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1 IlepeyeHb KOMIIETEHIUI ¢ YKA3aHUEM 3TANOB UX ()OPMHPOBAHUS B Ipolecce OCBOEHHUsI 00pa30BaTe/IbHOM MPOrpaMMbl, ONIMCAHUE
nokasareJieil, KpuTepueB OLlEHUBAHUS KOMIIETEHUMA HA Pa3JIMYHBIX ITANaxX UX ()OPMUPOBAHUS, ONIMCAHME IIKAJ OLleHUBAHUS

1.1 Ilepeyenb KOMIETEHIIMI ¢ YKa3aHUEM 3TANOB UX ()OPMHUPOBAHUS B NMpoLecce OCBOEHHUS 00pa30BaTeIbHON NMPOrpaMMbl, ONIMCAHUE

noKasarejieil, KpUTepHeB OLECHHBAHUSI KOMIIETEHIMH HAa Pa3M4YHbIX 3Tanax #HX (OPMUPOBAHUS, ONHMCAHHE IIKAJ OLEHUBAHMS
(HanpaBJiIeHHOCTH (Mpoduiab) 06pasoBaTeabHOI MporpaMMbl: JIOrHCTHYECKHIT MEHEIKMEHT)
Jransl
. IMoxa3arenun %
Ilepeuenb KoMmeTeHIMIA . Kpurtepun onennBanusi KOMneTeHIui (¢opmupoBaHus IIkaja oueHUBAHUS
OLICHUBAHMS KOMIeTeHIUH S —
Bianenuem  HaBbIKaMu | — 3Hamb JOKYMEHTAJIBHOE | -UMeem 0a308ble 3HAHUA 0 TOKYMEHTAIbHOM HayaJbHbINA yIIOBJIETBOPHUTEIILHO
JIOKYMEHTAIbHOTO opopmnenne peuieHuii B | OQOPMIICHHHM pPEIICHHA B YIPaBICHYECKON (60 — 74 6a0B)
oOpMIICHUS PELIEHUN B | YIPaBICHYECKOM (TIpOM3BOACTBEHHOM ) JIeATEIbHOCTH
YIIPABICHUU (IpON3BOACTBEHHOM ) OpraHu3aluy,
ONEPALIMOHHON NEeSATEeIbHOCTH - ymMeem Ha OCHOBE IIPEIOCTaBIEHHOIO
(IpOU3BO/ICTBEHHOI) OpraHu3aluy; oOpasua BHEIPSITh TEXHOJOTHYECKHUX
JEATEIIBHOCTH > ymembp BHEJPATH | IPOYKTOBBIX WHHOBAILINI W
OpraHu3anui MIpU | TEXHOJIOTUYECKUX OpPraHM3allMOHHBIX U3MEHEHUH;
BHEJIPEHUNU IIPOAYKTOBBIX ~ WHHOBALUH | - 61adeem HAGbIKAMU TIO WHCTPYKIHUH
TE€XHOJOTMYECKHUX, I OpraHM3alMOHHBIX | MIpernoaBaTens JOKYMEHTAIBHOTO
IIPOYKTOBBIX U3MEHEHHUH; opopmieHus pemieHMH B yIpaBlIE€HUH
WHHOBAaLH WM | -61a0emb HaBBIKAMH | ONIEPALMOHHON (IpOU3BOACTBEHHOM )
OpraHU3alMOHHBIX JOKYMEHTAJIbHOTO NEATENIBHOCTH OpPraHM3allMi MpU BHEAPEHUH
usmenennii (ITK-8); opOopMIIEHUS PEIICHUA B | TEXHOJOTHYECKUX, MPOJAYKTOBBIX MHHOBAIUI
YIPABICHUM ONEPALMOHHON | WJIM OpraHU3allMOHHbBIX U3MEHEHUH,
(TIpOM3BOICTBEHHOM ) -3Haem JIOKYMEHTAIHHOE odopmieHue OCHOBHOM XOPOIIO
AEATETbHOCTH OPTaHHM3ALMN | peleHui B yIpaBICHIECKON (75 — 89 Gannos)
npu BHEJIPEHUU | (TPOU3BOICTBEHHOM) IesITEIbHOCTH
TEXHOJIOTMYECKHUX, OpraHM3aluH,
IPOAYKTOBBIX ~MHHOBAllMM | -  ymMeem  BHEIOPATH  TEXHOJOTHYECKUX
W OPraHU3aLMOHHBIX | MPOYKTOBBIX MHHOBALIUM WIH
W3MEHEHUH; OpraHU3alMOHHBIX U3MEHEHUH;
-61a0eem  HABLIKAMU  CAMOCTOSTEIHLHOTO
JOKYMEHTAJIBbHOTO O(OpPMIICHUS pEIleHUN B
yIpaBICHUU OIEPALMOHHON




JTansl
Ilepeyenb KOMMIETEeHIM A Toxasarenn N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oneHUBaAHUS
OLICHUBAHMS KOMIIETeHIN N
KOMIIEeTeHIU i
(IpON3BOACTBEHHOM ) JIeATEIIbHOCTH
OpraHu3anuit npu BHEAPEHUU
TEXHOJIOTUYECKUX, MPOTYKTOBBIX MHHOBALIUI
WJIM OPraHU3allMOHHbIX U3MEHEHUH;
- 3Haem JIOKyMEHTalbHOE O(hOpMIICHUE 3aBepIIAIOILUiIL OTJINYHO
perieHui B yIpaBIeHYECKON (90 — 100 6annoB)
(IpON3BOACTBEHHOM ) JIEeATEIIbHOCTH
OpraHu3allui,
- ymeem  BHEIPATb  TEXHOJOTMYECKUX
MIPOYKTOBBIX WHHOBAIINH WIH
OpraHU3allMOHHBIX U3MEHEHUH;
-g1a0eem  ONbLIMOM JOKYMEHTaIbHOTO
oQopMmIIeHHS ~ pelleHMd B yNpaBJICHUH
OIIepaliMOHHON (TpOU3BOACTBEHHON)
NESATENIbHOCTH OpraHM3alliii MpU BHEIPEHUH
TEXHOJOTHYECKHUX, MPOAYKTOBBIX WHHOBAIIHIA
WM OpraHU3allMOHHBIX U3MEHEHUH;
BJIAJICHUEM  HaBbIKAMH | — 3Hamb TpeOOBaHUS K | -umeem 0Oa3oevle 3HAHUA O TPEOOBAHMIX K HavyaJbHbIA yIOBJIETBOPHUTEIILHO
aHaiiM3a MHGOpPMAILMU O | COCTABICHUIO U | COCTaBJIEHUI0O U O(OPMIIEHHIO JOKYMEHTOB; (60 — 74 6a0B)
(GyHKIIMOHUPOBAHHUH o(opMIIeHHIO JTOKYMEHTOB; | OPraHU3aLMU JOKYMEHTO000pOTa: TpHEME,
CHUCTEMBl  BHYTPEHHETO | OpTaHU3AIUIO o0OpaboTke, pETHCTpaINH, KOHTpOIJIE,
JOKYMEHTO0000poTa JOKYMEHTO000pOTa: MpUEM, | XpaHEHMM W YHHUYTOXXEHUU JOKYMEHTOB, a
OpraHM3aly, BeJeHHs | 00pabOTKy, pPErucTpalnio, | TaK)Ke HOMEHKIJIAType Ael;
6a3 JTAHHBIX 1O | KOHTPOJIb, XpaHEHHEe W |- yMeem Ha OCHOBE THUIOBBIX 3ajad
Pa3IUYHBIM MOKA3aTeNsiM | YHUUTOKEHUE JIOKYMEHTOB, | aHAJIU3UPOBATh MH(pOpMaLIHIO 0
u (dbopMUpOBaHUA | a TAK)KE HOMEHKIIATYpy Je; | GYyHKIMOHUPOBAHUU CHUCTEMBl BHYTPEHHETO
UH()OPMAITHOHHOTO - yMemb QAHATU3UPOBATH | TOKYMEHTOOOOPOTAa ; BECTH 0a3y JaHHBIX IO
o0ecrieueHus uH(pOpMaINIO O | pa3MTUYHBIM TOKA3aTeNsIM UH(POPMAITMOHHOTO
YYaCTHHKOB (HYHKIIMOHUPOBAHUHT obecrieueHus;
OpraHU3aIMOHHBIX CHUCTEMBI BHYTPEHHEIO | - 671adeem HAGbIKAMU TI0 HWHCTPYKLUU

nporecco(ITK-11);

JIOKYMEHTOO0O0pOTa ; BECTH

npenoaaBaTejid COCTABJICHUSA 0a3nl JaHHBIX




Jransl
. IHoka3zartenun .
Ilepeyenb KOMMIETEeHIM A N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oneHUBaAHUS
OLleHHBAHHUS KOMIIeTEeHIU I .
KOMIIeTeHIHii
6azy JTAHHBIX 10 | BHYTPEHHETO JTOKYMEHT0000poTa
pasNMYHBIM  [IOKa3aTeJsM | OpraHu3aluu; BJIAJIETh HaBbIKAMU
MH(POPMAITMOHHOTO 00eCIeYeHnsl yJYaCTHUKOB OPTaHU3aIlHOHHBIX
obecrieyeHus ; IIPOLIECCOB  BXOAIIMMH M UCXOJSAIIUMHU
-61a0emp HaBBIKAMU | JIOKYMEHTAMH;
cocTaBjieHUs 0a3bl JAHHBIX | -3Ha@em TPeOOBaHHWS K COCTABJICHUIO U OCHOBHO XOPOILIO
BHYTPEHHETO 0(hOpMIICHHIO JOKYMEHTOB,  OpPTraHH3AILUI0 (75 — 89 6anoB)
JOKYMEHTO000poTa JOKYMEHTOO0OpOoTa:  mpueM,  00paloTky,
OpraHU3aINH; BIAJCTh | pETUCTPAIIMIO, KOHTPOJIb, XpaHCHHE U
HaBBIKAMHU obecricyeHHs | YHUYTOKCHUE  JIOKYMEHTOB, a  TaKxKe
YYaCTHHKOB HOMEHKJIATYpy Jell;
OpraHU3alOHHBIX - yMeem aHaNW3UpPOBaTh UHQPOPMAIUIO O
IIPOLECCOB  BXOAAIMMHU M | QYHKIIMOHUPOBAHUH CHUCTEMBI BHYTPEHHETO
UCXOAALIUMHU JOKYMEHTO000pOTa ; BeCTH 0a3y AaHHBIX 11O
TOKYMEHTaMH, Pa3IMYHBIM TTOKa3aTesiM HH()OPMAIHOHHOTO
o0ecIieueHNns;
-61a0eem  HABGBLIKAMU  CAMOCTOSATEIBHOTO
cocTaBlieHUs] 0a3bl JIaHHBIX BHYTPEHHETO
JTOKYMEHTO000pOTa OpraHW3aly; BIAJIETh
HaBblKaMH  obOecreueHus YYaCTHUKOB
OpPTaHU3AIMOHHBIX TPOIECCOB BXOIAIIAMH H
UCXOASIIMMH JOKYMEHTaMH,
-3Haem TPEOOBaHUS K COCTaBICHUIO W 3aBepILIAIOLINiT OTJINYHO
0(hOopMIIEHHIO JTOKYMEHTOB;  OpTaHU3aIHIo (90 — 100 GanoB)
JOKYMEHTOO0OpoTa:  TpueM, 00paboTKy,
perucTpanuio, KOHTPOJIb, XpaHEHHE U
VHHUYTO)KCHHE  JOKYMEHTOB, a  TaKke

HOMEHKJIATYpy JIe,

- yMeem aHAIM3UPOBaTh HH(OOPMAIHIO O
(YHKIIMOHMPOBAHUU CHUCTEMBI BHYTPEHHETO
JIOKYMEHTOO0OpOTa ; BECTH 0a3y JaHHBIX IO




Jransl
Ilepeyenb KOMMIETEeHIM A Toxasarenn N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oneHUBaAHUS
OLICHUBAHMS KOMIIETeHIN N
KOMIIEeTeHIU i
Pa3IMYHBIM NOKa3aTelsiM MH()OPMAIMOHHOTO
oOecIieueHus;
-61a0eem  ONvIMOM  COCTAaBIECHUS  0a3bl
JaHHBIX BHYTPEHHETO JIOKYMEHTOO0OpOTa
OpraHM3allK; BJIAJETh ONBITOM 00€CHEUYEeHHUs
YY4aCTHUKOB OPTaHM3AI[MOHHBIX MPOIECCOB
BXOJSIIIMMH M UCXOJSAIIMMU JTOKYMEHTaMH;
BJIQJICHHEM  HAaBBIKAMH | — 3HAmMb OPTaHU3ALOHHBIC | -UMeem oazoevte 3HaHUA 00 HavyaJIbHbIA yIIOBJIETBOPHUTEIIEHO
HOJTOTOBKU u paclopsAUTENbHbIE | OPraHU3ALMOHHBIX M PacHOPSAMTEIbHBIX (60 — 74 6a0B)
OpraHU3aIMOHHBIX U | JOKYMEHThl HEOOXOAMMBIE | JOKYMEHTaX, HEOOXOAUMBIX [UJIsl CO3JaHUS
pacnopsaUTENbHbIX JUIE  CO3JAaHMS  HOBBIX | HOBBIX MPEINPUHUMATEIBCKUX CTPYKTYP;
JIOKYMEHTOB, MpeANPUHUMATEIbCKUX - yMeem Ha OCHOBE HPEIOCTAaBIECHHOTO
HEO0OXOIUMBIX JUISL | CTPYKTYP; oOpasua opopMIIAThH u IIPOBEPATH
CO3/1aHHUs HOBBIX | - ymemsb OGOPMIATH | | MPABHIBHOCTh O(OPMIICHUS JOKYMEHTAIUH B
OPEeIIPUHUMATEIbCKUX | IPOBEPSITh  IPABHIBHOCTH | COOTBETCTBUU c YCTaHOBJIEHHBIMU
crpykryp (ITK-20). oopmienus TpeOOBaHUSMH, B TOM YHUCIE HCIOJIb3Ys
JTOKYMEHTAIIH B | MH(QOPMAIIMOHHBIE TEXHOJIOTHH;
COOTBETCTBUU C |- 6nadeem HagvlKamu JIOKYMEHTAJIbHOTO
YCTaHOBJICHHBIMU oopmiieHus yIpaBICHYECKUX
TpeOOBAHUSAMH, B TOM YHCIIE | ,OPTAHU3ALMOHHBIX U  PacCHOPsAAUTEIbHBIX
UCIIOJIB3YS JIOKYMEHTOB,
MH(pOPMalOHHbIE -3Haem OpraHu3al[OHHbIE u OCHOBHOM XOpOIIOo
TEXHOJIOTHH, pacropsIuTeabHbIC JOKYMEHTBI (75 — 89 6amnoB)
-61a0emp HABLIKAMU | HEOOXOMUMBIE  JUIS ~ CO3/IaHUSl  HOBBIX
JIOKYMEHTAJIbHOTO MPEIIPUHIMATENBCKHX CTPYKTYP;
oopmienus -  ymeem  odQOpMISATH M  TPOBEPSATH
YIpaBIE€HYECKUX MPaBWIBHOCTh 0OPMIICHHS JOKYMEHTAIH B
,OPTraHU3alMOHHBIX U | COOTBETCTBUU c YCTaHOBJICHHBIMH
pacnopsAUTEIbHBIX TpeOOBaHUSAMH, B TOM YHCJIE HCIOIb3YS
JIOKYMEHTOB. nH(pOPMAIMOHHBIE TEXHOJIOTUH,

-¢/1a0eem HaevlKamu CaMOCTOATECIIBHOI'O




JTansl
. IHoka3zartenun .
Ilepeyenb KOMMIETEeHIM A N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oneHUBaAHUS
OLICHUBAHMSA KOMIIeTeH Ml N
KOMIIeTeH I i

JOKYMEHTAIBbHOT O odopmiteHUS
YIIPaBIECHYECKUX ,OpPraHU3alMOHHBIX U
PaCOPSAIUTENBHBIX TOKYMEHTOB.
= 3Haem OpraHu3alMOHHbIE u 3aBepLIAIOILUN OTJINYHO
pacrnopsIuTeNIbHbIE JIOKYMEHTBI (90 — 100 6ammoB)
HEOOXOIUMBIE Ui CO3JaHUSl  HOBBIX
MPEANTPUHUMATEIBCKUX CTPYKTYP ;
- ymeem  OopopMIISITH U TPOBEPSTH

MIPaBIWIBHOCTh O(OPMIICHHS JOKYMEHTAIUH B
COOTBETCTBUU c YCTaHOBJICHHBIMU

Tpe60BaHI/I$[MI/I, B TOM YHUCIIC MUCIIOJIb3Yys
I/IH(I)OpMaI_[I/IOHHBIG TCXHOJIOTUU,

-¢/1a0eem onsimom JOKYMCHTAJIBHOI'O
O(I)OpMJ'IeHI/ISI YIIPABJIICHYCCKUX
,OPTaHU3AIIMOHHBIX HW  PaCIOPAAUTCIbHBIX
JOKYMCHTOB.

1.2 Hepeqeﬂb KOMIIEeTEHIIHIi ¢ YKa3aHuEM ITAllOB UX Q)OpMHpOBaHHﬂ B IMpouecce oCBOCHUs 06pa30BaTeJ’leOﬁ nporpaMmmabl, OIMMCAHUEC

nokasarejieil, KpUTepHeB OLECHHBAHUSI KOMIIETEHIMI Ha Ppa3JHYHBIX IJTanax #uX (opMUPOBAHHA, ONHCAHHE IIKAT OLEHUBAHUA
(nanpaByieHHOCTH (MPoduiIb) 00pa3oBaTeIbHOI MporpaMMbl: MeHeKMeHT KOMMEPYeCKHX U HEeKOMMePYeCKUX OpraHu3aluii)
dransl
. IToka3zarenn <

Ilepeyens KoMmeTeHIMI . KpuTtepuu oueHuBanusi KoMmneTeHIuii ¢opmupoBanus IIkana oneHuBaHUsA

OLlEHNBAHUS KOMITETEeHIHit .

KOMIeTeHIHi

Brnagennem  HaBbIKaMu | — 3Hamp JTIOKyMEHTAIbHOE | -umeem 0a306bie 3HAHUA 0 NTOKYMEHTAIILHOM HaYaJIbHBIH YIIOBJIETBOPHUTEIILHO
JIOKYMEHTAIbHOTO opopmiieHne pemieHud B | opOpPMIIEHUH pelIeHUuN B yHpaBiIeHYECKON (60 — 74 6annoB)
oopmieHHs pelIeHuil B | yIpaBiIeHYeCKOH (IpON3BOACTBEHHOM ) JIESATEIIbHOCTH
YIIPAaBICHUU (IpOU3BOACTBEHHOM ) OpraHu3aluy,
OIepalMOHHON JESTEIBHOCTH - yMeem Ha OCHOBE IIPEIOCTaBIEHHOTO
(TpOM3BOICTBEHHOM ) OpraHu3aIuy, obpasia BHEZIPATH TEXHOJIOTHYECKUX
JESATENILHOCTH - ymembo BHE/IPATH | MPOJYKTOBBIX WHHOBAaIUI WIH
OpraHu3aIui IIPU | TEXHOJIOTUYECKUX OpraHU3alOHHBIX U3MEHEHW;
BHE/IPCHUU IIPOJYKTOBBIX ~WHHOBALUH | - 61adeem HAGHIKAMU TIO WHCTPYKIHMH




Jransl
. IToxasaresn .
Ilepeyenb KOMMIETEeHIM A N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oueHuBaAHUS
OLlCHUBAHMS KOMIeTeHIn i .
KOMIIeTeHIn i
TEXHOJOTMYECKHUX, I OpraHU3ALMOHHBIX | IIPENOJaBaTels JOKYMEHTAIIbHOTO
IIPOIYKTOBBIX U3MCHEHUN; opopmieHus pelmwieHMH B yIpaBJIEHUU
MHHOBAaLIUH WM | -61a0embs HAaBBIKaAMH | OIIEPALMOHHOU (Ipou3BOACTBEHHOM )
OpraHU3alMOHHBIX JOKYMEHTaJIbHOI'O JEATEIIBHOCTH OPraHMU3allMi NpPU BHEIAPCHUU
usmenenuii (I1K-8); oopmieHnss pemieHH B | TEXHOJOTHYECKUX, MPOTYKTOBBIX MHHOBALIUH
YIIPaBICHUM ONEPALMOHHOMN | WM OpPraHU3alMOHHBIX U3MEHEHUH,
(Ipon3BOACTBEHHON) -3Haem  JIOKyMEHTalbHOE  odopmiieHHE OCHOBHOM XOpOLIO
NEATEIbHOCTH OpraHu3allui | pemeHuin B YIIPaBICHYECKON (75 — 89 6annoB)
pu BHE/IPCHHH | (IIPOU3BOJACTBEHHOM) JEeATEIbHOCTH
TE€XHOJIOTUYECKUX, OpraHu3aluy,
IPOAYKTOBBIX ~MHHOBAalUM | -  ymeem  BHEAPATH  TEXHOJOTHMYECKHX
I OPraHM3allMOHHBIX | MPOTYKTOBBIX MHHOBAIUH U
U3MEHEHUH; OpraHU3alMOHHBIX U3MEHECHHH;
-61a0eem  HABLIKAMU  CAMOCTOSATEIBLHOTO
JOKYMEHTAJIBHOIO O(OpMJIEHUS PEIICHUN B
yIpaBIECHUU OIlepalMOHHON
(IpON3BOACTBEHHOM ) JIEeATEIIbHOCTH
OpraHu3anui npu BHEJPEHUN
TE€XHOJIOTMYECKUX, MPOIYKTOBBIX MHHOBAIIHUA
WJIM OPraHU3alMOHHbIX N3MEHEHNH;
- 3Haem JIOKyMEHTallbHOE O(OpMIICHHE 3aBeplIAOIIUI OTJINYHO
pelieHni B yIIpaBJIEHYECKON (90 — 100 GannoB)
(TpOM3BOACTBEHHOM ) JIeATEITbHOCTH
OpraHM3allH;
- ymeem  BHEApPATb  TEXHOJOTMYECKHX
IIPOYKTOBBIX WHHOBAIUH WIH
OpraHMU3al[MIOHHBIX U3MEHEHUH;
-61a0eem  ONbLIMOM JOKYMEHTaJIbHOIO
opopmieHus pelmieHMH B yIpaBJICHUU
OnepalrOHHOU (TIpOM3BOACTBEHHOI )

JIeSITeNIbHOCTH OpPraHM3alliii MpPU BHEIPEHHUH




Jransl
Ilepeyenb KOMMIETEeHIM A Toxasarenn N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oueHuBaAHUS
OLleHHBAHHUS KOMIIeTEeHIU I .
KOMIIeTeHIHii
TE€XHOJIOIMYECKUX, MTPOIYKTOBBIX MHHOBAIUM
WA OPraHU3alMOHHBIX U3MEHEHMIH;
BIAJCHUEM  HaBbIKAMH | — 3Hamb TpPEOOBAaHUS K | -UMeem 0a3o6vle 3HAHUA O TPEOOBAHMAX K HavaJbHbIN yIIOBJICTBOPHUTEILHO
aHanu3a MHQPOPMALUU O | COCTABJICHUIO U | COCTaBJICHUI0 M O(QOPMIICHHIO JOKYMEHTOB; (60 — 74 6annos)
(yHKIIMOHUPOBAHUU oopmieHNIO TOKYMEHTOB; | OpraHM3alUU JIOKYMEHTO00O0pOTa: TpHEME,
CHUCTEMBbl ~ BHYTPEHHEro | OpraHu3aluio o0paboTke, perucTpanui, KOHTpOJIE,
JOKYMEHTO000poTa JOKYMEHTO000pOTa: TpPUEM, | XpaHEHHH W YHUYTOXXCHUU JOKYMEHTOB, a
OpraHu3aliiy, BeleHUs | 00paboTKy, PErucTpaluio, | TaKk)Ke HOMEHKJIaType Jien;
0a3 JTAHHBIX [0 | KOHTPOJIb, XPAHEHWE W |- JymMeem Ha OCHOBE THUIIOBBIX 3aday
Pa3JIMYHBIM [TOKA3aTeNsIM | YHUUTOKEHUE JOKYMEHTOB, | aHAJIM3UPOBATh UH(POPMALIUIO 0
U (dbopmupoBaHUs | a TAK)KE HOMEHKIIATYPY AeT; | QyHKIIMOHUPOBAaHMK CHUCTEMBI BHYTPEHHETO
UH(POPMALIMOHHOTO - yMemb AHAIM3UPOBATH | JOKYMEHTOOOOPOTa ; BECTH 0a3y AAHHBIX 110
o0ecrnieueHus nH(pOopMaLNIo O | pa3IUYHBIM IOKa3aTeNIsIM MHPOPMAIIMOHHOTO
Y4aCTHUKOB (YHKIIMOHUPOBAHUU obecrieyeHus,
OpraHU3aIl[MOHHBIX CUCTEMBI BHYTPEHHETO | - 61a0eem HAGblKamMu 10 HUHCTPYKLUU
npoueccos(I1K-11); JOKYMEHTOO0O0pOTa ; BECTH | NMPENoAaBaTesis COCTaBIeHUs 0a3bl JaHHBIX
0azy JTAHHBIX 10 | BHYTPEHHETO JOKYMEHTO000poTa
pa3IMYHBIM  TIOKA3aTelsM | OpraHu3aluiy; BJIAJIETh HaBBIKAMU
MH(}OPMALIOHHOTO o0OecrieyeHrs Y4aCTHUKOB OpraHU3allOHHBIX
obecrieueHus | MIPOLIECCOB  BXOMALIMMH U HCXOIALIMMHU
-g1a0emp HaBbIKaMH | JOKYMEHTaMH;
cocTaBjieHusi 0a3bl JAHHBIX | -3H@em TPeOOBaHUS K COCTaBJICHHIO U OCHOBHOM XOpomIo
BHYTPEHHETO 0(hOPMIICHHIO JOKYMEHTOB,  OpPTaHH3AIUI0 (75 — 89 6annos)
JTOKYMEHTO0000poTa JOKYMEHTO00OpoTa:  mpueM, 00palboTKy,
OpraHu3aluiy; BJIQJIETh | pETUCTPALIMIO, KOHTPOJIb, XpaHEHHEe U
HaBBIKAMU obecrnieyeHMs | YHUYTOKCHHE  JIOKYMEHTOB, a  TaKxKe
Y4aCTHUKOB HOMEHKJIATypy Jell;
OpraHMU3alMOHHBIX - yMeem QaHAIM3UPOBaTh HH(MOPMAIMIO O

MPOIECCOB BXOIAIIUMHU U
UCXOOAIIMHA
JIOKYMEHTaMU;

(GYHKIIMOHMPOBAHHM CHUCTEMBI BHYTPEHHETO
JOKYMEHTO00OpOTa ; BeCTH 0a3y JaHHBIX IO
pa3IUYHBIM TOKA3aTeIsIM MHAOPMAITMOHHOTO
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Ilepeyenb KOMEeTEeHIUIA

IToxka3zaTenn

OllEHMBAaHMA KOMIIETEHIUI

Kpurepun oueHuBaHUS KOMIETEHIUI

ITanbl
(popmupoBanus
KOMIIETeHIH I

IIkana oneHNBaHUA

obOecIeyeHus;

-6nadeem  HAGLIKAMU  CAMOCTOSATEIHLHOIO
COCTaBJIeHUs] 0a3bl JAaHHBIX BHYTPEHHETO
JOKYMEHTOO0OpOTa OpraHM3alid; BIAJETh
HaBbIKAMH O6€CHC‘-ICHI/ISI y‘IaCTHI/IKOB
OpPraHU3alHOHHBIX IIPOIIECCOB BXOMSIIUMH U
NCXOOAIIINMHA )]OKYMGHTaMI/I;

-3Haem TPeOOBaHUS K COCTaBICHHUIO W
O(QOPMIICHHIO JIOKYMEHTOB;  OPTaHU3AIHIO
JOKyMEHTOoOOOpoTa:  mpueMm, o0paboTky,
pEeTHCTpalio, KOHTPOJIb, XpaHCHHE U
YHUYTOXXEHUE ~ JIOKYMEHTOB, a  TaKxke
HOMEHKJIATYPY JIeT,

- yMeem aHanu3upoBaTh WHPOPMAIUIO O
(YHKITMOHUPOBAHUH CHUCTEMBI BHYTPEHHETO
JIOKYMEHTOO00OpOTa ; BecTH 0a3y JaHHBIX MO
Pa3IUYHBIM TTOKA3aTeNsIM UHPOPMAITMOHHOTO
o0ecIieueHns;

-g1a0eem  OnbIMOM  COCTaBIIeHUS  0a3bl
JTaHHBIX BHYTPEHHETO JIOKYMEHTO00OpOoTa
OpTraHM3aIMH; BJIAJICTh OIBITOM 00CCIICUCHHUS
YYaCTHUKOB OPTaHHU3AI[MOHHBIX IPOIIECCOB
BXOJISIITUMH M UCXOJSIIIMMHA JJOKYMEHTaMHU;

3aBepILAOIIHMA

OTJIMYHO

(90 — 100 GasoB)

BIIaJIEHUEM
[IOJATOTOBKHA
OpTraHU3aIMOHHBIX u
pactopsaAUTeIbHBIX
JIOKYMEHTOB,
HEOOXOIUMBIX IUIS
CO3JaHUs HOBBIX
PEITPUHIMATEITBCKUX

HaBbIKaMH

— 3Hamb OPraHU3ALMOHHBIC
u pacropsIANTENIbHBIE

JOKYMCHTBI
IUIE  CO3JaHus
MPEINPUHIUMATEbCKUX
CTPYKTYD,

- ymembp
IPOBEPATH

opopMIATH

HEeO0OXOaUMBIE
HOBBIX

n

IMPAaBUJIBHOCTH

-umeem oazoevle 3HAHUA 00
OpFaHI/ISaHI/IOHHBIX 158 paCHOpﬂ)II/ITeJ'II)HBIX
JOKYMEHTaX, HEOOXOJMMBIX [JIsi CO3HaHHUS
HOBBIX IIPEAIIPUHUMATENBCKUX CTPYKTYDP;

- yMeem Ha OCHOBE NIPEIOCTAaBICHHOTO
obpasia 0OpMIIATH u MIPOBEPATH
MPAaBUIBLHOCTh OPOPMIICHHUS JOKYMEHTAIUU B
COOTBETCTBHU c YCTaHOBJICHHBIMU

HavYaJIbHBIN

yIOBJIETBOPHUTEIILHO
(60 — 74 6annoB)




11

JTansl
. IHoka3zartenun .
Ilepeyenb KOMMIETEeHIM A N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oueHuBaAHUS
OLICHUBAHMS KOMIIETeHIN N
KOMIIEeTeHIU i
crpykryp (ITK-20). odopmiteHus TpeOOBaHUSMHU, B TOM YHCJIE WCIONB3YS
JOKYMEHTaIluu B | HUH(QOPMAIMOHHbIE TEXHOJIOTHH;
COOTBETCTBUU C |- e6nadeem HagvlKamu JOKYMEHTAIBHOTO
YCTaHOBJICHHBIMU oopmieHus yIpaBIECHYECKUX
TpeOOBaHUSMU, B TOM YHUCIIE | ,OPTAHU3AIMOHHBIX H  PACIOPSIATEIBHBIX
UCIIONB3YS JIOKYMEHTOB;
nH(POPMAaIOHHBIE -3Haem OpraHM3allOHHbIE u OCHOBHOM XOpOILIO
TEXHOJIOTUU, pacropsaInuTeabHbIE JOKYMEHTBI (75 — 89 6annoB)
-6/1a0emb HABBIKAMH | HEOOXOIWMBIE  JUIT  CO3JaHHS  HOBBIX
JOKYMEHTAJIBHOTO MPEeANPUHUMATEIECKUX CTPYKTYD;
odopmIIeHUS - ymeem  ohOpPMIISITH W TPOBEPSATH
yIPaBICHUYECKUX MIPaBIWIBHOCTH 0(OPMIICHHS JOKYMEHTAIH B
,OPTaHU3AIMOHHBIX U | COOTBETCTBUU c YCTaHOBJICHHBIMU
paciopsANTENbHBIX TpeOOBaHUSMH, B TOM YHCIE HCIONB3YS
JTOKYMEHTOB. MH()OPMAIIMOHHBIC TEXHOJIOTHH;
-g1a0eem  HAGLIKAMU  CAMOCTOSATEIBLHOIO
JIOKYMEHTAIBHOTO opopmIteHUs
yIpaBICHUYECKUX  ,OPTaHU3AIMOHHBIX |
pacropsIINTENbHBIX IOKYMEHTOB.
- 3Haem OpraHU3allMOHHbIE u 3aBepIIAIOIINIA OTJINYIHO
pacrnopsIuTeIbHbIE JIOKYMEHTBI (90 — 100 GamoB)
HEOOXOMUMBIE  JUISI  CO3JaHUS  HOBBIX
MPEANPUHAMATEIIbCKUX CTPYKTYP ;
- ymeem  OopopMISITH U TIPOBEPSTH

MPAaBUIBHOCTh OPOPMIICHHS JTOKYMEHTAIA B
COOTBETCTBUU c YCTaHOBJICHHBIMU
TpeOOBaHUSIMH, B TOM WYHCIIE WCIIONB3Ys
nH(pOPMAIMOHHbBIE TEXHOJIOTUH,

-e1a0eem  ONBIMOM  JOKYMEHTAIBHOTO
oopmienus YIPaBIEHYECKUX
,OPTaHU3AIMOHHBIX M PacloOpsIUTEIbHBIX
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JTansl
. IHoka3zartenun .
Ilepeyenb KOMMIETEeHIM A N Kpurtepun oneHnBaHus KOMIIETEeHIM T (popmupoBanus IlkaJja oueHuBaAHUS
OLICHMBAHMS KOMIIeTeHIU N
KOMIIeTeHIHii
JIOKYMEHTOB.
IlIkajbl oneHNBAHUA KOMIIETEHIIWI HA Pa3JIMYHbIX dTanax ux popmupoBanus
HauanibHblii 3Tan OcHOBHOM YTan 3aBepIarnuii sramn
61 — 75 6amnoB 76 — 90 6amioB 91 — 100 GaynoB

Ha mnauanenom smane (HOpMUPOBAHHS KOMIETEHIUH (QOPMHUPYIOTCS 3HAHHS, YMEHHUS W HAaBBIKM, COCTaBISIONIME 0a30BYI0 OCHOBY
KOMIIETEHIMH, 0e3 KOTOpOil HEBO3MOXHO €€ JanbHeillee pazButue. Kpumepuii oyenuganuss — CIOCOOHOCTb BOCIPOU3BOIUT TEPMHUHBI, (AKTBHI,
METO/BI, MOHSTHS, IPUHIIMIIEI U TIPABUIIA; CIIOCOOHOCTH pemIaTh Y4eOHbIEe 3a1a41 10 00pasiry.

Ha ocnosnom smane GOpMHpPOBaHHS KOMIETEHIMH MPHOOpPETAETCs OMBIT JESATENbHOCTH, KOTJa OT/AEIbHbIE KOMIIOHEHTHl KOMIIETEHIIUU
HAaYMHAIOT «paboTaTh» B KOMIUIEKCE M IPOUCXOAMT BbIPAOOTKA HHAMBHUIYAJILHOTO aJIFOpUTMa NPOAYKTUBHBIX JEHCTBUH, HAIpaBJIEHHBIX Ha
JOCTH)KEHHE MOCTaBICHHON 1ienu. Kpumepuil oyenueanusi — ClIOCOOHOCTh K aHAIMTHYECKUM JIEHCTBUAM C MPEIMETHBIMHM 3HAaHUSMH [0 KOHKPETHON
JUCLUILIMHE, CIOCOOHOCTh CaMOCTOSITENIbHO pelIaTh yuyeOHbIE 3a/laui, BHOCS KOPPEKTUBBI B aJTOPUTM JIEHCTBUMN, OCYIIECTBIISISI KOOPAMHUPOBAHUE
Xo71a paboThl, CHOCOOHOCTh IEPEHOCUTh 3HAHUS U YMEHUS Ha HOBBIE YCIIOBHSL.

Ha 3asepwarowem smane MpouCXOoANUT OBIaJieHHe KomnereHuuen. [lo pesynpraTam 3TOro 3tama oO0y4yaroUIUicsl JEMOHCTPUPYET UTOTOBBIN
YPOBEHb C(POPMUPOBAHHOCTH KOMIETEHUUH. Kpumepuii oyenusanus — CIOCOOHOCTh MCHOJIb30BATh 3HAHMS, YMEHHUsS, HAaBbIKU MpPU PEIICHUH 3a]ad
MOBBIIEHHON CII0KHOCTH M B HECTAaHAAPTHBIX YCIOBUSIX.



2 MeTtoauyeckue MaTepuajbl U THIOBbIE KOHTPOJIbHbIE 3a/JaHHs, HeOOXOIMMBbIe
JJIS OLlEHKH 3HAHWI, YMEHHH, HABBIKOB U (WJIN) ONbITA 1eATEJILHOCTH, XapAKTEPU3YIO LM X
Tanbl (JOPMUPOBAHNS KOMIIETEHIIHI B Npolecce 0CBOCHUsI 00Pa30BaTe/bHOI MPOrPaMMbl

2.1 TunoBble KOHTPOJIbHbIC 32aJaHUS, MCIOJb3yeMble IS NPOBEAEHUsS] BXOJIHOIO
KOHTPOJIS

1. Kakoe konm4ecTBO (PyHKITMOHAIBHBIX CTHJICH IPUHSATO BBIACIATH?

A)4;

b)3;

B)S;

Nl.

2.Kakwue 4epTsl npucyIy o(pUIHAITEHO-AEIOBOMY CTHIIIO?

A)To4HOCTB;

b)CrangapT30BaHHOCTH;

B)OMmonmonanbHOCTS;

I'YOOBEKTUBHOCTG.

3.B KakoM CTUJIE YMECTHBI U ONIPaBAAHHbI KaHUEISPU3IMBbI?

A)B Xyn0XKeCTBEHHOM;

b)B odurmansHo-1€710BOM;

B)ITyOonumuctruyeckuii;

I"Hayunowm.

4.Kak 00b19HO 0(OPMIISIOTCS I€IOBBIC TChMa?

A)Ha Gnankax opraHu3aiuy;

b)Ha snmcre popmara A4;

B)Ha terpagHom nucre.

5.CymiecTBYIOT JIM KJIMIIE JUIsl COCTaBJIEHUs JIEJI0BOr0 Nuchbma?

A)la;

b)Her.

6. B kakoMm psiy Bo Bcex ClIOBax MpoMyIlieHa 0e3yaapHas mpoBepsieMasi riiacHa KOpHs?

A)III..rTaTbes, BO3J..TaTh, 4..CTOTHOCTH;

B)IIpoBo3ri..mark, ¢..cTeMaTUYECKHil, IPOM..KaTh;

B)Y..cTomioTHbIH, K. .MUyKHHA, II..TBIHCKUH;

I')CM..ruutsh, pack..JioTh, C..MBOJIHKA.

7. B xakoM psily BO BCEX CJIOBax MPOMYIIEHa O/IHA U Ta ke OykBa?

A)IIp..crapensiii, mp...TsI3aHKUE, NP..JIbIIATS;

B)IIp..certuthbes, np..T3aHue, Op..JIbIIATh;

B)Ip..uyuBblii, mmp..cnoco0ieHue, mp..mpoBoInTh;

I")IIp..Bo3MOYB, Ip..JIFO1US, TIP..MEUAHUE.

8. B xakoMm npeoxenuu -HE ¢ npuyactrem numercs CiauTHO?

A)(HE)npoBepeHHble (akThl MPUILIOCH JOJITO OIPOBEPraTh;

b)Bospems (HE)packpbiToe npaBoHapylIeHHE CYyIIECTBEHHO 3aMETUIIO0 X0 COOBITHIA;

B)(HE)Bbu1ereBuinii B BopoHexx caMosieT 0KuAall CBOEH O4epein eIle CyTKH;

INN36ymka tak u (HE)ckpbiTa OT M100OMBITHBIX TJ1a3.

9. B kakoMm psiy yKazaHbl B3auMoO3aMeHsieMble (HE3aBUCUMO OT CTHJISl, BDEMEHH U T.1.)
BapHaHThI?

A)JIMHrBUCTHKA — A3BIKO3HAHUE;

b)Komnac-kommnac;

B)I'nmaza-ouwn;

I")Betpsi-BeTpa.

10. B xakoMm mipeiiokeHru mporyiiena oyksa 1?

A) (H..) pa3 oT CKyku OH CBOM MEYTHI MHE JIOBEPSLT;

b)Hawm Henb3s (H..) NIpUTIacuTh €ro;
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B)I'ne Toapko (H..) BOeBall 3TOT TeHEpa;
INKaxk (H..) TpyaHA HOpora, ABUTATHCS BIiepEn HEOOXOUMO.
11. YkaxuTe BapuaHThl OTBETOB, B KOTOPBIX BO BCEX CJIOBAaX OJHOTO psijia MPOIYyIICHA

OJlHa U Ta e OyKBa.

CJIOBA.

A) TIp..TJIYIIUT, TIP..ICTABUTh, TIP.. TBOPUTH (JIBEPH);

b) u..ruars, He..ropaeMbli, U..MECHUTH;

B) npen..HBECTULIMOHHBIN, TOA..TOXKHTD, 3a..CKPUTD;

I') Henp..OyAHBIH, B..CKIIUKHYTb, B..TKHYTb;

J1) Ha..TpEeCHYTBIH, 110..KpaAbIBaThCs, HO..paCcTH.

12. B ogHOM M3 BBIAETICHHBIX HIDKE CIIOB JOIMYIIEHA OIMMOKa B 00pa3oBaHUU (OPMBI

A)lpeirayts 605ee BBICOKO;

B)AVPEKTOPHI mikou;

B)K IBE ThICAYU Tpuanaromy roay;

INKurens 6e3 [IOI'OH;

J)ABOE xoznsr.

13. YcraHoBuTE COOTBETCTBHE MEXKAY I'PaMMaTHUYECKUMH OIIMOKAMU U MPEIJIOKEHUSIMH,

B KOTOPBIX OHH JONYIICHBI.

['pammaTHyeckue OmUOKU:

A) Hapymienue B moCTpOSHHH MPEUIOKEHUS C TPUIACTHBIM 000POTOM;

b) Hapymienue BugoBpeMeHHOM COOTHECEHHOCTH TTIArOIbHBIX POpM;

B) Omun6ka B mocTpoeHUH CII0KHOMOTYMHEHHOTO MPEITIOKEHHUS;

I') Hapymienue cBA3u MEXIy MOATEKALTUM U CKa3yeMbIM;

1) HenpaBwmiibHOE ynoTpebiieHue maie:kHOH (POPMBI CYIIECTBUTEIBHOTO C TIPEIIOTOM.
IIpennoxenus:

1) bnaromapss rasersl Mbl y3HalIM O BO300OHOBJIEHHH TEIUIOXOAHOIO Mapuipyra K

((CeBepHBIM OCTpOBaM»,

2) AKTHBUCTBI OOLIECTBEHHBIX JIBUKCHUH 3a0BUTH O Pa3HOTJIACUAX U €IUHBIM (POHTOM

BBICTYITUIN IIPOTHUB 3aKPLITUS MY3CsI;

3) IIpoekT 3TOro aBTOMOOWIISI Oy IyIIETO MPUHAJICKUT AU3alHEPY, U3BECTHOMY CBOMMH

p83pa6OTKaMI/I aBTOMOOHMIICH IJI1 KOMITBIOTCPHBIX UI'P;

4) Te, KTO HE U3y4aeT MHOCTPAHHBIN SA3bIK, JUIIEH BO3MOKHOCTH YUTATh B MOJJMHHUKE

HIE€JIeBPbl MUPOBOM JIUTEPATYPHI;

Mope;

TOJIBI;

5) Makcum Maxkcumbiy yripekaeT [leyopuHa B TOM, 4TO MOYeMy OH oxJjajen K bane;
6) Kemb siBisieTcst OTHMM M3 CaMbIX CTapbiX TopooB Poccun, pacmnonoxeHHslii Ha benom

7) B HoBOM pomane Jlroamuisl Yiuikon «3enéHblii maTép» n300pakeHbl OCIEBOCHHbIE

8) CHer mén He mepecTaBasi U HEOXKHUJIAHHO 3aKaHYMBACTCS;
9) Jerckuil KOMJIEKTUB IIKOJBI HCKYCCTB CO3Jajl OJHO OOJbIIOE XYHAOXKECTBEHHOE

IIOJIOTHO, KOTOPOE€ CTAHET LEHTPAIBHBIM JIOTOM Ha ayKLUHOHE, IPUYPOUEHHOM K IPa3JHUKY —
JIHIO 3aIUTHI TETEN.

14. Ykaxure BAapHUaHTBI OTBCTOB, B KOTOPBLIX BO BCCX CJIOBAX OJHOIO ps/ia HPOITYIICHA

OJIHA U Ta *e OyKBa.

CJIOBA.

A) Ilp..o0pa3oBars, 1p..HENPUATHBIH, IIp..CIIE0BATh

b) Cepx..ecTecTBeHHBIH, C..EMKa, ABYX..IpyCHbII

B) I1..HUKHYTB, 1p..JeAYIIKA, T103..BUepa

I') Yepe..uyp, u..cuHsA-u€pHBIH, O€..KpaitHUii

J1) B3..ckaTb, 6€3..HUIIMATUBHBIN, CBEPX..3bICKAHHBIN

15. B onHOM W3 BBIIEJICHHBIX HIKE CIIOB JOMYIIEHa omMOKa B 00pa3oBaHUHM (OPMBI

A)lTapa LIAIIEJIb
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B)Tpebyrotcs HIODEPA

B)BOJIEE CUJIbHBIN ynap

I")3ATJIOXIILHWH moTtop

JH)BOCBMBIOZAECATBIO BOCBMbBIO knuramu

16. PaccraBbTe 3HaKM INpENUWHAHUS. YKaXKHUTE JBa MPEMJIOKEHUS, B KOTOPBIX HYXKHO
noctaButh O/IHY 3anstyro.

A) Hexotopble akBapeibHbIE MPOU3BEIEHUS OTHOCSATCS KaK K J>KMBOIMCH Tak U K
rpaduke;

b) Oxean cii0BHO 3amMep U POKOYET TUXO U BKPAIUHBO;

B) OtBeThI BBl MOKETE JaTh WM B YCTHOW WJIM TUCbMEHHOHN (opme;

I') ApOy3 u crien u caxapucT U OYeHb BKYCEH;

JI) Co CTOpOHBI yNIHUIBI Y IITAKETHUKA CTOSUI TBIIIHBINA OarpstHblil KIEH M POHSUI CBOU
JIUCThS B MAJICHBKUI Ca/IHK.

17. B ogHOM M3 BBIAETICHHBIX HIDKE CIIOB JOIMYIIEHA OIMMOKa B 00pa3oBaHUU (OPMBI
CJIOBA.

A)OBENM yuenunam;

B)ITOCKOJIB3HVYJICA u ynan;

B)E3XKAU npsmo;

Nmse IOMUIOPOB;

J)uossie JIDKEMIIEPBI.

18. B omHom wu3 mnpuBeaéHubix Huxke mpemioxkenunii HEBEPHO ymotpe6neno
BBIJICJICHHOE CJIOBO.

A)Cpenu JJOBEPUMBBIX ntoneit Hepeako BcTpedaroTcs T€, KTO MOIJIATHUIICS 32 CBOIO
JIOBEpUYMBOCTb;

B)OtHomienust Mexny Ha4adIbHUKOM M €0 MOJYMHEHHBIM TOCTENEHHO Tprodperu bonee
JIOBEPUMBBIH xapakTep;

B)PykoBozctso onpeaenuto JXECTKHUE cpoku s peanusaluy IpoeKTa;

I’ KECTOKASI, noutu HeBbIHOCHMAsi 00JIb MPOH3MUIIA €0 TEJIO;

IDITpo6nema Gbina uto HE Ha ecTh KU TEMCKA S, HemynpéHas, HO XIOTIOTHASL.

19. Kak uznaercs Pacmopsikenue?

A)EnuHOMMYHO;

b)KonnernanbHo;

B)B ycnoBusix BeTOMCTBEHHOI'O PEryJIMPOBAHHUS.

20. Koryta TOKYMEHT SIBJISICTCS UCTIOTHEHHBIM?

A)Korpma paccmaTpuBaeMblii B JIOKYMEHTE BOINPOC pa3pelieH MOJHOCTHIO U
NepenucKa 1o Hemy 3aBeplIeHa;

b)Kak ToIbKO TOKYMEHTY MPUCBOEH PErUCTPallMOHHBIN HOMED;

B)Korzaa 1okyMeHT moiy4eH KOHEUHBIM aJpecaToM.

21. Yro Takoe cocraBlieHHE TOKIama?

A) tanaHT, He TpeOyrollel MPaKTUYECKOT0 HAaBbIKA W KPUTHMUECKOTO aHalu3a MPOEKTa
OTUETa,

b) tpyn, Tpebyromuii He MPaKTUYECKOTO0 HaBblKa M HE KPUTHUECKOIO aHaIM3a MPOEKTa
JIOKJIa1a, padoTy Haj COOOi;

B) macrepctBO, TpeOyromiee NpakTUYECKOro HaBblKa M KPUTHUECKOIO aHalIM3a MPOEKTa
JIOKJIaJa.

22. Uro Ha3bIBaeTCS CIIPABKOM?

A) JlokyMeHT, TOATBEPKIAIOIINNA KaKue-In00 (haKThl WM COOBITHS;

b) ®axThl, mocayKUBIINE TIOBOJOM K €€ HallMCaHUIO;

B) JlokymeHT, r/1e NpUBOJISATCS KOHKPETHBIE JaHHBIE.

23.B yeM 3aKJII04aeTcs 1eJIb PETUCTPALU JOKYMEHTOB?

A) Kontpois;

b) OGecnieunts ux yuer;
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B) O6a oTBeTa npaBuiIbHBIE.

24.YT1o0 Takoe TOKyMEHT?

A) MarepuanpHplii  HOCHTENL ¢  HHpoOpMmamuen, Koropas  oOiagaer
OIpEIeICHHBIMU PEKBU3UTAMHU;

b) BymakHbIi TUCT C HAHECEHHBIM Ha HEr0 MeYaTHbIM TEKCTOM;

B) O6bekT MarepuasbHOTO MUpPaA, KOTOPBIA CONEPKHUT KAKYI0-IM00 UHPOPMAIUIO,
HeoOXoauMYyI0 1iJist pabouero mpoiecca.

25.YT1o Takoe Komus TIOKyMeHTa?

A) DK3eMIUIsIp, KOTOPBIA MOTHOCTHIO MMOBTOPST COJAEpPKAHNE MOIITUHHUKA;

b) IloBTOpHBIN 3K3eMIISIp MOAIMHHHUKA;

B)Ero snekrponnas dhopwma.

26.Kakoro Bu/1a eyaTu He CyIIEeCTBYET?

A)YHuBepcaabHOM;

b)'epboBoii;

B)IIpocrToii.

27. JIokyMeHT, aJ[peCOBaHHbII PYKOBOJACTBY, B KOTOPOM H3JIaraeTcs Kakoi-1udo BOIPOC
C BBIBOJIaMH U MPEATIOKEHUSIMU COCTABUTEISI, ITO:

A) JlokiiagHas 3anmcka;

B)O0bscuuTenpHas 3amnucka;

B) 3asBnenue;

I') [Tucemo.

28. C xakoy 1eJbI0 COCTABIISIETCS] 00BSICHUTE IbHAS 3amucKa?\

A) OOBSCHUTH MPUYUHBI HAPYIIECHUS TPYIOBOW MUCIUIUIMHBI, HEBBIMOIHEHHUS KaKOTO-
aMb0 TOpYy4YeHHs, MOACHUTH COJEP)KaHUE OTIENbHBIX IOJO0XKEHUM OCHOBHOI'O JOKYMEHTa
(TutaHa, IporpamMMsl, OTYETa U T.11.);

b) Onucarh u3MEHEHHSI TUYHBIX JAaHHBIX B IOKYMCHTAX;

B) 3aduxcupoBats umeBIe Mecto (paxThi;

I') 3akpenuthb MpaBoOBOE MOJIOKEHUE OPTaHU3ALINH.

29. Kakoe CJI0BO HCIONIB3YeTCSs, COCOUHSS KOHCTATHPYIOIIYI0O U PACHOPSIUTEIbHYIO
4acTH TEKCTa IpUKa3a:

A)llocranoBnsio;

b)IIpennarato;

B)IIpuxka3sbiBaio;

I")O6s3b1BatO.

30.Yr1o Takoe OJIaHK JOKYMEHTa?

A) Hecrannaptaslii guct Oymaru, Ha KOTOPOM BOCIPOM3BOJAUTCS IOCTOSIHHAs
uH(popMaIrsa JOKYMEHTa U €CTh MECTO JJIsl IEPEeMEHHOI nH(OopMaINH;

b) Crannaptablil tuct OymMaru, Ha KOTOPOM BOCHPOM3BOAUTCS MTOCTOSIHHAS MH(OpMaLus
JOKYMEHTa M €CTh MECTO Ui IEpEeMEHHON UH QopMalny;

B) Het npaBunbHOro oTBeETA.

2.2 TunoBble KOHTPOJIbHBIC 3aJaHHA, HCHOJb3yeMble ISl TPOMEKYTOYHOM
aTTecTalyy Mo JMCHUILIHHE

2.2.1 IlpuMepHBIii IepeYeHb BONPOCOB K 3a4€eTy

1. JIoKyMEeHT U ero MecTO B CCTEME yIPABJICHHUS.

2. @axTopbl, ONpEIENSIONME pPALMOHAIBHYI0 OpraHU3alMio  HUH(OPMAIIMOHHO-
JIOKYMEHTAIlMOHHOTO 00CITYKMBaHUS YIIPABICHYECKOM €A TEIbHOCTH.

3. HopmartuBHO-MeTOIMYECKHE aKThl, PErJaMEHTUPYIOIIUE CO3/laHue U OohopMIIeHUE
JIOKYMEHTOB.

4. JIoKyMEHTOBE/IEHHE KaK Hay4yHasl JUCIUIUIMHA U €€ CBS3b C JAPYTUMH HayYHBIMHU
JUCHHUTIIIMHAMU.
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5. Tlonstne «wmuHpopManus». TpeOoBaHus, TpeabsBIsSIeMble K HHGOPMAIIHIH.
WNudopmanus cBOOOTHOTO U OTPAHUYSHHOTO JTOCTYTIA.

6. IlonArue «10KyMeHT», ero pazButhe. CBs3b HH(OPMALUU U JOKYMEHTA.

7. ®yHKUUU JOKYMEHTA.

8. Pa3Burtue cnoco60B JOKYMEHTUPOBAHMS U UX IIPUMEHEHUE B HACTOSIIIEE BPEMSI.

9. [IIpusHaku JOKyMeHTa u 00mIas Kiaccuukanus J0KyMEHTOB 10 HUM.

10. ®opmyisp JOKyMEHTa M €r0 pa3BuTHe B 16-19 BB.

11. Vaudukauus u craHaapTU3aLuUs JOKyMEHTOB, €€ pa3BUTHE BO BTOPOii 1oJioB. 20 B.

12. IloaroroBka K COCTaBICHHUIO JOKYMEHTOB. Dopmyssip-oOpas3el; COBPEMEHHOTO
nokymenTta YC OP/I.

13. TpeGoBaHusa K KOHCTPYHMpOBaHUIO OylaHKOB. Bunbl O1aHkoB. bianku npeanpustuii
pa3InYHBIX (OPM COOCTBEHHOCTH.

14. PexBU3UT «HaMMEHOBaHME OPTaHU3ALMH — ABTOPA JJOKYMEHTa», TpeOOBaHUS K HEMY.

15. PexBH3HT «CIpaBOYHBIC JaHHBIE 00 OPraHU3aIMH — aBTOPE TOKYMEHTa», €r0 COCTaB.

16. PexBu3uT «aapecar», €ro 3Ha4€HUE U COBPEMEHHBIE TPeOOBaHU K 0(OPMIICHUIO.

17. Hater B moxymente. TpeGoBaHus K mMX O(pOpPMIICHHIO; JaTa KaK COCTaBHAas 4acThb
JPYTUX PEKBU3UTOB.

18. PexBH3HT «peruCcTpaniMOHHBI HOMEP JTOKYMEHTAay, €r0 3HAaYCHHUE.

19. PekBH3HT «cChUIKa Ha PErMCTPALMOHHBIA HOMEp M JaTy AokyMmeHTa». Kornma u rie
OH IIPOCTaBJISETCS?

20. Ilopsaok cormacoBaHUsl JOKYMEHTOB U OGOpPMIIEHHS BHYTPEHHEIO M BHEILHETO
COTJIACOBAHUSI.

21. Tlopsaok yTBepKIeHUs JOKYMEHTOB, BUIIbl YTBEPKICHHUS.

22. Tlopsmok moAMMUCaHus TOKYMEHTOB.

23. OTTHCK MeYyaTH KaK PEeKBU3UT JOKyMEHTa. Buabl mneuaTtei, W3 Ha3Haue€HUE U
npuMeHenne. TpeGoBaHUs K MPOCTABICHUIO OTTUCKA IT€YaTH.

24. OOo3HaueHUE BUJA TIOKyMEHTA.

25. Pesomonus, ee 3HaueHue. TpeboBaHus, IPEABIBISIEMbBIE K PE30JIOIUH.

26. PexBH3UT «OTMETKa 00 UCIIOJHUTENE), €€ 3HAUCHHE.

27. PexBU3WTHI, NPUAAIONINE JOKYMEHTY FOPUAMYECKYIO CHITY, TPEOOBaHUS K HHM.

28. VYuuduKanus TeKcTa JOKyMEHTa.

29. CmocoObl mpencTaBieHHs YHUGUIMPOBAHHBIX TEKCTOB (AHKETBI, TaOJUIHI,
TpadapeTHbIe TEKCTBHI).

30. OO6mme TpeOoBaHUS K TEKCTY JOKYMEHTA.

31. DneMeHTHI TEKCTa: 3aroJI0BOK, PUIOKEHUS, TPEOOBAHHS K HUM.

32. JluHTBHCTHYECKHE OCOOCHHOCTH TEKCTOB CIIY)KEOHBIX JOKYMEHTOB.

33. TloHsATHE «cHucTeMa JOKYMEHTAUN, pa3BUTHE CUCTEM.

34. TloHsATHE «YHU(PHUIMPOBAHHBIC CHCTEMBI JTJOKYMEHTAIHI.

35. TabGenp u anbOoM yHH(DUIUPOBAHHBIX (POPM TOKYMEHTOB OpraHu3aluu Kak ¢popma
YHA(UKANU TOKYMEHTOB U COBEPIICHCTBOBAHUS PA0OTHI C HUMHU.

36. Hasnauenwue, onpenenenue u coctaB Y COP/I.

37. Kommiekc oOpraHW3aliOHHO-TIPaBOBBIX  JIOKYMEHTOB, €ro COCTaB. Buubl
yUpeIUTETbHBIX JOKYMEHTOB M uX 3HaueHue ais JJOY, nmpaBuna coctaBieHus U ohopMIIeHUS.

38. PacmopsmuTenbHble JIOKYMEHTHI, H3/JaBaeMble Ha OCHOBE KOJIICTHAILHOCTH
npUHATHS pereHnid. TpeGoBaHMs K UX COCTaBJICHUIO, O(OPMIICHHUIO, XPAaHEHUIO.

39. HMHpOopMannOHHO-CIIPABOYHBIC JOKYMEHTHI, UX BHIbI M HazHaueHue. Ciry)keOHbIe
NUCbMa, TPEOOBaHUS K HUM.

40. Pa3sHOBUJHOCTH  OOBSICHHUTEIBHBIX WM  JOKJIATHBIX  3allUCOK, TPeOOBaHUSA,
npeabaBisiemMble K HUM. City)keOHbIE 3alHCKH.

41. CopaBku, UX pa3HOBUJIHOCTU. TpeOoBaHUs, IPeIbsIBIsIEMbIE K CIIPaBKaM.

42. JloKyMEHTHpPOBAaHHE JACSITEILHOCTH KOJUICTHAIBHBIX opraHoB. IIpoTokon, ero
Pa3sHOBUHOCTH, IOPSIIOK COCTAaBIEHHsI, 00paOOTKU U 0(OpPMIICHUS.
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43. AKT, ero BubI 1 Ha3HaueHue. [lopsaaok cocraBieHus 1 0HOpMIICHHS.

44. Tenerpammbl U TenedOHOTpAaMMBI, 00JacCTb WX TPUMEHEHHUS, TpPEOOBaHUS K
COCTaBJIEHUIO ¥ 0(OPMIICHHIO.

45. TloHsTHe «KOMIUIEKC JOKYMEHTOB». IlepBUYHBIE  KOMILJIEKCHI ~ TEKCTOBBIX
JOKYMEHTOB. CII0’KHBIE KOMILJIEKChI JOKYMEHTOB.

46. TloHATHA «IICHHOCTb JIOKYMEHTa», <OKCIEpTH3a LEHHOCTH». BO3HHUKHOBEHHE U
pa3BUTHE FKCHEPTU3bL. [IpUHIINIIBI U KPUTEPUU SKCIIEPTU3BI LIEHHOCTH J10KYMEHTOB.

47. PenmakTopckasi mpaBKa CIy>K€OHBIX TOKyMeHTOB. [lokazaTenu oTpenakTHpOBAaHHOTO
TEKCTa

48. TlepeueHb cBeACHUH, HE COCTaBIsONIEe KoMMepueckyto Taiiny (KT) npeanpusitus

49. OcoOeHHOCTH paOOThI ¢ BXOISAIMUMHU, UCXOAALUIMMU U BHYTPEHHUMHU JOKYMEHTaMU

50. Knaccudukanus perucTpupyeMbIX TOKyMEHTOB. Buibl peructpanui.

2.2.2 IllpuMepHoOE IK3aMEeHAIIMOHHOE TECTOBOE 3a/JlaHHe

Bapwuanr 1.

1. Ha kxakom ¢opmare Oymaru UCIIONHSIOTCS CIyKeOHBIC JOKYMEHTHI?

A2 A7 A5 A4

2. Kakwue u3 JOKyMEHTOB OTHOCSTCS K PacropsAUTeIbHBIM?

IIpotokon

NHCcTpyKTHBHOE IUCBMO

[Tpuka3s mo BorpocaM oOIIeH NesATeNbHOCTH

[Tonoxenune

3. Jlaroii mpukasa siBIsieTCs J1aTa...

COIJIaCOBaHUs

MOAMMCAHUS

YTBEPKICHUS

perucTpanuu

4. Kakue TOKYMEHTBI OTHOCSTCS K OpTraHU3allMOHHBIM?

IIpukas

[Tonoxenne

VYka3zanue

CrpaBka

5. PyxoBoautens pupMbI ¢ TOMOIIBIO OPraHU3AIMOHHBIX TOKYMEHTOB. ..

OCYILIECTBIISIET YBOJIbHEHHE PaOOTHUKOB

oIpeJiesIeT npaBa U 0053aHHOCTH COTPYTHUKOB

MOOUIPSIET OTINYMBIIErocs paOOTHUKA

oIpeJieIAeT MOC/IeA0BaTEIbHOCT AEUCTBHUM MTPU BHITOJIHEHUH TOW WJIM MHOM paboThI

6. [Ilpuka3s - 3TO MPaBOBO aKT, U3TABAEMBIH. ..

PYKOBOJUTENIEM OPraHU3alMK HA ITpaBaxX €AUHOHAYAIINS C LEJIBIO Pa3pEIICHNUs OCHOBHBIX
BOIIPOCOB

BBICHIMMU OpraHaMU UCIIOJIHUTENIbHON BIIACTH

PYKOBOJUTENEM OpPraHU3allK [0 BOIIpocaM MH(OPMAIMOHHO-METOIMYECKOTO XapaKTepa

COBEILATENILHBIMU OPTaHaMU yUPEKICHUS

7. Kakoe omnpezenenne 0OTHOCUTCS K cripaBke? «JloKyMEeHT, CoepKaIui ...»

MoJIpoOHOE ONMMCaHUe KaKoro-Iu0o (akTa MM COOBITHS C BBIBOAAMU U MPEIOKEHUIMHU
aBTOpa

MOJIPOOHBIN X0 KaKOTro-JINO0 MEPOTIPHUSITUS

IepeYeHb MEPOIIPUATUI

MOJITBEPK/ICHUE UM ONMCAHUE TEX WM UHBIX (DAaKTOB U COOBITHIMA

8. Bo BBOJHOH YacTH pacropsauTeIbHOrO JOKYMEHTA CONEPIKATCHL...

LIEJIM U IPUYMHBI CO3JJaHMsI TOKYyMEHTa

OCHOBHBI€ HaIlpaBJICHUS JAESITEIbHOCTH YUPEKICHUS
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pacrnopsKeHUs pyKOBOAUTENS

CPOKHU UCIIOJTHEHUS PACTIOPSIKEHUS

9. K kako#i rpynmne J0KyMEHTOB OTHOCHTCS TIPOTOKOJ?

K paciopsANTEIbHBIM

K JIMYHBIM

K CIIPaBOYHO-UH(DOPMAIIMOHHBIM

K OpraHu3aliOHHBIM

10. Kakoro pekBu3uTa HET B POPMYJISIpe CIyKeOHOT0 MUChMa?

HaumenoBanus yupexaeHus-aBTopa

HaumenoBanwust Bua JOKyMEHTa

3aroyioBKa K TEKCTY IOKyMEHTa

Anpecara

11. Kak Ha3bIBaeTCsl JOKYMEHT, B KOTOPOM ONPEIEISIIOTCS JOJKHOCTHBIE 00S3aHHOCTH
pabOTHHUKA yUpexACHUS?

[IpaBuna

NHcrpykunsa

Ycras

[Tonoxenune

12. JlokyMeHT, GUKCHUPYIOLIUI X0A 00CYXIeHUsI KaKoro-I11ubo Bompoca - 3710...

Akt IIporokon [Ipuka3 JloknanHas 3anucka

13. K kakoii rpymme J0KyMEHTOB OTHOCSATCS CIpaBKa U JOKJIaHas 3anucka’?

K crpaBouHO-nHDOpPMAITMOHHBIM

K nuunbIM

K pacnopsiaurenbHbM

K opranmuzanuoHHbIM

14. Kaxkas oprrexHuka UCIOIb3YeTCs ISl ONEPATUBHOM MEPECHUIKU CIIYKEOHBIX ITUCEM?

Komnerotep

daxkc

Kcepokc

Tenedon

15. OObsicHUTENbHAs 3aMKCKA MOAMUCHIBACTCHL. .

PYKOBOJUTEINIEM TPEIIPUSTHS, OPTaHH3AIHH

COCTaBUTENIEM

npejceaareaeM 1 YieHaMd KOMUCCUU

CEKpeTapeM PYyKOBOIUTEIS

Bapuanr 2.

1. Tekcr akTa AOMKEH 3aKaHUYMBATHCAL. ..

PACCBUIKOM I10 K3EMILISIPAM

OTMETKOH O MPHUIIOKEHUU K TOKYMEHTY

MTOIMTACSMU

MevyaTbio

2. 3aBepuTenbHas HAANKCH HA JOKyMeHTE «BepHO» ymocToBepsieT, 4To...

MIPaBWJIBHO yKa3aH aJipec

MaCIOPTHBIE JaHHbBIE 3aSBUTENS] COOTBETCTBYIOT I€MCTBUTEILHOCTH

JaTa JOKyMEHTa BEpHA

KOIUsS JOKYMEHTa TOYHO COBMAJAET C MOAIMHHUKOM

3. JIoKyMeHTOO0OOPOT - 3TO IBUKEHUE IOKYyMEHTA C MOMEHTA...

€ro CO3/1aHus J0 OTIPABKU

€ro MOJYYEHHUS 10 TOIIMBKH B I€JI0

€ro CO3/1aHus J0 MOJUINBKHU B J€JI0

€ro MOJyYEHUs WM CO3/IaHus J0 MOAIIMBKU B JIEJIO UM OTIIPaBKU

4. T'ne pacnonaraercs pekBu3HuT «Ha3BaHue BUIa JOKYMEHTa



20

B BEPXHEH 4acTu CTpaHULIbI CIIEBaA

B BEPXHEM IIPABOM YTJIy MOJI KOJIOM MPEATPUSTHS

CJIeBa WJIU MOCPEANHE CTPAHULIbI

5. Kakoit nokymeHT umeet pekBU3UT «I'pud yTBepKIeHUI

Cl1y’KeOHO€E NMHUCHMO

MIPOTOKOJ

pUKa3

aKT

6. B cocraB pexkBHU3MTa «IOJIUCH» BXOJIAT

HAaMMEHOBAHME JOJDKHOCTH, JIMYHAS MOJIHCH, €€ paciIn(poBKa

HalMEHOBAaHME JOJDKHOCTU JOJDKHOCTHOTO JMIA (BKJIIOYAs HAa3BaHME YUPEKICHHUS), C
KOTOPBIM COTJIaCOBBIBAETCS TIOKYMEHT

JIMYHAas MOANUCH BU3UPYIOILEro Juia

7. Tlo mecty cocTaBiieHHs JOKYMEHTHI ITOIpa3ACsSIOTCs Ha:

BHYTPEHHUE U BHEIIHUE

NPOCTHIE U CIIO’KHBIC

TUIIOBBIE,

TpadapeTHbie,

WH/IMBUyaJIbHBIE

8. Ilo ropuanyeckoit cuiie JOKYMEHTHI ITOIpa3AesIOTCs Ha.

OOBIYHBIE, CEKPETHBIE U JUIS CITY’)KEOHOI0 I0Ib30BAHUS

MOJUTMHHBIE H MOJII0KHbIC

MOVIMHHUKY (OPUTHHAIIBI ), KOTTMH

9. ABTOpOM CIIy’K€OHOTO MHUChMA SIBIISICTCH. ..

opraHuszanys, (pupma, OT UMEHU KOTOPOW OCHUIAETCS ITMCHMO

JOJDKHOCTHOE JIUI0, KOTOPOE MOCHUIAET MUCHMO

UCIIOJIHUTEJIb, KOTOPBIA TOTOBUT IMHUCHMO

JIMIIO, OTIPAaBUBIIIEE TTHCHMO

10. Kakoro pekBu3uta HET B popMyJisipe CaykeOHOro nucbma’?

HanmeHoBaHMS yupexaeHUS — aBTOpa

HaumeHnoBaHus Buja JOKyMeHTa

3aroyioBKa K TEKCTY JIOKyMEHTa

Anpecata

11. PexBu3uT Ciy’)k€0HOT0 MUCHMA - 3TO...

4acTh TEKCTA MHCbMa

(bupMeHHbIN OJ1aHK

€ro OT/IEJbHBIN IeMEHT

[ITaMI OpraHU3alMy, HAITMCABIIEH ITMCEMO

12. Jlaroii akTa sSIBIII€TCS AaTa...

YCTaHOBJICHHOTO COOBITHS TIOATIMCAHWS YTBEPXKACHUS W3TOTOBIICHHS aKTa

13. Pe3osmtonuio Ha Ci1y>keOHOM MHCbME MOXHO MHCATh...

M0 TEKCTY MHChMa

Ha OT/IEIBHOM JIUCTE OymMaru

B OTJICJIFHOM CIICIIHATBFHOM XypHAJe

Ha CBOOOJHOM OT TEKCTa MECTe

14. T'ne nomemraercs "OTMeTKa O MOCTYIUIEHUN JOKYMEHTA B OpraHU3amuio'?

Ha nesom nose

Ha Bepxnem noste

Ha mmxnem none

Ha mr060M cBOOOIHOM OT TEKCTA MECTE

15. JloxymMeHThI pOpPMHUPYIOTCS B Ji€Jia B COOTBETCTBHH C:

MIOJIOKEHUEM 00 YUpeKIeHUN
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NEepEeYHEM JTOKYMEHTAIBHBIX MATEPHUAJIOB C YKa3aHUEM CPOKOB XPAHEHUS
I'OCToMm Ha opraHu3aliMOHHO-PacOPSAUTENBHYIO JTOKYMEHTALUIO
HOMEHKJIATYpOH Je1 yUpexK ICHHsI

MHCTPYKLHUEH 10 JEIONPOU3BOACTBY JaHHOTO YUPEKACHHUS

2.3 MeToanuyeckne MaTepuaJibl 1 TUNOBble KOHTPOJbHbIE 3aJaHUSA, UCII0JIb3yeMble
AJISl TEKYIIero KOHTPOJISA M0 JUCHHUILINHE

2.3.1 MeToauuyecKue MaTeépuaJibl, HCIIOJbB3YEMbIC NJH TEKYHIET0 KOHTPOJIHA 3HAHUHA

o JTUCHUIIJINHE

IIpeacrasienue
HaumenoBanmue Kparkasi xapakTepucTHKA OLEHOYHOI0
OLI€HOYHOI0 CPeACTBA B
OLICHOYHOI0 CpeAcTBa cpeacTBa
donge
KonTposbHblii oripoc KonTpoJibHBIN Onpoc — 3T0 MeTo1 olleHKU | [IpumMepHbIii repeyeHb
YPOBHSI OCBOCHHUS KOMIIETCHIIUH, | BOMPOCOB K  3ayeTy U
OCHOBaHHBI  Ha  HEMOCPEICTBEHHOM | IK3aMEHY
(6ecena, HHTEPBBIO) unu | Boripocsl, BBIHOCHMEBIE Ha
OTIOCPEIOBAaHHOM (aHKeTa) | cCaMOCTOSATEIbHOE
B3aUMOJICHCTBUU  TpernojaBaTeiss U | U3yUCHUE
CTyleHTa. ICTOYHHKOM KOHTpOJIA 3HAHUH | 3amaHus JUTSt

B JAHHOM CJ]Iydac CIIYKUT CJIOBCCHOC WU
IINCbMCHHOC CYKJACHUC CTYICHTA

CaMOCTOSITEJILHOM pabOThI

CobecenoBanue

CobeceoBanue — 3TO OAWH U3 METOIOB
KOHTPOJIBHOI'O OIpOca, MPEeACTaBIIIOMINI
c000lf OTHOCHUTEIBLHO CBOOOIHEIN IHAIOT
MEX]y MPEroaaBaTeieM U CTyJICHTOM Ha
3aJJaHHYIO0 TEMY

[IpumepHBIit [IEpEYECHb
BOIIPOCOB K  3a4eTy U
JK3aMEHY

Bompocel, BelHOCHMBIE Ha
CaMOCTOATEJIBHOE
U3Yy4YEHHE

3anaHus I E

CaMOCTOSITEJIbHOM pabOTHI

TectoBbIE 3a1aHUs

TectupoBanue -  yJOBJIETBOpPSIOLIAs
KPUTEPUSM  HUCCIIEJJOBAHMUSI  OMIIUPUKO-
aHAJIUTUYECKass  Mpoleaypa  OLIEHKHU
YPOBHS OCBOEHUS KOMIIETEHIIUN
CTYJEHTaMH

TecTsl IO AUCITUTIINHE

KonrtponbHas pabora

D¢ dexkTuBHBI METOA NPOBEPKU 3HAHHM
oOyyarolmuxcsi, MOJYyYeHHbIX HUMH Ha
onpenenéHHoMm stane. OCHOBHas 3ajada
KOHTPOJbHBIX PAabOT - BBIABUTH, KakKue

3amanus 171 KOHTPOJIbHON
paboTsl

W3y4YEHHBIE TEMBbI BBI3BIBAIOT
3aTPyAHCHUS u B MOCJIEZICTBHE
WCKOPEHUTh HEJIOCTATKU

Hamnucanne pedepara [Iponykr  camocTosiTenbHOM  paboTel | [IpumepHBI TIepedeHb TeM
CTYINEeHTa,  MPEeACTAaBIAOMUNA  co0oll | 1 pedepaToB
KpaTKO€ HU3JIOKCHHUEC B IMMMCBMCHHOM BH/IC
MOJTYYEHHBIX pe3ynbTaToOB

TEOPETUYECKOr0 aHaJIM3a OMpPEIeTICHHON
HayyHOH  (y4eOHO-HCcCcIeoBaTenbCKoM)
TEMbl, TJI€ aBTOP pPAacKpbIBae€T CYTh
UCClielyeMOl  MpoOJIeMBbl,  NPUBOJIUT
pa3auyYHble TOYKM 3PEHHs, a Takke
COOCTBEHHBIE B3IJIS/IbI Ha HEE.
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2.3.2 Bonpochkl, BBIHOCHMbIE HA CAMOCTOSITEIbHOE U3yUYeHHe
Hepapxudeckuit u paceTHbI METOIBI KITaCCU(PHUKAIIMH JJOKYMEHTOB.
3HayeHue KIacCu(pUKay JOKYMEHTOB Ul IPAKTUKH J€JI0NPOU3BO/ICTBA.
Oo6mmepoccuiickuii kaccupukaTop yrnpasienueckoit gokymentanuu (OKY ).
Hcnonb3oBanue nementoB OJIC B odopmileHHH TOKYMEHTOB.
JIoKymMeHTHas JIEKCHKa.
JIOKyMEHTHBIN CUHTAaKCHUC.
OCHOBHBIE PEKBH3UTHI JOKYMEHTa, WMX KJIAacCH(PHKaIMs, NpaBuia OPOPMIICHHUS B
cootBercTBuM ¢ ['OCTom.

8. Odopmienue npocThIX PeKBU3UTOB JOKYMEHTA

9. OdopmieHue cIoXKHbIX PEKBU3UTOB JOKYMEHTA

10. AyTeHTHYHOCTH, KOMMMHOCTh, OPUTUHAILHOCTD, FOPHINYECKasl CHJIA IOKYMEHTOB.

11. CoumanbHas, KOMMYHUKATUBHAs, yIIpaBiIeHYecKas U Ap. QyHKIMU JOKYMEHTA.

12. TpebGoBaHusl K KOHCTPYHPOBaHUIO OiiaHKOB. Buabl O6mankoB. brianku mpennpustuii
pazIU4YHBIX (HOPM COOCTBEHHOCTH.

13. PexBH3HUT «HAaMMEHOBAaHHME OPTaHU3AINH — aBTOPA JJOKYMEHTa, TpeOOBaHUS K HEMY.

14. PexBU3UT «CHpaBOYHBIE JaHHBIE 00 OpraHU3alMK — aBTOPE IOKYMEHTa», €ro COCTaB.

15. PexBH3HT «aapecary, €ro 3Ha4€HUE U COBPEMEHHBIC TPEOOBaHUS K 0(OPMIICHUIO.

16. arel B mokymenTte. TpeOoBaHus K uX o(hOpMIIEHHIO; JaTa KaK COCTaBHAas 4acTb
JPYTUX PEKBU3UTOB.

17. PexBusur

18. JIOKyMEHT 1 ero MecTo B CUCTEME YIPaBJICHHUSI.

19. daktopbl, ompeAesAIOIIME PANUOHAIBHYIO  OpraHM3alyilo  HMHGPOPMALUOHHO-
JOKYMEHTAIMOHHOTO 00CITy’)KHBaHUS YIIPABICHUYCCKON AEATEIBHOCTH.

20. HopmaTHBHO-METOJMYECKUE aKThI, PEriJaMEeHTUPYIOIUE CO3laHue U odopMIiIeHUE
JOKYMEHTOB.

21. JlokyMeHTOBeJleHHe KaK Hay4Has IJUCLUIUIMHA U €€ CBS3b C JAPYITMMHU Hay4YHBIMU
JTVCIUATUTHHAMH.

22. Tlonartue «uHpopmanus». TpeOoBaHMs, MperbsBIseMble K HHPOPMALUU.
WNudpopmariysg cBOOOAHOTO U OTPaHUYEHHOTO JOCTYTIA.

23. perucTpalnMoHHbII HOMEp TOKYMEHTa», €ro 3HaueHHe.

24. PexkBHM3HT «CCHUIKAa Ha PETHCTPALMOHHBIA HOMEp M JaTy AOKyMeHTa». Korma u rae
OH IpocTaBisieTcs?

25. Tlopsimok cormacoBaHUsl JOKYMEHTOB W O(OpPMIICHHS BHYTPEHHETO M BHEIIHETO
COI'JIACOBAHUS.

26. Tlopsmok yTBepKIeHHS JOKYMEHTOB, BUIBI YTBEPKIACHUS.

27. Tlopsaok moanucaHus J0KyMEHTOB.

28. OTTHCK TleyaTH Kak pEKBHU3HT JOKyMeHTa. Buubel medareld, W3 Ha3HaYCHHE H
npuMeHeHue. TpeGoBaHUs K NPOCTABICHNIO OTTUCKA M€YaTH.

29. O0o3HaYcHHE BH/IA JIOKYMEHTA.

NookrwnpE

2.3.3 TecTbl MO IUCIUILINHE

Bapmuanr 1.

1. Ecnu 1oxyMeHT uMeeT NpuiokeHne 00beMoM cBaiiie 250 JTH1CTOB:

npuiIoKeHne (HOpPMHUPYIOT B JOMOJHUTENBHBIA TOM TOTO K€ Jiela, YTO M OCHOBHOU
JIOKYMEHT

MpHUIIOKeHHE (OPMUPYETCS B CAMOCTOSITEIILHOE JIENI0

MIPHITOKEHUE MOKET TOIIIUBATHCS ¢ OCHOBHBIM JJOKYMEHTOM

MIPUIIOKEHUE 0053aTeTHHO MOAIINBACTCS BMECTE C OCHOBHBIM IOKYMEHTOM

2. Kaxyro uHpOpMAIUIO COIEPKUT UTOTOBASI 3aIMCh K HOMEHKIIATYpe Je?

OO0 00111eM KOJIUYESCTBE 3aBEACHHBIX JIEIIL.

O HOBpeXICHHBIX TPH XPaHESHUH JIeTax.
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O cnaye nien Ha apXUBHOE XpaHEHUE.

O He3aBeICHHBIX Jelax.

3. Hcnonuurtens oOpaTuics K CeKpeTapro ¢ Mpochb00il 0 MmepeHoce Cpoka MCHOTHEHUS
JOKYMEHTa, MOTUBHUPYS 3TO YBKUTEIbHOW NMPUUMHOW. UTO JOKEH OTBETUTH HCIIOIHUTEIIO
cekpeTaphb?

[TocoBeToBaTh UCIIOTHUTENIO YCTHO OOPATUTHCS K TUPEKTOPY U PELIUTH 3TOT BOTIPOC.

Jonoxute 00 3TOil mpocb0e AMPEKTOPY, BHECTH HCIPABIEHHWE B PErHCTPAIMOHHO-
KOHTPOJIBHYIO KapTOUKY U MOJIY4YUTh B HEN BU3Y JUPEKTOPA, IOATBEPHKAAIOILYIO €r0 COTJIaCHUE C
MEPEHOCOM CPOKa UCIIOJIHEHUS.

HcnpaBuTh CpoK UCIIOIHEHUS CAMOCTOSTENBHO.

4. BeiOepute HOMEp MPABUIBHOTO YTBEPKICHUS:

[ToctynuBiive B OpraHu3alio JOKYMEHTBl PErUCTPUPYIOTCS CEKPETapEM BBIOOPOUYHO, B
COOTBETCTBUU C yTBEPkKACHHBIM «IIpuMepHBIM nepeyHeM JOKYMEHTOB, KOTOpPbIE HE MOJIeKaT
perucTpanumny.

W3 Bcex moCTyNMBIIMX B OPraHU3AIUI0 JOKYMEHTOB CEKpeTapb PErUCTPUPYET TOJIBKO T€,
KOTOpBIE [IEPEIAlOTCS HA PACCMOTPEHUE PYKOBOJUTEIIO.

Bce noctynuBIiye B OpraHu3alnio JOKyMEHThI PETUCTPUPYIOTCS] CEKPETapeM.

[loctynuBuive B OpraHu3alyio JAOKYMEHTBI CEKpeTapb PEruCTPUPYET BBIOOPOYHO 110
CBOEMY YCMOTPEHHIO.

5. Pesosnronus BiIrovaer:

(baMUIHIO ¥ MHUIIUATIBI UCIIOHUTENS, COACPKAHKUE TOPYyUCHUS

(baMHIITUIO UCTIOTHUTENS, COIEPKAaHNE TOPYUYCHHUS U CPOK UCTIOTHEHUS

(haMuUIHMIO ¥ UHULUABI UCTIOHUTES, IPEANICcaHne AeWCTBUN, IOIUCH, ATy

6. Kakoro ciocoba peructpanuu He CyIIeCTBYeET:

KapTOYHbIN

KYpPHaJIbHbIN

KOHTPOJIbHBIN

ABTOMAaTU3UPOBAHHBIN

7. ®akT NOCTYIUICHHUS JOKYMEHTa B OpraHU3aIUI0 (PUKCUPYETCS:

perucrpanmei JOKyMeHTa B perucTpalliOHHO-KOHTPOJIBHON opMe;

IIPOCTaBICHUEM OTMETKH O KOHTPOJIE.

MIPOCTaBJIEHUEM OTMETKH O MOCTYIJICHUHU;

8. Kaxkue qoKyMeHTBI OTHOCSTCS K BXOISIINM?

O0OBSICHUTEINIbHBIE 3aIIUCKU

JOJKHOCTHBIE UHCTPYKLIUU

CITyeOHBIE MHChMa

9. JloKyMEHTOOOOpPOT — [BHXXEHHE JIOKYMEHTOB B OpraHU3allMl C MOMEHTa UuX
CO3aHMUs JI0:

nepelayy Ha UCIIOJHEHUE

MOJIIIMBKHU B JIEJIO

3aBEPILECHUS UCTIOJHEHUS U OTIPABKU

10. Kaxkue mMoryt OBITh HOMEHKJIATYPHI JET?

KOHKpETHasi ~ IpHUMepHas TUIIOBAS BCE BBIILIEIIEPEUNCIICHHBIE

11. B HOMeHKIIAaType Jie] TOKYMEHTHI CUCTEMATU3HPYIOTCS:

10 BUJaM JOKYMEHTOB

10 COZICPKAHUIO

10 CPOKaM XpaHEHHUS

BCE BBIILIECNIEPEUUCIICHHbBIE

12. TlonsTue «/lenonpon3BoICTBO» — 3TO:

CHCTEMa XpaHEHUs JOKYMEHTOB

COCTaBJICHHE JOKYMEHTOB

JOKYMEHTHUPOBaHUE U OpraHu3anus paboTsl ¢ JTOKYMEHTaAMH
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13. Kakoii HOpMaTHUBHBIA JOKYMEHT B OpPTaHHW3allMd OMPEACIACT MOPSIOK PabOThI C
JIOKyMeHTaMu?

MHCTPYKLUS MO JIEIOMPOU3BOJCTBY

periaameHT paboThl

14. Kakoil TOCyIapCTBEHHBI CTaHIApPT ompenenseT TpeOoBaHUs 1O O(GOPMIICHHIO
JIOKYMEHTOB OOIIero afMuHucTpaTuBHOrO yrpasienus (OP)?

I'OCT 51141-98

JACTY 4163-2003

I'OCT 6.38-90

15. PeructpanuoHHBIE WHIEKCHI KaKMX OKYMEHTOB MOTYT OBITH JIOTIOJHEHBI MEPBOM
OykBO# (haMUITUK aBTOpa TOKyMeHTa?

JOKJIAJTHBIC U OOBSICHUTEIbHBIC 3aMHCKH;

MIPHUKA3bI 110 JIMYHOMY COCTaBY;

3asIBJICHUS, KOOI U MTPEITIOKEHUSI.

Bapuanr 2.

1. PeructpannoHHbIN UHIEKC COCTOUT U3:

MOPSAIKOBOTO PErHUCTPAIIMIOHHOTO HOMEpa U MHEKCa Jiena;

Y3 MHJIEKCA JieJia 0 HOMEHKJIAType U HOMepa CTPYKTYPHOTO MOApa3/ieiiCHNUS,

U3 MOPSIIKOBOTO PErUCTPAIMOHHOTO HOMEpa JOKYMEHTA.

2. Kaxue TeKkcTOBBIC JOKYMEHTAIBHBIE IIOTOKH TOJICKAT PETHCTPAIIHH:

TOJIBKO BXOJIAIIHE;

TOJIBKO UCXOJISIIINE;

TOJIbKO BHYTPEHHHUE.

BCE BBINICIICPCUNCIICHHBIC

3. Kaxkue gokymeHTsI nojasexxat ¢opMUPOBAHHUIO B fiena?

BXOJISAIIUE W UCXOISIIINC,

BXOJIAIIIME U BHYTPEHHUE;

TOJIBKO BHYTPEHHHUE.

4. Tlocne UCTIONB30BAHMS B ONIEPATUBHON NEATEIHHOCTH MPEIIPUITUS JOKYMEHTBI:

(dhopMupyIOTCS B Jiefia B TEUCHUE JCTONPOU3BOACTBEHHOTO TO/1a;

YHUUYTOXKAIOTCS

MepPeIaloTCs Ha XPaHCHHE B apXHUB.

5. Kaxkasg HomeHknarypa pa3padaTbiBaeTcsl Ha MPEANPUATHH:

TUTIOBAS;

CUCTeMAaTU3UpPOBaHHAS;

MIpUMEpHas;

WHIUBUAYaIbHAS.

6. Pa3paboTka HOMEHKIIATYPHI )T Ha PEIPUITANA TPOBOJIUTCS:

C Hayaya roja v BBOJUTCS B JICHCTBUE B CIEIYIOIIEM TOY;

B IV kBaprasne u BBOJIUTCS B JIeHCTBHE ¢ | sSTHBaps CIEAYIOIETOo ro/a;

B Il xBapTane u BBOAUTCS B AEHCTBHUE B IeKaOpe STOTO Ke To/a.

7. ®opMHPYIOT U XpaHAT Aena:

TOJIBKO B CTPYKTYPHBIX MOAPA3ICICHUSX;

B KaHIICIISIPHH;

B CTPYKTYPHBIX MOJAPA3ICIICHUSX WU Y CEKpeTapsl.

8. T'me ykaspIiBaeTCsi CpOK XpaHEHUS JJOKYMCHTOB:

BHU3Y OOJIOKKH JIeNa;

MOCEepEeAMHE HIKHETO TIOJIS JIUIIEBOM CTOPOHBI JOKYMEHTA;

MOCEepEMHE BEPXHETO TOJIS JUIEBOM CTOPOHBI JOKYMEHTA;

10 YCMOTPEHUIO CeKpeTaps.

9. 3a kakoil meproa BpeMeHHU JTOKYMEHTHI (POPMUPYIOT B jieria’?

30 xaneHIapHBIX THEH C MOMEHTA UCIIOIHEHUS JOKYMEHTA,
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3a | KajgeHJapHbId TOxI;

3a KBapTaJ.

10. C xakoro MOMEHTa JIeJI0 CYUTAETCS 3aBEIEHHBIM?

YTBEP)KJICHHUS WHAUBUYATbHON HOMEHKIIATYPBI JIE]I PYKOBOJIUTEIEM;

BKJIIOUEHUS B HETO MIEPBOT0 UCIOJIHEHHOTO JOKYMEHTA;

3aBepILECHHS UCIIOJTHEHUS TOKYMEHTA.

11. Ecnu notpeboBanoch BbIIATh B TEUYEHHUE JIEIOMPOU3BOJICTBEHHOIO rojia JOKYMEHT,
YK€ BKIIFOUEHHBIN B J€JI0:

HE UMEIOT MpaBa Bbl1aBaTh JOKYMEHT;

BBIJIAIOT C Pa3pelICHUs] PYKOBOIUTENS MPEINpPUATHS, a HAa €ro MECTO 3aKJa/bIBacTCs
3aBepeHHas KOIMHUS:

BBIJIAIOT, @ HA €r0 MECTO 3aKJIaJbIBACTCS KapTa-3aMECTUTEb;

BBIJIAIOT, @ HA €r0 MECTO 3aKJa/IbIBACTCS JTUCT-3aMECTUTEIIb.

12. Paspemaercs 1M BbIJa4a Jel B JAPYrHE€ OpPraHMU3aldU TIOCIE 3aBEPLICHUS
JIEJIONPOU3BOJICTBEHHOIO TOIa:

HET;

114, C pa3peuieHus] PyKOBOIUTES;

71a, C pa3peuieHus CeKpeTapsi.

13. B 3aBHCHMMOCTH OT IICHHOCTHM [OKYMEHTOB U CpPOKOB XpaHEHHUS IPOBOIUTCS
odopmiieHHE JeT:

MOJIHOE,  YNPOIUIEHHOE; TUIIOBOE; WHIUBUAYAIBHOE;

BCE BBIIICTICPEUHCIICHHBIE.

14. Tlo 3aBeplieHHUU JEIONPOU3BOJICTBEHHOTO rojia JAeNia, MMEIOIIHE CPOK XpaHEHHS
MOCTOSIHHBINM WJIM JI0JTOBPEMEHHBIN

MIEePEKIIaIbIBAIOTCS B IPYroi mikad;

NepeaaroTCs B BEIOMCTBEHHBIN apXHB;

MepelaloTCs B TOCYIapCTBEHHBIN apXUB.

15. JlokyMeHTHpOBaHUE — 3TO:

a) IpUJaHue IOPUIUUECKON CHIIBI IPUHATOMY YIIPaBIEHYECKOMY PELICHHUIO C TOMOIIbIO
JIOKYMEHTOB;

0) 3aIiCh B COOTBETCTBUU C 3aKOHOJIATEIHCTBOM;

B) CO37aHHE TOKYMEHTOB, T.€. 3allUCh MO0 YCTAaHOBJICHHBIM (hopMaM HEOOXOAWMOW st
ylpaBiieHUs! HHPOpMaLUH.

Bapuanr 3.

1.JlokyMeHTaIlMOHHOE 00eCTIedeHne YIPaBIeHUs — 3TO:

a) OTpacib MAEATENbHOCTH, OOECHeuMBaIONIas JOKYMEHTHPOBAHHE M OPTaHU3AIUI0
paboThl ¢ opULIHANBHBIMU JOKYMEHTAMH;

0) mpueM U 00pabOTKa JOKYMEHTOB, HEOOXOAMMBIX JUIsl MPUHATHUS YNPABICHUECKUX
pELIeHU U pealn3aluy yIpaBiIeHYecKHX QyHKINN;

B) 3alKCh MO YCTaHOBJICHHBIM (popmam uHOpMaIMU, HEOOXOAMMOU IO pearnu3aluu
YNIpaBJIEHYECKUX PEIICHUH.

2. Onpenenenre TepMHUHA «TOKYMEHTY:

a) 3auKCHpOBaHHAas Ha MaTepUAIBHOM HOCUTENe HMH(OpMaIUs ¢ pPEKBU3UTAMU,
TIO3BOJISIOIIMME €€ UICHTH(PHUIINPOBATH;

0) cpelncTBO 3aKpelyieHHs pa3IUYHBIM CIIOCOOOM Ha CIHEHAJIbHOM MaTepHaIbHOM
HocuTelne nHpopMaryu 00 yrpaBIeHUYECKUX PEIICHHSX;

B) MaTepUaNbHbIM 00BEKT C 3arevaTIeHHOW HHPOpMaLuei.

3. Cornacuo TpedoBanusm, ycranoBiaeHHBIM B 'OCT P 6.30-2003, kaxmoe npeanpusitue
00513aHO TPUMEHSTh:

a) oO1uit 6JaHK, OJlaHK IpHUKa3a, OJaHKU KOHKPETHBIX BU/IOB JOKYMEHTOB;

0) OGy1aHK MpeAnpusATHs, OJaHK MHCbMa, OJJAHKH KOHKPETHBIX JIOJKHOCTHBIX JIMIL;

B) ONaHK MUChbMa, 00K OJaHK, OIaHKU KOHKPETHBIX BHIOB JOKYMEHTOB.
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4. TlpeumytiecTBa yriioBOTO ITamma 00ecrnednBaroT:

a) 9KOHOMMIO TIIOIIAH JINCTA;

0) COBpEeMEHHBIN IM3aiiH;

B) BhINoJHEeHUe TpeboBanmii 'OCTa.

5. ®opmysip-o0pasel; OpraHu3alMOHHO-PACIOPSIUTENBHOIO JOKYMEHTa MPEICTABISAET
coboi:

a) MakeT OJIaHKa JOKYMEHTA, IOATNOTOBIEHHOIO K U3aHUIO TUIIOTPapCKUM CIIOCOO0M;

0) oOpa3ser 6JaHKa JOKYMEHTA;

B) CXEMY PacCIOJI0XKEHUs PEKBU3UTOB OPraHU3aMIOHHO-PACIOPSAUTEIEHOTO JOKYMEHTA;

) oOpa3el] KOHKPETHOIO BUa OpraHu3alOHHO-PACIIOPAIUTEIBHOIO JOKYMEHTA.

6. CoBMecCTHBII OpraHU3alMOHHO-PACHIOPSIIUTENBHBIN TOKYMEHT 0(OpMIISETCS:

a) Ha OJIaHKE OJIHOM M3 OpraHu3allnii;

0) Ha COBMECTHOM OJIaHKE JBYX OpraHU3aIlui;

B) Ha yucTOM JHCcTe popmara A 4;

I') Ha OJIaHKax BBIIECTOALIMX OPraHU3aLMM.

7. B kakoM BapuaHTe OTBETa MPAaBUIbHO HAa3BaHbl PEKBU3UTHI 001IET0 OaHKa:

a) HaVMEHOBAaHMWE OpraHu3aluy, »5MOieMa OpraHM3allid WM TOBAapHBIM 3HAK,
HauMeHoBaHue Buaa gokymenta, OI' PH, MHH/KIIII, 3aroioBok k TeKCTy, aapecar;

0) HauMEHOBaHUE OpraHU3allK, MECTO JJs BUJAa AOKYMEHTa, Jara, perucTpaliiOHHBbIHN
HOMEp J0KYMEHTa, MECTO COCTABJICHUS;

B) HAaUMEHOBaHME opraHuzanuu, kox opranmzanuu, OI'PH, MHH/KIIIIL, copaBouHbie
JTaHHbIe 00 OpraHu3alyH, 1aTa, PETUCTPALMOHHBI HOMED, CChUIKA Ha PErUCTPAlMOHHBIA HOMEP
U J1aTy JOKYMEHTA.

8. B xakoM BapuaHT€ OTBETA Ha3BaHbl PEKBU3UTHI KOHKPETHOTO BUAA JOKYMEHTA!

a) rocylapcTBEHHbIH repd, KoJ (OpMBI TOKYMEHTAa, HAUMEHOBAaHHE BMJAa JOKYMEHTa,
perucTpaloHHbIi HOMEp, AaTa JOKYMEHTa, MECTO COCTaBJICHHUS;

0) HaMMEHOBaHME OpraHM3aluH, SMOJeMa WIM TOBapHbIM 3HAaK, HAUMEHOBAaHUE BHJA
JIOKYMEHTA, KOJl OpraHu3aIiu, KoJ (OopMbl JOKYMEHTA, /1aTa, peruCcTPallMOHHbII HOMED;

B) HaUMEHOBAaHME OpraHW3allly, HAUMEHOBAHUE BHJA JOKYMEHTA, PETrUCTPAIlMOHHBIN
HOMep, JlaTa IOKyMEHTa, MECTO CO3JaHMsI TOKYMEHTA.

9. B xakoMm BapHaHTe OTBETA MIPAaBUIbHO Ha3BaHbl PEKBU3UTHI OJIaHKA MHUChMa?

a) HAMMEHOBaHUE OpPraHMU3AIMH, KOJI OpraHu3aluu, Koa (popMbl JOKYMEHTa, CIIpaBOYHbIE
JTaHHbIe 00 OpraHu3aluHy;

0) HauMEHOBaHME OpraHu3alliyd, HAaUMEHOBAaHWE BMJA  JOKYMEHTa, JarTa,
PETUCTPALIMOHHBINA HOMED;

B) HaMMEHOBaHHWE OpraHM3allH, CIpaBOYHbIE JaHHbIE 00 opranuszanuu, OI'PH,
WHH/KIIII, nata, perucTpaliOHHBIA HOMEp, CChUIKA Ha PETUCTPALMOHHBIA HOMEp M JaTy
JIOKYMEHTA.

10. B kakoM BapuaHTe MPaBUIbHO Ha3BaHbl PEKBU3UTHI OJIaHKA MpUKa3a?

a) TOCYIapCTBEHHbI TrepO, HaUMEHOBaHME OpraHW3alMd, HaUMEHOBaHUWE BHJA
nokymeHnTa «[IPUKA3», nata nokymeHTa, perucTpalliOHHBIM HOMED, MECTO COCTaBJICHHUS,

0) rocymapcTBeHHBIH Trep0, HAaMMEHOBAHWE OpraHU3alliy, HaNMMEHOBaHUWE BHJA
nokymenta «[IPUKA3», nata, perMcrpallMOHHBIII HOMEp, MECTO COCTABIICHUS, CIPABOYHBIE
JaHHbIE 00 OpraHU3aINy;

B) 5MOiemMa, HaMMEHOBaHUE opraHu3auuu, Bua Aokymenta «[IPUKA3», nara, mecto
COCTaBJICHUSI.

11. Hymepauust crpanui] JOKyMEHTa IIPOU3BOAUTCS:

a) M0 LIEHTPY HUKHETO IOJIS;

0) B IpaBOM HIDKHEM YIJIy JOKYMEHTA;

B) TI0 LIEHTPY BEPXHETO MOJIS;

T') B IPaBOM BEPXHEM YTJIy JJOKYMEHTA.

12. PEeKBU3UT JOKYMEHTA — 3TO:
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a) GupMeHHBIN OJaHK;

0) OCHOBHAsI 4aCTh IOKYMEHTA,

B) €ro OT/ICNIbHAS YaCTh.

13. UnenTr(UKalIMOHHBIMU PEKBU3UTAMH JJOKYMEHTA SIBIISIFOTCSL:

a) aBTOp, BH]I, 1aTa, HHJIEKC, TEKCT, IIOJIIHCH;

0) nata, MHIEKC, TEKCT, NOIUCH, IeYaTh, aJ[pecar;

B) aBTOp, a/Ipecar, Bu3a, MOAIMUCH, 1eYaTh, TCKCT.

14.. W3 mnepeynclICHHBIX HW)KE PEKBU3UTOB OPraHU3alMOHHO-PACIIOPSAUTEIBHBIX

JOKYMEHTOB BBI6epI/ITe PEKBU3UTEI, HCO6XOI[I/IMBIG IJI1 IIpyuaaHus JOKYMEHTaM I-OpHI[H‘lCCKOﬁ

CHIJIBI:

1. CiipaBouHbIe JaHHbBIE 00 OpraHU3aK

2.Mecto cocTaBieHUsI JOKYMEHTA

3. HaumeHoBaHue BUJ1a 1OKyMEHTa

4. OrMeTKa 00 UCTIOJTHEHUU

5. HaumeHoBaHue opranusanuu

6. PeructpaniioHHbIi HOMEP

7. lTognuce 10. Axpecar

8. I'pud yrBepxaeHus

9. Tekct

10. [laTa moxymeHTa

11. Bu3sa cornacoBanus

12. Kakue cioco0s1 opopMIIeHHs AaThl B JOKYMEHTAX SBIISIOTCS MPABHILHBIMU?
a) 05.02.07. n) 5 deBpamns 2007 r.

6) 05.02.2007 r. e) 07.02.05

B) 05 derpains 2007 r. x) 05 despans 2007

r) 2007.02.05

Bapuanrt 4.

1. I'pud yTBEepKIeHHS CTaBUTCA:

a) Ha JIOKyMEHTAaX, YKa3aHHBIX PYKOBOJUTENEM (PUPMBI;

0) Ha TOKyMEHTaX, OMPE/ICICHHBIX 3aKOHOAATEIbCTBOM;

B) Ha BCEX BHYTPEHHUX JOKYMEHTaX.

2. Kakum ciocobom mpocTaBisieTcs Aata B Tpude yTBEpKICHHS JOKYMEHTA:
a) MallIMHOIIMCHBIM CIIOCOOOM;

0) poCTaBISIETCS OT PYKH CEKPETAPEM IOCTIe YTBEPKIACHUS TOKYMEHTa PYKOBOIUTEIIEM;
B) MPOCTABJISETCS CAMUM PYKOBOJAMUTENIEM B MOMEHT YTBEP)KICHHSI JOKYMEHTA;
I') IPOCTaBISAETCS IIOOBIM CITIOCOOOM.

3. O0s13aTenbHOMY YTBEPKACHUIO TOJJIEXKAT:

a) MPUKa3bl;

0) ciyxeOHbIe 3aMKCKU;

B) KOHTPAKTBI;

I') IITaTHOE paclyCaHue;

1) rapaHTUHHBIE TUChMA.

4. ABTOpPOM CITy>K€OHOT'O MUChMa SBIISETCS:

a) JOJDKHOCTHOE JIUIO, TIOJIHCABIIee JOKYMEHT;

0) UCIIOJIHUTENb, COCTABUBIIHNH JOKYMEHT;

B) OpraHu3aIus, OT MIMEHH KOTOPOH OTIIPABIISIETCS MACHMO.

5. IlouToBBIit ajipec B peKBU3UTE «AapecaT» Ha CIyKeOHOM IMHCbME YKa3bIBAeTC:
a) BCerja;

0) B HEKOTOPBIX CIy4asXx;

B) HE YKa3bIBaeTCsl.

6. Ha noxymenTax paspemiaercs npocTaBisTh He Ooiee:

a) OIHOTO aJIpeca;
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0) IBYX aJIpecoB;

B) TPEX aJIPECOB;

I') YETHIPEX aJIPECOB.

7. Ha kakoM ciry>keOHOM MUChME MPOCTABIISETCS CChIIIKA HA HOMEP U 1aTy JJOKYMEHTa!

a) rapaHTUHHOM;

0) COMPOBOIUTEIIHLHOM;

B) OTBETHOM;

I') LUPKYJISAPHOM;

1) Ha BCEX MHUChMax.

8. Uto siBNsieTcs JaTOM MPOTOKOJIA:

a) JaTa MOoAMUCAHUS;

0) maTta 3aceaHus;

B) JlaTa PETUCTPALIUU.

9. 3aroJ0BOK K TEKCTY JOKYMEHTA MOKHO HE COCTABJISITh:

a) Ha COBMECTHBIX JJOKYMEHTAaX;

0) Ha TOKYMEHTaX, COCTaBJICHHBIX Ha OJIaHKaX JOJDKHOCTHOTO JINIIA,

B) Ha IOKYMEHTAaX, HAMPAaBJSIEMbIX B MOJBEIOMCTBEHHBIC YUPEKICHUS;

) Ha JOKyMeHTax gopmara A 5.

10. OT™MeTKY O HATMYUU TPUIIOKEHUS 0053aTETILHO UMEET:

a) 3ampoc;

0) nHpOPMAIIMOHHOE MTHUCHMO;

B) COIIPOBOJUTENBHOE MHCHMO;

T') BCE CIIyKeOHbIE TOKYMEHTHI.

11. IIpu cocraBieHWH OTMETKH O MPHWIOKEHUH K TEKCTY CIyXeOHOro muchMma He
YKa3bIBAETCS KOJIMYECTBO JIMCTOB, €CIIM MPHUIIaraeMblil IOKYMEHT:

a) Ha OJTHOM JIUCTE;

0) cIUIIKOM 00BEMHBIN;

B) Ha OJIHOM JICTE C 000POTOM;

I') COpOIIIOPOBaH.

12. OT™MeTKa 0 KOHTPOJIE IPOCTABIISIETCS HA JOKYMEHTE:

a) Ha BEpXHEM I10JI€ B IIPAaBOM YTIIY;

0) Ha HIDKHEM T10JIE B IIPAaBOM YIIIY;

B) Ha JIEBOM II0JIE;

T') IPOU3BOJIBHO.

13. PexBusur «lloanuce» Ha JOKyMEHTax, MOJNUCBIBAEMBIX JABYMs JOKHOCTHBIMHU
JIMIIAMHU OJTHOTO YPOBHS, O(OPMIISETCS:

a) B /IBa psiJia Ha OJTHOM YPOBHE;

0) oJHa MOJIKCH O] APYTOH;

B) 110 OJJHOM MOANUCH B TBOMHOM KOJMUYECTBE IK3EMIUIIPOB JJOKYMEHTA.

14. Tloagnuces pykoBOIUTEINS HAa IPUKa3€ 3aBEPSAETCs MeYaThlo:

a) BCerja;

0) HUKOr11a;

B) 110 YKa3aHUIO PYKOBOJHUTEJIS.

15. Cmoco® ymocTOBEpeHHs] JOKYMEHTa, MPOW3BOJUMBIN TIOCIE MOAMHCAHUS,
CaHKIMOHUPYIOIIUI  pacnpocTpaHeHHWEe JeMCTBUS JOKYMEHTa Ha OIpEJeNeHHBIH Kpyr
YUPEKACHUH, TOIHKHOCTHBIX JIUI] — 3TO:

a) COIJIaCOBAHUE;

0) BU3HpPOBAHUE;

B) YTBEPXKICHUE;

I') IPOCTaBJICHHE [1eYaTH;

) 3aBEpeHHUE.
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Bapwuanrt 5.

1. Ha xakux goKyMmeHTax Tpedyercs 00s3aTebHOe TPOCTABICHHUE NIEYaTH:

a) Ha MMPHKa3e 10 JIMYHOMY COCTaBY;

0) Ha MpHKa3e 10 OCHOBHOMW JAEATEIbHOCTH;

B) Ha KOMMEPYECKOM IPEIII0KCHUN;

I') Ha TapaHTUIHOM IIMCBhME.

2. [1euaTh Ha OPraHU3AIMOHHO-PACIOPSAUTEIBHBIX TOKYMEHTAX MPOCTABIISCTCS:
a) Ha JTF0OOM CBOOOTHOM MECTE;

0) Hiwke pexkBusnTa «lloamucey;

B) JI0JKHA OBITh 3aXBavy€Ha JINYHAS TIOJIHCE;

I) JO/DKHA OBITh 3aXBayeHa 4YacTh HAWMEHOBAHHS JIOJDKHOCTH JIMIA, TOATNMCABIICTO

JIOKYMEHT;

3. B pesynbrare paccMOTpPEHHs PYKOBOAMTEIEM BXOJAIIEr0 JOKYMEHTa Ha HEM

MOABJIACTCA:

a) TMOJITNCh;

0) pe3oonus;

B) BH3a.

4. Bu3sbl Ha pacOPSAAUTENBHBIX JOKYMEHTAX MPOCTABIISIIOTCS:
a) Ha IEPBOM JIMCTE MOUITMHHHUKA IOKYMEHTA;

0) Ha TOCJICTHEM JINCTE TIOTMHHUKA IOKYMCHTA;

B) Ha MEPBOM JIUCTE BTOPOTO IK3EMILIAPA TOKYMEHTA;

T') Ha MOCJEIHEM JINCTE BTOPOTO SK3EMIUISIpA TOKYMEHTA.

5. Pe3omronust mpocTaBisieTCs:

a) B IPaBOM BEPXHEM YTIIY;

0) Ha MOJAX JOKYMEHTA;

B) Ha JII00OM CBOOOJHOM MECTE IOKYMEHTA, KpOME I10JIEH;

T) Mo pekBu3uToM «lloamucey.

6. K mporokoimry B KadecTBEe TMPWIOKCHHS JODKEH OBITH O(QOPMIICH CIHCOK

HIPUCYTCTBYIOLIHX:

yriy;

a) €CIIM IPUCYTCTBYIOIMMX 00Jiee 5 YeoBeK;

0) ecnu mpUCyTCTBYIOIMUX 60see 10 yenoBek;

B) €CJIM MPUCYTCTBYIOMIUX OoJiee 15 yenosek;

T') Ipu J1I000M KOJIMYECTBE MPUTIIAIICHHBIX;

1) €CITM Ha COBEUTAaHUU MPUCYTCTBYIOT NPUTIIAIICHHBIC U3 IPYTUX YUPEIKICHHIA.
7. Kakoil peKBU3UT HE BXOANUT B POPMYJISIp MPUKa3a 110 OCHOBHOM AESATEIBHOCTH:
a) Ha3BaHME OpraHu3aluy;

0) BUJ JOKYMEHTA;

B) MECTO U3JaHMUS;

T) ajzipecar;

1) 3ar0JIOBOK K TEKCTY.

8. OTMeTKy 00 UCIIOIIHUTENE pacloararoT:

a) Ha 00OPOTHOM CTOPOHE MEPBOTO JUCTA TOKYMEHTA,

0) Ha JIMIIEBOI CTOPOHE MEPBOTO JIMCTA TOKYMEHTA HAa HUXKHEM I10JI€;

B) Ha JINIIEBOW MM OOOPOTHOW CTOPOHE MOCIETHETO JINCTAa JOKYMEHTA B JICBOM HUKHEM

I') Ha JIEBOM TI0JI€ IOKYMEHTA.

9. J1okyMeHTOO0OPOT yUpekKACHUS pealn3yeTcs B BUE JOKYMEHTOIIOTOKOB!
a) BHEILLIHUE, BHYTPEHHUE;

0) opuIMaNbHbIE, THYHBIC;

B) MH(GOPMAIIMOHHBIE, PACIOPSAUTETbHBIE;

I') 10 OCHOBHOM JESITEbHOCTH, II0 TUYHOMY COCTaBY;

1) BXOJAIIME, UCXOALINE, BHYTPEHHUE.
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10. IlepeunciieHHbIE PA3HOBUAHOCTH JOKYMEHTOB PACIPEACIIUTE HA TPU TPYIIIIbL:
a) OpraHu3aluOHHBIE;
0) pactopsIUTEIbHEIE;
B) MH(OPMAITMOHHO-CIIPAaBOYHbIE;
1. 3asBieHre 00 yBOJIbHEHUHN
2. JloknaaHast 3amucKa
3. JIoJKHOCTHASI MHCTPYKIIHS
4. PacniopsbKeHUEe JUPEKTOpa
5. CnpaBka o noxogax
. [IpoTokoa coBemanus
. [locTanoBeHNE KOIETHH
. llltatHOE pacnucanue
. [lonoxeHnue o0 arrecTanuu

10. IIpuka3 o npueme Ha paboTy

11. MuCcTpyKIms 1O IEI0MPOU3BOICTBY

12. AKT 0 HapyIIEeHUH JUCIUILINHBI

11. Kakoe yTBep>KIeHHE SBIISETCS IPABUIBLHBIM:

a) Bce OPJ] opopmitsiroTcst Ha OpUITMATBHBIX OJIAHKAX;

6) Bce OPJI MoxHO 0opMIIATh HE Ha OJaHKaX, KpOMe MPUKA30B U MHCEM;

B) otaenbHbIe BUuasl OPJl nomyckaercst opopMisiTh He Ha OJaHKax;

r) OP/] opopmisitoTcs Ha 6aHKax WK 6€3 HUX IO YCMOTPEHHUIO OpraHu3alllu.

12. Kakue JOKyMEHTHI SBISIOTCS PAaCIIOPSTUTCIBHBIMU:

a) JOJDKHOCTHAsi MHCTPYKIUS, MPHUKa3, pelieHHe, yKa3aHHe, YYpeTUTENbHbBIN JOTOBOP
(KOHTpAKT);

0) mpuKa3, IpOTOKOJ, pelleHne, YKa3aHHe, TIOCTAHOBJICHHE, PACTIOPSIKEHUE;

B) pEIlIEHHE, JOTOBOP (KOHTPAKT), yKa3aHHE, MPUKa3, TPOTOKOJ, PACIIOPSHKEHHE.

13. Kakue JOKyMEHTBI SBISIOTCS OpraHU3aIMOHHBIMHU:

a) ycraB, NOJOXCHHE, MHCTPYKIHUS, CTPYKTypa M INTaTHas YHCICHHOCTb, LITaTHOE
pacmucaHue, mpaBuia;

0) ycraB, TOJOXEHHE, NPOTOKOJI, NMOCTAHOBJCHWE, TMpaBWJa, INTATHOE pPAaCIUCAHWE,
JOTOBOP (KOHTPAKT);

B) YyCTaB, IOJIOKEHUE, WHCTPYKIMSA, MITATHOE PACIMCaHWE, MpPaBWiIa, NPUKa3, JOTOBOP
(KOHTpaKT).

14. CripaBoyHO-NH(OPMALIMOHHBIMU JOKYMEHTAMH SBIISIOTCS:

a) TUCBMO, TelerpaMmMa, TtenedoHOrpaMMa, 3asBICHHE, AaKT, JOKJIaJHas 3aIlucKa,
OOBSICHUTENbHAS 3aIHMCKa, CTIPaBKa;

6) nuceMmo, (daxc, Tenedaxc, 3asgBIEHUE, aAKT, NPEJICTABICHHME, aHKeTa, JOKJIaJHas
3aInCKa;

B) MKUCbMO, (akc, 3asiBICHUE, aKT, IPEICTaBICHHE, TOKIaHas 3aMiCcKa, O0BbICHUTENbHAS
3aIrrcKa, aHKeTa.

15. Kakue pacriopsaAuTenbHble JOKYMEHThI H3/Ial0TCSI HA OCHOBE €1IMHOHAYAIHS:

a) yKa3aHue; I') IOCTAaHOBJICHHE;

0) npukas;

B) pacropsbKeHue

I') peleHue

Bapwuanr 6.

1. Kakue pacnopsauTenbHble JOKYMEHTHI MPUHUMAIOTCS KOJIJIETHAaTbHBIMUA OpTaHAMM:

a) MPUKa3bl;

0) MOCTaHOBJICHUS;

B) yKa3aHus;

T') BCE MEPEUNCICHHBIE TJOKYMEHTHI

1) peuIeHus;

6
7
8
9
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2. Bxomsamuii JOKyMEHT MPOXOIUT CIICAYIONTNE dTanbl 00pabOTKH:

a) COCTaBJICHHE MPOEKTA — COTTIACOBAHHUE — O(POPMIICHHE — MTOAMMCAHUE — PETHCTPAIIHS —
UCIIOJTHEHUE — HAMpaBJIEHUE B JIENI0;

0) mpueM — mepBUYHAs 00pabOTKa — MPEIBAPUTEIBHOE PACCMOTPEHHE — PACCMOTPEHUE
PYKOBOAMTENEM — UCIIOJTHEHUE — HAIPABJIECHUE B JIEJI0;

B) COCTaBJIEHHE MPOEKTA — COTIACOBAHHE — O(hOPMIICHHE — MTOAMMCAHUE — PETUCTPALUS —
HCIIOJTHEHUE — OTIIPABIICHHUE;

') IpueM — nepBuYHas 00paboTKa — MpeIBAPUTEIHHOE PACCMOTPEHHE — PErUCTPaUs —
paccMOTpeHHE PYKOBOAUTEIEM — UCTIOJHEHHE — HAIPaBJICHHE B JIEJIO;

o) odopmieHHE TOKYMEHTOB — TMOANKCAHHE — PEruCTpalusi — COIJIACOBaHHE —
YTBEpPkKACHHUE — OTIPABKA.

3. Ilpu npoBeneHNH NEPBOHAYAIBEHOM 00Pa0OTKM BXOASIIEH KOPPECTIOHICHIINH:

a) KOHBEPTHI BCEr/la YHUUTOXKAIOT, B I€JIO MOANIMBAIOT TOJIBKO JOKYMEHTHI;

0) KOHBEPTHI HE YHUUTOXKAIOT, OHU BCET/Ia TIOIINBAIOTCS BMECTE C JJOKYMEHTAMHU;

B) KOHBEPTHI YHUUTOXKAIOT, KpOMe KoppecnoHAeHInH ¢ Tpudom «KoHbuaeHIanbsHO»;

I') KOHBEPTHl YHHUTOXKAIOT, KPOME KOPPECIIOHICHIINU C OTMETKOM «JInuHOY;

1) KOHBEPThl HE YHHUTOXKAIOT, €CIU HA CaMOM JIOKYMEHTE HEJO0CTaTOYHO MH(pOpMaIuu
00 aBTOpE WK XapaKTepe JOKyMEHTA.

4. Kakas yacTp mpuKasa siBisieTcs 00s13aTeNIbHOI:

a) KOHCTaTUpyoasi;

0) pacniopsiIUTEIbHAS,

B) 00e.

5. OcHOBaHME U3aHUs IPUKa3a [0 OCHOBHOM J€ATEIbHOCTH COIEPKHUTCS:

a) B 3ar0JIOBKE;

0) B KOHCTaTHPYIOIIEH YacTH TEKCTa;

B) B MO3uINH TeKkcTa «OCHOBaHUEY;

T) B IpHJIaraeMbIX TOKYMEHTaX;

1) B pacrops,ANTEIbHON YacTH TEKCTa MpUKasa.

6. OcHoBaHMe HU3/1aHus IPpHUKa3a 00 YBOJIHHEHUH COTPYAHUKA (PUPMBI COIAEPIKUTCS:

a) B 3aroJIOBKE;

0) B KOHCTaTHPYIOIIEH YacTH MPHUKa3a;

B) B O3UIMH TeKcTa «OCHOBaHUEY;

T') B IPUJIaTraeMbIX JOKYMEHTaX;

1) B pacropsiANTEIbHON YacTH TEKCTa IpUKa3a.

7. Tlporokon JOKeH OBITh H3TOTOBJIEH IOCJ€ MPOBEIEHHOIO  3aceJaHus
KOJUIETHAJIbHOTO OpraHa Ha I03/{Hee, YEM Yepes:

a) 1 nenn;

0) 4 nus;

B) 3 nHS,

r) 5 gHei

8. B kpaTkom mpoTOKOJIE MOTYT OTCYTCTBOBAaTh MO3ULIUU TEKCTA:

a) BBICTYITWJIU, TIOCTAHOBUJIN; B) TTIOCTAaHOBWJIH;

0) ciymianu, BBICTYIHIIN; T) IOBECTKA JTHS;

1) BBICTYITHIIH.

9. JOoKHOCTHYIO MHCTPYKIIMIO BBOJUT B JE€HCTBUE:

a) pyKOBOJMTENb OpraHU3alllH;

0) pyKOBOAMTENb CTPYKTYPHOT'O MOApa3IeICHHS;

B) HauaJIbHUK OTJIENIa KaJIpOB;

I') HUKTO HE BBOJIUT, €CJIM OHA TUIIOBAs.

10. Kak BHOCATCS UBMEHEHHS B TOJHKHOCTHYIO MHCTPYKIIUIO:

a) U3MeHeHHs] O(OPMIISIOTCS Ha OTHEIBHOM JIUCTE M MPUIAraloTcs K JeicTByromei
JIOJKHOCTHOM MHCTPYKLIUH;
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0) U3MEHEHHUs BIIMCBHIBAIOTCS HAJl 3a4EPKHYTHIM CTapbIM TEKCTOM C COOTBETCTBYIOIIUMU
nosicieHusiMu («VcripaBIeHHOMY BEpUTh», TIOJIMUCH, J1aTa, IeYaTh);

B) U3MEHEHUS BBOASTCS IyTEM M3/1aHUS COOTBETCTBYIOIIETO MTPUKA3a;

I) JOHKHOCTHAsh MHCTPYKIHS TIOJMHOCTBIO IEpEreyaThiBaeTCs C YYETOM BHOCHMBIX
M3MEHEHUH U 3aHOBO yTBEPIKIaeTCsl.

11. Kakue nokyMeHTbI 0(OpMIISIOTCS P pHeMe Ha paboTy 10 KOHTPAKTY:

a) Tpy/IOBasi KHWXKKA; B) MPUKa3;

0) TpyI0BOI KOHTPAKT; T') yKa3aHUE;

1) aKT.

12. Ilpu mnepemaue TeKcTa MOKYMEHTa MO KaHalaM (PaKCUMUIBHOM CBS3H 00BEM
nepeaBaeMoro JOKyMEeHTa He JI0JDKEH IPEBbIIIATh:

a) 10 aucros;

0) 3 UCTOB;

a) 5 MCTOB;

T) 2 JINCTOB.

13. Texnonorus JJOY cocTOUT U3 CIEAYIONINX ONEpaIuii:

a) IpUeM — PE30JIIOIHS — PETUCTPAIUs — IPUHATHE PELICHUI — UCIIOTHEHHE — KOHTPOJIb
UCTIOJTHEHUS — TIOJIIIMBKA B JIEJIO — XPaHEHNE;

0) mpueM — perucTpanus — HalpaBlIeHHE HA WCIOJIHEHUE — HCIIOJIHEHHUE — KOHTPOIIb
UCTIOJIHEHUS — OTIpaBKa — (hopMupoOBaHHE N — XpaHEHUE;

B) IPUEM — PETUCTPALIUS — IPUHATHE PELICHUS — UCTIOHEHNE — KOHTPOIIb UCIIOTHEHUS —
OTIIpaBKa — Mepeiavya B apX1B — XpaHEHHE.

14. BriOop omnpeneneHHO (HOPMBI perUCTPAIIUHU 3aBUCUT OT:

a) o0beMa JJOKyMEHTO000pOTa;

0) KOJIMYECTBA COTPYIHUKOB;

B) BHJIA ICATEILHOCTH OpTraHU3aIHH;

T') CTPYKTYpPbI OpTaHU3aIUH.

15. Jlns xakoil Tpynmbl JOKYMEHTOB (UPMBI PpETHCTpalus sBISETCS HambOoee
HEO0XO0IUMOIA:

a) JUIs1 BXOJSIINX JOKYMEHTOB;

0) U UCXOISIINX JOKYMEHTOB;

B) JUIsl BHYTPEHHHX JIOKyMEHTOB;

T') JUI1 KOHTPAKTOB.

Bapwuanr 6.

1. Ucxonsammii JOKYMEHT MPOXOJIUT CIEAYIOIIE ITarbl 00paboTKu:

a) COCTaBJIEHHUE NPOEKTa — COTJIAaCOBAHNE — O(POPMIIEHHE — MOANMUCAHUE — PETUCTpaLys —
UCITIOJIHEHUE — HaIlpaBJIEHHUE B JEJI0;

0) npueM — mepBOHauajgbHas o00pabOTKa — MpPEIBAPUTEIBHOE pPACCMOTPEHUE —
paccMOTpeHHEe PYKOBOAMTENIEM — UCIIOJHEHUE — HAallpaBJIeHUE B JEJI0;

B) COCTaBJIEHUE MPOEKTA — COIJIacOBaHUE — 0(OPMIICHHE — MOANNCAHNE — PErUCTPALUs —
UCIIOJIHEHUE — OTIPABKa;

r) odopmiieHHe JOKyMEHTa — TIOJNUCAaHHE — PpErucTpanuss — COIJIaCOBaHHE —
YTBEp)KJIEHHE — OTIIPaBKa.

2. JIokyMeHTHI ¢ TpudoM OrpaHHUYSHHS JOCTYIA PETHCTPUPYIOTCS B KypHAJIE:

a) B cllyyae KpaifHeil He0OOXOUMOCTH;

0) Bcerna;

B) HE PETHUCTPUPYIOTCS;

I') 10 YCMOTPEHHUIO PYKOBOJIUTEISL.

3. Ilpukasbl 10 OCHOBHOM J€SITEIbHOCTH PETUCTPUPYIOTCS:

a) B 00s13aTEIIBHOM TTOPSIIKE;

0) HauboJsee BaKHBIE;

B) 110 YKa3aHUIO PYKOBOJHUTEIIS.
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4. JIOKyMEHTBI PETUCTPUPYIOTCS:

a) B JICHb MOCTYIICHHUS;

0) B 1IeHb 0(hOpPMIICHHS, COTJIACOBAHMS;

B) B JICHb IIepe/Iadyl Ha UCIIOJIHEHUE;

I') IOCJIe UCTIOJTHEHHS;

1) Ha dTare HaIpaBIICHUS B JCIIO.

5. Ilpu nocTyIuieHnU B yUpeKIEHUE HE PETUCTPUPYIOTCS:
a) 3ampocChl;

0) cripaBKH;

B) IIUPKYJISIPHBIC MUCHMA;

I') peKJIaMHbIE MHCbMA;

1) TTIOCTAHOBJICHHSI.

6. CpoKu HCTOTHEHHSI TOKYMEHTOB UCUUCIISIOTCS:

a) B KaJICHAAPHbIX JTHSX;

0) B pabouux JHSIX;

B) TI0 YCMOTPEHHIO PYKOBOJUTEIIS OpraHU3aIiH.

7. Ecnm mocneaHW AEHb CpOKa HCIONHEHUS MPUXOTUTCS Ha Hepabouuil JeHb, TO

JOKYMCHT INOJJIC)KHUT UCIIOJTHCHHUIO:

OTBCT.

a) HE MO3/HEe ePBOro paboyero IHs, CICIYIONIETro 3a HepabounMm;

0) He mo3/Hee pabouero JHs, MPEAMIECTBYIONMIEIO HepadoueMy JTHIO.

8. Pemenue o nmpoasiecHHH CPOKa MCIIOJIHEHHSI JOKYMEHTa IIPUHUMACTCS:
a) B ICHb MCTCUCHUS CPOKA MCIIOTHCHHSI,

0) 3a JIeHb JI0 HCTEUYCHUS CPOKA UCTIOITHECHUS;

B) 3a 2 AHS 10 UCTEYCHUS CPOKA UCTIOJIHEHUS,

r) 3a 3 JAHS JI0 UCTEUCHHUS CPOKA UCTIOTHECHUSI.

9. JIOKYMEHT CUUTACTCSI HCIIOJTHCHHBIM, €CJTH:

a) KOPPECIIOHICHTY JIaH OTBET;

0) JOKYMEHT HMCIIOJTHCH B Ha3HAUCHHBIN CPOK;

B) JIOKYMEHT MOJMICAaH PYKOBOAUTENEM OpTraHU3alliH;

') TIOCTaBJICHHBIC B JIOKYMEHTE BOMPOCHI PEIICHBI 1O CYIIECTBY, KOPPECIIOHACHTY JaH

10. CHsATHE TOKYMEHTA ¢ KOHTPOJISI UCIIOIHEHUST OPOPMIISIETCS:

a) OTMETKOW 00 MCIIOJIHEHUH U HalpaBJIEHUH B JIEJI0;

0) OTMETKO O KOHTPOJIE UCIIOJIHEHUS;

B) OTMETKOMU 00 WCIIOJTHUTEIIE;

KOIUU JIOKYMEHTA).
11. Omnpenenute, kKakoe TpeOOBaHUE, NPEABABISIEMOE K PETHCTPAIMOHHBIM KHHTaM

()I(ypHaJ'IaM) C UINTCIIBHBIM UJIN MMOCTOSHHBIM CPOKAMHU XPAHCHUS, 3ACCH ITPOIYIICHO!:

a) 00J10’%KKa KHUTH JIOJDKHA OBITH U3 IJIOTHOTO KapToHa (TBEpIoi);

0) KHMTa T0JKHA OBITH MPOIINTA;

B) KHHUTA JIOJDKHA OBITh MPOIIIHYPOBAHA;

I') KHUTa JI0JKHA UMETh 3aBEPUTENbHYIO HAAMKCh.

12. JlokyMeHTBbI GOPMUPYIOTCA B Jiejia B COOTBETCTBUHU C:

a) IepevyHeM JIOKYMEHTAJIbHBIX MaTEPUAJIOB C YKa3aHUEM CPOKOB XpaHEHHUS,
06) 'OCTowM Ha opraHu3aIMOHHO-PACTIOPSAUTEIBHYIO JOKYMEHTAITHIO,

B) MHCTPYKIUEH 110 AETONPOU3BOACTBY IaHHOM OpraHu3aluu;

I') HOMEHKJIATYpOH J1e] OpraHu3aluu;

1) IOJIOKEHUEM 00 OpraHHu3allvy.

13. ®opmupoBanue €1 B CTPYKTYPHBIX  IOJPA3JCICHUSAX  OpPraHU3alui

OCYIICCTBIIACTCA:

a) pyKOBOJUTEJIEM CTPYKTYPHOT'O MOApa3CICHHUS;
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0) UCTIOTHUTEIISIMH;

B) 3aMECTUTENSIMH PYKOBOIUTENEH CTPYKTYPHBIX MOIpa3ieICHUN;

I') JeJIONPOU3BOJCTBEHHBIMU PaOOTHUKAMH.

14. Kaxo#t npuHImn GopMUPOBaHUS JEI SIBJISETCSI OCHOBHBIM:

a) MO CTENEHU BaXKHOCTH JIOKYMEHTOB;

0) 10 BU1aM JIOKYMEHTOB;

B) T10 COJIEP’KAHMIO;

T') 10 HOMEPAM.

15. B ngena He pa3pemiaercs NOAIINBATh:

a) JOKYMEHTHI JPYTUX OpraHu3aluii;

0) JOKyMeHTbI, 0pOPMIICHHBIE C HAPYIIEHUEM YCTAHOBJICHHBIX IIPaBUII,

B) IOKYMEHTBI JINYHOTO MPOUCXO0KICHHS;

') JOKYMEHTBI IPYTHX CTPYKTYPHBIX HOJpa3aesiCHUi.

Bapuanr 7.

1. BHyTpeHHui JOKYMEHT MPOXOAMT CIEIYIOIIHNE dTanbl 00paboTKu:

a) COCTaBJICHUE MPOEKTa — COTJIaCOBAHNUE — O(POPMIIEHHUE — MTOANMCAHUE — PETUCTpaLUs —
WCIIOJTHEHUE — HAMPaBIE€HUE B JIENO;

0) mpueM — TMepBOHaYalbHas o00paboTka — TpeABAPUTEIBHOE pPACCMOTPEHHE —
paccMOTpeHHE PYKOBOAMUTEIIEM — UCTIOJHEHHE — HAMPABJICHHE B JIEJIO;

B) COCTaBJIEHUE MPOEKTA — COIIACOBAaHUE — 0(OPMIICHHE — [TOANNCAHNE — PErUCTPALUs —
OTIIPaBKa,

r) TpuUeM — TNepBOHAa4YalpHas 00paboTKa — TpPEeABAPUTEIBHOE pACCMOTPEHHE —
pErUCTpaLys — paCCMOTPEHUE PYKOBOJUTENIEM — UCIIOJIHEHNE — HAIIPaBJICHUE B JIEJI0;
) odopmieHHe IOKyMEHTa — MOANNCAHHE — PpETUCTpalus — COIJIAaCOBaHUE —

YTBEP)KJICHHE — OTIIPaBKa.

2. Korna 3akanuuBaercst GOpMHUPOBAHUE JICia:

a) neno ¢opMHpyeTcs B Mpesenax KajleHAapHOro roja (3a UCKIIOYEHUEM HepeXOasiux
zen);

6) neno dopmupyercs 10 JOCTHXKEHUS MAaKCUMaJIbHOTO o0beMa B JHCTaX, T.e. 10 250
JIUCTOB;

B) J1e110 GOpMHUPYETCsI 10 YCMOTPEHHUIO OpraHU3allu;

) e10 GopMHUpyeTcsl 10 OKOHYAHHUS PELIeHMs] BONPOCA, HE3aBUCHUMO OT KaJIeHJapHbIX
CPOKOB.

3. B 1nuHOe N1€710 cOTpyIHMKA HE TOAIIMBAIOTCS:

a) KOIHMH JJOKYMEHTOB 00 00pa30BaHuy;

0) JTMYHBIN JUCTOK IO YUETY KaJpOB;

B) BBIIIMCKA U3 NPHKa3a 00 yBOJIbHEHUH;

I') BBIIMCKA U3 IPUKa3a O MPEIOCTABIEHUH OTITYCKa;

1) BBINKCKA U3 TIPUKa3a 0 IpueMe Ha padoTy.

4. Ykaxxute HOMep NPaBUIbHOIO YTBEPKACHUS:

a) Bce jena, oOpasyroluecs B OpPraHM3allMd, MOYKHO IPOHYMEPOBaTh CIUIOIIHON
MOPSAKOBOM HyMepaIueu;

6) Bce pena, oOpasylollyecs B OpraHU3alllM, CJIEIyeT HYMEpOBaTh CIUIOIIHOM
MOPSAIKOBOM HymMepaluel B mpe/esiax KaxX/10ro CTpyKTypHOTO MoApa3/IeleHus;

B) MHJIEKC KaXJOro Jiela AOJDKEH BKJIOYaTh HOMEP CTPYKTYPHOIO MOJpPA3AEICHUS U
MOPSAIKOBBIM HOMEp Jelia B Ipe/iesiax JaHHOTO CTPYKTYPHOTO MOApa3IeIIeHNUS;

I) KaXJas opraHu3alus NPUMEHSET CBOIO CHCTEMY HWHACKCAIlMM M€, TaK KaK A3TOT
BOIIPOC HE PErjaMeHTUPYETCs CHEeIMaIbHBIMI HOPMATHBAMHU.

5. Kak npaBmJIbHO JOIDKHBI OBITH TPOHYMEPOBAHBI JIUCTHI Jej1a, MPeICTaBIAIoIe co00i
WJUTIOCTPATUBHbBIE U TEXHUYECKHUE JOKYMEHTHI (hoTorpaduu, 4epTeku, CXeMbI U T.I1.):

a) B IPaBOM BEpXHEM YTy JIUCTA;

0) B MpaBOM BEpXHEM YTJIy JINCTa, HO HA 0OOPOTHOI €ro CTOPOHE;
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B) TaKHe€ JINCTHI BOOOIIE HE HYMEPYIOTCs, TaK KaKk MHQOpMAIIMs O HUX BHOCUTCS B JIUCT-
3aBepUTEINb JIeNa;

') Ha OOOPOTHOM CTOPOHE JIUCTA B JIEBOM BEPXHEM YTIITy.

6. Cpok# XpaHEHUsI TOKYMEHTOB MOTYT YCTaHaBIIMBATh:

a) pyKOBOJUTEIb OpraHU3alliH;

0) 3aBeIIyIOIINI BEJOMCTBCHHBIM apXHUBOM,;

B) HaYaJIbHUK CIyKObI IOV

T') 9KCIIEPTHO-TIPOBEPOUHBIC KOMUCCHH aPXUBHBIX YUPEKICHUH.

7. JOMKHOCTHBIE MHCTPYKIIUU COTPYAHUKOB (PUPMBI XPAHSITCS:

a) 5 ner;

0) 3 roga nocie 3aMeHbl HOBBIMU;

B) 10 ner;

I') 10 MUHOBaHUs HaJJOOHOCTH

n) 75 ner;

8. IIpoTokomsl 001UX cOOpaHil COTPYAHUKOB (PUPMBI XPAHSITCS:

a) 5 ner; r) 3 rona;

0) MOCTOSTHHO; JT) 10 MUHOBAaHMS HAJIOOHOCTH.

B) 75 ner;

9. C kakoro MOMeHTa HaYMHAETCS OTCUET CPOKA XPAHEHUS JTOTOBOPHBIX JOKYMEHTOB:

a) ¢ MOMEHTA 3aKJIFOUEHUSI JIOTOBOPA;

0) ¢ MOMEHTa OKOHYaHHS CPOKa JIEHCTBUS JOTOBOPA;

B) C HOBOT'O KQJICHJAAPHOT'O T0/1a TIOCJIE 3aKIIF0UYEHUS I0TOBOPA;

I') C HOBOT'O KaJIeHJAapHOTo rojia MOCcje OKOHYAaHUS CPOKaA JEHCTBUS 1I0TOBOPA.

10. Jlena ¢ UCIOJIHEHHBIMHM JIOKYMEHTaMU MTOCTOSIHHOTO U BpeMeHHoro (cBbime 10 ser)
CpOKa XpaHEeHHs MOJUIeKaT Mepenade U3 CTPYKTYPHOro MOApa3AeieHUs] B apXUB OpTraHU3alUN
(pu ero HAJIMYMHN):

a) M0 UCTEYCHHH 5 JIET UX XpaHEHUS B CTPYKTYPHOM MOIpa3/IesIeHUN;

0) 1o ucreyeHuu 3 JeT;

B) TI0 UCTEUYEHUU 2 JIET;

I) [10 UCT€YeHHH 1 roaa;

1) TI0 OKOHYaHWH KaJIeHAAPHOTO To/1a;

€) cpa3y IocJie 3aBepiIcHus OPMUPOBAHUS;

) [0 YCMOTPEHHUIO PYKOBOAUTENS CTPYKTYPHOTO MOIpa3/IesICHuS.

11. Ha 0650xKy Aena BpeMeHHOro xpaHeHus (10 10 j1eT) He BBIHOCUTCSI MH(pOpMaIUs:

a) CPOK XpaHEHHUS,

0) UHJIEKC Jiena;

B) KOJIMYECTBO JIMCTOB, COJEPKAIINXCS B ACTIE;

T') 3arOJIOBOK JI€JIa;

1) IaTa 3aBeICHUS Jena.

12. JIOKyMEHTBI C HCTEKITUMHU CPOKAMHU XPaHEHUS pa3penraeTcss YHUITOXKATh, SCITH:

a) eCTh PUKa3 PYKOBOJIUTENS] OPraHU3alINN;

0) ecTb pa3perieHne 3aBeIyIONIero BEIOMCTBEHHBIM apXHUBOM;

B) €CTh YTBEP>KICHHBIN aKT O BBIACICHUU JIe] K YHUUTOKEHHIO;

T') €CTh pa3perieHue YKCIIEPTHOH KOMHUCCHH.

13. Homenkinarypa nen — 3T1o:

a) CITMCOK CTPYKTYPHBIX TOJIpa3AciieHU (PUPMEI;

0) criucok z1e GUPMBI ¢ yKa3aHUEM CPOKOB XpaHEHUS;

B) CITHCOK JIeJI, TIepPeIaBaeMbIX B apXHB.

14. Homenkmatypa Jen opraHu3aliy MOUIeKUT MePEyTBEPKICHHUIO:

a) KaXIbIA TOT;

0) pa3 B J1Ba roja;

B) pa3 B TpH roja;



36

r) pa3 B IATh JIET (B cllydae, €ClIM CTPYKTypa W (YHKIHUH OpPraHU3aIMH KOPEHHBIM
00pa3oM He U3MEHSITUCH).

15. Kaxum 3akoHO1aTEIbHBIM JOKYMEHTOM PEryIHpyIOTCs TPYIOBbBIE
PaBOOTHOLICHUS paboTonaTens 1 paboTHUKA?

a) YroJsIoBHBIM KojiekcoM PD

0) TpynoBbeM kKosiekcoMm PO

B) JKWJINITHBIM KOJEKCOM

2.3.4 3agaHus 1JIs1 KOHTPOJIbHOI padoThl

Bapuanr |.

3amanue 1. [logbepute B Xym0KECTBEHHOH JIUTEpaType MO OJHOMY MPHUMEPY JAEIOBOM
Oecenpl u Oecenpl mo Tenedony. OxapakrepusyidTe NaHHBIE NPUMEPHI C TOYKU 3PEHUS
CTPYKTYpbI U MEXaHH3Ma MOCTPOEHUS JaHHON (OpPMBI AeTOBOM KOMMYHHKAIUH.

3amanue 2. [Ipuaymaiite 1 ONUIIMTE UTPOBYIO MOJIEb AEIOBOTO ITPOTOKOJIA.

3amanue 3. Hamummmre scce Ha Temy «OO0pa3 J€7I0BOr0 4YeIOBEKAa B XYJI0KECTBEHHOM
JauTepaType» (aHanuz 0o6pasa 0en06020 YeroseKa ¢ NpUMepamu).

3ananue 4. HanummTe Te3UCHBIN OTBET MO TeMe «MeTo 1kl TeHEpUPOBAHUSI UICI»

Bapuasnr Il.

3ananue 1. [logbepute B Xya0>KECTBEHHOM WM MyOTUIIUCTHUECKON JUTEpaType IpuMep
KOHQuMKTHOU cuTyanmu. [Ipocneaure sTambl KOH(IMKTA, MOAETH TOBEACHUS OIIOHEHTOB,
MyTU CriaxxuBaHus KoHQuuKTa. JlaiiTe 3 BapuaHTa MPOrHO3a BO3MOXKHOTO Pa3BUTHS CUTYaIIUU.

3ananue 2. [Ipuaymaiite u ONUIIMTE UTPOBYIO MOJIEINb ITPECC-KOH(PEPEHIUH.

3amanue 3. Hanummre scce Ha Temy «OOpa3 AenOBOro 4eloBeKa B XYA0KECTBEHHOMN
auTepaType» (aHanuz 0opasa 0en06020 Yeno6eKda ¢ NPUMepamu).

3ananue 4. Hanumure Te3UCHBINM OTBET MO TeMe «ATPUOYTHI JEII0BOTO OOIICHUS»

Bapuasnr Ill.

3amanue 1. [loxbepute B XYHOKECTBEHHOW WM MyOJMIIMCTUYECKOW JIMTEpAType IO
OJTHOMY TIpUMEpY Ipecc-KOH(pepeHINU U e0Boi Oecenbl. OxapakTepu3yiTe JaHHbBIE PUMEPHI
C TOYKH 3pEHMSI CTPYKTYPhI M MEXaHNU3Ma MIOCTPOCHNUS JaHHOW (DOPMBI A€T0BOM KOMMYHUKAIIH.

3ananue 2. [IpuaymaiiTe ¥ ONUIINTE UTPOBYIO MOJIETh KOH(MIMKTA B MPOIIECCE JEI0BOTO
COBEILIAHUS.

3amganune 3. Hanummre scce Ha Temy «OO0pa3 Je10BOro 4eloBeKa B XYI0KECTBEHHOM
JUTEPATYpe» (aHaIU3 00pasa 0eno8o2o Yero6eKa ¢ NPUMEPAMIL).

3amanue 4. Hanumue Te3UCHBIN OTBET MO TeMe «IIcuxomornueckue TUIbDy

Bapuanrt IV.

3ananue 1. Ilogbepute B Xyd0’KECTBEHHOM MWIM MYyOIUIIUCTHYECKON JIHUTEpaType IO
OJTHOMY TNpUMepy (PYHKIHMOHAJIbHO-CMBICIOBBIX TUIIOB peud (CIyIIaHHE, TOBOPEHUE, YTEHHE,
nuceMo). OxapakTepu3yiTe OaHHbIE MPUMEPHl C TOYKH 3PEHMsI CTPYKTYpbl M MeEXaHHM3Ma
MOCTPOEHUS JaHHOTO TUIIA PEYH.

3ananue 2. [Ipuaymaiite u ONMUIINTE UTPOBYIO MOJIENb «MO3TOBOTO ILITYpMay.

3apanue 3. Hanumute scce Ha Temy «OOpa3 JeI0BOro 4YeloBeKa B XYA0KECTBEHHOMH
auteparype» (ananusz 06paza 0enro6020 YenoeeKd ¢ NPUMEPAMU).

3ananue 4. Hanumunrte Te3ucHbli oTBeT Mo TeMe «KOHTpoiab M OIEHKA JENIOBBIX
KOHTaKTOB

Bapuanrt V.

3ananue 1. [lonbGepute B Xy/105K€CTBEHHOM WM IMMyOJUIIMCTUYECKON JTUTEpaType IpUMep
neperoBopoB. OxapakTepu3yluTe IPUMEP C TOUKH 3PEHUS CTPYKTYPbl U MEXaHU3Ma IMOCTPOEHUS
JaHHOUM (hOPMBI JETOBOM KOMMYHHUKAITHH.

3ananue 2. [IpuaymaiiTe U ONMUIIUTE UTPOBYIO MOJAENH KOH(MJIMKTAa BHYTpU (HUPMBI HA
MOYBE HAPYIICHUsI KOPIOPATUBHOU KYJbTYPBHI.

3amanue 3. Hanumute scce Ha Temy «OOpa3 JeI0BOro 4YeloBeKa B XYA0KECTBEHHOMH
JauTepaType» (aHanuz 0opasa 0en06020 Yer06eKa ¢ NPUMePaMu).
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3amanne 4. Hanummre Te3ucHBIH OTBET 1Mo Teme «PoseBbie (yHKIIMH B JEIOBOM
B3aUMOJICVICTBUM

Bapuanr VI.

3amanue 1. [lonOGepute B Xya0’KECTBEHHOW JUTEpaType MO OJHOMY MpPUMEPY AETOBOM
Oecenpl U Oecenpl mo Tenedony. OxapakTepusyiiTe TaHHbIE HPUMEPHl C TOYKU 3pPEHUS
CTPYKTYPBI U MEXaHU3Ma ITOCTPOCHUS TaHHOK (POPMBI J1EIIOBOM KOMMYHHKAIIUH.

3aganue 2. [Ipuaymaiite v ONMMUIIUTE UTPOBYIO MOJAEIH KOPIIOPATUBHOM KYJIBTYPHI.

3ananue 3. Hamummure scce Ha Temy «OO0pa3 JeIOBOrO 4YelIOBEeKa B XYHOXKECTBEHHOU
JauTepaType» (ananuz 0o6pasa 0en06020 Yeno8eKa ¢ npUMepami).

3ananue 4. Hamnummre TE3UCHBIM OTBET 1O TeMe «YIpPaBICHUE JEIOBBIMU
KOH(JIUKTaMU»

Bapuant VII.

3amanue 1. [Tonbepute B XyA0KECTBEHHON WIIM MYOIUITUCTHICCKON JTUTEPATYPE IPUMED
KOHQUIMKTHOU cuTyaruu. [Ipocieaure sTambl KOH(IMKTA, MOJAEIH TOBEACHUS OIIOHEHTOB,
MyTU criaxuBaHus KoHQuuKTa. Jlaiite 3 BapuaHTa MPOrHO3a BO3MOXKHOTO Pa3BUTHS CUTYaIlUH.

3ananue 2. [IpuaymaiiTe U ONUIINUTE UTPOBYIO MOJIENb (QUPMBbI, aKLEHTUPYS] BHUMaHUE
Ha ee aTpuOyTax.

3amganue 3. Hamummre scce Ha temy «OO0pa3 Je10BOro 4eloBeKa B XYJI0KECTBEHHOM
JuTepaType» (ananuz 0o6pasa 0en06020 Yeno06eKa ¢ npUMepamu).

3ananue 4. Hammmmre Te3ucHBIH OTBET Mo TeMe «DaKTopbl ycrexa B IMPOBENCHUU
JIEJI0OBOTO COBEILIAHMS

Bapuant VIII.

3amanue 1. [Ilombepute B  XYIOXKECTBEHHON JHUTEparype MpUMEP TOPIOB.
OxapakTepu3yiTe mpuMep € TOYKH 3pEHHUsI CTPYKTYpPhl M MEXaHM3Ma IOCTPOCHUS JaHHOMN
(dbopMBI 1€10BOI KOMMYHUKAIIHH.

3ananue 2. Ilpuaymaiite W ONMIIWTE UIPOBYIO MOJENIb POJEBOrO B3aUMOJEUCTBUS
BHYTPHU (PUPMBI.

3amanue 3. Hamummure scce Ha Temy «OOpa3 AEIOBOrO 4YelIOBEKa B XYAOXKECTBECHHOU
JUTEPATYPE» (aHAIU3 00paA3a 0en08020 YeI06eKA C NPUMEPAMUL).

3ananue 4. Hanumure Te3ucHbIA OTBET MO TeMe «PedeBble KOMMYHHMKAIMU B JIEIIOBBIX
IIEpPEroBOpax»

Bapuanrt IX.

3ananue 1. [lopbepute B XyHOKECTBEHHON WM MYyOJUIMCTUYECKOH JUTepaType IO
OJIHOMY IIpUMEpY JUCKYCCHM U MyOnuuHOM peun. OxapakTepu3yiTe IpUMeEphl C TOUKU 3PEHUS
CTPYKTYPbI U MEXaHU3Ma IOCTPOCHUS JAaHHBIX (POPM /1€710BOIT KOMMYHUKAIUH.

3ananue 2. [Ipunymaiite 1 ONUIINTE UTPOBYIO MOJENb KOH(DIUKTHON CUTyallUH MEXAY
MpeICTaBUTENIMU (PUPM-TIAPTHEPOB.

3amanue 3. Hanummre scce Ha Temy «OO0pa3 JeI0BOr0 YeIOBEKAa B XY/I0KECTBEHHOM
JUTEPATYpe» (aHanu3 06pasa 0en08020 Yero6eKa ¢ NPUMEPAMIL).

3ananue 4. Hanumure Te3ucHBIN OTBET 10 TeMe «KpHuTHKa B 1€710BOM KOMMYHUKALIUN»

Bapuant X.

3ananue 1. IlogOepute B XyOO’KECTBEHHOM WM MYONMIIMCTUYECKON JHUTEpaType IO
OJIHOMY IPUMEPY CaMOIIPE3EHTAlMM W JI€JI0BOro coBemianus. OxapakTepu3yHTe NpPUMEPHI C
TOYKH 3PEHHUS CTPYKTYPbI U MEXaHH3Ma MOCTPOEHUS JaHHBIX (POPM JIeI0BOM KOMMYHHUKAIUH.

3ananue 2. IlpuaymaiiTe W ONUIIMTE WMIPOBYIO MOJIENb OTYETa IICHUXOJIOra II0CIe
WHAMBUAYAJIbHOM ¥ Tpynmoi paboTbl C COTpyOAHUKaMHU (UPMBI Ha TpeAMET HUX
IICUXOJIOTMYECKON COBMECTUMOCTH.

3amanune 3. Hamummre scce Ha Temy «OO0pa3 Jeino0BOro 4eloBeKa B XYI0KECTBEHHOM
auTepaType» (aHaiuz 0opasa 0en068020 YenoseKd ¢ NPUMePaMuL).

3ananue 4. Hamumwure Te3ucHelid oTBeT MmO TeMe «ColuanbHO-TICUXOJOTHYECKHE
pO0OJIEMBI JIETIOBBIX OTHOIICHUI

Bapuant XI.
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3amanue 1. IlombGepuTe B XyHOKECTBEHHOW WM MYOIHITUCTHYCCKON JUTEpAType IO
OJIHOMY TIPUMEpPY MEPEeroBOpPOB W mpecc-KoHdepeHuu. OxapakTepu3yilTe MpUMEpPhl ¢ TOYKU
3peHUs CTPYKTYPhl U MEXaHHU3Ma MMOCTPOCHHUS IJaHHBIX (OPM J€TT0BOM KOMMYHHUKAIIHH.

3amanue 2. [lpuaymaiiTe W ONWUIIUTE WIPOBYIO MOJENb KOHIENIHH (HOPMUPOBAHUS
UMUK QUPMBI.

3ananue 3. Hamummure scce Ha Temy «OO0pa3 JeIOBOrO 4YelIOBEKAa B XYHOXKECTBEHHOU
JauTepaType» (ananuz 0opasa 0en06020 Yen06eKa ¢ npUMepamu).

3aganue 4. Hamumure Te3uUCHBIM OTBET 110 TeMe «IIcHXx0ornueckue acrueKThl AEI0OBOrO
B3aMMOJICHCTBUS

Bapuant XII.

3amanue 1. [Tonbepute B XyA0KECTBEHHON WIIM MYOIUITUCTHYCCKON JTUTEPATYPE TIPUMED
BBICTpPAMBaHUs JEJIIOBOrO B3auMoAeUcTBUs. OxapakTepuzyWTe MNpUMEp C TOYKUA 3PEHUs
CTPYKTYpbI U MEXaHH3Ma KOMMYHUKATUBHOT'O TUIAHUPOBAHUS U JOCTHKCHUS LIETTH.

3amanue 2. [lpuaymaiiTe W ONUIIMTE WIPOBYIO MOJENIb OTYETa HAYaJbHUKA OT/eNa
KaJapoB TMocie OeceAbl C MATHIO MNPETEHACHTaMHU Ha BaKaHCHIO DPYKOBOAMTENS IPOEKTA.
CmonenupyiTe pa3InvyHbIle ICUXO0JIOTMYECKHUE U MOBEICHUYECKUE TUITAXKH.

3amanue 3. Hanummre scce Ha TeMy «OO0pa3 IelOBOro 4YeloBeKa B XYHAOXKECTBEHHOU
auteparype» (aHanusz obpaza 0eno8o2o0 ueioseka ¢ npumepami) 1O TPEIOKEHHOMY IUIaHy
[VMK, pazaen 9, Meroauyeckue peKOMEHIaluu |.

3ananue 4. Hanummnre te3ucHbli oTBeT o Teme «lyoccapuii mo teme «/lenoBoe
oO1ieHue»

Bapuant XILI.

3ananue 1. [lonGepute B Xy105K€CTBEHHOMN WM MyOIUIIMCTUYECKON JTUTepaType IpuMep
METO/ia TEHEPUPOBAHHUS WICH W TMPUMEP METOJIa CTUMYIUPOBAHUS TBOPUECKOTO MBIIIICHUS
cnenuanucToB. OxapakTepusyiTe MpUMEphl C TOYKU 3PEHUS CTPYKTYPhl U MEXaHU3Ma JaHHBIX
ACIIEKTOB JI€JI0BOM KOMMYHHKAIUU.

3ananue 2. [IpuaymaiiTe U ONHUIINTE UTPOBYIO MOJENb aHAINM3a U PELICHUS COLUATBHO-
TICUXOJIOTHYECKHUX TIPOOJIEM JICIIOBBIX OTHOIICHHIA B PAMKaX OAHON (DUPMEI.

3ananue 3. Hamummute scce Ha Temy «OOpa3 AelOBOro 4YeloBeKa B XYHAOXKECTBEHHON
auteparype» (ananusz 06paza 0enos020 4eioeeKa ¢ NPUMEPAMUL).

3amanue 4. Hanummre te3ucHbli oTBeT Mo TeMe «OCOOEHHOCTH peKIaMHOU
KOMMYHUKAITIN

Bapuant XVI.

3ananue 1. [lonGepute B XyA0XKECTBEHHOM JHTEpaType MO OJHOMY HpUMEpY AETOBOMH
O6ecenpl u TOproB. OxapakTepu3yilTe HOaHHbIE IPUMEPHI C TOYKU 3pPEHUS CTPYKTYpbl U
MeXaHU3Ma IMOCTPOEHUS TaHHON (OPMBI J1eI0BOM KOMMYHHMKAIIUH.

3ananue 2. [Ipugymaiite U ONMUIINTE UTPOBYIO MOJIENIb KOPIOPATUBHON KYJIBTYPHI.

3apanue 3. Hanumute scce Ha TeMy «OOpa3 JEI0BOro 4YeloBeKa B XYA0KECTBEHHOMH
auteparype» (ananusz 06paza 0eno6020 YenoeeKa ¢ NPUMEPAMUL).

3ananue 4. Hanumunre TE3UCHBINA OTBET IO TeMe «Bonpock! B 1€710BOM KOMMYHUKALIU

Bapuant XV.

3ananue 1. [Tonbepute B XyJI0KECTBEHHON JIMTEpAType TpH MpHUMepa JIeI0BON Oecepl.
OxapakTepu3yiTe KaxKIblil IPUMEP C TOYKU 3PEHHsI CTPYKTYpPbl M MEXaHU3Ma MOCTPOCHHUS
JaHHOM (opMbl nenoBoi KoMMyHUKaluu. CpaBHUTE MOBEJCHHE YYACTHUKOB KOMMYHHUKALIUH.

3amanue 2. IlpuaymaiiTe W ONUIIMTE WIPOBYHD MOJENIb JUCKYCCHU II0 BOINPOCY
dbopMHpOBaHUS UMHJIKA (PUPMBI.

3amanune 3. Hamummre scce Ha Temy «OO0pa3 Jeino0BOro 4eloBeKa B XYI0KECTBEHHOM
auTepaType» (aHaiuz 0opasa 0en08020 YenoseKd ¢ NPUMepaMuL).

3ananue 4. Hanummre Te3ucHbIi oTBET 1o TeMe «lcnonp30BaHne TEXHUUECKUX CPECTB
B JIEJIOBOM KOMMYHHUKAIW»
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2.3.5 IlpumepHbie TeMbI pepepaToB

1. JIokyMeHT u ero pyHKUUHU. Y HUPHUIUPOBAHHAS CUCTEMA JTOKYMEHTAIIHH.

2. Bujpl 1OKyMEHTOB U MX Ki1accupuKanus. Y HU(pUKaLusa 1 cTaHAapTU3aLusl.

3. CoBpeMEeHHOE rocyIapCTBEHHOE peryiaupoBanue aenonpoussoactsa ECOY.

4. 3agaun ¥ QyHKIMM CITy>KOBI AETIONPOU3BOICTBA.

5. TpeboBanmst k coctaBicHuio u opopmieHuo OPJI. [lonstHe U coctaB PEeKBU3UTOB
OPZ I'OCT P.6.-30.2003

6. OcoOeHHOCTH TOJATOTOBKH M O(GOPMIICHHS OpPraHM3allMOHHBIX JOKYMEHTOB (yCTaB,
yUPEIUTENbHBIA J0rOBOp, JOJDKHOCTHAsh HMHCTPYKLUS, IOJOXEHHE, IITaTHOE pacluCaHue,
CTPYKTYpa M IITATHAS YUCIEHHOCTH).

7. Oco0eHHOCTH HOATOTOBKU U O(OPMIIEHUS pacIOPAIUTEIbHBIX JTOKYMEHTOB (IIPHUKa3
110 OCHOBHOH JI€ATEIILHOCTH, YKa3aHHE, IOCTAHOBJICHUE, PACTIOPSHKCHNE U PEILICHHE).

8. CocraBnenue u odopmieHne HHYOPMAIMOHHO-CIPABOYHBIX JIOKYMEHTOB (aKT,
MIPOTOKOJI, IOKJIaTHAsI, O0OBSICHUTENbHAS U CITy)KeOHas 3aIUCKH ).

9. Buzbl nucem, 0COOEHHOCTH UX 0(OPMIIEHUS.

10. OcobeHHOCTH COCTaBICHHS B OOPMIICHHS TUIHOTO JIeTIa.

11. CocraBnenue u 0(hopMIIEHUE TOTOBOPOB, KOHTPAKTOB.

12. JlokyMeHTBI 10 BHETHEAKOHOMUYECKOMN JESITEIbHOCTH.

13. Opranuzanuss paboThl C JAOKYMEHTaMM, COJEpXKalluMH KOH(UICHINATbHbIE
CBEJICHUS

14. TloHATHE «IOKyMEHTOOOOpPOTa», €ro pa3BUTHE, HOPMATUBHO-METOAMYECKAs
pexomenaanus. OCHOBHBIE ITPaBHiIa OPraHU3aHUY JOKYMEHTO000pOTA.

15. OO6mas cxema oOpraHu3alud padOThl ¢ MOCTYHNAIOIIMMU M HMCXOSAIUMHU
JOKYMEHTaMH.

16. Pabora c nucbMaMy ¥ 0OpaIeHUSIMH TPaX/IaH.

17. OopmieHrne HOMEHKIATYPHI Aei. POpMHUPOBaHUE U XPAaHEHUE JICI.

18. Ilepenaua 1oKyMeHTOB Ha apxuBHOe XpaHeHue. CocTaBieHHe onuceit 1e.

19. Xpanenue TOKyMEHTOB B 2JICKTPOHHOU (hopMme

20. KoMIIbIOTEPHBIE TEXHOJIOTUH B I€TIONIPOU3BOJICTBE.

21. «J1enonpou3BOICTBOY, «MHPOPMALIHT» U «IOKYMEHT», IX BOZHUKHOBEHHUE, Pa3BUTHE
U B3aUMOCBS3b.

22. MupoBasi HCTOPHS JISIIOTIPOU3BOICTBA.

23. Uctopus genonpousBozcTsa B Poccun.

24. 3akoHoaTenbHas ¥ HOPMAaTHBHO-METOIUecKasi 0a3a KaJapoBOro JEIONPON3BOJICTBA.

25. YHudUKays 1 CTaHAapTU3alKs YIPaBIeHUYECKUX JOKYMEHTOB.

26. [IpaBuna opopmIiieHUS YIPABICHYECKHX JOKYMEHTOB.

27. Buapl JOKYMEHTOB U UX KJIaCCU(UKAIIHSL.

28. OcHOBHBIC BBl O1aHKOB. TpeOoBaHUS K 0POPMIICHHUIO.

29. Knaccudukauus peKBU3UTOB, UX Ha3HAYeHUE U 0(OpMIICHHE.

30. PekBH3UTEHI, MPHUIAIOIINE TOKYMEHTY IOPUIMYECKYIO CHITY.

31. Tlopsnok mnoamucaHust JOKyMeHTOB. JleirermpoBanue mpasa mnoxanucu. [IpaBuia
MPOCTABJICHUS TIeYaTel U MOJNUCEN Ha JOKYMEHTAaX.

32. YHu¢ukamus TeKCToB 10KyMeHTOB. TpadaperHbie TeKCThl. COCOOBI MPEACTaBICHUS
YHU(PHUIIMPOBAHHBIX TEKCTOB (QHKETHI, TAOIUIIBL, TpadapeTsl).

33. TpeboBaHUs K TEKCTaM CIyKEOHBIX TOKYMEHTOB. DJIEMEHTHI TEKCTOB.

34. [lonroToBKa MPOEKTOB JOKYMEHTOB.

35. Cuctemsl fokymenTaruu. Y COP/I: HazHaueHue u GyHKITUH.

36. TpeOoBaHus K COCTaBICHHIO W O(OPMIICHHIO CIPABOYHO-UHPOPMAITMOHHBIX
JTIOKYMEHTOB.

37. Knaccudukanusi, coctaB peKBH3UTOB, OCOOCHHOCTH 0(DOPMIICHHUSI.

38. TpeboBaHUs K COCTaBICHHUIO U O(POPMIICHHIO PACTIOPSAUTENBHBIX JTOKYMEHTOB.

39. Knaccudukanus, cocraB peKBU3UTOB, OCOOCHHOCTH 0(POPMIICHHUS.
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40. TpeboBaHMSI K COCTABICHHIO MU O(DOPMIICHUIO JOKYMEHTOB O JEATEIbHOCTH
KOJUIETHAIIbHBIX OPTaHOB.

41. Knaccudukanms, cOCTaB peKBU3UTOB, 0COOEHHOCTH O(POpPMIICHUSI.

42. TpeboBaHUS K COCTABJICHUIO U O(OPMIICHHUIO OPTaHU3AIMOHHBIX TOKYMEHTOB.

43. Kimaccudukanms, cocTaB peKBU3UTOB, 0COOEHHOCTH 0(POpPMIICHUSI.

3 MeToanuyeckue MaTepHuaJibl, ONpelesiOlUe NPoueaypPbl OLEHMBAHUS 3HAHMM,
YMeHHUii, HABBIKOB 10 JUCIIUIJIMHE

3.1 Ba/JuIbHO-pPeTHHIOBasl CHCTEMA OLIEHKHU YCIIeBAeMOCTH 10 AUCHUILINHE

B nensix onepaTUBHOr0 KOHTPOJISL YPOBHSI YCBOCHUS MaTepraia yaeOHOM TUCIUTUIMHBI U
CTHUMYJIMPOBAaHHS aKTUBHOM Y4YEOHOH HESATETBHOCTH CTYACHTOB (OYHOW (hOpMBI OOy4YeHHS)
UCIIOJNIb3YETCS Oa11bHO-PEUMUH2064: CUCHIEMA OUEHKU YCNesaeMOoCHu.

B cooTtBercTBUM C 3TOW CHCTEMOW OLIEHKU CTYACHTY B XOJE H3YYEHHUS IUCIHILTMHBI
MPEIOCTABIISETCS BO3MOXKHOCTh HaOpaTh HEe MeHee 60 6ayuIoB 3a TEKYIIYI0 paboTy B ceMecTpe U
10 40 GanioB Ha 9K3aMeHe/3a4eTe (MTOTOBBIN KOHTPOJIB).

Pesynbrupyromas oleHKa Mo AUCHUILUIMHE CKJIAbIBACTCA U3 CYMMBI OaJIJIOB TEKYIIETO U
utoroBoro kKoHTpoJs. lllkana ntoroBoit onenku mo gucuurmHe: 91 — 100 6aI0B — «OTIUYHOY,
76 — 90 GamnoB — «xopomoy», 61 — 75 6amioB — «yIOBIETBOPUTENHHO», MeHee 60 OamnoB —
«HEYIIOBIICTBOPUTEIHHOY.

K 3auery gomyckaroTcsi CTYAEHTBI, MOCETUBIINE BCE JIGKIIMM U CEMHHAPBI, MPOIIE/IIIe
IIPOMEXKYTOUHYIO aTTECTaLUIO, C peHTUHIOM He MeHee 30 OasuioB.

bambl 3a Tekylyo paboTy B ceMecTpe MO AUCHHUIUIMHE CKJIAbIBAIOTCS U3 CIEAYIOLINX
BUJIOB JICATEIBHOCTH CTY/ACHTA!

Tekymumii KOHTPOJIb!

MuHUMAIIBHO 1O BUAAM MakcuMalbHO 1O BUJAM
paboThI (B Oayiax) paboThI (B O6aiax)
[Tocemenue nexuuii 5 10
BricTyrieHne Ha ceMHHape 5 15
Koncnekr ekmmii 5 10
Pabora Ha cemuHapckux 5 15

(MPaKTHYECKHUX) 3aHATHIX

Kontpons CPC 5 10
(KOHTpOJIBHBIE OIPOCHI,
co0ece0BaHUE U JIp.BUIbI

KOHTPOJIS)
KonrponbHas pabora 5 10
MaxkcumansHoe 30 60

KOJINYECTBO OaIlJIOB

Jlyist mosmydeHust I0IMycKa K dK3aMeHy (3aueTy) Mo AUCHMIUIMHE CTYACHT J0HKeH HaOpaTh B
cemectpe He MeHee 30 GasioB.
bannsHO-peliTUHTOBasE cUcTeMa IpeaycMaTpuBaeT MOOIIPEHUE CTYIACHTOB 3a paboTy B
CeMeCTpe MPOCTABJICHUEM «NPEeMUAIbHbIXY OAIIIOB.

«{ IpeMuasIbHBIE Korn-Bo 6aymio

JlomoyiHeHHEe K OTBETY HAa CEMHUHAPE + 0,5 6ama

VYyactue B onuMmmMagax, KOHKypcaxX, KOH(EpeHIusX B paMkax mpeamera| + 15 Gamios

[Tpu3oBoe MecTo 3a ydacTue B OJMMIIMAJax, KOHKypcax, KoHpepeHuusx B| + 30 6amioB
paMKax mpeaMeTa JUCHUILTHHbI

IIkajsa UTOroBOM OLIEHKH
KonmuectBo 0anioB OrueHka
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90 - 100 «OTIUYHOY (3aYTEHO)

75— 89 «XOPOIIOY (3a4TEHO)

60— 74 «YZOBJICTBOPUTEIHHOY (3a4TEHO)
0-59 «HEYIOBJICTBOPUTEIHLHO» (HE 3aUTEHO)




