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1. TACIIOPT PABOYEM MPOT'PAMMBI JJUCHUILJIAHBI

1.1. O6s1acTh NpUMeHeHHUs padoyeil MporpaMmbl

PabGouas mnporpamMma AMCHUMIIMHBI SIBJISIETCS YacThIO OCHOBHOM 0Opa3oBaTeNbHOM
nporpammbl B cootBeTcTBUM ¢ PI'OC mna cneumansHocTH: 40.02.04 IOpucnpyaeHuus
(ykpynuénHas rpynna crenuanbHocTeit 40.00.00 FOpucnpyaenuus), s o0y4yaronmxcs 0O4HOM

¢bopmbl 00yUeHHUS.

1.2. Mecro y4eOHOH AWUCHMIVIMHBI B CTPYKTYpe OCHOBHOH mnpodeccHoHANbHOM

o0pa3oBaTe/IbHOM IPOrpaMMBbl

JlucuuiuinHa peanusyeTcss B paMkax oOIIenpoecCHOHAIbHOro LuKiIa. JlucrumianHa

pCaAIN3yCTCAd B paMKax 0a30BOM YaCTH.

1.3. Llesap 1 ni1aHupyeMble pe3yJbTaTbl 0CBOCHHUS JMCIUIIIHHBI:

Kon VYmMmenus 3Hanusa
OK, IIK

IIK 1.3 Bnanets IIPUMEHSATH COBPEMEHHBIE IpaBuia
HaBBbIKAMHU TIOJTOTOBKHU MH(POPMALMOHHBIE TEXHOJIOTHH IS COCTaBJICHUS
IOPUANUYECKUX MOUCKa ¥ 00pabOTKH MPaBOBOM IOPUANYECKUX
JOKyMEHTOB, B TOM 4ucie | MHopManuu u oopMiIeHus JIOKYMEHTOB
C MCIIOJIb30BaHUEM IOPUAMUYECKUX IOKYMEHTOB; COCTABIISATh
MH(POPMALMOHHBIX pas3InYHbIe BUbI FOPUINUECKUX
TEXHOJIOTUI JIOKYMEHTOB

2. CTPYKTYPA U COAEPKAHUE JUCIIUITJIMHBI

2.1 O0beM QUCHUILUIMHBI U BUAbI Y4eOHOH padoThI
3aounas popma oOydeHHs

Buo yueonoi pabomot

Oobvem uacos

O0bem 00pa3oBaTeIbHOI IPOrPaMMBbI

36

Pabora oﬁyqalonmxm BO B3aUMO/IeliCTBHH C nmpenoaaBaTejiecM

4

B TOM YHCJIC:

JeKIHH (YPOKH)

B (hopme mpakTHUECKON MOATOTOBKH (€CIIH MPETyCMOTPEHO)

MPAKTUYCCKUC 3aHATUS

B (hopMe MPaKTHUECKON NOJITOTOBKH (€CIU NPEyCMOTPEHO)

* N %D

n1a0opaTOpHbIE 3aHATHUS

B (hopMe MPaKTUIECKON MOJATOTOBKH (€U MPETyCMOTPEHO)

*

KypcoBasi paboTa (mpoekT) (eciu npedycmompena)

CamocTosiTenbHast paboTta oOyuaromnierocs (Bcero) (eciu npedycmompena)

32

Koncynwrammu (eciu npedycmompena)

[TpomexyTouHas aTTecTanus B GopMe HTOrOBOW KOHTPOJIbHON paboThl B 3 cemecTpe.




2.2. TemaTn4yecKuil IJIAH U COAepP:KaHUe TUCHHUILIMHBI

3aouHas popma oOydeHHS

OcBauBaembl
HaumenoBanue pa3jieiioB Oo0Bem
" TeM Conep:xanue y4e0OHOro MaTepuaJa YACOB € 3JIeMEHTBI
KOMIIeTEeHIIUH
1 2 3 4
Pa3ned 1. /lokyMeHTHPOBaHuUE YIIPABJIEeHYECKOM eI TeJIbHOCTH
Tema 1.1. Cooeporcanue yuebnozo mamepuana:
[Tonstue noxymenta, ero | 1) JlokymMeHTaIimoHHOE 00eCTIeUeHHEe YIIpaBaeHus, 00bEKT, MPEaMET, IeJIN U 3a/1a9n
CBOiicTBa, pyHKINN JOVY. [1enonpou3BOACTBO, €r0 3JEMEHTHI, (POPMBI JETOMPOU3BOICTBA o)
2) CBoilicTBa JOKyMEHTA.
3) DyHKIMU JOKYMEHTa
Tema 1.2 Camocmoamenvuas paboma:
Mertoast 1) JlokymeHTHpOBaHNE. MeTObI U CITIOCOOBI JTOKYMEHTHPOBAHUS
JOKYMEHTUPOBAHMSL. 2) Knaccudukanus 10KkyMeHTOB 2
Knaccudukanmst 3) YHudukanus u craHgapTH3aIus JOKyMEHTOB
JIOKYMEHTOB
Tema 1.3 Camocmosamenvnasn paboma:
PexBusutel tokymeHTOB U | 1) CocTaB peKBU3UTOB JIOKyMEHTOB )
oOmure mpaBuia uxX 2) TpeboBanus K 0POPMIICHUIO PEKBU3UTOB JJOKYMEHTOB
ohopMIICHHUS
Tema 1.4 Camocmoamenvnasn paboma:
YHuduuupoBaHHast 1) OcHosnble nionsATus Y COP/]
CHUCTEeMa OpTraHU3alMOHHO- | 2) Hasnauenwue, coctaB u oopMiIeHHE OpraHU3aIMOHHO-TIPABOBOM TOKYMEHTALIUU 2
pacnopsAuTeIbHON 3) Haznauenue, coctaB 1 o(popMIICHHE PACTIOPSAUTEIBHON JOKYMEHTAIIUN
JIOKYMEHTAIlUU 4) Hasnauenue, coctaB u odopmieHre HHOOPMALIMOHHO-CIIPABOYHON JOKYMEHTAINH
Tema 1.5 CamocmoamenvHuas paboma:
[TpaBuna opopmiieHus 1) XapakTepucTUKa U COCTaB PACTIOPSIAUTEIHHON JOKYMEHTAIINH
pacnopsIAUTEIbHON 2) TpeboBanus K 0POPMIICHHIO PACTIOPSITUTEFHON TOKYMEHTAIIHN 2
JIOKYMEHTAIlUU 3) OdopmneHne NpuKa3oB, pacopsHLKEHUN 10 00pasily ¢ UCTIOIb30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOTHI
Tema 1.6 Camocmoamenvuas paboma: 2
[IpaBuna opopmnenus 1) XapaKTepucTruKa U COCTaB HH(POPMAIIMOHHO-CIIPABOYHOMN JTOKYMEHTAIHI
MH(POPMALIMOHHO- 2) TpeboBanus k opopmiieHHIO HHOOPMAILIMOHHO-CIIPAaBOYHON T0KYMEHTAIUN
CIPaBOYHOM JOKyMeHTauu | 3) Odopmienne ciayKeOHbIX MHCEM

4




Camocmoamenvnasn paboma:

1) TectupoBanue 1o reMe «Jl0KyMEHTUPOBAaHUE YIIPABICHUYECKOU EATEILHOCTI 2
2) Odopmienne opraHu3allMOHHO - PACHOPSAUTEIbHBIX IOKYMEHTOB
Pazjen 2. Opranusanusi padoTsl ¢ JIOKYMEHTAMH
Tema 2.1 Camocmoamenvnasn paboma:
Cucrema u Tunosas 1) Opranuzanus ciry>k0bl JOKyMEHTAIIHOHHOTO 00€CTICUEeHNUS YITPABICHHS
TEXHOJIOTHS 2) HopMmatuBHo-nipaBoBoe obecriedeHne aesiTebHOCTH ciy)0bl JJOY 2
JIOKYMEHTAallHOHHOT'O 3) Cucrema JIOY, 3agauu, GyHKITUH, TUTIOBBIC CTPYKTYPHI, TOJHKHOCTHOU COCTaB.
obecrieueHust yripaBiaeHus | 4) TpeOoBaHMsI K OpraHU3AIMK TOKYMEHTO000pOoTa (HOMEHKJIATypa 1)
Tema 2.2 CamocmoamenvHuas paboma:
TexHonorus paboTsl ¢ 1) Dransl paboThl ¢ BXOISIMIMMH JOKYMEHTAaMU
BXOJISIIIIMMH, UCXOISAIIUMHU | 2) Dtanbl pabOThI ¢ UCXOASIIUMH IOKYMEHTAMU 2
U BHYTPECHHUMH 3) Oransl paboThl ¢ BHYTPEHHUMH JOKYMEHTaMU
JIOKyMEHTaMH 4) Peructparusi 1 KOHTPOJIb UCTIOJIHEHHSI IOKYMEHTOB
Tema 2.3 Camocmoamenvuas paboma:
Texnonorus peructpauuu | 1) OdopmiieHne )XypHaJIOB PErUCTPALIMHA BXOISAIINX, UCXOISIINX JOKYMEHTOB 2
2) Benenue cipaBo4HO-HHPOPMAIIMOHHON pabOThI IO JOKYMEHTaM
Tema 2.4 Camocmoamenvuas paboma:
Homenknarypa nen.. 1) CocraBieHre HOMEHKIIATYp J1e]
Opranusanus XpaHeHUs 2) DopMHUpOBaHUE U ONIEPATUBHOE XPAHEHUE JIEIT 2
JIOKyMEHTOB 3) Opranuzanus 3KCHepTu3bl HEHHOCTU JOKYMEHTOB
4) [ToaroroBka Jien K apXUBHOMY XPaHEHHIO
5) [TopsiA0K YHUUTOXKEHHS! IOKYMEHTOB
Tema 2.5 Camocmoamenvnasn paboma:
[ToHsrTHE BAEKTPOHHOTO 1) Ocnosuble nonstust 3/10. Buast 3/10. [Ipenmyiectsa u HeJOCTaTKU )
JIOKyMEHTOO000pOTa 2) OnekTpoHHbIe moanucu B 910
3) Cucrema 37eKTpOHHOTO ToKyMeHToobopoTa (COM1): dyHKIMK, 331249, BUIBI
HToroBast KOHTpOJIbHAS Ilpakmuueckoe 3anamue:
pabora 1) TectupoBanwue 1Mo Kypcy )
2) BoinonHnenne npakTHYecKoro 3a1aHus
3) [ToaBeneHuEe UTOTOB 32 CEMECTP
CamocTtosarenbHas padora: | CoctaButh KoHCHEKT «OO01He TpeOoBaHus K 6J1aHKaM JJOKYMEHTOBY 2
CoctaButh cxemy «Knaccudukarus JOKyMEHTOB) 4
CoctaButh Tabnuiy «OpraHu3alOHHO-IIPABOBbBIE JOKYMEHTBI» 4
Bcero: |  4/32




3. ®OPMbI KOHTPO.JISI U METOJUYECKHUE MATEPUAJIBI,
ONPEJIEJISIFIOIIUE IMTPOLEAYPbI OHEHUBAHUSA 3HAHUM, YMEHWM,
IMPAKTUYECKOI'O ONIBITA, XAPAKTEPU3YIOIINUX ITAIIbBI ®OPMUPOBAHUSA
KOMIIETEHIIUI

®onp oueHouHblx cpencts (ganee — P@OC) - KOMIUIEKT METOAMYECKUX M KOHTPOJIBHBIX
MaTepuaoB, HCIOIb3YEMbIX MPH TPOBEIACHUHM TEKYIIETO KOHTPOJSI OCBOCHUS PE3yIhTaTOB
oOyueHusi U npomexxyTodHor arrecraiuu. @OC npeaHa3HaueH AN KOHTPOJIS U yNpaBICHUS
MPOIIECCOM TPUOOPETCHHST 00YyJaIONIMMUCS HEOOXOMUMBIX 3HAHWH, YMEHUN W KOMIIETCHITUH,
onpeaeneHHbIx Bo ®I'OC (IIpunoxenne Ne 2).

4. YCJI0OBUS PEAJIM3AIIUA JUCIIUITJIMHBI

4.1. TpeOoBaHUsI K MUHUMAJILHOMY MaTepPHAIbHO-TEXHUYECKOMY 00ecredeHHI0

Peanmzaiuss mporpamMmbl  IUCHUIUTMHBL TpeOyeT Hamuuus y4eOHOUW ayJuTOpHH
«JIOKyMEHTAIIMOHHOTO ObecreveHns ymnpaBieHus»; ayAUTOPUU AN CaMOCTOATENIbHOWN
PaboThl «IToMemnieHue ISt CAMOCTOATENLHOM paboThD)

O6opynoBanue ydeOHOro kKaOWHETa: ydeOHas J0CKa, pabodyee MECTO MpernojaaBaTels,
MOCAIOYHBIC MECTa JIJIsl 00yYaOIUXCSI
TexHuueckue cpencTBa 00yUEHUs: KOMITBIOTEP, MYJIbTUMEINA MMPOSKTOP MHTEPAKTUBHAS JIOCKA
100 3KpaH.

4.2. YueOHO-MeTOAM4YeCKOEe M HHPOPMALMOHHOE O0ecTiedeHue QU CIUNINHbI

4.2.1. IlepeyeHb OCHOBHOI W JAONOJHHUTEJILHON y4yeOHOW JUTEpPATypPbl, HEOOXOAUMMOI sl
OCBOEHUS TUCIHHIJIMHBI

OcHoBHas1 yueOHas JIMTEepaTypa:
1. I'pozosa, O. C. Jlemonpon3BoACTBO : yueOHOE MMocodue st CpeaHero mpodhecCuoHaTBLHOTO

obpazoBanmsi / O. C. I'pozoBa. — 2-¢ m3n. — Mocksa : UsnmarensctBo [Opaiit, 2024, —
131 c. — (Ilpodeccuonanvuoe obOpazoanue). — ISBN 978-5-534-15986-8. — Tekct
anekTpoHHbld //  OOpazoBatenbHas 1miatpopma FOpait [caiit]. c¢. 6 — URL:

https://urait.ru/bcode/539523/p.6 (nara obpamenus: 06.06.2024).

2. Kopuees, 1. K. JlokymeHTaimoHHOEe 00ecriedeHHEe YNpaBiIeHUs | yUeOHUK U MPAKTUKYM JJIst
cpenHero  mpodeccuonaibHoro  obpazoBanusi/  U. K. KopueeB,  A. B. ITmenko,
B. A. Mamypues. — 3-e uzj., nepepad. u gon. — Mocksa : M3natensctBo HOpaiit, 2024, —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr :
anekTpoHHbld // OOpazoBarenvHas 1uiatrpopma IOpaiit [caiit]. c¢. 207 — URL:
https://urait.ru/bcode/539262/p.207 (nara obpamenus: 06.06.2024).

JononHuTeIbHASA yueOHAs JUTepaTypa:
1. Ilemenkora, C. 1. ApxuBoBenenue. Mctopus apxuBoB Poccuu ¢ IpeBHEHIIUX BpEeMEH 0
Hayama XX Beka: y4eOHOe Mmocobwe miisa cpeaHero mpodeccMoHaaIbHOTO 00pa3oBaHUSs /

C. W. llemenkoBa ; mon HayuHou penakuuei JI. H. Maszyp. — Mocksa : M3aaTenscTBO
FOpaiir, 2022. — 153 ¢. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-10241-
3. — Tekcr : snextpoHHbIN // OOpazoBarenbHas miatdopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/495215 (nara obpamienus: 06.06.2024).



2. Kysuenos, U. H. JlokymeHTtanmoHHoe obOecredyeHue ymnpabieHus. J[oKyMeHTO000pOT u
JETOTIPOM3BO/ICTBO :  YYeOHMK ¥ TPAKTUKYM JUIS  CPEAHEro Mpo(ecCHOHATBHOTO

obpazoBanwust / U. H. Ky3nernos. — 4-e u3n., nmepepad. u gomn. — Mocksa : M3natenbcTBo
FOpaiir, 2024. — 545 c¢. — (Ilpodeccuonansuoe oopazoanue). — ISBN 978-5-534-16004-
8. — Texkcer : snektponHbii // OOpa3oBatenbHas tiargopma FOpaiir [caiit]. — URL:

https://urait.ru/bcode/537146 (nara obpamenus: 06.06.2024).

4.2.2. IlepeyeHb pecypcoB HMH(POPMAIMOHHO-TEJIEKOMMYHMKAIIMOHHON  CeTH
«uTepHeT» (nanee - cetb «UHTEPHET»), HEOOXOAUMBIX JIS1 OCBOCHHS IV CHUNIIMHBI

Ne HaumeHoBaHue 3JIeKTPOHHON OMOIHOTEYHOH CHCTEMBbI
1. Horosop Ha noctyn k 9bC ZNANIUM.COM wmexny YYHuT B nmuue aupexropa CO
YYHuT u O00 «3nanuym»Ne 1151-36¢ ot 11.07.2023
2. Jorosop Ha noctyn k 9bC ZNANIUM.COM wmexny YYHuT B nmuue aupexropa CO

YYHuT u OO0 «3nanuym»Ne 223/801 ot 23.08.2023 (mpenocraBieHue J0CTymna K
koJutekuu DDY «DenepalbHbIN IepedeHb YIeOHNKOB n3narenbcTBa «IIpoBemnierney
3. Jlorosop Ha moctyn K DBC «IBC IOPAWTY (monHas xomtekuus) Mexay YYHuT B
mane gupextopa CO VYHuT u 000 «Dnekrponnoe m3martenscTBo FOPAUT» Ne
1/24-36¢ ot 01.03.2024 r.

4. JHorosop Ha noctyn k OBC «YHuBepcurerckas oubianoreka onnaitH» mexay Y YHuT
«Hexcmenmay Ne 223-1279 o1 26.09.2023

5. JloroBop Ha goctyn k OBC «Jlaup» mMexay YYHuT u mzmarensctBoM «Jlanp» Ne
0OI'3-1033 ot 20.07.2023

6. JloroBop Ha JOCTYN K 3JEKTPOHHBIM M3JaHUSAM B cocTaBe 0a3bl JanHbIXx « HAYUHASA

OJIEKTPOHHAS BUBJIMOTEKA eLIBRARY.RU» mexny YYHuT u OOO HOb Neo
OI'3-1696 ot 04.12.2023
7. Horosop na BJI nuccepramuit mexxay Y YHuT u PI'b Ne 223-997 o1 11.07.2023

8. JloroBop o moakmtoueHun k HOb u o mpemocrtaBinenun noctyna k oobekram HObB
mexay baml'V B mune qupekropa CO baml'V ¢ ®I'BY «PI'b» Ne 101/HOb/1438-11
ot 11.06.2019

HomnonauTtenpHOe cornamenne kK goroBopy 101/HObB/1438-m ot 11.06.19 1. 06
W3MEHEHUU CTOPOHBI JIOrOBOPA BCIIEJICTBUE PEOPraHU3alNK B (JOpME MPUCOCTUHEHUS
Mexay YYHuT B nuue qupexkropa CO YYHUT ¢ ®I'BY «PI'by 0114.02.2023 1.

9. Horosop Ha goctyn k OBC BOOK.ru (moctynm k y4eOHHKY: OCHOBBI POCCHHCKOI
rOCyJapCTBEHHOCTH : yueOHuK / A. B. Manbko, A. A. Bunkos, B. B. I'ypses [u n1p.] ;
nox pen. A. B. Manbko. — Mocksa : KuoPyc, 2024. — 263 c. — ISBN 978-5-406-
12322-5) mexxny YYHuT B muue qupexkropa CO YYHuT u OO0 «KuoPyc mennay» Ne
75 o1 23.10.2023 r.

4.3.3. Ilepeuyenb HHGOPMANMOHHBIX TEXHOJIOTHii, HCIOJIb3YeMbIX PH OCYIIECTBJICHUH
00pa3oBaTeIbHOIO mMpolecca Mo JAUCHUILVINHE, BKJIWYAs INepedeHb MNPOrpaMMHOIO
odecrnieyeHusi 1 MHGOPMANMOHHBIX CIIPABOYHBIX CHCTeM (IIPH HEOOXOMMOCTH)

HaumenoBanue IMpOorpaMMHoOro odecnevYeHu

[Taket mporpamm Microsoft Office
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3aounast popma oOydeHwHs

Ko
N Kanennap
Ne HaumenoBanue pa3znenos HbIE CPOKH
BO Bun 3agarus JlomarHee 3agaHue
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I ITaciopT (pOHI0B OLEHOYHBIX CPEACTB

1. Ob6aacTs npuMeHeHUs

®oup oueHouHbIX cpeacts (OOC) npeanasHayeH i IPOBEPKU PE3yIbTaTOB OCBOCHHS
JUCHMIUTUHBL JJoKyMeHTallmoOHHOe oOecrieueHne yIpaBieHUs, BXOASIIEH B COCTaB MPOrpaMMbl
MOJATOTOBKM CIEIUAIMCTOB CpelHero 3seHa mo crnenuansHoctd  40.02.04 FOpucnpyneHuus.
Pabora o0yuyawmuxcsi BO B3aHUMOJEHCTBUM C NpenoaaBarejieM 4, Ha CaMOCTOSITENIbHYIO
paboty 32.

2. O0beKTBI OlleHUBAHNUS — Pe3yJIbTAThI 0CBOEHUS 1M CHHUIJIMHbI

@®OC mno3BONAET OLEHUTH CIEAYIOIINE pe3yJbTaThl OCBOEHUS JUCLUUIUIMHBI B
cootBeTcTBUM ¢ DPI'OC cnenmansHoctu 40.02.04 FOpucnpynenuus u pabodeid mporpammoit
JUCLUIUINHBL:

YMeHMS:

- NPUMEHATh COBPEMEHHBbIE MH(pOPMAIMOHHbIE TEXHOJIOTUHU JAJS TOMCKAa M 00pabOTKU
paBoBOM MHGOpMAUU U 0GOPMIICHHS FOPUIUUECKUX JOKYMEHTOB;

COCTABJIATh PA3JIMYHbIE BUBI FOPUINYECKUX JOKYMEHTOB;

3HAHUSA:

- IpaBUJIa COCTABIICHUS IOPUINYECKUX JTOKYMEHTOB

BrlmenepeuncieHHble yMeHUs, 3HAHUS HAIIpaBJIeHbl HA (POPMUPOBAHUE y 00yUaIOIINXCS
CIIEAYIOINX 00IUX U NPOodhecCHOHATBHBIX KOMIIETeHIIHIA:
I[IK 1.3 Bnagete HaBbIKaMM TOATOTOBKM IOPHAMYECKHX JTOKYMEHTOB, B TOM 4YHCIIE

UCTOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHH.

3 ®opMbl KOHTPOJISI H OLCHKH Pe3yJIbTATOB OCBOCHHS JMCIHIIIMHbI

KoHTpounb 1 olleHKa pe3ynbTaToB OCBOCHHUS — 3TO BBISBICHUE, U3MEPEHHUE U OLIEHUBAHUE
3HAHUM, yMEHUN M (OPMHUPYIOLUIMXCSH OOIMIUX M MPO(ECCHOHATBHBIX KOMIIETCHIUH B paMKax
OCBOEHUS JUCLHUIUINHBI.

B coorBerctBUM ¢ yuyeOHbIM maHoM crenuansHocTH 40.02.04 HOpucnpyneHuus,
paboueil mporpamMmMoil  AMCUMIUIMHBI  JIOKyMEHTallMOHHOE  oOOecrieueHue  yIpaBlieHUs
IIpelyCMaTpUBAETCS TEKYIUI U IPOMEKYTOUHBI KOHTPOJIb PE3YJIbTATOB OCBOCHUS.

3.1 ®opMbI TEKyLIEr0 KOHTPOJIA

Texyumii KOHTPOJIb YCIIEBAEMOCTH MPEACTaBIAET COOON MPOBEPKY YCBOCHHUS yUEOHOTO
MaTepHala, peryjsipHO OCYLIECTBISIEMYIO Ha IPOTSHKEHUH Kypca O0yUYeHHUS.

Texkyumii KOHTPOJIb pEe3yJIbTATOB OCBOEHUS AMCLMIUIMHBI B COOTBETCTBUH C paboueii
MporpaMMoOil M KaJeHJAapHO-TEMATUYECKUM IUIAHOM MPOUCXOAUT TPU  HUCIHOJIB30BAaHUU
CIICAYIOIIMX 00s13aTeIbHBIX (POPM KOHTPOJIA:

— TPOBEPKa BBINOJIHEHUS CAMOCTOSITEIbHON pabOThI CTY/I€HTOB.

Bo Bpems mpoBeneHMs yuyeOHBIX 3aHATHHA JONOJHHUTENBHO HCIOJB3YIOTCS CIEIYIOIIHe
(opMBI TEKYIIETO KOHTPOJISI — YCTHBIN ONPOC, TECTHPOBAHME IO TEMaM OTACIHHBIX 3aHSATHIL.

IIpoBepka BBINOJHEHHS caMoCTOATeJbLHON padorsl. CamocrosTenbHass pabora
HAIpaBJIeHA HAa CAMOCTOSTEIBHOE OCBOCHHE U 3aKPEILICHHE OOY4YarOMIMMUCS IPAKTUYECKUX
YMEHHUH 1 3HaHUH, OBJIaZieHne NPO(ecCHOHATBHBIMA KOMIIETEHIMSIMH.

CamocrosiTenbHast  MMOATOTOBKA  OOydYaloOIIMXCS MO  JUCHUIUIMHE  IIpeArnojaraer
clleAyIoIIMe BUABI U (hOPMBI PaOOTHI:

e Cucremarnueckas IpopabOTKa KOHCIIEKTOB 3aHATHH, yueOHOM TUTEpaTypHl.
e OdopmiieHrE OTYETOB IO MPAKTUIECKUM padoTaM, U MOATOTOBKA K MX 3aIIUTE.

CBoaHasi Ta0uuua Mo nNpuMeHsieMbiM opMaM U MeTOAaM TeKYHUIero KOHTPOJS W
OlIEeHKH Pe3YJIbTATOB 00y4eHusl

Pe3yabTaThl 00yueHus ®opMbl U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTATOB 00y4eHHUs

OcBoeHHbIC YMEHHA:
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MPUMEHSTH COBpEMEHHBIE HH(DOPMAIIMOHHBIC
TEXHOJIOTMM JUIsl TIOMCKa U 00paboTKH
npaBoBoi uwHpOpMAMK U odopmIileHUs

BBITOJIHEHHE U 3aIMTa MPAKTHYECKUX padoOT
YCTHBIN ONPOC BO BPEMs 3aHSTUS
TECTUPOBAHUE

IOPUINYICCKUX JOKYMCHTOB; COCTaBJIATH
PAa3JIMYHBLIC BUAbI KPUIAUYCCKUX JOKYMCHTOB

YcBOoeHHDBIE 3HAHNSA:

ImpaBujia COCTaBJICHUA
JOKYMCHTOB

IOPUIUYCCKUX YCTHBIf/'I OITPOC BO BPCM:A 3aHATHUA

TCCTUPOBAHUC

3.2 ®opMa NPOMEKYTOUHOM aTTeCTAIIUN

[IpomexxyTouHass arrecTanus MO JUCHUIUIMHE — HWTOroBas KOHTpOJbHas pabora,
crenuQuKanus KOTOporo coiepxurcs B JaHHoM Komiuiekre @OC.

OOyuaromecss JOMyCKalOTCS K claye 3adeTa NpU  BBIIOJHEHUHM BCEX BHJIOB
CaMOCTOSITENIFHOW pabOTHI, MPAKTHYECKUX W KOHTPOJIBHBIX paboT, MPeayCMOTPEHHBIX paboueit
IIPOTrpaMMOil U KaJleHJapHO-TEMAaTHYECKUM TUIAHOM JUCIUTIIUHBIL.

3ayeT MPOBOAMTCS 3a CYET BPEMEHM OTBEIEHHOTO Ha HM3y4YeHHE TUCHMIUIMHEL [Ipu
YCIIOBUH CBOEBPEMEHHOTO M KauyeCTBEHHOI'O BBIMOJHEHMS OOy4YaroLIMMCsS BCEX BUIOB PadoT,
MPEIYyCMOTPEHHBIX paboveld IporpaMMOi JUCIUTUIAHBL.

HTorosasi kKoHTpoJIbHasi padoTa
Jucuuniauna «/JlokyMeHTalMoHHoe o0ecniedeHue ypaBaeHHs»
1 BapuanT

)

YTO OTHOCHTCS K MPU3HAKAM JOKYMEHTA:
a) (yHKIMOHAIBHOCTH MHPOPMALIUY;

0) TOXIIECTBEHHOCTh CaMOMYy ceOe;

B) 3aBEPILIEHHOCTH COOOIICHUSI.

2)

AOKYMEHTBI, OTpPakaloliue pe3yJbTaT CTPOUTEJIbHOIO M TEXHOJOIHYeCKOro
NPOCKTHPOBAHUSI, KOHCTPYMPOBAHHsI, HWH)KCHEPHBIX H3bICKAHHMHI H JApyrux pador mo
CTPOUTEJbCTBY 3AAHUI M COOPYKEHUIl M H3rOTOBJEHHUIO H3AeJMH TPOMBIILIEHHOIO
NPOU3BOJCTBA.

a) TEXHUYECKHE TOKYMEHTBI;

0) (oTomOKYMEHTHI;

B) KHHOJIOKYMEHTBI;

r) (OHOJOKYMEHTHI;

A) JOKYMEHThI Ha MallIMHHOM HOCHUTEJIE.

3)

JlokyMeHT, BOCHPOU3BOAAINA HH(OPMALMIO APYroro J0KYMEHTa M BC€ €ro BHeEIIHUE
NPHU3HAKH

a) BTOPHUYHBIII;

0) BHU3YyaJIbHBIN;

B) KOIUSL.

4)

CoruacHo kiaaccu(puKauvu J0KYMEHTOB 10 YPOBHIO 00001eHusi MHGOpMAIUN Pa3IMya0T
AOKYMEHTBI:

a) TMepBUYHBIC U BTOPUYHEIE;

0) TEKCTOBBIE U HETEKCTOBBIE JOKYMEHTHI;

B) JIOKyMEHTBHI Ha €CTECTBEHHOW U UCKYCCTBEHHON MaTepualbHON OCHOBE;

r) MEepUOJUYECKUE U HEIEPUOJNUECKUE JOKYMEHTHI.

)

dyboamkar —
a) 9TO MEPBbIH (WM eTUHUYHBIN ) SK3eMILUISP TOKyMEHTa, 001a1al0INi FOPHINICCKON CHUITON;
0) 9TO JAOKYMEHT, BOCIPOU3BOIALINI MHGPOPMAIMIO JPYroro JTOKYMEHTa U BCE €ro BHEIIHHE
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MPU3HAKK WK 9acTh UX;
B) 9TO KoM OPHUITMAIIBHOTO IOKYMEHTa, UMEIOIIAst FOPUINYECKYIO0 CHITY TIOJJTMHHUKA.

6)

TecHasi B3aMMOCBSI3b 3JE€MEHTOB M MNOJACHUCTEM [OKYMeHTa, o0ecrne4yuBalOIIas ero
LEeJIOCTHOCTD M TOK1eCTBEHHOCTh caMoMy cede — 3T0

a) aTrpuOyTUBHOCTH;

0) (YHKIMOHAILHOCTB;

B) CTPYKTYPHOCTb.

7)

IIpaBoBasi yHKIUSA JOKYMEHTA OTHOCUTCH K KATErOpuu
a) TJIaBHBIC

0) oOmmue

B) CHelUaJIbHbIC

8)

KakuM CBOiiCTBOM MOKHO OXapaKTEePH30BATh HAJIMYUE Yy JOKYMEHTAa HeOTheMJeMbIX
cjaraembix, 0€3 KOTOPBIX OH CYLIeCTBOBATh He MOKeT?

a) aTpuOyTUBHOCTD;

0) BEIIECTBEHHOCTD;

B) CTPYKTYpPHOCTb.

9)

... — 3TO MpoOLECC YNOPSA0YEHUS WJIH paclpeleieHUss JOKYMEHTOB 10 KJaccaM ¢ LeJblo
OTPAKEHUS] OTHOIICHUM MEKAY HUMH M COCTABJICHUA KJIACCUPHUKALMOHHON CXEMBbI.

a) CTPYKTYpUpPOBaHUE;

0) xiaccuduUUpOBaHUE;

B) JOKYMEHTHUPOBAHHUE.

10) Kakoii 3 npuBeeHHBIX HHKe PEKBU3HUTOB BKJIIOYAeT MOANUCH UCIIOJIHUTENS JOKYMEHTa?

a) OTMeTKa 00 HCIIOTHUTEIIE;
0) orMmeTka 00 UCTIOTHEHHUH JOKYMEHTA U HAMPABJICHHUH €r0 B JIEJI0;
B) OTMCTKA O NOCTYIIJICHUU JOKYMCHTA B OpraHU3aluIo.

11) HazoBuTe pasMep npaBoro moJs (B MM), KOTOPbIH YCTAHABJIUBACT AJIsl YIPaBJIeHYECKHX

nokymenToB I'OCT P 6.30-2003
a) 10 mm
0) 20 mm

12) Kakas yacTh TekcTa NpuKasa siBjseTcsi 003aTeJIbHOM ?

a) KOHCTAaTHUPYIOIIAs
0) pacrnopsauTesbHas

13) PekBU3UT JOKyMEHTA — ITO:

a) ero OT/EJIbHBIN JIIEMEHT
0) dYacTh CIIyKEOHOTO MHChMa
B) (upmeHHBIH 6IaHK

14) C noMoIBbI0 KAKOI0 PEKBU3HUTA 0(hopMIIsieTCsl BHEIIHEe COIVIacOBaHUe TI0OKyMeHTa?

a) BHU3BI COTJIACOBAHMS
0) rpuda cormacoBaHus

15) U3 npuBeeHHBIX HUKE MMAPHbIX HAMMEHOBAHUI BbIOepUTe MPOLEecChl, KOTOPbIE

COKpANIA0T Y cj0 GopM JOKYMEHTOB U YCTAHABJINBAIOT UX €IMHO00pa3HOE HANIMCAHNE:
a) THITH3AIWS U aBTOMATH3AIUs

0) yHubUKaIMSI U ONTUMH3AIHS

B) YHU(DUKAIMS U CTAHIAPTH3AIHUS

16) B rpynny opranu3zanuonnbix 1okymentoB HE Bxoaur:

a) TPYIOBOM TOTOBOP
0) mTaTHOE pacImUcaHue
B) TMOJOXKEHUE

17) Bei0epute npaBu/ibHbIH BapuaHT Hu(poBoro ogpopmiieHus AaThl:

a) 06.05.2013
6) 6.5.13
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B) 06.05.13

18) Ilpuka3s sBasieTcs:
a) JOKYMCHTOM, IPUHUMACMBIM KOJUJICTUAJIBHBIM OPTaHOM JJIA pCIICHUS NPOU3BOJCTBCHHBIX
3aJ1a4, BOIPOCOB;
6) IMPAaBOBBIM AKTOM, U3AAaBACMbIM PYKOBOJUTCIICM, JJIS pCHICHUA OCHOBHBIX OIICPATHUBHBIX
3aJ1a4, CTOSIIUX Mepe]l JaHHON opraHu3aluei

19) Kak Ha3bpIBascs JOKYMEHT, yupexaeHHbl [letpom I, onpenensoniuii kpome BCEro npoyero
OpraHu3aIio paboThl C JOKYMEHTaMHU B KOJUIETHSX?
a) I'eHepajibHBIil perjiamMeHT;
0) I'enepanbHblii hopmyJisip;
B) ['eHepaabHblii Manugecr.

20) OcHOBO# Opranu3anuu AesITeNbHOCTY MUHUCTEPCTB CTaNl IPUHIIMUII ...
a) KOJLJIErHaJIbLHOCTH;
0) eIMHOHAYAJINS;
B) pasieJieHUs MOJTHOMOYHIA.

21)....3T0 IBH:KEHHE JOKYMEHTOB B OPraHW3AlHM ¢ MOMEHTA WX CO3IaHHUS HJIN MOJIyYeHHs 10
3aBepIIeHUs] HCTIOJTHEHHUS HJIU OTIPABJICHHSI.
a) perucTparus;
0) cucreMa JOKyMEHTAIUH;
B) JIOKYMEHTOO0OpOT.

22) I1o OTHOLIEHHUIO K YIIPABJIEHYECKOMY 00bEKTY BbIACJAIOT JOKYMEHTONOTOKH:
a) BHYTPEHHHMH JOKYMEHTOIOTOK;
0) TOPU3OHTAJIBHBIN TOKYMEHTOIOTOK;
B) BXOJSIINUN JTOKYMEHTOIIOTOK;
I) BEPTUKAJIbHBIN JOKYMEHTONOTOK;
J1) MCXOJSIIUHN JOKYyMEHTOIOTOK.

23) OcHoBHas neJab ciayxkonl J0Y
a) OCYIIECTBUTH B TIOJHOM Mepe Bce NEHCTBUS MO JOKYMEHTAIITMOHHOMY 00€CIIEYeHUIO
JeSITeTbHOCTH OpTaHU3aIiH;
0) OCyIIeCTBUTH B TIOJTHOW MEpe Bce ACHCTBHS M0 MaTePUATBHO-TEXHUIECKOMY 00ECTIICUeHHUIO
JeSITeIIbHOCTH OpTaHU3aIiH;
B) OCYIIECTBUTH B TIOJTHOM MEpe Bce NEHCTBHS MO0 HHPOPMAITMOHHOMY 00€CIICYCHHIO
JeSITeTIbHOCTH OPTaHU3aIUH.

24) K opranusanuonHoii pynkuum cay:xos1 IOY caenyer oTHecTH:
a) PErucTpaluio BXOIAIINX, UCXOAAUIMX U BHYTPEHHUX JOKYMEHTOB;
0) OpraHM3alNIO COBPEMEHHOI'O PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM OpraHU3alluy;
B) KOHTPOJIb 32 CPOKAMH UCIIOJIHEHUS IOKYMEHTOB;
I) MPOBEACHHUE KCIEPTU3bI HAYUYHON M MPAKTUUYECKOM IIEHHOCTH JOKYMEHTOB.

25) Benenne nHGOpMaHOHHO-CIIPABOYHOI Pa00ThI 110 JOKYMEHTAM OPraHU3alMU OTHOCHTCH K
a) K TexHoyoruyeckoi Gpynkuuu ciayxos1 JOVY;
0) K opraHM3anMoHHON QyHKIHH Ciyx0b1 JJOY;
B) K KOHTPOJIbHOH QyHKIMH ciayx0b1 JJOY;
r) K Meronudeckoil pynkimu ciayx0sr 10OY.

26) YciioBHOe 0003HaUYeHHE JOKYMEHTA, IPUCBAUBAEMOE €My IIPH PerucTPANMH, HA3bIBACTCA ...
a) IlopsaxoBblii HOMED;
0) PerucrpanmoHHBIN HHIEKC;
B) YueTHbI HHAEKC.

27)I'naBHOe Ha3HAYEHHE PErUCTPANMHI
a) HaIpaBJICHUE JTOKYMEHTa PYKOBOJAUTEIIIO;
0) mpugaHue JOKYMEHTY IOPUANYECKON CHUJIBI,
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B) TOATBEpXKACHHE (PaKTa ero CO3JaHMsI WU MOCTYTUICHUS;
r') BBOJ JOKyMEHTa B MH(OOPMAIMOHHYIO 033y OpraHu3alliy.

28) ®opMbI perucTpanuy J0KyMEHTOB MOTYT ObITh
a) KapT3aoyHas;
0) ’KypHaibHas,
B) anbOOMHas
r) aBTOMAaTU3UpPOBaHHAs 3JeKTpoHHAas (Ha [I9BM);
1) OJOKHOTHAs.

29) CoBOKYNHOCTb JOKYMEHTOB, OTHOCSIIIMXCS K O/IHOMY BOINPOCY WJIM YYACTKY
NesITeJIbHOCTH, MOMEIEHHBIX B OT/AeJIbHYI0 00J10KKY — HA3bIBAIOT
a) JeioMm,
0) mamnKou,
B) apXHUBOM.

30) DxcnepTH3a HEHHOCTH JOKYMEHTOB — 3TO
a) oTOOp TOKYMEHTOB Ha rOCYAapCTBEHHOE XPAaHEHUE HITH YCTAHOBJIEHUE CPOKOB MX XPAHEHUS
Ha OCHOBE MPUHSATHIX KPUTEPHEB.
0) oTOOp TOKYMEHTOB Ha TOCYAapCTBEHHOE XpaHEHUE
B) YCTaHOBJIEHHE CPOKOB MX XPaHEHHsI HA OCHOBE IPUHSATHIX KPUTEPHUEB.

3ananue

CocTtaBuTh U 0)OPMUTB CJIYKEOHYIO 3aAIIUCKY.
CocTaBUTh NOKJIAIHYH 3allMCKy HadajabHMKa otaena pykosoaurento 3A0 «HTC-JIupep» o
(akTe HEBBIIOJIHEHUSI PACHOPSIKEHUS O MOHTake OOOpyJOBaHUS HAa y4yacTKe IO MpUUYMHE
caboro KOHTPOJsL CO CTOPOHBI TIJaBHOrO MexaHuka. OcranbHble JaHHBIE YyKa3aTb
CaMOCTOSITEIILHO.

Hrorosasi KoHTpoIbLHAsI padoTa
Jucnuminna «/JlokymMeHTallHOHHOE o0ecneYeHre yIpaBJIeHHsD)
2 BapuaHT

1) JIoKyMeHT MM KOMILIEKC JOKYMEHTOB 3TO ...
a) TIpeaMeT JOKYMEHTOBEICHUS;
0) 0OBEKT TOKYMEHTOBEICHNS,
B) JOKYMEHTOBEJICHHE.

2) Kakast yHKUMSI OTHOCUTCH K CENUAJIbHBIM (YHKIUAM JOKyMeHTa?
a) yHnopsaoYMBaroIas;
0) ympaBlieHUECKas;
B) HH(OpPMAIMOHHAS.

3) ... — JOKYMEHTBI, CO3JaHHbIe C HCIOJb30BAHMEM HOCHUTeJell M Ccmocod 3amuc,
o0ecmeyuBaIMX OTPA0OTKY HMX HHMPOPMALMH  IJIEKTPOHHO-BBIYHCIUTEILHOMN
MAIIHHOM.

a) TEXHUYECKHE JOKYMCHTHI,

0) (hOTOIOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOZOKYMEHTHI;

) JOKYMEHTHI Ha MAIlIMHHOM HOCHUTEIIC.

4) JlokyMeHT, BOCHPOM3BOASILIUI MHGOPMALMIO APYIroro J10KyMEHTa M BCe ero BHeLIHHe
NPU3HAKH
a) BTOPHYHBIN;
0) BH3YaJIbHBI;
B) KOMUS.
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5)

JdyOaukar —

a) OTO TEepBBIM (WM EIUHUYHBIA) SK3EMIUIAP JTOKYMEHTa, OO0JaJarolfi FOpUINIECKON
CHIION;

0) 3TO JOKYMEHT, BOCIIPOU3BOISAIINNA MHPOPMAIUIO IPYTOro JOKYMEHTA U BCE €ro BHEIIHHE
NMPpU3HAKHU WJIA YaCTh UX;

B) 9TO0 Komus 0QUIIHAIBHOTO JOKYMEHTA, UMEIOLIasl FOPUINYECKYIO CUITY MOAJUHHHKA.

6)

TecHasi B3aUMOCBS3b JJ1€MEHTOB U TMOACHCTEM IOKYMEHTa, o0ecne4ydBaiomiasi ero
HEeJOCTHOCTD H TOXKAECTBEHHOCTH CAMOMY cede — 3TO

a) aTpuOyTUBHOCTH;

0) (YHKIMOHAIBLHOCTB;

B) CTPYKTYPHOCTb.

7

IIpaBoBasi yHKIHSA JOKYMEHTA OTHOCUTCH K KATErOpuu
a) TJaBHBIC

0) oOmmue

B) CHElUaJIbHBIC

8)

JIoKyMeHT, cofep:kauiuii nH(popmMamnuio, He MPeTHAZHAYEHHYIO VISl IIHPOKOTO
pacnpocTpaHeHust

a) HEOIyOJIMKOBaHHBIN;

0) HemyOJIMKyeMBbIii;

B) HEMEPUOIMYESCKHU.

9

Bce onepauun no 006padoTKe J0KYMEHTOB COCPEI0TOYMBAIOTCS B € JHHOM LIEHTpE -
KaHIeJISIpUH, 00111eM 0T/ies1e WM Y CeKpeTaps NpH ...

a) IEHTPAIU30BAaHHOW opMe OpraHU3aINH JICTOTIPON3BOICTBA;

0) IeueHTpaIn30BaHHOMN (hopMe OpraHU3aIUH JIeTONPOU3BOICTBA;

B) CMENIaHHOW (hopMe OpraHu3aIy ACIONPOU3BOICTBA;

10) Kakue opranu3anioHHbIe JOKYMEHTBI YTBEPKAAKTCS PYKOBOANTEIEeM OpraHu3anuu?

a) JIOJDKHOCTHBIE MHCTPYKIIMH

0) MOJIOKEHHSI O CTPYKTYPHBIX MOJIPA3/ICICHUAX
B) INpaBujia BHYTPEHHETO pacropsiaka

I) BCE MEPEUHCIECHHBIE BhIIIE JOKYMEHTBI

11) Kakue pacnopsiiuTesibHble JOKYMEHTBI M3AK0TCA HA OCHOBE eIMHOHAYAIUA?

a) pelleHus
0) mnpuKassbl

12) C kakoii eJibI0 Ha CJIY:KeOHOM NMUCbMe YKa3bIBAKT (paMUIuI0 U TejiedoH

HCIOJTHUTEA?
a) Ui ONIEPaTUBHOM CBS3U C UCTIIOIHUTEIEM
0) U1 IPUJAHUS TOKYMEHTY FOPUINYECKON CHUJITbI

13) Ha xakoM ciry:ke0HOM nucbMe npocrasiasercs: pekBu3uT (13) «Cebliika Ha

PerucTpanMoOHHbIA HOMEP M 1aTy JOKYMEHTa»?
a) MHCbMax - Mpockbax

0) COMPOBOAMTEIBHBIX MUCHMaX

B) HWH(OPMAIMOHHBIX TUChMAaX

r) MHChbMax- OTBETaxX

14) Tunosoii popMyJisip JOKYyMEHTa — 3TO COBOKYITHOCTh PEKBU3HTOB:

a) 00s3aTeNbHBIX (TIOCTOSIHHBIX )
0) HEOOXOJMMBIX JUIS TAHHOTO JOKYMEHTA
B) PAacIOJIOKEHHBIX B ONPEIEIICHHON MOCIIeI0BATEIIPHOCTH

15) IIpoekT npuKa3a 1o JU4HOMY COCTABY T'OTOBUTCS:

a) PYKOBOJUTEIEM OpraHU3aIUN
0) PYKOBOIWTEJIEM CTPYKTYPHOTO MOJIpa3IeiCHus, TIe TPYAUTCS paOOTHUK
B) HAuYaJIbHHKOM OTJEJa KaJpOB
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16) Kakoii pekBHU3UT He BXOJMT B COCTAB NMPUKa3a?
a) JaTa IOKyMEHTa
0) ampecar
B) HaMMEHOBaHUE OpPraHU3ALNU
I') MOJINKUCH

17) He BepeH ciexyroniuii 3aroJi0BOK npuKasa:
a) «O peopraHu3zanuy NpeanpUATULY;
0) «IIpuka3 1o NpeanpUsATHION;
B) «OO0 M3MEHEHUU OIUIATHI OTITYCKOBY

18) Ykaxure npaBujibHOe 0003HAYeHHE MECTA U3IAHUS IOKYMEHTA:
a) r. Mockga;
0) ropox Mocksa;
B) Mocksa

19) Kak Ha3bIBaJsiCsl TOKYMEHT, yupexaeHHbli [letpoM I, onpenenstomuii kpome Bcero npoyero
OpTaHU3aINIo paObOTHI C JOKYMEHTAMH B KOJUICTHAX ?
a) ['eHepa/jbHBIN perjaMeHT;
0) I'enepanbHblii popmyasp;
B) ['eHepanbHblii Manudect.

20) Kakue opraHu3anMoHHbIE TOKYMEHTHI YTBEPKAAKTCS PYKOBOIUTEEM OpraHu3anuu?
a) JOJDKHOCTHBIE MHCTPYKLIUHU
0) MOJOXEHHS O CTPYKTYPHBIX OIpa3ACIECHUSIX
B) IpaBHJia BHYTPEHHETO pacropsaKa
r) BCE IEePEUNCIICHHBIC BBIIIEC JOKYMEHTEHI

21) CBUTOK U3 MOJAKJIEEHHBIX APYT K APYTY JIUCTOB — ATO ...
a) rpamora;
0) Terpansb;
B) croJjdell.

22) IOKyMEHTbI U3 BbILIECTOS X, NOIBEIOMCTBEHHbIX OPraHU3aluii 1 o0panieHnst
rpa<JaaH OTHOCSTCS K
a) BXOJSIIEMY JOKYMEHTOIOTOKY;
0) HUCXOIAIIEMY TOKYMEHTOMOTOKY;
B) BHYTPEHHEMY JIOKYMEHTOIOTOKY.

23) lenenTpanu3zoBadHas ¢opMa opraHu3anuu padbotsl ciyx0s1 JIOY npeanonaraer

a) BBINIOJIHEHHE BCEX TEXHOJOTHMUECKUX OIlepanuii mo paboTe ¢  JTOKYMEHTaMH OJHHM
CIELUATU3UPOBAHHBIM CTPYKTYPHBIM ITOAPA3ACICHUEM WA CEKPETAPEM.

0) BBINIOJITHEHME YacTH Olepaluil LEHTpaJbHON Cily>)k00i /1eI0Npou3BOACTBA, U 4YacTU
Onepaluii - B CTPYKTYPHBIX MOAPA3ACIICHUSIX.

B) CO3/laHHE COOCTBEHHOW JEJIONPOU3BOACTBEHHONW CIYXObI B KaXJOM CTPYKTYPHOM
NOAPA3ACJICHUH OAHOW OpraHU3aluu.

24) K xonTpobHoi ¢pynkuuu ciayxonl JOY ciaexyer oTHecTH:
a) PErucTpalMio BXOJAIINX, UCXOIAIIMX U BHYTPEHHUX JOKYMEHTOB,;
0) OpraHM3alUIO0 COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpTraHU3aINH;
B) KOHTPOJIb 32 CPOKAMHU UCIIOJIHEHUS IOKYMEHTOB;
I') TPOBEACHME FKCIEPTU3bl HAYUYHOM U MPAKTUUECKON [IEHHOCTHU IOKYMEHTOB.

25).... — 310 pukcanus pakTa CO3TaAHUA HUJIM NOCTYIUICHUS JOKYMEHTA IyTeM
NPOCTABJICHUS HA HEM /1aThl H PerucTPALMOHHOI0 HHEKCA ¢ MOCJIeYIOIIUM BHeCeHHeM
He00XO0AUMBIX CBEJICHUI 0 JOKYMEHTe B PericCTPAllMOHHYI0 0a3y IaHHBIX.

a) KOHTpOJIb;
0) perucrpaus;
B) IepeYEHb.

26) IlpenBapuTesibHOE pacCMOTPEHHE TOKYMEHTOB B cay:x0e JIOY noapa3jaesnsierca Ha
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a) BaXXHbIC U HEBAXKHBIE,

0) CpoYHBIC M HECPOYHBIC;

B) s 00s13aTEILHOTO PACCMOTPEHHS PYKOBOJICTBOM U HE TPEOYIOIIUE PE30TIOIIUN
PYKOBOJICTBA M HaIlpaBJIIEMbIE CPa3y B CTPYKTYpPHBIE MOJpa3AesieHUs] HCIIOTHUTEIISIM.

27) Iloctynaommue JOKyMEHTbI pericCTPHUPYIOTCSA
a) B JICHb NOCTYIUICHHUS,
0) B JCHb NOJIMCAHUS WIH YTBEPKICHHSL.

28) HomeHnkJ1aTypa /1eJ1 OpraHu3anum Ha cieaAyolleil KaJeHIapHbIH rojl COCTABJIAETCS
a) B 1-2 kBapTanax TEKyIIero roja
0) B 2-3 kBapTajax TEKYyIIEero roaa
B) B 3-4 KkBapTajax TEKyIEero roja

29) I'pynnupoBaHue UCIIOJHEHHBIX JOKYMEHTOB B /IeJI0 B COOTBETCTBHM C HOMEHKJIATYPO#
AeJ1 ¥ CHCTeMATH3alusl JOKYMEHTOB BHYTPH J1eJia - 3TO
a) dopmHpoBaHUE MaNoK
6) dopmMmupoBaHue aena
B) PopmHpoBaHUE apXHBa

3amanue

CocTaBuUTb U 0(pOPMHUTH MPUKA3 110 OCHOBHOM J1eAITEJILHOCTH.

CocraButh mpuka3 (yriaoBoe pacmnonoxkeHue pekBusutoB) OAO «PEMOHTHUK» o
MPOBEACHUN PEMOHTHBIX palboT. B KoHcTaTupyromieil yactu yka3aTh LIeJb W3/IaHMs TpHUKasa (B
CBSI3M C aBapUHHBIM COCTOSIHHEM OTOINUTENbHON cucTembl B 1exe Ne 4). B pacnopsiautenbHON
YacTH yKa3aTh CPOKM TMPOBEICHUS PEMOHTHBIX pabOT, OTBETCTBEHHBIX, KOHTPOJbL 3a
WCIIOJIHEHUEM pPacHOpPsKEHUs] BO3JIOKHUTh Ha HavanbHuka nexa. ®UO coTpyaHukoB u
OCTaJIbHBIE JaHHBIC YKa3aTh CAMOCTOATEIBHO.

4 Cucrema oueHuBanus komiuiekTa @OC Tekynero KOHTpPoJs M MPOMeKYTOYHOM
arrecTanuu

[Ipu oneHMBaHUM KOHTPOJBHOM, MPAKTHUYECKOH M CaMOCTOSATEIbHOM pabOThI CTyAEHTa
YUUTBIBAETCA CIENYIOLIEE:

- KQU€CTBO BBINOJIHEHUS IPAKTUYECKON 4acTu paboThI;

- KauecTBO 0(hOpMIICHHUS OTYETa 110 paboTe;

- KQ4€CTBO YCTHBIX OTBETOB Ha KOHTPOJIbHBIE BOMPOCHI IIPH 3aLUTE PaOOTHI.

Kax b1t BuJ paboThl OLIEHUBAETCS 110 MATH OaIbHOI LIKae.

«5» (0TIMYHO) — 3a IIyOOKOE U MOJIHOE OBJIAJIEHUE COJIep )KaHueM y4eOHOro MaTepuara,
B KOTOpPOM o0Oydarouuiics cCBOOOJHO M YBEPEHHO OPUEHTUPYETCS; 32 YMEHHUE INPaKTHUECKU
MIPUMEHSTh TEOPETUUECKHE 3HAHUSI, BBICKA3bIBaTh U 0OOCHOBBIBATH CBOM CyXAeHUs. OneHKa «5»
(OTNIIMYHO) IperoaaraeT rpaMOTHOE U JIOTHYHOE U3JI0)KEHUE OTBETA.

«4» (xopolo) — eciau OO0y4arouMiicsi MOJHO OCBOMJI Y4eOHBI MaTrepual, BIIaJeeT
HAy4YHO-TIOHATUMHBIM alllapaTOM, OPHEHTUPYETCS B M3YUYEHHOM MaTepuaje, OCO3HAaHHO
MIPUMEHSIET TEOPETUUYECKHE 3HAHUS Ha MPAKTHUKE, TPaMOTHO M3JIaraeT OTBET, HO COJEp)KaHUE U
¢dopma oTBeTa UMEIOT OTJEJIbHBIE HETOYHOCTH.

«3» (YIOBIIETBOPUTEIBHO) — €CIM O0yyarouuiicss oOHapyKUBaeT 3HAHHWE U MOHUMaHUE
OCHOBHBIX IOJIOKEHUI yueOHOro maTepuaia, HO M3JIaraeT ero HEMoJHO, HEMOoCJel0BaTelbHO,
JIOMyCKaeT HETOYHOCTH, B NPHUMEHEHUU TEOPETHYECKUX 3HAHUM IpU OTBETE Ha IMPaKTUKO-
OpPHEHTUPOBAHHbBIE BOIPOCHI; HE YMEET JI0Ka3aTeIbHO 000CHOBATH COOCTBEHHBIE CYXKICHUS.

«2»  (HEyHOBJIETBOPUTENIBHO) — €ClAM OOydaroluiicss UMEEeT pa3pO3HEHHBIE,
OeccucTeMHbIe 3HAHU, JOMyCKAaeT OLIMOKM B ONpe/ieieHUH 0a30BBIX MOHATHHA, UCKaKaeT UX
CMBICJI; HE MOXKET IIPAKTUYECKH IPUMEHSITh TEOPETUUECKUE 3HAHUSI.

Tect oneHnBaeTcs Mo MATH OAJIbHOW ILIKaje CIEAYIOUMM 00pa3oM: CTOMMOCTh Ka)J10ro
Borpoca 1 Gamt. 3a mpaBWIIbHBIA OTBET CTYJCHT NoiydaeT | 6ayul. 3a HEBEPHBIA OTBET WJIM €r0
OTCYTCTBHE OalIbl HE HAUUCIISIOTCS.
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Onenka «5» cootBercTBYeET 86% — 100% IpaBUIIBHBIX OTBETOB.

Onenka «4» cootBercTBYeT 73% — 85% MpaBUIBHBIX OTBETOB.

Onenka «3» coorBeTcTBYET 53% — 72% NpaBUIBHBIX OTBETOB.

Onenka «2» cootBercTBYeT 0% — 52% NpaBHIIbHBIX OTBETOB.

Kputepun onieHuBaHMs OTBETA IO YCTHOMY OIPOCY.

«5» (0TIIMYHO) — 3a TIIyOOKOE U MOJTHOE OBJIAJICHHUE COJIEp)KaHNEM YIeOHOT0 MaTepHaa,
B KOTOpPOM 0Oydarouuiics cBOOOJHO M YBEPEHHO OPHUEHTUPYETCS; 32 YMEHHUE INPaKTHUYECKU
NPUMEHATh TEOPETHYECKHWE 3HAHWS, BBICKAa3bIBaTh M OOOCHOBBIBATH CBOM CYXKICHHS, 3a
IpPaMOTHOE M JIOTHYHOE U3JI0KEHUE OTBETA.

«4» (xopomro) — eciau OOyYaroIIUiiCs TIOJIHO OCBOWJI YYEOHBIA MaTepuai, BiIaJieeT
HAYYHO-TIOHSATUHHBIM ~ ammaparoM, OPHUEHTHPYETCS B M3YyYCHHOM MaTepualie, OCO3HaHHO
MPUMEHSET TEOPETUUYCCKHIE 3HAHUS Ha MPAaKTHKE, TPAMOTHO M3JIaraeT OTBET, HO COJEpKaHWE U
¢dbopma oTBeTa UMEIOT OTJENIbHBIE HETOYHOCTH.

«3» (yIOBIETBOPUTENIHHO) — €CIIM O0ydJarOIIMiiCs 0OHApyXKUBaeT 3HAHWE W TTOHUMaHHUE
OCHOBHBIX TOJIOKEHUI yueOHOro maTepuaia, HO M3JIaraeT ero HEIMoJHO, HEMoCJeI0BaTelbHO,
JOMyCKAaeT HETOYHOCTH B TPUMEHEHWH TEOPETHYCCKMX 3HAHWW IPH OTBETE HA IPAKTHKO-
OpPHEHTUPOBAHHbBIE BONPOCHI; HE YMEET JI0Ka3aTeIbHO 000CHOBATH COOCTBEHHBIE CYXKICHUSI.

«2»  (HEeyHOBIIETBOPUTEIBHO) — €CIM OOyYAIOIIMICI HMEET pPa3poO3HEHHBIE,
OeccuCTeMHBbIE 3HAHUS, JOMyCKAaeT OIIMOKM B ONpe/eieHUH 0a30BBIX MOHSATHHA, MCKaKaeT HX
CMBICIT; HE MOXKET MPAKTHUECKU MPUMEHSATh TEOPETHIECKUE 3HAHMUS.
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