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OBIINE CBEJIEHUS 110 YYEBHOM JUCHUATIIINHE
JTOKYMEHTALIMOHHOE OBECHEYEHUE YITPABJIEHUSA

1.1. MecTto y4eoHoii nucuuniauabl B cTpykrype HHIICC3
JuctummHa sBisieTcst o0menpodeccuoHaAIbHON M OTHOCHTCS K TIPOGECCHOHATLHOMY
y4eOHOMY LIUKITY.

1.2. TpeOoBaHus K pe3yJibTaTaM OCBOEHHS Y4eOHOI TUCUHMILIHUHBI

bazoBas yactb
B pe3ynbTaTe 0CBOCHHS TUCITUTUIMHBI 00YJAIOIIUNACS I0J2KEH YMETh:
—0(hOpMIIATh TOKYMEHTALMIO B COOTBETCTBUM C HOPMATHBHON 0a30M, HCIONb3YS
MH(OPMAaLIMOHHBIE TEXHOJIOTUU;

—OCYUIECTBIIATH aBTOMATH3AII0 00pabOTKH TIOKYMEHTOB;

—YHU(PUITUPOBATH CHCTEMbI JOKYMEHTAIUH;

—OCYIIECTBIIATh XPaHEHUE M IOMCK JJOKYMEHTOB;

—OCYUIECTBIIATH aBTOMAaTU3aL[1I0 00pa0OTKH JOKYMEHTOB;

—HCIMOIB30BATh TEJICKOMMYHUKAIIMOHHBIE  TEXHOJIOTHU B

ANEKTPOHHOM  JIOKyMEHTooOopoTe. B  pesynbrare OCBOGHUS  JUCIMILIMHBI
00yJaroIUiCs 10JI5KeH 3HATh:
MIOHSATHE, TSN, 337291 | IPUHITHUITBI JSTIONPOU3BOJICTBA;
—OCHOBHBIE MOHATHUS TOKyMEHTAIMOHHOTO 00eCTIeYeHUs YIIPaBICHHUS;
—CHUCTEMbI JOKYMEHTAIIMOHHOTO oOecrieueH sl yrpasienus; [ KIIaCCH(PHUKAIUIO
JTIOKYMEHTOB;

—TpeOoBaHUs K COCTABICHUIO 1 O(OPMIICHHIO TOKYMEHTOB;

—OpraHu3alrIo0 TOKYMEHTO000pOoTa: MpueM, 00paboTKy, pEruCTPAIINI0, KOHTPOJIb,
XpaHeHHe JOKYMEHTOB, HOMEHKIIATypy jaen. BapruaTuBHas 4acTh — HE PEAYCMOTPEHO.
CopepxaHue TUCIUILIMHBI OPUEHTUPYETCS Ha TOJAITOTOBKY CTYJCHTOB K OCBOCHHUIO
npodeccnonanbHbIX Moyiel [7111CC3 no cnennansHocTr 21.02.05 «3eMenbHONMYIIECTBEHHBIC
OTHOIIIEHUS» U OBIAACHUIO NTpodeccnoHanbHbiMA KomneTeHIusIMU (T1K):

YnpasieHue 3eMe1bHO-UMYIIECTBEHHBIM KOMILJIEKCOM:

I1K 1.1. CocTaBnsath 3eMebHBIN OanaHC paiioHa.

[1IK 1.2. TToaroraBiuBaTh MTOKYMEHTAIIUIO, HEOOXOAUMYIO UISI TIPUHSTHS YIPABICHYECKHIX
pELIEHUH 0 YKCIUTyaTallui U pa3BUTUIO TEPPUTOPUI.

[1K 1.3. T'oTOBUTH MPEATIOKESHHS 110 OTIPENEICHUI0 SKOHOMUYECKOH 2P PEKTHBHOCTH
MCII0JIb30BaHUsI UMEIOLIETOCS HEIBUKUMOTO UMYIIIECTBA

[1K 1.4. YyacTBOBaTh B MPOECKTHPOBAHUH M aHAIU3€ COLMAIBLHO-3KOHOMHYECKOTO Pa3BUTHS
TEPPUTOPUH.

[1K 1.5. OcymiecTBIsITh MOHUTOPUHT 3€MENTHh TEPPUTOPHH.

OcymecTBiIeHHE KAaCTPOBBIX OTHOIICHUH

[1IK 2.1. BeINOTHATH KOMIUIEKC KaJaCTPOBBIX MPOLEAYP.

I1K 2.2. Onpenensars KaJacTPOBYIO CTOUMOCTb 3€METIb.

[1K 2.3. BBIMOIHATE KaIaCTPOBYIO CHEMKY.



I1K 2.4. OcymiecTBasTh KaIaCTPOBBIA U TEXHUYECKUHA YI€T 0OBEKTOB HEABUKUMOCTH.

[IK 2.5. ®opmupoBaTh KagacTpoBOE AEIO.

KapTrorpado-reonesudeckoe conpoBokaeHne 3eMeJIbHO-UMYIECTBEHHbIX OTHOLICHHUI
[1IK 3.1. BeimonHsATe paboThl MO KapTorpado-reoe3ndeckoMy 00ecreueHHI0 TepPUTOPHid,
co3aBarh rpaduueckue MaTepuarbl.

[IK 3.2. Hcrnonp3oBaTh TOCYAApCTBEHHBIE T€OJE3UYECKHE CETH M HWHBIE CeTH JUIs
MIPOU3BOJICTBA KapTOrpado-reoIe3nYecKux pador.

1K 3.3. Ucrnonb30BaTh B NPAaKTUYECKOM IEATEIBHOCTH FeONH()OPMALIMOHHBIE CUCTEMBI.

I1IK 3.4. Onpenensats KOOPAUHATHI TPAHUI] 3€MEJIBHBIX YYACTKOB U BBIYUCIISATH UX ILIOIIAIH.
1K 3.5. BBIMONHATE MOBEPKY M IOCTHPOBKY I'€0/I€3MYECKUX MPUOOPOB U HHCTPYMEHTOB.
Onpenesnenue CTOMMOCTH HEABHKMMOI0 MMYIIECTBA:

[1IK 4.1. OcymecTBisaTh cO0p U 00pabOTKy HEOOXOAUMOM M JOCTaTOYHON HH(OpManuu 00
00BEKTE OLIEHKH U aHAJIOTMYHBIX O0BEKTaX.

[1K 4.2. [Ipou3BoAUTH pacueThl MO OIIEHKE O0BEKTa OLIEHKH Ha OCHOBE MPUMEHUMBIX
MOJIXOJIOB U METOJIOB OLICHKH.

1K 4.3. O6001mare pe3yabTaThl, MOTYyYCHHBIE TOIX0JaMH, U AaBaTh 000CHOBAaHHOE
3aKJII0UYeHNEe 00 UTOrOBOM BEIMYUHE CTOUMOCTH O0BEKTA OLICHKH.

[1K 4.4. PaccuuThIiBaTh CMETHYIO CTOMMOCTD 3JIaHUIM U COOPY>KEHUI B COOTBETCTBUHU C
JIEUCTBYIOIIMMUA HOPMATUBAMHU U MPUMEHIEMBIMUA METOANKAMH.

[1K 4.5. KnaccuduiupoBaTh 3JaHUS U COOPY>KEHUSI B COOTBETCTBUU C MPUHSATON TUIIOJIOTHUEH.
[IK 4.6. OdopmisAiTh OLEHOYHYIO JOKYMEHTAI[MI0 B COOTBETCTBHHM C TpeOOBaHHAMU
HOPMATHBHBIX aKTOB, PETYJIUPYIOMINX MTPABOOTHOIIEHHUS B 3TOM 00JIaCcTH.

B mporiecce 0cBoeHUS NUCHUTUIMHBI Yy CTYJAEHTOB JOJKHBI ()OPMUPOBATH OOIINE KOMITETEHITUN
(OK):

OK 1. [loHumarh CYIIHOCTh M COIHUANBbHYIO 3HAYUMOCTH CBOeW Oyaymiei mpodeccun,
IIPOSIBJIATH K HEM YCTOWYMBBINA MHTEPEC.

OK 2. Ananu3upoBarh COIIMATBLHO-9KOHOMHUYECKHE W TTOTUTHYECKHE TPOOIEMBI M MPOLIECCHI,
UCIIOJIb30BaTh METOJbl T'YMAHUTAPHO-COLMOJIOTMYECKUX HAyK B  pa3IMYHBIX BHUAAX
npohecCHOHANBFHOM U COLIMATBHON e TeNbHOCTH.

OK 3. Opranun3oBbIBaTh CBOIO COOCTBEHHYIO JCSATEIHHOCTH, ONMPEACIATh METOABI U CITOCOOBI
BBITIOJTHEHHS TTPOPECCHOHANIBHBIX 3aj/1ay, OIeHUBaTh MX 3P GeKTUBHOCTh U KadecTBo. OK 4.
Pemate mpoOneMbl, OICHMBATH PUCKH M TPUHAMATH PEIICHWs B HECTaHIAAPTHBIX
CUTYaIUsX.

OK 5. OcyiecTBisTh MOUCK, aHAJIN3 U OLEHKY UH(POpMAIUU, HEOOXOAUMOM Ji TOCTAaHOBKHU
U pelieHus mpodecCHOHaNbHBIX 3aa4, TPo(heCCHOHATBLHOTO U TUYHOCTHOTO pa3BuTus. OK 6.
Paborarh B KOJUIEKTHBE M KOMaHJIe, 00ECIeunBaTh e CIuiodeHue, 3pHEeKTUBHO OOIIATHCS C
KOJIJIEraMH, PYKOBOJICTBOM, IIOTPEOUTEIISIMH.

OK 7. CamocTosATensHO ONMpeaensaTh 3a1auu Mpo(PeCCHOHATTBHOTO U TMYHOCTHOTO Pa3BUTHS,
3aHMMATHCA CaMOOOpPa30BaHNEM, OCO3HAHHO TJIAHUPOBATH MOBBIICHUE KBATH(PUKAIUH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTHH B MpodhecCHOHATBbHOM 1eATeTbHOCTH.

OK 9. VBaxxuTtenbHO U OEpPEKHO OTHOCUTHCS K HMCTOPUYECKOMY HACIEIUIO U KYJIbTYPHBIM
TpaauLHUsAM, TOJIEPAHTHO BOCIPUHUMATE COLUAIbHbBIE U KYJIbTYpPHBIE TPAIUIIH.

OK 10. CoOmogate mpaBWia TEXHHKH O€30MaCHOCTH, HECTH OTBETCTBEHHOCTH 3a
OpraHU3aINI0 MEPOIIPUATHH 1O 0OecIIeYeHUI0 6E30MaCHOCTH TPY/Ia.



1.3. O6beM yueOHOMH TUCHMIIMHBI M BUAbI Y4eOHOI padoThI

Bup yueOHoii padoThl

O0BbeM yacoB

MakcumasnbHasi ydyeOHasi Harpy3ka (Bcero)

76

Oos3aTesibHAs1 ayAUTOPHasi y4eOHasi HArpy3Ka (Bcero)

12

B TOM 4YHCJIC:

naboparopHbie paboTHI

HE MPeAYCMOTPEHO

[PAKTUYECKHUE 3aHATUS 10
KOHTPOJIbHBIE PaOOTHI HE MPEyCMOTPEHO
CamocrosiTe/ibHasi padoTa o0yualonierocs (Bcero) 54

B TOM YHCJIC:

KypcoBasi paboTta (TIpoeKT)

HE MPeAYCMOTPEHO

Hrorosas arrectamnus B popme oupgepenyuposannozo 3auema




CTPYKTYPA U COAEP)KAHHUE YYEBHOM JUCLMUITIJINHBI JOKYMEHTAIIMOHHOE OBECIHEUEHUE YIIPABJIEHU S
2.1. TemaTHuyeckuii NJIaH U copepKaHNe

Coaepxxanue yuyeOHOro MaTepuasa, 1adopaTtopHbie padoThl U

AOKYMEHTALHOHHOI' 0
ol0ecrneyeHus1 ynpaBJieHUs

JOKYMEHTAMOHHOT0 oOecriedeHus yrnpasienus. [lonsrue
0e10npou3800Ccmeo, OOKyMeHMuUposauue,
00KyMenmoobopom, opeanuzayusi pabomsl ¢ 0OKyMeHmamu,
OOKyMeHm.

[Tonsatue ynudukanuu u crangaptuzanuu. [lonstue
cucmema ookymenmayuuy. CocTaB yHU(PULIUPOBAHHBIX
CHCTEM JIOKyMEHTAIIHH.

HanmeHoBaHMe Pa3aesioB U TeM NpaKTHYECKHe 3aHATHSI, CAMOCTOSITEIbHAs paGoTa O6BeM 4acoB Yposens
o0y4yalomuxcs, KypcoBasi pa6ora (MpoeKT) 0cBOCHI
1 2 3 4
Pa3nen 1 /lokymeHTHpOBaHUE
Tema 1.1 OcHOBHBIC IOHATHSA, Coneprxkanue yueOHOro Matepuaia 2
1eJId, 3212491 ¥ PUHIHITBI 1. | OCHOBHBIC MOHSATHS, IICITH, 33]]a41 W TPUHIUIIBI 2

JIaGopatopHble paboThI

He npenycmorpeno

HpaKTI/I‘leCKI/IC 3aHATHA

He npenycmorpeno

KonTtponbHbie paboThl

He npenycmorpeno

CamocrosTenbHas paboTa 00yJaronmxcs

1. CnocoObl JOKYMEHTUPOBAHHUS
2. OprrexHuKa, UCIoJib3yeMas B padore odrca
3. ®yHKIMH JOKYMEHTA

8

Tema 1.2 ABTromarusanus

Copepxanne yueOHOTO MaTepuaia




CHCTEMbI JOKYMEHTALIHOHHOIO
olecreyeHns ynpaBJieHUs

1. | Uudopmamus u nokymeHnTt. Knaccudukarus 10KyMEHTOB
0 pa3IUYHBIM npu3Hakam. [IporpaMMHbIe cpeacTBa ISt
co3zaHus 1 00paboTKU JOKyMeHTOB. Mcronb3oBanue
KOMITBIOTEPA B TIPOIECCE TOKYMEHTUPOBAHHS.

JIaboparopHbie paboThI

He npenycmorpeno

[IpakTrueckue 3aHATUA

He npenycmorpeno

KoHnTposbHble paboThl

He npenycmorpeno

CamocrosTensHas paﬁoTa 06yqa}omnxc51

4

Tema 1.3 TpeGoBanus k
0(pOpMIICHUIO PEKBU3UTOB
JOKYMEHTOB

Coneprxkanue yueOHOro Marepuaia

1. | Kparkas xapaktepuctuka 'OCT P 6.30-2003 YC OP/I.
TpeboBanus K 0OPMIICHUIO PEKBU3UTOB IOKYMEHTOB.
[Tonsitue 6mank nqokymenta. Buasr 6mankos. [IpaBuia
o opMIIEHHUS, U3TOTOBJICHHUS, yUeTa, UCII0JIb30BaHUS U
XpaHeHus: OJJaHKOB OpraHu3allvu.

He npenycmorpeno

JIaGopatopHbie paboThI

[IpakTrueckue 3aHATUA

1. Odopmnenue pexuzutos 1-10

2. Odopmnenue pexBuzutoB 11-20

3. Odopmienue pexBu3uToB 21-30

4, Coznanne 0JaHKOB Ha TIEPCOHATBFHOM KOMITBIOTEPE C

YTJIOBBIM PACIIOJIOKEHHEM PEKBH3UTOB
5. Coznanne 0JaHKOB Ha TIEPCOHATBHOM KOMIIBIOTEPE C
IpOaAOJBbHBIM PACIIOJIOXKEHUECM PEKBU3UTOB

6. [TpoBepounas paboTta 1o 0QpOPMIIEHHIO PEKBU3UTOB

2

KoHnTpoibHbIe paboThl

He npenycmoTtpeno

CamocrodrenbHas paboTa 00yJarounxcs

10

Tema 1.4 TpedoBanus K

Copepxanne yueOHOTO MaTepuaia




0opMIIEHHIO OPTraHU3ALMOHHBIX
AOKYMEHTOB

1. | XapakrepucTruka, COCTaB OpPraHU3alMOHHBIX JIOKYMEHTOB U
TpebOBaHUs K UX 0()OPMIICHHIO.

JIaboparopHbie paboThI

He npenycmorpeno

[TpakTuyeckue 3aHATHSL
7. OdopmiieHHE TOJHKHOCTHOW HHCTPYKIIUH
8. OdopmiieHre T0JKHOCTHON HHCTPYKIIUN

KoHTposbHble paboThl

He npenycmorpeno

CamocrosTenbHas padoTa 00yJarommxcs

4, Ocobennoctu O(i)OpMJICHI/IH OpraHNU3allMOHHBIX JOKYMCHTOB:
yCTaB, HAOJLDKHOCTHas HHCTPpYKLIUA, IIpaBujia  BHYTPCHHCTO
TPYAOBOI'O pacCriopsaKa, IITaTHOC paClIMCaHne

12

Tema 1.5 TpeboBanusi K
odopmiieHHI0

pacnopaauTe/JIbHbIX TOKYMEHTOB

Copepxanue yueOHOT0 MaTepuaia

1. | XapakTepucTuka, COCTaB PacloOpPsAUTEILHBIX JOKYMEHTOB U
TpeOOBaHUS K UX 0()OPMIIEHHUIO.

JlabopaTopHbie paboThI

He npenycmoTtpeno

HpaKTI/I‘leCKI/IC 3aHATHA

9. Odopmienue mpukasza o OCHOBHOM /1€ TETbHOCTH
10. Odopmiienne nprkasza Ho OCHOBHOM J€SIT€IbHOCTH
11. Odopmiienue pacnopsKeHUs M yKa3aHUs

2

KoHnTposibHbIe paboTh

He npenycmotpeno

CamocrosTenbHas paboTa 00yJaronmxcs

5. OcobenHoctu odopMIIEHHS  YyKa3aHUS, PACHOPSIKEHU,
MTOCTAHOBJICHUS] U PELICHUS

10

Tema 1.6 TpeGoBanus k
0(pOpMJICHUIO

CIIPABOYHOMH (POPMALIMOHHBIX
AOKYMEHTOB

Conepxanue yd4eOHOro MaTepraia

1. | XapakrepucTuka W COCTaB CHPaBOYHO-MH(POPMAIIMOHHBIX
JIOKYMEHTOB (CITy’K€OHBIX IHCEM, CIIPABOK, 3asBICHHIA,
JIOKJIQJIHOM 3alMCKH, aKTa, MPOTOKOJa), TpeOOBaHUS K X
odopmIIeHHIO




JIaboparopHbie paboThI

He npenycmorpeno

[IpakTryeckue 3aHATHSI

12. OdopmiteHHe TOKIaTHON 3aIMMCKU
13. Odopmitenne ciykeOHOTO TUChMa
14. Odpopmienue akra

15. Odopmiienue mpoToKoIIa

2

KoHTposbHBIE paOOTHI

He npenycmoTrpeno

CamocrosTenbHas padoTa 00yJarommxcs

5

Paznen 2 Opranmn3zauusi padoTsbl ¢
NTOKYMEHTaMHU

Tema 2.1 TpedoBanus
OpraHu3alnMu J0KyMeHT0000poTa

K

Copepxanue yueOHOr0 MaTepuaia

1. [TpeGoBaHus Kk opraHu3aLUu JOKYMEHTOO0OpOTA.
KomnbroTepusanus 10KyMeHToo00opoTa. Peructpanus
JTOKYMEHTOB

JlaGopaTopHbie paboThI

He npenycmoTrpeno

HpaKTI/I‘leCKI/IC 3aHATHA

16. 3nakomctBo ¢ 1C [lokymeHTooG0poT 8. 3HAaKOMCTBO C
cucteMoin «Jlemo»

2

KoHTposbHBIE paOOTHI

He npenycmoTrpeno

CamocTosTenbHas padoTa 00yJarommxcs

6. Cryx0a TOKyMEHTaIlMOHHOTO 00eCTIeueHUs YIpaBIeHus,
[IPUHIIUITBI €€ OpTraHU3aIUH.
7. 3agaun  u  ¢ynkumm  cayx6sr  JIOY. Ilpaa wu
OTBETCTBEHHOCTH CITyx0b1 IOV
8. [Tpuem 1 06paboTKa BXOASIINUX, UCXOASIIUX U BHYTPEHHUX
JIOKYMEHTOB
9. Pabota ¢ KOHpUACHIIUATHHBIMU JOKYMEHTAMH
10. KoHTpomb HCTIONMHEHUS JOKYMEHTOB

10




Tema 2.2 Opranusauus Copepxanue yueOHOro MaTepuaia

ONEepPaTHBHOI0 XpaHEHHs 1. | Opranuzanus OIIEPATUBHOTO XPAaHEHHUS  JOKYMEHTOB. 2
JOKYMEHTOB Homenknarypa nern.
JIaGopatopHbie pabOThI He npenycmotpeno
[IpakTuueckue 3aHITUS 2
17. OdopmiieHue HOMEHKIIATYPBI €T
KonTponbHbie paboTh He npenycmotpeno
CamocTosiTenpHas paboTa 00yJaronuxcs 15

11. TIIpaBuna popmMupoOBaHUS AET

12. Odopmiienue npesenranuu: Opranuszaius padoTsl ¢
JOKYMEHTaMHU

CamocrosTenbHas paboTa 00ydaronMxcs Hajl KypcoBoi paboToi (IIpoeKToM) He npenycmotpeno
Bcero 76

Buympu xascoozo paszoena yxazwiearomcs coomeemcmsyrowue memvl. 1lo xasxicoou meme onucvléaemcs cooepicanue yuebHoeo mamepuanda (8
OUOAKMUYECKUX eOUHUYAX), HAUMEHOBAHUS He0DXO0OUMBIX 1AOOPAMOPHLIX pabom U NPAKMUYEeCKUX 3aHAMUU (0MOen1bHO NO KAHCOOMY 8UAY), KOHMP ONbHbIX
pabom, a maxoice npUMepHas MmemMamuxa camocmosmenvhol pabomul. Eciu npedycmompenst Kypcosvie pabomsl (npoekmsi) o OUCYUniuHe, ONUCbLEa emcs
ux npumepnas memamura. Obvem uacos onpeodensemcs no Kaxcoou no3uyuu cmoaoya 3 (ommeueHo 36e300ukoi *). Yposeno oceoenus npocmagisiemcs
Hanpomue OudaKmuueckux eOunuy 6 cmonoye 4 (ommeueno 08yms 3gezooukamu **).

Jl71s XapakTepUCTUKH YPOBHS OCBOEHHUS y4eOHOTO MaTepuaia UCIIOIb3YIOTCS CIEAYIONne 0003HAUCHUS:

1 - o3HaKOMUTENBHBIN (y3HaBaHHE paHEe U3YYEHHBIX 00BEKTOB, CBOMCTB);

2 - penpOAYKTHBHBIHN (BBITTOJHEHUE JISATEITBHOCTH 110 00pa3Ily, HHCTPYKIIMH WIJTH 10T PYKOBOJICTBOM)

3 - MPOYKTUBHBIN (TUTAHUPOBAHHUE U CAMOCTOSTEIHLHOE BHIMTOTHCHHE JACSITSILHOCTH, PEIICHHIE TTPOOJIEMHBIX 3a]1a4)

11



2. YCJOBUS PEAJIU3AIIMNA YUYEBHOM JUCITATLIMHBI

2.1, TpedoBaHMsI K MUHUMAJIBLHOMY MATEPHAJIbHO-TEXHUYECKOMY o0ecre4eHn 0

KabuHer DOKyMEHTAIIMOHHOTO O0ECIICYCHHUs YIPABICHHS: KOJHMYECTBO MOCAIOYHBIX MECT — 25
IIT., CTOJI JJIsl Ipenojasareis 1 mT., cTyn Juid npenoaasatens | mr., mkad 3 mT., KOMIBIOTEPHBIH CTOJ
20 mT., nepconanpubiii komnbtorep [IK 13 2120/500Gb/4Gb 20 1mT., MyJbTUMEIUWHBIA KOMIUICKT:
npoekTop, uHTepakTuBHas aocka Elite Panaboard UBT-T880W 1 mir., kononku OKJIUMK 1 mT., nocka
MapKepHas MeJloBas KOMOWHUpOBaHHas 1 mT., WHPOPMALMOHHBIA CTEHX 2 IIT., JUAAKTUYCCKHE
nmocoduss I10: 1. Windows 7(mpodeccuonansuas munensus, OOO "burponukc BiaguBocTok"
KontpaktNe 0320100030814000018-45081 ot 09.09.14 Ne 48609744, Ne62096196, Ne 48958910, Ne
45829305, 6eccpouno); 2. MS Office 2010 pro (mumen3ust Ne 48958910, Ne 47774898 , 6eccpouno); 3.
Google Chrome (cBo6oanoe); 4. Internet Explorer (cBo6oaHOE)

3.2. Nudopmanuonnoe odecneuenne o0y4yeHusi (mepedeHb pPeKOMEHIyeMbIX
y4eOHbIX u3aanmii, UHTepHeT pecypcoB, J0NMOJTHUTEILHOM JIUTEPATYPbI)

1. ITmenko, A. B. JlokymeHTannoHHOE oOO€cCIieUeHUE YIpaBieHUs @ ydeOHOe
oco0Ione /ISl CTYICHTOB 00pa3oBat. yupexkaeHui cpel. mpod. oopasosanwms / A. B. [Tmenko. - 8-
u3n.,crepeorurl. - M. : Akagemus, 2009. - 176 c.

2. Kopuees, U. K. JlokymeHTannonHoe obecriedenue yrnpapieHusi + tectsl B ObC : yueOHHUK U
MIPAKTUKYM i cpeanero mpodeccuonansHoro obpazosanus / M. K. Kopuees, A. B. ITmenko, B. A.
MamypueB. — 2-¢ w3a., mepepad. m jgon. — Mocksa : HOpaiit, 2020. — 384 c. — Tekcr
anektponnsii /| DBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/453688 (mara oOpamieHus:
29.05.2020).

3. Hoponuna, JI. A. JlokymMeHTaIIMOHHOE O0ECTIeUeHNe YIPaBICHUS ;| YI€OHUK U TMPAKTUKYM JJIs
cpennero npodeccruonansaoro oopazosanus / JI. A. Jloponuna, B. C. UputuxoBa. — Mocksa : IOpaiir,
2020. — 233 ¢. — Teker : anexrponnsiit / DBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/453767
(mara obpamenus: 29.05.2020).

4. T'maguii, E. B. JlokymeHTalloHHOe obecnieueHue yrnpaBieHus : ydeOHoe mocobue / E.B.
I'maguit. — Mocksa : PUOP : UTHOPA-M, 2020. — 249 c. — Texkct : anexktponHbi // IbC Znanium
[caiiT]. - URL: https://new.znanium.com/catalog/product/1065817 (nara obpamenus: 29.05.2020).

5. oxymeHTanimoHHoe oOecriedeHue ynpapieHus : yueOHuk / beikoBa T.A., mox pea. u np. —
Mocksa : KuaoPyc, 2020. — 266 c. — Tekcr : anextponHsiii /OBC Znanium [caiit]. - URL:
https://book.ru/book/932895 (nata obpamienus: 29.05.2020).

12



3. KOHTPOJIb OCBOEHMSI  YUYEBHOU

JIMCUATUTNHEI

N OLEHKA  PE3VIJIbTATOB

KOHTpOJ'IB N OLCHKa Ppe3yJIbTaTOB OCBOCHUA yLIC6HOI71 JAUCHUIINIMHBI OCYHICCTBIIACTCA
npenoaaBaTeji€EM B IIPOLECCE IMPOBECACHUA NPAKTHYCCKUX 3aHATHH U J'Ia60paT0pHBIX pa60T,
TECTUPOBaHUs, a TAKKC BBIIIOJIHCHUA O6y‘IaIOH_[I/IMI/IC$I HHAUBUAYAJIbHBIX SaHaHHﬁ, ITPOCKTOB,

HUCCIIEJOBAHUN.

Pe3ysabTarnl 00yyeHus
(ocBOEHHBbIE YMeHMS, 3HAHMS)

@DopMbI U METOAbI KOHTPOJISI
OIIEHKH Pe3yJIbTaTOB 00y4eHUs

B pe3ynbrare ocBOEHUS AUCIMITITUHBI
00y4aromuics 10/J2KeH YMeTh:

a o(hopMIIATE TOKYMEHTAIUIO B
COOTBETCTBUM C HOPMATUBHOW 6a30H,
UCTIONB3Ysl HHPOPMALIMOHHBIE

TCXHOJOI'MH, O OCYHICCTBJIATD

aBTOMAaTHU3alNI0 00padOTKH JOKYMEHTOB;
a YHH(DUIIPOBATH CUCTEMBI
JIOKyMEHTaIUH;

a OCYILECTBIIATh XPaHEHHUE U TIOUCK

JIOKYMEHTOB;

a OCYIIECTBIISITh aBTOMATH3AIHIO
00pabOTKH JOKYMEHTOB;

ad UCTIIOJIb30BATh
TEJIEeKOMMYHUKAIIMOHHBIE TEXHOJIOTUHU B
AIIEKTPOHHOM JIOKYMEHTOO0OPOTE.

dopmann3oBaHHOE HAOIIOIEHUE U OLIEHKA
PE3yJIbTaTOB BBITIOJIHECHUS MPAKTUYCCKUX
pabort ¢ 1 mo 22.

B pe3ynbTaTe 0CBOCHHS AUCUUTUIAHBI
00yJaronuiics 10JI:KeH 3HATh:

0 IMOHATHEC, UCJIN, 3a1a4Y1 U IPUHIHIIbI

ACJIOMPOU3BOACTBA, a OCHOBHBIC
IIOHATHUA
JOKYMCHTAIITUOHHOT'O o0OecreyeHus

ﬁl’[paBJ’ICHHH;

H CUCTEMBI IOKYMEHTAILIMOHHOTO
o0ecrieyeHus yrpaBlIeHUS;

KJIacCU(PUKALINIO TOKYMEHTOB;

TpeOOBaHUS K COCTABJICHHIO H
oopmirerHto 10KymMeHToB; [

OpraHu3aIHIo0 TOKYyMEHTO00O0pOTA!
npreM, 00paboTKy, perUCTPaLUI0, KOHTPOIb,
XpaHEeHHe

JOKYMEHTOB, HOMEHKJIATYPY AeT

Omnpocsl 0 BceM Temawm;

KoHTponbsHOe TecTHpoBaHueE 10 pasenam
«JlokymMeHTupoBaHHe» U «OpraHu3amus
paboTHI C TIOKYMEHTaMU.
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MHWHOBPHAYKHU POCCHUH

denepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE 00pa30BaTEIIbHOE YUPEKICHUE
BBICIIIETO 00pa30BaHUs

«BnaauBOCTOKCKUN rOCYAApCTBEHHBIM YHUBEPCUTET SJKOHOMUKHU U CEPBUCA»

KoMmiuiekr KOHTPOJBbHO-OICHOYHbBIX CPCACTB
YUYEBHOM JIMCHUILIAHBI

OI1.05 IOKYMEHTAIITHOHHOE OBECIIEYEHHE
YIIPABJIEHUA

21.02.05 3emenbHO-UMYIIECTBEHHBIE OTHOILICHUS
ba3oBas moaroroBku

3ao4yHas popma 00yueHuUs

Bmagusoctok 2022
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KommiekT KOHTPOJIBHO-OLEHOYHBIX CPEICTB YUY€OHOH AMCIUILIMHBI pa3paboTaHa Ha OCHOBE
denepanbHOro rocy1apCTBEHHOIO 00pa30BaTEIbHOIO CTaHAAPTA MO CIEUUATBHOCTH CPETHETO
po¢eCCHOHATBHOIO 00pa30BaHUs MPOrpPaMMbl HOJATOTOBKH CIELUAINCTOB CPEIHEro 3BEHA
21.02.05 3eMenbHO-UMYILIECTBEHHbIE OTHOIICHUS, YTBEPXKACHHOIO NpHUKa3oM MuUHHCTEpCTBA
obOpazoBanus U Hayku PO Ne 486 ot 12 mas 2014 rona.

Pa3paborana:
Asxumosuu JI.W., npernoaaBarens BeICIIEN KaTETOPUM KOJUIEKa CEpBUCA U IU3aiiHa

BI'YOC

Pa3paborunk(n): Epmosa T.B., npenogasatens KCJI BI'YOC

PaccMoTpeHo 1 0/100peHO Ha 3acelaHnU NUKIOBOM METOANYECKONH KOMHUCCHH
IIporokon Ne 9 ot 25.05.2022 r

FH

IIpencenatens [IMK / ITerymkosa E.C.
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1. Twurbl, BUIBI, TPATUIMOHHBIE (POPMBI KOHTPOJIS,, KPUTEPUH OILICHUBAHUS

1.1. Tunbl  KOHTPONS  YCHENIHOCTH  OCBOCHHUS  OOyYaroNIUMHUCA  y4eOHOM
JUCTIUTLTAHBL:

TEKYIIHI KOHTPOJIb YCIEBAEMOCTH; MPOMEXKYTOUHAS
aTTecTalusl.

Texymuit KOHTPOJIb YCIIEBAEMOCTH — 3TO MIPOBEPKA YCBOSHUS YI4EOHOTO MaTepuaa, peryispHo
ocyllecTBIsieMasl Ha MPOTSHKEHUU BCETO CpoKa 00yUYeHUsI.

[TpomesxyTouHas aTTecTanus (3a4eT, 9K3aMeH U JIp.) - 3TO OLEHKA COBOKYITHOCTH 3HAHUH,
YMEHUH, MPaKTHYECKOTO OIBITA B 11eJI0M 1/uiH 1o pazaenam [HIICC3.

1.2. K TpaguumoHHbIM (popMam KOHTPOJIS OTHOCSTCS:

cobecegoBaHKe
KOJUTOKBUYM
3auer

JK3aMeH

TECT

KOHTpOJIbHAs1 paboTa [ ACCE U MHBIE TBOPUYECKHE PAOOTHI

pedepar u p.

s R s Y Y s s o

1.3. K BUaM KOHTpOJISI OTHOCSITCS:

IIMCBMCHHBIC (I)OpMBI KOHTPOJIA; YCTHBIC (I)OpMLI KOHTPOJIA; KOHTPOJIb C TIOMOIIBIO
TEXHUYCCKUX CPCACTB U I/IH(i)OpMaLII/IOHHI)IX CHUCTEM.

Tucomennvle hopmvl Konmpons

[TucbmMeHHbIe pabOThl MOTYT BKJIIOYATh: TECTHI, pedeparsl, KOHTpoJIbHBIE paboThl. TecT - hopma
KOHTpOJIsI, HalpaBJeHHas Ha MPOBEPKY YPOBHsSI OCBOECHHS KOHTPOJIHMPYEMOIO TEOPETUYECKOIO U
MPaKTUYECKOr0 MaTepuaja Mo AUJAKTHYECKUM €JUHHUIAM TUCHUIUIMHBI (TEPMHHOJIOTMYECKHUM
anmapar, OCHOBHbIE METO/bl, HWH(POPMAIMOHHBIE TEXHOJOTHMH, MPUEMBI, JOKYMEHTHI,
KOMIIBIOTEPHBIE IPOIPAMMBI, HCIIOJIb3yEMbIE€ B U3y4aeMoil 00J1acTH U JIp.).

Pedepar — popma koHTpoIIs, Hcionb3yeMas Il MPUBUTHS 00ydaroleMycs HaBBIKOB KPAaTKOIO,
IrPaMOTHOIO U JJAKOHUYHOTO MPE/ICTAaBICHHsS] COOPaHHBIX MaTepUaIOB U (DAKTOB B COOTBETCTBUU C
TpeOOBaHUSIMU.

KontponbHast pabora - ¢opma KOHTpOJS IJisi OLEHKM 3HAHMHA 1Mo 0a30BBIM M BapHaTHBHBIM
OUCHUIUIMHAM Bcex ULUKIOB. KoHTponbHass paboTa BKIIOYAeT CpeJHUE [0 TPYAHOCTH
TEOPETUYECKHE BOMPOCHl W3 HM3YUYEHHOrO MaTepuaina, TUIIOBbIE 3adaun/ 3aJaHus/ Kazychbl/
yIpaKHEHHst/ TOKYMEHT, peLIeHHe/ BBINOJIHEHHE/ 3aloIHeHHEe KOTOPBIX IPEeIyCMOTPEHO B
paboueii mporpamme TUCHUILIHHBI.

Yemuvle ghopmvr konmpons

Y CTHBIN KOHTPOIIb OCYIIECTBISICTCS B UHIUBUYaTbHOU U (POHTAIBHOMN (opmax.

[{enb ycTHOrO MHAMBUAYATbHOIO KOHTPOJIS — BBISIBJICHUE 3HAHUN, YMEHUH U HABBIKOB OT/IEIbHBIX
oOyuatomuxcs. JlonoaHuTeabHble BONPOCH! MPU MHAUBUIYATLHOM KOHTPOJIE 3aJal0TCs MpH
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HEMOJIHOM OTBETE, €CIM HEOOXOAUMO YTOUYHUTH JACTaIH, IPOBEPUTH TTTyOUHY 3HAHUN WIIH K€ €CITU
y MpernojaBaTeisi BO3HUKAIOT MPOOJIEMbI IPU BBICTABJICHUH OTMETKH.

VYceTHbIN GPOHTATBHBIN KOHTPOJIB (OMPOC) — TpeOyeT CepUH JIOTHYECKH CBS3aHHBIX MEXIY COOOM
BOIIPOCOB 10 HeOoibIoMy 00bemy Marepuana. [Ipu (poHTaIbHOM OIpoce OT 00YYaArOIIUXCS
MpenojaBaTelib XKAeT KPAaTKUX, JTAKOHUYHBIX OTBETOB ¢ MecTa. OOBIYHO OH IPUMEHSETCS C LEIbI0
MOBTOPEHUS U 3aKpEeIJICHHs y4eOHOro MaTepHalia 3a KOpPOTKUN IPOMEKYTOK BPEMEHHU.

YcTHble (hOpMBI KOHTPOJIS IPECTaBIIEHBI cOOECeJOBaHHEM, CEMUHAPOM, MyOJINYHON 3alUTON
BBITIOJTHEHHON pabOoTHI U Jp.

CobecenoBaHre — 3TO HHTEPBBIO, IIEJIb KOTOPOTO BBISIBUTH HABBIKH, CIIOCOOHOCTH U BCE JICTAH,
KOTOPBIE HHTEPECYIOT 00€ CTOPOHBI coOOeceI0BaHMUS.

CeMuHap. AprymMeHTHpys M OTCTauBas CBO€ MHEHHE, OOydYaloluiCi B TO JK€ BpeMs
JIEMOHCTPHUPYET, HACKOJIBKO TITYOOKO M OCO3HAHHO OH YCBOWJI M3y4YCHHBIH MaTepHall.

[TyGnuynas 3ammTa BEITOJTHEHHOH paboThl. KoHTpomupyeMble KOMIETEHITUH:

a CTIOCOOHOCTH K IMyOIMYHONW KOMMYHHKAIIUH;

ad HaBBIKH BEJICHUS AUCKYCCHU Ha NMPO(eCCHOHAILHBIC TEMBI,

a BJIaJIeHHe IPOoPECCHOHATIbHON TEPMUHOJIOTHUEH;

ad CIOCOOHOCTh MPEACTABIATh U 3alUIIATh PE3yJIbTaThl CAMOCTOSTEIFHO BBITIOJTHEHHBIX

HCCIIEI0BATENbCKUX PadOT
[Ipu oneHke KOMIETEHIUH JOHKHO IPUHUMATHLCS BO BHUMaHKEe (POPMUPOBAHUE
podhecCHOHATEHOTO MUPOBO33PEHHUS, ONIPEICIICHHOTO YPOBHSI KYJIbTYPBI, STHUYESCKHAEC HABBIKH,
ApyTUe 3HaYMMble TPO(ECCHOHANIbHBIE U IMYHBIE KaueCTBa.

2. [TaciopT OHIOB OIIEHOYHBIX CPEICTB
B pe3ynbTaTe OCBOCHHS Y4eOHOM nucuurauael OI1.05.
JIoKyMeHTaIlMOHHOE 00ecTieYeH e YIpaBICHHS

o0yyJaroImuiicss JOHKEH yMeTh:

d O(l)OpMJ'IHTB JAOKYMCHTAIIUIO B COOTBETCTBUU C HOpMaTHBHOﬁ 68.30171, HCIIOJIb3Y:
I/IH(l)OpMaI_II/IOHHLIC TCXHOJIOTHH,

O OCYIIIECTBISTH aBTOMATU3AINIO 00pa0OTKH IOKYMEHTOB;

a YHUQPHUITUPOBATH CUCTEMBI IOKYMECHTAIINH;

O OCYIIIECTBIISTh XpPaHEHHE U TOUCK IOKYMEHTOB;

O OCYIIIECTBISTH AaBTOMATU3AIINI0 00pabOTKH IOKYMEHTOB;

a HCIIOJIE30BAaTh TEJICKOMMYHUKAITHOHHBIE TEXHOJOTHH B AIEKTPOHHOM
JIOKYMEHTO000pOTE.

00yUaroIUICs TODKEH 3HATD:

ad MIOHATHE, TSN, 3a/1a4X ¥ TPUHITUIIBI IEITOTIPOU3BO/ICTBA;

ad OCHOBHBIE TTOHATHS TOKYMEHTAIMOHHOTO 00ECTICYCHHS yITPaBIICHIS,

ad CHCTEMBbI JOKYMEHTAI[HOHHOTO 00eCIIeYeHHs yIpaBIeHus; KJIacCcU(UKAIUIO
JOKYMEHTOB;

a TpeOOBaHUs K COCTABICHUIO U OOPMIICHHIO TOKYMEHTOB;

ad OpraHu3alfio JOKYMEHT0000poTa: mpueM, 00paboTKy, pPErucTpanuio, KOHTPOJIb,

XpaHeHHue TOKYMEHTOB, HOMEHKJIATypy Jell.
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OOyyarommiicst 10J7KeH BJIaJAeTh C(POPMHPOBAHHBIMHM KOMIIETEHIUAAMH B c00TBeTcTBHH ¢ PT'OC
CIIO:

OK 1. IToHuMaTh CYIITHOCTh M COIMATIbHYIO 3HAYUMOCTb CBOEH OyyIien npodeccuu, MposiBIATh

K HEH yCTOMYMBBIN MHTEpEC.

OK 2. AHanu3upoBaTh COLUAIBHO-3KOHOMUYECKUE U MTOTUTHYECKIE MTPOOIEMBI B ITPOIECCHI,
HCIO0JIb30BAaTh METO/Ibl F'YMaHUTAapPHO-COLMOJIOTMYECKUX HAYK B Pa3IMUHBIX BUJAX
po(ecCHOHATIBHOM U COLUAIBHOMN e TEIbHOCTH.

OK 3. Opranu3oBbIBaTh CBOIO COOCTBEHHYIO J€SITEIHHOCTD, ONPEAEIATH METOIBI M CIIOCOOBI
BBITTOJTHEHUS PO ECCHOHATIBHBIX 3a/1a4, OLICHUBATh MX 3()(HEKTUBHOCTH M KA4ECTBO.

OK 4. Pemats npoOembl, OLIEHUBATh PUCKU U IPUHUMATh PEIICHUS B HECTaHIaPTHBIX
CUTYaIUsIX.

OK 5. OcymiecTBIsATh IOUCK, aHAIHU3 U OLIEHKY WH(POpMAINK, HEOOXOIMMOH JIJIsl TOCTAHOBKHU U
peuieHus mpoecCUOHABHBIX 33124, TPO(EeCCHOHATBHOTO ¥ TMYHOCTHOTO Pa3BUTHSI.

OK 6. PaboTtaTs B KOJUIEKTHBE M KOMaH i€, 00eCIeunBaTh e CIuioueHne, 3pPpeKTuBHO 001maThes ¢
KOJUIET'aMH, PYKOBOJICTBOM, TOTPEOUTEIISIMH.

OK 7. CamocTOSITENBHO OMPEACIATH 3a7a49u MPOPECCUOHATHHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHUMATHCS CaMOOOpa30BaHNEM, OCO3HAHHO TUIAHUPOBATH IMOBBINICHUE KBATH(PUKAIH.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTHI B TpodeccuonanbHoi aesitenbuoct. OK 9.
YBaXUTENTHHO U OEPEKHO OTHOCUTHCS K UCTOPUUYECKOMY HACIICAHIO U KYJIbTYPHBIM TPATUIIUSAM,
TOJICPAHTHO BOCIIPUHUMATh COLIMAIIBHBIC U KYJIbTYPHBIC TPAIUIUH.

OK 10. CobnrogaTh nmpaBuiia TEXHUKU 0€30MaCHOCTH, HECTH OTBETCTBEHHOCTH 33 OPTaHU3AIIHIO
MEPOIPUATHI 110 0OecTIeueHNI0 OE30MaCHOCTH TPYAQ.

IIK 1.1. CoctaBnarh 3eMebHBIN OanaHc palioHa.

[IK 1.2. TloaroraBnuBaTh JOKYMEHTAIIHIO, HEOOXOIUMYIO /ISl IPUHSTHUS YIIPABICHUECKUX
pelieHnii o 3KcITyatanuu 1 pazsutuio tepputopuit. I1IK 1.3. 'oToBuTh Npeanoxenus no
OTIpeICTICHUI0 SKOHOMUYECKOH 3 (HEKTUBHOCTH MCTIOJIb30BAHUS UMEIOIIETOCS HEABUKUMOTO
umymectsa. [IK 1.4. Y4yacTBoBaTh B IPOEKTUPOBAHUH U aHAJIN3€E COLIMAIEHO-KOHOMHUYECKOIO
pa3BUTHS TEPPUTOPHH.

IIK 1.5. OcymiecTBiATh MOHUTOPUHT 3eMenb Tepputopuu. [1K 2.1. BoInonHATh KOMIUIEKC
kagacTpoBbIx nporuenyp. [1K 2.2. Onpenensite KanacTpOBYIO CTOUMOCTH 3€MEITb.

1K 2.3. BBITOJHATH KaJJACTPOBYIO ChEMKY.

[IK 2.4. OcyuiecTBiATh KaJJaCTPOBBIM U TEXHUYECKUN y4eT 00beKTOB HeABmxkuMocTu. [1K 2.5.
dopmMUpOBaTh KaJaCTPOBOE JENO.

I1K 3.1. BeinoasasaTs paboTsl 110 KapTorpado-reoie3nyeckoMy o0ecnedeHnIo TEPPUTOPU,
co3JlaBaTh rpauyeckue MaTepHaibl.

IIK 3.2. Ucnonp30BaTh TOCYAapCTBEHHBIE FE€0E3UUECKNE CETH U UHBIE CETH JUIsl IPOU3BOICTBA
KapTorpado-reoe3sndyeckux pador.

1K 3.3. Mcronb30BaTh B MPAKTHIECKOH MEATETHHOCTH T€OMH()OPMAIMOHHBIE CHCTEMBI.

1K 3.4. Onpenenars KOOpAUHATHI TPAHUL] 3€MEJIBHBIX YYAaCTKOB M BBIYMCIIATH UX IJIOLIAAH.

1K 3.5. BBIMONHITH MOBEPKY U FOCTHPOBKY IFe€0Ie3MUECKUX MPUOOPOB U HHCTPYMEHTOB.
I1K 4.1. OcymecTBisTh c60p U 00pabOTKy HEOOXOIUMOM B JJOCTATOUHOM

nHpopmanuu 06 00bEKTe OLIEHKU M aHamoTru4HbIX 00bekTax. [1K 4.2. IIpon3zBoauTh
pacueTsl 1o OlleHKe 00BEKTa OIICHKU Ha OCHOBE MTPHUMEHHMMBIX ITOJIX0JI0B U METOJ/IOB
OIICHKH.
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[1K 4.3. O60061maTh pe3yabTaThl, HOTYYESHHBIEC TIOJX0/1aMH, U 1aBaTh 0OOCHOBAHHOE 3aKIIIOYCHUE
00 UTOrOBOM BETMYMHE CTOUMOCTH 00bekTa oneHku. 11K 4.4. PaccunThiBaTh CMETHYIO

CTOMMOCTD 3IaHUI B COOPY>KCHUI B COOTBETCTBHH C JICHCTBYIOIIUMH HOPMAaTHBAMH H
npuMensembiMu Metoaukamu. [1K 4.5. KnaccubunupoBaTs 3/1aHUS U COOPYKCHHS B
COOTBETCTBHUH C MPUHITON THUIIOJIOTHEH.

[IK 4.6. OdopMIISATh OLIEHOYHYIO IOKYMEHTAIIUIO B COOTBETCTBUHU C TPEOOBAHUSIMA HOPMATHUBHBIX
aKTOB, PETYJIMPYIOIIUX MIPABOOTHOIICHHSI B 3TOW 00JIACTH.

@DopMoii TeKyl1ero KOHTPOJIS SIBJISIETCS IPOBEIEHUE OIIPOCOB, TECTUPOBAHUE, BBIIIOJIHEHNE
MIPAKTUYECKUX U CAMOCTOSATEIbHBIX padoT.

dopmoit NMPOMEXKYTOYHOM  aTTeCTALMM TI0 y4aeOHOMH JTUCLUIUIMHE SIBJISIETCS
Qg QepeHIIMPOBAHHBIN 3a4eT.

3. Onucanue nokasareseii 1 KpuTepues
OLICHMBAHMNS, ONUCAHUE HIKAJI OLleHUBAHUS

KoHnTposib kauecTBa OCBOCHHS JUCIUILIMHBI BKIIOYAET B ceOs TEKYIIUNA KOHTPOJIb yCIIEBAEMOCTH
U TPOMEKYTOUHYIO aTTeCTalMio. TeKyllMid KOHTPOJIb YCIIEBAEMOCTH U IPOMEXKYTOUYHAS
aTTecTanus OOYy4YaloUIUXCsl MPOBOISTCS B LENSIX YCTAHOBJICHUS COOTBETCTBUS JIOCTHKEHUUN
oOyuaromuxcsi TpeOOBaHUSM O00pa30BaTENbHONW TMpPOTpaMMbl K pe3yiabTaTam oOOydeHUs U
(hopMHpOBaHUS KOMITETECHITHH.

Pe3ynbTarhl OLlEHUBAaHUS TEKYILErO0 KOHTPOJISI 3aHOCATCS IIPENOAABATEIIEM B )KYPHAl U MOTYT
YUUTBIBATHCS NIPU MPOBEACHUH TPOMEKYTOUHOM aTTECTALNH.

J114 oLileHHMBaHUS Pe3yabTaTOB 00YUEHHUS UCIIOIB3YETCs YeThipeXxOaipHas IIKaa:

«OTJIINYHO», «XOpOIIO»,  «yIOBJIETBOPUTEIBHO, «HEYIOBJIETBOPUTENBHO». [lepeueHp
OLICHOYHBIX CPEJICTB MIPEJICTABIIEH B HUXKECIEAYIolel Ta0auIle:

HepequL OICHOYHBIX CPCACTB

OCBOCHHOU TeMe |PEKOMEHIyeTCs s OLEHKM 3HAHMU, YMEHMH W|ryCIiHIInHbI
BIIAJICHUN 00YJarOIITIXCSI

HaumenoBanne [KpaTkas XxapakTepuUCTHKa OLIEHOYHOTO CPEACTBA [IpencraBnenue
Nd  onenounoro OLIEHOYHOI'O CPELICTBA B
cpencTBa dOC
Tekyuii KOHTPOJIb YCIIEBAEMOCTH
BrinosiHeHue CpenctBo i MPOBEPKM YMEHUN NPUMEHSTH
[PAKTUICCKOTO [MOJyYCHHBbIE 3HAHMS 10 OCBOCHHOW Teme|3amaHue o
1/ 3aganus 10 |[AUCUUIUINHEI. remam/paszenam

CpenctBo i MPOBEPKM YMEHUM MNPUMEHSTH
KoHTpoibHBIH MOJyYEeHHbIE 3HAHUS 1O OCBOE€HHOM Teme| KoHTposbHbIe

2 TecT JAUCHUIIHHBL. BOIIPOCHI ¥ 3 1aHHUSI
PexoMenayercst i OLIEHKW 3HAHWM, YMEHUH W
BIIAJICHUN 00YJarOIITIXCsI
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CpeicTBO  NPOBEPKM  yMEHUH  IIPUMEHSTH
3 3ananus st _ [mommydennbie 3HAHHUS 1o 3apaHee
CaMOCTOATEINL HOM o 1ipe ieieHHON METOMMKE IS PEIIEHUs 3a1a4u
paboOTHI WM 3aJaHUl 110 pasjaeny (TeMe).

KoMIuiekT 3amanuii

[TpomexyTouHas aTTecTalus
CpenctBo, MO3BOJSAIONIEE  OLEHUTH  3HaHMS,|[lepedyeHb BOpocoB Kk
yMeHMs W BilageHus  oOydaromerocs — nopauery KoHTpOJbHBIE

5 Bauer AUCITATUTHC. BaveTy
Pexomenayercs Mg OLICHKM 3HAaHUN, YMEHHU U

BJIaJICHUI HABBIKAMU 00YYarOIINXCs

KpI/ITepI/II/I U IIKaJbl OICHUBAHUS B PE3YJIbTATC U3YUCHUA JUCHUIIIIMHBI IIPU IPOBCACHUN
TCKYIIETO KOHTPOJIA U HpOMGX(YTOHHOfI arrecraiun

[Ixanb!

Kputepuu onieHuBanus
OLICHUBAHUS

OO0yyaronuiicsi MpaBUIbHO OTBETHJI HAa TEOPETUYECKUE M MPAKTUUYECKUE
Bonpockl. Ilokasan omIMYHBIE 3HAHMA B paMKax yd4eOHOro MaTepuaia.
«OTJINYHO» [lokazan oOTIMYHBIE YMEHMUS M BJIAJECHUS HAaBBIKAMU INPUMEHEHUS
[MOJIyYEHHBIX 3HAHMM W YMEHHMU IIPU BBIOJHEHUU YINPAXKHEHUN, WHBIX
3agaHuii. OTBETUI HA BCE JOTNOJIHUTEIBHBIE BOIIPOCHI

OOyuatomuiics ¢ HeOOJBIIMMU HETOYHOCTSAMHU OTBETHJI Ha TEOPETHUYECKHUE
BOIPOCHI, TOKa3ajl XOpOUIME 3HAaHUS B pPaMKax yduyeOHOro Marepuaia.
«XOpOLOo» BbinmonHua ¢ HEOOJBIIMMHU HETOYHOCTSIMHM MPAKTHYECKHE 3aJaHMAL.
[Toxazan xopomme yMEHMS M BIAJCHUS HaBbIKaMM IPUMEHEHUS
MOJyYeHHBIX 3HAHUH M YMEHMH NpH OBJIAJEHHUU Y4eOHOIO Marepuana.
OTBeTHI Ha OOJIBIIMHCTBO JOMOJHUTEIBHBIX BOIIPOCOB

OOydarouuiics ¢ CYIIECTBEHHBIMM  HETOYHOCTSIMM  OTBETWJI  Ha
TeopeTudeckre Bompochl. [lokazan yAOBIETBOpUTENbHBIE 3HAHUS B
«yIOBJIETBOPUTENb |[paMKax YydeOHoro wmatepuana. C CYIIECTBEHHBIMH HETOYHOCTSMU
HO» BBIIIOJIHWJI  [IpaKTH4YecKue 3agaHus. Ilokasanm — ynoOBIETBOPUTENBHBIE
YMEHMSI M BIIaJI€HUS HaBbIKAMU NPUMEHEHHUsS IOJYYEHHbIX 3HaHUH U
YMEHHMI MpH OBJaJeHUU ydyeOHOro matepuana. JlomycTus MHOTo
HETOYHOCTEH IIPU OTBETE Ha JOTIOJIHUTEIbHBIE BOIIPOCHI

OOyuvaromuiicss Mpud OTBETE HAa TEOPETHYECKHEe BOIMPOCHI U MpU
«HEYIOBJICTBOPUTE  [BBITOJIHEHUU MPAKTHYECKUX 3a/laHuil MIPOAEMOHCTPUPOBAT
TbHO» HEZ0CTAaTOYHBIN YPOBEHb 3HAHUN M YMEHUM IIPU PEILICHUH 3a]a4 B paMKax
yueObHoro marepuaia. [Ipu oTBeTax Ha JOMOJIHUTENbHBIE BOMPOCH! OBLIO
NIOTTYIIIEHO MHOXECTBO HEMPABUIIbHBIX OTBETOB

4. [IporpaMMa  KOHTpOJIBHO-OLIEHOYHBIX  MEPOIPHUATHH 3a IMEepuon
U3Y4YEHUS 110 TUCLUITIIMHE



HanmenoBaunu e

OOBEKT KOHTPOJIS (TeMa /KOMITETCHITUH )

HaunmenoBanue

KOHTPOJIbHO- OLIEHOYHOTI'O CPE/ICTBA
Ndonenounoro (dbopma mipoBeieHMS)
MEpPONPUATHS
1.1.| Texymmii Tema: JIOKyMEHTalIMOHHOE OK1. KoHnTtpossHOE
KOHTPOJIb oOecrnieueHne yrpaBJIeHYECKOU OK 2. TECTUPOBAHUE
eATeILHOCTH. OK 3. Brimonnenue
OK 4. KOHTPOJIBHOI'O 3aJJaHUsI
OK 6.
OK 7.
OK 8.
OK 9.
OK 10.
[K 1.1.
IIK 1.2
OK 1. KontponbHoe
OK 2. TECTUPOBAHUE
12, [Texyuwii Tena: OK 3. Brinonnenue
2. ema: HopmatuBHO — MeTOAMYCCKAT |G 4. KOHTPOJIBHOTO 3a/(aHHs
KOHTPOJIb 6a3a. OK 6.
K 1.2
K 1.3
[IK 1.4
OK 1. KonrponsHoe
OK 2. TECTUPOBAaHUE
13 Texymmi . OK 3. Brimonnenue
S lgorpos Tema: Kimaccudukanus J0KyMEHTOB. OK 4. NPAKTHIECKOTO 3a/IAHHS.
OK 6. CamocrodrenpHas
OK 10. [padora
OK L. KontponbHoe
Texymmit Tema: Yaudukanus u cragmaapruzanus|OK 2.
1.4. |KOHTpOIB TOKyMEHTOB. CHCTEMBI OK 3. TeCTHPOBANHE
TOKYMEHTAITUH. OK 6. Brimonnenne
OK 8. KOHTPOJIBHOIO 3aJ[aHUs
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1.5.

Texymmit
KOHTPOJIb

Tema: Cnyx0a TOKYMEHTAIIMOHHOTO
o0ecTeYeHUs yIpaBIICHUsL.

OK 1.

OK 2.

OK 3.

OK 4.

OK 6.

OK 8.

MK 1.2
K 1.5
11K 2.1
11K 2.2
11K 2.4
11K 3.1
11K 3.3
11K 3.4
11K 3.5
11K 4.1
11K 4.2
11K 4.3
11K 4.4
11K 4.5
I1K 4.6

KoHTposbHOE
TECTUPOBAHUE
BrinosineHue
KOHTPOJIBHOT'O 331aHUS

1.6.

Texymmit

Tema: @opmynsap — oOpasery

OK

JKoHTposnbHOE

KOHTPOJIb

OpTraHHU3allMOHHO- PACIIOPAAUTCIIEHOTO
JNOKYMCHTA, pCKBU3UTHI U OJIaHKH.

OK
OK
OK
OK 10.

o 0wl

TCCTUPOBAHUC

BrimonHenue
MPAKTUICCKOTO 33 JaHUSI.
CamocTosTensLHas
pabora.

1.7.

Tekymunii
KOHTPOJIb

Tema: [IpaBuiia coctaBieHus u
o opMIIEHHSI OCHOBHBIX BHJIOB
OpTraHHU3AIMOHHBIX JIOKYMEHTOB.

OK 1.
OK 2.
OK 3.
OK 4.
OK 5.
OK 6.
OK 10.
11K 2.3

BrimonHenue
KOHTPOJIBHOT'O TE€CTa
BrimonHenue
MPaKTUYECKOTO 3aaHusl.
CamocrosiTenbHas pabota

1.8.

Texymmit
KOHTPOJIb

Tema: [IpaBuiia cocraBieHus u
o OopMIIEHHST OCHOBHBIX BHJIOB
pacTIOPSANTEIHLHBIX JOKYMEHTOB.

OK 1.
OK 2.
OK 3.
OK 4.
OK 5.
OK 6.

BrimoaHenue
KOHTPOJILHOI'O TECTA
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OK 1.

OK 2.
OK 3.
OK 5.
OK 6.
OK 10.
1K 1.3
11K 1.4
K15 Bemonnenue
Tewma: [IpaBuia coctaBienus u IIK 2.1 |koHTpOJBLHOIO TEcTa
109. Texymmmit 0 OpMIICHHST OCHOBHBIX BHJIOB [IK 2.2 |Beimonnenue
KOHTPOJIb MH()OPMALIMOHHO — CTIPABOYHBIX [1K 2.3  |mpakTHueckoro 3agaHus.
JTOKYMEHTOB. [IK 2.4  |CamocrosrenbHas pabora
11K 3.1
11K 3.2
11K 3.3
11K 3.4
I1K 3.5
11K 4.1
11K 4.2
11K 4.3
[1K 4.4
11K 4.5
I1K 4.6
OK 1. Boinonnenue
OK 2. KOHTPOJIBHOI'O TeCTa
110 Texymmit Tema: IIpaBuna opopmienus u OK 3. Boinonnenue
' KOHTPOJIb BbIJIa4X KOMU JOKYMEHTOB OK 4. KOHTPOJIBHOT'O 3a/IaHMsL.
OK 6. CamMocTosTenbHas
OK 9. pabora.
2.1. [Texyumii Tema: Peructpanus u KOHTpOJIb OK 1. BoinosnHeHue
KOHTPOJIb VICTIOJTHEHUS IOKyMEHTOB. OK 2. KOHTPOJIBHOTO TeCTa
OK 3. Boinonxnenue
OK 4. KOHTPOJIBHOTO 3aJ[aHUs
OK 6.
OK 9.
OK 1.
OK 2. Brinonnenue
59 Tekymunii Tema: Ocobennoctu IOV mo OK 3. KOHTPOJILHOT'O TECTA
' KOHTPOJIb 0OpalIeHNsIM TpaKIaH. OK 4. Boinonnenue
OK 6. KOHTPOJILHOTO 3aJaHUsI
OK 8.
OK 9.
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OK 1.
OK 2. BrinonHenue
53 Texymuii Tema: Opranusarms oneparusHoro  [OK 3. KOHTPOJIBHOTO TECTa
' KOHTPOJIb XpaHEHUS TOKYMEHTOB. OK 4. BrImmoaaenne
HoMeHKIaTypa el OK 6. KOHTPOJIBHOT'O 33/1aHUS
OK 9.
I1K 2.5
OK 1. BrimonHeHue
OK 2. KOHTPOJIBHOT'O TE€CTa
. OK 3. BrimmonneHue
Texymumit Tema: DxciepTusa IEHHOCTH
24 OK 4. PAKTUYECKOIO 3aJaHUSI.
KOHTPOIH JIOKYMEHTOB. OK 5. CamocrosiTenbHast
OK 6. pabora.
OK 9.
OK 10.
OK 1.

2.5 Tema: IlogroroBka aen k apxusHomy |OK 2 BoinonHenue
Texymmit xpa"eHuto. OcHoBHbie TOHATHS 00 |OK 3. KOHTPOJILHOTO TE€CTa
KOHTPOJIb ApXMBHOM XPaHEHHUH. OK 4. BrinosiHeHue

OK 6. KOHTPOJILHOTO 33/JaHUs

OK 9.

OK'1l.  |Bemonnenune

OK 3. KOHTPOJIBHOTO TecTa
Texymmi Tema: ABromMarusanus I 135' OK BrimonHeHue

26 YII ema: oMaru3ail potiecco 5

KOHTPOJIb JOKYMCEHTAIlMOHHOI'O obecrieueHus ' KOHTPOJIbHOT'O 3aJaHus.
yIpaBICHUS. OK CamMocTosiTenbHas
OK8. paboTa
OK 10.
[TpomexyTou . KoHnTposibHBIE 1
it JuddepennrpoBaHHbIil 3a4€T 110 OK1-10 TCCTOI;BIG S
TUCIUTLTNHE
KOHTPOJIb 3a4eTy
5. @DOH/BI OIICHOYHBIX CPEJICTB AJISI TEKYIIEro KOHTPOJIS
5.1 Tunossie npakTUyeckue 3aaanus [Ipeamer KOHTPOIIs:

3HaHUA: TOHATHE, LENW, 3aJa4d W IPUHLMUIBI JEJONPOU3BOJACTBA; OCHOBHBIE IOHSATHS
JOKYMEHTAI[HOHHOTO OOECIeUYEeHUsI YIPABICHHs; CHUCTEMBl JOKYMEHTAI[MOHHOIO OOecredyeHus
yIIpaBJICHUS; KIACCU(PHUKAIMIO TOKYMEHTOB.

VYMmenus: o¢popMIIATH JOKYMEHTAIlMI0 B COOTBETCTBUM C HOPMAaTUBHOM 0a30il, HCHONB3ys
MH(POPMALIMOHHBIE TEXHOJOTMH; OCYLIECTBIATh aBTOMATH3alMI0O OOpPabOTKH JIOKYMEHTOB;
YHU(UIIUPOBATh CUCTEMBI JOKYMEHTAIMH, OCYILECTBIATH XPAHEHHWE U TIOUCK JIOKYMEHTOB;
OCYULIECTBJIATH aBTOMATU3ALUIO
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O6pa6OTKI/I JOKYMCHTOB; HUCII0JIb30BaTh TCICKOMMYHUKAIIUOHHBIC TEXHOJIOTUH B

3JIEKTPOHHOM JIOKYMEHTO00O0pOTE.

1.

Nzyunrte oOpazer; ohopMIIEHHOTO TPYIOBOTO COTIIAIICHUS.

Omnpenenure nojoxxkeHus: Tadynaropa, HeOOXoAUMbIE JUIsi OOPMIICHUSI €r0 PEKBU3HUTOB, U

UHTEepBAIBHOCTE. OPOpPMHUTE TPYAOBOE COTIIANIEHNE HA KOMITBIOTEPE.

2.

Hanummre [TPUKA3 renepanbHOT0 TUPEKTOPa 3aKPHITOTO aKIIHOHEPHOTO 00IIIeCTBa

«Upxk- Kagactp» o npueme Bac Ha paboTy Ha JOHKHOCTh T'€0/I€3HCTA.

10.

11.

CocraBbpTe MUCHMO, ToATBepknatomee (Gakt ornpaBku morosopa Ne 13/14 or 18.02.2015.

Henocraromme PECKBU3UTHI U 3JICMCHTHBI TCKCTAa COCTABBTC CaAMOCTOATCIIBHO.

CocraBbre mpuka3z reHepanbHoro aupekropa OOO«baiikanCrpoit» r.Mpkyrcka o
BpeMeHHOM 3amenieHnu pykooaurtens obwveamnenus c¢ 20.08.2014 mo 07.09.2014 nHa
IIEpHOJ] CIyKEOHON KOMaHAMPOBKYU INIABHBIM HHXEHEpoM npeanpusatus Msanossim A.C.

Hanumure aBToOmorpaduio, HeoOXoaumyro isi  OGOpMIICHHS TOKYMEHTOB TIpU

MOCTYIJIEHUU Ha padoTy.

Hamuiure 3asBiaeHue o NpeaAOCTABJICHUH BaM aJIMUHHUCTPATHUBHOTO OTITYCKa IIO CEMEMHBIM

obcTosTenbcTBaM. OcTalbHbIC PCKBU3UTHI YKAKUTC CAMOCTOSATCIILHO.

CocraBbTe HI/ICBMO'HpOCL6y 00O «ba3ucy» B KOMUTET 110 BHCIIIHUM YKOHOMHYECKHM CBSI3SIM

O BBIJICJICHUH KBOTHI HA SKCIIOPT KPYTJIoOTo Jieca B Konndectse 10 Thic. Ky0.M.

CocraBbTe mnpuka3 00 0cBOOOXKIEHHMH Bac OT paboTel B ¢upme «OpOuta» B CBS3H C

MEpEC3I0M Ha HOBOC MECTO KUTCIILCTBO.

CocraBbTe JOKJIAIHYIO 3allUCKy cereTapﬁ-pe(pepeHTa PYKOBOIUTCIIO MPCANPUATUA 00
yTCpCe pa6OTHI/IKOM CremanoBeiM 11U, nrucbMa-3anpoca, MNOCTynuBIICTO B  aIapecC
NpeaAnpuATUd ABa MECALla Ha3al.

CocraBpTe MUChMO-0TBET TUTIOTpaduu n3aarensersa «Haykay OO0 «Amancy o
BO3MOYXHOCTH BBITIOJIHUTH 3aKa3 Ha U3TOTOBJICHHE OJIAHKOB yueTa.

CocraBbTe MpHUKa3 MO JUYHOMY COCTaBy O IpHUEME Ha paboTy, MepeBoie Ha APYTyIo
JOJKHOCTh BHYTPH MPEANPUSATHUS, YBOJIBHEHUS C PaOOTHI.
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12. CocraBbTe npuka3 00 u3MeHeHuu rpaduka padorsl Texundeckoro otaena OO0 «'EOtex» B

CcyOOOTHHE THH B CBSI3H C ITPOU3BOJICTBEHHON HEOOXOUMOCTHIO.

13. HanumuTe 3asBineHue o npueme Bac Ha paboTy KaaacTpoBbIM HHxeHepoM B OO0
«BOCTCUBI'EOLIEHTP».

14. Cocrapte 6mank s nuceM OAO «3aps» ¢ yIiIoBbIM PACIIOIOKEHUEM PEKBU3UTOB.
15.  HanummTte npukassl: a) o npuemMe Ha paboTy KagacTpoBoro uuxxenepa Meanosoit N.I1.;
0) 00 yBosbHeHUU Teoje3ucta Oponosoit B.P. Hexpocrarommue PEKBUBHUTHI

YKaXKUTEC CaMOCTOATCIIBHO.

Kpurepun oneHoxk:
1. Omnenka «5» BoicTaBnsieTcss pu BeinoiaHeHnn 90% mpeanaraeMbIX 3aJaHHid, TO €CTh, €CIH

IIpaBUJIbHO U Y€TKO O(bOpMJ'IeHO 3aJaHuC.
2. OI_IeHKa «4» BBICTaABIISICTCA IIpHU BBIIIOJIHCHUHA 80% npeaiiaracMbix SaﬂaHHﬁ, TO €CTb, €CJIK
IpaBUJIbHO BBIITOJIHCHO 3aaHUC, HO NUMCCTCA 1 ommoOKa.

3. Ouenka «3» BbICTaBiseTcs npu BbimosHeHHH 0% mpeiaraeMbplX 3aaHUi, TO €CTh, €CIH
MIPaBUIILHO BBHITIOJHEHO 3aJaHUE, HO UMEIOTCS 2 OIIHOKH.

4, Orenka «2» BBICTABISIETCS NP BhIMOTHeHNH MeHee 50% mpeyraraeMbIxX 3aJaHUi, TO €CTh,

€CJIM UMEIOTCSI UCTIpaBJIeHUs U OoJiee 2 OmmoOOoK.

5.2 KoHTposbHBIE BONIPOCHI IS TEKYIIETO KOHTPOJIA

KoHTposbHBIE BOIPOCHI
K pazgeny | «JlokymeHTallMoOHHOE 0OecriedeHe yIpaBIeHYECKON 1eATEeIbHOCTI

1. Kakwue criocoObl JOKYMEHTUPOBaHUS Bbl 3HaeTE?

N

HazoBuTe coBpeMeHHbIE BUABI HOCUTENEH HHPOPMAIUH.

Kakum 3akOHOM yCTaHaBJIMBAETCs IIPABOBOM PEXKUM CO3/1aHUS, XPAHEHUS U UCIIOJIB30BaHUs
WH()OPMAITMOHHBIX PECYPCOB?

Yrto noHumaeTcs 1moj noJuyHKIMOHATbHOCTBIO TOKYMEHTa?

[Toxaxxute 3Hauenue JI0Y uepe3 pyHKIIUN JOKYMEHTa

KaxoBel 06mme TpeboBaHus kK 0(hOPMIICHHUIO, COCTABIICHUIO U OJJaHKaM IOKYMEHTOB
Ha3oBure ocHOBHBIE CBOMCTBA JOKYMEHTA.

© N oA

Jaiite onpenenenre aTpuOyTUBHOCTH ((PYHKIIMOHAIBHOCTH, CTPYKTYPHOCTH) TIOKyMeHTa. 9.
HazoBuTe OCHOBHBIE TpPHU3HAKU JOKYMEHTA U JAlTe KPATKyI0 XapaKTEPHCTUKY

Ka)KJI0T0 M3 HHX.

10. Yro Takoe ropuauveckas cuia T10KyMmeHTa?

11. JaiiTe onpesienieHre MOJIMHANKA M TyOJIMKaTa TOKYMEHTA.
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12. Jaiite ompeneneHue Komuu JokyMmeHTa. Korma komus JOKYMEHTa TpHOOpETaeT
IOPUIUYECKYIO CUTTY?

13. UeM nOATMHHBIA JOKYMEHT OTJIMYAETCS OT MOAJI0KHOT0?

14. Uro npencrasiser co00i JOKYMEHT, GanbCcu(UIMPOBAHHBIN MOJTHOCTHIO?

15. Yro npencraBiisieT coO0H JOKYMEHT, (pabCupUIIMPOBAaHHBIN YaCTUIHO?

16. Uro npencrasisieT co00i OpuruHai JOKyMEHTa?

17. Ha ocHoBaHMM KakuMX HOPMAaTHBOB YCTAHABIIMBAETCS JOJDKHOCTHOM M YHMCIEHHBIA COCTaB
cyx6 JJOY?

18. Yrto Takoe JTOKYMEHTOOOOPOT NMPEANPUITHI 1 OpraHu3aIuii?

19. [To xako¥ cxeme OCYIIECTBISETCS OTIPABKA UCXOIAITUX TOKyMEHTOB? 20. KakoBsl

O0COOEHHOCTH CHCTEMAaTU3alliU JOKYMEHTOB U UX XpPAHEHUs?

KoHTposabHbIe BOIPOCHI
K pazzaeiny 2 «Opranu3amnusi paboThl ¢ JOKYMEHTAMI)

1. KakoBsl ¢pyHkuuu u npasa ciyx6s1 JJOY?

2. Kak ocymiecTBiisieTcst peructpanysi 1 KOHTPOJIb UCIIOJIHEHHSI IOKYMEHTOB.

3. KakoBsl ocobennoctu IOV 1o oOpanieHusiM rpaxaan?

4. Kak ocymecTBisieTcst opranu3anus OnepaTUBHOIO XpaHEHHs! JOKYMEHTOB?

5. Kakue ecTb BUIbI HOMEHKIIATYPHI 1€’

6. KakoBo 3HaueHrEe HOMEHKJIATYPBI JIeJT 7S KIIACCH(PHUKAIIMU TOKYMEHTOB?

7. KakoBbl OCHOBHBIE TPEOOBaHMS K OpraHU3aluU XPAHEHUS UCIIOJHEHHBIX JOKYMEHTOB B
JIeTIOTPOU3BOICTBE?

8. Kak oOecneunBaercs eQUMHCTBO TpeOOBaHMH K  XpaHEHMIO  JIOKYMEHTAallUH B
JIETIOTIPOU3BOJICTBE U apXUBE?

9. Kakoii mopsiok ¢opMupoBaHus /1€ CYIIECTBYET B I€IONPOU3BOJICTBE?

10. B uem cocTosT ocobeHHOCTH (hOPMUPOBAHUS KaAaCTPOBOTO jemna?

11. KakoBbI BU/IbI OTBETCTBEHHOCTH 32 COXPAaHHOCTh JOKYMEHTOB?

12. Kakne cymecTByrOT NPUHIMIIBI U KPUTEPUM OINPEICIICHUS] HAy4YHON, HCTOPUYECKON U
NPAaKTUYECKOH LIEHHOCTH JOKYMEHTOB.

13. Kakue ycTaHOBIIEHBI CPOKU JIJIs1 XpaHEHUS JOKYMEHTOB?

14. KakoBbI 3Tambl ¥ MOpAI0K MPOBEACHUS IKCIIEPTU3bI IEHHOCTH JJOKYMEHTOB?

15. Kak ocymiecTBisieTcs MOArOTOBKA JIEN K apXHUBHOMY XPaHEHHIO.

16. Kakue cymecTByroT BUbI apXUBOB U apXUBHBIX (POHIOB?

17. KakoBbl 0COOEHHOCTH W TPEUMYIIECTBA aBTOMATHU3AIMK TPOIECCOB JOKYMEHTAIMOHHOTO
obecrieuenns ympasieHusi? 18. KakoBbl TpaBmia permcTpanvd, IMOMCKa W XPaHEHUS
JIOKYMEHTOB?

Kpurepun oneHok:
1. Onenka «oTjau4HO». OTBETHl Ha IIOCTABJICHHBIE BOMNPOCHI H3JIAraloTCs JIOTHYHO,

MOCJeIOBaTeIbHO M HE TpeOyIoT J[OMOJHUTENBHBIX ToscHeHui. IlomHO packpeiBatoTCs
MPUYMHHO-CJICJICTBEHHBIE CBS3M MEXIYy SBICHUAMU U COOBITMAMHU. Jlemarorcsi 0OOCHOBaHHBIE
BBIBOJBI. JleMOHCTpHpYIOTCS TiyOOKHe 3HaHHMs 0a30BbIX HOPMAaTHUBHO-TIPABOBBIX AKTOB.
Co0:roatoTcst HOPMBI JIUTEPATYPHOU PEUH.
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2. Onenka  «xopomo». OTBeTsl Ha  IIOCTaBJICHHBIE  BOIPOCHI  M3JIAraroTcs
CHCTEeMaTH3HPOBAaHO M IOCIEA0BATENbHO. ba3oBble HOPMAaTHBHO-TIPABOBBIE AKThI UCIIOIB3YIOTCS,
HO B HEIOCTaTOYHOM oObeMme. Marepuan wu3naraercst YBEpeHHO. PacKpbITBI MPUYMHHO-
CIICICTBEHHBIC CBSI3M MEXIy SBICHUAMH M COOBITHSMH. JleMOHCTpHpyeTcs yMeHHue
AHAJIIM3UPOBATH MAaTCpUall, OJHAKO HC BCC BbBIBOABI HOCAT apFYMeHTI/IPOBaHHBIﬁ n HOK%&TGHLHBH\/JI
xapakrtep. CoOI0Aa0TCsl HOPMBI JINTEPATYPHOM pedH.

3. Ouenka «ya0BJIETBOPUTEJIBbHO». JONycKaroTCs HapylleHUs B IOCIEAOBATEIbHOCTU
usnoxkenus. Mmerorcs ymoMuHaHus 00 OTAENbHBIX 0a30BBIX HOPMATHBHO-TIPABOBBIX aKTaX.
HenonHo packpbIBalOTCS MPUYMHHO-CIECTBEHHBIE CBSI3U MEXKAY SBICHHSIMHU M COOBITHUSIMH.
JIeMOHCTpUPYIOTCSI IOBEPXHOCTHBIE 3HAHUS BOIPOCA, C TPYAOM PELIAIOTCS KOHKPETHBIE 3aJauH.
Nwmerores 3aTpyqHeHMs ¢ BbIBOAAMU. J[onycKaroTCsl HapyIlIEHUs: HOPM JINTEPATYPHOH pedH.

4, Ouemca «HEYIAOBJIETBOPUTEJIbLHO». MaTepI/Ian n3jaaracTcsa HEIIOCJICAOBATCIBHO,
C6I/IB‘II/IBO, HC IIPCACTABJIACT onpeneﬂeHHoﬁ CHCTEMBbI 3HaHHH 10 JUCHUITIINHEC. He PAaCKPbIBAIOTCA
MNPUYUHHO-CIICACTBCHHBIC CBA3U MCKAY ABJICHUAIMU U coOpITHaMH. He IMPOBOAUTCA aHaJIn3.
BI)IBOI[H OTCYTCTBYIOT. OtBerhl Ha JOIMMOJIHUTCIIBHBIC BOIPOCBI OTCYTCTBYIOT. HNmeroTcs
3aMCTHBIC HAPYIHICHUA HOPM HHTepaTypHOﬁ peun.

5.3  3amaHus JUIA BBINOJHEHHS CAMOCTOATENBHOW paboOThl (NMPUBEICHBI B  METOJMYECKUX
yKa3aHMsIX)

Tema 1.3. Kitaccudukanust JOKyMeHTOB.

IIpoBectn kmaccudukamuioo JOKYMEHTOB TIO 3aJaHuI0 mpernonaaBarens. Kiaccudukamro
BBITIOJIHUTH MO CIOCO0Y (puKcanuu, coAep>KaHuio, CIIOCO0Y M3TOTOBJICHUS, CTEMEHU CIIOKHOCTH,
MECTa COCTaBJEHHUS, CpOKaM MCIOJHEHHUs, [0 TPOUCXOXKJICHUIO, CTENEHH TIJIaCHOCTH,
IOPUANYECKON CHUJIe M Ha3HAUEHUIO, TI0 POJY EATEIbHOCTH

Tema 1.6. @opmymnsip — oOpaselr] OpraHu3alMOHHO-PACTIOPSIAUTEIHLHOTO TOKYMEHTA, PEKBU3UTHI U
OJIaHKU.

CocraBneHHE KOHCIICKTA 10 TEME: HpaBI/IJ'Ia O(I)OpMJ'ICHI/I}I, HU3TOTOBJICHUSA, YUC€TA, UCITIOJIb30OBAHUA
" XpaHCHUA 0J1aHKOB OpraHu3anunu. CocrapicHue 0J1aHKOB JOKYMCHTOB 110 IJ_Ia6J'IOHy.

Tewma 1.7. IlpaBuna cocraBneHus u 0()OPMIICHHS] OCHOBHBIX BHJIOB OPTaHU3AIIMOHHBIX
JIOKYMEHTOB.

CocraBrieHre 6JJaHKOB OpraHU3AIIMOHHBIX JOKYMEHTOB 10 madioHy. CocTaBieHne KOHCIIEKTa 10
teme: [IpaBuiia coctaBiaeHus U 0OpPMIICHUS KaIacTPOBOM CHEMKH.

Tewma 1.9. [IpaBuia coctaBieHust 1 0POpMIICHUST OCHOBHBIX BUI0B HH(POPMAIIMOHHO
— CIIPaBOYHLIX TOKYMCHTOB.
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CocraBienue koHcnekTa o reme: CocraBieHue 0J1aHKOB HH(OPMAIIMOHHOCTIPABOYHBIX
JOKYMEHTOB I10 Ia0JIOHY. 3alOIHUTG MPEAIoKEeHHbIe 00pa3ibl HH(GOPMAIIMOHHO- CIIPABOYHBIX
TOKyMeHTOB. M3ydeHne n1abioHOB criennain3upOBaHHBIX TPO(ECCHOHATBHBIX MTPOLEYD.

Tewma 1.10. [IpaBuna opopmMieHus 1 BbIIa4X KOITUHA JOKYMEHTOB.

CocraieHne KoHcnekTa 1o Teme: OcoOOEHHOCTH 3aBEPEHUS KOITUK HOTapUaJlbHBIMU KOHTOPaMU U
JOJDKHOCTHBIMHU JIMIIAMM OpraHU3aluil.

Tewma 2.4. DxcniepTr3a IEHHOCTH JOKYMEHTOB.

CocraBnenue koHcrekTa o tTeMe: [Topsaok yHHuTOXXeHUS! JOKYMEHTOB U 0()OpPMIICHHS pe-
3yJIbTAaTOB KCHEPTU3BI. DKCIIEPTHBIE KOMUCCHU, UX (DYHKIIMH, paBa. [IpoBeaeHne sKcrepTH3bI
LIEHHOCTH JJOKYMEHTOB.

Tema 2.6. ABTOMaTH3a1Ms IPOLIECCOB JOKYMEHTAIMOHHOTO obecnieueHus ynpasineHus. Coznanne

JIOKyMeHTa ¢ nomoiibto [1K.

5.4 TecToBble 3a1aHKs I TEKYLIETO KOHTPOIIA
B Tecre HE0OX0IMMO BBIOPATh MPABUIIBHBIA OTBET (MX MOXKET OBITh HECKOJIBKO) WIIH YKa3aTh

IOCICa10BAaTCIbHOCTD 00beKTOB. 1. I[OKyMeHT —I3TO:

1. 3adukcupoBaHHas  Ha MaTepruaIbHOM HOCHTEJIE uHpopManus ¢
PEKBU3UTaMHU, [TO3BOJISIFOIIMMHU €€ UIEHTU(QULPOBATS.

2. Hocutens uapopmannu, UCIOIb3yeMOH B LIESX PETYIMPOBAHUS COLUATBHBIX OTHOILICHHUH.

3. WNndpopmanus, 3adukcrpoBaHHast JIOOBIM CIOCOOOM Ha JIF0OOM HOCHUTEIIE.

2. IToAJIMHHUK JOKYMEHTa — 3T0:

1. [lepBblii WM €IMHCTBEHHBIM JK3EMIUIAP JTOKYMEHTA.

2. OK3eMIUISIp AOKYMEHTA, C KOTOPOTO CHATA KOTMSL.

3. IOpuanyeckasi cujia JOKyMeHTa — 3TO:

1. OcobeHHOCTH BHELTHETr0 0(pOpMIICHUS JOKYMEHTA.

2. CBHIETENhCTBO HAIMYHS B JIOKYMEHTE TOJIOKEHUH HOPMATUBHOTO Xapakrepa. 3.
CriocoOHOCTh JOKYMEHTA MOPOXKIATh OMpeeICHHbIE IPABOBbIE MOCIECTBHSL.

4. HNmMmeer 1M IOPUAUYECKYIO CHJTY IOKYMEHT, OJYYEeHHbIH 110 GpaKCUMHJIBHOM cBA3U?

1. Ha.

2. Jla, o coriameHnio CTOpoH HHPOPMALTMOHHOTO OOMEHa.

3. Her.

5. Kakoii u3 nepeuncjieHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBH3UTAM Y/10CTOBepPeHusi?

1. I'pud yrBepxaeHus.

2. [TeuaTs.

3. OTMmeTKa 0 3aBepEeHUN KOIHH.
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4, Busa cornacosanus. 5. [Toanuce.

6. B kakoil mocse10BaTeIbHOCTH J0JKHBI ObITH PacCHoJIOKeHbl HAMMEHOBAHUA B
01aHKe muchbMa GUIMAIA OPraHu3aluu?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

2. (OAO «CubnHedTbY).

3. ®unmain B roposae Xantel-Mancuiicke. 4. «Hedrsnas komnanus “CudbHedTs ».

7. Kakne peKBU3UTHI BKJIIOYAOTCA B 0J1aHK mucbMma?

1. MecTo cocTaBICHHS WU U3/IaHUS JOKYMEHTA.

2. 3aroyioBOK K TEKCTY.

3. HaumenoBanue opranusaiuu.

4, ToBapHbIii 3HaK (3HAK 0OCTY>KUBAHUSA).

o. HaumeHnoBanue Bu1a TOKyMEHTA.

6. Anpecar. 7. CrnpaBoYHBIC JJaHHBIC 00 OpraHU3aIIUH.

8. Ha kakom 3k3eMmuisipe /1€JI0BOro MHCbMa, MOATOTOBJIEHHOM /IJIsl OTHPAaBKH aJpecaTy

10 MoYTe, MPOCTABJISIIOTCSH BU3bI?

1. Ha moayimHHMKE, OTIIPaBIISIEMOM aJipecary.

2. Ha xonuu, nomemaeMon B 1€J10 OpraHu3alnH.

9. Kakoii BapuanT oopMiIeHHsI CIPABOYHBIX JAHHBIX 00 OPraHu3aluy U KOJA0B B OJIaHKe

OpraHu3anuu sBJISIETCHA MPABUJIbHBIM?

1. 0062. Oo6m
«ABTOKAP» «ABTOKAP»

117312, Mockga, yi1. Depcmana, 1. 5/1 Ten. 721-Yn. ®epemana, 1. 5/1, Mocksa, 117312
33-33; dakc 721-19-00;  Ten. (495) 721-33-33; hakc (495) 721-19-00; e-mail: avto@avto.ru
OI'PH 1127776500001; e-mail: avto@avto.ru

MHH/KIIIT 0112220000/011777000 OKIIO 2356447; OI'PH 1127776500001,
No WHH/KITIIT 0112220000/011777000
Ha Ne OT Ne
Ha Ne oT
10. Yro no/KeH ceiaTb padOTHUK OPraHM3alMi, BUSHPYIOIIMHA JOKYMEHT, €CJIM OH He

COIJIACEH € ero cojep:kaHnuemM?
1. Orka3aTbCsi OT BH3UPOBaHUS JIOKyMEHTa. 2.
3aBU3UPOBATH IOKYMEHT, BBIPA3UB CBOE MHEHHE.

11. Kakoii BapuaHT 3arojioBKa K NUCbMY Bbl CUHTaeTe NPABUWIBHbIM?

1. O noroBope MOCTaBKH.

2. O HeBbINOIHEHHUHU H0roBopa moctaBku ot 12.08.2015 Ne 45/67. 3. O
HEBBITIOJTHCHUH JIOTOBOPA.
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12. Kak go/zkHa ObITH 0(popMIIEHA MOANMCH, €CJIH 3aMeCTHTEb PYKOBOAUTEJIs
OpraHu3alMy UMeeT NMPABO NOANMCHIBATH JOKYMEHThI BMECTO PYKOBOJUTEISI B CJIy4Yae ero
BPEMEHHOI0 OTCYTCTBHSA?

1. 'eHepanbHBIN AUPEKTOP IMoamnuce JI.A. Canukos

2. 3aM. TeHepaJIbHOTO JUPEKTOpa ITognuce O.I1. PemuzoB

3. N.o. reHepasibHOTO TUPEKTOpA [Moanuce O.I1. Pemu3zos

13. Kak nosxHa 0bITh 0(poOpMIIeHA MOANMCH B MUCHbMeE, €CJIM KOMMeEP4YeCKUil TUPEKTOP
¢upmbl (H.U. CtapkoB) HAX0AUTCH B OTIIYCKe, 2 MCIIOJIHEHHE er0 0013aHHOCTell MPUKAa30M
BO3JI0KE€HO HA 3aMecTUTeN st KomMmepueckoro nupekropa (E./Jd. Tabakosa)?

1. Kommepuecknuit qupextop  Ilogmucs E.JI. TabakoB
2. 3amM. KOMMEPUYECKOT0 TUPEKTOpa [Togmucey  E.JI. TaGakoB
3. N.o. koMMeEpUECKOTO TUPEKTOPA [Togmucey  E.JI. TaGakos

14. Hy)KHO JIM 3aBEPATH NMEYATHI0O OPraHu3alui IMPUKa3bl pyKOBO)II/ITeJIﬂ?

1. Ja.
2. Her.
16. Kakoe muceMo 3aBepsercs ne4arbio?
1. I'apanTuiitnoe nucHMo.
2. KommMmepueckoe npemiioxeHue.
3. [TuceMo-npocsOa. Kirou k Tecty:
Ne
1 2 3 4 g 6 7 8 9 100 11 12 13 | 14
3a/1aHuA
OtBer 1 2 3 2 4 1’2’2 34,7 2 2 2 2 2 3 2

6. CDOHI[I)I OICHOYHBIX CPCACTB AJId HpOMe)KYTOLIHOI\/JI arTeCcTanmuu

6.1. IIpumepHblii mepeueHb BOIPOCOB K 3a4eTy

1. IToHATHE TOKYMEHTAIIMOHHOTO O0ECTIEYEeHUs YIIPABICHMSL.

2. Bnusinue nayunoit opranuzanuu Tpyna (HOT) u BHeapenus coBpeMeHHOM oducHOM 1
BBIYMCIUTENIFHOM TEXHUKHU Ha TexHonoruio JJOVY.

3. [TonsiTre U GyHKIMH JOKYMEHTOB.

4. Ponb nnopmanuu B conuanbHO-3KOHOMUYECKUX MPOIECCaXx.

5. ®denepanpHblil 3akoH «O0 nHGOpManu, HHOOPMATH3ANN U 3aIIUTE THHOPMAITHI.
[TonnpyHKIMOHATBHOCTD TOKYMEHTA.

6. OcHOBHBIE CITOCOOBI TOKYMEHTHPOBAHUSI.

7. MartepuanbHble HOCUTENTH HWHGOPMAllMd W WX HCIIOJIb30BAaHUE IPU IOJTOTOBKE

JTOKyMEHTaIlMK, HeoOxoaumMoil B mpodeccruoHanpHoi nestenbHOocTH 8. CocraB
HOPMAaTUBHO - MeToau4eckoi 6a3el JOY.

9. HopmaTtuBHO-MeTOmMueckast 6a3a mpu MOATOTOBKE TIOKYMEHTAIlUH, HEOOXOIUMOM st
TMPUHATHS TPO()ECCHOHABHBIX YIIPABICHUCCKUX PEIICHHM.

10. Knaccudukanus 10KyMeHTOB.

11. I'ocynapcTBeHHBIE CTaHIAPTHI HA YHU(DUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.
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12.

14.
15.

16.

17.
18.
19.

20.
21.
22.

23.

24,

25.

27.
28.
29.

30.
31.
32.

34.
35.
36.
37.
38.
39.
40.

OcCHOBHbBIE TIOHSITUS: PEKBU3UT, (OPMYISIp JOKYMEHTa, THUIOBOH (opMyIsp,
dbopmymsip - obpazer, Tabeab GopM TOKYMEHTOB, aibooM (GopM YHUDHITUPOBAHHBIX
nokymeHToB. 13. Cnyx0a HOKyMEHTAIlMOHHOTO oOecredeHus YIpaBieHUs (3a1add,
(GyYHKIIUH, TUIIOBBIE CTPYKTYPHI, JOHKHOCTHOM COCTaB).

[TonsTre n o0IIMe TPUHLIKIIBI OPraHU3aUHU TOKYMEHTO000pOoTa.

HopmatuBHsbie JIOKYMEHTBI, PErJIaMEHTUPYIOLUE OPTaHU3aIHI0
IOKyMeHT000opoTa. KommbroTepusamnus JOKyMEeHTO000pOTa.

Opranu3zaiys NoAroTOBKM JOKYMEHTAIMH, HE0OXOUMON 1Sl podeccruoHaIbHOM
JeSITeNIbHOCTH

Bunbl 6:1aHKOB TOKYMEHTOB.

OcCHOBHBIE TPYMITBI OPraHU3ALMOHHO-PACTIOPATUTEIBHBIX JOKYMEHTOB.
XapakTepuCTUKA U COCTaB OPTaHU3AIMOHHBIX JOKYMEHTOB (yCTaBa, MOJOKCHHS,
MHCTPYKLHUH, TOJDKHOCTHON MHCTPYKIIMU, TIPABHII), TPEOOBAHUS K MX OQOPMIICHUIO.
CocraBienune 01aHKOB OpraHU3aIMOHHBIX JOKYMEHTOB 110 IIa0JIOHY.

[IpaBuia cocraBieHust 1 0POPMIICHHUS KaJaCTPOBOH CHEMKH.

XapakTepucTUKa M COCTaB PaCHOPSAUTEIbHBIX JOKYMEHTOB, TpeOOBaHMS K HX

0o OpMIICHHUIO.

[IpaBuna cocraBneHuss W OGOPMIEHUS OCHOBHBIX BHJIOB HH(POPMAIMOHHO-
CIPAaBOYHBIX TOKYMEHTOB.

XapakTepucTUKa U COCTaB CIPaBOYHO-MH(POPMAIIMOHHBIX IOKYMEHTOB, TPEOOBAHHUS K
X 0pOPMIICHUIO.

[TpumeHeHne mabI0HOB CIIEMUATTU3UPOBAHHBIX MPO(ECCHOHANBHBIX Tponeayp 26.
ITopsimok opopmieHus U BbIaYH, 0COOEHHOCTH 3aBEPEHHsI KOITUHM TOKYMEHTOB.
[ToTMHHBIE ¥ TTOJTOKHBIE JJOKYMEHTHI.

[ToHATHE KOHTPOJISI UCTIONHEHHS JOKYMEHTOB, BUIBI KOHTPOJISL.

[Tonpaznenenue cinyx06sb1 IOV, ocymiecTBisionee KOHTPOIb UCTIOTHEHUS; €T0
¢GbyHKIMY, paBa.

[TpuHIUTIBI OpraHU3aIMK ¥ TEXHOJIOTHS BEICHHUSI KOHTPOJISL.

Oco0eHHOCTH KOHTPOJIS paCOpAIUTENbHBIX JOKYMEHTOB.

OcHOBHbIE MONOXKEHHS paboThI ¢ mUchbMamu rpaxkaad 33. [lousTus: 7eno,
(dbopmHpoBaHUE /1€, HOMEHKJIaTypa Jiell.

dopmMupoBaHUE KaJacTPOBOTO JIENa.

[ToHsATHE SKCNIEPTU3BI ICHHOCTH IOKYMEHTOB.

Cpoku XpaHEHUS TOKyMEHTOB.

Bunbl apxuBOB U apXUBHBIX (OHJIOB.

Co3nanue nokyMeHnTa ¢ nomoibto T1K.

[IpenmymiecTBa 1 HEAOCTATKA DIEKTPOHHOTO TOKYMEHTA.

Oco0eHHOCTH XpaHEHHS JOKYMEHTOB B 3JIEKTPOHHOM popme.

6.2 [Ipumep 3amanuii 17151 yCTHOTO OIpoca

Bapuant
BOIIPOCA

Ne Bomnpoc
BOITpOCa

1 Packpoiite moHsTHE « JJOKYyMEHTAalIMOHHOE O0eCIIeYeHUE YIIPABICHUS




I PackpoiiTe NOHATHE «IOKYMEHTUPOBAHUE

Il PackpoiiTe MOHATHE «TOKYMEHT»

Hazosure o0mue GyHKIIH 0PUIHATBHBIX TOKYyMEHTOB

I Ha3zoure crieranbHbie QyHKIMH OQHUIMATBHBIX JOKYyMEHTOB

Il Knaccugukaius opumaibHbIX TOKyMEHTOB

[{emu cnyx0661 JJOY

] 3amgaun cnyxowr [JOY

Il dynkiuu cryxos JIOY

Uto Takoe «tOpunnueckas cuiia»

CocTaB ynpaBlieHYeCKOW JOKYMEHTAaIU!

D OB WWWNINDN PP

KTo siBisieTcs yuaCTHUKaMU PEryIupyeMbIX IPakJaHCKUM
3aKOHOAATEIbCTBOM OTHOIICHUN

Kputepuu oneHok:

1. Onenka «oTM4HO». OTBeThl Ha IOCTaBJICHHbIE BOIPOCHl M3JIAralOTCs JIOTHYHO,
MOCTIeIOBATEeIbHO M HE TPeOyIOT JOTMONHUTENBHBIX ToscHeHuid. [lomHO packpeiBaroTCs
IIPUYMHHO-CJIEICTBEHHBIE CBSI3U MEXY SIBICHUSIMH U COOBITHSMH. [lenaroTcss 000CHOBaHHbBIE
BbIBOJIbI. JleMOHCTpUpYyIOTCS TiIyOOKHe 3HaHMsl 0a30BbIX HOPMAaTHUBHO-IIPABOBBIX AKTOB.
Co0:ro1at0TCst HOPMBI JIUTEPATYPHOU PEUH.

2. Onenka  «xopomo». OTBeThl HAa  TOCTaBJICHHBIE  BOMPOCHI  HM3JIAraroTCs
CHCTEMAaTH3MPOBAHO U TMOCIEI0BATENbHO. ba3oBbie HOPMATHBHO-TIPABOBEIE aKThI UCIOJIB3YIOTCS,
HO B HEJOCTAaTOYHOM oObeMe. Marepuan wu3jaraercss yBepeHHO. PacKphITBI TpPUYHHHO-
CIIEICTBEHHBIE CBSI3U MEXJYy SBJIEHUSMU M COOBITUSMH. JleMOHCTpUpyeTcs yMeHue
AHAJIIM3UPOBATH MaTCpUuall, OJHAKO HE BCC BbLIBOABLI HOCAT apFYMGHTHpOBaHHBIﬁ n Z[OK&?;&TGJ'H)HI)II\/'I
xapakrep. CoOir0Aa0TCsl HOPMBI JINTEPATYPHOI pedH.

3. Onenka «ya0BJIeTBOPUTENbHO». JlomyckaioTcs HapylIeHHs B IOCJIEI0BAaTEIbHOCTH
n3noxkeHus. Mmerorcs ynmoMuHaHus 00 OTAENbHBIX 0a30BBIX HOPMATHBHO-TIPABOBBIX aKTaX.
HenonHo packpbiBaloTCS NPUUMHHO-CIIEACTBEHHBIE CBA3M MEXKAY SBICHUSIMU M COOBITHSIMH.
JleMOHCTpUPYIOTCSI IOBEPXHOCTHBIE 3HAHUSI BOIPOCA, C TPYAOM PELIAIOTCS KOHKPETHBIE 33aJauH.
Nwmerores 3aTpyqHEHMS ¢ BBIBOJAAMU. J[oIycKarOTCsl HapyIIEHUsI HOPM JINTEPATYPHOH pedH.

4. Onenka «HeyJAOBJICTBOPUTENbHO». Marepuan u3naraeTcss HENOCIEA0BATENbHO,
cOMBYMBO, HE MIPEJICTABISAET ONPEACTICHHON cUCTeMbl 3HaHUI 1o JucuuIuinHe. He packpsiBatoTcst
MIPUYHUHHO-CJIEICTBEHHBIE CBSI3U MEX]y SBJIIEHUSMU U COOBITUSIMUA. BBIBO/IBI OTCYTCTBYIOT.
OTBeTHI Ha IONIOJHUTENBHBIE BOIIPOCHI OTCYTCTBYIOT. FIMEIOTCS 3aMETHBIE HAPYIIEHUSI HOPM
JIUTEpPaTypHOH peun.

6.2. KoHTposibHOE TECTHpOBaHKE

TecT mpoBOAUTCS IO TUCHIUIUINHE «J/{oKyMeHTalmoHHOe o0ecrieueHne ymnpapiieHus B TeueHue 20
MHHYT U OXBATBIBACT MAaTCpHaJ JUCHUIIIIMHBI 110 pa3aciaM:



a Paznen 1 JlokyMeHTaIIMOHHOE 00ecTiedeHne YIPaBIeHUECKON AeATEIbHOCTH

d Paznen 2.0pranu3zanus paboThI C JOKyMEHTaMHU.

Tect 3akpbrToro tuna. Konuuecrso Bapuantos — 4. B kaxxom Bapuante no 10 Bonpocos. Ha
KaXX/IbIif BOIPOC JJAHO 110 3 OTBETA, OJJUH U3 KOTOPHIX BEPHBIH.

Kputepuu oneHku: oneHka 5 (OTIIMYHO) CTaBUTCA MIPH BEPHBIX OTBETAaX HA BCE BOIPOCHI;
orueHka 4

(xopo10) ctaBUTCS Ipu 7 - 9 BEpHBIX OTBETAX HA BOIPOCHI;

orieHKa 3 (YAOBJIETBOPUTEILHO) CTABUTCS IIPH 5 - 6 MpaBUIILHBIX OTBETAX; OIICHKA 2
(HEeyIOBIIETBOPUTEIHHO) CTABUTCS MIPH MEHEE 5 MPABUIBHBIX OTBETAX.

K TCCTY NpujIaracTcsd K04 ¢ BapuaHTaMU IPaBUJIbHBIX OTBETOB.

BAPHUAHT 1 1.
HNudopmanus 10/2kHA ObITH: a. IOCTOBEPHOM;

0. COBPEMEHHOM;
B. HEOOXOIUMOH.

2. ®opMyJISIP JOKYMEHTA — COBOKYITHOCTh PEKBH3UTOB: a. 0053aTEIbHBIX;

0. HEOOXOUMBIX ISl TIOKYMEHTA; B
MOCTOSIHHBIX.

ITo cTeneHu c/I0KHOCTH JOKYMEHTHI ObIBAIOT:
. IPOCTBHIE;
. TUIIOBBIE;

¥ Svs w

- MHAUBUAYAJIbHBIC.

>

ITouToBBIii aipec B peKBU3UTE «AJpecaT? YKa3bIBaeTCs: a. BO BCEX JJOKYMEHTAX;

0. B IICbME YaCTHOMY JIUITY,
B. BBIIICCTOSAIINUM OpraHu3alunsaIM.

5. Bc.ﬂyqae OTCYTCTBUA JTOIKHOCTHOI0O JiMama Hpd MNOANMUMCAHUM JTOKYMEHTaA: a.

IIPOCTABIISIETCA KOCasl 4epTa Mepejl yKazaHUeM JI0JKHOCTH; 0. MPOCTaBIseTCs MPEAIor «3ay;
B. npoctasisiercs «1.0.».

B rpynny opranu3anMoOHHbIX IOKYMEHTOB He BXOAST: a. YCTaB;
. IITaATHOE PaCIUCAHUE;

. TPYZOBOM KOHTPAKT.

Ha koyJieruajbHoOil 0CHOBe M3Jal0TCA: a. TOCTAHOBJICHUS

. IPUKA3bI;

. CIIPABKH.

= N - e ]

8. Jles10BBIC MUCBMA HEe HMEKOT PEKBU3HMTA: a. aBTOD;
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0. HaMMEHOBAHHE BU/IA IOKYMEHTA;

B. JaTa.

9. JIn4HBIe 1eJ1a COTPYAHUKOB XPAHSATCS: a. 2 T0/1a;

0. 10 mer;

B. 75 Jer.

10. B nes1a He mMOMeIAIOTCSA: 2. HCTIOJHEHHBIE IOKYMEHTHI; 0. MPUJIOKEHHUS;, B. YSPHOBHKH.
BAPHUAHT 2

1. JlokyMeHT 3T0:

a. MaTepuaIbHbIA HOCUTEIID;
0. uHpopmanus;
B. HH(OpMalMs Ha MaTepUAIIbHOM HOCHUTEIIE.

2. Cranaaprusauus 3T0:

a. poliec MPUMEHEHUs 00pa3IoB JOKYMEHTOB;

0. IpoIIeC HOPMATUBHOTO 3aKPEIUICHUS PabOTHI C JOKYMEHTaMU;
B. [IPOLIEC PETUCTPALIUU JOKYMEHTOB.

3. ITo mecTy cocTaB/ieHHsI JOKYMEHTBI ObIBAIOT: a. BHyTPEHHUE;

0. TUYHEIE;
B. CCKpETHBIEC.

4. Ha 6n1ankax opranuszaumii I'epd P® nomemaercsi: a. B HEKOTOPBIX CIydasix;

0. HE MOXET MNOMCIIAaTbCA,
B. BCCT/1a ITOMEIIACTCA.

5. ,HOHyCKaeTCH HE€ YKa3bIBaThb 3aroJI0OBOK K TEKCTY: 4. Ha BCCX JOKYMCHTAX,

0. Ha okyMeHTax ¢opmara AS;
B. Ha IoOKyMeHTax ¢opmara A4.

6. YcraB akuMOHEPHOro 001IeCTBA YTBEPKIAAETCSA: a. OpraHaMy roCcyJapCTBEHHOMN
BJIACTH;

0. coOpaHHeM aKIIMOHEPOB;

B. BBILIECTOSALIEH OPTaHU3aL[UEH.

7. B nepBoii 4acTH TeKCTA PACNOPAAUTENBHOI0 JOKYMEHTA YKAa3bIBAKOTCH: a.
BBIBOJIBI U TIPE/IIIOKCHHS;

0. MOTUBALIUS U3AAHUS TOKYMEHTA;

B. MEpBI M0 pa3pelIeHnIo KaKoro-mmbo Bompoca.

8. IleyaTb0 3aBepsAOTCA MUCHMA:
a. [IpUIrIalICHusAd,

0. rapaHTUIHBIE;

B. TIOATBCPKACHUA.



9. Jeno —3to:

a. BCE JIOKYMCHTBI TIPEIPUSITHS,

0. JOKYMEHTBI, IOMEIICHHBIC B OJTHY O0JI0XKKY;

B. JIOKyMEHTBI [0 OJTHOMY BOIIPOCY HJIU YYaCTKY JICATCIbHOCTH.

10. [es1a B apXMB CIAI0TCA: . [10 OIIUCH;

0. 10 HOMEHKJIATYpE;
B. [10 BE€JIOMOCTH.

BAPUAHT 3
1. @OyHKUIHMHN JOKYMEHTOB: a. pa3pelieHue KOHPIUKTOB;

0. 3aKPCINICHUC OPTraHU3alluOHHOIO YCTpOﬁCTBa IMpCAIIpUATUA;
B. OKa3aHHC IIOMOIIH B paﬁoTe.

2. Yuudukanusa Heodxoauma:
a. 1y oberdyeHus paboThl CeKpeTapei;
0. cokpauieHust opM I0KyMEHTOB;

B. U151 9 PEKTHBHOTO KOHTPOJIS.

3. ITo cnoco0y pukcaunu J0KyMeHThI ObIBAIOT:
a. rpaduueckue;

0. THIIOBLIC;

B. CIIy’KEOHBbIE.

4. IMOJIeMa OPraHu3aniy yKa3bIlBaeTCs:

a. BMECTO HaMMEHOBAHUsI OpraHu3anuu; 0. s 00JeTYeHUs TIOMCKa JIOKYMEHTa; B. Ha
(upMeHHOM OJIaHKE.

5. Opuanueckyo cuity 10KyMeHTY NPUAAeT:
a. OAMNKUCH PYKOBOIUTEIS;

0 meuath; B

BU3EL.

6. PacnopsigutesibHOe CJI0BO NMUILIETCH:

a. B HaYaJIC JOKYMEHTA, 0.8 KOHIIC TCKCTA,
B. ICPEA U3JIOKCHUCM YITPABJIICHYCCKOI'O0 pCHICHUS.

le/l NOANMMCAHMMA TOKYMEHTA HECKOJIbKUMHU JJUIIAMHU MOAIIUCH PACIIOJIAraTcd: a. 110 paHdry,

0. mo andasuty; B
MIPOU3BOJILHO.

8. B ne10BBIX MHCBMAaX 0TPaKAETCSI MHEHHE: a. PyKOBOJIUTEIS;

0. opraHuzanuu;
B. CIIC[[UAITUCTOB.
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9. les1a opraHu3anuy B TeYeHUH Ioa XPAHATCS: a. Y PYKOBOJAUTEIIS;

0. y cekperaps;
B. B CTPYKTYPHBIX [TO/Ipa3/ICIICHUSX.

10. Cpok XxpaHeHHs JOKYMEHTA B apXUBe OPraHu3aluM 3aBUCUT: 4. OT BHEIIHETO
BHUJIA;

0. OT cofepKaHus;

B. HUIMYHWS MECTa sl XpaHEHUSI.

BAPUAHT 4
1. KoMnibroTepusamnus B 1eJI0NPOU3BOJACTBE HEOOX0AMMA: a. /I XpaHEHUS HH(MOpMaIUK;
0. JUIs UMUK OpraHu3aIuu;
B. JUTS CO3JIaHUsI KOM(POPTHBIX YCIOBUH TPy/a.

2. PexBU3MTOM Ha3bIBAETCH:
a. uH(POPMAITHOHHAS OCHOBA JOKYMEHTA,;
0. DJIEMEHT JIF000TO TOKYMEHTA;

B. 3JICMEHT OIPE/ICIICHHOIO JIOKYMCHTA.

3. Ilo HauMeHOBaHHIO AOKYMECHTDbI OBIBAIOT: a. ITMCHbMCHHBIC,

(=)}

. INCBbMO,
B. MTHIUBUAYAJIbHBIC.

Mecto pexBusnta «/larta»:
. HIDK€ HAMMEHOBaHMs BUJIA IOKYMEHTa;
. HUKE TEKCTa;

¥ Svs N

. HUKEC IIOAIIMCH.

AKTBI 0)OPMJISIIOTCH
. CIIELIUAJIUCTOM,;
. MaTE€pPUAJIIbHO OTBETCTBEHHBIM JIULIOM;

W ovs Ol

. KOMHCCHEH.

K rpymnmne opranm3aiiiOHHbIC JOKYMECHTBI OTHOCUTCH: a. TOJDKHOCTHAA HHCTPYKIMA

0. MPOTOKOIT;
B. IOTOBOP KYIUIU-IIPOJAXKH.

7. IIpuka3pl NOANKMCHIBAIOTCS: a. CIEIUATUCTAMU;
0. pYKOBOJIUTEJIEM CTPYKTYPHOT'O IIOAPA3ACICHUS;
B. PYKOBOJUTEJIEM OPraHU3aLUU.

JeoBoe nmucbMO 3apy0e:KHOMY NapTHepY NUIIYT:
a. Ha pyCCKOM SI3BIK€E;



0. Ha SI3BIKE MOTY4aTENs;
B. [10 CUTYallUH.

9. HaunmeHnoBaHue Jej1a yKa3bIBaeTCs:

a. 110 YKa3aHUIO PYKOBOAMTENS; 0. M0 HOMEHKJIATYypeE;
B. [10 CUTYallUH.

10 Jloctym B apxXuB OpraHu3alMd HMMeeT:
PYKOBOJHTEI;
0. 3aB. apXUBOM;

B. JIIOOO¥ COTPYIHUK.

KJIIOY K TECTY
Ne /it BAP MAHTBI

1 2
la B
2B 0
Ja a
46 0
9B 0
6B 0
7a 0
8o 0
b B
108 a
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