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DOoH/ OLIEHOYHBIX CPEACTB

no gucturumae b1.B.JIB.12.1 JfokymeHTHpOBaHUE yIIPaBICHYECKON AEATEILHOCTH
qutst HanpasyieHust noarotoBku 38.03.01 «OxoHOMMKa»
(mpodustb MOATOTOBKUA «IKOHOMHUKA MpeanpusaTuii u opranuzamuii AITK»)
aKaJeMUUYeCKUil OakanaBpuaT



1.

Ilepeyenb KOMIETEHUUI ¢ yKa3aHHEM JITAnoB UX (popMuUpOBa-

HHS B MPoOIecce OCBOEHHS 00pa30BaTeIbHON MPOrpaMMbl

HNunexc

dopMyIupoBKa

Pasnens! DUCHUILIHHEL

[N
N

3

4 |5

6

7

8

10

OK-4

CIOCOOHOCTh K KOMMYHUKAIIMH B YCTHON U
MUCbMEHHOM (popMax Ha pyCCKOM U WHO-
CTPAaHHOM S3bIKaX Il PELIEHUs 3a]1a4
MEKIJIMYHOCTHOTO U MEXKKYJIbTYPHOIO B3a-
HMOJICHCTBHSA

+

+ |+

+

OIIK-1

CIIOCOOHOCTH pelllaTh CTaHAAPTHBIC 3a1a91
npoeCCHOHATTLHOMN IEATEIbHOCTH Ha OC-
HOBe MH(pOpMaIMOHHOM 1 OubIHorpaduye-
CKOM KYJBTYpBI C IPUMEHEHUEM HH(OopMa-
[IUOHHO-KOMMYHHKAITHOHHBIX TEXHOJIOTUI
U C yUETOM OCHOBHBIX TpeOoBaHMI nH(pOp-
MAaIMOHHOM 0€30I1aCHOCTH

2. Onucanue mokasartejied U KpUTepHeB OLEHUBAHUS KOMIETEeHUHH

Ha pa3/iMYHbIX ITallax ux (l)OpMHpOBaHI/IH, OIIHCaHHC HIKAJI OIICHUBAHUA

2.1 lllkajga akageMH4YeCKHX OLIeHOK OCBOECHMS AUCIHHUILINHBI

Bunaer onenok

Oneuku

AxaneMuyeckas
OIICHKA 110
2-X OaJJIbHOM
nkase (3a4er)

HC 3a4TCHO

3a4TCHO




2.2 Tekymuii KOHTPOJIb

Ne 3anmanus
Coneprxanue dopwma orie- .
Pasznen P TexHonorus p [Toporossrii | IloBbimeH- o
TpeOOBaHUS B HOYHOTO N Bricokuii
Kon [Inanupyemblie pe3ysbTaThl TACITU- dbopmupoBa- YpOBEHb HBI ypo-
paspese pas3zeion cpencTBa YPOBEHB
TTUHBI HUS (ymosi./ BEHb (XO-
JUACITUILITAHBI (KoHTpOJIS) (OTIM4HO)
3a4er) potio)
OK-4 | -3HaTh 1-7 3uanus 00 obmmx | Jlekius, VcTHEBIH Tector u3- | Tecter  u3- | TecTol  u3-
OCHOBHBIE ITOJIOKEHHUS IO JO- TpeOOBaHUAX K | MpaKTHYeCKas | Ompoc, Te- | 3aJaHusA 3aganudg 3.2 | 3amanug 3.2
KYMEHTUPOBAHUIO YIIpaBJieHYE- JIOKYMEHTaM. pabora, camo- | ctupoBaHue, | 3.2 Pedepar wu3 | Pedepar uz
CKOM JIeSITEIbHOCTH; 3HaHWE  OCHOB- | CTOSITEJIbHAS pedepar Pedepar u3 | 3amanus 3.3 | 3amanus 3.3
YHHU(PUKAIUIO W CTaHAapTH- HBIX mpaBmiI | pabora 3aaHus [Ipaktuue- | IlpakTuye-
3aIUI0  YIPaBICHYECKUX JOKY- obopmIieHUs Op- 3.3 CKHE 3aJa- | CKue 3aja-
MEHTOB, TpaBWIa pa3pabOTKU U raHU3alMOHHO- [IpakTuue- | HUSA U3 pa3- | HUS U3 pa3-
oopMIIEHUS TOKYMEHTOB; pacnopsaIuTeb- CKue 3ama- | gena 3.4. nena 3.4.
npaBuja COCTABJICHUS JEJIO- HBIX JOKYMEHTOB. HUS U3 pas-
BBIX ITHCEM 3HaHWE TpaBUI nena 3.4.

npaBuiIa BEACHUS JIOKyMEH-
TOB MO JINYHOMY COCTaBY;
- yMeTh

COCTaBJIATh M OQOPMIIATH JI0-
kyMeHThI 10 ocHoBe ['OCToB;
- MMeTh HAaBBIKM WJIH OMNBIT

AeSITeJIbHOCTH

HABBIKM COCTABIIEHUSI TEKCTOB
OpraHu3alMOHHO-
paclopsSAUTENbHBIX  JOKYMEH-

TOB, oOecneuuBaromux 3¢hdex-
THBHBIC MEXIIMYHOCTHBIE KOM-
MYHHUKAIlMM B TPOILIECCE YIPaB-
JICHUsI TIPEANPUSTUSIMHA U Opra-
HU3aLUSIMH

COCTaBJICHUE [Ie-
JIOBBIX HCEM,
BEJCHUS  JOKY-
MEHTOB IO JIHY-
HOMY COCTaBY.




OIIK-1

- 3HATh!

nopsiiok, (GopMmy perucrpa-
UM JOKYMEHTOB, (HOpMHUpPOBa-
HUE JeNia, COCTABIICHUS HOMEH-
KJIATyphl 7€, XpaHEHUs JOKY-
MEHTOB;

npaBuia paboThl C JOKyMEH-
TaMH, COJEpXKallUMHU KOH(DU-
JEHITMATBHYIO HH()OpMAITHIO.

- YMeTh:

OpraHW30BBIBATh PadOTy C
JOKYMEHTaMHU B OpraHH3alliH, B
TOM 4YHCIIE COJAEPKAIUMHU KOH-
buneHIMaTBEHYI0 HHPOPMALIUIO;

JIOKYMEHTUPOBATh JIUYHYIO U
YIPaBIEHYECKYIO EATEIHHOCTh;

OPUMEHSTh OPITEXHUKY B
mporecce TOKYMEHTHPOBAHUS U
opraHu3amnuu paboThl C JIOKY-
MEHTaMH.

- UMeTb HABBIKM WJIH ONbIT
NeATeJIbHOCTH:

HABBIKM BEICHUS JIEJIOMPOU3-
BOJICTBEHHOT'O TPOIeCcca, BKIO-
qaronero ogopmieHue, IBHKE-
HUE JOKYMEHTOB, KOHTPOJIb HC-
MOJIHEHUS, IJTaHOBO-
CIPAaBOYHYIO M aHATUTHYECKYIO
paboTy, B TOM 4ncie IpH paboTe
C KOH(pHAEHIMATbHONH HuH(pOp-
Manuei.

2,7-10

3HaHUS TpaBUJI
COCTaBIICHUSI WH-
dbopmMaroHHO-
CIPAaBOYHBIX  JIO-
KYMEHTOB, B TOM
YHUClIe COJIEepKa-
IUMU KoH(pU-
JEHITUATBHYIO
uHpopMmaruo u
MOCEAYOLIEN
paboTHI C HUMH.
3HaHue
HalpaBJICHUH CO-

BEpILIEHCTBOBA-
HUS CHCTEMBI
1 (004

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

TexHOTOMS dopma orre- i Ne3amanus
Kon [ImaHupyeMble pe3yapTaThl ¢bopmupo- HOTHOTO Hoporosgiit HOBH_V Bricoknit
CpeACTBa YPOBEHB IICHHBIN
BaHUS YPOBEHb
(KOHTpOIISA) (3auer) YPOBEHD
OK-4 | -3narp Jlexuns, 3auer Bompocer  k
OCHOBHBI€ TTOJIO’KEHUS 110 JIOKyMEHTUPOBAHHIO YIIPABICHIECKON NEATEILHOCTH; | IPaKTHYe- 3a4ery W3
YHU(UKAIIO U CTAaHIAPTU3AIMIO YIIPABJIEHUYECKUX JOKYMEHTOB, MpaBmUia pas- | ckas pabo- pa3znena 3.1.
paboTKu 1 0pOpPMIICHUS JOKYMEHTOB; MpaBUila COCTABIECHHS JIJIOBBIX ITHCEM; Ta, CaMo-
npaBuia BeACHHS IOKYMEHTOB I10 JITUHOMY COCTaBY; CTOSITENb-
- YMeTb Has pabora
COCTaBJISITH ¥ 0(hOPMITATH TOKyMeHTHI TI0 ocHOBe I'OCToB;
- IMeTb HABBIKU WIH ONBIT eTeJIbHOCTH
HABBIKH COCTABIICHUS TEKCTOB OPraHM3AIIMOHHO-PACTIOPSANUTENIBHBIX JTOKYMEH-
TOB, o0ecTieunBarONMX YPPEKTHBHBIC MEKTMIHOCTHBIC KOMMYHHKAITHH B TIPO-
11ecce yIpaBJIeHHs! MPEIPUSITHSIMH H OpraHU3aALHSIMH
OIIK-1 | - 3HaTh! Jlexnus, 3auer Bompocsr  k
HOPSZIOK, OPMY perrcTpalii JOKYMEHTOB, (JOPMHUPOBAHHUE /€N, COCTABICHUS | MPaKTHYe- 3ayery W3
HOMEHKJIATYPHI JIEN, XPaHEHUs JOKYMEHTOB; ckas pabo- paszena 3.1.
npaBuiia paboThI C TOKYMEHTaMH, COZIEpKaIllMMK KOH(QHICHIMAIBHYIO nHpOop- | Ta, camo-
MALHIO. CTOSITENb-
- yMeThb: Has pabora

OpraHU30BBIBATH PA0OTY C JOKYMEHTAMH B OpPraHM3aIWH, B TOM YHCJIE COAEp-
YKaIMMHU KOHPHICHITHATLHYIO HH()OPMAITHIO;

JIOKYMEHTHPOBATb JIMYHYIO U YIIPABJICHUECKYIO JESTEIbHOCTS;

NPUMEHSTh OPITEXHUKY B MPOLIECCE JOKYMEHTHPOBAHHS M OpraHu3aliy pado-
TBI C JOKYMEHTaMH.

- IMeTh HABBIKH WM ONBIT AeSITeJIbHOCTH:

HABBIKU BEJCHMS JEJIONPOM3BOICTBEHHOIO MPOLIECCa, BKIIOYAIOUIEro 0(opM-
JIeHUE, BIDKEHUE JOKYMEHTOB, KOHTPOJIb MCIIOIHEHUS, TIAHOBO-CIIPABOYHYIO
Y QHAJIUTUYECKYIO padoTy, B T. 4. IPH paboTe ¢ KOHPUICHIMATBHONU nHpOopMa-

ITHEH.




2.4 Kpurepum olleHKH Ha 3a4eTe

Ouenka

Kputepun

«GBavyTCHO»

BBICTABIIACTCS CTYACHTaM, OOHAPYKMBILUM IOJHOE 3HaHHWE Y4EOHOIro mMaTepuana,
YCHEIIHO BBIIOJHIOUIUM MIPEAYCMOTPEHHBIE 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 CTyJeHTaM, OOHAPY>KUBIINM MPOOEIBl B 3HAHUSAX OCHOBHOTO yueO-
HOTO MaTepuana, IOMyCKAIOUIMM NPUHIUINHAIbHBIE OMIMOKM B BBINOJHEHUU
MPEAYCMOTPEHHBIX MPOrpaMMoil 3agaHui. Takol OLIEHKH 3aCIyKHUBarOT OTBETHI
CTYJIEHTOB, HOCAILIME HECUCTEMATU3UPOBAHHBIM, OTPHIBOYHBIN, IOBEPXHOCTHBIN
XapakTep, Korja CTyACHT HE MOHUMAET CYILIECTBA MU3JIara€MbIX UM BOITPOCOB, YTO
CBHUACTCIBCTBYCT O TOM, UYTO CTYACHT HEC MOXCT AAJIbLIC IPOAOIKATh o6yquI/Ie
WJIU TIPUCTYNATh K MPOPECCHOHATILHON JIEATETLHOCTH 0€3 JIOTOJIHUTEIBLHBIX 3aHs-
THI IO COOTBETCTBYIOWIEW THCITUILINHE.

2.5 Kpurtepnu oueHKH YCTHOTO ONpoca

Onenka Kpurepun

BBICTABIIIETCS 00y4YaroIIEeMycsl, €CTM 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 0OYydJaroleMycsi, €clii OH OOHapyXuBaeT MpoOesl B
3HAHMUAX OCHOBHOTO y4eOHO-IIPOrpaMMHOT0 MaTepHraja

«HEYJOBJIETBOPUTEIILHO»

BBICTABJISICTCS OOYyYaloleMycsl, €CJIM OH OOHapy>KHBAaeT CYIIECTBCH-
HbIe TTPOOEIIBl B 3HAHUSIX OCHOBHBIX IMOJIOKEHUW YI4EOHON AUCIIUTLIIH-
Hbl, HEYMEHHE C IIOMOIIBLIO TIpernojaBaTeiss MOJYYUTh IMPaBUIbHOE
pellleHre KOHKPETHOM MPaKTUUECKOW 3aJauyd M3 Yuciia MPeayCcMOT-

pEHHBIX pabouel mporpaMMoi yueOHOM TUCITUILIMHBI

2.6. Kputepuu ouenku pedeparon

Ouenka

Kputepun

«OTIUYHO»

BBICTABJISIETCS, €CIM 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 JaHHOH o6smacTu. CTyaeHT paboTe BBIIBUTAET HOBBIC UACH U
TPaKTOBKH, IEMOHCTPUPYET CIIOCOOHOCTh AHAJTM3UPOBATH MaTepUall.

«Xopomo»

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

«YAOBIETBOPHU
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»

BBICTABIIACTCS, €CIM 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 CBOETO MHEHUS,
HE MPOSIBIJI CIIOCOOHOCTH K aHallu3y, TO €CTh B IIEJIOM LIeTb pedepara He JOCTHUT-
HyTa.




2.7. Kputepuu OleHKH TECTOB

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

OO6yuaromumiics Bocrpou3BoauT TepMmu- | He menee 55 % OamnoB 3a

[Toporossrii HBI, OCHOBHBIE TIOHATHUS, CIOCOOCH y3Ha- | 3aJaHUs TecTa.
BaTh SI3BbIKOBBIC SIBJICHUSI.
OOyuarommiicst BBISBISET B3auMocBs3u, | He menee 75 % OamnoB 3a
TponsumyTHii KJIAaCCU(UIUPYET, YIOPSAOUYMBAET, HWH- | 3aJaHUs TECTa.
TEPIPETUPYET, TPUMEHSET Ha TMPAKTHUKE
MPONJEHHBIA MaTepHall.
Bhicokuit OOyuaromuiicst ananu3upyer, ouenuaet, | He menee 90 % OamnoB 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,
ONpeAEIIAeT MEXIUCIUIUIMHAPHBIE CBS3H 110 YCIOBUIO 3a/1aHU.

«XOpOILIOY

CTaBUTCS, €CJIM OOYYarOIIUNCS 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 aIropuTMa PeLIeHHs
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
MIPY HABOJSIIMX BOMPOCAX MPENOJaBaTesl.

«HEYJIOBJIETBOPH-
TEIBHO»

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

2.9 Jlomyck K ciave 3a4era

1.ITocemenue 3ansaTuii. JlomyckaeTcs OIMH MPOMYCK 0€3 MPEAbSIBICHUS CIIPABKH.
2. BeInosiHeHNE CaMOCTOATENbHOM paboThI.
3. AKTUBHOE y4yacTue B paboTe Ha 3aHATHUSX.

3. TunoBbie KOHTPOJIbHBIC 3aJaHUA UWJIH MHbIC MaTEpHUaJbl, H606XOI[I/IMI>I€

JJISl OLlEHKU 3HAHWIA, YMEHUIl, HABLIKOB M (MJIM) ONbITA [1eATEJbHOCTH, XapaK-

TEPU3YIOIINX 3Tanbl JOPMUPOBAHHUSA KOMIIETEHIM B Mpolecce 0CBOeHHs 00pa-

30BaTEJIbHOU NMPOTrPaAMMbI




©OoNOA~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(PUKALKS U CTAHIAPTU3AIMS YIIPABICHISCKUX TOKYMEHTOB?

Kakwue BUIbI JOKYMEHTOB CYILIECTBYIOT?

Uro Takoe OaHK JTOKYMEHTA U B YEM COCTOUT €r0 3HA4YCHUE P 0GOPMIICHUH JJOKYMEHTOB?
Kakune ocoOeHHOCTH XapaKTepHBI i 0011ero OjJanka u OJaHKa JIs ucem?

Kak odpopmisiercst Ycras npennpustus?

KaxoBbl ocobeHHOCTH 0()OpPMIICHHSI IITATHOTO PacCIUCaHUs?

KaxoBsl 00111e mpaBuia 0(OpMIICHHS pacOPSAIUTENBHBIX JOKYMEHTOB: IOCTAHOBIICHUS, pe-
HICHUS, PACTIOPSKEHUS U TpUKa3a?

Kakum o0pazom oopmitsiercst mpukas Mo OCHOBHOM J€ATEIbHOCTHU?

Yrto Takoe MPOTOKOJ U JIJIsl 4eTOo OH oopmisieTcs?

B uem 0c0OEHHOCTH COCTaBIICHUS TTOJIHOM U KPAaTKO OPMBI TPOTOKOIIA?

Kakum 06pazom ohopMIIsItOTCS TOKIAAHBIC 3aTTUCKHA?

Kakue moKyMeHTBI OTHOCSTCS K IOKYMEHTAIUH 10 TUYHOMY COCTaBYy?

Yrto coboii IpeACTaBISIET TPYAOBOM JOTOBOP U KAKUE CBEJICHUSI OH COICPKHUT?

KTto nonmuceiBaeT Tpya0BO# JOrOBOP, B CKOJIBKUX IK3EMIUISIpaX OH O(hOpMIISETCS U TAe OHU
XpaHsTCcs

Kakwue neiictBust 0hopMIISIOT IPUKa3aMy 1O JIUYHOMY COCTaBy?

B ueM ocoGeHHOCTH O(OpMIIEHUS TPUKA30B 10 TUIHOMY COCTABY?

Kakue cBeneHus 3aHOCSTCS B TPYIOBYIO KHUKKY U KaK 0(DOPMIISIOTCS 3aMiCH B HEMl?

B kakux ciydasx u Kakum o0pa3zom oopMisieTcs: IyOauKaT TPyI0BON KHIDKKHU?

Kakum o0pa3oM BHOCSTCS I3MEHEHUS B 3aMIUCH B TPYIOBOUM KHIDKKE?

Korna Beinaercst pabOTHUKY Ha pyKU TPYAOBasi KHIKKA U T7I€ XpaHAT HEBOCTPeOOBAaHHBIE TPY-
JIOBBIE KHUXKKH?

Kax opopmisercs aproonorpadus?

Kak odopmiisitorest pacnucka U JOBEpEHHOCTH?

Kaxoit mopsiiox popmMupoBaHus U BEACHUS JTUIHOTO Jerna?

UYro coboii npencTaBinseT CiryxeOGHOE MUCbMO?

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

Kakwue cnoBa obecnieunBaioT ycnex B 1€JI0BOH MEPENUCKe U B YEM COCTOUT OCOOEHHOCTH CO-
CTaBJICHUS TEKCTa MUchma?

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

JIOKyMEeHTBI, 0(OPMIISIFOIIHE MTPEANPUHUMATEIBCKYIO ACSITEEHOCTD.

Bunae! v mpasuiia opopmiieHns JOoroBopa.

[TonsiTHE M TTpaBHUIIa COCTABIICHUS MPETEH3MOHHBIX JOKYMEHTOB.

YTo moHUMAIOT MO JOKYMEHTOOOOPOTOM IIPEATIPUSITHS?

Kak npoBoaaT 06paboTKy HOCTYMUBIIMX JOKYMEHTOB?

KakoBbl paBuiia 06paboTKH OTHPABISIEMBIX JOKYMEHTOB?

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

Kakwue cymiecTByIOT TUIIBI PETUCTPALIMOHHBIX YUE€THBIX (hopm?

Kakwue 3agauun pemaroTcst Ipu MOMOIIM CUCTEMbI KOHTPOJISI HCTIOTHEHUS JOKYMEHTOB?

Kak noxymeHT OepeTcsi Ha KOHTPOJIb U B KAKOH MOMEHT OH MOYKET OBITh CHSIT C HETO?

Uro Takoe feno u kakuM o0pa3zom oHo popmupyercs?

Kaxkue kpurepun hopmupoBanus 1ena Bl 3HaeTe?

Uto Takoe HOMEHKIIaTypa aen?

KakoBbl mpaBuiia XpaHeHHsI TOKYMEHTOB B CTPYKTYPHBIX MOJIpa3iesIeHUsIX?

Urto Takoe apXuB U KaKUE BUJIBI ADXUBOB CYIIECTBYIOT?

Kakune ¢hyHkmmm Bo3aararoTcs Ha apxuB?



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 3aJaHUA
1. Jlenonpoun3BOACTBO - 3TO:
a) Otpacip JesSTeNbHOCTH, OOECleunBamoIas JOKYMEHTHUPOBAaHUE M OpraHU3aluio paboThl ¢
O(pUIIHATEHBIMU JOKYMEHTAMH.
0) Bun nearenbHOCTH, CBA3aHHBIN C OOpMIICHHEM O(QUIIMANBHBIX JOKYMEHTOB B COOTBETCTBUU
¢ tpe6oBanusimu 'OCTos.
B) JlesITeNbHOCTD, CBA3aHHAs C PErUCTpalleil, 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 OIpeieNeHUIo: "yCTaHOBICHHE €IMHO00pa3us
coctaBa M (OpPM YNPaBIEHYECKUX JOKYMEHTOB, CO3/1aBa€MbIX IIPU PEIIEHHH OIHOTUIIHBIX
ympaBieHYecKuX QyHKIui"?

a) YHudukaus

0) Crangapru3anus

B) ABTOMAaTH3aIHs

r) Llentpanuzauus

4. HecpouHBIMH Ha3bIBAIOT JOKYMEHTHI, KOTOPBIE:

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) CpegHeCpOYHOTO 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 peKkBU3UT HUKOTJa HE UCTOJIB3YETCS B MUChMaAX?
a) OmbseMa opraHu3aluy WIK TOBAPHBIN 3HAK

0) Pezosronimst

B) HauMeHnoBaHue Bu1a TOKyMEHTA

r) PerucrpanmonHbiiit HOMep TOKyMEHTa

11. Kakue u3 nepedyrciaeHHbIX HUXE MOJACUCTEM JOKYMEHTAI[MU HE SBJISIFOTCS COCTAaBHOM YacCThIO
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, CTPYKTYDY,
(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 PACHIOPSHKEHUS ?
a) [locranormuser

0) IIpuxassiBaro

B) Pacnopsikarock



r) O6s3BIBaIO

16. UTo U3 NepeyrCIEHHOTO HE YKAa3bIBAE€TCS B MIEPBOM YACTU TEKCTa MPOTOKOJA?
a) ®amunus, UMs, OTYECTBO MpEIceNaTeNs 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 sBisiercs
00s13aTeNIbHBIM?

a) BerynurenbHoe oOpaiieHue

0) 3aroJ0BOK K TEKCTY

B) YKa3zaHue Ha PUIIOKEHHE

r) 3aKiIrounTeNnbHas GopMyna BEKINBOCTH

21. CKOIBKO JIET XpaHsTCs PUKa3bl 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 n3 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 IpyU BHECEHHM W3MEHEHUM B 3allUCH B TPYAOBOW KHUXKE CTapas 3aIluch 3a-
YEPKUBAETCs OAHON YEPTOMU, IIOCIIE YET0 AENIAETCSl 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 niepeBo/] 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 MOYTE 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 TepPEUHCICHHBIX HIKE JTUYHBIX JOKYMEHTOB YKa3bIBAIOTCSl CBEJICHUS 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 mucrMa B mpoliecce SKCIeAUITMOHHOM 00pab0oTKH HE BCKPBIBAIOTCS, a MEepeAaroTCs ajipe-
caTy B 3alle4aTaHHOM Buje?

a) AnpecoBaHHbBIE PYKOBOJIUTEIIO MPEATPUITHS

0) [TuceMma c momeTKo# "nruHO"

B) AZpecoBaHHBIC KOHKPETHOMY CTPYKTYPHOMY ITOJPA3CICHHUIO

r) [luchMa 3aKOHOAATEIBHBIX M UCIIOIHUTEIBHBIX OPTaHOB rOCYAAPCTBEHHOU BIIACTH



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 nepevrcIieHHBIX HIKE MPU3HAKOB HE UCTIONIB3YIOT TPH (POPMUPOBAHUHU JEN?
a) HomuHanbHbIi

0) [IpeqmMeTHO-BOMIPOCHBIH

B) CTpyKTypHBII

r) XpOHOJIOTHYECKUH

34. Kakas HOMEHKJIATypa [N SBISETCS HOPMATHUBHBIM JOKYMEHTOM M JOJDKHA 00S3aTEIBHO HC-
NOJIb30BATHCS TPU OIPECIICHUH 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 mepeurcIeHHOTO HE OTHOCUTCS K dTamam mpoiecca 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 Jejia

3.3 Pedepar
Jlenonpou3BOACTBO U €r0 cTaHOBIEHUE B Poccuu
HopmatuBHo-ipaBoBasi 6a3a aeI10nporu3BOACTBA
YHuUKaMs U CTaHAapTH3aIKs B ATIONPOU3BOICTBE
Cucrtema TOKYMEHTAIIMOHHOTO 00CCTICUCHHS YITPABICHUS
Knaccudukanus neinoBoit TOKyMeHTauN
3HaveHne OJaHKa TOKYMEHTa U OCHOBHBIE MTPaBUJIa €ro 0(pOpMIICHUS
[IpaBuiia BHyTpEHHETO TPYIOBOTO paclopsiaKa.

NoogkrwdpE



8. TlonoxxeHue o CTPYKTYpHOM MPOU3BOACTBEHHOM MOAPA3IEICHUH MTPEANPUITHS.

9. JoKHOCTHAst MHCTPYKITHS paOOTHHKA.

10. OcobGenHocTr 0popMIIEHUS PACTIOPSTUTEIBHBIX TOKYMEHTOB

11. OcobeHHOCTH [IeTOBOTO OOIICHUS U TPEOOBaHMS K YIIPABICHYECKON HHPOPMAIIHH.
12. OdunnanbHO-1E€TOBOM CTHIIb.

13. TpeboBaHus K TEKCTaM JOKYMEHTOB.

14. OcoGeHHOCTH Pa3IUYHBIX BUOB CIYKEOHOTO MHChMa

15. SI3bIK ¥ CTHIIB CITY’K€OHOTO MHChMa

16. ParmonanpHas opraHu3alMOHHAs CTPYKTYpa CIyKObI 1eTTOTPOU3BOICTBA

17. IlpumepHslii Tabenb GopM TOKYMEHTOB.

18. Opranuzanus paloHaIbHOTO JBUKEHHS IOKYMEHTOB BHYTPH OpPraHU3allHU.

19. DTuKeT B 1€10BOH MepenucKke

20. ITpaBuna opopmiieHHST KOMMEPUYECKUX TTUCEM K 3apyOeKHBIM IMapTHEpam

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

22. JIoOKyMEHTHPOBAaHUE PE3YIHTATOB JIEITEIBHOCTH TIEPCOHAIA.

23. Benenue TpynoBoi KHM)KKH pabOTHHKA.

24. OdopmiieHHe, BEICHUE U XPAaHEHHUE JIMYHBIX JIE.

25. IIpaBoBbIe OCHOBAHUS AJIsl paOOTHI C OOpAIICHUSIMU TPAXKIaH.

26. [ToHsiTHE TOTOBOpA U €TI0 BHUJIBI.

27. JIoKyMeHTAI|sI 110 pacueTam, apeH/ie, CIICIKaM.

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

29. Perucrpanus u UHAECKCALUS JOKYMEHTOB: MOPSAIOK, paBuiIa, GOPMBI.

30. KoHTpoJib 32 HCMIOTHEHUEM IOKYMEHTOB: 3Tarbl U CPOKU KOHTPOJIS.

31. DkcnepTH3a LEHHOCTH JOKYMEHTOB U JOKYMEHTHOW MH(pOpPMAaLIUH.

32. [lonsiTue apxuBa v UCTOpHUs HopMUPOBaHUS [ 0Cy1apCTBEHHON apXUBHOM CITyKObI PO.
33. CocTaB 1 HampaBJIEeHUs 3AIUTHI JOKYMEHTHOW HHPOpPMALIUH.

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

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

3.4 IlpakTHyecKue 3aIaHUS
3amanue 1.

CocraBbpTe WITATHOE paclMcaHue anmnapara ynpasieHus npeanpuarus (10-15 uenosek).
PexBusut «TekcTy» gaercss B Buje TaOIUIIBI (CM. 0Opa3ell B KOHIIe paboueid TeTpaan).

3amanue 2.

CocraBbTe IpuKa3 no crpoutensHoMy npeanpusituio OO0 «Mactep» 0 HenmpaBUJIBHOM HC-
MOJIb30BAHUN CTPOUTENIBHBIX OTXO0/0B. BO BBOJHOW YacTH yKakHMTE, YTO IpPU MPOBEpKE pabOTHI
CKJIa/Ia MUJIOMAaTEepPHUaIOB YCTAHOBJIEHBI (DAKTHI OTIYCKA B KOTEJIbHYIO JJIsi C)KMTAaHUSI OTXOJIOB M-
JoMaTepuanoB AIMHHOM cBbilie 20 cM. B 3akimtounTenbHOM YacTH cieAyeT AaTh yKa3aHUs 3aBely-
IOIIEMY CKJIaZIOM OPraHU30BaTh paboTy MO peanu3alii OTXO0J0B YACTHBIM JIUIIAM.

3amanne3.

CocraBpte npukas nmo 3A0 «lIporpecc» 00 uTorax peBU3MOHHOW MPOBEPKH (HHHAHCOBOTO
yueTa. B KOHCTaTHpyIOIIEeH 4acTu yKaXuTe, YTO peBU3nel 0OHapyXeHbI (hakThl TpyOoro Hapyiie-
HUS (PUHAHCOBOIO y4yeTa, OTCYTCTBHE OTYETHOCTH 10 KOMAaHIUPOBKAaM U )KypHaJla y4eTa JJOBEpEH-
HocTel. B pacniopsautensHON yacTu 0OBSBUTE BBITOBOP TJIaBHOMY OyXraiTepy U Jaite eMy 3aja-
HHE Ha pa3pabOTKy Mep M0 YCTPAaHEHHIO HEAOCTATKOB B pabOTe €ro MoApa3esIeHHs..

3aganue 4.

CocraBpte npuka3 o 3A0 «BwiMmen» 00 yCTaHOBIGHUHM €IUHOTO PeKHMMa PabOThI IIEH-
TPaJIbHBIX CKJIANOB. B KOHCTaTUpYyIOLIEN YaCTU OTMETHTE, YTO OTIIYCK I[€XaM MaTepuajoB CO CKJIa-
JIOB TIPENIIPUATHS B TeueHUE paboyero JHsA HapyllaeT HOPMaJbHYIO paboTy CKIIaJCKOro ammapara.



B pacnopsauTenbHOM YacTH YKa)KUTE KOHKPETHBIE Yachl OTIyCKa MaTepHalioB CO CKJIA0B, HA30BH-
T€ KOHKPETHBIX JIOJKHOCTHBIX JUI] (B AUPEKIIUU U [[€XaX ), KOTOPbIE OTBEUAIOT 32 MEPEBOJI CKIIAIOB
Ha OoJiee pallMOHANBHBIN pekuM paboThl. OcTanbHbIE MYHKTHI B PACHOPSAUTENBLHON YacTu U Apy-
TU€ PEKBU3UTHI YKAKUTE CAMOCTOSITEIIBHO.

3amanue 5

CocTaBpTe IPOTOKOJ 3acelaHusl WHBEHTAPU3ALMOHHONW KOMMCCHHU 3aBOJIAa CEJIbCKOXO3SIH-
CTBEHHBIX MallMH, Ha KOTOPOM pacCMaTpHUBAJICS BOIPOC O pe3yJbTaTax MHBEHTAPHU3ALMHU 110 CKJIa-
ny Ne 2 BcmomorarenbHbIX MaTepuasioB. Ha 3acenanuu ObUTO MPUHATO MMOCTAHOBIEHHE 00 yTBEp-
KJIEHUU pe3yJIbTaTOB MHBEHTApU3aLMUd M OTHECEHMs 3a CUeT 3aBEeIYyIOILEro CKJIAaZOM HeI0CTauyu
BCIIOMOTATeNbHBIX MaTepraioB B cymme 1 Toic. 400 pyOreii, a Takke 3aUUTaHbl CIMYUTEIbHAS BE-
JOMOCTb 110 ckyany Ne 2 u 0ObsACHUTENbHAS 3allUCKa 3aBEAYIOLEro ckiaagoM. OcranbHble JaHHbIE
OIIPENIENIUTE 110 CBOEMY YCMOTPEHHUIO.

3amanue 6

CocrtaBbTe TOKJIAIHYIO 3aIIMCKY TJIaBHOTO OyXrajnTepa pyKOBOAUTEINIO MPEIIPUATHS O
HEO0OXOUMOCTH LEHTPATU3ALUHN PACYETOB C paOOTHUKAMHU MpeaAnpHusaTHs. B 00513aHHOCTH y4eTHBIX
pabOTHHUKOB MOpPa3AeICHUI JOKHO BXOIUTD JHIIL O()OPMIICHUE TEPBUYHBIX JOKYMEHTOB 110
yueTy BbIpaOOTKHU. B noknaaHol 3amucke HeoOX0uMO JaTh MPEAJIOKEHUS O IEPECMOTPE IITATOB
YUYETHBIX PAOOTHUKOB B MO/IPA3ACICHUSAX MPEIIPUATHS U TTIABHOW OyXraJlTepuu U3 pacueTa olrie-
ro COKpaleHus: ITaToB He MeHee yeM Ha 20%.

3amaunne 7.

CocraBbTe OKJIAIHYIO 3aIMCKY TJIaBHOTO OyXraiaTepa IUPEKTOpy MpeanpusaTus 00 uTorax
paboThI 1O LEHTpATU3AKUK PACcUeTOB ¢ pabounmu U ciayxamumu B BI[ npeanpusitus. Lenrpanu-
3alUsl pacyeToB Jlajla BO3MOXKHOCTb TIEPEBECTU Ha JIPYTyro padoTy MATh OyXrajrepoB Mojapaszese-
HUH, YMEHBUINTH OIIMOKH B pacyerax, YCHJIUTh KOHTPOJIb 3a pacxojoBaHueM (oHJIa 3apaboTHOU
1atel. B 3aki1roueHnn He00X0AMMO IMOCTABUTh BOIIPOC O MPEMHUPOBAHUN PAOOTHUKOB OyXrajirepun
u Bll, obecneunBIIMX mepexo]l Ha LEHTPAIU30BaHHBIN pacyeT 3apadOTHON IUIAThl IO MPEANpHs-
TUI0. OCTaJIbHBIE TAaHHBIE YKA)KUTE CAMOCTOSTENBHO.

3ananue 8.

CocraBbTe NUCHMO-TIPUTTIAIICHUE OPraHU3allMOHHOTO KOMHUTETa «DKCIOLEHTP ArpoOu3Hec
UYepHo3eMbsi» C NPEUIOKEHUEM MOCETUTH CHENUAIN3HPOBAHHYIO BBICTaBKY «JKOHOMHS MaTepu-
QJIBHBIX M TOIIMBHO-3HEPIreTHUECKUX PECYpPCOB B CEIILCKOM XO3siicTBe». BricTaBka Oyaer mpoxo-
JIUTh B MaBWJIbOHE BhICTAaBOYHOTO KoMIuiekca BI'AY, r. BopoHex.

3amanue 9.

CocraBpTe MUChbMO-0TBET THMNOrpaduu u3narenscTBa «Hayka» B angpec OOO «Tpunnka» o
BO3MOXHOCTH BBITIOJIHUTH 3aKa3 Ha U3IOTOBJICHUC 6.HaHKOB Y4€Ta U OTUCTHOCTH.

3amauue 10.

CocraBbTe NMUCHMO-U3BEIEHNE BOpPOHEKCKOrO 3aBOJa TSKEIBIX MEXaHMUYECKHX IPECCOB
3A0 «IlaptHep» B r. KemepoBo 0 mpuunHaXx 3aJepKKH IOCTABOK 000PYI0BaHUSI.

Samanue 11

CocraBbTe nH(popMarmonHoe nucbMo 3A0 «BoponexaBTronop», 6onarapckoit pupme «Ox-
CUTPOJIb» O BO3MOXHOCTH MPOJAXKH COBPEMEHHBIX THApaBiInyeckux KpaHoB. Llena kpana 5500
nosutapos CIIA.

Samanue 12.

CocraBbTe MUCHMO-TIPOCKOY KOMMepueckoro npeanpustus «llaptHep» nHaMiickoit pupme
«/Jleipu TEKC» O MOCTABKE MOPTHEPHOM TKAHU U TEKCTHUJIA.



4. MeToanueckue MaTepuaJbl, ONpeAeJA0IIMe NMPOUeIypPy OLEHHUBAHMUS
3HAHUH, YMEHUI, HABBIKOB M (WJIH) ONbITA JEATEJbHOCTH, XapPaKTEPHU3YyOUIUX
3Tanbl GOPMUPOBAHUSA KOMIIETEHIIMI

4.1 Ilonoxenue o popMax, NEPUOAUYHOCTH U MOPSAKE NMPOBEACHUS TEKY-
1ero KOHTPOJIS yCIeBaeMOCTH M MPOMEKYTOYHOM aTTecTanuu odydarommxcs I1
BI'AY 1.1.05 - 2014

4.2 MeToau4yeckue yKa3aHusl 10 NPOBeIEHUI0 TeKYILEro KOHTPOJIs

1. | Cpoku mpoBeneHus: TeKyliero KoH- | Ha mpakTuueckux 3aHATHAX

TPOJIA
2. | Mecro u BpeMs NpoBeAcHUS TeKy- | B y4eOHOW ayauTopuM B TEUYCHHE MPAKTUYECKOTO
ICTO KOHTPOJIA 3aHATUA

3. | TpeboBanuss K  TexHuueckoMy | B coorBeTcTBUU ¢ OIIOII u paboueli mporpammoit
OCHAILIEHUIO ayIUTOPUU

4. | ®.1.0. npenoxgasarenst (eit), mpo- | Konosanosa C.H.
BOJISAIIHX MPOIETYPY KOHTPOIIS

5. | Bun u popma 3amanuit CobecenoBanue

6. | Bpems st BeIOJIHEHMS 3ajaHUI B TCUCHHUE 3aHITHS

7. | BO3MOXHOCTh HCIOJIB30BaHUM 10- | OOYyYarONIHiicsi MOKET IMOJIb30BATHCS JTOTIOTHUTEIb-
TOJTHUTEJIbHBIX MAaTEPUAIIOB. HBIMU MaTepuaIaMu

8. | ®.1.0. mpenonasatens (eii), oopa- | Konosanosa C.H.
0aTHIBAIONINX PE3YIIHTATHI

9. | MeToap! OIIEHKH pe3yabTaToB OKCHEPTHBIN

10. | [IpenbsaBneHue pe3ynbTaToB OreHka BBICTaBIIAETCS B )KYpHAJI/TOBOAUTCS JIO CBE-
JIeHHUs 00y4aromUXCsl B TEUCHHE 3aHATHUS

11. | Anemnsuust pe3yJabpTaToB B nopsnke, ycTaHOBIEHHOM HOPMAaTHUBHBIMHU JOKY-

MEHTaMH, PeryIupyOLUUMU 00pa30BaTENbHbBIN MPO-
necc B Boponexckom 'AY

4.3 Knaoun (oTBeTbl) K KOHTPOJBHBIM 32JJaHUSIM, MaTepuajaaM, He00X0-

JUMBIM JJIS1 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 r 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 r 36 B
11 I 24 B 37 I
12 b 25 b 38 b
13 B 26 b - -
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