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. BBbICILEI'O ObPA3OBAHUSL .
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(I)aKyaneT TEXHOJOTHH U TOBAPOBCACHUA

Kadenpa «Ynpasienuss u mapkerunra B AIIK»

YTBEPXIAIO
3aB. kaenpoit YrpapieHus 1 MapKETHHTA
B AIIK, 1.3.H., mpodeccop
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Vi 7 /
Gl L E.B. 3akmeBckas

«04» nexabps 2015 .

DoH/1 OLICHOYHBIX CPEICTB

no qucuuruinbe b1.B.JIB.14.2 JlokyMeHTHpOBaHUE yIIpaBI€HYECKOH e TeNbHOCTH
JUist HatipaBiieHus oaArotoBku 35.03.07 «TexHonorus mpou3BOACTBA U NepepaboTKU
CeJIbCKOXO03HCTBEHHOM MPOAYKIIUN» (TTPO(UIH MOITOTOBKH:
«TexHonorus NPON3BOICTBA U NepepabOTKU MPOAYKLIUN PACTEHUEBOICTBAY,
«TexHomorust Npou3BOJICTBA U NMEepepabOTKU MPOIYKIIUHU )KUBOTHOBOJICTBAY,
«IKCTepTr3a KauyecTBa U 0€30MaCHOCTh CEIbCKOX035HCTBEHHON TTPOTYKIIUN))
MPUKIAJIHON OakamaBpuaT



1.

Ilepeyenb KOMIETEHUMI ¢ yKa3aHHeM 3TanoB uUX (GopMHpPOBa-

HHS B Mpouecce 0CBOEHHUsI 00pa30BaTeJIbHOM NPOrPaMMbI

Hunexc

dopMyIupoOBKa

Pasnens! TUCHUINIMHEL

314|516 |7 |8

10

ITK-15

CriocoOHOCTH K aHaNM3Y U IIJIAHUPOBAHUIO
TEXHOJIOTMYECKUX MPOLIECCOB B PaCTCHUE-
BOJICTBE, )KUBOTHOBOJICTBE, IepepaboTke u
XpaHEHUH IPOTYKIUH KaK K 00BEKTY
yIpaBICHHUS.

+ |+ [+ [+ |+ |+

I1K-16

CriocoOHOCTD K MPUHATHIO YIPABICHYECKUX
pelIeHUi B pa3IMYHBIX IPOU3BOICTBEHHBIX
Y TIOTOJIHBIX YCIIOBUSIX

2. Onucanue mokasarejieil M KPUTEPHUEB OUNCHUBAHUS KOMHeTeHHHﬁ

HA Pa3/IMYHbIX dTalax ux (l)OpMPIpOBaHI/IH, OIIMCaHHC IIKAJ OIICHUBAaHUA

2.1 lIkana akaaeMHYeCKHUX OIEHOK OCBOCHHS TMCIHUILINHBI

Bunp! onieHok

Oue”ku

AxaneMudeckas
OLIEHKA IO
2-x OayIbHOM
nIkasie (3a4er)

HC 3a4TCHO

3a4TCHO




2.2 Tekyuiuii KOHTPOJIb

Ne 3ananus
Conepxanue ®dopma orre- v
Paznen TexHonorus [Toporoseiii | IloBbimieH- .
TpeOOBaHUs B HOYHOT'O . Bricokuii
Kon [Tnanupyemble pe3yabTaThl JTUCIIH- ¢dbopmupoBa- YPOBEHb HBIH ypo-
paspese paszienoB cpeacrTsa YpOBEHBb
TUTHHBI HUS (ymosu. ../ BEHb (X0-
JACITUILINHBI (KOHTPOJIS) (oTIIMYHO)
3a4TEHO) pOI1I0)

IIK-15 | 3naTh: 1-10 3uanuss 00 00- | Jlekmus, Y CTHBIN Tector u3- | Tectht  u3- | Tecthl  u3-
OCHOBHBIC TIOJIOXKEHHUS IO JI0- mKUX TpeOOBaHU- | MPAKTUYECKas | OMPOC,  Te- | 3aJlaHMsI 3ananus 3.2 | 3agaHus 3.2
KYMEHTHPOBAHUIO  yIIpaBIICHYC- X K JIOKyMEHTaM. | paboTra, camo- | cTUpoBaHue, | 3.2 Pedepar wu3 | Pedepar u3
CKOM JIeSITeIbHOCTH; 3HaHUST  TPaBWII | CTOSITENIbHAS pedepar Pedepar u3 | 3amanus 3.3 | 3amanus 3.3
YHU(DUKAIMIO W CTaHIapTH3a- COCTaBJICHUSI WH- | paboTa 3aIaHusI [Mpaktuye- | IlpakTuye-
[IUIO YIPaBICHUYECKUX JOKYMEH- dbopmanoHHO- 3.3 CKME 3a/a- | CKHe 3aja-
TOB, TIpaBWIa pPa3pabOTKU H CIPaBOYHBIX JIO- [IpakTuye- | HUS W3 pa3- | HUSA U3 pa3-
o opMIIEHHS JOKYMEHTOB; KYMEHTOB, B TOM cKue 3aja- | nena 3.4. nena 3.4.

MpaBHJIa COCTABIICHUS JEIOBBIX qHclie CoJepiKa- HUS U3 pas-
MHCceM; IUMU KOH(pU- nena 3.4.
MpaBUja BEIEHHS JIOKyMEHTOB JEHITUATBHYIO
0 TMYHOMY COCTaBY; uHpOpMALIUIO U
MOpANOK, (HOpMYy pErHUCTpaluu nocneayromei

JIOKYMEHTOB, (POpPMHUpPOBaHUE Je-
Ja, COCTaBJIEHUS HOMEHKJATYphI
JielT, XpaHEHUs IOKYMEHTOB;
npaBuia paboThl C JTIOKyMEHTa-
MU, COJEPXAIUMH KOH(PHICHITH-
IBbHYIO0 HH(POPMAIIHIO.
yMeThb:
COCTaBJIATh U O(OPMIIATH J10-
kyMeHTHI o ocHOBe 'OCToB;
OpPraHu30BBIBaTH PabOTy € [10-
KYMEHTaMH B OpTaHU3allNH;
JOKYMEHTUPOBATh JIMYHYIO U
YIIPaBJIEHYECKYIO 1€ATEIIbHOCTD;
IPUMEHSATh COBPEMEHHBIE TeEX-
HOJIOTMM B IIpoLeCCe TOKYMEHTa-

ouu.

paboOTHI C HUMH.
3HaHME IIpaBUII
COCTaBJIEHUE Jie-
JIOBBIX IIUCEM,
BEJICHUS  JIOKY-
MEHTOB MO JIHM4-
HOMY  COCTaBy.
3HaHME Hampas-
JIEHUH COBEpUICH-
CTBOBaHMS  CH-
crembl JIOY




UMeTh HABBIKH M /HJIM ONBIT
AesITeIbHOCTH:

HABBIKH BEJCHHS JICIOTPOM3-
BOJICTBEHHOTO TIpOIlecca, BKIIIO-
qapIero ogopMIICHUE, JIBIKE-
HUE JIOKYMEHTOB, KOHTPOJIb HC-
MIOJTHEHUSI, TUTAHOBO-CIIPABOYHYIO
Y QaHAJTMTHYECKYIO paboTy

I1K-16

3HATD:

OCHOBHBIEC IIpaBWja IO JIOKY-
MEHTHUPOBAHUIO  OpraHU3alOH-
HO-PACHOPSIAUTEILHON  JAESATEIb-
HOCTU OpPraHoB U pPaOOTHHUKOB
YIPaBJICHUS;
yYMeTh:

COCTaBJIATh U OPOPMIIATH Opra-
HU3aLUOHHO-PACIIOPSAAUTEIIbHBIC
JIOKYMEHTHI;
HMeTh HABBIKH H
NAeATeIbHOCTH:
HaBBIKU JIOKYMEHTUPOBaHUS
YIPABJICHUYECKUX PEUICHUIN

/AN ONBIT

3HaHUE OCHOB-
HBIX TIPaBHII
obopmIIeHUsS Op-
TaHU3AIMOHHO-
pacrnopsiAuTeNb-
HBIX JOKYMEHTOB.

Jlexnus,
MpaKTHYeCKast
paboTa, camo-
CTOSITEIIbHAS
paboTta

Y cTHBIN
o1mpoc, Te-
CTUPOBaHHUE,
pedepar

Tectbl u3-
3a/1aHUS
3.2
Pedepar u3
3a/laHus
3.3
IIpakTuue-
CKHME 3aja-
HUS U3 pas-
nena 3.4.

Tecter  u3-
3aJaHusg 3.2
Pedepar wu3
3ajanus 3.3
[IpakTnue-
CKHE 3aja-
HUS U3 pas-
nena 3.4.

Tectel u3-
3ajaHus 3.2
Pedepar uz
3ajanus 3.3
IIpakTuue-
CKHE 3aja-
HUS U3 pas-
nena 3.4.




2.3 IlpoMesKyTOUHASl ATTECTAIUS

Ne3amanus
Texnosorus | dopma oLeHOU- v
Kon [Lnanupyembie pe3ysibTaThbl dbopmupo- HOI'O CpeJicTBa Hoporosiii [ToBbilieHHbIM |  Boicokuii
OBEHb
BaHUsA (KOHTpOJIA) }’(I;aqu) YpOBEHb YPOBEHb
[1IK- | 3HaTh! [Ipaktuye- | Jlekuwms, npak- | 3ayer
15 OCHOBHBIE TIOJIOKEHU 110 JJOKYMEHTUPOBAHMIO YIIPABJICHYECKOM JIed- | CKHE 3aHsI- | THYECKas pado-
TCIIbHOCTH, THA, CaMO- Ta, CaMOCTOA-
YHH(bHKaHI/IIO 1 CTaHAAPTU3ALNIO YIIPABJICHUYCCKUX NOKYMCHTOB, IIPA- | cTOSTEIb- TeJIbHAS pa6OTa
BIJIa pa3pabOTKH U OPOPMIIEHHS JOKYMEHTOB, Has pabora
NpaBUJIa COCTABIICHUS JIETIOBBIX TIHCEM;
npaBUiia BeZCHHS JJOKYMEHTOB I10 JJMYHOMY COCTAaBY;
TIOPSIZIOK, (POPMY PEerucTpaniy JO0KyMEHTOB, ()OPMUPOBAHHUE JIefa, CO-
CTaBJICHHS] HOMEHKJIATYPHI [T, XpaHEHHS JOKYMEHTOB,
npaBuiia paboThl C JOKYMEHTaMH, COJCPKaMMU KOH(PUICHIHATBHYIO
UH(POPMALIHIO.
yYMeThb:
COCTaBIIATh U 0POpMIISTH TOKyMeHTHI 110 ocHOBe [ OCToB;
OpraHU30BBIBATH PA0OTY C JJOKYMEHTAMH B OpraHU3aLIIH;
JIOKYMEHTHPOBATb JIMYHYIO U YIPABJICHUCCKYIO JACSTEIIBHOCTH;
NPUMEHSTH COBPEMEHHBIE TEXHOJIOTHH B ITPOLIECCE TIOKYMEHTAIIUH.
UMeTh HABBIKH U /WJIH ONIBIT J1eSITeIbHOCTH:
HABBIKM BEJICHUS JIEJIONPOU3BOICTBEHHOTO TPOLIECCa, BKIFOYAIOIIETO
o(hopmIIeHHE, IBIKEHHE JOKYMEHTOB, KOHTPOJIb UCTIONHEHHS, TTIAHOBO-
CIIPABOYHYIO M aHAJIUTUYECKYIO paboTy
[1K- | 3HaTh! [Ipaktuue- | Jlekuwus, npak- | 3ader
16 OCHOBHBIE MpaBMIa MO JOKYMEHTHPOBAHMIO OPraHM3allMOHHO- | CKHE 3aHs- | THYecKas pado-
PacHOpsIUTENLHOM JEATENBHOCTH OPIaHOB U PaOOTHUKOB YIIPABNEHUS; | THs, cCAMO- | Ta, CAMOCTOSI-
yYMeTh: CTOSTENb- TelbHas paboTa
COCTABJIAT M OQOPMIISTH OPraHHM3ALMOHHO-PACTIOPSIMTENBHEIC 10KY- | Has paGoTa

MEHTEI,
HMeTh HABBIKH H /WM OIBIT JeATeIbHOCTH:
HaBBIKU JIOKYMEHTHPOBAHHS YIIPABJICHUECKHUX PEIICHUI




2.4 Kpurepuu OLleHKH HA IK3aMeHe

Dk3aMeH y4eOHbIM IIJIAHOM HEe IPeyCMOTPEH

2.5 Kpurepuu olleHKH HA 3a4eTe

OueHka

Kpurepun

«3a4TCHO»

BBICTABJISIETCSl CTYJCHTaM, OOHAPYKUBLIMM MOJHOE 3HAHHE Y4eOHOTO MaTrepuaa,
YCIELIHO BBINOJHAIOLIMM IPEIYyCMOTPEHHBIE B NIPOrpaMMe 3a/JaHusi, JEMOHCTPHU-
pyIOIKe CUCTEeMAaTUYECKU XapaKTep 3HAHUH M0 JUCUUILUIMHE U CIIOCOOHBIE K UX
CaMOCTOSITEILHOMY TIOTIOJIHEHHIO M OOHOBJICHUIO B XOJI€ JalbHEHIIeH y4ueOHOi
paboThl ¥ ipohecCUOHATBHON AeATEILHOCTH.

«HE3a4YTCHO»

BBICTABJISIETCS CTYJI€HTaM, OOHApYyKUBILUM NPOOEIIbl B 3HAHUAX OCHOBHOTO yueO-
HOTO MaTepHuaa, IOMyCKAOIUM IPHHIUIHAIbHBIE OMIMOKM B BBIOJIHEHUH
MPETyCMOTPEHHBIX MPOTrpaMMoON 3amaHuil. Takol OLIEHKH 3aCIIyKHUBAKOT OTBETHI
CTYIEHTOB, HOCSIINE HECHCTEMAaTHU3UPOBAHHBINA, OTPHIBOYHBINA, MMOBEPXHOCTHBIN
XapakTep, Korjaa CTyACHT He MOHUMAET CYILECTBa M3J1araéMblX UM BOIPOCOB, YTO
CBUJETEILCTBYET O TOM, YTO CTYAEHT HE MOYKET JaJiblle MPOAOKAaTh 00ydeHHE
WX TIPUCTYTNATh K NPo(ecCHOHAIBHON NesITeIbHOCTH 03 JOMOJHUTEIbHBIX 3aHs-
TUH 110 COOTBETCTBYIOLIEH TUCUUILINHE.

2.6 Kpurepuu OleHKH YCTHOT'O OIIpoca

OneHka Kpurepun

BBICTaABJIACTCA o6yan01ueMyca, €CJIM OH YC€TKO BBIPAXKACT CBOIO TOYY

«OTJINYHO» 3peHus MO0 PacCMaTpUBAEMBIM BOIIPOCAM, IPUBOJIS COOTBETCTBYIOLIUE
IIPUMEPBI
BBICTABJISIETCS OOy4aroOLIeMyCs, €CIM OH JONMYCKaeT OTIEJIbHBIE I10-
«XOpOLLIO» YHAIOTEMYCH, Aoty A

T'PCIIHOCTH B OTBETC

«YHAOBJICTBOPUTCIIBHO»

BBICTABJISIETCS 00ydYaroLIeMycCsi, €Clii OH OOHapyKHMBaeT MpoOensl B
3HAHUSAX OCHOBHOT'O y4e€OHO-IIPOTPaAMMHOI0 MaTepuaia

«HCYHOOBJICTBOPUTCIBLHO»

BBICTABJIAETCA OOydYaroIeMycsi, €ClIM OH OOHAapy)XMBAaeT CYLIECTBEH-
Hble NMPOOEIbl B 3HAHUSIX OCHOBHBIX IMOJIOXKEHUN yuyeOHOUM TUCHUILIH-
HBl, HEYMEHHE C IOMOILBIO IpENnojaBaTels IOJNY4YUTh IPABUIBHOE
pelIeHHe KOHKPETHOW IMPAaKTUYECKOM 3aJa4d M3 4Yucia MpPeIyCcCMOT-

pEeHHBIX pabouel mporpaMMoil yueOHON AUCIUTIITUHBI

2.7. Kpurepuu oueHku pedeparon

Ouenka

Kpurepun

«OTIUYHO»

BBICTABIICTCS, €CIIM padoTa CTyJEHTa HamucaHa TPAMOTHBIM HAYYHBIM SI3BIKOM,
UMeeT YETKYIO CTPYKTYPY M JIOTHKY H3JI0OKECHHS, TOYKA 3PSHUS CTYACHTa 000CHO-
BaHa, B pad0Te MPHUCYTCTBYIOT CCHUIKU HA MIPUMEPHI U3 MTPAKTUKN OM3HECA, MHEHUS
M3BECTHBIX YUEHBIX B MaHHOU obOnacT. CTyseHT paboTe BBIIBUTAECT HOBBIC UICH H
TPAKTOBKH, IEMOHCTPUPYET CHOCOOHOCTh aHAIM3UPOBATh MaTEpPHAI.

«Xopomo»

BBICTAaBJISICTCA, €CJIH pa60Ta CTyJCHTa HallMCaHa I'paMOTHBIM HAaY4YHbIM A3bIKOM,
HUMECT I{éTI(yIO CTPYKTYPY U JIOTUKY U3JIOKCHHUA, TOUKA 3PpCHUA CTYyACHTA 000cHO-
BaHa, B pa60Te MNPUCYTCTBYIOT CCBIJIKM MHCHHA M3BCCTHBIX y‘IéHBIX B HaHHOﬁ 00-
JIaCTH.

«yIlOBJIETBOPH
TEIILHO»

BBICTABJISIETCS, €CIIM CTYJICHT BBIIOJIHUI 33/1aHUE, OTHAKO HE MPOJEeMOHCTPHPOBAT
CIIOCOOHOCTb K HAYYHOMY aHAJIU3y, HE BBICKa3bIBaJl B pabOTE CBOEr0 MHEHMS, J10-
MyCTHJI OIIMOKHU B IOTHYECKOM 0OOCHOBAHUH CBOETO OTBETA.




«HCYIOOBJICTBO
PUTCIIBHO»

BBICTABIIACTCS, €CJIM CTYACHT HE BBINOJHWI 3aJaHHe, WM BBINOJIHUI €ro ¢op-
MaJjbHO, OTBETHJI Ha 3aJJaHHBIA BOMNPOC, MPU STOM HE CChUIAJNCS HA MHEHUS y4é-
HBIX, HE TPAKTOBAJ HOPMATHUBHO-TIPABOBbIE aKThl, HE BHICKA3bIBAJl CBOETO MHEHHS,
HE MPOSBUII CIIOCOOHOCTB K aHAIIU3Y, TO €CTh B IIEJIOM ILeJb pedepara HE JOCTHUT-

HyTa.

2.8. Kpurepuu ouieHKH TeCTOB

Crynenu ypoBHel | OTIIMUUTENbHBIE IPU3HAKU [Toka3zarens oneHku chop-
OCBOEHUS KOMIIETEH- MHUPOBAHHON KOMIIETEHLIUN
U
OOyyaromumiics Bocrpous3BoauT TepMu- | He menee 55 % OamnoB 3a
[ToporoBssiii HbI, OCHOBHBIE TIOHATHSI, CIOCOOCH Yy3Ha- | 3aJaHUs TeCTa.
BaTh S3bIKOBBIC SIBJICHUSI.
OOyuatomuiicss BBIABISET B3auMOCBs3M, | He menee 75 % OamoB 3a
TTpoaBHHYTHL KJIaCCU(PUIUPYET, YIOPSAOYMBACT, WH- | 3aJJaHUS TecTa.
TEPIPETUPYET, TPUMCHSICT Ha TMPAKTHKE
MPONICHHBIN MaTepual.
Y- OOyuaromumiicst aHaU3UpyeT, olleHnBaet, | He menee 90 % OamioB 3a
MIPOTHO3HUPYET, KOHCTPYHPYET. 3aJlaHus TecTa.
Kommnerenmus He Menee 55 % OGannos 3a 3a-
chopMupoBaHa JIaHMsSI TeCTa.

2.9. Kpurepuu o1ieHKH NPaKTHYECKUX 33124

Onenka

Kpurepun

«OTJIHUYHO»

CTaBUTCS, €CIIM O0yUYaIOIMICS JEMOHCTPUPYET 3HAHUE TEOPETHUYECKOIO U
IPAaKTUYECKOI0 MaTepualia Mo TeMe NPaKTH4YeCKoil paboThl, onpeaessieT B3au-
MOCBSI3U MEX]ly MOKa3aTeNsIMHU 3aJ1aui, Ja€T PABIIbHBIN allTOPUTM pEIIECHUs,
ONpeAeIAeT MEXIMCIUIUIMHAPHBIE CBSI3H 110 YCIIOBHUIO 3a/1aHUS.

«XOopomo»

CTaBUTCSl, €CIIM O0YYarOIIUICS IEMOHCTPUPYET 3HAHUE TEOPETUYECKOIO M IpaK-
THYECKOT0 MarepHalia o TeMe MPakTHYEeCKO paboThl, AOMycKas He3HauuTelb-
HbIE HETOYHOCTU TPH PEIICHUH 33/1a4, UMesl HEMOJIHOE TTOHMMaHUE MEXIUCIH-
TUTMHAPHBIX CBsi3ed MpHU MPAaBUIBHOM BBIOOpE aJIrOpUTMa PEILICHUs 3aJaHMHs.

«YHAOBJICTBOPU-
TCIIBHO»

CTaBUTCS, €ClIM OOydarolluics 3aTpyAHsSETCS C IPaBUJILHOM OIEHKOM
NPEUIOKEHHON 3a/lauM, J1aeT HEMOJHBIH OTBET, TPeOYIOLMi HaBOJAIMINX
BOIIPOCOB IPENO/aBaTells, BHIOOP alrOpUTMa PEIIECHUs 3a/1a4id BO3MOKEH
IIPM HABOJSILMX BOIPOCAxX IPENnofaBaTes.

«HEYJIOBJIETBOPU- | CTABUTCS, €CIIM OOYyYalolMUCS TaeT HEBEPHYIO OILIEHKY CHUTYyalluu, Hempa-

TCIIBHO»

BIJIBHO BBIOMpAET alNTrOpUTM JeHCTBUH.

2.10 lonmyck K caayve 3a4era

1.ITocemenue 3ausTuil. Jlomyckaercs ouH Nponyck 0e3 MpeabsBICHUS CIPAaBKU.
2. BeInosiHeHHE CaMOCTOSATENIbHOM padoTHI.
3. AkTHUBHOE y4yacTue B paboTe Ha 3aHATHSX.

3. TunoBbie KOHTPOJIbHBIEC 3aJaHUS UM MHbIE MATEPHAJIbI, HE00X0IUMBbIE
JJIS. OLeHKHW 3HAHWI, YMEHUI, HABBIKOB U (MJIM) ONBITA [IEATEJIbHOCTH, XapaK-
TePU3YIOLIMX 3Talbl (POPMUPOBAHUA KOMIIETEHIMIA B Npouecce 0CBOeHHUsI 00pa-
30BaTeJIbHOM IPOrpaMMbl



CoNoOR~WNE

17.
18.
19.
20.
21.
22.

23.
24.
25.
26.
217.
28.

29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.

3.1 Bonpochl K 3auery

Uro Takoe Jen0npon3BOJACTBO U KaK OHO MOXKET OBITh OPIraHU30BAHO HA NMPEANIPUATUN?

YTto Takoe JOKYMEHT M KaKOBa €ro POJIb B YIIPABICHYECKON ACATEIHHOCTH?

Uro Takoe yHU(PUKAIMS U CTAHJAPTU3AMNS YIIPABICHISCKUX JTOKYMEHTOB?

Kaxkue BuIbI JTOKYMEHTOB CYIIIECTBYIOT?

Uro Takoe OIaHK JTOKYMEHTA U B YeM COCTOUT €ro 3HaueHUe Mpu 0pOpMIICHUU JOKYMEHTOB?
Kakune ocoGeHHOCTH XapaKTepHBI i 001ero 0jJaHka U OaHKa JyIst mucem?

Kak odopmisiercs Ycras npeanpusiTis?

KaxoBbl ocobeHHOCTH 0()OPMIICHHSI IITATHOTO pacucCaHus?

KakoBbl o0mime mpaBuia 0pOopMIICHHS PacOPSIUTEIbHBIX IOKYMEHTOB: TIOCTAaHOBJICHUS, Pe-
IICHUS, PACTIOPSKEHUS U TIpUKa3a?

. Kakum o6pazom opopmiisieTcst nprka3 o OCHOBHOM JAeSITETbHOCTH?
11.
12.
13.
14.
15.
16.

Yro Takoe MPOTOKOI U JAJIs 4ero oH opopmiisercs?

B yem ocobeHHOCTH COCTaBICHUS MOTHON M KPAaTKOW (POPMBI IPOTOKOJIA?

Kakum o6pazom opopmiIstoTes JOKIaIHbIE 3aIMCKU?

Kakue 10KyMeHTbI OTHOCATCA K JOKYMEHTAIUU 110 JIMYHOMY COCTaBy?

Yro co0oii mpeaCcTaBIsAeT TPYAOBON JOrOBOP U KAKHE CBEAECHUS OH COACPKUT?

KTo moamuceIBaeT TpyA0BOii JOTOBOP, B CKOJIBKHUX dK3EMIUISIPax OH 0(OPMIIIETCS U T1Ie OHU
XpaHATCA

Kakue nericTBust 0OpMIIIOT TIPUKA3aMU 110 JITYHOMY COCTaBY?

B uem ocoOeHHOCTH O(OPMIIEHHS IPUKA30B MO JIMYHOMY COCTaBy?

Kakue cBesieHust 3aHOCSTCS B TPYJOBYIO KHIDKKY U Kak 0()OpMIISIIOTCS 3aIIUCU B HEll?

B kakux cioydasx u kakuM o0pa3oM odopmisieTcs: AyOauKaT TPYA0BOM KHUKKHU?

Kakum 06pa3om BHOCSATCS M3MEHEHHS B 3aITUCH B TPYIOBON KHMKKe?

Korna BbiiaeTcst paOOTHHKY Ha pyKH TPY/JOBasi KHUXKKA U I'/le XPaHAT HEBOCTPEOOBaHHbIE TPY-
JIOBBIE KHUKKH?

Kak opopminsiercs aBrobuorpagus?

Kax opopmiisroTcst pacnucka u JOBEPEHHOCTH?

Kakoii nopsnok hpopMupoBaHus U BeI€HUS JTUYHOTO Jerna?

Uto coboii nmpeAcTaBiIseT cilykeOHOe TUCHEMO?

B 1yeM cocTosAT 0COOEHHOCTH pa3IUYHbIX BUAOB CIIyKEOHOT0 Muchma?

Kakwue cinoBa obecrieunBaioT ycrex B J1€J0BOM MEPENUCKe U B Y4EM COCTOUT OCOOEHHOCTh CO-
CTaBJICHMsI TEKCTa muchbma?

Kakyto popmy oOpailieHrs u moyemy cieyeT NpUMEHITh U KaKUMH (pa3amMH OOBIYHO 3aKaH-
YUBAIOT MUCHbMO?

JIoKyMeHTBI, 0(OpMIISIFOIIME MTPEATPUHUMATEIBCKYIO 1€ATEIbHOCTb.

Bugp! u mpaBuiia oopmiIeHUs 10TOBOPA.

[TonsiTve 1 paBuJia COCTABICHUS TPETEH3UOHHBIX JOKYMEHTOB.

YTo MOHUMAIOT MO JOKYMEHTOOOOPOTOM NpeANpUATHS?

Kak npoBonsaT 00pab0oTKy MOCTYMHUBIIMX JOKYMEHTOB?

KakoBsl mpaBuia 00pabOTKH OTIIPABISEMBIX JOKYMEHTOB?

UYto Takoe perucTpaius JOKYMEHTOB U KaKoBa €€ POJib B JI€JIONPOU3BOICTBE?

Kakue cymiecTByIOT THIIBI PETUCTPAIMOHHBIX YUeTHBIX (hopm?

Kakwue 3agaun pemaroTcst mpu NOMOIIN CUCTEMBl KOHTPOJISL UCIIOTHEHUS IOKYMEHTOB?

Kak nokymeHT 6epercst Ha KOHTPOJIb M B KAKOH MOMEHT OH MOKET OBITh CHAT C HEro?

Yro Takoe 1emno u kakuM o0pazoM oHO popmupyercs?

Kakue kpurepun popmMupoBaHus jesa Bbl 3HaeTe?

Uto Takoe HOMEHKJaTypa e’

KakoBbl mpaBuiia XxpaHeHHs JOKYMEHTOB B CTPYKTYPHBIX MTOJIpa31eIeHUSX ?

Yro Takoe apXuB M KaKHe BUIBI ApXHBOB CYIIECTBYIOT?

Kakue ¢pyHkunu Bo3nararorcs Ha apxuB?



46. Kakas mmocienoBaTeabHOCTh OPOPMIICHUS JIEN K C/1aue B apXuB?

47. Kak MpoBOJUTCS dKCIIEPTH3a LIEHHOCTH TOKYMEHTOB?

48. KakxoBbl 0COOCHHOCTH MOTHOTO O(DOPMIICHHS ACIT JJIsI apXUBHOTO XpaHCHUS?
49, Kak coCTaBIISIOT OIIUCH AeI?

50. TexHODOTHS 3aUTHI JOKYMEHTHOW WH(OpMaIuu. .

3.2 TecToBbBIC 32 JaHUA
1. Jleaonpou3BOACTBO - 3TO:
a) OTpacnp HesATenbHOCTH, OOeCleurBaroNias JOKYMEHTHPOBAHHE W OPTaHHU3AlUI0 PabOTHI C
obHUIMATBLHBIMU TOKYMEHTAMH.
0) Bua nestensHOCTH, CBSA3aHHBINA ¢ opopMiieHHeM OQHUIIUATBLHBIX JTOKYMEHTOB B COOTBETCTBUU
¢ tpeboBanusiMu 'OCToB.
B) [lesTenbHOCTD, CBSI3aHHAs C pErUCTpaIueii, KOHTPOJIEM HUCIIOTHEHUS U XpaHECHUEM O(UIIHAIb-
HBIX JJOKYMEHTOB.

2. Kakas cuctema nenonpoun3BojcTa Hanbosee 3¢ HeKTUBHA 71 METKUX MPEATNPU ITHIT?
a) llenTpanu3oBanHas

0) JlenenTpanuzoBaHHas

B) CmemanHas

3. Kakoe moHsITHE COOTBETCTBYET CJICAYIOIIEMY OMpPEACIICHUIO: "yCTaHOBICHUE €IMHOO00pa3us
coctaBa U (QOpM YINPaABICHYECKHX JIOKYMEHTOB, CO3JaBAa€MbIX IPH PEIIEHUU OJHOTHITHBIX
yIpaBieHYecKuX QpyHKImin"?

a) Yaudukanus

0) CranpapTusamus

B) ABTOMAaTH3alU

r) LlenTpanuzanus

4. HecpouHbIMH Ha3BIBAIOT IOKYMEHTHI, KOTOPHIE:

a) He TpeOyroT 6BICTPOro HCIIOITHEHUS

0) He nuMeroT cpoKOB UCIIOJHEHUS

B) MOXHO mepeaaTh UCIOJHUTENSAM 0€3 pacCMOTPEHUsT PYKOBOIUTENIEM

5. UTo M3 mepevyrclIeHHOT0 HUKE HE OTHOCHUTCS K BUAAM JOKYMEHTOB, KJIACCU(PUIIUPYEMBIM IO
CpOKaM XpaHEeHUs?

a) [TocTostHHOTO XpaHEeHUs

6) JlonrocpouyHOTro XpaHEHUS

B) CpeiHECpOUHOTO XpaHEHUS

r) KpatkocpouHoro xpaHeHus

6. Kakoit popmat 6ymaru numeer pasmepsl 148 x 210 mm. ?
a)A4

6)AS

B) A3

r) Al

7. Kakoe moHsATHE XapaKTepU3yeT clenyrollee onpeaeiaeHue: "cCTaHIapTHBIA JTUCT OyMaru ¢ pek-
BU3UTaMU, UIACHTU(DUIIMPYIOMUMHU aBTOpa O(PHUIIMATHHOTO MUCHMEHHOTO TOKyMeHTa"?

a) [logmuHHUK MOKyMeHTa

0) Konust noxymenTa

B) biank nokymenrta

r) JybnukaTt JokymMeHTa



8. Kakoil peKBU3UT UCIIOIB3YIOT TOJIBKO B IUCbMaxX?

a) Anpecar

0) Ccblika Ha JaTy U PErUCTPALIMOHHBIN HOMEP BXOSIIETO JOKYMEHTa
B) OTMeTKa O MOCTYIJIEHUU JJOKYMEHTA B OPraHHU3aLUI0

r) OTMeTKa 0 HATM4YUK IPUII0KEHUI

9. UTo U3 mepeuncIeHHOro HUXKE HE BXOJAUT B COCTAB PEKBU3UTA CIIPAaBOYHBIC JaHHBIC 00 opra-
Hu3zanuu'"?

a) ITouroBblit agpec

6) Homep Tenedona u dakca

B) UHH

r) Homep cuera B 6aHke

10. Kakoil peKBU3UT HUKOTI/1a HE UCIIOJIb3YETCA B IUChbMaAX?
a) DmbJsiemMa OpraHu3aluy Wid TOBAPHBIA 3HAK

0) Pezosroniust

B) HaumeHoBaHue Bua TOKYMEHTa

r) PeructpannoHHbiii HOMEp TOKyMEHTa

11. Kakue u3 nepeunciaeHHbIX HUXKE MOJACUCTEM JTOKYMEHTAIMH HE SIBJISIIOTCS COCTaBHON YacThIO
CHUCTEMbI OpraHU3allMOHHO-PACIOPSAUTENbHBIX JOKyMeHTOB (OP/]) ?

a) Opranu3anoOHHbIE TOKYMEHTBI

0) PacniopsautenbHbie JOKYMEHTHI

B) CripaBOYHO-MH(YOPMAILIMOHHBIE TOKYMEHTbI

r) YupeauTenbHble JOKYMEHTbI

12. Kakoif U3 nepeynciaeHHbIX JOKYMEHTOB yCTaHaBIMBAET MOPSI0K 00pa3oBaHUs, CTPYKTYPY,
GyHKIIMH, 00513aHHOCTH M OpraHU3alKI0 paboThl CTPYKTYPHBIX NOJpa3ieeHuil npeanpuarus?
a) Ycras

0) ITonoxxenune

B) UHCcTpyKLHS

r) [IpaBuia BHyTpeHHET0 pacropsika

13. Ha kakue 13 nepeuncieHHbIX IOKYMEHTOB HE CTaBUTCS IPUQ yTBEPKIEHUA?
a) IlItatHoe pacniucanue

0) YcraB

B) YKka3aHue

r) [IpaBuna

14. Kakoll U3 nepeynciIeHHbIX HUKE TOKYMEHTOB U3/1al0T BBICIIME U IEHTPAIbHbBIE OPraHbl KOJI-
JIETHAJIbHOTO YIPABJICHUS B LIEJSAX pa3pelleHus Hanbojiee BaXKHBIX 3a/ay, CTOSALINX Iepen daH-
HBIMU OpraHaMHu?

a) [Toctanosnenue

6) Pacnopsixenue

B) YKa3zaHue

r) [lpuxas

15. Kakoe kiro4eBO€ CII0BO UCIIOIB3YETCA B TEKCTE PACIIOPSIKEHUA?
a) [locranoBnsier

0) IIpuxasbiBaro

B) Pacnopsixaroch



r) O6s3BIBaIO

16. UTo U3 nepeyrciieHHOr0 HEe YKa3bIBAETCs B MEPBOM YaCTH TEKCTA MPOTOKOJIA?
a) @aMuims, UMsl, OTYECTBO IpesiceaTelis U CeKpeTaps coopaHus

6) Jlata cobpanus

B) CBeaeHus 0 NPUCYTCTBYIOIINX

r) [ToBecTka mHs

17.CxonbKo YacTel OyaeT B TEKCTE aKTa, COCTABJICHHOM II0 MTOTaM PEBU3UH, BBIIBHBIICH Psif
HapyIlIeHnn?

a) Onna

0) e

B) UeTkIpe

r) Tpu

18. KTo noanuceiBaeT akT?

a) PykoBoautens npeanpusaTus

0) IIpencenarenp KOMUCCUU

B) [Ipencenarens u cekperapb KOMUCCUU
r) [Ipencenarens v 4IeHbl KOMHUCCHHI

19. Ha xakue nucbMa CTaBUTCS 1e4atTh?
a) ConpoBoUTENbHbIE MHChMa

0) JupexTuBHBIC THCHMA

B) ["'apanTuiiHbIe THCHEMA

r) PexiiamMuble nucbma

20. Kakoit peKBU3UT B MUChbMax K MHOCTPAaHHBIM mapTHepaMm B coorBeTcTBUH ¢ ISO He sBisercs
00s13aTeNnbHBIM?

a) BerynurenbHoe oOpaiienue

0) 3aroI0BOK K TEKCTY

B) YKa3zaHue Ha MPUIOKEHHE

r) 3aKimrounTenbHas GopMya BEKINBOCTH

21. CKOIBbKO JIET XpaHsTCs MPUKA3bI 110 TUYHOMY COCTaBy?
a) 10 ner
0) 25 ner
B) 50 ner
r) 75 ner

22. B KakoM cirydae TpyJI0BOM 10roBOp XpaHuTes 75 met?

a) Ecnu oTCyTCTBYIOT pUKa3kl 10 IMYHOMY COCTABY

6) Eciiu noroBop cpouHsblit

B) Ecinu moce yBosibHEHUs! paOOTHHUK HE 3a0pall TPYIOBYIO KHUKKY

23.Kakue U3 nepeyrcIeHHbIX HIKE CBEICHUI HE 3aHOCST B TPYIOBYIO KHUXKKY?
a) ®amMuiIKs, UMs U OTYECTBO PaOOTHHKA

6) arta poxxaeHust pabOTHHKA

B) CBenieHNs 0 MpUeMe U YBOJIbHEHUH PabOTHHKA

r) BeiroBopsl, 00bsiBI€HHBIE PAOOTHUKY



24. B KakoM ciy4dae Ipu BHECEHHHM U3MEHEHHI B 3allMCH B TPYJOBOM KHUKKE CTapas 3amuch 3a-
YEepKUBAETCS OJIHOM YepTOH, IOCIE YETO JIeTaeTCs HOBas 3aluch?

a) Ecnu 3anuch caenana HempaBUIIBHO

0) Ecnn u3mennnuce cBeneHust 06 o0pa3oBaHum, npoeccuu, CrenuaaTbHOCTH

B) Eciin m3MeHumucy aHkeTHO-OMorpaduuecKkue TaHHbIe

r) Ecniu yBosipHEHue uin niepeBoj paboTHUKA IPU3HAHBI HE3AaKOHHBIMU

25. Korja paOOTHUKY BBIJIA€TCSl HA PYKH TPY10Basi KHUKKA?
a) B nenp yBonbHeHUs

0) 3a 1Be HEEIU 10 YBOJIbHEHHUS

B) 3a JIeHb 10 YBOJIbHEHUS

r) Ha cnenyronuii 1eHb nociae yBOJIbHEHUS

26. UTo HY>KHO JIeNaTh, €CJIH MOCIIe YBOJIBHEHHS pA0OOTHUK HE 3a0pajl TPYJOBYIO KHUKKY?
a) OTIpaBuTh TPYIOBYIO KHUKKY IO IOYTE HA JIOMAIIHUNA afpec paOOTHHUKA

0) OtnpaBUTH paOOTHUKY YBEIOMJICHUE O HEOOXOUMOCTH SIBUTHCS 32 TPYAOBOU KHMKKOM
B) XpaHHUTh TPYJOBYIO KHUKKY B OTJEJIC KaJIpoB 2 To/1a, a 3aTeM B apxuBe 50 neT

27. B KakoM U3 MEPEUUCICHHBIX HIKE JIMYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEIEHHUs 00 OTHOIIe-
HUU K BOMHCKOU 00s13aHHOCTH?

a) B aBroouorpadun

0) B 3asaBienun

B) B pestomMe o TpyaoBoit AeITeIbHOCTH

r) B noBepennocTu

28. Jlyis Kakhx BUJOB IOPHIAWYECKUX JIMIl B KAa4eCTBE YUPETUTEIHHBIX OKYMEHTOB HEOOXOIHM
YCTaB U y4YpPEAUTEIbHBIA JOTOBOP?

a) AKIIMOHEpPHOE OOIIECTBO

0) O611eCcTBO C OTPAaHUYECHHON OTBETCTBEHHOCTHIO

B) Kooneparus

r) [TonHoe ToBapuIIECTBO

29. Kakoif Bux rpucda orpaHH4eHUil J0OCTyNna HE HCHOJB3YETCs A JOKYMEHTOB, COJIEp KalluX
KOMMEpPUYECKYIO TaitHy?

a) Kondunenuumansao

6) Kommepueckas Taiina

B) CoBepIIEHHO CEKPETHO

r) CTporo KoH(pUIECHINAIBHO

30. Kakue u3 nepeuncieHHbIX HUXKe CBEIEHUI He MOTYT COCTABIIATh KOMMEPUYECKYIO TaiHy?
a) CBeneHUsI O CYIIHOCTH U300pETeHUI

6) OTueTsl 0 GPUHAHCOBOH EATEILHOCTH (PUPMBI

B) JIokyMeHTHI 00 yIuiaTe HajaoroB

r) JloroBOps! KyITU-TIPOJaKu

31. Kakue nuceMa B mpoliecce KCIeTUIMOHHON 00pabO0TKN HE BCKPBIBAIOTCS, a MEPEatoTCs ajpe-
cary B 3alle4aTaHHOM BuU/e?

a) ApecoBaHHbIE PYKOBOJUTEIIO MPEAIPUATHS

6) [Mucema c momeTkoi "nuuHO"

B) AZlpecOBaHHbBIE KOHKPETHOMY CTPYKTYPHOMY ITOJIpa3AEIICHUIO

r) [lucbMa 3aKkOHOAATENBHBIX U UCIIOJHUTENIBHBIX OPraHOB FOCY/IapCTBEHHON BIACTH



32. Ucnionb30BaHUE KAaKOW PETHCTPAIMOHHON (hOPMBI HE PEKOMEHTYETCsI U KPYITHBIX TI0 pa3Mepy
IpEIITPUATHI?

a) PeructpalinoHHO-KOHTPOJIbHBIE KAPTOUKU

0) IlepcoHanbHBIM KOMIBIOTEP

B) Perucrpanrionnbie xypHabl

33. Kakue u3 nepeyrciIeHHbIX HIKE IPU3HAKOB HE UCIIONB3YIOT MPU (POPMUPOBAHUU €T ?
a) HomuHanbHbI#M

0) [IpenMeTHO-BOIPOCHBIH

B) CTpyKTypHBII

r) XpOHOJIOTHYECKUI

34. Kakas HOMeHKJaTypa el sBIseTcS HOPMAaTUBHBIM JOKYMEHTOM M JOJIKHA 00s3aTeNbHO HC-
M0JI30BATHCS MPHU ONPEICICHUU IEPEUHS J1E]1, 3aBOAUMBIX HA IPEANPUATANA?

a) TunoBas HOMEHKJIATypa /e

0) [IpumepHas HOMEHKJIATypa J1eJ

B) HoMeHnknaTypa aen npeanpustus

35. Kakoe MakcuMaabHOE KOJIMYECTBO JIMCTOB MOXKET OBITh B Jeiie?
a) 200
0)250
B) 300
r) 350

36. Kakoil U3 nepeurcaeHHbIX 3ar0J0BKOB J€J1 COCTaBJIEH HENPaBUIbHO?
a) [Ipukassl AupexkTopa opraHu3alMy 1o JUYHOMY cocTaBy 3a 2008 roj
0) TpynoBbie noroBopa ¢ pabotaukamu 3a 2008 ron

B) CripaBOYHBIE MaTEpUATIBI

r) [lepenucka ¢ 3aka3uynkaMu 00 0TKa3e OT OIJIAThl CYETOB OPTaHU3AINH

37. UTo 13 MepeunciIeHHoro He OTHOCUTCA K dTarnaM Ipolecca opopMIIeHUS Je Ul Nepelaun UX
B apXxuB?

a) Hymepauus nucros nena

6) CocraBieHre BHYTPEHHEH onKcH JOKYMEHTOB Jiesia

B) Odopmienne o0JI0KKH Jena

r) OdopmileHNe HOMEHKIIATYPbI JIelT

38. Kakoe noHsATHE COOTBETCTBYET ONPEACICHUIO: "CUCTEMATU3UPOBAHHBIN [IEPEUEHD 3aBOJUMBIX B
OpraHM3aIiH JIe] ¢ yKa3aHUEeM CPOKOB MX XpaHeHus"?

a) Onuch Jen A nepeiauu ux B apxuB

06) Homenknarypa nen

B) AKT 3KCIEPTU3BI IIECHHOCTH TI0KYMEHTOB

r) BHyTpeHHsIst onuck J0KyMEHTOB Jielna

3.3 Pedepar

Jlenonpon3BoACTBO U €ro cTaHOBIIEHHE B Poccun
HopmartusHo-ipaBoBas 0a3za AeI0mpoOnu3BOACTBA

YHubuKanys u cranaapTu3alys B AeJI0MPOU3BOICTBE

CucremMa 10KyMEHTAIIMOHHOTO O0eCTeueHus yIpaBiIeHUs
Knaccugukarus nenoBoi JOKyMEeHTaIIH

3HavyeHue OJaHKa JOKYMEHTa U OCHOBHBIE IIPAaBUIIa €r0 O(OPMIICHUS

ook wdE



7. IlpaBuna BHyTpEHHEIrO TPYIOBOIO PACHOPsAKA.

8. TlonmoxxeHHe 0 CTPYKTYPHOM MPOU3BOACTBEHHOM HOJPA3ICIICHUH MPEAPUATHSI.

9. JloyKHOCTHAsi MHCTPYKIMs paOOTHHKA.

10. Ocobennoctu ohopMIIEHHUS PACHIOPSAUTENBEHBIX TOKYMEHTOB

11. OcoGeHHOCTH ACIOBOT0O OOIICHHS M TPEOOBAHUS K YIPABICHUYECKON MH(OPMAITIH.
12. OpunmranbHO-/1ET0BOM CTHIIB.

13. TpeboBaHusI K TEKCTaM JOKYMEHTOB.

14. OcobGeHHOCTH Pa3TUYHBIX BUIOB CIYKeOHOTO MUChMa

15. SI3BIK ¥ CTHIIB CTY)KEOHOTO TTHChMa

16. PanionanpHasi OpraHu3allMoOHHAsE CTPYKTYpa CIIy>KOBI 1€70MPON3BOICTBA

17. IlpumepHsbIii Tabenb GopM TOKYMEHTOB.

18. Opranuzanus pamoOHAIBHOTO IBM)KEHUS JTOKYMEHTOB BHYTPH OPTaHU3aLINH.

19. DTuKeT B 1€TOBOH MEPENHCKE

20. IIpaBumna opopmiieHHs] KOMMEPUYECKHX IHCEM K 3apyOeKHBIM MapTHEpam

21. TpynoBoO#i 1OTOBOpP: CTPYKTYpA, COAEPKAHUE U TOPSIIOK 3aKIFOUEHUS.

22. JIOKyMEHTUPOBAHHE PE3YJIBTATOB JCSTEIBHOCTH MIEPCOHATIA.

23. Benenue TpynoBoil KHUKKU paOOTHHUKA.

24. OdopmiieHue, BeZICHUE M XpaHEHHUE JTMYHBIX eIl

25. IIpaBoBBIC OCHOBaHUS 11 PAOOTHI ¢ OOpAIEHUSMH TPaXKIaH.

26. [TonaTue 1oroBopa M €ro BUIBI.

27. JlIokyMeHTaIMs 110 pacueTaMm, apeH e, CACIIKaAM.

28. OCHOBHBIC BU/IBI, 3a/1a491 ¥ (PYHKIIUH MPETEH3MOHHBIX JOKYMEHTOB.

29. Perucrpanus 1 nHAECKCALUSA JOKYMEHTOB: MOPAA0K, IpaBuia, GOpMBbl.

30. KoHTposts 32 HCIIOTHEHHEM JIOKYMEHTOB: STAIlbl H CPOKU KOHTPOJISL.

31. DkcnepTH3a LEHHOCTH JOKYMEHTOB U JOKYMEHTHOW MH(pOPMAaLIUH.

32. lonsitue apxuBa u uctopusi GopMupoBanusi [ ocynapcTBeHHON apXUBHOM ¢y Ob1 PO.
33. CocTaB U HamnpaBJIeHUs 3aIUThl JOKYMEHTHOW HHPOpMALIUK.

34. Cucrema 3amuThl IEHHOW HHPOPMALIUU ¥ KOHPUICHIIHATBHBIX TOKYMEHTOB.

35. 3amuTa KOHGUASHIMATFHON HH()OPMAIIUK ITPH MTPOBEAECHUH COBEIIAHUI U IEPErOBOPOB.

3.4 IlpakTuyeckue 3axanus (THNOBbIE CHTYAIIHOHHBIE 32/1a9M)
3aganue 1.

CocraBbTe IITaTHOE paclucaHue amnmapara ynpasieHus npeanpustus (10-15 denosek).

PexBusut «TekcT» naercss B Bujie TaOIUIIBI (CM. 0Opa3ell B KOHIIE pabouei TeTpain).
3ananue 2.

CocraBbTe npuka3 1o crpoutensHomy npeanpustuto OO0 «Mactep» 0 HepaBUIBLHOM HC-
MOJIb30BAaHUU CTPOUTENIBHBIX OTXO0/0B. BO BBOJHON YacTH yKaXkuTe, YTO HpU MpPOBEpKe pabOThI
CKJIaJia MAJIOMATEePHAJIOB YCTAHOBIICHBI (PaKThl OTIYCKA B KOTEIBHYIO JIJISI CKUTAHUS OTXOJIOB ITH-
JoMaTepHuanoB AITUHHOHN cBbiie 20 cM. B 3akiIounTeNnbHOM YacTH ClieAyeT AaTh yKa3aHUs 3aBealy-
IOLIEMY CKJIaJIOM OPraHU30BaTh pabOTy MO peanu3alii OTXO0A0B YaCTHBIM JINLIAM.

3ananue3.

Cocrasbte npuka3 no 3A0 «IIporpecc» 00 uTorax peBU3MOHHOM MpPOBEpPKU (HPUHAHCOBOTO
yueTa. B KoHCTaTHpyIOIel 4acTH yKakuTe, 4To peBU3ueil oOHapy eHbl (hakThl rpyOoro Hapyie-
HUSl (UHAHCOBOTO Y4€Ta, OTCYTCTBHE OTYETHOCTH 10 KOMAaHIUPOBKAM U JKypHaja ydera JI0BEpeH-
HocTell. B pacnopsauTensHON yacTu 0OBSBUTE BBITOBOP TJIaBHOMY OyXraiaTepy M JaiTe eMy 3aja-
HHE Ha pa3pabOTKy Mep M0 YCTPAHEHHIO HEOCTATKOB B pabOTe €ro NoApa3/iesIeHusl.

3aganue 4.

CocraBbte mpuka3 o 3A0 «BeiMnen» o0 yCTaHOBJIEHHH €IMHOTO pexuma paboThl IeH-
TpaJbHBIX CKJIQJ0B. B KOHCTaTUpyroIel YacTu OTMEThTE, YTO OTITYCK IleXaM MaTepHUajoB CO CKia-
JIOB MIPEIIPUATHS B T€UeHHE padoyero JIHA HapyllaeT HOpMajibHYI0 pabOTy CKIIaJICKOTO armapara.
B pacnopsauTenbHON YacTH YKa)KUTE KOHKPETHBIE Yachl OTITyCKa MaTepUANIOB CO CKJI 0B, HA30BH-
T€ KOHKPETHBIX JOJDKHOCTHBIX JIMI] (B TUPEKIIMHU U 1IeXaxX ), KOTOpble OTBEYAIOT 3a MEePEBOJ CKIIAaI0B



Ha 0oJjiee palMOHANbHBIN pexuM paboThl. OcTanbHbIE MYHKTHI B PACHOPSAUTEIBHON YacTu U JApY-
TH€ PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.
3aganue 5

CocTaBbTe NPOTOKOI 3acE€JaHUS] MHBEHTApU3aLlMOHHON KOMUCCHH 3aB0OJIa CEJIbCKOX 03511~
CTBEHHBIX MallllH, HA KOTOPOM PacCMaTpPUBAJICS BOIIPOC O Pe3yNIbTaTaxX MHBEHTAPU3ALNH 10 CKJIa-
ny Ne 2 BcriomoraTenbHbIX MaTtepuanoB. Ha 3acenanuu ObI10 IPUHATO OCTAHOBJIEHUE 00 yTBEp-
JKICHUH PE3yJIbTaTOB MHBEHTAPU3aLMU U OTHECEHUS 3a CUET 3aBEAYIOLIETO CKIaZI0M HEIOCTaYU
BCIIOMOTATeNbHBIX MaTepuasioB B cymme | Toic. 400 pyOrieid, a Takxe 3a4UTaHbl CAMYUTEIbHAs Be-
JOMOCTb 110 ckiaxy Ne 2 u oObsICHUTENIbHAS 3allMCKa 3aBeAyHolIero ckinagoM. OcTanbHble JTaHHbIE
OIpEENIUTE M0 CBOEMY YCMOTPEHUIO.

3aganue 6

CocraBbTe TOKJIAIHYIO 3aIIUCKY IJIaBHOT'O OyXTajnTepa pyKOBOAUTENIO IPEIIPUITUS O
HE00XO0IMMOCTH LIEHTPAIM3alUU PACYE€TOB ¢ paOOTHUKAMHU Ipeanpuatus. B 00g3aHHOCTH y4eTHBIX
pabOTHUKOB MOAPA3ACICHUNA JOIKHO BXOAUTH JIUIIb OPOPMIICHHE IEPBUYHBIX JJOKYMEHTOB I10
yueTy BelpaOoTKH. B noknanHoi 3amucke He0OXOAMMO J1aTh MPEUIOKEHUS O IIEPECMOTpe ILTAaTOB
YUYETHBIX PAOOTHUKOB B MOIPA3ACICHUSAX MPEIIPUATHS U TTIABHOU OyXTraJTepuu U3 pacueTa oo1e-
ro COKpalleHusl ITaToB He MeHee ueM Ha 20%.

3aganue 7.

CocraBbTe NOKJIAIHYIO 3aIKMCKY IJIaBHOTO OyXrajarepa JUPEKTOpYy HpeanpusTis 00 uTorax
paboThl MO MEHTPATU3AIMKN PacyeToB ¢ pabounmu u ciayxamumu B BLl npeanpusitus. Lentpanu-
3alUsl pacyeToB Jlajla BOZMOXKHOCTh IEPEBECTU Ha JIPYTyro padoTy MATh OyXrajiTepoB Mojpasjaese-
HUH, YMEHBIINTH OIIMOKH B pacyerax, YCHJIUTh KOHTPOJIb 3a pacxojaoBaHueM (oHIa 3apadOTHOMH
1athl. B 3aKi1roueHn He00X0AUMO NTOCTaBUTh BOIIPOC O MPEMUPOBAHUU PAOOTHUKOB OyXranaTrepuu
u Bll, obecneunBIMX mepexo/i Ha HEHTPAIN30BAaHHBIN pacueT 3apaOdO0THOW IUIATHl IO TPEANPHS-
TUI0. OCTaJIbHBIE JaHHBIE YKA)KUTE CAMOCTOSTENBHO.

3aganue 8.

CocrtaBbTe NUCHMO-TIPUTTIAILICHUE OPraHU3allMOHHOTO KOMHUTETa «DKCIOLEHTP ArpoOu3Hec
UepHo3eMbsi» C NPEJIOKEHUEM MMOCETUTh CHEUATN3UPOBAHHYIO BBICTaBKY «JKOHOMHS MaTepu-
IBHBIX M TOIJIMBHO-3HEPIeTUUYECKHX PECYPCOB B CEILCKOM XO03dicTBEe». BricTaBka Oyzner mpoxo-
JIUTh B TaBWJILOHE BBICTABOYHOTO KoMIuiekca BI'AY, r. Boponex.

3ananue 9.

CocraBbTe MucbMO-0TBET TUNOrpaduu uzaarenscrsa «Hayka» B agpec OOO «Tpunuka» o

BO3MOYKHOCTH BBITIOJHUTH 3aKa3 Ha U3TOTOBJIEHUE OJIaHKOB y4eTa U OTYETHOCTH.
3aganue 10.

CocTaBbTe NMUCHMO-U3BEIIEHNE BOpPOHEKCKOro 3aBoja TSKENBIX MEXaHMUECKHUX IPECCOB

3A0 «IlaptHep» B r. KeMepoBo 0 npuunHax 3a7epKKH MOCTaBOK 000PYOBaHUS.
3ananue 11

CocraBbTe nH(popMaronHoe nucbMo 3A0 «BoponexaBronop», 6onrapckoit pupme «Ok-
CUTPOJIbY» O BO3MOKHOCTH NPOAAKW COBPEMEHHBIX THIpaBindeckux KpaHoB. Llena kpana 5500
nosmapos CIIA.

Samanue 12.

CocraBbTe MUCBMO-TIPOCKOY KOMMepueckoro npeanpusatus «llapTaep» nnamniickoil pupme

«/lelipn TEKC» O MOCTaBKE NOPTHEPHOM TKAHU U TEKCTHJIS.



4. Meroanueckue MaTepHaJibl, ONpeAesiolMe MPOUeAypPy OLEHUBAHHUS
3HAHMI, YMEHHii, HABBIKOB U (WJIH) ONBITA JeSITeJHbHOCTH, XapaKTePH3yIIHNX
3Tanbl POPMHUPOBAHUS KOMIIETEHIIUIH

4.1 IoJsio:xkeHue 0 ¢gopMax, NEPUOAMIHOCTH U MOPSAAKe NMPOBEACHUA TEKY-
1ero KOHTPOJIA yCIIeBaeMOCTH U IPOMEKYTOYHOM aTTecTanuu ody4yarommxcs Il
BI'AY 1.1.05-2014

4.2 MeToan4yecKue YKa3aHus 10 MPOBeAECHUI0 TEKYero KOHTPOJIs

1. | Cpoku npoBeneHust TeKyero KoH- | Ha npaktuueckux 3aHATHIX

TPOJIs
2. | Mecto u Bpems MpoOBeACHUS TEeKy- | B ydueOHON ayauTopum B TE€YEHHE NPAKTUYECKOTO
1IEr0 KOHTPOJIS 3aHATHS

3. | TpeboBanuss k  TexHuueckomy | B coorBercTBuu ¢ OITOII u paboueit mporpammoii
OCHAILIEHUIO ayAUTOPUU

4. | ®.1.0. npenonasarens (eit), npo- | Konosanosa C.H.
BOJISIIIUX MPOIICTYPY KOHTPOJIIS

5. | Bug u dpopma 3ananuii CobecenoBanue

6. | Bpems uist BBITTOJIHEHUS 33 JaHUI B T€YECHHE 3aHATHUSA

7. | BO3MOXHOCTbh HCIIONB30BaHUM 10- | OOy4aronuiicss MOKET MOJIb30BAThCS JTOMOTHUTEINb-
TTOJIHUTEJIBHBIX MAaTEPHAJIOB. HBIMH MaTepHaJIaMu

8. | ®.1.0. npenogasarens (ei), oopa- | Konosanosa C.H.
0aTBIBAIONINX PE3YIIbTATHI

9. | MeTozp!l OLIEHKH pe3yJIbTaToB OKCIIepTHBIN

10. | [IpexpsBrneHme pe3ynbTaTOB OreHKa BBICTABIISICTCS B JKYpHAII/ZIOBOJUTCS JIO CBE-
JIeHHsl 00y4aroIKXCsl B TeUEHUE 3aHATUS

11. | Anemnsiuus pe3ynbTaToB B nopsinke, yCTaHOBIEHHOM HOPMAaTHBHBIMHU JOKY-

MEHTaMH, PEryIupyoIMMI 00pa30BaTEIbHbBIN MPO-
necc B Boponexckom 'AY

4.3 Kiawuu (0TBeTbl) K KOHTPOJIbHBbIM 33aJJaHUSIM, MaTepuajiaM, He00OXo-

JTUMBIM IJIS1 OEHKH 3HAHUH

Kirou Kk Tectram

1 A 14 A 27 A
2 A 15 r 28 b
3 A 16 b 29 B
4 b 17 I 30 B
5 B 18 r 31 b
6 A 19 B 32 B
7 B 20 b 33 B
8 b 21 r 34 A
9 B 22 A 35 b
10 B 23 r 36 B
11 r 24 B 37 I
12 b 25 b 38 b
13 B 26 b - -




