ABTOHOMHASI HEKOMMepYecKasi 00pa3oBaTesibHas

OpPraHU3aNus BhICIIEro 00pa3oBaHusl
«KAJIMHUHI' PAACKUU UHCTUTYT YIIPABJIEHUS»

YTBepKIEHO
Hayuno-meronnueckum coetoM MHCTHTYTA

IIPOTOKOJI 3aCeIaHUs
Ne 10/20 ot 20 mas 2021 r.
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HaITpaBJICHUIO MTOATOTOBKH (0100peH
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ot 15 anpens 2021 r.)
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JIucer coritacoBanus padoveil MporpaMMsbl AU CHHUTIIIHHBI

PaGouass  mporpamMmma  JUCHUIUIMHBI  «J[eIOMPOM3BONCTBO W OpraHU3anus
JOKYMEHTOO0OpOTa B OpraHu3alu» pa3paboTaHa B COOTBETCTBUU C (penepalbHbIM
TOCYAapCTBEHHBIM O00pa30BaTEIbHBIM CTAaHJAAPTOM BBICIIEIO OOpPA30BaHUS IO HAMPABICHUIO
noarotoBku 38.03.02 MeHeKMEHT, yTBEpXKAEHHBIM TpukazoM MwunHOoOpHayku Poccum ot
12.08.2020 Ne 970

CocraBurens (aBTOD) M.E. bapanayckene

Pabouass mporpamMmma JUCIUIUIMHBI pacCMOTpeHa W OA00peHa Ha 3acenanuu HaydHo-
METOJIMYECKOTO COBETa UHCTUTYTA, poTokon Ne 10/20 ot 20 mas 2021 1.

Perucrpanmonusiit Homep 21BM603/28
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Conepxanue

Lenun u 3a1a41 OCBOCHHS JUCIUTUIAHBI

Mecto aucuumiuHsel B ctpykrype OITOIT

[lepeveHb TUIAHUPYEMBIX PE3YJIBTATOB O0YUEHHS IO TUCIUTUTMHE, COOTHECCHHBIX C
TUTAHUPYEMBIMH pe3yJIbTaTaMl OCBOCHUS 00pa30BaTeIbHON MPOTrPaMMBbI

OOBeMm, CTPYKTYpa U Cofiep)KaHue TUCIUILTMHBI B 3a4€THBIX €INHUIIAX C YKa3aHHUEM
KOJINYECTBA aKa/IEMUYECKHUX/aCTPOHOMUYECKHUX YaCOB, BBIJICICHHBIX HA KOHTAKTHYIO
paboty oOydJaronuxcs ¢ mpernojaBareseM (1o BHIaM 3aHATHN) U Ha
CaMOCTOSITENIbHYIO PadoTy 00y4YaroIIMXCst

[lepedyeHp 00pa30BaTENLHBIX TEXHOJIOTUH, HCIIOIB3yEMbIX TIPU OCYIIECTBICHUH
00pa3oBaTeNBFHOrO MPOIIecca 10 AUCIUILINHE, BKIII0Yas IepeueHb JIMIEH3HNOHHOTO
MIPOrPaMMHOTO 00eCIIeUeHUs, COBPEMEHHBIX TPOPECCHOHATBHBIX 0a3 TaHHBIX U
MH(POPMAIMOHHBIX CIIPABOYHBIX CUCTEM

O1eHOYHBIC CPEICTBA JIJIS IPOBECHHS BXOJHOTO, TEKYIIET0, PyOS)KHOTO KOHTPOJIS U
MIPOMEKYTOYHOM aTTeCTAMK 00YJAIOIIUXCS [0 JUCIUTUIMHE U METOAMYECKUE
MaTepHAaJIbI IO €€ OCBOCHUIO

OcHOBHas 1 JONIOTHHUTEIbHASL yU4eOHOM JIUTEpaTypa U HIEKTPOHHBIC
00pa3oBaTelbHbIC PECYPChI, HEOOXOAMMBIC JJI1 OCBOCHUS AUCIUTUINHBI
JlonoTHHUTENBHBIE pecypchl HHPOPMALIMOHHO-TEIEKOMMYHHUKAITMOHHON CETH
«HTEpHET» HEOOXOUMBIE ISl OCBOCHHSI TUCIIUTUTHHBI

TpeboBanust K MUHUMaJIbHOMY MaTepUAIbHO-TEXHUIECKOMY 00ECIIEUCHHIO,
HEOO0XOUMOTO JJIsl OCYIIECTBIICHHSI 00Pa30BaTEIBHOTO MPOIECCa MO AUCIUTUINHE

Ipunaoxenne 1 OnieHOUHBIE CPEACTBA ISl IPOBEICHUS BXOJHOT0, TEKYILETO,
pyOEKHOTO KOHTPOJISI U TPOMEKYTOUYHOM aTTeCTAI[H O0YUYArOIIMXCS TI0 JUCIIUTUINHE
Y METOJIMYECKHE MAaTepHaJIbl 10 €€ OCBOCHUIO

Crp.
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1. e 1 3272494 0OCBOECHUS JUCHUTLIUHBI

JucuumnuHa «Jleaonponus3BoCTBO U OpraHU3alusl JOKYMEHTOOOOpOTa B OpraHU3allin
dopMHpyeT CIIOCOOHOCTh BEICHHS JAEJONPOM3BOJACTBA U JIOKYMEHTOOOOpOTa B OpraHax
rocynapcTBeHHO# BiacTu Poccutickoii deneparuuy, opraHax rocyJ1apcTBEHHON BIACTH CyOBEKTOB
Poccniickoit  ®enepanuu, opraHax ~MECTHOIO  CaMOYIPABICHMs, TIOCYJapCTBEHHBIX W
MYHUIMIATBHBIX MPEANPUATHIX U YUPEXKACHUSX, HAYYHBIX U 00pa3oBaTeIbHBIX OpPraHHU3aIMIX,
HNOJUTUYECKUX TMAapTUAX, OOLIECTBEHHO-MOJUTUYECKHX, HEKOMMEPUYECKUX M KOMMEpPUYECKHX
OpraHu3alusaX B COOTBETCTBHM C KommereHiuell YK-4 (crnocoOHOCTh OCYHIECTBISATH JEJIOBYIO
KOMMYHHUKAIIMIO B YCTHOM W NHChMEHHOH (opMax Ha rocyaapcTBeHHOM s3bike Poccuiickoit
denepanyy ¥ KHOCTpaHHOM(BIX) SI3bIKe(axX)).

Llenp ocBoeHUs AUCUMILIMHBI «JleTonpon3BOACTBO M OpraHM3alus JOKYMEHTO00OpOoTa B
OpraHMu3ali» 3aKJII0YaeTCs B OBJIAJCHUH OCHOBAMM IPABUIBHOIO OQPOPMIICHHUS TOKYMEHTOB
cornacHo TpeboBanusiM ['OCTa u Hagexaneit opranuzanueil T0KyMeHTO000pOTa B OpraHU3allHH.

3amaun:

— (opmupoBanue y o0yyaromuxcs CHCTEMHOTO MOAX0/1a K AeIOMPOU3BOACTBY;
— (opmupoBaHUE OCHOB 3HAHMI HOPMATHBHO-METOIWYECKOW Oa3bl JEIONPOU3BOJACTBA U

cocraBa pekBu3uToB [OCT P 7.0.97 - 2016, criettuduku crangapra TOCT P 7.0.97 - 2016;

— YCBOCHHE METas3bIKa JeJIOMPON3BOICTBA B YCTHOM U MUCBMEHHOU (opMme;

— TIOHHMMaHHeE IpoIiecca JOKyMEHTO000poTa B OpraHU3aIHH.

[IporpamMMma coctaBieHa B COOTBETCTBHH ¢ TpeboBaHusMu DenepanbHoro 3akona Ne 273-03

«O06 obpazoBanuu B Poccuiickoit @enepanuny, [Ipukaza MunoOpaayku P® or 05.04.2017 r.
Ne301 «OO6 ytBepxkaenun [lopsinka opraHu3anMu ¥ OCYHIECTBIEGHHS 00pa3oBaTeIbHOU
NEeSITeIbHOCTH 10 00pa3oBaTeNbHBIM IpPOrpaMMaM BBICHIETO 00pa3oBaHUs - MporpamMMaM
OakanaBpuaTa, MporpaMMaM CHelHanuTeTa, nporpammam maructparype», @I'OC BO u yuebHbM
IUTAaHOM 10 HampasieHuto 1moarotoBku 38.03.02 MeHeqkMeHT, HallpaBIEHHOCTh «MEHEIKMEHT
OpTraHU3aIII».

2. Mecto aucunminnel B ctpykrype OITOIT
JucuuruinHa «/lenonpon3BoACTBO M OpraHu3alys JOKyMEHTO000pOTa B OpraHU3alllm»
M3y4aeTcs B YETBEPTOM M ISITOMM CEMECTPE M OTHOCHUTCS K JUCHMIUIMHAM 4YacTH, GpopMHUpyemMon

yY4aCTHUKaMHA O6pa3OBaTeJ'IBHBIX OTHOIIICHUH.

3. Hepeqenb NJIAaHUPYEMBIX PE3yJbTaTOB oﬁyqe}mﬂ o AMCHMIIJINHE, COOTHECCHHBIX C
IVIAHUPYEMBIMHU pPE3yJbTaTaMHU OCBOCHUSA Oﬁpa30BaTeJIbH0ﬁ IporpaMmabl

3.1. Ba3oBble NOHATHS, HCIOJIb3yeMble B TUCIUIINHE
Jlenonpon3BoOACTBO, JOKYMEHTAl[MOHHOE OOECIEeYeHUEe YIPaBICHUECKONW MAEATeNbHOCTH,
JOKYMEHTHPOBAaHUE, JOKYMEHT, OpraHu3anus padoThl C JOKyMEHTaMH, JOKYMEHTOOOOpOT,
oQuIMaTbHbIE TOKYMEHTHI, CUCTEMA IOKYMEHTALIUH.
3.2. [Inanupyemble pe3yabTaThl 00y4eHHs
[InanupyeMbIMH  pe3yibTaTaMd OOydeHuss MO0 JUCHUIUIMHE «Jlenonpou3BoACTBO U

OpraHm3aiys JOKYMEHTOOOOpOTa B OpraHM3alMi» SBISIOTCS 3HAHWS, YMEHHS U BIAJCHHUS,
XapaKTePU3YIOIINE KOMIETEHIIUH.



Tabauna 2 — [lepeuenb pe3yapTaToB 00ydeHHsI, GOPMUPYEMBIX B XOJI€ M3yUEHUS AUCIUILIINHBI

Kon 1 HanmeHoBaHue
Kon u HanmeHoBaHue
WHJIIKaTopa
KOMIETECHIIMA [TepedyeHp IIIAHUPYEMBIX PE3YIIBTaTOB 00YUEHHMS [0 AUCLUILUINHE
BBIIYCKHHUKA JIOCTHIKCHIT
KOMIICTCHIIHI
VYK-4. Ciocoben VYK-4.4 Bener nenoByio| 3HaTh:
OCYLIECTBIIATH JCJIOBYIO | IIEPENUCKY Ha pyccKoM | 3.1 — HOpMaTHBHO-METOANYECKYIO 0a3y JeNONPOU3BOACTBA;
KOMMYHHKAIIUIO B S3BIKE C Y4ETOM 3.2 — cocTaB PeKBH3UTOB JOKYMEHTOB, TpeOOBaHHUS K
YCTHO! ¥ MMCbMEHHOMN ocobeHHOCTeH 0(pOPMIICHHIO PEKBU3UTOB IOKYMEHTOB;
(hopmax Ha CTHITUCTHKH 3.3 — tpeboBaHus K OJaHKaM JOKYMEHTOB;
TOCYAapCTBEHHOM SI3BIKE opHUIHAITBEHBIX H 3.4 — xaccupuUKanuio JOKyMEHTOB;
Poccwuiickoii denepanyn  HeodunmaneHeIX nuceM.,| 3.5 — npaBmibHOE rpadueckoe COKpaleHUe B IOKYMEHTE;
U MHOCTPaHHOM(BIX) 3.6 — TeopeTHYECKUE ACTIEKThl OPraHN3allMOHHO-TIPaBOBON
s13bIKe(ax) JIOKyMEHTAIHH;
3.7 — TeopeTHYECKUE ACTIEKTHI OPraHN3alMOHHO-
PpacIopsIIUTEIbHON JOKYMEHTALNH;
3.8 — TeopeTHyeckue acneKkTsl HHYOPMAOHHO-CIIPABOYHON
JOKYMEHTALIHY;
3.9 — TeopeTHYECKHe aCIIeKThI BEICHUS AEIOBOH MEPEIUCKH.
3.10 — TeopeTHUECKHE aCIEKThI KaIPpOBOM TOKYMEHTALINH;
3.11 — opraHu3auio TOKyMEHTOO00O0POTa;
3.12 — cxeMy pabOTBI ANEKTPOHHOTO JOKYMEHTO000POTa;
Ymern:
V.l — npuMeHATh Ha NPaKTHKE IOTy4EeHHBIE TEOPETHUECKUE
3HAHMS;
V.2 — omnpenensaTh pasHOBUIHOCTH JOKYMEHTAI[MH IO Habopy
PEKBH3HTOB;
V.3 — cocraBniate ¥ O(OPMISTH OpraHW3alMOHHO-TIPABOBbIC
JOKYMEHTBI;
V.4 — cocTaBATh U OGOPMILATE PACIOPSIUTEIIBHBIC JOKYMEHTHI;
V.5 — coctaBisate U 0GOPMIATE CIPaBOYHO-HH(OPMALMOHHEIC
JOKYMEHTBI;
V.6 — BeCTH I€TTOBYIO MIEPEMUCKY.
V.7 — cocTaBiATh 1 0QOPMIIATE KaJPOBBIC JOKYMECHTHI;
VY-8 — opraHu30BBIBaTH JOKYMEHTOOOOPOT C HCIIOJIb30BAHUEM
Co/.
Baagers:
B.1 — crienudukoii ohuIHanIbHO-1EI0BOTO CTHIIS,
B.2 — kinie, ciryKaluMyu OCHOBOM COCTaBIICHUS IOKYMEHTALIUH;
B.3 — HaBbIKaMu cocraBiieHUs1 1 0QOPMIICHHUS TOKYMEHTOB,;
B-4 - TexHosIOTHEH pabOTHI C TOKYMEHTAMH.
3.3. Marpuna CcoOTHeceHMs TeM [AHUCHHMIUIMHBI ¢ GopMHpyeMbIMH B HHX
KOMIICTCHIUAAMHU
Tabnuna 3 — CooTHeCeHHE TEM TUCHUIUIMHBI C (OPMHUPYEMBIMU B HUX KOMIIETEHIIUSIMU
Konbt
No Komn-Bo hopMHupyeMbIX
HawnmeHoBaHne TeMBbl JUCHUITIIMHBI o
n/m qaCcoB KOMIICTCHII UM
YK-4
1. OO6mme cBeIeHHS O JIETIOMPOU3BOICTBE 22/16,5 +
2. | CuCTeMHBIH XapakTep Aeonpon3BoAcTBa (1 4acTh) 80/60 +
3. | CucteMHBIii XapakTep JeI0NPOU3BOJICTBA (2 YacTh) 32/24 +
4, XapaKTepI/ICTI/IKa I[OKYMCHT006OPOT3 18/13’5 +
5. [IpakTryeckue HaBbIKK JETONPOU3BOJICTBA 4/3 +




4. O0beM, CTPYKTYpa U coJep:kaHue TUCIUIIMHBI B 3a4eTHBIX eIMHUIAX ¢ YKAa3aHUeM
KOJINYEeCTBA aKaJeMUYeCKNX/aCTPOHOMUYECKHUX YaCOB, BbI/IEJIEHHbIX HA KOHTAKTHYI0 padoTy
00y4arouuxcs ¢ npenojaanaresaeM (10 BUIAM 3aHATHIA) M HA CAMOCTOSITEJIbHYIO PadoTy
o0yuyarumuxcst

4.1. O0beM IUCHHUILINHDI

Tabauna 4 — TpyJ0eMKOCTh AUCLIUILIMHBI

O0bEM OUCLUATUIAHBI

Bcero

aKaz[./ acCTp 4acCcoB

Bcero 3a4eTHBIX e€IUHUIL 5
Bcero akajieMiHuecKux/acTpOHOMUYECKHUX YaCOB YUEOHBIX 3aHATHH 180/135
B tom uncne:
KOHTaKTHasl paboTa 00yJarIUXCs ¢ MpernojaBaTesieM 46/34,5
10 BUJIaM y4eOHBIX 3aHSATHIH: 38/28,5
3aHSATHSA JIEKIIMOHHOT'O THIIA 12/9
3aHSATHUS CEMHHAPCKOTO THIIA 26/19,5
POMEKYTOYHOW aTTeCTaIlMH 8/6
CamocrosTenpHas paboTa 00yJaronIuXcs: 134/100,5
MOATOTOBKA K CEMUHApaM 54/40,5
BBINOJIHEHUE TBOPYECKMX 3aJaHui (3a1a4, 3aJaHuii) 36/27
MOATOTOBKA K 9K3aMEHY 12/9

4.2 CTpyKTypa THCHHIJIMHBI

Tabmuua 5 — CTpyKTypa TUCIHILINHBI

Bunpl yueOHoi paboThI,

< BKJTIOYAS
% CaMOCTOSITENIbHYIO paboTy Bun xonTpons
N g g ° 00y4arONMXCs ¥ TPYAOSMKOCTh
° Paznen nucuuniauHb E S § (B yacax ayJ/actp )
n/m 5| & s o -
Q| 3 S S =]
g = ¢ | B| &
g E| & °
= <
1 | O6mme cBegeHus o 22/16,5 2 2 - 18 Texymuit
JIeITOTIPOU3BOJICTBE KOHTPOITh
Temarnueckuit
KOHTPOJITh
2 | CucteMHBbI| Xapakrep 80/60 6 16 - 58 Texymnit
JIeITOTIPOU3BO/ICTBA KOHTPOITh
(1 gactn) Temarnueckuit
KOHTPOJITh
Py6exubrii
KOHTPOJITh
[TpoMexyTouHas aTTecTalus 6/4,5 - - 2 4 3auer
Bcero 3a cemectp 108/81 | 8/6 18/ 2/1,5 | 80/60 3auer
2 | CucteMHBII Xapakrep 32/24 2 4 - 18 Texymnii
JIeTTOTIPOU3BOICTBA KOHTPOITh
(2 gacTn) Temarnueckuit
KOHTPOJITh




3 | XapakTepHucTuka 18/13,5| 2 2 - 14 Texyumii

JIOKyMEHTO000pOTa KOHTPOJIb
Temaruueckuit

KOHTPOJITh

4 | IlpakTniecknue HaBBIKU 4/3 - 2 - 10 Texymmii

JIeITOTIPOU3BO/ICTBA KOHTPOITh
Temarnueckuit

KOHTPOJITh

[TpomexyTouHas arTecTanus 18/135| - - 6 12 Dk3aMeH

Bcero 3a cemectp 72/54 | 4/3 8/6 6/4,5 | 54/40,5 JK3aMeH

Bcero 180/135| 12/9 |26/19,5| 8/6 (134/100,5 3auer
JK3aMeH




4.3. Conep:xanue JMCUMILJIMHBI, CTPYKTYPHUPOBaHHOE 110 TeMaM

4.3.1. TeopeTudeckue 3aHATUS — 3aHATUS JIEKIIHOHHOTO TUIIA

Tabmua 6 — ConeprxaHue TEKIIMOHHOTO Kypca

Ne HaumenoBanue pasgena Kon-Bo ®opua OrneHOYHOE DopMupyeMblit
w/n | (MOIyJsl) JUCITUTUTAHEI, TEMBI Conepixcanne 4acoB MPOBCCHHA CPeICTBO pe3ynsTar
3aHATHUIL
1 | TOCT B nenonpon3BOCTBE Heduamus ['OCTa. Ucropms pmenompomsBoiactea B Poccum. 1 Temarnueckast | YcCTHBIH ompoc 3.1 — HopMaTuBHO-
Cocrapnsrormue HOPMAaTHBHO-METOTUIECKOH 6a3bl TEKITUS METOMYECKYIO 0a3y
JICTIONPOH3BOJICTBA. JICIIOTIPON3BOICTBA
2. | PexBU3HTHI Kak Cocras pexuzutoB 'OCT P 7.0.97 - 2016. Xapaktep crangapra 1 Temarnueckass | YCTHBIH ompoc 3.2 — cocras
COCTAaBIISIOIINE JOKYMEHTA T'OCT P 7.0.97 - 2016 . JIEKIUS PEKBU3UTOB
JIOKYMEHTOB,
TpeOOBaHUS K
0 OpMIICHHIO
PEKBU3UTOB
JIOKYMEHTOB
3. | Meras3sik aenonpoussoactea. | 3nauenue abopesuatyp 'OCT. brank 1 Temarnueckast YcTHbII 3.3 — TpeboBaHUs K
Knaccudukarus 1oKyMEeHTOB Knaccuukarus mo coaepxaHuio, JeKIus OIIpocC, TECT OJlaHKaM JIOKyMEHTOB
[0 BHIY, MO CTENICHU CIOKHOCTH: IO MECTY COCTaBIICHHS; IO 3.4 — xaccuduKanuio
CPOKY HCITONTHCHHUS; [0 MPOUCXOKICHHIO; 10 CTEIICHH TJIACHOCTH, JIOKYMEHTOB
10 FOPUINYECKOH CHUIIe, TTI0 HA3HAUYCHHIO.
4. | OpraHu3anrOHHO-TIPABOBAS VYcTaB: comepkaHWe yCTaBa, CIel(HKa ycTaBa; BU3UpPOBAHHE, 2 TemaTtmueckass | YCTHBIH ompoc 3.6 — TeopeTHUecKue
JTIOKYMEHTAIUS YTBEpKIICHHE. JEKIUS ACTICKTHI
[omoxeHne: TEKCT MOJIOKECHHUS; BUSUPOBAHNE, YTBEPIKICHIE. OpTraHU3aIOHHO-
JIOIDKHOCTHAS. HHCTPYKIUS: TEKCT, BUSUPOBAHUE, YTBEPIKICHHE. TIPaBOBOM
[lITaTHOE pacnucaHue: onpeaencHue, ohopMIeHHEe, MTOIHCE. JIOKyMEHTAIIH
Wuerpykuusi: onpenenenue, ohopMIICHUE, MOJINCH, BBEICHHUE B
JIECTBUE.
JloroBop: omperneneHne, COIepXKaHHe, 00S3aTeIbHBIE 3IEMEHTHI
JI0TOBOpa
5. | Opranu3anoHHO- [Tpukas mo OCHOBHOW AESATENLHOCTH: OMpEeTIeHne; 0pOopMICHHE 2 TemaTtuyeckass | YCTHBIN omnpoc 3.7 — TeopeTUIECKue
pacropsiiuTensHas NpuKas3a;  oO0s3aTeNbHble  PEKBU3UTHI,  CTPYKTypa  IIpHKa3a JEKIUS ACTICKTHI
JIOKyMEHTaLUst (3arosioBoK, TekcT); odopMIIeHHE IpHKa3za;  OoQopMIIEHHE OpraHU3alIOHHO-
NPWIOKEHWH K  TpHKasy; BH3UPOBAaHHE, peNaKTHPOBAHHUE, pacropsIIuTeIbHON
PacchUIKa, MOAMUCH, MAPIIPYT. JOKyMEHTaINH

PacniopspkeHue: onpenenienne, opopMIIeHHE.




Ne HaumenoBanue paszgena Kon-Bo Popma OmnenouHoe DopMupyeMblit
n/n | (MOIyIsl) QUCHUIUIMHBI, TEMBI Conepiicanne 4acoB MPOBCACHHA CpPe/CTBO pesyJibrar
3aHATHS
VYka3zaHue: onpejieJeHue, IpaBo U3JaHus yYKa3aHus; o(popMIICHHE.
[TocTanoBieHue: cocTaBieHHe U 0QopMIICHHE.
Pelienue: oTaMyKe pemeHns OT MOCTAHOBIICHUSL.
6. | MudopmarnuonHo-cipaBoynas | CrpaBka: BHEIIHsSI, BHyTPEHHs. TeKCT crpaBKH. 1 Temaruueckast | YcTHBIN onpoc 3.8 — TeopeTnyeckue
JIOKYMEHTALHS AXT: pa3HOBHJIHOCTH aKTOB, CTPYKTypa aKTOB. JEeKIUs ACTICKTHI
[TpoTokon: BUIBI MPOTOKOJIOB 3acEAaHMid; CTPYKTypa MPOTOKOJIA; nHpopMannoHHO-
JlaTa IIpOTOKOIA. CIIPABOYHOMU
JloknanHasi u 00BSICHUTEIbHAS 3aITMCKH. JOKyMEHTAINH
7. | CayxeOHas (nemoBas) OpraHnzanus 1eI0BON MEPEIHCKH. 1 Tematmueckass | YCTHBIH ompoc 3.9 — TeopeTmueckue
HepercKa TpeboBanusi, mpeabsBIIEMble K TEKCTY [ENOBBIX (CIIy>KEOHBIX) JEeKIUs ACTICKTHI BEJCHUS
TIHCEM. JICTIOBOH TEPEMHUCKH.
8. | JIOKyMEHTEHI 110 JINYHOMY [Mpuka3sl Mo auMYHOMY cocTaBy. [lojoXXeHHEe O IEepCOHATBHBIX 1 Temartnueckas YcrHbIi 3.10 — teoperHnueckne
COCTaBy JaHHBIX paboTHUKa. 3asBieHue. JInaHOE /1eo. JEeKIUs OTIPOC, TECT ACTIEKTHI KaJpOBOI
JOKyMEHTAINN
9. | TexHonorus pabOTHI C Opraamsanusi  JOKyMeHTooOopota.  [lapamMeTpel  MOTOKOB, 1 Tematnueckass | YcCTHBIH ompoc 3.11 — opraHm3anuIo
JIOKYMEHTaMH YUYUTBIBAEMbIC IIPH OPraHU3aLUH JJOKYMEHTO000pOTa. JeKIHUs JOKYMEHTO000pOTa;
10 | DsaeKTpOHHBIH Hedunnps. Cxema paboThI JJICKTPOHHOTO JJOKYMEHTO000pOTa. 1 TemaTtuueckass | YCTHBIHN omnpoc 3.12 — cxemy paboThI
JIOKYMEHTOO00POT JeKIUs JNEKTPOHHOTO
JIOKYMEHT0000pOoTAa.
Bcero: 8
4.3.2. 3aHATHA CEMUHAPCKOI'0 THIIA
Tabnuna 7 — ConepkaHue MpakTUYECKOTo (CEMUHAPCKOT0) Kypca
No o Kon-Bo ®opvia OnenouHoe o
Tembl MPAKTUYCCKUX 3aHATHU MIPOBCACHUS DopMUpyEMBIii pe3ysbTaT
/1 4acoB CpeICTBO
3aHATHS
1 Cemunap — npecc- 3.1 — HOpMaTHBHO-METOINYECKYTO
Cemunap Ne 1. TOCT B nenonpousBoJICTBE KOH(DepeHIIHs b 0a3y J1eIonpor3BOJICTBA,;
1. | Ucropus nenonponssozctsa B Poccun. CocTaBisronine HOpMaTHBHO- PESCHTAMAA, | 35 _ (octan PEKBU3UTOB JOKYMEHTOB,
METOJIMYECKON 0a3bl IEIOMPOU3BOICTRA. pegepar TpeboBaHUs K 0POPMIICHHIO
PEKBH3HMTOB JIOKYMEHTOB.
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Cemunap Ne 2. KynpTypa pedn Ae7I0BOTO YeloBeKa TemaTnueckuii [Ipe3enTanus
[IpaBunpHOE Tpaduueckoe cokparieHne B JokyMenTe. Crnenndurka opunnraibHO- CeMHHAP 3.5 — mpaBmiIBHOE Tpadugeckoe
o | AAemoBOTO CTHIA. [TpaBuibHOE CKIOHEHHWE B OQHIMAIBHO-IEIOBOM TEKCTE COKpAIlleHUE B JJOKYMEHTE;

" | HeoObIuHBIX (amunmii. Kareropust pona B oQHIMAIbHO-JEIOBOM TEKCTE. B.1 — cieru¢ukoii opunmanbHo-
CKJIOHEHHE YHUCIHMTENLHOTO B o(duIMansHO-1enoBoM TekcTe. OOpaiieHue B JIEJIOBOTO CTUJISL.
odunmansHo-nenoBoM tekcre. [IpaBuibHOe odopmiieHHe aapecary
Cemunap Ne 3. YcraB opranuzanuu IIpaxkTuyeckoe IIpakTryeckoe V.1 — npuMeHATh Ha MPAKTUKE

3. | Conepxkanue ycrasa; cieuguka ycraBa; BUSHPOBAHNE, YTBEPKICHHE, 3aHATHE 3a/aHue MOJIyYEHHBIE TEOPETHUECKUE 3HAHUS;
oopmieHue. V.2 — ompenensiTs pa3sHOBUAHOCTH
JOKyMEHTAINH 110 Habopy
4 Cemunap Ne 4. ITonoxeHne 0 CTpyKTypHOM MOJpa3AeIeHAN ITpaxTHyeckoe ITpakTHyeckoe PEKBH3UTOB;
" | TekcT nonoxeHus; BU3UPOBAHUE, YTBEPXKICHNE, OYOPMIICHHE. 3aHATHE 3aJjaHue Y.3 — coCTaBIsTh 1 0OPMIATE
Cemunap Ne 5. JIOIDKHOCTHAsI HHCTPYKLHS [IpakTnueckoe IIpakTuueckoe OpTaHU3allHOHHO-TIPABOBBIC
S | Teker JOJDKHOCTHOW MHCTPYKIUH , BUSUPOBAHHE, YTBEPXKICHIE, O)hOpMIICHHUE. 3aHATHE 3aJlaHue AOKYyMCHTBI,
B.2 — e, cioyXanuMu OCHOBOM
6. %ﬁﬁiz}z Ne 6. H_[TaTH'OG pacnucaHue IIpaxkTnueckoe [IpakTryeckoe COCTABJICHHS 10Ky MEHTALIII,
pacricaHue: onpeneneHue, opopMiIeHHE, MOIUCH. 3aHATHE 3aJjaHue B.3 — HABBIKAMI COCTABICHNS I
Cemunap Ne 7. IHCTpyKIHS [IpakTuueckoe IIpakTuueckoe 0 OpMIIEHHS IOKYMEHTOB.
7. Wucrpykuust: onpenenenne, opopmiieHne, NOANUCH, BBEJICHNE B ACHCTBHUE. 3aHATHE 3a/aHue
Cemunap Ne 8. JloroBop [IpakTuyeckoe [IpakTyeckoe
g. | Horosop: onpezenenue, conepxkanne, opopmieHne, 00s3aTeIbHbIE HIEMEHTbI 3aHsTHE 3a/1aHne
JIOTOBOpPA
Cemunap Ne 9. IIpuka3 o OCHOBHOM J€STEIbHOCTH [IpaxkTryeckoe [IpaxkTryeckoe V.1 — npuMeHATh Ha MIPAKTHKE
9. | Ilpuka3 110 OCHOBHOI IEATEIBHOCTH: OIIpe/ieieHue; opopMileHne; CTPYKTypa 3aHATHE 3a/aHNe MOJTyYeHHBIE TEOPETHUECKUE 3HAHNUS,;
TIpHKa3a. V.2 — ompenensiTs pa3sHOBUAHOCTH
Cemunap Ne 10. Paciopspxenue [IpaxkTryeckoe ITpaxkTuyeckoe JOKYMEHTAIUHK 10 HAabopy
10. PacniopsokeHue: onpeneneHue, opopMiIeHHE. 3aHsITHE 3ajlaHue PEKBU3UTOB;
Cemunap Ne 11. Ykazanue IIpakTuueckoe [IpakTuueckoe V.4 — coctaath i oop MMTL_
11. | vkasaune: oIpezieIeHue, IPaBo U3JaHusl yKa3aHus; 0oopMIICHHE. 3aHATHE 3aaHNe PACHOPAMTEILHBIC JOKYMEHTEL, |
B.2 — xnnie, coyxamumMy OCHOBOR
Cemunap Ne 12. IlocranoBnenue [IpaxTryeckoe IIpaxTuueckoe COCTAaBJICHUS JOKYMEHTALUH;
12. | Mocranosnenue: cocrapnenue u odopmieHHE. 3aHATHE 3a/1aHHe B.3 — HaBbIKaMu cocTaBlIeHUS U
Cemunap Ne 13. Permenue IIpakTuueckoe IIpakTuueckoe O(opMIIeHHS JOKYMEHTOB.
13. | Pewenne: cocrasnenne n odopmIIeHHE, OTINYHNE PEIICHHUS OT IIOCTAHOBICHHS. 3aHATHE 3a/1aHNe
Cemunap Ne 14. Crnpaska [IpaxTryeckoe IIpaxTuyeckoe V.1 — npumeHsTh Ha IPAKTHUKE
14. CnpaBka: BHEIIHsISI, BHYTPEeHHSS. TeKCT cripaBKH, COCTaBICHUE U 0(OpPMIIEHHE. 3aHATHE 3aJaHue MOJy4YEHHBIE TEOPETUUECKUE 3HAHUS;
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Cemunap Ne 15. Akt IIpakTuueckoe [IpakTnueckoe V.2 — onpenensth pa3HOBUIHOCTH
15. | AKT: pa3HOBHUIHOCTH aKTOB, CTPYKTypa aKTOB, COCTaBICHUE U 0(OPMIICHHE. 3aHATHE 3aaHne JOKYMEHTAIIH 110 Habopy
PEKBU3UTOB
Cemunap Ne 16. ITpotoxon IIpakruueckoe IIpakTuueckoe VY.5 — cocraBaaTs u 0hOpMIIATE
16. IIpoTokomn: BuABI TPOTOKOJOB 3acelaHuil; CTIPyKTypa NPOTOKOJNa; JaTa 3aHATHE 3aaHHe CIpaBOYHO-UH(OPMALIMOHHEIE
MPOTOKOJIA, COCTABJIEHUE U 0(OPMIICHHE. JIOKYMEHTHI;
B.2 — xnnme, cioyxamnumMyu OCHOBOM
Cemunap Ne 17. JloknagHast 1 00bSICHUTENIBHAS 3AITUCKU. IIpaxkTryeckoe IIpaxkTuueckoe COCTaBJICHUS TOKYMEHTAallUY;
17. | JoknagHas u o0ObsicHuTeNbHAs 3anmucku. CoctaBieHue u 0hopMIICHHUE. 3aHATHE 3a7aHHe B.3 — HaBbIKaMu COCTaBJICHUS U
oopMIIeHHS TOKYMEHTOB.
Cemunap Ne 18. CimyxeOHOE THCEMO [IpakTuueckoe [IpakTnueckoe V.1 — npuMeHsTh Ha IPaKTUKE
CiyxebHoe nucbMo. CocTaBiieHue U 0popMIIeHHE. 3aHATHE 3aaHKe MOJTyYCHHBIE TEOPETHUECKUE 3HAHNUS;
V.2 — ompenensaTs pa3sHOBUAHOCTH
18, JIOKyMEHTAIIH 110 Habopy
PEKBU3UTOB;
V.6 — BecTH A€TOBYIO NEPETUCKY;
B.3 — HaBBIKaMHM COCTaBIICHUS U
odopmIIeHHS IOKYMEHTOB.
Cemunap Ne 19. Ilpuka3 no TMYHOMY COCTaBY IIpakTuueckoe [IpakTnueckoe V.1 — npuMeHsTh Ha IPaKTUKE
[Iprka3 mo TMYHOMY COCTaBY: ONpeJieNieHne; 0pOpPMIIEHHE; CTPYKTypa IPHKa3a. 3aHATHE 3a7iaHue MOJTyYEHHBIE TEOPETUUECKIE 3HAHNS,;
10. V.2 — onpenensitb pa3HOBUIHOCTH
JOKyMEHTAINH 110 Habopy
PECKBHU3HTOB;
Cemunap Ne 20. JInunoe nesno IIpakTuueckoe [IpakTuueckoe Y7 = cocTanaaT, H 0dop M.MTB
Omnpenenenne, conepskanne, oopmiieHne, 00s13aTeNbHBIE 3JIEMEHTHI INYHOTO 3aHATHE 3aJaHue B2 KafIPOBLIC HOKYMEHTRL, .
.2 — KJMIIIe, CITy>KaIlllMMU OCHOBOI
20. | Aema COCTaBJICHHUS TOKYMEHTAINH;
B.3 — HaBBIKaMH COCTaBJICHUS U
0o OopMIIEHHSI TOKYMEHTOB.
Temaruueckuii IIpe3enTanus, 3.11 — opranu3aruio
Cemunap Ne 21.0Opranusanust paboThl TOKyMEHTO000pOTa cemuHap OKTan JIOKYMEHTO0G0POTA;
21. | IapameTpsl MOTOKOB, YYHTBIBAEMbIC IPH OpPraHU3alUU JIOKYMEHTOOOOpOTA: B-5 - TexHoorHei paGoTh ¢
HarpaBjeHHe I0TOKa, 00bEM ITOTOKA; CTPYKTYpa II0TOKa, PEXKUM MOTOKA. JTOKYMEHTAMH.
Cemunap Ne 22.351eKTpOHHBII JOKyMEHTOO00pOT Temaruueckuit IIpesenranus 3.12 — cxeMy pabOTHI AJIEKTPOHHOTO
Opranuzanus JOKyMeHToo00poTa ¢ ucroiabp3oBanuemM CO/I. CEeMMHap JIOKyMEHT0000pOTa;
22, V.8 — opraHu3oBHIBaTH
JIOKyMEHTOO00OPOT C UCIIOIb30BAHHEM
CO/L.
23. | Cemunap Ne 23. TIpakTuueckre HaBbIKH JICIONPOU3BOACTBA IIpakTuueckoe IIpakTuueckoe VY.1 — npuMeHsTh Ha IPaKTUKE
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[IpakTHyecKkre HaBBIKK COCTaBICHHS M O(h)OPMIICHHS BCEX BUIOB JOKYMEHTOB. 3aHATHE 3aJjaHue MOJTy4eHHBIE TEOPETUUECKHE 3HAHUS,
V.2 — onpenensTh pa3HOBUIHOCTH
JIOKyMEHTAIUH 110 Habopy
PEKBH3HTOB;

V¥.3 — cocTtaBaaTh ¥ 0HOPMIIATH
OpraHU3aIMOHHO-TIPABOBEIE
JIOKYMEHTBI;

VY.4 — cocTtaBaaTs ¥ 0hOPMILATE
pacHopsIIUTENbHBIE JTOKYMEHTHI;
VY.5 — cocTaBnsaTh 1 0HOPMIATE
CIPaBOYHO-MH(OPMALMOHHEIC
JOKYMEHTBI;

V.6 — BeCTH JENIOBYIO IEPENUCKY;
VY.7 — cocrtaBaaTs 1 0hOPMIIATH
Ka/IpOBBIE JIOKYMEHTBI;

B.2 — knuie, ciayxamuMu 0CHOBOM
COCTaBJICHUS TOKYMEHTALNHY;
B.3 — HaBBIKaMM COCTaBJICHUS U
oopMmIICHHS JOKYMEHTOB.

Bceero 26

4.3.3. CamocrosiTeibHast padoTa

Tabmuia 8 — 3aganus Juist CaMOCTOSITEILHOTO U3YUCHUS

Ne TeMmbl Kox-Bo O1eHOYHOE C D i
i 4ACOB PEICTBO OPMHUPYEMEBIH pe3yIbTaT
I'OCT B nenonpoun3BoOJICTBE 12 IIpesenTanmys. 3.1 — HOpMaTHBHO-METOAMYECKYIO 0a3y
1. Hcropus aenonpoussojacTsa B Poccun: Pedepar. JENIONIPOU3BOJICTBA.

- [enonpousBoAcTBO B [IpeBHEPYCCKOM IrOCyAapCTBE;

- IIpukasznoe nenonpou3BoACTBO;

- Konnexckoe 1e10npon3BoJCTBO;

1. - MuHHuCTEpCKOE AETOMPOU3BOJICTBO;
- Jenonpou3BoacTBo B COBETCKYIO SIOXY.

2. CoBpeMeHHOE ToCyIapCTBEHHOE PEryJIMPOBaHUE JCIONPOU3BOJICTBA:
- 3aKOoHOJATENbHOE PETYJIUPOBAHUE JIETONPOU3BO/ICTBA;
- HopmaruBHO-nipaBOBO€ 1 HOPMATHBHO-METOAMYECKOE

PeryIHpoBaHKe IeTONPONU3BOJICTBA.

2. PexBH3UTHI KaK COCTaBIIAIONINE TIOKYMEHTA 12 [Ipesenrarust. 3.2 — cOCTaB PEKBU3HUTOB JOKYMEHTOB,
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1. Cocras pexsusuroB [OCT P 7.0.97 - 2016. TpeOoBaHus K 0pOPMIICHHIO PEKBU3UTOB
2. Xapakrep cranaapta [OCT P 7.0.97 - 2016 . JOKYMEHTOB.
3. IlpaBuia oopMIICHHUS OTACIBHBIX PEKBU3HUTOB.
Meras3bik aenonpon3BoacTa. Kinaccudukarys J0KyMeHTOB 12 [pesenrarys. 3.3 — TpeOoBaHus K OJaHKaM JOKYMEHTOB;
1. 3nauenne abopesnaryp F'OCT. Pedepar. 3.4 — knaccupUKALMIO TOKYMEHTOB;
2. Dopwmatet Gymary H OIA. V.1 — npuMeHSTh Ha NPaKTHKE IOJTyYCHHbIE
3. bnank oprannzanmu.
. TEOPETHUECKHE 3HAHMSL.
4. Kiaccudukanus JOKyMEHTOB:
- IO COMIEPIKAHUIO,
- TIO BUIY,
- TIO CTENEHH CII0KHOCTH:
- TIO MECTY COCTaBIICHNS;
- TIO CPOKY HCIIOJIHEHUS;
- TI0 IPOMCXOK/ICHHUIO;
- TIO CTENEHH IJIaCHOCTH;
- IO IOPUJINYECKOI cuJe,
- TI0 Ha3HAUYCHHIO.
OpraHu3aioOHHO-TIPaBOBas TOKYMEHTAIHS 16 IIpe3enTanus. 3.6 — TeOpeTUUECKHE aCTIEeKThI
1. VYcraB: conepkanue ycTaBa; crielii(puka ycrapa; BU3UPOBaHHUE, 3ajauva. OpraHU3alIOHHO-NIPABOBOW JIOKYMEHTALIUH;
YTBCPIKIACHUC. HpO6J‘I€MHO€ 3aJIaHUE. V.1- MMPUMCEHATH Ha NPAKTUKE MNOJTYYCHHBIC
2. TlonoxxeHue: TEKCT MOJI0KEHHS]; BUSUPOBAHKE, YTBEPK/ICHHUE. TEOPEeTHYECKUE 3HAHMS;
3. JloJKHOCTHAst MHCTPYKIMS: TEKCT, BU3UPOBAHUE, YTBEPXKICHHUE. V.2 — ompenenaTs pa3HOBUIHOCTH
4. IllratHOe pacrcaHue: OlpesiesieHre, 0QpOpMIICHHUE, TTOAITHCH. JOKyMEHTAIUH 110 Habopy PEeKBU3HUTOB;
5. Hucrpyknus: onpeneneHue, ohopMIIeHHE, TI0IHCH, BBEICHNE B V.3 — cocTaBiATh 1 0GOPMIIITH
JielicTBHE. OPTaHHU3aIIOHHO-TIPABOBBIE JIOKYMEHTHI;
6. /Jlorosop: omnpenenenue, coaepx aHue, 00s3aTeIbHbIE YJIEMEHTHI B.2 — ke, cirykaluMu OCHOBOM

JA0rosopa.

COCTAaBJICHUS JJOKYMEHTALIUH;
B.3 — HaBbIKaMu cocraBiieHus: 1 oopmiIeHHs
JIOKYMEHTOB.
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OpraHu3aroHHO-PACTIOPSINTENbHAS JOKYMEHTAIHS 14 [Ipesenrars. 3.7 — TeopeTHYECKIE aCTIeKThI
1. IIpuka3 o OCHOBHOI AEATENFHOCTH: ONpeEeNeHNE; 0(QOpMIICHUE IPUKa3a; 3amada. OpTaHM3aIOHHO-PACTIOPAANTEIBHON
00s13aTesbHbIE PEKBU3UTHI;, CTPYKTYpa MPHKa3a (3arojioBOK, TEKCT); [Ipobnemuoe 3ananue. JIOKYMEHTAI1H;
odopmIiieHHe npuKasa; oGpopMIICHHE IPUIOKEHUH K IPUKA3Y; V.1 — npuMeHATh Ha MPAKTUKE MOTy4YEeHHbIE
BU3UPOBaHUE, pelaKTUPOBaHKE, PACCHUIKA, MOAMNUCH, MAPLIPYT. TEOpeTUYECKHEe 3HAHUS;
2. PacnopspkeHue: onpejesneHue, oGopmieHue. V.2 — ompenensaTs pa3sHOBUAHOCTU
3. Ykazanue: onpejeneHue, NpaBo W3/IaHus yKazaHus; opopmieHue. JOKYMEHTAIUH 110 Habopy PEeKBU3HTOB;
4. TlocraHoBNEHHE: COCTaBICHNE U OhOopMIIEHHE. VY.4 — coctaBiATh 1 0HOPMILITH
5. Pemrenne: ommuue penieHus OT HOCTaHOBIICHHS. pacnopsauTeNbHbIE TOKYMEHTHI;
B.2 — xnne, ciayxaluMu OCHOBOM
COCTaBJICHUSI JOKYMEHTAIINN;
AMH COCTaBJICHHS U O(OPMIICHHS JIOKYMEHTOB.
WupopManmoHHO-CIIpaBOYHAas JTOKYMEHTALIUS 12 IIpesenTanus. 3.8 — TeopeTHUECKHE aCIIeKTHI
1. CnpaBka: BHEUIHAS, BHyTPEHHsA. TEKCT CIIPaBKH. 3anaya. nH(pOpMaLMOHHO-CIPAaBOYHOM
2. AKT: PasHOBHUIHOCTH AKTOB, CTPYKTYpa aKTOB. HpO6J‘I6MHO€ 3aJaHueE. JOKYMEHTaluu,
3. IIpotokom: BUIBI IPOTOKOJIOB 3aCEIAHMMN; CTPYKTypa MPOTOKOJIA; JaTa V.1 — mpuMeHSTH Ha NPaKTHKE ITOJTyYCHHbIC
MPOTOKOJA. TEOPETHIECCKUE 3HAHHUS;
V.2 — omnpenensTb pa3HOBUAHOCTH
JOKyMEHTAIUH 110 Habopy PEeKBU3HUTOB;
V.5 — cocTtaBusTh ¥ 0OPMIIATH CIIPaBOYHO-
nH(pOpMaNNOHHbBIE TOKYMEHTBI;
B.2 — xnume, cmykamuMi OCHOBOH
COCTaBJICHUS JOKYMECHTAIUH;
B.3 — HaBbIKaMu cocraBneHnst 1 0HOpMIICHUS
JIOKyMEHTOB.
Cry>xeOHas (1e10oBast) epenucka 14 [Ipesenrarst. 3.9 — TeopeTHUECKIEe ACTICKTHI BEICHUS
1. UudopmanmoHHO-CIpaBOYHAS JOKYMEHTAIINSA 3agauqa. JIETIOBOM TIEPENICKH;
— JloknanHasi v OObSCHUTENbHAS 3AITHCKH. [IpobremHOe 3a1aHKE. VY.l — npuMeHATh Ha MPAKTHUKE MOTy4YEeHHBIE
2. Opranuzanys J1eJI0BOH MEePECKu: TEOPETUYECKHUE 3HAHMS,
— JlenoBoe MUChMO Kak JOKYMEHT. V.2 — ompenensiTh pa3HOBUIHOCTH
— SI3biku Hapo10B PO B /1e10BOI niepenucke. TOKYMEHTAIUK 110 HAOOPY PEKBHU3HUTOB;
— PexBH3UTHI 1ETTOBOTO MHCHMA. V.6 — BecTH A€IOBYIO NIEPEIHCKY;
— TpeboBanns K GAHKY A€JOBOTO MHCHMA. B.3 — HaBbIKaMu cocTaBJICHHS U OOPMIICHHS
3. TpeboBaHnusi, IPEBABIISEMBIE K TEKCTY JEJIOBBIX (CITyKeOHBIX) IUCEM: AOKYyMEHTOB.

Knaccugukanus nepenucku.
Bubl 1enoBbIX (CiTy)eOHBIX) ITHCceM
Odopmiienne TekcTa miuchbMa.
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8. JIOKYMEHTHI 110 THYHOMY COCTaBY 10 [Ipesenrars. 3.10 — TeopeTndeckre acreKThl KaapoBOi
1. Tlpuka3ssl 10 JIMYHOMY COCTaBY: ONpeACsICHUE; 0DOPMIICHUE; CTPYKTYpa 3ajmaya. JOKYMEHTAIHN;
NpHUKa3a. [Ipobnemuoe 3ananue. V.1 — NpuUMEHSTH Ha NPAKTHKE TIOJIyYEeHHbIE
2. TlonmoxxeHue 0 NEPCOHAIBHBIX JaHHBIX PAOOTHHKA. TEOPEeTHYECKUE 3HAHHUS;
3. 3asBneHue. V.2 — ompeneniTs pa3HOBHIHOCTH
4. JluuHoe neno: onpeseneHue, colepkaHmie, opopmieHHe, 00s3aTeIbHbIC JOKyMEHTAIUH 110 Habopy PEKBU3HUTOB;
9JIEMEHTHI JIMYHOTO JeJIa. VY.7 — cocTaBiATh 1 0)OPMILATH KaJIpOBbIE
JIOKYMEHTBI;
B.2 — xnuie, cinyxamyuMu OCHOBOM
COCTaBIICHUS JTOKYMCHTALIUH;
AMH COCTaBJICHHS U O(OPMIICHHS JIOKYMEHTOB.
9. Opranuzanust pabOThI ¢ JOKyMEHTaAMH 8 IIpesenTarus. 3.11 — opranuzanuio 10KyMeHTO000pOTa;
1. OcHoBHbIE paBujIa OPraHU3aMK JOKYMEHTO000POTa B OpraHH3aLUH. JHoxnan. B-5 - TexHOMOTHEH PAaGOTHI C TOKYMEHTAMH.
2. Tlpuem, 00paboTKa U pacrpeesieHnue MOCTYNaOUINX JOKYMEHTOB.
3. Tlopsyiox HampaBiIeHUs] HA UCIIOJIHEHNE U PaOOThI UCIIOTHUTEIS C
JOKYMEHTaMH.
4. TlpaBuia 00paOOTKH HCXOJISAIINX JOKYMEHTOB.
10. | DneKTpOHHBIH TOKYMEHTOOOOPOT 8 [Ipe3enrarst. 3.12 — cxeMy pabOTHI AIEKTPOHHOTO
1. Mogenu 3JIeKTPOHHOTO JOKYMEHTOO00pOTA. JOKYMEHTO000pOTa;
2. VYmpaBlieHHE dJIEKTPOHHBIM JJOKYyMEHTOOOOPOTOM. V.8 — opranuM3oBhIBaTh JOKYMEHTOO00OPOT ¢
ucnonb3oBanrem COJI.
11. [TogroroBka k 3auety 4
12. [ToaroToBKa K SK3aMeHY 12
Bceero: 134
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5. Ilepedyenb 00pa3oBaTeIbHbIX TEXHOJOTHI, MCIOJIb3YEeMbIX NMPH OCYIIECTBJICHUHU
00pa3oBaTeILHOIO NMPoIEcca MO JMCUUILUINHE, BKJIOYAs MepeYyeHb JUIeH3MOHHOT 0
NMPOrpaMMHOI0 o0ecredeHusl, COBpeMeHHbIX MPodeccHOHAIbHBIX 023 JaAHHBIX U
UH(OPMANIMOHHBIX CIPABOYHBIX CHCTEM

5.1. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

Peanu3anus pa3snuuyHbIX BHJIOB Yy4yeOHOM pabOThl MNpPU H3yYEHUH OOYYaroIUMUCS
JUCLHUIUIMHBL, TPEIyCMaTPUBAET WCIOJb30BaHME B Y4YeOHOM TMpOIECCe HMHHOBAIIMOHHBIX
00pa30BaTeNIbHBIX TEXHOJOTUH, AKTHUBHBIX U WHTEPAKTUBHBIX (OpM IPOBEACHUS 3aHATUH B
COYETAaHUU C BHEAYJIUTOPHOU paboToii.

AxTuBHBIE (QOpPMBI 3aHATUI NOOYXKAAIOT O0Y4YaeMBIX K MBICIMTENbHON AKTUBHOCTH, K
IPOSIBJIICHUIO TBOPYECKOTO, HCCIEIOBATENHCKOTO TOAX0/a U TOUCKY HOBBIX HJIEH AJs pelIeHus
pa3sHOOOpa3HbIX 3ajady [0 HalpaBJIEHUIO TOATOTOBKM U CHOCOOCTBYIOT pPa3HOOOpa3HOMY
(MHIMBHyaTbHOMY, TPYNIIOBOMY, KOJUIEKTUBHOMY) HM3Y4YeHHIO (YCBOCHHWIO) Y4EOHBIX BOIIPOCOB
(mpobrnem), aKTMBHOMY B3aMMOJCHCTBHIO 0Oy4aeMbIX M TpernojaBareis, >XUBOMY OOMEHY
MHEHHSMH MEXIY HUMH, HAICJICHHOMY Ha BBIPAaOOTKY MPABHIIBHOTO MOHMMAHHS COJACPIKaHUS
U3y4aeMOM TeMbl M CIIOCOOOB €€ MPaKTUYECKOro HCIOJIb30BaHMA. B COOTBETCTBUU C 3TUM NpHU
W3yYeHUH JUCIMIUIMHBI TPEeIyCMaTPUBACTCS HCIIOJIB30BAaHUE CIEAYIONMX 00pa30BaTEIbHBIX
TEXHOJIOT U

1. TeopeTnueckue 3aHATHUS - 3aHATHS JEKIIMOHHOTO THIIA B BUJIE:

— BCTYNHUTENbHAS JEKUUsA / JIeKIHs UH(POpMaLKs ¢ 3IeMEHTaMu BU3yallu3allliu;

— TeMaTH4yecKas JeKIHs / IeKINI-BU3yaTu3alus;

— UTOroBas JEKUUs / JIEKIUS-BU3yaTu3aLusl.

2. 3aHATUS CEeMHUHAPCKOTO THIIA B BHJE KPYIJIOrO CTOJAa C YCTHOH (OPMOH H3I0KECHUS
JIOKJIQIOB U OpraHM3alueil AUCKYCCHM 10 TEME CEMUHApCKOTO 3aHATHs, PELICHUs NMPaKTHUYECKUX
3aJJaHHii U CUTYallMOHHBIX 3a/1a4.

5.2. JIunieH3MOHHOE MPOrpaMMHoOe odecrnedeHue

B o0pazoBarenbHOM TMpoliecce NMPH W3yYEHUH JAUCIUIUIMHBI HCHOJB3YETCS CIeayolee
JUIIEH3UOHHOE MPOTrpaMMHOE 00ecTieueHue:

1. OC Microsoft Windows 7 (muniensun Microsoft Open License (Value) Academic).

2. Microsoft Office 2007 (uuensuun Microsoft Open License (Value) Academic).

3. Kaspersky Endpoint Security (mutiensus 1C1C-200323-080435-420-499 o 04.04.2021).

4. CIIC Koncynstant [1mroc (morosop NeMI120-92 ot 01.03.2020).

5. Konrent-dpunbrpanus (moroop ¢ OO0 «Cxkain/JHC» F0-04056 ot 14 suBaps 2020 rona.

6. Cucrema tectupoBanusi INDIGO (munensus Ne54736 ot 07.09.2018).

5.3. CoBpeMeHHbIe NPo(deccHOHATbHbIE 0a3bl JAHHBIX

B o0pa3oBarenbHOM Mpollecce MpU HM3YYCHUH AUCHUIUIMHBI MCHOJB3YIOTCS CICIYIOIINE
COBpEMEHHBIE TPOPECCHOHANBHBIE 0a3bI TAHHBIX:

DIeKTpOHHO-OMONMOTeUHass cucTemMa «YHHBepcuterckas bubnmoreka OnmaidH»y -
https://biblioclub.ru/.

PedepatuBHas u copaBouHas 0a3a JaHHBIX PELCH3UPYEMOH JUTEpaTypsl Scopus -
https://www.scopus.com.

[MonuTemaruueckas pedeparuBHO-OHOIHOTpadUecKast u HAayKOMETpUYECKas
(oubmmomeTpuueckas) 6asza manusix Web of Science - https://apps.webofknowledge.com.

Hayunas snextponnas 6ubiunoreka - www.elibrary.ru.
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5.4. UndopManiuoHHbIE CTIPABOYHBbIE CHCTEMBI

W3ydenue AUCHUILUTUHBI CONPOBOXKIACTCS NMPUMEHEHHEM HH()OPMAIMOHHBIX CIIPABOYHBIX
CHCTEM:
1. CIIC Koncynbrant [1moc (morosop NelI[120-92 ot 01.03.2020).

6. OIIeHO‘lHLIe cpeacrea AJid NpoBeaACHUsI BXOAHOI'0, TEKYUIEI0, pyﬁexmoro KOHTPOJIA
H HpOMe)KyTO'-lHOﬁ aTrecTalumn 06yqa101u1/1xc;1 Mo JTUCHUIIMHE U METOAHYECCKHUE MaTEePpHAJIbI
o €€ OCBOCHHUIO

TunoBeie 3amaHusi, 0a3a TECTOB W WHBIE MaTepHUabl, HEOOXOIWMBIC MJisi OICHKH
pPE3yIbTATOB OCBOCHHS JUCIUILIMHBI (B T.4. B IPOIIECCE €€ OCBOCHHS), a TAKKE METOJIUYECKHE
MaTepuaibl, OMPEICSIONINe MPOIEIYyPhl dTOW OICHKH MPUBOAATCS B MpUIOKEHUU 1 K paboueit
nporpamMme AUCITUTUTHHBIL.

YHuBepcallbHash CHCTEMa OIICGHWBAaHUSA pPE3yJbTaTOB OOydYEHHUs  BBINONHICTCS B
cooTBeTcTBUU ¢ [lomokeHneM O TIPOBEICHHUH TEKYIIero KOHTPOJS YCIEBAaeMOCTH U
IIPOMEXYTOUHOM aTTeCcTalluu yCIIEBAEMOCTH, YTBEPKIAEHHOE MpHKa3oM pekTopa oT 19.09.2019r. Ne
218 o/n u BKIIOYAET B c€0SI CUCTEMBI OL[CHOK:

1) «OTIHYHOY, «XOPOIIOY, KyAOBICTBOPUTEILHOY, «HEYIOBICTBOPUTCIEHOY;

2) «3aUTEHOY, «HE 3aYTCHOY.

7. OCHOBHASI M JONOJTHUTEIbHAS Y4eOHOM JIUTEPATypPa U 3JIeKTPOHHbIE
o0pa3oBaTejibHbIE pecypchbl, He00X0AUMBbIE /1JIsl 0CBOEHUS U CUMILIUHBI

7.1. OcHoBHasi yueOHasl JUTEpaTypa

1. JloxymenranuonHoe obecrneuenue ympasinenus. H.H. [op6auér, O.A. MyxameTiiuHa. —
Mockga : FOuutn-lana, 2015. — 391 c. : tabmn., rpad., ui., cxemsl — Pexxum goctyna: 1o moarnucke.
— URL: http://biblioclub.ru/index.php?page=book&id=115031 — Bubauorp.: c. 382-383. — ISBN
978-5-238-01770-9. — TekcT: AIIeKTpOHHBII

7.2. lonoiHUTEIbHAS y4eOHAs JTUTEpaTypa

1. ApacnanoBa, B. A. JlokyMeHTallMoHHOE 00ecrieueHre YIpaBiIeHUs: Yy4eOHO-TIPaKTHUECKOe
nocobue B cxemax, Tabnuiax, oopasuax : yaebnoe mocodue : [12+]/ B. A. Apacnanosa. — 2-e u3s.,
nor. u nepepadb. — Mocksa ; bepnun : Jupext-Memua, 2020. — 266 c. : un., tabn. — Pexum
nocryma: mo mnoamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394. —
bubnuorp. B kH. — ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — TekcT : 2eKTPOHHBIH.

2. I'po3oBa, O.C. [lenonpoussoactso / O.C. I'po3osa ; pen. JI.C. XKXypasnesa ; IloBomxckuii
roCyIapCTBEHHbII TeXHOIOTHUECKHUIl yHuBepeuTeT. — Momkap-Ona : ITT'TY, 2015. — 124 ¢. : wn. —
Pexum nmocryma: mo moammcke. — URL: http://biblioclub.ru/index.php?page=book&id=439196 —
bubGmuorp. B kH. — ISBN 978-5-8158-1599-5. — Tekct: 2MeKTpOHHBIH.

3. HenoBoe mucemo / aBr.-cocT. M.H. Ky3nemoB. — 8-e wu3n., mepepab. — Mocksa :
N3narenbcko-Toproas kopropamus «[lamkoB u K%, 2018. — 162 ¢. — (YueOHble u3gaHus s
OakanaBpoB). — Pexum J0CTyTIA: o HOJIITUCKE. — URL:

http://biblioclub.ru/index.php?page=book&id=496193— ISBN 978-5-394-02962-2. — Tekct
JJIEKTPOHHBIN.

4. Poroxwun, M.IO. JlokymeHTtannonHoe oOecrnedenue ympasieHus / M.IO. Poroxun. —
Mocksa ; bepmun : [upekr-Menua, 2014. — 384 c. — Pexum pocryma: mo MNOANKMCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253704 — bubauorp.: c. 258-259. — ISBN 978-
5-4475-1648-2. — DOI 10.23681/253704. — TekcT: 21€KTPOHHBIH.
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5. Poroxun, M.FO. JlokymeHTammonHoe obOecneuenue ympasieHus / M.FO. Poroxun. —
Mocksa ; bepnun : Jdupekr-Menua, 2014. — 398 c. : un. — Pexxum gocryna: 1o HOAIMCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=253705 — Bubauorp. B ku. — ISBN 978-5-
4475-1869-1. — DOI 10.23681/253705. — TeKcT: 3IEKTPOHHBIH.

7.3. IlepeyeHb HOPMATUBHBIX PABOBbIX AKTOB

1. Tpynosoii kogekc P® ot 30.12.2001 Nel97 — @3.

2. I'paxxnanckuii kojeke PD 4.1 ot 30 HOoAOps 1994 Ne51 — 3. DnekTpoH. AaH. U TPOTrp.:
JocTyn yepes cucteMy KoHcynbraHT-1utoc.

3. 3akoH P® ot 21 urons 1993 No5485 — 1 «O rocynapcTBeHHO# TaiiHe ¢ u3MeHeHuem ot 06
okts10ps 1997) // C3 PO 1997 Ned1 Cr.4673.

4. ®enepanbubiii 3akoH oT 20 depans 1995 Ne24 — O3 «O6 mHbopmaruu u 3ammre
unpopmarum» // C3 PD 1995 Ne§ Ct.609.

5. ®enepanbHbiii 3ak0H OoT 04 utonsa 1996 No 85-D3 «OO6 yyacTuu B MEXAYHApPOTHOM
uHpopmarmoHHoOM oomeney // C3 PO 1996 Ne28 Cr.3347.

6. Ilocranosnenue IlpaBurensctBa P® ot 28.07.05 No452 «O THUNOBOM periaMeHTe
BHYTpPEHHEH opraHu3anuu (enepasbHbIX OpPraHOB HCIOIHHUTEIBHOW BIACTH». DJEKTPOH. JaH. U
porp.: 10CcTyn yepe3 cucteMy KoHCyIbTaHT — IUTIOC.

7. Yxa3 Ilpesunentra P® ot 6 mapra 1997 Nel86 «OO6 yTBep)KIEHHM NEpPEUHsl CBEIACHUN
KoHuAeHIManbHOTo Xapakrepa» // C3 P 1997 Nel0 Cr.1127

8. Yka3 Ilpesunenta PO ot 24 suBaps 1998 1. Ne64 «O nepedne cBeneHUN, OTHECEHHBIX K
rocy/apcTBeHHOH TaiiHe (¢ u3MeHeHusaMu ot 24 supaps 1998) // C3 PD 1995 Ned49 Ct.4775; 1998
Ne5 Cr.561.

9. Ilocranosnenue IlpaBurensctBa PD ot 04 centsadps 1995 Ne870 «O6 yTBep:kaeHUU
[TpaBusl OTHECEHUS CBEAECHUH, COCTABISAIOLIMX T'OCYJapCTBEHHYIO TailHy, K pa3lMYHbIM CTEIEHSIM
cekpetHocT» // C3 P® 1995 Ne37 C1.3619.

10. ITocranosnenue IlpaButensctBa PCOCP or 05 nmexabps 1991 Ne35 «O mepeune
CBEJIEHHI, KOTOpbIE HE MOTYT COCTaBJIATh KOMMepuecKyto Tainy» // CIIIIP® 1992 1-2 Cr.7.

11. IlocranoBnenue IlpaButensctBa P® ot 27 nexabps 1995 Nel268 «O6 ynopsaodeHun
U3rOTOBJICHUS, HUCMOJNb30BAaHMs, XpaHEHUs W  YHUUYTOXKEHUs T1edareil u  OJaHKoB ¢
BocripousBeaeHneM ['ocynapcrsernroro repoa PO // C3 PO 1996 Ne2 Cr.123.

12. Tlocranosnenue [IpaBurensctBa P® ot 07 nexkadbps 1996 Nel463 «OO6 ncnonb30BaHUU B
Ha3BaHUM OpraHu3aiuii HanmeHoBaHuil «Poccus» «Poccuiickas denepanms». dnekrpod. dan. U
IIPOTrp.: 10CTyN uepe3 cucteMy KoHCynbTaHT — IUIrocC.

13. TOCT P 7.0.97 — 2016 «Cuctema craniapToB 1o HHpopMaTH3aluy, OUOINOTEUHOMY U
u3garenbekoMy Jeny. OpraHu3alMoHHO-TIpaBOBas JOKyMEHTalus. TpeboBaHHS K O(QOPMIIEHUIO
JTOKyMeHTarum», nektpoH. lan. U mporp.: moctym yepe3 cucreMy KoHCyIbTaHT — ILTIOC.

7.4. DekTpoHHBbIE 00pa30oBaTebHbIE PecypPChl

1. Kommekmuss ®enepasbHOro IeHTpa HWHGOPMAIIMOHHO-00Pa30BaTEIbHBIX PECYPCOB
OIIMOP: http://fcior.edu.ru/

2. Enunas KOJUIEKITAS 1 poBbIX 00pa3oBaTeNbHBIX peECypcoB:
http://schoolcollection.edu.ru.

3. ExnHOe OKHO J0cTyIa kK 00pa3oBaTelIbHBIM pecypcam: http://window.edu.ru/

8. lonosiHuTe/ILHBIE pecypchbl HHGOPMAIIMOHHO-TEJIEKOMMYHHKAIUOHHO ceTH
«HTEepHET», HEOOXOAMMBIX VISl OCBOCHU S JUCIUIJIMHBI

http://www.aup.ru/ - AIMUHHCTPAaTHBHO-YIIPABICHYSCKUI MTOPTAJL.
http://window.edu.ru/ - Eauaoe okHO A0CcTymna K HH()OPMAIIMOHHBIM PECypcaMm.
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https://elibrary.ru/title_about.asp id=26654 - busnec, MEHEKMEHT U TPaBo.

http://lwww.dis.ru/manag/ - MenemxmenT B Poccuu u 3a pyoekoM.

http://www.mirec.ru - MupoBoe 1 HaI[HOHATLHOE XO3AHCTBO.

http://lwww.gfso.ru/internet-dlya-predprinimatelej-ssylki-dlja-biznesa ~ Murtepuer-pecypcesr
JUTSL IPEIPUHIMATEIICH.

http://fomp39.ru - Od¢unmaneueiii  caiit PoHAa TOAICPKKH NPEANPUHUMATEIHCTBA
Kanmuaunarpaackoi obaacTy.

http://www.uptp.ru — caidlT mMexayHapoaHoro xypHana «lIpoOiemMbl TeOpuM M TPAKTHKH
YIPABICHUSD.

http://lecsocman.hse.ru/- ®enepanbHbiii  00pa30BaTE/bHBIA  MOPTAT — ODKOHOMHMKA,
Conmonorus, MeHe ;>KMEHT.

http://hrm.ru — Bexyuwmii moprai o KapoBOM MEHEIKMEHTE.

http://www.cfin.ru — Madopmarmonnsiii cait «KoprmopaTHBHBINA MEHEIKMEHT.

http://www.hr-journal.ru — XKypnan «Pabora ¢ mepconaiom.

http://www.mevriz.ru - XXypuan «MenemkMenT B Poccun 1 3a pyoesxom».

http://www.managment.aaanet.ru — bubnuorexa MEHEeHKMEHTA.

http://www.pragmatist.ru — DHIHKIONE U MEHEIKMEHTA.

http://infomanagement.ru - udopmanunonusiii caiit «Info Managementy.

http://marketingclub.ru — Poccuiickuii MapkeTHHT — KiIyO: MapKETHHT, MEHEIXMEHT,
pekiiama .

http://quality.eup.ru — MenemxmenT kauectBa u3 nepsbix pyk — 1ISO 9000, ISO — 9001.

http://ks.rfnet.ru — Pemmenns Koncrurynuonnoro Cyaa Poccuiickoit @enepanum.

http://levada.ru — Ananurnaeckwuii nentp KOpus JleBazpl.

http://www.constitution.ru — ®@oHx pacipocTpaHeHHUs MTPABOBIX 3HAHHUN « KOHCTUTYIIHS.

http://www.duma.gov.ru — Odununansusiii caiit I'ocyaapcrBennoi Jymer PO.

http://www.duma.ru — JTocke 3aKOHOIPOSKTOB.

http://www.government.gov.ru — OdurmansHelii caift [IpaBurenscTBa PO.

http://www.hro.org — «IIpaBa uenoBeka B Poccum».

http://www.kremlin.ru/events — ITocianus Ipesumenta Poccuiickoit @eneparn degepansHOMy
Cobpanuto Poccutickoit @eneparnum.

http://www.kremlin.ru/sdocs/themes.shtml — Odunmansuerii caiit Ipesunaenta Poccuiickoit
®denepanuu.

http://www.pravo.eup.ru — FOpuaudeckas 31eKTpoHHast OUOIHOTEKA.

http://www.wciom.ru — Beepoccuiickuii ieHTp u3ydeHus ooiiectBenHoro Mmuenus (BLIIOM).

http://kdelo.ru - «KampoBoe aemo» - MpakTHUYECKHIT )KypHAJ 10 paboTe ¢ IEPCOHATIOM.

http://www.pplus.ru «TexHonorus ycrexa» - AEIOBOH HHTEPHET-KYpHAIL.

http://www.businesstest.ru - «JlenoBsie TeCTbD».

http://testme.org.ua - «TecTb».

http://www.rhr.ru - «Hemnoseueckue pecypcsl Poccuuy.

http://dps.smrtlc.ru - «YnpaBiieHne 4eT0BEYECKUMU PECYPCAMID».

http://www.hr-zone.net - «Barir mpoBoiHUK B MHpE ITepCcOHAIay.

http://uisrussia.msu.ru - YauBepcuterckas HHbOpMaMOHHAs cuctema «Poccusiy».

http://www.gks.ru - T'ockomcrat P®.

http://www.rts.ru (PTC).

http://www.rbc.ru - uadopmarmornoe arentctso PBK.

http://www.zhuK.ru crarem sxyprana Ynpasnenne KoMIanueii.

http://pravo.msk.rsnet.ru - o¢unHManbHBIi WHTEPHET-TIOPTAT NPABOBOW HH(MOpPMAILIUY.
["ocynapcTBeHHas cuctema npaBoBOi HH(pOpMaLHH.

http://www.garant.ru/ - napopmMaoHHO-TIPaBOBOM mopTai «['apaHT».

http://www.consultant.ru/ - uadopmannonso-npasosoii mopran Koucysnerantllntoc.

Wutepuer-pecypcsl www.mchs.gov.ru - caitt MUC PO.

http://www.mvd.ru - caiir MBJI P®.

http://www.mil.ru - calit MUHOOOPOHBI.
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http://www.fsb.ru - caiir ®CB PD.

http://www.dic.academic.ru - Axagemuk. Cj0Bapu U SHIUKIIONCINH.

http://elibrary.ru - Hayunas snextponnas 6ubimmnoreka.

http://biblioclub.ru - bazosas komnekus 95C «YHuBepcuterckas oudanoreka onliney.

9. TpeboBaHNs K MUHHUMAJILHOMY MATEPHAJILHO-TEXHHYECKOMY 00ecneYyeHn 10,
HeOo0X0UMOT0 /IJIsl OCYIIeCTBJIEHHUsI 00Pa30BaTEJIbLHOI0 Mpolecca Mo JUCHUIIHHE

JUis  u3ydeHus [AUCUUIUIMHBI HCIIOJB3YyeTcs Jto0as MyJIbTUMEAMNHAs —ayJuTOpHs.
MynbTUMeUiiHAs ayIUTOPUSl OCHAILEHA COBPEMEHHBIMH CpPEJICTBAMH BOCIPOM3BEICHUS W
BU3yaJIH3aluy JI000H BHIIE0O W ayauo WHGOpMaluu, MOJNyYEHUS U MepeAadd dSJIEKTPOHHBIX
JIOKYMEHTOB.

TunoBas KOMIUIEKTAIMs MYyJIbTUMEIUHHON ayAUTOPUN COCTOUT U3:

MYJbTUMEAUHNHOTO MPOEKTOPA,

MIPOEKIIMOHHOTO SKpaHa,

AKyCTHYECKOW CUCTEMBI,

MEPCOHAIBHOTO KOMITbIOTEPA (C TEXHUYECKHUMH XapaKTEpPUCTUKAMU HE HIDKE: MPOIIECCop He
nwke 1.6.GHz, oneparuBnas namsats — 1 Gb, untepdeiice noaxmouenus: USB, audio, VGA.

[IpenogaBaTens MMeEeT BO3MOXKHOCThH JIETKO YIPAaBISATh BCEH CHUCTEMOM, YTO IO3BOJISET
MPOBOAMTD JICKIIUH, MPAKTUYCCKUE 3aHATHS, MPE3CHTAIMN, BEOMHApPHI, KOH(OEPCHIIMH U JIPYTUe
BUJbl ayJAUTOPHON HArpy3kd OOydYaromuxcs B yJOOHOW W AOCTYmHOW ansg HUX ¢opMme ¢
MIPUMEHEHUEM COBPEMEHHBIX MHTEPAKTUBHBIX CPEACTB OOyUEHHS, B TOM UUCIIE C UCIOIH30BaHUEM
B Ipolecce OO0yueHHUs: BCeX KOPHOPATHUBHBIX pPecypcoB. MyrbTHMeIUNHHAsS ayJUTOPHUS TaKkKe
OCHAIIIEHA IIUPOKOTIOIIOCHBIM JIOCTYTIOM B ceTh « IHTepHET.

KommerorepHoe o0opymoBaHHEM HMEET COOTBETCTBYIOIIEE JHUIICH3MOHHOE MPOTrPaMMHOE
o0ecrnievyeHue.

Jlyis mpoBeieHNs 3aHATHI JEKIMOHHOTO THIA IMpeaiaraloTcs Habopbl 1eMOHCTPALMOHHOTO
000pyIOBaHUS M yYEOHO-HATJSAHBIX MOCOOW, 00CECIIeUNBAIONINE TEMATUYCCKUE WILTIOCTPAIIHH,
COOTBETCTBYIOIIIKE pabouel yueOHON mporpaMMe AUCHIUTIIHNH.

[Tomemenust 11 CaMOCTOSITENIBHOM pabOThl OOYYAIOIIMXCSl OCHAIIEHBI KOMITBIOTEPHON
TEXHUKOW C BO3MOXKHOCTBIO TOJKIIOUeHUS K ceTn «MHTepHeT» M o0ecrnedyeHbl JOCTYIIOM B
AIIEKTPOHHYIO HHPOPMAIIMOHHO-00pa3oBarenbHyto cpeay UHcTutyTa.

Y4eOHO-MeTOAUYECKAsT TUTEpaTypa IS JaHHOW JAWUCUUIUIMHBI HWMEETCS B HalUYUH B
AJIIEKTPOHHO-OMOIMOTEYHON cucTemMe «YHuBepcuterckas Oubmuoreka ONLINE», moctym
KOTOPOM TMpeNoCTaBleH O0ydYarouuMcs. DIEKTPOHHO-OMOINOTEeYHAs CUcTeMa «YHUBEPCUTETCKAs
6ubmuoreka ONLINE» peanusyer neranbHOe XpaHEHUE, PACIPOCTPAaHEHHUE U 3aIIUTy LUPPOBOTO
KOHTEHTa y4eOHO-METOUYECKON JIUTEPATYPHI JIJIsl BY30B C YCIOBUEM 00S3aTEIILHOTO COOIIIOICHUS
ABTOPCKMX M CMEXHBIX TIpaB. OJIEKTPOHHO-OMOMMOTEYHAsT cUCTeMa «YHHUBEPCUTETCKAs
oubmuoreka ONLINE» obecrneunBaeT IIMUPOKUI 3aKOHHBIM JOCTYH K HEOOXOIWMBIM ISt
00pa3oBaTeNbHOrO Tpollecca M3AAHUSIM C HCIOJb30BAaHUEM WHHOBAIIMOHHBIX TEXHOJOTUM |
cooTBeTcTBYeT BceM TpeboBanusim ®I'OC BO.
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[Tpunoxenue 1
K paboyeil mporpaMMe JTUCIUIIIUHBI

«Jlenonpou3BOACTBO U OpraHU3aLHs
JIOKyMEHTOO0O0pOTa B OpraHU3aLUN»

OLHEHOYHBLIE CPEJACTBA JJIsA IPOBEJAEHUSA BXO/HOI'O,
TEKYIIEIO, PYBEXKHOI'O KOHTPOJISI U MTPOMEXYTOUYHOM
ATTECTALIUU OBYYAIOIIUXCA ITO JUCHUII/IMHE U
METOAUYECKHUE MATEPHUAJIBI 10 EE OCBOEHHUIO

JAEJOITPON3BOACTBO U OPTAHU3AIIUA JOKYMEHTOOBOPOTA

B OPTAHU3AIINA
(b1.B.O/1.11)
[To HampaBJIEHUIO TOJATOTOBKHU 38.03.02 MeHex;KMEHT
HanpaBieHHOCTh IpOTpamMMBbl MeHeaKMEHT OpraHu3anun
KBanudukaius (cTeneHb) BbIITyCKHUKA
(YpoBeHb HaIpaBJIEeHUS MOJATOTOBKH) O0akasnaBp
dopma oOydeHUS 0YHO-3204HAas

Kanuaunrpan
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6.1. OneHOYHbIE CPEACTBA M0 UTOTaM OCBOEHUS JUCHMILIMHBI
6.1.1. Llesb O1lIEHOYHBIX CPEICTB

[eab0  OIEHOYHBIX  CPEICTB  SIBJIICTCS  YCTAHOBJIEHHWE  COOTBETCTBHUS  YPOBHS
MOJATOTOBJICHHOCTH OO0ydYaromierocs Ha JaHHOM JTtane oOydeHus TpeOoBaHUSM paboueit
nporpaMMbl  TIO JIUCHUIUIMHE «J[eTOompon3BOJACTBO W OpraHu3aius JOKYMEHTOOO0OpoTa B
OpraHU3aIN».

OueHoYHBIE CpeICTBAa TPEIHA3HAYCHBI JJII KOHTPOJS M OLEGHKH 00pa30BaTEeIbHBIX
JOCTHKEHUI 00y4aronnuxcs, OCBOUBIIUX MPOTrpamMMmy y4eOHOM THCHUIUIMHBI «/lenonpon3BocTBO
W OpraHu3anus JOKyMEHTOOOOpOTa B oOpraHuzaiuuy». l[lepedeHb BHIOB OIICHOYHBIX CPEICTB
COOTBETCTBYET paboueil mporpaMme AUCHUTIIHBL.

KoMIuIeKT 01leHOYHBIX CPeACTB BKJIIOYACT KOHTPOJIbHBIC MaTepUalibl ISl TPOBEACHUS BCEX
BUJIOB KOHTPOJISL B (hOopMe TECTOBBIX 3aJjaHHii, YCTHOIO OMpoca, JOKJIaga-lpe3eHTanuu, pedepara,
COOOIICHUS U POMEKYTOYHOM aTTecTaluy B (popMe BOIIPOCOB U 33JaHUH K SK3aMEHY .

CTpykTypa M cojep:kaHue 3aJaHuil — 3a7aHusi pa3paboTaHbl B COOTBETCTBHH C paboueit
porpaMmMoil  AUCHUIUIMHBL  «Jleonpon3BOACTBO W OpraHu3anusi JOKyMEHTOOOOpOoTa B
OpTraHU3aIII.

6.1.2. O0beKTHI OLICHUBAHUS — PE3YyJIbTATHI 0CBOCHUSA IMCUMILINHBI

O0beKTOM OLEHMBAHUS SBJSETCS BJAJCHUE HaBbIKAMHM JOKYMEHTAJIBHOIO O(OpMIIEHUS
pelIeHUi B YIPaBJICHUM ONEPALMOHHON (IPOM3BOJICTBEHHOM) AEATEIBHOCTH OpraHu3alui Ipu
BHE/IPCHUH TEXHOJOTHUECKUX, TPOTYKTOBBIX HHHOBAIIMK MIJIM OPTaHU3AIIMOHHBIX W3MEHEHHH .

Pe3ysabTaTaMu 0CBOEHUS JUCLUIUINHBI SBISIFOTCS:
3nanue:

3.1 — HOpMaTHUBHO-METOANYECKYIO 0a3y 1e10IPOU3BOJICTRA;

3.2 — cocTaB pEeKBU3UTOB JOKYMEHTOB, TPEOOBaHUS K OPOPMIIEHHIO PEKBU3UTOB JJOKYMEHTOB;
3.3 — TpebGoBaHus K OJaHKaM JJOKYMEHTOB;

3.4 — kmaccupUKalLUIO JOKYMEHTOB;

3.5 — npaBmIIbHOE IpaueCcKOe COKPAIIEHUE B TOKYMEHTE;

3.6 — TeOpeTHUECKHE aCIIeKThl OPraHU3allMOHHO-TIPABOBOM TOKyMEHTAIINH;
3.7 — TeopeTHUECKUE aCHIEKThl OPraHU3AIOHHO-PACIOPSAUTEIbHON JOKYMEHTALNH;
3.8 — TeopeTHUecKre acleKThl MH(POPMAIMOHHO-CIIPABOYHOM IOKYMEHTAIIUH,
3.9 — TeopeTHUECKUE aCIIEKThl BEICHUS J1€II0BON NEPEHCKH;

3.10 — TreopeTnyeckue acmeKkTsl KaJpOBOi TOKyMEHTAIINN;

3.11 — opranu3zanuio 10KyMeHT0000poTa;

3.12 — cxemy paboThI ANEKTPOHHOTO IOKYMEHTO000pOTA.

Ymenne:

V.1 — npuUMEHSTh Ha MMPAKTHKE MOJTyYEeHHBIE TEOPETHUECKIE 3HAHUS;

VY.2 — ompenensaTs pa3HOBUIHOCTH JTOKYMEHTAIUU 10 HA0Opy PEeKBU3UTOB;
V.3 — cocTaBmsITh M OPOPMIISTH OPraHU3AIMOHHO-TIPABOBBIE TOKYMEHTHI;
V¥.4 — cocTaBisATh U OQPOPMIISTH PaCTIOPATUTEIbHBIE JOKYMEHTHI,

V.5 — cocTaBnaTh U 0QOPMIIATH CIIPABOYHO-UH(OPMALIMOHHBIE JOKYMEHTHI;
V.6 — BecTH 1€10BYIO MEPENHCKY;

V.7 — cocTaBnaTh U 0QOPMIIATH KaJIpOBbIE JTIOKYMEHTHI;

V-8 — opranu3oBbIBaTh JOKYMEHTOO0O0POT ¢ ucroiab3oBanueM CI/I.
Baanenue:

B.1 — ciettudukoii opumanbHO-AEI0BOIO CTHIIS;

B.2 — xnnie, ciryaimyM#i OCHOBOM COCTaBJIEHUS TOKYMEHTALINH;

B.3 — HaBbIKaMK cocTaBiIeHUs U O(OPMIIEHUS IOKYMEHTOB;

B-4 - TexHonoruei paboThl ¢ JTOKYMEHTaMH.
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Tabmuua 1 - Tlepedens KomreTeHINN, POPMUPYEMBIX B MIPOIECCE OCBOCHHS JUCUUIUIMHBI C YKa3aHUEM 3TanoB UX (hOpMUPOBAHUS

KouTponupyemsie

WHaukaTop TOCTHKECHUS KOMITETCHIINT

HanmenoBanme TeMbl
JMCIUTIIAHEI

KOJI

Ko

MHaukaTop OCTHKEHUS
KOMIIETEHIIHHA

Bun KOHTPOJII 1 HAUMEHOBAHUE OLICHOYHOI' O

cpencrBa*

TEKYIIMH

TEMaTHIEeCKUH

IIpomexxyTouHas
aTTecTays

Tema 1. /. O61ME CBEAEHUS O
JIENIONPOU3BOJICTBE

YK-4.4

Benert nenoByro nepenucky
Ha PYCCKOM SI3BIKE C YIETOM
0COOEHHOCTEN CTHIIMCTHKHU
OpUIMATLHBIX U
Heotbnumaanbe IIUCEM.

3.1 — HOpMaTHBHO-METOANYECKYIO
0a3y AeIonmpON3BOICTBA;

3.2 — coCTaB PEKBH3UTOB
JOKYMEHTOB, TPeOOBaHHSA K
0(OPMIICHHIO PEKBU3UTOB
JIOKyMEHTOB;

3.3 — TpeboBaHus K OJaHKAM
JIOKyMEHTOB;

3.4 — xnaccuduKanuo
JOKYMEHTOB;

3.5 — mpaBunpHOE Tpaduyeckoe
COKpAILCHHE B JOKYMCHTE;

B.1 — cietuduxoii odurmansHO-
JICTIOBOTO CTHJIS;

YO-1

I1-1
P-1
T-1

3-1

Tema 2. /. CHCTEMHBIR
XapakTep JAeTIONPOU3BOJICTBA

YK-4.4

Bener ienoByro mepenncky
Ha PYCCKOM S3BIKE C YUETOM
0COOEHHOCTEH CTHIINCTHKH
Oo(HIIHATEHBIX U
HEO(PUIIHATIBHBIX ITHCEM.

3.6 — TeopeTUUECKHe acIeKTh
OpraHU3aIOHHO-TIPAaBOBO
JIOKyMEHTaIlNH;

3.7 — TeopeTUIeCKHe acreKThI
OpraHU3aIMOHHO-
pacnopsiaAuTeIbHOU
JIOKyMEHTaIlNH;

3.8 — TeopeTuIeCcKre acreKThl
HHPOPMAINOHHO-CIIPABOYHON
JTIOKYMEHTAITHH;

3.10 — TeopeTHUYECKUE aCIEKThI
KaJIJpOBOM TOKYMEHTALIUH;

YO-2

P-2
T-2

3-1

V.1 — nNpuMeHATh Ha NPaKTUKE
MOJTyYeHHBIE TEOPETHUECKHE
3HaHUS;

V.2 — ompenenstb
Pa3HOBHHOCTH JIOKYMEHTAIMH T10
HabOpy PEeKBU3UTOB;

VY.3 — cocTaBnaTh 1 0HOPMIATH
OpraHu3alOHHO-IPABOBbIE

3-1-3-29

I1-2

-2
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JIOKyMEHTBI;

VY.4 — cocTaBnaTh 1 0OPMIIATH
pacnopsauTeabHble JOKYMEHTHI;
V.5 — cocTaBisATh U 0POPMIIATH
CIpaBOYHO-MH(OPMALMOHHEIE
JIOKYMEHTHI

V.7 — coctaBisATh U 0POPMIIATH
KaJpOBBIE JOKYMEHTHI;

B.2 — xinmie, cayxammumu
OCHOBOW COCTaBIICHUS
JIOKyMEHTAIHH;

B.3 — HaBbIKaMu COCTaBIEHUS U
odopmIIeHHS TIOKYMEHTOB;

YK-4.4 Bener nenoByto nepenucky | 3.9 — TeoOpeTHIECKHE aCTIEKTHI YO-3 I1-3 2-1
Ha PYCCKOM SI3BIKE C YUETOM | BEICHHS JCJIOBOI MEPEIUCKH; 3-30 - 3-40 -1 2-2
ocobeHHOoCcTeH cTHIUCTUKY | Y.] — IpUMEHATh Ha NpaKTUKe
ouIHaNBHBIX U MOJTyYeHHBIE TEOPETUUECKHE
Heo(pHULUATBHBIX ITUCEM. 3HAHUS;
VY.2 — ompenenstob
Pa3HOBHIHOCTH JIOKYMEHTALMH 110
HabOpy PEKBU3HUTOB;
V.6 — BECTH JIeI0BYIO IIEPEIIUCKY;
B.3 — HaBbIKaMu cOCTaBIEHUS U
odopmIteHHs IOKYMEHTOB.
Tema 3. n/m. XapakTepucTika YK-4.4 Bener nenoyto nepenncky | 3.11 — opranusarnmio YO-4 I1-4 3-1
JIOKyMEHT0000pOTa Ha PYCCKOM SI3bIKE C YUETOM | JIOKyMEHTO000pOTa; -2
ocobeHHoctei ctumuctuka | 3.12 — cxemy paboTHI
ouIMaNBHBIX U AIIEKTPOHHOTO
HEO(DUIHATIBHBIX TTHCEM. JIOKyMEHTO000pOTa;

V-8 — opranu3oBbIBaThH
JIOKYMEHTOO0O0POT C
ucnonb3oBanrem COJI.

B-5 - TexHOMOTHEN pabOTHI C
JOKYMEHTaMH.
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Tewma 5. n. [IpakTuueckue HaBBIKU
JIETIONPON3BOICTBA

YK-4.4

Benert nenoByro nepenucky
Ha PYCCKOM SI3BIKE C YUETOM
0COOEHHOCTEH CTUIUCTUKHI
Oo(pHUIHATBEHBIX U
HEO(PUIIHATIBHBIX THCEM.

V.1 — OpuUMEHAThH Ha IPAKTUKE
MOJTyYEHHBIE TEOPETUUECKHE
3HaAHUS;

V.2 — ompenensts
Pa3sHOBUAHOCTU AOKYMEHTAIUU 110
HabOpy PEKBU3HUTOB;

V.3 — cocTaBisATh U 0POPMIIATH
OpraHU3aI[IOHHO-TIPAaBOBBIE
JIOKyMEHTBI;

VY.4 — cocTaBnaTh 1 0QOPMIIATH
pacnopsauTeNbHBIE TOKYMEHTHI;
VY.5 — cocTaBnaTh u 0HOPMIATH
CIPaBOYHO-MH(OPMALIMOHHEIC
JIOKYMEHTBI;

V.7 — coctaBisATh U 0GOPMIATH
KaJpOBBIC JTOKYMEHTHI;

B.2 — e, coyxanmmu
OCHOBOH COCTaBJICHHUS
JIOKYMEHTAIIH;

B.3 — HaBbIKaMu COCTaBIEHUS U
odopmiteHHs TOKyMEHTOB.

I13-1 - I13-

3-2

VK-4.4

Bener nenoByro nepenucky
Ha PYCCKOM $I3bIKE C YUETOM
0COOEHHOCTEH CTHIINCTHKH
ouIMaNBHBIX U
Heotbnunam,me IMUCCM.

VY.l — npuMeHsTh Ha IPAKTHKE
MOJIyYeHHBIE TEOPETHUECKUE
3HAHUS;

V.2 — ompenensThb
Pa3sHOBUIHOCTH JOKYMEHTAIUHU 110
HabOpY PEKBU3HUTOB;

V.6 — BECTH JIeNI0BYIO IIEPEIIUCKY;
B.3 — HaBbIKaMu cOCTaBIECHUS U
odopmIteHHs IOKYMEHTOB.

I13-9 — I13-
10

3-2
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6.1.3. ®opMBbI KOHTPOJISI M OLIEHKHU Pe3yJbTATOB OCBOCHUS

KOHTponb ¥ OLIEHKA pe3yNbTaTOB OCBOCHUS — JTO BBIABICHUE, U3MEPCHHE U OLIEHUBAHUE
3HaHUH, YMEHMH M YPOBHS BIAJACHUN (HOPMUPYIOMINXCS KOMIIETCHIMH B paMKaX OCBOCHUS
JUCLHUIUIMHBL. B CcOOTBETCTBMM ¢ y4yeOHBIM IUIAaHOM U pabodell MporpaMMol JAMCLUIUIMHBI
npeaycMaTpuBaeTCs TEKYIIHHA, pyOeKHBIN U TPOMEKYTOUHBIA KOHTPOJIb PE3yJIbTATOB OCBOCHHUSI.

6.1.4. CucremMa OleHMBAHUSI KOMILUIEKTA OIEHOYHBIX CPEACTB TEKYIIero KOHTPOJIA U
MPOMEKYTOYHOM aTTeCTAMHU

Cucrema OLIEHMBAHUS KaXI0ro Buaa pabor ommcaHa B IIOJIOKEHMH O TEKYLIEM KOHTPOJIE
YCIIEBAEMOCTH U MTPOMEXYTOYHOM aTTeCTallMi 00yJaromuxcst, yTBepsKaeHHbIM [IprKka3om pextopa
ot 19.09.2019 No 218 o/n.

6.2. [IpuMepHbIe OLleHOYHBbIE CPeICTBA /1J1sl IPOBe/IeHUs] TEKYIIero KOHTPOJIS

IIpumepHbIe BONPOCHI YCTHOrO ONMpOCAa /AJsi OLEHKH YPOBHSI C()OPMHPOBAHHOCTH
komnerennuu YK-4

Bonpocsl 1Jst yerHoro onpoca (YO-1):

Kakue 3tarbl IpoIio pa3BUTHE OTEUECTBEHHOTO JIEJIONPOU3BOCTBA?

B yem 0coOeHHOCTH MPUKA3HOTO AETONPOU3BOICTBA?

B yeM 0co0eHHOCTH KOJUIEKCKOIO 1€J0IPOU3BOICTBA?

Ha3oBuTe OCHOBHBIE 3aKOHOJATEIbHBIC AKTHI, OMPEICISABIIME TOPSIOK COCTABICHUS U

odopmiieHus 1okyMeHToB B yupexaeHusx XVIII B.

B yem ocobeHHOCTH OpraHu3anuu jaeiaonpousBoacTea B XI1X B.?

6. Kakumu nmyTsMM LUIO peryJMpoBaHUE JEIONPOM3BOJCTBA B IEPBbIE TOABI COBETCKON

BJacTu?

Yem 3anumancs Mucturyt texnuku ynpasinenus (MUTY) B obnactu genonpousBoacTsa?

8. Tlouemy apxuBHOE BEJJOMCTBO OepeT Ha ce0st MHUIMATUBY 110 METOINYECKOMY PYKOBOJICTBY
JIeNIOTIPOU3BOICTBOM B CTpaHe?

9. B uem 3nauenne EI'CJ]?

10. Korna nHaunnaercs pazpadorka 'OCT na OP/1?

11. Kakue 3akoHOAATENbHBIE aKThl TPEANUCHIBAIOT 00S3aTEIBHOCTh JIOKYMEHTHPOBAHUS
uHpopmanuu?

12. Kakue TpeGoBaHUS K JOKyMEHTaM M3JI0KEHBI B 3aKOHOIATENIbHBIX aKTaX?

13. Kakue Bonpochl paboThl ¢ JOKYMEHTaMH perjJaMeHTUPYIOTCS 3aKOHOJATeIbHBIMU aKTaMu ?

14. Ha xoro BO3JIOKEHO METOJUYECKOE PYKOBOJICTBO IOCTAHOBKOHW JEIIONMPOU3BOJICTBA B
cTpaHe?

15. KakoBo 3nHauenne ['CJIOY u uro oHa periaMmeHTHPYET?

16. Uro perinamMeHTHpYET THIOBasi HHCTPYKIHS 110 IEIONPOU3BOJICTBY ?

17. Kakoe 3nauenne umeer 'OCT 7.0.97 — 2016? TpebGoBanust k 0hOPMIICHUIO IOKYMEHTOB,
ero cojepxanue?

18. [ly1s 9ero coCTaBIISIOT IEPEYHH JTOKYMEHTOB C YKa3aHUEM CPOKOB XpaHECHUS ?

19. Kakne HOpMaTHMBHO-METOIMYECKHE aKThl UCIOJIB3YIOT B paboTe ¢ JOKYMEHTaMH KaJpOBbIE
CITy)OBI1?

20. Kaxoii (hopmaT Gymaru peKoMeH10BaH /i 0pOpPMIICHUS CITy>KEOHBIX JJOKYMEHTOB?

21. HazoBuTE OCHOBHBIC BU/IBI OJIAHKOB, IPUMEHSEMBIC B YUPEKICHHSIX.

22. IlepeuncnuTe peKBU3UTHI, BXOJAIINE B COCTaB OJIaHKa /Ul MHChMA.

23. Yem oTimnuaercs oOuii OlaHK OT OJIaHKa IS MUchbMa?

24.Kakue TpeOoBaHMS NPEABABISAIOTCS K OGOPMIIEHUIO pEKBU3MTA «HAMMEHOBaHHE
OpTaHHU3AIHI» ?

o hrowbdE

~



25.
26.
217.

28.
29.
30.
31.
32.
33.
34.
35.
36.
37.

27

Yro BXOIUT B COCTaB PEKBU3MTA «CIPABOYHBIE JaHHbIE 00 OpraHu3alu»?

KaxoBbl NOpsA0K 1aTUPOBaHUs JOKYMEHTA U BUJIbI JaT?

KakoBbl COCTaBHBIE YaCTH PETUCTPALMOHHOIO HOMEpPAa JOKYMEHTa M IOPSNOK €ro
IPOCTaBJICHUA?

KaxoB nopsinok agpecoBaHus 10KyMeHTa?

Kakwne TpeGoBaHMs NPENbIBIAIOTCSA K PE30IOLNH, KAKOB MOPSI0K ee 0popMIIeHUs?
Kakue Tpe6oBaHus NPEebIBIAIOTCSA K 3aT0JI0BKY ?

KakoB nopsiiox ohopMiteHus! TPUIIOKEHUH K TOKYMEHTY ?

Kak oopmiisercs cornacoBanue 10KyMeHTa?

KaxoB nopsiiok npocTaBieHus Ha JOKyYMEHTax nedarei?

B 4eM 0c0OEHHOCTB SI3bIKA U CTUJIS CIYKEOHBIX JOKYMEHTOB?

Kakoe 3Hauenne nmeer 3Hanue opdopraduu npu co3JaHuU CITyKEOHBIX JOKYMEHTOB?
KakoB nopsi10K MCII0JIb30BaHUs COKPAILIEHUH B CIyKEeOHBIX JOKYMEHTax?

KaxoB nopsiiok CKJIOHEHUS CIIOKHBIX COCTaBHBIX CJIOB M YUCIUTEIbHBIX?

Bonpocsl st yerHoro onpoca (YO-2):

BOoo~NoOR~WNE

11.
12.

13.
14.
15.
16.

0.

HazoBute Bubl OpraHu3aliMOHHbIX JOKYMEHTOB.

VYkaxure 0COOEHHOCTH COCTaBJIEHUS U O(POPMIICHHSI OPraHU3aLMOHHBIX JIOKYMEHTOB.
Kakoii coctaB 00s13aTeIbHBIX PEKBU3UTOB OPraHU3al[MOHHBIX JJOKYMEHTOB?

Ha3zoBute BubI pacnopsIuTeabHbIX JOKYMEHTOB.

VYkaxure 0COOEHHOCTH COCTaBJICHUS 1 O(OPMIICHHSI PACTIOPSAIUTEIbHBIX JOKYMEHTOB.,
B yem ocoOeHHOCTH cocTaBieHus U 0(OPMIIEHUS IPOTOKOA?

B yem ocobeHHOCTH cocTaBiIeHUs U 0QOPMIICHUS aKTa?

B 4yeMm oTanuue nocraHoBiIEHUs OT peleHus ?

Hazoswute Buab1 HH)OPMAIIHOHHO-CIIPAaBOYHBIX JOKYMEHTOB.

VYkaxure 0COOEHHOCTH COCTaBJIEHUS U 0OpMIIEHHSI HH(OPMAIIMOHHO-CIIPAaBOYHbIX
JIOKYMEHTOB.

Kakue Tpe6oBaHMs NPeIbIBIAIOTCA K COCTABICHUIO U OPOPMIICHHUIO JOKJIAIHBIX 3aIHCOK?
Kakwne TpeboBaHMs PENBABIAIOTCS K COCTABICHUIO i 0(OPMIICHHIO 00BSICHUTEIHHBIX
3aInCcoK?

Kaxkue TpeboBanus IPEeIbBISIOTCS K COCTABICHUIO U 0()OPMIICHHIO CITPABOK?
HazoBuTe BuABI JOKYMEHTOB I10 JINYHOMY COCTaBY.

VYkaxxute 0cOOEHHOCTH COCTaBIEHUS U 0()OPMIIEHUS TOKYMEHTOB IO JINYHOMY COCTaBY.
B uem oTiMume npukasza no JMYHOMY COCTaBy OT IPHUKa3a M0 OCHOBHOM JEATEIBHOCTH?

Bomnpocel st yerHoro onpoca (YO-4):

NS

oo

8.

9.

10.
11.
12.

Yro moHUMaeTcs 1moJi 00beMOM JOKYMEHTO00OopoTa?

YTo BXOJIUT B MOHATHE IOKYMEHTOOOOpOTa?

UYro BiMsIET HAa OPraHU3ALMIO IBUKEHUS JOKYMEHTOB?

Kakue opraHm3anMOHHO-NIPAaBOBBbIE JIOKYMEHTBHI  ONPENENSIOT  MOPSAAOK  JBMXKEHUS
JOKYMEHTOB B YUPEKICHUN?

KakoBbI OCHOBHBIE MpaBUJia OpraHU3alMU JOKYMEHT0000poTa?

Kakue ocHOBHbIE MOTOKM JOKYMEHTOB MOXXHO BBIIETUTh B OpPraHu3allid U B YeM HX
0COOEHHOCTB?

Kakue TtpeboBaHUs TPEOBSABISIOTCS K OpPraHM3allud NpHeMa W TepBUYHOW 00paboTKu
JIOKYMEHTOB?

HazoBute 3Tansl paboThl HCMONHUTENS ¢ JOKyMeHTOM. Kakue TpeGoBaHUs MpeIbsBISIOTCS
K 00paboTKe UCXOMAINX TOKYMEHTOB?

KakoBsl mpaBuia 00pabOTKH HUCXOASIINX JOKYMEHTOB?

UYro 1omKHBI obecrieunBaTh KOMIbIOTEpHBIE TexHoJIorHu JI0Y?

JlaiiTe XapakTepUCTUKY MTpobieMaM Mepexoa Ha 3JIeKTPOHHBIH JOKYMEHTOO0O0POT.
[IpoBenuTe COMOCTAaBUTENBHBIM  aHaIM3 OTEYECTBEHHBIX CHUCTEM  aBTOMAaTHU3AlMH
JIeNTOTIPOU3BOICTBA M 3JIEKTPOHHOTO JOKYMEHTO000POTA.
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I[IpumepHBIe BONPOCHI YCHIHO20 ORpoca I OUEHKH YPOBHS C()OPMHPOBAHHOCTH YaCTH
komuerenuuu YK-4

Bonpocsl aJst yerHoro onpoca (YO-3):

1. Yro Takoe nenoBOE MUCHMO?
KakoBa poJib 1eJ10BO#i MepenrcKy B ICIONPOU3BOICTBE OpraHu3aIim?
Kakne BU/bI ACJIOBBIX ITHCEM BBI 3gaeTe?
KakoBa cTpykrypa hopMyIisipa U cOCTaB peKBH3UTOB JIEJI0BOTO MHChMa?
Kak opopmuts cirysxedHOE MuchMo?
KakoBbl TpeOoBaHus K 0QOPMIICHHUIO KOHBEPTOB?

SER

3agaun (MpakTH4YecKWe 3aJaHUMA) JIA OIEHKH YPOBHA C(POPMHPOBAHHOCTH
komnerennuun YK-4

3amaua 1. (3-1)

CocraBbTe NPOTOKOJI 3acelaHus WHBEHTapU3alMOHHOW KOMHCCHM 3aBOJa Ta30BOH
anrmaparypbl, Ha KOTOPOM paccMaTpUBAJICS BOIPOC O pe3yJibTaTax HHBEHTAPU3ALUH 110 CKiIaxy Ne 2
BCIIOMOTaTeNbHbIX MaTepuasioB. Ha 3acenaHuu ObUIO NMPHUHATO MOCTAHOBJIEHUE 00 YTBEP)KICHUU
pe3yJIbTaTOB HMHBEHTApU3allMM M OTHECEHHs 3a CUeT 3aBEIyIOIIEr0 CKIAJAOM HEJ0CTauu
BCIIOMOTaTeNbHBIX MaTepuagoB B cymMme 365 Tbhic. pyO0., a TakKe 3a4MTaHbl CIUYUTENIbHAs
BEZOMOCTH 10 cKiIaxy Ne2 u 0ObsCHUTEIbHAS 3aMMCKa 3aBEAYIONIETo CKiaqoM. OcTanbHbIe JaHHbIC
OIIpEeIeNIUTE 110 CBOEMY YCMOTPEHHUIO.

3anaua 2. (3-2)

CocraBbTe CIpaBKy O BEJIMYMHE cpelHed 3apaboTHOM IIaThl 3a TOA IS IMOJYyYSHMS
KOMIICHCAIIMH Ha OIUIATy XWibsi. OCTalbHbIC TaHHBIE YKAKHUTE CAMOCTOSTEIBHO.

3anauya 3. (3-3)

CocraBbTe TMONHBIA TPOTOKON 00mEero coOpaHusi pabodnx MPOU3BOJICTBEHHOTO
koorneparuBa «Ilyck», Ha KOTOpoM 00Cy’KIalcsi BONPOC O CO3JIaHUH MPOM3BOJICTBA CTPOUTEIBHBIX
MaTepuasoB JUIsl CTPOMTENbCTBA KHIbIX JoMOB. Ha coOpanum Obuia 3aciymiaHa WHQpOpMaIus
npejcenarenas O BO3MOXHOCTH CO3/JaHUSl TAaKOro Iiexa M IepcrekTuBax ero pabotsl. I[locne
o0CyXeHusi OBUIO TPHUHITO pEIICHHWE TOPYYUTh TPEACENaTeNr0 M €ro 3aMeCTHTEN0 IO
CTPOUTENBCTBY B T€UEHUE 6 MECALEB pa3BEPHYTh pabOTy M BBIACIUTD JJIs 3TUX Leneit 31 MiH. pyo.

3anaua 4. (3-4)

CocraBbTe npuka3 00 ocBob0x1eHNH Bac oT paboTel B OO0 «3Be31a» B CBS3U C MEPEe3IoM
Ha HOBOE MECTOKUTEIILCTBO.

3agaua 5. (3-5)

CocraBbTe KpaTKUW TPOTOKOJ MPOU3BOJCTBEHHOTO COBEHIAHUS PAOOTHUKOB OTAEA
CTpAaTeTMYECKOro IUIAHUPOBAHUS, Ha KOTOPOM OB PAacCMOTPEH BOIPOC O JIOCPOUYHOM
paspabotke tutaHa pasputws npennpustas Ha 2019 rox. ITocie oOCyXaeHHUS MPOU3BOICTBEHHOE
COBEIIaHNE MIPUHAJIO pelleHre pa3padoTaTh IUIaH Ha JECTh JIHEH paHbIlle YCTaHOBIEHHOTO CPOKa.
OcranbHble TaHHBIE YKAKUTE CAMOCTOSTEIHHO.

3anaua 6. (3-6)

CocraBpTe mpuKa3pl: a) O mpuemMe Ha pabory Oyxrairepom IBanoBy A.A.; 6) 00
YBOJIBHEHHUU TE€peBOJOM B Japyryto opranuzanuio IlerpoBy B.P. Hemoctaromme pexBU3NTHI
YKOKHATE CAaMOCTOSITEIIHHO.

3amgaua 7. (3-7)

CocraBpTe A0KNaAHYI 3amucky Oyxranrepa Tumommuoin W.II. rmaBHOMy Oyxranrepy
00O «Py6un» badbuuey H.II. ot 15.03.19 r. o BeImonHeHUN NpHUKa3a gqupexropa Gpupmsl Ne92 ot
12.01.19 r. «O cocTosiHMM OyXTaJITEepCKOTO ydeTa Ha CTPOUTENbCTBE 0a3bl OoTHbIXxa Ha Kypckoii
Koce». B mpukasze ObuM yKa3aHbl KOHKPETHBIE CPOKH JIMKBUIAINN HEJTOCTATKOB, OOHAPYKEHHBIX B
suBape 2019 roma. B noknanHoi 3amucke AODKHO OBITH OTMEUYEHO BBINOJIHEHHE BCEX MYHKTOB
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IPHKa3a, 3a UCKIIOUYEHHEM ITYHKTOB 00 OpraHM3allui PAaBHOMEPHON €KEIHEBHOW cllaun pabounMu
HapsAnoB Oyxranrepy. BeisBneno, uro 25 ¢espans 2019 roga Obuto cmano Toibko 35,2% Bcex
HapsanoB. OcranbHble Hapsaabl caanbl 1 mapta. Ilo rpaduky cpok ciauu mocieiHuX HapsIoB 3a
IIPOLIBIM MeCsI] YCTaHOBJIEH IEPBOI0 YHCIa Cleayronero Mecsuna. OcTanbHble JAHHBIE YKaXKUTE
CaMOCTOSITENIBHO.

3agaua 8. (3-8)

CocraBbTe XapaKTEpUCTUKY-PEKOMEHJAIMI0 Ha pabOTHHMKA Balero NPEANPUSATHS UL
noctymuieHus ero B acnupantypy ®PI'AOYBO «b®Y um. U. Kanray.

3agaua 9. (3-9)

CocraBbTe NOKIATHYIO 3alMCKy TJIABHOTO OyXrajrepa JUPEKTOpy 00 uTorax padoThl IO
LEHTpaJIM3alil pacyeToB ¢ pabouyuMMHM U CIyKalluMu 3aBoja. lleHTpanu3auus pacdeToB aana
BO3MOXXHOCTh MEPEBECTH Ha JAPYryo padoTy IATh OyXTalTepoB LIEXOB, YMEHBIIUTH OIIMOKH B
pacuerax ¢ pabOUYMMHM M CIyXalUMM, YCHIMTh KOHTPOJb pPacxonoBaHHs (DOHIOB 3apabOOTHOM
wiatel. B 3akmioyeHne HE0OXOAMMO IOCTAaBUTh BOMPOC O MPEMHUPOBAHUM PaOOTHUKOB
Oyxrasirtepuu, oOeCleYMBAIOIIUX NIEPeXo/ Ha LEHTPAIU30BaHHbIN pacueT 3apabOTHOM IUIaThl 1O
3aBoy. OcTasbHbIE ITaHHBIE YKAXUTE CAMOCTOSATEIbHO.

3amaua 10. (3-10)

Hanumure 3asBineHwe o mpueMe Bac Ha pPabOTy CIENUATUCTOM B aJMHHHCTPALIUIO
ropozckoro okpyra «I"opox Kanununrpany.

3amaua 11. (3-11)

CocraBbTe JOKJIAJHYIO 3alUCKy CeKpeTapsa-pedepeHTa PyKOBOIUTENO MPEANPHUITUS 00
yrepe paboraHukoMm PpiomabiM C.M. muchma-3zampoca, MOCTYNHBIIETO B aapec MPEANPHITHS TPH
Mecslia Ha3al.

3amaua 12. (3-12)

Hanumuire 3asBiaeHre 0 MPeJoCTaBICHUU BaM aIMUHHUCTPATUBHOIO OTIYCKA 10 CEMEHHBIM
oOctositennbecTBaM. OCTaabHBIE PEKBU3HUTHI YKAKUTE CAMOCTOSTEIBHO.

3amaual3. (3-13)

CocraBere u odopmure tenerpaMmmy OOO «Cmaim» KaIMHUHTPAICKOMY TPEIAPUSTHIO
00O «Kpuctamm» o MoJHOM OTKa3e OT OIUIAaThl 32 MOCTYMUBUIYIO MPOIYKIHIO B CBA3H C TE€M, UTO
3Ta MpOoyKUus He Oblia 3aka3aHa. OcTanbHble PEKBU3UTHI YKAKUTE CAMOCTOSTENIBHO.

3anaua 14. (3-14)

Hanumwure asrobuorpaduio, HeoOXoauMyro Uil OQOpPMIIEHHS JIOKYMEHTOB IpuU
HOCTYIIJICHUU Ha paboTy.

3anauva 15. (3-15)

CocrtaBbTe JOKJIAJHYIO 3alMCKY HadyaJdbHHUKA OT/eNa PYKOBOJIUTEIIO MPEANPHUITUS O (BaKTe
HEBBITIOJTHEHNUS PACIIOPSHKEHHUST O MOHTake OOOpyNOBaHHMS Ha ydYacTKe IO NMPHYMHE cIaboro
KOHTPOJISI CO CTOPOHBI IJIABHOTO MEXaHUKA.

3anauva 16. (3-16)

Odopmurte 3anUCh B TPYA0BON KHHKKE 00 YBOJIBHEHUH Bac: a) 0 COOCTBEHHOMY KeJIaHHIO;
0) B CBSI3U C JIMKBHJALMEN NPEINPUITHS; B) B CBA3H C HECOOTBETCTBHEM BBIIIOJIHAEMON padOThHI
IpeIbBISEMbIM TPEOOBaHUAM, BCIEICTBUE HEIOCTATOYHOW KBaIM(UKALUU.

3anava 17. (3-17)

CocraBbTe JOKIAIHYIO 3a0UCKy O MPUYMHAX HECBOEBPEMEHHOIO IPEICTABICHHS
uHPOpMAIMK O  BBINOJHEHWH TIpUKa3a gupekropa. OcTanbHblE  PEKBHU3HTHI YKaXKHTE
CaMOCTOSITENBHO.

3anava 18. (3-18)
CocraBbTe MPOEKT KOHTPAKTA MO HAMy, OIIaTe U YBOJbHEHNH Bac. OCTaIbHbBIE PEKBU3HUTHI

YKQKUTE CAMOCTOSATEIBHO.
3anava 19. (3-19)
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CocTaBbTe NOKJIAIHYIO 3alUCKy TJaBHOrO OyXrajiTepa PYKOBOIHUTENIO MPEANPUSATUS O
HEOOXOIMMOCTH IIEHTPAIM3AIMH PACYETOB C paOOTHUKAMH MPeanpuaTus. B 00s3aHHOCTH y4eTHBIX
pabOTHUKOB I1I€XOB JOJDKHO BXOAWUTH JHIIL O(QOpPMIIEHHWE MEPBUYHBIX JOKYMEHTOB IO YYETy
BbIpabOTKH. B 1MokmasHON 3amucke HEOOXOOUMO MOAaTh HPEIIOKEHHE O IMEePecMOTpe IITaTOB
OTUYETHBIX PAaOOTHUKOB B II€XaX U TJaBHOM OyXraiaTepuu U3 pacyera oOLIero COKpallleHus IITaToOB
He MeHee yeM Ha 20%.

3amaua 20. (3-20)

CocraBbTe MpHUKa3 0 NEPeBoJie Ha padOTy BHYTPU OpraHU3aIHH.

3anaua 21. (3-21)

Owman OO0 «Pocroccrpax-Kanununrpan» umeer crpaxoBoil oraen B I. CoBeTcke.
Hauanpuuk storo oraena C.M. MBaHoBa m3nana mpuka3 O Ha3HAYEHUW MHCIEKIIMOHHOM TPYIIIbI
JUIS TIPOBEICHUSI CBEPKM JAHHBIX OYyXTaJITEpCKOTO M ONEPAlMOHHOTO y4eTa 3a IEepBbI KBapTal
Tekymero roma. CBepka mnpoBoauTca B cooTBeTcTBUM ¢ mnucbMoM OOO «Pocroccrpax-
Kamuaunarpag»y Ne 09-07/8 or 19 ampens tekymero roga «O TpOBEACHHH MHJIOTHONH CBEPKHU
JAHHBIX OYXTalNTepCKOro M OMEpPalMOHHOIO Y4eTa 3a MepBbli KBapTad», B COCTaB MHCIEKIIMOHHON
rpynnsl BkitoueHsl Oyxrantep Muxanesa JI.JI. u onepanuonuct Ilonskosa T.B.

3agaua 22. (3-22)

B cocraB AO «Toprossiii nom "Mepkypuii"» BxoauT MarasuH «TpukoTax», pacxonbl Ha
CoJlep’KaHHuEe KOTOPOTO MPEBBHIINIAIOT JOXOJ OT €ro AesTeNbHOCTH. | 'eHepanbHbIl AupekTop AO
NOJANUCAN MPHUKA3 O JUKBUAAMM MarazuHa «Tpuxoraxk». MarasuH JTUKBUIMPYETCS B CBSI3U C
HEPEHTA0ENbHOCThI0O W B IIENAX COKpalleHUs pacxonoB. [IpukazomM IHKBUIMPOBAH MarasuH;
CO3/1aHA JIMKBUIALMOHHAsE KOMHMCCHSI, COCTOAIAs U3 3aMECTUTENs reHepajabHoro aupexkropa 3A0
«Toproseiii goM "Mepkypuii"» (mpenceaarenb KOMHCCHH), AUpPEKTOpa MarasuHa «TpukoTax» u
HayaJbHUKAa 3KOHOMHYeckoro otraena AQ; naHbl MOPY4YEHMs] IPEACEAATENI0 JIMKBHIALMOHHON
KOMUCCHUM TIO0 CPOKY TMPEJICTaBICHMs] aKTa JMKBUJAUUOHHOW KOMHCCHH, 3aMECTUTENIO
FEHEPAIbHOIO JUPEKTOpa 10 DJKOHOMHUKE I10 BHECEHMIO MPEUIOKEHUM O JajbHeiieM
UCIIONIb30BaHUU OcBoOOkaaromerocss momenienus. I[lpukasz crnenyer odopmuth Ha OnaHke ¢
IIPOJIOJIBHBIM PACIIONOKEHUEM PEKBU3UTOB, OCTAJIbHBIE JAHHBIE YKAKUTE CAMOCTOSTEIBHO.

3agaua 23. (3-23)

CocraBbTe U odopMuTe mnpukas o0 urorax pabotel ¢ gokymeHtamu B OOO «Mup» B
npoulenueM rogy. B koHcraTupyromeil yacTu yKaKUTe€ Ha WTOTH aHAJIW3a, BBIABUBILNE HU3KYIO
TpeOOBaTENILHOCTh PYKOBOAMTENECH MOJApa3JeieHuii K KayecTBY IOJATOTOBKM JOKYMEHTOB U
KOHTPOJIIO 3a HX HCIOJHEHHWEM. B pacnopsauTenbHOW YacTH MOPYYUTE PYKOBOAMUTEISAM
noJipa3/iesieHuil yCUJINTh TpeOOBATENIbHOCTh K Ka4eCTBY padOTHI C IOKYMEHTaMH, a PyKOBOJAUTEIIO
oraena JIOY pazpaboraTh Mepbl MO YIydIIEHHIO 3TOW paboThl. OcTanbHble JaHHbIE YKAKUTE
CaMOCTOSITENIbHO.

3anaua 24. (3-24)

CocraBpte u odopmute mnpukaz no OOO «3amam» 00 HCMOIB30BAHUH OTXOJIOB
nwioMarepuanoB. B KoHcTaTupyroled 4YacTH YKaXuTe, 4YTO IpH HpoBepke paboThl cKiajaa
NUJIOMAaTepUaIoB ObUIM BBIABIEHBl (aKThl OTIYCKAa B KOTEIBHYIO Ul CXKUTaHHUS OTXOJ0OB
nwioMarepuanoB JuiMHOW cBbime 20 cM. B pacnopsauTenbHOM 4YacTH clieAyeT 00s3aTh
3apenytomero ckiagom M.C.UymakoBa opraHu3oBath paboTy 10 pealu3aldd OTXOJ0B
NUIOMATEPHUAIOB YacTHBIM JIMIAM, a 3KOHOMHYECKHH OTHEN — MPOBECTH pacdyeT CTOMMOCTH
OTIIyCKaeMBbIX YaCTHBIM JIUIIaM MaTeprasioB. OcTaabHbIe JaHHbIE YKAKUTE CAMOCTOSTEIBHO.

3anaua 25. (3-25)

CocraBpre u odopmure mnpukaz mo OO0 «Komera» 00 obecnedeHUU MOXKAPHOU
0€30MaCHOCTH M YCWJIEHMH OXpPaHbl MpeAnpusTus. B KoHcTaTupylomed yacTW CONIUIMTECh Ha
OMACHOCTh TEPPOPUCTUYECKUX AKTOB M YKaXHUTE Leib obOecriedeHus 0e30MacHOCTH JIIoJaed u
COXpaHeHME HMyIecTBa. B pacnopsauTenbHOM yacTu cienyeT o0s3aTh HayalbHUKA OT/ena
oxpanbl K.JI.KoniknHa ycHIINTh NpOMyCKHON pEXHUM M OPraHU30BaTh KPYIJIOCYTOUHOE AEKYpPCTBO
Ha cxiage Ne 1; komenmanra 3ganuss B.I'.Kyuma — mpoBepuTh COCTOSHHME CHUTHaIU3alMHM H
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3JIEKTPONPOBOIKH, a HaYaJlbHUKA aAMUHKCTpaTuBHOTO oTAena O.I'. bianHoBa — nmepeBecTH B CKial
Ne 1 Bocmamensitonuecs Bemiecta. OcTanbHble JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3anaua 26. (3-26)

23 — 31 mapta Tekyuero roja B KanunuHrpae npoxoasaT puHaIbHbIE COPEBHOBAHUS IOHBIX
XOKKEHCTOB Kiy0Oa «3omotas maiba» umenu A.B.Tapacosa. [ToarotroBsTe mocranosiienue [ naBsl
ropozckoro okpyra «l'opog Kamunurpan» A.H. CunanoBa 00 obecrieueHnu GecrjiaTHOTO mpoesaa
HIKOJILHUKOB B JIHU COpeBHOBaHUU. B KoHCTaTtupyromeld uYacTH HeOoOXOOuMO yKa3aTh LIeJu
pa3BUTHUSA JAETCKOrO cropra B cy0bekTax P®, a Takxke cociarbes Ha YcTaB ropoJckoro okpyra. B
pacniopsinutenbHoi yactu naercsa nopydenrne MKII «Kamuaunarpaa-I'opTpancy» mo obecrnieueHuro
OecrIaTHOro Ipoe3ja OpraHM30BaHHBIX I'PYII JETEM B COIPOBOXKIECHUU B3POCIBIX B TOPOICKOM
OOLIECTBEHHOM TPAHCIOPTE B MEPHOJ MPOBEIEHUs copeBHOBaHUU. KOHTpoONb 3a HCIONHEHUEM
IIOCTAHOBJIEHUSI BO3JIAraeTcsl Ha MEPBOT0O 3aMECTUTENA I1aBbl agMuHucTpauuu FO.A. @endiosa.

3anaua 27. (3-27)

CocraBere 1 odopmure mpukaz no OOO «BecrtJlaitn» o npueme Kynemooit Hunbl
CepreeBHbl Ha IOCTOSIHHYIO pa0OTy KOHIYKTOPOM MapHIpyTHOro aBToOyca. Pasmep oxmana
cocraBisier 21 T1eic. py0. OcHOBaHWMEM Ui W3JaHUS TPUKa3a MOCTYXHWIN 3asBICHHUE
H.C.KynemoBoii u TpynoBoii morosop Ne 28.

3anaua 28. (3-28)

CoctaBpte u odopmute mpukaz no OOO «Or» 00 yBOIBHEHUH MO COOCTBEHHOMY
xenannto Oyxranrepa Kucenea J{mutpust CepreeBuua B CBA3M C BBIXOJOM Ha meHcuio. Ha
MPHUKa3e UMEIOTCS BU3HI II1aBHOTO OyXraiTepa u HadyajdbHuKa otaena kajapos OOO.

3anaua 29. (3-29)

CoctaBpTe U 0GOpMHUTE JOKJIATHYHO 3alHUCKy B COOTBETCTBUU C CHUTyallMeil: B
KanuHUHTpaZICKOM MHCTHTYTE TOBBIIICHUS KBATU(HUKAIMH YYUTEICH CO3/aHBl TOCTOSHHO
JEHCTBYIONINE KypChl MOATOTOBKH JoronenoB. Kypcel paboTany Ha NpUHIUIIE CAMOOKYIIAaeMOCTH,
OTHAKO B TEKylleM Y4YeOHOM TOAYy Ui MPOAODKEHHS WX JCSITEIbHOCTH HEO0OXOIMMO
nononHutenbHoe ¢uHaHcupoBanue. Jupekrop wuHctutyta C.P. IlokanseBa oOpatunach K
muHHCTpY oOpazoBanust KO C.C.TpyceHeBoil ¢ mpocb00i BBIICINUTh TPUCTA THICAY PyOIeH s
MOKBapTaJIbHOTO (PMHAHCUPOBAHUS JIEATEILHOCTH KypCOB B TEKylleM ydyeOHOM ropay. JlokimanHas
3anrcka Oblla cocTaBieHa 25 aBrycTa MpoIIeANero roja, 3aperucrpruponana 3a Ne 33 U B TOT ke
JIeHb OTTIpaByieHa B MuHHcTepcTBO 00pa3oBanust KanuHuHrpaackoit odnacrtu.

3agaun (NIpaKTH4YeCKHe 3aJaHusl) NAJsi OLEHKH YPOBHS CHOPMHMPOBAHHOCTH 4YaCTH
komnerennuun YIIK-4

3amauya 30. (3-31)

CocraBbTe WH(POPMAIMOHHOE MHCHBMO O TPOAAKE YACTHBIM M TOCYAapCTBEHHBIM
NPEANPUITHIM TEPCOHAIBHBIX KOMIIBIOTEPOB MO JOTOBOPHONW CTOMMOCTH U O BO3MOXXHOCTH
MIPUHUMATH 3aKa3bl HA COCTABJICHHUE IMPOTPAMM.

3anauva 31. (3-31)

CocraBpre TrapanTuitHoe mnucekMo OO0 «3Qkogom» OOO «IIporpecc» 00 oxazaHuu
TEXHUYECKON MOMOIIM B pa3paboTke padouux ueprexeil HacocHoW cranmuu. OO0 «Dxomom»
MIPOCHT MPOU3BECTH 3Ty pabOTy HETOCPEJACTBEHHO Ha TUIOIIA/IKE.

3anaua 32. (3-32)

CocraBpre mucbMo-mipocb0y OO0 «BbAJITIITULEITPOM» B IlpaButensctBo 006iacTu o
BBIJICTICHUH CPEACTB M3 00JMAcTHOro Oro/pkera B cyMMe 15 miH. py0. 10 Havana peanu3aiiuu
MOJIOTHSIKA-TITHIIBI HACETICHUTO.

3amaua 33. (3-33)

CocraBpre muchbMO-ipock0y OOO «Mebenprpam» B MUHHCTEPCTBO IKOHOMHYECKOTO
pa3BUTHS, TPOMBIIUICHHOCTH W TOProBiy KanmuHUHTpaackoi 00JacTh O BBIJECICHUH JIMIICH3UH Ha
noctaBky B Kurtaii 4000 T MeTtanna B CBSI3UM C 3aKIIOYCHHEM KOHTpPaKTa C OOBEIUHEHUEM II0
MEXIYHAPOJAHOMY COTPYJAHHYECTBY Ha CTPOUTEILCTBO JICBATHUATAKHOTO OOIICKUTHS B
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Kanununrpane. CoryiacHO KOHTpPakTy OIUIaTa BBINOJHEHHBIX paboT OyaeT NpOU3BOAMTHCS
POCCHIICKMMHU PYOJISIMHU U MaTepHaJIaMH.

3anaua 34. (3-34)

CocraBbTe MUCEMO-OTBET MPOU3BOJICTBEHHOTO 00beanHeHus «KanuuuHrpaarazuduxanms
nupexkTopy XumbapM3aBoia U HadalbHUKY ynpasiieHUs «KanuHuHrpaaropras» o exemMecsyHon
noctaBke XumbapmsaBoay 64 T CKIKEHHOTO Tra3a B TeueHue 2019 rona. Ykazanubeiii 00beM yuTeH
B pazHapsizike. [locTaBka OyneT ocyuiecTBiIsATbCA yepes ypasieHue «KamuHuHrpaaroprasy.

3agaua 35. (3-35)

CocraBbTe COBMECTHOE MUCbMO-OTBET MunucrepcTBa 3JIpaBOOXPAHEHMUSI
Kanununrpanackoit o6mactu 1 Munucrepcra ¢punanco KanmuHuHrpaackoi 061acTu 0 BBIICICHUH
JIOTIOJIHUTEIBHBIX ACCUTHOBAHUN M3 00JacTHOro OO/PKeTa Ha OKa3aHWE MEIMLIUHCKONW MOMOIIU
KHUTEJSIM 00J1acTH.

3anaua 36. (3-36)

Cocrasbre nucbmo-npurnamenue OO0 «IKCIOUEHTP», C MPEAT0KEHUEM IPUHSTh y4acTue
B POCCHIMCKOHN BBICTaBKE Ha MEXIYHApPOJHOW MexoTpacieBoil spmapke B T. I'manbck (Ilombima),
KoTopasi Oyaer mpoxoauth ¢ 20 HOsOps o 10 nexadbps 2020 r. DTa spMapka SBISICTCS OJHUM H3
KPYIHEHIINX TOProBeIX MeponpusaTuii crpan EBponsl. B TekcTe Hao ykaszarh, 4To y4acTue B 3TOH
SpMapKe TO3BOJISIET INMPOKO TMPEACTAaBUTh AKCIOPTHYIO MPOIYKIHIO OpPTaHU3allUuH, MPOAATh
9KCIIOHAThl CO CTEHJA, U3yYUTh OCOOCHHOCTHU pbIHKA, OOMEHSTbCS C JAPYIMMH Y4YacTHHKaMHU
SPMapKu HAYYHO-TEXHUYECKON MH(OpMaIeil 1 3aKIF0UYUTh BHITOIHBIE CACIIKH.

3agaua 37. (3-37)

CocraBpre wuHpOpMammonHoe mnucbMo AO «ABTOTOP» nemenkoit pupme «BMW» o
BO3MOYKHOCTH IPOJaku aBToMoOMIIeil. OcTaibHble PEKBU3UTHI YKAKUTE CAMOCTOSATENBHO.

3anaua 38. (3-38)

CocraBpTe MUCHMO-OTBET MMUHHCTEpCTBA CEIBCKOTO  Xo3aicTBa KanuHuHrpajackoit
obnactu npexacenatento axknuonepHoro oomectBa «KAJICEJIBXO3» mo Bompocy mnOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 3a CAaHHOE 3€PHO.

3anava 39. (3-39)

CocraBbTe U opopmHTE MUCEMO-0TKa3 noaurpaduueckoro npeanpustus «llodena» (000)
aKkLHoHepHOMY o0miecTBy «CallfoT» 10 BOINPOCY BBIMOJIHEHUS 3aKa3a Ha M3rOTOBJICHHE OJIAHKOB
yuyeta U OT4YeTHOCTHU. IlpnumHON OTKa3za SBWIIACh PEKOHCTPYKIMS IEYaTHOrO IeXa, KOTopas
MPOJUIUTCS A0 KOHIIA IEPBOTO MOITYTOusl; APYTUE JaHHbIE YKa)KUTE CAMOCTOSTEIBHO.

3anaua 40. (3-40)

CocraBbTe U opopmure rapantuitHoe nuceMo OO0 «Panyra» B agpec OAO «TexmpoekT»
00 OKa3aHUHU TEXHUYECKOH MOMOINU B pa3paboTke pabounx yepTexeil HacocHOU craHIuu. Paboty
HE0OXOAMMO TPOBECTH JI0 Hayaja aBrycra Tekymiero roga. [lucemo momamucanu mupexrop OOO
«Pagyra» T'.AKpsuioB u rnassbiii Oyxrantep O.Il.KopaneBa. OcranbHble JaHHBIE YKaXKHUTE
CaMOCTOSITENIbHO.

IIpoGaemMHuble  3agaHusi  (CMTyallMOHHBIE  3aJa4yM) JJs1  OUEHKH  YPOBHS
copmupoBanHocTH KomnereHunu YK-4

3ananme 1. (I13-1)

[To Bune Oyxrantepun corpyanukaMm AO «CupeHa» B TekylleM Mecsle Obuia 3ajaep)kaHa
BhIIJIaTa 3apaboTHOM miaTel. ['naBHBI Oyxranrep uHpopmupyer aupektopa AO o TOM, 4YTO
3aJep)KKa HaJIMYHOCTH Oblja cBsi3aHa c ono3gaHueM Ha cueT AQO JeHeXHBIX CPEACTB OT
IpeaIPUATUI-IAPTHEPOB.

3amanue: B ponu Oyxranrepa cOCTaBbTE CIYX)EOHYIO 3amucKy. Bupa cimyxeOHOW 3ammcku
BBIOEPUTE, NCXO/S U3 MPEJIOKEHHON CUTYalluu, CAMOCTOSATENBHO.

3ananue 2. (I13-2)
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01.12.19 r. momxkHo coctosiThesi coOpanue AO «I'panm»y. AO «Mepkypuil» HarpasiseT
CBOETO MPEACTABUTEIIS JAJISl YHacTUsI B COOpaHHH.

3aganue: CocraBbTe TellerpaMMy O MPHOBITHM mpenctaButens ¢Gupmbl «MepKypuity,
BKIIIOUMB TIPOCKOY 0 OPOHUPOBAHUU B OJTHOM M3 TOCTHHHMII TOPOJia 1-MECTHOTO HOMEpa «JIFOKC» Ha
uMs nipeacTaButens Ha nepuos ¢ 01.12.19 r. mo 03.12.19 .

3aganue 3. (I13-3)

Hupexrop OO0 «Mmmpa» npuHsI perieHue o nmpueMe Ha paboTy OINMBITHOTO MEHEIKepa C
CONUAHBIM CTakeM pabOoThl MO0 HAIPABJICHUIO IMOATOTOBKHHM HA JODKHOCTH «MEHEIKepa IO
peKIame.

3amanwe: B pomm  cmemmamucra  kagpoBod  ciayxkObl.  [loaroroBbTe  MpOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

3ananmue 4. (I13-4)

[IpousBocTBeHHasT HEOOXOAUMOCTh TpeOyeT mnpopokeHue pabdorel AO «JlyHa» B
BBIXOJIHBIE JIHH C YYE€TOM JICHS)KHOHW TepepabOTKH WM MPEIOCTABICHUS IPYTUX JTHEH
OTJIbIXA.

3amanue: B pomu  cekperaps — pedepenta gupektopa AQO MOATOTOBBTE TMPOCKT
COOTBETCTBYIOIIETO JOKYMEHTA.

3ananme 5. (I13-5)

B AO «3aps» cocrosioch 3acemanue mpamieHusd. [loBecTka aHsS Obula MOCBSIIEHA
pacuIMpeHuio oTaeNa MapkeTunra (pupmel. B CBsI3M ¢ 3TUM BO3HUKIIA

HEe00XOIUMOCTh BHECTH M3MEHEHHUS B IITATHOE PAaCHHCAHUE COTPYIHUKOB (PUPMBI, a TAKKe
pazo0paTh HOBBIC AOKHOCTHBICE WHCTPYKIIMHM HAa BBEACHHUE B OTIE]T MApPKETHHIA JOJKHOCTH
MEHEe/Kepa Mo peKiiaMe ¥ peKJIaMHOr0 areHTa.

3azanue: B ponu cekperapst 3aceiaHusl COCTaBbTE IIPOEKT IIPOTOKOJIA.

3anganue 6. (I13-6)

B AO «KVYb» npoBenena nmpoBepka paOOThl OT/AENIa MAPKETHHTA MO OKa3aHHWIO IJIATHBIX
ycinyr. Komuccus B coctaBe 3amecTUTeNsl TUPEKTOpa, TJ. OyxranTepa M HadalbHUKA OTIENa
MapKeTHHTa B XOJI¢ TMPOBEPKH  OOHApYXHIIA HAPYIICHUS B odopmiieHUH JTAHHOM
JOKYMEHTaluu OyIyT NpPEICTaBICHbI CAHKIIHH.

3ananue: [loaroroBbTe MPOEKT COOTBETCTBYIOLIETO JAaHHOM CHUTyaluu JOoKyMmMeHTa. Bun
JIOKYMEHTa OTPEAEITUTE CAMOCTOSATEIHHO.

3ananne7. (I13-7)

Ha ocHOBanuu wuccreqoBaHus OTAENIOM MapKEeTHHTa KOHBIOHKTYPBl pBIHKAa COBITa
mponykimun OO0  «CeBep»  TpeacTaBWiia  BO3MOXKHOCTh  3aKJIIOUUTh  PSJl BBITOJHBIX
KOHTPAKTOB.

HavansHuk oT/Hena MapKeTUHTA PEIIvII MOOMPHUTh BEAYIIUX COTPYIHUKOB IPEMUATHLHBIMA
BBIMJIaTaMU K OJvpkaiiieit 3apruiare.

3ananue: B ponn HadanpHUKA OT/ENa MApPKETUHTa IOATOTOBBTE MPOEKT COOTBETCTBYIOIIETO
JTAHHOW CUTyalluu JOKyMeHTa. Bua JokyMeHTa ornpeenTe CaMOCTOSATENbHO.

3ananue 8. (I13-8)

Hupextop OOO «3anam NpuHSII pelIeHrne 0 MpHeMe HOBOTO COTPYIHUKA B OTJIEN  MPOJIaXK
Ha JOJDKHOCTh  «MEHekep nmo mpomaxkam». Mexny OOO U cnenralncToM 3aKIOYeH
TPYZIOBOM JOTOBOP.

3amanue: B ponmm coTpyaHuKa KaapoBOM CIY)KOBI TOATOTOBBTE TMPOEKT JOKyMEHTa
COOTBETCTBYIOIIETO CUTYAIIUH.
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IIpoOsiemHble  3amaHus  (CMTYallMOHHbIE  3a3Ja4M) JIsi  OLEHKHM  YPOBHS
copmupoBanHoCcTH YacTH KomneTenunu YK-4

3aganue 9. (I13-9)

000 «Cwmena» nmomyuyaetr ot OOO «HatypoBo» pekiaMHyr0 OpOIIOpy, IPEACTABISIONTYIO
oborpeBaTelbHbIE  TPHOOPHI, KOTOpPbIE  MOINIM  Obl  HAWTH NMPUMEHEHHE B TEIUIMYHOM
XO035MCTBE.

Ha coBemanuu 10 HMCHOJB30BAaHUIO 3TUX NPUOOPOB  BBIACHWIOCH, 4YTO  JUJIS
INPUHITHS OKOHYATENIbHOTO pEIIeHUs HEeoOXOAMMBbI OoJiee IMOJIHBIE JaHHBbIE 1O BCEM TOBapam
JIAHHOM TPYIIIIBI, TAKKE IPEUCKYPAHT LIEH C YKA3aHUEM YCIIOBUM IIOCTAaBKH.

3amanue: CocTtaBbTe HMPOEKT ciykeOHoro mucbkMa B cekperapuar OOO «HarypoBo» ¢
3ampocoM Oosee moapoOHOM nHpOpMAaIHK O TaHHOM TOBape.

3aganmue 10. (I13-10)

CornacHo moroBopa Ne33 ot 05.11.18r. Ha mocraBky oOorpeBaTenbHbIX pudopo OO0
«3aps» o0s3ana 6bu1a moctaBuTh OO0 «3aps» B 1 kBaptane 2019 r. ToBap Ha obmryro cymmy 500
MJTH. pYO.

@axtuuecku B 1 kBaprtane 2004r. ¢pupme «Cenena» ObLIO MOCTABIEHO TOBapa Ha CyMMY
300 mutH. pyo.

Ha ocHoBanuu n.9.1. qoroBopa noctaBku 3a Npocpouky nocraBku ToBapa [locraBmuk B 30—
JTHEBHBII CPOK 00s13aH BRIILIATUTH mTpad B pazmepe 20% OT CTOMMOCTH HE ITOCTABJICHHOTO TOBapa.

3ananue: [loaroroBpTe NPOEKT NPETEH3MOHHOTO NHCchbMa B aapec [locraBmiuka.

IIpumepHBIe OLIeHOYHBIE CPEACTBA sl MPOBEIeHUN
TEMATHYECKOT0 KOHTPOJIS

Tecr 1 (T-1)

1. laiiTe onpenesieHne 10KyMeHTA:

A) MaTepHaJIbHBIN 00bEKT ¢ HHGOPManHel, 3a)MKCHPOBAHHOH CO3JAHHBIM Y€JI0BEKOM
crnocodom, /151 eé mepeaavyn BO BpeMeHH M IIPOCTPAHCTBe

B) coBOKyImHOCTh peKBU3UTOB O(QUIMATBLHOIO MHChMa

C) crangapTHOE pacmoioKEHUE MaTepHaa

D) tekct

2. JlaiiTe onpenenenue popmy.asipa-odpasua:

A) COBOKYITHOCTh PEKBU3UTOB JICJIOBOIO TMCbMa

B) coBOKYNHOCTB pacnosio:KeHHbIX B ONIpe/ieIeHHOM 1M0C/1eJ0BATeJIbHOCTH PEeKBHU3UTOB,
NPHUCYIIUX BCEM JOKYMEHTAM OIpeAeIeHHOM CHCTEMBbI JOKYMEHTALMHA

C) COBOKYITHOCTh PEKBU3UTOB ITPHKa3a

D) cOBOKYMHOCTb PEKBU3UTOB aKTa

3. laTta nokyMeHTa oopmJisieTcsl CiIeyI0LUM 00pa3om:

A) 1 pespans 1997

B) 1 ¢espans 97 r.

C)01.02.97 r.

D) 01.02.97

4. lata 10OKyMeHTa — J3TO:

A) nara ero noJnucaHusl, IPUHATHS

B) nara ero cocraBieHus

C) nara ero noanucaHusi, NPUHATHS, YTBEPKIEHHUsI, COCTABJIEHNS, 1aTAa COOBITUS
D) nara coObiTHs

5. Jles1onpou3BOACTBO — 3TO:

A) npaBuUsIBbHOE 0POPMIIEHHE JJOKYMEHTOB.

B) opranusanust JokyMeHTOO00pOTa B YUPEIKICHUH.
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C) COBOKYITHOCTb IOKyMEHTOB, OTPAKAIOIINX YIPABICHYECKYIO ACATEIbHOCTD YUPEKICHUS.
D) coBokynHOCTb padoT 0 J0KYMEHTHPOBAHMIO J1eSITeJIbHOCTH YIIPABJIEHHUS U 110
OPraHM3aliH IOKYMEHTOB B Y4Ype:KIeHHH.

6. lessiTeJbHOCTh aNiMapaTa ynpasJieHUsl, 0XBAThIBAIOLIAsi BONPOCHI JOKYMEHTHPOBAHUS U
opraHu3anuu padoTel ¢ JOKYMEHTaMU — 3TO:

A) 1OKYMeHTallHOHHOe o0ecnieyeHHe YIpaBJeHHus

B) cranpapruzauus

C) EIrca

D) cucrema noxymeHTanuu

7. Kakast pyHKUMS OTHOCHTCS K 00IIMM (PYHKIHSIM JOKYMEHTA:

A) o0OmeKkyapTypHas;

B) undopmanuonunas;

C) nmpaBoBasi;

D) ynopsiaounBarorasi.

8. UHaexc 10KyMeHTa — 3TO

A) HOpAAKOBBI HOMEP perucTpauu

B) unnekc cTpykTypHOro noapaseneHus

C) uugpoBoe, OyKBeHHOE HJIH KOMOMHHPOBaHHOE 0003HAYEHUE TOKYMEHTA, YKa3bIBalollee
MeCTO ero COCTABJICHHsI M XPaHEHHUSs

D) Homep nena mo HOMEHKJIAaType el

9. UcnotHUTEIbHOE [1eJI0NIPOM3BOACTBO — 3TO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIascs B COBETCKUX YyUPEKICHUIX

B) paboTta ¢ noxymMeHTamMH, IPOBOJUBILASACS B KOJUIETUAX

C) paboTta ¢ J0OKyMeHTaMH, IPOBOAMBIIASICH B MUHHCTEPCTBAX

D) paGota ¢ 1oKkyMeHTaMH, MPOBOAMBILASCS B ITPUKa3ax

10. KoJu1e:kckoe 1e10Mpou3BoACTBO — 3TO

A) paboTa ¢ JOKyMEeHTaMH, IPOBOAUBIIASICH B KOJLIETHsIX

B) pabora ¢ nokymMeHTaMu, MPOBOAMBIIASICS B IPUKA3ax

C) pabota ¢ 1oKymMeHTamMH, IpoBouBIIasics B COBETCKUX YUPEkKACHUAX

D) pabora ¢ nokymeHTaMH, TPOBOAMBINASACA B MUHUCTEPCTBAX

11. KomMnjiekc 0CHOBHBIX MOJI0KeHUI, Onpee/sI0IMX U PerjIaMeHTHPYIOIIMX OPraHU3aLHI0
JAOKYMEHTAIMOHHBIX MPOIECCOB HA MPeINPUITHH — ITO

A) cuctema JOKyMEHTaIH

B) EI'CJ1

C) noxyMeHTallMOHHOE o0ecrieueHHe yrpaBIeHUs

D) cranpgaptuzanus

12. HazoBuTe 1Ba OCHOBHBIX hopMaTa, Ha KOTOPBIX 0(popMIIsIIOTCA TOKYMeHThI OP /]
A) A5 (148x210 mm); A 3 (297x420 mMm)

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 BKJIIUYEHHBIH B TPYNNYy BXOASIIMX U HCXOASIIIUX JOKYMEHTOB B
NpHuKa3ax

A) mamsitu

B) otniucku

C) akT

D) rpamotsl

14. Ha3oBHuTE 10KYMEHT, He H31aBaeMblii IIapeM B MepPHO/I NPUKA3HOI0 1eJI0MPOU3BOACTBA
A) ’)xanoBaHHas rpaMoTa

B) ykxa3

C) npurosop

D) akr
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15. HazoBuTE HOPMATUBHBII JOKYMEHT, HA OCHOBAHUHU KOTOPOT0 0(hOPMIISIIOTCSI JOKYMEHTHI
0) I

A) MHCTPYKIUS 1O JAEIONPOU3BOACTBY

B) monoxxenue 06 apxuBHOM ¢onae PO

C) I'OCT 6.30.-2003

D) I'OCT 7.0.97 - 2016

16. O0s13aTe/IbHBII NPU3HAK HA JOKYMEHTE, YCTAHOBJIEHHbIH 3aKOHOM — 3T0

A) unTepBan

B) pexkBu3uT

C) nonosxenue Tabynsaropa

D) smbnema

17. Opranu3amnusi pa6oThl ¢ JOKYMEHTAMH B KOJLJIErHSIX HOCUT Ha3BaHUe

A) KOJLIEKCKOE 1eJI0NPOU3BOACTBO

B) coBerckoe nenonpon3BoACTBO

C) npuka3Hoe JeI0npOU3BOJCTBO

D) ucnonnurensHo€E 1€10IPOU3BOJICTBO

18. Opranusanusi paéoTbl ¢ JOKYMEHTAMH B MUHHCTEPCTBAX HOCUT HA3BAHHE

A) coBeTcKOe JeI0NPOU3BOICTBO

B) xomnexckoe 1enonpon3BoACTBO

C) npukazHoe 1eT0IPOU3BOICTBO

D) ucnosiHuTEIbHOE 1€10NPOU3BOACTBO

19. lepeyncinTe OCHOBHbIE BH/IbI 0JIAHKOB

A) o0mmii 0s1aHK, OJ1aHK I THCeM, 0JIAHK € TPOXOJIbHBIM M YIJIOBBIM PACIIOJIOKEHUEM
PEKBHU3UTOB

B) cyiectByeT TOJIBKO GJIAHK € TIPOIOIBHBIM M YIIIOBBIM PACHOI0KEHHEM PEKBU3UTOB
C) cymiecTByeT TOIBKO 00U OJIaHK

D) cymiecTByeT TOIBbKO OMaHK AJISl THCEM

20. MMepeuncanre Head U3yYeHHs 1eT0NMPOU3BOACTBA

A) onpeaenutsb poib ciayx0 JOVY.

B) noxazare 3HaueHune paboThI ¢ JOKYMEHTaMH B JKU3HH OOILECTBA.

C) oBi1ageHNe OCHOBAMM NMPABUJIBHOI0 0()OPMJICHUS] JOKYMEHTOB M HA/LJIeKA el
opraHusanuei 10KyMeHTo000poTa.

D) npuBuTH HEOOXOAMMBIE HABBIKH B pabOTE C JeIaMu, 3aKOHYEHHBIMU JIETIOTNPOU3BOICTBOM.

Tecr 2 (T-2)

1. I'apanTHiiHOE MMCHMO — 3TO:

A) TOKYMEHT, COOOLIAIOMUI O NPUOIMKEHNH, YCKOPEHUH, HCTEUEHUH CPOKA MCIIOJTHEHHSI KaKOT0-
100 nelcTBUS

B) noxymeHT, conepariuii npuriameHue Ha MeponpusiTHe

C) 10KyMeHT, B KOTOPOM rapaHTHPYeTcs OIJIATa BbHINOJHEHHOI padoThl MU
npeocTaBjieHne Yero-anoo (padoTnl, MOMeeH!sT u T.1.)

D) noxymeHT, mOATBEP K TAIOLINI MOTyUYeHHE LIEHHOCTeN

2. JlejioBbIe MUCHMA 00BIYHO 3aKAHYMBAKOT pazamu:

A) B cooTBeTcTBHH ¢ Bameit npocs00ii ...

B) ¢ yBa:xkeHuem ...

C) namu paccmotpens! Bamm npeuioxenus ...

D) B cBs3m ...

3. JIoKyMeHT, 3aKpenIsIIONINii 10JZKHOCTHOM M YHCJIEeHHBIH COCTaB NMPeANPUSITHSA C
ykaszaHueM (poHIa 3apadOTHON MJIATBI — ITO:

A) DOMKHOCTHAsI MHCTPYKIIUS

B) ycras
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C) monoxenune

D) mrarHoe pacnucanue

4. IokyMeHT, (PMKCUPYIOIIHIi X0/ 00CYK/TeHHsI BONPOCOB U MPUHSATHSI pelIeHnid Ha
co0paHuAX, 3aceJaHUAX, COBCIIAHUAX H T.I.:

A) 0OBsICHUTENIbHAS 3aITUCKa

B) noknagnas 3anucka

C) akt

D) nporoko.

5. Eciu Bam Heo0X01uMO 1aTh ONKCAHNE PEKJIAMHPYeMBbIX yCiayr, Bbl coctaBuTe
A) 1O0TrOBOpHOE TUCHEMO

B) pexki1iamMHoOe mMUCHMO

C) conpoBOaUTENBHOE MMUCHMO

D) nucemo-nipurnaiieHue

6. Ecaiu Bam Heo0X01uMM0 c000IIMTH 0 IPOBeeHUN MeponpusTus, Bl coctaBuTe
A) conpoBOAUTEIBHOE MUCHEMO

B) nuceMo-noarBepxieHne

C) noroBopHO€ MUCHMO

D) undopmManuoHHoe NUCEMO

7. Eciin Bam He00X01MM0 COCTaBUTH MUCHMO, HH(OPMHPYIOLIEe ajpecaTa 0 HANPABJEHUH K
HeMYy NPHUCHLIaeMbIX J0KYMeHTOB, Bbl cocTaBuTte

A) conpoBoOAUTEIbHOE TUCHMO

B) nuceMo-yBenomienue

C) nucbMO-TIOITBEPKACHUE

D) norosopHoe nucbMo

8. Eciiu pacnopsiiuTeibHAasi 4aCTh TEKCTA HAYMHAETCS CJI0BAMH “00513bIBAI0”, TO 3TO
A) npukas

B) 3asBnenue

C) pacnopsizkeHue

D) ykxa3anue

9. Eciu pacniopsiiuTe/IbHAsl YaCTh TEKCTA HAYMHAETCS CJI0BAMH “Ipeaiaraimn”, To 3To
A) npukas

B) pacnopsixenue

C) uHCTpYKIUS

D) ykazanue

10. UH¢popMaLHOHHO-CIIPABOYHBIH JOKYMEHT, COCTABJISIIOIINICH TPYNIOM JIMI JJIs1
MOATBEPK/ICHUS] YCTAHOBJIEHHBIX ()AKTOB — 3TO

A) nokiagHas 3amucKa

B) akr

C) mpoTokon

D) obbsicHuTenpHas 3anucka

11. Komniekc B3aMMOYBSI3aHHBIX IOKYMEHTOB, PerJIAMEHTHPYIOLIUX CTPYKTYPY, 3a1a4H,
(pyHKIUM NpeanpUATHS, OPraHU3ALMIO ero padoThl; NPaBa, 00513AHHOCTH U OTBETCTBEHHOCTh
PYKOBOACTBA M CHIENMAINCTOB NPEeANPUATHA — ITO

A) pacniopsiIuTeNbHbIE TOKYMEHTHI

B) ycras

C) cnpaBo4yHO-MHGOPMAITUOHHBIE

D) oprann3annoHHbIe JOKYMEHTBI

12. Ha3oBHuTE 10KYMEHT, He BXOASIIUIl B TPyNIy PacnopsiAuTebHBIX IOKYMEHTOB
A) CTPYKTYypa U IUTATHAS YUCJICHHOCTh

B) ykazanue

C) npuka3

D) nocranosnenune
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13. HazoBuTE TOKYMEHT, He BXOASAIIMIA B COCTAB HH(POPMAIIMOHHO-CITPABOYHBIX

A) IpoTOKOI

B) cripaBka

C) pacnopsizkenune

D) akr

14. HazoBuTe pa3jaen, He BXOASIIUH B TEKCT yCTaBa

A) periiaMeHT AeSITeIbHOCTU

B) obmuue monoxeHus

C) opranuzainoHHOE €JMHCTBO

D) noszkHOCTHBIE 00SI3AHHOCTH

15. HazoBuTE YacTH TeKCTa MpUKAa3a

A) KOHCTaTHpYIOIlasi, BBOAHAS

B) koHcTaTUpyOIIAs, pacnopsiANTEeIbLHAS

C) ocHOBHas1, pacopsiAUTEIbHAS

D) BBoIHAsI, OCHOBHAs

16. Opranu3anoOHHO-PACHOPSIANTE]IbLHAS JOKYMEHTAIIUS — TO

A) yHu(pUIUPOBAHHBIN TOKYMEHT

B) coBOKYNHOCTbH pEKBU3UTOB

C) COBOKYNHOCTH B3aMMOYBSI3AHHBIX JIOKYMEHTOB, PYHKIIHOHUPYIOIIHNX B cepe ynpaBIeHUs
D) yaudunuposannas popma

17. Opranu3auMoOHHBII JOKYMEHT UTHTEILHOT0 UJIH MOCTOSTHHOTO CPOKA /IeliCTBUA, B
KOTOPOM oInpe/aeeHbl HAYyYHO-TeXHHYecKkHne, GUHAHCOBbIE CTOPOHBI 1eATEeJIbHOCTH
AOJIKHOCTHBIX JIMIl — 3TO

A) mITaTHOE pacnycaHue

B) nosxHOCTHASI HHCTPYKIUS

C) ycras

D) nonoxxenue

18. [IucbMo yamre Bcero HAYMHAaeTCs CJI0BAMM

A)BcCBSIBUC ...

B) c yBaxxenuewm ...

C) B COOTBETCTBUHU C ...

D) yBa:kaemble rocnoaa ...

19. IIpaBoBoii aKT ynpaBJeHUs rocyJapCcTBEHHOI0 OPraHa, MMelIuii 00A3aTeIbHYI0 CHITY
JAJISl TPAKIAH U OPraHu3aumii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHnue

B) mpuxkas

C) pacnopsizkenune

D) pemenue

20. IIpaBoBo¥i aKT, M31aBaeMblii pyKOBOAMTeIeM NpPeANPUSITHSA, 1eliCTBYIOIIEro Ha
OCHOBAHMH €IMHOHAYAJINS, VIl pa3pellleHNsI OCHOBHBIX M ONlePaTUBHBIX 3224 NpeANpUATHSA
— 3T0

A) npuka3s

B) ykazanue

C) pemienne

D) pacniopsixenue

21. IIpaBoBOii aKT, oNpeAe/S IO MOPSII0K 00pa3oBaHMsl, 3a1a41, 00SI3aHHOCTH, NIPaBa,
OTBETCTBEHHOCTh H OPraHU3ALUI0 PA0OTHI NPEANPUATHS B LeJIOM HJIH €r0 CTPYKTYPHBIX
noApasAeJIeHuilt — 3T0

A) noJio:keHue

B) ycras

C) nomKHOCTHAS] MHCTPYKITHUS

D) mrraTHOE pacnucaHue
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22. IIpuYuHBI M3aAHUS YKA3aAHHUS PACKPBIBAIOTCS B

A) BBOJIHO YacTH TEKCTa

B) pacnopsiiuTensHO# YacT TeKCTa

C) xoHCcTAaTHpPYIOLIEH YACTH TEeKCTA

D) oCHOBHOI YacTH TEKCTa

23. PacniopsiuTeIbHbI JOKYMEHT KOJL1€rHaJIbLHOI0 OPraHa yrnpaBJjeHus, M31aBaeMblii
MHMHHCTEPCTBAMH, BEJOMCTBAMHU, HAYYHbIMH COBETAMH — 3TO

A) pelienue

B) ykazanue

C) pacnopsbxeHnue

D) npukas

24. CBoja nmpaBuJ1, peryJIMpyOUIUX AesATeIbHOCTh OPraHU3aluii, HX B3aHMOOTHOIIEHHS C
APYTMMH OPraHM3alMsIMHU U TPAKIAHAMMU, IPABa U 0013aHHOCTH B c(epe rocyaapcTBeHHOI
WIN X0351iICTBEHHOM 1esITeJIbHOCTH — 3TO

A) mITaTHOE pacnucaHue

B) nonoxxenue

C) AOMmKHOCTHAS] MHCTPYKITHUS

D) ycras

25. COBOKYNHOCTH IOKYMEHTOB, co/iep:KamuX nHGpopManuio o pakTHIeCKOM MOJI0KEHUH
JeJ, CIYKAIUX OCHOBAHMEM /LISl IPUHATHS PellleHU i, U3JaHUA PacIOpPSIAUTeIbHbBIX
JOKYMEHTOB — 3TO

A) pacniopsiIUTENbHbIE TOKYMEHTHI

B) opranuzanuoHHbie JOKYMEHTHI

C) oTueTHbBIE TOKYMEHTBI

D) undopMannoHHO-CIpaBOYHBIE JOKYMEHTHI

Tembl nmpe3eHTaIUIl 1151 OLIEHKU YPOBHS copMUPOBAaHHOCTH KoMneTeHuun YK-4

Tembl npe3entanuii (I1-1):

HcTopus nenonpon3Bojactsa B Poccun
JenonpousBoacTBo B JIpeBHEPYCCKOM TOCyIapCTBE
[Tpuka3HoE JIEeIOIPOU3BOICTBO

Konnexckoe nenonpousBoaCTBO

MuHuCTEpCKOE IEIIOMPOU3BOACTBO
Jenonpoun3BoacTBo B COBETCKYIO AIOXY
3aKOHOJATEILHOE PETYIMPOBAHKE JICIIONIPOU3BOICTBA
HopMmaTtuBHO-1IpaBOBOE M HOPMATHUBHO-METOINYECKOE PETYINPOBAHUE AETOMPON3BOACTBA
PeKBU3HTHI KaKk COCTABIISIONIUE IOKYMEHTA

10 Knaccudukanus 10KyMeHTOB

11. bnank opranuzanuu

12. Knaccudukanus TOKyMEHTOB

e R

Temsbl npe3entanuii (I1-2):

VYcTaB: conepkaHne ycraBa; crieliupuKa ycTaBa; BU3SHPOBAHUE, YTBEPIKICHHE.
[TonoxeHue: TEKCT MOJIOKEHHST; BUSUPOBAHUE, YTBEPIKICHHE.

JIOJPKHOCTHASI MHCTPYKLUS: TEKCT, BU3UPOBAHUE, YTBEPKIACHUE.

[ITatHOe pacniucaHue: onpeesneHue, opopMiIeHHe, MOANUCH.

WnucTpykuus: onpenenenue, ohopmiieHue, MoANUCh, BBEJCHUE B IEHCTBUE.

JloroBop: omnpeseneHue, coaepxKanue, 00s13aTeIbHbIE 3JIEMEHTHI 10T0BOpa

[Tprkas3 o OCHOBHOM AEATENBHOCTHU: OIpeesieHre; 0pOopMIICHHE ITPHKa3a; 00s3aTelbHbIe
PEKBU3UTHI; CTPYKTYypa IprKa3a (3aroJIoBOK, TEKCT); 0(pOopMIIEHHE MTPHKa3a; OpopMIIeHHE
NPUIIOKEHUH K PUKa3y; BUSUPOBAHUE, PEIaKTUPOBAHHE, PACCHUIKA, OIUCH, MAapLIPYT.

NoabkowhE
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8. Pacnopsukenue: onpenenenue, ohopmiieHHE.

9. VkazaHue: onpejieneHue, MpaBo U3/IaHus yKa3aHus; oopMIICHHUE.

10. ITocranoBneHue: cocTaBieHrne U 0popMIICHHUE.

11. Pemenue: cocraBieHue u opopMIICHHUE.

12. CnpaBka: BHEIIHSSI, BHyTpeHHssA. TeKCT cripaBKH.

13. AKT: pa3HOBUJHOCTH aKTOB, CTPYKTYpa aKTOB.

14. TIporokoun: BHIbI MPOTOKOJIOB 3aCEAaHMI; CTPYKTypa MPOTOKOJIA; JaTa MPOTOKOJIA.

15. JlokyagHas u OOBSICHUTCIIbHAS 3aIUCKH.

16. IIpuka3sl o JMYHOMY COCTaBY: olnpezaeNieHue; ohopmiieHUe; CTPYKTypa IprKasa.

17. TlonoxeHue 0 NEPCOHATBHBIX JAHHBIX pAaOOTHHKA.

18. JluuHoe neso: ompenenenHue, coaepxanue, ohopMiaeHue, 003aTeIbHbIE AJIEMEHThI TUYHOTO
Jena.

Tembl npesentanuii (I1-4):

1. OcHoBHBIE IIpaBUJIa OPTaHU3ALNUN JOKYMEHTOO0OPOTa B OpraHU3al|H.

2. IIpuem, 06paboTKa u pacrpene’aeHe MOCTYMAIUX JOKYMEHTOB.

3. Ilopsitok HarpaBiIeHHUS HA UCIIOJHEHUE U paOOTHI HCIIOIHUTENS C JOKYMEHTAMH.

4. ITpaBuna 06pabOTKH UCXOSIINX JOKYMEHTOB.

5. Mopenu 371eKTPOHHOTO TOKYMEHTO000pOTa.

6. YrpaBieHue 3JeKTPOHHBIM TJOKYMEHTOO0OPOTOM.

Tembl npe3eHTanuii AJs OLEHKH YPOBHS c()OPMHPOBAHHOCTH YACTH KOMIETEHIHH
YK-4
Tembl npesentanuii (I1-3):
. JlenoBoe MucpbMo Kak JOKYMEHT.
. SI3p1xku HaponoB P® B 1€710BOM NIEPENIUCKE.
. Knaccudukanus nepenucku.
. Bunpl 1e10BbIX (CTy»KeOHBIX) TUCEM.
. PexBH3UTHI 1eN0OBOT0O MACHMA.
. TpeboBanus K O6JaHKY JI€JI0BOTO MHUCHMa.
. Odopmnienne TekcTa muchMa.

~NOoO OoThWN P

IIpumepHbIE OLICHOYHBIE CPEACTBA IS IPOBEICHUS
PYO0€:KHOTO KOHTPOJIsI (KOHTPOJIbHAs padoTa)

Bapuanr 1
1. OpranuzanroHHbie (OPMBI JEIONPOU3BOJCTBA U UX XapaKTEPUCTUKA.
2. CocTaBUTH CIIpaBKy OpraHMU3alMK O 3aHMMAEMOIN BaMU JOJDKHOCTH AJIS IPENBSBIEHUS 110 MECTY
y4€eOBl.
3. CocraBuTh MpPOEKT MpHKa3a PYKOBOAMTEISIM OPraHU3ALMU O TMPEACTaBIEHUN pPaOOTHUKY
y4e0HOTr0 OTIyCKa IPH YCIOBUH, UTO y4yeOa CBs3aHa ¢ HHTepecaMu paboToaares.
4. CocTaBUTh AOTOBOP MOCTABKU MPOAYKIMH IPOU3BOICTBEHHOTEXHUYECKOIO HA3HAYCHMUSL.
5. CoctaBuTh U 0OPOPMUTH TOIHKHOCTHYIO MHCTPYKIHIO paboTHUKY ciry:k0b1 JJOY (cexperaps).
6. CoctaButh 1 0GOpPMUTH JOBEpeHHOCTh Ha monydeHue TMILI. 3apeructpupyiite ee B *KypHaie
y4eTa JOBEPEHHOCTEM.
Bapwanr 2
1. JIOKyMEHTaIlMOHHBIE CUCTEMBI, UX COCTAB U COJIEPIKAHHUE.
2. CocraBuTh U OQOPMHUTH 3asBJICHHE PYKOBOJIUTENIO O MpHeMe Ha paboTy Ha JOJKHOCTh
HYKOHOMHCTA.
3. CocraBuTh MpPOEKT IpHUKa3a PYKOBOAWUTENIS OpraHM3allMM O Ha3HAYeHUH Ha JO0JDKHOCTD
HKOHOMHCTA (TI0 JAHHBIM MMyHKTA 2).
4. CocTaBUTh AOTOBOP KYIUIU-TIPO/IaXKH TOBAPOB.
5. CocTaBUTh TOJPKHOCTHYIO HHCTPYKIMIO SKOHOMHUCTY OpraHU3aluu.
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6. CocTaBUTh TOBEPEHHOCTb Ha MPaBO MOIY4YEeHUs U 0QOPMIICHUS Ipy3a.

BapuanT 3

1. Ponb 1OKyMEHTHPOBAHUS U JOKYMEHTALMOHHOTO 00ECIIEUeHHs B yIIPaBICHUM.

2. CocraBuTh MUCHMO-3aIPOC OPraHU3ALMU B THUIOrpadHio O BO3MOKHOCTH CIaTh 3aKa3 Ha
U3rOTOBJICHHE OJIAHKOB JOKYMEHTOB Ha Oymare THIorpaguu.

3. CocTaBUTh MPOEKT IpUKa3a O COCTaBE KOMMCCHMU II0 IMPUEMKE NPOAYKIHMH (TOBAPOB) IIO
Ka4yecTBY.

4. CocTaBUTh MPOEKT MPUEMKH MPOIAYKIUHU (TOBAPOB) MO KAYECTBY C 3aKJIIOUEHUEM KOMUCCHUH O
XapakTepe BbIABICHHBIX A€()EKTOB B MIPOJYKIMHU U IPUUMHAX UX BO3HUKHOBEHMS (I10 JAHHBIM I1.3).
5. CocTaBUTh NPETEH3UIO 00 yIjaTe CTOMMOCTH 3a0paKOBaHHOM MPOIYKIMU (TOBAPOB), YOBITKOB H
mTpada (1Mo JaHHBIM 11.4).

6. CoctaBuTh U 0POPMHUTH JTOBEPEHHOCTh Ha MPEICTABUTEIHCTBO IKOHOMHCTY B TEUCHHE OJHOTO
rojia B CyJ1e0H0-apOUTPaXKHbIX OpraHax OT UMEHH OpraHU3aLIH.

Bapuant 4

1. CtpykTypa, cogepxanue 1 cTuilb TekcTa [lonoxeHns o cTpyKTypHOM NOApa3eICHHH.

2. CocTtaBuTh NHCbMO-OTBET OpPraHM3alMM O BO3MOYKHOCTH HIPHUHSTH 3aKa3 Ha M3TOTOBJICHUE
0JIaHKOB TOKYMEHTOB U3 OyMaru 3aka3zduka.

3. CocTaBUTh MPOEKT IMPHKA3a O COCTaBE SKCIIEPTHOM KOMHUCCHM MJIsi MPOBEACHUS SKCIEPTU3bI
LIEHHOCTH JOKYMEHTOB, CaBAEMBIX B apXUB.

4. CocTaBUTh aKT HA YHUUTOXKEHUE JIEJI C UCTEKIIUMU CPOKAMU XPaHEHHUS.

5. CocTaBuUTh NpETEH3UI0 00 yIUIaTe HEYCTOMKH 3a HEAONOCTaBKY MPOAYKLHUIO OCTaBIIUKOM.

6. CoctaBuTh 1 0POPMHUTH TOBEPEHHOCTH HA YIIPaBJICHUE (HHINAIOM OPTaHU3aALNH.

Bapuant 5

1. OcoOeHHOCTH OpraHU3aluu padOThI C BXOIALUIUMH JOKYMEHTAMHU.

2. CocTaBUTh CONPOBOJUTEIBHOE MUCHMO O HAIIPABJICHUU aJipecaTy KaKUX-JIMOO TOKyMEHTOB.

3. CocTaBUTH TEKCT MPEACTABICHHUS O TIOOIIPEHUHU paOOTHHUKA.

4. CocTaBUTh IPOEKT IIPHUKA3a O MpHeMe pabOTHHKA Ha JOJKHOCTh HaYaJIbHUKA OT/IeN1a KaJpOB.

5. CocTaBuUTb aKT O Hepeaaye e HOBOMY HadaJIbHUKY KaJpOB.

6. CocTaBUTh TEKCT KPAaTKOI'O IPOTOKOJIA POU3BOICTBEHHOTO COBELIAHMS.

Bapuant 6

1. YHudukanus TeKCTOB CIIyKeOHBIX JT0KYMEHTOB.

2. CocTaBUThH ITUCHMO — U3BEIIEHHE.

3. Hanumnre axkT, COCTABIEHHBIM KOMHUCCHUEN CTPOUTENBHON OpPraHMU3allMM, Ha NPUEMKY MAPTHH
mmdepa. IIpogykuus mocraBieHa LEeMEHTHO-IIMGEpHBIM 3aBoJOM. ['py3 mpuObUI Ha CTaHIMIO
Ha3HAuEHMs B BaroHax C HEMCIIPABHBIMM IJIOMOaMM CTaHIMM OTmpaBieHus. Komuccus npusHana
yacTh (yKa3aTh KOJIMYECTBO JUCTOB) MK (epa COBEPIIEHHO HETOAHBIM (yKa3aTh HEJOCTATKH).

4. Ilo naHHBIM, YKa3aHHBIM B I1.3 COCTaBUTh NPETEH3MOHHOE MHCbMO CTPOMTEIBHOM OpraHu3aluu
LEMEHTHO-IIM(EPHOMY 3aBOJy IO MOBOJY IMOCTaBKM HEKaueCTBEHHOro mmdepa ¢ TpebOBaHUEM
BO3BPATUTh CTOMMOCTb 3a0paKOBaHHOMN

npoaykiuu (yka3zaTh €IUHHILY), a TakKXKe yKa3aTh mrTpad 3a MocTaBKy Opaka B pa3Mepe CTOMMOCTH
OpakoBaHHOTO HIUdepa.

5. CocTaBUTh NHUCHMO-OTBET LEMEHTHO-IIM(EPHOrO 3aBOJla CTPOUTEIHHOW OpraHu3aluu, B
KOTOPOM JIOJIKEH COAEPKAThCsl OTKA3 OTBETUYMKA YAOBIETBOPUTH IPETEH3MUIO U MOTHUBBI OTKa3a.

6. ITo nanHbIM, yKa3aHHBIM B 11.3; 4; 5 COCTaBUTh MCKOBOE 3asBJIICHHE CTPOUTEIBHONW OpraHU3aALNH
B ['ocyapcTBeHHBIN apOUTpak O MPUHYIUTETHLHOM B3BICKAHUU C LIEMEHTHO-IIM(EpPHOro 3aBoja
COOTBETCTBYIOIIHUX CYMM.

Bapuant 7

1. OcoOeHHOCTH OpraHu3auy pabOThl ¢ UCXOASAIIUMU JOKYMEHTaMHU.

2. CocTaBUTh MUCHMO-TIPUTIIAIIIEHUE aJJpecaTy NMPUHSATh y4yacTHe B KAKOM-THO0 MEpOIPUSATHH.

3. CocTaBUTH TEKCT MPEACTaBICHUS O MepeBo/ie pabOTHHUKA Ha JIPYTyIo paboTy.

4. CocTaBUTh KpaTKU MPOTOKOJ MPOU3BOICTBEHHOTO COBEIIAHMS.
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5. CocTaBUTh KOMMEPYECKHUH aKT O HECOOTBETCTBUU MEXIYy KOJIMYECTBOM Ipy3a, YKa3aHHOM B
COIIPOBOJIUTENBHBIX TOKYMEHTAX U (DaKTUYECKU JOCTABICHHOM JKEJIE3HOM TOPOTOH.

6. CocTaBUTh IPETEH3NOHHOE ITUCHMO B apec YIpaBJIEHUs JKeJIE€3HOM 1oporu (110 JaHHBIM 11.5).
BapuanT 8

1. OpraHuzanuoHHas JOKYMEHTAlMs: IIOHATHE, BHJbl, KpAaTKOE COJAEpKaHHE U IOPSI0K
odopmieHus.

2. CocTaBUTh MUCHMO-TIOATBEPIKIEHUE O MTOJIyYEHUH OpraHU3alUei KaKoro-1u00 OTIIPABICHMSL.

3. CocTaBUTH MPOTOKOJ MPOU3BOACTBEHHOTI'O COBEIIAHUS 110 COKpAIIEHHOH Gopme.

4. CocraBuTh KOMMEPYECKMI aKT B CBSI3M C HE MOCTYIUICHMEM B opranusanuio 15 w3
CTPOUTENBHOTO JIECa, OTIPY>KEHHOTO JIECTIPOMX030M 110 HaksIaaHoH Ne 56

U TIPUHSTOTO JKEJIE3HOM JOporoi Kk nepeBo3ke 1o kBuTanuuu Ne: 67 B Barone Ne: 8.

5. CocTaBUTh MPETEH3UOHHOE MMUCHMO YIIPABIICHUIO KEJIE3HOU JOPOTU 00 oriaTe ctoumMoctu 15 M3
CTPOUTENBHOTO JIeCa.

6. CocraBuTh HMCKOBOE 3asBIICHHE OpraHM3aluu B l'ocapOuTpak O B3bICKAHUU C YIIPaBICHHA
KeJe3HOW JOporu (CTAaHLMU HAa3HAYEHMs) CTOUMOCTH YTPAadeHHOro cTpouTesbHoro jeca. OTBer
VYipaBieHus Kele3HOW AO0poro (CTaHIMM Ha3HAUY€HUs) B TEUEHHUE TPEXMECSYHOIO CpOKa He
HOJIyY€H.

BapuanTt 9

1. PacniopsauTenbHble TOKYMEHTBI: IOHATHE, BU3bl, KPATKOE COJIEPKaHUE U TOPSIIOK OOpMIIEHUS.
2. CocTaBUTh NUCbMO-HAIIOMUHAHUE O MPUOIMKEHUU UJIM UCTEUEHUU CPOKa MCIIOJHEHUS KaKoro-
1100 00s3aTeNnbCTBA U 3apETUCTPUPYITE €ro B KypHalle UCXOsIIEe KOPPECTIOHACHIIUY.

3. CocraBuTh JOKJIAJHYIO 3alMCKy TIJIABHOTO SKOHOMHCTAa PYKOBOAMTEIIO OpraHU3allu o
HapylEeHUH MPaBUJI HUCHOJIb30BAHUS MPOU3BOJCTBEHHBIX HOPMAaTHBOB B OJJHOM U3 CTPYKTYPHBIX
MOApa3/ICICHHI.

4. CocTaBUTh aKkT CAUYU-TIPUEMKH JIeJI IPU CMEHE TJIaBHOI'0 SKOHOMHUCTA OpraHU3aLuy.

5. CocTaBUThH BBIITUCKY U3 IPOTOKOJIA IPOU3BOICTBEHHOIO COBEIIAHMUS.

6. CocTaBUTh 00513aTEIBCTBO-PACIMCKY O HEPA3IIIALIEHUN CBEJCHUMN, SABISIOMIMXCS KOMMEPUYECKOH
TalHOW OpraHU3AlMH, IIPU 3aAKIFOYEHUU KOHTPAKTOB.

Bapuanr 10

1. UndopmaninoHHO-CIIpaBOYHbBIE JOKYMEHTBI: MMOHATHE, BUJIbI, COIEP)KAHUE OTAEIbHBIX U3 HUX U
nopsiioK oopMiIeHusl.

2. CocTaBUTh PaCIUCKYy O NOJYUYEHUH JCHEKHBIX CPEACTB UM MaTepUAIbHBIX LIEHHOCTEH.

3. CocTaBUTh aKT IpreMa 3aKOHYEHHOT'O CTPOUTEIBCTBOM OOBEKTA.

4. CoctaBuTh U 0OPMHUTH OIMUCH TOKYMEHTOB JIMYHOTO JIEJa.

5. CocraBuTh JODKHOCTHYIO 3alHCKy TJ. JKOHOMMCTa pPYKOBOJIUTENIO OpraHu3aluu o
KOMaHAMPOBaHUH paOOTHUKA IUIAHOBOU CITy>KObI Ha KYpChI IMOBBIILIEHUS KBATU(UKALINH.

6. CocTaBUTH TOBEPEHHOCTh Ha BEJICHHE A€ B apOUTpaxke.

Bapuanr 11

1. JlokymMeHTanMs MO JUYHOMY COCTaBYy: IOHSTHE, BHJIbL, COJEpXAHME OTIENbHBIX U3 HUX H
nopsA0K 0hopmIIEHUS.

2. CocTtaBuTb TEKCT TapaHTUWHOTO THMCbMA, IOATBEP)KIAIOLIETO TapaHTHIO OIUIaThl 32
BBITMIOJTHEHHYIO padoTy.

3. Onummre npaBuia opopMIIeHHUs CITyKEOHBIX TeJerpaMM.

4. CocTaBUTh aKT HA YHUUTOKEHHE UCIIOPUYEHHOTO OJIaHKA TPYAOBBIX KHHIKEK.

5. CoctaBuTh TPYJI0BOE COTJIAIlIEHHE HA BBINOJIHEHHE KaKUX-TH00 paboT MEeXIy opraHu3alnuert u
IpaXTaHUHOM.

6. CoctaBuTh U OQOPMUTH JHMYHYIO JIOBEPEHHOCTh Ha IOJIyYe€HHE Balleil 3apabOTHOW IJIaThl
JPYTUM JTATIOM.

Bapuant 12

1. JlomKHOCTHAs! HHCTPYKLUS: TEKCT, BUSUPOBAHUE, YTBEPKICHHE.

2. CocTaBUTh CIOKHOE 3asIBIEHHE O MPEIOCTABIEHUHU OTIIyCKa B CBSI3U C BHI30BOM Ha OUYEPEIHYIO
HK3aMEHALMOHHYIO CECCHIO.
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3. CocTaBUTh NPOEKT MPHUKA3a O MPEJOCTABIECHUH BaM Y4eOHOro OTIIyCKa B COOTBETCTBUU C I1.2.

4. CoctaBuUTh ¥ 0(OPMHUTH KOMAHUPOBOYHOE YAOCTOBEpEHUE PaOOTHHUKY OpPraHU3aIHH.

5. CocTaBuTh CIpaBKy paOOTHHKY opraHu3amnuu, o0ydarmemycs 3a0uHo B AHOOBO «KNVY», o
TOM, YTO OH pabOTaET MEHEKEPOM.

6. CocraBuTh U OPOPMUTH IITATHOE PACIIMCAHUE OPTaHU3ALMH.

BapuanT 13

1. IlltaTHOE pacnucanue: onpeaeacHue, ohopMiIeHUE, TOAIUCH.

2. CoctaBuTh 3asBICHUE 00 OTKPHITUN PACUETHOTO (TEKYILEero) cyera B OaHKe.

3. CoctaBuTh (hopMy KypHajla UCXOAIIENH KOPPECTIOHAEHIMN OPraHU3alM1 U 3aperucTpupoBaTh B
HEM MHUCbMO-IIPOCHOY K JPyroi OpraHu3aiyi.

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

5. CocTaBUTH JOTOBOP O MOJHON MHIMBUAYAIBHONW MaTepHaIbHONH OTBETCTBEHHOCTHIO PA0OOTHHKA.
6. CocTaBuUTb NpeJICTABICHUE O NIEPEBOIE PAOOTHUKA HA APYTYI0 padoTy.

Bapuant 14

1. ITpaBOBBI€ aCIIEKTHI 3aKJIFOUEHUS, U3MEHEHUS U NIPEKPAILLEHUs AEUCTBUS TPYIOBOrO 1Or0OBOpA.

2. CocTaBUTh NMCbMO-3aBKY Ha y4acTHE OpraHU3allii B KaKOM-IHM00 MEPONPUSATHH.

3. CocTaBUTh OOBSICHUTENBHYIO 3alMCKY IJl. SKOHOMHCTA O CPbIBE CPOKOB COCTaBICHMs OM3HEC-
IUIaHA.

4. CocraBuTh U OQOPMUTH IMpPHKa3 IO JIMYHOMY COCTAaBy O IpueMe pabOTHUKA Ha JOJKHOCTh
MeHeKepa 1o npoaaxam B OTJen 1o npojaaxkam.

5. CocTaBUTh NOJKHOCTHYIO HHCTPYKIHIO 3aBEYIOIIEMY apXUBOM OpraHU3aLuu.

6. CocraButh TemerpaMmy B aapec (uiamaza OpraHM3alMU O BBI30BE €r0 PYKOBOJIUTEINS Ha
IIPOU3BOJICTBEHHOE COBEILAHUE.

Bapuant 15

1. ITopsinox oopMiIeHuUs IMYHOTO J1eJ1a U BEJCHUS JIMUHBIX KAPTOUEK.

2. CocTaBUTh MUCHMO-0TBET HAa MUCHMO-TIPOCHOY WJIM TTHCHMO-3a11poc.

3. CocTaBuTh NPEACTABICHUE OT MMEHU HAa4aJbHUKA [IJJAHOBOIO OT/ENA O MOOIIPEHUH COTPYIHUKA
OTJIeNa B CBSA3M C I0OUIICIHON AaTOM.

4. CocTaBUTh IPHUKa3 O MOOUIPEHUH TI0 JaHHBIM II. 3.

5. CocTaBUTh 1I0TOBOP Ha MOCTaBKY TOBAPOB MPOU3BOICTBEHHO-TEXHUYECKOTO HAa3HAYEHUS.

6. CocTaBUTh CIPaBKy O TPYJOBOM CTa)ke paOOTHUKA Ha OCHOBAaHMM JIOKYMEHTOB OTJella KaJpoB
OpraHu3aIiy.

Bapuanr 16

1. 3akoHO1aTETBFHOE PETYIUPOBAHUE JCIOMPOU3BOICTBRA.

2. CocTaBuTh rapaHTHIHOE MUCHMO Ha OpOHMpPOBaHUE MecTa (HOMepa) B TOCTUHHUIIE.

3. Ilepeuncnure cocTaB cBeIEHUH O pabOOTHHKE, BHOCHUMBIX B TPYAOBYKO KHHXKKY IpH €€
0(pOPMIICHHUHU.

4. CocTaBUTh aKT O BBIACJIECHUIO U YHUUYTOXKEHHUIO IOKYMEHTOB, HE MOJIEkKAINUX XPAHEHHUIO.

5. CocTaBuTh TelerpaMMy B aJipec OpraHnu3aluu-TIoIydaTesns 00 OTrpy3Ke MPOAyKIUH.

6. CocTaBUTH aKT O IPOBEPKE COXPAHHOCTH yNPABIECHUYECKUX JOKYMEHTOB B OPraHU3alINH.
Bapuanr 17

1. Conepxanue YcraBa npeanpusITHs (OpraHu3aIiim).

2. OnumuTe NOpsAA0K BbIJaUu TPYIOBOM KHMKKA PAOOTHUKY MPHU YBOJIbHEHUH.

3. CocTaBUTh TOJKHOCTHYIO MHCTPYKIUIO CEKPETAPIO OpTraHU3aIIH.

4. CoctaBUTh ¥ 0(OPMHUTH JOBEPEHHOCTh Ha yNpaBlieHUE TUPEKTOpy (rinania.

5. Iopsnok odopmieHUs 3amoJHEHUS M BeleHUs AyOsMKaTa TPyJOBOW KHIKKM M BKJIAJbIIIa K
HEH.

6. CocTaBUTh IPUMEPHBIN NIEPEUYEHb IOKYMEHTOB, OJIEKAIINX YTBEPKICHHUIO.

Bapmuant 18

1. Conepxanue [Tonoxenus o npexnpusTU (OpraHU3ALMH).

2. BrmummTe KOMaHIMPOBOYHOE YIOCTOBEpEHHE HA WMS 3aMECTHTENS PYKOBOIHTEIS
OpraHM3al1y, BHIE3KAIOIIEMY HAa CEMHUHAP.
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3. CocTaBHUTh MPOEKT MPHKa3a MO TaHHBIM M.2.

4. CocrtaBUTh JOKJIAJHYIO 3alHUCKy OQHC-MEHEIKepa pPYKOBOIUTEIIO OpraHU3alUH O
HEoOXouMOCTH TMpuolOpeTeHus KommbioTepa. lLlenecoobpa3HOCTh MPUOOPETEHUs KOMIbIOTEpa
JOJKHA OBITH 000CHOBAHA.

5. Onumute 00U MOPSIIOK BHECEHUS B TPYIOBYIO KHIDKKY 3amuceid o padore.

6. CocTaBUTH MPOTOKOJ MPOU3BOACTBEHHOT'O COBEIIAHUS 110 TIOJIHOM (hopme.

Bapwuant 19

1. OcobGenHOCTH OpraHu3anuy padoThl ¢ JOKYMEHTaMU, NOJIEKAILUMU apXUBHOMY XPaHEHHUIO.

2. CocTaBUTh PACIUCKY O MOJYyUYEHUU KAaKUX-JIHO0 JEHEKHBIX WM MaTePUATIbHBIX [IEHHOCTEH.

3. Iopsitok paccCMOTpPEHUs MPEATIOKECHHN, 3asBICHUHN 1 KaJl00 TpakJaH TOJKHOCTHBIMH JIUIIAMU U
roCy/apCTBEHHBIMU OpTaHAMH.

4. CocTaBUTh IPUMEPHBIN NIEpeUeHb TOKYMEHTOB, HA KOTOPBIX CTABUTCS IepOOBast mevyars.

5. CoctaBUTh MUCHBMO-OTBET Ha 3asiBKy OpraHM3allil Ha y4yacThe B Hay4yHOW KOH(EpeHIIHH,
POBOJUMON Y4eOHBIM 3aBEICHUEM.

6. CocTaBUTh HOMEHKJIATYPY €]l OpTraHU3aIH C YKA3aHUEM CPOKOB UX XPAHEHUS.

BapuanT 20

1. PexkBU3UTHI KaK COCTABIIAIOIINE JOKYMEHTA.

2. OnumuTe nopsaoK oopMIiIeHus 1ea U TOATOTOBKHU €T0 K XpaHEHHIO.

3. CocTaBUTh MPUMEPHBII MIEpEUYCHb JOKYMEHTOB, MOAJICKAIIUX YTBEPKICHHIO.

4. CocTaBUTh JOBEPEHHOCTh Ha MOIy4YeHHE 3apaO0THOM IIaThI.

5. CocTaBUTH MepeveHb JOKYMEHTOB, HE MOJIeKaIINX perucTpauuu B ciayxoe J1OY.

6. [Tepe4nciiuTh OCHOBHBIC PEKBU3UTHI INUYHOU KapTouku (. T-2).

IIpumepHbIe OLIeHOYHBbIE CPEACTBA AJIs POBEIEHUA
Pyobesrcrnozo KOHTPOJIA (TecT)

1. 'apanTHiiHOE MUCBMO — 3TO:

A) TOKYMEHT, COOOIIArOIINI O TPUOIMKEHIH, YCKOPEHNUH, HCTEUSHUH CPOKaA MCTIOIHEHHS KaKOT0-
100 AEeHCTBUS

B) nokymeHT, coaeprkaiiuii npuriameHue Ha MeporpusTHe

C) 10KyMeHT, B KOTOPOM rapaHTHPYeTCH OIJIATa BBINOJHEHHOH PadoThl HIH
npeaocTaBjieHHe 4ero-jauoo (padoTsl, moMelleHus U T.1.)

D) nokymeHT, HOATBEPKIAOIINN OTy4YeHHE [IEHHOCTEeH

2. JlaiiTe onpenejieHue JOKYMEHTA:

A) MaTepHaJIbHBIN 00BEKT ¢ HHGOpPManHel, 3a)MKCHPOBAHHOH CO3JaAHHBIM 4€JI0BEKOM
crnocodom, /151 eé mepeaavyn BO BpeMeHH M IIPOCTPAHCTBE

B) coBOKyMTHOCTh PEKBU3UTOB O(PUITNAILHOTO MHChMa

C) crangapTHOE pacloioKeHUE MaTepuaa

D) tekct

3. Jaiite onpenesienue ¢gopmyasipa-odpasua:

A) COBOKYITHOCTh PEKBU3UTOB JIEJIOBOI'O TUCbMa

B) coBOKYNHOCTH pacinosio:KeHHbIX B ONlpe/ieIeHHOM 1M0Cc/IeJ0BATeJIbHOCTH PEeKBHU3UTOB,
NPHUCYIIUX BCeM JOKYMEHTAM ONpeAeIeHHOH CHCTEeMbI JIOKYMEHTALMHU

C) COBOKYITHOCTb PEKBU3UTOB MTpHUKa3a

D) coBokynHOCTb PEKBU3UTOB aKTa

4. lata nokymeHTa ogopmisieTcs cJeayomum odpa3om:

A) 1 pespans 1997

B) 1 ¢espans 97 r.

C)01.02.97r.

D) 01.02.97

5. lata noKkymMeHTa — 3TO:

A) naTa ero NoJNUCaHUsl, IPUHITHS
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B) nata ero cocraBiienust

C) nara ero nognucaHusi, NPUHATHS, YTBeP:KICHHUS, COCTABJICHHS, 1aTa COOBITHS

D) nara coObiTUS

6. Kakum cBOICTBOM MOKHO 0XapPaKTePH30BaTh HAJIMYME Y JOKYMEHTAa HeOTheMJIeMbIX
cJiaraemMbix, 0e3 KOTOPbIX OH CYylIeCTBOBATH HE MOJKeT:

A) BEIIECTBEHHOCTD;

B) atpuOyTMBHOCTD;

C) CTPYKTYpHOCTB;

D) BepHOro BapuaHTa OTBETa HET.

7. le10BbIe MUCbMA 00BIYHO 3aKAHYNBAIOT Gpazamu:

A) B cooTBeTcTBUU ¢ Bamei mpocb00ii ...

B) ¢ yBa:keHuem ...

C) namu paccmotpensl Baiu npeuioxenus ...

D) B cBsi3u ...

8. le1onpousBoaCcTBO — ITO:

A) npaBriibHOE 0(hOpMIICHHE TOKYMEHTOB.

B) opranuzanus 1oKkyMeHTO000pOTa B YUPEKICHUU.

C) COBOKYITHOCTb JOKYMEHTOB, OTPAYKAIOLINX YIPABICHUECKYIO JESATEIbHOCTD YUPEXKICHUS.
D) coBokynmHoCTb padoT 10 JOKYMEHTHPOBAHHUIO eSITeILHOCTH YIIPABJICHHUS U 110
OPraHu3anyu J0KYMEHTOB B yUpe:KIeHHUH.

9. lesiTeIbHOCTDH aNNapaTa ylnpasJeHHs, 0XBATHIBAIOIIAs BONPOCHI JOKYMEHTHPOBAHUS H
OpraHu3anyuu padéoTsl ¢ JOKYMEHTAMH — 3TO:

A) IOKyMEHTALMOHHOE o0ecneyeHue YIpaBJIeHus!

B) crannaptuzanus

C) EIrca

D) cucrema nokymMeHTanuu

10. JokyMeHT, 3aKpeIIOIIUi JOJKHOCTHON U YMCJICHHBI COCTAaB NMpeINpPUATHS C
ykaszaHueM (poHIa 3apadoTHON JIATBI — ITO:

A) TOIHKHOCTHAS! MHCTPYKLUS

B) ycras

C) monoxeHue

D) mratHoe pacnucanue

11. lokymeHT, GUKCHPYIOIINI X0 00CyKIeHNs BONPOCOB M NPUHATHS PELICHNH Ha
co0paHuAX, 3aceJaHUAX, COBCIIAHUAX H T.I.:

A) oOBsICHUTENBHAS 3allUCKa

B) noxnamgnas 3amucka

C) akt

D) nporoko.

12. Kakas pyHKIHSI OTHOCHTCH K 00IIMM (DyHKIHMAM JOKYMEHTA:

A) o01IeKyIbTypHas;

B) nnopmanmonnas;

C) npaBoBasi;

D) ynopsinounBaromas.

13. Kak 10/I2KHO IPOMCXOAUTH JIeJIeHHe JOKYMEHTOB:

A) Ha poJibl, TOABH/IBI, TOAPOJIbI, PA3HOBUAHOCTH;

B) Ha poabl, BUIbl, NOABHAbI, PA3HOBHUIHOCTH;

C) Ha BUbI, MOABU/IBI, PA3HOBHIHOCTH, POIBI;

D) Ha moaBH/IbI, TOAPO/IBI, PA3HOBUIHOCTH.

14. lokymeHTaIMOHHOE 00ecnedeHne yIpaBJIeHus — 3TO:

A) mporecc yCTaHOBJIEHUS U IPUMEHEHMSI TPABUII C LIENIBIO YIOPSJOUEHUS IE€ATEIBHOCTH B
JIEJIONPOU3BO/ICTBE.

B) nesite1bHOCTH annmapara ynpasJIeHHsl, 0XBAThIBAIOIIasi BONPOCHI JOKYMECHTHPOBAHUSA H
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OpraHu3anuu padoTsl ¢ JOKYMEHTAMH.

C) COBOKYITHOCTB JIOKyMEHTOB, IPUMEHIEMBIX B OIIPEeICHHON cepe aesITeTbHOCTH.
D) coBOKYMHOCTh PEKBU3UTOB, YCTAHOBIIEHHBIX B COOTBETCTBHHU C (DOPMYIISIPOM TOKYMEHTA.
15. EI'CJ — a3T1o0:

A) COBOKYITHOCTb PEKBU3HUTOB, YCTAHOBJIEHHBIX B COOTBETCTBUH C (POPMYIISIPOM TOKYMEHTA.
B) xoMIIeKC OCHOBHBIX NOJI0KEHHUH, ONIpee/SII0IUX U PerJIaMeHTHPYIOIIUX OPraHNu3alHIo
AOKYMEHTAIMOHHBIX MPOLECCOB HA NMPeANPUATHH.

C) COBOKYITHOCTB JIOKyMEHTOB, IPUMEHIEMBIX B OIIPEICIICHHON cepe eI TeTbHOCTH.
D) nestenbHOCTH anmapaTa yIpaBJIeHHs, OXBaThIBAIOIIAs BOIIPOCHl JOKYMEHTUPOBAHUS U
OpraHu3aIy paboThI C JOKYMEHTAMH.

16. JlokymMeHT, coaep:Kamuii MHPOPMAIMI0, He MPEAHA3HAYEHHYIO JIs1 HIUPOKOT0
PacnpoCTPAHEHHS:

A) HeonyOJIMKOBaHHBIN;

B) Taitnbiii;

C) HenyOJIMKYyeMBblii;

D) nenepuonnueckuii.

17. YUTo OTHOCHTCS K PU3HAKAM JJOKYMEHTA:

A) pyHKIHMOHATBHOCTD HHPOPMALINY;

B) ToxxaecTBeHHOCTH camoMy cebe;

C) 3aKOHHOCTb;

D) 3aBepuieHHOCTH COOOIIEHUS.

18. Kakoii Jjornueckuii mpueM, MCIOJIb3yeTcsl IPH CO3IAHUH IOKYMEHTOB:

A) onpeneJienne;

B) ycranoBnenue;

C) obocHoBaHuE;

D) pa3pscuenue.

19. Ecan Bam He00Xx0a1MMo 1aTh ONMCAHUE PeKJIAMUPYeMBbIX YCJIyr, Bol cocTaBute
A) 10roBOpHOE MUCHMO

B) pexs1aMHoOe NUCHLMO

C) conpoBOaUTENBHOE MTUCHMO

D) nucbMo-npurianieHue

20. Ecau Bam Heo0xoauMo npeabABUTH NPETeH3UH NapTHEPY, Bbl cocTaBuTte

A) 1OrOBOpHOE MUCHMO

B) nundopmanronsoe nucbmMo

C) conpoBoUTETHHOE MUCEMO

D) nucbMo-npereH3uio

21. Yka:xxuTe OTJIMYUTEIbHOE CBOMCTBO IOKYMEHTA:

A) KOUIHOCTH;

B) ropuanueckas cuia;

C) MHOXECTBEHHOCTH;

D) ToYHOCTS.

22. Eciu Bam Heo0X0AUMO NPUIJIACUTH OPraHU3ALMIO WIH 10J’KHOCTHOE JINI0 HA
coBelllaHue, BCTpedy, Bel cocraBuTe

A) nMCcbMO-TIpUIJIALICHUE

B) conpoBoguTensHOE MMCEMO

C) nucpMo-noATBEpKICHNE

D) norosopHoe nucsMo

23. Ecaun Bam Heo0x0auMO0 cO00IIMTH O MPOBEeHUN Meponpusitusi, Bol cocraBure
A) conpoBOAUTENBHOE MUCHMO

B) nuceMo-noaTBepKAeHNE

C) n1oroBOpHOE MUCHMO

D) nndopmannoHHoe NuUCHLMO
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24. Ecau Bam He00X01uMMO COCTABUTH MUCHMO, MH(OPMHPYIOLIIee aipecaTa 0 HaNpaBJIeHUH K
HeMYy NPHCHLIaeMbIX J0KYMeHTOB, Bbl cocTaBuTte

A) conpoBoAUTEIbHOE TUCHMO

B) nuceMo-yBenomienue

C) nucpMo-MoATBEpKICHNE

D) norosopHoe nucbMo

25. Ecam Bam He00X01MMO COCTABUTH MUCHMO, CONMPOBOXK/AAI0IIEe JOr0OBOP, TO OHO OyaeT
HOCUTH Ha3BaHue (110 COJePKAHMIO0)

A) IHCHbMO-TIOITBEPIKICHUE

B) norosopnoe

C) compoBoauTebHOE

D) nucsmo-yBenomiienne

26. Ecau Bam He00X01MMO YBEeIOMUTH OTIIPABUTEJISI O MOJYUYEHUH TOKYMEHTOB, Bbl
coCTaBHTe

A) naopmanmoHHOE MIUCHMO

B) norosopHoe nucemMo

C) conpoBOaUTENBEHOE MUCHMO

D) nucsMo-noaTBepKaeHUE

27. Ecan pacnopsiiuTe/IbHAs YaCTh TEKCTAa HAYUHAETCH CJI0BAMHU “00513bIBaI0”, TO 3TO
A) npukas

B) 3asBnenue

C) pacnopsizkeHue

D) ykazanue

28. Eciiu pacnopsiiuTe/IbHAs 4YacTh TEKCTA HAYHHAETCH CJIOBAMH “IpeaJiarai”, To 3To
A) ipukas

B) pacnopsixkenue

C) unCcTpyKIUS

D) ykasanue

29. Unpexc nokymMeHTa 0(popMIIsieTcsl CIeAyIIUM 00pa3om

A) 13.14

B)nk 11.

C)cn 16.

D) 13/14

30. Unpexce 10KyMeHTa — 3TO

A) OpsAIKOBBIN HOMEP pPEerucTpaluu

B) unaexc cTpykTypHOTro noapasieieHus

C) undposoe, OykBeHHOE I KOMOMHHUPOBAHHOE 0003HAYeHHE JOKYMEHTA, yKa3bIBaKoIiee
MeCTO ero cOCTaBJIeHHs U XPaHEeHUs!

D) Homep fienia Mo HOMEHKJIaType /el

31. UuTepBajg — 310

A) pabouee nose

B) cnyxxeGHoe mose

C) nonoxxenue TadymnsaTopa

D) paccrosinue Mexkay OCHOBAHHUSIMU CMEKHBIX CTPOK

32. Un(popManiuOHHO-CIIPABOYHBIN JOKYMEHT, COCTABJISIIOIMICS TPYNIIOH JIML A5
NOATBEPK/AEHUS] YCTAHOBJIEHHbIX ()AKTOB — 3TO

A) nokJiajiHas 3amucka

B) akr

C) mpoTokon

D) o0bsicHUTEBHAS 3aMTUCKA

33. UcnosiHMTEIbHOE 1eJ10NPOU3BOJACTBO — ITO

A) pabota ¢ 1oKyMeHTaMHU, poBoAuBINAscs B COBETCKUX YUPEXKACHUIX
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B) pabora ¢ nokymMeHTamMu, IPOBOIUBINASCS B KOJIJIETHSIX

C) pabGoTta ¢ JOKyMeHTaMH, NIPOBOAMBIIASICH B MUHMCTEPCTBAX

D) paGota ¢ tokyMeHTaMu, IPOBOAMBILASCS B ITPUKa3ax

34. Koaexckoe 1eJ10NpOU3BOACTBO — 3TO

A) pabora ¢ 10KyMeHTaMM, POBOAMBIIASICS B KOJLJIETHAX

B) pabora ¢ nokymMeHTamMu, IPOBOAMBIIASCS B IPUKA3ax

C) pabota ¢ 1oKymMeHTamMH, IpoBoauBIIascs B COBETCKUX YUPEKICHUAX

D) pabora ¢ noxkymeHTaMH, TPOBOAMBILASACA B MUHUCTEPCTBAX

35. Komimieke B3aUMOYBSI3aHHBIX JOKYMEHTOB, PerJIaMeHTHPYIOIIMX CTPYKTYPY, 3a1a4H,
(YHKIMHU NpeANPUSITHA, OPTraHU3AIHUIO ero padoThl; NPaBa, 00sI3aHHOCTH H OTBETCTBEHHOCTh
PYKOBO/JCTBA M CIIELIHAJIMCTOB NPeANPUATHS — ITO

A) pacniopsiIUTENbHbIE TOKYMEHTHI

B) ycras

C) cnipaBoYHO-MH(POPMAITUOHHBIE

D) opranusanmoHHbie J0KYMEHTbI

36. KomIuiekc 0CHOBHBIX 0JIOKEHH I, ONpeAe/IAIOINX U PerjiaMeHTHPYIOIIUX OPTraHU3aluI0
JAOKYMEHTALIMOHHBIX MIPOLIECCOB HA NMPeANPHUATHH — 3TO

A) cucreMa JOKyMEHTaluu

B) EI'CJ1

C) n1O0KyMEeHTallMOHHOE 00€eCIIeYeHNE YIIPABICHUS

D) crannapruzanus

37. HazoBuTEe BH/BI JOKJIAAHBIX 3aNIMCOK

A) nadopmarmoHHbie, OTYECTHHIC

B) BHyTpeHHue, BHELIHUE

C) oTueTHbIE, BHYyTPEHHHE

D) undopmanionnsie, OTYETHBIE, BHYyTPEHHNE, BHELITHHUE

38. HazoBuTe 1Ba 0OCHOBHBIX opMaTa, Ha KOTOPBIX 0popMisoTest JOKYMeHThI OP /]
A) A5 (148x210 mm); A 3 (297x420 mMm)

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. Ha3oBuTE JOKYMEHT, He BKJIIOYEHHBIH B IPYNIy BXOASIIHUX U UCXOISIIHNX IOKYMEHTOB B
NpHUKa3ax

A) mamsitu

B) orniicku

C) akT

D) rpamoTtsl

40. Ha3oBHTe JOKYMEHT, He BXOSIIIMI B IPYNIY PacnopsIMTeIbHbIX TOKYMEHTOB
A) CTPYKTYpa U IUTATHAS YUCJICHHOCTh

B) ykxazanue

C) npuxas

D) noctanoBneHue

41. HazoBuTe JOKYMEHT, He BXOASIIIIMIA B COCTaB HH(POPMAILHOHHO-CIIPABOYHBIX

A) IpoTOKOI

B) cnipaBka

C) pacnopsi:keHue

D) akr

42. HazoBuTe JOKYMEHT, He U31aBaeMblii IapeM B NePHO/I NPUKA3ZHOI0 1eJI0NPOU3BOIACTBA
A) ’)xanoBaHHas rpaMoTa

B) ykxa3

C) npurosop

D) akr
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43. HazoBuTe HOPMATUBHBIN JOKYMEHT, HA OCHOBAHUM KOTOPOIro 0(pOpMJISIIOTCS JOKYMEHTbI
OoPJ

A) MHCTPYKIUS 1O JAEIONPOU3BOACTBY

B) monoxxenue 06 apxuBHOM ¢onae PO

C) I'OCT 6.30.-2003

D) I'OCT 7.0.97 - 2016

44. HazoBute pa3aeJi, He BXOASAIIMA B TEKCT yCTaBa

A) periiaMeHT AeATeIbHOCTU

B) o0mue nonoxenus

C) opranuzaimoHHOE €JUHCTBO

D) noszkHOCTHBIE 00S13aHHOCTH

45. HazoBuTe peKBU3UT, He BXOAAIIMI B (pOPMYJISIP aKTa

A) moanuck

B) Teker

C) aapecar

D) 3aromnoBok

46. HazoBuTe peKBU3UT, HEe BXOASIIUI B GOpMYJISIp pelieHust
A) TexkcT

B) 3arosioBok

C) ccbliika Ha MHAEKC U 1aTy BXOASIIEro JOKyMEHTa

D) moanuce

47. HazoBuTe pPeKBU3UT, He BXOAAIIMI B (pOPMYJISIp YCTaBa

A) Ha3BaHUE OpTraHU3AlNUU

B) HaumeHoBaHME MUHUCTEPCTBA WIIM BEIOMCTBA

C) HanMeHOBaHUE BHJIA IOKYMEHTa

D) aagpecar

48. HazoBuTe 1IeJIH JOKJIAAA

A) aprymeHTanus

B) nnpopmupoBanue u yoexnenue

C) moka3aTeybCTBO

D) y6exnenue

49. Ha3oBuTe 4acTH TEKCTA NPUKa3a

A) KOHCTaTUpyIoLIas, BBOIHASA

B) koHcTaTHpyIOIIasl, pacnopsiAuTeIbHASA

C) ocHOBHas1, pacniopsIUTeNbHas

D) BBOHAs, OCHOBHAs

50. O0s3aTe/bHBIN NPU3HAK HA JOKYMEHTE, yCTAHOBJICHHbIN 3aKOHOM — 3TO
A) uHTepBan

B) pexBu3uT

C) nonoxenue TadyaaTopa

D) ambnema

51. Opranu3anuoHHO-pacHoOPsAAUTEIbHAS JOKYMEHTALUSA — 3TO
A) yHU(PHUIHPOBAHHBIN TOKYMEHT

B) coBOKymHOCTb PEKBU3UTOB

C) cOBOKYNHOCTH B3aMMOYBS3aHHBIX JOKYMEHTOB, (yHKIIMOHUPYIOIIUX B cepe ynpaBIeHHUA
D) ynudunuposansas popma

52. Oprann3anMoOHHbIN JOKYMEHT JAJIUTEIbHOI0 WM NOCTOSHHOIO CPOKA /IeiiCTBHA, B
KOTOPOM o1pe/iesieHbl HAYYHO-TeXHUYecKHe, pMHAHCOBbIE CTOPOHBI /1eSITeIbHOCTH
JAOJIKHOCTHBIX JINL — 3TO

A) mITaTHOE pacnycaHue

B) no/kHOCTHASI HHCTPYKIMS



50

C) ycraB

D) nonoxenue

53. Opranu3anMoHHbINA JOKYMEHT, B KOTOPOM YKa3bIBAKOTCH BCe CTPYKTYPHbIE
No/ipa3/iesieHus NpeaNnpusiTHs, BBOAUMBbIEe HA NPeANPHUATHH J0/LKHOCTH U KOJIMYECTBO
INTATHBLIX ¢INHUIL I10 KAKI0H U3 NOKHOCTEH — 2TO

A) npaBuia BHyTPEHHETO U TPYJOBOIO pacropsiika

B) ycras

C) mratHO€E pacnucaHue

D) cTpykTypa M uTaTHAsi YUCJIEHHOCTH

54. Opranmnzanus padoThl ¢ JOKYMEHTAMH B KOJLUIETHSIX HOCUT HA3BaHHMe

A) KOJLIEKCKOE 1eJ10NPOU3BOACTBO

B) coBerckoe n1enonpon3BoACTBO

C) npukazHoe JeI0npOU3BOJCTBO

D) ucnonnutenpsHo€E N€I10IPOU3BOJICTBO

55. Opranu3anusi padoThl ¢ JOKYMEHTAMUA B MUHUCTEPCTBAX HOCUT HA3BAHUE

A) coBeTCKOE Je0NPOU3BOICTBO

B) xomnexckoe 1enonpon3BoACTBO

C) npukazHoe 1eT0IMpPOU3BOICTBO

D) ucnosiHuTEIbHOE 1€710NPOU3BOACTBO

56. OcHoOBHOE IPaBUJI0, KOTOPOTO cJeyeT NPUAEPKUBATHCS NPH Noaade TejeGoHOrpaMMbl
A) nepenaBaTh TOJIbKO KPAaTKYI0, CPOYHYI0 HH(POPMALMIO

B) npu perucrpanuu tenedoHOrpaMMBbl HCIIOIB30BATh KYPHAT PETUCTPAILIUH BXOISIINX
JIOKYMEHTOB

C) tekct — 6onee 100 cnoB

D) ucnonb3oBaTh MAKCUMYM CHEIHATBHBIX TEPMUHOB

57. OcHOBHBIE YAaCTH TEKCTA POTOKOJIA

A) KOHCTaTUPYIOIIasi, BBOJAHAS

B) ocHoBHas1, pacniopsauTenbHas

C) xoHcTaTHpYyIOLIasl, pacopsAUTENbHAS

D) BBOaHAsA, OCHOBHAS

58. Oxapaxkrepu3yiiTe ¢ TOUYKH 3peHHUsI NPHHAICKHOCTH K PEKBU3UTAM JaHHbIH ()parMeHT:
PexTopy HoBocudupckoro ynusepcurera rocnoauny Cmoukuny C.A. 634635 r.
HoBocuoupcek yi. Jlennna, a. 15.

A) pesourorus

B) agpecar

C) Bu3a coriacoBaHus

D) Bu3a 3aBepeHus

59. OxapaxTepu3yiiTe ¢ TOUKH 3peHHUs] IPHUHAIEKHOCTH K PEKBU3UTAM CJIeyIOIIM i
¢pparment: Plan 1. doc Cumkuna 13.01.98

A) oTMeTKa 0 3aBE€pEHUU KOITUU

B) otmerka o noctymiieHn#

C) uCTOTHUTEIND

D) ormMeTKa 0 nepeHoce TaHHBIX HA MAIIMHHBIH HOCUTEIb

60. OxapakTepu3yiiTe ¢ TOUKH 3peHUS MPUHANAIEKHOCTH K PEKBU3UTAM CJIeAYOLIM A
¢pparment: BEPHO Cekperaps-pedepent a/n U.K. KonTopkunna

A) rpud yTBEpKIECHUS

B) ormeTKka 0 3aBepeHMH KONIMHU

C) moanuce

D) pezontonus

61. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHUsI IPHHAVICKHOCTH K PEKBU3UTAM CJIeyIOLIH i
¢pparment: I'enepaabublii AupexTop Ja/n U.K.Comon

A) BU3a
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B) tekct

C) noanuch

D) 3aronoBok

62. OxapaxkTepu3yiiTe ¢ TOUYKH 3peHHUsI IPHHAIEKHOCTH K PEKBU3UTAM CJIeyIOIM i
¢pparmenT: 3am. nupekropa Ilmoxuny U.K. ObecnieduTs yCJI0BUS BbINOJHEHHUS MOCTABOK /10
16.01.2003. o1/ 18.11.2003

A) moanuck

B) 3arosioBok

C) Bu3a

D) pezomtonus

63. OxapakTepu3syiiTe ¢ TOUKH 3peHHUs MPUHALIEKHOCTH K PEKBU3UTAM CJIeAY LM
¢pparmenT: HUNJIAJL 13.01.98 Ne 36/17

A) UCTIOJTHUTEITb

B) ormMeTKka 0 mocTymiieHnH

C) rpud yTBEpKICHUSA

D) ormeTka o 3aBepeHHUH KOITUU

64. OxapakTepu3yiiTe ¢ TOYKH 3PEHUs] NPUHAVICKHOCTH K PEKBU3UTAM CJIeAYyOLINH
¢pparment: O6 nHPOpMALMOHHOM O0ecTIedeHNH

A) BU3a

B) 3arosioBok

C) pesomtonus

D) tekct

65. OxapakTepu3yiiTe ¢ TOYKH 3pEHUsS] NPUHAVICKHOCTH K PEKBU3UTAM CJIeAyIOIIUii
¢pparment: CumonoB 989-78-35

A) rpud yTBEpKICHUS

B) ucnosnurenn

C) pesomtonus

D) ormeTka o 3aBepeHNH KONTUU

66. OxapaxkTepu3yiiTe ¢ TOUYKH 3peHHUsI NPHHAICKHOCTH K PEKBH3UTAM CJIeyIOLH i
¢pparment: YTBEPKIAIO dupexrop a/n N1.0.D. 13.02.98

A) rpu¢ yTBepKIeHust

B) 3aronoBok

C) pesomtonus

D) noanuce

67. OxapaxkTepu3yiiTe ¢ TOYKH 3peHHUsI NPHHAISKHOCTH K PEKBU3UTAM CJIeyIOLIH i
¢pparmenT: FOpucr a/n U.K. Cumonos 10.11.2004

A) anmpec

B) pesomronus

C) Bu3a

D) rpud ytBepxnenus

68. Oxapaxrepu3yiiTe ¢ TOYKH 3peHHs] PEKBU3UTOB ciaenyommii ¢pparment: «Bx. Ne 0000
Harta 00.00.00»

A) pe3ononus

B) orMeTKa 0 MOCTYIJIEHMH TOKYMEHTA

C) oT™MeTKa 0 HaTMYUH MPUIIOKEHUN

D) noanuce

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

B) nara

C) pesomtonus

D) oTMeTka 0 HaTUYUU MTPUIIOKEHUN
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70. OxapakrepusyiTe ¢ TOYKH 3peHUs] PEKBU3UTOB ciaeaAywimii ¢pparment: “13/14”
A) MHaeKC

B) oTmMeTKa 0 HAMYMK TPUITOKEHUH

C) pesontonus

D) noanuck

71. OxapaxkTepu3yiiTe ¢ TOUYKH 3peHHs] PEKBU3UTOB CJeAYIOIMi (parMeHT: “npuiioxeHue:
Ha 3 J1. B 2 9K3.”

A) 0TMETKA 0 HAJIMYHMHU NPHII0KEHH I

B) nmoanuce

C) nara

D) pe3omtorust

72. IlepeunciiuTe BONPOCHI, KOTOPbIe OTPAKAIOTCS B IPABWJIAX BHYTPEHHEr0 TPYA0BOI0
pacnopsiaka

A) opranmusanus padoThl NpeaNpUsiTHs, B3aNMHbIe 00513AaHHOCTH PA0OTHUKOB H
aJMHHHMCTPALMH, IPEAOCTABJICHHE OTIIYCKOB, KOMAHIHMPOBaHHEe COTPYAHHUKOB,
BHYTPHOOBEKTHBII pPe:KuM

B) 10/1KHOCTHOH 1 YHMCIEHHBINA COCTAB MPEIIPUATUS

C) Hay4HO-TEeXHUYECKHE, (HHAHCOBBIE CTOPOHBI JESITEILHOCTH JOKHOCTHBIX JIHII

D) nopsinok oOpa3oBanusi, 3a1a4u, 00sI3aHHOCTH, IpaBa, OTBETCTBEHHOCTh U OPTaHU3aLUI0 PaOOThI
HOPEIIPUATHS B LIETIOM WM €0 CTPYKTYPHBIX [TO/Ipa3iesieHui

73. llepeunciinte OCHOBHbIE BHAbI 0JIAHKOB

A) o01uii 0J1aHK, OJIaHK /151 TMceM, 0JIAHK € MPOJ0JIbHBIM M YIJIOBbIM PACIO0JIOKEHHEM
PEKBH3HTOB

B) cymecTByeT ToJIbKO OJIaHK € IPOJOIBHBIM U YIJIOBBIM PACOI0KEHUEM PEKBU3UTOB
C) cymecTByeT TOIBKO OOIIMIA O1aHK

D) cymectByeT TOIbKO OJaHK AJIs1 TUCEM

74. llepeuncjinTe OCHOBHBbIE 3JIEMEHTHI IOKJIaa

A) OCHOBHas 4acTh; BbIBOJIbI (PEKOMEHIAIMH )

B) BcTymuienue; BbIBOBI (PEKOMEHIAIINN)

C) BcTyIIeHNE; OCHOBHAS YacTh

D) BcTyniieHne; 0CHOBHAasi 4acTh; BbIBOABI (PEKOMEH/AaIlUH)

75. IlepeunciiuTe Hejau U3y4YeHHs JAeJ0NMPOU3BOACTBA

A) onpeaenutsb poib ciayx0 JOVY.

B) nokazartp 3HaueHne paboOThl ¢ JOKYMEHTaMH B JKU3HH OOIECTBA.

C) oB1ageHNe OCHOBAMH NPABHJILHOIO 0(pOpPMIICHHS JOKYMEHTOB M HAJIesKALICH
opraHu3anuei J10KyMeHT0000poTAa.

D) npuBuTh HEOOXOIMMBIE HABBIKU B paboTe C JielaMu, 3aKOHYEHHBIMH JIeJIONTPOU3BOCTBOM.
76. IIncemo nocJie oOpaieHus Yaie Bcero NpoaoJLKaeTcsi CJioBaMHu

A) MBI paccuMThIBaeM Ha Baiiie coTpyIHU4ECTBO. ..

B)BcBsi3uc ...

C) namu paccmorpensl Bamm npeasoxenns ...

D) ¢ yBaxkeHUEM ...

77. IIncemo nocJie 00paleHus Yale Bcero NpoaoJKaeTcsi CJIOBaMH

A) B cooTBeTcTBHH ¢ Bameit npocs00ii ...

B) mbI Haneemcs Ha Bairy 3anHTEpecOBaHHOCTS ...

C) ¢ yBaXKCHHUEM ...

D) mbI paccunTsiBaeM Ha Bariie coTpyIHUYECTBO. ..

78. IIncbmo yaue Bcero HAYMHAETCH CJI0BAMHU

A)BcBs3H C ...

B) c yBaxxenuewm ...

C) B COOTBETCTBHH C ...

D) yBaxkaemble rocnoaa ...
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79. IlncbMoO-HAIIOMMHAHUE — ITO

A) IOKYMEHT, MMOTBEPKAAOIINI MOTyYeHUE LIEHHOCTEN

B) noxymeHT, coo0maouuii 0 npuOJIHKEeHNH, YCKOPEHU U, MCTEYeHUN CPOKA UCIIOJTHEHUSA
KAaKOro-jmoo 1eiicTBus

C) noKyMeHT, cofepKalluii IpUriIalieHue Ha MEPOIPUSITHE

D) nokymenT, coaepxaniuii “HGOPMAIHIO O IIPOBOAUMOM MEPOIPUATHH

80. ITox “coBOKYNHOCTHIO B3aMMOYBSI3AHHbIX JOKYMEHTOB, IPMMEHAEMbIX B ONpeaeIé HHOM
cepe neATEBLHOCTH” OAPA3ZYMEBAIOT

A) cucteMy TOKyMEHTHPOBaHUS

B) yaudummposannyo Gpopmy

C) yauunmpoBaHHBIN JOKYMEHT

D) cucreMy 1o0KyMeHTALIMU

81. [IpaBoBoii aKT ynpaBJjieHUs TOCYIAPCTBEHHOI0 OPraHa, MMEKIIHNA 00513aTeJIbHYI0 CHITY
AJISl TPAKIAH U OPraHu3anuii, KOTOPbIM OH apecOBaH — 3TO

A) ykazaHue

B) mpuxkas

C) pacnopsizkeHue

D) pemenue

82. IIpaBoBoii aKT, H31aBaeMblii PYKOBOJAUTEIEM NPeINPUATHS, 1eiiCTBYIOLIEero Ha
OCHOBAHMH €IMHOHAYAJINS, VI pa3pellleHHsI OCHOBHBIX M ONlePAaTHBHBIX 3224 NpPeANpPUATHSA
—3T0

A) npuka3s

B) yka3anue

C) peuienue

D) pacniopsixenune

83. IlpaBoBoii akT, onpeae/sIONIUi NOPAI0K 00pa3oBaHusl, 321a4H, 00513aHHOCTH, NPaBa,
OTBETCTBEHHOCTb U OPraHM3aluI0 padoThl NPEANPHUITHS B LIeJIOM UJIH €ro CTPYKTYPHBIX
nojapasjieseHuii — 310

A) nmosioxkeHue

B) ycras

C) AOMKHOCTHAS] MHCTPYKITHUS

D) mrraTtHOE pacnicanue

84. Ilpuka3Hoe 1e10POU3BOACTBO — ITO

A) pabora ¢ 1oKyMeHTaMH, TpoBoAuBIIasics B COBETCKUX yUPEKICHUSIX

B) pabota ¢ jokyMeHTamu, MPOBOIUBIIIASICSI B MUHHCTEPCTBAX

C) pabora ¢ JOKyMEHTaMu, IPOBOIUBINASCS B KOJIJIETHUSIX

D) paborta ¢ noKyMeHTaMH, NPOBOAUBIIASICA B IPUKA3aX

85. Ilpu4yuHbI H31aHUS YKA3aHUSA PACKPbIBAIOTCH B

A) BBOJHOM 4acTH TEKCTa

B) pacniopsinurenbHON yacTu TEKCTa

C) xoHCcTAaTHpPYIOLIEH YACTH TEKCTA

D) ocHOBHO# YacTu TeKcTa

86. Ilponecc ycTaHOBJICHUSI M IPUMEHEHHS NMPABUJI € LEJIbIO YIIOPSA0YeHHUS NeATEeJbHOCTH B
JeJ10NPOU3BOACTBE — ITO

A) cucreMa JOKyMEHTaluu

B) cranpapTuzanus

C) EIrca

D) nokymeHTanmoHHoe obecreueHrne ypaBIeHHs

87. PaGoTa ¢ 1ToOKyMeHTaMH, IPOBOIMBILIASICA B IPUKA3aX, HOCUT HA3BaHHe

A) npuKa3Hoe J1eJI0NPOU3BOACTBO

B) ucnonnutensHoe 1€100pOnu3BOJICTBO
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C) xomnexcKoe AeI0NpPOU3BOICTBO

D) coBerckoe nenonpou3BoaACTBO

88. PacnopsiauTeibHbINH JOKYMEHT KOJLIETHAJILHOT0 OPraHa ynpaBJieHHus, U31aBaeMblil
MHMHHCTEPCTBAMM, BeIOMCTBAMH, HAYYHBIMHM COBETAMH — 3TO

A) pelieHue

B) yxazanue

C) pacnopspkeHue

D) npukas

89. PacnopsiauTeibHbINA JOKYMEHT, H31aBaeMblii OPraHaMM roCyIapCTBEHHOI0 yIIpaBJIeHuUs,
OpraHu3anusiMy, 110 BOIIPOCAM OPraHM3aLMOHHO-METOAMYECKOro XapaKkTepa (opranu3anust
HCIOJTHEHUS] IPUKA30B, MHCTPYKIUI) — 3TO

A) npukas

B) pemienne

C) ykazanue

D) pacniopsixenue

90. PaccTosiHMe MeKy OCHOBAHMSAIMM CMEKHBIX CTPOK 3TO

A) ciyxeGHOE ToJIe

B) monoxxenue tabymnsiTopa

C) pabouee nomne

D) unrepBan

91. PexkBU3uT — 3T0

A) 00s13aTeJIbHBIN MPU3HAK HA TOKYMEHTE, yCTAHOBJIEHHbIH 3aKOHOM

B) cucrema nokymeHTanuu

C) cinyxxebHoe mose

D) pabouee mose

92. PekBU3UT “BH3a 03HAKOMJIEHUN” BBITJIAIAUT CJIeIYIOIMM 00pa3oM:

A) cexperaps 1/ ©.11.0. 00.00.00

B) ropucrt 1/t 00.00.00

C) cexperapp ©.1.0. 1/m 00.00.00

D) ¢ npuxka3zom o3naxkomJiex: Ji/nm 00.00.00

93. CBoa npaBuJI, peryJIMpylomux AesiTeJJbHOCTh OPraHU3a1Hil, HX B3aHMOOTHOILICHHSA C
APYTUMH OPraHU3AUMAMM M IPA’KIaHAMHU, IPaBa ¥ 003aHHOCTH B cdepe rocy1apcTBeHHOM
HJIH XO3MCTBEHHOH AeATeIbHOCTH — JTO

A) mITaTHOE pacnycaHue

B) nonosxxenue

C) nomKHOCTHASI MHCTPYKIIHUS

D) ycraB

94. CucremMa JOKYMEHTAIIUH — ITO

A) COBOKYNHOCTBIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, IPHUMEHSIEMbIX B onpeaeaéHHoi chepe
NAeATeJJbHOCTH

B) coBOKYIHOCTh PEKBU3UTOB

C) nOKyMeHT, cofepKalluii NepBUUHYI0 HHPOPMAIUIO

D) cuctema gokymMeHTaIMu, Co3/1aHHAas MO €MHBIM [TPaBUIIaM U TPEOOBAHUIM

95. CoBOKYNHOCTH B3aUMOYBSI3AaHHBIX I0KYMEHTOB, QYHKIIHOHMPYIOIIMX B chepe
ynpasJieHUsl — 3TO

A) KagpoBasi JOKyMeHTaIHs

B) O6yxranTtepckast JOKyMeHTaIHs

C) TexHnueckas JOKyMEHTaIHs

D) OPA

96. COBOKYITHOCTBH JOKYMEHTOB, OTPAKAIINX PACHOPAIUTEIbHYIO 1eATEJbHOCTD — 3TO
A) OTYETHBIE IOKyMEHTHI

B) undopmannonHo-cripaBouHbIe JOKYMEHTHI
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C) pacnopsiauTebHbIE TOKYMEHTbI

D) opranu3annoHHbIe JOKYMEHTHI

97. COBOKYNHOCTDH IOKYMEHTOB, COJIePKAMUX HHPOPMAIUIO 0 (PAKTHUECKOM MOJIOKEHHH
e, CIY:KAIUX OCHOBAHMEM JIJIsl IPUHSATHS PellleHu i, U3TaHUS PACTIOPSITUTETbHBIX
JOKYMEHTOB — 3TO

A) pacniopsiIUTENbHbIE TOKYMEHTHI

B) opranuzanuonHbie JOKYMEHTBI

C) oTueTHBIE TOKYMEHTBI

D) unpopManmoHHO-CIIPABOYHbBIE JOKYMEHTbI

98. CoBOKYNHOCTH padoT N0 JOKYMEHTHPOBAHMIO J1eSITeJIbHOCTH YIIPABJIEHHUS U 110
OPraHu3alu JOKYMEHTOB B yYpe:KIeHHH — ITO

A) cucrteMa JOKYMEHTUPOBaHUS

B) cucrema nokymenTanuu

C) nokyMeHTO0060pOT

D) nesionpoun3BoacTBo

99. CoBOKYNHOCTH PACIOJIOKEHHBIX B ONpe/ae/IeHHOH M0C/1e10BATeIbHOCTH PEKBU3UTOB,
NMPUCYIIUX BCEM JOKYMEHTAM Ompe/aeeHHOH cCuCTeMbl JIOKYMEHTAIMUA — 3TO

A) BeIIKCKa

B) popmyasip-o0pasen

C) 6mank

D) noxymeHt

100. CranpapTusanusi — 3TO0

A) cTaHIapTHOE PacHoOIOKEHNE MaTepuaa.

B) cornmacoBanue ¢ TEKCTOM 3aMHTEPECOBAHHBIX JIUII.

C) ynotpe0Gienue ycToi4uBbIX 000POTOB.

D) npouecc ycTaHOBJIEHUS M TPUMEHEHHUSsI IPABUJI € LEJIBIO YIOPSAI04YeHNs e TeJbHOCTH B
J1€J10IPOU3BO/ICTBE.

IIpumepHBIe OLIeHOYHBIE CPeACTBA /I KOHTPOJISI CAMOCTOATE/IBLHOM padoThI

IIpumepHas Tematnka pedepaToB (IOKJIAI0B) 1JIsi OLEHKH YPOBHSI C(hpopMHPOBAHHOCTH
komnerennun YK-4

Temsl pepepaton (P-1):

1. Llenu 1 3a7aum 1€I0NPOU3BOJICTBA, OTIPENICICHUE IETIONPON3BOICTBA. POITb TOKyMEHTAIIMOHHOTO
oOecrieyeHus B yIpaBJICHUH.

2. Kparkas xapakTepuCTHKa MPUKA3HOTO, KOJJIEKCKOTO W MUCTIOJHUTEILHOTO JEJIONPON3BOICTBA B
Poccun.

3. 3aKoHO/aTENbHOE PETYINPOBAHKE JIETIONPOU3BOICcTBA B Poccuu.

4. HopmatuBHO-TIpaBOBO€ oOecrieueHHe JAesITeIbHOCTH CITYKO J1eI0NpOU3BOICTBA.

5. [lonsiTue «1okymMeHT», ero pyHkuus. Kinaccudukanys JOKyMEHTOB 0 OCHOBHBIM ITPU3HAKAM.

6. ITonsTre «pexkBU3UTY. [locTOSHHBIE U TEpEMEHHBIE PEKBU3HTHI.

7. XapaKkTepucTUKa PEKBH3UTOB 3arojIOBOYHOW YacTH JOKYMEHTA, WX TepedyeHb W TPEOOBaHUS K
0(OPMIICHHUIO.

8. XapakTepHucTHKa PeKBU3UTOB COAEPIKATEIILHOW YaCTH IOKYMEHTa, UX TIepeueHb U TPeOOBaHUS K
0(OPMIICHHUIO.

9. XapakTepHucTHKa PEKBH3UTOB O(DOPMIISIONIEH YacTH JOKYMEHTa, UX TMEepeUYeHb H TPeOOBaHUS K
0(OPMIICHHUIO.

10. bnank pgOKyMeHTa, BHIBI OJAHKOB OpPTraHWU3aIlMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB.
TpeboBanus k O1aHKaM, pa3Mepsbl 1oJieil OJIaHKOB.

Tembl pepepatoB (P-2):

1. OpraHn3anMoHHBIE JOKYMEHTHI, WX Ha3HaueHHWEe W poib. OCHOBHBIC BUABI M OOIIWE MpaBHIIA
oopmieHus.



56

2. OOmrast xapakTepUCTHUKA TOJDKHOCTHOW HMHCTpYKIMU. OmpenencHue, CTPYKTypa COACpKaHUS,
nopsI0K 0(pOpMIICHUSI M1 OCHOBHBIE PEKBH3HUTHI JOKYMEHTA.

3. IlltatHoe pacnucanue. OOmias XapakTepUCTHUKA JOKYMEHTa; (OopMa HCIOJIHEHHs, CTPYKTypa
CoJepKaHUs, TOPSI0K O(OPMIICHUS U PEKBU3UTHI JOKYMEHTA.

4. PacnopsauTenbHble JOKYMEHTBI, MX HA3HA4€HUE U poJb B yHpaBieHUH. OCHOBHbBIE BUbI
pacropsanTeNbHBIX JOKYMEHTOB U 00IIMe TpaBuiIa ohopMIIeHHUS.

5. [Ipuka3 no ocHOBHOHM JesTenbHOCTH. CTPYKTypa TeKcTa IpHKa3a, HOpsIOK ero pa3paboTKu U
npaBuiIa OPOPMIICHHUS PEKBU3UTOB. BrInucka u3 npukasa.

6. Pacniopsixenue. CTpyKTypa TEKCTa, paBuiia 0popMIIeHNs PEKBU3UTOB.

7. Yxazanue. OO01mias xapakTepUCTHKa JOKYMEHTA, CTPYKTypa €ro TeKCTa, MOPAI0K 1 0COOEHHOCTH
o(opMIIeHHs, PEKBU3HUTHI yKa3aHUsI.

8. MudopmanmonHo-ClipaBOYHbIE TOKYMEHTHI, UX Ha3HAYEHUE U POJIb B ympaBieHud. llepeueHb
OCHOBHBIX BUJIOB HH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. O011ue TpedoBaHus K 0hopMIIEHHUIO.
9. Axt. OOmas XapakTepuCTUKa JJOKyMEHTa, CTPYKTypa TEKCTa, MOpSAIOK pa3pabOTKu H
oopMIIeHHs PEKBU3UTOB aKTa.

10. IIporokon. OOmias xapakTepHCTUKa MPOTOKOJIA, CTPYKTypa TEKCTa, MOPSAIAOK pa3pabOTKH M
oopmIIeHHs PEKBU3UTOB IIPOTOKOJIA.

11. [MHoxnagHas, oObscHUTENbHas 3anucka. OOIas XapakTepUCTHKA JIOKYMEHTOB, IOPSAO0K
oopMIIeHHs PEKBU3UTOB CITy’KEOHBIX 3aIIHCOK.

12. CnpaBka. Buapl cnpaBox OOmasi XxapakTepHCTHKa JOKYMEHTa, PEKBU3HUTHI CIIPABOK,
0COOEHHOCTH OPOPMIICHUS.

13. Tenerpamma u Tenedonorpamma. O0Imas XapakTEPUCTHKA JOKYMEHTOB, TIOPSIIOK O(QOPMIICHHS
PEKBU3UTOB.

14. JTokyMeHTBI IO THYHOMY cocTaBy. Ilepedens jokymMeHTOB. OCOOCHHOCTH ATUX TOKYMEHTOB.

15. OdopmiieHne kKagpoBbIX IPUKA30B, BBINNCKA U3 MPUKa3a.

16. Odopmiienue 3asBIeHUS, aBTOOHOTpadUr, XapaKTEPUCTUKH, PE3IOME.

17. Tpynoas kuuxkka. [IpaBuia opopmiieHus: TPYIOBBIX KHUXKEK.

Tembl nokaanos (1-2):

1. lokymeHT0060pOT. OCHOBHBIE 3TAIbl JOKYMEHTOOOOPOTA.

2 Texnonorust pabOThI ¢ BXOASIIUMH TIOKYMEHTAMH.

3. Texnonorus 06pabOTKN BHYTPEHHUX U UCXOSAIIUX JOKYMEHTOB.

4. Perucrpanus JOKyMEHTOB U KOHTPOJIb UCTIOTHEHUS IOKYMEHTOB.

5. Homenkunatypa Jies1 Ha npenpusTtuu, GopMupoBaHue U 0(popMIIEHHUE JIEI.

6. [TonroroBka JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

7. Mopenu 31eKTPOHHOTO JOKYMEHTO000pOTa.

8. YnpaBieHue 31eKTPOHHBIM JOKYMEHTOOOOPOTOM.

IIpumepHas Tematnka pedepaToB (IOK/Iaa0B) 1JIsi OLEHKH YPOBHSI C(OpMHPOBAHHOCTH
yacTu komnerenuuun YK-4

Tembl gokaaaos (-1):

. IInceMa nH(OPMAITMOHHO-CIIPABOYHOI'O XapaKTepa.

. Kommepueckas nepenncka.

. DTUKETHBIE MUChMA.

. BiarogapcTBenHble muchMa.

. JlenoBoe muCbMO-OTBET.

. HacTHbIE 1€7T0BBIE MUCHMA.

. KpaTtkue nucbMeHHbIE COOOLIEHMUSI.

. MuHHM-TIMCBbMA.

. [InCbMO MHOCTPAHHOMY MTAPTHEPY.

OO NOOUITDWN B
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IIpumepHbIe o1leHOYHBIE CPeACTBA /11l IPOBeIeHUsI MPOMEKYTOUHOM aTTecTAlMU

Bonpocsl k 3k3aMeHy 1o AucuuiinHe «/leionpousBoacTBO U OpraHu3anus

I[OKyMeHT0060p0Ta B Opranu3aunvn

Bomnpoc Koo n
HAaMEHOBaHHE
MHAMKATOpa
TOCTHKEHUS
YHHUBEPCATbHON
KOMITETEHIINH
(cormacuo PIIJ])
1. Ucropus genonpousBojacTsa B Poccum. VYK-4.4
2. CoBpeMeHHOE IoCyJapCTBEHHOE PeryJIMpOBaHUE JeJIONPOU3BOJICTBA. YK-4.4
3. CocraB pexBu3utoB I'OCT P 7.0.97 - 2016. IlpaBuna odopmieHus YK-4.4
OTJENIbHBIX PEKBU3UTOB.
4, Knaccudukanus JOKyMEHTOB VYK-4.4
5. VYcraB: comepkanue ycraBa; crnenuduKa yCcTaBa, BHU3WPOBAHHE, VK-4.4
YTBEPKJICHHE.
6. TlonoxeHue: TEeKCT NOJI0KEHHUs; BUBUPOBAaHHE, YTBEPKACHHUE. YK-4.4
7. JI0JKHOCTHAsi MHCTPYKIUS: TEKCT, BUBUPOBAHUE, YTBEP)KIACHUE. YK-4.4
8. IlltaTtHOe pacmmcaHue: onpeaeseHue, ohopMIICHUE, TTOIHCH. YK-4.4
9. Uucrpykuusa: ompeneneHue, odopMIeHHE, TOJNUCh, BBEJACHHUE B VYK-4.4
JIICUCTBUE.
10. JloroBop: onpeeeHne, CoaepKanue, 00s13aTeNIbHBIC 3JICMEHTHI JIOTOBOPA YK-4.4
11. [Ipuka3 10 OCHOBHOW JEATEIBLHOCTH: OMpeaeiIcHUe; oQpopMIICHUE YK-4.4
nprKasa; 00s3aTeNbHbIe PEKBU3UTHI; CTPYKTypa MpHKa3a (3arojoBOK, TEKCT);
odopmieHue npukasza; ohopMmiIeHUE MPUIOKEHUN K MPHUKa3y; BU3UPOBAHMUE,
pelaKkTHPOBaHKE, PACCHIIKA, MTOIMUCH, MAPUIPYT.
12. PacniopsikeHue: onpeeneHne, opopmieHue. YK-4.4
13. TTocraHoBJICHHE: COCTABIICHUE M 0(OPMIICHHE. YK-4.4
14. Pemienue: oTaMuue pelieHusi OT MOCTAHOBJICHMSL. YK-4.4
15. CnpaBka: BHelHss,, BHYTpeHHsisl. TeKCT cripaBKHu. YK-4.4
16. AKT: pa3HOBHJHOCTH aKTOB, CTPYKTYpa aKTOB. YK-4.4
17. Ilporokomn: BHIBI MPOTOKOJIOB 3acelaHUil; CTPYyKTypa HpPOTOKOJIA; JaTa YK-4.4
POTOKOJIA.
18. JloknagHas ¥ 0ObACHUTEIIbHAS 3AIIHCKH. VK-4.4
19. Opranu3anys JIeJI0BOH MEPEITUCKH. YK-4.4
20. lenoBoe MUChMO KaK JOKYMEHT. VK-4.4
21. PexBU3HTHI Ae70BOr0 nchMa. TpeboBanus K OIaHKY J€TIOBOTO MHChMA. YK-4.4
22. TpeGoBaHusl, IpeabBIsEMbIE K TEKCTY JIEJIOBBIX (CITY>KEOHBIX) MUCEM. YK-4.4
23. Ilpukasbl 1Mo JIUYHOMY COCTaBY: OompezesieHHe; ohopMIIEHUE; CTPYKTypa YK-4.4
pHKa3a.
24. JInyHoe n1eno: ompeesieHue, cojepkanue, opopmieHne, oos3aTeabHbIe YK-4.4
DIIEMEHTHI JJMYHOTO JIeTa.
25. OcHOBHBIE MpaBUJIa OPraHU3AIMH JOKYMEHTO000pOTa B OpraHU3alIUH. YK-4.4
26. ITpuem, 00paboOTKa U pacrpeieeHIe MOCTYIAINNX JOKYMEHTOB. YK-4.4
27. Ilopsimok HampaBJeHHUs Ha MWCIOJHEHHE M pPabOThl MCIOTHUTENS C YK-4.4
JTIOKYMEHTaMH.
28. IlpaBuia 06pabOTKU UCXOISIINUX JOKYMEHTOB. VK-4.4
29. MoJteu 3JIeKTPOHHOTO JIOKYMEHTO000pOTA. YK-4.4
30. YmpagieHHe 2ICKTPOHHBIM JIOKYMEHTOOOOPOTOM. YK-4.4
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IIpakTuyeckue 3aaHus (OLeHOYHbIE CPEACTBA), BLIHOCMMbIE HA IK3aMeH

IIpakTHYeckue 3a1aHus JIs1 OLIEHKH YPOBHS copMUpOBaAaHHOCTH KomneTeHuun YK-4

Ilpakmuueckoe 3a0anue 1.

CocTaBbTe cCIpaBKy O BEIMYMHE CpeAHe 3apabOTHOM MiaThl 3a ToA AJid MOJNy4YeHUs
KOMIIEHCAIIUM Ha OIIaTy kWibsg. OCTaJIbHbIE JTaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 2.

CocraBbTe WH(POPMALMOHHOE THCBMO O TPOJAXKE YACTHBIM M TOCYAapCTBEHHBIM
OPEIIPUATHSIM TEPCOHANBHBIX KOMIIBIOTEPOB MO JOTOBOPHOM CTOMMOCTH U O BO3MOXKHOCTH
IIPUHUMATH 3aKa3bl HA COCTABJIEHHUE ITPOTPAMM.

Ilpakmuueckoe 3a0anue 3.

CocraBpTe TpuKa3 00 ocBoboxaeHHH Bac OT padboTsl B OO0 «Pomamika» B CBSI3U C
nepees3 oM Ha HOBOE MECTOKUTEIbCTBO.

Ilpakmuueckoe 3a0anue 4.

CocTaBbTe KpaTKuil MPOTOKOJ MPOU3BOJACTBEHHOTO COBEUIaHMS pPaOOTHHUKOB OT/AeNa
CTPATETUYECKOTO IUIAHUPOBAHUS, Ha KOTOPOM OBIT  PAacCMOTPEH BOIMPOC O JAOCPOYHOU
pa3paboTke miuaHa pa3Butus npeanpuatus Ha 2019 rox. [locne obcyxaeHUs TPOU3BOJICTBEHHOE
COBEIIaHNE MPHUHSJIO pelIeHre pa3padoTaTh IUIaH Ha JECSTh THEH paHbIIe YCTaHOBIEHHOTO CPOKA.
OcTalbHbIe TaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

Ilpaxkmuueckoe 3a0anue 3.

CocraBpTe mpuKa3pl: a) O mnpuemMe Ha pabory Oyxraiarepom 3aiinieBy A.A.; 6) 00
YBOJbHEHUHU IEPEBOJOM B Jpyryro opranusaunio Measensy B.P. Hepocraromme pexkBU3HTHI
YKaXHUTE CAMOCTOSITENIBHO.

Ilpakmuueckoe 3adanue 6.

CocrtaBbre mucsmo-mipocs0y OOO «BAJITIITULIEIIPOM» B IlpaButenbctBo obiactu o
BBIJICIIEHUN CPEICTB M3 00JacTHOro Oropkera B cymme 15 MiuH. py0. 0 Hayana peanu3anuu
MOJIOTHSIKA-TITULIBI HACETICHHIO.

Ilpaxmuueckoe 3a0anue 7.

CocraBbTe AOKIanHYyI0 3anucky Oyxraiarepa Tumommuoi W.II. rmaBHomy Oyxranrepy
00O «Pybun» babuueBy H.II. ot 15.03.19 r. o BeImonHeHuu npukasza aupekropa ¢pupmsl Ne92 ot
12.01.19 1. «O cocTossHUM OyXrajTepcKoro yyera Ha CTPOMTEIbCTBE 0a3bl oTAbIxa Ha Kypckoit
Koce». B mpukase OblIM yKa3aHbl KOHKPETHBIE CPOKH JIMKBUIAIIMM HETOCTATKOB, OOHAPYKEHHBIX B
sauBape 2019 roma. B noknanHoN 3amucke J0JDKHO OBITh OTMEUYEHO BBIIIOJHEHHME BCEX IMyHKTOB
IpHKa3a, 3a UCKIIOYEHHEM IIYHKTOB 00 OpraHu3alliid paBHOMEPHON €XelHEBHOH caun pabouyumMu
HapsnoB Oyxranrepy. Beiasneno, uro 25 ¢espans 2019 roga Obuio caano Tonbko 35,2% Beex
HapsaoB. OctanbHble Hapsiabl caanbl 1| Mapta. 1o rpadguky cpok ciayu MOCIeTHUX HAPSAIOB 3a
IIPOLIBIM MeCSI] YCTaHOBJIEH IIEPBOIO YHCIIA CIENyroIero Mecana. OcranbHble JAHHBIE YKaKUTE
CaMOCTOSITENIbHO.

Ilpakmuueckoe 3a0anue 8.

CocTaBbTe XapaKTEpPUCTUKY-PEKOMEHJAIMI0 Ha pabOTHUKA BaIIEr0 MPEeINpHUSATHS AJs
noctymuieHus ero B acnupantypy PI'AOYBO «b®VY um. 1. Kanrax.

Ilpakmuueckoe 3ad0anue 9.

CocraBpTe mnuceMo-nipocb0y OOO «MebGenbrpan» B MUHHCTEPCTBO SKOHOMHYECKOTO
pa3BUTHS, TPOMBILUIEHHOCTH U TOproBiu KaauHUHrpaackoi o0iacTy O BbIACIEHUH JIMLEH3UN Ha
noctaBky B Kuraii 4000 T MeTamna B CBSI3U C 3aKIIOYCHHEM KOHTpPaKTa C OOBEIUHEHUEM II0
MEXIYHapOJAHOMY COTPYIHHUYECTBY Ha CTPOMUTEIBCTBO JAEBATHUAITAXKHOTO OOUICKUTUS B
Kanununrpane. CoriacHO KOHTPAkTy OIUIaTa BBIMOJHEHHBIX paboT OyJaeT NpOU3BOAMTHCS
poccuicKUMHU pYOIISIMU U MaTepUaIaMH.

Ilpakmuueckoe 3a0anue 10.

Hanummre 3asBneHre o mpueMe Bac Ha pabOTy CHENMAIMCTOM B aJMUHHUCTPAIMIO
ropoackoro okpyra «l'opon KanunuHrpam.
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Ilpaxmuueckoe 3a0anue 11.

CocTaBbTe MUCHMO-OTBET IMPOM3BOJICTBEHHOTO 00BbeanHeHHs «KannHuHTpaarasuuKamsny
mupekTopy XuMdapm3aBoaa U HavyalbHUKY yrpaBieHus «KaauHMHrpaaropras» o exeMecsuHON
nocraBke XumdapmsaBoay 64 T CKIKEHHOTO Tra3a B TeueHue 2019 rona. Ykazanubsiii 00beM yuTeH
B pasHapske. [TocraBka OyaeT ocylecTBIAThCA Yepes ynpapieHue « Kanununrpaaroprasy.

Ilpakmuueckoe 3a0anue 12.

CocTaBbTe JOKJIATHYIO 3alUCKYy cekperaps-pedepeHTa pyKOBOAUTEIIO MPEANpUiTus oo
yrepe paborHukoMm PpiomabiM C.M. mucbMa-3ampoca, MOCTYNHUBIIETO B aJpec MPEANPHITHS TPU
Mecsia Ha3aj.

Ilpakmuueckoe 3a0anue 13.

Hanummure 3asBneHue o nNpeaocTaBiIeHUH BaM aJMUHUCTPATUBHOTO OTIYCKA MO CEMEHHBIM
oOcrositenbcTBaM. OcTaabHbIE PEKBU3UTHI YKAKUTE CAMOCTOSATEIBHO.

Ilpaxmuueckoe 3a0anue 14.

CocraBbTe COBMECTHOE MIMCbMO-OTBET MunucrepcrBa 3/1paBOOXPaHEHUs
Kanununrpaackoit obnactu u Munuctepersa gpunancoB KannHuHrpaackoit o01actu 0 BbIACIEHUN
JIOTIOJTHUTEIIbHBIX ACCUTHOBAaHUI U3 00JIacTHOro Oo/kKeTa Ha OKa3aHWE MEAUIIMHCKOW MOMOIIU
KUTENIIM 00JIaCTH.

Ilpakmuueckoe 3ad0anue 15.

Hanumwure aBroOuorpaduro, HeoOXoaumyro Uil OQOPMIICHHUS JOKYMEHTOB IpHU
MOCTYIUICHUU Ha padoTy.

Ilpaxmuueckoe 3a0anue 16.

Cocrasbte nucbmo-npurinamenue OO0 «IKCIOUEHTpP», C MPEAI0KEHUEM IPUHSTh ydacTue
B POCCHIICKOI BBICTaBKE Ha MEXAYHApOIHOW MexoTpacieBoil spmapke B I. ['manbck (Ilombiia),
KoTopasi Oyzaer npoxoauth ¢ 20 HOsOps o 10 mexadbps 2020 r. Dta sipMapka sSBISCTCS OJHUM H3
KPYMHEWIINX TOProBBIX Meponpustuii crpad EBponsl. B TekcTe Hamo ykaszarh, 4TO y4acTue B 3TOM
spMapKe IO3BOJSET WIMPOKO IMPEICTAaBUTh JKCHOPTHYIO MPOIYKIHUIO OpraHU3aluH, MpOJaTh
9KCIIOHATBl CO CTEHJA, M3YYUTh OCOOEHHOCTH pPBIHKA, OOMEHSTHCS C JOPYTMMH YYaCTHUKAMH
ApMapKu HAYYHO-TEXHUYECKON MH(pOpMaLuel U 3aKI0YUTh BHITOJHBIE CAETIKH.

Ilpakmuueckoe 3adanue 17.

CocTaBbTe JOKJIAIHYIO 3alMCKy HAa4aJbHUKA OTJENIa PyKOBOAUTENIO MPEANPUATUS O (aKTe
HEBBITIOJTHEHUS PACIOpPsHKEHHUS O MOHTaXe OOOpylOBaHMS Ha y4acTKe [0 NPUYMHE CJ1aboro
KOHTPOJISI CO CTOPOHBI IJIABHOT'O MEXaHHUKa.

Ilpakmuueckoe 3a0anue 18.

OdopmuTte 3anuch B TPYA0BOM KHIDKKE 00 YBOJIBHEHHUHU Bac: @) 110 COOCTBEHHOMY JKEJIaHUIO;
0) B CBA3M C JUKBUAALMEH NMPEANpPUATHS; B) B CBSI3U C HECOOTBETCTBHEM BBINMOIHAEMON pabOThI
IpeIbsABISIEMBbIM TPEOOBaHUSAM, BCJEICTBUE HEIOCTATOYHON KBaTU(UKALNU.

Ilpakmuueckoe 3adanue 19.

CocraBbre uHpopManmonHoe nucbMo AO «ABTOTOP» nemeukoit pupme «BMW)» o
BO3MOXHOCTH MPOJaKu aBToMoOMIIei. OCTaiabHble PEKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

Ilpakmuueckoe 3adanue 20.

CocTtaBpTe JOKJIIAJHYIO 3allUCKy O TPUYMHAX HECBOEBPEMEHHOI'O IPEICTABIICHUS
uHpOpMallMi O  BBHIIOJHEHUM Tpukaza gupektopa. OcTanpHble  PEKBU3UTHI YKaKUTE
CaMOCTOSITENIBHO.

Ilpakmuueckoe 3a0anue 21.

CocrtaBbTe MPOEKT KOHTPAKTA 110 HaiiMy, OIlaTe U yBOJIbHEHUH Bac. OCTaIbHbIE PEKBU3HUTHI
YKaXHUTE CaMOCTOSITENILHO.

Ilpakmuueckoe 3a0anue 22.

CocTtaBpTe NHUCBMO-OTBET MMHHCTEpPCTBA  CENbCKOro  xo3siictBa KammHuHrpaackoin
obmactn mnpenaceparento akuuonepHoro obmectBa «KAJICEJIBXO3» mo Bompocy MOCTaBOK
JIETKOBBIX aBTOMOOMJIEH 32 CAAHHOE 3€PHO.
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Ilpaxmuueckoe 3a0anue 23.

CocraBbTe MpHKa3 0 NepeBoJie Ha PadOTy BHYTPH OpraHU3aIHH.

Ilpaxmuueckoe 3a0anue 24.

Owman OO0 «Pocroccrpax-Kanununrpag» umeer crpaxoBoil oraen B . CoBeTcke.
Havaneauk »toro oraena C.U. MBaHoBa u3nana nprka3 O Ha3HAYEHUHM MHCIEKIIMOHHOW TPYMIIbI
JUIS TIPOBEICHUSI CBEPKM JAHHBIX OYyXTaJITEpCKOTO M ONEPAIMOHHOTO y4eTa 3a IEepBbI KBapTal
Tekymero roaa. CBepka mpoBoAuTca B cooTBeTcTBUM ¢ mnucbMoM OOO «Pocroccrpax-
Kamuaunarpaa»y Ne 09-07/8 or 19 ampenst Tekymero roga «O TpOBEICHHM MHIOTHOH CBEPKU
JAHHBIX OYXTalNTepCKOro M OMEepPallMOHHOIO Y4eTa 3a MepBbli KBapTad», B COCTaB MHCIEKIIMOHHON
rpymnmsl BKiItoueHsl Oyxrantep Muxanesa JI.JI. u onepauuonuct Ilonskosa T.B.

Ilpaxmuueckoe 3a0anue 25.

CocraBpTe W oO(QopMUTE JOKIATHYIO 3alHCKy B COOTBETCTBUM C CHUTYyallHel: B
KanuHuHrpasickoM UWHCTUTYTE TMOBBIIIEHUS KBaTU(UKALMKA YUYUTENEed CO3JaHbl IOCTOSIHHO
JeMCTBYIOIINE KYPChl MOATOTOBKY JiororneaoB. Kypcsl paboTanu Ha NpUHIMIIE CAMOOKYAeMOCTH,
OIHAKO B TEKylleM Yy4eOHOM TOJy /M TMPOJOJDKEHHS UX JAESITeNbHOCTH HEOo0XOAMMO
JoToNHATEbHOe  (uHaHcupoBanue. Jlupekrop wuHcturyta C.P. IlokamseBa oOparmiace K
muHucTpy obpazoBanus KO C.C.TpyceneBoii ¢ mpoch00il BBIIEIUTH TpUCTA ThICAY pyOneit s
MOKBapTAJIbHOTO (PMHAHCHPOBAHHUS JIEATEIFHOCTH KypCOB B TEKyIleM ydeOHOM roxay. [lokmamnas
3anucka Obljla cOCTaBlIeHa 25 aBrycTa MPOLIEAIIEro roja, 3apeructpuponana 3a Ne 33 u B TOT ke
JIeHb OTIIpaBiieHa B MuHHcTepcTBO 00pazoBanus KanuHuHrpaackoi odnactu.

Ilpaxmuueckoe 3a0anue 26.

23 — 31 mapta Tekymero rojaa B KanmHuHrpaae npoxoasaT GpuHanbHbIE COPEBHOBAHUS IOHBIX
XOKKeucToB KiyOa «3oioTas maiibay nmenu A.B.TapacoBa. [logrotoBbre nocranossienue [naBbt
ropojickoro okpyra «l'opon Kanmunurpag» A.H. CunanoBa o0 obecrnieueHun OeCIuiaTHOTO Mpoesaa
IIKOJIbHUKOB B JIHU COpEBHOBaHWH. B KOHCTatupyromeld dYacTd HEOOXOIMMO YKas3aTh IENH
pa3BUTHUSL JETCKOTO criopta B cyobekTax P®, a Takike cocnarbes Ha YCTaB ropoJcKoro okpyra. B
pacnopsiautensHoi yactu gaercs nopydenue MKII «Kanununrpag-I'opTpane» mo obecnedeHuto
OecriaTHOro Ipoe3ja OpraHM30BAaHHBIX I'PYII JETE B COMPOBOXKAECHUU B3pPOCIBIX B FOPOJICKOM
OOIIECTBEHHOM TPAHCHOPTE B IMEPHUOJ MpOBeIeHHs copeBHOBaHHMM. KOHTposb 3a MCHOJIHEHUEM
MIOCTAHOBJIEHUSI BO3JIaraeTcsl Ha MEPBOT0 3aMeCTUTENs T1aBbl anMuHucTpauuu FO.A.@endiosa.

Ilpakmuueckoe 3a0anue 27.

CocraBpre u odopmure mnpukaz no OOO «BectJlaitn» o mpueme KynemoBoir Hunb
CepreeBHbl Ha IOCTOSIHHYIO paOOTy KOHIYKTOPOM MapuIpyTHOro aBToOyca. Pa3smep okiana
cocraBinsier 21 Thic. py0. OcHOBaHMEM M M3JaHMS [pPHKa3a TOCIYKWIM 3asBIICHUE
H.C.Kynewmosoi u Tpynosoi norosop Ne 28.

Ilpakmuueckoe 3a0anue 28.

CoctraBpte u odopmute mpukaz no OOO «IOr» 00 yBOTBHEHHMH MO COOCTBEHHOMY
xenannto Oyxranrtepa Kucenesa JImutpust CepreeBuua B CBSI3M C BBIXOJAOM Ha neHcuio. Ha
IpUKa3e UMEIOTCS BU3bI ITIABHOTO OyXrajirepa u HayalbHUKa otAena kajgpoB OOO.

Ilpakmuueckoe 3ad0anue 29.

CocraBbTe U opopMHTE MUCEMO-0TKa3 noaurpaduueckoro npennpuarus «Ilodbema» (O00)
aKkuoHepHOMY o0miecTBy «CalltoT» 10 BOINPOCY BBIMOJIHEHHUS 3aKa3a Ha M3rOTOBJIEHHE OJIaHKOB
ydyera U oTueTHocTU. IIpuumHOM OTKa3a sBHWJIach PEKOHCTPYKLUS IEYAaTHOIO I€Xa, KOoTopas
MPOJUIUTCS J0 KOHIIA MIEPBOTO MOIYTousl; APyTrie JaHHbIE YKAKUTE CAMOCTOSITENBHO.

Ilpakmuueckoe 3a0anue 30.

CocraBbTe U odopMuTe npukas o6 urorax padbotel ¢ gokymeHtamu B OOO «Mwup» B
npouleueM rogy. B koHcTtatupyromei yacTu yKakKMTe€ Ha UTOTM aHAjIu3a, BBIABUBILINE HU3KYIO
TpeOOBaTENILHOCTh PYKOBOAMUTENEH MOJApa3JeieHnii K KayecTBY IOJATOTOBKM JIOKYMEHTOB U
KOHTPOJIIO 3a HUX HCIOJHEHUuEM. B pacnopsanTenbHO YacTH MOPYYUTE PYKOBOAMUTEISAM
NOJpa3JIeIeHUil YCHIIUTh TPeOOBaTEIbHOCTh K KaUeCTBY paboThI C JOKYMEHTAMH, a PyKOBOAUTEIIO
otnena JIOY pazpaboraTe Mephl MO YIy4IIEHHIO 3TOH paboTel. OcTalbHBIE JaHHBIE YKAKHUTE
CaMOCTOSITENIBHO.
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6.3. MeToauuecKkue MaTepHUaJibl 110 OCBOCHUIO JTUCHUIIINHBI
MeToauuecKkue PECKOMEHIANHA IJIsA oﬁyqalomnxca M0 U3YYCHUI0 TUCHUIIJTHHBI

JucuurumHa CYMTaeTcss OCBOCHHOM OOYYarOmIMMCS, €CIIM OH HWMEET IIO0J0XKHUTEIbHbIC
pe3yabTaThl MPOMEXYTOYHOTO, TEKYIIEro M WTOrOBOIO KOHTPOJIs. OTO O3HA4aeT, 4YTO
00yJaromuicss OCBOUI HEOOXOAUMBIH YPOBEHb KOMITETEHITHIA.

KoHTakTHas u camocTosiTenbHas paboTa OCYLIECTBIsETCS 00y4YarolIMMCs B COOTBETCTBUU C
y4eOHBIM IIJIAHOM, KaJeHJapHBIM y4eOHBIM TpaiKoM U pabodel mporpaMMoil TUCIIUITIIHHEI.

KonrtakTHas pabora npeaycMaTpuBaeT B3aUMOIEHCTBHE 00yYaroLIerocs ¢ MpernoiaBaTesieM B
AIIEKTPOHHON MH(POPMAITMOHHO-00pa30BaTEILHON Cpeie MHCTUTYTA:

- JIeKIIUM U NPAKTHUECKUE/CEMUHAPCKUE 3aHATHS,

- MHIUBUAyAJIbHBIE KOHCYJBTALMU MPENOoJaBaTelsi, M0 BO3HHUKAIOIIUM Yy OOYyYaroIerocs
BOIIPOCAM B IIPOLIECCE OCBOEHUS y4eOHOIro Marepuasia JUCLUILUIHHEI

JUIs 1OCTHKEHUS BBILIEYKa3aHHOTO 00y4YaroUIMics JOKEH COOII0aTh CIeAyIOINe IPaBuIla,
MO3BOJISIOIINE OCBOUTH AUCLUILIMHY Ha BHICOKOM YPOBHE:

1. Hauano ocBoeHusI Kypca JIOJIKHO ObITh CBS3aHO C U3YYEHHEM BCEX KOMIIOHEHTOB paboueit
OporpaMMbl JUCLUIUIMHBI C IIEJIbI0 [TOHMMAaHHs €€ COJep)KaHWs M yKa3aHUil, KoTopble OyayT
JIOBEJICHBI 1O CBEJCHMS 00yYarollerocs Ha IepBOil JIEKIUU U [IEPBOM CEMUHAPCKOM 3aHSATUHU. DTO
CBSI3aHO C:

- YCTaHOBJIEHMEM CPOKOB M KOHTPOJIS BBIIOJHEHUS HHAWBHUYaJIbHOTO 3a/aHUsl KaXJIbIM
00y4JarmuMcs;

- paclpelelieHUeM TeM JIOKJIaJ0B, KOHTPOJIbHBIX pPa0bOT (B COOTBETCTBUU C Y4YEOHBIM
IUIAHOM) U CPOKH UX MPEACTABICHUS;

- KpUTEpUSIMHM OLIEHKH TEKyIled M CcaMOCTOSTeNbHOW paboThl oOydvaromerocs (yCTHOrO
orpoca, (poHTaIBHOTO orpoca, UHAUBUAYATBHOIO 3aaHus, paboThI Ha
CEeMMHAPCKUX/IPAKTUYECKUX 3aHATUSAX, TECTUPOBAHUS - PyOEKHOI0 KOHTPOJIA).

Ilepen HavazoM Kypca oOydaromeMmycsl LENecoOOpa3’HO O3HAKOMUTBCS €O CTPYKTYpo
JUCLUIUIMHBI HA OCHOBAaHMM MPOTPAMMBI, a TaKXXe C MOCIEeI0BATEIbHOCTbIO M3YUYEHHUS TEM M UX
o0peMoM. C 11e7pI0 ONTUMAIBHON CaMOOpPraHU3aIMi HEOOXOJUMO COMOCTABUTh ATY UH(POPMAIIHIO
C pacrnycaHueM y4eOHBIX 3aHATUH M BBIIBUTH Haubosiee 3aTpaTHbIE TI0 BPEMEHU M 00bEMY TEMBI,
YTOOBI 3apaHee ONPENEIUTh JUIs ce0sl IepUoabl OObEMHBIX 3a/laHUH.

2. Kaxpgas TtemMa CcOXEpKUT JIEKLIMOHHBIM Marepuan, CIUCOK JIMTepaTypbl JUis
CaMOCTOSITENIbHOTO H3Y4YEeHHs, BONPOCHl M 3aJaHUs JUIsl MOJATOTOBKM K CEMHUHApPCKUM W/MIU
NPAaKTUYECKUM 3aHATHSAM, a TaKKe MaTepuaibl Uil caMOCTOATeNbHOM paboThl. Heobxoanmo
3apaHee o0ecrneuuTh ce0s STUMHU MaTeprallaMy U JINTEPaTypol WK JOCTYIIOM K HUM.

3. JIeKUMOHHBIM MaTepuall U yKa3aHHbIE JUTEpPaTypHble MCTOYHHUKM IO NMPONUJECHHOW Teme
HEOOXOJUMO HM3YUUTh IEpe]l MOCEIIEHUEM CIEAYIOLEro JEKIUOHHOIO 3aHATHs. JTO IO3BOJISET
3aKpenuTh MPOCIyIIAHHBI MaTepuan JIEKIUH U MPOBEPUTh MPABWIbHOE MOHMMaHUE MaTepuana
IpU OTBETAaX Ha BOIPOCHI, 33JaHHBIC JIEKTOPOM B Hauaje JIEKIUHU [0 HPONHIECHHOMY paHee
MaTepuaiy.

4. CeMuHapcKoe W/WIIM MPaKTUYECKOe 3aHATHE, KaK MPaBUJIO, HAYMHAETCA ¢ (POHTAIBHOTO
orpoca IO JIEKIMOHHOMY MaTepHuaay TeMbl M MaTepuallaM YKa3aHHBIX K TeMe JUTepaTypHBIX
HCTOYHUKOB. B CBSI31 ¢ 3TUM MOATOTOBKA K CEMHUHAPCKOMY/TPAKTHUECKOMY 3aHITHIO 3aKJII0UAETCs
B [TIOBTOPEHMH JIEKLIHOHHOI'O MaTepuaia U U3y4eHUH BOIIPOCOB MPEACTOSALIETO 3aHATHS.

5. B xoHIIe u3yueHus KaKI0ro pasjena o0yJyaronuiicss IpoXoAUT TECTUPOBAHUE - PYOESKHBIN
KOHTPOJIb.

6. OdopmieHne Bcex BHAOB MUCHbMEHHBIX PabOT perJaMeHTHPYETCs COOTBETCTBYIOIIMMHU
TpeOOBaHUSAMH, YCTAHOBICHHBIMU B HHCTUTYTE.

7. YcneurHoe NpoxX0oXkJI€HHE MPOMEXYTOYHOW aTTecTallMy MpeSyCMaTpUBAaeT BBIMOJIHEHHE
npasui 1 — 6.
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MeToauuyecKkue YKa3aHUus OCBOCHUIO JICKIIUOHHOI'0 MaTe€pHaJia

JlexuMOHHBIN MaTepyan U yKa3aHHbIC JINTEPATYPHbIE HCTOYHUKU 110 COOTBETCTBYIOILEH TEME
HEOOXOMMO H3YyYUTh IEpe] MOCELIEHHUEM COOTBETCTBYIOLIETO JIEKIMOHHOIO 3aHATHS, TaK Kak
JEKUUs B AayJUTOPUM MPEANojaraeT pPAacKpbITUE aKTyalbHbIX W IPOOJIEMHBIX BOIIPOCOB
paccMaTpuBaeMOM TEeMbl, a HE COJEp)KaHMs JIEKIMOHHOro Marepuana. Takum oOpazom, Ui
NOHMMAaHHMS TOTO, YTO OyAET CKa3aHO Ha JICKIIMU, HEOOXOUMO MOIYyYUTh 0a30BbIE 3HAHUS 110 TEME,
KOTOPBIE COZIEPKATHCS B JICKLIIMOHHOM MaTepualle.

[Ipy BO3HMKHOBEHHMM 3aTPyIHEHHH C IOHMMaHUEM MaTepHaja 3aHATHS OOydJarouiics
JOJDKEH  0o0paTUThCS € BONPOCOM K  JIGKTOpY WM  IIPENojaBaTelllo,  BeayLIeMy
CEeMHMHAPCKHE/TIPAKTHYECKUE 3aHATHS, JUISI TIOJNYYEHHS COOTBETCTBYIOIIMX DPAa3bACHEHHN B
OTBEJICHHOE JUIsI 3TOro MpEernojaBaTe]eM BpeMs Ha 3aHATUU JIMOO MO 3JIEKTPOHHOW moure. B
UHTepecax 00ydYarolIerocsi CBOEBPEMEHHO JOBECTH 10 CBEICHHUs IpEnojaBaTenss HHPOPMAIUIO O
CBOMX 3aTPYyAHEHUSAX B OCBOCHHMM IpEAMETa U IOJIyYUTh HEOOXOIUMBIE Pa3bsICHEHUS, TaK Kak
FOBOPUTh OO0 ATOM IMOCJIE€ TMOJXY4YeHHMs] HHU3KOH OLIEHKHM IpU ONpoce WIM IO pe3ysibTaraMm
KOHTPOJIbHOM paboThl HE UMEET CMBbICIIA.

MeToaunueckue YKazaHus MO noAroToBKe oﬁyqamumxcsl K JICKIIMOHHBIM 3aHATUAM

JlexIMOHHOE 3aHATHE, KaK MPAaBUJIO, HAUMHAETCS C YCTHOI'O OIpOca MO MPOUIEHHON TeMe.
[ToaToMy 0OyuaromeMycsi HEOOXOIUMO ITPOCMATPUBATH KOHCIIEKT Cpasy mocie 3aHsATuid. OTMETUTD
TOT MaTepuaj KOHCIEKTa JIEKIIUH, KOTOPBIA BbI3bIBAET 3aTPYJHEHUS Uil ToHMMaHud. [lonbiTatbes
HAaWTH OTBETHl HA 3aTPyAHUTEIbHBIC BOMPOCHI, HCHOJIB3YS MpeajaracMyro Jurteparypy. Eciou
CaMOCTOSITENILHO HE YJAI0Ch pa3o0paThcsi B MaTepuase, Heo0X0AuMo chOpMYyIUPOBATH BOMPOCH! U
0o0paTuUTbCs Ha TEKyIIeW KOHCYJbTAllMM WJIA Ha ONWKaWmed JeKIud 3a TOMOIIBI0 K
MIPENo1aBaTelo.

MeToaunuyeckue YKazaHusd Mo nmoaAroToBKe 06yqamumxcs1 K CEMUHAPCKHUM 3aHATUAM

JIns  yCHEemHOTO YCBOCHHUS JUCIHHIUTMHBI OOYYaIONIMHCA JIOJDKEH CHCTEMATHYeCKH
TOTOBUTHCA K CCMI/IHapCKI/IM/HpaKTI/ILIeCKI/IM 3aHATUIAM B TCUCHUC CeMeCTpa. I[J'Ifl 3TOTO
HEOOXO0INMO:

— TTO3HAKOMMUTLHCH C IIJIAaHOM CGMI/IHapCKOFO/HpaKTI/I‘IGCKOFO 3aHATHA,

— M3YYHTh COOTBETCTBYIOIIME BOMPOCHI B KOHCIEKTE JICKIMUH [ MOJTOTOBKH K
(bpOHTATBLHOMY ONPOCY HA CEMUHAPCKOM/TIPAKTHUECKOM 3aHSATHH;

— OTBETUTH HA BOTPOCHI, BLIHECEHHBIE Ha 00CYXKICHUE,

— CHUCTEMATHUUYCCKH BBIIIOJIHATH 3aJ1aHUS HpenonaBaTeJm, npennaraeMme JIA BBIITIOJIHCHUSA BO
BHEAYJIUTOPHOE BPEMHI.

B Xozme ceMHMHapCKUX/IPaKTHMUECKUX 3aHATHH oOydarommuecs TOJ PYyKOBOJICTBOM
NpernoJIaBaTesi MOTYT PacCMOTPETh Pa3IMYHBIC TOYKH 3PEHHSI CIEIIHATHCTOB MO 00CYXKIAeMbIM
npobiieMaM. [1pogomKUTETLHOCTD MOATOTOBKH K CEMHUHAPCKOMY/TIPAKTUYECKOMY 3aHSTHIO JI0JKHA
COCTaBJIATh HE MEHEe TOro 00beMa, UTO OnpeieseHo 1m.4.3 paboueii mporpamMmel,

CeMuHapcKue 3aHATUS MOTYT ITPOBOAUTHCS B Pa3IMYHbIX hopmax:

— YCTHBIE OTBETHI Ha BONPOCHI TMpENojaBaTeiss MO TEME CEMHHAPCKOTrO/MPaKTUYECKOTO
3aHATHUS;

— MHCHMEHHBIC OTBETHI HA BOIIPOCHI MPETIOIaBaTeNs;

— TPYIIOBOE OOCYXKIEHHE TOW WM HMHOM HpoOJieMbl MOJ PYKOBOJACTBOM M KOHTpPOJIEM
TIPeroIaBaTelIs;

— 3acIylIMBaHUS U 00CYKJICHHE JIOKJIaI0B HAa KPYTJIOM CTOJIC.

HO}IFOTOBK& K CeMHHapCKI/IM 3aHATHUAM JOJI’)KHA HOCUTH CI/ICTeMaTI/I‘-IeCKI/II\/II XapaKTep. 3T0
MO3BOJIMT OOYYaIOIIEeMyCsl B TIOJTHOM OOBbEeMe BBINOJIHUTH BCe TpeOOBaHMs mpenoaaBatens. J[is
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nojlydyeHus: Oosiee riayOOKMX 3HAHUN O0yYaroImMMCS PEKOMEHIYETCsS H3ydaTh JIOMOJHUTEIbHYIO
auTepaTypy (CIUCOK MPUBEACH B pabodeii mporpaMMe Mo JUCIUTUINHE).

OagHuM U3 BaXHBIX MOKa3aTeled aKTUBHOCTH OOYYaIOLIErocsi B OCBOCHUU JHUCUUILIMHBI
SIBIISIETCSL TTOJTOTOBKA JIOKJIA/a MO ACIEeKTaM TEOPUU WM MPAKTUKH H3y4aeMOW TUCIUIUIMHBI B
COOTBETCTBUU C TMpeisiaraeMod TemaTukoil. OIWH AOKJIaJ TOTOBAT OJMH-IBAa OOYYaIOIIUXCS.
Jlokiian IOJDKEH coaepaTh CyTh paccMaTpUBAaeMOTO AacleKTa, NPUYUHY HEO0OXOJAUMOCTH
paccMOTpEHHUsI, OMHMCAHHME CYIIECTBYIOIIMX WM BO3HMKAIOMIMX JI1 JAHHOTO acmekra mpobiieM
npeyiaraeMbie My TH UX PEIICHHUS.

[Ipu oueHke AOKIaAa MOXET ObITh HCIOJIb30BaHA JH00ask COBOKYITHOCTb M3 CJEIYIOIINX
KPUTEPUEB:
COOTBETCTBHE BBICTYILICHUS TEME, TOCTABIICHHBIM IEJISIM U 33/1a4aM;
pOOJIEMHOCTD / aKTyaJIbHOCTb;
HOBU3HA / OPUTHHAIBLHOCTh MOJTyUYEHHBIX PE3yIbTaTOB;
rIyOWHA / TOTHOTA PACCMOTPEHUS TEMBI,
JoKa3aTenbHas 0a3a / apryMEHTUPOBAHHOCTh / yOemUTENbHOCTh / OOOCHOBAHHOCTH
BBIBO/IOB;

— JIOTUYHOCTH / CTPYKTYPUPOBAHHOCTH / IIEJIOCTHOCT BBICTYIUICHHSI,

— pedeBas KylbTypa (CTUIIb U3JIOKEHUS, SICHOCTh, YeTKOCTh, JAKOHHYHOCTh, KPacoTa s3bIKa,
y4eT ayAUTOPHH, SMOIMOHATIBHBIA PUCYHOK PEUH, JOXOJYMBOCTh, MyHKTYaJIbHOCTh, HEBEPOATBLHOE
COIPOBOXK/ICHHE, OKUBIICHUE peur ahopu3Mamu, MPUMEPAMHU, ITUTATAMH U T.11.);

— HCIOJB3YIOTCS CChUIKM Ha MH(OPMaLMOHHBIE PECYPCHI (CAlThI, JINTEPATYpPa);

— HarJSIHOCTD / TIpe3eHTa0ebHOCTD (eciu TpedyeTcs);

— CaMOCTOSITEIPHOCTh CYXKICHHM / BIIQJICHUE MaTepUaIoM / KOMIIETCHTHOCTb.

Hoxnan nomkeH ObITh 0hopMIIeH Ha OyMa)KHOM HOCHTENE C YKa3aHHEM HCIOJIb30BaHHBIX
JUTEPATypHBIX HCTOYHUKOB. JlOKIag ¥ Marepuasibl NPE3eHTAlUUd JOJKHBI OBITh CIOaHBI
npernogaBarento. [Ipy  HEBBIMOTHEHWH OSTOTO YCJIOBHSI 3a JOKJIAJ BBICTABISECTCS OICHKA
«HEYIOBIETBOPUTEIBHOY. [IpogomkuTenbHOCTE NoKiIana He Oonee 10 muHyT. JlOKIAQIIUKH OJUH
wii o0a JOMKHBI BBICTYNUTh. [IpeAcTaBneHHBIH MaTepual OOCYXAaeTcs Ha 3aHATUU
oOyyaronuMucs. IDTO O3HAYaeT, YTO MOJTOTOBKA KaXXIOTO OOYYArOMIETOCs K TaKOMY 3aHSATHIO
OyJIeT 3aKJII0YaThCs B U3YUYCHHH TEMBI, MpeaaraeMoi K 0OCYXKIEHHI0, U MOATOTOBKE BOIPOCOB,
KOTOpBIC OH 3aJ1acT JOoKJIaqaukaMm. [Ipu MOAroToBKe TaKUX BOIPOCOB HEOOXOJIUMO MMETh B BUIY,
YTO B JOKJIQJE MPO3BYyYaT OCHOBHBIE aCMEKThl U MPOOIEMBI, TIOATOMY MOBEPXHOCTHBIE BOMPOCHI,
CBSI3aHHBIC C YTOYHEHUEM TOHATUHWHOTO arapara, nepeducicHneM (QyHKIMA U T.1. (€CId 3TO He
SBIISIETCS CYThIO 00Cyk/1aeMoil mpoOemMbl) OyayT OLIEHUBATHCS HEYIOBIETBOPUTEIHHO.

[TpemogaBaTens OIICHUBACT HA 3aHSITHH BOIIPOCHI i OTBETHI. TakuM 00pa3om, 1Mo pe3ysibTaTaM
3aHATHSL BCe OOydwaromuecs TpyINIbl UMEIOT OIICHKH, BBICTaBIsieMble B >KypHai. OTCyTCcTBHE
BOIIPOCa Y 00YJarOIIerocst CBHICTEIBCTBYET O €r0 HEIOATOTOBICHHOCTH K 3aHSATHIO U MOJIYICHUEM
HEYJIOBJIETBOPUTEIHHON OIIEHKH.

MeTtoauyeckue yKa3aHusi 110 OPraHNU3anMu CAMOCTOSITEIbHON PadoThl 00y4aroIuXCcst

BreayautopHas camocTosiTenbHas paboTa oOydaromuiics (manee caMocTosTelnbHas pabora
oOyyJaronuiics) - TuIaHupyemasi yueOHas, y4eOHO-HCCIIeI0BaTeNbCKas, HAyYHO-HCCIIeI0BATEIbCKAS
paboTa oOyuaromuiics, BEIMOTHsIEMast BO BHEAYJUTOPHOE BpeMs 110 3aJJaHUIO U MPH METOTUIECKOM
PYKOBOJICTBE IPEIoJIaBaTeIsl, HO 0e3 ero HeMmoCpPeACTBEHHOTO yUacTHS.

[lenb camocTOSTENbHON PabOThl OOYYAIOMIMXCS - HAYYUTh OCMBICICHHO M CaMOCTOSITENIEHO
paboTaTh CHavajga ¢ y4eOHBIM MaTepHalioM, 3aTeM C HayIHOW WHQOpMAIUEH, 3aJ0KUTh OCHOBBI
CaMOOpraHU3allii U CAMOBOCITUTAHHSI C TEM, YTOOBI IPUBUTH YMEHHE B JalbHEHIIIEM HETPEPHIBHO
MOBBIIIATH CBOKO KBATH(PUKAIIHIO.

CamocTtosTenpHas paboTa 0OydYalONMIUXCSl CIOCOOCTBYET Pa3BUTHUIO CAMOCTOSITENBHOCTH,
OTBETCTBEHHOCTH M OPTaHM30BAaHHOCTH, TBOPYECKOTO TIOJIX0/Ia K PEIICHHUIO Pa3IMYHBIX MPOOIIeM.
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O06nem camocToATeNbHOW paboThl oOydaroruxcst omnpeaensercss ®I'OC u o6o3HaueH B
TEMaTHYeCKOM IulaHe paboueil mporpammbl (m. 4.1 gaHHOW paboded  MPOrpaMmbl).
CamocTtosTenbHas pabota 00y4aromuXcs SBISETCs 0053aTeNbHON Ul KaXKI0r0 00ydarouierocs: u
onpeenseTcss yueOHbIM IJIaHOM I10 HarpaBiieHuto. s ycremHoi opraHu3aiu caMoCTOS TEIbHOM
paboThl HEOOXOJUMBI CIIEIYIOIINE YCIOBUS:

- TOTOBHOCTH OOYYalOUIMXCSl K CaMOCTOSITETIbHOM paboTe MO JMaHHOH IUCHMILIMHE U
BBICOKAsi MOTUBALIMS K NOJIYYEHHUIO 3HAHUIA;

- Hauu4uMe ¥ JOCTYIHOCTh HEOOXOAMMOIro Y4eOHO-METOAMYECKOrO0 M  CIPaBOYHOTO
MaTepuana;

- PperyJsipHBII KOHTPOJIb Ka4eCTBA BHIMOJHEHHON CAaMOCTOSITENIbHOM paboThI;

- KOHCYJIbTAlIMOHHAsI IOMOILb IIPENOAABATES.

[Ipy wm3ydeHMM KaxJOW NUCUUIUIMHBI OpraHU3alusl CaMOCTOATEIbHOW paboThl OJIKHA
MPEJICTABIISITh €IUHCTBO TPEX B3AUMOCBSI3aHHBIX (popMm:

1. BueayautopHasi caMocTosiTeNbHas paboTa;

2. AynuTOpHAas CaMOCTOsITENbHAs paboTa, KOTOpasi OCYUIECTBISIETCS IO HETTOCPEICTBEHHBIM
PYKOBOJICTBOM IpENOAaBaTENs;

3. TBopueckasi, B TOM YHCIIC HAy9IHO-HCCIIEA0BATEIbCKas padoTa.

Bunbel BHEayAUTOPHON CaMOCTOATEIBHOM pabOoThl 00yUYaOIIUXCA:

- U3y4YeHHE yueOHOM, y4eOHO-METOINUECKON JTUTEPATYPHI U MHBIX UCTOYHUKOB I10 TEMaM;

MOJATOTOBKAa BOIMPOCOB MPENOJaBATEN0 MO TUCIHUIUIMHE B MEPHUOJ KOHTAKTHOH pPabOTHI
(JIleKIUH, CeMUHAPBI/TIPAKTUYECKUE 3aHATHUS, TPYIITIOBBIC U MHIMBHYyJIbHOW KOHCYJILTAINN ),

- MOATOTOBKA U HaIlMCaHUE KOHTPOJBHBIX padOT (B COOTBETCTBUU C yUEOHBIM IUIAHOM);

- TMOATOTOBKA M HamucaHue pedeparos, JOKIAI0B;

- 1moadOp ¥ U3yYCHHUE JIUTEPATYPHBIX HCTOUYHUKOB;

- TOHUCK W aHalu3 HH(OPMALIMHY 0 3a/IaHHOM TeMe;

- aHAJIN3 HAy4YHOH CTaThU;

- aHaJIU3 CTATUCTHUYECKUX JIAaHHBIX 10 U3Y4aeMOil TeME;

- TMOATOTOBKAa K YYaCTHIO B HAYYHO-TIPAKTUYECKHX KOH(EPEHIMSIX C TOKIaJaMHu MO TeMaM
M3y4aeMoO# JUCIHUIUIMHBI, CMOTPaX, OJUMITHAIaX U JIp.

Bune ayautopHoit caMoCTOATeIbHOM paboThI:

- BO BpeMs JIeKIUU 00y4arolnuecss MOTYT BBIIIOJIHSITH CAMOCTOSATEIBHO HEOOBIINE 3aaHUS:
peliaTh HECIOXKHBIE 33/1a4H, PUBOAUTH IPUMEPHI, TOTONTHITH KJIacCU(DUKALIUU U T.1T.;

- Ha CEMHUHApCKUX 3aHATUAX OOyYarolMecsl CaMOCTOSITENIbHO PELIaloT TBOPUYECKUE 3a/1ayH,
Kelc-CUTyalluu, 3aloNHSIOT TaOMUIbl, KOHCIEKTUPYIOT TJABHOE U3 BBICTYIUIEHUH JIPYrHX
00y4aromuXxcsi, BHIIOIHSAIOT TECTOBBIE 33JaHUS U T.JI.

Bun TBOpUeckoii caMoCTOSTENbHON pabOTHI:

- 0o0yyaromuiicst MOXeT BBIOpaTh TEMY, CBA3aHHYIO C BOIIPOCAMH U3y4aeMOU AUCIUTIINHBI U
MOATOTOBUTH BHICTYILJIEHHE HA KOH(EPEHIINIO;

- oO0yyaromuiics MOKET BBHIOpaTh 3aMHTEPECOBABIIYIO €r0 TEMY U pa3BUBATh €€ BO BpeMs
MIPOXOXKICHUSI IPAKTUKHU, B JATHHEHIIIEM B KYPCOBBIX U BBIMYCKHOM KBATM(PUKAIIMOHHON padoTe.

OneHka OCBOCHHsI OOy4YaromUMCs y4eOHOW JUCIUIUIMHBI B TEYEHHE 3aKPETUIEHHOTO
y4eOHBIM IJIAHOM IEPHO0/Ia OCYLIECTBIISETCS B IPOLIECCE TEKYIIEr0 KOHTPOJIS.

Texymuii KOHTPOJIb OCYIIECTBIISETCS B CICAYIOIMUX hopMax:

- (ukcanust yqyacTusi B yCTHBIX U (DPOHTAIIBHBIX OMPOCAX;

- OLIEHKA Ka4eCTBa BBINOJHEHHS WITIOCTPATUBHOIO MaTepuaia U YCTHOTO JAOKIIA/Ia;

- OIIEHKa Ka4ecTBa PabOThI MPU PEIICHUH MPAKTHYECKUX 3a7a4, KeHC-CUTyaIuil.

- KOHTPOJIb U (pUKCAIHsI MPOXOKIEHUS TECTUPOBAHUS B LIEISIX CAMOIIPOBEPKH.

- IPOBEpPKA OTBETOB Ha BOMPOCH PyOEIKHOTO KOHTPOJIS;

- MPOBEPKA MUCbMEHHBIX KOHTPOJIbHBIX 3a1aHUM.
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Bunpl 3amanuii a1 caMOCTOSTENIbHONW PaOOThI M3JI0KEHBI B 1.4 HACTOSIICH MPOTpaMMBI, a
CoOJIepKaHue 3aJaHui ISl CAMOCTOSITENILHOM paOOThI B pOpME TEKYIIEro KOHTPOJIS IO JUCIUILTHHE
MIPEJICTABIICHBI TaM K€ B 1. 6.2.

Bce Buabl aKTUBHOCTH  MpemnojaBareib (PUKCUPYET B  TEYCHHE YCTAHOBOYHO-
9K3aMCHAIIMOHHONW CECCUM M O00s3aTEIBbHO YYUTBHIBACT NPH OICHKE 3HAHUW OO0ydYaromerocs o
JTAHHOM JUCITUTUIAHE.

MeTonnyeckune ykazaHusi 10 MOATOTOBKe K MPOMEKYTOYHOI aTTecTalMU

[TogroroBka K »dK3aMeHY SBISETCS 3aKIIOUUTEIBHBIM OJTAllOM H3YYCHHS JWUCIHIUIMHBL.
DK3aMeH NPOBOJUTCS B yCTHOU M MUCHbMEHHOM (popme popme.

[Ipn moaroToBKe K MPOMEXYTOYHOW arTecTanuu oco0oe BHHUMaHHE CleayeT oOpaTHTh Ha
CJIE/TyIOIIIIE MOMEHTBI:

— BBIYYUTb ONPEEIICHUS BCEX OCHOBHBIX IMOHATHH.

— TMPOBEPUTH CBOU 3HAHUS C TIOMOIIBIO IPUMEPHBIX TECTOBBIX 331aHUH.

ConepkaHue TECTOB HAXOMUTCS B JOCTYITHOM PEXHMME C Hadaua M3y4deHUs ITUCHUIUIMHBL. B
CBSI3M C OTUM I[EeNecoo0pa3HO H3y4yaTh TECThl MO KaXJOH TeMe BMECTE C IOATOTOBKOH K
COOTBETCTBYIOLIIEMY TEKyIIeMy 3aHsTHI0. Kpome Toro, He00X0IMMO NOMHHTB, YTO YaCTh TECTOBON
6a3pl (He Oomee 10%) HENMOCPEOCTBEHHO TEpell MPOMEXKYTOUYHOW aTTecTalieil MOXKET OBITh
JIONIOJTHEHA MJIM M3MEHEHa. B cBsi3u ¢ 3THM 1enecoo0pa3Ho n3ydyaTh HE TOJIBKO TECTHI, BRIHOCHMBIE
Ha 9K3aMEH, HO M MHBIE BOIPOCHI, pACCMATPUBAEMbIC HA JICKIHUAX U 3aHATHAX. DTH U3MEHEHHS, KaK
NPaBUIIO, JOBOJATCS 0 CBEJCHUS O0YYaIOMIMXCsl Ha KOHCYJIBTAIMKU Tepe]] 9k3aMeHoM. B mpornecce
MOJATOTOBKH K IK3aMEHY BBISBIISIIOTCS BOIIPOCHI, IO KOTOPHIM HET YBEPEHHOCTH B OTBETE JIMOO
OTBeT o0ydJaroneMycsi He siceH. Ha KOHCynbTaluu 3TO MOKHO MPOSICHUTb, IIO3TOMY HETIOCEIICHHE
KOHCYJIBTAIIIM MOYKET HETaTHBHO OTPA3HUTHCS HA pe3ysibTaTax dk3aMmeHa. Ha KOHCymbTanmm Takxke
HEOOXOAMMO YTOYHHTH CYIIHOCTH MTPABUIILHOTO OTBETA HA TAK HA3bIBAEMBIE «OTKPBITHIE)» TECTHI, TO
€CThb T€ B KOTOPBIX HE TPEJICTABICHBl BapHaHTHl OTBETOB: CIMHUIIBI H3MEPEHUsS, BApPHAHT
OKPYTJICHHS U T.II. K HHBIE BOIIPOCHI 110 OPraHU3alMU U IPOBEJICHUIO SK3aMeHa.



