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Jlenonpon3BOACTBO B IOPUANYECKON ESATETHHOCTH
(HaMEHOBAHHE JIVICIIUILINHEI)

OueHouHble Marepuaibl IO AUCHUIUIMHE «Jlelonpou3BOACTBO B IOPUIUYECKOM
nesitenpHoCcTH o HampasieHuto 40.03.01 «¥Opucnpynennus» / OraeBa A.}O.— CII6.: AHO
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1.Komnerenunu odyuarwmerocs, opMmupyembie B pe3yJbTare
OCBOCHMS JUCHMIIIHHBI

Paboueit

1.1. CocTaB KOMIETEHIINHA

MPOTPaMMOit

JUCHUILINHBI

«/1emonpou3BOACTBO B IOPUIUYECKOMN

NEeSITeIbHOCTHY MPETyCMOTPEHO (POPMHUPOBAHUE CIIEAYIOMINX KOMITETCHIIUH:

Unnexc

DopmynupoBKa

I1K-9

CIOCOOHOCTBIO MPABUIIBHO M TMOJHO OTPakaTh PE3yIbTaTHl MPO()ECCHOHATBHON NEesTeIbHOCTH B

FOpUJINYECKON U MHON JOKYMEHTAIlUU

1.2. IlepeyeHb MJIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHUS MO JUCHUILIUHE, COOTHECEHHBIX C
IUVIAHUPYEMbIMU Pe3yJIbTATAMH 0CBOEHHS 00pa30BaTeIbHOI NPOrpPaMMBbl

Kon n
Ilepeuenn TexHonoruu CpencTBa u
HaNMCHOBAHUE HanmenoBanue nHaukaropa
. 2JIEMEHTOB (opmupoBaHus TEXHOJIOTUHU
KOHTPOJIUPYEMOI JOCTHKEHUSI KOMITETEHIIN
KOMITETEHIMN KOMITETEHIINN OLICHKH
KOMITICTEHIINU
IK-9 - W/J1.1 3naer: Ga3oBble 3HaeT: nopsAAoK 3aHaTus VYcerHslit onpoc
CIIOCOOHOCTBIO rpaMMaTHYeCKUE KOHCTPYKLUH, | pa3pabOTKH, JICKIIMOHHOTO TectupoBanne
NPaBUIBHO U XapakTepHbIe JUIst 0COOEHHOCTH THIIA, KonrpoinsHble
MOJIHO OTPaXkaTh | IOPUINYECKHX TEKCTOB; HOATOTOBKH U 3ansaTHs 3aJaHus
pe3yNIbTaThI OCHOBHYIO PO()ECCHOHANBHYIO | PETHCTPAlNU CEMHHAPCKOTO 3ager
npodeccHoHaNbH | TEPMUHOJIOTHIO MO JOKYMEHTOB, THIIA,
Ol IESITENBHOCTH | IOPUCTIPYACHINH, IPaBHiIa KOHTPOJIISL HX CamocTosITeNnsH
B IOPUINYECKOI U | 0()OPMIICHUS PE3YJIbTATOB U WCTIOJTHEHUSI as pabora
HMHOM HMHOM TOKyMEHTalllH, Ymeert:
JOKyMEHTAINN CBSI3aHHOM C OTIPEETATh
npodeccHoHaNbLHON 0COOEHHOCTH
JIeSITeNTbHOCTBIO; HOATOTOBKH
N1.2YMeeTneMOHCTPUPOBATD OIIPEJICIICHHOTO

CrocoOBbl, CpeIcTBa, METOTBI,
MpUEMBI IPABUIILHOTO U
[IOJIHOTO OTPaKEHUs
pe3yIbTaToOB
po¢eCCHOHATBHOM
NIESITETFHOCTH B IOPUINIECKOM
Y UHOW JOKYMEHTaluu
WJI.3Bnageer HaBbIKaMU
MIPaBUIBHOTO U TIOJTHOTO
OTpaXXEHUsI pe3yIbTaTOB
npoeCCHOHATBHOMN
JIEeATENBHOCTY B FOPUINYECKOU
1 UHOM JOKYMEHTaluu

BUJIA IOKYMEHTA,
c000pasyscek ¢
IIPaBOBOU
cutyaunuein

Baapeer:
HaBBIKAMU
WCTIOJIb30BaHUS
KOHKPETHBIX
HOPMAaTHBHBIX
MIPaBOBBIX U
HOPMAaTHUBHO-
METOJINUECKHX
aKTOB IIpH padoTe
c
JIOKyMEHTalUeH.

1.3. IlepevyeHb MJIaHMPYeMBbIX Pe3yJbTATOB 00y4eHHs M0 JUCHUILINHE, JOpMHUPYEMBIX B
pe3y/bTaTe OCBOCHUS AN CIUILIHHBI

Kon u conepxxanue

WuaukaTopsl JOCTHKCHHS KOMIICTCHIIMN

[Tnanupyemble pe3ysibTaThl
OCBOEHMS AUCLUILINHBI IO

KOMIIETEHIIH N
9JIEMEHTaM KOMIETCHLUH
IK-9 - WJ1.1 3naer: 6Ga3oBbIe rpaMMaTHYECKHE ITK-9 31 3HaTh - nOps 0K
CITOCOOHOCTBIO KOHCTPYKIIMH, XapaKTEPHBIE IS FOPUINIECKUX pa3paboTKu, 0COOCHHOCTH
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MPaBWJIBHO M IOJHO | TEKCTOB; OCHOBHYIO PO(ECCHOHANBHYIO MOJArOTOBKU U pErucTpanuu
OTpaxaTb TEPMUHOJIOTHUIO IO IOPUCIIPYACHIINM, ITpaBUIIa JIOKyMEHTOB, KOHTPOJIS UX
pE3yJIbTaThI odopMIIEHHS PE3yIbTaTOB M HHOW JOKYMEHTAIIHH, HCIIOJIHEHUS
npodeccHoHATLHOW | CBSI3aHHOU ¢ MTPO(HECCHOHATBLHOM IEATEIILHOCTHIO; MMK-9 Y1 YMmetb - onpeaensiTh
JIeSITETILHOCTH B NJ1.2 YMeeT 1eMOHCTPUPOBAThH CIIOCOOBI, CPEACTBA, | OCOOCHHOCTH MOATOTOBKH
IOpPUINYECKON U METO/1bl, IPUEMBI IPABUIILHOTO U ITOJIHOTO OIPEJENIEHHOr0 BU/1a JOKYMEHTAa,
WHOU TOKYMEHTALMU | OTPaKCHUSI PE3yJIbTATOB MPOECCHOHATBHOMN €000pa3ysCch C MPaBOBOI CUTYyaIHeH
JIeATEBHOCTH B FOPUINYECKON U MHOU ITK-9 B1 Baaaers -HaBbIKAMU
JIOKyMEHTAaILUU WCIOJIb30BaHUS KOHKPETHBIX
WJ1.3 Brnageer HaBbIKaMy IPaBUJILHOTO M MOJIHOTO | HOPMATHBHBIX IPABOBBIX U
OTpaKEHUsI PE3yIbTATOB MPOGECCHOHATBHOMN HOPMATHBHO-METOIMYECKUX AKTOB
JIeATEIbHOCTH B FOPUINYECKOM U UHOU npu paboTe ¢ JOKYMEHTAIHEH.
JIOKYMEHTALUU
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2. [IacnopT OLlEeHOYHBIX MAaTEPUAJIOB /1Jisl IPOBeIeHUS TeKYIIero KOHTPOJIS yCIeBaeMOCTH U MPOMEeKYTOUHOI aTTecTaluu

HaumenoBanue Konrponupyemas HaunmeHoBaHUE OLIEHOYHOTO [InanupyemMsle pe3yabTaThl OCBOSCHUS
Tun koHTpONA Bun xonTpons .
TEMBI KOMIIETEHIIUS cpencTaa JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHIU I
Tema 1. OCHOBHBIE TEPMUHEI VYcTHblif onpoc IIK-9 31 3naTh - nopsIoK pa3zpaboTKH,
1 ToHATHSA. CHUCTEMBI TEKYIINH YCTHBIH; MTUCbMEHHBIN TectupoBaHnue 0COOCHHOCTH TOJTOTOBKH U PETHCTPANU
ITOKYMCHTAIHH JOKYMEHTOB, KOHTPOJIS FIX HCIIOTHEHHUS
Tema 2. IIpaBoBast ocHOBa IIK-9 31 3naTth - nopsIoK pa3paboTKH,
FOPHIUIECKOTO 0COOCHHOCTH TOJTOTOBKH U PETHCTPALUU
NeJI0MPOU3BOACTBA B PO . . VYcTHblif onpoc JIOKYMEHTOB, KOHTPOJISL UX MCIIOJHEHUS
TeKYIIUi MHUCHMEHHBIN
TectupoBanue MIK-9 Y1 YMeTb - onpeensiTh 0COOCHHOCTH
MOJATOTOBKH OIIPEEIICHHOTO BH/IA IOKyMEHTA,
€000pa3ysCh C MPaBOBOI CUTYyaIHEH
Tema 3. CoctaB u MK-9 31 3uathb - nopsaok pa3padboTkw,
o opMIICHIE PEKBU3HUTOB, 0COOEHHOCTH TOATOTOBKH M PETUCTPALNN
00ecTIeYMBArOIINX JIOKYMEHTOB, KOHTPOJISI IX HCITOTHEHHS
FOPUIMYECKYIO CHITY, MIK-9 Y1 YMeTb - onpeensiTh 0COOCHHOCTH
BHAYMMOCTb JTOKyMEHTOB B | TIK-9 - . N YcTHBI onpoc MOATOTOBKHY OIPENEIEHHOTO BUIA IOKYMEHTA,
EeIONpPOU3BOICTBE CHOCOOHOCTBIO oKyt [THCHMCHERIH co00pazysch ¢ IPaBOBOH cUTyalUeH
MIPaBUIIbHO U I1K-9 B1 Baanerp - HaBbIKaMu
TIOJIHO OTPa)kaTh MCIIOJIb30BaHMsI KOHKPETHBIX HOPMAaTHUBHBIX
pe3yIbTaTh NPaBOBBIX U HOPMAaTUBHO-METOANYECKUX aKTOB
npodeccHOHaNbHO npu paboTe ¢ TOKYMEHTalUeH.
Tema 4. JlIokyMeHTHpOBaHHUE | 1 JAEATENLHOCTH B IIK-9 31 3naTh - nopsIoK pa3paboTKH,
HOPMATUBHOM MH(POPMALIUH. | IOPHANYECKOH 1 0COOCHHOCTH TOJTIOTOBKH U PETHCTPALUU
/lenompou3BOACTBO MO MHOH JIOKYMEHTOB, KOHTPOJISI UX MCIIOJHEHUS
0OpaIIeHnsIM TpaxK1aH B JIOKyMCHTAINH MIK-9 Y1 YMmeTb - onpeensiTh 0COOCHHOCTH
OpraHax BJIacTH . . TectupoBanue MOATOTOBKHY OIPENEIEHHOTO BUIA IOKYMEHTA,
Texymmmii MHUCHMEHHBIN . N N
YcTHBI onpoc c000pa3ysch C MPaBOBOM CUTYyaIen
IT1K-9 B1 Biagers - HaBbIKaMu
WCIIOJIb30BaHUS KOHKPETHBIX HOPMAaTHBHBIX
MIPaBOBBIX ¥ HOPMATUBHO-METOANIECKUX aKTOB
pu paboTe ¢ JOKyMEHTaIueH.
Tema 5. Odopmnenue u Y eTHBH OMDOC MK-9 31 3uathb - nopsaok pa3padboTkw,
COCTaBJICHUE P 0COOCHHOCTH TOJTOTOBKH U PETHCTPaLUU
N .. . KoutposbHbie 3aqaHus1
OpraHU3al[IOHHO- Texymmii YCTHBIH; MUCEMEHHBIN JIOKYMEHTOB, KOHTPOJISI UX HCIIOJHEHUS
PacopsAUTENbHBIX IIK-9 Y1 Ymers - onpenensite 0COOEHHOCTH
ITOKYMEHTOB HNOJATOTOBKHU OIIPEJECJIEHHOT0 BU1a JOKYMEHTAa,
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HaumenoBanue Kontponupyemas

Tun koHTpOIA
TEMBI KOMIIETEHIIUS

Bun konTpOsst

HauMmeHoBaHHE OLIEHOYHOTO
cpencraa

[Inanupyemsle pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

c000pa3ysCch C MPaBOBOW CUTYyaIMen

I1K-9 B1 Baanerp - HaBbIKaMu
WCTIOJIb30BaHUsI KOHKPETHBIX HOPMATHBHBIX
MPABOBBIX © HOPMATUBHO-METOAMYECKHAX aKTOB
pu paboTe ¢ TOKyMEHTaIneH.

Tema 6. OdopMmnenue u
COCTaBJICHHE
MH(POPMAITMOHHO-
CIPaBOYHBIX JOKYMEHTOB

Texymuii YCTHBIN

VeIl onpoc
KoutposbHbie 3aqaHust

MK-9 31 3uathb - nopsaok pa3padboTkw,
0COOCHHOCTH TMOJTrOTOBKH U PETHCTPALUU
JIOKYMEHTOB, KOHTPOJISI UX UCTIOJIHEHHS

MIK-9 Y1 YMeTb - onpeiensiTh 0COOCHHOCTH
MOJATOTOBKH OIIPEEIICHHOTO BH/IA IOKyMEHTA,
c000pa3ysCch C MPABOBOW CUTYyaIHen

I1K-9 B1 Baanerpb - HaBbIKaMU
WCIOJIb30BaHUsI KOHKPETHBIX HOPMATUBHBIX
MPABOBBIX U HOPMATUBHO-METOAMYECKUX AKTOB
npu paboTe ¢ JOKyMEHTAIIUEH.

Tema 7. OCHOBBI KaZpOBOTO
IMEeIONPOU3BOCTBA

Texyuuii VYceTHBIN

VYerHeli onpoc
KontponbsHble 3ananns

IIK-9 31 3naTh - nopsIoK pa3zpadoTKH,
0COOCHHOCTH TOJTIOTOBKH U PETHCTPaLU
JOKYMEHTOB, KOHTPOJISI UX UCTIOTHEHHS

MIK-9 Y1 YMmeTb - onpeiensiTh 0COOCHHOCTH
MOJATOTOBKH OIIPEEIICHHOTO BH/IA IOKYMEHTA,
€000pa3ysCh C MPaBOBOI CUTYyaIHEH

MK-9 B1 Baaaersb - HaBEIKaMHu
UCIIOJIb30BaHHsI KOHKPETHBIX HOPMAaTHBHBIX
MPABOBBIX ¥ HOPMATUBHO-METOANYECKUX aKTOB
mpu paboTe ¢ JOKyMEHTaIueH.

Tema 8. OcHOBHBIE
MPUHLIUITBI OPTaHU3ALUH
IMTOKyMEHTO000pOTA.
Peructparys, yuer,

XPpaHCHUC ACJI

Texymumii YcerHbii

VYcTHbIif onpoc
KontponbHsle 3ananust

MK-9 31 3uathb - nopsaok pa3padboTkw,
0COOCHHOCTH TOJTOTOBKU U PETUCTPALIUU
JIOKYMEHTOB, KOHTPOJISl MX HCIIOTHCHHUS

IIK-9 Y1 YMeTh - onpenensith 0COOCHHOCTU
HOJATOTOBKHU OIIPEJEIIEHHOTO BUIa TOKYMEHTAa,
co00pazysch ¢ IPaBOBOH cUTyauue

I1K-9 B1 Baanerpb - HaBBIKaMU
WCIIOJIb30BAaHUSI KOHKPETHBIX HOPMATHBHBIX
MPABOBBIX U HOPMATUBHO-METOAMYECKHAX aKTOB
pu paboTe ¢ TOKyMEHTaIHeH.

Bce TeMbI IMCHUTUTHHED POMEKYTOYHBIH Verubii

3aueT

MK-9 31 3uathb - nopsao0k pa3padboTkw,
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HaumenoBanue Kontponupyemas

Tun xoHTpOJIS Bun konTpOsst
TEMBI KOMIICTEHIIHS

HanmeHoBaHuEe OILIECHOUYHOTO

cpencraa

[Inanupyemsle pe3yabTaThl OCBOCHUS
JUCLUIUIMHEI MO 3JIEMEHTaM KOMIIETeHLUI

0COOCHHOCTH IMOATOTOBKH U PErucTpanuun
JOKYMCHTOB, KOHTPOJISA UX UCITOJTHCHUA

MIK-9 Y1 YMmeTb - onpeensiTh 0COOCHHOCTH
MOJATOTOBKH OIIPEEIIEHHOTO BH/IA IOKyMEHTA,
€000pa3ysCh C MPaBOBOI CUTYyaIHeH

MMK-9 B1 Biaaersb - HaBEIKaMHu
MCIIOJIb30BaHHsI KOHKPETHBIX HOPMAaTHBHBIX
MPaBOBBIX ¥ HOPMATUBHO-METOANYECKUX aKTOB
pu paboTe ¢ TOKyMEHTaIHeH.
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3. OneHouHble CpeacTBa 1Jid NPOBEACHUS TEKYIIEro KOHTPOJIA ¢ OIMMUCAHUEM noxa3aTeneﬁ,

KPUTEPUECB U HIKAJIbI OICHUBAHUA

K onieHOYHBIM cpeacTBaM TEKYIIETO KOHTPOJISI OTHOCSTCS:

- YCTHBIH ONPOC MO TEOPETUUECKOMY MaTepHay;

- TECTUPOBAHHUC;

- BBIIIOJIHCHUEC KOHTpO.HBHI:IX BaHaHHﬁ.

Kputepuu onenuBanus:

- ITIOJIHOTA OTBCTOB,

- CTETICHh OCO3HAHHOCTH, TOHUMAaHUS U3yUYE€HHOTO;

- SI3BIKOBOC O(bOpMJIeHI/Ie OTBE€TAa — YCTKOCTh U HpaBI/IHBHOCTB petm;
- CTENEHb CaMOCTOITEILHOCTH BEIITOIHEHHUS IEHCTBHA;

- OCOBHAHHOCTHB BBIITOJIHCHU S I[eﬁCTBHH;

- BBINIOJIHCHHE JCHCTBUN B HE3HAKOMOM CHUTYyalluu (BBITTOJTHCHUE 3aIaHW TBOPUYECKOTO

YPOBHS);

- KpEaTUBHOCTh, KOMMYHUKATUBHOCTh, KOMIIETEHTHOCTb.
YpoBeHb OCBOEHHUS KOMIIETEHIMH ONpENENseTcs B 3aBUCUMOCTH OT KpUTEpHUs
OLICHUBAHMSI PE3YJIbTATOB O0YUYEHUS U IEMOHCTPUPYET YCHEIIHOCTh OCBOCHHS KOMITIETEHIIUH.

YpoBHHU cHpOPMHUPOBAHHOCTH KOMIIETEH U

. N N Henonyctumsrit
[oBbIlICHHBIH YPOBEHB Ba3oBelii ypoBeHb [ToporoB.elii ypoBeHb
YPOBEHb

Komnerenmus Komnerenus Komnerenmus Komnerennus He
copMupoBaHa. copMupoBaHa. copmupoBaHa. copMupoBaHa.
Hemonctpupyercst Hemonctpupyercst JemoHctpupyertcst YpoBeHb
BBICOKHUI YPOBEHb | JOCTATOYHBIM YPOBEHb | HEAOCTATOYHBIA YpPOBEHb | CAMOCTOSITEIbHOCTH
CaMOCTOSITENTFHOCTH, CaMOCTOSITEIFHOCTH CaMOCTOSATEIIEHOCTH MPaKTUIECKOTO HAaBBIKA
BBICOKas  aJaNTHBHOCTH | yCTOWYHBOTO MIPaKTHIECKOTO HABBIKA. HE JIEMOHCTPUPYETCS.
MPAaKTUYECKOTO HABHIKA. MPAaKTUYECKOTO HABBIKA.

[IIxana oneHMBaHUS ¥ OMMCAHUE MMOKa3aTeNeH OIEHUBAHUS JISl YCTHOI'O OIpoca ¢

oTpeieIeHueM YpOBHEH c(hOPMUPOBAHHOCTH

BanwHas OrncaHue MoKa3areaei ONEHUBAHNS YpoBeHb
IKaza c(hopMHPOBAHHOC
OIICHUBAHHSA TH KOMITETCHIINN
- OTBETHI Ha MOCTABJICHHBIC MPETIOIaBaTEeNIEM BOIPOCHI M3JIaraloTcs JOTUIHO,
MOCJIEIOBATENHEHO U HE TPEOYIOT TOTIOIHUTEIBHBIX MOSCHEHHIA;
- TOJHOCTBIO PACKpPBIBACTCSA CYTh IOCTaBJICHHOTO BOMPOCA; [ENAIOTCS
000CHOBAHHBIC BBIBOJIBI; .
COTIIUIHOY TOBBIIICHHBIH
- JCMOHCTPHPYIOTCS TIIyOOKHME 3HaHMS UM  CBOOOJHOE  BIIAJICHUC
TEOPETUICCKUM MATEPHAITIOM;
- MaTepuall U3Jaraertcsi TPaMOTHBIM  SI3BIKOM, TOYHO HCIOJB3YeTCS
TEPMHUHOJIOTHS
- OTBETHl HAa IOCTABJICHHBIC BOIPOCHI M3JIATAIOTCS CUCTEMATH3HPOBAHO U
MIOCJIEJOBATEIBHO;
- y4eOHBIM MaTepuaj H3JIaracTcs yBEPEHHO, HO HE B TIIOJIHOM OObeMe
PaCKpBIBAIOTCS TPUINHHO-CIICACTBEHHBIE CBS3H;
«XOpOIIOoY - JICMOHCTPHPYETCS yMEHWE AHAIM3MPOBATH MAaTepHai, OJHAKO HE BCE | o . o .

BBIBOZIBI HOCSIT apTyMEHTHPOBAHHBIN M JOKa3aTENbHBIA XapaKTep;

- IOMYCKaeT HETOYHOCTHU MPHU OCBEIIEHUH OCHOBHOTO COJIEP:KaHUsI OTBETA, HO
UCTIPABJISACT MX 0€3 HABOSIIUX BOMPOCOB MPEIOIaBaTEIs;

- Ha BOIIPOCHI JAa€T TOYHBIC 1 0OOCHOBAHHEIC OTBETHI C HEOOIBIIUMH
MONPAaBKaMHM MPENOIaBaTeIst
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«YZIOBJIETBOP
UTETHHO

- IOITyCKAIOTCS HAPYIICHHS B OTBETaX HA BOIIPOCHI MIPEMOIaBaTes;

- HE TIOJTHOCTBIO PACKPBIBAIOTCS IPHYNHHO-CIICICTBEHHBIC CBS3H;

- JEeMOHCTPHPYIOTCS TOBEPXHOCTHBIE 3HAHWS IIPOUICHHOTO MaTepHana;
WCTBITHIBACT 3aTPYAHEHUS C BEIBOJIAMU;

- TIPM HEJOCTATOYHOM 3HAHHH TEOPETHIECKOTO MaTepHaja JeMOHCTPHPYETCS
c(hOPMHUPOBAHHOCTH MPAKTHUECKUX HABBIKOB 1 YMEHUH

Iloporoserit

«HCYIAOBJICTBO
PUTECIBHO»

- OTBEYAET HETOCIEI0BATEIFHO U COMBUNBO;

- TIpU U3J10KEHUH NPOHJEHHOTO MaTepuana HeT JIOTHYeCKOl cucTeMaTu3auu
U HE PACKPBIBAIOTCS IPUYUHHO-CIIEICTBEHHBIE CBS3U;

- HE MOXET C/IeaTh BBIBOJBI 10 U3YYEHHOMY MaTepuaiy;

- IEMOHCTPUpPYET MOJIHOE HE3HAHHE TEOPETUYECKOro MaTepHaja; AOIyCKaeT
rpyOble OIHMOKH B ONPEAETICHUSIX U TEPMUHAX;

- JDOmycCKaeT TpyOBle OMMOKHM IPW OTBETAaX Ha ITOCTABICHHBIC BOTIPOCHI HIIH
BOBCE HE OTBEYAET Ha HUX

HEJOMYCTUMBIN
(koMneTeHLus He
OCBOEHA)

[IIxana oreHMBaHUS U OIIMCAHUE MTOKA3aTeJICH OIlEHUBAHUS NJISl TECTOBLIX 3aJJaHUM C

OTIpeieIeHueM YpOBHEH C(OPMUPOBAHHOCTH

banpnas mkana
OLICHMBaHMS

OmnucaHue oKa3arteieil OleHnBaHUs

YpoBeHb
c(hopMHPOBAHHOC
TH KOMIICTCHIINU

«OTIIHYIHO»

OTBET IIOKa3bIBaeT TIJyOOKOE M CHCTEMaTHYecKoe 3HAaHUE BCETO
NPOrPaMMHOTO MaTepHala M CTPYKTYPhI KOHKPETHOTO BOIIpoca. A Takxke
OCHOBHOT'O COZEPIKAaHMS M HOBALMH JIEKLHOHHOTO Kypca II0 CPaBHEHHIO C
yuebHo#l nmrepaTypoi. OOydarommuiicss OEeMOHCTPHPYET OTUYETIMBOE H
cBO0O/IHOE BJIAJICHHE KOHLENTYaJbHO-TIOHSATUITHBIM arnapaToM, Hay4HBIM
S3bIKOM HTEPMHUHOJIOTHEH COOTBETCTBYIOIEH Hay4yHO#l oOnacTH. 3HaHHE
OCHOBHOH JIUTEpaTyphl U 3HAKOMCTBO C JIOTIOJHHUTEIHHO PEKOMEHI0BaHHOMH
auteparypoil. JIorMueckun KOpPpEeKTHOE U yOeTUTeNbHOE H3JI0KEHHE
OTBETOB.

TToBBIIICHHBII

«XOPOLIO»

3HAHUEC Y3JOBBIX TPOOJIEM TPOrpaMMbI KM OCHOBHOTO COJCPKaHHS
JIEKLIMOHHOTO Kypca; YMEHHE MOJb30BaThCsl KOHUENTYaIbHO-NOHATUUHBIM
ammapaToM B TIPOIECCe aHaJIM3a OCHOBHBIX IPOOJIEM B paMKax JaHHOU
TEMbI; 3HAaHHWE BaXHEWIUX pabOT W3 CHOUCKAa PEKOMEHIOBAHHOM
JUTEpaTypel. B meroMm Jiormdeckd KOPPEeKTHOE, HO HE BCETJa TOYHOE H
apryMeHTHPOBAaHHOE M3JI0’KEHNE OTBETA.

0a30BbII

«YIOBJIETBOPUT
€JIEHOY

3HaHHWE OCHOBHBIX W BAKHEHIINX pa3leNoB MPOrpaMMBI, (pparMeHTapHEIE,
MOBEPXHOCTHBIE  3HAHUS MATEepHajoB MPOTpaMMBl M COJCpIKAHHUSA
JIEKIMOHHOTO  Kypca; 3aTpylHEHUsT C  HCIOJb30BAaHHUEM  HAY4YHO-
MOHSATHUITHOTO ammapara U TEPMHHOJIOTUH YIeOHOW TUCIUIUIMHBL, HEMTOTHOE
3HAKOMCTBO C PEKOMEHJIOBAHHOM JINTEPATYpO; YaCTUYHBIEC 3aTPyIHEHUS C
BBIMIOJTHEHUEM MPEAYCMOTPEHHBIX MPOTrpamMMoOi 3alaHui; CTpeMJICHHE
JIOTUYECKH OMPENIETICHHO U MOCIEeI0BAaTEIbHO H3JI0KHUTh OTBET.

Iloporoserit

«HCYIAOBJICTBOD
HUTCJIBHO»

HC3HAHUC, 1160 OTPBIBOYHOC NPEACTABICHUEC O L[aHHOﬁ np06neMe B paMKax
y‘I€6HO-HpOI‘paMMHOFO Marcepuajia, HCYMCHUC HCIIO0JIb30BaATh MOHSATUMHBIN
armapar, OTCyTCTBUC JIOTHYIECKOM CBSI3HM B OTBETE.

HEJOMYCTUMBIN
(koMneTeHLus He
OCBOCHA)

[IIxana oneHNMBaHMS ¥ OMMCAHUE MOKA3aTEIeH OIEHUBAHUS IJISI KOHTPOJIbHbBIX

3a/1aHMii, C oTIpesieIeHueM YpOBHEH C(OPMUPOBAHHOCTH

banpHas mkana OnucaHue oKa3aTelie OleHUBaHUS YpoBeHb
OIICHUBAHUS chopmupoBaHHOCTH
KOMIICTCHIIUU
«OTIINYHOY - 3aJaHue BBITIOJIHEHO NPABWJILHO W B IOJHOM 00BeMe, coriacHo | [ToBbIMIEHHBIH

MPEIbABIAEMBIM TPEOOBAHUIM;

- CIIeJIaHbl apTYMEHTHPOBAHHBIE BBIBOIBI;

- TIPOSIBJICH TBOPYECKHH TMOAXOJ W JAEMOHCTPANUS pPAaAOHAIBHBIX
croco0OB KOHKPETHOW OCTABIICHHON 3a/1auH;
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- CaMOCTOATCIIBHO n IMOCJICA0BATCIIHHO JacT OTBCThI Ha
JOITOJTHUTCIIBHBIC BOIIPOCHI.

«XOPOTIO) - 3aJaHde BBHIOJIHEHO MPABWIBHO W B TIOJHOM OOBEMe, COTJIacHO | 0a30BBIH
MPEIBABISIEMBIM TPEOOBAHUSM;

- caenaHbl cabo apryMEHTHPOBAHHBIEC BBIBOIHI;

- TOKa3aHbl 3HAHUSA B TIpeieax H3y4aeMOoi JUCIUTUINHEL;
- IOTTyIIICHBI HEJJOYETHI.

«YOOBJICTBOPUT - 3aJaHUC BBIIIOJTHCHO HE B ITOJIHOM 061>eMe, COTJIAaCHO MPEABABIIACMBIM HOpOFOBHﬁ
CJIIBHO» Tpe60BaHI/I${M;

- CACJIaHbl HC JOCTATOYHO apTYMCHTHUPOBAHHBIC U IMOJHLIC BBIBOJBI;
- HapylICeHa JIOTMKA BBINIOJHCHUS 3aJaHUs;

- IIOKa3aHbl HC JOCTAaTOYHbIC 3HAHUA I/ISY‘-IE[GMOﬁ JUCHUITIINHBI

- JOMYIICHbI CAUMHUYHBIC CYHNICCTBCHHBIC OIIHOKHU.

«HEYIOBIIETBOP | - 3a/1aHHE HE BBIIIOJIHEHO; HEJOMYCTUMBIN
UTEIHHO - BBITIOJTHEHO HE BEPHO; (KOMITeTeHITUS HE
- JIOTMyIIEHHBIE HETOCPEACTBEHHBIE OMMOKA C HEIOCPEICTBEHHOH | OCBOCHA)
TTOMOIIIBIO TIPENOIABATEISL.

CoaepikaHue OLEHOYHBIX CPE/ICTB ISl TeKYLero KOHTPOJIsl yCleBaeMOCTH
Ilepeyennb BONpoCoB /11 YCTHOIO OIIpoca

[TonsiTHE «/1€T0MPOU3BOICTBO.
[TonsaTus «xopuauyeckas cuiiay, «IOpUIudecKas 3HaUUMOCTb IOKYMEHTa»
[ToHsiTHE WIOKYMEHT» U «IOPUAUUECKUN «TOKYMEHTY.

4. TloHATHS «JOKYMEHTAI[MOHHOE OOECIeUeHHE YIMPaBICHUS» U «UH(DOPMAIIMOHHOE
obecrieueHne yrpaBiIeHUS

5. Cucremsl JOKyMEHTALUH.

6. Pa3BuTHe TEpMHHOJIOTMYECKOTO arapara IeJI0npoOru3BOICTRA.

7. 3nauenue ['ocynapCTBEHHBIX CTAHIAPTOB AJI FOPUIUYECKOTO JEIONPOU3BOICTBA.

8. Cranpmaptuzanus HMCO wu cucremMa MEHEIKMEHTAa KayeCTBa B IOPHAMYECKOM
JIEJIONIPOU3BO/ICTBE.

9. BenoMmcTBeHHBIE HOPMAaTUBHBIE aKThI B IOPUIUYECKOM JIEIOMPOU3BOJICTBE.

10. TIpobGnembl TOKATBLHOTO PEriaMeHTUPOBAHUS IOPUIUYECKOTO JIeTIOIPOU3BOJICTBA.

11. 3nauenne 3akoHa «0O06 apxuBHoM Jnene B PD» mig  rOpuAMYECKOTO
JIEIONPOU3BO/ICTBA.

12. 3apyOexHbIN ONBIT MPABOBOK 00ECTICUEHHOCTH IOPUINIECKOTO JACIIONPOU3BOICTRA.

13. IIpaBoBas permamMeHTaIys 3JIEKTPOHHOTO JOKYMEHTOO00POTA.

14. Konn4yecTBEHHBIN M Ka4€CTBEHHBIN COCTAB PEKBU3UTOB JJOKYMEHTOB.

15. TpeGoBanus Kk 0HOPMIICHUIO PEKBU3UTOB IPOTOKOJIA.

16. I'pynnel  pekBU3WUTOB, HeoOXomumble  mid  A(PGEKTUBHONH  OpraHu3aIuu
JIOKYMEHTO000pOoTA.

17. PekBU3UTBI KakK CpPEICTBO OOCCIEYCHHUS IOPUINYECKOW CHIIBI U FOPUIUYECKON
3HAYMMOCTUJIOKYMEHTA.

18. BaxxHOCTh PEKBU3UTOB TSI CO3/IaHMS €IMHOTO MH(POPMAIIMOHHOTO TPOCTPAHCTBA.

19. Odopmienue 6J1aHKOB OpraHU3aIUH.

20. ITonsiTve MpaBOBBIX TOKYMEHTOB.

21. XapakTepucTUKa HOPMATUBHBIX MPABOBBIX aKTOB OPI'AaHOB T'OCYAapCTBEHHOM BIACTH
MMYHULIUIAJIbHBIX MPAaBOBBIX aKTOB.

22. PacnopsauTenbHble JOKYMEHTBI: TOCTAHOBJICHHUE, NIPUKA3, PACIIOPsHKEHUE, PEIICHUE
— HOpsAA0K 0(OpMIICHHS U BBEJICHUS B JICHCTBUE.

23. Bunsl oOpaiieHuii rpaxaH.

24. TpeboBanus Kk 0OPMIICHHUIO U TI0/1aYe OOpaIICHHUI TpaXIaH.

wo =
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25. Tlopsinok moAroToBKH, 0pOPMIICHUS OTBETOB Ha OOpAICHHUs TPaKIaH.
26. CocraBiienne 1 0QOpMIICHHE CITY>KEOHBIX TTUCEM.

27. OdopmieHHs aKTa.

28. OdopmieHus: MPOTOKOJIOB.

29. Bugsl 3asBrneHui, ux oQopmIiieHuUE.

30. OdopmieHHs TPOTOKOJIOB.

31. OO6paboTka BXOAAUIMX U UCXOAAIINX JTOKYMEHTOB.

32. ®opmupoBanue u 0hOpMICHUE JE.

33. XpaHeHnue, nepenaya U yHUUTOKEHHUE JEII.

34. TloaroroBka JOKYMEHTOB K IIepeaye B apXuB.

35. JlokanbHas periiaMeHTalus JOKyMEHT0000poTa.

36. TexHW4ecKue CpencTBa yIpaBieHUs B OpraHU3aIluu JOKyMEHTO000pOoTa.
37. OnepaTUBHOE XpaHEHUE TOKYMEHTOB.

38. Tlopamok mpoxXOoxKAEHUS BXOISIINX U UCXOIAIINX JOKYMEHTOB

IlepeyeHb KOHTPOJILHBIX 3aaHUI

3ananue 1. CoctaBuTh MHPOPMAIIMOHHOE MUCHMO. [[71s TOATOTOBKM MHCHbMa BBIOpATh
OpraHu3aIIo, ONPEACIUTh €€ OPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautens, OI'PH, OKIIO, MTHH/KIIIT

3apanme 2.CocraBuTh nHUCHEMO-TIpOChOy. i TOArOTOBKM MNHUChbMa  BHIOpATh
OpraHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pykosogutens, OI'PH, OKIIO, MHH/KTIITT

3apnanue 3.CocTaBUTH MUCHMO-TIpeAyNpexaeHue. JJIs MOATOTOBKM MHChMa BBIOpATh
OpraHu3aInIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautens, OI'PH, OKIIO, MUHH/KIIIT

3ananne 4.CocraBuTh mNUChbMO-TpUriameHue. Jlis TOATOTOBKM NHCbMa BBIOPATh
OpraHU3aINI0, OMPEEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pykxosogutens, OI'PH, OKIIO, MHH/KTIII.

3ananue S5.CocTaBUTh pEKJIaMHOE THCBMO. [l TOATOTOBKM THMChMa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautens, OI'PH, OKIIO, MHH/KIIIT

3aganmne 6.CocTaBUTH NUCHMO-TIOATBEpPXKIACHHE. Il MOATOTOBKM NHChMa BBIOPATh
OpraHU3aINI0, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
pykxoBogutens, OI'PH, OKIIO, MHH/KTIII.

3apnanue 7.CocTaBUTh NHCHhMO-HamoMuHaHWE. JIJIs TOATOTOBKM THChMa BBIOpaTh
OpraHu3aluIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautens, OI'PH, OKIIO, MHH/KIIII.

3aganue 8.CocTaBuUTh NHCHMO-TIpeTEH3HIO. J[IsI TOArOTOBKM THChMa BBIOPATH
OpraHU3aINIo, OMPEEITUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pykxoBogutens, OI'PH, OKIIO, MHH/KTIII.

3apanue 9. CocTaBuTh NpHUKa3 O TpHEME Ha PpaboTycoTpyaHuKa.J/[Js MOAroTOBKH
NpuKa3a BBIOpPAaTh OpraHU3alUI0, OINPEACTUTh €€ OpPraHU3alMOHHO-TPAaBOBYID (opmy,
opuandeckuii  aapec, DPUO pykoBoauTENs, KIIOYEBBIE JOHKHOCTH U TOAPA3ICICHUS
OpraHu3aIiu.

3apanue 10.CocraButh npuka3 o0 YBOJRHEHHHM COTPYAHHKA.I[JIsI MOATOTOBKH MpHKa3a
BBIOpaTh OPTraHU3AIMI0, ONPEICIUTH €€ OPraHU3aIMOHHO-TIPaBOBYIO (GOpMYy, IOPUAMYECKUN
anpec, @O pyKoBOIUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.
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3aganue 11.CocTaBuTh IIpUKa3 0 IPEMUPOBAHUU COTPYAHHUKA.J[JI MOATOTOBKY IpUKa3a
BbIOpaTh OpraHM3alMIo, ONPENEIUTh €€ OPraHU3alMOHHO-IIPaBOBYIO (QOpMY, IOPHUAMYECKUN
aapec, @O pykoBoauTes, KIOYEBbIE JOIKHOCTH U MTOAPA3AEIICHUS OpraHU3aliH.

3apanue 12.CocraBuTh TpHKa3 O B3bICKAaHMM.[[711 MOATOTOBKHM TpWKa3a BBIOpaTh
OpraHu3alnIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOAMTEIIS, KIIFOUEBBIE TOJPKHOCTH U MOIPA3/I€TICHUsI OpraHnu3aliy.

3aganue 13.CocraBuTh NIpHKa3 O KOMAHIMPOBAHUHU COTPYAHHMKA./[1s1 MOAroTOBKM
npHuKa3a BBIOpAaTh OpraHU3allldio, OINPEAETUTh €€ OpraHU3alMOHHO-NPABOBYIO (opmy,
ropuanueckuil  agpec, OUO pykoBoauTens, KIOYEBBIE JOJDKHOCTH M IOJpa3iciieHUs
OpraHu3alu.

3ananme 14.CocraButh mnpuka3 o0 ornycke.J[ns NOArOTOBKM TpHKa3za BbIOpaTh
OpraHU3aINIO, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuit aapec, PO
PYKOBOJUTENS, KIIOYEBBIE JOHDKHOCTH U NTOAPA3IEIECHNS OpraHU3aliy.

3apnanue 15.CoctaBuTh akT peBU3MH. [[1s MOATOTOBKM akTa BHIOpATh OpraHU3AIHIO,
OTIPENIeNIUTh €€ OPraHMU3aLMOHHO-TIPABOBYIO (opMy, opuandeckuii agpec, PO pykoBoaurens,
KJIFOUEBBIE JOJDKHOCTH M MOJAPA3AEICHUS] OpraHU3aluH.

3apanmne 16.CoctaButh akT crnucanus. [y MOATOTOBKM aKTa BBIOpATh OpraHHU3aIMIo,
OTIPENICTUTh €€ OpraHU3aIMOHHO-TIPaBOBYIO GopMy, opunnueckuii aapec, PO pykoBoauTens,
KJIFOUEBBIE JJOJDKHOCTH U NTOAPA3IEICHHS OpraHU3al1u.

3ananue 17.CocTaBUTh aKkT Mepeladyd MaTepuagoB U o0opyaoBaHus. (s moaAroToBku
aKTa BBIOpaTh OPraHU3AIMIO, OIPEACTUTh €€ OPraHU3aI[MOHHO-TIPABOBYIO (hOpMY, IOPHINYECKUN
anpec, @O pykoBOIUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3anganne 18.CoctaBuTh akT cnauu padboT. J{JIst MOArOTOBKM aKkTa BHIOpATh OpraHU3aluIo,
OTIPENICTTUTh €€ OpraHU3aIMOHHO-TIPaBOBYIO (GopMy, opunnueckuii aapec, PO pykoBoauTes,
KJIFOUEBBIE JOJDKHOCTH U NTOAPA3JIEICHNS OpraHU3al1u.

3apanue 19. CocraBUTh aKT yHHMUYTOXKEHHS. /[l TOATOTOBKM akTa BBIOpaTh
OpraHu3aIIo, ONPEACIUTh €€ OpPraHU3alMOHHO-TIPABOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOAMTEIIS, KIIFOUEBBIE TOJPKHOCTH U MIOJIPA3/I€JICHUsI OpraHnu3aliy.

3apganmne 20.CocTaBUTh CIIPaBKy O MecTe pabOThL. s MOATOTOBKU JTOKyMEHTa BbIOpaTh
OpraHU3aINIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOJUTENS, KIIOYEBBIE JOHDKHOCTH U NTOAPA3IEIEHNS OpraHU3aluy.

3ananue 21.CocTaBUTHh JOKITQJHYIO 3aMHCKY.J/[7 MOATOTOBKM OKyMEHTa BBIOpaTh
OpraHu3alnIo, ONPEACTIUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
PYKOBOAMTEIIS, KIIFOUEBBIE TOJDKHOCTH U MOJIPA3/IETICHUsI OpTraHU3aliy.

3aganmne 22.CocTaBUTh CIIy)K€OHYIO 3amucKy.Jlsii TOATOTOBKM JOKYMEHTa BBIOPATh
OpraHU3aIMIo, OMPEEIUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
PYKOBOJUTENS, KIIOYEBBIE JOLDKHOCTH U MTOAPA3IEIECHNS OpraHU3aluy.

3ananue 23.CocTaBUTh 3asBJICHHE O MpueMe Ha paboTy./[7ns MOAroTOBKHM JOKyMEHTa
BBIOpATh OPraHU3aIMIo, ONPEACIUTb €€ OpPraHU3alMOHHO-TIPABOBYIO (OPMY, HOPUAMYECKHIMA
anpec, @O pykoBOIUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

3ananmne 24.CocTtaBuTh 3asiBJI€HHE OO0 YBOJIBHEHHH IO COOCTBEHHOMY KenaHuio./lyis
MOJATOTOBKU JOKYMEHTa BBIOpAaTh OpraHU3alMio, ONPEAENUTh €€ OpraHU3alMOHHO-IPABOBYIO
dopmy, ropuandecknii agpec, PO pyKkoBOIUTENSI, KIIOUEBBIE TOJDKHOCTH W TOJpa3ciieHUs
OpraHu3alu.

3aganme 25. CocTaBUTh NPUKA3 O CO3JaHUM SKCIEPTHOM KOMHMCCHUU [UIsl MPOBEACHUS
3KCHEPTU3BI IEHHOCTU JOKYMEHTOB OPTaHHU3aLNH.

Jlnsi OATOTOBKM TpHKa3a BBIOpATh OPraHU3AIMIO, ONMpPEICTUTh €€ OpraHU3alUOHHO-
npaBoByio (opmy, ropuamdeckuii aapec, ®UO pykoBoauTeNs, KIIOYEBBIE MOHKHOCTH H
NOJIpa3/ieJICHUs] OpraHU3aliH.
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3apanme 26.CoctaBuTh NUCHMO-HM3BelleHHE. [l TOATOTOBKM NHUCbMa BbIOpATh
OpraHU3aINI0, OMPEETUTh €€ OPraHN3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, PO
pykxosogutens, OI'PH, OKIIO, MHH/KTIII.

3ananue 27.CocTaBUTh COMPOBOIUTEIBLHOE MUCHMO. JIJIT MOATOTOBKM MHUChMa BHIOpATh
OpraHu3aIIo, ONPEACTUTh €€ OpPraHU3alMOHHO-TIPaBOBYIO (opMy, ropuandeckuii aapec, @O
pykoBoautens, OI'PH, OKIIO, MHH/KIIII.

3aganue 28.3aperucTpupoBarh B KypHal€ WM Ha KOMIIBIOTEPE HECKOJIBKO PA3INYHbIX
IIPUKA30B.

3aganue 29.3aperucTpupoBarh B KypHal€ WM Ha KOMIIBIOTEPE HECKOJIBKO PA3INYHbIX
IIUCEM.

3aganue 30. [loaroroBbre NMCT coriacoBaHus Ipukasza. [Jig MOATOTOBKH JTOKyMEHTa
BbIOpAaTh OpraHU3alMIo, ONPEAEIUTh €€ OpPraHU3alMOHHO-NIPaBOBYIO (OpPMY, HOPUAMUYECKHH
aapec, @O pykoBoauTENs, KIOYEBbIE JOKHOCTH U MTOAPA3ACIICHNS OpraHU3aliH.

3ananme 31.CoctraBuTh mnpotokos 3acemanuss CoBeTa AUPEKTOPOB AKIHMOHEPHOTO
oOmiecTBa. /[ MOAroTOBKM MPOTOKOJIA BBHIOPATh OPraHU3AIUIO, ONPEICIUTh €€ IOPUINYSCKHUMA
anpec, @O pyKoBOIUTENS, KIFOUEBBIE JOKHOCTU U MOJPA3ACIICHUS OPTaHU3ALINH.

TecToBBIC 3aaHUA

1. lokymeHT — 3TO0:

A) TluceMeHHOE CBUIETENBCTBO, JOKA3aTEIbCTBO;

b) CocraBneHHblii B TOpsIAKE, MPETYCMOTPEHHOM 3aKOHOM, aKT, YIOCTOBEPSIOIIHI
I0pUIn4ecKuil (akT (poXKaAeHue, BCTYIUICHHE B OpaK) WM MPEICTABISAIOUINIA TPaBo Ha YTO-ITH00
(murIOM, 3aBEIaHue);

B) 3adukcupoBanHas Ha MaTepHaTbHOM HOCUTENE HHQPOpPMAIUS C PEKBH3UTAMH,
MO3BOJIAIOIIMMU €€ HIEHTU(UIINPOBATS.

2. 1e10n1pOU3BOACTBO — ITO:

A) Ortpacnp AesaTenbHOCTH, oOecneuMBarollas JOKYMEHTHPOBAHHWE M OPraHU3aluio
paboThl ¢ opULIMATBHBIMUA JOKYMEHTAMH;

b) Benenue kaHIenspcKuX JeN, COBOKYINHOCTb pabOT MO JOKYMEHTHPOBAHUIO
JEATEIbHOCTH YUPEXKICHUS U 10 OpTraHU3alii TOKYMEHTOB B HEM;

B) CoBokymHOCTh pabOT MO JOKYMEHTHPOBAHHUIO YIPABICHUECKOW NEATEILHOCTH
YUPEXKIIEHUH U TI0 OpraHu3aIiy paboThI C JOKYMEHTAMH B 3TUX YUPEKICHUSX.

3. laToii npuka3oB, nucem, GaxKcoB, CIPABOK, SABJISAETCS:

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

b) ara nonnucanwus.

4. Ecin cipaBka HOCUT (JMHAHCOBBIN XapaKTep, TO MOANMCHIBAIOT ee:

A) PykoBoauTenb;

b) PykoBonutens u Oyxranrep;

B) Byxranrep.

5. Pe3oJmionuio Ha ca1yke0HOM MUCbME MOKHO NMUCATh:

A) Io tekcry;

b) Ha otnensHOM nucte Oymaru;

B) Ha cBoGoHOM OT TEKCTE MecTe.

6. Kakoe ciyxe0HOe NMCbMO HMeeT 0TMETKY 0 HATHYNH NPUJIOKECHHS

A) 3ampoc;

b) Nudopmarmonnoe;

B) ConpoBoaurtenbHoe;

I') Bece cnyxeOHbIe mHcbMa.

7. K10 moamucbiBaeT NpoToOKoJ?
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A) PykoBoauTens Opranu3aluy;

b) [Ipencenarens cobpanms;

B) Ilpencenarens u cexperapb COOpaHUsL.

8. /lokyMeHTBI 10 JIUYHOMY COCTABY XPAHATCSH:

A) 10 ner;

b) 50 ner;

B) 75 ner;

I') [TocTostaHO.

9. Bi1aHK TOKYMEHTa — 3T0:

A) CrangapTHBIN JUCT OyMaru ¢ BOCIIPOM3BEICHHON HAa HEM MOCTOSTHHOW MHMOpMaIrmei
JIOKYMEHTa ¥ MECTOM, OTBEICHHOM JJIsl IEPEMEHHOI;

b) benwrii nmuct Oymaru ¢ 4acTUYHO HameYaTaHHBIM TEKCTOM MU MPOOETaMH, KOTOPHIE
3aIOJIHAIOTCS aKTyallbHOW MH(pOpManuel (Hanpumep, aHKETHBINA OJIaHK);

B) Jluct 6ymaru ¢ HareyaTaHHBIM Ha3BaHUEM YUPEKICHUS, MPEINPUSITHSI, OpraHu3aluu
WIHM C YaCTUYHO HANEYaTaHHBIM TEKCTOM, MPEAHA3HAYCHHBIM ISl COCTABICHUS IOKYMEHTOB TIO
ompenesaeHHoi Gpopme;

I') HaGop pekBU3HUTOB, WACHTHUPHUUMPYIOUIMX aBTOpa O(UIMAIBHOTO MHCHbMEHHOTO
JIOKYMEHTA.

10. HomeHK1aTypBI €] COCTABJSIIOT B BUJE:

A) Tabmutpr;

b) Tekcra;

B) Tekcra u mudp.

11. Kakue pacnopsianTebHble JOKYMEHTHI H31aI0TCS HA OCHOBE eIMHOHAYAJINS:

A) Yka3ssr,

b) Yka3zanus;

B) [Ipuka3ssr;

I') Pemienus;

J1) TloctanoBneHUSI.

12. ABTOpPOM CJ1ykKe0HOI0 MUCbMA SIBJISIETCH:

A) Opranmzanus, pupmMa, OT UMEHH KOTOPOH MOCHUTAETCS MTUCHMO;

b) lomxHOCTHOE JIN1I0, KOTOPOE MOAMUCHIBAET MUCHMO;

B) UcnonauTenb, KOTOPBIA TOTOBUT TEKCT MUCHMA;

I') ®dusnyeckoe WK IOPUIAYECKOE JIUIIO0, CO3ABIIEE JOKYMEHT.

13.Ecan pacnopsiguTe/IbHAsi 4YaCTh TEKCTAa HAYMHAETCH CJIOBaAMH “00s3bIBal0”, TO
ITO:

A) mpukas

b) 3asBnenue

B) pacnopspxenue

I') ykazanue

14. AabO6om GopM JOKYMEHTOB OPraHU3AIUU — ITO:

A) COOpHHUK D3TaJOHHBIX YHH(PHUIIMPOBAHHBIX (OPM JTOKYMEHTOB, MPUMEHSEMBIX IS
JIOKYMEHTUPOBAHUS NEATEIIbHOCTH OpraHU3aluu;

b) C6opHuUK Bcex BUJOB JJOKYMEHTOB;

B) Coopauk ¢popM 10KyMEHTOB, pa3pabOTaHHBIX B JAHHON OpraHU3aIuH.

15. FOpuan4eckyo cuj1y JOKyMEHTA COCTABJISICT:

A) CBoiicTBO O0O(QUIMATBHOTO JOKyMEHTa, COO0IIaeMoe €My JICUCTBYIOIINM
3aKOHOJATENILCTBOM, KOMIIETCHIIMEH W3/aBIIEr0 €ro OpraHa W YCTaHOBIEHHBIM TOPSIAKOM
odopmIIeHNS;

b) [lognucanHbIi FOPUCTOM TIOKYMEHT;

B) [TognucanHublil BceMU PyKOBOJIUTEISAMHU JOKYMEHT.
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16. PeKBHU3UT JOKYMEHTA — ITO:

A) O6s3arenbHbIN AeMeHT oopMiIeHUST OPUITHATHFHOTO JOKYMEHTA;

b) Ero otnenbHbIN 2JIEMEHT;

B) Yacts ciyxebHOTO MHChMa;

I') ®upmeHHbIi OaHK.

17. [lesioBbIe MUCbMA 00BIYHO 3aKAHYUBAIOT pazamu:

A) B cooTtBercTBuM ¢ Bameit mpocs00ii ...

b) C yBaxxenuew ...

B) Hamu paccmotpens! Bamy npeuioxenus . ..

I') B cBsizm ...

18. I'apanTHiiHOE MHUCBMO — 3TO:

A) JlokymeHT, cooOmawmui o0 NpUOIMKCHUH, YCKOPCHUH, WCTCUCHUH CpOKa
UCTIOJIHEHUS KaKOT0-1100 AeHCTBUS;

b) lokymeHT, coaepskaiuii MpuriiameHne Ha MepOTPHsITHE;

B) JlokymMeHT, B KOTOPOM TapaHTHUPYeTCs OIUlaTa BBIMOJHEHHONW paboThl WK
MpeI0CTaBIeHNUE YeT0-T100 (padoThI, TOMENICHUS U T.]1.);

I') JlokyMeHT, IOATBEPKAAIOIINN [TOJIyY€HUE LIEHHOCTEN.

19.Ilpumenenne Tabenst u Aib0oMa (popM TO0KYMEHTOB 00eclieunBaeT:

A) YHu¢uxkanuio ¢opM JOKYMEHTOB;

b) IOpuanueckyro criry JOKyMEHTOB;

B) OnepatuBHOCTD peanu3anuu yrnpaBiIeHUECKOW (QYHKIMIA OpraHnu3aIum.

20. [aiite onpenesenne popmyJasipa-odpasua:

A) COBOKYIHOCTb PEKBU3UTOB JIEJIOBOTO MUCHhMa;

b) CoBOKymHOCTH PACMONIOKEHHBIX B ONPEICICHHON MOCIEI0BATEIbHOCTH PEKBU3UTOB,
IPUCYIIHX BCEM TOKYMEHTAM ONPEAEICHHON CUCTEMBI JOKYMEHTALUN;

B) CoBOKymHOCTH pEKBU3HUTOB MPHKA3a;

I') CoBOKYIHOCTb PEKBU3UTOB aKTa.

21. ApxuB - 3T0:

A) Opranuzanus Wid €€ CTPYKTYPHOE MOJApa3/elieHHe, OCYIIECTBIISIONIEE MPUEM U
XpaHEHUE apXUBHBIX JOKYMEHTOB C IEJIbIO UCIIOIb30BaHUS*

b) kauroxpanunuiie

B) crioco6 xpaHeHus1 JOKyMEHTOB

22. JIOKyMeHT, 3aKpelUISIOIMIA JOTKHOCTHOM U YMCJICHHBIN COCTAB NMPEANPHATHSA C
ykazanueMm (GoHaa 3apadoTHOM IUIATHI — ITO:

A) NOMKHOCTHAS! UHCTPYKIUS

b) ycras

B) nonoxenue

I') mraTHOE pacnucanue

23. Ha ocHOBaHMM KaKHX JOKYMEHTOB MOKeT ObITh H3JaH NPHKa3 MO JUYHOMY
cocraBy?

A) Ha ocHOoBaHuu 3asiBiaeHuUs

b) Ha ocHoBanuu TpymoBoro goroBopa

B) Ha ocHoBanuu nokIagHON 3aUCKA

I') Ha ocHoBanuu cripaBku

1) Ha ocHoBaHuu akta

E) Ha ocHOBanu# m1000T0 M3 MEPEUNCICHHBIX JOKYMEHTOB

24. OxapakTepu3yliTe ¢ TOYKHM 3peHHS] NPHHALJIEKHOCTH K PEeKBHU3HUTAM
caenywomuii pparment: Y TBEP/KIAIO dupexrop a/m H.0.P. 13.02.2020

A) rpu¢ yrBepkIeHUS

B) 3aromnoBok
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C) pe3omtonus

D) noanuce

25. ®opMupoBaHue ejaa - 3T0:

A) TI'pynnupoBaHHe HCIIOJHEHHBIX JOKYMEHTOB B JEJIO0 B COOTBETCTBHH C
HOMEHKJIATYpO JeT U CUCTeMaTH3alIHsl TJOKYMEHTOB BHYTpH aera™

b) Perucrpanus 1oKyMeHTOB TIOCIIC WX UCTIOJTHEHUS.

26. JlokyMeHT, (pukcupyromuii Xox 00Cy K1eHHs1 BONIPOCOB M NPUHSTHS PeLICHNH Ha
co0paHuX, 3aceJaHHUAX, COBEIIAHUAX U T.I.:

A) 00BSICHUTEIIbHAS 3aIicKa

b) noxnamgnas 3anucka

B) akr

I') mpoTokon

27. JlokyMeHT, coaepxamuil MHGpOpMaNUI0, He NMPeAHA3HAYECHHYIO VIl IIMPOKOIo
pacnpocTpaHeHus :

A) HEOmyOJIMKOBaHHBIH;

b) Taiinebrit;

B) HenyOnuKyeMmslii;

I') HemeprogMIeCcKuii.

28. UTo oTHOCHTCS K IPU3HAKAM IOKYMeHTA:

A) byHKIMOHATBHOCTH HH(OPMAITUH;

b) ToxxnecTBeHHOCTH caMmoMy ce0e;

B) 3akoHHOCTB;

I') 3aBepiIeHHOCTh COOOIICHNUS

29. Ecan Bam Heo0X01uMO 1aTh ONHCAaHHUE PEKJIAMUPYeEMbIX YCJayr, Bol cocTtaBure:

A) 10TOBOPHOE MUCHMO

b) pexnamuoe muceMo

B) conpoBoauTenbHOE MHUCHMO

I') mucemo-nipurnamenue

30. Ecau Bam Heo0xoaumo npeabsiBUTH NPEeTeH3UN NapTHEPY, BbI cocTaBuTe:

A) T1OTOBOpHOE TTUCHEMO

b) nuadopmanmonHoe mucbMo

B) conpoBoauTensHOE MUCHMO

I') nuceMo-npeTeH3uo

31. Ykaxure OTJIMYMTEIbHOE CBOWCTBO JOKYMEHTA:

A) KONUIHOCTB;

b) ropunnueckas cuna;

B) MHOXECTBEHHOCTb;

I') TouHOCTB.

32. Eciin Bam He00X0QuMO NMPHUIIACHTH OPraHU3ALUI0 WIM JAOJLKHOCTHOE JIMIO HA
coBelllaHue, BCTpeuy, Bbl cocTaBure:

A) nuchMoO-IIpUrIaleHue

b) conpoBoauTeIpHOE MHUCHMO

B) nucemo-noaTBepkIeHNE

I') moroBopHOE MHCHMO

33. Ecau Bam Heo0xoaumMo coo0IMTH 0 IPOBeAeHUN MeponpusiTus, Bol coctaBuTte

A) conmpoBOAUTEIHHOE MTHCHMO

b) nucemo-noaTBepxkaeHNE

B) norosopnoe nuceMo

I') uapOopMaLInOHHOE TUCHMO
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34. Ecim Bam Heo0XoaumMo coCTaBHTH NHCbMO, MH(poOpMupyolee agpecara o

HANpPaBJIeHNH K HeMYy NPHChLIAeMbIX JOKYMEHTOB, Bbl cocTaBuTe

A) COITpOBOAUTENBHOE MUCHMO

b) nucemo-yBegomiieHne

B) nucbmo-noaTBepKIeHNE

I') moroBopHOE MHCHMO

35. Eciin Bam Heo0Xx0AMMO yBeIOMUTBH OTIIPABUTEJIA O MOJY4YeHHH JOKYMEHTOB, BbI

coCTaBUTE

A) nH(opMarMOHHOE TTHCHMO
b) noroBopHoe nucpMo

B) conpoBoauTenbHOE MHUCHMO
I') mucemo-mmoaTBEpIK IEHNE

J{ns1 BBITIOJTHEHMS 3aJIaHUI BBIAEISAETCA 3 MUHYTBI HA OJIMH BOTIPOC.

Kiroun IMPpaBUJIBHBIX OTBETOB

No Bepubrit No Bepubrit No Bepnprit

BOITpOCa OTBET BOITpOCa OTBET BOITpOCa OTBET
1. B 13. B 25. A
2. A 14. A 26. I
3. b 15. A 27. B
4. b 16. A 28. I
5. 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. r 21. A 33. I
10. B 22. r 34. A
11. A,b,B 23. E 35. I
12. r 24. A

4. OHBHO‘IHLIB CpeacTBa AJd NPOBEeACHUA MPOMEKYTOYHOI0O KOHTPOJIA ¢ OMMUCAHUEM

IIOKa3aTe.HeI7[, KPUTEPHUEB U HIKAJIbI OLICHUBAHUA

K omeHoynelM cpeacTBaM — MPOMEXKYTOYHOM — aTTeCTallMd  OTHOCHUTCS — 3a4eT,

IpEoaraloIuii BOCIpOU3BeAeHUE (M3TI0KEHNE) TEOPETUYECKOI0 MaTepHaa o JUCIUIUIHHE.

Kputepuu onenuBanus:

- IIOJIHOTA OTBCTOB,

- CTETICHh OCO3HAHHOCTH, TOHUMAaHUS U3yUYE€HHOTO;

- SI3BIKOBOC O(bOpMJIeHI/Ie OTBE€TAa — YCTKOCTh U HpaBI/IHLHOCTB petm;

- CTENEHb CaMOCTOITEILHOCTH BEIITOIHEHHUS IEHCTBHA,

- OCO3HAHHOCTHB BBIIIOJIHCHU S I[eﬁCTBHH;

- BBINIOJIHCHHE JCHCTBUU B HE3HAKOMOU CHUTYyaluu (BBITOJTHCHUE 3a/IaHU TBOPUYECKOTO

YPOBHS);

- KpEaTUBHOCTb, KOMMYHUKATUBHOCTh, KOMIICTCHTHOCTb.
YpoBEHb OCBOCHMsI KOMIIETCHIIMM OIPEACNAeTCs B 3aBUCUMOCTH OT KpUTEpHs

OLICHUBAHMSI PE3YJIbTATOB O0YUYEHUS U IEMOHCTPUPYET YCHEIIHOCTh OCBOCHHS] KOMIIETEHIIUH.
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YpoBHU C(POPMHUPOBAHHOCTH KOMIIETEHIUM

IToBbIllIEHHBIN YPOBEHD

bazoBbiif ypoBeHb

IToporoBsiif ypoBeHb

Henonyctumerit
YpOBEHb

Komnierenmus
cthopmupoBaHa.
JemoHcTpupyetcs
BBICOKHIA YpOBEHb
CaMOCTOSTEITLHOCTH,
BBICOKast aJalnTHBHOCTh
MPAKTHYECKOTO HABHIKA.

Komnerenmus
cthopmupoBaHa.
JemoHcTpupyercs
JIOCTaTOYHBIA  YPOBEHB
CaMOCTOSITETLHOCTH
YCTOHYHBOIO
MPAKTHYECKOTO HABHIKA.

KommeTenmnus
chopMupoBaHa.
JemoHcTpupyetcs
HEIOCTAaTOYHBIN
YPOBEHb
CaMOCTOSTEIbHOCTH
MPAKTHUYECKOTO HABHIKA.

KommeTenmnus ne
cthopmupoBaHa.
YpoBeHb
CaMOCTOSTEIIbHOCTH
MPAKTHYECKOTO HABBIKA
HE JEMOHCTPUPYETCSI.

[ITxana oueHMBaHKS U OIIMCAHUE MOKA3aTEIEH OUECHUBAHUS Il 3a4€Ta, C ONPEACICHUEM
YpOBHEH cPOPMUPOBAHHOCTH

bunapnas OnucaHue IoKa3aTelie OllcHUBaHUS YpoBeHb
[IKaa c(hOpMHUPOBAHHOCTH|

OIICHUBAHHUS KOMIICTCHI[UU
«3a4TEHO» - B [IOJTHOM 00bEME H3JIaracT y4eOHbII MaTepualr; TToBbIIIEHHBIH

- JIOMyCKAeT HECYIICCTBEHHBIC OIMUOKH M HUCIPABISICT HX CAMOCTOSTEIBHO WIIN

rmocyie yKa3aHUs Ha HUX TPETIogaBaTelieM;

- TpH W3IOKEHUH TMPONIEHHBIX pa3lelioB IOTYEPKUBACT CYIICCTBEHHBIE

TIPU3HAKH N3YYEHHOTO IIPEeIMeETa;

- BBIICTSET NPUIUHHO-CIICICTBEHHBIC CB3W; (DOPMYITUPYET BBIBOIBI |

000011aeT MaTepHrall.
«HE - HE MOXKET BBIICITUTH CYIIECTBCHHBIE MIPU3HAKN H3yUYEHHOTO MPEAMETA; HenmomycTumbrii
3a4TCHOY - 3aTpyAHsEeTCS TPH BBISABICHUM MNPUYWHHO-CICJACTBEHHBIX CBs3ed W | (KOMIIETEHIUS HE

(hopMyIHPOBKE BEIBOJIOB; OCBOEHA)

- IPU OTBETAaX HA BOIPOCHI MPEIOAABATEINIS JOMYCKAeT TPyOble ONIMOKK WU

BOBCE HE OTBEUYAET HA HUX;

- IEMOHCTPUPYET MOJTHOE HE3HAHUE NPOIICHHOTO MaTepuaa.

CoaepikaHue OLEHOYHBIX CPEICTB ISl MPOMEKYTOYHOM aTTecTalluu

IlepeyeHb BOPOCOB /ISl MOATOTOBKH K MPOMEKYTOYHOI aTTecTannu (3a4er)

1. TIlpenmer, 3a1auu U coepx aHUe Kypca.
2. TlonsTue neI0NMPOU3BOICTBA, €r0 IEeTH U (HYHKIIHH.
3.  OcCHOBHBIE 3Tanbl Pa3BUTHUS JEIONPOU3BOJICTBA B JOPEBOJIONMOHHON Poccun m nx

XapaKTEpUCTHKA.

4. CraHOBIJIEHHE U PAa3BUTHUE TOCYIAPCTBEHHOIO JIEJIONPOU3BOICTBA B COBETCKOE BPEMSI.
5. HopmaTuBHO-METOOUYECKOE PpEryJIMpOBAaHUE JIEJIONPOU3BOJACTBA B HACTOSILEE

BpeMs.

6. JloKyMEHTOOOOPOT U JOKYMEHTOIIOTOKH.

7. OpraHuszanus JOKyMEHTOO0OpOTa B COBPEMEHHBIX YUPEKICHHUIX.
8. Peructpanus JOKyMEHTOB COBPEMEHHBIX OpraHU3aLUi.

9. Hogeiimue nahopmMamoHHbIe TEXHOJIOTHH B IEJIONPOU3BOICTRBE.
10. IloHsATne M BUABI JOKYMEHTOB.
11. Yaudwukanus u crangapTu3anys J0KyMEHTOB.
12. YHuUIMpOBaHHBIE CUCTEMBbI JOKYMEHTAIHH.
13. CtpykTypa u coiepkaHue JOKyMEHTa.

14. CrpykTypa TOKYMEHTAIIMOHHOM CITyXObI U €ro OpraHu3alMoOHHbIE (POPMBI.
15. CtpykTypa u XapakTe€pUCTHKA TOKYMEHTOIOTOKOB.
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16. OTanbl NpOX0XAEHUS JOKYMEHTOB B OPraHU3ALHH.

17. TexHomorust 00pabOTKH MOCTYMAOITUX (BXOASAIIHNX ) JOKYMEHTOB.

18. Texuomorus 00pabOTKH MOCTYMAOIIUX OTIPABISIEMBIX (UCXOSIINX ) TOKYMEHTOB.

19. TexHomorust 06pabOTKH BHYTPEHHUX JOKYMEHTOB.

20. TenpeHIMH POCTa JOKYMEHTOOOOPOTA H ITYTH €0 COKPAIIECHUSI.

21. Xapakrepuctuka (enepanbHOTO 3aKOHAa Kak JOKYMEHTa, €ro CTPyKTypa |
PEKBHU3UTHL

22. Ilonsarue nndopmanuu, nHGOpMAaIUs Kak 0OBEKT MPABOBBIX OTHOIICHHH.

23. IlpaBoBas HHpOpPMALUSA U €€ CTPYKTYpa.

24. 3akoHOAATeNbCTBO 00 MHPOPMAIIUH.

25. IlpaBoBoe peryiupoBaHue JeIONPOU3BO/ICTBA.

26. Ilopsimok MCIONB30BaHUSA TOCYIApCTBEHHOIrO si3bika Poccuiickoit dexneparuu npu
JOKYMEHTHPOBAaHUH O(UIHATIBHON HH(DOpMAIUH.

27. CocTtaB ¥ OCHOBHBIE TPeOOBaHUS K OPOPMIICHUIO PEKBU3UTOB JJOKYMEHTA.

28. Ilpemynoxenus, 3asBICHUS W JKaJOOBl TpakJIaH, UX POJIb M 3HAYCHHE B YCIOBHSX
JEMOKpATU3aIiK OOIIECTBA.

29. 3akoHomaTeNbHBIE ¥ HOPMATHBHBIC aKThl, peErIAMEHTHpYIOmUE paboTy ¢
MPEJIOKEHUSIMU, 3asBICHUSIME U KaI00aMU TpaX/IaH.

30. OcHOBHBIE 3a7a4M JIETOTPOU3BOJICTBEHHOM CITYy>KObI B OpraHU3allMi W PadOTHI C
oOpaleHus MU Tpax/IaH.

31. OpraHu3zanusi npueMa MmoceTUTENECH.

32. Jenonpou3BOACTBO M0 0OpaICHUSIM ITPaXkIaH.

33. OCHOBBI IPABOBOTO PETYIUPOBAHUS JIETONPOU3BOJICTBA B OpraHax MCIOJHUTEIbHON
BJIACTH.

34. OpraHu3alMOHHO-PACTIOPAIUTENIbHBIE IOKYMEHTHI: MOHATUE, COCTaB, IOpUIAYECKas
cuia.

35. OcHoBHBIE TpeOOBaHUS K OPOPMIICHUIO PACTIOPSIUTEIBLHBIX TOKYMEHTOB.

36. IloHsATHE M Ha3HAUYEHUE OPraHU3ALMOHHBIX TOKYMEHTOB.

37. NudopmanmoHHO-CTIPaBOYHBIE IOKYMEHTHI: ONPEEICHIE, BUABI, () YHKIIUH.

38. CrpykTypa, cofepKaHue U BUJIbI IPOTOKOJIOB.

39. MexnayHaponHBIH CTaHIApPT CIY)KEOHOTrO TMChMa, PEKBU3UTBHI W TOPSIO0K
WCIIOJIHEHHSI.

40. Ilonsatue u knaccudukanus TOKYMEHTOB IO JINYHOMY COCTaBY.

41. YuudunupoBanusle (HOpMbI NMEPBUYHON YYETHOM JOKYMEHTAIMH IO TPYAy U €ro
oruIare.

42. Oco0eHHOCTH JOKYMEHTUPOBAHUS TPYIOBBIX OTHOLICHUH.

43. OdopmieHue me1 TOCTOSHHOTO, JOJTOBPEMEHHOTO XpaHCHUS M 10 JUYHOMY
COCTaBy.

44. Perucrtpanus u y4yeT JOKYMEHTOB.

45. Cucrembl 3JIEKTPOHHOTO TOKyMEHTO000pOTA.

46. dopmupoBaHuE Ie.

47. HomeHkiatypa jaei.

48. Buapl HOMEHKIATYp 1€, UX OCOOEHHOCTH.

49. IlpuHUHUIIBI U TPABUIIA PETUCTPALIMK U UHJIEKCUPOBAHUS IOKYMEHTOB.

50. CocTaB perucTpupyeMbIX U HEPETUCTPUPYEMBIX IOKYMEHTOB.

51. Perucrpannonsbie (OPMBI.

52. TexHOJOTHS BEACHHUSIPETUCTPAIMOHHBIX (hOPM.

53. KoHTpoJIb UCTIOJHEHUS TOKYMEHTOB.

54. 3HaueHHe KOHTPOJIS UCIIOIHEHUS JOKYMEHTOB B YIIPABICHYECKOUN IEATEIbHOCTH.
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55. OpraHm3anusi perucTpaluyd JOKYMEHTOB W TOHCKa WH(OpPMAlUU B YCIOBHSX
MPUMEHEHUS HOBEHIINX MHPOPMAIIMOHHBIX TEXHOJIOTUH.

56. OcHOBHBIEC TPeOOBaHUS K MMOATOTOBKE /1€ JUI Epeiadn Ha apXUBHOE XpaHEHHE.

57. Opranm3ainus pabOThl ¢ JOKYMEHTaMH, COJCPKAIUMHU CBEJICHUs, OTHECEHHBIE K
roCyJapCTBEHHOH TailHe.

58. 3amura T0KyMEHTOB, COAEPKAIINX MEPCOHAIBHBIE TaHHBIE.

59. 3ammra JOKYMEHTOB, COAEPKAIUX KOMMEPUYECKYIO TalHY.

60. JlokyMeHTBI "miis C1y>KeOHOTO TOJIb30BaHUA" M X 000POT.

61. Opranuzanust  JOKyMEHTOOOOpOTa B  YCIOBUSIX TNPUMEHEHHUS  HOBEUIIMX
MH(OPMALMOHHBIX TEXHOIOTHI.

62. TpeboBaHUS HOPMAaTHUBHO-METOJAWYECKHX JOKYMEHTOB K COCTaBJICHHUIO U
0(OpPMIICHHIO HOMEHKJIATYp JEJl.

63. MeTonuka cOCTaBII€HHs] HOMEHKJIATYp JIell.

64. Ilopsimoxk odopmieHHs, COTJIaCOBaHMS, YTBEPXKIACHUS W BHEAPEHUS HOMEHKIIATYD
Jell.

65. OcHoBHBIE TIpaBUIa POPMUPOBAHUS JIE.

66. XpaHeHue T0KyMEHTOB B CTPYKTYPHBIX [TOAPA3IEICHUSX.

67. DxcnepTusa IIEHHOCTU JTOKYMEHTOB.

68. Ilopsmoxk TpOBEAEHUS  SKCIEPTU3Bl ILIEHHOCTH  JTOKYMEHTOB, oOdopMieHue
PE3yNIbTaTOB €€ MPOBEICHUS.

69. IlepeyHH JOKYMEHTOB CO CPOKAMHU XPaHEHUSI.

70. Tlopsamok caauu el B apXHUB CTPYKTYPHBIMHU NMOAPA3ACTCHUSIMU YUPEIKICHUS.
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OrennBaeMas
KOMIIETEHIUSI

[Inanupyemsie
PE3YIIbTAThI
OCBOEHUS
JHUCIUILIAHBI 110
3JIEMEHTaM
KOMIICTECHIIHI

Tema

ConepkaHne OIIEHOUYHOTO CPEACTBA
(IlepedeHb BOIPOCOB K 3a4eTy)

ITK-9 31

I1K-9 -
CIIOCOOHOCTEHIO
MIPABUJIBHO U MOJIHO
OTpaxKaTh
Pe3yIbTATHI
po¢eCCHOHATBHOM
IESTEILHOCTH B
IOpUANYECKON 1
MHOM TOKyMEHTaluu

Tema 1. OCHOBHBIE TEPMUHBI U
moHsATHs. CUCTEMBI
IMOKyMEHTaIIH

Hpe,uMeT, 3aJa4u U COACPIKAHUC KypcCa.
Ilonsitue ACJIONPOU3BOJACTBA, €ro UCJIn U q)yHKIII/II/I.

CraHOBIIEHUE U Pa3BUTHE I'OCYAAPCTBEHHOTO JICJIONPOM3BOACTBA B COBETCKOE BPEMSL.
HopMmaTuBHO-MeETOAIYECKOE PETYITHPOBAHUE JEIIONPON3BOICTBA B HACTOSIIIEE BPEMSI.
JIoKyMeHTO000POT U JOKyMEHTOIIOTOKH.

Opraan3anus JOKyMEeHT0000pOTa B COBPEMEHHBIX YUPEKICHUSX.

Peructpanust TOKyMEHTOB COBPEMEHHBIX OpraHU3aIIHil.

Hogeiimme nHGOpPMAMOHHBIE TEXHOJIOTHA B IEIOIPOU3BOICTBE.

10. TlonaTre u BUABI JOKYMEHTOB.

11. Yandukanus v craHnapTH3anus JOKyMEHTOB.

12. YHnduunpoBaHHble CUCTEMbI JOKyMEHTALUH.

13. CtpyKTypa U coliepkaHue JOKyMEeHTa.

14. CtpykTypa JOKyMEHTAIIMOHHOM CITY>KOBI ¥ €T0 OpTaHU3aI[MOHHEIC (DOPMBL.

15. CTpykTypa 1 XapaKTepUCTHKA JOKYMEHTOIIOTOKOB.

16. DTanbl IPOXOKACHUS JOKYMEHTOB B OPTaHU3AIIHH.

17. Texnomorust 00pabOTKH MOCTYMAIOMIHUX (BXOASIINX) JOKYMEHTOB.

18. TexHomorust 06pabOTKH MOCTYMAIONINX OTIPABIAEMBIX (UCXOISIINX) TOKYMEHTOB.
19. Texnomorust 06pabOTKH BHYTPEHHUX JOKYMEHTOB.

20. TenneHIMU pocTa JOKYMEHTOO00POTA U IIYTH €T0 COKPAIICHHSI.

RN R W=

OCHOBHEIE ATallbl pa3BUTHA ACJIONPOU3BOJACTBA B ,HOpeBOHIOIIHOHHOﬁ Poccun n ux XapaKTepuCTUKa.

I1K-9 31
IK-9 V1

Tema 2. IIpaBoBast o0cCHOBa
FOPHINIECKOTO
nenonpou3BoacTea B PO

21. XapaxrepucTuka ¢enepaIbHOTO 3aKOHA KaK TOKyMEHTa, €T0 CTPYKTYPa U pEKBU3HTHL.
22. Tlonarue uHpopMauu, HHGopMaIHs Kak 00BEKT MPABOBBIX OTHOIICHH.
23.TIpaBoBas uH(pOpPMALUS U €€ CTPYKTYypa.
24.3aKk0HOAATENBCTBO 00 HHPOPMALIUH.

25. IpaBoBoe peryiupoBaHue AeJIONPOU3BOACTBA.

26.1lopsaiok ~ WCHONB30BAaHUSL  TOCYAApCTBEHHOTO  SI3bIKa
JIOKYMCHTHPOBAaHUH O(PHUIHAIEHOW HHPOPMALIUH.

Poccuiickoit ~ Denepanun

npu

ITK-9 31
IK-9 V1
I1K-9 B1

Tema 3. CoctaB u oopMIICHHE
[PEKBU3UTOB, 00ECIICUUBAIOLIMX
FOPUANIECKYIO CHITY,

BHAYMMOCTHb TOKYMCHTOB B

27.CoctaB 1 OCHOBHBIE TPeOOBaHUS K 0OPMIICHHIO PEKBU3UTOB JJOKYMEHTA.
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ACJIOMPOU3BOACTBE

ITK-9 31
IK-9 V1
I1K-9 B1

Tema 4. JlokyMeHTHUpPOBaHUE
HOpPMaTHBHOW MH(pOPMaIHH.
/{enompou3BOACTBO MO
0OpaIIeHnsIM Tpax<1aH B
OpTaHax BIaCTH

28. TlpeanoxeHus, 3asBICHUS U KaJI00bl TPaXKIaH, X POJIb U 3HAYCHUC B YCIOBUSIX JIEMOKPATHU3ALUN
oO1ecrTaa.

29.3aKkOHOAATCIEHBIE W HOPMATHBHBIC aKThI, PETIIAMCHTHPYIONIME paboTy C MpPEIOKCHHUSIMU,
3asIBICHUSIMU M JKAT00aMU TPaXKIaH.

30. OcHOBHBIE 3a7a4yMl IEIONPOM3BOACTBEHHON CIIy)KOBI B OpraHM3aluil W paboThl ¢ OoOpalleHHsIMH
rpaXkaaH.

31. Opranusanus npueMa MmoCeTUTENeH.

32. Jlenonpou3BOACTBO O 0OpAIIEHUsM TpaXIaH.

33. OcHOBBI MPABOBOTO PETYJIUPOBAHHMS JACIOMPOU3BOICTBA B OPraHAX WCIIOJHUTCILHON BIIACTH.

I1K-9 31
INK-9 V1
I1K-9 B1

Tema 5. Odopmnenue u
COCTaBJICHUE OPTaHU3aIUOHHO-
PaCIOPSAAUTEIEHBIX
ITOKYMEHTOB

34. OpraHu3alIOHHO-PACIOPSAAUTENIBHbIE IOKYMEHTBI: IIOHATHE, COCTAB, IOPUANYECKas CHIIA.
35. OcHoBHBbIE TpeOOBaHMS K OQOPMIICHUIO PACHIOPSIUTEIBHBIX JTOKYMEHTOB.
36. ITonsiTre 1 Ha3HAUYEHHWE OPraHU3alMOHHBIX JTIOKYMEHTOB.

ITK-9 31
IK-9 V1
I1K-9 B1

Tema 6. OdopmieHue u
cocTaBieHue NHHOPMaLMOHHO-
CIPaBOYHBIX JOKYMECHTOB

37. UudopmanmoHHO-CIIPaBOYHBIE JJOKYMEHTBI: OIpEICIICHHE, BUABL, (YHKIIHUH.
38. Ctpykrypa, coaep:kaHue U BUJbI IPOTOKOJIOB.
39. MextyHapOoJHbIH CTaHAAPT CIy>KEOHOT0 MMChbMa, PEKBU3UTHI M NOPSAJOK MCIIOTHEHHS.

ITK-9 31
IK-9 V1
I1K-9 B1

Tema 7. OCHOBBI KaZpOBOTO
IMeTIOTIPON3BOICTBA

40.TTonsitTre u knaccuukanus JOKyMEHTOB IO JIMYHOMY COCTaBY.

41. YanounupoBaHHsie (OPMBI IEPBUYHON YISTHOW JOKYMEHTAIHH IO TPYAY U €T0 OIUIaTe.
42.OcobeHHOCTH JOKYMEHTHPOBAHHS TPYAOBBIX OTHOIIICHHH.

43. OdopmieHne e MOCTOSTHHOTO, JONTOBPEMEHHOTO XPaHEeHHUS H 110 IMYHOMY COCTaBYy.

I1K-9 31
IK-9 V1
I1K-9 B1

Tema 8. OCHOBHBIE PUHITUITHI
OpTraHU3aIIH
IMOKYMEHTO000pOoTA.
Peructpanus, yuer, XxpaHeHUE
nen

44.Peructpanys M y4eT JOKyMEHTOB.

45. CHCTEMBI 3JIEKTPOHHOTO IOKyMEHTO000pOTA.

46. ®opMupoBaHue aedl.

47. HomeHkIaTypa 1ei.

48. Buapl HOMEHKIIATYp J1eJ1, UX OCOOCHHOCTH.

49. [TpvHIMIBI ¥ IPaBUJIa PETUCTPALMY U MHACKCUPOBAHUSI JOKYMEHTOB.

50. CocraB perucTpupyeMbIX U HEPErNCTPUPYEMBIX JIOKYMEHTOB.

51. PeructpanioHasie GOpMBI.

52. TexHOJIOTHS BeICHUAPETHCTPALIMOHHBIX (POPM.

53. KoHTposib HCIIONHEHNS JOKYMEHTOB.

54.3HaueHne KOHTPOJIS UCTIONHEHUSI JOKyMEHTOB B YIIPABJICHUECKOH JEATEIBHOCTH.

55.Opranu3anusi perucTpandy JOKyMEHTOB M TOMCKa HMH(GOPMAIMM B YCIOBHAX IPHUMEHECHUS
HOBEHIIIMX MHPOPMAITUOHHBIX TEXHOJIOTHMA.

56. OcHOBHBIE TPEOOBAHUS K IMOATOTOBKE IS JUIS IIepeIadu Ha apXUBHOE XpaHECHHE.

57.Opranuszanusi paboThI C JOKYMEHTaMH, COAEPKAIIMMU CBEJCHUs, OTHECEHHBIE K TOCYIapCTBEHHOMN
TaifHe.

58.3amuTa JOKYMEHTOB, CO/IEPXKALIUX [IEPCOHAJIbHBIC IaHHBIE.
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59.3amuTa J0KyMEHTOB, COJICPKAIINX KOMMEPYECKYIO TalHYy.

60. loxymeHTBI "1J1s1 CiTy>keOHOTO 1MoJIb30BaHus" U UX 000POT.

61.Opranuzanusi JOKYMEHTOOOOpPOTa B YCIOBUSX NPUMEHEHHS HOBEHIIMX HH(MOPMAIIMOHHBIX
TEXHOJIOT M.

62. TpeboBaHWsT HOPMATHBHO-METOJIUYECKMX JIOKYMEHTOB K COCTaBJICHHIO U  OQOPMIICHHIO
HOMEHKJIATYyp /.

63. MeToauKa cOCTaBICHNS HOMEHKIIATYP .

64. ITopsanok opopMIICHHS, COTTIACOBAHUS, YTBEPKACHUS U BHEAPCHUS HOMEHKIATYP M.

65. OcHOBHEBIE TIpaBuiIa GOPMHUPOBAHUS JIETT.

66. XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX HOAPA3/ICIICHHSX.

67. DxcrnepTU3a HEHHOCTH JOKYMEHTOB.

68.Tlopsinok  IpOBENEHUSI OKCIEPTH3bl IIEHHOCTH JOKYMEHTOB, OQOpMIICHHE pE3yJbTaTOB e
NPOBEICHUS.

69. Ilepeunn JOKyMEHTOB CO CPOKaMU XPaHEHHUSL.

70. ITopsanok cxa4w nen B apXyB CTPYKTYPHBIMU OAPA3ACICHUSIMHA YIPEKICHHS.
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JIMCT y4yeTa u3MeHeHu il

HuxHUI KOIOHTHTYNI OIEHOYHBIX MATEPUATIOB COJACPKHUT YKa3aHHs HAa HOMEP U JIaTy
Bepcuu nokymenTa (Hampumep, Bepeus 1.0 ot 03.2021 r.).

AxTyanuzanusi (HEMOCPEICTBEHHOE BHECEHHE HM3MEHEHMI) TekcTa (4acTH TEKCTa) Ha
10001 M3 CTpaHMIl OLIEHOYHBIX MAaTEpUAIOB OCYUIECTBIISIETCA IMYTEM 3aMEHbl BCEM CTpaHUIIBI.
COOTBETCTBEHHO U3MEHSETCSI HOMED U J]aTa BEPCUU COOTBETCTBYIOLIEH CTPaHUIIBI.

Nudopmanusi BHECEHMH HW3MEHEHUW (3aMEHE JIMCTOB) BHOCHTCS B TaOmuily yuera
n3MeHeHun. Jlata nocuenHe Bepcuu XapakTepus3yeT COBPEMEHHOCTb BCErO JOKYMEHTA.

Brimyck HOBOW pefakiuyM AOKYMEHTa B3aMEH MPEAbIAYIIEH OCYIIECTBISIETCA MPHU
HaKOIUIeHnU u3MeHeHuit 6omee 20 % ot o6beMa 00IIIero coepKaHmsl TOKYMEHTA.

Tabuauna yyera nu3MeHeHU

Crp. Hara Ne u mara nokymeHra, Jara [Toanuce
MOCJIETHEN | PErIaMEHTUPYIOLIETO BHECEHUE BHECEHHUS WCIIOJTHUTEIIS
BEPCUU VM3MEHEHUH M3MEHEHUH
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