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1. O0mas XxapaKTepUCTHKA pad0deil IPorpaMMel THCIUIUIHHBI

1.1 MecTo AMCOHUIIIUHEBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ILHOM MPOrPaMMBI

YyebHas pucnuiminHa «oKyMeHTaIMOHHOe obecredeHue yIpaBlIeHUS» SBIsAEeTCA 00513aTeIbHOM
YyacThio obmenpodeccroHanbHOr0 UKIIa OCHOBHOM 00pa30BaTeIbHOM IporpaMMH B cooTBeTcTBIM ¢ ®T'OC mo
crmeuuanbHocT 38.02.01 «OKOHOMHUKA U OyXTaNTepCKui yueT (110 0TPaciisiM)».

YueOHas gucnunnvHa «JJOKyMeHTAlMOHHOE o0ecliedueHNe yIpaBlieHUs» obecrneduBaeT GOPMUPOBAHUE
npodecCcHoHaIbHEIX U 00IIHX KOMIIETEHIUH 10 BceM BumaM mesitenbHocTd ®T'OC 1o cmenuanbrocTa 38.02.01
«DKOHOMUKA ¥ OyXranTepCKuil yueT (110 OTPACsiM)».

1.2 IIenp U nNjIaHUpPyeMble pPe3yJbTaThbl OCBOEHHsI THCHUIIJIMHBI, COOTHECEHHEIE C
ITaHHPYeMBIMH pe3y/JIbTaTaM#d OCBOEHHs 00pa30BaTe/ILHOH MPOrpaMMbI

OcBoeHME TUCIUIIIVHE HAalIPaBIeHO Ha (GOPMUPOBaHUE:

OK 01. BerbupaTh CIOCOOHI pPereHus 3amayd mpodeccuoHanbHOM JesTeTbHOCTA MPUMEHUTENTBHO K
Pa3IuYHEIM KOHTEKCTaM

3HaTh: OCHOBHEIE IOHATHS TOKYMEHTAI[MOHHOT0 00eCIIeueHNs YIIPABIICHUS;

IIpaBUJIa COCTaBIeHUS U 0hOPMIIEHNS YIIPaBIeHUYeCKUX HOKYMEHTOB U BeleHUs 0eI0BOM IePenuCKY;
COCTaB JOKYMEHTOB CIIelaIbHEIX CUCTEM HOKYMEHTalUu;

IIPaBUJIa OpraHU3AIMK BCEX 3TANOB PAbOTH C JOKYMEHTaMU;

(OPMEI TIEPBUYHEIX OyXTalITePCKUX JOKYMEHTOB, COIePKaIIUX 00513aTeIbHbIe PEKBU3UTHL IEPBUYHOTO
Y4EeTHOT'0 JOKYMEeHTa

YMeTs: coCTaBnATh U 0OPMIIATh YIIPaBIeHYECKYI0 U NPodeCCHOHaNbHYI0 JOKYMEHTAIUI0 B
COOTBETCTBUE C HOPMATUBHOU 0a30;

IIPOBEPSATE HAIUYUE B IIPOU3BOJILHEIX IEPBUYHEIX OYXTaITEPCKUX HTOKYMEHTax 0053aTeIbHEIX
PEKBU3UTOB;

pa3bupaThCs B HOMEHKJIATYPE e

OK 02. Hcnonb3oBaTh COBpEMEHHBIE CPENCTBA ITOUCKA, aHaIM3a ¥ UHTEPIPeTaluu HHPOPMAIIUU 1
“HGOPMaIMOHHEIE TEXHOJIOTUY [T BHIIOTHEHUS 3afa4 IPodeCcCUoHaIbHON NeATeIbHOCTI

3HaTh: IpPUIokKeHus nporpaMmel Windows, ucnonb3yeMsle Ans peanusanuu 3agad JOY;
CcoBpeMeHHBIe HHPOPMalMoHHbIe TexHooruu [JOY

YMeThb: IpUMEHATH CPefiCTBa UH(MOPMAIIMOHHBIX TEXHOJIOTUH 7T CO3MaHuUs U 0pOPMIIEHUS
OOKYMEHTOB;

HCII0JIb30BaTh COBPEMEHHOE ITPOTPpaMMHOe 00ecieuyeHre B 31IeKTPOHHOM OKYMEHT0060POTE;
OCYIIECTBIISTh I€JIOBYIO IIEPEIUCKY U TIOAEePKUBATh 31IEKTPOHHBIE KOMMYHUKALIUY;

OK 09. ITonp3oBaThCsa NpodecCcroHanbHON JOKyMeHTalell Ha TOCYLapCTBEHHOM U NHOCTPAHHOM
A3BIKAX

3HaTh: CofepkKaHUe aKTyalbHONM HOPMaTUBHO-IIPABOBOM TOKYMEHTAIIUN;

KJ'IaCCI/I(I)I/IKaHI/IH ynpaBnqueCKHx JZ[OKYMGHTOB,'

YMeTh: 0CyLIECTBIATH ITOUCK, aHAIKU3 U UCII0JIb30BaHNE HOPMATUBHO-TIPABOBHIX JOKYMEHTOB B
IIpUMeHeHuH K 3afadam JOV;

KCII0NIb30BaTh YHUGUIIMPOBAHHEIE GOPMEL HOKYMEHTOB;

npodeccuoHaNbHEIX KOMIIETEHITNH:



K 1.1. OGpabaTHBaTh TEPBUYHEIE OyXTaNTEPCKUE JOKYMEHTHI;

3HaTh: 00uIe TpeOOBaHUS K OYXTalTEPCKOMY YUETy B YaCTH JOKYMEHTHPOBAHUS BCEX X03SHCTBEHHEIX
OeUCTBUY U OIEepaIyi;

[IOHSITHE TIEPBUYHON OyXTranTepCKOy HOKyMeHTaluy;

OIIpefieNieHrEe MEPBUYHLIX OyXraaTePCKUX JOKYMEHTOB;

(OPMEI TEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB, COIePKAIINX 0053aTeNIbHEE PEKBU3UTH IEPBUYHOTO
Y4eTHOI'0 JOKYMEHTa;

IIOPSAOK IIPOBEJEHNUS [TPOBEPKYU IIEPBUYHEIX OyXTaITepPCKUX JOKYMEHTOB, HOpPMaIbHOM TPOBEPKU
IOOKYMEHTOB, IIDOBEPKHU 110 CYIIEeCTBY, apudMeTHIeCKOU IPOBEPKY;

IPUHLIUIE ¥ TPU3HAKY TPYIIUPOBKY IE€PBUYHEIX OYXTanTepCKUX JOKYMEHTOB;

TTOPSIAOK MTPOBEHEHNUsT TAKCUPOBKY U KOHTUPOBKY IIEPBUYHEIX GYXTranTepCKuX TOKyMEHTOB;
TIOPSIAOK COCTABIIEHUS PETUCTPOB BYXTalTepCKOro yUeTa;

TIpaBUJia ¥ CPOKY XPaHEHHUS TIEPBUYHON OYXTaITEePCKOM JOKYMEHTAMN YMEeTh: IPUHUMATh
TIPOU3BOJIbHEIE TIEPBUYHEIE OyXTalITePCKUe JOKYMEHTH, pacCMaTpPUBaeMble Kak MUCEMEHHOE
I0Ka3aTelbCTBO COBEPIIEHNS X035 CTBEHHON Ollepaliyl UK MoNTyuyeHNe Pa3pelleHus Ha ee
IIpOBENIeHUE;

TIPUHUMATD TIEPBUYHEIE OYXTaaTePCKUE MOKYMEHTH Ha 6YMazKHOM HOCUTENIE ¥ (MIIH) B BUIE
37IEKTPOHHOT'0 JOKYMEHTa, IIOANKUCAaHHOT0 3JIEKTPOHHOM ITOAIHCHIO;

TIPOBEPSITH HAJIMYKE B IIPOU3BOJIBHEIX IEPBUYHKIX OYXTalITEPCKUX HOKYMEHTAX 00513aTeTbHBIX
PEKBU3UTOB;

IIPOBOZUTH (HOPMaIbHYIO IPOBEPKY JOKYMEHTOB, IIPOBEPKY 110 CYIIECTBY, apudMeTHUeCKyI0 IPOBEPKY;
IIPOBOOUTH I'PYNIIUPOBKY [TEPBUYHAEIX OYXTaJTEPCKUX TOKYMEHTOB II0 PSIAY IPU3HAKOB;
IIPOBOIUTH TAKCUPOBKY ¥ KOHTUPOBKY ITEPBUYHHIX OYXTaJTEPCKUX JOKYMEHTOB;

OPTraHU30BHIBAThH JOKYMEHTO060DOT;

pa3bupaThCs B HOMEHKJIATYPE HeJl;

3aHOCHUTH JaHHEIE II0 CTPYIIIUPOBAHHEIM NOKYMEHTaM B PETUCTPHI OYXTalTEPCKOTO yUeTa;
repeaBaTh MEPBUYHEIE OYXTaNTepPCKUe JOKYMEHTH B TEKYIIUN OyXralTepCKul apXuB;
repefaBaTh MEPBUYHBIE OYXTaNTEePCKUE JOKYMEHTH B IIOCTOSTHHEIN apXUB [0 UCTEUEHUHN
YCTaHOBJTIEHHOTO CPOKa XPaHEHHUS;

HCIIPABNAThL OMUOKY B TEPBUYHBIX OyXTanTePCKUX JOKYMeHTaxX MIMeTh MPaKTUYEeCKUHN OIIbIT:
00pabOTKU TTePBUYHAIX OyXraaTePCKUX JOKYMEHTOB

B pe3yibTaTe OCBOCHHUSI TUCHHUIUITHHLI 00yYaIOUIUNCS B 001IeM 110 JTUCHHUIUTHHE J0/IKEeH

3HaTh:

- obmue TpeGoBaHUSA K OyXrajaTepCKOMY y4eTy B YacTH JOKYMEHTUPOBAHUS BCEX XO3STUCTBEHHHIX
OEeVCTBUY U Ollepaluii;

- TIOHATHE [IEPBUYHOM OyXranTepcKod JOKyMeHTaluy;

- OIIpefieNieHne MEPBUYHBIX OyXraaTePCKUX JOKYMEHTOB;

- GOPMEI TePBUYHEIX OYXTalITePCKUX JOKYMEHTOB, COepKalunx 00s13aTe/lbHEle PEKBU3UTH IIEPBUYHOT0
Y4eTHOTO NOKYMeHTa;

- IOPANOK IPOBeeHUs IPOBEPKU NEePBUYHEIX OyXraJlTepCKUX NOKYMEHTOB, GopMalbHON IPOBEPKU
INOKYMEHTOB, IPOBEPKY II0 CYIIECTBY, apudMeTHueCKOl! IPOBEPKH;

- IPUHLIUIE ¥ TPU3HAKY I'PYIIUPOBKY IEePBUYHLIX OYXTranTepCKUX TOKYMEHTOB;

- TIOPSIIOK TIPOBEIEHMS TAKCUPOBKY ¥ KOHTUPOBKY ITEPBUYHEIX OYXTalITEPCKUX HOKYMEHTOB;

- TIOPSIIOK COCTaBJIEHUS PETUCTPOB OYXTaiTEPCKOTO yUeTa;

- IpaBUJIa ¥ CPOKYU XPaHEHUS IePBUYHON OyXranTepCcKoy HJOKYMeHTaluu

- OCHOBHBIE IOHATHS TOKYMEHTAI[MOHHOT0 00eclieueHus YIPaBIeHUS;

- IpaBUJIa COCTaBIeHUs U 0hOPMIIEHUS YIPaBIeHYeCKUX TOKYMEHTOB U BeIeHUS [NeJI0BOM ITepenucKy;

- COCTaB JOKYMEHTOB CIeIMabHEIX CUCTeM NOKYMeHTaluy;

- IIpaBUJIa OPTAHU3AINH BCEX 3TANOB PAbOTH C JOKYMEHTaMy;

- GOPMEI TEPBUYHEIX OYXTaNTepCKUX NOKYMEHTOB, COIePXKAIIUX 00513aTeNIbHble PEKBU3HUTLL IIEPBUYHOTO
y4eTHOT0 OKYMEeHTa

- IpUIoXeHus nporpaMMel Windows, uCIionb3yeMele 015 peanu3auuy 3agad JOY;

- COBpeMeHHEbIe HH(DOPMaIuoHHEe TexHonoruu JOY

- cofepKaHKe aKTyaJlbHOM HOPMaTUBHO-IPaBOBOU NOKYMEHTAaluY;

- KJTaccuuKauus ynpaBaeH4ecKyuX JOKYMEHTOB;

YMmeTs:

- IPUHUMATh IIPOU3BOJIbLHEE IEPBUYHEIE OYXTaJATePCKHE NOKYMEHTHl, pacCMaTpPUBAaeMhble Kak
HCbMEHHOe [0Ka3aTeNlbCTBO COBEPIIEHUS X035MCTBEHHON Ollepalluyl UNK IONy4YeHNe pa3pelleHus Ha ee
NIPOBENleHUE;

- IPUHUMATh NEePBUYHbIE OyXrajaTepCcKue NOKYMEHTH Ha OyMaXXHOM HOCHTejle U (WIu) B BUOE



3IeKTPOHHOT0 JOKYMEHTA, TOANHUCAHHOTO 3JIeKTPOHHOU MO/IHCEIO;
- IPOBEPSATh HaNM4YUe B MPOU3BOJIBHEIX MEPBUYHEIX GYyXTaJiTEPCKUX HOKyMeHTax 0053aTebHBIX

PEKBU3UTOB;

- MPOBOAUTHL (HOPMATbHYI0 IMPOBEPKY OOKYMEHTOB, IPOBEPKY MO CYIIECTBY, apu(pMETHUECKYIO

IIPOBEPKY;

- IPOBOAUTH TPYNIIUPOBKY NEPBUYHEIX OYXTalITEPCKUX JOKYMEHTOB I10 PSIAY MIPU3HAKOB;

- IDOBOOUTE TAKCUPOBKY U KOHTUPOBKY ITEPBUYHBIX 6YXFaHTepCKI/IX OOKYMEHTOB;

- OPTaHU30BHIBATh JOKYMEHTO060POT;
- pa36upaThCsl B HOMEHKIIATYpe Her;

- 3aHOCHUTD AaHHBIE 110 CTPYINIIMPOBAHHBIM JOKYMEHTAaM B PErUCTPEI 6yxranTepCK0ro y4deTa;

- IeperiaBaTh NEPBUYHbLIE OyXTalTEPCKYE NOKYMEHTH B TEKYIUH OyXTalTepCKUN apXuB;

- nmepegaBaTh IEePBUYHEIE 6yxranTepCKHe OOKYMEHTHl B TMOCTOSTHHBIT dPXUB IO HCTEYEHHUHU

YCTAHOBJIEHHOTO CPOKa XPaHEHUd;

- ACIIPABIIATDH OIINOKYU B TIEePBUYHBIX 6YX1"aHTepCKI/IX HOOKYMEHTaxX
- COCTaBJIATh U Od)OpM.TIﬂTb YIpaBII€HYECKYIO U HpO(beCCI/IOHaJ'IbHy'IO OOKYMEHTallii0 B COOTBETCTBUE C

HOPMAaTUBHOM 6a30ii;

- IPUMEHSTh CPEACTBA MHGOPMAIIMOHHBIX TEXHOJIOTHH [/Is1 CO3MaHUS ¥ 0QPOPMIIEHNUS HOKYMEHTOB;
- ICIIOJIb30BaTh COBPEMEHHOE IIPOrpaMMHOe ofecliedeHre B 3JIEKTPOHHOM NOKYMEHTO0O0DOTE;

- OCYIIECTBJIATE OEJIOBYIO MEPEMUCKY U IIOOOEPXKUBATE 3JIEKTPOHHBIE KOMMYHUKAIIUH;

- OCYIIECTBJIATH IMOUCK, aHAJIU3 U UCII0JIb30BaHME€ HOPMATHUBHO-IIPABOBEIX NOKYMEHTOB B IIDUMEHEHUN K

3agavyaMm JOY;
- UCIIOJIb30BaTh YHUGUIIMPOBAHHbBIE POPMEI IOKYMEHTOB;
WMeTh IpakKTU9eCKUY OIBIT:
- 00paboTKY NEPBUYHBIX OyXTaaTEPCKUX JOKYMEHTOB

2. CTpyKTypa M cojepKaHHe TUCIHIUTHHbI

2.1 O6beM THCHUIIHHBI ¥ BUOHI YI€OHOH PadOThI

Dopma 06ywenms KonnuecTBO 9acoB
(011 3@ | 030
Kypc 1/ Cemectp 1
O0BeM JUCIHHIIIMHBI 100
B TOM YHCJIE:
AeKUuulU, ypoKu 36
nabopamopHblie pabomel
npakmuyeckue 3aHAMuUA 36
Koncynbsranun 6
CamocTosTenbHas paboTa 16
[IpomexyTOoUyHaa aTTECTAlUA 6
VnpuBugyanbHOe IPOEKTUPOBaHNE
®opMa NPOMEKYTOYHOH aTTeCTAIHH 9K3aMeH
2.2 TeMaTHYECKHH IIJIaH K COAEePXKaHHe THUCIHIUIHHBI
HaumenoBaHue|Cogepxkanue yueOHOTO MaTepuana U HOPMHE OpraHU3aIuu OesATelIbHOCTH|O6BeM
pasgenoB U TeM |00yJarommxcs B Yacax
Tema 1.BBemeHue. [IOKyMEHT U CUCTeMa JOKyMeHTAI[UU 12
Jlekiuu 6
Jleknusa 1.1.3HayeHue u copmepxXaHUE OUCLUIIIMHE «JlOKyMeHTaMOHHOe|4
obecnmeYyeHWe yIpaBlIeHUsI». IIOHSATHE TEPMHUHOB «OOKYMEHT»,
«OOKyMEHTHPOBAaHUE», «IOKYMEHTALMOHHOE 0OECIIeYEHUE YIPABIEHUSI».
Jlexknus 1.2. YEUDUKaNUS U CTAaHOAPTU3AIUY YIIPABIEHUYECKUX HOKYMEHTOB. 2
[TpakTHUeCKUe 3aHATUS




[IpakTryueckoe 3aHATHE 1.1. OCHOBHBIE NOHATUSA OOKYMEHTAIMOHHOTO|2
obecIieueHus: yInpaBIeHUs
IIpakTuyeckoe 3aHsATHe 1.2 OOwmKMe HOPMH W HpaBuja OPOPMIIEHHUS|2
OOKYMEHTOB. BIaHKW [OKYMEHTOB M TPeOOBaHUS K HUM

CamocrosaTenbHas pabora 00y4daronmxcs 2
1.1. Co3paTh npe3eHTanuio no teme «Mcropus BO3HMKHOBEHUS U ITalH|2
Pa3BUTHS [IeJIONPOU3BOACTBA B Poccun»

Tema 2. Opra"u3aloOEHO-PaCIOPSATUTEIbHEIE HOKYMEHTH 19

Jlek1iuu 8
Jlexknusa 2.1. Oprasu3sanuoHHEIE JOKYMEHTEH - YCTaB, YYPEeOUTENbHEIE OTOBOD, |2
IIOJIOKEHNE.
Jlekuusa 2.2. PacnopsguTenbHEe NOKYMEHTH - IIPUKA3, pacnopsaXkeHWUe,|2
yKa3aHue, [IOCTAHOBJIEHUE, DelleHNe, MHCTPYKUUS, IIPOTOKOIL.
Jlexuus 2.3. CupaBoyHO-HH(DOpPMaIMOHHEE JOKYMEHTH: ClTyxke0OHas 3amucka,|4
00BSICHUTENIbHAS 3alKCKa, aKT, CIIpaBKa, CIyKeOHbIe MUChMa

[TpakTUUecKue 3aHATUS 8
[IpakTtuuyeckoe 3auHgtue 2.1. TOCT P 6.30-2003. PexkBusaute u ux|4
IIpenHa3HauYeHHe
[IpakTuueckoe 3aHaTHe 2.2. PacnmopsamuTenbHBIE OOKYMEHTH. Bupsl,|2
Ha3HayeHUe, IpaBuna odopmineHus.CocrtaBieHne u odopMieHHUe
PacIopsIKeHUS.
IIpakTuyeckoe 3aHaTre 2.3. MHDOpMALHOHHO-CIIPDAaBOYHEIE TOKYMEHTHL. Buper,|2
Ha3HaueHUe, IpaBusa 0QpopMIeHUS

CamocTosTenbHas paboTa 00ydaronmxcs 3
2.1. U3yuenue HopMaTuBHHX akToB: [OCT P 6.30-2003. O61acTs mpuMeHeHUs1|3
craHgapTa; PegepanbHBN 3aK0H «O0 37IeKTPOHHOM TOAIHCH

Tema 3. KampoBasi mOKyMeHTalus 19

Jlekiuu 8
Jleknus 3.1. [JoKyMeHTHDPOBaHMEe TDPYLOBHIX NIpaBoOoTHomeHu#. CocTas u|(2
0co6eHHOCTH 0(OPMIIEHUS] HOKYMEHTOB II0 JIMYHOMY COCTaBY
Jlekmus 3.2. KoMmmnekToBauue TUYHOTO Oeja. ABToOuorpadus. Pesiome. 4
Jlekuus 3.3. 3asiBNeHHe 0 IpreMe Ha paboTy. [IpuKaskl 10 TUYHOMY COCTaBy. 2

[TpakTuueckue 3aHATUSL 8
IMpakTuyeckoe 3ansatue 3.1. ObopMieHue TPUKaA30B M0 TMYHOMY COCTaBY. 2
[TpakTHyeckoe 3aHsatue 3.2. OGopMieHHEe CIPABOK, MOKIAMHON U CIyxKeOHOH|2
3aMUCKH, aKTa.
IIpakTuyeckoe 3ausatue 3.3. OpopMieHne TPYLOBOTO HOTOBOpa, Ipukasa o|4
mpueMe Ha paboTy, obopMIIEHHE TPYIOBOM KHUKKHY.

CamocTosTenbHas paboTa 00y4daommuxcs 3
3.1. CocTaBUTL KOHCIIEKT 110 TeMe «Pa3MellleHre Hayall ledaTaHusl PeKBU3UTOB|3
IO TOPHM30HTAJIM M WX B3aMMHOE pacmojioxkeHue». Pa3paboraThs mabiioH
HCTPYKTYPY T€KCTa OCHOBHAEIX OPTaHU3al[MOHHO-PACIOPSIIUTENbHEIX JOKYMEHTOB
B 3JIEKTPOHHOM BUIE

Tema 4. [IoroBOpHO-IIpaBOBasl HOKYMEHTalUs 14

Jlekiuu 4
Jleknus 4.1. [Tousitusg morosopa. Bumbel 4OroBopos. 2
Jlexkuus 4.2. [lpaBuna opopMieHUS NPeTEH3UOHHHIX nuceMm. dopmymnsap|2
HMCKOBOTO 3asBieHus, TpeboBaHUs K ero ohOopMIIEHUIO

[IpakTHUYeCKUE 3aHATUS 6
IIpakTudeckoe 3ausatue 4.1. OdopmierEue [OroBopa KyIIu-Ipogaxu 2
[TpakTtuueckoe 3ansatue 4.2. PuHaHCOBasg LOKYMEHTalUs 4

CamocTosTensHas paboTta 00yJaromumxcs 4
4.1. CocTaBUTh KOHCIEKT 110 TeMe "Cnyxk6a JOKYMeHTallUOHHOI0 obecrnedeHus|4
yIpaBlieHUs: CYIHOCTh, CTPYKTypa U opraHusauus paboTr. HampaBneHus
yHUGDUKAIMY ¥ CTaHJAPTU3AlUY YIIPaBlIeH4YeCKUX JOKYMEHTOB."

Tema 5. TIoHSITHE JOKYMEHTO000POTa, PETUCTPALUS JOKYMEHTOB 10




Jlekiuu 4
Jleknust 5.1. CocTaB u ydyeT o6beMa HOKYMEHTO000pPOTAa HMPEANPHUSTHH.|2
Opranu3anys paboTH C BXOALIEH, UCXOASAIIEH U BHYTPEHHEH JOKyMeHTaIMeH
Jlexnus 5.2. Ba3sl gjaHHBIX [ XpaHeHUs JOKYMeHTOB. Pafora ¢ 3ampocamu.|2
PaboTa Cc 971eKTPOHHBIMYU TOKYMEHTaMHU.

[IpakTHUYeCKNE 3aHATUS 4
I[IpakTudeckoe 3aHATHe 5.1. TexHONOTUS U NPUHIUI OpraHU3aALUU|2
DOKYMEHT0000p0Ta Ha NPEOIpPUSITUU
IMpakTuyeckoe 3aHsATHE 5.2. TeXHOIOTHS aBTOMATU3MPOBAHHOUW 00paboTKu|2
DOKyMeHTaluu

CamocrosiTenpHas pabota 00yJaromuxcs 2
5.1. CocTaBuTh KOHCIEKT 0 TeMe "[IpuMeHeHUe 371€KTPOHHOU IOAIUCHU B|2
3JIEKTPOHHEIX JOKyMeHTax"

Tema 6. Opranu3sanus onepaTUBHOIO U apXHUBHOTO XpaHEHUS JOKYMEHTOB 14

Jlekuuu 6
Jlexuus 6.1. Homenknartypa men. UHouBUOyanbHEIE, CBOLHLIE, IDUMEDHEIE U2
TUIIOBEIE HOMEHKJIATYPHL gell.
Jlekmus 6.2. [TogroToBKa U MOPSOOK Iepenaydn Aejl B apXuB. 2
Jlexkuus 6.3. 3aKOHOOATEIbHBIE aKTH X HODMaTUBHO-METOAUYECKUEe JOKYMEHTHI|2
10 apXUBHOMY XpaHEHUI0 JOKYMEHTOB.

[IpakTruecKkue 3aHATUS 6
[IpakTnueckoe 3aHfatue 6.1. Homernknatypa gen. Bunrl, Ha3HaueHUe, IOPATOK|2
COCTaBJIEHUS
IIpakTuueckoe 3ansatue 6.2. PopMupoBaHue fe [ IOCIIeAyIOIero XxpaHeHus (2
[TpakTuyeckoe 3ausATHE 6.3. [IpoBefeHNE 9KCIEPTU3EL LIEHHOCTU TOKYMEHTOB H|2
IIOOTOTOBKA Iesl K apXUBHOMY XpaHEHUI0

CamocTosTensHas pabota 00yJaromumxcs 2
|6.1. CocTaBuTh KOHCIIEKT 110 TeMe "OpraHusanus apxusa” 2

Koncynbranun 6

JK3aMeH 6

Bcero: 100

3 MarepHuaIbHO-TeXHHYECKOe H YUeOHO-MeToHUIeCcKoe obecreueHne TUCIUIUTHHBI (MOIYIs1)

3.1 CnenuanbHbIE IOMENIEHUS OJIS1 peaji3allii MPOTrPaMMbI

Ins peanu3anuy IporpaMMbl y4eOHOU OUCIUIIIMHEL IIPELyCMOTPEHO CJIEeAyHINee CHIennanbHOe
IOMeIeHne:

JlabopaTtopusi [JOKyMEHTALIUOHHOTO 00eClieYeHUs YIPABJIEHUS, OCHAlleHHAs HEOOXOOMMEIM [Jis
peanu3alnyy NporpaMMbl y4eOHOM OUCUUIIIMHE 000PyIOBAHUEM, IPUBENEeHHLIM B 1. 6.1.2.3 npuMepHOU
OCHOBHOI1 00pa30BaTeIbHOM IPOrpaMMbL 10 JaHHOM CIIeNaTbHOCTH.

3.2 UndopmManHoHHOE 0DecnedYeHHe peaTu3alui IPOrpaMMbI

3.2.1 OcHOBHas nuTEparypa

1. Enunyp, M. FO. 9koHOMuKa u OyxranTepckuil yuet. IIpodeccronanpabie Mopyny : Yuebuuk / M. HO.
Enunyp, O. M. ®ponosa M. B. HocoBa. - Mocksa : HUII UTHOPA-M, 2023. - 200 c. - ISBN 978-5-00091-417-5.
- URL: https://znanium.com/catalog/document?id=422090 (mata oOpamenusi: 21.04.2022). - TekcrT :
3JIEKTPOHHBIH.

3.2.2 lonojHUTE/IbHAsA IUTEpaTypa


https://znanium.com/catalog/document?id=422090

1. IlyBamosa, H. H. [lokyMeHTaI[MOHHOE 06eclieueHre YIpaBieHus: yueOHUK U mpakTukyM ans CIIO /
IIysanosa H. H.. - 2-e u3n. - Mocksa : Opaurt, 2020. - 265 c. - ISBN 978-5-534-00088-7. - URL:
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-451067 (mata obparrenus: 21.04.2022). -
TeKCT : 37IeKTPOHHBIH.

2. Kysuenos, M. H. [lokymeHTalUuOHHOe obOecledyeHUe yMpaBleHHUS. JOKYMeHT0060pOT u
OeJIopPOU3BOACTBO: yueOHUK U mpakTukyM ans CITO / KysHenos Y. H.. - 3-e u3f., mep. u gom. - MockBa :
HOpai#t, 2020. - 462 c. - ISBN 978-5-534-04604-5. - URL: https://urait.ru/book/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242 (mata ob6pamenus: 21.04.2022). -
TeKCT : 371IeKTPOHHLIN.

3. Kazakesuy, T. A. [lokymeHTallnOHHOE 00eclieueHre YIIpaBeHus: yueOHUK 1 npakTukyM s CIIO /
Kaszakesuu T. A., Tkanmuu A. U.. - 2-e u3pg., ucnp. u gom. - Mocksa : FOpaiit, 2020. - 177 c. - ISBN 978-5-534-
06291-5. - URL: https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniyva-452800 (mara
obpamenusi: 21.04.2022). - TeKCT : 37€KTPOHHLIN.

4. Kopuees, U. K. [TokyMeHTaLInOHHOE 0beclieyeHne yIpaBIeHus: yUeOHUK U MpakTukyM ans CITO /
Koprees Y. K., [Tmenko A. B., Mamypues B. A.. - 2-e u3n., nep. u gon. - Mocksa : FOpaurt, 2020. - 384 c. -
ISBN 978-5-534-05022-6. - URL: https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-
ebs-453688 (mata oOpamienus: 21.04.2022). - TeKCT : 9I€KTPOHHEIH.

5. [loponuHa, JI. A. [JokyMeHTanuoEHOe o0eclieyeHye yIpaBIeHus.: yueOHUK U npakTukyM s CII0 /
Ioponuna JI. A., Uputukora B. C.. - Mocksa : IOpaiit, 2020. - 233 c. - ISBN 978-5-534-05783-6. - URL:
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-453767 (mata obparenus: 21.04.2022). -
TeKCT : 37IeKTPOHHBIN.

3.2.3 MeTonuueckasi TuTepaTypa

1. JokyMeHTaluOHHOE 00ECIeYeHNe YIPABIEHUS : METOOUYECKHE MaTepHaskl Iyl 00y4aoluXxcs
cnermanbHocT CITO 38.02.01 "9K0OHOMUKA M OyXTalITePCKUH y4eT (1o oTpacisam)" ouyHou GopMEl 00ydeHus /
Kysbacckuit rocymapCTBeHHHU TexHuueckuid yHuBepcurer umenu T. ®. FopbaueBa ; Kadepgpa
yIIpaBlIeHYeCKOT0 y4eTa U aHanu3a, coctaBuTenb 1. A. TioneHesa. - Kemeposo : KysI'TY, 2021. - 24 c. - URL:

http://library.kuzstu.ru/meto.php?n=10066 (mata obpamenus: 21.04.2022). - TeKCT : 37IeKTPOHHBIH.

3.2.4 UHTEpHET pecypcChl

9UOC KyaI'TY:

a) dnektponHas 6ubnmoreka Ky3['TY. - TekcT: 37neKTPOHHHI // HayuHo-TeXxHUYeCcKas O6ubnuoTexa
Ky36acckoro rocyiapCTBEHHOTO TEXHUYECKOTro yHuBepcuTeTa uM. T. @. 'opbauesa : caitT. - Kemeposo, 2001
- . - URL: https://elib.kuzstu.ru/. - TeKCT: 3IeKTPOHHBIH.

b) Moptan.Ky3I'TY : ABromaTtusupoBanHas MHpopmauuontas Cucrtema (AUC) : [caiit] / Ky3bacckuit
TOCYHApCTBEHHBIN TeXHUUYeCKuit yHuBepcuteT uM. T. @. T'opbauesa. - Kemeposo : Ky3I'TY, [6. r.]. - URL:
https://portal. kuzstu.ru/. - Pexxum mocTyna: Ojisi aBTOPU3. MOJIb30BaTENEN. - TEKCT: 3JIEKTPOHHBIN.

c) OnmekTpoHHOE o0y4yeHue : [caiT] / Ky36acCKuii rocyiapCTBEHHBIN TEXHUYECKUH YHUBEPCUTET UM. T.
®. l'opbaueBa. - Kemeposo : KysI'TY, [6. r.]. - URL: https://el.kuzstu.ru/. - Pexxum goctyma: mnis aBTOPHU3.
nonb3oBaTeneir Ky3I'TY. - TeKCT: 371€KTPOHHEIN.

4. OpraHd3anus CaMOCTOSITeTLHOH PabdoThI 00yYarOIIHXCS

CamocrosiTenbHad pabora o6y4alomuxcs OCyLlecTBIgeTcs B 06beMe, YCTAaHOBIIEHHOM B pasfelie 2
HaCTOsIIeH MTPorpaMMbl AUCIUIIINHEL (MOIYIIS).

Onst camocTosTenpbHONH pPaboTH 00y4YarmUXCS HPENYCMOTPEHH CIeUHalibHEe NOMEIIeHUs,
OCHallleHHHE KOMIBIOTEPHON TEXHUKOM C BO3MOXKHOCTBIO TNOOKNIOYEHHUS K HHDOPMAIUOHHO-
TEJIEeKOMMYHUKAIIMOHHON ceTn "WHTepHeT" ¢ ofecredyeHNEeM [OCTyIa B 3JEKTPOHHYI MHOOPMAIMOHHO-
obpa3oBaTenbHyI0 cpexny Kya3l'TY.

5. ®oHI OLEHOYHBIX CpencCTB [OJisd IPOBeJEeHHsI TEKylniero KOHTPOJsA, HpOMG)KyTO'-IHOﬁ
aTTeCTalluu 06yqa101unxc5l II0 THCITHUIIVTHHE

5.1 IMTacmopT (poHOA OIEHOYHBIX CPEICTB


https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-451067
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-451242
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-452800
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-453688
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-453688
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-453767
http://library.kuzstu.ru/meto.php?n=10066

Ne | HauMeHOBaHUE pa3genoB | Kop 3HaHUsS, yMeHus, | opMa TeEKYIIETO
OUCI[HIIJIH HE KOMIIETEHIIMK | TPAKTHYECKUH OIBIT, | KOHTPOJNS 3HAHUMH,
HeoOXOOUMEIE [JIs | YMEHUH, TPAKTHIECKOTO
bopMuUpPOBaAHUS OIBITA, HEOOXOMUMEHX
COOTBeTCTBYyloUmeld | ina GOpPMUPOBAHUSA
KOMIIETEHIIUHU COOTBETCTBYyWINEH
KOMIIETEHIIUH
1 | BBegenune. [TokymeHT u cuctema | OKO01 3HaTh: OCHOBHHE | Ompoc o6ydyawmuxcs mo
OOKyMeHTaluu MOHATHS KOHTPOJNbHB M

OOKYMEHTaIMOHHOTO | BOIpOocaM, 3alluTa
obecmedyeHUST OTYEeTOB mo
yIPaBIIeHUS; NPAaKTHYECKHUM
TpaBuja COCTABJIEHUS | 3adaHUSM,TECTUPOBAHNE
u 0bOpPMIEHHUS
yIpaBleHYECKHUX
OOKYyMEHTOB u
BeIeHUs MOelI0BOH
TIePEeIUCKY;
COCTaB MOKYMEHTOB
CIlelMaabHbIX CHCTEM
TOOKyMEHTAIuH;
TpaBUjia OPraHU3aAlUN
BCeX 9TanoB PaboTH C
TOOKyMEHTaMH;
YMeTs: coCTaBnATh 4
0bOpPMIATH
yIpaBlIeHYECKYI U
npodecCHOHANBHYIO
OOKYMEHTAIHWI0 B
COOTBETCTBHE C
HOPMAaTUBHOU 0a301i;

2 | OpraHusanuonHO-pacnopsguTeabHee | OK 01 3HaTh: npaBuia | Ompoc o6ydyawmuxcs mo

TOKYMEHTEL

OpraHM3alHMU BCEX
3TanoB paboTH ¢
OOKYMEHTaMu;
GOpPMHE TMEepPBUYHHIX
OyXranTepCcKux
OOKYMEHTOB,
comepxXallux
o6si3aTenbHE €
PEKBHU3HUTH
NEPBUYHOI0 YYETHOTO

DOKyMeHTa
YMeTs: mpOBepATH
Hanuuue B

IPOU3BOMNBHEX
MEepPBUYHEX
OyXTranTepCcKuX
OOKYyMEHTax

005 3aTeNbHEX
PEKBU3UTOB;
pasbuparbcd B
HOMEHKJIaType Her;

KOHTPONIBHE M
BompocaM, 3allUTa
OTYEeTOB Io
NPAaKTHYECKHUM
3a0aHUAM, TECTUPDOBAHNE




KanpoBasi mOKyMeHTalus

OK 09

3HaTh: CoOfepxXkaHUe
aKTyalnbHOH

HOPMaTHUBHO-IIPaBOBOX
DOKyMeHTallUuy;

YMeTr: OCyIIECTBIATH
DOUCK, aHanu3 u
HCIOONb30BaHUE
HOPMAaTHBHO-IIPABOBEIX
OOKYMEHTOB B
IpUMeHeHUU K
3amavyam JJOY

Omnpoc 06y4aroumxcs mno
KOHTPONbHEM
BOONpOCaM, 3alluTa
OTYETOB mo
IPAaKTUYECKUM
3aJaHUsM, TECTUPOBAHHE

I OTOBOPHO-IIPaBOBast JOKYMEHTAIHS

OK 09

3HATh:
KlacCuPUKALHUS
ynpaBlieHYEeCKUX
OJOKYMEHTOB;
YMeTs: MCIONIB30BaTh
YVHUOGUIUDOBaHHEIE
($hOpMBI HOKYMEHTOB;

Omnpoc o6ydarumxcs 1no
KOHTPOJABHHE M
BOIpOCaM, 3alluTa
OTYEeTOB I0
HpaKTI/I‘{eCKI/IM
3aJIaHI/I$IM,TeCTI/IpOBaHI/Ie

Mousitue  pmoKyMeHTooOoOpoOTa,
PerucTpalus MOKyMEeHTOB

OK 02

3HaTh: IPUNIOXKEHUST
nporpaMMmel Windows,
WUCIONb3yeMHEEe [OJA
peanu3auuu 3apady
noy;
COBPEMEHHEHE
nHGOPMAIUOHHEE
TexHonmoruu JOY
YMeTh: NOPUMEHSTH
cpencTBa
“HGODPMAIUOHHHX
TEeXHOJIOTHH [OId
CO3JaHUH u
obopMIeHUSI
OOKYMEHTOB;
HUCIONb30BaTh
COBpEMEeHHOE
nporpaMMHOEe
obecnedyeHue B
3NMEKTPOHHOM
IOKyMeHT0000pOTe;
OCYyUIEeCTBIATH
IeJIOBYIO IIEPENUCKY U
NOANLepXHUBATH
3NMEeKTPOHHEE
KOMMYHUKAIIUH;

Omnpoc 06y4aroumxcs mno
KOHTPONbHEM
BOONpOCaM, 3allUTa
OTYETOB mo
OIPaKTHYECKHUM
3aJaHUSM, TECTUPOBAHKE




6 | OpraHmsanus ONEPATUBHOIO U
ApPXUBHOTO XpaHEHUS JOKYMEHTOB

K 1.1

3HaTh: Ipouegypa
COCTaBJIEHUS aKTa II0
pe3ynbTaTaM
UHBEeHTapu3aluu,
TIPOEKTOB IIPUKA30B II0
NpOBEeNEeHUIO
KOHTPOJMBbHBEX
nponenyp

TpaBuiia COCTABIIEHUS
u obopMneHUus
yIpaBlIeHYECKHUX

OOKYMEHTOB "
BEeNEHUS [eI0BOWH
TIePEeIUCKH;

COCTaB [OKYMEHTOB
CTEeUHANbHEIX CUCTEM
TDOKyMEHTALUH;
TIpaBUJIA OPTaHU3alNuN
BCEX 3TamoB pPaboTH C
OOKyMEHTaMU;
mpaBuiia U CPOKH
XpaHEeHUud
IOKYMEHTOB;

YMeTs: cCOCTaBIATH
AKTH U CIPABKU IO
pe3ynbTaTtaMm
BHYTPEHHETO
KOHTDPOJS;
bopMupoOBaThH
TIPOEKTH IPUKA30B 110
IPpOBEeLEeHUI
BHYTPDEHHETO
KOHTDPOISI
pa3buparthscs B
CUCTeMe BHYTPeHHETro
mokyMeHTooGoOpoTa
OpTaHU3aluH;
OCYI[EeCTBNSATH
XpaHeHWe U MOUCK
TOOKYMEHTOB;
VMeTh TPaKTUYECKHUH
oneT: o06paboTKu
TEePBUUYHHEX
OyXranTepckKux
OOKYMEHTOB

Omnpoc 06y4aroumxcs mno
KOHTPONbHEM
BOONpOCaM, 3alluTa
OTYETOB mo
IPAaKTUYECKUM
3aJaHUsM, TECTUPOBAHHE

5.2 Tunosble KOHTPOJIbHBIE 3aJaHHs UJIN HHbIE€ MaTepHaJIbl

5.2.1 OuenoyHsbIe CcpeCcTBa NIPH TEKyNIeM KOHTPOJIe

Tekymuii KOHTPOJb IO TeMaM OUCIUIJIUHB 3aKJI0YaeTCd B ONPOCe OO0yYaIIUXCS II0
KOHTPOJILHEIMBOIIPOCaM, 3alllUTe OTYETOB II0 IIPAKTUYECKUM 3alaHUSIM, TECTHPOBAHUMU.

Omnpoc 1o KOHTPOIBHEIM BOIIPOCaM:

ITpu mpoBeOeHWH TEKYIIero KOHTPOJs obydarmomuMmcs 6ymeT mUChbMEHHO, TU00 YCTHO 3aJaHO OBa
BOIIPOCa,Ha KOTOPHIE OHHU JOJIKHEI 1aTh OTBETHL.

Kputepuu oneHuBaHUS:

- 90-100 GanmoB - Ip¥ MPABUILHOM ¥ ITOJTHOM OTBETe Ha [Ba BOMPOCA;
- 80-89 6GannoB - mpu MPaBUILHOM M IIOJIHOM OTBETE HAa OJWUH M3 BOIPOCOB U IIPABUIBHOM, HO HE

TOJTHOMOTBETE Ha [PYTOd U3 BOIIPOCOB;

- 60-79 6annoB - mMpHu IPABUILHOM U HEIIOJTHOM OTBETE TOIHKO Ha OMMH U3 BOIPOCOB;
- 0-59 6aIoB - IpU OTCYTCTBUM NIPABUJILHEIX OTBETOB HA BOIIPOCHL.

Komruectso 6amos|0-59 [60-79[80-89  [90-100
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[TpuMepHBIY TIepeYeHb KOHTPOJILHBIX BOIIPOCOB:
Tema 1. BBemenue. [IOKyMeHT U cUCTEMa JOKyMeHTalUU

. 3HaueHUe U cogepxKaHue OUCUUIIIIAHBL <<,]10K}7M6HTaL[I/IOHH0€ obecrneueHue YIIPaBJIEHUA».
. HpenMeT 1 00BEKT JOKYMEHTAIITMUOHHOI'O obecreueHus YIIPpaBJIEHUS.
. Ilonsitue TEPMHUHOB «OOKYMEHT», «IOKYMEHTUPOBaHKWE», KHIOKYMEHTAllUOHHOE obecreueHune

YIPaBIIEHUA».

. Knaccudukamus OKyMeHTOB.

. (DYHKI.II/II/I HNOKYMEHTOB.

. CBo#icTBa JOKYMEHTOB.

. Bumbl JOKyMEHTOB.

. Ilpu3Haky u BUAH (anbCubUKALNN TOKYMEHTOB.

. [loHsiTHE YHUDWKALUY ¥ CTAHOAPTHU3AINYN JOKYMEHTOB.
. VHubuuupoBaHHas CUCTeMa JOKYMEHTAIWH.

11.
12.
13.
14.
15.

CTpyKTypa NOKyMEHTOB.

[TonsiTHe, KTAaCCUPUKALUSA U PACIIOTI0KEHNE PEKBU3UTOB JOKYMEHTA.
DJIeMeHTH PEKBU3UTOB TOKYMEHTOB U MX PACIIOJIOKEHMUE.

[MousTue u TpeboBaHUs K HOPMYISIPy-00pa3Iry.

[MoHsiTHE U BUOE 6JIAHKOB JOKYMEHTa.

Tema 2. OpraHU3aIOHHO-PACTIOPSAUTENIEHEE TOKYMEHTH

. HaiiTe ompeneneHue MOHITHS «OPraHU3alMOHHO-PACIOPSIIUTEIbHEIA NoKyMeHT» (OPII) u mpuBemuTe

KJ'IaCCI/I(bI/IKElLII/IIO 9TOT'0 BUa NOKYMEHTOB.

. I[lepeuucnure coctas pexsusutos OPJl mo T'OCT P 6.30 - 2003.
. Yro Takoe «OIaHK JOKYMEHTa» U KaKue BUIbI OJIaHKOB BHL 3HAETe?
. Kakue BapuaHTH pa3MelieHus Ha 6jaHKe TOCTOSTHHEIX PEKBU3UTOB BH 3HaeTe? KakoBH 0COOEHHOCTH UX

oopMITeHU?

. KakoBo Hasnauenue ['OCT P6. 30-2003?
. [Tousatue: «PEKBU3UT» NOKYMEHTa.
. UTo Takoe MMOCTOSTHHEIE U TIepeMeHHble PeKBH3UTHl OPraHU3alOHHO-PACIOPSIIUTEIbHOM

OOKyMeHTauu?

. KakoB cocTaB NMOCTOSTHHEIX U IIepeMEeHHBIX DEKBU3NUTOB OpFaHI/I3aHI/IOHHO-paCHOpHJIHTeHbHOfI

OOKyMeHTanuu?

. Kakue PEKBU3UTHI UCIIOJIB3YIOTCA B 3aroJI0BOYHOM YacTH OpPraHn3alfMOHHO-PaCIoOPAOUTEIIBHBIX

OOKyMEHTOB?

Kakue peKBU3UTH UCIOJIL3YIOTCS B COTepXKaTeIbHOU YaCTH OPraHN3allMOHHO-PaCIOPAIUTENIbHIX
OOKyMEHTOB?

Kakue peKBU3UTEL UCIOIB3YIOTCS B 0QOPMIISIONIEN YaCTH OPraHU3alMOHHO-PACTIOPSIIATETBHBIX
OOKYMEHTOB?

Tema 3. KappoBasi goKyMeHTaIus

. Opl"aHI/I3aI.II/IOHHO-HpE1BOBLIe OOKYMEHTEI, UX 3Ha4YeHue OJId pa6OTI>I KaOpPOBBIX CJ'Iy}KG.
. HpaBI/IJ'Ia BHYTPEHHETO0 TPYOOBOT'O PACIIOPSAAKA, IIOPAOOK COCTABJIEHNS, UCIIOJIb30BAHUA, XPAaHEHU.
. HOKYMQHTI/IDOBB.HI/IG IIpueMa Ha pa60Ty: CcXeMa JOKYMEHTaJIbHBIX onepaunﬁ, OOKYMEHTEI, IPEABSABIISIEMEIE

TTOCTYTAOIIUM Ha PaboTy.

. [TopsAmox 3aknioueHus: TPYLOBOT0 foroBopa. CocTaB uHbopManuu forosopa. ITopsagok odhopMieHus,

KCIIOJIb30BaHUsA, XPaHEHUT.

. [Tpukass o mpueme Ha paboTy, MOPSIMOK UX U3TAaHUS, COCTAB WHOPMAIHK, 0COOEHHOCTH 0MOPMIIEHUS,

BU3UPOBaHUs, HOPMUPOBAHUS, XPAaHEHHUS.

. TpynmoBasi KHMXKKa: TOPSOOK 0hOPMIIEHMs, 3aM0THEHNUS, YIeTa, XPaHEHUSI.

. IIpaBuma BHIga4¥ BKJIQMHIIA B TPYIOBYIO KHUKKY, €T0 3all0JTHEHNE, BeleHNe U YUeT.

. ITopsimox BeIma4m myOnuKaTa TPySOBOM KHUKKHY, eT0 0opMIIeHNe, 3aN0THEHUE, BeIeHNE, YIeT.

. Kuura (;kypHaut) yyeTta IBUKEHUs TPYMOBEIX KHMKEK ¥ BKJIAMIBIIIEH K HUM, TPUXOJHO-PACXONHAS KHUTA

0 y4eTy 0GJIaHKOB TPY[OBBEIX KHUKEK ¥ BKIIQMBIIIEH: TOPSOOK WX 3aIMI0JTHEHNS, BEIEHNS, XPAaHEHNUS.
JIuunele KapTouku Gopmer T-2, T-2I'C, T-4 (yueTHas KapTOUKa Hay4yHOTro paboTHuKa). [IpaBuia ux



3aI0JIHEHUS, CUCTeMaTU3aluy, XpaHeHus.

11. ®opmupoBaHue TUYHEX e, COCTaB JOKYMEHTOB JIMYHOTO fefa, ux opopmienme. OCOGEHHOCTH YUETa,
XpaHEeHUs, UCIOIb30BaHUS JTUYHEIX IeJl B OepaTUBHOM padoTe.

12. ToKyMeHTUpPOBaHNe U3MEHEHUS TPYLOBEIX OTHOIIEHUN IIpY ITepeBofie paboTHUKA Ha IPYTYIO0 IOCTOSHHYIO,
a Takxke BpeMeHHY0 paboTy.

13. [JoKyMeHTHPOBaHUE IPENOCTABIEHHS OTIYCKa PAaOOTHUKY.

14. ToKyMeHTHpPOBaHKE HapaBIeHusT PaGOTHUKOB B KOMAaHIUPOBKH.

15. [JokyMeHTHPOBaHME IIOOIIPEHUY U HarpaxkgeHuH.

16. [JokyMeHTHPOBaHNE B3LICKAHUM.

17. IJokyMeHTHPOBaHKE YBOIbHEHNH PaOOTHUKOB.

18. oxymeHTHpOBaHUE y4eTa pabouero BpeMeHH .

19. ToKyMeHTUPOBaHUE OLIeHKY [esITeIbHOCTY IIepcoHana. ATTeCTalus.

Tewma 4. [loroBopHO-TIpaBoBas JOKyMeHTalUs

. UTo Takoe [OTOBOPHAS HOKYMEHTALIUS?

. HazoBuTe BUIBI HOKYMEHTOB, BXOASIINX B JOTOBOPHOM KOMIINIEKC, YKaXKUTE UX Ha3HaUeHHUe.
. JlaiiTe ompeneneHne OOTOBOpA.

. PacckaxwuTe 0 hopmMax 3aKIIIOUYEHHUS TOTOBOPOB.

Knaccudukanusi ;oroBopos.

. Kak BRIrnapaT GopMynap U CTpPYKTypa forosopa?

YTo Takoe IIPOTOKOJIEI PA3HOIIacull ¥ B KaKUX CIy4dasx OHU COCTABIISIOTCS?

. B Kakux ciy4asix COCTaBIsSI€TCS NOBEPEHHOCTh U KAKOB ee hopMyisp?

. B Kakux ciy4yasx COCTaBISIOTCS aKTHl K JOTOBOpaM ¥ KakoB Ux Gopmymsip?

© 0N UEWN

Tema 5. [ToHSATHE TOKYMEHTO060POTA, PETUCTPALMS JOKYMEHTOB

. UTo mOHUMAETCS TIOf AEJIOM B IEJI0TPOU3BONICTBE?

. UTo noHUMaeTCs 01 HOMEHKJIaTypou fen?

. UTo MOHMMaeTCs IOf SKCIIEePTHU30U?

. Kak odopmisercs Brada JOKYMEHTOB BO BDeMEHHOe I10JIb30BaHue?
. KakoBH CpOKY XpaHeHUS TOKYMEHTOB?

U W N -

Tema 6. Opranusanus onepaTUBHOTO U apXUBHOI'0 XPaHEHUS JOKYMEHTOB

. OueHKa 3HaYUMOCTY JOKYMEHTOB U CPOKYU UX XpaHEHUS.

. Bupel apxXvBHEIX JOKYMEHTOB.

. [loproTroska fen [jisl CoA4Yy B apXuB.

. ObecmeyeHmre COXPAaHHOCTH NOKYMEHTOB.

. OCHOBEI 3aKOHOJATELCTBA 10 aPXUBHOMY HeIy.

. XpaHeHME U y4eT apXUBHEIX JOKYMEHTOB.

. KomnnektoBanne apxuBOB apXUBHEIMU NOKyMEHTaMU.

. JoCcTyn K apXUBHEIM JOKyMeHTaM U UX MCIOJIb30BaHHUE.

. Kak ocyuecTBiseTcsa cucTeMaTu3alnysa 1 XpaHeHHue JOKYMEHTOB B OpraHu3aIuuy?

. UTo Taxoe [meno, C TOUKY 3peHus NOKyMeHToBeneHUuA? [IpuBenuTe NpUMepHl fefl, XPaHAIIUXCS B
OpraHu3aluu.

. PackpoiiTe copepxaHue NOHATUS «HOMEHKNATypa fen». Kakoe JOIXXKHOCTHOe JIUAL0 B OpPraHu3aluu
OTBEYAaEeT 3a COCTaBJIeHNE U BBE[leHWE B IEHCTBUE HOMEHKIIATYPH Aem?

12. KakoBBI PEKBU3UTH HOMEHKIATYPHI HET?

13. KakoBa copmepkKaTesbHasa 4aCTh HOMEHKIIATyPHL Aemn?

14. Kakue mpu3HaKy 3aBefeHUs [ella UCIOIb3YIOTCS Py GOPMUPOBAaHUY Hef?

15. KakoB 0CHOBHOM NpUHUUI (HOPMUPOBaHUS JOKYMEHTOB B fefia?

16. Kakue HOpMaTUBHEIE TpeOOBaHUS HEOOXOMUMO COOMONaTh TPy GOPMUPOBAHUYU [EN?

17. Yo Takoe 3KCIepTH3a IeHHOCTY OKYMEHTOB, U KaKue NOJIKHOCTHEIE JINIla B OPraHu3alui 3aHUMATCI

ee IpoBefieHuEM?
18. Kakue HOpMaTUBHbIE aKThl PETYIUPYIOT IPOBEfEeHNE SKCIIEPTU3E! IEHHOCTH JOKYMEHTOB B OpraHU3aluu?

O WO IO Ui WN -
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OT4eTH 10 MPaKTUYECKUM 3aflaHusAIM (faiee - 3adaHus):
Mo xaxmoit paboTe 06yJIaOIIHECS CAaMOCTOSATENEHO 0GOPMIISIIOT OTUETH B 3IEKTPOHHOM (opmMare
CopmepxaHue oT4eTa:



1.Temy npakTH4ecKo# PaboTEHL.
2. lTenb paboTHL.
3. OdhopMIIeHHEIY TOKYMEHT C OIMUCAHUEM NOPsfKa GOPMUPOBAHUS.
4. TlepeyeHb HOPMATUBHEIX TOKYMEHTOB.
5. BriBog.

Kputepuu oleHUBaHUS:

- 60 - 100 6anmoB - MPX PACKPHEITHH BCEX PA3MesioB B IOIHOM 06neMe

- 0 - 59 6annoB - TpU PACKPEITHH He BCEX pa3mesioB, Mu00 mpu oGopMIeHUN Pa3gesioB B HEIIOTHOM
o0beMe.
KomnmuectBo 6amnmos|0-59 60-100
[MIkarna oneHUBaHUSI|HE 3a4YTEHO|3a4TEHO

[porenypa 3auTH 0TYETOB 110 3afaHUIM:

O1eHOYHEIMU CpPeACTBaMU [JI TEKyIero KOHTPOJA [0 3alluTe OTYETOB SABJISIOTCS KOHTDOJILHEIE
BOIIPOCEL.

O6yuatoumMcs 6ymeT YCTHO 3ajaHo IBa BOIIPOCA, Ha KOTOPHE OHYU [OJIKHEL 1aTh OTBETEL.

Kpurepuu orneHuBaHUS:

- 90-100 6anmoB - Ipu IPABUIBHOM U IIOJIHOM OTBETE Ha [Ba BOIIPOCA;

- 80-89 6GannoB - MPHU TPABUILHOM M IIOTHOM OTBETE Ha OOWH K3 BOIPOCOB ¥ IMPABUILHOM, HO He
TIOJTHOMOTBETE Ha APYTOM U3 BOIIPOCOB;

- 60-79 6aIoB - P MPABUIFHOM U HEIIOJTHOM OTBETE TOJIBKO HA OOWH K3 BOIIPOCOB;

- 0-59 6asIoB - IpU OTCYTCTBUY NIPABUJIBHEIX OTBETOB HA BOIIPOCHL.
Konugectso 6amos|0-59 |60-79(80-89 |90-100

[Tkarna oneHUBaHUSA HeyO|yooBJI|XOPOLIO|OTIIMYHO

3afaHue K NpakTU4eCcKoMy 3aHaTuio 1.1.

Ha nucte dpopmaTta A4 n306pa3uTh CXeMHEI PACIIONIOKEHUS PEKBU3UTOB U I'PAHUIILI 30H Ha GopmaTe Ad
yT70BOT0 ¥ IpofosbHoro 61ankos cornacHo 'OCT P 6.30-2003 «YHudumpoBaHHEE CHCTEMEl HOKYMEHTAIUH.
YuubuuupoBaHHas CHUCTeMa OPraHM3alMOHHO-PACHOPAOUTENIbHON [NoKyMeHTauuu. TpeGoBaHUS K
0(hOpMIIEHNI0 TOKYMEHTOBY.

3afjaHUe K IPaKTUYEeCKOMY 3aHATHU 1.2.

1. OnpeneHHTe OLTHOOYHEIE BAPUAHTEHI IPA O(I)OpMJ'IeHI/II/I PEKBU3NUTA «KHAMMEHOBAHNE OPraHU3AllAN»:

1)MI'Y; PYIIH; PITY; BHHHcenbxo3Mali;
2)Bcepoccuiickas akageMus CelbCKOX03IUCTBeHHBIX HayK uM. B.1. Jlenuna (BACXHUJI);
3)OTKpBITOE aKIIOHEPHOE 001IecTBO «Kackam»; 3aKphITOE aKLIMOHEPHOE 00IeCTBO «IIIyTOH»;
4)upma «CrnyTHUK»; hupMa «Buosa»; muBHas KoMmnanus «Llepepa»; Gabpuka «3apsi»;
5)oTHen MapKeTHHTa; OTHEN IIEPEBO30K;
6)MarcTpoiickiaz.
2. UcmpaBbTe ommOKY B HanmucaHuy gaT. OTMEThTE BApUAHTHbBIE CIIyYau UX HAHUCAHUS:

1)1.12.04; 17.07.2005r.; 1.1.05; 09/25/2005; 12.05-05;

2)12 mekabps 2005 r.; Hamp. 2005; 11. mekabps/05 T.; 13 HOs16pst '05;

3)17/X-05r; IO/XII-05r.; 25.X.05;

4)c 2004 mo 2005 r.r.; 2000 mo 2005r.T.; ¢ 2002 — 2005; ¢ 2004 roma mo 2005 rom; ¢ 23—25 mexabps
2005;

5)meBsiToe Masi, BOCbMOe MapTa (Kak Ipa3fHUYHbIE THU);

6)5-oro Masi, K 3-eMy sSTHBaps, Ha 1-oe MapTa, K 17-y deBpans.

3. UcmpaBbTe omuOKy B 0pOpPMIIEHNY PEKBU3UTA «agpecar»:

1)mupeKTop OTKPHITOr0 akimoHepHoro obmectBa «I[Ipuma» H.E. Ceprees;

2)I'pomoseko I1.P., r. Bopkyta, 630075, yn. 'eone3udeckasi, 32—12;

3)IIpencenmaTens Koonepatuba H.W. JIyrosas;

4)000 «CBet», yi1. Mupa, 1. 35, od. 11, r. Mocksa, 112031;

5)3amecturenio gupekropa dupms «Tpek» Hocosy P.IT,;

6)yn. Poguenko, 73, r. C-IletepOypr, 190027, U3patensckuii nom «Cenenra», Burokyposy ILI1. (T
WHXEHepY).



3afjaHue K IPaKTUIeCKOMY 3aHATHUIO 2.1

Odopmure mHGOOPMANUOHHOE MTHUCHMO, HCHONb3ysd CHERyIOIINe HOaHHBE: XyIOXKeCTBEHHO-
TIPOU3BOAICTBEHHOE 00beguHeHne MOCKOBCKUM OBOpP. Mankbiii TpexropHul nepeynok,8/10,momemenne Nol.
Mocksa, 123336 tenedon: 449-84-20 p\c No 567890 B KueBckom ¢unmane nHoycTpuanbHoro 6anka, MO0
3456710KIIO 123456432112 OI'PH 123423460000 MHH\KIIIT 12345212390/22300098725 mapra 20010r.
No 23/56 Ha No 47 ot 27 mapTa 2010r. O 3amepxkKu cnayu pabor. Pupma «Kamenus», yn. CoBeTckas, g 45.
Mocksa 163020. YBaxxaembie rocoga! OT ©MeHHU Hallero o0beJuHEeHUs MPUHOCKHM BaM CBOM M3BHHEHMS 3a
3alepPXKKY cHauu paboT [0 BHITOIHEHHUIO Xy0XKECTBEHHOTO 0(OPMIIEHUS Bamero oduca. XOTUM 3aBEPUTD Bac,
4yTO paboTEl OYOyT BRHIMOJIHEHH B CPOK, OTOBOPEHHEIM B HAIIWX NMPEABAPUTEJILHHIX IeperoBopax. Takxe
IIPOCUM BaC y4YeCTh, UTO Pe3KOe IOBHIIEHNE IIeH B CTPaHe MOXKET IIOBJIeYb 3a C060¥ yBeIuYeHNEe CYMMEL
HaIllero goroopa. 3apaHee 6maromapHsl. C yBaxenueM aupektop C.A.XapekoB. FO.B.I'aBpukoBa 234 - 78 - 7

3agaHue K TpaKTAUYEeCKOMY 3aHSTHIO 2.2

Hanmumute npukas mo AO “Kocmoc” 06 uTOrax OOKYMEHTAJbHOW MPOBEPKH COCTOSHUS
INOKyMeHTAIlMOHHOTr0 obecriedeHus. B akTe peBu3uu OBUIM YKa3aHH Clenylonie HegoctaTku: 1. B otmene
KagpoB IPEANPHUATHS B IUYHBIX AejlaX PaOOTHUKOB OTCYTCTBYIOT HEKOTOPhIE HEOOXOOUMEIE HOKYMEHTHL. 2. B
KaHIIeJIAPUY He BEOETCS KHUTa PEeTHCTPALKK IPUKA30B [0 OCHOBHOW AesATeNbHOCTH. 3. B OyxranTepuu
BHIJlaya 3apIIIaThl 10 TPYLOBLHIM COTJIAIIeHUSIM MeXaHUKY 110 PEMOHTY OPITEXHUKY He IOAOTBepXKIeHa aKTaMu
0 BeIOJTHEHUM paboT. HemocTatouye peKBU3UTH 0pOPMUTE CAMOCTOSTEIBHO

3agaHue K TpakTAYeCKOMY 3aHSTHIO 2.3

OdopMuTe cnpaBKy, UCHONb3ys cienyiomue ganHble: CITIPABKA; r.Munck. [lercku#t cam Ne 45
LienTpanbHOTO patioHa r.MuHcka; FiBaHoBa A.H. paGoTaeT WHXKeHepPOM OTHeNa CHa0XKeHuss MUHCKOTO 3aBOda
«3nekTpoHuka» ¢ 18.11.2000. HomxHOCTHOM oKam MBanHoBo# A.H. cocTaBnser 16800 py0. 3amMecTUTETH
oupekTopa 3aBopa A.B.ITetpos. ['maBHE# Oyxrantep I1.1.Ky3Hemnosa.

3aaHue K IpakTU4eCcKoMy 3aHsATHio 3.1

CocTaBbTe CTPYKTYPY U MITAaTHYIO YUCJIEHHOCTD allllapaTa yIpaBlieHusl TOproBoro goma «CIopTUBHAS
Ku3ub» 0T 21.01.2014 ropma, uMess ciefyoIlve HauMeHOBaHUS CTPYKTYPHBIX mopapa3pmenenHuu: 01-
pykoBoacTBo; 02-kaunenspus; 03 - orgen kagpos; 04- 6yxrantepus; 05-otmen mo pabore ¢ knuentamu; 06 -
TexHU4ecKull otnen. HauMeHoBaHUE [OJIXKHOCTel: HadalbHUK KaHIENIPHUY, 3aMEeCTUTENIb TeHepalbHOTo
OUpEeKTopa II0 KOMMepUYeCKUM BOIpOCaM, CeKpeTapb, WHCIEKTOD, apXuBapHyc, MeHedxep, Kaccup,
TeHepaNbHEIM JUPEKTOD, HaYalbHUK OTHeNa KafpoB, TTIaBHEIH OyXrasiTep, 3aBeOyomuil CKIafzoM, Oyxranrep,
HaydaJbHUK TEXHUYECKOTO OTHeNa, SKCIeUTOoP.

3amaHue K NPakKTUIeCKOMY 3aHATHIO 3.2

HamummTe fOKNIafgHY 3alMCKy Ha UM pykKoBoputens AO “BriMmen” o KoMaHAKHpoBaHUU B I. Open
CTapllero MHXeHepa IJIaHOBO-3KOHOMUYecKoro othena Cmupsosa I1.B. ¢ 15.03.11 cpokoM Ha 5 mHeu Ong
BHICTYIJIEHUSI C HOKJIaZioM Ha ceMuHape “CoOBepUIEHCTBOBAHUE CUCTEMHl 3aKJIOYEeHUS XO035SHCTBEHHBIX
OOT0BOPOB”

3afjaHue K IPaKTU4YeCKOMY 3aHATHUIO 3.3

CoctaBeTe pacnopsixenue ¢pupMuel AO «3apsi», O COCTaBleHUS rpaduka OTIYCKOB, THE AUPEKTOD
npepnjaraeT: PyKOBOLUTENSM OTHEJIOB NIPENCTaBUTh B OTAEN KaAPOB CIUCKU COTPYLHUKOB C YKa3aHUEM
IpejnojaraeMoro Cpoka 04epefHOr0 OTIyCKa B TeKylleM KajeHmapHOM ropy. Cpok IpemoCTaBlIeHUS
cnuckoB 15 pgHeli. HavanpHUKY OTHesnla KagpoB NPENCTaBUTh CBONHBEIM I'PadUK OTIYCKOB OTUPEKTODPY;
CeKpeTaplo 03HaKOMUTh BCEX UCIONIHUTENIeH C pacrnopsikeHueM. KOHTPOIb BO3IOXUTE Ha 3aM.IUPEKTOpPA
IMetpoBy A.W. HemocTaolye peKBU3UTH 0OPMHUTE CaMOCTOSITEIILHO.

3agaHue K IpakTA4YecKoMy 3aHAaTuio 4.1

OcdopmuTe akT 06 YyCTAHOBIEHHOM DPACXO0XKIEHUU IO KOIMYECTBY M KAaYECTBY B COOTBETCTBUU CO
CHEeOyIIUMU yCaoBusIMu: [lo moroBopy mocTaBKu OT 15 HOosg6ps 2007 r. Ne 24 3A0 "AkTHB" puobpeso y
000 "Tlaccus" 50 cTonoB 1mo 1eHe 1652 py6./mT. (B ToM yuciae HIC - 252 py6.). O6mas CTOMMOCTh IApTUU
cronoB coctasuna 82 600 py6. (B Tom wumcne HIC - 12 600 py6.). "AKTUB" IONyYuUn Clenyouiue
TOBapPOCOIIPOBOAUTEIILHEIE JOKYMEHTH: TOBapHYIO HaKJIagHylo oT 5 mekabps 2007 r. Ne 37; cueT-¢hakTypy OT
5 mexaOps 2007 r. Ne 132. 5 mekaOps 2007 roma cTONH OBIIM JOCTaBNeHH Ha cknap "AktuBa" Ne 1. Ilpu
pasrpysKe ToBapoB Okina o6HapyxkeHa Hegoctada 10 CcTOJIOB.

3agaHue K TpakKTAUYeCKOMY 3aHATH0 4.2

CocraButs cuet - ¢pakTypy Ne 117 ot 1 despans 2012 roga: 3A0 «AKTHB» OTrpy3usno nomugopsl 000
«[Taccus». LleHa 3a kumorpamMm - 50 py6. KonmuuecTBo oTrpyKeHHEX ToBapoB - 100 kumorpammoB. I[Ipopmaxka
IOMHUAOPOB objaraercs mo ctaBke 18 mporeHToB. OmjaTa IPou3BOJUTCS B py6iasx. TakuMm o0Opasom,
CTOMMOCTH ITAPTUH IOMHUIOPOB 6e3 Hajora coctasumia 5000 py6., a ¢ HIOC - 5900 py6. Ampec 3A0 «AKTHB»:
115561, r. Mocksa, yn. CagoBas, o. 151. WHH: 7715221040. KIIIT: 771501001. «AKTUB» IPOU3BOTUT



OTrpy3Ky camocTtoaTenbHo. Apxpec 00O «ITaccus»: 116321, r. Mocksa, yn. JlecHas, g. 125. HWHH:
7729083775. KIIII: 772906003

3agaHue K IpakKTUYeCKOMY 3aHATHIO 5.1

3aperucTpupyiitech Ha KakoM - nubo mo4uTOBOM cepBepe. OOMeHsANTECh IOCIAHUAMU C
ONHOKYPCHUKaMU. BBl HONXKHE OTIpPaBUTh He MeHee 3 nuceM. OfHO U3 HUX HOJIXKHO COLepXkKaTh TOJIBKO
TEKCT, KO BTOPOMY CJlefiyeT IPUCOeNUHUTE Gaiin (HanpuMep, ¢ pe3yIbTaToOM OfHOTO U3 YIPaXkKHEHU! KaKou-
700 IPEeNbIAYIel TPaKTUIeCKOM PaboTH), a TPeThe NOJIKHO OBITH OTIPABIEHO ABYM afipecaTaM.

JafiaHUEe K IPAKTUIECKOMY 3aHATHUIO 5.2

HauanbHUK OTHea Ipofax HaeT YCTHoe nopydeHue CrapiieMy MeHe[XKepy OTAela Ipojaxk
MOATOTOBUTH NPOEKT [lomoxenusi. Ilonoxenue tumnoBoe. CorjaacHo TUIOBOMY mporeccy «Ilomoxenue 06
OpraHu3aluy 3JIeKTPOHHOX TOPrOBIX BEHTUIATOPaAMU» COTJIACOBaHHE 110 HeMy NPOXOOUT CIeLyIOMUM
obpa3om: -OgHOBpeMeHHOe corjlacoBaHue: HavanbHUK OTHesla Ipofmax U MeHenXKep IO JIOTUCTUKE.
[TapaMeTpHl COrnacoBaHUs: U3BeIlaTb OTBETCTBEHHOTO 0 KaXAOU DeleH3UU, BEPHYTh NIPU IEPBOM
Hecorsnacuu. Cpok cornacoBarus 1 mens;-IlocnemoBatentHo: HadanpHUK I0PUAXYECKOrO OTAeNa U ['maBHEIN
OyxranTtep. [TapaMeTpEl COrIacOBAHUS: U3BEI[AaTh OTBETCTBEHHOTO O KaXKIOW PEIleH3UN, BEPHYTh IPU IEPBOM
Hecornacuu. Cpok corjmacoBaHus 1 meHb. 2. HadyanbHUK OTAesia IMpofax pgaeT oTBeT "CorjaceHd C
koMmMmeHTapusiMu", (CyTh KOMMEHTapueB -Ho0aBeHNE NMYHKTA O MOCIErapaHTUHHOM OOCTyXKWBaHWUH). 3.
MeHenxep 10 JOTUCTUKe JaeT OTPULATENbHYI0 PelleH3UI0 U IIpefjaraeT CBoi BapuaHT [lonoxXkeHus,
npefnoiaraliquil HalM JOTUCTHUKA. B cucteme nosBnsercs HoBas Bepcus [lonoxenus.4. Crapmui
MeHe[Xep OTHella IPOfax IMojiydyaeT YBeLOMJIEHUS O IOCTYIJeHUU peleH3ui oT HauanbHuUKa oTmena
npofax u MeHenKepa 110 JIOTUCTUAKE U HAIIpaBJIseT Ha COrjlacoBaHUe HOBYIO Bepcuto [lomoxerus. [Ipu sToM
COoTJIacOBaHUe IIepBOM BEPCUU 3aBeplIaeTcs. 5. B uTore BTopast Bepcusi BCeMu corjlacoBaa. Ee nognuceBaer
HauanpHUK oTOena mpomax M yTBepxkpaeT PykoBoputens. 6. HauanpHUK cekpeTapuara (IO yCTHOMY
nopy4eHUI0 PyKoBoguTensi) OTIpaBisieT YyTBePKOeHHYI0 Bepcuio [1o0XKeHUS Ha 03HAKOMJIEHHE BCEM
COTPyIHUKAM OpraHU3aluu.

3afjaHue K IPaKTUIeCKOMY 3aHATHUIO 6.1

OdopmuTre mpukas, UCIONIb3YsS CIeAyIOIKe HmaHHBIe: MUHUCTEPCTBO oOpa3oBanusi PO. ITPUKA3.
12.07.11. No 41 MockBa. O6 yTBepXKIEeHUU IPUMEPHO! HOMEHKJIATYPHl el ¥ TUIOBOTO IIOJIOKEHUS 0
IIOCTOSIHHO [eMCTBYIOlIeH 9KCIePTHOM KOMUCCUY CPENHUX CIIeLIMabHEIX yueOHEIX 3aBefeHu. TekcT: B memsax
COBEPIIIeHCTBOBaHUS PabOTHIC JOKYMEHTAaMHU B CPEIHUX CIIeLHATbHEIX YueOHBIX 3aBenenusx [IPUKA3BIBAIO:
1. YTBepOuTe IpUMEpPHYI0 HOMEHKIIATYPy HeJ ¥ TUIIOBOE MOJIOKEHUE O IIOCTOSHHO [EUCTBYIOIIEN SKCIIEPTHON
KOMHUCCHHU CPeIHUX YIeOHBIX 3aBefIeHU. 2. Y4eOHHIM 3aBEeJEHUSIM B paboTe CO CIyxKeOHKME TOKYMEHTAMU
PYKOBOJCTBOBAThCA HAaHHHIM IPUKA30M, yTBEPXKOEHHHIM MUHUCTPOM. 3. I'TaBHOMY yIpaBieHHUIO IO
00pa30BaHUI0 YCTAHOBUTb NMOCTOSHHEIA KOHTPOJL 3@ paboToil CO CHyXkeOHEHIMM OOKyMEHTaMH B
MOJBEOMCTBEHHLIX y4eOHEIX 3aBefeHUSIX B COOTBETCTBUM C HACTOAMUM npuka3oM. KoHTpomns 3a
WCIIOTHEHUEM ITPUKa3a BO3JIOXKUTH Ha 3aM. MUHUCTPa A.B.CmonskoBa. ITognuck: Munuctp o6pa3oBanust PO

3agaHue K TpakKTAUYeCKOMY 3aHSTHIO 6.2

CocraBute HOMeHKnIaTypy pen OAO «HoBrele 30pu», HCHONB3YS CIeAyoOIINe PEeKBU3IUTH:
HauMMeHOBaHNE OpraHW3alluy, HaUMeHOBaHHWEe BUMA [OKYMEHTa, faTa, PeruCTPAlMOHHBIA HOMEp, MECTO
coctapnenus, rpud yrBepxaenusi. TEKCT COCTOUT B Bue Tabiuikl (5 cTOMOLOB ¥ 5 CTPOK, B KOTOPHIX YKa3aTh
VHIEKC [ejla, 3ar0JIOBOK [ejla, KOMUYEeCTBO [ejl, CPOK XpaHeHUs, npuMedanne) Hanpumep, VHOEKC mena
3aronoBok mena KonumyectBo Cpok xpaHeHus IIpumedanue 01-®unHancoBuiét otmen 01-01 Topmosoit
¢unancoseii mnal 1 IToctosuauo CT.135 [Teno 3aBeneHo

3agaHue K TpakTAYeCKOMY 3aHSTHIO 6.3

OdopMuTts 06710KKy Aefla, OIUCH Hejla, JUCT-3aMEeCTUTEeNb U KapTy-3aMeCTUTeNb 110 3aJaHHOMY
BapuaHTy. [IpOBECTH 3KCHEPTHU3Y LEHHOCTH HOKYMEeHTOB. OGOPMUTH IPOTOKON pabOTH 3KCIEPTHOH
komuccuu. Ha ocHOBaHWM HOMEHKIATypH Ael ohopMurh onucu pen. Ha ocHoOBaHMM HOMEHKIIATYDH [l
0OpPMUTH aKT Ha YHUYTOXKEHUE el

TecTupoBaHue MOXKET IPOBOAUTLCA B IUCEMEHHOM U (UJU) YCTHOMU, U (M1K) 31eKTPOHHOU popme. BaHk
BOIIPOCOB Ha TecTupoBaHue Haxogutcsa B MOC KysI'TY "Moodle".

Kputepuu oleHuBaHUS IPU TECTUPOBAHUY:
Hons mpaBunbHEX 0TBETOB|0-59 |60-79|80-89(|90-100
[Ikana oneHUBaHUS HEYO|VO |[XOP |OTJI

[IpuMepH! TECTOBHIX 3afaHUI

Tema 1.BBepeHue. [IOKyMeHT U CUCTeMa JOKyMeHTAI[UU

1. O6BEKTOM HOKYMEHTAIMOHHOT0 00ECIIeYeHNS YIIPaBIeHUS SBIISIOTCH. .

1. KaK OTOEJIbHBIE MOKYMEHTHI, TaK U BCA COBOKYITHOCTH JOKYMEHTAllUn



2. IPaBUWJIBHOCTL 0QOPMIIEHUS JOKYMEHTOB, 0TPaXKaloliX BECh CIIEKTD YIIPaBlIeHYeCKOU AeATeIbHOCTI
IPEenIpUATUS
. HajJexalas opraHusalys JoKyMeHTooOopoTa cornacHo TpebosanusM 'OCTa
4. oBNafieHVe OCHOBaMHU NIPABUILHOTO 0OPMIIEHNS TOKYMEHTOB U Hafjlexalel opranu3anuei
moKyMeHTooOopoTa cornacHo TpeboBanusam 'OCTa

w

2. Tlo 1opupguyieckoy cuie JOKyMeHTH ObIBalOT:
1. opuUruHasbl UK MONJIMHHUKY|]. BHELTHKE
. OyOIMKaTh 2. KOIuu
3. BHyTpeHHUE 3. puHaHCOBHIE
3. ITo cpokaM [OKYMEHTEI OBIBAIOT:
. OPUTHHAIIbl UJTU TIOOMUHHUKY|]. BHEIIHKE
. OyONMUKaTh 2. KOIIUH
3. BHYTpEHHUE 3. duHaHCOBHIE
4. Kakast QyHKIUS JOKYMeHTa peaau3yeTcs, KOT[a rOTOBEE JOKYMEHTH WM UX KOMUU CTAHOBSTCS
oOpa3iaMu AJist TOATOTOBKY M 0)OPMIIEHUST HOBBIX JOKYMEHTOB?

N

N =

2. opraHu3aldoHHas
3. KOMMyHHUTaTHBHAsA

1. nadopmanronHas |1. ;opunuydeckas

2. BOCIIUTATeIbHAS
3. yuebHas

5. TIOBTOpHEIY 9K3eMIIAD NOLJIMHHUKA JOKYMEHTa, UMEIIINY IPUIUYECKYI0 CUTTy HAa3bIBAETCH. ..

. MOI/IMHHUK NOKyMeHTa|l. my0muKaT JoKyMeHTa
2. KOIIUS HOKyMeHTa 2. IPOEKT JOKyMeHTa

6. K mpu3HakaM 9acTA4YHO QanbCUPUIUPOBAHHOT0 JOKYMEHTa OTHOCSATCS:

—_

1. DOKYMEHT MOIJIMHHEIN C TOYKY 3PEHUS BHEIIHUX IIPU3HAKOB, HO C UCKAXKEHHEIM COfePKAHUEM

2. MOKYMEHT TOJIMHHEIM C TOYKY 3PEHUS BHEIIHUX MPU3HAKOB, HO CONePKallliil CII0Ba UM Qpa3H,
IIPOU3BONIBHO BCTABJIEHHLIE B TEKCT ITPH IEPETHUCKE WU PeaKTHPOBAHUY M OTCYTCTBOBABIINE B OPUTHHATIE

3. He COOTBETCTBYeT MOAJIMHHUKY HU COOepKaHue NOKyMEeHTa, HU MaTepUallbHbIM HOCUTENb, HU BHEIIHUE
IpU3HAKU

4. DOKYMEHT IONJIMHHEIN C TOYKY 3pPeHUS COlep:KaHus, aBTOPCTBA ¥ BPEMEHU CO3[aHusI, HO UMEIOLIUi
dhanbcuUIIPOBaHHEIE BHEIITHIE TPU3HAKH

7. COBOKyl'IHOCTB IIPUHIUIIOB U IIPABUJI, YCTaHABINBAIOIIUX €OUHEIE Tpe60BaHI/IH K HOKYMEHTHUPOBaHUIO
praBJ’IeHLIeCKOI;I OesaTeJIbHOCTH W OpPraHM3alluu paGOTH C OOKYMEHTaMH B OPraHaX roCcygmapCTBEHHOTIO
YIpaBJieHUsI, Ha NIPEANIPUATUAX U O6H.I8CTB6HHBIX OpraHu3aliigx - 3TO...

1. EpuHas rocymapCcTBeHHAs CUCTeMa OeI0NIpOU3BOLCTBa

2. TocymapcTBeHHAsT CHCTeMa NOKYMEHTAIMOHHOT0 00eCeYeHus YIIpaBIeHus
3. T'ocynapCTBeHHBIN CTaHIapT

4. MexXrocynapCTBeHHBIA CTaHOAPT

5. YruduiupoBaHHas cucreMa JOKyMeHTalluu

8. ITpoBecTy KiaccuUKaILM0 PEKBU3UTOB JOKYMEHTA:

1) obsi3aTenbHbIe PEKBU3UTEI . aMbOIeMa
. TIOAIINCh
. OTMEeTKa 0 KOHTpOJIe
. laTa JOKyMeHTa
. @aBTOP IOKyMeHTa
. TIOAIINCh
. HOMep IOKyMeHTa
9. IlpoBecTu KiacCUPHUKAIUIO 3JIEMEHTOB U PEKBU3UTOB, B COCTaB KOTOPHIX OHU BK/IIOYAIOTCS:
1) cmpaBouHEIe JaHHBIE 00 opranu3aiyu (pekBu3uT 09)|1. HaMeHOBaHKE BHIIECTOSIIEH OPraHu3aluN
2. TeneOH OpraHU3aIuU
2) HauMeHOBaHWe opraHu3anuu (pekBu3uT 08) 3. IOYTOBHIM afipec Opra’Hu3aluu
4. HOMEep cYeTa OpraHU3aINl
5. MOTHOEe HAaMMEHOBAHNE OPTaHU3AINHI
10. Kakoii Bup 61aHKa UCIIOIB3YETCS MPU 0GOPMIIEHUH TOIHKO OJHOTO BUOA HOKYMEHTa, TO3TOMY BUJ
OOKYMEHTa Ha HEM He YKa3bIBaeTCs?

2) OOTOJIHUTEbHbEIE PEKBU3UTHI

N U WN -~

1. BrmaHK gOJIXKHOCTHOTO JIHIA
2. BraHK CTPYKTYPHOTO MoApa3feeHus



3. O0mu# O1aHK
4. BrmaHK IHCbMa

Tema 2. Opranu3alioEHO-PaACIOPSATUTENbHEIE JOKYMEHTH
1. YacTb menonpou3BOACTBa, HEITOCPENCTBEHHO CBSI3aHHAs C CO3[aHNeM NOKYMEHTOB Ha3hIBAEeTCH. ..

* IOKyMEHTOM * apXUBHOU IAIIKOU
* apPXUBHEIM [I€JIOM * IOKyMEHT0000pPOTOM
* DOKyMEHTHPOBAHUEM|* TOKYMEHTAIMOHHEIM 00€CIIeYeHUEM YIIPABIEHUS

2. YCTaHOBUTH COOTBETCTBUE MEXAY GYHKIUIMHU JOKYMEHTA:
1) uadopmanoHHas |a) JOKyMEHT 06eCeunBaeT BHEIIIHUE CBSI3U MPENNPUSITHS

2) OpraHu3allMOHHasA 6) comepxXaHue OOKYMEHTa HCIIOJIb3YeTCsda B Ka4YeCTBe OOKa3adTeJIbCTBa IIPHU
PaCCMOTPEHUHU CIIOPHBIX BOIIPOCOB

3) KOMMYHUKATHBHAs |B) 00eCIeYnBAETCS BO3[EUCTBUE Ha KOJJIEKTUBEL JIIONEH /I OPraHHU3alUu U
KOOPOMHALUY UX [EeATETbHOCTH

4) ropuguueckas T) B IOKyMeHTe QUKCUPYIOTCS (aKThl, COOLITHS, SIBIIEHUS
3. [JOKyMEHT, TIOJTHOCTHIO BOCIIPOM3BOAILINH HH(GOPMAINIO IOAJIMHHOTO TOKYMEHTA U BCE €TI0 BHEIIHIE
TPU3HAKY UM YaCTh UX, He UMEIOIIUH I0PUIUIECKON CUITE, HA3bIBAETCH...
* TOJ/TMHHUKOM JOKYMEHTA|* IMPOEKTOM OKYMEHTa
* KOTIHeH OKyMEeHTa * YTBEPKOEHHBIM JOKYMEHTOM
* myOMUKaTOM JIOKYMEHTa |* apXHBHHIM JOKYMEHTOM
4. TIo MeCTy COCTaBIEHUS OKYMEHTH OBIBAIOT:
* OTYETHO-CTATUCTUYECKHE|* BHELTHUE
* MyONUKaTH * OPTraHU3AIMOHHO-PACIOPSAIUTETbHEIE
* BHYTPEHHHE * (uHAHCOBHIE

5. [TonHOCTRIO hanbcuPUIEPOBaHHEIN TOKYMEHT - 3TO LOKYMEHT...

B KOTOPOM HE COOTBETCTBYET IOIMHHUKY HU €r0 COoIepKaHue, HA MaTepPHabHbIA HOCUTE/Ih, HY BHEITHUE
[PU3HAKHU

MOMIMHHEIN C TOYKY 3PEHUS BHEIIHUX IIPHU3HAKOB, HO C HCKAXKEHHEIM COePKaHuEM

MOIJIMHHEIN C TOUKY 3PEHUST BHEIIIHUX IIPU3HAKOB, HO COIEPKAIIW CJI0Ba MK Gpa3kl, IPOU3BOIBHO
BCTaBJIEHHEIE B TEKCT IIPH IIePENKCKe UM PefaKTHPOBAaHUK U OTCYTCTBOBABIIINME B OPUTHHAIIE

TIOMJTMHHBIN C TOUKH 3PEHUST COIePKaHusI, aBTOPCTBA ¥ BpEMEHHU CO3[aHUsI, HO UMEIOIIUHI
GbanpcuduIpoBaHHble BHELTHNE TPU3HAKA

6. QopMyap LOKyMEHTa - 9TO0...

CUCTeMa [OKyMeHTAl[VH, CO3aHHas 110 eJUHbIM IIPaBUJIaM U TPeOOBaHUAM, COfepaKamas HHPOPMAaIHIo,
HeoOXOOUMYIO IJIs YIIPaBIIEHUS B ONPENIETIEHHON cdepe NesTenbHOCTH

Habop PEKBU3UTOB O(HUIATBHOT0 MUCEMEHHOTO JOKYMEHTA, PACIIOIOKEHHHIX B OIIPEIeNIEHHON
II0CJIefI0BATEIbHOCTH

00513aTeJIbHEIHM 371IEMEHT 0OPMIIEHUS OQULIHUATIFHOTO JOKYMEHTa

COBOKYTIHOCTh PEKBU3UTOB, YCTAHOBJIEHHLIX B COOTBETCTBUY C PEIIAEMEIMU B JAHHOH cepe NesiTeNbHOCTH
3a/lavyaMy ¥ PACIIOI0KEHHHIX B ONPEIETIEHHOM IOPSIIKEe HA HOCUTETIE

7. IIo KaKOTO pa3Mepa MOXKHO YBEIHUYHUBATH JIEBOE IONle MOKYMeHTa IIPH MPOeKTUPOBAHUK OIIaHKOB
opraHu3aluy (yKas3aTh TOIBKO YHCIIOBOE 3HAUEHUE B MM)

8. YCTaHOBUTb COOTBETCTBHE MEXKMY BUOAMH PEKBU3UTOB:
1) MOCTOSIHHLIE a) PeKBU3UTHI, KOTOPHIE 3aBUCST OT KOHKPETHHIX 00CTOSITEILCTB
2) IepeMeHHbIe 6) o0ecmeunBalOT IPUOUIECKYIO0 CHUIY HOKYMEHTa W IPUCYTCTBYIOT BCETMa Ha JII000M
BHMIe OPTraHU3AIMOHHO-PACIOPSAAUTENbHEIX JOKYMEHTOB

3) o6s13aTebHEIE  |@) PEKBU3UTH, KOTOPHE MOCTOSHHO HPUCYTCTBYIOT Ha JOKYMEHTE B HEM3MEHHOM
3HAYEHUU

4) momonHUTENbHLIE|0) OBIBAIOT HE Ha BCEX BUOAX OJOKYMEHTOB XU MOT'YT XaPaKTE€PU30BATh 3TAIIbI 06pa60TKI/I
JOKYMEHTA, UX OTCYTCTBHE HE BIIMAET HAa OPUONYECKYIO CUIIY JOKYMEHTa

9. Kako# Buj 671aHKa MCIIONB3YETCs s MOATOTOBKY JIIOOLIX BUIOB MOKYMEHTA, KpOMe MUChMa?

BrasK mOMIXKHOCTHOTO IUlla

BrnaHk CTPYKTYpPHOTO MMOApa3neeHust
O0muii 671aHK

Bnask nuceMa



10. ITpoBecTu Kaccupukranuio 3J1IeMEHTOB ¥ PEKBU3UTOB, B COCTAB KOTOPHIX OHU BKJIIOYAIOTCS:

1) BU3HI coTylacoBaHUS HOKyMeHTa (peKBu3uT 24)(1. maTa BU3UPOBAHUS

2) OTMEeTKa O 3aBepeHUH KOmuH (PeKBU3UT 26) (3. maTa 3aBepeHus

2. Hagnuch "Bepno"

4. HauMeHOBaHNE OOMKHOCTH BU3UPYIOIIETO

Tema 3. KappoBasi goKymMeHTaIus

1.

[N

N =00 & W -

Kakue IIepCoHalIbHbI€ NaHHLIE pa6OTHI/IKa PYKOBOOUTEJIb HE UMEET IIPaBa nonyanL?

. CeMelHoe MOJI0KEHHE.
. MeCTO POXTEeHUs pa6OTHI/IKa.
. JaHHBIE O IIOJIMTUYECKUX, PEJIMTUO3HEIX U WHBIX y6e)KJIeHI/IHX ¥ 9aCTHOU XKU3HU pa60THI/IKa.

. Kakue mokyMeHTH He TPeOyIOTCS Py 3aKIII0YeHNH TPYHLOBOTO JOT0BOpa?

1. macmopr.
2. TpyHoBas KHUXKKa.
3. cbeperaTenbHasT KHUKKA.

. Kakux ycnosuii B TpyZoBOM [OrOBOPE HE CYILIECTBYET?

1. 06s13aTeIbHEIX.
2. IOIOJIHUTEIbHEIX.
3. YaCTHHIX.

. Kakoif MakCHMabHBIH TEePepHIB A/ OTORIXA ¥ MUTAHMUS, COTIacHO TpyaoBoMy Komekcy PO, momxkeH OHITH

IPEeoCTaBNIeH PaGOTHUKY B TEUEHUE THS?
1. 2 gaca.
2. 3 yaca.
3. 4 gaca.

. Kakoe ycCiioBU€e TPYAOBOTO OOTOBOPA OTHOCUTCA K IOIIOTHUTEILHEIM?

1. TpyrmoBas GyHKUUA.

2. 0 HepasTJallleHuu OXPaHsIeMOo# 3aKOHOM TalHH (TOCYNapCTBEHHOM, CyKe6HOM, KOMMepPYECKOH 1
HMHOMN).

3. KOMIEHCAIW 3a TAXKeNyo paboTy U paboTy ¢ BpeOHBIMU U (MJTH) OTTACHBIMH YCIIOBUSIMH TPYAA.

. Kako# makcumasnbHbIH CPOK HCIIBITaHUS YCTAaHABIIMBAETCS IIPU 3aKJII0YEHUN TPYAOBOT0 JOT0OBOPA OISt

PYKOBOLUTEJIEN OPTaHU3ALUN U TJIaBHEIX OyXraniTepoB?
1. 3 mecana.

2. 6 MecsIIeB.

3. 9 mecs1eB.

. Korga TpymoBo# moroBop BCTynaeT B CUTTY?

1. B meHb 3HAKOMCTBa pabOTHMKA U pabOTOdATES.

2. CO [HS ero MOANIKCaHus PaGOTHMKOM U PaboTofaTesieM, eCiiy HHOe He YCTAHOBIIEHO (eneparbHbIMu
3dKOHaMHU U1 prJIOBbIM Oorosopom, J'II/I60 CO OHA (l)aKTI/I‘-IeCKOFO JIOHyH.IeHI/Iﬂ K pa60Te 110 nopyquI/Ho
paboTomaTesIss UK ero MPenCcTaBUTeNs.

3. mocie 3aBepIleHus UCIBITATEeIbHOTO CPOKa.

. UTo momXkeH NpedIpruHaTh paboTomaTens, Mpexae ueM paOoTHUK IIOMAMHUIIET TPYIOBOH JOroBop?

1. mpencTaBUTh HOBOTO PaGOTHUKA KOJITIEKTHBY.

2. 03HAKOMHUTH pabOTHUKA IIO[ POCIIUCH C IIPABUJIAMH BHYTPEHHETO TPYIOBOT'O PACIOPSAKA, UHEIMU
JIOKaJIbHBIMU HOPMATUBHEIMY aKTaMH, HETIOCPEICTBEHHO CBSI3aHHEIMHU C €T0 TPYOBOM [JESTEIFHOCTHIO.

3. BHIOATh PaOOTHUKY aBaHC.

. B muuHOe meno coTpymHUKa HE TOMIIHABAIOTCS:

. BHIIKCKA M3 IIPUKa3a 00 YBOJIbHEHUY;

. JINYHEIH JIMCTOK II0 YYETy KafipOB;

. BHIMIKCKA M3 TIPUKAa3a O IPENOCTaBIIEHUH OTIYCKa;

. BHIIIMCKA M3 IIPUKAa3a 0 IpueMe Ha pabory.

. KOIIMY TOKyMeHTOB 00 00pa30BaHuY;

OKYMEHTHI, IPeIbSIBIIsIeMble IIPY TIPHeMe Ha paboTy

. TPyHOBas KHUKKA, TOKYMEHT, YOOCTOBEPSIIOIINHN INYHOCTh

. TPyHOBas KHUXKKQ, HOKYMEHT, YOOCTOBEPSIOMINI TIMYHOCTE, JOKYMEHTH BOMHCKOTO YYE€Ta, JOKYMEHT 00
00pa30oBaHMK, CTPAXOBOE CBUIETENIbCTBO T'OCYAAPCTBEHHOT'0 IEHCHOHHOT0 CTPAX0BaHMA

3. TPyZmoBas KHUXKKA, JOKYMEHT, YIOCTOBepsIomui muyHocTs, MHH, cipaBKy 0 COCTOSHUM 300POBbS



4, TPYAOBass KHUXKKa, IIaCloPT, OKYMEHTEL BOKMHCKOI'O y4€Ta, XapaKTePUCTHUKaA

Tema 4. [IorOBOPHO-IIPaBOBasl JOKYMeHTAIUs

1. O6s3aTeNbHEIM YCIIOBUEM I'PaKIaHCKO-ITPABOBOT0 HOTOBOPA SIBISETCS:

A) maTta cocTaBieHUS OTOBOPA;

B) mpegmeT moroBopa;

B) MecTo 3aKm04eHns JOTOBOPa;

I') Ha3BaHUE JOTOBOPA.

2.[loBepeHHOCTH, BHIaHHAA OJid COBEPIIEHUS PA3HOPOOHBIX NEUCTBUU MMYILIECTBEHHOTO XapakTepa
Ha3BIBAETCSH::

A) ocHOBHas TOBEPEHHOCTE;

B) 6eccpoyHast HOBEPEHHOCTE;

B) pa3oBas [OBEPEHHOCTE;

I') reHepabHAs JOBEPEHHOCTD.

3. 3aMeHeHUSs B rpakgaHCKO-TPAaBOBOM HOT'0BOPE GUKCUPYIOTCS:

A) B cornaleHn 0 BHECEHUN U3MEHEHU;

B) B IpoTOKO/IE O PA3HOTIIACHUSX;

B) B MEPOBOM COTJIallIEHUH;

I') B IpOTOKOJIE COTIaCOBaHUS U3MEHEHUN.

4. TIpeTeH3UOHHOE TUCHMO COIEPIKUT B cebe:

A) CpokY yCTpaHeHUs JONYIIeHHBIX HapyIIeHU;

B) TpeGoBanus ¢ mogpoOHBIM PacuETOM CYMMEBI, KOTOPYIO TPeOyeT MepednciIuTh 3asiBUTEIIb;

B) cBefieHUs 0 paHee 3asBIEHHBIX U3BEIIEHUAX U HATIOMUHAHUSIX;

I') mpegMer cropa.

5. KoMMepueckrii akT COCTaBIIETCS B ClIy4ae:

A) OUCUUINIMHAPHOTO IPOCTYNKA PabOTHUKA KOMMEPYECKON OPraHu3aIu;

B) mopuu unu NoBpeXeHUs I'Py3a U IIOCTaBKE;

B) HeKaueCTBEHHOTO BHITIOJTHEHUS IOAPSIOHEIX PaboT;

I') nHBeHTapU3alMU MaTepUaIbHBIX IEHHOCTEH.

6. [TpoTOKONM afMUHHUCTPATUBHOTO ITPABOHAPYIIEHUS GUKCUPYET:

A) dakT nmpaBoHApYILIEHNUS;

B) mokasarenbCTBa, MOATBEPXKAAIOLIME HAPYLIEHHEe 3aK0Ha ONPeeIEHHBIM JIUIOM;

B) pe3ynbTaTH TMYHOTO 00BICKA 3a€PKAHHOTO MPABOHAPYIIUTEIS;

I') Bug v pa3Mep afMUHHACTPATUBHOTO B3LICKAHHUS.

7. ITo uTOraM pacCMOTPEHUS fefia 00 afMUHUCTPATUBHOM ITPABOHAPYIIEHUN MUPOBOM CyIbsi BEIHOCHUT:

A) npurosop;

B) onmpepnenenue;

B) mocraHOBIEHHE;

I') pemenue.

8. K cucreme KagpoBou OKyMEHTaIly He OTHOCUTCH:

A) moNXXHOCTHAS MHCTPYKLHUS;

B) TpymoBast KHMXKKa;

B) KONJIEKTUBHBIN OTOBOD;

I') moroBop BO3ME3OHOI'0 OKa3aHUs YCIYT.

9. MupoBHIE COTalIeHuss MOT'yT 0OPMIIATHCS:

A) B yroJI0BHOM IIPOIIECCE;

B) B apO6uTpaxkHOM MPOLIECCE;

B) pu paccMmoTpeHuu fen 00 afMUHUCTPATUBHEIX IPABOHAPYIIEHUX;

I') Bce O0TBETH HETIPABUIILHEIE.

10. Pemenve cyga HaA30pHOW HHCTAHIMY B apOUTPaKHOM MPOLECCE MOKET OBIThH BEIHECEHO B (hOpMe:

A) Ha30PHOT0 IPUTOBOPA;

B) Ham30pHOT0 OIpefe e Hus;

B) HaO30pPHOT0 TOCTAHOBIEHUS.

I') HaI30pPHOTO BEPAUKTA.

Tema 5. TToHsSITHE JOKYMEHTO000POTa, PETUCTPALIUS JOKYMEHTOB
1. lokymMeHTaUHOHHOE 06eCIIeYeHNe YIIPABIEHUS - ITO...

OesATEeNIbHOCTE allllapaTa YIIPaBJIeHWsI, OXBaThIBalOIlasi BOIPOCE JOKYMEHTHUPOBAHUA XU OPraHU3alluu pa6OTI>I



C MOKYMEeHTaMH B NIPOLIeCCe OCYLIECTBIEHUS UM YIIpaBlIeH4YeCKuX QyHKIUH

9aCTb [I€JIOIPOU3BONICTBA, HEIIOCPENCTBEHHO CBI3aHHas C CO3[JaHieM NOKYMEHTOB

[esATeNIbHOCTD II0 OpraHu3aluy XpaHeHHUsI TOKyMEeHTOB

ofecrieueHne pyKoBoacTBa HH(GOpMalue 0 COCTOSHUY [ie]l Ha NPeANPUSATIN AJIsS NPUHATUSA 000CHOBAHHBIX
yIIpaBlleHYEeCKHUX pellleHNui U KOHTPOJIE UX BHIIOJIHEHUS

2. YCTaHOBUTH COOTBETCTBUE MEXKIY QYHKIUSIMU JOKYMEHTA:

1) uadopmarorHas

a) JOKYMeHT 06eCIIeYnBaET BHEIIHUE CBS3U IPENIPUITHSA

2) opraHU3aluOHHAS

0) comepxXaHue OOKYMEHTa HCIIOJIb3YeTCdA B Ka4YeCTBE€ OOKa3aTeJIbCTBa IIPHU
pacCMOTpeHUun CIIOPHBIX BOIIPOCOB

3) KOMMYHUKaTHBHAS

B) oOecmeuyuBaeTCs BO3MEHCTBHE Ha KOJIEKTHUBH JIIONEH [/ OPTraHU3aIluM U
KOOpOWHaIuU UX NesATEJIbHOCTU

4) ropupudeckas

T) B DOKyMeHTe GUKCUPYIOTCS QaKThI, COOBITHS, SIBIIEHUS

3. YCcTaHOBUTH COOTBETCTBUE MEXAY CBOMCTBAMU HOKYMEHTa:

1) aTpuGyTHBHOCTD

a) IIPpeAHA3HAYE€HHOCTb JOKYMEHTA OJIA IIepefadu BO BpEMEHHU U IIPOCTPAHCTBE

2) GyHKIIMOHAIBHOCTD

0) HaUYKe B HOKYMEHTE OBYX OCHOBHEIX B3aMMOCBSI3aHHKIX CJIaraeMEbIX, 663 KOTOPHIX
OH CyIIeCTBOBATh He MOXKeT: HHHOPMaIMOHHON U MaTepUalbHON

3) CTPYKTYPHOCTh

B) B3aMMOCBSI3b COCTaBIISIONINX OJOKYMEHT 3JIEMEHTOB U IIOACUCTEM, obecreunBaw0IAs
€ro LeJIOCTHOCTb U TOKOECTBEHHOCTE CaMOMY cebe

4. VeaudunuupoaHHas popMa JOKyMEHTa - 9T0...

COBOKYTIHOCTh PEKBHU3UTOB, YCTAHOBJIEHHLIX B COOTBETCTBUH C PEIIa€MEIMU B JAaHHOM cdepe NesiTeNbHOCTH
3a[ja¥aMy ¥ PACIOJIOKEHHEIX B ONIPefieIeHHOM IIOPSANKe Ha HOCUTETIe

00s13aTeNbHbINA 31eMEHT 0popMITeHHST OGHUIHATBHOTO JOKYMEHTa

Ha6op PEKBU3UTOB OQUIIMATIBHOT0 TMCEMEHHOT0 TOKYMEHTA, PACIOJI0KEHHEIX B ONpeieNIEHHOM

II0Cy1emoBaTEJIbHOCTHU

CUCTeMa [OKYMeHTAl[WH, CO3aHHas 110 eJUHbIM IIPaBUJIaM U TPeOOBaHUAM, COfepaKamas HHPOPMAIHIo,
HeoOXOOUMYIO [JIs YIIPABJIEeHHUS B ONIPeHeNIeHHOH chepe NesTeIbHOCTH

5. ITpoBecTy KilaCcCU(UKAILNIO 3IEMEHTOB U PEKBU3UTOB, B COCTaB KOTOPEIX OHM BKJTHOYAIOTCS:

1) rpud yTBepXKaeHUS NOKyMeHTa (PeKBU3UT 16)

2) pe3somionus (pekBu3uT 17)

1. bamunus ¥ HUNKATEL UCTIOTHUTEIIEN
2. MUYHAS TOIKUCH JOKHOCTHOTO JIUIA
3. yTBepXKAEHUE JOKHOCTHEIM JIUI[OM
4. copepkKaHye IOPYYeHUS

5. yTBepXKIeHUE TOKYMEHTOM

6. K OPraHu3allMOHHBEIM JOKYMEHTaM OTHOCATCA:

¢ yCTaB OpraHu3alluu

* IIPHKa3 0 IpueMe Ha paboTy
* IITAaTHOE PACIHCAHUE

* [I0JI0XKEHWEe 0 CTPYKTYPHOM ITOApa3feIeHun
* aKT CBEPKH B3aMMOPACUYETOB
* MOJIOKEeHMe 00 OpraHu3aInl

7. Opl"aHI/ISaHI/IOHHLIe HOOKYMEHTHI BCTYIIAQIOT B CHUITY...

ToCyIe MX pa3paboTKu

II0CJIe UX YTBEPXKIECHUA
yepe3 b pabouux mHEW MOCye UX YTBEPXKOEHUS
yepe3 b pabouux mHeR mocye ux pa3paboTku

8. VI3 Kakux 4acTeu COCTOUT TEKCT

PacCrnopssauTeIbHOTrO0 HOKYMEHTa:

* KOHCTaATUPYIOILIen
¢ BBOMHOH
* yTBEPKAAIOIIEN

* OCHOBHOH
¢ MOIIOJIHUTEJILHON
* PaCIopPSITUTEIbHOM

9. YCTaHOBUTE COOTBETCTBUE MeXIy BUOaMHu I/IH(bOpMElLII/IOHHO-CHpaBO‘{HbIX OJOKYMEHTOB:

1) 00bsiCHUTENIbHA|a) IIOCIENOBaTeIbHOE M3JI0KeHNe Ha COOpaHuM, 3acefaHuu UHGOPMALUH,

3amnucka Kacamwuielics NPONelaHHON MW MJIAaHUPYyeMOoN pPaboTH PYKOBOZUTEJIEM
OpraHu3alluy WA APYTUM [OJI2KHOCTHBIM JIHMIIOM

2) mokam 6) oduumanbHOE coo0IeHNe, TIEPEfaHHoe 110 Tejerpady

3) TenerpamMma

B) DOKYMEHT, IOSICHSAIOUINY COOepXkKaHue OTHENbHEIX NOJIOKEHUH OCHOBHOTO
OOKyMeHTa (IJIaHa, 0TYeTa) UM OOBSICHSIOMUY TPUYNHE HaPYIIEHUS TPYLOBOM
THCITUIIIMHEL




|4) TenedoHOrpaMMa |r) odunmanbHOE Co0bIIeHNE, IEpeJaHHoe 110 TeneoHy
10. Kakoi#i moroBop $SIBNSeTCSd pPa3HOBUAHOCTHIO AOTOBOpa KYNJIHW - NMpOHaxX4u U caMoi
PacIpocTpaHeHHOM KOMMEPYECKOH omepalyeil B CBOGOOHOM IMpEeOIpUHUMATEILCTBE?

IOTOBOP BO3ME3THOTO OKa3aHUs YCIIyT
IOTOBOP MJIATHBIX 06Pa30BaTeNbHEIX YCIIYT
IOTOBOP MTOCTABKHU

[OTOBOP O MaTePHUAILHON OTBETCTBEHHOCTH

Tema 6. Opranusanus onepaTUBHOTO U apXUBHOI'O XPaHEHUS JOKYMEHTOB

1. ApXUBHEIM JOKYMEHT -
a) MaTepHanbHEHN HOCUTEIND C 3a(UKCUPOBAHHON Ha HEM MCTOPUYECKOM HH(MOPMaluel, KOTOPHIM MOATeXKUT
BEYHOMY XpaHEHUI0
6) DOKyMEHT DOCOBETCKOTO IEPHOa
B) MaTepUaJIbHBIM HOCHUTENb C 3apUKCUPOBAHHOM Ha HEM HMHGOpPMAIMel, KOTOPHH HUMeeT PEKBUIUTHI,
TI03BOJISIONINE €T0 UAeHTUGUIIUPOBATDh, U NOAJIEXKUT XPaHEHNUIO B CUJTy 3HAUUMOCTH YKa3aHHBIX HOCUTENST U
vHGOPMAIMK IJI rpaXkaaH, 00IIecTBa U TOCyIapCTBa

2. [TOKyMEHTEI IT0 TUYHOMY COCTaBY -

a) apxXMBHEIE MOKYMEHTHI, 0TPaXKalolllie TPYIOBhie OTHOIIEHUS pab0THHKA ¢ paboTomaTeneM
0) muuHEe Jefia PpaG0THUKOB OPTraHU3aAINY

B) apXMBHBEIE MOKYMEHTHI, TIOAJIEKAIIe BEYHOMY XPaHEHHIO

3. HokymeHT ApxusHoro ¢ouga Poccutickoi Oemepanuu -

a) MaTepHabHEIM HOCHUTENb C 3adUKCUPOBAHHOU Ha HeM MHQopManuel, KOTOPHU HUMeeT PEeKBU3UTHI,
[I03BOJISIONINE er0 UOeHTUGUIMPOBaTh

0) apxXUBHBEIA TOKYMEHT HOCOBETCKOTO EPHO/A

B) apXUBHHIH NOKYMEHT, NpPOMenUINY SKCIepTU3y I[eHHOCTU OOKYMEHTOB, NIOCTaBJIeHHHN Ha
TOCYOAapCTBEHHBIM y4YeT U IOAJIeXKalluil IIOCTOSHHOMY XpaHEHWUIo

4. ApxuBHBIN GOHT -

a) KOJIIEKIMST apXUBHBIX JOKYMEHTOB 10 OIIPEeIEHHON TeEME

0) COBOKYITHOCTh @pXUBHEIX JOKYMEHTOB, KICTOPUYECKH UJIM JIOTHUYECKHU CBSI3aHHEIX MEXKAY CO00M
B) COBOKYITHOCTh QPXUBHEIX JOKYMEHTOB, XPAHSIIASCS B OTIEIEHOM apXUBHOM yYPEXIEHUN

5. BpeMeHHOe XpaHeHNe apXUBHBIX HOKYMEHTOB -

a) XpaHEHVEe apXUBHBIX TOKYMEHTOB B apXUBe OpraHU3aLuu

0) xpaHeHHEe apXUBHEIX HOKYMEHTOB [0 WX YHUUYTOXKEHUS B TeUEHHE CPOKOB, YCTAHOBJIEHHBIX HOPMATHBHEIMHU
MIPABOBEIMU aKTaMU

B) XpaHeHUe NOKyMeHTOB ApxuBHOTO hoHma Poccuiickoit demeparuu 0e3 onpeeeHus CPoKa

6. DKCIepTH3a LIeHHOCTU NOKYMEHTOB -

a) HN3ydyeHrne JOKYMEHTOB Ha OCHOBaHMUHM KPUTEPHEB UX HEHHOCTH B LieJiAX OlIpenesIeHnuss CPOKOB XPaHEHHUA
IOKYMEHTOB ¥ 0TOOPa UX OJIS BKIIOYEHHS B cocTaB ApxuBHOro ¢poxmga PO

0) OIleHKa NeHEeKHOU CTOMMOCTH aPXUBHBIX JOKYMEHTOB

B) U3y4YeHHE JOKYMEHTOB [/ OoCIenyoero GoHmUpOBaHUS

7.0CHOBHHIM 3aKOHOM B 00JIaCTH apXUBHOTO Hejia B PO B HacTosIIee BPeMs SBISETCS -
a) OcHOBEI 3aKOHOOATENbCTBa Poccuiickoit ®emepanuu 00 ApxuBHOM ¢oHOe Poccuiickoit demepaluu u
apxuBax oT 7 uwong 1993 r.
6) Konctutyuus PO
B) ®emepanbHblil 3aK0H OT 22 oKTa6pst 2004 1. Ne 125-®3 "O6 apxuBHOM mese B Poccuiickoi ®egepanuu”

8. ®oHpUpOBaHUE -
a) oTpefneieHne, yTouHeHNe (POHIOBOM IPUHAAJIEKHOCTH aPXUBHEIX JOKYMEHTOB U XPOHOJIOTHYECKUX I'PaHHUI]
apXUBHEIX (POHIOB



0) u3y4yeHrne HOKYMEHTOB Ha OCHOBAHUY KPUTEPUEB UX LIEHHOCTH
B) co3pmaHue B apxuBe (GoHOa 0c000 IEHHBIX TOKYMEHTOB

9. ObecrneyeHe COXPAaHHOCTH apXUBHEIX [TOKYMEHTOB -

a) KOMILJIEKC MePONPUSATUI 10 CO3[aHUI0 HOPMATUBHLIX YCIIOBUM, COONIONEHUI0 HOPMATUBHEIX PEXKUMOB U
Haflexallel opraHU3ally XpaHEHUS apXUBHBIX NOKYMEHTOB, UCKIIOYAKONINX UX XUIleHUEe U yTparty U
o0eceYnBamIuX NogaepXKaHNe UX B HOPMATbHOM (QU3NTIECKOM COCTOSTHUN

0) KOMITJIEKC MEPOIIPHUITHH 110 06€eCIIeYeHnI0 PU3NIECKON COXPAaHHOCTH HOKYMEHTOB

B) obecredyeHne MPOTUBOMOKAPHOTO, OXPAHHOT0, TEMIEPATYPHO-BIa2KHOCTHOTO, CBETOBOTO U CaHUTAPHO-
TUTHEHNYEeCKOT0 PeXKIMOB

10. B apxuBOXpaHU/INIIe apXUBHEIX OOKYMEHTOB Ha OyMaxXHOW OCHOBE HOPMAaTHBHHUN TeMIEpaTypHO-
BJIA3KHOCTHEIN PEXUM -

a) Temmeparypa 20-22°C, oTHOCUTeIbHAS BIIaXKHOCTb Bo3ayxa 50-55%

6) Temmeparypa 15-17°C, oTHOCUTeNbHAS BIaKHOCTD Bo3myxa 40-45%

B) TeMmeparypa 17-19°C, oTHOCUTeIbHAS BIIaXKHOCTb Bo3ayxa 50-55%

5.2.2 OneHOYHbIE CPECTBA MPH MPOMEXKYTOYHON aTTeCTalluu

dopMoO¥ IPOMEXKYTOYHON aTTECTAllUM SBIISIETCS 3K3aMeH, B NPOIlecCe KOTOPOr0 OMpeleseTcs
chopMHUPOBAaHHOCTH 0003HaYEHHEIX B paboyell mporpaMMe KOMITETEHITHH.
OK3aMeHaLUUOHHbIM OUIET COOEPKHUT ABa BOIIPOCa, Ha KOTOPEIe 06y4alomuecs NOMXKHEI IaTh OTBETHL.
Kputepuu olleHrBaHMS OTBETA Ha 9K3aMeHAI[MOHHbIE BOIIPOCHL:
90-100 6amioB - IPHU ITPABUILHOM U IIOJIHOM OTBETE Ha [Ba BOIIPOCA;
80-89 GassoB - MpH IPABUILHOM U IIOJTHOM OTBETE Ha OIWH U3 BOIIPOCOB U IIPABUJILHOM, HO HE IOJTHOM
OTBeTe Ha OPYToU U3 BOIIPOCOB;
60-79 6aioB - mIpU IPaBUJILHOM ¥ HEIOJIHOM OTBETE Ha [Ba BOIPOCA WJIM NMPABUILHOM U IOJTHOM
OTBETE TOJIBKO Ha OJIMH U3 BOIIPOCOB;
0-59 6annoB - IpU OTCYTCTBUM ITPABUILHEIX OTBETOB Ha BOMPOCH! WU MPU IPABUIBHOM U HEITOTHOM
OTBETE TOJTbKO Ha OIMH M3 BOIIPOCOB.
Konmuectso 6amnos|0-59 [60-79(80-89 |90-100
[IIkana oneHUBaHUS |HEY|YHAOB|XOPOIIO|OTIUYHO
[TpuMepHEI TepeYyeHb BOIIPOCOB K 9K3aMeHY:
. OCHOBHEIE TIOJIOKEHUS 110 TOKYMEHTUPOBAHUIO YIIPaBIeHYECKON NesATeNbHOCTH.
. YHubuUKanus v cTaHgapTH3alus yIIpaBIeHuYeCKAX JOKYMEHTOB.
. Bupbl oKyMeHTOB U uX Kiaccudukaiusi. OyHKIAYA TOKYMEHTOB.
. IIpaBuna odpopmneHus ynpaBieHdecKux foKyMeHTOB corynacHo 'OCTa P 6.30.-2003.
TpeboBaHnus K 61aHKaM TOKYMEHTOB.
. CocTtaBneHue u opopMiIeHNEe OPTaHU3aIIMOHHEIX TOKYMEHTOB.
. CocTtaBneHue u 0popMIeHNE PACIOPSIAUTEILHEIX JOKYMEHTOB.
. CoctaBnenue u opopMIeHNE CIIPAaBOYHO-MH(POPMALMOHHEIX TOKYMEHTOB.
. [IOKyMEeHTHI 110 INYHOMY COCTaBY. XapaKTepHUCTHUKA U TPeOOBaHUS K 0DOPMIEHUIO.
. Opranusanusi OKyMeHToo0opoTa.
. Perucrpauus mOKyMeHTOB B OpraHu3allii.
. Opranusanus KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB.
. Homenxknatypa men.
. ®opMHUpOBaHUE L.
. [TogrotroBka u cpava fejl Ha apXUBHOE XPaHEHUE.
. CpencTBa xpaHeHUS U TIOKMCKa TOKYMEHTOB.
. Bupsl konmii. Tpe6oBauus K 0GOPMIIEHUIO KOTUH.
. Knmaccudukauus menoBex TUCEM.
. [IpaBusna opopMieHus JeI0BOT0 NUChMa.
. OcobenHOCTH 0hopMITIeHUT HHGHOPMAIIMOHHO-PEKIaMHEIX THCEM.
. OcobeHHOCTH 0OPMIIEHUS TAPAHTUNHBIX ¥ PEKOMEHATETbHEIX THCEM.
. OcobeHHOCTH 0QOPMIIEHHS THCEM-TIPOCLO U THCEeM-HAaTlOMUHAHWM,
. brank IMACbMa, €ro PEKBU3UTHL.
. Hopmsl 1 ocobeHHOCTH 0bHUIMaTEHO-HEJI0BOTO CTHIIS.
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25. CraHgapTHBIE (Dpa3kl ¥ BHIPAKEHUS, UCIOIL3YEMEIE C CITyKEeOHBIX JOKYMEHTAaX.

26. YnotpebieHne IPONKUCHEIX ¥ CTPOYHEIX OYKB.

27. TpeOoBaHUS K COCTABIEHUIO U 0()OPMITEHHIO TPOTOKOJIOB.

28. TpeGoBaHUS K 3aIOTHEHUIO TPYIOBON KHUKKH.

29. TpeGoBaHus K 0OPMIIEHUIO TMYHOM KapTOyKy pabouyux u ciayxaumx (dopma T2).

30. ITpaBuna cocTtaBneHUs TPYIOBEIX KOHTPAKTOB.

VHCTpyMEHTOM u3MepeHus copMUPOBAHHOCTY KOMIETeHUUH, npu AuddepeHINPOBAaHHOM 3adeTe,
SIBJIIETCS IUCbMEHHHIM OTBET Ha BOIPOCH, a TakKXKe Hajudue 3ayeTa II0 KaX[OOW eOUHUIlE TEKYIIETO
KOHTPOJIS.

Kputepuu ouenuBanus:

90-100 6anmmoB - mIpu HPaBUJIBHOM ¥ IIOJIHOM OTBETe HA BONPOCH, YBEePEHHOM BJIafeHUU
TEePMUHOJIOTUEN;

80-89 6annoB - Ipu NpaBUILHOM U IIOJIHOM OTBETE Ha ONUH BOIIPOC U IIPaBUILHOM, HO HENOIHOM
OTBeTe Ha BTOPOM BOIIPOC;

60-79 6aioB - IpPH MPABUILHOM M HEIIOJIHOM OTBETE Ha BOIIPOCEL;

0-59 6asIoB - IpU OTCYTCTBHUY ITPABUIBHEIX OTBETOB HA BOIIPOCHL.

[IIxana oeHUBaHUS:

Konugectso 6annos|0-59 60-79 80-89 [90-100

[lxana onerrBauus|HeynoBIeTBOPUTEIBHO|Y IOBIETBOPUTENILHO|XOPOIIO|OTIIUYHO

5.2.3 MeToau4ecKkne MaTepHaJibl, ONpe/e/IsioIiue Mponeaypsl OeHuBaHUsI 3HAaHUH, YMEHHH,
MPaKTHYECKOTr0 ONbITA [IeSITEIbHOCTH, XapaKTepPU3yoIiue 3Tanbl GopMUPOBaHUSA KOMIIETEHITHN

[Tpu mpoBefeHNN TEKYIIEro KOHTPOJIS II0 TEMAaM B KOHIIE 3aHATHS 00ydarouecs: yOupaoT BCe TUYHEE
Bemu c yuebHOM Mebenu, JOCTAIOT JIUCTOK YUCTOM Oymaru u pyuky. Ha nmucTtke Gymaru 3amuCHBAOTCSH
®amunus, Ums, OTyecTBO, HOMeD I'PYIIEL U JaTa IpOBefeHus ompoca. [lanee mpenogaBaTeslb 3afaeT ABa
BOIIpOCa, KOTOPHe MOTYT OHITh, KaK 3alucaHb Ha JIUCTKe OyMmaru, Tak U HeT. B TedueHHe NATH MUHYT
o0yd4aromuecs OOMKHE JATh OTBETH Ha 3aJaHHEIE BOIPOCH, IIPU 3TOM KCIIONIB30BATh TI00YI0 MEYATHYIO U
PYKOIUCHYI0 HPONYKIWIO, a TakKXke N00bEe TEeXHWYECKHEe CPECTBA He MONyCKaeTcs. [0 MCTe4eHUH
YKa3aHHOTO BPEMEHU JIUCTHL C OTBETAMU CHAIOTCS IPEIofaBaTei0 Ha MPOBEPKY. Pe3ynbTaTh OleHUBaHUS
OTBETOB Ha BOIIPOCH JOBOOATCSA OO CBEOEHUA 06yqa10m1/1xcg He II0O3aHee Tpex y‘-Ie6HBIX JIHGI:I II0CJI€ OaThl
TIPOBEIEHMS OMPOCa.

Ecnu ofyuaromuiica BOCIONIb30BaiCA 000 MeYaTHOM WM PYKOIUCHON IPONYKUIMEN, a TakXke
TM0OBIMY TEXHUYECKUMU CPEACTBAMHU, TO €er0 OTBETHl Ha BONIPOCH He NIPUHUMAIOTCS U eMy BrcTaBnseTcs 0
6annoB. [Ipu npoBemeHUM TEKyLI[eTO0 KOHTPOJS IO TabOpaTOPHHM H(MNK) NPaKTUYECKUM 3aHATUIM
00y4aromyecs IPeACTaBISgIOT OTYET [0 JIa0PaTOPHEIM M(MIH) IPAKTUYECKUM 3aJaHUsIM IIPEToJaBaTelio.

3amyTa OTYETOB 10 NPAKTUUYECKUM 3afJaHUIM MOXKET IPOBOJUTHCS KaK B MMCbMEHHOMN, TaK U B YCTHON
¢dopme. IIpu mpoBegeHHUM TEKYLIETO KOHTPOJIS MO 3allUTe OTYETA B KOHIE CIEAYIOIIEero 3aHSITHS 10
yabopaTopHOM u(uK) IpakTU4YeCKol padore. [IpenomaBaTenb 3a4aeT ABa BOIPOCA, KOTOPHIE MOTYT OBITh, KAk
3alliCaHbI, TaK U HET. B Teuenue nsartu MUHYT 06yqaloumec;{ OOJI2KHEI JaTh OTBETHI HAa 3aJaHHBEIE€ BOMIPOCHI,
IIPU 3TOM HCIIOJIB30BaATh J'[}OGYIO IIe4YaTHYI0O U PYKOIIMCHYIO IPOAOYKIINIO, a TaKXe Mo0ble TeXHUYECKHUe
CpencTBa He foIycKaeTcs. [1o ucTeueHNN yKa3aHHOIO BpEMEHU JIUCTHL C OTBETAMHU CHOAIOTCS IIPEIofaBaTelo
Ha IIpoBepKy. Pe3ynbTaThl OleHWBaHUS OTBETOB Ha BOIIPOCH! Cpa3y MOBOLATCS 0O CBeIeHUS 00ydJalolInuXCs.

OOyuaromuiicsi, KOTOPHIM He IPOIIEN TEKYIIUH KOHTPOb, 00513aH NPEACTaBUTh Ha MPOMEXKYTOYHYIO
aTTECTAlXIO BCe 3a0JIZKEHHOCTH 110 TeKYIeMy KOHTPOJIIO U IPOUTH IIPOMEXKYTOYHYIO aTTeCTALUI0 Ha 00IImX
OCHOBAQHUIX. Hpouenypa IIpOBEOEHUA HpOMe}Ky'TO‘-IHOI;I aTTeCTallui aHaJIOTH4YHa IIPOBEOEHHUI0 TEKYIIEero
KOHTPOJIA.

6. Uable cBegeHus U (MIM) MaTepHaIbl

1. OGpa3oBaTenbHEH IPOIECC OCYIIECTBISETCSA C HCIONb30BaHMEM KaK TPANUIIMOHHEIX TaK U
COBPEMEHHBIX MHTEPAKTHBHBIX TEXHOIIOTHH.

B paMKax aymUTOPHBIX 3aHATUHN MIPUMEHSIOTCS CIEAYIOIINe HHTEPAKTUBHEIE METOMIH:

- pa360op KOHKPETHHIX TPUMEPOB;

- My/IbTHMEUNHAS TPE3eHTaLHS.

2. TIpoBefieHrEe TPYIIOBHX ¥ MHAUBUOYAJIbHEIX KOHCYIbTAI[ME OCYLIECTBISIETCS B COOTBETCTBUM C



pacmucaHueM KOHCYJIbTAIlU{ MO TeMaM, 3asBJIeHHHIM B paboyell IporpaMMe AUCLHUIIINHEL, B MEPUON
OCBOEHUS NUCLUUIIIMHEL U IIepef IPOMeXyTOYHOU aTTecTaluell C yueTOM Pe3yJIbTaTOB TEKyIIero KOHTPOJIS.

[loKyMeHT noanucaH aneKTPOHHOW NOoAMUCHI0

AxoBneB Anekcen Hukonaesuy

Pektop

SEOEPAJIbHOE IOCYOAPCTBEHHOE BIOOXXETHOE OBPA3OBATEJIBHOE
YUYPEXOEHWE BbICWWEO OEPA30BAHNA "KY3EACCKIN
rOCYOAPCTBEHHbIN TEXHUYECKN YHUBEPCUTET UMEHW T.®.
TOPBAYEBA"
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