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Pazpabotan Pacnonosa H. 1.
(crenens, 3Banue, M.O.Damuns)

Z[eJ'IOHpOI/I?)BOI[CTBO B IOpHHquCKOﬁ JCATCIIBHOCTH
(HaMeHOBaHME UCIUIUTIHEL)

OneHouyHble MaTepuanbl MO AUCHUILIMHE «Jlemonpou3BOACTBO B HOPUINYECKOU
nesitenbHOCTHY 1o HampasieHuio 40.03.01 «HOpucnpyaenmus» / OraeBa A.FO.— CII6.: AHO
BO CIOA, 2025.

OneHouHble MaTepuanbl MO AMCHUIIMHE «JleTonpou3BOACTBO B HOPUIMYECKOU
JESATEIIbHOCTH»  IOATOTOBJIEHBI B COOTBETCTBUM ¢  TpeboBaHusMu  PenepanbHOro
rOoCy/IapCTBEHHOTO0 00pa30BaTEIbHOrO CTAaHJapTa BBHICIIEr0 OOpa3oBaHUsA OakalaBpuaT IO
HanpasyieHuto 40.03.01 «}OpucnpyaeHuus», yTBEpKIEHHOIO IpUKa3oM MUHHCTEPCTBA HAyKU
u BeIciero oOpaszoBanus oT «13» aBrycra 2020 r. Ne 1011 um ompenensitor CTPYKTypy H
COZEp)KaHUE TEKYILETO KOHTPOJIS 3HAHUIA U POMEKYTOYHOM aTTECTALINU.

© Pacnomnoa H. 1., 2025.
© AHO BO CIOA, 2025.
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1.Komnerenuuu odyuawinerocsi, popMmupyembie B pe3yjbrare
OCBOEHUS TUCHHILIMHBI

1.1. CocTaB KOMIETEHIIMA

PaGoueii  mporpammoii  ITUCHUIUIMHBI  «Jlemompous3BOACTBO B
JESATEIIbHOCTHY MPEyCMOTPEHO (POPMUPOBAHUE CIEAYIOIINX KOMIIETCHIIUH:

FOPUANYECKON

WNupexe DopMynHUpoBKa

CITOCOOHOCTEIO MpaBUJIbHO W MNOJIHO OTpaXXaTb PE3yJIbTaThbl HpO(beCCHOHaﬂLHOﬁ JCATCIBHOCTHU B

OIIK-8 . .
FOPUANIECKON ¥ MHOM JOKYMEHTAIUU

1.2. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTaTOB oﬁyqe}mﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C

IUIAHMPYEeMbIMH Pe3yJibTaTaMH 0CBOEHUsI 00pa30BaTe/bLHON MPOrpaMMbl

Konm
[lepeuenn Texunonoruu CpeacrtBa u
HaAaNMMCHOBAHHC HanmenoBanue HHAWKATOpa
o 3JICMCHTOB q)OpMI/IpOBaHI/IFI TCXHOJIOTUH
KOHTPOJIHPYCMOU JOCTHKCHUA KOMIICTCHIIUN
KOMIICTCHIIUH KOMIICTCHIIUH OLICHKH
KOMIICTCHII
OIIK-8. M1 3HaeT OCHOBBI 3naet: 3aHATHA VYcTHBIH onpoc
Criocoben rOCYJapCTBEHHON MTOJINTUKU | OCHOBBI JEKIUOHHOTO Tecruposanue
[[eJICHAIpaBlieH | B 001acTH HH()OPMAaTHKH rocyaapcTBeHHo | TAUa, KontponbHbie
HO U M/1.2 Y™MeeT npuMeHsTh ¥l ONMTHKY B SanATHA 3alaHusi
CEMUHAPCKOT0 3auer
3¢ dexTuBHO COBpPEMCHHBIC obnactu A
9
MOTy4aTh WH(OPMAITMOHHBIC WHGOPMATHKH CaMOCTOSTCNbE
IOPUIMYECKU TEXHOJOTHH /ISl [TOUCKA 1 Ymeert: as pabota
3HAYMMYIO O6pa6OTKI/I IIpaBOBOU NPUMEHATb
WH(POPMAITIIO uH(bopmanuy, OPOPMICHAS | coppemeHHble
W3 Pa3IAIHBIX FOPHIMIECKUX JIOKYMEHTOB 1 | 1yhopMaLMOHH
HCTOYHHKOB, MIPOBECHUS b€ TeXHONOTMM
BKJIFOYAs ; CTaTHCTUYECKOTO aHalln3a L7151 NIONCKa U
MpaBoOBEIe 0a3bl | WH(pOpMANUY;
p bopmaruy; 06paboTku
JAHHBIX, M /1.3 Bnageet HaBbIKaMH NpaBosoii
peuiath 3a7auu | cOopa u 00paboTKU
MHbopMaLuu,
npodeccuonans | mHpOpManuy,
HOU UMEIOIEN 3HAUEHHUE IS opopmneHus
JEATENHHOCTH C | Peau3alliy MPaBoBbIX Hopm | TOPVANHECKUX
NPUMEHEHMEM | B COOTBETCTBYIOMMUX Chepax | AOKYMEHTOB U
WH(POPMAITMOHH | MPOQeCcCCHOHATEHOM nposeaeHnA
BIX TEXHOJIOTHUH | JeSTEIbHOCTH. craTncTtmyeckor
U C YYETOM 0 aHan13a
TpeOoBaHMIA nHbopmauuu;
WHGOPMAITMOHH Baaneer:
oi HaBbIKAMHU
Oe3omacHOCTH cbopa u
00paboTKu
MH)OPMAIIH,
MMEIOIIEN
3HAaYeHHE I
peanuzanuu
MIPaBOBBIX HOPM
B
COOTBETCTBYIOL]
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Kon u
IIepeuens Texnonoruu Cpenctsa u
HalMEHOBAHUE HaunmeHnoBaHue MHIUKATOpa
. JJIEMEHTOB (opMupoBaHus TEXHOJIOTHH
KOHTPOIHPYEMOii JIOCTIDKEHUSI KOMIETEHITUH
KOMIIETEHINU KOMIETEHINH OILIEHK!U
KOMIIETeHIIUU
ux cdepax
npohecCUoHaNb
HOH
JEATEIbHOCTH.

1.3. Ilepevyenb NJIaHMPyeMbIX Pe3yJbTATOB 00y4eHHs 110 AUCHHUILINHE, POpMUpPYEMBIX B
pe3y/ibTaTe 0CBOCHUS! M CHUIINHBI

Kon u conepxanue
KOMIIETEHIIUH

MHaukaTophl TOCTUKEHUS] KOMIIETEHLIUN

[Tnanupyembie pe3yabTaThl
OCBOEHUS IUCIUILINHEI 110
3JIEMEHTAM KOMIIETEHIIUH

OIIK-8. Cniocoben
IeJICHATIPABICHHO 1
3¢ exTHBHO
MOJy4aTh
IOPUIUICCKA
3HAUUMYIO
uHdopmanuio u3
Pa3TUYHBIX
HCTOYHHUKOB,
BKJIIOUasi IPaBOBbIE
0a3bl JaHHBIX,
pemaTh 3a1aqn
pogecCHOHANTBHOM
JIESTETTHHOCTH C
MIPUMEHCHAEM
HHPOPMAINOHHBIX
TEXHOJIOTUH U C
y4eToM TpeOoBaHUiA
HHPOPMALMOHHON
6e3omacHoOCTH

H1.1 3HaeT OCHOBBI TOCYIapPCTBEHHON TIOUTHKH B
oGnacti HHGOPMATHKN

HJI.2 YMeeT IpUMEHATh COBPEMEHHbIE
nH(OpMaIMOHHBIE TEXHOJIOTHH JUIS IIOUCKA ¥ 00pabOTKH
IIpaBOBOM HH(pOpMaIHH, 0QOPMIIEHHS FOPHITISCKIX
JOKYMEHTOB U TIPOBEICHHS CTATUCTHYECKOTO aHAIM3a
WHPOPMAIIH;

H]1.3 Bnageet HaBBIKaMu cOopa 1 00pabOTKH
“HPOPMAIHH,

HMeEIOIIeH 3HaYeHHe JUIsl pealn3alyiy IPaBOBBIX HOPM B
COOTBETCTBYIOIIMX chepax NpodeccHOHATBHOH

N TeTbHOCTH.

OIIK-8 31 3uaTh - OCHOBBI
roCyIapCTBEHHOM MOJIMTUKHU B
obnactu HHGOPMATHKHU

OIIK-8 Y1 Ymersb - IPUMEHATH
COBpPEMEHHBIE
WHPOPMAaITUOHHBIE TEXHOJIOTHU
JUTSI TIOMCKA B 00paboTKH
paBoBOH HH(MOpMAIIHH,

0 OpMIICHUS FOPUINICCKUX
JOKYMEHTOB U ITPOBECHUS
CTaTHCTHYECKOTO aHAIN3a
WHpOpMAaIUH;

OIIK-8 B1 Baaners - HaBEIKaMU
cbopa u 00paboTKu
nH(pOpMAITHH,

HMEIOIEN 3HAUECHUE IS
peaM3anuy NpaBoOBBIX HOPM B
COOTBETCTBYIOIUX chepax
poheCcCHOHATBHOMN
JIeATECITLHOCTH.

Bepcus 1.0 om 04.2025 e.
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2. HaCl'IOPT OHCHOYHBIX MaTCPHAJIOB IJISl IPOBEACHUSA TEKYLICI0 KOHTPOJISA yCIEBAEMOCTH U HpOMe)l(yTO‘lHOﬁ aTrreCTanuu

HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMIIETEHITHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMe OIICHOYHOTO
cpencTaa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIIETSHIUIT

Tema 1. OCHOBHBIC TEPMHUHBI
1 oHATHA. CHCTEMBI
IMTOKyMEHTaI1H

Tema 2. IIpaBoBas ocHOBa
FOPUANIECKOTO
IMenonpou3BoicTBa B PO

Tema 3. CocTaB u

o opMIIeHHE PEKBU3HUTOB,
00OeCIeYnBAIOIINX
FOPUANIECKYIO CHITY,
BHAYUMOCTH JOKYMEHTOB B
ITeJI0TPOU3BO/ICTBE

Tema 4. JlokyMeHTHpOBaHUE
HOPMaTHBHOW MH(DOpPMAITHH.
/lenonpoun3BoACTBO 1O
00paIIECHNM I'PakKaaH B
OpraHax BJIacTH

OIIK-8. Criocoben
LieJIeHapaBJICHHO
1 3¢ GEeKTUBHO
MOJTy4aTh
IOPHIMYECKU
3HAYUMYIO
HHPOPMALIHIO 13
Pa3IUYHBIX
HCTOYHHKOB,
BKJIFOUast
MpaBoOBbIe 0a3bl
JIAHHBIX, pelIaTh
3a7a4u
poheCCHOHATIBHO
1 AeSITeIbHOCTHU C
MIPUMEHEHHEM
nH(pOpPMaIMOHHBIX
TEXHOJIOTUH U C
y4eToM
TpeOoBaHU
nH}popMannoHHOH
6e30macHoOCTH

TEeKYLIUI

YCTHBIN; TUCbMEHHBIN

VYceTHbIH onpoc
TectupoBanue

OIIK-8 31 3naTh - OCHOBBI
rOCyIapCTBEHHOW IONMUTHKH B 00J1aCTH
WHPOPMATHKH

TEKYIIH

MMMCbMEHHBIA

VYeTHbIH onpoc
TectupoBanue

OIIK-8 31 3naTh - OCHOBBI
TOCYAapCTBEHHOH IMOJIUTUKU B 00JIaCTH
HH()OPMATHKH

OIIK-8 ¥1 YMmeTs - IPUMEHATD
COBpeMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJIsI TOUCKa U 00paboTKH
MpaBoBoil nH(popManuu, ohopMICHHAS
IOPUIUYCCKUX JOKYMCHTOB U ITPOBCACHUA
CTaTUCTHYECKOI0 aHaJIn3a HHQOpMaLUU

TEKyIIUH

MUCbMEHHBIN

VYeTHbll onpoc

OIIK-8 B1 Biaaern - HABbIKAMHU c60pa u
00paboTKu uH(poOpMaIny,

HMMeEIOIIEH 3HAaUeHUE ISl pealii3aluuu
IIPaBOBBIX HOPM B COOTBETCTBYIOIIUX
cthepax npodeccHoHATEHON AESITETLHOCTH

OIIK-8 31 3naTh - OCHOBBI
TOCYJJapCTBEHHOH IOJIMTHKH B 00JIaCTH
WHGOPMATHKH

OIIK-8 Y1 YmeTs - IPUMEHATH
COBpeMeHHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH JJIS TIOMCKa U 00paboTKU
paBoBO MH(GOpMALNH, OPOPMIICHUS
IOPUIUYECKUX JIOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOTO aHAIM3a HHOpMAIUU

Texymmi

MUCbMEHHBIN

TectupoBanue
VYeTHbM onpoc

OIIK-8 B1 Baagers - HaBbIKamMu cOopa 1
00paboTKu uHpOpMaLny,

UMerolIeH 3HAYeHUE JUTS PeaIn3aliu
NPaBOBBIX HOPM B COOTBETCTBYIOIINX
cthepax npodeccHoHATLHOU ACSITEILHOCTH

Bepcusa 1.0 om 04.2025 .
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HaumenoBanue KonTtpoaupyemas
TEMBI KOMIIETEHITHS

Tun xoHTpOISA Bun koHTpOIsS

HanmeHoBanMEe OIICHOYHOTO

cpencrsa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

OIIK-8 31 3naTh - OCHOBBI
rOCyIapCTBEHHOW IONUTHKH B 00J1aCTH
WHPOPMATHKH

OIIK-8 ¥1 Ymertsb - IPUMEHATD
COBpPEMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJIsI TOUCKa U 00paboTKH
NpaBoBOH HH(pOpMALNHU, OPOPMIICHHUS
IOPUIUYECKUX JTOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOI0 aHaJIn3a HHQOpMaIUU

Tema 5. OdopmieHne
COCTaBIICHHUE
OpraHU3alOHHO-
pacriopsiAUTEIbHBIX
ITOKYMEHTOB

Texymmi YCTHBIN; TUCbMEHHBIN

VYeTHbll onpoc
KoHTposbHbIe 3a1aH1s

OIIK-8 B1 Buasers - HaBBIKaM# cOopa
00paboTKu uHpOpMaLnY,

MMEIOIIeH 3HAUCHHE [UIS pean3aliin
MPaBOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHOHATLHON ACSITeIbHOCTH

OIIK-8 31 3naTh - OCHOBBI
rOCYJapCTBEHHOH IOJIIMTUKH B 00J1aCTH
WH(POPMATHKH

OIIK-8 ¥1 YMeTsb - IPUMEHATD
COBpeMeHHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTHH JJIS TIOMCKa U 00padoTKu
NpaBoBOH HH(pOpMAIHU, OPOPMIICHHUS
IOPUIUYECKUX JIOKYMEHTOB U TIPOBEICHHUS
CTaTUCTHYECKOT0 aHaJIn3a HHQOpMaIUU

Tema 6. Odopmienue u
COCTaBIICHHE
MH(OpPMaLMOHHO-
CIPaBOYHBIX JOKYMEHTOB

Texyumii

VYeTHbli onpoc
KourtposbHbie 3a1aH1s

OIIK-8 B1 Biaaern - HABbIKAMHU c60pa u
00paboTKn HH(pOpMaIny,

HMMEIOIICH 3HAYCHHE IS PeaTr3aliiu
MPaBOBBIX HOPM B COOTBETCTBYOIIIUX
chepax npodeccHoHAILHON ACSITeIbHOCTH

OIIK-8 31 3naTh - OCHOBEI
rOCYJapCTBEHHOH IOJIIMTHKH B 00J1aCTH
WHPOPMATHKH

OIIK-8 ¥1 YMmeTb - IPUMEHATH
COBpeMeHHbIe HH()OPMAIIMOHHBIE
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HanmenoBanue
TEMBI

KonTtpoaupyemas
KOMIIETEHITHS

Tun xoHTpOISA

Bun koHTpOIsS

HanmeHoBanMEe OIICHOYHOTO
cpencTaa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

Tema 7. OCHOBBI KaAPOBOTO
MeIONPON3BOJICTBA

Tema 8. OcHOBHBIE
[IPUHLIMIIBI OPraHU3aLuN
IMOKYMEHT0000pOTA.
Perucrpanus, yder,
XpaHeHUe J1el

Bce TeMbl TUCIUTIINHBL

TEXHOJIOTHH JJIs TIOUCKA U 00paboTKH
IpaBOBOM HHPOpPMAITUH, 0POPMITCHIS
IOPUIMYECKUX JOKYMEHTOB U MPOBEICHUS
CTaTHCTUYECKOTI0 aHAJIN3a HHPOPMAIHH

Texywmuii

YcerHbIN

VYeTHbIH onpoc
KoHnTtposbHbIe 3a1aH1s1

OIIK-8 B1 Biaaers - HaBEIKAMHU
HCTIOJIb30BaHUSI KOHKPETHBIX HOPMATHBHBIX
MPABOBBIX 1 HOPMATUBHO-METOAMICCKUX aKTOB
pu paboTe ¢ JOKYMEHTaIue.

OIIK-8 31 3natp - OCHOBBI
TOCYJapCTBEHHOH MOJIIMTHKH B 00JIaCTH
WHPOPMATHKH

OIIK-8 Y1 Ymersb - IPUMEHATH
COBpEMEHHBIE HHPOPMAMOHHEIE
TEXHOJIOTHH JJIS TIOMCKa U 00paboTKH
MpaBoBoil nH(pOopManuu, ohopMICHHAS
IOPUANYECKUX JIOKYMEHTOB U IIPOBEICHUS
CTaTUCTHYECKOTO aHAIM3a HHGOpMaIUU

Texymmii

Y cTHBIN

VYeTHbll onpoc
KonrposbHbIe 33121151

OIIK-8 B1 Biajersb - HaBBIKaMH cOOpa U
00paboTku nHpOpMALUH,

UMeroILel 3HaYeHUEe IS PeaIn3aliu
MPaBOBBIX HOPM B COOTBETCTBYFOIIIUX
cdepax npodeccHoHaIBHOM esITeIbHOCTH

OIIK-8 31 3naTb - OCHOBEI
roCy/IapCTBEHHOM MMOJIMTUKU B 00JIACTH
WHPOPMATHKU

OIIK-8 ¥1 Ymersp - IPUMEHATD
COBpEMEHHbBIC HHPOPMAIIMOHHBIE
TEXHOJIOTHH JUISI TIONCKa U 00paboTKH
mpaBoBoi nHMpopMaIyu, 0ohopMIICHHS
IOPUIMYECKUX JOKYMEHTOB U IPOBEICHUS
CTAaTHCTUYECKOI0 aHAJIN3a HHPOPMAIHH

[IPOMEKY TOUHBII

YcerHbIN

3auer

OIIK-8 B1 Buiajersb - HaBBIKaMH cOOpa 1
00paboTKu uHpoOpMaLnH,

Bepcusa 1.0 om 04.2025 .
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HaumenoBanue KonTtpoaupyemas

Tun xoHTpOISA Bun koHTpOIsS
TEMBI KOMIIETEHITHS

HanmeHoBanMEe OIICHOYHOTO

cpencrsa

[Tnanupyemble pe3yabTaThl OCBOCHUS
JUCLUIUIMHBI IO 3JIEMEHTaM KOMIETESHIUIT

HMEIOIIEH 3HAYCHHUE TS Pean3alliu
MPABOBBIX HOPM B COOTBETCTBYIOIINX
chepax npodeccHoHATLHOU ACSITSIbHOCTH

OIIK-8 31 3naTh - OCHOBBI
TOCYAapCTBEHHOM IMONIMTHKN B 00JIaCTH
HH()OPMATHKH

OIIK-8 ¥1 YmeTsb - IPUMEHATD
COBpeMEHHbIE HH(OPMALIMOHHBIE
TEXHOJIOTHH JJIs TOUCKa U 00paboTKH
MpaBoBoil nH(popManuu, ohopMICHHAS
IOPUIUYCCKUX JOKYMCHTOB U ITPOBCACHUA
CTaTUCTHYECKOI0 aHaJIn3a HHQOpMaLUU
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3. OueHouyHbIe CpeaCcTBA JJIM MPOBeeHNsI TEKYIIero KOHTPOJIS € OIMCAHMEM NOKa3aTeJieil,

KPUTEPUEB U LIKAJIbI OCHUBAHUSA

K oneHo4HBIM cpencTBaM TEKYLIErOo KOHTPOJII OTHOCSTC:

- YCTHBIH OIPOC MO TEOPETUYECKOMY MaTepHally;

- TECTUPOBAHHE;

- BBIIIOJIHEHUE KOHTPOJIbHBIX 3aaHUI.

Kpurepuu onenuBanus:

- IOJIHOTA OTBETOB;

- CTEIIEHb OCO3HAHHOCTH, IOHUMAHUs U3yYEHHOTO;

- A3BIKOBOE O(hOpMIIEHHE OTBETA — YETKOCTh U MPABHIIBHOCTD PEYH;
- CTEIIEHb CaMOCTOSITEIIbHOCTH BBIIIOJIHEHHUS IEUCTBHS;

- OCO3HAHHOCTD BBIIIOJIHEHUS ACHCTBUS;

- BBINIOJIHEHHE JCHCTBUN B HE3HAKOMOW CUTyallu (BBINOJHEHHUE 33JJaHUN TBOPYECKOTO

ypoBHs);

- Kp€aTUBHOCTb, KOMMYHUKATUBHOCTH, KOMIICTCHTHOCTD.

ypOBeHL OCBOCHUA KOMHCT@HHI/Iﬁ OIIpCACIIsACTCA B

3aBUCUMOCTH OT KpUTCpUA

OLCHUBAaHWA PC3yJIbTAaTOB O6y‘-IeHI/I$I U JEMOHCTPUPYET YCIICITHOCTh OCBOCHHA KOMIICTCHIIMU.

YpoBHHU cHOPMHUPOBAHHOCTH KOMIIETEH NI

. . N Henonyctumsrii
[ToBbIIIEHHBIH yPOBEHD bazoBblil ypoBeHb [Toporosslit ypoBeHb
YPOBEHb

Komnerennus Komnerenuust Komnerenmus KoMmnerennus ue
chopMHIpOBaHa. chopMHIpOBaHa. chopMupoBaHa. chopMHUpOBaHa.
Hemonctpupyercs JemoHcTpupyeTcst HemoHcTpupyercs YpoBeHb
BBICOKHUI YPOBEHb | JOCTaTOUHBIN YPOBEHb | HEIOCTATOYHBI YPOBEHb | CAMOCTOSITENbHOCTH
CaMOCTOSTENIbHOCTH, CaMOCTOSATENIBHOCTH CaMOCTOSTEIBHOCTH MIPAKTUYECKOT0 HaBBIKA
BBICOKasl  aJaNTHBHOCTh | yCTOWYMBOTO HNPaKTUYECKOTO HaBBIKA. HE JIEMOHCTpUpYETCS.
MIPAaKTUYECKOTO HABBIKA. MIPAaKTUYECKOTO HABBIKA.

[IIkaya oleHMBaHMS U ONIMCAHKE MOKA3aTEIEH OLEHUBAHUS IJIsl YCTHOI'O ONPOCA C
ompezieieHueM YPOBHEH c(hOpMUPOBAHHOCTH

banwHas
IIKanza
OIICHHUBAHUS

Omnucanne mmoKa3aTeieil OleHNBaHUs

YpoBeHb
c(hOpMUPOBAHHOC
TH KOMIICTCHIIMHN

«OTIUYHO»

rryOoKHe

3HaHUA nu

IPpaMOTHBIM  S3bIKOM,

- OTBETHI Ha MOCTAaBJICHHBIE MPEINOAaBaTeNIeM BOIPOCHI U3JIararTcs JOTUYHO,
MIOCJIC/IOBATENIFHO U HE TPEOYIOT JIOTIOTHNUTEIBHBIX MTOSCHEHUI;

- TIOJHOCTBIO DAacKphIBaeTCs CyTh IIOCTAaBICHHOTO BOIIPOCA;
000CHOBaHHBIE BBHIBOJBI;
- JIEMOHCTPHUPYIOTCS
TEOPETHYECKUM MaTEepPHaIOM;
- Marepuang u3jiaraercs
TEPMHUHOJIOTHSI

CcBOOOIHOE

TOYHO

JCIarTCA

BJIaACHHUEC

HCHOJIB3YETCA

TOBBITIICHHBIA

«XOPOIIIO»

- OTBETHI Ha IIOCTABJICHHBIC BOIPOCH H3JIATAIOTCS CHCTEMATH3WPOBAHO H
MOCJIEIOBATEIBHO;
- y4eOHBI MaTepuan M3JIaraeTcsi yBEpeHHO, HO HE B IIOJHOM 0OBeMe
PaCKpBIBAIOTCS TPUYNHHO-CIIEICTBEHHBIE CBS3H;
- JIEMOHCTPUpYETCS yMEHHE aHaIM3MPOBaTh MaTepHal, OJHAKO HE BCE
BBIBOJIBI HOCSAT apryMEHTHUPOBAHHBIH U JOKa3aTeJIbHBIH XapakTep;
- IOIyCKaeT HETOUYHOCTH MPHU OCBEIIEHUH OCHOBHOI'O COAEPKaHUsI OTBETA, HO
UCIIPaBIIIeT UX 0e3 HaBOASIINX BOIIPOCOB IPEIo/IaBaTells;

- Ha BOTIPOCHI JIa€T TOYHbIE 1 0OOCHOBAHHBIE OTBETHI C HEOOIBIIMMHU
MIONPaBKaMH IIPeToiaBaTelis

0a30BLIit
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«YyHOBJICTBOP
HUTCJIIBHO»

- IOMyCKAlOTCsl HApYILIEHUs] B OTBETAX Ha BOMPOCHI IPETOaBaTers;
- HE MOJIHOCTBIO PACKPBIBAIOTCS MPUIMHHO-CIIEICTBEHHBIE CBA3H;

- JIEMOHCTPUPYIOTCS TMOBEPXHOCTHBIE 3HAHMS TPOUJIEHHOTO MaTepHuaa;
WCIBITHIBAET 3aTPYAHEHUS C BBIBOJAMH;

- TMPU HEJJOCTATOUYHOM 3HAHMM TEOPETHUUECKOr0 MaTepuana AeMOHCTPUPYETCs
c(hOPMHPOBAHHOCTH MPAKTHYCCKIX HABBHIKOB M YMEHHUH

[Toporossiit

«HEYOOBJIETBO
PUTECIBEHO»

- OTBEYAET HETOCIIE0BATEIbHO U CONBUHBO;

- TP M3JI0’KEHUN MPOWAEHHOTO MaTepHrajia HET JJOTHIECKONH CHCTEMATH3aINH
Y HE PacKPBIBAIOTCS IPUINHHO-CICICTBCHHBIE CBSA3H;

- HE MOJKET CJIIeNIaTh BHIBOJBI IT0 N3yUYEHHOMY MaTepHaiy;

- IEMOHCTPHpYET IOJHOE HE3HAHHE TEOPETHUECKOTO MaTephaia; JIOMyCKaeT
rpyOble OIIMOKH B ONPEAEICHHUIX U TEPMUHAX;

- JIOIyCKaeT TpyOble OIIMOKM IPH OTBETAaX HA MOCTABJICHHBIE BOMPOCHI MM
BOBCE HE OTBEYAET Ha HUX

HEIOIMyCTUMBIN
(KoMTeTeHITNS HEe
OCBOCHA)

[ITxasa orieHMBaHUS U OIMCAHUE MTOKA3aTEIEN OLIEHUBAHUS AJIfl TECTOBLIX 3aJJaHUM C

oTpezieNieHueM YPOBHEH c(hOPMUPOBAHHOCTH

banbHas mkana
OLUCHUBAHUSA

Omnucanue mmoKa3areyeil OleHNBaHusS

YpoBeHb
c(hOpMHUPOBAHHOC
TH KOMIICTCHIIMU

«OTIIUYHO)

OTBET IIOKa3blBaeT IMyOOKOe M CHCTEMAaTHYECKOE 3HAHUE BCEro
MPOTPaMMHOTO MaTepHajia U CTPYKTYpbl KOHKPETHOTO BOIpoca. A Takxke
OCHOBHOT'O COJIEp’KaHMS U HOBALUM JICKIIMOHHOTO Kypca IO CPaBHEHUIO C
yaeOHo# nurepaTypoit. OOydJarommics OEeMOHCTPHPYET OTUYETIUBOC H
cBOOO/IHOE BJIAJICHHE KOHLENTYaIbHO-TIOHATHIHBIM amnapaToM, Hay4YHBIM
SA3BIKOM HTEPMHUHOJIOTHEH COOTBETCTBYIOIIEH HAy4dHOW oOnacTH. 3HaHHE
OCHOBHOH JIMTEpaTyphl M 3HAKOMCTBO C JIOTIOJHUTEIHLHO PEKOMEH/I0BAHHOM
mutepatypoid. Jlormueckwm KOPpEeKTHOE | yOEOUTeNbHOE H3JI0KCHHE
OTBETOB.

IToBBIIIEHHBIH

«XOpomo»

3HAaHWE Y3/IOBBIX TPOOJEM TPOrpaMMBl M OCHOBHOTO COZAEPKaHUS
JIEKIIMOHHOTO Kypca; YMEHHE I10JIb30BaThCi KOHIENTYaJbHO-IMOHATHHHBIM
annapaToM B IIPOIIECCE aHajIM3a OCHOBHBIX HpoOJIEM B paMKax [JaHHOH
TEeMbl;, 3HaHME BaXXHEHIIMX paboT U3 CIOUCKA PEKOMEHIOBAHHOM
JUTEpaTyphl. B IeI0M JIOTHYECKH KOPPEKTHOE, HO HE BCErAa TOYHOE U
apryMeHTHPOBAaHHOE M3JI0’KEHHE OTBETA.

0a30BbII

«YIOBJIETBOPUT
SJIBHOY

3HaHHE OCHOBHBIX W BAXKHEHIIMX pa3/eloB MPOrpaMMbl, (parMeHTapHbIe,
MIOBCPXHOCTHBIE 3HAaHUA MATEpUAIOB INPOrpaMMbl M COJEP:KaHUA
JEKIMOHHOIO  Kypca; 3aIpyJHEHUs C  HCIOJIB30BAHMEM  HAy4HO-
MOHATHHHOTO arapara ¥ TEPMUHOJIOTHH YY€OHOH TUCIUIIINHBI; HETIOJITHOE
3HAKOMCTBO C PEKOMEHJIOBAHHOW JINTEPATypOM; YaCTHUYHBIE 3aTPYIHEHUS C
BBINOJIHEHUEM TPEAyCMOTPEHHBIX IPOTPaMMON 3aJaHUM; CTPEMIICHUE
JIOTUYECKH OIIPEIETICHHO U IOCIEI0BATEILHO H3JI0KUTh OTBET.

[Toporossriit

«HCYOOBJICTBOD
HUTCIIBHO»

HEe3HaHHE, JIN00 OTPHIBOYHOE MPEJCTAaBICHAE O NaHHOH mpolieMe B paMKax
y4eOHO-IPOTPaMMHOTO MaTepuaia; HEyMEHHE WCIOJIb30BaTh MOHATUHHBIN
arnmnapar; OTCYTCTBHE JIOTHYECKOM CBS3U B OTBETE.

HEJOIMyCTUMbIN
(KOMITETEHITUS He
OCBOEHA)

[ITxana oueHMBaHMS U OMMCAHUE MMOKA3aTENEH OIIEHUBAHUA MJISI KOHTPOJIbHbBIX

3a/IaHuUi, C OIlpe/ielIeHueM YpOBHEN C(OPMHUPOBAHHOCTH

banpHas mikana Omnmcanue moka3aTesieil OIeHUBAHHA YpoBeHb
OLICHUBAHMUS c(hOpMHPOBAHHOCTH
KOMIIETEHIIUH
«COTJINYHO» - 3aJjaHre BBIMOJIHEHO MPAaBHIBHO W B TONHOM o00beMe, coryiacHO | IIoBBIIICHHBIH

MPEABABIIACMBIM Tpe6OBaHI/ISIM;

- CACJIaHbl aPrYMCHTHPOBAHHBIC BBIBOBI,

- THPOABJICH TBOp‘ICCKI/Iﬁ nmoaxoa M JACMOHCTpalrd palruOHAJIbHBIX
c110co00B KOHerTHOﬁ MOCTaBJICHHOMN 3aJa4du,
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- CaMOCTOSATCIIBHO u IOCJICA0OBATCIIbHO Jact OTBCTHI Ha
JONOJIHUTCJIbHBIC BOMIPOCHI.

«XOpOoHo» - 3a/laHuC BBIMOJHCHO MPaBUJIBHO W B TOJIHOM 061,eMe, COTJIaCHO | 0a30BBIi
MpCABABIIACMbIM Tpe60BaHI/IHM;

- CACIaHbI ci1abo APTYMCHTHUPOBAHHBIC BBIBO/bI;

- IIOKa3aHbl 3HAHUA B IIpCaciiax I/I3y‘{aeMOﬁ JUCHUITIINHBI,
- JOITYIICHBI HCIOYCTHI.

«yIOBJIICTBOPHUT | - 3aJjaHHE BBHINOJHEHO HE B MOJHOM O0BEME, COTIACHO MPEeNbsBIsIeMbIM | [1oporoBerit
eIIEHOY» TpeOOBaHUSM;

- C/IeNIaHBl HE JOCTATOYHO apTyMEHTHPOBAHHBIC U TIOJHBIC BEIBOJIBI;
- HapyILIeHa JIOTHKA BBIIOJHCHHUS 3a0aHHus;

- IOKa3aHbl He JOCTAaTOYHBIC 3HAHUS N3y4aeMOW ITUCIIMIUIMHBI

- JONYIIEHbI €AMHUYHbIC CYIIECTBEHHbIC OLTHOKH.

«HCYOOBJIETBOD - 3aJaHUC HC BBIINIOJIHCHO, HeHOHyCTI/IMHﬁ
HUTCIIBHO» - BBITIIOJIHCHO HE BECPHO, (KOMHeTeHHI/IH HC
- JONYHUICHHBIC HEIOCPCACTBCHHBIC OIIHOKU ¢ HeHOCpeﬂCTBeHHOﬁ OCBOCHa)
TMMOMOIIBIO MPpETIoAaBaTEIA.

Conepma}me OLCHOYHBIX CPEACTB AJIA TCKYHIIEI0 KOHTPOJIA YCIIEBACMOCTH
Hepeqeﬂb BOIIPOCOB JIfA YCTHOTI'0 OIIpocCa

ITonsTHE «IETOTIPOU3BOICTBOY.
[ToHsiTHS «XOpUAMYECKAS CHIIa», KIOPUAUYECKAS 3HAYMMOCTD JOKYMEHTa
[TonsTHE «TOKYMEHT» U «IOPUIAHYECKUMN «TOKYMEHT.

4. TloHiATHa «IOKyMEHTAIlMOHHOE OOEecCeueHHe YIpPaBICHUS» U «HUH(OpMALMOHHOE
oOecrnieueHre yrnpaBICHUs

5. CucreMbl JOKyMEHTALHH.

6. Pa3BuTue TEpMUHOJIOTMYECKOrO ammapara JAeJI0NpOoru3BOICTBA.

7. 3Hadenue ['ocyiapCTBEHHBIX CTaHIAPTOB AJIS IOPUAUYECKOTO JIE€JIONPOU3BOJICTBA.

8. Crannmaptuzamuss MUCO wu cucrema MeHEI)KMEHTa KayecTBa B IOPHAMYECKOM
JIEJIONIPOU3BO/ICTBE.

9. BenoMcTBEeHHBIE HOPMAaTUBHBIE AKTHI B IOPUAUYECKOM JI€JIONPOU3BOJICTBE.

10. IIpo6Giemsl JIOKAIBHOTO PETIaMEHTUPOBAHUS IOPUIHMUECKOTO JAeONPOU3BOICTBA.

11. 3nayenne 3akoHa «OO0 apxuBHoM Jene B P®» g 0pUIMYECKOTrO
JIEJIONPOU3BO/ICTBA.

12. 3apyOexHbIi OIBIT IPaBOBON 00€CNIEYEHHOCTH FOPUINUECKOTO AETONPOU3BOICTBA.

13. IIpaBoBas pernamMeHTaIys IEKTPOHHOTO JOKYMEHTO000pOTa.

14. KonnyecTBeHHbIN M KaU€CTBEHHBIM COCTaB PEKBU3UTOB JOKYMEHTOB.

15. TpeGoBanus Kk 0HOPMIIEHUIO PEKBU3UTOB MPOTOKOJIA.

16. I'pynmibl  pexkBU3UTOB,  HeoOxoaumble Uit  3()PEKTUBHOM  OpraHu3aluu
JIOKYMEHTOO000pOTa.

17. PekBU3UTBI Kak CpPEJICTBO OOECTEUECHHS] IOPUIUYECKON CHIBI U OPUIAHMYECKOM
3HAYUMOCTHIOKYMEHTA.

18. BaxxHOCTh PEKBU3UTOB TSI CO3/IaHMS €TMHOTO HH(POPMAITMOHHOTO TPOCTPAHCTBRA.

19. Odopmnenue 6J1aHKOB OpraHU3aAIIH.

20. IlonsATHE MPaBOBBIX JOKYMEHTOB.

21. XapakTepucTHKa HOPMATHUBHBIX IPABOBBIX AKTOB OPIaHOB rOCYAapCTBEHHON BIacTH
MMYHHIIUIIAJIbHBIX MPABOBBIX aKTOB.

22. PacnopsauTenpHble JOKYMEHTBI: IOCTAHOBJIEHHE, IPUKA3, PACTIOPSDKEHUE, PEIICHNE
— HOpSAA0K 0()OpMIICHHS U BBEJIEHUS B JICHCTBHUE.

23. Bunsl oOpatieHuii rpax/jaH.

24. TpeboBanus Kk 0OPMIICHHUIO U TI0/Ia4ue OOpAIIeHU TpakIaH.

w =
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25. Tlopsaok moAroToBKH, 0(OpMIICHHSI OTBETOB Ha 0OpallleHus Ipax/iaH.
26. Cocraprenue 1 0hopMIICHUE CITY>KSOHBIX ITHCEM.

27. OdopmieHus akra.

28. OdopmieHus IpOTOKOJIOB.

29. Bwuapl 3asBieHuit, ux ohopmiieHue.

30. OdopmiieHHs TPOTOKOJIOB.

31. O6paboTka BXOAAIIMX U UCXOIAIINUX JOKYMEHTOB.

32. ®opmupoBaHue 1 0QOpMIICHHE JEI.

33. XpaHenue, nepegaya 1 yHUUTOKEHUE JIETT.

34. IloaroroBka JOKyYMEHTOB K II€PEIAYE B ApXUB.

35. JlokanbHas perjaMeHTaIus JOKyMEHTO000poTa.

36. TexHuueckue cpeicTBa YIPaBICHUS B OPraHU3aAIMH JOKYMEHTOO00POTA.
37. OnepaTuBHOE XpaHEHUE JOKYMEHTOB.

38. Ilopsimok MpOXOXKACHUS BXOIAIIUX U UCXOISIINX JOKYMEHTOB

IlepeyeHb KOHTPOJILHBIX 3aaHUI

3aganue 1. CocraButh WHGOPMAIMOHHOE MHCHMO. {11 TOATOTOBKM MUChMa BBIOPATH
OpTraHHU3aIHIo, ONPEIEIUTh €€ OPraHU3aMOHHO-TIPAaBOBYIO GopMy, ropuanudeckuit aapec, DUO
pykxoBoautens, OI'PH, OKITO, MHH/KTITT

3aganue 2.CocTaBuUTh NHUCHMO-TIPOCKOY. [l MOATOTOBKM THChbMa  BBIOpATh
OpraHU3aIIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBoautens, OI'PH, OKIIO, MTHH/KIIII

3apnanue 3.CocTaBUTh MUCHMO-TIpeAyNpexaAcHue. JlJis MOATOTOBKM MHChMa BBIOpATh
OpraHH3aIHIo, OMPEIEINTh €€ OPraHU3alMOHHO-TIPABOBYIO QopMy, ropuanueckuit aapec, DUO
pykxoBoautenss, OI'PH, OKITO, MHH/KTIITT

3aganue 4.CocTaBuUTh NHCbMO-TpUriamieHue. J[ins MOAroTOBKM mHCbMa BBHIOPATH
OpraHU3aIIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBoautens, OI'PH, OKITO, MTHH/KITIII.

3ananue S5.CocTaBUTh pEKJIaMHOE THMCHBMO. [l TMOATOTOBKM THChMa BBIOpaTh
OpTraHM3aIHIo, OMPEIEINTh €€ OPraHU3aIMOHHO-TIPAaBOBYIO QopMy, ropuanueckuit aapec, DO
pykoBoautensi, OI'PH, OKIIO, MUHH/KIIIT

3aganue 6.CocTaBUTh MHUCHMO-TIOATBEpXkKACHUE. [[1s1 MOATOTOBKM MHCHbMa BBIOPATH
OpraHU3aINI0, OMPEEIUTh €€ OPraHN3alMOHHO-TIPAaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBoautens, OI'PH, OKITO, MHH/KITIII.

3apnanue 7.CocTtaBUTh NHChMO-HamoMuHaHWE. J[Ji1 MOATOTOBKM THMChMa BBIOpaTh
OpTraHM3aIHIo0, OMPEIEINTh €€ OPraHU3aMOHHO-TIPAaBOBYIO QopMy, ropuanueckuit aapec, DUO
pyxoBoautens, OI'PH, OKIIO, MHH/KIIII.

3aganue 8.CocTaBUTh NHCHMO-TIPETEH3UIO. J[Is TOArOTOBKM THChMa BBHIOPAThH
OpraHU3aIIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pyxoBoautens, OI'PH, OKITO, MHH/KITIII.

3aganue 9. CocraBuUTh MpHUKa3 O MpueMe Ha paboTycoTpyAHMKA.J[Js MOATrOTOBKH
MpuKa3a BBIOpPAaTh OpraHU3allMi0, OMNPEACTUTh €€ OpraHu3alMOHHO-TIPaBOBYIO (opmy,
opuandecknii  aapec, DPUO pykoBoauTeNs, KIOYEBBIE JOHKHOCTH W TOAPA3ACICHUS
OpraHu3aIu.

3aganue 10.CocTtaBuTh npHka3 o0 YBOJIBHEHUU COTpyAHHKA.JlJIi MOArOTOBKHU MpHUKa3a
BBIOpaTh OpraHU3alMI0, OMPEIEIUTh €€ OPraHU3AIMOHHO-TIPABOBYIO (GOpMY, FOPUAMUYECKUN
aapec, DUO pykoBOAUTEIS, KIIFOUEBBIC JODKHOCTH M TIOJIPA3/IEICHIS] OpTraHU3aIlUH.
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3ananme 11.CocTaBUTh NMpHUKa3 0 NTPEMUPOBAHUM COTPYAHUKA.J[JIsI MOATOTOBKM MpHUKa3a
BHIOpAaTh OPraHU3aIMIO, ONPEACIUTb €€ OpPraHU3alMOHHO-TIPABOBYIO (GOPMY, HOPUIAMYECKHMA
aapec, ®UO pykoBoauTens, KIOYEBbIE JOKHOCTH U MOIPA3/eNIeHUs] OpraHU3aliH.

3aganue 12.CoctaBuTh TpHUKa3 O B3bICKAaHWH./|JIS TIOATOTOBKM IpUKa3a BLIOpAThH
OpraHH3aIHIo, ONPEIEINTh €€ OPraHU3alMOHHO-TIPAaBOBYIO QopMy, ropuandeckuit aapec, ®DUO
PYKOBOJUTENS, KIFOUEBbIE JOJKHOCTH U NTOPA3/IEIICHUs] OpraHU3aliH.

3ananme 13.CocTaBUTh NpPUKA3 O KOMAHJIMPOBAHMM COTPyJHUKA.J[1s MOATOTOBKHU
nprKa3a BBIOpaTh OpraHU3alMI0, ONPEICTUTh €€ OpPraHU3alMOHHO-TIPABOBYIO  (opMmy,
opuanueckuid  agpec, OUO pykoBoauTens, KIOYEBBIE JOJDKHOCTH M MOJpa3fesieHus
OpraHH3aIiy.

3ananue 14.CocraButh Tmpuka3z o0 ormycke. /i1 MOArOTOBKM TpuKa3a BBIOpaTh
OpTaHM3AIHIO0, ONPEICIUTh €€ OPraHU3AIMOHHO-TIPABOBYIO GopMy, ropuamdeckuil aapec, DO
PYKOBOJUTEIS, KJIFOUYEBbIE JOKHOCTH U MOAPa3/IesIeHUs] OpraHU3alliH.

3aganue 15.CoctaBuTh akT peBu3ud. {71 MOATOTOBKH aKTa BBHIOPATh OPTraHHU3AIIHIO,
OTIpEeICNIUTh €€ OPraHu3alOHHO-TIPaBOBYIO GopMy, ropunndeckuii aapec, ®UO pykoBoguTens,
KJIFOUYEBBIE JJOJDKHOCTH U MTOAPA3IEICHNs OpraHU3aiu.

3aganue 16.CoctaBuTh akT crucaHus. [[1s MOArOTOBKM akTa BHIOpATh OpPraHU3AIMIO,
ONPENIETUTh €€ OpraHU3alMOHHO-TIPaBOBYIO (opMy, ropunuueckuit aapec, O pykoBoauTens,
KITFOUYEBBIE JOHKHOCTH U MOAPA3ICICHUS OpraHU3aIiu.

3aganue 17.CocTaBuTh aKkT nepenayd MaTepuaioB U obopynoBaHus. [[nsi moaAroToBku
aKTa BHIOpATh OPraHMU3AIIHIO, ONIPEACTUThH €€ OPraHu3alluOHHO-TIPABOBYIO (POpPMY, IOPUANYECKUN
aapec, ®UO pykoBoauTens, KIOYEBbIE JOKHOCTH U MTOPA3/CIICHUs] OpraHU3aliH.

3aganue 18.CocraButh akT cauu paboT. [1Jjig mMOArOTOBKHU aKkTa BRIOpATh OPraHU3AIIMIO,
ONPENIETUTh €€ OpraHU3alMOHHO-TIPaBOBYIO (opMy, ropunuueckuit aapec, O pykoBoauTens,
KITFOUYEBBIE JOJHKHOCTH U MOAPA3ICICHUS OpraHU3aIiu.

3aganue 19. CocraBuTh akT YHHYTOXKEHHWS. JIJII TIONTOTOBKM akTa BBIOpATh
OpTraHMU3aIHIo, ONPEIEINTh €€ OPraHU3alMOHHO-TIPAaBOBYIO QopMy, ropuanueckuit aapec, ®DUO
PYKOBOJUTES, KIIFOUEBBIE JOHKHOCTH U MOAPA3JIEICHUs OpraHU3aluy.

3aganue 20.CocTaBuTh CrpaBKy 0 MecTe paboThL. /[yt MOATOTOBKHM JOKYMEHTa BHIOpATh
OpraHU3aII0, OMPEEIUTh €€ OPraHN3alMOHHO-TIPAaBOBYIO (opMy, ropuandeckuit aapec, PO
PYKOBOJAMTEIISA, KIIFOUEBBIE JOJKHOCTH U MOApa3AeICHUs] OpraHU3alliH.

3aganue 21.CocTaBUTh JOKJIAAHYIO 3amUCKy./[71s MOATOTOBKM JOKyMEHTa BbIOpaTh
OpTraHM3aIHIo0, OMPEIEINTh €€ OPraHU3aIMOHHO-TIPAaBOBYIO GopMy, ropuandeckuit aapec, DUO
PYKOBOJUTES, KIIFOUEBBIE JOHKHOCTH U MOAPA3JIEICHUs OpraHU3al1u.

3aganue 22.CocTaBUTh ClIyXkeOHYIO 3amucky.llJis MOATOTOBKH JOKyMEHTa BBIOPATh
OpraHU3aII0, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
PYKOBOJAMTEIISA, KIIFOUEBBIE JOJKHOCTH U MOApa3AeIeHUs] OpraHU3aliH.

3aganue 23.CocTaBUTh 3asBJICHHE O MpueMe Ha padoTy./[ns moAroTOBKH OKyMEHTa
BBIOpaTh OPraHU3AlMI0, OMPEJEIUTh €€ OPraHU3aIOHHO-TIPABOBYIO (GOpMY, HOPUIHMYECKUN
aapec, ®UO pykoBoauTens, KIOYEBbIE JOKHOCTH U MOIPa3/IesIeHUs] OpraHU3aliH.

3aganue 24.CocTaBuTh 3asBiieHHE 00 YBOJBHEHUU MO COOCTBEHHOMY XenaHuto.llis
MOJTOTOBKU JIOKYMEHTa BBIOpAaTh OpraHU3alluio, ONPEAENUTh €€ OpraHU3alMOHHO-IIPABOBYIO
dopmy, opunndecknii agpec, @O pykoBoaUTENS, KIIOUEBBIE TOMKHOCTH M TOIPA3ACICHUS
OpraHH3aIiH.

3apanme 25. CocTaBUTh MPUKA3 O CO3/IaHUU SKCHEPTHOW KOMHUCCUU ISl TPOBEACHUS
HKCIEPTU3BI HEHHOCTHU JTOKYMEHTOB OpraHU3aliu.

Jlyis MOATOTOBKM TpHKa3a BHIOpATh OpPTaHH3AIUI0, OMPENCIUTh €€ OpPraHU3aI[MOHHO-
npaBoBylo (opmy, ropunuyeckuit aapec, ®UO pykoBoauTeNs, KIIOUEBBIE JOJDKHOCTH U
Mo/ipa3/iesieHrs OpraHu3aluy.
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3apanue 26.CoctaBUTh NHChMO-M3BelIeHUE. [l TMOATOTOBKM TMChbMa BBIOpaTh
OpTaHM3AIHIO0, ONPEICIUTh €€ OPraHU3AIMOHHO-TIPABOBYIO GopMy, ropuamdeckuii aapec, PO
pykoBoautens, OI'PH, OKIIO, MTHH/KIIII.

3apanue 27.CocTaBUTh COMPOBOJUTEIBLHOE MUCHEMO. JJIsi MOJATOTOBKHM MHUChMa BHIOpaTh
OpraHU3aIIo, OMPEEIUTh €€ OPraHNu3alMOHHO-TIPAaBOBYIO (opMy, ropuandeckuii aapec, PO
pykoBonutensi, OI'PH, OKITO, MHH/KIIII.

3ananue 28.3aperucTpupoBaTh B KypHaJe WM Ha KOMITBIOTEPE HECKOJIBKO Pa3IuYHBIX
MIPUKA30B.

3apanue 29.3aperucTpupoBaTh B KypHAJIe WM Ha KOMITBIOTEPE HECKOJIBKO Pa3IUYHBIX
MHCEM.

3ananme 30. [ToaroroBbTe JUCT coryiacoBaHus Mpukasa. J[Jisi MOArOTOBKU JOKyMEHTa
BBIOpaTh OPTaHU3AIMIO, ONPEICIUTh €€ OPTraHU3AIMOHHO-TIPABOBYIO (GOpMY, FOPUAMUYECKUN
anpec, DUO pykoBOAMTEIIS, KIIFOUEBBIC TOJDKHOCTH U TIOJIpa3/IeIICHUSI OpraHU3aIliH.

3apanue 31.CocrtaBuTh mnpoTokosl 3acemanusi CoBeTa JHUPEKTOPOB aKIIMOHEPHOTO
obmecTBa. /[ MOATOTOBKHM MPOTOKOJA BHIOPATh OPTaHHM3AIIMIO, ONPEACIUTh €€ FOPUINYSCKUMA
anpec, ®UO pykoBOAHUTENSA, KIIFOUEBBIE JOJKHOCTH U MOJpa3IeICHUSI OpraHU3alUU.

TecToBBIC 3a1aHUA

1. lokymeHT — 3T0:

A) IlucbMeHHOE CBUIETEIBCTBO, JOKA3aTENbCTBO;

b) CocraBneHHblii B TOpsiAKE, MPEAYCMOTPEHHOM 3aKOHOM, aKT, YJIOCTOBEPSIOIINI
opuandeckuil GakT (poxkaeHHe, BCTyIIIEHUE B OpaK) WU MPEICTABISIONINNA TPaBO HA YTO-TUO0
(muruIoM, 3aBeIlaHue);

B) 3adukcupoBanHas Ha MaTepuaIbHOM HOCUTeNe HH(OpPMANMs C PEKBU3UTAMU,
MIO3BOJISIOIIMMU €€ UJIEHTU(UIIUPOBATS.

2. Jle10IpOU3BOACTBO — 3TO:

A) Ortpacnbp JesTenbHOCTH, OOecredynBaromas JTOKYMEHTUPOBAHHWE U OpraHU3alUIo
paboThl ¢ OpULIHANTBHBIMU JOKYMEHTAMH;

b) Benenune kaHLENsSpPCKUX Ji€J, COBOKYHNHOCTh pabOT MO JOKYMEHTHPOBAaHUIO
JEATEIIBHOCTH YUPEXICHUS U TI0 OpraHU3aluy JOKYMEHTOB B HEM;

B) CoBokynHOCTh pabOT MO JOKYMEHTHPOBAHHUIO YIPABICHUECKOW EATETbHOCTH
YUPEKACHUHN U 110 OpraHu3aluu paboThl C JOKYMEHTAMH B 3TUX YUPEXKICHUSX.

3. JaToii npuka3oB, nuceM, GpakcoB, CIPABOK, SIBJISIETCS:

A) lata coObITHS, KOTOPOE B HEM 3a(UKCUPOBAHO;

b) lata nonnucanus.

4. Ecin cipaBka HOCUT (PMHAHCOBBIN XapaKTep, TO MOANUCHIBAIOT ee:

A) PykoBoauTens;

b) PykoBonutens u Oyxranrep;

B) byxranrep.

5. Pe3omronuio Ha cayke0HOM MUCbMe MOKHO NMUCATh:

A) Tlo Tekcry;

b) Ha otnensHOM nucte Oymaru;

B) Ha cBoOo1HOM OT TEKCTE MecTe.

6. Kakoe ciyxe0HOe NMCbMO HMeeT 0TMETKY 0 HATHYHH NPUJIOKECHHS :

A) 3anpoc;

b) MudopmarmonHoe;

B) ConpoBoaurenbHoE;

I') Bee ciyxe0Hble MHUChMa.

7. KTo noanuceiBaeT NpoToKo.?
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A) PykoBoauTenb opraHu3aiuu;

b) [Ipeacenarens cobpanus;

B) [Ipencenarens u cekperapb coOpaHusl.

8. JIokyMeHTBI 110 THYHOMY COCTABY XPaHATCH:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') I[locTosiHHO.

9. bilaHK I0KyMEHTa — 3T0:

A) CranpapTHblif TUCT OyMaru ¢ BOCIPOM3BEACHHOM Ha HEM MOCTOSHHOM MH(OopMaIen
JIOKYMEHTa U MECTOM, OTBEJIEHHOM JJIs1 [IEPEMEHHOMN;

b) Benwrii nmuct OymMaru ¢ 4acTUYHO HANEYaTaHHBIM TEKCTOM M TpoOelaMu, KOTOphIe
3aMoJHAIOTCS aKTyalbHOU MH(pOpManuel (HarpuMep, aHKETHBIN OJ1aHK);

B) Jluct Oymaru ¢ HarmeyaTaHHBIM Ha3BaHUEM YUPEKACHUS, IPEANPUATHS, OpPTraHU3aLUN
WM C YaCTUYHO Hale4yaTaHHbIM TEKCTOM, IIPEIHA3HAYEHHBIM ISl COCTABIEHUS JOKYMEHTOB IO
ompezaeneHHon Gopme;

I') HaGop pexkBU3UTOB, UACHTUPUIMPYIOMIUX aBTOpa OQUIMATBHOIO MHUCHMEHHOIO
JIOKYMEHTA.

10. HoMeHK1aTYpPBI /1e]1 COCTABJSIIOT B BHJIE:

A) Tabnuupr;

b) Tekcra,

B) Tekcra u mudp.

11. Kakue pacnopsiinTe/bHbIe JOKYMEHTbI H31aI0TCH HA OCHOBE eIMHOHAYAJINUS:

A) Yka3zsl,

b) Ykazanus;

B) IIpuxa3sr;

I') Pemienns;

J1) [locranoBneHwus.

12. ABTOpPOM €J1y’Ke0HOI0 MUCbMA SIBJISICTCSH:

A) Opranusanus, pupma, OT UMEHH KOTOPOH MOCHIAETCS MUChMO;

b) JlomkHOCTHOE JUII0, KOTOPOE MOMHUCHIBAET TUCHMO;

B) UcnonuuTenb, KOTOPBIN TOTOBUT TEKCT MUCHMA;

I') ®usnueckoe WM IPUAMYECKOE JIULO, CO3/IABIIEE TOKYMEHT.

13.Eciin pacnopsiiuTe/ibHAsi 4YacTh TEKCTAa HAYMHAETCS CJI0BaAMH “00s13bIBal0”, TO
ITO:

A) npuka3

b) zasBnenue

B) pacniopsixenue

I') yka3anue

14. Anb00M (pOpM JTOKYMEHTOB OPraHHU3alUM — ITO:

A) COOpHUK STalOHHBIX YHU(HUIMPOBAHHBIX (OPM JOKYMEHTOB, NMPUMEHSEMBIX IS
JIOKYMEHTHUPOBAHHUS JESATEIbHOCTH OpraHU3aluy;

b) C6opHUK Bcex BUJOB JJOKYMEHTOB;

B) C6opuuk ¢popM 10KyMEHTOB, pa3pabOTaHHBIX B JAHHOW OpPraHU3aIINU.

15. FOpuan4eckyo CH1y JOKYMEHTA COCTABJISCT:

A) CBoiicTBO 0QUIMATBEHOTO JOKyMEHTa, cooOmaeMoe €My JIeHCTBYIOIINM
3aKOHOJATEIbCTBOM, KOMIIETEHIMEH H3JaBLIETO €ro opraHa M YCTaHOBJIEHHBIM MOPSAIKOM
oopmIiIeHuUS;

b) [lognucaHHbIi IOPUCTOM TOKYMEHT;

B) [lonnucanHblii BceMU pyKOBOAUTEISIMH TOKYMEHT.
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16. PekBU3HUT JOKYMEHTA — ITO:

A) O06s13aTeNbHbIN 371eMEHT 0(OpMIICHHS O(QUIIMATBHOTO JOKYMEHTA;

b) Ero oTaenbHbIN 2IEMEHT;

B) Yactsb ciry:xeOHOTO MHChMa;

I') ®upmeHHbI# OJ1aHK.

17. lenoBble NUCbMa 00BIYHO 3aKAHYNBAIOT Gpazamu:

A) B cootBeTcTBUU ¢ Bameli npocs60ii ...

b) C yBaxxeHuem ...

B) Hamu paccMmoTpens! Bamm npeioxeHus . ..

I') B csi3m ...

18. I'apanTHiiHOE MUCHMO — ITO:

A) JlokymeHT, COOOMmAONIMI O NPUOTMKCHUH, YCKOPCHHH, WCTCUCHHH CpPOKa
MCIIOJTHEHUS KaKOro-1100 NeiCTBUS;

b) lokyMmeHT, copepkalliuii IpUIriIalieHue Ha MEPOIIPUSITHE;

B) J[okyMeHT, B KOTOpOM TapaHTUPYETCs OIUIaTa BBIMOJIHEHHONW pPa0OThl WM
MPEA0CTaBICHUE YET0-T100 (padOThI, TOMEIICHUS U T.J1.);

I') lokyMeHT, MOATBEPKAAIOIINIA MTOTy4YeHUE [IEHHOCTEH.

19.1Ipumenenue Tabdeas u Aab0omMa popmM 10KYMEHTOB 0OecieYnBaeT:

A) Yauduxamnuio ¢popM JOKYMEHTOB;

b) FOpuanueckyto cuily 10KyMEHTOB;

B) OnepatuBHOCTH peanu3aiiy ynpaBieH4eckoi (pyHKINNA opraHu3aIi.

20. aiiTe onpenenenne popmyJasipa-oopasua:

A) COBOKYITHOCTh PEKBH3UTOB JIEJIOBOTO MMHCHMa;

b) CoBokynHOCTh pacmnoioKEHHBIX B ONPEAEIEHHON MOCIEeI0BATEIbHOCTH PEKBU3UTOB,
MPUCYIINX BCEM JTOKYMEHTAM ONPEEICHHON CUCTEMbI IOKYMEHTALINH;

B) CoBOoKyIHOCTh PEKBU3UTOB IPUKA3a;

I') CoBOKynmHOCTH PEKBU3UTOB aKTa.

21. ApxuB — 3T0:

A) OpraHuzanus WiIM ee CTPYKTypHOE IOApa3feieHHe, OCYIIECTBISAIOLIEe MpUeM U
XpaHEHUE apXUBHBIX JOKYMEHTOB C I[€JIbIO UCTIOIb30BaHUS*

b) xHuroxpanunmiie

B) cnoco6 xpaHeHus JOKYMEHTOB

22. JlokyMeHT, 3aKpeIUISIOIHI J0JKHOCTHOM U YUCJICHHBIN COCTAB NPEANPHUSTHSA C
yka3zaHueM (poHa 3apadoOTHOI MJIATHI — 3TO:

A) TOJKHOCTHAS UHCTPYKIIUS

b) ycras

B) monoxxenue

I') mratHoe pacniucanue

23. Ha ocHOBaHMM KaKHX JOKYMEHTOB MOKeT ObITh M3JaH NPHKa3 MO JHUIHOMY
cocraBy?

A) Ha ocHOBaHMHM 3asIBIECHUS

b) Ha ocHoBanuu Tpy10BOTO JOrOBOpa

B) Ha ocHoBanuu nokinagHON 3auCKu

I') Ha ocHoBaHuu cripaBku

1) Ha ocHoBanum akra

E) Ha ocHOBanu#m 1006010 M3 MEPEUNCICHHBIX JOKYMEHTOB

24. OxapakTepu3yliTe ¢ TOYKH 3peHHS] NPHHALJIECKHOCTH K PEKBH3MTAM
ciaenyromuii pparment: YTBEPK/IAIO dupexrop a/n 1.0.®. 13.02.2020

A) rpu¢ yTBepKIeHUS

B) 3aronoBox
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C) pesomronus

D) noamnuck

25. ®opmupoBaHue aejia - 3TO:

A) TI'pynnupoBaHME€ HCIIOJIHEHHBIX JOKYMEHTOB B J€JI0 B COOTBETCTBUM C
HOMEHKJIATYpOH JIe] U cUuCTeMaTH3alusl JOKyMEHTOB BHYTpHU Jena™*

b) Perucrpanus 10KyMEHTOB [1OCJIE UX UCIIOJHEHUS.

26. lokymeHT, (puKCcUPYIOIIMIA X0 00CY:KIeHHUsI BOMIPOCOB U NMPUHSATHSA PelIeHN Ha
co0paHuAX, 3aceJaHUAX, COBCIIAHUAX H T.I.:

A) oOBsICHHUTEIIbHAS 3aITUCKa

b) noxmannas 3anucka

B) akt

I') mporoxoun

27. lokymMeHT, cojep:kamui uHpopMauunio, He NMPeIHAZHAYEHHYIO /ISl HIHUPOKOI0
PacnpoCTPAHEHHS:

A) HEonyOJIMKOBAaHHBIN;

b) Taitnblit;

B) HemyOnuKyembiii;

I') HenepruoanuecKu.

28. UTO0 OTHOCHTCH K MPU3HAKAM JOKYMEHTA:

A) byHKIIMOHANBHOCTH HHPOPMALINY;

b) ToxxnecTBeHHOCTH caMmoMy cele;

B) 3akoHHOCT®B;

I') 3aBepiIeHHOCTH COOOIIEHUS

29. Ecau Bam Heo0XxoauMo 1aTh onMcaHue peKJIaMupyeMbIX yeiayr, Bel cocraBure:

A) 1OTOBOpHOE MHUCHMO

b) pexiiamHoe nucbMo

B) conpoBoauTenbHOE MUCHMO

I') nuceMo-npuriamexHue

30. Ecau Bam Heo0xoaumMo npexbsBUTH NPETEH3UH NapTHEPY, Bbl cocTaBure:

A) 10TOBOpHOE MHUCHMO

b) uadopmarmonHoe nucbMo

B) conmpoBoauTensHOE MHUCHMO

I') nucbMo-TIpeTeH3 1o

31. YkaxuTe OTINYMTE]bHOE CBOMCTBO JOKYMEHTA:

A) KOIMIHOCT®;

b) ropuanueckas cuia;

B) MHOXXECTBEHHOCTb;

I') TounoCTSD.

32. Eciin Bam Heo0X0auMO NPHUIVIACUTH OPraHU3alMI0 WM J0JKHOCTHOE JIMIO HA
coBellaHue, BCTpeuy, Bbl cocTaBure:

A) nuceMo-npuUriameHue

b) conpoBoauTeIEHOE MHCHMO

B) nuceMo-noarBepxkaeHne

I') noroBopHoe nucerMo

33. Ecau Bam Heo0xoaumMo co00IIMTH 0 NPOBEAeHUN MeponpusaTHs, Bel coctaBuTe

A) conpoBOAUTETHHOE MTUCHEMO

b) nucemo-noaTeepxieHne

B) norosopHoe nucsmo

I') napopmanmoHHOE MTUCHMO
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34. Ecim BamM He00X0auMO COCTAaBUTHh NUCbMO, HHPOpPMHpPYIOILEEe ajapecaTra o
HANpPaBJIeHUH K HEMY NPHCHLIAeMbIX IOKYMEHTOB, Bbl cocTaBuTe

A) conpoBOAUTETHHOE MTUCHEMO

b) nucemo-yBenomienue

B) nuceMo-noarBepxaeHne

I') noroBopHoe nuceMo

35. Eciiu Bam He00X01UMO YBEJOMUTH OTIPABUTEJIS O MOJYYEHUH TOKYMEHTOB, BbI
coCTaBHTe

A) nH(DOpMaAITMOHHOE THUCHMO

b) noroBopHoe nucsmo

B) conpoBoauTenbHOE MHUCHMO

I') nuceMo-noaTBEpKIEHUE

J171s1 BBIMOSTHEH WS 3aIaHUM BBIJIESETCS 3 MUHYTHI Ha OJIMH BOIIPOC.

Kimroun IMPpaBUJIbHBIX OTBCTOB

Ne Bepnsiit Ne Bepnsbiit Ne Bepnsbiit

BOIIpoca OTBET BOIpoca OTBET BOIIpOCa OTBET
l. B 13. B 25. A
2. A 14. A 26. r
3. b 15. A 27. B
4. b 16. A 28. r
3. b, B 17. b 29. b
6. B 18. B 30. I
7. B 19. b 31. b
8. B 20. b 32. A
9. I 21. A 33. r
10. B 22. r 34. A
11. A,b,B 23. E 35. r
12. r 24. A

4. OueHoYHbIE cpeacTBa AJd NPOBEACHUA IMPOMEKYTOUYHOIO KOHTPOJIA ¢ OMUCAHUEM
HOKa3aTeﬂeﬁ, KPUTEPUEB U HIKAJbI OICHUBAHUS

K omeHounelM cpeacTtBaM — NPOMEXKYTOYHOM — arTecTalliM  OTHOCUTCA — 3a4eT,
Iperoiaraloluil BOCIpor3BeieHNE (M3TI0KEHNE) TEOPETUYECKOr0 MaTepuaia o JUCIUIUIMHE.

Kpurepun onenuBanus:

- [IOJIHOTA OTBETOB;

- CTEIIEHb OCO3HAHHOCTH, TIOHUMAaHUS N3YYEHHOTO;

- A3bIKOBOE O(hOpMIIEHHE OTBETa — YETKOCTh M MPABUIBHOCTh PEUH;

- CTEIIEHb CAMOCTOSITEIIbHOCTH BBINIOJIHEHUS JIEHCTBHS;

- OCO3HAHHOCTD BBIITOJIHEHUS JACUCTBUS;

- BBIMOJIHEHHUE JIEHCTBUN B HE3HAKOMOW CHUTYyallMH (BBIIIOJIHEHUE 3a/laHUi TBOPUYECKOTO
YPOBHS1);

- KpEaTUBHOCTh, KOMMYHUKATHBHOCTh, KOMIIETEHTHOCTb.

YpoBeHb OCBOCHMsS KOMIIETCHIUI OIpPEACNAeTCs B 3aBUCUMOCTH OT KpPUTEpUs
OLICHUBAHMSI PE3YJIbTaTOB OOYUYEHUS U IEMOHCTPUPYET YCHEIIHOCTh OCBOSHHSI KOMITETEHIUH.
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YpoBHHU chpOpMHUPOBAHHOCTH KOMIIETEH NI

IToBbI1ICHHBINA YPOBEHB

ba3oBelil ypoBeHb

[ToporoBslii ypoBeHb

Henonycrumsiii
YPOBEHb

Kommerenmus
cthopmupoBaHa.
HeMoHcTpupyercs
BBICOKHIA YpOBEHb
CaMOCTOSITEIbHOCTH,
BBICOKAst aJlallTHBHOCTh
MPAKTHYECKOTO HABBIKA.

Kommerenius
cthopmupoBaHa.
HeMoHcTpupyercs
JIOCTAaTOYHBIM  YPOBEHb
CaMOCTOSITETEHOCTH
YCTOMYMBOTO
MPaKTUYECKOTO HABBIKA.

Kommerenmus
chopMupoBaHa.
HeMoHCcTpUpyeTcs
HEJOCTATOYHBIHN
YPOBEHb
CaMOCTOSTEILHOCTH
MPAKTUYECKOT'0 HABHIKA.

Kommerenmnus ue
cthopmupoBaHa.
YpoBeHb
CaMOCTOSATEIbLHOCTH
MPaKTUYECKOTO HaBBIKA
HE IEMOHCTPUPYETCH.

[IIkaa olleHWBaHUS U ONMCAHKE TTOKA3aTesIei OIICHUBAHMS JJIsl 324eTa, C ONpeACIICHIEM
ypoBHEl CHOPMUPOBAHHOCTH

bunapnas Omnmcanue moKa3aTeleil OrCHUBaHMS YposeHb
IKaa c(hOpMHUPOBAHHOCTH]
OIICHUBAHMS KOMICTCHIUU
«3a4TEHOY - B ITOJTHOM 00bEeMe H3JIaraeT y4eOHbIH MaTepuar, IToBBIIICHHBII

- OOITYCKacT HCCYHICCTBCHHBIC OIHI/I6KI/I " UCOPaBJIACT UX CAMOCTOATCIBHO WUJIN
MIOCJIe YKa3aHUs Ha HUX Tpero/iaBarelieM;
- [OpHU H3JIO0KCHUU HpOﬁI[eHHLIX pa3zacioB MNOAYEPKHUBACT CYUICCTBECHHBIC
MPU3HAKA U3YYCHHOTO MPEIMETa;
-  BBIACTACT MNPHUIUHHO-CICIACTBCHHBLIC CBA3U,
00600112€T MaTepHalL.

(dbopMyIHpyeT BBIBOABI H

«HC
3a4TCHO» -

3aTpyIHIACTCS
(hopMyITMPOBKE BBHIBOJIOB;
- TIpM OTBETaxX Ha BOINPOCHI INPENOJaBaTelNs JOMYCKaeT IpyOble ONMIMOKH WIN
BOBCE HE OTBEYAET HA HUX;
- IEMOHCTPHPYET NOJIHOE He3HAHHE NPOIJICHHOI0 MaTepHara.

pu

- HC MOXCT BbIACINUTH CYHICCTBCHHBIC IMTPU3HAKU U3YUCHHOT'O IPEAMETA,
BBISIBJICHUM  NTPUYHMHHO-CJICACTBECHHBIX

CBA3CH W

Henonyctumsrit
(KOMITCTEHITUS HE
OCBOCHA)

Conepmanne OCHOYHBIX CPEACTB AJIsA l'[pOMG)KyTO‘lHOﬁ aTTeCTalluu

Hepeqeﬂb BOIIPOCOB AJIS1 MMOATOTOBKHU K l'lpOMe)KyTO‘-IHOﬁ arrecTalumn (321qu)

1. TIlpenmer, 3a1auu U coaepx aHUe Kypca.
2. lloHATue AeMOMPON3BOACTBA, €T0 IeTU U (PYHKITHH.
3. OcHOBHBIE dTambl Pa3BUTHS JEIOMPOU3BOJICTBA B JOPEBOIIONMOHHON Poccuu n ux

XapaKTCPUCTHKA.

4. CraHOBJICHHE U Pa3BUTHUC TOCYAAPCTBCHHOI'O JCJIOIIPOU3BOACTBA B COBETCKOC BpEMHI.
5. HOpMaTI/IBHO-MeTOI[I/ILIeCKOG peryjiupoBaHuc ACJIOIIPOU3BOACTBA B HACTOALICC

BpeMsl.

o=

JIoOKyMeHTOOO0POT U JOKYMEHTOIIOTOKH.
Opranuzanys JOKyMEHTO000pOTa B COBPEMEHHBIX YUPEKICHUSIX.
Peructpanus JOKyMEHTOB COBPEMEHHBIX OpraHU3auil.

9. Hogeiimue nHbOpMaIIMOHHBIC TEXHOJIOTHH B IETIOTIPOU3BOJICTBE.
10. IlonsATne u BUABI JOKYMEHTOB.
11. Yaudwukanus u crangapTu3anys J0KyMEHTOB.
12. VHudunupoBaHHBIE CUCTEMbI TOKYMEHTAIIHUH.
13. Ctpykrypa u coaepkaHue TOKyMEHTa.

14. CtpykTypa JOKYMEHTAIMOHHOM CITY>KOBI M €T0 OPTaHU3aIlMOHHBIEC (DOPMBI.
15. CtpykTypa 1 XapakTepHCTHKa JOKYMEHTOIOTOKOB.
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16. DTanbl NPOXOKIACHHUS JOKYMEHTOB B OpTraHU3allHH.

17. Texuonorus 00pabOTKH MOCTYMAOIINUX (BXOASIINX) JOKYMEHTOB.

18. TexHomorus 00pabOTKU MOCTYMHAIOIIUX OTIPABISIEMbIX (MCXOASIINX) JOKYMEHTOB.

19. Texnomorusi 00pabOTKH BHYTPEHHHUX TOKYMEHTOB.

20. TennmeHuuu pocta JOKYMEHTOOOOPOTA U MYTH €r0 COKPAIICHHUS.

21. Xapakrepuctuka (enepaaspHOr0 3akOoHAa KakK JOKYMEHTa, €ro CTPYKTypa H
PEKBU3UTHI.

22. Tlonstue nadopmanuu, nHpopManus Kak 00BEKT MPABOBBIX OTHOLICHUH.

23. IIpaBoBas uHpOpMaLHs U €€ CTPYKTYypA.

24. 3akoHOAaTeIhCTBO 00 MH(pOPMAIIUH.

25. TlpaBoBoe peryjanpoBaHHE ACIONPOU3BOICTBA.

26. Ilopsaok MCMOIB30BaHMS TOCYJApPCTBEHHOTO si3bika Poccuiickoir @expepanuu mpu
JOKYMEHTHPOBaHUU OPHUIHATEHON HH(OpMALIHH.

27. CoctaB 1 OCHOBHBIE TpeOOBaHUS K OPOPMIICHHIO PEKBU3UTOB JOKYMEHTA.

28. llpennoxenusi, 3asBIEHUS U KajJoObl TPakJaH, UX pPOJIb U 3HAUEHHUE B YCIOBUSX
JIeMOKpaTH3aluu O0IEeCTBA.

29. 3akoHomaTelbHBIE M HOPMATUBHBIE aKThl, pErJIAMEHTUPYIOIIUE paboTy C
IPEUIOKEHUSMH, 3asBICHUSAMH U Kajlo0aMH IpakJIaH.

30. OcHOBHbIE 3a/la4Ml JEJIONPOU3BOJICTBEHHOW CIIy’Obl B OpraHu3aludd U padbOThl C
00OpalIeHUsAMH TPaKAaH.

31. Opranusanus npueMa rmoceTUTENIeH.

32. Jlenonpou3BOACTBO 110 0OpAICHUSIM I'PakIaH.

33. OcHOBBI TPaBOBOTO PETYJIUPOBAHUS JICTOMPOU3BOJICTBA B OPraHaX UCIIOTHUTEIHHOM
BJIACTH.

34. Opranu3aliOHHO-PACIIOPSIAUTENIbHBIE TOKYMEHTHI: TIOHATHE, COCTaB, IOPUINYECKAS
cuia.

35. OcHoBHbIe TpeOOBaHUS K OPOPMIICHHUIO PACHIOPSAUTEIbHBIX TOKYMEHTOB.

36. IloHsATHE M Ha3HAUYEHUE OPTaHU3ALIMOHHBIX JTOKYMEHTOB.

37. VHpopMamOHHO-CIIPaBOYHbIE JOKYMEHTHI: OIpe/ieJIeHHEe, BUbI, (QYHKIUH.

38. CrpykTypa, coaepKaHue 1 BUJIbI IPOTOKOJIOB.

39. MexayHapoJHbId CTaHAApPT CIYKEOHOTO TMHChbMa, PEKBU3UTBI M MOPSJIOK
VCIIOJIHEHMUS.

40. Ilonsarue u xknaccudukaiys T0KyMEHTOB MO JUYHOMY COCTaBY.

41. YuudunupoBanHbsle (HOpMbI MEPBUYHON YUYETHOH JOKYMEHTAlMU IO TPYAYy U €ro
oruiaTe.

42. Oco0eHHOCTH JOKYMEHTHPOBAHUS TPYOBbIX OTHOLICHUH.

43. Odopmienue neid MOCTOSHHOTO, TOJTOBPEMEHHOTO XpaHEHHWS M MO JHUYHOMY
COCTaBy.

44. Peructpanus v y4eT JOKYMEHTOB.

45. Cucrembl 3JIEKTPOHHOTO IOKYMEHTO000pOTa.

46. dopmupoBaHUE JE.

47. HomeHkiaTypa Aei.

48. Buabl HOMEHKIATYDP JeN, UX OCOOCHHOCTH.

49. IlpuHLUIIBI ¥ TPaBWJIA PETUCTPALIMU U MHJEKCUPOBAHUS JOKYMEHTOB.

50. CocTaB perucTpupyeMbIX U HEPETUCTPUPYEMBIX TOKYMEHTOB.

51. Perucrpannonssie GOpMBI.

52. TexHomnorusi BeACHUSPETrUCTPAIUOHHBIX (HOPM.

53. KoHTpOJIb UCIIOJTHEHUS TOKYMEHTOB.

54. 3HavyeHHe KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB B YIIPABIEHYECKON JeSITEIbHOCTH.
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55. OpraHuzanusi perucTpauuu JOKYMEHTOB M ToMcKa HHGOpMalmuud B YCIOBHUSAX
MPUMEHEHUS HOBEHIINX HHPOPMAITMOHHBIX TEXHOJIOTUH.

56. OcHoBHBIE TpeOOBaHUS K IOJTOTOBKE el AJIs Iepejaul Ha apXUBHOE XpaHEHUE.

57. Opranm3anusi paboThl C JOKyMEHTaMH, COJACPIKAIIUMH CBEIACHHS, OTHECCHHBIC K
roCyIapCTBEHHOM TaiHe.

58. 3amura JOKyMEHTOB, COJIEPKAIIUX IEPCOHATILHBIE IAHHbIE.

59. 3ammTa TOKYMEHTOB, COACPKAIIUX KOMMEPUYECKYIO TalHY.

60. JloxyMmeHTHI "1t CITy’K€OHOTO TOJIb30BaHUA" U UX 000POT.

61. Opranm3anus JOKyYMEHTOOOOpOTa B  YCIOBUAX  INPUMEHEHUS  HOBEHIIUX
WH(OPMAIIMOHHBIX TEXHOIOTHH.

62. TpeboBaHus HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB K COCTaBJ€HUIO U
0(OPMIICHUIO HOMEHKJIATYP JIeI.

63. MeToauka cocTaBieHUs HOMEHKJIATYP JAEI.

64. Tlopsgok odopMIICHHS, COTIACOBAaHUsS, YTBEP)KICHUS U BHEAPEHUS HOMEHKIATYP
hi(S)

65. OcHOBHBIC MpaBWIa (YOPMHUPOBAHHUS JICI.

66. XpaHeHue T0KyMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX.

67. DxcrepTu3a IEHHOCTH JOKYMEHTOB.

68. Ilopsmok  mpoBeneHUs  OKCIEPTH3bl  LIEHHOCTH  JOKYMEHTOB, odopmiieHue
pe3yIbTaTOB €€ MPOBEICHUS.

69. Ilepeunu JOKYMEHTOB CO CPOKAMHU XpaHEHUSI.

70. IMopsimok ciayu e B apXUB CTPYKTYPHBIMH IMOPA3ACICHUSIMU YUPEKICHHUS.
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OreHnBaeMas
KOMIIETEHIUS

IInanupyemsle
pe3yabTaThl
OCBOEHHS
JUCLUTUIAHBI IO
JJIEeMEHTaM
KOMIIETEHIIUH

Tema

CozepixaHue OLICHOYHOTO CPEICTBa
(TIepedeHp BOIPOCOB K 3a49ETY)

OIIK-8 31

OIIK-8 -
CII0OCOOHOCTBIO
MIPAaBHIBHO ¥ TTOJTHO
OTpakaTh
Pe3yIbTAThI
po¢eCCHOHATBHOM
JIESITENILHOCTH B
FOPUINYECKON U
HWHOM JOKYMEHTAaIuU

Tema 1. OCHOBHBIC TEPMHHBI U
rmoHsTHsA. CHCTEMBI
ITOKyMEHTaIN!

[Ipenmer, 3a1a9u U coAepKaHue Kypca.
[ToHsTHE METONPOU3BOACTBA, €T0 IETH U (YHKITHH.

CraHOBJIEHUE U Pa3BUTHE TOCYAAPCTBEHHOIO AEJIONPOU3BOJICTBA B COBETCKOE BPEMSI.
HopmatuBHO-MeTOANYECKOE PeryInpoBaHKE AETIOMPON3BOICTBA B HACTOSIEE BPEMSL.
JIOKyMEHTOO00POT U JOKYMEHTOIIOTOKH.

Opranuzanus 10KyMEHT0000pOTa B COBPEMEHHBIX yUPEkKACHHUIX.

Peructpanus 10KyMEHTOB COBPEMEHHBIX OpraHU3aluil.

Hogeiimue nH(bpOpMaIIOHHBIE TEXHOJIOTUH B AEIOIPON3BO/ICTBE.

10. [TonaTHe 1 BUABI JOKYMEHTOB.

11. Vaudukamus 1 craHaapTH3anus JOKYMEHTOB.

12. VHUUIMpOBaHHBIC CUCTEMBI JOKYMEHTAIIHH.

13. CtpyKTypa U coliep>KaHue JOKyMEHTA.

14. CrpykTypa JOKyMEHTAI[HIOHHON CITy>KOBI M €T0 OpraHu3alMOHHBIE (POPMBI.

15. CTpykTypa U XapaKTepHUCTHKA JOKYMEHTOIIOTOKOB.

16. OTams! IPOXOXKACHUS TOKYMEHTOB B OpraHU3ally.

17. Texnomorust 06pabOTKH MOCTYNAIOMINX (BXOASIINX) TOKYMEHTOB.

18. TexHomorust 06pabOTKH MOCTYMAIOIINX OTIPABIIAEMBIX (MCXOIAIINX) JOKYMEHTOB.
19. Texnonorust 06pabOTKM BHYTPEHHUX JOKYMEHTOB.

20. TeHAeHIMU POCTA JOKYMEHTOO0OPOTa U ITYTH €ro COKPAICHHUSI.

WRXNA AW

OCHOBHEBIE ATaIbI Pa3sBUTUA ACIOIIPOU3BOACTBA B HOpeBOH}OHHOHHOﬁ Poccun m mx XapaKTCPpUCTHUKA.

OIIK-8 31
OIIK-8 V1

Tema 2. IIpaBoBast ocHOBa
FOPHITICCKOTO
nesnonpou3BocTsa B PO

21. XapaxTepucTuka ¢enepaabHOTO 3aKOHA KaK JOKYMEHTa, €r0 CTPYKTypa U PEKBU3HTHI.
22. Tlonsrue naOpMarym, HHGOpMAIHs Kak 0OBEKT MPABOBBIX OTHOIICHUH.

23. TIpaBoBas mHpOPMAIUS H €€ CTPYKTYpa.

24. 3aK0HOIaTENLCTBO 00 HH(MOPMAIIHH.

25.IIpaBoBo€ peryIupoBaHUe AEIOIPOU3BOCTBA.
26.1lopaaok  HCHONB30BaHUS ~ TOCYAAapCTBEHHOIO
JIOKYMEHTHPOBAaHUH O(PpHUIHAIEHON MH(POPMAITHH.

s3pika Poccuiickoi Denepanuu

npu

OIIK-8 31
OIIK-8 V1
OIIK-8 Bl

Tema 3. CoctaB u opopmiieHHE
PEKBU3UTOB, 06ecneqHBanme
FOPUIITYECKYIO CHILY,

BHAYMMOCTHb TOKYMEHTOB B

27.CocTaB 1 OCHOBHBIE TPEOOBaHUS K O(OPMIICHHIO PEKBU3UTOB TOKYMEHTA.
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ITeJIOMTPOM3BOICTBE

Peructparysi, y4er, XxpaHeHHe
e

OIIK-8 31 Tema 4. JlokyMEeHTHpPOBaHHUE 28. [IpemnoxeHus, 3agBICHIS M JKaJloObl TpakJlaH, X POJb W 3HAYCHHE B YCIOBHAX JEMOKPATH3AINH
OIIK-8 V1 HOPMAaTHBHOW MH(OpPMAITHHL. oOmiecTna.
OIIK-8 B1 J1eJ10IpOU3BOACTBO 110 29.3aKkoHoaTebHBIE M HOPMATHBHBIC AaKThl, DPErJaMEHTHPYIOIIHE padoTy C MpeIoKEHUIMH,
00OpaIeHNsIM IpaXkKaaH B 3asIBJIICHHUSMU U jKaJlo0aMu rpaxk/JIaH.
OpraHax BIacTH 30.OcHOBHBIC 3aJjau¥l JAEIONPOU3BOJCTBEHHOW CIyXObl B OpraHU3allid U pabOTHl C OOpaIleHUIMH
Tpax/aH.
31. Opranusanus npruemMa noceTuTesnei.
32. Jlenonpou3BoACTBO MO O0paLICHUSIM IpaXKIaH.
33. OcHOBBI MPABOBOTO PETYIMPOBAHMS ACIOMPOM3BOCTBA B OpraHaX UCIIOJHUTEIHHOH BIACTH.
OIIK-8 31 Tema 5. OdopmieHne u 34. OpraHu3airOHHO-PACIOPAIUTEIbHBIE JOKYMEHTHI: IOHATHE, COCTaB, IOPUIUYECKAs CUJIA.
OIIK-8 V1 COCTaBIICHUE OpraHU3auOHHO-| 35. OcHOBHBIC TpeOOBaHUA K 0DOPMIICHIIO PACTIOPSITUTEIHHBIX JOKYMECHTOB.
OIIK-8 Bl [pacopsiANTEIbHBIX 36.[loHsTHE M HA3HAUYEHHE OPTaHU3ALIMOHHBIX JOKYMEHTOB.
ITOKYMEHTOB
OIIK-8 31 Tema 6. OdopmieHne 1 37. NadopMalimOHHO-CIIPaBOYHbIE JIOKYMEHTHI: ONpeIelicHUE, BUIIbI, (DYHKIIHH.
OIIK-8 V1 cocraBieHue nHPopMannoHHo-| 38. CTpykTypa, comep>kaHue U BUABI TPOTOKOJIOB.
OIIK-8 BI CIIPABOYHBIX JIOKYMEHTOB 39. MexTyHapOAHBIH CTaHIAPT CIYXKeOHOI0 NHChMa, PeKBU3UTHL U IOPSIOK UCTIOJIHEHHUSL.
OIIK-8 31 Tema 7. OCHOBBI KaApOBOTO 40. ITousiTre U KaccuuKanus JOKyMEHTOB TI0 JIMYHOMY COCTaBY.
OIIK-8 V1 EJIONPOU3BOICTBA 41. YaudunupoBanHsie GopMBbl IEPBUYHON YUETHOH JOKYMEHTAIMH 110 TPYY U €ro OIlIaTe.
OIIK-8 B1 42.0Oco6eHHOCTH JOKYMEHTUPOBAHHS TPYAOBBIX OTHOILICHHH.
43. OdopmiieHne e MOCTOSTHHOTO, JOJITOBPEMEHHOI'0 XPaHEHHS! M 10 JINYHOMY COCTaBY.
OIIK-8 31 Tema 8. OcHoBHBIC IPUHIUNEI | 44. Peructparys u y4eT J0KyMEHTOB.
OIIK-8 V1 OpraHu3aIuu 45. CucTeMbl 3JIEKTPOHHOTO TOKYMEHTO000pOoTa.
OIIK-8 B1 IMOKYMEHT0000pOoTA. 46. ®opMupoBaHue aed.

47. Homenknarypa aein.

48. Bupl HOMEHKIIATYD AeT, UX 0COOCHHOCTH.

49. [IpuHIMIIBI ¥ TIPaBHJIA PETUCTPAUK U MHAECKCUPOBAHUS JOKYMEHTOB.

50. CocTaB perucTpupyeMbIX 1 HEpeTUCTPUPYEMBIX JOKYMEHTOB.

51. PerucrpanuoHHbIe (OPMEIL.

52. TexHONOTHS BEJACHUAPETUCTPAIIMOHHBIX (POPM.

53. KoHTpObh HCHIOTHEHNUS TOKYMEHTOB.

54.3Ha4ueHne KOHTPOJIS UCTIONHEHHS JOKYMEHTOB B YIPABICHIECCKOH EATETHHOCTH.

55.Opranm3anys perucTpary JOKYMEHTOB W TIOWCKa HWHQOPMAIMM B YCIOBUSAX NPUMEHEHUS
HOBEUINX WH(OPMAIIMOHHBIX TEXHOJIOTHI.

56. OcHOBHBIE TPeOOBaHUS K MTOJTOTOBKE A€ LIS NepeAaydl Ha apXUBHOE XpaHEeHNE.

57. Opranuzanust paboThl C JOKyMEHTAaMH, COJEPXKAIIMMH CBE/ICHHS, OTHECEHHBIE K IrOCYJIapCTBEHHON
TaiiHe.

58. 3aumra JOKyMEHTOB, COAEPKALIUX EPCOHAIBHBIE JaHHBIE.
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59.3ammra JOKyMEHTOB, COACPKAIMUX KOMMEPUIECCKYIO TaliHy.

60. JTokyMeHTHI "I1s CITy>KeOHOTO MOJIb30BaHUA" B HX 000POT.

61.Opranuzanusi JOKYMEHTOOOOpPOTa B YCIOBUSX NPUMEHEHUS HOBEHIIMX HH(MOPMAIIMOHHBIX
TEXHOJIOTUH.

62. TpeOoBaHNsT HOPMAaTHBHO-METOJIMYECKUX JIOKYMEHTOB K COCTAaBICHHUIO U  O(GOPMIICHHIO
HOMEHKJIATyp JIell.

63. MeToauKa cOCTaBICHUS HOMEHKJIATYp JEIl.

64. ITopsinok ohopMIIeHHSs, COTTIACOBAHMSI, YTBEP)KACHHS U BHEAPESHUSI HOMEHKIIATYP JIell.

65. OcHOBHEBIC TIpaBUIa GOPMHUPOBAHUS JICTI.

66. XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX HOAPA3ICICHIAX.

67.JxkcnepTr3a HEHHOCTH IOKYMEHTOB.

68.Tlopsamok TpoBeneHHS SKCIEPTU3Bl IICHHOCTH JOKYMEHTOB, O(OpMIICHHE pEe3ylIbTaTOB ee
TIPOBEICHMUSL.

69. Ilepeunn JOKyMEHTOB CO CPOKaMHU XPaHEHHUS.

70. [opsiiok cliauu el B apXHMB CTPYKTYPHBIMH MOJIPa3ICICHUSIMHU YUPEKICHUSI.
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JIucr yyera usMeHeHUH

HwxHuil KOJOHTHUTYJI OLIEHOYHBIX MAaTEpUAJIOB COJEPKUT yKa3aHUs HAa HOMEp M JaTy
Bepcun JokymeHTta (Hanpumep, Bepcus 1.0 ot 03.2021 r.).

AkTyanuzanus (HENMOCPEICTBEHHOEC BHECEHHE H3MEHEHWH) TeKcTa (YacTH TEKCTa) Ha
000U W3 CTPAHMI[ OLIEHOYHBIX MAaTEPHAJIOB OCYIIECTBIISCTCS IyTEM 3aMEHBI BCEW CTpPaHUIIBL.
COOTBETCTBEHHO U3MEHSAETCSI HOMEP U JaTa BEPCUHM COOTBETCTBYIOIICH CTPaHUILIBI.

Wudopmanus BHECEHHMH H3MEHEHHWI (3aMEHE JHMCTOB) BHOCHTCA B TaOmuiyy ydera
n3MeHeHul. Jlata mocieaHel BEpCUM XapaKTEPU3yeT COBPEMEHHOCTh BCETO JOKYMEHTA.

Bpinmyck HOBOM pegakiuu JIOKYMEHTAa B3aMEH MPEAbIAYIIEH OCYLIECTBIAECTCS IpPU
HaKoIUIeHnH u3MeHeHui 6oiee 20 % ot oObema 00IIIero conepKaHus JOKyMEHTA.

Tabdauua yyera usMeHeHUH

Crp. Jara Ne u nara noxymeHnra, [ara Iloanuce
MOCJIEAHEN | PErJIAMEHTUPYIOIIETO BHECECHUE BHECCHUS HMCTIOTHUTEIIS
BEPCUM W3MCHCHUI W3MCHCHUI
25
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