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DOoH/ OLICHOYHBIX CPECTB

no qucuuiuinae b1.B.JIB.13.1 JlokymeHTHpOBaHME yIpaBIE€HUYECKON AESITEIbHOCTH
1u1st HanpassieHust moarotoBku 38.03.02 «MenemxMeHT»
(mpodmtb moaroroBku «IIpon3BoacTBeHHBIN MeHEHKMEHT B ATTK»)
MIPUKJIATHON OaKamaBpuat



1.

Ilepeyenb KOMIETEHUUI ¢ yKa3aHHEM JITAnoB UX (popMuUpOBa-

HHS B MPoOIecce OCBOEHHS 00pa30BaTeIbHON MPOrpaMMbl

Nupekc | DopmynupoBka Paznensl [UCIUIIIIMHEI
112 |3 (4|56 |7 |81]9 |10
IIK - 20 | BnageHWe HaBBIKAMU MTOATOTOBKH OpTaHU- + |+ |+ +
3aIIMOHHBIX M PACHIOPSAAUTEIBHBIX JIOKY-
MEHTOB, HEOOXOAMMBIX ISl CO3IaHHs HO-
BBIX MPEANPUHUMATEIBLCKUX CTPYKTYP
OIIK - 4 | ctocoOHOCTH OCYIIECTBIISATH ACIOBOE 00- + + |+ |+ [+ |+ |+ 4+

IIEHHE U MyOJIMYHbIE BHICTYIIJICHUS, BECTU
MEPErOBOPHI, COBELIAHUS, OCYLIECTBISATh
JIENIOBYIO MEPENUCKY U MOAIEP>KUBAThH
ANEKTPOHHBIE KOMMYHUKAIIMH

2. OnucaHue moka3aresieili 1 KpUTepHeB OLEHUBAHUS KOMIETEHIUMH

Ha pa3/iMYHbIX 3TallaxX UX (l)OpMHpOBaHI/IH, OIMHCaHHC IIKAJ ONCHUBAHHUA

2.1 llIkajga akaaeMH4YeCKHX OLEHOK OCBOECHMSA JUCIMILINHBI

Bungsr onienok

Oneuku

AxaneMuyeckas
OLIEHKA 110
2-X OaiIbHOM
nkase (3a4er)

HC 3a4TCHO

3a4TCHO




2.2 Tekymuii KOHTPOJIb

Ne 3anmanus
Coneprxanue dopma orre- .
Pasznen P TexHonorus p [Toporoserii | IloBbimeH- o
TpeOoBaHUS B HOYHOTO . Bricokwuit
Kon [Tnaaupyemblie pe3yiabTaThl JTUCITH- dbopmupoBa- YpOBEHb HBI ypo-
paspese pas3zeion CpencTBa YPOBEHB
TUTUHBI HUs (ynosm../ BEHb (X0-
JUACITUILITAHBI (KoHTpOJIS) (OTIMYHO)
3a4TEHO) potio)

I[IK-20 | - 3naTh: 1-3,9 |3uanus 06 oOmux | Jlexmus, YcerHbiit Tectet u3- | Tectet  u3- | Tectol  u3-
OCHOBHBIE MOJIOKEHHUS TIO JOKY- TpeOOBaHUAX K | MpaKTHYeCKas | Ompoc, Te- | 3aJaHusA 3aganudg 3.2 | 3amanug 3.2
MEHTUPOBAHUIO  YIpaBJeHYE- JIOKYMEHTaM. pabora, camo- | ctupoBaHue, | 3.2 Pedepar wu3 | Pedepar uz
CKOW JIeSITENIbHOCTH; YyHH(UKa- 3HaHUE  OCHOB- | CTOSITEJIbHAS pedepar Pedepar u3 | 3amanus 3.3 | 3amanus 3.3
[UI0 ¥ CTAaHAAPTHU3AIUIO YIIPaB- HBIX mpaBmiI | pabora 3a/laHus [Mpaktuue- | [IpakTude-
JIEHYECKUX JTOKYMEHTOB, TIPaBH- obopmIieHUs Op- 3.3 CKHE 3aJa- | CKue 3aja-
na pa3paboTku U ohOpMIICHHS TaHU3aI[MOHHO- [IpakTude- | HUSI W3 pa3- | HASL U3 pa3-
JIOKYMEHTOB; pacnopsaIuTeb- CKue 3ama- | gena 3.4. nena 3.4.

- YMeTh: HBIX JOKYMEHTOB. HUS U3 pas-
COCTaBJISITH U OQOPMIIATH JIOKY- nena 3.4.

MeHTEHI 110 ocHOBe 'OCToB;
- MMeTh HAaBBIKM WJIH OMNBIT
AeSITeJIbHOCTH:

HaBBIKAMH COCTABJICHUS TEK-
CTOB OpraHHU3aIMOHHO-
pPacHopsSITUTENbHBIX  JIOKYMEH-
TOB, oOecneunBaromux 3¢hdex-
THUBHBIE MEXJIMYHOCTHBIE KOM-
MYHHMKAIlMM B TPOILIECCE YIPaB-
JICHUSI TPEANPUATHSIMUA U Opra-
HU3ALUSIMH




OK -4

- 3HATH:
NnopsiAoK, (OpMy pErucTpanuu
JIOKYMEHTOB, dhopmupoBaHue

Jiena, COCTaBIIGHUST HOMEHKJIA-
TYpbl J1€J, XpaHEHUsS JOKYyMEH-
TOB; TpaBWJIA COCTABJICHHS JIe-
JIOBBIX IMHCEM; MpaBUja BEICHUS
JOKYMEHTOB IO JTUYHOMY COCTa-
BY; IIpaBmia paboThI C JOKYMEH-
TaMHd, COJEepXKallUMHU KOH(DU-
JEHITNATFHYIO HH()OPMAITHIO.

- yMeThb:

OpraHU30BBIBaTh PabOTy C JO-
KyMEHTaMH B OpraHU3allid, B
TOM 4YHCIIE COJAEPKAIIUMHU KOH-
¢buneHIMaNBEHYI0 HH(OPMAIIHIO;
JOKYMEHTUPOBaTh JIMYHYIO H
YIPaBIEHYECKYIO JIEATETHHOCTb.
- - MMeTh HABBIKH WJIM OMbIT
AeSITeJIbHOCTH:

HaBbIKAMU BECHHUS JIETIONPO-
W3BOJICTBEHHOTO npoiiecca,
BKJTFOYAIOIIETO odopmiieHue,
JIBUKCHUE JIOKYMEHTOB, KOH-
TPOJb UCHOJHEHHS, IJIaHOBO-
CIPAaBOYHYIO M AHATUTHYECKYIO
paboTy, B TOM 4ncie IpH paboTe
C KOH(pHUAEHIMATbHONH HH(pOp-
Maluei.

2,4-10

3HaHUS TpaBUJI
COCTaBIICHUSI WH-
dbopmMaroHHO-
CIPAaBOYHBIX  JIO-
KYMEHTOB, B TOM
quciIe  conepiKa-
IUMU KoH(pU-
JEHITUATBHYIO
uHpopMmaruo u
MOCEAYOLIEN
paboTHI C HUMH.
3HaHME NpaBUII
COCTaBJICHUE Jie-
JIOBBIX MUCEM,
BEJCHUS  JOKY-
MEHTOB TO JIH4-
HOMY COCTaBy.
3HaHME Hampas-
JIEHU COBEpILICH-
CTBOBaHHUS  CHU-
cremsl JIOY

Jlekmus,
MpaKTHYecKas
paboTa, camo-
CTOSITENIbHAS
pabota

YcTHBIN
orpoc, Te-
CTUPOBaHMUE,
pedepat

TecTsl
3a1aHusA
3.2
Pedepar u3
3a/laHus
3.3
[IpakTrue-
CKUE 3aja-
HUS U3 pas-
nena 3.4.

ns3-

TecTtel m3-
3amanus 3.2
Pedepar wu3
3amanus 3.3
[TpakTnue-

CKHEe 3aja-
HUS U3 pas-
nena 3.4.

Tecter u3-
3amanus 3.2
Pedepar uz
3ajanus 3.3
[IpakTrue-
CKue 3aja-
HUS U3 pa3-
nena 3.4.




2.3 IlpoMexkyTOUHAsI aTTECTALMS

®dopma Ne3amanus
TexHosorus —
oueHo4YHOro | IToporoBerii . .
Kon [Imanupyembie pe3ybTaThbl dbopmupo- [loBbilieHHBIN] Bpicokuit
CpeacTna YpOBEHb
BaHUs YpOBEHb YpOBEHB
(KOHTpPOJIST) (3auer)
TIK - 3HATh: Jlekmus, 3auer Bonpocsr k
20 OCHOBHBIC OJIOKCHHS 110 JOKYMEHTHPOBAHUIO YIPAaBICHYCCKON Aesl- | mpakThue- 3a4eTy U3
TEIbHOCTH; YHUPUKALMIO ¥ CTAHaPTU3ALMIO YIPABICHYECKUX JOKY- | opng pabo- pasnena 3.1.
MEHTOB, ITpaBujIa pa3padoTKu U 0OPMIICHHS TOKYMEHTOB; T4, CAMO
- YM€Thb: ’
COCTaBJIAITH M 0POpMIIATE JOKyMEeHTHI 110 ocHOBe ['OCToB; CTOATCIL-
- HMeTh HABBIKH WJIHU ONBIT AeATEJbHOCTH: Hasi paboTa
HaBbIKaMU COCTaBJICHUS TEKCTOB OpraHU3aIMOHHO-
pacHoOpSANTENBHBIX JTOKYMEHTOB, oOecrednBaronmx 3 QeKTUBHBIC
MEXJIMYHOCTHBIE KOMMYHUKALIUU B TPOLIECCE YIPABICHUS MPEIIpHsi-
TUSIMU U OPTaHU3ALUSIMHA
OK-4 | - 3Hath: Jlekmus, 3auer Bonpocsr k
NOPSIIOK, (POPMY PErMCTpalvii JOKYMEHTOB, (POPMUPOBAHHUE JIENA, CO- | mpakTHUe- 3a4eTy U3
CTaBIICHHs HOMEHKIATYPBI /e, XPAHEHHs JOKYMEHTOB; MPABHIA CO- | cxag naGo- pasnena 3.1.
CTaBJICHUS JIETIOBBIX ITUCEM; IPABHIIA BE/ICHUs JOKYMEHTOB M0 JINYHO- |
My COCTaBy; MpaBMjia pabOThHI C TIOKYMEHTaMH, COAEpKAUMU KOH(U- ’
JICHIMATbHYIO HH(DOpMAITHIO. CTOATENB-
Has paborta

- yMeThb:
OpPraHU30BBIBAaTh PadOTYy C TIOKYMEHTaMM B OPTaHU3aIlH, B TOM YHCIIE
coJlepKalluMK KOH(UISHIIMATBbHYIO HHOOPMALINIO; TOKYMEHTHPOBAThH
JUYHYIO ¥ YIIPABJIECHYECKYIO AE€ATEIbHOCTb.
- - MIMeTh HABBIKHM MJIM OIBIT AeSATeIbHOCTH

HaBbIKAMHU BEJEHMS JEJIONPOU3BOACTBEHHOIO MPOLECCA, BKIIOYA-
1o1ero ogopmieHue, IBUKEHHE JOKYMEHTOB, KOHTPOJIb MCIIOIHEHHUS,
IUIAHOBO-CIIPAaBOYHYIO U AHAIMTUYECKYIO0 paboTy, B TOM YHUCIE IPH

pabote ¢ KOHpHUACHITMATHHOU HHPOPMALTUECH.




2.4 Kpurepum olleHKH Ha 3a4eTe

Ouenka

Kputepun

«GBavyTCHO»

BBICTABIIACTCS CTYACHTaM, OOHAPYKMBILUM IOJHOE 3HaHHWE Y4EOHOIro mMaTepuana,
YCHEIIHO BBIIOJHIOUIUM MPEAYCMOTPEHHBIE B IIPOrpaMMe 3aJaHusl, JEMOHCTPHU-
pyIolIe CUCTeMaTHYeCKHH XapaKkTep 3HAHUH M0 TUCHUIUINHE U CIIOCOOHBIE K MX
CaMOCTOSITETFHOMY TIOTIOJTHEHHWIO W OOHOBJICHUIO B XOJZI€ JAJbHEUIICH y4eOHOM
paboTHI U IPOPECCHOHANTBHOM NIEATEITHBHOCTH.

«HE3AYTCHO»

BBICTABJISIETCS CTyJCHTaM, OOHAPY>KUBIINUM MPOOEIHI B 3HAHUSAX OCHOBHOTO y4eO-
HOTO MaTepuana, IOMyCKAIOUIMM NPUHIUINHAIbHBIE OMIMOKM B BBINOJHEHUU
MPEAYCMOTPEHHBIX MPOrpaMMoil 3agaHui. Takol OLIEHKH 3aCIyKHUBarOT OTBETHI
CTYJIEHTOB, HOCAIIWE HECUCTEMATHU3WPOBAHHBIM, OTPHIBOYHBIN, MOBEPXHOCTHBIN
XapakTep, Korja CTyACHT HE MOHUMAET CYILECTBA M3JIara€MbIX UM BOIIPOCOB, YTO
CBHUACTCIBCTBYCT O TOM, UYTO CTYACHT HC MOXCT AAJIbLIC IMPOAOIXKATh o6yquI/Ie
WJTU TIPUCTYNATh K MPO(PECCUOHAILHON JISATETLHOCTH 0€3 JIOTOJIHUTEIBHBIX 3aHs-
THI IO COOTBETCTBYIOWIEN TUCITUILINHE.

2.5 Kpurtepnu oueHKH YCTHOTO ONpoca

Onenka Kpurepun

BBICTABIIIETCS 00y4YaroIIeMycsl, €CIM OH YETKO BBIPAXKAET CBOIO TOUY

«OTIIUYHO» 3pCHHUA MO pacCMaTpuBaCMbIM BOIIPpOCaM, IMPUBOAA COOTBCTCTBYIOIIHNC
PUMEPBI
BBICTABJISICTCA 06 arnmemMycia, €CJIu OH OIIYCKAa€T OTACIBHBIC IIO-
«XOPOIIIO» YHAIOTEMYCH, AOIY A

T'PCIIHOCTH B OTBETC

«KYOOBJICTBOPUTCIIEHO»

BBICTABIIIETCS 0OydJaroleMycsi, €clii OH OOHapyXuBaeT MpoOesl B
3HAHMUAX OCHOBHOTO y4eOHO-IIPOrpaMMHOT0 MaTepHraja

«HEYJOBJIETBOPUTEIILHO»

BBICTABJISICTCS OOYyYaloleMycsl, €CJIM OH OOHapy>KHBAaeT CYIIECTBCH-
HbIe TTPOOEIIBl B 3HAHUSIX OCHOBHBIX IMOJOKEHUW YIEOHON AUCIIUTLIH-
Hbl, HEYMEHHE C IIOMOIIBLIO TIpernojaBaTelis MOJYYUTh IMPaBUIbHOE
pellleHre KOHKPETHOM MPaKTUUECKOW 3aJauyd M3 Yuciia MPeayCcMOT-

pEHHBIX pabouel mporpaMMoi yueOHOM TUCITUILIMHBI

2.6. Kputepuu ouenku pedeparon

Ouenka

Kputepun

«OTIUYHO»

BBICTABJISIETCS, €CIIM padoTa CTyJEHTa HalKWCaHa TPAMOTHBIM HAYYHBIM SI3BIKOM,
uMeeT YETKYI0 CTPYKTYpPY U JIOTHKY H3JI0KEHUsI, TOUKa 3peHHs CTyIeHTa 000CHO-
BaHa, B pa0OTE MPHUCYTCTBYIOT CCHUIKHM HA MPUMEPHI U3 MPAKTHKH OM3HECa, MHEHUS
M3BECTHBIX YUEHBIX B JaHHOI obmactu. CTyneHT paboTe BBIABUTACT HOBBIC UIEU U
TPAKTOBKH, IEMOHCTPUPYET CIIOCOOHOCTh AaHAJTM3UPOBATh MaTepUall.

«Xopomo»

BBICTABIIAETCS, €Clii padoTa CTyJEHTAa HalKCaHa TPAaMOTHBIM HAayYHBIM S3BIKOM,
UMeeT YETKYIO CTPYKTYPY M JIOTHKY U3JI0KEHHsI, TOUKa 3pEHHsI CTyJeHTa 000CHO-
BaHa, B paboTe MPUCYTCTBYIOT CChUIKA MHEHHS M3BECTHBIX YUEHBIX B JaHHOM 00-
JIACTH.

«YIOBIIETBOPU
TEJIBHO

BBICTABIIIECTCS, €CJIM CTYIEHT BBIIIOJHWI 3a/IaHUE, OJJHAKO HE IIPOJAEMOHCTPHUPOBAI
CIOCOOHOCTh K HayYHOMY aHaJHN3y, HE BBICKa3bIBajl B paboTe CBOET0 MHEHUS, J0-
MYCTHJI ONIMOKHU B JIOTHYECKOM 00OCHOBAHUHU CBOETO OTBETA.

«HECYIOOBJICTBO
PHUTCIIBHO»

BBICTABIIAETCS, €CJIM CTYACHT HE BBIMOJHWI 3aJaHHe, WU BBIIOJIHWI ero ¢op-
MajbHO, OTBETHJI Ha 3aJlaHHBIA BOMPOC, MPU STOM HE CChUIAJCS HA MHEHUS yué-
HBIX, HE TPAKTOBAJ HOPMATUBHO-TIPABOBbIE aKThl, HE BHICKA3bIBAJl CBOEIO MHEHUS,
HE MPOSIBIJI CIIOCOOHOCTH K aHallu3y, TO €CTh B IIEJIOM LIeTb pedepara He JOCTHUT-
HyTa.




2.7. Kputepuu OlleHKH TECTOB

Crynenu ypoBHei OTanuuTeNbHbIE TPU3HAKU [Tokaszarens omeHku cdop-
OCBOEHHS KOMIIETEH- MHUPOBAHHON KOMIETEHIIUHI
17071

OOyuaromumiicst Bocrpou3BoauT TepMmu- | He menee 55 % OamnoB 3a

[Toporossrii HBI, OCHOBHBIE TIOHATHUS, CIOCOOCH y3Ha- | 3aJaHUs TecTa.
BaTh SI3BbIKOBBIC SIBJICHUSI.
OOyuaromumiicst BBISBISET B3auMocBs3u, | He menee 75 % OamnoB 3a
TponsumyTHii KJIAaCCU(UIUPYET, YIOPSAOUYMBAET, HWH- | 3aJaHUs TECTa.
TEPIPETUPYET, TPUMEHSET Ha TMPAKTHUKE
MPONJEHHBIA MaTepHall.
Bhicokuit OO6yuaromuiicst aHanu3upyer, oleHuBaet, | He menee 90 % OamoB 3a

IIPOrHO3HPYET, KOHCTPYHUPYET. 3a/1aHus TECTA.

Kommerenmusa ne
chopmHpoBaHa

Menee 55 % OGayuioB 3a 3a-
JaHus TecTa.

2.8. KpuTepuu olleHKH MPAKTHYECKHUX 3a/1a4

Onenka

Kpurepun

«OTIINYHO»

CTaBUTCS, €CIIH 00yJarOIIUIICs IEMOHCTPUPYET 3HAHHUE TEOPETHUYECKOTO U
NPaKTUYECKOr0 MaTepualia Mo TeMe NPaKTUYeCKOl paboThl, ONpeeseT B3au-
MOCBSI3U MEX]ly MOKa3aTeNsIMHU 3aaul, Ja€T MPaBUIIbHBIN allTOPUTM PEIICHHUS,
ONpeAEIAeT MEXIUCIUIUIMHAPHBIE CBSA3H 110 YCIOBHUIO 3a/1aHUS.

«XOpOILIOY

CTaBUTCS, €CJIM OOYYarOIIMUNCS IEMOHCTPUPYET 3HAHUE TEOPETUYECKOIO U
PaKTUYECKOro MaTepuala Mo TeMe MPaKTUYeCKOoi paboThl, JoIycKas He3Ha-
YUTEIIbHBIE HETOYHOCTH IPHU DPEIICHUM 3a1a4, UMEs HEIOJIHOC MOHMMAaHHE
MEKIUCIUTUTMHAPHBIX CBSI3€M MPU MPaBUIBHOM BBIOOpE aJropuTMa PEeLIeHHs
3aJaHusl.

«yAOBIETBOPU-
TEJTHHO»

CTaBUTCS, €CJIM OOYYAIOIIUICS 3aTPyAHSETCS C MPAaBWIBHOW OLIEHKOM
MPEIOKCHHOW 3a/1auu, JaeT HETOJHBIM OTBET, TPEOYIONIUN HaBOJISIINX
BOIIPOCOB TperoaBaTelis, BIOOp alrOpUTMa PEIICHUS 3a/1a9l BO3MOKEH
MIPYM HABOJSIIIMX BOMPOCAX MPENOJaBaTEes.

«HEYJIOBJIETBOPH-
TEIBHO»

CTaBUTCS, €CJIM OOYYaIOIIMICS JaeT HEBEPHYIO OLEHKY CHTYyallld, Hempa-
BUJIbHO BBIOMPAET QJITOPUTM JEHCTBUIA.

2.9 Jlomyck K ciave 3a4era

1.ITocemenue 3austuid. Jlomyckaercs OJUH MPOIYCK 0e3 MpeabsABICHUS CIPABKH.
2. BeimoHeHNE caMOCTOSTEIbHON PabOTHI.
3. AKTHBHOE yJacTHe B paboTe Ha 3aHATHSIX.

3. Tunosble KOHTPOJIbHBIC 3aJaHUA WJIH UHbIC MaTEpHUaJbl, HEOﬁXOI{I’IMbIe

JJIsl OlleHKU 3HAHWIA, YMEHUil, HABLIKOB M (MJIM) ONBITA [IeATEJbHOCTH, XapaK-

TEPU3YIOIINX 3Tanbl (POPMUPOBAHHUSA KOMIIETEHIM B Mpolecce 0CBOeHHs 00pa-

30BaTeJIbHOH NPOIrPaAMMBbI




©COoNO~WNE

10.
11.
12.
13.
14.
15.
16.

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 Bonpocel Kk 3auery

Urto Takoe JeI0npOr3BOJCTBO U KaK OHO MOXKET OBITh OPTraHM30BAHO HA MPEATIPUATUHU?

UTo Takoe JOKYMEHT M KaKoBa €ro pojb B YIIPABICHYECKOU IEITEIBbHOCTH?

Uro Takoe yHU(PUKALWS U CTAHIAPTU3AIMS YIIPABIEHYECKUX JOKYMEHTOB?

Kakue BUIbI JOKYMEHTOB CYILIECTBYIOT?

Urto Takoe OaHK TOKYMEHTA U B YEM COCTOUT €r0 3HA4YCHUE P 0GOPMIICHUH JOKYMEHTOB?
Kakune ocoOeHHOCTH XapaKTepHBI i 0011ero OjJanka u OJaHKa JIs TIcem?

Kak odopmisiercst Ycras npennpusrus?

KaxoBbl ocobeHHOCTH 0()OpPMIICHHS IITATHOTO PacUCaHus?

KaxoBsI 0011111e ipaBuia 0(OpMIICHHS paCIOPSAIUTENBHBIX JOKYMEHTOB: IOCTAHOBIICHUS, pe-
HICHUSI, PACTIOPSKEHUS U TpUKa3a?

Kakum o0pazom oopmitsieTcst mpukas Mo OCHOBHOM J€ATEIbHOCTHU?

Yrto Takoe MPOTOKOJ U JIJIsl 4eTOo OH oopmisieTcs?

B uem 0c0OEHHOCTH COCTaBIICHUS TTOJIHOM U KPAaTKOM OPMBI TPOTOKOIIA?

Kakxum 06pazom ohopMIIsItoTCs TOKIATHBIC 3aTTUCKHA?

Kakue moKkyMeHTBI OTHOCSTCS K IOKYMEHTALUU 10 TUYHOMY COCTaBYy?

Yrto coboli peACTaBISIET TPYAOBOM JOTOBOP U KAKUE CBEJICHUS OH COICPKHUT?

KTto nmoanuceiBaeT Tpya0BO# JOrOBOp, B CKOJIBKUX IK3EMIUISIpaX OH O(hOpMIISETCS U TAe OHU
XpaHATCcs

Kakwue geiictBust 0hopMIISIOT IpUKa3aMy MO JIMYHOMY COCTaBy?

B ueM ocoGeHHOCTH OQOopMIIEHUS TPUKA30B 10 TUIHOMY COCTaBY?

Kakue cBeneHus 3aHOCSTCS B TPYIOBYIO KHUKKY U KaK 0(DOPMIISIOTCS 3aMuCH B HEM?

B kakux ciydasx u Kakum o0pa3om oopMisieTcs: IyOauKaT TPy10BON KHIKKHU?

Kakum 00pa3om BHOCSTCS ”3MEHEHUS B 3aMIUCH B TPYIOBOU KHIDKKE?

Korna Beinaercst pabOTHUKY Ha pyKU TPYAOBasi KHIKKA U /1€ XpaHAT HEBOCTPeOOBAaHHBIE TPY-
JIOBBIE KHUXKKH?

Kax opopmisercs aprodnorpadus?

Kak odopmiisitorest pacnucka u JOBEPEHHOCTH?

Kaxoit mopsiiox popmMupoBaHus U BEACHUS JTUIHOTO Jerna?

UYro coboii npencTaBinseT CiryxeO0HOE MUCbMO?

B 4yem cocToAT 0COOEHHOCTH pa3InYHBIX BUAOB CIIy>KEOHOTO nuchbma?

Kakwue cnoBa obecnieunBaioT ycnex B 1€JI0BOM MEPENUCcKe U B YEM COCTOUT OCOOEHHOCTH CO-
CTaBJICHUS TEKCTa MUchma?

Kakyto ¢popmy oOpamieHus u moueMy ciaeayeT IPUMEHITh U KaKuMH (ppazamMu 0ObIYHO 3aKaH-
YUBAIOT MUCHMO?

JIOKyMEeHTBI, 0(OPMIISIFOIIHE MTPEANPUHUMATEIBCKYIO ACSITEEHOCTD.

Bunae! v mpaBuiia opopmiieHrs JOroBopa.

[TonsiTHE M TTpaBHUIIa COCTABICHUS MPETEH3MOHHBIX JOKYMEHTOB.

UYTo moHUMAIOT MO JOKYMEHTOOOOPOTOM MIPEATIPUSTHS?

Kak npoBoaaT 06paboTKy HOCTYMUBIIMX JOKYMEHTOB?

KakoBbl paBuiia 06paboTKH OTIPABISIEMBIX JOKYMEHTOB?

Uro Takoe perucTparys JOKYMEHTOB M KaKOBa €€ PoJjb B JIIONPOU3BOACTBE?

Kakwue cymiecTByIOT TUIBI PETUCTPALIMOHHBIX YUE€THBIX (hopm?

Kakwue 3agauun pemaroTcst Ipu MOMOIIM CUCTEMbI KOHTPOJISI HCTIOTHEHUS JOKYMEHTOB?

Kaxk noxymeHT OepeTcsi Ha KOHTPOJIb U B KAKOH MOMEHT OH MOKET OBITh CHSIT C HETO?

Uro Takoe feno u kakuM o0pa3zom oHo popmupyercs?

Kaxkue kpurepun hopmupoBanus 1ena Bbl 3HaeTe?

Uto Takoe HOMEHKIIaTypa jen?

KakoBbl paBuiia XpaHeHHsI TOKYMEHTOB B CTPYKTYPHBIX MOJIpa3iesIeHUsX?

Urto Takoe apXuB U KaKUE BUJIBI ADXUBOB CYIIECTBYIOT?

Kakune ¢hyHkmmm Bo3aaratoTcs Ha apxXuB?



46. Kakas mocienoBatebHOCTh 0OpMIICHHUS 1€ K cja4e B apXuB?

47. Kak npoBOJUTCS 3KCIEPTU3A IEHHOCTU JOKYMEHTOB?

48. KakoBbl 0COOEHHOCTH TMOTHOTO OPOPMIICHHUS JEN JIJIs1 ApXUBHOTO XpaHEHUs?
49. Kak cOCTaBJISIFOT OMTUCH JIeT?

50. TexHoMOTHS 3aIUTHI JOKYMEHTHOW HH(POPMAIIHH. .

3.2 TecToBBIC 32 JaHUA
1. Jlenonpoun3BOACTBO - 3TO:
a) Otpacip JesSTeNbHOCTH, OOecCleunBaoIas JOKYMEHTHUPOBAaHUE U OpraHU3aluio paboThl ¢
O(pUIIHATEHBIMU JOKYMEHTAMH.
0) Bun nearenbHOCTH, CBA3aHHBIN C OOpMIICHHEM O(QUIIMANBHBIX JOKYMEHTOB B COOTBETCTBUU
¢ tpe6oBanusimu 'OCTos.
B) JlesITeNbHOCTD, CBA3aHHAs C PErUCTpalfeil, KOHTPOJIEM UCIIOJIHEHUS U XpaHEHUEM O(PHIHAIIb-
HBIX JOKYMEHTOB.

2. Kakas cucrema aenonpon3BojicTBa Hanbosiee 3G GeKTUBHA I METKUX MPEATPUITHNA?
a) Llentpanu3oBanHas

0) JlenenTpanu3oBanHas

B) CMemianHas

3. Kakoe moHsATHE COOTBETCTBYET CIIEAYIOIIEMY OIpeieseHUIo: "yCTaHOBICHHE €IMHO00pa3us
coctaBa M (OpPM YNPaBIEHYECKUX JOKYMEHTOB, CO3/1aBa€MbIX IIPU PEIIEHHH OIHOTUIIHBIX
ympaBieHYecKuX QyHKIui"?

a) YHudukaus

0) Crangapru3anus

B) ABTOMAaTH3aIHs

r) Llentpanuzauus

4. HecpoyHBIMH Ha3bIBAIOT JOKYMEHTHI, KOTOPHBIE:

a) He TpeOyroT OBICTPOTO UCTIOTHEHHS

0) He umeroT cpoKOB UCTIONHEHUS

B) MOXHO mepeaaTh UCIIOTHUTEISIM 0€3 paCCMOTPEHHS PYKOBOAUTEIEM

5. UTo M3 MEepeyrCIeHHOr0 HUXKEe He OTHOCUTCS K BHMJIaM JOKYMEHTOB, KJIAaCCU(QHUIUPYEMBIM 110
CpOKaM XpaHEeHUs?

a) [locTossHHOTO XpaHeHUSs

6) JoarocpoyHoro xpaHeHUs

B) CpeHeCpOYHOTO XPaHCHUS

r) KpaTkocpouHoro xpaHeHus

6. Kakoii popmar Oymaru numeet pasmepsl 148 x 210 mm. ?
a)A4

6)AS

B) A3

r) Al

7. Kakoe moHATHE XapaKTepHU3yeT Cleaylollee onpeneiaeHue: ""cTanIapTHBIA JTUCT OyMaru ¢ pex-
BU3UTAMHU, UICHTUUIUPYIOLMMHI aBTOpa OPHUIHMAIBHOIO NTUCBMEHHOr0 10KymMeHTa"?

a) [lognmMHHUK TOKyMeHTa

6) Konus noxymenTa

B) bank noxymenra

r) ly0nukaTt foKkyMeHTa



8. Kakoil peKBU3UT UCIIOIB3YIOT TOJIBKO B MMCbMax?

a) Anpecar

6) Ccbulka Ha 1aTy ¥ pEerUCTPallMOHHBIA HOMEp BXOJAIIETO JOKYMEHTA
B) OTMeTKa O MOCTYMJICHUH JOKYMEHTa B OPraHU3aLUI0

r) OTMeTKa 0 HaJTU4IUU TPUIIOKEHUN

9. UTo U3 mepeunciIeHHOro HUKe He BXOJHUT B COCTaB PEKBU3UTA CIIpaBOYHBIE JaHHBIE 00 opra-
Huzauu'"?

a) [louToBsIit anipec

6) Homep Tenedona u dakca

B) UHH

r) Homep cuera B Oanke

10. Kakoil pekBU3UT HUKOTJa HE UCTOJIB3YETCSI B MUChMaAX?
a) OmbseMa opraHu3aluy WIK TOBAPHBIN 3HAK

0) Pezosronimst

B) HauMeHnoBaHue Bu1a TOKyMEHTA

r) PerucrpanmonHbiiit HOMep TOKyMEHTa

11. Kakue u3 nepedyrciaeHHbIX HUXE MOJACUCTEM JOKYMEHTAIMU HE SBJISIFOTCS COCTAaBHOM YaCThIO
CHUCTEMBI OpraHU3aLMOHHO-PACTIOPSAUTENbHBIX JOKyMeHTOB (OP /) ?

a) Opranu3alvoOHHbIE JOKYMEHTBI

0) PacnopsinutenbHble TOKYMEHTHI

B) CripaBOYHO-UH(POPMALIMOHHBIE TOKYMEHTBI

r) YupeauTenbHbIe TOKYMEHTHI

12. Kakoii U3 nepevyncieHHbIX JOKYMEHTOB YCTaHABIMBAET MOPSIO0K 00pa3oBaHUs, CTPYKTYpY,
(GyHKIUH, 00513aHHOCTH M OpPraHU3alMio paboThl CTPYKTYPHBIX NOAPA3IeICHUN NpeanpuaTus?

a) Ycras

0) ITonoxxenue

B) MHCcTpyK1INA

r) [IpaBuia BHyTpeHHETO pacnopsiika

13. Ha xakue u3 nepevyrcieHHbIX JOKYMEHTOB HE CTaBUTCS TPU( YTBEPKICHUS?
a) llltaTHOE pacnincanue

0) YcraB

B) YKazaHue

r) [IpaBuna

14. Kaxoiif n3 nmepe4yncieHHbIX HIKE TOKYMEHTOB MU3JAI0T BBICHIME U LIEHTPAIbHbIC OpraHbl KOJI-
JIETUAJIBbHOTO YIPABJICHUS B LIEJAX pa3peuieHusl HauOosiee BaKHBIX 3a]ad, CTOSIIMX Hepel] AaH-
HBIMHM OopraHamu?

a) [locranoBnenue

0) Pacnopsoxenue

B) YKazaHue

r) Ilpuxas

15. Kakoe ki1t0ueBO€ CJI0BO UCIOJIB3YETCS B TEKCTE PACIOPSHKEHUS?
a) [locranormuser

0) IIpuxassiBaro

B) Pacnopsikarock



r) O6s3BIBaIO

16. UTo U3 NepeyrCIEHHOTO HE YKAa3bIBAE€TCS B MIEPBOM YACTU TEKCTa MPOTOKOJA?
a) ®amunus, UMs, OTYECTBO MpECcenaTeNs U CeKpeTaps coOpaHus

6) Jlata cobpanus

B) CBeneHusl 0 NPUCYTCTBYIOLINX

r) [loBecTka nHs

17.CxonpKo YacTeil OyneT B TEKCTE aKTa, COCTABICHHOM IO UTOTaM PEBH3WH, BBIABUBIICH Psif
HapyIIeHun?

a) OnnHa

0) [Be

B) UeTkIpe

r) Tpu

18. KTo moanuceiBaeT akT?

a) PykoBoauTens npeanpusiTus

0) [Ipencenarens KOMUCCUT

B) [Ipencenarens u cekperapb KOMUCCUU
r) [Ipencenarens u 4ieHbl KOMUCCUU

19. Ha xakue nucbMa CTaBUTCS Mevathb?
a) ConpoBoUTENbHbIE MHChMa

0) [lupeKkTHBHbBIE MUChMa

B) ["apanTuiiHbIe THCEMA

r) Pexnamublie nucrma

20. Kakoif pekBU3UT B MUChMax K MHOCTPAHHBIM MapTHepaMm B cooTBeTcTBUH C¢ ISO He sBisercs
00s13aTeNIbHBIM?

a) BerynurenbHoe oOpaiieHue

0) 3aroJ0BOK K TEKCTY

B) YKa3zaHue Ha PUIIOKEHHE

r) 3aKiIrounTeNnbHas GopMyna BEKINBOCTH

21. CKOIBKO JIET XpaHsTCs MPUKa3bl 110 TMYHOMY COCTaBy?
a) 10 et
0) 25 ner
B) 50 ner
r) 75 ner

22. B xakoM city4ae TpyJOBO JOrOBOp XpaHUTcs 75 ner?

a) Eciu oTCyTCTBYIOT NpHKa3kl [0 IMYHOMY COCTaBY

6) Ecn toroBop cpouHBIii

B) Ecii mocie yBonbHEeHHsI paOOTHUK HEe 3a0pai TPYIOBYIO KHUKKY

23.Kakue 13 nepeyrciIeHHbIX HUKE CBEICHUN HE 3aHOCST B TPYAOBYIO KHUXKKY?
a) Gamunusi, UMs U OTYECTBO PaOOTHHKA

0) [lata poxxaeHust paboTHHUKA

B) CBezieHus O IpueMe U yBOJIbHEHUH pabOTHUKA

r) BeiroBopsl, 00bsBIICHHBIE PAOOTHUKY



24. B KakoMm ciy4dae Ipyd BHECEHHM W3MEHEHUM B 3allMCH B TPYAOBOM KHUXKE CTapas 3aIluch 3a-
YEPKUBAETCs OAHON YEPTOMU, IIOCIIE YET0 AENAETCsl HOBas 3alHCh?

a) Ecnu 3anuch cnenana HempaBUIIbHO

6) Ecnn u3menniuck cBeneHust 06 00pa3oBaHuu, Mpopeccui, CrenualbHOCTH

B) Eciin m3MeHunmmce ankeTHO-Onorpaduueckue TaHHbIE

r) Ecnu yBonpHeHME Win niepeBoJi pabOTHHKA MPU3HAHBI HE3aKOHHBIMU

25. Korna paboTHHKY BBIJAETCS Ha PYKH TPYIOBask KHIDKKA?
a) B nenn yBosbHEHHS

0) 3a 1Be HeeMM 710 YBOJIbHEHUS

B) 3a JIeHb 10 YBOJLHCHHUS

r) Ha cnenyromuii 1eHs nocie yBoJbHEHUS

26. UTo HY>KHO JIeNaTh, €CJIH MOCIIe YBOJIbHEHHS pA0OOTHUK HE 3a0pall TPYIOBYIO KHUKKY?
a) OTIpaBUTh TPYIOBYIO KHUXKKY IO OYTE HA JOMAIIHUM agpec paboTHHKA

0) OtnpaBuTh paOOTHUKY YBEIOMIIEHHE O HEOOXOAMMOCTH SIBUTHCS 32 TPYLOBOW KHUKKOU
B) XpaHUTh TPYJAOBYIO KHIDKKY B OTJENE KaApoB 2 Tofa, a 3aTeM B apxuBe 50 yer

27. B xakoM M3 TEepPEUHCICHHBIX HIKE JTUYHBIX JOKYMEHTOB YKa3bIBAIOTCSl CBEJEHUS 00 OTHOIIIE-
HUU K BOMHCKOH 00s3aHHOCTH?

a) B aBro6uorpadpun

0) B 3asBieHrn

B) B pestome o TpynoBo# nesTenbHOCTH

r) B noBepennoctu

28. Jlng Kakux BUJOB IOPUAMYECKUX JIMIl B KA4ECTBE YUPEIUTENBHBIX JTOKYMEHTOB HEOOXOIUM
YCTaB M yYPEAUTEIbHBIN 10TOBOP?

a) AKIIMOHEpPHOE 00IIECTBO

6) OO011ecTBO C OrpaHUYCHHON OTBETCTBEHHOCTHIO

B) Kooneparus

r) [TomHOE TOBapHUIIIECTBO

29. Kakoii Buj rpuda orpaHUYEHUN TOCTYINa HE HCIOIB3YETCS IS JTOKYMEHTOB, COJEpIKAIUX
KOMMEPYECKYIO TaliHy?

a) KondpunenmmansHo

6) Kommepueckas TaitHa

B) CoBepIIEHHO CEKPETHO

r) CTporo KoHGHUACHITUATHHO

30. Kakue u3 nepeunciieHHbIX HHXKE CBEJICHUN HE MOTYT COCTABJISITh KOMMEPYECKYIO TalHy?
a) CBeeHHs O CYIIHOCTH U300peTeHUI

6) OtueTsl 0 GUHAHCOBOU JIEATEITLHOCTH (PUPMBI

B) JIOKyMeHTHI 00 yIjiaTe HajJoroB

r) J1oroBOpsI KYIUTH-TIPOJAXKH

31. Kakue nmuchbma B mporiecce IKCIeUIIMOHHON 00pa00TKH HEe BCKPBIBAIOTCS, a TIEPEIAIOTCS aape-
caTy B 3alle4aTaHHOM Buje?

a) AnpecoBaHHbBIE PYKOBOJIUTEIIO MPEATPUITHS

0) [TuceMma c momeTKo# "nruHO"

B) AZpecoBaHHBIC KOHKPETHOMY CTPYKTYPHOMY ITOJPA3CICHHUIO

r) [InchbMma 3aKOHOIATENBHBIX U UCTIOJIHUTENIbHBIX OPTaHOB FOCYJaPCTBEHHOMN BIACTH



32. Ucnionb30BaHUE KaKOW PETHCTPAIMOHHON (hOPMBI HE PEKOMEHIYETCS JIsl KPYIMHBIX 110 pa3Mepy
IpeIITPUATHI?

a) PeructpaninoHHO-KOHTPOJIbHBIE KAPTOUKHU

6) IlepcoHanbHbII KOMIBIOTEP

B) Perucrpannonnbie xypHabl

33. Kakue u3 nepevrcIeHHBIX HIKE MPU3HAKOB HE UCIIONIB3YIOT TPH (POPMUPOBAHUHU J1EN?
a) HomuHanbHbIi

0) [IpeqmMeTHO-BOMIPOCHBIH

B) CTpyKTypHBII

r) XpOHOJIOTHYECKUH

34. Kakas HOMEHKJIATypa [N SBISETCS HOPMATHUBHBIM JOKYMEHTOM M JOJDKHA 00S3aTEIbHO HC-
NOJIb30BATHCS TPU OIIPECIICHUH MTEPEYHs €)1, 3aBOJUMBIX Ha MPEATIPUITAN?

a) TunoBast HOMEHKJIaTypa Jein

0) IlpumepHas HOMEHKIaTypa Jel

B) HomenkuaTypa en npeanpustus

35. Kakoe MakCUMaJILHOE KOJIMYECTBO JINCTOB MOYXET OBITEH B fieje?
a) 200
6)250
B) 300
r) 350

36. Kakoii 13 nepeyncaeHHbIX 3arojJ0BKOB J€JI COCTABJIEH HEMPABUIBLHO?
a) [Ipukassl AupeKTOpa opraHu3aLuy 1o JUYHOMY cocTaBy 3a 2008 rox
0) TpynoBbie noroopa ¢ padbotaukamu 3a 2008 roa

B) CripaBOouHBIE MaTEpUAIbI

r) [lepenucka c 3akaz3unkaMu 00 OTKa3e OT OIIAThl CYETOB OpraHU3aIUN

37. Uto u3 mepeuncIeHHOTO HE OTHOCUTCS K dTamaMm mpoiiecca ohOpMIICHHS JIe JUTs Tepeaadn ux
B apxuB?

a) Hymepanust muctoB aemna

0) CocraBiieHre BHYTPEHHEH OMMCH JOKYMEHTOB JIelia

B) Odopmienne 00I0KKH Jena

r) OdopmiieHre HOMEHKIIATYPHI eI

38. Kakoe moHsITHE COOTBETCTBYET OMPEAECICHHUIO: ""CUCTEMAaTU3UPOBAHHBIN MEPEUCHb 3aBOAUMBIX B
OpraHM3al1H JIe]1 C yKa3aHUEM CPOKOB UX XpaHeHus"?

a) Omnuck aen A nepesayu ux B apXuB

0) Homenkmarypa nen

B) AKT 3KCIEPTU3bI IIEHHOCTH TIOKYMEHTOB

r) BHyTpeHHss onuch JOKYMEHTOB Jena

3.3 Pedepar
Jlenonpou3BOACTBO U €r0 cTaHOBIEHUE B Poccun
HopmatuBHOo-1ipaBoBasi 6a3a AeI10nporu3BOACTBA
YHubUKaMs U cTangapTH3alus B AEIOMPOU3BOICTBE
Cucrtema TOKYMEHTAIIMOHHOTO 00CCTICUCHHS YITPABICHUS
Knaccudukanus neinoBoit TOKyMeHTaluN
3HaveHne OJaHKa TOKYMEHTA U OCHOBHBIE MTPaBUJIa €ro 0(pOpMIICHUS
[IpaBuiia BHyTpEHHETO TPYIOBOTO paclopsiaKa.

NogkrwdpE



8. TlonoxeHue o CTPYKTYpHOM MPOU3BOACTBEHHOM MOAPA3IEICHUH MTPEAPUITHS.

9. JoKHOCTHAst HHCTPYKIIHS paOOTHHKA.

10. OcoGenHocTr opopMIIEHUS PACTIOPSIUTEIBHBIX TOKYMEHTOB

11. OcobeHHOCTH [IeTOBOTO OOIICHUS U TPEOOBAHMS K YIIPABICHYECKON HHPOPMAIIHH.
12. OdunnansHO-1ETOBOM CTHIIb.

13. TpeboBaHus K TEKCTaM JOKYMEHTOB.

14. OcoGeHHOCTH Pa3INYHBIX BUOB CIIYKEOHOTO MHChMa

15. SI3bIK ¥ CTUIIB CITY’K€OHOTO MHChMa

16. ParmonanpHas opraHu3alMOHHAs CTPYKTYpa CIy>KObI 1eTTOTPOU3BOICTBA

17. IlpumepHslii Tabenb GopM TOKYMEHTOB.

18. Opranuzanus paloHaIbHOTO JBUKEHHS IOKYMEHTOB BHYTPH OpPraHU3allHU.

19. DTuKeT B 1e10BOH MepenucKke

20. ITpaBuna opopmiieHUS KOMMEPUYECKUX TTUCEM K 3apyOeKHBIM IMapTHEpam

21. TpynoBO# 10TOBOP: CTPYKTYpA, COEPKAHUE U TOPSIIOK 3aKITIOUEHHS.

22. JIoOKyMEHTHPOBAaHUE PE3YIIHTATOB JICITEIBLHOCTH TIEPCOHAIA.

23. Benenue TpynoBoi KHM)KKH paOOTHHKA.

24. OdopmiieHHe, BeICHUE U XPaHEHHUE JIMYHBIX JIE.

25. IIpaBoBbIe OCHOBaHUS AJIst paOOTHI C OOpAIICHUSIMU TPAXKIaH.

26. IToHsiTHE TOTOBOpA U €TI0 BHUJIBI.

27. JIoKyMeHTAIMsI 110 pacueTaMm, apeH e, CIICIKaM.

28. OcHOBHBIC BU/IBI, 3a/1a4U U (YHKIIMH MPETEH3MOHHBIX TOKYMEHTOB.

29. Perucrpanus 1 UHACKCALUS JOKYMEHTOB: MOPSAIOK, paBuiIa, GOpPMBI.

30. KoHTposib 32 HCMIOTHEHUEM IOKYMEHTOB: 3Talbl U CPOKU KOHTPOJIS.

31. DkcnepTH3a LEHHOCTH JOKYMEHTOB U JOKYMEHTHOW MH(pOpPMALIUU.

32. [lonsiTue apxuBa v HCTOpHUs HOpMUPOBaHUS [ 0Cy1apCTBEHHON apXUBHOM CITyKObI PO.
33. CocTaB ¥ HampaBJIeHUs 3AIUTHI JOKYMEHTHOW HHPOPMALIUH.

34. Cuctema 3anuThl IEHHON WH(OpMAIMK U KOH(DHICHIIMAIBHBIX TOKYMEHTOB.

35. 3amuTa KOHGUASHIMATFHONH HHPOPMAIIUH NIPH MTPOBEACHUHU COBEIAHUI U TIEPErOBOPOB.

3.4 IlpakTueckue 3a1aHus
3amanue 1.

CocraBbpTe WITATHOE paclMcaHue anmnapara ynpasieHus npeanpuarus (10-15 uenosek).

PexBusut «TekcTy» gaercss B Bue TaOIUIIBI (CM. 0Opa3ell B KOHIIe paboueid TeTpaan).
3amanue 2.

CocraBbTe nIpuKa3 no crpoutensHoMy npeanpusituio OO0 «Mactep» 0 HenmpaBUJIbBHOM HC-
MOJIb30BAHUN CTPOUTENIBHBIX OTXO0/0B. BO BBOIHOW YacTH yKakMTe, YTO IpPU MPOBEpKE pabOTHI
CKJIa/Ia MUJIOMAaTEepPHUaIOB YCTAHOBJIEHBI (DAKTHI OTIYCKA B KOTEJIbHYIO JJIsi C)KMTaHUSI OTXOJIOB IH-
JIOMaTepHuaoB JUIMHHOM cBbllle 20 cM. B 3akiItounTenpHOM YacTu cleayeT NaTh YKa3aHUsl 3aBely-
IOILIEMY CKJIaZIOM OPraHU30BaTh paboTy MO peanu3alii OTXO0J0B YACTHBIM JIUIIAM.

3ananue3.

CocraBpte npukas nmo 3A0 «lIporpecc» 00 uTtorax peBU3MOHHOW MPOBEPKH (HHHAHCOBOTO
yuyeTa. B KOHCTaTHpyIOLIEeH YacTu yKaXuTe, YTO peBU3nel 0OHapyXeHbl (hakThl TpyOoro Hapyie-
HUSl (UHAHCOBOTO Y4€Ta, OTCYTCTBUE OTYETHOCTH 1O KOMAaHIUPOBKAM U JKypHaja ydera JIOBEpeH-
HocTel. B pacniopsautensHON yacTu 0OBSBUTE BBITOBOP TJIaBHOMY OyXraiTepy U Jaite eMy 3aja-
HUE Ha pa3paboTKy Mep MO yCTpaHEHHIO HEIOCTaTKOB B pabOTe ero MoApas/ieieHHus.

3aganue 4.

CocraBpte npuka3 nmo 3A0 «BwiMmen» 00 yCTaHOBIGHUHM €IUHOTO peKMMa PabOThI IIEH-
TpaJIbHBIX CKJIaJOB. B KOHCTaTHpYrOIIEeH 4acTh OTMETHTE, YTO OTIIYCK I[€XaM MaTepUaJIoB CO CKJla-
JIOB TIPENIIPUATHS B TeueHUE pabodero JHSA HapyllaeT HOPMaJbHYIO paboTy CKIIaICKOro ammapara.
B pacnopsauTenbHON 4acTH yKa)kKUTE KOHKPETHBIE Yachl OTITYCKA MaTEpUajIoB CO CKJIal0B, HA30BU-
T€ KOHKPETHBIX JOJKHOCTHBIX JIUII (B AUPEKIINU U LI€XaxX ), KOTOpble OTBEUAIOT 3a MepeBO/I CKIIaJI0B



Ha 0oJjiee palMOHANbHBIN pexkuM paboThl. OCTalabHBIE IYHKTHI B PACIOPSAAUTENBHON YacTu U Apy-
TME PEKBU3UTHI YKAKUTE CAMOCTOSITENIBLHO.
3amanue 5

CocTaBbTe NPOTOKOI 3acE€JaHUSI MHBEHTapU3aLMOHHOW KOMUCCHH 3aB0OJ1a CEIbCKOX 03511~
CTBEHHBIX MallliH, HA KOTOPOM pacCMaTpPUBAJICS BOIIPOC O Pe3yNbTaTax MHBCHTAPU3ALNN I10 CKJIa-
ny Ne 2 BcrioMoraTenbHbBIX MatepuaioB. Ha 3acenanuu Ob1o MPUHATO MOCTAHOBJICHHE 00 yTBEp-
KJACHHUH PE3yJIbTaTOB MHBEHTAPU3aLMU U OTHECEHHS 3a CUET 3aBEAYIOLIETO CKIAZI0M HEIOCTaYU
BCIIOMOTaTeNbHBIX MaTepuaoB B cymme | Toic. 400 pyOriei, a Takke 3a4UTaHbl CIMYUTENIbHAS Be-
JOMOCTb 110 cKiaxy Ne 2 1 00bsICHUTENIbHAS 3alMCKa 3aBEAYIOLIET0 CKIagoM. OCTalbHbIE 1aHHbIE
OIPEAEIIUTE 10 CBOEMY YCMOTPEHUIO.

3amanue 6

CocrtaBbTe TOKJIAIHYIO 3aIIMCKY TJIaBHOTO OyXrajnTepa pyKOBOAUTEINIO MPEIIPUATHS O
HEO0XOAMMOCTH LIEHTPAIU3aLUY PACYETOB ¢ PAOOTHUKAMU NpenpusaTus. B 00s3aHHOCTH y4eTHBIX
pabOTHHUKOB MOJpa3AeNIEHUI JOHKHO BXOIUTD JHIIL 0()OPMIICHUE TEPBUYHBIX TOKYMEHTOB 10
yueTy BelpaOOTKH. B noKknanHOM 3anucke He0OXOUMO 1aTh MPEATIOKEHNUS O IEPECMOTPE IITATOB
YUYETHBIX PAOOTHUKOB B MOJIPA3ACICHUSAX MPEIIPUATHS U TTIABHOW OyXraJlTepuu U3 pacueTa olrie-
ro COKpaleHusl ITaToB He MeHee yeM Ha 20%.

3ananue 7.

CocraBbTe OKJIAIHYIO 3alHMCKY TJIaBHOTO OyXrainTepa IUPEKTOpy MpeanpusaTus 00 uTorax
paboThI 1O LEHTpATU3AUK PACUeTOB ¢ pabounMu U ciayxamumu B BI[ npeanpusitus. Lentpanu-
3alusl pacyeToB Jlajla BO3MOXKHOCTb TIEPEBECTU Ha JIPYTyro padoTy MATh OyXrajarepoB Mojapaszese-
HUH, YMEHBUINTH OIIMOKH B pacyerax, YCHJIUTh KOHTPOJIb 3a pacxojoBaHueM (oHJIa 3apaboTHOU
1atel. B 3aKi1roueHn He00XOAMMO ITOCTABUTH BOIIPOC O MPEMUPOBAHUN PAaOOTHUKOB OyXrajirepun
u BIl, obecneunBIMX mepexo/l Ha LEHTPAIU30BaHHBIN pacyeT 3apadOTHON IUIAThl IO MPEANpHs-
TUI0. OCTaJIbHBIE TAaHHBIE YKA)KUTE CAMOCTOSTENIBHO.

3ananue 8.

CocraBbTe NUCHMO-TIPUTTIAIICHUE OPraHU3allMOHHOTO KOMHUTETa «DKCIOLUEHTP ArpoOu3Hec
UYepHo3eMbsi» C NPEIOKEHUEM MOCETUTH CHENUAIN3UPOBAHHYIO BBICTaBKY «JKOHOMHS MaTepu-
QJIBHBIX M TOIIMBHO-3HEPIreTHUECKUX PECYPCOB B CEIILCKOM XO3siicTBe». BricTaBka Oyzaer mpoxo-
JIUTh B MaBHJIbOHE BhICTaBOYHOTO KoMmIuiekca BI'AY, r. BopoHex.

3amanue 9.

CocraBbTe MUCHMO-0TBET TUNOrpaduu nznarenscrsa «Hayka» B agpec OOO «Tpunuka» o

BO3MOKHOCTH BBITIOJHUTH 3aKa3 Ha U3TOTOBJIEHUE OJIaHKOB y4eTa U OTYETHOCTH.
3amanue 10.

CocTaBpTe NUCHMO-U3BEIIEHUE BOpPOHEKCKOIrO 3aBO/A TSKEIBIX MEXAaHMUYECKUX IPECCOB

3A0 «IlIaptHep» B 1. KemepoBo 0 mpuunHax 3aaep:KKu MTOCTAaBOK 000PYI0BaHUS.
3ananue 11

CocraBpte nHpOopManronHoe mucbMo 3A0 «BoponexaBronop», 6onrapckoi pupme «Ox-
CUTPOJIbY» O BO3MOKHOCTH IPOAAKM COBPEMEHHBIX THIpaBIMYECKUX KpaHoB. Llena kpana 5500
nomtapos CIIIA.

3ananue 12.

CocraBpTe MUCHMO-TIPOCKOY KOoMMepueckoro npeanpustus «llapTHep» uHAMICKON dhupme

«/lelipu TE€KC» O MOCTAaBKE NOPTHEPHON TKAHU U TEKCTHIIA.

4. Meroanuyeckue MaTepHaJibl, ONpeAe/siIoIe NPOUeAyPY OLECHUBAHHUSA
3HAHUH, YMEHHUH, HABBIKOB M (WJIH) ONbITA AeATEJbHOCTH, XapaKTePU3yOUIUX
JTanbl POPMUPOBAHUA KOMIIETCHIMH

4.1 IoJsio:keHue 0 ¢popmMax, NEPHOIMYHOCTH U NMOPSAIKE NMPOBEACHHUS TEKY-
LIero KOHTPOJIA yCIeBaeMOCTH M MPOMEKYTOYHOM aTrTecTauuu odyyarommxcs Il
BI'AY 1.1.05 - 2014



4.2 MeToan4yecKkue yKa3zaHus 10 MPOBEACHUI0 TEKYIIEero KOHTPOJIsI

1. | Cpoku npoBeneHus: TeKylero KoH- | Ha mpakTuueckux 3aHATHAX
TpoJIst
2. | Mecto u Bpems MpoBefieHUs TeKy- | B yueOHON ayauTopuum B TeYeHHE NPAKTUYECKOTO
Ier0 KOHTPOJIS 3aHSATHUS
3. | TpeboBanusi k  TexHuueckoMy | B cootBeTcTBUU ¢ OIIOII u paboueli mporpammoit
OCHAIIICHUIO ayJTUTOPUU
4. | ®.1.0. npenomaBatens (eit), mpo- | Konosamosa C.H.
BOJISIIIIUX MPOIIETYPY KOHTPOJIS
5. | Bug u popma 3ananmii CobecenoBanue
6. | Bpemst 1yist BBITTOJIHEHUS 3aJaHUI B TCUCHUE 3aHATUS
7. | BO3MOXXHOCTh HCIOJIB30BaHUM N10- | OO0y4YarOmMIACS MOKET TOJIB30BATHCS JIOTOTHUTEIb-
MTOJIHUTENIHHBIX MAaTEPHUAJIOB. HBIMH MaTepHUaIaMu
8. | ®.MN.0. npenonasarens (eit), oopa- | Konosanora C.H.
0aTHIBAIONINX PE3YIbTAThI
9. | Meroapl OIIEHKH PE3yJIbTAaTOB OKCNEPTHBIN
10. | IIpenbsiBieHNE pe3yabTATOB OreHKa BBICTABIIICTCS B KYPHAJ/TOBOJUTCS IO CBE-
JIEHUS 00yJaroNMXCsl B TSUCHUE 3aHATHUS
11. | Anennsiuust pe3yibTaToB B mopsinke, ycTaHOBIEHHOM HOPMATHUBHBIMHU JOKY-
MEHTaMH, PEeryIupyIOIUMU 00pa30BaTENbHBIN MPO-
necc B Boponexckom 'AY

4.3 Kiawun (0TBeThbl) K KOHTPOJbHBLIM 3aJIaHUSIM, MaTepuajiaM, He00Xo-

JUMBIM JJI51 OLIEHKH 3HAHMI

Kuarou k Tectam

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