TIOKYMEHT MOAINNCAH
MEKTPOHHOM NOAMMCHIO

@DoH/I OLIEHOYHBIX CPEJCTB ISl MPOBeACHNs TEKYLEro KOHTPOJIA U MPOMeKYTOYHOI
arrecTauMu 00y4aromMXcs M0 JMCUUILINHE (MOTYJIIO0)

Cnenunaabnoctb: 38.02.04 Kommepuus (1o orpacisim)
Jucomunimna: OI1.04 JlokymMeHTaMOHHOE 00ecniedeHne ynpaBJeHusl

1. [lepeyenb KomMmneTeHUMid 00pa3oBaTeILHON MPOrpaMmbl, GOPMUPYIOIIMXCS B IMpolecce
OCBOEHHS TUCHUILIUHBI

[lpr mpoBeACHWU TEKYHIEr0 KOHTPOJIE U MPOMEXKYTOYHOH aTTeCTallid 1O TUCIUIUIMHE Yy
00yYaroIuXxcst OIEHUBAIOTCS KOMIIETSHITUH, JOPMUPYIOIIHECS B IPOIIECCE OCBOCHHS 00pa30BaTEIbHOM
nporpammsl (Tabnuma 1).

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

dIroc*
OO6yuaromuiics ToMKeH 00J1a1aTh CASAYIOUMMI KOMIIETEHIUSIMU:

OK 1. Bvibupams cnocobul peuienus 3a0ai npogpeccuoHanrbHoll 0esmenbHoOCmu npUMeHUmensHo K
PAa3IUYHBLIM KOHIMEKCMAM

OK 2. Ucnonvzo6ams coepementvie cpedcmaa Nouckd, aHaiu3a u uHmepnpemayuu uHgopmayuu u
UHGOPMAYUOHHbIE MEXHONI02UU 01 8bINOJHEHUS 3a0a4 NPOPeCcCUOHANLHOU OeamenlbHOCmU

OK 3. I[Inanuposams u peanu3ogvliéams cobcmeennoe npogeccuoHaibHoe u TUYHOCmMHoe pasgumue,
NPeoOnpUHUMAMENLCKYIO 0esIMeNIbHOCb 8 NPOPeCCUOHATIbHOU chepe, UCNONb306amb 3HAHUA NO QUHAHCOBOU
2PAMOMHOCIU 8 PA3TUYHBIX HCUSHEHHBIX CUTYAYUSX

OK 4. D¢pgpexmusno e3aumooeticmeosams u pabomams 6 KOLIEKMUBGE U KOMAHOe

OK 6. Ilposerams 2epadcOaHcKO-nampuomuyeckyro no3uyuro, O0eMOHCMPUPOBAmMsb OCO3HAHHOE
nogeoenue Ha 0cHoge MPAOUYUOHHBIX 00WeHel08edecKUX YeHHoCmell, 8 MOM YUcie ¢ y4emom 2apMOHU3AYUU
MENCHAYUOHATLHBIX U  MENCPENUSUOZHBIX OMHOUWIEHUL, NPUMEHAMb CMAHOAPMbl AHMUKOPPYNYUOHHO2O
noseoenus

IIK 2.2. Opopmasms, npogepsamv — NpAGUILHOCMb  COCMABNEHUS,  00ecneyusams  XpaueHue
OP2AHU3AYUOHHO-PACTIOPAOUMENLHBIX, MOBAPOCONPOBOOUMENbHBIX U UHBIX HEODXOOUMBIX OOKYMEHMO8 C

UCNOob306AHUEM ABMOMAMUSUPOBARHBIX CUCTIEM.

*IIpumeuanue: OesepanbHbIii TOCyIapCTBEHHBIH 00pa30BaTeIbHEI CTAHIAPT CPEITHETO MPOPECCHOHAIBHOTO 00Pa30BaHNs MO CIIEINATLHOCTH
38.02.04 Kommepuus (110 0Tpacjisim)

2. Onucanue MWKaJ OLEHUBAHUSA.

[Tokazarenu oleHUBaHUS KOMIETEHIIMIM Ha Pa3IMyHbIX dTanax ux GopMUpOBaHUS ONpeeseHbI
B COOTBETCTBUU C OCHOBHOM Mpo(heccHoHaIbHOM 00pa3oBaTeIbHON POrpaMMON.

B Tabnuue 2 npuBoAMTCA LIKajda OLEHUBAHUS KOMIETEHIMH Ha pa3IMYHBIX JTamax HuX
(dbopMHpOBaHUS C yKa3aHUEM KpUTEepUeB UX oleHHBaHUSA. Bo Bropom crosdiie Tabauisl MpUBOIUTCS
IIKajda OLICHMBAHMS KOMIETEHIMH Ha pa3jiMyYHbIX 3Tanax ux (opMHpOBaHUS B COOTBETCTBUHU C
0003HAaYEHHBIM KPUTEPHEM.



Tabmuua 2 — Kputepun W miKana OIGHMBAaHUS KOMIETEHIMI Ha pPa3MUYHBIX JSTamax ux

(bopMHUpOBaHHUSL.
. IMkana
Kpurtepun oneHuBaHus KOMIIETECHIUM
OlLICHUBAHUS
JloCTUTHYTBIN YPOBEHDb OLIEHKH PE3Y/IbTaTOB 00YUEHMSI IOKA3bIBAET, UTO CTYACHT
oOazaetT HeoOXOMMOI cCCTeMON 3HAHUH U BIIIEET HEKOTOPBIMH YMEHHSIMHU 110
IUCLUUIUIMHE, CHOCOOEH TOHMMAaTh MW HHTEPHPETHPOBATH  OCBOCHHYIO
MH(POPMAILIMIO, YTO IO3BOJIUT €My B JaJIbHEHIIEM pa3BUTh Takhe KavyecTBa
YMCTBEHHOH  JEATENBHOCTH, KaK TIyOMHa, THUOKOCTh, KPUTHYHOCTH, .
[Toporosbiii
JI0Ka3aTeIbHOCTh, 3BPUCTUUHOCTb. .
(0Os13aTEITBHBIN)

JIOCTUTHYTBIN YPOBEHD OLIEHKH PE3YJIbTaTOB 00Y4EeHUsI IOKA3bIBAET, YTO CTYAECHT
obmagaer HEOOXOIMMOW  CHCTEMOW  TEOPETHYECKUX  3HAHWUH, BIIAJIEET
HCKOTOPLIMU YMCHUSAMU aHAJIN3a U PCUICHUA TUIIOBBIX NPAKTUYCCKUX 3a/1a4, YTO
IIO3BOJIUT €My B I[aJII)Hef/'IHICM Pa3sBUTb MNPAKTUYCCKUC YMCHHA B OJaHHOM

HaIpaBJICHUHU MPO(ECCHOHANBHON eI TeTbHOCTH.

JlOCTUTHYTBIH YPOBEHD OLIEHKH PE3Y/IbTaTOB 00YUEHMSI IOKA3bIBAET, UTO CTYACHT
IMPpOACMOHCTPHUPOBAI FJIY6OKI/IG IIPOYHBIC 3HAHHA W PA3BUTHIC MPAKTHYCCKUC
YMCHUA U HABBIKU, MOXKCET CpaBHUBATL, OLICHUBATL U BI)I6I/IpaTI) MCTOJbI PCIICHUA IToBbITIEHHEBIN
IMPAaKTUYCCKHUX 3aj/1a4, pa60TaTI> HeJICHAIpaBJICHHO, UCII0JIb3Ys CBA3aHHBIC MCIKAY
co0oii popmbl IpeIcTaBICHUS HH(OPMALIUH.

JIOCTUTHYTBIH YPOBEHb OIICHKH PE3YJIbTATOB O0YUCHHS CBUICTEIBCTBYET O TOM,
9TO CTYACHT CIIOCOOCH 00001IaTh M OIEHUBATh HH(POPMAIIHIO, MTOJIYICHHYIO Ha
OCHOBE HCCIICZIOBAaHUSI HECTAHAAPTHOW CHUTYaIlMH; HCIIOJIL30BAaTh CBEICHHUS W3
Pa3IMYHBIX UCTOYHUKOB, YCIIEITHO COOTHOCS X C TPEAJIOKEHHON CUTYyallueH.
JIOCTHTHYTBIH YPOBEHB OIICHKH PE3yJIbTATOB O0YUCHHS CBUIECTEIBCTBYET O TOM, .
. | IIponBuHYTBII
9TO y CTyIeHTa C(QOpPMHPOBAaHBI CHCTEMHBIC 3HAHWS B COOTBETCTBYIOIICH
00JTacTH 3HaHUH, HEOOXOIUMBIE JIJISl PEIICHHSI KOHKPETHBIX MPAKTHUECKUX 3a71a4
BBICOKOTO YpPOBHSI CJIOXHOCTH; NMPAKTHYECKHE YMEHHWS W HaBBIKM aHAIM3a U

MHTEpIpeTanuy HHGHOPMaIUH, a TAaKKe HCIOIb30BaHMsl MTOJYYEHHbBIX CBEICHUN

AT IPUHATUSA pCHIGHI/II\/’I.

3. OneHovHble CpeacTea 1Jisi MPOBECACHUS TEKYLICI0 KOHTPOJISI OCBOCHUA TUCHUIIJIMHBI

3.1. Temot (6onpocwt) 00K1a008:

1. OmnpeneneHust 1 OCHOBHBIE MOHSTHS J1€JIONTPOU3BOCTBA.

2. TocynmapcTBeHHas cHcTeMa JOKyMeHTarmoHHoro obecriedenus ynpasneHus (I'CHOY). O6mue TpeboBaHus K
CiTy>k0aM JOKyMEHTAI[HIOHHOTO 00eCIIeUeHHs! YIPaBIICHNUSI.

3. VYaudukanus, crangapTuzanys, Tpagaperusanus GopM ynpaBIeHISCKOH TOKYMEHTAINH.

4. TlonsTue pexBusmTa 1oKyMeHTa. [loHsATHE hopMyIsipa-oOpasua TOKyMeHTa.

5. TlpaBuna opopMIICHHS CTPAHHMIIBI JOKYMEHTA C IIOMOIIBI0 HHPOPMAIMOHHO-KOMMYHHKAIIHOHHBIX TEXHOJIOTHH.
dopMarsl.

6. IlpaBmia ohopMIiIeHHS TEKCTOBOTO MaTepHaia, MpUMeUaHNi, IPUIOKEHUH 1 000CHOBaHUH K TekcTy. [IpaBuia
odopmitennst oubanorpadum.

7. llonsaTHe opuruHaNa, TyOIUKaTa U KOITUU TOKYMEHTA.

8. PacronoxxeHne peKBU3UTOB Ha OJIaHKE JOKYMEHTA.



9. OdopmieHne TEKCTa JOKYMEHTOB B BHIE aHKET, TAOJMII, CBSI3HOTO TEKCTA, a TAK)KE B BUIE COCTUHEHHS 3THX
dopm.

10. IloHsiTHE OPTaHU3ALMOHHBIX JOKYMEHTOB U HX OCHOBHBIE BHIBI.

11. IloHsiTHE pacHOPSAUTENLHBIX TOKYMEHTOB U X OCHOBHBIC BH/IBI.

12. Tonsitne nHGOPMANNOHHO - CIIPABOYHBIX TOKYMEHTOB M UX OCHOBHBIEC BUJIBL.

13. Ilonatue kagpoBOH JOKyMEHTAIUU.

14. OcobeHHOCTH TOKYMEHTAIFHOTO 0POPMIICHHUS pe3toMe, aBToOnorpadui, XapaKTepUCTHKH.

15. OcoOeHHOCTH TOKYMEHTAJbHOrO O(QOPMIIEHHS IPUKA30B IO JIMYHOMY cocTtaBy. OcdopmiieHne TpyaoBOH
KHWDKKH, TMIHOW KapTOYKH, IMYHOTO JIETa.

16. OcobOeHHOCTH TOKYMEHTAIHHOTO 0(OPMIICHISI KOPPECTIOHCHIINH, CBA3aHHOH C IIPOBECHUEM ITEPHOINIECKUX
MEPOIIPUATHH.

17. OcHOBHBIE TIPaBUIIA COCTABICHHS M JOKYMEHTAILHOTO O(OPMIICHHS IIPOTOKOIA.

18. Knaccugukanus nenoBbIX 1 KOMMEPUECKHUX MTHCEM.

19. Oco0eHHOCTH CTPYKTYpHl JENOBBIX M KOMMEPYECKHX NIHCEM, HEOOXOIMMBIX IS CO3MAaHHUS HOBBIX
NpeANPUHUMATENBECKUX CTPYKTYP.

20. CrangaptHble (pasbl 1 BRIPAKEHHS, HCIOJIB3yEMBIE B TEKCTE JICIOBBIX 1 KOMMEPUYECKHX ITHCEM.

21. OcobeHHoctn O(OpPMIICHHSI OTHEIBHBIX BHUJIOB IIMCEM: IHCHMA-NPOCHOBI, CONPOBOAUTEIBHOIO IHCHMA,
MIIChMa-TIOATBEPXKICHNS, TUCbMa-TIPUTIIALICHIS, TAPAHTUIHOTO MHUChMA.

22. OcobOeHHOCTH O(GOPMIICHUs OTIENBHBIX BUJIOB IMCEM: MHCbMa-HAIIOMHHAHUS, MMChbMa-H3BELICHHs, MIChMa-
3ampoca M MHChMa-OTBETA.

23. OcobeHHOCTH 0()OPMIICHHUS IETIOBOTO MUChMa MEXKYHAPOIHOTO 00pasIia.

24. Tlowsatme nokymMeHTo000poTa. OpraHu3aiys paboTh ¢ JOKyMEHTAMH.

25. Tonsitue knaccuUKaMy U CUCTEMATH3AUH JOKYMEHTOB.

26. IloHatue nen ¥ HOMEHKIATYPHI Ael. [ pynnupoBKa JOKYMEHTOB B JI€fa.

27. Jlena mocTOSIHHOTO U BPEMEHHOT'O CPOKOB XPaHEHUsI, OMHCH TaKuX JIel.

28. IlonsTue apxuBa, ero 00opyaoBaHne. ApXUBHAsS CIIPABKa, apXUBHAsI KOIIHS, apXUBHAs BEINUCKa. [lepenada nen
Ha rocy1apCTBEHHOE XpaHEHHUE.

29. 3amuTa HHGOPMALMH TP CO3JIaHNH CITY>KCOHBIX JOKYMEHTOB.

30. CoBpeMeHHBbIE CITOCOOBI ¥ TEXHHKA CO3AaHHsI JOKYMEHTOB.

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

3aoanue 1. PaccMoTpUTe CUTYaIINIO, OTBETHTE HA BOTIPOCHI.

[Ipomuno 3acenaHre HHBEHTAPU3AIMOHHONH KOMICCHH 3aBOJIa Ta30BOM almapaTypbl, Ha KOTOPOM PaccMaTpHBajICs
BOIPOC O pe3yJibTaTax MHBEHTAapH3alMK 1Mo ckiany Ne 2 BcromoraTesbHBIX MaTepuajioB. Ha 3acemaHuu ObLIO MPUHSTO
MTOCTAaHOBJICHHE 00 YTBEPKICHUU PE3yIbTaTOB HHBEHTAPU3AIMHM U OTHECEHUS 33 CUET 3aBEIYIOIIETO CKIIAJIOM HEIOCTAdH
BCIIOMOTATENIbHBIX MaTepHalioB B CyMMe 365 ThIiC. py0., a Takke 3a4UTaHbl CIMYUTENbHAS BEIOMOCTh Mo ckmaxy Ne 2 u
O0OBSICHUTEITbHAS 3aIHCKa 3aBEAYIOIIETO CKIATOM.

1) Kakoif JOKyMEHT COCTaBIIsIeTCA O UTOraM 3acelaHui KOMUCCHI pa3HOro pozaa?

2) Kakue peKBU3UTHI JOJDKCH BKITIOYATH TaHHBIN TOKYMEHT?

3) CkoIbKO CTPYKTYPHBIX YacTe OH Mmpenoaaraet?

4) Kakue dakTryeckie JTaHHBIE JODKHBI OBITh BHECEHBI B 3TOT JOKYMEHT?

3aodanue 2. CocraBbTe 1 0QOPMHUTE JOKYMEHTHI, HEOOXOIUMbIC B JAHHOW YIPABJICHUECKON CUTYAIIUH.

- Hanmummte IpoekT npukasa JUPEKTOpa 3aBOja O IMPEMHPOBAHUH PAOOTHUKOB IIAHOBO-3KOHOMHYECKOTO OT/IelIa
3a TOCPOYHYIO pa3paboTKy (PUHAHCOBOTO IUTaHa npexnpustus. [Ipemus BeimaeTes u3 GpoHma MaTepHaIbHOTO TOOMPEHUS B
pasmepe 60 % exxeMecTIHOTro JOIKHOCTHOTO OKjIana. JIpyrue naHHble U PEeKBU3UTHI YKAXKUTE CAMOCTOSATEIHHO.

3adanue 3. CoctaBpTe 1 0POPMHTE TOKYMEHTHI, HEOOXOIUMBIE B TaHHOH YIPABICHYECKON CUTYaITHH.

- CocraBpTe MOKNIAJHYIO 3alMCKy TJIABHOTO OyXrajrepa pyKOBOIMTENIO NPENIpHUSATHS O HEOOXOIUMOCTH
LEHTPaIN3alMH PacyeToOB ¢ PaOOTHUKAMHU TpennpusTus. B 00s3aHHOCTSIX Yy4YETHBIX PaOOTHUKOB JOJKHO BXOAMTH JIHIIb
odopmIIeHHEe NIEpBUYHBIX JIOKYMEHTOB IO YYeTy BHIpaOOTKH. B mokmanHo 3amicke HEOOXOIMMO OATh IPEUIOKEHHE O
MepecMOoTpe LITATOB OTYETHBIX PAOOTHUKOB B LieXaX U INIAaBHOM OyxraiTepuu M3 pacdera oOLIero COKpalIeHUs MITATOB He
MeHee yeM Ha 20 %.



3aoanue 4. CoctaBpTe U 0pOpMHUTE TOKYMEHTHI, HEOOXOUMBIC B JAHHOHN YIIPABICHYECKON CUTYAITUH.

- CocraBbTe NUCHMO-TIIPHUIIIAICHHE OOBEAMHEHUS «OKCHOLEHTP» C NPEIOKECHHEM IPHHATH YdacTHe B
POCCHICKOH BRICTABKE HAa MEeXKIyHapogHOU sipmapke B r. CtamOyne (Typuwst), koTopast OyaeT npoxoauTh ¢ 2 nexadps mo 10
nekabpst 2017 rona. [laHHast sipMapka SIBJISIeTCSt OJHMM W3 KPYNMHEHIIMX TOProBEIX Mepomnpusituii crpan CpeaHero u
Bbmmxnero Bocroka. B Tekcre Hamo ykaszarh, 4TO y4acTHUE B 3TOH ApMapKe MO3BOJISIET IHUPOKO MPEICTAaBUTh SKCIIOPTHYIO
NPOXYKLIHUIO OpPTaHW3allMM, IPOJATh 3KCIOHATBI CO CTEHJA, HM3YYUTh OCOOCHHOCTH DBIHKA, OOMEHSAThCS C JAPYTUMH
YY9aCTHUKAMU SIPMapKH HayIHO-TEXHIHYECKOH HH(OPMAITIEH U 3aKIFOYUTD BBHITOTHBIC CIEIKH.

3aoanue 5. Tlo Bune Oyxrantepun corpynaukam OOO «Ommc» B TeKylieM Mecsie Obuia 3amep)kaHa BBIILIATA
3apabotHoii iaTel. [ maBHEIH OyxTantep nHGopMupyeT qupekropa OO0 o ToMm, 9To 3a7epikka HATHIHOCTH OBbIIa CBSI3aHa C
ono3znanneM Ha cder OOO EeHEXHBIX CPEICTB OT MPEANPHUATHH-IapTHEPOB. B ponu Oyxranrepa cocTaBbTe CITyKEOHYIO
3annCKy. Bun cirysxeGHOMN 3ammicku BEIOEpUTE, HCXOAS U3 IPEITIOKEHHON CUTYAIMH, CAMOCTOSATENEHO.

3aoanue 6. Oupextop OO0 «Onmc» NpUHSI pelieHne o0 IprueMe Ha paboTy ONMBITHOTO MEHEIKepa ¢ CONUIHBIM
CTaxeM paboThI 10 CIENHMAIFHOCTH Ha JIOJDKHOCTh «MEHEpKepa Mo pekiame». B ponm cnenuanucTa KagpoBO# ciryKObI
MOATOTOBETE IIPOEKT COOTBETCTBYIOLIET0 JOKYMEHTA.

3a0anue 7. Hdupexktop OOO «Ommcy TpUHAI peIIeHHe O TpHeMe HOBOTO  COTPYAHHKAa B
OTIed MapKeTMHra Ha JOJDKHOCTb «peklaMHoro areHTa». Mexay OOO u crnenuanucToM 3aKiIOUueH TPYyIOoBOH
JIOTOBOD.

B pomm coTpynHuKa KaapoBOH CIIyXOBI MOJrOTOBBTE MPOEKT JTOKYMEHTA, COOTBETCTBYIOIIETO CUTYalllH.

3aoanue 8. Tlpow3BoacTBeHHas HeOOXoAMMOCTH TpeOyeT mpopoipkeHue padotel OO0  «lIpueT»
B BBIXOJHBIC IHH C Y4YETOM JCHEXKHOW NepepaOOTKH WU NPENOCTaBICHUS IPYTUX THEH OTAbIXa.
B ponu cexperaps - pedepenta aupexropa OOO nOArOTOBBTE NPOEKT COOTBETCTBYIOIIETO HOKYMEHTA.

3adanue 9. B OO0 «CeneHay coCTOAIOCH 3acefanue mpapieHus. [loBecTka nHs Obla MOCBAIICHA PACIIUPEHUIO
oTAeNia MapKeTHHra (GHpMBL. B CBS3M ¢ 3TUM BO3HHKJIA HEOOXOAMMOCTh BHECTH H3MEHEHHs B LITATHOC DACIHCAHUE
COTPYIHHUKOB (pUpPMBI, a TaKXkKe pa3o0paTh HOBBIE IOJKHOCTHBIE MHCTPYKIIMU Ha BBEJICHUE B OT/IEN MAPKETUHIA JOJKHOCTH
MEHeIDKepa 1o peKlaMe U PEKIIaMHOTO areHTa. B poin cekperapst 3acefaHus COCTaBbTE MPOCKT MPOTOKOJIA.

3aoanue 10. B OO0 «Cenena» mpoBeieHa MpoBepKa paObOTH OTAeTa MapKEeTHHTA [0 OKa3aHHIO TUIATHBIX YCIYT.
Kommuccuss B coctaBe 3aMecTHTENs AMPEKTOpa, IN. Oyxraiarepa M HadaJdbHMKA OTAENa MAapKETHHTa B XOAE MPOBEPKU
oOHapyXmia HapymieHus: B O(OPMIICHMH IaHHOH JOKyMeHTanuu. [IoAroToBbTE MPOEKT COOTBETCTBYIOIIETO AAHHOM
CUTYyaIlMM JOKyMEHTa. By TokyMeHTa oIpenenuTe CaMOCTOATENBHO.

3aoanue 11. Cormacno noroBopy Ne 21 or 05.11.20 Ha mocrtaBKy oOOrpeBaresbHbIX NpUOOpoB Qupma
«IIpomcepBuc» oOs3aHa ObUTa TOcTaBUTh QupMme «Omuc» B 1 kBaptame 2021 r. ToBap Ha OO0IIyI0 CyMMy 5 MIH. pyoO.
®daktruecku B 1 kBaprane 2021 r. ¢pupme «Omucy ObLIO MOCTABICHO TOBapa Ha cymmy 3 muH. py0. Ha ocHoBanuu m.9.1.
JIOTOBOpPA TIOCTABKH 32 IMPOCPOUKY IocTaBKH ToBapa [locraBumk B 30 - AHEBHBIN CPOK 00s13aH BBHIIIATUTH ITpad B pazmepe
20% OT CTOMMOCTH He MOCTaBJIEHHOr0 ToBapa. [1oaroToBsTe MPOEKT NPEeTEeH3MOHHOTO NMHChMa B afpec IlocTaBmuka.

3aoanue 12. CoctaBbTe CIpaBKy O BEIMYUHE CPEIHEH 3apabOTHOM IIATHI 32 TOJ JIJIS TOTYUYEHHs] KOMIIEHCAIIUY Ha
oriaty uibs. OcTanbHble JaHHBIE YKAKUTE CAMOCTOSTENBHO.

3aoanue 13. CocraBbTe mpuka3 00 ocBoOoX1eHHN Bac OT paboTsl B Gupme «OpbuTa» B CBA3M C Mepee3ioM Ha

HOBOC MCCTOXHUTCIIBCTBO.

3aoanue 14. CoctaBpre TapantuitHoe mricbMo OO0 «OkoBep» OO0 «lOmurep» 006 OKazaHUU TEXHUYECKON
moMoImu B pa3paboTke paboumx dvepTexeidl HacocHoW craHmuu. OO0 «DKOBep» NPOCHT MPOU3BECTH ATy PabOTy
HEMOCPEICTBEHHO Ha IUIONIA/IKE.



3aoanue 15. CocraBbTe TpUKa3bl: a) 0 mpueMe Ha pabory Oyxramnrepom Koanenko JI.B.; 6) 00 yBombHEeHUH
MEPEBOJIOM B JPYTyI0 Opranu3aiuio. Hepocraromniie peKBU3UTHl YKAXKHUTE CAMOCTOSITEIBHO.

3aoanue 16. CoctaBbTe NHCHMO-TIPOCHOY bornaHoBHYCcKoi HHKYOATOPHO-NITHLIEBOAYECKOH CTAHIIMHU B 00JIACTHYIO
AJIMUHHCTPALIIIO O BBIICICHUH CPEICTB U3 00JIaCTHOrO OIOJKETa B cyMMe 15 MitH. py0. 1o Havyaja peann3anidy MOJIOAHIKA -
NTHIBI HACEICHUIO.

3aoanue 17. CocraBbTe XapaKTEpPUCTHKY-PEKOMEHAAIMIO Ha PaOOTHUKA BAILEro MPEINPUSITHS Ul TOCTYIUICHHS
€ro B acIUPaHTypy MOCKOBCKOTO HHCTUTYTa HAPOIHOTO XO3SHCTBA.

3aoanue 18. Hanumure 3asiBiieHne O npueme Bac Ha pabory Oyxrantepom B AHO BO «Ypanbckuil HHCTHTYT
(hOHIOBOTO PHIHKAY.

3adanue 19. 3asBIEHUE O TIPENOCTABICHWH BaM JONOJHHUTEIHFHOTO OTITyCKa MO CEMEHHBIM OOCTOSTEIHCTBAM.
OcTanbHbIC PEKBU3UTHI YKAKUTE CAMOCTOSATEIIHHO.

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

3aoanue 21. Opopmurte 3ammuCh B TPYAOBOM KHIDKKE 00 YBOJFHEHHH Bac: a) IO COOCTBEHHOMY JKEJIaHUIO; 0) B CBSI3U
C JIMKBUJAUMEH NpPEANpUsTHA; B) B CBSI3M C HECOOTBETCTBHEM  BBIIOJHSAEMOH PabOThl  MPEABSIBISCMBIM

TpC6OBaHI/I$IM, BCJICACTBHEC HeI[OCTaTO‘IHOﬁ KBaJ'II/I(i)I/IKaHI/II/I.

3aoanue 22. CocTaBbTe IPUKa3 O EPEBOIC HA PabOTy BHYTPH OpraHU3alNu.

3aoanue 23. B coctaB OO0 «Toproserii nom "[Ipomereii"» BxoauT MarazuH « T pHKOTaxX», pacxosl Ha COJepKaHUE
KOTOPOTO MPEBBIMIAIOT J0XOA OT €ro jAeATesNbHOCTH. ['eHepanbHbIi gupektop OOO moamucan mpuxas o JHUKBUIALUU
MmarasuHa «TpukoTaxk». MarasuH JUKBHAWPYETCS B CBA3M C HEPEHTAOENBHOCTBIO M B IEISX COKPALICHUS PacXoJIOB.
[Ipuxa3oM JIHMKBHIMPOBAH MarasuH; CO3JaHa JHMKBUAAIMOHHAS KOMUCCHS, COCTOAIIAs U3 3aMECTHTENsl I'eHepaJbHOIro
mupekropa OOO «Toproserit mom "[Ipomereii"» (mpencemaTens KOMECCHH), OUpPEKTOpa MaraswHa «TpHKOTax» u
HadaJbHUKa 3KoHOMHYeckoro otaena OOOQO; maHel MOpy4YeHHs MpeAceaTeNi0 JUKBUAAMOHHOW KOMHCCHHM IO CPOKY
MIPE/ICTABIICHUS aKTa JIMKBUIAIMOHHONW KOMHCCHH, 3aMECTUTENIO T€HEPAILHOTO JUPEKTOPa MO 3KOHOMHKE 0 BHECEHHIO
IpeUIoKEHHUH O JajbHEeHIIeM HCIIOIb30BaHUU OCBOOOKAaromerocs nomemenus. [Ipuka3s cnenyer ogopMuts Ha GilaHke ¢
IIPOJIOIBHBIM PacIIOI0KEHHEM PEKBH3HTOB, OCTAIBHBIC JAHHBIC YKaKUTE CAMOCTOSTENBHO.

3a0anue 24. CocraBpTe m odopMHUTe TpHKa3 00 urorax padboTrel ¢ mokymeHTamu B OOO «KoHcTaHTa» B
IpomeameM rogy. B koHcTaTHpyromeil yacTH yKakMTe Ha WTOTH aHAJIN3a, BBIIBUBINNME HHU3KYI0 TPeOOBAaTEIBHOCTH
pYKOBOAMTENEH TMOJpa3feNeH’i K KadecTBy IIOATOTOBKM JIOKYMEHTOB M KOHTPOJIIO 33 WX HCIIOJHEHHEM. B
pacIopsIIUTENILHON YacTH MOPYYUTE PYKOBOAUTEISIM MOJpPa3eieHUl YCHIUTh TPpeOOBaTENbHOCTh K KauecTBY paboThI C
JIOKYMEHTaMH, a PYKOBOJUTENIO KaHLEISIPUH pa3paboTaTh MEphl MO YIy4IIeHHIO 3ToH paborTel. OcTanbHbE JaHHBIC
YKajKUTE CaMOCTOSITENBHO.

3aoanue 25. CoctaBuTh OOBSICHUTENHHYIO 3aMTUCKY 00 OMO3JaHUM Ha paboTy Ha mMms ['eHepanbHoro Jupekropa
000 «IIpomcepsucy» Jloperna E.A. ot rmaBHOro nmkeHepa Cudmiesa [ A.

3aoanue 26. CoctaBbTe pe3loMe MPETEHAECHTA Ha JOJDKHOCTh MEHEKEepa WIIM SKOHOMHUCTA.
3aoanue 27. OxapakTepu3ynTe CIEAYIONIYIO YIPABICHYECKYIO CUTYAIUIO C TIOMOIIBIO Pa3IMYHbIX JTOKYMEHTOB:
- PexmamHbIil areHT (UPMBI BBIIIEN U3 OTIYCKA HAa HEAETIO IMO3KE MOJO0XKESHHOTO CPOKa - C MOMOIIBIO CIIPaBKH,

00BICHUTEILHON U HOKHaHHOﬁ 3aIlluCKH.

3aoanue 28. OxapaxkTepu3yiTe CIEAYIONIYIO YIPaBICHYECKYIO CUTYALUIO C TIOMOIIBIO Pa3JINYHbIX JOKYMEHTOB!



- IlpemocraBnenue coTpymuuiie GUPMbI BOBMOXHOCTH PabOTaTh HEMOJHBIN paboduil JIeHh B CBSI3U C OOJIE3HBIO
peOeHKa - ¢ MOMOIIBIO CITPABKH, JIOKJIATHOMN 3aMCKH U MPHKa3a.

3aoanue 29. OTBeTbTE Ha BONPOCHI TaK, YTOOBI OTBET SIBJSUICS (DPAarMEHTOM KaKOTo-IH00 OQHIHNAIBHOTO
JIOKyMEHTa: OOBSIBICHHS, CIPABKU, HHCTPYKIIHH:

1) HIsroT 7111 B aTeNbe NANbTO U3 UX MaTepHuana?

2) MOXHO 71 B METPO 3aHUMATHCS KOMMepuueii?

3) 3aBepHT JIM HOTApUYC KOIHIO JOKYMEHTa, €CIM Y MEHs HeT ¢ co0oii macrnopra?

4) Mo>HO I €31UTh B aBTOOycaxX U TpoJureiidycax B crenoaexae?

5) MHe MOTYT MOMEHSATH YAOCTOBEpEHHE, €CITH HET HOBOH (oTorpadumn?

3.3. Ilpumepnoie 60npocwt 0711 NOO2OMOBKU K CEMUHAPCKUM 3AHAMUAM:

Tema. 1. JIOKyMEHT U CUCTEMBI IOKYMEHTAIIUH. PEKBH3HUTHI JTOKYMEHTOB.

1. KakoBa posb Aenonpon3BoACTBa B OPraHU3aIMN YIPABICHNS IPEAIPHATHEM ?

2. HazoBute OCHOBHBIE 331241 U ()YHKIMH JEIOTIPOU3BOACTBA.

3. Yro Takoe nokymeHTHpOoBaHUE? JlokyMeHT0000p0T? JIOKyMEHTOMOTOK?

4. Yro Takoe peKBU3UTHI JokyMeHTa? Ha30BHUTe OCHOBHBIC PEKBU3HUTHI JOKYMEHTOB.

5. YrnoBoe pacroyioXXeHHe PeKBU3UTOB NMEET [1Ba BUAA: (pJIaHTOBOE U IICHTPOBaHHOE. B yem nx pazmuamne?
6. Kakue Buibl OJ1aHKOB JIJIS1 IETTOBOM MEPETIUCKH BB 3HaeTe?

7. Kakue 371eKTpOHHbIE KOMMYHHKAIIH HCIIOIB3YIOTCS IIPH OPraHU3aINK JOKYMEHT0000poTa?

Tema 2. YmpasieHueckas nokymeHnTtanus. CocraBieHne 1 0popMIICHHE OCHOBHBIX JOKyMEHTOB.
. HazoBuTE OCHOBHBIE OpraHU3AIIOHHBIE JOKYMEHTHI.

. Kax odopmisercs yctaB npennpusitus?

. Jlaiite onpeneneHns OCHOBHBIX PACIIOPSIAUTENBHBIX JOKYMEHTOB.

. Kak odopmisercs mpuka3s o oO1meit nesTensHOCTH?

. HazoBute ocHoBHBIE HH()OPMALIMOHHO-CIIPABOYHBIE JIOKYMEHTHI.

. Kakue cymecTByroT ocobeHHOCTH 0(OPMIIEHHS aKTOB?

~N N BN~

. B kakux ciydasx ohopMILIFOTCS CITy>)KEOHBIE U JIMUHBIE CLIPABKU?

Tema 3. KanpoBas noxymenTanusi. KoppecrnoHIeHIMs IEPHOIUUECKUX MEPOIIPUSTHH.

1. KakoBbl ocoOeHHOCTH OQOPMIICHHS 3asBICHUH 0 TIpreMe Ha padoTy, 0 IepeBojie Ha IPYTYIO MOJDKHOCTE H 00
OCBOOOXKICHUH OT 3aHUMAaeMON JTOKHOCTH?

2. Kak odopmisercs TpynoBas kHmkka? Kakue paznensr numeet Tpynosast KHmkka? Ha ocHOBaHUM 4ero JemaroTcs
3aIIUCH B TPYAOBYIO KHIUXKKY?

3. Kakue BUbI TOKYMEHTOB BKIIIOYAET JIMYHOE 107

4. Yro Takoe mpuKa3 mo JUIHOMY coctaBy? OCOOCHHOCTH COCTABICHUS U OPOPMIICHHS.

5. Kak npaBmiisHO cocTaBUTh pestome? [lepedncinnte OCHOBHBIE pa3elbl pe3roMe.

6. B xakux ciyuasx HeoOXOJMMO cocraBiieHHe aBToOMorpaduu? Xapaxrepuctuku? [lepeunciante OCHOBHbIE
pa3mesl.

7. Kak oopmitsieTcst mpoToko?

Tema 4. JlenoBast KoppecnoHAeHIUs. J[eT0BbIe 1 KOMMEPYECKHE MUChMa.

1. Uem xapakTepHu3yeTcs eJ10Basi KOPPECHOHICHINS ?

2. Kakne HaBBIKM HEOOXOAMMBI COCTABICHHUS JIEIOBBIX 1 KOMMEPUYECKUX IHIceM?

3. KakoBa cTpyKTypa AeI10BOi KOPPECTIOHAECHIIH?

4. B yeM 0COOEHHOCTB SI3BIKA M CTHJIS CITY>KEOHBIX TOKYMEHTOB?

5. B uem 0COOEHHOCTH JIOKYMEHTAJIBbHOIO O(QOPMIIEHHS pEIICHHH B YNPaBICHWH NPOU3BOJCTBEHHOM
JIESITeTTFHOCTRIO OPTaHM3AIMIl MPHU BHEAPCHWH TEXHOJIOTHYECKHX, MPOIYKTOBBIX WHHOBAIMI WIM OpPraHU3aIllMOHHBIX
HU3MEHEHUN?

Tema 5. Opranu3zauus 1oKyMeHTO000poTa. CHcTeMaTH3aus JoKyMeHToB. HoMeHknaTypa st ux GopMHUpOBaHUS
u xpaneHus. CoBpeMeHHbIe HH(POPMAIMOHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHH B JOKYMEHTO000POTE
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. Uto Takoe HOMEHKJIaTypa aen?

. Kakue cymiecTByroT TpeOoBaHMs K OOPMIICHHIO U COCTABICHHIO HOMCHKIIATYPHI J1E]T7
. Kakue cymiecTByoT ocHOBHBIE TpeOoBaHUS K opopMIIeHHUIO e?

. HazoBuUTE OCHOBHBIC IPUYHHBI YBEITUUCHUSI 00BEMOB JIOKYMEHTO000pOTA.

. Kakne TpeboBanms npeapaBISIOT K 00pabOTKe BXOAAINX TOKYMEHTOB?

. [1o xakuM mpaBUIIaM MPOBOAUTCS 0OPAOOTKA UCXOMASAIINX U BHYTPCHHUX JOKYMCHTOB?

~N N L bW =

. UTo IOHMMAaeTCst O/ XpaHEHHEM JOKYMEHTOB B JJICKTPOHHOH (opme?
8. OCHOBBI  HCIOJIB30BaHUS ~ COBPEMEHHBIX  MH()OPMALMOHHO-KOMMYHHMKAI[HOHHBIX  TEXHOJIOTHH B
IOKyMeHTOoOOOpoTe. 3ammTa HHQOPMAIIH U IIEPCOHATBHBIX JaHHBIX.

3.4. Ilpumepnutit nepeuenv 3a0anuil 011 KOHMPOILHLIX padom:

Henssmu paboThl SIBISIFOTCSL 3aKpEIUIEHHE TEOPETHYECKMX 3HAHWH, IMOJYYEHHBIX CTYAEHTaMH IIPH OCBOCHHHU
JUCLUIUIMHBL, ¥ OTPabOTKa MPAKTUYECKOTO HABBIKA COCTABICHUS M O(QOPMIICHHS OPTaHU3ALOHHO-PACIOPSIUTEIBHBIX
JIOKYMEHTOB, C IIOMOIIbIO KOTOPBIX OCYLIECTBIISICTCS YIPABJICHNE JIFOOBIM MPEIIPHATHEM.

J1n1s1 BBITOSTHEHUST pabOTHI HEOOXOJUMO N3yUHTh HOPMATHUBHBIE aKThl M TEOPETUIECKHH MaTepHrail 1o mporpaMme B
COOTBETCTBHUH CO CITUCKOM PEKOMEHIOBaHHOH JINTEPATYPHI, & TAKIKE METOIUUECKHE II0COOUS, UMeIoIrecs: B OMOIMOTEeKe.

Kaxxp1il BapuaHT 3a1aHusl BKJIIOYAET J1BA pa3zena:

- N3JI0’KEHHE TEOPETUUECKOT0 MaTepralia 1o onpeaeIeHHOH TemMe, popMYITHPOBKH HEKOTOPBIX TEPMHUHOB;

- KOHKPETHBIE 3aJJaHNUs 110 COCTABICHHUIO JOKYMEHTOB Pa3JIMYHbBIX TUIIOB.

Teopernueckast yacTe pabOTHl JOJDKHA COJIEpXKaTh He Oosee 2-3 CTpaHMI[ MAIIMHONUCHOTO TeKcTa. Tekcr
TEOPETHUYECKOH JacTH U 00pa3bl JOKYMEHTOB JOJKHBI OBITH OTIEYATaHbl B KOMIIBIOTEPHOM BapHaHTE Ha JHCTax (opmara
A4 (pazmep mpudra 14), uepes 1,5 uHTEpBasa MEXIy CTPOKaMHU C COOJIIOJICHUEM NOJIEH U TpeOOBAHUA, TIPEIbSBIIEMBIX K
0(pOPMIICHHIO U PaCTIONIOKEHHUIO peKBU3nUTOB B cootBeTcTBHH ¢ [OCT P 7.0.97-2016.

Bapuanr 1.

3aganue 1.

A). OcHOBHbBIC 3Tambl MOJATOTOBKM M OGOPMIICHHUS PpaclOpSANTEIbHBIX JOKYMEHTOB. IIpuka3 mo OCHOBHOH
JIeSITEIbHOCTH.

B). Jame onpedenenue mepmunam:

e ABTOp JOKyMEHTa

e brank nokymenra

3ananue 2. Cocmagums ciedyroujue OOKYMeHmMublL!

e CrmpaBky ¢ Mecta pabOTBI C yKa3aHHEM CpEIHEro pasMepa 3apa0OTHOW IIaThl 32 TPH MeCsNa B JIETCKOE
JIOUIKOJILHOE YUpEeXICHHUE.

o [lpuka3 gupextopa OO0 «IIpuBer» o mpueme Ha paboTy Oyxranrepa.

3ananue 3. Cocmasums 008epeHHOCIb 015 NOLYYEHUsl BeKCeNell.

3aganue 4. Oghopmume pexsusum «/lama OoKymenma» ecemu 0ONYCMUMbIMU CROCODAMU.

Bapuanr 2.

3aganue 1.

A). ITopsimok 06padOTKH MOCTYHAIONMIMX U OTTIPABISIEMBIX JOKYMEHTOB, HX PETHCTPAINS.

B). [lamwv onpedenenue mepmunam:

e ajnpecar

® BHEIIHUI TOKYMEHT

3aganue 2. Cocmasums credyroujue O0KYMeHmbl.

e 3asBJICHHE O IPHEMeE Ha paboTy

® aKT CIUCAHUS MAaTEPUANIOB

3aganne 3. Cocmagumv pacnucky o ROIYYeHUu mpyoo8ou KHUMNCKU O ycmpoucmea Ha pabomy no
COBMECMUMENbCms).

3ananue 4. Oghopmums pexsusum «Iloonucwy.

Bapmnant 3.



3amanme 1.
A). CymHOCTh M 3HAYCHHUE MCIONMPOU3BOJACTBA. HopMaTHBHBIC JOKYMEHTHI. 3amaud W (DYHKIUH CITYKOBI

JIEJIOTIPON3BOICTBA.
b). Jamws onpedenenue mepmunam:
¢ [lommMHHNK JOKyMEHTa
e BuyTpeHHUI JOKYMEHT
3amanue 2. Cocmagumo ciedyrouue QOKYMEeHmbl.
e [IpoTOKOI MPON3BOACTBEHHOTO COBEIIAHM
o JIoKIagHy!o 3aIMCKY TUPEKTOPY MPEANPUSITHS O HAPYILICHUH TEXHUKH 0€3011acHOCTH B IeXe
3amanme 3. Cocmasumu pesiome.
3ananue 4. Ogopmums pexeusum « Ommemxa 06 ucnoiHumeney.

Bapuanrt 4.

3aganmue 1.

A). Ilonsarue, BUIBI ¥ HOPAIOK (POPMUPOBAHUSI HOMEHKJIIATYPBI JIeJT B ITOJPA3ACICHUIX U Ha IPEIIPHUSITUSX.
B). /lams onpeoenenue mepmunam:

® PEKBH3HT

e COrJlacOBaHHUE JOKYMCHTA

3ananue 2. Cocmagums credyroujue OOKYyMeHmublL.

e 3asBJCHHE COTPYIHUKA (PUPMBI O TIPEAOCTABICHAN €My OYePEIHOTO OTIIyCKa
e JloBepEeHHOCTH Ha MOJy4eHUE 3apa0OTHOM IJIaThI

3amanwme 3. Cocmasumsv agmobuocpaghuro.

3amanue 4. Ogopmums pexeusum «I pugh ymeeporcoenusy.

3.5. Ilpumepnulit nepeuenv 3a0anuil 011 NOO2OMOBKU K 0€108bIM / CHOHCEMHO-PONEBbIM /

UMUMAUUOHHBIM Uzpam:

3aoanue 1. /lenosas uepa «Ilpuem na pabomy»

JlenoBast urpa COCTOMT M3 MOJCIUPOBAHNS U JOKYMEHTAIIMOHHOTO 0(hOpMIICHHS ITpoIiecca MprueMa Ha paboTy, Kak
CO CTOPOHBI COMCKATEJIsl, TAK U CTOPOHBI PA0OOTHHKA OT/eJIa KaJpOB (JeI0NPOU3BOIUTENS).

CrynenTsl pa3duBatoTcss Ha aBe KoMaHisl - Couckarenu u [lenmompomsBoxutenu. Bpemst mns cocraBneHus
HEOOXOIUMBIX HOKyMEHTOB 25 - 30 MuHyT. 3a 370 BpeMs CouCKaTeIH TOTOBAT MAKeT JOKYMEHTOB, HEOOXOJUMBIX JUIS
npueMa He padory. Jlenonpon3BoaAnTeNH, B CBOIO OYEPE/Ib, HOATOTABIMBAIOT ITA0IOHB! PACTIOPSAUTEIbHBIX TOKYMEHTOB.

3arem coctaBisitoTes napsl — Couckarens — JleTonpon3BOAUTENb.

Cowckatens peJoCTaBIsIeT pe3loMe, 3asiBIeHHE, KOIHIO ITAacTIopTa, JOKYMEHTHI 00 00pa3oBaHuy, MPOPECCHH U T.JI.
3anonHsAeT JIMYHBIH TUCTOK MO YUETy KaJpOB, aHKETY

Jlenonpon3BoauTens 3aroiHsSeT TPYAOBOH IOTOBOp, COCTAaBIsIeT MNpuKkaz W Ap. I[IpowcxomuT obcyxneHue
COCTaBJICHHBIX JOKYMEHTOB.

B urore y xa)kmoil mapbl COCTaBIIETCS MAKeT JOKYMEHTOB, OCYIIECTBISIONINX JOKyMEHTAIIMOHHOE oOecrieueHre
npueMa Ha paboTy - npodecCHOHAILHOTO pe3ioMe, 3asBieHHs, aBTOOHOrpaduu, XapakTepUCTUKH, MPHUKa3a MO JUYHOMY
COCTaBY U T.I. OTH JOKYMEHTHI, B JAJBHEHIIIEM, COCTaBSIT OCHOBY O(OPMIICHUS TPYIOBOH AEATEIHLHOCTH CTYACHTA.

Omnpenensiercs No6eTUTENh. XapaKTepPU3yeTCs yPOBEHb IIOATOTOBKH CTYICHTOB.

4. 3agaHus MM WHbIE MAaTepHAJIbl, HeO0XOAMMbIe ISl OLEHKHM 3HAHMH, YMeHMH,
NPAKTHYECKOI0 ONbITA, XapaKTepu3ywiux GopMupoBaHne KOMIETEHIIHI B Mpolecce 0CBOEHUs
o0pa3oBaTe/ibHOI NPOrpaMMbl M TMCUMILIHHBI, B X0/1€ POMEKYTOYHON aTTecTallun

4.1. Ilpumepnsie sonpocwt K 3auemy

1. Ionsarue «I1€10IIPOU3BOJACTBO» u «IOKyMEHTALIUOHHOE obecrieueHne YIPAaBICHUS.
Pounb moxymMeHTanMOHHOTO 0OecTieueHIs B yIIPaBICHIH OpTaHU3aIHeH.

2. XapakTepucTuka COBPEMEHHOMU 3aKOHOJATeIbHOMN u HOPMaTUBHO-METOIUYECKON 6a3bl
JIEJIONPOU3BOICTBA.



3. I[Monstne  wHpopmanmu. TpeOoBaHus, TpembABIsSEMble K  TpaBlIeHUYECKOH  HH(DOpMAITHIH.
HudopmanmoHHbIe PeCypCHI.

4. [TonsTue nokymenrta. Poib JOKyMeHTa B yIpaBlieHUH. XapaKTepucTuKa (PyHKINHA JOKYMEHTA.

5. Bunst nokymenroB. FOpunnaeckas cuna qokyMeHTa. CriocoObl TOKYMEHTHPOBaHHSI.

6. DJIEeKTPOHHBIN TOKYMEHT.

7. YHupuuupoBaHHas CcHCTEMa OpPraHW3allMOHHO-PACIIOPSANTEIBHON JIOKYMEHTALMU: XapaKTepUCTHKA,
Ha3HAa4YCHHUE U COCTAaB.

8. I'OCT P 7.0.97-2016. O01mast XxapakTepUCTHKA.

9. [ousarus «popMyssp TOKyMEHTa» U «PEKBHU3UT TOKyMeHTa». CIIOCOOBI pacIIONOKEHHs PEKBU3UTOB.

10. [onarne Omanka moxyMeHTa. Bumel OnaHKOB HOKYMEHTOB. TpeOOBaHUS, NpenbsIBIsIEMBbIE K OJaHKaM
JIOKYMEHTOB. PeKBH3UTHI OJIaHKA TOKYMEHTA.

11. XapaKTepUCTUKA PEKBU3UTOB, ONIPEACISIOUINX IOPUANUECKYIO CHIIY TOKYMEHTA.

12. PexBu3NTHI, OTpakaronye 00padboTKy 1 IBI)KEHHE IOKYMEHTA.

13. PexBu3nTH copepKaTeaIbHON YaCcTH JOKYMEHTA.

14. SI3BIK M CTHIIB CITYKEOHBIX JOKYMEHTOB.

15. Haznauenwue, coctaB u opopMIICHHE OpPraHI3aIMOHHO-TIPABOBEIX TOKYMEHTOB.

16. [onsiTre noroBopa, ero cocraBiieHHe U 0(hOPMIICHHE.

17. Hasnadenue, coctaB 1 0()OpMIICHHE PACTIOPAIUTENBHBIX JOKYMEHTOB.

18. [Ipoueaypa MOATOTOBKHU pacOPSIUTENbHBIX JOKYMEHTOB.

19. [Ipukazbl 10 OCHOBHOM €ATENBHOCTH U IMYHOMY COCTaBY.

20. CnpaBo4HO-MH()OPMALMOHHBIE JOKYMEHTBI: Ha3HaUSHHE, BUBL, TIOPSI0K pa3paboTKu U 0(hOpMIICHUS.

21. ITpaBuna coctaBneHUs 1 0OPMIICHUS CITy>KEOHOTO MUChMa.

22. [paBuna cocraBneHus U 0pOPMIICHUs CITyKeOHOM, JOKIaAHON 1 0OBICHUTEIHHON 3aIIMCKH.

23. [IpoToKoM Kak CrpaBOYHO-HHPOPMAMOHHBIN H PACTIOPSAUTENBHBIA JOKYMEHT.

24. [Mopsinok cocraBieHus U 0PpOPMIICHHS aKTa.

25. Hasnagenue, coctaB 1 0()OpMIICHHE THIHBIX JOKyMEHTOB.

26. Ciyx6a JIOY, ee THIIOBBIE OpraHM3allMOHHbBIE CTPYKTYPBbI, IIpaBa U OTBETCTBEHHOCTb. 3a1a4t ¥ QYHKIHH
ciyx6s1 JIOVY.

217. JlomkHOCTHOM M unciieHHbI coctaB ciyx0 JIOY. dyHKiMu, paBa ¥ OTBETCTBEHHOCTH COTPYAHUKOB
ciyx6s1 JIOVY.

28. HopmatusHo-MeToan4eckast 6a3a ciayx0sr IOY.

29. HopmaTtuBHBIE U HOPMaTHBHO-METOJMYECKHE JIOKYMEHTBI, PETJIAMEHTHPYIOIINE MOPSJOK COCTABICHUS
HHCTPYKIIMH 110 TOKYMEHTAIIMOHHOMY 00€CIICUeHHIO YIIPaBICHUS OpraHU3alllu.

30. AHanmu3 ¥ OpraHu3anus J0KyMEHTO000poTa.

31. O0BeM T0OKyMEHTO000pOTA.

32. Cucrema ynpaBieHHs JOKYMEHTaMHU: XapaKTePUCTHKA U 3TAIbl BHEAPCHUSI.

33. IIpuem, nepsuyHast 00pabOTKa U MPEIBAPUTEIIEHOE PACCMOTPEHHE TOKYMEHTOB.

34. CornacoBaHue JOKYMEHTOB.

35. YTBepxKIeHHE JOKYMEHTOB.

36. VYuer u perucrpanys f0KyMeHTOB. IHGOPMaIIMOHHO-IIOMCKOBBIE CUCTEMBI.

37. KoHTposs ucnoaHeHNs JOKyMEHTOB.

38. KonpunenunansHocts napopmaryy. [IpaBuia paboTs! 1 3aINTHl KOHPUAESHIIMAIBEHBIX JOKYMEHTOB.

39. Opraauzanus XpaHeHus! JOKYMEHTOB.

40. [onstue «aeno». opmupoBaHue aei.

41. Howmenknatypa nein.

42. IMoaroroBka NOKYMEHTOB K Iepefade B apXWB opraHusanui. OpraHu3alys HCIOJIb30BAHUS apXHUBHBIX
JOKYMEHTOB.

4.2. IlIpumepnvie 60npocsvl mecmogvix 3a0aHul

Bapuant 1.

1. OTpaCJ’IL JACATCIBbHOCTH, 066CH€"II/IBEHOIII&H JAOKYMCHTUPOBAHUC U OpPraHU3allUIO pa6OTLI C 0(1)I/IL[I/IEU'ILHI)IMI/I
JOKYMCHTaMMU:

1. Jlenonpou3BoaCcTBO



Bl

w

WK 4aCTh UX:

o

JAOKYMCHTA

JloxymeHnToBeieHne
CucrteMaTu3aius J0KyMEHTOB
Cucrema yHu(HUKAIMHA JOKYMEHTOB

. K xakomy Buzy ciry>keOHBIX JOKYMEHTOB OTHOCSITCSI PACIIOPSDKEHUS M YKa3aHHsA?

OpraHu3anuoHHbIe JOKYMEHTHI
PacnopsanTensHbIE TOKYMEHTHI
CrpaBo4HO-HH(POPMALMOHHBIE JOKYMEHTHI
JIOKyMeHTAIHA 10 IHIHOMY COCTaBY
[penmosxxeHus, 3assBICHUSA, KAI0ObI TpakIaH

. JIOKyMeHT, ITOJTHOCTBIO BOCIIPOU3BOAAIINIT HH(OPMALIUIO TOAIMHHOTO JOKYMEHTA U BCE €T0 BHEIIHUE IIPH3HAKN

Komnus nokymenTa

[MommuHHUK 0QUIATHEHOTO TOKYMEHTA
YUepHOBOM JOKYMEHT

BbenoBoii nokymeHT

. Kakue PEKBU3UTHI B 3aBUCUMOCTH OT YUPCAUTEIIbHBIX TOKYMCHTOB MOT'YT OBITh Ppa3MEIICHBI Ha Onanke nmucsxMa?

Tocynapcreennsiii repb P@, repb cyorpekra PD; OMmbOemMa opraHu3aiiy, TOBAPHBIA 3HAK

Kon opranuzanuu, kol popMbl TOKYMEHTAa,

HanmveHnoBaHne opraHU3aliiy, CIIpaBOYHbIEC JaHHBIE 00 OpraHU3aALNH

Jlata TOKyMEHTa, peruCTpPAI[MOHHBIII HOMEP JOKYMEHTA, CCBUJIKM Ha PErHCTPAIMOHHBIN HOMEp U JaTy

Bce oTBeTsI BepHbI

. B xakoii wactu JokyMeHTa npocTasiseTcs pekBu3uT «I'pud orpaHUYeHus JOCTyna K JOKYMEHTY» ?

Ha mocnenneit cTpanniie fJOKyMeHTa B IPaBOM BEPXHEM YIIIy

Ha nepBoM sucTe JOKyMEHTa B HUXKHEM JIEBOM YTIIy

Ha nepBoM siicTe TOKyMEHTa B BEPXHEM IPABOM yTITy

Ha xaxoM JucTe JOKyMeHTa B IPOU3BOJILHOM, OpocaroleMcs B Ila3a, MecTe

6. B xakom mMecTe JoKkyMeHTa nmpocTaBisieTcs: «OTMeTKa 0 KOHTpoJie»?

1.
2.
3.

Ha neBoM nose 10KyMeHTa HalpOTHB PEKBU3UTA «3aroJIOBOK K TEKCTY»
Ha neBoM noje JoKkyMeHTa HAIIpOTHB PEKBU3UTA «ApecaTy
Ha mpaBoM nosie okymMeHTa

7. Kem OCYHICCTBJIACTCA KOHTPOJIb OPTraHU3allMOHHO-PACHOPAAUTCIIBHBIX NOKYMEHTOB 110 TOPYYCHHIO

PYKOBOJICTBA:

1.

Crenieimyx00it
Kannenspueit
OOIIMM OTHETIOM

. Kak naunnaercs pacnopsaauTeiibHasa 4aCcTb an/IKa3a?

Co cnosa [TPUKA3BIBAIO
Co cnosa Ilpuka3zbiBaro
Co cioB «Ilo nu4HOMY COCTaBY»

. Uro BIHsET HA MPOIIECC YIIPABICHUS?

CkopocTb nepeMeneHNs JOKyMEHTOB
WudopmannonHas moanepxKKa

KoHTponb 3a BEINOIHEHHEM YNIPABICHUECKOTO PELICHHUS
Bce oTBeThI BEpHBI
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10. ... — COBOKYITHOCTb JOKYMCHTOB WJIM JOKYMCHT, OTHOCAIINUXCA K OAHOMY BOIIPOCY UJIN YHACTKY ACATCIbHOCTH,
TIOMCHICHHBIX B OTACJIBHYIO O6J'I0)I(Ky.

11. TIpomecc co3manust 1 0HOPMIIEHHUS TOKYMEHTOB:

L. Jenonpou3BoACTBO
2. JlokyMeHTOBeieH e
3. JlokyMeHTupoBaHHE

12. K xakoMy BUAy cIIyeOHBIX TOKYMEHTOB OTHOCHTCS TIPOTOKOI?

1. Opranu3anvoHHbIE JOKYMEHTHI

2. PacniopsinutenbHble TOKYMEHTHI

3. CnpaBo4HO-MH()OPMALMOHHEIE JOKYMEHTHI
4. JlokyMeHTanus 1o TUIHOMY COCTaBy

5. [Ipennosxxenus, 3asBICHUS, XKATOObI TpaXkIaH

13. Kakoii u3 (hopmaToB OyMaru He OIyCKaeTCs IIPH U3TOTOBIICHUH CITY>)KEOHBIX JOKYMEHTOB:

1. A3
2. A4
3. AS
4. A6
5. A2

14. YrioBoe PacCIoIOKCHUC PCKBU3UTOB MOKCT OBITh:

1. TonbpKO EHTPOBAaHHBIM
2. Tompko hraroBeIM
3. U ¢naroBeiM, U LIEHTPOBAaHHBIM

15. B xaxoit yacTu JOKyMEHTa NPOCTABIIAETCS PEKBU3UT «AnipecaT»?

1. B BepxHem npaBom yriy
2. B BepxHeMm JieBoM yrity
3. B cepeaune nokymenTa

16. B kakoM MecTe TOKyMEHTa MIPOCTABISIETCSI HOMEP CTPAHULIBI?

1. IMocepenune BepxHero moJjsi apadckumu nudpaMu 0e3 KaBbIueK, 1e(hUCOB U CII0BA «CTPAHHIIA»
2 IMocepenune HIKHETO OIS apadbckumu udpaMu 6e3 KaBbIueK, Ae(UCOB U CIOBA «CTPAHHUIIAY
3. [Mocepenune BepxHero mnosst apabckuMu nudpamu ¢ nepucamu
4 [Mocepenute HIKHETO MOJIst apabckumu udpamu ¢ aedhucamu

17. HopmaTuBHbIE aKThl, IMEIOIINE CBOAHBIA XapaKTep M ONpPeJeNsIoNne MOpsI0K 00pa3oBaHNs, KOMIIETEHIHUIO,
OpTraHU3aIIo0 paboThI —

1. VYcra

2. [onoxxenus

3. IIratHOE pacnucanue
4. WHcTpykunu

5. Horosop

18. IIpaBoBOIi aKT, N31aBaEMblii OPraHOM YIIPABJIEHUs 110 BOIIPOcaM MH(OPMALMOHHO-METOANIECKOTO XapakTepa,
[0 BOMpOCaM, CBA3AHHBIM C OpTraHM3AIlMed WCIIOJHEHWS MPHUKa30B, WHCTPYKIMHA M OPYrUX AakTOB JAHHOTO WIIN
BBIIIECTOSILEr0 OpraHa yrnpaBJIeHUs —

1. VYkazanue
2. Pacnopsoxenue
3. Pemenne
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4. IIpotokoi

19. Kakne mOKyMEHTBI Ha3bIBAIOTCS JOKYMEHTAITUEH 110 JITTHOMY COCTaBy?

1. ITacnopr
2. TpynoBoii 1OroBop ¢ pabOTHIKOM
3. OOBsiCHUTENbHAs 3aITICKa

20. I'maBHOE TpaBHIIO TOKYMEHTOOOOpOTa —

1. Ycrpanenne nyonupoBaHus HHPOPMAIMOHHBIX U JOKYMEHTAILOHHBIX TIOTOKOB

2. OmnepaTHBHOE IBMKCHHE NOKYMEHTOB II0 Hamboiee KOPOTKOMY IIyTH C MUHHMAJbHBIMH 3aTpaTaMu
BpPEMEHU U TpyJa

3. YHudukanms npuemMoB pabOTHI C TOKYMEHTaMHU

Bapuant 2.
1. Hayynas nuCHUMIUIMHA, 3aHUMAIOINASACST H3YYCHHEM DPAa3BHTHS CIIOCOOOB JIOKYMCHTHUPOBAHUS W HOCHUTEICH

HHPOPMALINH, U3YYaIOMIast 3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB:
1. Jenonpou3BoacTBO
2. JlokyMeHTOBeIeHUE
3. JIOKyMEHTAI[HOHHOE 00eCIICUeHUE YIIPaBICHUS

. K xakomy Buny ciry»KeOHBIX TOKYMEHTOB OTHOCUTCS CIIpaBKa?
OpraHu3annoHHbIE JOKYMEHTHI
PacnopsiautensHble TOKYMEHTHI

2

1

2

3. CnpaBo4HO-MH()OPMALTMOHHBIE JOKYMEHTHI
4 JlokyMeHTaIus Mo TUIHOMY COCTaBYy

5

Hpe,Z[J'IO)KCHI/ISI, 3asBJICHUA, ’Kaj100b1 TpakaaH

. Kakum momxao OBITE ITeBoe mosie nokymenTa (ae meree) mo OCT P 7.0.97-2016?
10...15 Mm

20...35 mm

15 Mm

20 mm

=W

. IlpononbHOE pacionokeHne peKBU3UTOB MOXKET OBITh:
ToJsbKO HEHTPOBAHHBIM
Tonpko ¢raroBeM

w =k

U ¢raroBeiM, U IEHTPOBAHHBIM

5. VI3 kakuX COCTaBHBIX YacTEH COCTOUT PEKBU3UT «Aapecar»?

1. HammeHoBaHme opraHu3anuy, TOHKHOCTE, HHUIMAJBI H (JaMUITHS, TIOYTOBEIA apec

2. HaumeHoBaHue OpraHu3aiuy, 10HKHOCTh, HHUITHAIBI M (DaMUITHs, TOYTOBBIH aJpec, CYeT B OaHKe, HOMEP
TenedoHa

6. B xakoM BHIe MOXKET OBITH IIPEICTABIICHA CONIEPKATEIbHAS YaCTh TOKYMEeHTa?

1 CBS3HBINH TEKCT

2. Tabimma

3. AHkera

4 CoueTaHre TEKCTOBBIX U TAOIUYHBIX POPM

5 Bce oTBeThI BepHbI

7. CBox mpaBwi, pETYIHPYIOIIUX ACSITEILHOCTh OpraHU3allui, YUpeKICHWH, OOIEeCTB, TpaxlIaH, HX
B3aMMOOTHOIICHUS C JPYTUMH OpPraHU3alUsAMH U TpakJaHaMH, IpaBa v 00sA3aHHOCTH B pa3HbIX c(epax rocy1apcTBEHHOTO

YHOpaBJICHUA WA HHOM JCATCIBHOCTH —
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1. VYcraB

2. [Honoxenus

3. [ITaTHOE pacnucanme
4. WucTpykuuu

S. Horosop

8. PacriopsimutensHbIN TOKYMEHT, W31aBacMblii PYKOBOANTEIEM KOJUIETHAIBHOTO OpraHa Il €AWHOHAYaIbHOTO
pelIeHus ONepaTUBHBIX BOIPOCOB -
VYkazanue
[Ipuxas
Pacnopsxenue
Pemenne

vk w b=

IIporokoi
. UTo moHnMaeTcs Mo/ MPOLEeCCOM JBHXEHUS KaapoB?
KomanmupoBanne pabOTHHKOB

[Moompenne pabOTHUKOB

9

1

2

3. [IpenocraBnenue oTIyCKOB
4 Brinecenue BeiroBopa

5

[Tpuem, nepeBon 1 nepeMenieHne pabOTHHKOB

10. CnoxmuBmieecs WIN OpPraHM30BaHHOC B MHpcAcIax I/IH(bOpMaLII/IOHHOI\/'I CUCTCMbI JOBHWXXCHHUC JaHHBIX B

OTIPE/ICIICHHOM HalpaBJICHUH, IPU YCIOBHH, YTO Y 3TUX JAHHBIX OOIIHI HCTOUHUK U OOIIHIA MPUESMHHK —

1. JIOKyMEHTONOTOK

2. JlokyMeHT0000pOT
3. JlokyMeHTOBeIeHUE
4. Bce oTBeTHI BEepHBI

11. Yo Takoe 1OKyMeHT?

1. Nudopmanns, 3admkcupoBaHHast Ha OyMa)KHOM WIN JIFOOOM APYrOM HOCHTEIIE, UMEIOIIasl ONpe/IeICHHbIC
PEKBU3UTEHI.

2. JIroGast 3amuck, MOATBEPKACHHAS TIOAIUCHIO.

3. Wudopmanus B 2IeKTPOHHOM BUJIE.

12. K xakoMy BUIY CITy>KEOHBIX JOKYMEHTOB OTHOCSTCS TPYAOBBIE KHIDKKH?

1. Opranu3aluuoHHbIE JOKYMEHTHI

2. PacniopsimuTenbHbIE TOKYMEHTHI

3. CrpaBo9HO-WH(POPMALMOHHBIEC JOKYMEHTHI
4, JlokyMeHTaIus 1o JUYHOMY COCTaBy

5. [pemmosxeHns, 3asBICHUS, KaI00BI TpaXKIaH

13. Kakum nomkHO OBITE TipaBoe mone qokymenTa (ae meree) mo [OCT P 7.0.97-2016?

1. 10...15 Mm
2. 10 MM
3. 20 MM

14. TIpu HanMCaHNH PEKBU3UTOB HCIIOIB3YIOT:

1. Bce npasuita opdorpaduu v MyHKTyalul pyccKoro si3blka
2. IIpaBuiio OTKPBITOM MYHKTyaluu
3. Oco0sbie npaBuia opdorpaduu U MyHKTYAILMH PYCCKOTO SI3bIKa, IPUHSTHIE B AETOTPOU3BOJICTBE

15. YkaxxuTe BapuaHT OTBETa C IPaBUILHO 0(OpPMIIEHHBIMH HHHUITMAaMu U pamuiielt anxpecarano 'OCT P 7.0.97-
2016:
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1. I'erepanbrOMy mupekTopy «OOO Omnuc-94»
BacunseBy E. A.

2. I'maBHOMY OyxTanTepy
T. U. llleBuenko
3. [Ipencenarento cagoBoguecKkoro TopapuuiecTsa «Bocxom»

IIerpoBy Jmurputo iBaHOBUUY

16. Yro nmoxpazymeBaercst moj GopMoii coOII0OAeHHS ITUKETA B IEJIOBOH TIepenucke?

l. VYnorpebnenne ycTodmBeIX (opM oOpamieHns, mabIOHHBIX CIOBOCOYETAaHWH, HEWTPaJIbHOTO TOHA
W3JIOKCHMA; KPAaTKOCTh TEKCTa, W3JIOXKEHUS TNPOChO, BBIPAKECHUS MPH3HATEIBHOCTH, CIIOCOOOB apryMEeHTaluy
MIPOM3BOJICTBEHHBIX CUTYAIU{ H T.1.

2. Vcnonp30BaHue BEITYPHBIX 000POTOB € BEIpAKEHHEM UPE3MEPHON BEKIIHMBOCTH

3. BrickaspiBaHNEe COMHEHHH, HaBsI3bIBAHUE aapecaTy 0XKHUIAEMOT0 pe3ynbTara U T.1.

17. JlokyMeHT, 3aKperuIsSIONMi JODKHOCTHON M LEJIOCTHBIM cocTaB M (OHA 3apadOTHOH IUIaThl OpraHu3alvy B

LIETIOM —
1. Ycras
2. [Honoxenus
3. [lItaTHOE pacnucanue
4. WHcTpykunu
5. Jorosop

18. PacnopsauTenbHbI JDOKYMEHT, H34aBaeMbli OpraHaMi, IEHCTBYIOIIMMHM Ha OCHOBE KOJIJIETHAIBHBIX
MPHHIUIOB YIPaBICHUS —

1. Ykazanue

2. [Ipuxas

3. Pacnopsoxenue
4. Pemenne

5. Ilporokon

19. .... — JOKYMEHT, B KOTOPOM aBTOP B IIOBECTBOBATEJIbHONH (opMe, B XPOHOJIOTHUECKOM IMOPSAKE H3JIaraeT
OCHOBHBIE COOBITHSI CBOCH )KHU3HHU.

20. C gero HaunHAETCS paboOTa ¢ BXOAAIINMHA JOKyMEHTaMH?

1. C npoBepKHu MPaBUIBHOCTH JIOCTABKH, IIEJIOCTHOCTH YIIAaKOBKH, COXPAHHOCTH NevaTeit
2. C pa3meTKu 10KYMEHTOB
3. Perucrparn

Kniou ona nposepku npaguibnocmu 6blnoIHeHUA mecmoevix 3aoanuil. Bapuanm Nel

Ne gonpoca 1 2 3 4 5 6 7 8 9 10
Omeem 1 2 1 5 3 1 1 1 4 §i (S (0]
Ne gonpoca 11 12 13 14 15 16 17 18 19 20
Omeem 3 3 5 3 1 1 2 1 2 3

Knwu onsa npoeepku npagunbHOCmu 6blNOJIHEHUA MeCmoevlX 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
Ne 11 12 13 14 15 16 17 18 19 20
eonpoca

Omeem 1 4 2 2 2 1 3 4 ABTroOuorpadust 1
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5. MeToan4yeckue MaTepHaJibl, ONpee/siiolue Npoueayphbl OllecHUBaHNS 3HAHMUI, YMEHUI,
HABBIKOB, XapaKTePH3YWINUX 3Tanbl (OPMUPOBAHUS KOMIETEHIWH B MpoLecce OCBOCHUS
AUCHMILINHBI, B X0/1€¢ MPOMEKYTOYHOM aTTecTallun

Meronuyeckue Marepuaibl, OINPEAEISAIONIME IPOLENYpPhl OLIEHWBAHUSA 3HAHUM, YMEHM,
HaBBIKOB, XapaKTEPU3YIOIUX 3Tanbl ((OPMUPOBAHMS KOMIIETEHIIUN, pa3paboTaHbl HA OCHOBE MOAX0/a
B.II. becnambko. 3amanus (oHIAa OIEHOYHBIX CPEACTB MOTYT OBITh IPEACTaBIEHBI B JIBYX
B3aMMOCBSI3aHHBIX OJIOKAX.

IlepBblii 010Kk — 3a7aHMs HA YPOBHE «3HATh», B KOTOPHIX OUEBUJEH CIOCOO pEIICHHUS,
YCBOCHHBIN CTYIEHTOM IPH U3YyYEHHH TUCHUILIMHBL. 3aJaHUsl 3TOr0 OJOKa BBIABJISIOT B OCHOBHOM
3HAHMUEBBII KOMIIOHEHT MO [AUCLUUIUIMHE U OICHUBAIOTCS 10 OWHApHOM MIKaje «IpaBUIbHO-
HEMPaBUILHO.

Bropoii 010k — 3ajaHus HA YPOBHE «YMETb» U «BIAJETh MPAKTUYECKUM OIBITOM» (€CiH
npeaycmotpero ®I'OC, yueoubim tutanom u PI1/]). Jlanabii 0710K MOXKET OBITH MPEICTABICH TUITOBBIMHU
3aJlaHUSIMU, B KOTOPBIX HET SIBHOTO YKa3aHHS Ha CHOCOO BBIMOIHEHUS, U CTYACHT JJIS UX PEIICHUS
CaMOCTOSITENIFHO BBIOMpPAET OJUH M3 M3YYCHHBIX CIIOCOOOB WM MPAKTUYECKUMHU 3aJaHHIMH,
coJiep>KaHue KOTOPBIX MPE/IoiaraeT CIoJIb30BaHUE KOMITJIEKCA YMEHUN U HAaBBIKOB, JISl TOTO YTOObI
CTYIEHT MOT CaMOCTOSITE€IbHO CKOHCTPYHUPOBATH CIOCOO pelIeHHs, KOMOWHUPYS H3BECTHBIE €My
CrocoObl W TpHBIEKAas 3HAHUS W3 Pa3HbIX AUCHUIUIMH (BBIOJHEHUE 3aJaHusl TpeOyeT pelieHus
MOCTAaBIIEHHOW TpOoOJeMbl B 1EJIOM M TPOSBICHUS YMEHHs aHAIU3UPOBaTh HHOOPMALIHUIO,
MPOCJEKNUBATh MPUYUHHO-CIECICTBEHHBIC CBSI3M, BBIICISATH KIIOYEBBIE MPOOJIeMbl, (HOPMHPOBATH
METO/IbI UX PEUICHUS).

3ananusi JaHHOTO OJIOKA MO3BOJISIOT OLIGHUTH HE TOJIBKO 3HAHUSA M0 AUCUUIUIMHE, HO M YMEHUS
MOJIb30BAaThCS UMU MPU PEHICHUHM CTaHAAPTHBIX (TUIMOBBIX) W HECTAHIAPTHBIX 3ajad. Pe3ynbrarsl
BBITIOJTHEHUS ATOTO 0JI0Ka OIEHUBAIOTCS C YUETOM MOJHOCTHIO MIIH YACTUYHO MTPABUIIBHO BBITTOTHEHHBIX
3amanuii.  PemieHune  CTyaeHTaMHM  HECTaHJApTHBIX  MPAKTHUKO-OPUEHTHUPOBAHHBIX  3aJaHUM
CBHJIETENILCTBYET O (OPMHPOBAHUU Yy CTYAEHTOB  OINPEAEICHHBIX  OOIIEKYJIbTYpPHBIX U
npodeccCHOHATBHBIX KOMIETEHINH B cooTBeTcTBUM ¢ TpeboBanusmu GI'OC CIIO.

OrneHuBaHue 3HaHUI, YMEHUI, HABBIKOB, XapaKTePU3YIOMIUX ATanbl (JOPMUPOBAHUS OOIIUX U
npodecCHOHANBHBIX KOMIETEHIINM, OCYIIECTBISETCS C IMOMOIIBI0 CIEAYIOImed MOJENH OIEHKU
BBITIOJIHEHUS TUTIOBBIX 3a/IaHUI U TPAKTUKO-OPUEHTHUPOBAHHBIX 3a/1a4, KOTOPAasi MO3BOJISIET YCTAHOBUTh
COOTBETCTBHE MEX]Y pe3y/IbTaToM BhioMHeHUS 3aganuii @OC o0ydaromuMces (CTyIeHTOM) U YPOBHEM
00yUYEHHOCTH 10 IIKaJe oleHuBaHus (Tadmuus 3.1 — 3.2.).

Tabmuua 3.1. — Mozens onieHkH BoinoiaHeHus 3aganuii @OC, opueHTHPOBAaHHBIX HA TPOBEICHUE
YCTHBIX U NMUCBMEHHBIX OMpocoB (3aueT / auddepeHnnpoBaHHBIN 3a4eT / 9K3aMEH, KOHTPOJIbHbIC U
CaMOCTOSITeNIbHBbIE pabOTHI, 3aJaHUS JUIsI TEPMUHOJOTMYECKOrOo AMKTAHTa M T.I.), HA OICHUBAHUE
paboThI 00yJarOIUXCs HA CEMMHAPCKUX / TPAKTUYECKUX 3aHATHX, HA OLIEHUBAHME 3a/IJaHUM 110 TIOUCKY,
aHaJIM3y ¥ CUCTeMaTH3aluy HH(OpMaIK, Ha TIOJrOTOBKY U ITyOJIMYHBIE BHICTYIICHHS C TOKJIAAaMHU Ha
KOJIJIOKBHYME, MOJTOTOBKY M Y4acTHE B JUCKYCCHUAX BOBpEMs MPOBEACHUS KOH(EPEHIH / KPYyIJIbIX
CTOJIOB, Ha paboTy 00y4aIOMIMXCs B MANIBIX (MUKpO-) TPyMNax U T.J.:

OI_ICHKa ‘ KpI/ITCpI/II/I BBICTAaBJICHUS OLICHKHU
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OTJIINYHO

(3auTeHo)

CTYACHT IEMOHCTPHPYET BCECTOPOHHEE, CHCTEeMAaTHUECKOe M TIyOOKOoe 3HaHue
y4eOHOT0 MaTepuana, TOYHO, YeTKO M KOHKPETHO OTBEYAaeT Ha BOIPOCHI, MOXKET
J0Ka3aTh W TNPOWUIIOCTPUPOBATH CBOM  PACCYXACHUS MPAKTUIECKUMHU
MpuMepaMH, TMPH OTBETe Ha BOMPOCHl PACCYKIAET, OMHPAsCh HAa 3HAHUA,
[IOJIy4YEHHBIE KaK B paMKax JaHHOTO Kypca, TaK U MPU U3YYEHUH JPYTUX CMEKHBIX
JUCLUIUIMH,  yMeeT  CBOOOJHO  BBINOJNHATH  NPAKTHUECKHE  3aJaHMs,
MIpeIyCMOTPEHHBIE TPOTPaMMOM, B TOM YHCJIE, PEIIaeT HeCTaHIapTHBIE 3a/1a4H, B
1I€JIOM OTBETHI TITyOOKHe, 000CHOBaHHBIC U 3aKOHUYECHHBIE;

Xopoio
(3auTeHo)

B CBOMX OTBETax Ha BOMPOCHI CTYJCHT YETKO (POPMYIIUPYET ONPEACTICHUS U MOKET
MOKa3aTh B3aMMOCBS3b Pa3IMYHBIX YacTeld MPOMIEHHOTO B paMKax JaHHOTO
y4e0HOrO0 Kypca MaTepuaia, CTYACHT JAEMOHCTPHUPYET CIIOCOOHOCTh K
Pa3MBIIIICHHUIO, TIPH OTBETE Ha BOIPOCH PACCYKIAET, ONMPASICh HA MOITyYCHHBIE
B paMKax JaHHOTO Kypca 3HaHHsl, JIETKO PEIIaeT THIIOBBIE 33Ja4H, CIIOCOOCH K
CaMOCTOSITEIbHOMY TOIMOJHEHUIO W OOHOBJICHHIO 3HAHUM M YMEHMH B XOJe
JmanbHene yaeOHol 1 mpoeCCHOHATBHOMN NeATEIbHOCTH

Y 10BNIETBOPUTENBHO
(3auTeHO)

CTYyJICHT OOHApYKMBAET B IIEJIOM INPABWIFHOE TIOHWUMAaHUE OCHOBHBIX BOIPOCOB
MPOTPaMMHOTO MaTepuasia, MOXET JaTh OINpeleNieHHS OCHOBHBIX IOHSTHH,
MPOIIEHHBIX B paMKax y4eOHOTr0 Kypca, OHAKO H3JIaraeT X HeIOCTATOYHO YE€TKO
U / WIM HE B TIONHOM 00beMe, MPEeoyCMOTPEHHOM YYEeOHBIM MaTepHaoM
JICKIMOHHBIX M NMPAKTUYECKUX 3aHSATHH, HE MOXKET BBIBECTH 3aKOHOMEPHOCTH H
CBSI3aTh BOCMHO Pa3HbIe YacTH Kypca; JOMYyCKaeT OTAeIbHbIE OIIMOKN B OTBETE U
IIpyu BBIIIOJHCHUHA 33HaHHI71, PCIICHUC THUIIOBBIX 3ada4 MOXCT BbI3bIBATH
3aTpyIHEHHE, MPU 3TOM CTYAEHT 00JIafaeT HeOOXOMUMBIMU 3HAHHAMH JUIS HX
YCTpaHEHUs M0J] PyKOBOJICTBOM IIPETIOIaBATENS

HeynosnersopurensHo
(He 3auTeHO)

3HaHHA CTYJACHTa O6pI)IBO‘IHI:I, HC MOKPBIBAIOT BCETO MPEAMETA, CKOPEEC 3ayUCHbI,
4YCM IIOHATHI U, KaK CICACTBHUEC, CTYJCHT HC MOXKCT OOBSICHUTDL CBA3€EH B paMKax
H3JI0KEHHOI0 MaTepHalia, JaTh TOUHBIX ONPEACIICHUN MOHSATUH, MPOUICHHBIX B
paMKax Kypca, JaeT paciulbiBUaThlie (POPMYIMPOBKH, HE BIaAeeT B AOJDKHOM
CTCIICHU TepMHHOHOFHeﬁ n mpueMaMm peUICHWA THUIIOBBIX 3a/lad; OILICHKa
«HEYIIOBJIETBOPUTENHHOY, KaK MPaBUIIO, CTABUTCS CTyJEHTaM, KOTOPBIE HE MOTYT
MPOAOJDKUTE O0YUIEHUE HIIH MPUCTYIIUTH K MPO(ECCHOHATIBHOM e TeIbHOCTH 1O
okoHuaHnn Komiemxa 0Oe3 IOMOJHUTENIBHBIX 3aHATHHA IO COOTBETCTBYIOLIEH
JUCIMIIIIMHE

Tabmuua 3.2. —

Mogenp OILIEHKH BEIIOJHEHUS 3adaHui CDOC, OPHUCHTHPOBAHHBIX Ha

BBIIIOJIHCHHUE  TBOPUYCCKHUX 3aJaHuH pa3jinyHoro ypoBHA  CJIOKHOCTHU, LECJICBOIO HA3BaHMUA,

MPOAYKTUBHOCTH, 3BPUCTUYHOCTH, B TOM YHCJIC, pa3HOYPOBHCBLIC 3a/laHUA (Ha OCHOBC HpaKTquCKOﬁ

CI/ITyaI_II/II/I), dHaJIn3 W PCHICHUA MPAKTUUCCKHUX CHTYAlIMOHHBIX 3aJaHui (KeﬁCOB), 3aJaHuA I

pa3pa60TI<H TBOPYCCKUX IPOCKTOB, 3aJlaHUS JJISI TIOATOTOBKHU Hpe3eHTaI_[I/II71 / MYJIbTUMEANA COO6I.I.ICHPII>1,

3aaaHuA OJ1d IMMOATOTOBKU U YUaCTHA B JCJIOBBIX / CIOXKCTHO-POJIEBBIX / HMUTALIMOHHBIX UI'pax U T.II.:

Onenka Kpurepuu BbicTaBIeHUS OLIEHKH
OTJIINYHO AKTHBHOE y4YacTHe B aHaim3e U OOCYXJCHHHM TMPOOJIEMHON CHUTyaluu.
(3aureno) OOy4Jaromuiicss JTEMOHCTPUPYET HAaBBIKM IIOMCKA PEJICBAaHTHOH, IOJHOM,

JOCTOBEpHOW  WH(OpPMaLMU JUIs  aHajiM3a, MKCIOJb3yeT HOPMATHBHBIC,
WHPOPMAITMOHHO-aHATUTHIECKHUE,  CTATHCTHYECKHE  HCTOYHHUKH.  YMEET

OIpeaACInTb CBOIO POJIb U B IOJIHOM MEpPC BLINIOJIHUTHL CBOU (I)YHKLII/II/I B paMKax

KOMaHIHOH paboThI.
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CoOmojaeT MPUHIUIIBI ACTOBBIX KOMMYHHKAIIMI U TPaBWIIa JACIOBOTO ATHKETA
MPU B3aMMOJCHCTBUU C IPYTHMH OOYYarONIUMHUCS, CHOPMUPOBAHHBIC HABBIKH
MIPE3CHTAINN PE3YIIETATOB COOCTBEHHON PaOOTHI M PaOOTHI KOMAH/IBI.
JIeMOHCTPHUPYET BCECTOPOHHEE, CUCTEMAaTHYECKOE M TITyOOKOe 3HaHUE YIeOHOTo
MaTepuaia, TOYHO, YETKO U KOHKPETHO OTBEYAET Ha BOMPOCH], MOXKET JI0KA3aTh U
MPOMJUTIOCTPUPOBATh CBOM PACCYXICHUS TMPAKTUYCCKHUMU TNPUMEpPaMU, MPH
OTBETE Ha BOIPOCHI PaCcCyK/aeT, OMUPAsCh HA 3HAHUS, TOJTyYCHHBIE KaK B paMKax
JAHHOTO Kypca, TaK W TPH WU3YyYCHHH IPYTHX CMEXKHBIX JUCIUILIUH, yMEeT
CBOOOJIHO BBIMOJHSTH MPAKTUYCCKHUE 3a/IaHUs, MTPEIyCMOTPEHHBIC TPOTrPaAMMOiA,
B TOM 4WCIE, pellaeT HeCTaHJapTHHIC 3ajadd, B LEJIOM OTBETH TIIyOOKHE,
000CHOBaHHbBIC W 3aKOHYCHHBIC OTBETHI.

Xoporio
(3auTeHO)

AKTHBHOE ydYacTHe B aHalM3e M OOCYXIEHHUH TMPOOIIEMHOW CHUTYyaIlHlH.
OOyuaromuiicss AEMOHCTPUPYET HAaBBIKM IIOMCKa PEJICBAHTHOM, TOJIHOM,
JOCTOBEPHOW WHPOpPMaMM Uil  aHajiu3a, HCIOJIb3YeT HOPMAaTUBHEIE,
nHGOPMALMOHHO-aHAIUTUYECKUE,  CTATUCTUYECKHE  HMCTOYHMKH.  YMEeT
OIIPEIENINTh CBOU POJIb U B IOJIHOW Mepe BBIINOJIHUTH CBOU (PYHKIMH B paMKax
KOMaHIHOH paOoThI.

CoOuo1aeT MPUHIUIIBI ACTOBBIX KOMMYHHKAIIMKA U MPaBWIa JCJIOBOTO ATHKETA
IPU B3aUMOACUCTBUU C OPYTUMH OOYYarOLIMMHUCH, c(HOPMHUPOBAHHBIC HABBIKH
Mpe3eHTANNHN PE3yIbTaTOB COOCTBEHHOW PaOOTHI.

B cBoux oTBeTax Ha BONPOCHI YETKO (HOPMYJIUPYET ONPEICIICHUS M MOXKET
IMOKa3aTb B3aWMMOCBA3b PA3JIMYHBIX yacten HpOfIIleHHOI‘O B paMKax AOaHHOI'O
yu4eOHOro Kypca Marepuana, CTyIEHT JEeMOHCTPUPYET CHOCOOHOCTh K
Pa3MBIIIJICHUIO, IPH OTBETE HA BOIPOCHI PacCy>kKAaeT, ONUPAACh HA MOTyYCHHBIE
B paMKax JTaHHOTO Kypca 3HaHWs, JITKO pellacT TUIOBBIC 3a7a4yH, CIIOCOOCH K
CaMOCTOSITEIbHOMY TIOTIONIHEHHIO W OOHOBJIGHUIO 3HAHWH M yMEHHWH B XOje

JManbHene yaeOHol 1 mpoheCCHOHATBHON NeATEIbHOCTH

VY 10BJIETBOPUTEIHLHO
(3auTeHo)

OOy4Jaromuiicss y4yacTByeT B aHAIM3e W OOCYKIEHUH TPOOIEeMHON CUTYaIuH,
ACMOHCTPUPYET HABBIKH IMOUCKA I/IH(bOpMaHI/II/I JJIA aHaJIn3a. YMeeT BBITIOJIHUTH
CBOM OCHOBHBIC (DYHKIIMU B paMKax KOMaHHOH pa0doThl. COOJII0OIaCT MPUHIIUIIBI
JeTIOBBIX KOMMYHHKAIM{ 1 MIPpaBUJIa JAEJIOBOTO ATUKETA MPU B3aUMOJACHCTBUH C
JAPYTUMH 00YYaIOINMHCS.

OOHapyXuBaeT B II€JIOM TMPABWJIBHOC I[OHUMAaHHE OCHOBHBIX BOIPOCOB
MIporpaMMHOI'0 Marc€puaia, MOXCT OaTb OIPECACICHUA OCHOBHBIX HOHHTI/If/i,
NPOWACHHBIX B paMKax Y4eOHOro Kypca, OJHAKO H3JIaraeT UX HEIOCTaTOYHO
YeTKO ¥ / WIIM HE B MOJHOM 00BEMe, IPEIyCMOTPEHHOM y4eOHBIM MaTepruaIoM
JICKIMOHHBIX U MNPAKTUYCCKUX SaHHTHﬁ, HE MOXKET BbBIBECTU 3aKOHOMCPHOCTU U
CBSI3aTh BOEJIMHO pa3Hble YacTH Kypca; JIOIMYyCKaeT OTAebHBIE OIIMOKH B OTBETE
W TIpH BBINOJHEHWW 3aJ[aHUi, pEIICHWE THUIIOBBIX 3aJad MOXKET BBI3BIBAThH
3aTpyJIHEHHE, TIPH 3TOM CTYICHT 0OJagaeT HeOOXOAMMBIMH 3HAHUSMH JISL X
yCTpaHEHUsI 0] PyKOBOJICTBOM IIPETIOIaBaTelsl

HeynosnersopurensHo
(He 3auTeHO)

OOyyaromuiicss IPUHUMAET MMaCCUBHOE ydacTHe (WM HE yJacTBYET) B aHAIIU3E
npoOJeMHOM CHTyalluM ¥ KOMaHAHOM paboTte. 3HaHUS 0Oyyaromerocs
OOpPBIBOYHBI, HE MOKPBIBAIOT BCETO MpeIMeTa, CKOpee 3aydeHbl, YeM MOHSATHI H,
KaK CJIEJICTBHE, CTYJICHT HE MOXET OOBSICHHUTH CBS3EH B paMKax H3JI0KEHHOTO
MaTepuana, 1aTh TOYHBIX ONPEACIICHUI TOHATUH, IPOHJAEHHBIX B paMKax Kypca,
JaeT pacIUibiBYaThle  (OpMYIMpPOBKHM, HE BIAACeT B JOJDKHOM CTENEHH
TEPMUHOJNIOTME W  TNpUEMaMM  pEIIeHHs  THUIOBBIX  33f7ad; OLCHKa
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«HEYIOBJICTBOPUTEIIBHOY, KaK MPABUIIO, CTABUTCS CTYACHTaM, KOTOPbIE HE MOTYT
MPOJIOJDKUTH O0YYCHHE WU MPUCTYITUTH K TPOPECCHOHATLHOM ACITSIHHOCTH IO
okoHYaHnn Koimiemka 0e3 JOMOJHUTENBHBIX 3aHATHH 10 COOTBETCTBYIOIICH
JUCIUILTHHE.

I[aHHBIe MOZCIIN, ABJIAACH CTYACHTOUCHTPUPOBAHHBIMU, ITIO3BOJIAIOT C(l)OKYCI/IpOBaTB BHUMAHUC
Ha pE3yjibTaTax KaXXJI0ro OTACJIbHOI'0 CTYyACHTA. HpCI[J'IO}KeHHBIe IIOKa3aTcjii OLUCHKU PE3YJIbTATOB
O6y‘IeHI/I${ ITO3BOJIAIOT CACJIaTh BBIBOAbI 00 YPOBHEC 06y‘lCHHOCTI/I KaXXa0ro OoTacjabHOro CTyA€HTa U 1aThb
CMYy PCKOMCHOAIUU JJIsA ,I[aJ'IBHefII.HCFo YCIICUIHOT'O MPOABUKCHHUSA B OCBOCHHH HAaBBIKOB H YMeHHﬁ,
HCO6XOI[I/IMBIX B HpO(beCCHOHaHBHOﬁ JACATCIIbHOCTH.

HpC,I[J'IO}KeHHHﬁ (bOHI[ OLICHOYHBIX CPCACTB MOXKET OBITBH HCIOJIL30BaH AJIs1 OCHKHU PE3YIbTAaTOB
O6y‘IeHI/IH OTACJIIBHOI'O CTYyACHTA, a TaKXKe I BI)I60pKI/I CTYACHTOB IIO COOTBCTCTB}UOH.[GI’I
CIICHHNAJIBbHOCTH.
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