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1. OHEHOYHBIE CPEJACTBA JJIAA TEKYIIEI'O KOHTPOJIA

CpencTBa OIICHHBAHMS B XOJI€ TEKYIIETO KOHTPOJIS:

— YCTHBIE OIPOCHI B X0O/I€ CEMHHAPCKHX 3aHSATHIA;

pedeparsr;

— TECTUPOBAHUE;

3alaHus, BBIIOJHACMBIC B XOAC CCMHUHAPCKOI'O 3aHATHA WM PCKOMCHAYCMBIC IJIA
CaMOCTOSITEIILHON paOOTHI.

Koapbl PesyabTaTsl IlepeyeHb MIAHUPYEMBIX Pe3yJILTATOB 00y4eHUs
KOMIIETeHIINH ocoenusi OIIOII Mo JTUCHMILJINHE
OIIK-8 Crocoben OI1K-8.1 Opuentupyercs B NeicTByIOIIEM
pa3palarbiBaTh 3aKOHO/IATEILCTBE B 00JIACTH CTaHIAPTOB KayeCcTBa
TEXHUYECKYIO
nokymeHTaiuio (B Tom  |OITK-8.2 AHanu3upyeT U CTPYKTYpHUpYET

IMCJIC U B DJICKTPOHHOM [y opMalinio, CBA3aHHYIO ¢ MpodeccrnoHalbHOH
BUJIE), CBA3AHHYIO C

N eI TeIbHOCTBIO
pohecCHOHATTLHOM

ACATCIBHOCTBIO C OIIK-8.3 Brnageer HaBBIKAMH COCTaBJIEHHUA W
YUETOM JICHCTBYIOIINUX
CTaH/IapTOB KauecTBa

oQOopMIICHHS TEXHUYECKOW [OKyMEHTauuu (B TOM|
grcie U B OJEKTPOHHOM BHAE) C  YYETOM
e CTBYIOIMX CTaHAAPTOB KaueCcTBA

1.1 Bonpochl K TeKyuieMy KOHTPOJIIO

1. IlonsiTue noxymenTa. OCHOBHBIE MPU3HAKHU U (DYHKIIMHU JOKYMEHTA.

2. Kiaccudukaryst TOKyMEHTOB: TIO IPOMCXOXKIICHHIO, TIO COZIEPYKAHHIO, TIO CPOKAM XPaHECHHS.
3. Buspl 1okyMeHTOB 110 crioco0y uxcanmy nHdopMaly (TeKCToBbIe, Tpadudeckue, Gporto-,
BUJICO- U Ip.).

4. Tlonstue pexBu3uTa JokymeHTa. Ilepeunciure ocHoBHbIe pekBu3uThl corsacHo ['OCT P
7.0.97-2016.

5. brnank nokymenta. Busp 6:11aHK0B (001, /1S MUCbMa, KOHKPETHBIN BUJT JIOKYMEHTA).

6. ®Dopmymsip-o0paserl OpraHU3aIMOHHO-PACTIOPSUTENFHOTO JOKyMeHTa. CTpyKTypa W
Ha3HAuCHUE.

7. Yaudukamys 1 CTaHIapTH3aIHsl JOKYMEHTOB: TN 1 3a/1a49H.

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

9. IonsaTHe «opuIMyecKas CHa JOKyMeHTa». Y CJI0BUs e€ 00ecrieueHus.

10. TpeGoBanust kK 0OPOPMIICHHIO TEKCTA IOKyMEeHTa (MPH(THI, THTEPBAIBI, HyMEPAITHs).

11. OpraHu3aiMOHHbIE JIOKYMEHTBL: YCTaB, TOJOKEHHE, MHCTpyKuus. HasHauenue wu
CTpYKTYpa.

12. PacniopsiqurenbHbIe JOKYMEHTBI: MPHUKa3, pacropshkeHue, perieHre. OTmuns U MpaBuia
oopmiteHHSI.

13. MIndopmarmoHHO-CIIPaBOYHBIE IOKYMEHTBI: ITPOTOKOI, aKT, CIIPaBKa, CITy»KeOHas 3aHCKa.
14. ]JlenmoBoe mMChMO Kak BUA JoKkyMeHTa. Kiaccudukamms muceM (MH(GOpPMAIMOHHBIC,



rapaHTUITHBIE, COTTPOBOIUTEILHEIE).
15. IpaBuia opopmiieHus peKBU3UTA «AIpecaTy B CITY)KEOHBIX MUChMaX.
16. DneKTPOHHBII JOKYMEHT: TIOHSTHE, FOPHIMIECKasi 3HAYMMOCTD, SIEKTPOHHAS TIO/IHCH.
17. JIokyMeHTOOOOpOT: MOHSITHE, OCHOBHBIC JTarbl (IIOJy4eHUE, PErrCTpalysi, HCIIOJIHEHHE,
OTIIPABKA).
18. Perucrpammisi JOKYMEHTOB: WeEiH, (OPMBI PETHCTpAMK (KypHAJIbHAs, KapTOYHas,
aBTOMAaTU3UPOBaHHAs).
19. KoHTpOIIb NCTIONMHEHHMST IOKYMEHTOB: BHIIbI KOHTPOJISI U CPOKH.
20. HomeHkmatypa Ae: MoHsATHE, Ha3HAYECHHE, TIOPSIIOK COCTABIICHHS U OPOPMIICHHSL.
21. ®opmupoBaHUE JEIT: OCHOBHBIE TIPABHJIA TPYIITUPOBKH JIOKYMEHTOB B JIEla.
22. DKcriepTu3a IEHHOCTH IOKYMEHTOB: LIETIH U TTOPSIOK TPOBE/ICHUS.
23. TlonroToBka TOKyMEHTOB K TIiepeiade B apXUB: 3TAIlbl U CPOKH.
24. XpaHeHue JOKYMEHTOB: ONIEPATUBHOE (B CTPYKTYPHBIX TOJIPA3/IETICHUSX ) U APXUBHOE.
25. Tlonsitue «Jlenoy. [TpaBuna odopmiieHus: 00IOKKH Jieia U JIMCTa-3aBEPUTEIIS.
26. PabGora c oOpaieHUsIMH TpakaaH (3asBICHUS, >KAIOOBI, TPEIIOKCHHUS): TIOPSIOK
PEruCTpaIvy U PACCMOTPEHHUSI.
27. Kommepueckast TaifHa ¥ KOH(pUICHIIMATBHOE AEJIONPOM3BO/ICTBO: 3aIMTa HH()OPMALIIH.
28. KanpoBoe J1eNonpou3BOACTBO: OCHOBHBIC BHIBI JIOKYyMEHTOB IO JIMYHOMY COCTaBY
(mpuKa3bI O TIpreMe/yBOJIbHEHUH, TPYIOBast KHIDKKA).
29. ABroMarm3aIus JOKyMEHTalMoHHOTo obecniedeHust yrpasienus (CO/]). [Ipeumyinectsa u
3a/1a4M BHEJIPCHHS.
30. OTBETCTBEHHOCTh 3a HapyIICHHE NpaBWi pabOThl C JOKYMEHTAMH M HUX YTEpIO
(amMHUHHCTpATUBHASL, JUCIUIDIAHAPHAS ).
1.2 Tembl pedpepaToB

1. DBomrommst AeTONpOW3BOJACTBA B Pocchu: OT MPHKA3HOTO CTPOSl /IO DIIEKTPOHHOTO
JIOKYMEHTO0000pOTa.

2. Bmusgame nmdpoBH3anuM Ha COBPEMEHHBIE TEXHOJIOTHH JEJOMPOU3BOJICTBA M ApXHBHOTO
nena.

3. HOpumuyeckas cuia >JIEKTPOHHOTO TOKYMEHTa W MPOOJIEMBI MCTIONB30BAHUS AJIEKTPOHHON
HOJIIHCH.

4. HopMaTHBHO-TIPABOBOE PETYJIMPOBAHME JOKYMEHTAIIHOHHOTO OOECTICYeHHS YIpaBJICHUS B
Poccuiickoit denepanun.

5. Cucrema crangaproB *T'OCT P 7.0.97-2016*: TpeOoBaHuS K OOPMIIEHHIO OPraHU3alMOHHO-
pacropsaUTeNbHbIX JOKYMEHTOB.

6. OcoOeHHOCTH KaJpOBOTO JEJIOMPOU3BOICTBA: JOKYMEHTUPOBAHHUE TPYAOBBIX OTHOIICHUU U
paboTa Cc nepcoHaJIbHBIMU JIAHHBIMHU.

7. Opranuzanus KOHQUACHIMAIBHOTO JEONPOU3BOACTBA U 3aIUTa KOMMEPYECKON TallHBI Ha
HPENPUATHH.

8. DxcmepTH3a EHHOCTH JOKYMEHTOB: KPUTEPHH 0TOOpa U TIOPSIOK TIepeiavn e B apXUB.

9. ABTOMaTH3anMs JOKYMEHTAIMOHHOro obecneueHus ynpasienus (*COI*): uenu, 3agaum u
3¢ (EeKTUBHOCTH BHEIIPEHUSI.

10. ToxymMeHTOOOOPOT B OpraHU3alliy: STAlbl, periIaMEeHTalllsl ¥ METO/Ibl ONITUMHU3ALINH.

11. OcoGenHocTu paboThl ¢ OOpaIIEHUSIMHA TPaKJIaH: 3aKOHOJATeNbHAs 0a3a W MpaKTUYeCKast
peanu3arus.

12. Ponb W (QYHKIMM HOMEHKIATYphl el B CHUCTEMaTH3allMM W XPaHCHWH JIOKYMEHTOB
OpraHu3aIuy.

13. Ucropust pa3BuTusi yHUQPUKAIMK ¥ CTaHAAPTH3AIWW JIOKYMEHTOB KaK WHCTPyMEHTa
noBbIIIEHUS () (HEKTUBHOCTH YIIPABICHHUS.

14. OcoGenHoctu OQOpMIIECHUS W HCIIONB30BAaHUS OJAaHKOB JOKYMEHTOB B COBPEMEHHOM
JIeJIOBOY ITPAKTHKE.



15. OTBeTCTBEHHOCTD 3a HapYLIEHHUE MTPaBUJI XPAHEHUS, BEACHNUS U YHUUTOKEHUS TOKYMEHTOB.

1.3 TecToBEIE 3amaHUA
Bort 10 TecToB Ha ycTaHOBIICHHE TIPABUIIEHOM MOCIISIOBATENIHHOCTH T10 UCIIUTLTHHE
«JlokymeHTaImoHHOE o0ecTieueHne MPOPECCHOHATTBHOM ACATEIBHOCTI.

1. 3amanue: Y craHOBUTE MPaBIIIBHYIO MOCIEA0BATEIBHOCTD ICUCTBUI TIPH PErUCTPaLIUK BXOSIIETO
JIOKYMEHTA B KAHLEISIPUHA OPraHU3aLIH.

A) Ilepenaua foKyMeHTa Ha PACCMOTPEHUE PYKOBOAUTEINIO HIIM HEMOCPEIACTBEHHOMY HUCIIOTHHUTEITIO.
b) [IpoBepka rpaBuIIbHOCTH JIOCTABKH U LIEIOCTHOCTH KOHBEpPTA (€CIIM UMEETCS).

B) IpocraBnienne perucTpalioOHHOro mITamMIia ¥ UHAEKCa Ha JOKYMEHTE.

') BHecenue cBeieHHi 0 JOKYMEHTE B PErHCTPAMOHHO-KOHTPOIILHYO (hopMy (AKypHAT WiH 0a3y
JTAHHBIX ).

OTBET:B, B, T, A.

2. 3agaHue: Y CTaHOBUTE MPABUIIBHYIO IIOCIIEI0BATEILHOCTD 3TAOB MPOXOXKIACHUS JOKYMEHTA [P €ro
COTJIACOBAaHWH BHYTPHY OpPTaHU3aIH.

A) INonmucanye (yrBepKaeHNE) TOKYMEHTA YIIOJTHOMOYCHHBIM JIULIOM.

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

B) Pazpabotka 1 oopmiieHre IpoeKTa JIOKyMEHTa.

I') JlopaboTka mpoekTa JOKYMEHTa 10 3aMEYaHUSIM, MTOJIy9eHHBIM B IIPOLIECCE COTIACOBAHUSL.

OTBET: B, B, T, A.

3. 3ajianue: Y CTaHOBUTE NIPABIJIbHYIO MOCIIEI0BATENILHOCTD JeHCTBUI Tpy (popMUpOBaHUY Jenia
(marku) Juis nepeaun B apXuB.

A) Hymeparist 1UCTOB Jiena U COCTaBIICHUE 3aBEPUTELHOM HAIIHCH.

b) Cucremaruzanys JOKyMEHTOB BHYTPH Jie€j1a COTJIACHO HOMEHKJIATYpeE.

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

I') IlpoBenieHne MOMMCTHOM MM YaCTUYHON SKCIEPTH3bI IEHHOCTH JOKYMEHTOB.

OTBET:T, B, A, B.

4. 3ananue: Y CcTaHOBUTE MTPABUJIbHYIO ITOCIIEN0BATENBHOCTD JEUCTBUM MPH 0OPMIICHUN
KOMAaH/IUPOBKH COTPY/THUKA.

A) Wznanue nprkasa (pacopsbkeHus1) O HalpaBJIeHUH B KOMAaH/IUPOBKY.

b) Briiaua aBaHca Ha KOMaHAMPOBOYHBIE PACXO/IbL.

B) IIpenocraBnenue cOTpyTHIKOM aBaHCOBOTO OTYETA C MOATBEPKIAIOIINMH JOKYMEHTAMH TIOCIIE
BO3BpAICHMSI.

I') Odbopmrenue ciry>keOHOTO 3aJaHus 1 KOMaHMPOBOYHOTO YIOCTOBEPEHUS (TIPH HEOOXOAUMOCTH).

OTBET:T, A, B, B.

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

A) Perucrparus nprkasza B )ypHajie perucTpaliy MpuKa3os.

b) Ionnucanue npukasa pyKOBOAUTENIEM OPraHU3aliu.

B) PazpaboTka 1 Habop TeKcTa mpoeKTa MmprKasa.

') O3nakoMIIeHHE 3aMHTEPECOBAHHBIX COTPYTHUKOB C IIPUKA30M TOJI TTOITUCH.



OTBET:B, B, A, T.

6. 3aganue: YCcTaHOBUTE MPABUIIBHYIO MTOCIE0BATENLHOCTD JISUCTBHI TPH 00PaOOTKE UCXOSILETO
M1ChMa-0TBETA Ha BXOIIUIA IOKYMEHT.

A) Perucrparys NCXOJUIIIET0 IMChbMa C YKa3aHUEM B PEKBU3UTAX MH/IEKCA U JIaThl BXOAAILIETO
JOKyMEHTA.

b) [Toanucanye nrcbMa pyKOBOJUTENEM WIN YIIOTHOMOUEHHBIM JIULIOM.

B) Cocrarnenue TekcTa nmichbMa-oTBeTa.

I") KonBeproBanue u nepeiaya ucbMa B SKCIIEULINIO (OTIIPABKA).

OTBET:B, B, A, T.

7. 3ananue: Y CcTaHOBUTE NPABUIbHYIO [10CIIEI0BATEIILHOCTD AEHCTBUM IIPH YBOJIbHEHUN COTPYAHUKA
10 COOCTBEHHOMY JKEJIAHUIO COITIACHO TPYAOBOMY 3aKOHOZAATENIBCTBY U IIPaBHJIaM JIeJIONPOU3BOICTBA.
A) N3nanue npukasza 00 yBOJIbHEHUH (MPEKPAILICHUH TPYIOBOTO IOTOBOPA).

b) [Tonava coTpytHHKOM 3asiBIeHUs 00 YBOJILHEHUH C COOFOICHUEM CPOKA ITPEeTyPEkICHHS.

B) Buecenue 3anucu B TpyZ0BYIO KHIKKY U BblJlaua €€ Ha PYKH COTPY/IHUKY B ITOCJIEHUIN JIEHb
paboTHI.

I') OxoHuaTenbHbIN pacyeT ¢ COTPYIHUKOM U Bbllaua CIIPaBKH O 10X0/1aX.

OTBET: B, A, B, T.

8. 3amanme: Y cTaHOBUTE MPABUIIBHYIO MTOCIIEI0BATEILHOCTD ICHCTBHI TIPH TTOJIrOTOBKE K IPOBENICHHUIO
o61iero codpanust akmoHepoB (wim yayactHukoB O0O0).

A) Paccpuika yBeJOMIIEHHH O IPOBEICHNH COOPAHHS BCEM yYaCTHUKAM/aKI[HOHEPAM.

b) Odopmienune npoTokona o0Iero coopanus Mo UTOraMm roJi0COBaHMSI.

B) Cocranenue crimcka JInil, UMEIOLIHMX IPaBo HA y4acTHe B COOpaHUU.

I') IlpoBenenue camoro codpanusi 1 0ohOpMIIEHHE JIUCTa PETUCTPALIMH YYaCTHUKOB.

OTBET: B, A, T, B.

9. 3aganue: YcTaHOBUTE MPABUIIBHYIO JIOTHUYECKYIO TOCIIEI0BATEIbHOCTh Pa3padOTKU U BHEAPEHUS
HoBOTO cTra”apta opranuzarmu (CTO).

A) Y1eepxxaenne CTO npukazoM pyKOBOJUTENS U BBEJICHHE €r0 B JISUCTBHE C ONPE/IETICHHOM 1aThl.
b) Pa3paboTka nepBoii peaakiiiy TeKcTa cTanapra paboyeil rpynoii Wiu OTBETCTBEHHBIM
NIOAPA3EIICHUEM.

B) Opranuzarus sKcriepTU3bl ¥ COINIacOBAHKE ITPOEKTA CTaHapTa CO BCEMHU 3aMHTEPECOBAHHBIMU
CTOPOHAMM.

I') I1poBenieHne HOPMOKOHTPOIISI TOTOBOIO JIOKyMeHTa Ha cooTBeTcTBHE TpeOoBanusM ['OCT k
ohopmIeHHIO.

OTBET:B,B, T, A.

10. 3aganue: YcraHOBUTE MPaBUIIBHYIO MTOCIIEI0BATENLHOCTD ISUCTBUI NP UCTIOJTHEHUH JIOKYMEHTa,
TPeOYFOLIEro MMCbMEHHOIO OTBETA OT HECKOJIBKUX UCIIOTHUTENIECH.

A) COOp OTBETOB OT BCEX COUCIIONHUTENE OTBETCTBEHHBIM HCTIOHUTEIIEM.

b) HaznaueHune 0TBETCTBEHHOTO UCIIOJIHUTEIS PYKOBOJIUTENIEM PE30ITFOLIMEN Ha IOKYMEHTE.

B) Hanmcanue uToroBoro oTBeTa OTBETCTBEHHBIM HUCIIOIHUTEIEM HAa OCHOBE MOJTy4EHHOM
uHpopmarmu.

I') ITocTanoBKa JOKyMeHTa Ha KOHTPOJIb B KAHLEIISIPUH JI0 TIOJTHOTO MCTIOJTHEHUSI TIOPYUYEHHS.

OTBET: B, T, A, B.



11. Yro Takoe TOKyMEHT?

A) JIrob0ii et Oymaru.

b) 3adukcupoBanHas Ha MaTepUAITEHOM HOCUTENIE HH(OpMALIUS ¢ PEKBU3UTaMH, TTO3BOJISTIOIIIMMU €&
UJICHTU(UITPOBATE.

B) JIro6oe coob1ieHre B MecCeHKEpeE.

I') ®ororpadus.

[TpaBumnbHbI OTBET: b.

12. Yo Takoe peKBU3UT JTOKyMEeHTa?

A) Ileyats opranuzanuu.

b) O6s3aTenbHbIi 251eMeHT 0(hOpMIICHHS IOKYMEHTA (HarpuMep, J1aTa, TIOITICH).
B) Mapka 6ymaru.

I') Ha3Banue (aiiia Ha KoMIbroTEpE.

IIpaBwiibHbIN OTBET: b.

13. Yro Takoe yHUPUKALUI TOKyMEHTOB?

A) YHUUTOXXEHHUE CTapBIX TOKYMEHTOB.

b) [IpuBeneHre TOKYMEHTOB K €IMHOO0PA3HI0, YCTAHOBIICHUE €IMHBIX TIPABHJI U CTAHIAPTOB.
B) IlepeBo JOKYMEHTOB B 3JIEKTPOHHBIN BUI.

") Xpanenue 10KyMEHTOB B celide.

[TpaBuibHbII OTBET:b.

14. Kaxoit 0CHOBHOIA cTaHAApT peryampyer opopmieHue 10KyMeHToB B PO?
A)T'OCT P 7.0.97-2016.

b) TpynoBoii konekc POD.

B) Koucrurynus PO.

I') [paBua DOPOKHOTO IBMKEHUSL.

IIpaBuiibHBIN OTBET: A.

15. Yro Takoe HOMEHKJIaTypa e’

A) CrHcoK COTpYTHUKOB OpraHH3aIHH.

b) CucremaTn3npoBaHHBII TIEpeUeHb 3aroJIOBKOB JIEIT, 3aBOJJMMBIX B OPTaHU3AINH, C YKa3aHUEM
CPOKOB MX XpaHEHHSI.

B) Crncok kaHIIeIIpCKUX TOBApOB.

') Karasor kuur B OHOIMOTEKE.

IIpaBuiibHBIM OTBET:b.

16. Yto Takoe perucTpartys JOKyMeHTa?

A) Ero ornpaBka o noure.

b) IlprcBoeHne qoKkyMeHTy nHJIeKca (HoMepa) U IaThl C 3aUChI0 B YUETHBIE (DOPMBI.
B) Ero nonnucanue pykoBOIUTENIEM.

I') Ero ckanupoBanue.

IIpaBuiibHbII OTBET:D.

17. Yto Takoe npukas?

A) Ipockba K COTPYIHUKY.

b) [IpaBoBoii akT, M31aBaeMblii PyKOBOAUTENIEM IS PEIIEHHSI OCHOBHBIX 3a/1a4 OpraHu3allyu.
B) UndopmarionHoe nHCchMO TapTHEPaM.

') Ot4et o mponenanHo# padore.

[TpaBumnbHbI OTBET: b.



18. Yto Takoe enonponu3BOACTBO?

A) INponaka 1emoBbIX KOCTIOMOB.

b) JlestensHOCTD, OOSCTICUMBArOIIAst CO3/IaHNE O(UIMATTBHBIX JOKYMEHTOB M OPraHU3AINIO PabOTHI ¢
HHUMH.

B) Benenue muuHbIX THEBHUKOB.

I') Hanncanune Xym0skeCTBEHHBIX KHHT.

IIpaBuiibHbIM OTBET:b.

19. . Kakoii Bapuant opopMIICHHS PE3OTIOIIH PYKOBOIUTES SIBJISIETCS IPABHILHBIM?

1. Kpasnosy M.II.

2. Kpasuosy M.II.
[Ipomry moAroTOBUTH 3aKIIIOUCHUE PaBLOBY

K 18.04.2007. Ipoury paccMoTpeTh.
[Toanuce pykoBouTES [Toamuce pykoBoAUTEIS
10.04.2024 10.04.2024 r.

OTBeT: nepBblil BApuaHT.

20. Kakoit Bapuant odopmieHUS CIOPAaBOYHBIX JAHHBIX OO0 OpraHM3alli U KOJOB B
OJIaHKe OpraHU3aINH SBISIETCS TPABUIIBLHBI

1. OO0111eCTBO € OrpaHUYEHHOM 2. OO111eCTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO OTBETCTBEHHOCTBIO
«ABTOKAP» «ABTOKAP»
117312, Mocksa, yn. ®epcmana, 1. 5/1 VY. depcmana, a. 5/1, Mocksa, 117312
Ten. 721-33-33; dakc 721-19-00; Temn. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKIIO 2356447; OI'PH 1127776500001;
MHH/KIIIT 0112220000/011777000 MHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne oT Ha Ne oT

OTBeT: BTOpO BapHaHT.
21V cTaHOBNIEHHBIN B OPraHU3aIH TIEpEUeHb 3aroJIOBKOB JI€IT, 3aBOMMBIX B JIEJIONPONU3BOJICTBE, C
yKa3aHHEM CPOKOB X XpaHEHHs1, Ha3bIBACTCSI .(IlpaBrIbHBIN OTBET: HOMEHKIIATYPA).
22]J10KyMeHT, (PUKCUPYIOIIHIA X011 00CYKICHHSI BOIIPOCOB M TIPHHSTHS PEIIICHNH Ha COOpaHUSIX,
COBEIAHUX, KOH(EPEHIIUSIX, Ha3bIBAETCs .(ITpaBuyIbHBINA OTBET: MPOTOKOI).
23PeKBI3HT JOKYMEHTA, TIPESICTABIISIFOIIHI COO0 COOCTBEHHOPYYHYO POCITHICH TTOJTHOMOYHOTO
JIOJDKHOCTHOTO JIUIIA, HA3bIBAETCS .(IlpaBrIIbHBIN OTBET: MOIHUCH).
24JI0KyMEHT, COZIepKaIiii OITMCAHUE U TTOATBEPKICHHE TEX HIIM WHBIX (hPaKTOB M COOBITHIA,
Ha3bIBACTCS .(ITpaBUJIBbHBIA OTBET: AKT).
25CBenenws, 3a(hMKCUPOBAHHBIC HA MATEPHATHBHOM HOCHUTEIIE, KOTOPBIE UMEFOT PEKBH3UTHI IS KX
UJICHTU(HKAIINH, Ha3bIBAIOTCS .(IIpaBUIIBHBIN OTBET: TIOKYMEHT).
26J10KyMEHT, coieprKallyii POCKOY WITH TIPEIIOKEHIE, HAIPABIISIEMBI OJJHAM JIATIOM
(opranuzanueit) Ipyromy, Ha3bIBaeTCsI .(IlpaBUIIBHBIA OTBET: UCHMO).
27JIOKyMEHT, KOTOPBIH U3/1aeTCsl PyKOBOJUTENIEM OpTaHN3aIl|H TS PEIICHHsT OCHOBHBIX U
OTepaTHUBHBIX 3a/1a4, CTOSIIMX Mepe]l JAHHBIM OPraHOM, Ha3bIBaeTCs (ITpaButbHBIH
OTBET: MPUKa3).
280000111EHHOE Ha3BaHHE PA3TMYHBIX MO COIEPIKAHHIO IOKYMEHTOB, 00ECTICUYMBAIOLINX
B3aUMO/ICHCTBHIE TIOJTb30BATENEH, MHDOPMUPYIOIINX MX O YEM-TTO0, HA3bIBACTCS
.(IIpaBUIbHBIA OTBET: MEPETUCKA).
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290CHOBHOM PEKBH3UT JIOKYMEHTA, IPUIAIOLINI €My IOPUINYECKYIO CHITY, KOTOPBI COCTOUT U3
HaMMEHOBAHUS TOJDKHOCTH, JTMYHOM TIOATMCH U €€ paciippOBKY (MHUIIAAIIBI, (DaMILIHS),
Ha3bIBACTCS .(IIpaBUJIbHBII OTBET: PEKBU3UT «IIOJIKCHY).

30 Iporecc mpuBeneHNs 4ero-TM00 K eMHOM chucTeMe, hopMe, TMHO00pa3 o (Harpumep,
JIOKYMEHTOB) Ha3bIBACTCS .(ITpaBUNbHBIA OTBET: YHU(DHUKAIIHS).

1.4 3ananusa

Curyanusi. B opranusaimm ObUT M31aH IPHKa3 O COKPAIIEHUH IITATa, HO COTPYIHUKOB HE YBEJOMIIN
3a 2 Mecsna. Kakue TpeOoBaHus TPyJOBOIO 3aKOHOIATEIbCTBA M CTAH/1APTOB JIEJIONPOU3BOACTBA ObLIN
HapyILeHbI?

Curyanust. [Tpu odopmieHrn KOMaHAUPOBKH COTPYAHHUKY HE BbIAAIN KOMAaHIUPOBOUHOE
yaocroBepeHue. Kakue 7oKyMeHTbI JOJKHBI ObITh O(OpMIIEHBI M KAKOBBI TTOCIIC/ICTBUS HAPYILLICHHS?
Curyanus. B muaHoM zerne coTpyHUKa OTCYTCTBYET Konus nacropra. Kakue TpeboBaHust K BEICHHIO
JIMYHBIX €] HApyIIEHbI?

Curyauus. B TpynoBoM 1oroBope He ykas3aH pasmep okiazna. Kakue cranmaptsl opopmieHus
TPY/IOBBIX JIOTOBOPOB HAPYIIICHBI?

Curyanust. [Tpyu yBoJIbHEHHUM COTpYAHHMKA HE BbIIaHa CIIpaBKa o 10Xoax. Kakue JOKyMeHTbI 1OIKHBI
OBITh BBIIAHBI IIPU PACTOP>KEHUH TPYIOBOTO JOTOBOpa?

Curyanus. B opranusaimu He Beziercst Tabenb yuéra pabodero BpemeHu. Kakue nocneicteust MOryT
BO3HHUKHYTb 115 paboronarens?

Curyauus. B apxuBe opranu3zaiuy 00Hapy>KeHbI JOKYMEHTBI ¢ UCTEKILIMM CPOKOM XPaHEHHs1, KOTOpbIE
He ObLIM YHUUTOKEHbI. Kakue TpeOoBaHus K apXMBHOMY XPaHEHHIO HapyIIEHbI?

Curyanus. CoTpyHHK MOJa 3asBJIEHHE Ha OTITYCK, HO €My He ITPeIOCTaBIIIN IIPHKa3 O
TPEI0CTaBIICHNH OTITycKa. KakoBbI TpeOOBaHMS K 0O()OPMIICHHIO OTITYCKOB?

Curyanus. B opranusaimu He coOr01aeTCst MOPSIIOK PErMCTPALMU BXOSAIINX U UCXOJISIIHX
JoKyMeHTOB. Kakue cTanmapThl 1€10MpOU3BO/ICTBA HAPYILIEHBI?

Curyanus. [Ipu npuéme Ha paboTy He ObUTa 0opMIIeHa JIMYHAS KapTouka coTpyaHuka. Kakue
JIOKYMEHTBI JIOJDKHBI ObITh O(OpMIIEHBI 1 KAKOBBI ITOCIIE/ICTBUS HAPYILLIEHHS?

Curyanmsi. B opranusaimm He pOBOUTCS €KETOTHBII 0TOOp JOKYMEHTOB /ISl apXUBHOTO XPaHEHMSI.
Kaxue TpeboBaHus K apXUBHOMY JIETy HapyIIeHbI?

Curyarust. COTpyIHUK MTOTEPSUT TPYAOBYIO KHIDKKY, a paboToaTeNb He BbIIAN TyOIKaT B
ycTaHOBJIEHHBI cpok. KakoBbl 00s13aHHOCTH paboTonarens?

Curyanus. B opranmzaimu He coOmojaeTcst MOpSA0K XpaHeHUs JOKYMEHTOB, COJEpKaIX
nepcoHaIbHbIE AaHHble. Kakue TpeOoBaHMs 3aKOHOIaTeIbCTBA HAPYIIIEHbI?

Curyarws. [Tpu odopmiieHnr 60IEHIYHOTO JTUCTA OBLIH JOMYIIEHBI OITMOKY B 3aII0JTHEHUN
pekBr3nTOB. Kakue cranaapTsl oopMIIeHHs JOKYMEHTOB HapyIleHbI?

Curyanusi. B opranuszaimiy He BEIETCS KypHAI yu€Ta TPyIOBbIX JOroBOpoB. Kakue mociencrsus
MOTYT BO3HUKHYTb IIPH TIPOBEPKE?

Curyarust. CoTpyJHUKY HE TPEA0CTaBUIIN KOIIUIO MTPUKa3a O MEPEBOJIE Ha IPYTYIO JOJHKHOCTb.
KaxoBbI TpeboBaHus K 0pOPMIICHHIO IEPEBOIOB?

Curyanmsi. B opranusaimm He cOOFOIAeTCsI TIOPSIOK YHHITOXKEHHSI JIOKYMEHTOB C HCTEKIIIM CPOKOM
xpanenus1. Kakue TpeOoBaHUs K YHUUTOKEHHUIO JIOKYMEHTOB HapyIICHbI?

Curyans. [Tpu opopmienn KoMaHAMPOBKY HE ObLT COCTaBIIEH OTYET O BBIMOIHEHHOM padote. Kakue
JIOKYMEHTBI JIOJDKHBI OBITh O(OpMIIEHBI?

Cutyays. B opranmzarmu He coOmoaeTcst MOpsSA0K PErUCTpalii MPUKa30B MO JMYHOMY COCTAaBY.
Kakue cranaapThl 1€0MpOU3BOCTBA HAPYIIEHBI?

Curyarmst. COTpyIHUKY HE BTN CIIPABKY O CTaXe pabOThI PH yBOJIbHEHNH. Kakue TOKyMeHTBI
JIOJKHBI OBITh BBITAHBI?

Cutyanys. B opranuzaimu He IpOBOAUTCS MHCTPYKTaX MO paboTe ¢ KOHPUAESHIMATBHBIMU
nokymeHTaMu. Kakre TpeGoBaHMs K 3auTe HH(QOpMaLy HapyIIeHbI?
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Curyanust. [Tpu odopmiennu otimycka He ObUT cocTaBieH rpaduk otimyckoB. Kakue TpeOoBanms K
TUIAHUPOBAHUIO OTITYCKOB HapyIIEHbI?

Curyanus. B opranusaimm He coOMI0aeTCst TOPSIOK XPaHEHHs U BbIIAUH TPYIOBBIX KHIDKEK. Kakne
CTaH/1apThl IEJIONPON3BOCTBA HAPYIIIEHBI?

Curyanus. CoTpyJHUK 1101ajl 3asIBJIEHHE HA YBOJIbBHEHHE, HO EMY HE IIPEAOCTABUIIN PACUET B JIEHD
yBoJNbHEHHUs1. KakoBbl 00s13aHHOCTH paboToaarens?

Cutyaryst. B opranmzarmy He BeeTCst )KypHaIT yuéra O0NEHIYIHBIX JIMCTOB. Kakwe mocieICTBUsI MOTYT
BO3HUKHYTb IIPU IIPOBEPKE?

Curyanust. [Tpu odopmieni repeBoja COTpyIHUKa He ObLUT M3/1aH COOTBETCTBYIOIIMIA rpuKas3. Kakue
TpeOoBaHuUs K O(OPMIICHUIO TIEPEBOJIOB HAPYIIIEHBI?

Curyanus. B opranusaimm He coOr01aeTcst Topsiiok 0hOpMIICHUSI i XpaHEHUsI KOTHH JJOKyMEHTOB,
COZIEPIKAIlIMX TIEPCOHAIBHBIC JAHHBIE.

Cutyanys: B OpraHM3aly He IPOBOJUTCS €XKEr0/IHas MHBEHTAPU3aLMs JOKyMEHTOB.

.Cutyanys: coTpyIHUK OOHAPY>KIJT OIIMOKY B CBOEH TPYJIOBOI KHIDKKE, HO padoToAaTeNb
OTKa3bIBAaCTCsl BHOCUTH UCIIPABIICHUSL.

.CuTyaiyis: B OpraHu3aliy He COOMIoaaeTcst MOpAAoK OQOpMIICHUS M XpaHEHUsI KOIHIA IOKYMEHTOB,
COZIEPIKAIMX IIEPCOHAIBHBIC JAHHBIE.



2. KPUTEPUU OLHEHUBAHUSA ITPU TPOBEAEHUHN TEKYIHIETI'O KOHTPOJISA

Bun

HaumenoBanue paboTsl
KOHTPOJIS

Haumenosanue
OIICHOYHBIX CPEJICTB

[Ixana orteHnBaHus

Bompocs! 11t 06cyxneHus Ha
3aHATHUSAX;

Y CTHBIE ONPOCHI IO paHeEe
WU3Y4EHHOMY MaTepHaiy;
[TucbmMenHbIe pabOTHI:
pedepatsl, TECTOBBIE 3aaHNUS;
IIpakTHueckue 3a0aHus;

Texymun
KOHTPOJIb

OneHka BbICTYIIIICHUI
Ha TPAaKTHYECKOM
(ceMmuHApCKOM)
3aHSATHH, TPOBEPKA
3aJJaHUH, YCTHBIN
OMpOC, OLIEHHUBAHUE
JIOKJIaJI0B, pedepaTron

OTJINYHO

XOPOIIO

YIIOBJIETBOPUTEIBHO

HCYIOOBJICTBOPUTCIIBHO

Pedepatsr u noknaner no rTemMam
(BompocaM), BBIHECEHHBIM Ha
CaMOCTOSTENILHYIO paloTy.

KpnTeme OICHUBAHUA YCTHBIX OTBETOB oﬁyqammnxcsl

[Ikama
OLICHUBAHUA

XapakTeprucTHKa OLIEHUBAHUS

OTJINYHO

OLICHUBAETCA OTBET, KOTOPBIM IIOKA3bIBAET IIPOYHBIE 3HAHUS OCHOBHBIX
IPOLIECCOB H3ydyaeMOW IpeAMETHOH 00jacTH, OTJIMYaeTcsl TIJyOMHOH W
IIOJIHOTOM PACKPBITHSL TEMBI; BIJIAJICHUE TEPMUHOJIOIMYECKUM aIlllapaToM;
yMEHHUE OOBACHATH CYIIHOCTb, SBJICHUH, IPOLIECCOB, COOBITUH, J1eaTh BBIBOAbI
u 0000mIeHUs, JaBaTh apryMEHTHPOBAHHBIC OTBETHI, NPUBOIUTH IPUMEPHI;
cBOOOHOE BJIaJICHUE MOHOJIOTHYECKOHN peyblo, JIOTUYHOCTh u
IIOCJIEOBATEIBHOCTD OTBETA.

XOpOLIO

OLICHHUBAETCSl OTBET, OOHAPYKUBAIOIINI MTPOYHBIE 3HAHUS OCHOBHBIX MPOIIECCOB
M3y4yaeMoil TMpeaMeTHOW o0iacTH, OTJIWYaeTcss TAyOWMHOW U TOJHOTOM
PacKpbITUS TEMbI; BIAJEHUE TEPMUHOJIOTMYECKUM alllapaToM; YyMEHUe
OOBSACHSITh CYIIHOCTh, SIBJICHHM, MPOILECCOB, COOBITHI, J€JaTh BBIBOJALI M
00001IeHNs, MAaBaTh apryMEHTHPOBAaHHBIE OTBETHI, MPUBOAUTH TMPUMEPHI;
cB00OO/IHOE BJIa/ICHUE MOHOJIOTHYECKOW  Peublo, JIOTUYHOCTh u
MOCJIeI0BATENBbHOCTh OTBeTa. OHAKO JOMYCKAEeTCsl OJHA - JIBE HETOYHOCTH B
OTBETE.

YAOBJICTBO-
PUTCIIBHO

OLICHUBAETCA OTBET, CBHUJETEJIBHCTBYIOIIMNA B OCHOBHOM O 3HAaHWU MPOLIECCOB
M3y4aeMoi mpeaMeTHONW 00JacTH, OTIMYAIOLIUIICS HEIOCTaTOYHON TIyOUHOHN U
MOJTHOTOM PAaCKPBITHS TEMbI, 3HAHUEM OCHOBHBIX BOIIPOCOB TEOPHH; Ci1abo
chOpMUPOBAHHBIMI HaBBIKAMHU aHANU3a SBJICHHI, MPOIECCOB, HEIOCTATOYHBIM
YMEHHEM J1aBaTh apryMEHTUPOBAHHBIE OTBETHl W MPUBOAUTH IPUMEPHI;
HEJIOCTAaTOYHO CBOOOJHBIM BJIAJCHUEM MOHOJOTUYECKOW PEUbI0, JTOTUYHOCTHIO
U TIOCIEeNOBAaTENbHOCThIO OTBeTa. JlomyckaeTcs HECKONbKO OIMMOOK B
COJICpKaHUU OTBETA.

HEYIOBJIET-
BOPHUTEIBHO

OLICHMBAETCA OTBET, OOHAPYKHUBAIOIIMM HE3HAHHE IIPOLECCOB H3Yy4aeMOM
IpeIMETHOM 007acTH, OTIMYAIOUIMKCA HETJIyOOKMM pacKpbITUEM TEMBbI;
HC3HAHUEM OCHOBHBIX BOIIPOCOB TCOPHH, HeC(i)OpMI/IpOBaHHBIMI/I HaBBIKaAMH
aHaJIM3a SIBJICHUH, [TPOLIECCOB; HEYMEHNUEM JIaBaTh apryMEHTHUPOBAHHBIE OTBETHI,
clabbIM BIIQJICHMEM MOHOJOTHYECKOW peubl0, OTCYTCTBHEM JIOTUYHOCTH U
M0CJIe/I0BATENbHOCTHU. JI0MyCKaOTCsl Cepbe3Hble OIMOKHU B COIEP/KaHUH OTBETA.

Kpurepun oneHuBanus padoThl 00y4YaOIIMXCS HA CEMHHAPCKHX 3aHATHAX

Ikana
OILICHUBAaHUA

IToka3arenu Kpurepun




[xamna
[Tokazarenu Kpurepuu
OLICHUBAHMUS
OTan4HO . IlomuoTta 3anaHue pemeHo caMocTosTeNnbHO. [Ipu 3ToM cocraBieH
BBITIOJTHEHUS IIpaBWJIbHBIN aJTOPUTM PELIEHUS 3aJaHUsI, B JIOTMUECKHUX|
MPAaKTUYECKOTO U paccyXJeHusiX, B BblOOpe GOpMyNl M PELIEHUU HET
TECTOBOI'O 3aJ]aHUsl |OUIMOOK, IIOJIy4€H BEpHBIM OTBET, 3aJaHUE PELICHO
(mosHOTa OTBETA); | palMOHAIBHBIM CITOCOOOM.
. CBoeBpeMeHHOCTh |JlaH TpaBUIBHBI M HCYEPHBIBAIOIIMNA OTBET HA
BBIITOJIHEHUS [IOCTaBJICHHBbIE TEOPETHUYECKHUE M TECTOBBIE BOIPOCHI, B
3aJlaHus; KOTOpBIX  OOy4aroIIuiicsi  MOKa3al  BCECTOPOHHEE
. IlocnenoBaTebHOCT | CUCTEMHOE 3HAHME IMPOTrPAMMHOIO MaTepHala, YCBOCHUE
b ¥ PAllMOHAJILHOCTb | OCHOBHOW M JIONOJHMUTEIBHOW JIUTEPATYpPbl, YETKOE
BBIITOJIHEHUS BJIAJICHUE NOHSATUHUHBIM allapaToM.
Xoporio [IPaKTUYECKOI O 3azaHue peuieHo ¢ MoMoIIbIo npenogasarens. [lpu aToMm
3a/1aHUs COCTABJICH NPABWJIbHBIM QJITOPUTM PELIECHUS 3aJaHusl, B
(JtornyHOCTB U JOTMYECKOM  pPACCY)KJIEHMHM M pEHIeHUH  HeT
YETKOCTb OTBETA);  |CYIIECTBEHHBIX OMIMOOK;, MPaBWILHO CIelaH BbIOOP
. IIpaBuibHOCTH dbopmMyn ansi pemeHus; eCThb OOBSICHEHHE PELICHHS, HO|
OTBETOB Ha 3aJlaHue PEIIEHO HepaloHAIbHBIM CIOCOOOM WY
BOIIPOCHI; JOMyIIeHO He Ooyiee IBYX HECYIIECTBEHHBIX OIIHOOK,
. CaMOCTOATENILHOCT | TIOJYYCH BEPHBIH OTBET.
pemenus (BnageHue |Ha mocraBieHHbIC TEOPETUYECKUE U TECTOBBIC BOIPOCHI,
JOIOJIHATENBHBIM  |TIPU  KOTOPBIX OOydYaroIIuiics ToKa3ald JOCTAaTOYHBIH
MaTepuaIoM); YpOBEHb 3HAHWH OCHOBHOI'O IPOrpPaMMHOI0 MaTepuaia:
. 3HaHue OocBoeHHEe MH(OpPMAINK JEKIIMOHHOTO Kypca U y4eOHBIX|
HOPMAaTHUBHO- ocooui, OBJIAJICHUE MMOHATUHNHBIM anmnaparom,
3aKOHOJATEIBHOM  |METOAMKOM HCCIeOBaHMM TMpH TOMNBITKE AaHaIN3a
0a3bl 1 pPa3JIMYHBIX CUTYALM.
VY nosnerso- TEPMHUHOJIOTUU 3aJaHue PpEIIeHO C IOACKa3KaMHM IIPENoAaBaTeris.
pUTETHHO Kypca 3ajaHue penieHo B 00IIeM BUJIE.
OOyuaronuiics TmoKa3ajl CpeJHMH YypOBEHb 3HAaHUMH]
OCHOBHOTO IPOrpaMMHOI0 MaTepuajia, HO HE MOI]
yOeUTeNIbHO apryMEeHTHpPOBaTh CBOW OTBET, OIIMOCS B
WCIIOJIb30BAaHUM  TMOHATUHHOrO  amnmaparta,  IoKasad
HEJIOCTAaTOYHBIE 3HAHUS JIUTEPATYPHBIX UCTOUHUKOB.
Heynosner- 3aiaHue He pelieHo.
BOPUTEIBHO OOyuaronuiics  NPOJEMOHCTPUPOBANl  3HAYUTEIHHBIE
mpoGesnbl B 3HAHUSAX  OCHOBHOIO  MPOTPAMMHOIO
MaTepuanga, HEe apryMEHTHpPOBaJ CBOM OTBET, IOKa3ajy
HEYJIOBJIETBOPUTEIbHBIE 3HAHUS MOHATUHHOTO anmnapara
U CHEIUAIBHOM JIMTEPATYPBHI.
Kpurepun onenuBanus pegeparon
Cpenctso Kpurepun onennBanus Hlxaza
KOHTPOJIS OLICHUBaHMSI
Pedepar |Bemonnensl Bce TpeOOBaHMS K HAaNMCAaHMIO U 3amMre pedepara:| OTIMYHO

o0o03HaueHa mpobieMa M OOOCHOBaHa €€ aKTyaJbHOCTh, CJeNaH
KpaTKU{ aHallu3 Pa3InYHBIX TOYCK 3PEHHS Ha pPacCMaTPUBACMYIO
npobiemy
copMyTHpOBaHBI BBIBOJBI, TEMa PACKPhITa ITOJHOCTHIO, BBLICPIKAH
00BEM, COOMIOZICeHbI TpeOOBaHUs K BHEIIHEMY O(OpPMIICHUIO, JTaHBI
NPaBUILHBIC OTBETHI HA JIOTIOJIHUTEIEHBIC BOIPOCHL.

JJOTUYHO

H3JI0KCHA coOCTBEHHAs O3MuIIMA,




Pedepar packpbiBaeT mOAHATYIO MPOOJIEMATHKY B TIOJTHOM 00BEME.

OcHoBHBIE TpeOOBaHUs K pedepaTy U €ro 3aIlUTe BBIMOIHEHBI, HO
IIPY 3TOM JIOIIYIIICHBI HETOYETHI. B 4acTHOCTH, MMEIOTCSI HETOUHOCTH
B U3JI0KEHUHU MarepHaa; OTCYTCTBYET JOru4ecKas
MIOCJIEI0BATENBHOCTh B CY)KICHUSX; HE BBACPKaH 00bEM pedepara;
UMEIOTCS YITYIIEHUS B 0()OPMIICHHH; Ha JIOTIOJIHUTEIbHBIE BOIIPOCHI
IIPY 3aIIUTE 1aHBI HEMOJIHBIE OTBETHI.

B pedepare uMErOTCSI HETOYHOCTH M TMpeaMETHas 00JIacTh
BBICTYIUICHHS PACKpPbITA HE B IIOJIHON Mepe.

XOPOIIIO

HwmeroTcs  CyliecTBEHHBbIE  OTCTYIUICHMS OT  TpeOoBaHMH K
pedepupoBanuto. B wacTHOCTH: Tema OcBelleHa JHIIb YaCTHYHO;
JOMyIIeHb! (PaKTUYECKHEe OIUOKH B COJACPXKaHUU pedepaTa Wid Ipu
OTBET€ Ha JIONMOJHHUTEIFHBIC BOMPOCH; BO BpEeMs 3alUTHI
OTCYTCTBYET BBIBO/I.

B pedepare He B MOMHON CTENEHM PACKPHIT MOHATUIHBINA anmapar,
UMEIOTCS CYIIECTBEHHBIE HETOYHOCTH B Tporecce (popMHUpPOBaHUS
BBIBOJIOB.

YIIOBJIETBOPHU
TEJIBHO

Tema pedepara He packpbiTa, OOHAPYKHUBAETCS CYIIECTBEHHOE
HETIOHHUMaHHE MTPOOIIEMBI.

Tema pedepara He packpbITa MM BHIIIOJIHEHA HE 10 CYIIECTBY paHee
MOCTaBJICHHOT'O BOIPOCA.

Pedepar He cnan / nokmaj He cenaH.

HCYOOBJICTBO
PUTCIIBHO

KpuTepnn OICHUBaAHUA TECTOB

Cpencto
KOHTPOJIS

Kputepun oneHuBanus —

OTBCTOB

MPOLEHT MOJ0KUTEIbHBIX [ITkana oneHnBaHUs

TectupoBanue 90-100 OTJINYHO

70-89 XOpOUIO

40-69 YZIOBJIETBOPUTEIIBHO

<39 HEYJIOBJIETBOPUTEIBHO

3. OIEHOYHBIE CPEJICTBA IS MIPOMEXYTOUYHOM ATTECTALIUU

CpencTBa OlIEeHMBaHMS B X0/1€ TPOMEXYTOUHOM aTTeCTalluu:
— BOIIPOCHI I DK3aMEHa;
— IPAKTUYECKHE 3a/JaHUS DK3aMEHa.

Koasl PesyabTarsl IlepeyeHb MUIaHUPYEMBbIX Pe3yJbTATOB 00YUYECHUS
KOMIIEeTeHIHH ocsoenus OITOIT 10 AUCHHUILIHHE
OIIK-8 Crnocoben OI1K-8.1 Opuentupyercs B JNENCTBYIOILIEM
pa3spabaThiBaTh 3aKOHOJIATEILCTBE B O0OJIACTH CTAaH/IAPTOB KauecTBa
TEXHUYECKYIO
nokyMmeHTanuio (B Tom |OITK-8.2 AHanu3upyeT U CTPYKTYpHUpYET

BUJIE), CBSI3AHHYIO C

N e TebHOCTHIO
npodeCCHOHATBHON

Y4ETOM JACHCTBYIOIIUX

IMCJIC U B SJICKTPOHHOM [rdopManinio, CBSI3aHHYI0 C  MpodhecCHOHAIbHOM

ACATCIIBHOCTBIO C OIIK-8.3 Bmameer HaBbpIKAMH COCTaBJIEHUA U
oQOpMIICHUS TEXHUYECKOW OKYMEHTAluu (B TOM|




CTaHOJApTOB KAa4CCTBA 4UucCJI€C HU B 3JICKTPOHHOM BI/IILC) C  YUCTOM]
ﬂeﬁCTBYIOHlHX CTaHJApTOB KA4YCCTBa

3.1 Bonpocsl k 3auery

. IloHsATHE U 3HAYEHNE TOKYMEHTALMOHHOT0 00eCieueH sl yIPaBIeHUs B OpraHU3aliH.

. OCHOBHBIE BU/IbI YIIPABICHYECKHUX JOKYMEHTOB U MX KIaCCU(DUKAIIHSL.

. TpeboBanus Kk 0OpPMIICHUIO PEKBU3UTOB JTJOKYMeHTOB coryacHo 'OCT.

. [Topsimok cocTaBneHust 1 0POPMIICHHS CITY>KEOHBIX TIHCEM.

. Bugpl 1 ocobeHHOCTH 0(hOpMIIEHUS IPUKA30B 110 IMYHOMY COCTAaBY.

. Oopmiienue u BesileHUE TPYIOBBIX KHUYKEK: OCHOBHBIE ITpaBUJIa.

. ITopsimok npuéma, perucTpauuu 1 yuéra BXOJAIINUX JOKYMEHTOB.

. Opranuzauust padboThl ¢ UCXOASIIUMU JOKYMEHTaMH.

. BHyTpeHHuit 10KyMeHTO000POT: BU/BI, TOPAOK OGOPMIICHHS U IIepeadH.

10. TlpaBuna coctaBieHus U 0OPOPMIICHUS TPOTOKOJIOB COBEIIIAHHIH.

11. JlokyMeHTauuoHHOE oOOecreueHre KagpoBOW JesITElNbHOCTH: JIMYHBbIC J€la, JIMYHbIE
KapTOYKHU, TPYIOBbIE JOTOBOPHI.

12. OdopmieHne KOMaHIUPOBOYHBIX JIOKYMEHTOB: KOMAaHJIMPOBOYHOE YJOCTOBEPEHHUE,
ABAHCOBBIN OTYET.

13. Benenue Tabens yuéra pabouero BpeMeHH.

14. Tlopsnok opopMieHHs OTIYCKOB: IpaduK, 3asiBI€HUE, PUKa3.

15. JlokymeHTHpOBaHKE TPOLIEYPH] YBOJIBHEHUS COTPYJHUKA.

16. Opranusanus apxuBHOTO XpaHEHHUs JOKYMEHTOB B OpraHU3alNH.

17. lopsnok oT6opa TOKYMEHTOB Ha apXUBHOE XPAaHEHUE U YHUUTOKEHHE.

18. 3amumra nepcoHaNbHbIX JaHHBIX B JIOKYMEHTaX: 3aKOHO/IaTeJIbHbIE TPEOOBaHUS.

19. DneKTPOHHBIN JOKYMEHTOOOOPOT: MOHATHE, TPEUMYIIIECTBA, HOpMaTHBHAs Oa3a.

20. OTBETCTBEHHOCTh 3a HapyIlIeHUE MPaBUI padOThI C JOKYMEHTaMHU.

21. Oopmienue u yuét 1OBEpEeHHOCTEN B OpraHU3alHH.

22. Buasl 1 opopmiieHUE CIIPAaBOK, BbIJIaBa€MbIX PAOOTHHUKAM.

23. JIokyMEHTHUpPOBaHHUE JUCLUIUINHAPHBIX B3bICKAHHUM.

24. TlpaBumna opopmIIeHHS U XpPAaHEHUST KOTIHI JJOKyMEHTOB.

25. Opranusanus paboTbl ¢ KOHQHIEHIMATBHBIMH JOKYMEHTAMHU.

26. Ilopsaok BHECEHUS UCIIPABIIEHUH B TIOKYMEHTHI M YUET OIINOOK.

27. JloKkyMEHTHpOBaHME IIEPEBOAOB COTPYJHUKOB Ha JPYTYIO0 JOJDKHOCTb WM B JpPYroe
HOJpa3/ielIeHueE.

28. BzaumopeiicTBUE € TOCYIapCTBEHHBIMH OpraHaMH IO BOIPOCaM JOKYMEHTOOOOpoTa
(HampuMmep, TpyAOBask MHCIEKLUS, apXUB).

29. OcoOeHHOCTH 0POPMIIEHHSI JOKYMEHTOB IpH NMpHEME Ha paboTy HHOCTPAHHBIX TPaKIaH.

30. CoBpeMeHHBbIE TEHACHIIMU U TEPCIEKTUBBI PA3BUTHUS JOKYMEHTALIMOHHOTO OOecreueHust
npodecCHOHATBLHOMN 1eATeTbHOCTH.
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3.2. [IpakTHyeckue 3aJaHUA K IK3aMEeHY

Kaxk nomxHa ObITE 0opMITeHa IOATUCH B TIPHKA3e, €CITN TeHepalbHbIA aupekTop (A.B. CMupHOB)
BPEMEHHO OTCYTCTBYET, a €ro 00s3aHHOCTH ucnonHsieT 3amectutensb (O.11. JIebenena)?
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Kak oopmiisieTcst nonnuch B CIy>keOHOM 3aIncKe, eclii HauaabHHK oT/ena kaapos (M.U. Ky3Herosa)

HaXOAUTCS Ha OOJILHUYHOM, a UCTIOJHEHHE e€ 003aHHOCTEN BO3JIOKEHO Ha CIIEIMAIMCTA 110 Kajpam

(C.B. Opnos)?

Kak oopmitsiercst moamucek B 1oroBope, ecimu qupekrop ¢umana (M.H. BacunbeB) yBoseH, a HOBbI

JMPEKTOP elI€ HE Ha3HaueH?

Kak nomkna ObITh 0(hopMIIEHA ITOAITKCH B aKTe, eciii riaBHbIid Oyxrantep (T.A. [lerposa) B

KOMaH/IMPOBKE, a HCIIOJIHEHHE €€ 00s13aHHOCTEH BO3JI0KeHO Ha 3amectutens (JI.M. 3aiines)?

Kaxk odopmisiercs moanuch B miuckMe, eciu 3aMmecturenb aupekropa (E.Jl. TabakoBa) Haxonutcs B

OTITYCKE, a UCTIOJTHEHHUE €€ 00sI3aHHOCTE!N BO3JIOXKEHO Ha HavaibHUKa oTriena (A.C. Mopo3os)?

B opranuzarmu He 6611 0(hopMIIEH aKT 00 YHUUYTOXKEHUH TOKYMEHTOB C UCTEKIIIM CPOKOM XPaHEHHSI.

KakoBbI BO3MOKHBIE TIOCTICIICTBHS 151 KOMITAHUH TIPH TIPOBEPKE?

CotpyaHrk 0OHApYKUJL, UTO B €70 TPYAOBOM KHIDKKE JIOIyIIeHa OIMOKa, HO paboToaaTenb

OTKa3bIBACTCS BHOCHUTH UCTIpaBiicHusl. Kakue pucky BO3HUKAIOT TSl pAOOTHUKA M OpraHU3aIiu?

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

TIOCJIC/ICTBHSA [UTSl MCTIONTHEHHS 00s13aTeNTbCTB?

B opranmzarmu He coOmo1aeTcsi MOpsA0K PErucTpaliiy BXOISIINX JOKYMEHTOB, YTO IPUBEIIO K yTepe

BKHOTO MUCchbMa. KaKoOBBI PUCKH JITS IEITETBHOCTA KOMITAaHUH?

B ceptudukare cooTBeTCTBHS Ha MPOIYKIHIO YKa3aHbI HEIOCTOBEPHBIE JAHHBIE O OE30ITaCHOCTH

ToBapa. KakoBbI prCKH JU1st TOTpEOUTENeH 1 PEITyTalliy IPOU3BOAUTENS?

[Tpu opopmieH KOMaHAUPOBKY HE ObLT COCTaBIICH aBaHCOBBIN 0TUET. Kakue ¢rHaHCOBbIE U

HAJIOTOBBIC PUCKHU BO3HUKAIOT JJIsl OPraHM3aI N ?

B nmiyHOM fiene coTpyiHHKA OTCYTCTBYIOT KOITHH IOKYMEHTOB 00 00pa30BaHKU U KBATU(UKAIIUY.

KakoBb!I prcku mpu IpoBepKe TPYAOBOM MHCHEKIUE?

B opranuzarmu He coOmo1aeTcsi HOpsA0K XpaHEHUs! JOKYMEHTOB, COAEPKAIUX TIEPCOHATIbHBIC

naHHbie. KakoBBI pHCKH 11 KOMITAHUH ¥ COTPYTHHKOB?

B npukaze o npuéme Ha paboTy He yKa3aHbI CYIIECTBEHHBIE YCIIOBUS TPYAOBOro 10roBopa. KakoBbl

TIOCIIE/ICTBUSA IS paboToarens U paboTHUKA?

B akre npuéma-niepeiaun e OTCyTCTBYIOT MOJAIMKCH OTBETCTBEHHBIX JIUII. KakoBBI pUCKH ATIsI

OPraHU3aIUH IPH CMEHE MaTEePHATTEHO OTBETCTBEHHBIX JIUTT?

JlonomHute. PexkBU3UT, cofeprKaliuii CBeICHHS O HAMMEHOBAaHUY OpTraHW3alliy, aBTOpa JTOKYMEHTa,

Ha3bIBaeTCs .OTBeT: clipaBOYHbIE JaHHbIE 00 OpraHNU3alny.

Jonomaute. PeKkBU3UT, y10CTOBEPSIONINIT TOATMHHOCTD JOKYMEHTA U MPUAAIOIINI eMy

IOPUANYECKYIO CHITY, Ha3bIBAETCS .OTBeT: MoINHCh.

Jonomaute. PekBU3UT, yKa3bIBAIOIINIT HA COCTABUTENS TOKyMEHTA, HA3bIBACTCS .OtBer:

OTMETKa 00 UCIIOJIHUTENIE.

Jonomaute. PexkBU3UT, PUKCUPYIOLIHIA ATy MOITUCAHUS WITH YTBEPXKIICHHUS JOKYMEHTA, Ha3bIBAETCSI
.Otser: nara.

Jlononmaute. PekBU3UT, coaeprKaliii KpaTKoe U3JI0KEHUE COJEPIKaHuUs JOKYMEHTa, Ha3bIBACTCSI
.OTBeT: 3aroJI0OBOK K TEKCTY.

JlononmHuTe. PeKBU3UT, OMPEAEISIONINI CTETeHb OrPaHIMYEHHS IOCTYTIA K JIOKYMEHTY, Ha3bIBaeTCs
.OTtBeT: Tpu( OrpaHUIECHUS JOCTYTIA.

Jononaute. PekBH3UT, yKa3bIBAIOIIMI HA HATMYNE MPUIOKEHNI K OCHOBHOMY JIOKYMEHTY,

Ha3bIBACTCS .OTBeT: OTMETKA O HATMYHUH MTPUIIOKEHUSL.

Jononnute. PekBu3ut, coaeprkaiiuil aapec rnoyqyaresist JOKyMEHTa, Ha3bIBaeTCs .Ortser:
azpecar.

Jlononnute. PeKBU3UT, (PUKCUPYIOIINIA TOPSIOK MPOXOXKACHUS U UCTIOTHEHHUS IOKyMEHTa BHYTpU
OpraHu3aluy, Ha3bIBACTCA .OTBeT: perucTpalMOHHBIN IITaMIT (MM pETHCTPAMOHHBIN
HOMED).

HOHOJTHI/ITe. PeKBI/ISI/IT, nouTBepma}oumﬁ TMOJTYYCHUE WK OTIIPABKY JOKYMCHTA, Ha3bIBACTCS
.OTBeT: OTMETKA O NOCTYIJICHUN (I/I.TII/I OTMETKa 00 OTHpaBKC).



26. OpraHu3ais CO3HaTEIFHO HTHOPUPYET TPEOOBAHHS MO 0(POPMIICHHIO IPOTOKOJIOB COBEIIAHHIA, YTOOBI
YCKOPHUTB TPOLIECC MPUHATHS pereHnid. Kak 3To COOTHOCUTCS ¢ PUHIATIAMH TTPOGECCHOHATHHOM
OTBETCTBEHHOCTH M CTaH/IapTaMH JEJIONPOM3BO/ICTBA?

27. B KOMITaHWY HE TIPOBOJIUTCSI CBOEBPEMEHHOE apXUBUPOBAHUE IOKYMEHTOB, YTOOBI COKPATUTH PACXOJIBI
Ha xpaHenue. Kak 31o BsieT Ha BHITIOHEHNE MPO(ECCHOHANTBHBIX 00S3aHHOCTEH 1 COLHAIBHYIO
OTBETCTBEHHOCTh OPraHH3aIINH?

28. PyKOBOZICTBO NPEIIPHSTHSI CO3HATEIHLHO JOIMYCKAET OIMOKH B O(OPMIICHUH TPYIOBBIX JOTOBOPOB,
YTOOBI YIIPOCTHTH KaJPOBOE JIETIOMPOU3BOICTBO. Kak 3TO COOTHOCHUTCS C IPHHIIUTIAMA
1po(heCCHOHAITLHOM Y COIUATBHOM OTBETCTBEHHOCTH?

29. OpraHu3aiyisi He perHCTPUPYET BXOJISIIHE O0PAIICHUS TPaKIaH, YTOObI CHU3UTh HArpy3Ky Ha
COTpYIHUKOB. Kak 3T0 COOTHOCHTCS C MPUHIMIIAMU IPO(ECCHOHATBHON OTBETCTBEHHOCTH U
cTaH1apTamMy paboThI C OOpaIICHUSIMU?

30. Kommianwst co3HaTeIIbHO HE OOHOBIISIET HOMEHKJIIATYPY JIEIL, YTOOBI M30eKaTh JOMOHUTEIBHON PaOOThI
10 TIEPECMOTPY AOKYMEHTOB. Kak 310 BimsieT Ha MpoQeCCHOHANTBHYIO OTBETCTBEHHOCTD U
3 PEeKTUBHOCTH yIIpaBIIeHUs?

4. KPUTEPUM OLIEHUBAHWSI 1P ITPOBEJJEHUY ITIPOMEXYTOYHOM
ATTECTAIIUA
IlIkana oueHUBaHUs YPOBHA C(POPMUPOBAHHOCTH KOMIIETCHIMI — 3a4eT

DopmupyemMble YPOBHU [Ixana
N Kpurepuu onienuBanus
OCBOEHUSI KOMIIETCHIIUM OLICHUBAHMSI

CTyAeHT MOJIHO ¥ TPAMOTHO PAaCKPBIBAET
TEOPETUUECKHUE BOMPOCHI, IEMOHCTPUPYET
3HaHUE SI3BIKOBBIX HOPM, YMECTHO UCIOJIb3YET
TEPMUHOJIOTHIO, YCIICIIHO BBIMOJIHSET
Bricokuii 1 0a30BbIN MPaKTUUECKOE 3a/1aHne (MCIIPaBIISET PeUeBbIe
YPOBEHB OIIIMOKH, COCTABISIET TEKCThI HY’)KHOTO CTHIISA,
MIPaBWJIBHO PAaCcCTaBIISIET ylapeHHUe U T.J1.).
OTgeT noruyeH, peueBoe oopmieHue
COOTBETCTBYET HOPMaM JINTEPATYPHOTO
SI3bIKA.

3a4TCHO

CTyIeHT B 1IeIOM OPUEHTHUPYETCS B OCHOBHBIX
MOHATHUSX JUCHUTUIAHBL, HO JIOITYCKAEeT
HETOYHOCTH (Harpumep, 2—3 OmUOKH B
yIapeHuH, He BCE TUIIBI HOPM Ha3BaHBI).
[ToporoBelif ypoBeHb [IpakTHyeckoe 3a1aHue BHIIOIHEHO YaCTUYHO 3aYTEHO
Wi ¢ Hepouéramu. [Ipyu qOTTOTHUTETHHBIX
BOIPOCAX OTBEYAET HEYBEPEHHO, HO B UTOT'e
JIEMOHCTPUPYET MHHUMAITBHO HEOOXOIMBIi
YPOBEHBb 3HAHM.

CryneHT He MOXKET Ha3BaTh Oa30BbIe MOHITUS
KYJIbTYpBI pE€UH, HE BIAJECET
ophOINUUECKUMH, TEKCUYECKIUMH, HE 3a4TEHO
IrpaMMaTUYE€CKUMU HOPMAaMH, IPAKTUYECKOE
3a/IaHKE HE BBIIIOJIHEHO MUJIU BBIIIOJIHEHO C

HeynoBieTBopUTENbHBIN
YPOBEHb




DopmupyemMble YPOBHU [lIxana
N Kpurepun oniennBanus
OCBOCHHA KOMIICTCHIIUU OLCHUBAHUA

rpyOpiMu ommrOkaMu. OTCYTCTBYET
[IOHUMaHKE Pa3InIUi (YHKIHOHATIBHBIX
CTUIIEH.

Texymuil KOHTPOJIb U IPOMEKYTOUYHAsI aTTECTAlUs OCYILIECTBISIOTCS B COOTBETCTBHH C
«[TomoxxeHneM O TeKymle M TPOMEKYTOYHOW aTTecTanuu OO0ydaromuxcs B ABTOHOMHOU
HEKOMMepuecKkoil opraHuzauuu «OOpa3oBaTenbHas OpraHM3alus BbICHIEr0 O0Opa30BaHUS»
«YHHMBEPCUTET SKOHOMUKU U YIIPABICHUSD.

Bun npomexxyTouHOM aTTecTanuu — 3a4€T.

PazpaboTunk

CormnacoBaHo
3aBenyromnuii kageapoit Motopuna /[.B.






