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1. OHEHOYHBIE CPEJACTBA JJIAA TEKYIIET'O KOHTPOJIA

CpenctBa OlIeHMBaHMS B X0/1€ TEKYILIETO KOHTPOJISL:
— YCTHBIE OIPOCHI B XO/I€ CEMUHAPCKUX 3aHATHH;

pedepartsr;
— TECTHPOBAHMUCE;

— 3a/laHud, BBIIOJHACMBIC B XOJC€ CCMHHAPCKOTO 3aHATHUA WM PCKOMCHAYCMBLIC JIJIA

CaMOCTOSITCILHOM pa6OTI)I.

Komnerenmus IIK-7 — Crioco6en pa3paboTrarh KOMIUIEKT TPOSKTHO- TEXHOJIOTHYECKOM
JIOKYMEHTAIUU MPEANPUATUN UHTYCTPUH TUTAHUS

IIK-7 .1. 3uaer IIK-7 .2. YMeer IIK-7 .3. Baageer
3HaeT NpUMEHEHNE VYmeert pazpabarbiBaTh Biraneer HaBbIKaMu
IIPOrPaMMHBIX IIPOAYKTOB B TEXHUKO-I)KOHOMHYECKOE o0ecrieueHus
NPOCKTHPOBAHUY TPEANIPUATHH | 0OOCHOBAHHE MPOCKTA MH(OPMALIMOHHOTO
WUHIYCTPUU NTUTaHUS COINPOBOKACHUS IPOCKTHON

JIEATEIbHOCTH
1.1 Ne 1-30 1.2 Ne 1-30 1.4 Ne 1-30
1.3 Ne 1-30

1.1 Bonpochl K TeKylieMy KOHTPOJIIO

1. INonsTre nokymeHnTa. OCHOBHBIE MPU3HAKU U (DYHKLIMHU JJOKYMEHTA.

2. Kiaccudukaryist TOKyMEHTOB: TIO IPOMCXOXKICHHIO, TIO COJIEPYKAHHMIO, TIO0 CPOKaM XPaHEHHSI.
3. Buapl 1okymMeHTOB 110 crioco0y uxcanmy nHdopMaliy (TeKCToBble, Tpadudeckue, Gpoto-,
BUJICO- U Ip.).

4. Tlonstue pexBu3uTa JoKyMeHTa. Ilepeunciure ocHoBHbIe pekBU3UTHI corsiacHo ['OCT P
7.0.97-2016.

5. bnank noxkymenta. Buzpl 6aHkoB (OOLHIA, 7S TUChbMA, KOHKPETHBIN BH JJOKYMEHTA).

6. ®Dopmymsip-o0paser] OpraHu3aIMOHHO-PACTIOPSUTENFHOTO JoKyMeHTa. CTpyKTypa
Ha3Ha4YeHHe.

7. YHudukaiys u cTaHiapTr3aiys JOKYMEHTOB: LIEU U 3a/1a4u.

8.  HopmaruBHo-meroquyeckast 0aza JenonpousBojctBa B P®D (OCHOBHbIE 3aKOHBI U
CTaHJAPTHI).

9. IonsaTHe «xopuanyYecKas CHIa JOKyMEHTay. Y CJI0BUs e€ 00ecrieueHus.

10. TpeGoBaHus K OOPMIICHHIO TEKCTA JIOKYMEHTa (MIPUQTHI, THTEPBAJIBI, HyMeparius).

11. OpraHuzauyoHHbIE JOKYMEHTHI: yCTaB, NOJIOKEHWE, HHCTpyKiMs. HasnadeHue u
CTpyKTypa.

12. PacniopsiurenbHble JOKYMEHTBI: MPUKa3, pacropsbkeHue, pereHne. OTmuns U MpaBuia
oopmiteHwHSI.

13. MndopmarioHHO-CIIpaBOYHBIE JOKYMEHTBI: IIPOTOKOJ, aKT, CIIPABKa, CITy>KEOHas! 3aITiCKa.
14. JlemoBoe mmchMO Kak Buj JokymeHTa. Kiaccudukarms mmcem (MHGOpPMAIMOHHBIE,
rapaHTUIHBIE, CONPOBOIUTENBHBIE).

15. TpaBuna oopmieHNsT pEKBU3UTA «AJpEcaTy B CITY)KEOHBIX MTChMaX.

16. DneKTpOHHBII JOKYMEHT: TIOHSATHE, IOPUIYECcKast 3HAYMMOCTb, HJIEKTPOHHAS MTOITHUCH.

17. JIokyMeHTOOOOPOT: TIOHSTHE, OCHOBHBIC ATambl (IOTyYeHHUE, PETUCTPALUs, UCTIOTHEHHUE,
OTIIPABKA).

18. Perucrpammst JOKYMEHTOB: IieiH, (OpPMBI perucTpanvu (KypHaJbHas, KapTO4YHasl,
ABTOMAaTU3MPOBAHHAS).



19. KoHTpoI1b HCMIOTHEHHST TOKYMEHTOB: BUIBI KOHTPOJISI U CPOKH.
20. HomeHkmatypa Ae: MOoHsATHE, HA3HAYECHHE, TIOPSIIOK COCTABICHHS U OPOPMIICHHSL.
21. ®opMupoBaHue JIeN: OCHOBHBIE MPAaBUIIa TPYIITUPOBKU JJOKYMEHTOB B JIefa.
22. DKcriepTu3a IEHHOCTH JIOKYMEHTOB: LIETIH U TTOPSIOK TPOBEICHUS.
23. [loaroToBka JOKYMEHTOB K Iiepe/iaye B apXUB: 3TaIlbl K CPOKH.
24. XpaHeHne TOKyMEHTOB: OIEPATUBHOE (B CTPYKTYPHBIX MOPA3ICTICHISX) U apXUBHOE.
25. Tlonsitue «Jlenoy. [TpaBuna odopmiieHus: 00JIOKKH Jieia U JIMCTa-3aBePUTEIIS.
26. PabGora c oOpaieHUssMH TpakaaH (3asBICHUS, >KIOOBI, TPEIIOKCHUS): TOPSIOK
PETUCTPALK U PACCMOTPEHHUSI.
27. Kommepueckas TaifHa 1 KOH(pUICHIMATBHOE AEJIONPOM3BO/ICTBO: 3aIMTa HH()OPMALIIH.
28. KazmpoBoe nemorpou3BOJCTBO: OCHOBHBIE BHIBI JOKYMEHTOB IO JUYHOMY COCTaBY
(TpuKa3bl 0 IpreMe/yBOJIBHEHUH, TPYI0Bast KHIKKA).
29. ABromarmzanys JOKyMeHTalMoHHOro odecrnieuenus ynpasienus (CO/I). [Ipenmyiectsa u
3a/1a4M BHEJIPCHHS.
30. OTBeTCTBEHHOCTh 3a HapylIeHHE MpaBWiI paboThl € JOKYMEHTAMH M HX YTEpIO
(aMUHUCTpATHUBHAS, TUCIUTLIHHAPHAS).
1.2 Tembl pedpepaToB

1. DOBomronmst AeIONpOM3BOJACTBA B Poccuu: OT MPHKA3HOTO CTPOSl O DIIEKTPOHHOTO
JIOKYMEHTO000pOTa.

2. Bmusame nmudpoBHU3anMM HA COBPEMEHHBIC TEXHOJIOTUHU JEIONPOU3BOJCTBA U APXHUBHOTO
nena.

3. HOpumuueckas cuia >IEKTPOHHOTO JOKYMEHTA W MPOOJIEMBI MCIIOIB30BAHUS AIIEKTPOHHON
HOJIIHCH.

4. HopMaTHBHO-TIPABOBOE PETYJIMPOBAHHE IOKYMEHTAIHOHHOTO OOECTIeueHHs YIpPaBJICHUS B
Poccutickon denepanum.

5. Cucrema crangaptoB *T'OCT P 7.0.97-2016*: TpeOboBaHus K 0OPMIIEHHUIO OPraHU3aLMOHHO-
pacropsauTeIbHbIX JOKYMEHTOB.

6. OcoOeHHOCTH KaJpOBOTO JEJIOMPOU3BOJICTBA: JOKYMEHTUPOBAHHUE TPYAOBBIX OTHOIICHUH U
paboTa Cc nepcoHaJIbHBIMU JTAHHBIMHU.

7. Opranuzanus KOHQUACHIMAIBHOTO JIEIOTPOU3BO/ICTBA U 3aIIUTa KOMMEPYECKON TaliHBI Ha
HPENPUATHH.

8. DxcmepTH3a EHHOCTH JOKYMEHTOB: KPUTEPHU OTOOPA U TIOPSIIOK IepeIadu e B apXUB.

9. ABTOMaTH3alnMs JOKYMEHTAlMOHHOro obecniedyeHus ynpasiueHus (*COI*): uenu, 3agauu u
3¢ (EeKTUBHOCTH BHEIIPEHUSI.

10. ToxyMeHTOOOOPOT B OpraHU3allMy: 3TAlbl, periIaMEHTallNs U METOJIbl ONITUMHU3AINH.

11. OcoGenHocTH paboTHI ¢ OOpaIICHUSIMU TpaKIaH: 3aKOHOJATeIbHas 0a3a W IpaKTHYECKas
peanu3arus.

12. Ponb W (QYHKIMM HOMEHKIATYpbl el B CHUCTEMaTH3allMl W XpaHECHHH JOKYMEHTOB
OpraHu3aIuy.

13. Ucropust pa3BuTusi YHU(QUKAMK W CTAaHAApPTH3AalUMU JOKYMEHTOB KaKk HWHCTPYMEHTa
noBbIIIEHUS () ()EKTUBHOCTH YIIPABICHHUS.

14. OcoOenHoctu OQOpMIIEHHS U HCHOJIb30BaHUS OJAHKOB JIOKYMEHTOB B COBpPEMEHHOMU
JIeJIOBOY ITPAKTHKE.

15. OTBEeTCTBEHHOCTH 32 HapyIICHUE MTPABIJI XPAHEHUS, BEJICHUS U YHUUTOXKECHHS JOKYMEHTOB.

1.3 TectoBrble 3amanus
Bor 10 TecToB Ha yCTaHOBJICHHE TIPABUITLHOM TIOCIICA0BATEIEHOCTH 110 TUCITUITIAHE
«JlokyMeHTaIroHHOe oOecriedeHre MpodecCHOHATBHON eI TETEHOCTI.



1. 3aganue: Y craHOBUTE MPAaBMITbHYIO TIOCIIEIOBATEIPHOCTh JICUCTBUM TP PETUCTPAITIH BXOISIIIETO
I[OKYMGHTa B KaHL[eJDIpI/II/I OpFaHI/I3aLII/II/I.

A) Ilepenada qoKyMeHTa Ha pacCMOTPEHHE PYKOBOAMUTEITIO MJIH HETTOCPEACTBEHHOMY MCITOTHUTEITIO.
b) [IpoBepka rpaBUIILHOCTH TIOCTABKH M LIEIOCTHOCTH KOHBEpPTA (€CIIM UMEETCS).

B) [IpocraBnienne perucTpaiiOHHOTO IITaMIla U UHAEKCa Ha JIOKYMEHTE.

') BHecenue cBeieHHi 0 JOKYMEHTE B PETHCTPAMOHHO-KOHTPOIILHYTO (hopMy (AKypHAT WK 6a3y
JTAHHBIX ).

OTBET:b, B, I, A.

2. 3ananue: Y CTaHOBHTE MPABIJIGHYIO ITOCIIEI0BATENFHOCTD ATAIOB IPOXOXKICHHUS JTOKYMEHTA ITPH €r0
COTJIACOBaHUH BHYTPH OpraHU3aIiH.

A) INonmucanue (yTBepKACHNE) TOKYMEHTA YIIOJTHOMOYSHHBIM JIULIOM.

b) [lepenaya npoekTa JOKyMEHTa Ha COINIACOBAHNE 3aUHTEPECOBAHHBIM JOJDKHOCTHBIM JIMIIAM HITH
OT/IeNaM.

B) Pazpabotka 1 oopmiieHre IpoeKTa JOKyMEHTA.

I') JlopaboTka mpoekTa JOKyMEHTa 10 3aMEYaHUSIM, MTOJIyYCHHBIM B IIPOLIECCE COTIACOBAHUSL.

OTBET: B, B, T, A.

3. 3aganue: Y cTaHOBHTE MPABUIILHYIO MOCIIEIOBATENHHOCTD ICHCTBUM MpU (POPMUPOBAHUH €N
(marku) Juis nepeaun B apXuB.

A) Hymeparys IUCTOB Jiefia U COCTABIICHUE 3aBEPUTEIbHOMN HAJIITHCH.

b) Cucremaruzanus JOKyMEHTOB BHYTPH Ji€j1a COTJIACHO HOMEHKJIAType.

B) Odopmrnenue nucra-3aBepuTens 1 0OJI0KKH Jena.

I') IlpoBenieHne MOMMCTHOM MM YaCTUYHON SKCIIEPTH3bI HIEHHOCTH JOKYMEHTOB.

OTBET:T, B, A, B.

4. 3ananue: Y CcTaHOBUTE MTPAaBUJIbHYO TOCIIEA0BATENBHOCTD JEUCTBUM MpH 0OPMIICHUN
KOMAaH/IUPOBKH COTPY/IHHKA.

A) Wznanue nprkasza (pacnopsbkeHus) O HalpaBJIeHUH B KOMAaH/IUPOBKY.

b) Boitaua aBaHca Ha KOMaHIMPOBOYHBIE PACXOJIbI.

B) IlpenocraBnenue coTpyIHIKOM aBAHCOBOTO OTYETA C TTOTBEPIKIAIOIIMMA TOKYMEHTAMH TIOCTIe
BO3BpAILCHMSI.

I') Odbopmrenue ciry>keOHOTO 3aJaHus 1 KOMaHMPOBOYHOTO YJIOCTOBEPEHUS (TIPH HEOOXOMMOCTH).

OTBET:T, A, B, B.

5. 3aanue: YCcTaHOBUTE MPABUIIbHYIO ITOCIIEI0BATEIbHOCTh ATAIOB )KU3HEHHOTO 1IMKIIA MIPUKAa3a 110
OCHOBHOM JIESITEITEHOCTH.

A) Perucrparus nprkasza B )ypHajle perucTpaliy MpuKa3os.

b) INonnucanue npukasa pyKOBOAUTENIEM OpPraHU3aliu.

B) Pazpabotka 1 Habop TeKcTa mpoeKTa MmprKasa.

') O3nakoMIIeHHE 3aMHTEPECOBAHHBIX COTPYIHUKOB C IIPUKA30M MO/ TTOITUCE.

OTBET: B, B, A, T.

6. 3aganue: YcTaHOBUTE MPABUIIBHYIO MTOCIIEIOBATEILHOCTD ISUCTBHI IPH 00PabOTKE UCXOISILIETO
NMCbMa-OTBETa HA BXOIAIIHI IOKYMEHT.

A) Peructparyst HCXOJSIIETr0 MUCbMA C YKa3aHUEM B PEKBH3UTAX MHJIEKCA U IaThl BXOJISIIIETO
JIOKyMEHTA.



b) [oanucanue nuchbma pyKOBOJUTENEM WITH YTIOTHOMOUYEHHBIM JIUIIOM.
B) CocraBnenue Tekcra muchmMa-oTBeTa.
') KonBeproBanue u repeiaya nmucbMa B SKCIICIUIIMIO (OTIIPABKA).

OTBET:B,b, A, I

7. 3amanue: Y CTaHOBUTE MPABUITBHYIO MTOCIIEIOBATEIILHOCTD ICHCTBHUI NP YBOJIBHEHUH COTPY/IHHKA
10 COOCTBEHHOMY >KEJIaHUIO COTTIACHO TPYAOBOMY 3aKOHOAATENILCTBY U MPABHIIAM JICJIONPOM3BOICTBA.
A) N3nanue npukasza 00 yBOJILHEHNH (MPEKPAILICHUH TPYI0BOTO JIOTOBOPA).

b) [Tonava coTpyTHUKOM 3asiBIICHUS 00 YBOJIBHEHUH C COOJFOJICHIEM CPOKa IPE Ty TP ICHHS.

B) Brecenue 3armiicy B TPYI0BYIO KHIKKY U BbIzIaua €€ Ha PYKU COTPY/HUKY B ITOCIIC/THUH JICHb
paboTHL.

') OkOH4YATENBHBII pacyeT ¢ COTPYIHMKOM U BbIjIaua CIIPABKH O JI0XO/aX.

OTBET: B, A, B,T.

8. 3amanue: YcraHOBHTE MPAaBIJIBHYO ITOCIIEI0BATENLHOCTD ACHCTBHI IPU IOJITOTOBKE K IIPOBEICHUIO
o0rero coopanust akimoHepoB (mwm ydactHukoB O0O0).

A) Pacchiika yBegoMIIeHHH O MIPOBEACHUH COOpaHHsl BCEM YYaCTHUKaM/aKIIMOHEPaM.

b) Odhopmiterne nmpoTokosa o0Iero coopaHus 1Mo UTOraM roJIOCOBaHMSI.

B) Cocrapienune cnvcka JInil, IMEIOIIHX IPaBo Ha y4acTHe B COOpaHHu.

I') IlpoBenenue camoro codpanust U 0POPMIICHUE JIMCTA PETUCTPALIN YYACTHUKOB.

OTBET: B, A, T, B.

9. 3amanue: YCcTaHOBHTE MPABIIIBHYIO JIOTHYECKYIO OCIIEI0BATEIBHOCTD Pa3pabOTKU M BHEAPEHUS
HOBoro cra"apra opranuszaimu (CTO).

A) Yepiknenne CTO npuka3oMm pyKOBOIUTENS U BBEJICHUE €TO B ISHCTBUE C ONPEIEIICHHOM JaThl.
b) PazpaGoTka nepBoii peaakiMu TeKcTa craHiapTa paboueii rpynmoi Wi OTBETCTBEHHBIM
HOAPA3ICIICHAEM.

B) Opranuzanust 3kCrnepTr3bl U COIacoBaHUEe MPOEKTA CTaHIapTa CO BCEMHU 3aMHTEPECOBAaHHBIMU
CTOPOHAMM.

I') IIpoBeeHne HOPMOKOHTPOJISI TOTOBOTO JIOKyMeHTa Ha cooTBeTcTBHE TpeboBanusM ['OCT k
oopmIteHHIO.

OTBET:B,B, T, A.

10. 3aganme: Y craHOBUTE MPABUITBHYIO ITOCIIEIOBATEILHOCTD JICHCTBHI TIPH HCTIOJTHEHNH JIOKYMEHTA,
TpeOYIOIIEro MMCbMEHHOIO OTBETA OT HECKOJIBKUX UCHIOTHUTEIIECH.

A) CO0p OTBETOB OT BCEX COUCTIOTHUTENIEH OTBETCTBEHHBIM HCIIOJHUTENIEM.

b) HaznaueHnue 0TBETCTBEHHOTO UCTIOIHUTEIS PYKOBOJIUTEIIEM PE30ITIOLIMEN Ha JIOKYMEHTE.

B) Harmcanwne nToroBoro oTBeTa OTBETCTBEHHBIM HCIIOTHUTENIEM HA OCHOBE TIOJTyYeHHOM
uH(pOpMaLHH.

I') [ToctaHoBKa JOKyMEHTa Ha KOHTPOJIb B KAHIIEISIPUH JI0 TIOJTHOTO MCTIOTHEHUS TTIOPYICHUS.

OTBET: B, T, A, B.

11. Yro Takoe TOKyMEeHT?

A) JTro60ii micT Oymarmu.

b) 3adukcupoBanHas Ha MaTepUaTbLHOM HOCUTENIE HH(OpMAIIUS ¢ PEKBU3UTAMU, TTO3BOJISTIOIIIUME €&
UJICHTU(QUITPOBATE.

B) JIro6oe coobrieHre B MecCeHKepe.



I') ®ororpadus.
IIpaBwibHbIN OTBET: b.

12. Yro Takoe peKBU3UT JOKyMEHTa?

A) Ileuars opranu3zammu.

B) O6s13atenbhbIii sneMeHT 0opMIIeHHs JOKYMEHTa (HarprMep, JaTa, TIOJIIHCh).
B) Mapxka Gymarm.

') Ha3Banwue ¢paiina Ha KOMIIBIOTEpE.

[TpaBumnbHbIi OTBET: b.

13. Yro Takoe yHupHKaIUs JOKyMEHTOB?

A) YHUUTOXXEHUE CTapbIX JTOKYMEHTOB.

b) IlpuBeneHne JOKYMEHTOB K €JMHOOOPA3HI0, YCTAHOBICHHUE €IMHBIX MPABUI U CTAaHJAPTOB.
B) IlepeBoa OKYMEHTOB B 3J1€KTPOHHBIN BUI.

') Xpanenue JOKyMEHTOB B ceiide.

IIpaBuiibHbIM OTBET:b.

14. Kaxo¥lt 0CHOBHOI CTaHAAPT peryampyeT opopmiieHue T0KyMeHTOB B PD?
A)T'OCT P 7.0.97-2016.

b) Tpynosoii konekc PO.

B) Koncrutynuus PO.

I') IlpaBuia 1OPOKHOTO IBUKEHUSL.

[TpaBunbHBIN OTBET: A.

15. Yto Takoe HOMEHKIaTypa aen?

A) CHcok cOTpyTHUKOB OpraHU3aLHH.

b) Cucrematu3npoBaHHbIi NiepeueHb 3aroJIOBKOB JI€J1, 3aBOJJUMBIX B OpPraHU3aL1H, C YKa3aHUEM
CPOKOB WX XPaHEHHSI.

B) Crincok KaHIENspcKrX TOBApOB.

I') Karasior kuur B OHOIMOTEKE.

IIpaBuiibHbIN OTBET:b.

16. Yro Takoe perucrparus 10KyMeHTa?

A) Ero ornpaBka 1o noure.

b) I[IpucBoenre 10kyMeHTY UHIEKCa (HOMEpa) U JIaThl C 3aITUChI0 B YUETHBIE (DOPMBI.
B) Ero noamicanue pykoBoguTenem.

I') Ero ckanupoBanue.

IIpaBuiteHbII OTBET:b.

17. Yro Takoe npukaz?

A) IIpocs0a K COTpYTHUKY.

b) I1paBoBoii akT, n31aBaeMblii pyKOBOJIUTEIIEM ISl pELIEHHSI OCHOBHBIX 3a/1a4 OPTraHU3aLl|H.
B) NudopmaronHoe MICcbMO apTHEPaM.

I') Otuer o mpozaenanHo# padoTe.

IIpaBwiibHbIN OTBET: b.

18. Yto Takoe nenonponu3BOACTBO?

A) Iponaka 1eoBbIX KOCTIOMOB.

B) lestensHOCTD, 0OecTieunBaroias co3anue opuIMaIbHBIX JOKYMEHTOB U OPraHU3aIII0 PA0OTHI C
HHMH.

B) Benenue muuHbIX THEBHUKOB.

I') Hanmncanwe XymoskeCTBEHHBIX KHHT.



[TpaBunbHbIN OTBET:b.

19. . Kakoii BapuaHT 0(pOpMIICHHSI PE30IIOLMHI PYKOBOIUTES SIBISIETCS PaBHIIbHBIM?

1. KpaBuosy M.II.

2. Kpasuosy M.II.
[Tporry MOATrOTOBUTH 3aKIIFOUECHUE PaBLIOBY

[Ipomry paccMOTpeTb.

k 18.04.2007.
[Toamuck pykoBoaUTENS [Moxruce pykoBOIUTEISE
10.04.2024 10.04.2024 r.

OTBeT: nepBblil BapuaHT.

20. Kakoit Bapmant odopMIIeHUS CIPABOYHBIX JAHHBIX OO0 OpraHM3ali W KOJOB B
OJlaHKe OpraHu3alluu SBJSICTCS IPABUIIHHBI

1. OO0111ecTBO ¢ OrpaHUYEHHOM 2. OO111ecTBO € OrpaHUYEHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, yi. @epcmana, 1. 5/1 V. @epcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Ten. (495) 721-33-33; dakc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001; OKIIO 2356447; OI'PH 1127776500001;
MHH/KTIIT 0112220000/011777000 WHH/KTIIT 0112220000/011777000
No Ne
Ha Ne oT Ha Ne oT

OTBeT: BTOpPO BapuaHT.
21V cTaHOBIEHHBIN B OpraHU3aIMHU NIEpeueHb 3aroJIOBKOB JI€J1, 3aBOMMBIX B JIEJIONPOU3BOJICTBE, C
YKa3aHUEM CPOKOB X XPAHEHUS, HA3bIBAETCS .(ITpaBUIIBbHBII OTBET: HOMEHKJIATYPA).
22]J10KyMeHT, (PUKCUPYIOIIHIA X011 00CYIEHHS BOIIPOCOB U IIPUHSTHS PEIICHNH Ha COOpaHUsIX,
COBEIIAHMAX, KOH(EPEHITUSIX, HA3bIBACTCS .(ITpaBUIIbHBIIA OTBET: IPOTOKON).
23PeKBI3UT JOKYMEHTA, IPECTABIISIIOLINI 000 COOCTBEHHOPYUYHYIO POCIIHCH MTOJTHOMOYHOTO
JIOJDKHOCTHOTO JIMILIA, HA3BIBAETCS .(IIpaBUIbHBIN OTBET: MOJIINCH).
24JT0KyMEHT, CofiepKalliiii OITUCAHUE U TTOATBEPKICHHE TEX WM UHBIX (JaKTOB U COOBITHUIH,
Ha3bIBACTCS .(ITpaBUJIBHBII OTBET: AKT).
25CBenenus, 3a(hMKCUPOBAHHBIE HA MATEPHAIBHOM HOCHUTENE, KOTOPbIE UMEIOT PEKBU3UTHI IS UX
UJICHTU(UKALIIH, HAa3bIBAIOTCS .(ITpaBUIbHBIN OTBET: TOKYMEHT).
26/10KyMeHT, cofiepKaliii POChOy WM MPEIOKEHNE, HAMTPABIIAEMbIN OJJTHUM JIMLIOM
(opranuzanueii) Ipyromy, Ha3bIBaeTCst .(ITpaBUJIbHBII OTBET: MHUCHMO).
27J10KyMEHT, KOTOPBI U3/1a€TCsl PyKOBOJUTENIEM OpTaHW3alliU [T PELIEHHs] OCHOBHBIX U
OTEpPaTUBHBIX 3a]1a4, CTOSIIUX Mepe]] JAHHBIM OpraHOM, Ha3bIBAeTCS .(lpaBrbHBIH
OTBET: IIPUKa3).
2800001mEHHOE Ha3BaHKE PA3TMIHBIX TI0 COACPKAHUIO JJOKYMEHTOB, 00eCIICIHBAFOIIIIX
B3aMMOJICHCTBHE TOJIb30BATENEH, MHYOPMHUPYIOLIMX UX O YEM-TTHOO0, HAa3bIBACTCS
.(IIpaBUIIbHBIN OTBET: MEPETIUCKA).
290CHOBHOM PEKBH3UT JIOKyMEHTA, MPUIAIOLIUI €My FOPUINYECKYIO CHITY, KOTOPBI COCTOUT U3
HAMMEHOBAHUS JOJDKHOCTH, JIMYHOM NOANHCH U €€ paciii(poBKY (MHUIMAIIBL, (haMUITHsT),
Ha3bIBACTCS .(IIpaBUJIbHBIIA OTBET: PEKBU3UT «IIOAIKCHY).
30 IMporecc mpuBeneHNs 4ero-TMd0 K eUHOM cucTeMe, hopMe, eTMHO00pa3 o (Hampumep,
JIOKyMEHTOB) Ha3bIBAETCs .(ITpaBuItbHBII OTBET: YHU(DUKALIS).

1.4 3apanusn
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Curyauus. B opranusaimu ObUT M31aH IPHKa3 O COKPAILEHUH 1LTaTa, HO COTPYAHUKOB HE YBEIOMIIN
3a 2 mecsa. Kakue TpeboBaHusI TPYIOBOTO 3aKOHO/IATENBCTBA U CTAHAAPTOB JIENIONPOU3BOACTBA ObLIH
HapyIIeHbI?

Curyarust. [Ipu odopmieHrn KOMaHAMPOBKH COTPYAHHUKY HE BBIIAIN KOMAHIMPOBOUHOE
ynocroBepeHue. Kakue qoKyMeHTbI JJOJKHBI ObITh O(OpMIIEHBI M KAKOBBI ITOCIIE/ICTBUS HAPYLLIEHHSA?
Curyanus. B miyHoM fene coTpyIHHKA OTCYTCTBYET Komus mactiopta. Kakue TpeboBaHust K BEICHHIO
JIMYHBIX JIEJ1 HApyILLEHbI?

Curyanus. B TpyioBoM 1oroBope He ykasaH pasmep okiana. Kakue cranmaptst opopmieHus
TPYAOBBIX IOTOBOPOB HapYIIIEHbI?

Curyanust. [Ipu yBoIbHEHNH COTPYIHUKA HE BBIIaHA CIIpaBKa o 10Xoax. Kakue JOKyMEeHTbI JOIKHBI
OBITh BbIIaHBbI [IPU PACTOP>KEHUH TPYJOBOIO JOroBopa?

Cutyanust. B opranmsaimu He Benercst Tabels yuéra pabodero Bpemenu. Kakue mocneacTBus MOryT
BO3HHMKHYTB JUIsl paboTonares?

Curyanms. B apxuBe opranu3anyy 00Hapy>KeHbI IOKYMEHTBI ¢ HCTEKIIIMM CPOKOM XpaHEHHs, KOTOpbIe
He ObUTH YHHUTOXKEeHBI. Kakue TpeboBaHus K apXUBHOMY XPaHEHHIO HApyILEHbI?

Curyarust. CoTpyIHHK TOJa 3asBJICHHE Ha OTITYCK, HO €My He IPeIOCTAaBIIIN TIPHKA3 O
HpeiocTaBlIeHUH OTITycka. KakoBbl TpeOoBaHMs K 0hOPMIICHHIO OTITyCKOB?

Curyauust. B opranuzaimu He coOmoaeTcest HOpsSA0K PETUCTPALY BXOAIIMX U UCXOASAIINX
JOKyMeHTOB. Kakue ctanapThl J€0MpOU3BOICTBA HAPYILICHBI?

Curyauust. [1pu npuéme Ha paboTy He ObuUTa 0(opMIIEHA JIMUHAS KapTouka coTpyHuKa. Kakue
JIOKYMEHTBI JIOJDKHBI ObITh O(OPMIIEHBI M KAKOBBI ITOCIIE/ICTBUS HAPYLLICHHS?

Curyanus. B opranusaimy He IpOBOUTCS €KETOTHBII 0TOOp JOKYMEHTOB ISl apXUBHOTO XPaHEHHSI.
Kaxue Tpe6oBaHus K apXuBHOMY JI€JTy HapyIIEHbI?

Curyarms. CoTpyaHUK MOTEPSUT TPYIAOBYIO KHIDKKY, a pab0oToaTeNb He BbIIAN TyOIUKaT B
ycTaHOBJIEHHBIH cpok. KakoBbl 00s13aHHOCTH paboTonarens?

Curyanms. B opranusaimm He COOFOIAeTCsI TIOPSIIOK XPaHEH!sT JOKYMEHTOB, COICP KAIIIX
nepcoHaIbHbIE JaHHble. Kakue TpeOoBaHNs 3aKOHOIATeIbCTBA HAPYIIIEHbI?

Curyars. [1pu odopmieHnr O0IEHIYHOTO JTUCTA OBLIH JOMYIIEHBI OIMOKU B 3aIIOJTHEHUN
pekBu3nTOB. Kakue cranaapTsl 0oopMIIeHHs JOKYMEHTOB HapyILIeHbI?

Curyarms. B opranusaimy He BeIeTCst )KypHaI yu€ra TPyIOBBIX TOroBopoB. Kakue nociencrust
MOTYT BO3HUKHYTb IPH TIPOBEPKE?

Curyarms. CoTpyIHHUKY He MPEeIOCTaBHITH KOTHIO MPHKa3a O MEPEBO/IE Ha IPYTYIO TOIKHOCTb.
KaxoBbI TpeboBaHus K 0pOPMIICHHIO IEPEBOIOB?

Curyarms. B opraausaimm He cOOFOIAeTCsI TIOPSIIOK YHIYTOKEHHUS JIOKYMEHTOB C HCTEKIIIM CPOKOM
xpaHeHus1. Kakue TpeOOBaHMs K YHUUITOKEHUIO JJOKYMEHTOB HapyIIeHbI?

Curyanust. [Ipu opopminenn KoMaHAMPOBKY HE ObLT COCTaBIIEH OTYET O BBIMOIHEHHOM padote. Kakue
JIOKYMEHTBI JIOJDKHBI OBITh O(OpMIIEHBI?

Curyarms. B opraausaimm He cOOFOIAeTCS TIOPSIOK PETHCTPAIN TIPHKA30B TI0 JIMYHOMY COCTaBY.
Kaxue cranaapThl 1€10NpOU3BOACTBA HAPYIIIEHBI?

Curyarmst. COTpyIHHKY HE BBIIAIN CIIPABKY O CTaXe pabOThI PH yBOJIbHEHNH. Kakue TOKyMeHTBI
JIOJKHBI OBITh BBITAHBI?

Cutyanust. B opranusaimu He IPOBOAUTCS UHCTPYKTaX MO paboTe ¢ KOHPUAESHIMATLHBIMU
nokymeHTamu. Kakue TpeGoBaHMs K 3auTe HH(GOpMaliy HapyILeHbI?

Curyars. [Ipu odopmienun oTimycka He ObUT cocTaBlieH rpaduk oTiyckoB. Kakue TpeboBaHmst K
IJTAHUPOBAHUIO OTITYCKOB HApYyILIEHbI?

Curyarms. B opraausaimm He cOOFOIaeTCsI TIOPSIIOK XpaHEH!sT U BBIIAUM TPYIOBBIX KHIDKEK. Kakue
CTaHAAPTHI IETIONPOM3BO/ICTBA HAPYIIIEHBI?

Curyanus. CoTpyHHK MOJAN 3asBJIEHHIE HA YBOJIIBHEHNE, HO €My He IPEJOCTaBUIIN Pacy€T B JIEHb
yBoJbHeHHs1. KakoBbl 00s13aHHOCTH paboToaaresns?

Curyauus. B opranusaiyu He BeIeTCsl )KypHal y4€ra O0JIbHUYHBIX JIMCTOB. Kakue nocnencTsys MoryT
BO3HUKHYTb IIPY IIPOBEPKE?
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Curyars. [Tpu odopmieHun epeBoia CoOTpyIHIKA He ObLUT M3/1aH COOTBETCTBYIOIINM TprKa3. Kakue
TpeOOBaHMs K O(OPMIICHHIO MIEPEBOIOB HAPYILICHBI?

Curyarms. B opranusaimm He coOr01aeTest TOPSIOK 0(hOPMIICHHSI M XPaHESHHSI KOTIUH JIOKYMEHTOB,
COIICPIKAILUX MIEPCOHATBHBIC TAHHBIC.

Curyanysi: B OpraHu3alliy He IIPOBOJIUTCS ©KETOIHAS MHBEHTAPU3ALIUS IOKYMEHTOB.

.Cutyanyst: coTpyJHUK OOHAPY>KUIT OIIMOKY B CBOEH TPYIOBOM KHIDKKE, HO paboToaTeNb
OTKa3bIBACTCSl BHOCUTH UCIIPABIICHUSI.

.CHryais: B OpraHi3alliy He COONIOIACTCS OPSIOK 0OPMIICHHS M XpaHEHHUS! KOTUiA IOKYMEHTOB,
CoJleprKalIrX MEPCOHATBHBIC TaHHBIE.



2. KPUTEPUU OHEHUBAHUA ITPU TPOBEJEHUUN TEKYIIEI'O KOHTPOJISA

Bun

HaunmenoBanue paboTsbl
KOHTPOJIS

Haumenosanue
OIICHOYHBIX CPEJICTB

Ikana oreHUBaHUA

Bormpocs! 1uist 00cysxieHust Ha
3aHATHAX;

Y cTHBIE OIIPOCHI MO paHee
M3YYEHHOMY MaTepuainy;

Texymuit
KOHTPOJIb

OneHka BBICTYIIIICHUI
Ha MPaKTUIECKOM
(ceMmuHApCKOM)

OTJINYHO

XOPOIIIO

[TucbMeHHBbIC PaOOTHI:
pedepatsl, TECTOBBIC 3aaHUS;
[MpakTudeckue 3aaaHus;
Pedepatbl u 1okabl Mo TeMam
(BompocaM), BBIHECEHHBIM Ha
CaMOCTOSITENIFHYIO padoTy.

3aHATHUH, ITPOBCPKA
3aJJaHUH, YCTHBIN
OIPOC, OI[CHUBAHUE
JIOKJIaI0B, pedepaToB

YAOBJIETBOPUTEIHHO

HCYOOBJICTBOPUTCIILHO

KpnTeplm OLCHUBAHHUSA YCTHBIX OTBETOB oﬁyqamumxca

[Ixama
OLIEHUBaHUI

XapaKTepI/ICTI/IKa OLICHHUBAHUA

OTJINYHO

OLICHUBAETCS OTBET, KOTOPBIM TOKAa3bIBAaeT MPOYHbIC 3HAHUS OCHOBHBIX
MPOILIECCOB M3y4aeMOW TpeaMETHOW o00JacTH, OTIWYaeTCs TIyOWHOW U
MOJIHOTOM PACKPBITHSI TEMBI, BIAJCHHE TEPMHUHOJIOTHYECKHM allllapaToM;
YMEHUE OOBSCHATH CYIIHOCTb, SIBJICHUH, IPOLIECCOB, COOBITUMN, JIelaTh BBHIBOIBI
u 00001IeHHs, [1aBaTh apryMEHTHPOBAaHHBIC OTBEThI, MPUBOAUTH MPUMEPHI;
cB0OO/IHOE BJIa/ICHUE MOHOJIOTHYECKOM  Peublo, JIOTUYHOCTh u
MOCJIE/I0BATEIBbHOCTh OTBETA.

XOPOIIIO

OIICHUBAETCSI OTBET, OOHAPYKUBAIOIINI MPOYHBIC 3HAHKUS OCHOBHBIX MPOIIECCOB
M3y4aeMol TMpeaMeTHOH oOnactv, oOTiIM4YaeTcss TIyOMHONH W TMONHOTOU
PacKpbITHSI TEMbI; BIIAJICHUE TEPMHHOJOTMYECKUM amnmnapaToM; YMEHHUE
OOBSICHATh CYIIHOCTh, SIBIEHUH, TMPOIECCOB, COOBITHIA, NeNaTh BBHIBOABI U
00001IeHNs, JaBaTh AapPryMEHTHPOBAHHBIE OTBETHI, MPUBOJUTH TMPUMEPHI;
cBOOOIHOE BIIaJICHUE MOHOJIOTHUYECKOMN peyuslo, JIOTUYHOCTh u
MOCJIEI0BATENbHOCTh OTBeTa. OJHAKO JOMYCKAeTCsl OJHa - JIBE€ HETOUYHOCTU B
OTBETE.

YAOBIIETBO-
PHUTEIBHO

OLICHUBAETCS OTBET, CBUJICTEILCTBYIOIIMNA B OCHOBHOM O 3HAaHUU IMPOILIECCOB
M3y4yaeMoi MpeAMETHOM 00JaCTH, OTIMYAOIINICS HEJOCTATOYHOW TIyOUHOU U
MOJIHOTOM PACKPBITHS TEMbI; 3HAaHHEM OCHOBHBIX BOIPOCOB TEOPHH; CIIa0bo
chOpMHUPOBAHHBIMI HaBBIKAMHU aHANU3a SBJICHHI, MPOIECCOB, HEIOCTATOYHBIM
YMEHUEM JaBaTb AapPryMmCeHTHPOBAHHBIC OTBETBI W INPUBOAWUTHL TIPUMCEPHI;
HEJ0CTATOYHO CBOOOJHBIM BIIAJICHHEM MOHOJOTHYECKON pedbi0, TOTUYHOCTHIO
U TIOCJIENOBaTENIbHOCThIO OTBeTa. Jlomyckaercs HECKOJNBKO OIIMOOK B
COJIepKaHUU OTBETA.

HEYJOBJIET-
BOPHUTENBHO

OLIEHUBAETCS OTBET, OOHAPYKMBAIOIIMKA HE3HAHUE IMPOLECCOB H3ydaeMoOi
MpeIMEeTHOM 0051acTH, OTJIMYAIOUIMICS HErNIyOOKHMM pacKpbITUEM TEMBI;
HE3HAHHEM OCHOBHBIX BOIIPOCOB TEOPHH, HEC(HOPMUPOBAHHBIMU HaBBIKAMH
aHaJIM3a SIBJICHUM, MPOIIECCOB; HEYMEHHUEM JIaBaTh apryMEHTHUPOBAaHHBIE OTBETHI,
cabbIM  BIIQJICHUEM MOHOJOTMYECKOW pEYbl0, OTCYTCTBUEM JIOTUYHOCTH H
10CJIeI0BATENbHOCTH. JIOMYCKAIOTCS CEpbE3HbIE OINOKHU B COIEP/KaHUM OTBETA.

Kpurepun oueHuBanusi padoTbl 00YUAKOIIMXCH HA CEMHHAPCKUX 3aAHATHAX

IIkama
OIICHUBaHUA

[Tokazarenu Kpurepuu




[Ixama
[Tokazarenu Kpurepuu
OLICHUBAHUS
OTan4Ho . Ilonnotra 3aganue peiieHo caMmocTosTenbHo. [Ipu 3TOM coctaBieH
BBIITOJIHEHUS MPaBUJIbHBIN AJITOPUTM PELICHUS 3aJaHusl, B JIOTUYECKHUX]
IIPaKTUYECKOI0 U paccyXIeHHusX, B BblOOpe (opMysn M pemeHuu Het
TECTOBOI'O 3aJIaHUsl |OIIMOOK, TOJY4YeH BEPHBI OTBET, 3a/laHue PEeIICHO
(moyHOTa OTBETA); | PAllMOHAIBHBIM CIIOCOOOM.
. CBoeBpeMeHHOCTh |/JlaH TpaBWIBHBIA M HCUEPHBIBAIOIIMNA  OTBET HA|
BBITIOJTHEHUS IIOCTABJIEHHbIE TEOPETHUYECKUE U TECTOBBIE BOIPOCH, B
3a/1aHMS; KOTOpBIX  oOOydaromuiicss  moka3al  BCECTOPOHHEE]
. TlocnenoBaTenpHOCT | CUCTEMHOE 3HAHHWE NPOTrPAMMHOIO MaTepuasa, YCBOCHHE]
b U PAllMOHAJIBHOCTh [OCHOBHOM M JIONOJIHUTEIBHOM JINTEPATyphbl, YETKOE
BBITIOJTHEHUS BJIa/ICHUE NOHSITUMHBIM alapaToM.
Xopo1o MIPaKTUYECKOTrO 3ajaHue peleHo ¢ NoMolIkko npenoaasatesns. [Ipu sTom
3a/laHus COCTAaBJICH NPaBUJIBHBIM aNrOPUTM pELICHMs 33JaHUS, B
(Jloru4HOCTH U JIOTUYECKOM  pacCyXJCHUU U peueHuu HeT
4ETKOCTb OTBETA);  |CYIICCTBEHHBIX OMIMOOK; MPAaBUJIBHO CJIEJIaH BBIOOP
. IIpaBuibHOCTD dbopMyn A5 peuieHus; ecTh OOBSICHEHHE pPELIeHUs, HO|
OTBETOB Ha 3aJlaHue PELIEHO HEpalMOHAJIbHBIM CIIOCOOOM WY
BOITPOCHI; JIOTIYIIEHO He O0ojiee IBYX HECYIECTBEHHBIX OIIMOOK,
. CaMOCTOSITENIBHOCTD | [IOJIYYCH BEPHBII OTBET.
peuienus (BnageHue |Ha mocraBieHHbIC TEOPETHYECKUE U TECTOBBIC BOMPOCHI,
JIONIOJIHUTEIBHBIM  |TIpU  KOTOPBIX OOYyYaromMHCS IOKa3al JIOCTaTOYHBIH]
MaTepuaIoM); YPOBEHb 3HAHMI OCHOBHOI'O IPOrpaMMHOr0 Marepuaa:
. 3HaHUe OCBOEHHE MH(OpPMAIMK JEKIIMOHHOTO Kypca U y4eOHBIX|
HOPMaTUBHO- nocoOuif,  OBNAJeHHE  TMOHATUWHBIM  ammapaTom,
3aKOHOIATEILHOU METOJIMKOM MCCIENOBAaHMI MpH TMOMBITKE aHaIu3a
6a3bl 1 pa3JIMYHBIX CUTYyaIUH.
VY noBnerso- TEPMHUHOJIOTUU 3ajaHue pemeHo ¢ MOJACKa3KaMHM  IIpernojaBaTers.
PHUTEIIBHO Kypca 3ajaHue perieHo B o01eM BUje.
OOyuaromuiics mMoOKa3aJl CpeAHUA YpPOBEHb 3HAHUM
OCHOBHOI'O IPOrPaMMHOI0 Marepuaja, HO HE MOI|
yOeIuTeNbHO apryMEHTUPOBAaTh CBOM OTBET, omuOCs B
UCIOJIb30BAaHUN  TOHATUMHOIO  amnmapara, IoKasajy
HEJ0CTAaTOYHBIE 3HAHUS JTUTEPATYPHBIX HICTOYHHUKOB.
Heynosiner- 3aJaHue HE PEILIEHO.
BOPUTEIIBHO OOyyaromuiicss  MPOJEMOHCTPUPOBAT  3HAUUTENIBHBIE
npobensl B 3HAHUAX  OCHOBHOTO  IPOTPAMMHOTIO
MaTepuanga, HEe apryMEHTHpOBal CBOM OTBET, IOKa3ajy
HEYJI0BJIETBOPUTEIbHbBIE 3HAHUS MOHATUHHOIO anmapara
U CHEIHaJIbHOM JIUTepaTyphl.
Kpurtepun ouennBanus pegeparos
Cpexctso Kputepuu onenuBanus Hlrara
KOHTPOJIS OLICHUBAHMS
Pedepar |Bemonnensl Bce TpeGOBaHMS K HANMCAHMIO M 3alIuTe pedepara:| OTIUYHO

o0o3HaueHa mpobiemMa W OOOCHOBaHAa €€ aKTyalbHOCTh, CHCIIaH
KpaTKUi aHaJM3 Pa3IMYHbIX TOYEK 3PEHHUs Ha PaccMaTpPUBACMYIO
npobieMy U
c(OpMyYITMPOBaHBI BBIBOJIBI, TEMa PACKPHITA MOJTHOCTHIO, BBIACPKAH
00BEM, COOMIOZIeHbI TpeOOBaHUs K BHEIIHEMY O(OPMIICHUIO, JaHBI
MIPABUJIbHBIE OTBETHI HA JIOTIOJTHUTEIIBHBIC BOIIPOCHI.

JJOTHUYHO

H3JI0KCHA cOoOCTBEHHAs IO3uIHA,




Pedepat packpbIBaeT NOJHATYIO IPOOJIEMATHKY B ITOJTHOM 00bEME.

OcHoBHble TpeOoBaHus K pedepary U ero 3alluTe BBHIIOJIHEHBI, HO
MIPU 3TOM JIOMYIIEHbI HEAOUYETHL. B 4acTHOCTH, UMEIOTCS HETOYHOCTH
B U3JI0KEHU U MaTepuana; OTCYTCTBYET JIoru4ecKast
MOCTIeIOBATEIbHOCTD B CY)KJICHHSX; HE BhIICpkKaH 00bEM pedepara;
UMEIOTCS yIylIeHHus] B 0pOpMIIEHUU; Ha JOMOJHUTEIBHBIE BOIPOCHI
MIPU 3aIUTE JaHbI HETIOJHBIE OTBETHI.

B pedepare wumeroTcss HETOYHOCTH U MpeaMeTHas o00JacTb
BBICTYIUICHHS PACKPbHITA HE B MIOJIHOW Mepe.

XOPOIIO

HmeroTcss  CyllecTBEHHbIE  OTCTYIUICHMsIT OT  TpeOOBaHMH K
pedepupoBanuto. B wacTHOCTH: Tema OCBelleHa JMIIb YaCTUYHO;
JONYILIEHb! (PaKTUYECKHE OIIMOKH B COJEpXKaHUU pedepaTa WU IpU
OTBETE Ha JONOJHHUTEIbHBIE BOIPOCH; BO BpeMs  3aLIUTHI
OTCYTCTBYET BBIBOJ.

B pedeparte He B HOJTHOHN CTENEHU PACKPBIT MOHATUHHBIN ammapar,
HUMEIOTCSl CYLIECTBEHHbIE HETOUHOCTH B Ipouecce (pOpMHPOBAHUSA
BBIBOJIOB.

YAOBIETBOPU
TEIBHO

Tema pedepata He packpbiTa, OOHAPYKUBACTCS CYIIECTBEHHOE
HENOHUMAaHUE IPOOJIEMBI.

Tema pedepara He pacKpbITa WIIH BBINIOJIHEHA HE IO CYILIECTBY paHee
MTOCTABIIEHHOTO BOIIPOCA.

Pedepar He cnan / nokian He ceNaH.

HEYJIOBJIETBO
PUTEIBHO

Kputepuu onieHuBaHus TeCTOB

Kpurepuu onennBanus —
CpenctBo pUTCp 1
MPOIIEHT MOJIOKHUTEIBHBIX [Ikana orieHUBaHUS
KOHTPOJIA
OTBETOB
TectupoBanue 90-100 OTIMYHO
70-89 XOPOIIO
40-69 YIOBJIETBOPUTEIHEHO
<39 HEYJIOBJICTBOPUTEIHHO

3. OIEHOYHBIE CPEJCTBA J1JI51 TIPOMEKYTOUYHOM ATTECTALIUM

CpCIlCTBa OIICHHUBAHUA B XOJI€ HpOMC)KyTO‘IHOﬁ aTTecTaluu.

— BOIIPOCHI OJI DK3aMEHA,

— NPAKTUYCCKUC 3aJIaHUS DK3aMCHaA.

Komnerennus IK-7 — CnocoGen pa3zpaboTaTh KOMIUIEKT IPOEKTHO- TEXHOJIOTHYECKOM

JOKYMEHTAlUU MPEANPUATHI HHTYCTPUH TUTAHUS

IIK-7 .1. 3naer

IIK-7 .1. 3naer

IIK-7 .1. 3naer

3HaeT NpUMEHEHNE
MPOrPaMMHBIX IPOAYKTOB B
IIPOEKTUPOBAHUU ITPENTPUITHH
WHIYCTPUH TUTaHUS

3HaeT NpUMEHEHNE
MIPOrPaMMHBIX TPOIYKTOB
B IIPOEKTUPOBAHUH
IIPEANPHUATHI HHIYCTPUH
MIUTaHUS

3HaeT NpUMEHEHHE
MIPOrPaMMHBIX IPOAYKTOB B
IIPOEKTUPOBAHUH
MPEANPUITHI HHIYCTPUHU
MUTaHUS

3.1.Ne 1-30

3.2 Ne 1-15

3.2 Ne 16-30




3.1 Bonpocsl k 3auery

. IloHsATHE U 3HAYEHNE TOKYMEHTALMOHHOTO 00ecieueH sl yIIPaBJICHUs B OpraHU3aIiH.

. OcHOBHBIE BU/IbI YIIPABICHYECKHUX JTOKYMEHTOB U MX KJIacCU(pUKAIIHSL.

. TpeboBanus Kk 0OpPMIICHUIO PEKBU3UTOB TOKYMeHTOB corjiacHo 'OCT.

. [Topsimok cocTaBneHust U OPOPMIICHHS CITY>KEOHBIX THCEM.

. Bunsl 1 ocobenHocTr 0(hopMIIeHUS IPUKA30B 110 IMYHOMY COCTaBY.

. Odopmitenne 1 BeieHUE TPYAOBBIX KHI)KEK: OCHOBHBIC TIPaBHUIIA.

. ITopsimok npuéma, perucTpauu 1 yu4éra BXOIAIMIUX JOKYMEHTOB.

. Opranuzanus paboThl C HCXOIAIIUMU JTOKYMEHTAMH.

. BHyTpeHHui 10KyMEHTO000POT: BU/bI, TOPAIOK OGOPMIICHHS U IIEpeayH.

10. TIpaBuna coctaBieHus U 0QPOPMIICHUS TPOTOKOJIOB COBEIIIAHHIA.

11. JlokyMeHTauuoHHOE oOecreueHre KaapoBOW JesITeIbHOCTH: JIMYHBbIE Jeja, JHUYHbIe
KapTOYKHU, TPYAOBBIE IOTOBOPHI.

12. OdopmieHne KOMaHIUPOBOYHBIX JOKYMEHTOB: KOMaHIUPOBOYHOE YJOCTOBEPEHUE,
ABAHCOBBIN OTYET.

13. Benenue tabenst yuéra pabouero BpeMeHH.

14. Topsnok opopmIIeHHS OTITYCKOB: IpaduK, 3asiBICHUE, IPUKA3.

15. JlokyMeHTHpOBaHHUE MIPOLEypPhl YBOJIBHEHUS COTPYIHUKA.

16. Opranusanus apxMBHOTO XpaHEHUs JOKYMEHTOB B OpraHU3aLUu.

17. Iopsnok oT6opa TOKYMEHTOB Ha apXMBHOE XPAHEHUE U YHUUTOKEHHE.

18. 3amura nepcoHaNbHbIX JaHHBIX B IOKYMEHTAX: 3aKOHO/1aTeNIbHbIE TPEOOBAHUS.

19. DneKTPOHHBIM JOKYMEHTOOOOPOT: MOHATHE, IPEUMYILECTBA, HOpMaTHBHAas 0a3a.

20. OTBETCTBEHHOCTH 32 HapyILICHHE TPaBUII PaOOTHI C JOKYMEHTaMH.

21. Oopmienue u yuéT TOBEpEeHHOCTEN B OpraHU3alHH.

22. Buzasl u opopmiieHHE CIPaBOK, BbIJIaBa€MbIX PAOOTHHUKAM.

23. JIoKyMEeHTHpOBaHUE JUCIUIUIMHAPHBIX B3bICKAHUH.

24. IlpaBuna oopmiieHUs: U XpaHEHUsI KOTIUH JOKYMEHTOB.

25. Opranusaius paboTbl ¢ KOHQHIEHIMATBHBIMH JOKYMEHTAMHU.

26. Ilopsaok BHECEHUS UCIIPABIEHUH B TOKYMEHTBI U YUET OIINOOK.

27. JlokyMEeHTHpOBaHHME NEPEBOJOB COTPYJHUKOB Ha JPYIryl0 JODKHOCT WM B Jpyroe
HOJpa3/IeJICHUE.

28. BzaummojeiicTBUEe ¢ TOCylapCTBEHHBIMH OpraHaMd IIO BOIPOCaM JIOKYMEHTO0OOpoTa
(Hampumep, TPyAOBas MHCIEKLUS, apXUB).

29. OcoGeHHOCTH 0pOpMIIEHHSI JOKYMEHTOB MpH NMpUEMe Ha pab0Ty MHOCTPAHHBIX TPaXKAaH.

30. CoBpeMeHHbIE TEHACHIIMU W TEPCIEKTUBBl PA3BUTHS JTOKYMEHTAIIMOHHOTO OOecreYeHHs!
npodecCHOHATBLHOMN 1eATEbHOCTH.

O 00 1 N DN K W —

3.2. [IpakTHyeckue 3aJaHUA K IK3aMEeHY

Kaxk nomxHa ObITh 0opMIIeHa TIOATUCH B TIPHKA3e, €CITN TeHepalbHbIA aupekTop (A.B. CMupHOB)
BPEMEHHO OTCYTCTBYET, a €ro o0si3aHHOCTH HcnonHseT 3amectutens (O.11. Jlebenera)?

Kaxk odopmisieTcs: moamuch B CITyKeOHOM 3amrcKe, eClii HadanbHUK oTaena kaapos (M.U. Ky3Hneroa)
HaXOJUTCS Ha OOJTBHUYHOM, a UCTIOJTHEHHE €€ 00s3aHHOCTEH BO3JIOKEHO Ha CIICIUAJIMCTA IT0 KaJjpaM
(C.B. Oprno)?

Kak odopmisiercst moamucsk B toroBope, eciu qupekrop ¢umana (M.H. BacunneB) yBoseH, a HOBbI
JMPEKTOP ellé He Ha3HaueH?

Kak nomkxa ObITh 0(hopMIIEHA TTOITUCH B aKTe, eciii TiaBHbIi Oyxrantep (T.A. [letposa) B
KOMaHJIMPOBKE, a UCTIOJHEHHE e€ 00s3aHHOCTEH BO3JIOKeHO Ha 3amecturens (JI.M. 3aiines)?

Kak odopmisiercst moamuck B mucbme, eciti 3amecturens nupektopa (E.JI. TabakoBa) HaxoauTcs B
OTITyCKe, a UCTIOTHEHUE €€ 00sS3aHHOCTEH BO3JI0XKEHO Ha HavanmbHuKa otraena (A.C. Mopo3os)?
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11.

12.

13.

14.

15.

16.

17.
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21.

22.

23.

24.

25.

26.
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B opranmzarmu He 6611 0hOpMITEH aKT 00 YHUYTOXKEHHUHU JJOKYMEHTOB C UCTEKIITMM CPOKOM XPaHEHHSI.

KaxoBbI BO3MOKHBIE MOCIIEACTBUS ISl KOMITAHUH TIPH TTPOBEpKe?

CotpyaHuK 0OHAPY>KUIL, 4TO B €70 TPYAOBOM KHIDKKE JIOITyIIIeHa OIMOKa, HO paboToaaTenb

OTKa3bIBaETCsl BHOCUTH UCTIpaBiieHns. Kakue pucku BOSHUKAIOT TSl pabOTHUKA U OpraHu3aIuu?

B noroBope ¢ KOHTpareHToM He yKa3aHbl PEKBU3UTHI CTOPOH. KakoBbI FopUIMYecKHe PUCKU U

TIOCJIE/ICTBHSA JUTsl UICTIONTHEHUS 00s13aTeNTbCTB?

B opranmzarmu He coOmo1aeTcst HOpsA0K PErucTpaliiy BXOISIINX JOKYMEHTOB, YTO IPUBEIIO K yTepe

BAKHOTO NHCbMa. KaKoBBI pUCKH IS IEATEILHOCTA KOMITAHUHU?

B ceptudukare cooTBeTCTBHS Ha MPOIYKIMIO YKa3aHbl HEIOCTOBEPHBIE JAHHbIE O O€30MaCHOCTH

ToBapa. KakoBbI pucKH JU1st HOTpeOUTENel U perryTaliy MPOU3BOIUTENS?

[Tpu opopmiieH KOMaHAUPOBKY HE ObLT COCTaBJIeH aBaHCOBBIN 0TUET. Kakue ¢rHaHcoBbIE U

HAJIOTOBBIE PUCKH BO3HUKAIOT /ISl OpTraHU3aIiu?

B miuHOM f1ene coTpyIHHKA OTCYTCTBYIOT KOITHH IOKYMEHTOB 00 00pa30BaHKU U KBATU(UKAIIUH.

KakoBb!I pricku mpu IpoBepKe TPYAO0BOM MHCHEKIUE?

B opranuzarmu He coOmo1aeTcesi HOpsA0K XpaHEHUs! JOKYMEHTOB, COAEPKAIIUX TIEPCOHATIbHBIC

naHHbie. KakoBbI pHCKH TSt KOMITAHUH ¥ COTPYIHUKOB?

B npukase o nmpuéme Ha paboTy He yKa3aHbI CYIIIECTBEHHBIE YCIIOBUS TPYAOBOrO 10roBopa. KakoBbl

TIOCIIC/ICTBHS TSl pa0OTOMaTeNs U pabOTHHUKA?

B akre npuéma-niepeiaun e OTCYTCTBYIOT HOJAMKICH OTBETCTBEHHBIX JIHII. KakoBbI pUCKH AJIsI

OpraHHU3aIMK IPYU CMEHE MaTepPHUaIbHO OTBETCTBEHHBIX JIHIL?

Jonomxute. PexkBU3UT, cofeprKaliyii CBeCHHUS O HAMMEHOBAaHUY OpTraHW3alliy, aBTOpa JIOKYMEHTa,

Ha3bIBACTCS .OTBeT: crIpaBouYHbIC JaHHBIE 00 OpraHU3aAIUH.

Jonomaute. PekBU3UT, yI0CTOBEPSIONINI OATMHHOCTD JOKYMEHTA U MPUAAIOIINI eMy

IOPUITYECKYIO CHITY, Ha3bIBACTCS .OTBeT: IOANHCh.

Jonomaute. PekBU3UT, yKa3bIBAIOIINIT HA COCTABUTEIS TOKYMEHTA, HA3bIBACTCS .OtBer:

OTMETKa 00 UCIIOJIHUTENE.

Jonomaute. PekBU3UT, PUKCUPYIOLIHIA 1aTy TMOAMMCAHUS WK YTBEPKICHHUS JOKYMEHTA, Ha3bIBAETCSI
.Otser: nara.

Jomnonnure. PekBU3MT, cofepKaliiii KpaTKoe N3JI0KEHHUE COJIEpKaHHs JOKYMEHTA, Ha3bIBaeTCs
.OTBeT: 3aroyIoBOK K TEKCTY.

Jlonosnnute. PeKBU3HT, ONpeesstoIIunii CTeNeHb OrpaHUYeHUs I0CTYTa K JOKYMEHTY, Ha3bIBaeTCs
.OT1BeT: rpu(d OrpaHUYECHUS JOCTYTIA.

JonomHute. PekBU3UT, yKa3bIBAIOIINI Ha HATMYHE IPUIOKEHUH K OCHOBHOMY JIOKYMEHTY,

Ha3bIBACTCS .OTBeT: OTMETKA O HAJIMYUU [TPUIIOKEHHSL.

Jononnute. PekBu3ut, coaeprkaiimi aapec noiyyaress JOKyMEHTa, Ha3bIBacTCs .Ortser:
azpecar.

Jomnonuute. PeKBU3UT, PUKCHUPYIOIINIA TOPSIOK MPOXOXKACHMUS M UCTIOTHEHHUS IOKyMEHTa BHYTpU
OpraHu3aluy, Ha3bIBACTCA .OTBeT: perucTPalMOHHBIN IITaMIT (MM pETHCTPALMOHHBIN
HOMED).

Jononxnte. PekBU3UT, MOATBEPKAAIOIINN ITOTyYEHUE WM OTIIPABKY JOKYMEHTA, HA3bIBACTCS

.OTBeT: OTMETKa O MOCTYIUICHUH (MM OTMETKA 00 OTIIPaBKe).
Opranuzaiys CO3HaTeNIbHO UTHOPUPYET TpeOoBaHUs 110 0()OPMIIEHHIO TPOTOKOJIOB COBEIIAHMH, YTOOBI
YCKOPUTB IPOLIeCC MPUHATHS perieHuid. Kak 3To cooTHOCHTEs ¢ MpUHIMIaMu MpoghecCHOHATBHON
OTBETCTBEHHOCTH M CTaH/IapTaMH JIEJIONPOU3BOACTBA?
B xommanuy He IPOBOIUTCS CBOEBPEMEHHOE apXHBUPOBAHUE JOKYMEHTOB, YTOOBI COKPAaTHUTh PACXO/IbI
Ha XpaHeHue. Kak 3To BIHsieT Ha BBINOTHEHHE MTPO(ECCHOHATBHBIX 00S3aHHOCTEH U COLUAILHYIO
OTBETCTBEHHOCTb OpraHn3alum?
PykoBOACTBO MpeAnpUATHs CO3HATENBHO JIOMyCKAeT OMIMOKU B OOPMIICHUH TPYAOBBIX I0TOBOPOB,
4TOOBI YIIPOCTUTB KAIPOBOE JIEOMPOU3BOICTBO. Kak 3T0 COOTHOCUTCSI C MPUHLIUTIAMU
po¢eCCHOHATTBHON U COITMATbHON OTBETCTBEHHOCTH?



29. Opranuzanys He peruCTpUpyeT BXOISIIME 00paIeHHs TPaXKIaH, YTOObI CHI3UTh HArpy3Ky Ha
COTPYIHHUKOB. Kak 3TO COOTHOCHTCS C TIPUHIMIIAMHU TIPO(ECCHOHATBHOI OTBETCTBEHHOCTH U
cTaH1apTamMy paboThI C OOpaIICHUSIMU?

30. Kommianwst co3HaTeIIbHO HE OOHOBIISIET HOMEHKIIATYPY eI, YTOOBI M30eKaTh JOMOHUTEIBHON PaOOThI
10 TIEPECMOTPY AOKYMEHTOB. Kak 310 BimsieT Ha MpOoQeCCHOHATTBHYIO OTBETCTBEHHOCTD U
3(pheKTHBHOCTD yrpaBiIeHus?

4. KPUTEPUH OLIEHUBAHMUSI ITPA ITPOBEJIEHUA TPOMEXYTOYHOM
ATTECTALIUU
IIkxaja oueHUBAHHUA YPOBHS ¢()OPMUPOBAHHOCTH KOMIIETEHIIUH — 3a4eT

DopMupyeMble YPOBHU [IIkana
N Kpurepun onienuBanus
OCBOCHUS KOMIIETCHIIUN OLICHUBAHHUS

CTyneHT MOJIHO ¥ TPAaMOTHO PaCKpBIBAET
TEOPETUYECKHE BOMPOCHI, JEMOHCTPUPYET
3HaHUE SI3BIKOBBIX HOPM, YMECTHO UCIIOJIB3YET
TEPMHHOJIOTHIO, YCIICIIIHO BBIIOIHSET
Bricokuii u 0a30BbIN MPAaKTUYECKOE 3a/1aHKe (MCIIPABIISIET PEUEBbIC
YPOBEHb OILIMOKH, COCTABIISIET TEKCThI HY>KHOTO CTHIISA,
MIPaBWJIbHO PAaCCTaBIISIET yAapEHUE U T.1.).
OtgeT noruyeH, peueBoe oopmieHue
COOTBETCTBYET HOPMaM JINTEPATYPHOTO
SI3bIKA.

3a4TCHO

CTyJIeHT B LIeJIOM OPUEHTUPYETCSI B OCHOBHBIX
MOHATHUSX JUCIUTUIAHBL, HO JIOITYCKaeT
HETOYHOCTH (Harpumep, 2—3 OmUOKH B
y/IapeHuH, He BCE TUTIBI HOPM Ha3BaHBI).
[ToporoBblif ypoBeHb [IpakTHyeckoe 3a1aHue BHIIOJIHEHO YaCTUYHO 3aYTEHO
Wi ¢ Hepouéramu. [Ipu TOTTOTHUTETBHBIX
BOIPOCAX OTBEYAET HEYBEPEHHO, HO B UTOI'e
JIEMOHCTPHPYET MUHIUMAITBHO HEOOXOIMBIii
YPOBEHb 3HAHUU.

CryneHT He MOXKET Ha3BaTh 0a30BbIC MOHATUSA
KyJbTYpBI PEUH, HE BIIAJEET
ophOINUUECKUMH, TEKCUYECKIUMH,
HeynoBieTBOpUTENBHBIH rpaMMaTH4YeCKUMHU HOPMaMHU, TPAKTHUECKOE
YPOBEHB 3aJIaHUE HE BBIIIOJHEHO UJIM BBIIIOJIHEHO C
rpyobiMu omnokamu. OTCYyTCTBYET
MOHUMaHHE PA3NIU4YUi (PYHKIMOHATIBHBIX
CTHJIEH.

HC 3a4TCHO

Texymuil KOHTPOJIb U IPOMEKYTOUYHAsI aTTECTALUs OCYLIECTBISIOTCA B COOTBETCTBUU C
«[lomoxxeHneM O TeKymle M TPOMEKYTOUHOW aTTecTaluyd OOydaromuxcs B ABTOHOMHOM
HEKOMMepUecKo opraHuzauuu «OOpa3oBaTeibHas OpPraHMU3aLUsA BBICHIETO 00pa30BaHUM
«YHUBEPCUTET 3KOHOMUKU U YIIPABIICHU.



Bun npomexyTouHOM arTecTanuu — 3a4€T.



