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1. [lepeyenb KomMneTeHUMiA 00pa3oBaTeIbHOI MPOrpamMMbl, OPMUPYIOIIHUXCH B MpoLecce
OCBOEHHS TUCIHUILIUHBI

[lpy mpoBeACHWU TEKYHIEro KOHTPOJIE U IMPOMEXKYTOYHOH AaTTeCTallid MO TUCIUIUIMHE Yy
00yYaroIuXxcst OIEHUBAIOTCS KOMIIETSHITUH, (JOPMUPYIOIIHECS B IPOIIECCE OCBOCHHS 00pa30BaTEIbHOM
nporpammsl (Tabmnwuma 1).

Tabmuna 1 — Ilepeuenr kommneTeHuMii 00pa3zoBaTeNbHON MPOrpaMMbl, (OPMHUPYIOIIMXCS B
MIPOLIECCE OCBOCHUS TUCIUTUIMHBI

dIroc*
OO6yuaromuiics ToMKeH 00J1a1aTh CASAYIOUMMI KOMIIETEHIUSIMU:

OK 5. Ocywecmeniamv ycmuyio U NUCbMEHHYIO KOMMYHUKAYUIO HA 20CYOApPCMBEHHOM S3blKe
Poccuiickoti @edepayuu c yuemom ocobennocmeli coyuanbHo20 U KyibmypHo20 KOHMEKCma

OK 9. Hlonw308ambcsi npogheccuoHanvbHol 0oKymMenmayuell Ha 20Cy0apcmeenHomM U UHOCMPAHHOM
A3bIKAX

1IK 1.1. Obpabamuvieame nepsuunvie Oyxearmepckue 0OKYMeHNMbL.

*[Ipumeuanue: OepepabHblii TOCYIAPCTBEHHBII 00pa30BaTENbHBII CTAHAAPT CPEIHETO MPO(HECCHOHATFHOTO 0OPa30BaHKS 110 CIIEHUATEHOCTH
38.02.01 DxoHOMHUKA M OyXTranTepcKui y4yer (1o OTpacisim)

2. Onucanye MIKaJ1 OLCHUBAHMS.

[Toka3zarenu olieHHBAaHUS KOMIIETCHIIMI Ha pa3IMYHbIX dTanax ux (OpMHUPOBAHUS ONPEEIEHBI
B COOTBETCTBUH C OCHOBHOM NMpodeccuoHanbHOM 00pa30BaTeIbHOM MPOrpaMMOii.

B Tabnuue 2 mpuBOAMTCS IIKajda OLICHWBAHUS KOMIIETEHLMH Ha pPAa3JIMYHbIX 3Tamax ux
(bopMHpOBaHUS C YKa3aHUEM KpUTEPUEB MX OlLEHMBaHUSA. Bo BTOpoM cTo011€ TaOIUIBl TPUBOAUTCS
IKajla OIICHWBAaHUS KOMIIETEHIMM Ha pPa3IUYHBIX d3Tanax uX (OPMHPOBAHUS B COOTBETCTBUM C
0003HAYEHHBIM KPUTEPUEM.

Ta6n1/1ua 2 - KpI/ITepI/II/I M IIKajJa OLICHMBAHHMSA KOMIICTCHIIMM Ha PAa3JIMUHBIX JTallaX HX

¢bopMHUpOBaHUSL.
. IMkana
Kpurtepuu onieHuBaHus KOMIeTEHIIUH
OLICHUBAHUS
JIOCTUTHYTBIN YPOBEHb OLIEHKHU PE3YJIbTaTOB 00YUEHHUsI TOKA3bIBAET, UTO CTYIEHT
o0azaetT He0OXOMMOI cricTeMOo 3HaHUH U BIIaIeeT HEKOTOPBIMH YMEHHUSIMHU 110 [Toporosbrit

JAUCHUIIIINHEC, croco0eH IIOHUMATb )51 HHTCPIIPETUPOBATDH OCBOCHHYIO (O6H33TCHBHBII>'I)

HH(bOpMaHI/IIO, 4TO IIO3BOJIUT €My B JanbHEHIIeM Pa3BUTb TAKUC KadYCCTBa




. IMkana
Kpurepumn oueHuBaHusI KOMIIeTEHIM I
OIlecHUBAHUS

YMCTBEHHOW  JESITENBbHOCTH, KaK TJIyOMHa, THOKOCTb, KPUTHUYHOCTD,
J0Ka3aTeJIbHOCTh, SBPUCTUYHOCTb.

JIOCTUTHYTBIN YPOBEHD OLIEHKH PE3yJIbTaTOB 00Y4EeHMsI IOKA3bIBAET, YTO CTYAECHT
obmamaer HEOOXOIMMOW  CHCTEMOW  TEOPETHYECKUX  3HAHWUH, BIIAJIEET
HCKOTOPLIMU YMCHUSAMU aHAJIN3a U PCUICHUA TUIIOBBIX NPAKTUYCCKUX 3a/1a4, YTO
IIO3BOJIUT CMY B z[aanef/'ImeM Pa3BUTbL HNPAKTHUYCCKHUEC YMCHHA B JaHHOM

HaNpaBJICHUHU MPO(PECCHOHANBHON eI TeTHbHOCTH.

JlOCTUTHYTBIN YPOBEHD OLIEHKH PE3Y/IbTaTOB 00YUEHMSI IOKA3bIBAET, UTO CTYACHT
MIPOJIEMOHCTPUPOBAT TIIYOOKHE IMPOYHBIC 3HAHUS M PAa3BUTHIC MPAKTUYCCKHE
YMCHHA 1 HABBIKU, MOXKET CPAaBHUBATH, OICHUBATh U BBI6I/IpaTB MCTObI PCUICHU A IToBbIIIEHHBIHI
MMPAaKTUYCCKUX 3aj/1a4, paGOTaTB LCJICHAIIPAaBJICHHO, UCIIOJIb3YA CBA3AHHBIC MCIKAY
co0oii popmbl ipecTaBIeHUs HH(OPMALIUH.

JIOCTUTHYTBIH YPOBEHB OIICHKH PE3YJIbTATOB O0YUCHHS CBUICTEIBCTBYET O TOM,
9TO CTYACHT CIIOCOOCH 0000IIaTh ¥ OICHUBATh MH()OPMAIIHIO, TIOJYYECHHYIO Ha
OCHOBE HCCIJICZIOBAaHUS HECTAHIAPTHOW CHUTYyallM; MCIIOJNB30BaTh CBEICHHS W3
Pa3IMYHBIX UCTOYHUKOB, YCIIEITHO COOTHOCS X C TPEAJIOKEHHON CUTYyaIUeH.
JIOCTUTHYTBIH YPOBEHB OIICHKH PE3yJIbTATOB O0YUCHHS CBUICTEIBCTBYET O TOM, .
. | IlponBuHyTHIN
9TO0 y CTyJdeHTa C(OpMHPOBaHBI CHCTEMHBIC 3HAHHS B COOTBETCTBYIOIICH
00J1acTH 3HaHUH, HEOOXOIUMBIE JIJIsl PEIICHHSI KOHKPETHBIX MPAKTHUECKUX 3a7a4
BBICOKOTO YPOBHSI CJIOXHOCTH; NMPAKTHYECKHE YMEHHWS M HAaBBIKM aHAINW3a U

WHTEepIpeTanuu HHPOPMAIUH, a TAKXKEe UCIOIb30BAHUS TOJTYYCHHBIX CBEICHUIN

AT IPUHATUSA pGIHGHI/Iﬁ .

3. OneHovHble CpeacTea AJisi MPOBECACHUS TEKYIIECIo KOHTPOJIA OCBOCHHUA TUCIHUIIJIHHBI

3.1. Temot (6onpocwt) 00K1a008:

1. OmnpeneneHust 1 OCHOBHBIE MOHSTHS 1€JIONTPOU3BOACTBA.

2. TocynmapcTBeHHas cHcTeMa JOKyMeHTarmoHHoro obecriedenus ynpasneHus (I'CAOY). O6ume tpeboBaHUS K
Ciry>k0aM JOKyMEHTAI[HOHHOTO 00eCIIeYeHHs! YIIpaBIICHNUSI.

3. VYHudukaiwms, CTaHIapTH3aNN, TpapapeTuzanus GopM yIpaBIeHISCKON JOKYMCHTAIHH.

4. TlonsaTue pexBu3mTa 10oKyMeHTa. [loHATHE DopMyIsipa-oOpasna JTOKyMEHTa.

5. IlpaBuna oopmIIeHUS CTPAHUIBI JOKYMEHTA C IIOMOIIbIO HH(POPMAIIMOHHO-KOMMYHHKAI[HOHHBIX TEXHOJIOTH.
®dopmarTshl.

6. IlpaBuna opopmiieHHs TEKCTOBOTO MaTepHalla, MPUMEYaHui, IPHUIOKEHHH 1 000cHOBaHMH K TekcTy. [IpaBuia
odopmieHuss obudmorpaduu.

7. llonsTHe OpUTHHAJNA, TyOIUKaTa U KOIIUU JOKYMEHTA.

8. PacronoxxeHne peKBU3UTOB Ha OJIaHKE JTOKYMEHTA.

9. OdopmIieHre TeKCTa JOKYMEHTOB B BHJIE aHKET, TaOJIHILI, CBI3HOI'O TEKCTA, a TAKXKE B BHJIE COSIUHEHHS STUX
dopm.

10. [TorATHE OpPraHU3allMOHHBIX TOKYMEHTOB M UX OCHOBHEIE BHIHI.

11. IonATue pacnopsaUTENbHBIX JOKYMEHTOB U UX OCHOBHBIE BUJIBI.

12. Tonarue nH(OPMAIIMOHHO - CIIPABOYHBIX JJOKYMEHTOB U X OCHOBHBIE BUBI.

13. TloHsATHE KaAPOBOM TOKyMEHTALIUH.

14. OcobGeHHOCTH JOKyMEHTATBFHOTO 0(pOPMIICHHUS pe3ioMe, aBToOnorpaduu, XapaKTepUCTHKH.

15. OcobOeHHOCTH JTOKYMEHTAJIbHOrO O(QOPMIIEHHS IPHUKA30B II0 JIMYHOMY cocTtaBy. OdopmiieHne TpymaoBoi

KHWXKH, JIMIHOK KapTO4YKH, JUIHOI'O A€J1a.



16. OcoGEHHOCTH TOKYMEHTAIHLHOTO 0(OPMIICHHUS KOPPECTIOH ICHITUH, CBSI3aHHOHN C TIPOBEIACHUEM TIEPHOINISCKUX
MEPONPULTHH.

17. OcHOBHBIC IPaBUIJIa COCTABIICHHUS U JOKYMEHTAIFHOTO 0(hOPMIICHUS TIPOTOKOA.

18. Knaccudukaius neioBbIX 1 KOMMEPUECKUX TTHCEM.

19. Oco0eHHOCTH CTPYKTYpHl [ENOBBIX M KOMMEPYECKHX TIHCEM, HEOOXOAMMEIX Ui CO3JAHHUS HOBBIX
NpeANPUHUMATENBECKUX CTPYKTYP.

20. CranmapTable (hpa3sl U BEIPAKEHHUS, HCIOIb3yEMBIC B TEKCTE IEIOBBIX 1 KOMMEPUECKUX IHCEM.

21. OcobeHHoctd O(OpMIICHHSI OTHEIBHBIX BHUJIOB IIMCEM: IHCHMA-NPOCHOBI, CONPOBOAUTEIBHOIO IHCHMA,
MMUCHMa-TIOATBEPKICHHS, TTUChMA-TIPUTIIANICHNS, TAPAHTHHHOTO MICEMA.

22. OcobeHHOCTH O(GOPMIICHHS OTACTHHBIX BHIOB IHMCEM: NICHMa-HATIOMHHAHUS, MACHMAa-U3BEUICHAS, TUChMa-
3ampoca M HChMa-OTBeTa.

23. Ocobenroctr 0(pOpMIICHHUS IETOBOTO MICHMa MEKIYHApOIHOTO 00pasia.

24. Tlonsartue nokyMeHTo000pOoTa. Oprann3anus paboThl C JOKYMEHTaMHU.

25. Tonsarne KnaccupUKANNN U CUCTEMATH3aIAN TOKYMEHTOB.

26. IlonsiThe 1en 1 HOMEHKJIATYPHI Aeil. [ pynmiupoBKa JOKYMEHTOB B Jiefa.

27. Jlena MOCTOSIHHOTO ¥ BPEMEHHOT'O CPOKOB XPAaHEHHUs, ONIMUCH TaKUX JE.

28. Ilonstue apxuBa, ero 00opyaoBaHne. ApXUBHAs CIIPAaBKa, apXWBHas KOIIHs, apXUBHas BhINMUCKa. [lepenaua nen
Ha rOCyIapCTBEHHOE XpaHCHHE.

29. 3amuTa HHPOPMALUY MIPHU CO3AAHUH CITYKEOHBIX JOKYMCHTOB.

30. CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3AaHUS TOKYMEHTOB.

3.2. Komnnexc paznoyposnegoix 3a0anuii (Ha 0CHO8e NPAKMUYECKOU CUMYAUUU):

3aoanue 1. PaccMOTpHTE CUTYaIMIO, OTBETHTE HA BOMPOCHI.

IIpomo 3acenanne HHBEHTAPU3ALMOHHON KOMHUCCHM 3aBOJIa Fa30BOH ammaparypsl, Ha KOTOPOM paccMaTpUBaics
BOIIPOC O pe3yJIbTaTax MHBEHTAPHM3AIMH IO CKiagy Ne 2 BcroMmorareabHBIX MarepuanoB. Ha 3acemanmm ObUIO MPHHATO
IIOCTAaHOBJICHHE 00 YTBEP)KICHUU PE3yIbTaTOB MHBEHTAPHU3AIMHU M OTHECCHMS 3a CUET 3aBEYIOLIET0 CKJIAaJ0M HeJ0CTadu
BCIIOMOTATEIbHBIX MaTEpPHAIOB B cyMMe 365 ThIC. pyO., a TaKXKe 3a4MTaHbl CIMYMTEIbHAS BEJOMOCTh MO ckiaxy Ne 2 u
00BSCHUTENIbHAS 3AITHCKA 3aBEAYIOLIETO CKIIA/IOM.

1) Kakoif JOKyMEHT COCTaBIISICTCSA IO UTOTaM 3acelaHMi KOMICCHI pa3HOro poxa?

2) Kakue peKBU3UTHI JOJDKEH BKIIIOYATh JaHHBIN JTOKYMEHT?

3) CKOJIBKO CTPYKTYPHBIX YacTeil OH mpenoiraraet?

4) Kaxue ¢axkTnueckue JaHHbIe JOIKHBI ObITh BHECEHBI B 3TOT JIOKYMEHT?

3aoanue 2. CocraBbTe 11 0POPMHUTE JOKYMEHTHI, HEOOXOIUMBbIE B JAHHOW YIPaBJICHYECKOH CUTYyaIUH.

- Hammmmmumre mpoekT npukasa JupeKTopa 3aBoja 0 MPEMHUPOBAHWH PA0OTHHKOB IIAHOBO-DKOHOMHYECKOTO OT/ena
3a IOCPOYHYI0 pa3paboTKy GhruHAHCOBOrO IaHa npeanpusTus. [Ipemust Boiaetcs 13 GpoHIa MaTEPHAIBLHOTO TIOOIPEHUS B
pasmepe 60 % exxeMecsIIHOTO JOJKHOCTHOTO OKJIazia. JIpyrue aHHbIe M PEKBU3UTHI YKAKHUTE CAMOCTOSITEIBHO.

3aoanue 3. CoctaBbTe 1 0YOPMHUTE JOKYMEHTHI, HEOOXOIUMbIE B JAHHOW YIPaBJICHUECKON CUTYalnH.

- CocraBpTe JOKJIQAHYIO 3alMCKy TIJIABHOIO OyXrainTepa pPyKOBOIHUTETIO IPEANPUATHS O HEOOXOTUMOCTH
LEHTPAIN3alMN PacyeToB ¢ PaOOTHUKAMH IpennpusTus. B 00s3aHHOCTSAX y4EeTHBIX PaOOTHHUKOB JOJDKHO BXOAWTH JIMIIH
odopmIleHHEe NTEPBUYHBIX JOKYMEHTOB MO YuUeTy BbIpabOTKH. B JokinanHoi 3anucke He0OXOIUMO HOAaTh IPEIIOKEHHE O
MIepecMOTpPE LITATOB OTYETHBIX PAOOTHUKOB B II€XaX U TJIABHOW OYXTalTepHH U3 pacdeTa oOIIero COKpalieHus MITaToB He
MeHee yeM Ha 20 %.

3aoanue 4. CocraBbre 1 0pOPMHUTE JOKYMEHTHI, HEOOXOIUMbIE B IAHHOW YIPaBJIEHUYECKOH CUTYalnH.

- CocraBpTe NHCHMO-IIPHUIJIANICHHE OOBEAMHEHUS «ODKCHOIEHTP» C TMPEIOKEHHEM TPUHATH YYacTHE B
pOccHICKOH BBICTaBKe Ha MEXIyHapoJHOMH sipmapke B r. CtamOyine (Typuus), kotopast Oynet nmpoxoauts ¢ 2 nexadps mo 10
nekabps 2017 roma. JlanHas sipmapka SBISETCS ONHUM W3 KPYNMHEHIINX TOPTOBBIX MEpONpUATHH cTpaH CpemHero u
bmmxuero Boctoka. B TekcTe Hajo ykaszaTh, 4YTO y4acTHE B 9TOH spMapKe MO3BOJISET MIMPOKO MPEACTaBUTh IKCIOPTHYIO
MIPOAYKIIMIO OpPTaHMW3allid, NPOJaTh SKCIOHATHl CO CTEH/A, M3YYHTh OCOOCHHOCTH pBIHKA, OOMEHSATHCS C APYTHUMH
YYaCTHHKaMH SPMapKH HaAyYHO-TEXHUYECKOH MH(POPMAIHMEH 1 3aKIII0UYNTH BBITOJAHBIE CICIIKH.



3aoanue 5. Tlo Bune Oyxranrepuu corpymankam OOO «Omnwc» B TeKyIleM Mecsie Oblia 3ajJepikaHa BbIIUIaTa
3apabotHoii aTel. [ maBHbIH Oyxranrep uapopmupyet qupexkropa OOO o ToM, YTO 3aepKKa HATMIHOCTH ObLIa CBSI3aHA C
ono3nanueM Ha cdeT OOO IeHEeXHBIX CPENCTB OT MPEANPUATHH-TIapTHEPOB. B posn OyxranTepa coCTaBbTe CIYKEOHYIO
3amucKy. Bup ciry)keOHO# 3amucKu BRIOCPUTE, UCXOIS M3 MPEIIOKEHHOW CUTYaIlUH, CAMOCTOSTEIILHO.

3aoanue 6. dupextop OOO «Onucy NpUHSI pelIeHHe O ITpUeMe Ha padoTy ONBITHOIO MEHEIKepa C CONUAHBIM
CTakeM PabOTHI MO CIEHUATIBHOCTH HA JOJDKHOCTh «MEHEKepa 10 pekiiaMe». B ponu crennanucTa KaxpoBOH CITyKObI
MOJIrOTOBBTE MPOEKT COOTBETCTBYIOILIETO JIOKYMEHTA.

3ao0anue 7. Hdupexktop OOO «Ommc» TpUHAIT pemieHHe O TpHeMe HOBOTO  COTPYAHHKAa B
OTIed MapKeTMHra Ha JIOJDKHOCTh «pekjaMHoro areHTa». Mexay OOO u crenuanucToM 3aKiIiodueH TPYIOBOU
JIOTOBOP.

B ponmm cotpygHuMKa KaapoBOW CIyOBl MOJTOTOBBTE IPOEKT JOKYMEHTa, COOTBETCTBYIOLIETO CUTYalHH.

3aoanue 8. TlpowsBoacTBeHHas HeOOXOAMMOCTH TpeOyeT mpopoipkeHue padotel OOO  «lIpueT»
B BBIXOJHBIC IHH C YyY€TOM JCHEXHOH MNepepaboTKH WM MPEIOCTaBICHUS APYTHX AHEH OTIbIXA.
B ponu cexperapst - pepepenra  gupexropa OOO HOArOTOBBTE HPOEKT COOTBETCTBYIOLIErO JOKYMEHTA.

3adanue 9. B OO0 «CeneHay coCTOAIOCH 3acefanue mpapieHus. [loBecTka aHs Obla MOCBAIICHA PaCIIUPEHUIO
oTAeNia MapKeTHHra (GHpMBL. B CBS3M ¢ 3TUM BO3HHKJIA HEOOXOAMMOCTh BHECTH H3MEHEHHs B LITATHOC DACIMCAHUE
COTPYIHHUKOB (pUpPMBI, a TaKXKe pa3o0paTh HOBbIE TOHKHOCTHBIE MHCTPYKIIMU HA BBEJICHUE B OT/IEN MAPKETUHIA JOJIKHOCTH
MEHeIDKepa 1o peKlaMe U PeKIIaMHOTO areHra. B poin cekperapst 3aceflaHus COCTaBbTE MPOCKT MPOTOKOJIA.

3aoanue 10. B OO0 «Cenena» mpoBeieHa MpoBepKa paObOTH OT/AeTa MapKEeTHHTA IT0 OKa3aHHIO TUIATHBIX YCIYT.
Komuccust B coctaBe 3aMecTHTeNs AMPEKTOpa, IN. Oyxraiarepa M HadaJdbHHMKA OTAENa MapKEeTHHra B XOAE MPOBEPKU
oOHapyXmia HapymieHus: B O(OPMIICHMH IaHHOM JOKyMeHTanud. [loAroTOBBTE MPOEKT COOTBETCTBYIOIIETO AAHHOM
CUTYyaIlUM JOKyMEHTa. Buj 1okyMeHTa onpeaesiuTe CaMOCTOATENBHO.

3aoanue 11. Cormacno noroBopy Ne 21 or 05.11.20 Ha moctaBKy o0OOTrpeBaTesbHBIX NpUOOpoB Qupma
«IIpomMcepBuc» obs3aHa ObUTa mocTaBUTh QupMme «Omuc» B 1 kBaptame 2021 r. ToBap Ha OOIIyI0 CyMMYy 5 MIH. pyoO.
®daktryecku B 1 kBaprane 2021 r. ¢pupme «Omucy ObLIO MOCTABICHO TOBapa Ha cymmy 3 muH. py0. Ha ocHoBanuu m.9.1.
JIOTOBOpPA IIOCTABKH 3a IMPOCPOUKY IocTaBKH ToBapa [locraBumk B 30 - AHEBHBIN CPOK 00s13aH BBHIIIATUTH IITpad B pazmepe
20% OT CTOMMOCTH He MOCTaBJIEHHOr0 ToBapa. I1oAroToBsTe MPOEKT NPETEeH3MOHHOTO MHChbMa B azpec [locTaBmuka.

3aoanue 12. CoctaBbTe CIPaBKy O BEIMYUHE CPEIHEH 3apabOTHOM IIATHI 3@ TOJ VIS TOJTYUYEHHs] KOMIIEHCAIIUY Ha
oriaty wuibsi. OcTanbHble JaHHBIE YKAKUTE CAMOCTOSATENBHO.

3aoanue 13. CocraBbTe mpHKa3 00 0cBOOOXKICHUU Bac OT paboThl B pupme «OpOuTay B CBA3M C Mepee3ioM Ha
HOBOE MECTOXKUTEJILCTBO.

3ao0anue 14. CoctaBpre rapantuiiHoe mmceMo OO0 «3koep» OO0 «tOnurep» 06 OKa3zaHHMM TEXHHYECKOH
NOMOIM B pa3paboTke paboumx yeprexed HacocHOW craHmumu. OOO «OKoBep» NPOCHT NPOHM3BECTH 3Ty pPadoTy
HETIOCPEJICTBEHHO Ha IUIOMIAJIKE.

3aoanue 15. CocraBbTe TpUKa3bl: a) 0 mpueMe Ha pabory Oyxranrepom Koanenko JI.B.; 6) 06 yBombHEeHUH
MIEPEeBOJIOM B JPYTYIO OpraHu3amuio. Hempocraromniie peKBU3UTHl YKAXKHTE CAMOCTOSITEIBHO.

3aoanue 16. CoctaBbTe NHCHMO-TIPOCHOY bornaHoBHYCcKoi HHKYOATOPHO-NITHLIEBOAYECKOH CTAHIIMHU B 00JIACTHYIO
aIMUHUCTPAIUIO O BBIJICIICHUH CPEJICTB U3 00JaCTHOTO Or0KeTa B cymme 15 MitH. py0. 10 Havana peamu3aldi MOJIOHSIKa-
ITHIB HACEJICHUIO.

3aoanue 17. CocraBbTe XapaKTEpUCTHKY-PEKOMEHAAIMIO Ha PAaOOTHUKA BAILEro MPEINPUSITHS Ul TOCTYIUICHHS
€ro B aCIIUPaHTypy MOCKOBCKOTO HHCTHTYTa HAPOTHOTO XO3SICTRA.
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3aoanue 18. Hanmmmre 3asiBiieHHe O npueme Bac Ha pabory Oyxraitepom B AHO BO «Ypanbckuii HHCTHTYT

(hOHIOBOTO PHIHKAY.

3aoanue 19. 3asBIEHUE O TIPEIOCTABICHHUH BaM JOIOJHHTEIFHOTO OTIIYCKa IO CEMEHHBIM OOCTOSITEIHCTBAM.
OcranbHble PEKBU3NUTHI YKOKUTE CAMOCTOSTEIBHO.

3aoanue 20. Hanumunre aBroOmorpaduio, HeoOXoaumyro s ohOpMIICHUS JOKYMEHTOB IPU MOCTYIUICHHH HA

paborty.

3aoanue 21. Odopmurte 3amuch B TPYAOBOM KHIKKE 00 YBOJBFHEHHH Bac: a) IO COOCTBCHHOMY JKEJIaHUIO; 0) B CBSI3U
C IIMKBHIAUMEH MOpPEANpUsTHA; B) B CBSI3M C HECOOTBETCTBHEM  BBINOJNHSIEMOH PabOThl  MPEABSIBISCMBIM
TpeOOBaHUAM, BCICICTBUE HEAOCTATOYHON KBATA(DUKAIIUH.

3aoanue 22. CoctaBbTe IpUKa3 O EPEBOJIC HA PadOTy BHYTPH OpraHU3alnH.

3aoanue 23. B cocraB OO0 «Toproseiii gom "IIpomereit"» BXoanT MarasuH « T puKoTaxk», pacxo/sl Ha coJiepKaHue
KOTOpPOT'O MPEBBINAIOT JIOXOA OT €ro aesrenbHOcTH. ['eHepanbHblid mupexTop OOO moamucan NpHKas O JUKBHAALMH
MmarazuHa «TpukoTax». Mara3uH JHMKBUAMUPYETCS B CBS3UM C HEPEHTAOENBHOCTBIO M B IIEJSIX COKPALICHUS PacXOJIOB.
[Mpuka3oM JUKBHIUPOBAH MarasuH; CO3[aHa JIMKBUIAIIMOHHAs KOMHCCHS, COCTOAIIAs W3 3aMECTUTENS T'€HEpalbHOTO
nupexkropa OOO «Toproseiit nom "IIpomereit"» (mpencemaTens KOMHCCHHM), OUPEKTOpa MarasuHa «TpHKOTax» |
HavaJlbHUKa 3KOHOMHYeckoro otnaena OOQ; nmaHbl MOpydYeHHs TNpEICENaTelNio JMKBUIAIMOHHON KOMHCCHH MO CPOKY
NPE/ICTABICHUS aKTa JIMKBUIAIMOHHONW KOMHUCCHH, 3aMECTUTENIO I'C€HEPAILHOTO JTUPEKTOPa MO IKOHOMHKE MO BHECEHHIO
MIPEATIOKEHUH O AaNbHEHIIEM HCIIOJIB30BaHIH OCBOOOKAatomerocs nmoMemenus. [1pukas ciexyer ohopMuTh Ha ONaHKE C
MIPOJIOIBHBIM PACIIOI0KEHHEM PEKBH3HTOB, OCTAIBHBIC JAHHBIC YKAKUTE CAMOCTOSTENBHO.

3a0anue 24. CocraBpTe u odopMHuTe MMpHKa3 00 urorax padorel ¢ mokymeHtamu B OOO «KoHcTaHTa» B
NpoIIeaieM roay. B KOHCTaTHpyIOIIell 4YacTH yKaXKHTe Ha MTOTM aHalu3a, BBIBHBIIME HHU3KYIO TPeOOBATEIbHOCTDH
PYKOBOIUTENIEH TOAPA3ACICHUM K KauecTBY IIOATOTOBKM JOKYMEHTOB M KOHTPOJK 3a MX HCHOJHEHueM. B
PaCIOPSIIUTENILHON YacTH MOPYYUTE PYKOBOAUTEISIM MOJPA3CICHUI YCHINTh TPEOOBATEIBHOCTh K Ka4eCTBY PabOThI C
JIOKyMEHTaMH{, a PYKOBOJUTENIO KAHIENSAPUH pa3paboTaTh Mephl MO YIAYYIICHHIO 3TOW paboThl. OcCTallbHBIE TaHHBIC
YKQKUTE CAMOCTOSTENBHO.

3aoanue 25. CoctaBUTh OOBSICHHTENBHYIO 3alMCKy 00 Omo3gaHuu Ha pabory Ha ums ['eHepambHOTO JlMpekropa
00O «IIpomcepucy Jloperna E.A. ot rmaBHoro nmkeHepa Cubuiesa [I.A.

3aoanue 26. CoctaBbTe pe3roMe MPETEHICHTa Ha TOMKHOCTh MEHEKEPA UM SKOHOMHUCTA.

3aoanue 27. OxapaKkTepu3ynTe CIeIyIONIYI0 YIPaBIEHUYECKYIO CUTYAIHIO C TOMOUIBIO PA3IMYHBIX IOKYMEHTOB:
- Pexnamublif areHT (UPMBI BBIIIET U3 OTIYCKA HA HENEINI0 MO3KE MOJIOKEHHOTO CPOKa - C MOMOIIBIO CIIPABKH,

OOBSICHUTENILHON M JOKJIATHON 3aITHCKH.

3aoanue 28. OxapakTepu3yiTe CIeIyIONIYI0 YIPaBIEHISCKYIO CUTYAIMIO C MTOMOIIBIO PA3IMYHBIX TOKYMEHTOB:
- Ilpenocrasienue cotpyaHuiie GUPMbI BO3MOXKHOCTH PabOTAaTh HEMOJIHBIA pabouuil IeHb B CBSI3U C 0OJIE3HBIO
peOeHKa - ¢ MOMOIIBIO CIPABKH, JIOKJIAIHOM 3aITUCKH U ITPUKa3a.

3a0anue 29. OTBeThTE Ha BONPOCH TaK, YTOOBI OTBET SBISUICA (ParMEHTOM KaKOTo-THOO O(HIIHATBEHOTO
JIOKyMEHTa: OOBSIBIICHHS], CIPABKH, HHCTPYKIINH:

1) LIsroT 7111 B aTENBE MANBTO U3 UX MaTepHaia?

2) MoHO 111 B METPO 3aHUMATLCS KOMMepLueii?

3) 3aBepuT M HOTapUYC KOMUIO JOKYMEHTA, €CIM Y MEeHs HEeT ¢ co0oii mactopTa?

4) Mo>HO I €3IUTh B aBTOOyCcaxX M TPOJUIEHOYCax B Creroaexkae?

5) MHe MOTyT ITOMEHSTh YAOCTOBEpEHHE, €CII HeT HOBOH (oTorpadun?
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3.3. IlIpumepnsie 6onpocwl 011 NOO2OMOGKU K CEMUHAPCKUM 3AHAMUAM:

Tema. 1. JIokyMeHT U CUCTEMBI JOKYMEHTalUU. PEKBU3UTHI JOKYMEHTOB.

1. KakoBa posp Iemonpon3BOACTBA B OPTaHU3ALNH YIPABICHUS TIPEAIPUATHCM?

2. Ha3zoBuTe OCHOBHBIC 337124 U ()YHKIIUHU JICIOTPOU3BOICTBA.

3. Yro Takoe moxkymeHTHpOoBaHUE? JlokyMeHT0000p0T? JIOKyMEHTOMOTOK?

4. Yto Takoe peKBU3UTHI JoKyMeHTa? Ha3oBUTe OCHOBHBIE PEKBU3HUTHI TOKYMEHTOB.

5. YrnoBoe pacnosoXeHne peKBU3UTOB UMEET JIBa BUAA: (IAHTOBOE U IIEHTPOBaHHOE. B ueM ux pazmmuue?
6. Kakue BUIIBI OJTAHKOB TS ICTIOBOI MEPEITUCKH BBI 3HaeTe?

7. Kakne 371eKTpOHHBIE KOMMYHHUKAIIUN HCIIOIB3YIOTCS TIPU OpPTaHU3aliy TOKyMEHToo0opoTa?

Tema 2. VmpasneHueckas qokymeHTanusa. CocraBieHre 1 0()OpMIICHHE OCHOBHBIX JIOKyMEHTOB.
. HazoBute ocHOBHBIE OpraHU3allMOHHBIE JOKYMEHTHI.

. Kak opopmisercs ycras npennpustus?

. aiiTe onpeieneHus OCHOBHBIX PacIOpsANTEIbHBIX JOKYMEHTOB.

. Kak odopmisercs mpuka3s o oO1meit nesTensHOCTH?

. HazoBute ocHoBHBIE HH()OPMALIMOHHO-CIIPABOYHBIE JIOKYMEHTHI.

. Kakue cymectBytoT 0coO€HHOCTH 0hOpMIICHHS aKTOB?

~N N L bW~

. B kakux ciydasx opopMIIFOTCS CITy>)K€OHBIE U JINUHBIE CIIPABKU?

Tema 3. KanpoBas noxymenTanus. KoppecnoHeHIMs NEPHOIUUECKUX MEPOTIPUSTHH.

1. KakoBsl ocobeHHOCTH 0(hOpMIICHNUS 3asBICHUI O MpUeMe Ha padoTy, O TEpeBOJiE Ha APYTYIO AODKHOCTH M 00
0CBOOOXK/ICHUU OT 3aHUMAEeMO JOJKHOCTH?

2. Kak odopmitsercs TpynoBast kHikka? Kakune pasnens! uMeeT TpynoBasi KHIDKKa? Ha ocCHOBaHUM Yero JenaroTcst
3aIIUCH B TPYAOBYIO KHIUXKKY?

3. Kakue BubI JOKYMEHTOB BKJIIOUAET JINYHOE AETO0?

4. Yto Takoe mpHKa3 Mo JUYHOMY cocTaBy? OCOOEHHOCTH COCTABICHHS U O()OPMIICHHS.

5. Kak npaBunbHO coctaBuTh pestoMe? [lepedncinnre 0OCHOBHBIE pa3/ieibl Pe3loMe.

6. B kakux ciyuasx HeoOXOJIMMO cocTaBiieHHe aBToOuorpaduu? Xapaxrtepuctuku? Ilepednciure OCHOBHBIE
paszensl.

7. Kak odopmitsieTcs: mpoTokon?

Tema 4. JlenoBasi KoppecnoHAeHIUs. J{e0Bble 1 KOMMEPYECKHE MUChMa.

1. Yem xapakTepu3yeTcs AejI0Basi KOPPECHOHACHIUA?

2. Kakue HaBbIKH HEOOXOIUMBI COCTABJICHUS AETOBBIX 1 KOMMEPYECKHUX MTHUCEM?

3. KakoBa cTpykTypa 1€10BOI KOppeCIOHACHIUN?

4. B yeM 0COOEHHOCTB A3BIKA M CTHJIS CITY>KEOHBIX TOKYMEHTOB?

5. B 4YeM O0COOCHHOCTH JOKYMECHTAJIBHOTO OQOPMIICHHS pEHICHUH B YIPaBICHHH MPOU3BOIACTBEHHOU
JIESITENTPHOCTRIO OPTaHM3AlMil MpPHU BHEIPEHUH TEXHOJIOTHYECKUX, MPOJYKTOBBIX WHHOBAIMH WIIM OPraHU3AIMOHHBIX
HU3MEHEHUN?

Tema 5. Opranmszanus fokymMeHTOo000poTa. CrcTeMaTH3anus JOKyMeHTOB. HoMeHKIaTypa it ux GopMUpOBaHHS
u xpaHenust. CoBpeMeHHbIe HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B IOKYMEHTO000pOoTE

1. Yto Takoe HOMEHKJIaTypa aAen?

2. Kakue cymecTByroT TpeOoBaHHS K 0(POPMIICHHIO ¥ COCTABICHUIO HOMEHKIIATYPHI J1e1?

3. Kakwue cymecTByloT OCHOBHbIE TpeOOBaHMS K O(OPMIICHUIO Jen?

4. HazoBHUTE OCHOBHBIE IPUYHMHBI YBETUUEHISI 00BEMOB TOKyMEHTO000pOTA.

5. Kakue TpeboBaHus MPEIbsBIAIOT K 00pabOTKe BXOAAIINX JOKYMEHTOB?

6. ITo xakuM TpaBMIIaM POBOAUTCS 00pabOTKa UCXOIAIMINX U BHYTPEHHUX JOKYMEHTOB?

7. YTo mOHUMAETCS MO/ XPAaHEHHUEM TJOKYMEHTOB B JIEKTPOHHOU (popme?

8. OCHOBBI  WCIIONB30BAaHHUS  COBPEMEHHBIX  HMH(POPMAIMOHHO-KOMMYHUKAI[MOHHBIX  TEXHOJOTHH B
JIOKyMEHTO00opoTe. 3amuTa HHQOPMALUK U IEPCOHATBHBIX JITaHHBIX.



3.4. Ilpumepnuiii nepeuenv 3a0anuil 011 KOHMPOILHLIX padom:

Hensimu  paGoThl SBISIOTCA 3aKPEIVICHHE TEOPETUYECKUX 3HAHWH, IOJNYYEHHBIX CTYACHTAMH IPH OCBOCHHHU
JUCLUIUIMHBL, ¥ OTpabOTKa NPAKTUYECKOr0 HABBIKA COCTABJICHUS M O(QOPMIIEHHS OpPraHH3alMOHHO-PACIIOPSIUTEIbHBIX
JOKYMEHTOB, C IOMOIIBIO KOTOPBIX OCYIIECTBIIETCS YIPaBICHHE JFOOBIM IPEIIPUATHEM.

Jist BBIIOSTHEHUSI pabOThl HEOOXOIMMO M3YYHTh HOPMAaTUBHBIE aKThl M TEOPETHYECKUI MaTepuall 1o mporpamme B
COOTBETCTBHH CO CIIUCKOM PEKOMEHIOBAaHHOH JIMTEPATYPHI, a TAKKe METOANISCKHE OCOONs, MMeroInecs B ONOIHOTEKe.

Kaxplit BapuaHT 3a/1aHMs BKIIIOYAET JiBa pasjena:

- U3JIOXKEHHE TEOPETUYECKOI0 MaTepHrala 1o OnpeeleHHOH TeMe, GOpMYIHPOBKH HEKOTOPHIX TEPMHHOB;

- KOHKPETHBIE 3aJIaHUs 110 COCTABJICHUIO JOKYMEHTOB Pa3JIMuHbIX THUIIOB.

Teoperndeckass gacth paboOTHI MOJDKHA CONEpXKaTh He Oomee 2-3 CTpaHUI] MAIIWHOIMCHOTO TEKCTa. TeKCT
TEOPETHYECKOH YacTH U 00pa3libl JOKYMEHTOB JOJKHBI OBITH OTI€YAaTaHbl B KOMIIBIOTEPHOM BapHaHTe Ha JHucTax Gopmara
A4 (pasmep mpudra 14), gepes 1,5 naTEpBaIa MEXKIY CTPOKAMH C COOITIOJICHUEM TI0JIel U TpeOOBaHUH, IPEIBIBIIEMBIX K
0(OPMIICHHIO U PACTIOIOKEHHUIO peKBU3UTOB B cootBeTcTBHM ¢ [[OCT P 7.0.97-2016.

Bapmuanrt 1.

3aganmue 1.

A). OCHOBHBIE 3Tambl MOJITOTOBKM M O(GOPMIICHHS paCIOPSANTEIBHBIX JOKYMEHTOB. [Ipuka3 mo OcHOBHOU
JIeSITEIIEHOCTH.

b). [lamwv onpedenenue mepmunam:

e ABTOp JOKyMEHTa

e briaHk qoKymeHTa

3amanwme 2. Cocmagums credyroujue OOKYMeHmbl.

e CmpaBky ¢ MecTta pabOTBl C yKa3aHHEM CpEJHEro pasMepa 3apaOOTHOH IIaThl 33 TPH Mecsla B JETCKOE
JIOMIKOJIHOE YUPEXKICHHUE.

o [Ipuka3 gupektopa OO0 «IIpuBer» o mpueme Ha paboTy Oyxranrepa.

3amanme 3. Cocmasums 008epeHHOCMb 0I5l NOYYeHUs eKCelell.

3ananue 4. Ogpopmums pexeusum «ama 0oKymenmay ecemu 0OnyCmMuUMslMu cnocooamu.

Bapuanrt 2.

3ajganue 1.

A). Ilopsimok 06pabOTKH MOCTYHAIONINX U OTIIPABIIAEMBIX JOKYMEHTOB, X PETHCTPALIUS.

B). Jlame onpedenenue mepmunam:

e ajpecar

® BHEIIHHUH JOKYMEHT

3apanue 2. Cocmasumsv credyrouue 00KyMeHMbL:

e 3asBICHHE O IpHUeMe Ha paboTy

® aKT CITUCAHUS MaTEpHUaIOB

3amanme 3. Cocmagumv pacnucky o0 HOLYYEHUU mMpYOO8Ol KHUJNCKU Ol YCmpoucmea Ha pabomy no
COBMECMUMeNbCmsy.

3amanwue 4. Ogopmums pexeusum «Iloonucs.

Bapuanr 3.

3aganmue 1.

A). CymHoCcTh W 3Hau€HHE EJIONpPOM3BOACTBA. HopmaTuBHbIE NOKyMEHTHL. 3agadd M (QYHKIHH CIIyXKOBI
JIeNIONPOHU3BO/ICTBA.

B). Zlamwv onpedenenue mepmunam:

e [lo/uIMHHMK TOKYMEHTa

e BuyTpeHHUI JOKYMEHT

3aganue 2. Cocmagump credyioujue 0OKyMeHmbl:

¢ [IpoToKoI MPON3BOACTBEHHOTO COBEIIAHIS

L4 I[oma)my}o 3alMMCKY JUPCKTOPY NPCANIPUATUA O HAPYHICHUN TCXHUKHN 0€30I1aCHOCTH B oexe
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3amanue 3. Cocmasums pesiome.
3ananue 4. Oghopmums pexsusum « Ommemra 06 UChOIHUMENE.

Bapuanrt 4.

3aganme 1.

A). Ilonsarue, BB ¥ HOPAIOK (OPMUPOBAHMS HOMEHKIIATYPHI JIe B OAPa3/IeNeHUAX U Ha IIPEIIPHATHSIX.
B). /lams onpedenenue mepmunam:

® PEKBH3HT

® COIIacOBaHME JIOKYMEHTa

3amanme 2. Cocmasumu credyroujue OOKYMeHmbl.

e 3asBlIeHUE COTPYIHHUKA (PUPMBI O MIPEAOCTABICHUN EMY OYEPEJHOrO OTITyCKa
e JloBepeHHOCTh Ha IOydeHHEe 3apaboTHON TUIATHI

3amanue 3. Cocmasums agmobuocpaghuio.

3amanme 4. Ogopmums pexeusum «I pugh ymeepaicoeHusy.

3.5. Ilpumepnuwtii nepeuensv 3a0anuil 011 ROO20MOGKU K 0€/106bIM / CIOHCEMHO-POJ1E8bIM /

UMUMAUUOHHBIM Uzcpam:

3aoanue 1. [lenosas uepa «Illpuem na pabomyy

JlenoBast urpa COCTOMT M3 MOJIEITUPOBAaHHS U JOKYMEHTAI[MOHHOTO 0(hOpMIIEHHS ITpoliecca MpueMa Ha paboTy, Kak
CO CTOPOHBI COMCKATENs, TAK U CTOPOHBI paOOTHHKA OT/IEJa KaJpOB (JIENOMPOU3BOANTES).

CryneHtsl pa3buBaroTcst Ha nBe komaHmael - Couckatenu u JlesompoumsBogutenu. Bpemst s cocraBieHuUs
HEOOXOANMBIX NOKyMEHTOB 25 - 30 mmHyT. 3a 310 Bpemst Comckarenu roTOBST NMAKeT AOKYMEHTOB, HEOOXOAMMBIX IS
npuemMa He padory. J{enonpon3BoanTeNH, B CBOIO 0YEPE/Ib, HOATOTABIMBAIOT IIA0IOHBI PACTIOPSAUTEIbHBIX TOKYMEHTOB.

3areM cocTaBistoTcs napsl — Couckarens — Jlenonpon3BoanTeb.

Couckatenb MpeJoCTaBIIeT pe3loMe, 3asiBJICHUE, KOIHIO NacIiopTa, JOKyMEHThI 00 00pa3oBaHuy, MPO(HECCHH U T.1.
3anonnset JIMUHBIA TUCTOK 10 YUETY KaJpOB, aHKETY

Jlenmonpon3BoANUTENb 3alONHAET TPYAOBOH JOTOBOP, COCTaBNsAeT npukas u 1p. llpoucxoaut obGcyxiaeHue
COCTaBJICHHBIX JTOKYMEHTOB.

B urore y xa)xmo# mapbsl cOCTaBISI€TCS MAKET JOKYMEHTOB, OCYIIECTBIISIONINX JTOKYMEHTAIlMOHHOE o0ecTedeHne
npueMa Ha paboTy - mpodecCHOHANILHOTO pe3loMe, 3asBICHHS, aBTOOHOTrpaduy, XapaKTepUCTUKH, MPHUKa3a MO JIUYHOMY
COCTaBY U T.I. DTH JOKYMEHTBI, B JaJIbHEHIIIEM, COCTaBsIT OCHOBY 0(OPMIICHHUS TPYIOBOH JAEATEILHOCTH CTYACHTA.

Omnpenensiercs: modeuTeNnb. XapakTepu3yeTcs YpOBEHb MOATOTOBKH CTYAECHTOB.

4. 3amaHus WIM HHbIE MaTepHaJibl, HeO0XOAUMbIe I OLEHKH 3HAHWH, YMEHWI,
NPaKTHYECKOr0 ONbITA, XapaKTepu3yux ¢GopMupoBaHue KOMIIETEHIIUI B Mpoilecce 0CBOEHUsI
00pa3oBaTeIbHON NPOrpaMMbl M TUCIHUILTHHBL, B X0/1€ MPOMEKYTOUYHOI aTTecTalNu

4.1. IIpumepnsie onpocel K 3auemy

1. ITonsarue «JIeJIOTIPOU3BOICTBOY " «TOKYMEHTAILMOHHOE obecrieueHne YIpaBICHUS».
Ponb TOKyMEHTaIIMOHHOTO 00eCTIeYeH sl B YIPaBJICHUN OpraHu3alyeil.

2. XapaKTepucTHUKa COBPEMEHHOM 3aKOHOJATEJIbHOM u HOPMAaTUBHO-METOUYECKON 6a3sl
JIEJIONPOU3BOICTBA.

3. Ilonatne  wmHpopmarmm. TpeOGoBaHus, TpexbsABIIEMBIE K  IpaBIeHYECKOM  HH(MOpMAIHH.
WudopmannoHHbIe pecypesl.

4. [Tonarue noxymenTa. Poip qokymMeHTa B yIpaBiIeHHUH. XapaKTepuCcTHKa QYHKITNH JOKYMEHTa.

5. Bunst nokymenros. FOpunnueckas cuna 1okyMeHTa. Crioco0bl IOKYMEHTHPOBaHHSI.

6. OJEeKTPOHHBIN TOKYMEHT.

7. YHupuuupoBaHHas CcHCTEMa OpraHW3allMOHHO-PACIIOPSINTEIBHON JIOKYMEHTAllMU: XapaKTepUCTHKa,
Ha3HAYEHHE U COCTAaB.

8. I'OCT P 7.0.97-2016. O6mast XxapakTepUCTHKA.

9. [TonsaTus «HopMysip IOKYMEHTa» U «PEKBH3UT NOKyMeHTay». CIIoCcOObI pactoioKeHUsI PEKBU3UTOB.



10.

[TonsTne OmaHka MOKyMeHTa. Buapl OJaHKOB JOKYMEHTOB. TpeOoBaHUs, MPEIbABISEMbIe K OJaHKaM

JOKYMCHTOB. PexBu3nTEHI O/1aHKA JAOKYMCHTaA.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
cyx6s1 JJOY.
27.
cyx6s1 JJOY.
28.
29.

XapakTepHUCTHKA PEKBU3UTOB, ONIPEACIAIONINX IOPUINIECKYIO CHITY TOKYMEHTA.

PexBu3NTHI, OTpakarone 00padboTKy U IBI)KEHHE IOKYMEHTA.

PexBu3nTH comepKaTeIbHON YaCTH JOKYMEHTA.

SI3BIK ¥ CTHIIB CITYKEOHBIX JOKYMEHTOB.

Hasnadenue, coctaB 1 0()OpMIICHHE OPTaHU3AIIOHHO-IIPABOBBIX JOKYMEHTOB.

[onsiTue noroBopa, ero cocraBieHHEe U 0hOPMIICHHE.

Hasnadenue, coctaB 1 0()OpMIICHHE PACHOPAIUTENBHBIX JOKYMEHTOB.

ITpouenypa MOATOTOBKH PACHIOPAIUTENBHBIX JOKYMEHTOB.

[Tpuka3sl 10 OCHOBHOM JEATEIBHOCTH U IMYHOMY COCTaBY.

CrpaBodHO-HH(POPMAMOHHBIE JOKYMEHTHI: Ha3HAYCHHE, BUBL, TOPSI0K pa3paboTKu U 0(OPMIICHHS.
[paBuna coctaBneHus U 0OpPMIIEHUS CITy>KeOHOTO MUChMa.

[IpaBuia cocraBieHUs u 0POPMIICHHS CITy>KEOHOM, TOKIaJHON 1 OOBSICHUTENFHON 3aIIHCKH.
[TpoToxo:n kak cripaBOYHO-MH(POPMAIIMOHHBIN U PacIIOPSITUTENBHBIN JOKYMEHT.

IMopsinok coctaBieHus M 0POPMIICHHS aKTa.

Hasnauenue, coctaB 1 0()OpMIICHUE JTMYHBIX JJOKYMEHTOB.

Ciyx6a JIOY, ee THIIOBBIC OpraHU3aLMOHHbIE CTPYKTYPBI, IIPaBa M OTBETCTBEHHOCTb. 3a/1a4u U (GYHKIINN

JomKHOCTHON 1 uncieHHbIH coctaB cimyx0 JJOY. OyHKINHN, IpaBa U OTBETCTBEHHOCTh COTPYIHHUKOB

HopmatuBHO-MeTOamueckas 6a3a ciayx0sr JJOY.
HopmaTuBHBIE 1 HOPMAaTUBHO-METOAWYECKHE JOKYMEHTHI, PETJIAMEHTUPYIOIIHE MOPSIOK COCTaBICHUS

HHCTPYKIHH IO JOKYMCHTAIUOHHOMY 00€eCIeUeHUIO yHapaBJICHUA OpTraHU3aluH.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
JIOKYMEHTOB.

AHanu3 1 opranuzanus JOKyMeHTO000poTa.

O0BeM TOKYMEHTO000POTA.

Cucrema ynpaBiieHHs JOKYMEHTaMU: XapaKTePUCTHKA U 3TAIlbl BHEAPEHUSI.

[Tpuem, nepBuyHas 0O6paboTKa U MPEIBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB.

CornacoBaHue TOKyMEHTOB.

VYTBepKACHHE TOKYMEHTOB.

VYuer u perucrpanys J0KyMeHTOB. IHOPMaIMOHHO-IOUCKOBBIE CUCTEMBI.

KOHTpOJIb HCTIOJHEHHUS IOKYMEHTOB.

KonduaenunansHocts napopmaiyu. [IpaBuna paboTsl 1 3aIMThl KOHPUACHIIMATBHBIX JOKYMEHTOB.
OpraHuszanyst XpaHeHHs JOKyMEHTOB.

INonsarue «xeno». @opmMupoBaHue A€l

Homenknarypa nen.

[ToaroroBka NTOKYMEHTOB K Iepefadye B apXWB opraHuzauuu. OpraHu3aiys HCIOJIb30BaHUS apXHBHBIX

4.2. Ilpumepniuie 60npocvl mecmogvix 3a0aHuil

Bapuanrt 1.
1. Otpacnb nesTe’IbHOCTH, OOecrednBaromas JOKYMEHTHPOBAHUE W OpraHM3aliio paboThl ¢ OQHUIMAIbHBIMU

JIOKYMEHTaMU:
1.

v

JenonpoussoicTBo
JlokyMeHTOBeICHHE
CucremaTu3aius JOKyMEHTOB
CucrteMa yHUpUKAIMHA JOKYMCHTOB

. K xakomy Buy ci1y>k€OHBIX JOKyMEHTOB OTHOCSITCSI PAcIIOPSDKEHUS U yKa3aHHs?

OpraHu3anuoHHbIE JOKYMEHTBI
PacniopsinuTenbHble TOKYMEHTHI
CrnpaBouHO-UH(DOPMAIIMOHHBIE JOKYMEHTHI
JlokyMeHTanus o JMYHOMY COCTaBy



5. [Ipennoxxenus, 3asBICHYS, KATOOBI TpaXkIaH

3. JIOKyMeHT, TTOJIHOCTHIO BOCIIPOHM3BO AN HHPOPMALIHIO ITOAJIMHHOTO JOKYMEHTA U BCE €T0 BHEIITHHUE IPH3HAKHT
WJIHM 4acTbh UX:

1. Komnus nokymenTa

2. [MoamMHANK 0pUINATBLHOTO JOKYMEHTa
3. UepHOBOM JOKYMEHT

4. benosoii JOKyMEHT

4. Kakne peKBH3HUTHI B 3aBUCHMOCTH OT YIPEAUTENBHBIX JOKYMEHTOB MOTYT OBITh pa3MeIIeHbI Ha OJaHKe IrchMa?

1 Tocynapcteennsiii repd PD, repd cyobekra PD; IMOmemMa opraHu3aiiy, TOBAPHBIA 3HAK

2. Kopx opranmsarmm, Ko GOpPMBI TOKyMEHTA,

3 HaunmeHoBaHue opraHusanuy, ClipaBoO4HbIe JaHHBIE 00 OpraHU3alul

4. JlaTa nOKyMEHTa, perucTpalliOHHBIM HOMEpP AOKYMEHTA, CChUIKM Ha PErMCTPAalMOHHBIM HOMEp M NaTy
JIOKyMEHTa

S. Bce oTBeTHI BepHbI

5. B xakoif 9acTH JOKYMEHTa IIPOCTABIACTCS PeKBU3UT «I'prd orpaHUUeHus 10CTya K JOKYMEHTY» ?

1 Ha nocnenneli cTpanuie JOKYMEHTa B IPaBOM BEPXHEM YLy

2. Ha nepBoM smcTe JOKyMEHTa B HUJKHEM JIEBOM YTy

3 Ha nepBoM nHcTe JOKYMEHTa B BEpXHEM IIPABOM YLy

4 Ha xaxxgom nmucte JOKyMeHTa B IPOU3BOJIFHOM, OpocaromeMcs B Tia3a, MecTe

6. B xakom MecTe JAOKYMCHTA MPOCTABIACTCA «OT™MeTKa O KOHTpOJ’Ie»?

1. Ha neBoM nose 10KyMeHTa HapoOTHB PEKBU3UTA «3aroJIOBOK K TEKCTY»
2. Ha sreBoM noJie TOKyMEHTa HAaIPOTUB PEKBU3HTA «ApecaTy
3. Ha npaBoM nose 1okymeHTa

7. Kem ocymecTBisgeTcss KOHTPOJIb OPraHU3allMOHHO-PACTIOPAIUTENBHBIX JOKYMEHTOB IO IOPYYEHHUIO

PYKOBOJCTBA:
1. Crerncimyx60if
2. Kanuenspueit
3. OO0muM 0TIIEIOM
8. Kak HaumHaeTcs pacnopsaauTenabHas 9acTh NpuKas3a?
1 Co cnosa ITPUKA3BIBAIO
2. Co crnoBa IIpuka3siBaro
3 Co cnoB «Ilo ntnyHOMY cocTaBy»

. UTo BIMSET HA MPOIIECC yIpaBICHUs?
CKopocTh niepeMenIeHus TOKyMEHTOB

9

1

2. HudopmannonHas moagepxka

3 KoHTpoIIb 32 BBIMOIHEHHEM YIPaBJIEHYECKOTO PEIICHHS
4

Bce otBeThI BCPHBbI

10. ... — COBOKYMHOCTb IOKYMEHTOB WJIM JJOKYMEHT, OTHOCSAIIMXCS K OJTHOMY BONPOCY WJIH YYaCTKY J€ATEIbHOCTH,
TIOMEIIEHHBIX B OTJENBHYIO 00JIOKKY.

11. TIponiecc cozmanus u 0OPMIICHHUS TOKYMEHTOB:

1. Jenonpou3BoacTBoO
2. JlokyMeHTOBeieHHE
3. JlokyMeHTupoBaHHe
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12. K xakoMy BHIY CITy’)K€OHBIX TOKYMEHTOB OTHOCHTCSI IPOTOKOJT?

1. Opranu3anrvoHHbIe JOKYMEHTEI

2. PacmiopsianTenbHbIE TOKYMEHTBI

3. CnpaBo4HO-MH()OPMALUOHHEIE JOKYMEHTBI
4. JlokyMeHTanus 10 TUIHOMY COCTaBy

5. [pennoxxeHus, 3asBICHUsL, )KaI00BI TpaXIaH

13. Kakoii u3 (hopmaroB Oymaru He JOIyCKaeTCs IPH N3TOTOBJICHUH CIIY)KEOHBIX JTOKYMEHTOB:

1. A3
2. A4
3. A5
4. A6
3. A2

14. YrmoBoe pacroioKeHHE PSKBH3UTOB MOXKET OBITh:

1. TosbKO HEHTPOBAaHHBIM
2. Tonpko ¢aaroBeiM
3. U ¢maroBeiM, 1 IEHTPOBaHHBIM

15. B kakoli 4yacTu AOKYMEHTA MPOCTABISETCS] PEKBU3UT «AlpecaT»?

1. B BepxHeM npaBoM yrity
2. B Bepxnem neBoM yriy
3. B cepeaunne noxkymeHTa

16. B xakoM MecTe TOKYMEHTa IIPOCTABIISIETCA HOMEP CTPaHUILBI?

I. [Nocepenune BepxHEro o apabckuMu nuppaMu 0e3 KaBbIueK, 1e(UCOB U CIOBA «CTPAHHIIA»
2 IMocepenuHe HIKHETO MOJIS apaOCKUMU Irdpamu 63 KaBbIUYCK, TSPUCOB U CIIOBA «CTPAHHIIA
3. [Mocepenune BepxHETo Mo apabckumu nudpamu ¢ nepucamu
4 Iocepenune HIKHETO MOJIs apabckuMu Irdpamu ¢ aedhucamu

17. HopmaTuBHBIE aKThl, UMEIOIINE CBOJHBIA XapaKTep M ONpEelIoIe MOpaIoK 00pa3oBaHus, KOMIIETEHIIHIO,
OpraHM3aIIo0 PabOTHI —

1. Ycras

2. [Honoxenus

3. [lITaTHOE pacnucanue
4. WHcTpykunu

S. Jorosop

18. TIpaBOBO#i aKT, U31aBaEMblil OPraHOM YIIPABIICHUS 110 BOIIPOCaM HH(GOPMAIIMOHHO-METOIUYECKOTO XapaKTepa,
[0 BOINpOCaM, CBS3aHHBIM C OpPraHU3aluedl MCIONHEHUs MPUKA30B, MHCTPYKUUMH M JpYrHMX AakTOB JaHHOTO WU
BBILIECTOSIIET0 OpraHa yIpaBJICHUS —

1. Ykazanue

2 Pacnopsixenue
3. Pemenne

4 IIporokou

19. Kaxue 7OKyMeHTHI Ha3BIBAIOTCS IOKYMEHTALUEH 110 TMYHOMY COCTaBy?

1. IMacnopr
2. TpynoBoii 1OroBop ¢ pabOTHIKOM
3. OOBsICHUTEIbHAS 3aITUCKa

20. 'maBHOE MIpaBUIIO JOKyMEHTO00OpOTA —
I. Ycrpanenue 1y0nupoBaHus HHPOPMAIMOHHBIX M JOKYMEHTAIIMOHHBIX TOTOKOB
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2. OrnepaTUBHOE [BIKCHHE NOKYMEHTOB I10 Hauboyee KOPOTKOMY IyTH C MHUHHMAIIbHBIMHU 3aTpaTaMu
BPEMEHH H TPyla
3. YHudukanus npueMoB paboThl ¢ JTOKYMEHTAMH

Bapuant 2.
1. Hayynas nQuCHUMIUIMHA, 3aHUMAIOINASACST W3YyYCHHEM DPAa3BHTHS CIIOCOOOB JOKYMECHTHPOBAHUS W HOCHUTEICH

nH(popManuy, N3yJarommas 3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB:
1. Jlenonpou3BoCTBO
2. JlokyMeHTOBeieHUE
3. JlokyMeHTaIOHHOE 00ecIieueHIe YIIPaBICHUL

. K xakomy By cy’keOHBIX JOKyMEHTOB OTHOCHTCS CIIpaBKa?
Opranu3anvoHHbIe JOKYMEHTHI

PacnopsianTensHBIE TOKYMEHTHI

2

1

2

3. CnpaBo4HO-MH()OPMALMOHHBIE JOKYMEHTHI
4 JlokyMeHTauus 10 JIMYHOMY COCTaBYy

5

Hpeuﬂome}ma, 3asBJICHUA, ’KaJ1005I TpaxkaaH

3. Kakum nomxHO OBITh JIeBOE Mojie JokyMeHTa (He menee) mo ['OCT P 7.0.97-2016?
1. 10...15 Mmm

2. 20...35 MM

3 15 Mm

4 20 mm

. [IpononbHOE pacnoiokeHne PeKBU3UTOB MOXKET OBITh:
TonbKO EHTPOBAaHHBIM
Tonbko ¢aaroBsiM

S

W ¢naroBeiM, 1 IEHTPOBaHHBIM

5. VI3 KakuX COCTaBHBIX YaCTEH COCTOUT PEKBU3UT «AdpecaT»?

1. HanMenoBaHue opraHu3zaiiuu, T0JKHOCTh, MHUIUAIBI U (haMUIIHS, TIOYTOBBIN aJpec
2. HanmeHoBaHWe OpraHU3aIH, JOJDKHOCTD, HHHUITHAIB M ()aMUITHS, TOYTOBEIHN ajfipec, cYeT B 6aHKe, HOMEp
TenedoHa

6. B xakom Buie MOKET OBITh MPECTaBIEHA COJIEpKaTeNIbHAS YacTh JOKyMeHTa?

1. CBsI3HBIN TEKCT

2. Tabnura

3. AHkeTa

4. CoueraHue TEKCTOBBIX M TAOIUYHBIX (HOpM
5. Bce oTBeThI BepHbI

7. CBox mpaBWi, pEryJUpPYIOUIUX JEATeNIbHOCTh OpraHW3alli, YUpeKICHWH, OOMecTB, TpaxIaH, HX
B3aUMOOTHOILIEHHUS C JPYTMMHU OPraHU3aLUsIMH U FPpaXkJaHaMH, IpaBa U 0053aHHOCTH B Pa3HBIX cepax rocyapCTBEHHOTO
YIpaBJIECHUS WU HHOU AEATEIBHOCTH —

1. Ycras

2. [onoxenus

3. [lItaTHOE pacnimcanue
4. Wnctpykuun

S. Horosop

8. PacopsiuTenbHBINA JOKYMEHT, W3/IaBa€MbIii pYKOBOJAUTENEM KOJIIETHAJIHHOTO OpTaHa JUIsl e€IMHOHAYaIhHOTO
pEIICHHS OTIePaTUBHBIX BOIPOCOB -
1. Vkazanue
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2. [Tpuxkas

3. Pacnopsoxenue
4. Pemenne

3. IIporokou

9. Yto nmoHnMaeTcs IoJ rmpoueccoM ABUKCHUA KaﬂpOB?

l. KomangupoBanne pabOTHHKOB

2. [Moompenne pabOTHUKOB

3. [IpenocraBnenue oTIyCKOB

4. BrrHecenme BEITOBOpa

3. [Tpuem, nepeBon 1 nepemenieHne pabOTHUKOB

10. CnoxwuBiieecs HIN OpraHM30BaHHOC B Mpeacaax PIH(l)OpMaHI/IOHHOfI CUCTCMbI JOBWXXCHHC JaHHBIX B

OTIPEICTICHHOM HAaIpaBJICHNH, IPH YCIOBUH, YTO y 3THUX JAHHBIX OOIINI NCTOYHHK U OOIINI TPUEMHUK —

1. JIOKyMEHTOTIOTOK

2. JokymeHTo000poT
3. JlokyMeHTOBeIeHHE
4. Bce oTBeTsI BepHbI

11. Yo Takoe 1OKyMeHT?

1. Nundopmanns, 3admkcupoBaHHas Ha OyMa)KHOM WM JIFOOOM APYrOM HOCHTEJIE, UMEIOLIAsl ONpe/ieICHHbIC
PEKBH3HTHI.

2. JIroGas 3amuck, MOATBEPIKACHHAS TTIOAIHUCHIO.

3. Wudopmanus B 37EKTPOHHOM BHUJIE.

2016:

12. K xakoMy BHIly CITy’KEOHBIX TOKYMEHTOB OTHOCSTCS TPYZOBBIC KHUKKH?

I. Opranu3anoHHbIe JOKYMEHTHI

2. PacnopsiauTenbHble TOKYMEHTHI

3. CnpaBo4HO-MH()OPMALMOHHBIE JOKYMEHTHI
4. JloKkyMeHTalus 0 JIMYHOMY COCTaBYy

S. [MpeanoxxeHus, 3asiBICHUS, KaJI00bI TpaXkiaH

13. Kakum nomkHO OBITH TpaBoe mnojie qokymenta (ae menee) mo 'OCT P 7.0.97-2016?
1. 10...15 Mmm

2. 10 mm

3. 20 mm

14. Ilpu HanMCaHUH PEKBU3UTOB UCIOJB3YIOT:

1. Bce npasuiia opdorpaduu v MyHKTyalul pyccKoro si3blka
2. [IpaBuiio OTKPBHITON MYHKTyaluu
3. Oco6bie paBuiia opdorpadun U MyHKTYAI[HH PYCCKOTO S3bIKA, IPUHSTHIC B JICIONPOU3BOICTRE

15. YkaxxuTe BapuaHT OTBETa C IPaBHIbHO 0(OPMIICHHBIMU HHHIMAaMU 1 pamutiel anpecara no OCT P 7.0.97-

1. I'enepanprOoMy mupekTopy «OOO Onuc-94»
Bacunseny E. A.
2. I'maBHOMY OyxTantepy
T. W. [lleBuenko
3. IIpencenarento cagoBoIuecKkoro TopapuiecTsa «Bocxom

IerpoBy JMutputo lBanoBuuy

16. Yro moxpazymeBaercst o GopMoii coOIIoAeHHs ITUKETa B IEJIOBOH Tepenucke?
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1.
U3JI05KEHNS;

IIPON3BOACTBEHHBIX cmyaunﬁ nT.O.

2.
3.

YrnorpebneHne ycTouuBbIX (GopM oOpaieHus, MaOIOHHBIX CIIOBOCOYETAHHMH, HEHTPaTIBLHOTO TOHA

KpAaTKOCTbL TCKCTA,

Vcnionp30BaHuE BEIUYPHBIX 000POTOB C BEIPAXKEHHEM UPE3MEPHON BEXKIMBOCTH
Bricka3piBaHIE COMHEHHH, HaBsI3bIBAHNE aApecaTy 0XKHUIAEMOT0 pe3ynbTaTa U T. 1.

U3JI0KCHUS TPOCKO,

BbIpAXKCHHA NPU3HATCIBHOCTH,

cI1oco00B

apryMeHTalH

17. JloKyMeHT, 3aKpeIUIIONNNA TODKHOCTHON M HENIOCTHBIA cocTaB M (OHI 3apaOdO0THOH IUIATHl OPTaHU3AINH B

eJIoM —

vk w b=

18. PacnopsiiuTensHbIl JOKYMEHT, H3aBacMbIi
MIPHHIUIOB YIPaBICHUS —

1.
2.
3.
4.

5. Ilporokon

Vcras

TTonosxeHus

IlIraTHOE pacnucanue

WHcTpykunu

Horosop

VYkazanue

[Ipuxas
Pacnopsxenue
Pewenune

opraHamu, ﬂeﬁCTByIOHII/IMH Ha OCHOBC KOJIJICTHAJIBbHBIX

19. .... — JOKYMEHT, B KOTOPOM aBTOp B IIOBECTBOBATEJIbHONH (popMe, B XPOHOJIOTHUECKOM IOPSAKE H3JIaraeT

OCHOBHBIC COOBITHS CBOCH KHU3HH.

20. C gero HaunHAeTCSA paboOTa ¢ BXOAAIINMHA JOKYMEHTaMH?

I.
2.
3.

C TIPOBEPKU MPABUILHOCTH JOCTABKU, IICJTIOCTHOCTU YIIAKOBKHU, COXPAaHHOCTHU rneyartei

C pa3MeTKn JOKyMEHTOB

Peructpanuu

Kniou ona nposepku npaguipnocmu 6blno0IHEHUA mecmoewix 3a0anuil. Bapuanm Nel

Ne gonpoca 1 2 3 4 5 6 7 8 9 10

Omeem 1 2 1 5 3 1 1 1 4 JIeJI0

Ne gonpoca 11 12 13 14 15 16 17 18 19 20

Omeem 3 3 5 3 1 1 2 1 2 3
Kniou ona nposepku npaguibHocmu 6bln0JIHEHUA MecmogvlX 3a0anuil. Bapuanm Ne2

Ne gonpoca 1 2 3 4 5 6 7 8 9 10

Omeem 2 3 4 1 1 5 1 3 135 1

No 11 12 13 14 15 16 17 18 19 20

eonpoca

Omeem 1 4 2 2 2 1 3 4 ABTob6HOTrpadus 1

5. MeToan4yeckue MaTepHaJibl, ONpee/siiolue Npoueaypbl OlleHUBaHUs 3HAHUI, YMEHHI,

HABBIKOB, XAaPaKTEePH3YIOIMX 3Tanbl (POPMHPOBAHUS KOMIIETEHLHMH B Iponecce OCBOCHHS

AUCHHUIIJIMHBI, B X0/1€ l'lpOMG)KyTO'-IHOﬁ aTTeCTallun

Mertoauueckue MaTepuajibl, OHNPCACIAOIMMUC MPOUCAYPbl OLNCHUBAHUS 3HaHHI>i, yMeHHfI,

HAaBLIKOB, XapPaKTCPUIYIOMIUX 3TAIlbI (I)OpMI/IpOBaHI/ISI KOMHGTCHHHﬁ, pa3pa60TaHLI Ha OCHOBC 11oAxXoaa
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B.Il. becnanbko. 3amanusi ¢GoOHIA OLEHOYHBIX CpPEICTB MOTYT OBITh MPEICTABICHBI B JIBYX
B3aMMOCBSI3aHHBIX OJIOKaX.

IlepBblii 010Kk — 3a7aHWsi HA YPOBHE «3HATh», B KOTOPBIX OUEBUJCH CIIOCOO pEIICHUS,
YCBOCHHBIN CTYIEHTOM IPHU M3YYCHHH TUCIUIUIMHBL. 3aJaHUsl 3TOTO OJOKa BBHISBISIOT B OCHOBHOM
3HAHHUEBBI KOMIIOHEHT TIO JHUCUUIUIMHE W OICHUBAIOTCS [0 OWHAPHON MIKaje «IIpaBUIHHO-
HEMPaBUILHOY.

Bropoii 010k — 3a1aHus HA YPOBHE «YMETh» U «BIAJETh MPAKTUYECKUM OIBITOM)» (€CiH
npenycmorpero ®I'OC, yueonbim turanom u PIT/T). JlaHHBIH 010K MOXKET OBITh IPEICTABICH TUITOBBIMU
3aJJaHUSIMU, B KOTOPBIX HET SIBHOTO YKa3aHHsI Ha CIIOCOO BBIMOJIHEHHS, U CTYIEHT JUISl UX PEHICHUS
CaMOCTOSITENIPHO BBIOMpPAET OJIMH W3 HW3YYCHHBIX CIIOCOOOB WIJIM TPAKTHUYECKUMH 3aJIlaHHUSIMH,
CoJiep)KaHNe KOTOPBIX MPEIoIaracT UCIOJIb30BaHNE KOMILICKCA YMEHHI U HABBIKOB, JIJISl TOTO YTOOBI
CTY/ZICHT MOT CaMOCTOSITEJIbHO CKOHCTPYMPOBATH CIOCOO pEIIeHHS, KOMOMHHPYS H3BECTHBIC €My
CIOCOOBl W TPUBJICKAs 3HAHHWS W3 PA3HBIX JUCHUIUIAH (BBITIOJIHEHUE 3a/IaHUsl TPEOYeT pelIeHUus
MOCTaBJICHHOW TMpOoOJIeMbl B II€JIOM W TPOSBICHUS YMEHHUS aHAJIM3UPOBaTh WH(POPMAIHUIO,
MPOCIIC)KUBATh TPHYUHHO-CIICJCTBEHHBIC CBS3H, BBIACIATH KIIFOYEBBIC MPOOJIeMbl, (HOPMHUPOBATH
METOJIbI MX PEIICHU).

3ananust JaHHOTO OJIOKA MO3BOJISIOT OLIGHUTH HE TOJIBKO 3HAHUSA M0 AUCUUIUIMHE, HO M YMEHUS
MOJIb30BAThCS MMM TIPU PEIICHUHM CTaHIAPTHBIX (THIIOBBIX) W HECTaHIAPTHBIX 3ajad. Pe3ynbraTs
BBITOJIHEHUS 3TOTO OJIOKA OIICHUBAIOTCS C YYETOM MOJHOCTHIO WIIM YaCTUYHO PABUIIBHO BHIMTOJIHEHHBIX
3ajaHuid.  PemieHue  cTyneHTaMH  HECTAHIAPTHBIX  MPAKTHKO-OPHCHTUPOBAHHBIX  3aJaHHI
CBHJICTCIILCTBYET O (OPMHPOBAHMM Yy CTYACHTOB  OINPEACICHHBIX  OOIICKYJIbTYPHBIX U
npodeccnoHaNbHBIX KOMIETEHIIUN B cOOTBETCTBUU ¢ TpeboBanusimu OI'OC CIIO.

OneHuBanue 3HaHUM, yMEHUI, HABBIKOB, XapaKTePU3YIOIIUX 3Tarbl (OPMUPOBAHUS OOIIUX U
npoecCHOHANBHBIX KOMIETEHIIMMA, OCYIIECTBISETCS C IMOMOIIBIO CIEAYIOIEed MOJENH OIEHKU
BBITIOJIHEHUS TUTIOBBIX 33/IaHUI U TPAKTUKO-OPUEHTHUPOBAHHBIX 3a/1a4, KOTOPAas MO3BOJISIET YCTAHOBUTh
COOTBETCTBHE MEX]TY pe3yIbTaToM BhINoNHeHUs 3aganuii @OC obyvaromuMces (CTyIEHTOM) U YpOBHEM
00yUYEHHOCTH 10 IIKaJe oleHuBaHus (Tadmuis 3.1 — 3.2.).

Tabmuua 3.1. — Mozens onieHkH BeinoiaHeHus 3aganuii @OC, opHeHTHPOBAHHBIX HA TPOBEICHUE
YCTHBIX U NMUCBMEHHBIX OMpocoB (3aueT / auddepeHunpoBaHHBIN 3a4eT / HK3aMEH, KOHTPOJIbHbIE U
CaMOCTOSITeNIbHBbIE pabOTHI, 3a/aHUS JUIsI TEPMUHOJOTMYECKOrOo AMKTAHTa M T.I.), HA OLCHUBAaHUE
paloThI 00yJaromuUXcs Ha CEMUHAPCKUX / MPAKTUYECKUX 3aHATHX, HA OLIEHUBaHME 3a/JaHUM 110 TIOUCKY,
aHaJIM3y U cUcTeMaTH3aluy MH(OpMaIiK, Ha IOJArOTOBKY M ITyOIMYHBIE BHICTYIICHHS C TOKJIaAaMHU Ha
KOJIJIOKBHYME, MOJITOTOBKY M Y4acTHE B JUCKYCCHUAX BOBpEMsI NMPOBEACHUS KOH(PEPEHIHMH / KPYyIJIbIX
CTOJIOB, Ha paboTy 00y4arOIIMXCs B MANbIX (MUKpO-) TPyMNax U T.J.:

Ornenka Kpurepuu BbicTaBIEHUS OLIEHKH
OTangHo CTYJCHT JEMOHCTPHUPYET BCECTOPOHHEE, CUCTEMAaTHYECKOe U TIyOOKOe 3HaHWE
(3auTeHO) y4eOHOro MaTepuaa, TOYHO, YSTKO U KOHKPETHO OTBEYACT HA BOIIPOCHI, MOYKET

JIoKa3aTb M MOPOUJUIIOCTPUPOBATH CBOM  PACCYXKJECHHUS  MPaKTHUECKUMHU
NpUMEpPAMH, IIPU OTBETE Ha BONPOCHl PaCCYyXIACT, ONUPAsChb Ha 3HAHUI,
MOJIyYE€HHBIE KaK B paMKax JIaHHOT'O Kypca, Tak U IIPU U3YYEHUH APYTUX CMEKHBIX
JUCLMILIMH,  yMeeT  CBOOOJHO  BBIMOJIHATH  MPAKTUYECKHE  3aJaHMus,
MPElyCMOTPEHHBIE TPOTPAMMOM, B TOM UHUCJIE, PEIAET HECTAHIAPTHBIE 3a/1a4H, B
1IEJIOM OTBETHI TITyOOKHE, 000CHOBaHHBIC U 3aKOHUYEHHBIE;
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Xoporo
(3auTeHoO)

B CBOUX OTBETaX Ha BOMPOCKI CTYJCHT YETKO (DOPMYITUPYET ONPEACICHUS 1 MOXKET
MOKa3aTh B3aUMOCBS3b PA3JIMYHBIX YacTel MPONUICHHOTO B paMKax JaHHOTO
y4eOHOTO Kypca MaTepuaja, CTyIeHT JACMOHCTPHUPYET CIOCOOHOCTh K
Pa3MBIILICHUIO, IPU OTBETE HA BOIPOCHI PACCYXKIIACT, OMUPASCH HA TIOTYYCHHbIC
B paMKax JaHHOTO Kypca 3HaHHMS, JIETKO pellaeT THUIOBBIC 33aJla4M, CIIOCOOCH K
CaMOCTOSITEJIbHOMY TIONIOJIHEHUIO W OOHOBJICHHIO 3HAHWUH W YMCHHH B XOJe
JManbHenIe yaeOHol 1 mpoecCHOHATBHOMN NeATEIbHOCTH

VY 10BJIETBOPUTEIHLHO
(3auTeHO)

CTY/ICHT OOHApYXHMBACT B IEJIOM MPABHIBHOEC MOHMMAHHE OCHOBHBIX BOIPOCOB
MPOrpaMMHOTO MaTepuayia, MOXET JaTh OINPEACICHUS OCHOBHBIX ITOHSTHIA,
MPOMICHHBIX B paMKax y4eOHOT0 Kypca, OTHAKO U3JIaraeT X HeJJOCTaTOYHO YETKO
U / WM HE B TOTHOM 00beMe, MPEeIyCMOTPEHHOM YYEeOHBIM MaTepHaoM
JIEKIMOHHBIX W MPAKTUYECKUX 3aHSATHH, HE MOXKET BBIBECTH 3aKOHOMEPHOCTH U
CBSI3aTh BOCJIMHO PA3HBIC YACTH KypCa; TOMYCKACT OT/ACIbHbBIC OIIMOKU B OTBETE U
MpPU  BBIMOJIHCHUW 3aJlaHWil, PEIICHHE THIIOBBIX 3a]lad MOXET BHI3bIBATH
3aTpylHEHHE, TIPH 3TOM CTYIEHT 001agaeT HeOOXOAMMBIMU 3HAHHSAMU JUIS WX
yCTpaHEHHUsI IOJT PyKOBOJCTBOM MPEMOIaBaTENs

HeynosiersopurensHo
(He 3auTeHO)

3HaHHA CTYACHTaA O6pI)IBO‘IHI:I, HC MOKPBIBAIOT BCETO MPEAMETA, CKOPEEC 3ayUCHbI,
YCM IIOHATHI U, KaK CICACTBHUEC, CTYJCHT HC MOXKCT O6’bﬂCHI/ITI) CBsI3EH B paMKax
H3JI0KEHHOI0 MaTepHalia, JaTh TOYHBIX ONPEACIICHUN MOHSATUH, MPOUICHHBIX B
paMKax Kypca, JaeT paciulblBUaTbie (DOPMYIMPOBKH, HE BIalAeeT B JOJDKHOM
CTCIICHU TCpMHHOHOFHCﬁ n IpueMaMHM PpCUHICHHA THUIIOBBIX 3a/ad; OLICHKa
«HEYIOBJIETBOPUTEILHO», KaK IIPABUIIO, CTABUTCS CTyAE€HTaM, KOTOpPbIE HE MOT'YT
MPOAOJLKUTE O0YUIEHUE WU MPUCTYIIUTH K MPO()ECCHOHATIBHOM NeSTeIbHOCTH IO
okonyannn Koiemka 0e3 IOMONHUTENBHBIX 3aHITAH 0 COOTBETCTBYIOIIEH

JUCIUATIIINHE

Tabmuna 3.2. —

Mopnens onenku BbinoaHeHHs 3anaHuil @OC, OpUEHTHPOBAHHBIX Ha

BBIITOJITHCHHUE  TBOPUYCCKHUX SaI[aHI/II\/'I pasiindyHoro  ypOBHA  CJIOKHOCTH, LEJICBOIO Ha3BaHMA,

MPOJYKTUBHOCTH, IBPUCTUYHOCTH, B TOM YHCIIE, pa3HOYPOBHEBbIE 3aJaHUs (HAa OCHOBE MPaKTUYECKOU

CUTYyallMu), aHaJIM3 W pELIEHUS MNPAKTUUYECKUX CHUTYallMOHHBIX 3aJaHUi (KEWCcoB), 3aJaHus JUIs

pa3pabOTKH TBOPUYECKUX MTPOCKTOB, 3a/IaHUSI IJIs IOJATOTOBKH MPE3EHTAIIMM / MyJTbTUMEINA COOOIIEHUH,

3aaaHuA OJid IMMOATOTOBKU U YUaCTHA B JCJIOBBIX / CIOKCTHO-POJICBBIX / UMUTALMOHHBIX UI'Ppax U T.II.:

OrneHka Kpurepuu BbicTaBIEHUS OLIEHKH
OTinyHO AKTHBHOE ydYacTHe B aHalM3e W OOCYXIEHWH TMPOOJIEMHON CHUTyaIluu.
(3aureno) OOy4Jaromuiicss JEeMOHCTPUPYET HaBBIKM IIOWCKA PEJIEBAaHTHOH, IIOIHOM,

JOCTOBEpPHOW WHPOpPMAlMM JUIsi  aHalu3a, HCIOJIb3YeT HOPMATUBHBIE,
WHPOPMALIMOHHO-aHAIUTHYECKUE,  CTATUCTUYECKAE  HMCTOYHHKH.  YMeEeT
OTIPEAETTUTh CBOIO POJIb U B ITOJIHOW MEpPE BBIITOJHUTH CBOM (DYHKIIMU B PaMKax
KOMaHIHOH paboThlI.

CobmroaeT MPUHIUITEL AETOBBIX KOMMYHHMKAIIMIA U TpaBUIIa JAE0BOTO ATHKETa
MIPH B3aUMOJICUCTBHUH C JIPYTUMH OOYYaroIUMHCS, c(HOPMUPOBAHHBIE HABBIKH
MPE3EHTAlNHN Pe3yIbTaTOB COOCTBEHHON paboThl U pabOTHl KOMaHIBI.
JleMOHCTpHUPYET BCECTOPOHHEE, CUCTEMAaTHYECKOE U ITy0OKOe 3HaHUE y4eOHOTo
MaTepuana, TOYHO, YETKO U KOHKPETHO OTBEYAET Ha BOIPOCHI, MOKET JOKAa3aTh U
MPOWIIIOCTPUPOBATE CBOM PACCYKIACHHUS NPAKTUUYECKUMH IPUMEPAMH, IIPU
OTBETE Ha BOIIPOCHI PACCYKIAET, ONIUPASACh HA 3HAHUS, [TOJIyYCHHbIE KaK B PAMKaX
JAHHOTO Kypca, TaKk W IpPU H3YyYEHUHM JPYTHX CMEKHBIX IUCLUIUINH, YMEET

16




CBO6OI[HO BBITTOJIHATH MPAKTUYCCKUC 3aJIaHUA, TPECAYCMOTPCHHBIC nporpaMMoﬁ,
B TOM 4YHCJIC, PCIIACT HCCTAHAAPTHBIC 3aadyv, B ICJIOM OTBCThHI FJ'IY6OKI/I€,
000CHOBaHHBIC M 3aKOHYCHHBIE OTBETHI.

Xopoiiro AKTHBHOE ydYacTHe B aHalM3e W OOCYXIEHHH MPOOJIEMHOW CHUTYaI|H.
(3auTeHo) OOyuaromuiicss JAEMOHCTPUPYET HaBBIKM IIOMCKa PEJICBAHTHOM, MOIHOM,
JOCTOBEpPHOW WHPOpPMaMM JUisi  aHajih3a, HCIOJB3YeT HOPMAaTUBHEBIE,
nHGOPMALMOHHO-AHAIUTHYECKUE,  CTATUCTUYECKHE  HMCTOYHMKH.  YMeeT
OIIPENEJINTh CBOM POJIb U B IIOJIHOW MepE BBIIOIHUTH CBOU (YHKIUH B paMKax
KOMaHTHOH paboThI.

Co0roiaeT NPUHIMITEL ACTOBBIX KOMMYHHUKAIMK W TPaBUIIA JIEJIOBOTO 3THKETA
IIPU B3aUMOAEHUCTBUU C OPYTUMH OOYYaroIMMHCS, C¢(HOPMUPOBAHHBIC HABBIKH
MIpe3eHTANNHN PE3yIbTaTOB COOCTBEHHOW PabOTHI.

B cBoux oTBerax Ha BONPOCH YETKO (POPMYIHPYET ONpPEACTICHUS H MOXKET
MOKa3aTb B3aUMOCBSI3b PA3IMYHBIX YacTeH MPOIMIEHHOTO B paMKax IaHHOTO
y4e0HOTO Kypca Marepuaia, CTYAEHT JIeMOHCTPUPYET CHOCOOHOCTh K
Pa3MBIIIICHHUIO, IPH OTBETE HA BOIPOCHI pacCy>kKAaeT, ONUPAsACh HAa OTy4YCHHbIE
B paMKax JIJaHHOTO Kypca 3HaHWs, JIETKO pellacT TUIIOBBIC 3a7auM, CIIOCOOCH K
CaMOCTOSITEJIbHOMY IOTIONIHEHHIO W OOHOBJICHUIO 3HAHWH M yYMEHHUH B XOje

JManbHenel yueOHol 1 mpoeCCHOHANBHON JIeATeNFHOCTH

Y 10BIETBOPUTEIILHO OOydJaromuiicss y4yacTByeT B aHAIM3€ W OOCYKIEHUHM TPOOJIEMHON CHUTYaIuH,
(3auTeHo) JIEMOHCTPHUPYET HABBIKU MOMCKA MH(OOPMAIIUU TSl aHAJIM3a. Y MEET BBITIOJHUTH
CBOM OCHOBHBIC (DYHKIIMU B paMKax KOMaHIHOW pa0oThl. COOJII0OaeT MPUHIIUIIBI
JIeTIOBBIX KOMMYHHKAIMI 1 MpaBUJIa JAEJTOBOTO ATUKETA MPH B3aUMOACHCTBUH C
JIPYTUMHU 00yYarOIIMMHUCH.

OOHapyXuBaeT B IICJIOM TMPaBUJIBHOE TIOHUMAHWE OCHOBHBIX BOIPOCOB
OporpaMMHOI0 Martc€puajia, MOXCT OaTb OIPCACIICHUA OCHOBHBIX HOHSITI/II\/'I,
NPOWACHHBIX B paMKax Y4eOHOrO Kypca, OJHAKO H3JIaraeT WX HEIOCTATOYHO
YEeTKO W / WIHM HE B MOIHOM O0BEMeE, IPEAYCMOTPEHHOM YI€OHBIM MaTepHAIOM
JICKIMOHHBIX U NPAKTUYCCKUX SaHHTI/Iﬁ, HE MOXKET BbIBECTU 3aKOHOMCPHOCTU U
CBSI3aTh BOEJIMHO pa3Hble YaCTH Kypca; JOIMYCKaeT OTIeTbHBIE OIIMOKH B OTBETE
W TIpH BBINOJHEHWW 3aJaHUi, pEIICHWEe THUIIOBBIX 3aJad MOXKET BBI3BIBAThH
3aTpyJHEHHE, IIPH 3TOM CTYIEHT 00JamgaeT HeOOXOIMMBIMH 3HAHHMSMHU IS MX
yCTpaHEHHs T10]] PYKOBOJICTBOM IIPETIOIaBaTesI

HeynosnerBopurenbuo | OOydaromuiics NpMHAMAET NACCHBHOE y4acTUe (WM HE Y4acTBYET) B aHAIM3€
(He 3a4TeHO) npoOJeMHOM CcHUTyallud ¥ KOMaHAHOM pabote. 3HaHUS 0Oyyaromerocs
OOPBIBOYHBI, HE MOKPBIBAIOT BCETO MPEIMETa, CKOpee 3ay4eHbl, YeM MOHATHI H,
KaK CIIEJICTBHE, CTYACHT HE MOXKET OOBSCHHUTH CBS3EH B paMKax HM3JIOKEHHOTO
MaTepuana, 1aTh TOYHBIX ONPEACIICHUN TOHATUH, IPONHJEHHBIX B paMKax Kypca,
JaeT paciUibiBYaThie (OPMYIMPOBKHM, HE BIAQAECET B JOJDKHOM CTENEHH
TEPMHHOJIOTHE W  TNpHEMaMH  pEIICHWUS  TUIOBBIX  334a4;  OIEHKA
«HEYJOBJIETBOPUTENIBHOY, KAK IPABUJIO, CTABUTCS CTYAEHTaM, KOTOPbIE HE MOT'YT
MIPOJOIDKUTH O0YYEHHE MIIN MPUCTYIHUTH K PO ECCHOHATBHOM AEITEIHHOCTH 10
okoHuanun Kosemka 0e3 JAOMONMHUTENBHBIX 3aHATHH IO COOTBETCTBYIOLIEH

JUCHUILIIUHE.

I[aHHBIe MOZCIIH, SABJIAACH CTYACHTOUCHTPUPOBAHHBIMU, ITO3BOJISIIOT C(I)OKYCI/IPOBaTB BHUMAHUC
Ha PE3yJjibTaTaXx KaXXJ0ro OTACJIBHOI'O0 CTYIACHTA. HpeIIJ'IO)KCHHBIe IOKa3aTcjini OLCHKU PE3YyJIbTATOB
o6yquI/151 IO3BOJIAIOT CACIAaTh BHIBOAbBI 00 YPOBHE O6y‘-ICHHOCTI/I KaKI0ro OTACIBbHOTO CTYACHTA U 1aTh
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eMy PEeKOMEHJAIMU JJIsi JaJIbHEUIIEero yCHEeIHOTO MPOABIKEHUSI B OCBOCHUU HABBIKOB U YMEHHIA,
HEOOXOAUMBIX B MPO(HECCHOHALHON AEATEIbHOCTH.

[TpenyiosxeHHBIN (HOH/T OIIEHOUYHBIX CPEJICTB MOKET OBITh MCIIOIB30BAH JUISl OLIEHKHU PE3yIbTaTOB
o0y4eHHs OTAEIBHOTO CTY/AEHTa, a TakXke i1 BBIOOPKM CTYIEHTOB 10 COOTBETCTBYIOILECH
CIIEIUATIBHOCTH.
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