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1. IlepeyeHpb NIAHUPYEMBIX Pe3y/1bTATOB 00y4YeHUsI MO AUCUMILJIMHE, COOTHECEHHBIX €
IJIAHUPYEMBbIMH Pe3yJIbTaTaMH OCBOEHHS MPOrPaMMbl

1.1. Huctunnuuaa b1.B.05 lokymentannonHoe  obecrieueHue  opranoB MY
obecrneynuBaeT OBJIAJCHUC CJICAYIOIMMHU KOMIICTCHIHUAMMU
Kon HaunmeHnoBanne Kon HaunmeHoBaHMe 3Tana 0CBOECHUs
KOMITETEHIINN KOMITETEHIINN PTara OCBOCHIA KOMITCTEHITHU
KOMITCTEHIINU
®opmupoBaHUe ciocoOHOCTEH
OCYIIECTBIISITH ONTHMU3ALNIO
CHOCOOEH OCYIIECTBIATH ONTUMH3AIIIO JIETIOBBIX MPOLIECCOB,
JIETIOBBIX MPOLIECCOB, OPTaHU30BBIBATH OpPTraHU30BBIBATH
JOKYMEHTOO0O0POT U AEIOBYIO JIOKyMEHTOO000POT U ACIOBYIO
K-6 MEPENUCKy C rpaxx1aHaMH U BHEITHUMU K-6.1.1 MEePEnuCKy C rpaXkIaHaMU U
OpraHu3alUsIMHU, B TOM YHCIIE Ha BHEIIIHUMH OpraHu3alusIMH, B
WHOCTPAHHOM S3bIKE W/ WJIH C TOM 4HCJIe HA HTHOCTPAHHOM
UCIIOJIb30BaHHEM MH(POPMAIOHHO- SI3bIKE W/ WK C UCTIONb30BaHHEM
TEJIeKOMMYHHUKAIIMOHHBIX TEXHOJOTHH nH(OpMaLMOHHO-
TENEeKOMMYHHKAITHOHHBIX
TEXHOJIOTHI
IIK-9 crocoOeH pa3padaThBaTh JOKYMEHTEHI, [K-9.1 ®dopmupoBaHUe CIOCOOHOCTH
OTYETHI 110 MIPOEKTY TOCYAAPCTBEHHO- pa3pabaTbIBaTh JOKYMEHTBI,
YaCTHOTO MapTHEPCTBA; paboTaTh C OTHYETHI 110 MIPOEKTY
KOHKYPCHO JOKyMeHTaIueH! u rOCYAapCTBEHHO-YAaCTHOTO
COCTaBJIATh MPOEKT KOHIIECCHOHHOTO MapTHEPCTBa; paboTaTh C
COIVIAIIEHUS U (MJIM) COTJIAIICHUS O KOHKYPCHOH IOKyMEHTaluen u
rocy/1JapCTBEHHO-4YaCTHOM MapTHEPCTBE COCTaBJIATh MPOEKT
U (WIM) COTJIAallICHUs O MyHHUIIUTIAIBHO- KOHIIECCHOHHOT'O COTJIAIICHUS U
YaCTHOM IIapTHEPCTBE (uu) coryameHust o
roCyIapCTBEHHO-YaCTHOM
TAPTHEPCTBE U (HITH)
COTJIAILICHUS O MyHUIMIIAIBHO-
YaCTHOM IAPTHEPCTBE
1.2. B pe3ybTare OCBOCHHA AU CIHUITIIMHBI y CTYACHTOB JOJIXKHBI OBITE
c(hOpPMHUPOBAHBIL:
OTO/TO
(mpu HanUIUK Kopx »Tana ocBoeHHsT KOMIIETEHIIUNT Pesynpratsl 00y4eHus
npodcerangapra)

IK-6.1.1
dopMupoBaHrEe CIOCOOHOCTEH OCYIIECTBIIATh
ONTUMHU3AINIO JICJIOBLIX MPOIECCOB, OPraHU30BLIBATH
JIOKYMEHTOO00OPOT U ICTOBYIO MEPEIUCKY C
rpakIaHaAMH{ ¥ BHEITHAMU OPTaHU3alUsIMH, B TOM
YycIie HA HTHOCTPAHHOM SI3BIKE W/ WA C
HCIIOJIb30BaHUEM WHPOPMALITHOHHO-
TEJIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTUI

Omnpenensier poiib JTOKYMEHTOB B IIpoOIecce
[IPUHATHS YIIPABIEHYECKUX PEIICHUN

Ymeer MIPUMEHSTh " COCTaBJIAATH)
HOPMATHBHBIE M IIPAaBOBBIE TOKYMEHTHI IJIf
OLIEHKH nHpopmannu u TPUHATHS
KOHCTPYKTHUBHBIX  pemeHndt B  Oynymei
podeccHoHANBHOM NesITeIbHOCTH

Bnaneer HaBBIKaMH PaOOTHI C IPABOBBIMH
aKTaMu

ITK-9.1
®dopmupoBaHue CrIOCOOHOCTH pa3padaThIBaTh
JIOKYMEHTBI, OTYETHI 110 POEKTY roCy1apCTBEHHO-
YaCTHOTO MapTHEPCTBA; paboTaTh C KOHKYPCHOMN
JIOKyMEHTAI[el U COCTABIISATh IPOCKT

KOHIIECCHOHHOTO COTJIAIIEHUS U (M) COTJIAIECHHS O

rOCyJapCTBEHHO-YaCTHOM HapTHEPCTBE U (MIIN)
COTJIAIICHHUS O MyHUIIMNIAIbHO-YACTHOM MapTHEPCTBE

Onpeznensier poiab IOKYMEHTOB B IpoOIEcCe
[PUHSATHUS YIIPABICHYECKUX PEIICHNI

Ymeer MIPUMEHSTH u COCTABJIATH|
HOpMaTHBHBIE U

[IpaBOBBIE JIOKYMEHTBI JUIs OIIEHKH
MHGOPMALINHT H

PUHATHS  KOHCTPYKTUBHBIX — pEIICHHH B
Oy mymei

mpodeccnoHaTLHOM AesITEIbHOCTH

Bnaneer HaBbIKaMH pabOTBI C TPABOBBIMH
AKTaMH




2. O0LeM M MeCTO TUCHHUILINHEI
B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMmbl

VYyeOnas aucuuniuna b1.B.05 JlokymeHnrtanmonHoe obecrnieueHne opranoB I'MVY
NPUHAMISKUT K OJIOKY BapHaTHUBHas 4acTb. B cOOTBETCTBUM ¢ y4eOHBIM IUIAHOM, IO OYHOM
dopme 00ydeHHsT TUCIUITIIMHA OCBAaHBAETCSl BO 2 ceMecTpe, 00mIast Tpy10eMKOCTh AUCIUTIINHBI
B 3a4eTHBIX enuHuIax cocrarisieT 33E (108 yvaca).

OcBoeHne JUCHMIUIMHBI ~ ONHMPACTCs HAa  MHUHUMAIbHO  HEOOXOIUMBIH  00beM
TEOPETUYECKUX 3HAHUH B OOJIACTH SKOHOMHKH, IICHUXOJIOTUH, FOCYJapCTBEHHOI'O YIPABICHMUS,
IOPHUCIIPYACHIIUH, TOKYMEHTOBEICHUS, a TaKXKe Ha IMPUOOpETEHHbIE paHee YMEHHUsSI U HABBIKU B
chepe TrocylapCTBEHHOIO M MYHUIMNAIBHOIO YIPABICHMs, SKOHOMUYECKOH TEOpHH,
COLIMOJIOTMM OpraHU3alliy, YIPaBIECHUS YEJI0OBEUECKUMU PECYPCaMH.

b1.B.05 JlokymeHTaImoHHOe obOecrnieueHre opranoB ['MY peammsyercs mocie
uzyuenusi: 51.5.03  MudopmanmonHo-aHATUTUYECKUE TEXHOJOTMH TOCYIAapCTBEHHOTO H
MYHUIUIAIBHOIO YIIPABICHHUS.

[To ouno#i ¢(opme 0OydeHUS KOJIMYECTBO aKaJEeMHUYECKMX YacoOB, BBIICICHHBIX Ha
KOHTAaKTHYI0O paboTy c mpernozgaBareneM (1O BUAaM Yy4eOHBIX 3aHATHH) — 32 yaca M Ha
CaMOCTOSITENIbHYIO0 padoTy oOydarouuxcsi — 76 4acos.

ITo 3aouynHOit (hopme OOy4yeHMsI KOJUYECTBO AaAKaJEMHUECKUX YacOB, BBIJECICHHBIX Ha
KOHTakTHYI0 pa0oTy c mpemnojaBaTesieM (110 BHAAM Yy4YeOHbIX 3aHsITUH) — 16 yacoB M Ha
CaMOCTOSITENIbHYIO paboTy oOydaromuxcs — 92 yaca.

dopma NpoOMEKYTOUHON aTTECTALMU B COOTBETCTBUH C YU€OHBIM IIJIAHOM — 3auerT.



3.Conep:kaHue U CTPYKTYPA AU CHUNINHbBI

CTpykTypa IMCUMIIMHBI (MOXYJIs1)

O0beM AUCHUILINHBI (MOYJIs), Yac. ®opma
KonTakTHast padoTa l‘(’)‘:{i‘“:;ﬁ
Ne /i HaunmeHoBaHue TeM Oﬁy'{aIOHIHXCﬂ ¢ yCHeBaPEMOCT
(pa3nesioB) Bcero npenoaasare/ieM (0 u,
10 BUIAM YUeOHbIX 3aHSITHI NPOMeKyToU
HOHU
JI JIP H3 KCP arrecTauuu
Ounasn ¢hopma odyuenusn
2 cemecmp
0
Hcropus pa3sutus
Tema 1 JIETIONIPOU3BOICTBEHHON U 13 1 4 8
CEKPETapCKOM CITy>KObI B
Poccuu [IpoGnemsl pocta
JIOKYMEHT0000pOTa
Ircaoy. yCOP/I. 0
Tema2 | MHMdurauns, 13 3 10
(dhopMmanuzanms,
CTaHJIapTHU3alUs JOKYMEHTa
Tema 3 Opranun3zanus ciyx6s1 JOY 13 | 4 10 0
Tema 4 | IlpaBuia odopmiieHus 14 1 3 10 0
JIOKYMEHTOB
Tema 5 | TexHOonOrMM perucTpanuu u 0
KOHTPOJISI UCTIOJTHEHUS 15 1 4 10
JIOKYMEHTOB
Tema 6 | Opranuszauus paboThI ¢ 0
JIUYHBIMY 00paIeHUsIMU 13 3 10
TpaXXJaH B OPraHbl BIACTU U
yIpaBIeHUs
Tema 7 | Opranuzanus ciryxxooit IOY
TEKYILETO XpaHEeHUs
nokyMmeHToB. IToctpoenue 13 3 10
HOMEHKJIATYpPHI Jell. ApXHBH(
XpaHeHHe JOKYMEHTOB
Tema 8 | JIuHrBUCTHYECKHE
0COOEHHOCTH TEKCTa
JIoKyMeHTa Jlornueckue 10 4 6
OCHOBEBI pEeJIaKTUPOBAHUS
JOKYMEHTa
IIpoMexyTouHas arTecTalys 3auer
Bceero: | 108 4 28 76 33E
3aounasa gopma odyuenus
4 cemecmp
0
Tema 1 UcTopus pazsurus 12 1 1 10
JIETTOTIPOU3BOJICTBEHHOM 1
CEKPETapCKOM CITyKObI B




Poccuu [Ipobnemsl pocta
JIOKYMEHTO000pOTa

I'c10oy. YCOP/. 0
VYaudukanus, 12 | 1 10
dhopmanmzanus,

CTaHIapTH3ALMsI JOKYMEHTa

Tema 2

Opranunzanus cinyxos1 JOY

Tema 3 14 1 1 12

Tema 4 | IlpaBuna opopmireHus 14 1 1 12 0]
JIOKYMEHTOB

Tema 5 | TexHosoruu perucTpanuu u 0
KOHTPOJISL HCIIOJIHEHHUS 14 2 12
JOKYMEHTOB

Tema 6 | Opranuzammsi pabOTHI C 0]
JIUYHBIMY 0OpaIeHUIMU 14 ) 12
TpaXJaH B OpraHbl BIACTU U
yIpaBJICHUS

Tema 7 | Opranuzanus ciyx060it JJOY
TEKYILETO XpaHEeHUs
nokymeHToB. [locTpoeHue 14 2 12
HOMEHKJIATypHI Jell. ApXHBH(
XpaHCHHUE TOKYMCHTOB

Tema 8 JIMHTBUCTHUECKHE
0COOEHHOCTH TEKCTAa
JokyMenTa Jloruueckue 14 2 12
OCHOBBI PEIaKTUPOBAHUS
JOKYMEHTa

ITpoMexyToUHasi aTTecTalust 4 3auer

Bcero: 108 4 12 92 33E

Ipumeuanue: 4 — ¢popmor mexywezo rkommpons ycneeaemocmu: onpoc (0), mecmuposanue (T),
koumponvuas paboma (KP), konnoxeuym (K), scce (3), pegpepam (P), oucnym (1) u op.

Conep:xaHue TMCUUILTHHBI

TEMA 1: Ucropus pazsutus aenonpousBozctsa B Poccun (15 — 21 Beka).

Tpu nepuosia pa3BUTHS AETONPOU3BOICTBEHHOMN U cekpeTapckoi ciykO0bl B Poccuu. [IpukasHoe
nenonpou3BoscTBo (15-17 Bek). TexHosmorus co3maHus JOKyMeHTa B mpukasze. CBUTKOBOE
nenornpousBozcTBo. Komnexckoe nenonpousBoiactBo (18 Bek). 'enepanbHblit pernament 1720
roja. Beenenue unHa cekperapckoro u CTpykTypbl kaHuensipuu. Coznanue apxuBoB. Beenenue
nporenypsl perucrpauuu. Co3gaHue reHepaibHbIX (OPMYISIPOB ISl OCHOBHBIX JOKYMEHTOB.
HcnonauTenpHoe nenonpousBoacTtBo (19 Bek). YBenuueHrne KOJIWYECTBAa THUIOB JOKYMEHTOB.
VYcnoxxHeHne TeXHOJIOTuM paboTsl ¢ JokymMeHTamu. Co3nanue B Poccuu IIKONBI cekpeTapei.
[TocnepeBomtononHas pegopma B 06s1acT paboThI C JOKyMEHTaMH (COBETCKHM miepuon). Mnes
BBEJICHUSI 0€3perucTpalliOHHOTO JIeJIONpPOM3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTHM
paboThl € JOKYMEHTaMH B TOCJIEBOEHHbI mnepuoa 20-ro Beka. TeHACHUMH pa3BUTUA
JIeTONPON3BOJICTBA B 21 Beke.

TEMA 2: IIpoGiemMsl pocTa TOKyMEHTOO00pOTa.

[Tonsitue  “mokymentoobopoT”. TeHAeHIMHW  pa3BUTHS  JOKyMeHTooOopoTa. [lomsatue
“uHpopManmoHHoro Oaprepa”. [IpoOiembl, NOpOXKIAaEMble POCTOM JOKYMEHTOOOOpOTa.
[TpuuuHbl pocta OOKyMEHTOOOOpoTa. OOBEKTUBHBIE MNPUYMHBI POCTa JOKYMEHTOOOOpOTa
CyObeKTHBHBIE  OPUYMHBI  pocTa  JOKyMeHTooOopoTa.  CrmocoObl  peryaupoBaHHS
JIOKYMEHTO000pOoTa.



TEMA 3: CriocoObl paniMoHaIH3auy AeI0NPOU3BO/ICTBA.

KomMMmyHMKaTHBHas cuUCTeMa OpraHu3auud. PykoBoguTenb - KOMMYHMKATHUBHBIM —LIEHTP
OpraHH3aIiHu. WNudopmannonnsie HEPErpy3Ku PYKOBOJUTEIIS. OnTummszanus
JIOKYMEHTOIIOTOKOB B opraHuzauuu. OnrtuMusanus BXOJAIIMX JTOKYMEHTONOTOKOB. Meton
IPEIBAPUTEIILHOTO  PACCMOTPEHUsT NOKyMEHTOB. CoCTaBisIOIME YCIEIIHOCTH METOJA.
OnTuMu3anus UCXOIAIIUX JOKYMEHTOIIOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. /[lenermpoBaHue IpaBa HOJIMCU YacTH JIOKYMEHTOB.
BBenenne u pacnpoctpaHeHue Oe3JOKYMEHTHBIX (opM aenoBoro oOuieHus. Ontumusanus
BHYTPEHHUX JIOKYMEHTOIIOTOKOB. MeToJ ymnpaBieHUs @O0 OTKIOHEHUsM. Ontumuzanus
MH(POPMALIMOHHOT0 00eceueH s OpraHu3aLuy.

TEMA 4: TCHOY. YCOP/. Yaudukamus, popmaniu3anus, CTaHAapTU3AIUS JOKYMEHTA
Ucropust co3manus ['COY. Beegenune ['COY - rapantuss ONTHUMAaJIBHOCTH pabOTHI ¢
JOKyMEHTaMH B  OpraHm3ali.  YHHQUIMPOBAHHAS  CUCTEMa  OPraHHU3AIMOHHO-
paclopsiANTEILHON IeATENbHOCTH. Y HU(HUKAIUS TeKCTa JOKyMeHTa. Tpu crocoba yHubuKauu
TekcTa: Tpadaper, aHkera, Tabmuna. TpeboBanusi k Tpadapery. TpeboBaHus K aHKeETe.
TpeboBanus k Tabnuue. Popmanuzaius nHbopMauu B cucteMe ynpasieHus. CTanaapTu3anus
JIOKYMEHTA.

TEMA 5: OpranuzauuoHHasl rpynna J0KyMeHTOB. PacnopsautenbHas rpynna JJIOKyMEHTOB.
CripaBo4HO-HH(OPMAIOHHAS IPYTIA TOKYMEHTOB.

Cucrema opraHu3allMOHHO-IIPABOBOM JokyMeHTanuu. HazHaueHue u coctaB opraHu3aliMOHHO-
npaBoBoi JokyMmeHTanuu. CoctaBiieHue U 0(GOpMIIEHHE OTAEIbHBIX BHUIOB OpraHU3aLMOHHO-
IIPABOBBIX JOKYMEHTOB. CHcTeMa pacropsIuTeNbHON JoKyMmMeHTauuu. Ha3zHaueHue u coctaB
pacnopsAuTenbHON AoKyMeHTauuu. IIpouenypsl n3naHus pacnopsIUTENbHBIX JOKYMEHTOB Ha
NPUHIMIIAX eAMHOHadanus. [Ipouenypsl n3nanus pacropsaUTENbHBIX JOKYMEHTOB B YCIOBHSX
KoyieruanbHocTH.  OdopmileHue pacnopsIuTeNbHBIX JOKYMEHTOB. CHcTeMa CHpaBOYHO-
MH(OPMALlMOHHON JOKyMeHTanuu. Ha3zHaueHne u cocTaB CHpaBOYHO-UH(OPMALIMOHHON
nokymeHTtanuu. CoctaBieHre U 0hopMIIeHHE CIPaBOYHO-UH(POPMAITMOHHBIX TOKYMEHTOB.

TEMA 6: IlpaBuna opopmiieHus: JOKyMeHTOB. PekBu3nuTHbIN coctaB nokymeHnta. 'OCT 6.30-
2003.

[Tonsitne «pexkBu3uT». CocTaB PEKBU3UTOB JOKYMEHTOB. bnank nokymenTta. ®dopmyssip
nokymMmeHnTa. [IpaBuna opopMieHHs] peKBU3UTOB JOKYMEHTOB: rocyAapcTBEeHHBIN repd P®D, repO
cyobekra P®, »smOnemMa opraHusanuy, KOJbl OpraHM3aluu, KoJX (OPMBI JTOKYMEHTa,
HauMmeHoBaHue opranuzanuu, MHH, cnpaBounble qanHbIe 00 OpraHu3anuy, HAMMEHOBAHKE BUJA
JIOKYMEHTA, J1aTa ¥ HOMEp TIOKYMEHTA, CChIIKA HA AAaTy U HOMEP JOKYMEHTA, MECTO COCTABJICHUS
WIM W3JaHus JOKyMEHTa, Tpu¢ OrpaHMYeHHs JOCTynma K JOKYMEHTY, ajpecar, Tpud
YTBEPKACHUSI JOKYMEHTA, PE30JIOLUSA, 3arojlOBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJW4YUM NPUIOKEHHUH, TMOANKNCh, TpU( COITACOBAaHUS, BU3bBI
COIJIACOBAHUS, I€YaTh, OTMETKA O 3aBEPEHMM KOINHHU, OTMETKAa 00 HUCIIONHHUTENE, OTMETKa O
HaIpaBJIEHUU JIOKyMEHTa B JI€J0, OTMETKAa O IMOCTYIUIEHHH JOKyMEHTa B OpraHM3aluio,
AIIEKTPOHHBIN HJIeHTU(UKATOP.

TEMA 7: Opranuzanus ciyx6s1 JJOY

Cnyx0a JOKYMEHTAllUOHHOTO oOecreueHusl ympaBieHuss B opraHumsauuu. llens cosnanus
cnyx6b1 JIOY. 3amaun ciayxObt IOY. @ynkuuu ciayxObr  JOY. Tunsr cayx6 JOY B
pa3IMyYHbIX OpraHu3anusx. Pacuer komudecTBa CiyXaluxX U COTPYAHUKOB ¢ kKareropueit MOII
B ciyxk6e JIOY amst pa3iauyuHbIX KaTeropuii OpraHu3aiuii.



TEMA 8: TexHoJIoruu perucTpanuu 10KyMEHTOB

[lenu u 3amaud CcO3MaHMS KaHLEISIPUM B OpraHu3anuu. Jlemornpon3BOACTBEHHBIE OMNEpAIHH,
npou3BoguMble B KaHuenspuu. IlepBuynas oOpaGorka mokymenta. Peructpauus wu
WHACKCUpOBaHUEe JOoKyMmMeHTa. lloBTopHas oOpaboTka mokymenta. CrpaBouHas paboTa Mo
JOoKyMeHTaM. Tekyllee XpaHeHHE JOKYMEHTOB. PexxuM paboThl KaHUENSIpUU Ha MpUMEpe
JAHHOTO TojpasaeneHus Bonrorpaackoil odmactHoi agmunuctpanun. Crnenuduka o0paboTku
MPABUTEIBCTBEHHOM U CPOUHON KOPPECTIOHICHITHH.

Llenmu peructpanuu JOKYMEHTOB B opraHu3anuu. COCTaBIAIONIME MPOLEIYPHl PETUCTPAIUH.
[Toctpoenue UIIC no nokymentam. Tpu tumna UIIC. Kpurepuu Beibopa ontumansHo UIIC mo
JIOKYMEHTaM B OpraHH3alHH.

Ha CaMOCTOATEIIbHYIO pabory CTYJICHTOB o JACLIUIIIMHE b1.B.05
JlokymMeHTaoHHoe obecriedeHrne opranoB ' MY BBIHOCSATCS CIEIYIOIUE TEMBI:

Iy‘i Tema Bonpocsl, BeiHocumbie Ha CPC g::;:
1 2 3 4
[MpotuBopeunst B mOAXOMax K O(GOpMIICHHIO (0]
3asBieHUN. ABTOOMOrpadus.
Hcropust pa3BuTus

Tema 1 | nenonpou3BOACTBEHHOU U
CEKPEeTapCKOM CIyKOBI B
Poccuu IIpobnems! pocta
JIOKYMEHT0000pOTa
Ircoy. YyCOP.I. OcobeHHocTH MOATOTOBKH TPYIOBBIX 0]

Tema 2 yHH(bHKaHH;{, q)opMaﬂﬂgaHH;{, JOr0OBOPOB, coAeprKaIux cnenuduyeckue
CTaHJAPTU3ALHS JOKYMCHTA yenosust. OopmiieHre TpyI0BOrO JOr0BOpa.
Opranusarus ciyxos JJOY JlononHuTeNbHbIE YCIIOBHSA TPYIOBOTO (0]

Tema 3 noroBopa. OcoOEHHOCTH MOATOTOBKU TPYIOBBIX

JIOTOBOPOB,  COJEP)KAIMX  CICIU(PHICCKHIE
yenosusi. OpopMiieHre TPy I0BOTO JOrOBOpA.

Tema 4 | IIpaBuna opopmieHus OdopmieHre B TPyHOBOHl KHIDKKE 3amucell o (0]
JOKYMEHTOB COBMECCTHUTCIILCTBE. I/IcnpaBneHHe 3amuced B

TPYJOBOH KHIKKE.

Tema 5 | TexHOJIOrUM PETUCTPALUU U IIpukaz o mnpueme ©Ha padory. Ilpukaz o 0]
KOHTPOJISI HCTIOJTHEHUSI nepeBojie coTpyaHuka. IIprukas 06 yBoIbHEHUH.
JIOKYMEHTOB

Tema 6 | Opranuzanus paboThI ¢ JlokyMeHTHpOBaHHE OT3bIBAa W3  OTIIyCKa. [0
JIMYHBIME OOpaLIEHUSIMH Y4eOHBIH OTITyCK.
rpaXkJiaH B OpraHbl BJIACTU U
YOPABJICHUS

Tema 7 | Opranuszauus ciayx60it JOY OdopmIiieHre pacriopsANTENLHBIX JTOKYMEHTOB. 0
TEKYIIEro XpaHEHHUs
noxkymeHToB. [TocTpoeHue
HOMEHKJIATYpPHI J1e]1. ApXUBHOE
XpaHEHHE TOKYMEHTOB

Tema 8 | JIuHrBHCTHYECKHE Cucrema CIPaBOYHO-HH(POPMAITHOHHOM 0
0COOEHHOCTH TEKCTa JAOKYMEHTaLMHU.

JIokyMeHTa Jloruueckue
OCHOBBI PEIAKTUPOBAHUS
JIOKYMEHTAa




4. MaTtepuaJjibl TeKylIero KOHTPOJISl yCIIeBAeMOCTH 00y4A0IIMXCs U (DOH/T OI[EHOYHBIX
CPeACTB MO IMCUUILINHE

4.1. ®opmMbl M MeTOAbI TEKYIIEr0o KOHTPOJISI YCIeBAaeMOCTH W NPOMEKYTOYHOM
aTTecTalu.

4.1.1. B xone peanuzaruu qucuuiuinael b1.B.05S  JlokymeHnTanronHoe o0ecrieueHue
opranoB I'MY wucnone3yrorcs ciemyromme (GopMbl M METOABl TEKYLIET0 KOHTPOJIS
YCIIEBaEMOCTH 00YJarOITUXCS:

MeToabl TEKYLIEro KOHTPOJIst

Ne i/ HanMmeHnoBaHnue TeM (pa3jiesioB)
ycneBaeMoCTH

Ounas ¢popma

YcTHbli onpoc

Hcropust pa3BuTHs

Tema 1 JIeIOIPON3BOICTBEHHON U
CEKPEeTapCKOM CIyX OBl B
Poccuu IIpobnems! pocta

JIOKYMEHT0000pOTa
Ircaoy. yCOP/. YcrHBIH onpoc
Tema 2 Yuudukanus, popmanuzaius,
CTaHJapTH3aLHs TOKYMEHTa
Tema 3 Opranuzanyst cnyxos JOY VCTHBIH O1Ipoc
Tema 4 [Ipasuna odopmieHHs VcTHBIH onpoc
JOKYMEHTOB
Tema 5 TexHonoruu perucrpanuu u YcTHBIH onpoc
KOHTPOJIS UCTIOTHEHHUS
JOKYMEHTOB
Tema 6 Opranun3zanust paboTsl ¢ VcTHbIH onpoc

JUYHBIMHU 0OpaleHUsIMHU
rpakJIaH B OPTaHbl BIACTH U
yIpaBJICHUSI

Tema 7 Opranunzanus ciayxooi JOY VYeTHBI onpoc
TEKYIIETO XpaHEHHS
nokymenTos. Iloctpoenue
HOMEHKIIATYpPBI J1eJ1. ApXUBHOE
XpaHEHHUE JOKYMEHTOB

Tema 8 JIunreuctuueckue YcTHbI onpoc
0COOEHHOCTH TEKCTa
nokymeHta Jloruueckue
OCHOBBI PEIaKTUPOBAHUS
JOKYMEHTa

4.1.2. TlpomexxyTo4yHasi aTTecTalds HPOBOAUTCA B (opMe 3adeTa METOAOM YCTHOTO
oIpoca I0 MEPEYHIO IPUMEPHBIX BOIIPOCOB U3 11.4.3.

K cnaue 3adera mo IuCHUIIIMHE JOMYCKAKOTCSA CTYAEHTHI, IMOJIYYUBIINE HE MeHbIIe 60
O6autoB mpu  Tekymed arrecranuu. I[Ipu MOArOTOBKE K 3adeTy CTYAEHT BHHUMATENbHO
IPOCMaTPUBAET BOINPOCHI, MPEAYCMOTpPEHHbIE pabouyeil MporpaMMoN, M 3HAKOMHUTHCS C
PEKOMEHI0BAHHOW OCHOBHOM JIMTeparypoil. OCHOBOM [UIsl cjaud 3adeTa CTYACHTOM SIBIISIETCA
U3Yy4YEeHHE KOHCIIEKTOB OO30pHBIX JEKIUH, MPOCIyIIaHHBIX B TE€UEHHE cemecTpa, HHpopMalus,
MOJIydEeHHAasl B pe3yJIbTaTe CaMOCTOATENbHOM paObOThl, M MPAKTUYECKHE HABbIKH, OCBOCHHBIE NTPH
BBIIIOJTHEHUHN Sa)IaHI/Iﬁ B TCYCHHUEC CEMECTpA.

4.2. MaTtepuaJibl TEKyLIEro KOHTPOJIS yCIIEBAEMOCTH.
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Tema 1 Mcropus pa3sutus aemonponsBojictsa B Poccun (15 — 21 Beka).
Tems! pedepatos:

[onsTHE AETOMPON3BOACTBA

2 Bo3zHuKHOBEHHE AeTI0npon3BoAcTBa B Poccun

3 [Ipuka3zHoe JeIOIpPON3BOICTBO

4 CucreMa KOJUIeKCKOTO JeIIONPOU3BOICTBA

5 CucreMa MUHHCTEpCKOTO Aenonpon3BocTBa XIX - Hayana XX BB.

6 Panmonanu3zamus ynpasieHus U Aenonpon3BoacTsa B 1917 - 1941 rr.
7 YrpaBieHue 1 IeI0mpon3BoACTBO B 1945 - 1990-x rT.

8 CoBpeMeHHBIH 3Tan JeOMPOU3BOICTBA

Tema 2 IIpobGaemsl pocTa JOKYMEHTOO0OpOTA.

Bompocs! 1 ycTHOTO ompoca

1. Ucropus pa3sutus aeionpons3Boactsa B Poccun.

2. CoBpeMeHHbIE TEHACHIINN Pa3BUTHA JOKYMEHTO000pOTA.

3. O0beKTUBHBIE U CYOBEKTHBHBIE PUIUHBI POCTA IOKYMEHTOO00POTA.
4. CriocoOBbl COKpaleHust JOKyMEHTOO000pOTa B OpraHU3allny.

Tema 3 CriocoObI parioHaTH3aIHAN AETOTPOU3BOICTBA.

Bomnpocsl 1151 ycTHOTO onpoca

1. KommonenTs! cucteMsl JJOY, ux B3aUMOCBS3b U B3aUMO3aBUCUMOCTb.
2. ITapametpsl 3Tanonnoit mogenu CAOY B opranuszanuu.

3. O60ocHOBaHME 3HAYMMOCTH U HEOOX0AUMOCTH pannonanusanuu JOVY.

Tema 4 T'CHOY. YCOP/. Yuudwukamus, popmManuzamus, CTaHAapTH3AIN JOKYMEHTa
Bompocsr st yerHOTO OmIpoca

Coneprkanue NOHATUH “‘yHUUKAIML”, ”cTaHaapTuzanus”’, ~"Gopmanuzanus’.
YHaudwukaius Tekcta JOKyMeHTa: aHKeTa, TpadapeT, TadIuIa.

Tpadaper kak crocod yHUDHUKAIINN TEKCTa JOKYMEHTa

AHKeTa Kak croco0 yHu(pHUKaIMKU TEKCTa TOKYMEHTa

Tabnuia kak croco0 yHU(UKAIMU TEKCTa JOKYMEHTa

Tema 5 Opranm3anoHHasi Tpynma JOKYMEHTOB. PacmopsiuTenbHas TpyIma JTOKYMEHTOB.
CrnpaBouyHO-MH(pOPMAIMOHHAS TPYIIa JOKYMEHTOB,

Bompocsr aist yetHOTO OmIpoca

1. Cuctema OpraHM3alluOHHON JOKYMEHTALIUH.

2. Cucrtema pacrnopsANTEILHON TOKYyMEHTAITUH.

3. Cucrema HHPOPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIINH.

Tema 6 IlpaBuia opopmiteHHs JOKyMeHTOB. PekBu3utHbIH coctaB gokymenTa. [OCT 6.30-2003.
Bormpocs! 1 ycTHOTO ompoca

PexBH3HTHI yIIpaBIeHYECKUX JOKYMEHTOB U MpaBUiia UX OQOpPMIICHUS

[IpaBuna oopmiteHUs] pEKBU3UTOB 3ar0J0BOYHON YacTH

[paBuna odopmiteHUs] pEKBU3UTOB OCHOBHON YacTH

[IpaBuna odopmieHust peKBU3UTOB 0GOPMIISIOLIEH YacTh

Tema 7 Opranuzanus ciryx0s1 JJOY.
Tems! pedpepatos:

®DopMmel U cTpyKTypa cinyx0s1 JOY
[Monoxxenue o ciyxoe JJOY
JlomkHOCTHOM cocTaB ciyx0b1 JJOY
JIOJDKHOCTHBIE HHCTPYKITHH

®dopMmel U cTpyKTypa ciryx0s1 JOY

Tema 8 TexHOIOTUH PETUCTPALUU TOKYMEHTOB.
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Bomnpocs! 151 yecTHOTO onpoca

B 4em 3HaueHue perucTpaniu JOKyMEHTOB?

KakoBbl (hopMBI B IOPSIIOK PETUCTPALIUU TOKYMEHTOB?

Kaxue MoryT OBITH MECTa PETUCTPAIIUHU TOKYMEHTOB?

Heo0Oxoaume! i OpMBI aBTOMATH3AIIUN PETHCTPANNN JOKYMEHTOB?
Bomnpock 1o coneprkaHuio yueOHOM TEMBI:

UYro Takoe HaeKcaIys JOKYMEHTOB?

Kak opranuzoBath cripaBOYHO-HHPOPMAIMOHHYIO PabOTy ¢ JOKYMEHTaMH?
Kakue ObIBatoT xypHaIbl PErHCTPALUK JOKYMEHTOB?

Tema 9 TexHOIOTHH KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB

Bormpocs! 1 ycTHOTO ompoca

Kakue mokyMeHThI HEOOXOAMMO KOHTPOJIUPOBATh

CpoKH HCITOTHEHHSI TOKYMEHTOB

O06o0menne, aHanw3 W KCIIOJNB30BaHUE JAaHHBIX OO0 WCIONHEHWH JOKYMEHTOB B YCIOBHSX
TPaJUIMOHHON ¥ aBTOMATH3UPOBAHHOHN TEXHOJIOTHH 00paObOTKH JOKYMEHTOB.

Tema 10 Opranmzamus ciyx6oii IOY Ttekymero xpaHeHusi gokymeHToOB. I[loctpoenme
HOMECHKJIATYpBl J€J. ApPXUBHOE XpaHeHHE JOKyMeHTOB. Opranusanus ciayxoOoii JJOY apxuBHOrO

XPaHEHHUsI JOKYMEHTOB.

aKTa,;

Bormpocs! 1u1st yctHOTO ompoca

Ionstue ”neno”. Ilpu3Haku 3aBeIeHUS JEI.

TexHonorus co3gaHusi HOMEHKJIATYpbl B OpraHU3alluH.

BHenpenre HOMEHKIATYPHI JIeII.

AHanM3 KOHKPETHOM HOMEHKJIATYPhI JeT - CAMOCTOSATENbHAs padoTa.
TexHomorus crimcaHus JOKYMCHTOB B apXHB. 9KCHepTI/I3a LOCHHOCTHU JOKYMCHTOB.
OcobenHocTy 0(hOPMIICHHS APXUBHOTO JICIIA.

@OyHKIMM apXyBa B OPraHU3aIny.

OcobenHocTH paboThI ¢ apXUBHOM HH(pOpMannei

NN R WD =

BOHpOCLI U TECCTUPOBAHUS:

1. YMenus: YTBepKIeHNE TOKYMEHTOB IIPOU3BOIUTCS:
a) IPOCTaBJIEHHEM I'pU(a WIH U31aHHEM CaMOCTOATEIIBHOTO PACTIOPSIIUTENBHOTO aKTa;

0) TmoamMcCaHWEM WM TNPOCTaBlieHHEeM rpuda, WIK H3JaHHEM  CaMOCTOSTENLHOTO
PacHoOPSAUTENHHOTO aKTa;
B) TIpOCTaBJIEHHEM TpUda P 0THOBPEMEHHOM H3/IaHUH CAMOCTOSTENFHOTO PACTIOPSAUTEIBHOTO

1") NoANMCaHuEM MU MPOCTABJICHUCM rpH(i)a nopu OJHOBPEMCHHOM H3JdHUU CaMOCTOATCIIBHOIO
pacrnopAaAUTCIbHOTO aKTa,

2. 3Hanwus: /{enonpon3BoACTBO U JOKYMEHTAIIMOHHOE 00ECIICUeHHE YIIPABICHHUS:
a) pa3IMyaroTCs 00JIACTIMH UCIIOE30BAHUS;

0) UICHTUIHBIC TTOHATHS;

B) Pa3NNYarOTCA BUJAMH OTIepaIliii;

T') pa3IMYyaroTCcs IO BHJAM OPTraHU3aINi, B KOTOPBIX UCTIOIB3YHOTCS.

3.JloKyMeHT omnpeensercs Kak:
a) 3HaHUs: HOCUTENb MHPOPMALIUU B CUCTEME YIIPaBICHMUS;
0) uapopmanusi Ha MaTrepUalbHOM HOCUTENE C PEKBU3UTAMH, IO3BOJISIFOIIUMHU

UACHTU(OUIINPOBATE;

B) KaueCTBEHHAsl XapaKTePUCTUKA YIPABICHYESCKOW HHPOPMAIHH;
I') CBEOEHMs, MOATBEpXkIatomue GpakT 00beKTUBHOM IEHCTBUTEILHOCTH.

12

cC



4. 3nanns:UnH cexkpeTapsi, apXuBapuyca, CTpYKTypa KaHIEISIPHUS TOSBUIHCH B TIEPHUO:
a) MPUKA3HOTO JEIOTPON3BOJICTBA;

0) KOJUISKCKOTO JICTIONPOU3BOJICTBA,

B) MUHUCTEPCKOTO JACIONPOU3BOICTBA.

5. 3nanus:[IpukasHoe memonpon3BoacTBo B Poccuu
a) 16-18 Beka;

6)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Beka.

6. 3nanusa:Komnexckoe aenonpon3BoacTBo B Poccun
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. YMenusa: OTMEHA JOKYMEHTA:

a) pacTpocTpansieTcs Ha Oy IyIIue MOCIeCTBHUS TOKyMEHTA;

0) pacnpocTpaHsieTcsl Ha y)Ke HACTYIHBIINE TIOCIEACTBUS TOKYMEHTA;

B) pacmpocTpaHseTcs: Ha OyIylire U yKe HACTYMUBIINE MTOCIEICTBHS JOKYMEHTA;
I') pacpoCTpaHsieTcs Ha MOTCHIUAIbHBIE IIOCIIEACTBIS JOKYMEHTA,

8. 3nanus: CBUTKOBOE CTOJIOIIOBOE JCIIOMPOU3BOICTBO C(HOPMUPOBATIOCH B TICPUO/;
a) MPUKA3HOTO JEIOTPON3BOJICTBA;

0) KOJIJIEXKCKOTO JEeTONPON3BOCTBA;

B) MHUHUCTEPCKOTO JIEJIONPON3BO/ICTBA;

T)UCIIOJIHUTENIBHOTO JIEJIONPOU3BOJICTBA.

9. Ymenust: JIoKyMEHTOOOOPOT OMpeNeNsIeTcs Kak:

a) COBOKYIHOCTh B3aMMOYBSI3aHHBIX IPOLELYp, 00OSCIEUNBAIOLUINX IBI)KEHHE HOKYMEHTOB B
YUPEKACHUH;

0) IMPKYJSIKS TOKYMEHTOB OpraHU3aIHH;

B) IOKYMEHTbI OpraHU3al11, HAXOAAILINECS B IBIKEHHUH;

I') JOKyMEHTOOOMEH OpraHu3alMy ¢ BHELIHEH MH(POPMAMOHHON cpellol, obecneunBaromuil ee
a¢dexTrBHOE (PYHKIIMOHHPOBAHHE.

10. 3nanus: TeraeHIMHM pocTa TOKYMEHTOO00POTA SIBIISTFOTCS:
a) TIO3UTHBHBIM SIBJICHHEM COBPEMEHHOCTH;

0) HEraTUBHBIM SIBJICHHEM COBPEMEHHOCTH;

B) HETATUBHBIM SIBJICHHEM Pa3BUTHS [[UBUIIH3AIIHN;

T') TO3UTHBHBIM SBJICHHUEM Pa3BUTHS IIUBUIN3AIINH .

11.0OcHOBHBIE IPUYKHBI POCTa TOKYMEHTO000POTa SBIISIOTCS:
a) palMOHAJIbHBIE, HPPALMOHAIBHBL;

0) perynupyemsie, HEpeTyIupyeMbIe;

B) OOBEKTUBHBIMH U CYOBEKTHBHBIMHU;

I') HETaTUBHBIE, IO3UTHBHEIE.

12. 3nanus:O0beKTUBHBIC IPHYUHBI POCTa JOKYMEHTO000pOTa
a) (hopMHUPYIOTCS 110 BOJIC U KEJIaHUIO JIIOJIEH;

0) GopMupyrOTCS IOMUMO BOJIM M KEJaHHUS JIIOJCH;

B) (OPMHPYIOTCS IO BOJIE TOCCTPYKTYD;

r) (OPMHUPYIOTCS IO BOJIE TOCCTPYKTYP U JKETAHHIO JIFOZEH.

13. 3nanusa: CyObeKTUBHBIE IPUYHHBI POCTa JOKYMEHTOO000pOTa
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a) opmupyrorcs Gnarogapsi aAIMUHUCTPATUBHBIM ICHCTBHAM JTIOJCH;
0) (bopMHUPYIOTCS 10 BOJIE CYyOBEKTOB rOCYAapCTRa;

B) (opmupyroTcs o Boe cyOBEKTOB YIPaBICHUS;

r) (OpPMHUPYIOTCS MO BOJIE U JKENaHUIO JIIOACH.

14. Ymenus: CriocoO0M palimoHa N3y JOKYMEHT0000pOTa MOKHO Ha3BaTh
a) METO/I YIIPaBIICHUS TI0 OTKIOHCHUSIM;

0) KONWYECTBEHHBIA aHAIN3 JOKYMEHTO000POTa;

B) CUTYaTHBHBIN aHATN3 JOKYMEHTOO0O0POTA;

I') KAUeCTBEHHBIN aHaJIU3 JOKYMEHT0000poTa.

15. Ymenuns: OntuMu3anusg JOKyMeHTO000poTa B OpraHW3alliy prU3BaHa
a) 3aMEJUTHTh U COKPATHTh JIOKYMEHTOO0OPOT;

0) COKpaTUTh JOKYMEHTOO0OPOT;

B) YCKOPHTBH JOKYMEHTOO0O0POT;

T') COKPAaTUTh B YCKOPUTH TOKYMEHTOOOOPOT.

16. YMmenus: MeTton npeaBapUTEIbHOTO pACCMOTPEHUS JOKYMEHTOB IPUMEHSETCS B OTHOLLEHUU
a) BXOZSIIETO JOKYMEHTOIIOTOKA;

0) BHYTpEHHETO JJOKyMEHTOIOTOKA;

B) UCXOJAIIETO TOKYMEHTOIIOTOKA;

T) TF000T0 JOKYMEHTOTIOTOKA.

17. YMmenus: Meton ynpaBieHUS 110 OTKIIOHEHUSIM
a) BXOZSIIETO JOKYMEHTOIIOTOKA;

0) BHyTPEHHETO JOKYMEHTOITOTOKA;

B) UCXOJAIIETO TOKYMEHTOIIOTOKA;

T') J1I000T0 TOKYMEHTOIOTOKA.

18. YMenus: Pabota ¢ koHbUACHIMAIBHOM HHDOpMAIUEH BKIIIOYAET B ceOs:

a) TeXHMYECKUE acekThl odecnieuenus KU;

0) TeXHUYECKHE 1 HOPMATHBHO-TIPABOBbIC acrekThl obecneuenus KU,

B) OpraHM3aIlMOHHbIE acneKThl obecneuenus KU;

') TEXHUYECKUE, OPTraHU3aIMOHHBIC M HOPMATHBHO-TIPAaBOBbIC acliekThl o0ecnieueHust KI.

19. 3HaHusA: ABTOMAaTHU3HPOBAHHBIN JOKyMEHTOOOOPOT MPU3BaH HA COBPEMEHHOM JTaIe:

a) MOJIHOCTBHIO 3aMEHUTH OYMasKHBIIA;

0) mpoay0IMpOBaTh OYMaXKHBIIH;

B) Pa3leNUTh C OyMa)XHBIM JOKYMEHTOIIOTOKH (BXOMSAIINE, UCXOSIINE, BHYTPEHHHE)

T') pa3ienuTh ¢ OyMaKHBIM HHPOPMAIIMOHHBIE TIOTOKH (YacTh JOKYMEHTOB - 3JIEKTPOHHbBIE, YacTh
- OyMaKHBIE)

20. Ymenus: OnTuMuzanusi JOKyMEHTO00OpOTa B OpraHM3alliM, B MEPBYIO OUYepeab, SBISETCA
byHKIMEH:

a) PyKOBOAMTEJISI OpraHU3aLuHy;

0) ciyx0b1 J1I0Y;

B) BCEX COTPYJHHUKOB OpTaHH3aIlUH;

T') PYKOBOJANTENEH CTPYKTYPHBIX MTOAPa3ACTICHHIM.

21. 3nanus : Coyxo6a JI0OY, B uaeaie, moIuuHAETCS:
a) HaIlPSIMYIO PYKOBOJINTEIIO;

0) 3aMeCTUTENIO PYKOBOJUTEIIS;

B) HaYaJIbHUKY OT/IeNa Ka/IPOB;

I') HAUTbHUKY IOPUMUYECKOM CITYKOBI.

22. 3nanus: Y COPJI sBnsietcst:
a) yIpaBJIeHHEM CUCTEMOU OpraHU3aIMOHHON EeATeIFHOCTH;
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0) YCOBEPIIIEHCTBOBAHNEM OPTaHU3AIMOHHON NEATCILHOCTH;
B) YHU(PHUITUPOBAHHON CHCTEMOU TOKYMEHTOB;
') YHUBEPCAIBHOM CUCTEMON OPraHNW3allMOHHO-PACTIOPSIUTEIBHOMN JIOKYMEHTAIUH.

23. 3raausa:I'CJIOY — sro:

a) TPOXIaHCKask CHCTEMa JIOKYMEHTAIHOHHOTO 00eCTICUeHHS YITPABIICHUS;

0) reHepalibHas CUCTEMa JIOKYMEHTAITMOHHOTO 00ECIICUCHUS YIIPABJICHUS;

B) rOCYIapCTBEHHASI CHCTEMA JIOKYMEHTAIIMOHHOTO 00eCIeUeHsI yIIPaBICHHS,

T') TOC-MYHUIIMIIATBEHAS CHCTEMa JIOKYMEHTAITHOHHOTO 00ECICUeHHs YIIPaBIICHUSI.

24. Ymenus: Tpu criocoba yHHU(UKAIUH TEKCTa JOKYMEHTA:
a) TpadapeT, aHKeTa, Ta0IHIA;

0) cxema, rpaduk, KaprTa;

B) omeporpamma, ans06om (Gopm, MapuipyTorpamma;

r) TpadapeT, aHkeTa, Tabnwuia, rpadux.

25. YMmenus: TekcT aHKETHI CHEHAINCTEI HAa3bIBAIOT:
a) HECBS3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTAaKCUUYECKHM;

') COKpaIICHHBIM.

26. 3nanusa: OpraHu3aloHHO-PaCIOpAAUTENbHAs IpyIa JOKYMEHTOB:
a) CyIIECTBYET B KaXK/I0i OpraHu3aliu;

0) CyIIIECTBYET B OpraHax BIIACTH U YIPABJICHHUS,

B) CYILECTBYET B TOCYAapPCTBEHHBIX YUPEIKICHUAX;

T') CYIIECTBYET B FOCYJAPCTBEHHBIX U MYHHLIMTIAIBHBIX YIPEKICHHSX.
27. 3Hanus:PekBU3UTOM Ha3bIBAETCS:

a) SJIEMEHT JIOKYMEHTa;

0) nH(OpPMAIIMOHHBIH JIEMEHT TOKYMEHTA;

B) HOCHUTENb HH)OPMAIIHH;

I') BCIOMOTaTeIbHOE CPEACTBO 0(OpMIIEHHE JOKYMEHTA.

28. 3nanus:HocurensiMu nHGOpMAIIUHN SBIISIOTCSL:

a) Oymara, IJIacTHK;

0) Oymara, IIacTHK, BHJIEO, ayHO - JICHTHI;

B) 000 MaTepuaibHBIN 00BEKT, HA KOTOPOM HaHeceHa WHPOpMaIus;
I') anupyc, nepramenT, oymara, IIacTHK.

29. Beaymas 3a/1aua KaHLEISPUH:

a) OpraHuv3oBaTh U NMOAACPKHNBATH I[OKYMGHTOOGOPOT B OpraHu3aly O €AWHBIM IIPpaBUJIaM,
0) mpoBepsATh padoTy C JOKyMEHTaMU B OPTaHU3AIMH M HaKa3bIBAaTh 32 HAPYIICHNUS;

B) PEKOMEH/I0BATh PYKOBOJHTEIIO CIIOCOOBI OpraHU3aIK TOKYMEHTO000pOTa;

I‘) MAIIMHOIIMCHBIC U SKCIICIUIIMOHHBIC OII€palui C JOKYMCHTaAMU.

30. Ymenus: TexHOMOTHs perucTpalui JOKYMEHTOB ObIBAIOT:
a) IEHTPAJIN30BAHHEIE,

0) EeHTpaITM30BaHHBIC U ACTICHTPAITN30BAHHBIC,

B) JELEHTPAIN30BaHHBIE;

T') LEHTPATU30BaHHBIC, ACTIIEHTPAIN30BaHHbIE, CMEIIaHHBIE.

31. Ymenus: TexHOIOTHS KOHTPOJISI HCIIOJIHEHUS IOKYMEHTOB IPEII0JIaraeT:
a) KOHTPOJIb KaYeCTBA NCTIOTHEHHS,

0) KOHTPOJIb Ka4eCTBA U CPOKOB HCITOTHCHHSI,

B) KOHTPOJIb CO3JIaHUS M OTIIPABKU JOKYMEHTA ajpecary;

') KOHTPOJIb Pa3pelIeHUs BOIIPOCOB, OTPAXKEHHBIX B JOKYMEHTE.
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32. Ymenus: OnpeneneHne TOHITHS «IEI0»:

a) Tmarnka ¢ JOKyMEHTaMHU;

0) JOKYMEHTBI, OTHOCSIIIMECS K OJTHOM MPo0IieMe;

B) ICPBUYHBIN JIOKYMEHTHBINM KOMIUIEKC, CTPYIITUPOBAHHBIN 110 KAKOMY-THOO0 MMPU3HAKY;

I') TIEPBUYHBIA JOKYMECHTHBIH KOMIUICKC, CTPYIIUPOBAHHBIA 1O HJCHTUYHBIM PEKBU3UTAM
JIOKYMEHTA.

33. Ymenus: Homenknarypa gen:

a) IOKyMEHT, B KOTOPOM NIepEUUCIICHBI TJIABHBIC JIeJIa OpPraHu3alny;

0) IOKYMEHT, B KOTOPOM MEPEUHCIICHBI BCE Jiefla OpraHn3allH;

B) MPUMEPHBIA CIIHCOK JIeJI, HEOOXOANMBIX K 3aBEJICHUIO B OpraHU3aluH;
T') TOKYMEHTBI, OTHOCAIINECS K OHOM mpoodiemMe.

34. YMmenus: ApxuBHOE XpaHEHHE JOKYMEHTOB HEOOX0AUMO:
a) JU1s1 IOBTOPHOT'O HCIIOJIB30BAaHUs JOKYMEHTOB;

0) A1 OTYETHOCTH MEPE]] BHILIECTOSIUMH OPTaHU3aLUIMHY;
B) Ha cIyd4ail mpomnaxu JOKyMeHTa B OpraHU3ally;

I') Ha CiIy4dail ynpa3gHeHHs OpraHu3alyH.

35. 3naHus: SI3bIK TOKYyMEHTOB OTJIMYAET:

a) 00pa3HOCTh U Pa3HOOOPA3HE A3BIKOBBIX CPEJICTB;

0) TOYHOCTH M CY’)KEHHE THana30Ha SI3bIKOBBIX CPECTB;
B) HCIIOJIb30BaHUE MTPOPECCHOHAIN3MOB;

F) HUCIIOJIB30BaHUEC NJUAJICKTU3MOB.

36. Hapeiku: Kakast ppasa HeymecTHA B JOKYMEHTE U HYK/Ia€TCS B pEAaKTHPOBAHUU:
a) «IIPOCUM YCKOPHUTH pEIIeHUE BOIIPOCA...»;

0) «3a HEOOOCHOBAHHBIN TPOTYL...»;

B) «npeacTaBbTe Bammm npennoxkeHus B yKa3aHHBIE CPOKH...»;

') KKOHTPOJIb UCIIOJHEHUS BO3TIAraercs. ..»

37. HaBbikn: Opranu3zanoHHas rpymnmna JOKyMeHTOB.

a) ycTaB, [OJIOXKEHHUE, [IPAaBUIIa, HHCTPYKIINS;

0) ycraB, IOJIOKEHHE, TUIaH, HHCTPYKIIUS;

B) YCTaB, OTYET, IPAaBUIIA, HHCTPYKILIHS;

I') ycTaB, NOJIOXXEHUE, IPAaBUIIA, HHCTPYKLHUS, PETJIAMEHT.

38. HaBbiku: PacmnopsinuTenbHas TpyIina J0KyMEHTOB.

a) MOCTaHOBJICHHE, PACIIOPSLKEHUE, PELICHUE, TPUKa3, YKa3aHUE;

0) yka3, IOCTaHOBJIEHHE, PACHIOPSKEHHE, IPUKa3, yKa3aHUe

B) YKa3, IOCTaHOBJICHUE, PACIIOPSDKEHHE, PEellIeHHe, IIPUKa3, yKa3aHue
I') yKa3, HOCTaHOBJIEHHE, PACTIOPSLKEHHUE, PELICHUE, IPUKA3.

39. HaBwiku: CripaBouHO-HH(DOpMAIIMOHHAS TPYIIIA JOKYMEHTOB.
a) JOKJIagHas 3amicKa, akT, IPOTOKOJ;

0) moroBop, ciykeOHasl 3a1McKa, HHCTPYKLIUS;

B) CTIpaBKa, yKa3aHHe, 3asBJICHIE;

T) TelerpaMma, TeneoHorpaMma, ykazaHue.

40. Haswiku: [IpaBuna oopmnenus pekBu3nutos, otpaxennsie B [OCT P 6.30 -2003.
a) HOCSIT 003aTEeNbHBIN XapaKTep;

0) HOCSIT peKOMEHJATENbHBIN XapakTep;

B) HOCSIT AMPEKTUBHBIN XapaKTep;

T') HOCSIT PEKOMEHIATeIhHO-0053aTENbHBIN XapaKTep;

41. HaBeiku: Opranuzanust cinysx00# JJOY Tekyriero XxpaHeHUs JOKyMEHTOB.
a) OHO OCYIIECTBIISIETCA B OTHOIIEHUH MCIIOJIHEHHBIX TOKYMEHTOB
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0) OHO OCYIIECTBIIAETCS B OTHOIIIEHIH HEUCTIOTHEHHBIX TOKYMEHTOB
B) OHO OCYIIECTBIISIETCS] B OTHOIICHUH JOKYMEHTOB Ha KOHTPOJIE
') OHO OCYIIECTBIISICTCS B OTHOILIEHUH MMPOCPOYCHHBIX JOKYMEHTOB

42. HaBwiku: [Ipuka3 - OCHOBHOM paciopsIIUTENbHBIA JOKYMEHT B OpTraHU3aIliH. BUIBI IPUKA30B:
a) 10 IMYHOMY COCTaBY, OTIEPATHBHON EATEIbHOCTH;

0) 10 INYHOMY COCTaBY, XO3SIICTBEHHOM JEATEIbHOCTH;

B) KaJpOBBIE, IO TEKYIIEH NeSTeIbHOCTH;

T') 10 TIUIHOMY COCTaBy, OOIIeH Nes TN HOCTH;

43. HaBbiku: TeKCT akTa COCTOUT H3:

a) 000CHOBBIBAIOIIEH, KOHCTATUPYIOIIEH, PEKOMEHAYIOIEH YacTH;
0) BBOAHOMH, (DaKTHUYECKOM, pEKOMEHIYIOIICH YacTu;

B) BBOJIHOM, KOHCTaTHUPYIOLIEH, NTOTOBOM YacTH;

T') BBOJHOH, KOHCTATHUPYIOIIEH, PEKOMEHTYIOIIEH 9acTH;

44. Habiku: JloknagHas U cykeOHast 3alTUCKH:

a) B 3HAUUTEIILHOHN CTENEH! HACHTUYHBI IO OQOPMIICHHIO U COEPKAHHUIO;
0) TPOTUBOIIOCTABIIEHBI TIO OPOPMIIEHHUIO U COICPIKAHUIO;

B) 110 0()OPMIICHUIO COBIAJIAIOT, 110 COAEPKAHUIO IPOTUBOIIOCTABIICHBI;

T') WACHTHYHEI 110 COJEPKAHUIO, PA3INIAIOTCS 10 OPOPMIICHHIO;

45. HaBoixku: TpeboBanus Kk 0hOpMIICHHIO 00BSICHUTEIBHOM 3aITUCKH:
a) COCTaBJIsIeTCs OT MEPBOTO JIHIA

0) cocTaBiseTCs OT TPETHErO JINIIA;

B) COCTABIISIETCSI OT TPYTIIIBI JIHII;

T') COCTaBISIETCS OT HAPYIIUTENS TUCIIUIUTUHBL.

46. HaBbiku: TpeboBanus K 0hOpMIICHHIO TOCTAHOBJICHHUSL.

a) COJIEP)KUT KOHCTATUPYIOIYIO U PaCTIOPSAUTENLHYIO YaCTH;

0) coep>KUT 000CHOBBIBAIOLIYIO, KOHCTATHPYIOIIYIO M PACTIOPSANTEIBHYIO YacTH;
B) COJICPIKUT PA3bSICHUTEILHYIO, KOHCTATHPYIOIIYIO M PACIIOPSAUTEIBHYIO YaCTH;
T') COIePKUT 00OCHOBBIBAIOIIYIO, KOHTPOJIHUPYIOIIYIO ¥ PACHOPAAUTEIbHYIO YaCTH;

47. HaBwiku: TpeGoBanus K 0OPMIICHHIO HHPOPMAIIMOHHO - aHATUTUIECKON 3aITUCKH.

a) HOCUT PEKOMEH/IaTEeIbHBIN, HAYIHO-UCCIICIOBATEIBCKU, TIOSICHSIFOIITII XapakTep;

0) HOCUT PEeKOMEHIaTEIbHBIN, MOSICHSIONINN XapaKTep;

B) HOCHT PEKOMEHAATEIIbHBIN, HCCIIEI0BATENbCKUHN, OACHSIOMNI XapaKTep;

T') UCTIOJNIL3YETCS IS Tiepeiad He0OXO0JMMOM HHPOPMAIMH B TIETISX pa3penieHus mpoOIeMbl.

48. HaBwiku: TpeGoBanus K 0(OPMIICHHIO TPOTOKOIIA:

a) 4aCTH TEKCTa: BBOJIHASI(CIIYIIANH - BBICTYHIN-PELLINIIN ), OCHOBHAS ;

0) "JacTH TeKCTa: TOBECTKA JIHSI, OCHOBHAS (CIYIIaTN-BBICTY UM -PEIINIIH);
B) YaCTH TEKCTA: BBOAHAs, IOBECTKA JIHS, CBEACHUS O MPUCYTCTBYIOLINX ;
I') YaCTH TEKCTa: BBOJHAsL, OCHOBHAS (CIIyIIATN-BBICTYIHIH-PELININ).

49. HaBpiku: TpeboBanwus K 0o(hOpMIICHHIO TOTOBOpA:

a) 00s13aTeNTbHOE KOJIMYECTBO YYACTHUKOB CTOPOH — JIBA;

0) o0s3aTeIpHOE KOTNYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTEIHPHOE YKa3aHME OTCHUIOK K 3aK0HaM P;

r) o0s13aTeIbHOE OPOPMIICHUE PEKBU3UTHOTO MUHUMYMa JI0TOBOPA;

50. HaBbikn: AHHyNIHpOBaHWE TOKYMEHTA!

a) pacrpocTpaHsIeTcs Ha OyayIue MOCIeACTBUS JOKYMEHTA;

0) pacnpocTpaHsieTcsl Ha y»e HACTYNHBLIME TOCIEACTBUS JOKYMEHTA;

B) pacIpocTpaHsieTcs Ha OyAyIIHe 1 yXKe HaCTyNHBIINE ITOCIEACTBHS JOKYMEHTA,
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T') pacTpoCTpaHsIeTCs Ha MOTEHINAIbHBIE TIOCIECTBHS JOKYMEHTA;

HIkaJa oneHUBaHUA

YcTHBI onipoc

VYpoBeHb 3HAHUM, YMEHMH UM HAaBBIKOB OOy4Yarolerocs IIpM YCTHOM OTBETE BO
BpeMs TPOBEJCHUS TEKYIEro KOHTpOJs ompenensercs Oamtamu B auamazone 0-100 %.
KpurepusiMu oLieHUBaHMs IPH IPOBEJEHUN YCTHOTI'O ONPOCA SIBJISETCS IEMOHCTPALIUS OCHOBHBIX
TCOPCTUICCKUX HOHOX(CHHﬁ, B paMKax OCBaMBacMOM KOMIICTCHI WU, YMCHHC IIPUMCHATH
IOJyYeHHblE 3HAaHUS Ha [PaKTHKE, OBJIAJEHHE HaBbIKAMU aHalW3a M CHUCTEMaTU3aluu
uH(pOpMaLMU B 00JIaCTH YIIPaBICHHS KAYECTBOM.

IIpu oneHMBaHUM Pe3yJITATOB YCTHOI'O OIpOCA MCIOJB3yeTcs cienyromas mkana [lpu
OLICHMBAHUM PE3YJIBTATOB YCTHOTO ONPOCA UCIIOJIB3YETCs CIEAYIONIAs IIKaIa OLEHOK:

100% - 90% | Yyamuiicss JTeMOHCTPUPYET COBEPIIEHHOE 3HAHHE OCHOBHBIX TEOPETHUYECKUX IMOJIOKCHUHU, B
paMKax OCBaMBaeMOW KOMIICTCHIIMH, yMEET NPUMEHATh JeHCTBYyIOIIEee OOKETHOS
3aKOHOJIATENIbCTBA B CBOEH NPO(eCCHOHANBLHO AEATEIbHOCTH, BIaJIceT HaBbIKaMH aHaIn3a
JIeHCTBYIONIEH Or0IKETHOM cuctemMbl PO

89% - 75% Yyanmiicss JeMOHCTPHUPYET COBEPIICHHOE 3HAHWC OOJBINCH YaCTH OCHOBHBIX TEOPETHUCCKUX
MOJOKEHUM, B paMKaXx OCBaMBaE€MONl KOMIIETEHLIMHM, YMEET MPUMEHATh JEUCTBYIOIIECE
OIODKETHOE 3aKOHOJATEIhCTBA B OTHENBHBIX cepax NpoPecCHOHANBHOW IesTeIbHOCTH,
BJIaJICET OCHOBHBIMHM HaBBIKAMM aHAJIM3a JCHCTBYIONICH OI0KETHON cHCTeMbI PD

74% - 60% VYyamuiicss AEMOHCTPUPYET JOCTAaTOYHOE 3HAHUE OCHOBHBIX TEOPETHYECKHX IIONOKEHUH, B
paMKax OCBaMBacMOW KOMIICTCHIIMH, YMEET NPHUMEHSATh JeHCTByIomee OmKeTHOE
3aKOHOJIATENNbCTBA B OTAEIBHBIX chepax MpodecCHOHANEHON AEATEIBHOCTH, YACTHYHO BIIAJICET
OCHOBHBIMH HaBBIKAMM aHAJIHM3a ACHCTBYIONICH OI0KETHON cHCTeMbl PO

MeHee 60% | Yyammiics IEMOHCTPUPYET OTCYTCTBHE 3HAHMM OCHOBHBIX TEOPETHYECKHX MOJOXKECHHUH, B
paMKax OCBaMBAaEMOH KOMIICTCHIIMM, HE YMEET IPHMEHATh [EHCTBYIOIEe OIOKETHOE
3aKOHOJIATENNbCTBA B CBOEH IPO(eCCHOHATIBHON AEATEIBHOCTH, HE BIaJCeT HAaBBIKAMH aHaJIN3a
JIEHCTBYIOIIEH OFOKETHOM cucTeMbl PD

TecrupoBanue

VYpoBeHb 3HAHUM, YMEHMH U HaBBIKOB OOYyYalolIerocss NpH YCTHOM OTBETE€ BO
BpeMsl IIPOBEJEHUS TEKYIIEro KOHTpoJisd ompenensercss Oamnamu B auanazoHe 0-100 %.
KpureprieM oneHUBaHUS TNpU TNPOBEICHUM TECTUPOBAHUS, SIBISETCS KOJWYECTBO BEPHBIX
OTBETOB, KOTOpBIE Jal CTYJEHT Ha Bompockl Tecra. llpm pacdere kosmmdecTBa Oanos,
MOJYYEHHBIX CTYIEHTOM IO UTOraM TeCTUPOBaHMS, UCIIONIb3YyeTcs cieayromas popmyna:

b= £><100% ,
0

rne b — xonmmdecTBO OayIIOB, MOMYYEHHBIX CTYJICHTOM 10 HTOTaM TECTHPOBAHUS;

B — konMyecTBO BEpHBIX OTBETOB, JAHHBIX CTYAEHTOM Ha BOIIPOCHI TECTA;

O — of1ee KoaMuecTBO BOIIPOCOB B TECTE.

4.3. OueHo4HbIe CPEACTBA AJIsl IPOMEKYTOYHOMH ATTECTALUH.

4.3.1. IlepeyeHb KOMIETEHUMI ¢ YKa3aHHEM 3TAIOB UX (pOpMHUPOBAHHA B IIpoLecce
O0CBOeHHA 00pa3oBaTebHOI nporpaMMmel. Iloka3zaTean nu KpuTepuu OEHUBAHUS
KOMIIETEHIHI € y4eTOM 3Tana ux (popMUPOBaAHUSA

Kon HaunmenoBanue Kon HaunmeHoBaHue Tama 0CBOEHUS
KOMIICTCHIIHH KOMIICTCHIIMH JTarna OCBOCHUS KOMIICTCHIIMH
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KOMIICTCHIIMHN

IK-10

CrniocoOHOCTh BbIpabaThIBaTh
peLICHUs, yYUTHIBAIOIUC
MIPaBOBYIO U HOPMATUBHYIO

IK-10.2.1

CrnocoOHOCTh BBIpabaTHIBATh
peLIeHus], yYUTHIBAIOIINE
NIPaBOBYIO U HOPMATHBHYIO 0a3y

0azy
9Tan ocBoeHUs IToxka3aTenn OLICHUBAaHUA KpHTepuﬁ OLlCHUBAaHUA
KOMIICTCHIIMU
IIK-10.2.1 Onpenenser ponb JOKYMEHTOB B | — OQopMisieT JOKYMEHTHl B COOTBETCTBHU
Hporecce NPHHATHS co CTaH/apTamu u TpeGOBaHUAMHI
YIIPaBICHYECKUX PEIICHUIT 3aKOHOJATENIBCTBA
— IlpumensieT Ha npakTUKe NEHCTBYIOIIKE B
005IacTH JIeNIONPOU3BOACTBA HOPMATHBHEIC
PABOBBIC AKThI
VMeeT MPUMEHATh H COCTAaBIATH | — Buangeer npaBUIaMH othopmiteHns
HOPMAaTHBHbBIC U KaJIpOBO# M yIPaBICHYECKOH JOKYMEHTAIIUH
[paBOBBIC MNOKYMEHTBI [JI1 OLCHKH | — OnepI/IpyeT OCHOBHBIMH MOHATHUSIMU,
uHopManuy u OTHOCSIIUMUCS K BOIIPOCaM
NPpUHATHA KOHCTPYKTHUBHBIX | qOKYMEHTHPOBaHHS uHpopmanuu B
pewenuii B Oy nyei TPYIONPABOBBIX OTHOIIEHHUIX
npoecCHOHANIbHOU NeATeIbHOCTH
Bnageer HaBeIkamm  pabotel ¢ | - Ilpumenser NPaBOBBIC  OCHOBBI
NPaBOBBIMHU aKTaMH OpraHu3allid ¥ BEICHHS IEIONpPOM3BOJCTBA
B TOCYJApCTBEHHBIX M MYHHIHUIIAIbHBIX
opraHax
4.3.2 TunoBble OLIEHOYHbIE CPEICTBA
BOHDOCBI K 3a4CTy
1. Hcropus pa3BuTHs A€I0NpOU3BOACTBA B Poccun
2. Tlpo6Gnemsl pocTa JOKyMEHTOOOOpOTA
3. CnocoOslI parroHaIu3aui J0KyMeHTO000poTa.
4. TCHOY. VYCOPH. Vaudukamus, dopManuzamus, CTaHIAPTU3ANMSI JTOKYMEHTa

OpranuzanyoHHas rpynma J0KyMEHTOB.
PacniopsiuTenbHas rpynna JOKyMEHTOB.
CripaBo4HO-HH(pOpMAIIMOHHAS IPYTINA JOKYMEHTOB.

PN

Opranuzanus ciyx6s1 JJOY

9. TexHoJIOrUM PETUCTPALIUU JOKYMEHTOB.

10. TexHONOrMHM KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB

11. Opranuzanus ciyx6o0#t JIOY Texyiiero xpaHeHus JOKYMEHTOB.
12. ApxuBHOE XpaHEHHE JOKYMEHTOB

13. Oco0eHHOCTH TEKCTa JOKYMEHTA

14. Jlornueckne OCHOBBI peJaKTUPOBAHUS JOKYMEHTA

15. JIMHrBUCTUYECKHE OCHOBBI PEJAKTUPOBAHUS TOKYMEHTA

16. UHdopMalimoHHBIN aHATIN3 TOKyMEHTa

17. CriocoObl yHU(DUKAIIUN TEKCTA TOKYMEHTA

18. IIpuka3 - OCHOBHOW pacloOpsIAUTENbHBIN JOKYMEHT B OPraHU3aLNN
19. TpeboBaHMsI K pEKBU3UTHOMY COCTaBY TOKyMEHTa

[TpaBuna opopmieHus TOKyMeHTOB. PEKBU3UTHBIN COCTaB JOKYMEHTA.

20. TpeboBanus K 0(hOPMIICHUIO OPraHU3AIMOHHBIX JOKYMEHTOB (MHCTPYKIMS, MpaBuiIa U

T.IL.).
21. TpeboBanust K 0OPMIICHHIO AKTA.
22. TpebGoBaHus K 0POPMIIEHHUIO MTPUKA3A.
23. TpeboBanus K 0POPMIICHUIO PACTIOPSKEHHUS.
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24. TpeboBanus kK 0hOPMIICHHIO TEIEPOHOTPAMMBI.

25. TpeboBanust K 0(pOPMIICHHIO IIJIaHA.

26. TpeboBanus kK 0(hOPMIICHHIO OTUYETA.

27. TpeboBanus K 0POPMIICHUIO 3asBICHUS

28. TpeboBanus kK 0(hOPMIICHHIO JOKJIATHOM (CITY>KEOHOM) 3aIHCKHU.
29. TpeboBanus K 0OPOPMIICHHIO TPOTOKOIIA

30. TpeboBanus Kk 0OPMIICHUIO TOTOBOpa

31. CnyxebHas nepenucka

32. HomeHnknarypa nen

IxaJia oneHUBAHUA

IIpu orieHUBaHNY PE3YyNbTATOB OOYUCHUS HCIIOIB3yeTCs CIIEAYIONast IKajla OLlEHOK:

100% - 90%
(0TIHMYHO)

Oransl (dbopMupoBaHUs KOMIIETSHIIHH, PeyCMOTPEHHBIC
00pa3oBaTeNbHON TIporpamMmoid, copMHPOBaHBI HA BHICOKOM YpPOBHE.
CBoOonHOE BJaJICHHE MATEpPHAIOM, BBISBICHHE MEXKIPEAMETHBIX
CBSI3EH. VBepeHHoe BJIAACHUC HNOHATHHHBIM amnmnaparomM JUCHUIIINHBI.

[pakTHueckue HaBBIKH npodeccroHanbHON AEATeNLHOCTH

chopmupoBanbl  Ha  BbICOKOM  ypoBHe.  CmocoOHOCTH K

CaMOCTOSATEIIFHOMY HECTAaHJAPTHOMY PEIICHUIO PAKTHYECKUX 33124
89% - 75% Otanbl ~ KOMIIETEHIUH, IPEyCMOTPEHHbIE  00pa3oBaTeIbHON
(xoporo) POrpPaMMOiA, cOopMUpPOBaHBI JOCTaTOYHO. JleransHOE

BOCIpOM3BeeHUE YyueOHOro marepuana. IlpakTuyeckue HaBBIKU
npodeccCHOHANBHOM  JESITeNbHOCTM B 3HAYMTEIBHOW  Mepe
copmupoBanbl. [IpUcyTCTBYIOT HaBBIKM CAMOCTOSITEILHOTO PELICHUS
IIPAKTUYECKMX 3a7a4 C OTJAEJIbHBIMU 3JIEMEHTAMH TBOPUYECTBA.

74% - 60%
(YAOBIETBOPHUTENIBHO)

Orarnsl KOMIIETECHIINH, MIPEAYCMOTPEHHBIE o0pa3oBaTesbHOI
nporpaMMmoii, copMUpoBaHbBl HA MUHUMAaJIbHOM ypoBHe. Hamnuue
MUHUMAaJIBHO JIOYCTUMOTO YPOBHS B YCBOEHUHU y4yeOHOro MaTepuala,
B T.4. B CaMOCTOATEIbHOM pEIICHUU IPAKTUYECKUX  3alad.
[IpakTHueckue  HaBBIKH npodeccuoHabHOM  AESITETbHOCTU
chopMHpPOBaHbI HE B MOJHOM Mepe.

MEHee 60%
(HeyIOBIIETBOPHUTEIIHHO)

Orarnsl KOMIIETECHIINH, MpEAyCMOTPEHHBIE o0Opa3oBaTenbHOI
nporpamMmoii, He copmupoBanbl. HenoctaTouHblil ypoBeHb YCBOECHUS
MNOHATUMHOIO anmnapaTa M Hajduuue (¢QparMeHTapHbIX 3HAHUU IO
muciumuinHe.  OTCYTCTBHE MHMHHMMAJIBHO JIOIYCTUMOTO YPOBHS B
CaMOCTOSITEIbHOM pEUICHUH TNpaKkTUYecKuX 3aaad. llpaktuueckue
HaBBIKM NPOQECCHOHATBHON IesITeIbHOCTH He C(HOPMHPOBAHBI.

4.4. MeTonnueckne MaTepuaJIbl

[Ipouenypa oreHUBaHUS 3HAHUM, YMEHHI, HAaBHIKOB U (WIJIM) OMBITa AESTETHLHOCTH,
XapaKTEePU3YIOMIUX 3Tarbl (OPMHUPOBAHKS KOMIETEHIINN, OCYIIECTBISIOTCS B COOTBETCTBUU C
[TonoxeHneM O TEKyIIEM KOHTPOJIE YCIIEBAEMOCTH U IPOMEKYTOUHOM aTTECTALIMK CTYIEHTOB B
®OI'bOY BO PAHXuI'C u Pernamentom 0 OautbHO-pEHTHHTOBOW cucTteMe B Bosrorpaackom

UHCTUTYTE YIPABICHUS -

¢unmmane PAHXul'C.
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5. Meroauyeckue YKa3aHus 1Jsl 00y4al0IUXCHA M0 OCBOEHUIO TUCHMILIHHBI

IIpn moAroToBke K YCTHOMY ONPOCY PEKOMEHIYETCS HNPUICPKUBATHCS CIEIYIOLIUX
JTAllOB: M3YYEHHE OCHOBHOW M JOIOJHUTEIBHON JUTEPATyphl IO IUCLUIUIMHE, COCTABIICHUE
KPaTKHX KOHCIIEKTOB, TPYIIIUPOBKA B OT/AEIbHBIN OJIOK BOIIPOCOB BBI3BABIIMX 3aTPyJHEHHUE.

PexoMeHnganuu no NJIaHUPOBAHUIO H OPraHU3AIUM BpeMeHH, He00X0IMMOr0 HA U3yYeHue
JUCIUIINHBI

CTpykTypa BpeMeHHU, He00X0AUMOI0 HA U3yUeHHe TN CHHIIMHbI

®opMa n3yyeHus: JUCLHUIIINHBI Bpewms, 3aTpaunBaemMoe Ha U3yyeHue
JHMCHMILINHEL, %0
N3yuyenue nureparypsl, pPEKOMEHA0OBAHHON B 40
y4eOHOil mporpamme
Pewenne 3ana4, npakTUYECKUX YIIPAKHEHUN U 40
CUTYallMOHHBIX IPUMEPOB
N3yuyenue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIBHOE PACCMOTPEHHE
Htoro 100

PexoMeHganmuy mo moaroToBKe K NMPaKTHIE€CKOMY (ceMnHapcm)My) 3AHATHIO

[IpakTuyeckoe (CEeMHHApPCKOE) 3aHATHE - OJHA W3 OCHOBHBIX (HOpPM OpraHU3aIHH
y4yeOHOro mpolecca, IpeJcTaBisonias co00il KOJUIEKTUBHOE OOCYKAEHUE CTyAEHTaMU
TCOPCTUUCCKHUX U IMPAKTHUYCCKUX BOIPOCOB, PCHICHUC IMPAKTUYCCKUX 3aad 110 PYKOBOICTBOM
npenojaBatesns. OCHOBHOH LEJIbIO MPAKTHUECKOTO (CEMMHAPCKOI0) 3aHATHS SIBJIIETCS IPOBEPKA
FJ'IY6I/IHBI IMOHUMAaHHA CTYyJCHTOM 1/13y11aeM0171 TEMBI, y‘I€6HOFO Marcepuajia U yMCHUS HU3JI0KUTH
€ro cojep)KaHHe SICHBIM M YETKHUM S3BIKOM, DPa3BUTHE CAMOCTOSTEIBHOI'O MBIIUICHUS U
TBOPYECKON aKTMBHOCTM Yy cTyAeHTa. Ha mnpakThueckux (CEMUHApCKHUX) 3aHATHIX
OperonaraeTcss paccMaTpuBaThb HauOojee BaXKHBIE, CYILIECTBEHHBIE, CIIOXKHBIE BOIPOCH
KOTOpBIE, HauboJjee TPyJHO YCBAauBaIOTCA CTyieHTaMu. [Ipy 3TOM roTOBUTHCS K MPAKTUYECKOMY
(ceMUHApCKOMY) 3aHATHIO BCErJa HYXHO 3apaHee. [loAroroBka K MNPakTHUYECKOMY
(ceMrHAPCKOMY) 3aHATHIO BKJIIOYAET B CEO0s ClIeyrolIee:

- 00s3aTe’abHOE O3HAKOMJICHHE C IUIAHOM 3aHATHUS, B KOTOPOM COJIEpXKaTcs OCHOBHbBIE
BOTIPOCHI, BEIHOCHUMBIE Ha 00CYXICHHE;

- U3y4eHHE KOHCIIEKTOB JEKIMHA, COOTBETCTBYIOIIMX pa3leioB y4yeOHHKa, y4yeOHOro
HOC06I/I5[, COACPIKAaHUA PEKOMCHIOBAHHBIX HOPMATUBHBIX IMTPABOBLIX AKTOB;

- paboTa ¢ OCHOBHBIMH TEPMHUHAMH (PEKOMEH/1YEeTCsl UX BBIYUUTh);

- HW3Y4YCHHUC JIOHOHHI/ITCHLHOﬁ JUTCPATYphl MO TEME 3aHATHA, ACTasd IPH ISTOM
HE00XO0/IMMbIE BBIITUCKHU, KOTOPBIE MOHA004TCS TPH 00CYKJICHUN Ha CEMUHAPE;

- (opmynupoBaHUE CBOEr0 MHEHHMS MO Ka)KIOMY BOINPOCY U apryMEHTHPOBAHHOE €ro
000CHOBaHUE;

- 3allMCh BO3HUKIIHUX BO BPEMsI CaMOCTOSITENIbHOM padoThl ¢ ydeOHMKaMU U HAy4YHOUH
JUTEPATyphl BOIPOCOB, YTOOBI 3aTEM Ha CEMHUHAPE MOJIYYUTh Ha HUX OTBETHI;

- oOparieHue 3a KOHCYJIbTallel K MpenoiaBaTento.

[IpakTuyeckne (CEeMHHApPCKHE) 3aHATHA BKIIOYAIOT B ce0s W CHENMaJIbHO
MOJIFOTOBJIEHHBIE pedepaThl, BBHICTYIUIEHHUS] MO KaKOH-IMOO CIOKHOM MM 0CO00 aKTyanbHOU
npobiaeme, perienue 3a1a4. Ha npakTruueckoM (CeMUHAPCKOM) 3aHATHH CTYACHT IPOSIBISET CBOE
3HaHWE TpeaMeTa, KOPPEeKTUpyeT HH(OpMaInio, MOTYyYEeHHYI0 B TPOIECCe JICKIMOHHBIX U
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BHEAYJIMTOPHBIX 3aHATUI, (POPMHUPYET ONpeesIeHHbIH 00pa3 B I1a3ax MpernogaBaTelisd, MojydyaeT
HAaBBIKM YCTHOM peYM U KyJIbTYpbl IUCKYCCUH, HABBIKU ITPAKTUUECKOIO PELIEHUS 3aay.

PexoMenganuu mo NU3YYCHUI0 METOANYIECCKUX MaTEPUAJIOB

Meroanueckue Marepuaigbl MO JUCHMUIUIMHE TO3BOJISIIOT CTYACHTY OINTUMAJIbHBIM
00pa3oM OpraHu30BaTh MPOIIECC U3YUCHHSI JAHHOW TUCIUTIIMHBI. MeToau4ecKue MaTepuabl 1o
JTUCIUIIMHE TPHU3BAaHBI IMOMOYbL CTYJAEHTY MOHATH CHENU(PHUKY HM3ydaeMOro Marepuaia, a B
KOHEYHOM HUTOT€ — MAaKCUMaJbHO TIOJHO M KAauyeCTBEHHO €ro OCBOWMTh. B mepByro odepens
CTYJIEHT JOJDKEH OCO3HAaTh IMpEeAHA3HAYEHUE METOJUYECKUX MATEpUaJIOB: CTPYKTYpY, LEIU U
3amaun. J[Js 3TOro OH 3HAKOMHTCS C MpeaMOyJioi, OTVIABJICHHEM METOIUYECKUX MaTepHAIIOB,
roBOps MHA4e, OCYLIECTBISET IMEPBHUYHOE 3HAKOMCTBO C HUM. B paszjene, MOCBSIIEHHOM
METOJMYECKUM PEKOMEHAAIMSAM TI0 HW3YYCHUIO JUCHUIUIMHBI, TPHBOAATCS COBETHI IO
TUTAHUPOBAHHIO U OPTaHHU3AIMH HEOOXOAMMOTO JUIS H3yYSHUS JUCIUILTNHBI BPEMEHH, OIMCAHUE
MOCJICIOBATEILHOCTH  JACHUCTBUU  CTyleHTa  («CIlGHApUH  W3Y4YEHUsS  JIUCHUILIAHBIY),
PEKOMEHIalluK TI0 padoTe C JUTEPaTypO, COBETHI MO MOATOTOBKE K SK3aMEHY U Pa3bICHEHUS
o MOBOAY paboOThl C TECTOBOM CHUCTEMOW Kypca W HaJl JOMAallHUMH 3aJaHusMU. B menom
JAHHBIE METOAMYECKHE PEKOMEHJAMH CIOCOOHBI OOJIETYHTh HW3y4YeHUE CTYIACHTaMU
JUCIUIUIMHBL ¥ TIOMOYb YCIEIIHO CclaTh »dK3aMeH. B pasgene, coaepxkaiieM ydeOHO-
METOJMYECKUE MaTepUalbl TUCHUIUIMHBI, COACPKAHUE MTPAKTUYECKUX 3aHATUM MO TUCHIUIUINHE,
CJIOBapb OCHOBHBIX TEPMHUHOB JUCITUTIIMHBI.

PexoMeHganuu 1o caMOCTOATEIBbHOI padoTe CTY/ICeHTOB

HeorpemnemMbIM 3lIeMEHTOM y4eOHOTO Mpolecca SIBISETCS CaMOCTOsTENbHas paborta
cryaenta. Ilpu camocrosTenbHON paboTe JOCTUraeTCsi KOHKPETHOE YCBOEGHHE Y4eOHOro
Marepualia, pa3BUBAIOTCS TEOPETUYECKHE CIIOCOOHOCTH, CTOJNb BaKHBIC JUII COBPEMEHHOMN
HOJArOTOBKU crieruanucToB. @opMbl caMOCTOSTENbHONM PAabOThl CTYACHTOB MO JUCLUILIUHE:
HalMCcaHUue KOHCIIEKTOB, IMOATOTOBKAa OTBETOB K BOIPOCAM, HamMCcaHWE pedepaToB, pelieHHe
3ajad, UccieaoBarenbckas paboTa, BHIIOIHEHNE KOHTPOIBHOM paboThI.

3amaHust ISl CaMOCTOSITENTFHOW pabOThl BKIIIOYAIOT B Ce0SI KOMIUIEKC aHATHUTHUYECKHX
3aJJaHUi BBINOJIHEHHE, KOTOPBIX, MpeAroaraeT TIIATeJIbHOE H3yueHHEe HaydHOH M ydueOHOil
JIATCPATYpPhbI, TMEPHOANYICCKUX I/I3]121HI/II>1, a TaKKXE 3aKOHOAATCJIbHBIX W HOPMATUBHBIX
JOKYMEHTOB MpeJularaeMelx B 1.6.4 «YdeOHass nuTepaTypa M pecypchl HHGOpPMalHOHHO-
TEJIEeKOMMYHUKalMOHHON ceTu "UnTepuer", yu4eOHO-METOINYECKOE o0ecrnieueHue
CaMOCTOSITENIbHOW paboThl O0ydYaroUIMXCs MO AMCLUUIUIMHE». 3alaHus MpeJoCTaBIAIOTCA Ha
IIPOBEPKY B II€YaTHOM BUJIE.

PexomeHmanuu no paéore ¢ JiuTepaTypoii

[Ipn usyueHun Kypca y4yeOHOM AMCUMILIMHBI 0COO0O€ BHHMaHHUE clielyeT oOpaTUTh Ha
PEKOMEHIYEMYIO OCHOBHYIO U JOIOJIHUTENBHYIO JIUTEPATYPY.

BaxHbIM 371€MEHTOM MOATOTOBKH K CEMUHAPY SABJISETCS II1y00KOe U3ydyeHHEe OCHOBHOU U
JIOTIOTHUTEIbHON JIUTEPATYphl, PEKOMEHJOBAHHOM 10 TEME 3aHATHS, a TAK)KE IEPBOUCTOUYHUKOB.
[Tpu 5TOM M0JIE3HO MPOYUTAHHYIO JIUTEPATYPY 3aKOHCIIEKTUPOBaTh. KOHCIEKT JOKEeH OTBEYaTh
TpeM TpeOOBaHUAM: OBITh COJEpPXKATEIbHBIM, IO BO3MOXKHOCTH KPAaTKUM U TNPaBUIBHO
0(OpMIICHHBIM.

CopepxKaTenbHBIM €T0 CIEAYET CUMTATh B TOM CIIydae, €CJIM OH MEPEAAET BCE OCHOBHBIE
MBICTIM aBTOPOB B IIEJIOCTHOM BuJe. M3I0XKHUTH TEKCT KpaTKO — 53TO 3HAYMUT I[epenaTrh
COJIep’)KaHUE KHWIHM, CTaTbU B 3HAYUTEIBHONM Mepe cBouMM cioBamu. [lpum 3TOM crenyer
MPUJIEPKUBATBCSA MpaBUia - 3alMChIBaTh MBICIbL aBTOpa pabOThl JUIIb TMOCIE TOro, Kak OHa
XOpOUIO MOHATa. B TakoM ciydae mocTaBieHHas 1efb OyJeT AoCTUrHyTa. LluTupoBaTh aBTOPOB
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M3y4aeMbIX paboT (C 00sS3aTeIbHON CCHUIKOM HAa MCTOYHMK) CIECIYET B T€X CIIy4asx, €CIu Halo
3aMMChIBaTh OYEHb BAYKHOE ONPEIEICHUE HITH TOJI0KEHUE, 000010l BEIBO/I.

Baxxno u BHeniHee odopMiieHHE KOHCIIEKTa. B ero Hauane Hafo yka3aTh TEMY CEMUHApa,
JIaTy HAITUCAHUs, Ha3BaHUA JIUTEPATYPHBIX HCTOYHUKOB, KOTOPBIE OYAYT 3aKOHCIEKTUPOBAHBI.
['myOoxkast camocTrosiTenbHas padoTa HaJ HUMHU 00ECIIEUUT YCIIEIIHOE YCBOCHHUE N3Y4aeMOil
JUCLUIUINHBI.

OgHuM U3 BaXHEWIIMX CPEICTB CEPbE3HOrO0  OBJAACHUS TEOpUEH  SIBIIAETCA
KOHCHEKmupoeanue nepeoucmouHuKos.

Jl1st cocTaBiieHUs] KOHCIIEKTa PEKOMEHIyeTCsl CHavalia MpOYUTaTh paboTy LEIHUKOM, YTOOBI
YACHUTD €€ 00IIMI CMBICT U cofepkanue. [Ipu 3ToM MOXKHO cenaTh IOMETKH O €€ CTPYKTYpe, 00
OCHOBHBIX TOJIOKEHUSX, BBIBOJAX, HAJ0 CTApaTbCsi OTJIMYaTh B TEKCT€ OCHOBHOE OT
BTOPOCTENEHHOTI'0, BHIBOJIbI OT apIYMEHTOB U JI0Ka3aTeNIbCTB. ECiM ecTh HENOHSATHBIE CIIOBA, HAZI0
B DHIIUKJIONIEIMUECKOM CJIOBape HATH, 4TO TO CIOBO 0003HAUaeT. 3aKOHYMB uTeHHE (maparpada,
IJIaBbl, CTaThU) HAJ0 3a/JaTh ceOe BOMPOCHI TaKOro poxa: B uem rnaBHas Mbiciab? KakoBbl
OCHOBHBIE 3BEHbsl JIOKa3aTenbcTBa ee? Uro BhITekaeT u3 yrBepxkacHH aBropa? Kak 3t0
COIJIACyEeTCsl C TEM, UTO YK€ 3HAETE O IPOUYUTAHHOM U3 IPYTUX UCTOUYHUKOB?

SIcHOCTP M  OTYETJIIMBOCTH BOCIHPUATUA TEKCTAa 3aBUCUT  OT MHOIOro:  OT
COCpPEIOTOYEHHOCTU CTY/AEHTa, OT TEXHUKM UTEHUs, OT HAaCTOMYMBOCTH, OT SPKOCTU
BOOOpa)KeHUsI, OT TEXHUKU (PUKCUPOBAHUS MPOYUTAHHOTO, HAKOHEI], OT SPYAUIMH — O0IIel | B
KOHKPETHO paccMaTpuBaeMoi Ipoodiieme.

Pe3ynbpraTom nepBoHAYaIbHOTO YTEHUS JIOJKEH OBITh IPOCTON MIaH meKcma u uemkoe
npeocmaenenue 0 HEACHBIX Mecmax, OTMEUYEHHbIX B KHure. llocne mnpeaBapuTenbHOro
03HAKOMIJICHHUSI, IPU TIOBTOPHOM YTEHUU CIEAYET 6blOEIUMb OCHOGHbBIE MbICIU AGMOPA U UX
pa3BUTHE B MPOU3BEIACHUM, OOpaTUTh BHUMAHUE HAa OOOCHOBAaHUE OT/AEIbHBIX IOJIOKEHUH, HA
MeTonbl U (QOpPMBI JOKa3aTeNnbCTBA, HauOolee spkue mpuMmepsl. B xome 3Toil paboTs
OKOHYATEJIbHO OTOMpaeTcss MaTepuan s 3alluCu U OIpEAeNsieTcs] €€ BUJ: HJIaH, Me3Uchl,
KOHCnekm.

[Inan 3T0 KpaTKuii, MOCIeI0BaTENIbHbBIN NEpeYeHb OCHOBHBIX MBICIEH aBTOpa. 3aluch
IIPOYMTAHHOTO B BUJE TE3UCOB — 3HAYUT BBIIBUTH U 3aIMCATh ONOPHBIE MBICIH TeKCTa. Pa3Huna
MEXy MJIAaHOM U TE€3UCaMM 3aKJIIYaeTcs B CIEIYIOIIEM: B IUIAHE MBIC]Ib Ha3bIBaeTcs (CTaBb
BCErJa BOMPOC: O 4YeM ToBOpUTCs?), B Te3ucax — (opMyiaHpyercs — (4TO UMEHHO 00 3TOM
TrOBOPUTCS?). 3amucCh OIMOPHBIX MBICIAEH TeKcTa BaXkKHA, HO IIOJIHOTO TPEACTaBIEHUS O
IPOYNTAHHOM Ha OCHOBaHHMM IOJ00HOM 3alMCH HE COCTaBUIlIb. BaKHO OCMBICIUTH, KaK aBTOP
JIOKa3bIBAa€T CBOIO MBbIC/Ib, KaK YOEXJaeT B HCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHKAeT
KoHCcnekT. dopMa 3amucu, Kak Mbl YK€ OTMETHIH, YCJIOXKHIETCS B 3aBUCHUMOCTH OT Liejed
paboTHI: TIJIaH — O YeM?; TE3UChI — 0 YeM? YTO UMEHHO?; KOHCTIEKT — O YeM? 4TO UMEHHO? Kak?

KoHcnekr 3T0 KpaTkoe IOCIENOBAaTENIbHOE WU3JI0KEHUE coaepxkanus. OCHOBY ero
COCTaBJSieT IUIaH, TE3UChl M BHINUCKU. HenocrtaTku KOHCIEKTHPOBAHMS: MHOTOCIOBUE,
LIUTUPOBAHUE HE OCHOBHBIX, a CBA3YIOUIMX MBICIEH, CTPEMJIEHHE COXPAHUTH CTUIUCTHUYECKYIO
CBSI3aHHOCTh TEKCTa B yIIepO ero Joruueckoi crpoiHocTH. [IpuctynaTh K KOHCIEKTHPOBAHUIO
HEOO0XO/MMO TOTJa, KOTJA CIIOKWJIMCh HABBIKM COCTaBJICHMS 3allCH B BUJE Pa3BEPHYTOTO
oJIpoOHOrO IJIaHa.

dopma 3anucH MpU KOHCIEKTUPOBAHHM TpeOyeT 0coOOro BHUMAHHMSA: BAXXKHO, YTOOBI
COOCTBEHHBIE YTBEP)KICHUS, Pa3MbIIUIEHUS HAJ MPOUYUTAHHBIM, YETKO OTAEISUINCH MPU 3alHCH.
Pa3symMHee BBIHOCHTH CBOM NOMETKHM Ha IIUPOKHE TOJIS, 3alUCHIBATh HA HUX JONOJHUTEIbHBIE
CIIPaBOYHbBIE JJAaHHBIE, TOMOTAIOIIUE YCBOCHUIO TEKCTA (1aTa COOBITUS, YIOMSHYTOTO aBTOpaMUu;
CBEJICHUS O JIMIE, HA3BaHHOM B KHUTE; TOUHOE cojJepaHue TepMHuHa). Eciiu KoHCIeKTupyeTcs
TEKCT BHYIIUTEIHHOIO 00beMa, HE00XOJUMO YKa3bIBaTh CTPAHULIBI KHUTH, KOTOPHIE OXBAThHIBAET
Ta WINA WHAs 4acTh KOHCIEKTA.

Jlisg ynoGcTBa MOJIB30BAHMS CBOMMH 3allUCSAMHU Ba)XHO O3arjaBUTh KPYIHbIE YacTd
KOHCIIEKTa, IOAYEpKHUBas 3a2on06ku. ClenyeT NOMHUTb O Ha3HAUYEHUU KpPacCHOM CTpPOKH,
CTPEMUTBHCSA K 4YeTKOH rpaduke 3amuceid - ycTynmamu, KOJIOHKaMH. M3maraTh TJIaBHBIE MBICIIH
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aBTOpa W WX CHCTEMY apryMEHTOB - HEOOXOIMUMO IPEUMYIIECTBEHHO CBOMMH CIIOBAaMH,
nepepadarbiBasi TakuM 00pa3oM HH(OPMAIUIO,— TaK MPOXOJUT YSICHEHUE ee CyTH. MBICIb,
(pa3bl, TOHATEIE B KOHTEKCTE, MOTYT pHoOpecTH OoJiee MPOCTpaHHOE M3JI0KEHHe B 3anucu. Ho
TEKCT OpUTHHAJAa CBEPTHIBACTCS, M CTYIEHT, OTpaldaThIBas JIOTHYECKOE MBIIUICHUE, YUYUTHCS
BBIJICTATH TJIaBHOE W 0000IIaTh OJHOTHIIHBIE CYXIEHHS, oxHOpoaHble (akTel. Kpome Toro,
Jierniasi 3acy CBOMMH CIIOBaMH, 000011ast, CTYACHT YYUTCS TUCbMEHHON PeyH.

3HaHMe 00IIell cTpaTeruy YTEHUsI, TEXHUKH COCTABJICHUE TIJIaHA ¥ TE3HCOB OINPE/EIISEeT U
TEXHOJIOTUIO KOHCIIEKTUPOBAHUS

e BHHMMAaTeNbHO YHTaTh TEKCT, MOIYTHO OTMEYas HEMOHSATHBIE MeCcTa, HE3HAKOMBIC
TEPMUHBI U TIOHATUA. Botnucams Ha nons 3Ha4eHNE OTMEUCHHBIX TOHATHH.

e [lpy mnepBOM UTEHHMHM TEKCTa HEOOXOIUMO COCTAaBUTb €r0 HpPOCHMOU NiaH,
HIOCJICIOBATENIBHBIN ITepeYeHb OCHOBHBIX MBICIICH aBTOpA.

e [Ipy MOBTOPHOM YTEHUHM TEKCTa BBIACIATH CUCHIEMY OOKA3AMenbCme OCHOBHBIX
MOJIOKEHUH pabOTHI aBTOPA.

e 3aKJIIOUMTENBHBIA dSTam paboTBl C TEKCTOM COCTOUT B OCMBICICHHUH paHee
OTMEUYECHHBIX MECT ¥ MX KPaTKOH MOCIe0BaTEIbHON 3aIHCH.

e [Ipy KOHCIIEKTUPOBAHUHM HYKHO CTPEMHTHCS 6bIDA3UMIL MBICIL A6MOPA CEOUMU
c106amu, 3TO TIOMOTaeT 0oJee TIIyOOKOMY YCBOCHHIO TEKCTA.

e B pamkax paboOThl HaJ TMEPBOMCTOYHUKOM BaXXEH YMEJBIH omoop uumam.
Heo0xoauMo yuuThIBaTh, HACKOJIBKO SPKO, OPUTUHAIBHO, CKATO U3JI0KEHA MBICHB. [{nTHpOBaTH
HEOOXO0/IMMO T€ CY)KJCHHSI, Hd KOTOPBIE BIIOCIIEJICTBUU BO3MOYKHA CCBHUIKA KaK Ha aBTOPUTETHOE
U3JI0’KEHHE MHEHHS, BBIBOJIA [0 TOMY HJIM HHOMY BOIIPOCY.

KoncnekrupoBath 11e1ec000pa3Ho HE Ha OTAEIBLHOM JIUCTE, a B OOIIEH TeTpaau Ha OJIHOM
crpanune jucra. OOOpOTHast CTOPOHA JICTa MOXKET OBITh HCIOJNB30BaHA ISl JIOTIOJHEHHH,
HEOOXOIMMOCTh KOTOPBIX BBIICHHTCS B JanbHeWmieM. [Ipy KOHCIEKTHPOBAHMU JIMTEPATYpHI
CIIelyeT OCTaBUTh LIMPOKHUE MOJIS, YTOOBI 3alMcaTh Ha HHUX IUIaH KOHCIEKTa. [lomst MoryT OBITH
UCTIOJIb30BAHBI TAKXKE JUIS 3aIMCH CBOMX 3aMEYaHHid, JONOIHEHHIA, BOTIPOCOB. IIpu BEICTYyIUICHUH
Ha CEMUHape CTYAEHT MOXET II0Jb30BAaThCS CBOMM KOHCIEKTOM JUIi LIUTHPOBAHMS
NIEPBOMCTOYHUKA. Bce yUaCTHUKM 3aHATHS BHUMATEIFHO CIYIIAIOT BBICTYIUICHUS] TOBAPHILEH O
rpylme, OTMEYaloT CIOpHbIE WIM OUIMOOYHbIE TOJNOKEHHS B HHUX, BHOCIT TONPAaBKH,
MPEJCTABISIOT CBOM pelIeHUs] U 000CHOBaHMS 00CYXAaeMBIX MPOOIIEM.

B koHIle ceMuHapa, Korja npeno/jiaBaTeib 3aHATHS TOABOJAUT UTOTH, CTYI€HTHI C Yy4ETOM
PEKOMEHIANNK TPeToaBaTeNisi W BBICTYIUICHUH COKYPCHHKOB, JTOTIOJNHSIOT HIIM WCTIPABIISIIOT
CBOU KOHCIIEKTHI.
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6. YueOHas uTepaTypa u pecypcbl HHGOPMANUOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
"UHTepHeT", y4eOHO-MeTOoANYeCKOe o0ecneyeHne CAMOCTOSATEILHOMH padoThI
o0yyaromuxcs Mo TUCHUNIHHE

6.1. OcHoBHas UTEpaTypa
1. Kynses H.H., u np. JlokyMeHTOBe/IeHHE |[DJEeKTPOHHBIA pecypc]: y4eOHUK
Jloroc, 2011
2. Kysunenos M.H. [lenonpou3BoacTBO [DIEKTPOHHBIA pecypc|: y4eOHO-CIIpaBOYHOE
nmocobue JlamkoB u K 2014
3. TI'punbGepr A.C.,u np. JloKyMeHTalLOHHOE obecrnieueHue YIPABJICHUS
[DnexTponnsIi pecype]: yaeonnk IOHUTU-ZJJAHA 2012

6.2. lonoiHUTEIbHAS JIUTEPATypa
['punbepr A.C., I'op6aue H.H., Myxamermuna O.A. JlokyMeHTallMOHHOE
obecrieueHre yrnpapieHUsl [ DIEKTPOHHBIN pecypc]: yueOHUK IOHUTU-TAHA 2012

6.3. HopmaTuBHBIE NIPABOBbIE JOKYMEHTHI
1. Koncturyuuss Poccuiickoii ®enepauuu (mpuHATa BCEHAPOAHBIM TOJIOCOBAHUEM
12.12.1993) (¢ ydyerom momnpaBok, BHeCeHHbIX 3akoHamu P® o nmonpaskax k Koncrurynuu PO
ot 30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®OK3, ot 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne
11-®K3) // Cobpanne 3akonoaarenberBa PD. 2014, Ne 31, cr. 4398.
2. @enepanbHblii 3akoH «O TOCYJApCTBEHHOM TpakaaHCKoM ciyxbe Poccuiickoit
®eneparun» ot 27 urons 2004 r. Ne 79-03.

6.4. YuyeOHO-MeTOAMYECKOE OOecTiedeHHe CAaMOCTOSATEIbHOI padoThl

1.Ka6amor C.IO., Achanmusipoa W.I'. JIenonponusBoACTBO U apXUBHOE €TI0 B ONPEACTICHHUIX H
TepMuHax [DNeKTpoHHBIH pecypc]:: yueb.mocodme / Kabamo C.HO. — M.: ®nmnra, 2012.
http://e.lanbook.com/view/book/20181/pagel/. — 3ari. ¢ 3kpaHa.
2.Ky3nenos W.H. [lenonpounsBoactBo [DneKTpoHHBIA pecypc]: ydeOHO-cpaBo4HOE HocoOue/
Kysuenos UW.H.— Onextpon.texctoBbie naHHble.— M.: JlamkoB u K, 2014— 460 c.—
http://www.iprbookshop.ru/586
3.Kynses H.H., Ypanos [.H., ®adpuunoB A.I'.JlokymenTtoBenenue: yueonuk / Kynses H.H. — M.:
Jloroc, 2011. http://www.iprbookshop.ru/9082.— DBC «IPRbooks».

ek-lit.agava.ru/books.htm - bubnrorexka skoHOMHUYECKOM U J1€J10BOM TuTepaTyphl. YUTanbHs.

6.5. UnTepHeT-pecypchbl
1. OdunmanbHbIl calT MUHHCTEPCTBa TpyAa M coluanbHOW 3amuThl Poccuiickoit
®enepaunu — http://rosmintrud.ru
2. www.nnir.ru / — Poccuiickas HalmoHasabHas 6MOIMoTeKa

3. www.nns.ru / — HaroHnanabpHast 37eKTpoHHas Oubinorexa

4. www.rsi.ru / — Poccuiickas rocynapcTBeHHasi OuOIMoTeKa

5. www.busineslearning.ru / — CucremMa JUCTaHIIMOHHOTO OU3HEC 00pa30BaHUs

6. http://www.consultant.ru/ — KoHcynsTanT mitoc

7. http://www.garant.ru/ — I'apant

8. www.isras.rssi.ru (opunmanbHbIN cait KypHaa «Couunonoruueckue
HCCIICIOBAHUS»)

9. www.mintrud.ru (caiitr MuHHCTepCTBa TpyJa U COLMANBHOTO pa3BuTHs Poccuiickoit
denepanyn)

10. www.AUP.ru (AAMMHHCTPaTUBHO-YIIPABIECHUYECKUM ITOPTaN)

11. www.ilo.ru (odurnuanpHbI calT MeXTyHapO HOW OpraHu3aIluu TPyAa)

12. http://www.hrm.ru (cnenuanusupoBanHbii caiit ;s HR- MmenemxepoB)

13. http://www.jod-today.ru (caiit razers «Pabdota s Bacy)
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14. http://www.personal-mix.ru (Hay49HO-TIPAKTUYECKUH IKypHAJI TIO YIPaBICHUIO
nepconanioMm «Ilepconan MUKCy)

15. http://www.kadrovik.ru (3nexTponHas Bepcus xypHaia «CrpaBOYHUK KaIPOBHUKA)

16. www.top-personal.ru (351eKTpOHHAas BepcHs KypHaia «YIpaBIeHHE IEPCOHATIOM))

17. www.uptp.ru (caliT MexayHapomHoro xypHana «IIpoGiiemMbl Teopuu M TPAKTUKH
YIPaBICHUS»)

18. www.chelt.ru (caiiT )xypHana «HemoBek u Tpy1»)

6.6. UHbIe HCTOYHHKH

He ucnonvsyromes
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7. MaTepuajibHO-TeXHUYeCKasA 0a3a, MHPOPMAIMOHHbIE TEXHOJOTMH, IPOTPAMMHOE
o0ecrnieyeHne U MHPOPMAIMOHHBIE CIIPABOYHbIE CHCTEMBI

MarepuanbHO-TEXHHUECKOE 00ecTieYeHre JUCIUIUINHBI BKIIOYaeT B ce0sl:

- JIGKIIMOHHBIE ayJAUTOPUU, 00OPYAOBAHHbIE BUACOMPOCKIIMOHHBIM 00OPYJOBAaHUEM JIJIS
IPe3CHTAIHi, CPEJCTBAMH 3BYKOBOCIIPOU3BEICHHS, IKPAHOM;

- TIOMEUIeHUS AJIs MPOBEACHUS CEMUHAPCKUX U MPAKTUYECKUX 3aHATHI, 000py10BaHHBIE
yueOHOI MeOenbIo.

JucuumniuHa mojAepkKaHa COOTBETCTBYIOUIMMH JIMIEH3UOHHBIMU POrPaMMHBIMU
npoayktamu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHcynbTaHT.

[TporpammMHbIe cpeacTBa obecreueHus yueOHOTO MPoLecca BKIIOYAIOT:

- IporpaMMmBbl npe3eHTaronHon rpaduku (MS PowerPoint — 11711 mOATOTOBKU ClIalI0B U
Ipe3eHTalN);

- rekcToBbie pegaktopsl (MS WORD), MS ECXEL — st Tabmutt, aparpamu.

By3 ob6ecrieunBaeT Kaxaoro 00yJaromerocsi pabouyuM MECTOM B KOMIIBIOTEPHOM KJ1acce
B COOTBETCTBUU C 00bEMOM H3yUaeMBbIX AUCIMILIINH, 00ECIIEYMBAET BHIXOJI B CETh MIHTEpHET.

[lomemenust uig caMOCTOATENbHOW pabOThl OOYHYAIOIIMXCS BKIIIOYAIOT CJEIYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIbI ~ ayAUTOPHBIE, CTYNbs, JOCKM ayAUTOPHBIE, KOMIIBIOTEPHI C
MOJKIIFOYEHUEM K JIOKAJHbHON CETH MHCTUTYTA (BKJIIOYAsi IIPABOBBIC CHCTEMBI) 1 IHTEpHET.

Jins  uw3ydeHuss  y4eOHOM  OUCHUIUIMHBI ~ UCHOJB3YIOTCS  aBTOMATHU3UPOBAHHAS
OoubnmuoreyHass WHPOPMALMOHHAS CHCTEMa M JJIEKTPOHHBIE OWOIMOTEYHBIE CHCTEMBI:
«YHuuBepcuterckas ~ 6ubnmuoreka  ONLINEy, «DIEeKTPOHHO-OMOIMOTEYHAasT  CHCTEMa
uznatenserBa  JIAHb», «OnexktpoHHo-OMOnuoreyHass cucrema wusgartensctBa «HOpaiiTy,
«OnexktpoHHo-6ubaMoTeynass cuctema [PRbooks», «Hayunas osnextponHas Oubnuoreka
eLIBRARY» u np.
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[Tpunoxenue 1.

@DoH/IbI OLIEHOYHBIX CPEICTB
NMPOMEKYTOYHOM aTTeCTAIUN
no qucuuniune b1.B.0S  lokymeHTanuoHHoe odecneyenue opranos 'MY

Bomnpocsl k 3auety
1. Hcropus pa3BuTHs ACIONPOU3BOACTBA B Poccun
2. Ilpobaemsl pocTa TOKyMEHTOOOOpOTA
3. CnocoOsbl panoHaIn3ai J0KyMEHTO000poTa.
4. TCOAOY. YCOP/H. Yuudukanus, (popmanuzanus, CTaHAAPTH3AIUS IOKyMEHTA
OpranuzanyoHHas rpynna J0KyMEHTOB.
5. PacnopsautensHas rpyIina JOKYMEHTOB.
6. CnpaBouHO-WH(GOPMAIIMOHHAS TPYINA TOKYMEHTOB.
7. TlpaBuna odopmiieHUs TOKYMEHTOB. PEKBU3UTHBINM COCTaB JOKYMEHTA.
8. Opranuzanus cinyx0sl JJOY
9. TexHONOruu perucTpaluu J0KyMEHTOB.
10. TexHOIOTMM KOHTPOJISI UCIIOJIHEHUS JJOKYMEHTOB
11. Opranuszanus ciyx060it JJOY Texyiero xpaHeHus T0KyMEHTOB.
12. ApxuBHOE XpaHEHHE JJOKYMEHTOB
13. OcoGeHHOCTH TEKCTa TOKYMEHTa
14. Jlornueckrie OCHOBBI pEJaKTUPOBAHUS JOKYMEHTA
15. JIuHrBUCTHYECKHE OCHOBBI pEJaKTUPOBAHUS JOKYMEHTA
16. adopmaniioOHHbBIN aHAIH3 JOKYMEHTA
17. CiocoObl yHH(HUKAIIUU TEKCTa JOKYMEHTa
18. Ilpuka3 - OCHOBHOM pacropsANTENbHBIA JOKYMEHT B OpTaHU3aIIH
19. TpeboBaHUs K pEKBU3UTHOMY COCTaBY JJOKYMEHTa
20. TpeOoBanust K OG(OPMIIEHUIO OpPraHU3AlMOHHBIX JIOKYMEHTOB (MHCTPYKIIHS,
IIpaBWIa u T.IL.).
21. TpeboBanus Kk 0hOpMIICHHUIO aKTa.
22. TpeboBaHust K 0(OPMIICHHIO NTPHKA3a.
23. TpeboBanus k 0HOPMIICHUIO PACTIOPSIKEHUS.
24. TpeboBaHust K 0(OpMIIEHUIO TeIePOHOTPAMMBI.
25. TpeboBanus k ohopMIICHHIO TIJIaHA.
26. TpeboBaHust K 0pOPMIICHHUIO OTUYETA.
27. TpeboBanus kK 0hOPMIICHHUIO 3asIBICHUS
28. TpeboBaHus K 0POPMIICHUIO JOKIATHON (CITYy:KEOHOI) 3aMMCKH.
29. TpeGoBaHus K 0POPMIICHHUIO TPOTOKOIIA
30. TpeOoBaHus K OPOPMIICHHIO TOTOBOPA
31. CnyxxebHas nepenucka
32. Homenkunatypa aen

Tema 1 UcTopust pasBuTHs aejonpon3soactsa B Pocenn (15 — 21 Beka).
Temul pehepamos:

1. TlonsATue AeNOMpOU3BOACTBA

2 BO3HUKHOBEHHE JIEIONPOU3BOACTBa B Poccuu

3 [Ipuka3zHoe JeonpOU3BOICTBO

4 CucreMa KOJUIEKCKOTO JCIONPOU3BOICTBA

5 CucreMa MUHHCTEpCKOTO Aenonpon3BoacTBa XIX - Hayana XX BB.

6 Parmmonanuzanust yrmpasieHus u fejaonpon3BoAacTea B 1917 - 1941 rr.

7 YrpaBieHue 1 IeI0ompon3BoACTBO B 1945 - 1990-x rr.

8 CoBpeMEHHBIN 3Taln Je0NpPOU3BOJICTBA
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Tema 2 IIpo6JieMbI pocTa T0OKYMEHT0000pOTA.

Bonpocwt ona yemnozo onpoca

1. UcTopus pa3BuTus Aeiaonpou3BoacTa B Poccuu.

2. CoBpeMeHHbIE TEHACHIINN Pa3BUTHS JOKYMEHTO000pOTA.

3. O0beKTUBHBIE U CYOBEKTHBHBIE PUIUHBI POCTA IOKYMEHTO000POTA.
4. CriocoObl COKpaleHus: JOKyMEHTOO000pOTa B OpraHU3alny.

Tema 3 Cnioco0bl pannoHATU3AIAH 1eJI0ONMPON3BOACTBA.

Bonpocwt ona yemnozo onpoca

1. KomnonenTs! cuctemsl IOV, nx B3aMMOCBS3b U B3aUMO3aBUCUMOCTb.
2. [Tapametpsl stanonHoit mogenu CAAOY B opranm3aum.

3. O0ocHOBaHKE 3HAYMMOCTH U HEOOX0JUMOCTH panroHanu3anuu JOVY.

Tema 4 T'CAOY. YCOP/. Yuuduxanus, popmMaansanus, CTAaHAAPTH3ANMUA JOKYMEHTA
Bonpocwl ona ycmnozo onpoca

1. Copnepxanue noHITUH “‘yHHUDUKAMS, cTaHmapTU3anus”’, ~hopmanuzanms’.
YHudukanus TeKcTa JOKyMeHTa: aHKeTa, TpadapeT, TadIuIa.
Tpadaper kak croco6 yHubHUKAIINU TEKCTa JOKYMEHTa
AHKeTa Kak croco0 yHH(pHKaIUK TeKCTa JOKyMEHTa
Tabmuiia kak crnocod YHU(pUKAIUU TeKCTa JOKYMEHTA

nhkhwn

Tema SOpFaHI/I?.aIII/IOHHaﬂ rpymnmna J10KyMEHTOB. PaCHOI)HIII/ITeJ'[BHaH rpymnmna 10KyMEHTOB.

Cnpanoqno-nﬂq)opMaunonnaﬂ rpymnmna 10KyMeHTOB.

2003.

Bonpocul ona ycmuozo onpoca

1. Cuctema OpraHu3allMOHHON JOKYMEHTALIMH.

2. CucrtemMa pacnopsANTEILHON TOKyMEHTAIUH.

3. Cucrema HHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTAIINH.

Tema 6 IIpaBuiia oopmiaeHus: 10KyMeHTOB. PekBusutHbIi coctaB fokymenta. 'OCT 6.30-

Bonpocul ona ycmnozo onpoca
1. PexBU3WTHI yIpaBIeHYECKUX JOKYMEHTOB U MpaBHiia UX 0QOpMICHHUS
2. [lpaBuna opopmieHUs] pEKBU3UTOB 3aroJIOBOYHON YaCTH
3. IlpaBwia opopmileHUs] pEKBU3UTOB OCHOBHOM YacTH
4. IlpaBuna opopmieHus] peKBU3UTOB 0(OPMILSIOIIEH YacTh

Tema 7 Opranuzanms cayxost JOY.
Temwt pehepamos:

®DopMEI U cTpyKTYpa ciryx061 JJOY

[Monoxenue o ciryxoe JJOY

HomxHocTHOI coctaB ciyx0b1 IOY

JOmKHOCTHBIE MHCTPYKLIUH

®DopMEI U cTpyKTYpa ciryx061 JJOY

bk W=

Tema 8 TexHo10rnu perucTpanuu J0KyMEeHTOB.
Bonpocwl onsa ycmnozo onpoca

B 4em 3HaueHune perucTpanuy JOKyMEHTOB?

KakoBbI (hopMBI ¥ IOPSIIOK PETUCTPAIINH JIOKYMEHTOB?

Kaxue MoryT ObITh MECTa perucTpanyu J0KyMEHTOB?

Heo6xonumel 1 popMbl aBTOMATH3AMH PETHCTPALNH JOKYMEHTOB?
Bomnpocsl 1o conepkanuio yueOHOH TeMBbI:

Yro Takoe HIEKcAIHs JOKyMEHTOB?

Kak opranmn3zoBath cripaBouHO-MH()OPMAIIMOHHYIO paboTy ¢ JOKyMEHTaMu?
Kakwue ObIBaroT )XypHaJIbl perUCTpallui JOKYMEHTOB?

NN RE WD —

29



Tema 9 TexHo10ruM KOHTPOJISA UCIIOJTHEHHS! IOKYMEHTOB
Bonpocut 012 ycmnozo onpoca
1. Kakue moKyMeHTbl HE0OXOIUMO KOHTPOIUPOBATH
2. CpOKH UCTIONHEHHS JOKYMEHTOB
3. OOoOmienne, aHATN3 U UCTIOIB30BaHHE TAHHBIX 00 UCIIOTHEHUN JOKYMEHTOB B YCIIOBHUSIX
TPaJULIMOHHON U aBTOMAaTHU3UPOBAHHON TEXHOJIOTUH 00PaOOTKH JOKYMEHTOB.

Tema 10 Opranm3anust  cayx06oii  JIOY  Tekymero XpaHeHHUsI JAOKYMEHTOB.
IHocTpoeHne HOMEHKIATYPHI [e/l. APXUBHOE XpaHeHUe TOKyMeHToB. Opranu3zanus ciayxooii JOY
APXMBHOI'0 XpaHeHMsI IOKYyMEHTOB.

Bonpocwt ona yemnozo onpoca
ITonstre ”aeno”. Ilpu3Haku 3aBeIeHAS TS,

TexHOMOTHs CO3aHNsl HOMEHKIIATYpPhl B OpraHU3aLlnH.

Bueapenne HOMEHKIATYpHI A€l

AHanu3 KOHKPETHOW HOMEHKJIATYPHI I - CAMOCTOSATEbHAS padoTa.
TexHOMOTHS CIMICAHNS JOKYMEHTOB B apXHB. DKCIEPTH3a IIEHHOCTH JOKYMEHTOB.
OcobenHocTy 0(hOPMIICHHS APXUBHOTO JICIIa.

OYHKINY apXUBa B OPTaHU3AINH.

OcoOenHOCTH pabOTHI ¢ apXUBHOM HH(pOpManIEH

PNAN R LD =

Bonpocwt ona mecmuposanus:

1. YMenus: YTBep:kaeHHe JOKYMEHTOB IPOM3BOIAMTCS:

a) MpocTaBjeHUEM I'puda Win U31aHUEM CaMOCTOSITEIBHOTO PACIIOPSANTENBHOTO aKTa,;

0) moanMcaHUEM WJIH [IPOCTABICHUEM I'puda, WK U3IaHUEM CAMOCTOATEIEHOIO PACTIOPAIUTEIBHOTO
aKTa;

B) MPOCTaBJIeHHEM rprda MpH 0THOBPEMEHHOM H3IaHHU CAMOCTOSITEIEHOTO PACHIOPSIUTEIBHOTO aKTa;
T') NOANKMCAHUEM H [IPOCTABIEHUEM I'puda IPH OJHOBPEMEHHOM U3JaHUU CAMOCTOATEIIEHOTO
pacTopsIUTENLHOTO aKTa;

2. 3nanus:/leJ0npou3BOACTBO M JOKYMEHTAMOHHOE o0ecniedeHne YIIPaBJIeHHUS:
a) pa3JIn4aroTCs 00IACTIMH UCTIONIb30BAHNS;

0) WIeHTUYHBIE TIOHATHS;

B) pa3IM4YarOTCs BUAAMH OIEpaIliii;

T') pa3IMyaroTCsl 0 BUJAM OPraHU3aliid, B KOTOPBIX HCIOJIb3YIOTCS.

3.JI0KyMeHT omnpeze/seTcsl Kak:

a) 3HaHUsA: HOCUTENh HHPOPMALIMH B CUCTEME YIIPaBIICHHUS;

0) uHpOpMaIMsi Ha MaTEPUAIPHOM HOCHTENIE C PEKBH3HTaMH, MO3BOJSIONIMMHU e
WICHTH()UIIUPOBATS;

B) Ka4eCTBEHHAsl XapaKTEPUCTHKA YIPABICHYECKON HHPOpMAILNY;

I') CBeICHMS, MOATBEpXkKAatomye GPakT 00bEKTUBHON 1eHCTBUTENLHOCTH.

4. 3nanusn:YuH cekpeTapsi, apXuBapuyca, CTPyKTypa KaHIeJsipusi NOSIBUWINCH B MEPHO/:
a) MPUKA3HOTO JEJOMPON3BOJCTBA;

0) KOJIE)KCKOTO JAETONPON3BOCTBA;

B) MHHUCTEPCKOTO JIEJIONPON3BO/ICTBA.

5. 3nanusn:IIpukasHoe xesonpousBoacTso B Poccnu
a) 16-18 Beka;

0)15 —16 Beka;

B) 1517 Beka;

r)19-20 Bexa.

6. 3nanusn: Kosiexxckoe gesonpoussoactso B Poccun
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a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. YMenusi: OTMeHa 10KyMeHTa:

a) pacnpocTpaHseTcs Ha OyayIue MOCIe/ICTBUS TOKYMEHTA,;

0) pactipocTpaHsieTCs Ha y)Ke HACTYIHBIIHE OCIECTBUS IOKYMEHTA;

B) pacmpocTpaHsieTcs: Ha OyIynye U y)ke HACTYIUBIIUE MOCIEICTBYS JOKYMEHTA,
T') PacIpOCTPaHACTCS Ha MOTEHIIMATBHBIC TIOCIEACTBUS JOKYMCHTA;

8. 3nanusi: CBUTKOBOE CTOJIOII0BOE AeJT0NPOU3BOACTBO ChOPMHPOBAIOCH B MIEPUOL:
a) MPUKA3HOTO JETOMPON3BOCTBA;

0) KOJUIEKCKOTO JIEJIONPON3BOJICTBA;

B) MUHUCTEPCKOTO JICIONPOU3BO/ICTBA;

T')UCTIOJHUTEILHOTO JICIONPOU3BOJICTRA.

9. YMenusi: JIoKyMeHTO000OPOT OnpeaesieTca KaK:

a) COBOKYIIHOCTBH B3aUMOYBA3AaHHLIX MTPOLCAYP, O6GCH€1{I/IB3IOHII/IX ABHUXCHHUE JOKYMCHTOB B
YUYpEKICHUU,

0) OUPKYJIAINSA JTOKYMEHTOB OpTaHH3aIlNM;

B) JOKYMEHTHI OPTaHU3AIUH, HAXOISIIHUECS B IBUXKEHUU;

T') JOKyMEHTOOOMEH OpPraHU3alliy ¢ BHEITHEH HHPOPMAIIMOHHOHN cpeioi, 00ecTieYrBalOIIHiA ee
sa¢dexTrBHOE (PYHKITMOHUPOBAHUE.

10. 3nanus: TeHIeHIIMH POCTA JOKYMEHTO000POTA SIBJISAIOTCS:
a) MMO3UTHUBHBIM ABJICHUCM COBPEMCHHOCTH,

0) HETaTUBHBIM SBJICHHEM COBPEMCHHOCTH;

B) HETaTUBHBIM SIBJICHHUCM Pa3BUTHA HUBUIIN3AIIUU,

I‘) IMO3UTUBHBIM ABJICHUEM PAa3BUTHUA HUBUIIN3AIUH .

11.0cHOBHBIC IPHYMHBI POCTA JOKYMEHTO000POTA ABJIAIOTCH:
a) palMoHaNbHbIE, HPPAIIUOHATBHEI;

0) peryimpyemMsbie, HeperyIupyeMbIe;

B) OOBEKTHUBHBIMU 1 CyOBEKTUBHBIMU;

T') HeTaTUBHBIE, IO3UTHUBHBIE.

12. 3nanus:O0beKTHBHBIC IPUYUHBI POCTA JOKYMEHT0000poTa
a) opMHUpYIOTCS 1O BOJIE M KEJTAHHIO JTIOJICH;

0) (hOpMUPYIOTCS IOMUMO BOJIU M YKEJIAHUS JIIOJICH;

B) (HhOpMHUPYIOTCS 11O BOJIE TOCCTPYKTYD;

r) GOPMUPYIOTCS MO BOJIE TOCCTPYKTYP M KEJTaHUIO JIIOJCH.

13. 3nanus: Cy0beKTUBHBIC IPMYUHBI POCTA JOKYMEHT0000pOTA
a) ¢dopmupyrOTCs Oiarogaps aAMUHUCTPATUBHBIM JEUCTBUAM JIIOJICH;
0) (hopMHUPYIOTCS 1O BoOJiE CYOBEKTOB rOCYAapCTBa;

B) (hopMUpYIOTCS 110 BOJIe CyOBEKTOB YIPABICHUS;

r) GOPMHUPYIOTCS MO BOJIE U JKEIAHUIO JIIOACH.

14. Ymenusi: Cioco6oM panuoHaIU3alMN JOKYMEHT0000pPOTa MOKHO HA3BaTh
a) METOJI YIIPABJICHHUS 110 OTKIIOHCHUSIM;

0) KOJIMYECTBEHHBIH aHAIM3 TOKYMEHTOO00POTa;

B) CUTYaTHBHBIN aHAJIM3 JTOKYMEHTOO00POTa;

I') KAaUeCTBEHHBIN aHAIM3 JTOKyMEHTO000pOTa.

15. YMmenusn: Ol'lTI/lMl/I3aIII/lﬂ Z[OKyMeHTOOﬁOpOTa B OpraHm3anvu npu3sBaHa
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a) 3aMeJTHTh U COKPATUTh TOKYMEHTOO0OPOT;
0) COKpaTUTh JOKYMEHTOO00O0POT;

B) YCKOPHTH JOKYMEHTOO0OOPOT;

T') COKPATUTh U YCKOPUTH IOKYMEHTOOOOPOT.

16. Ymenusi: MeToa npeiBapuTEJbHOT0 PACCMOTPEHHs J0KYMEHTOB IPUMEHsIeTCs] B OTHOLIEHHH
a) BXOJSIIETO JOKYMEHTOIOTOKA;

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) UCXOJISIIETO TOKYMEHTOIIOTOKA;

T) JIF060ro JOKYMEHTOIOTOKA.

17. Ymenusi: Meroa ynpapJ/ieHUsi 10 OTKJIOHEHUSIM
a) BXOJSIIETO JOKYMEHTOINOTOKA;

0) BHYTpEHHETO JOKYMEHTOIIOTOKA;

B) HCXOASIIETO JOKYMEHTOIIOTOKA;

T) M000Tr0 JOKYMEHTOTIOTOKA.

18. Ymenus: Padora ¢ koHpuaeHunaabHoi nHgopMmanueil BKIKOYaeT B ceds:

a) TEeXHHYECKHE acteKThl ooecnedeHus KU;

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBBIE aclekThl ooecrneueHus KU,

B) OpPTraHM3allMOHHKIC acnieKThl o0ecnieuenus KU;

T') TEXHHYECKHE, OpPTaHU3aIIMOHHBIE 1 HOPMaTHBHO-IPABOBhIE acieKThl obecniedenus: K.

19. 3naHus: ABTOMATH3NPOBAHHBII JOKYMEHTO000OPOT NPU3BAaH HA COBPEMEHHOM 3Tamne:

a) TMOJIHOCTHIO 3aMEHUTH OYMaKHBIH;

0) mpoayOIMpoBaTh OYMaXKHBIIH;

B) pa3AenuTh C OyMaKHBIM TOKYMEHTOIIOTOKH (BXOJISIIHE, UCXOSIINE, BHYTPEHHHE)

T) pa3aenuTh ¢ OyMaXHbIM HH()OPMAIIMOHHBIE MTOTOKH (4acTh JOKYMEHTOB - 3JIEKTPOHHBIE, YacTh -
OyMa’KHEIE)

20. Ymenus: OnTumMu3anus J0KyMeHTO000pPOTAa B OPraHU3ALNM, B IEPBYIO 04Yepe/b, SIBIsSIETCS
yHkuueii:

a) pyKOBOMTES OpTraHU3aIlNH;

0) cmyx0n1 JIOY;

B) BCEX COTPYJIHHKOB OpTaHH3AIIHH;

T') PyKOBOAMTENEH CTPYKTYPHBIX ITOAPA3IEICHUH.

21. 3uanns : Cay:xoa JJOY, B uneane, noq4nHsETC:
a) HaIPsMYIO PYKOBOJIUTEIIO;

0) 3aMeCTUTEINIO PYKOBOIUTENS;

B) HaYaJIbHUKY OTJeJa KaJpoB;

T') HAYaJILHUKY FOPUINYECKON CITyXKOBI.

22. 3uanus:YCOP/I siBasieTcs:

a) yrnpaBlieHHEM CHCTEMOI OpraHn3allHOHHOMN JesITeNbHOCTH;

0) ycoBepILIEHCTBOBAHUEM OPTaHM3AL[IOHHOMN IESITebHOCTH;

B) YHH(DUITUPOBAHHOW CHCTEMOI JJOKYMEHTOB;

T') YHUBEPCAIBHOHN CHCTEMON OPTaHN3alMOHHO-PACTIOPSIANTENBHON TOKYMEHTAITHH.

23. 3nanus:I'CJI0Y - sto:

a) rpaKaaHCcKasi CUCTeMa JOKYMEHTAIIMOHHOTO 00SCIICUEHHS YIIPABICHUS;

0) reHepasibHasI CUCTEMa JIOKYMEHTAI[MOHHOTO 00ECIICUCHHS YIIPABICHHUS;

B) TOCYJapCTBEHHAs CUCTEMA JJOKYMEHTAIIMIOHHOTO 00eCTICUeHUs YIPaBICHUS;

F) ToC-MyHHUIIUIIAJIbHAA CUCTEMA JOKYMCHTAIUOHHOI'O o6ecnequI/I;1 YIIpaBJICHUA.

24. Ymenns: Tpu cnocoda yHM(PUKAIINH TEKCTA JOKyMEHTa:
a) Tpadaper, ankeTa, TabIUIA;
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0) cxema, rpaduk, KaprTa;
B) omeporpaMmma, arb00M GhopM, MapIIpyTorpaMma;
r) TpadapeT, aHKeTa, Tabauua, rpaduk.

25. Ymenus: TekeT aHKeThI CIEUATUCTHI HA3bIBAKOT:
a) HECBS3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTaKCHYECKUM;

T') COKpAICHHBIM.

26. 3nannsa:Opranu3alioOHHO-PACIOPAANTEIbLHAS IPYNNA JOKYMEHTOB:
a) CyIIECTBYET B KaX/I0H OpraHu3aIim;

0) CyIecTBYeT B OpraHax BIacTH U YIPaBIICHUSI,

B) CYIIECTBYET B TOCYIAPCTBEHHBIX YUPEKICHUSAX;

T) CYIIECTBYET B TOCYJAPCTBEHHBIX 1 MYHUITUTIAIBHBIX YIPEKICHUSAX.

27. 3nanus:PexBU3UTOM Ha3bIBaETCH:

a) DJIEMEHT JOKYMEHTA;

0) nH(MOPMAITMOHHBIN AIIEMEHT JJOKYMEHTA,

B) HOCHUTEIb HH()OPMAIIHH;

T') BCIIOMOTaTeIbHOE CPEICTBO O(hOpMIIEHHE JJOKYMEHTA.

28. 3uanusi:Hocureasavmu uadgopMannu sAiBJISIIOTCH:

a) Oymara, IJIacTHK;

0) Oymara, IJIACTHK, BHJICO, ay/THO - JICHTHI;

B) 1000 MaTepratbHBIN 00BEKT, HA KOTOPOM HaHeCeHa WH(pOpMAIIS;
T) manupyc, meprameHT, Oymara, IIacTHK.

29. Benymas 3agava KaHUeJsIpun:

a) OPraHnu30BaTh U MMOUIEPKUBATH JJOKYMEHTOO0OPOT B OPTaHU3AINH 110 €AWHBIM PaBHIIaM;
0) mpoBepATh PabOTy C IOKYMEHTaMH B OpraHH3allK U HaKa3bIBaTh 32 HAPYIICHUS;

B) PEKOMEH/I0BAaTh PYKOBOJUTEIIO CIIOCOOBI OpraHU3aIuu JOKYMEHTO000pOTa;

T') MalIMHOIIMCHBIE U SKCIEAMIIMOHHBIE ONIEPALNH C JOKYMEHTaMHU.

30. YMenus: TexHoaorus perucTpauv 10KyMeHTOB ObIBAIOT:
a) LEHTPaJIM30BAHHLIC;

0) LeHTpaIM30BaHHbIE U ELCHTPAIN30BaHHbIE;

B) JIELEHTPAIN30BaHHBIE;

T') HEHTPAIN30BaHHbIE, IELEHTPATN30BaHHbIE, CMEIIaHHbIE.

31. YMmenus: TexHOJT0rHS KOHTPOJIS HCTIOJTHEHUS TOKYMEHTOB IPeANoJiaraer:
a) KOHTPOJIb Ka4eCTBa UCIIOTHCHHUS;

0) KOHTPOJIb KAYeCTBA U CPOKOB HCIIOTHCHUS;

B) KOHTPOJIb CO3/IaHUSI U OTIPABKHU JIOKYMEHTA ajipecary;

') KOHTPOJIb PAa3pPEIICHUS BOIPOCOB, OTPAKEHHBIX B IOKYMEHTE.

32. Ymenus: OnpeneneHue MOHATHS «AeJI0»:

a) Mmarka ¢ JIOKyMEeHTaMHU;

0) TOKYMEHTBI, OTHOCAIITHECS K OJTHOU TIpodIeMe;

B) MEPBUYHBII JOKYMEHTHBII KOMIUIEKC, CIPYIIIMPOBAHHBIHN 110 KAKOMY-JIMOO MPHU3HAKY;

T') IEPBUYHBIA JOKYMEHTHBII KOMITJIEKC, CTPYIITUPOBAHHBINA 10 HASHTHYHBIM PEKBU3UTAM JOKYMEHTA.

33. Ymenns: Homenkaartypa gen:

a) IOKyMEHT, B KOTOPOM II€PEYUCIICHBI TJIABHBIC JIe]la OPraHu3aIluy;

0) MOKYyMEHT, B KOTOPOM TIEPEUHCIICHBI BCE JIeIa OPTaHNu3aIlNH;

B) TIPUMEPHBII CITMCOK JIeJT, HEOOXOANMBIX K 3aBEIEHUIO B OpPraHU3aIiH;
T') IOKYMEHTBI, OTHOCSIIHECS K OJHOH mpoodieme.
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34. YMeHus: ApXuBHOe XpaHeHHe JOKYMEHTOB He00X01MMO:
a) ISl TIOBTOPHOT'O UCTIOIB30BAHUSA JOKYMEHTOB;

0) A7 OTYETHOCTH TIePE] BBIIECTOSIINME OpraHU3alUsIMY;

B) Ha CITy4yail IPOMaXX JOKyMEHTa B OPraHU3allly;

T) Ha CITy4ail yIpa3AHEeHUs! OpTaHUu3allNH.

35. 3nanus: S3bIK JOKyMEHTOB OT/IHYAeT:

a) 00pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEICTB;

0) TOYHOCTD W CY)KCHHE JUarna3oHa sI3bIKOBBIX CPEIICTB;
B) HCIOJIBb30BaHUE MPOPECCHOHATU3MOB;

T') UCTIOJIb30BaHKE THATIEKTH3MOB.

36. HaBbixknu: Kakas ¢)paza HeyMecTHA B JIOKYMeHTe W HYKIaeTcs B peAaKTHPOBAHUH:
a) «IPOCUM YCKOPHUTH PEIICHHE BOIIPOCa...»;

0) «3a HEOOOCHOBAaHHBIN MTPOTYIL...»;

B) «mpeAcTaBbTe Bau npenioxeHus B yKa3aHHBIE CPOKH...»;

T') «KOHTPOJIb UCIIOJHEHHS BO3Jaraercs. ..»

37. HaBpiku: Opranu3anMoOHHAsi rPyNIa J0KyMEHTOB.
a) ycTaB, [IOJIOKEHHUE, TPaBUIIa, HHCTPYKILIUS;

0) ycTaB, MOJIOKEHHUE, TUIAH, HHCTPYKIIHS,

B) yCTaB, OTYET, IPAaBUJIA, HHCTPYKLUS;

T') ycTaB, NOJOXEHHE, IPaBUia, UHCTPYKIIHS, PETIIaMEHT.

38. HaBbiku: Pacnopsiaure/ibHasi IPyNna J0KYMEHTOB.

a) MOCTaHOBJICHHUE, PACTIOPKEHUE, PELLICHNE, [IPHUKA3, YKa3aHUE;

0) yka3, IOCTaHOBJIEHHE, PACIIOPSKEHUE, IPUKA3, yKa3aHUe

B) yKa3, [IOCTaHOBIEHUE, PACIIOPSDKEHUE, PEIlleHHE, IIPUKa3, yKa3aHue
T') yKa3, IOCTaHOBJICHHUE, PACIIOPSHKEHUE, PELICHUE, TPUKA3.

39. HaBbiku: CnipaBoYHO-UH(OPMANMOHHAS I'PYNNA J0KYMEHTOB.
a) JIOKJIIHAs 3aIMCKa, aKT, TIPOTOKOI,

0) moroBop, ciry>keOHas 3amvcKa, HHCTPYKITUS;

B) CIIpaBKa, yKa3aHHe, 3asBJICHHE;

T) TejerpaMma, TeneoHorpaMma, yKazaHue.

40. Hasbixu: [IpaBuia ogopmiieHns peKBU3NTOB, oTpaxkeHnsie B 'OCT P 6.30 -2003.
a) HOCAT 00sI3aTENbHBIN XapaKTep;

0) HOCAT peKOMEH/IaTeIbHBIN XapaKTep;

B) HOCST JIUPEKTUBHBIN XapaKTep;

T') HOCSIT PEKOMEHIATeIbHO-0053aTEBHBIN XapaKTep;

41. HaBpixu: Opranusanus ciayxooi JOY Tekymero xpaHeHusi JOKyMEHTOB.
a) OHO OCYHICCTBJIACTCA B OTHOUICHUHN HMCIIOJTHCHHBLIX TOKYMCHTOB

0) OHO OCYIIECTBISIETCS B OTHOILIEHHH HEUCIIOIHEHHBIX JOKYMEHTOB

B) OHO OCYLIECTBIISIETCS] B OTHOILLEHHUH TOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYIIECTBIISIETCA B OTHOIIEHUH MMPOCPOUCHHBIX JOKYMEHTOB

42. HaBpixn: [Ipuka3s - 0CHOBHON pacnopsiiuTebHBIN JOKYMEHT B OPraHU3alUH. BHIbI IPHKA30B:
a) 10 JINYHOMY COCTaBY, OTIEPAaTUBHOMN J€ATEITHHOCTH;

0) 1Mo TMYHOMY COCTaBY, XO3SHCTBEHHOH NEATeTHLHOCTH;

B) KaJIpOBBIE, 110 TEKYLIEH AEATEILHOCTH;

T) 110 IMYHOMY COCTaBYy, OOILEH esTeIbHOCTH;

43. HaBpiku: TekcT aKTa COCTOMT M3:

a) 000CHOBBIBAIOIEH, KOHCTATUPYIOLIEH, PEKOMEHIYIOLIEH YacTH;
0) BBOAHOH, (PaKTHUECKOM, pEKOMEHAYIOIIEeH YacTu;
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B) BBOJHOW, KOHCTATHPYIOIICH, HTOTOBOM YacTH;
T') BBOJHOW, KOHCTaTHPYIOIIEH, peKOMEHIYIOIICH YacTH;

44. HaBbixu: /lok1agHas v ciryskeOHasi 3aNHCKU:

a) B 3HAUYMTENIbHON CTENEeHN WACHTUYIHBI 10 O(DOPMIICHHIO U COJIEPKAHHIO;
0) MPOTUBOTIOCTABIICHBI 110 O(POPMIICHHIO M COIEPIKAHHUIO;

B) 10 0(OPMIICHHIO COBIAJAAIOT, IO COJCP>KaHUIO TPOTHBOIIOCTABIICHEI,

T') HACHTUYIHBI IT0 COACPKAHUI0, PA3TUIAOTCS 110 0(hOPMIICHHIO;

45. HaBbixu: TpeGoBanus k 0popMIeHHIO 00bSICHUTEIbHOM 3aNMCKN:
a) COCTaBIISIETCS OT IEPBOTO JIMIA

0) cOCTaBIAETCS OT TPETHETO JIUTIA;

B) COCTaBJISIETCS OT IPYIIIIBI JIALL;

T') COCTaBIIAETCS OT HAPYILIUTENS TUCIUIINHBL.

46. HaBbixu: TpeGoBanus k 0(popMiIeHHIO TOCTAHOBJICHMS.

a) COIEPKUT KOHCTATUPYIOIIYIO U PACIOPAIUTENbHYIO YaCTH;

0) comepKuT 000CHOBBIBAIOIIYI0, KOHCTATHPYIOIIYIO U PACIOPSANTEIHHYIO YaCTH;
B) COZICPIKUT Pa3bCHUTENIBHYIO, KOHCTATUPYIOIIYIO U PaCTIOPSAUTEIbHYIO YacTH;
I') COJIEPKUT 000CHOBBIBAIOLIYIO, KOHTPOJIUPYIOLIYIO U PACIOPSAUTEIBHYIO YaCTH;

47. HaBbixu: TpedoBanusi k opopmMiieHUI0 HH(POPMAIMOHHO - AHATUTHYECKOH 3alIUCKU.
a) HOCUT PEeKOMEHAATENbHBIN, HAYIHO-UCCIIEI0BATEIbCKUN, TIOSICHSIONINI XapakTep;

0) HOCHT PeKOMEHIaTENbHBIH, TTOSICHAIOIINHN XapaKTep;

B) HOCHUT PEKOMEH IaTeNIbHBIN, NCCIIET0BATEbCKHIA, TIOSCHSIONINA XapaKTep;

T') UCTIONB3YEeTCs I Niepeau HeoOX0AMMOM HHPOPMAIMH B IIETISIX pa3pelieHuUs POOIIEMBI.

48. HaBbixu: TpedoBanus k opopm/ieHUIO NPOTOKOJIA:

a) YaCTH TEKCTa: BBOIHASA(CIYIIAIN - BRICTYMIN-PELINIIN), OCHOBHAS ;

0) yacTu TeKCTa: MOBECTKA JIHS, OCHOBHAS (CIIyIIATH-BBICTYIHIN-PEIINIIH);
B) YacCTU TEKCTA: BBOAHAS, IOBECTKA JIHS, CBEACHUS O IPUCYTCTBYIOIINX ;
') YaCTH TEKCTa: BBOJIHASI, OCHOBHAS (CIIyILAIN-BBICTYIHIN-PEILINIIN).

49. HaBbixku: TpeOoBanus k o(popM/IeHUIO 10roBoOpa:

a) 00s13aTeNIbHOE KOJIMYECTBO YYACTHUKOB CTOPOH — JIBA;

0) 00s13aTeIbHOE KOJIMYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTENIBHOE YKa3aHUE OTCBhIJIOK K 3aKoHaM Pd;

r) 00s13aTenpHOE OPOpPMIIEHIE PEKBU3UTHOTO MUHUMYMa JIOTOBOPA;

50. HaBbIku: AHHYJMpPOBaHHE JOKYMEHTA:

a) pacipocTpaHseTcs Ha OyayIire IOCHeACTBU JOKYMEHTa,

0) pacupocTpaHsieTcs Ha y>K€ HaCTYNHBIIHNE MOCIEACTBUS TOKYMEHTA;

B) pacmpocTpaHsieTcsi Ha OyIyniye U y)ke HaCTYIUBIINE MOCIIEICTBHS JOKYMEHTA;
T') pacpoCTpaHseTcs Ha MOTEHIIMATbHBIE TIOCIEACTBUS JOKYMEHTA;
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