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YHUKanbHbIV POrpaMMHbIA KIKOY:

h683afede D BNIACTIR IPUMEHEHNS PA00Y€EH NPOrpaMMBbI

Pabouasn TpoT pamMma ANCHWII/IMHBI ABJ/IA€TCA YaCTbIO OCHOBHOU o6paaoBaTean0171 nporpaMMbl
B cootBeTcTBUHU ¢ PI'OC p1a cienpansHOcTH: 40.02.04 FOpucnpyaeHnys, (YKPYITHEHHOU TPYIIIIBI
crieranbHOCTeH 40.00.00 FOpucnpygeHys, 4Jisi 00yJaroIyxcsi 3a0uHoll (popmbl 0OyUeHMsI.

2. MecTo yue0HO# AMCLMIUINHBI B CTPYKTYpPe 0CHOBHO# NMpo¢eCcCHOHA/IHLHOI 00pa3oBaTe IbHON

NPOrpamMMbl

JuciprimHa OTHOCUTCS K 001eripodecCOHanbHOMY LMKTY. [IMCLUI/IMHA peannu3yeTcs B

pamMkax o0si3aTe/IbHOM YacTH.
3. Iles1b ¥ /IaHUpYyeMble pe3y/IbTaTbl 0CBOEHUs JUCLIHII/IUHBI:

Kopg YMenuna 3HaHHUA

OK, IIK
IIK 1.3 IIPUMEHATbL COBPeMeHHbIe rpaBuia COCTaBJ/IeHUS
BageTs HaBbIKAMU VMH(OpMaLMOHHbIe TEXHOJIOTUH /151 IOpUYeCKUX
NOJrOTOBKU IOPUANUYECKUX rovcKa v 06paboTKy paBoBOM JIOKYMEHTOB
JIOKYMEHTOB, B TOM UHCJIe C vH(popMaLry 1 0()OpMJIEHUS
VICTI0/Ib30BaHVEM IOPUIMUECKUX TOKYMEHTOB;
VH(OpPMaLMOHHBIX COCTaBJIAThb pPa3/IMuHbIe BU/bI
TeXHOJIOTUU IOPUINYECKUX IOKYMEHTOB
IIK 3.1 TIPUMEHSTL HOPMBI T1paBa 1 TpeboBaHUs K
Bectu fokymeHToo60pot pellieHNs 3a7au B Ipo(eCCUOHANBbHON | 0()OPMIIEHUIO U
TIpU OKa3aHWUU JlesITe/IbBHOCTU perucTpaLyy JoroBopoB
ripoceccroHaTbHOM
IOPUANYECKOM MTOMOLLIU

2. CTPYKTYPA U COJEPXAHUE JVNCHAUIIVINHbBI
2.1. O0beM AUCHHUIVIUHBI M BU/IbI YUe0HOU paboThI
3aouHas popma o0yueHHs

Buo yue6Holl pabombl 0O6%em uacos
MakcumasibHas yueOHas Harpy3ka (Bcero) 36
O0s3aTesibHasi ayAUTOPHAasi yueOHasi Harpy3Ka (Bcero) 4
B TOM YHCJIE:
JIeKLMU (YPOKH) 2
MPaKTUYeCKHe 3aHSITUS 2
71ab0paTOPHBIE 3aHATHUS
KypcoBasi paborta (rpoekr) (ecau npedycmompeHa)
CamocrosiTe/ibHasA padoTa o0yuaromerocsi (Bcero) 32

[TpomesxyTouHas arTectalusi B popme 3auema B _VI__ cemectpe
- Ha 6a3e ocHOBHOrO 0011ero obpa3oBanus — B _VI cemectpe

4.2. CopeprkaHue AUCLIATUIUHBI

Tema 1. OdopmsieHre OpraHX3alMOHHO-PACHIOPSAAUTeTbHOU JOKYMeHTaLUU.
Tema 2. TexHOMOTHs1 OpraHU3aly JOKyMeHT0000pOoTa B OpraHU3aLusix
3auer
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1. IACIIOPT PABOYEM ITPOT' PAMMGBI JINCITUTL/INHBI

1.1. O6snacTs npuMeHeHHUsI padoyeil MpPorpaMMbI

Pabouass miporpaMma JMCLMIUIMHBI SIBJSIETCSI 4YaCTbIO OCHOBHOM 0Opa3oBaresbHOM
nporpammel B cootBerctBUM € PI'OC pgna  cneyuaneHocTH:  40.02.04 HOpucnpypaeHuus,
(YkpyrnHéHHOM rpynmbl crietianbHocTed 40.00.00 FOpucnpygeHiys, s 06y4Jaromxcsi 3a0YHol
¢opmbl 00yueHusl.

1.2. Mecro yuye0HOW /[UCOMIUIMHBI B CTPYKType OCHOBHOH mNpo¢)ecCHOHA/ILHOM
oOpa3oBaTe/IbHOM MPOrpaMMbI
JuciprmHa OTHOCUTCS K 001eripodeCcCHOHaNbHOMY LUKTY. [IMCLUI/IMHA peanru3yeTcs B

pamMKax o0si3aTe/IbHOM YacTH.
1.3. Iles1b ¥ I/IAaHMpPYeMBbIe pe3y/IbTaTbl 0CBOCHUSA JUCIIUIL/IMHDI:

I/IH(i)OpMaL[I/IOHHbIX TeXHOJIOTUM HpHUANYeCKHUX JOKYMEHTOB;
COCTaBJIATH pa3/IMUHbIE BUbI

HpHUHINYECKUX JOKYMEHTOB

Kopg, YMenunna 3HaHHuA
OK, IIK
IIK 1.3 [IPUMEeHATb COBpeMeHHbIe rpaBusia
BnazeTs HaBbIKaMM MOJTOTOBKU | MH(OPMALMOHHbIEe TEXHOJIOTUHU /IS COCTaBJIeHUSI
IOPUANYECKUX JIOKYMEHTOB, B TOM | TIOMCKa M 00pabOTKY MpaBOBOM IOpUUYEeCKUX
4KCJIe C UCIIO/Ib30BaHUeM MH(pOopMaLy U 0(popMIIeHHS JIOKYMEHTOB

IIK 3.1

Bectu jokymeHTO060pOT NpH
OKa3aHuM npodeccuoHanbHON
FOPU/IMUeCKOM TOMOIIHU

MIPUMeHSITb HOPMbI TIpaBa /ij1s peleHust
3ajjau B MpodeCcCHoHaTbHOM
JesITe/TIbHOCTU

TpeOoBaHUs K
o(opMJIeHHIO U
perucTpanyu
JIOTOBOPOB

2. CTPYKTYPA U COAEP)XAHUE JUCHAUII/IMHbBI
2.1. O0beM AUCHHUIVIUHBI M BU/IbI YUe0HOU paboThI
3aouHas popma oOyueHus

Buo yue6Hoti pa6ombl O06vem uacos
MakcumasibHasi yueOHasi Harpy3ka (Bcero) 36
Oo6s3aTenIbHasA ayAUTOPHas yueOHass Harpy3Ka (Bcero) 4
B TOM UYHMCIIEe:
JIeKUIUU (YPOKH) 2
TIPAaKTHUYEeCKUe 3aHsTHs 2
nabopaTOpHbIe 3aHATHUS
KypcoBasi paboTa (1ipoekT) (ecau npedycmompeHa)
CamocTosTesibHasi pabora odyuaromerocs (Bcero) 32
- HHAUBH/lya/IbHbIN NPOEKT (eci1u npedycMOmpeH)
[TpomesxyTouHas arTectanus B popme 3auema B _VI__ cemectpe
- Ha 6a3e ocHOBHOrO 0011jero obpa3oBanus — B _VI cemectpe




2.2. TeMaTHYeCKHH IJIaH U Cojiep)KaHHe JUCIUIUTHHBI
3aouHas cpopma obyueHus

Copep:xaHue yueOHOro MaTepuasa, 1adopaTopHbie U MPaKTHYeCKHe padoThl,

HaumeHoBaHue dopmupyemsbie
caMocCTofATeTbHasi paboTa o0yuarwuxcs, KypcoBas padora (mpoekr) (ecu O0BeM uacoB
pa3fiesioB M TeM KOMIIeTeHL{M U
Tpe/lyCMOTPEHBI)
1 2 3 4
CopepxaHue yueOHOro MaTepuasa
OcHOBHbIE TPYIIIbI OpraHu3alMOHHO-PACTIOPSAUTEeTbHBIX JIOKYMEHTOB.
XapakTepyucTMKa M COCTaB OpraHU3al[MOHHO-TIPAaBOBBIX JIOKYMEHTOB (yCTaBa,
TI0JIO)KEHUsI, UHCTPYKILIMH, JO/DKHOCTHOW WHCTPYKLIUM), TPeOOBaHUS K 0(hOPMIIEHHIO.
T 1 XapakTeprCTHKa U COCTaB PacopsiAUTeTbHBIX JOKYMEHTOB (TTIOCTAaHOB/IeHUS], TIPUKa3a, 9 K 1.3
eMma 1. .
ob pelleHus], PaCTIOPSDKEHUS, yKa3aHus), TpeO0BaHMs K UX 0OPMJIEHHUIO.
opMJ/IeHue
p XapaKTeprucTHKa ¥ COCTaB CIPaBOYHO-MH(OPMAIL[MOHHBIX JAOKYMEHTOB (CIy»KeOHBIX
OpraHu3aljiOHHO- o
P 1 . | maceMm, CrpaBOK, 3asiBJIEHWH, aKTOB, TPOTOKOJIOB, [OK/IAZHbIX U OOBSICHUTETbHBIX
pacnopsaAuTeTbHOU
3aIMCOK), TPeOOBaHUS K X 0(OPMIIEHHIO
AOKyMeHTaLu1
CamocrosTesibHasA paboTa CTyieHTa
KoHcnekT «OCHOBHbIE CBOMCTBA [JTOKYMEHTOB U MX (DYHKI[MU B CICTeMe yTIpaBIeHUsI» 2 I[IK 1.3
CocTaBuTh Tabnuily «PeKBHU3UTHI JOKYMEHTOB» 8 [IK'1.3
CoctaBuTh KOHCIEKT «O0111e TpeboBaHuUs K O6/1aHKaM JIOKYMEHTOB» 2 MK 1.3
CocTaBuTh Tabmmily « OpraHu3ariMiOHHO-TIPABOBBIE JJOKYMEHThI» 4 I[IK 1.3
Copep)xaHHe y4e0HOro MaTepHasa
YnpaBneHue u 1e/100pOM3BO/CTBO.
OpraHu3alyoHHbIe (POPMBI /1e/I0NPOM3BO/ICTBA.
Cny»x0a I0KyMeHTaIlMOHHOTO 00ecIieueHus yIipaB/ieH!s], OCHOBHasI 3aiaua, (pyHKIUH,
TUTIOBbIE CTPYKTYPbI, JOJDKHOCTHOM COCTaB.
Tema 2. PYKTYPEL A 2 TIK 3.1
T PernamenTarust pabotsl ciyx6e1 10Y.
€XHOJIOTUA
[TpruMepHOe 1oJ10)KeHKe 0 CTy>KOe OKYMeHTALMOHHOT0 00ecrieueH sl yrpaB/eHus |
opraHu3anyu
p 1 JOJDKHOCTHBIE UHCTPYKLIWH.
AOKYMEHT0000poTa B
[ToxBeieHre UTOTOB 38 CEMECTP
OpraHu3anysx.
3aue CamocTosTesibHasi paboTa CTy/ileHTa
yer
KoncriekT «TexHosorusi paboThbl C BXOASIUMH, UCXOASAIMMA U BHYTPEHHUMU 4 K 3.1
JOKYMEeHTaMm» )
BrimmoniHUTE 3aiaHne «Perncrpauusi BXOIAIMX U UCXOOAIIMX JOKYMEHTOBY 4 I1K 3.1
Koucniekt «HoMeHkiartypa fes1. OpraHusanusi XpaHeH!s JOKYMEHTOB» 4 I[IK 3.1
KoHcriekT «[ToHsTHe 37IeKTPOHHOTO JOKYMEHT0000pOTa» 4 IIK 3.1
Bcero 36




3. ®OH/JI OHEHOYHBIX CPEJCTB /I ITPOBEJEHUA TEKYIIEI'O KOHTPOJIA
1 TIPOMEXXYTOYHOMN ATTECTAIIUY OBYUYAROIINXCA 1O AUCIUTIIMHE
(MOAYJIHO)

@DoH/, oLleHOUHBIX cpefcTB (fanee — POC) — KOMIIEKT METOAUYECKUX U KOHTPOJIbHBIX
MaTepHuasioB, MCIO/b3yeMbIX IIPYU TMPOBEJEeHUM TeKYLero KOHTPOJSI OCBOEHMsI pe3y/bTaToB
o0yueHust U npoMexxyTouHoit arrectaiuu. ®OC rpegHa3HaueH /51 KOHTPOJISI U yTIpaB/IeHUs
npoiieccoM TpruobpeTeHrsi 00ydYaroIUMKC He0OXOAUMBIX 3HAHWM, YMEHW, MPaKTUYeCKOro
OTbITa U KOMIIETeHLIUM, onpezesneHHbIX Bo PI'OC.

TuroBble KOHTPOJIbHBIE OLIEHOYHBIE CPeZCTBA, HEOOXOAWMble [Jisi OLIEHKH 3HAHUMH,
YMEHU, HaBbIKOB U OMbITa JeqATe/bHOCTH, XapaKTepU3yHIIUX 3Tanbl (OPMHUPOBAHUS
KOMITEeTEeHILMH B ITporiecce 0CBOeHHsi 00pa30BaTe/IbHOM ITPOrpaMMbl U MeTOJUeCKIe MaTepraJibl,
orpeiesisitole MpoLelypbl OLIeHWBaHWSl 3HaHWW, YMEHUM, HaBbIKOB U OIbITA JesTeIbHOCTH,
XapaKTepy3yHIIMX 3Tarbl (POPMHUPOBaHUs KOMITeTeHLMI Mpe/icTaB/ieHbl B [1punoxeHny.

4. YCJIOBUA PEAJINBAINN JVUCHUILIMHBI

4.1. TpeGoBaHusA K MUHUMA/ILHOMY MaTePHa/IbHO-TEXHUYECKOMY 00ecrneueHHI0
Peasnm3ariysi MporpamMMbl AUCLUTUIHBI TPeOyeT Hamuuusi yueOHOro KabruHeTa /1S IPOBeIeHUs
3aHATUH JIEKIIMOHHOTO TUTIA; [JI/Isl TIPOBEAEHUS 3aHATHI CEMUHAPCKOTO THTIA.

Ob6opyzoBanve yuyeOHOro kabuHera: ydueOHasi [0cka, pabouee MeCTO TIperiofiaBaTeris,
TI0Ca/IouHbIe MeCTa /It 00yJaroL X Csl

TexHuyeckre cpefcTBa 00yueHUs: KOMITBIOTEP, My/IbTUMe A TIPOeKTOP WHTePAKTHUBHAs J0CKa
b0 IKpaH.

4.2. YuebHO-MeTOANUeCKOe U HH(OPMAI[HOHHOE 00ecrieueHHe AUCIUIUITMHBI (MOAY/Is)
4.2.1. IlepeueHb OCHOBHOH M /{OTIO/THUTE/IGHOM y4eOHOM IUTepaTypbl, HEO0XOAUMOMH /1A
OCBOEHHUA JUCLUILIMHBI (MOAY/Isl)

OcHoBHas yuyeOHasi 1uTeparypa:

1. I'po3oea, O. C. [1enonpor3BO/CTBO : yUeOHUK /711 CpefIHero rnpogeCcCcuoHanIbHOro
obpaszosanwus / O. C. 'po3oBa. — 2-e u3n. — Mockea : M3garenscrBo FOpaiit, 2025. — 131 c. —
(TTpodeccronansHoe obpa3zoBanue). — ISBN 978-5-534-15986-8. — TeKcT : 37eKTPOHHBIN //
O6pa3oBarenpHas rnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/563440.

2. Kophees, U. K. [lokymeHTaloHHOe obecrieueHuWe yripaB/eHus . yueOHUK U
NPaKTUKyM [is1 cpefiHero mipodeccroHanbHoro obpasoBanusi / U. K. Koprees, A. B. ITmeHko,
B. A. MainypiieB. — 3-e u3f., miepepab. u momn. — Mocksa : U3gatensctBo FOpaiit, 2026. —
438 c. — (IlpodeccronansHoe o6pa3oBanue). — ISBN 978-5-534-16002-4. — Tekcr
JIeKTPOHHbIN  //  OOpasoBarenbHass ~ matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/585550.

JonoHuTe IbHAA yueOHas IuTEeparypa:

1. Packu, /. 1. MeToauKa U TIpaKTHKa apXWBOBe/leHUs : YueOHUK [i/isi CpeJHero
npodeccronanbHoro obpasoBanusi / /1. . Packun, A.P.CokonoB. — 2-e u3g. — Mocksa :
N3patenbctBo FOpaiit, 2026. — 416 c. — (IIpodeccronanbHoe obpa3oBanue). — ISBN 978-5-
534-16252-3. — TekcT : 3nmekTpoHHbIN // Obpa3oBaTenbHas miardopma FOpaiT [caiit]. — URL:
https://urait.ru/bcode/585555.

2. Ky3Hneyos, H. H. JoKyMeHTaLIOHHOe obecrieueHue yIIpaBJIeHUS.
[IoKyMeHTOOO0pOT ¥  [Ie/IONIPOU3BOJCTBO : yueOHMK W  TPAaKTUKYyM [ijis  CpeJHero
npodeccroranbHoro obpasosanus / M. H. Ky3uerjoB. — 5-e u3f., nepepab. u gorn. — Mocksa :
N3patenbctBo FOpaiit, 2025. — 425 c. — (TIpodeccronanbHoe obpa3oBanue). — ISBN 978-5-
534-20025-6. — TekcT : 3nmekTpoHHbIN // Obpa3oBaTenbHas miardopma FOpaiT [caiit]. — URL:
https://urait.ru/bcode/581141 .
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4.2.2. Tlepeuenb pecypcoB HH(GOPMAIMOHHO-Te/IeKOMMYHUKALIMOHHON ceTu «/HTepHeT»
(nanee - cerb «/IHTEpHeT»), HEOOXOAMMBIX JI/IfI OCBOEHHUS AMCIUIUIMHBI (MOAY/JIA)
Ne | HaumeHOBaHHeE 3/IEKTPOHHOM 0M0/IHOTeYHOH CHCTEMBI

1. | Ba3sa 3/1eKTPOHHBIX NTePUOANYECKUX U3LaHUN

2. | OBC «Jlaub»

3. | ba3a faHHBIX «D/eKTpOHHO-01O/MMoTeyHas cucremMa elibrary»

4. | OBC «YHuBepcuTeTCcKast 0MbMoTeKa OHJTANH»

5. | DneKTpoHHO-O0MO/MOTeUHas cucTeMa Znanium

6. | DnekTpoHHO-6MGMMOTeuHas cucteMa «ObC FOPAUIT

4.3.3. IlepeyeHb HMH(OPMAIMOHHBIX TEXHOJIOTMH, HMCIO0/b3yeMbIX NPH OCYLEeCTB/IEHUH
o0pa3oBaTe/IbHOr0 Tmponecca Mo JAUCHUIUIMHE (MOJy/II0), BK/IIOYasg IepedeHb
nporpaMMHoOro obecneyeHusi W HHGOPMAIMOHHBIX CHPABOYHBIX CHCTeM (TpH
He00X0MMOCTH)

Ne HauMeHoBaHHe MPOrpPaMMHOTO 00ecrieueHust
1. |- Windows 10

5. UHBIE CBEJIEHUSA 1 (M1/IN) MATEPHAJIBI

5.1. ITepeueHb 00pa30BaTe/ILHBIX TEXHO/IOTUH, HCIO0/Ib3yeMbIX MPHU 0CYLIeCTBIeHUU
o0pa3oBaTe/ILHOI0 MPOLiecca Mo AUCHUIINHEe

AKTHBHbIE H HHTePaKTHBHbIE ()OpMBI POBeieHUs 3aHATHH

AKXTHBHBbIE U UHTepaKTUBHbIE (OPMBI yueOHBIX 3aHSATUM peanu3yloTCs MperoaBaTenemM
corylacHO paboueli mporpaMMe yueOHOU AUCIUTUIAHBI.

Ouckyccusi — 310 mybmuHOe oOCyXAeHWe WM CBOOOAHBIM BepbanbHbIM 0OMeH
3HAHUSIMH, CYXXAEHWSMH, UAessMU WM MHEHUSMH T10 TOBOAY KaKoro-jmbo CIOpPHOro BOTMpOCa,
npobsiembl. Ee cyIiecTBeHHBIMH UepTaMy SIB/SIOTCST COUYeTaHKe B3aMMO/IOTIOJHSIOLEro Jrasora
¥ 00CYy)X/IeHHsI-CTIOpa, CTOJIKHOBEHHE PA3/IUMUHBIX TOUEK 3PEeHUs], TIO3ULHA.

B03MO>KHOCTH MeTo/ia TPYMITOBOM JUCKYCCHU:

- YYaCTHUKHU [IMCKYCCHMM C Pa3HbIX CTOPOH MOTYT YBHETb MpoO/ieMy, COTMOCTaBJIss
TIPOTHBOIIO/IOKHBIE TIO3ULHY;

- YTOUHSIIOTCSI B3aUMHbIe TTO3ULIMH, UTO, YMEHBIIIaeT COTIPOTUB/IEHE BOCIIPUSITUIO HOBOM
vHbopMaLuy;

- B TPOL[eCCe OTKPBITHIX BBICKA3bIBAHWM YCTPAHSETCSI IMOLMOHA/IbHAs TIPeZB3SITOCTh B
OL|eHKe TI03WL[M TTapTHEPOB 1 TeM CaMbIM HUBEMPYIOTCSI CKPBIThIe KOH(JIMKTHI;

- BbIpabaThIBaeTCs TPYIINOBOE PELIeHHe CO CTaTyCOM TPYIIOBOM HOPMBI;

- MOXHO W}CII0/Ib30BaTh MEXaHW3Mbl BO3/IOKEHHS] W TIPUHATUS OTBETCTBEHHOCTH,
yBe/IMUMBasi BK/IFOUEHHOCTh YUAaCTHUKOB JUCKYCCHUM B TIOC/IIYIOLIYIO Pean3ariiio TPYIIOBBIX
pelleHN;

- Y[IOBJIETBOPSIETCS MOTPEOHOCTb YYaCTHUKOB JJUCKYCCUH B TIPU3HAHUN U YBOXKEHUH, €CITA
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OHU TIPOSIBWIN CBOIO KOMITETEHTHOCTb, M TeM CaMbIM MOBbIIIaeTcst 3)(PeKTUBHOCTb UX OT/aUU U
3aMHTEepeCOBAaHHOCTD B pellleHUH IPyNroBOM 3a/lauu.

OcHoBHbIe (PYHKLIUU TIperiofjaBaTesisi IIPU MPOBeIeHUHU AUCKYCCUU:

- (hopmynupyet ripobsieMy U TeMy AUCKYCCUH, 1aeT UX paboure orpeziesieHNs;

- CO37@eT HeoOXOJUMYI0 MOTHBAIMIO, TIOKa3bIBaeT 3HAUMMOCTL TIPOOJIEMBI  [IIsI
YUYaCTHUKOB JJUCKYCCHH, BblJle/IsieT B Hell HepellleHHbIe U TTPOTHBOPeUYUBbIE MOMEHTHI, OTIpefiesisieT
O’KW/JlaeMbIM pe3yJIbTar;

- co3paeT 10OpoXKenaTeNlbHY0 aTMOC(epy;

- (popmyIUpyeT BMeCTe C yuaCTHUKaMU MpaBujia BefleHUsl UCKYCCUU;

- mobuBaeTcss OTHO3HAYHOTO CeMaHTUUeCKOTO TIOHUMaHUsI TEPMUHOB U TTOHSITHH;

- CIOCOOCTBYET TIO/|IEP>KaHUI0 BLICOKOTO YPOBHSI AKTUBHOCTU BCEX YUACTHUKOB, CII€UT
3a cobsiro/leHreM peryiaMeHTa U TeMbl IUCKYCCUY;

- (uKcupyeT TIpe/IO>)KeHHbIe W/I€W Ha TUlaKaTe WM Ha [I0CKe, UTOObI HCK/THOUUTH
TOBTOPEeHUEe U CTUMYJ/IMPOBATH [IOTIOJIHATE/TbHbIE BOMPOCHI;

- yuaCTByeT B aHa/JM3€ BbICKA3aHHbIX WJel, MHEHWM, TMO03ULUH; [OJBOAUT
TIPOME)XKYTOUHbIe UTOTH, UTOOBI M30eKaTh ABWXKEeHHs JUCKYCCUH TI0 KPYTY.

- 000011]@eT TIpe/I0’KeHNs], BhICKAa3aHHbIE TPYIITION, U MO/ILITOXKUBAET BCE [JOCTUTHYTHIE
BBIBO/IbI 1 3aK/THOUEHUST;

- CpaBHUBAeT JIOCTUTHYThIN pe3yabTaT C UCXOAHOM 1Ie/IbI0.

[Ipy mpoBefieHUM AUCKYCCHW MOTYT MCII0J/Ib30BaThCsl pa3/iduHble OpraHU3allMOHHbIE (DOPMBI
3aHATUMN.

TpeHuHr — popmMa akKTUBHOTO 0OyUeHUs], 1[e/Tbi0 KOTOPOTO sIBJISIeTCS Tiepe/jauya 3HaHUMH,
pa3BUTHE HEKOTOPhIX YMEHUM U HaBBIKOB; METO/[| CO3/laHUsl YC/IOBWN [ CaMOPACKPBITHS
YUaCTHHUKOB M CaMOCTOSITeTbHOTO TOUCKA UMU CII0COO0B peliieHus pobieM.

Crneruduueckrie YepThl TDEHUHIOB KaK IPYMIIOBOM (hOPMbI 00yUeHUs:

- cobJtr0/IeHue orpe/ie/IeHHbIX TTPUHLIUITOB TPYTIOBOM paboThI;

- Hal|eJIeHHOCTh Ha TCHUXOJIOTMYECKY0 TOMOIlb yUaCTHUKaM TPYIIbl B CAMOPA3BUTHH,
KOTOpasi UCXOAUT He TOMbKO OT Be/lyIlero, HO U OT CaMUX YYaCTHUKOB;

- Ha/MuWe TIOCTOSIHHOM rpymmbl (00biyHO OT 7 f0 15 uesoBeK), TNepUOAUYECKH
cobuparorelicsi Ha BCTpeuu Wiv paboTaroliieii HerpepbIBHO B TeUeHHe HeCKOJIbKUX JTHel;

- oTipeZiesieHHast TPOCTPAHCTBEeHHAs OpraHu3aliys (Jaiie Bcero paboTa B OIHOM U TOM XKe
OTJe/IbHOM TIOMeIIIeHUH, KOT/la YUaCTHUKHU OO0JIbIIYI0 UaCTh BPEMEeHU CUAST B KPYTY);

- aKL[eHT Ha B3aMMOOTHOIIIEHHUSAX MeX/y YUYaCTHUKaMU T'PYyMIibl, KOTOPble Pa3BUBAIOTCS U
aHAJ/IM3UPYIOTCS B CUTYALUM «3/1eCh U TeTIePb»;

- IPUMEeHeHHe aKTUBHBIX METO/IOB TPYIIIOBOM pabOTh;

- Bepbanm3oBaHHast pedieKCHsi TI0 TMOBO/AY COOCTBEHHBIX UYBCTB U TPOUCXO/SIIET0 B
rpynmnre;

- arMocdepa pacKOBaHHOCTU W CBOOOJbI OOII[eHUS MeXKAY Y4YaCTHUKAMH, KIUMaT
TICIXOJIOTUUECKOU Oe30TacHOCTH.

OOBIUHO B TPEHHHTe MCIOb3YeTCsl TPeXypOBHeBast MoZie/lb 00yueHusi: mpuobpeTeHue —
JNeMOHCTpalust — TpuMeHeHuWe. [Isi MpUOOpeTeHWs 3HAHWK B TPEHWHIe WCIIOJIb3YHOTCS
vHbOopMallvsi, MUHH-JIEKIHS], COO0I[eHre, KHUTH; [Jisi IeMOHCTPAL[UH - POJIeBble UTPhI, KEHChI U
KeliC-MeTO/], KUBble W/UIIOCTPALMU U BUAEO(MWUIbMbI; [/ IPUMEHeHUsl - POJieBbie U [ie/I0BbIe
Urphl, MozilenupoBaHue. [IpenogaBaTenb-TpeHep [JO/DKEH B/aZleTh NCUXO0/I0r0-NeAarornyecKumMm
3HAHUSIMU U TIPUMEHSITh UX B yueOHOM TMpoliecce; B/IafieTh METO/IaMH TIOTyYeHus], HAKOTUIEHUS U
riperno/iHeceHusi MH(OPMal[MY yyaCTHUKAaM TPEeHWHTa, BJIUSHUS Ha UX MOBe/leHre U OTHOLLIeHHSs;
yMeTb COCTaBJIATh MPOTPaMMbI yUeOHBIX 3aHATUN B JopMaTe TPEHHUHTA.
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I IlacniopT ¢)0HAOB O1|€eHOUHBIX CPE/ICTB

1.1. O61acTh NpUMeHeHust

®onj oneHouHbIX cpejcTB (POC) npegHazHayeH /7151 MPOBEPKU pe3y/IbTaTOB OCBOEHUS
MUCLIATUTAHBI «[JoKyMeHTalMoHHOe obecrieueHre YIipaB/ieHNsI», BXO/SIIeH B COCTaB TIPOTPAMMBI
MO/ATrOTOBKH CIIeL[MaTMCTOB CpeiHero 3BeHa 1o crietanbHocTy 40.02.04 FOpucnpyaeHuys.

OObem YacoB Ha ayJUTOPHYIO Harpy3Ky IO JUCIMIUIMHE 4 Yaca, Ha CaMOCTOSTETbHYHO
paboty 32 uaca.

1.2. O0beKTHI OLleHMBAaHUSA — Pe3y/IbTaThl 0CBOEHUA AUCIUIUTHHBI

@®OC 1no03BOJIIeT OLEHUTH CJIeAyHLMe pe3y/abTaTbl OCBOEHUS [JUCLIUIUIMHBI B
cootBercTBUM ¢ PI'OC cneumansHocty 40.02.04 FOpucnpypeHius. u paboueli mporpamMMoit
JMUCLIATUTAHBI «/JOKyMeHTallMOHHOe 0becrieueHue yrpaBIeHUsI»

yMeHMsI:
- TIPUMEHSITh COBPeMeHHbIe MH(OPMAIIMOHHBIE TEXHOIOTHH JI/Isl TIOMCKA U 00pab0TKH MpaBOBO

vH(popMaLu 1 0(OpMJIEHUS FOPUUYECKUX JOKYMEHTOB;

- COCTaB/SATh Pa3/UUHbIe BU/bl FOPUAUUECKUX JOKYMEHTOB;
- TPYMMEHSTb HOPMBI IpaBa Ji/is1 pellleHys 3a/iau B Mpo(eCCUOHAaNbHOM /1eATe/TbHOCTH;

3HAHHUA:
- IIpaBuW/ia COCTaBJIeHUs HOPUANYECKUX JOKYMEHTOB;
- TpeboBaHus K 0(hOPM/IEHHIO U PETUCTPAI[UH [JOTOBOPOB.

BbleniepeuricieHHbIe YMEHUsI, 3HaHUSI HAllpaB/ieHbl Ha (POPMUPOBaHUE y OOYYArOLIUXCS
CJ/IeIyIOIIUX 00IMX U MPo()eCCHOHA/IBHBIX KOMITeTeHI[H:
[IK 1.3 ByiageTb HaBbIKaMy I[IOATOTOBKU HOPUJAYECKUX [JOKYMEHTOB, B TOM UHC/Ie C
VICTI0JIb30BaHMEeM UH(POPMAaLJMOHHBIX TEXHOJIOTUM;
1K 3.1 Bectu J0KyMeHTOOOOPOT MpY OKa3aHWU NPodeCcCOHAMbHON IOPUANYeCKON TTIOMOIIN

2. ©opMBI KOHTPOJIA U OLIeHKH pe3y/IbTaTOB 0CBOCHUSA JUCLUIL/IMHbI
KoHTpoJib 1 OLleHKa pe3y/ibTaTOB OCBOEHUS — 3TO BbISIB/IEHUE, U3MepeHle U OLleHUBaHue
3HaHWW, YMeHUH U (HOPMUPYIOIIMXCS OOIUX M MPO(eCcCHOHANBHBIX KOMITeTEHI[MM B paMKax
OCBOEHMUS IUCLIUIIIVHBI.
B cootBercTBUM € yueOHBIM TuiaHOM crieranbHOCTH 40.02.04 FOpucnpyzeHims. u
paboueil rmporpaMmoN AMCLUIUIMHBL  «JJOKyMeHTallMOHHOe obecrieyeHre yTipaB/ieHUs»
TIIpe/lyCMaTpUBaeTCs TEKYLMM U IPOMEeKYTOUHbIN KOHTPOJIb Pe3yJIbTaTOB OCBOEHHS.

2.1 ®opMbI TeKyI1ero KOHTpOJIs

TekylMii KOHTPOJIb yCIIeBaeMOCTH Tpe/iCTaB/isieT cO00l TPOBEPKY YCBOeHHsl yueOHOTro
Marepuasa, pery/sipHO OCYIIeCTB/IsIeMYyH0 Ha MPOTSUKeHWH Kypca 00yueHusl.

TekylMii KOHTPO/Ib pe3yJ/ibTaTOB OCBOEHUs AMCLMIUIMHBI B COOTBETCTBUM C paboueit
IIpOrpaMMOM M KaJleH[apHO-TeMaTUYeCKUM IUIAHOM TPOMCXOAMT TP MCIO/Ib30BaHUU
cle/lyoLMxX 0b6s13aTesbHbIX (POPM KOHTPOJIS:

— 8bINO/MHEHUe U 3aWjuma npakmuueckux pabom,

- NpoBepKa 8bINO/HEHUs1 caMocmosime/nbHoOll pabombl obyuaowjuxcs,
- Npo8epKa 8bINO/AHEeHUs KOHMPO/bHbIX pabom,

- NPOBEpKdA 6bINO/MHEHUA 3a4emda.
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Bo Bpewmsi mpoBe/ieHUs1 yueOHBIX 3aHSTHUI JOTIOTHUTEHBHO UCIOb3YHOTCS C/IeAYIOIITe
(OpMBI TEKYIIIero KOHTPOJISI — YCMHbIl 0npoc, mecmuposaHue no memam omoe/bHbIX 3aHAMull.
BbIno/iHeHHe U 3alUTa NMPAKTHYeCKUX pabdor. [IpakTuueckue paboOThl IPOBOASATCS C IiEJIbIO
YCBOEHUS] M 3aKPeIUIeHHs MPAKTUYeCKUX YMEHUU W 3HaHWH, OBJIaJieHusi TIpodeCcCoHaIbHBIMU
KOMITeTeHIMsIMU. B Xozie mpakThdeckoil paboThl oOyuaronjuecss TPHOOpeTarT yMeHwHs,
npelyCMOTpeHHble paboueld mporpaMMoW [UCLMIUIMHBL, Y4YaTCs UCNO0/Mb308amb 00pasybl
OOKyMeHMmo8, aHaAu3upoeams NoO/y4eHHble pe3yibmambl U Oeadmb 6bl800bl, ONUPAsCh HA
meopemuyeckue 3HaHUsl.

CnMCoK MpakTHUecKux pabor:
IIpakmuueckas paboma. OdhopmiieHe OpraHU3aLIOHHO-PACTIOPSIAUTETBHON JOKYMeHTaLH.

ITpoBepKa BHINO/THEHHsI CAMOCTOATE/NBHOI padoThl. CamocTosTeIbHas paboTa Harpas/ieHa
Ha CaMOCTOSITe/TbHOe OCBOEHHeE U 3aKperjieHre 00yJyarouMUCs TPAaKTUUeCKUX YMeHHH 1
3HaHWM, OBJafieHue MpodeCcCUoHabHBIMUA KOMITeTEeHLIMSIMHU.

CamocTosiTenbHasi MOATOTOBKA 00yUarOLMXCs M0 AUCHUTIIAHE TIPeATIo/araeT CyieIyIoiie BUbI
Y popMbI paboThI:

» Cucmemamuueckas npopabomka KOHCNeKmoa 3aHsimutli, yueb6Hol aumepamypebl.

» CamocmosimenbHoe uzyueHue Mamepuand u KOHCnekmupogaHue AeKyuli no yuebHol
Aumepamype.

* Paboma co cnpagouHoli aumepamypoti U HOpMAMueHbIMU Mamepualamu.

* OpopmneHue omuyemos no npakmuveckum pabomam, u no020mMoeKa K ux 3awjume.

CHmcokK caMoCTOATe/TbHBIX PadoT:

- KoHcnekT «OCHOBHbIE CBOMCTBA JJOKYMEHTOB U UX (DYHKLIUU B CUCTEME YIIpaB/IeHHs»

- CocraButb Tabmily «PeKBU3UTBI JOKYMEHTOB»

- CocraButb KoHcIeKT «O611ye TpeboBaHUs K 6/1aHKaM JJOKYMEHTOB»

- CocraButb Tabnmily «OpraHu3aliOHHO-TIPABOBbIE IOKYMEHThI»

- Koncnekt «TexHonorusi paboTkl ¢ BXOJSIMMHA, UCXOSIAMU U BHYTPEHHUMHU
JOKYMeHTaMu»

- BbimonHuts 3aganue «Pervcrpanys BXOAALMX U UCXOSALMX JOKYMEHTOB»

- Koucniekt «HomMeHnknarypa ge. OpraHusanysi XpaHeH!Us JOKYMEHTOB»

- KoHcnekr «IToHsiTHe 3/1eKTPOHHOTO JJOKyMeHTO0b0opoTa»

IIpumepHbIe TeCTOBLIE 3a/{aHUSL:
Tect «OcHoBHBIe noHaATHA JOY»
1) JoKyMeHT WM KOMILIEKC JOKYMEHTORB 3TO ...
a) TmpeaMeT AOKYMeHTOBeeHHUS;
b) 00BEKT JOKYMEHTOBE/IEeHUS;
C) [JOKyMeHTOBeJeHUe.
2) Urto oTHOCUTCS K CBOICTBaM A0KyMeHTa:
a) (YHKIMOHA/ILHOCTb HHGMOPMAIIHH;
b) TOXIECTBeHHOCTh camoMy cebe;
C) 3aBepILEeHHOCTb COOOIIEHMS.
3) Kaxkas (yHKI[UsI OTHOCUTCS K ClIelHA/TBHBIM (PYHKIHUAM JOKYMeHTa?
a) ymnopsiouvBaroIias;
b) ympaBneHueckas;
c) uH(opMalMOHHas.
4) ... — [OKyMeHTbI, OTpaXawiiue pe3yJbTaT CTPOUTEIBHOI0 M TEeXHO/JOTrHYeCKOro
MPOEKTHPOBAaHHUs, KOHCTPYMPOBAHHMA, HIDKEHEPHbIX W3BICKAHWN W JApyrux pador mo
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5)

6)

7)

8)

9)

CTPOUTENBCTBY 3/JaHUM ¥ COOPY)KEHHMH W M3rOTOBJIEHHUI) W3JeJIUA MNPOMBIILIEHHOT0
MPOU3BO/ICTBA.

a) TexXHUYecKue JOKYMEHTH;

b) doTom0KyMeHTEI;

C) KHHOJIOKYMEHTbI;

d) (oHOAOKYMEHTHI;

€) [JOKYMEHTBbI Ha MalllMHHOM HOCHUTeJIe.

... — JOKYMEHTBI, CO3JJaHHbIE C HCM0/Ib30BaHHEM HOCUTE/IEH U Cr0Cco0 3amucu, obecneynBaroImMxX
0TpadoTKy X MH(OPMALIUH 3/TIeKTPOHHO-BBIYUC/TUTE/TEHON MAIIMHOMW.

a) TeXHUYecKue JOKYMEHTH;

b) doTomoKyMeHTEI;

C) KWHO/IOKYMEHTHI;

d) (oHOAOKYMEHTHI;

€) [JOKYMEHTBbI Ha MalllMHHOM HOCHUTeJIe.

JIOKyMeHT, BOCIIPOM3BOAALIMI HH(OPMAIIUIO APYroro A0KYMeHTa U BCe ero BHEeIIHHEe MPU3HAKU
a) BTOPUWYHBIN;

b) Bu3yanbHBIM;

C) Komwus.

CorslacHO Kjaaccu(pykanuu AOKYMEHTOB MO YPOBHIO 0000meHus WHGOpPMALMU Pa3inyarT
AOKYMEHTBI:

a) TIepBUYHBIE U BTOPUYHBIE,;

b) TekcToBBIe U HETEKCTOBLIE JOKYMEHTHI;

C) [OKYMEHTHI Ha eCTeCTBEHHOM U UCKYyCCTBEHHOM MaTepHabHOU OCHOBE;

d) mepuopnUeckue v HelepUOJUUECKHe JOKyMEHTHI.

Bbimucka —

a) 9TO TepBbId (MU eIUHUYHBIN) IK3eMILISAp A0KYMeHTa, 00/1a/[afoIIril FOpUIUUeCKON CUIION;

b) Komus yacT JOKyMeHTa, BOCTIPOU3BOASIIAS TIOHLIM TEKCT PeLIeHus 110 Orpe/ieIeHHOMY BOITPOCY .
C) 9TO Komusi 0QULMAIBHOTO JOKYMeHTa, MMeloLast OpPUANUEeCKYI0 CUTY TIOAJTMHHHUKA.

TecHasi B3aMMOCBSI3b 3JIEMEHTOB [I0KYMeHTa, o0ecneudBamiasg ero LeJOCTHOCTh U
TOX/|eCTBeHHOCTb CaMoOMYy cefe — 3To

a) aTrpubyTHUBHOCTD;

b) (yHKIHMOHATEHOCTE;

C) CTPYKTYPHOCTb.

10) ConocTraBbTe JOKYMEHT ¥ Han0o/iee XapaKTepHYI0 AJIs1 Hero (pyHKI{HI0

1) zedoHuueckasn a) HayyHas cmambs
2) MemopuaabHas b) cnpaeouHuk
3) no3HaeamenbHas C) peKaamHbili GyKaem

MHCTPYKIlUs N0 BHINO/JIHEHHUIO TecTa

Ne TeCTOBOTO 3a/laHHA ypOBEHB C/IO’KHOCTH

1-10 0a30BbIi

Kputepuu oLieHrBaHus

Ne TeCTOBOr0 3aJlaHUs KomuecTBo 6asioB
1-10 1 6ann
KonmuectBo 6asnoB OrjeHka
9-10 OTJIMYHO
7-8 XOpOLLIO
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5-6
1-4
Bpewms BobinosiHeHus 3agaHus — 15 MUHYT.

Y0BJIETBOPUTEILHO
HeY/I0BJIETBOPUTE/IbHO

IIpoBepka BBINMO/JHEeHUsI KOHTPO/IbHBIX padoT. KoHTposibHast paboTa TIPOBOJUTCS C IIeJTbIO
KOHTpOJISI YCBOEHHBIX YMEHWM W 3HAaHWUH W TOC/EAYIOIIEero aHajavM3a TUITUYHBIX OIIHMOOK M
3aTpy/IHEHUM 00YyuUaroIUXCs B KOHIIE M3y4yeHHs TeMbl WM pa3fena. CorjacHO KajeHJapHO-
TEeMaTUUeCKOMY TUIaHy AUCLIMIUIMHBI MPeJyCMOTPEHO TIPOBe/IeHHe CJIeJYIOIIUX KOHTPO/IbHBIX
pabor:

» KoHmpoabHas paboma
desimeabHOCMU»

no pasdeny «OCHO8bl OOKyMEHMUpPOBAHUS ynpaeneH4ecKol

CBopHasi Tab/M1a Mo NpuMeHsieMbIM (JopMaM M MeT0/jaM TeKYIIero KOHTPOJIsA
U OLIeHKH pPe3y/IbTaToB 00yJeHHs

Pe3ysibTaTsl 00yueHust

®opMbI H MeTO/{bI KOHTPOJISI U OLIeHKH
(ocBoeHHBbIE yMeHHs, YCBOeHHbIe 3HAHUA)

pe3y/IbTaToB 00yJeHust

OcBoeHHbIE YMEHUA:
- TPUMEHSIThb COBpPEMEeHHbIe

Y CTHBIN ornpoc BO BpeMdA JIEKUOHHBIX

UH(OpPMAaIMOHHbIE TEXHOIOTHH [IJ1s1 TIOMCKA
v 00paboTKM TIpaBOBOM WH(OpPMaIUM U
othopmIIeHNs FOPUANYECKHX JIOKYMEHTOB;
COCTABJIATh Pa3/IMUHbIe BU/IbI FOPHUANUYECKUX
JIOKyMEHTOB;

MPUMEHSTh HOPMBI TIpaBa /ISl peLIeHHs
3a/1au B poeCcCHOHAbHOM /IesITe/TbHOCTH;

3aHATUM.

BrimoiHeHe U 3alifuTa paboT MpakKTUUeCKUX
paboTt Nel - Ne4.

CaMocTosiTenibHasi paboTa CTyjeHTa TIO
3a/laHHOM TeMme.

Y cBoeHHbIe 3HAaHMA:

rpaBwia  COCTaBJIeHUS
JIOKYMEHTOB;
TpeboBaHUs K 0(hOPM/IEHUIO ¥ PETUCTpAIvU
JIOTOBOPOB.

FOPUIAYECKUX

YcTHBIM OompoCc BO BpeMsi  JIEKLIMOHHBIX
3aHATHUH.

BoIrosiHeHHe U 3a1yTa paboT MPaKTUUeCKUX
paboT Nel - Ned.
TectupoBaHue
3aHATUN

110 TeMaM OTAe/IbHBIX

2.2 ®opma NpoMeXyTOUHOH aTTecTaluu

[TpomeskyTouHasi aTTecTalys 10 JUCIIUIIMHE «/l0KyMeHTaIlMoHHOe obecrieueHre yIipaB/eHHs»
— 3auem.

OOyuaroiiecsi JOMYyCKalOTC K  cAade

3d4€Ta TIpyd BBIIIOJIHEHWMKXA BCEX BHUJ OB

MIPAaKTUYeCKUX, KOHTPOJIbHBIX, CaMOCTOSITEJIbHBIX paboT, paboT, mpeaycMOTpeHHBIX paboueit
TIPOrpaMMOii U KaJsleHAapHO-TeMaTHUueCKUM TJIaHOM JAUCLIUTLTUHBI.

3ayeT TIPOBOJUTCS 3a CUeT BPeMEHU OTBeJeHHOTO0 Ha W3yuyeHHe AUCLUIUIMHBL [Ipu
YCJIOBUM CBOEBPEMEHHOTO M KaueCTBEHHOT'O BBITIOJIHEHHSI 00y4YarolUMcsi BCeX BHIOB pabor,
TIIpelyCMOTPEeHHBIX paboueii TPorpaMMOi AUCLIUATITMHEI.

ITepeueHsb BOIIPOCOB K 3a4eTy
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BN

[ToHsiTHe 0 JOKYMeHTallMOHHOM 00ecIieueHUH yIpaB/IeHus, JOKyMeHTe U Criocobax
JIOKYMEeHTHUPOBaHUS

PeKBU3UTHI JOKYyMEHTOB ¥ 00II1e MTpaBria UX 0hopM/IeHHs

OdopmieHue opraH13alLlOHHO-PaCOPsAAUTE/IbHOM JOKyMeHTalu

OdopmiieHre OpraHM3aLOHHO-PACIIOPSAUTEILHON JOKyMeHTaluu HH(OpMaLiMOHHO-
CIPaBOYHOM JOKyMEHTALUHU.

Odopmnenne ciyxeOHBIX TTHCEM

TexHo0TUS OpraHM3aLyK JOKyMeHTo000poTa B OpraHu3aLusx

TexHosiorust paboThI C BXOASAIIMMH, UCXOJSLUMA U BHYTPEHHUMH [JOKYMeHTaM1
Perucrpanus BXoAALMX U UCXOAALIMX JOKYMEHTOB

Homenknarypa fesn.

. Opranu3anyst XpaHeHus1 IOKyMEHTOB

. OcobeHHOCTH /IeNIOTTPOM3BO/ICTBA 110 0OpAIleHUsIM IpaXkaH
. KoHdueHmansHoe /1e710Mpon3B0o/ICTBO

. [ToHsATHE 37IEKTPOHHOTO JOKYMEHTO000poTa
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OEANEPAJIBHOE 'OCYJAPCTBEHHOE BIO/DKETHOE OBPA3OBATEJIBHOE
YUPEXEHUWE BBICIIEI'O OBPA3OBAHUA
«YOVMCKINM YHUBEPCUTET HAYKHU Y TEXHOJIOT WiA»

Crepnutamakckuii dumman

Konnemx

q)OH}I[ OLI€EHOYHBIX CpeaACTB

10 JIUCLIUTITUHE OI1.06 [JTokyMeHTaI{MOHHOE o0ecreyeHne yrnpaBaeHust

Oo6wenpogeccuoHabHbBILU YUK/

CreLuaJbHOCTh
40.02.04 HOpucnpydenyus

KBanuduKaius
FOpucm

Pa3paboTurk (COCTaBUTEJTh)
I'anuxaesa JI.A.

Crepiuramak 2026
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1. Coneundukanusa KOMIUIeKTa OLIEHOUHBIX MarTepuaioB. PacrpejeneHue TeCTOBBIX
3a/laHMi M0 KOMIIeTeHI|MAM, 10 TUIIaM U YPOBHAM C/IO)KHOCTH.

Tabsmija 1. KomnereHiyuu

Kop HavMeHOBaHMe KOMIETEHIIUN
KOMIIETEHLIUU
[IK 1.3 Bnazgets HaBbIKaMu MOATOTOBKU HOPUAMYECKUX JOKYMEHTOB, B TOM UHUCJIe
C MCI0JIb30BaHKWeM MH(OPMalMOHHBIX TeXHOJIOTUM
K 3.1 Bectu  10KyMeHTOOOOpDOT  MpW  OKa3aHUM  MPOQeCcCHOHATBHOM
FOpUANUECKOM TTOMOLLIA
Tabnwiia 2. Tyrbl, YypOBEeHb CJIOKHOCTH U BPEMsI BBITTOJIHEHHSI TECTOBBIX 3a/IaHHM.
KommnereHim Howep YposeHb Bpews
" 3a/laHU Turnbl 3agaHust croKHocTy | BPTOTHEH A
s , MUH.
K 1.3 1-4 3ajaHre KOMOMHUPOBAHHOT'O TUTIA C 6a30BbIi 2
BBIOOPOM OZIHOTO BEPHOTO OTBETA U3
yeTbIpex Tpe/i/I0’KeHHBIX "
000CHOBaHHEM BbIOOpa
5-8 3ajaHre KOMOMHUPOBAHHOT'O TUTIA C 0a30BbIi 2
BBIOODOM HECKOJIbKUX BapUaHTOB
OoTBeTa M3 TIpPeJJIOKEHHbIX U
000CHOBaHHEeM BbIOOpa
9 3aflaHue  3aKphITOTO THIA Ha 0a30BbIi 2
yYCTaHOBJIEHUE COOTBETCTBUS
10 3ajlaHie  3aKpbITOrO TUMA Ha 0a30BbIi 2
yCTaHOBJIEHUE
1oc/ieloBaTeIbHOCTH
11-15 3aflaHyss  OTKpPLITOTO THIIA HA | IOBBIIEHHBI )
JIOTIO/THEHH e U
16-20 3aflaHue  OTKpBITOrO  TUMa C BBICOKUM 8
pa3BepPHYTHIM OTBETOM
[K 3.1 21-24 3ajaHre KOMOMHUPOBAHHOT'O TUTIA C 6a30BbIi 2
BBIOOPOM OZIHOTO BEPHOTO OTBETA U3
yeTbIpex Tpe/i/I0’KeHHBIX "
000CHOBaHHEM BbIOOpa
25-28 3ajaHre KOMOMHUPOBAHHOT'O TUTIA C 0a30BbIi 2
BBIOODOM HECKOJIbKUX BapUaHTOB
OoTBeTa M3 TIpeJJIOKEHHbIX U
000CHOBaHHEM BbIOOpa
29 3aflaHue  3aKphITOTO THIA Ha 0a30BbIi 2
yYCTaHOBJIEHWE COOTBETCTBUSI
30 3ajlaHie  3aKpbITOrO TUMA Ha 0a30BbIi 2
yCTaHOBJIEHUE
1oc/ieloBaTelbHOCTH
31-35 3aflaHyss  OTKpPLITOTO THIIA HA | IOBBILIEHHBI 5
JIOTIO/THEHH e U
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36-40 3ajjaHue

OTKPBITOTO
pa3BepHYTHIM OTBETOM

TAIIA C BBICOKUU 8

Tabsuiia 3. CiieHapyy BBIIOIHEHMs] TeCTOBBIX 3a/IaHUMN

Tumn 3apanvs

[TocnemoBaTebHOCTh AEUCTBUH TIPU
BBITIO/JTHEHUH 3aJlaHUST

3ajaHre KOMOMHUPOBAHHOT'O TUTIA C BLIOOpOM
OJTHOTO BEPHOTO OTBeTa W3  4YeThIpex
TIpe/IJI0KEeHHBIX M1 000CHOBAaHWEM BBIOOpa

[TpounTaiiTe TEKCT, BbIOEpUTE TPaBUIBbHBIN
OTBeT U 3aITUIINTE apryMeHTHI,
000CHOBBIBAIOIHE BBIOOP OTBETa

3a,an1/1e KOM6I/IHI/IpOBaHHOFO THIIA C BbI60pOM

HPOHHTaﬁTe TeKCT, BBI6epI/ITe MMpaBU/IbHLIE

3a,z[aHI/1e 3dKPBITOI'0 THUIIA Ha YCTAaHOBJIEHHE
COOTBETCTBUA

HEeCKOJIbKUX BapUaHTOB oTBeTa W3 | OTBETHI u 3amnuIInTe apryMeHThI,
TNIpe/i/I0’KeHHbIX 1 000CHOBaHKEM BbiOOpa 000CHOBBIBaOIIME BEIOOP OTBETOB
[Tpouuraiite TEKCT u yCTaHOBUTE
3ajlaHie 3aKpbITOrO TWUIA HA YCTaHOBJIEHHE | [10C/e[0BaTebHOCTb. 3anuiiuTe
1oc/e/j0BaTe/IbHOCTU COOTBETCTBYHOLYIO T10C/1e/|0BaTebHOCTh
1dp ceBa HArpaBo
[Tpouuraiite TEKCT u yCTaHOBUTE

COOTBeTCTBHe. 3arnuinTe BbiOpaHHbIe LU(PbI
110/ COOTBETCTBYIOIIMMHU OYKBaMHU.

38,E[EIHI/I${ OTKPLITOI'O THIId Ha AJOIMOJ/JIHEHHWE

[TpounTaiiTe TeKCT U JONOJHUTE hpa3y

3aﬂaHI/Ie OTKPBITOTO THUIIA C Pd3BEPHYTBIM
OTBETOM

[TpouunTaiiTe TEKCT U 3aIUIINATE PA3BEPHYTHIN
000CHOBAHHLIN OTBET

Tabsmria 4. CrcTema OIjeHUBaHUS 3a/IaHU.

Howmep Pe3yabTar onjeHuBaHus (0awibl,
saxanms Yka3aHusi 10 OL[eHUBAHHUIO MOJ/Ty4YeHHbIe 3a BHITO/THEHHUSA
3ajaHus)
3azaHre KOMOMHUPOBAHHOTO THMaA C | [TolHOe  coBMazieHWe C  BepHBIM
3ananue 1-4 BLI60p?M OJHOTO BEPHOTO OTBETA M3 | OTBETOM  OLIEHHBAETCH 1 6annom;
YeThIPEX Tipe//I0XKeHHbIX Y | HeBepHbIM OTBET WM ero OTCYyTCTBUE
obocHOBaHMEM BbIOOpa — 0 6aioB.
3aziaHre KOMOMHUPOBAHHOTO THMA C | [TolHOe  coBMajZieHWe C  BepHbIM
3anane 5-8 BLIOODOM HECKOJIbKMX BapHaHTOB OTBETOM  OLleHHBAeTCS 1 6annom;
OoTBeTa U3  TIPe[/IOKEHHBIX U | HeBePHBIM OTBET WX er0 OTCYTCTBUE
060CHOBaHKMEM BbIOOpa — 0 6asioB.
CoBriaZieHie C BepHBIM OTBETOM
3anane 9 3aflaHye  3aKpBITOrO  THTA  Ha | orleHHMBaeTcs 1 0asiioMm; HeBepHBIM
yCTaHOBJIEHWe COOTBETCTBUS OTBeT WU ero otrcyrctBue — 0
GarioB.
CoBriaZieHie C BepHBIM OTBETOM
3anane 10 3afiaHye  3aKphITOTO  THTA  Ha | orleHHMBaeTcs 1 0ayiiom; HeBepHBIM
yCTaHOBJIeHHe T10C/Ie[IOBaTe/TbHOCTH | OTBeT WIA ero OTcyTcTBHe — 0
GarioB.
[TosHBI TIpABWIBHBIM  OTBET Ha
3aganue 11-15 3ajaHus  OTKPBITOrO  THMA  Ha 3a/laHie OIleHuBaeTcsa 3  OaslaMu;
JIOTIO/THeHUe
ecu Jlomyl1ieHa o/lHa
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OIMOKa/HETOYHOCTh WM OTBET
MpaBW/IbHBIM, HO He TMOMHbIA — 1
Garnt; ecu momyirieHO Oosee OfHOM
OLIMOKW / OTBET HeNpaBWIbHBIA /
oTBeT oTcyTcTBYyeT — (0 6asuioB.

3aganue 16-20

3ajaHie  OTKpPBLITOrO  THIIA
pasBepHYTLIM OTBETOM

C

[TonHblli TIpAaBUIBHBIM OTBET Ha
3a/laHvie  orleHWBaeTcs 3 Oariamuy;

ec/iu JonylieHa oJlHa
OIMOKa/HETOYHOCTh WM OTBET
MpaBW/IbHBIM, HO He TMOMHbIA — 1

Oarnt; ecn momyirieHO Oosee OfHOM
OLIMOKK / OTBET HeNpaBWIbHBIA /
oTtBeT oTCyTcTBYyeT — (0 6asuioB.

3aganue 21-24

3azaHre KOMOMHUPOBAHHOTO THIIA C
BbIOOPOM O/IHOTO BEPHOT'O OTBETA U3

YeThIPEX TIpe/I0OKEHHBIX
000CHOBaHMEM BbIOOPA

n

ITosiHOe coBMafeHWe C  BepHBIM
OTBETOM OlleHMBaeTcsi 1 Gaiom;
HEeBepHbIM OTBET W/IM ero OTCYyTCTBUE
— 0 Gansos.

3aganue 25-28

3azaHre KOMOMHUPOBAHHOTO THIIA C
BLIOODOM HECKOJIbKMX BapUaHTOB

ITosiHOe coBMazeHWe C BepHbIM
OTBeTOM oOlleHMBaeTcsi 1 Gansowm;

OTBeTa W3  TMPEJJIOKEHHBIX W | HEBePHbBIN OTBET WM €r0 OTCYTCTBHUE
000CHOBaHMEM BbIOOpPA — 0 6asn10B.
CoBrajieHie C BEpPHbIM OTBETOM
3azanme 29 3ajlaHie  3aKpLITOrO THMA Ha | OlleHWBaeTcs 1 6anioMm; HeBepHbIH
yCTaHOBJ/IEHHE COOTBETCTBUSI OTBET WIM ero otcyrctBue — 0
OarnioB.
CoBrajieHie C BEpPHbIM OTBETOM
3azanme 30 3ajlaHie  3aKpLITOr0 THMA Ha | OolleHWBaeTcs 1 6anioM; HeBepHbIH
yCTaHOBJ/IEHHE TIOC/Ie/IOBATE/IbHOCTH | OTBET WM ero orcytcrBue — 0
6asioB.

3aganue 31-35

3ajaHusi  OTKPBITOTO  THIIA
JIOTIOJTHEHHE

Ha

[TosHBII TIpABWIBHBIM  OTBET Ha
3aZlaHye olleHMBaeTcs 3 Oasiamu;
ecnu JloTyl11ieHa oJiHa
olIMOKa/HeTOYHOCTh WU OTBET
MpaBW/IbHBIM, HO He MOMHbIA — 1
Oasut; ecnu momylieHo Oojiee OfHOM
OIIMOKM / OTBeT HeNpaBWIbHBINA /
otBeT oTcyTcTBYeT — (0 Gasnmos.

3aganue 36—40

3aslaHue  OTKPBITOrO  TWMa
pa3BepHYTHIM OTBETOM

C

[TosHBI TIpABWIBHBIM OTBET Ha
3a/laHie oLleHuBaeTcs 3 Gasiamy;
ec JloTyl1ieHa oJiHa
olIMOKa/HeTOYHOCTE WM OTBET
MpaBU/IbHBIM, HO He MOMHbIA — 1
Oasut; ecnu momyleHo Oojiee OfHOM
OLIMOKM / OTBeT HeNpaBWIbHBINA /
oTBeT oTcyTcTByeT — 0 6asuioB.

Tabmuma 5. Jlono/JHUTe/IbHBbIE MaTepHa/IbI
BbITO/IHEHNS TeCTOBBIX 3a/laHUH
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Koy JomnoynHuTenbHbIe
HaumeHoBaHMe KOMIIETEHLIUH MaTepuasbl U
KOMIeTeHL[UU
0bopyloBaHue
Bnagerb  HaBblKaMM  TOJTOTOBKHM  FOPUUYECKUX Bymara
I[IK 1.3 AOKYMEHTOB, B TOM 4HC/Ie C MHCIO/B30BAHHUEM | o
MH(OPMaLIMOHHBIX TeXHOJIOTUM yHKa
K 3.1 Bectu JOKyMEHTOO0O0pOT npu okaszaHuu | bymara
) ripodeccHoHaIbHON FOPUMUYECKON TTOMOIIH Pyuka

2. TecToBbIe 3aaHUsA

1. IIpouumaiime mekcm, ébiGepume oOUH Npasu/bHbIL 6APUAHM OMeemd U 3anuuiuine
apzymeHnmbl, 000CHO8bI8aowjue bl0Op omeema
JIOKyMeHT WM KOMIUIEKC JOKYMEHTOB 3TO ...?
A) nipeMeT JOKyMeHTOBe/IeHHUs.
B) 00BeKT ZOKYMEHTOBe [eHUSI.
B) nokymeHnToBezneHue.
') moKyMmeHT.
OtsBer.
Ob6ocHoBaHMe.

2. IIpouumatime mekcm, @biGepume 00UH NpasuU/bHBIU 6APUAHIM OMeema U 3anuwiuime
apzymeHmbl, 060CHO8bl8aOUjue 8b100p omeema
Beinucka — 310 AOKYMeHT?
A) 3T0 TIepBbIi (WK eJUHUUHBIN) 3K3eMIUISIp J0KyMeHTa, 00/1a/jarolyii FopyuuuecKon
CUJIOMN.
B) 9T0 KOmusi yacTH JOKyMeHTa, BOCTIPOU3BO/SILas! TIOTHBIM TEKCT pelleHUs 10
oripe/ieJIeHHOMY BOMPOCY.
B) aT0 KOmusi 0dULMaTBHOTO JOKYMeHTa, UMero11jasi FOpPUNUeCcKY0 CUTY MOAJTUHHUKA.
I') BCe OTBeTHI BepHLI.
Ortser.
ObocHoBaHmHe.

3. IIpouumaiime mekcm, eéblbepume OOUH Npasu/bHbIL 6APUAHM OMeema u 3anuwiume
apzymeHmbl, 000CHO8bI8aloWjue ébl0Op omeema
Kak Ha3bIBaeTcsi JOKYMEHT, IOJIHOCTHI0 BOCIPOU3BOAALINN WH(OPMALUI0 MOATHHHOI0
AOKYMEHTa U BCe €ro BHEIIHHe NMPU3HAKH.

A) BTOpUUHBIH.

b) BusyanbHbIN.

B) purunarn.

I') konus.
Ortser.
ObocHoBaHHe.

4 IIpouumatime mekcm, eblOepume 0OUH NPAGU/IbHbBIL €APUAHIM OmMeéema u 3anuuwiume
apzymeHmbl, 000CHO8bI8alowjue blOOp omeema
Kak coriacHo kinaccupuKanuu JAOKYMEHTOB pa3/iMYalT JAOKYMEHTBI 10 YPOBHIO
0000menus nagopmanuu?

A) nepBUYHbBIE U BTOPUYHBIE.

B) TeKCcTOBBIE 1 HETEKCTOBBIE JOKYMEHTHI.

B) J0KyMeHThI Ha eCTeCTBEHHOM U MCKYCCTBEHHOM MaTepyaibHOM OCHOBe.

') meprogruecKre U HeIepUoAUYeCKHe JOKYMEHTBI.
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OTtBeT.
O06ocHoOBaHue.

5 IIpouumatime mekcm, ebibepume éce npaeu/lbHble 8ApUAHMbI omeema u 3anuuwiume
apzymeHmbl, 060CHO@bl8aoujue 8bI00p 0Meemoe
Kakue BapuaHThI pacmo/io)keHUsi peKBH3UTOB Ha 0/IaHKaX yCTaHOBJ/IeHbI? BridepuTe Ba
BapHaHTa.

A) yriosoy;

b) LleHTpHpOBaHHBIM;

B) ¢nanrossii;

') ipo10bHBIN.
Ortser.
ObocHoBaHMe.

6 ITpouumaiime mekcm, ebiOepume éce npasujbHble @APUAHMbI OMeéema u 3anuwiume
apzymeHmbl, 000CHO8bI8aOWjLE 8bIOOP 0Meemos
Kakue peKBU3MTHI BXOAUT B COCTaB NMpuKa3a? BeidepuTe Tpu BapuaHTa.
A) nara goKymeHTa
b) agpecar
B) HavMeHOBaHWe OpraHU3aLuu
') nognuce.
OrgerT.
OO6ocHOBaHMe.

7 IIpouumaiime mekcm, eblbepume 6ce npasu/ibHble 6aApPUAHMbI OMeema u 3anuwiume
apzymeHmbl, 000CHO8bI8aOUjUe 8bI00p 0Meemos
Ha kakoM @Iy)ke0HOM mHCbMe He TMPOCTaBasAeTca pekKBu3uT «Ccbulka Ha
PerucTpanjHoOHHBIA HOMEP U 1aTy JOKyMeHTa»? BbiOepuTe Tpu BapHaHTa.

A) mrceMax — rpocb0ax

B) corpoBoguTe/IbHBIX TTUCHMaX

B) nHdopMalioHHBIX TTHCbMax

I') nucemax- oTBeTax.
OrgerT.
ObocHoOBaHMe.

8. IIpouumaiime mekcm, eblbepume 6ce npaeu/ibHble 8APUAHIMDbI OMeema u 3anuwiume
apzymeHmbl, 060CHO8bI8aOUjUEe 8bIOOP 0MEeImos
B KakKux JOKyMeHTaXx cTaBUTCs rpud yrBepxaeHusi? (Boidepure ABa BepHBIX 0TBETA)
A) pacriopsbkeHue
b) ycras.
B) mratHOe pacnivcaHue.
I') npukas.
Ortser.
ObocHoBaHHe.

9. IIpouumatime mekcm u ycmaHogeume coomeemcmeue.

Y craHoBuTe COOTBETCTBHE MEX/Y (YHKI[HSAMH JOKYMEHTOB C FPyNInaMH, K KOTOPbIM OHH
oTHocATcA. K KakJol MO3uLuK, JaHHOW B JIEBOM CTOJOLle, MOA0epUTe COOTBETCTBYIOLIYIO
TIO3UILIMIO U3 TIPABOTO CTOJIOIA.

Bupa cuicremsbl DyHKIMOHAJI
A |- XpaHeHue 5 nepesfava | 1 | - CrietjuanibHble (PYHKIUU
rH(opMaluu
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b |- VHudopmaioHHas, 2 |- ['naBHbIe QyHKLU
KOMMYHHKAaTHUBHasi, KYMyJIITUBHAsI

B | [IpaBoBas, yrnpaesieHueckasi, | 3 | OOuwme pyHKIH
TI03HaBaTesIbHast
3anmimTe BoIOpaHHBIE LIMGPHI IO/, COOTBETCTBYIOIUMU OYKBaMU:
A b B

10. ITpouumatime mekcm u ycmaHoguime noc/71e008ame/ibHOCMb.
YcmaHnogume npasu/ibHylo nocsedogamesnbHOCMb Oelicmeull Npu CoO30dHUU MUNO8020
00KyMeHma, ucnoJ/ib3yemMozo 6 op2aHu3ayuu.
HeucrBus:
A) PacnieyataTh NOy4YeHHbIN JOKYMEHT.
b) OtdopmaTrpoBaTh NOMYYeHHBIN JOKYMEHT.
B) Bribpats mogxosmuii obpasel (1aboH), UMEIOLUHACST B HOPMaTUBHBIX JOKYMeHTaX
OpraHu3aLuH J/isi TpedyeMbIX 1iesiei.
') B obpas3erj (11a6/10H) BBeCTH U3MeHsieMble JJaHHbIe.
3anuwiume coomeemcmeyoujyio nocaedosamenabHocmb OyKe c/1e6a HANPaeo:

11. JlonoaHume ¢pa3sy: « 3aBepsieT TOJJIMHHOCTh TOATMUCU JIO0/DKHOCTHOTO
JIULIA Ha JOKYMeHTax»
12. [lonoinume d¢paszy: « - 3T0 3aMKCUpOBaHHAas Ha HOCHTeJe

vH(bopMaLYs C peKBU3WTaMHU, NMO3BOJISIFOIIMMU ee UAeHTU(ULIMPOBATh»

13. lonoaHume ¢ppa3y: «Koruist yacTu JOKyMeHTa, BOCIIPOU3BOZSIIIIAsK TTOTHbINA TEKCT pelleHust

10 OTpe/ie/IeHHOMY BOIIPOCY — 3TO »
14. Jonoanume ¢pa3sy: «B coctaB pekBusuta «[lognmuck» BXOJAT HavMMeHOBaHHe

[O/DKHOCTH JIMLIA, [TOAIUCABILIETO JOKYMEHT, JIMUHAs MOJIUCH, (MHMLMAE,

bamunus)»

- 15. [lonoanume ¢ppa3zy: «Pa3mep rpaBoro noss, KOTOPbIM yCTaHAB/IMBaeT IS

yrpaB/ieHYeCKHUX JOKYMEHTOB CTaHAAPTOM - MM.» Omeem 3anuwume 8 gude Huc/1a

16. ITIpouumaiime mekcm u 3anuwiume pa3zeépHymbili 0060CHOBAHHbDIL 0meem.

13 uvero coctout pekBU3UT «CChUIKA Ha PETMCTPALIMOHHBIA HOMED U ATy MOCTYIMBLIErO
JIOKyMeHTa»?

Jma/oHHbIll omeem.

17. IIpouumatime meKcm u 3anuwiume pa3zeépHymbiii 060CHOBAHHbDIL omeem.
UTo 03HayaeT Ha JOKyMeHTe PeKBU3UT «OTMeTKa O KOHTPOJIe» Ha BepXHeM I10Jle JOKyMeHTa ?
OmasioHHbIU omeem.

18. IIpouumatime mexkcm u 3anuwiume pa3eépHymbiil 000CHOBAHHbIU omeem.
W3 KakX yacTell COTOMT TeKCT TpUKasa?
Jma/oHHbIl omeem.

19. IIpouumaiime mekcm u 3anuwiume pazeépHymniti 000CHOGAHHbILI OMeem.
Yro siBAsieTcss 0cO6eHHOCTBI0 MH(POPMAI[MOHHO-CIIPABOUHBIX JOKYMEHTOB?
Oma/ioHHbIU omeem.

20. IIpouumatime mekcm u 3anuwiume pa3eépHymbiti 000CHOGAHHDILI omeem.
- C KaKo¥ 11e/1bI0 B C/Ty»KeOHOM THChbMe YKa3bIBAIOT (haMU/INi0 U TesieOH UCTIOTHUTEIS?
Jma/1oHHbIl omeem.

21. IIpouumaiime mekcm, ebibGepume 0OUH NpPAsU/IbHbIU 6APUAHIM OMeema u 3anuuiume
apzymeHmbl, 060CHO@blgaoujue 8bI60p omeema
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- Ilpu kakoi popme Bce onepanuu 1o 06padoTKe JOKYMEHTOB COCPeA0TOYNBAIOTCS
B €/IMHOM LIeHTpe - KaHI[e/IAPHH, 0011[eM 0T/e/Ie UIH Y ceKpeTaps?
A) LeHTpan“30BaHHOM (pOpMe OpraHM3aliiu [1eJI0NPOU3BO/CTBA.
b) menjeHTpanM30BaHHOU (hopMe OpraHu3aliy /1e/I0NIPOM3BO/ICTBA.
B) cmenianHo# hopMe opraHu3aliyy /1e/10NPOM3BO/CTBA.
I') Bce OTBeThI BepHBI.
Ortser.
Ob6ocHoBaHMe.

22. I[Ipouumaiime mekcm, eébiGepume 0OUH NPABU/IbHBIL 6APUAHM 0MEema Npasu/abHbIll
omeem u 3anuwiume apzymeHmbl, 000CHO8bl8alouwjue 8bIOOP omeema
YTo AB/IAETCA OCHOBHOM LIe/1bI0 CIyX0b1 JOY?
A) ocyijecTBUTb B TIOJIHOM Mepe BCe [IelCTBUS 110 MaTepHUa/ibHO-TeXHUUEeCKOMY
obecrieueHHI0 /1esiITe/TbHOCTH OpTraHU3alivy.
B) ocyljecTBUTE B MOMHOM Mepe BCe AeHCTBHUS M0 JOKYMEHTAI[MOHHOMY OOecTieueHHIo
JlesiTeTIbHOCTU OpraHu3alvu.
B) ocyiiiectBuTh B TIOJHOW Mepe BCe AeMCTBUS MO HWHGOPMALMOHHOMY 0OO0ecTieueHHIo
JlesiTe/TIbHOCTU OpraHu3alvu.
') Bce OTBeThI BEPHBHI.
Ortser.
Ob6ocHoBaHMe.

23. IIpouumatiime mekcm, eblbepume 0OUH NpasuU/bHbILU 6APUAHI OMeema u 3anuwiume
apzymeHmbl, 000CcHO8bI8alowjue ebl0Op omeema
K TexHosornueckoi ¢pyHkuu cayx0n1 IOY ciiegyeT oTHeCTH:
A) perucTparyio BXO/SIINX, UCXOASAIINX U BHYTPEHHUX JOKYMEHTOB.
B) opranu3anyiio COBpeMeHHOT'0 PaCCMOTPEHUST JOKYMEHTOB PYKOBO/ICTBOM OpraHU3aLvu.
B) KOHTpOJIb 3a CPOKaMU HUCTIOSTHEHUST IOKYMEHTOB.
I') poBefieHMe SKCIIepTU3bl HAYYHOM 1 MPAKTUYeCKOU [IeHHOCTH JOKYMEHTOB.
OtsBer.
ObocHoBaHMe.

24. IIpouumaiime meKkcm, ebibepume 00UH NPaeu/IbHbIL eapuaHm omeema u 3anuuiume
apzymeHmbl, 000CHO8bI8aOUWjUe 8b100p omeema
Korpa perucrpupyrorcs co3fjaBaeMblie JOKYMEHTbI?
A) B IeHb TTOCTYTI/IEHUS.
B) B /1eHb MOAMMCAHNS WIH YTBEP)KAEHUSI.
B) Ha spyroti pabouwii ZieHb TIOC/Ie TIOITMCAHUS UTH YTBEPKIEHUS.
') Bce OTBeTHI BEPHBI.
OtBer.
Ob6ocHoBaHMe.

25. ITpouumaiime mekcm, ébibepume 6ce npaeusibHble 8apUAHMbL OMeema u 3anuwiume
apzymeHmbl, 000CHO8bI8aIOWjLIe 8bIOOP 0Meenos
Kakue [JOKYMEHTONMOTOKH BBIJIe/IAIOT N0 OTHOLIEHHI0 K YIPAB/JIEHYECKOMY O0BEKTY
BbIie/ISIIOT? Boi0epuTe TPH BepHBIX OTBeTa.

A) BHYTpeHHUM JOKYMEHTOMOTOK.

b) ropusoHTanbHbIN JOKYMEHTOIIOTOK.

B) Bxopasiuii JOKyMeHTOMOTOK.

') BepTUKa/IbHBIN JOKYMEHTOIOTOK.

1) ncxopsAmmii JOKyMeHTONOTOK.
Ortser.
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O6bocHOBaHMe.

26. IIpouumaiime mekcm, eépiGepume ece npasusibHble édpuadHmMbl Omeema u 3anuwiume
apzymeHmbl, 000CHO8bI8aIOWjLIe 8bIOOP 0MEenos
Kakue perucrpanuosnsie ¢popmbl Hcnioib3yoTcs B [JOY? BeiGepuTe TPH BepHBIX 0TBETA.
A) )XypHa/bHasl.
b) kapTouHas.
B) anbbomHast
') 6/10KHOTHas.
1) aBTOMaTU3UpOBaHHas! 3/IeKTPOHHAS.
OtBer.
ObocHoBaHHe.

27. IIpouumaiime mekcm, eépiGepume ece npasus/ibHble édpuAHMbl OMmeema U 3anuwiume
apzymeHmbl, 000CHO8bI8aOUWjUe 8bI00p 0Meemos
K Texnonorusm IOY otHocaTca? (BbidepuTe ABa BEPHBIX 0TBETA).

A) TexHo/IOTMU 00pabOTKH [JOKYMEHTHOM MH(MDOPMAIIMY U HAKOTUIEHUS JOKYMEHTOB.

b) TexHonoruy 06pabOTKM MOCTYTAIIMX U OTIPAB/IsieMbIX JJOKYMEHTOB.

B) TexHOMOTHS CO3/]aHKST TaOTMUHOTO JOKYMEHTa.

') TexHOMOTMY BBE/IEHUS JOKYMEHTOB B MHPOPMAaLIMOHHYO 0a3y JaHHBIX OpraHU3al[|d.
OtsBer.
Ob6ocHoBaHMe.

28. IIpouumatime mekcm, eblbepume 6ce npaeujibHble 8APUAHMbI OMeema U 3anuwiuine
apzymeHmbl, 000CHO8bI8aIOWjLe 8bIOOP 0Meenos
Kakue JOKyMeHTBHI YTBepKJAKWTCS PYKOBojuTe/eM opraHu3apuu? (BeiOepure aBa
BepPHBIX 0TBETA).

A) npukasel

B) 10/DKHOCTHBIE UHCTPYKLIUA

B) Mo/0>KeHust 0 CTPYKTYPHBIX MO/Ipa3zie/ieHusIx

I') cny>xebHBIe TUCHEMA.

29. IIpouumatime mekcm u ycmaHogume coomeemcmeue.

YcraHoBuTe cooTBeTcTBHE MeXAy ¢opmavu opraHu3anuu padotrbl cayxobl JOY u
MOSICHEeHUSAMM K HUM.

K kax/0¥ To3WIMY, JaHHOM B JIeBOM CTOJIOLe, TTO/i0eprTe COOTBETCTBYIOLIYIO TIO3ULIMIO U3
MIpPaBoro CToJOLA.

NcTounnk uadopmanuu Ha3nauenue

A | LeHTpanu3oBaHHast dopma | 1 | co3manue COOCTBEHHOM
opraHusanuu paboTel Cayx6er [JOY JIeJIOTIPOU3BO/ICTBEHHOM ~ CITy)KObI B
Tipe/irosiaraet KaX/]OM CTPYKTYPHOM IO/Ipa3/ie/leHun

OJIHOW OpraHu3allvu.

b | [euieHTpasu30BaHHast dopma | 2 | BBITIOJIHEHHE BCEX TEXHOJOTHUYECKUX
opraHusanuu paboTel Cayx6er JOY orepaluii Mo paboTe C JOKyMeHTaMHu
Tipe/irosiaraet OJJHUM CTeL[UaTM3UPOBaHHBIM

CTPYKTYPHBIM  TIOZIpa3[e/ieHeM  WIH
CEeKpeTapeM.

B | CmemianHass ~ ¢dopma  opraHu3aiyu | 3 | BBITOJHEHHe YyacTH oreparui

paboTel ciy>x6b1 [IOY mpeamnonaraet LIEHTPAJIbHOM cty>K00M
JIeJIOTIPOM3BO/ICTBA, ¥ YaCTH OMeparyi -
B CTPYKTYPHBIX MO/IPA3/[e/IeHUSIX.
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3anuwiume ebi6paHHble Yyudpbl N00 coomeemcmeyoWuUMU OyKeamu:

A b B

30. IIpouumatime mekcm u ycmaHogume noc/a1e008ame/aabHOCH1b.
YcraHoBuTe NpaBU/IbHYIO 110C/1€/0BaTe/IbHOCTD AeliCTBHI MPHU Nepejayl JOKYMEHTOB B
apXxuB.
A) IMoaroToBka 1 oopmsieHue.
b) Okcneptu3a u 0TOOp JOKYMEHTOB.
B) [Nepesaua B apxuB.
I') CocraBnieHue onucen.
3anuwume coomeemcmayoujyio nocs1edoeameibHOCMb OYK6 C/1e6a HANPABO:

31. JonoaHume ¢ppasy: « — 9T0 uKcalus GakTa co3/jaHus UK TOCTYTIeHUS
JIOKYMeHTa Ty TeM TPOCTaB/IeHUs Ha HeM JIaThl U PerMCTPALIMOHHOTO WH/EKCa C MOC/IeIyIOIUM
BHeCeHWeM HeoOXOJUMBIX CBe/IEHUH O IOKYMEHTe B PErUCTPAIIMOHHYI0 0a3y aHHBIX»

32. /lonoaHume ¢pa3sy: « - 9TO [BWXEHHEe [IOKYMEHTOB B OpraHM3aLi C
MOMEHTA UX CO3/IaHUsI WIH MOIYYeHUs1 0 3aBepIleHUsi UCTIOJIHeHUs WK OTTIPaBJIeHUs»
- 33. JlonoaHume ¢ppa3sy: « — 3TO COBOKYITHOCTb /IOKYMEHTOB, OTHOCALLIUXCS K

0/THOMY BOTIPOCY WJTH YYACTKY J1eTeJTbHOCTH, TTIOMEIIeHHBIX B OT/IE/IbHYH0 00JI0XKKY»

34. JlonoaHume ¢pa3zy: «KOHTPOIb — 3TO COBOKYITHOCThH [I€HCTBUIA, 00eCcreurBaroIuX
CBOEBpPEMEeHHOe JIOKYMEHTOB»

- 35. [Jonoanume ¢pa3y: «CdhopMupOBaHHOe [e0 AO/DKHO Cofiep)KaTh He Oosee
muctoB» Omeem 3anuwiume 6 gude Yuc1a

36. IIpouumatiime mekcm u 3anuwiume pazeépHymsliii 000CHOBAHHBIL omeem.
- Yro siB/IsIeTCSI OCHOBHOM 11e/1bi0 Cy»K0b1 [JOY ?
Oma/oHHbIU omeem.

37. IIpouumatime mekcm u 3anuwiume pa3zeépHymbitli 000CHOBAHHbILU omeen.
- YTo Takoe HOMEHK/IaTypa /ien?
Oma/ioHHbIU omeem.

38. IIpouumatime mekcm u 3anuwiume pa3eépHymbiti 000CHOGAHHDIU omeem.

B KakKX MOC/Ie[0BaTe/IbHOCTSIX MOTYT paciio/iaraTbCsl JOKYMEHTBI B Jiefie C LIe/Ibi0 ObICTPOro
TOKCKa.

JmasioHHbIU omeen.

39. IIpouumatime mekcm u 3anuwiume pa3eépHymbili 000CHOGAHHDIU omeem.

- Ha kakue rpymnrisl fe/ISITCsl BXOSI[UE JOKYMEHThI Ha 3Tarle MpejBapuTe/IbHOr0
pPacCMOTpPeHUst IOKyMeHTOB B cy»kbe [JOY?

Jma/oHHbIl omeem.

40. IIpouumatime mekcm u 3anuwiume pa3eépHymbili 000CHOGAHHDIU omeem.
- Ha kaue rpynmnsl fies9TCsl JOKYMEHTBI IO CPOKaM XpaHeHUs! JOKYMeHThI?
JOmasioHHbIl omeem.

3. Kiiroum K O1leHUBaHHMI)
No BepHbIii oTBeT Kpurepun
3ajjaH
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nA

1 b 1 6asn — mosTHOE COBIAZIeHHe C BePHBIM
O6ocHoBanme: 00bekT [IOY — 3TO Kak | OTBETOM,;

OTJe/bHbIe JOKyMeHTbl, Tak W Bcs | 0 Oa/yioB — HeBepHBI OTBET WA ero
COBOKYITHOCTb [JOKYMeHTalu1 OTCYTCTBHUE.

2 b 1 6asn — MosTHOE COBITAZIeHHe C BEPHBIM
O0ocHoBaHMe: BHINIMCKA -  KOIHS | OTBETOM;

YacTH JI0KyMeHTa, KoTopasi cofepxut | 0 0a/uioB — HeBepHBIM OTBET WM €ro
BOCIIDOM3BeJleHUe TI0JIHOTO  TeKCTa | OTCYTCTBUE.
pelleHus 10 OIpe/ie/IeHHOMY BOIPOCY

3 r 1 6asin — mosiHOE COBMaZieHre C BePHbIM
O0OocHOBaHMe: KOTUsL JIOKyMeHTa - | OTBETOM,;
3TO JIOKYMEHT, MoHOCTRIO | 0 Ga/iioB — HEBEPHBI OTBET WU €ro
BOCITPOU3BOJSAIIII vH(bOpMaLMIO | OTCYTCTBHE.

MOJ/IMHHOTO [JOKyMeHTa W BCe €ro
BHeIlIHKe NTPU3HAKU

4 A 1 6an1 — mosiHOe coBMajieHre C BepHbIM

O0OocHOBaHHe: TIO YPOBHIO | OTBETOM;
000011eHss MHGOpPMaIK A0KyMeHThI | 0 0a/yIoB — HEBEpHBI OTBET WA €ro
JlefiT Ha T[epBUYHbIe [JOKYMEHTHI, | OTCYTCTBHe.
KOTOpble  SIB/IIOTCSL  W3JI0’KEHHWEM
pe3y/abTaTOB V3yueHUs, ucce-
JoBaHMs, pa3paboTok W T.JA. U
BTOPWUYHbIE  JOKYMEHTBI, KOTOpbIe
SIB/IAIOTCSL  pe3yJ/IbTaTOM aHa/JIUTHUKO-
CUHTETUYECKOUW rmepepaboTKH OJHOTO
W HECKOJIbKUX TepBUYHBIX
JOKYMEHTOB

5 AT 1 6an1 — osIHOe CoBMajieHre C BepHbIM
O0OocHoBaHMe: B 3aBUCMMOCTU  OT | OTBETOM (BbIOpaHbI BCe TPH BEPHBIX
pacronoXeHus DEKBU3UTOB | BApMaHTa M HU OJHOrO JIMIIHEro);
yCTaHaBlMBaeTcss  fABa  BapuaHTta | 0 0Oa/uIOB — HEBEPHBIM OTBET WM €ro
6/1aHKOB - YTJIOBOM Y TIPO/I0J/IbHBIN OTCYTCTBHUE.

6 AB, T 1 6am1 — TosTHOE COBMa/ieHNe C BEPHBIM
O0OocHoBanme: B coctaB rmipukasa | oTBeToM  (BbIOpaHbl 00a  BepHBIX
BXOZAT JlaTa JIOKYMeHTa, | BapMaHTa W HU OZHOIO JIMILHEro);
HavMeHOBaHUe opranusaiuy, | 0 6a/yioB — HeBepHBIM OTBET WM ero
TIO/ITTHCK. OTCYTCTBHUE.

7 A,Bb,B 1 6asn — mosTHOE COBIAZIeHHe C BePHBIM
OGocHoBaHue: pekBU3NT «CchUIKAa Ha | OTBeTOM  (BbIOpaHbl 00a  BepHBIX
pPEervMCTpalMOHHBIA  HOMep U [JjaTy | BapMaHTa M HM OJHOrO JIMIIHEro);
JOKyMeHTa» He wucnonb3yercsi B |0 0OanioB — HeBepHbIM OTBET WM €ro
MYCbMax - npockbax, | 0TCyTCTBUE.

COTIPOBOJUTENIbHBIX MMCbMax u
VMH(bOpPMaLMOHHbIX MACbMaX.
8 b,B 1 6ann — rosiHOE COBMa/ieHre C BEPHBIM

O0OocHoBaHMe: TPU(  yTBeP)KAEHUs

oTBeTOM  (BbiOpaHbl 00a  BepHBIX
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CTaBUTCA B  yCTaBe
pacCrircCaHuM.

u

IIITATHOM

BapyaHTa W HU OJHOTO JIMIITHETO);
0 GanioB — HeBepHBbIM OTBET WM ero
OTCYTCTBHE.

A-2,B-3, B-1

1 6an1 — osiHOE CoBMajieHre C BepHbIM
OTBETOM;

0 GanioB — HeBepHBbIM OTBET WM €ro
OTCYTCTBUE.

10

B, T,b5 A

1 6am1 — TosTHOE CoBMajieHre C BepHbIM
OTBETOM;

0 GanioB — HeBepHBbIM OTBET WM €ro
OTCYTCTBUE.

11

ITeuatn

3 6aia — MOJIHBIM MPaBU/IbHBIA OTBET Ha
3aJjaHue;

1 6amn - ecnu fgomylleHa OfiHA
OIIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIN, HO He [IOJTHBI;
0 6an0B — ecu JoMyIeHo 6oJiee 0HOH
OLIMOKY / OTBET HelpaBU/bHBIN / OTBET
OTCYTCTBYET.

12

JOKyMeHT

3 6Gasiia — MOJTHBIN TTPABU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
OIIMOKa/HETOYHOCTh 15017 oTBeT
TMPaBU/IbHBIN, HO He TIOJTHBI;
0 6a/I0B — eCyv foMyILeHo Oosiee 0JHOM
OLIMOKY / OTBET HETNPaBU/IbHBIN / OTBET
OTCYTCTBYET.

13

BbIITUCKA

3 6Gasiia — MOJTHBIN MTPAaBU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
olIMOKa/HeTOYHOCTh 15017 OTBeT
TPaBU/IbHBIN, HO He TIOJTHBII;
0 6a10B — ecu omylijeHo H6osiee offHOM
OIIMOKY / OTBET HETPaBU/IbHBIN / OTBET
OTCYTCTBYET.

14

pacimu¢poBKa NONNCH

3 6as1a — MOJTHBIN MMPaBU/IbHBIN OTBET Ha
3a/laHue;

1 6anmnm — ecnw fomylleHa OfiHA
ol1MOKa/HeTOYHOCTh 1011 OTBeT
TPaBU/IbHBIN, HO He TTOJIHBIM;
0 6as10B — ecu omylijeHo 6oiee offHOM
OIIMOKY / OTBET HeNpaBU/IbHBIN / OTBET
OTCYTCTBYET.

15

10

3 6as1a — MOJTHBIN MPaBU/IbHBIN OTBET Ha
3a/laHMeE,;

1 6amn — ecnd fomylleHa OfiHA
OIIMOKa/HETOUHOCTh W OTBeT
TPaBU/IbHBIM, HO He IT0JIHBIM;
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0 6ansoB — ecu JomyieHo 6oJiee 0HON
OIIMOKY / OTBET HETPaBU/IbHBIN / OTBET
OTCYTCTBYET.

16

PekBusut COCTOMUT u3
perucTpaLOHHOIO HOMepa W [JaThbl
BXO/SIIIEr0 JOKYMeHTa, Ha KOTOPbIU
JlaeTcst OTBET

3 6aria — MOJIHBIM PaBU/IbHBIA OTBET Ha
3a/laHue;

1 6amm - ecmd gomyireHa
oIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIN, HO He [IOJTHBI;
0 6an1oB — ecu JoMyIeHo 6oJiee 0HOH
OLIIMOKY / OTBET HerpaBU/IbHBIN / OTBET
OTCYTCTBYET.

oJlHa

17

PekBU3UT o03HauaeT O MOCTaHOBKe
HAOKYMEHTa Ha KOHTPOJIb

3 6aia — MoJIHBIM PaBU/ILHBIA OTBET Ha
3a/laHue;

1 6amn - ecmu fomylleHa
OIIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIMN, HO He [IOJTHBI;
0 6ansoB — ecu JoMyIeHo 6oJiee 0HOH
OLIMOKY / OTBET HelpaBU/IbHBIN / OTBET
OTCYTCTBYET.

o/lHa

18

Tekct MpUKasa COCTOUT u3
KOHCTaTUpYyHoLen u
pacropsiIuTe/IbHOM uacTei

3 6aria — MOJIHBIM MPaBU/IbHBIA OTBET Ha
3a/laHue;

1 6amn - ecmu fomylleHa
OIIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIN, HO He [IOJTHBI;
0 6a/IoB — ecyv fOMyILEeHo Oosiee 0JHOM
OLIMOKY / OTBET HerpaBU/bHBIN / OTBET
OTCYTCTBYET.

o/lHa

19

Oco6eHHOCTBIO WH(POPMaLIMOHHO-
CTIPaBOYHBIX JOKYMEHTOB SIBJISIETCSI TO,
YTO OHU WYT CHU3Y BBEPX 110 CUCTEME
yTipaBJieHust

3 6Gasiia — 1OJTHBIN TTPABU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
OIIMOKa/HETOYHOCTh 15017 oTBeT
TMPaBU/IbHBIN, HO He TIOJTHBI;
0 6a10B — eciu omylijeHo 6osiee ofHOM
OLIMOKY / OTBET HETNPaBUJ/IbHBIN / OTBET
OTCYTCTBYET.

20

B cmykeGHOM TmHCbMe YKa3bIBalOT
(hamu/uio U Teste()OH UCTIOJTHUTEJIS [J1S1
OT1epaTHMBHOMW CBSI3U C UCIIOJIHUTE/IEM

3 6Gasiia — MOJTHBIN MTPAaBU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
olIMOKa/HeTOYHOCTh 15017 OTBeT
TPaBU/IbHBIN, HO He TIOJTHBII;
0 6as10B — ecu omylijeHo H6oiee offHOM
OIIMOKY / OTBET HETPaBU/IbHBIN / OTBET
OTCYTCTBYET.

21

A

O0ocHoBaHMe: MpH
LIeHTPaIM30BaHHOM tdhopme BCE
oreparyy 1o o00paboTKe JOKYMEHTOB
COCPeI0TOUMBAIOTCSI B €JMHOM IIeHTpe

1 6as1 — TMoJIHOe COBMA/ieHUe C BEPHBIM
OTBETOM;

0 GanoB — HeBepHbIM OTBET WM €ro
OTCYTCTBHE.
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- KaHLe/spuy, o0IeM OTjene W y

cekpeTapsi

22 |Bb 1 6ann — rosiHOE COBMa/ieHre C BEPHBIM
O0ocHOBaHMe: OCHOBHas Le/b | OTBETOM;
cnyk6et [IOY  — ocymectButh B | 0 6a/uioB — HeBepHbIA OTBET WA €ro
TOJIHOM Mepe BCe [IEMCTBUSI TIO | OTCYTCTBUE.

JNOKYMEHTaI[MOHHOMY  00ecIieueHHIo
JesiTe/IbHOCTU OpraHu3aLvu.

23 | A 1 6ann — nosiHOE COBMa/ieHre C BEPHBIM
O0ocHOBaHMe: perucTpaLus OTBETOM;

BXOZSIINX, UCXOASIINX U BHYTpeHHUX | 0 OasjioB — HeBepHbIM OTBET WM €ro
JIOKYMEHTOB OTHOCUTCS K | OTCyTCTBUeE.
TeXHOJIOTUUeCKUM (PYHKLIUSIM

24 b 1 6ann — mosTHOEe COBIAJIeHHe C BEPHBIM
OGocHoBaHMe: peCruTpaLust OTBETOM,;

CO3/laBaeMbIX ZIOKyMeHTOB Jo/pkHa | 0 0anioB — HeBepHBI OTBET WM €ro
MPOMCXOJUTb B [leHb TIOJMMCaHUs | OTCYTCTBHE.
JIOKYMeHTa PYKOBOJIUTeIeM

25 |AB, 1 1 6asin — mosiHOE COBIMAZieHre C BePHbIM
O0OocHoBaHMe: 10  OTHOLIEHWIO K | OTBeTOM  (BbIOpaHbl 00a  BepHBIX
yTpaBieHYeCKOMY OOBEeKTY BbIJIe/ISIIOT | BapUaHTa YW HU OJHOTO JIMIIIHEro);
BHYTDeHHUM, BXOJAIIUHN, ucxomsammi | 0 0a/uloB — HEBEPHBIM OTBET WM €ro
JOKYMEHTOTOTOKH OTCYTCTBHUE.

26 |A,B, [ 1 6am1 — TosiHOE COBMajieHre C BEPHBIM
O6ocHoBanue: B /IOY ucronb3ytoTcsi | oTBeTOM (BbIOpaHbI BCe TPU BepHBIX
JKypHasbHasl, KapTouHasi Y | BApMAaHTa U HU OJHOr0 JIMIIIHEro);
aBTOMaTU3UpPOBaHHAasi  3/jeKkTpoHHasi | 0 GasyioB — HeBepHBbIM OTBET WM ero
(hopMbI perucTpaiuu. OTCYTCTBHE.

27 AB,T 1 6asn — mosiHOE COBIAZieHWe C BePHBIM
O6ocHoBanue: K texHonorusim JOY | otBetom  (BbiOpaHel 00a  BepHBIX
OTHOCAT  TeXHOJIOTUM  00OpabOoTKW | BapyaHTa W HU OJHOTO JIMIIIHEro);
JIOKYMEHTHOU vHopMaru u | 0 6a/UIOB — HEBEPHBIM OTBET WU €ro
HaKOIUIeHHUs IOKYMEHTOB, TEXHOJIOTUH | OTCYTCTBHE.
obpaboTku TOCTYTIAOIIX u
OTIIpaB/IsIEMbIX JIOKYMEHTOB,

TeXHOJIOTUM BBeJIeHUsI I0KyMEHTOB B
WHpOpPMalLMOHHYI0 ~ 06a3y  JaHHBIX
OpraHu3alyH.

28 | b,B 1 6asn — mosTHOE COBIAZIeHHe C BePHBIM
O0ocHoBaHHe: [[OJDKHOCTHBIE oTBeTOM  (BbIOpaHbl 00a  BepHBIX
VHCTPYKLMM U TIOJIO)KEHUSI O | BApMaHTa M HU OJHOrO JIMIIHEro);
CTPYKTYPHBIX noapa3zenenusx | 0 6a/ioB — HeBePHBIM OTBET WU €ro
YTBEPXKAAOTCS DYKOBOJUTEJIEM | OTCYTCTBHUE.

OpraHu3aLyH.
29 A-2, b-1, B-3 1 6asn — TosTHOE COBIIAJIeHHe C BEPHBIM

OTBETOM;
0 GanyiioB — HeBepHBbIM OTBET WM €ro
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OTCYTCTBHE.

30

b,A,I',B

1 6an1 — osiHOe coBMajieHre C BepHbIM
OTBETOM;

0 GanioB — HeBepHBbIM OTBET WM €ro
OTCYTCTBUE.
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Perucrpanus

3 6aia — TOJIHBIM NPaBU/IbHBIA OTBET Ha
3a/laHue;

1 6amn - ecmu fomyleHa
olIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIN, HO He [IOJTHBI;
0 6ansoB — ecu JoMyIeHo 6oJiee 0HOH
OLIMOKY / OTBET HelpaBU/IbHBIN / OTBET
OTCYTCTBYET.

o/lHa
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okymMeHT0000pOT

3 6aria — MOJIHBIM NPaBU/ILHBIA OTBET Ha
3a/jaHue;

1 6amn - ecnu pomylleHa OfiHA
OIIMOKa/HETOUHOCTh W OTBeT
TIpaBU/IbHBIN, HO He [IOJTHBI;
0 6anoB — ecu JoMyIeHo 6oJiee 0HOMH
OLIMOKY / OTBET HelpaBU/bHBIN / OTBET
OTCYTCTBYET.
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Heno

3 6Gasisia — 1OJTHBIN TTPABU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
OIIMOKa/HETOYHOCTh 15017 oTBeT
TMPaBU/IbHBIN, HO He TIOJTHBI;
0 6a//I0B — eCyv AoMyILeHo Oosiee 0JHOM
OLIMOKY / OTBET HETNPaBUJ/IbHBIN / OTBET
OTCYTCTBYET.
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HCII0O/IHEeHHue

3 6Gasiia — MOJTHBIN TTPaBU/IBHBIN OTBET Ha
3a/jaHue;

1 6amn - ecnu fgomylleHa OfiHA
olIMOKa/HeTOYHOCTh 15017 OTBeT
TPaBU/IbHBIN, HO He TIOJTHBII;
0 6as10B — ecu omylijeHo H6oiee offHOM
OIIMOKY / OTBET HETNPaBU/IbHBIN / OTBET
OTCYTCTBYET.
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250

3 6as1a — MOJTHBIN MMPaBU/IbHBIN OTBET Ha
3a/laHue;

1 6anmnm — ecnw fomylleHa OfiHA
ol1MOKa/HeTOYHOCTh 1011 OTBET
TPaBU/IbHBIN, HO He ITOJIHBIM;
0 6as10B — ecu omylieHo 6oiee ofHOM
OIIMOKY / OTBET HeNpaBU/IbHBIN / OTBET
OTCYTCTBYET.
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OcHoBHOW 1enbpt0  cayxber  JJOY
ABJISIETCSI  OCYIIIECTB/IEHWE B TIOJIHOM
Mepe BCeX/1eHMCTBUM 1o

3 6as1a — MOJTHBIN MPaBU/IbHBIN OTBET Ha
3a/laHue;

1 6Gamn — ecnd  fomylieHa  ofiHa
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JNOKYMEHTAI[MOHHOMY  00ecIieueHHI0
JieATeIbHOCTY OPraHU3aL[|UN

OlIMOKa/HETOUHOCTh W OTBET
TpaBU/IbHBIN, HO He [IOJTHBI;
0 6ansoB — ecu JomyieHo 6oJiee 0HOMH
OLIIMOKY / OTBET HelpaBU/IbHBIN / OTBET
OTCYTCTBYET.

37 | Homenknarypa Jen — 370 | 3 6Gasisa — roJIHBIM MPaBUILHBIN OTBET Ha
K/1acCU(UKALIMOHHBIA  CIpPaBOYHUK, | 3a/laHUe;
obsi3aTesibHBIA [jii CcOCTaBieHuss Bo | 1 Gamn — ecid  jomyijeHa OffHa
BCEX IOCy/IJapCTBEHHBIX OPraHU3aIUsX, | OITMOKa/HETOUHOCTh W OTBeT
KOTOPbIN COJIeP>XKUT TIO/THbIN TlepeueHb | MPaBU/IbHbIMI, HO He TIOJTHBIN;
JieJ1, 3aBO/IUMbBIM BCEMH CTPYKTYpHbIMU | 0 6asioB — ecyu fomyiieHo 6oJiee ofHOH
noJpasfie/ieHusiMM,  C  yKa3aHWeM | OLIMOKY / OTBET HempaBU/IbHBIN / OTBET
CPOKOB XpaHeHHUsi, OGOpM/IEHHbIH B | OTCYTCTBYeT.
YCTaHOBJIEHHOM TOpsiiKe
38 C menpio ObICTporo moucka B fese | 3 Gasiia — MMOJIHBINA TPABUIBHBINA OTBET Ha
JOKYMEHTbl MOTYT pacroJsiaratbCs B | 3a/laHUe;
XPOHOJIOTUYECKOU 1 6amn - ecnu jgomylleHa OfiHA
ToC/Ie/JOBaTeIbHOCTA, B TOpsJKe | OlIMOKa/HeTOYHOCTh W oTBeT
andaBuTa, 10 HOMepam TIPaBWIbHBIM, HO  He  TIO/HbIN;
0 6a/10B — ecM IoMy1eHO 6osiee OfHOM
OIIMOKY / OTBET HENPaBU/IbHBIN / OTBET
OTCYTCTBYET.
39 - Bxogsime 10KyMeHThI Ha 3 6aria — MoJIHBIN NPaBU/ILHBINA OTBET Ha
JTarie rpe/iBapyUTeLHOT0 3aJjaHue;
pPacCMOTpeHUs IOKYMEHTOB B cIy>kbe | 1 Oan  — ecid  [jomyileHa OfHa
HOY penarcs Ha JOKYMeHTBI [/151 OlIMOKa/HETOUHOCTh WA OTBeT
00s13aTe/IbHOT0 PACCMOTPEHHST TIPABWIbHBIM, HO  He  TIO/HbIN;
PYKOBO/ICTBOM U He TpeOytoIue 0 6anoB — ecu JomyieHo 6osiee oHOM
PEe30JIIOLIUU PYKOBOZICTBA U OIIMOKY / OTBET HEMNPaBU/IbHBIN / OTBET
HaripaBJisieMble Cpa3y B CTPYKTYPHbIe | OTCYTCTBYeT.
Tio/Ipa3ziesieHusi UCTIOTHUTEISIM
40 - ITo CpOKaMm xpaHeHus1 | 3 6asisia — MOHbIM MTPABWIbLHBIN OTBET Ha

JIOKYMEHTBI [eJIATCS Ha JOKYMEHTHhI CO
CPOKOM  xpaHeHus fngo 10  ner,
JOKYMEHTbI CO CPOKOM XpaHeHUs
cBbilie 10 s1eT, [OKYMEHTbl C
TOCTOSTHHBIM CPOKOM XPaHeHMs.

3a/laHue;

1 6amn - ecid JomyljeHa OfHA
OLIMOKa/HETOUHOCTh Wi OTBeT
TMpaBU/IbHBIN, HO He ITOJIHBIM;

0 6anoB — ecu fomyieHo 6osiee 0HOM
OIIMOKY / OTBET HEMNpPaBU/IbHBIN / OTBET
OTCYTCTBYET.
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Ilpakmuueckass paboma Ne 1. OdopmieHre OpraHU3alMOHHO-PACTIOPSIAUTETHHOM
JIOKyMeHTaL[1H.
Llesib paboTel: ocBouth opopmenre OP/]
OcHalrjeHue 3aHATUS
1. TekcTsl 3aiaHUIA.
2. OO6pa3Libl JOKYMEHTOB.
3. Tetpajp AJisi MpaKTHUeCKHUX pabor.
3aganue 1

Ncnosnb3ys 3aganuve 1 cocraButh npuka3d Ne 65k ot 05.03.20__ «O mipegocraBiieHUH
Y4YEeHNUYeCKOro OTIIyCKa» Jj1d Kaccupa 3aBoga M.IT. MBanosou ¢ 06.03.20__r. no 18.03.20__r.
MPOJO/DKUTEIbHOCTEI0 13 KaneHJapHbIX JHel Ha OCHOBAaHWU CHpaBKHU-BbI3oBa Ne 5655 oT
01.03.20__r. nmmuHoro 3assneHus kaccupa M.II. MiBaHoBOM.

[TpocTaBuThL BU3y COr/lacOBaHUsI Haua/bHUKA oTAena KajgpoB O.A. CepreeBoii U OTMETKY
00 o3HaKoMsIeHUH C TipruKa3oM M.I1.VIBaHOBO.

Tpraoseane 1

OBPAIEL MPHKAIA IO THYHOMY COCTABY

QA wllyas
IIPHEAS
10.03.2000 Na68

O mprene Ha padoTy

ITFHEASBIBAID:

[pesare C.M. Passmiery Ha J0THHOCTE ITAEHOI0 OVXraTTepa mexa Nel ¢
03032009 c oxragom 10000 (mecare ThIcAw) pydIeH B MecA COLIACHO

SAETHYEHHOMY TPVAOE0MY KOHTPaKTY.

Ocrosamne: TpyaoecisonTparT N2 20 0T 03.03.2009

T eHepalsHER JHPEETOD 0.B.Cunopos
3aMecTHTETs JHPLETOpa 0 Eagpan CM.Tlasmosa
HOpucrosCyIBT C K. Hraatees
C mprrasoM osgaroxTena 10.03.2000 C M. Paszrreea

3aganue 2. CoCTaBUThH INpHKAa3 0 OCHOBHOM [eATebHOCTH.

B HayuHO-nIpoM3BOACTBEHHOrO 00BeHeHue «Arporipubop» TIOCTYTIUIIO
Pacriopspkenrie  Mwununctpa ot 28.02.2018 Ne 115 «O6 ycuneHMu OXpaHbl B T€PHO[,
Mpa3fHUYHBIX [JHEN».

B cBsi3u ¢ atum gupektop HITO «Arponpubop» (r. Mocksa) l'ankuna M.JI. w3gan nprkas
Ne 245 ot 06.03.2018 .

B pacriopsiauTeTbHOM YacTH MpHKa3sa [JO/DKHBI ObITh 3 MyHKTA:
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1. O6 opranusanuu yOoOpku TeppuTopur O00beAvHeHHs1 3aBeAyroouwM ckmagom O.H.

HukutHHBIM.

O mpoBepke COCTOSIHUSA 3/1eKTPONPOBOAKY 371eKTPpUKOM O.T.KaporosbiM.

3. KoHTposb 3a HCTMOMHeHWEM BO371araeTcss Ha TIJIaBHOTO WHKeHepa o0wbenuHeHus I1.P.
’Kaposa.

N

Kaxgpii nyHKT paccMmorpeTh Mo cxeMe «Komy?», «UYTo HyXHO caenatb?», «/lo
Kakoro cpoka?». Hampumep, 3aBepyromemy ckaagom O.H. HukuTHHY oOpraHusoBaTh
y6opKy Tepputopuu a0 07.03.2017 r.

[IpocTaBuTh BM3y I7IaBHOI'O UH)XXEHepa.

[TocTaBUTh OTMETKY 00 WCIIONHHUTese: TpHKa3 cocTaBmia cekperapb ComoBbeBa M.M.
tenedoH 302-34-56.

3aganue 3.
Odopmuts pacropsbkenre Ne 137 ot 10.01.20__ ryiaBHoro uH)xeHepa MOCKOBCKOTO

CTaHKOCTpouTe/ibHOro 3aBoga «Texmau» [I.M. CosHueBa «O HasHaueHMM  OTBeTCTBEHHbIX
3a BBIITYCK Ha JIMHUIO aBTOMOOW/IEH B TEXHUYECKU UCTIPABHOM COCTOSTHUW»
B pacriopsiiuTeibHOM YacTH MpHUKasa J0/DKHbI ObITh 3 TTYHKTA:
1) OrtBeTcTBeHHbIe 3a 0OecrieueHre UCIIPABHOTO TEXHUYECKOTO COCTOSTHUSI aBTOTPAHCIIOPTHBIX
cpeacTB paboTHWKU: BoguTesnb BosoauH K.E. 3a aBromobunbk Volkswagen Passat
Ne A 555 XE u Boguresns MakcumoB M.B. 3a aBTomo6ub Toyota Celica Ne X 002 HK.
2) OrtBeTcTBeHHble 3a IIpOBe/leHWe TIOJOBOTO TEeXHWUeCKOr0 OCMOTpa aBTOTPAaHCIIOpPTa
crieruanucT otzena obecnieuernss @umuH I1.71.
3) KonTposib 3a McmoHeHHeM pacIiopsbKeHUsT BO3/IOXKUTh Ha HaualbHUKA OT/ierna obecrieueHust
Myxomoposa Bb.I1.
CotpygnukoB Bosoguna K.E., MakcumoBa M.B., ®ununa I1.[]. Myxomoposa B.I1.
03HAKOMHUTH C pacoOpsyKeHUeM.

()ﬁpa U PACNOPHARCHNENR C NPOAVIEHBIM PACITIOTOARCHHEM
PCRKBHINTOB
Hamscnonanine npeupus s
PACIIOPAXEHHE
00.00,0000 Ne
Yéa
3ArOI0ROK K TCRCTY
¢ @Om WIN «0hn
Konctammpyiousas wacte
NPEJUIAT AIO (OBAZBIBAK )
1
4
3
PyKOBOINTE L NPCUIPHATHE
WM BOAPALICACH A Jhinan noonsics H.O.®anvmans
C [l.l;'ll\'l’l ACHNCM O MHAKOM.KCHM
Jloxxwocts Jlwwnas noonucs O Qavmana  Jlama
Noxxwocts Jwwwan nodmucs H.O.Qavmwana Hama
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3aganue 3.

CocTaBuTh CTYy)KeOHYIO 3amMCKy OT TeKylled JaThl, HaMMCAaHHYI HaYaJbHUKOM
ropuanveckoro K.H. KapumoBeiv, agpecoBanHyro gupekTtopy rnpegnpusatuss OAO "Cnaprak"
CemenoBy K.P. K.H. KapumoB coo0iiaeT, 0 TOM, UTO OTZe/1 He MOKeT BBITIONIHUTB B CPOK [0 1
HOsI0psi Tekyllero roja repeodopMiieHHe JOTOBOPOB COTPYJHUKOB TIPeATIPUSITHS B CBS3U C
TIpeKpailleHueM CpoKa JIeHCTBUS IULeH3UH Ha TlakeT riporpamMm MS Office, mo3atomy Heo6xomumo
TIPOJ/INTh JIULIEH3HI0 Ha 3TY IIPOrPaMMBbl.

[IpuokeHue: cMeTa pacxozoB U3 1 cTp. B 3 3K3.

HavmMeHoBaHMe CTPYKTYPHOIO HavmMeHoBaHMe 10/DKHOCTH ajpecara
roipas3/eieHust B ZlaTesibHOM Majiexxe ®amunus 1.0.

CIIY)XEBHAS{ 3AIINCKA
00.00.0000 Ne ...

MecTo u3gaHus

3aroJioBOK K TEKCTY, B IIPeJIOKHOM Tajiexe,
HauvHaetcs rpeggora O

MammHONUCHBIA TEeKCT JOK/IaJAHOW 3alMCKY TMeyaTaroT uepe3 1,5 WHTepBasa, C KpaCHOU
cTpok#. TeKCT 3aruCKu COCTOMT W3 [BYX YacTeli: B I€PBOM OIMUCHIBAETCS CIIOXKUBIIASICS
CUTyallysi, BO BTOPOW HW3/1arat0TCs MpeJIoXKeHUs, TTPOChOBI, [1e/1al0TCsI KOHKPETHBIE BBIBO/IBI.
Eciu cBemeHusi, IpUBOIMMbIe B JIOK/IA[HOM 3alyCKe, OTHOCSATCS K OTpejie/IeHHOW [aTe WU
OTpe3Ky BpeMeHH, TO 9TO BpeMsl BKJ/IIOUaeTCsl B 3ar0JI0BOK. (Hanpumep, B ces3u ¢ uameHeHuem
npou3go0CmeeHHbIX MOWHOCMell Ho8020 060pydosaHus 8 nomewjeHuu Ne ____. npouly Hanpagumb
cneyuanucma 045 0ad/nbHelile20 yCmpaHeHusi Heno/adaook.)

OdopMISITOT NPUIO)KEeHHe, eC/Ii OHO eCTb, TI0C/Ie TEeKCTa.
[Ipunoxenue: 1. Ha3BaHMe OKyMeHTa Ha ... JI. B ... 3K3.
2. Ha3BaHue JOKyMeHTa Ha ... JI. B ... 9K3.

HavmeHoBaHUe 10/KHOCTH JTHLIA, TIOATTACH N.0.Pamunus
MO/MNUCABLIETO JOKYMEHT

3. Cucrema oneHuBanusa KomiviekTa @OC TeKyIiero KOHTpoJisi v
NMPOMEe)XyTOUYHOU aTTecTalui
[Ipu ouleHMBaHUM 1abOPATOPHOM, MPAaKTUUECKOM M CaMOCTOsITe/IbHOM paboThl 00yuarorierocs
YUMTBIBaeTCS Cefyrolee:
- Kauecmeo 8bINOAHEHUs Npakmuyeckoll yacmu pabomal;
- Kauecmeo oopmieHus omuema no pabome;
- KaUecmeo yCMHbIX OMEemos8 Ha KOHMPOsIbHble 8ONPOCHI NpU 3awjume pabomalt.
[Tpy oLleHMBaHWY OTBETA Ha BOIIPOCH] 3aUeTa YUMTHIBAETCS Clleflytolliee:
- KQuecmeo yCmHbIX 0Meemos Ha 80NpoChl.
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Kpurtepuu onieHMBaHUA MPAKTHYECKHUX PadoT:

OtieHka «5» (OT/IMYHO) — 3a TTyOOKOe U TI0JTHOe OBJa/ileHHe cojiep)KaHreM yueOHOro MaTepHaria,
B KOTOPOM OOyYaroIuiicss CBOOOJHO M YBEPEHHO OPHUEHTHUPYETCS; 3a yMeHHe IPaKTHUeCK!
TIPUMEHSITh TeopeTHyYeCcKHe 3HaHUs, BbICKa3bIBaTh U1 0O0CHOBBIBATh CBOU CyAeHusi. OLjeHKa «5»
(oTMYHO) TIpe/irio/iaraeT rpaMOTHOE U JIOTUYHOE U3/I0)KeHHe OTBeTa.

OueHka «4» (xopollo) — ecnd OOyuyaroIIMNCS TIOHO OCBOW/ y4eOHBIN Marepuarn, Brajjeer
HayUHO-TIOHSITUMHBIM ~ arrapaToM, OPUEHTHUPYeTCs B U3yueHHOM MaTepuase, OCO3HAaHHO
NpUMeHsieT TeopeTHYeCcKUe 3HaHWs Ha MpaKTHKe, FPaMOTHO M3/laraeT OTBET, HO COZepKaHue U
dbopMa oTBeTa UMEIOT OT/e/IbHbie HETOUHOCTH.

OtieHKa «3» (y/I0B/IeETBOPUTEHHO) — eC/id 00yyJaroluiics oOHapyKMBaeT 3HaHWe U TTIOHMMaHHe
OCHOBHBIX TOJIOKEHUM yueOHOTr0 MaTepHasa, HO M3/1araeT ero HernoJiHO, Heroc/e/0BaTe/bHo,
JIOTTyCKaeT HETOYHOCTU B TPUMEHEHHWH TeOpeTUUYeCKHMX 3HaHWW TpU OTBeTe Ha IPaKTUKO-
OpPHEeHTHUPOBaHHbIE BOMIPOCHI; HE YMeeT Jl0Ka3aTe/lbHO 000CHOBATh COOCTBEHHBIE CYXK/IE€HHUS.
OueHka «2» (HeYy[OB/IETBOPUTENbHO) — eCId O0ydYaroluiics uMeeT pa3pO3HEHHbIe,
OeccucteMHbIe 3HAHWS, JOMYyCKAeT OIIMOKU B orpefie/ieHHH 0a30BbIX MOHSATUM, UCKa)KaeT UX
CMBIC/T; He MOXKeT NTPAKTUUeCKU NTPUMEHSITh TeOpeTUYeCcKre 3HaHUS.

Tecm oyeHusaemcss no namubaaibHOU wKase caedyrowum obpazom: CMOUMOCMb KAXCO020
gonpoca — 1 6ann. 3a npasuibHbIli omeem obyuarowjutics nosyuaem 1 6ann. 3a HegepHbili omgem
unu e2o omcymcmaue 6a/11bl He HaAUUCASIOMCS.

OuyeHka «5» coomeemcmagyem 86% — 100% npasuibHblx OmMeemos.

Ouyenka «4» coomeemcmayem 73% — 85% npasuibHblx 0OmMeemos.

OuyeHka «3» coomeemcmgyem 53% — 72% npaeu/sibHblx 0mMeemos.

Oyenka «2» coomeemcmayem 0% — 52% npasu/nbHbIX 0Meemos.
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