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1. ITepeueHb MJIAHUPYEMBIX Pe3y/IbTaTOB 00y4YeHHs 10 JUCIUIIHHE, COOTHECEHHBIX C
I/IaHMPYyeMbIMH pe3y/IbTaTaMH 0CBOEHHUS] POrpaMMbI

1.1 OucuuruivHa K.M.02.1B.06.01 JokymeHTaljioHHOe obecrieueHue yrpaB/ieHus 1epCOHaIoM

rOCyJAapCTBEHHOM U MYHULUMAIBHONU — CITY>KOBI

KOMIIeTEHUAMM C YUETOM 3Tdlld:

obecrieuriBaeT OBJafieHHe CJIeYIOIIUMHU

Ko, HavMeHoBaHue Ko, HavMeHOBaHue 5Tana OCBOEHUs
KOMITETEHLINA  |[KOMIIeTeHL[U! JTarna OCBOEHUSIKOMITETeHLINU
KOMITETeHLUN

HIIK-13 rOTOBHOCTH K pa3pabotke u |[JITK-13.1 3HaHHWe OCHOB pa3paboTKM U
BHeZIDEHUIO KaJ[pOBOU U BHe/IpeHUs KaJpOBOU u
yTipaB/ieHueCKOu yTipaBJ/leHUeCKOl [JOKyMeHTallUY,
[JOKYMeHTaLWY, ONTUMM3ALUU I0KyMeHTooOopoTa
ONTHUMU3aL[U1 I CXeM B3aUMOJENCTBUS MeXIy|
TOKyMeHTO000pOTa 1 CXeM rosipaszie/IeHlssMA; HOPMaTHBHBIX
B3alMO/IeHCTBUS MEXAY MPaBOBbIX aKTOB U METOJUUECKHX|
ropaszeneHusiMy, TOKYMEHTOB, perjaMeHTHDYIOLINX
BeZIeHHIO KaJpOBOTO BOINPOCHI CO3/JaHNs JJOKYMEHTOB U
11e/I0TIPOM3BOJICTBA U paboTel ¢ HUMM, TpeOOBaHUA K
OpraHv3aly apXUBHOIO COCTaBJeHWI0O U  0(OPMIIEHUIO
XpaHeHUs KaJ[pOBbIX OpraHu3aLIOHHO-
JOKYMEHTOB B pacropsiuTeIbHON
COOTBETCTBUU C [IOKYMEHTaLWY, ocobeHHOCTH
[1eMCTBYIOILIMU sI3bIKa CJTy’KeOHOTO JOKyMeHTa
HOpPMAaTHBHO-TTPaBOBLIMU
aKTaMU

I1K-8 criocobHocTh puMeHsTe  [[TK-8.1 3HaHue BU[I0B U ¢dhopm
MH(OPMaIMOHHO- H(OPMaIMOHHO-
KOMMYHUKaLIIOHHbIE KOMMYHUKALIMOHHBIX TEXHOJIOTUM
TeXHOJIOTUY B
ripoceccroHaTBHON
71esITeIbHOCTU C BUJIEHUEM
VX B3aMMOCBs3el U
MepCIeKTUB UCTI0/Ib30BaHus

1.2. B pe3ysibTaTe 0CBOEHHSs! IUCLIMTUIMHBI Y CTYJEHTOB JOJDKHBI ObITh CHOPMHUDOBAHBI:

OTO/TD Kop stana ocsoenus PesynbTaTel 00yueHus

(mpu HanMMuUK KOMITETEeHLIUU

npodcTadapra)/

TPYZOBBIE WIH

ripodeccroHabHEIE

JleficTBUs

pa3pabarbiBaTh n [MITK-13.1 Ha ypOBHe 3HAaHUMW: 3HaThb TeOpeTHYeCKHe U IpaBOBbIE

oopMATE OCHOBBI [JOKYMEHTAl[MOHHOTO O0ecrieueHusi yrpaBJieHus],

TOKYMEHTALUI0 B coJiep)kaHve  HOPMAaTUBHBIX  IIPABOBBIX  aKTOB U

COOTBETCTBUU g MeTOJU4eCKUX JIOKYMEHTOB, perjiaMeHTUPYIOLIAX

TpeboBaHUSAMHU BOTIPOCHI CO3/]aHUST /IOKYMEHTOB M PabOTBI C HHUMH,

3aKOHO/IaTe/IbCTBa TpeboBaHWsI K  COCTaBJeHHMIO W O(OPMJIEHHIO

Poccuiickoil OpraHU3allOHHO-PacopsaUTebHON JIOKYMEeHTaLWH,

Denepanu Y 0Cc0obeHHOCTH sI3bIKa cny>kebHoro [JOKyMeHTa,

TOKaTbHBIMU opraHu3auysi paboTbl C JOKYMEHTaMH W WX apXHUBHOTO

HOPMaTUBHBIMHU XpaHeHUsI

aKTaMH1 Ha YpDOBHe YMeHHUI: B COOTBETCTBHUM C YCTaHOBJ/IEHHBIMU
TpeOOBaHUSMU COCTaBIATh W O(QOPMIATH pasHbie BU[bI




TOKYMEHTOB CUCTEMBI OpraHM3aLoHHO-
pacropsiiuTebHOM [OKyMeHTAally, OCYILeCTB/ISITh M1PaBKY|
1 peflakTHpOBaHUe CIy)XKeOHOro [JOKyMeHTa, BeCTd
eNoByl0 Tepenucky, [eloNpOoU3BOACTBO B OpraHax H
OpraHv3alysX;  OpraHu3oBaTb  [JOKYMEHTOIOTOKA B
cucTeMe  JIOKyMeHTOO0OpOTa, MapLIPyThl  /IBMKEHHS
TOKYMEHTOB B OpraHu3alliy, [OAr0TOBKY /el K Nepefiayue B
apxuB

Ha  ypOBHe  HAaBLIKOB:  B/afieTh ~ COBPEMEHHBIMU
TeXHOJIOTHSIMU JOKYMEHTalMOHHOTO obecrieueHust
yIIpaBJieHs], SI3bIKOM O(UIMATBHO-/€JIOBOTO CTH/ISI PeuH,
METOJMIKOM COCTaB/IeH s, 0hOPM/IeHUsI ¥ PeJaKTHPOBaHMUs
C/Ty>KeOHOT0 IOKYMEHTa, OpraHu3al[iy paboThl C HUMU

(hopmupoBaTh I1K-8.1 Ha YpOBHe 3HaHMM: 3HaTb IIpaBUa HCIO/Ib30BaHUS

rpodeccruoHanbHbIe H(OPMALIMOHHO-KOMMYHUKAL[MOHHBIX ~ TEXHOJIOTHMI B

melicTBUSI, CBsSI3aHHbIE rpodecCUoHa/NIbLHON  [lesiTeTbHOCTU  TOCYAApCTBEHHOTO

C VICTIO/Tb30BaHUEM (MyHUIMIIATEHOTO) CITy KaIl[eTo

HGbOpMaIMOHHO-

KOMMYHUKALIMOHHBIX

TeXHOJIOTHI [/Is Ha ypOBHe yMeHHM: aHa/JW3UpoBaTb  pe3yJIbTaThl

pelieHust MpUMeHeHUs HH(bOPMAIIMOHHO-KOMMYHHUKAI[MOHHBIX

CTaH/JapPTHBIX 3a7a4 TeXHOJIOTHH; WCTIO/Th30BaTh HH(GOpPMAaIMOHHOA,

rpodeccroHanbHON KOMMYHHWKALIMOHHBIE TEXHOJNIOTMM B TIPOQeCCHOHATbHON

nesiTeIbHOCTH nesTeIbHOCTU ~ TOCYZ@apCTBEHHOTO  (MYHMLIMIIAIBHOIO)
CITy>Kallero.

Ha YpOBHE HaBBIKOB: COOMpaTh MH(MOPMALIMIO C TIOMOILIBIO
MH(OPMaLIMOHHO-KOMMYHHUKALIMOHHBIX TeXHOJIOTHij;
MpYMEeHSITh MH(QOPMAaIOHHO-KOMMYHUKALMOHHbIE
TEXHOJIOTMM B TPO(PeCCUOHANBHOM  [lesTe/lbHOCTH
rOCYZlapCTBEHHOTO (MYHHULIMIA/IBEHOIO) CJTy Kalllero

2. O6'beM U MeCTO JUCHUIUVIMHBI B cTpyKType OIT BO

O0BbeM JUCHUIIHHBI

O6mas Tpynoemkocts K.M.02.1B.06.01 [JokymeHTarioHHOe obecriedeHHe YTIpaB/eHHs
TIepCOHA/IOM rOCyAapCTBEHHOW U MyHULIUIIABHOM CTy»KObl cOCTaB/sieT 2 3a4éTHbIe eJUHULIbI, 72
yaca. KonmmuecTBO akajeMWueCKWX UacoB, BbIIEIEHHBIX Ha KOHTakKTHYI pabotry ¢
riperiofiaBaresieM, cocras/sieT 36 yacoB: JieKLUM — 18 yacoB, rnpakTuyeckue 3aHATUs — 18 yacos.
CamocTosiTenbHast paboTa coctassisieT 36 UacoB.

Mecto sucuunvusel B crpykrype OII BO

Mucrmmmaa KKML02./1B.06.01  JokymeHTauMoHHOe — obecriedeHHe — yIipaB/ieHUs
MepCoOHAIOM TOCYJApCTBEHHOM M MYHULMIIAIbHON C/1yKObl TpefycMOTpeHa Ha 3 Kypce, B 5
cemMecTpe.

Oucturimia K.ML.02./1B.06.01  [IokymeHTal[MoHHOe  obOecrieueHWe  yIpaB/eHUs
TepCOHA/IOM TOCY/IapCTBEHHONW W MYHMLIMTIAJILHOW C/TYy)KObI OTHOCHUTCSI K JAWUCLUIUTMHAM TIO
BbIOOpY 6/10Ka « KOMIT/IEKCHBIE OIOKH».

B copepxarenpHOM miaHe gucuuiivHa ssasieTcsi ocHoBor st K.M.02.02 TIpaBoBoe
obecrieueHre TOCYIJapCTBEHHON Y MyHUIUIIA/IBHOM CTyKObI (7 cemecTp).
dopMa MPOMEeXXYTOUHOM aTTeCTal[ii B COOTBETCTBUM C yueOHBIM TJIAHOM — 3aueT.

3. CopepixaHue ¥ CTPYKTypa AUCLUIIIMHBI
Ounasn ¢opma o0yueHus



O0BeM AMCIUILIMEBI , Yac dopma
KoHTakTHas pabora TeKyI|ero
00yuaroLIMXCA C MpenojaBarejiemM KOHTPOJISA
Ne HaumeHoBaHHe TeM o BUjaM y‘IEGHbIX 3aHATHH yciieBaeMocCT
N (pa3pesoB) Bcero CP H
n P | M3 | KCP fpoMENTyTOt
HOH
aTTecTanun
1. | Wctopus cTaHOB/IEHUS
[leJIonpor3BOo/ACTBa B Poccuu u
aKTyaJibHbIe TTPOO/IEMBI 8 2 2 4 o,
JOKYMEHTALIMOHHOTO 00ecrieueHust
yTpaB/ieHUst
2. | TIpo6nembl popMHUPOBAHHS
MOHATUIHOTO arrapara 8 2 2 4 O, T
JeJIOTIPOM3BOACTBA
3. | HopmatuBHO-MeTOANYECKOe
obecrieueHue JieJIOMPOU3BO/ICTBA B 8 9 9 4 O, T
roCy/lapCTBeHHOU 1
MYHHLMIANIBGHOH CmyKOe
4. | CoBpeMeHHasl CTaHJapTU3aLUs
TpeOOBaHMIA B CUCTEMe 8 2 2 4 o,T
JIeJIOTIPOM3BOACTBA
5. | SI3BIK CTy>KeOHOTO JJOKYMeHTa Kak
YyacTb OUINATHHO-/Ie/I0BOTO 8 2 2 4 O, T
CTWJISI peunt
6. | CocrapnieHue 1 opopmiieHUe
OpraHu3alOHHO- 8 2 2 4 O, T
pacIiopsgUTeIbHON JOKYMeHTal[i!
7. | CocraB U cojiep>KaHue KaJ[poBoi 8 9 9 4 O, T
JOKYMeHTaLu1
8. | Opranu3aifus paboThI C 8 9 9 4 o,T
[IOKYMeHTaMU B OpraHu3alin
9. | CoBpeMeHHbIe MHPOPMALMOHHbIE 8 9 9 4
TEXHOJIOTHH B [IeJIOTIPOU3BO/ICTBE o, T
IIpoMexyTOuHas arTecTaLys 3auer
Bcero 72 18 18 36

IpumeuaHue: ¢popmbl mekyuje2co KoHmpons ycneeaemocmu: onpoc (O), doknaod (/I), mecmupoeauue (T).

CopepixaHue M CLUIIIMHBI

Tema 1. Wcropusi cTaHOB/IeHHMs [Ae/IONPOM3BOACTBA B PoccuM M akTya/bHbIe
npo6/1eMbI JOKYMeHTalliOHHOI0 o0ecrieyeHHs ynpaB/IeHHs

HenonpousBogctBo B [peBHert Pycu. Ilpuka3sHoe pgenonpousBoacTtBo. Komiexckoe
JleJ101Ipor3BoOACTBO. MUHHUCTEpCKOe [eonpousBoicTso. Jdenonpoussoactso B CCCP.

CoBpeMeHHOe [1e/I0NPOM3BO/ICTBO, €ro MeCTO B CTPYKType YIIpaB/IeHYeCKOro TpyZa.
Crangaptu3sanus, yHU(pUKaLMsA ¥ aBTOMaTU3aLus [1e/I0NPOU3BOCTBEHHBIX ITPOLIeCCOB.

AxTyanbHble TPo0IeMbI JOKYMEHTALMOHHOTO 00ecrieueH st yripaBieHust

Tema 2. IIpo6emMbl (opMHUPOBaHHSA MOHSATHHHOIO aNapara Je/I0Mpou3BoOCTBA

KntoueBble TIOHATUSI JOKYMEHTAllMOHHOTO ofecriedeHusi yrpaeneHus. Hocurenb
uHpopmaruu. Knaccudukaiys Hocuteneld nHbOpMalUK 110 Criocody dukcarmy “HbOopMalyu.
CpeactBa mokyMeHTHpoBaHUsi. CriocoObl I0KyMeHTHpOBaHUS. [IOKyMeHT KakK WHCTPYMEeHT
OpPraHM3allMOHHBIX METOZIOB yIipaB/ieHusi. DYHKIMM YIIpaB/lieHYeCKHUX [JOKYMEHTOB. Bugbl
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yrpaB/ieHUeCKUX JIOKYMeHTOB. Kiaccugukauys yrpaBieHUeCKUX J0KyMeHTOB. Cucrema
JIOKyMeHTalu1. YHU(ULIMPOBaHHbIE CUCTEMbI JOKYMEHTaL[1H.

Tema 3. HopmaruBHO-MeTOAHUYeCKOe o0ecreueHHe /Ie/IONPOMU3BOACTBA B
roCy/JapCTBeHHOI M MyHHULMNA/IBLHOM CIy)K0e

CocTaB, XapakTeprCTHKa M aHa/i3 HOpMaTHBHO-MeTOANYeCKOH 0a3bl [1e/I0Ipor3BO/CTBa.
Knaccudukaiys v cozieprkaHue 1paBoBbIX aKTOB, Pery/IMPYIOIIMX BOMPOCH IOKYyMEHTHPOBAHUS,
opraHu3aLuu paboThl ¢ JoKymeHTaMu. [IpaBoBoe perynupoBaHHe BOIIPOCOB CTaHAApTH3aLMU U
yHUOHKALMHY JOKyMEHTOB

Tema 4.CoBpeMeHHas1 CTaHAAPTH3AI[UA TPeOOBAHUH B CHCTeMe /Ie/IONPOU3BO/CTBA

AHanu3 CTpyKTYpbI, CoZiepKaHusi, 00/1aCcTh TIPUMEHeHHsT CTaHjapTa B [1e/IONPOU3BO/ICTBE,
cocTaBa PEKBU3UTOB JIOKyMEHTOB U TpeboBaHMM K MX 0(OPMJIEHHIO U PACIIOJIOXKEHUIO Ha Tioje
JIOKyMeHTa

Tema 5. fI3bIK C/Iy)KeOHOro JOKyMeHTa KaK 4acTh O(HUIMa/IbLHO-/1€/I0BOr0 CTHIIA
peuu

JIMHIrBUCTUYEeCKWe WCTOKU s3bIKa C/Iy)KeOHOro JOKyMeHTa KakK uacTh OQHIMaIbHO-
JleIOBOro CTW/Isi peud. Mecto oduiuanbHO-/e/IOBOT0 CTU/ISI Peud B CHUCTEMe COBPEMEHHOIo
PYCCKOTO JUTepaTypHOro s3bika. OdwuiuanbHO-Ae/0BOM CTWIb Deud, ero B3auMOCBS3b C
JpyTUMU CTWISAMU peur. OTAUUMsi YCTHOM (DOpPMBbI /1e/IOBOM peun. DKCTPaJMHIBUCTHUECKUE
0COOEHHOCTH YCTHOW [le/loBOM peud. [TucbMeHHasi fiejioBasi peub U eé BHETMHIBUCTUUYECKHE
ocoberHoctu. OOIIMe $3bIKOBBIE (JIEKCHUeCKHWe W TpaMMaThdeckrde) 0COOEHHOCTH YCTHOM U
nicbMeHHOUW (opMm zenoBoit peun. IlofcTunu oduiManbHO-[eM0BOr0 CTUMS peud. S3bIK
JIOKYMEHTOB Kak 00si3aTe/ibHasi U Heo0Xoiumast 4acTb o(ui[iabHO-/Ie/I0BOM peuu.

SI3bIKOBOM  CTaHJApT, CTaHAapTU3alusi Ha YpPOBHe CJIOBa, CTaHJApTH3aLus
CJIOBOCOYETAHUM, CTaHAApTU3alus TMpeAJIoKeHUM, CTaHAapTU3al[usi TeKCTOB, CTaH/japTH3allus
JesioBoi peur. TUMMUHBIE OITMOKY sI3bIKa CTY>KeOHOTO JIOKyMeHTa.

Tema 6. CocraBieHue U o¢opM/ieHHe OpPraHU3aLHOHHO-PACTIOPSAAUTE/THHOM
AOKyMeHTaL{u

AHamv3 cocTtaBa U COJEp)KaHWsS OCHOBHBIX OpraHU3alOHHO-PaCIOPSAUTENbHBIX U
CTpaBOYHO-UH(OPMAI[MUOHHBIX /IOKYMEHTOB OpraHM3allid: TIOJIO)KeHUss 00 OopraHu3alivy,
LITaTHOIO  paclyCaHus, TpaBWI  BHYTPEHHEro TPYAOBOro  pacnopsifka, [IpaBun
JIeNIoNIPOM3BO/ICTBAa B (peflepa/ibHBIX OpraHaxX WCIIONIHUTebHON BacTv, [IpaBuUn BefeHUs
JleNIoNpor3BO/CTBA B (efieparbHbIX OpraHax MCIIOJHUTEIbHOM BaCTH, NMPUKa30B M0 OCHOBHOM
JeITeNTbHOCTH, CJTY>KeOHBIX TIHCEM.

Tema 7. CocTaB U cofiep>kaHue Ka/[poBO# A0KYMeHTaluu

CocraB kazpoBou JokyMeHTauuu. CocTaBieHue U 0¢OpM/IeHHe OCHOBHBIX BU/IOB
Ka/IpOBOM JJOKYMEHTALIUM: TPYAOBOW KHW)KKH, JTUYHOTO JeJa, JIMYHOW KapTOUYKU, TIPUKA30B T10
muyHOMY coctaBy. OCHOBHBIe TPeOOBaHUS K KaJJpOBBIM JJOKyMeHTaM.

Tema 8. Opranu3sarusi paboThl C JOKYMeHTaMH B OpPraHU3aLiu

Opranm3auusi 10KyMmeHToo00poTa. OCOOeHHOCTH OpraHW3aluu paboThbl C BXOASIIMMH,
UCXOASAIIMMUA W BHYTPDEHHUMH [JOKYMeHTaMH, C oOOpallleHusiMH TrpaxjaH. Perucrparus
JOKYMEHTOB B opraHu3aluy. OpraHusalys KOHTPOJII WCIOJHEeHUs! JOKyMeHTOB. CocTaBiieHue
HOMEHK/1aTyphl Jien. [IoAroToBKa JOKYMEeHTOB K Iepe/iaue Ha XpaHeHHe B apxuB. PopMHUpOBaHUe
nen. Odopmrenue fien. KcnepTU3a LIEHHOCTH 1I0KyMeHTOB. [lepefiaua JOKyMeHTOB B apXUB.

Tema 9. COBPEMEHHBIE I/IH(l)OpMaI[I/IOHHbIE TEXHOJ/IOT'YMH B A€/I0MIPOU3BO/JACTBE
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OCHOBHBIe 3Tarbl U OCODEHHOCTH CTaHJAPTU3aLWM, YHU(QUKAIMd W aBTOMAaTH3aluu
JleJIoNpOu3BO/CTBA.  VIcronb3oBaHWe — YHU(UIMPOBAaHHBIX (GOPM B /I€JIONPOM3BO/ICTBE.
CraHzapTv3anysi TIpoLelypbl BeJjeHHsl [1eJIOTPOM3BOACTBA. B03MOXXHOCTHU HCIIOb30BaHMUs
97IEKTPOHHbIX ~ (JOPM  /JOKYMEHTOB B  [IeITeJIbHOCTH OpraHusaiuu. VIHpopMaru3saims
JenoriponsBofcTBa.  Knaccudukaryss WHPOPMALMOHHBIX — TE€XHOJIOTHH, HWCTO/IB3yeMbIX B
KazipoBoii  cepe. OO630p  3MEKTPOHHBIX  CMPAaBOYHBIX  M3[JaHui, 0a3  [aHHBIX,
CIeL[aIM3UPOBAaHHBIX CHCTeM. VICMo/nb30BaHME CTaHJAPTHBIX IPOTPAMMHBIX TPOJYKTOB
Microsoft Office. AHanu3 crel{iaM3UPOBaHHBIX CHUCTEM aBTOMAaTH3allUH JIe0NPOU3BO/CTBA.
OJIeKTPOHHBIN apXvB: OCHOBHblE TOHATHS, (GYHKIMM, TporpamMMHasi peamm3anusi. CriocoObl
3aIIUThI 3€KTPOHHOW MH(pOpMaLuu. VIcronb30BaHHe CeTeBbIX TeXHOIOTHI B TOCYAApCTBEHHOU
M MyHUOMINanbHOW ciaykOe. Kputepun Bbibopa mporpaMMHOro obecrieueHUst IS
aBTOMaru3alyy paboTel C JOKyMeHTaMHW. AHa/iM3 HOPMAaTWBHOW 0a3bl TIO WCIOb30BaHUIO
S/IEKTPOHHBIX JIOKYMEHTOB M 3/IEKTPOHHOTO [JOKYMEHTOOOOpOTa B TOCYJApCTBEHHOW U

MYHULIUITAILHOU cy>XKbe.

4. Martepua/bl TEKYIEro KOHTPOJ/IsI yCIIeBAaeMOCTH 00yuaromuxca 1 GoHj
OLIeHOYHBIX CPeACTB MPOMEXYTOUYHOM aTTeCcTallu 10 AUCIUILIHHEe

4.1. ®opMbl M MeTOAbl TEKYLero KOHTPO/S YCIEeBAEMOCTH M IPOMEXYTOYHOM
aTrTecTalUu.

41.1. B xome peamusauyu pucuuiuimeel  B1.B.J1B.14.01 /loKymeHTaliOHHOE
obecrieueHre yIipaB/eHUss TI€PCOHA/IOM TOCYZAPCTBEHHOM W MYHHUIUMNAIbHOW  CITy>KObI
WCTIONB3YIOTCS CIeYIOLIFe MeTO/IbI TeKYI[eT0 KOHTPOJISI yCIIeBaeMOCTH 00yUaroIuxCs:

Tema (pa3zen) MeTo/bI TEKyI1lero
KOHTPOJIA
yCcreBaeMOCTH

Tema 1. | VcTopus craHoB/ieHUs [e/I0NIpOM3BOACTBA B Poccuu 1 akTyasbHble OTIpOC, AOK/Iaf,
npo06sieMbl IOKYMEHTALMOHHOTO 00ecrieueHusl yripaB/ieHust

Tema 2. | ITpobnemMbl popMHUPOBaHUS IOHSITHUIHOTO ammapara OITpOC, TeCT
J\eJIONIPOM3BOACTBA

Tema 3. HopmaruBHO-MeToueckoe obecrieyeHye /1e/101poOU3BO/ICTBA B OTIpOC, TeCT
rOCYIapCTBeHHOM M MYHHULIMTIAJILHOW CITy>KOe

Tema 4. CoBpeMeHHasl CTaH/japTH3alis TpebOBaHUM B CHCTEMe OITpOC, TeCT
J\eJI0NIPOM3BOACTBA

Tema 5 SI3bIK C1y»keGHOTO JOKyMeHTa KakK 4acTb 0(HL{aIbHO-Ze0BOr0 OTIpOC, TeCT
CTWISI peunt

Tema 6. | CocraBnenue 1 oopm/ieHe OpPraHi3aLOHHO-PaCIIOPSAUTETEHON OTIpOC, TeCT
JIOKyMeHTalluu

Tema 7. | CocTaB u cofep>kKaHue KaJpoBOil JOKyMeHTalluu OIpOC, TeCT

Tema 8. | Opranu3aiyst paboThl C JOKyMEHTaMH B OpraHH3aliu OIIpOC, TeCT

Tema 9. | CoBpemeHHble UH()OPMALIMOHHbIE TEXHO/IOTUH B [1€/I0TIPOU3BO/ICTBE OTIpOC, TECT

4.1.2. 3aueT MpPOBOAUTCS C MPUMEHEHWeM CJIeAYHIIUX MeTOJO0B (CpPeACTB): B yCTHOU
(dopMe Mo BompocaM U pellleHre TUTOBbIX 3a/laHuH.

4.2. Matepuasbl TeKyIero KOHTPOJIsl yCIieBaeMOCTH.

[TpernofiaBatesib OlEHUBAET YPOBEHB IMO/ITOTOB/IEHHOCTH 00YUarOIIUXCS K 3aHSATHIO T10
CJIe/IyIOIIMM TI0Ka3aTesIsim:

- YCTHBI€ OTBEThI Ha BOIIPOCHI IIperio/iaBaTesid 1o TeMe 3aHATHA,

- BBICTYyILJIEHHE C I0KJ/IaldMH I10 TIpejiara€MbIM TeéMdM,




- yuacTtHie B 00CY>K/[€HUU JIOK/Ia/IOB,

- KOJIMYECTBO MPaBWIbHBIX OTBETOB B X0/ TECTUPOBAHUS.

OrleHKa 3HAHWM, yMEHWH, HABBIKOB TPOBOAWTCS Ha OCHOBe Oa/yTbHO-PEHTUHTOBOU
cuctembl 70% u3 100% (70 6amtoB u3 100) - BK/iaj 1O pe3y/ibTaTaM TMOCEeIaeMOCTH 3aHSITHH,
aKTHBHOCTH Ha 3aHATUSX, BBICTYIUIEHUs C JOK/IaZiaMH, ydacTusi B OOCY)KIEeHUsIX IOK/IaZioB
Jpyrux OoOydJaroIIyXxcsi, OTBETOB Ha BOMPOCHI TIperofiaBaTesisi B XOfe 3aHSTHs, pe3y/IbTaThl
TeCTUPOBaHUS.

Heranu3aiyst 0a/uyIoB W KPUTEPUM OLIEHKA TEKYILero KOHTPO/sS —YyCIIeBaeMOCTH
yTBep>KJaeTcsl Ha 3aceZlaHu Kade/pbl.

BonpOCbl 0/151 nN0020MOBKU K onpocam:

Tema 1. Wcropus cTaHOB/IeHHMs [Ae/I0NPOM3BOACTBA B Poccum M akTya/bHbIe
NMpo0/1eMbI JOKYMEHTAL[HOHHOT0 00ecreueHus1 ynpaB/ieHUsA
[HenonpousBozctso B [lpeBHel Pycu.
IIpukasHoe [1e/101por3BO/CTBO.
KoJexxckoe f1e/101pou3BOACTBO.
MuHucTepcKoe e/10IIpoU3BOACTBO.
Henonpoussoacteo B CCCP.
CoBpemeHHOe [1e/I0NIPOU3BO/JCTBO, €ro MeCTO B CTPYKType YIpaBjeHYeCKoro

DGR wWN e

TpyZa.
7. AKTyasnbHbIe Ipo6/ieMbl JOKyMeHTAL[HOHHOTO 00ecIieueH sl YIIpaBIeH s

Tema 2. ITpo6siembI (hopMupoOBaHNsA MOHATHITHOTO aNNapara JAe/IoNPOU3BO/ACTBA
HopMmatuBHOe 06ecrieyeHre MOHSITUIHOTO arnmapara Jeonpor3Bo/CTBa
CpasHutesbHbIM aHamms 'OCT P 51-141 u 'OCT P7.0.8-2013.

[ToHATUIAHBIN arnmapar 3/1eKTPOHHOTO [1eI0IIPOM3BO/ICTBA.

Tema 3. HopmaTHBHO-MeToHUecKoe obecneyeHHe AeT0NPOU3BOJACTBA B rOCYAapCTBeHHOM
M MYHHMIIMNA/IBHOU C/TyK0e

CocraB, XapakTepUCTHKa ¥ aHa/In3 HOPMaTHBHO-MEeTOINYeCKOU 0a3bl [1e/I0MpOr3BO/ICTRA.
Knaccudukaiys v cofiepkaHue MpaBOBBIX aKTOB, PEryTUPYIOIIUX BOTIPOCHI JOKYME@HTHUPOBaHUS,
opraHu3sanuu paboTel ¢ JoKyMeHTaMu. [IpaBoBOe peryiMpoBaHHe BOTIPOCOB CTaHJApTH3alMy U
yHUGDUKAI[UM TOKyMeHTOB. OO1ui Mopsijok oopM/IeHHs] OpraHKU3al[MOHHO-PACIIOPSANTETbHBIX
JIOKYMEHTOB U COCTaB PeKBU3WTOB [I/isl BCeX OpraHuU3aLvii

Tema 4. CoBpeMeHHasi CTaHJapTH3alUs TPeOOBaHMIi B CCTEMe [1e/IONPOU3BO/CTBA

CTpyKTypa, cofiep)kaHue, 06y1acTb IpUMeHeHHUsl CTaH/japTa B /1e/I0NPOU3BO/ICTBe.

CocTaB peKBU3UTOB JIOKYyMEHTOB U TpeOOBaHMH K MX OQOPM/IEHUIO U PaCTIONIOKEHHUIO Ha
ToJjie J,OKyMeHTa

Tema 5. SI3bIK Cy)KeOHOr0 JOKYMEHTAa KaK 4acTh O(HIMA/JIbHO-E/I0BOr0 CTH/IA
peuu

JIMHFBUCTUYECKWE W  SKCTPAJMHIBUCTUUECKHME OCOOEHHOCTH SI3blKa  C/TY>KeOHOTO
JIOKyMeHTa. $I3bIKOBOM cTaHAApT JokyMeHTa. (CraHjapTu3alusi Ha YpOBHe CJIOBa,
CTaHAAPTH3alUsl CJIOBOCOYETaHUM, MPe/|/I0)KeHHH, TeKCTOB, PeK BU3UTOB JOKYMEHTa.

Tema 6. CocraBneHue u odopwmieHHe OpPraHU3aLMOHHO-PACIOPSAUTE/THHOM
AOKyMeHTaLuH1

CocTaB ¥ cofiep)kaHre OCHOBHBIX OpPraHM3aliMOHHO-PACOPSAUTENbHBIX M CIPaBOYHO-
VMH(OPMALIMOHHBIX 10KyMeHTOB. OCOOeHHOCTH COCTaB/eHHsI U 0(OPM/IeHUs] OPraHU3aLMOHHBIX
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nokymeHToB. OOmye TpeOOBaHUSI K COCTAaB/IeHWUID W O(OPM/IEHHIO paCIOpsSAUTeTHHBIX
JnokymeHToB. CripaBOYHO-MH(MOpPMALIMOHHAsA W CIIPABOUHO-aHA/TUTHUECKass JOKyMEeHTaIlus, ee
po/ib B CHCTeMe OpraHM3al[MOHHO-PACIIOPSAUTETbHON AOKyMeHTaluu. [loKyMeHTarus 110
oOpall[eHUsIM TPaXkK/jaH.

Tema 7. CocTaB U cofiep>kaHue Ka/[pOBO# A0KYMeHTalu1

OcHoBHble TpeOOBaHMSI K KaJpOBBIM [JoKyMeHTaM. OCOOEHHOCTH COCTaBJeHUs W
oopM/ieHUsI OCHOBHBIX BU/IOB KaZIpOBOM [JOKyMeHTal[MW: TPY[AOBOW KHWKKH, JTMUHOTO [efa,
JINYHOW KapTOUKH, IMPUKA30B M0 TUYHOMY COCTAaBY.

Tema 8. Opranuzanus padoTsl C JOKyMeHTaMH B OpraHU3aLuu

Opranmsauusi 1oKymMeHToo00poTa. OcobeHHOCTH opraHu3aluu paboThl C BXOASIIMMH,
UCXOASALIMMUA W BHYTPEHHUMH [OKyMeHTaMH, C oOpallleHusiMu rpaxjaH. Perucrparus
JOKYMEHTOB B opraHusauyy. OpraHusanusi KOHTPOJISI UCIIO/IHEeHUsI JOKyMeHTOB. CocTaB/ieHue
HOMEHK/IaTypsbl Aesl. [loaroroBka JOKyMEHTOB K Iepejjaue Ha XpaHeHHe B apXvB. @opMUpOBaHUe
pen. OdopmieHre fen. JKCIepTU3a LIEHHOCTH JOKYMeHTOB. Ilepesjaua [JOKYMEHTOB B apXUB.
OcobeHHOCTH apXUBHOTO XpaHEHUsI JOKYMEHTOB BPEMEHHOTO Y TTOCTOSTHHOTO CPOKOB XPaHEHWSI.

Tema 9. COBPEMEHH])IE PIH(l]OpMa].(I/IOHH])Ie TE€XHO0/IOTUHA B A€/I0IIPOU3BOACTBE

OcHOBHBIE 3Talbl aBTOMAaTM3aLMy Je1onpousBocTea. HopmarusHas npaBoBasi OCHOBA
37IEKTPOHHOTO  [1eJIONpOou3BoACTBa.  CpaBHUTE/NbHAs ~ XapaKTePUCTHKA  OyMakHOTO U
57IEKTPOHHOTO  Jlefionpor3Bo/cTBa. OcHOBHble TIpoOsieMbl Tepexoia K  3/IeKTPOHHOMY
ZIeJIOTIPOM3BO/ICTBY B TOCYZapCTBeHHOH ciiyxOe. CricTeMa MeXKBeZOMCTBEHHOTO 3/IeKTPOHHOTO
B3auMogeiictBusl (CMOB): HasHaueHMe, QYHKLMH, TIEPCIIEKTUBBI pa3BUTHSI.

IIpumepHble mecmogble 3a0aHus:

1. TpeboBaHUs K O(OPMIIEHUIO OPraHK3aI[MOHHO-PACTIOPSAAUTELHOMN JOKYMEHTAIUH [T BCEX
opraHu3alyii He3aBUCUMO OT XapakTepa UX JlesiTe/TbHOCTU CO/IepXKaTCs:
« BI'OCT P 6.30—2003;
* B TuroBo# MHCTPYKIIUH TIO ZIe/IOTIPOU3BOACTBY B MUHUCTEPCTBAX U BeZOMCTBAX
Poccuiickoit @enepariyy;
« BI'OCT P 7.0.8—2013;
» B [IpaBuiax fie/I0MpoOU3BOACTBA B (he/lepa/ibHBIX OpraHaxX UCTIOTHATETLHOM BIaCTH.
2. HeripaBunbHoe odopmiieHue AaThl «1iepBoe Mast 2014 rogax:
+ 01.05.2014;
* 1 masg 2014 roga;
« 2014.05.01;
* 0Olmaa2014r
3.Ha 671aHKax KakKuX ZIOKYMEHTOB He yYKa3bIBaeTCsl HAMMEHOBAaHUE BU/IAa JIOKyMeHTa?

. TIpUKa3a;
. TI0CTAHOBJIEHUS;

. M1ChMa;

. MPOTOKOJIA.

4.KnroueBoe C10BO MOCTAaHOB/IEHUS TUILIETCS OT:
. TepBOro JIMl]a eqUHCTBEHHOTO UHC/Ia;

. TEepPBOro JIML[a MHOXKEeCTBEHHOTO UHCJIa;

. TPeThero JIMLa eJUHCTBEHHOI0 YUCIIa;

. TPeTbEero Jihlia MHOYKE CTBEHHOTO YUC/Ia.

5. KakuM HOpMaTHBHBIM aKTOM CJIelyeT PYKOBO/JCTBOBAThCS KaJ[pOBOMY pPaOOTHHKY TPy
oopMJIeHNY U 3aTI0/THEHUU TPYIOBOU KHIDKKH?
. BenoMCTBeHHBIM HOPMATUBHBIM aKTOM.
. [MocranoBnenuem [IpaBurtenscTBa Poccuiickoit degepaiiuu.
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. WHcTpyK1meii o fe0npon3BOfCTBY
. Nuctpyxkuueit Muntpyna Poccuu.
6. 3amich 00 yBOMbHEHWH B TPYJOBOU KHIDKKE:
* He HY)KJaeTCs B yIOCTOBEPEHUHU T1eYaTkio;
*  Y/I0CTOBEPSIETCS MEUaThI0 KaIPOBOU CITyKOBI;
*  Y[OCTOBepsIeTCs TeuaTbio paboTojaresns;
* yAOCTOBepsieTCs MOANUCHI0 JO/DKHOCTHOTO JINLA, CZe/aBIlero 3anmch.
7. KakMM HOPMaTUBHBIM TIPABOBLIM aKTOM DEryJHUpPYeTCs TOPSAIOK PAacCMOTPeHHsl oOparieHui
IPaKJaH B OpraHyu3aluu?
» PeriaMeHTOM opraHM3aLy.
» VHcTpyKUMel 1o Ae/I0TpOr3BOACTBY.
* 3aKOHOM O TOpSsiIKe PACCMOTPEeHUsT 00palljeHHi TPaXKaH.
8. TlucemeHHOe oOpalljeHHWe Tpax/aHWHa, TIOCTYMMBIIEe B TOCY/apPCTBEHHBIA OpraH, OpraH
MeCTHOTO CaMOyIIpaBJ/IeHUs WM [JO/DKHOCTHOMY JIMLY, paCCMaTpHBaeTCs B TeUEeHUeE:
* 30 pgHel co AHS perucTpaluyy;
* 30 gHeit c MOMeHTa TIOCTYIIIeHUS];
» 33 gHelt c faThl TOCTYTIEHUS.
9. OOmmii mops/oK 0OpPM/IEHHUs OpTraHU3aIIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB U COCTaB
PEeKBU3WTOB [Ijis BCeX OpraHU3alluii yCTaHOBJIEH:
»  ®egepanbHbIM 3ak0HOM «O6 MH(OpPMaILWY, UHPOPMALMOHHBIX TEXHOJIOTHSIX U O 3all[UTe
vHOpPMan»;
*  BeJIOMCTBEHHOM MHCTDPYKI[HeH T10 [1e/IONPOU3BO/JCTBY OpraHU3alui;
« T'OCT P 6.30—2003;
¢ 3aKOHOM O ZIOKYMeHTaL[HOHHOM 00eCrieueHny yrpaBieHus;
« T'OCTP 7.0.8—2013;
*  TUIOBOI MHCTPYKLMEM I10 [1e/I0NPOU3BOJCTBY B (eflepaibHbIX OpraHax UCIIOHUTETbHOU
B/IACTH.
10. PekomeHpaTenbHbINA XapaKkTep roCylapCTBEHHBIX CTaHAAPTOB YCTaHOBJIEH:
*  3akoHOM «O CTaHzapTH3aLUn»;
*  nocraHosneHueMm [IpaBuresnnscrBa PO;
*  Toccrangaprom Poccuy;
e  3aKOHOM O TeXHUUYECKOM peryJIupOoBaHUMU.
11. TlepeueHb THUTOBBIX yTIPaB/IeHUECKUX JTOKYMEHTOB, 00pa3yIoIUXCs B 1eITe/TbHOCTU
OpraHu3alyy, C yKa3aHueM CPOKOB XpaHeHUs yTBEPIK/eH:
*  PykoBogurenem ®esepanbHOM apXUBHOM Ci1y0ObI Poccum;
*  MuHHMCTpPOM KY/BTYPhl M MacCOBBIX KOMMYHUKalui Poccutickoit ®enepariuy;
*  MuHHMCTepPCTBOM 3/]paBOOXPaHeHUs U COLManbHOro pa3BuTus Poccuiickoit depeparmu;
« T'OCTP 7.0.8—2013.
12. PeKBU3WTHI a/ipeca Ha MOUYTOBBIX OTIMPAB/IEHHUSIX U O/TAHKaX MOUTOBBIX MIEPEBO/[OB MHILYTCS B
TopsiZiKe, yCTaHOB/IEHHOM:
+  [IpaBunamu fjlenonpou3BoACTBa B (hefiepanbHBIX OpraHax UCIOMHUTeTBHOMN BIacTy;
*  TlocranoBnenuem IIpaBuTenscTBa Poccuiickoit @eneparyuy;
*  PemiaMeHTOM OpraHu3aLlvy;
*  UHcTpyKimeit 1o Jeonpou3BOACTBY OpraHu3aliy.
13. KonmnuecTBo pekBU3NUTOB, ycTaHoB/IeHHbIX ['OCT, cocrasnsert:

. 32;
. 29;
. 30;
« 26.

14. TTopsgoxk ucnons3oBaHus u3obpaxenus: I'ocyapcrsenHoro repba Poccuiickoii ®eziepariiv Ha
G1aHKax JOKYMEeHTOB yCTaHOBJIEH:
*  Tlonoxenunewm o ['ocygapctBenHoM repbe Poccutickoii ®esepaum;
*  Toccrangaprom Poccuy;
+  depepasbHBIM KOHCTUTYLIMOHHBIM 3akoHOM «O TocymapctBeHHOM repbe Poccuiickoit
Penepalyn»;
*  peryiaMeHTOM OpraHu3alUu.
15. TocynapctBeHHbIi repb Poccutickoit defiepaliii B MHOTOI[BETHOM BapHaHTe MOMEIIAI0T Ha
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O/aHKax JOKYMEHTOB:
*  Apamvmunuctpaiuu Ipesugenta Poccutickoit deaepainu;
*  Poccuiickolt akaZieMHUM HapOJHOTO X03STUCTBA U TOCYAAPCTBEHHOM CTy>KOBI MpH
IIpesugenTe Poccuiickoit denepanuy;
e [WIJIOMaTH4eCKUX MpeCTaBUTE/NbCTB;
+  TocynapctBenHoi1 [Jymbl.
16. TocymapcrBenHbliii Tepb Poccutickoii ®eiepaliiyl B OHOLIBETHOM BapyaHTe ITOMEIIAl0T Ha

0/1aHKaX ZIOKyMEHTOB:

®enepansHoro Cobpanust Poccuiickoii desieparium;
MW Poccuy;

(enepanbHBIX CyI0B;

Beiciiero Apourpaxsoro Cyza P®.

17. TocynmapcTBenHsiii repd Poccuiickoii deepaliiil B OAHOLIBETHOM BapuaHTe 0e3 repaibuuecKoro

II[MTa [IOMeIaloT Ha O6/1aHKaxX JOKYMeHTOB:

Pemennii BepxosHoro Cyzna Poccuiickor @efiepariy;
Opranuzaiuii 1 yupexxaenuii npu I1paButenbctBe Poccutickoit @efepariyu;
CueTHoli nanaThl Poccuiickoii @epepaliuy;
LlenTpobanka Poccum.
18. Jlenorpon3BoACTBO — 3TO:
TO JKe, UTO U JIOKYMEeHTO00O0pOT;
TO ’Ke, UTO U IOKYMEHTAal[MOHHOe obecrieueHre yrpaBIeHus;
TO >Ke, UTO U JJOKYMEHTHPOBAHHUE;
JlesiTe/IbHOCTD 110 () OPMHPOBAHHIO JOKYMEHTOB B flefa.
19. TokymeHTOO60pOT — 3TO:
BO3BPaTHOE JBIDKEHME JOKYMEHTa B [POLieCCe ero ABWKeHHUs B OpraHu3aliuy;
TO >Ke, UTO U JJOKYMEHTOIIOTOK;
JIBIDKeHMe IOKyMeHTa B OpraHy3aljiy C MOMeHTa ero MOANUCAHNUA /10 OTIIPaB/IeHus];
[BIDKEHHe JOKYMEHTOB B OPraHU3ali C MOMEHTa UX CO3/aHUsI WM T0/IyYeHHsl 10 3aBepLIeHus
VICTIOJIHEHUSI M/TH OTIIPAB/IeHHUsI.
20. TokyMeHT — 3T0:
vH(OpMalisi, 3aKperieHHasi B MPOCTPAaHCTBe U BpeMEeHU Ha JIUCTe Oymarwy;
CBeZIeHHsI O COOBITHSIX, TIPOLieCCax, sIB/IeHUsIX, He3aBUCHMO OT Crioco0a MX MpeZCTaB/eHus;
vHbopMalys, 3adUKCHpPOBaHHAsA Ha OyMa)KHOM HOCHTEJTE;
3aMKCHpOBaHHasl Ha MaTeprabHOM HOCHUTene HH(OpMAaLUs C PeKBU3UTaMH, TIO3BOJISIIOIIVIMU ee
WAEeHTUPULIPOBATh.
21. B cucremy opraHu3aljiOHHO-paclopsiiUTe/IbHON JOKYMeHTaluy BXOAWT:
(uHaHCOBas JOKYMeHTaLs;
OaHKOBCKast IOKyMeHTaLHsT;
CIpaBOYHO-MH(OPMALMOHHAS [JOKYMeHTaLus;
OTYeTHO-CTaTUCTUUeCKasl JOKyMeHTaLlysl.

22. Opranu3aiys paboTel C JOKyME@HTaMH BKJTFOUAET:

JOKYMEHTHUPOBAHIE;
OpraHM3aLuio JOKyMeHTO000pOTa;
cbop uHdopmarmy;

opraHu3aruio pabouero mMecTa.

23. O6BeM OKyMeHT0000poTa — 3TO:

KO/IMUEeCTBO BO3BPATHBIX JIBWKEHUM JOKyMeHTa 3a rof;

00BeM OfIHOTO Jie/la, YMHOKEHHBIN Ha KOJTMYECTBO /11, 3aBe/IeHHBIX B OPraHU3aliy B TeueHHe
roza;

KOJIMYeCTBO JOKYMEHTOB, IOCTYIUBILINX B OPraHU3alLiyio U CO3JaHHbIX €10 B OIpe/ie/leHHbIH
IIepUOZ;

TpoM3Be/ieHre TIOLA/IM OFHOTO JIMCTA AOKyMeHTa ¢opMara A4 Ha o0lijee KOJIMUeCTBO JIUCTOB.

24. PeKBU3UT — 3TO:

TO >Ke, UTO U O/IaHK JOKyMeHTa;

0011]ee KOJTMUEeCTBO CTPOK B ZIOKYMEHTE;
00si3aTe/TbHBIN 37IEMEHT JJOKYMEHTa,;
CTerleHb 3allUThI JOKYMeHTa OT MO/e/TKH.
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25. FOpuauueckast cuia JOKyMeHTa 00eCrieurBaeTCst:
*  Ha;mMuueM Ha OraHke n300pakenusi ['ocymapctBeHHoro repba Poccuu;
*  KOMIeTeHLMel U3/aBlilero ero opraHa;
*  Ha/muuWeM rpuda yTBepKIeHuUs;
*  HaJMuYMeM OTMETKHU 00 MCTIOTHEHUH JOKYMEHTA.
26. HaMeHoBaHMe BU/ia JOKYMEHTa, COCTABI€HHOTO WA U3JaHHOTO OpTraHU3alyiel, JO/DKHO OBbITh
OTIpe/iesIeHo:
*  JIO/DKHOCTHOM MHCTDYKI[Hel;
*  monoxeHWeM 00 opraHu3alu (yCTaBoM);
*  TIPOTOKOJIOM;
*  MHCTPYKLMeH MO Ze/I0NPOH3BOACTBY.
27. B cripaBouHble JJaHHbIE 00 OpraHW3alMy He BK/IHOUAeTCs:
*  TIOYTOBBLIN afipec;
*  Homep TenedoHa;
e DAHKOBCKWII CUeT;
*  HauMeHOBaHUe BbILLIECTOsIIIeN OpraHU3alvy.
28. HernpaBunibHOe odopmiieHne JaThl «AeBdaToe Mast 2014 rogax:
* 9 masg 2014 roga

. 2014.05.09
. 09 mag 2014 r.
. 09.05.2014

29. TTopsifok odopmieHus AaThl B PeKBU3UTaX JOKyMeHTa OTpe/le/sieTCs:
*  TlocranoBnenuem IlpaBurenbcTBa Poccuiickoit ®eneparuy;
« TOCT;
*  Pacnopsvkenuewm Ilpesngenra PO;
*  VHcTpyKiMeii 10 [e/I01pOU3BOACTBY.
30. Jo/mKHOCTE JIMLia, KOTOPOMY aJjpecoBaH [JOKYMEHT, yKa3bIBaloT:
* B UMEHUTEeIbHOM I1aJIeXxKe;
* B JIaTeJIbHOM Tafierke;
* B DOZUTE/ILHOM Tafiexe.
31. JoKyMeHT MOXXeT COZleprKaTh:
*  OJWH ajpecar;
*  [IBa agpecara;
*  He Oosee TISITH afipecaTos;
*  He Oosiee UeTHIpeX afipecaToB.
32. JneMeHTHI IOYTOBOI'O a/ipeca yKasbIBaloT B N10C/Ie/J0BATe/IbHOCTH:
a)
* CTpaHa,
 obnacTs, KpaH, pecry0yika,
* HaceJiIeHHbIN MYHKT,
* y/nuL@a, HOMep /ioMa, HOMep KBapTUPBI,
* HaWMeHOBaHWe afipecara;
b)
* HaMMeHOBaHUe afipecaTa,
* HaceJIeHHbIN MYHKT,
* o00nacThk, Kpaii, pecny0/vKa,
* y/nula, HOMep /ioMa, HOMep KBapTUPBI,
* CTpaHa;

* HauMeHOBaHUe aJipecara,
* yiula, HOMep J0Ma, HOMep KBapTUPBI,
* HaceJIeHHBIN MYHKT,
* 00nacThk, Kpai, pecry0/MKa,
* CTpaHa.
33. Ilpu ocopmieHny rpuda yTBep>KeHHs C/I0BO YTBEP)K/Al0 UMeeT CIe[yOLUi BUJ;
*  YTBepxzaro;
*  «YTBepX)zaw»;



14

*  YTBEPXIAIO
*  «YTBEPXIARO».
34. JlaToii rprKasa siB/isieTcsi:
*  JiaTa ero MOAIMCaHus;
*  JiaTa ero BCTYILIEHHWS B CUIY;
*  [laTa ero pacChUIKU;
*  [laTa ero TOMyYeHUst CTPYKTYPHBIM TO/pa3fieieHueM.
35. A66peBuarypa peksusuta OKY/I pacmudpoBbiBaeTcs, Kak:
*  oTpac/ieBo¥ Kogudukarop YHUGHULMPOBAHHOM JOKYMEeHTALUHY;
*  00IepOCCHICKUI KTacCU(PHUKATOp YHU(GHULIMPOBAHHBIX JOKYMEHTOB,;
*  00IIepoCCUiCKHI KmacCU(PUKATOp YIipaBIeHUeCKON JOKYMEHTal|H;
*  OTpac/ieBoM KoAuQUKaTop yripaBjieHueCcKol JOKyMeHTallu.
36. Eciii Ha [JOKyMeHTe 3aroToB/leHa IOANUCh Haya/lbHUKA I0/ipas/esieHus], a NOANNChIBAeT JOKYMEeHT
€ro 3aMeCTUTe/b, TO C/IeiyeT:
*  JoreuataTth MPEeJIOT «3a» Tepe/] AO/DKHOCTBI0 HauaTlbHUKa;
*  HamwcaTh OT PYKH MPEAJIOT «3a» Tiepe] J0/DKHOCTBI0 HauaTbHUKA;
*  TIOCTaBUTH KOCYIO UePTY Tiepe] JO/DKHOCTBI0 HauaTbHUKa;
*  HCIPaBUTb U YKa3aTb HACTOSIYIO JO/DKHOCTh U haMU/IMIO JTUL{A, TIOAIIMCHIBAIOILIETO JOKYMEHT.
37. T1pu odopmnenun rpuda coryiacoBaHUs CJIOBO «COTJIACOBAHO» UMeeT CJIeAYIOIUM BU/I;:
+ COIJIACOBAHO
*  ComacoBaHo
. «COITIACOBAHO»
*+  COITIACOBAHO:
38. [IpaBunbHOe odopmiieHHe paciiMpPOBKH MOANMCH B pekBu3uTe «[loAmuce»:
. B. Il. VIBaHOB;
. B. IBaHOB;
. VBaHoOB;
* UVsanos B. IL
39. 3aronoBOK K TEKCTY [J0/DKeH OBbITh COT/IaCOBaH:
*  C HaUMEeHOBaHWEM BHUJa JOKyMEHTa;
*  C HaUMeHOBaHWEeM OpPTraHW3al[i — aBTOPAa AOKYMEHTa;
*  C JIaTol TOKyMeHTa;
*  C HauMeHOBaHUEM BbIILIECTOSILL{E} OpraHu3aLiuy.
40. OTMeTKa 00 UCTIOMHUTEE AO/DKHA BK/IIOUYATh B Ce0s:
*  damMunrio 1 Homep Tesie)OHA UCTIOTHUTEIS;
*  (aMuIMIO U MHULIMAJIbI UCTIO/IHUTEIS;
*  MHULIMAa/bI ¥ (aMUINIO UCTIOIHUTEIS;
*  uvHUOUAbI, GaMUWIHI0 ¥ HOMep Tesie)OHa UCIIOTHUATEJIS.
41. TIpu HarpaB/eHUH MMMCbMa 10/DKHOCTHOMY JIMLYY €ro AOJDKHOCTb U (paMuisi B peKBU3UTe «AZpecar»
yKasbIBatOTCSI:
* B POAWTEHEHOM TafIeXKe;
* B MIMEHUTE/IbHOM Iaflexe;
* B [JiaTe/IbHOM Mafiexe;
* B TBODHUTE/ILHOM TIaJieKe.
42. PeKBU3HT «3aroioBOK K TEKCTY» He HUCIIOb3yeTCs:
* B IIpUKasax;
* B IIOCTAHOB/IEHUSX;
* B CONPOBOAUTE/LHBIX MTUCbMAX;
* B paCIOpsDKEHUSIX.

43. HepequL 00s13aTeIbHBIX CBE,E[EHI/Iﬁ 0 [JOKYMEHTdX, HCIIOJb3yeMbIX B CUCTE€MAX 3SJIEKTPOHHOI'O

JOKyMeHToo60poTa (hefiepabHbIX OPraHOB UCIIOJHUTE/ILHOM B/IACTH, OTIpefiesieH:
*  TunoBo# MHCTPYKLMEH 110 [e/I0TIPOU3BOACTBY B (efiepabHBIX OpraHax UCIOIHUTE/TBHOM
BJIACTH;
»  ®depepanbHBIM 3aKOHOM «O JOKYMeHTAallMOHHOM 00ecrieueHnH YIipaBIeHYeCcKor esiTeTbHOCT»;
*  TlocranoBnenuem IpaBurensctBa Poccuiickoit ®@epeparmu «O6 yTBepkaeHnu [TpaBu
[leJI0TIPOM3BO/ICTBA B (pefiepasibHbIX OpraHax UCIOMHUTEIbHOM BlacTU»;
*  IlonoxeHuem 0 cucTeMe MeXXBeJOMCTBEHHOTO 3/IEKTPOHHOTO /JOKyMeHTo0obopoTa.
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44, OpraHu3aTopoM Me>KBeJOMCTBEHHOTO 37IEKTPOHHOTO JIOKYyMEHT0000pOoTa SIB/IIETCH:
+  DezepanbHas ciny0ba oxpaHsl Poccuiickoit ®eneparii;
*  Apmvunucrpaius Ipe3ugenta Poccutickoit deaepaiiyu;
*  Annapar [IpaBurenscrsa Poccuiickor @efeparuy;
»  I'naBHOe yripaBieHue crielianabHbIX porpamm IlpesuzsenTa Poccuiickoit @enepanyu.
45. CepruduKar K/aroua 371eKTPOHHOM LIM(PpOBOM MOATMCH He BKI/IIOUAeT:
*  pErucTpalyOHHBIA HOMep cepTU(UKAaTa KJTFoua MOATHCH;
*  CpOK felicTBuUs cepTHUdUMKaTa KJTtoua TOATHCH;
*  CBefleHus O Bja/enblie cepTudUKaTa K/Itoua MoJIucy;
*  OTKPBITBIM K/TH0Y 3/1eKTPOHHON LIU(POBOM MOATIUCH;
*  3aKPBITHIN K/TH0Y 371eKTPOHHOW LM(POBOIL TIOATIUCH;
*  cBefeHUs 00 yAOCTOBEPSIIOILEM LieHTPe, BblZIaBIIeM CepTU(hUKAT KIHo4a TOJIUCH;
*  cBeZieHUs 00 yC/I0BUS IPU3HAHUS FOPUNUECKOT0 3HaUeHHs! 3/1eKTPOHHOTO [JOKyMeHTa C
3/IEKTPOHHOM [()POBOI TIOATUCHIO.
46. MertazanHble — 3TO:
*  00s3aTebHbIN KOMIIOHEHT PeTMCTPALMOHHON KapThl IOKYMEHTa;
*  0JHa M3 COCTABJISIFOLIUX 3/IEKTPOHHOM LIU(PPOBOI MOAIHNCH;
*  ujeHTudUKaTOp MHPOPMALIMOHHOTO Pecypca, 03BOJISIFOILMI YIIPaB/IsATh UM, OCYILeCTB/IAT
TOUCK U XpaHeHue;
*  [laHHbIe, OTpejieNolre FOPUANUeCKYI0 CUTy 31eKTPOHHOTO JJOKyMeHTa.
47. Kakoll IoKyMeHT He UMeeT B CBOell CTPYKTYype Ha3BaHUs BUJA JOKyMeHTa?
*  TPYAOBOM [JOTOBOP;
*  [IOK/Ia/iHas 3allMCKa;
*  [leJIOBO€ TIMCHMO;
*  pacropsbKeHue.
48. Kakasi menoBasi Oymara HauMHaeTCsl C MeCcTouMeHwust 1-ro nmia?
. ITpukas;
. 3asiB/IeHHe;
*  JloBepeHHOCTH;
*  Pestowme.
49. B KakoM peKBHU3UTe AOKYMeHTa CHauaja yKa3bIBaeTcs (haMusius, 3aTeM UHULAAITBI?
*  Pe3sosmorus;
*  Tloamuce;
. Apnpecar;
*  Texkcr.
50. OT™meTbTe afpecara, HaMMeHOBaHHe KOTOPOro OCYILECTB/ISIETCS] B UIMEHUTE/IbHOM Tafierxe:
*  (Qu3nUeckoe IULIO;
*  JIOJDKHOCTHOE JIULIO;
*  opraHu3aLus;
*  CTPYKTYPHOe IOfipa3/esieHye OpraHu3aliu.
51. B KakoM 13 Ha3BaHUM ZOMyIlleHa OIrOKa B UCIO/Ib30BaHUH TIPOTTUCHOM W/ CTPOYHON OYKBBI?
*  MOCKOBCKHI XMMHYeCKUH JTULIeH;
*  MockoBckas mkosa Ne 1307;
*  MockoBcKui TOCyAapCTBEHHBIN Me/jaroruue CcKuii.
*  YHuBepcurer;
»  TocymapctBenHasi OpyskeiiHas ranata MockoBckoro Kpemuiis.
52. Kakas 13 rpuBeieHHbIX (haMUIUM He CK/TOHSAeTCS?
. KosoHTai;
*  Kapa-Myp3a;
* Kykypys;
*  [Ilnesaxko.
53. BribepuTe MpaBU/IbHBINA BAPUAHT 3aK/IIOUNTETEHOM (DOPMYIIBI BEKIMBOCTU B [I€JIOBOM ITHCHME:
*  C yBaxeHunewm;
. Bcerna Bar;
*  C yBaxeHueMm;
»  C BbICOUAMILIMM NTOYTEHUEM.
54. OTMeThbTe OImMb0uHOEe 0hopMIIeHHEe JIAThI:
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«  2014.06.05.

. 11.02.14.

. 02 mrona 2014 .
. 15.10.2014

55. OTMeTbTe, KaKoe C/I0BOCOUYeTaHWe COOTBETCTBYeT S3bIKY JOKYMEHTa.
*  3aBOJUTH YTOJIOBHOE JIeJI0;
*  BeCTH KOHTpOJIb;
*  BbIJaTh KpPeJuT;
*  BbIHECTHU NOpHULIAHUE.
56. CooTHecHTe MHOCTPAHHOE CJI0BO «MOHUTOPUHI» C TIOAXOJSIIUM PyCCKUM 5KBUBAJIEHTOM:
*  mpeobpa3oBaHue;
*  [pefCTaB/IeHHUE;
*  OIUCaHUE;
*  HabmogeHwue.
57. C KaKiM CJIOBOM HeJib3s1 YIIOTPeOUTh YaCTHLy He:
*  HesIBKa;
*  HeUMeHUe;
*  HecobmoaeHue,;
*  HelpHU3HaHUe.
58. Kakoe 13 nprBe/IeHHBIX CJIOB MOXXHO YTIOTPEOIATE B sI3bIKe JOKyMeHTa:
*  TpaXK/aHKa;
*  [IMPEeKTpHUCa;
*  reHepasblla;
*  acrnMpaHTKa.
59. OTMeTbTe HeyauHbIl BEIOOP (hOPMBI MHOXKeCTBEHHOTO UKMC/Ia CyIeCTBUTETHHOTO:
*  PeKTOph;
*  mpodeccopa;
s JIOTOBOpA;
*  [MpeKTopa.
60. OTMeTbTe C/I0BO, KOTOPOE HalMCaHO MPaBU/IBHO:
*  0e3bIHUIMATUBHBIM;
*  TIPeAVHCY/BTHBIN;
*  B3bIMAarh;
*  CBepXbIHULIMATUBHBIN.
61. OTMeTETe CJIOBO, B KOTOPOM JIOMYyII[eHa OITHOKa:
*  KOHKYDPEHTOCTOCOOHBIN;
*  KOHKYDEeHTHBbIH;
*  KOHKYDPEHTHOCIOCOOHBIN;
*  KOHKypUpOBAaThb.
62. OTMeTbTe CJIOBO, B KOTOPOM JIOMYIIeHa OITHOKa:
*  anmessLus;
*  KOMIIWISLUS;
*  Uepkecus;
*  Tawmn.
63. OTMeTkTe, B KAKOM COKpaIl[eHHHU oMyIlleHa ObKa:

* acc;
*  MJIH;
*  By3;
* ITL
64. OT™MeTETe aO0peBUaTypy MYXCKOTO pOjia:
+ CHT;
+  TCXK;
+ IOHECKO;
«  MUL.

65. BriOepuTe MpaBWILHBIN BapUaHT 0(hOPMJIEHUS IaThl B TEKCTE:
* 2010 mno 2014 ropa;
B 2010/ 2014 ropax;
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* 2010 no 2014 roppr;
* 2010 no 2014 rog,

66. OTMeTBTe HerpaBUILHO 00pa30BaHHYIO (HOPMY UHC/TUTETBHOTO:
*  Oosee ceMUCTa JIBA/IIIATH YUACTHHKOB,;
*  C CeMbIOCTaMHM [BaJLIaTbI0 yYaCTHHUKAMU;
* 0 CeMHUCTax JBajlaTH yYyaCTHHKaX;
* K CeMHuCTaM [Ba/JL[aTh yyaCTHHUKAaM.

67. Kakas 13 s13bIKOBbIX (POPMYJ/T He COOTBETCTBYET CTPOro o(uLMaabHON NepernyckKe:
*  craBuM Bac B u3BeCTHOCTB, 4UTO...
*  y0OenWTesbEHO MPOCUM PELIUThb BOTIPOC...
*  He OTKa)KUTe HaM B JIF00e3HOCTH U COO0ILHTe...
*  mnpurnamaeM Bac npuHATE yuacTue...

68. Kakue 13 KIHOUeBbIX CJIOB COMPOBOJUTENBHOIO

MMCbMa aJpeCcoBaHbl B MO/IBEJOMCTBEHHYIO OpraHU3al1Io:
» Ilpeacrasnsem Bawm...
*  Hampagnsiem Bawm...
* Iloceuiaem Bawm...
*  Bricbiiaem Bawm..

69. OT™MeTbTe, KaKoe CJIOBOCOYETAHME MOXKHO HCII0J/Ib30BAaTh B SI3bIKE JOKYMEHTa:
*  3aJelCTBOBAaTh COTPYLHUKA;
*  03BYYMTb TOUKY 3PEHUS;
*  yBfI3aThb BOIPOC;
*  BHECTH MOIPAaBKY.

70. B KakoM psily BCe C/10Ba COYETAar0TCs C [VIarojiaMy NMpaBUIbHO:
*  TIOBBICUTH (TpeOOBaHMUS, yCIIeBaeMOCTb, IT0Ka3aTesn);
*  OKas3atb (MoAJepKKY, BHUMaHUe, BPeL);
*  yOelLIeBUTH (TIPOAYKTHI, ce6eCTOMMOCTb, TOBAPHI);
*  MpUHUMATH (K UCIIOJIHEHUIO, K CBEJIEHHUIO, PellleHue).

71. OT™MeTbTe, B KAKOM CJIOBOCOUETAHWU COZ€PKUTCS TpaMMaTHuecKas OmroKa:
*  3arU1aTUTH 3a Mpoe3[;
*  OIIaTUTh MO CUETY;
*  ymaatuTh mwrpad;
*  YILIAaTUTh 3a MOKYTIKY.

72. OTMeTbTe T7Ie0Ha3M, KOTOPBIN MOXKHO YIOTPeO/STh B 1e/I0BOM peun:
*  KOHCEHCYyC MHeHHU;
*  COBMeCTHasl JOTOBOPEHHOCTS;
*  TOp’KeCTBEHHas LiepeMOHNS;
*  uH(OpMaIMOHHOE cooObIIeHwe.

73. OTMeTbTe, KakKOU 13 NMPOM3BO/HBIX MPEe/JIOrOB CIefyeT 3aMeHNTh:
* B cBsi3u € npeiBapUTeNbHON JOTOBOPEHHOCTHIO. ..
*  Ha ocHOBaHuWU BbIlIECKA3aHHOTO. ..
*  BBuay npezacTosyX BEIOOPOB. ..
»  Braroziaps yKa3zaHHBIM 00CTOATE/ILCTBAM. ..

74. B KakoM CJIOBe JOMyIlleHa OIiOKa B HAITMCAHUU OKOHUAHMS:
*  Ilo oKOHUYaHUU CpOKa...
*  Ilo npexgbsiBeHUM JOKYMEHTA. ..
*  Ilo npusety B a3pomnopr...
»  Ilo npue3ge B Mockay...

75. OTMeTETe, KaKoe CJIOBOCOUETAHHE He YIIOTPeO/sieTCs B [Ie/IOBOM peun:
*  HCIIOJIHUTEJIbCKAs BJIaCTh;
*  IpefCTaBUTe/IbCKUE pPacXo/bl;
*  KapJWHaJIbHBIA BOMPOC;
*  KOMaH/VMPOBaHHbBIN CIIELIUATIHCT.

76.0T™MeTETe, B KaKOM Tpe/|/I0’KeHHH UCIT0/Tb30BaHa CTU/IMCTUUECKH HeoTlpaBaHHas JeKCHKa.
* B oaHoM JjoMe cO MHOM >KMBET U3BECTHBIH TT03T.
*  ApOuTpaxkHbIli Cy/I TPeKpalaet eso 3a MPUMUPEHNEM YUaCTHUKOB CTIOpa.
* B JaHHBIM MOMEHT s TOTOBJTIOCH K 9K3aMeHaM.
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* B memsx moArotoBKY HOHOIIEH K BOEHHOU CTyk0e B IIIKO/IaX OPraHU3yIOTCS CreljfabHbIe
CeKILUH.
77. Kakoe 13 npefiio)keHUH o(rLMaIbHO-/1e/I0BOM peur He HY)K/IaeTCsl B CTU/IMCTUYeCKOU NpaBKe?
* B Hamem Tpyz0BOM KOJ/UIEKTHBE HAMETU/IMChH Cephe3Hble TIOBI)KKH B pabore.
»  CrpouTesnbHasi OpraHu3aLys He CMOIVIa B CPOK OCYIIIeCTBUTh JOCTPO MPeATpUSTHSI.
*  OQPeKTUBHOCTL pe’KUMa IKOHOMUY BO MHOTOM 3aBHCHT OT TOTO, HACKOJIbKO OTPaHUUHBAIOTCS
(uHaHCOBLIE PaCXOARbI.
* B nepBblii ileHb KOH(epeHL[MU BbICTYIIW/IN CeMepO [iellyTaToB, U3 HUX /IBOe NPpodeCccopoB.
78. Hailigure npe/ijioykeHre C JTIEKCUUeCKOH OIHUOKOH.
»  JlabopaHTy OBLT TIpEIOCTaB/IEH OTITYCK 0€3 COXpaHeHUs COJlep>KaHusl.
* B obcyxgeHnr poeKTa MPUHST yyacTHe 3aBeAyroLuii Kadespoi CorMooruu.
*  CTpouTenbCTBO OCYILECTBSIOCH MO TaTpOHa)KeM rybepHaropa.
+  CornacHo pacropsbkeHHI0 PYKOBOZCTBA CPOK Ipe/iCTaB/IeHHs OTYeTa UCTeKaeT 11epBoro Jekabpsi.
79. BribeprTe rpaMMaTHueCKY BePHBIM BapHAaHT MIPOW3HOIIEHHUS /aThl.
*  CTpouTenbCTBO 3TOT0 00BEKTA 3aI/IaHMPOBAHO Ha [IBYX THICSUH JIEBSITBIN rOf.
* K nymkuHcKoMy 106u/1eto BYX ThICSY [eCATOro rofia Haflo HauvHaTh FTOTOBUTBLCS yrKe ceiuac.
* B gByXTBICSTUHOM oAy OBIJIO MPUHSATO TIPAaBU/ILHOE PellieHHe.
*  JIByX ThiCsiua BOCbMOM I'Ofi 3aBepIIN/ICS ONpeJe/leHHbIMU YCIieXxaMu B SKOHOMUKe.
80. OTmeTbTe BepHOe yroTpebsieHue ZieerpryacTHOTO 060poTa.
*  PaccmotpeB ¢yHKIMOHATBHBIE XaPAKTEPUCTUKU CTPYKTYP MyHULIUIAINTETa, TIpe/iiaraeTcst
ClleflyrolLLee. ..
»  CpenaB paboTy, HeOOXOJMMO COOOIIUTE O pe3y/bTarax.
*  MbI 0Ka3anuch B 3aTPYyLHUTE/ILHOM I10/I0)KEHUH, BBINO/IHSIS Balll 3akas.
*  BrmonHsisi Baw 3aka3, MblI T0Maiu B 3aTPyAHUTETBHOE MT0JIOKEeHHe.
81. Haiiute npefokeHye 6e3 rpaMMaTHUeCKOM OIIMOKH.
»  I'maBa agMMHUCTpaLMy pacripefesisieT U yIpas/sieT UMYILeCTBOM U (PMHAHCAMU.
»  Pecdopma BezieTCs Ipy OZAHOBPEMEHHOM COCYILleCTBOBAHUU CTapbIX U HOBBIX CTPYKTYD
yTIpaB/eHusI.
+  CMHMpHOBa — OZIMH 13 OTIBITHEMIIINX PYKOBOAMTE/EH 00/1aCcTH.
*  BonbIIMHCTBO Y4aCTHUKOB KOH(EepPeHLIWH roI0COBao MPOTHUB.
82. OTmeTbTe Npeji0)keHre, B KOTOPOM He HapylleH MOpsAJoK C/I0B.
»  Ha Bropoti kBaptan 2008 rojja He3aBepIlleHHBIH 00beM pabOT MO U3TOTOBIEHUIO OTTBLITHOTO
o0Opasria mepeHOCUTCSl Ha 0CHOBAaHMH THChMa 3aKa3urKa.
*  CnoxwuBliasics cutyauus B Poccun niprBesia K 00pa30BaHUI0 HOBLIX SKOHOMHUYeCKUX OTHOLIEHHH.
*  [lesATenbHOCTh apOMTPaXKHOTO Cyia 00ecreurBaeT anmapar apOMTPaXkHOTO Cy/a.
*  [lns onipefenieHys (oH/a OILIATHI B KOHLIE I0Zla YTOUHSIFOTCSL PaCLieHKH Ha IIPOJYKLIMIO.

ITpumepHble membl 00KAAO08:

1. Ponb cranzapTv3anuu U yHUGUKALMU B COBPEMEHHOM [1e/I0NPOU3BOJCTBEHHOM
rpoLiecce.

2. HopmatrBHO-TIpaBoBasi 0OCHOBa CTaHJApTH3aLUU B JleJI0TIPOM3BO/ICTBE

3. O6nacTb NpUMeHeHHUs CTaH/apTa B [1eJI0NIPOU3BO/ICTBE

4. O6mmye Tpe6oBaHMs K COCTAaBIEHHUIO U 0()OPMJIEHHIO C/TyKeOHOTO [JOKyMeHTa

5. byiaHKy JOKyMeHTOB, MX BU/Ibl, PEKBU3UTHI

6. TOYHOCT U TIOHATHOCTb KakK O/JHO3HAYHOCTb IIOHMMaHUs COZep>KaHus,
V3J/I0’KEHHOT0 B [JOKYMEHTE;

7. KosnernansHOCTb Kak orpeZiesiioliid (pakTop CTHUNIEeBBIX 0COOEHHOCTeH TeKCTa
JIOKYMEHTa;

8. TouHasi aZipecHOCTh [JOKyMeHTa Kak 0011jasi 0cCOOeHHOCTh 0(HUIManbHO-AeI0BOr0
CTW/IS1 peuy, OT/IMYaroLasi ero OT APYTuX CTUTew;

9. TemaTnueckass OrpaHU4eHHOCTb, ITIOBTOPSIEMOCTb CUTYaL[Uy;

10.  CBoeBpeMEHHOCTb W  aKTyaJbHOCTb KaK TIIOKa3aTelb  3()PeKTUBHOCTH

yTpaB/IeHUeCKOU [1esiTe/IbHOCTU B CUCTeMe rOCyJapCTBEHHOM B/acTH;
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11.  [JoctoBepHOCTb U OOBEKTHBHOCTh Kak TpeOOBaHHe, oTpakaroiee (hakTuueckoe
COCTOsIHUe [ie]T;

12. Y6enuTenbHOCTh, TOTUYHOCTh, aPTYMEHTUPOBAHHOCTD JJOKYMEHTa;

13.  TlonHoTa u3/0XeHUsI U 000CHOBAHHOCTh TPUHSITUS PEIIeHMS;

14. C>KaToCTh ¥ JIAKOHUYHOCTh, KPaTKOCThb JOKYMEHTa;

15.  HelTpanbHOCTb M3/10)KeHUS TEKCTA JOKyMEeHTa.

16.  fI3pIKOBOM CTaH[ApPT JOKYMEHTa;

17. CranzapTU3alus Ha YpOBHE CJIOBa;

18. CranpiapTr3sanys CJ1I0BOCOYETaHNUM;

19. CraHjapTu3auys npejioKeHuw;

20. CranpapTi3saLys TeKCTOB; CTaHJApTH3aLys [eJI0BOU peur 1 BCe YPOBHH s3bIKa

4.3. OueHoYHbIe Cpe/iCTBA AJIA MPOMEXYTOUHOH aTTecTaluH.

4.3.1. ®opmupyemMble KOMMETEeHUUN C YKa3aHMeM 3TanoB Nx popMmMpoBaHnA B
npouecce ocBoeHns obpasoBaTesibHON NporpamMmmebl. [lokasaTenu n KpuTepumn
OLeHMBAHUSA KOMMNETEeHUWA C y4eTOM 3Tana nx gopMmpoBaHus

Koz HavmeHoBaHUe Kop HavmeHoBaH1e JTarna
KOMIIETEHIIUM [KOMIIeTeHITUH JTana OCBOEHUSI|0CBOEHUSI KOMITETEHI[UN
KOMIeTeHI MU

AIK-13 rOTOBHOCTH K pa3pabotke [ITK-13.1 3HaHWe OCHOB pa3paboTKu W
1 BHE/JPEHHIO Ka/[pOBOi 1 BHEJPeHHs KajpOBOH PI
yIIpaB/IeHue CKOi VIIpaB/I€HYeCKOHW [IOKyMeHTaluy,
JOKYMEHTaLH, OMTUMH3aLAN AOKXMEHTOO6OPOT&
ONTUMM3ALIIN M CXEM B3dUMOJEUCTBUA MEXIAY

roJpasfe/ieHuAMH; HOPMATUBHBIX
[MPAaBOBLIX dKTOB W METOANYECKHX
AOKYMEHTOB, DEIrJIAMEHTUPYIOLIUX]

TOKyMeHT00O0pOoTa 1
CXeM B3auMO/IeCTBUS

MEXIY BOMPOCKI CO3/[aHUsl IOKYMEHTOB U
110/ pa3/ie/IeHUAMY, paboTel C HUMM, TpeOOBaHMA K
BeJIeHUIO KaIpOBOIO COCTaB/IEHHI0 W  0(OPMJIeHHIO
[1eJIOTIPOU3BO/CTBA U OpTaHK3al[OHHO-
OpraHu3aLy apXuBHOIO pacIiopsIUTe/TbHON
XpaHeHUs KaJpOBbIX AOKYMEHTAIWH, 0COOEHHOCTH
[JOKyMEHTOB B sI3bIKA CTY>KeOHOTr0 ZIOKyMeHTa
COOTBETCTBUU C
1eMCTBYIOLLUMU
HOPMAaTUBHO-IIPaBOBbIMU
aKTamu

ITK-8 criocoOHOCTh puMeHsTs  [[TK-8.1 3HaHue BUJIOB u tdhopm
VH(bOpPMAaIMOHHO- HGbOpPMAaIIMOHHO-
KOMMYHHKALIUOHHBIE KOMMYHUKAIIMOHHBIX TEXHOIOT U
TeXHOJIOTUH B
rpodeccroHaIbLHOM

nesaTeTbHOCTU C BUIeHUEM
X B3aUMOCBS3eH U
[epCreKTUB UCI0/1b30BaHUS

JTaln 0CBOeHUs IToka3zaTenn KpuTepuii oneHuBaHus
KOMIeTeHI{UH OLIeHHBaHHA

ATIK-13.1 3HaeT OCHOBBI pa3pabOTKU MyOOKO M BCECTOPOHHE  3HaeT
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JTamn 0CBOeHUs IToka3aTenn KpuTepuii onjeHUBaHusA
KOMIeTeHI{UH OLIeHMBaHHA
3HaHWe OCHOB pa3pa60TKH " |BHeJpeHHs Ka,quBOﬁ reopeTruueCkre M IIpaBOBbIE OCHOBB]
BHeZIpeHUA KaApOBOﬁ u ynpaBHEHHECKOﬁ AOKYMEHTAIHW,|IE/T0TIPOMU3BOACTBa
yTpaB/eHueCKOu OTITUMU3AIUM  JOKyMeHTO00opoTa TyOOKO U BCECTOPOHHE  3HAeT|
JIOKYMEHTAIY, ONTHUMU3AIUM [d CXEM B3aUMOJIEHCTBHUS MeXAy[rpeOb0oBaHHUS K  COCTaB/IEHWIO U
,Z[OKYMGHTOO6OPOT8 u CXeM [r1ogpa3je/leHUAMU; HOpMaTI/IBHLIXOCl)OpMIIEHI/II-O C]'Iy')KeﬁHbIX
BBBHMO,ELEP'ICTBHH MEXY [[MPABOBbLIX dKTOB W METOANUYECKHUXJTOKYMEHTOB
10 pasze/IeHrsIMH; NOKYMEHTOB, perjlaMeHTUPYIOLIUX

HOPMAaTHBHBIX MPABOBBLIX aKTOB
U METOJUUECKUX [OKYMEHTOB,
perjiaMeHTHPYIOIUX  BOMPOCHI
CO3/laHUsI  JIOKYMEHTOB U
paboThl C HUMH, TpeOOBaHUA K
COCTaBJIEHHI0O ¥ OGOPM/IEHHIO
OpraHU3alMOHHO-
pacrnopsiiuTe/IbHOM
IOKYMEeHTaIlui, 0COOEeHHOCTH
sI3bIKa CTyKeOHOTO JIOKyMeHTa

BOTIPOCHI CO3/JaHUS IOKYMEHTOB U
paboThl C HUMH, TpeOOBaHWI K
COCTaBJEHUI0O W O(OPMIIEHHIO
OpraHH3aIOHHO-
[pacropsiiuTeIbHOM
[TOKyMeHTall1H, ocobeHHOCTeH
f13bIKa C/Ty’KeOHOTO JIOKyMeHTa

ITK-8.1 OrnpegensieT BU/IBI, TUnblUeTKO W 00OCHOBAHHO OIpe/esIsieT
3Hanue BUAOB W (opM MHMDOPMAIMOHHO- BU/TbI, THIIbI HGMOPMAaIMOHHOA
“HGMOPMAaIMOHHO- KOMMYHUKaLIMOHHBIX TEXHOJIOTUNA [KOMMYHHKALIMOHHBIX TEXHOJIOTUM
KOMMYHUKALIMUOHHBIX

TeXHOJIOTHii

4.3.2. TunoBble OLleHOUHBIEe CPeACTBa

Boripocel K 3auery

1. OripesieuTe TIOHATHS [|eJIONIPOM3BOACTBO, 37IEKTPOHHOE [e/I0IIPOM3BO/CTBO,
JOKyMeHTHPOBaHUe, TOKyMEeHT, PeKBU3UT, FOpUIMJecKasi Cijia JOKYMeHTa, OpraHu3aliysi paboTsl
C  [OKyMeHTaMH,  [JOKYMeHTOO00OOpOT, S7IEKTPOHHBIM  I0KyMeHT0000poT, o6BpeM
JIOKyMeHTo0bopoTa

2. HazoBure ycsioBusi, obecrieunBaroiiye FOPHIUUECKYIO CUTY O(HULIMATBHOTO
JOKyMeHTa

3. Ha3oBuTe BU/IbI YHUDHULIMPOBAHHBIX CUCTEM JOKYMEHTaL[H

4. HaszoBute cocraB  yHUGUWIMPOBAaHHOM  CHCTeMbl  OpPTraHM3a[MOHHO-
pacnopsaUTeIbHON JOKYMeHTALUH

5. Kakumy  HOpMaTWBHBIMU  JIOKYMEHTaMM  yCTAQHAB/IMBAeTCS  TIOPSZOK

oopM/ieHHs1 OpraHU3alMOHHO-PACIIOPSUTETbHBIX JOKYMEeHTOB? Kak OHU COOTHOCSTCS MEXIY
coboin?

6. Kakoe komruecTBO peKBU3UTOB ycTaHoBieHO ['OCTom?

7. KakyM MpaBOBLIM aKTOM YCTAaHOBJIEH TIOPSIZIOK MCITO/Ib30BaHUS U300pakeHHsT
TocymapctBenHoro repba Poccutickori ®ezneparyy Ha 6/1aHKaxX 0(UI[HATBHBIX JOKYMEHTOR?

8. Kakuve opranusanmu v [JO/DKHOCTHBIE JIML]a UMEIOT TPaBO MCII0/b30BaTh Ha
671aHKax J[IOKYMEHTOB MHOroLBeTHOe u300pakeHue IlocymapcrBeHHoro repba Poccuiickoit
®epneparuu?

9. Ha 65aHKax KakuX OpraHW3alvii MCIOJIb3yeTCsl OJHOL[BETHOE W300pakeHue

TocynapctBenHoro repba Poccuiickoii ®epeparn?

10. Kakue opraHu3zalyy MOTYT HMCIIO/b30BaTh Ha CBOMX OlaHKaX W300pakeHue
L[eHTpa/IbHOW (urypel 0e3 repanbauueckoro muta l[ocysapctBeHHoro repba Poccutickoit
®depnepayuun?

11. Ha3zoBwuTe cocTaB peKBU3WTa «CIIPABOUHbBIE JaHHBIE 00 OpraHU3alun».
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12. KakyM HOpMaTHBHBIM aKTOM YCTaHaB/IMBAeTCs MOPSAZ0K 0(OpMIIeHUs [aThl B
o(uIMaNbHBIX JOKYMeHTax?

13. Kak odopmsiercst jata cyioBeCcHO-1M(GPOBBIM criocobom?

14. B kakom maziexxe odopmisieTcsi JO/DKHOCTb /ML, KOTOPOMY HaripaBJisieTCst
JIOKyMeHT?

15. Kakoe kon1uecTBO a/ipecaToB MOYKHO PacroOKUTh Ha JIUCTe JOKyMeHTa?

16. KakyM 1paBOBBIM aKTOM yCTaHaB/IMBaeTCsl MOPsAJ0K O0OpM/IeHHUs afjpecara B
peKBH3UTaX O(PULIMAIBLHOTO JOKYMeHTa?

17. B kakoM mopsake pacrosiaratoTcss 3/7eMeHTbl ajzpeca B peKBU3UTax
ouLManbHOTO JOKyMeHTa?

18. Kak odopmisiercs rpug yTBep>KeHus JOKyMeHTa?

19. Kak odopmasieTcsi rpud coryiacoBaHusi JOKyMeHTa?

20. Kak pacumdpoBsiBaetcst abbpeBuarypa OKY/]?

21. Kak cregyer oQoOpMUTb PpEKBU3UT «IIOAIHCH», €C/Id Ha [IOKyMeHTe

3aroTOB/€Ha TOANWCH PYKOBOAUTENS TOJpasfie/ieHus, a TMOANUChIBaeT [OKYMEHT ero
3aMeCTUTeJb?

22. C Kak1M PeKBH3UTOM JI0JDKeH OBbITh COIVIaCOBAH 3arolioBOK K TEKCTY?

23. Kaxkue 3/eMeHThI BK/ItOUaeT B ce0st peKBU3UT «OTMeTKa 00 UCTIONHUTEe» ?

24. Mo)XHO M B HaVMeHOBaHMU (peJiepasbHOTO OpraHa B/IACTU MCIO0J/Ib30BaTh
abbpesBuatypy PO?

25. Kak oopMHUTh 3arosioBoK K TEKCTY, €C/IM OH COCTOUT U3 HeCKOIbKUX CTPOK?

26. Kakoi1 JoOKyMeHT He MeeT B CBOeU CTPYKType Ha3BaHUs BH/a JOKyMeHTa?

27. Kakas nenoBasi Gymara HauMHaeTCsi C MECTOMMeHHs 1-ro yiura?

28. B kakoMm pekBH3WTe [OKyMeHTa CHauasa yKasblBaeTcs (amuausi, 3areM
WHULMA/IbI?

29. HasoBute ajpecara, HauMeHOBaHHWe KOTOPOI'O  OCYILIeCTB/ISeTCS B
VIMEHUTE/IbHOM Iajiexe.

30. HazoBure ciiyuan konebaHUil B HalMCaHUMA CTPOYHOM U TIPOMUCHOM OYKBBI B
JIOKYMEHTe.

31. Kakue pamummm 10myCcTUMO He CKJIOHATD B [1eI0BOU peun?

32. Kakue 3axmtountesnibHble (OPMYJibl BEKIMBOCTH HCIONb3YHOTCS B [1€7I0BOM
rncbMme?

33. IIpuBegute IIpYMepbI CTWIUCTUUECKA  HEOINpaBJaHHOM  JIEKCUKHU
(yrotrpebieHue KaHLle/IpUTa) B PAa3rOBOPHOM peuw.

34. KakoBo oTHOLIeHVe [e/loBOM peun K yroTpebieHHIo MpodeccroHanbHON
JIEKCHKU?

35. KakoBo oTHOILIEHMe /1e7I0BOI peurt K yroTpeOieHHI0 MHOCTPAHHbBIX C/IOB?

36. KakoBo oTHOIlIeHUe [1e/I0BOM peuu K yroTpebsieHn0 CHHOHUMOB?

37. Kakue ByibI COKpallleHr UCTIONb3YIOTCA B A3bIKe JOKYMeHTa?

38. [Touemy B pa3BEPHYTOM Mpe[JIOKEHUHM TEKCTa JOKYMeHTa cjeayeT u3beratb
MeCTOUMEeHUN?

39. Kakue  JMHrBUCTMUECKWe  TIPUMeEphbl  /JOKa3blBAlOT  HEOOXOAMMOCThb
cybopAvHALIMM B [e/IOBOM Tepernucke?

40. Kakue BuABI yCTOMUMBBIX CJIOBOCOYETAHWM HCIIO/B3YIOTCS B SI3bIKE
JIOKyMeHTa?

41. Kakos 11opsi10K C/10B B JOKyMeHTHbIX TeKCTax?

42. KakoBa creuuduka yrorpebneHusi [eernpuyacTHOro o0OpoTa B TeKCTe
JIOKyMeHTa?

43. Yro Takoe “pacuieryiéHHble” cKasyeMble U UX MeCTO B [1eJIOBOM TeKCTe?

44. [Touemy B TeKCTe JOKyMeHTa CieayeT u30eraTh ryieoHa3ma?

45. Kak o0o3HauaeTrcsi B [OKyMeHTe [O/DKHOCTb, Mpodeccusi WId 3BaHUe,

OTHOCALHECHA K JKeHILNHEe ?
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46. ['ne HaxomuTcs JIOTUYECKU yJapHOe (JIOBO B MpPeAyIOKeHUU MUCBMEeHHOIo
TeKcTa?

47. Ha3oBuTe OCHOBHBIE THITBI CMBICJIOBBIX W TPaMMaTHUECKHUX OINMOOK,
BCTPEYarIMXCs B [e/I0OBbIX TEKCTaXx.

48. KakoBa MeToMKa peflakTUPOBAHUA TEKCTa JOKYMeHTa?

49. B uyem 3ak/touarOTCd OCHOBHBIE TPYAHOCTU TIPaBOIMCAHMSA, Kacaroluecs
[lelI0BOU peun?

50. [IpuBeguTe MpUMepbl HapyllleHUs peueBOr0 TUKeTa B /e/I0BOM MUCbMEeHHOMN

peuu.
Turosble 3a7aHUA:

3apganue 1. OdopmuTte ciykeOHbIe MUCbMa C YIVIOBBIM PaCIiO/IO)KeHHEM PeKBU3HUTOB
comtacHo I'OCTy.

locynapcTBeHHOe yupexkaeHWe KpacHOZapCKOro Kpasi HayYHO-MEeTOAWUYEeCKUW LIeHTP
JIOBY30BCKOTO mpodeccruoHanbHoro obpaszoBanus (HML] I10) 350002 r. KpacuHopap, y.i.
INamkoBckass, 146 Tten. (861) 255-46-82, Tten/pakc 259-62-68 nmcnpo@yandex.ru
http://www.nmcnpo.kubannet.ru  UHH 2310065883 _ 29.03.2010__ Ne _ 123/02-01__ ;
HOupektopy OY HIIO K.K. JleGeneBy. [st JanbHeHIero UCrosb30BaHUsl B paboTe HarpapJisito
Bam pe3ynbraTthl TeCTUpOBaHMS], TIPOBOAMMOrO B paMKax IIKO/Ibl HAUMHAKOIEr0 PYKOBOAWUTE/IS
Ha 50 /mcrax, Aupekrop HML] AT1O JI.JI. MoHUYMHCKas.

3apanue 2. Odopmure ciykebHbIe 3arcku coracHo 'OCTy

Hupektopy 3A0 «Vckpa» OctpoBkomMy J.A. OT HauanbHUKaA 0a3bl oTaeixa 3A0 «Vckpa»
Kab6aukoga E.C. Cny>keOHast 3anucka. 1 arpesisi 2009 rofibl MHOIO ObLT POBeZIEH OCMOTP JKHUJTBIX
rioMelleHri 0a3bl OT/bIXa Halel GpupMbl. B pe3ysbTare MpoBepKy yCTAHOB/IEHO UTO BCE >KUJIbIE
KOpITyca B Y/|OBJIeTBOPUTE/NLHOM COCTOSIHUM. OpiHako B kopryce Ne 1 HeoOXOJMMO BCTaBUTb
cteksa, kopryc Ne 2 cienyeT nmobenuts, a B kopryce Ne 3 Hazlo 1oforHath ABepu. Ha ocHoBaHuM
BBILLIEM3/I0’KEHHOT'O MPOLLY BbI/Ie/IUTh JleHe)KHble Cpe/iCTBa B pa3mepe 25 (JBajLiaTh M5Th) ThICSIY
pyOsneit ans mpoBeseHus peMoHTa. HauanbHuK 6a3bl orapixa 3AO «Vckpa» KabaukoB E.C.
02.04.2009

3aganue 3. Obopmute npotokossl cornacHo 'OCTy

OOOQO «ITpuop». ITpotokon obijero cobpanus akipoHepos 17.01.2005 Ne 1. KpacHozap
IIpepcenarens CutHukoB A.B. Cekperaps WrHarbeBa H.II. nmpucytcrBoBanu akuuoHeps: OOO
«[Iprop» - 146 akuMOHepOB, BiajerolIe B COBOKYMHOCTH 90% akuuii, AaroluX MpaBo
yuacTBOBaThb B rosiocoBaHuM. [loBectka ans: 1. O6 yBenuueHuw ycraBHOro kanutasa OOO
«[Tpuop». Cnymamu: C mipeajiokeHHeM 00 yBeJWUEHWM YyCTaBHOro Karmwmrana OOiecTBa
JoKnaauuk — nipe3uieHT Ob1jecTBa PunatoB B.H. [TocTaHOBU/IN: YBeTMUUTD YCTaBHOM KartuTasl
obujectea Ha 1 000 000 (oguH MuHOH) pybneii. T'onocoBanu «3a» — 145 T0M0COB, «IIPOTUB» —
0 ronocos, «Bo3aepxaaucb» — 1 ronoc. Ilpeacenarens. Cekperapb. B meno Ne 36/7. 17.01.2005.
CasesbeBa I'I'.

3apanmue 4. Kelicel 7151 MeHe/pKepa I10 TiepCoHasty

[Tepes BaMM CTOWT 3ajjaua: HAWTW HOBOTO COTPYJHUKA, KOTOPBIHA Oy/IeT BBIMOIHATH
byHKUUYM, cxogHble ¢ Bammmu, B gpyrom ropoge. Onummre Barmm gecTBus.  (K/IHOd:
O/IHO3HAUHO MPABU/ILHOTO OTBeTa HeT. OlLIeHUBAETCs YMeHHe COTPYAHUKA PacrpeeisiTh 3aaun
10 TIpUOpHUTeTaM, oOIjasi JIOTMYHOCTh W3/I0KEHUsI, CKJIOHHOCTb K BHEIIIHEeH, BHYTpeHHeH
pedepenLyy, ymeHre 6path Ha cebsi OTBETCTBEHHOCTB ).

3apanue 5. Kelic 111 KaHAWATOB Ha [JO/DKHOCTb «/JMPEKTOp M0 MepcoHaty»
Kommanwust 6osee 6 sietT Ha poiHKe. OOl1jee Kos-Bo COTPYAHUKOB 150 uesn + dummasns B 4
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crpaHax Espombl. CylecTBYHOT 3 OCHOBHBIX Harpas/eHUsl JesArenbHOCTH (Toprosns THII,
MPOM3BOZCTBO CTPOMTE/IbHBIX MaTepraioB, CTPOUTE/ILCTBO)

I[Tepen co3maBaeMoii C1yk00¥ TiepcoHasa Ha TeKYIIUH roj CTaBsITCs C/IeyIoLye 3a/lauu:

- opraHu3oBaTh Moj6op TmiepcoHana (80 BakaHcuii B rof, ceiiuac B pabore 48
BaKaHCHH),

- Ha/maguTh paboTy MO OpraHM3aliy U TPOBEJEHUI0 PETY/ISPHBIX MEPOIPUSTHHA I10
OLIeHKe U aTTecTalyy NepcoHasa (paHee He MPOBOAWINCH);

- OLIeHUTb CYILeCTBYHOLe B KOMIIAHWU CHUCTEeMbl MOTHBALIMH, ¥ TIPU HEOOXOJUMOCTH,
peKOMeH/I0BaTb M3MeHeHMs! (IpUMeHsieMble B HACcToslliee BpeMsl CXeMbl He Y/IOB/IeTBODPSIOT
COTPYZHUKOB U He COOTBETCTBYIOT LieJIIM KOMITaHUK);

- OpraHu30BaTh IIPOIECC TIOCTOSIHHOTO O0yueHMsI W TIOBBILIEHWs] KBaM(UKauu
COTPYAHUKOB KOMIIaHWH, COOTBETCTBYIOLLIErO Lie/1IM KOMIIaHUMU.

YkaxkuTe, Kakast ”HpopmMaiusi Bam 1oHago0UTCst OTIOTHUTETBHO.

YKaxuTe, Kakve pecypchl (OpraHu3aljOHHble, MaTepuajbHble, HH()OPMaLMOHHbIE,
yesloBeueCKre, BpeMeHHbIe) BaM TIOTPeOYIOTCS /1S BBITIO/IHEHHST JaHHBIX 3a/jau.

W3noxuTe cBoe BHEHUe TOC/IeJ0BaTeTbHOCTH U COZlep>KaHUsI JeHCTBUM, He0OX0oAUMBIX
JI71s1 BBITIOJIHEHHYSI IaHHBIX 3a/lay, YKa)KUTe M0C/Ie[j0BaTeIbHOCTh, OLIEeHUTe CPOKU BbITIOJTHEHUS U
COCTaBbTe T/IaH Bammx elicTBUM.

3aganue 6.

dabyna. Kommanuss «M...» 3aHuUMaeTcsi pa3paboTKamMu TPOTPAMMHOTO 00ecrieueHws..
3apruiata mepcoHasia HarpsiMylO 3aBHCUT OT KOJMYeCTBa BBINIOJIHEHHBIX 3aKa30B. B mociennee
BpeMsi B OpraHM3aluM HaO/Mofascsi poCT 3aKa3oB, M COTPYAHHKAM TIPUXOJWIOCH MHOTO
paboratb. Imutpuii B. — Beyiuii pa3pabotumk. Tak Mosyynnoch, YTo B caMblii pa3rap paboThI
OH CIoMan HOTy W Mecsir Obul Ha GonMbHUUYHOM, HO paboTan yaaseHHO u3 Aoma. [lostomy
PYKOBOZUTE b OTJIaTH/I eMy He OOJIbHUYHBIN, a BBIOJHEHHbIE MPOEKTHI (TO €CTh COTPYAHUK
TIO/TyYm/I TIOJTHYHO 3apIviaTy co BceMu OoHycamu). Ho yaaneHHO He ObLI0 BO3MOKHOCTH PEILUThb
HEKOTOpbIe BOTIPOCHI, ¥ JIMUTPHI BhIlIesT Ha paboTy B BBIXOAHOM 1O CBOEH MHUIMATHBE, YTOOBI
Jlofienathb TO, YTO He yCIIesl, HO 3a UTO yyKe MOJIyUYMI OIl/IaTy.

Yepe3 Kakoe-TO BpeMsi PyKOBOAUTEb TIONPOCHI JIMUTPUs BLINTH B BBIXOJHOM [leHb, TaK
KaK CPOYHO HY>KHO ObIJI0 3aKkOHUYMTH MpoekT. OH cortacuncs. Ho cnycts Bpemst IMuTpuii ctan
TpebOBaTh JBa OTTy/la 3a paboOTy B BBIXOAHBLIE. PyKOBOAUTENb OTKa3aj, OObSCHSS, UTO eMy
TI0JIO’KEH TOBKO OfvH. [Tpoun3oliesn KOH(INKT, KOTOPbIY NpUBeI K TOMY, YTO JIMUTpUA Hanucasn
3asiB/ieHre 00 yBosibHeHHMH. HauaibHUK 00paThiICcs 3a TOMOIIBI0 K JAWPEKTOPY IO TiepCoHay
FOmuu K., utobbl OHa romoria eMy yperyavpoBaTh KOHGIMKT U 00BSICHUTE [IMUTPHIO, UTO eMy
JIeVCTBUTE/ILHO TIOJIOXKeH OZIMH OTTY/.

3aganue. ITomorute HOnum K. HaTH BBIXOZA W3 CJIOKUBLIEWCS cUATyaluu. 10 ecTb
TIpeJ/IOKUTe CBOE pellleHre Kelica, OTBETUB Ha C/Ie/IyIOLe BOIIPOCHI:

— B uem ommbka pykoBoAuTe s U B ueM He TipaB JMuTpuii?

— Kak HOmuu 0OBSCHUTH COTPYAHHWKY, UTO €My TIOJIO)KEH OAWH OTTY/l, W He
[1leMOTUBUPOBATh I1PU 3TOM?

— Kak opranusoBarb paboTy, UTOObI TaKMX CUTYaLUi He TPOUCXOJUIIO?

3aganue 7. OpopmuTe npuka3s cornacHo ['OCTy

HemaprameHT obOpa3oBaHMs M Hayku KpacHozapckoro Kpasi mpodeCCHOHAIBHBIN JHLIeH
Ne 24 TIpuka3 ot 25 aBrycra 2009 roga Ne 69 r.KpacHozap O6 oruiaTe B rpymnmax JOrOBOPHOM
TOATOTOBKM B CBSI3M C  BbINOJIHEHWEeM Y4yeOHBIX TUIAHOB U TMpOrpaMM UM c/lauei
KBa/IM(MKALIMOHHBIX 5K3aMeHOB B rpymmnax JoroBopHoi mnozarotoBku [TPUKA3BIBAHO: 3a
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ydacTue B OpraHM3aliid U NpOBe/leHWU 3aHATUM orulatuTh: JIBopHukoB H.II. 3a mposegenue
3aHATUN TeOPeTUYeCKOTr0 U TIPOM3BOJCTBEHHOTO 00yUeHHs B TPYIIax JOrOBOPHOW TMOATOTOBKH
1o mpodeccur «3MeKTPOra3ocBapuiyuK» cormacHo TapudHou craBku 5035 pybmeil. Xpombix
A.H. 3a mpoBefjeHue 3aHATUNM IO TpeJMeTy «MaremaTdKa» B Tpynrnax MOATOTOBUTETbHBIX
KypCOB coriacHO TapudHoil ctaBku 5 035 pyOseii. 3a akTUBHOe yuacTHe B KOMILIEKTOBaHUU
TPYNI ¥ OpraHU3al[iM TMPOBEJEeHUs] YPOKOB TEOPETUUECKOTO U TIPOM3BOJCTBEHHOTO OOyUeHWs
TIPOU3BECTH JIOTI/IATY ceAyromumM cotpyaHukam: OBceliko E.C. — 3 250 py6neii Uymak U.I. — 3
800 pybneti /IsopuukoB H.IT. — 465 pyGneii [Tpyzaeii B.U. — 27 750 py6neii Bamenko E.E. — 3
000 py6mneit. Xpombix A.H. — 3 090 pybneii. ByxranTepuu INpoW3BecTH OIIaTy COITIAaCHO
ripuka3sy. Jupekrop E.A. MycaeBa

3aganue 8. CocraBbTe U 0()OPMUTE MPHKA3bI 10 TMUHOMY COCTaBY

3aBezyromias oTAesioM mviceM TaszeTbl «['yOepHusi» ComoBa AHHa VBaHoBHa 15 Mmas
TeKyILero roga oopaTuaack K rJIaBHOMY peflakTopy YBapoBy A.H. c rpock00ii pefoCcTaBUTh e
oTryck 6e3 coxpaHeHusi 3apaboTHO# 11aThl € 16 110 18 Masi Mo cemeiiHbIM 0OCTOSITeTbCTBAM.

[TpoekT TiprKa3a 00 oTmycke ObLT OpOpM/IEH HauaTbHUKOM OTZAesa KaZpoB EpmMakoBbIM
N.H. 15 Mas, 3aBU3UPOBaH U B TOT e [IeHb [TOANKUCAH [VIaBHbIM peflaKTOPOM.

[IIkana oijeHMBaHUSI.

OrleHKa 3HAHWM, yMEHWH, HABBIKOB TIPOBOJUTCS HAa OCHOBe Oa/lyTbHO-PEHTUHTOBOU
cuctembl: 30% u3 100% (wtu 30 6annoB u3 100) - BK/IaJ B UTOTOBYIO OL[EHKY T10 pe3yJibTaTamM
MPOMEXXYTOUHOM aTTeCTaluu.

Mpn oueHuBaHUM oTBeTa oby4alowerocs B Xo4e TMNPOMEXYTOYHON
aTTecTauum MOXKHO ONMMpaThbCa Ha caeaylowmne Kputepun:

bannbl Kpurepuii ouieHKH

26-30 OOyuaromuiicsi TOKa3biBaeT BBICOKWN  YpPOBeHb KOMIIETEHTHOCTH, 3HaHUs
MPOTPaMMHOTO ~ MaTepuasa, YyueOHOW, mMepuoAuyYeckod U MoHorpaduyeckoi
JIUTepaTyphl, 3aKOHO/ATe/NbCTBA M TIPAKTUKU €ro TpUMeHeHUs, pacKpbiBaeT He
TOJIbKO OCHOBHbIE TIOHSATHS, HO U aHAJM3HPYeT WX C TOYKU 3peHUs] Pa3IhyHbIX
aBTOpoB. OOyyaroImuMiics MOKa3bIBaeT He TOMBLKO BLICOKUM YPOBEHb TeOPETUYeCKUX
3HaHWM, HO ¥ BUJUT MEXAUCLMIUIMHApHbIe CBsi3U. [IpodeccroHanbHO, rPaMOTHO,
Toc/ie/joBaTeIbHO, XOPOLIMM SI3bIKOM UEeTKO M3/laraeT MaTepuas, apryMeHTHPOBaHHO
dbopmyipyeT BbIBObI. 3HaeT B paMKax TpeOOBaHMI K HampaBeHWI0 W MPOGHIIIO
TIOATOTOBKMA 3aKOHO/|aTe/TbHO-HOPMAaTHBHYI0 M TIPaKTHYecKyto 0Oa3y. Ha Bompochr
OTBeuaeT KpPaTKO, apr'yMeHTHUPOBaHO, YBEPEHHO, 10 CYIeCTBY.

16-25 OOyuaronuiicsi TIOKa3biBaeT JOCTaTOUHBIA YPOBEeHb KOMITETEHTHOCTH, 3HaHUs
MaTepyasioB 3aHATHH, yueOHOW W MeTOJUuUecKOl JIMTepaTyphbl, 3aKOHO/aTebCTBa U
NIPaKTUKW ero MpUMeHeHUs. YBepPeHHO W NpOo(eCcCHOHAaIbHO, TPAMOTHBIM $I3BIKOM,
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SICHO, YeTKO M IOHSITHO M3/1araeT COCTOSIHME U CyThb BOMNpOCa. 3HaeT HOPMaTUBHO-
3aKOHOZATeNbHYI0 U TIpakKTHUecKyr 0a3y, HO TIpU OTBeTe [OIYyCKaeT
HecCyl[eCTBeHHbIe MorpemHocTi. OOyyJaromuiics MoKa3biBaeT JOCTAaTOUHbBIN YPOBEHb
nipodeCcCUOHANMBHBIX 3HAHWM, CBOOOJHO OTepupyeT TMOHSATHUSIMH, METOAAMU OLIEHKU
NIDUHATHSL peIleHrl, MWMeeT T[pefCTaB/eHre: O MeXAUCLUIIMHAPHBIX CBA3SX,
yBSI3bIBAeT 3HAHMS, MOAy4YeHHble TPU W3y4YeHWW DPa3IUUHbIX AUCLIMIUIMH, yMeeT
aHa/IM3UpPOBaTh IMPAKTUYeCKUe CUTyalld, HO J0IyCKaeT HEeKOTOpble MOrPEeLIHOCTH.
OTBeT MOCTPOEeH JIOTUYHO, MaTepua U3/1araeTcsi XOPOLIUM SI3bIKOM, MPUBJIEKAeTCs
MH(POPMAaTUBHBIM W W/UIIOCTPUPOBaHHbI MaTepuas, HO TpPU OTBeTe [JOIyCKaeT
HEKOTOpble TIOrPeLHOCTA. BONpock! He BI3bIBAIOT CYILIeCTBEHHBIX 3aTPYHEHU.

6-15 OO6yuaromuiicsi Moka3blBaeT JOCTaTOUHble 3HAHWS MaTepUasiOB 3aHSATUM, HO TIpU
OTBeTe OTCYTCTBYET JOJKHAsl CBsI3b MeX/y aHa/In30M, apryMeHTalyeil 1 BbIBOAaMHU.
Ha mocraBieHHble ujeHaMM KOMUCCHM BOTIPOCHI OTBeUaeT HeyBepeHHO, AOMyCKaeT
norperHOCTA. OOyyYaroU[Uiics B/aZieeT TPAKTUUECKUMU HaBbIKaMH, TPUB/IEKAET
WITIOCTPAaTUBHBIM MaTepuan, HO UyBCTByeT ce0si HeyBepeHHO TIIpU aHasu3e
MEXJUCLIMIUVIMHAPHBIX CBsi3eli. B oTBeTe He Bcerja NPUCYTCTBYeT JIOTHKA,
apryMeHTbl TIPUBJ/IEKAIOTCS HEJOCTaTOYHO BeckKue. Ha TiocTaB/ieHHbIE BOIIPOCHI
3aTPYJHSIETCS C OTBETaMH, TIOKa3bIBaeT HeJ0CTaTOUHO T/TyOOKHe 3HaHMUSI.

0-5 OOyuaronuiicsi TIOKa3blBaeT cJjiabble 3HAHWUSI MaTepPHaOB 3aHATHH, y4eOHOM
JIUTEpaTyphl, 3aKOHO/ATeNbCTBA W TIPAKTHKM €ro TNpPUMEeHEHUs, HU3KWH YpPOBEHb
KOMITETEHTHOCTH, HeyBepeHHOe H3/IoKeHHe Borpoca. OOyuaroujuiicsi ToKa3biBaeT
cabblii  ypoBeHb TPO(eCCHOHANBHBIX 3HAHWM, 3aTPyJHSETCS TpU aHaju3e
NPaKTUYeCKUX CUTyaruid. He Mo)keT TpMBECTH TPUMepPbI U3 peabHOW TMPaKTHKH.
HeyBepeHHO U JIOTMUeCKH HeTIOC/Ie[jOBaTe/IbHO M3/araeT MaTepvasn. HerpaBusibHO
OTBeuaeT Ha BOTIPOCHI UK 3aTPYJHSETCS C OTBETOM.

[ITkana nmepeBo/ja U3 MHOTO0OA/I/TbHOM CUCTEMBI B TPAIULIMOHHYO:

- oOyuarolemMycsi BBICTAaBJISIETCS OLleHKAa «He 3auTeHO», ecyid oOyuaromuiics Habparn
MeHee 50 06asioB,

- OL|eHKa «3auTeHO» BBICTABJISIETCS TIPU YCJIOBUH, ec/i obyuaroimiics Habpan ot 50 710
100 6asoB.

100 6as1oB BBLICTAB/ISIETCS MPU YCJIOBUU BBITIOJIHEHUS] BCeX TpeOOBaHMH, a Takxke IpU
00si3aTe/lbHOM TIPOSIBJIEHWM TBOPUECKOTO OTHOILEHWsT K TIpeMEeTy, yMeHWU HaXOJWUTh
OpWTHHAJIbHBIE, He COoZepiKaliyecs B yuyeOHHKaX OTBeThl, yMeHWH paboTaTh C MCTOYHHKAMHU,
KOTOpbIE CO/IepKaTCsl [JIOTIOJTHUTE/TBHOM JiTepaType K KypCy, YMeHWH COeJUHSATh 3HaHWUS,
TI0/TyYeHHbIe B JaHHOM KypCe CO 3HaHHUSIMH JPYTHX AUCLIUATIIVH.

4.4. MeToauyecKre MaTepuasIbl
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YCTHBIN ompoc sIB/ISIeTCS OJHKMM U3 OCHOBHBIX CIIOCOOOB TPOBEPKHM YCBOEHHSI 3HAHUM
oOyyaromumucs. Pa3BepHYTBI OTBeT CTy/leHTa [OJDKeH TIpe/CTaBasaTh Co0OW CBSI3HOe,
JIOTUYeCKU TI0C/Ie/[oBaTe/IbHOe COOOIleHre Ha Ompefie/ieHHYI0 TeMy, IOKa3blBaTb €r0 yMeHHe
NPUMEHATb ONpeJie/ieHns, NpaBuUla B KOHKDPeTHBIX cyydasix. OCHOBHble KDUTEPHUH OLIEHKU
YCTHOTO OTBeTa: MPaBU/IBHOCTh OTBeTa IO CO/IePKaHHIO; MOJHOTA U TyOWHa OTBETa; JIOTWKA
V3J/I0KeHUS1 Marepuana (y4YUTbIBaeTCsi yMeHHe CTPOUThb LIeJIOCTHBIM, I0C/ae[0BaTelbHbIN
pacckas, TIpaMOTHO TOJIb30BaTbCSl  CIELMAJbHOM  TEePMHUHOJIOTWEM);  MCIOJIb30BaHUE
JOTIOJIHUTE/IbBHOTO MaTepuaria.

5. MeToguuecKHe yKa3aHus J/isi 00y4alouxcsi M0 0CBOEHUK) UCIUIUIHHBI

Memooduueckue yka3aHusi no camocmosime/ibHOll N0020MoeKe K 3aHSMUSIM JIeKYUOHHOR20,
npakmuuecko2o (CeMuHapcko20) muna:

[ToaroToBKa K 3aHATUAM [JO/DKHA HOCUTh CHUCTEMATHUECKWM XapakTep. OTO TO3BOJIUT
o0yuaroremMycsi B 1oJiHoM 06bemMe BBITIOJTHUTEL BCe TpeboBaHMs rperofaBaresis. O0yJaroummcs
PEKOMEH/IyeTCsl M3yuaTb KaK OCHOBHYI, TaK U JOIOJHUTENbHYIO JIUTEpPATypy, a TakKe
3HAaKOMHUTHCS C VIHTepHeT-UCTOYHMKaMU (CMMCOK TpHuBeseH B pabodedl mporpamMme 10
JIUCLIUTLIIMHE).

Bonpocbl 0151 camocmosimenbH020 u3yueHust (Camonpogepku):

CoBpeMeHHOe /ieJI0NPOU3BO/ICTBO, €10 MeCTO B CTPYKTYpe yInpaB/ieHUeCKOoro Tpya.

AXTyanbHble TTPOOIeMbI JOKYMEeHTAl[MOHHOTO 00ecIieueHust yIrpaB/ieHust

[ToHATUIIHBIN armapar 3/1eKTPOHHOTO [1e/I0NIPOM3BO/CTBA.

[TpaBoBoe perynupoBaHUe BOMPOCOB CTaHJapTU3aLMU U YHU(DUKALIMU JJOKYMEHTOB.

OOmwmii MopsiIoK  0hOpPMJIEHHsT OpPraHU3al[MOHHO-PACTIOPSIIUTE/ILHBIX JJOKYMEHTOB U

COCTaB PEKBU3UTOB /i1 BCEX OpraHu3aluyi

CocTaB peKBU3UTOB IOKYMEHTOB U TpeOOBaHUH K UX 0(hOPMJ/IEHUIO U PACIIONIOKEHUIO Ha

roJie JOKyMeHTa

7. CraHjapTu3alidsi Ha YPOBHe CJIOBa, CTaHJapTU3alyds C/A0BOCOYETAaHWM, MpeAIoKeHUM,
TeKCTOB, PeK BU3UTOB [JOKyMEHTa.

8. CripaBouHO-UH(OPMALIMOHHAsI U CIpaBOYHO-aHA/IMTUUeCKasi JOKYMeHTal[usi, ee pojib B
CUCTEMe OpraHu3alMOHHO-PACIIOPSUTENIbHOM JIOKyMeHTaluu. [loKymeHTalusi 1o
oOpalrieHHsIM TPaKZaH.

9. OcobeHHOCTH cOCTaBeHUsI U 0(OPMJIEHHUs] OCHOBHBIX BH/IOB Ka/[POBOM ZIOKyMEHTAl||U:
TPYZI0BOM KHW)KKH, JIMYHOTO [le/ia, JIMYHOW KapTOUKH, MPUKA30B 10 TUYHOMY COCTaBY.

10. CocraBneHue HOMeHK/IATypsl Je/. [IoaroToBKa JOKYMEHTOB K repejjaue Ha XpaHeHHe B
apxuB. ®opmuposanue gen. OdopmiieHue fer.

11. OkcnepTu3sa LIeHHOCTH JOKYMeHTOB. [lepesaua J0KyMeHTOB B apXuB.

12. Ocob6eHHOCTH apXWUBHOTO XpaHEeHWs JOKYMEHTOB BPEMEHHOIO U MOCTOSSHHOTO CPOKOB
XpaHeHMUs..

13. CucreMa MeXBeJOMCTBEHHOIO 3/IeKTPOHHOTO B3auMmogelictBusi (CMOB): Ha3HaueHue,

(GYHKLMU, TIepCIeKTUBbI PAa3BUTHSI.

ke

o

OOyuaroIuiics TOTOBUT JJOK/IaZl B (hOpMe YCTHOTO COOOITeHUs TI0 TeMe JUCIATUIAHBIL.
[IpeanaraeTcsi ciefytoljasi CTPyKTypa /0K/aja:

1. Begenue:

— yKa3bIBaeTCs Tema U 1ieJib JJOK/1a/ia;

— 0b03HavaeTcs MpobIeMHOe TI0JIe, TEMaTHUeCKHe pa3/iesibl JOK/Ia/a.

2. OCHOBHOEe cojiep)KaHue [JOK/Iajia:

— TI0CJIeJOBaTeIbHO PaCKPLIBAIOTCS TeMaTUUeCKre paszesbl JoK1aa.
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3. 3aK/roueHue:

— TIPUBO/ISATCSI OCHOBHBIE pe3y/IbTaThl U CY)K/IeHUsI aBTOPa I10 MOBOJY IyTei BO3MOXXHOTO
pereHust paCCMOTPEHHOU TIPo6JieMbl, KOTOPbIe MOTYT ObITh 0hOpMIIEHBI B BHZIe PEKOMEeH/IaL{Hi.

KoHTpo/b caMOCTOSITE/TBHOM PabOThI OCYLECTB/SIETCS B paMKax OINPOCOB TIO TeMawm,
TIpe/lyCMOTPeHHbIM paboyeii MporpaMMon AVCIUATUIHBI.

Memoouueckue pekomeHOayuuU NO 8bINOAHEHUI0 MeCMOBblX 3a0aHUL

17151 BBITIOJIHEHUSI TECTOBOI'O 33/laHus, MpesKze BCero, ciefyeT BHUMaTe/JbHO NIPOUMTATh
rocTaB/ieHHbIN Borpoc. ITocne 03HaKOMJIEHUs C BOMPOCOM CJielyeT MPUCTYTaTh K MPOUYTEeHUI0
Tipe/ijlaraeMbIX BapMaHTOB oTBeTa. HeoOXoArMO nMpounTaTh BCe BapUaHThI M B KaueCTBe OTBeTa
cefyeT BbIOpaTh /ML OAWH WHAEKC (UudpoBoe 0003HaueHWE), COOTBETCTBYIOIIUN
NIpaBU/ILHOMY OTBETY.

TecTbl cocTaB/ieHbl TaKUM 00pa3oM, UTO B KaXX[[OM U3 HUX TPaBU/IbHBIM SIB/ISETCS Kak
OJVWH, TaK W HECKOJbKO BapyaHTOB. BbrIbOp [o/mpkeH OBbITH cAenaH B TO/Mb3y Hauboree
TNIPaBUILHOTO U/ TPABUIBHBIX OTBETOB.

Ha BeINosiHeHWe TecTa OTBOAUTCS OrpaHuuyeHHoe BpeMsi. OHO MOXKeT BapbHpOBaThCs B
3aBUCUMOCTH OT YPOBHSI TeCTUPYeMbIX, CIOXXHOCTH M obbeMa Tecra. Kak mpaBusio, Bpemsi
BBITIOJIHEHUS TeCTOBOI'O 3a/laHus ornpegesseTcs us pacyera 30-45 ceKyH/ Ha OAUH BOIIPOC.

Kputepuu OLieHKM BBITIOJTHEHHBIX CTYZEHTaMHU TEeCTOB OIpe/e/siioTCsl Tpero/iaBaTeneM
CaMOCTOSITe/IbHO. PeKOMeHAYIOTCS Cieflyolye KpUTepUH OL|eHKU:

85% — 100% npaBUIBHBIX OTBETOB — «OTJIUYHOY;

66% — 84% npaBUIbHBIX OTBETOB — «XOPOLLIO»;

50% — 65% rpaBUILHBIX OTBETOB — «Y/0BJIETBOPUTE/ILHO»;

MeHee 50% IpaBU/IbHBIX OTBETOB — «HEY0B/IETBOPUTE/IEHO.

[Ipu mo/iBefileHWH WUTOTOB IO BBITIOJHEHHOW paboTe peKOMeHJyeTcsl TPOaHaIu3UpOBaTh
JOTyIeHHble OLIMOKY, TPOKOMMEHTHPOBATh UMEIOLIHeCs] B TeCTaX HelpaBU/IbHbIE OTBETHI.

6. YueOHasi 1uTepaTypa u pecypchbl HH(POPMaLMOHHO-Te/IEKOMMYHHKAI[HOHHOU CEeTH

"AHTepHeT", yueOHO-MeToANYeCKOe 00ecnedeHHe CaMOCTOATe/TbHOM PadoThI

00yUaIOIHUXCA 10 JUCIHUILTHHE

6.1. OcHoBHas uTEepaTypa
1. Kysnerjora W.B. JloKymeHTallMOHHOe obecrieueHre yIIpaBjeHUsI TePCOHA/IOM:
yuebHoe rocobue. — M.: lamkos u K, Aii ITu Op Meaua, 2014. —220 c. — DyIeKTPOHHBIN pecypc:
http://www.iprbookshop.ru/15713

6.2. lono/iHMTe/IbHAA IUTepaTypa

1. Beperexuna C.B. ONeKTPOHHbBIN JIOKyMeHT0000pOT B KaJ[pOBOM
JleJIonpou3BO/CTBe // YnipaBieHue riepcoHasioMm. — 2015. — T. 4. — Ne. 6. — C. 78-82.

2. Bunorpagosa E.A., [IlanoBanosa JI.[]. [lIokymMeHTHPOBaHHe C/Ty>KeOHBIX OTHOIIEHUH
B OpraHax BHYTpeHHUX fei // [JenonpousBogctso. — 2015. — Ne. 3. — C. 62-67.

3. CasbikuH A.B. KagpoBoe [enonpousBOJCTBO Ha OCHOBaHMM TpyZoBOro Kozekca
Poccuiickoii @epepariuu: Mmetoanueckoe nocobue. — M.: Ok3ameH, 2009. — 352 c.

4. IllyBanmoa H.H. OcCHOBBI KaIpOBOTO [eJIOTIPOM3BO/ICTBA U SI3bIK CTYy>KeOHOTO
JIOKyMeHTa: npe3eHTaljuoHHble Matepuanbl / PAT'C mipu [Ipe3uzpenre Pd (PAT'C), Kadeapa
roCyJapCTBeHHOU Cy»KObI U KaZipoBoit moiTHKKU. — M.: M3a-8o PAT'C, 2011. — 375 c.

5. Choochote K., Chochiang K. Electronic Human Resource Management (e-HRM) of
Hotel Business in Phuket // International journal of advanced computer science and applications.
—2015.-T. 6. —Ne. 4. — C. 73-78.

6.3. YueOHO-MeToHUYeCKOe 00ecrieueHre CaMoCTOSITe/TbHOH PadoThI
1. Bunorpazosa E.A., IllanoBanoBa JI.[I. [lokyMeHTHpOBaHUe C/Ty>KeOHBIX OTHOIIEHHM
B OpraHax BHYTpeHHUX fei // [JenonpousBogctso. — 2015. — Ne. 3. — C. 62-67.
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2. CaselikuH A.B. Kagposoe [e/0Npou3BOJCTBO Ha OCHOBaHuUM TpyZoOBOro Kozekca
Poccwmiickoii @epeparun: Mmetoanueckoe mocobue. — M.: Ok3amen, 2009. — 352 c.

6.4. HopMaTUBHbIe IPABOBbIE JOKYMEeHTbI

1. Tpypoou kozekc Poccurickor ®@epepanmn. ®enepanbhbiid 3akoH 0T 30.12.2001 N
197 (npunst I'T ®C PD 21.12.2001).

2. 06 wunpopmaryy, HWHPOPMAIMOHHBIX TEXHOMOTHSX W O 3amuTe HH(OpPMALUH.
®epnepanbHbIi 3akoH OT 27.07.2006 N 149-®3 (nipunsit ['[] @C PP 08.07.2006).

3. O6 akuuoHepHbIX oOmiectBax. ®esepanbHblii 3akoH OT 26.12.1995 N 208-®3
(mpunsT I'T ®C PD 24.11.1995).

4. O6 obmecTBax € OrpaHUYeHHOW OTBETCTBEHHOCThIO. (PejepanbHBbIi 3aKOH OT
26.12.1995 N 208-®3 (mpunsat I'l ®C PD 14.01.1998).

5. O nepcoHanbHbIX AaHHBIX. PenepanbHbii 3aK0H 0T 27.07.2006 N 152-D3 (ripusar
'] ©C PD 08.07.2006).

6. O xommepueckou TaviHe. degepanpHblid 3aK0H OT 29.07.2004 N 98-D3 (mipunsat I'/]
@OC PP 09.07.2004).

7. O byxrantepckoMm ydete. @enepanbHbii 3akoH 0T 06.12.2011 N 402-@3

8. 06 apxuBHOM Jienie B Poccuiickoit degeparyu. ®esepanbHbiid 3aKkoH oT 22.10.2004
N 125-®3 (npunst I'] @C PP 01.10.2004).

9. O TpynoBbiX KHWXKKax. (BMecte c "IlpaBUnamMy BefleHWsI U XPaHEHUsT TPY/OBbBIX
KHIDKEK, M3TOTOB/IeHUsI OJIaHKOB TPY/IOBOM KHIDKKM U oOecrieueHuss UMu pabotopaTeneii")
[Tocranosnenue IlpaButenscrBa P® ot 16.04.2003 N 225.

10. O6 ytBepxaeHny [TonoxxeHust 06 ocobeHHOCTsAX 06pabOTKM MepCcoHaNbHBIX JaHHbIX,
oCyliecTB/IsieMOl 6e3 UCIO/b30BaHUs CPeJCTB aBToMaTu3aluu. [TocraHoBeHue [IpaBuTesbCcTBa
P® ot 15.09.2008 N 687.

11. O mnepeuHe cBefleHHM, KOTOpble He MOIYT COCTaB/ISATb KOMMEPUECKY TauHY.
IToctanosnenue IlpaButenscrea PCOCP ot 05.12.1991 N 35.

12. O6 yTBepkaeHnr VIHCTPYKIMU TI0 3arl0/IHEHUIO TPYAOBBIX KHIDKeK. [locTaHOB/IeHue
Muntpyzga P® ot 10.10.2003 N 69 (3apeructprpoBaHo B Musntocte P® 11.11.2003 N 5219).

13. O6 ytBepxzeHuu [losokeHUss O TIOpsKe M CPOKax XpaHeHWs [JOKYMEHTOB
akoHepHeIx  o60mjectB. [loctanoBnenne @KIB P® or 16.07.2003 N 03-33/mc
(3apeructpupoBaHo B Muntocte PD 21.08.2003 N 4994).

14. O6 yTBep)kaeHUN YHUPULIMPOBAHHBIX ()OPM IT€PBUYHON YUETHOM JOKYMEHTALMHU T10
y4deTy TpyZa U ero orviatel. [locraHoBnenue I'ockomcrara P® ot 05.01.2004 N 1.

15. IlepeueHb TUIOBLIX YIpaB/lIe€HUECKMX APXUBHBIX [IOKYMEHTOB, 00pa3yIOIMXCsS B
rpoLiecce JeATeNbHOCTH TOCYJapCTBEHHBIX OpraHOB, OpPraHOB MECTHOTO CaMOYyIpaB/ieHUsl U
OpraHu3alii, C yKasaHveM CpOKOB xpaHeHus. [Ipuka3 MunkynsTypb! Poccun ot 25.08.2010 N
558

16. O mpuHATUM ¥ BBeJleHWM B [leHCTBUE T'OCYJApCTBEHHOrO CTaHzapra Poccuiickon
®enepauyu” (BMecTe C "YHUGULMPOBAHHOW CHUCTEMOM AOKYMeHTalUW. YHU(UIIMPOBaHHAs
CHCTeMa OpraHM3aljIOHHO-PACIIOPSJUTeNbHON AOKyMeHTalyd. TpeboBaHus K 0ohOpMIIeHHIO
nokymeHnToB. 'OCT P 6.30-2003"). [ToctanoBnenue ['occranpapra P® ot 03.03.2003 N 65-cT.

17. OcHoBuble [lpaBuma paboThl apxwBOB opraHu3auuil. OfoOpeHbI peleHHEM
Kosnernu Pocapxuga ot 06.02.2002.

18. OK I1ATP. O6mepoccuiickuii knaccupukaTtop npodeccuii pabounx, JO/DKHOCTeH
cayKaiux U Tapu@Hbix paspsifoB. IToctaHoBnenue ['occranpapta P® ot 26.12.1994 N 367
(mara BBegenus 01.01.1996).

19. OKCO. OO0111epoccriicKuii KnacCU(pUKaToOp CreraabHOCTeH 1Mo 00pa3oBaHHUI0. YTB.
[ToctanoBnenuem I'occranaapta P® ot 30.09.2003 N 276-ct. (nata BBesenusi 01.01.2004).

20. OKMH. O6biepoccuiickuii  knaccudukarop WHGOPMAlMd O HaceleHUH. YTB.
[MoctranoBnenuem I'occranaapta P® ot 31.07.1995 N 412. (nata BBefenusi 01.07.1996).
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21. OKATO. O6mepoccuiicknii  knaccupukatop 00BEKTOB — aJ[MUHHCTPATHUBHO-
TeppUTOpUasIbHOrO feneHus. YTB. IlocranosienveMm ['occrangapra P® ot 31.07.1995 N 413.

22. KBanu(yvKalMOHHbIM CIIPaBOYHKK JO/DKHOCTe PYKOBOJAWTENeH, CreLyanyiCTOB U
Apyrux ciayxawux. YTB. ITocranosnienrnem Muntpyzaa PO or 21.08.1998 N 37.

23. O6 yTBep)eHNHM MeXXOTpac/aeBbIX YKPYITHEHHbIX HOPMAaTUBOB BPeMeHH Ha paboThI
I10 KOMIIJIEKTOBaHMIO U yueTy KaApoB. ITocranoBnenre Muntpyzsa CCCP ot 14.11.1991 N 78.

24. O TumoBol WHCTPYKLMM II0 [e/IONIPOM3BOACTBY B (beflepajibHbIX OpraHax
VICTIOJTHUTE/IbHOU BJ/IaCTH.

6.5. IHTepHeT-pecypchl, CIPaBOUYHbIE CHCTEMBI
http://www.kadrovik-praktik.ru/
http://www.help-hr.ru/
http://www.hr-portal.ru/pages/poloj/ikdp.php
http://www.delo-press.ru/magazines/staff/sections/181/
http://www kribel.ru/kadric/015.html
http://www.bizneshaus.ru/delo.html
http://www.kadri.com.ua/arb/27-vnesenie-izmenenij-v-kadrovye-dokumenty.html
http://www.profiz.ru/kr/7 2008/obyazat kadrov dokumenty
. http://www.audit-it.ru/articles/personnel/al10/44299.html
10. http://www.eos.ru/eos_products/eos kadry/
11. http://www.rusarchives.ru/

CONPU A WN -

6.6. IHbIe HCTOUYHUKH
1. Ab6ynagze, /1. TI./loKymeHTallMOHHOe o00OecrieueHue YIIpaBAeHUs T1€PCOHAIOM
yueOHMK U TPaKTUKyM [/ akajeMuueckoro OakamaBpuara / [I. I. A6ymagze, U. B.
Bempsokkuna, B. M. MacoioBa. — M. : WsparensctBo FOpait, 2016. — 299 c.
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-

772015302875&type=c_pub

7. Marepua/ibHO-TeXHHYeCKas 0a3a, H(popMaLoHHbIe TEXHOJIOTHH, MPOrpaMMHOe
obecrnieueHre U1 MH(OPMAI[HOHHBIE CIIPABOYHbIE CHCTEMbI

[nsi mpoBefieHUsI 3aHATHM 10 AWCOUIUIMHE HEOOXOAMMO CJieflytolee MaTepHaIbHO-
TeXHUUeCKoe obecrieueHue: yueOHble ayAUTOPUU [jisi TIPOBeAEHUS] 3aHSATHM JIEKI[MOHHOTO M
CEeMHMHApCKOTO THWIIA, TPYNIOBLIX W WHAWBUAYATbHBIX KOHCY/IBTAI[UM, TEKYIIEro KOHTPOJIS U
TIPOMEeKYTOYHOM aTTeCTal|H, IOMeIIeHus /7Sl CAaMOCTOSITe/TbHOM paboThI.

[Tporpammuoe obecrieuenre: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WndopmaionHble cripaBouHble cucTembl: HayuHas Oubmioreka PAHXwuI'C. URL:
http://lib.ranepa.ru/; HayuHnas 3/IeKTPOHHAs 6ubmoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HarpioHanbHasi 3nekTpoHHast Oubmuoreka. URL: www.nns.ru;
Poccmiickas rocygapctBeHHass OubOmmoreka. URL: www.rsl.ru; Poccuiickass HalMoHasibHast
oubmoreka. URL: www.nnirru; OnektpoHHass  6ubmmoreka  Grebennikon. URL:
http://grebennikon.ru/; 3nekrpoHHo-6MbMMOTeUHast crcteMa M3matenbctBa «J/laub». URL: http:/
e.lanbook.com; OneKkTpoHHO-6ubMMOTeuHas cuctema FOPAMT. URL: http://www.biblio-
online.ru/.
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http://www.rsl.ru/
http://www.nns.ru/
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http://lib.ranepa.ru/
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-772015302875&type=c_pub
http://www.biblio-online.ru/thematic/?44&id=urait.content.4B180AEE-8B42-4392-9D7A-772015302875&type=c_pub
http://www.rusarchives.ru/
http://www.eos.ru/eos_products/eos_kadry/
http://www.audit-it.ru/articles/personnel/a110/44299.html
http://www.profiz.ru/kr/7_2008/obyazat_kadrov_dokumenty
http://www.kadri.com.ua/arb/27-vnesenie-izmenenij-v-kadrovye-dokumenty.html
http://www.bizneshaus.ru/delo.html
http://www.kribel.ru/kadric/015.html
http://www.delo-press.ru/magazines/staff/sections/181/
http://www.hr-portal.ru/pages/poloj/ikdp.php
http://www.help-hr.ru/
http://www.kadrovik-praktik.ru/
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