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@DoH/I OLIEHOYHBIX CPEJCTB ISl MPOBeACHNs TEKYLEro KOHTPOJIA U MPOMeKYTOYHOI
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Jucoumimna: OIL.06 JJokymMeHTaNMOHHOE 00ecniedeHne ynpaBJieHusl

1. [lepeuenb KomMneTeHUMid 00pa3oBaTeILHON MPOrpaMmMbl, GOPMUPYIOIIMXCS B Ipolecce
OCBOEHHS TUCIHUILIUHBI

[Ipy mpoBeACHWU TEKYHIEr0 KOHTPOJIE W IMPOMEXKYTOYHOH aTTeCTallid MO TUCHUIUIMHE Yy
00y4aroIuXxcst OIEHUBAIOTCS KOMIIETSHITUH, JOPMUPYIOIIHECS B IIPOIIECCE OCBOCHHS 00pa30BaTEIbHOM
nporpammsl (Tabnwuma 1).

Tabmuna 1 — Ilepeuenr kommeTeHlMit 00pa3zoBaTEeNbHON MPOrpaMMbl, (POPMHUPYIOIIMXCS B
MIPOLIECCE OCBOCHUS TUCIUTUIMHBI

dIroc*
OO6yuaromuiics ToMKeH 00J1a1aTh CASAYIOUMMI KOMIIETEHIUSIMU:

OK 09. Ilonv306ambcs npogheccuonanrbHoll OOKyMeHmayuel Ha 20Cy0apCmeeHHOM U UHOCHPAHHOM
AZBIKAX

1IK 3.1. Becmu 00KyMeHmoobopom npu oKa3aHuu npopeccuorarbHol puouteckol HoMouu

*[Ipumeuanue: OenepanbHblii rOCy1apCTBEHHbII 00pa30BaTENbHBINA CTAHAAPT CPEAHEro MpodeccnoHanbHOro 00pa3oBaHKs M0 CIELHUAILHOCTH
40.02.04 OpucnpyneHuus

2. Onucanue KA OIeHNBAHHSA.

[Toka3arenu olieHHBAaHUS KOMIIETCHIIMI Ha pa3IMYHbIX dTanax ux (GOpMHPOBAHUS ONPEIEIEHBI
B COOTBETCTBUH C OCHOBHOM NMpodeccuoHanbHOM 00pa30BaTeIbHOM MPOrpaMMOii.

B Tabnuue 2 mpuBOAMTCS IIKajga OLICHWBAHUS KOMIIETEHLMH Ha pPAa3JIMYHBIX 3Tamax ux
(dbopMHpOBaHUS C YKa3aHUEM KpUTEPUEB MX OLIEHMBaHUSA. Bo BTOpoM cTo0I11€ TaOIUIBl TPUBOAUTCS
IIKaJla OIIEHMBAaHUS KOMIIETEHIMM Ha pPa3IMYHBIX dSTamax uX (OPMHUPOBAHUS B COOTBETCTBUHU C
0003HAYEHHBIM KPUTEPUEM.

Ta6n1/1ua 2 - KpI/ITepI/II/I U IIKajJa OLICHMBAHMSA KOMIIETCHIIMM Ha PAa3JIMYHBIX JTallaX HX

(bopMHUpOBaHUSL.
. Mkana
Kpurtepuu oneHuBaHus KOMIeTEeHIIUH
OLICHUBAHUS
JIOCTUTHYTBIN YPOBEHb OLIEHKHU PE3YJIbTaTOB 00YUEHHUSI TOKA3bIBAET, UTO CTYIEHT
o0ajaetT He0OXOMMOI crcTeMOo 3HaHUH U BIIaIeeT HEKOTOPBIMH YMEHHUSIMHU 110
JUCLUUIUIMHE, CHOCOOEH TMOHMMaThb MW HMHTEPHPETHPOBATh  OCBOCHHYIO [Toporosbrit

nH(OpMAIIUIO, YTO TO3BOJMT €My B JajbHEHIlIeM pa3BUTh Takue KadecTBa | (0Os3aTeNbHBIN)
YMCTBEHHOW  JESITENBbHOCTH, KaK TJIyOMHa, THOKOCTb, KPUTHYHOCTD,

A0Ka3aTCIbHOCTh, 9BPUCTUYHOCTD.




. IMkana
Kpurepumn oueHuBaHusI KOMIIeTEHIM I
OIlecHUBAHUS

JIOCTUTHYTHIN YPOBEHb OLIEHKHU PE3Yy/IbTaTOB 00YUECHHUS TOKA3BIBAET, YTO CTYACHT
obmagaer HEOOXOIMMOW CHCTEMOW  TEOPETHYECKUX  3HAHWUH, BIIAJIEET
HCKOTOPLIMU YMCHUSAMU aHAJIN3a U PCUICHUA TUIIOBBIX NPAKTUYCCKUX 3a/1a4, 4TO
IIO3BOJIUT CMY B z[aanef/'ImeM Pa3BUTbL HNPAKTHUUYCCKHUEC YMCHHA B JaHHOM

HaNpaBJICHUHU MPO(PECCHOHANTBHON eI TEIHLHOCTH.

JlOCTUTHYTBIN YPOBEHDb OLIEHKH PE3Y/IbTaTOB 00YUEHMSI IOKA3bIBAET, UTO CTYACHT
MIPOJIEMOHCTPUPOBAT TIIYOOKHE IMPOYHBIC 3HAHUS M Pa3BUTHIC MPAKTUYCCKHE
YMCHHA 1 HABBIKU, MOXKET CPAaBHUBAThH, OLICHUBATh U BBI6I/IpaTB MCTObI PCUICHU A IToBbIIIEHHBIHI
MMPAaKTUYCCKUX 3ajla4, paGOTaTB LCJICHAIIPAaBJICHHO, UCITIOJIb3Yys CBA3AHHBIC MCIKAY
co0oif popmbl ipecTaBIeHUs HH(HOPMALIUH.

JIOCTUTHYTBIN YPOBEHB OIICHKU PE3yJIbTaTOB O0YUYCHHUS CBHIETEIBCTBYET O TOM,
9TO CTYACHT CIIOCOOCH 00001IaTh ¥ OICHUBATh MH()OPMAIINIO, TIOJYYESHHYIO Ha
OCHOBE KCCIIC/IOBaHUsI HECTAHJAPTHOM CUTYalllW; MCIIOJIb30BaTh CBEICHHS U3
Pa3IUYHBIX UCTOYHHKOB, YCIICIITHO COOTHOCS UX C MPEIUIOKESHHON CUTYallUCH.
JIOCTUTHYTBIN YPOBEHB OIICHKU PE3yJIbTaTOB O0YUYCHHUS CBHICTEIBCTBYET O TOM, .
. | IlponBunyTHIN
4TO y CTyICHTa C(POPMUPOBAHBI CHCTEMHBIC 3HAHUS B COOTBETCTBYIOIICH
00J1acTH 3HAHUI, HEOOXOIUMBIE JIJIsl PEIICHUST KOHKPETHBIX MPAKTHYSCKUX 33134
BBICOKOTO YPOBHSI CIIOXHOCTH; TPAKTUYCCKUE YMEHUS W HABBIKH aHAIHM3a M

MHTEepHpeTanuu HHPOPMAIUH, a TAKXKEe UCIOIb30BAHUS TOTYYEHHBIX CBEICHUI

AT IPUHATUSA pGIHGHI/Iﬁ .

3. OneHo4Hble CpeacTrea AJisi MPOBEACHUSA TEKYIIECI0O KOHTPOJIA OCBOCHUA NUCHUIIJIUHDBI

3.1. Temwt (60onpocwl) 00K1a008:

1. OmnpeneneHust 1 OCHOBHBIE MOHSTHS 1€JIONTPOU3BOACTBA.

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

3. VYHuudukaims, CTaHIapTH3aus, TpapapeTuzanus GopM yIpaBIeHISCKON JOKYMCHTAIHH.

4. TlonsaTue pexBusmTa 10KyMeHTa. [ToHsATHE hopMyisipa-oOpasna JTOKyMEHTa.

5. IlpaBuna oopmiIeHUS CTPAHUIBI JOKYMEHTA C IIOMOIIbI0 MH(POPMAIIMOHHO-KOMMYHHKAI[HOHHBIX TEXHOJIOTH.
dopmarTsl.

6. IlpaBuia opopmiIeHHs TEKCTOBOTO MaTepHalla, MpUMeYaHui, IPUIOKEHHH 1 000cHOBaHMI K TekcTy. [IpaBuia
odopmieHnss oudmorpaduu.

7. llonsTHe opUrHHANA, TyOIUKaTa U KOIIUU TOKYMEHTA.

8. PacrionoxxeHne peKBU3UTOB Ha OJIaHKE JTOKYMEHTA.

9. OdopmieHre TeKCTa JOKYMEHTOB B BHJIC aHKET, TaOJIHILI, CBI3HOIO TEKCTA, a TAKXKE B BHJIE COSIUHEHHS STHUX
dopm.

10. IToHATHE OpPraHU3aLMOHHBIX TOKYMEHTOB M UX OCHOBHBIE BHUIBI.

11. IonsATue pacnopsaaUTENbHBIX JOKYMEHTOB U UX OCHOBHBIE BUJIBI.

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

13. TloHsATHE KaApOBOM TOKyMEHTALIUH.

14. OcobGeHHOCTH JOKyMEHTATFHOTO 0(pOpMIICHHUS pe3toMe, aBToOnorpad i, XapaKTepUCTHKH.

15. OcobOeHHOCTH JTOKYMEHTAJIbHOrO O(QOpMIIEHHS IPHUKA30B 10 JIMYHOMY cocTtaBy. OdopmiieHne TpymaoBoi
KHIDKKH, TAIHON KapTOYKH, THYHOTO JIea.

16. OcoOeHHOCTH TOKYMEHTAIILHOTO 0(hOpMIICHUS] KOPPECTIOH ICHIINH, CBA3AHHOW C IIPOBEICHUEM MEPHOANIECKUX
MEPOIIPUATHI.

17. OcHOBHBIE IpaBujia COCTABJICHUA U JOKYMCHTAJIbHOI'O O(bOpMJ'IGHI/ISI IMMPpOTOKOJIA.
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18. Kinaccuduxarust 1e10BbIX 1 KOMMEPUECKUX ITHCEM.

19. OcoOeHHOCTH CTPYKTYpHI JICJIOBBIX M KOMMEPYECKMX IIMCEM, HEOOXOOMMBIX JUIS CO3JaHusl HOBBIX
MPEATIPUHIMATEIBCKAX CTPYKTYP.

20. CrangapTHbIe Qpa3bl U BBIPaKEHHS, HCIOIB3YEMBIE B TEKCTE JICIOBBIX 1 KOMMEPYECKHX ITHUCEM.

21. Ocobennoctn 0GOpPMIICHUS OTICNBHBIX BHAOB IIHCEM: MHCHMa-MPOCHOBI, COMPOBOIHWTEILHOTO MICHEMA,
MHChMa-MOATBEPKICHHUS, TUCbMa-TIPUTIIALICHUs], TapaHTUIHHOTO MHChMa.

22. OcobenHocTH OGOPMIIECHUS OTACIBHBIX BHIOB IMCEM: MHCbMa-HAaIIOMMHAHUS, MMChbMa-M3BEIICHNS, TICEMa-
3ampoca M NHChMa-OTBeTa.

23. OcobenrocTH 0(pOPMIICHHUS IETIOBOTO MICHMa MEKIYHApOIHOTO 00pasia.

24. Tlowsatme nokymenTtoobopoTa. Opranu3amus paboTsl ¢ JOKYMEHTaMH.

25. IonsiTre KilacCU(pUKALMK U CUCTEMATU3aLUH JOKYyMEHTOB.

26. IlonATne e 1 HOMEHKIATYPHI Niell. [ pynmupoBka JOKyMEHTOB B JIejIa.

27. Jlena NOCTOSIHHOTO U BPEMEHHOTO CPOKOB XPaHEHUs, OITUCH TaKUX JE.

28. Tlonsarue apxuBa, ero o0opyaoBaHue. ApXUBHAs CIIPaBKa, apXUBHAS KOIUS, apXHBHAS BBITUCKA. [lepemada men
Ha rOCY/IapCTBEHHOE XpaHEHHE.

29. 3amuTa HHPOPMALNH IIPH CO3TAHUH CITYKEOHBIX JOKYMEHTOB.

30. CoBpeMeHHBIE CITOCOOBI ¥ TEXHHUKA CO3/1aHHS JOKYMEHTOB.

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

3aoanue 1. PaccMoTpuTe CUTYaIIMIO, OTBETHTE HA BOTIPOCHI.

[Ipomuo 3acemaHre HHBEHTaPU3AIMOHHONH KOMICCHH 3aBO/Ia Ta30BOM almapaTypbl, Ha KOTOPOM PaccMaTpHBAaJICs
BOIPOC O pe3yJibTaTax MHBEHTApH3alMK 1Mo ckiaxy Ne 2 BcromorarenbHBIX MarepuaioB. Ha 3acepaHuu ObUIO MPHUHSTO
MTOCTAaHOBJICHHE 00 YTBEPKICHUU PE3yTbTATOB MHBEHTAPHU3AIMH M OTHECCHHS 32 CUCT 3aBEIYIOUICTO CKIAJ0OM HEIOCTaud
BCIIOMOTATEJIbHBIX MaTepHalioB B CyMMe 365 Thic. py0., a Takke 3a4uTaHbl CIAMYUTENbHAS BEIOMOCTh MO ckiany Ne 2 u
OOBSICHUTEITbHAS 3aIHCKa 3aBEAYIOIIETO CKIATIOM.

1) Kakoif OKyMeHT cOCTaBIIseTCs IO UTOraM 3acelaHui KOMHCCHIT pa3Horo poxa?

2) Kakune peKBU3UTHI JOJDKCH BKITIOYATH TaHHBIN TOKYMEHT?

3) CkonbKO CTPYKTYPHBIX YacTei OH mpenoaaraet?

4) Kakue dakTryecKie JaHHBIC JODKHBI OBITh BHECEHBI B 3TOT TOKYMEHT?

3aoanue 2. CocraBbre 1 0QOPMHUTE JOKYMEHTHI, HEOOXOIUMBIC B JAHHOW YIPABJICHYSCKOM CHUTYAIUH.

- Hanmumwmte IpoeKT npukasa AUPEKTOpa 3aBOja O IMPEMHPOBAHUH PAOOTHUKOB IIAHOBO-3KOHOMHYECKOTO OT/IelIa
3a JIOCPOYHYI0 pa3paboTKy GhUHAHCOBOTrO IUiaHa npeanpusTus. [Ipemust Boigaetcst u3 GpoHIa MATEPUATBLHOTO TTOOIIPEHUS B
pasmepe 60 % exxeMecIYHOro JOIKHOCTHOTO OKIana. JIpyrue naHHble U pEKBU3UTHI YKAKHUTE CAMOCTOSTENBHO.

3adanue 3. CoctaBbTe 1 0POPMHUTE TOKYMEHTHI, HCOOXOAUMBIE B TaHHOH YIPaBICHYECKONH CUTyallHH.

- CocraBpTe MOKIAAHYIO 3alMCKy TJIABHOTO OyXrairepa pyKOBOIMTENIO NPEINpHUSITHS O HE0OXOIUMOCTH
LEHTPATU3aI[H PAcYeTOB C PAaOOTHUKAMU IPEANPHATHA. B 0043aHHOCTSIX yYETHBIX PaOOTHHKOB JOJDKHO BXOIUTH JIHIIb
odopmIIeHHEe TIEpBUYHBIX JOKYMEHTOB IO Y4eTy BBIpaOOTKH. B nokmanHoi 3amucke HE0OOXOIMMO HOAATh TPEUIOKEHHE O
MIEPEeCMOTpPE IITATOB OTYETHBIX PAOOTHHUKOB B II€XaX U INIABHOW OyXTajTepHy U3 pacdeTa OOIIero COKpalleHHs ITaTOB HE
MeHee yeM Ha 20 %.

3adanue 4. CoctaBbTe 1 0POPMHUTE TOKYMEHTHI, HCOOXOAUMBIE B TaHHOH YIIPaBICHYECKON CUTYyallHH.

- CocraBpTe NHCHMO-TIPUIJIANICHHE OOBEAMHEHUS «IJKCIOLEHTP» C MPEAJOKEHHEM NPUHATh yYacTHe B
pOCCHICKOM BhICTaBKE Ha MEXIyHapoJHOM sipmapke B r. CtamOyine (Typuus), kotopast Oynet npoxoauts ¢ 2 nekadps mo 10
nexabpst 2017 ronma. [laHHast sipMapka SIBJIS€TCS OJHMM M3 KpPYNMHEWIIMX TOPTOBBIX MeponpusiThii cTpan CpenHero u
bimxnero Bocroka. B Texkcre Hano ykaszarh, 4TO y4acTUE B 3TOM sSipMapKe MO3BOJIAET LIMPOKO MPEACTABUTH HKCIOPTHYIO
MPOJXYKIUIO OPTaHHW3allMM, IPOJAATh 3KCIOHATHI CO CTEHIA, M3YYUTh OCOOEHHOCTH DPBIHKA, OOMEHSTHCS C JPYTHMHA

Y4aCTHUKaMH ApMapKu HaquO-TCXHquCKOﬁ I/IHCI)OpMaHPIeﬁ " 3aKJIFOYUTH BBITOAHBIC CIACIIKU.

3aoanue 5. Tlo Bune Oyxrantepuu corpynaukam OOO «Onwmc» B TeKylleM Mecsie Oblia 3ajJepikaHa BbIIIaTa
3apabotHoii aTel. [ aBHbIH Oyxrantep nHPpopMupyeT qupexkropa OO0 o Tom, 4To 3a7epikKa HATUIHOCTH ObLIa CBsI3aHA C
onoznanneM Ha cdeT OOO JeHEeXHBIX CPENCTB OT MPEANPUATHH-TIapTHEPOB. B posn OyxranTepa cocTaBbTe CIYKEOHYIO
3anmucKy. Bup ciry)xeOHO 3amucKu BRIOSpUTE, UCXOS U3 MPEII0KEHHOW CUTYaIllH, CAMOCTOSTEIIEHO.
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3aoanue 6. dupextop OOO «Onucy NpHHSI pelieHUe O ITpUeMe Ha padoTy ONBITHOIO MEHEMKEpa C CONUAHBIM
CTa)keM PabOThI IO CNIENUAIBHOCTH Ha JOJDKHOCTh «MEHEMKepa o pekiaMe». B pomu crenmamicTa KaapoBOH CIryxKObI
MOJIrOTOBBTE MPOEKT COOTBETCTBYIOILIETO JIOKYMEHTA.

3aoanue 7. [dupextop OOO «Onuc» TNpUHSI  pelieHHe O IIpUeMe HOBOTO  COTPYAHHKa B
OTHENl MapKeTHHTa Ha JOJDKHOCTh «peKiIaMHOro arerra». Mexagy OOO u crnenuanucToM 3aKIIOYeH TPYIOBOH
JIOTOBOP.

B pomu coTpymHHKa KagpoBOW CIyKOBI HOATOTOBETE MPOSKT IOKYMEHTA, COOTBETCTBYIOLIETO CHUTYAIHH.

3aoanue 8. TlpowsBoacTBeHHas HEOOXOAMMOCTH TpeOyeT mpopoipkeHue padotel OOO  «lIpueT»
B BBIXOJHBIC IHH C YyYETOM JCHEXHOIH MepepabOoTKH WM MPEIOCTaBICHUS APYTHX AHEH OTIbIXA.
B ponu cexperapst - pepepenra  gupexropa OOO HOArOTOBBTE HPOEKT COOTBETCTBYIOLIErO JOKYMEHTA.

3aoanue 9. B OO0 «Cenena» cocTosyioch 3acejanue npasieHus. [loBecTka JTHs Oblla MOCBSIICHA PACIIMPEHHIO
oTAeNa MapKeTHHra (GHpMBL. B CBS3M ¢ 3TUM BO3HHKJIA HEOOXOAMMOCTh BHECTH H3MEHEHMs B LITAaTHOC DACIMCAHUE
COTPYIHHUKOB (PUpPMBI, a TakXkKe pa3o0paTh HOBBIE IOJDKHOCTHBIE MHCTPYKIIMU Ha BBEJICHUE B OT/EJI MAPKETUHI'A JTOJKHOCTH
MEHeIDKepa 1o peKlaMe U PeKIIaMHOTO areHTa. B ponu cekperapst 3aceaHusi COCTaBbTE MPOCKT MPOTOKOJIA.

3aoanue 10. B OO0 «Cenena» mpoBeieHa MpoBepKa paObOTH OT/AeTa MapKETHHTa MO OKA3aHUIO IUIATHBIX YCIYT.
Komuccust B cocraBe 3aMecTHTeNs AMPEKTOpa, IN. Oyxraiarepa M HadaJbHMKA OTAENa MapKeTHHIa B XOJie IPOBEPKH
oOHapyXmia HapymieHus: B O(OPMIICHMH IaHHOH JOKyMeHTaruu. [loAroToBBTE MPOEKT COOTBETCTBYIOIIETO AAHHOM
CUTYyaIlMM JOKyMEHTa. Buj TokyMeHTa oIpeesiuTe CaMOCTOATENBHO.

3aoanue 11. Cormacno noroBopy Ne 21 or 05.11.20 Ha moctaBKy 0OOTrpeBaTelbHBIX NPHOOPOB (upma
«IIpomcepBuc» oOs3aHa ObUTa mocTaBUTh QupMe «Omuc» B 1 kBaptame 2021 r. ToBap Ha O0IIyI0 CyMMYy 5 MIH. pyoO.
®dakTruecku B 1 kBaptane 2021 r. ¢pupme «Omucy ObLIO MOCTABICHO TOBapa Ha cymmy 3 muH. py0. Ha ocHoBanuu m.9.1.
JIOTOBOpPA IIOCTABKH 3a MPOCPOUKY IOcTaBKH ToBapa [locrasuiuk B 30 - THEBHBIN CPOK 00sI3aH BBHIILIATUTH IITpad B pazmepe
20% OT CTOMMOCTH He MOCTaBJIEHHOI0 ToBapa. [1oAroToBsTE MPOEKT MPETEH3MOHHOTO MHCchMa B aapec IlocTaBuuka.

3aoanue 12. CoctaBbTe CIIPaBKy O BEIMYUHE CPEAHEH 3apaOO0THO MIAThI 3a TOJI IS TOJTyYEHHUsT KOMIIEHCAIIMH Ha
ortaty uibs. OcTanbHble JAHHBIE YKAKUTE CAMOCTOSTENBHO.

3aoanue 13. CocraBbTe mpuKa3 00 0cBOOOXKACHUH Bac OT paboTel B pupme «OpOuTay B CBSA3M C Iepee3ioM Ha
HOBOE MECTOXKUTEJILCTBO.

3ao0anue 14. CoctaBpre rapantuiiHoe mmceMo OOO «3koep» OO0 «tOnurep» 06 OKa3zaHHUM TEXHHYECKOH
NOMOIM B pa3paboTKe paboumx dyepTekeid HacocHOM crTaHuuH. OOO «DKOBep» NPOCHT HPOU3BECTH 3Ty paboOTy
HETIOCPEJICTBEHHO Ha IUIOMIA/IKE.

3a0anue 15. CocraBbTe mpuKasbl: a) 0 mpueme Ha padboty Oyxrantepom Komamenko JI.B.; 6) 006 yBogbHEHHU
MePEeBOIOM B JIPYTYI0 opranu3anuio. Hegocrarone peKBU3UTHI YKAKUTE CAMOCTOSTENBHO.

3aoanue 16. CocraBbTe MUCHMO-TIPOCEOY bormanoBruCKoi HHKYOATOPHO-NITUIIEBOAYECKON CTAHIIH B OOJACTHYIO
aIMUHUCTPAIUIO O BBIJICJICHUH CPEJICTB M3 00JIACTHOTO Or0/pkeTa B cymMme 15 MitH. py0. 10 Hadaia peann3aiuy MOJIOTHIKA-
ITHIBI HACEJICHUIO.

3aoanue 17. CocraBbTe XapaKTEpPUCTHKY-PEKOMEHAAINIO Ha PAaOOTHUKA BAILEro MPEINpPHUsTUS Ul TOCTYIUICHHS
€ro B aCIIUPaHTYpy MOCKOBCKOTO HHCTHTYTa HAPOTHOTO XO3SAHCTBA.

3a0anue 18. Hanmmmre 3asBieHune o mpueme Bac Ha pabory Oyxrantepom B AHO BO «Ypambckuii HHCTUTYT
(OH/IOBOTO PHIHK.



3aoanue 19. 3asBIeHHE O MPEIOCTABICHUN BaM JIOIMOJHUTEIBHOTO OTIYCKAa IO CEMEHHBIM OOCTOSTEIHLCTBAM.
OcTanbHbIC PEKBU3UTHI YKAKUTE CAMOCTOSATEIIBHO.

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

paborty.

3aoanue 21. OdopmuTe 3a1micCh B TPYAOBOH KHIDKKE 00 YBOJBFHEHHH Bac: a) IO COOCTBEHHOMY JKEJIAaHUIO; 0) B CBSI3U
C JIMKBUJAUMEH NpPEANpUSTHSA; B) B CBSI3M C HECOOTBETCTBHEM  BBIIOJIHSAEMOH PabOThl  MPEABSIBISCMBIM
TpeOOBaHUAM, BCICACTBHE HEJOCTATOUYHOU KBATH(DHUKALINH.

3aoanue 22. CoctaBbTe IpUKa3 O EPEeBOJic HA PabOTy BHYTPU OpraHU3alnH.

3aoanue 23. B cocraB OO0 «Toproserii gom "IIpomereit"» BXoaUT MarasuH « T puKoTaxk», pacxo/sl Ha coJiepKaHue
KOTOpPOT'O MPEBBINAIOT JTOXOA OT €ro aesTenbHOCTH. ['eHepanbHblid mupekTop OOO moammcan mpHKas O JUKBHAALMH
MmarazuHa «TpukoTax». MarasuH JHUKBUAUPYETCS B CBSI3U C HEPEHTAOENBHOCTBIO M B IIEISIX COKPALIEHUS PacXOJOB.
[Mpuka3oM JIUKBHIUPOBAH MarasuH; CO3[aHa JIMKBUIAIIMOHHAs KOMHCCHSA, COCTOAIIAs W3 3aMECTUTENS I'€HEPaIbHOTO
nupexkropa OOO «Toproseiit nom "IIpomereit"» (mpencemaTens KOMHCCUHM), JUPEKTOpa MarasuHa «TpHKOTax» H
HavalbHHKa 3KOHOMHYeckoro otnaena OOQ; maHbl MOpydYeHHs TNpEICENaTelio JMKBUIAIMOHHON KOMHCCHH IO CPOKY
IIPEJCTaBICHUs aKTa JIMKBUIAIIMOHHON KOMHCCHM, 3aMECTHTENIO0 FeHEPATbHOIO JUPEKTOpa 10 3KOHOMHUKE 0 BHECEHHIO
MIPEATIOKEHUH O AaNbHEHIIEM HCIIONB30BaHUH OCBOOOKAatomerocs moMenenus. Ipukas cnexyer ohopMHUTh Ha OIaHKE C
IIPOAOJIBHBIM PACIOI0KEHUEM PEKBU3UTOB, OCTAJIBHBIC JAHHbIE YKAXKUTE CAMOCTOSTENBHO.

3a0anue 24. CocraBpTe u odopMmuTe MNMpHKas 00 urorax padborel ¢ mokymeHtamu B OOO «KoHcTaHTa» B
NpoIIeaIeM roay. B KOHCTAaTHpyIOIIedl 4YacTH yKaKHMTE Ha MTOTH aHalW3a, BBIIBHBIIME HHU3KYIO TPeOOBATEIbHOCTDH
PYKOBOIUTENIEH TOAPA3AEICHUII K KauecTBY IIOATOTOBKM JOKYMEHTOB M KOHTPOJK 3a MX HCHOJHEHueM. B
PaCIOPSIIUTENILHON YacTH MOPYYUTE PYKOBOAUTEISIM MOJPA3/CICHUI YCHINTh TPEOOBATEIBHOCTh K Ka4eCTBY PabOThI C
JIOKyMEHTaMH{, a PYKOBOJUTENIO KAaHIENAPUH pa3paboTaTh Mephl MO YIAYYIICHHIO 3TOW paboThl. OcTallbHbIE TaHHBIC
YKQKUTE CAMOCTOSTENBHO.

3aoanue 25. CoctaBUTh OOBSICHHTENBHYIO 3alACKy 00 Oomo3gaHuu Ha pabory Ha ums ['enepampHOTO Jlupekropa
00O «IIpomcepsucy Jloperna E.A. ot rmaBHoro nmkeHepa Cubuiena [I.A.

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

3aoanue 27. OxapakTepu3ynTe CIeIyIONIYI0 YIPaBIEHUYECKYIO CUTYAINIO C TOMOUIBIO PA3INYHBIX JIOKYMEHTOB:
- PexmamHbIi areHT (UPMBI BEIIIEN U3 OTHYCKA HAa HEAETIO IMO3KE MOJOKESHHOTO CPOKa - C MOMOIIBIO CIIPaBKH,
00BSCHUTENBHON U TOKJTATHOM 3aICKH.

3aoanue 28. OxapakTepu3yiTe CIeIyIONIYI0 YIPaBIEHYSCKYIO CUTYAINIO C IIOMOIIBIO PA3IMYHBIX TOKYMEHTOB:
- Ilpenocrasienue cotpyaHuiie GUPMbI BO3MOXKHOCTH PabOTAaTh HEMOJIHBIA pabOuuil IeHb B CBSI3H C 0OJIE3HBIO
pebeHKa - C MOMOIIBIO CIPABKH, JIOKJIAIHOM 3aIUCKH U ITPUKa3a.

3aoanue 29. OTBeTbTe Ha BONPOCHI TaK, YTOOBI OTBET SIBJSUICS ()ParMEHTOM KaKOro-inbo OQHIHaIbHOTO
JIOKyMEHTa: OOBSIBIICHHSI, CHIPABKH, HHCTPYKIINH:

1) LIsroT 7111 B aTENBE MAIBTO U3 UX MaTepHaa?

2) MOoHO 1111 B METPO 3aHUMATLCS KOMMepLueit?

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

4) Mo>xHO 11 €3MTh B aBTOOycax M TpoJuleidycax B crenoesxe?

5) MHe MOTyT ITOMEHSATh YAOCTOBEPEHHE, €CII HeT HOBOH (oTorpadun?

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

Tema. 1. JIokyMeHT U CUCTEMBI IOKYMEHTallUU. PEKBU3UTHI JOKYMEHTOB.
1. KakoBa poJib A€ONPOU3BOICTBA B OpPTraHU3AIH YIIPABJICHUS IPEATIPUITHEM ?
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2. Ha3oBute 0cHOBHBIC 3a1a4i U (QYHKIMH ETIOIPOM3BOJICTBA.

3. Uro Takoe nokymeHtuposanue? JJokymeHT0000poT? JJOKyMEHTOIOTOK?

4. Uro Takoe peKBU3MUTHI JOKyMeHTa? Ha30BUTE OCHOBHBIC PEKBU3UTHI JOKYMCHTOB.

5. YrnoBoe pacrosyio)keHHe PeKBU3UTOB UMEET JBa BUa: (JIaHTOBOE U IIEHTpOBaHHOE. B uem ux paznuune?
6. Kakne BUIBI OJTAHKOB JUIS AEIIOBOIT MIEPEITUCKH BHI 3HaeTe?

7. Kakue 371eKTpoHHbIE KOMMYHHKAIMH HUCIIOIB3YIOTCS IIPH OpraHU3aliK JOKYMEHT0000poTa?

Tema 2. VmpasieHueckas gokymenrtauusi. CocraBneHue 1 opopMIIeHHE OCHOBHBIX JJOKyMEHTOB.
. HazoBUTE OCHOBHEIE OpraHM3aIMOHHBIEC JOKYMEHTEL.
. Kak opopmisercs ycras npennpustus?
. aiiTe onpesieneHus OCHOBHBIX PacIOpsANTEIbHBIX JOKYMEHTOB.

1

2

3

4. Kak opopmisieTcs mprkas 1mo oomen AeaTenbHoCT?

5. HazoBuTe 0cHOBHBIE HH()OPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTHI.
6. Kakne cymecTBytoT ocoOeHHOCTH 0(hOpMIICHHUS aKTOB?

7

. B xakux ciydasx opopMILIFOTCS CITy>K€OHBIE U JIMUHBIE CIIPABKU?

Tema 3. KanpoBas noxymenTanus. KoppecrnoHaeHIHs IEPHOIUUECKUX MEPOTIPUSTHH.

1. KakoBsl ocobeHHOCTH 0(OpMIICHHUS 3asBJICHUI O IpUEeMe Ha padoTy, O TIEpeBOJIE Ha APYTYIO TOJDKHOCTD M 00
0CBOOOK/ICHUU OT 3aHUMAEeMO JOJKHOCTH?

2. Kak odopmitsercs TpynoBast KHibkka? Kakne pasznens! mMeeT TpynoBasi KHIDKKa? Ha oCHOBaHUM 4ero JenaroTcst
3aIlUCH B TPYAOBYIO KHUXKKY?

3. Kakue BUbI TOKYMEHTOB BKIIIOUYAET JIMYHOE AET0?

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

5. Kak npaBuibHO coctaBuTh pestoMe? [lepeuncnnre 0OCHOBHBIE pa3/ieibl Pe3loMe.

6. B kakux ciyuasx HeoOXoauMO cocraBiieHue aBToOuorpadun? Xapakrepuctiku? [lepednciure OCHOBHBIC
paszensl.

7. Kak oopmitsieTcst mpoTokon?

Tema 4. JlenoBast koppecnoHaAeHIus. J[eIoBble 1 KOMMEPUYECKHE MUChMa.

1. Uem xapakTepusyeTcs AeJI0Basi KOPPECHOHACHITUA?

2. Kakue HaBbIKH HEOOXOIUMBI COCTABJICHUS AETOBBIX 1 KOMMEPUYECKUX MTUCEM?

3. KakoBa cTpyKTypa 1€10BOIl KOppeCcOHACHIUN?

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

5. B dYeM O0COOCHHOCTH JOKYMECHTAJIBHOTO OQOPMIICHHS pEHICHHH B YIPaBICHUH MPOU3BOIACTBEHHOU
JIESITENTPHOCTBIO OPTaHM3AMi MpPU BHEIPEHUH TEXHOJIOTHYECKUX, MPOTYKTOBBIX HMHHOBALIMN WM OPTraHU3AI[OHHBIX
U3MEHEHUN?

Tema 5. Opranuzanus 1okyMeHTOo0O0O0poTa. CHcTeMaTH3anus JoKyMeHToB. HoMeHkmaTypa st ux GopMupoBaHuUs
u xpaHenust. CoBpeMeHHbIe HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B IOKYMEHTO000pOoTE
1. Yro Takoe HOMEHKJIaTypa aen?
. Kakue cymecTByoT Tpe6oBaHHs K 0POPMIICHHIO U COCTABJICHUIO HOMEHKJIATYPHI AeT?
. Kaxue cymecTByroT ocHOBHbIE TpeOOBaHMS K 0(OPMIICHHUIO JIen?

2
3
4. HazoBHUTE OCHOBHBIE IPUYHHBI YBETHUEHUS 00BEMOB TOKyMEHTO000pOTA.
5. Kakue TpeboBaHus NpeabsBIAIOT K 00pabOTKe BXOAAMINX JOKYMEHTOB?

6. ITo kakuM TpaBHIIaM NIPOBOAUTCS 00pabOTKa NCXOIAIINX U BHYTPEHHUX JOKYMEHTOB?

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

8. OCHOBBI  WCIONB30BAaHHUS  COBPEMEHHBIX  HMH(POPMAIMOHHO-KOMMYHUKAI[MOHHBIX  TEXHOJOTHH B

,HOKyMCHTOO60pOT€. 3a1111/1Ta I/IH(l)OpMaIII/II/I " NIEPCOHAJIBbHBIX JaHHBIX.

3.4. Ilpumepnutii nepevenv 3a0anuil 011 KOHMPOALHLIX padoOm:

HCHHMI/I pa60T},1 ABJIAIOTCA 3aKPCIVICHUE TCOPETUYCCKUX 3HaHPII71, MOJY4YCHHBIX CTYACHTAMH IpHU OCBOCHHU
JUCHOUILINHBI, U OTpa6OTKa MMPaKTUYCCKOIO0 HaBbIKa COCTABJICHUA U O(bOpMJ'[eHI/Iﬂ OpraHrn3alfuOHHO -paCIOPAAUTEIIbHBIX
JOKYMEHTOB, C IOMOILIBIO KOTOPBIX OCYHICCTBIIACTCA YIIPABJICHUC JIF00BIM OpeArnpruATUCM.
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J11s1 BBITOSTHEHUST pabOTHI HEOOXOJUMO M3yUHTh HOPMATHBHBIC aKThl M TEOPETHUECKUI MaTeprall 1o MporpaMme B
COOTBETCTBHUHM CO CITUCKOM PEKOMEHIOBAHHOH JIMTEPATyphl, a TAKIKE METOIUUECKHE IT0coOus, uMeromuecs B Oubianorexe.

Kaxnapiii BapraHT 3a1aHUs BKJIIOYAET JIBa pa3jenia:

- N3JI0’KEHHE TEOPETHUECKOTO MaTepuraia 1o OIpeAeIeHHOH TeMe, POPMYITHPOBKH HEKOTOPHIX TEPMHUHOB;

- KOHKPETHBIE 3aJaHNUs 110 COCTABICHUIO JOKYMEHTOB PAa3JIHMYHbBIX TUIIOB.

Teopernueckast yacTe pabOTHl JOJDKHA COJIEpKaTh He Oosee 2-3 CTpaHMI[ MAIIMHONMCHOTO TeKcTa. Tekcr
TEOPETHYECKOH JacTH U 00pa3Lbl JOKYMEHTOB JOJIKHBI OBITH OTIEYATaHbl B KOMIIBIOTEPHOM BapHaHTE HA JIMCTaxX GopMaTa
A4 (pazmep mwpudta 14), uepes 1,5 nnTepBasia MKy CTPOKAMH C COOJIOIEHUEM M0JIel 1 TpeOOBaHNUi, NPEbIBISEMbIX K
0pOPMIICHHIO U PaCIIONIOKEHHUIO pekBU3nTOB B coorBeTcTBHH ¢ [[OCT P 7.0.97-2016.

Bapmuanr 1.

3aganmue 1.

A). OcHOBHbBIC 3Tambl MOJATOTOBKM M O(GOPMIICHUS PacIOpSAUTEIbHBIX JOKYMEHTOB. [Ipuka3 mo ocHOBHOMU
JIESITEIILHOCTH.

b). Jamws onpedenenue mepmunam:

e ABTOp JOKyMEHTa

¢ braHK JOKyMeHTa

3amanme 2. Cocmagums credyroujue OOKYMeHmbl.

e CmpaBKy ¢ MecTta padOTHI C yKa3aHHEM CpeJHEro pasMepa 3apabOTHOI MiiaTel 3a TPU Mecsla B AETCKOE
JIOIIKOJIFHOE YUPEXKICHHUE.

o [lIpuka3 gupekropa OO0 «IIpuBer» o mpueme Ha paboTy Oyxranrepa.

3amanwne 3. Cocmasums 008epeHHOCMb 0I5l NOIYYeHUs 8eKCelell.

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

Bapuanrt 2.

3ajganue 1.

A). ITopsimok 06padOTKH MOCTYNAIOUIMX U OTIIPABISIEMBIX JOKYMEHTOB, HX PETHCTPAIIKS.

B). lame onpedenenue mepmunam:

e ajpecar

® BHEIIHHUH JOKYMEHT

3apanue 2. Cocmasumu credyiowue 00KYMEHMblL:

e 3asBICHHE O IpHUeMe Ha paboTy

® aKT CIIUCAHUS MaTepHUaIOB

3amanme 3. Cocmagumv pacnucky o0 HOLYYeHUU mMpYOOB8Ol KHUJNCKU ONsL YyCmpoucmea Ha pabomy no
COBMECMUMeNbCms).

3amanwue 4. Ogopmums pexeusum «Iloonucs.

Bapuanr 3.

3aganue 1.

A). CymHOCTP M 3HAY€HHE MENONMPOM3BOJICTBA. HoOpMaTHBHBIC MDOKYMEHTHL 3amaud W (QYHKIUH CITy>KOBI
JIeNIONPOU3BO/ICTBA.

B). Jame onpedenenue mepmunam:

e JloJIMHHUK TOKYMEHTa

e BuyrpeHHuil JOKyMEHT

3amanue 2. Cocmasums ciedyrouue OOKYMeHmMublL.

e [IpoTOKOJ NMPOU3BOACTBEHHOT'O COBELIAHMS

o JIOKJIaHYIO 3aIMCKY TUPEKTOPY NPEANPUSITHS O HAPYILICHUH TEXHUKH 0€30MaCHOCTH B I[EXe

3apanue 3. Cocmasumu pesiome.

3ananue 4. Ogopmums pexsusum « Ommemxa 00 ucnoaHumerney.

Bapuanr 4.
3aganue 1.



A). Tlonstue, BUIbI ¥ HOPSI0K (GOPMUPOBAHKS HOMEHKIIATYPHI JIeJT B [OPA3ACICHHUIX U HA IPEATPUATHSIX.
B). lame onpedenenue mepmunam:

® PEKBH3HT

® COIIacOBaHME JIOKYMEHTa

3amanme 2. Cocmasumu credyroujue OOKYMeHmbl.

e 3asiBICHUE COTPYIHHUKA GUPMBI O MIPEAOCTABICHUN MY OYEPEJHOrO OTITyCKa

e JloBepEHHOCTH Ha MOJy4YeHHEe 3apaO0THOM MIaThl

3amanme 3. Cocmasumsv agmobuocpaghuio.

3ananue 4. Ogopmums pexeusum «I pugh ymeeporcoenusy.

3.5. Ilpumepnulit nepeuenv 3a0anuil 011 NOO20MOBKU K 0€108bIM / CHOHCEMHO-PONE8bIM /

umumauyuoOHHbIM uzcpam:

3aoanue 1. /lenosas uepa «Illpuem na pabomyy

JlenoBast urpa COCTOUT U3 MOJCIMUPOBAHNS U JOKYMEHTAIOHHOTO 0(hopMIICHHS TIpoIiecca prueMa Ha paboTy, Kak
CO CTOPOHBI COMCKAaTes, TAK U CTOPOHBI pA0OOTHHKA OT/eJa KaJpOB (JIeI0NPOU3BOIUTENS).

CrynenTsl pa3buBaroTcs Ha nBe KoMaHisl - Coumckarenu u JlemompomsBoxutenu. Bpemst mns cocraBneHms
HEOOXOAUMBIX NOKyMEHTOB 25 - 30 muHyT. 3a 310 Bpemsi CoucKaTelu TOTOBST MakKeT JOKYMEHTOB, HEOOXOAMMBIX IS
npueMa He padoty. J{enonpon3BoaAnTENH, B CBOIO OYEPE/b, HOATOTABIMBAIOT IIA0IOHBI PACTIOPSAUTEIBHBIX TOKYMEHTOB.

3arem cocTaBisitoTes napsl — Couckarens — Jlenonpou3BOAUTENb.

CownckaTens IPeJOCTaBIACT PE3IOME, 3asIBICHUE, KOIIHIO NACTIOPTa, JOKYMEHTHI 00 00pa3oBaHny, MPOGECCHH H T. .
3anonHsAeT JIMYHBIN TUCTOK MO Y4eTy KaJpoB, aHKETY

Jlenonpon3BoauTeNs 3aroiHSET TPYAOBOH IOTOBOp, COCTABISIET NpuKaz W Ap. I[IpomcxomuT obcyxneHue
COCTaBJICHHBIX JOKYMECHTOB.

B urore y xa)kmo# mapbl COCTAaBISIETCS TAKET JOKYMEHTOB, OCYIIECTBILSIIONINX JOKYMEHTAIIMOHHOE OOecTieueHIe
npueMa Ha paboTy - npodeCcCHOHANIBHOTO pe3loMe, 3asBIeHHs, aBTOOHOrpaduy, XapakKTepUCTUKH, MPHUKa3a MO JUYHOMY
COCTaBY M T.II. OTH JOKYMEHTHI, B JAJbHEHIIIEM, COCTaBIT OCHOBY O(OPMIICHNUS TPYAOBOH JACATEIPHOCTH CTYACHTA.

Onpenensiercs No6eIUTENb. XapaKTepU3yeTcs yPOBEHb IIOATOTOBKH CTYICHTOB.

4. 3amanus WIM HHbIE MATepPHAJbl, HEOOXOAUMBbIE JIfi OIEHKH 3HAHWW, YMEHWIH,
NMPAKTHYECKOr0 ONMbITA, XapaKTepu3yux GopMUpoBaHNe KOMIIETEHIIUH B MPoOIecce OCBOEHUSI
00pa3oBaTeIbHON NMPOrpaMMbl M TUCIUILIHHBL, B X0/1€ MPOMEKYTOUYHOIH aTTeCTAlNU

4.1. IIpumepnsie 6onpocel K 3auemy

1. IMonsTne «IIeTI0IPON3BOJICTBOY " «IIOKyMEHTAaI[HIOHHOE obecrieueHne YIIPaBIICHUS.
Pounb 1oKyMeHTaIMOHHOTO 00eCIeYeHH B YIIPABICHUH OpTaHU3aIHeH.

2. XapakTepucTHKa  COBPEMEHHOU 3aKOHOJATEIbHOH W HOPMAaTHBHO-METOJMYECKOH 6a3bl
JIEJIOTIPON3BOICTBA.

3. IMonstne  wnpopmamuu.  TpeOGoBaHWs, TpeabsABIsEMble K  NpaBICHYECKOH  nH(pOpManuu.
WudopmannoHHbIe pecypesl.

4. [MonsiTre nokymeHTa. Posib ToKkyMeHTa B ynpaBiieHHH. XapaKTepUCTHKA GYHKIUH TOKYMEHTA.

5. Bunst nokymenToB. FOpuanueckas cuna gokymeHnTa. CriocoObl JOKYMEHTHPOBAHHUS.

6. DNEKTPOHHBIA JOKYMEHT.

7. YHuuuupoBaHHas CHCTeMa OPTaHU3aIMOHHO-PACTIOPAIUTEIbHON TOKYMEHTAIMU: XapaKTEePUCTHKA,
Ha3HAUEHHE U COCTaB.

8. T'OCT P 7.0.97-2016. O0mmas xapakTepuCTHKA.

9. [MonsTrs «hopMysip TOKYMEHTa» U «PEKBU3UT JOKyMeHTa». CIIocoObl pactioyioKeHUsI peKBU3UTOB.

10. [TonsTne OmaHka MOKyMeHTa. Buapl OlaHKOB JOKYMEHTOB. TpeOoBaHUs, MPEIbsABISEMbIe K OJaHKaM
JIOKYMEHTOB. PEeKBU3HUTHI OJIaHKa IOKYMEHTA.

11. XapaKTepHUCTHKA PEKBU3UTOB, ONIPEAEIIAIONINX IOPUANIECKYIO CHITY JOKYMEHTA.

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

13. PexBu3nTHI cofepKaTEIbHON YaCTH JOKYMEHTA.

14. SI3BIK ¥ CTHIIB CITYKEOHBIX TOKYMEHTOB.



15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
ciyx6s1 JIOVY.
27.
ciyx6s1 JIOVY.
28.
29.

Hasnadenue, coctaB 1 0()OpMIIEHHE OPTaHU3ALOHHO-IIPABOBBIX JOKYMEHTOB.

[MonsiTre noroBopa, ero cocraBieHHE U 0hOpMIICHHE.

Hasnadenue, coctaB 1 0(hOpMIIEHHE PACHIOPAIUTENBHBIX JOKYMEHTOB.

[Ipouexnypa mMoAroTOBKH pactopsAUTENBHBIX TOKYMEHTOB.

[Tpuka3sl 10 OCHOBHOW AEATEIBHOCTH U IMYHOMY COCTaBY.

CnpaBo4HO-MH()OPMALIMOHHbIE JOKYMEHTBI: Ha3HaUCHHE, BUABL, TOPAJIOK pa3paboTKu 1 oopMIIeHHSI.
[IpaBuia cocraBieHus 1 0POPMIICHHS CITy>KEOHOTO MUCHMA.

[TpaBuna cocraBneHus u 0pOPMIICHUS CITy>KeOHOM, TOKJIAAHON 1 0OBSICHUTEIHLHOM 3aIIMCKH.
[IpoTokou Kak CrpaBOYHO-UH(POPMAITHOHHBIN U PACTIOPSAUTEIEHBIN TOKYMEHT.

IMopsimok coctaBieHus 1 0POPMIICHHS aKTa.

Hasnauenue, coctaB 1 0()OpMIICHUE JTMYHBIX JJOKYMEHTOB.

Cayx0a JIOVY, ee THTIOBBIE OpTaHU3AIIOHHEBIE CTPYKTYPHI, IPaBa W OTBETCTBEHHOCTh. 3a7adil U QYHKIUH

JomKkHOCTHON 1 uncieHHbIH coctaB cimyx0 JJOY. OyHKIUHN, IpaBa U OTBETCTBEHHOCTh COTPYIHHUKOB

HopmatuBHO-MeTOamueckas 6a3a ciayx0sr JOY.
HopmaTtuBHBIE 1 HOPMaTHBHO-METOJMYECKHE JTOKYMEHTBI, PETJIAMEHTHPYIOIIUE MOPSJOK COCTABICHUS

HHCTPYKIOHH IO JOKYMCHTAIMOHHOMY 00€eCIeueHUIO yHpaBJICHUSA OpTraHU3alluu.

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

AHanu3 u opraHuszanus J0KyMEeHTo000poTa.

O0BeM TOKYMEHTO000pOTa.

Cucrema ynpaBieHHs JOKYMEHTaMU: XapaKTePUCTHKA U ATAIlbl BHEAPEHUSI.

[Tpuem, nepBruHas 06pabOTKa U MPEABAPUTENHLHOE PACCMOTPEHUE JOKYMEHTOB.

CornacoBaHue TOKyMEHTOB.

VYTBepKIeHNE TOKYMEHTOB.

VYuer u perucrpanys J0KyMeHTOB. IHOPMaIIMOHHO-IOUCKOBBIE CUCTEMBI.

KoHTponb HCTIONTHEHNS TOKYMEHTOB.

KondpuaenunansHocts nHpopmaryu. [IpaBuna paboTsl 1 3aIUTHl KOHPUACHIIMATEHBIX JOKYMEHTOB.
OpraHuzanus XxpaHeHHs JOKYMEHTOB.

Ilonsarue «aeno». ®opmupoBanue Aen.

Howmenknarypa gen.

[MoaroroBka NTOKYMEHTOB K Iepejadye B apXWB opraHuzanuu. OpraHu3aiys HCIOJIb30BaHUS apXHBHBIX

4.2. Ilpumepniuie 60npocvl mecmogvix 3a0aHul

Bapuanr 1.
1. Otpacnb nesTe’IbHOCTH, OOecrednBaroNmas JOKYMEHTHPOBAHUE W OpraHM3aliio paboThl ¢ OQHUIMAIbHBIMU

JIOKYMEHTaMU:
1.

v

JenonpousBoicTBo
JloKyMeHTOBeIeHUE
CuctemaTtu3anus JOKyMEHTOB
Cucrema yHU(UKALUH TOKYMEHTOB

. K xakomy Buay ciry>keOHBIX JOKYMEHTOB OTHOCSITCS] pacIiOpPsDKEHUS M YKa3aHHs?

OpraHu3anuoHHbIe JOKYMEHTBI
PacniopsinuTenbHble TOKYMEHTHI
CrpaBouHO-HH(DOPMAIIMOHHBIE JOKYMEHTHI
JlokyMeHTanus 1o JUYHOMY COCTaBy
[Ipennoxenus, 3asBICHYSI, KATOOBI TpaXKIaH

3. JIOKyMEHT, TIOJTHOCTHI0 BOCTIPOU3BOISIIINN HH(DOPMAIIHIO MOITMHHOTO JOKYMEHTA 1 BCE €r0 BHEITHNE MPU3HAKHI

WJIH 4aCTh UX:
I.
2.

Komus nokymeHnTa
[MoamMHANK 0pUIINATIBHOTO TOKYMEHTa



3. UepHOBOI TOKYMEHT
4. BenoBoil nokymeHT

4. Kakue PCKBU3UTHI B 3aBUCUMOCTH OT YUPCAUTCIbHBIX JOKYMCHTOB MOT'YT OBITH Ppa3MEIICHbI Ha OnaHke mucbpMa?

l. Tocynapcreennsiii repd P@, repb cyorpekra PD; OmbemMa opraHu3aiiiiy, TOBAPHBIA 3HAK

2. Kon opranuzanuu, ko1 popMbl TOKYMEHTa,

3. HanmeHoBaHME OpraHU3aINY, CIIPABOYHbIE JaHHBIE 00 OpraHU3aIIH

4. Jlata TOKyMEHTa, peruCTpAl[IOHHBIII HOMEp JOKYMEHTA, CChIJIKM Ha PETMCTPAI[MOHHBIN HOMEp U JaTy
JIOKyMEHTa

S. Bce oTBeTsI BepHbI

5. B xakoif 9acTi JOKYMEHTa IIPOCTABIACTCS PeKBU3UT «I pud orpaHNdeHus 10CTyma K JOKYMEHTY» ?

1 Ha nocnenneit crpaHuiie JOKyMeHTa B IPaBOM BEpXHEM YTy

2. Ha nepBoM sMcTe JOKyMEHTa B HUJKHEM JIEBOM YTy

3 Ha nepBoM sucTe JOKyMeHTa B BEpXHEM NIPaBOM YTy

4 Ha xaxaom nucTe JOKyMeHTa B IPOM3BOJIEHOM, OpOCAIOIEMes B I1a3a, MECTE

6. B xakoMm MecTe JAOKYMCHTA MPOCTABIACTCA «OTt™MeTKa O KOHTpOJ’Ie»?

1. Ha neBoM nose 1OKyMeHTa HalpoOTHB PEKBU3UTA «3aroJIOBOK K TEKCTY»
2. Ha yreBoM noJie TOKyMEHTa HAaIPOTUB PEKBU3HTA «ApecaTy
3. Ha npaBoM nose fokymeHTa

7. Kem ocymecTBiseTcss KOHTPOJIb OPraHU3allMOHHO-PACTIOPAJUTENBHBIX JOKYMEHTOB IO IOPYYEHHUIO

PYKOBOJCTBA:
1. Crerncmyx060ii
2. Kanuenspueit
3. OO01MM oTAEIOM
8. Kak HaumHaeTcs pacnopsaauTenabHas 4acTh Npukasa?
1 Co cnosa ITPKA3BIBAIO
2. Co crnoBa IIpuka3siBaro
3 Co cnoB «Ilo ntnyHOMY cocTaBy»

. UTo BIHSET HA MPOIIECC yIPaBICHUS?
CKopocTh niepeMenIeHus TOKyMEHTOB

9

1

2. HudopmannoHHas moaaepxKa

3 KoHTpoIIb 32 BBIMOIHEHHEM YIIPABICHUYECKOTO PEIICHHS
4

Bce otBeThI BCPHBbI

10. ... — COBOKYITHOCTh JJOKYMEHTOB HJIHM JIOKYMEHT, OTHOCSIIMXCS K OJJHOMY BOTIPOCY HIIH YUACTKY JESTETLHOCTH,
MTOMEIIICHHBIX B OTJC/IbHYIO O0I0XKKY.

11. Ilponecc cozpanus u 0hOpMIICHHUS TOKYMEHTOB:

1. Jenonpoun3BoacTBo
2. JloxymeHTOBeIeHHE
3. JlokyMeHTupoBaHue

12. K xakomy BHIy CITyEOHBIX JIOKYMEHTOB OTHOCUTCS TIPOTOKOJI?

1. Opraiu3anroHHBIe JOKYMEHTHI

2. PacniopsianTenbHbIE TOKYMEHTHI

3. CripaBo4HO-HH(POPMAIMOHHBIE JOKYMEHTHI
4. JlokyMeHTanus 10 JUIYHOMY COCTaBy

S. [IpennosxeHus, 3asBICHNS, )KaI0ObI IpaXkIaH
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13. Kakoii u3 hopmaroB OymMaru He AOIyCKaeTcs IPU U3TOTOBICHUHU CIIY)KEOHBIX JOKyMEHTOB:

1.

wok e

A3
A4
A5
A6
A2

14. YrmoBoe pacroiokeHHe PeKBH3UTOB MOXKET OBITh:

1.
2.
3.

TosbKO HEHTPOBAHHBIM
Tonpko ¢aaroBeiM
W ¢naroBeiM, 1 IEHTPOBaHHBIM

15. B xaKkoif yacTu JOKyMEHTA MPOCTABISETCS PEKBU3HUT «ApecaT»?

1.
2.

B BepxHeM IpaBoM yriry
B BepxHem neBoM yriy
B cepenune noxymeHTa

16. B xakoM MecTe TOKYMEHTa IPOCTABISIETCA HOMEP CTPaHUILbI?

1.

2.
3.
4

IMocepenune BepxHero noss apabCKkuMu nuppamMu 6e3 KaBbIUeK, 1e(HCOB U CIOBA «CTPAHHIA»
[Mocepennue HIKHETO MMOJISE apaOCKUMHK ITU(paMu Oe3 KaBbIYEK, Ae(HCOB U CIIOBA «CTPAHUIIAY
[Mocepenune BepxHeTo moust apabCKUMU U pamMu ¢ fepucamu
IMocepenune HIKHETO MOJIA apabckuMu Irdpamu ¢ aedhucamu

17. HopmaTuBHBIE aKThl, UMEIOIINE CBOAHBIA XapaKTep U ONpeelsIoNe MopsioK 00pa3oBaHusl, KOMIETEHIINIO,

OpTaHM3aINI0 PAOOTHI —

1.

vk

VYcras

[Honoxenus

IlIraTHOE pacnucanue
WHcTpykunu
Horosop

18. TIpaBOBO#1 aKT, U31aBaEMbIil OPraHOM YIIPABJICHUS 110 BOIIPOCaM HH(GOPMAIIMOHHO-METOIUYECKOTO XapaKTepa,

0 BOIIpOCaM, CBA3aHHBIM C OPFaHPISaL[PIeﬁ HCIIOJIHCHHS MPHUKA30B, I/IHCprKI_lI/Iﬁ U JPYTrux aKTOB JaHHOTO WJIN

BBIIIECTOSIIErO OpraHa yIpaBJICHUS —

1.

2.
3.
4

Vkazanne
Pacnopsxenue
Pemenne
IIporokoun

19. Kaxue 1OKyMEHTHI Ha3bIBAIOTCS IOKYMEHTALUEH 110 TMYHOMY COCTaBy?

1.
2.
3.

[Macnopr
TpynoBoii 10roBop ¢ pabOTHUKOM
OOBsICHUTEIbHAS 3aIHCKa

20. 'maBHOE MIpaBUIIO JOKyMEHTO00OpOTA —

1.
2.

Ycrpanenue ny0aMpoBaHus HHOOPMAIIMOHHBIX B JOKYMEHTAITMOHHBIX TOTOKOB
OnepaTHBHOE BHKCHHE JOKYMEHTOB IO HAWOOliee KOPOTKOMY IMYTH C MHHUMAIBHBIMH 3aTpaTaMH

BpEMEHU U TpyZAa

3.

YHu¢uxauus npueMoB paboThl ¢ JOKyMEHTaMH

Bapuanr 2.
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1. Hayunas AucOMIUIMHA, 3aHMMAIOLIAACS W3YYCHHEM Pa3BUTHsSI CIHOCOOOB IOKYMEHTHPOBAaHHMS W HOCHUTEICH
nH}opmanum, U3yyaromas 3aKOHOMEpHOCTH 00pa30BaHuUs JOKYMEHTOB:

1. JenonpousBoicTBO

2. JlokyMeHTOBeIeHHE

3. JlokyMeHTaIOHHOE 00ecTieueHUE YIIPaBICHUI

. K xakomy By cy’keOHBIX JOKyMEHTOB OTHOCHTCS CIIpaBKa?
Opranu3anoHHbIE JOKYMEHTHI

PacnopsianTensHBIE TOKYMEHTHI

2

1

2

3. CrpaBo9HO-NH(POPMALINOHHBIEC JOKYMEHTHI
4 JlokyMeHTanus 1o JMIHOMY COCTaBy

5

[penmosxxeHst, 3asBICHUSA, )KAIOOBI TpakIaH

3. Kakum momxHO OBITH JIeBoe mojie JokymenTa (e mernee) mo OCT P 7.0.97-2016?
1. 10...15 Mm

2. 20...35 MM

3 15 mm

4 20 mm

. IlponomnbHOE pacIonokeHne PeKBU3UTOB MOXKET OBITh:
TosbKO HEHTPOBAaHHBIM
Tonpko ¢aaroBeM

W=k

U ¢naroBeiM, U LIEHTPOBAaHHBIM

5. 13 kakuX COCTaBHBIX 4aCTeH COCTOUT PEKBU3UT «Aapecary»?

1. HanmeHnoBaHMe opraHU3aINY, 1ODKHOCTE, HHUIUAIB! U (haMUIns, TOYTOBBIA azpec

2. HaunmeHnoBaHue opraHu3aliiy, 10JDKHOCTh, MHULIMAIBI M ()aMUIIKS], IOUTOBBIN ajpec, cueT B OaHKe, HOMEp
TenedoHa

6. B xakoM BHzie MOXKET OBITH IIPE/ICTABIICHA COJEPKaTeIbHas! YacTh JOKyMeHTa?

1 CBS3HBIN TEKCT

2 Tabmuma

3. AHKeTa

4 CoueraHne TEKCTOBBIX M TaOIMYHBIX (HOPM

5 Bce oTBeTHI BEpHBI

7. CBox mpaBwi, pETYIHPYIONINX ACSITEIbHOCTh OpraHu3alui, YyYpeKJIeHWH, OOIIecTB, TpaxkaaH, HUX
B3aHMOOTHOIICHUS C JPYTUMH OpPraHU3alUsAMI U TpakJaHaMH, TIpaBa u 00sA3aHHOCTH B pa3HBIX c(epax rocyIapcTBEHHOTO

yYapaBJICHUA WU WHOM JCATCIBHOCTH —

1. VYcras

2. [onoxxenus

3. IIratHOE pacnucanue
4. WHcTpykuuu

5. Horosop

8. PaCHOpﬂﬂHTCJ’IBHHﬁ JAOKYMCHT, I/ISHaBaGMHﬁ PYKOBOJUTECIIEM KOJUICTHAJIBHOI'O OpraHa [Jjid €IWHOHAYaJIbHOI'O

peUICHuA ONCPATUBHBIX BOITPOCOB -

1. VYkazanue

2. IIpuka3

3. Pacnopsoxenue
4, Pemenue

5. [Iporokoin
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9. Uto moHuUMAaETCsI IO/ MPOIIECCOM JBIKEHUS KaapOB?

1. Komannuposanue pabOTHUKOB

2. [Moompenne pabOTHUKOB

3. [IpenocraBneHne OTIyCKOB

4. BrrHecenme BEITOBOpa

3. [Tpuem, nepeBon 1 nepemenieHne pabOTHUKOB

10. CnoxwuBiieecs HIN OpraHM3oBaHHOC B Mpeacaax PIH(l)OpMaHI/IOHHOfI CUCTCMbI JIBWXXCHHC JaHHBIX B

OTIPEICTICHHOM HAaIpaBJICHNUH, IPH YCIOBUH, YTO Y 3THX JaHHBIX OOIIUI HCTOYHHK U OOIINIT IPUEMHHUK —

1. JIOKyMEHTONOTOK
2. JlokyMeHT0000pOT
3. JlokyMeHTOBeieHUE
4. Bce oTBeTHI BEpHBI

11. Yo Takoe 1OKyMeHT?

l. Wndopmanus, 3apuxcupoBaHHas Ha OyMa)KHOM U JIIOOOM JIPYTOM HOCHTEIe, IMEIOIIasl OIpe/IeICHHBIC
PEKBH3HTHI.

2. JIro6ast 3amuck, NOATBEPIKICHHAS TTOIHCHIO.

3. Wudopmanus B 31eKTPOHHOM BUJIE.

2016:

12. K xakoMy BUIY CITy>KE€OHBIX JOKYMEHTOB OTHOCSTCS TPYAOBBIE KHIDKKH?

1. OpraHu3auuoHHbIE JOKYMEHTHI

2. PacnopsiauTensHble TOKYMEHTHI

3. CnpaBo4HO-MH()OPMALTMIOHHEIE JOKYMEHTHI
4. JlokyMeHTaIus o TUIHOMY COCTaBY

5. [Mpennoxxenwns, 3asBICHUS, )KaI00BI TPAXKIAH

13. Kakim nomkHO OBITE ipaBoe molie nokymenTa (ae meree) mo [OCT P 7.0.97-2016?
1. 10...15 Mm

2. 10 Mmm

3. 20 mm

14. TIpn HanMCaHUK PEKBU3UTOB HCIIOIB3YIOT:

1. Bce npasuita opdorpadun 1 MyHKTyalul pyccKoro si3bIKa
2. IIpaBuiio OTKPBITON MYHKTyaluu
3. Oco0sbie npaBuia opdorpaduu U MyHKTYAILMN PYCCKOTO SI3bIKa, IPUHSTHIE B AETOTPOU3BOJICTBE

15. YkaxxuTe BapHaHT OTBETA C IPABIIIEHO 0(OPMIICHHBIMI HHHAIIHAIAMU U pamumeit anpecara mo [OCT P 7.0.97-

1. I'enepanbromy nupektopy «O0O0 Omnuc-94»
Bacunweny E. A.
2. I'maBHOMY OyXranrepy
T. W. [lleBuenko
3. [Ipencenatento canoBoIecKOro ToBapuiecTsa «Bocxom»

IlerpoBy JImutrputo iBaHOBUUY

16. YUto moapaszymeBaeTcs Mo GopMoii COOMIOCHMS STUKETA B IETIOBON Tiepenncke?
1. VYnorpebnenue ycToiuuBblXx (GopM oOpamieHus, MAaOJOHHBIX CIOBOCOYETAHH, HEWTPAaJbHOTO TOHA

H3JIOKCHUA, KPATKOCTb TEKCTA, H3JIOKCHUA HpOCBG, BBIPpAXCHHUA TIPU3HATCIBHOCTH, crmoco0oB ApryMeHTanumn

MMPOU3BOACTBECHHBIX CI/ITyaHI/Iﬁ uT.nO.

2. Vcnionp30BaHue BEITYPHBIX 000POTOB C BEIPAKEHHEM YPE3MEPHON BEKIIMBOCTH
3. Bricka3plBaHUE COMHEHUI, HABSI3BIBAHUE apecaTy 0>KUIAeMOro pe3yabTara U T.J.
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17. TOKyMeHT, 3aKpEIUISIONIANA TOJPKHOCTHOW M TEJIOCTHBIA cOCTaB M (OHJ 3apa0OTHON TUIAThl OpPraHWU3alid B
LEJIOM —
VYcras
ITonoxenus
IItatHOE pacnucanue
WNHucTpykuuu

wok L=

Horosop

18. PacnopsaurenbHbIi JTOKYMEHT, HU3JaBAacMbli OpraHaMM, JACHCTBYIOIIMMHM Ha OCHOBE KOJUIETHAJIbHBIX
TIPUHIUIIOB YIIPaBJICHUS —

1. VYkazanue

2. [Ipuxas

3. Pacnopsoxenue
4. Pemenune

5. Ilporokon

19. .... = JAOKYMCHT, B KOTOPOM aBTOp B MMOBECTBOBATEILHOM q)opMe, B XPOHOJIOTUYECKOM IOPAAKE H3JIaract
OCHOBHBIC COOBITHS CBOCH KHU3HH.

20. C gero HaunHaeTCsA paboTa ¢ BXOAAIINMH JOKYMEHTaMH?

1. C npoBepKu NpaBUIBHOCTH JIOCTABKH, LIETTOCTHOCTH YNIAaKOBKHU, COXPAHHOCTH nevateit
2. C pa3MeTKu 10KYMEHTOB
3. Perucrparu

Kniou ona nposepku npaguibHocmu 6bln0JIHEHUA Mecmogvix 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 b1 (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

Kniou ona nposepku npaguibHocmu 6bln0JIHEHUA Mecmosvlx 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 AsTrobuorpadust 1

5. Meroan4yeckue MaTrepHabl, ONpeaeasonue Npoueaypbl ONeHUBaHUA 3HAHU, YMEHHH,
HABBIKOB, XapPaKTEePH3YIOIIUX JTanbl (POPMUPOBAHUS KOMIIETEHLHH B IpoLecce OCBOCHUA
AHCUMILIMHBI, B X0/1€ MPOMEKYTOYHOM aTTecTallul

Meroauueckue MaTepuallbl, ONPEACIAIOIIME IPOLEAYPhl OLCHUBAHWS 3HAHUN, YMEHWH,
HaBBIKOB, XapaKTePU3YIOIUX 3Tanbl (OpMUPOBAHMS KOMIIETEHIIUN, pa3paboTaHbl HA OCHOBE MOAX0/a
B.II. becnanbko. 3amanus (oHIa OIEHOYHBIX CPEACTB MOTYT OBITh IPEACTaBIEHBl B JIBYX
B3aMMOCBSI3aHHBIX OJIOKaXx.

IlepBblii 00K — 3a7aHMsg HA YPOBHE «3HATh», B KOTOPHIX OYEBHJIEH CHOCOO peleHus,
YCBOCHHBII CTYJAEHTOM MpPHU M3YyYEHUU AUCHUILIUHBI. 3aJaHusl 3TOro OJO0Ka BBIABISIOT B OCHOBHOM
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3HAHHUEBBI KOMIIOHEHT TIO0 JAHWCUUIUIMHE W OICHHBAIOTCS 10 OWHAPHON MIKaje «IpaBUIHHO-
HEMPaBUILHOY.

Bropoii 010k — 3a1aHus HA YPOBHE «YMETh» U «BIAJETh MPAKTUYECKUM OIBITOM» (€CiH
npenycmorpero ®I'OC, yuebnbim turanom u PIT/T). JlaHHBIN 010K MOXKET OBITh IPEICTABICH TUITOBBIMU
3aJJaHUSIMH, B KOTOPBIX HET SBHOTO YKa3aHUS HAa CIOCOO BBIMOTHEHHS, W CTYACHT /IS MX PEIICHUS
CaMOCTOSITENTLHO BBIOMPAET OJWH W3 H3YYCHHBIX CIIOCOOOB HWIM MPAKTUYCCKUMHU 3aJaHHSIMH,
COJIep’KaHUE KOTOPBIX MPE/IOoJIaraeT NCIOJIb30BaHUE KOMITJICKCA YMEHUN U HABBIKOB, JIJISI TOTO YTOOBI
CTYICHT MOT CaMOCTOSITEIHHO CKOHCTPYHUPOBATH CIOCOO pelieHHs, KOMOWHUPYS H3BECTHBIC €My
CIOCOOBl W TPUBJICKAs 3HAHWS W3 PA3HBIX JUCHUIUIAH (BBITIOJIHEHUE 3a/IaHUsl TPEOYeT pelIeHUs
MOCTABJICHHOW TMpOOJIeMbl B II€JIOM W TPOSBICHUS YMEHHUS aHAJIM3MPOBATh WH(POPMAIHUIO,
MPOCIIC)KUBATh TPUYNHHO-CIICJACTBEHHBIC CBS3H, BBLACIATH KIIIOYEBBIC NpOOJIeMbl, (HOPMHUPOBATH
METOJIbI HX PEIICHU).

3anaHus JaHHOTO OJIOKA MMO3BOJISIOT OLICHUTH HE TOJIBKO 3HAHUS MO TUCHUIUIMHE, HO U YMCHHS
MOJIb30BAThCS MMM TIPU PEIICHUHM CTaHIAPTHBHIX (THIIOBBIX) W HECTaHIAPTHBIX 3aj1ad. Pe3ynbrars
BBITOJIHEHUS 3TOTO OJIOKA OIICHUBAIOTCS C YYETOM MOJHOCTHIO WIIM YaCTUYHO PABUIIBHO BHITOJIHEHHBIX
3ajaHuid.  PemieHue  cTyqeHTaMH  HECTAHIAPTHBIX  MPAKTHKO-OPHUCHTUPOBAHHBIX  3aJaHHI
CBHJICTCIILCTBYET O (OPMHPOBAHMM Yy CTYACHTOB  OINPEJACICHHBIX  OOIICKYJIbTYPHBIX U
npodeccnoHaNbHBIX KOMIETEHIIUN B cOOTBETCTBUU ¢ TpeboBanusimu OI'OC CIIO.

OueHuBanue 3HaHUI, YMEHUI, HABBIKOB, XapaKTEPU3YIOIIUX 3Tarbl (OPMUPOBAHUSA OOIIUX U
poECCUOHATIBHBIX KOMIICTEHIIMH, OCYIIECTBISCTCS C IMOMOIIBIO CIEAYIOUMICH MOJEIN OlEHKU
BBINOJIHEHUS THUIOBBIX 3aJIaHUH U TPAKTUKO-OPHEHTUPOBAHHBIX 3a/1a4, KOTOPAsi MO3BOJISIET YCTAHOBUTH
COOTBETCTBHE MEX]Ty pe3y/IbTaToM BbinoiHeHUs 3aganuii @OC obydaromumces (CTyIEHTOM) U YpOBHEM
00yUYEHHOCTH 10 1IKaje oleHuBanus (Tadmuus 3.1 — 3.2.).

Tabmuua 3.1. — Mogens onieHkH BoinoiaHeHus 3aganuii @OC, opHeHTHPOBAaHHBIX Ha TPOBEICHUE
YCTHBIX U NMUCBMEHHBIX OMpOcoB (3aueT / auddepeHunpoBaHHBIN 3a4eT / HK3aMEH, KOHTPOJIbHbIE U
CaMOCTOSITeNIbHbIE pabOTHI, 3alaHUS JUIsl TEPMUHOJOIMUYECKOrOo AMKTAHTa M T.I.), HA OLCHUBAaHUE
paloThI 00yJaromUXcs Ha CEMMHAPCKUX / MPAKTUYECKUX 3aHATHX, HA OLIEHUBaHME 3a/IJaHUM 110 TIOUCKY,
aHaJIM3y U cUcTeMaTH3aluy UH(OpMaIK, Ha IOJArOTOBKY U ITyOIMYHBIE BHICTYIICHHS C TOKJIaAaMU Ha
KOJIJIOKBHYME, MOJIFOTOBKY M Y4acTHE B JUCKYCCHUSAX BOBpEMsI NMPOBEACHUS KOH(EPEHIMH / KPYyIJIbIX
CTOJIOB, Ha paboTy 00y4arOMIMXCs B MANbIX (MUKpO-) TPyMNax U T.J.:

Onenka Kpurepuu BbicTaBIEHUS OLIEHKH
OtimmyHOo CTYJCHT JEMOHCTPHUPYET BCECTOPOHHEE, CUCTEMAaTHYECKOE U TIyOOKOe 3HaHUE
(3auTeHO) y4eOHOIro MaTepualia, TOYHO, YeTKO U KOHKPETHO OTBEYAET Ha BOIPOCHI, MOXKET

JI0Ka3aTb W  NOPOWUIIOCTPUPOBAaTH CBOM  PACCYKICHUS  IPAKTHUYECKUMH
IIPUMEPAMH, IIPU OTBETE Ha BONPOCHl PACCYXIAECT, ONUpPAsACh Ha 3HAHWI,
MOJIyYEHHBIE KaK B paMKax JIaHHOT'O Kypca, TaKk U IPU U3YYEHNUH APYTUX CMEKHBIX
JUCLMILIMH,  yMeeT  CBOOOJHO  BBIMNOJIHATH  MPAKTUYECKHE  3aJaHMus,
MPEelyCMOTPEHHBIE TPOTPAMMOM, B TOM UHKCJIE, PEIIAET HECTAHIAPTHBIE 3a/1a4uH, B
1IEJIOM OTBETHI TITyOOKHE, 000CHOBaHHBIC U 3aKOHYCHHBIC;

Xopomio B CBOMX OTBETaX Ha BOMPOCHI CTYJACHT YE€TKO (YOPMYJIUPYET ONPEACICHHUS U MOXKET
(3auTeHo) MOKa3aTh B3aMMOCBA3b PA3JIUYHBIX YacTeld MPOWJEHHOTO B paMKax JaHHOTO
yuyeOHOro Kypca Marepuana, CTyJeHT JEMOHCTPHPYET CHOCOOHOCTh K

Pa3MBIIJICHUTIO, TP OTBETC HAa BOIIPOCHI PACCYKAACT, OMUPAACH HA IMMOJTYUCHHBIC
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B paMKax JaHHOTO Kypca 3HaHWS, JIETKO pellaeT THUIOBBIE 33aJla4d, CIIOCOOCH K
CaMOCTOSITEIHHOMY TIOMIOJIHEHHIO W OOHOBJICHHIO 3HAHWUH W YMCHHH B XOJE
JaybHeIIeH yueOHOH 1 Mpoh)eCCHOHATBHOMN NeATEIIbHOCTH

VY 10BJIETBOPUTEIHLHO CTY/ICHT OOHAPYKHMBACT B IEJIOM MPABHIbHOE TTOHUMAaHHE OCHOBHBIX BOIPOCOB
(3auTeHo) MPOrpaMMHOTO MaTepuayia, MOXET JaTh OINPEACICHUS OCHOBHBIX ITOHSITHIA,
MPOMICHHBIX B paMKax y4eOHOT0 Kypca, OTHAKO U3JIaraeT X HeJJOCTaTOYHO YETKO
U / WIM HE B TIONHOM 00BeMe, MPEeoyCMOTPEHHOM YYEOHBIM MaTepHajoM
JICKIMOHHBIX W MPAKTUYECKUX 3aHSATHH, HE MOXKET BBIBECTH 3aKOHOMEPHOCTH M
CBSI3aTh BOCJIMHO PA3HBIC YACTH KypCa; TOMYCKACT OT/ACIbHbBIC OIIMOKU B OTBETE U
MpPY  BBHIMOJIHCHUW 3aJlaHWil, pEIICHHE THIIOBBIX 3aJlad MOXET BHI3bIBATH
3aTpyJHEHHE, MPH 3TOM CTYIEHT o0ianaeT HeoOXOAWMBIMU 3HAHUSAMU JUIS WX
yCTpaHEHUsI [OJT PyKOBOJICTBOM IPETIO1aBaTeNs

HeynoBneTBOpUTEIBHO | 3HAHMSA CTYAEHTA OOPBHIBOYHBI, HE MOKPHIBAIOT BCETO NMPEAMETA, CKOPEE 3ayUEHBI,
(He 3auTeHO) 4YeM TMOHSATHI U, KaK CIEACTBUE, CTYJCHT HE MOXET OOBSICHHUTH CBS3CH B paMKax
HU3JI0)KEHHOTO MaTepualia, 1aTh TOYHBIX ONpeeSeHUA MOHATUH, MPONUIEHHBIX B
pamMKax Kypca, JaeT paciuibiBYaThie (OPMYITHPOBKH, HE BIAJEET B IOJDKHOM
CTCIICHU TCpMHHOHOFHCﬁ n mIpueMaMHu PpCUHICHHA THUIIOBBIX 3ajad; OLICHKa
«HEYIOBJIETBOPUTEIBHO», KaK IIPAaBUIIO, CTABUTCA CTYyIEHTaM, KOTOPbIE HE MOT'YT
MIPOJIOJDKUATH 00yYEHHUE MM MIPUCTYNUTH K MPO(EeCCHOHATBFHON e TENFHOCTH TI0
okonyannu Koiemka 0e3 IOMONHUTENBHBIX 3aHITHH 0 COOTBETCTBYIOIIEH

JUCIUATIIINHE

Tabmuna 3.2. — Mogens oneHkd BbinonHeHus: 3aganuili ®OC, OpUEHTHUPOBAHHBIX Ha
BBIIIOJIHEHUE TBOPYECKHX 3aJaHUl  PA3JIMYHOIO YPOBHS CIOKHOCTH, LEJIEBOTO Ha3BaHUS,
MPOYKTUBHOCTH, 3BPUCTHYHOCTH, B TOM YHCJIC, PA3HOYPOBHEBBIC 3a7jaHusI (HA OCHOBE MPAKTUUYECKOM
CUTYyallMM), aHAJIM3 W PEIICHUS MPaKTUYECKHX CUTYAIlMOHHBIX 3aJaHuil (KeWCoB), 3alaHus IJis
pa3paboOTKH TBOPUECKUX IPOSKTOB, 3aJaHHS JIJIs TOATOTOBKH MPE3CHTALNH / MyJIbTUME A COOOIICHUH,

3aaaHuA OJid IMOATOTOBKU U YUaCTHA B JCJIOBBIX / CIOKCTHO-POJICBBIX / HUMUTALMOHHBIX UI'Pax U T.II.:

Onenka Kpurepuu BbicTaBIEHUS OLIEHKH
OTinyHO AKTHBHOE ydYacTHe B aHalM3e W OOCYXIEHUM TMPOOIIEMHOW CHUTYaI[|H.
(3aureno) OOydJaromuiicss JIEeMOHCTPUPYET HaBBIKM IIOWCKA PEJIEBAaHTHOH, IIOIHOM,

JOCTOBEPHOW WHPOpPMAlM JUIsi  aHajiM3a, WCIOJIb3YeT HOPMATUBHBIE,
WHPOPMALIMOHHO-aHAIUTHYECKUE,  CTATUCTUYECKAE  HMCTOYHHKH.  YMeEeT
OIIPENICNINTh CBOIO POJIb U B TIOJIHOW MEpe BBIIIOJHUTH CBOM (YHKLIMHU B paMKax
KOMaHIHOH paboThI.

Co0ro1aeT MPUHIMITEI ICTOBBIX KOMMYHHUKAIIMK W TIPABUIIA JICJIOBOTO 3THUKETA
MPH B3aUMOJCUCTBUH C JIPYTUMH OOYYaroIUMHCS, c(HhOPMUPOBAHHBIE HABBIKH
MIPE3EHTAlNHU PE3yIbTaTOB COOCTBEHHON paboThl U pabOTHI KOMaHIBL.
JleMOHCTpUpPYET BCECTOPOHHEE, CUCTEMAaTHYECKOE U TITyOOKOE 3HaHUE YUeOHOTO
MaTepuana, TOYHO, YETKO U KOHKPETHO OTBEYAET Ha BOIPOCHI, MOKET JOKAa3aTh U
MPOWIIIOCTPUPOBATh CBOM PACCYKIACHUS NPAKTUUYECKUMH IPUMEPAMH, IIPU
OTBETE Ha BOIIPOCHI PACCYXKIAET, ONIUPASACh HA 3HAHUS, [TOJIyYCHHbIE KaK B PAMKaX
JAHHOTO Kypca, TaK U IPU U3YYEHUU APYIMX CMEKHBIX IUCLUIUIMH, yMEET
CBOOO/IHO BBITIOHSTH MPAKTUYECKHE 33/IaHNUs, MTPEyCMOTPEHHBIE TPOTPAMMOI,
B TOM YHCIE, pellaeT HECTaHAapTHbIE 3aJadd, B LEJIOM OTBETHl TITyOOKHe,
000CHOBaHHBIE U 3aKOHYEHHBIE OTBETBHI.
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Xopotio AKTUBHOE YyyacTHE B aHajiM3e M OOCYXIEHHH MpOOJIEMHOH CHTyaluu.
(3auTeHO) OOyuaromuiicss AEMOHCTPUPYET HAaBBIKM IIOMCKa PEJICBAHTHOM, IOJHOM,
JIOCTOBEPHOH HMHGOpPMAIMK JUIi  aHaJlW3a, HCHONb3yeT HOPMATHBHBIE,
nHGOPMALMOHHO-AaHAIUTHYECKUE,  CTATUCTUYECKHE  HMCTOYHMKH.  YMeeT
OTIPENICNINTh CBOM POJIb M B IOJIHOW Mepe BBHIMOIHUTH CBOU (PYHKLIUH B paMKax
KOMaHTHOH paboThI.

CoOroiaeT NPUHIMIIEL AETOBBIX KOMMYHHKAIMN M IPaBUJIA JI€JIOBOIO 3THUKETA
IIPY B3aUMOACUCTBUU C OPYTUMH OOYYaroIMMHCS, C(POPMUPOBAHHBIC HABBIKU
MPe3eHTalNHU Pe3yIbTaTOB COOCTBEHHOH padOTHI.

B cBoux oTBerax Ha BONPOCH YETKO (POPMYIHPYET ONpPEAETCHUS M MOKET
[I0Ka3aTh B3aUMOCBS3b DPA3IMYHBIX YacTeH MpPOIIEHHOTO B paMKax IaHHOTO
y4e0HOrO0 Kypca MarepHuaia, CTYACHT JIeMOHCTPUPYET CHOCOOHOCTh K
Pa3MBIIIICHHUIO, IPH OTBETE HA BOMPOCHI pacCy>KAaeT, ONMUPAsCh Ha TIOTy4YEeHHbBIE
B paMKax JTaHHOTO Kypca 3HaHWs, JIETKO PElIaeT TUIOBbIEC 3aJayH, CIOCOOEH K
CaMOCTOSITEJIbHOMY IIOTIOJIHEHHIO X OOHOBJIEHHIO 3HAaHUH M yYMEHHH B Xoxe
JanbHenel yueOHol 1 mpoeCCHOHANBHON e TeNFHOCTH

Y 10BIIETBOPUTEIIBHO OOy4JaroIuicss yJyacTByeT B aHAIM3€ M OOCYKICHUHM MPOOJICMHON CHUTYaIlUH,
(3a4TeHO) JEMOHCTPHUPYET HAaBBIKU MMOWCKA MH(MOPMAILIUK ISl aHAINW3a. YMEET BBIIOIHUTD
CBOM OCHOBHBIE (DYHKIIMHU B paMKax KOMaHIHON pa0oTel. COOII0OaeT MPHHIIATIBL
JICIOBBIX KOMMYHUKAIMHA ¥ TIPABUJIA JISIOBOTO STHKETA MPHU B3aUMOJCUCTBUH C
JIPYTUMH 00YYarOIMHUCS.

OOHapyxuBaeT B IIeJIOM TNPaBWIbHOE TIOHUMAaHHUE OCHOBHBIX BOIPOCOB
MPOrPaMMHOI0 MaTepHana, MOXET JaTh OMNpPEACICHUS OCHOBHBIX TOHSITHH,
MPOMIEHHBIX B paMKax y4eOHOro Kypca, OJHAKO H3JIaraeT MX HEeIO0CTATOYHO
YETKO W / WM HE B MOJHOM 00BEME, IPEAYCMOTPSCHHOM YUYEeOHBIM MaTepHAIOM
JIEKUOHHBIX ¥ MPAKTUYECKUX 3aHITHUH, HE MOXKET BBIBECTH 3aKOHOMEPHOCTH U
CBSI3aTh BOCJHMHO Pa3HbIC YaCTH Kypca; JOMyCKaeT OTACIbHBIC OIIMOKH B OTBETE
U TpU BBIOJHCHWHW 3aJlaHHi, PEIICHUE THUIOBBIX 3a]lad MOJXKET BbI3BIBAThH
3aTpyAHEHHE, MPHU 3TOM CTYACHT 001agaeT HeoOXOMUMBIMUA 3HAHUSMH JJIST UX
yCTpaHEeHUs T10]] PYKOBOJICTBOM IPETIOIaBaTest

HeynosnerBopurenbao | OOydaromuiics NpMHAMAET NACCHBHOE y4acTUe (WJIM HE Y4acTBYET) B aHAIM3E
(He 3a4TeHO) npoOJeMHOM CcHUTyallun M KOMaHAHOM pabote. 3HaHus 0Oyyaromerocs
OOpPBIBOYHEI, HE MOKPBIBAIOT BCETO MpelIMeTa, CKopee 3aydeHbl, YeM IMOHATHI U,
KaK CIIEJICTBHE, CTYACHT HE MOXXET OOBSCHHUTH CBS3EH B paMKax HM3JIOKEHHOTO
MaTepuaia, JaTb TOYHBIX ONpPEAEICHUN MOHATHH, MPOHACHHBIX B paMKax Kypca,
JaeT paciUibiBYaThie (POPMYIMPOBKHM, HE BIAQAEET B JOJDKHOM CTENEHH
TEPMHUHOJIOTHEH W  TpHeMaM{  peIIeHUus  THUIOBBIX  3a/Ja4;  OIICHKa
«HEYIOBJIETBOPUTEIHHOY, KaK MPAaBUJIO, CTABUTCS CTYJEHTaM, KOTOPhIE HE MOTYT
MIPOAOJDKUTE 00yUEHHE MM IPUCTYIHTE K MPOPECCHOHAIBHON IESTEIbHOCTH 10
okoHuyaHun Kosemka 0e3 JAOMONHUTENBHBIX 3aHSATHH 10 COOTBETCTBYIOLIEH

JUCIATIIINHE.

HaHHLIe MOZCIIN, SABJIAACh CTYACHTOUCHTPUPOBAHHBIMU, ITIO3BOJIAIOT C(i)OKyCPIpOBaTB BHUMAHUC
Ha pE3yjibTaTax KaXJI0ro OTACJIbHOI'0 CTYACHTA. Hpe}IHO)KCHHI)Ie IMOKa3aTcjini OLUCHKU PE3YJIbTATOB
O6y‘IeHI/I$I TIO3BOJIAKOT CACIAaTh BHIBOIBI 00 YpPOBHE O6y’~IeHHOCTI/I KaXXI0ro OTACIbHOI'O CTYJ€HTA U 1aTh
€My PCKOMCHOAUWUN JIA JaTbHEHIIIEr O yCHICUIHOTO NPOABUKCHHA B OCBOCHHMHU HABBIKOB U yMeHPIﬁ,
HCO6XO,[[I/IMBIX B HpO(I)eCCI/IOHaJ'IBHOI‘/’I ACATCIIBHOCTH.
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[TpeniosxeHHBIN (HOH/T OIIEHOUYHBIX CPEJICTB MOKET OBITh MCIIOIB30BAH JUIsl OLIEHKHU PE3yIbTaTOB
o0y4eHHs OTAEIBHOTO CTY/AEHTa, a TakXke i1 BBIOOPKM CTYIEHTOB 10 COOTBETCTBYIOILECH

CIICOMUAaJIbHOCTH.
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