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1. ®OH/] OLIEHOYHBIX CPEJACTB JIJISI IPOBEJAEHUSA TEKYIIEN 1

MPOMEXYTOUYHOM ATTECTAIIMHA IO JUCIUILINHE

1.1. Ilepeyenb KOMIETEHLHMH C YKa3aHMEM 3TanoB UX (opMuUpOBaHUA B

npoiuecce 0CBOCHUsI 00pa3oBaTeIbHOM NPOrpaMMbl

Koa u HauMeHOBaHHe KOMIIETEHIIMH

Jranbl (OPMHUPOBAHUSA

CIIK-3. CnocobeH pa3pabaTbiBaTh M COTJIACOBBHIBATH
NPOCKTHl HOPMATHBHBIX IPABOBBIX AaKTOB W JIPYTHX
JOKYMEHTOB B 0O0JacTd  TOCYHapCTBEHHOTO |
MYHHUITUIIAIBHOTO YITPABIICHHSL.

1. PaboTa Ha y4eOHBIX 3aHATHIX
2. CamocTtosTenbHas pabora

CIIK-7. CrnocoOeH OCYIIECTBIATH N€JI0BOE OOIIEeHHE U
nyOJMYHBIC  BBICTYIUICHHS,  BECTH  [EPETOBOPHI,
COBCIIAHUA, OCYHICCTBIATH ACJIOBYIO TICPCIIMCKY U

1. PaboTa Ha y4eOHBIX 3aHATHIX
2. CamocTosTenbHas pabota

NMoAACPKUBATH BJICKTPOHHBIC KOMMYHUKAIIUN.

1.2. Onucanue mnokasarejieli U KpPUTepHEB OLECHUBAHUSA KOMIIETCHUUN Ha

PA3JINYIHBIX JTanax ux q)OpMI/IpOBaHI/IH, OIINCaHMuC IIKAJ ONCHUBAaHUSA

Onenu
BacMbl | YpOBEHb Oran Omcare Kpurepun lxana
e chopmupo | hopMHpOBAHH . OIICHUBAH
noKasareneu OLICHUBAHHUS
KOMIIET | BaHHOCTH A ust
SHIINU
CIIK-3 | Iloporosl | 1. PaGora Ha 3HATBh: OCHOBHBIC IOHATHS M | YCTHBIN IIxana
17§ y4eOHBIX COBPEMEHHBIE MPUHLIMIIBIL | OTIPOC OLICHUBAHMUS
3aHATHAX paboThI C nenosoit | Tect YCTHOTO
2. uH(popMalue, ocHoBHBIE | Keiic omnpoca
CamocrosTens | BUAbI JIOKYMEHTOB B [kana
Has pabora OpraHu3aIHH. OIICHUBAHUS
YMeTh: OpHUEHTHPOBATHCA B TecTa
CUCTEME HOPMAaTUBHBIX [kana
MIPaBOBBIX aKTOB, OLICHUBAHMUS
permamMeHTHpyommx  chepy Keiica
npodeccuoHaIbHON
JEeSITENIbHOCTH.
[Tponsuny | 1. PaGora Ha 3HaTh: OCHOBHBIC MOHSTUS W | YCTHBIM [Txama
ThIN y4eOHBIX COBpPEMEHHBIE IPUHIUIBI | OIIPOC OLICHUBAHMUS
3aHATUAX paboThI c nenosou | Tecr YCTHOIO
2. nH(popmanuen, ocHOBHbIE | Keiic ompoca
CamocrosTens | BUAbI JIOKYMEHTOB B | [lpaktuue | llkana
Has pabota OpraHu3aliu. CKHe OLICHUBAHMUS
YMeTh: OpHUEHTHPOBATHCA B | 3aJaHMS TecTa
CUCTEME HOPMAaTUBHBIX | (A5 [kana
MIPAaBOBBIX aKTOB, | OYHO- OLICHUBAHMS
periIaMeHTHpYImuX  cdepy | 3a09HOI Kelica
npodeccroHanbHOM dbopMbI) [xana
NEeSITEIbHOCTH. [IpakTnue | orleHUBaHUS
Baaners: OCHOBaMH | CKas MPaKTUYECK
KJIacCU(UKaLMU JOKYMEHTOB U | OJATOTOBK | UX 3a/laHui
HaBbIKAMU OLIEHKU | a [Ikana
MIPABWJIBHOCTH  COCTAaBJICHUS OLICHUBAHMUSI




Ouenu

BaeMbl | YpOBEHb Ortan Omicanie Kpurepun lxana
e chopmupo | hopMupoBaHH . OIICHUBAH
IoKazaresneu OLICHUBAHMUS
KOMIIET | BaHHOCTH i us
SHIU
OCHOBHBIX BHUJOB JOKYMEHTOB IIPAKTHYECK
B OpPraHM3alu. on
MOJATOTOBKH
CIIK-7 | IToporogs! | 1. Pabora Ha 3HaTh: OCHOBHBIE | Y CTHBIN [MIxama
17§ y4eOHbIX METOJNYECKUE M CIPABOYHBIE | OMPOC OLICHUBAHMUS
3aHATUAX Matepuansl 1o  Bompocam | Tecr YCTHOTO
2. NEATEIbHOCTH JINLT Ha | Keiic omnpoca
CamocTosTenb | TOJDKHOCTAX TOCYAapCTBEHHOM [Ixana
Hasi paboTta rpaxaaHCcKo ciykObl PD. OLICHUBAHUS
Ymern: aHAJIN3HPOBATh TecTa
OCHOBHBIE THIIBl JOKYMEHTOB, [xaina
perimaMeHTHpymux  cdepy OLICHUBAHMUS
npodeccroHanbHOM Kenca
JEeSITENIbHOCTH.
[TponBuny | 1. Pabota Ha 3HaTh: OCHOBHBIE | Y CTHBIN IlIxana
THIN y4eOHBIX METOJIMYECKUE U CIPABOYHBIE | OMPOC OLICHUBAHMUS
3aHATUAX Marepuansl 1o  Bompocam | Tecr YCTHOT'O
2. NEeITEeIbHOCTH JINI] Ha | Keiic ompoca
CamocrosiTens | TOJDKHOCTAX rocyaapctseHHoi | [Ipakrtnue | Illkana
Has pabora TPaXXTaHCKOU CITyKObI PD. CKHE OIICHUBAHUS
YMmers: aHAJIM3UPOBATh | 3aJaHUs TecTa
OCHOBHBIE THIBI JOKYMEHTOB, | (I [xana
perimaMeHTHpyomuX  cdepy | O4HO- OLICHUBAHMUS
npodecCHOHATBFHON 3a04HOM Kelica
NeSITENIbHOCTH. dbopMbI) [xana
Baanern: ocHoBamu orneHku | [IpakTuue | onieHMBaHUS
IIPAaBWJIBHOCTH  COCTAaBJICHUS | CKas IIPAKTHYECK
OCHOBHBIX BUJIOB JOKYMEHTOB. | MOJArOTOBK | MX 3aJaHUI
a [Txama
OLICHUBAHMUS
IIPAKTHYECK
on

IOATrOTOBKH




IlIkaa oeHUBAHUSA YCTHOI'O ONPOCA

Kpurepun oneHnBanus

Bbananl

BBICOKAsl aKTUBHOCTb Ha MIPAKTUUECKUX 3aHATUAX, COIEPIKAHNE U U3JI0KEHUE
MaTepuaiga OTJIMYAeTCsl JIOTMYHOCTBIO M CMBICIIOBOM 3aBEPIIEHHOCTHIO,
oOyvaromuicss  IoKa3zan  BJIaJCHHE  MaTepHajoM, YMEHHE  YETKO,
apryMEHTHUPOBAaHO U KOPPEKTHO OTBEYAeT Ha IIOCTaBJIEHHBIE BOIPOCHI,
OTCTanBaTh COOCTBEHHYIO TOUKY 3PEHHUSI.

20-16

ydacTHe B paboTe Ha MPAKTUYECKUX 3aHATHUSX, U3JI0KEHUE MaTepuana HOCUT
NPEUMYIIECTBEHHO OIUCATEIbHBIN XapakTep, OOydYaloluiics TMOoKa3ai
JIOCTaTOYHO YBEPEHHOE BIJIAJICHUE MAaTepUaloM, OJHAKO HEAOCTAaTOYHOE
YMEHHME YETKO, apT'yMEHTHPOBAHO U KOPPEKTHO OTBEYAET HA IIOCTABIICHHBIE
BOIIPOCHI U OTCTAUBATh COOCTBEHHYIO TOUKY 3PEHHUSL.

15-13

HU3KasA aKTUBHOCTb Ha IMPAKTUYCCKUX 3aHATUAX, O6yanOHIHfICﬂ IIOKa3al
HCYBCPCHHOC BJIAZICHUC MATCPHAJIOM, HCYMCHHC OTCTAaHNBATb CO6CTBCHHYI-O
IMO3UIHUIO U OTBCUATH HAa BOIIPOCHL.

12-10

OTCYTCTBUC AKTHUBHOCTHU Ha MPAKTUUCCKHUX 3aHATHUIX, 06yqa101111/1171051 IIoKa3saj
HC3HAHWEC MaTCpHraJia 1o COACPKAHNUIO NJUCIHUIIIINHBI.

9-0

IIkaJyia oneHUBAHUSA TECTA

Kpurtepnu ouenuBanus

Baiaiabl

81-100% npaBHJIbHBIX OTBETOB

20

61-80 % mpaBWIBHBIX OTBETOB

15

41-60 % npaBUIIBHBIX OTBETOB

10

MeHee 41 % npaBUIIbHBIX OTBETOB

I[IIkaa oneHUBaHUA Kelca

Kpurtepuu oueHnBaHus

Baaanl

JlaHbl ucuepIpIBaroIe 1 000CHOBaHHBIC OTBETHI HA BCE MMOCTABIICHHBIC
BOIIPOCHI, TPABUJILHO U PAIIMOHAIBHO (C UCIIOIB30BAHUEM PAIlMOHATBHBIX
METOMK) PEIICHBI 3aJaHus; P OTBETAX BBIACISIIOCH TJIABHOE; OTBETHI
OBLITH YETKUMH M KPATKUMH, a MBICITH U3JIarajuch B JOTUUECKOM
MOCJIEIOBATEIBLHOCTH; IOKA3aHO YMEHHUE CAMOCTOSITEIBHO aHAIM3UPOBATh
(bakThI, COOBITHS, SIBICHUS, TIPOIIECCHI B UX B3aUMOCBSI3H H
JTIAAJICKTUYECKOM Pa3BUTHH.

20

JlaHbI MIOJIHBIE, TOCTATOYHO 0OOCHOBAaHHBIE OTBETHI HA TTOCTABIICHHBIC
BOIIPOCHI, TPABUJILHO PEIICHBI 3a1aHUS; IPU OTBETAX HE BCEra
BBIJICJISIOCH TJIaBHOE, OT/IENIbHBIC TTOJIOKEHUS HEIOCTATOYHO YBS3bIBATIUCH
¢ TpeOOBaHUSIMU, MPU PEILICHUH 33aJJaHUI HE BCET/1a UCIIOJIb30BAIUCH
palroHaIbHbIE METOIUKHU; OTBETHI B OCHOBHOM OBLITM KPATKUMU, HO HE
BCETJIa YETKUMH.

15

JlaHbI B OCHOBHOM IMPABUJIbHBIE OTBETHI HA BCE MOCTABICHHBIE BOIIPOCHI,
HO 0€3 JOJKHOM TITyOrHBI 1 000CHOBAHUS, TIPH PEIICHUH 3aJaHui
00yyaroIuiicss He MPUMEHST HOBbIE METOJIUKHU OLICHKH, OJHAKO, Ha
YTOYHSIIOIIME BOMPOCHI JaHbI MPABUIbLHBIC OTBETHI; IPU OTBETAX HE
BBIJIEJISITIOCH TJIABHOE; OTBETHI OBUIM MHOT'OCJIOBHBIMH, HEUETKMMH U 0€3
JIOJI>KHOM JIOTUYECKOM MOCJIE0BAaTEILHOCTH, HA OT/ICIbHbBIC
JIOTTOJTHUTEIIbHBIE BOITPOCHI HE AAHBI MOJIOKUTEIBHBIE OTBETHI.

10

3any,Z[HHeTC$I IIPpHU BBIIIOJJTHCHHUHA 3az[aH1/1171, pa60Ta IIPOBOOUTCA C OHOPOﬁ




Ha IMPeroaaBaTeIIsd WM JPYTUX o6yqa10m1/1x051. ‘

IIkana oneHUBAHUSA NPAKTHYECKHUX 3aJaHUH

Kpurepuu ounennBanus banisl
81-100% mpaBUIILHBIX OTBETOB 10-8
61-80 % npaBUIBHBIX OTBETOB 7-6
41-60 % npaBUIBHBIX OTBETOB 5
MeHee 41 % MpaBUIIBHBIX OTBETOB 4-0

HIkana oneHUBAHUSA NPAKTHYECKOH NMOATOTOBKH

Kpurtepnu ouenuBanus Bajubl

BBICOKAsl aKTHBHOCTH Ha MPAKTUYECKOH MOJIrOTOBKE, CBOOOTIHO MPUMEHSET 10-8
IIOJIyYEHHBIE 3HAHWS IPU BBIIIOJHEHUH NPAKTUUECKUX 3aJaHU; BBIIIOIHSET
paboTy B  TMOJNHOM  O0OBEME ¢  COONIOJEHHUEM  HEOOXOIUMOM
NOCJIEA0BATEIbHOCTH  JIEMCTBUM; TI0OKA3aHO YMEHHE CaMOCTOSITEIIBHO
aHAM3UPOBATh (PAKTHI, COOBITHS, SIBICHHS, TPOIIECCHI B UX B3aMMOCBSI3U
HaBBIK OTPabOTaH NOJHOCTHIO

CpelnHsis AaKTUBHOCTb Ha TMPAKTHUYECKON  MOATOTOBKE, MPHUMEHSET 7-5
MOJIy4YEHHBbIE 3HAHUS TIPU BBIMOJHEHUU NPAKTUYECKUX 3aJlaHUl, HO
nomyckaer He 6osxee 50% omumOOK; BBIIOMHSET pabOTy YacTUYHO, HO C
COONIIOJICHHEM HEOOXOAMMOM IOCICAOBATECILHOCTH JCHCTBHI; ITOKA3aHO
yMEHHE aHaJIN3upOBaTh (HaKThI

HaBBIK OTPab0OTaH YaCTHYHO

HU3Kasi aKTUBHOCTh Ha TNPAKTHYECKOW IMOATOTOBKE, HE yMEET NMPUMEHSThH 4-0
MOJTYYCHHBIC 3HAHUS MPU BBIMIOJIHCHUN NPAKTUICCKUX 3a[[aHHfI, A0IMyCKacT
6omee 50% omuOOK; B X0/J€ BBINOJIHEHUS PabOThl AEMOHCTPUPYET Cialble
MPAKTUYCCKUC HABBIKH, BBITIOJIHACT pa60Ty YaCTU4YHO, HC YMCCT
CaMOCTOSITEIIbHO aHAIM3HPOBATH (DAKThI, COOBITHS, SIBICHUS, MPOILECCH B
HUX B3aUMOCBA3U

HaBBIK HE 0TpaboTaH

1.3. TunoBble KOHTPOJIbHbIE 3aJaHUS] WJIH MHbIE MATEePHAJIbl, HEOOXOAMMbIEe
MJISE OUEHKHU 3HAHMH, YMEHHMH, HABBIKOB U (MJIM) ONBITA [JAeSATEJbHOCTH,
XapaKkTepu3ylIuX 3Tanbl (GopMUPOBaHUSA KOMIETEHIIHMII B Mmpolecce
0CBOEHHS 00pa30BaTeIbHOI MPOrPpaMMbI

IIpumepHsblii TECT
Tecrt 1. TepMUHEI ¥ onIpeIEICHUS
KaxxnoMy W3 mpuUBEEHHBIX HIXKE MOJOKEHUM, OTMEUYEHHBIX HHUdpaMu, HaAWIUTE
COOTBETCTBYIOLINI TEPMUH WIIK TIOHSTHE.
A. Bxopsmuii JOKyMEHT.
b. Homenknarypa gen.
B. CornacoBanue 1oOKyMeHTA.
I'. FOpuanyeckas cuna JOKyMEHTOB.
/1. BHeIIHUM JOKYMEHT.
E.OpranuzaiimoHHo-pacnopsiiuTenbHas
JOKYMEHTALUSL.
K. TlomIMHHUK JOKYMEHTA.




3. JIOKyMEHT.

H. Odbopmiienue nen.

K. lokymeHTO060POT.

JI. Ucxoammii JOKYMEHT.

M. Jleno.

H. Perucrpanus qoKyMeHTa.

O. IIpaBo noanucu.

I1. BHyTpeHHUI NOKYMEHT

P. JlenonpousBoacTBO.

C. PexBu3ur.

T. KanpoBas nokymeHTanus

VY. O6s3arenpHble KaJpOBbIe

JOKYMEHTBI

@. PakynbTaTUBHBIE KaJIPOBbIE

JOKYMEHTBI

1. JIBueHHne JOKYMEHTOB C MOMEHTA CO3/IaHUsI UJIU MOJTYyUYECHUS IO OTIPaBKU WU
Nepeiayu uX Ha XpaHEeHHeE.

2. CBOMCTBO MOKyMeHTa OBITh MOJITMHHBIM JOKA3aTeIbCTBOM (DAaKTOB, COOBITHIA,
JIEUCTBUU.

3. COBOKYyIMHOCTh JOKYMEHTOB (B pEIKHX CIydasX OJUH JOKYMEHT),
c(hOpMHUPOBAHHBIX 110 KAKOMY-JTHOO MPU3HAKY.

4. JIOKyMEHT, CO3JaHHbId TMpPEONPUATHEM U  NPEIHA3HAYCHHBIA  JUIA
BHYTPU(PUPMEHHOTO UCTIOIb30BAHMUS.

5. [leATenbHOCTh, OXBATHIBAKOIIASL COCTABICHUE JOKYMEHTOB U OPTaHU3ALINIO
paboThI C HUMU.

6. Gukcanusa dakta CO3MaHUS WIA TOCTYIUICHUS IOKYMEHTA MyTeM MPUCBOCHUS
eMy MOpPSAKOBOIO HOMEpa € MOCJIeNyIOUIe 3amnuchio HEe0OXOUMBIX CBEIEHUH O
JOKYMEHTE B )KypHaJle, KApTOUYKE WIIM KOMIIBIOTEPE.

7. OTaenbHBIA 371EMEHT TOKYMEHTA.

8. OTHeceHHe TOKYMEHTOB K OINPEACIIEHHOMY Jely U UX CHCTeMaTH3alus BHYTPH
nena.

9. CucremMaTHU3UpPOBAHHBIM CIHMCOK JI€J, JKypPHAJIOB, KapTOYEK, 3aBOAMMBIX Ha
NPEANPUSITUN C YKa3aHUEM CPOKOB UX XPaHCHHUS.

10. MarepuanbHplii 00BEKT, C HHPOpPMaLUEH, 3aKPEIJIEHHON CO3/IaHHBIM
YeJIOBEKOM CIIOCOO0M ISl €€ Mepeaud BO BpPEMEHU U TPOCTPAHCTBE.

11. lIokyMeHT, OTIIpaBiIsieMblid IPYTUM OpraHU3alUsIM WIH IIOJTYYEHHBIN OT HUX.
12. JlokyMeHTanusl, co3iaromascs B cepe yrnpaBieHusl.

13. [TorHOMOYHE TOTKHOCTHOTO JIMI[A HA TOAMUCAHUE TOKYMEHTOB.

14. TlepBslif UK € AMHCTBEHHBIHN SK3EMIUIAP OPUITUATHLHOTO TOKYMEHTA.

15. JlIokyMeHT, TOCTyNUBIINNA HAa MPEINPUIATHE OT CTOPOHHEN OpraHU3alHH.

16. IokyMeHT, CO3JaHHbII Ha TaHHOM NPEANPUITUU U OTIPABICHHBIA aJpecary,
KOIIHSI KOTOPOT'O OCTAETCS B JETIE.

17. OOcyxneHue, OLIEHKA IMPOEKTAa JTOKYMEHTa JOJKHOCTHBIMHU JIMUAMHU WA
OpraHu3aALMIMHU.



18. JlokyMeHTbI, cOCTaB KOTOPBIX OIpeAesieT padoToAaTelb C YUE€TOM CHELUPUKU
IIPOU3BOJICTBA.

19. CoBOKYNHOCTH (pOPM, TOKyMEHTOB, (PUKCUPYIOMINUX HHPOPMAINIO O HAJTHYUU
U JIBIDKEHHHM II€pPCOHAaja B OpraHu3alld, B pe3yJibTaTe 4Yero BCE KaJIpOBbIE
IpOLEAYPBl IPUOOPETAIOT JOKYMEHTAIbHOE 0(hOpMIICHHE.

20. JIokyMeHTBI, HAIUYKME KOTOPBIX NMPAMO MpeaycMoTpeHo TpynossiM Konexcom
Poccuiickon @enepanum.

Tect 2. O61muMe TpedoBaHus K 0hOPMIIEHUIO IOKYMEHTOB

1. HetictByromuii 'OCT no odpopmiieHHI0 OpraHM3allMOHHO-PACIIOPSIAUTENbHON
JOKYMEHTAIUH NPeAyCMaTPUBAET MAKCUMAaJIbHOE KOJIMUECTBO PEKBU3UTOB:
A)27B)29 ) 31

b)191)30.E) 28

2. JlencTByronmm I'OCTom o 0(pOpMIICHUIO OpraHu3allOHHO-
pacnopsIUTEIbHON TOKYMEHTALUU SABJISIETCS:

A)TOCT P 6.31 -98 B) 'OCT P 6.30 — 2002

B)I'OCT P 7.0.97—-2016T") 'OCT P 6.30 — 2003

3. IIpu odopmienun rpuda yTBEpKACHUS CIOBO YTBEPKIAI0 UMEET CIEAYIOIIUI
BU/I:

A) YtBepxknaw B) YTBEPXKJIAKO

b) «YtBepxnato» I') « YTBEPKJIAIO».

4. JlaTol nipuKasa sIBJISIETCS:

A) nara ero nognucanus B) nata ero paccbuiku

b) nara ero BCTyIJIEHUS B CUITY

[")nara ero nosydeHus: CTpyKTypHBIM NTOAPA3IECICHUEM.

5. A66peBuarypa OKVY ]I pacmmdpoBbsiBaeTCs Kak:

A) otpacieBoil kKonupuKaTop YHUDUIIMPOBAHHON JTOKYMEHTAIINH

b) obmepoccuiickuit kmaccuduxkaTop yHUPUITUPOBAHHOM TOKYMEHTAIIUU

B) obmepoccuiickuii knaccuukaTop ynpaBiIeHUECKOW TOKyMEHTAIIUN

I') oTpacneBoil KOAUPUKATOP YIIPABIECHYECKON TOKYMEHTALUN.

6. TpeboBanus nevictBytomero ['OCTa mo odopMiIeHHIO OpraHU3alMOHHO-
pacnopsIuTEIbHON TOKYMEHTAUN PaCIPOCTPAHSIOTCA:

A) TOJIBKO Ha JJOKYMEHTBI TOCYJapPCTBEHHBIX YUPEKACHUIM

b) Ha MOKyMEHTHl OpraHu3auuid, YYpeKICHUH W TPEeANpUATAA HE3aBUCUMO OT
(bopMbl COOCTBEHHOCTH U OPTraHU3ALMOHHO-TIPABOBOU (DOPMBI

B) Tonpko Ha KOMMepUECKUE PEATNPUATUSL

I') Tonbko Ha y4dpeXJeHHus, B KOTOPBIX IEJIONPOU3BOACTBO BEAETCS Ha OCHOBE
MH(POPMAILIMOHHBIX TEXHOJIOTHH.

7. Hata 12 mapta 2003 roga B JoKyMeHTe 0(DOpMIISETCS:

A) 12.03.2003. b) 12. III. 2003 B) «12» mapta 2003 roga

Tecr 3. «Iloaroroska u oopmiieHne 6JIaHKOB JOKYMEHTOB YIPABJICHUS

1. Hanuure airopuT™ co3iaHus Jito00To JOKyMEHTa yIpaBlIeHUs

2. I3 mepeynciaeHHoro NCKIYUTE JTUIITHEE:

a) oOmwmit 61aHK

0) 6;aHK MPOTOKOIIA

B) OJIaHK KOHKPETHOI'O BUJA JOKYMEHTa




r) OJaHK MHUChMa

3. JIOKyMEHT J1015KEH UMETh IOJIA:

a) He meHee 20mu (1eBoe, paBoe, BepxHee), 10mi1 ( HuxKHee)

0) He meHee 20mi1 (BepxHee, JeBoe, HuxHee), 10mi (mpaBoe)

B) He Oosiee 20Ma (JieBoe, BepxHee, HIxkHee), 10mi (mpaBoe)

4. Crangaptabiii popmatr A4 GJIaHKOB IOKYMEHTOB UMEET pa3Mep:
a) 148 * 210 mn

0) 210 * 297 mn

B) 297 * 420 mn

5. VYcraHOoBiIEHbl JBa BapuaHTa OJIAHKOB B 3aBUCHUMOCTH OT PAaCHOJOXKECHHS
PEKBU3UTOB:

a) YIJIOBOM M TMaroHaJbHbBIN

0) MPOAOJIBbHBINA U MMPOU3BOJIHHBIN

B) YIJIOBOM U MPOAOJbHBIN

') IMarOHaJbHbBINA U MIPOU3BOJIbHBIN

6. OOt 61aHK UCTIONB3YIOT AJISE U3TOTOBJICHHUS:

a) MOOBIX BHJIOB JOKyMEHTOB

0) TOIBKO JJIs1 UCXOASIINX IOKYMEHTOB

B) JTIOOBIX BUJOB JOKYMEHTOB KPOME MTUChMa

T') TOJBKO JIJIsi TOKYMEHTOB, H3rOTOBJICHHBIX MAIIMHOMUCHBIM CIIOCOOOM
Tect 4. Opranu3alOHHO-IIPaBOBbIe TOKYMEHTHI (OI1]1)

1. Tlepeuucnute AOKYMEHTBI OpraHU3allMU, OTHOCSAILIUECS OPraHU3aIMOHHO-
IPaBOBBIM

2. OIIA;

a) He 00s13aTeIbHbI K MUCTIOJIHEHUIO

0) 00s13aTeNBHBI K UCITOTHEHHUIO

B) 00s13aTENIbHBI K UCTIOJTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

') 00513aTeNbHBI K UCIIOJIHEHUIO B CJIyYasiX YKa3aHHBIX PYKOBOJUTEIIEM
3. Hns OITJ] 06s13aTenbHBI B JIFOOBIX CITydasix:

a) rpud coraacoBaHUs

0) rpud yTBEpKACHUSA

B) AMOsieMa OpraHnu3aluu

I') OTMETKA O KOHTPOJIE

4. OITJ neuncTByrOT:

a) 6ecCpoYHO B HEU3MEHHOM BUJIE

0) 6eccpOYHO 10 UX OTMEHBI UJTU 10 YTBEPKIEHUS HOBBIX

B) /10 CIa4M B apXUB

I') IOATBEPKIAIOTCS €KETOTHO

5 Tlepeuncnure peKBU3UTHI, KCIIOJIb3yeMble it co3ganus OIT/:
6. OITJl moryT yTBepkaaThcs (YKaKUTE JIUIIHEE)

a) BBILIECTOSIIECH OpraHu3anuen

0) pyKOBOJUTENIEM JAaHHOW OpraHU3aIuu

B) KOJUJIETHAJIbHBIM OpraHoM (HarpuMep, COBETOM TUPEKTOPOB)

T') OpraHOM UCIIOJTHUTEIBLHOM BIIACTH




7. OII mpoxomsiT MpoIEaypy COIIacoBaHUS M OQOPMIICHHS PEKBHU3UTA BH3
corylacoBaHus (YKaxuTe JUIIHEE):

a) C 3aMECTUTEJIEM PYKOBOAUTEISI OpraHu3aluu

0) ¢ IOpUANYECKON cITy K001

B) C 3aMHTEPECOBAHHBIM IOJIpa3/IeICHUEM

T') C BBIIIECTOSIIEH opraHu3aiuen

Tect 5. PactiopsiauTenbHble JokyMeHThI (PJ1)

1. [Tepeuncnure TOKYMEHTBI OPTaHU3AIMKU OTHOCSIIHUECS K PACIOPSIUTEIbHBIM

2. PJI:

a) 00s13aTeNbHBI K UCIIOJIHEHUIO B 3aBUCUMOCTU OT COJEPKaHMS

0) He 00513aTEIBHBI K UCIIOJTHECHHUIO

B) 00513aTEJIbHBI K UCIIOTHEHHUIO

3. PJI nmoanuceiBaeT (yKaKUTE JIUIIHEE):

a) pyKOBOJIUTEJIb, UMEIOLINI MpaBo noanucu PJI cooTBETCTBYIOIIETO

COZIepKaHUS

0) MCHOJHUTETh OO0S3aHHOCTEH PYKOBOIUTENS B TEPHOJ €r0 OTCYTCTBHS, €CITU
MOJITHOMOYHSI  MCTIOJHSIIOMIETO 00S3aHHOCTH  O(OPMIIEHBI  COOTBETCTBYIOIUM
obpazom

B) pa0OTHUKOM, KOTOpPbIH B CHIIy OOCTOSITENIbCTB BBIHYKJIEH HCHOJHATh
0053aHHOCTH PYKOBOAMTES

6. llepeuncnure pEeKBU3UTHI, BKJIOYAaeMble B OJAHK PacloOPSIUTEILHOTO
JIOKyMEHTa OpraHu3al1u:

7. llepeumciure pekBu3uThl PJI, 114  KOTOPBIX  MIPEayCMaTPUBAKOTCS
OTpaHUYMUTENIbHbIE OTMETKH ISl TPAHUI] 30H PACIIONOKEHHUS TUX PEKBUZUTOB:

8. Haroii PJI, npuHUMaeMoOro €JMHOJIUYHO SBJISECTCS:

a) 1aTa rnepeiayvr MpoeKkTa J0KyMEHTa Ha OANUCH PYKOBOJUTEIO

0) maTa MOAMUCAHUS PYKOBOIUTEIIEM

B) 1aTa Bo3BpaTa noanucannoro PJI B ciyx0y JIOY

r) nata peructpanuu noanucanHoro P/ B ciyxoe 10Y

9. IIpoekT npukasa (pacnops>KeHHs) COTJIACOBBIBACTCS

a) TOJILKO C IOPUIUIECKON CITyKOO0H

0) TOJIBKO C 3aMECTUTENIEM PYKOBOJUTENS

B) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMU MOAPA3ICICHUIMHU

I) C 3aMHTEPECOBAHHBIMU CTPYKTYPHBIMHU MOJPA3JCICHUSIMU U OPUIUYECKOU
ciy>x00H

Tect 6. UndbopmanmonHo-cripaBouHble JokymMeHThl (MICJI)

1. Ilepeuucnure AOKYMEHTHI OpraHU3AIMHM OTHOCALIMECS K HWH(OPMAIMOHHO-
CIIPaBOYHBIM:

2.1C[H

a) He 00s13aTebHBI K MUCTIOJTHEHUIO

0) 00s13aTeNBHBI K UCITOTHEHHUIO

B) 00s13aTEIHHBI K HCTIOJTHEHUIO B 3aBUCUMOCTH OT CUTYyaIluu

) 00s13aTEIbHBI K UCTIOJHEHUIO B CITyYasX YKa3aHHBIX PYKOBOJUTEIEM

3. s UCJ] o6s13aTenex B THOOBIX CIydasx peKBU3UT:

a) sM0Osema opraHu3auuu




0) ampecar

B) KOJ OpraHu3aiuu

I') OTMETKA O 3aBEPEHUU KOIIUU

4. B kakoMm gokymente MCJl HUKOr1a HE UCTIONb3YETCS PEKBU3UT «HAUMEHOBAHUE
BUJIA JOKYMEHTA»:

a) aKT

0) 3asBJICHUE

B) MUCHMO

) CIpaBKa

5. UC]I aBastoTCS:

a) OCHOBHBIMH JIOKYMEHTaMHU yIIPABJICHHUS

0) BcIOMOTaTeNbHBIMU

B) HUCXOJISIIITUMHU

') HEUTpaJIbHBIMU

6. Pe3zomonuto Ha MCJI Hanaraer:

a) TOJIbKO MEPBBIN pyKOBOJIUTEIIb

0) pyKOBOJIUTENb BBILIECTOSAIIMN IO OTHOMIEHHIO K CO3JaBLIIEMY IOKYMEHT

B) PYKOBOJUTENb, YKa3aHHBII B ajpecare

') pyKOBOJMTEIb BBIIIECTOAILEH OpraHUu3aliu

Tect 7. OdbopmiieHne npuemMa Ha paboTy

1. Hanummure oOmuii mopsaok oopMiieHUs TOKYMEHTOB IIPU IpUeMe Ha padboTy
2. JIOKYMEHTBI, MpeabsIBIsieMble NMpU OPOpMICHUHN MpueMa Ha padoTy (yKaKkuTe
JIUIITHEE)

a) macmopT

0) Tpy0Basi KHIDKKA

B) CTPAaxOBO€ CBUAETENIBCTBO MOCYAApPCTBEHHOIO IEHCUOHHOI'O CTPaXOBaHHUs

') IOKYMEHThl BOMHCKOT'O y4yeTa

1) TOKyMEHT 00 00pa30BaHUU

€) XapaKTepUCTHKA C MOCIETHETO MeCTa pabOThI

3. Ecim paGoTHUK yTpaTuil TPYIOBYIO KHHXKKY, OH MOXET OOpaTUThCA B
NUCHMEHHOM BHU/JIE C MPOCHOOH 0(OPMUTH HOBYIO (YKQ)KUTE JIMIITHEE)

a) K paboToaTENIO MO MOCIEAHEMY MECTy paboThI 32 opopMiieHueM ayOauKara
0) k paboToaaTelto, K KOTOpOMY MOCTYMAaeT Ha padboTy

B) B TPYJOBYIO MHCIIEKIIMIO, KyITUB HOBBII OJaHK B Knocke Pocneuaru

4. Kyna 3a”ocsTcst CBeICHUS O IpueMe Ha paboTy (YKaKUTe JIMIHEE)

a) B TPYJAOBYIO KHHXKKY

0) B kapTouky T-2

B) B KHUT'Y PETUCTPAIIMU TPYAOBBIX KHUKEK

) B Ta0emb yuera pabodyero BpeMeHu

1) Ha UHQOPMAIIMOHHBIN CTEH]T OpraHU3allMK B BUJIE MPUKa3a

5. [Ipu npueme Ha paboTy pabOTHHUK JOJIKEH pacucaThes (YKaKUTE JTUIITHEE)
a) B TPYJIOBOM JJOTOBOPE

0) B mpukase

B) B XapaKTEPHUCTHUKE

) B KapTouke 1o ¢popme T-2




6. TpynoBasi KHIKKA TOCTIE TIpreMa Ha pad0Ty XPaHUTHCS:

a) y paboTHUKA

0) y pyKOBOAMTENS OApa3ACICHUs, Ky/1a IPUHAT PaOOTHUK

B) B KaJpOBOM ciryx0e

) y CEKpeTaps IUpeKTopa

7. Ecau paOOTHMK TpPHHMMAETCS HAa pPalOOTy BIEPBbIE, TO TPYIOBYIO KHIDKKY
JOJKEH O(POPMHUTH:

a) paboToaarTelsb 3a CBOM CUET

0) paboToaresnp, B ciiydae MpuoOpeTeHus OJIaHKa TPYAOBOM KHUKKU PAaOOTHUKOM
CaMOCTOSITEIIbHO

B) paboTo1aTeb, MOJYYrB ¢ pabOTHHKA IJIaTy 3a OJIaHK TPYAOBON KHIKKHU

8. Ilepeuncnute, ¢ KaKMMHU JIOKaJbHBIMH HOPMATHUBHBIMU aKTaMH pPaOOTHHUK
JOJDKEH TIOJl pOCIHCHh O3HAKOMHUTBCS NpPH TOCTYIUIGHMHM Ha paboTy [0
oopMIIEHUS TPYOBOTO JIOTOBOPA.

IIpumMepHbIe BOMPOCHI JIAA YCTHOTO ONMpPOca
1. KakumMu HOpMaTHBHBIMU TIPABOBBIMH aKTaMH PETJIAMEHTHPYETCS EATeIbHOCTh
CITy’0 JOKYMEHTAIITMOHHOTO OOECIEYEHUSI B TOCYAAPCTBCHHBIX, MyHHUITUTIATBHBIX
opraHax Wid yYpeKJICHHIX, B T.4. 00pa30BaTCIIbHBIX ?
2. Kakumu cBOWCTBaMHU aKTOB YIHpaBlIeHUs OOECIEUMBACTCS WX IOpUIUYECKas
cuna?
3. Kak o0ecrieunBaeTcs 0OpUIMYECKasl CUJIA aKTa YIIPABICHUS ?
4. Kak ximaccuuiupyroTcsi JOKyMEHTHI, IPUMEHSIEMbIC B OpTaHU3aIUsIX ?
5. TpeGoBaHuUs K BEJICHUIO TUYHOTO JieJia paOOTHHUKA.
6. B 4ueM 0cOOEHHOCTH JOKHOCTHBIX PETIaMEHTOB PaOOTHUKOB U TMOJOXKEHUHN O
MOJIpa3/IeTICHUSX IETOMPOU3BOJICTBA B OPTaHU3AIUSX ?
7. KoMImiekc TOKyMEHTAIMU TI0 aTTeCTAINA MeJarOTHIECKUX paOOTHUKOB.
8. Kak BIMSIOT KOMIETCHIIMOHHBIE OCOOSHHOCTH OPTaHM3allid, YUPESKIACHHS Ha
POLIETyPhl JOKYMEHTAIIMOHHOTO 00€CTICUCHUS YITPABICHYECKON IeITeTLHOCTH?
9. TexHonoruu 00pabOTKU JOKYMEHTOB B OpraHu3aIusX.
10. KakoBa nporeaypa JAeI0NPOU3BOACTBA C JOKYMEHTaMU KOH(UICHIINATHLHOTO
xapakrepa?
11. Kakue  Bompockl  OTHOCATCS K  KOMIIETEHIIMM  TOJApa3/eJeHUMN
JIOKYMEHTAIMOHHOT'O 00eCTIeUeHUsI YIIpaBIeHuUs ?
12. Oco0eHHOCTH CITyKEOHOTO JIeTOMPON3BOICTBA MEXKIYHAPOAHOTO XapaKTepa.
3. Kakue npoOnembl GOpMUPOBaHUS W BEACHUS €IMHON CHCTEMbI JIEKTPOHHOTO
JIOKYMEHTO000poTa ¢eiepaibHbIX OPraHOB BIIACTH, OPTraHOB BJIACTH CYOBEKTOB
Poccutickoii @eaepanuiyi MOKHO Ha3BaTh 0CO00 aKTyalbHBIMH U ITOYEMY?

IIpumepsl NPAKTHYECKUX 32IaHUH
3aganue 1
ApramonoB M. A. mpuHsAT Ha J0KHOCTH Oyxrantepa B OO0 «Mupy, rie
paboTa 111 Hero OyAeT OCHOBHOM.
Kakue nokymentsl B coorBercTBuU ¢ TK P® oH nomxeH mpeacTtaBuTh B
OTAEN KaJIPOB KOMIAHUU?



Kakue MOKyMEHTBI OH MOXET NPEICTaBUTh IS IOATBEPKICHUS CBOETO
npo(ecCuoHaNbHOTO YPOBHS?

3ananmue 2

VYpaBiaeHUI0 EPCOHAIIOM  KOMIIAHMM  IOPYYEHO  pa3paboTarb WU
IPEACTaBUTh Ha YTBEPXKACHUE PYKOBOAMUTENIO TMOJOXKEHHEe 00 arrecrauuu
pabotHukoB. Ilocie Bcex coriacoBaHuii U A10pabOTOK TEKCTa, JOKYMEHT rOTOB K
YTBEPXKJICHUIO PYKOBOJMUTENIEM OpraHu3alydyd, HO HAYaJIbHUK YINPaBICHUS
NIEPCOHATIOM, KOTOPBIN JOJIKEH ObLI €ro NoJANucaTh, 3a00ell.

[lomymaiiTe, kKak BBIUTH W3 OTOW CHUTyallUd W BOBPEMS IIPEICTABUTH
MOJIOKEHUE 00 aTTeCTallMi PYKOBOJUTENIIO KOMIIAHUU.

Ipumep keiica
IHocTpoenne cucreMbl JOKYMEHTAMOHHOIO o0ecnevyeHHUs yNpaBJIeHUS
MePCOHATIOM

XapakTepucTUKa OPpraHu3alnuu

[Ipodgunb nedATebHOCTH — TOProBOE NPEINPUSATHE; OBITOBAs TEXHUKA.
Yucnennocts nepconana — okoio 100 uenoBek. Cpok paboThl HA POCCUHCKOM
pbiHKE — 12 7€r.

OO0mas curyauus

Bbl BO3rnaBuiM BHOBBH co3faBaeMylo ciyk0y mnepconana. [lpu mepBom
3HAKOMCTBE C TIPEINPUSATHEM ObLlIa BBISIBIICHA CJIEIYIONIAsl CUTYyaIHs.

l. B Teuenune 12 ner cymecTBOBaHMS KOMIAHUSA 3aHUMAET YCTOWUYMBOE
MOJIOXKEHUE B COOTBETCTBYIOIIEM cermeHTe pbiHKa. CdhopmupoBaHa auiepckas
CeTh, IJIAHUPYETCSl pacHIMpeHue KaHaioB cObiTa. OIHAKO B MOCIEAHEE BpeMs

TEMITbI pocTta HavyaJIu CHUKAThCH, OIIYIIAETCS HEXBaTKa
BBICOKOTIPO(ECCUOHATBHBIX KaJIPOB.
2. 'maBa koMmaHum — Xapu3MmaTUyecKash JUYHOCTh, HPUHUMAET

pemieHusi OBICTPO U €IUHOIWYHO. B TO ke Bpemsi pyKOBOAWUTENb HE MPUBBIK
o0CyXJaTh CBOU pEILICHUS, IMOITOMY Jake OiKailliee OKPYXKEHHE CMYTHO
IpeaCcTaBisieT ce0e MepCreKTUBBI Pa3BUTH KOMIIAHWH, a Y MEPBOrO JIMIa BCErna
KaTacTpo(UIECKU HE XBATACT BPEMEHHU.

3. MHorue U3 uyncia pyKoBOJCTBA BBIPOCIH B KOMIIAHUH C CAMBIX HU30B.
OnHako rpaHUIBl OTBETCTBEHHOCTH PYKOBOJUTENCH MOJpa3IeiIeHUN OMpeaesIeHbI
HeueTKo. YacTo oHM paboTalOT KaK CHEIHMAINCThI, BBIMONHAS HE CBOUCTBEHHBIE UM
(GyHKIMH, TOATOMY y HHUX HE XBaTaeT BpPEMEHH 3aHMMAThCS COOCTBEHHO
yIpaBIeHYECKIMHU 33]]auaMH.

4. B memom armochepa B KOJUIGKTHBE  JOOpOKeIaTeIbHAs.
PykoBoauTenu MmponoBeAyIOT CTHIIb «OTKPBITBIX JIBEpEil», 4acTo HIEU pPSIOBBIX
COTPYJIHUKOB aKTHBHO IMOJJEPKUBAIOTCS. ['J1aBa KOMIIAaHUU 3apa)kaeT KOJIJICKTUB
CBOHMM SHTY3Ua3MOM.



6. B kxoMmMmaHuu mpakTUYECKH HE OBIBACT MPEMHM, TOJbKO Okianubl. O
BEJIMYMHE OKJIAJ0OB PYKOBOJIUTENb B UHAUBUIYaIbHOM MOPSAJIKE IOrOBAPUBAETCS C
paboTHUKOM Tpy TIpueMe Ha padboTy. Kakux-1mmbo crucTteMaTniecKux mepecMoTpOB
3apa0OTHOM IIaThl HET.

7. TexyuecTb KagpoB B MOCJIeIHEE BpeMs yBenuuunach. PykoBoaurenu
noJipa3AeieHuil caMy 3aHUMAIOTCs TTOJ00OPOM TIEpCOHAIa, TaK KaK OTAeNa KaJapoB
HeT. Bompocamu mepcoHana 3aHUMaeTcs OJWH YEIOBEK — MEHEIKep IO

NIEPCOHATy, KOTOPBIM BEIET B OCHOBHOM YYETHYIO KaJIpOBYIO JIOKYMEHTAIIHIO,
0hOpMIISIET TPYIOBBIE JOTOBOPHI.

8. B koMmmanuum He pa3paboTaHbl JOKYMEHTBI, pEriiaMEeHTUPYIOUINE
KaJpOBYIO TIOJUTHKY, X BCE BOTIPOCHI PEIIAIOTCS B paboueM MOpsIKE.

3ananue:

I. BoisBute mpobOnemHble  00J1acTU B KaapOBOM  MEHEIKMEHTE
KOMITaHUH.
2. Onpenenurte NEPBOOYEPETHBIE MEPHI TIO COBEPIIICHCTBOBAHUIO

JOKYMEHTAILMOHHOI'O 00eCcTieueH s padOThI C IEPCOHAJIOM Ha JaHHOM TOPrOBOM
IPEANPUATHH.

3ajaHue HA NPAKTH4YECKYIO MOATOTOBKY
3aganue 1. OdbopmMuTe peKBU3UT «aJipecary», €CIIU aApecaToM sIBISETCS:
. IpeficeaTeNb CTPOUTENBHOTO KoonepartnBa B.A. Cokomos;
. HadalibHUK ynpasiienus Mapketunra AO «Perata» H.H. CnaBckuii;
. nupexrop mkoiasl B.C. Ceprees;
. TUTAHOBO-3KOHOMHUYECKOE yIpaBieHue Bonoroackoro MmedbenbHOro KOMOMHATA;
. otaen Mapketura OO0 «Buts3by;
. Benymui criermanuct OO0 «Cgetrnana» K.E. Ilponus;
. Ha4aJIbHUK KaJipoBoii ciyx0bl [1.H. Camoiinos.
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3ananue 2. CocTaBbTe /IBa BapuaHTa rpuda yTBep:KICHHUS.

1. Uuctpykuuto yreepawn aupekrop 3aBoaa « Tpya» E.B. Kpyrios;

2. BeImren crienuanbHBIN MIPUKa3 TUPEKTOpA 3aBojJia 00 YTBEPKICHUN UHCTPYKIIUN
110 TEXHUKE 0€30MaCHOCTH.

3amanue 3. CocTaBbTe MPUMEPHOE MOIIATOBOE PYKOBOACTBO (MHCTPYKIIMIO) I10
IIOCTAaHOBKE KaJIpOBOI0 J€ja B OTKPBIBAIOIICHCS KOMIIAHUU C YHCIEHHOCTBIO
coTpyaHukoB 600 desoBek.

3ananue 4. B mpoiecce paboThl B JUYHOW KapTOuke pabOTHUKA OKaszajics A0
KOHIIA 3amoyiHeH pa3aen «OTtmycka» (WM Kakol-To Apyroil pasgen). Onpenenure
JTaNbHEHIINI TOPSIIOK 3amucel pabOTHUKOM KaJpOBOM CIY>KOBI CBEIEHUU TIO
paszenaM B JIMYHOM KapTOUKe.



3amanue 5. Ilpeanpustue mpeaocTtaBuwio pabOTHUKY OTHYycK. Ilockombky
3asiBJIEHHE OBLIO MOJaHO pa0OTHUKOM 3a JBa JHS JI0 MpEANojaraéMoro Havania
OTIIyCKa, TO padOTOJAaTENb HE MOT BBIIUIATUTH OTITYCKHBIE, KAK TOTO TPEOYyeT CT.
136 TK P®, 3a Tpu nHd A0 Hayana oTmycka. JleHbrm paOOTHUKY ObLIN
NEPEYNCICHbl MaKCUMaJIbHO ObicTpo. Kakue nelcTBUs JOKHA COBEPIIUTH
opraHuzanus, yToObl He OBbITh OWITpPaOBaHHON B cllydae MPOBEPKU OpraHaMu
['UT?

IIpumepHbIe BONPOCHI K 3a4eTy
1. 3HaueHre AJOKYMEHTAIIMOHHOTIO 00eCIeUeHusl YIPaBICHUS ISl OpraHu3alul 1
NEeATENIbHOCTH amnmnapara yrnpaBJICHUS.
2. CoBpeMEHHBIE 3aKOHOJATENbHBIC aKThl, PETJIaMEHTHPYIOIINE MPOLECCHI
JOKYMEHTHUPOBAHHSI.
3. HopmatuBHO-MeTOqMUECKOE pEryJIMpOBaHUE JOKYMEHTAILMOHHOIO
oOecrieueHns yIpaBICHHUS.
4. OCHOBHBIE TIOJIOKEHUS 1O  JOKYMEHTUPOBAHHUIO  YIPABICHYECKOU
NEeATEIbHOCTH.
5. YHudukanus u ctangapTu3anus ynpaBJlIeHYECKUX JOKYMEHTOB.
6. Busibl JOKYMEHTOB U UX KlacCU(pUKALIHS.
7. IlpaBuna opopmiieHUs yrpaBieHUECKUX (OpraHU3aMOHHO-PACIOPAIUTEIbHBIX )
JIOKYMEHTOB.
8. [TpaBuia oopmieHus AeI0BOTO MUCHMA.
9. OcobenHocTH cocTaBiAeHUS U O(POPMIICHHS MEXITYHAPOIHBIX MHUCEM.
10. lokyMEHTHpPOBAaHUE OPraHU3aAUOHHOMN AEATEIbHOCTH.
11. JlokyMEHTHUPOBAHUE PACTOPSAAUTEIBHON NESITENBHOCTH.
12. OpraHn3alluOHHO-TEXHUYECKUE MEPOIPUATHS IO MOJTOTOBKE M MPOBEICHUIO
COBELIAHUM.
13. Tlopsimok oopMIleHUsT JOKYMEHTOB MO JTUYHOMY COCTaBY.
14. OcoOeHHOCTH NEJIONPOU3BOJICTBA MO MUCHMEHHBIM M YCTHBIM OOpalleHusIM
IPaXKJIaH.
15. Perucrpanus u yd4er TOKyMEHTOB: LIEJIU U 3HAYCHUE.
16. KoHTpOJIb UCTIONHEHUS IOKYMEHTOB, €0 LI€J1b, OCHOBHBIC 3aJ1a4H.
17. Cpoku XpaHEeHUS] JOKYMEHTOB.
18. HomeHnkiatypa Aen opraHu3aluu: BUIbL, COCTaB MH(GOpMAIMU, HAIIPaBICHUS
UCIIOJIb30BaHUS.
19. Benenue Aenonpou3BoACTBA C TIOMOIIBIO KOMITBIOTEPA.
20. TpeOoBaHUs K SI3bIKY M CTHIIIO CITY>KEOHBIX TOKYMEHTOB.
21. OcobeHHOoCTH OpUIIUATBLHO-IET0OBOIO CTUJISL TPU COCTABIIEHUU JOKYMEHTOB.
22. TlpaBuna GpopMHUpOBaHUS €T U WX MOATOTOBKA JUIS MEepeaavu Ha XpaHEHUE B
apXuB.
23. Buasl paboT, BEINOIHIEMbIE TIPU pPadOTE C BHYTPEHHUMU JIOKYyMEHTAMHU.
24. Ilpu3Haku, B COOTBETCTBUU C KOTOPBIMHU OCYIIECTBISICTCS Kiaccuukaius
JOKYMEHTOB.
25. TpeOoBaHus, BUJIbI 1 HEOOXOJUMOCTh COIVIACOBAHMS JIOKYMEHTOB.
26. IlepeueHb TOKYMEHTOB, OTHOCSIIMXCS K KaJIPOBBIM.



27. Knaccuduxarus 1OKyMeHTOB 0 rpudy orpaHUYeHUs T0CTYyIIA.

28. Drarmbl ABMKEHUS U 00pabOTKH TOKYMEHTOB.

29. Ilepeuenb paboOT, BBIIOJIHAEMBIX IIPU PA00TE C BXOAAIIUMH JOKYMEHTaMHU.

30. CpolicTBa TOKyMEHTA, IPUIAIOIINE EMY IOPUINUYECKYIO CUITY.

31. PekBU3UTHI, ABISAIONIMECS 00s13aTeNbHBIMU 11 BceX JokyMeHTOB Y COP/I.

32. OOmue NpUHUUIIBI OpPraHU3alUy JOKYMEHTOOOOpOTa Ha MNPEAUPUSITHH, B
OpraHHU3aLHH.

33. llenu u 3a1a4u Ci1y>KObl JOKYMEHTAIMOHHOTO 00ECIIEYeHUs! YIIPABIEHUS.

34. llenu KOHTPOJIA UCTIOJTHEHUS JOKYMEHTOB.

35. TlonsitTue W BO3MOXKHOCTH MpOrpaMMbl MO CO3/aHUI0 B Poccuiickoit
denepanuu «3JIEKTPOHHOTO IIPABUTEIILCTBAY.

1.4. Metonnueckne MaTepuajbl, ONpeleJsiOlIie MPoUeAyPbl OLECHUBAHUSA
3HAHWH, yMEHHUIl, HABBIKOB M (WJIH) ONBITA AEATEJIbHOCTH, XapAKTEPU3YIOIIHUX
Tanbl GOPMUPOBAHUS KOMIIETEHIMA

OcHoOBHbIMH (hOpMaMHU TEKYIIETO0 KOHTPOJIS SBJISIIOTCS: YCTHBIN OMpPOC, TECT, KEHC,
MpaKTUYECKUE 3amaHus (11 OYHO-3a09HON (OpMBI OOyUCHHS), TPAKTHIECCKAS
MOATrOTOBKA.

MakcumalibHOE KOJIMYECTBO OaijioB, KOTOPOE MOKET HaOpaTh oOywaromuics B
TEUEHUE CEMECTpa 3a pas3JinuHble BUIbI padboT — 80 Gasuios.

IIkana oueHUBaHUA 3a4YeTa

Kpurtepun oueHnBanus BbaJuibl

CTYAEHT OBICTPO M CAMOCTOSITEIbHO TOTOBUTCS K OTBETY; IIPU OTBETE
HIOJTHOCTBIO PAaCKPBIBACT CYIIHOCTh MIOCTABJIEHHOTO BOIPOCA; CHOCOOEH
IPOMJUTIOCTPUPOBATH CBOW OTBET KOHKPETHBIMU ITPUMEPAMU;
JEMOHCTPHUPYET MOHUMaHHE MPOOJIEMbI U BICOKUI YPOBEHb 20
OpPUEHTUPOBKHU B HEl; (POpMYIIUPYET CBOW OTBET CAMOCTOSITEIBHO,
UCIIOJIB3YS JINCT C MMCbMEHHBIM BapUaHTOM OTBETA JIMIIb KaK OI1opy,

CTPYKTYPUPYIOIIYIO XOJ PACCYKIACHHUS

CTYJEHT CaMOCTOATEIHHO TOTOBUTCS K OTBETY; MPU OTBETE PACKPHIBAET
OCHOBHYIO CYIIHOCTh ITOCTaBJICHHOTO BOMPOCA; AEMOHCTPUPYET
MOHMMAaHUE POOJIEMbI U JJOCTATOYHBIA YPOBEHb OPUEHTUPOBKHU B HEH, IPU
STOM 3aTPYJHSETCS B MPUBEICHUH KOHKPETHBIX IPUMEPOB.
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CTYJIEHT TOTOBUTCS K OTBETY, MprOeras K HEKOTOPOM MOMOIIY; IPU OTBETE
HE B [TOJJHOM 00bEME PACKPBIBACT CYIIHOCTh MOCTABICHHOTO BOIIPOCa, 5
OJIHAKO, TPU 3TOM, JIEMOHCTPUPYET MOHUMAHUE MPOOIEMBI.

CTYACHT UCIBITBIBACT BBIPAKCHHBIC 3aTPYAHCHUS ITPU MMOATOTOBKEC K
OTBETY, TIBITACTCS BOCIIOIBL30BAThCS HEOMYCTHMBIMH BUAMH TTOMOIIIH;
IIPU OTBETE HE PACKPHIBAET CYIIHOCTh MOCTABICHHOT'O BOIPOCaA; HE
OPUECHTUPYETCS B pacCMaTpUBaeMO MpodiieMe; OKa3bIBacMast
CTUMYJIMPYIOIasd MoMOMIb U 3a1aBaCMbIC YTOUHAIOIIHUEC BOIIPOCHI HE
CrocoOCTBYIOT 00Jiee MPOAYKTHBHOMY OTBETY CTYJICHTA.




HToroBas mkaja oneHUBAHUA Pe3yTbTATOB OCBOEHUS JUCHUILIMHBI
HtoroBas omeHka Mo MUCHMIUIMHE BBICTABIISCTCS MO MPHUBEACHHOW HIke mkane. [Ipu
BBICTABIICHUM HTOTOBOM OIIEHKH TMperojaBaTelieM Y4YUThIBaeTCs pabora oOydaromerocs B
TEYEHUE OCBOCHUS AUCIUIUIMHBI, @ TAKXKE OIICHKA MO MPOMEXYTOYHOM aTTeCTAIIHNH.

basnmel, momy4yeHHBIE CTYJIEHTOM TI0 TeKYIIEMY OrneHKa B TpaAUIIMOHHON CUCTEME
KOHTPOJIIO M IPOMEKYTOYHOM aTTeCTALNU
41 -100 3auTeHo

0-40 He 3aureno




