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1.IlepeyeHb KOMIIETEHIIUIT W JIMYHOCTHBIX Pe3yJIbTATOB ¢ YKA3aHUEM 3TANOB UX
(opmupoBanus B npouecce ocBoeHusi 00pa3oBaTeIbLHOI MPOrPaMMbl, ONIMCAHHE
NnoKa3areJ/ieii M KpUTepueB OLleHUBAHUS KOMIIEeTEHIU

Kypc | Cemectp HaumeHoBaHue Pe3yabTaThl 00y4YeHUs OueHo4HbIe
JUCIUNINHBI cpeacTBa
1 2 3 4 5
1 1 JIOKyMEHTaIlMOHHOE JIOJKCH MMeTh MPaKTHYeCKUi
ONBIT:
2 3 o0ecrieueHue
oopMIICHHS OpraHU3aIMOHHO-
yIpaBICHUS

(ma 0aze cpemHEro
o0IIero U OCHOBHOTO
ob1ero oOpa3oBaHus)

pacropsAUTEIbHBIX JIOKYMEHTOB B
COOTBETCTBUU C JICUCTBYIOIIUM
I'OCTowm;

OCYIIIECTBIICHHSI 00paboTKH
BXOOAIIUX, BHYTPCHHHUX u
HUCXOOAIINUX JOKYMCHTOB, KOHTPOJIA
3a UX UCIIOJHCHUEM;

OQ)OpMHCHI/IH HAOKYMCHTOB JJIA
nepcaadyu B apXuB OpraHru3aliuiu,

BCJCHU yucTa BXOI[?IIHGﬁ n
UCXOIAIIEH KOPPECHOHJICHIIMM Ha
OCHOBE COBPEMEHHBIX O(]HCHBIX
KOMIIBIOTEPHBIX IIPOrPaMM.

00yyaromuiics 10JKEH yMeThb:

0hOopMIIATH OpraHU3aIMOHHO-
pacropsiAnTeIbHbIE JTOKYMEHTHI B
COOTBETCTBUM € JEHCTBYIOIINM
I'OCTowm;

OCYLIECTBIISATh 00paboTKy
BXOJISIIUX, BHYTPEHHUX U
UCXOJAUINX JTOKYMEHTOB, KOHTPOJIb
32 UX UCTIOJIHEHUEM;

0hOpMIIATH JIOKYMEHTBI TUIsSt
nepeayv B apXUB OpraHu3allni;

BECTH YUET BXOIALIECH U UCXOIALIECH
KOPPECIIOHJICHIIMM  Ha  OCHOBE
COBPEMEHHBIX o HCHBIX
KOMIIBIOTEPHBIX IPOrPAMM.




00y4JarOIIUiACs JOKEH 3HATD:

MOHATHE JOKYMEHTA, €r0 CBOMCTBA,
CIocoObI IOKYMEHTHPOBAHHSI;

npaBuIIa COCTaBJICHUS u
odopmiIeHUS OpraHU3aIOHHO-
paclopsiAUTENIbHBIX  JOKYMEHTOB

(OPJD);

CUCTEMY U THUIIOBYI) TEXHOJIOTHIO
JIOKYMEHTAI[MOHHOTO 00eCIeYeHHUS
ympasienus (JI0VY);

0COOEHHOCTHU JACJIOIIPONU3BOACTBA
10 O6paH_[eHI/I$IM rpaxxaaH u
IIPUHIMIIbI KOH(l)I/II[CHI_II/IaJ'IBHOl"O
ACJIOIPOMU3BOJACTBA,

NPUHIUIBL PabOThl COBPEMEHHBIX

0(HUCHBIX KOMITBIOTEPHBIX
porpamMm I BEACHHS JI€JIOBOU
MIEPEITUCKH.

Kon komnerenuunu, conepxanue KOMIeTeHIUH
OK 1. IloHumarp CyurHoOCTh U COUANIBHYIO 3HAYMMOCTb CBOEH OyayIeit mpodeccuu, mposBiIsITh

K HE yCTONYMBBIA UHTEpEC

npuodpectu NPaAKTHYECKUH | Y CTHBIN
ONbIT: odopmieHus | ompoc,
OpraHU3alMOHHO-

pacnopsIUTENbHBIX JOKYMEHTOB B pedepar
COOTBETCTBUM €  JEHCTBYIOIIUM

I'OCTowm;
JIOJKEH yMeTb: oQopMIIATH
OpTaHU3aIMOHHO-

pacClOpAIUTEIbHBIE TOKYMEHTHI B
COOTBETCTBUM € JEHCTBYIOIINUM

I'OCTowm;

JMOJI3KEH 3HATh: MTOHSTHE
JIOKYMEHTa, €r0 CBOHCTBA, CIIOCOOBI
JIOKYMEHTHPOBAHHS,

paBUIIa COCTaBJIEHUS u
odopMiIeHHS OpTraHU3aIOHHO-
pacToOpsIUTEIBHBIX  JOKYMEHTOB
(OPD)

OK 2. OpraHI/I3OBLIBaTB CBOIO CO6CTBCHHYIO ACATCIIBHOCTD, BBIGI/IpaTB THIIOBBIC MCETOJABI U
CITIOCOOBI BBIMOJTHEHUS HpO(I)CCCI/IOHaJIBHBIX 3aJa4, OOCHUBATh UX B(I)(I)GKTI/IBHOCTL 1 Ka4CCTBO.




IIpuoOpecTn  NMpakTUYECKUI
ONBIT obopmIIeHUS
OpraHU3aIMOHHO-
pacnopsiAUTEIbHBIX JOKYMEHTOB
B COOTBETCTBHH C JICHCTBYIOIIUM
I'OCTowm;

OCYILIECTBIJICHUS 00paboTku
BXOJSIIUX,  BHYTPEHHUX U
MCXOISALINX JOKYMEHTOB,

KOHTPOJIA 32 UX UCIIOJIHEHHEM;
00y4Jaronuics 10JDKEH yMeTh:

ohopMIIATh  OpPTaHU3AIMOHHO-
pacTopsANTEIbHBIC JIOKYMEHTHI
B COOTBETCTBHH C JICHCTBYIOIIHM
I'OCTowm;

OCYIIECTBIISATh 00paboTKy
BXOJSIINX,  BHYTPEHHUX U
MCXOISIIINX JTOKYMEHTOB,

KOHTPOJIb 3a UX UCIIOJIHCHUCM

3HaTh: IOHATHE JOKYMEHTa, €ro

CBOIICTBa, CIIOCOOBI
JIOKYMEHTHPOBAHUS;

npaBuia COCTaBIICHUS u
oopMIIeHHS OpTaHU3aIlMOHHO-
pacropsIUTeIbHBIX

nokymeHnToB (OP/]);

CUCTEMY " THTIOBYIO
TEXHOJIOTHIO
JIOKYMEHTAITHOHHOTO
obecrnieueHus yIpaBiIeHUs
(A0Y)

YcrHbIN onpoc.
[IpakTuueckoe

3aHATUC

OK 3. IIpuHuMaTe pemeHus B CTAHJAPTHBIX M HECTAHJAPTHBIX CHUTYyallUsIX M HECTH 3a HHUX

OTBETCTBCHHOCTh.

JIOJ>KEH HMeTh
NPAKTHYECKUI ONBIT:

odopMIIEHUST OpPTaHU3AIMOHHO-
paclopsANTETBHBIX
JIOKYMEHTOB B COOTBETCTBHUH C
nercreyromum 'OCTowm;

[IpakTrueckoe
3aHATHE

VYeTHbII onpoc




JOKEH yMeTb O0(opMIATH

OpraHru3allMOHHO-
pacnopsaauTCIbHBIC TOKYMCHTLI
B COOTBCTCTBUH C

nercreyromum 'OCTom

JIOJKEH  3HATh: MOHATHE
JIOKYMEHTa, €ro  CBOICTBa,
CIocoObl JOKYMEHTHPOBAHUS;

npaBUia  COCTaBJICHUS u
o(opMIICHHS OpraHU3aIMOHHO-
pacropsInTeIbHBIX
noxkymeHnToB (OP/]);

CHUCTEMY u TUIIOBYO
TEXHOJIOTHUIO
JIOKYMEHTAllHOHHOTO
obecneyeHus yIIPaBJICHUS

(AOY).

OK 4. OcyuiecTBisATh MOUCKU HCIIONB30BaHHE MH(POPMAIIUN, HEOOX0MUMON IS 3 (HEKTUBHOTO
BBITTOJIHEHUS MTPO(ECCHOHABHBIX 33/1a4, TPOPECCHOHATBHOTO M IMYHOCTHOTO PA3BUTHA.

JOJDKEH HMETh HpaKTI/I‘IECKI/Iﬁ HpaKTI/I‘ICCKOG

OIIBIT:
3aHATUC

o(opMIIeHHS OpraHU3aIMOHHO-
pactopsIIUTEIbHBIX
JIOKYMEHTOB B COOTBETCTBHUH C
nercryromum 'OCTowm;

OCYIIECTBIIEHUS o0paboTku
BXOJSIIUX, BHYTPEHHUX U
UCXOOAIIUX AOKYMCHTOB,

KOHTPOJISI 3@ UX UCIIOJTHEHUEM;
00y4aroIuiics 10JKEH YMeTh:

0hOpMIIATh  OpPTraHU3AIMOHHO-
pacropsiAuTeIbHbIC TOKYMEHTHI
B COOTBETCTBUU c
nercryromum 'OCTowm;

OCYLIECTBIISATh 00paboTKy
BXOOAIINX, BHYTPCHHUX n
MCXOISALINX JOKYMEHTOB,
KOHTPOJIb 3a UX UCITIOJTHCHHUEM

00y4JaromIUics TOKEH 3HATD:

MIOHSTHE JOKYMEHTa, €ro
CBOICTBA, CIOCOOBI
JIOKYMEHTHPOBAHHS,
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MpaBWJia  COCTABJICHUS u
odopMIIEHUST OpPTaHU3AIMOHHO-
pacopsANTEIBHBIX
noxkymeHnToB (OP/]);

CUCTEMY u TUTIOBYO
TEXHOJIOTHIO
JIOKYMEHTallHOHHOTO
obecrnieueHus yIIpaBJiIeHUs

(A0Y)

OK 5. Ucnionb30BaTh HHOOPMAITMOHHO - KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B TPO(EeCCHOHATLHON
NeSITeIbHOCTH.

JosxeH umeTthb | [IpakTuueckoe
NPAKTHYEeCKUH ONBIT 3aHsTHE

BEJICHUS YydeTa BXOIALIEH Hu
UCXOJIAIIEH KOPPECTIOHACHITUN
Ha  OCHOBE  COBPEMEHHBIX
0(HUCHBIX KOMITHIOTEPHBIX
IIporpamm.

A0J’KEH YMeTb. BECTU Y4YeT
BXOIAIIEH u UCXOIAIIEN
KOPPECTIOHJICHIIMA Ha OCHOBE
COBPEMEHHBIX O0(HUCHBIX
KOMITHIOTEPHBIX TTPOTPAMM.

AOJIZKEH 3HaTb: IIPUHIOUIIBI

paboThl COBPEMEHHBIX
0o(HCHBIX KOMIIBIOTEPHBIX
poTrpaMMm TUIst BEJICHUS

JIEJIOBOM IIEPEIUCKHU.

OK 8. CamocTosdTenbHO OnpeaACIAATh 3alavun HpO(l)eCCI/IOHaJ'ILHOl"O U JIMYHOCTHOI'O0 pPa3BUTUA,
3aHUMATbCA CaMOO6pa3OBaHI/IeM, OCO3HAaHHO IIJIaHUPOBATH IOBBLIMICHUC KBaJ'II/I(l)I/IKaI_[I/II/I.

JOJIDKEH UMETh HpaKTI/I‘ICCKOG
leaKTI/I‘leCKI/Iﬁ ONBbIT: 3aHATUC

o opMIICHHS OpTraHU3AIMOHHO-
pacropsAIUTEIbHBIX
JIOKYMEHTOB B COOTBETCTBHUH C
nectByromum ['OCTowm;

JIOJKEH yMeThb: 0QOpMIISATh

OpTraHHu3allMOHHO-
pacnopsauTCIbHBIC TOKYMCHTBI
B COOTBCTCTBHUH C

nerctByromum ['OCTowm;

JOJI’KCH 3HATh:




IIOHATHUC ,Z[OKyMeHTa, €ro
CBOICTBA, CIOCOOBI
IIOKYMGHTI/IpOBaHI/ISI.

OK 9. OpueHTHPOBATHCS B YCIOBHUAX IMMOCTOSHHOTO M3MEHEHUS IIPABOBOM 0a3bl.

Ipuodopectn mnpaxkTuyeckuii | Tect

ONBIT odopmieHus
OpraHU3alMOHHO- TpaxTuueckoe
PacnopsIIUTEIBHBIX 3aHsATHC.

JIOKYMEHTOB B COOTBETCTBUU C
nercrByromum 'OCTowm;

JA0JLKEH YyMeThb 0(hOpMIATH

OpraHru3aluOHHO-
pacnopsaauTCIbHbBIC TOKYMCHTbLI
B COOTBCTCTBUH C

nercrByromum 'OCTowm;

AOJKEH  3HATb:  IOHSTHE
JIOKYMEHTa, €ro  CBOICTBa,
CIoCOObI TOKYMEHTHPOBAHUS;

IpaBWJia  COCTaBJICHUSA u
odopMIIEHUS OpPTraHU3aAIMOHHO-
paclopsANTETbHBIX
nokymeHnToB (OP/]);

CUCTEMY u TUIIOBYIO
TEXHOJIOTHIO
JIOKYMEHTallHOHHOTO
obecrieueHus yTpaBJIeHUS

(AOY)

IIK 1.1. OcymectBnsaTh npodecCHOHATBHOE TOJIKOBAHWE HOPMATHBHBIX aKTOB JJIsl PeaIU3aIlun
MpaB TpakJaaH B chepe MEHCHOHHOTO 00eCIIeUeHUs U COIUATBHOM 3aIIUTHI TPaXKIaH

IIpunoOpectn  mpakTHYeCKHil
ONBIT odopmIIeHUs
OpraHU3alMOHHO-
pactopsIIUTENBHBIX JOKYMEHTOB
B COOTBETCTBUHU C JICHCTBYIOIINM
I'OCTowm;

JNOJKEH  yMeTb.  0GOpMIISTh
OpraHHU3alIOHHO-
pacnopsAUTENbHBIE JTOKYMEHTHI
B COOTBETCTBUH C ACUCTBYIOLIUM
I'OCTowm;

YcTHBIN
omnpoc.

[IpakTrueckoe

3aHATUC




JOJDKECH 3HATh! HIOHSITHE
JIOKYMEHTa, €ro  CBOWCTBA,
CIOCOOBI JOKYMEHTHUPOBAHMS,

npaBuiia COCTaBJICHUS u
oopmIIeHHs OpraHU3aIlOHHO-
pacnopsAUTENbHBIX

nokymeHToB (OPJI);

CUCTCMY u TUIIOBYIO
TEXHOJIOTHIO
JAOKYMCHTAlITUOHHOT' O
obecrieyeHus yIpaBJICHUS
(A0Y);

0COOEHHOCTH JIEIONIPON3BOICTBA
no OOpameHussM TpaxIaH |
MPUHIUIIEI KOH()HICHIIHATEHOTO
JIEIOTIPOU3BO/ICTBA;

1K 1.2. OcymiecTBisTh IprUeM rpax/iaH 1o BOpocaM NEHCHOHHOTO 00eCIIeYeHUs U COLUAIBHON
3aIIUTBHI.

npuodpecTn  npaktudeckuii | [Ipakruueckoe
OMNBIT: oopMIIeHHUS | 3aHATHE
OpraHU3alMOHHO-
pacnopsAIUTENbHbBIX TOKYMEHTOB
B COOTBETCTBHH C JEHCTBYIOLIUM

I'OCTowm;

OCYIIECTBICHUS 00paboTku
BXOJSIINX,  BHYTPEHHUX U
MCXO/ISAIITNX JOKYMEHTOB,

KOHTPOJIA 3a X UCITOJTHCHHUEM;

BEJCHMS ydeTa BXOALIEH U
UCXOSIIEN KOPPECIOHACHIINA
Ha OCHOBE COBPEMEHHBIX
oucHBIX KOMITbIOTEPHBIX
IIPOrPaMM.

A0JKeH yMeTb: 0QOpMIISTh
OpraHU3alMOHHO-
acropsAUTENbHBIE JJOKYMEHTHI B
COOTBETCTBUHU C JCUCTBYIOLIUM
I'OCTowm;

OCYILIECTBIIATh 00paboTKy
BXOJMIIMX,  BHYTPEHHUX U




HUCXOISIIINIX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

BECTH  Y4YeT  BXOAAIICH U
UCXOJIAIIEH KOPPECIIOHACHIIUN
Ha OCHOBE COBPEMEHHBIX
O0(HUCHBIX KOMIThIOTEPHBIX
nporpamm

AOJKeH 3HATb: OCOOCHHOCTH
JEJIOTIPOU3BOACTBA o
o0pamieHusIM rpaxaaH u
MPUHIUIBI KOH(PHUIEHIIHATHHOTO
JeJIOTPOU3BOACTBA

IIK 1.3. PaccmMaTpuBath makeT HOKyMEHTOB JUIsl Ha3HAU€HUs MEHCHUI, MOCOOUH, KOMIIEHC AU,
JIPYTHX BBIIUIAT, a TaKXKe MEp COLUAIbHOW MOIAEPKKH OTAETbHBIM KATErOpHUsM TpaklaH,
HYKJAIOLIUMCS B COLMATBHOMN 3aIUTe

npuodpectn  mpakrtuyeckuii | [Ipaktuueckoe
OMBIT OCYIIICCTBIICHUS | 3aHITHE
00paboTku BXOJSIIUX,
BHYTPCHHUX M UCXOJSIIUX
JOKYMEHTOB, KOHTPOJISI 3a HX
HCIIOJHEHHEM;

AO0JZKEH YMeTh: OCYIIECTBIISITH
00paboTKy BXOJISIIINX,
BHYTPCHHUX u UCXOOAIIUX
JOKYMCHTOB, KOHTPOJIb 3a HX
WCIIOJTHEHUEM;

HOJIKEH 3HATh: MOHATHE
JNOKYMEHTa, €ro  CBOICTBa,
Coco0bl JOKYMEHTHUPOBAHMS;

paBuiIa COCTaBJICHUS "
ohopMIIEHUS OpTaHU3aIMOHHO-
pacrmopAaUTCIbHBIX

nokymeHntoB (OP/]);

CUCTEMY u TUIIOBYIO
TEXHOJIOTHIO
JOKYMEHTAllMOHHOI'O
obecrieueHus yIpaBJIeHUs
(A0Y)

IIK 1.4. OcymiecTBisTh yCTaHOBJICHHE (HA3HAYCHUE, TEpepacdeT, MEepPeBOJ), WHICKCAIUI0 U
KOPPEKTUPOBKY TMEHCHI, Ha3HAYCHHE MOCOOUN, KOMIIEHCAIUA M JIPYTUX COIMAIBHBIX BBITUIAT,
UCIO0JIb3Ysl MH(POPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTUHI
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npuodpecTy  NPaKTHYECKHH
OTBIT: OCYIIECTBICHHS
o0paboTku BXOISIIUX,
BHYTPCHHUX u UCXOOAIIUX
AOKYMCHTOB, KOHTPOJII 3a HX
UCIIOJIHCHUEM;

JO0JIZKEH YMeTh: OCYLICCTBIISThH
00paboTKy BXOJISIINX,
BHYTPCHHUX u UCXOOAIIUX
JOKYMEHTOB, KOHTPOJIb 3a WX
UCIIOJTHCHUEM;

M0JIKEeH 3HATh: MIOHATHE
JOKYMEHTa, €ro  CBOWCTBa,
CIOCOOBI JOKYMEHTUPOBAHMSI,

paBuiia COCTaBJICHUS "
oopMIIeHHS OpraHHU3aIOHHO-
pacropsIANTEIIbHBIX

nokymentoB (OP/]);

CUCTEMY u TUIIOBYIO
TEXHOJIOTHUIO
JIOKYMEHTAallHOHHOTO
obecreyeHus YIIPaBJICHUSA
(A0Y)

[IpakTrueckoe
3aHATUC

IIK 1.6. KoHcynpTupoBaTh TIpaxkJaH M HpEICTaBUTENICH IOPUAMYECKUX JIMI[ IO BOIPOCAM
MIEHCMOHHOT'O 00ECIIeUEHHUs U COLMAIbHOM 3aIUThI

npuodpecT  MPAKTHYECKHI
OMNBIT: OCYIIIECTBIICHUS
o0paboTku BXOJISIIHX,
BHYTPEHHUX W  HCXOJAIIUX
JOKYMEHTOB, KOHTpPOJSI 3a HUX
WCIIOJTHEHUEM;

JMO0JIZKE€H YMeTh: OCYIICCTBISTH
00paboTKy BXOJISIIINX,
BHYTPEHHUX W  HUCXOJSIIUX
JOKYMEHTOB, KOHTPOJIb 3a HUX
WCIIOJTHEHUEM;

JA0JIKEeH 3HaTh: OCOOEHHOCTH
JICIIOTIPOU3BOICTBA 1o
oOparieHusM TpaKJIaH u
TIPUHIIMITE KOH(UICHIIHATHLHOTO
JIEIONPOU3BOICTBA

[IpakTrueckoe
3aHATHE

JIIK 2.4. Bectu 1en0By0 NMEPENUCKY IO BOMPOCaM MEHCUOHHOTO 00eCHeueH sl U COLUaTbHON

3allUTHI T'paXJaH
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npuodpectn  npaktuyeckmuii | [Ipaktnueckoe
ONBIT: BEACHUA yU€Ta BXOI[SIH.IGﬁ 3aHATUC

U UCXOJALIEH KOPPECHOHICHIUN
Ha OCHOBE COBPEMEHHBIX
O(i)I/ICHBIX KOMITBIOTCPHBIX
IIpOrpamMM.

AOJKEH YMETb: BCCTH YUCT

BXOIAIIEH u UCXOISIIEH
KOPPECIIOHJICHIIMY Ha OCHOBE
COBPEMEHHBIX 0(HUCHBIX

KOMIIBIOTCPHBLIX IIPOI'paMM.

JOJIZKEH 3HATh: IPUHIUAIIBI
paboOThI COBPEMEHHBIX O(PUCHBIX
KOMIIBIOTEPHBIX IPOrpamMM It
BCIACHUSA IICJIOBOﬁ NEPCIUCKU.

JINYHOCTHBIE pe3yJbTaThbl

JInYHOCTHBIE Pe3yJabTaThI Kon nnunoCTHBIX
pe3yJIbTATOB

[IposBisromuii aKTUBHYIO I'PaXIaHCKYIO HO3ULIUIO,
JEMOHCTPUPYIOIIMN IPUBEPKEHHOCTh INPHUHIMIIAM YECTHOCTH,
MOPAJOYHOCTH,  OTKPBITOCTH, DKOHOMHYECKHM AaKTUBHBIA U
Y4acTBYHOIIUI B CTyACHYECKOM U  TEPPUTOPUAIBHOM JIP 2
CaMOYIIpaBJI€HHH, B TOM 4YMCJE Ha YCIOBMIX J10OPOBOJILYECTBA,
MIPOAYKTHUBHO  B3aUMOJCWUCTBYIOIIMM W  Y4YacCTBYIOIIMH B
JesITeIbHOCTH O0IIECTBEHHBIX OPraHU3aIIM.

["'oTOBBII COOTBETCTBOBATH OKUAAHUSIM paOOTOIATENCH: MPOEKTHO-
MBICTSIUN, A(PPEKTUBHO B3aUMOJCHCTBYIOIMH €  4JICHaMHU
KOMAaH/JIbl U COTPYJHUYAKOUIUN C JIPYTUMHU JIFOJbMH, OCO3HAHHO
BBINOJIHAIOLIMHA TpodeccruoHalbHble TPeOOBaHUS, OTBETCTBEHHBIH,
IIyHKTYaJIbHBbIM, JUCHUTIIIMHUPOBAHHBIM, TPYZOJIIOOUBBIH,
KPUTUYECKU  MBICIIAIIMM,  HALEJICHHBIM  HA  JOCTHXKCHHE
MOCTABJIEHHBIX LI€JIeH; JAEeMOHCTPUPYIOMIHNNA MNPOPECCHOHATBHYIO
KU3HECTOUKOCTD

JInuHocTHBIE pe3yJbTaTbl (OPMHPYIOTCS HA NPOTSKEHMH H3yYeHUsi Bceil yueOHOM
AMCUMILIMHBL.

JIP 14

2 TunoBbie KOHTPOJIbHbIC 32JaHMSl WJIM HHbIE MaTepHaJbl, HEO0OXOAUMBbIE I OLEHKH
NMPAKTHYECKOI0 ONbITAa, YMEHUi, 3HAHMI, XapaKTepu3yKIIMX 3Tanbl (GopmMupoBaHMSA
KOMIIETEHIIHI B Ipoluecce 0CBOCHHUs 00pa3oBaTebHOM NMPOIrpPaMMbl € ONHUCAHMEM IIKAJ
OLICHUBAHUSA U METOAHYECKMMH MaTEPHAJIAMH, ONPEACIAIOIIMMH NPOLEAYPY OLCHUBAHUSA

OI_ICHKa BJIAAICHUA 3HAHWAMU, YMCHHAMHU W HABBIKAMU B IIPOLECCE O6y‘-ICHI/I$I n 110
pe3yjibTaTaM HU3YUCHHUA  JUCHUIIIIMHBI (HpI/ICM 3K3aMCHa) MOKCT IIPOBOAUTBCA  KaK
HCMMOCPCACTBCHHO B ayAUTOPUHU, TAK U B JUCTAHIIUOHHOM (I)OpMaTC.
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2.1 llpumepHBbIil IepevYeHb TEOPETHYECKUX BOIIPOCOB

KakuM HOpMATHBHBIM JOKYMEHTOM PETIaMEHTHPYIOTCS OCHOBHBIE TEPMHHBI B 00JaCTH
JIeIOTPOU3BOJICTBA?

Uro BKIIOUYAET B ce0sl MOHATHE «ITOKYMEHT»?

Kaxkwue s13b1KH 1 c110COOBI IOKYMEHTUPOBAHUS BB 3HaeTe?

HazoBute coBpeMeHHbIE BU/IbI HOCUTENEH HH(POPMAIHH.

Kakum 3aKk0HOM ycTaHaBIMBAETCS MPABOBOM PEXHUM CO3JJaHUS, XPAaHEHUS U
HCTIONIb30BaHMSI HHPOPMAIIMOHHBIX PECYPCOB?

UeM oTnMyaeTcs JOKYMEHT JINYHOTO MPOUCXOXKICHHS OT OPHIIMATBHOTO JOKYMEeHTa?
Uro 00ycriaBiauBaeT I0PUIHUECKYIO CHITY O(UIIHATBHOTO JOKYMEHTA?

UTto moHUMaeTcst Mo NOAU(PYHKIMOHATBHOCTBIO JOKYMEeHTa?

. HazoBuTe oOCHOBHBIC OJIOKM (Tpymmbl) (QYHKIHA TOKyMEeHTa. UeM XapaKTepu3yercs

Ka)KIbIil OJIOK?

Kak mensiercs aeiictBue GpyHKuuiA BO BpeMeHu?

Ha3oBuTe OCHOBHBIE CBOMCTBA JJOKYMEHTA.

Jaiite onpenenenue aTpuOyTUBHOCTH ((QYyHKIIMOHATIBHOCTH, CTPYKTYPHOCTH) TOKYMEHTA.
HazoBute ocHOBHBIC MPU3HAKU JOKYMEHTA M JIaliTe KPATKYI0 XapaKTEPUCTUKY KaxIOTO
U3 HHX.

UYrto Takoe ropuanyeckas Cuiia JOKyMmeHTa?

JlaiiTe onpeeieHre MOTMHHNKA | TyOIrKaTa JTOKyMEHTA.

Jaiite ompeneneHue konmuu JokyMmeHTa. Korma komus JOKyMeHTa mpuoOperaeT
OPUIUYECKYIO CUITY?

YeM NOJIMHHBIN TOKYMEHT OTJIMYAETCS OT MOJIOAKHOT0?

UYro npezacraBnseT co00i TOKYMEHT, (anbcuPUIIMPOBAHHBIN OTHOCTHIO?

Yro npeacrasnser co00i TOKyMEHT, (hanbCUPUIIMPOBAHHBINA YaCTUYHO?

Uto npexncrasisieT coO0i opuruHai 10KyMeHTa?

KakoBbI OCHOBHBIE 11€/TM YHU(DHUKAIIUN JOKYMEHTOB?

Uto yuuThIBaC€TCS MpU NMPOBEACHUU YHU(PUKAIINH IOKYMEHTOB?

Uro noHnMaeTcs oJi CUCTEMOM TOKyMEHTaluu?

Kakue ObIBarOT cHCTEMBI TOKyMEHTaIuu?

st obopMieHHs KaKUX BHIOB JOKYMEHTOB HCIIONIBb3YyeTCsl O0IIHil OaHK?

Kakue mocTossHHbIE pEKBU3UTHI MOTYT OBITh HAHECEHBI Ha KaXKIIbIH BT OaHka?

Kakumu crioco6amu MOTYT OTMeYaThcs Ha OJaHKax MecTa JJisl IepEMEHHBIX PEKBU3UTOB?
YeMm 0o01mmi O1aHK OT/IMYAETCA OT OJIaHKA IMUChMa?

Kakne TtpeOoBaHUsS TPENBABISIIOTCS TPH HW3TOTOBJICHHS OJaHKa C HM300paxeHuEeM
['ocynapctBerHoro rep6a PO wim repbos cyobexToB PDO?

Yro He0OX0AMMO IPEACTaBUTh B TUIIOTpad o Il U3TOTOBIEHUS OnaHKa?

Kakue 1oKkyMeHTBI OTHOCSTCS K OpraHU3allMOHHBIM?

B uem 3axirodaercsi 0cOOEHHOCTh OOPMIICHHUS 3ar0JIOBKA K TEKCTY B OPraHU3alMOHHBIX
JIOKyMEHTax?

Korna opranuzaiyionHbie JOKYMEHThI IPUOOPETAIOT FOPUIUUECKYIO CHUITY?

Kaxk cTpouTcs TEKCT B OpraHM3aliOHHBIX JOKyMEHTaX?

Kax monro nmelicTByeT opraHW3aIlMOHHBIA JOKyMEHT? MOXKHO JT1 BHOCUTh U3MECHECHUS B
TEeKCT OPTaHU3alMOHHOTO JOKYMEHTa?
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37.
38.
39.
40.

41.

42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.

54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.

67.
68.

Kakue cBeieHust JOKHBI COAEPKATHCS B TEKCTE YUPEIUTEIbHBIX TOKYMEHTOB?

C kako# 1ebI0 CO3/Iat0TCsl TUTIOBBIE U TPUMEPHBIE OpPraHU3aIlMOHHbIEC JJOKYMEHTHI?
KakoBa cTpykTypa TeKcTa MOoJI0KeHUs: 00 OpraHu3anun’?

B uem coctouT paznuuue Takux JOKYMEHTOB, KaK IITAaTHOE PACIUCAHUE U CTPYKTypa U
mTaTHasi YUCICHHOCTh?

Kakne Buabpl OpraHu3alliOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB  OTHOCATCA K
pacrnopsiAuTEeIbHbIM?

[Touemy pacnopsAUTENbHBIE JOKYMEHTBI OTHOCATCS K ITPABOBBIM aKTam?

Korna pacriopsiutenbHble TOKYyMEHTHI BCTYIAIOT B CUITY?

Kak paznugarorces o cdepe 1eicTBUS pacopsAUTEIbHbIE JOKYMEHTHI?

Uro sBiIsIeTCS OCHOBAHHUEM JIJIsl M3/IaHUS PACTIOPSAUTEIBHOTO IOKyMeHTa?

Kak ctpoutcs TeKCT pacnopsIuTeIbHOTO JOKyMEHTA?

Kak oopmiisieTcss oTMETKa 0 HaJTMYUU IPHIIOKEHUS B PACTIOPSIUTEIHHOM JOKYMEHTE?
Kakue opransl IpuHUMAIOT TOCTAHOBIICHUE?

B kaxoii popme n3naroTcs COBMECTHBIE pACIOPSAIUTENbHbBIE TOKYMEHTHI?

Kaxkue ObIBaroT BUIBI MPUKA30B?

Yem oTnuyaercs opopMiICHHE MIPUKA3a MO TUYHOMY COCTaBy?

KTo umeer mpaBo MoANMCcH Ha mpuKaszax”?

Kakoit pekBU3UT HMMEETCS TOJBKO Ha JIBYX BHJAX PACIOPSIUTEIBHBIX JOKYMEHTOB -
YKa3aHUSAX U PACTIOPSHKCHUSIX?

[To xakuM Bompocam HU3/al0Tcs paclopsLKEHNE U yKazaHue?

Kakue ToOKyMEeHTBI OTHOCATCA K TPYIIE CIPABOYHO-UHPOPMAIIIOHHBIX ?

Ha xakux 6mankax ohopMIISIOTCS CIIPaBOYHO-UH(GOPMALIMOHHBIE JOKYMEHTHI?

Kak ctpoutcs cTpykTypa TeKcTa ciry:ke0HOoro nucbma?

KakoBbl mpaBuiia opopmiieHus TenerpaMMbl?

B yem ocoGeHHOCTh 0dopMiIeHHs TeaePOHOTpaMMBbI?

Kaxkue ObIBatoT BUJIBI MPOTOKOJIOB U YEM OHH OTJIMYAIOTCS APYT OT Apyra?

Kak odopmisiercss BBogiHas 4acTh NpoToKoia?

CKOJIbKO 3K3EMIUISIPOB aKTa COCTABIISIETCSI U CKOJIBKO MOMMCHIBAETCS ?

Kak odopmisiercss BHEIIHSS JOKIa{Has 3anucka’?

B yem ocoGeHHOCTh 0opMIIeHHMSI CIIPAaBKU JTMYHOTO XapakTepa?

KakoBbl cTanapTHbIe paBuia 0hOpMIECHHUS 3aKITIOYCHHS?

UeMm periaMeHTUPYETCsl COCTaBIICHHE TaKWX JOKYMEHTOB, KaK IE€peyYeHb, CIHCOK,
HOMEHKJIaTypa?

Nmeer nu cBoika yHHPUITUPOBAHHYIO hopmy?

Kakne Bumpl crnpaBoYHO-MH(GOPMAIMOHHBIX TOKYMEHTOB O(OpPMIISIOTCS Ha OJIaHKe
KOHKPETHOTO BHJIa TOKYMEHTOB?

Kputepuu onieHuBaHus 3HAHU NPU NPOBeIeHUH
YCTHOTO OTpoca-oeceabl:

OI.ICHKa «KOMIUYHO» BBICTABJIACTCA o6yqaromeMyc;1, €CJIM OH TBEPAO YCBOUII MaTCpUall,

TpaMOTHO HW IO CYHIECTBY OTBCYACT Ha BOIIPOCHI. B otBeTe MOTYT COACPKATBCA JIHIIb

HECYIIECTBEHHbIE OLIMOKHU B ONPEIEICHUH MOHATHI U KaTeropuil.

OHGHKa «Xxopouto» BBICTABIACTCA CTYACHTY, €CJIM OH TBEPAO 3HACT MaTCpual, rpaMOTHO

H IO CYIICCTBY MU3JIaract €ro, HE JOIMyCKAacT CYIIECTBCHHBIX HETOYHOCTEH B OTBETE Ha BOIIPOC.
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«Yoosenemeopumenvroy: OlIeHKa «yAOBIECTBOPUTEIILHOY BBICTABIISIETCS CTYACHTY, €CJIA OH
MMEET 3HaHMs TOJIBKO OCHOBHOTO MaTepuajia IO JUCLUIUIMHE, HO HE YCBOWJI €ro JeTalieH,
JIOITyCKAeT HETOYHOCTH, HEJOCTATOYHO MpPaBUIIbHBIE (HOPMYIUPOBKH, HAPYIICHUS JIOTHUECKOU
[I0CJIEZI0BATEIBHOCTH B U3JI0KEHUH IIPOrPAMMHOI0 MaTepuaa.

OmneHka «HeyoosnemeopumenbHo» BBICTABISETCA 00ydaromeMycs, KOTOPBIA JOMycKaeT
CYILIECTBEHHbIE OLIMOKM TpPH OTBETE Ha BOIMPOCH], Ci1ad0 BIAAECET TEPMUHOIOTHUYECKUM
anmnapaToM.

2.2 llpumepHasi TeMaTHKa pedepaToB, BLICTYIJIEHU I

[Tpu npoBezeHNH 3aHATHUI B TPYIIIE [0 OTJEIbHBIM TEMaM CTYJIEHTHI BBICTYHAIOT C JIOKJIa1aMH,
CO00IIeHUsAMHU, O(POPMIIEHHBIMU C HCIIOIb30BAaHUEM CPEJICTB KOMIIBIOTEPHON TEXHUKU B Gopme
MpEe3eHTALNA, IO CAEAYIOIINM TeMaM:

1.Cranosnenue nenonpounsBojictsa B Poccun

2.J1emomnpon3BOCTBO B JOPEBOIIONHOHHOM Poccuu

3.CoBeTcKwii epro| pa3BUTHS JISTOIPOU3BOJICTBA

4. OcoOEHHOCTH COBPEMEHHOTI'O JAEIONPOU3BOICTBA

5. [loaroroBka JOKyMEHTOB K apXUBHOMY XPaHEHHIO

6..OKcnepTr3a LIeHHOCTH JJOKYMEHTOB

MeToanyecKkue MaTepuasbl, oNpeaesionue Npoueaypy oueHuBaHUs 3HAHMI
o TeMe J0KJIaAa, COOOIIeHHs
(YYHTBHIBAIOTCS INYHOCTHBIE pe3yabTarsl JIP 1-15)

Hoknan, cooOueHue — 93TO  MPOAYKT CaMOCTOSTEIbHOM  paboThl  CTyJEHTa,
MPEJCTaBISIIONMMI  c000il  MyONMMYHOE BBICTYIUIEHHE 10 TPEJCTABICHUI0 TMOTYyYEeHHBIX
pE3yNbTAaTOB PEIICHUs BBIMOJTHEHHON y4eOHO-TIPaKTHYECKOW, Y4eOHO-HCCIeA0BaTENbCKOM W
Hay4yHOU TeMbl. OlleHUBAaHUE TOKJa/a, COOOIIEHUS MPOU3ZBOIUTCS MO CIEAYIOUUM KPUTEPUSIM:
MOJTHOTA U TJIyOMHA W3Y4YeHHs] TeMbl — 3HAHUE TEOPETUYECKOTO MaTepuana, HarisgHOCTh
IIpEeJICTaBICHUS MaTepualla ayAUTOPUH, KaueCTBO U3JI0KEHHS MaTepuaa (KyJabTypa peuu, MaHepa
oOuieHus, yOeXJIeHHOCTb, TOTOBHOCTh K JIMCKYCCHHM COOTBETCTBHE H3JIaraéMOro Marepuaia
MOCTAaBJIEHHOMY BONpOCY (3aJadye M T.I.), MOJIHOTA, IIOCIENOBATEIbHOCTh M JIOTUYHOCTh
U3JIOKEHUS MaTepuajia), apryMEHTHPOBAaHHOCTb OTBETOB M pelIeHUuN (WUIIOCTpaluu
TEOPETUYECKUX IMOJIOXKEHUH MPaKTUYECKUMH MpUMEpaMH, OOOCHOBAaHME COOCTBEHHON TOYKH
3peHHsl [0 UcciieayeMoi mpolieMaTHKe.

Kpurepun onieHnBaHMs BBICTYIUIEHHS C JOKJIAJAMU:

— «OmMJu4HO» BBICTABIIACTCA 06yanOH.ICMyC$I, €CJIn OH HuCHCpHbIBAOIIC, ITOCICAO-
BAaTCJIbHO, YCTKO U JIOTUYCCKU H3JIaract Marcpual o TeME, YMCCT TCCHO YBA3bBIBATH TCOPHIO C
HpaKTI/IKOI\/'I, CBO6OJIHO CIIPaBJIACTCA C JOIIOJHHUTCIBHBIMHU BOIIPpOCAMHU, IMIPUYEM HE 3aTPYyAHACTCA
C OTBETOM IIPH BUAOU3MECHCHHUU BOIIPOCOB, MCIOJB3YET B AOKJIAAC MaTcpuUall pa3HOO6pa3HI)IX
JIATCPATYPHBIX UCTOYHUKOB, HAIJIIAHAA YaCTb JOKJIada (npe3eHTauH5{, coJCprKaniad cnaﬁnm,
Ta6J'II/II_U:I, IMPUMCPLI U3 IPAKTUKH U T.I[.) COOTBCTCTBYCT TCOPCTUUCCKUM TC3UCAM, UJINIFOCTPUPYCT

HUX U IMOAKPCIIIACT.
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— «XOpouwio» BBICTABIIsETCS 00yUaroIIeMycs, €CIIM OH IPaMOTHO U 10 CYIIECTBY M3JIaraer
MaTepuai 110 TeMe, He JIOIyCKAeT CYIIEeCTBEHHBIX HETOUHOCTEH B OTBETE HA BOIIPOC, TPABUIIBHO
IIPUMEHSAET TEOPETHYECKHUE IIOJIOKEHUS IIPU PEIICHUM IIPAKTHYECKUX BOIPOCOB M 3ajad.
HarnsgHas 4acTh 10KJIa1a B OCHOBHOM COOTBETCTBYET TEOPETHUECKUM TE3UCAM.

— «Y00671emeopumenbHoy  BBICTABISIETCd  O0ydaloIIEMycsl, €CIM OH JIOIyCKaeT
HETOYHOCTH, HEJOCTAaTOYHO  INpaBWiIbHbIE  (DOPMYJIMPOBKH, HAPYUIEHHUS  JOIMYECKOU
IIOCJIEZI0BATEIBHOCTH B U3JI0KEHUH MaTepHalla 10 TEME T0KJIa/la, UCIIBITBIBACT 3aTPyIHEHUS IIPU
OTBETE Ha JOINOJHUTEIbHBIE BOIpPOCHL. HarmsgHas 4dacTe HELOCTaTOYHA Ui WIUIIOCTPALAA
TEOPETUYECKUX TE3UCOB WIH COACPKUT CYIIECTBEHHbIE HETOYHOCTH.

— «Hey00enemeopumenvbHo» BBICTABISIETCS OOydarolleMycs, KOTOPBIM JIOIyCKaeT
CYLIECTBEHHbIE OLIMOKM IpPH H3JI0KEHUU TEMbl JO0KJIaJga, JIEMOHCTpUPYET KpaiiHe ciaboe
BJIAQJICHUE [OHATUHHO-TEPMMHOJIOIMYECKUM  amnmnapaTtoM (HEYMECTHOCTb  YIOTpeOJIeHus,
HEeBepHbIe a00peBUATYpPHI, HCKAKEHHOE TOJIKOBAHHE U T.J.), MPUCYTCTBYIOT MHOTOYHCIICHHBIC
OMOKH B yNOTpeOJIeHNH TePMUHOB. HarmsiHas 4acTh JOKIIa1a OTCYTCTBYET WIIM BBITIOJHEHA C
CYILLIECTBEHHBIMU OILIMOKaMHU.

2.3 llpumepHbIe TeCTHI

TectupoBanue siBisieTcss oMHOW M3 (HOPM TEKYyIIETO KOHTPOJIS 3HAHUHA OOYYaIOIIMXCS.
Hwxe npeacrasiensl IpUMEpPHBIE TECTOBBIE 3aJaHUS.

[TokazaTenu U KPUTEPUU OIICHUBAHMSI IIIKAJIBI OIICHUBAHUS
KpUTEpHUH OLICHUBAHUS — YMEHHE MPABHIBHO OTBEYATh HA BOMPOCKHI TECTOBOTO 3a/1aHUS
MOKa3aTelb OIEHUBAHUS — MIPOLIEHT BEPHBIX OTBETOB IIKaJIa OLICHUBAHUS — BBIJICTICHO 2 YPOBHS
«3aureHo» — 60% npaBUIbLHBIX OTBETOB
«He3auTeHO» — MeHee 60% MpaBUIIbHBIX OTBETOB

TecT cOCTOUT U3 TECTOBBIX (KOHTPOJIBHBIX) 33JaHUI OJTHOTO YPOBHSI CIIOKHOCTU U TPAaBUIBHBIX
(0Opa310BbIX) OTBETOB K HUM.

TecroBble 3a1aHUS 3aKPHITON (POPMBI, B KOTOPBIX CTYAECHTHI BEIOUPAIOT OJIUH MPABHIbHBINA OTBET
U3 JaHHOTO HAbopa OTBETOB K TEKCTY 3aJaHus. 3a KaXKbli PAaBUIIbHBIA OTBET CTYIEHT
HOJIy4aeT OJUH 0aJljl, 32 HeNPaBUJIbHBIN - HOJIb OAJJIOB.

TecToBbI€ 3a1aHMs IO TUCHUIUTNHE «J[OKyMEHTaIIMOHHOE 00ecTieueHre yIpaBICHUS
1. Uro aBasgeTcs natoi akra?

a) Jlara yTBepkIeHuUs;

0) /laTa coObITHs;

B) Jlata moanucanus.

2. “IlepeuyneM” B AEJIONPOU3BOJCTBE HA3BIBACTCS:

a) TOKYMEHT, COJIep>Kalliii 0000IIeHHbIE CBEIEHUS IO OTHOMY BOIIPOCY;
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0) TOKYMEHT, COJIep Kallliii CHCTEMAaTH3UPOBAHHOE TIEPEUUCIICHUE TIPEIMETOB, JIUI], 00HEKTOB
wiH paboT, COCTABIICHHBIX B IEJISIX PACIIPOCTPAHCHUS Ha HUX OTPECIICHHBIX HOPM KN
TpeOOBaHUl;

B) IOKYMEHT, COJIEpKaIlUi TIepedrCclIeHue JIUL, TPEAMETOB, OOBEKTOB B OIPE/IeICHHOM
MOPSJIKE, COCTABICHHBIN B IEJIAX HHPOPMUPOBAHUS UM PETUCTPALIUU.

3. Kak Ha3bIBaeTCsi JOKYMEHT, COICpP KA OMKMCAHUE U MOATBEPKIACHHUE TEX UM UHBIX (DAKTOB
WY COOBITUH:

a) CTIpaBKa;

0) oKJagHAas 3aMKuCKa;

B) aKT

4. C Kakoro MOMEHTA PaclopsIUTEIIbHbIE TOKYMEHTHI BCTYIIAIOT B CUILY?
a) C MOMEHTA UX MONICAHHUS;

0) ¢ MOMEHTa UX MOANNUCAHUS U COIVIACOBAHUS;

B) C MOMEHTA UX MOJIUCAHUS U JOBEICHUS IO CBEACHUS UCIIOIHUTEIS.

5. B npuinoxeHnu K pacnopsaauTeIbHOMY JOKYMEHTY Ha IIEPBOM €r0 JIMCTE B IIPABOM BEPXHEM
yIIIy HMULIYT:

a) “TIlpunoxenue’;
0) “IIpunoxkeHne” ¢ ykasaHHEM HaMMEHOBAHUS PacOPSAIUTENILHOTO TI0KYMEHTA;

B) “IIpunoxeHune” ¢ ykazaHneM HauMEHOBAHUS PacoOpsAUTEIBLHOTO JOKYMEHTA, €T0 JaThl U

6. Pasnenm, noapa3aciibl, MYHKTBI U MMOAITYHKTBI JOKYMCHTA AOIYCKACTCA HYyMECpPOBATh. Kax
IMMpaBUJIBHO BbICTABUTH Hy'MepaI_II/IIO?

a)LILTI ...
6)1,2,3...;

B)a,0,B....

7. B xakoM nmoApa3aACiICHUN OpraHnu3aluu JOJIKHBI XPAaHUTBCA TPYAOBLIC KHUXKKW U BKJIAAbIIIN
pa6OTHI/IKOB OopraHu3anuu:

a) B Oyxrajirepuy;
0) B oT/€TIe KaIpOB;

B) B /IMUHUCTpaluu?
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8. Ecnu npuka3 u3meHsieT (OTMEHSIET, AOMOJIHAET) paHee U3AaHHbII TIOKyMEHT, TO OJIUH U3
IIYHKTOB PaclopsAUTEIbHON YaCTH TEKCTa JOJDKEH COJIEP/KaTh CChIIKY Ha OTMEHEHHBIHN
JIOKYMEHT Y HAUMHAThCS CIIOBaMMU:

a) “IIpu3HaTh UCIIOJIHEHHBIM. ..,
0) “IIpu3HaTh yTpaTUBLIUM CHUILY...”;

B) “IIpu3HaTh HENEWCTBUTEIBHBIM. ..” .

9. Uto Ha3bIBaeTCA “NMeaoM” B IETOIMPOU3BOICTBE:

a) COBOKYITHOCTb JOKYMEHTOB WJIU JJOKYMEHT, OTHOCSIIUICS K OTHOMY BOIPOCY WJIH Y4aCTKY
JIeATEIbHOCTH, XpaHSIIUeCs B OpraHu3aliy;

6) COBOKYITHOCTb JOKYMEHTOB WJIU JIOKyMEHT, OTHOCSIILIUIICS K OIHOMY BOIIPOCY WJIM yYacTKy
NeSITebHOCTH, IOMEIIEHHBIE B OT/AEIbHYIO OOJIOXKKY;

B) COBOKYIHOCTb JJOKYMEHTOB WJIM JIOKYMEHT, OTHOCSIIUNACSA KO BCEM YYacCTKaM JIEATeIbHOCTH,
MIOMEILEHHBIE B OTJIEIbHYIO OOJIOKKY.

10. Ecnu akT moAroToBIIEH KOMHUCCHEH, B KaKOW MOCTIEI0BATEIBHOCTH IOJKHBI YKa3bIBATHCS
JOJKHOCTHBIE JIHIIa (BO BBOJHOM YacTH), y4aCTBYIOIINE B MTOATOTOBKE aKkTa?

a) [Ipencenarens KOMUCCUM, YWICHBI KOMUCCUH B TIOPS/IKE YOBIBAaHUS CITY>KEOHOH JIECTHHUIIBL,
CeKpeTapb KOMHUCCHH.

6) Hpencez[aTenL KOMHCCHUH, CCKPETAPb KOMHUCCHUH, YJICHBI KOMUCCUU B aﬂ(baBHTHOM MopsJaKe.

B) HpeﬂcenaTem, KOMUCCHH, YJICHBI KOMUCCHH B aJ'I(l)aBI/ITHOM MOopAIKE, CCKpETaAapb KOMUCCHUU.

11. Yto Ha3bIBaeTCs TyOIMKAaTOM TOKYMEHTA:
a) IlepBbIil naKM eAMHUYHBIN SK3eMITISP OPULIMATBHOTO JOKYMEHTA;
0) [loBTOpHBIN SK3EMILISAP MOIMHHUKA JOKYMEHTA, UMEIOIINN IOPUANYECKYIO CHITY;

B) JIOKyMEHT, MOJIHOCTHIO BOCTIPOU3BOAAIINI HHPOPMAIIHIO TIOJUTMHHOTO IOKYMEHTa, HEe
MMEIOLINANA FOPUANYECKON CUIIBL.

2.4 IlpakTHyeckoe 3aHsITHE:

1. CocraBienue u ohOpMIICHHE PA3TUYHBIX BUIOB OJIaHKOB (0Omiero OnaHka, OjJaHKa MHUChMA,
KOHKpeTHoro OnaHka). Odopmienre ocHOBHBIX pekBm3uToB B cooterctBiM ¢ ['OCTom P.7.0.97-2016
«CuctemMa CTaHIApTOB MO WH(OpPMAIHH, OMOMMOTEYHOMY ¢ W3IaTeNIbckoMy zemy. OpraHu3aloHHO-
pacniopsyiuTerbHast JokyMeHTarws. TpeboBanust K ohOPMIICHHIO JIOKYMEHTOB.

2. Cocrasnenrie 1 0popMIIEHHE OpraHN3aLMOHHBIX JIOKYMEHTOB (YCTaB, MOJIOKEHNE, MHCTPYKLIUS)

CocraBnenre U 0oQOpMIICHHE PaCHOPSAUTEIBHON JOKYMEHTAluH (pachopsiKeHHe, yKa3zaHue,
NpUKa3, IOCTaHOBJICHUE);
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CocraBnenue u odopmieHre HHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB IIPOTOKOJ, akKT,
JOKJIaTHAs 3aMlMCKa, OOBSICHUTENbHAS 3alMCKa)

Cocrasienue u opopMIIeHHE CITY)KEOHBIX TTUCEM.
OdopmieHne TUYHOTO Jeiia pabOTHUKA.

3. CocraBnieHne cxeMbl JOKyMEHT0000poTa B opranu3anuy; Co3aHue perucTpalioHHON (popMbl s
perucTpaluy  BXOJUIIEro JOKyMeHTa; Perucrpammst wucxomsiiero nokymeHrta, CocTaBieHue U
oopmiIeHrE HOMEHKIIATYphbI JIe.

4. Tlepenaua uH(pOpMAINH C UCIIOJIB30BAHUEM CPEJICTB TEIEKOMMYHUKAIUH.
Cocrarnenre, 0hopMIIeHHE JOKYMEHTOB C HICTIONB30BAHIUEM CPEZICTB OPITEXHHKH.

Kpurepuu onieHMBaHUs MPAKTUYECKOTO 3aHATHUSA:

«OTIUYHOY» - TIPOJIEMOHCTPUPOBAHO 3HaHUE DeepanbHOro 3aKkoHa «O MOpsAIKE pacCMOTPEHUS
oOpamenuii rpaxkaan Poccuiickoit @enepaunm» ot 02.05.2006 Ne59-D3; BepHO yKazaH BHI
oOparieHus; OTBET OpraHa COCTaBJIeH IOPUIWYECKH TPAMOTHO CO CChUIKAaMU Ha
COOTBETCTBYyIOIIME HCTOYHMKU. CrTuiab oOpamieHus oQuIHaIbHO-IeI0BONH. Bce TekcTh
COCTaBJICHBI O MPaBUJIAM JEJIOMPOU3BOJICTBA C YUETOM 00s3aTEIbHBIX PEKBU3HUTOB.

«XOpoHmo» - OTBECT B LCJIOM COOTBETCTBYCT KPUTCPUAM OTJIMIHOH OLICHKH, HO B pa60Te HNMCIOTCA
HECOO04YCThI, 3aMCYaHU. CTHib M3JI0KEHHS HE COBCEM BbLICpP7KaH, B YAaCTHOCTH, OOIIYLICHBI:
pa3FOB0pHBIfI JKaHp, SMOIUOHAJIBHOCTDB, KPACOYHOCTD, JIO3YHI'OBOCTDb U T.A.

«YOOBJICTBOPHUTCIILHOY - pa60Ta HOCUT HOBerHOCTHBIﬁ XapaKTCp: HOPMbBI 3aKOHOJATCIILCTBA HE
IMPUMCHCHBI (I/IJII/I HE BCC y‘-ITeHI)I), CTWJIb H3JIOKCHUA HC BBLACPIKAH, MHMCIOTCA HCAOYCTHI B
nmpaBujiax ACJI0NpOU3BOACTBA. OtBer opraHa HE COBCEM 00OCHOBaH.

«HEYJIOBJIETBOPUTEIBHO» - paboTa HE COOTBETCTBYeT 3aKOHOJAaTenbCcTBY. IlpaBuia
JIeNIONIPOU3BO/ICTBa He coOmojeHbl. CTuib M3M0XKEeHUus He BblepkaH. OTBeT opraHa He
000CHOBaH (WJIM COBCEM OTCYTCTBYET).

HpOME)KyTO‘-lHaH aTrecranusd - 3a4eT. HpeI[CTaBJ'ISIeT coboit YCTHOC, IMCbMCHHOC oo
KOM6I/IHI/IpOBaHHOC HCIIBITAHUC, 3aBCPIIAONICC N3YUCHUC 06yqa101111/1Mc;1 yqe6H0171 JAUCIHUITIIINHBI.
38.qu, KaK IIpaBUJIO, HNPOBOJAUTCA Ha IMOCICAHEM 3aHATHU II0 COOTBeTCTBYIOH_[eﬁ yqe6HOﬁ
JAUCILHUITIIINHC. BI:I60p (1)0pr1 3a4CTa ONpCACIIACTCA MPEIOAABATCIICM U MPOBOAUTCA B paMKax
BOIIPOCOB, BELIHCCCHHBIX HA MTPOMCIKYTOYHYIO aTTCCTALUIO.

3auver-TecT
[TokazaTenu u KpUTEpUN OTICHUBAHMUSI IIIKAJIBI OTICHUBAHUS:
KpUTEpUH OLICHUBAHUS — YMEHHE MPABUIIBHO OTBEYATh HA BOMPOCHI TECTOBOTO 3a/1aHUSI
MOKa3aTeNIb OIIEHUBAHUS — MPOIIEHT BEPHBIX OTBETOB IIIKaJIa OIEHUBAHUS — BBIJICIICHO 2 YPOBHS
«3auTeHo» — 60% MpaBUIBLHBIX OTBETOB
«He3auTeHo» — MeHee 60% MpaBUIIbHBIX OTBETOB

TecT cOCTOUT U3 TECTOBBIX (KOHTPOJIbHBIX) 33JaHUI OJTHOTO YPOBHS CJIOKHOCTH U IIPABHIIbHBIX
(0Opa31oBbIX) OTBETOB K HUM.
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TecroBble 3a1aHUs 3aKPBITON (POPMBI, B KOTOPBIX CTYAECHTHI BEIOUPAIOT OJIUH NPABHIbHBINA OTBET
U3 JaHHOTO HAbOpa OTBETOB K TEKCTY 3aJaHus. 3a KaXKbli MPaBUIBHBIA OTBET CTYICHT
MOJTIy4aeT OJUH 0alll, 32 HeTPaBMJILHBIN - HOJIb OAJIIOB.

1. Yo sBasgercsa garoii akra?
a) /lata yTBEpKICHMS;
0) [lata coObrTus;

B) Jlata moanucanus.

2. “IlepeunemM” B 1€JIONPOU3BOJICTBE HA3bIBACTCSL:
a) JOKYMEHT, CoiepKaluii 00001IeHHbIE CBEIEHUS 110 OJHOMY BOIIPOCY;

0) IOKYMEHT, coJIep KaINii CHCTEMaTU3UPOBAHHOE IIEPEUHCIICHUE TPEAMETOB, JIUII, 0OBEKTOB
WK pa0OT, COCTABJICHHBIX B IEJISX PACIPOCTPAHEHHUS HA HUX OTPEICICHHBIX HOPM WIIN
TpeOOBaHUl;

B) HAOKYMCHT, coz[epxcamﬂﬁ MNECPCUUCIICHUC JIML, ITPCIMCTOB, 00BEKTOB B OIIPCACIICHHOM
MopAaKe, COCTaBJICHHBLIN B OeiIAax I/IH(bOpMI/IpOBaHI/ISI HJIA PECTUCTpPALUH.

3. Kak Ha3bIBaeTCst JOKYMEHT, COJICp KA OMMMCAHUE U MOATBEPKIACHUE TEX UM HHBIX (DAKTOB
WY COOBITUH:

a) CIpaBKa;
0) ToKJIagHAas 3aMKCKa;

B) aKT

4. C Kakoro MOMEHTA PaclopsIUTeNIbHbIE TOKYMEHTHI BCTYIAIOT B CUILY?
a) C MOMEHTa UX MOJIHCaHUS;
0) ¢ MOMEHTa UX MOANNUCAHUS U COIJIACOBAHUS;

B) C MOMCHTA UX NNOANHUCAaHUA U JOBCACHUA 10 CBCACHUA UCITIOJTHUTCIIA.

5. B npunoxeHnu K pacrnopsauTebHOMY JOKYMEHTY Ha IIEPBOM €r0 JIUCTE B IPABOM BEPXHEM
YTy TULIYT:

a) “IIpunoxenne”;
0) “IIpunoxxkeHne” ¢ ykazaHHeM HaMMEHOBAHUS pacOPSAIUTENILHOTO T0KYMEHTA;

B) “IIpunoxenue” ¢ ykazaHneM HauMEHOBAHHUS PacIOPSAUTEIBLHOTO JOKYMEHTA, €0 JaThl U
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6. Pasgensl, noxpasaensl, MyHKTHI M TOAITYHKTHI JOKYMEHTA JIOIyCKaeTcss HymepoBarh. Kak
MPaBUIILHO BBICTABUTH HyMEPALIUIO?

Q) LILII ... ;
6)1,2,3...;

B)a,0,B....

7. B xakoM nmoAapa3aciCHUM OpraHu3aluu JOJIKHBI XPaHUTECA TPYAOBbIC KHHMXKKHW W BKJIIaAbIIIN
pa6OTHI/IKOB OpraHu3anuu:

a) B Oyxrajirepuy;
0) B OT/ENIE KaJAPOB;

B) B aJIMUHUCTpaLUn?

8. Ecin IMpHUKa3 U3MCHACT (OTMCHHGT, I[OHOJ'IHHGT) paHee H3)IaHHBII>i AOKYMCHT, TO OAUH U3
ITYHKTOB paCHOpH,Z[I/ITCJIbHOﬁ YaCTH TCKCTa JOJIKCH COACPKATh CCBUIKY Ha OTMEHEHHBIN
JAOKYMCHT U HAYMHATLCA CJIOBAMU:

a) “IIpu3HaTh UCHIOJHEHHBIM. ..”;
0) “IIpu3HaTh yTpaTUBLIUM CHITY...”;

B) “IIpu3HaTh HEJEHCTBUTEIBHBIM. ..” .

9. Urto Ha3bIBaeTcs “nenom’ B AETONPOU3BOACTBE:

a) COBOKYITHOCTb JOKYMEHTOB WJIK JJOKYMEHT, OTHOCSIIUICS K OJTHOMY BONPOCY WJIM Y4aCTKY
JIeATEIIbHOCTH, XPaHALIUECS B OpraHU3alNH;

6) COBOKYHHOCTL JAOKYMCHTOB HUJIN JOKYMCHT, OTHOCSIITUKCSA K OHOMY BOIIPOCY UJIN YUYACTKY
ACATCIIBHOCTH, IOMCIIICHHLIC B OTACIIBHYIO 06J'IO)KKy;

B) COBOKYITHOCTb JJOKYMEHTOB WJIM IOKYMEHT, OTHOCSIIUNCS KO BCEM YYacCTKaM JIeATeITbHOCTH,
MOMEILEHHBIE B OTJIEIbHYIO O0JIOKKY.

10. Eciu akt IIOATOTOBJICH KOMHCCHCﬁ, B KaKOI IMOC/IEI0BATEILHOCTH JOIKHBI YKa3bIBATbCA
JOJIDKHOCTHBIC JIMIIa (BO BBOJIHOM ‘-IaCTI/I), Y4aCTBYHOIIHEC B IIOATOTOBKC akra?

a) [IpencenaTenb KOMUCCUU, YIEHBI KOMUCCUU B MOPSJKE YObIBaHUS CITy>K€OHON JIE€CTHULIBI,
CeKpeTapb KOMHCCHUU.

6) Hpe,Z[CCI[aTCJ'IB KOMHCCHUH, CCKPETAPb KOMHUCCHUH, YJICHBI KOMUCCHUU B aJ'I(I)aBI/ITHOM MopsaKe.

B) HpeuceuaTenL KOMHUCCHH, YJICHBI KOMUCCHH B aJ'ICbaBI/ITHOM MOopAIKE, CEKpETApbh KOMHUCCHUU.

11. Yro Ha3bIBaeTcs 1yOIMKATOM JIOKYMEHTA:
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a) [lepBrIif UM eAMHUIHBINA SK3EMILISP O(PHUIIMAIBHOTO TOKYMEHTA;
0) [1oBTOpHBIN PK3EMILISAP MOJJIMHHUKA JOKYMEHTA, UMEIOINN I0OPUANUECKYIO CHILY;

B) JIOKYMEHT, MOJTHOCTHIO BOCITPOU3BOIAIINI HHPOPMAIIMIO TTOJTMHHOTO JOKYMEHTA, HE
MMEIOIIUNA IOPUIUYECKON CUITBI.

12. C kako# 1ienpto ohopmirsseTcs TOKIaaHas 3amucKa:
a) OOBSICHUTH TPUYMUHBI KaKOT0-IM00 (haKkTa MM COOBITHS;
0) [1oOyuTh pyKOBOIUTENS IPUHSTH ONPEIEICHHOE PELICHNUE;

B) YKa3aTh PyKOBOAMTENIO HA HEIOUETHI B paboTe COTPYAHUKOB MPEANPUATHUS.

13. Kak npaBujIbHO MOCTAaBUTh OTTUCK IEeYaTH?
a) [IpaBee moanucu, ¢ YaCTUYHBIM NEPEKPHITUEM JTMUHON OAMMCH MM TOBepX oTMeTkH M.IL.
0) JleBee nmoanucH, ¢ YACTUYHBIM IEPEKPHITUEM JIMUYHOM MOANUCH WM 1TOBepX oTMeTku M.II.

B) JleBee MMOAIMUCH, C YACTHYHBIM IICPECKPLITUEM JIMIHOM noanucCu u paCH_II/I(l)pOBKI/I IIOAITUCH.

14. Kakoil u3 nepedyrcieHHbIX JOKYMEHTOB PErJIaMEHTUPYET JESTEIbHOCTh KOHKPETHOTO
JOJDKHOCTHOTO Jima?

a) TOJDKHOCTHAsI MHCTPYKIIUS;
0) ykazaHue;

B) MIPHKa3.

15. Kto obnagaeT mpaBoM MOITUCH TIPUKA30B 11O IEPCOHATY ¥ (PUHAHCOBBIM BOTIpOcam?
a) pPyKOBOJUTEIb U 3aMECTUTENb PYKOBOJUTEIIS;
0) TOIBKO PYKOBOIUTEIb;

B) HAYAJILHUK OT/IeJIa KaJIpOB.

16. ITonmucek oTaenseTcst OT TEKCTA:
a) 1 uaTepBanom;
0) 2 uHTEepBaANaMU;

B) 3 UHTEpBaJlaMHu.

17. Kakoe u3 yTBepkaeHui spisercst BepHbIM? ['pud yrBepxkaenus — 3to:
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a) peKBU3UT O(UIIMATBHOTO JOKYMEHTA, BBIPAKAIOIIUHN COTIacue YUpeKICHHs T ero OpraHa,
HE SIBJIIOIIETOCS aBTOPOM JJOKYMEHTA, C €T0 COJAEPKAHUEM;

0) peKBU3HUT OUITUATBHOTO TOKYMEHTA, CBUIETEILCTBYIOMINI 00 0COO0M XapakTepe
uHOpPMAaLIY, OTPAHUYMBAIOIIUI KPYT OJIb30BATENIEH JOKYMEHTA;

B) PEKBU3UT O(PUIIMATEHOTO JOKYMEHTA, MPUIAIOIINI HOPMAaTUBHBIIN UIIH PABOBOM XapakTep
€ro COJePKaHUIO;

I') PEKBU3UT JOKYMEHTA, MPEACTABIAIONINI c000i COOCTBEHHOPYUHYIO MOAMUCH MIOJIHOMOYHOTO
JOJKHOCTHOTO JIMLA.

18. IIpaBoBOIi aKT, N3/1aBa€MbIil €TUHOJNYHO PYKOBOJUTEIIEM B LIEISAX PEIICHUS ONIEPAaTUBHBIX
BOIIPOCOB, 3TO:

a) MpUKas;
0) pacnopspKeHHE,
B) YKa3aHHUE;

') UHCTPYKIIHSL.

19. Kak npaBmIbHO 0(DOPMHUTE CIIECIYIONIYIO JaTy B JOKYMEHTE:
a) B [ momyronuu 2005 r.;

6) B mepBoM nosryroauu 2005 r.;

B) B [ mon. 2005 r.;

r) B iepBoM 1oi. 2005 .

20. ITouemy B opraHu3ausaX U Ha MPEANPUATUAX pa3padbaThIBAIOTCS OPraHU3AIOHHBIE
JIOKYMEHTBI?

a) 9To GpopManbHOE, TPATUIIMOHHOE TPeOOBaHUE, HE UMEIOIIEE TPAKTUUECKOTO 3HAUCHHUS.
6) D10 HE0OX0IMMO MTPU BO3SHUKHOBEHUH KOH(IMKTHBIX CUTYalUH.
B) DTO CO3/1aeT HOPMATHUBHYIO 0a3y JUIS OPraHU3aLUH TPYIOBBIX MPABOOTHOIICHHH.

r) DTO AenaeTcs pajay MOBBILEHUS MPEeCTHXa OpraHU3aIuu.

21. Kakoe yTBep>K/I€HUE SABJISIETCSA MPABUIBLHBIM?
a) Bce mocTynuBIze B OpraHu3ainio JOKYMEHTHI PETUCTPUPYIOTCS CEKPETAPEM.

6) 13 Bcex MOCTYNMUBIINX B OPraHU3ALIMIO JOKYMEHTOB CEKPETaph PETUCTPUPYET TOJIBKO TE,
KOTOpBIE MIEPEAIOTCS HA PACCMOTPEHUE PYKOBOJUTEIIO.
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B) [locTynuBiire B opraHu3aiiio JOKYMEHTbI PETUCTPUPYIOTCS CEKpeTapeM BbIOOPOYHO, B
COOTBETCTBUH C YTBEPKICHHBIM [lepedHeM T0KyMEHTOB, PETHCTPUPYEMBIX B CIIyk)0Oe
JOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIpaBICHUSI.

r) [TocTynuBire B OpraHu3aIiio JOKYMEHTBI CEKpeTaph PEruCTPUPYET BHIOOPOUHO 110 CBOEMY
YCMOTPEHHUIO

22. CnoBo "[TPUKA3BIBAIO" ynorpebnsercs:
a) B mpukaszax u pacrnopspKeHHSIX.
0) B nmpukazax.

B) Bo Bcex pacnopsIuTenbHbIX JOKYMEHTaX.

23. Kakoe yTBep:kJIeHUE SIBIISIETCA MTpaBUWIbHBIM? Beinucka U3 npoTokona:
a) [TonnuceiBaeTcs npezcenaTeneM U CeKpeTapeM.

6) IloanuceIBaeTCst TONBKO CEKPETapeM.

B) 3aBepsieTCsl CEKpPETapeM.

r) [TonnuceiBaercs npeacenaTeieM.

1) 3aBepseTcs mpeceaTeIeM.

e) He tpeOyer moanuceli 1 3aBepUTEILHBIX HAIITHACEH.

24. KakuM criocoO0oM IpoCTaBIseTCs J1ata B rpude yTBEpKASHUS JOKyMeHTa?

a) MalmHOUCHBIM CITIOCOOOM.

0) [IpocTaBisieTcst OT pyKH CEKpEeTapeM MOcCie YTBEPKIACHHS TOKyMEHTa PYKOBOIUTENIEM.
B) [IpocTaBnsieTcsi caMuM pyKOBOJIUTENIEM B MOMEHT YTBEPKICHUS IOKYMEHTA.

r) [IpocraBnsiercs m00bIM CLIOCOOOM.

25. CornacoBaHue ObIBaeT:

a) BHyTpeHHUM 1 BHELTHUM;

0) [1oyHBIM U KpaTKUM;

B) CJI0HBIM U TIPOCTBIM;

r) C pyKOBOJIUTENIEM YUPEKICHHS U C PYKOBOAUTEIIEM MOAPA3IECICHHUS;

}1) C BBIMICCTOAIIMMHU PYKOBOAUTEIIAMU WX OPpraHUu3alusaMH.

26. [laTtoii mpoTOKOJa SABIISIETCS:
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a) Jlara moamucanus;
0) [lara cornacoBanus;
B) [lata usroropneHus;
r) Jlara ucnoynnenus;

,I[) Z[aTa 3aCCaHnA KOJUICTUAJIBHOT'O OpraHa

27. JlokyMeHT, (PUKCUPYIOIIHA X0J1 OOCY>KICHHS U IPUHSITHS PEIICHUS HA 3aCETaHUIX
KOJUIETHAJIbHOTO OpraHa:

a) AxT;

0) KonTpakr;

B) Pemienue;

r) [locranoBienue;

1) IIporokon.

28. JInst omepaTUBHOTO PEUICHUS 3a/1a4u YIpaBJICHHs CO3/1atoTcs pukassl. [1o comeprkanuto
NIPUKa3bl OBIBAIOT:

a) [IpocThie U ClI0XKHBIE;

6) ITo ocHOBHOM J1eATENFHOCTH U IO JINYHOMY COCTaBY;
B) BHyTpeHHue 1 BHELIHUE;

r) [TonHble U KpaTKHE,;

I[) C YTJIOBBIM U IPOJOJIBHBIM PACIIOJIOKCHHUEM HITaMIIA.

29. Bxonsamumii JOKYMEHT MPOXOIUT CIIEIYIOLIUE ITarbl 00paboTKu:

a) COCTaBJIEHHE IIPOEKTA — COTJIaCOBAHUE — 0(OPMIICHHE — TIOJIUCAHUE — PErHCTpaIus —
UCIIOJIHEHUE — HAaIpaBJIEHUE B JIEN0;

0) npuem — nepBoHavagbHast 00padoTKa — MpeIBAPUTEIBHOE PACCMOTPEHHE — PACCMOTPEHHE
PYKOBOJUTENIEM — UCIIOJHEHUE — HAIIPABJIEHUE B JIENIO;

B) COCTaBJICHHUC MMPOCKTA — COTJIACOBAHUC — O(I)OpMJICHI/IC — NOANINCAaHUC — pCTUCTpalvd —
HCIIOJIHCHUC — OTIIPAaBKa,

') MpUeM — TIEpBOHaYaIbHas 00paboTKa — MPeIBAPUTEIHLHOE PACCMOTPEHUE — PETHCTPALIUS —
paccMOTpEeHHE PYKOBOAUTEIEM — UCTIOJTHEHHE — HallpaBJIeHHE B JIEIIO;

I[) O(l)OpMJ'IeHI/Ie JOKYMCHTA — IMOAIMMCAHUC — PETUCTPALUA — COITIACOBAHUC — YTBCPIKICHUC —
OTIIpaBKa.
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30. IoKyMEHTBI pETUCTPUPYIOT:

a) B JICHb NIOCTYIUJICHHUS, OTIPABKH;

0) B 1eHb 0(hOPMIICHHS, COTIIACOBAHMUS;
B) B JIEHb II€pelaul Ha UCIIOJHEHUE;

T') [I0CJIe UCTIOJTHEHUS;

,I[) Ha JTaIll€ HallpaBJICHUA B OCJI0.

31. IlpeaBapuTenbHOE paCCMOTPEHUE MOCTYMHUBIIETO JOKYMEHTA MPOBOINUTCS:
a) pyYKOBOJUTENEM;

0) HaYaJIbHUKOM KaHUEJSIpUU;

B) 3aMECTHUTENIEM PYKOBOAUTENS 1O OOIIMM BOIIPOCaM;

r) JII0OBIM U3 UCTIOTHUTENICH;

1) CEKpETapeM.

32. Ecnu 3anpoc ObUT MONMUCAH PYKOBOJUTEIEM (DUPMBI, OTBET Ha HETO JIOJDKECH MO/IIHICATH!
a) 3aMeCTUTEIb PyKOBOIUTEIS;

0) m000e MOJIHOMOYHOE JIMIIO0, B Ybei KOMIIETCHIIMH PEIICHUE JAHHOTO BOIPOCa;

B) pYKOBOJIUTENb (PUPMBI, OpraHU3aluy;

F) B 3aBUCUMOCTH OT CTATyCa 3anpamHBaeM0171 I/IH(I)OpMaI_[I/II/I.

33. O6BeM T0KyMEHTO000pOTa — ATO 00IIIee KOJTMUECTBO BXOASIINX, UCXOISAIINX U BHYTPEHHUX
JIOKYMEHTOB:

a) 3a MecIl
0) 3a Tox

B) 3a 3 rona

34. 3asBnenue o mpueMe Ha paboTy MUIIETCS HA UMSL:
a) pyKOBOJUTEIIS OpraHu3alul
0) pyKOBOAMTEIS IMOAPA3ACICHHs], B KOTOpoe Bbl ycTpanBaeTecs Ha paboTy

B) PYKOBOJUTEJIS KaJPOBOM CITy>KObI
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Knroun k Tecty mo gucnuiuinae «JlokyMeHTarmonHoe obecreuenue ymnpasieHus» (Ne Bormpoca
[TpaBunbHeIl oTBeT): 1. 0, 2.0, 3.3, 4.8, 5.8, 6.0, 7.0, 8.0, 9.0, 10.8, 11.6, 12.6, 13.6, 14.a, 15.6,
16.8, 17.8, 18.6, 19.6, 20.8, 21.8, 22.6, 23.8, 24.8, 25.a, 26.1, 27.1, 28.0, 29.8, 30.a, 31.1, 32.8,
33.0,34.a

PazpaboTunk

26



		2022-05-17T22:27:33+0700
	ЧПОУ "Межрегиональный правовой колледж"




