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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 OpraHU- + |+ |+ +
3aIIMOHHBIX M PACHIOPSAAUTEIBHBIX JIOKY-
MEHTOB, HEOOXOAMMBIX ISl CO3IaHHs HO-
BBIX MPEANPUHUMATEIBLCKUX CTPYKTYP
OIIK - 4 | ctocoOHOCTH OCYIIECTBIISATH ACIOBOE 00- + + |+ |+ [+ |+ |+ 4+

IIEHHE U MyOJIMYHbIE BHICTYIIJICHUS, BECTU
[IEPErOBOPHI, 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 akageMH4eCKHX OLEHOK OCBOECHMSA JUCIUILINHBI

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 ¥ CTAaHAAPTHU3AIHUIO YIIPaB- HBIX mpaBmiI | pabora 3a/laHus [Mpaktuue- | [IpakTude-
JIEHYECKUX JTOKYMEHTOB, TIPaBH- obopmIieHUs Op- 3.3 CKHE 3aJa- | CKue 3aja-
nma 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, oOecneuuBaromux 3¢hdek-
THUBHBIC 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; IIpaBmiia pabOThI C JOKYMEH-
TaMH, COJEepXKallUMHU KOH(DU-
JEHITNATBLHYIO HH()OPMAITHIO.

- yMeThb:

OpraHU30BBIBATh PabOTy C JO-
KyMEHTaMH B OpraHU3allud, B
TOM 4YHCIIE COJAEPKAIUMHU KOH-
¢buneHIMaNBEHYI0 HH(OPMAIIHIO;
JOKYMEHTUPOBaTh JIMYHYIO H
YIPaBIEHYECKYIO JIEATETHHOCTb.
- - MMeTh HABBIKH WJIHM 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 HWH-
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 0POpMIIATH JOKyMEHTHI 110 ocHOBe ['OCToB; CTOATCIL-
- HMEeTh HABBIKH WJIH 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; MPABHIIA BE/ICHUs JOKYMEHTOB M0 JINYHO- |
My COCTaBy; IpaBMiia pabOThHI C TOKYMEHTAaMH, COAEpKAIUMU KOHPU- ’
JICHIIMATbHYIO HH(DOpMAITHIO. CTOATENB-
Has paborta

- yMeThb:
OpPraHU30BBIBAaTh PadOTYy C TIOKYMEHTaMM B OPTaHU3aIlH, B TOM YHCIIE
coJlepKalluMK KOH(UISHIIMATBbHYIO HHOOPMALINIO; TOKYMEHTHPOBAThH
JUYHYIO U YIIPABJIEHYECKYIO 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 ¢ KOHpUACHITMATHHOU HHPOPMAITUECH.




2.4 Kpurepum olleHKH Ha 3a4eTe

Ouenka

Kputepun

«GBavyTCHO»

BBICTABIIACTCS CTYACHTaM, OOHAPYKMBILUM IOJHOE 3HaHHWE Y4EOHOIro mMaTepuana,
YCHEIIHO BBIIOJHIOUIUM MIPEAYCMOTPEHHBIE B IIPOIpaMMe 3aJaHusl, JEMOHCTPHU-
pyIolIe CUCTeMaTHYeCKHH XapaKkTep 3HAHUH 10 TUCHUIUINHE U CIIOCOOHBIE K MX
CaMOCTOSITEITFHOMY TIOTIOJTHEHHUIO M OOHOBJICHUIO B XOJZI€ JaJbHEUIIEeH y4eOHOM
paboTHI U IPOPECCHOHANBHON 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 CYIIECTBA MU3JIara€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 YCTHOT0 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

«YHOOBJICTBOPUTCIIBHO»

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 IMOJIOKEHUW YI4EOHON AUCIIUTLIIH-
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, €CIM padoTa CTy/EHTa HalucaHa IPAMOTHBIM 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 MaTepuUall.

«Xopomo»

BBICTABIIAETCS, €Clii padoTa CTyJEHTAa HalKCaHa TPAaMOTHBIM HAayYHBIM S3BIKOM,
UMeeT YETKYIO CTPYKTYPY M JIOTHKY U3JI0KEHHsI, TOUKa 3pEHHsI CTyJeHTa 000CHO-
BaHa, B paboTe MPUCYTCTBYIOT CChUIKA MHEHMS 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 CBOETO 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

OO6yuaromumiicst Bocrpou3BoauT TepMmu- | He menee 55 % OamnoB 3a
IToporosslii HbI, OCHOBHBIE MOHSTHSA, CIIOCOOCH y3Ha- | 3aJlaHHs TECTa.
BaTh SI3BIKOBBIC SIBJICHUSI.

OOyuarommiicst BBISBISET B3auMocBs3u, | He menee 75 % OamnoB 3a
KJIACCU(UITUPYET, YIOPSAOYMBACT, HWH- | 3aJaHHS TECTa.

[IpoaBuHYTHII
TEPIPETUPYET, TPUMEHSET Ha TMPAKTHUKE
MPONJEHHBIA MaTepHall.
Bhicokuit OO6yuaromuiicst aHanu3upyer, oleHuBaet, | He menee 90 % OamoB 3a
MPOTHO3HUPYET, KOHCTPYHPYET. 3a/1aHus TeCTa.
Kommnerenmnus He Menee 55 % Oamnos 3a 3a-
chopMupoBaHa JTAaHUS TECTA.

2.8 Jlonmyck K caayde 3a4era

1.ITocemenue 3anstuid. Jlonmyckaercs OJUH MPOIYCK 0e3 MpeabsABICHUS CIIPABKH.
2. BeimoHeHNE cCaMOCTOSTEIbHON PabOTHI.
3. AKTHBHOE ydacTHe B paboTe Ha 3aHATHSIX.

3. TunoBbie KOHTPOJIbHBIE 32]aHUS UJIM HHbIE MATEPHUAJIbI, HEO0OX0AMMbI€
AJISE OCHKHU 3HAHUI, YMEHHMH, HABBIKOB M (MJIM) ONbITA AEATEJbHOCTH, XapaK-
TEPU3YIIIMX 3TANbl (POPMUPOBAHUA KOMIIETEHIIMI B MpoIecce 0OCBOCHUs 00pa-
30BaTeJIbHOH NPOIrPaMMbI

3.1 Bonpocsl K 3auery

Yro Takoe Jen0Nnponu3BOACTBO U KaK OHO MOXKET ObITh OPIraHW30BAaHO Ha NMPEAIPUATUH?

Uro Takoe TOKYMEHT U KaKOBa €ro poJib B yIPABIECHUYECKOH NesITeTbHOCTH?

Yro Takoe yHU(UKALUSA U CTAaHAAPTU3ALUS YIPABICHUYECKUX JOKYMEHTOB?

Kakwue Bupl JOKyMEHTOB CYIIECTBYIOT?

Yro Takoe GJIaHK JOKYMEHTA U B YEM COCTOUT €ro 3Ha4eHue Npu 0hOPMIIEHUH JOKYMEHTOB?

Kakne ocobenHocTH XapakTepHbl i 0011ero 6jaHKa 1 OJ1aHKa s mucem?

Kax opopmisercs ¥Ycras npennpustus?

KakoBbl ocobeHHOCTH 0(hOpMIICHHS INTATHOTO PAaCIMCAHUs?

KakoBel 00mue npaBuia opopMIICHHS pacliopsAAUTENbHBIX JOKYMEHTOB: IOCTAHOBIICHMUSI, Pe-

LIEHUS], PACTIOPSKEHUS U IpUKa3a?

10. Kakum oOpa3zom odopmIiseTcs MpruKa3 o OCHOBHOM JACSITEIHHOCTH?

11. Yro Takoe mMpOTOKOJI U 7Sl 4ero OH 0(OpMIISETCs ?

12. B yem 0cOOEHHOCTH COCTABJICHUS MTOJTHON U KpaTKou (popMbl mpoTokosia?

13. Kakum 06pazom opopMIISIOTCs JOKIaIHbIE 3aITHCKH?

14. Kakne 10KyMEHTBI OTHOCATCS K JIOKyMEHTAIlUU 10 JINYHOMY COCTaBy?

15. Yto coboii mpeacTaBiIsieT TPYIOBOM TOTOBOP U KaKUe CBEIEHUS OH COACPIKUT?

16. KTo nmoanuceIBaeT TpyL0BOH JOrOBOP, B CKOJIBKHMX 3K3EMIUIAPAX OH 0(hOPMIIIETCS U I'ZIe OHU
XpaHATCA

17. Kakue neficTBus 0(pOpMIISIOT PUKA3aMHU 110 INYHOMY COCTaBY?

oSN~ N E



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.
46.
47.
48.
49.
50.

B ueM ocoGeHHOCTH O(OopMIIEHUS TPUKA3OB 10 TUIHOMY COCTABY?

Kakue cBeeHus 3aHOCSTCS B TPYIOBYIO KHUKKY U KaK 0(DOPMIISIOTCS 3aMiCH B HEM?
B kakux ciydasx u Kakum o0pa3zom oopMisieTcs: IyOauKaT TPyI0BON KHIKKHU?
Kakum 00pa3oM BHOCSTCS I3MEHEHUS B 3aMIMCH B TPYIOBOU KHIDKKE?

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

Kax opopmisercs aproonorpadmus?

Kak odopmitsitorest pacnucka u JOBEpEHHOCTH?

Kaxoit mopsiiox hopmMupoBaHus U BEACHUS JTUIHOTO Jena?

UYro coboii npencTaBiseT CiryxeO0HOE MUCbMO?

B 4yem cocToaT 0COOEHHOCTH pa3InYHBIX BUAOB CIIy>KEOHOTO nMrchbma?

Kakwue cnoBa obecneunBaioT ycnex B I€JI0BOH MEPENUCcKe U B YeM COCTOUT OCOOEHHOCTH CO-
CTaBJICHUS TEKCTa MUchma?

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

JIOKyMEHTBI, 0(OPMIISIFOIIHE MIPEANPUHUMATEIHCKYIO ACSITEEHOCTD.

Bunae! v mpasuiia opopmiieHrs J0oroBopa.

[TonsiTHE M TTpaBHUIIa COCTABICHUS MPETEH3NOHHBIX JOKYMEHTOB.

YTo moOHMUMAIOT MO JOKYMEHTOOOOPOTOM MPEATIPUSTHS?

Kak npoBoaaT 06paboTKy HOCTYMUBIIMX JOKYMEHTOB?

KakoBbl paBuiia 06paboTKH OTIPABISAEMBIX 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?
Kax noxymeHT OepeTcsi Ha KOHTPOJIb U B KAKOH MOMEHT OH MOKET OBITh CHST C HETO?
Uro Takoe feno u kakuM o0pa3zom oHO popmupyercs?

Kaxkue kpurepun hopmupoBanus 1ena Bbl 3HaeTe?

Uto Takoe HOMEHKIIaTypa aen?

KakoBbl paBuiia XpaHeHHs TOKYMEHTOB B CTPYKTYPHBIX MOJIpa3iesIeHusIX?

Urto Takoe apXuB U KaKUE BUJIBI ADXUBOB CYIIECTBYIOT?

Kakune dhyHkmmm Bo3aararoTcs Ha apxXuB?

Kakas mocnenoBatenbHOCTh 0OPMIICHHS JIEJT K C/1adye B apXUB?

Kak nmpoBoautcs s3xcnepTr3a e HHOCTH JOKYMEHTOB?

KakoBbl 0cOOEHHOCTH MOIHOTO 0POPMIICHHUS [T AJI ApXUBHOTO XpaHEHUs?

Kak cocraBnstor onucu aen?

TexHomorus 3aMThl JOKYMEHTHOW HH(POPMAIIHH. .

3.2 TecToBBIC 3aJaHUA

1. /lenonpoun3BoACTBO - 3TO:

a) OTrpacnp nesITEIbHOCTH, OOECTeYrBaroNias JOKYMEHTHUPOBAHWE M OpPraHU3alMI0 PabOTHI C
O(bI/ILII/IaJIBHBIMI/I AOKYMCHTAMH.

0) Bun nestenbHOCTH, CBSI3aHHBIN ¢ opopmiieHHEM OGUIIMATBLHBIX JOKYMEHTOB B COOTBETCTBUHU
¢ tpeboBarusimu ['OCToB.

B) [lesaTenbHOCTD, CBSI3aHHAS C peTUCTpallield, KOHTPOJIEM UCIIOIHEHUS U XpaHeHHEM OpULIHAIb-
HBIX JOKYMCHTOB.

2. Kakas cuctema aenonpoun3BoacTBa HanOosee 3 GpexkTuBHA A1 METKUX TPEeIIpUITHIA?
a) llenTpanu3oBanHas

0) euentpanu3oBaHHas

B) CMemanHas



3. Kakoe moHSATHE COOTBETCTBYET CIEAYIONMIEMY OMpEACICHHIO: "YCTaHOBJICHUE €IMHOOOpa3us
coctaBa U (GOpM YNPaBICHUECKUX JOKYMEHTOB, CO3[aBa€MBIX IPU PEHICHUU OJHOTHITHBIX
ynpaBlIeHUeCKUX GyHKIUi"?

a) Yaudukamus

0) CrangapTusanus

B) ABTOMAaTH3aIUs

r) llenTpanu3anus

4. HecpoyHbIMH HA3bIBAIOT JOKYMEHTBI, KOTOPHIE:

a) He TpebytoT OpICTPOro HCTIOMHEHUS

0) He umeroT cpoKoB HCTIOTHEHUS

B) MOXHO nepeaaTh UCTIOTHUTENSAM 0€3 pacCCMOTPEHHS pyKOBOAUTEIEM

5. UTo M3 MEepevyrCICHHOT0 HU)KE HE OTHOCUTCS K BHJIaM JOKYMEHTOB, KJIaCCH(PHUIIMPYEMBIM 10
CpOKaM XpaHeHHus1?

a) IlocTossHHOTO XpaHEeHUs

6) JlonrocpodHoro XpaHeHHs

B) CpeHeCpOYHOTr0 XpaHEHHUs

r) KparkocpoyHoro xpaHeHUs

6. Kakoit hopmar 6ymaru umeert pazmepsl 148 x 210 mm. ?
a) A4

0)AS

B) A3

r) Al

7. Kakoe moHsATHE XapaKTepHu3yeT CICAYIOIIee OnpeesieHue: ""cTaHJapTHRIN JIUCT OyMaru ¢ pek-
BU3UTaMU, UICHTUDHUITUPYIOMHUMH aBTOPa O(QHUIINAIHHOTO MTUCEMEHHOTO TOKyMeHTa"?

a) [lonnmuHHUK JOKyMeHTa

6) Komust noxymenra

B) bank noxymenra

r) ly0nukaTt foKkyMeHTa

8. Kakol peKkBU3UT UCIOJIb3YIOT TOJBKO B MHUChMax?

a) Axpecar

6) Ccpliika Ha AaTy U pErUCTPAIMOHHBIM HOMEp BXOASIIETO JOKyMEHTa
B) OTMETKa 0 MOCTYIJIEHUU JOKYMEHTA B OPTaHU3aLIUI0

r) OTMETKa O HUIMYHUH TPUITOKEHUN

9. Uto 13 mepevyrcIeHHOro HIKE HE BXOJUT B COCTAaB PEKBH3HMTA CIIPAaBOYHBIC JTAaHHBIE 00 opra-
Husamuu"?

a) [TouToBEIit anpec

6) Homep Tenedona u ¢pakca

B) UHH

r) Homep cuera B 6anke

10. Kakoil peKBU3UT HUKOTJa HE UCIIOJIb3YETCS B MUChbMax?
a) DmOyiemMa opraHu3aIiy WK TOBAPHBIN 3HAK

0) Pezomronims

B) HanmeHoBaHMe BU1a JOKyMEHTa

r) PeructpanroHHslii HOMEp JOKyMEHTa



11. Kakue u3 nepedyrciaeHHbIX HUXE MOJACUCTEM JOKYMEHTAI[MU HE SBJISIFOTCS COCTAaBHOM YaCThIO
CHUCTEMBI OpraHU3aLMOHHO-PACTIOPSAUTENBHBIX JOKyMeHTOB (OP /) ?

a) Opranu3alvoOHHbIE JOKYMEHTBI

0) PacnopsinutenbHble TOKYMEHTHI

B) CripaBOYHO-UH(POPMALIMOHHBIE TOKYMEHTBI

r) YapeauTenbHbIe TOKYMEHTHI

12. Kakoii U3 nepevyncieHHbIX JOKYMEHTOB YCTaHABIMBAET MOPSI0K 00pa3oBaHUs, CTPYKTYDY,
(GyHKIUH, 00513aHHOCTH M OpPraHU3alMio paboThl CTPYKTYPHBIX NOAPA3eICHUN NpeanpusTus?

a) Ycras

0) ITonoxxenue

B) MHCcTpyKIINA

r) [IpaBuia BHyTpeHHETO pacnopsiika

13. Ha xakue u3 nmepeurcieHHbIX JOKYMEHTOB HE CTaBUTCS TpHd YyTBEPKIACHUS?
a) lltaTHoe pacniucanue

0) YcraB

B) YKazaHue

r) [IpaBmia

14. Kako#l U3 nepeyncieHHbIX HUKE JOKYMEHTOB U3Jal0T BBICIIUE U LIEHTPAJIbHBIE OpTraHbl KOJ-
JIETHAIBHOTO YIPAaBICHHS B IENAX pa3pelleHrs] Hauboliee BAXKHBIX 3a]ad, CTOAIIUX Mepesa IaH-
HBIMHM OpraHamu’?

a) [locranoBnenue

0) Pacnopspxenue

B) YKa3zaHue

r) [Ipukas

15. Kakoe kj1roueBO€ CJI0BO UCIOJIb3YETCA B TEKCTE PACIOPSIKEHUS?
a) [locranommsier

0) IIpuka3zpiBato

B) Pacnopsixaroch

r) O6s3BIBaIO

16. YTo u3 nepeuncieHHOro He yKa3bIBaeTCs B IIEPBOM YacTH TEKCTa MPOTOKoJIa?
a) @amMmns, UMsl, OTYECTBO MpEeJIcenaTeNsl U CEKpeTaps COOpaHus

6) dara cobpanus

B) CBenleHUs O MPUCYTCTBYIOIIUX

r) [ToBecTka gus

17.Cxonpko 4yacTeil OyJaeT B TEKCTE aKTa, COCTABICHHOM IO WTOraM PEBU3WH, BBIIBUBIICH Dl
HapyIeHun?

a) OnnHa

0) [IBse

B) Uetbipe

r) Tpu

18. KTo moanuceiBaeT akT?

a) PykoBoaurens npeanpuaTus

0) [Ipencenarenp KOMUCCUU

B) [Ipencenarens u cekperapb KOMUCCHUU
r) [Ipencenarenp u 4eHBI KOMUCCHH



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

0) [lupeKTHBHbIE MUChMa

B) ["apanTuiiHbIC THCEMA

r) Pexnamuble nucrma

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

a) BerynurenbHoe oOpamieHue

0) 3aroJ0BOK K TEKCTY

B) YKa3zaHue Ha PUIIOKEHHE

r) 3aKiIrounTeNnbHas GopMyIa BEKIUBOCTH

21. CKOJIBKO JIET XpaHSTCS MIPUKA3bI 10 JUYHOMY COCTaBy?
a) 10 ner
0) 25 ner
B) 50 ner
r) 75 ner

22. B xakoM ciy4ae TpyJI0BOW IOTOBOP XpaHUTCs 75 net?

a) Ecnu OTCYTCTBYIOT pUKa3bI 110 IMYHOMY COCTaBY

0) Eciu goroBop cpouHbIit

B) Ecnu mocie yBosibHEHUs! paOOTHHUK HE 3a0pail TPYAOBYIO KHUKKY

23.Kaxkue 13 nepeunciaeHHbIX HUXKE CBEJICHUN HE 3aHOCAT B TPYJIOBYIO KHIKKY?
a) ®amwust, UM 1 OTYECTBO pabOTHUKA

0) arta poxxaeHust paboTHHKA

B) CBeieHHS O IpHUeMe 1 YBOJIBHCHUHU paOOTHUKA

r) BeiroBopsl, 00bsBICHHBIE PAOOTHUKY

24. B kakoM cilydae IIpM BHECEHUM M3MEHEHHWI B 3allUCU B TPYJOBOW KHIKKE CTapasi 3allucCh 3a-
YEPKHUBAETCS OJTHOM YEpPTOH, MOCIIE YEro JAENaeTCs HOBas 3aluch?

a) Ecnu 3anuch caenana HenmpaBUIIBHO

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

B) Eciin m3MeHunmmce ankeTHO-OMorpaduueckue TaHHbIE

r) Ecnu yBonpHeHME WK niepeBo]T pabOTHHKA MPU3HAHBI HE3aKOHHBIMU

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

0) 3a 1Be HeeMM 710 YBOJIbHEHUS

B) 3a JIeHb 10 YBOJLHEHHUS

r) Ha cnenyromuii 1eHs nocie yBoJbHEHUS

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

6) OTnpaBuTh paOOTHUKY YBEIOMIIEHHE O HEOOXOAMMOCTH SIBUTHCS 32 TPYLOBOW KHUKKOU
B) XpaHUTh TPYJAOBYIO KHIKKY B OTJENE KaaApoB 2 Tofa, a 3aTeM B apxuBe 50 yer

27. B KakOM W3 MEPEUYHCICHHBIX HIDKE JIMYHBIX JOKYMEHTOB YKa3bIBAIOTCS CBEJICHUS 00 OTHOIIC-
HUU K BOMHCKOU 00s13aHHOCTH?
a) B aBro6uorpadpun



0) B 3asBiennu
B) B pe3toMe o TpyZ0BO# AESITENbHOCTH
r) B noBepennoctn

28. Jlsl KakuX BHJIOB IOPUIUYECKUX JIUI B Ka4eCTBE YUPEIUTEIHHBIX TOKYMEHTOB HEOOXOIUM
yCTaB U YUPEAUTEIBHBINA JOTOBOP?

a) AKIIMOHEpPHOE OOIIECTBO

0) O01IeCTBO C OTPAaHUYCHHON OTBETCTBEHHOCTHIO

B) Kooneparus

r) [lonHOE TOBAapHUIIIECTBO

29. Kakoif Bux rpuda orpaHudeHU JOCTyMa HE MCIOIB3YETCS Uil JOKYMEHTOB, COACPIKALIMX
KOMMEPYECKYIO TaliHy?

a) KondpunenmmansHo

6) Kommepueckas TaitHa

B) CoBepIIEHHO CEKPETHO

r) CTporo KoHGHUACHITUATHHO

30. Kakue u3 nepeunciieHHbIX HHKE CBEJICHUN HE MOTYT COCTABJISITh KOMMEPYECKYIO TalHy?
a) CBeeHHs O CYIIHOCTH H300peTeHUI

6) OtueTsl 0 GUHAHCOBOU JIEATEITLHOCTH (PUPMBI

B) JIOKyMeHTHI 00 yIjiaTe HajJoroB

r) J1oroBops! KYIUTH-TIPOJAXKH

31. Kakue nmuchbma B mporiecce IKCIeIUIIMOHHON 00pa00TKH HE BCKPBIBAIOTCS, a TIEPEIAIOTCS ape-
caTy B 3alle4aTaHHOM Buje?

a) AnpecoBaHHbBIE PYKOBOJIUTEIIO MPEATPUITHS

0) [Tucerma c momeTKOM "nruHO"

B) AZpecoBaHHBIC KOHKPETHOMY CTPYKTYPHOMY ITOPA3CICHHUIO

r) [IrnchbMa 3aKOHOIATENBHBIX U UCTIOJIHUTENIbHBIX OPTaHOB FOCYJaPCTBEHHOMN BIACTH

32. Vcnionp30BaHUE KAaKOH PETUCTPAIMOHHON (HOPMBI HE pEKOMEHAYETCS ISl KPYITHBIX 110 pa3Mepy
NpEapUITHI?

a) PeructpaninoHHO-KOHTPOJIbHBIE KAPTOUKHU

6) IlepcoHanbHbII KOMIBIOTEP

B) Perucrpannonnbie xypHabl

33. Kakue u3 nepeqrcIeHHBIX HIKE MMPU3HAKOB HE UCIIONIB3YIOT TPH (POPMUPOBAHUHU J1EN?
a) HomuHanbHbIi

0) [IpeqmMeTHO-BOMIPOCHBIH

B) CTpyKTypHBII

r) XpOHOJIOTHYECKUH

34. Kakas HOMEHKJIATypa JeN SBISETCS HOPMATHUBHBIM JOKYMEHTOM M JOJDKHA 00S3aTEIBHO HC-
MOJIb30BATHCS TPU OINPECIICHUH MTEPEYHs €)1, 3aBOJUMBIX Ha MPEATIPUITAN?

a) TunoBast HOMEHKJIAaTypa Jein

0) [IpumepHas HOMEHKIATypa Jel

B) HomenkuaTypa en npeanpustis

35. Kakoe MakCUMaJILHOE KOJIMYECTBO JINCTOB MOYET OBITEH B fiejie?
a) 200
6)250



B) 300
r) 350

36. Kakoil u3 nepedyrcieHHbIX 3ar0JI0BKOB /1€ COCTABIIEH HENPABUIBHO?
a) [Ipukaspl AUPEKTOpa OpraHU3aIy M0 JUIHOMY cocTaBy 3a 2008 rox
6) TpynoBsie noroBopa ¢ pabotHukamu 3a 2008 ros

B) CripaBOYHBIC MaTEpUATIBI

r) [lepenucka ¢ 3aka3unkamMu 00 OTKa3e OT OIUIAThl CUETOB OPTaHU3ALUT

37. UTo 13 mepeyucIeHHOT0 He OTHOCUTCS K dTamam mpoiecca opopMIICHHsI Ael IS Iepeladn uX
B apXUB?

a) Hymepauus nucroB gena

0) CocraBiieHrE BHYTPEHHEH OMMCH JOKYMEHTOB JIelia

B) OdopmiieHne 00I0KKH Jena

r) OdopmiieHre HOMEHKIIATYPHI eI

38. Kakoe moHsITHE COOTBETCTBYET OMPEAECICHHUIO: ""CUCTEMAaTU3UPOBAHHBIN MTEPEUCHb 3aBOAUMBIX B
OpraHM3aI1H JIe]1 C yKa3aHUEM CPOKOB UX XpaHeHus"?

a) Omnuck Aen A nepesayu ux B apXuB

0) Homenkmarypa aen

B) AKT 3KCIEPTU3bI IIEHHOCTH T0KYMEHTOB

r) BHyTpeHHsIs onKch JOKYMEHTOB Jeia

3.3 Pedepar

Jlenorpou3BOACTBO U €ro cTaHoBJIeHHe B Poccun

HopmaTtuBHo-1ipaBoBas 0a3a 1e10nponu3BoCTBa

YHubUKaMs U CTaHAapTH3aIKs B ATIONPOU3BOICTBE

CucremMa J1OKyMEHTAIIHIOHHOTO O0eCTIeueHUs YIpaBIeHUS

Knaccudukanus nemoBoit JokyMeHTauu

3naueHue OJaHKa JOKyMEHTa U OCHOBHBIE MpaBUia €ro 0popMIICHUS
[IpaBuna BHYTpEHHETO TPYIOBOI'O PACHIOPSAKA.

[TonokeHne o0 CTPYKTYPHOM MPOU3BOJACTBEHHOM NOpa3AeeHUH MPEANPUITHUS.
JlomKHOCTHAST MHCTPYKITHS paOOTHHKA.

0. OcobennocT ohopMIICHUS PACTIOPSATUTENBHBIX JOKYMEHTOB

1. OcobGeHHOCTH €I0BOT0 OOIIEHUS ¥ TPEOOBAaHUS K YIpaBIeHYECKOW HHPOPMALIUH.
12. OdunuansHO-IE€TOBOI CTHIIb.

13. TpeboBaHus K TEKCTaM JOKYMEHTOB.

14. OcoGeHHOCTH Pa3INYHBIX BUOB CIYKEOHOTO MHChMa

15. SI3bIK ¥ CTHIIB CITY’K€OHOTO MHChMa

16. ParmonanpHas opraHu3alMOHHAs CTPYKTYpa CIyKObI IeTTOTPOU3BOICTBA
17. IlpumepHslii Tabenb GopM TOKYMEHTOB.

18. Opranuzanus paioHaIbHOTO JBUKEHHS IOKYMEHTOB BHYTPH OpPraHU3allHU.
19. DTuKeT B 1€10BOH MepenucKe

20. ITpaBuna opopmiieHUS KOMMEPUYECKUX TTUCEM K 3apyOEeKHBIM IMapTHEpam

21. TpynoBO# IOTOBOP: CTPYKTYpA, COEPKAHUE U TIOPSIIOK 3aKITIOUEHHUS.

22. JIOKyMEHTHPOBAaHUE PE3YIHTATOB JICITEIBLHOCTH TIEPCOHAIA.

23. Benenue TpynoBoi KHMKKH pabOTHHUKA.

24. OdopmiieHHe, BeICHUE U XPaHEHHUE JIMYHBIX JIE.

25. IIpaBoBbIe OCHOBAHUS AJIsl pAaOOTHI C OOpAIICHUSIMU TPAXKIaH.

26. IToHsiTHE TOTOBOpA U €TI0 BHUJIBI.

27. JIoKyMeHTAIHs 110 pacueTam, apeH e, CIICIKaM.
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28. OcHOBHBIC BU/IBI, 3a/1a4¥ ¥ ()YHKIIMH MPETEH3MOHHBIX JTOKYMEHTOB.

29. Perucrpanus 1 UHACKCALUS JOKYMEHTOB: MOPSAIOK, TpaBuiIa, GOPMBI.

30. KoHTpoib 3a HCTIOTHEHHEM JOKYMEHTOB: 3TaIbl M CPOKHA KOHTPOJISL.

31. DxcnepTH3a LEHHOCTH JOKYMEHTOB U JOKYMEHTHOW MH(pOpPMAaLIUU.

32. [lonsiTue apxuBa v HCTOpHUs HopMUPOBaHUS [ 0Cy1apCTBEHHON apXUBHOM CITyKObI PO.

33. CocTaB ¥ HampaBJIeHUs 3AIUTHI JOKYMEHTHOW HHPOPMALIUH.

34. Cuctema 3anuThl IEHHOW WH(DOpMAIMY U KOH(DHUICHIIMAIBHBIX TOKYMEHTOB.

35. 3amuTa KOHGUASHIMATFHONH HH(POPMAITUH MIPH MTPOBEACHUH COBEILAHUH U TIEpEeroBo-
pOB.

3.4 IlpakTnyecKkue 3aJaHus

3amanue 1.

CocraBbpTe WITATHOE pacnMcaHue anmnapara ynpasieHus npeanpuarus (10-15 uenosek).
PexBusut «TekcTy» gaercss B Bue TaOIUIBI (CM. 0Opa3ell B KOHIIe paboueid TeTpain).

3amanue 2.

CocraBbTe IpuKa3 no crpoutensHoMy npeanpusituio OO0 «Mactep» 0 HenmpaBUJIbBHOM HC-
NOJIb30BAaHUN CTPOUTENIBHBIX OTXO0/10B. BO BBOJHOW YacTH yKakMTE, YTO IpPU MPOBEpKE pabOTHI
CKj1aga HI/I.HOMaTepI/IaJIOB yCTaHOB.HeHBI (baKTI:I OTHyCKa B KOTGJII:HYIO IJIA COKUT'aHUSA OTXO4O0B IIH-
JIOMaTepUaIOB JUIMHHOM CcBbIlIEe 20 cM. B 3aKIIOUMTENBHON YaCcTH CIIEIyeT AaTh yKa3aHUs 3aBey-
IOIEMY CKJIaZIOM OPTaHU30BaTh PabOTy MO peain3aIiii OTXO0B YaCTHBIM JIMIIaM.

3amanne3.

CocraBbre npukas mo 3A0 «IIporpecc» 00 uTOrax peBU3MOHHON MPOBEPKU (PUHAHCOBOTO
ydera. B KoHCTaTHpylomeld 4acTi yYKaKHUTE, YTO PEBU3HEH OOHApYKeHBbI (pakThl TPyOOTO HapyIie-
HUS (PUHAHCOBOTO y4yeTa, OTCYTCTBHE OTUETHOCTH IO KOMaHIUPOBKAM M JKypHaJla y4eTa JOBEpPEH-
HOCTell. B pacnopsnuTensHOl 4acTH OOBSBHUTE BBHITOBOP IJIABHOMY OyXTalTepy U JalTe eMy 3aja-
HUE Ha pa3paboTKy Mep MO yCTpaHEHHIO HEIOCTaTKOB B pabOTe ero nojapasieieHHus..

3amanue 4.

CocraBpte npuka3 nmo 3A0 «BwiMmen» 00 yCTaHOBIGHUHM €IUHOTO peKHMMa PabOThI IIEH-
TpPaJIbHBIX CKJIaJI0B. B KOHCTaTHpyrOLIel YacTH OTMEThTE, YTO OTIYCK I[€XaM MaTepUuajioB CO CKJIa-
JIOB TIPENIIPHUATHS B TeueHUE pabodero JHsA HapyllaeT HOPMaJbHYIO paboTy CKIIaJCKOro ammapara.
B pacnopsauTenbHOM 4acTy yKa)KUTE€ KOHKPETHBIE Yachl OTITYCKAa MaTepUaioB CO CKJIaJ0B, HA30BU-
T€ KOHKPETHBIX JOKHOCTHBIX JIUI (B AMPEKIINU U LI€XaxX ), KOTOpble OTBEUAIOT 3a MepeBO/I CKIIaJI0B
Ha 0oJiee palMOHANBHBIN pekUM paboThl. OCTaldbHBIE MYHKTHI B PACMIOPSAUTENBHON YacTu U Jpy-
THC PCKBU3UTHI YKAXKUTC CAMOCTOATCIILHO.

3amanue 5

CocTaBbTe IPOTOKOI 3acE€JaHUsI MHBEHTapU3aLlMOHHOW KOMUCCHH 3aBOJ1a CEIbCKOXO0351H-
CTBEHHBIX MallliH, HA KOTOPOM PacCMaTpPUBAJICS BOIIPOC O Pe3ysIbTaTaX MHBEHTapU3aLlUU 110 CKJIa-
ny Ne 2 BcrioMoraTenbHbBIX MatepuainoB. Ha 3acenanuu Ob10 MPUHATO MOCTAHOBJICHUE 00 yTBEp-
KJIEHUU pe3yJbTaTOB MHBEHTApU3allui U OTHECEHHUS 3a CUET 3aBEYIOILEro CKJIaJOM Hel0CTaun
BCIIOMOTaTeNbHBIX MaTepuaoB B cymme | Toic. 400 pyOieii, a Takke 3a4UTaHbl CIMYUTENIbHAS Be-
JOMOCTb 110 cKiaxy Ne 2 1 o0bsICHUTENIbHAS 3aIMCKa 3aBEYIOLIET0 CKIagoM. OCTalbHbIE 1aHHbIE
OIIPENIENIUTE 110 CBOEMY YCMOTPEHHUIO.



3amanue 6
CocraBbTe TOKJIAIHYIO 3aIIUCKY TJIaBHOIO OyXrajaTepa pyKOBOAUTEINIO MPEIIPUATHS O
HEO0XOIMMOCTH IIEHTPAIU3AIMN PACYETOB ¢ PAOOTHUKAMU MpeanpuaTusi. B 00s3aHHOCTH y4eTHBIX
PpabOTHHUKOB MOJPA3AEIICHUI JOHKHO BXOUTh JHIIL 0()OPMIIEHUE TEPBUUHBIX JOKYMEHTOB 110
y4deTy BeIpaOoTKH. B moKIanHoM 3amucke He0OXOMMO 1aTh MPEATIOKEHUS O IEPECMOTPE IITATOB
YUYETHBIX PAOOTHUKOB B [TOJIPa3ACICHUAX PEIIPUATHUS U INIABHOW OyXraJlTepuu U3 pacueTa oorie-
IO COKpAILEHUs IITaTOB HE MeHee ueM Ha 20%.

3amanue 7.

CocraBbTe NOKJIAHYIO 3alHMCKY TJIaBHOIO OyXraiaTepa IUPEKTOpy MpeanpusTus 00 uTorax
paboThI 1O LEHTpAIU3aKUK PAcUeTOB ¢ padounMu U ciayxamumu B BI[ npeanpusitus. Lenrpanu-
3alusl pacyeToB Jlajla BO3MOXKHOCTb IIEPEBECTU Ha JIPYTyr0 padoTy ATk OyXrajrepoB Mojapaszese-
HUH, YMEHBIINTH OIIMOKH B pacyerax, YCHJIUTh KOHTPOJIb 3a pacxojoBaHueM (oHJIa 3apaboTHON
1atel. B 3aKi1roueHn He00X0AMMO IMOCTABUTh BOIIPOC O MPEMHUPOBAHUN PAOOTHUKOB OyXrajirepun
u BIl, obecnieunBIIMX mepexo/l Ha LEHTPAIU30BaHHBIN pacyeT 3apadOTHON IUIAThl IO MPEANpHs-
THI0. OCTaJIbHBIE TAaHHBIE YKA)KUTE CAMOCTOSTENIBHO.

3amanue 8.

CocrtaBbTe MUCHMO-TIPUTIIAIICHHE OPTaHU3AIIMOHHOTO KOMHUTETa «DKCHOLUEHTP ArpoOu3Hec
YepHo3eMbsi» C MPEUIOKEHUEM MTOCETUTh CHELUATU3UPOBAHHYIO BBICTABKY «DKOHOMMS MaTepH-
QIBHBIX M TOIIMBHO-3HEPTEeTHMUYECKUX PECYpPCOB B CENILCKOM XO3siicTBe». BricTaBka Oyner mpoxo-
JIUTh B MaBHJIbOHE BhICTAaBOYHOTO KoMmIuiekca BI'AY, r. Boponex.

3amanue 9.

CocraBbTe MUCHMO-0TBET TUNOrpaduu nznarenscrsa «Hayka» B agpec OOO «Tpunuka» o
BO3MOXHOCTH BBITIOJTHUTH 3aKa3 HA U3TOTOBJICHUE OJIAHKOB Y4€Ta M OTYETHOCTH.

3amauue 10.

CocTaBbTe NUCHMO-U3BEIIEHUE BOpPOHEKCKOIrO 3aBO/a TSKEIBIX MEXAaHMUYECKUX IPECCOB
3A0 «IlaptHep» B r. KemepoBo 0 mpuunHaXx 3aJepKKH MOCTABOK 000PYIOBaHUSI.

Samanue 11

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

3amauue 12.

CocraBpTe MUCHMO-TIPOCKOY KOMMepueckoro npeanpustus «IlapTaep» uHAMICKON dhupme
«/Jleipu TEKC» O MOCTABKE MOPTHEPHOM TKAHU U TEKCTHUJIA.

4. MeToanueckue MaTepuaJibl, ONpeAeJA0IIHe NMPOHeTypPy OLEHUBAHUS
3HAHUH, YMEHUI, HABBIKOB M (WJIH) ONbITA AEeATEJbHOCTH, XapPaKTEePU3YyOUIHUX
3Tanbl GOPMUPOBAHUA KOMIIETEHIIMMA

4.1 onoxkenue o popmax, NEPUOAUYHOCTH U MOPSAKE NMPOBEACHUS TEKY-
1Iero KOHTPOJIsl YCIIeBAeMOCTH U MIPOMEKYTOYHOI aTTecTanuu odydawommxcs I1
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 NpoBefieHHUs TeKy- | B yueOHON ayauTopuum B TeYeHHE NPAKTUYECKOTO
Ier0 KOHTPOJIS 3aHSATHUS
3. | TpeboBanust K  texHuueckoMy | B coorBeTcTBUU ¢ 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 myist 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 Kuwun (0TBeThbl) K KOHTPOJbHBIM 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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