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Conep:xkanue

OO01mue cBeaeHus
CTpyKTypa U cofiepKaHue YIeOHOM JTUCITUTUIAHBI
YcnoBus peaau3anyy MporpaMMbl THCIUATLIAHBL

KoHTposb pe3ynbTaToB 0OCBOSHHS y4€OHOM JUCITUILIUHBI



OBIIUE CBEJIEHUS 11O YYEBHOM JUCHUATIIIVHE
JTOKYMEHTAIIMOHHOE OBECHEYEHUE YITPABJIEHUSA

1.1. MecTto yueoHoii aucuunaunsl B crpykrype IHIICC3
JuctumimHa sBisieTcs: o0menpopecCHOHATBHON U OTHOCUTCS K TPO(ECCHOHATTEHOMY
y4eOHOMY LIUKITY.

1.2. TpeOoBaHusi K pe3yJibTaTaM OCBOCHHS Y4eOHOM TUCIUILIHHBI

baszoBas 4actb

B pesynbTare 0OCBOCHUS JUCIUILTUHBI 00YyYalOIIUIACS 10J2KeH YMeTh:

a 0oQOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATUBHOI 0a30ii, HCIONB3YS
MH(OPMaLIMOHHBIE TEXHOJIOTUH;

OCYIIECTBIISITh aBTOMATU3AIMIO 00paOOTKH TOKYMEHTOB;

YHU(PHUIIMPOBATH CUCTEMbI IOKYMEHTAIUU;

OCYIIECTBIISITh XpPAaHEHHUE U MOUCK IOKYMEHTOB;

OCYILIECTBIISATh ABTOMATU3ALIUI0 00paOOTKU JOKYMEHTOB;

Y R Y (o |

HUCITIOJIB30BAaTh TCIICKOMMYHHUKAIIMOHHLBIC TEXHOJIOTUU B
AIIEKTPOHHOM JIOKYMEHT0000poTe. B pe3ynbraTe 0OCBOCHUS TUCIUILTIHBI

00ydJarouuics A0/17KeH 3HATh:

MOHATHE, LCJIN, 3a4a4YU U NPUHIUIIBI JCJIOIIPOU3BOACTBA,

O OCHOBHBIC IMOHATHA JOKYMCHTAIMOHHOI'O oOecrieueHus YIIPABJICHUA

ad CHCTEMBI JJOKYMEHTAI[MOHHOTO o0ecrieueHus ynpasieHus; 0  kinaccupukaiuio
JIOKYMCHTOB;

a TpeOOBaHMS K COCTABICHHUIO U OPOPMIICHUIO TOKYMEHTOB;

d OpraHM3aII0 JTIOKYMEHTOO0O0pOoTa: MpueM, 00paboTKy, PETUCTpalllio, KOHTPOIb,
XpaHeHHEe JIOKYMEHTOB, HOMEHKJIATypy Jeil. DBapuaruBHas 4YacTb — HE
peayCMOTPEHO.

ConeprxaHue QUCIUTUTMHBI OPUEHTHUPYETCS Ha TMOATOTOBKY CTYJCHTOB K OCBOCHHUIO
npodeccuonanbubix Moaynei /711CC3 no cnenunansHoctu 21.02.05 «3emenbHOMMYIIECTBEHHBIE
OTHOILIEHMS» U OBJaJIeHHI0 npodeccroHanbHbIMU KoMrieTeHuusaMu (I1K):

YnpasieHue 3eMeJbHO-UMYLIECTBEHHBIM KOMILJIEKCOM:

1K 1.1. CocraBisTh 3eMeNbHBIN OanaHc pailoHa.

[1IK 1.2. IToaroraBnuBath JOKYMEHTAIHMIO, HEOOXOMUMYIO Uil MPHHATHS YIPaBIECHYECKUX
pemeHui o dKCIUTyaTalluy U Pa3BUTHIO TEPPUTOPHI.

[1K 1.3. I'0oTOBUTH NPEASIOKEHHS 110 ONPEIEICHUI0 SKOHOMUYECKOH 3P PeKTUBHOCTH
UCTIOJIB30BaHUST HIMEIOIIETOCS HEIBIKMMOTO HMYIIIECTBA

[1K 1.4. YyacTBOBaTh B MPOEKTUPOBAHUHU U aHAIM3€E COLMAIbLHO-3KOHOMHYECKOIO Pa3BUTHUS
TEPPUTOPUH.

1K 1.5. OcymiecTBisTs MOHUTOPHUHT 3eMEIb TEPPUTOPUH.

OcyuiecTBiIeHUE KaJaCTPOBbIX OTHOIIEHHIA:

[1K 2.1. BeINOJHATH KOMIUIEKC KaJaCTPOBBIX MPOLIEAYD.

1K 2.2. Onpenensars KaJacCTpOBYIO CTOUMOCTb 3€METIb.

[1K 2.3. BBINONHATH KaIaCTPOBYIO CHEMKY.



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

[IK 2.5. ®opmupoBaTh KaJacTpoBOE AENO.

KapTrorpado-reonesudeckoe conpoBokaeHne 3eMeJIbHO-UMYIECTBEHHbIX OTHOLICHHUI
[1IK 3.1. BemonHsATe paboThl MO KapTOrpago-reoe3ndeckoMy 00eCreueHUI0 TEepPUTOPHi,
co3aaBarh rpaduueckue MaTepuarbl.

[IK 3.2. Hcrnonp30oBaTh TOCYAApCTBEHHBIE T'€0JE3MYECKHE CETH M WHBIE CETH JUIs
MIPOU3BOJICTBA KapTOrpado-reo/1e3nuecKux pador.

1K 3.3. Ucnonb30BaTh B IPaKTUUECKOHN IEATEIHLHOCTH T€OMH(POPMAIIMOHHBIE CUCTEMBI.

I1IK 3.4. Onpenenars KOOPAUHATHI TPAHMI] 3€MEJIbHBIX YYaCTKOB M BBIYUCIISATh UX IJIOMIAIH.
1K 3.5. BBIMONHATE MOBEPKY M IOCTHPOBKY I'€0/I€3MYECKUX MPUOOPOB U HHCTPYMEHTOB.
OnpeneseHne CTOUMOCTH HeABUKMMOI0 HMYLIIECTBA:

IIK 4.1. OcymecTBiarh c60p U 00pabOTKy HEOOXOIUMOM M JOCTaTOYHOUW MH(pOpMaIuu 00
00BEKTE OLIEHKH U aHAJIOTMYHBIX 00BEKTax.

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

1K 4.3. O600mare pe3yabTaThl, MOJyYSHHbIE IOAX0IaMH, U JaBaTb 000CHOBaHHOE
3aKJII0UeHre 00 UTOrOBOM BEIMYMHE CTOUMOCTH 00BEKTa OLICHKH.

[1K 4.4. PaccunThiBaTh CMETHYIO CTOUMOCTD 3/IaHUN U COOPY>KEHUH B COOTBETCTBUU C
JEHCTBYIOIIMMU HOPMaTUBAaMU U IPUMEHSAEMBIMU METOJUKAMHU.

[1K 4.5. KnaccudunupoBaTh 37aHUS U COOPYKEHHUS B COOTBETCTBUH C MIPUHATON TUIIOJIOTHEH.
[IK 4.6. OdopmiaTh OLEHOYHYIO JOKYMEHTAIMI0 B COOTBETCTBHH C TpPeOOBAaHUSIMH
HOPMAaTUBHBIX aKTOB, PErYJIUPYIOMIHUX IPABOOTHOLIEHHSI B 3TOM 00J1acTH.

B mpornecce ocBoeHHS AUCHUIUIMHBL y CTYACHTOB JIOJHKHBI (POPMUPOBATH OOIIME KOMIIETCHITUH
(OK):

OK 1. [lonumarb CyIIHOCTP U COLHMAIBbHYIO 3HAaUMMOCTh CBOEH Oyaymieid mnpodeccuu,
IIPOSIBJIATH K HEM YCTOWYMBBIN MHTEPEC.

OK 2. AHanu3upoBaTh COLUAIBbHO-3KOHOMUYECKUE U MOJUTHYECKUE MTPOOIEMBI U MPOLECCHI,
UCIIOJIb30BaTh  METOJbl T'YMaHUTapHO-COLMOJIOTMYECKMX HAyK B Pa3IMUHBIX BUAAX
npo¢eCCHOHATIBHON U COLUANIBHOM NesTETbHOCTH.

OK 3. Opranun3oBbIBaTh CBOIO COOCTBEHHYIO JEATEIHLHOCTH, ONMPEACIISATh METOJBI U CIIOCOOBI
BBINIOJIHEHUS] TPO(ECCUOHATIBHBIX 3aJ]1a4, OLEHUBaTh UX 3P¢pekTuBHOCTh U KayecTBo. OK 4.
Pemats mnpoOiieMbl, OLIEHMBAaTH PUCKM U TNPUHUMATh pEHIEHUs B HECTaHJapTHBIX
CUTYalLUsX.

OK 5. OcymiecTBasTh IOUCK, aHATIU3 U OLEHKY UH(POpMaIuU, HEOOXOAUMOMN ISl TOCTaHOBKU
U pelieHus npogeccuoHaNbHbIX 33a4, NPOPECCHOHANBHOTO U JTMUHOCTHOTO pa3Butusi. OK 6.
PaboTaTh B KOJJIEKTUBE M KOMaHe, 00ecreunBaTh €€ CrjoYeHue, 3PGEeKTUBHO OOIIATHCS C
KOJIJIETaMH, PYKOBOZICTBOM, ITOTPEOUTEINISIMHU.

OK 7. CamocTosATensHO ONMpeaensaTh 3a1auu MPo(PeCCHOHATTEHOTO U IMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCs CaMO00pPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIICHUE KBATH(PUKALINY.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTUI B MPO(HECCHOHAILHON AEATEIbHOCTH.

OK 9. YBaxuTenbHO M OEpeXHO OTHOCHTHCA K MCTOPUYECKOMY HACIEIUI0 U KYJIbTYPHBIM
TpaauLUsAM, TOJEPAHTHO BOCIPUHUMATh COLIUAIbHBIE U KYJIbTYpPHBIE TPAIULIUH.

OK 10. CoOmonmate TmpaBWIa TEXHUKA O€30MacHOCTH, HECTH OTBETCTBEHHOCTHh 3a
OpraHu3aINI0 MEPOIIPUATHH 110 0OecreueHnI0 0e30MacHOCTH Tpy/a.



1.3. O0beM y4eOHOI TUCHUIIJIMHBI U BH/bI Y4e0HOI padoThI

Bup yueOHoii padoThl

O0BbeM yacoB

MakcumaibHasi yyeOHasi Harpy3Ka (Bcero)

76

Oos3aTesqibHAs1 ayAUTOPHAsl y4ieOHasi HArpy3Ka (Bcero)

51

B TOM YHCIJIC:

nabopaTopHbIE pabOThI

HE MPeAYCMOTPEHO

[PAKTUYECKHUE 3aHATUS 34
KOHTPOJIbHBIE pa0OTHI HE IIPEelyCMOTPEHO
CamocrosiTeibHas padoTa od0yuaromerocs (Bcero) 25

B TOM YHCIJIC:

KypcoBasi paboTa (IIpoeKT)

HE MPEAYCMOTPEHO

Htorosas arrectanus B popme oughpepenyuposannozo 3auema




CTPYKTYPA U COAEP)KAHHUE YYEBHOM JUCLHUIIJINHBI JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS
2.1. TemaTHuyeckuii NJIaH U copep:KaHNe

Coaeprxanue yueOHOro MaTepuaJa, JJabopaTopHbie padoThl U

AOKYMEHTALHOHHOI' 0
o0ecrnieyeHus ynpaBJeHHs

JTOKYMEHTAIIMOHHOTO obOecriedueHus ynpasieHus. [lonstue
0e10npou3800Ccmeo, 0OKyMeHmuposarue,
00KYyMeHmoobopom, opeanuzayus pabomsl ¢ 0OKYMeHmamu,
OOKYMeHM.

[Tonarue yuudukanuu u crangaptuzanuu. [lonstue
cucmema ookymenmayuuy. CocTaB yHU(PULIHPOBAHHBIX
CHCTEM JIOKyMEHTAIIHH.

HanmeHoBaHMe Pa3aesioB U TeM NpaKTHYECKHe 3aHATHSI, CAMOCTOSITEIbHAsN paGoTa O6LeM 4acoB Yposenb
o0yuyaommxcs, KypcoBasi padora (mpoekr) OcBOCHI
1 2 3 4
Pa3nes 1 lokymeHnTHpOBaHUE
Tema 1.1 OcHOBHBbIE IOHATHSA, Copep:xanue yueOHOT0 MaTepuaia 2
1eJId, 3212494 U NPUHIUIIBI 1. | OcHOBHBIEC IOHATHS, IIENU, 32/1a491 ¥ IPHUHIIUTIBI 2

JlabopaTopHbIie paboThI

He npenycmoTrpeno

[IpakTrueckue 3aHATUA

He npenycmorpeno

KonTtponbHbie paboThl

He npenycmorpeno

CamocrosTenbHas paboTa 00yJaronmxcs 6
1. CnocoObl JOKYMEHTUPOBAHUS
2. OprrexHuKa, UCIoJIb3yeMas B pabore odrca
3. OyHKIMH JOKYMEHTA
Tema 1.2 ABToOMaTH3anus Copepxanue yueOHOTO MaTepuaia 2




CHCTEMbI JOKYMEHTALIHOHHOIO
olecreyeHns ynpaBJieHUs

1. | Uadopmanus u nokymeHT. Knaccudukanus 10KyMeHTOB
0 pa3IUYHBIM npu3HakaM. [IporpaMMHbIe cpencTBa Jis
Co3JIaHMsI 1 00pabOTKU TOKyMEHTOB. Vcrionb30BaHue
KOMITBIOTEpA B MPOIIECCE TOKYMEHTHPOBAHHUS.

JIaboparopHbie pabOTHI

He npenycmorpeno

Conep:xanue yuedGHOro MaTepuasia, 1a6opaTopHbie padoThl U

YpoBeHb
HaumeHoBaHUe pa3/ie/ioB H TeM NpaKTHYeCKHe 3aHATHS, CAMOCTOsATEIbHAsA padoTa O0beM yacoB
o0yuyalommxcsi, KypcoBasi pa6ora (nmpoeKr) ocBoeHuH
[TpakTHdeckue 3aHATUS He npeagycmoTtpeno
KonTponbHbie paboTsl He npeagycmoTtpeno
CamocTtosaTenpHas pabota o0ydyaronmxcs He npeagycmoTtpeno
Tema 1.3 TpedoBanus K Coneprkanne y4eOHOro Marepuasia 2
0()OpMJICHUIO PEKBU3UTOB 1. | Kparkas xapakrepuctuka 'OCT P 6.30-2003 YC OP/I. 2

JOKYMEHTOB

TpeboBanus kK 0(OPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.
[Tonstue 6nank nokymenra. Bunel 6mankos. [IpaBuna
o(opmIIeHHs, U3TOTOBJIEHHUS, YUeTa, UCIIOIb30BAHUS U
XpaHeHus1 OJJaHKOB OpPraHU3allHH.

JlaGopaTopHbie paboThI

He npenycmoTrpeno

HpaKTI/I‘-ICCKI/IC 3aHATUA

1. Odopmienne pekpu3utoB 1-10

2. Odopmnenne pexBuzutoB 11-20

3. Odopmnenne peksu3utoB 21-30

4. Co3nanue 01aHKOB Ha IEPCOHAIBHOM KOMIIBIOTEPE C

YIJIOBBIM PACIIOJIOKCHHUEM PEKBU3UTOB
5. COSI[E[HI/IC 0JIaHKOB Ha NEPpCOHAIIBHOM KOMIIBIOTEPE C
MMPOAOJBbHBIM PACIIOJIOKCHUECM PCKBHU3UTOB
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6. [IpoBepounas paboTa mo 0POPMIICHHIO PEKBU3UTOB

KoHnTponbHbie paboThl

He npenycmorpeno

CamocTrodrenbHas pabora o0yyaronmxcs

He npenycmorpeno

Tema 1.4 TpeGoBanus K
0(h)OpMJIEHUI0O OPTaHU3ANMOHHBIX
JOKYMEHTOB

Coneprxkanue y4eOHOro Marepuasia

1. | XapakTepucTHKa, COCTaB OPraHU3AIOHHBIX OKYMCHTOB H
TpeboBaHUs K UX OPOPMIICHHIO.

2

JlaGopaTopHbIie paboThI

He npeagycmoTtpeno

[TpakTuyeckue 3aHATHS
7. OdopmieHue JOTKHOCTHOW HHCTPYKIIUH
8. OdopmieHne 10KHOCTHON HHCTPYKLIUU

4

HaumeHoBaHue pa3iesioB U TeM

Copepxanue yueOHOro Mmarepuasa, 1a00paTopHbie padoThI H
NpaKTHYeCKHe 3aHATHS, CAMOCTOSITeIbHAsA padoTa
o0y4yaomuxcs, KypcoBas padéora (IpoeKT)

O0beM yacoB

YpoBeHnb
O0CBOCHUA

KonrtpomnbHbie paboTbl

He npenycmorpeno

CamocTtosaTrenbHas pabota o0yyaronmxcs 2
4. OcobeHHOCTH O(DOPMIICHHS] OPTAaHU3AIIMOHHBIX JOKYMEHTOB:
yCcTaB, JOJDKHOCTHAs HMHCTPYKIUS, TIpaBWIa BHYTPEHHETO
TPYZOBOTO PACHOpPsIKa, MITATHOE pacIIICaHHe
Tema 1.5 TpedoBanus k Coneprxanue yueOHOro MaTepuaa 2




o(opMJIEHU IO 1. | XapakTepucruka, COCTaB pacoOPSAUTEIbHBIX TOKYMEHTOB U 2
pacnopsaauTeJIbHbIX JOKYMEHTOB Tpe60BaHI/IH K X O(l)OpMHeHI/HO-
JlaGopaTopHble paboThI He npenycmorpeno
[TpakTHyeckue 3aHATUS 6
9. OdopmiieHne npukasa o OCHOBHOH J1€ATEIbHOCTH
10. OdopmiieHne puKkasa 1o OCHOBHOU JACATEIHHOCTH
11. Oopmenue pacnopsHKeHHsSI U yKa3zaHUS
KoHnTtposbHbIe paboTh He npenycmorpeno
CamocTtosaTenbpHas pabota o0ydyaronmxcs 2
5. OcobenHoctu ohOpMJICHHS  yKa3aHUSA, PACHOPSIKCHHUS,
MOCTAHOBJICHUS U PEIICHUS
Tema 1.6 TpedoBanus k Coneprxkanue y4eOHOro Marepuania 2
oopMIIeHUIO 1. | XapakTepucTika M COCTaB CIPABOYHO-MH(POPMAITMOHHBIX 2
CNPaBOYHOMH(OPMAIIMOHHBIX JOKYMEHTOB (CITy)K€OHBIX IHMCEeM, CIPABOK, 3asBIICHHIA,
AOKYMEHTOB JIOKJIaTHOM 3allMCKH, aKTa, MPOTOKOJa), TpeOOBaHUS K MX
0hopMIIEHUIO
JlaboparopHble pabOTHI He npenycmoTtpeno
CoaepixaHue yueOHOro MaTepuaJa, JJabopaTopHbie padoThl 1 Vposens
HaumeHoBaHue pa3ieioB U TeM NPaKTHYeCKHUEe 3aHATHS, CAMOCTOSITeIbHAsI padoTa O0BeM yacoB OCBOCHISE

00y4amumxcs, Kypcosasi padora (Ipoekr)
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[TpakTryeckue 3aHATHSI

12. Odopmiienne NOKIATHOM 3aTUCKU
13. Odopmitenue cirykeOHOTO MUChMa
14. Odpopmiienue akra

15. Odopmiienne mpoTokoa

KoHTpos1bHBIE paOOTHI

He npenycmorpeno

CamocTosiTenbHas padoTa 00yJarommxcs

He npenycmoTrpeno

Paznen 2 Opranmn3zanusi padoThbl ¢
NTOKYMEHTaMHU

Tema 2.1 TpedoBanus
OpraHu3anuyu J10KyMeHT0000poTa

K

Copep:xanue yueOHOT0 MaTepuaia

1. |[TpeboBanus k opranu3zan JOKyMEHTOO00pOTA.
Komnbrotepu3zanus JokyMeHToo00poTa. Perucrpanus
JTOKYMEHTOB

JlabopaTopHbIie paboThI

He npenycmoTrpeno

HpaKTI/I‘leCKI/Ie 3aHATHA

16. 3nakomctBo ¢ 1C JlokymeHTooOGopoT 8. 3HaKOMCTBO C
cucteMon «Jlemo»

2

KoHTponbHbIE paboThI

He npenycmorpeno

CamocrosTenbHas paboTa 00yJarouxcs

6. Cryx0a TOKyMEHTaIlMOHHOTO 00eCTIeUeHUs YIpaBIeHus,
[IPUHIIUITBI €€ OpTraHU3aIUH.

7. 3amaun wu  yHkmuu  cayxO6er  JIOY. IlpaBa wu
OTBETCTBEHHOCTH CITyx 051 [IOY

3. [Tpuem u 06paboTKa BXOAAIINX, HUCXOANIUX U BHYTPECHHUX

10
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Coaepixanue yueOHOro MaTepuaJa, JaboparopHblie padoThl U

HaumeHnoBanue pas/ie/ioB ¥ TeM NpaKkTHYeCKHe 3aHATHS, CAMOCTOATeIbLHast paboTa O6LeM 4acoB Yporenn
o0yyaomuxcs, KypcoBasi pabora (IpoekT) ocBOCHMH
JOKYMEHTOB
9. Pabora ¢ koH(pUIEHIIMATBHBIMU JOKYMEHTaMH
10. KoHTpOJIb HCIIOTTHEHHUS IOKYMEHTOB
Tema 2.2 Opranusanus Copep:xanue yueOHOr0 MaTepuaia 3
ONepaTUBHOIO XpPaHeHHUs! 1. | Opranusamnus OTIEPATUBHOTO XpaHEHHUS  JOKYMEHTOB. 2
JAOKYMEHTOB Howmenxknarypa nein.
JlaGopaTopHble paboThI He npenycmorpeno
[IpakTryeckue 3aHATHS 2
17. OpopmiieHre HOMEHKIATYPHI AET
KontposnbHbie paboThI He npenycmoTrpeno
CamocrosTenbHas padoTa 00yJarommxcs 5)
11. TIIpaBuna popmupoBaHus A€
12. Odopmiienune npesentarmu: Opranuzaius paboThl ¢
JOKYMEHTaMHU
CamocTosrenbHas padoTa 00yJaromuxcs HajJ KypcoBoil paboToil (TpoeKToMm) He npenycmotpeno
Bcero 76

Buympu kasicooeo pazdena ykasvigaromcsi coomeemcmeyiouue memvl. Ilo Kkadxcoou meme onucvigaemcs: cooepxcanue yuyebHO20 mamepuana (8
OUOAKMUYEeCKUX eOUHUYAx), HaUMeHO8aHUs He0OXOOUMBIX 1aDOPAMOPHBIX pabom U NPAKMUYECKUX 3aHAMUL (0OMOeNbHO NO KANCOOMY 6UOY), KOHMPOLbHBIX
pabom, a makaice NPUMEPHAsL MEMAMUKA CAMOCMOoAmMeNbHOU pabomul. Eciu npedycmompensl Kypcogvle pabomel (npoekmol) no OUCYUnIuHe, ONUCbI8Aemcsl
ux npumepnas memamuxa. Odvem wacos onpedensiemcs no Kaxicoou no3uyuu cmoaoya 3 (ommeueHo 36e300ukoll *). Yposenv oceoernus npocmasisiemcs

Hanpomue OudaKmuyeckux eOuHuy 6 cmoaoye 4 (ommeueno 08yms 36e3oouxamu **).

JI1st XxapakTepUCTUKH YPOBHSI OCBOEHHUS Y4eOHOI0 MaTrepuaia UCIONb3YIOTCS CIEAYIOe 0003HAaUeHUS:
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1 - o3HaKOMUTEILHBIN (y3HABaHHE paHEe N3YYCHHBIX 00BEKTOB, CBOHCTB);
2 - peNPOYKTUBHBIN (BBITTOJHEHHE ICATEIILHOCTH 110 00pa3Ily, HHCTPYKIIUH WIIH TI0J] PYKOBOJCTBOM )
3 - IPOAYKTUBHEIH (IIJITAHUPOBAHKUE U CAMOCTOSITEIILHOE BBITIOTTHEHHUE JIEATEIILHOCTH, PEIICHUE MTPOOIEMHBIX 3a]1a)
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2. YCJIOBUS PEAJIM3ALIMA YYEBHOM JUCHUILIVHBI

2.1. TpeGoBannss K MUHUMAJIbHOMY MaTEePHAJbHO-TEXHHYECKOMY O0ecredeHHI0

KabuHeT MoKyMEHTalIMOHHOTO O0ECIICUeHUS YIPABJICHUS: KOJTUYECTBO MOCAAOYHBIX MecT — 25
IIT., CTOJI IS TipernojaBarens | 1mT., CTys Ui pernoaasatens | mr., mkad 3 mT., KOMIIBIOTEPHBIH CTOJ
20 mr., nepcoHanbHbiii kommberoTep 1K 13 2120/500Gb/4Gb 20 miT., MyTbTHMEIUHHBIA KOMILUICKT:
npoekTop, uaTepakTuBHas nocka Elite Panaboard UBT-T880W 1 mit., komornku OKJIMK 1 mT., mocka
MapKepHass MeJoBas KOMOWHUpOBaHHas 1 1mT., WHPOPMAIMOHHBIA CTEHA 2 INT., IUJAKTUYCCKHE
mocobus I1O: 1. Windows 7(mpodeccronansuas murensus, OOO "burponukc BaguBocTok"
KontpaktNe 0320100030814000018-45081 ot 09.09.14 Ne 48609744, Ne62096196, Ne 48958910, Ne
45829305, 6eccpouno); 2. MS Office 2010 pro (mumen3zus Ne 48958910, Ne 47774898 , 6eccpouno); 3.
Google Chrome (cBoboaHoe); 4. Internet Explorer (cBo6o1HOE)

3.2. HNupopmanuonnoe obecnedyeHne oOydeHusi (IepedeHb PeKOMEHIYyeMbIX
yueOHbIX u3ianuii, UHTepHeT pecypcoB, 1ONOJHUTEILHON JUTEPATYPHI)

1. Tlmenko, A. B. JlokymeHTauuoHHOe oOecliedeHHe yrpaBiIeHUS : ydeOHOe
nmoco0roue /i CTYAGHTOB 00pa3oBaT. yupexaeHuii cpel. npod. oopazosanus / A. B. [Tmenko. - 8-
u3a.,crepeotut. - M. : Axkanemus, 2009. - 176 c.

2. Kopuees, U. K. [lokymeHnranmonHoe obecriedenue yrpasieHus + tectsl B ObC : yueOHUK u
MPaKTUKYM JJisi cpeqHero npodeccuonansaoro oopazosanus / M. K. Kopuees, A. B. ITmenko, B. A.

MamypueB. — 2-e u3n., nepepad. u gon. — Mocksa @ IOpaiit, 2020. — 384 c¢. — Tekct
anektpounsii /[ DBC IOpaiit [caiitr]. — URL: https://urait.ru/bcode/453688 (mata oOGparieHus:
29.05.2020).

3. Hoponwnna, JI. A. JlIokyMeHTaIMOHHOE 0OecrieueHe YIPaBICHUs | YICOHUK U MPAKTUKYM JIJIS
cpenHero npodeccuonanbHoro oopazosanus / JI. A. loponuna, B. C. UputukoBa. — Mocksa : FOpaiir,
2020. — 233 ¢. — Tekcr : anektponusiit // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/453767
(mata obpamenus: 29.05.2020).

4. I'manuii, E. B. JlokymeHTanmonHoe obOecrieueHue ympasieHus : yueOHoe mocoodue / E.B.
I'naguit. — Mocksa : PUOP : UHOPA-M, 2020. — 249 ¢. — Tekct : anekrponusiii / DBC Znanium
[caitT]. - URL: https://new.znanium.com/catalog/product/1065817 (nata ooparenus: 29.05.2020).

5. JlokyMeHTaImoHHOe o0ecrieueHue yrpanieHus : yaeOHuk / beikoBa T.A., mox pexa. u ap. —
Mocksa : KuoPyc, 2020. — 266 c. — Tekcr : snektponHbiii //3BC Znanium [caiit]. - URL:
https://book.ru/book/932895 (nara obpamienus: 29.05.2020).



3. KOHTPOJIb VYEBHOM

TCHUTUIAHEI

N OLEHKA  PE3VJIbTATOB OCBOEHUA

KoHTposib M oOIleHKAa pe3yJabTaTOB OCBOCHUS Y4YE€OHOW JAMCIUIUIMHBI OCYIIECTBIISICTCS
mpernojaBaTesieM B MPOIECcCe MPOBEACHUS MPAKTUYECKUX 3aHATUN W J1a00paTOpHBIX padoT,
TCCTI/IpOBaHI/ISI, a TAaK>KC BBIITOJIHCHUS O6y‘IaIOH_[I/IMI/ICSI I/IHI[I/IBI/II[yaJIbHBIX BallaHI/If/'I, HpOGKTOB,
HCCIICIOBAHUM.

PesyabTaTnl 00yyeHus
(ocBOEHHBIE YMEHUSI, 3HAHNSA)

®opMbI M METOABI KOHTPOJIS U
OIIEHKH Pe3yJIbTaTOB 00y4eHUs

B pesynbTaTe 0CBOCHUS AUCITUTLTHHBI
00yJarouuics 10J1KeH YMeTh:

dopmannzoBaHHOE HAOIIOICHUE U OLICHKA
PE3YJIBTaTOB BBINOJHEHHUS IPAKTUIECKUX

0(OPMIIATH JOKYMEHTAILUIO B pabor ¢ 1 1o 22.

COOTBETCTBUU C HOPMATHBHOM 0a30H,
UCMOJIb3Ysl MH(POPMALIMOHHBIE
TEXHOJIOTHH; OCYILECTBIISTh
aBTOMAaTU3aILNI0 00padOTKH JOKYMEHTOB;
YHA(DULIUPOBATH CUCTEMBI
JIOKyMEHTalUH;

OCYILIECTBIISATH XPAHEHUE U ITOUCK
JIOKYMEHTOB;

OCYILECTBIIATh ABTOMATU3ALIUI0 00pabOTKU
JIOKYMEHTOB;

HCII0JIb30BaTh

TEJIEKOMMYHHUKALMOHHBIE TEXHOJIOTUN B
AIIEKTPOHHOM JOKYMEHTOOOOPOTE.

B pe3ynbpTare ocBOEHUS AUCIUIUIMHBI Omnpocsl 0 BceM TeMaw;
KoHTponbHOE TecTUpOBaHME MO pa3aenam
«loxymentupoBanue» u «Opranuszanus

pa6OTLI C JOKYMCHTaAMM».

00yJaronuics J0/17KeH 3HATD:
MIOHSITHE, 1IENIY, 337]a41 U IPUHITUIIBI

Jenonpon3BocTea; [ OCHOBHbIE
HOHATHUS

JOKYMEHTAIMOHHOTO 00eCTIeYeHuUs
yIpaBJIEHUS;

CHCTEMBI JOKYMEHTAI[HOHHOTO 00ECTIeYeHNUS
yIpaBJICHUS;

KJIacCU(PUKAIIUIO IOKYMEHTOB;

TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHHIO
JIOKYMEHTOB; OpTraHU3aIHI0
JIOKYMEHTO000pOTa: mpueM, 00paboTKy,
pErucTpalmio, KOHTPOJb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy Jell




MHWHOBPHAYKU POCCUUN

denepanbHOE TOCYAAPCTBEHHOE OFOPKETHOE 00pa30BaTEIbHOE YUPESIKICHHUE
BbICIIIETO 00pa30BaHUs

«BnaguBOCTOKCKUN rOCYJapCTBEHHBIM YHUBEPCUTET IKOHOMUKH U CEPBUCA»

KOMHJICKT KOHTpOJII)HO'OIIeHO‘-IHbIX CpeI[CTB
YUEBHOM JIMCHUILJIAHBI

Ol1.05 IOKYMEHTAIITHOHHOE OBECIIEYEHHE
YIIPABJIEHUA

21.02.05 3emenpHO-UMYIIECTBEHHBIC OTHOILICHUS
ba3oBast moaroroBka

Ounas popma oOydeHUS

Bnamgusoctok 2021




KoMmiekT KOHTpOJIbHO-OLEHOYHBIX CPEACTB Y4e€OHON AMCUMILIMHBI pa3paboTaHa Ha OCHOBE
@DenepanbHOTO TOCYIAPCTBEHHOTO 00pa30BaTEIbHOIO CTAaHAAPTA 1O CIIEHUATBLHOCTH CPETHETO
npodeCCHOHATBLHOTO 00pa30BaHUsl MPOTPaMMBbl HOJATOTOBKH CIIEHUAIMCTOB CPEIHEro 3BEHA
21.02.05 3eMenbHO-UMYILLECTBEHHBIE OTHOILIEHHUS, YTBEPXKAECHHOIO NpHKa3oM MuHuUCTEpCTBa
obpazoBanus U Hayku PO Ne 486 ot 12 mas 2014 rona.

Pa3zpaboTrana:

Asxumosuu JI.U., npenogaBaTenp BbICIIEW KaTEropuM KOJUIEIXa CEpBHUCAa U U3aiiHa
BI'yaC

PaccMoTpeHo 1 0100peHo Ha 3aceJaHUH IUKIOBOWH METOANYSCKOH KOMUCCUH
IIportokon Ne 9 ot 25.05.2021 r

77

[Ipencenarens [IMK / ITerymkosa E.C.




COJIEP)KAHUE

1. TUIIbL, BUAbIL, TPAAUIIMOHHBIE ®OPMbI KOHTPOJIA,

KPUTEPUHN OLIEHVIBAHUWA
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1. Tunsl, BUABL, TPAAULIUOHHBIE (OPMBI KOHTPOJISI, KPUTEPUU OLICHUBAHUS

1.1. Tunbl  KOHTPONS  YCHENIHOCTH  OCBOSHHUS  OOydYaronmuMucs  y4eOHOM
JVCIUTUTAHBL:

TEKYIIHH KOHTPOJIb YCIEBAEMOCTH; MPOMEXKYTOUHAS
aTTecTalusl.

Texymuii KOHTPOJIb YCIIEBAEMOCTH — 3TO MTPOBEPKA YCBOSHUST y4eOHOTO MaTepuraia, peryisipHO
OCyILIECTBIIsIEMas Ha NMPOTSKEHUU BCETO CPOKa 00yUEeHUS.

[IpomexyTouHas aTTectanus (3a4eT, SK3aMEH U Jp.) - 3TO OI[EHKA COBOKYITHOCTH 3HAHUH,
YMEHUH, TPAKTUYECKOTO OMBITA B IIeJIOM W/uiu 1o pasaenam [ITICC3.

1.2. K tpaguumoHHbIM (popMam KOHTPOIJIS OTHOCSTCS:

cobeceqoBaHKE
KOJJIOKBHYM
3auer

JK3aMeH

TECT

KOHTpOJbHast pabota [ ACCE U MHBIE TBOPUYECKUE PaOOTHI

pedepar u ap.

OO oOooOoood

1.3. K Bumam KOHTPOJISI OTHOCSITCSI:

MUCbMEHHBIE (OPMBI KOHTPOJIA; YCTHBIE (OPMBI KOHTPOJISL, KOHTPOJb C TOMOIIBIO TEXHUYECKUX
CPEICTB U UH(POPMAILIMOHHBIX CUCTEM.
Ilucomennvle hopmvl Konmpons

[TuceMenHbIe pabOTHI MOTYT BKIIIOUATh: TECTHI, pedeparbl, KOHTPOJIbHBIE paboThl. TecT - (opma
KOHTPOJIS, HalpaBJICHHAs Ha IPOBEPKY YPOBHS OCBOCHUS KOHTPOJIHUPYEMOTO TEOPETUYCCKOTO H
MPAKTUYECKOTO0 Marepuajia 10 JUIAKTUYCCKUM CIUHUIAM JUCIHUILIUHBI (TSPMHUHOJIOTHYSCKUN
amnmnapat, OCHOBHBIE METO/Ibl, HH(OPMAIIMOHHBIE TEXHOJIOTUH, TPUEMBI, TOKYMEHTHI, KOMIIbIOTEPHbIE
MPOrPaMMBI, UCIIOJIb3yeMbIe B U3y4aeMon 00JacTu U Ap.).

Pedepar — dopma KOHTpOMs, WCHONB3yeMas IS TPUBHTHS OOYYarOMIEeMYCsl HAaBBIKOB KpPaTKOTO,
TPaMOTHOTO U JIAKOHHUYHOTO TPEJCTAaBICHUS COOpAaHHBIX MaTepuaioB U (PAKTOB B COOTBETCTBHH C
TpeOOBaHUSMHU.

KontponbsHast pabora - ¢opma KOHTPOJS Ui OLEHKM 3HaHMA 1O Oa30BBIM M BapHaTUBHBIM
JUCLUIUIMHAM BceX HUKIOB. KOHTposbHas paboTa BKIIOYAET CPEJHHE MO TPYIHOCTH TEOPETHUYECKUE
BOMNPOCHI U3 M3YYEHHOIO0 MaTepualia, TUIIOBBIE 33Ja4M/ 3a/laHus/ Ka3zychl/ YHOpaKHEHUs/ JOKYMEHT,
pelieHre/ BhIMOIHEHHEe/ 3aTI0JTHEHHE KOTOPBIX MPEeTyCMOTPEHO B paboueil mporpaMMe AUCIUILITHHBL.
Yemuule ghopmur konmpona

Y CTHBIM KOHTPOJIb OCYIIECTBIISIETCS] B UHAMBHUIyadIbHON U (POHTAIBLHON (opMax.

Llenb ycTHOTO MHAMBHUIYAIBHOTO KOHTPOJIS — BBISBICHUE 3HAHWUN, YMEHHMH M HAaBBIKOB OT/EIbHBIX
oOyuatomuxcs. JlonoaHuTenbHble BONPOCH! MPU MHAUBHUIYATILHOM KOHTPOJIE 33aJal0TCs PU

HETOJTHOM OTBETE, €CJIM HEOOXOJUMO YTOUYHHUTH JIETAIH, MPOBEPUTH TIIYOMHY 3HAHUW WJIH K€ €CINY
MPEno/1aBaTelisi BO3ZHUKAIOT MPOOIEMBI PH BBHICTABICHUU OTMETKHU.



YerHbI pOHTATBHBIM KOHTPOJIb (OMPOC) — TPeOyeT CepuM JOTHYECKU CBSA3AHHBIX MEXTY COO00i
BOMPOCOB MO HeOompoMy o0bemMy Martepuana. [Ipu ¢poHTaIbHOM ompoce OT O0ydaroImuxcs
MperoiaBaTeNb JKAET KPaTKHX, JJAKOHWYHBIX OTBETOB ¢ MecTa. OOBIYHO OH MPUMEHSETCS C IEIbI0
MOBTOPEHUS U 3aKPEIUICHHUS YUeOHOTO MaTepuaa 3a KOPOTKUI POMEKYTOK BPEMCHH.

YcrHble (OpMBI KOHTPOJISL TIPEACTaBJICHBI coOecelOBaHMEM, CEMHUHApOM, MYOIWYHOH 3aiuTon
BBITIOJIHEHHOH pabOTHI U Jp.

CobecenoBaHre — 3TO WHTEPBBIO, II€Jb KOTOPOTO BBISBHTH HABBIKH, CIIOCOOHOCTH W BCE JCTAalH,
KOTOpBIE MHTEPECYIOT 00€ CTOPOHBI COOECEOBAHMS.

CeMuHap. AprymMeHTHpys M OTCTauBas CBO€ MHEHHE, OOydalolIuiCi B TO JK€ BpeMs
JEMOHCTPUPYET, HACKOJIBKO IITyOOKO M OCO3HAHHO OH YCBOWJI U3YUEHHBIN MaTepuall.

[Iy6nuynas 3ammTa BBIMOJIHEHHOW paboTel. KoHTponmupyemble KOMIETEHIMH: CIHOCOOHOCTH K

d MyOIMYHON KOMMYHUKAIUU;

a HABBIKU BEJICHUS JUCKYCCHUU Ha MPO(eCcCHOHAIBHBIC TEMBI,

d BIIaJIeHUE MPO(DHEeCCUOHATBFHON TEPMUHOIOTHEH;

ad CIOCOOHOCTH MPEACTaBIATh U 3aAIIMINATh PE3YIbTAaThl CAMOCTOATEIHHO BBIMOJTHEHHBIX

HCCICO0OBATCIIBCKUX pa60T

IIpu oneHKe KOMMIETEHIMH JT0JKHO IPUHUMAThCS BO BHUMaHue (hopMupoBaHue MpodheccHOHATBLHOIO
MHUPOBO33PEHHUsI, OIPEIEICHHOIO YPOBHSA KYJIbTYPbl, JITHYECKUE HABBIKU, IPYrH€ 3HAYMMBIC
npodecCHOHANbHBIC U JTMYHBIC KAUueCTBaA.

2. [TacriopT OHIOB OIIEHOYHBIX CPEACTB

B pe3yJbTaTe OCBOCHUS y4eOHOU nucruruinael OI1.05.

JIOKyMEHTallMOHHOE 00€CIIEUEHUE yIIPaBIICHUS
o0yyJaroImuiicss JOHKEH yMeTh:

a 0(OPMIIATH JOKYMEHTAIMIO B COOTBETCTBUM C HOPMAaTHUBHOW 0a30H, MCIONIB3Ys
MH(OPMAaLIMOHHBIE TEXHOJIOTUH;

ad OCYIIECTBIISITH ABTOMATH3AIMI0O 00pabOTKM OKYMEHTOB; YHHU(HIHUPOBATH CHUCTEMBI

ad JTOKYMEHTAIlH; OCYIIECTBISATh XpaHEHHWE M TOHCK JIOKYMEHTOB; OCYIIECTBISTH

a aBTOMAaTH3alMI0 00padOTKH JOKYMEHTOB;

ad HUCIIOJIB30BATh TCJIICKOMMYHUKAIITUOHHBIC TEXHOJIOTHUH B QJICKTPOHHOM
JTOKYMEHTOO00POTE.

00y4aroIuics JOKEH 3HATh:

ad IMMOHATHUC, TUCIIN, 3aAa4Y1 U ITPUHIUIIBI ACTIOITPOU3BOACTBA,

a OCHOBHBI€ IOHSATHS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBIICHUS;

a CUCTEMBI JIOKYMEHTAIIHOHHOTO OOECTieueHusl yrnpaBieHus; [ KJIaCCU(UKAIUIO
JTIOKYMEHTOB;

a TpeOOBaHUS K COCTABICHUIO U OOPMIIEHHIO IOKYMEHTOB;

O OpraHU3alHi0 JOKYMEHTOOOOpOoTa: TMpueM, 00paboTKy, pPErucTpanuio, KOHTPOJIb,

XpaHCHUEC NOKYMCHTOB, HOMCHKJIATYPY ACIL.

Oo0yyaomuiics 10JKeH BJaJeTb CPOPMHPOBAHHBIMM KOMIIETEHIIMSIMUA B COOTBETCTBHHU C
PIroCCno:



OK 1. [ToHnMaTh CyIIHOCTb U COIMANbHYIO 3HAYMMOCTb CBOEH OyayIiel nmpodeccuu, NposBIATHK HEll
YCTOMYHMBBIA HHTEPEC.

OK 2. Anamu3upoBaTh COIHUAIBHO-D)KOHOMHYECKHE M IOJMTHYECKUE TPOOIEMbl U MPOIECCHI,
HCI0JIb30BAaTh METO/Ibl TYMaHUTAPHO-COLMOJIOTUYECKUX HAYK B PA3JIMYHBIX BUAAX
poeCCUOHATILHON U COLTUANIEHON IeATEIIbHOCTH.

OK 3. Opranu3oBblBaTb CBOI COOCTBEHHYIO JI€ATEIbHOCTh, ONPEAETSATh METOJbl M CIOCOOBI
BBINOJIHEHUS TPO(ECCHOHATTBHBIX 3a/1a4, OLICHUBATh UX d3PPEKTUBHOCTH U KAYECTRBO.

OK 4. Pemats npo0emMbl, OLIEHUBATh PUCKU U IPUHUMATh PEIICHUS B HECTAaHAAPTHBIX CUTYAIUSX.

OK 5. OcymecTBisiTh MOUCK, aHAINW3 W OLEHKY HH(POpPMAaLUU, HEOOXOAWMOW il MOCTAHOBKU H
penieHus npodecCHoHANBHBIX 33a7a4, TPO(HECCUOHATHFHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 6. PaboraTh B KOJUIEKTHBE M KOMaHje, oOecreunBarh ee CruioueHue, 3pGeKTHBHO 00ImAaThCs ¢
KOJUIETaMH, PYKOBOJICTBOM, TIOTPEOUTEIISIMH.

OK 7. CaMocToATeNbHO ONpenensiTh 33Ja4d MPO(PECCHOHAIBHOIO W JHMYHOCTHOTO pPa3BHUTHS,
3aHUMAThCA CaMOO0pa30BaHMEM, OCO3HAHHO IIJIAHWPOBATH MOBBIIICHUE KBATH(DUKALINH.

OK 8. BbITh rOTOBBIM K CMEHE TEXHOJIOTUH B npodeccruoHansHoi aesrensHoctd. OK 9.

VYBaXUTEIBHO W OEPEeKHO OTHOCHUTHCS K HCTOPUYECKOMY HACIEAHIO M KYJIbTYPHBIM TPaIUIUAIM,
TOJIEPAaHTHO BOCIIPUHUMATH COIMATBHBIC U KYJIbTYPHBIE TPAIUIIHH.

OK 10. Cobmrogarh mpaBwila TEXHUKM O€30IaCHOCTH, HECTH OTBETCTBEHHOCTh 33 OpraHU3alMio
MEpOIPUATHIA 0 00eCIeUeHNI0 0€30ITaCHOCTH TPYAA.

[IK 1.1. CoctaBnsTh 3eMeIbHBIN OanaHc paiioHa.

I1IK 1.2. IlogroraBnuBaTh AOKYMEHTALMIO, HEOOXOAUMYIO AJISl IPUHATHUS YIPABICHUYECKUX PEIICHUN
o skcrutyatrauuu u paszputuio teppuropuid. [IK 1.3. T'oToBuTh npemioxeHus MO ONPEAEICHUIO
HKOHOMHYECKOH A(PPEKTHBHOCTH HCIIONB30BaHUS MMEIOMIETOCsl HeABMKUMoro mmymiectsa. [1K 1.4.
VY4acTBOBaTh B IPOEKTUPOBAHUU U aHAJIN3€E COLIMAIIbHO-KOHOMUYECKOIOPa3BUTHS TEPPUTOPHUH.

I[IK 1.5. OcymectBiaATh MOHUTOPUHI 3eMeib Tepputopuu. [IK 2.1. BbpINONHATE KOMILIEKC
kagacTpoBbIx npouenyp. 1K 2.2. Onpenenste KaJacTpOBYIO CTOUMOCTb 3€MeEJb.

1K 2.3. BbINOIHAT KaJJaCTPOBYIO ChEMKY.

[IK 2.4. OcymiecTBiasTh KaJacTpOBbIM M TEXHUYECKHH ydeT 00bekToB Henpwxkumoctu. [IK 2.5.
dopmMupoBaTh KaJacTpPOBOE JEIIO.

[IK 3.1. BeimonHaThs paboThl MO KapTorpado-reoe3ndeckoMy o0ecreueHuI0 TePPUTOPHIA, CO31aBaTh
rpaguyecKkrie MaTepuabl.

[IK 3.2. Ucnonws3oBaTh TOCYAapCTBEHHBIE TE€OJE3UYECKHE CETH W WHBIC CETH I MPOW3BOJCTBA
KkapTorpado-reoae3ndeckux padorT.

1K 3.3. Mcnionb30BaTh B MPaKTHUYECKON JAE€ATEILHOCTH T€OMH(GOPMAIIMOHHBIE CHCTEMBI.
[IK 3.4. OnpenensTh KOOPJAWHATHI TPAHMI] 3eMEJIbHBIX YYAaCTKOB M BBIUUCIATH uX Tuiomanuy. [1IK 3.5.

BrINomHATE TOBEPKY U FOCTUPOBKY T'€0/IE3MYECKUX MPUOOPOB U HHCTPYMEHTOB.

IIK 4.1. OcymiecTBasaTh cOop 1 00pabOTKy HEOOXOAMMOM U TOCTATOYHOM

uHpopmanuu 00 OOBEKTE OIEeHKM M aHajnoruvHbix oOwekTax [IK 4.2. IIpou3BoauTh pacdeTsl MO
OILIEHKE 00bEKTa OI[CHKH Ha OCHOBE MPUMEHHUMBIX MMOJAXO0/I0B U METOJAOBOIICHKH.

[1IK 4.3. O606math pe3yabTaThl, MOJy4YE€HHBIE TIOIX0/IaMH, U JaBaThb 000CHOBAHHOE 3aKTIOYCHUE
00 uTOroBOM BennunHe cTouMOCTH 00BhekTa onieHkH. [1K 4.4, PaccunThiBaTh CMETHYIO
CTOMMOCTD 3[JaHUI U COOPY>KEHUI B COOTBETCTBUH C JIEUCTBYIOIIUMH HOPMAaTUBAMHU U
npumensiembiMu Metoaukamu. 11K 4.5. Knaccudunuposats 31aHUS U COOpPYKEHUS B
COOTBETCTBHUH C MPUHSITON TUIIOJIOTHEM.
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I1K 4.6. OdopMIIATh OLIEHOYHYIO TOKYMEHTAIIMIO B COOTBETCTBUU C TPEOOBAHUSIMHU HOPMAaTHBHBIX
aKTOB, PETYIUPYIOUIMX MPAaBOOTHOIICHHUS B 3TOH 00JIaCTH.

®opMoii TeKyl1ero KOHTPOJIS SIBJISIETCS IPOBEIEHUE OIIPOCOB, TECTUPOBAHUE, BHINIOJIHEHHE
IIPAKTUYECKUX U CAMOCTOATEIbHBIX padoT.

dopmoit NMPOMEXKYTOYHOM  aTTeCTALMM IO yaeOHOMH JUCIUIIIMHE ABJISETCA
Qg QepeHIIMPOBAHHBIN 3a4eT.

3. Onucanue noxkasareseii 1 KpuTepues
OLICHMBAHMNS, ONIUCAHUE IIKAJI OLlCHUBAHUSA

KonTpons kauecTBa OCBOCHUS TUCIHILIMHBI BKIIIOYAET B ce0s TEKYIIMHA KOHTPOJIb yCIEBAEMOCTH
U IIPOMEKYTOUHYIO arTecTaluio. TeKylmuid KOHTpOJIb YCIEBAEMOCTH U IIPOMEKYTOYHas
aTTectanus OOYy4YaloUIUXCsl MPOBOISTCS B LENSIX YCTAHOBJIEHUS COOTBETCTBHS JTOCTHXKEHUI
oOyuatomuxcst TpeOoBaHUSIM 00pa30BaTeIbHOW MpOrpaMMbl K pe3yiabTaTam oOOydeHUs U
(hopMHpOBaHUS KOMITETECHITHH.

Pe3ynbprarhl OLleHHBaHUs TEKYIIETO KOHTPOJIS 3aHOCATCS MPENOAaBaTENeM B )KypHAI U MOTYT
YUUTBIBATHCS MPU IPOBEAEHUM TPOMEKYTOUHOMN aTTeCTalliH.

Jljig oLleHMBaHUS PE3YJIbTATOB 00YUEHHUS UCIIOJIb3YETCs YeThlpexOaibHas MIKaa:

COTJIMYHO», «XOpOLIO»,  «YIOBJIETBOPHUTEIHLHOY, «HEYIOBJIETBOPUTEILHOY. [lepeueHn
OLIEHOYHBIX CPEJICTB MPEJICTABIICH B HUKECIIEIYIOIIEH TaduIe:

Hepequb OICHOYHBIX CPCACTB

HaumenoBanne [KpaTkas xapakTepuUCTHKA OLEHOYHOTO CPEACTBA IIpencraBnenne
N omenounoro OLICHOYHOTO CPEJICTBA B
cpencTBa DOC
Texymui KOHTPOJIb YCIIEBAEMOCTH
BrinonHenue CpencTtBo mjie TNPOBEPKH YMEHUH MPUMEHSTH
IIPAKTUYCCKOTO [MOJyYCHHBbIE 3HAHUS TI0 OCBOCHHOM TeMme|3anaHue 1o
1| 3agaHus 10 | JUCHOUIIIIUHBI. TeMaM/pa:;I[enaM

OCBOEGHHOU TeMe |PEKOMEHyeTCsl /Il OLIEHKH 3HaHWMN, YMEHMH W|iyCIiumInHbI
BJIaICHUN 00yUaromxcs

CpenctBo aisd NPOBEPKM YMEHUN NPUMEHATH
KOHTpONbHBIN [MOJIy4YEHHbIE 3HAHUS 10 OCBOCHHOM Teme| KoHTpobHbIE

2| recT IUCLIUILINHEL. BOTIPOCHI ¥ 3aJTaHUS
Pexomenayercs Mg OLCHKM 3HAHWW, YMEHHU U
BJIaICHUN 00yUaroumxcs

Cpencrtso  TNpOBEPKH YMEHHMM  NPUMEHATH
Samadus Ui

3 [OJTy9EHHBIE 3HAHUSA 1o 3apaHee .
CaMOCTOSITENb HOM . KomIutexT sananui
OTIPEIENEHHON METOMMKE IS PELICHUs 3a1ad
padOTEI WY 3a1aHMi 110 paszeny (Teme).

HpOMC)Ky'TO‘{Ha}I arTecranusa
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5 [Bager

CpencrBo, TO3BOJISIONIEE OLIEHUTH  3HaHMS,| [IlepedueHs BOIIPOCOB K
YMEHMs W BilajJeHus  oOydaromierocs  nopauery KoHTpOJbHBIE

IV CHUITIIUHE. BayeTy
PexoMenayercst i1 OILEHKU 3HAHWM, YMEHUH M

BJ'IaI[eHI/Iﬁ HaBbIKaMH o6yqa}0mﬂxc;1

Kpurepuu u mikansl ONEHUBAHKS B PE3YyJIbTaTe U3YUEHUS JUCLHUILINHBI IIPU NIPOBEACHUN
TEKYIIEro KOHTPOJIS ¥ IPOMEKYTOYHOM aTTecTaluu

Ixans!
OILICHUBaHUA

Kpurepuu onenuBanus

«OTJIMYHO»

O6y‘IaIOIHI/II\;ICSI IMpaBHUJIBbHO OTBETHJI HAa TCOPCTHUCCKHUE U IMPAKTUYCCKHE
BOIIPOCHKI. Iloka3zan oTIMYHBIE 3HAHUSI B paMKax y‘IC6HOI‘O marepuala.
Ilokazan OTIHYHEIC YMCHHS MW BJAJACHHUA HaBbIKaAMU JIIPUMCHCHUA
[MOJIYYCHHBIX 3HaHUH H YMCHI/Iﬁ IIpHU BBIITOJHCHUU ynpaxcHeHI/Iﬁ, HHBIX
3aJaHUM. OTBeTnI Ha BCE JOIMOJHHUTCIBHBIC BOITPOCHI

«XOpPOoUIO»

OO0yuaronuiicst ¢ HeOOJBIIMMHU HETOYHOCTSIMU OTBETUJI HA TEOPETUUYECKUE
BOTIPOCHI, TIOKa3aJl XOpOUIME 3HAaHUS B PaMKax Y4eOHOro Marepuaina.
BbimonHnn ¢ HEOOJNBIIMMHU  HETOYHOCTSIMH  MTPAKTHYECKHE 3aJaHMA.
[Tokazan xopomme yMEHUS M BIIAJEHUS HaBbIKAMH MPUMEHEHUS
[IOJIyUEHHBIX 3HAHUM M YMEHUH NpU OBJAJAECHUU yueOHOro MaTepuaa.
OTBeTHI Ha OOJIBIIMHCTBO JOMOIHUTENIBHBIX BOIIPOCOB

«KYAOBJICTBOPUTCIIb
HO>

OOy4armuiicss ¢  CYIIECTBEHHBIMH  HETOYHOCTSIMH  OTBETHJI  HA|
TEOpETUYECKHe BOMPOCH. I[loka3an yIOBIIETBOPHUTEIbHBIC 3HAHHS B
pamkax yuebHoro wmarepuana. C CyIIECTBEHHBIMH HETOYHOCTSIMU
BLITIOJTHIJI  TIpakTUYeckue 3anaHus. [loka3an  yIOBIETBOPHUTENHHBIC
YVMEHHSI M BJAJEHUS HABbIKAMU MPUMEHEHHUS TOJTYYCHHBIX 3HAHUN H
YMEHHI MU OBIaJeHUU yuyeOHOro matepuana. JlomycTun MHOTO
HETOYHOCTEH TIPHU OTBETE HA JIOTIOJTHUTEILHBIC BOITPOCHI

KHCYIOBJICTBOPUTC
JIBHO»

OOyudarouuiics nOpu OTBETE Ha TEOPETUYECKHE BOMPOCHl M MpHU
BBITIOJTHEHUH MIPaKTUYECKUX 3aJlaHui IIPOJIEMOHCTPUPOBA
HEJOCTATOYHBIM YPOBEHb 3HAHUI M YMEHMI IPU PELICHUH 33]1a4 B PaMKax
yaeOHoro matepuaina. [Ipu oTBeTax Ha JOMOJHUTEIbHBIE BOIPOCH OBLIO

JOIMYIICHO MHOKCECTBO HEIIPABUJIBHBIX OTBCTOB

HporpaMMa KOHTPOJIBHO-OLICHOYHBIX Mep0HpI/IHTI/Iﬁ 3a nepuon
HU3YUYCHUS IO AUCIUILIINHE
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HanmenoBaunu e

OOBEKT KOHTPOJIS (TeMa /KOMITETSHITUH )

HaunmenoBaunue

KOHTPOJIbHO- OLICHOYHOTI'O CPENICTBA
Ndonenounoro (dbopma npoBeacHMS)
MEpPONPUATHS
1.1.| Texymmii Tema: JIOKyMEHTalIMOHHOE OK 1. KontponbHoe
KOHTPOJIb oOecrnieueHne yrpaBJIeHYECKOU OK 2. TECTUPOBAHUE
eATEILHOCTH. OK 3. Brimosnnenue
OK 4. KOHTPOJIBHOT'O 331aHHUS
OK 6.
OK 7.
OK 8.
OK 9.
OK 10.
MK 1.1.
K 1.2
OK 1. KontponbHoe
OK 2. TECTUPOBAaHUE
12, [Texyuwii Tena: OK 3. Boinonnenue
2. ema: HopmatuBHO — METOAMYECKAT  |OK 4. KOHTPOJILHOTO 3a/[AHUS
KOHTPOJIb 6a3a. OK 6.
K 1.2
MK 1.3
1K 1.4
OK 1. KonTposbHoe
OK 2. TECTUPOBaHUE
13 Texymmit . OK 3. BrinosineHue
S lxorpoIs Tema: Kimaccudukanus JOKyMEHTOB. OK 4. MPAKTHYECKOTO 33/IAHHSL.
OK 6. CamocrosrenpHas
OK 10. |pabora
OK L KoHnTposabsHOe
Texymmit Tema: Yaudukanus u crannaprusanusi|OK 2.
TECTUPOBAHUE
1.4. |KOHTpOJIb TOKyMEHTOB. CHUCTEMBI OK 3.
TOKYMEHTaI1H. OK 6. Bermonerie
OK 8. KOHTPOJILHOT'O 3a/1aHUs
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1.5.

Texymmit
KOHTPOJIb

Tema: City)x6a JOKYMEHTAIHOHHOTO
oOecrieueHys yrpaBIeHUs.

OK 1.

OK 2.

OK 3.

OK 4.

OK 6.

OK 8.

MK 1.2
IIK 1.5
[1K 2.1
[1K 2.2
[1K 2.4
I1K 3.1
11K 3.3
[1K 3.4
I1K 3.5
11K 4.1
11K 4.2
I1K 4.3
1K 4.4
[1K 4.5
[1K 4.6

KoHTposbHOE
TECTHPOBAHUE
Brimonxnenue
KOHTPOJILHOTO 33JIaHUS

1.6.

Tekymunii

Tema: ®opmysp — oOpasenn

OK

KonTposbHOE

KOHTPOJIb

OpraHru3allMOHHO- PACIIOPAAUTCILHOI'O
JAOKYMCHTA, pPCKBU3UTHI U OJaHKWU.

OK
OK
OK
OK 10.

S i ol B

TECTUPOBaHUE
Brinmonnenue
[MPAKTUYECKOTO 33/IaHHUSI.
CamocTosTenbHas
pabora.

1.7.

Tekymunii
KOHTPOJIb

Tema: [TpaBuiia cocraBiaeHus U
0 OopMIIEHHSI OCHOBHBIX BHJIOB
OpTaHU3AI[MOHHBIX JIOKYMEHTOB.

OK 1.
OK 2.
OK 3.
OK 4.
OK 5.
OK 6.
OK 10.
I1K 2.3

BrimonHeHue
KOHTPOJIBHOT'O TE€CTa
BrimonHeHue
MPaKTUYECKOTO 3a/IaHHUSI.
CamocrosiTenbHas pabota

1.8.

Tekymumii
KOHTPOJIb

Tema: [IpaBuiia cocraBieHus u
0(OopMIIEHHSI OCHOBHBIX BUJIOB
PacCIOPSAAUTENbHBIX TOKYMEHTOB.

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

BrinmosgHeHue
KOHTPOJIBHOI'O TECTA
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OK 1.

OK 2.
OK 3.
OK 5.
OK 6.
OK 10.
1K 1.3
1K 1.4
[IK 1.5 [Bemonnenue
Tewma: [IpaBuia coctaBienus u [IK 2.1 |[koHTpoabHOrO TECTa
109. Texymmmit 0 OpMIICHHST OCHOBHBIX BHJIOB [1K 2.2  |Brimonnenue
KOHTPOJIb MH()OPMALIMOHHO — CTIPABOYHBIX [IK 2.3  |mpakTuueckoro 3ajaHusl.
TTOKYMECHTOB. [IK 2.4  |CamocTosTensnas padora
[1K 3.1
[1K 3.2
[1K 3.3
[1K 3.4
[1K 3.5
[1K 4.1
[1K 4.2
[1K 4.3
[1K 4.4
[1K 4.5
[1K 4.6
OK 1. BrinosiHeHue
OK 2. KOHTPOJIBHOTO TeCTa
110 Texymmit Tewma: [IpaBuna odopmiaeHus u OK 3. BrimonHenue
' KOHTPOJIb BbIJIaYX KOTIHMH JOKYMEHTOB OK 4. KOHTPOJIBHOTO 33/I1aHHUS.
OK 6. CamocrosiTenbHas
OK 9. pabora.
2.1. |Texymumii Tema: Peructpanus u KOHTpOJIb OK 1. Boinonxnenue
KOHTPOJIb VICIIOJTHEHUS IOKYMEHTOB. OK 2. KOHTPOJIBHOI'O TeCTa
OK 3. BoinmonHnenue
OK 4. KOHTPOJIBHOT'O 3aJJaHuUs
OK 6.
OK 9.
OK 1.
OK 2. BrinonHnenue
59 Tekymunii Tema: Ocobennoctu IOV mo OK 3. KOHTPOJILHOT'O TECTA
' KOHTPOJIb 0OpalIeHNsIM TpaKIaH. OK 4. Boinonnenue
OK 6. KOHTPOJIBHOT'O 3aJJaHuUs
OK 8.
OK 9.
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OK 1.
OK 2. BrinonHenue
53 Texymmii Tema: Opranusarms oneparusioro  [OK 3. |KOHTponbHOro TecTa
' KOHTPOJIb XpaHEHUS TOKYMEHTOB. OK 4. BrImmoaaenne
HoMeHKIaTypa el OK 6. KOHTPOJIBHOT'O 33/1aHUS
OK 9.
[1K 2.5
OK 1. BrimonHeHue
OK 2. KOHTPOJIBHOT'O TE€CTa
. OK 3. BrimmonneHue
Texymumit Tema: DxciepTusa IEHHOCTH
24 OK 4. PAKTUYECKOIO 3aJaHUSI.
KOHTPOITL JIOKYMEHTOB. OK 5. CamocrosiTenbHast
OK 6. pabora.
OK 9.
OK 10.
OK 1.

2.5 Tema: Ilogroroska 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.

OK1l.  |Bemonnenune

OK 3. KOHTPOJIBHOTO TecTa
Texkymui Tema: ApBtomaruzanus 1 135' OK BrimonxHenue

26 YL ema: omaTu3ary poiiecco 5

KOHTPOJIb JTOKYMEHTAIlHOHHOI'O obecrnieueHus ' KOHTPOJIBHOT'O 3aJaHUS.
yIpaBICHUS. OK CamMocTosiTenbHas
OK8. pabora
OK 10.
[TpomexyTou . KoHnTposibHBIE 1
HBII JldbepenipoBaHHbI saier no OK1-10 TeCTOII)SBIe 3aJaHus K
TUCIUTLTNHE
KOHTPOJTb 3a4eTy
5. @OH/IbI OLICHOYHBIX CPEACTB JJIsl TEKYIIETO KOHTPOJIS
5.1 TunoBsle npakTuyeckue 3aaanus [Ipenmer KOHTpoIS:

3HaHMA: IMOHATHEC, OCIW, 3aJadd W M[OPUHIOUIBI JCJIOINPOU3BOJACTBA, OCHOBHBIC ITOHATUA
AOKYMCHTAIIMUOHHOT' O obecrneueHUs YIipaBJICHUA; CHUCTCMbI HOKYMCHTAIIMOHHOTO obecneueHust
YIIpaBJICHHUA, maccmbnxaumo JAOKYMCHTOB.

YMmenus: O(bOpMJBITL AOKYMCHTAIIUKO B COOTBCTCTBHUHU C HOpMaTHBHOﬁ 68.30171, HCIIOJIb3YyA
I/IH(bOpMaI_[I/IOHHBIC TCXHOJIOTHHU; OCYHICCTBIIATL ABTOMATHU3ALIUIO 06pa6OTKI/I JOKYMCHTOB;
YHI/I(bI/II_II/IpOBaTB CUCTCMbI HNOKYMCHTAllMU, OCYHICCTBJIATH XPAHCHHUC W IIOUCK JOKYMCHTOB,
OCYIICCTBJIATE aBTOMATHU3allUIO
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O6pa6OTKI/I JOKYMCEHTOB; HUCII0JIb30BaTh TCIICKOMMYHUKAIIMOHHBIC TCXHOJIOTMHU B

ANEKTPOHHOM JOKYMEHTOOOO0pOTE.

1.

N3yunte 06paser; opopMICHHOTO TPYIOBOTIO COTJIANICHHS.

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

UHTEpBAIBHOCTE. OPOpPMHUTE TPYAOBOE COTIIANIEHNE HA KOMITBIOTEPE.

2.

Hanummre [TPUKA3 renepaibHOro TMpeKkTopa 3aKphITOro aKIMOHEPHOTO 00IIeCTBa

«Upxk- Kagactp» o npueme Bac Ha pabOTy Ha JOJKHOCTh I'€0e3UCTa.

10.

11.

CocraBbpTe mucbMO, moaTBepknatomiee Gakt ornpaBku moroBopa Ne 13/14 ot 18.02.2015.

Henocraromme PCKBU3UTHI U 3JICMCHTBI TCKCTA COCTABLTC CaMOCTOATCIIBHO.

CocraBbre mpuka3 resnepanbHoro gupekropa OOO«baitkanCrpoit» r.Mpkyrcka o
BpeMeHHOM 3amernieHnn pykoBogutens oowvenuuenus ¢ 20.08.2014 mo 07.09.2014 nHa
IIEpHOJ] CIyKEOHON KOMaHAMPOBKYU INIABHBIM HUHXEHEpoM npeanpusatus Misanossim A.C.

Hanumure aBToOmorpaduio, HeoOXoaumyro uisi  OGOpMIICHHS TOKYMEHTOB TIpU

MOCTYIUJICHUU Ha padoTy.

Hammummre 3asBiaeHue o MpeaoCTaBJICHUU BaM aIMUHHCTPATUBHOI'O OTIIYCKa I10 CEMECITHBIM

obcrosarenscTBaM. OcTajbHEBIE PCKBU3UTHI YKAKUTC CAMOCTOSATCIIBHO.

CocraBbte mucbMo-pock0y OO0 «ba3uc» B KOMUTET MO BHEITHUM YKOHOMHYECKUM CBSI35M

0 BBIJICJICHUH KBOTHI HA 9KCIIOPT KPYyTIIoro Jieca B koimdectBe 10 ThIC. Ky0.M.

CocraBpTe mnpuka3 00 OCBOOOXIEHHMH Bac OT paboTel B ¢upme «OpOuta» B CBS3H C

MEpeC310M Ha HOBOC MECTO KUTCIILCTBO.

CocraBbTe AOKJIAAHYIO 3allUCKy cereTapﬁ-pe(pepeHTa PYKOBOAUTCIIIO IIPECATIPUATUA 00
yTepe pa6OTHI/IKOM CrenanoBeiM  I1.H. MMUCbMa-3alpoca, TMOCTyInMBIICTO B aapecC
NpeaAnpuATUd ABa MECALla Ha3al.

CocraBpTe MUChMO-0TBET TUTIOTpadun n3narenscrsa «Haykay OO0 «Amancy o
BO3MOYXHOCTH BBITIOJIHUTH 3aKa3 Ha U3TOTOBJICHHE OJIAHKOB y4eTa.

CocraBbTe NpHKa3 Mo JMYHOMY COCTaBY O IpHeMe Ha paboTy, epeBoje Ha IPYTYIO
JOJDKHOCTh BHYTPU NPEANPUATHS, YBOJIBHEHUS C PAaOOTHI.
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12. CocraBbTe npuka3 00 u3MeHeHuu rpaduka padots! Texauueckoro otrnena OO0 «'EOtex» B

cyOOOTHHE THH B CBSI3M C TPOU3BOJCTBEHHON HEOOXOUMOCTHIO.

13. Hanumure 3asBneHue o npueme Bac Ha paboTy KaaacTpoBeIM HHkeHepoM B OO0
«BOCTCUBI'EOLIEHTP».

14. CocraBbre Omank st muceM OAO «3apsi» ¢ YIIIOBBIM PacIoyIOKEHUEM PEKBU3UTOB.
15.  HanummTte npukassl: a) o npuemMe Ha paboTy KagacTpoBoro uuxxenepa Meanosoit N.I1.;
0) 00 yBosibHeHUH reoze3ucta @pososoit B.P. Henocraromue PEKBU3UTHI

YKaXKUTE CAMOCTOATCIIBHO.

Kpurepun oneHoxk:
1. Onenka «5» BoicTaBnsieTcst npu BeimoidHeHnn 90% npeayaraeMbix 3aJaHHid, TO €CTh, €CIU

IIpaBUJIbHO U Y€TKO O(bOpMJ'IeHO 3aJaHuC.
2. OI_IeHKa «4» BBICTABIISIETCS IIpU BBIIIOJIHCHUHU 80% npeaiiaracMbIix SaﬂaHHﬁ, TO €CTb, €CJIK
IpaBUJIbHO BBIITOJIHCHO 3aaHUC, HO NUMCCTCA 1 omu6Ka.

3. Onenka «3» BbICTaBiseTcss npH BoimoiHeHUM /0% mpeniaraeMbplx 3aJaHuid, TO €CTh, €CIIU
MIPaBUIILHO BBIMIOJIHEHO 3aJaHUE, HO UMEIOTCS 2 OIIMOKH.

4, OI_IeHKa «2» BBICTaBIAECTCS IIpU BBIIIOJIHCHUHU MCHCC 50% npeajiaracMbix 3a,[[aHPII>i, TO €CTb,

CCJIM UMCIOTCA HUCIIPABJICHUA U Oounee 2 omMOOK.

5.2 KoHTposbHBIE BOIPOCH! IS TEKYIIETO KOHTPOJISA

KoHTposbHBIE BOIPOCHI
K pazzgeny 1 «JlokymeHTallMoOHHOE 0OecriedeHre YIPaBIeHYECKON AeSITETbHOCTH

1. Kakwue crioco0bl JOKYMEHTUPOBaHUS Bbl 3HaeTE?

N

HazoBute coBpeMeHHbIE BBl HOCUTENEH HH(OpMAIIHH.

Kakum 3aKOHOM yCTaHaBIMBAETCs IIPABOBOM PEKUM CO3JaHMs, XPAHEHUS U UCIIOJIb30BAHMS
WH()OPMAIIMOHHBIX PECYPCOB?

Urto noHnMaeTcs noj nou(yHKIHOHAIBHOCTbIO IOKyMEHTa?

[Toxaxxute 3Hauenue IOV uepe3 pyHKIUN JOKYMEHTa

KaxoBsl 06mue TpeboBanus kK 0(hOPMIICHHUIO, COCTABIICHUIO B OJIaHKaM JJOKYMEHTOB
Ha3oBure ocHOBHBIE CBOMCTBA JJOKYMEHTA.

© N oA

Jaiite onpenenenue aTpuOyTUBHOCTH ((PYHKIIMOHATBHOCTH, CTPYKTYPHOCTH) TOKYMeHTa. 9.
HazoBuTe OCHOBHBIE MpPHU3HAKH JOKYMEHTA U JAaWTE€ KPATKYI0 XapaKTEPUCTUKY

Ka)KI0TO U3 HUX.

10. Urto Takoe ropuanyueckas cuiia JOKyMeHTa?

11. JaiiTe onpeneneHue MOUTMHHUKA U TyOJIMKATa JOKYMEHTA.
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12. Haiite ompenenenue Komuu JokyMeHTa. Korma Komust JOKyMeHTa TpHOOpeTaer
IOPUANYECKYIO CHITY?

13. UeM MOAIMHHBIA JOKYMEHT OTJIIMYAETCS OT MOJUJI0KHOI0?

14. Uro npezncrapiseT co00il JOKYMEHT, Galbcu(UIIMPOBAHHBIN MOTHOCTHIO?

15. Yro npencraBisieT co00H JOKYMEHT, (PabCH(PUITMPOBAHHBIA YaCTUIHO?

16. Uro npencTasisieT co00il OpurnHai JOKyMEeHTa?

17. Ha ocHoBaHuM KakuxX HOPMAaTHBOB YCTaHABJIMBAETCS JOKHOCTHOW M YHCIIEHHBIM COCTaB
cyx6 JJOY?

18. Yrto Takoe JOKyMEHTOOOOPOT MPEANPHUATHI U OpraHu3anii?

19. [To xakoii cxeme OCyIIECTBIIETCS OTIIPaBKa UCXOASAIIUX JOKyMeHTOB? 20. KaxoBbl

OCOOEHHOCTH CHCTEMAaTU3allUU JOKYMEHTOB U UX XpaHEHUs?

KoHTtposbHbIE BOIIPOCHI
K pazzeny 2 «Opra"uzanus paboThl ¢ JOKYMEHTaMU»

1. KakoBsl ¢pyHkuuu u npasa ciyx6s1 JJOY?

2. Kak ocymiecTBiisieTcst perucTpanusi 1 KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB.

3. KakoBer ocobennoctu JI0Y no oOpamiennsm rpaxxaan?

4. Kak ocymecTBisieTcst opranu3anus OnepaTUBHOIO XpaHEHHUs! JOKYMEHTOB?

S. Kakwue ecTp Bubl HOMEHKJIATYpHI Aei?

6. KakoBo 3HaueHHEe HOMEHKJIATyphI JeJ1 )i KJIacCU(UKALUU JOKYMEHTOB?

1. KakoBbl OCHOBHBIE TpeOOBaHUS K OpraHU3al[Mi XPAaHEHUS UCIIOJIHEHHBIX JOKYMEHTOB B
JIeTIONPOU3BOICTBE?

8. Kak oOecneunBaercs eQMHCTBO TpeOOBaHMH K  XpaHEHMIO  JIOKYMEHTAallUM B
JIETIOTIPOU3BOJICTBE U apXHUBe?

9. Kakoii mopsiiok (opMupoBaHus € CyLIECTBYET B 1€J0NPOU3BOICTBE?

10. B uem cocTosT ocobeHHOCTH (hOpMUPOBAHMS KaJacTpOBOro aena?

11. KaxoBbI BUIbl OTBETCTBEHHOCTH 332 COXPAHHOCTh IOKYMEHTOB?

12. Kakpne cymecTByrOT NPUHIHUIBI U KPUTEPUU ONPEIEICHUS HAYYHOW, UCTOPUYECKON U
IIPAKTUYECKON [IEHHOCTH TOKYMEHTOB.

13. Kakue ycTaHOBIEHBI CPOKHU U1 XpPAaHEHUS IOKYMEHTOB?

14. KaxoBblI 3Tamsl ¥ NOpsAJOK NPOBENEHUS IKCIIEPTU3BI LICHHOCTH IOKYMEHTOB?

15. Kak ocymecTsisiercs OAr0TOBKA J€J K apXUBHOMY XPaHEHHUIO.

16. Kakwue cyiiecTByOT BU/Ibl ApXUBOB U apXUBHBIX (POHIOB?

17. KakoBbl 0COOEHHOCTH M NPEHUMYILECTBA aBTOMATU3ALUU IMPOLECCOB JTOKYMEHTAIIMOHHOTO
obecrieuenns ympasieHusi? 18. KakoBel mpaBmia perucTpanuy, TOUCKa W XpaHECHUs
JIOKYMEHTOB?

Kpurepun oneHok:
1. Onenka «orau4yHo». OTBETHl Ha I[IOCTABJIEHHBIE BONPOCHI H3JIATAlOTCS JIOTHMYHO,

MOCJIEZIOBATENbHO M HE TpPeOyIOT JJONOJHUTENbHBIX TNoscHeHuH. I[lonHO packpbIBatoTCs
MIPUYMHHO-CJIEICTBEHHBIE CBSI3U MEX]y SBJIECHUSMHU U COOBITUAMU. JlenatoTcss 000CHOBaHHbIE
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BBIBOJBI. JleMOHCTpHpYIOTCS TiyOOKHe 3HaHHMs 0a30BbIX HOPMATHUBHO-TIPABOBBIX aAKTOB.
Co0:ro1at0TCst HOPMBI JIUTEPATYPHOU PEUH.

2. Onenka  «xopomo». OTBeTbl Ha  IIOCTaBJICHHBIE  BOIPOCHI U3J1araroTCs
CHCTEeMaTH3HPOBAaHO M IOCIEA0BATENbHO. ba3oBble HOPMAaTHBHO-TIPABOBBIE AKThI UCIIOIB3YIOTCS,
HO B HEIOCTaTOYHOM oOBbeme. Marepuan wu3znaraercs YyBEpeHHO. PacKpbIThl NPUYUHHO-
CIICZICTBEHHBIC CBS3M MEXKAY SABICHUSIMH M  COOBITHSAMH. JleMOHCTpupyercs yMeHHe
AHAJIIM3UPOBATH MAaTCpUall, OJHAKO HC BCC BbBIBOABI HOCAT apFYMeHTI/IPOBaHHBIﬁ n HOK%&TGHLHBH\/JI
xapakrep. CoOI0Aa0TCsl HOPMBI JINTEPATYPHOM peuH.

3. OHeHKa «YIAOBJICTBOPHUTECJIBHO». HOHYCKaIOTCH HapymcHus B II0CIICA0BATCIbHOCTU
n3noxkenusa. Mmerorcs YIIOMUHAHUA 00 OTACIBbHBIX 0a30BBIX HOPMATUBHO-IIPABOBLIX a4KTaX.
Hemonno PaACKpBIBAOTCA NPUYHMHHO-CICACTBCHHBIC CBA3UM MCEXKAY SBJICHUAMU H COOBITUSIMH.
HCMOHCTpI/IPYIOTCH IMOBEPXHOCTHBLIC 3HAHUA BOIIPOCA, C TPyAOM PEIIAOTCA KOHKPETHBIC 3aJJavyu.
Nmerotcs 3aTPYAHCHUA C BBIBOJAMH. [[OHYCKaIOTCSI HapymeHusa HOpM HHTepaTypHOﬁ peun.

4. Ounenka «HeyJdOBJIETBOPUTENbHO». Marepuas u3naraercss  HENOCIEI0BATEIbHO,
COMBYMBO, HE TPEICTABIISAET ONPEIEICHHON CUCTEMbI 3HAaHUH 10 TucHuIuInHe. He packpbeIBaroTcs
IIPUYMHHO-CJIEJICTBEHHBIE CBS3M MEXAY SBIECHUSAMHM U coObITHsAMU. He mnpoBoauTcs aHanus.
BeiBonbl  oTcyTcTBYIOT. OTBETHI Ha JIONOJHUTENBHBIE BOIIPOCH OTCYTCTBYIOT. Mmerorcs
3aMETHBIE HAPYIIEHNsI HOPM JIMTEPATYPHOU PEUH.

5.3  3amaHus JUIA BBINOJHEHHS CAMOCTOATENBHOW paboOThl (IPUBEICHBI B  METOJMYECKUX
yKa3aHUSAX )

Tema 1.3. Kitaccudukanus JOKyMeHTOB.

IIpoBectn kiaccudukamuioo AOKYMEHTOB TIO 3aJaHuio TpemnoaaBarens. Kiaccudukammio
BBITIOJIHUTH TI0 CTOCO0y (pukcanuu, cofep>KaHuio, CIOCO0y M3TOTOBJIEHUS, CTEIIEHU CIIOKHOCTH,
MeCTa COCTaBJEHHUS, CpPOKaM HCIOJHEHHUS, T[0 TPOUCXOXKJICHUIO, CTEIEHH TJIaCHOCTH,

IOpH,I[I/I‘{CCKOﬁ CUJIC U HA3HAYCHUIO, 110 pOAY ACATCIbHOCTH

Tema 1.6. @opmymnsip — oOpaser] OpraHu3alMOHHO-PACTIOPSIAUTEIHLHOTO TOKYMEHTA, PEKBU3UTHI U
OJIaHKH.

CocraBieHHe KOHCIIEKTA 10 TEME: HpaBI/IJ'Ia Oq)OpMJ'IeHI/ISI, HU3TOTOBJICHUS, Y4Y€Ta, NUCIIOJIb30BAHUA
" XpaHCHUA 0J1aHKOB OpraHu3anunu. CocraiecHue 0J1aHKOB JOKYMCHTOB 110 H_Ia6J'IOHy.

Tewma 1.7. IlpaBuna cocraBieHus u 0()OPMIICHHS] OCHOBHBIX BHIOB OPTaHU3AIIMOHHBIX
JIOKYMEHTOB.

CocraBieHue 0JaHKOB OPraHU3aIMOHHBIX TOKYMEHTOB 110 1mabiaony. CocTaBieHne KOHCIIEKTa 110
teme: [IpaBuia cocraBineHus 1 0poOpMIIEHUS KaAaCTPOBOH ChEMKH.
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Tema 1.9. IIpaBuia coctaBneHust 1 0popMIICHNSI OCHOBHBIX BHI0B HH()OPMAIIMOHHO
— CIIPaBOYHBIX JIOKYMEHTOB.

CocraBnenue koHcnekTa 1o reme: CocrapiieHue 0JaHKOB HH(POPMAIIMOHHOCTIPABOYHBIX
JOKYMEHTOB I10 I1a0JIOHY. 3aOMHUTh NMPEASIOKEeHHbIE 00pa3iibl HHPOPMAIIMOHHO- CIIPABOYHBIX
JTOKyMeHTOB. M3ydeHre mabIoHOB CHIEIMATM3UPOBAHHBIX MTPO(ECCUOHAIBHBIX TPOIEAY].

Tewma 1.10. [IpaBuna opopmMieHus U BbIIaUYX KOITUHA JJOKYMEHTOB.

CocraBneHnune KoHcnekTa 1o Teme: OcOOEHHOCTH 3aBEPEHUs KOIIUN HOTapUaJIbHBIMU KOHTOPAMHU U
JOJPKHOCTHBIMU JIMIIAMM OpTaHU3aLUi.

Tema 2.4. DxcrniepT3a LIEHHOCTH JOKYMEHTOB.
CocraBieHue KoHcIeKTa 1o Teme: [1opsa1ok yHUuTOXeHUs JOKYMEHTOB U 0(pOpMIIeHUS pe-
3yJIbTATOB DKCIIEPTH3BI. DKCIEPTHBIE KOMUCCHH, MX (QYHKINH, TpaBa. [IpoBenenue skcepTusst

LHEHHOCTHU JOKYMCHTOB.

Tema 2.6. ABTOMaTH3a1Ms IPOLIECCOB TOKYMEHTAIMOHHOTO obecrieueHus ynpapieHus. Co3ganue

JIOKyMeHTa ¢ nomoiibio [1K.

5.4 TecroBble 3a1aHus ISl TEKYLIETO KOHTPOJIS
B Tecte He0OX01MMO BBIOpATh IPABUIIBHBIN OTBET (MX MOXET OBITh HECKOJIBKO) UJIH YKa3aTh

IIOCJICA0BATCIIBHOCTD 00BexToB. 1. Z[OKyMEHT —93TO0:

1. 3adukcupoBaHHas  Ha MaTepualbHOM HOCHUTEIE uH(popmanus ¢
PEKBU3HUTAMH, TIO3BOJIIFOIIMME €€ UICHTH(PHUIINPOBATD.

2. Hocurens napopmanmu, UCTIONb3yeMOH B IEISX PEryTUpOBaHHS COIMATBHBIX OTHOIICHUM.

3. Wnpopmanus, 3adukcrupoBaHHast JIOOBIM CIOCOOOM Ha JII00OM HOCHTEIIE.

2. ITIoATUHHUK TOKYMEHTAa — ITO0:

1. [TepBblii WM €IMHCTBEHHBIN 3K3EMIUIAP JOKYMEHTA.

2. OK3eMIUIIp AOKYMEHTA, C KOTOPOTO CHATA KOIIHSL.

3. IOpuanueckasi cujia 10KyMeHTa — 3TO:

1. OcobeHHOoCTH BHEIIHETO 0(hOPMIICHHS IOKYMEHTA.

2. CBUIETENhCTBO HAMYHS B JIOKYMEHTE TOJIOKEHUH HOPMATHBHOTO Xapakrepa. 3.
CriocoOHOCTh JOKYMEHTA MOPOXK/JIATh ONpPEAeTICHHbIE TPABOBBIE OCIEICTBHS.

4. HNmeet Jin 10pUIANYECKYIO CHIIY JOKYMEHT, NOJY4eHHBIH 10 (pakCMMHUIbHOM cBSA3H?

1. Ha.

2. Jla, o coriameHnio CTOpOH NHPOPMALMOHHOTO OOMEHa.

3. Her.
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5. Kakoii u3 nepeuncjieHHbIX PEKBU3UTOB He OTHOCUTCS K PEKBU3UTAM Y/10CTOBepeHusi?
1. I'pud yrBepxacHUS.

2 [TeuaTs.

3. OTMmeTKa 0 3aBEpeHHH KOIUH.

4 Busa cornacoBanusi. 5. [Toamnuce.

6. B kakoii moc/jie10BaTeJIbHOCTH J0JKHBI ObITH PACHOJIOKeHbl HAUMEHOBAHHUS B
01aHKe muchbMa GUIMAIA OPraHN3aAlMU?

1. OTKpBITOE aKITMOHEPHOE OOIIECTRO.

2. (OAO «Cubnedtoy).

3. ®unmain B ropone Xantel-Mancwuiicke. 4. «Hedtsanas komnanus -Cuoueds |l ».

7. Kakne peKBU3UTHI BKJIIOYAKOTCA B 0J1aHK nucbMma?

1. MecTo cocTaBiIeHUS WU U3AaHUS JOKYMEHTA.

2. 3aro0BOK K TEKCTY.

3. HaumenoBanue opranusaiuu.

4, ToBapHbIii 3HaK (3HAK OOCITY>KUBAHUSA).

o. HaunmeHnoBanue Bu1a TOKyMEHTA.

6. Anpecar. 7.  CrnpaBoyHbIC JaHHBIE 00 OpraHU3alNH.

8. Ha kakom 3k3eMmisipe /1€JI0BOro MHCbMa, MOATOTOBJIEHHOM /IJIsl OTHPAaBKH aJpecaTy

10 MoYTe, MPOCTABJISIIOTCS BU3BI?

1. Ha moyimHHMKE, OTIIPaBIISIEMOM aJipecary.

2. Ha xonuu, nomeniaemMoii B €710 OpraHU3aIiu.

9. Kakoii BapuanT ogopMiieHUsI CIPABOYHBIX JAHHBIX 00 OPraHU3alUM U KOJA0B B OJIaHKe

OpraHu3anuu sBJISIETCHA MPABUJIbHBIM?

1. 0062. 0611
«ABTOKAP» «ABTOKAP»

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

WMHH/KTIIT 0112220000/011777000 OKIIO 2356447; OI'PH 1127776500001,
No WMHH/KIIIT 0112220000/011777000
Ha Ne OT Ne
Ha Ne oT
10. Yro no/keH caeiaTb padOTHUK OPraHU3alMu, BUSMPYIOLIMH JOKYMEHT, €CJIM OH He

COIJIACEH C ero cojep:kaHnuemM?
1. OrtkazaTbCcs OT BH3UPOBAHUS JOKYMEHTA. 2.
3aBU3UPOBATH IOKYMEHT, BBIPA3UB CBOE MHEHHE.

11. Kakoii BapuaHT 3arojioBKa K NUCbMY Bbl CUMTaeTe NPABUWIBHbIM?
1. O noroBope MOCTaBKH.
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2. O HeBbINIOTHEHUH J0roBopa nmoctaBku ot 12.08.2015 Ne 45/67. 3. O
HEBBITIOJIHEHHUH JIOTOBOPA.

12. Kak noxHa 0bITh 0OPMIIEHA MOANUCH, €CJTH 3AMECTUTEIb PYKOBOAUTEJISA
OpraHu3anMy UMeeT MPaBo NOANMCHIBATH JOKYMEHThI BMECTO PYKOBOIMTEJISI B cJIydae ero
BPEMEHHOI0 OTCYTCTBHSA?

1. I'enepainibHbIil TUpEKTOP IToanuce JL.U. CanukoB

2. 3aM. reHepabHOTO TUPEKTOpa [Toanuce O.I1. PemuzoB

3. N.o0. renepasibHOTO TUPEKTOPA [Toanuce O.I1. Pemu3zoB

13. Kak po:xHa 0bITh 0pOpMIIEHA MOANUCH B MUCbMe, €CJIH KOMMePYeCKH il TUPEKTOP
¢upmbl (H.U. CtapkoB) HAX0AUTCH B OTIIYCKe, 2 MCIIOJIHEHHE er0 0013aHHOCTEell MPUKAa30M
BO3JI0KE€HO HA 3aMecTUTeNsi KomMmepueckoro nupekropa (E./Jd. Tabakoa)?

1. Kommepueckuit qupextop  Ilogmnucs E.JI. TabakoB
2. 3amM. KOMMEPUYECKOT0 TUPEKTOpa [Togmucey  E.JI. TaGakoB
3. N.0. KoMMepUYecKoro 1upeKkTopa ITonmuce  E.JI. Tabakos

14. Hy)KHO JIM 3aBEPATH NMEYATHI0O OPraHu3alui IPUKa3bl pyKOBO)II/ITeJIﬂ?

1. Ha.
2. Her.
16. Kakoe mucsMo 3aBepsieTcs edaThio?
1. I'apanTuiitnoe mucHMO.
2. Kommepueckoe npennoxeHue.
3. [Tucemo-npockba. Kitrou k Tecry:

Ne 1

112 | 3 4 5 6 7 18 9 10 11 12 13 | 14
3ajaHus
1,4,2
OtBer 1 2 3 2 4 ’3’ 3,47 2 2 2 2 2 3 2
H
6. ®oH/IBI OLIEHOUHBIX CPEJCTB JJIs IPOMEKYTOUHOM aTTecTaluu
6.1. TIpumepHBIil IepeUeHb BOMPOCOB K 3a4ETy
1. [ToHsITHE JOKYMEHTAIIMOHHOTO 00ECTIeYeHHs! YIIPABIICHUSI.
2. Bnusinue nayunoit opranuzanuu tTpyna (HOT) u BHeapeHus coBpeMeHHOM opucHOM 1
BBIUMCIIUTEIIFHON TEXHUKH Ha TeXHoyoruto JJOVY.
3. [TonsiTHe U GYHKIMH JOKYMEHTOB.
4. Poine nH(popMaIum B coruanbHO-3KOHOMHUYECKUX Tpolleccax.
5. ®denepanpHblil 3ak0H «O0 wHbOpMaruu, HHGOPMATH3AIIMN U 3aIIUTE WHOOPMAITUNY.
[TonupyHKINOHATBHOCTD TOKYMEHTA.

6. OcHoBHBbIE CITOCOOBI JOKYMEHTUPOBAHUSI.
7. MarepuanbHble HOCUTEIM HMH(OpPMAIMM M HUX HCIHOJb30BAHWE TPU TOJATOTOBKE

JOKYMEHTAllMl, HeoO0XoauMoil B mpodeccruoHanbHoi nestenbHOocTH 8. CocraB
HOPMAaTHUBHO - MeToandeckoit 6a3el /I0Y.
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10.
11.
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.

HopmartuBHO-MeToqMueckast 6a3a npu moAroToBKE JOKYMEHTAIMH, HEOOXO0AUMOM JUIs
NPUHATHUS TPO(HECCHOHATBHBIX YIPABICHYECKUX PEIICHUH.

Knaccudukanus 10KyMeHTOB.

I'ocynapcTBeHHBIE CTaHAAPTH HA YHU(DUITUPOBAHHbBIE CUCTEMBI JOKYMEHTAIHH.
OcHOBHbIE TOHATHS: PEKBU3HUT, (QOPMYJISp AOKYMEHTa, THUIOBOH (opmyIsp,
dbopmymsip - obpazen, Tabeab GopM TOKYMEHTOB, aibooM (GopM YHUDHITUPOBAHHBIX
nokyMmeHToB. 13. Cimyxk0a HOKYMEHTAIIMOHHOTO OOeCredeHHs YIpaBJICHUs (3a/1a4H,
(yHKINHU, TUTIOBBIE CTPYKTYPHI, TOJDKHOCTHOM COCTaB).

[TonaTue 1 o0ImMe MPUHLIUIIBI OPTaHU3AIHMH JOKYMEHTO000pOTA.

HopmatuBHsbie JIOKYMEHTBI, PErJIaMEHTUPYIOLUE OPTaHU3aIHI0
nokyMeHToobopoTta. Kommnbrorepusaius 10KyMeHTO000pOoTa.

Opranu3anus MoAroTOBKH JOKYMEHTAIMH, HEOOXOAMMOM AJisi podhecCHOHATEHON
JeSITeNIbHOCTH

Bubl 61aHKOB TOKYMEHTOB.

OCHOBHBIE TPYTIIBI OPraHU3AIIOHHO-PACTIOPITUTEIBHBIX JOKYMEHTOB.
XapakTepucTUKa U COCTaB OPraHU3alMOHHBIX JOKYMEHTOB (yCTaBa, MOJOXKEHUS,
MHCTPYKIINH, TOJHKHOCTHOM MHCTPYKIIMH, IIPABHII), TPEOOBAHHS K X OQOPMIICHHIO.
CocraBienue 01aHKOB OpraHU3AIMOHHBIX JOKYMEHTOB I10 HIA0JIOHY.

[IpaBuna cocraBienus: 1 0POPMIICHHUS KaJaCTPOBOI CHEMKH.

XapakTepucTUKa M COCTaB PACHOPSAUTEIbHBIX TOKYMEHTOB, TPeOOBaHUS K HUX

0o OpMIICHHUIO.

[IpaBuna cocraBieHuss u O(GOpPMIICHHS OCHOBHBIX BHJIOB HH(OPMAIIMOHHO-
CIPAaBOYHBIX TOKYMEHTOB.

XapakTepHUCTUKA U COCTAB CIPAaBOYHO-MH(POPMAITMOHHBIX JOKYMEHTOB, TPEOOBAHHUS K
X 0OPMIICHUIO.

[TpumeHeHne m1a0I0HOB ClIEUATU3UPOBAHHBIX MPO(ECCHOHAIBHBIX Ipoueayp 26.
[Mopsimok oopmieHns U BbIaYH, 0COOCHHOCTH 3aBEPEHHSI KOMTUI TOKYMEHTOB.
[TomMHHBIE ¥ TTOJUTOKHBIE JOKYMEHTHI.

[ToHATHE KOHTPOJISI UCTIONHEHHSI JOKYMEHTOB, BUIBI KOHTPOJISL.

[Tonpaznenenue ciayx6sb1 IOV, ocyiecTBsfoNIee KOHTPOIIb UCIIOIHEHUS; €ro
GbyHKIUY, TpaBa.

[TpuHIUTIBI OpraHU3aIMK ¥ TEXHOJIOTHUS BEICHHUSI KOHTPOJIS.

Oco0OeHHOCTH KOHTPOJIS PACTIOPSIUTENBHBIX JOKYMEHTOB.

OcCHOBHBIE TTOJIOKEHUS pabOTHI ¢ MUchbMaMu rpaxaan 33. TloHaTHS: IeTo,
¢dbopmHpoBaHUE /1€, HOMEHKJIaTypa Jiell.

dopmMupoBaHUe KaJaCTPOBOTO JENa.

[ToHsATHE SKCMIEPTU3BI IEHHOCTH JOKYMEHTOB.

Cpoku XpaHEeHUs TOKyMEHTOB.

Bust apXxuBOB M apXUBHBIX (POH/IOB.

Coznanne nokymenTa ¢ nomonisio [1K.

[IpeumymiecTBa 1 HEAOCTATKU AIIEKTPOHHOTO IOKYMEHTA.

Oco0eHHOoCTH XpaHEeHHs TOKYMEHTOB B 3JIEKTPOHHOM (opme.
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6.2 IIpumep 3agaHuii A1 YCTHOTO OMpoca

Bapuant [Ne Bormpoc
BOIIpOCa  [BOIIpOCA

I Packpoiite nonstue « JJokyMeHTallMOHHOE 0OecIieYeHHE YIIPABICHUS»

I PackpoiiTe NOHSTHE «TOKyMEHTUPOBAHUE)»

Il PackpoiiTe MOHATHE «TOKYMEHT»

| HazoBute 00mmme GyHKiuu opuImanbHbIX JOKYMEHTOB

] HazoBuTte crienpaibabie GyHKIIUUA OPHUITHATBHBIX JOKYMEHTOB

i Kiaccudukanmst opumnamIbHbIX JOKYMEHTOB

[{emu ciryx661 JIOY

] 3amgaun cnyxowr [JOY

Il Oyukimu cryx0sr JOY

Uro takoe «tOpunnueckas cuiia»

CocTaB ynpaBIeHUYECKON TOKYMEHTAIUH

OO B W W WNPNDN R

KTo siBiIsieTcst Y4aCTHUKAMU PETYIHUPYCMBIX I'PAKAAHCKUM
3aKOHOJIaTEILCTBOM OTHOIICHUM

Kputepuu oneHok:

1. Onenka «oTiau4HO». OTBEThl Ha IOCTaBJIEHHBIE BOMNPOCHI M3JAaraloTcs JIOTHYHO,
MOCJIEIOBATEIbHO W HE TPeOYIOT JONMOJHHUTENBHBIX MoscHeHui. [lodHO pacKphIBaroOTCS
MNPUYUHHO-CIICACTBCHHBIC CBA3U MCKAY SABJICHUSIMU U COOBITHSIMH. I[eﬂaIOTCFI 000CHOBaHHbBIE
BbIBOJIbI. JleMOHCTpUpYyIOTCS TiIyOOKHe 3HaHMsl 0a30BbIX HOPMAaTHUBHO-IIPABOBBIX AKTOB.
Co0bmro1at0TCss HOPMBI JTUTEPATYPHOU peun.

2. Onenka  «xopomo». OTBeTl Ha  IIOCTABJIEHHBIE  BOIPOCHI U3JIaraloTCs
CHUCTEMATHU3HPOBAHO U IOCIEN0BATENbHO. ba30Bble HOPMATHBHO-TIPABOBBIE AKTHI MCIOJIB3YIOTCS,
HO B HeJIOCTaTOYHOM oObeme. Marepuan wu3znaraercs yBepeHHO. PacKpbIThl MPUYMHHO-
CIIEZICTBEHHBIE CBS3M MEXAYy SABICHUSAMHU M  COOBITHSMU. JleMOHCTpUpyeTcs yMeHue
aHAJIM3UPOBATh MaTepUa, OJHAKO HE BCE BBIBOJBI HOCAT apr'yMEHTHPOBAHHBINA U JJOKa3aTeIbHbIN
xapakTep. CoOI01at0TCsl HOPMBI JIUTEPATYPHON PEUH.

3. Onenka «ynoBJIETBOPUTENbHO». JIONyCKAlOTCA HaApyLIEHHs B IIOCIEN0BATEIBHOCTH
uznoxenus. Mmerorcs ynomMuHaHus 00 OTHENBHBIX 0a30BBIX HOPMATHBHO-TIPABOBBIX AaKTaX.
HenonHo packpbIBatoTcs NPUYMHHO-CIEJCTBEHHBIE CBSI3U MEXAY SBICHUSIMHU M COOBITHUSMHU.
JIeMOHCTPHUPYIOTCS IIOBEPXHOCTHBIE 3HAHUSA BOIIPOCA, C TPYAOM PELIAIOTCS KOHKPETHBIC 3aa4M.
NwmeroTcs 3aTpyiHEHHs ¢ BBIBOJAMU. J[OMTYCKAOTCSl HApYIIEHHsI HOPM JINTEPATypPHOH pEUHn.

4. OuneHka «HeyIOBJIETBOPUTENbHO». Marepuan u3jgaraeTcss HENOCJIEA0BATENbHO,
cOMBYMBO, HE MPEICTABIISAET ONpPeAEICHHON CUCTEMBI 3HaHUM 1o Aucuuiinee. He packpbiBatorcst
IIPUYMHHO-CJIEJICTBEHHbIE CBSA3HM MEX]Ty SBJICHUSMHU U COOBITUAMU. BBIBO/IBI OTCYTCTBYIOT.
OTBeThI Ha IONOJHUTENIbHBIE BOIIPOCHI OTCYTCTBYIOT. MIMeI0TCs 3aMeTHbIE HapyLIEHUSI HOPM
JUTEPATYpHOU peUn.
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6.2. KoHTposibHOE TeCTHpOBaHME

Tect nmpoBoauTcs 1o AucHUILIMHE «/[oKyMeHTalmoHHOe o0ecnieueHne yrpasieHus B Teuenue 20
MHUHYT ¥ OXBaThIBa€T MaTepHal JUCLUILINHEI 10 Pa3Jeam:

a Paznen 1 JlokyMeHTalIMOHHOE 00ECIIEYEHUE YIIPABICHUECKON AEATEIIBHOCTU

d Paznen 2.0pranusanus paboThl ¢ JOKYMEHTaMH.

Tect 3akpbrToro tuna. KonudectBo BapuantoB — 4. B kaxxom Bapuante o 10 Bonpocos. Ha
KaXKJIbIi BOIIPOC JaHO IO 3 OTBETA, OJIMH U3 KOTOPBIX BEPHBII.

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

(xopo1o) ctaBUTCS IpH 7 - 9 BEpHBIX OTBETAX HA BOIPOCHI;

olleHKa 3 (YAOBIETBOPUTEIBHO) CTABUTCSA MIPH 5 - 6 MpaBUIBHBIX OTBETAX; OLEHKA 2
(HEYIOBIETBOPUTENBHO) CTABUTCS MTPU MEHEE 5 MPaBHIIbHBIX OTBETAX.

K TECTY Npuj1aracTcsd KJIrx04 ¢ BapuaHTaMU IIPABUJIIBHBIX OTBETOB.

BAPHUAHT 1 1.
HNudopmanus 10/2KkHA OBITH: . IOCTOBEPHOM;

0. COBpEMEHHOM;
B. HEOOXOIUMOH.

2. ®opMyJISIP JOKYMEHTA — COBOKYITHOCTh PEKBHU3UTOB: a. 0053aTEIbHBIX;

0. HeOOXOUMBIX JIJISl TOKYMEHTA; B
ITOCTOSIHHBIX.

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

¥ Svs w

- MHAUBUAYAJIbHBIC.

&

ITouToBBIN aJipeCc B PEKBU3UTE «A}lpecaT» YKa3bIBA€TCH: A. BO BCCX JOKYMCHTAX,

0. B MMChbME YaCTHOMY JIUILY;
B. BBILLIECTOSIIIUM OpPraHU3ALMSIM.

5. Beaywyae orcyTcTBMS  JO/LKHOCTHOIO JIMIA MNPH  MOANMCAHMU JIOKYMEHTa: a.
MPOCTABIISIETCS KOCAs UepTa Nepe]l yKa3aHUEM JI0HKHOCTH; 0. MPOCTABISETCS MPEAIIOT «3a;
B. nnpoctasisiercs «1.0.».

6. B rpynny opraHu3anoHHbIX JOKYMEHTOB He BXOAAT: a. yCTaB;
0. ITaTHOE PaclMCaHuUE;
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. TPYIOBOM KOHTPAKT.
Ha xosyiernajibHoOi 0CHOBE M31AI0TCA: a. IIOCTAHOBJICHUS

. IIPUKAa3kI;

O N

. CITpaBKH.

I[e.]'IOB]:Ie MMUCbMAa HE UMEKOT PEKBU3UTA: 4. aBTOP,

0. HaUMEHOBAHHKC BUJa JOKYMCHTA,

B. JlaTa.

9. JInyHble 1ejia COTPYIHMKOB XPAHATCS: a. 2 T0J1a;

0. 10 mer;

B. 75 ner.

10. B nesia He moMeIAIOTCS: A. HCIIOJHEHHBIE JOKYMEHTBHI; 0. IPUIOKEHHST; B. YePHOBHKH.
BAPUAHT 2

1. JloKyMeHT 3T0:

a. MaTepuaIbHbI HOCUTEIIb;
0. nuadopmarnus;
B. HHGOpMAIIHs HA MaTepUATILHOM HOCUTETIE.

2. Crangapru3anus 3710:

a. IpoIIeC MPUMEHEHHS 00pa3IoB JOKYMEHTOB;

0. IpoIIeC HOPMATUBHOTO 3aKPEIUICHUS Pa0OTHI C JOKYMEHTAMU;
B. [IPOLIEC PETUCTPALIUN JOKYMEHTOB.

3. Ilo MECTY COCTABJICHUSA JOKYMCHTDBI OBIBAIOT: a. BHYTPCHHHUC,

0. TUYHEIC;
B. CEKPETHBIE.

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

0. HE MOXET MNOMCIIAaTbCA,
B. BCCraa IMoOMeIiacTc.

5. IlOHyCKaETCH HE€ YKa3bIBATDb 3aroJIOBOK K TEKCTY: a. Ha BCEX TOKYMEHTAaX;

0. Ha joKyMeHTax (opmata AS;
B. Ha IoKyMeHTax ¢opmara A4.

6. YcraB akuMOHEPHOr0 00111eCTBA YTBEPKAAETCA: a. OpPraHaMU rOCYJapCTBEHHOMN
BJIACTH;
0. coOpaHHeM aKIIMOHEPOB;
B. BBILIECTOSLIEH OPTaHU3aI[UEH.
7. B nepBoii yacTu Texkcra pacnopsiAUTEeIbHOI0 IOKYMEHTA YKa3bIBAIOTCH: .
BBIBOJIbI U MTPEIJIOKEHUS;
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0. MOTHBAIIUS U3AAHUS TOKYMEHTA;
B. MEpBI 110 Pa3pelIeHrI0 KaKoro-1ubo Bompoca.

8. IMeyaTsio 3aBepsAIOTCH NUCHMA:
a. IPUIJIAILCHHS;

0. rapaHTHIHbIE;

B. TTOJITBEPKACHUSI.

9. Jlesio — 3T0:

a. BCEe JOKYMEHTBI ITPEIIPUSATHS;

0. IOKyMEHTBI, IIOMCIIECHHBIC B OJHY O0JI0XKKY;

B. JOKYMEHTHI [10 OJIHOMY BOIIPOCY HJIH Y4aCTKY ACATEIbHOCTH.

10. Jlesia B apXuB CIAIOTCS: A. 10 OIHCH;

0. 110 HOMEHKJIATYPE;
B. 110 BEJIOMOCTH.

BAPUAHT 3
1. @OYHKIHMHN JOKYMEHTOB: a. pa3pelieHue KOH(PIUKTOB;

0. 3aKpeIUICHUE OPraHU3aIMOHHOTO YCTPOHCTBA MPEAPUATHS,
B. OKa3aHHE ITOMOIIH B paboTe.

2. Yuudukanusa Heodxoauma:
a. 1 o0erdyeHus paboThl CeKpeTapei;
0. cokpateHus (opM T0KyMEHTOB;

B. /U1 3 PEKTUBHOIO KOHTPOJIS.

3. ITo cniocoly pukcannu 10KyMeHThI ObIBAIOT:

a. rpaduueckue;

0. THIIOBLIC;

B. CIIy’KEOHBbIE.

4, OmO1eMa OpraHu3aunu YKa3bIBaeTcs:

a. BMECTO HauMEHOBaHMsI OpraHu3anuy; 6. A1 00JerdyeHrs oucka J0KyMeHTa; B. Ha
(upMeHHOM OJIaHKE.

5. Opuanyeckyio cuily 10KyMeHTY NpHIA€eT:
a. MOJIUCH PYKOBOTUTEIS;

0 meuath; B

BU3BI.

6. PacnopsizuresibHOE CJI0BO MUIIETCSI:

a. B HaJaJe JIOKyMeHTa; 0. B KOHIIE TEKCTa;

B. IIEPE/1 U3JI0KEHUEM YIPABIIEHYECKOTO PEIICHUSI.

7. le/l MNOAMUCAHUU JOKYMECHTA HECKOJbKUMMU JUIAMHU NMOANUCH PACIIOJIArarTCH:
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a. 110 paHry;

6. mo andasuty; B
MIPOM3BOJIHHO.

8. B 1e10BBIX MHCHbMAaX OTPa:KaeTCs MHEHHE: a. PYKOBOJIUTEIIS;

0. opranuzanuu;
B. CIICIIMAJIMCTOB.

9. Jlesia opraHu3aluy B TeYEHUH IOl XPAHATCS: a. Y PYKOBOJUTEINS;

0. y cexperaps;
B. B CTPYKTYPHBIX ITO/Ipa3/ICIICHUSX.

10. CpOK XPAHECHUSA NOKYMCHTA B aPXUBE€ OPraHusaliu 3aBUCUT: a. OT BHCIIHETO
BUJA,

0. 0T COOCPIKAHUA,

B. HAJIMYKWA MECTa I XPAHCHUA.

BAPUAHT 4
1. KoMmnbloTepusanus B 1eJIONPOU3BOACTBE HEOOX0AMMA: A. JIJIST XpaHCHUS
nHpopmanuu;
0. /U IMUJKA OpraHU3allHH;
B. JUIS CO3JIaHUsI KOM(OPTHBIX YCIOBUH Tpy/a.

2. PexBu3uTOM Ha3bIBaeTCs:
a. nHpopMaIMoHHasi OCHOBA JOKYMEHTA;
0. DJIEeMEHT JIF0O0T0 TOKYMEHTA;

B. DJIEMEHT OTPEJIEIEHHOT0 TOKYMEHTA.

ITo HauMeHOBaAHUIO AOKYMEHTDBI OBIBAIOT: a. NN CbMCHHBIC,

0. MMCHMO;

=

. UHIMBUAYaJIbHBIE.

Mecto pexkBusuTa «Jlatax»:

. HI)Ke HaUMEHOBaHMsI BUA JOKYMEHTA;
. HUXKE TEKCTa;

. HYDKE TTOJIITUCH.

¥ ovs N

AKTBI 0(pOpMIISIIOTCS
. CIIELIMATTUCTOM;
. MaT€praJIbHO OTBETCTBCHHBIM JIMIIOM;

¥ ovs o

. KOMHCCHEH.

6. K rpynmne opranu3anuoHHble JOKYMEHTbI OTHOCHTCS: 2. JOJDKHOCTHAs
UHCTPYKLIUSA;

0. MPOTOKOIT;

B. JOTOBOP KYIUIM-TIPOHAXKH.



7. HpI/IKa3LI MNOANMUCBHIBAKOTCH: A. CIICHHUaJIMCTaMHU,

=)

. PYKOBOJIUTEJIEM CTPYKTYPHOT'O TIOpa3AeICHUS;
. PYKOBOJUTEIEM OpraHU3alIUHU.

o

Jles10BOE MUCBMO 3apy0e:KHOMY NapTHePY NUINYT:
. HA pyCCKOM $I3BIKE;

. Ha sI3bIKE MOJIy4YaTels;

. IO CUTYyallUH.

W o o

©

HaunmeHnoBaHue gejia YKa3bIBaA€CTCsA:

a. 110 YKa3aHWIO PYKOBOOUTEIIA, 0. mo HOMCHKIJIATYPE;
B. I10 CUTyalluH.

10 JocTyn B apXuB OpraHu3alnuu MMeeT: a.
PYKOBOJIUTEIB;

0. 3aB. apXMBOM;

B. JITOOOM COTPYTHUK.

KJIIOY K TECTY
Ne /it BA UAHTBI

1 2
Ya B
2B 0
Ja a
40 0
9B 0
6B 0
7a 0
g6 0
98 B
108 a
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