BOJISET
IPOBOAMTD JIEKLIUHU, IPAKTUUECKUE 3aHATHUS, [IPE3CHTALUU, BEOMHAPbI, KOH(PEPEHIIUN U IpYyTrHe
BUJbl ayIUTOPHON HArpy3ku oOydarommxcs B yH0oOHOM M JHOCTymHOM st HUX (opme ¢
IPUMEHEHUEM COBPEMEHHBIX HWHTEPAaKTUBHBIX CpEACTB OOY4YeHMs, B TOM UHCIE C
UCIIONIb30BaHUWEM B Ipoliecce OOyueHHUs BCeX KOPIOPATUBHBIX pecypcoB. MynbTuMenuitHas
ayJIUTOpUS TaKkKe OCHAILIEHA IIMPOKOIOIOCHBIM JOCTYIIOM B ceTh «HTEpHET».

KomnbroTepHoe 000pyj0BaHHEM UMEET COOTBETCTBYIOIEE JIMLIEH3UNOHHOE NTPOrpPaMMHOE
obecrnievyeHue.

Jlns  mpoBeneHUss — 3aHATUH  JIGKIIMOHHOTO  TWMA  TpeiararoTcss  Habopbl
JIEMOHCTPAIIMOHHOTO OOOpYAOBaHUS U Y4YEOHO-HATJSIHBIX TMOCOOM, OOecrneynBaroIne
TeMaTU4YeCKHe WITICTPAIMM, COOTBETCTBYIOIINE paboueil yueOHo mporpaMme TUCIUITINH.

[Tomemenuss UIsi  caMOCTOSITENILHOM — paOOTBhl  0OYYarOIIMXCS  OCHAILIEHBI
KOMITbIOTEPHON TEXHHMKON C BO3MOXKHOCTBIO MOJKIIIOYEHHUS K ceTH «VIHTepHEeT» n olecreyeHbl
JIOCTYTIOM B AJIEKTPOHHYIO HH(OpMallMOHHO-00pa3zoBaTenbHyto cpeny MHcTuTyTa.

Y4eOHO-MeTOAUYECKAsT JTUTEepaTypa JUisl JAaHHOW IJUCIUILIMHBI UMEETCS B HaJUYUd B
AJIIEKTPOHHO-OMOMIMOTEYHON cucteMe «YHuBepcurerckas OumOmmoreka ONLINE», mgoctym k
KOTOpOH IIPEIOCTABIIEH 00yYaromumcs. DEeKTPOHHO-OMOINOTeUHAs cucrema
«Yuusepcuterckas oudmuoreka ONLINE» peanusyer neraibHOe XpaHEHUE, pacIIpOCTpaHEHUE
U 3alIUTYy IU(PPOBOrO KOHTEHTAa Y4eOHO-METOAWYECKOH JHUTEpaTyphl JUIsl BY30B C YCJIOBHEM
0053aTeNbHOr0 COOMIOACHNS aBTOPCKUX M CMEKHBIX MpaB. DIEKTPOHHO-OUOIMOTEYHAs cUcTeEMa
«YHuuBepcuterckas Oubmuoreka ONLINE» obecreunBaeT MIMPOKUH 3aKOHHBIA JOCTYH K
HEOOXOIUMBIM ISl 00pa30BaTEIBHOTO MPOIIECcCa N3IaHUSAM C UCIIOIb30BaHUEM MHHOBAIIMOHHBIX
TEXHOJIOTUH U cooTBeTCTBYET BceM TpeboBanusim ®I'OC BO.


http://www.klgd.ru/
http://www.duma39.ru/
http://www.gorsovetklgd.ru/
http://www.biblioclub.ru/

20

[Tpunoxenue 1
K paboyeil mnporpamMme JAUCIUIUIHMHBI
Jlenonpous3BOACTBO M OpraHu3anus
JIOKYMEHTO00O0pOTa MpU B3aUMOJICHCTBUN
¢ rpaxxnanamu (b1.5.24)

OLHEHOYHBIE CPEJACTBA IUIs1 MTPOBEJAEHUA BXO/HOI'O,
TEKYHIEIO, PYBEXKHOI'O KOHTPOJISI U IPOMEXYTOUYHOM
ATTECTALIUU OBYYAIOIIUXCA 11O JUCHUIIJIMHE U
METOANUYECKHUE MATEPHUAJIBI 10 EE OCBOEHUIO

JIEJIOTPON3BOJICTBO N OPTAHU3AIIMA JOKYMEHTOOBOPOTA
IPA B3AUMOJENCTBUM C TPAXKIAHAMHA
(51.B.24)

[To HanpaBJIEHUIO TOATOTOBKHU 38.03.04 I'ocynapcTBeHHOE U
MYHHUIHMIAJbHOE yIIPABJICHUE

HamnpagiieHHOCTHh IpOTrpamMMmsbl B3aumoaeicTBue peruioHAJIBLHOIO U
MYHUIHMIIAJIbHOTO YIIPABJICHUS

KBanudukarus (cTeneHpb) BEITYCKHUKA — OaKaJaBp

(YpoBEeHb HaIpaBi€HUs MOATOTOBKH)

®opma 00yueHus OYHas

Kanununrpazn
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6.1. OneHOYHbIE CPEACTBA M0 UTOraM OCBOEHUS TUCUMIIJIMHBI
6.1.1. Lleap OLIEHOYHBIX CPENICTB

Ilenbp0 OLEHOYHBIX CPeACTB SBJSETCH YCTAHOBJICHHE COOTBETCTBHUSA YPOBHS
HOATOTOBJICHHOCTH OOYydYaromerocss Ha JI@aHHOM »JTane oOydeHus TpeboBaHUsAM paboueit
IporpaMMbl 0 JUCLUIUIMHE «J[eI0npon3BOACTBO M OpraHM3auus JAOKyMEHTOoOOpoTa mpu
B3aUMOJICVCTBUY C TPaXKAaHAMMU».

OneHouHele cpeAcTBA — O3TO  COBOKYIHOCTb — MAaTe€pHallOB, W3MEPHUTEIBHBIX
MHCTPYMEHTOB, OIMCAaHHS OLEHOYHBIX (OpPM M Mpoueayp, KOTOpBIE HCIONb3YIOTCS s
U3MEPEHUsT M OLEHKU YPOBHSA C(HOPMUPOBAHHOCTH KOMIETEHIMH (YacTH KOMIIETEHIIMH)
00y4aromuxcsi, OCBOMBUIMX MpPOrpaMMy y4eOHOH AUCHUIUIMHBI «JleIonpou3BOJICTBO U
OpraHu3anys J10KyMeHTOo000pOoTa NPU B3aUMOAECHCTBUY C IpakJaHAMUY.

OueHoyHble CpeACTBAa BKJIKYAKT KOHTPOJIbHO-U3MEPUTENBHBIE MaTEPHANIbl UL
IPOBE/IEHUS] BCEX BUAOB KOHTPOJII M OLEHKM B (OopME TECTOBBIX 3aJaHMM, OKiIaja-
IpE3EHTALMU 110 IPOOJIEMHBIM BOIPOCAM, IPAKTUUECKUX 3aJaHUN, CUTYallMOHHBIX 3a1a4 (Case-
study) 1 mpoMeKyTOUHOH aTTecTanuu B HopMe BOIPOCOB, 33/IaHHUI K IK3aMEHY.



6.1.2. OOBEKTHI OLIEHUBAHUS — PE3YJIbTATHl OCBOSHUS AUCLUIIINHBI

OO0BeKTaMH OIIEHUBAHUA ABJIAIOTCSA TEMBI 3aAHITHH.
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PGSYJ'IBTaTOM OCBOCHUS JUCHMIIIIMHBI ABJISACTCS d)ODMI/IDOBaHI/Ie komneTeHuu OK-15.

Tabmuua 1 - Tlepedens KoMneTeHINH, POPMUPYEMBIX B IPOIIECCE OCBOCHUS AUCHUIUIMHBI C YKa3aHUEM 3TAroB UX ()OPMHUPOBAHUS

Kontponupyemsie

KonTtponupyemble KoMreTeHINN (Mn eé

[Tnanupyemble pe3yabTaThl

Bun KOHTPOJISI 1 HANMEHOBAaHHUE OLICHOYHOI'O

JacTH) « cpencrea*
OCBOCHUS AUCIMILUINHBI
HanmenoBaHue TeMbl K C i i Tpomexyrounas
JVCIUTIIITHHBI on OJiep)KaHNEe KOMIIETCHIIUH TEKYIINH TeMaTHIECKUI
aTTeCTaIHs
3.1 — HOpMaTUBHO-METOAUYECKYIO
6a3y JIeIonpon3BOICTBA;
YMEHHE BECTH 3.2 — cOCTaB PEKBU3HUTOB
JIETIONPON3BOJICTBO U JOKYMEHTOB, TPEOOBaHHS K
JIOKYMEHTOO060POT B opranax | oGOpMIICHHIO PEKBH3UTOB
roCyJapCTBEHHOM BJIACTH JIOKYMEHTOB; II-1
Tema 1. /. O61Me cBeaeHNus O [K-15 Poccuiickoit @eneparumy, 3.3 — TpebOoBaHus K OJaHKAM VO-1 P-1 -1
JIEIIOTIPOU3BOACTBE OpraHax rocyJlapCTBEHHON | JOKYMEHTOB; T-1
BJIACTH CyOBEKTOB 3.4 — xnaccupuKanuo
Poccuiickoii ®enepanuy, JIOKyMEHTOB;
OpraHax MeCTHOTO 3.5 — npaBuIBHOE TpaduuecKoe
caMOyIpaBJICHHS, COKpallleHHe B IOKYMEHTE;
rOCYAapCTBEHHBIX U B.1 — cnerudukoii opunnansHo-
MYHHUIUTATIBHBIX JISTIOBOTO CTHJIS;
TPEANPUATHAX U 3.6 — TeopeTHYECKNE aCTIEKThI
YUPEKACHUSAX, HAYYHBIX U | OpraHU3allHOHHO-TIPaBOBOU
00pa30BaTENbHBIX JOKYMEHTAIIH;
OpraHU3aIMsIX, 3.7 — TeOpeTHUECKUE aCIIEKTHI
MOJUTUYECKUX MAPTHUSX, OpraHU3aIMOHHO-
Tewma 2. n/m. CucteMHBIH XapakTep [K-15 0O0IIIEeCTBEHHO- pacnopsauTEIbHON P2 -1
JIEIIOTIPON3BOICTBA MOJIMTUYECKHX, JOKYMEHTAIHH; YO-2 T-2
KOMMEPYECKHX U 3.8 — TeopeTHUECKHE aCIIEKTHI
HEKOMMEPUECKUX nH(pOpPMaMOHHO-CIIPABOYHOM
OpraHU3alMAX JOKyMEHTAI1H;

3.9 — TeopeTnuecKe acreKThl
KaJIpOBOU JTOKYMEHTALIH;
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KonTtponupyemsie

KonTponupyemMsle komneTeHIMU (UK €€

4acTH)

[Inanupyemsle pe3yabTaThl

HanmenoBanue TeMbl JUCLTUTIIMHBI

Kox

Couepma}me KOMIICTCHI WA

OCBOCHUA ,Z[I/ICHI/IHJ'II/IHI)I*

Bug KOHTPOJIA 1 HAUMCHOBAHUE OICHOYHOT'O

cpencrea*®

TeKyIuit

TEMaTUYECKUI

IIpomexyTounas
arTecTanus

Tema 3. n/m. XapakrepucTuka
IOKYMEHTO000opoTa

[K-15

V.1 — npuMeHATh Ha MPaKTUKE
MOJIy4eHHbIE TEOPETUUECKUE
3HAHHS;

JOKYMEHTAIIH 110 Habopy
PECKBHU3HTOB;

V¥.3 — cocTaBnATh ¥ 0HOPMIIATE
OpTaHM3aIIOHHO-TIPaBOBBIC
JOKYMEHTBI;

VY.4 — cocraBaars 1 0hOPMILATH
pacropsiIuTeNbHbIE JOKYMEHTBI;
VY.5 — cocraBaars u 0hOpMILATH
CIPaBOYHO-MH(POPMAIIIOHHBIE
JOKYMEHTBI;

VY.6 — cocTaBnATh U 0QOPMIIATE
KaZpOBbIE JOKYMEHTHI;

B.2 — xnne, cayxammumu
OCHOBOW COCTaBIICHHS
JOKYMEHTAIIH;

B.3 — HaBbIKaMM COCTaBJICHUS U
0opMIICHHS TOKYMEHTOB;

VY.2 — ompenensTs pa3sHOBUAHOCTH

3-1-3-40

I1-2

3-2

3.10 — opraHu3auio
JIOKYMEHTO000POTa;

3.11 — cxemy paboThI
ANIEKTPOHHOTO
JIOKYMEHTO000POTa;

V-7 — opraHu30BBIBATH
JIOKYMEHTO000POT ¢
ucnoiabzoBanuem COJI.

B-5 - Texnonorueit paboTsI ¢
JIOKYMEHTaMH.

YO-3

3-1
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KonTtponupyemsie

KonTponupyemMsle komneTeHIMU (UK €€

[Inanupyemsle pe3yabTaThl
4acTH) py pesy,

HanmenoBanue TeMbl JUCLTUTIIMHBI

OCBOCHHMS JUCIUTUTAHBI*
Kon ConeprxaHue KOMIIETEHIIUN

Bug KOHTPOJIA 1 HAUMCHOBAHUE OICHOYHOT'O

cpencrea*®

TeKyIuit

TEMaTUYECKUI

IIpomexyTounas
arTecTanus

Tema 4. n/m. JJokyMeHTOOOOPOT TP
B3aMMOJICHCTBHH C IPaKAaHAMH

3.12 — 0COOEHHOCTH BEACHUS
JIeJIONPOU3BOJICTBA IPU
B3aMMOJICHCTBHH C TpakIaHAMH.
V.1 — npuMeHsTh Ha IPaKTUKE
MTOJTyYCHHBIE TEOPETUIECKUE
TIK-15 3HAHUS,

V.2 — onpenenste pa3HOBUIHOCTH
JOKYMEHTAIIH 110 Habopy
PEKBU3UTOB;

B.4 — HaBbIKaMH BBICTPAWBaHU
MapIipyTa JOKyMEHTa B
JIOKYMEHTO0000pOTE IpHU
B3aMMOJCICTBUHU C I'PaX1aHAMU;

Tema 5. n. [IpakTuyeckue HaBbIKU
JIEJIOTIPOU3BOICTBA

YO-4

-4

VY.l — npuMeHATh Ha MPAaKTHUKE
HOJY4YE€HHBIE TEOPETHUCCKHUE
3HAHHS;

V.2 — onpenenste pa3HOBUAHOCTH
JOKyMEHTAIUH 110 Habopy
PEKBHU3HTOB;

¥.3 — cocTaBnsATh ¥ 0HOPMIIATE
OpTaHM3aIIIOHHO-TIPaBOBBIE
JIOKYMEHTHI;

[IK-15 VY.4 — cocraBiars 1 0hOPMILITH
pacropsauTeIbHbIE JOKYMEHTHI;
VY.5 — cocraBiars u 0hOpMILITH
CIPaBOYHO-MH(OPMAITHOHHEIE
JIOKyMEHTBI;

¥Y.6 — cocTaBuATh M 0OPMIIATH
KaJpOBBIE JIOKYMEHTHI,

B.2 — xnne, ciayxammumu
OCHOBOH COCTaBIIEHUS
JOKyMEHTAI1H;

B.3 — HaBBIKaMH COCTaBIICHUS U
opOopMIICHHS JOKYMEHTOB.

13-1 -
13- 10

3-2
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6.1.3. [IpuMepHbIe OLIEHOYHBIE CPEICTBA U MHBIE MAaTEPUAIIbI, HEOOXOIUMBIE JTsl OIIEHKU

3HaHWM, YMEHMI, BJIAaJCHHI, B NPOLIECCE OCBOCHHUS JHMCLMIUIMHBI, XapaKTEPU3YIOIIMX 3TaIlbl
(hopMUPOBAHUS KOMITETEHITHI B MPOIIECCE OCBOCHUS TUCIUTLIHHBI

IIpuMepHbIe OLIEHOYHBIE CPEACTBA /IS MPOBEIEHHUS
TEeKYIIero KOHTPOJIsi

IIpumepHble BONMpPOCHI YCTHOIO ONpPoOca s OLEHKH MpeabIAyliero YpPOBHS

chopmupoBanHocTu komnerenunu IK-15.

Bonpocs 1ist yerHoro onpoca (YO-1):

o hPowbdE

~

9.

10.
11.

12.
13.

14.

15.
16.
17.

18.
19.

20.
21.
22.
23.
24.

25.
26.
27.

28.
29.
30.
31.

Kakwue 3tamnsl npouuio pa3BuTHE 0TEUECTBEHHOTO JIEIOMPOU3BOICTBA?

B yem 0coOeHHOCTH MPUKA3HOTO AETONPOU3BOICTBA?

B yem 0co0eHHOCTH KOJUIEKCKOTO J1eJI0NPOU3BOICTBA?

HazoBuTe OCHOBHBIE 3aKOHOJATENbHBIE AKThI, ONPEICISIBIINE MOPSAJOK COCTaBJICHUS U
odopmiienus qokyMeHToB B yupexaenusx XVIII B.

B 1yem ocobeHHOCTH Opranu3anuu jaeiaonpousBoacTea B XI1X B.?

Kakumu mytsiMu 1110 peryivpoBaHHE JAETIONPOHU3BOJACTBA B IMEPBBIE T'OJbl COBETCKOMN
BJacTu?

Uewm 3anumancs Mucturyt texuuku ynpasienus (UTY) B obnactu neionpousBoacTsa’?
[louemy apxuBHOE BEIOMCTBO OepeT Ha ce0s WHHIMATHBY IO METOJHMYECKOMY
PYKOBOJCTBY JEJIOMPOU3BOACTBOM B CTpaHe?

B gem 3nauenune EI'C/1?

Korna naunnaercst pazpaborka 'OCT na OP/1?

Kakne 3akoHOAATENbHBIE aKThl MPEANHCHIBAIOT 005S3aTEIBHOCTh JOKYMEHTHPOBAHUS
uHpopmanuu?

Kakwne TpeboBaHMs K TOKYMEHTaM M3JI0KEHBI B 3aKOHOJAaTEIHHBIX aKTax?

Kakue Bompockl paboThl € JTOKYMEHTaMH pETJIAMEHTHUPYIOTCS 3aKOHOAATeIbHBIMU
aKTamu?

Ha xoro BO3JI0XXEHO METOAMYECKOE PYKOBOACTBO IOCTAHOBKOHM J€JIONPOU3BOACTBA B
cTpaHe?

KakoBo 3nauenne I'C/IOY u uto oHa peryiiaMeHTUpyeT?

Uto perimaMeHTHpYEeT THITOBAsi HHCTPYKIIHS O JIEIOTPOU3BOACTBY?

Kakoe 3nauenue umeer 'OCT 7.0.97 — 2016? TpeboBanus k 0pOPMICHUIO TOKYMEHTOB,
ero cojaepxanue?

JUJ1sl 4ero CoCTaBISAIOT MEPEUHH IOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEeHHUs ?

Kakue HOpMaTMBHO-METOIMYECKHE AaKThl HCHOJB3YIOT B padoTe ¢ JOKyMEHTaMHu
KaJIpOBBIE CITYKObI?

Kakoit ¢popmar Oymaru pekoMeH10BaH J1si 0)OPMIICHUS CITYKEOHBIX TOKYMEHTOB?
HazoBuTe 0ocHOBHBIEC BU/IBI OJIAHKOB, TPUMEHSEMBIE B YUPEKICHUSIX.

[lepeuncnure peKBU3UTHI, BXOASIINE B COCTaB OJIaHKA JUIsl MHChMA.

Yem oriimyaercs o0 01aHK OT OaHKa I HUChMa?

Kakue tpeboBaHus NPEeabABISAIOTCS K OQOPMIICHHIO PEKBU3UTa «HAUMEHOBAaHUE
OpTraHu3aIN»?

UTo BXOJUT B COCTaB PEKBU3UTA «CIPABOYHBIE JAHHBIE 00 OpraHu3aluny»?

KakoBbI nopsi1oK JaTUPOBAHMS TOKYMEHTA U BUJIbI 1aT?

KakoBbl cocTaBHBIE YacTH PETUCTPALIMOHHOTO HOMEpa JOKYMEHTa U TOPSAOK €ro
IPOCTaBJICHUA?

KaxoB nopsinok agpecoBaHus 10KymMeHTa?

Kakue TpeboBaHMs NPEebIBIAIOTCSA K PE30IOLNH, KAKOB MOPSAA0K ee opopMIiIeHHs?
Kaxkune TpeboBanus MpeabsBISIOTCS K 3aT0JIOBKY?

KakoB nopsiiox ohopMiteHus! MPHIIOKEHUH K TOKYMEHTY?



32.
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Kak odopmisiercs cornacoBanue 10KyMmeHTa?

33. KakoB mopsok mpocTaBieHUs Ha JOKYMEHTaX revaTei?
34. B ueM 0COOCHHOCTD SA3bIKA M CTUJIS CITY>KEOHBIX JOKYMEHTOB?
35. Kakoe 3HaueHne umeet 3HaHUE opdopradguu mpu CO31aHUH CITY>KEOHBIX TOKYMEHTOB?

36.
37.

KakoB nopsi10K MCIIONIb30BaHMSI COKPAIIEHUH B CITYKEOHBIX TOKyMEHTaX?
KaxoB nopsiiok CKIIOHEHUS CII0XKHBIX COCTABHBIX CJIOB M YUCIIUTEIbHBIX ?

Bonpocs! 1i1st yerHoro onpoca (YO-2):

CoNoO~WNE

[EEN
o

[EEY
[EEY

12.

13.
14.

15.
16.
17.

Ha3zoBuTe BUbI OpraHU3aMOHHBIX JOKYMEHTOB.

YkakuTe 0COOEHHOCTH COCTABIICHUS M O(DOPMIICHUSI OPTaHU3AIMOHHBIX JJOKYMEHTOB.
Kakoii coctaB 00s13aTeIbHBIX PEKBU3UTOB OPraHU3aIMOHHBIX JJOKYMEHTOB?

HazoBute BUBI pacriopsIMTENbHBIX TOKYMEHTOB.

Ykaxure 0COOCHHOCTH COCTaBJICHUSI K O(OPMIICHHSI PACTIOPSIUTEIbHBIX JOKYMEHTOB.
B yem ocobeHHOCTH cocTaBiieHUs U 0(pOpPMIIEHHUS TPOTOKOJA?

B ueM ocoOeHHOCTH cocTaBieHHS U 0POpMIICHUS aKTa?

B yem oTiimune moCTaHOBIICHUS OT PEIICHUs?

Ha3zoBwute BubI HHOOPMAIIMOHHO-CIIPABOYHBIX JOKYMECHTOB.

. YKaxuTe 0COOEHHOCTH COCTaBJICHUS M 0(OpMIICHHS HH(OPMAITMOHHO-CIIPABOYHBIX

AOKYMCHTOB.

. Kakue Tpe6OBaHI/I$I NpEABABIAKOTCA K COCTABJIICHUIO U O(l)OpMJICHI/IIO JOKJIaJHBIX

3aIIUCOK?

Kakwne TpeGoBaHMs NPENBIBIAIOTCS K COCTABICHUIO H O(POPMIICHHIO O0BSICHUTEIBHBIX
3aIIUCOK?

Kakwne TpeboBaHMs MPEIbBISIOTCS K COCTABICHHIO U OPOPMIICHHUIO CIIPABOK?

Kakue TpeGoBaHMs NPEIbBIAIOTCA K COCTaBICHUIO U OPOPMIICHUIO CIYKEOHBIX rucem?
K pa3noBuanocT nucem?

Ha3zoBute BuabI JOKyMEHTOB IO JIUYHOMY COCTaBY.

VYkaxxute 0cOOEHHOCTH COCTaBIEHUS U 0()OPMIIEHUS TOKYMEHTOB 10 JIUYHOMY COCTaBY.
B yem oTanume npukasa 1o JMYHOMY COCTaBY OT MPUKa3a 0 OCHOBHOM JIeATEILHOCTHU?

Bonpocs st yerHoro onpoca (YO-3):

N

o

8.

9.

10.
11.
12.

13.

Yro noHuMaeTcs 1noJi 00beMoM JOKYMEHTO00opoTa?

Yrto BXOIUT B MOHATHE TOKYMEHTOOOOpOTA?

UYro BiMsIET Ha OPraHU3ALMIO IBUKEHUS JOKYMEHTOB?

Kakue opraHm3anmoHHO-IPaBOBbIE JOKYMEHTBHI OIpPEAESIOT TMOPSAOK JABMXKEHHUS
JIOKYMEHTOB B YUPEKICHUN?

KakoBbI OCHOBHBIE MTpaBHIIa OpraHU3aUN JOKYMEHT0000poTa?

Kakue OCHOBHBIE NTOTOKM TOKYMEHTOB MOKHO BBIIEIUTh B OPraHMU3alMM M B YEM HX
0COOCHHOCTH?

Kakue TpeGoBaHUS NPEABABISAIOTCS K OpraHU3allMM MpHEMa U NEepBUYHOM 0O0pabOTKH
JIOKyMEHTOB?

HazoBure »sTambl paboThl HCHOJMHHUTENS C JOoKyMeHToM. Kakue TpebGoBaHUs
NPEIBIBISIOTCS K 00pab0OTKe UCXOASIINX JOKYMEHTOB?

KakoBsl mpaBuia 06pabOTKH HCXOASIINX JOKYMEHTOB?

Yro momKHBI 00ecnieunBaTh KOMIBIOTEpHBIE TexHOJIoTHH JJOY?

JlaiiTe XapakTepUCTUKY MTpobiieMaM Nepexoa Ha 3JeKTPOHHBIH JJOKYMEHTOOO0O0POT.
OxapakTepu3yiiTe OCHOBHblE (DYHKIIMM WHTEpHET-TIOpTajla OpraHa rocyJIapCTBEHHOIO
yIpaBJIeHUS, THTETPUPOBAHHOTO C IOKYyMEHTOOOOpPOTOM.

[IpoBenuTe COMOCTaBUTENIbHBIN aHAJIW3 OTEYECTBEHHBIX CHCTEM aBTOMAaTH3allUU
JIeNTOTIPOU3BOICTBA U 3JIEKTPOHHOTO JOKYMEHTO000POTa.

Bonpocsl st yerHoro onpoca (YO-4):

1.
2.

Kakue 1oKkyMeHThI MOHUMAIOTCS 10T 000OIIIEHHBIM Ha3BaHUEM «OOpallleHHs Tpaskaan»?
JlaiiTe onpenencHre KaKAOMY BULy OOpaIieHusl.
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3. B Kakux HOPMAaTHBHO-METOIMYECKUX TOKYMEHTaX 3aKperieHbl TpeOOBaHMS K paboTe C
oOpaleHus MU Tpak1aH?

4. B yem 0coOCHHOCTPH BEJICHUS ACIOMPON3BOICTBA MO OOPAIICHHUIO TPaKIaH?

5. KakoB mopsok perucrpaiuu oOparieHuil rpaxaan?

6. KakoBbl CpOKM pacCMOTpeHHUs OOpamleHUN TpakJaH H TMOPSIOK KOHTPOJSA 3a HUX
UCIIOJIHEHHEM?

7. KakoB TOpSAOK TPYNIHPOBKUA OOpAIIEHUH TpakJIaH B JelNa M KAKOBBI CPOKH HX
XpaHeHus?

3agaun (MpakTHYecKHe 3aJaHusl) /AJsi OLEHKH YPOBHSI C(HOPMHPOBAHHOCTH
komnerennuu IMK-15.

3agava 1. (3-1)

CocTaBbTe NPOTOKOJ 3acelaHUsi HHBEHTAPU3ALMOHHOM KOMMCCHUHM 3aBOJa TIa30BOM
annaparypbl, Ha KOTOPOM paccMaTpUBAJICS BONPOC O pe3yibTaTaX MHBEHTAPU3ALMU 110 CKIIATY
Ne 2 BcmomorarenbHbIX MarepuaioB. Ha 3acegaHum ObUIO NPHHATO IOCTAHOBIEHHE OO0
YTBEPKACHUM PE3YJIbTAaTOB WHBEHTapHU3allMM M OTHECEHMsI 3a CYET 3aBEIYIOILEro CKJaJoM
HEJ0CTauyd BCIIOMOTaTElbHbIX MaTepuasioB B cymMMe 365 Thic. py0., a TakkKe 3a4MTaHbI
CIIMYUTENIbHASA BEAOMOCTh MO ckiiagy Ne2 u oOBbsCHUTENIbHAS 3alMCKa 3aBEIYIOIIEr0 CKJIaJoM.
OcrasnbHble JaHHbIE ONPEAEIUTE IO CBOEMY YCMOTPEHHUIO.

3anauya 2. (3-2)

CocraBbTe CHpaBKy O BEJIMYMHE CpeIHEH 3apaOOTHOW MiaThl 3a roj JAJs IOJyYeHHS
KOMIIEHCAIIMK Ha OIIaTy KWibs. OCTaJIbHbIE JaHHBIE YKAKHUTE CAMOCTOSATEIbHO.

3anaua 3. (3-3)

CocraBbTe MH(POPMAIMOHHOE THCBMO O TIPOJAXe YAaCTHBIM M TOCYAAPCTBEHHBIM
OPENPUATHSIM HEPCOHAIBHBIX KOMIIBIOTEPOB IO JIOTOBOPHOH CTOMMOCTH M O BO3MOKHOCTH
INPUHUMATD 3aKa3bl HA COCTaBJIEHUE NTPOrPAMM.

3anaua 4. (3-4)

CocTaBpTe TMOJIHBI MPOTOKOJ o00miero coOpaHus pabo4yux MPOU3BOJACTBEHHOTO
koonepatuBa «lIlyck», Ha KOTOpoM 0OCyXAajcs BOINPOC O CO3JaHUM IPOU3BOJCTBA
CTPOUTENIbHBIX MaTEpUajIoB JUIsl CTPOUTENBLCTBA KUIbIX TIoMOB. Ha coOpanuun Oblia 3acimyiiaHa
uHpopManus mpeacenarenass O BO3MOXHOCTH CO3JAaHUS TAaKOro Ii€Xa M IEpCleKTUBAX €ro
pabotel. Ilocme oOcyxkaeHuss OBLIO MPHUHATO peEIIeHHEe MOPYYUTh MpeJceaTeNl0 U €ero
3aMECTHUTEJNIO 110 CTPOUTENILCTBY B T€UEHHE 6 MECSIIEB Pa3BEpHYTh Pa0OTY U BBIIEIUTH AJIS 3TUX
neneit 31 muH. pyo.

3anaua 5. (3-5)

CocraBbTe mpHka3 00 OCBOOOXKJIEHHWU Bac OT palbOThl B aAMHHHCTPAIMH TOPOJCKOTO
okpyra «I'opon KanuHuHrpan» B CBA3M € Iiepee3 oM Ha HOBOE MECTOXHUTEIbCTBO.

3anaua 6. (3-6)

CocraBbre rapantuitHoe nucbMo OOO «Jkomom» OOO «IIporpecc» 00 OkazaHuUU
TEXHUUYECKOH MoMolIHM B pa3zpaboTke pabounx ueprexeil HacocHoM ctanumuu. OO0 «Dxo10M»
MIPOCUT MPOU3BECTH 3TY pabOTy HEMOCPEACTBEHHO Ha MJIOIIAJIKE.
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3agava 7. (3-7)

CocTaBbTe KpaTKUil MPOTOKOJ TMPOU3BOJCTBEHHOTO COBELIAHUS PAOOTHHUKOB OT/ENa
CTPaTEerMuecKoro IJIAaHUPOBAaHUS, Ha KOTOPOM OBbUT  pPacCMOTPEH BOMNPOC O JAOCPOYHOU
pa3paboTke mana pasputus npeanpustus Ha 2021 rox. [Tocne oOcyxaeHUsT TPOU3BOJCTBEHHOE
COBEIIaHNE TMPHUHSMJIO peIIeHUE pa3paboTaTh IUIaH Ha JAECATh JHEW paHbIle YCTaHOBICHHOTO
cpoka. OcTanpHbIe TaHHBIE YKAKUTE CAMOCTOSTEIIBHO.

3anaya 8. (3-8)

CocraBpTe TpHUKa3bl: a) O mnpueMe Ha paboTy Oyxraiarepom lBaHoBy A.A.; 6) 00
YBOJILHEHUU MEPEeBOJOM B Jpyrytro opranuzanuio IlerpoBy B.P. Henocraromue pexBU3UTHI
YKQ)KUTE CaMOCTOSITEIIBHO.

3agaua 9. (3-9)

CocraBbre ucbmo-pocs0y OO0 «BAJITIITULEITIPOM» B IlpaBuTenscTBo 0obmactu o
BBIJICTICHUH CPEICTB U3 00JacTHOro Orojkera B cymme 15 MuH. py0. 10 Havana peanu3aiuu
MOJIO/THSIKA-TITULIBI HACETICHHIO.

3amauya 10. (3-10)

CocraBpTe  JOKIagHYIO 3amucky Oyxranrepa Tumommuoit W.II.  rnaBHOMy
oyxrantepy OOO «Py6oun» babudey H.IL. ot 15.11.20 r. 0 BBIOJIHEHUH NPHKa3a AUPEKTOpPa
¢upmer Ne92 ot 12.08.20 r. «O cocrossHMM OyXraJTepCKOro y4deTa Ha CTPOUTENBCTBE Oa3bl
orneixa Ha Kypckoii koce». B mpukaze ObUlM yKazaHbl KOHKPETHBIE CPOKM JUKBUIAIIUU
HEJOCTaTKOB, oOHapyxkeHHbIX B aBrycre 2020 roma. B nmokmnamHo#l 3amucke JOKHO OBITh
OTMEUEHO BBINOJIHEHHE BCEX IMYHKTOB MpHKa3a, 32 HCKIIOYEHHWEM ITYHKTOB 00 OpraHH3aIiu
PaBHOMEPHOI €XeIHEBHOM cliauyl paboYrMH HapsaoB Oyxranrepy. BoeisiBiaeHo, uto 25 okTa0ps
2020 roma 6puTO0 cxaHo TONMBKO 35,2% Bcex HapsmoB. OcTanbHBIE HAPSIBl ciaHbl 1 HOOps. T1o
rpaduKy CpPOK CHa4d TMOCIEIHUX HApSAIOB 3a MPOIUIBIA MECSI] YCTaHOBIJIEH IIEPBOTO YHCIIA
cienytomiero mecsna. OcraiabHble JaHHbIE YKQKUTE CaMOCTOSITEIBHO.

3amaua 11. (3-11)

CocraBbTe XapaKTEpPUCTHKY-PEKOMEHIAIMI0 Ha paOOTHMKA BAIEro MPEeIIpUATHS IS
noctymiieHus ero B acnupantypy ®I'AOYBO «b®VY um. U. Kanray.

3amaua 12. (3-12)

CocraBpre nucbmo-mpockdy OO0 «Mebenbrpaa» B MUHHCTEPCTBO SKOHOMHUYECKOTO
pa3sBUTHSL, IPOMBILIUIEHHOCTH U TOProBiu KaauMHMHIPaaCKON 00JIacTH O BBIIEIEHUU JIMLEH3UH
Ha nocTaBky B Kuraii 4000 T MeTaiia B CBSA3H C 3aKIIOYECHHEM KOHTpaKTa ¢ 00BhEIUHEHUEM T10
MEXIYHApPOJHOMY COTPYAHMYECTBY Ha CTPOUTEIBCTBO JEBATHITAXKHOTO OOIIEKUTHUS B
Kanmanarpage. CoriacHO KOHTPAaKTy OIUIaTa BBITOJHEHHBIX padOT OyAeT MPOW3BOAMTHCS
POCCHIICKMMH PYOJISIMH U MaTepHaIaMH.

3anava 13. (3-13)

CocTtaBbTe JOKJIQJHYIO 3alMCKY TJIaBHOTO OyXrajaTepa JUpPEKTopy 00 uTorax paboThl Mo
LEHTpaIU3alMi PacuyeToB C pabOYMMHU M CIyXalluMH 3aBoja. LleHTpanuzanus pacyeToB aajia
BO3MOXKHOCTh MEPEBECTH Ha JPYTYIO paboTy MATh OyXraiaTepoB 1I€XOB, YMEHBIIUTH OLIMOKH B
pacyerax ¢ pabOYMMHU W CIYXAIIUMH, YCHIHTh KOHTPOJb PacxojoBaHus (OHIOB 3apaOOTHON
mwiatel. B 3akimtoueHne HEOOXOAMMO IOCTaBUTH BOIPOC O MPEMUPOBAHUU PAOOTHHUKOB



29

OyxrajiTepud, OOECIEYMBAIOIINX MEPEX0]] Ha IIEHTPAIM30BAHHBIA pacdyeT 3apaboTHOM TUIaThl
110 3aBoAly. OCTaJbHbIE JTaHHBIE YKAXHUTE CAMOCTOSTENIBHO.

3anaua 14. (3-14)

Hanummre 3asBieHune o mpueme Bac Ha padOTy CIEIHUATUCTOM B aIMUHHCTPALUIO
ropozackoro okpyra «l'opoxn KanuHuHrpam.

3anaua 15. (3-15)

CocraBbTe IUCbMO-OTBET IIPOM3BOJICTBEHHOTO 00BbEeIMHEHUS
«Kamuuunrpagrazudukanus» nupekropy XumdapMiaBoAa M HadaJdbHMKY YIpPaBJICHUSA
«KanmuauHrpagropras» o exeMmecsyHoil nocraBke XumdpapmsaBoay 64 T CKUKEHHOIO rasza B
teuenue 2019 roma. Yka3zanuslii 00beM yuTeH B paszHapsaake. [locraBka OyneT oCyIIecTBIAThCS
yepes ynpasieHue «KaauHuHrpaaroprasy.

3anaua 16. (3-16)

CocraBbTe JOKIAJHYIO 3alUCKy CEKpeTapsi-pedepeHTa PYKOBOAUTENO OpraHU3aLuu
00 yrepe pabotHukoMm PeiOounbiM C.M. nuceMa-3anpoca, MOCTYNUBIIETO B aJipec MOpraHu3aluu
TPU Mecsilia Ha3al.

3anava 17. (3-17)

Hanumwure 3asBieHne o0 NpeNoOCTaBICHUM BaM aJAMHHHMCTPATHUBHOIO OTIYCKa I10
ceMeiHbIM o0cTosTenbCTBAM. OCTaIbHbIE PEKBU3UTHI YKAXKUTE CAMOCTOSATENbHO.

3anaua 18. (3-18)

CocraBbTe COBMECTHOE MIUCbMO-OTBET MunucrepcTBa 3JIpaBOOXPaHEHUS
Kanununrpaackoit obsmactu u MunucrepctBa ¢unancoB KammHuHrpajackoi o6macta o
BBIIEJICHUM JIONOJIHUTENIbHBIX ACCUTHOBAaHMM M3 o00jacTHOro OmoJkeTa Ha OKa3aHUe
MEAMIIMHCKON MTOMOIIH KUTENIAM 00JIaCTH.

3angaual9. (3-19)

CocraBeTe u  odopmutre Ttenerpammy OO0 «Cwmailnm»  KaJIMHUHTPAJICKOMY
npennpusatTiio OOO «Kpucramn» 0 IOJTHOM OTKa3e OT OIIaThl 3@ MOCTYNUBIIYIO NPOAYKIHIO B
CBSI3M C TEeM, YTO 3Ta MPOAYKIMS He Obula 3akazaHa. OCTajgbHBIE PEKBU3UTHI YKaXXKHUTE
CaMOCTOSITENILHO.

3anaua 20. (3-20)

Hanummure aBrobuorpaduio, HeoOxonumyro g O(OpMIIEHHS JOKYMEHTOB IpHU
HOCTYIUIEHUHU Ha paloTy.

3anaua 21. (3-21)

CocraBpre nuceMmo-npuriamenue OOO «OKCHoOUeHTpy», € NPEUIOKEHUEM INPUHATH
Y4acTHE B POCCHMCKOM BBICTABKE HA MEXIYHAPOIAHOW MEXOTpaciaeBOd spMapke B I. ['maHbCk
([omeira), kotopas OyaeT mpoxoauTh ¢ 20 despans mo 10 mapra 2021 r. Dta spmMapka sBiIsIeTCS
OJIHMM W3 KPYIHEHIIMX TOPrOBBIX MEpONpHUATHH cTpaH EBpombl. B Tekcte Hano ykasars, 4TO
ydacTM€ B D3TOH spMapke IO3BOJIAET IIMPOKO IPEACTABUTh  SKCIHOPTHYIO HPOIYKIIMIO
OpraHu3aliy, MpoJaTh JKCIOHATHI CO CTEHNA, U3YYUTh OCOOCHHOCTH PBIHKA, OOMEHSTHCS C
JIPYTUMH Y4aCTHUKAMH SpMapKyd HayYHO-TEXHHUYECKOW MH(popManuei U 3aKII0OYUTh BBITOIHbIC
CHEIKU.
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3anaua 22. (3-22)

CocraBbTe NOKJIAJHYIO 3allUCKy HayaJlbHUKA OT/eNa PYKOBOAMTENIO MPEANPUSITUS O
(bakTe HEBBINOJIHEHHS PAaCIOPSIKEHHU O MOHTa)xe OOOpyIOBaHMSA Ha Y4acTKe [0 NpPUYMHE
€11a00ro KOHTPOJISl CO CTOPOHBI TJIaBHOTO MEXAHUKA.

3anaua 23. (3-23)

OdopmMure 3amuch B TPYIOBOW KHIDKKE OO YBOJIBHEHHWH Bac: a) MO COOCTBEHHOMY
KenaHuio; 0) B CBSI3M C JIMKBUAALMEH OpraHu3aluu; B) B CBS3M C HECOOTBETCTBHEM
BBINOJIHAEMONH  paboThl MpexbsABISIEMbIM TpPeOOBAHUSAM,  BCIEACTBUE  HEIOCTATOYHOM
KBATH(UKALIHH.

3anaua 24. (3-24)

CocraBbre uHpopMmarnmonHoe nuckMo AO «ABTOTOP» nemenxoii pupme «BMW» o
BO3MOXHOCTH MPOJaKU aBTOMOOMIIEH. OCTallbHBIE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

3anaua 25. (3-25)

CocTaBbTe JOKJIAJHYIO 3alMCKy O IPHUYMHAX HECBOEBPEMEHHOI'O IPEJICTaBICHHUS
uHpOpPMaLlMM O BBIIOJHEHHWM IpuKa3a Jupekropa. OcranbHble PEKBU3UTHI YKKUTE
CaMOCTOSITENILHO.

3anaua 26. (3-26)

CoctaBbTe TPOEKT KOHTpPAaKTa IO HaiiMy, oruiare W yBOJbHEHHWH Bac. OcranbHbIE
PEKBU3UTHI YKAXKHUTE CAMOCTOSATENIBHO.

3anaua 27. (3-27)

CocraBbTe MNUCHMO-OTBET MuUHHCTEpPCTBA CEIbCKOro Xo3sicTBa KamumHuHIrpaackoi
obnactu npezacenarento akuuonepHoro obmiectBa «KAJICEJIBXO3» mo Bompocy MOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 3a CJaHHOE 3€PHO.

3anaua 28. (3-28)

CocTaBbTe JTOKJIAJHYIO 3allUCKy TJIABHOTO OyXrairepa pyKOBOIUTEIO HPEANPHUATHS O
HEOOXO/MMOCTH IIEHTpaJIU3allil pPacyeToB C paboTHUKaMM mpennpuatus. B oOs3aHHOCTH
YUYETHBIX PAaOOTHUKOB 11€XOB JOJKHO BXOJMTH JIUIIL 0(OpPMIIEHHE MEPBUYHBIX JOKYMEHTOB 10
yueTy BbIpaboTkH. B poxiagHON 3amucke HEOOXOIUMO MOJATh MPEIJIOKEHHE O MEepecMOTpe
ITATOB OTYETHBIX PAOOTHUKOB B II€Xax M TJIABHOW OyXrajrepud U3 pacuera oOOIIero
COKpAILIEHUs IITaTOB HE MeHee ueM Ha 20%.

3anauya 29. (3-29)

CocraBbTe NpHKa3 0 NepeBoJie Ha pabOTy BHYTPH OpraHU3aIHu.

3anaua 30. (3-30)

Ounmuan OO0 «Pocroccrpax-KanmuHaunrpaa» uMeer crpaxoBod otaen B r. CoBeTcke.
Havaneauk 3toro oraena C.M. MBaHoBa n3aaia npyuka3 0 HA3HAYEHUU WHCIIEKIIMOHHOW TPYIIITBI
JUTSL TIPOBENICHUS CBEPKH JTAHHBIX OYXTaJITepPCKOT0 M OTEpAIlMOHHOTO YYeTa 3a MEepPBbI KBapTal
Tekymero roja. CBepka mNpoBOIUTCS B cooTBeTcTBUU ¢ mucbMoM OOO «Pocrocctpax-
Kamununrpan» Ne 09-07/8 ot 19 ampens Tekymiero roga «O NpoBeIeHHH MUIOTHOH CBEPKU
JAHHBIX OyXTajJTepcKoro M OINEpallMOHHOTO Yyd4yeTa 3a IMepBbIi KBapTad», B COCTaB
MHCIEKIMOHHON TIpynmbl BKIOYeHbl Oyxranrep Muxanesa JIJI. u onepanumonuct IlonsikoBa
T.B.
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3anaua 31. (3-31)

B coctaB AO «Toproseiii oM "Mepkypuii"» BXxoaut marazu «TpuKoTax», pacXxoibl Ha
COJIEpXKaHUE KOTOPOrO IMPEBBIIIAIOT JAOXOJ OT €ro AESITeNbHOCTU. [ eHepanbHblil qupektop AO
nojAnucall IpuKa3 o JUKBUAAMU MarazuHa «Tpuxotax». Mara3uH JTUKBUAMPYETCS B CBSI3U C
HEpEeHTA0EIbHOCTHI0O M B LEISIX COKpAlleHHs pacxoioB. [Ipuka3oM JIMKBHIUPOBAH MarasuH;
CO3/71aHa JIMKBMJIALIMOHHAs KOMHCCHUS, COCTOSIAs U3 3aMECTUTEINs I'€HEpalbHOIO IUPEKTOpa
3A0 «ToproBeii aom "Mepkypuii"» (mpenceaTelb KOMHCCHH), IHUPEKTOpa Mara3uHa
«Tpukoraxx» M HavyasbHMKa 3KOHOMHYecKoro otraena AQ; gaHbl MOPYYEHHs IPEACENATEIIO
JUKBUJAIMOHHOW KOMHCCHUM TIO CPOKY IHPEACTABJICHHUS aKTa JUKBUIAIMOHHOW KOMHUCCHH,
3aMECTUTENI0 TE€HEPAJbHOTO JAMPEKTOpa I10 3KOHOMHUKE I10 BHECEHMIO IPEUIOKEHUH O
JaNbHEHIIeM HCIOIB30BaHUN OCBOOOKAaromerocs nomenienus. [Ipuka3 cnexyer opopMuts Ha
OJlaHKe C TPOAOIBHBIM PACIOJIIOKEHUEM PEKBU3UTOB, OCTaJbHBIE JIAHHBIE YKaXHUTE
CaMOCTOSITEIIbHO.

3anauya 32. (3-32)

CocraBbTe U odopmute npukaz o6 urorax padotsl ¢ qokymentamu B OO0 «Mup» B
MPOLIEIIIeM TOy. B KOHCTaTHpYIOIel YacTH YKaKUTE Ha UTOTH aHAJIM3a, BBISIBUBILINE HU3KYIO
TpeOOBaTENILHOCTh PYKOBOAMTENEH MMOApA3JENEHUN K KauecTBY IHOJIIOTOBKM JOKYMEHTOB U
KOHTPOJIIO 32 HMX WCIIOJIHEHHWEM. B pacrnopsauTenbHONM 4YacTU MOPYYUTE PYKOBOJIUTENSM
MOJpa3JelieHnit YCHJIUTh TpeOOBaTeNbHOCTh K KayecTBY paboThl € JOKyMEHTaMH, a
pykoBoautento otnena JJOY paszpabotaTh Mephl MO YIydlleHHI0 3Tod padoThl. OcranbHbIE
JTAHHBIE YKa)KUTE CAMOCTOSTEIIBHO.

3anaua 33. (3-33)

CocraBpre u odopmute mnpukaz nmo OOO «3anaa» 00 HCMOIBL30BAHUM OTXOOB
nuioMaTepuanoB. B koHcTaTtupyromeil yacTu ykakute, 4TO IpHU INpPOBEpKe pabOThl CKiaja
MUJIOMaTepruaIoB OBUTH BBIABIEHBI (DAKThl OTIYCKAa B KOTENbHYIO MM COKUTAHUS OTXOJOB
nuioMaTepuangoB JIHHON cBeimie 20 cMm. B pacnopsauTenbHON dYacTu cieayeT o00s3aTh
3aBenytomiero ckmagoMm M.C.UymakoBa opraHu3oBaTh paboOTy MO peanu3aldid OTXOJ0B
MUJIOMAaTepUaIoB YaCTHBIM JIMIIAM, a SKOHOMHUYECKUH OTIENl — MPOBECTH pacueT CTOMMOCTH
OTITYCKaE€MBbIX YaCTHBIM JIUIIaM MaTepuasioB. OcTajibHble JaHHbIE YKAKUTE CAMOCTOSITENIBHO.

3anaua 34. (3-34)

CoctraBpte u odopmure mnpukaz nmo OOO «Komera» 00 obecriedeHHH MOKapHON
0€30MacHOCTH M YCHIIGHHU OXPaHbl MPEANpUsTHs. B KOHCTaTHpYIOIIEH YacTH COUUIUTECh Ha
OMACHOCTh TEPPOPUCTHUECKUX AKTOB U YKXKUTE IIeNib oOecreueHus: 0e30MacHOCTH JIOCH |
COoXpaHEeHHME uMyllecTBa. B pacrnopsautensHoil yacTu cienyer o0s3aTh HayaJbHHMKA OT/AENa
oxpanbl K.JILKomknHa ycWINTh NOPOIMYCKHOW pEXHM M OPraHU30BaTh KPYIVIOCYTOYHOE
nexypctBo Ha cknange Ne 1; xomenmanta 3maHus B.I'.Kyuma — mnpoBeputh COCTOSHHE
CUTHAJIM3ALMU U AJIEKTPOMPOBOJIKH, @ HaYaJIbHUKA aIMUHUCTpaTuBHOro otnena O.I. biunosa —
nepeBectd B ckiang Ne 1 Bocmamensitommecs: BemecTBa. OcCTalibHbIE JIaHHBIE YKaXUTE
CaMOCTOSITENIBHO.

3anaua 35. (3-35)

23 — 31 mapra Tekymiero roga B KamuHuHTpage mpoxoasT (uHaIbHBIE COPEBHOBAHUS
IOHBIX ~XOKKEHCTOB Kiyba «3omotas 1maitbay wumenu A.B.Tapacoma. IloarororsTe
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noctaHoByieHre [ nmaBel ropoackoro oxpyra «lopox Kamuuurpam» A.H. CuiranoBa 00
obOecrieueHUH OeCIIaTHOrO Mpoe3a IIKOJIbHUKOB B JIHU COpeBHOBaHUU. B koHcTatupyromeit
yacTH HEOOXOIMMO YyKaszaTh LENM Pa3BUTHUS JIETCKOTO cropra B cyObektax P®d, a Takxke
cociaThCd Ha Y CTaB rOpoJACKOro okpyra. B pacnopsaurensHol yactu gaercs nopyyenune MKII
«Kamuaunarpag-I'opTpanc» mo obecriedeHnio OECIUIATHOrO Mpoe3Aa OPraHW30BAHHBIX TPYIIT
JeTeil B CONPOBOXKACHUH B3pOCIBIX B TOPOACKOM OOIIECTBEHHOM TPAHCHOPTE B MEPUOJ
npoBefeHUsT copeBHOBaHHM. KOHTpOib 3a HCHOMHEHHEM IOCTAaHOBJIGHUS BO3JaraeTcs Ha
MEPBOro 3aMecTuTeNs r1aBbl aaMuuuctpanuu 0. A.Oexsimiosa.

3anaua 36. (3-36)

CocraBere u odpopmute mpukaz mo OOO «BectJlaiitn» o npueme Kynemooit Hunbr
CepreeBHbl Ha TOCTOSHHYIO pabOTy KOHAYKTOPOM MapHIpyTHOro aBToOyca. Pasmep oxmana
cocraBisier 21 Tteic. py0. OcHOBaHWMEM ISl W3JaHUS TPUKa3a MOCTYXKHIN 3asBICHUE
H.C.Kynemoso#i u TpynoBoii qorosop Ne 28.

3anauva 37. (3-37)

CoctaBbre u oopmure npukaz mo OOO «HOr» 00 yBOJIbHEHHH MO COOCTBEHHOMY
xemannto Oyxranrepa KuceneBa mutpus CepreeBuda B CBS3M C BBIXOJOM Ha IeHcuio. Ha
NpUKa3e UMEIOTCS BU3HI INIABHOTO OyXranrepa U HadaubHUKa oTaena kagpoB OOO0.

3anava 38. (3-38)

CoctaBpTe M o0¢GOpMHUTE AOKIAJAHYIO 3alUCKy B COOTBETCTBUM C CHUTyalueil: B
KanuHuHrpasickoM WHCTHTYTE MOBBIIICHUS KBaTH(PUKALMU YUYUTENEH CO37JaHbl MOCTOSHHO
NEHCTBYIOIIME KypChl — MOATOTOBKM  joromenoB. Kypcel  pabotanm Ha  IpHUHIUIE
CaMOOKYIIaeMOCTH, OJHAKO B TEKYIIEM y4eOHOM TOJy UId MPOJOJKEHHS UX JEATEIbHOCTH
HEoOXoauMO JlomoJHUTENbHOe (uHaHcupoBaHue. [upexktop wuncturyra C.P. Ilokansesa
oOparunace k MuHucTpy oOpazoBanus KO C.C.TpyceneBoil ¢ mpocb00i BBIAEIUTH TpHUCTA
ThICAY pPyOJell A MOKBapTaJbHOrO (UHAHCHUPOBAHMS JAEATENIBHOCTH KYPCOB B TEKYIIEM
yueOHOM rony. JloknmaaHas 3amucka Obula cocTaBieHa 25 aBrycra TeKyllero roja,
3apeructpupoBaHa 3a Ne 33 u B TOT Ke JE€Hb OTIpaBieHa B MUHHCTEPCTBO 00pa3oBaHUs
Kanununrpaackoit odmacTu.

3anaua 39. (3-39)

CocraBpTe M oQoOpMHTE NHUCHMO-OTKa3 nojurpagpuyeckoro npeanpusatus «lloGeman
(O0O0) akunonepHoMy 0011ecTBY «CalioT» 1O BONPOCY BBIMOJHEHUS 3aKa3a Ha W3TOTOBJIEHUE
O5aHKOB yyeTa M oT4eTHOCTH. IIpuunHOM OTKa3a sBUJIACh PEKOHCTPYKIMS MEYaTHOIO liexa,
KOTOpasi MPOAJIUTCS 10 KOHIIA IIEPBOTO MOJIYTOAUS; IPYTHE TaHHBIE YKaXKUTE CAMOCTOSITENIBHO.

3anaua 40. (3-40)

CocraBpre u odopmure rapantuitHoe muceMo OOO «Pagyra» B agpec OAO
«TexmpoekT» 00 OKazaHUU TEXHUYECKOW MOMOIIU B pa3paboTke pabouux depTe:ked HaCOCHOM
craHuuu. PaboTy Heo0XoaMMO TpoBeCTH JO Hayaja aBrycra Tekyuiero rona. Ilucemo
nognucamu aupexkrop OOO «Pagyra» I'.A.KpeuioB u rmasueiii Oyxranrep O.I1.Kosanesa.
OcTaJsIbHbIE TaHHBIE YKAXUTE CAMOCTOSITENIBHO.



33

IIpoGiaemHble 3amaHus (CHTyanMOHHbIEe 3a/a4yM) UIA OLEHKH YPOBHS
copmupoBanHocTu komnerenunu IK-15.

3ananmue 1. (I13-1)

ITo Bune Oyxrantepuu corpyanukam AO «CupeHa» B TEKylIeM Mecsie Obuia 3azepikaHa
BBITJIaTa 3apaboTHOW TuIaThl. [ maBHBIN Oyxrantep nHpopmupyer aupekropa AO o Tom, 4TO
3a/lep’)KKa HaJIMYHOCTH Oblga cBA3aHa ¢ omno3zgaHueM Ha cueT AQO JEHEXHBIX CPEICTB OT
IpeInpUITHI-TAPTHEPOB.

3aganue: B ponu Oyxranrepa cocTaBbTe Cay)eOHYIO 3anucKy. Buj ciy:xeOHOM 3amiucKu
BbIOEpUTE, UCXO/S U3 NPEVIOKEHHON CUTYaIH, CAMOCTOSITENILHO.

3ananmne 2. (I13-2)

01.12.20 r. mommkHO coctosaThes cobpanue AO «I'panay. AO «Mepkypuit» HampaBisieT
CBOETO MPEACTABUTEIIS JAJISl YIacTUSI B COOpaHUU.

3aganue: CocTaBpTe TeJerpamMmy 0 MPUOBITHH MIpeJICTaBUTEINS (bupmbl
«MepKypHii», BKIIOYHB MPOCb0y O OPOHUPOBAHMM B OJHOW M3 TOCTHHHI[ TOpOAa 1-MeCTHOTO
HOMEpA «IIOKC» Ha UMs npeacTaButens Ha nepuoy ¢ 01.12.20 r. mo 03.12.20r.

3ananmue 3. (I13-3)

Hupextop OO0 «Mmmnpa» NpUHSIT pelieHre o mpueMe Ha paboTy ONMBITHOIO MEHEIKepa
C COJIUIHBIM CTaXEM pabOThI 1O CIEMUATFHOCTH Ha JIOJDKHOCTh «MEHEDKEpa MO peKiaMe».

3amanue: B ponmum  cmeumanucra  kagpoBoil  cimyxkObl.  [loaroTtoBpTe  MPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3ananue 4. (I13-4)

[Tpou3BoacTBEHHAsE HEOOXOIUMOCTH TpeOyeT mpopoinkeHne padotsl AO «Jlyna» B
BBIXOJHBIE JIHM C YYETOM JIGHEeXKHOW TmepepaboTKU WM MPEIOCTaBICHUS IPYruX JHEH
OTJIbIXA.

3amanue: B pomu cekperaps — pedepenta aupekropa AQO MOATOTOBBTE MPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3ananue 5. (I13-5)

B AO «3Bapsa» cocrosimoch 3acefaHue mpabieHus. [loBecTka gHs Oblia IMOCBSIIEHA
pacuIMpeHHIo OTAeNa MapkeTHHra GUpMbI. B cBsi3u ¢ 3TUM BO3HHKIIA

HEO0OXOJIMMOCTh BHECTHM HM3MEHEHHS B ILUTATHOE PACIHUCAHUE COTPYIHUKOB (UPMBI, a
TakKe pa3o0paTh HOBBIE JODKHOCTHBIE HHCTPYKIIMM Ha BBEJIEHHE B OTAEN MapKeTHHTa
JOJKHOCTH MEHEeJKepa Mo peKiIaMe U PEKJIaMHOT'O areHTa.

3azanue: B ponu cekperapst 3acelaHusl COCTaBbTE ITPOEKT IIPOTOKOJIA.

3ananmue 6. (I13-6)

B AO «KYb» npoBenena mpoBepka padOTHl OT/eNla MAPKETHHTA MO0 OKA3aHUIO TUIATHBIX
yeayr. KoMuccusi B coctaBe 3aMecTuTeNsl AUPEKTOpa, IM. Oyxraiarepa M HadajlbHUKA OTAeNa
MapKeTHHTa B XOJ€ NPOBEPKH OOHApYXKWJIA HaAPYIICHUS B odopmiieHnn TaHHOU
JOKYMEHTaluu OyayT TpeACTaBJIE€Hbl CAaHKIIMH.

3aznanue: [loAroToBbTE MPOEKT COOTBETCTBYIOUIETO AAHHOM CUTyallud JOKyMeHTa. Buj
JIOKYMEHTA OIPEIETUTE CAaMOCTOSATEIBHO.

3aganme7. (I13-7)

Ha ocHoBanuu wuccienoBaHusl OTIEIOM MAapKETHHIa KOHBIOHKTYPbI pbIHKA cOBbITa
npogykuun OO0  «Ceep» mpeacTaBWia BO3MOXHOCTb — 3aKIIOYUTh  PsIi BBITOJHBIX
KOHTPAKTOB.

HavanpHuk oTaena MapKeTHHra peIIWI — TMOOMIPUTh  BEAYIIUX  COTPYIHUKOB
IPEeMHUATIBFHBIMU BBITUIATaMU K OJmKaiiiiei 3aprare.

3amanue: B ponm  HavanpHWKA ~ OTHENa MapKeTHHra MOJTOTOBBTE  MPOEKT
COOTBETCTBYIOLIETO  JTAHHOM  CUTyalludu JOKyYMEHTa. Buax  J0OKyMeHTa  ompeneiuTe
CaMOCTOSITENIBHO.

3ananmue 8. (I13-8)
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Hupexkrop OOO «3amnan» NpUHAN pELIEHHE O NPUEME HOBOI'O COTPYIHHKA B OTAEN
npoAax Ha JOKHOCTh «MEHeIkep mo mpoaaxam». Mexay OOO u cnenHalinucTom
3aKJIFOYEH TPYIOBOM JIOTOBOP.

3ajanue: B ponum  coTpyAaHHMKa ~— KaJIpoBOM  CIOY:KObl  MOATOTOBBTE  MPOEKT
JIOKYMEHTa COOTBETCTBYIOILIETO CUTYaLMH.

3ananue 9. (I13-9)

000 «Cwmena» mnonyuaer or OOO «HarypoBo» pekiaMHyl0 Opolirtopy,
MPEJICTABISIIONIYI0  O00orpeBareiabHble MPUOOPBI, KOTOpble MOIIM Obl HANTH MpUMEHEHUE
B TEIUIMYHOM XO35IMCTBE.

Ha coBemanun 1o UCHOJIB30BAaHUIO OSTUX MPUOOPOB  BBISICHUIOCH, UTO  JIJIS
NPUHATHS OKOHYATENIFHOTO PELICHHsT HEO0OXOAuMBI Oojiee TOJHBIE JaHHBIE IO BCEM TOBapam
JTAHHOM TPYIIIbI, TAK)KE MPEUCKYPAHT LIEH C YKa3aHHEeM YCIIOBUM MOCTAaBKH.

3apanue: CocTaBbTe MPOEKT cirykeOHoro muchma B cekperapuar OOO «HarypoBo» ¢
3arpocoM Oosiee moApoOHOM HHpOpMALIMK O TaHHOM TOBape.

3anganmue 10. (I13-10)

Cornacno norosopa Ne33 ot 05.11.20r. Ha moctaBky oborpeBarenbHbIX mpudopos OO0
«3aps» obsa3ana O6puta moctaBuTh OO0 3aps» B 1 xBaprane 2020 r. ToBap Ha OOIIYyIO CyMMY
500 mmH. pyo.

@axtuyecku B 1 kBaprane 2020r. pupme «Cenenay ObLIO TTOCTABICHO TOBapa HA CyMMY
300 miH. pyo.

Ha ocnoBanuu 11.9.1. noroBopa nocraBku 3a IpocpodKy nocraBku toBapa IlocraBiuk B
30—nHeBHBIN cpoK 00s13aH BHILIATUTE MITpad B pazmepe 20% OT CTOUMOCTH HE MOCTaBJICHHOTO
TOBapa.

3ananue: [loaroroBsTe NPOEKT MPETEH3MOHHOTO NKCchbMa B anapec [locraBmiuka.

IIpuMepHbBIe OLIEHOYHBIE CPEACTBA JJIsl MPOBEIEHUA
TEMATHYECKOT0 KOHTPOJIS

Tecr 1 (T-1)

1. laiiTe onpenesieHne 10KyMeHTA:

A) MaTepHaJbHbIi 00bEeKT ¢ HHpOPManHe, 3aUKCHPOBAHHON CO3JaHHBIM Y€JIOBEKOM
crnocodom, /151 eé mepeaadyn BO BpeMeHH M IIPOCTPAHCTBE

B) cOBOKYITHOCTH PEKBU3UTOB OPHUIIHATIEHOTO MHCHMa

C) crangapTHOE pacmoioKEHUE MaTepHraia

D) tekct

2. JlaiiTe onpenenenue popmyasipa-odpasua:

A) COBOKYITHOCTh PEKBHU3UTOB JEJIOBOTO MHCHMa

B) coBOKYNHOCTH pacnosioKeHHbIX B ONpe/ie1eHHOMH 1M0Cc/1e10BATeIbHOCTH PEKBHU3UTOB,
NMPUCYLIIMX BCEM JOKYMEHTaM ONpee/IeHHOH CHCTeMbI IOKYMEHTANH

C) COBOKYITHOCTb PEKBU3UTOB MTPHKa3a

D) coBOKynmHOCTbH pEKBU3UTOB aKTa

3. laTta nokymeHTa 0popMIIsieTCsl CAETYIOIIAM 00pa3oM:

A) 1 pespans 1997

B) 1 deBpans 97 r.

C)01.02.97 r.

D) 01.02.97

4. lata 1OKyMeHTa — J3TO:

A) nara ero noJnUCaHusl, IPUHATHS

B) nata ero cocraBnenus

C) nara ero noANUCaHus, NPUHATHSA, YTBEPKIAEHHUsI, COCTABJIEHHS, 1aTAa COOLITHS
D) narta coObITHS
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5. 1eJ10npon3BoACTBO — 3TO:

A) mpaBuibHOE OpOpMIICHUE JOKYMEHTOB.

B) opranusanus 10KkyMeHTO000pOTa B YUPEXKICHUH.

C) COBOKYITHOCTb IOKYMEHTOB, OTPAXKAIOIIUX YIIPABIECHUYECKYIO IEATEIHOCTD YUPEXKICHHS.
D) coBokynHOCTH padoT M0 JOKYMEHTHPOBAHHIO /1eSITeJIbHOCTH YIIPABJIeHUS U MO
OPraHM3aliH IOKYMEHTOB B YUpeKICHHH.

6. JlessTeJIbHOCTH aNmapaTa ynpasJieHHs, 0XBAaThIBAIOLIasi BONPOCHI JOKYMEHTHPOBAHUSA H
opraHu3anuu padoTsl ¢ JOKyMeHTaMH — 3TO:

A) 1OKYMeHTallHOHHOe o0ecnieyeHHe yIpaBJeHHus

B) cranpapruzanus

C) EICJ

D) cucrema nokymeHTanuu

7. Kakast pyHKUMS OTHOCHTCS K 001IMM (PYyHKIUSIM JOKYMEHTA:

A) oOmeKyIbTypHas;

B) undopmanuonHnas;

C) npaBoBas;

D) ynopsnounBaromasi.

8. UHjekc 10KyMeHTa — 3TO

A) HOpAAKOBBI HOMEP pEerucTpaluu

B) unaekc crpykTypHOro noapasiesieHus

C) undposoe, OykBeHHOE I KOMOMHUPOBAHHOE 0003HAYeHHe JOKYMEHTA, YKa3bIBalollee
MeCTO ero COCTABJICHUsI U XPaHeHHUs

D) Homep niena o HOMEHKJIaType Jien

9. UcnotHUTeIbHOE [1eJI0NIPOM3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX yUPEKICHUIX

B) pabota ¢ noxymeHTamMH, IPOBOJUBIIASACS B KOJUIETHAX

C) pa6oTa ¢ 1OKyMeHTaMH, IPOBO/IMBIIASIC B MUHUCTEPCTBAX

D) pabGota ¢ ToKyMeHTaMu, MPOBOAMBILASCS B TPUKa3ax

10. KoJui1e:kckoe 1e10Mpou3BoACTBO — 3TO

A) pa0ora ¢ JOKyMeHTaMH, NIPOBOAUBIIASICA B KOJLJICTHAX

B) pabota ¢ nokyMmeHTamu, MpOBOMBIIASCS B MPUKa3ax

C) pabota ¢ foKkymMeHTamMH, IpoBoauBIIasics B COBETCKUX YUPEXKACHUIX

D) pabora ¢ nokymeHTaMH, TPOBOAMBINASACS B MUHUCTEPCTBAX

11. KomMnjiekc 0CHOBHBIX MOJIOKEHHUI, ONpeeJSIIOIMX U PperjaMeHTHPYOLIMX
OPraHM3aNHI0 TOKYMEHTAIHOHHBIX MPOLECCOB HA MPeINPUATHH — ITO

A) cuctema JOKyMEHTAIH

B) EI'CJ1

C) noxyMeHTallMOHHOE 00ecTieueHHe yIpaBJIeHUs

D) cranmaptuzarus

12. HazoBuTe 1Ba OCHOBHBIX (hopMaTa, Ha KOTOPBIX 0(popMJIsIIOTCA JOKYMeHTbI OP/[
A) A5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 mm)

C) A5 (148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)

13. Ha3oBuTE 10KYMEHT, He BKJIKYEHHBIH B TPyNy BXOASIIIMX U UCXOISIIIHUX IOKYMEHTOB
B NIpUKAa3ax

A) mamsitu

B) orniucku

C) akT

D) rpamotsl

14. HazoBuTE 10KYMEHT, HEe H3aBaeMblii IapeM B NIePUO/ NPUKA3HOI0 1eJ10NPOU3BOCTBA
A) ’)xanoBaHHas rpaMoTa
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B) yxa3

C) npurosop

D) akr

15. HazoBHuTEe HOPMATUBHBII JOKYMEHT, HA OCHOBAHHHU KOTOPOT0 0(hOpMJIAIOTCS
noxkyMeHTbl OPJ]

A) MHCTPYKIIHS 1O ASTONPOU3BOACTBY

B) nonoxxenue 06 apxuBHOM oHae PO

C)I'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

16. O0s13aTe/IbHBII NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbIH 3aKOHOM — 3TO

A) unTepBan

B) pexBusuT

C) nonosxxenue Tabynsaropa

D) smbnema

17. Opranuszauus padoThl ¢ JOKYMEHTAMHU B KOJUIETHsIX HOCUT HA3BaHHe

A) KOJLIEKCKOE 1eT0NPOU3BOACTBO

B) coBerckoe n1enonpon3BoACTBO

C) npuka3Hoe JeI0npPOU3BOJCTBO

D) ucnonnurensHo€E 1€I10IPOU3BOJCTBO

18. Opranusanusi paéoTsl ¢ JOKYMEHTAMH B MUHMCTEPCTBAX HOCHUT HA3BAHHE

A) coBeTCKOE J1eJ0NPOU3BOICTBO

B) xonnexckoe Aenonponu3BOACTBO

C) npukazHoe 1eT0NMpPOU3BOICTBO

D) ucnosinuTebHOE 1€10IPOU3BOACTBO

19. llepeyncinTe OCHOBHbIE BH/IbI 0JIAHKOB

A) o0umii 0s1aHK, OJIaHK U1 TEceM, OJIAaHK € POAOJIbHBIM U YIJIOBBIM PacloJI0:KeHHeM
PEKBU3UTOB

B) cymiectByeT TOIbKO OJaHK C MPOAOIBHBIM U YTTIOBBIM PACTIONOXKEHHUEM PEKBH3UTOB
C) cymiecTByeT TOJIBKO OOITUI OJIaHK

D) cymiecTByeT TONbKO ONAaHK JJIsl THCEM

20. MMepeuncanre neau U3y4eHHus 1eJT0MPOU3BOACTBA

A) onpeaenuts poib ciayx0 JOVY.

B) noxazare 3HaueHne pabOThI ¢ JOKYMEHTaMH B JKU3HH OOILECTBA.

C) oBi1ajieHNe OCHOBAMH MPABUJILHOI0 0(popMJIeHHSI TOKYMEHTOB M Ha/lJIesKalei
opraHu3anuei J10KyMeHTo000poTa.

D) npuBuTH HEOOXOMMBIE HABBIKH B pabOTE C JIeTaMU, 3aKOHYEHHBIMU JETIOTPOU3BOICTBOM.

Tecr 2 (T-2)

1. 'apanTHiiHOE MMCHMO — 3TO:

A) TOKYMEHT, COOOIAaIONUi O MPUOIMKEHNH, YCKOPEHUH, UCTEUYCHUH CPOKA MCIIOTHEHUS
Kakoro-anbo neicTBus

B) nokyMmeHT, coaepxaiinii MpurialieHue Ha MEpOIIPUATHE

C) 10KyMeHT, B KOTOPOM rapaHTHpPyeTcs OIJIaTa BHINOJHEHHOI padoThl MK
npegocTaBjaeHHe 4ero-a1u0o (padorsl, MOMeEIeHUs U T.[1.)

D) noxymeHT, mOATBEP K TAIOLINI MOTy4eHHEe IEHHOCTEN

2. JlejioBbIe MUCbMA 00BIYHO 3aKAHYMBAIOT )pazamu:

A) B cooTBeTcTBHH ¢ Bameit mpocs00ii ...

B) ¢ yBa:xkeHuem ...

C) namu paccmoTtpeHsl Baim npeuioxenus ...

D) B cBsi3m ...

3. lokyMeHT, 3aKpenJIsiiomMii J0JTKHOCTHOM U YMCJIEHHBIH COCTAB NMPEANPUITHSA C
ykaszanueM (poHaa 3apadoTHOM IJIATBI — JTO:



37

A) DOMKHOCTHAsI THCTPYKIIHS

B) ycras

C) nonoxenue

D) mraTHoe pacnucanue

4. lokyMeHT, GUKCHPYIOIIMI X0 00Cy K/1eHHUsI BOIIPOCOB M IPUHATHS pPelleHHil HAa
co0paHuAX, 3aCeJaHUAX, COBCIAHUAX H T.IL.:

A) 00bsCHHUTENIbHAS 3aITUCKA

B) noxnagnas 3anucka

C) akt

D) nporokoJ

5. Eciin Bam Heo0x0oauMo 1aTh ONMCaHHe PeKJIaMHUPYyeMbIX YCJIyr, Bbl coctaBuTte
A) 10roBOpHOE MUCHMO

B) pexiiaMmHoe nucEMO

C) conpoBoaUTEIBHOE MUCEMO

D) nucsmo-npurnamesue

6. Eciu Bam Heo0Xx01uMO0 cOOOIINTH O MPOBeIeHNH MeponpusaTHusi, Bbl coctaBuTte
A) cOnpoBOAUTENHHOE MUCHMO

B) nuceMo-noaTBepxkaeHue

C) n1oroBopHOE MUCHMO

D) undopmanuonHoe nucbMo

7. Eciim Bam He00X01MMO0 COCTABUTH MUCbMO, HH(OPMUPYIOLLIee apecaTa 0 HANPABJeHUH
K HEMY IIPHCBLIAEMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) conpoBoaAUTEILHOE MHCHBMO

B) nucemo-yBenomienue

C) nuchbMO-TIOATBEPKICHUE

D) noroBopHoe NUCbMO

8. Eciin pacniopsiinTe/IbHAsl 4YaCTh TEKCTA HAYMHAETCS CJI0BAMHU “00513b1Bal0”, TO ITO
A) npukas

B) zasBrnenue

C) pacnopsizkenune

D) ykazanue

9. Ecin pacniopsiiuTeJIbHAsl YACTh TEKCTAa HAYMHAETCS CJI0BAMH “Ipeajiarai”, To 3To
A) npuka3

B) pacnopsixenue

C) uHCcTpYyKLIUS

D) yxa3zanme

10. Uu¢opMaliuOHHO-CIPABOYHBII JOKYMEHT, COCTABJISIIOUINIACH TPYNNOI JIMII 1J1s1
MOATBEPKACHUS YCTAHOBJICHHBIX (PAKTOB — 3TO

A) noxnamHas 3amrcka

B) akT

C) mpoTokon

D) oObsicHuTENBHAS 3aMTUCKA

11. Komniekc B3aUMOYBSI3aHHBIX IOKYMEHTOB, PerJiaMeHTUPYIOIIUX CTPYKTYPY, 3a1a4H,
(pyHKIMH NpeanpHUsATHS, OPraHU3ALHUIO ero padoThl; NpaBa, 00A3aHHOCTH 1
OTBETCTBEHHOCTh PYKOBOACTBA M CHENHMAJINCTOB NPEeANPUATHA — 3TO

A) pacniopsiIUTENbHBIE TOKYMEHTHI

B) ycras

C) cripaBoYHO-MH(DOPMAITUOHHBIE

D) opranu3anmoHHbIe JOKYMEHTHI

12. HazoBHuTE 10KYMEHT, He BXOASIIHUI B TPyNIy pacnopsiAuTe/bHbIX IOKYMEHTOB
A) CTPYKTYpa M IITATHASI YUCJIEHHOCTH

B) ykxazanue
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C) npuka3

D) nocranoBneHue

13. Ha3zoBHuTE 10KYMEHT, He BXOASIIHUI B COCTAB HH(POPMALHOHHO-CIIPABOYHBIX

A) IpOTOKOT

B) cripaBka

C) pacnopsizkenue

D) akr

14. Ha3zoBuTe pa3je, He BXOJASIIIUI B TEKCT yCTaBa

A) periiaMeHT AeATeIbHOCTU

B) o6mue nmonoxxenus

C) opranu3aimoHHOE €IUHCTBO

D) noszkHOCTHBIE 00SI3AHHOCTH

15. Ha3oBuTe YacTH TeKcTa NPUKA3a

A) KOHCTaTUpYIOIIasi, BBOJAHAS

B) koHcTaTHpyomAas, pacnopsiiuTeIbHas

C) ocHOBHas1, pacriopsiIUTeNbHAS

D) BBOIHAs, OCHOBHAas

16. OpraHu3anuoOHHO-PACTIOPAAUTEIbHAS JIOKYMEHTALUS — 3TO

A) yHHPHUIHPOBAHHBIN TOKYMEHT

B) COBOKYITHOCTb PEKBU3HUTOB

C) cOBOKYNHOCTH B3aMMOYBSI3aHHBIX JOKYMEHTOB, (yHKINOHUPYIOLIUX B cepe
ylpaBJieHUSs

D) yaudunuposannas popma

17. OpraHu3anMOHHBII JOKYMEHT JUTHTEJIbHOT0 HJIH MOCTOSIHHOTO CPOKA el CTBHS, B
KOTOPOM o1pejaeeHbl HAYYHO-TeXHHYecKkHe, GUHAHCOBbIE CTOPOHBI 1eATEeJIbLHOCTH
AOJKHOCTHBIX JIUL — 3TO

A) mITaTHOE pacnycaHue

B) 10/12kHOCTHAsI HHCTPYKIUS

C) ycras

D) nonoxenue

18. [IucbMo yaie Bcero HAYMHAaeTCs CJI0BAMH

A)BcCBSIBUC ...

B) c yBaxxenuewm ...

C) B COOTBETCTBHUHU C ...

D) yBa:xkaemsble rocnoaa ...

19. IlpaBoBoii aKT ynpaBjeHUs rocyAapCTBEHHOI0 OPraHa, MMeKInii 003aTeIbHYI0 CHITY
AJISl TPAKIaH U OPraHU3aluMii, KOTOPbIM OH apecoOBaH — 3TO

A) ykazaHue

B) npukas

C) pacnopsizkenune

D) pemienue

20. IIpaBoBoii aKT, M31aBaeMblii pyKOBOIMTe1eM NpeINPUSTHS, 1eliCTBYIOIIero Ha
OCHOBAHMU €IMHOHAYAJINS, VIl pa3pelleHUs] OCHOBHBIX M ONePAaTHBHBIX 32124
NpeAnpUsITHS — 3TO

A) npuka3s

B) ykxazanue

C) pemienne

D) pacniopsixxenue

21. TIpaBoBOii aKT, oNpeaAesSIONINI MOPSII0K 00pa30BaHMsl, 321a4H, 00sI3AHHOCTH, MPaBa,
OTBETCTBEHHOCTh H OPraHU3alUI0 padoThHI NPEINPHUATHS B LEJIOM HJIU €ro CTPYKTYPHBIX
noapasaejeHuii — 310

A) noJio:keHue
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B) ycras

C) nomKHOCTHAST MHCTPYKIIHS

D) mrratHoe pacniucanue

22. IIpuYuHBI H3IaAHUS YKA3aAHHUSI PACKPBIBAIOTCS B

A) BBOJIHOM YacTH TEKCTa

B) pacnopsiiuTensHO# 4acT TeKCTa

C) xoHCcTAaTHPYIOLIEH YACTH TEKCTA

D) oCHOBHOI YacTH TEKCTa

23. PacniopsauTeIbHbI JOKYMEHT KOJL1erHaJIbHOI0 OPraHa ynpaBJjeHus, M31aBaeMblii
MHMHHCTEPCTBAMH, BEJOMCTBAMH, HAYYHbIMH COBETAMH — 3TO

A) peuienue

B) ykazanue

C) pacnopsbkenue

D) npukas

24. CBoja mpaBuJ1, peryJIMpyoluX AesiTeIbHOCTh OPraHu3aliii, UX B3aUMOOTHOIIIEHUS C
APYrUMH OPraHU3AUMSAMH M IPA:KIaHAMU, IPaBa U 00s13aHHOCTH B cdepe
roCcy/1apCcTBeHHOH MJIU X0351iiCTBEHHOM /1esiTeJIbHOCTH — 3TO

A) mITaTHOE pacmnucaHue

B) nonoxxenune

C) 10omKHOCTHAs UHCTPYKLIUS

D) ycras

25. COBOKYIIHOCTH IOKYMEHTOB, cojiep:kamux nHGopManuio 0 GakTu4ecKoM MoJI0KeHUH
AeJ, CIYKaluX OCHOBAHMEM /ISl IPUHATHS PellleHui, U31aHUA PacOpPSAUTeIbHbIX
JOKYMEHTOB — 3TO

A) pacniopsiIUTENbHbIE JOKYMEHTHI

B) opranuzanuoHHbie JOKYMEHTHI

C) oTueTHbBIE JOKYMEHTBI

D) nnpopMannoHHO-CIIPABOYHbIE JOKYMEHTBI

Tembl npe3eHTanmii 1151 OlleHKH YPOBHS chopmMupoBaHHOocTH KomneTenuuu ITK-15.

Tembl npe3entanuii (I1-1):

Hcropus nenonpousBojactea B Poccun
Jenornpoun3BoacTBo B J[peBHEPYCCKOM rocyiapcTae
[Tpuka3Hoe enonpon3BOACTBO

Kounexckoe 1enonpon3BoacTBO

MuHuCTEpCKOE IEIIOMPOU3BOACTBO
Henornpon3oactBo B COBETCKYIO MOXY
3aKkoHOIATETHFHOE PETYINPOBAHHE JEIONPON3BOICTBA
HopmatuBHO-1IpaBOBO€ ¥ HOPMATUBHO-METOJMUECKOE PETYIMPOBAHUE JICIONPOU3BOJICTBA
PexBH3HTHI KaK COCTaBIISIONIINE TOKYMEHTA

10. Knaccugukaius 10KyMEeHTOB

11. bnank opranuzanuu

12. Knaccugukaius 10KyMEHTOB

©CoNo~wWNE

Temsbl npe3entamuii (I1-2):

VYcraB: cosepxanue ycrasa; cenuuka ycraBa, BUSUPOBAHUE, YTBEPKICHHE.
[TonoxeHne: TEKCT MOJIOKESHHS; BUSUPOBAHUE, YTBEPIKICHHE.

JI0JPKHOCTHASI MHCTPYKIUSA: TEKCT, BU3UPOBAHUE, YTBEPKICHUE.

[IITatHOE pacnucaHue: onpeesieHue, 0popMIICHHE, TOIIHUCH.

Wuctpykuus: onpeaeneHue, ohopmiieHre, MOIIKICh, BBEJCHUE B ICHCTBHE.
JloroBop: omnpeeseHue, CoaepKanue, 00si3aTeIbHbIC JIEMEHTBI JIOTOBOpa

ok wdE
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7. Tlpuka3 mo OCHOBHOM JeSITEIBHOCTH: ONpeeneHne; oopMIIeHUE TPUKa3a; 00s3aTebHbIC
PEKBHU3HTHI; CTPYKTYpa MpHKa3a (3arojoBOK, TEKCT); oopmieHue npukasa; opopmieHue
NPUJIIOKEHUH K PUKA3y; BU3HPOBAHUE, PEIaKTUPOBAHHE, PACCHUIKA, TIOIHICh, MAPIIPYT.

8. Pacnopspkenue: onpenenenue, ohopmieHUE.

9. VYkazanue: onpezeseHue, MPaBo U3JaHUS yKa3aHHs;, 0POpPMIICHHE.

10. ITocranoBneHue: cocTaBieHrne U 0popMIICHHE.

11. Pemenue: cocraBieHue u opopMIICHHUE.

12. CnpaBka: BHEIIHSS, BHYTpeHHss. TeKCT ClpaBKHU.

13. AKT: pa3HOBUJHOCTHU aKTOB, CTPYKTYpa aKTOB.

14. TIporokosn: BUJIbI IPOTOKOJIOB 3aCEAAHUI; CTPYKTYpa MPOTOKOJIA; AaTa MPOTOKOIA.

15. HoxmamHast M 0ObsiICHUTEIbHAS 3anUCKU. CITy)keOHOE MUCHMO.

16. IIpukasbl O JMUYHOMY COCTaBY: OIpeneeHue; ohopMIIeHIE; CTPYKTYpa IpuKasa.

17. TlonoxeHue o0 NEPCOHANBHBIX JAHHBIX pAaOOTHHKA.

18. JluuHoe neno: ompeseneHue, coaepxanue, opopmieHue, 00s3aTeIbHble 3JIEMEHTHI
JUYHOTO Jena.

Tembl npesentanuii (I1-3):

1. OcHoBHBIE IpaBUJIAa OPTaHU3ALNN JOKYMEHTO000POTa B OpraHU3aIiH.

2. IIpuem, 06paboTKa u pacrpene’eHne MOCTYNAIIUX JOKYMEHTOB.

3. Ilopsitok HarpaBiIeHHUS HA UCIIOTHEHHE U paOOTHI HCIIOTHUTENS C JOKYMEHTAMH.

4. IIpaBuna 06pabOTKU UCXOISAIINX JOKYMEHTOB.

5. Mopenu 37eKTpOHHOTO IOKYMEHTO000POTA.

6. YrpaBineHue 3JeKTPOHHBIM TJOKYMEHTOOOOPOTOM.

Tembl npe3entanuii (I1-4):

1. [TpennoxeHus, 3asBICHHUS, *KaI0ObI, X01aTalCTBA, KOJUIEKTUBHBIE 00pallleHus Ipax/IaH.

2. 3akoHOJaTEIbHOE U HOPMATUBHOE PETYIMPOBAHNE PAOOTHI C 0OpaIIEHUSIMH TPaXKIaH.

3. Oco0GeHHOCTH BeJCHHUS IEIOMPOU3BOJICTBA IO O0pAIllEHUsIM TpaX/IaH.

4. Opranuzanus JU4HOTO IpUeMa Ipax/iaH.

IIpumepHbIe olleHOYHBIE CPeACTBA 1S IPOBeIeHUs

PYO€KHOI0 KOHTPOJISA (KOHTPOJIbHAsA pabdoTa)
Bapuanr 1
1. Opranu3anuoHHble (OpMBI AETONPOU3BOICTBA U UX XapaKTEPUCTHKA.
2. CocTaBuTh CHpaBKy OpraHM3alMM O 3aHUMAeMOW BaMHU JOJDKHOCTH JUISl MPEIbSBICHUS IO
MECTY Y4eOBl.
3. CocraBUTh MPOEKT MpHKa3a PYKOBOAUTEISIM OpraHM3alMM O MPEACTAaBICHUU PaOOTHHUKY
y4eOHOT0 OTITYCKa MPH YCIOBHUH, YTO yueba CBA3aHa C UHTepecaMH paboToaaTes.
4. CocTaBUTh AOTOBOP MOCTaBKU MPOAYKIIMH ITPOU3BOJICTBEHHOTEXHUUYECKOTO Ha3HAUCHMUS.
5. CocraBuTh U 0POPMUTH TOJHKHOCTHYIO HHCTPYKIMIO paboTHUKY ciayxO0bl JIOY (cekperaps).
6. CoctaBuTh U 0(hOPMUTH TOBEPEHHOCTH Ha nonmyueHne TMII. 3apeructpupyiite ee B )KypHaie
ydera JOBEPEHHOCTEM.
Bapuanr 2
1. JIoOKyMEHTallMOHHBIE CUCTEMBI, UX COCTAB U COJEP KAHNUE.
2. CoctaBuTh M O(OPMUTH 3asABJIEHUE PYKOBOJUTENIO O MpueMe Ha paboTy Ha JIOJKHOCTD
HYKOHOMHCTA.
3. CocTaBUTh MPOEKT MpHKa3a PYKOBOAWUTENS OpraHU3allid O HA3HAYEHUHM Ha JOJHKHOCTh
HKOHOMHCTA (10 TaHHBIM ITyHKTA 2).
4. CocTaBUTh JOTOBOP KYILIU-IIPOJIaXKH TOBApPOB.
5. CocTaBUTh OJPKHOCTHYIO MHCTPYKIIMIO DKOHOMUCTY OpraHU3aluu.
6. CocTaBUTh IOBEPEHHOCTH Ha MTPABO MOJIyuyeHUs: U ohopmIleHus Tpy3a.
Bapwuanrt 3
1. Ponb 1OKyMEHTHPOBAaHUS U JOKYMEHTALMOHHOIO 00ECIIEUeH s B YIIPaBJICHUU.
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2. CocTaBUTh MHCHMO-3aIIPOC OPTaHM3ALMU B TUIOTPadui0 O BO3ZMOXKHOCTU CIaTh 3aKa3 Ha
M3TOTOBJICHHE OJJAHKOB IOKYMEHTOB Ha Oymare Tunorpaduu.

3. CocTaBUTh IPOEKT MpHKa3a O COCTaBE KOMUCCUU MO IPUEMKE NPOAYKLUHMH (TOBAapOB) IO
KauyeCTBY.

4. CocTaBUTh MPOEKT MPUEMKH MPOIYKIIMU (TOBAPOB) MO KAYECTBY C 3aKJIFOUEHUEM KOMHUCCHUHU O
XapakTepe BbIABJICHHBIX J1e()eKTOB B MPOAYKLUUU U NMPUYMHAX UX BOSHUKHOBEHHMS (110 JAaHHBIM
n.3).

5. CocrtaBuTh NpeTEH3UI0 00 YyIjIaTe CTOMMOCTU 3a0pakoBaHHOM MPOAYKIHMHU (TOBApOB),
yOBITKOB ¥ mTpada (1o JaHHBIM 11.4).

6. CoctaBuTh ¥ 0()OPMHUTH JOBEPEHHOCTH HA MPEJCTABUTEIHCTBO SKOHOMUCTY B TEUEHUE OJTHOTO
rojia B cyAeOHO-apOUTPAXKHBIX OpPraHax OT UMEHU OpraHu3aIiu.

Bapuant 4

1. CtpykTrypa, conepkanue u cTHIb TeKkcTa [1o710%keHns 0 CTpYKTYpHOM MOJpa3ACICHUH.

2. CocTaBUTh MHCHMO-OTBET OPTaHU3ALMU O BO3MOXHOCTU IMPHUHATH 3aKa3 Ha HM3TOTOBIICHUE
0JIaHKOB JJOKYMEHTOB U3 Oymaru 3aka3zqMka.

3. CocTaBUTh MPOEKT MPHKA3a O COCTABE SKCIEPTHOW KOMUCCUU Ui MPOBEIEHUS IKCIIEPTHU3BI
LIEHHOCTHU JIOKYMEHTOB, CAaBa€MbIX B ApXUB.

4. CocTaBUTh aKT HAa YHUYTOXEHHE JIe]l C UCTEKIIUMU CPOKAMU XPaHEHUSI.

5. CocTaBuTh NpeTeH3MUI0 00 yIjaaTe HEYCTOMKH 3a HEJOTIOCTaBKY MPOJAYKLHIO TOCTABILUKOM.

6. CoctaBuTh 1 0OPMUTH TOBEPEHHOCTH Ha YIpaBleHUE (PUINATIOM OpraHU3aIIH.

Bapuanr 5

1. OcoOeHHOCTH OpraHU3auU PadOTHI C BXOAAIIUMH IOKYMEHTAMHU.

2. CocTaBUTh COMPOBOJAUTEIBLHOE TMCHMO O HAlPaBICHUH aJ[pecary KaKux-JI1u0o JTOKYMEHTOB.

3. CocTaBUTH TEKCT MPEACTABICHUSI O TOOIIPEHUN PaOOTHUKA.

4. CocTaBUTh MPOCKT MPHUKaA3a O IpreMe pabOTHUKA Ha JOJKHOCTh Ha4aJIbHUKA OT/Iea KaJIpOB.
5. CocTaBuUTH aKT O Mepeaaye Aea HOBOMY HadallbHUKY KaJpoB.

6. CocTaBUTh TEKCT KPAaTKOI0 MPOTOKOJIa MPOU3BOICTBEHHOTO COBEIIIAHMS.

BapuanT 6

1. YHubuKanus TeKCcToB ciy>KeOHbIX TOKYMEHTOB.

2. CocTaBUTh MUCBMO — U3BEIIEHUE.

3. Hamummre akT, COCTaBJICHHBI KOMUCCUEN CTPOUTENBHON OpraHU3aliy, Ha MIPUEMKY apTUH
mmdepa. [Ipoaykuus mocraBiaeHa eMEHTHO-IIU(GEPHBIM 3aBOJOM. ['py3 mpHOBLT Ha CTAHLUIO
Ha3HA4YeHUs] B BaroHaXx C HEUCHPaBHBIMU IIJIOMOaMH cTaHUUU oTnpaBieHus. Komuccus
npu3Haia 4acTh (yKa3aTh KOJIMYECTBO JIMCTOB) IIMQepa COBEPLUICHHO HEroJHbIM (yKa3aTh
HEJIOCTATKH).

4. Ilo pmaHHBIM, YyKa3aHHBIM B I1.3 COCTaBUTh IIPETEH3MOHHOE IHCHMO CTPOUTEIBHON
OpraHM3alyi EMEHTHO-IIM(PEPHOMY 3aBOY 10 MOBOAY IMOCTAaBKU HEKAYE€CTBEHHOTO LIndepa C
TpeGOBaHUEM BO3BPATUTh CTOUMOCTH 3a0pakOBaHHON

npoAyKuuM (ykKa3aTh €IUHUILY), a TaKKe yKa3aTh WITpad 3a MocTaBKy Opaka B pa3mepe
CTOUMOCTH OpakoBaHHOTO Iudepa.

5. CocTaBUTh MUCHBMO-OTBET IIEMEHTHO-IIM(EPHOTO 3aBOAAa CTPOUTENBHON OpraHu3aluu, B
KOTOPOM JIOJIKEH COAEPKAThCs OTKA3 OTBETUYMKA yIOBIETBOPUTH IPETEH3UIO U MOTHUBBI OTKAa3a.
6. Ilo paHHbIM, yKa3zaHHbIM B 1.3; 4; 5 COCTaBUTh HMCKOBOE 3asBJICHHE CTPOUTEIbHOU
opranuzaiui B l['ocymapcTBeHHBIH apOUTpak O MPUHYIUTEIBHOM B3BICKAHUU C I[EMEHTHO-
HIM(QEPHOTO 3aBO/Ia COOTBETCTBYIOIIUX CYMM.

Bapuanr 7

1. OcobeHHOCTH OpraHu3auy PadOTHI C HCXOASAIIMMH JOKYMEHTAMH.

2. CocTaBUTh MUCHMO-TIPUTIIAIIIEHUE aJJpecaTy NPUHATh y4yacThe B KAKOM-TH00 MEpOIPUSATHH.

3. CocTaBUTh TEKCT MPEACTABICHUS O IEpPeBOie pabOTHUKA Ha APYTyI0 paboTy.

4. CocTaBUTh KpaTKUM MPOTOKOJ IPOU3BOICTBEHHOI'O COBEIIAHHUS.

5. CocTaBuUTh KOMMEpPYECKUI aKT O HECOOTBETCTBUU MEXKIY KOJIMYECTBOM Ipy3a, yKa3aHHOM B
COIIPOBOJIUTENBHBIX IOKYMEHTaX U (PaKTUUECKU JTOCTABICHHOM JKEJIE3HOM TOPOTrOH.
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6. CocTaBUTh IPETEH3MOHHOE MMUCHMO B a/IpeC Y IIPaBJIECHUS KENE3HON JOPOTH (110 JaHHBIM I1.5).
BapuanT 8

1. OpraHus3anoHHas JOKYMEHTAlus: IIOHSATHE, BUAbI, KPAaTKOE COJACPKAHUE U MOPSJIOK
odopMIIeHHUS.

2. CocTaBUTh MUCHMO-TIOATBEPKICHUE O MMOJIYyYCHUH OPTaHU3alUeH KaKoro-I100 OTIIPABICHHS.

3. CocTaBUTh NPOTOKOJ IPOU3BOICTBEHHOI'O COBEILAHUS 110 COKPALIEHHOM (hopme.

4. CocTaBUTb KOMMEpPYECKHUH AaKT B CBSI3U C HE IOCTYIJIEHMEM B opraHuszanuio 15 w3
CTPOUTENBHOTO JIECa, OTIPYKEHHOTO JIECIIPOMXO030M 110 HakJI1aaHOH Ne 56

U TIPUHSTOTO JKEJIE3HOM JOPOroi K mepeBo3ke 1o kBuTanuu Ne: 67 B Barone Ne: 8.

5. CocTaBUTh NPETEH3UOHHOE MTUCHMO YIIPABIICHUIO XKEJIE3HON JOPOru 00 OruiaTte CTOMMOCTH 15
M3 CTPOUTENBHOIO JIECa.

6. CocTaBUTh MCKOBOE 3asiBIIEHHE OpraHu3aluu B ['ocapOUTpaxk O B3BICKAaHUU C YIIpaBIICHUS
JKEJIE3HON J10pOrd (CTaHLMU HAa3HAYEHUS) CTOMMOCTH YTPAu€HHOI'O CTPOUTENBHOIO Jieca. OTBET
VYrpaBieHus: ele3HOM N0poro (CTaHIMM Ha3HAuYeHHs) B TEUEHHE TPEXMECSYHOTO CpOKa He
MOJIyY€EH.

BapuanT 9

1. PacnopsautenpHble JOKYMEHTBI: IIOHATHE, BH3bl, KpaTKOE COJEp)KaHUE U MOPSIOK
odopMIICHHUS.

2. CocTaBuUTh NUCHMO-HAaIlOMHUHAHME O MPUONMIKEHUH WJIM HCTECUYEHUU CpPOKa MHCIIOJIHEHUS
KaKoro-moo 00s13aTeabCTBA U 3apEerUCTPUPYITE €ro B )KypHalle UCXOSIeld KOpPEeCIIOHICHIINY.

3. CocTaBuTh AOKJIAJHYIO 3alKMCKy TIJIaBHOI'O SKOHOMMCTAa PYKOBOAMTENIO OpraHU3alMd O
HapYyIICHUHU NIPaBUJ UCIIOIb30BAaHUS ITPOU3BOJCTBEHHBIX HOPMAaTUBOB B OJIHOM U3 CTPYKTYPHBIX
MOApa3/ICICHHIM.

4. CocTaBUTh aKT CAAYU-TIPUEMKH J€JI IIPU CMEHE TJIaBHOT'O SKOHOMMCTA OpraHU3aluy.

5. CocTaBUThH BBIITUCKY U3 IPOTOKOJIA IPOU3BOICTBEHHOI'O COBEIIAHHUS.

6. CocraBuTh 00s3aTE€IbCTBO-PACHMCKY O HEPa3[VIALIEHUU CBEACHUM,  SBIAIOLIMXCS
KOMMEPYECKON TaHHOM OPraHU3alliy, IIPU 3aKJIFOYEHUH KOHTPAKTOB.

Bapuant 10

1. 'npopMaimoHHO-CTIpaBOYHbIE JOKYMEHTHI: IOHSITHE, BU/IbI, COJIEPKaHNE OTAENIbHBIX U3 HUX
U IOPSJIOK 0(OpMIIEHUS.

2. CocTaBUTh PAaCIUCKY O NOJYYEHUH JIEHEKHBIX CPEACTB UM MaTepUAIbHBIX LEHHOCTEH.

3. CocTaBUThH aKT IpUeMa 3aKOHYEHHOT'O CTPOUTEIHCTBOM OOBEKTA.

4. CoctaBuTh U 0OPMHUTH OIMUCH TOKYMEHTOB JIMYHOTO JEJa.

5. CocTaBUTh JOJDKHOCTHYIO 3alUCKy IJI. 3KOHOMMCTa PYKOBOJIUTENIO OpraHu3alud o
KOMaHAMPOBaHUH paOOTHUKA IUIAHOBOU CIyObl Ha KypChl MOBBIILIEHUS KBATU(UKALINH.

6. CocTaBUTH TOBEPEHHOCTh Ha BEJICHHE A€ B apOUTpaxke.

Bapuanr 11

1. JloxyMeHTauus Mo JUYHOMY COCTaBY: NMOHSATHE, BHU[bI, COJEp)KAHUE OTIENbHBIX M3 HUX U
nopsAI0K ohopmIIeHUS.

2. CocTaBUTh TEKCT TapaHTUWHOTO MHUCbMa, IOATBEP/KIAIOLIET0 TapaHTHIO OIUIAThl 3a
BBITMIOJTHEHHYIO paloTy.

3. Onummre npaBuia opopMIICHHUS CITY>KEOHBIX TeJIErPaMM.

4. CocTaBUTh aKT Ha YHUUTO)KEHHUE UCIIOPYEHHOTO OJIaHKA TPYAOBBIX KHIKEK.

5. CocTaBUTh TPYIOBOE COTJIAIlIEHHE Ha BHIMOJIHEHUE KaKUX-THO0O0 paboT MeXay opraHu3anuei
U TPaKJTaHUHOM.

6. CoctaBuTh 1 0GOPMHUTH JMYHYIO JOBEPEHHOCTh Ha IOJIyueHHE Ballei 3apaOoTHOM miaThl
JPYTUM JIUIIOM.

Bapuanr 12

1. Jlo;KHOCTHAs MHCTPYKLHUS: TEKCT, BUBUPOBAHUE, YTBEPK/ICHUE.

2. CocTaBUTb CJOXHOE€ 3asBIEHUE O IPEAOCTABICHUU OTIyCKa B CBA3M C BBI30BOM Ha
OUYEPEIHYIO K3aMEHAIMOHHYIO CECCHIO.

3. CocTaBUTH MPOEKT MPHUKA3a O MPEIOCTABICHUH BaM y4eOHOTO OTITyCKa B COOTBETCTBUU C I1.2.
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4. CoctaBUTh ¥ 0OPMHUTH KOMaHIUPOBOYHOE YIOCTOBEpEHUE PaOOTHUKY OpraHU3aIHH.

5. CocTaBuTh CNpaBKy paOOTHHUKY OpraHmu3aiuu, odydarmemycs 3aouno B AHOOBO «KNVY»y,
0 TOM, 4TO OH paboTaeT crenuamiucrom MY,

6. CoctaBuTh U OPOPMUTH IITATHOE PACIIUCAHUE OPTaHU3ALNH.

BapuanT 13

1. IlltaTHOE pacnucaHue: onpeaeacHue, ohopMiIeHUE, TOANUCH.

2. CocTaBuTh 3asBI€HUE 00 OTKPHITUU PACUETHOTO (TEKYILEro) cyera B OaHKe.

3. CocraButh ¢GopMy IKypHala HCXOASIIEH  KOPPECIOHAEHLMM  OpraHu3alud U
3aperuCTPUPOBATh B HEM NMUCHEMO-TIPOCKOY K IPYTOil OpraHu3aiuu.

4. OdopMuTh onMch Ha nepegady Jell HIOCTOSHHOTO XpaHEHUs B apXUB OpraHU3aLUH.

5. CocraBuTh JOrOBOp O TIIOJHOM WHJIMBUIYalbHOW MaTepUAIbHONH OTBETCTBEHHOCTHIO
pabOTHHKA.

6. CocTaBUTb MPEJICTABICHHE O MIEPEBO/IC PAOOTHHUKA HA APYTYIO PaboTYy.

Bapuant 14

1. [TpaBoBbI€ acTIEKTHI 3aKJIFOUEHUS, I3MEHEHUS U MIPEKpallieHus: AUCTBUSI TPYIOBOIO JOTOBOPA.
2. CocTaBUTh MUCHMO-3asBKY Ha y4acTHE OpraHU3alMH B KAKOM-JINOO MEPOIIPHUSTHH.

3. CocTaBUTh OOBSICHUTENBHYIO 3aIIMCKY TJ1. SKOHOMHUCTA O CPbIBE CPOKOB COCTaBJIEHUS OM3HEC-
IUIaHa.

4. CocraButh U 0POPMUTH MPUKA3 MO JUYHOMY COCTaBy O MpHeMe pabOTHHKA Ha JOJHKHOCTH
cneunanucra B Otaen oopa3zoBaHus.

5. CocTaBUTh IOJKHOCTHYIO MHCTPYKIIUIO 3aBEYIOIIEMY apXHUBOM OpraHU3alluu.

6. CoctaBuTh TejerpaMMy B ajpec (puiamana OpraHuM3aldd O BbI30BE €r0 PYKOBOAMTENS Ha
IIPOU3BOJICTBEHHOE COBEILlAHUE.

BapuanT 15

1. Iopsimox ohopMITeHHUS IMIHOTO JIeJIa ¥ BEJCHHS JIMYHBIX KAPTOUEK.

2. CocTaBUTh MUCBMO-O0TBET Ha MUCHMO-TIPOCHOY WJINM MHMCbMO-3aI1pOoC.

3. CocraBuTh NpEICTaBICHHE OT HMEHM HayaJbHMKA IUIAHOBOTO OTAENa O IOOIIPEHUU
COTpYJIHUKA OTJIeNa B CBSI3U C FOOUIICITHON JaTOM.

4. CocTaBUTh IPUKa3 O MOOUIPEHUH TIO JaHHBIM II. 3.

5. CocTaBUTh 1OTOBOP Ha MOCTaBKY TOBAPOB NIPOU3BOICTBEHHO-TEXHUYECKOIO HA3HAUECHHUS.

6. CocTaBUTh CIIPABKY O TPYIOBOM CTaxk€ paOOTHHUKA HA OCHOBAaHUU JOKYMEHTOB OTJIeJIa KaJIpOB
OpraHM3aIy.

BapuanT 16

1. 3akoHOmaTENBbHOE PETYIMPOBAHKE I€TONPON3BOJICTBA.

2. CocTaBuTh rapaHTUIHOE MHCbMO Ha OPOHHUPOBAaHKE MeCTa (HOMEpa) B TOCTHHHIIE.

3. Ilepeuncnure coctaB cBeJeHH O paOOTHUKE, BHOCHMBIX B TPYAOBYIO KHIKKY IpU €e
0o OopMIICHUH.

4. CocTaBUTh aKT O BBIACIEHUIO U YHUUTOXKECHHUIO IOKYMEHTOB, HE MOUIEKAIINX XPAaHEHHUIO.

5. CocTaBuUTH TeJErpamMmy B aJpec OpraHU3aIMHU-TI0IyqaTesst 00 OTrpy3Ke MPOTyKIIHH.

6. CocTaBUTh aKT O IPOBEPKE COXPAHHOCTH YNPABICHUYECKUX JOKYMEHTOB B OPraHU3ALINN.
Bapwanr 17

1. Conep>kanue YcraBa npeanpusTHs (OpraHUu3aIim).

2. OnumuTe NOopsAI0K BbIIAYU TPYAOBON KHUKKH PAOOTHUKY IIPU YBOJbHEHUHU.

3. CocTaBUTh TOJKHOCTHYIO MHCTPYKIIMIO CEKPETAPIO0 OPraHU3aLNH.

4. CoctaBuTh U 0POPMHUTH JOBEPEHHOCTD Ha YIIpaBJIEHUE AUPEKTOPY puiinania.

5. Iopsinok odopmieHHs: 3aM0JHEHU U BEACHUS AyOJaMKaTa TPYAOBOMKHIKKHM M BKJIQJbIIIA K
HEH.

6. CocTaBUTh IPUMEPHBII NIEPEUEHb JOKYMEHTOB, OAJIEKAIUX YTBEPKIACHUIO.

Bapnanr 18

1. Conepxanue [Tonoxenus o npexnpusTU (OpraHU3ALMH).

2. BpInmumure KOMaHAWPOBOYHOE YJOCTOBEPEHME HA HMs 3aMECTUTENs] PYKOBOJIUTEIS
OpraHM3al1H, BHIE3KAIOIIEMY Ha CEMHUHAP.
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3. CocTaBUTh MPOEKT MPHUKa3a 10 JaHHBIM I1.2.

4. CocraBuTh JOKJIAJHYIO 3alUCKy CHENMaIMCTa PYKOBOAUTENII OpPraHU3aLUU O
HEOOXOIMMOCTH MPHOOpEeTeHns1 KommbioTepa. LlenecooOpasHocTh mproOpeTeHus] KOMIbIOTepa
JIOJDKHA ObITh 000CHOBAHA.

5. Onummre 00Kl MOPAIOK BHECEHHSI B TPYAOBYIO KHIDKKY 3aIucei o pabore.

6. CocTaBUTH IPOTOKOJ IPOU3BOACTBEHHOI'O COBEILAHUS 110 MOIHOM (opme.

Bapuant 19

1. OcobenHocTH OpraHu3aly padoThl ¢ JOKYMEHTaMHU, MOAJIKAIMMU apXUBHOMY XPaHEHHUIO.
2. CocTaBUTh PaCIHCKY O TMOJTYYECHUH KaKUX-THOO ACHEKHBIX WIN MaTepPHAIbHBIX IEHHOCTEH.

3. Ilopsmox paccMOTpeHMs IpEUIOKEHUH, 3asBIEHUI M ’Kano® rpaxaaH JOKHOCTHBIMU
JULAMH U FOCYIapCTBEHHBIMU OpraHAMH.

4. CocTaBUTh IPUMEPHBIN IIepeUeHb T0KYMEHTOB, HA KOTOPBIX CTABUTCS IepOOBas evars.

5. CocTtaBUTh MUCHMO-OTBET Ha 3asBKY OpPraHU3allMM Ha Y4acTHEe B HAYYHOH KOH(EpEHIHH,
IPOBOIUMON y4eOHBIM 3aBE/ICHUEM.

6. CocTaBUTh HOMEHKJIATYPY JA€Jl OpraHU3allK C YKa3aHUEM CPOKOB UX XPAHEHUS.

Bapuant 20

1. PexkBU3UTHI KaK COCTABIIAIOIINE JOKYMEHTA.

2. OnuumTe nopsaaoK oopMiieHus eia U NOATOTOBKU €ro K XpaHEHHIO.

3. CocTaBUTh IPUMEPHBII IEpEUYEHb JOKYMEHTOB, MOAJIEKAIUX YTBEPKIACHHUIO.

4. CocTaBUTh JOBEPEHHOCTh HA MOJIy4YEeHUE 3apaOOTHOM IJIaThI.

5. CocTaBuTh NepeveHb JOKYMEHTOB, HE IIOJUIEKAINX peructpauuu B ciayxoe J10Y.

6. [lepeynciuTh OCHOBHBIC PEKBH3HUTHI IMYHOU KapToukH (¢. T-2).

IIpumepHbIe OLIEHOYHBIE CPEACTBA VIS MPOBEIEHUS
PY0e:KHOr0 KOHTPOJIs1 (TECT)

1. I'apanTHiiHOE MMCHMO — 3TO:

A) TOKYMEHT, COOOIAIONUil 0 MPUOIMIKEHUH, YCKOPEHUH, HCTEYEHUH CPOKa UCTIOTHEHUS
KaKoro-ian0o nencTBus

B) noxymeHT, coaepxaiiuii nmpuriameHue Ha MeponpusTie

C) 10KyMeHT, B KOTOPOM rapaHTHpPyeTcs OIJIaTa BHINOJHEHHOI padoThl MK
NMpeIoCTaBJIeHNE Yero-au00 (padoThl, MOMEIEHU 1 T.1.)

D) noxymeHT, moATBep KA OTyYeHHE LIEHHOCTE!

2. laiiTe onpeiesieHue JOKYMeHTA:

A) maTepuaJIbHbII 00beKT ¢ HHGopManMeil, 3aUKCHPOBAHHOM CO3JaHHBIM YeJIOBEKOM
crocodom, 1Jis1 e¢ mepeaayn BO BpeMEHH M IIPOCTPAHCTBE

B) coBokynHOCTbh peKBU3UTOB 0(UIIMAIBHOIO TUChbMa

C) cranapTHOE pacloyioKeHUe MaTepuaa

D) tekct

3. Jaiite onpenesienue ¢gopmyisipa-odpasua:

A) COBOKYITHOCTh PEKBHU3HUTOB JIEJIOBOTO MHUChMa

B) cOBOKYNHOCTB PacnosioKeHHbIX B ONIPeAeIeHHOM 10C/Ie10BATeIbHOCTH PEKBU3HTOB,
NpHUCYIIMX BCeM JOKYMEHTaM Onpe/ieIeHHOH CHCTeMbl IOKYMeHTAIMHU

C) COBOKYITHOCTh PEKBU3MTOB IPHKa3a

D) cOBOKYMHOCTh pEKBU3UTOB aKTa

4. lata noxymeHTa oopMiIsieTcsl CIeYIOMUM 00pa3om:

A) 1 ¢espans 1997

B) 1 ¢peBpans 97 r.

C) 01.02.97 r.

D) 01.02.97

5. lata mokymMeHTa — 3TO:

A) naTa ero noJMUCaHusl, IPUHITHS
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B) nara ero cocraBneHus

C) nara ero noANUCaHus, NPUHATHSA, YTBEPKIAEHHUsI, COCTABJIEHHS, 1aTAa COOLITHS

D) nara coOwITHs

6. KakuM cBOMCTBOM MO’KHO 0XapPaKTEPU30BATh HAJIMYME Y IOKYMEHTA HEOTheMJIeMbIX
cjaraeMblx, 0e3 KOTOPBIX OH CyLIeCTBOBATh He MOKeT:

A) BEIIECTBEHHOCTb;

B) atpuldyTUBHOCTB;

C) CTpyKTypHOCTb;

D) BepHoro Bapuanra oTBeTa HET.

7. lenoBble MUCHbMA 00BIYHO 3aKAHYMBAIOT (ppa3aMu:

A) B cooTBeTCTBUU ¢ Baieit mpocs00i ...

B) c yBa:kenuem ...

C) namu paccmotpens! Bamy npeuioxenus . ..

D) B cBsi3M ...

8. le1tonpon3BoACTBO — 3TO:

A) npaBunpHOE 0OPMIICHHE TOKYMEHTOB.

B) opranusanus 10kyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTb JOKYMEHTOB, OTPAXKAIOUIUX YIIPABICHUECKYIO ACSITEbHOCTD YUPEKIACHHUS.
D) coBokynHocTh padoT 10 JOKYMEHTHPOBAHMIO /1eSITEJILHOCTH YIIPABJICHUS U 110
OPraHM3aliH JOKYMEHTOB B YUPeKIeHUH.

9. leATeJILHOCTD ANMNAPATA YIPABJIEHUs, 0XBATHIBAIOIIAsl BONPOCHI JOKYMEHTHPOBAHUS H
OpPraHM3anuu padoTsl ¢ JOKYMEHTAMH — 3TO:

A) 10KYMEHTALMOHHOe o0ecrieyeHHe YIpaBJIeHus

B) crannapruzanus

C) EI'CJ

D) cucrema 1oKyMeHTalUH

10. lokyMeHT, 3aKpenJisilo Ml J10JKHOCTHON ¥ YHCJIEHHBbIH COCTaB NMpeINPUsTHS C
ykaszanueMm (poHaa 3apadOTHOM IJIATBI — JTO:

A) IOJKHOCTHASI UHCTPYKILIMS

B) ycras

C) nonoxenue

D) mraTHoe pacnucanune

11. NoxkymeHT, puKcupywommii xo1 o0cy:k1eHUs BOIPOCOB M NPUHATHS PellieHUi Ha
co0paHuAX, 3aCeJaHUAX, COBCIIAHUAX H T.IL.:

A) oObsiCHUTENbHAS 3allUCKa

B) noknagnas 3amucka

C) akt

D) nporoxo.a

12. Kakasi pyHKUMS OTHOCUTCH K 001IMM (PYHKUMSAM JOKYMEHTA:

A) o01IeKyIbTYpHAS;

B) nndopmanmnonnas;

C) npaBoBasi;

D) ynopsigounBatomiasi.

13. Kak 10/ZKHO IPOMCXOIMUTH /IeJIeHHe JOKYMEHTOB:

A) Ha POJIBI, TOABUIBI, TOAPOIBI, PA3HOBUIHOCTH;

B) Ha poabl, BUAbI, NOABH/IbI, PA3HOBUIHOCTH;

C) Ha BUABI, IOABUIBI, PA3HOBUIHOCTH, POJIbI;

D) na noaBuabl, noapoabl, pa3HOBUIAHOCTH.

14. loxkymeHTalIMOHHOE 00ecnieyeHue yIpaBjaeHuss — 3TO:

A) mporecc yCTaHOBJIEHUS U IPUMEHEHMSI TPABUII C LIENIBIO YIIOPSAAOUYEHUS I€ATENBHOCTH B
JIETIONPOU3BO/ICTBE.

B) nesiteIbHOCTH annmapara ynpasJIeHHsl, 0XBAaThIBAIOIIasi BONPOCHI JOKYMEHTHPOBAHUS H
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OpraHu3anuu padorTsl ¢ JOKYMEHTAMH.

C) COBOKYITHOCTb JOKYMEHTOB, IPUMEHSEMBIX B OIpe/IeTICHHON cepe NesTEeIbHOCTH.
D) coOBOKYITHOCTH PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C (POPMYIISIPOM JTOKYMEHTA.
15. EI'CA — 370!

A) COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C (POPMYJIIPOM JOKYMEHTA.
B) koMIUIeKC OCHOBHBIX MOJIOKEHU I, ONPeAeJAIIIMNX U PerjiaMeHTHPYIOINX
OPraHu3anyio JOKYMEHTAlMOHHBIX IPOLECCOB HA NMPeANPUITHH.

C) COBOKYITHOCTb JOKyMEHTOB, IPUMEHSEMBIX B OIpeIeTICHHON chepe eI TEIbHOCTH.
D) nearenpHOCTh anmapara yrpaBiIeHHs, OXBAaThIBAIOIIAsl BOIIPOCHI JOKYMEHTHUPOBAHUS U
OpraHu3ay paboThl ¢ JOKYMEHTAMH.

16. lokymeHT, conep:kammii HHPOPMaLHMIO, He MPeJHA3HAYCHHYIO JISl IIMPOKOI0
pacnpocTpaHeHus:

A) HeomyOIMKOBaHHBIH;

B) Taiinebrit;

C) HenyOJMKyeMblii;

D) Heneprnoau4ecKuii.

17. Uto oTHOCHUTCH K NPU3HAKAM JOKYMEHTA:

A) dyHKIIMOHATBHOCTH UHGOPMAIUY;

B) To)xnectBeHHOCTH camoMy ce0e;

C) 3aKOHHOCTb;

D) 3aBepiieHHOCTH COOOIIEHHS.

18. Kakoii ioruyecknii npueM, HCIOJIb3yeTcsl PU CO3AAHUU JOKYMEHTOB:

A) onpeneJienue;

B) ycranosnenue;

C) obocHoBaHuE;

D) pa3bsicHeHue.

19. Eciin Bam Heo0xo1mMo 1aTh ONMCAHME PeKJIaMHUpPYyeMbIX ycayr, Bel cocraBuTe
A) 1OrOBOpHOE MUCHMO

B) pexkiiaMmHoe nucsMO

C) conpoBOaUTENBHOE MUCHMO

D) nucsmo-npurnamenue

20. Ecau Bam Heo0xoauMo npeabABUTH NPETEH3UH NApTHEPY, Bbl cocTaBuTe

A) 1OroBOpHOE MUCHMO

B) undopmarmonHoe n1uceMo

C) conpoBOaUTEIHHOE MHUCHMO

D) nucsmo-npereH3uio

21. YkaxxuTe OTJIMYHUTEIbHOE CBOMCTBO IOKYMEHTA:

A) KOIUIHOCTH;

B) ropuanueckas cuia;

C) MHO>XXE€CTBEHHOCTb;

D) To4HOCTB.

22. Ecau Bam Heo0XxoauMO NPUIJIACHTD OPTaHU3ALUI0 WM JO0JKHOCTHOE JIUI0 HA
coBelaHue, BcTpeuy, Bel coctaBurte

A) NHCBMO-TIPUTJIALLICHHUE

B) conpoBoauTepHOE MUCHMO

C) nucbMO-TIOITBEPHKACHUE

D) noroBopHO€ MUCHMO

23. Eciiu Bam Heo0X0a1uMO COOOIIUTH 0 MPOBEAeHUMH Meponpusitus, Bel cocraBuTe
A) cOpOBOAUTENHHOE MUCHMO

B) nuceMo-noaTeepxieHne

C) n1oroBOpHOE MUCHMO

D) nndopmannoHHoe NuUCHLMO
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24. Eciu Bam Heo0X01UMO COCTABUTH NUCHMO, HH(POPMHUPYIOIIIee afpecaTa o
HaNlpaBJIeHUHU K HEMY NPHUCHLJIaeMbIX JOKYMeHTOB, Bbl cocTaBuTe

A) conpoBoaUTEILHOE MHCHBMO

B) nucsmo-yBenomienue

C) nucbMO-MOATBEPKICHUE

D) noroBopHoe MUcbMO

25. Eciu Bam Heo0X01UMO COCTABUTH NUCHMO, COMIPOBOKIAKOIIEE JOTOBOP, TO OHO OyaAeT
HOCHUTH Ha3BaHue (10 COJAePKAHUI0)

A) IUCBMO-TIOATBEPIK/ICHUE

B) norosopnoe

C) conpoBoaUTEIBLHOE

D) nucbemo-yBeomiieHue

26. Ecain Bam Heo0Xx01uMo0 yBeJOMUTH OTIIPABUTEJIS O MOJY4YeHHH JOKYMEHTOB, Bbl
cocTaBuTe

A) nHpOpMAIIMOHHOE THCHMO

B) noroBopHoe nucsmo

C) conpoBOaUTEIHLHOE MHUCHMO

D) nucbMo-noaTBep KIeHUE

27. Eciiu pacnopsiiuTe/IbHAsl 4ACTh TEKCTA HAYMHAETCH CJI0BaMHU “00513bIBal0”, TO 3TO
A) ipukas

B) zasBnenue

C) pacnopsizkeHue

D) ykazanue

28. Ecam pacnopsiiuTeIbHAs YaCTh TEKCTA HAYUHAETCS CJIOBAMHM “Ipeaiaraiw’, To 3To
A) npukas

B) pacnopspxenue

C) uHCcTpYyKLUS

D) yxa3zanue

29. Unaekc 1okymMeHTa opopMiisieTcs CiieayommuM o0pa3om

A) 13.14

B)nk 11.

C)cn 16.

D) 13/14

30. Unupexc 1o0KyMeHTa — 3T0

A) OpAAKOBBI HOMEP perucTpaun

B) uHaeKc cTpyKTYpHOTO MOApa3esieHus

C) undposoe, OykBeHHOE I KOMOUHHPOBAHHOE 0003HAYeHHE JOKYMEHTAa, yKa3bIBaKollee
MeCTO €ro COCTABJICHHUS U XPaHeHHUs!

D) HoMmep nena mo HOMEHKJIAType Jel

31. UuTepBaig — 310

A) pabouee nosne

B) ciyxebHoe mone

C) nonoxxenue TadyasTopa

D) paccrosinne Mesk1y OCHOBAaHHUSIMH CMEKHBIX CTPOK

32. UH(pOpMALMOHHO-CIIPABOYHbIH JOKYMEHT, COCTABJIAIOLIUICA IPYNIION JINL 1JIsA
NOATBEPKACHUS YCTAHOBJICHHBIX (PAKTOB — 3TO

A) noxnamHas 3amMcka

B) akT

C) mpoTokon

D) oObsicHuTenpHas 3amucka

33. UcnoJiHUTEIbHOE 1eJTI0NPOU3BOJACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, IpoBoAuBIIascS B COBETCKUX yUPEKICHUIX
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B) pabota ¢ nokyMeHTamu, MPOBOMBLIASCS B KOJUIETUAX

C) pabora ¢ JOKYyMeHTaAaMHU, NIPOBOAUBIIASIC B MUHUCTEPCTBAX

D) pabora ¢ nokymeHTaMH, IPOBOAMBILASACS B IIPUKA3aX

34. Kosuiexckoe 1e10NnpoUu3BoOACTBO — 3TO

A) paborta ¢ JOKyMeHTaMH, IPOBOAUBIIASICA B KOJLJIETHSAX

B) pabota ¢ nokymeHTamu, MpoOBOJUBIIASICS B PUKa3ax

C) pabora ¢ jokymMeHTamMHu, poBoauBINasics B COBETCKUX YUPEIKICHHUSIX

D) pabota ¢ ToKyMeHTaMu, TPOBOAMBILIASCS B MUHUCTEPCTBAX

35. KomIuiekce B3aMMOYBSI3aHHBIX IOKYMEHTOB, peryiaMeHTHPYIOIINX CTPYKTYPY, 3a1a4H,
(GyHKUMH NpeanPUATHS, OPrAaHU3ALMIO ero padoThl; MPaBa, 00sI3aHHOCTH U
OTBETCTBEHHOCTh PYKOBOACTBA M CIENHMAJINCTOB NPEeANPUATHA — 3TO

A) pacniopsIuTeNIbHbBIE IOKYMEHTHI

B) ycras

C) cripaBo4YHO-UH(POPMAITMOHHBIE

D) oprannsanmoHHble JOKYMEHTbI

36. KoMiuiekc OCHOBHBIX I0JIOKEHUI, ONpeAe/ISIIOIMX H PerJaMeHTHPY M X
OPraHu3alyIo0 JOKYMEHTALMOHHBIX MIPOLECCOB HA NMPeANPUATHH — ITO

A) cucteMa JOKYMEHTAIu!

B) EI'CJ

C) nokyMeHTaIOHHOE 0OecTieYeHHe YIpaBIeHUs

D) cranpaptuzanus

37. HazoBuTe BUABI JOKJIATHLIX 3AIIHCOK

A) uHpOpMaIMOHHBIE, OTUETHBIE

B) BHyTpeHHUE, BHELIHUE

C) orueTHblE, BHYTPEHHHE

D) undopmanriontsie, OTYETHbIC, BHYTPEHHHE, BHEIITHHE

38. HazoBuTe 1Ba OCHOBHBIX hopMaTa, Ha KOTOPBIX 0opmisitoTes 10KyMeHThI OP/{
A) A5 (148x210 mm); A 3 (297x420 mm)

B) A 4 (210x297 mm); A 5 (148x210 mm)

C) A5 (148x210 mm); A 6 (105x148 mm)

D) A 3 (297x420 mm); A 4 (210x297 mm)

39. HazoBHTE JOKYMEHT, He¢ BKJIIOYCHHBIN B IPYNIY BXOASIIMX H HCXOASIINX JOKYMEHTOB
B NIPHKa3ax

A) namsatu

B) otniucku

C) akT

D) rpamotsl

40. HazoBuTE JOKYMEHT, HEe BXOJSIIIMI B IPYIIy PACHOPAIUTEIbHBIX JOKYMEHTOB
A) CTPYKTYpa M IITATHASI YUCJIEHHOCTH

B) ykxazanue

C) npuka3

D) nocranosnenune

41. Ha3zoBuTe 10KYMEHT, He BXOASIIUI B COCTAB HH(POPMALMOHHO-CIIPABOYHBIX
A) IpoTOKOI

B) cnpaBka

C) pacnopsizkenune

D) akt

42. HazoBUTe JOKYMEHT, HEe H3aBaeMblil IIapeM B IIEPHO/ MPUKA3ZHOIO 1eJI0NPOU3BOACTBA
A) ’kajoBaHHas rpaMoTa

B) yxa3

C) npurosop

D) akr
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43. HazoBuTe HOPMATHBHBIN IOKYMEHT, HA OCHOBAHHUHM KOTOPOTo 0opMJISIIOTCS
nokymeHTbl OP/]

A) MHCTPYKIMS 110 AEIONPOU3BOACTBY

B) monoxenue 06 apxuBHoMm ¢onge PO

C)I'OCT 6.30.-2003

D) 'OCT 7.0.97 - 2016

44. HazoBuTe pa3jeii, He BXOASAIIUI B TEKCT YCTaBa

A) periiaMeHT AeSTeIbHOCTU

B) o01ue monoxeHus

C) opranuzaioHHOE €JMHCTBO

D) nosizkHOCTHBIE 00SI3AHHOCTH

45. HazoBuTe peKBU3UT, He BXOASA NI B GOpMYJIsip aKTa

A) nmoanuck

B) Tekcr

C) aapecar

D) 3arosnoBok

46. HazoBuTe peKBU3UT, He BXOAAIIMI B (pOPMYJISIP peleHHs
A) Tekct

B) 3aronoBox

C) cchlIKa HA MH/IEKC U ATy BXOASIIEro JOKyMeHTa

D) noanuce

47. HazoBuTe peKBU3UT, He BXOAALIMA B (JOpMYJIsSIp ycTaBa

A) Ha3BaHUE OpraHu3aluu

B) HanmeHOBaHHE MUHUCTEPCTBA HIIK BEJOMCTBA

C) HaumeHOBaHUE BUJa TIOKyMEHTa

D) aagpecar

48. HazoBuTe 1M J0KIa1A

A) aprymeHTanus

B) undopmupoBanue u yoexnaeHue

C) moka3aTesbCTBO

D) y6exnenue

49. HazoBuTe 4acTH TEKCTAa NPUKaA3a

A) KOHCTaTHpYIOLasi, BBOJAHAS

B) xoHcTaTHpyOWIAs, pacCIOpAIUTEIbHAS

C) ocHOBHas1, pacTOpsAUTEIbHAS

D) BBO/iHAs, OCHOBHAs

50. O6s13aTeIbHBIH NPU3HAK HA IOKYMEHTE, YCTAHOBJIEHHBIH 3aKOHOM — JTO
A) unTepBan

B) pexBusuT

C) nonoxxenue Tadbynaropa

D) sm6nema

51. Oprann3anMOHHO-PaCHOPSIAUTENbHAS JOKYMEHTALUS — ITO
A) yHu(ULIUPOBaHHBIN TOKYMEHT

B) coBOKYIIHOCTbH pEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBSI3aHHBIX JOKYMEHTOB, GyHKIMOHUPYIOLIUX B cepe
ylnpaBJeHus

D) yaudunuposansas popma

52. Oprann3anMoOHHbIN JOKYMEHT JAJIUTEIbHOI0 HJIN NOCTOSHHOIO CPOKA /IeiiCTBUA, B
KOTOPOM ompe/iesieHbl HAYYHO-TeXHUYecKHe, (MHAHCOBbIE CTOPOHBI /1eSITeIbHOCTH
JAOJIKHOCTHBIX JINL — 3TO

A) mTaTHOE pacnucaHue

B) 10/5KHOCTHAs HHCTPYKIMA
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C) ycras

D) nonoxxenue

53. Oprann3anMoHHbIN JOKYMEHT, B KOTOPOM YKa3bIBAIOTCH BCe CTPYKTYPHbIE
noApasaeJieHUusi NpeANPUATHS, BBOAUMbIE HA NPEeANPUATHH J0JKHOCTH  KOJIMYECTBO
IITATHBIX eAUHHUL [0 KAXKI0H U3 J0JKHOCTEel — 3TO

A) npaBuia BHyTPEHHETO U TPYAOBOT'O paclopsika

B) ycras

C) mratHOE pacnucaHue

D) cTpykTypa M IITaTHAS YHCIAEHHOCTH

54. Opranu3anusi padoThl ¢ JOKYMEHTAMH B KOJUIETUSIX HOCUT HA3BaHUe

A) KOJLJIEKCKOE 1eT0NPOU3BOACTBO

B) coBerckoe aenonpon3BoACTBO

C) npukazHoe J1eT0IpOU3BOICTBO

D) ucnonHutenbHOE AETONPOU3BOACTBO

55. Opranmnzauus padoThl ¢ JOKYyMEHTAMH B MUHUCTEPCTBAX HOCUT Ha3BaHUe

A) coBeTCKOe JIeTONPOU3BOICTBO

B) konnexckoe 1enonpou3BoICTBO

C) npuka3Hoe JeI0npPOU3BOJCTBO

D) ucnosiHuTEIBHOE 1€JI0NIPOU3BOACTBO

56. OcHoBHOE MPAaBWJIO, KOTOPOIO CJIeAyeT NPUACPKMBATHCH NIPH MoJaye
Tes1e(pOHOrpaMMbl

A) nepenaBaTh TOJbKO KPAaTKYI0, CPOYHYI0 HH(OPMAIIHIO

B) npu perucrpanuu renaedoHOrpaMMBbl HCTIOJIB30BATh KYPHAT PETUCTPAIIIN BXOISAIINX
JIOKYMEHTOB

C) tekct — 6onee 100 cnoB

D) ucnonb30oBaTh MAKCUMYM CHEIHATBHBIX TEPMUHOB

57. OcHOBHBIE YAaCTH TEKCTA MPOTOKOJIA

A) KOHCTaTUPYIOIAsi, BBOAHAS

B) ocHoBHas, pacniopsauTenbHas

C) xoHCTaTUpYIOMIAsi, paCOPsTUTENbHAS

D) BBOAHASI, OCHOBHASI

58. OxapaxkrepusyiiTe ¢ TOYKH 3peHUsI IPHHAVICKHOCTH K PEKBU3UTaM JaHHBIH
¢pparment: Pexkropy HoBocudupckoro ynusepcurera rocnoauny Cmoskuny C.A. 634635 r.
HoBocubupck yi. Jlennna, a. 15.

A) pe3ononus

B) agpecar

C) Bu3a coriacoBaHus

D) Bu3a 3aBepeHHs

59. Oxapakrepu3yiiTe ¢ TOUYKH 3peHHUS MPUHANAIEKHOCTH K PEKBU3UTAM CJIeAYHO LM H
¢pparment: Plan 1. doc Cumkuna 13.01.98

A) oTMeTKa 0 3aBEepEeHUU KOITUU

B) ormeTka o noctynneHun

C) uCroTHUTEND

D) ormeTKka 0 mepeHoce JTaHHBIX HA MAIIMHHBIA HOCUTEIb

60. OxapakTepu3yiiTe ¢ TOUYKH 3peHHUs MPUHANJIEKHOCTH K PEKBU3UTAM CJIey IO Uil
¢pparment: BEPHO Cekperaps-pedepent a/n U.K. KonTopkunna

A) rpud yTBEpKIEHUS

B) orMeTKa 0 3aBepeHMH KONIMHU

C) moanuce

D) pezontonus

61. OxapakTepu3yiTe ¢ TOUYKH 3peHHUs MPUHANAIEKHOCTH K PEKBU3UTAM CJIeAYHOIIM A
¢pparmenT: I'enepanbnbiil fupexrTop Jja/n U.K.Comos
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A) Bu3a

B) Texct

C) noanuch

D) 3aronoBok

62. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHUsI IPHHAIEKHOCTH K PEKBU3UTAM CJIeLyOIIM i
dparment: 3am. nupexropa Ilmoxuny U.K. O6ecniequTs ycJI0BUSI BHINIOJHEHUS MOCTABOK
10 16.01.2003. 1/ 18.11.2003

A) moanuck

B) 3arosioBok

C) Bu3a

D) pezomtonus

63. OxapakTepu3yiTe ¢ TOUKH 3peHHUs MPUHANIEKHOCTH K PEKBU3UTAM CJIeAYIOLIM A
¢pparmenT: HUMJIAJL 13.01.98 Ne 36/17

A) UCTIOJTHUTEITb

B) ormMeTka 0 mocTymiieHnu

C) rpud yrBepxkeHus

D) ormeTka o 3aBepeHHUH KOITUU

64. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVIEKHOCTH K PEKBU3UTAM CJIeAyOLIUii
¢pparment: O6 nHPOPpMALITMOHHOM ODecTiedeHU U

A) BU3a

B) 3arosioBok

C) pesomtonus

D) tekct

65. Oxapakrepu3yiiTe ¢ TOYKH 3peHUs] NPUHAVIEKHOCTH K PEKBU3UTAM CJIeAY O
¢pparment: CumonoB 989-78-35

A) rpud yTBEpKICHUS

B) ucnosnurean

C) pesomtonus

D) ormeTka o 3aBepeHNH KOTUU

66. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAICKHOCTH K PEKBH3UTAM CJIeAyOLIH
¢pparment: YTBEPXKIAIO dupexrop a/n N.0.D. 13.02.98

A) rpu¢ yrBepxkIeHus

B) 3aronoBox

C) pesomtonus

D) noanuce

67. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHS NPHUHALICKHOCTH K PEKBH3UTaM CJIe1yOLH i
¢pparmenT: FOpucr a/n U.K. Cumonos 10.11.2004

A) anmpec

B) pe3omrorus

C) Bu3a

D) rpud yrBepxxaeHus

68. Oxapaxrepu3yiiTe ¢ TOUYKH 3peHHs] PEKBU3UTOB cjeayommii pparment: «Bx. Ne 0000
Hara 00.00.00»

A) pe3ontonus

B) orMeTKa 0 MOCTYIJIEHMH TOKYMEHTA

C) oT™MeTKa 0 HAIMYMH TIPUITOKECHUH

D) noanuce

69. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHs] PEKBU3UTOB cJeayommii pparment: “02.03.98.”
A) nmoanuce

B) nara

C) pesomronus

D) ormeTka 0 HanMuKUK MPUIIOKEHUN
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70. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHs] pEKBU3UTOB cjeayommii pparment: “13/14”
A) UHAEKC

B) ormeTka 0 HATMYMK PUITOKEHUN

C) pesomronus

D) noanuce

71. OxapakTepu3yiTe ¢ TOUYKH 3peHHUs] PEKBU3UTOB CJIeYIOIMH (PparMeHT: “npuiioxeHue:
Ha 3 J1. B 2 9K3.”

A) 0TMETKA 0 HAJIMYMH NPUI0KEHU I

B) noanuce

C) nara

D) pezomtonus

72. llepeunciiuTe BOMPOCHI, KOTOPbI€ OTPAKAKTCA B NPABUJIAX BHYTPEHHEr0 TPYA0BOI0
pacnopsiika

A) opranuzanus padoThl NPeANPUATHS, B3aUMHbIE 00513AaHHOCTH PA0OTHUKOB U
aAMHHHMCTPALMH, IPEAOCTABJIEHHE OTIYCKOB, KOMAaHIMPOBAHHE COTPYAHHUKOB,
BHYTPHOOBEKTHBIH Pe:KUM

B) n0mKHOCTHON 1 YMCIEHHBIN COCTaB MPEANPUATHS

C) HayyHO-TEeXHUYECKHE, (PUHAHCOBBIE CTOPOHBI AEATEILHOCTH JOKHOCTHBIX JIUIT

D) nopsinok obpa3oBanusi, 3a1a4n, 00513aHHOCTH, TIPaBa, OTBETCTBEHHOCTh U OPTaHU3AIIIO
paboThI MPENNPHUATHS B LIEJIOM WJIM €0 CTPYKTYPHBIX MOApa3IeIeHUN

73. llepeunciinTe OCHOBHBbIE BHAbI 0JIAHKOB

A) o0mmii 0s1aHK, OJIAHK U1 THceM, OJIAaHK € MPOAOJIbHBIM U YIJIOBBIM PacloJI0KeHHeM
PEKBH3HTOB

B) cymiectByeT TOnbKO OJaHK C MPOAOIBHBIM U YTTIOBBIM PACIIONOXKEHHUEM PEKBH3UTOB
C) cymiecTByeT TOJIBKO OOIIUI OJIaHK

D) cymiecTByeT TONbKO OaHK 7Sl THCEM

74. IlepeunciuTe OCHOBHBIE 3JIEMEHTHI I0KJIa/1a

A) OCHOBHAs 4acCTh; BBIBOJIbI (PEKOMEHIAINH )

B) BcTyniienue; BbIBOJbI (PEKOMEH AT )

C) BcTymiieHHe; OCHOBHAsI YacTh

D) BcTyniieHue; 0OCHOBHAsl YaCTh; BbIBO/IbI (PEKOMEH 1Al UH)

75. llepeuncinre Hejau U3y4eHHus 1eJ10NPOU3BOACTBA

A) omnpenenuTts poiib ciyx0 JI0Y.

B) nokazate 3HaueHue paboThl ¢ JOKYMEHTaMH B KU3HHU 0OIIECTBA.

C) oBn1aieHNe OCHOBAMH NPABUJILHOI0 0(p)OpMIIeHHS JOKYMEHTOB M Ha/lJIesKalei
opraHu3anuei J10KyMeHTo000poTa.

D) npuBuTh He0OX0UMbIE HABBIKU B padoOTeE C JIeJaMH, 3aKOHYEHHBIMHU J€JTONPOU3BOICTBOM.
76. IIncemo nocJie 00paleHns Yaie BCero NpoaoJKaeTcsi CJIOBaMHU

A) MBI paccunThIBaeM Ha Baiiie coTpyiHUYeCTBO. ..

B)BcBs3uc ...

C) namu paccmorpensl Bamm npeasioxenus ...

D) c yBaxenuewm ...

77. IIncbMo mocJie o0OpanieHus Yale BCero mpoaoJKaercs cJI0BaMHu

A) B cooTBeTcTBHH ¢ Baieit mpocs00ii ...

B) mb1 Hafeemcst Ha Banry 3aMHTEpecOBaHHOCTS ...

C) c yBaxKeHHEM ...

D) MbI paccunThiBaeM Ha Baiie coTpynHu4ecTso. ..

78. IIncpmo yaie Bcero HA4YMHACTCS CJI0BAMU

A)BcCBsI3UC ...

B) c yBaxenuewm ...

C) B COOTBETCTBUHU C ...

D) yBaxaemble rocnoaa ...
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79. IIncbMo-HAaNIOMUHAHHE — 3TO

A) TOKyMEHT, OTBEP KA TOTydeHHUE IEHHOCTEH

B) noxyMeHT, coo0maomuii 0 NpudIHKeHNH, YCKOPEeHUH, HCTeYeHNH CPOKA MCIIOJTHeHHUs!
KaKoro-Jiuoo 1eicrBus

C) nOKyMeHT, coepKalluii IPUTIAIEHUE Ha MEPOIIPUITHE

D) noxymeHT, cosiepskaiuii HHQOpMaIHIo O TPOBOJAUMOM MEPOIPUITUN

80. ITox “coBOKYNHOCTBHIO B3aMMOYBSA3aHHBIX JOKYMEHTOB, IPUMEHSIEMbIX B
onpeneaéHHoi cdepe neATeILHOCTH” MOAPA3yMeBaIOT

A) cucteMy 1OKyMEHTHUPOBAHUS

B) yaudunmupoannyio hopmy

C) yHUpHUIMPOBAHHBINA JOKYMEHT

D) cucremy nokymMeHTAlIUN

81. IlpaBoBoii aKT ynpasJieHHsI TOCY/IapPCTBEHHOI0 OPraHa, MMEIOIU 0053aTeJIbHYI0 CHJIY
AJISl TPAKIaH U OPraHU3aluii, KOTOPbIM OH aIpecOBAH — 3TO

A) ykazaHue

B) mpukas

C) pacnopsizkeHue

D) pemenue

82. IlpaBoBoii aKkT, M31aBaeMblii pyKOBOAMTEIeM NPeINPUATHS, 1efiCTBYIOIEro HA
OCHOBAHMU eIMHOHAYAIUS, VIl pa3pellieHusI OCHOBHBIX U ONEePATHBHBIX 32124
NpeanpusiTuss — 370

A) npuka3s

B) ykxazanue

C) pewenue

D) pacniopsixxenue

83. IIpaBoBoii aKkT, onpeae/silONUil MOPSIAOK 00pa3oBaHus, 3a1a4M, 005I3aHHOCTH, IPaBa,
OTBETCTBEHHOCTh M OPraHU3alUI0 Pa0oThI NPeINPUATHS B LIeJIOM MJIH €ro CTPYKTYPHBIX
noapasaeieHuil — 310

A) nosioxkeHue

B) ycras

C) nomKHOCTHAST MHCTPYKITHS

D) mraTtHOE pacniicanue

84. Ilpuka3Hoe 1e10IPOU3BOICTBO — ITO

A) pabota ¢ 1ToKkyMeHTaMH, poBoAuBILAscs B COBETCKUX YUPEXKIECHUSIX

B) pabota ¢ qokyMmeHTamu, NpoBOAUBLIASICS B MUHUCTEPCTBAX

C) paboTa ¢ TOKyMEHTaMH, IPOBOIUBIIASCS B KOJUIETUAX

D) paborta ¢ noxymMeHTaMH, IPOBOAUBIIASICA B IPUKA3aX

8S. IlpyuMHbI H31aHUS YKA3aHUS PACKPBLIBAIOTCS B

A) BBOJIHOM YacTH TEKCTa

B) pacniopsinurenbHOl 9acTu TEKCTa

C) KoHcTaTHPYIOIEH YaCTH TEKCTa

D) ocHOBHOI1 yacTu TeKcTa

86. IIpouecc ycraHoBJIeHHS U IPUMEHEHHS IIPABUJI € LEJIbIO YIIOPSAA0YECHUS AeATeIbHOCTH
B J1€JIONIPOU3BOJICTBE — 3TO

A) cucteMa JOKyMEHTaIu1

B) crannaprusanus

C) EIrcCJ

D) noxymeHTanmoHHoe o0ecrieyeHre yrpaBieHUs

87. Pabora ¢ 1OKyMeHTaMHU, NIPOBOAUBIIASICA B PUKA3aX, HOCUT HA3BaHHE

A) npuKa3Hoe 1eJI0NPON3BOACTBO

B) ucnonnutensHoe 1e10npou3BOJICTBO
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C) xomnexcKoe AeI0NpOn3BOICTBO

D) coBerckoe 1e10npou3BOCTBO

88. PacnopsiinTebHBII JOKYMEHT KOJJIETHAJIBHOIO OPraHa yIpaBJeHusi, U31aBaeMblil
MHHHUCTEPCTBAMH, BeJOMCTBAMHU, HAYYHBIMH COBETAMH — 3TO

A) peuienue

B) ykazanue

C) pacnopsbxeHue

D) npukas

89. PacnopsiinTeIbHBII JOKYMEHT, H31aBaeMblil OPraHaMM rocy1apcTBeHHOI0
yHpaBJleHHsl, OPraHU3alUsIMH, 110 BONIPOCAM OPraHU3alMOHHO-METOIUYEeCKOr0 XapaKTepa
(opranuM3anusi MCIIOJTHEHHMS] IPUKA30B, HHCTPYKIHUIA) — 3TO

A) pukas

B) pewienue

C) ykazanue

D) pacniopsixxenue

90. Paccrosinne MexK1y OCHOBAHUSIMHM CMEKHbIX CTPOK 3TO

A) cayxeOHOe TI0JIe

B) nonosxenue tabynsaropa

C) pabouee nomne

D) unTepBan

91. PexBU3UT — 3TO

A) 00s13aTeJIbHBIN NPU3HAK HA JOKYMEHTE, yCTAHOBJICHHBIH 3aKOHOM

B) cucrema noxymenranuu

C) cinyxeOHoe nose

D) pabouee none

92. PexkBM3HUT “BH3a 03HAKOMJICHHUN” BBITJIAJAUT CJeIYIOIIHMM 00pa3oM:

A) cexperaps /1 ©.11.0. 00.00.00

B) ropuct 1/m 00.00.00

C) cexperapp ©.1.0. n/m 00.00.00

D) ¢ npuxka3zom o3naxkomJiex: Ji/m 00.00.00

93. CBoja npaBuJi, peryJIMpylOIIuX AeTeJIbHOCTh OPraHu3alMii, X B3aMMOOTHOLIECHHS C
APYTHMMH OPraHU3alMsAMHU U TPaKIaHAMM, IPaBa U 00S13aHHOCTHU B cepe
rocy1apcTBeHHOM WJIN X0351iICTBEHHOM 1esITeJIbHOCTH — 3TO

A) mTatHoe pacnucaHue

B) nonoxxenune

C) 10MmKHOCTHAS UHCTPYKLUS

D) ycras

94. Cucrema JOKyMEHTalluu — 3TO

A) COBOKYITHOCTHIO B3aUMOYBSI3AHHBIX JOKYMEHTOB, IPUMEHSEMbIX B ONpeAeT¢HHON
chepe 1eATEIbHOCTH

B) coBOKYITHOCTH PEKBU3UTOB

C) noKkyMeHT, coJiepKalluii MEpBUUHYIO HH(OPMAIIHIO

D) cucrema 1oKyMeHTaIMH, CO3JaHHAS 110 €IMHBIM [TPaBUJIaM U TPeOOBaHUIM

95. CoBOKYNHOCTH B3aMMOYBSI3AHHBIX IOKYMEHTOB, ()YHKIIHOHMPYIOIIMX B cepe
ylpaBJjieHUs] — 3TO

A) kazpoBasi JOKyMEHTaIUs

B) Gyxranrepckas TOKyMeHTAaIIHs

C) TexHuueckasi JOKyMEHTaLUs

D) OP[

96. COBOKYITHOCTB JOKYMEHTOB, OTPAKAIOIINX PACIIOPSAAUTEIbHYIO 1eATEJIbHOCTh — 3TO
A) oTUeTHBIE TOKYMEHTHI

B) uH(opManmoHHO-CIIpaBOYHBIE JOKYMEHTHI
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C) pacnopsiiuTe/ibHbIE JOKYMEHTbI

D) opranuzannoHHble JOKYMEHTBI

97. COBOKYNHOCTB J0OKYMEHTOB, coiepKaluX HHPopMALHI0 0 GaKTHIeCKOM MOJI0KEHUH
Ae, CIy;KaluX OCHOBAHMEM JIJIsl IPUHATHS pellleHUii, U31aHUA PACIOPSIAUTETbHbIX
JOKYMEHTOB — 3TO

A) pacniopsIuTeNbHbIE IOKYMEHTHI

B) opranuszanuoHHbIE TOKYMEHTHI

C) oTueTHBIC JOKYMEHTBI

D) undopmannoHHO-CIPABOYHBIE JOKYMEHTHI

98. CoBOKYNHOCTH PadoT 10 JOKYMEHTHPOBAHUIO AeSITEIbHOCTH YIIPABJIEHHUS U 110
OpraHu3anyu J0KYMEHTOB B y4YpeKIeHHH — 3TO

A) cucteMa JOKYMEHTUPOBaHUS

B) cucrema noxymenranuu

C) 10KyMEeHTOO0OpOT

D) nesionpou3BoacTeo

99. COBOKYIIHOCTb PACIIOJIOKEHHBIX B ONPeAeJIeHHOM MOC/Ie10BATeIbHOCTH PEKBU3UTOB,
NPHUCYLIUX BCeM JOKYMEHTAM OIlpe/eIeHHOH CUCTeMbl JOKYMeHTAllMH — 3TO

A) BBITUCKA

B) dpopmyasp-odpazen

C) 6nank

D) nokymeHT

100. CranpapTusanusi — 3T0

A) cTaHapTHOE pacojIoKEHUE MaTepuaa.

B) cornacoBanue ¢ TEKCTOM 3aMHTEPECOBAHHBIX JIUII.

C) ynoTtpe0OyieHre yCTOMYHUBBIX 000POTOB.

D) npouecc ycTaHoBJIeHUS] U IPUMEHEHHS PABUJI € LeJIbIO YIIOPSIA04YeHUs 1eATeIbHOCTH
B J1eJIONIPOU3BO/ICTBE.

IIpumepHbIe o1leHOYHBIE CPeCTBA A KOHTPOJIA
CaMOCTOSITEIbHOM PadoThl

IIpumepHas TemaTtuka pedeparoB (I0KJIAA0B) AJIsi OLEHKH YPOBHA C(POPMHPOBAHHOCTH
komnerennun IK-15.

Temsl pepepaton (P-1):

I. Hemn w 3amauum  JOEJONPOM3BOJACTBA,  ONPEIEICHHE  JeI0onmpou3BoacTBa.  Poiib
JIOKYMEHTAIUOHHOTO 00eCTIeYeHHs B yIIPaBICHUH.

2. Kpartkas xapakTepuCcTUKa IPUKa3HOT0, KOJUIEKCKOTO U UCIIOJIHUTEIBHOTO JIEIONPOU3BO/ICTBA
B Poccuu.

3. 3aKOHOIATENBHOE PETYJIMPOBAHUE IETONPON3BOACTBA B Poccum.

4. HopmatuBHO-TIpaBOBO€ 0OecrieueHe JesITeIbHOCTH CIIYKO JIeIT0ONPOU3BOJICTBA.

5. llonsarue «aokymeHT», ero ¢yHkuusa. Kiaccupukanuss TOKYMEHTOB 10 OCHOBHBIM
MPU3HAKAM.

6. [TousiTre «pexBU3nUTY». [l0CTOSIHHBIC M TepEeMEHHBIE PEKBU3HTHI.

7. XapakTepUCTHUKA PEKBU3UTOB 3ar0JIOBOYHOI YacTH JTOKYMEHTa, UX NepedyeHb U TpeOOBaHUs K
0 OpMIICHHUIO.

8. XapakTepucTUKa peKBU3UTOB COJIEPKATEIbHON YaCTH JOKYMEHTA, UX MepeueHb U TpeOOBaHUS
K 0OpMIICHHIO.

9. XapakTepuCTUKa PEKBU3UTOB O(OPMIISIONIEH YacTH TOKYMEHTa, UX TepeueHb U TPeOOBaHUS
K 0OpMIICHHIO.

10. bnank 1oKkyMeHTa, BUIbl OJAaHKOB OPraHU3ALMOHHO-PACIIOPSIUTEIBHBIX JOKYMEHTOB.
TpebGoBanust kK OJ1aHKaM, pa3MephI MOJIeH OJaHKOB.

Tembl pepepatoB (P-2):
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1. OpraHu3annoHHbIe JOKYMEHTHI, UX Ha3HaYeHHUE W poib. OCHOBHBIC BUBI U OOIIME MpaBHiia
odopmITeHHUS.

2. O0miasi XxapaKTepuCTUKa JTOJDKHOCTHON MHCTpyKIMU. Orpenenenue, CTpyKTypa CoAep KaHus,
HopsiI0K 0(pOpPMIIEHNS U OCHOBHBIE PEKBU3UTHI IOKYMEHTA.

3. HlTarnoe pacnucanue. OO0mIas XxapakTepuUCTUKa JOKYMEHTa; popMa UCIOIHEHHUs, CTPYKTypa
coJiepKaHus, MOPsIOK 0QOPMIICHUS U PEKBU3UTHI IOKYMEHTA.

4. PacnopsiautenbHble JOKYMEHTBI, UX Ha3HAUEHUE U POJb B ynpasiieHUH. OCHOBHbIE BUAbBI
pacropsauTeNbHbIX JOKYMEHTOB U 00IIKe IpaBuia ohopMiIeHuU .

5. [Ipuka3 mo ocHOBHOM nesiTensHOCTH. CTPYKTYpa TeKCTa MpUKasa, MOPSAI0K ero pa3paboTKH U
npaBuiIa 0pOpPMIICHHS PEKBU3UTOB. Bhlnucka u3 npukasa.

6. Pacniopsixenne. CTpyKTypa TeKCTa, paBuiia opopMIIeHUS PEKBU3UTOB.

7. VYkazanue. OOmas XapakTepUCTUKa JIOKYMEHTa, CTPYKTypa €ro TeKCTa, HOpSJ0K MU
0c00eHHOCTH 0(OPMIICHUS, PEKBU3UTHI YKa3aHUSI.

8. MnpopmannoHHO-CIIpaBOYHbIE TOKYMEHTBI, UX Ha3HAYEHHUE U pojb B yrnpasieHuu. Ilepeuenn
OCHOBHBIX BHJOB MH(POPMAIIMOHHO-CIIPABOYHBIX JOKyMeHTOB. OO0mue TpeOoBaHUS K
0(OpPMIICHHUIO.

9. Akr. OOmas xapakTepUCTHKa JOKYMEHTa, CTPYKTypa TEKCTa, MOPSAAOK pa3paboTKH |
o(opMIIeHUs PEKBU3UTOB aKTa.

10. IMpoTokon. OOmas XxapakTEpUCTHKA MPOTOKOJA, CTPYKTYpa TEKCTa, TOPSA0K Pa3paboTKu U
oopmIIeHUs PEKBU3UTOB IPOTOKOJIA.

11. [Jdoxnannas, oObsicHUTEnbHas 3amucka. OOmias XapakTEepUCTUKA JOKYMEHTOB, IOPSIIOK
o(opMIIeHUs PEKBU3UTOB CIIY’KEOHBIX 3aITUCOK.

12. CmopaBka. Bumer cnpaBox OOmas xapakTepUCTHKA JOKYMEHTa, PEKBU3UTHI CIIPABOK,
0COOEHHOCTH OPOPMIICHUS.

13. Cnyxebnoe mucemo. Bumel mmcem. CTpykTypa, HOpsSgoK odopMileHHUs, TpeOOBaHUS K
UCbMY, PEKBU3UTHI ICbMA.

14. Tenerpamma u TtenedoHorpamma. OOmas XapakTepUCTUKa JOKYMEHTOB, MOPSI0K
oopMIIeHHs PEKBU3UTOB.

15. JlokyMeHTHI 110 TMYHOMY cocTaBy. [lepeuenb nokymeHTOB. OCOOEHHOCTH ITUX JOKYMEHTOB.

16. OdopmiieHre KagpoBbIX PUKA30B, BBINNCKA U3 MPUKa3a.

17. Oopmnenue 3asBaeHus1, aBTOOMOrpadun, XapaKTEPUCTUKU, PE3IOME.

18. Tpynosas kauxka. [IpaBuna oopmiieHUS TPYJOBBIX KHUXKEK.

Tembl pepepaToB (P-3):

1. Ilpeanosxxenus, 3asBICHUS, 5Kan00bl, X0JJaTallCTBa, KOJJICKTUBHBIC 0OpaIlleHHs TPaX/iaH.

2. 3aKkOHOAATEIbHOE U HOPMATUBHOE PETYJIUPOBaHUE paOOTHI ¢ OOpAIICHUSIMU TPAK/IaH.

3. OcobeHHOCTH BeJleHHsI JeIONPOU3BO/ICTBA IO OOPAIICHUSAM TPaKAaH.

4. Opranuzanus JU4HOTrO IpUeMa Ipax/iaH.

5. Opranu3zanus 1 0COOEHHOCTH NpuéMa MOCeTUTENeH pyKOBOIUTENEM.

6. [Topsimox paboTHI C MUCHMEHHBIMU OOPAIICHUSIMH TPaXK/IaH.

Tembl nokaanos (-1):

1. JoxymeHT0000p0T. OCHOBHBIE ITAITBI JOKYMEHTOOOOPOTA.

2 TexHonorust paboOThI ¢ BXOASIIUMH JOKYMEHTAMH.

3. TexHnonorus 06pabOTKHU BHYTPEHHUX U UCXOISIINX TOKYMEHTOB.

4. Peructpanus JOKyMEHTOB M KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTOB.

5. HomeHnkuatypa en Ha npeAanpusaTuu, opMupoBaHue U oopMIIeHHE JIe.

6. ITonroroBka JOKYMEHTOB Ha apXUBHOE XPaHEHHUE.

7. Mopenu 37eKTPOHHOTO IOKYMEHTO000POTa.

8. YpaBneHHe 3JIeKTPOHHBIM IOKYyMEHTOOO0pOTOM.
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IIpuMepHBbIe OLIEHOYHBIE CPEACTBA /ISl MPOBEICHUA

NMPOMEKYTOYHOM aTTeCTAlMU

Bonpochl Kk 3k3aMeHy 10 JucUHUIINHE «/[e/I0npou3BoACTBO U OpraHu3auus
AOKYMEHTO0000pOTa NPU B3aNMO/IeICTBHHU C IT'PAKIAHAMI

Bompoc Kon xomnerenuun
(cormacuo PILN)

1. HWcTopus nenmonpounsBonactBa B Poccnn. IK-15
2. CoBpeMeHHOE TOCYIapCTBEHHOE PETYIHPOBAaHUE NEIOTPON3BOICTRA. IK-15
3. CocraB pexsmuroB I'OCT P 7.0.97 - 2016. [IpaBuna odopmieHus K-15
OTICTBbHBIX PEKBU3UTOB.
4, Knaccudukanms 1okyMeHTOB [1K-15
5. VYcraB:  comepkaHme — ycraBa; crenmduka  ycTaBa, — BH3HpPOBAHHE, K-15
YTBEpIKICHHE.
6. [TonoxxeHne: TEKCT MOJI0KEHNST; BUSHPOBAHHE, YTBEPXKICHHE. I1K-15
7. JloIKHOCTHASI MHCTPYKIMS: TEKCT, BU3HPOBAHUE, YTBEP)KICHHUE. I1K-15
8. [lITatHOE pacmcaHne: onpeaencHne, ohopMICHHE, TOIIHCE. IK-15
9. WHcTpykus: onpeneneHne, 0opopMIIeHHE, TOINCH, BBEICHHUE B JCHCTBHE. I1K-15
10. JoroBop: omnpeneneHne, coaep kaHue, 00s3aTebHbIE JIEMEHTHI IOTOBOpa IK-15
11. [Iprka3 mo OCHOBHOHM IEATENBHOCTH: OIpereieHue; o(hopMICHNE TPHKa3a;
o0s3aTeNnbHBIC PEKBH3HTHI; CTPYKTypa NpHKa3a (3arolloBOK, TEKCT); odopmiieHHne K-15
npuKasza; oQopmiIeHHE TNPHUIOKEHHH K IIPHUKa3y; BU3HUPOBAHHE, PEIAKTHPOBAHUE,
pacchuIKa, MOJIHCh, MapIIPYT.
12. Pacniopsixenue: onpenenenue, oGopmileHue. I1K-15
13. ITocraHoBJIeHUE: COCTAaBICHHE U O(OPMIICHHE. I1K-15
14. Pemenue: ominyne pemieHns OT IOCTAHOBICHUSL. I1K-15
15. CripaBKa: BHEIIHASA, BHYTpeHHsIs. TeKCT CIpaBKH. I1K-15
16. AKT: pa3HOBHJIHOCTH aKTOB, CTPYKTYpa aKTOB. I1K-15
17. [IpoTokoisi: BUABI TMPOTOKOJIOB 3aceJaHUi; CTPYKTypa NpPOTOKOIa; JaTa K-15
MIPOTOKOJIA.
18. JloxnanHas u o0bsicHUTeNbHAs 3anucku. Ciry)keOHOe THCHMO. I1K-15
19. [Mpukassl 1Mo JMYHOMY COCTaBY: OIpejelieHue; odopmileHHe; CTPYKTypa TK-15
NpUKasa.
20. JluyHoe peno: ompexaeneHue, colepkaHue, odopmiieHHe, 00s3aTeNbHbBIC TK-15
9JIEMEHTHI JIMYHOTO JIeIa.
21. OCHOBHBIE IpaBIJIa OPraHU3aAKHU JOKYMEHTO000pOTa B OpPraHN3aIIH. I1K-15
22. [Tpuem, 00paboOTKa U pactpesieneHe OCTYNAIINX JOKYMEHTOB. IK-15
23. Ilopsimox HampaBieHHMS Ha HWCIHONHEHHE U PAa0OTHl HCIOJIHHUTEIS C K-15
JIOKYMEHTaMH.
24. ITpaBnna 06pabOTKH UCXOISAINX JOKYMEHTOB. I1K-15
25. Mopenu 3JeKTPOHHOTO TOKYMEHTO000poTa. I1K-15
26. YupasieHue 3JeKTPOHHBIM JOKYMEHTO000POTOM. I1K-15
217. [peanoxenus, 3asBICHHs, OKAIOOBI, XOJATalCTBa,  KOJUJICKTHBHbIE TK-15
oOpaleHus rpax/aH.
28. 3aKkoHOaTENbHOE ¥ HOPMAaTHBHOE PEryJMpOBaHHE paboThl ¢ 0OpalieHUsIMA K-15
rpakaH.
29. OCOOCHHOCTH BEJICHUsI ICIIONPOU3BOJICTBA 110 OOpAICHHUSIM TPaKIaH. [IK-15
30. Opranu3anus JIMYHOrO MpHeMa rpaxaaH. I1K-15
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IIpakTHyeckue 3agaHusi (OLEeHOYHbIE CPECTBA), BBIHOCHMbIE Ha JK3aMeH

IIpakTuyeckue 3agaHusi AJs OUEHKH YPOBHSI C()OPMHPOBAHHOCTH KOMIIETEHIHHU
«I1TK-15.

IIpakTuyeckoe 3axanue 1.

CocTaBbpTe CHpaBKy O BEIMYMHE CpelHEN 3apa0OTHOM IUIaThl 3a TOA AJI MOJyYeHUs
KOMIICHCALIMM Ha OIIaTy *uibs. OCTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

IIpakTnyeckoe 3aganue 2.

CoctaBbTe MH(POPMAIMOHHOE MHCHbMO O TPOAAKE YACTHBIM M TOCYJAapPCTBEHHBIM
IPEIIPUATHSIM [EPCOHAIBHBIX KOMIIBIOTEPOB IO JOIOBOPHOM CTOMMOCTH M O BO3MOXXHOCTH
IIPUHUMATh 3aKa3bl HA COCTABIICHUE ITPOTPAMM.

IIpakTnueckoe 3aganue 3.

CocraBpTe mnpuKaz 00 OCBOOOXKIEHHMH Bac OT paboTel B agmMuHucTpauuu MO
«"ypbeBCKHI1 TOPOJACKON OKPYI» B CBSA3H C IIEPEE3A0M Ha HOBOE MECTOKHUTEIBCTBO.

IIpakTnyeckoe 3axanue 4.

CocraBbTe KpaTKUH MPOTOKOJ TPOHM3BOJCTBEHHOTO COBEIIAHHWsS PAOOTHHUKOB OTAEa
CTPaTernuecKoro IJIAaHHUPOBAaHUS, HA KOTOpPOM OBLT  PacCMOTPEH BOMPOC O JIOCPOUHOI
paspaboTtke muaHa passutus npeanpusatus Ha 2021 rox. [Tociie 06cykIeHUsT TPOU3BOICTBEHHOE
COBEILlaHUE TMPHUHSIO pelIeHHe pa3paboTaTh IUIAaH Ha JECATh JHEWH paHbIIEe yCTaHOBJICHHOTO
cpoka. OcTajibHble JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

IIpakTH4yeckoe 3aganue S.

CocraBpTe mNpuUKa3bl: a) O mpueMe Ha pabory Oyxramrepom 3aifieBy A.A.; 0) o0
YBOJIbHEHUM IIEPEBOJOM B Jpyryro opranuzauuio Mensensy B.P. Henocraromue pekBU3UTHI
YKaXXHTE CAMOCTOSITEJIBHO.

IIpakT4yeckoe 3axanue 6.

Cocrasbte tucbMo-mipocb0y OO0 «BAJITIITULIEITPOM» B [IpaBuTenscTBO 001acTH O
BBIJICJIEHUHM CPEJCTB M3 00JacTHOro Oropkera B cyMMe 15 MulH. py0. 70 Hauaia peain3aluu
MOJIO/IHSIKA-TITULIBI HACETICHUIO.

IIpakTHyeckoe 3ananue 7.

CocraBpTe  JOKJIAmHYHO 3amucky  Oyxraiarepa Tumommuor  W.II.  rmaBHOMY
oyxrantepy OOO «Camor» babuueBy H.II. ot 15.11.20 r. 0 BBINOJIHEHUH MpHUKa3a AUPEKTOpa
¢upmbl Ne92 ot 12.08.20 r. «O cocTossHUM OyXTraJTepcKOro ydera Ha CTPOMTEILCTBE 0a3bl
orasixa Ha Kypckoil koce». B mpukase ObulM yKa3aHbl KOHKpPETHBIE CPOKHM JIMKBUAALIUU
HEJI0OCTaTKOB, OOHapykeHHbIX B aBrycte 2020 roma. B mokmagHOM 3amuicke TOJDKHO OBITh
OTMEYEHO BBINOJIHEHHE BCEX IMYHKTOB IPHKa3a, 32 UCKIYEHHEM IYHKTOB 00 OpraHM3aluu
PaBHOMEPHON eXeIHEBHON cliaul paboyrMH HapsiioB Oyxrantepy. BeisBieHo, uto 25 okTsa0ps
2020 roma 6bL10 cnaHo Tonbko 35,2% Beex HapsaoB. OctanbHble HapsAabl caanbl 1 HOAOPs. [lo
rpaduky CpoK caaud MOCIHEAHMX HapsAIOB 3a MPOILIbIA MeCSl] YCTAaHOBJIEH IEPBOr0 4YHCia
cienymoero Mecsna. OcTanbHble JaHHBIE YKa)KUTE CAMOCTOSITENIBHO.

IIpakTHyeckoe 3aganue 8.

CocTaBbTe XapaKTEPUCTHKY-PEKOMEHIAINI0 Ha paOOTHHKA BAIEro MPEeIIpUATHS I
noctymeHus ero B acnupantypy PIrAOYBO «b®Y um. . KanTay.

IIpakTnyeckoe 3aganue 9.

CocraBbTe nmucbMo-nipocb0y OO0 «Mebenbrpan» B MUHHUCTEPCTBO IKOHOMHYECKOTO
Pa3BUTHSL, IPOMBIIICHHOCTH U TOPTroBiX KaaMHUHTPaACKOH 00JIaCTH O BBIJACIECHUM JIUICH3UN
Ha noctaBky B Kutait 4000 T MeTayia B CBSI3M € 3aKIIOYCHUEM KOHTPAKTa ¢ 0OBETMHEHHUEM T10
MEXIYHApPOJAHOMY COTPYAHMYECTBY Ha CTPOUTENBCTBO JEBATHATAKHOIO OOIIEKHUTHS B
Kanununrpage. CornacHo KOHTPaKTy oOIUIaTa BBIMOJIHEHHBIX paboT OyaeT HpOM3BOIUTHCS
pOCCHICKMMHU PYOJISIMHU U MaTepHaIaMHu.

IIpakTuyeckoe 3axanue 10.
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Hanummire 3asBieHne o mpueme Bac Ha pabOTy CHELHMATMCTOM B aJMUHHUCTPAIHIO
ropojickoro okpyra «I'opox Kanununrpany.

IIpakTnyeckoe 3aganue 11.

CocraBbTe IIUCbMO-OTBET IPOM3BOJICTBEHHOTO 00BbEeIMHEHUS
«Kamuuunarpagrazudukanus» aupekropy XumdapMiaBoja ¢ HAYalbHUKY  YIPaBJICHUS
«KanuHauHrpaaropras» o eXeMecsYHOW rmoctaBke XuMdapmzaBoay 64 T CKIKEHHOTO raza B
teuenue 2020 roga. Yka3zaHHblii 00beM yuTeH B paszHapsaake. [locraBka OyneT oCyIIecTBIAThCS
yepe3 ynpasieHue «KanruHuHrpagroprasm».

IIpakTnyeckoe 3aganue 12.

CocraBbTe JOKJIAQJHYI 3alMCKy CeKpeTaps-pedepeHTa pyKOBOAUTEINIO MPEIIpUATUSL
00 yrepe paborHukom PriomnasimM C.U. nucema-3anpoca, MOCTYIHBILETO B aApeC MPEANPHITUS
TPU Mecsilia Ha3al.

IIpakTnyeckoe 3aganue 13.

Hanummire 3asBieHre O MpeIoCTAaBICHUHM BaM aJIMHUHMCTPATUBHOIO OTIIyCKa IIO
ceMeiHbIM 00cTosITenbCTBAM. OCTaIbHbIE PEKBU3UTHI YKAXKUTE CAMOCTOATEIBHO.

IIpakTuyeckoe 3axanue 14.

CocraBbTe COBMECTHOE MIMCbMO-OTBET MunucrepcTBa 3/1paBOOXPaHEHUs
Kanununrpaackoit o6snactu u  MunucrepcrBa ¢uHaHcoB KanuHuHrpazackoit obsactu o
BBIJICJICHUN  JIOTIOJTHUTENIFHBIX AaCCUTHOBAaHMM M3 O0JIaCTHOTO OO/KeTa Ha OKa3aHue
MEIUIUHCKON TIOMOIIH XKHUTESIM 00J1acTH.

IIpakTHyeckoe 3aganue 15.

Hanummre aBroOuorpaguio, HeEoOXoaumyr i o(opMieHHs JOKYMEHTOB IIpH
MOCTYIIJICHUU Ha PaboTy.

IIpakTuyeckoe 3axanue 16.

CocraBpre nuceMo-npuriamesue OOO «OKCHOLEHTP», € MNPEAJIOKEHUEM IPUHATh
y4acTHe B POCCHMCKOM BBICTaBKE Ha MEXIYHApOJHOM MeKoTpacieBod spMmapke B I. I'1aHbCK
(ITompmra), kotopas 6ynet nmpoxoauts ¢ 20 despains no 10 mapra 2021 r. Dta sipmapka sSBIIETCS
OJITHUM M3 KpYIHEHIINX TOproBbIX Meponpusatuii ctpan EBpomnbl. B TexcTe Hano ykaszarsb, 4To
ydyacTue€ B D3TOH spMapke NO3BOJISIET UIMPOKO TMPEACTaBUTh  AKCHOPTHYIO MPOIYKIUIO
OpraHu3aliy, NpoJaTh SKCIHOHATHI CO CTEHJIA, M3YYUTh OCOOEHHOCTH PBIHKA, OOMEHSTHCS C
JIPYTUMH Y9aCTHUKAMH SPMapKyd HAyYHO-TEXHHUYECKOW WH(pOpMannel M 3aKIIOYUTh BBITOIHbIC
CHEIIKH.

IIpakTHyeckoe 3aganue 17.

CocraBbTe JOKJIAJHYIO 3alMCKy HayaJlbHUKA OTJeNla PYKOBOAMTENIO MPEANPHUITUS O
(dakTe HEBBINOIHEHUs PACIOPSDKEHHUS O MOHTaXe O00OpYyJOBaHMS HAa Yy4acTKe [0 NPUYUHE
€J1a00r0 KOHTPOJISI CO CTOPOHBI INIABHOTO MEXaHUKA.

IIpakTHyeckoe 3aganue 18.

Odopmure 3amuch B TPyJOBOH KHMXKKE OO0 YBOJBHEHMHM Bac: a) MO COOCTBEHHOMY
KelaHuio; 0) B CBA3M C JIMKBHUJAIMEH NpeanpusiTUs; B) B CBSI3M C HECOOTBETCTBUEM
BBIMOJIHAEMONH ~ pabOThl MNpenbsABIIEMbIM TpeOOBAHUSAM,  BCIEACTBUE  HEIOCTaTOYHOM
KBaJIU(DUKALIHH.

IIpakTnyeckoe 3aganue 19.

CocraBpre uH(popManuonHoe nucbMo AO «ABTOTOP» nemenxoit pupme «BMW» o
BO3MOXHOCTH MPOJaKu aBTOMOOMIIeH. OCTabHble PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

IIpakTHyeckoe 3aganue 20.

CocTaBpTe MAOKIAAHYIO 3aIUCKy O MpPUYMHAX HECBOEBPEMEHHOIO IIPEACTaBICHUS
uH(pOpMallMd O BBIIOJHEHUM Tpuka3za jupektopa. OcTalbHble PEKBU3UTHI YKAKUTE
CaMOCTOSITENIBHO.

IIpakTHyeckoe 3aganue 21.

CocTaBbTe NPOEKT KOHTpaKTa IO HaiiMy, oruiare W yBOJbHEHHUH Bac. OcTanbHble
PEKBU3UTHI YKAXKHUTE CAMOCTOSTENIBHO.

IIpakTnyeckoe 3aganue 22.
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CocraBpTe MNHUCBMO-OTBET MMHHCTEPCTBA CEIBCKOTO Xo03sicTBa KaauMHMHrpaackon
obmactu mpencenarento akmuonepHoro odmectBa «KAJICEJIBXO3» mo Bompocy HOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 3a CIaHHOE 3€PHO.

IIpakTnyeckoe 3axanue 23.

CocraBbTe MpHKa3 0 NepeBo/ie Ha PadOTy BHYTPH OpraHU3aIHU.

IIpakTnyeckoe 3axanue 24.

Owiman OO0 «Pocroccrpax-Kanuuunrpag umeer crpaxoBoit otaen B I. CoBercke.
Havanbauk 3toro otaena C.W. BanoBa u3nana npuka3 0 Ha3HAY€HUM MHCIEKIIMOHHOM TPYIIIIbI
JUIS TIPOBEJICHUS] CBEPKH JJAHHBIX OyXTaJTepCKOro M ONEpPAIllIOHHOIO y4eTa 3a MEepBbIi KBapTal
Tekymero roaa. CBepka mnpoBoauTcs B coorBercTBUM ¢ mnucbMoM OOO «Pocroccrpax-
Kamuaunarpaa» Ne 09-07/8 ot 19 ampenst tekymiero roga «O TpOBEICHUU MHIOTHONH CBEPKHU
JaHHBIX OyXTraJTEepCKOro W OINEpalMoOHHOrO yueTa 3a TMepBblii KBapTad», B COCTaB
MHCIEKIMOHHON TIpynmbl BKItoueHbl Oyxranrep Muxanesa JIJI. u onepanumonuct Ilonskosa
T.B.

IIpakTnyeckoe 3aganue 25.

CoctaBbTe U odopmute npukas 06 urorax padbotsl ¢ gokymeHntamu B OOO «Mup» B
npoulenueM rogy. B koHcTatupyroieil yacTu yKaKuTe Ha UTOTM aHaJli3a, BbIIBUBILINE HU3KYIO
TpeOOBATENILHOCTh PYKOBOAMTENEH MOApA3JEIeHUd K KaueCTBY MOJATOTOBKH JOKYMEHTOB U
KOHTPOJIIO 32 HMX WCIIOJIHEHHWEM. B pacrnopsIuTenbHONM 4YacTH MOPYYUTE PYKOBOJIUTENSM
MOJpa3JelieHnit YCHJIUTh TpeOOBaTeNbHOCTh K KayecTBY paboThl € JOKYMEHTaMH, a
pykoBoauteno otaena JOVY paspabortars Mepbl MO YIydlIeHHIO 3TOH padoThl. OcTajabHbIE
JTaHHBIEC YKAXKUTE CAMOCTOSITENILHO.

IIpakTnyeckoe 3aganue 26.

23 — 31 suBaps 2021 rona B KanuauHTpaae npoxoasaT GUHAIBHBIE COPEBHOBAHUS FOHBIX
XOKKEUCTOB Kiyba «3onotas maiiba» umenun A.B.Tapacosa. IloaroroBbTe mnocTaHOBIIEHUE
['maBel ropoackoro okpyra «I'opog Kamuuurpan» A.H. CunanoBa 06 obecriedeHnn OeCIuiaTHOTo
poe3jia IIKOJIBHUKOB B THU COpEeBHOBaHUM. B KoHcTaTupyromeil yactu HeOOXOAUMO yKa3aTb
LIeJIM pa3BUTHS JIETCKOTO cropTa B cyObekTax P®d, a Tarke cocinaTbcst Ha YCTaB TOPOACKOTO
okpyra. B pacnopsaaurensHon yactu gaercsa nopydenue MKII «Kamununrpan-I'opTpanc» mo
oOecrieyeHHI0 OECIJIaTHOTO TPOE3/la OpPraHM30BaHHBIX TPYII JAeTell B CONPOBOXKACHUU
B3pPOCJIBIX B TOPOJCKOM OOIIECTBEHHOM TpPAaHCIOPTE B NEPUOJ TMPOBEAECHUS COPEBHOBAHUM.
KoHTponb 3a UCHOJHEHMEM IOCTAHOBJICHHS BO3JIaraeTcsi Ha IEPBOrO 3aMECTHUTENS IJIaBbl
agmuauctpanuu 0. A.@epgsimiosa.

IIpakTnyeckoe 3aganue 27.

CocraBpre U odopmute npuka3z mo OO0 «BectJlaitn» o npueme KynemoBoit Hunbl
CepreeBHbl Ha NOCTOSHHYIO paOOTy KOHAYKTOpPOM MapuIpyTHOro aBToOyca. Pa3mep okiana
cocransier 21 Teic. py6. OcHOBaHMeM [UIsi M3JaHHUS NpUKa3a MOCITYKWIM 3asBICHHUE
H.C.Kynemosoii u Tpynosoii norosop Ne 28.

IIpakTHyeckoe 3aganue 28.

CocraBbTe U 0(popMHUTE MPUKA3 110 AAMUHUCTPALMHM 00 YBOJBHEHHM 110 COOCTBEHHOMY
xkenanuto Oyxrantepa Kucenesa J{mutpus CepreeBnua B CBSI3U C BBIXOJOM Ha mneHcuto. Ha
IpUKa3e UMEIOTCS BU3bI ITIABHOTO OyXranrepa u HayalbHUKa oTAena kajapoB OOO.

IIpakTHyeckoe 3aganue 29.

CocraBbTe M O(hOpMHTE MUCHMO-OTKa3 mnoyurpaduueckoro mnpennpusatus «lloGena»
(O00) akumonepHomy 061mIecTBy «CallfoT» MO BOMPOCY BBITTOJIHEHHS 3aKa3a Ha M3TOTOBJIECHUE
O5aHKOB yyeTa M oT4eTHOCTH. IIpuunHOM OTKa3a sBUJIACh PEKOHCTPYKIMS MEYaTHOIO liexa,
KOTOpasi MPOAJIUTCS 10 KOHIIA IEPBOTO MOIYTOAMS; IpYrHe TaHHbIE YKaKUTE CAMOCTOSTENIBHO.

IIpakTnyeckoe 3aganue 30.

CoctaBpTe M o0¢OpMUTE MAOKIAJAHYIO 3allMCKy B COOTBETCTBUM C CHUTYyalueil: B
KanuHUHTpasickoM WHCTUTYTE IMOBBIIICHUS KBAIM(UKALUN YYUTEJIeH CO3/1aHbl IOCTOSHHO
JNeiCTByIOIME KypCchl  MOATOTOBKM  jioromenoB. Kypcel  paboranm Ha  OpHUHLUIE
CaMOOKYIAaeMOCTH, OJHAKO B TEKyIIEeM Y4eOHOM TOAY Ul HPOJOJDKCHHUS UX JESTEIbHOCTU
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HE00X0MMO JOTONHUTENbHOE (uHaHcupoBanue. Jlupektop wuncturyra C.P. IlokanseBa
obpatunace k mMuHHCTpY oOpazoBanusi KO C.C.TpyceHeBoii ¢ mpoch0Oi BBIIECTUTH TPHUCTA
TBICAY pPyOJe A MOKBapTaJIbHOTO (UHAHCHUPOBAHUSA JIEATEIBHOCTH KYpCOB B TEKYILEM
yueOHOM rony. JloknmaaHas 3amucka Obula cocTaBieHa 25 aBrycra TeKyllero roja,
3apeructpupoBana 3a Ne 33 m B TOT ke JEHb OTHpaBieHa B MUHHCTEPCTBO 00Opa3oBaHUs
Kanmuaunarpaackoi obaacTy.

6.2. MeToanueckne MaTepuaJbl
6.2.1. MeTtoanieckue yKazaHus JJis 00yJaromuXcsl IO OCBOSHUIO JUCIUTLUTHHBI

Mertoanuueckre peKOMEHJAlUU [0 M3YYEHHUIO JAUCHUILIMHBL «/lenonpous3BoaCcTBO U
opraHu3zanys JOKyMEHTOOOOpOTa MpU B3aMMOJACHCTBUH C TPakJaHAMU» IPEJCTABISET COOOU
KOMIUIEKC PEKOMEHJAM M OOBSACHEHMH, MO3BOJIAIOIMX OOy4YaroIIUMCS ONTUMAJIbHBIM
00pa3oM OpraHu30BaTh MPOLECC U3YUCHUS JaHHOW AUCUIUTUINHBL.

B cTpykrype yuebHOTrO maHa 6akanaBpoB HampasieHus 38.03.04 — «['ocynapcTBeHHOE U
MYHUIIUTIAIBHOE YIIPABJICHUE)» 3HAYUTEIHLHOE BPEMs OTBOJUTCS Ha CAMOCTOSITEIbHOE U3yUCHHE
JTAHHOM MUCUUIUIMHBL B pabouell mporpaMme 1no JaHHON AWCLUIUIMHE MPUBEICHO MPUMEPHOE
pacripenieieHue 4acoB ayJAUTOPHON M BHEAYAUTOPHOW HArpy3KH IO PAa3JIMYHBIM TeMaM JaHHOU
JUCLUIUINHBL.

Jli1s ycriemHoro yCBO€HHMsI JaHHOM TUCIUILIMHBI 00y4aroIUnics JODKEH:

1. Mpociymats Kypc JeKIuii M0 JaHHON IUCIUILIMHE.

2. BBINONHUTE BCe 3a[jaHus, PACCMATPHBAEMbIE HA IPAKTHYECKUX 3aHATUSIX.

3. BBINOJIHUTH Bee JOMAIIHKUE 3a1aHus, TI0IydaeMble OT IIPEeHoaaBaTelis.

4. TToArOTOBUTHCS K DK3aMEHY.

CroBapb TEpMUHOB 00Y4aIOLIMICS MOXKET MOMOJHATh B X0/1€ U3yYEHUS JOMOJHUTEIbHOM
JUTEPaTyphl WM BHOCUTH B HETO T€ TEPMHHBI, KOTOPHIE BBI3BIBAIOT Yy HETO 3aTPyJHEHHS B
ycBoeHMH. IIpu moAroToBke K sK3aMeHy 0co00e BHHUMAHUE CIIEAYyeT OOpaTHTh Ha CIIEAYIOIINe
MOMEHTHI:

1. Beryunts onpeneneHus BceX OCHOBHBIX TTOHATHIA.
2. TIpoBepHTH CBOY 3HAHMS C IOMOIBIO TIPUMEPHBIX BOIIPOCOB U TECTOBBIX 3a1aHMIA.

6.2.2. Meronnyeckne PEKOMEHJAMKA TI0 OCBOSHHIO JICKIMOHHOTO MaTephayia IIo
JUCLUTUIMHE 1711 00y4aroLXCs

3aHATUSA JIEKIUOHHOTO THMA JaroT OOy4yarolMMCS CHUCTEMaTH3UPOBAaHHBIE 3HAHUSA O
HauOoJsee CI0KHBIX M aKTyaJIbHBIX NMpo0IeMax U3ydaeMon JTUCHUIUIMHBI «JleTonpon3BoACTBO U
OpraHu3aiys J0KyMeHTO000poTa MpU B3aUMOAECHCTBUU € TpakIaHAMU».

Ha 7nexumoHHBIX 3aHATHAX, OOydaromuecs JJOJDKHBI BHUMATEIbHO BOCHPUHUMATH
MaTepuai, MOArOTOBJICHHBIN IpenoaaBaTeneM, MBICIUTh, JOOMBATHCS MOHUMAHUS U3y4aeMoro
npeamera. [Ipy  sTtoM oOywarommecss JTOJDKHBI BECTH KOHCHEKT JUCHMIUIMHBL. Ecimu
oOyJaromuiicss TposBISET HEJOTOHUMAHHS MO0 KaKoH-1M0O0 4YacTH IMpeaMeTa, TO €My CledyeT
3aJaTh BONPOC IMpernojaBaTento. Takke B Ipolecce JIEKIMOHHBIX 3aHATHH 00y4yaromuMmcs
HEOOXOJUMO BBIMOJHATH B KOHCHEKTaX 3aJlaHusl, KOTOpbIE IMpeajaraeT MpernojaaBareib B
IIPOLIECCE MOAAYN TEOPETUUECKOTO MaTepHraa.

6.2.3. Meroanveckue PEKOMEHIAITMU IO TMOJATOTOBKE OOYYaIOIMXCA K CEMHUHAPCKUM
3aHATUSAM IO AUCHUIIIINHE
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Jns  ycmemHoro yCBOEHHUS JUCHUIUIMHBI  «/lenonmpou3BoICTBO U OopraHu3anus
JOKYMEHTOO0OpOTa TpH B3aUMOACHCTBHHM C TpaXIAHAMH» OOyYaIOIUiCs JOJKEH
CUCTEMAaTUYECKU TOTOBUTHCSI K CEMUHAPCKUM 3aHATUSAM. J{J151 3TOro Heo0XoaAuMo:

1) IMO3HAKOMHUTHCH € IJIAHOM CEMHUHAPCKOI'O 3aHATHUA,
2) HN3YUYUTh COOTBCTCTBYIOIIUE BOIIPOCHI B KOHCIICKTE HeKHHﬁ;
3) OTBCTUTH HA BOIMPOCHI, BEIHCCCHHBLIC Ha O6Cy)KI[eHI/Ie;

4) cucremMaTMyeckd BBINONHATh 3aJaHMS  TPENOABATENs, IpeiiaraeMble s
BBITTOJIHEHHS BO BHEAYIMTOPHOE BpEMSI.

B xone cemuHapcKux 3aHATHN 00y4aromuecs moJ pyKOBOJICTBOM IPENOAaBaTelNsi MOTYT
paccMOTpeTh pa3iIMyYHbIE TOYKH 3PCHUS CIHEIHAIMCTOB MO OOCYXIAeMBIM MpoOIeMaM.
[TponOmKUTETLHOCTh TIOATOTOBKM K CEMHUHAPCKOMY 3aHSTHIO JIOJDKHA COCTABIIATH HE MEHEe
TOro 00BEMa, YTO ONPEICICHO TEMAaTHYSCKUM IJITAHUPOBaHUEM B paboUeii mporpamme.

CGMI/IHapCKI/Ie 3aHATUA 110 JUCHUIININHEC ((HCJ'IOHpOI/I?,BOI[CTBO U OpraHmsanud
JIOKYMEHTOO0O0pOTa MPH B3aMMOJACUCTBUHM C TPaKJaHAMU» MOTYT MPOBOJUTHCS B Pa3IMYHBIX
dbopmax:

1) ycTHBIE OTBETHI Ha BOIIPOCHI MPENOAABATENS M0 TEME CEMHHAPCKOTO 3aHATHUS;

2) TmMChbMEHHBIE OTBETHI Ha BOMPOCH! MPEHOIABATEIS;

3) rpynmosoe o6CyKaeHNE TOM MM HHOH MPOOIEMBI 10/ PYKOBOJACTBOM M KOHTPOIEM
IPEnoaaBaTels;

4) 3acIylIIMBaHUS M 00CYXICHHE MIPe3eHTAIH, pedepaToB, TOKIAI0B.
5) BBITIOJIHEHHE KOHTPOJIBHBIX PaloT;

6) pemrenue TeCTOBBIX 3a1aHMUIA.

[ToaroToBka K CEMHUHApCKUM 3aHATUSAM JOJDKHA HOCHTh CHCTEMATUYECKUH XapakTep.
OTO0 NO3BOJIUT 00YYAIOLIEMYCSl B IIOJIHOM 00bEME BBIIIOJIHUTH BCE TPEOOBAHUS MPENOAABATEIIS.
Jns  nonmydyenus Oojee TIIIYOOKHMX 3HAaHMM oOydaroUIMMcs PEKOMEHAYeTCs M3ydaThb
JIOTIOTHUTEIIBHYIO JTUTEPaTypy (CIUCOK MPUBEEH B paboyeil mporpaMMe 1o JUCHUILINHE).

6.2.4. Metomuueckre pekoMeHmanuu (Y4eOHO-METOIUYEeCKOoe O0O0eCIeUeHNe) 110
OpTraHU3aIH CAMOCTOATEIHHONU PabOTHl 00YUYAIOLTUXCS

BneaynutopHas camocrosiTenpHasi pabota oOydarommxcs (fajiee camMoCTOATENIbHas
pabota oOyvaromxcs) — TIJIaHUpyeMmas ydueOHas, YydeOHO-HccienoBaTelbckas, Hay4dHO-
UCCIieIoBaTeNbCcKass paboTa OOYyYaromuXcs, BBITIOJTHSIEMass BO BHEAYyIUTOPHOE BpeMs IO
3aJJaHUI0 M TIPU METOAMYECKOM PYKOBOJICTBE MpenojaBaTesisi, HO 0e3 ero HemocpeCTBEHHOTO
YYaCTHS.

Ilenp camocrosiTenbHOH paboThl OOy4aroIMXCS — HAYYUTh OCMBICIEHHO U
CaMOCTOSITeNIbHO paboTaTh CHavalla ¢ y4eOHBIM MaTepHajoM, 3aTeM ¢ Hay4dHOH mHpopMaImei,
3aJI0)KUTh OCHOBBI CAMOOPTaHU3aIlMM U CaMOBOCHHMTAHUS C TeM, 4TOObl MPUBHUTH yMEHHUE B
JaTbHEHIIIEM HEeMTPEPBHIBHO MOBBIIIATH CBOIO KBATHM(PHUKAIIHIO.

Llenpio caMOCTOATENBHOM paboThl 00yYaroIUXCs M0 AUCHUILTIHE «JleTonpon3BOACTBO
¥ OpTraHu3alus JOKYMEHTOO00POTa IPY B3aMMOICHCTBHIH C TPKIAHAMU ) SBISIETCS OBJIAJICHHE
(byHaaMEeHTaTbHBIMU 3HAHUSAMH, TPOPECCUOHATLHBIMU YMEHUSIMH U HaBBIKAMM JI€ATEIbHOCTH
TOCYJapCTBEHHOTO CIYXKAaIlero, OIBITOM TBOPYECKOH, MCCIENOBATEIBCKON NIESTEITFHOCTH.
CamocrostenbHas paboTra 0Oy4yaromMXCsl CIIOCOOCTBYET pPa3BUTHIO CaMOCTOSITEIbHOCTH,
OTBETCTBEHHOCTH ¥ OPTraHW30BAaHHOCTH, TBOPYECKOTO TOAXOJA K PEIICHUIO pa3IHIHBIX
npooieMm.

O06nem camocTosTeNnbHOM paboTel oOydaromuxcs onpenensercs GI'OC u o6o3HaveH B
TaHHOM pabouel mporpamme.
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CamocrosTenbHas paboTa sBiIsSeTCS 00S3aTENBHONW JUIS KaKJOro oOydaromierocs H
ompenenseTcss y4eOHbIM TImaHoM. JIJig yCHemrHOW OpraHu3allid CaMOCTOSITEIbHOW paboThI
HEOOXOUMBI CIIEYIOIINE YCIOBUS:

- TOTOBHOCTh OOYYAIOIIMXCSl K CaMOCTOATENbHON paboTe MO JaHHOM IUCHMILIMHE U
BBICOKAsI MOTHBALUS K NIOJyYEHUIO 3HAaHUM;

- HaJM4Yue M JOCTYNHOCTh HEOOXOAMMOIO Y4eOHO-METOAMYECKOIO M CIPABOYHOIO
MaTepuaa;

- pEeryJsipHbI KOHTPOJIb KaueCTBA BHINOJIHEHHONW CAaMOCTOSITENIbHON paboThI (IIpoBepsieT
IpenoaaBaTesib BO BpeMsl CEMUHAPCKUX 3aHATUN U KOHCYJIbTALUM);

- KOHCYJbTAllMOHHas IOMOIUb IpenojaBarenas (IPOBOJUTCS IO  PACHUCAHHIO,
COCTaBJICGHHOMY Ha Kadeape U yTBEP)KIACHHOMY 3aBEAYIOMINUM Kadeapoii).

IIpy wm3ydyeHUM KaXJOW JUCLUIUIMHBI OpPraHM3ALUs CAaMOCTOSITENIBHOW pPaboOThI
00y4aromuxcst JOJHKHA MPEICTABIATh €IUMHCTBO TPEX B3aMMOCBSI3aHHBIX (hOpM:

1. BueayauTopHnas camocTosTenbHas pabora.

2. AymutopHas  camoCTOsTeNbHas — paboTa, KOTOpas  OCYIIECTBISAETCS — MOJ
HEINOCPEICTBEHHBIM PYKOBOJICTBOM IIPEIOIaBATENS.

3. TBopueckasi, B TOM YHCJIE HAYYHO-UCCIIEN0BATENbCKAs PaboTa.

Bupl BHEay1uTOpHON CaMOCTOSTENIbHON pabOThl 00yJarOIUXC:

- IOJrOTOBKA MPE3CHTAINM, peepaToB, JOKIAJIOB,;

- 1oa00p U U3y4YEeHHUE JINTEPATYPHBIX UCTOUHUKOB,;

- TIOWCK W aHaIHu3 WH(OPMAIIMH IO 33JJAaHHOU TEME;

- AaHAJIN3 HAYYHOU CTAThU;

- QHQJIN3 CTaTUCTUYECKUX JAHHBIX 110 U3y4aeMOM TEME U AP.

Bunbl ayauTopHOI cCaMOCTOSITENIbHOM pabOThI:

- BO BpeMs JEKIHMM OOy4aroIluecss MOTYT BBIIOJHATh CaMOCTOSTENILHO HEOOJIbIINE
3a/laHus: pelaTh HECI0KHBIE 3a/1a4M, IPUBOIUTH IPUMEPHI, JOMOJHAThH KIacCU(pUKALUU U T.11.;

- Ha CEMHHAPCKUX 3aHATUAX OOyyaroIMecs CaMOCTOSTENbHO pelaloT 3a/auH,
3aMOJIHAIOT TaONMUIlbl, KOHCIEKTUPYIOT IJIABHOE W3 BBICTYIUIEHUI Jpyrux oOydaromuxcs,
BBITOJHSIOT TECTOBBIE 3a/1aHUS U T.1I.

Bun TBOpueckoit caMoCTOSTENTbHON pabOTHI:

- oOyuaroniuecss MOTYT BBIOpAaTh TEMY W3 MPEUIOKEHHBIX 10 TeME TUCLUIUIMHBI, U
HOJArOTOBUTH MPE3EHTALUIO (pedepaT UK JOKIIAA) Ha 3aJaHHYIO TEMY;

- oOyyarouiics MOXET TMpeJIOKUTh CBOK TEMY, 3aMHTEPECOBABUIYIO €ro, u
HOJrOTOBUTH MPE3EHTALUIO (pedepaT UK JOKIIA).

Bce BHIIbI aKTUBHOCTH TNpenojaBaTellb PUKCHPYET B TEUEHHE CEMECTpa U 00s3aTelbHO
YUUTBIBAET MPH OLIEHKE 3HAHUH 00yyaronerocs no JaHHOW JUCHUIUINHE.

6.2.5. Mertoauueckue YKa3aHus 10 IMOATOTOBKE K 9K3aMCHY

I'oToBUTBCS K 3K3aMeHy HEOO0XOAMMO TIOCIEA0BAaTeNbHO, C YYETOM KOHTPOJBHBIX
BOIIPOCOB, MPEMJIOKEHHBIX B IMPOrpamMMe IHUCHUIUIMHBI «J/lelonpon3BoJACTBO U OpraHU3anus
JIOKYMEHTOO000pOTa MPH B3aUMOACHUCTBUY C IpaxkaaHamMu». CHavana cieayeT OnpeaenuTh MeCTO
Ka)KJ0r0 KOHTPOJBHOIO BOIPOCAa B COOTBETCTBYIOLIEH TeMme y4eOHOM mporpamMmbl, a 3aTeMm
BHHUMATEJIbHO NPOYMTATh U OCMBICIUTH COOTBETCTBYIOIIME pa3leiibl PEKOMEHIOBAHHOMN
auTepaTypsl. PaboTy Haj TeMOW MOKHO CUMTATh 3aBEPILEHHOM, €CIIM Bbl CMOXKETE OTBETHTh Ha
BCE KOHTPOJIBHBIE BOIIPOCHI U JaTh OIIPEIEICHHUE TOHATHH 110 U3y4aeMON TEME.

Jl51a obGecrnieueHus MOTHOTHI OTBETA Ha KOHTPOJIBHBIE BOIIPOCHI U JIYULIEr0 3allOMUHAHUS
TEOPETUYECKOI0 MaTepuana PeKOMEHYETCsl COCTABIIATh IJIaH OTBETa HA KOHTPOJIBbHBIN BOIIPOC.
OTO NO3BOJIUT CAKOHOMUTH BpeMsl Ul MOATOTOBKH HEMOCPEACTBEHHO IMEpe]l IK3aMEHOM 3a CUET
oOpalieHus He K TUTeparype, a K CBOMM 3aIUCsIM.
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[Tpu moaroToBKE HEOOXOIUMO BBISBIIATH HAUOOJIEE CIOXKHBIE, TUCKYCCHOHHBIE BOTIPOCHI,
C TeM, 4TOOBI 0OCYIUTH UX C MPETogaBaTeIeM.

Henp3s orpannymBath MOATOTOBKY K 3K3aMEHY NPOCTBIM MOBTOPEHHUEM H3YYCHHOTO
Marepuana. Heo0xonumo yriyOuTh U pacIIMpUTh paHee MPUOOPETCHHBIC 3HAHUS 32 CYET HOBBIX
UJed 1 NOJIOKEHUM.
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6.3. Kputepuu ¥ mIKAaJbI JAJ151 HHTETPUPOBAHHOM OIleHKH YPOBHA C()OPMUPOBAHHOCTH KOMIIETEHIUI

I/IHIll/lKaTOPLI KOMIICTCHIIMHA

Ouenka chopMUPOBAHHOCTH KOMIIETEHIUIH

He chopmupoBana

CdopmupoBana Ha ypoBHe

NOpPOrOBOM

0a30BOM

MPOABMHYTOM

CHCTEMHOCTH M IOJHOTA 3HAHMMI
B OTHOILICHUH U3y4YaeMbIX
00BEKTOB

YpoBeHb 3HAHUN HUXKE
MUHHMAJIBHBIX TpeOOBaHHUIA.
OTtcyTcTBHE 3HAHUH
TEOPETHIECKOTO MaTepHaa.
HeBo3M0XHOCTh OLIEHUTH
TMOJHOTY 3HAHUH BCJICACTBUC
0TKa3a, 00y4aroIerocst OT
OTBETa

MuHUMaIbHO 10IYCTUMBIH
YpOBEHb 3HaHUU. JlonmyieHo
MHOTO HEeTrpyObIX OITHOKH.

YpoBeHs 3HaHUIT B 00BEME,
COOTBETCTBYIOLIEM ITpOrpaMMe
MOATOTOBKU. JlOIyILIEHO
HECKOJIbKO HETpyOBIX OIHOOK

YpoBeHs 3HaHUI B 00BEME,
COOTBETCTBYIOIIEM MPOTPaMMe
THOATOTOBKH JINOO
MPEBBILIAIOIIKE IporpamMmy, 6e3
OIIMOOK.

Hanuuune ymeHuit

[Tpu penieHun cTaHAaPTHHIX
3aJa4 He MMPOIEMOHCTPUPOBAHBI
OCHOBHBIC YMCHHUSL.

Nwmenun mecto rpyObIe OITHOKY.

IIponeMoHCTPUPOBAHEI
OCHOBHbIE YMEHUs. PelieHsl
THIIOBBIE 331241 C HETPYOBIMH
ommOKaMu. BeimonHeHs! Bee
3aJjaHusl, HO HE B ITOJTHOM
o0BeMe.

IIponeMoHCTpUpPOBaHBI BCE
OCHOBHbIE yMeHHUs. PelieHsl Bce
OCHOBHBIE 331a4H C HETPYOBIMHU
ommOKkaMu. BeimonHeHs! Bce
3aJjaHusl, B IOJTHOM 00BeMe, HO
HEKOTOPBIE C HE0YETaMH.

IIponemoHCTpUpPOBaHBI BCE
OCHOBHBIC YMeHUs. PelieHb! Bce
OCHOBHBIE 3a/1a4H. BEITOIHEHBI
BCE 3aJaHusl, B IIOJTHOM

O0BeMe 0e3 HEIOUETOB

Hannuwne Bnanenns (Bnanenne
OIIBITOM, OCBOCHHE CTaHIAPTHBIX
ANTOPUTMOB PEIICHHS
npodeccroHabHBIX 3a/1a4)

[Ipu pemeHny cTaHAAPTHBIX
33124 He MPOJIEMOHCTPHPOBAHBI
6a30BbIC HABBIKH.

Nwmenu mecto rpy0bIe OMTHOKH.

NMeeTcss MUHHMAIIBHBIA
Ha0Op HABBIKOB LTS PEIICHHUS
CTaHIAPTHBIX 33134 C
HEKOTOPBIMU HEJT0YETaAMHU

[IpoxemMoHCTPpUPOBaHbI 6Aa30BbIC
HABBIKY [IPU PEIICHUN
CTaHIAPTHHIX 3a7a4 0e3 omuOoK
Y HEJI0YETOB.

He Toneko Bnageer anroputMoM
¥ TIOHUMAET €T0 OCHOBBI, HO U
IpeJularaeT HOBbIE PEIICHUS B
paMKax MoCTaBJICHHOMU 3a/1auu
IIponemoncTpupoBan
TBOPUYECKUN MOJXO0J K PELIEHUIO
HECTaHJAPTHBIX 3a/1a4

MortuBanus
(IMYHOCTHOE OTHOIICHHE)

YyeOHast aKTUBHOCTH U
MOTHUBAIHS CJ1a00 BBIPAKEHBI,
TOTOBHOCTH PEIIaTh
[IOCTaBJIEHHLIE 3aa4l
Ka4eCTBEHHO OTCYTCTBYIOT

VuebHast aKTUBHOCTE U
MOTHBAIIMS HU3KHE, C1a00
BBIPA)XEHBI, CTPEMJICHUE PEIaTh
3a/1a4l KaueCTBEHHO

Y4eOHast aKTUBHOCTb U
MOTHBAIIMS [IPOSBIISIOTCS HA
YPOBHE BBIIIIE CPEIHETO,
JIEMOHCTPHPYETCSI TOTOBHOCTb
BBIIOJIHATE OOJIBIIMHCTBO
IIOCTaBJIEHHBIX 3a1a4 Ha
BBICOKOM YPOBHE Ka4yecTBa

YyeOHast aKTUBHOCTD U
MOTHUBAIMS [TPOSBIISIOTCS HA
BBICOKOM YPOBHE,
JIEMOHCTPHPYETCSI TOTOBHOCTh
BBITIOJTHATh HECTaHJAPTHHIC
JIOIOJIHUTEIBHBIE 3a1a4M Ha
BBICOKOM YPOBHE Ka4ecTBa

JleckpunTopsl ypoBH#
copmupoBaHHOCTH
KOMIIeTeH i

BocnponsBoaurt TepMHUHBI,
OCHOBHbIE MOHATHS, 3HACT
MeTO/bl, NPOLeAypbI,
CBOIiCcTBA, NPUBOAUT QAKTHI,
uaeHTHGUIMPYET, 1aeT
0030pHOE ONHCaHHeE ...

BeisBasier B3aHMOCBSI3H,
KJIaccupuuupyer,
ynopsigoumuBaeT,
HHTepHpeTHpyeT, MJIAHUPYET,
npuMeHsieT 3aKOHBI,
peajiu30BbIBACT, HCHOJIB3YeET ...

AHAJIM3UPYeT, AUMATHOCTHPYET,
OIIEHHBAeT, NPOTHO3UPYeET,
KOHCTpYHpYerT ...
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I/IHIII/lKaTOPBI KOMIIETCHIIUH

Ouenka cpopMUPOBAHHOCTH KOMIIETEHIIUI

He chopmuposana

CdopmupoBana Ha ypoBHe

MOPOroBOM 06a30BOM MPOJABUHYTOM
XapakTepucTuka Komnerennus He CdopMupoBaHHOCTB CdopMupoBaHHOCTH CdopMHpOBaHHOCTD
c(OpPMUPOBAHHOCTH copmupoana. Mmerommxcs KOMIIETEHI[HU COOTBETCTBYET KOMITIETEHIIUH B 1I€JIOM KOMIIETEHIIMH MTOJIHOCTHIO
KOMIICTCHITHI 3HAHW, yMEHU, BIaIeHUI MHUHUMAJIbHBIM TPEOOBAHUSIM. COOTBETCTBYET TPCOOBAHUSM. COOTBETCTBYET TPeOOBAHUAM

HEJOCTaTOYHO IS PeIICHUS
IPaKTHYECKUX
(mpodeccrnoHanbHBIX) 3a71a4.
TpebyeTcs moBTOpHOE O0YUICHUE

Nmeromuxcs 3HaHUM, yMEHUIH,
BJIAJICHUII B LIEJIOM JOCTaTOYHO
IULSL PELICHUS PaKTHYSCKUX
(mpodeccronansHBIX) 33134, HO
TpebyeTcs JOMOTHNUTENbHAS
MPaKTHKA MO OOJBIIMHCTBY
MPaKTHYECKUX 3aa4.

Nmeromuxcs 3HaHUM, yMEHUIH,

BJIAJ€HUIA ¥ MOTHBAILMH B IIEJIOM

JOCTaTOYHO JUIS PeIIeHHs
CTAQHJAPTHBIX MPAKTUICCKUX
(mpodeccronansHBIX) 3a1a4.

700 TIPEBhIIAET CTAHAPTHHIE
TpeboBanus. meromuxcs
3HaHWM, yMEHUH, BIaleHUN U
MOTHBAIIH B TIOJTHOI Mepe
JOCTaTOYHO UISI IPUMEHECHUS
TBOPYECKOT'O MOAX0/a K
PEIICHHUIO CJI0XKHBIX
MPaKTUYECKUX
(mpodeccroHanbHBIX) 337134

Kputepuu onieHuBaHus

«2»

«3»

«4»

«5»

«He 3auTeHO»

«3a4TCHO»

«3a4TCHO»

«BadYTCHO»

CucteMHOCTb U nosiHoTa 3HaHUK | He 3Haer Cnabo 3HaeT NoHATHS 3HaeT OCHOBHBIE OHATHS 3HaeT B MOJIHOM 00BbEeMe
B OTHOILICHHUHU H3y9aeMbIX (ompenenenus) (ompenenenus)
00BEKTOB
Hanuuune ymenuit He ymeer YacTuuHO ymeeT BrinosiHs€T B COOTBETCTBUH C YmeeT 000CHOBATH CTPATETHIO. . ..
TpeOGOBaHUSIMU Cnoco6eH 000CHOBATE. ...
Hannune Bnanennit (Bnagenne | He Bmanmeet YacTUuHO BlIaJEET B nenom Brnaneer CBobonHO BlaseeT
OIIBITOM)
MotuBanus He moTuBupoBaH Huskas yueOHas akTUBHOCTh IToHnmaet HEOOXOTUMOCTH IIposiBisieT akTUBHOCTH B

(JIMYHOCTHOE OTHOIIICHHUE)

NOJTy4CHUsA 06pa30BaH1/m

MOJTyYeHHH Ka4YeCTBEHHOTO
00pa3oBaHUs

OneHKa BBICTABJISIeTCS HA OCHOBAHMH MPE00/Ia1A0IIEero KOJH4ecTBa KPUTEPHEB
[Ipu HATMYHUK KPUTEPHS, COOTBETCTBYIOIIETO «2» 00IIast OI[CHKA BBICTABISETCS «2».
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6.4. Kputepuu olleHKHM YPOBHSI U CTeNeHU OBJIaJleHusI o0yualonumcs, 3asiBjieHHbIX B PI1/] o6pa3oBaTe/ibHBIX pe3yJbTaTOB

Kpurepun onennsanuss TECTOB, IPAKTUUECKHNX 3AJIAHUM u CUTYALIMOHHBIX 3AJTIAY, KOHTPOJIbHOM PABOThHI

% NpPaBUIbHBIX 0TBETOB O1eHKa M0 TPATUIIMOHHOM CHCTEMe
90-100 O1in4HO
75-89 Xoporto
60-74 Y I0BI€TBOPUTETHHO
0-59 HeynoBnetrBopurensHO

Kputepun onenusanuns 110 YCTHOMY OIIPOCY

Onenka

Kpurepuu ouenku

«OTIUYHO»

BeicraBnsercs, eciam 0oOydaromIuicsl pacKpbUl cOIEpKaHHE MaTepHana B OObEMe, NPEIyCMOTPEHHOM IIPOTPaMMO, H3JIOXKHUI MaTepHal
TPaMOTHBIM SI3BIKOM B OIPEAEIEHHOM JIOTHYECKOH IOCIIe0BATENIbHOCTH, TOYHO HCIHOJb3YSl TEPMHHOJOTHIO JAHHOTO MHpeaMeTa Kak y4deOHOMH
JUCLUIUIMHBI; OTBEYAJ CaMOCTOSTENbHO O€3 HaBOJSIIMX BOIPOCOB IIPENOAABATENs; YCIEIIHO OTBETHJI HAa TECTOBBIE 3aJaHusl, NPaBHIBHO U
00OCHOBaHHO pEIIMJI CHTyal[MOHHBIE 3a/laud, MPOJEMOHCTPUPOBAN yMEHHE 3alloJIHITh JOKYMEHTAlUI0 (OTYEeTHbIE U Y4ETHbIE (OPMBI).
Bo3MOXXHBI 071Ha — J1B€ HETOYHOCTH IPH OCBELICHUH BTOPOCTENCHHBIX BOIPOCOB MJIH B BBIKJIAIKaX, KOTOPBIE 0OYUAIOIIMIACS JIETKO UCTIPABHII 110
3aMeuaHHMIO MPENoIaBaTels.

«XOPOIIIOY

BBICTaBHﬂeTCfI, €CJIM OTBET OGy‘IﬁIOHIEFOCSI YAOBJIETBOPAECT B OCHOBHOM Tpe6OBaHI/I$[M Ha OTMCTKY «OTJIMYHO», HO IIPHU 3TOM UMECT MECTO OJUH M3
HCIOCTATKOB: JONYHICHBI OJlHA - JABE€ HETOYHOCTH IIPU OCBEHICHUU OCHOBHOTO COJCPXKaHWUA OTBETA, HUCHPABJICHHBIC 110 3aMCEYaHUIO
npenogaBaTeiisd; AONMYHICHBI ombka uau Oosee JABYX HETOYHOCTEH IIpu OCBECHICHUU BTOPOCTCIICHHBLIX BOIPOCOB MWW B BbIKJIAAKaX, JICTKO
HCIPABJICHHBIC 110 3aMCYAHUIO MPETI0AaBaTEIsd.

«YHAOBJICTBOPHUTCIILHO»

BricraBnsercs ecmn - HCIOJHO WM HEMOCICAOBATCIIBHO PACKPLITO COACPIKAHWE MaTepuala, UMCEHOTCA OIIHOKHU Inpu OTBETAaX Ha TCCThI,
HCTOYHOCTH B PCHICHUM CUTYALIMOHHBIX 3aJa4, HO IOKa3aHO O6H.IC€ INOHUMAHHUE BOIIPOCA U MPOACMOHCTPHUPOBAHBI YMCHUS, JOCTATOYHBIC IJIA
HaﬂbHeﬁIHel"O YCBOCHHMA MaTcepuaia, OrpeaCJICHHOIO y‘{€6H0ﬁ nporpaMMoﬁ JUCHUITINHBI.

«HCYAOBJICTBOPUTCIBHOY

BrlcraBnsiercst B ciydasix, €ClIM HE PacKphbITO OCHOBHOE COJEp)KaHHWE y4eOHOro marepuana; OOHapy)KeHO HE3HAHHE WIIM HEIOJHOE IOHMMaHHe
oOyuvatomnmcs Oospiield nmnm Haubonee Ba)KHOW YacTH Y4eOHOro MaTepHana; JONYIIEHbl TpyOble OMMOKM NpU OTBETaX Ha BOIPOCHI
cobeceoBaHMs, HENPAaBWIBHO PEIICHBl CUTYallMOHHBIE 3a/1aud, JIOMYIIEHBl OMIMOKM B OTBETaX HA TECThl, HE NPOJEMOHCTPHPOBAHO yYMEHHE
3aOJIHEHMS JIOKYMEHTALWK; JOIYIICHbl OMMOKM B OINpENEICHUH IOHATHH NPH HWCIIOJIB30BAHUM CIICIUAIGHON TEPMHHOJIOTHMH B PHCYHKax,
cXeMax, BBIKJIAJIKaX, KOTOPHIE He HCIIPABIICHBI ITOCIIE HECKOJIBKUX HABOJISAIINX BOMPOCOB MPENOIABATEIS.
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Kpurepun ouenuBanus IPESEHTALIUU

Co3nanue ciiaiiioB MakcuMalibHOEe KOJHYECTBO 0AJLIIOB
Wcnonp3oBanue JOMOTHUTENBHBIX 3 dekToB Power Point (cMeHa cinaiifios, 3ByK, rpaduKu) 5
Joctarounoe konnuecTBo ciaiiioB (He menee 10) 10
TUTYNBHBIN JIUCT ¢ HHPOPMAITMOHHBIM 3ar0JIOBKOM 5
3aKTIOUHUTEIBHBIN ClIal] 5
Coaep:xanue

Hannuue wutroctpanuit (rpaduku, Tadm.. ¥ T.1.) 5
Wudopmanus nmpeacrapiieHa ¢ HAYYHON TOYKHU 3pEHUS, OCHOBaHA Ha OOBbEKTHBHBIX JJAHHBIX 10
BrIBO16I, 000CHOBaAHBI, 0a3UPYIOTCS HA JTOKA3aTeIbHO Oa3e 10
Opranu3zanust

TekcT XopoIo HamkcaH ¥ ChOPMYIHPOBAH, CTPYKTYPHUPOBAH, H3JI0KEHHE JOCTYITHOE U ICHOE 5
Wudopmanust nznoxxeHa rpaMoOTHO 10
Crnaiiipl peICTaBJICHbI B IOTHYECKOW TMOCIIEI0BATENbHOCTH 5
OdopmiieHIEe PE3CHTAIMH, TU3aiH 5
O0mue 0asLIbI 75
Hrorosasi ouenka

dopma OLleCHUBAHHSA:

«OTIU4HOY - 60 -75

«xopomoy - 40 -55
«yIlOBJIETBOPUTEIHHOY - 30 -35
«HEYJOBIIETBOPUTEIHHO» - MeHee (

Kpurepun ouenku PEO@EPATA uiau JJOKJIAJTA

OIIGHUBAIOTCS JOKIAAsl UK pedepara, coaepkKaHue KOTOPBIX OCHOBAHO HA I'IyOOKOM M BCECTOPOHHEM 3HAHMHU TEMBI, HU3yYeHHOH JHUTEepaTypBhl,
COTIIMYHOY W3J0KEHO JIOTHYHO, apryMEHTHPOBAHO M B MOJHOM oObeme. OCHOBHBIE MOHATHS, BBIBOABI M 00O0OIIEHUS C(HOPMYIHPOBAHBI YOSIUTENHHO H
JIOKa3aTENbHO;

OLCHUBAKOTCA AOKJIaAbl WJIN peQ)epaTLI, OCHOBAHHBIC HAa TBEPJAOM 3HAHUU HCCHGHyeMOﬁ TeMbI. BO3MOKHEI HCIOCTAaTKM B CUCTEMATHU3allUU HJIN B

«XOopomIo»
p 0606HICHI/II/I MaTepuraia, HCTOYHOCTH B BbIBOJAX. CTy,HeHT TBEPAO 3HACT OCHOBHBIC KATCIOPUH, YMECJIO NPUMCHACT UX JJId U3JIOKCHUS MaTCpHralia.
OLCHUBAKOTCA JOKJIaAbl HUJIN pe(bepaTLI, KOTOpbIC 6a3I/IpyIOTC$I Ha 3HAaHUM OCHOB Npe€AMETa, HO MMCHOTCSA 3HAYUTCIIbHBIC HpO6€J’IBI B H3JIOKCHHUH
«YyHOBJICTBOPHUTCIILHO» Matepuajia, 3aTpyAHCHHS B €TI0 H3JIOXKCHHUU U CUCTEMATU3allMU, BBIBOJbI ci1abo ApryMmeHTHUPOBAHbI, B COJACPIKAHUU AOIMYUICHbBI TCOPETUYCCKHUC

OINKNOKU;

OLCHUBAKOTCA IOKJIaabl HUIIN pe(bepaTH, B KOTOPBIX 06Hapy)KGHO HEBCPHOC HM3JIOKCHHUE OCHOBHBIX BOIIPOCOB TEMBbI, O606III€HPII>1 1 BbIBOJJOB HCT.

«HCYAOBJICTBOPUTCIBHO» o
Tekcr pe(bepaTa HCJIMKOM WJIM B 3HAYUTCIIbHOW YaCTHU JOCIIOBHO MNEPENMCAH U3 IEPBOUCTOYHUKA 0e3 CCHUIOK Ha HETO.
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Kpurepun oueHku mo npoMesKyTOYHON aTTecTalnu

Kputepun onenusanns no YCTHOMY OIIPOCY

Onenka

Kpurepuu oueHku

«OTIUYHO»

BBICTABIIIETCS 00yJaromuiicst, 00HAPY KUBIIEMY BCECTOPOHHEE, CHCTEMaTHIECKOE U IIIyOOKOe 3HAHUE y4eOHO-TIPOTPaMMHOTO MaTepHaa, yMEHHE
CBOOOITHO BHITIONHATH 3aJaHUS, IPEAYCMOTPEHHBIE IPOTPAMMON, YCBOMBIIHMH OCHOBHYIO M 3HAaKOMBIM C JOTIONHUTEIBHOHN IHTEpaTypoi,
PEKOMEHI0BaHHOM NMporpaMMoii; Kak MpaBUIIO, OLIEHKA «OTIMYHO» BBICTABISETCS YCBOMBIIUM B3aUMOCBS3b OCHOBHBIX NMOHATUHN IUCIMIIIMHBEL U
UX 3Ha4YeHWe U1 NpHoOperacMol mpogeccuu, MPOsBUBLUIMM TBOPUYECKHE CIIOCOOHOCTH B IMOHWMAHWH, M3JIOKEHUH M UCIIOJIb30BAaHMU Yy4eOHO-
IPOTPaMMHOr0 MaTepHaa.

«XOpPOoLIO»

BBICTAaBISIETCSl  OOy4aromuiicsi, OOHApyXXHMBLIEMY IOJHOE 3HaHHE Y4YeOHO-NPOTPaMMHOTO  MaTepHaia, YCIICHIHO  BBIMOJHSAIOUIEMY
MPeIyCMOTPEHHBIE B TNporpaMMe 3aJaHus, YCBOMBIIEMY OCHOBHYIO JIUTEpaTypy, pPEeKOMEHIOBaHHyI0 B Iporpamme. Kak mnpaBuio, oleHkKa
«XOpOIIO» BBICTABJSIETCS OOY4YaIOIIMiiCs, IOKAa3aBUIMM CUCTEMAaTHUSCKHH XapakTep 3HAaHWH 1O JAUCHUIUIMHE M CIIOCOOHBIM K HX
CaMOCTOSATEIPHOMY ITOTIOTHEHHIO M OOHOBJICHHIO B X0JI€ NaJbHEHIeH yueOH0H paboThl M MpoecCHOHATBHON IS TEIbHOCTH.

«YyAOBJICTBOPHUTCIILHO»

BBICTABIIIETCS 00y4aromuiicst, 0OHApY KUBIIEMY 3HaHHE OCHOBHOTO Y4€OHO-ITPOrpaMMHOr0 MaTepuaina B 00beMe, HEOOXOANMOM JUTs AaTbHEHIIeH
y4eObl M TIpeACTOosmIe paboThl MO NMPOQECCHH, CIPABIAIONIEMYCS! C BBINOJHEHHEM 33JaHHUH, MPEIYCMOTPEHHBIX NPOTPaMMOM, 3HAKOMOMY C
OCHOBHOH JHMTEpaTypoi, pPEKOMEHIOBaHHOM mporpaMMoi. Kak mpaBmio, OIIEHKAa «yZOBICTBOPUTENBHO» BBICTABISIETCS OOYydaroImumiics,
JOIYCTUBIINM TIOTPEIIHOCTH B OTBETE HA 3a4eTe U IIPU BBHIIOJIHEHNHU SK3aMEHAIMOHHBIX 33JaHUH, HO 00JIagalouM HEOOXOIMMBIMU 3HAHMSMHI
JUISL MX yCTPAHEHUsI 110]] PyKOBOJICTBOM IPENOAaBATES.

«HCYIOBJIETBOPUTEIILHOY

BBICTAaBISIETCSl  oOydaromuiics, oOHapyXuBIIeMy TMpoOensl B 3HAaHMAX OCHOBHOTO Y4YeOHO-TIPOrpaMMHOTO Marepuaia, JOIyCTHBIIEMY
NPUHIUITHAIBHBIE OIIMOKN B BBINOJHEHHUH IIPEIYCMOTPEHHBIX ITPOrpaMMoil 3aganuii. Kak mpaBuiio, OlleHKa «HEYAOBIECTBOPUTEIBHO» CTaBHUTCS
0o0yJaromuiicsi, KOTOpble HE MOTYT HPOJOJKUTH OOY4YEHHE WM IMPUCTYNUTh K MPOo(EeCCHOHATIBHON IEATENHPHOCTH IO OKOHYAaHMM By3a 0e3
JIOTIOJTHUTENIBHBIX 3aHATHH 10 COOTBETCTBYIOIIEH TUCITUIIIIMHE.

Kputepun onenkn no IPAKTUYECKHUM HABBIKAM U YMEHUAM

Ouenka Kputepuu ouenku
COTIHUHON oOyuatomuiics 00JaaeT CHUCTEMHBIMH TEOPETHYSCKMMH 3HAHUSIMH (3HAeT METOJMKY BBINOJHEHHS pAacueToB, HOPMAaTHBOB MNPAaKTHYECKUX
HaBBIKOB, 1TPOY.), 0€3 OMMOOK CaMOCTOSITEIIFHO IEMOHCTPUPYET BBINOJHEHHE NPAaKTHIECKUX YMECHHUH;
oOyuaroniuiicss 00JagaeT TEOPETUUECKUMHU 3HAHHMAMHM (3HAET METOAUKY BBIMIOJHEHHS PAacyeTOB, HOPMATHUBOB NPAKTHYECKHX HABBIKOB, U MPOU.),
«XOpOUIO) CaMOCTOSATENILHO JIEMOHCTPUPYET BBIIIOJIHEHHE IPAKTUUECKUX YMEHHH, JOIycKas HEKOTOphleé HETOYHOCTH (MaJIOCYIIECTBEHHbBIE OIIMOKH),

KOTOpPBIE CAMOCTOATEIIFHO O0OHAPY>KUBAET U OBICTPO MCIPABIIIET;

«yIIOBJIETBOPHUTEIHHO

oOyuaromuiicst 007amaeT yaOBICTBOPUTEIEHBIMIA TEOPETHUECKIMH 3HAHUSAMHU (3HAET OCHOBHBIEC TIOJIOKEHUS METOIUKH BBITIOJHEHHUS PacyeToB,
HOPMATHBOB TPAKTHYECKHUX HABBIKOB, MPOY.), IEMOHCTPUPYET BBHIMOJHEHHE NMPAKTHYECKUX YMEHHWH, IOMyCcKas HEKOTOpBIE OIIMOKH, KOTOpHIE
MO>KET UCIPABUTh IIPU KOPPEKIMH UX NPENOJIABATENIEM;

«HCYIOBJIETBOPUTECIIBLHOY

oOyuaromuiicss He 0O0JagaeT JOCTaTOYHBIM YPOBHEM TEOPETHUYECKHX 3HAHWH (HE 3HACT METOAMKY BBIIONHEHHUS pPAacdeTOB, HOPMATHBOB
MPAaKTUYECKUX HABBIKOB, M MPOY. W/MIM HE MOXET CAMOCTOSTEIHHO IPOJEMOHCTPHPOBATH MPAKTHUECKUE YMEHHUS MU BBIIOIHSET MX, JOITyCKas
rpyObIe OIHOKH.




