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1.

Ilepeyenb KOMIETEHUMI € yKa3aHHMeM 3TanoB uUX (GopMHpPOBa-

HHS B Mpouecce 0CBOEHHUsI 00pa30BaTeJIbHOM NPOrPaMMbI

Hunexc

dopMyIupoOBKa

Pasnens! TUCHIMININHEL

112 |3 |4 |5]|6 |7 ]8]9 |10

OK-4

CIOCOOHOCTh K KOMMYHUKAIIMH B YCTHOU |
MUCbMEHHOM (popMax Ha pyCCKOM U UHO-
CTPAaHHOM S3bIKaX JUJISl pELICHUS 3a]1a4
MEKJIMYHOCTHOTO M MEXKKYJIbTYPHOI'O B3a-
HMOJIEUCTBUS

+ |+ [+ [+ |+ [+ [+ |+ [+ |+

IK-7

CIIOCOOHOCTBIO, UCTIONB3Ysl OTCUECTBEHHBIE
1 3apyOeKXHbIe HCTOYHUKH WH(POPMAIINY,
coOpath HEOOXOAMMBIE JaHHBIE ITPOAHANIH-
3MpOBATh MX M MOJrOTOBUTH HH(OpMAIH-
OHHBII 0030p W/WJIM aHAJTUTUYECKUHA OTYET

[1K-10

CIIOCOOHOCTBIO MCIIOJIH30BATh AJId pCUICHUA
KOMMYHHUKATHUBHBIX 3a/1a4 COBPCMCHHBIC
TEXHUYCCKHUEC CPCACTBA U HHq)OpMaHHOHHBIe
TCXHOJIOTHH

2. OnucaHue mokKa3areieidi U KpUTepHeB OLEHWBAHUS KOMIIETEHIUIA

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

2.1 HIkaja akajeMu4ecKUX OIEHOK OCBOCHUA AUCIUILINHBI

Bunarr onenok

OueHku

AxanemMuueckas
OIIEHKA IO
2-X OaIIbHOH
nrkase (3a4er)

HE 3a4TCHO

3a4TCHO




2.2 Texkymuii KOHTPOJIb

Ne 3anmanus
Conepxanue ®dopma orre-
Paznen TexHonorus . .
Kox L ——— [— TpeOoBaHUS B dopmmEpoBa- HOYHOT'O [Toporossrit H(ijIH_IeH- Beicoknii
| PA3PE3€E pasienos st cpencTaa YPOBEHB HBI/ YPOBEHb|  YPOBEHb
JUCIUTLIAHBI (xoHTpONA) |(ymoBi./ 3auer)|  (XOpOIIO) (oTMuHO)
OK -| -3HaTh 1-10 |3nanms 06 obmmx | Jlekiws, Y cTHRIN TecTnl n3- | Tectel wm3- | TecTol U3-
4 OCHOBHBIC TIOJIOXKEHUS MO JAOKYMECHTH- TpeOOBaHMAX K | IpaKTH4e- o1mpoc, 3aganus 3.2 | 3amanus 3.2 | 3amaHus 3.2
PpOBaHMUIO praBHqueCKOﬁ JCATCIBHOCTH JOKYMCHTAaM. 3Ha- | ckag pa60Ta, TECTUPO- HpaKTqu_ HpaKTqu_ HpaKTqu_
U KOMMYHHKallUAM B MHUCbMEHHOU (bopMe; HHUC OCHOBHBIX | caMOCTOSI- BaHHUE, CKUue 3aJla- | CKM€ 3aza- | CKhe 3aaa-
YHHQUKAIMIO W CTAHZAPTH3ALMIO npaBuin 0popMIe- | renpHas pa- HHUS W3 pas3- | HUA U3 pas- | HUS U3 pas-
VIIPaBJICHYECKUX ~ JIOKYMEHTOB, TIpaBWIa HUSL  OpraHu3aly- | Gora nena 3.3. nena 3.3. nena 3.3.
pa3paboTKu 1 OOPMIICHHS TOKYMECHTOB; OHHO-
- yMeTh paciopsIuTEb-
COCTaBJIAITh M OQOPMIIATH TOKYMEHTBI HBIX JIOKYMCHTOB.
1o ocHose 'OCTos; 3HaHME  IPABUI
- HMeTh HABBLIKH COCTaBJICHUE  Jie-
COCTaBJICHHUSI TEKCTOB OPTraHMU3AIMOH- JIOBBIX TIMCEM, Be-
HO-paCHOpHI[I/ITeJ'H)HBIX I[OKYMCHTOB, JCHUA I[OKYMCH—
obOecnieunBaOmUX APPEKTUBHBIE MEXK- TOB 1O JIUYHOMY
JIMYHOCTHBIE KOMMYHHUKAIIUU B TIPOIECCE COCTaBy.
yIpaBJICHUS TMPESANPHUATHIMH H OpraHH-
3aIUAMU
BEICHHUS JIEJIONTPOU3BOACTBEHHOTO
mporiecca, BKITIOYAroNero odopmieHue,
JIBUKXCHUC I[OKYMCHTOB, KOHTpOJIB HcC-
IIOJIHCHUA.
IIK —| - 3HaTh 2,4,6 | 3manms  mpaBuin | Jlekuwms, Y cTHBIN Tecthl m3- | Tectel wu3- | TecTel u3-
7 TpaBuiIa MOUCKa U 00pabOTKU TaHHBIX COCTaBICHHsS  WH- | IPaKTHYe- ompoc, samanust 3.2 | 3amanust 3.2 | 3amamms 3.2
UX OTEYECTBEHHBIX M 3apyOE€KHBIX HC- (popmarmonHo- ckast paboTa, | TECTHPO- [IpakTuue- [IpakTnue- [IpakTnue-
TOYHHKOB HH(OPMALHH; CIIPABOYHBIX JIOKY- | caMOCTOsA- BaHUE, CKME€  3ajJa- | CKM€ 3aja- | CKue 3aja-
IpaBuJia IMOATOTOBKHU I/IH(l)OpMaLH/IOHHOFO MCHTOB, B TOM YHC- | TepHas HUS U3 pas- | HUA W3 pas3- | HUgd U3 pas-
0030pa W/ WK aHATUTHYECKOTO OTYEeTA. e CONEPKAMMA | paGora nena 3.3. nena 3.3. nena 3.3.
- YMETh KOH()UICHITATb-




OpraHU30BBIBATH PA0OTY C JOKYMEHTAMH
B OPraHW3all{H, B TOM YHCIIEC COACPIKAIIUMU
uHpopMaIHo, HEOOXOIUMYIO Ul TOATO-
TOBKM HWH(OPMAIMOHHOTO 0030pa  W/WIN
AHAJIMTHYECKOTO OTYETa;
- HIMeTb HABBIKH

BEJICHUS CIPAaBOYHON M aHATUTHYe-
CKO# paboTHI, B TOM 4HMCie TIpu paboTe ¢
KOH(UICHIIMAILHOU HHPOPMAIHEH.

Hy!0 HHGOPMAIUIO
U TIOCIEMyroEi
pabOThI C HUMHU.
3HaHUA ~ TIPaBWI
NOJIrOTOBKH ~ WH-
(hopMaImoHHOTO
0030pa ¥ aHAJUTH-
YeCKOro OT4eTa

I1K-
10

- 3HATh
npaBuwia paboTel ¢ JOKyMEHTaMH Ha
MAalllMHHBIX HOCUTCIIAX,

HOPANOK, (GOpMy perucTpanuu AOKY-
MEHTOB, (hopMHpOBaHME e, cocTaBile-
HHUS HOMEHKJIATyphl A€, XpaHeHHs H0-
KyMEHTOB, B TOM 4HCJIE€ C UCIOJIb30BaHU-
€M COBPEMEHHBIX TEXHUYECKUX CPEACTB U
MH(OPMALMOHHBIX TEXHOJIOTHH;

- yMeTh

OpPraHU30BbIBaTh PabOTy C JOKyMEH-
TaMW B OpraHusalvv, B TOM 4YUCJIC C UC-
IMMOJIb30BAHUEM COBPCMCHHBIX TCXHHUYC-
CKUX CpCIACTB U I/IH(i)OpMaHI/IOHHLIX TCX-
HOJIOTHI;

INPUMEHATh OPITEXHUKY B IIpolecce
JTOKYMEHTUPOBAHUSI M OpPraHU3allud pa-
OO0TBI C TOKYMEHTaMHU.

- HMeTh HABbIKH

HCIIOJIb30BaHUA KOMIIBIOTCPHBLIX CHCTEM
TMOATOTOBKU TEKCTOBLIX JIOKYMCHTOB;

ABTOMATHU3ALNH JIEJIONPOM3BOACTBA HA
06a3e  WCHOJB30BAHUS  MEPCOHAIBHBIX
KOMITBIOTEPOB.

3,7-10

3HaHME  IIPABHII
paboTel € JOKY-
MEHTaMH Ha Ma-
IIMHHBIX HOCHTE-
JSIX

3HaHuEe TOpsAIKa
OpraHM3aluu pa-
0OTBI C JIOKyMEH-
TaMd B OpraHu3a-
UM C HCIIOJIb30-
BaHUEM CoBpe-
MEHHBIX TEeXHUYE-
CKHX CpEeACTB U
UH(QOPMAIMOHHBIX
TEXHOJIOTHI
3HaHME Hampas-
JIEHW COBEPIIEH-
CTBOBAaHMsI CHCTe-
Mbl JIOY, Ha Gaze
WCTIOTTB30BaHUS
MIEPCOHAITBHBIX
KOMITBIOTEPOB.

Jlexnus,
MpaKkTHYe-
ckas paboTa,
caMoCTOSI-
TeabHas
pabora

YcrHbIN
o1mpoc,
TECTHUPO-
BaHHe,

Tectnl u3-
3ajaHus 3.2
[IpakTnue-
CKHE  3aja-
HUS W3 pas-
nena 3.3.

Tecter  u3-
3aJaHus 3.2
[IpakTnue-
CKHE 3aja-
HUS U3 pas-
nena 3.3.

Tectel u3-
3aJanus 3.2
IIpakTnue-
CKHE 3aja-
HUS U3 pa3-
nena 3.3.




2.3 IlpoMeskyTOUHASl ATTECTAIUS

dopma Ne3amanus
TexHoorust .
Kon [Inanupyemsblie pe3ysbTaThl dbopmupoBa- ouetoto- | [loporosbiii HOBH_U Bf’ 1c0-
st IO CPEICTBY  ypOBEHb LIEHHBIN | KU# ypo-
(xoHTpoONIAA)|  (3ayer) YPOBEHb BEHb
OK-4 | - 3narth Jlexuwms, npak- | 3auer Bompocsr &
OCHOBHBI€ IOJIOKEHHUS TI0 IOKYMEHTUPOBAHUIO YIIPABIECHYECKOM Jesi- | THYeCKas pa- 3ayery W3
TEILHOCTH ¥ KOMMYHHKAIMSIM B IIHCbMEHHOM (GopMme; 6ora, camocTo- pasmena 3.1.
YHUDUKAIUIO W CTaHAApPTH3AIUI0 YIPABIECHYECKUX JTOKYMEHTOB, | ATCIbHAS pa-
npaBuia pa3padboTKU U OQPOPMIICHHS JOKYMEHTOB; bora
- YMeTh
COCTaBIISATH 1 OPOPMIIATH TOKyMeHTHI 110 ocHOBe 'OCToB;
- HMeTh HABBIKHU
COCTaBJICHUS] TEKCTOB OpPraHU3alMOHHO-PACIOPAIUTENbHBIX JOKY-
MEHTOB, obOecreunBaromux 3h(eKTUBHbIE MEXKINYHOCTHBIE KOMMYHHU-
KallU{ B IPOLIECCE YIPABIECHUS IPEIIPUITUIMH U OPraHU3aLUsIMHI
BEJICHHUS JIEJIONPOU3BOICTBEHHOTO MPOLECcCa, BKIIOYAIOIIET0 0hopM-
JIeHUe, JBUKEHHE JOKYMEHTOB, KOHTPOJIb UCTIOJTHEHHUS.
I[IK—7 | - 3naTh Jlekuwusi, mpak- | 3aueT Bompocsr  k

MpaBujia TOMCKAa U 0O0pabOTKM JaHHBIX WX OTEUECTBEHHBIX H 3apy-
OEKHBIX UCTOYHUKOB MH(POpPMAIUY;

MpaBujia MOJATOTOBKM MH(OPMAIIMOHHOTO 0030pa W/WIIM aHATUTHYE-
CKOT'O OTYETA.
- YMeTh

OpPraHHU30BBIBATH PA0OTy C JOKYMEHTAMHU B OPTaHU3AINH, B TOM YHC-
Je cojaepX)anmMu HH(pOpMaIuio, HEOOXOMUMYIO IS TMOJATOTOBKH WH-
(dbopMaImoHHOTO 0030pa U/UIM AHATUTHYECKOTO OTYETa;
- HMETh HABBIKH

BEJICHUS CIPABOYHON M aHATUTHUYECKOH palbOTHI, B TOM YHCIE MpHU
pabote ¢ KoH(pUACHIMAIIbLHON HH(OpMaIHeH.

THYECKasl pa-
0oTa, caMoCTO-
sTeIbHasl pa-
oora

3a4ery U3
pazzena 3.1.




I1K-10

- 3HATh

mpaBmiIa paboTHI C TOKYMEHTaMU HA MAITUHHBIX HOCUTEIISX;

MOpsIIOK, (OpMy perucTparuu JOKYMEHTOB, (popMupoBaHuUE nela,
COCTaBJICHUS HOMEHKJIATYpPhbI JI€JI, XPaHECHHUSI JOKYMEHTOB, B TOM YHUCJIE
C MCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHUYECKUX CPEICTB M MH(pOpMaIu-
OHHBIX TEXHOJIOTHIM;
- YMeThb

OpraHU30BBIBATh PAOOTY C IOKYMEHTAMU B OPTaHHU3alLMU, B TOM UYHC-
JIE C WCII0JIh30BAaHUEM COBPEMEHHBIX TEXHUYCCKUX CPEICTB U MH(pOpMa-
IIMOHHBIX TEXHOJIOTHH;

MIPUMEHATHh OPITEXHUKY B MPOLECCE JOKYMEHTUPOBAHUS U OpraHu3a-
IIUU pabOTHI C TOKyMEHTAMHU.
- HMeTh HABBIKH

HCMOJIb30BAHUSI KOMIIBIOTEPHBIX CUCTEM MOATOTOBKU TEKCTOBBIX J10-
KYMEHTOB;

ABTOMATH3AIMH JISIIONMPOU3BOJICTBA Ha 0a3e HCIIOJIB30BAHMS IIEPCO-
HaJIbHBIX KOMIIBIOTEPOB.

Jlexuwms, npak-
THYECKasl pa-
0oTa, caMOCTO-
ATeNIbHAS pa-
oora

3ayeT

Bormpocst
3a4ery

K
us3

pazaena 3.1.




2.4 Kpurepuu OLleHKHM HA 3a4eTe

Onenka

Kputepun

«GBavyTCHO»

BBICTABIIACTCS CTYACHTaM, OOHAPYKUBIIUM TOJHOE 3HaHUE Y4eOHOro mMarepuana,
YCIICIIHO BBIIOJHAKIIUM NPEAYCMOTPCHHBIC B IIPpOrpaMME 3aaaHusA, JEMOHCTPU-
pyIolIMe CUCTEeMaTHYeCKHH XapaKTep 3HAHUH M0 TUCHUIUIMHE U CIOCOOHBIE K MX
CaMOCTOSITEITLHOMY TIOTIOJTHCHHIO M OOHOBJICHHIO B XOJI¢ JaJIbHEHIICH y4eOHOM
paboTHI U IPOPECCHOHAIBHOM NIEATEITHHOCTH.

«HE3aYTCHO»

BBICTABJISIETCS CTYJCHTaM, OOHAPY>KUBIIUM MPOOEIHl B 3HAHUSAX OCHOBHOTO y4eO-
HOTO MaTepuana, [OMyCKAIOUIMM NPUHIUIHAIbHBIE OMIMOKM B BBINOJHEHUU
NPEyCMOTPEHHBIX TporpaMMoi 3ananuil. Takoi OLIEHKH 3aCiyKUBAaIOT OTBETHI
CTYJIEHTOB, HOCAILIME HECUCTEMATU3UPOBAHHBIM, OTPHIBOUHBIN, MMOBEPXHOCTHBIN
XapakTep, Korja CTyCHT HEe MOHUMAET CYLIECTBA MU3JIara€MbIX UM BOIIPOCOB, UYTO
CBUJETEILCTBYET O TOM, YTO CTYJEHT HE MOXKET JaibllIe MPOJOHKATh O0ydYeHHE
WM TPUCTYTNATh K MPO(EeCCHOHATBEHOM AeATEeIBHOCTH 0€3 JOMOIHUTEIbHBIX 3aHs-
THI IO COOTBETCTBYIOIIEH THCITUILINHE.

2.5 Kpurtepuu oueHKH YCTHOTO ONpoca

OneHka Kpurepun

BBICTaBIIACTCA o6yqa}0meMyc;I, €CJIM OH YCTKO BBIPAXKACT CBONO TOUY

COTIUYHOY 3peHHUsI 10 PacCMAaTPUBAEMbIM BOIIPOCAM, MPHUBOJIS COOTBETCTBYIOIIHE
PUMEPBI
BBICTABJIIETCS OOydJaromIeMycCs, €CId OH JOMYCKaeT OTJENbHBIC I10-
«XOPOIIIO» YIATOMEMYCH, Aoty A

I'pCITHOCTH B OTBCTC

«YHAOBJICTBOPUTCIIBHO»

BBICTABJISIETCS 0Oy4YaromeMycsi, €Clii OH OOHapyKHMBaeT MpoOensl B
3HAHUAX OCHOBHOT'O y4eOHO-IPOTrPaMMHOI0 MaTepuaia

«HCYOOBJCTBOPUTCIBLHO»

BBICTaBJIsIeTCS 00y4aroleMycs, €ciiu OH OOHapyXHBaeT CYLIECTBEH-
HbIe MPOOEINbl B 3HAHUSIX OCHOBHBIX MOJIOKEHUN y4eOHOUW MUCHUILIH-
HbI, HEYMEHHE C TOMOIIBIO MpernojaBaTess MOJYYUTh MPABUIBHOE
peuieHne KOHKPETHOM MPaKTUYECKOW 3ajjayd M3 4ucia MpeaycMOT-
PEHHBIX paboueil mporpaMmoi yueOHOM TUCITUTITUHBI

2.6. Kputepuu oueHKH TeCTOB

Crynenu ypoBHel | OTiMUYUTENbHbBIE IPU3HAKU [Tokxazarens oueHku chop-

OCBOEHHNA KOMIIETEH-
U

MHpOB&HHOfI KOMIICTCHIIN N

OOyuaromumiicst BocrpousBoauT TepMu- | He menee 55 % OamnoB 3a
IToporossrii Hbl, OCHOBHBIE MOHSTHSA, CIIOCOOCH y3Ha- | 3a/laHUs TecTa.
BaThb A3BIKOBBIC SIBJICHUA.

OOyyaromumiicst BBISBISET B3auMocBs3d, | He menee 75 % OamioB 3a
KJaccu(puIupyer, yrnopsaouuBacT, HH- | 3aJaHUs TeCTa.

IIponBUHYTHII
TEPIPETUPYET, MPUMEHSIET Ha NpPaKTHKE
POV ICHHBIN MaTepHaJl.
BhIcokuii OO6yuaromuiics aHanu3upyer, onienuBaet, | He menee 90 % OamsoB 3a

MIPOTHO3UPYET, KOHCTPYHPYET. 3aJJaHMs TecTa.

Kommerenrusg ue
chopmupoBaHa

Mesnee 55 % OGaiuioB 3a 3a-
JaHWs TecTa.




2.7. Kputepuu OlleHKH MPAKTHYECKHUX 3a/1a4

Onenka Kpurepun

«OTJIHUYHO»

CTaBUTCi, CCIIU 06yanOHIHfICﬂ JAEMOHCTPUPYET 3HAHUC TCOPETHYCCKOI'O0 H

MMPAKTUYCCKOro Marcpurajia 1o TCMC HpaKTH‘ICCKOﬁ pa6OTBI, OnpeaAcIsICT B3au-
MOCBA3U MEXAY IMOKa3aTCIAMMU 3aJiavuu, IaéT HpaBI/IHBHHﬁ AJITOPUTM PCIICHUA,
OoNnpeaACIICT MCKIUCHUINIMHAPHBIC CBA3H 110 YCJIIOBUIO 3aJIaHUS.

CTaBHUTCA, €CIIU o6yqa}omnﬁcx JAEMOHCTPHUPYET 3HAHHUEC TCOPETHYECKOI'O U
MMPAKTUYCCKOro Marcpurajia 1o TCMC HpaKTH‘ICCKOﬁ pa6OTBI, AOIyCKasd HC3HaA-

«XOpOouo» YUTCJIBHBIE HCTOYHOCTH IIPU PECIICHHU 3a4ad, UMCs HECIIOJIHOC IMOHWMMAaHHC

MEXIUCIUTUTMHAPHBIX CBSI3€H MPU NPaBWIBHOM BBIOOpE aIropuTMa perieHHs
3a/1aHus.

CTaBUTCS, €CIM OOydarolluics 3aTpyAHSIETCS C IPAaBUJIBHOM OLIEHKOM

«YIIOBJICTBOPH- MPEIIOKECHHOW 3a/1aud, JaeT HEMOJHBIM OTBET, TPEOYIONUH HaBOISAIINX
TEJIHLHO» BOIIPOCOB IMPEMoaBaTelis, BIOOp aJrOpUTMa PEIICHUS 3a/1a9l BO3MOKEH

IIpY HaBOIAMIUX BOIIPOCAX IIPCIIOAABATCIIA.

«HEYJIOBJIETBOPU- | CTABUTCS, €CIIM OOYyYarolMKCA JaeT HEBEPHYIO OLICHKY CHUTYyalluu, Hempa-
TEJILHO) BUJILHO BHIOMPAET aJIrOpUTM JEWCTBHUU.

2.8 lonmyck k ciave 3ayera

1.ITocemenue 3ansatuil. Jlonyckaercss oJJUH MPOMYCK 0€3 MpebsIBIECHUS CIIPaBKU.
2. BolnosiHeHNE caMOCTOATEIbLHOU PaboTHhl.
3. AKTHBHOE yJacTHe B paboTe Ha 3aHATHUSX.

3. Tunosble KOHTPOJIBHBIC 3a/ITaHUA WIN UHBIC MaTCPHAJIbI, HCOﬁXOIII/IMI)Ie

AJIS1 OLleHKHU 3HAHWI, YMeHHUI, HABBIKOB M (MJIM) ONbITA JAeATeIbHOCTH, XapaK-

TEPU3YIOLIMX 3Talbl (POPMUPOBAHUA KOMIIETEHIMI B Ipouecce 0CBOeHHUs 00pa-

30BaTeJIbHOM NPOrpaMMbl

©CoNok~wWNE

N
= O

N e
O b wiN

3.1 Bompochsl K 3a4eTy

Urto Takoe Je10npon3BOJCTBO U KaK OHO MOXKET OBITh OPIraHU30BAHO HA MPEANPUATUHN?

Yo Takoe JOKYMEHT M KaKOBa €r0 poJIb B YIIPABIECHUYECKON AEATEIBHOCTH?

Uro Takoe yHU(pUKALKS U CTaHJApTU3ALMS YIPABIEHYECKUX JOKYMEHTOB?

Kakue BUbI TOKyMEHTOB CYLIECTBYIOT?

Uro Takoe G1aHK TOKYMEHTA U B YEM COCTOMUT €ro 3Hau€Hue Npu opOpMIIEHUN JOKYMEHTOB?
Kakune ocoOeHHOCTH XapakTepHBbI AJis1 001ero Oj1aHka u 6JaHka i nucem?

Kak odopmisiercss Yceras npeanpusitus?

KakoBbl 0co0eHHOCTH 0(OpMIIEHUS IITATHOTO PacuCaHus?

KakoBbl 00miue npaBuia opopMIIEHHS paciopsiAUTENbHBIX IOKYMEHTOB: IOCTAaHOBIIEHHUS, pe-
LIEHUs], PACTIOPSKEHUS U IpUKasa?

. Kakum o6pazom odopmiisercs npukas mo OCHOBHOM J1€ATE€IbHOCTH?

. UTo Takoe MpOTOKOJ U Ui 4ero oH odopmisiercs?

. B ueM 0coOeHHOCTH COCTaBJICHHSI TIOTHOM M KPaTKO# (hOpMBI TPOTOKOIA?

. Kakum o6pazom opopmitsitoTest 10K IHbIE 3aITUCKH?

. Kakue 1okyMeHTbI OTHOCATCS K JOKYMEHTAIUH 110 JINYHOMY COCTaBy?

. Uto coboii mpeacTaBiIseT TPYA0BOM TOTOBOP U KaKUe CBEIEHUS OH COACPIKUT?




16.

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

23.
24.
25.
26.
27.
28.

29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.

KTo noanuceiBaeT TpynoBoil 10roBop, B CKOJBKHUX IK3EMILISIPaX OH OPOPMIISIETCS U TJIe OHU
XpaHATCS

Kakwue nefictBust opopMIISIOT IPUKA3aMHU 10 JIUYHOMY COCTaBY?

B uem ocobeHHOCTH OOpMIICHHS TPUKA30B M0 TUIHOMY COCTaBY?

Kakwue cBeneHust 3aHOCSTCS B TPYJOBYIO KHIDKKY U Kak 0(OPMIISIIOTCS 3aIIUCH B HEMt?

B kakux cimy4asx ¥ kKakum o0pa3om oopmisieTcss LyOIuKaT TPYAOBOM KHUKKHU?

Kakum 006pa3oM BHOCSTCSI U3MEHEHHUSI B 3aIMCH B TPYAOBON KHUKKE?

Korna Bbiaercst paOOTHHKY Ha pyKH TPYJOBasi KHHXKKA U TJI€ XPAHAT HEBOCTPEOOBAaHHBIE TPY-
JIOBBIE KHYDKKU?

Kak odopmisiercs aBToonorpagus?

Kak odopmiisitores pacnucka u JOBEpEeHHOCTH?

Kakoii mopsinok hopMupoBaHus U BEACHUS JTUYHOTO Jeria?

UYto coboii mpeAcTaBiIsIeT CclyKeOHOe TUCEMO?

B 4yem cocToaT 0co0EHHOCTH pa3IMYHBIX BUJOB CIIY>KEOHOTO MuchMa?

Kakwue cinoBa obecrieqynBaioT ycrex B JI€JI0BOM MEePernucke U B 4eM COCTOMT 0COOEHHOCTh CO-
CTaBJICHUS TEKCTA MUChMa?

Kakyto popmy oOpaiiieHus U mouemy cienyet NpUMEeHITh U KaKuMH Ppa3amMu 0ObIYHO 3aKaH-
YUBAIOT MUCHMO?

JlokyMeHThI, 0(OPMIISIFOIIHE MTPEANIPUHUMATEIBCKYIO 1€ITeIbHOCTb.

Bunst u npaBuiia ohopMIiteHUs 10TOBOpA.

[TonsiTre ¥ paBHIia COCTABJICHUSI IPETEH3UNOHHBIX JOKYMEHTOB.

UTo MoOHUMAIOT TOJ] TOKYMEHTOO0OPOTOM IPEATPUITHS?

Kak nmpoBonsaT 00pab0oTKy MOCTYMHUBIIMX JOKYMEHTOB?

KakoBbl ipaBuiia 06pabOTKH OTHPABIIAEMBIX JOKYMEHTOB?

Uto Takoe perucTpanus JOKyMEHTOB M KaKOBa €€ POJIb B AETIONPOU3BOICTBE?

Kakue cymiecTByIOT THITBI PETUCTPAIIMOHHBIX YIETHBIX (hopm?

Kakwue 3a1aun pernaroTcst mpu NOMOIIM CUCTEMBl KOHTPOJIS UCTIONHEHHS TOKYMEHTOB?

Kak nokymeHT 6epercsi Ha KOHTPOJIb M B KAKOH MOMEHT OH MOYET OBITh CHAT C HEro?

Uto Takoe Jeno u KakuM 00pa3oM oHO hopMupyercs?

Kakue xpurepun hopmMupoBaHus jeia Bbl 3HaeTe?

Yro Takoe HOMEHKIaTypa aen’?

KakoBbl ipaBuiia XpaHeHHs TOKYMEHTOB B CTPYKTYPHBIX HOJpa3AesICHUsAX?

Yro Takoe apXuB M KaKHe BUJbl ADXUBOB CYIECTBYIOT?

Kakue ¢pyHkunu Bo3nararorcst Ha apxuB?

Kakas mocnenoBareabHOCTh OQOPMIIEHUS JeN K cl1aue B apXuB?

Kak npoBouTCs 3KCIEPTU3a HEHHOCTH JOKYMEHTOB?

KakoBbl 0COOEHHOCTH MOIHOTO 0OPOPMIIEHHUS J€JT AJI1 apXUBHOTO XpaHEHUs?

Kak cocrasnsttor onucu nen?

TexHomorus 3aMThl JOKYMEHTHOW MH(POPMAIIHH. .

3.2 TecToBBIC 32 JaHUHA

1. Jlenonpoun3BoACTBO - 3TO:

a) OTpacnp JesTenpbHOCTH, oOeclieunBaromias JOKYMEHTHPOBAHHE M OpPraHM3aluio paboThl ¢
opUIMATBHBIMHA TOKYMEHTaMH.

0) Bun nestenbHOCTH, CBA3aHHBIA ¢ opopMiieHHeM O(QUIMATIBHBIX JOKYMEHTOB B COOTBETCTBUU
¢ TpeboBanusimu '[OCTos.

B) /lesTenbHOCTD, CBSI3aHHAsS C perucTpaliueii, KOHTPOJIeM HUCIOJHEHUs U XpaHeHueM o(puimal b-
HBIX JIOKYMEHTOB.

2. Kakas cuctema nenonpoun3BojcTa Hanbosee 3G HEeKTUBHA 711 METKUX MPEATPU ITHIT?
a) llenTpanuzoBanHas
0) JlenenTpanu3oBaHHas



B) CMemanHas

3. Kakoe moHsSTHE COOTBETCTBYET CIEAYIOUIEMY OIpeAeeHHIO: "yCTaHOBICHHE €IUHO00pa3us
coctaBa U (GOpM YNPaBICHUYECKUX JOKYMEHTOB, CO3JaBAaeMbIX NPH PEIICHUH OJHOTHUITHBIX
yIpaBJICHYECKUX QyHKITUN"?

a) Yaudukanus

6) CranpapTusamus

B) ABTOMAaTH3aIUs

r) LlenTpanuzanus

4. HecpouHbIMH Ha3BIBAIOT JIOKYMEHTBI, KOTOPHBIC:

a) He TpeOyroT OBICTPOro HCTIOTHEHUS

0) He uMeroT cpoOKOB UCIIOJHEHUS

B) MOXHO TepeaTh UCIOTHUTEISIM 0€3 PaCCMOTPEHHS PYKOBOIUTEIIEM

5. UTo M3 mepevyrclIeHHOTO HIKE HE OTHOCHTCS K BUAAM JOKYMEHTOB, KJIACCU(PHUIIUPYEMBIM IO
CpOKaM XpaHeHus?

a) IlocTossHHOrO XpaHeHus

0) JlonrocpoyHOro XpaHEHUS

B) CpenHecpouHOro XpaHeHus

r) KparkocpouHoro xpaHeHusI

6. Kakoit opmat 6ymaru umeer pasmepsl 148 x 210 mm. ?
a)A4

0)AS

B) A3

r) Al

7. Kakoe noHsATHE XapakTepU3yeT cieayrolee onpeeseHue: "cTaHAapTHhIN JINCT OyMaru ¢ pex-
BU3UTAMH, UACHTHPHUIUPYIOIIMMH aBTOpa OQUIIHATILHOTO MUCBMEHHOTO JOKyMeHTa"?

a) [TogIMHHUK TOKyMeHTa

6) Konus noxymenTa

B) bnank nokymeHnTa

r) y0OaukaTt fokyMeHTa

8. Kakoil peKBU3UT UCMOJB3YIOT TOJIBKO B MUChbMaxX?

a) Anpecar

0) Cchlnika Ha ATy U PETUCTPAIIMOHHBIA HOMEP BXOSIIETO JOKyMEHTA
B) OTMeTKa O MOCTYIUIEHUU JOKYMEHTa B OpraHU3alUI0

r) OTMeTKa 0 HATMYUH TPUITI0KCHHUI

9. UTo M3 MepevyrcIeHHOT0 HUKE HE BXOJUT B COCTaB PEKBHM3UTA CIIpaBOUYHbIE JaHHBIE 00 opra-
Huzanuu"?

a) [TourtoBsIit agpec

6) Homep Tenedona u daxca

B) MHH

r) Homep cueta B 6aHke

10. Kakoil peKBU3UT HUKOT1a HE UCIIOJIB3YETCS B MUChMAX?
a) OMOseMa opraHu3aluy WIK TOBapHbII 3HAK

0) Pezosroriust

B) HanmeHnoBanue Bujga JOKyMeHTa



r) PerucrpanmoHHbIit HOMEp TOKyMEHTa

11. Kakue 13 nepeunciaeHHbIX HUXKE MOACUCTEM JTOKYMEHTALMH HE SIBJIAIOTCS COCTABHON 4acThIO
CHUCTEMBbI OpraHU3allMOHHO-PACIIOPSAUTENBHBIX JOKYyMeHTOB (OP/J]) ?

a) OpraHu3anoOHHbIE TOKYMEHTBI

0) PacniopsinutenbHble JOKYMEHTBI

B) CripaBOYHO-MH(POPMALIMOHHBIE JOKYMEHTbI

r) YupeauTenbHble JOKYMEHTHI

12. Kakoii U3 mepeuncieHHbIX JOKYMEHTOB YCTaHABIMBAET MOPSIOK 00pa3oBaHUs, CTPYKTYpY,
byHKIMH, 0053aHHOCTH M OPTaHU3alUI0 pabOThl CTPYKTYPHBIX MOAPA3IeICeHUN NpenpusaTus?

a) Ycras

0) ITonoxxenune

B) MHCcTpyKLIKS

r) [IpaBuna BHyTpEeHHETO pacnopsaka

13. Ha kakue 13 nepeuncieHHbIX TOKYMEHTOB HE CTaBUTCA IpUd yTBEPKIACHUS?
a) llltaTHoe pacniucanue

0) YcraB

B) YKazanue

r) [IpaBmita

14. Kakoii 13 nepevyrcieHHbIX HIKE JOKYMEHTOB M3/al0T BHICIINE U IICHTPAIbHBIC OPraHbl KOJI-
JIETHAJILHOTO YIPABICHUS B LEJSAX pa3pelieHus HanOojiee BaXKHBIX 3a/1a4, CTOSALINX Iepen daH-
HBIMH OpraHamu?

a) [locranoBnenue

0) Pacnopspxenue

B) YKka3aHue

r) [Ipukas

15. Kakoe KiIr04eBO€ CJI0BO UCIOJIb3YETCS B TEKCTE PACHIOPSKEHUS?
a) [locranoBmnsier

0) IIpuxasbiBaro

B) Pacnopsixkatoch

r) O0s13bIBaIO

16. UTo U3 mepeuncieHHOTro He YKa3bIBAE€TCs B MEPBOM YaCTH TEKCTA MPOTOKoJa?
a) ®amunus, UMs, OTYECTBO MpeJiceaTeNsi U CeKpeTaps coOpaHus

6) Jlata cobpanus

B) CBeieHUs O MPUCYTCTBYIOIINX

r) [loBecTka nHs

17.Ckonpko vacTedt OyJeT B TEKCTE aKTa, COCTABIEHHOM [0 WTOraM PEBU3UH, BBISIBUBLIEH Pl
HapyIlIeHNnn?

a) OnHa

0) /e

B) Uetnipe

r) Tpu

18. KTo moanuceiBaeT akT?
a) PykoBoauTens mpenpusTus
0) [Ipencenarens KOMUCCHH



B) [Ipencenarens u cekperapb KOMUCCUU
r) [Ipencenarens 1 4ieHbl KOMHUCCHUU

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

0) JupexTuBHBIC TUCbMA

B) ["'apanTuiinple TUCHEMa

r) Pexsiamuble nucbma

20. Kakoif peKBU3UT B MUChbMaxX K MHOCTPAHHBIM MapTHepaM B cooTBeTcTBHU ¢ ISO He sBisercs
00s3aTenbHBIM?

a) Berynurensnoe oOpamienue

0) 3aroJ0OBOK K TEKCTY

B) YKa3aHue Ha IPWIOKEHUE

r) 3aKrounTeNnbHas GopMyia BEXIUBOCTU

21. CKOJIBKO JIET XpaHSTCS MPUKA3bI IO JUYHOMY COCTaBY?
a) 10 et
0) 25 ner
B) 50 et
r) 75 ner

22. B kakoM ciyyae TpyJ0BO#l 10roBOp XpaHutcs 75 netr?

a) Eciu oTCyTCTBYIOT PUKAa3bl 10 JUYHOMY COCTaBY

0) Eciu noroBop cpouHsbIit

B) Ecnu nocie yBosibHeHUs paOOTHUK HE 3a0pal TpYAOBYIO KHUKKY

23.Kakue 13 nepeurciaeHHbIX HUKE CBEICHUN He 3aHOCAT B TPYAOBYIO KHUKKY?
a) @amMuiIms, UM U OTYECTBO pabOTHHUKA

0) [dara poxaenust paboTHUKA

B) CBezieHus O MpueMe U YBOJIbHEHUH pabOTHUKA

r) BoIroBopsl, 00bsIBIEHHBIE pAOOTHUKY

24. B kakoM ciydyae Ipy BHECEHHH M3MEHEHHI B 3alUCU B TPYAOBON KHIDKKE CTapas 3aluch 3a-
YEepKUBACTCS OJTHOM YEPTOH, IOCIIE YETO JIENIAeTCs HOBAsI 3aIUCh?

a) Ecnu 3anuch cnenana HEMpaBUIBEHO

0) Ecnu usmenmuch ceeieHust 00 00pazoBaHuu, nmpodeccuu, CeruaIbHOCTH

B) Ecnu u3MeHmnmch ankeTHO-Onorpaduieckie JaHHbIe

r) Ecnu yBonpHeHue uin nepeBoj] pabOTHUKA MPU3HAHBI HE3aKOHHBIMU

25. Korja paOOTHUKY BBIJIA€TCSl HA PYKH TPY0Basi KHUKKA?
a) B nenp yBonbHEHUS

0) 3a ABe HeAeNu 10 YBOJIbHEHUS

B) 3a JIeHb 10 YBOJbHEHUS

r) Ha cnenyrommii 1eHp mocie yBOJbHEHUS

26. YTo HYXKHO J1e1aTh, €CJIM MOCIIe YBOJIbHEHHS paOOTHUK HE 3a0pall TPYIOBYIO KHUKKY?
a) OTnpaBuTh TPYAOBYIO KHIIKKY I10 ITOYTE HA JOMAIIHUH aapec paboTHUKA

0) OTnpaBUTH paOOTHUKY YBEIOMJICHUE O HEOOXOUMOCTH SIBUTHCS 3a TPYAOBON KHIKKOM
B) XpaHUTh TPYIOBYIO KHUXKKY B OTAEJE KaApoB 2 roja, a 3areM B apxuse 50 ser



27. B KakoM U3 MEpPEUUCICHHBIX HIKE JIMYHBIX JOKYMEHTOB YKa3bIBalOTCS CBEJIEHUS 00 OTHOIIE-
HUU K BOUHCKOW 00s13aHHOCTHU?

a) B aBrobuorpadun

0) B 3aaBnenun

B) B pe3rome o TpynoBoi AesSTeNbHOCTH

r) B noBepennoctu

28. i Kakux BUJOB IOPHAWYECKUX JIMIl B KAa4€CTBE YUPETUTEIBHBIX JTOKYMEHTOB HEOOXOIUM
YCTaB M yYpEAUTEIbHBIA 1OTOBOP?

a) AKIIMOHEpHOE 00IIECTBO

6) OO011eCTBO C OrpaHUYCHHOM OTBETCTBEHHOCTHIO

B) Kooneparus

r) [TonHoe ToBapuiiecTBO

29. Kakoii Buj rpuda orpaHHYEHUN TOCTYyIa HE HCIONB3YETCS JUIS JOKYMEHTOB, COJEPIKAIIUX
KOMMEPYECKYIO TalHy?

a) KondunenuuansHo

0) Kommepueckas TaitHa

B) CoBepIIEHHO CEKPETHO

r) CTporo KoH(pUICHINATBHO

30. Kakue u3 nepeuncieHHbIX HUKE CBEICHUI HE MOTYT COCTABIISITh KOMMEPUYECKYIO TalHy?
a) CBeJieHHsI O CYIIHOCTH MU300peTeHU

6) OTueTsl 0 GUHAHCOBOH AEATEILHOCTH (PUPMBI

B) JIokyMeHTHI 00 yIiaTe HajaoroB

r) JloroBOpHI KYILTH-TIPOJaKH

31. Kakue mucbMa B Tporiecce dKCIEeTUITMOHHON 00pabOTKU HE BCKPBIBAOTCS, a TIEPEAAOTCS ajipe-
caTy B 3alie4aTaHHOM Buje?

a) AipecoBaHHbIE PYKOBOJUTEIIO MIPEATPUSITHS

0) [Mucema c momeTko# "nH4HO"

B) AZpecOBaHHbIC KOHKPETHOMY CTPYKTYPHOMY TOAPA3ACICHUIO

r) [lucbMa 3aKkOHOAATENHHBIX M UCTIOIHUTENBHBIX OPraHOB FOCY/IapCTBEHHON BIIACTH

32. Wcnonp30BaHUe KaKOi PErUCTPAIMOHHON (GOpMBI HE PEKOMEHIYETCS JIJIsl KPYITHBIX [0 pa3Mepy
IPEIITPUATHIA?

a) PeructpaninoOHHO-KOHTPOJIBHBIC KAPTOUYKH

6) IlepcoHanbHbIN KOMIBIOTEP

B) PerucrpannonHsie ;xypHabI

33. Kakue u3 nepeynciieHHbIX HI)KE TPU3HAKOB HE UCIIONb3YIOT NPU (POPMUPOBAHUU €T ?
a) HomunanbHbIi

0) I[IpeamMeTHO-BOTIPOCHBII

B) CTpyKTypHBII

r) XpOHOJIOTHYECKUH

34. Kakass HOMEHKIJIaTypa JeJ SBJSETCS HOPMAaTHBHBIM TOKYMEHTOM M JIOJDKHA 00S3aTeNbHO HC-
MOJIb30BAThCS MPHU ONPEIEICHUH NEPEUHs Jell, 3aBOJUMbIX Ha MPepUITUI?

a) TumoBast HOMEHKJIATypa Je

0) [IpumepHas HOMEHKIATypa Jel

B) HomeHkaTypa nen npeanpusTas



35. Kakoe MakCUMaJIbHOE KOJIMYECTBO JINCTOB MOYKET OBITE B siese?
a) 200
6)250
B) 300
r) 350

36. Kakoii U3 nepeuncaeHHbIX 3aroJ0BKOB J€JI COCTaBJIEH HENPaBUIbHO?
a) [Ipukassl AupexkTopa opraHu3aLMy 110 JIUYHOMY cocTaBy 3a 2008 ron
6) TpynoBbie goroopa ¢ padbotaukamu 3a 2008 roa

B) CripaBOouHBIE MaTEpUAIbI

r) [lepenucka ¢ 3aka3uynkaMu 00 0TKa3e OT OIJIAThl CYETOB OPraHU3aAINH

37. UTo W3 MepeuncIIeHHOT0 He OTHOCHUTCS K ATaraM mporiecca opopMIICHHS A€ s Iepejadn ux
B apxuB?

a) Hymepanus nucro nena

0) CocraBiieHre BHYTPEHHEH OMUCH JOKYMEHTOB JieJia

B) OdopmiieHre 00I0XKKH J1e1a

r) OdopmiieHe HOMEHKIIATYPbI [T

38. Kakoe moHsATHE COOTBETCTBYET ONPEACICHUIO: ""CHCTEMAaTU3UPOBAHHBIN TIEpEUYEHb 3aBOIUMBIX B
OpraHu3alUy JeJ C yKa3aHUEM CPOKOB MX XpaHeHus"?

a) Onuck fen 1Jid nepeiauu Ux B apXuB

0) Homenknarypa aen

B) AKT 3KCIEPTU3bI LIECHHOCTH IOKYMEHTOB

r) BHyTpeHHss onuck JOKyMEHTOB Jela

3.3 IlpakTnyeckue 3agaHus
3ananue 1.

CocraBbTe IITAaTHOE paclucaHuWe ammapara ynpasieHus npennpustus (10-15 denosek).
PexBusut «TekcT» naercss B Buje TaOIUIIBI (CM. 0Opa3ell B KOHIIE paboue TeTpain).

3aganue 2.

CocraBbTe npuka3 1o crpoutensHomy npeanpusatuo OO0 «Mactep» 0 HeNpaBUILHOM HC-
MOJIb30BAaHUU CTPOUTENIBHBIX OTXO0JI0B. BO BBOJHON 4YacTH yKakuTe, 4TO NP MPOBEpPKE pabOThI
CKJIa/1a MUJIOMAaTepHUaIOB YCTAHOBJIEHBI (DAKThl OTIYCKA B KOTEJbHYIO JJISl COKUTAHUSI OTXOJO0B ITH-
JIOMaTepHaoB JUIMHHOM cBblile 20 cM. B 3akIr0uuTensHON 4acTH ClIEAyeT 1aTh yKa3aHHs 3aBely-
IOLIEMY CKJIaJIOM OpPraHu30BaTh pabOTy MO pean3alnuu OTXOA0B YaCTHBIM JIULIAM.

3aganue3.

Cocrasbte npuka3 no 3A0 «IIporpecc» 00 nTorax peBU3MOHHON MPOBEPKU (PUHAHCOBOIO
yuyeTa. B KoHCTaTHpyIOIIe 4acTH yKaXuTe, 4To peBU3ueil oOHapykeHb! (akThl rpyooro Hapyiie-
HUS (PUHAHCOBOTO y4eTa, OTCYTCTBHE OTUYETHOCTH MO KOMaHIMPOBKAM U JKypHaJla yueTa JOBEepeH-
HocTell. B pacropsautensHON yacTu 0OBbsSBUTE BBITOBOP IJIaBHOMY OyXranTepy M AaiTe eMy 3aja-
HHE Ha pa3pabOTKy Mep 10 YCTPAaHEHHIO HEJOCTAaTKOB B padOTe €ro Mmoapas/iesieHHs.

3aganue 4.

CocraBbte mpuka3 o 3A0 «BeiMren» o0 YCTaHOBJIEHUU €IMHOTO peXHUMa pabOoThI LIEH-
TpPaJIbHBIX CKJIAJIOB. B KOHCTaTHpyIOIIEH YacTH OTMETHTE, YTO OTIYCK II€XaM MaTepHaJloB CO CKJla-
JIOB TIPENIPUATHS B T€UeHHE padouero JIHsA HapyllaeT HOpMajibHYI0 padOTy CKIIAICKOTO ammapara.
B pacnopsauTenbHO# 4acTH YKaKUTE KOHKPETHBIE Yachl OTITyCKa MaTepUalioB CO CKJIaJ0B, Ha30BU-
T€ KOHKPETHBIX JOJDKHOCTHBIX JIHI] (B JUPEKIIMU U 11€XaX ), KOTOPHIE OTBEUAIOT 3a MEPEBOJ] CKIIAI0B



Ha OoJiee pallMOHAIBHBIN pekuM paboThl. OcTanbHble MYHKTHI B PACIOPSAUTEILHON YacTH U APY-
TUE€ PEKBU3UTHI YKAKUTE CAMOCTOSITENIBHO.

3amanue 5

CocraBbTe IPOTOKOJ 3aceJaHHs MHBEHTAPU3ALMOHHOM KOMUCCHM 3aBOJA CEJIbCKOXO3sM-
CTBEHHBIX MallMH, Ha KOTOPOM paccMaTpUBajcs BOIPOC O pe3yibTaTaX MHBEHTapU3alUy MO CKJla-
ny Ne 2 BcmomorarenbHbIX MaTepuasioB. Ha 3acepanuu ObUTO MPHHATO MOCTAHOBICHHE 00 yTBEp-
KJIEHUU pe3yJbTaTOB MHBEHTApU3aLMU M OTHECEHMs 3a CUeT 3aBEeIYIOILEro CKJIaZOM HeI0CTauyu
BCIIOMOTATENbHBIX MaTepuaioB B cymme 1 Toic. 400 pyOreii, a Takyke 3a4MTaHbl CIMYMTEIIbHAS Be-
JIOMOCTh 110 ckyany Ne 2 u 0ObsACHUTENbHAS 3allUCKa 3aBEAYyOLEro ckiagoM. OcTanbHble JaHHbIE
OIIPENIENIUTE 110 CBOEMY YCMOTPEHHUIO.

3aganue 6

CocraBbTe TOKJIAIHYIO 3alMUCKY [NIABHOTO OyXTajTepa pyKOBOIUTENIO IPEANIPUATUS. O
HEOOXOMMOCTH IIEHTPATU3AIMH PACYETOB C pAOOTHUKAMHU MPEANPUATHSA. B 00513aHHOCTH y4eTHBIX
pabOTHUKOB MOPA3ACTCHUI JOMKHO BXOIUTH JIUITH O(hOpPMIICHUE IEPBUYHBIX IOKYMEHTOB TIO
yueTy BeIpaOOTKHU. B noknaaHoli 3anucke HE0OXOAMMO AaTh MPEATIOKEHUS O IEPECMOTpe IITATOB
YUETHBIX PAOOTHHUKOB B MOAPA3ICIICHUSX TPEAIPUATHS U TIIABHOW OyXTalTepUN U3 pacueTa ooIie-
r0 COKpaIlleHus mTaToB HEe MeHee ueM Ha 20%.

3aganue 7.

CocTaBbTe MOKJIAIHYIO 3aIIUCKY IJIABHOTO OyXrajaTepa AUPEKTOpPY Mpeanpustus 00 urorax
paboThl MO HEHTPATU3AIMKI PAacYeTOB ¢ pabounmu u ciayxamumu B BL npeanpusitus. Lentpanu-
3allis PacyeToOB J1aja BOZMOXKHOCTh MEPEBECTH Ha IPYTYI0 paboTy MATh OyXraiaTepoB Mmojapasjiene-
HUH, YMEHBIINTH OIIMOKH B pacyeTax, YCHJIMTHh KOHTPOJIb 332 pacxojoBaHueM (oHIa 3apaboTHOMH
wiatel. B 3akmtodeHnn He0OX0IMMO MOCTaBUTh BOIIPOC O MPEMUPOBAHUU PAOOTHUKOB OyXTralTepuu
u Bll, obecneunBImMX mepexo/i Ha HEHTPAIN30BAaHHBIN pacdeT 3apa0OTHOW IUIATHI IO TPEATIPHS-
TH0. OCTalIbHBIE JAHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3ananue 8.

CocTaBbTe TUCHMO-TIPUTTIAIIEHUE OPTaHU3AMOHHOTO KOMUTETa « IKCIIOLEHTp ArpoOu3Hec
UepHo3eMbsi» C NPEIOKEHUEM MMOCETUTh CHELUATM3UPOBAHHYIO BBICTABKY «OJKOHOMMS MaTepu-
QNBbHBIX U TOTUTUBHO-YHEPTreTUYECKHX PECYPCOB B CEIBCKOM XO3sHCTBE». BhicTaBka Oyaer mpoxo-
JIUTh B TaBWJILOHE BBICTABOYHOTO KoMIuiekca BI'AY, r. Boponex.

3aganue 9.

CocraBbTe MUchbMO-0TBET TUNOrpadun usnarenscrsa «Hayka» B anpec OOO «Tpunuka» o
BO3MO>KHOCTH BBITIOJIHUTH 3aKa3 Ha U3TOTOBJIEHUE OJJaHKOB Y4€Ta U OTYETHOCTH.

3aganue 10.

CocTaBbTe MUCHMO-U3BEIICHUE BOpPOHEKCKOrO 3aBO/A TSHKETBIX MEXaHHMUECKUX IPECCOB
3A0 «IlaptHep» B 1. KemepoBo 0 nmpuynHax 3a7ep>KKU TOCTAaBOK 000PYTI0BaAHUS.

Samaunue 11

CocraBbTe uH(popManronHoe nmucbMo 3A0 «Boponexasronop», Oonrapckoit pupme «Ok-
CUTPOJIbY» O BO3MOXXKHOCTH TPOJaKM COBPEMEHHBIX TI'MIpaBiIHuecKuX kpaHoB. Llena kpana 5500
nomtapos CIIIA.

Samauue 12.

CocraBbTe MHCHMO-TIPOCKOY KoMMepueckoro npennpustus «[laptaep» nnauiickoit pupme
«/leipu Tekc» 0 MOCTaBKE MOPTHEPHOUN TKAHU U TEKCTHUIISL.



4. MeToanueckue MaTepHuaJibl, ONpeAeJA0IINe NMPOLeIYyPy OLEHUBAHUS
3HAHWH, YMEHUH, HABBIKOB M (MJIM) ONbITA JAEATEJIbHOCTH, XapAKTePU3YIOILIHNX
3Tanbl GOPMUPOBAHMSA KOMIIETCHIIMH

4.1 IloJiokeHHe 0 TeKyleM KOHTPOJIEe YCHEeBAEMOCTH U NPOMEKYTOYHOM
arrecranun ody4aromuxcs II BI'AY 1.1.01 — 2017, ITonoxenue o ¢poHae oue-
Ho4HBbIX cpeacTs I[1 B'AY 1.1.13 — 2016

4.2 MeToxmqecmle YKa3aHus 110 MPOBEACHUI0O TEKYIET0 KOHTPOJIA

1. | Cpoku mpoBeneHusi TEKylIero KoH- | Ha mpakTuueckux 3aHATHSIX

TPOJISt
2. | Mecro u Bpemsl mpoBeleHusi Teky- | B yueOHOIl ayauTopuu B TeueHUE MPAKTUYECKOTO
1IEr0 KOHTPOJIS 3aHATUS

3. | TpeboBanust Kk  TexHU4YeckoMmy | B coorBeTcTBUU ¢ OIl 1 paboueit mporpammoit
OCHAIIICHUIO ayJIUTOPUHI

4. | ®.N.0. npenonasarens (ei), npo- | Konosanosa C.H.
BOJISIIIHX MPOIETYPY KOHTPOJISI

5. | Bugu popma 3ananuit CobeceoBanue

6. | Bpems 1ist BeITIOJIHEHUS 3aJaHUI B TCUCHUE 3aHATUS

7. | BO3MOXXHOCTh HCIOJIB30BaHUM 110- | OO0yUYaIOMUIACSI MOKET MOJIb30BATHCS JIOMOJHUTEb-
MIOJIHUTENIBHBIX MAaTEPHUAJIOB. HBIMH MaTepHuaIaMu

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

9. | MeTozp! OIIEHKH pe3yabTaToB OKCHEepPTHBIN

10. | [IpexpsBrneHwe pe3ynbTaTOB OreHKa BBICTABIISCTCS B )KYpHAJ/ TOBOAUTCS JIO0 CBe-
JIeHUs] 00y4aroNMXcs B TCUEHUE 3aHATUS

11. | Anennsuust pe3yabTaToB B nopsinke, ycTaHOBJIEHHOM HOPMAaTHUBHBIMHU JOKY-

MEHTaMH, PeryIupyoIuMi 00pa3oBaTeNbHbIN TIPO-
uecc B Boponexckom 'AY

4.3 Knroun (oTBeTbl) K KOHTPOJIBHBIM 3aJJaHUAM, MaTepHajaaM, He00Xo-

ANMBIM J1JISl OL€HKH 3HAHUH

Kiarou k Tectam

1 A 14 A 27 A
2 A 15 r 28 b
3 A 16 b 29 B
4 b 17 r 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 r 24 B 37 r
12 b 25 b 38 b
13 B 26 b - -

Penensent: renepanbubiii nupektop OO0 «byxCepBuc-Arpo» ®enopux H.B.
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