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1 OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOr'PAMMBI YYUEBHOM
JUCIUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. Mecto Yy4yeOHOIi JIMCUMIUIMHBI B CTPYKType B CTPYKType OCHOBHOIi

o0pa3oBaTe/ibHOI NPOrpaMMbl

VYyeOnass auciuiuinHa «J{oKyMeHTallMOHHOE OOeCreueHrue YIpPaBICHUS» SBISIETCS
gacThio [IpodeccronanbHoro yueOHOro IMKIIa OCHOBHOM 00pa30BaTeIbHOW MPOrpaMMBI (Jaiee
OOIl) B coorBerctBu ¢ @DI'OC CIIO mno cnenuanpHocTH 38.02.01 DOxoHOMHKA U
OyXraJITepCKUil y4yeT (10 OTpacisiM).

1.2 leab u miIaHupyeMble pe3yabTAThl 0CBOEHHS TUCHUILIUHBI

[To utoram OCBOCHHUS IUCIHILIMHBI, OOYYAIONIUECS JOJDKHBI IPOJEMOHCTPUPOBATH
pe3ynbTaThl 00y4eHus1, cooTHeCEHHBIE ¢ pe3ynbTaTamu ocBoeHus OOII CIIO u npuBencHHBIC B
TadsuLe.

Kon

IIK, OK YMenus 3Hanus
ONpeAeNsATh 3aJauyd JUIsl MOUCKAa HWH- | HOMEHKIaTypa WH(GOPMAlUOHHBIX HCTOY-
dbopMaru; OmnpeaenaTh HEOOXOIUMBIC | HUKOB, IPUMEHSEMbIX B MPO(ECCHOHAIb-
HWCTOYHUKHU MH(pOpMaIuu; HOH JeSITEILHOCTH
IJITAHUPOBATh MPOIIECC TMOUCKA; CTPYK- | IPUEMBI CTPYKTYPUPOBAHUS UHPOPMALIUU
TypupoBaTh mody4daemylo wuH(opma- | popmaT opopmiieHUs: pe3yabTaTOB MOUCKA
IIUI0; BBIACIATH HauOoJiee 3HAUMMOE B | MH(OpMamK, COBpEMEHHBIC CpEACTBA W
nepevyHe HHPOPMAIIHH; ycTpoiicTBa HH(OpPMATH3ALNH
OIICHUBATh TMPAKTHYECKYI0 3HAYMMOCTDH | TOPSAOK UX MPUMEHEHUS U MPOTPaMMHOE
OK 2 pe3ynbTaToB Toucka; oQopmiATh pe- | obecrieueHue B MpodeccuoHANbHON Jes-

3y.]'II)TaTI)I IIOHCKa, HpI/IMerlTB CpG[ICTBa TCJIBHOCTHU, B TOM 4YHUCJIC C UCIIOJIb30BAHU-
MH(OOPMALIMOHHBIX ~ TEXHOJOTMH I | eM HU(POBBIX CPEACTB

penreHus mpodecCHOHANBHBIX 3a71a4;
UCIOJIb30BaTh COBPEMEHHOE MPOTPaMM-
HOe oOecreueHue;

WCIONIb30BaTh pa3NUYHble [HU(POBBIC
CpelCcTBa JJIsi pemieHus Tpogeccro-
HaJIBHBIX 3a7a4

IPaMOTHO  W3JlaraTb ~ CBOM  MBICIH | OCOOGHHOCTH COLIMANBHOTO U KYJIBTYpHO-
u oQOopMIIATH JOKYMEHTHI MO TMpodec- | T0 KOHTEKCTa;

OK 5 CHOHQJIBHOW TEeMaTUKe Ha Tocydap- | mpaBwia  OQOpMIIEHUS  JOKYMEHTOB
CTBEHHOM $I3bIKE, MPOSBIATH TOJIEPAHT- | U IOCTPOEHUS YCTHBIX COOOILIEHUH;

HOCTh B pabo4eM KOJUIEKTHBE

MOHUMAaTh OOLIMM CMBICT YETKO MPOW3- | MpaBUiIa MOCTPOCHUS MPOCTBIX U CIIOXK-
HECEHHBIX BbICKAa3bIBAaHUI HA N3BECTHBIC | HBIX NPEIJIOKEHUH Ha NpoQecCuoHaTb-
TeMbl (podeccroHaNbHbIE U OBITOBBIE), | HBIE TEMBI;

MIOHUMAaTh TEKCTHI Ha 0a30Bble Mpodec- | OCHOBHBIE OOLIECYNOTPEOUTENbHBIE TJIaro-

CHOHAJIbHBIE TEMBI, abl (ObITOBass M mpodeccHoHanbHas JeK-
OK 9 y4acTBOBaTh B AHAJOrax Ha 3HAKOMBIE | CHKA),
obmue u mpodecCHOHAIbHBIE TEMBI, JIEKCUYECKU MHUHUMYM, OTHOCSIIUHCS K

CTPOUTH MPOCTHIE BBICKA3bIBAaHUS O ce0e | OMUCAHUIO MPEIMETOB, CPEJCTB U MPOIleC-
1 0 CBOE€H mpodeccrnoHalbHON J1eTeNb- | COB PO ECCHOHATBHON AeSITENbHOCTH
HOCTH, KpaTKO 0OOCHOBBIBATH M 00BsIC- | 0COOEHHOCTH MPOU3HOIICHHUS;

HATh CBOU JIEWCTBUS (TEKyllMe M IUla- | MpaBWJla YTEHHS TEKCTOB mpodeccuo-
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HUpYEMBIE); THCaTh MPOCThIE CBA3HBIC
COOOIIIEHUsI HA 3HAKOMBIE WU WHTEpE-
cyromue npodeccuoHaIbHbIE TEMBI,

HAJIbHOW HANpaBJICHHOCTH

IIK 1.1

MIPUHUMATH TPOU3BOJIBHBIC TICPBUYHBIC
OyXraJTepcKkue JTOKyMEHTHI, paccMart-
pUBacMble KaK IHUChbMEHHOE JOKa3a-
TEJBCTBO COBEPIICHUS XO3SHCTBEHHOU
OTIEpALMU WJIM TOJYYCHHE Pa3peIIeHus
Ha €¢ MPOBE/ICHUE; MPUHUMATh TIEPBUY-
HbIe OyXTalTepcKHe JTOKYMEHTHl Ha Oy-
Ma)KHOM HOCHUTeNe U (W) B BHJIE DJICK-
TPOHHOTO JIOKYMEHTa, IOJIMHCAHHOTO
AJIEKTPOHHOW  TIOJINHKCHIO; TPOBEPATH
HaJIM4YMe B TMPOU3BOJBHBIX IMEPBUYHBIX
OyXTraJITepCKUX TOKYMEHTaxX 00s3aTellb-
HBIX PEKBU3UTOB; NMPOBOANUTH (popMaib-
HYIO TIPOBEPKY JIOKYMEHTOB, MPOBEPKY
M0 CYIIECTBY, apU(pMETHUECKYIO IPO-
BEPKY; IMPOBOJUTH TPYIIUPOBKY TMEp-
BUYHBIX OyXTaJITePCKUX TOKYMEHTOB 10
psily TPU3HAKOB; MPOBOJUTH TAKCHPOB-
Ky ¥ KOHTHPOBKY TEPBHYHBIX OyXrai-
TEPCKUX JOKYMEHTOB; OpPraHHW30BBIBAThH
JTIOKYMEHTOO0OpOT; pa3OupaTbCsi B HO-
MEHKJIAType JIeN;, 3aHOCUTh JAHHBIC I10
CTPYNIIPOBAHHBIM JIOKyMEHTaM B pe-
THCTPBI OyXTaJITepPCKOro ydera; mepeia-
BaTh IMEPBUYHBIE OYXTaJlTEpPCKHUE JIOKY-
MEHTBI B TEKYIIUWA OyXTajaTepcKHil ap-
X¥B; TepelaBaTh NEpBUYHbBIE OyXrai-
TEepPCKHE JOKYMEHTbI B MOCTOSIHHBIN ap-
XMB 10 HWCTEUYECHUH YCTaHOBIICHHOTO
CpOKa XpaHEeHHsI; UCTIPABIISATH OMIMOKH B
MEPBUYHBIX OYXTalTEPCKUX TOKyMEHTaxX

obmue TpeboBaHHA K OyXTaJlITepCKOMY
y4eTy B 4YacTU JOKYMEHTHUPOBAaHHUS BCEX
XO3SIMICTBEHHBIX JICUCTBUA W OIEPALMU;
MOHSATUE  TEPBUYHOM  OyXTalITepcKOn
JOKYMEHTAIUH; ONPEEICHUE TTePBUYHBIX
OyXTaJITePCKUX  JOKYMEHTOB;  (HhOPMBI
MEPBUYHBIX OyXTalTEPCKUX TOKYMEHTOB,
CoJlepKalIiuX O00s3aTeNbHbIE PEKBU3UTHI
MIEPBUYHOTO Y4ETHOTO JOKYMEHTA;
HOPSTIOK MIPOBEJCHUS IPOBEPKU
MEPBUYHBIX OyXTaITEPCKUX JTOKYMEHTOB,
(¢bopManbHO  MPOBEPKH  JOKYMEHTOB,
MIPOBEPKH I10 CYIIECTBY, apuPMETHUECKOMN
OPOBEPKU; TMPUHIUIBI U MHPU3HAKH
TPYIIUPOBKHA TIEPBUYHBIX OYXTaITEPCKUX
JIOKYMEHTOB; MOPAIOK  TPOBEACHUS
TAKCUPOBKM W KOHTHUPOBKH TICPBHYHBIX
OyXraiaTepcKux JIOKYMEHTOB; TOPSIOK
COCTaBJICHHUSI PETHCTPOB OyXTalITePCKOTO

ydeTa; IMpaBUjIa W CPOKH XPaHEHMs
IIEPBUYHOU Oyxraiarepckoit
JOKYMEHTallu1

2 CTPYKTYPA U COAEPKAHUE YYEBHOU JUCHUTNJIAHBI
«1JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S

2.1 O6beM yueOHOM AMCHUIIMHBI U BH/IbI Y4eOHOH padoThI

Bup yueoHoii padoThl

O0beM yacoB

O0beM 00pa30BaTEJIbHON POrpaMMbl Y4eOHOH AUCHUILIMHBI 42
B TOM YHCIIE:
— TeopeTuyeckoe o0ydyeHue 14
— IPAKTUYECKUE 3AHATUS 14
— caMmocCTosITelIbHas paboTa 14

KOHCYJIbTalluN

npoMexyTouHas atrrectanus — JuddepennupoBannslii 3aueT




2.2. TemaTuuyecKuii MJIaH M coJep:KaHue Y4eOHOI THCHUTLTHHBI «/lokyMeHTallMOHHOE 00ecTiedeHne YIPaBJIeHUs

Koanl kommne-
TeHLUi, (pop-
MHPOBAHHIO

HaumeHnoBanue pazaesio Coaepxxanue yuyeOHOro marepuasa u GopmMbl OpraHu3anuu O0bem | KOTOpPBIX CHO-
U TeM AeSITeJIbHOCTH 00Y4YaIOIIUXCS 4acoB co0CTBYeT JJie-
MEHT Nporpam-
MBI
1 2 3 4
Pazpen 1 JloKyMeHTHpOBaHHE YIIPABJIeHYECKOI eI TeIbHOCTHU: 30 OK 02
o01Me 1MoJI0KEeHU s OK 09
Tema 1.1 IlonsaTue noky- Copep:xanue yueOHOro MaTepuana 1
MEHTAa U CIIOCOOBI JJOKY- 1. JIokyMeHT Kak HOCHTEeIb MHPOPMALUU: MOHATHE, NPU3HAKU, (PYHKIUU. DIEKTPOHHBIN
MEHTHPOBAHUS. JOKYMEHT.
2. Knaccudukanus JOKyMEHTOB.
[IpakTuueckue 3aHATHS 2
1. O3HakoMyIeHHE C UCTOpHEH (OPMUPOBAHUS U PA3BUTHUS YUEHUS O JTOKYMEHTE
2. V3yueHne TEXHUYECKUX CPEICTB 00pabOTKH TOKYMEHTOB
CamocrodrenbHas paboTa 00yJaronmxcs 2
1. Hanucatp pedepar Ha TeMy: DBOMIONMS TOKYMEHTa Kak HocuTenst uHpopmanuu. Bos-
HUKHOBEHHUE U pPa3BUTHE AEIONPON3BoAcTBa B Poccum.
Tema 1.2 Crannaptuza- Copep:xaHue yueOHOro MaTepuaia 2 OK 02
s ¥ yHuukanus no- 1. 3akoHOomaTeNbHOE U HOPMAaTUBHO-METOAMYECKOE PEryJIHpOBaHUE JEIONPOU3BOJCTBA B OK 09
KyMeHTOB. CHCTEMBI J10- P®
KyMEHTAI1H. 2. CranaapTtu3anus JokyMeHToooopoTta B PO Ha coBpeMeHHOM 3Tane. Buabl cranaapToB u
ux o011as XxapakTepucTUKa
3. IlonaTue yHupUKau JOKYMEHTA U €€ Pa3HOBUAHOCTU. YHHU(DUIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAI1H.
[IpakTHyeckue 3aHATUSL 1

1. M3y4unTh HOpMaTHUBHbIE MaTEPHUAIIBI 10 YHU(DUKALIMYA JOKYMEHTAIUN




Koanl kommne-
TeHLHUi, (pop-
MHPOBAHHIO

HaumeHnoBaHue pa3aesion Conep:xanue yuedOHOro MaTepuasa u ppopMbl opraHuzanuu O0beM | KOTOpPBIX CHO-
U TeM AeSITeJIbHOCTH 00Y4YAIOIIUXCS 4acoB coOCTBYeT JJie-
MEHT Nporpam-
MBI
2. 3anogHUTh YHU(DUIIUPOBAHHbIE (POPMBI JOKYMEHTHI
Tema 1.3 PekBU3uTHI 1 Copep:xanue yueOHOro MaTepuana 2 OK 02
OJaHKU JTOKYMEHTOB. 1. PeKBHM3UT JOKYMEHTA: IOHATHE, OCOOCHHOCTH, 3HAYECHUE OK 09
2.06mue TpeboBaHus K 0POPMIICHHIO U PACTIOTIOKEHUIO PEKBU3UTOB JOKYMEHTOB K 1.1
[IpakTryeckue 3aHATUSA 1
1. VI3yuuTh paznuuHble BUJbI OlaHKa JOKYMEHTa M pa3padoTarh OJIaHKMU CO3/1aBaeMOM Op-
raHU3aLuu
2. OpopMHTH OTIETBHBIC PEKBU3HUTHI B 33JaHHOM (popMaTe Ha pa3IMYHBIX OJTaHKax
CamocrosTenbHast pabota o0ydyaroumxcs 1
1. Odopmurs koHcmekT Ha TeMy: OthenbHble O0COOEHHOCTH O(OPMIIEHUS TEKCTa
JOKYMeHTa (uuces1, Tabaul, UMEH U (paMUIIHii)
Tema 1.4 Opranuzaiuon- Coneprkanne y4eOHOTo MaTepuania 1 OK 02
HO-pacnopsiauTenbHas 10- | 1. OpraHn3anuoHHbIe JOKYMEHTBI: IOHATHE, OCOOEHHOCTH, BUJIBI, OK 05
KymeHTauus. Opranusa- TpeOoBaHuUs K 0hOPMIIEHUIO OK 09
IIUOHHBIC JOKYMCHTBI. [pakTHyYecKre 3aHATHS 1 MK 1.1
1. ObopMuUTH OT/AETBHBIE BUIBI OPTaHU3AIMOHHBIX JJOKYMEHTOB TI0 33JJaHHIO MPEToaaBaTe-
s
CamocrosiTenbHas paboTa o0yJyaronmxcs 1
1. IlpoBectn aHanu3 ocoOeHHOCTEH O(OPMIIEHUS OPraHU3ALMOHHBIX JOKYMEHTOB
pa3IMyYHBIX Iopuandeckux Ml (06aHkoB), O(OpMUTH OOpa3el IMTATHOTO PaCHHCAHUS
OpraHu3aIu
Tema 1.5 Opranuszanuon- Conepxanue yueOHOro MaTepuasa 1 OK 02
HO-pacropsauTenbHas 10- | 1 PacnopsaurensHble TOKYMEHTHI: TOHSITHE, BUBI, TPEOOBaHMS K 0(OPMIICHUIO OK 05




Koanl kommne-
TeHLHUi, (pop-
MHPOBAHHIO

HaumeHnoBaHue pa3aesion Conep:xanue yuedOHOro MaTepuasa u ppopMbl opraHuzanuu O0beM | KOTOpPBIX CHO-
U TeM AeSITeJIbHOCTH 00Y4YAIOIIUXCS 4acoB coOCTBYeT JJie-
MEHT Nporpam-
MBI
KyMeHTauus. Pacriopsu- [IpakTuueckue 3aHATHS 1 OK 09
TEJIbHBbIE JIOKYMEHTBI 1. OpopMHUTP MPUKA3bI K PACTIOPSKEHHS PYKOBOIUTENSI OPTaHU3alluN I[K 1.1
CamocrosTenbHast pabota o0yyaroumxcs 1
1. IIpoBectn aHamu3 ocoOeHHOCTEH OQOPMIIEHUS pPACIOPAIUTEIbHBIX JIOKYMEHTOB
pPa3NMUYHBIX IOPUAMYECKHX JIHI, O(GOpPMUTH 00pasen pacmopsHKeHUsT TeHEpaJIbHOTO
JMpeKTopa/ 3aM. AUPEKTOPA OPraHU3aLUuU
Tema 1.6 Mudopmarmon- Copep:xanue yueOHOro MaTepuana 2 OK 02
HO-CIIPAaBOYHBIE TOKYMEH- | .JMH(}pOpManmoHHO-ClIpaBOYHBIC IOKYMEHTHI: IOHATHE, BUBI, TPEOOBaHUS K 0()OPMIICHUIO OK 05
ThI [IpakTrueckue 3aHATHS 2 OK 09
1. OdbopmMuTh OTHENBHBIE BUIBI HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, CIIpaBKa, IK 1.1
IIPOTOKOJI, IOKJIaHast U OOBSICHUTEJIbHAS 3aMCKa)
CamocrodrenbHas paboTa 00ydaronmxcs 2
1 IloaroroBuTh JOKIAA-TIpe3eHTALMIO HAa TeMy: OCOOEHHOCTH MOATOTOBKH U O0(OpMIICHUS
JOKYMEHTOB JI€JIOBOM NEPENUCKH OpraHu3alny.
Tema 1.7  Odopmiaenune | Conepxanue yueOHOro MaTepuaa 2 OK 02
OCHOBHBIX JOKYMEHTOB | [IpakTudeckue 3aHATHS OK 05
YIPaBJICHUS 1./lenoBas urpa-npezenranus «OCHOBHbIE JOKYMEHTHI YIIPABJICHUS» OK 09
CamocTosTensHas padoTa 00y4aromuXCs 4 MK 1.1
1.BbIMONMHNUTE MHAMBUIyaTdbHOE 3aJaHHe AJS JeOBOM UIpPhl: OPOPMHUTH MaKeT 0Opa3LoB
JOKYMEHTOB KOMMEPYECKOTO PEAPHUSATHS
2. Odopmuth 00pasell JMYHOTO 3asBJICHHUS, PE3IOME.
Paszpnen 2 Opranusanus padoThl ¢ JOKYMeHTAMHU
Tema 2.1 OcHoBHeble nnpa- | CoxepxaHue yueOHOro MaTepuana 1 OK 02 OK 05
BUJIa OpraHu3aiuu pabotsl | 1.OCHOBHBIE MPaBUIIa OPraHU3aMU JOKYMEHTO000pOTa Ha MPEANPHUSITHH. OKO09IIK 1.1

C IOKyMEHTaMH

2.KauecTBeHHbIE XapaKTEPUCTUKN JOKYMEHTO000pOTA.




Koanl kommne-
TeHLHUi, (pop-
MHPOBAHHIO

HaumeHnoBanue pasaesio Coaepxxanue yuyeOHOro marepuasa u GopmMbl OpraHu3anuu O0bem | KOTOPBIX CHO-
U TeM AeSITeJIbHOCTH 00Y4YAIOIIUXCS 4acoB coOCTBYeT JJie-
MEHT Nporpam-
MBI
Tema 2.2 Opranuszanus pe- | Conepxkanue yueOHOro Marepuaia 1 OK 02
TUCTPALHU TOKYMEHTOB U 1. [TonsiTue perucTpanuu JOKyMEHTa U €€ CTaJIuu OK 05
KOHTPOJIb UX UCIOAHEHH | 2. OOuye npaBuia perucTpaluy ynpaBIeHYeCKUX JOKYMEHTOB OK 09
[IpakTHYeCKHE 3aHATHUS 1 IK 1.1
1. Odopmrenne perucTpaunuy BXOAAIINX U UCXOIAIINX TOKYMEHTOB B paMKax HEOOXOH-
MBIX JUIsl JAHHOTO BHJIA IOKYMEHTOB PErMCTPALMOHHBIX (hopM
CamocrosiTenbHast pabota o0yyaroumxcs 1
1. OpopMuTh B TETpaIN PpErUCTpaLlMOHHBIE POPMBI ISl BXOJAIIUX U UCXOJAIINX JIOKY-
MEHTOB
Tema 2.3 Opranuzanus Copep:xanue yueOHOro MaTepuana
OTIEPaTUBHOTO XpaHEHUs 1. [ToHsTHE ONEPAaTUBHOTO XpaHEHUsI TOKYMEHTA U TPEOOBaHUS K OpraHU3alluy OlepaTHuB- 2 OK 02
JOKYMEHTOB HOT'O XpaHEHHUs YIIPaBICHYECKON JOKYMEHTALUU OK 05
2. Homenknarypa fein: nmoHsTHe, BUbl, TpeOOBaHUS K O(hOPMIIEHUIO OK 09
3. ®opmupoBanue u opopmienue nen. CucremMaTu3anys JOKYMEHTOB B Jiene. XpaHeHHe IK 1.11
aen
[IpakTHyeckue 3aHATUSA 1
1. Pa3zpaboTaTh HOMEHKIATYPY €]l KOHKPETHOW OpraHu3aIiiu
2. O3HaKOMHUTHCS ¢ cCUCTeMaTH3alKel JOKYMEHTOB B JIeTIe.
CamocrosiTenbHas pabota o0yJaroumxcs 1
1. M3yuuts «I'OCT P 7.0.8-2013 Cucrema ctanzapToB 1o HuHGopMaIuu, 6ubInoTeyHOMY
U U3JaTeNIbCKOMY Jeny. J{enonpon3BoICTBO U apXUBHOE J1e710. TepMUHBI U ONpEIeIICHUs»
1 0(hOpPMUTH KPAaTKHUl cJIOBaph TEPMUHOB
Tema 2.4 Komnbiotepuza- | Conepranue yueOHOTro Marepuaia 1 OK 02
s J10Y Oprasu3anus 3JeKTPOHHOTO JOKYMEHTO000poTa OK 05




Koanl kommne-
TeHLHUi, (pop-
MHPOBAHHIO

HanmenoBanue pa3nesioB Conep:xanue yueOHOro MaTepuaia u (pOpMbl OPraHU3aUNU O0beM | KOTOpPBIX CHO-
U TeM AeSITeJIbHOCTH 00Y4YAIOIIUXCS 4acoB coOCTBYeT JJie-
MEHT NMporpam-
MbI
[IpakTuueckue 3aHATHS 1 OK 09
1. O3HaKOMHTBCSI C COBPEMEHHBIMH ITPOTPAMMHBIMHU MIPOJIYKTaMU B cepe JOKyMEHTAIlH- I[K 1.1
OHHOTO 00ECTICUEHHsI YIIPABICHUS
CamocTosTenbHas paboTa 00yJaronuxcs 1
1. CocraButh KOHCIIEKT HAa TeMy OCOOEHHOCTH OpraHU3aIMH JIEKTPOHHOTO JOKYMEHTO-
obopora
JuddepeHunpoBanHbIl 3a4eT 1
Bcero: 42
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3.YCJIOBUSA PEAJIM3AIIMA YUYEFHOM JUCIATIIMHBI
3.1 MarepunanbHO-TeXHHYeCKOe o0ecrevyeHue
Jlyia peanu3anuy NporpaMMbl y4eOHON TUCIUIUIMHBI IPEIYCMOTPEHO HAJUMYUEe CIEAYIOUINX
CHEIUATBHBIX TOMEIIICHUH:
Kabuner JlokymMeHTallMOHHOTO 00eCreYeHUs YIIPaBICHUSI.
OcHoBHOE 000pyTOBaHUE YIEOHOTO KAOMHETA U TEXHUIECKUE CPEACTBA OOYICHHUS .
- KOMILICKT MYJIbTHMEANIHOT0 00opynoBanus (mpoektop Casio XJ-V2, skpan Lumien Eco
Picture);
- IOCKa MOJKaTHas;
- MapThl yYEHUYECKHE IBONHBIE;
- CTOJI TIPETIOAaBATEIIs;
- CTYJIbS IO KOJIMYECTBY MOCATOYHBIX MECT.
[IporpamMmmMHoe obecrieueHue:
1. Microsoft Windows 7 Professional
2. Microsoft Office ProPlus 2010 Russian Acdmc
3. CIIC KoncynsrautlOpuct: Bepcus [Tpod
4. Google Chrome.
5. Adobe Acrobat Reader

3.2. UndopmanmnonHoe odecrieueHue o0yyeHusi (mepevyeHb peKOMeHAyeMbIX Y4eOHbIX
u3aaHui, UHTEepHeT-pecypcoB, 10MOJTHUTEIbHOM JTUTEPATYPHI)

Jnia peanuzanuu mporpaMmbl  yueOHOoro mpeamera OuOnuoreunsii  ¢ounx BBIY
YKOMIIJIEKTOBAH MEYAaTHBIMU U 3JIEKTPOHHBIMHU U3aHUSMH.

OOyuaromuecs U3 4Kclia UHBATUAOB U JIMI[ C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMHU 3JI0POBBS
o0ecrieyeHbl TMEeYaTHBIMH W (WJIM) SJIEKTPOHHBIMH 0O0pa3oBaTeIbHBIMH pecypcaMu B (opmax,
aJaTUPOBAHHBIX K OTPAaHUYEHUSM UX 3/I0POBbSI.

OcHoBHasi 1uTEpaTypa:

1. Toponuna, JI. A. JlokymeHTanMoOHHOE OOecredeHne yrnpaBieHHs : Y4eOHUK U MPaKTH-
KyM JIIs cpenHero npodeccuonansHoro oopazosanus / JI. A. Jloponuna, B. C. MputukoBa. — 2-¢
u3[., nepepab. u gon. — Mocksa : M3narensctBo FOpaiit, 2023. — 270 c— TekcT : 31eKTpoH-
ueiii. — URL.: https://urait.ru/bcode/530252

2. Kopnees, 1. K. JlokymeHTaliioHHOE 00ecrieyeHre yIpaBieHus | yueOHUK U IPAaKTUKYM
mis cpenHero  mpodeccuonanbHoro  obpaszoBanusi/  U. K. Kopuee,  A. B. Ilmenko,
B. A. MamypneB. — 3-e uzn., nepepab. u non. — Mocksa : U3parensctBo FOpaiit, 2023. —
438 c¢. —Tekct: anekrponnsiit. — URL: https://urait.ru/bcode/523611

3. Ky3nenos, . H. JlokyMeHTanmmoHHOE oOecrieueHue yrpasieHus. JIOKyMeHTo000poT 1
JICTIONPOM3BOICTBO : YYEOHHK W TPAKTHKYM Ui CPEIHEro mnpogecCHOHAIBLHOro oOpa3oBaHwus /
. H. Ky3neuoB. — 4-e usn., nepepad. u gom. — Mocksa : UsnparensctBo HOpaiit, 2023. —
545 c¢. — Texkcer: anextponnbiii. — URL: https://urait.ru/bcode/523613

4. Iysanosa, H. H. JlokymeHTanmoHHoe obecrieueHue yrnpaBieHus: y4eOHUK U MpaKTu-
KyM ISl cpeHero npodeccrnonansHoro oopasosanus / H. H. IllyBanoBa. — 3-e u3., mepepad. u
non. — MockBa: WznarensctBo HOpaiit, 2023. — 247 c. — TekcT: 3J€KTpPOHHBIM. —
URL: https://urait.ru/bcode/531240

JdonmosiHuTEIbHAS JIUTEPATYypPA:

1. bacakoB, M.U. JlokyMeHTallMOHHOE OOECTieueHue YIpaBlieHUs (C OCHOBaMH apXHUBOBE-
nenus): yueobnoe mocooue / bacakoB M.M. — Mocksa : KunoPyc, 2023. — 216 ¢. — (CIIO). —
Tekcrt: anexkrponnsiii. — URL: https://book.ru/book/948724

2. T'pozosa, O. C. Jlemompou3BoACTBO: yueOHOe mocoOue Jisi cpeaHero mnpodeccrnoHab-
Horo oOpaszoBanus/ O.C.I'pozoBa. — 2-¢ u3n. — MockBa: UsparensctBo HOpaiit, 2023. —
131 ¢. —Texkcr: anextponnsiii. — URL.: https://urait.ru/bcode/517797
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https://urait.ru/bcode/530252
https://urait.ru/bcode/523611
https://urait.ru/bcode/523613
https://urait.ru/bcode/531240
https://urait.ru/bcode/517797

3. JIokyMEeHTOBeIeHHE: YYeOHUK U MPAKTUKYM JIJIsi CPEIHETo MpodecCHoHaIbHOTO 00paso-
Banus / JI. A. loponuna [u np.] ; mox penakumern JI. A. JlopoHuHoi. — 3-¢ u3A., mepepad. u
non. — MockBa: WM3marensctBo FOpaiir, 2023. — 336 c.— TekcT: »NEKTPOHHBIA. —
URL.: https://urait.ru/bcode/509824.

4. NBanoBa, A. 0. Pycckuii s3bIK B I€TOBOM JOKYMEHTAIMH: YY€OHUK M MPAKTUKYM JIJIst
cpenHero mnpodeccuoHanbHoro oopasoBanus / A. 0. MiBanoBa. — 2-¢ u3j., mepepad. u om0, —
Mockaa : N3narenbcTBO FOpaiir, 2023. — 187 ¢c. — Tekcr: AJICKTPOHHBIA.—
URL: https://urait.ru/bcode/517647

5. KazakeBuu, T. A. JlokyMeHTaIlMOHHOE OOecrieueHue yrpaBieHus: y4eOHUK U MPaKTUKYM
s cpenHero npodeccronansHoro odpaszoBanusi / T. A. Kazakesuu, A. U. Tkanuu. — 2-e¢ u3m.,
ucnp. u gon. — Mocksa: M3narensctBo FOpaiit, 2023. — 177 c. — TeKcT : 3ME€KTPOHHBINA . —
URL.: https://urait.ru/bcode/513745

6. TkaueBa I'.B. JlenonpousBoautrens. OCHOBBI MPOPECCHOHATHHON JEATEIHLHOCTH: y4eO-
HO-TIPAKTHYECKOE TIOCOOMe A cpeaHero npodeccuonanbHoro odpazosanus / I'.B. Tkauesa, T.E.
Huksuct, C.B. KopoBun — Mocksa: U3natensctBo KnoPyc, 2023. — 118 ¢.—TekcT : 31eKTpoH-
ueiii. — URL.: https://book.ru/book/947267

7. IlyBanoa, H. H. OcHOBBI J1€J0MpPOU3BOICTBA: YUYCOHUK W HPAKTUKYM IS CPECIHETO
npodeccuonansHoro obpaszoBanusi / H. H. lllyBanoBa, A. 0. lBanoBa; moa oOmieil penakuuein
H. H. lllyBanoBoii. — 3-e u3x., nepepad. u mon. — Mocksa : HUznarensctBo IOpaiit, 2023. —
384 ¢. — Tekcr: anexkrpounsiii. — URL: https://urait.ru/bcode/511684 (

DJIEKTPOHHBbIE PeCypChI:

1. BubaroTeka S5KOHOMUYECKOM 1 yIipaBlIeHUECKOM uTeparypsl — http://eup.ru

2. Hayunas snekrponHas 6ubmuoreka — http://elibrary.ru/

3. Kpartkas uctopust pa3BUTHsI OTE€UYECTBEHHOTO IeJIONPOn3BoACTBa http://www.myshared.ru
/ slide/620037
CnpaBouno-nipaBoBas cucrema «KoncynprantlLimrocy — http: //www.consultant.ru/
CrpaBouno-npaBoBas cucrema «["APAHT» — http://www.garant.ru.
DnekTpoHHO-0nOMoTeuHast cucrema usnarenscrea «MHDPA-M» — http://znanium.com
DIeKTPOHHO-6ubIHOTe Has cucTeMa u3atenbera «FOPAW T — https://urait.ru/
DnekTpoHHO-0uOMoTeuHas cucrema BOOK.ru — http://www.book.ru
OnexTpoHHO-0nOIHoTeuHas cuctema PYKOHT — http://rucont.ru

©ooN oA

HopMaTuBHBIE 10KYMEHTBI:

1 TI'paxnanckuii xonekc Poccuiickoit @enepanuu ot 30.11.1994 Ne 51-®3 (B neiicTByto-
el pelakium).

2 @enepanbHblii 3akoH «O0 apxuBHOM jaene B Poccuiickoit @enepanum» ot 22 OKTSIOps
2004 rona Ne 125-®3 (meiicTByromas peaakius).

3 ®@enepanbubiii 3akoH «O0 wHpOpManuu, WHPOPMAMMOHHBIX TEXHOJIOTHSIX M 3allUTe
uHpopmanum» ot 27 urons 2006 roga Ne 149-D3 (geiicTByromas peaakiuus).

4 ®enepanbHbiii 3akoH «O mepcoHaIBHBIX JAaHHBIX» OT 27 uronst 2006 roma Ne 152-03
(meicTByrOIIAs PEIAKIIMS).

5 ®enepanbubiii 3akoH «O0 snexkTpoHHOM moanucu» ot 06 anpens 2011 roma Ne 63-O3
(meicTBYyrOIIAs PEIAKIIMS).

6 T'OCT P 7.0.97-2016. Hanmonanbubiii crangapt Poccuiickort ®enepammn. «Cucrema
CTaHIApTOB MO HHpoOpMaAIMM, OUOIMOTEYHOMY M H3JAaTeslbckoMy Jaeny. OpraHu3anuoHHO-
pacniopsiauTenbHas AoKyMeHTauus. TpeboBaHus K oQOpMIIeHUIO JOKYMEHTOB». (yTB. IIpukazom
Poccranmapra ot 08.12.2016 Ne 2004-cT).

7 TOCT P 7.0.8-2013. Hamumonanbnsiii ctanmapT Poccmiickoit ®denepamuun. «Cucrema
CTaHJApTOB MO MH(POpPMALUHU, OMOTUOTEUHOMY M M3JaTelIbCKOMY Jiely. Jlelnonpon3BOJICTBO U ap-
XUBHOE J1enio. TepMuHsbl U onpeaeneHus». YTB. [Ipukazom Poccranmapra ot 17.10.2013 Ne 1185-ct

12


https://urait.ru/bcode/509824
https://urait.ru/bcode/517647
https://urait.ru/bcode/513745
https://book.ru/book/947267
https://urait.ru/bcode/511684
http://eup.ru/
https://infourok.ru/go.html?href=http%3A%2F%2Fwww.garant.ru

4. KOHTPOJIb W OIEHKA PE3YJIBTATOB

JUCIUIIVIMHBI

OCBOEHUS YUYEBHOU

Pe3yabTarnl 00yyeHus
(ocBOeHHBbIE yMeHMsI, YCBOEHHbIE 3HA-
HHUS)

MeToabI onleHKH

Kpurepun onenkn

Ilepeuens 3snanuil, oceéausaemvix 6 pam-
Kax OUCYuniuHvl

- HOMEHKJIaTypa WH(pOPMALMOHHBIX HC-
TOYHHKOB, MPUMEHSEMBIX B IMpodeccro-
HaJIbHOM JIEATCIBHOCTH,

IpUEMbl CTPYKTypUpOBaHUs HH(}OpMa-
1y, dopMat ohopmIIeHUST Pe3yIbTaTOB
novcka HH(pOpManMHU, COBpEMEHHBIE
CpelcTBa W yCTpoiicTBa uH(pOpMaTH3a-
LIWW; TOPSAJOK UX NMPUMEHEHUs U IpPO-
rpaMMHOE o0ecriedeHne B Tpodeccro-
HaJbHOM AESATENbHOCTH, B TOM YHCIIE C
UCTIOJIb30BaHUEM LIU(POBBIX CPEICTB;

- 0COOEHHOCTH COLIMAJIBHOTO U KYIBTYp-
HOT'O KOHTEKCTa;

mpaBwia  oQOpMIIEHHS  JIOKYMEHTOB
U TIOCTPOEHUS YCTHBIX COOOILEHUH;

- MpaBWIA [OCTPOCHUS NPOCTBIX H
CJIOKHBIX IPEAJIOKEHUN Ha mpodeccuo-
HaJbHBIE TEMbl; OCHOBHBIE O0IEyNOTpe-
OutenpHble I1arojel (ObITOBasE U IpoO-
(deccroHanbHas JICKCHKA);

JIEKCUYECKUH MUHHMYM, OTHOCSILMICS K
ONMUCAHUIO MPEAMETOB, CPEACTB U MPO-
11eCCOB MPO(ECCHOHATBEHON JIESITEIBHO-
CTH; OCOOEHHOCTH MPOU3HOILEHUs, Mpa-
BUJIA YTEHMSI TEKCTOB MNPOQECCHOHANb-
HOI HamlpaBJIEHHOCTH;

- o0mue TpeboBaHus K OyXraiarepckomy
y4eTy B YacTU JOKYMEHTHUPOBAHMS BCEX
XO3SIICTBEHHBIX JIEVCTBUI M ONEpalui;
MOHATUE TMEpBUYHON  Oyxraiarepckoin
JIOKYMEHTAI1H; ornpeiesieHne
MEPBUYHBIX OyXrajaTepcKux
JIOKYMEHTOB; MePBUYHBIX
OyXraiaTepckux JIOKYMEHTOB,
coJiepKalux 00s3aTeNIbHbIE PEKBU3UTHI
[IEPBUYHOTO  YYETHOTO  JIOKYMEHTA;
MOPSJIOK POBEJCHUS MIPOBEPKHU
MEPBUYHBIX OyXrajaTepcKux
JOKYMEHTOB, (OpMalbHOW TPOBEPKH
JOKYMEHTOB, IPOBEPKH II0 CYILECTBY,
apru(METHIECKON TPOBEPKH; MPUHITUTIBI
U TPU3HAKU TPYNIHUPOBKU MEPBUUYHBIX
OyXrajaTepckux JOKYMEHTOB; MOPSI0K
MIPOBEACHUS] TAKCUPOBKU U KOHTHUPOBKHU

(bopMbI

Xapakmepucmuxu Oe-
MOHCMPUPYeMbLX 3HA-
HUL, KOMOopble Mo2ym
Obimb NPosepervl

-  YpPOBEHb OCBOCHHUS
y4eOHOro Marepuania,

- YMEHHE HCIIOJIb30BATh
TEOPETUYECKHE 3HAHUS
U TPaKTUYECKUE YyMe-
HUS TPU BBIIOJHEHUH
PO EeCCHOHATBHBIX
3ajady;

- ypoBeHb chopmMupo-
BaHHOCTH  OOIIUX H
PO EeCCHOHATBHBIX
KOMIIETESHIINH.

OueHka pe3ysiabTaTOB BBI-
MOJIHEHUSI  MPaKTUYECKOU
paboThI

OneHka pe3yabTaTOB YCT-
HOTO ¥ MHCBMEHHOTO OIPO-
ca

OueHka pe3ysiabTaTOB BBI-
MOJIHEHUS TECTOBBIX 3/JaHUMN
Ouenka pe3ysiabTaTOB IIpa-
BUJILHOCTH  O(OpMIICHHUSA
JIOKYMEHTOB.

OneHka pe3ynbTaToOB BBI-
TIOJTHEHUS JIOMAIIHUX 3a/1a-
HUM.

OueHka pe3ynbTaToB IMpPO-
BeJIeHHOTO TuddepeHIpo-
BaHHOTO 3a4eTa
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MEPBUYHBIX OyXraiaTepckux
JOKYMEHTOB;  TIOPSAZOK  COCTaBJICHUS
perucTpoB  OyXrajJTepcKoro  yd4era;

IIpaBWIa U CPOKU XpPaHEHMsI NEPBUYHOU
OyXrajiatrepckoil T0KyMeHTaluu

Ilepeuenv  ymenuil,
PAMKAX OUCYUNTIUHBL
- ONpEeAeNATh 3aJa4y JUIs TOMCKA HH-
dopMmaruu; omnpenensaTb HeoOXOIUMbIe
UCTOYHUKNA HWH(OpMAINU; TUIAHUPOBATH
MPOLIECC MOUCKA; CTPYKTypUPOBAThH IIO-
ay4aemyr  WHQGOPMAIUIO;  BBIICTATH
HauOoJiee 3HAYMMOE B repeyHe HH)op-
MAaIli¥, OIICHUBATh IMPAKTUYECKYIO 3Ha-
YUMOCTh PE3yJbTaTOB IOHCKA; O(opM-
JSATh PpE3yNbTaThl MOMCKA, MPUMEHSTH
cpencTBa WHGOPMAIMOHHBIX TEXHOJIO-
Uil ans peuieHus mpogecCHOHATbHBIX
3aJa4; WCIOJIb30BATh COBPEMEHHOE IPO-
rpaMMHOE OOECHEeYeHUe; HCIOIb30BaTh
pasnuYHbIE IMQPPOBBIC CPEACTBA U
perieHus npodeccuoHaNbHbIX 33/1a4;

- TPaMOTHO WU3JIaratb CBOW MBICIH
U 0pOpMIIATH JOKYMEHTHI 10 Mpodeccu-
OHQJIBHOW TEMATHKE Ha IOCYNapCTBEH-
HOM f3BIKE, MIPOSBISATH TOJIEPAHTHOCTH B
paboueM KOJIJICKTUBE;

- TOHUMATh OOIIMI CMBICT YETKO TIPOU3-
HECCHHBIX BBICKA3bIBAaHWI HA M3BECTHBIC
TeMbl (NMpodeCcCUOHAIBHBIC U OBITOBBIC),
MOHUMATh TEKCTHI Ha 0a30BbIe Tpodec-
CHOHAJIbHBIE TEMBI; Y4acTBOBaTh B JHa-
jorax Ha 3HAKOMBbIE oOurue
U mnpodeccuoHalbHbIE TEMbI, CTPOUTH
NIPOCTHIE BBICKAa3bIBaHUS O ce0e U O CBO-
et mpodeccruoHaIbHON AeSITENFHOCTH;
KpaTKO 00OOCHOBBIBATh M OOBSCHSITH CBOU
NeiCcTBUS (TEKYIINE U TUTAaHUPYEMBIE);
MUCaTh MPOCTHIC CBSI3HBIC COOOIIECHUS Ha
3HAKOMBIE WIH WHTEPECYIOIINE
po¢eCCHOHAIbHBIC TEMBI,

- IPUHUMATh MPOU3BOJIbHEIC TTEPBUYHBIC
OyXrajTepckue JOKYMEHTBI, pacCMaTpH-
BaéMble KaK IHCHMEHHOE [0Ka3aTelb-
CTBO COBEPIIEHUSA XO3SHWCTBEHHOW OIle-
palyy WM TONY4YeHHUE DPa3pelieHus Ha
ee TIPOBEJCHHE; NMPUHUMATh TICPBUYHBIC
OyxrajaTtepckue JOKYMEHThl Ha Oymaxk-
HOM HOCHUTEJIE U (WJIN) B BUJIE DIIEKTPOH-
HOTO JIOKYMEHTA, MOJIMHCAHHOTO OJIIeK-
TPOHHOM MOJKCHIO; TPOBEPATH HATHIUE
B TPOM3BOJILHBIX TEPBUYHBIX OyXrai-

oceaueaemblx 6

JleMoHCTpanys yMeHUN
B yHM(]UKaALMUKU JIOKY-
MEHTOB.
JeMoHcTpanuss yMeHui
B IOKMCKe HH(pOpMAIUH
U O(pOPMIIEHUH JIOKY-
MEHTallUi B COOTBET-
CTBUM C HOPMaTHBHOMN
0a30i U UCIOJIB30BaHU-
eM HH(OPMAIIMOHHBIX
TEXHOJIOTHH.
JeMoHCTpanus ymMeHUR
B IOMCKe HH(pOpMaIUU
u O(QOpMIIEHUU JOKY-
MEHTOB HpPU TNPHHATUU
YIOPaBICHYECKUX  pe-
LIECHUM.

JleMoHCTpanys ymMeHUR
B OCYIIECTBICHUHU aB-
TOMATH3aIUI0 00paboT-
KU JJOKYMEHTOB.
JeMoHCTpanus ymMeHUR
B OCYIIECTBJICHUU Xpa-
HEHUS U IIOUCKa JOKY-
MEHTOB.
JleMoHCTpanus ymMeHUI
B  HCIIOJb30BAaHUU Te-
JIEKOMMYHUKAIIMOHHBIX

TEXHOJIOTUH B  DJICK-
TPOHHOM JOKYMCHTO-
obopore.

OueHka pe3ysiabTaTOB BBI-
MOJIHEHUSI  MPaKTUYECKOU
paboThI

OneHka pe3yabTaTOB YCT-
HOTO ¥ MHCBMEHHOTO OIPO-
ca

OreHka pe3yabTaToB pellie-
HUS 33724

OrneHka pe3ysiabTaTOB Camo-
CTOSITEIILHOM PabOTHI.
OneHka pe3ynbTaToB BBI-
MIOJTHEHUS JIOMAIIHUX 3a/1a-
HUM.

Ouenka pe3ynbTaTOB IMpPO-
BeJIeHHOTO TuddepeHIpo-
BaHHOT'O 3a4eTa
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TEPCKUX JOKYMEHTax  00sS3aTeIbHBIX
PEKBH3HTOB; TPOBOIUTH (HOPMATIBHYIO
IPOBEPKY JOKYMEHTOB, IIPOBEPKY IO
CYIIECTBY, apu(PMETUYECKYIO MPOBEPKY;
IPOBOANUTH TPYIIIUPOBKY IEPBUYHBIX
OyXraiaTepckux JOKYMEHTOB IO psALy
NPU3HAKOB; HPOBOAWUTH TAaKCHUPOBKY U
KOHTUPOBKY MEPBUYHBIX OYXIaJITepPCKUX
JOKYMEHTOB; OPraHU30BbIBAThH JIOKYMEH-
TOOOOPOT; pa3dbupaTbcsi B HOMEHKJIAType
JIe7; 3aHOCHUTH JIaHHBIE 110 CrPYHITHPO-
BaHHBIM JIOKYMEHTaM B PETHCTPhI OyX-
TajJTepPCKOro y4era; repeaaBaTh NepBUY-
Hble OyXTaJITepPCKUE TOKYMEHTHI B TEKY-
IUA OyXralXTepCcKuil apXuB; IepeaaBaTh
HEPBUYHBIE OYXTaITEPCKUE JOKYMEHTHI
B TIOCTOSHHBI apXWB IO HCTCYCHUH
YCTaHOBJICHHOTO CpOKa XpaHCHUS;, HC-
IPaBJIATh OUIMOKY B IEPBUYHBIX OyXra-
TEPCKUX JIOKYMCHTAX.

Jliss  OLIEHKW JOCTH)KCHHS 3alUIAaHUPOBAHHBIX PE3YJIbTATOB OOYYEHUS 110 JUCIMILTAHE
pa3paboTaHbl KOHTPOJIHHO-OLIEHOYHBIC CPEACTBA [UJIi MPOBEACHUS TEKYIIEro KOHTPOIS U

MIPOMEKYTOUHOM aTTECTaIlM1, KOTOPbIE MPUJIAratoTcs K pabouel mporpaMMe JTUCHUTUTAHEI.
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MHNHOBPHAYKHN POCCHUA
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHBIN YHUBEPCUTET

KOHTPOJIBHO-OHEHOYHBIE CPEACTBA
TUTSI IPOBEICHUS TEKYIIEr0 KOHTPOJIS M IPOMEXKYTOUHOM aTTecTaliuu
10 Y4eOHOM AUCITUTIIINHE

OI1.06 [JoxyMeHTaIIMOHHOE OOECIIeueHrEe yIIpaBICHUS

IMporpaMmsbl IMOATOTOBKH CIICLHUAJIMCTOB CPCIHECTO 3BCHA

38.02.01 DxoHOMUMKa U OYXTaNTEPCKUN y4eT (110 OTPACIISIM)

dopma oOyueHuUs: OUHas

Bmagusoctok 2023
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KoHTpobHO-01IEHOUHbIE Cpe/icTBa AJi MPOBEACHUS TEKYIIET0 KOHTPOJS U MPOMEXYTOY-
HoOU atTtectanuu 1o yueOHou aucuurumHe OI1.06 JIokyMEHTUpOBaHHE YIPABICHYECKON AEATENb-
HOCTH paspaboranbl B cooTBeTcTBUU ¢ TpeboBanusmu PIOC CIIO mo cnernumansHocTH 38.02.01
DKOHOMHUKA M OyXTalTepCcKuii y4yer (T0 OTpacisiM), YTBEPKACHHOTO Mpruka3oM MunoOpHayku PO
ot 05.02.2018, Ne69, npumepHoit oOpa3oBaTeIbLHON MPOrpaMMoid, paboueil mporpaMMoi yueOHOM
JUCLUIUINHBI.

Pazpaborunk(m): [Tmennunas Enena AHatonbeBHA, MpenojaBaTelb BBHICHICH KaTeropuu AKaaeMHYECKOTO
komnemxka BBI'Y

PaccmoTpeHo 1 000peHo Ha 3aceTaHH [IUKJIOBOW METOUIECKO KOMUACCUH

ITpotokon Ne 9 ot «22» mast 202_3 T.
I[Ipencenarens [IMK W A 1. T'ycakoBa
77

noonuchL
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1 O0mue cBenenus

KontponbHo-o1ieHOuHbIE cpeacTBa (nanee — KOC) npennasHadeHbl 4711 KOHTPOJIS ¥ OIICHKH
00pa30BaTeNbHBIX JOCTHKEHUNH OOYy4aroIuXcs, OCBOMBIIMX INPOTpaMMy Y4eOHOH IUCIUILTUHBI
OI1.06 lokxyMeHTHUpOBaHUE YIIPABICHUYECKON AEATEIbHOCTH.

KOC BxmouatoT B ce0s1 KOHTPOJIbHBIE MaTepHalbl Uil MPOBEACHUS TEKYIIEro KOHTPOJISL
yCIIeBAaEMOCTH M MPOMEXKYTOUYHOM aTTeCTallud MO AMCLUUILUIMHE, KOTopas MpPOBOJIUTCS B (opme
Qg epeHIMPOBaHHOTO 3auéTa (C MCIIOJIB30BAaHHEM OIICHOYHBIX CPEICTB — KOHTPOJbHAsA padoTa,

TECTUPOBAHUE)
Kon Kon
OK,IIK | pesymbraTa HammenoBanue
o0ydeHmst
HOMEHKJIATypy HMH(OPMALMOHHBIX HWCTOYHUKOB, MPUMEHSIEMbIX B IPO-
31 (beccroHaTbHON AEATENBHOCTH, e, 3a/1a4d U MPUHIMIIBI JOKYMEHTa-
LIMOHHOT'O 00eCreYeHUs yIPaBICHU
7 MOPSIOK pelIeHus 3a7a4d NpoeCcCUOHATBHON IesITeIbHOCTH Ipu padoTte
C IOKYMEHTaMH,
33 MpUEMBI CTPYKTypUpOBaHUS WHpopMmanuu; (Gopmat opopmIIeHHS pe-
3yJlbTaTOB MOKMCKA MHYOpMALINH
34 OCOﬁeHHOC}“I/I COLMALHOTO U KY/ILTYPHOTO KOHTEKCTA; COACPIKaue
aKTyaJIbHON HOPMAaTHBHO-TIPABOBOM JIOKYMEHTAIINH;
COBpPEMEHHBIE CPEJICTBA U YCTPOHCTBA MH(POPMATH3ALUH; TTOPSTOK UX
35 MIPUMEHEHUSI U IPOrpaMMHOE 00€eciedeHHe B IPO(PeCcCHOHAIBHON
JIESITEIbHOCTH, B TOM YHUCIIE C CIOIb30BaHUEM HIU(PPOBBIX CPEICTB
36 npaBmiia 0POPMIICHUS JOKYMEHTOB M IMMOCTPOCHHS YCTHBIX COOOIICHHUIA,
MpaBUJIa OCTPOCHHUS MTPOCTHIX U CIOKHBIX MPEIOKESHHUHN Ha
37 npoeCCHOHATIbHBIC TEMBI; IEKCHUECKUI MUHUMYM, OTHOCSIIIIAKCS K
OIMCAHUIO MIPEIMETOB, CPEICTB U MPOLIECCOB MpodeccrnoHalbHON
OK 02 JeSITeTbHOCTH
OK 05 OpraHu3alMI0 JOKYMEHTOOOOpOTa: IpueM, 00paboTKy, pEerucTpaiuio,
OK 09 38 KOHTPOJTb, XpPaHEHUE JIOKYMEHTOB, B T.4. TIEPBUYHON OyXTaaTepCcKon 110-
HK 1.1 KyMEHTAIIH;
V1 OTIPEIeNIATH 3aa4M [Tl TOUCKA HHPOPMAITUU
OTIpeNIeNIATh He0OXOANMbIE HCTOYHUKH MH(POPMALIUHU, CTPYKTYPHUPOBATH
V2 noJryyaeMyro MH(OpMaIio, OlIeHUBATh MPaKTHUECKYI0 3HAYMMOCTb pe-
3y/lbTAaTOB MOUCKA
V3 o(opMIIATH pe3yabTaThl MOUCKA, TPUMEHSTh CPEACTBA
WH(GOPMAIIMOHHBIX TEXHOJIOTHHN ISl pelIeHus MPo(eCCHOHATBHBIX 3a/1a4
IPaMOTHO M3JIaraTh CBOM MBICIH M 0GOPMIIATH JOKYMEHTHI IO mpodec-
V4 CHOHAJIFHOW TEeMaTHKE Ha TOCYIapCTBEHHOM S3bIKE, MPOSBISTH TOJE-
PaHTHOCTb B pabo4yeM KOJIJICKTHBE
Vs HCI0JIb30BaTh COBPEMEHHOE ITPOTrPaMMHOE O0eCTIeueHUE U pazIuyHbIe
1 poBbIE CPeACTBA TS pelieHus MpodecCHOHANBHBIX 3a71a4
MTOHUMATh OOIIMI CMBICI YETKO TIPOM3HECEHHBIX BHICKA3bIBAHUH HA
V6 M3BECTHBIE TeMBI (podecCHOHANbHBIE U OBITOBBIE), TOHUMATh TEKCTHI
Ha 0a30BbIe TPO()ECCHOHATILHBIE TEMBI
V7 OCYIIECTBIISITH XPaHEHUE, TTOUCK JJOKYMEHTOB, B T.4. OyXTaJTepCKOH OT-
YEeTHOCTHU
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3 CooTBeTCTBHE OLIEHOYHBIX CPEJACTB KOHTPOJIMPYEMbIM pe3y/ibTaTaM 00yUeHHsI
3.1 CpeacrBa, npuMeHsieMble J1JI51 OLlEHKH YPOBHS T€OPEeTUYECKOI MOAT0TOBKHU

Kparkoe Kon Bup onenounoro cpeacraa
€3yJIb-
g;;?gig?;ﬁﬁ’;? p TayTa [Tokazarenb’ OBIIANCHHS pe3yibTa- Hpome-
] Texyrmmii KYTOY-
ns1) / TeMbl 1uc- oByue- TaMH 00yUYeHHS eKyIl yTo
[MIUTHHBI e KOHTPOJIb Has aT-
TeCTalus
Pedepar 5.2
CrocoOHOCTE BRIOpaTh HEOOXOAMMBIC ¢ p:
YcTHBI onpoc
31 WCTOYHUKK HWH(OpMAIMU IS HAIH- 5112
canusi pedepara; cCHCTEMAaTU3UPOBATH o
TecroBoe 3axa-
Tema 1.1 Ilons- ¥ CTPYKTYPHPOBATE HH(POPMALIHIO e Nel
THE OKYMCHTA 33, 36,37 | CriocoGHOCTh NMOCTPOEHUs TEKCTa pe- Pedepar 5.2
¥ CII0COOb! J10- depara, ero opopmieHus VCTHBIH 01Ipoc
KyMCHTHPOBA- 5.1n.2 Kon-
HUS. TecTtoBO€E 3ama- | TpoJpHas
CPC no Teme Hue Nel pabora
11 V1-Y4 | CnocoOHOCTH (hOpMYIUpPOBaTh 3a]a4u Pedepar 5.2 Nel
WCCIIEIOBAHNSA, OIPEAeIITh HEeo0X0- Tect Ne2
JVMbIC UCTOYHUKHA WH(OPMAIH; Ipa-
MOTHO H3JjiaraTb CBOU MbICIIN
v2 CriocoOHOCTh  HCIIONB30BATH  COBpE- Pedepar 5.2
MEHHOE€ TPOTpaMMHOE oOecredeHue u
pasnuuHble MQPOBBIE CPEACTBA IS
HanucaHust ¥ 0pOpPMIICHHS TEKCTa pe-
(hepara
CrocoOHOCTh CTPYKTYPHPOBAHUS WH- .
PYKTYPHP VYeTHBI onpoc
33 ¢dbopmannu; oQopMIICHUST PE3YIBTATOB 5114
oucKa MH(GOPMALIMK B BUAEC KOHCIIEK- o
popman A Koncmexr 5.3 .1
Ta
CriocoOHOCTh MOCTPOCHUSI MPOCTHIX H .
Tema 1.3 Pek- )K nf) it ip o VCTHBII o1poc
BU3HTHI 1 GIaH- 37 CIIOKHBIX TpPEAJIONKEHUH Ha mpodec- 5114 Kot
CHOHAJbHBIE TEMBI TPU HAIHCAHUU
KU TOKYMEHTOB. Koncnekr 5.3 n.1 | TponbHas
KOHCIIEKTa
CPC no Teme pabota
13 CriocoOHOCTh  OMpeneysTh HEOOXO0 - Nol
' MbI€C UCTOUYHUKH HHPOpMaLMH, CTPYK- -
Y2 bopmarun, cTpy Koncnekr 5.3 m.1 | Tect No2
TypUpOBaTh IOJNydaeMyr HWH(MOpMa-
IWIO IPpH HAITMCAHWHW KOHCIICKTAa
CriocoOHOCTh,  IPaMOTHO  M3JaraTh
CBOU MBICIIH U 0()OPMIIATH TOKYMEHTHI
V4 (op DT 10Ky Koncnexr 5.3 m.1
mo mnpodeccnoHanbHOW TeMaTHKe Ha
TOCYJJApPCTBEHHOM SI3bIKE
Keiic-3amanue 5.5
Tema 1.4 Opra- 32, 33, CrocoOHOCTh OIICHHTHh KadeCTBO CO- Nel
HU3ALAOHHO- 36, 37 CTaBJIEHHS TEKCTOB JOKYMEHTOB Ioprdonuo 5.4
pacropsu- I[eJu]OBaH urpa 5.6
TebHAS JI0KY- Keiic-3amanue 5.5 Kon-
MenTaI, O Nel TPOJIbHAS
VP CrniocobHocts  oopmuth  obpazent | [loprdonmo 5.4 pabora
raHu3allMOHHbIC 35-37
IITATHOTO paclycaHus OpraHu3alu Henosas urpa 5.6 Nel
AOKYMEHTBL. TecToBoe 3a1a- Tect Ne2
CPC no Teme e Nol
14 CrniocobHoCTh 0opMIIsATh U TIpoBepsITh | Keiic-3ananue 5.5
35 MPaBUILHOCTH OPOPMIICHHUS TOKYMEH- Nel
Ta B COOTBETCTBHU C ycTaHoBieHHbIMH | Iloprdonmo 5.4
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Kon

Bup onenounoro cpeacraa

Kpartkoe
€3yJb-
S;‘;?gi‘;?‘;ﬂa;l’;e P T;]Ta [Tokasarenb® OBIIa/ICHHS PE3YJIbTa- Ipome-
1151) / TeMbl Auc- Svue TaMU 00y4YeHUS Texymmii KYyTO4q-
TecTauus
TpeOOBaHMSIMH, B TOM YHCIIC HUCIIONB- | JlemoBas urpa 5.6
3ysl ”HPOPMAIIMOHHBIE TEXHOJIOTHH. TecToBoe 3ama-
Hue Nel
CrnocoOHocTh  TpamoTHO — m3narath | Keiic-3amanue 5.5
CBOW MBICIIH U O(OPMIISTH TOKYMEHTHI Nel
Y4,¥Y6 | mo mpodeccuonanpHoli Temaruke Ha | [loprdonumo 5.4
rOCYy/IapCTBEHHOM SI3bIKE, MpPOsBIATH | Jlemosas urpa 5.6
TOJIEPAHTHOCTH B pabOUYeM KOJUIEKTHBE
Keiic-3amanue 5.5
CriocoOHOCTh HUCTIONB30BATH  COBpE- Nol
MEHHO€ TPOTpaMMHOE oOecredeHue u N
V3,V5 porp [Moprdonuo 5.4
pa3nuYHbIC IUQPPOBBIC CpPEACTBA IS Jlenosas urpa 5.6
penieHus mpoheCCHOHANBHBIX 3aj1a4 pa>.
Keiic-3ananue 5.5
32,33, CrocoOHOCTh OIIEHHTH KayeCTBO CO- Ne2
36, 37 CTaBJICHUS TEKCTOB JOKYMEHTOB [oprdommo 5.4
Jlenoas urpa 5.6
Keiic-3ananue 5.5
No2
CrniocobHOCTh 0QopMuUTH 00paser pac- Toprdonuo 5.4
36 MOPSDKCHUST 3aM.IMPEKTOpa OpraHu3a- I[CHI(:Baﬂ urpa 5 6
1507 ’
Tema 1.5 Opra- H TecToBoe 3ana-
HU3AIMOHHO- Hue Nel
Keiic-3ananue 5.5
pacropsn- Crioco6HOCTh 0OPMIIATD U ITPOBEPSITH J\in[) N Kon-
TEJIbHAS JOKY- MPaBUIBHOCT OPOPMIICHHUS JOKYMEH- oot cp(;nno 54 | TPombHas
MeHTanus. Pac- 35-37 Ta B COOTBETCTBUH C YCTAHOBJICHHBIMU I[engBa;{ . 5 6 pabota
MOPSITUTETbHBIE TpeOOBaHUSIMH, B TOM YHCIIE HCIIOJNb- TeCTOBoer3pa a. Nel
JIOKYMEHTHI 3ysl ”HPOPMAIIMOHHBIE TEXHOJIOTHH. e Nl A Tect Ne2
CPC no Tewme CriocobHOCTH  IpaMOTHO — W3narath | Keiic-3amanue 5.5
15 CBOU MBICITH U OQOPMIISITH JOKYMEHTBI Ne2
Y4,¥Y6 | mo npodeccuonanpHoli Temaruke Ha | [loprdonmo 5.4
TOCYy/IapCTBEHHOM S3bIKe, MpOsBIATH | Jlemosas urpa 5.6
TOJIEPAHTHOCTh B pabOUYeM KOJUIEKTHBE
Keiic-3amanue 5.5
CriocoOHOCTh  WCIONB30BaTh COBpE- No2
MEHHOE€ MPOTrpaMMHOE OOecreueHue u N
V3,V5 porp [optdomnmo 5.4
pasnuuHble MQPOBBIE CPEACTBA IS Jlenosas urpa 5.6
penieHus mpodeCCHOHANBHBIX 33724 pa .
Keiic-3amanue 5.5
32, 33, CnocoOHOCTE OIICHHTh KAa4yeCTBO CO- Ne2
36, 37 CTaBJICHHS TEKCTOB JJOKYMEHTOB IToprdonuo 5.4
y
Tema 1.6 1n- Jlenosas urpa 5.6 Ko
¢dbopmanroHHoO- Keiic-samamme 5.5 | '~
CIIPAaBOYHBIE Ne2 P
OKVMCHTEL CriocobHOCT,  0(hOpMUTH ~ 0Opa3IIkI Toprdosmio 5.4 pabota
AOKY 35-37 pa3JIMYHBIX BHUAOB JEJIOBBIX IHCEM p . Nel
CPC no Teme OpraHu3alnu Jlenosas urpa 3.6 Tect Ne2
1.6 TecroBoe 3ana- B
Hue Nel
35 Crioco0HOoCTh 0hopMIIsTh U ITpoBepsTh | Kelic-3amanue 5.5
MIPaBUIILHOCTb O(OPMJICHHS JIOKYMEH- Ne2
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Kon

Bup onenounoro cpeacraa

Kpartkoe
H;;I“gig(&aéme_ PESYIIb™ | Tokasatens? oBnaseHus pesybTa- Ipome-
EH)I/[ TEMEL ;1%- Og}l;ae_ TaMu 00y4YeHUS Texymmit KYTOYU-
[UILTIHBI . KOHTPOJIb Hasd at-
TecTauus
Ta B COOTBETCTBHUM C ycTaHOBNeHHBbIMHU | [loprdommo 5.4
TpeOOBaHMSIMH, B TOM YHCIIC HUCIIONB- | JlemoBas urpa 5.6
3ysi ”HQOPMALMOHHBIE TEXHOJIOTHH. TecroBoe 3ana-
Hue Nel
CrocobHOocTh  TpamoTHO  m3narath | Keiic-3amanme 5.5
CBOU MBICIIH U OQOPMIISITH JOKYMEHTBI Ne2
Y4,¥Y6 | mo mpodeccuonanpHol Temaruke Ha | [loprdonmo 5.4
TrOCYJapCTBEHHOM sI3bIKe, TPOSBIATH | JlemoBas wurpa 5.6
TOJIEPAHTHOCTH B pabO4YeM KOJUIEKTHBE
Ketic-3ananue 5.5
CrmocoOHOCTh MCHOJB30BAaTh  COBpE- No2
V3. V5 MEHHOE MPOrpaMMHOE oOecrieueHHe H Toprdomio 5.4
pasnuuHble UQPOBBIE CPEACTBA IS JlenoBast urpa 5.6
penreHns mpo¢eCCHOHANBHBIX 3a7a4
Keiic-3amanue 5.5
32,33, CriocoOHOCTh OIIEHHTh KayeCTBO CO- Nel, 2
36, 37 CTaBJICHUS TEKCTOB JOKYMEHTOB [Moprdonuo 5.4
Jenoas urpa 5.6
Crioco6HOCTE O(hOPMIISITH M IPOBEPATH | Y CTHBINA OTPOC
MIPaBUIIBHOCTD O(OPMIICHHS TOKyMEH- 51n4,5
Tallil B COOTBETCTBUM C ycTaHOBIEH- | Keic-3amanue 5.5
3537 HBIMH TpeOOBaHUSAMH, HCIIOIB30BATh Nel, 2
coBpeMeHHOe mporpammHoe obecme- | Iloprdommo 5.4
YeHUEe W pasiuyHble nudposbie cpen- | enosas urpa 5.6
cTBa IUIsi pemieHust npodeccroHanb- | TecroBoe 3ana-
Tema 1.7 HBIX 3a/]ad, Hue Nel
Odopmenne CriocobHOCTh ompenensath HeoOxomu- | Kelic-3amanue 5.5 Kok
OCHOBHBIX IO- MbI€ MUCTOYHUKHA WHPOPMAIUH, CTPYK- Nel, 2 —
KYMEHTOR V1-¥3 TypupoBaTh moiy4yaemyto wuHpopma- | Iloprdonmo 5.4 pabota
ABJCHIS LIMI0, OLEHUBATh MpaKTUYECKyl0 3Ha- | Jlemomas urpa 5.6 Nol
ynp YUMOCTb PE3yJIbTATOB MOKCKA; Teer N2
CPC no Tewe CriocoOHOCTh,  IPpaMOTHO  M3JaraTh
1.7 CBOU MBICIIH U O(OPMIISTH JIOKYMEHTHI .
o Keiic-3amanue 5.5
mo mnpodeccnoHanbHOW TeMaTHKe Ha Nel, 2
V4, V6 TOCYJapCTBEHHOM  sI3BbIKE;  CIIOCO0- Toprdosuo 5.4
HOCTh OpPTaHHW30BBIBATH pabOTy KO-
. | Jemosas urpa 5.6
MaHIBl B Xone Mpo(ecCHOHATHHON
ACATCIIBHOCTH JJId OpraHusanvu Iipe-
3EHTALMM
Keiic-3amanue 5.5
CriocoOHOCTh  UCTIONB30BATH  COBpE- Nel.2
V3. V5 MEHHOE€ TIPOTpaMMHOE oOecriedeHue u Toprdosmio 5.4

pasnuuHble MQPOBBIE CPENCTBA IS
pemieHns npodeCCHOHANBHBIX 3a7a4

Jlenoas urpa 5.6
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Kpatkoe Kon Bup onenounoro cpeacraa
€3yJIb-
S;‘;?gi‘;?‘;ﬂa;l’;e P T;]Ta [Tokasarenb® OBIIa/ICHHS PE3YJIbTa- Ipome-
) Texymmii KYTOU-
1151) / TeMbl Auc- oByue- TaMu 00y4YeHUS yIig YT
TecTalus
YeraBIN onipoc
CriocoOHOCTh BBIOpaTh HEOOXOJMMEIC 51n 6—9p
HCTOYHUKN WHMOpMAMKA JJII HAaIlh- T
31 (bopman a1 Koncnekr 5.3 .3
CaHMs TJI0CCapHs; CHCTEMAaTH3UPOBATh
TecToBoe 3a1a-
U CTPYKTYPHPOBATh HH(OPMAITUIO e Nel
Tema 2.3 Op- 33, 36,37 | CnocoOHOCTE  MOCTPOCHHSI  TEKCTa | Y CTHBINM ONpOC
raHu3anus ome- KOHCIIEKTa, ero 0()OpMIICHHS 5.1 m.6-9 Kon-
paTUBHOIO Xpa- Koncnekr 5.3 m.3 | TpoJibHAs
HEHHUS JI0KY- TecToBoe 3a71a- pabora
MEHTOB aue Nel Nel
CPC no Teme V1-V4 | Cnoco6HOCTh (HOpMYITHPOBATh 3a1a4n Tecr Ne2
Koncmexr 5.3 1.3
23 HCCIICIOBAHMA, OIpeHcIATh Heo0Xo-
TecToBoe 3a1a-
JIMMbIC UCTOYHUKHA WH()OPMAIIH; Tpa- e Nel
MOTHO H3JjiaraTb CBOU MBICJIN -
V2 CrocoOHOCTh  HCIIOJIB30BaTh COBpE-
MEHHOE TPOrpaMMHOE O0eCieueHHE U KoHemekT 5.3 m.3
pasnudHbie MAPOBBIE CpenCcTBa IS TecToBOE 3a/1a-
noucka uMHpopManuu U 0GOpMIICHUS e Nel
TEKCTa TII0ccapust
YcTHBIN onpoc
CriocoOHOCTE BEIOpaTh HEOOXOAMMEIE 5116 910
HCTOYHUKN WHMOpPMAIMKA JJI HAIlH- o
31 (bopman A Koncnekr 5.3 nm.4
CaHMs KOHCIICKTa; CHCTEMaTH3UPOBATh
TectoBoe 3ama-
U CTPYKTYPHUPOBATH HH(POPMAIIUIO tte Nol
33, 36,37 | CriocoGHOCT, ~ TOCTPOEGHUSI  TEKCTa | Y CTHBIN OMPOC
KOHCIIEKTa, ero o(popMIIeHUS 5.1 n.6-9
p
Koncnekr 5.3 1.4
Tema 2.4 Kom- Komu-
TecToBoe 3ana-
MNbOTCPU3AUA aue Nel TpOJIbHAs
AOY V1-Y4 | Cnoco6HocTs GOpMynMpoBaTh 3343891 | Komemext 5.3 m.3 pe}?olTa
3m o
CPC no Teme UCCIIEIOBAHHUS, ONPEIENATh HEe00X0- Tlenoas urpa 5.6 -
2.4 ) Pa>.0 1 Tect No2
. MBI MCTOYHUKHA WHQOPMAINH; Tpa- TecToBoe 3a1a-
MOTHO H3JIaraTh CBOH MBICIIH aue Nel
V2 CriocoOHOCTh  HCIIOJIb30BaTh  COBpe-

MEHHOE IpOorpaMMHOE OOecredeHne u
pa3nuyHble HU(POBBIE CPEACTBA JUIS
moricka wHpOpManmuu U OQOpMIIEHUS
TEKCTa KOHCIIEKTa

Koncnexr 5.3 1.3
Henosas urpa 5.6
TectoBoe 3ama-
aue Nel
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3.2 CpencrBa, npuMeHsieMble 1Jis1 OLleHKH YPOBHA NPAKTHYECKOH MOATr0TOBKHU

K
Kparkoe nanme- oA Bug oneHouHOrO cpeacTaa
e3yJb-
HOBaHUE pa3jena pesy ITokasarenn? OBIaIcHUS Pe- I
(Moysst) / TEMBI Tara 3yIbTaTaMU 00yYeHUsI Texymmii POMERSy
M o0yye- Y i KOHTDOND TOYHas aTTe-
VCLIUIUIMHBI
hiviroiy i P cramus
Pedepar 5.2
31 CriocoOHOCTh MEPEYHCINTh Lie- Ycrasiii ompoc 5.1
1y, 3a71a4u U npuHImne JJ0Y ml, 2
TecroBoe 3amanue Nel
CriocobHOCTh  c(hOPMYITHPOBATH [optdonuo 5.4
Tema 1.1 Ilons- 35 MPUHIUIB PabOTHl COBPEMECH- Jenosas urpa 5.6
THE JOKYMEHTA U HBIX OPICPENCTB TecroBoe 3amanue Nel | Kontpoms-
CIOCOOBI TOKY- CriocobHOCTh HCIIOJIb30BaTh Pegepar 5.2 Hasi paboTa
MEHTHPOBaHUA y1.yp | PasmMUHbIC HCTOYHHKH nHdop- [oprdommo 5.4 Nel
IIpakTHyeckoe ’ MalMy JUIsl CO3JIaHusI JOKyMEH- HenoBas urpa 5.6 Tecr Ne2
3ansTHe Ne 1 TOB TectoBoe 3ananue Nel
CriocobHOCTB UCIIOJIb30BaTh
COBPEMEHHOE IPOrpaMMHOE
P porp IMoprdonmo 5.4
Y3,VY5 | obecieuerne ©  pa3IUYHBIC
JHemnoBas urpa 5.6
uPOBBIC CPEACTBA I pelie-
HUs1 Tpo(eCCHOHANBHBIX 3a/1aY,;
VYernsii onpoc 5.1 1.3
CriocobHOCTh MEPEYHCIIUTD
IMoprdonuo 5.4
31-34 | TpeOoBaHUs CTaHAAPTOB K JIO-
Henosas urpa 5.6
KyMEHTaM
TecroBoe 3amanue Nel
CriocobHOCTE  0000IUTH  OCO-
OCHHOCTH COIMAIBHOTO U KYJIb- IMoptdonmo
Tema 1.2 Yruu- 34 TYpHOTO KOHTEKCTa; CoJiepKa- [enoBas urpa
Kalust 1 Cranjiap- HUS aKTyalbHOHW HOpPMATWUBHO- | TectoBoe 3amanue Nel
TH3aLUs TOKY- z . Kountpouns-
PaBOBOM JOKYMEHTAIUY;
MeHTOB. CHCTEMBI Has pabora
CriocoOHOCTh OnpeAessTh aKTy-
JIOKYMEHTAaIUH. Nel
aITBHOCTh HOPMaTHBHO- [oprdommo 5.4
IIpakTu4eckoe o Tect No2
Ne 2 y3 MpaBOBOM  JOKYMEHTallUM B Jenoras urpa 5.6
o v
3amsiTHe e po(heCCHOHAIBHON JIEATEIILHO-
CTH;
CriocobHOCTh UCIIOJIb30BaTh
COBPEMEHHOE MPOrpaMMHOE IMoprdonuo 5.4
¥5 obecrieyeHMe W pa3IMYHbBIE Henosas urpa 5.6
IUQpOoBBIE CPEACTBA Ui pellie-
HUSI TPO(ECCHOHANBHBIX 3324
CriocoOHOCTh  OLIEHHUTH Kaue Yemmeiii onpoc 5.1
32,33, CTBO COCTAaBJICHHMS TEKCTOB O m.3, 4
36, 37 IToptdomnuo 5.4
KyMEHTOB
Henosas urpa 5.6
Tema 1.3 Peksn CrocoOHOCTh U3JI0KHUTH COJEP- IMoprdonuo 5.4
' 34 JKaHUE aKTyaJlbHOH HOpPMaTHB- Henosas urpa 5.6 KonTposns-
3UTHI ¥ OJTAHKH .
HO-TIPaBOBOH JJOKYMEHTAIIUH; Has pabota
JOKYMEHTOB.
Cnoco6HocTs  OQOpMIATH U Nel
IIpakTH4eckoe o
MIPOBEPSTH MIPaBUJIBHOCTD Yerasiii ompoc 5.1 Tect Ne2
3aHsTHe Ne 2
oopMIICHHS! JOKYMEHTAllud B n3,4,5
36,37 | COOTBETCTBHHM C YCTaHOBJICH- IMoprdonuo 5.4

HBIMH TpeGOBaHI/ISIMI/I, B TOM
YHUCJIC HCIIOJIb3Yd I/IH(I)OpMaLII/I—
OHHBIC TCXHOJIOTMH,

Henosas urpa 5.6
TectoBoe 3amanne Nel
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Kpatkoe Hanme-

Kon

BI/I,Z[ OIICHOYHOTO CPpCACTBa

pe3yib- 9
HOBaHUE pas3zena [Tokazarenb oBnageHus pe- I
(Moysst) / TEMBI Tara 3yJabTaTaMu 00yUICeHUsI Texymmnii POMEIY”
Y o0yue- Y v KOHTDOID TOYHAs aTTe-
VCITUTUTAHBI
iV i P cramus
CrocoOHOCTh BBISBIATH U 3(-
¢dexTHBHO HCKaTh HMHDO Mcg [oprommo 5.4
V1-¥3 P Jenosas urpa 5.6
U0, HEOOXOUMYIO ISl pelie-
HUS 3a]1a491 W/WITH IPOOJIEMBI,
Crioco6HOCTH WCIIOJIb30BATh
COBpPEMEHHOE MPOrpaMMHOE IMoprdonmo 5.4
Y3,V¥5 | obecrieueHne ©  pa3lIUYHBIC Jenosas urpa 5.6
U(POBBIC CPEACTBA TSI pelie-
HUS IPOPECCHOHAIBHBIX 3a7a4
Yerasiii ompoc 5.1
2. 33 CriocoOHOCTh  OILIEHHWTH Kadue- n4,5
3 6’ 37’ CTBO COCTAaBJICHUS TEKCTOB J0O- Koncnexr 5.3 m.1
’ KYMEHTOB [optdomnno 5.4
JHenoBas urpa 5.6
Yernsiii onpoc 5.1 1.3
CriocobHOCTB MEPEYHCIUTD
[Moptdommo 5.4
34,37 | TpeOoBaHHA CTaHIAPTOB K [IO-
Henosas urpa 5.6
KyMEHTaM
TectoBoe 3ananue Nel
Cnocob6HocTs  OQOpMISTE U
MPOBEPSITH MPaBUIILHOCTh .
boBep p Ycrasiit ompoc 5.1
oopMIICHUST JTOKYMEHTAIlMH B 045
COOTBETCTBUM C YCTaHOBJICH- 2
HBIMH TpeOOBaHUSMH, HCITOJIb Koncnexr 5.3 1.1
35-37 p ’ Keiic-3amanme 5.5 Nol
Tewma 1.4 Opra- 30BaTh ~ COBPEMEHHOE  Ipo- TopTdpostio
HU3AIMOHHO- rpaMMHOE OOecrieueHne W pas- I[enEBaﬂ nrpa
aCIOPSUTEIb- muaHble  [H(POBBIE  CpeAcTBa
p pAA bp p TecroBoe 3amanue Nel | Konrtposs-
Has IOKyMEHTa- JUTsL pelieHus: npodeccuoHab-

] Has pabora
nusa. Opranuza- HBIX 3a]1ay, Nel
LIMOHHBIE JTOKY- CrocoOHOCTh  OTpeneNaTh He- TeCT_ No2
MEHTHI. obxomumble uctouHukn MHQOpP- | Keiic-3amanne 5.5 Nel B
IIpakTuyeckoe yi.y3 | MAauuH, CTpyKTYpHpOBaTh Ioiy- IMoprdonuo 5.4
3ansaTue Ne 3 yaeMyro HH(OpMAaIH0, OLEHU- JHemnoBas urpa 5.6

BaTh MPAKTHYECKyH)  3HAYH-
MOCTb PE3yJIbTaTOB IIOUCKA,;
Croco0HOCTh TI'PaMOTHO U3JjIa-
raTh CBOW MBICIH U OGOPMIIATH N
MOKYMEHTBI 10 11 q())ql))eccno Keic-sananme 5.5 Nel
yMer P [optdommo 5.4
Y4,VY6 | HanmbHOU TeMaTWKe Ha Tocyap-
JHemnoBas urpa 5.6
CTBEHHOM SI3BIKE, TIPOSBIATH
TOJICPAHTHOCTh B pabodeM Koll-
JICKTUBE
CrocoOHOCTh WCIIOJIb30BaTh N
COBpEMEHHOE MPOrpaMMHOE Ketic-sanamme 5.5 Nel
P porp IMoprdonuo 5.4
Y3,VY5 | obecrieueHne ©  pa3lUYHBIC
Henosas urpa 5.6
1 poOBbIE CPEACTBA IS pelie-
HUS TPOPECCHOHAITBHBIX 33124
Tema 1.5 Opra- Ycrasiii ompoc 5.1
Kontpouis-
HU3aI[MOHHO- CIIocOOHOCTh  OIICHHWThL Kaue- 4,5
32, 33, Has pabora
pacnopsaiuTeNb- 36.37 | CTBO COCTAaBIEHHS TEKCTOB 10- Koncmekr 5.3 .1 Nel
Has JOKyMEHTa- ’ KYMEHTOB [Moprdommo 5.4 -
AOKY Y pTd Tect No2

uud. Pacnopsiau-

HenoBas urpa 5.6

24



Kpatkoe Hanme-

Kon

BI/I,Z[ OIICHOYHOTO CPpCACTBa

pe3yib- 9
HOBaHUE pa3zena Tara [okasarenp” oBnageHus pe- “ TIpomesxy-
(Moxyist) / TeMbl oByue- 3yJlbTaTaMu O0yUeHHS Texymmnii TOYHAS ATTE-
TUCTIATITAHBI s KOHTPOTIb CTaIus
TeJbHBIE TOKY- Cnoco6HOCTE  0GOPMIIATE U
MEHTBI MIPOBEPSTH MPaBUIBHOCTh Verniit ompoc 5.1
I[IpakTnyeckoe oopMIICHUSI JOKYMEHTAllUUd B 045
3ansaTue Ne 3 COOTBETCTBUU C YCTAaHOBIJICH- KOHCHG'K”’[ 5301
3537 | HPIMH TpeOOBaHUSAMH, HCIOIb- Kefic-sananie 5.5 N2
30BaTh ~ COBPEMEHHOE  IIpo- Toprdono 5.4
rpaMMHOe oOOecrieyeHne W pas- 56
mudHble  1H(POBBIE  CpencTBa T Jleniobas urpa o.
ecToBoe 3aaanue Nel
JUI pelieHusi mpodeccuoHalb-
HBIX 33744,
CrocoOHOCTh  OTIpeNeNsITh He-
obxommmele uctounukn uHbOpP- | Keiic-3amanme 5.5 No2
y]-y3 | MAUHH, CTPYKTYpHpOBATh MOIy- [optdomnuo 5.4
JaeMylo HWH(QOPMAINIO, OLECHH- JemnoBas urpa 5.6
BaTh MPAKTHYECKYI0 3HAYH-
MOCTb Pe3yJIbTaTOB MOMCKA;
Cnoco0HOCTh TPaMOTHO U3Ja-
raTh CBOHM MBICIH H O(OPMIISITH Keiic-3anarue 5.5 Ne2
MIOKYMEHTBI 10  Tpodeccro- Toprdosmio 5.4
Y4,VY6 | HanmbHOI TeMaTWKe Ha Tocyaap- JlenoBas urpa 5 6
CTBEHHOM SI3BIKE, TIPOSBIATH
TOJICPAHTHOCTH B pabodeM Koll-
JIEKTUBE
CriocobHOCTh HCTIONBSOBATE |y o ovte 5.5 Ne2
COBpEMEHHOE MPOrpaMMHOE Toprdposmio 5.4
Y3,VY5 | obecrieuerne ©  pa3IUYHBIC Jlenosast urpa 5.6
U(POBBIC CPEACTBA I pelie- '
HUS TPOECCHOHATBHBIX 3a7a4
CriocoOHOCTh  OLICHHTH  Kaue- YerHeii onpoc 3.1
32,33, n4,5
36,37 ET];;)Q HcToOcBTaBneHI/I;{ TEKCTOB [10- Toprdosmo 5.4
Y Henosas urpa 5.6
CriocobHOCTE  OQOPMIISITE |
MIPOBEPSTH MPaBUIBHOCTh
oopMIICHUST JTOKYMEHTAIlH B YerHsrit ompoc 5.1
COOTBETCTBUM C YCTaHOBJICH- n4,5
3537 | HBIMH TpeOOBaHUSIMH, HCIIOIb- Koncnexr 5.3 m.2
Tema 1.6 Un- i 30BaTh  COBPEMEHHOE  IIPO- IMoprdonuo 5.4
(hopmannoHHO- rpaMMHOE OO€CIeYeHHe M pas- Henosas urpa 5.6 KonTposns-
CIIpaBOYHBIE J10- muaHable  mudpoBeie  cpencta | TectoBoe 3amanne Nel Has pabora
KYMEHTBI JUIsL peleHus: npodeccuoHab- Nel
IIpakTH4eckoe HBIX 33124, Tect Ne2
3ansaTHe Ne 4 Croco0HOCTh  OTpEeNeNaTh He-
00X0IMMBbIE HCTOYHHKH HH(DOP- Koncnexr 5.3 m.2
y1.y3 | MAUMH, CTPYKTYpHPOBATh MOIY- [Moptdomnmo 5.4
yaeMylo HMH(OpMaIHo, OLECHHU- [enoBas urpa 5.6
BaThb MPAKTHYECKYl0  3HA4u-
MOCTb Pe3yJIbTaTOB TIOMCKA;
CnocoOHOCTh TPaMOTHO H3JIa- KoncrekT 5.3 m.2
v4 ye | TaTh CBOM MBICIH M 0popMIIATH [optdomnuo 5.4
’ JIOKYMEHTBI 10  Tpodeccro- Henosas urpa 5.6
HaJIbHOW TE€MAaTHKE Ha rocyaap-
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Kpatkoe Hanme-

Kon

BI/I,Z[ OIICHOYHOTO CPpCACTBa

pe3yib- 2
HOBaHUE pa3zena Tara [okasarenp” oBnageHus pe- “ TIpomesxy-
(Moxyist) / TeMbl oByue- 3yJlbTaTaMu O0yUeHHS Texymmnii TOYHAS ATTE-

JUCLUTITAHBI s KOHTPOTIb cTanus
CTBEHHOM S3bIKE, HPOSBIATH
TOJIEPAaHTHOCTh B paboueM KoJl-
JICKTHBE
CriocoOHOCTh UCIIOJIb30BaTh KoHemekt 5.3 1.2
COBPEMEHHOE IPOrpaMMHOE Toprdono 5.4
V3,V5 | obecrieueHne W pa3nUyYHBIC
U pOBEIC CPEACTBA I pelie- Jlenosas urpa 3.6
HUs1 Tpo¢ecCHOHANBHBIX 3a1a4
CnocoOHOCTh  OIEHUTh  Kade- Yerupiii onpoc 3.1
32,33, n4,5
36,37 iTllavi) COCTaBJICHUSI TEKCTOB [0- Toprdomo 5.4
YMCHTOB JlenoBas urpa 5.6
CrocobHOCTE  OQOPMIIATE |
MIPOBEPSTH MPaBUIBHOCTh
oopmIIeHUST TOKyMEHTAIlH B Yernslii onpoc 5.1
COOTBETCTBUM C YCTaHOBJICH- n4,5
3537 | HPIMH TpeOOBaHUSIMH, HCIOIb- Koncmekr 5.3 1.2
i 30BaTh ~ COBPEMEHHOE  MpO- [optdommo 5.4
rpaMMHOE OOeclieueHne W pas- JHemnoBas urpa 5.6
muuHble  mudpoBeie  cpenctBa | TectoBoe 3amanue Nel
JUI pelieHusi mpodeccuoHalb-
HBIX 33Ja4,

Tema 1.7 Odopm- CrocoOHOCTE  OTpEeNeNaTh He-

JIEHHE OCHOBHBIX 00X0MMBIE HCTOYHUKH HHDOP- Toprdoo 5.4 KonTtponns-

JOKYMEHTOB y1].y3 | MaUMH, CTPYKTYpHPOBATE MOIy- JlentoBast urpa 5.6 Has pabota

YIPaBICHUS JaeMylo HWH(QOPMAINIO, OLECHH- Nel

IIpakTuyeckoe BaThb INPaKTHYECKYK  3Ha4H- Tect No2

3ansTue Ne 5 MOCTB pe3yJIbTAaTOB MOUCKA;

CriocobHOCTE TPaMOTHO H3JIa-

ratb CBOM MBICIH M O(QOPMIISTH

JOKYMEHTBI 10  Tpodeccro- Ketic-3ananue 5.5

HaJIbHOM TeéMaTHKe Ha rocynap- Nel,2
Y4,Y6 | cTBEHHOM S3bIKE; CIIOCOOHOCTH [optdommo 5.4

OpraHu30BBIBaTh padbOTy KO- [enosas urpa 5.6

MaHIbl B X0Ji¢ NMPO(heCCUOHANb-

HOW NEeSTEeIbHOCTU Ul OpraHu-

3allMU NIPE3EHTAUN

CriocobHOCTh WCIIOJIb30BaTh Keiic-3aganue 5.5

COBPEMEHHOE IIPOrpaMMHOE Nel,2
V3,V¥Y5 | obecrieuenne W pasIUYHBIE [optdommo 5.4

upoOBbIE CPEACTBA I pelie- Henosas urpa 5.6

HUsI TPOo(eCCHOHANBHBIX 3324

Tema 2.2 Opra- Ycrasiii onpoc 5.1

HI3AIAS pers- CriocobHOCTh TOHMMATh IOPS- 5 6,7

CTpaIm JI0Ky- 35,38 JIOK TpUMEHEHHs TnporpammHo- | Keiic-3amanme 5.5 Ne3

ro obecrieueHus B HJIEKTPOHHOM [optdomnno 5.4 KonTtpons-

MEHTOB H KOH- JOKYMEHT0000pOTE KOMITAaHUU Henosas urpa 5.6 Has pabota

TPOJIb UX UCTIOJI- Nol

HCHIE Ycerasiit onpoc 5.1 Tect Ne2

IIpakTHYeckoe CriocobHOCTh  c(hOPMYITHPOBATH .67

-6,
3aHsiTue Ne 6 32,37 | mpaBuna oOpraHu3alM  JIOKY- Keiic-3aanme 5.5 Ne3
MEHTO000POTa KOMIIAHUH
TectoBoe 3amanue Nel
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Kon

Kpatkoe Hanme- Bup onieHOYHOrO CpeacTBa

pe3yiib- 9
HOBaHHUE pasjena ITokazartesnb OBNAJCHUS pe- I
(Moysst) / TEMBI Tara 3yJabTaTaMu 00yUICeHUsI Texymmnii POMEIY”
Y. o0yude- Y v KOHTDOID TOYHAS aTTe-
ACLUILIAHEL
mmcI i P cranus
CrocoOHOCTE  B3aMMOJENCTBO- o
BaThb C KOJUIETaMu KOBOJI Keiic-sananme 5.5 Ne3
V4 > by Jenosas urpa 5.6
CTBOM B XOJIC OpTaHM3aIlUU J10-
KyMeHTo000poTa
CrocoOHOCTD HICIIOIB30BaTh .
Keiic-3amanue 5.5 Ne3
COBpPEMEHHOE MPOrpaMMHOE

[Toprdommo 5.4

V3,V5 | obecrieuenne W pa3nUYHBIC
Henosas urpa 5.6

mupoBBIC CpeACTBa IS Opra-
HU3aIUU TOKyMEHT0000poTa

CriocobHOCTB OCYILIECTB-
JISTh XpaHeHne, MoucK nokymeH | Keiic-3amanme 5.5 Ne3

v7 9
TOB, B T.4. OyXTaJaTepCKOil OT-
YETHOCTH
32,33, CriocoOHOCTh OLIEHHTH Kade- Ycrabii ompoc 5.1
36. 37 CTBO COCTAaBJICHHUS TEKCTOB 0O- n.8,9
’ KYMEHTOB TectoBoe 3amanue Nel
CrocobHOCTE  OQOPMIISTE |
MIPOBEPATH MIPaBUJIBHOCTD
oopmIIeHUST TOKyMEHTAIlH B VerHiit onpoc 5.1
COOTBETCTBHHM C YCTaHOBJICH- 1.8.9
35_37 HBIMHA Tp€6OBaHI/I$1MI/I, HUCIIOJIb- HOqu)OJ'H/IO 54

30BaTh ~ COBPEMEHHOE  MpO-
rpaMMHOE OOecrieueHne W pas-
TuuHBle 1H(POBBIE CpEACTBA
JUISL OpraHU3alud JOKYMEHTO-
Tema 2.3 Opra- 000poTa;

HU3aIHMs olepa-

Henosas urpa 5.6
TectoBoe 3aganme Nel

Yerasiii ompoc 5.1

CriocobHOCTE  c(hOPMYIHPOBATH KonTpouns-
THBHOTO XpaHe- n.8,9
IpaBUIa CUCTEMATH3aLUH | Has pabota
HUS JIOKYMEHTOB 38 [Toptdomnuo 5.4
XPaHEHMs JOKYMEHTOB KOMIIA- Nel
I[IpakTH4eckoe Henosas urpa 5.6
HUU Tect Ne2
3ansaTue Ne 6 Tecrosoe 3ananue Nel
CriocoOHOCTh  B3aUMOICHCTBO-
V4 BaThb C KOJUIETaMH, PYKOBOI- Henosas urpa 5.6
CTBOM B XOJI¢ opranm3aruu 1o- | TecroBoe 3amanue Nol
KYMEHT0000poTa
CriocobHOCTh UCIIOJIb30BaTh
COBPEMEHHOE nporpammHoe | Keiic-3ananue 5.5 Ne3
V3,V5 | obecrieueHne W pa3nUYHBIC [optdomnmo 5.4
upoBbIe CPEJCTBA JUIsl Opra- Jenoras urpa 5.6
HHU3aLMU TOKYMEHTO000pOTa
CriocobHOCTh OCYILIECTB- .
JSITh XpaHEeHUe, IOUCK HZKM MeEH Keiic-sananme 5.5 Ne3
v7 P ’ Y [Toptdomnuo 5.4
TOB, B T.4. OyXraaTepckod OT-
Henosas urpa 5.6
YEeTHOCTH
CrnocoGHOCT  MOHUMATH  HC-
II0JIb30BAHUE COBPEMEHHOTO Koncnexr 5.3 m.4
Tema 2.4 Kowm- IPOrPaMMHOT0 O0ECIICUCHHSI 1 Keiic-3ananue 5.5 KoHTpob-
mgo;epmauml 35 pasiInyHbIX U(POBBIX CPENCTB [Moprdonuo 5.4 Hast paGoTa
A JUIL TOKYMEHTUPOBAHUS U Opra- Henosas urpa 5.6 Nol
MpakTuyeckoe HM3alUM  JIOKYMEHTO0OopoTa Tect No2
3anHsaTHe Ne 7 KOMIIAHHK
35,38 | CiocoOHOCTE  OGOPMIIATE  [10- KoucmekT 5.3 m.4

27




Kparkoe nanme- peIéOJII[B- Bug oneHouHOrO CpeacTBa
HOBaHUE pa3zena Y ITokasaresn? OBIaICHUS Pe- I )
(Moysst) / TEMBI Tara 3yJabTaTaMu 00yUICeHUsI Texymmnii POMEAY
JIUCHUMIINHBI o6yse- KOHTpPOJIb rotHas ate-
HUS cTanus
KYMEHTBI JJI1 OpraHu3alud HX Keiic-3apanue 5.5
XpaHEHUs], B TOM YHCIIE UCIIOIb- [optdommo 5.4
3ysl COBpPEMEHHOE MPOTPaMMHOE HenoBas urpa 5.6
obecrieueHne MW pasIUIHBIC
(POBBIE CPEACTBA;
CriocobHOCTB WCIIOJIb30BaTh
COBpPEMEHHOE nporpammHoe | Keiic-3amanue 5.5 Ne3
V3,¥5 | obecieuenne W pasIUdIHBIC [Toptdommo 5.4
OUQpOBBIE CpeACcTBa B DIEK- [enoBas urpa 5.6
TPOHHOM JOKYMEHT000O0pOTE;
v7 CnocoOHOCTh OpraHNU30BaTh Keiic-3anatue 5.5 Ne3
XpaHEeHHE, MOUCK JOKYMEHTOB

4 Onucanue Npoueaypbl OLeHUBAHUS

Pe3ynbrarel o0yueHus 1o AUCUUILINHE, YPOBEHb C(HOPMUPOBAHHOCTH KOMIETEHIIHH OLEHU-
BAIOTCSl TI0 YETHIPEX OaTbHOM IIKaJEe ONEHKAMH: «OTJIIMYHO», «XOPOIIOY», «YIOBJICTBOPUTEIHLHO,
«HEYAOBIETBOPUTEIHHOY.

TGKYHIEUI arrecranuus Mno AWUCHUILIMHE IMPOBOAUTCA C LCIIbIO CHUCTEMAaTHYECKOM IMIPOBECPKHU
nocTkeHnil oOydarommxcsa. OObeKTaMH OIEHUBAHUS SIBJISIFOTCS: CTEIIEHb YCBOCHHS TEOpeTHde-
CKHUX 3HaHHﬁ, YPOBCHBb OBJAACHHUA IMPAKTUYCCKUMU YMCHHAMHU W HAaBbIKAMHU 110 BCEM BUIaM yqe6-
HOM paboThl, yyeOHasi TUCIUIUIMHA (AKTUBHOCTH Ha 3aHATHUAX, CBOEBPEMEHHOCTh BBIMIOJIHEHUS pa3-
JIMYHBIX BUI0B SaI[aHHﬁ, IIOCCImMacMOCTh BCEX BUIOB 3aHATHH 110 aTTeCTyCMOfI I[I/ICIII/IHJII/IHG).

[Ipu mpoBeneHWH NPOMEKYTOYHOW aTTECTAllMU OLIEHUBAETCS JAOCTHIKEHHUE CTYIEHTOM 3a-
IJIAHWUPOBAHHBIX IO JUCHUIITIMHE PE3YJIbTATOB 06yqu1/m, O6€CH€'—II/IBaIOHII/IX PE3YIbTATBl OCBOCHUA
o0Opa3oBaTenbHOIl mporpaMmsl B 1iejoM. OlieHKa Ha 3a4eTe BHICTABISETCS C YUETOM OIICHOK, MOJY-
YCHHBIX IIPH MPOXOKIACHUUN TGKYIIIGI;'I arrecralun. HpI/I BBIBCICHUU HATOTOBOH OLCHKU «BEC» TCKY-
IIMX OLIEHOK cOCTaBUT He MeHee 80% B UTOrOBOM, T.€. pe3yibTaT JOCTHIKEHHUM ydallerocs mno Juc-
[UTITAHE 3aBUCHUT OT 3((PEKTUBHOCTHU ero paboThl B TEUEHHE YUEOHOTO ceMecTpa.

Kpurtepunu onieHuBaHMS YCTHOIO OTBETA

(ouileHOUHBIE CcpenicTBa: cobeceoBaHUe)

5 6ayyI0B - OTBET MOKA3bIBAET NMPOYHBIE 3HAHUS OCHOBHBIX MPOILIECCOB M3y4yaeMOW Mpe-
METHOI 00JIaCTH, OTJINYAETCS TITYOMHOM U MOJHOTOM pacKphITHS TEMBI; BIIaJIEHUE TEPMUHOJIOTHYE-
CKHM aIlllapaToM; YMEHHE OOBICHATH CYIIHOCTb, SIBJIEHUM, IPOLIECCOB, COOBITHI, /1e1aTh BHIBOABI U
000011eHus, 1aBaTh apT'yMEHTHPOBAHHBIE OTBETHI, IPUBOIUTH MPUMEPHI; OTIIMYHOE BIIAJICHUE MPH-
emMamMu 0(hOpMJIEHUS Pa3IMYHBIX BUAO0B JOKYMEHTOB; 3HAHHE ajJrOpUTMa OpraHU3alMM JOKYMEHTa
Ha MpeINpUATUH; YMEHHUE PUBOIUTH IPUMEPBI COBPEMEHHBIX NMPOOIJIEM H3ydaeMoil 001acTH.

4 0anna - oTBeT, OOHAPYKUBAIOUIUI MPOUYHBbIE 3HAHUSI OCHOBHBIX IPOLIECCOB M3y4yaeMoOu
peaMETHON 001acTH, OTIINYAeTCs TIIYOMHOM M MOJHOTOM pacKpbITHs TEMbI; Bia/leHHe TEPMUHOIIO-
THYECKHUM aIllapaToM; YMEHHE OOBSCHSATH CYIIHOCTb, SBIIEHUH, IPOIECCOB, COOBITUMN, JeNaTh BbI-
BOJIbI U 0000IIEHHS], 1aBaTh apryMEHTUPOBAaHHBIE OTBETHI, MIPUBOAUTE MPUMEPHI; XOpOIllee BIlajie-
HUE NprueMaMHu oQOPMIICHHUS Pa3JIMYHBIX BUJOB JOKYMEHTOB; 3HAHHE aJIrOpUTMa OpraHU3aluu J0-
KyMEHTa Ha MpeINpUsaTUd; YMEHHE IPUBOJUTH IPUMEPhI COBPEMEHHBIX Mpo0iieM u3ydaemMoit ooma-
ctu. OmHAKO MOIMYCKAeTCs OJHA - IBE OIMMOKHU B OTBETE/0OPMIICHUH TOKYMEHTA.

3 6a/s1a — OTBET, CBUJETEIBCTBYIOIINI B OCHOBHOM O 3HaHUH IPOIIECCOB U3y4yaeMoOn Npe-
METHOW 00J1aCTH, OTJIMYAIOUINIICS HEIOCTATOYHOM TTTyOMHOM U MOJHOTON PacKpbITHS TEMbI; 3HAHU-
€M OCHOBHBIX BOIIPOCOB T€OpUH; c1ab0 chOpMHPOBAHHBIMU HAaBbIKAMM aHaJIM3a SBJICHUH, IpoIlec-
COB, HEJJOCTaTOYHBIM YMEHHUEM J1aBaTh apryMEHTHPOBAHHbBIE OTBETHI U MPUBOJIUTH MPUMEPHI; Cia-
60e Bi1ajieHne nmprueMamMu o(hopMIICHHUS Pa3IMYHbIX BUOB JOKYyMEHTOB; HEOCTATOUHOE 3HAHUE aJl-
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rOpUTMa OpraHu3alyy JOKYMEHTa Ha MPEINPUITHH; HEYMEHHE IPUBOAUTH TPUMEPHI COBPEMEHHBIX
npobaem u3zydaemoit obmactu. Jlomyckaercss HECKOJIBKO OIIMOOK B COEP)KaHUHM OTBETA; B BHIOOpE
CTPYKTYpbI WJIK OPOPMIICHUU TEKCTa JOKYMEHTa, HEYMEHHUH MPOBECTH CBSI3b C APYTUMHU aClIEKTaMu
U3y4aeMoi 00JIacTH.

2 6aju1a — OTBET, OOHAPYKMBAIOIIUK HE3HAHUE TMPOIIECCOB M3Y4aeMOM MpeaMeTHON 00J1a-
CTH, OTJIMYAIONIUICS HETTyOOKUM PACKPBITHEM TEMbl; HE3HAHHEM OCHOBHBIX BOIPOCOB TECOPHH,
Hec(OPMUPOBAHHBIMHI HaBBIKAMH aHANIU3a SIBJICHUHN, TPOLIECCOB; HEYMEHUEM JaBaTh apryMEHTUPO-
BaHHBIE OTBETHI, HECPOPMHUPOBAHHOCTHIO HABBIKOB PAOOTHI ¢ JOKYMEHTaMu. J[OMyCKalOTCs cepbes-
HbIE OIIMOKU B COJIEP’)KaHUU OTBETA; HEYMEHUE CO3AaTh YIPaBICHUYECKUM TOKYMEHT.

Kpurtepuu oneHnBaHus NUCbMeHHOH padoThI

(omieHouHBIE cpezcTBa: pedepar, KOHCHEKT, NOPTHOINO, TOKIAA B BUAE NPE3CHTAINH, JIe-
JI0Basi UTrpa, KOHTPOJIbHAS paboTa).

5 6an10B — B nceMeHHBIX paboTax (pedepar, KOHCIEKT, HOPT(HOIIHO, IPEe3eHTANHNS, AEI0-
Basi UTpa) MPHUBEJICHBI JaHHBIE OTEYECTBEHHOU JINTEpaTyphl, HHPOPMALKs HOPMATUBHO-TIPABOBOTO
xapaktepa. CTyIEHT BiaJeeT HaBBIKOM CaMOCTOSITEIbHOM paboTHI 10 3aJJaHHON TeMe; METOAaMH U
NpUeMaMH aHAJIM3a TCOPETHUYSCKHUX M MPAKTUYECKUX aCIIEKTOB M3y4aeMoil oonactu (HaBbIKaMU CO-
cTaBlieHUs1 U O(OPMIICHUsI YIpaBIeHYECKOI aokymeHTanun). OOpasibl JOKYMEHTOB 0(OpPMIICHBI
BepHO. DaKTHUECKUX OMIMOOK, CBA3aHHBIX C NMOHUMAHHEM IMPOOJIEMBI, HET; TpapuuecKu padOTHI
oopmIIeHBI IPaBUIIBHO.

4 0aJ1a - CTY/IEHT BJIaJIeCT HAaBBIKAMH COCTaBJICHHS U O(OPMIICHHSI YIIPaBICHUECKOH TOKY-
MEHTAIlM{, METOJJaM{ U IPUEMaMH aHAIN3a TEOPETHUSCKUX W/HIIH MPAKTUYECKUX aCHEKTOB U3yda-
emoii obnactu. OOpa3ipl JOKyMEHTOB odopmiieHbl BepHO. Jlomyckaercst 1-2 ommbOku B odopmie-
HHUH JIOKyMEHTOB.

3 6aju1a — CTYACHT cl1abo BIIaJieeT HaBBIKAMU COCTABIICHUS H OPOPMIICHHSI YIIPABICHYECKOH
JOKYMEHTAIlMH, METOJAaMHU U TPHEMaMH aHaJIn3a TEOPETUYECKUX W/WIM NPAKTUYECKUX aCHEKTOB
u3ydaemoit oosactu. OOpa3ibl JOKYMEHTOB O()OPMIICHBI C HApYIIEHHEM CTPYKTYPHI M OIIMOKaMH B
UCIIOJIb30BaHUM PEKBU3UTOB. Jlomyckaercs He 6oee 3 omnOoK B 0pOpMIICHHH JOKYMEHTOB.

2 faj1a - CTyJCHT HE BJaJeeT HAaBBIKAMU COCTABIICHHS W O(OPMIICHUS YIPaBICHYECKON
JOKYMEHTAIlMH, METOJAaMH U TPHEMaMH aHaJIn3a TEOPETUYECKUX W/WIM NMPAKTUYECKUX aCHEKTOB
u3zydaeMoil odiactu. OOGpa3ipl TOKYMEHTOB 0()OPMIIEHBI CO 3HAYUTEIIbHBIM HapYIIEHUEM CTPYKTY-
pBl JOKyMEHTa 1 omubkamu (6osee 4) B UCIIOIB30BaHUM PEKBU3UTOB. Bo3MOXHA cuTyarus, Korjaa
H3-3a OTCYTCTBUA HABBIKOB JOKYMCHTHPOBAHUA CTYACHT HC CMOT' COCTaBUTh JOKYMCHT.

Kpl/ITepI/[l/I OICHUBAHUA TECTOBOI'O 3a1aHUA

HpI/I MNPUMCHCHUHN TCCTa B KAYCCTBC OLICHOYHOI'O CpeACTBA IJIA IMPOBCACHUA IIPOMEIKYTOY-
HOU aTTecTalluu HCIIOJIB3YCTCA IIKaJla HHTCPBAJIbHBIX 6ann013, COOTBCTCTBYIOIIIAasA HTOTOBOM OIICH-
K€, a TaKIKC KPUTCPpHUU €€ BBICTABIICHUS B IMPUBA3KE K YCTBIPCX 0ayUIbHOI CHUCTEME:

Orenka OTanaHOo Xopor1io Y noenerBoputenbHo | HeynoBneTBopuTenbHO
KonnuectBo
o ot 81% 1o o o
MIPABHIILHBIX 91 % u> 909 % He meree 70% menee 70%
OTBETOB !

Kputepuu BbIcTaB/IeHUS] OLEHKHU CTY/IEHTY HA 3a4eTe
(olIeHOYHBIE CPEACTBA: YCTHBIN Ompoc B hopme cobecemoBaHus)

Onenka no
MIPOMEKYTOUHOMN XapakTepucTrKa KadecTBa chOPMUPOBAHHOCTHA KOMITETCHITHI
aTTecTaluu

CryneHT aeMOHCTpHUpYeT c(hOPMUPOBAHHOCTh TUCHUILIMHAPHBIX KOM-
MEeTeHIM Ha TPOABHHYTOM YpPOBHE: OOHApYKHBAeT BCECTOPOHHEE,
CHCTEMaTHYeCcKoe M TIJIyO0OKOoe 3HaHHWe y4eOHOro MaTepualia, yMeeT

«3a4TeHo» /
«OTJINYHO)
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TECHO YBSA3BIBaTh TEOPUIO C MPAKTUKOM, CBOOOAHO CIpaBIIAETCS C 3a-
JlayaMu, BOIPOCaMH M APYTUMU BUJaMH IPUMEHEHUS 3HaHUHU, IPUUEM
HE 3aTPYJHAETCS C OTBETOM IIPH BUJIOU3MEHEHUH 3aJJaHUi, IPaBUIBHO
00OCHOBBIBACT MPUHATOE PEIICHHUE, BIIJCeT Pa3HOCTOPOHHUMH HaBbI-
KAMH Y IPUEMaMU BBINOJIHEHMS PAKTUYECKUX 3a/1a4.

«3a4TeHOY» /
«XOpPOIIO»

CTyneHT AeMOHCTpUPYET CPOPMUPOBAHHOCTD TUCIUILIMHAPHBIX KOM-
MeTeHIM Ha 0a30BOM ypOBHE: OCHOBHbBIC 3HAHMS, YMEHHUS OCBOCHBI,
HO JIOMYCKAIOTCSI HE3HAUYUTENbHbIE ONIMOKH, HETOYHOCTH, 3aTpy/IHE-
HUS TIPU aHAIMUTHUYECKUX OIepalusix, NepeHoce 3HaHUW M yMEHHUH Ha
HOBBIE, HECTAHJAPTHBIE CUTYALIHH.

«3a4TeHOY» /
«YIOBJIETBOPUTEIIHHO»

CtyneHT AeMOHCTpUpPYET CPOPMUPOBAHHOCTD JUCIHUILIMHAPHBIX KOM-
METEeHIIM Ha MOPOrOBOM YPOBHE: MMEET 3HAHUS TOJBKO OCHOBHOIO
MaTepuasga, HO He YCBOWII €ro JeTajied, B X0J€ KOHTPOJIbHBIX MEpO-
MPUATHA JOMYCKAIOTCS 3HAYUTEIbHBIC ONIMOKH, HEJOCTATOYHO IIpa-
BUJIbHBIE (DOPMYIIUPOBKH, HAPYIIECHUS JIOTUYECKOU IMOCIIE0BATEIbHO-
CTH B M3JI0’KEHUHU MPOTPAMMHOIO Marepuaia, UCIBITHIBAET 3aTpyIHE-
HUS TIPU BBITIOJIHEHUU MPAKTHUYECKUX paboT, IpHU ONEPUPOBAHUU 3HA-
HUSIMH ¥ YMEHUSMH MPU UX TIEPEHOCE HA HOBBIC CUTYAIIUH.

«HE 3a4TEHO» /
«HEYIOBJIETBOPUTEIIb-
HO»

CryneHT aeMOHCTpUpYyeT c(hOPMUPOBAHHOCTh TUCLUILIMHAPHBIX KOM-
METEHIMII Ha YypOBHE HUXE IOPOrOBOTO: BBIABISIETCS IOJHOE WIIU
[IPAKTUYECKH IOJHOE OTCYTCTBME 3HAHMM 3HAYMTENbHON yacTu Mpo-
IrPaMMHOI0 MarepHuajla, CTYAEHT JOIYCKAeT CYIIECTBEHHbIE OIIMOKH,
HEYBEPEHHO, C OOJBIINMU 3aTPYAHEHUSMH BBIIOIHIET MPAKTUYECKUE
paboThl, yMEHHUS U HABBIKU HE C(HOPMHUPOBAHBI.

5. HpI/IMepr OLCHOYHBIX CPEACTB AJIA IIPOBCACHUSA TeKYHIEﬁ arrecranuu

5.1 Bonpocsl 1J1s1 YCTHOIO onpoca:
1 Knaccuduxamms JTOKyMEHTOB
2 DBojionus JTOKyMEHTa Kak HocuTens uHpopmanuu. Bo3HUKHOBEHHE W pa3BUTHE JIETO-

IMPON3BOJACTBA B Poccun

3 Bwuasl cranaaptoB B PO, ux xapakTepucTuka.

oo N o o1 b~

PekBU3UTHEI OCHOBHBIX YIIpaBJICHUYCCKUX JOKYMCHTOB

Bunpr OJ1aHKOB KOMMCp‘ICCKOﬁ OopraHu3anuun

OcHOBHBIC IIpaBHJIa OpraHru3anuu ,Z[OKYMCHTOO60pOTa Ha OpeAnpuidTun

OcoOeHHOCTH )KypHaJ'ILHDﬁ u 3J'IeKTpOHH0171 CUCTCMBI pETUCTPALIUN JTOKYMCHTOB
[TonsTue OIICPAaTUBHOI'O XpaHCHUA NTOKYMCHTOB, Tpe60BaHI/ISI K OpraHu3aln OIICPaATUB-

HOT'0 XpaHCHUSA JOKYMCHTOB HA MPCAIIPUATHUH.
9 CDOpMI/IpOBaHI/Ie JCII. CI/ICTeMaTI/I3aHI/I5{ JAOKYMCHTOB B JICJIC

5.2 Tema pedepara

1 Hanucatp u opopMuth pedepar Ha TeMy: «IBOJIIOLMS JOKYMEHTa KaK HOCUTENS UH(POP-
Manuyi. Bo3HMKHOBEHME 1 Pa3BUTHE JIEIONPONU3BOACTBA B Poccnn»

2. CTpyKTypHBIE 3JIEMEHTHI pedepara: coaep’kaHne; BBEJICHNE; OCHOBHAS YacCTh; 3aKIF0Ue-
HUE; CITUCOK UCIOIb30BAHHBIX UCTOYHUKOB; MIPUIIOKEHHS (TP HEOOXOTUMOCTH).

PexkoMeHniyeMblil 00beM CTPYKTYPHBIX 2JIEMEHTOB pedepara.

HanmenoBanwue yacteii pedepara KonnyectBo cTpanui
TuTyIBHBI JTHCT 1
Coneprxanue (C yka3aHHEM CTPaHUIL) 1
Benenue 1-2
OcHOBHasl 4acTh 18-20
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JakiroueHue 1-2

COucoK MCII0JIb30BaHHBIX UCTOYHHKOB 1

[Tpunoxenus be3 orpannyenuii

B conep)kanuu npuBOAATCS HaUMEHOBAaHUS CTPYKTYPHBIX dacTeil pedeparta, IiaaB W mapa-
rpad)0B €ro OCHOBHOW YaCTH C yKa3aHHEM HOMEpa CTPAHHUIBL, C KOTOPOW HAYMHAETCS COOTBET-
CTBYIOILIAsI YacTh, IJIaBa, naparpag.

Bo BBenenuu naercs ofmasi xapakTepucThka pedepara: 0OOCHOBBIBACTCS AKTYyalbHOCTh
BBIOpDAaHHOW TEMBI; ONpeAeNnseTcs Ieldb pPadOThl M 3a/Jaud, MOJUICKAINUE pPEUICHUI0 Ui e&
JOCTIDKEHUS; OIMUCHIBAIOTCS OOBEKT MW TpeAMeT HCCienoBaHus, HHpOpManuoHHas 0Oaza
UCCIIEJOBAaHUS; KPATKO XapaKTepU3yeTCsl CTPYKTypa pedepara 1o IiiaBam.

OcHOBHasl 4acTh JIOJDKHA COJIEp)KaTh MaTepual, HEOOXOAUMBIN ISl TOCTHXKEHUS IOCTaB-
JICHHOM LIeNM U 337134, pelaeMbIX B Ipoliecce BhIoHeHUs pedepaTta. OHa BKitoyaer 1-2 riaBbl,
Ka)kJast U3 KOTOPBIX, B CBOIO OYepenb, AenuTcs Ha 2-3 maparpada. CoaeprkaHre OCHOBHOW 4acTH
JIOJKHO TOYHO COOTBETCTBOBATH TEME MHUCbMEHHON PabOTHI M MOJHOCTBIO €€ pacKpbIBaTh. [ aBbl
naparpads! pedepara JOIDKHBI PACKPBIBaTh ONMMCAHUE PELICHUS TOCTABICHHBIX BO BBEICHUH 33/1a4.
[TosTOMY 3arojoBKH IJ1aB W maparpadoB, Kak MPaBUIIO, JOJDKHBI COOTBETCTBOBATDH MO CBOCH CyTH
dopmynrpoBkaM 3anad pedepara. 3aroiaoBka «OCHOBHAs YacTh» B COAEPKaHUU pedepaTa ObITh HE
JIOJKHO.

OOs3aTenbHBIM JUI pedepara sSBISIETCS JIOTUYECKasi CBsI3b MEXKAY TJIaBaMU U MOCIIEI0Ba-
TEJIBHOE Pa3BUTHE OCHOBHOW TEMBI Ha MPOTSIKEHUU BCEH pabOTHI, CAMOCTOSTEILHOE HM3IJI0KEHHE
Marepuala, apryMeHTUPOBAaHHOCTH BBIBOJOB. Tarke 00s3aTeIbHBIM SIBIISICTCS. HATMYHE B OCHOBHOMN
gacTu pedeparta CChUIOK Ha UCTIONB30BAHHBIE HICTOUHUKH.

W3noxxeHne HEOOXOJUMMO BECTH OT TPEThEro JHua («ABTOp MOJAraeT...») JTU00 HCHOIb30-
BaTh OE3JIMYHBIC KOHCTPYKIIMU W HEOIpeNeIeHHO-THYHbIe TpeuiokeHus («Ha Bropom srtame uc-
CIIEAYIOTCS CIEAYIOIIME MOAXOHI...», «l[IpoBeneHHOE HccnenoBaHWEe MO3BONMIO J0Ka3aThb...» U
T.IL.).

B 3axio4eHuM JIOTMYECKH ITOCIENOBATENIFHO M3JIararoTCsl BHIBOABI, K KOTOPHIM IIPHIIEI
CTYACHT B pe3yJbTaTe BBINOJHEHHS pedepaTa. 3aKI0UeHNE TOJDKHO KPAaTKO XapaKTepu3oBaTh pe-
IIEHHE BCEX IMOCTABJICHHBIX BO BBEJICHUH 3a/1a4 M JOCTHKEHHUE LIeNu pedepara.

CrnucoK HCIOJhb30BAHHBIX MCTOYHHKOB SBIISIETCS COCTABHOW YacThIO Pa0OTBI U OTpaXKaeT
CTENEHb HM3yYEHHOCTH paccMaTpHBaeMoil mpobiiembl. PexkoMeHayeMoe KOJIMYEeCTBO HMCTOYHHMKOB
cocraBisier 10-12 naumenoBanuii. [Ipu 3TOM B ciivicke 00s3aTENBHO JODKHBI PUCYTCTBOBATH JTH-
TepaTypHble HCTOYHHUKH, M3/IaHHBIC B MOCIEIHNE 5 JIET, SJIeKTPOHHBIE UCTOYHHKH, JCHCTBYIOIIUE
HOPMAaTHBHO-TIPABOBBIC aKTHI, PETyIMPYIOIINE OTHOIICHHS, pacCMaTprBaeMble B pedepare.

B mpuioxeHust ciaeayeT BBIHOCUTD BCIIOMOTATENbHBIA MaTeprall, KOTOPBIA PU BKIFOUSHUU
B OCHOBHYIO 4acTh paOOTHI 3arpPOMOKAAET TEKCT (TaOIHIIBI BCTIOMOTATENbHBIX TaHHBIX, PUCYHKH,
¢doTo, HhOopMBI JOKYMEHTOB U T.I1.).

OcHoBHbIe TpeOoBaHUs K 0(opMIIEHUIO pedepaTa:

— TEKCT BBINOJHSETCS Ha OJIHOM CTOpOHE JucTa 6enoit Oymaru popmata A-4

— pasmep mpudra-14; Times New Roman, et — 4epHblii;

— MEXAYCTPOYHBI HHTEPBAI — TOIYTOPHBII;

— TIOJISL HA CTPAHHUIIE — Pa3Mep JIEBOTO OIS — 3 €M, MPaBoro— 1 cM, BepxXHET0—2cM, HIKHE-
ro—2cM;

— 0T(GOpPMATUPOBAHO MO MIUPHHE JIUCTA;

— HyMepalus CTPaHHUI] TEKCTa — CIIpaBa BBEPXY.

CrucoK MCIOIhb30BAHHBIX HCTOYHUKOB JTOJDKEH (DOPMHUPOBATHCS TI0 Mepe TOSBICHUS Ha HAX
CCBUIOK B TekcTe pedepara. [Ipunoxenus cienyer opopMIsATh Kak MpooibkeHue pedepara Ha ero
MOCJIETYIONNX CTpaHuIax. Ha Bce mpuiIoXeHns B TEKCTe pabOTHI JODKHBI OBITH CChUTKH. Pacmona-
raTh MPUIOKCHUS CIEYET B TOPSIKE MOSIBICHUS CChUIOK Ha HUX B TEKCTE.

5.3 TeMbl KOHCIIEKTOB
1. OtnenbHble 0COOEHHOCTH O(OPMIIEHHS TEKCTa JTOKyMEHTa (4ucels, TaOiul, UMEH U
bamunnmii)
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2. OcoOeHHOCTH TOATOTOBKH M OGOPMIICHUS JOKYMEHTOB JICJIOBOM MEPEMUCKA OpraHu3a-
uuu (JOKJIA-TIPE3EeHTALINS )

3. Opranuzanus ornepaTUBHOIO XpaHEHUs TOKYMEHTOB. TepMHUHBI U onpeaeseHus (KpaTKui
CJIOBaph TCPMHHOB)

4. OcoOeHHOCTH OpraHU3aluy 3JIEKTPOHHOTO T0KYMEHTO000poTa

5.4 Iloptdoauo:

Ha mmucrax gpopmara A4 Heooxoaumo opopMHTE crienyromme 00pa3ibl JOKYMEHTOB:

- LITaTHOE pacHUCaHHe OpraHu3aluu

- IPUKa3 PyKOBOJUTEIISI OPTraHU3AIMH 110 OCHOBHOU JESTEIbHOCTH

- pacropsKEHHE 3aMECTUTEIIST PYKOBOAUTENSI OpraHU3aluu

- pe3roMe, JTMYHOE 3asiBICHHE

- IeI0BOE MUCHMO (ITMCHMO —3aIPOC, TAPAaHTUHHOE —TIMCHhMO, TTHCHMO-TIOITBEPKICHUE)

- ciy>keOHasl cripaBKa

- perucTpanoHHbIe (POPMBI I BXOAIINX U UCXOISAIINX JOKYMEHTOB,;

- HOMEHKJIaTypa JieJl OpraHu3aliy;

- TUTYJIBHBIA JUCT OOJIOKKHU JieJla OpraHu3aliy.

Copepxanue, CTpyKTypa U ohopMIIeHHE TOKYMEHTOB AOKHO coorBercTBoBaTh 'OCT P
7.0.97- 2016 «Hamumonanbsuelii cranmapt Poccuiickolt @enepanun. CructemMa CTaHIApTOB IO WH-
dopmaruu, GUO6IMOTEYHOMY U M3JAaTeNbCKOMY Aeny. OpraHu3alMoOHHO-pacoOpsIAUTENbHAS TOKY-
MeHTaius. TpeboBaHus K 0HOPMIICHUIO JOKYMEHTOB).

5.5 Keiic- 3aganust

Keiic- 3aganune Nel

[IpoBecTu ananu3 ocoOEHHOCTEH OPOPMIICHUS OPTraHU3AIMOHHBIX JOKYMEHTOB Pa3IMYHBIX
opuandeckux i (u3yduts 10-15 o6pasuoB), opopMuTh 00pasel MTaTHOTO PaCHUCAHUS AJi CO-
3/1aBa€MOM KOMMEPUECKOM OpraHu3aIiu.

Keiic- 3aganne Ne2

[TpoBecTn aHaM3 0COOCHHOCTEH OPOPMIICHUS PACTIOPSIUTEIBHBIX JOKYMEHTOB Pa3IMYHBIX
opuandeckux uil (u3yduth 10-15 oOpasion). CaMOCTOSTENEHO CMOJEIUPOBATH YIIPABICHYECKYIO
CUTYAIINIO U TSl Hee 0(hOpMUTE 00pa3el] pacropssKeHUsI 3aM. JUPEKTOpa OpraHu3aIiu

Keiic- 3ananune Ne3

N3yunth ocoberHHoCcTH OQOpPMIICHUS KYPHATBLHON U JIEKTPOHHOM (hOPM pEerucTparfu J10-
KyMeHTOB. OpopMuUTh 00pasiibl KypHATbHBIX PETUCTPALMOHHBIX (OPM AJI pEerHCTpAIllUU BXOJS-
IIUX, UCXOASIINX U BHYTPEHHUX JOKYMEHTOB. J[JIs MpeyI0’)KEHHOTO MpernoaaBaTesieM nakeTa roTo-
BBIX YIPaBICHUECKUX JOKYMEHTOB HEOOXOJMMO BHIOPATh MPaBUWJIBHYIO PETUCTPALMOHHYIO (hopMy
Y BBITIOJIHUTH Omeparuio «Perucrpanus 10KyMeHTay.

5.6 lenoBasi urpa «OCHOBHBIE JOKYMEHTbI YIPABJIEHUS.

Konuenuus 1enoBoit urpsl Mo AUCHUIUIMHE COCTOUT B cienyromeM. CTyqeHTbl pa30uBaroT-
Csl Ha TPYIbI, KaX/aasg U3 KOTOPBIX IpPEACTaBIseT cOOOM OJIHO U3 CTPYKTYPHBIX IMOApa3JeIeHUN
npennpusatus. Ha3BaHue npeanpusaTus, ero BUA IEATEIBHOCTH W OpPraHU3alMOHHO-IIPABOBYIO
(GopMy CTYAEHTHI BbIOMPAIOT CaMOCTOSITENIbHO. PaOOTHUKM yKa3aHHBIX MOJApa3JeleHUN (TPYIIIbI
CTYZICHTOB) TOTOBST MaKeT 0OPa3lOB JOKYMEHTOB B COOTBETCTBUH C BBINOJIHAEMBIMU (YHKIHO-
HaJIbHBIMU 00s3aHHOCTSAMHU. Ha mpakTHuecKux 3aHATUSAX CTYACHTHI O(QOPMIISIIOT HpPEIOKEHHbIE
npernojiaBaTesneM o0pasiibl JOKYMEHTOB, YTO MIOMOTAaeT CTYJ€HTaM OCBOUThH TEOPETUUYECKHUE 3HAHUS
U MPaKTUYECKHE HAaBBIKK pabOTHI ¢ TOKyMEHTaMU. Takas MOAroToBKa 00JIEr4aeT caMOCTOATEIbHOE
cocTaBiieHHE U opopmIIeHHEe 00Pa3LIoB TOKYMEHTOB IS I€JIOBOM UTPHI.

Kaxxnas rpymnmna cTyZeHTOB BbIOMpAET ce6e COOTBETCTBYIOIIUE POJIU:

— Jlupexuus (qupekTop u ero 3amectutenu: 4 -5 yen.). [oToBAT 00pa3iibl OpraHu3aIoH-
HBIX U PACHOPSAUTENBHBIX JTOKYMEHTOB (YCTaB, IITaTHOE paclHcaHue, MpHUKa3 0 OCHOBHOM Jes-
TEIbHOCTH, PACIOPSIKEHHE 3aMECTUTENS AUPEKTOpa OpraHU3alliu, peuIeHHe ydpeauTenel, ciy-
KeOHast TOBEPEHHOCTb);
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— cayx06a JI0Y (4-5 4gen.) T'oToBAT 00pa3iel OPraHU3alMOHHBIX W WH()OPMAIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB (JOJDKHOCTHASI MHCTPYKIUS crienuanucta ciayxosl JJOY, mporokon, akt
CIIUCaHMs JTOKYMEHTOB, CIIpaBKa 00 00beMe TOKYMEHTOOOOpOTa OpPraHU3alMK 32 MECSI, JOKIIa-
Hasl 3amucKka, 00pasipl o0mero 61aHKa U OJIaHKa TTUCEM OpTaHU3AIINH ),

—  KomMepueckas ciayxkoa (4-5 gen.) ['oTrosaT obpa3ibl HHGOPMAITMOHHO-CIIPABOYHBIX J10-
KYMEHTOB (TapaHTHHHOE MHChbMa, MUCHMO-TIOATBEpPXKIeHHE (2 BHUA), CiIy)KeOHas 3alucKa, akT,
CIIpaBKa, CIy>KeOHast TOBEPECHHOCTb ).

—  Kazpoas ciryxk6a (4-5 yen.) ['oToBsT 00pa3ipl JOKYMEHTOB I10 JINYHOMY COCTaBy (TpHU-
Ka3 10 JITYHOMY cocTaBy (3 BUQ), pe3toMe, OObSICHUTEIbHAS 3allMCKa, TUYHAS KapTOvKa paboOTHU-
ka (opma T-2, cnpaBka 0 KOJMYECTBE BAaKAHTHBIX MECT Ha MPEINPUATUU Ha OINpPENEICHHYIO JaTy
(MM crpaBKa O CTaXke COTPYAHHUKA);

— cayxk0a moructuku (4-5 4gen.) I'oToBsaT 00pa3isl HHGOPMAIIMOHHO-CITPABOYHBIX JIOKY-
MEHTOB (ITMCHMO-3aMpoc, MUChMO-TIpeaoxkeHue (odepra), akT MpuemMa-rnepeaadyd MaTepruaibHbIX
IIEHHOCTEH, crpaBka 00 o0beMax mpojax 3a 1 KBaprtai, ciryxeOHast TOBEpEHHOCTb, TPOTOKOJ 3ace-
JIAaHUS CITY>KOBI JIOTUCTHUKH ).

—  KJIMeHTcKas ciyx0a (4-5 gen). ['oToBsT 00pasubl HHGOPMALIMOHHO-CIIPABOYHBIX JIOKY-
MEHTOB (IMMMCHMO —TIPETEH3HsI, HHPOPMAITMOHHOE MHUCHMO, aKT TOJYYCHHS MaTepUaIbHBIX IEHHO-
CTeH, TOIKHOCTHAS MHCTPYKIUS CIEIUANINCTA KIUECHTCKOW CIy»KObl, JOKIAAHAs 3aIUCKa, JIUYHAsS
JIOBEPEHHOCTb ).

O:xupaemble pe3yabTaThbl:

1) 3akperuieHue TEOPETUICCKUX 3HAHUN B 00JIACTH COCTABIICHUS M 00paOOTKH TOKYMEHTOB
yIpaBICHUS;

2) oBnajieHUE HaBBIKAMH PabOTHI C TEXHUUECKUMH CPEICTBAMHU CO3/IaHUS IOKYMEHTOB;

3) oBnajeHHe HaBbIKAMH PAOOTHI B KOMaHAE M YMEHHME OLIGHHWBATh PE3YNbTaThl PabOTHI
KaXJIOTO YYaCTHHUKA TPYTIIIHI.

Copepxanue, CTpyKTypa U ohopMiIeHHE TOKYMEHTOB AOKHO cooTBercTBoBaTh 'OCT P
7.0.97- 2016 «Hamumonanbuelii cranmapt Poccuiickolt @enepanun. CructemMa CTaHIApTOB IO WH-
dopmaruu, GUO6IMOTEYHOMY U M3JaTeNbCKOMY Aeny. OpraHu3alMmoOHHO-pacOpsIAUTENbHAs JOKY-
MeHTaus. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY». Pe3ynbTaThl 1€II0BOM UTPHI MPEICTABUTH B
BUJIC MPE3CHTAIUY.

5.7 TecroBoe 3aganue Nel

Bapmuanr 1

1. lIokyMeHTOM Ha3bIBaeTCs

1) COBOKYITHOCTh CBEJIEHUH O MpenMerax, (hakTax, COOBITUSAX U IMpoleccax HE3aBUCHUMO OT
(bopMBI X TpeACTaBICHUS

2) 3aduKcUpOBaHHAsE HAa MaTepUAIbHOM HOcHUTeNe MHGOpMalus ¢ PeKBU3UTAMHM, TO3BOJIS-
IOLIMMH €€ UICHTU(UINPOBATh

3) nepeveHs (CMHUCOK) KaKUX-TH00 JaHHBIX, PACTIONOKEHHBIX B OMPEIETICHHOM MOPSIKE

4) 3anmuCh YUETHBIX JAHHBIX M0 YCTAHOBJIEHHOU (hopme

2. B KakoM U3 NepeyrCII€HHbIX HOPMATUBHBIX IOKYMEHTOB COJIEPKATCS ONpeAeIeHUs Tep-
MHUHOB «JIOKYMEHT» U «HH(}OpMAaIHs»

1) TOCT P 7.0.8-2013. Hammonaneusiii ctanmapt Poccuiickoit ®enepanuu. «Cucrema
CTaHJApTOB 10 MH(POpPMaLMU, OMOIUOTEUHOMY M M3JaTelNbCKOMY Jeiy. Jlenonpous3BoacTBO U ap-
XUBHOE J1e510. TepMUHBI U ONIpeIeTICHUS.

2) 'OCT P51141-98 «/lenonpon3BoJICTBO U apXUBHOE Ae10. TepMHUHBI U OTIpeIeIeHUs»

3) ®enepanbhblii 3akoH «O0 mHbOpManuu, MHPOPMATH3ALUU MU 3allUTe HHQOPMAIU»
Ne24-®3

4) TOCT P 7.0.97-2016. HammonanpHbi ctanaapT Poccuiickoit deneparuu. «Cuctema
CTaHIApTOB MO HHpoOpMaIMM, OUOIMOTEYHOMY U H3AaTeNbcKoMy aeny. OpraHuzaluoHHO-
pacnopsiauTenbHas ToKyMeHTanus. TpeboBanus K 0hOpMIIEHUIO JOKYMEHTOBY.

3. JlocToBepHOCTH yIpaBleHUYECKOW HH(OpMALIHH:

1) onpezensiercst CTETNEHbIO COOTBETCTBUS €€ COJIepKaHusl 00BEKTUBHOMY COCTOSTHUIO JIET;
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2) xapakTepu3yeT ee 00beM. KOTOPbIH JOKEH ObITh JOCTATOUHBIM JJIs IPUHATHS PELICHUH;

3) ompenenseTcst BpeMEHEM ee nepeaadd 1 00padoTKH;

4) Bce BEpHO

4. JlokyMeHTHpOBaHUE - 3TO MPOLIECC:

1) ABUKEHMsI JOKYMEHTOB B OpraHM3allud ¢ MOMEHTA MX CO3JIaHMs WIM MOJydeHHUs 0 3a-
BEPIICHUS UCTIOJTHEHUS WU OTIPABICHUS;

2) NpUCBOEHUS JOKYMEHTaM MOPSAAKOBBIX HOMEPOB M YCIOBHBIX O003HAYEHUH;

3) 3amMcu y4eTHBIX JaHHBIX O IOKyMEHTE TI0 YCTaHOBJICHHOW (dopme, pukcupyomas (akr
€ro CO37aHus, OTIPABICHUS WIN IOTY4YEHUS;

4) 3anucu nHGOpMALUU Ha PA3JIMYHBIX HOCUTEIISAX 110 YCTAaHOBJICHHBIM IIpaBHIaM

5. llpu xnaccudukanyy TOKyMEHTOB 0 CIOCO0y (UKCANU, KaKUe U3 TIEPEUUCIICHHBIX BU-
JIOB IOKYMEHTOB HE OTHOCATCS K JaHHOU TpyIIe

1) BHyTpEHHUE

2) MUChbMEHHBIE

3) rpaduueckue

4) aKycTHUYECKHE

6. Opranuzanuei paboThI C TOKyMEHTaMU Ha3bIBAETCS

1) obGecnieueHne NBMXKEHUS JOKYMEHTOB, UX XPaHEHUS U UCIIOJIb30BaHUs B TeKyllel padore
OpraHu3aIH

2) npoliecc MPUCBOEHUS TOKYMEHTaM HOPSAKOBBIX HOMEPOB U YCIOBHBIX 0003HAaYEHUH

3) 3ammch YYETHBIX JAaHHBIX O JOKYMEHTE 10 YCTaHOBJIEHHOU ¢opme, pukcupyromas (akrt
€ro CO37aHus, OTIPABJICHUS WIN TOTY4YEHUS

4) 3anuch nH(GOPMAIMY Ha PA3IMYHBIX HOCUTENSNX M0 YCTAaHOBJICHHBIM ITPaBHIIaM

7. OcHOBOM JUIsl HPUHATHS ONTUMAJIBHOTO YIIPABJIEHYECKOT0 peleHus sABisieTcss uHdopMa-
. HazoBuTe, Kakoi M3 MEepeunCIeHHBIX KPUTEPUEB HE SIBIISICTCS 00s3aTENbHBIM I WH(pOpMa-
LIUH, KOTOPYIO MOJIy4aeT yIpaBistomas cucTemMa:

a) MOJHOTA;

0) COITOCTaBUMOCTb;

B) JIOCTOBEPHOCTb;

I') OIIEPAaTUBHOCTh

8. OmHUM W3 HaIPaBIICHUN COBEPIIICHCTBOBAHUS JJOKYMEHTAIIUH SBIISIETCS] CTaHIap T3NS,
KOTOPOH Ha3bIBaeTCs

1) mporecc yCTaHOBJICHUS ¥ TPUMEHEHHSI CTAaHIAPTOB

2) ynopsiioueHHas paboTa Mo ONTUMU3ALUU CTPYKTYpPBI, COEPKaHMs, CTUIIS CO3AaBaEMBbIX
JOKYMEHTOB H CO3/IaHUS Ha ATOH OCHOBE THIIOBBIX BAPHAHTOB UX TEKCTOB

3) COBOKYITHOCTb JIEHCTBHI, 00€CTIEUMBAIOIINX CBOEBPEMEHHOE HCIIOJIHEHNE IOKYMEHTOB

4) pazpaboTka eAuHBIX (HOPM IOKYMEHTOB U MIPaBUJI UX COCTABIEHUS U 0OPMIICHUS

9. K xakoMy mepuojly BpeMEHU OTHOCUTCS YUPEKACHUE KaHLEISPUU U JJOJDKHOCTH CEeKpe-
Taps

1) nepuoy npukasHoro jenonpousBojcTsa (16-178B.)

2) KOJIIEKCKOTO Aenornpon3BoacTa (17-18BB.)

3) MuHHCTEepCcKOro aenonpoussoacTaa (18-198B.)

4) nepuonay cranosnenuss CCCP (1920-1930rr.)

10. OCHOBHBIM JOKYMEHTOM, PEryJUPYIOIIUM OTHOLIEHHUS, BOSHUKAIOLINE NIPU CO3JJaHUU U
UCTIOJIb30BaHUH OPTaHU3aNUIMHU HH()OPMAITMOHHBIX TEXHOJIOTHH, SBIISETCS

1) I'paxxnanckuii kogexc PO

2) N'ocynapcTBeHHast cucTeMa T0KYMEHTAIlHOHHOTO 00ecTieueH s YIpaBIeHUs

3) TOCT P 7.0.97-2016. HaumonaneHblii crannapt Poccuiickoit ®@enepanuu. «Cucrema
CTaHJApTOB MO WHpOpMaNUK, OUOIMOTEUHOMY W M3JIATEIbCKOMYy jeny. OpraHu3anuoHHO-
pacriopsauTenabHas JOKyMeHTalus. TpedoBaHus K 0(OPMIIEHUIO TOKYMEHTOBY.

4) ®enepanbHblil 3akoH «O0 uMHpoOpmanuu, MHPOPMATH3ALUU M 3alUTE HHPOPMAII)
Ne24-03
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11. Obmee opraHU3aMOHHO-METOIMYECKOE PYKOBOJICTBO MTOCTAHOBKOM JIEIOMPON3BOICTBA
B P® ocymecTBisoT

1) denepanbHBIC TOCYIAPCTBEHHBIE APXUBBHI

2) ®enepanbHOE apXUBHOE areHTCTBO PO

3) [IpaBurenscTBO PD

4) Bcepoccuiickuil HayqHO-UCCIIEI0BATEIbCKUIM HHCTUTYT JOKYMEHTOBEACHUS U apXUBHOIO
zena

12. biankoM MpeAnpusTHS SBISIETCA

1) ntuct Gymaru ¢ 3apaHee BOCIPOM3BEIEHHBIMU PEKBU3UTAMH 00 OpraHu3aluu

2) ounmanbHbli JOKYMEHT, OTHPABICHHBIA APYTrUM OpraHU3alusiIM

3) MoJens TOCTPOCHHS JOKYMEHTa, yCTaHaBIMBatoNas (popMaTsl, pa3Mepsl IOJIEH U ero oc-
HOBHBIE PEKBU3HUTHI

4) 5)KypHaJ, COCTAaBIICHHBIN TI0 OINPENeICHHON opMe U COACpKAIIUN CBEICHUS O JTOKYMEH-
Tax U Olepauusax ¢ HUMU

13. Ykaxure, Kakue 13 Ha3BaHHBIX PEKBU3UTOB HE YKa3bIBAETCs Ha OJaHKE MUChMa

1) sMGema opraHu3aIuu

2) HauMEHOBaHME BUJIA IOKYMEHTA

3) cipaBOYHbIE JaHHbIE 00 OpraHU3aLUU

4) nata ¥ perucTpalvoOHHbIH HOMEP

14. TIpu yriioBoM LIEHTPOBAHHOM PAaCIOJIOKEHUN PEKBU3UTOB

1) Bce cTpoku O1aHKa HAUMHAKOTCA OT FPAHULIBI JIEBOTO I0JIs, IIPaBbIi Kpail HE BbIPABHHUBA-
ercst

2) Bce PEKBU3UTHI PACIIOJIaratoTCsl Ha JIEBOM I10JI€ JIOKYMEHTAa M BbIPAaBHHUBAIOTCSI OTHOCH-
TEJIbHO CEPEIUHBI JIUCTA JOKYMEHTA;

3) PEeKBU3UTHI pacloJiaratoTcs 0 BCEH LIUPUHE JINCTA C PABHBIM yJAJI€HUEM KaxJ10H CTpo-
KM OT JIEBOT'O U IIPaBOTO IOJI;

4) peKBU3UTHI pacIioyiaratoTcsl Ha CBOOOJHOM BEPXHEM I10JI€ JIMCTa

15. HanmeHoBanue ¢unana, NpeJcTaBUTENIbCTBA WM CTPYKTYPHOTO MOJIpa3/ieieHus opra-
HU3ALMU YKa3bIBalOT B TOM CJIy4ae, €CJIM OHO SIBJISETCS

1) oTpaBuTeneM 10KyMeHTa

2) moJstydaTtesneMm JOKyMEHTa

3) HCTIOJIHUTENEM JOKYMEHTa

4) aBTOpOM JTIOKyMEHTa

16. PexBusutr HanMmeHnoBaHue BHJIa TOKYMEHTA MUILETCS 3arjIaBHBIMU OyKBaMH U MPOCTaB-
JseTcst

1) Ha Bcex JOKyMeHTax

2) Ha IpUKa3axX U PacTopsKEHUAX

3) Ha BceX JOKYMEHTaX, KpoMe IMHCceM

4) TOJIbKO Ha OPTaHU3ALMOHHO-PACTIOPSANTEIbHBIX IOKYMEHTAX

17. Kakue 3 NpuBEAECHHBIX JOKYMEHTOB HE MOJJIEKAT YTBEPKICHUIO

1) pacriopsikeHus: pyKOBOAUTENS NPEANIPUATUS

2) aKThl IPOBEPOK U PEBU3MI

3) moyIoKeHNe O CTPYKTYPHOM TOPA3ACIICHUN

4) oT4eTHl O KOMaHAUPOBKAX COTPYTHUKOB

18. PEKBU3HUT «pe30JIIOLKSI» PACIIOIaraeTcs

1) Ha mocneHeM JTUCTE JOKYMEHTA MO/ PEKBU3UTOM «aJpecar

2) Ha TIEpPBOM JIMCTE JIOKYMEHTA HaJl PEKBU3UTOM «aJipecary

3) Ha mocJeIHeM JICTE IOKYMEHTA M0l PEKBU3UTOM «HAMMEHOBAHUE BU/IA JIOKYMEHTa

4) Ha IEpBOM JIMCTE JOKYMEHTA M0/ PEKBU3UTOM «aJpecar»

19. Ilpu u3noxxeHnu UQPPOBOI MM CIOBECHOM MHPOpMaLuK 00 0HOM 00bEKTe, KOTOPBIH
XapaKTepU3yeTcs Mo pAay MPU3HAKOB, TEKCT TOKYMEHTa O(OPMIISIIOT B BUIE

1) cBsI3HOTO TEKCTA

2) aHKETHI
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3) TabGnuIBI

4) koMOuHaI¥H 3TUX (HOPM.

20. PexBusut «PeructpanmOHHbIA HOMEP JOKYMEHTAa MPOCTABIISIETCS:

1) Huxe pexBu3uTa «Jlara JOKyMeHTa;

2) BblllIe peKBU3HTA «/laTa HOKyMeHTa»;

3) Ha OIHOM YPOBHE C PEKBU3UTOM «/laTta JoKymMeHTaY;

4) nuxe pexkBu3uTa «TeKCT TOKyMEHTa»

Bapuanm 2

1. B xkakoM U3 mepeynciIieHHbIX HOPMATHUBHBIX IOKYMEHTOB COZEpKaTCs ONpeleleHHs Tep-
MHUHOB «JIOKYMEHT» U «MH(pOpMAIUs»

1) TOCT P 7.0.8-2013. Hamwmonaneubiii ctanmapt Poccuiickoit ®enepanuu. «Cucrema
CTaHAapTOB MO HMH(OpMaLUU, OMOTUOTEYHOMY M U3JATENIbCKOMY JAeny. [lenonpousBoacTBo u ap-
XUBHOE J1€510. TepMUHBI U OIIPENETICHUS.

2) TOCT P51141-98 «/lenmonpon3BOACTBO U apXUBHOE J1€710. TEPMHUHBI U OIIPEACICHUS

3) ®enepanbubii 3ak0H «OO0 umHOpManMK, MHPOPMATHU3AUK U 3aIIUTe WHPOPMALIUN
Ne24-®3

4) TOCT P 7.0.97-2016. HamumonanbHsiii ctanaapt Poccuiickoit ®enepanuu. «Cucrema
CTaHAapToB Mo uHbopManuu, OUOIMOTEUHOMY U U3JATENbCKOMYy jeny. OpraHu3zaluoHHO-
pacnopsauTenbHas JoKyMeHTauus. TpeOoBaHU K 0POPMIIEHUIO TOKYMEHTOB.

2. [onHoTa ynpaBneH4eckoi nHGOpMaLuu

1) onpenensercst CTENEHbIO COOTBETCTBUS €€ COJIepKaHusl O0BEKTUBHOMY COCTOSIHUIO JIEJT

2) xapakTepu3yercs ee 00beMOM, KOTOPBIN TOJKEH OBITh JOCTATOYHBIM JUIS MPUHATHS pe-
HIEHU

3) ompexenseTcs BpeMEHEM ee mepeadn u o0padboTKu

4) xapakTepu3yeTcsi BO3MOKHOCTBIO COIOCTABIATh CBEJECHUS, OTHOCSILUECS K Pa3InYHbIM
BPEMEHHBIM UHTEpBajIaM

3. HazoBute, Kakue U3 HUXKE MEPEUUCICHHBIX JOKYMEHTOB OTHOCATCS K MH(OPMALIMOHHO-
CIIPaBOYHBIM JIOKYMEHTaM

1) nmpuxa3zbl

2) TOMKHOCTHBIE MHCTPYKLIUU

3) MPOTOKOJIBI

4) aKThI

4. K akyCcTHYeCKUM JIOKYMEHTaM OTHOCSTCS:

1) ueprexu;

2) rpadukuy;

3) cxemsl;

4) cTeHOTpaMMBbI

5. BHentHuM Ha3bIBaeTCs OQUIHMAIBHBIN TOKYMEHT

1) He BBIXOJIAIININ 32 MPEENIbl TOATOTOBUBIIEH €r0 OpraHu3aIuu

2) MOJIy4EHHBIH OT IPYTUX OpraHU3aIMil UITU BBIIIECTOSAIINX OPTraHOB

3) co3maHHbIN JIMIIOM BHE C(PEephI €r0 CITY)KEOHOU 1eITeTbHOCTH

4) MpOeKT JOKYMEHTA, HE MOANUCAHHBIM PYKOBOAUTENEM MPEANPUITHS

6. Llenpro knaccuduKay 10KyMEHTOB SIBJISIETCS:

1) OBICTPBIIT MX TIOUCK;

2) NOBBILLIEHUE ONEPATUBHOCTH 00PaOOTKHU TOKYMEHTOB;

3) yao6cTBO apXMBHOTO XpaHEHMS;

4) nmpunaHve JOKyMEHTaM IOpUIUYECKON CHIIbI

7. Ilo mpoucxoXkaeHue TOKYMEHThI KJIaCCU(PUIIUPYIOTCS Ha:

1) cnyxeOHble U OpUIHATIEHO-TNYHbIE;

2) BHyTpEHHUE U BHEIIIHUE;

3) IpoCTBhIE U CIIOKHBIE,

4) MOATUHHUKY (OPUTHHANBI) U KOMTUU

8. [Nox yaudummpoBaHHON CUCTEMOM TOKYMEHTAIIMH ITOHUMAETCS
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1) opraHu3aMOHHO YHMOPSAJOYEHHAs CUCTEMa JOKYMEHTOB M MH()OPMAIIMOHHBIX TEXHOJIO-
TUl

2) nndopmalMoHHas cUCTEeMa, peanu3yemMas ¢ UCHOJIb30BaHUEM CPEJCTB BBIYUCIUTEIHHON
TEXHUKU U CBS3H

3) cucrema, co3laHHas MO €AMHBIM MpaBWIaM U TPeOOBAHUAM U cojepxaiias uHbopMa-
110, HEOOXOAUMYIO JUIs YIIPABJICHUS B ONPEACTICHHON chepe AesTenbHOCTH

4) makeT JOKYMEHTOB, COJIepPKAIUX YHU(PUIIUPOBAHHBIE TEKCTHI

9. Ilepeiii 'OCT Ha opraHU3allMOHHO-PACTIOPSAUTEIBHBIC TOKYMEHTHI ObLIT BBE/ICH B

1) 1840r.

2) 1922r.

3) 1972r.

4) 1983r.

10. B HacTosiee BpeMsl perjlaMeHTalusl JTOKYMEHTUPOBAaHHUS U OpraHU3allly JOKyMEHTa-
[IMOHHOTO 00ECIIeUeHHs YIIPaBICHUS BEJIETCS B CJIEAYIONIUX HAMPABICHUSIX

1) 3akoHO/AATENbHOE PETYIUPOBAHUE

2) cranaapTu3anus U yHU(UKaus JOKYMEHTOB

3) pa3paboTka HOPMATUBHO-METOJUYECKHUX JOKYMEHTOB OOIIEroCy1apcTBEHHOTO NEHCTBUS

4) Bce BEPHO

11. T'ocynapcTBeHHas cucTeMa JOKyMEeHTalMoHHOTro obecnieuenus ynpasienus (['CAOY) -
3TO

1) opranu3anoHHO YHOPSAOYEHHAs! COBOKYIHOCTh JIOKYMEHTOB M MH(OPMAIIMOHHBIX TEX-
HOJIOT Ui

2) uHpOpPMALIMOHHAS CHCTEMA, PeaTn3yeMasi C UCTIOIb30BAHNEM TEXHUYECKHUX CPEICTB

3) cuctema MoJIOKeHUM, cofieprKaIiasi CBeIeHUs O TOKYMEHTaxX U ONepalusix ¢ HUMU

4) COBOKYMHOCTb MPUHIMIIOB U IMPaBWJl, YCTaHABIMBAIOIIUX €JUHbIE TPEOOBaHUS K JTOKY-
MEHTHPOBAHUIO U OpPTaHU3alUU PaboThl C TOKYMEHTaMU

12. biankoM MpeanpusiTUs SBISIETCA

1) nuct 6Gymaru ¢ 3apaHee BOCIIPOU3BEACHHBIMHI PEKBU3UTAMH 00 OpraHu3aluu

2) opunmanbHbIA JOKYMEHT, OTHPABICHHBINA APYTHM OPraHU3aLUsIM

3) Mozenb OCTPOCHHUS JOKYMEHTA, yCTaHaBIMBaomas (opMaThl, pa3Mepbl IOJIeH U ero oc-
HOBHBIE PEKBU3UTHI

4) >)xypHaJl, COCTaBJIEHHBIN 110 ONpENENeHHON popMe U COAEp KAl CBEIEHHS O TOKyMEH-
Tax U omepanusx ¢ HUMU

13. TIpu yrioBom (haroBoM pacroiaokKeHU! PeKBU3UTOB

1) Bce cTpoku OG1aHKa HAUMHAIOTCA OT FPAHULIBI JIEBOTO I0JISL, MPaBbIil Kpail He BbIpaBHUBA-
ercst

2) Bce PEKBU3HUTHI BBIPAaBHUBAIOTCS OTHOCUTENIBHO CEPEIUHBI JINCTA IOKYMEHTA;

3) peKBU3UTHI pacroyiaraloTcs 1Mo Bcel HIMPUHE JIMCTAa C PAaBHBIM yAaJeHHUEM KaKJOU CTpo-
KM OT JIEBOT'O U MTPaBOTO IMOJIS;

4) peKBU3UTHI pacroyararoTcs Ha CBOOOTHOM BEPXHEM I0JI€ JIUCTa

14. Vxaxute, kakoi u3 pekBuszntos, corimacHo ['OCT P 7.0.97-2016, umeetr mopsIKOBBIA
Homep 01

1) uzobpaxenue ["'ocynapctsennoro repba PO

2) nzo0pakeHre HMOIEMbI TPEeIPUATUSL

3) uzobpaxenue repda cyorexra PO

4) HaMEHOBaHUE MPEANIPUATHUS

15. JInst 60IBITMHCTBA TOKYMEHTOB PEKBU3UT "PeructpaninoHHbIii HOMEP JOKyMeHTa" TIpo-
CTaBJISIETCA B 3ar0JIOBOYHOM YacTH

1) Huxe pexBu3uTa «JlaTa JOKyMEHTa» OT IpaHULIbI JIEBOTO MO

2) BbIlIE peKBU3NTA «JlaTa TOKYMEHTa» OT rPaHUIIbI JIEBOTO MOJIS

3) HIKe peKBU3HTA «/laTa TOKyMEeHTa» OT TpaHUIIbI TPABOTO MOJIS

4) Ha OTHOM YPOBHE C PEKBU3UTOM «JlaTa TOKyMeHTa»

16. PEekBU3HUT «pe30JIIOLUSI» PACIIOIaraeTcs
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1) Ha mocneHeM JIUCTe JOKYMEHTA MO0/ PEKBU3UTOM «aapecar»

2) Ha IEPBOM JIMCTE JOKYMEHTA HaJl PEKBU3UTOM «ajpecary

3) Ha nocyeIHEeM JIMCTEe JOKYMEHTA 110/l PEKBU3UTOM «HAaMMEHOBAHUE BU/1A JOKYMEHTa»

4) Ha IEpBOM JIMCTE JOKYMEHTA 1101 PEKBU3UTOM «aJpecar»

17. B pacriopsAuTeabHbIX JOKYMEHTaX, a TAKKe JOKYMEHTaX, aJjpeCOBAHHBIX PYKOBOJCTBY,
U3JI0’)KEHUE TEKCTA JOJIKHO UATH OT

1) nepBoro jMua €AMHCTBEHHOTO JHLA

2) TpeTbEero Jula €AMHCTBEHHOTO YUCIIa

3) nepBoro ML MHOKECTBEHHOI'O UUCIia

4) TpeTbero JMila MHOKECTBEHHOI'O YHCIIa

18. TexkcToM ynpaBlIEHYECKOrO IOKYMEHTA SIBJISIECTCS

1) nepedeHs (CHUCOK) KaKUX-TH0O0 JaHHBIX, PACIIOJIIOKEHHBIX B ONPE/IEICHHOM MOPSAKE

2) 3adukcupoBaHHAs HA MaTEPUATBHOM HOCUTENE HH(OPMAIU IO YCTAaHOBIEHHBIM MTPABH-

JJaM

3) BBIpayKEHHOE CPEICTBAMH JIEJIOBOTO SI3bIKa COJIEPIKAHKE YIIPABICHYECKUX JICHCTBUIA

4) npou3BOJCTBEHHAs, yIIpaBJIeHUYECKas WM MHAs MHPOpPMaLUs, UCIOb3yeMast AJIsl JOCTH-
JKEHUsI KOMMEPUYECKUX LieIen

19. PekBU3HT «3aroj0BOK K TEKCTY» JOJKEH COTJIacOBBIBATHCS

1) c HauMeHOBaHUEM BUJA TOKYMEHTa

2) c TEKCTOM JOKyMEHTa

3) ¢ pyKOBOUTENEM TIPEATPUSITHS

4) c conepkaHUEeM MPUIIOKEHUN

20. Kakue 13 yka3zaHHBIX JOKYMEHTOB ITOJJIEKAT YTBEPIKIACHHIO

1) pacniopsbkeHus

2) 3agaHus

3) aKkTBI peBU3HI

4) cupaBku

Bpewms BeimonHenust — 25 MUHYT

le/lMepr OLCHOYHBIX CPEACTB JISI IPOBCACHUA l'lpOMe)KyTO‘{HOﬁ arTrecranuu

5.8 KonTposabHas padora Nel

1.

[TpoBenuTe KiIacCUPUKAIUIO MPENJIOKEHHOTO MPEnoiaBaTeeM IaKeTa JIOKYMEHTOB,

OIMMIIUTE HMX OCHOBHBIC KJ'IaCCI/I(I)I/IKaHI/IOHHBIe IIPU3HAKHU.

2.

CocraBbTe GopMymsip-oOpaszell peKBU3UTOB 3aroJIOBOYHON YacTH JIOKYMEHTa COTJIACHO

I'OCT P 7.0.97-2016

3.

CocraBbTe hopmyssip-oOpazel] peKBU3UTOB O(POPMIISIONIEH YacTH JOKyMEHTa COTJIacHO

I'OCT P 7.0.97-2016

4.

Odopmute obpazer] mprkaza pyKOBOIUTENSI OpraHU3AlMK 10 BOIIPOCAM U3MEHEHUS pe-

KHUMa pabOTHI

5.

© N

Odopmute oOpaszerr nprkaza Mo OCHOBHOU JESTEILHOCTH OPTaHU3AIlUN

Odopmure oOpaser pacHopsHKEHUS 3aMECTUTENS PyKOBOAUTEINS OpraHnu3aluu
Odopmure oOpaser] perieHns KOJUIETHAIBHOTO OpraHa yIpaBiIeHHsl OpraHUu3aluu
Odopmure oOpaser cipaBKu 0 pocTe 00BEMOB IPOIaXk KOMIAHUU 33 MecsLl/KBapTall
. Odopmure obpazer] CipaBKu O CTake padOTHI COTPYIHUKA KOMITAHUA

10 Odopmure obpaser cipaBku 00 00beMe TOKyMEHTO000pOTa OpraHU3aIMH 32 MECSIII

11. Odopmure obOpaser JOKIAAHON 3aMUCKH 00 YBEIMUYEHUN YUCIEHHOCTH OT/elNa MpOoaaxK
KOMITAaHHH B CBSI3U C POCTOM YHCJIa KIIMEHTOB

12. Odopmure oOpazer TOKIATHON 3aMCKH O BBITOJTHEHUH OTIEIIOM KOMIAHHH TTPOMEKY-
TOYHOTO 3Taria MPOeKTa

13. Odopmure obOpaser JOKIATHOW 3aMMUCKA O HAPYIMICHUU COTPYTHUKOM TPYIOBOW JIHC-

OUITJIMHBI
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CpOK

14. Odopmute oOpazer; OOBSICHUTEIHHOM 3alMUCKU O MPUYWHAX HEBBITTOJHEHHUS paOOTHI B

15. OdopmuTte oOpaser mucbMa-3anpoca KOMITAHHHT

16. Odopmure obpazer rapaHTHIHOTO TUChMa KOMITAHUN

17. Odopmute ob6paszen HHGOPMAITMOHHOTO MHUChMa KOMITAHUH
18. Odopmure obpazel mucrMa-HAMOMUHAHKS KOMITAHUN

19. OdopmuTte oOpa3zel MUCbMa-MPUTITANICHUS] KOMIIAHUN

20. OdopmuTte 0Opaser nuckMa-peKiaMalii KOMIaHUH
Bpewms Boinmosnenust — 30 MUHYT

5.9 Tecmoegoe 3a0anue Ne2
Bapuanm 1.
1. B mpouiecce opraHu3allnOHHON JEATEIBHOCTH MPEANPHUITHS (POPMUPYETCST KOMILIIEKC Op-

TaHHU3allMOHHO-IIPABOBEIX JOKYMECHTOB, K KOTOPBIM OTHOCATCA

1)10KHOCTHBIE HHCTPYKLUHU COTPYTHUKOB MPEIIPUSTHS

2)aKThl pEBU3UI U TTPOBEPOK

3)mporoxouibl 3acenanuii CoBeTa TMPEKTOPOB

4)pacnopsiKeHHs TUPEKTOpa MPEANPUITUS

2. OCHOBHBIM Ha3HAUYEHHEM PACHOPSAUTEIBHBIX JOKYMEHTOB SIBIISICTCS

1 )onpenenenue craryca OpraHu3allid, €€ CTPYKTYpbI, MpaB U OOS3aHHOCTEH pabOTHUKOB

HPEANPUITHS

HICHUA

2)COO6H_I€HI/IG CBGI[CHI/II‘/‘I, no6y>1<zla}0mnx NPpUHHUMATL ONPCACIICHHBIC YIIPABJICHYCCKUC DC-

3)peryJ1Hp0BaHHe " KOOpAuHaIUsA ACATCIbHOCTH, MMO3BOJIAONIIAsl Oprany YIIpaBJICHHUA obec-

MEYNBATh pCAIM3alUIO ITIOCTABJICHHBIX IICPCa HUM 3aaa4

4)peanuzanust UHOOPMALIMOHHBIX CBSI3eH MEX]y OpraHU3alUusIMU
3. PykoBoauTeNy NPEANPUSATANA U OpraHU3alUNd U3AI0T CJICIYIONINE BUIBI PACTIOPSIATEIb-

HBIX TOKYMCHTOB

1)ripukasbl, pacopsiKEHHsI, IPOTOKOJIbI

2)npuKassbl, paCOpsDKEHMs, yKa3aHHs

3)mpuKasbl, MPOTOKOJIbI, HHCTPYKLIUN

4)pacriopsiKeHuUs1, peIIeHUs], OT3bIBbI

4. TIpuka3zoM Ha3bIBAETCA

1)I0KyMEHT, COCTaBIJIIEMbI HECKOJbKUMH JIMIIAMU U MOJATBEPKIAIOIIMNA yCTaHOBJICHHbIE

MU (aKThl WU COOBITUS

3a1ad4;

2) npaBOBOM aKT, M3/IaBa€MbIii [l pa3pelieHus] OnepaTUBHBIX BOIPOCOB
3) mpaBOBOIl aKT, U3/IaBa€Mblii PYKOBOJMUTEIEM B LIEISX Pa3pelIeHUs] MPOU3BOJICTBEHHBIX

4)IOKyMEHT, aIpeCOBAHHBIN PYKOBOJIUTEINIO MPEANPUATHUS, COAECPKAILUN U3TI0KEHNE KaKO-

ro-oo BOIIPpOCa € BbIBOAAMHU U MTPCAJIOKCHUAMN COCTABUTCIIA

5. O06s13aTeNnbHBIMU PEKBU3UTAMU MPUKA3a 10 OCHOBHOW JESTENILHOCTH SABIISIOTCA
1)HanMeHOBaHME BUa JOKYMEHTA, HOMEp, JaTa, MOAINUCH, 1e4aTh

2)HOMEp, JaTa, 3ar0JI0BOK K TEKCTY, TEKCT, IOAIMHKCH, ITeYaTh

3)HanMeHOBaHKE BU/Ia JOKYMEHTA, JjaTa, MOANUCH, 1eYaTh, BU3a
4)HavMeHOBaHME BHIa JOKYMEHTA, JaTa, HOMEp, 3ar0JI0OBOK K TEKCTY, MOAMKCH. BU3a
6. B pacniopsiantenbHON 4acTh TEKCTA MPUKa3a COAEPKUTCS

1)ccplika Ha HOpMATUBHBINA TPABOBOM aKT BBIILIECTOAIIETO OpraHa
2)opMynupoBKa 1eIei U 3a7a4, CTOAIINX Iepel OpraHn3anueit

3)nopydeHre pyKOBOJUTENSI U CPOK €TO BHITIOJTHEHUS

4)onncanue HpakToB MM COOBITUM, MOCTYKUBIINX IPUYUHON M3/1aHUS IPUKa3a
7.1locneqHuil MyHKT pacropsiITENbHON YacTH MpHKa3a BKIOYAeT
1)HaMeHOBaHME TOJKHOCTH, (PaMHUIIUU UCTIOTHUTEIIS

2)coep:KkaHNe MOPYUEHUsI PYKOBOAUTENS
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3)CpOK BBINIOJHEHUSI TOPYUEHHUS
4)HaMEHOBaHME JIOJDKHOCTH JIMLA, OTBETCTBEHHOTO 3a MCIOJMHEHHUE JOKYMEHTA, €r0 MHHU-
Majbel ¥ (pamMumio
8. [IpoTokoJiOM 3aceaHusl Ha3bIBACTCs
1)npenBapuTeNbHBIA BapUaHT JOKYMEHTA, PEAHAa3HaYeHHbIN U1 PaCCMOTPEHUS
2)I0KyMeHT, (PUKCUPYIOIIUK X014 00CY>KACHUSI BOIPOCOB M MPHUHATHS PELICHUH Ha coOpa-
HUSIX, 3aCEIaHMIX KOJUIErHAJIbHBIX OPIaHOB
3)10KYMEHT, IPUHUMAEMbII KOJUIETHAJIbHBIM OPraHOM B LIEJIIX PEIICHUs POU3BOICTBEH-
HBIX BOIIPOCOB, 3a/1a4
4)10KyMEeHT, coaeprkaluii 0000IIeHHbIE CBEIEHUS 110 OAHOMY BOIIPOCY
9. Ykaxwure, Kak OyleT yKa3bIBaThCS JaTa B MPOTOKOJIC 3aCEAaHUsl, €CIIM OHO MPOIOJIKa-
JIOCh HECKOJIBKO JHEH
1)yka3pIBaeTcCs AaTa Havaja 3aceJaHus
2)yKa3bIBaeTCs JlaTa OKOHYaHMs 3aCeAaHUs
3)naToit mpoToKkoia OyAeT SABJISATHCS AaTa €ro MOMKUCaHUs peaceaaTesieM
4)yka3bIBalOTCs 1aThl Hauala ¥ OKOHYAHUs 3aceqaHus
10. O6s3aTeIbHBIMU PEKBU3UTAMH AKTA SBISIFOTCS
1)Ha3BaHMe BUa JOKYMEHTA, JlaTa, 3aroJ0BOK K TEKCTY, OJIUCh, IeUaTh
2)Ha3BaHME OpraHM3allu{, Ha3BaHME BHJA JIOKYMEHTa, JaTa M PErUCTPAllMOHHBIN HOMEp,
HOJIHCH
3)Ha3BaHME OpraHU3alMy, Ha3BaHUE BUJIa JOKYMEHTA, PErUCTPALlMOHHBIA HOMEp, ajipecar
4)na3zBaHue BUJA IOKYMEHTA, 3ar0JIOBOK K TEKCTY, PE30JIIOLHUS, TPU(] YTBEPKIACHUS
11. AKT cunTaeTcs NpUHATHIM U BCTYIIAET B JICHCTBUE
1)nocne ero noanucaHus BCEMH WieHaMH KOMUCCUU
2)c MOMEHTa Hayajia COOBITHS, OIUCHIBAEMOIO B aKTe
3)c MOMeHTa MOMNKMCAaHUs AKTa PYKOBOJUTEIEM
4)c MOMEHTa O3HAKOMJICHHS C COJEPYKAHUEM aKTa BCEX 3aMHTEPECOBAHHBIX JIOJKHOCTHBIX
JM1LL
12. CnpaBku, OTpa)KarolMe OCHOBHYIO (IPOM3BOJCTBEHHYIO) NEATEIBHOCTh MPENNPUITHS,
MOTYT OBITh
1)BXOISAIUME U UCXOISAIIIMHA
2)IIPOCTBIMH U CIIOKHBIMU
3)BHYTpPEHHUMU U BHEIIHUMU
4)rpacdhapeTHBIMU ¥ UHJUBHTyaIbHBIMU
13. 3akitoueHue KOMMEPYECKOT0 KOHTpaKTa OOBIYHO HaYMHAETCs C HampaBleHUs O(epThl,
KOTOpask MPeJCTaBIseT COOOM:
1)10KyMEeHT, (PUKCUPYIOIIMIA COIJIallleHHe CTOPOH 00 YCTAHOBJIEHMU KaKUX-JIMOO OTHOIIE-
HUH 1 UX PEeryIupoBaHUU
2)I0KYMEHT, COJIep KAl OMMCAHUE WY TTOATBEPKICHUE KaKUX-IIMOO COOBITHI
3)A0KYMEHT O HapyLIEHUSX, TOMYIIEHHBIX IPU TPAaHCIIOPTUPOBKE Tpy3a
4) muCcbMEHHOE MPENIOKEHUE O 3aKJIFOUEHUN KOHTPAKTa Ha ONPEEIICHHBIX YCIOBUIX
14. Cny>xeOHas epenucka OpraHu3aluy ooecreyrnBaeT
1)cooOiieHne cBeEeHUM, MOOYXKIAIONUX MPUHUMATh OIPEICIICHHBIC YIPABICHUYECKHE pe-
HICHUs
2)ompesieNieHne CcTaTyca OpraHU3aIlMH, €€ CTPYKTYPHI, MPaB U 00sS3aHHOCTEH PaOOTHUKOB
pEANpUSTHS
3)onepaTuBHBIN HHGOPMAIIMOHHBIH 0OMEH MEXTy OPTaHU3aUSIMHI
4)10KyMEHTHPOBAaHUE U OPTaHU3AIMIO pabOTHI C OPHUIMATBHBIMH JJOKYMEHTaMHU
15. PexBU3UT «AzpecaT» MpH yriIOBOM PACIIONOKEHUH PEKBU3UTOB OJIaHKa pacrojaraercs
1) B mpaBOM BEpXHEM yTIIy
2)B JIEBOM BEpXHEM YTy
3)Ha cBOOOIHOM MECTE B 3ar0JIOBOYHON YaCTH JOKYMEHTa
4)B HUYKHEM JIEBOM YTITY
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16.YkaxuTte, Kakol BUJ MUChMa OyJIET COCTABJISATH MPEANPHUATHE C TEIbIO MOJyYeHUs Ka-

KHUX-JIN0O0 OUITMAILHBIX CBEACHHUN UITH IOKYMEHTOB

HUA

1)muchrMO-ipoCcKOy

2)nucbMo-TpedoBaHNE

3)nucbMO-TIpeI0KEeHN e

4)n1cprMO-3aIpoc

17. Pexmamariueit Ha3pIBaeTCs Cy>KeOHOE TUCHMO

1)KOTOpBIM aBTOp MHPOPMHUPYET aFpecara 0 KaKUX-JIN00 COOBITHIX MU (paKTax
2)conepxariee 0043aTeabCTBO WU NTOATBEPKACHUE

3)no noBoay 0OHapYKEHHBIX 1€()EKTOB B MTOJYYECHHOH MPOSYKLIUU
4)HaripaBiisieMO€ OTEHLMATbHOM

18. IIpenBapuTenbHOE pacCMOTPEHHUE BXOASIIUX JOKYMEHTOB ITPOBOAUTCS C LEIIBIO
l)perucrpanuy BXOAAIIETO JOKYMEHTA

2)IIpOBEPKH KOJIMYECTBA JIUCTOB MOCTYNUBLIETO JOKYMEHTA

3)IOAIIMBKY JOKYMEHTA B 1EJI0

4)pacripesiesieHu JOKYMEHTOB Ha PETUCTPUPYEMbIE U HEPETUCTPUPYEMbIE

19. Perucrpanuust 1TOKyMEHTOB

l)npocraBieHne HEOOXOIUMBIX PEKBU3UTOB, YCTAaHOBJICHHBIX MPAaBUIAMU JOKYMEHTHUpPOBA-

2)3anKch YYETHBIX JAaHHBIX O JOKYMEHTE MO YCTaHOBJIEHHOW (opme, puxcupyromas ¢axt

€T0 CO3aaHu UIJIN ITOJTYUCHUA

3)ykazaHue moiy4yaTelis JOKyMEHTa IyTeM POCTaBICHUs PEKBU3UTA «Aipecary
4)paccMOTpEeHHUE TIOCTYUBIINUX JOKYMEHTOB PYKOBOJAUTEIIEM
20. YkaxuTte, Kakyto (hopMy perucTpaluu JOKYMEHTOB yJ00HEee MPUMEHATh Ha HEOOBIINX

IPEANPUATHIX

1 )ueHTpaIn30BaHHYIO
2)Ie1IeHTPATTU30BAHHYIO
3)cMenIaHHyIo
4)UHIUBUYaTbHYIO

Bpewms Boinonnenus -30 MuH

Bapuanr 2.

1. Kakue u3 nepedyncieHHbIX JOKYMEHTOB HE TMOJUIeKaT perucTpaun

1)mpaiic-mucTbl

2)KOMMEpUYECKHE KOHTPAKTHI

3)¢duHaHCOBast OTYETHOCTH OT/IEJNEHUI U (HUIINAIOB MPEANIPHUATHS

4)3ampoChl BBIMIECTOSAIINX OpraHU3aIuMi

2. J1ng vucnoTHeHUs IEPUOINYECKH CO3/JaBaeMbIX JIOKYMEHTOB (HalpuMep, CTaTUCTUYECKON

1 (MHAHCOBOM OTYETHOCTH) YCTaHABIUBAIOTCS

HEM

1)uHAMBUyaIbHBIE CPOKU

2)yCIIOBHBIE CPOKH

3)TUIIOBBIE CPOKHU

4)puKcupoBaHHBIE CPOKH

3. Homenknarypa fen npezcraBisieT coooi

1)COBOKYIHOCTH IOKYMEHTOB, COPMUPOBAHHBIX M0 KAKOMY-JINOO MPU3HAKY
2)cucTeMaTH3UPOBAHHBIN MEPeYeHb 3ar0J0BKOB JIeN ¢ YKa3aHUEM CPOKOB UX XpaHEHHUs
3)COBOKYITHOCTh ACHCTBUM, 00€CIIEUNBAIOIINX CBOEBPEMEHHOE UCITOJTHCHHUE IOKYMEHTA

4) COBOKYITHOCTb JIaHHBIX, 3aIIMCAHHBIX HA MAIIIMHHOM HOCHUTEJIE MO/ ONpee/IEHHBIM UMe-

4. IoKyMeHTBI BHYTPH J€J1a MOTYT pacrojiaraTbcs
1)B XpOHOJIOTHUECKOMN MOCJIETIOBATETLHOCTH

2)B an(haBUTHON MOCIETOBATEIBHOCTH

3)1o nopsiAKOBBIM HOMEpPam
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4)Bce BEpHO

5. YTBepKIAeHHAs HOMEHKIIATypa el OPraHUu3aluy JeHCTBYET

1)omun Tox

2)Tpu rosa

3)nsath er

4)necartpb neT

6. Hnexc nena npocTaBisieTcs B COOTBETCTBUU

1)c HOMeHKIIaTypoil 1en

2)c UHJIEKCOM IIEPBOTO JOKYMEHTA B JIEJIe

3)c MHIEKCOM MOCIEIHEr0 JOKYMEHTA, IOMELaeMOro B Jiese

4)co criennaabHbIM PACcIIOPSHKEHUEM PYKOBOAUTENS MOAPA3AEICHUS

7. Ha3oBuTe, Kakue UX NEPEYUCICHHBIX JOKYMEHTOB MOTYT ObITh ITOALIMTHI B OTHO JEJI0

1)10KyMEHTBI, TOAJIEKALUE BO3BPATY

2)4epHOBUKH JJOKYMEHTOB

3)I0KyMEeHTBI, paboTa 1Mo KOTOPHIM 3aBEpIICHA

4)10KYMEHTBI pa3HbIX CPOKOB XPaHEHUS

8. Ilanbl ¥ OTYETHI IPEANIPUATHUS XPAHATCS B JIeax

1)Toro rosxa, B KOTOPOM JaHHBIE IUIAHBI U OTYETHI OBUIN COCTABIICHBI

2)Toro rosaa, B KOTOPOM JJaHHbBIE TUIaHbI U OTYETHI YTBEPKAAIUCH

3)Toro nepuoja, KOTOpbII ONPEAETUT PYKOBOJICTBO

4) Toro nepuojia, K KOTOPOMY OHU OTHOCSITCS 110 COJEPKAHUIO

9. DkcniepTHask KOMUCCHSI IPEANPUATHH COCTOUT U3

1)aByx 4enoBek

2)Tpex YenoBeK

3)ueThIpex YenoBeK

4)ISTH YETTOBEK

10. K nokymeHTam J10JrOBpEMEHHOTO XpaHEHHUs, IEpEaBacMbIM B apXUB, HE OTHOCSATCSA

1)Oyxrantepckas OTYETHOCTb IPEANPUATHS

2)IOKyMEHTBI 110 JINYHOMY COCTaBYy

3)aenoBas nepenycka NpeanpusThus

4)roioBbl€ TUIAHBI M OTYETHI IPEANPUATHUS

11. Onpenenenne CpokoB XpaHEHUS TOKYMEHTOB OPTaHU3aLMK TPOU3BOIUTCS

1)B coorBercTBUU ¢ "[lonoxxennem 00 ApxuBHoMm ¢onjyie PO"

2)B COOTBETCTBUM C TPEOOBAHUSAMHU U IPaBUIAMU paObOThl BEIOMCTBEHHBIX apXHUBOB

3)IIOCTOSIHHO AEMCTBYIOLIEH AKCIEPTHON KOMHUCCHEH, cO3/1aBaeMOil pyKOBOAMUTEIEM Ipe-
OPUATHS

4)eTMHOIMYHO PYKOBOJUTENEM MPEANPUATHS B CHELMATBLHO U3JaBAEMOM JIJIsl 3TOTO MpHUKa-
3e

12. ApxuBHas cnpaBka - 3TO

1)I0KyMEeHT, coiepKalluii ONMCaHUe WK TOATBEP)KICHUE TeX WIIM UHBIX (PaKTOB, COOBITHIA

2)o¢unnanbHO 3aBEPEHHBIM JOKYMEHT, COAEp Kallluii MOJITBEP)KJIEHUE CBEACHUM, OTHOCS-
HIMXCS K IPEIMETY 3alpoca ¢ yKa3aHUEM IOUCKOBBIX JaHHBIX

3)I0KYMEHT, MOJIHOCTbIO BOCHPOU3BOJAIINN HHPOPMAIMIO MOAIUHHOTO JOKYMEHTa U BCE
€ro BHEIIHHUE [TPU3HAKU

4)ydeTHbI JOKYMEHT, COJIepKalliil MepeueHb TOKYMEHTOB C yKa3aHHEM HX MOPSIKOBBIX
HOMEpPOB, NHJEKCOB, Ha3BaHUI

13. JIokyMeHTOO00pOTOM Ha3bIBAETCS

1)aBr>KeHNE TOKYMEHTOB B OpraHH3allMd ¢ MOMEHTA UX CO3JaHUs WIM IMOJNyYeHHs JI0 3a-
BEPILIEHUS UCTIOTHEHUS WU OTIIPaBJICHUS

2)cBOJ IpaBUI, B COOTBETCTBUU C KOTOPHIMU MPOMCXOJUT JBI)KEHHE TOKYMEHTOB B Opra-
HU3ALUN

3)COBOKYIHOCTb ACWCTBUI, 00€CTIEUNBAIOIINX CBOEBPEMEHHOE 0(OPMIIEHUE TOKYMEHTA
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HHs

4)npoctaBieHre HEOOXOAUMBIX PEKBH3UTOB, YCTAHOBJICHHBIX MpPaBUIaMH JTOKYMEHTHPOBa-

14. K kauecTBEHHBIM XapaKTepUCTUKAM JOKYMEHTOOOOPOTa OTHOCSTCS

1)crioco6 mepenauu 1 00pabOTKH TOKYMEHTOB

2)BpeMsi UCTIOJTHEHHSI IOKYMEHTOB

3)UHTEHCUBHOCTh TPYAA COTPYAHUKOB, 3aHATHIX MOATOTOBKOW M 00pabOTKON KOppEecmoH-

JNEHIINN

4)1epUOUYHOCTD U HANPABJICHHOCTH JABHKEHUS JOKYMEHTOB

15. ITocTymaromue B OpraHu3aiuio JOKYMEHTHl 00pa3yroT

1)moTOKM BHYTPEHHEH JOKYMEHTAIIMH

2)IOTOKH BXOJSIIEH JOKYMEHTAUN

3)IMOTOKM UCXOIAIIEH JOKYMEHTAIIMH

4)BepTUKaJIbHbIE NOTOKU JOKYMEHTAIUU

16. O6paboTka mocTynaromiel B OpraHU3allil0 KOPPECIOHACHIIMHM BKIIIOUAET CIEAYIOIIUE

orepanuu

1)BU3upOBaHUE JOKYMEHTA U MTOJIHCAHUE €TO PYKOBOIUTEIEM

2)ucnoiaHeHne u o0ecreyeHre KOHTPOJIS HCIIOJTHEHHS JJOKYMEHTa

3)obecneueHne MPaBUIBHOTO XPaHEHHsI HOCTYIMBIIETO JOKYMEHTA

4)paccMOTpeHHE JaHHOW KOPPECTIOHACHIINN PYKOBOAUTEIEM U OPraHU3aIisl O3HAKOMIICHUS

HUCITIOJTHUTEIEH C JOKYMCHTaMU

HOBC

17. [IpeaBapuTeIbHOE PACCMOTPEHUE BXOISAIINX TOKYMEHTOB IIPOBOIUTCS
1)pykoBoaUTEIEM NIPEATIPUATHUS

2)COTPYAHHUKOM CITY>KOBI IOKyMEHTAIIMOHHOTO 00ECIICUEeHUS MPEANIPHUITHS HITH CEKpETapeM
3)ucnonHUTENeM JAHHOTO JOKYMEHTa

4)oTrpaBUTENEM JAHHOTO JIOKYMEHTa

18. Ilpu xknaccudukanuu T0KyMEHTOOTOKOB IO HAMIPABJICHUIO BBIACISIOT

1)BXomsue JOKyMEHTOIIOTOK!

2)ucxo e TOKyMEHTOTIOTOKU

3)ropu3oHTAIbHBIE JOKYMEHTOIIOTOKHU

4)BHYTpEHHUE JOKYMEHTOIIOTOKH

19. YcnoBHBI 00b€M JOKYMEHTUPOBAHHON MHQOpPMALMK MOXKET IOJACYUTHIBATHCA HA OC-

1)co3maHHBIX B OpraHNU3aUHU JOKYMEHTOB M UX KOITUI

2)3aperucTpUpOBaHHBIX JOKYMEHTOB B PETUCTPAIIMOHHBIX 0a3ax MpeAnpHUsITUs

3)moscyera HeperuCTPUPYEMbIX TOKYMEHTOB B JI€IaxX

4)Bce BepHO

20. ITox xoHpUAECHIIMATBHBIM JOKYMEHTOM TOHUMAETCS

1)3aukcupoBanHast Ha MaTepUaIbHOM HOCHUTENe WH(OpMalKs, MO3BOJISAIONIAs €€ HUICHTH-

¢dbunmupoBaTh

2)Heo0X0AUMBIM cIIOcOOOM O(OPMIIEHHBI HOCUTEbh TOKYMEHTHPOBAHHOW HH(pOpMaluy,

coz[epmanmﬁ CBCIACHUA OTPAHUYCHHOTO JOCTYIIAa NI UCIIOJIb30BaAHUA

3)oduunanbHbli JOKYMEHT, HE BRIXOSAIINHN 3a MpeieNbl MOATOTOBHUBILEH ero opraHu3aiu
4)1paBOBOW aKT, W3/1aBa€MbIl €AMHOIMYHO PYKOBOAMUTEIEM MpPENNpPHUATHS B LENAX paspe-

IEHUA OpraHU3alluOHHBIX, q)HHaHCOBBIX " UHBIX BOIIPOCOB

Bpewmst BeimonHeHUs — 25 MUHYT
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